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I. O01Me cBejeHUA

YnpaBieHue JOKyMeHTaM{ apXWBa OpraHK3al[|i JIFOObIX OpraHU3al[MOHHO-TIPaBOBBIX 07.012
hopm

(HauMeHOBaHMe BUZa IPOdeCCHOHATBEHOM e TeTbHOCTH) Kog,

OcHoBHas Le/b BUja podecCcroHaNbHOU JesiTeIbHOCTU:

Ob6ecrieuerue 3¢hPeKTUBHOTO yTpaB/ieHUs] apXUBHBIMU JieJlaMH (IOKyMeHTaMH); BHeZIpeHue JTyUInX
TeXHUUYECKUX pa3paboToK U HOBEHIINX TeXHOJOoTHi B obecrieueHre 3¢ (deKTUBHOTO yrpaBaeHUs] apXUBHBIMU
(menamu) JOKyMeHTaMH1

I'pynna 3aHaTHi:

1213 PykoBoauTenv B 06/1actu onpesenenus | 2621 CrnieLjMaiMcThl apXMBOB U My3€eeB
TOJIMTUKY U TJIAHUPOBaHUS
JlesATe/IbHOCTH
3343 AJMUHUCTPaTUBHBIN Y UHOU - -
WCIIO/THUTEJIbHBIN CpeIHeTeXHUUeCKUMN
riepcoHa’l
(xoz OK3) (HauMeHOBaHUe) (xoz OK3) (HauMeHOBaHMe)

OTHeceHue K BU/laM 9KOHOMUYECKON JiesiTe/IbHOCTHU:

\91.01 ‘,HEHTEJIBHOCTL OuOIMOTEK U apXUBOB

(xogq OKB3/) (HaMeHOBaHUe BHIAa SKOHOMUUECKOH /1eATeTbHOCTH)



II. Onucanue TPyAOBBIX (DYHKIHI, BXOAAIINX B MPo¢eccHoHAMbHBIN cTaHAApT (PyHKIHOHA/IbHAsA KapTa BHAA
npodeccCHoOHATBHOM IeATe/TbHOCTH)

O600111eHHBIe TPYA0BbIe HYHKLIUN TpyzoBble QYHKIMU
yYPOBEHb
Ko yYPOBEeHb (molypoBeHb
HavMeHOBaHUe KBa/MMQUKall HavMeHOBaHUe KOZ )
A 14151 KBa/M(uKaLll
15151
A | XpaHeHue, KOMIUIeKTOBaHUe, yueT U 5 OpraHusaiusi TOCTOSTHHOT'O XPaHeHUs1 apXUBHBIX JiesT (JOKyMeHTOB) A/01.5 5
WCI0/Ib30BaHue Jienl (JOKyMeHTOB) KowmrmiekToBaHMe apXVMBHBIMU Jie/laMU ([JOKyMeHTaMH) apXyBa A/02.5 5
apxuBa Yyer apxuBHbBIX e/ (JOKyMEHTOB) A/03.5 5
OpraHu3anusi UCI0/Ib30BaHUs apXUBHbIX /e (JOKYMEeHTOB) A/04.5 5
XpaHeHUe, KOMILIEKTOBaHWe, yueT U HUCI0J/Ib30BaHUe el A/05.5 5
(IOKYyMEHTOB) BpEMEHHOI'0 XpaHeHUsI
B |PykoBozcTBO nozpaszeneHueM apxuBa 6 PykoBOZCTBO [ieTe/IbHOCTBIO 110 apXUBHOMY XPaHEHUI0 Jefl B/01.6 6
(IOKYyMEHTOB), yueTy U UCMO/Ib30BaHUIO ZieJl (OKYMEHTOB) B
OpraHu3aliu
Opranu3anusi pa3paboTKU JTOKabHbIX HOPMAaTHUBHBIX aKTOB U B/02.6 6
MeTOANUeCKUX JOKYMEHTOB T10 XpaHeHHI0, KOMIJIEKTOBAHUIO, YUeTy U
WCTI0JTb30BaHUI0 aPXMBHBIX fiefl (I0KyMeHTOB)
[TocTpoeHure cucTeMbl apXMBHOTO XpaHeHUs Jiel (JOKyMEHTOB) B B/03.6 6
OpraHu3alu
KoHTpo/ib (PyHKIIMOHUPOBAHWSI CUCTEMbl aDXUBHOTO XpaHeHUsI [ B/04.6 6
(IOKYyMEHTOB) B OpraHu3aLuu
CoBepllIeHCTBOBaHME CUCTEMbI aDXUBHOI'O XpaHEHUS el B/05.6 6
(IOKyMEeHTOB), yueTa 1 UCI0JIb30BaHUs el (JOKyMEeHTOB)
BPEMEHHOI'0 XpaHeHUs B OpraHu3aLyu
BrezipeHvie cucTeMsbl 3/IeKTPOHHOI'O apXyBa OpraHu3aLyy B/06.6 6
CorpoBosk/jeHre AesiTe/IlbHOCTA SKCIePTHONM KOMUCCHUW OpraHu3aliuu B/07.6 6
C |PykoBO/CTBO I1pOLIECCOM apXUBHOI'O 7 CoszfaHue eJUHON CUCTEMbl aDXUBHOTO XpaHeHus JieN (JOKYMEeHTOB) C/01.7 7
XpaHeHUs Jiesl (JOKYMeHTOB) YmipaB/ieHre pa3pab0TKOH JIOKaTbHBIX HOPMAaTUBHBIX aKTOB C/02.7 7
TMIPOL{eCCOB apXUBHOI'O XpaHeHUs Jiesl (JJOKYMEeHTOB)




KoHTposb apxvBHOr0 XpaHeHus fief (JOKYMEHTOB) C/03.7
PerynvpoBaHue 1 KOHTPO/b (pefiepanbHbIX U peruoHaIbHbIX C/04.7
rOCy/IapCTBEHHBIX MH(POPMALMOHHBIX CHCTEM, peeCcTpoB U 0a3 JaHHBIX
[1naHrpoBaHue ¥ MOCTPOEHYe MPOLeCCOB apXUBHOTO XPaHeHHs], yueTa C/05.7
Y MCTI0/Ib30BaHMs Jief (JOKYMEeHTOB) BDeMEeHHOI'0 XpaHeHHsI

Opranusanus U CONpOBOKeHUe esTe/lbHOCTH 3KCIIePTHO- C/06.7

TPOBEPOYHON KOMUCCUU




IT1. XapakTepucTHKa 00001[€eHHBIX TPYAOBBIX (QyHKIHIA

3.1. O6o01eHHas TpyAoBasa PyHKIuA «XpaHeHHe, KOMIUIEKTOBAaHUE, YUET U UCIO/Ib30BaHUe /ie/T

(oKymMeHTOB) apxuBa»

HaumeHoBaHue

ITpoucxosxaeHue 06001eHHOM
TPYI0BOM QYHKI[UH

XpaHEHI/Ie, KOMILJIEKTOBAHUE, YUET U Ko A YpoBeHb 5
WCTI0JTb30BaHue fiefl (JOKyMeHTOB) apXUBa 4 KBa/MHKALIH
OpuruHan X 3aMMCTBOBaHO U3 1418
OpUrMHasma
Koz PerucrpauyoHHbIéi HOMep
OpUTHHa rpogeccroHaIbHOTO
a CTaHJapTa

Bo3MoykHBIe HAUMEHOBaHUS
JIOJKHOCTeH, mpodeccuii

CnieljpayivcT apxvBa

TpeboBanus kK 06pa3oBaHKIO
1 00yUueHHU0

Cpeanee npodeccroHansHOe 00pa3oBaHMe - IPOrPaMMBbI 0T OTOBKH
CTIeLIaIMCTOB CpPeJHero 3BeHa

W

Cpeganee npogeccroHanisHOe 0Opa3oBaHKe (He MPOGUILHOE) - TPOrPaMMBbl
MO/ITOTOBKU CIeLIMaIMCTOB CPe/IHero 3BeHa U I0NOTHUTe/IbHOe
rpodeccroHabHOe 00pa3oBaHue - MPOrpaMMbI TIPOheCcCHOHATBHOM
TIePeTo/IrOTOBKHU 110 TIPOGUIIIO JesITeTbHOCTU

TpeboBaHUs K OTIBITY
TIPaKTUYeCKOM paboThI

Oco0ble yc/1oBUs OTTyCKa K
pabore

[TpoxoxkaeHure oOyueHUst MepaM TI0XKapHOU 6e30macHOCTH
ITpoxoskzeHre 00yueHUst ¥ IPOBEPKU 3HaHWI TPeOOBaHUI OXpaHbI TPyZAa

Jpyrue xapakTepuCTUKU

[JononHuTenbHbIe XapaKTePUCTUKU

HauMeHoBaH e J0KyMeHTa Koz HanmeHoBaHre 6a30B0ii IPYTIIbI, AO/HKHOCTH (TIpodeccrm)
WU CTeLaJbHOCTH

OK3 3343. AJIMUHUCTPaTUBHBIA Y UHOW UCTIOJTHUTE/IbHBIN
CpeIHeTeXHUYEeCKU IepCoHal

ETKC nwm EKC ApXUBUCT

OKIIOTP 20193 ApXUBUCT

26541 Cneryamict

OKCO 2016 7.46.02.01 [lokymeHTaI[ioHHOe obecrieueHue yripaB/eHus U

apXuBOBeJleHHe

3.1.1. TpypoBas ¢pyHKIus

HaumeHoBaHue

ITpoucxosxaeHre 0600IIeHHOM
TPyZA0BOM HyHKLIUU

Opranuzaiys NoCTOSHHOI'0 XpaHeHUsI YpoBeHb
P H P Kog | A/OLS5 P 5
apXUBHBIX ZeJ1 (OKYMEHTOB) KBaTMHKALIH
3alMCTBOBaHO U3
OpuruHan X 1418
OpUruHama
Kog, PerucrpalioHHBIN HOMep
OpHUTHHas rpodecCHOHaTBHOTO

a CTaHJapTa




TpyzoBbIe felCTBUS

OrnipeienieHre CxeMbl KaCCU(PUKAI[MU apXUBHBIX fle/ (JOKYMEHTOB) JI/st
TIOCTOSIHHOTO XPaHeHUsI

OrnpefienieHre cxeMbl CUCTEMaTH3alliy apXUBHBIX ZieJl (JOKyMeHTOB) Npy
MOCTOSTHHOM XPaHeHHH Ha OCHOBe BhIOPAaHHOM CXeMbl K/lacCU(HUKaLN

[TpoBeJieHre FKCTIEPTH3bI LIEHHOCTH JJOKYMEHTOB, ITOCTYTAIOI[UX Ha apXUBHOE
XpaHeHHe

Pa3melijeHre apXUBHBIX e/ (JOKYMEHTOR) B apXUBHBIX XPaHU/IHILAX B
COOTBETCTBHUH C BLIOPAHHOU CXeMOM K/lacCU(MUKAI[UU U CUCTeMaTH3aluu fiejT
(ZIOKyMeHTOB)

Co3ganue 1 obecrieueHre PeXXUMOB TIOCTOSTHHOTO XpaHeHUsI apXUBHBIX [T
(OKyMEHTOB)

[TpoBepka Ha/MuUXs U COCTOSTHUSI aDXUBHBIX ZieJ1 (JOKYMEeHTOB) Ha CTaJuu
TOCTOSTHHOTO XPaHEeHUsI

BeisiBNieHre 1 yUeT apXUBHBIX /el (JOKYMEeHTOB), TPeOYIOIHX
pecTaBpaLMOHHOM, KOHCEPBALIMOHHO-TIPOMUIAKTHUECKON U TEXHUYeCKOU
obpaboTku

[ToaroTOBKA yC/I0BUIA /17151 00€creueHrs: COXPaHHOCTH apXUBHBIX ZIeJT
(IOKYMEHTOB) B OCOOBII MEPUOJ, 1 UPe3BbIUAMHBIX CUTYaLAsX

Ocy1riecTBIeHHEe KOHTPOJIS ABW)KEHUSI apXUBHBIX [J1eJT (JOKYMEHTOB) U X
(hb131UeCKOro COCTOSIHUS

[ToaroTOBKa apxXUBHBIX ZiesT (JOKYMEHTOB) [Jisl Tiepe/iaul Ha ayTCOPCUHTOBOE
WA BHEIIIHee XpaHeHWe

3akas, nepezaua fies (JOKyMEHTOB) Ha ayTCOPCUHT MWW BHEIIHee XpaHeHue

Heobxoavmbie ymMeHUst

CucrtemaTU3HMpOBAaTh Ziesia (JOKyMeHThbI)

Pa3smenatk apxvBHbIe fiesia (JOKyMeHTbI) Ha MeCTax XpaHeHUsl B COOTBETCTBUH C
HOpPMAaTHUBHBIMU TPeOOBaHUSAMU B 00/1aCTH apXHUBHOTO JieJia ¥ yTIpaBIeHuUs
JIOKyMeHTaMu

Ob6ecreurBaTh HOPMAaTHUBHbIE PEXKMMbI XpPAaHEHHsI aDXUBHBIX JeJ1 (IOKyMEHTOR)
Ha JII00BIX HOCUTEAX

[TpoBOUTH NMPOBEPKY MOHOTHI COCTaBa apXUBHBIX JOKYMEHTOB B eJUHUL{AX
XpaHeHus

[IpoBOAWUTE OMMCaHVe apXUBHBIX e (OKYMEHTOB)

CocTaBasiTh CIIPaBOYHO-TTOMCKOBBIE CPEeACTBA K dDXWBHBIM [€/1aM (,E[OKYMEHTEIM)

BecTu yueT ¥ KOHTPO/Ib BblJauy apXMBHBIX JieJl (JOKyMEHTOB) U3
apXMBOXPaHW/IMIIIA U MX BO3Bpara

BecTu yueT v KOHTPO/Ib Mepesiauu e (JOKYMEeHTOB) Ha ayTCOPCHUHT UK
BHellIHee XpaHeHHe U MpreMa JieJ1 C ayTCOPCUHTa WX BHEITHEero XpaHeHust

[TpoBOAUTD MOKMCTHYIO MPOBEPKY (hH3UUECKOT0 COCTOSIHUS JieN (JOKYMEHTOB)

Pa3picKuBaTh HeOOHapYKeHHbIe fiesia (JOKYMEeHTHI)

Heobxogumble 3HaHUs

HopmarturBHbIe nipaBoBbie akThl Poccuiickoit defepaliy B 06/1aCTU apXUBHOT'O
Jlenia v yrnpasJ/ieHUsi JOKyMeHTaMu

HopmatuBHbIe TipaBoBbIe akThl Poccuiickoit ®efeparu B 061acTi
vH(pOopMaL1, UTHPOPMALJMOHHBIX TEXHOJIOTUM, 3allJUThl MHPOPMaLUH U
NepCOHa/bHBIX JAHHBIX, M(POBOW TpaHCHOPMAaLIU

HopmatuBHbIe TipaBoBbIe akThl Poccuiickoit ®efeparu B 061acTi
KOH(bUIeHIMaTbHOCTU UH(OPMaLIUX

JlokanbHble HOpMaTHUBHBIE aKThl OpraHK3al[iK B 00/1acTH 0becrieyeHust
COXPaHHOCTH JieJ1 (JOKYMEHTOB)




YcoBus cocTaBaeHUs AOTOBOPOB Ha pean3alivio yCIyr dyTCOPCHUHI'OBOI'0O U1
HMHOI'O0 BHEIIHET'O XPpAHEHUA

Mob6un3alioHHbIe TIaHbl ADXUBA, T/IaHbl 9BAKYal[|UH JieJl (JOKYMEHTOB)

[TpaBusia xpaHeHus fie/ (JOKYMEHTOB) B COOTBETCTBUH C UX TUMAMU

HOPH,Z[OK (i)OpMI/IpOBaHI/IH AOKYMEHTOB B KOMITJIEKTBI, I'DYTIIbI, TUITBL

CpoKu BbINO/IHEHUS paboT

TpeboBaHUs K YCTAaHOBIEHHBIM HOPMaM BbIPDAaOOTKH

TpeboBaHusi 0XpaHbl TPy/a

Ocobble ycoBust OMyCKa K
pabore

Lpyrve xapakTepuCTUKA

3.1.2. TpypoBasi pyHKIHA

HanmeHoBaHue

IMpoucxoxxzaerre 06001IeHHOH
TPY/I0BOM HyHKLIH

KomryiekToBaHNe apXUBHBIMU Jle/1laMU YpoBeHb
P A Kog | A/02.5 P 5
(IOKyMeHTaMH) apXvBa KBa/MUKALIH
3aMMCTBOBaHO 13
Opwurunan X 1418
OpUrvHama
Koz PerucrpauyoHHbIl HOMep
OpUTHHA npothecCcHoHaNTBLHOTO
a CTaHJapTa

TpyzoBbIe elCTBUSA

BeAE‘HI/Ie CIMMCKd UCTOYHUKOB KOMIIVIEKTOBAHHWSA apXHUBa

Ocy1jecTBieHue paboOThI 110 BBISIBIEHUIO HOBBIX HCTOUHHKOB KOMIT/IEKTOBAHUS
apxuBa

VickmroueHue opraHu3salui, (pr3nyecKux JIML U3 CIIMCKa UCTOUHUKOB
KOMII/IEKTOBAHUS apXyBa BCJIeICTBUE MpeKpalleHUs 1eATe/TlbHOCTH WIN
OTCYTCTBHUS LIEeHHOCTU

KoHcynbTHpoBaHUe pabOTHUKOB HCTOYHUKOB (HOPMUPOBAHKSI apXUBOB TI0
BOIpOCaM XpaHeHust fieNl (J0KyMeHTOB)

OCYH.[ECTBIIGHI/IE 3KCIIepTU3bl HEHHOCTH pPAa3/IMUHBIX TUIIOB XU BUAO0B JOKYMEHTOB

HaCHOpTI/BaL[I/IH dpXHBa OpraHv3aliin

[TprieM apXVBHBIX JieJ1 (JOKYMEHTOB) Ha pa3/IMYHbIX HOCUTE/ISIX Ha ITOCTOSTHHOE
XpaHeHve

HeobOxopumbie ymeHust

PaboTaTh C ICTOUYHHMKAMH KOMIUIEKTOBAHUS dpXHBd

[TpuHMMaTh apXvBHbIe flefna (JOKYMeHThI) Ha MOCTOSIHHOe U/TH J0/TOBPEMEHHOe
XpaHeHHe

COS,I[aBaTI) dPXHWB OPraHU3dliKi - HCTOYHHWKd KOMIIJIEKTOBAHHSA
rocyapCTBeHHOIro Wi MyHHULIUIIA/IBHOTO apXHUBa

COS,I[aBaTI:» dpXHWB OpraHMv3aliiy, He HB]’IHIOH_[I/II\/’ICH HCTOUYHHUKOM KOMIIJIEKTOBAHUA
rocyiapCTBEHHOI'o Wik MyHUIUIIA/IbHOI'O apXHBa

[TpoBOAWTH MACMOPTU3aLMIO0 apXMBa OpPraHr3aluu

[IpyHMMAaTh apXUBHbIE fle/a (JOKYMEHThI) Ha MIOCTOSTHHOE U [JOJITOBPEMEHHOe
XpaHeHHe

CocTaBngTh CIIPaBOYHO-TIONMCKOBBIE CDEACTBA K dDXUBHBIM [€/1dM (,E[OKYMEHTEIM)

HpOBO,Z[I/ITb JKCIePTU3y LHEHHOCTU PAa3/IMUHBbIX TUIIOB U BUAOB JOKYMEHTOB B
COOTBETCTBHUHU C BHYTPEHHUMM DErjlaMe€HTdAMUW OPIrdHU3dLIUN

[TpumeHsTH B paboTe peKOMeHjaluy YKCTIepTHO-TIPOBEPOYHON KOMUCCHU WU
9KCIepTHOM KOMHUCCHY OpraHu3aluu




[Tosb30BaThCSl aBTOMATU3UPOBAHHBIMU CUCTEMAMU PErMCTPALMY yUerTa,
KOHTPOJIS1 ¥ MH(GOPMALIMOHHO-CITPABOYHLIMUA CUCTEMaMHM [JOKYMEHTUPOBAHHBIX
cdep JesTeNbHOCTH OpraHU3aLUuH

HpI/IMeHHTb rnepeyHu C YKa3dHUEM CPDOKOB XpPdHEHUA [eJ1 (,[[OKYMQHTOB)

CobnroaTh HOpMaTHUBHBIE CDOKU XpaHeHUs fiesT (JOKYMEeHTOR)

Bectu yueT HCTOYHHUKOB KOMIIVIEKTOBAHUA apXHBA

HPOBO,E[I/ITB JKCIIepTU3y LEHHOCTHU [eJj1 (,I[OKyMEHTOB) PA3/IMUHBIX TUITIOB U BU 0B

Vcnionb30BaTh MepejoBOl 0TeueCTBeHHBIN U 3apy0eKHbIH OTIBIT 110
KOMIIJIEKTOBAaHUIO apXUBa JieJlaMU (JOKyMeHTaMU) TIOCTOSIHHOTO U
JIOJITOBPEMEHHOT'O XPAHEHUSI

Vcrnonib30BaTh COBpeMeHHbIe aBTOMAaTU3MPOBaHHbIe, MHGOPMAaLMOHHBIE U
Te/IleKOMMYHUKAL[OHHbIE TEXHOJIOTHU JOKYMEHTUPOBAHHBIX cdep
JlesATeJIbHOCTH OpraHu3aLyn

3armuirate HPOPMAIIMOHHBIE PECYpPChl apXUBA OT HECAHKIIMOHUPOBAHHOTO
JOCTyTa

Heobxogumble 3HaHUs

HopmartrBHbIe nipaBoBbIe akThl Poccuiickoit ®efepariu B 061acTi
JleJIONIPOM3BO/ICTBA Y apXUBHOIO JieJia

HayuHo-MeToiMuecKyie KpUTepUM SKCIepTU3bI LIEHHOCTU Pa3/IMUHbIX THUIIOB U
BU/IOB Jle/1 (JOKYMEHTOB)

HpaKTI/IKa SKCIIepTU3bI EHHOCTH PAa3/IMUHBIX TUIIOB U BUOO0B eI (,Z[OKYMGHTOB)

HpaKTI/IKa OpraHmr3aliii - MCTOYHHMKA KOMIIVIEKTOBAHMA dPXWBa

HpaKTI/IKa AedaTe/IbHOCTHU OpraHMU3dluy, He HB]'IHIOLL[EI\/JICH HCTOYHHKOM
KOMILJIEKTOBAHUA I'OCY1IaPCTBEHHOI'O0 /I MYHUIUIIA/IBHOTO apXKMBad

TEOPETI/I‘-IQCKI/IE N MEeTOANYECKHUE dCITEKTbl KOMIIJIEKTOBAHUA U SKCIIE€PTU3BI
LEHHOCTH BCeX BUOB JOKYMEHTOB

BI/I,IU:I, PAa3HOBUAHOCTH U CI)OpMaTLI BCeX BU OB IOKYMEHTOB

PerieHust 5KCriepTHOM KOMUCCUM OpraHu3alyy

PexomeH/alMy 5KCIIepTHO-IIPOBEPOYHON KOMUCCHUY TOCY[AapCTBEHHOTO U/IH
MYHULMIaIbHOTO apXyBa

YHuuipoBaHHas cucTeMa OpraHU3alOHHO-PacropsUuTeTbHON
JIOKYMeHTaL1

CraHzapThl 0hopM/IeHNsI OpraHM3alOHHO-PACTIOPSIUTE/ILHOM T0KyMeHTalun

Crioco0bl ¥ TEXHOJIOTUH JOKYMEHTHPOBAHKS Pa3/IMYHbIX BUZIOB
rpoecCroHaNBLHOM /leATeTbHOCTH

OpraHu3alMOHHbIe TIPUHLMITEL yUeTa U KOMIIEKTOBaHUs /ie/1 (JOKYMEHTOB)
OTrpaHUYeHHOro 0CTyna

TpeboBaHusi oxpaHbl Tpy/ja

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepyuCTUKU

3.1.3. TpypoBasi pyHKIHA

IMpoucxoxxaerre 06001IeHHOH
TPY/I0BOM HyHKLIH

YpoBeHb
HaumeHoBaHMe Y4eTr apXUBHBIX JieJ1 (JOKyMEeHTOB) Kop, A/03.5 P 5
KBa/MUKaLy
3aMMCTBOBaHO U3
OpuruHan X 1418
OpHUrMHasAa
Kon PerucrpaliioHHbIA HOMEp
OpUTHHA NpodecCcHoHaTLHOTO

a CTaHJapTa




TpyzoBbIe felCTBUS

OrnipeziesieHre CXeMbl yueTa apXMBHBIX JieJl (JOKYMEHTOB) B apXUBe

Yuet dPXUBHBIX €/ (,[[OKYMEHTOB) MOCTOSAHHOT'O U BpEMEHHOI'O XpaHEHUS

YueT 0000 1]eHHbIX U YHUKA/IbHBIX aDXUBHBIX e/ (JOKyMEHTOB)

Y4eT Komnuii CTpaxoBOro JoHJa apXUBHbIX Je/ (JOKYMEHTOB)

Y4eT (hOHZI0B M OTNMCeN apXUBHBIX /e (JOKYMEHTOB)

Yuer Bbl/IaUX dPXWBHBIX €1 (AOKYMEHTOB) N3 apXUBOXPdHW/IMILA U UX BO3BPATa

YueT 1 KOHTPOJIb BbIZIAUM apXUBHBIX JieJl (JJOKYMeHTOB) Ha ayTCOPCUHT U/H
VHOe BHelllHee XpaHeHre

YueT 1 po3bICK He0OOHAPY>KEeHHBIX [1eJT ([JTOKYMEHTOB)

Benenue gen ¢poHaoB

KoopauHaiyst obecrieueHust yueTa BCeX BUJOB IOKYMEHTOB B apXHBe

Heobxoavmbie ymMeHUst

[Tonb30BaThCsl yUETHBIMU JOKYMEHTaMU B paMKaX 3JIeKTPOHHBIX
VMH(OPMaLIMOHHBIX CUCTEM JOKYMEHTUPOBaHHbIX Cep AesiTeTbHOCTH
OpraHu3aLuu

[Tonb30oBaThCsl cepTU(ULIMPOBAHHBIMU aBTOMATHU3UPOBAHHBIMU CUCTEMaMH
JIOKyMeHTHPOBAHHBIX c(ep /eATeTbHOCTH OPraHM3alUU T10 YUeTy, perucTparui,
KOHTPOJTIO Jief1 (JJOKYMEHTOB)

ITonb3oBaThCS I/IH(bOpMaI_[I/IOHHO-Cl'IpaBOLIHbIMI/I CrucreMaMu
AOKYMEHTHPOBAHHBIX cq)ep AeATe/IbHOCTHU OPrdHU3dLIUU

OpraHu30BbIBaTh yueT CTPaxoBOro (POH/Ia apXUBHBIX fef (JOKYMEHTOB)

[TpyMeHSTb HOPMaTHBHBIE IMPaBOBbIe AKThI, TOKAa/IbHbIE HOPDMATHBHbIE aKThl
OpraHu3aly U MeToinyecKre JOKYMeHThI B 00/1aCTH yJyeTa apXUBHBIX e
(IOKyMeHTOB)

BHOCHTE Mpe/iyioykKeHust TI0 COBEPILIEHCTBOBAHUIO METO[UUeCKOro obecrieueHust
yudeTa pa3HbIX BU/IOB JOKYMEHTOB B JOKYMEHTHPOBaHHBIX cepax AesTebHOCTH
OpraHu3aLuu

Heobxoaumble 3HaHUS

HopMaTuBHbIe rpaBoBble akThl Poccuiickoit @efepariyi B 061acTu
JleJIONPOM3BO/ICTBA U apXUBHOIO Jieia

MeTO,E[I/IIIECKI/Ie JOKYMEHTBI U HalIMOHA/IbHbI€ CTAHAAPTHI B obactu yueta
AOKYMEHTOB U JOKYMEHTHUPOBAHHBIX C(’pep AeATe/IbHOCTHU OPraHMU3aliin

OTeuecTBeHHbBIE U 3apy0OeXKHBIE CePTUHHUIIMPOBAHHBIE CUCTEMBI
aBTOMaTU3UPOBAHHOTO yUeTa apXUBHBIX JieT (J0KyMeHTOB)

OTeuecTBeHHBIN 1 3apyOe>KHBIHN OTBIT B Cdepe yrpaB/ieHrs JOKyMeHTaMU 1
apXUBHOIO Jlefa

TpeboBaHus K yueTy 0000 IIeHHBIX ¥ YHUKAJTbHBIX apPXUBHBIX JeJ1
(IOKyMeHTOB)

CpoKwu BbITTO/IHEHHST paboT TI0 YYeTy apXUBHBIX fief (JOKYMeHTOB)

TpeboBaHusi K HOpMaM BBITIOJTHEHHUsI TPYI0BOTO 3a/laHKs TI0 YUeTy apXUBHBIX
Jien (JOKYMEeHTOB)

OO111e MPUHIUIBI YUeTa U KOMIUIEKTOBAHUS JieJT (JOKYMEHTOB) OrPpaHUUYEHHOTO
JOoCTyma

TpeboBaHusi oxpaHbl Tpy/ja

Oco0bble yc/1oBUS JOTTyCKa K
paboTe

Jpyrue xapakTepuCTUKU

3.1.4. TpypoBas QpyHKIuUsA




OpraHu3aiys UCII0/1b30BaHUs apXHUBHbBIX YpoBeHb
HaumeHoBaHue p o p Kop A/04.5 P 5

Jien (JOKyMeHTOB) KBanuUKaL|K1
IpoucxoskaeHue 06001eHHOM 3aMMCTBOBAHO U3

P U)K’q B OpuruHan X 1418
TPYI0BOU DyHKIUM OpHrHMHaia
Kon PerucrpaijioHHbIit HOMep
OpUrMHan nipodeccroHanBEHOTO
a cTaHzapTa

TpyZoBbIe elCTBUSA

Pa3paboTka TpeboBaHHi K MHHOPMAIJMOHHO-TIOUCKOBBIM CUCTEMAM apXUBa

[Mojzep>kka B aKTyalbHOM COCTOSTHMM 3JIEKTPOHHBIX MHGOPMALIMOHHO-
MOMCKOBBIX CUCTEM apXHBa B JOKYMEHTHUPOBAHHBIX Chepax AeATelbHOCTH
OpraHu3alIfuu

CocraB/ieHre CIpaBOYHO-TIOMCKOBBIX CPe/CTB K apXUBHBIM JleslaM
(oKyMeHTaM), yuTeHHbIM B apXvBe U B JOKYMEHTHPOBaHHbIX cepax
JlessTeIbHOCTH OpraHu3alyy

HOAFOTOBKa OTBETOB Ha 3dIIPOCHI dDXUBHBIX OeJ1 ('E[OKYMEHTOB)

[ToaroToBKa paboThI T0/Tb30BaTe/ el B UATA/ILHBIX 3a/laX apXUBa

[ToaroToBKa AoCTyTia pabOTHUKOB CTPYKTYPHBIX MOZpa3ze/ieHnid OpraHu3auu K
MH(}OPMalLMOHHO-TTIOUCKOBBIM CUCTeMaM apXvBa OpraHu3aliuu

[ToaroTOBKA AOKYMEHTa/IbHBIX MyO/TMKAIiA apXUBHBIX [JeJT ([JOKYMEHTOB) B
COOTBETCTBUM C CYILIeCTBYIOIIUMU HOPMaMU Y TIpaBU/iaMu

[ToAroTOBKAa BHICTABOK apXUBHBIX [ie/ (JOKYMEHTOB)

[TpoBezieHMe Ky/IbTYPHO-TIPOCBETUTETLHBIX MEPOTPUSTUN C UCIT0/Tb30BaHUEM
apXUBHBIX JeJl (OKYMEHTOB)

Heob6xoivMble ymMeHUst

CucTeMaTu3upoBaTh U 0000111aTh CBe/IeHUsI O COCTaBe U CO/leP’KaHUM apXUBHBIX
Zen (JOKyMeHTOB)

Vcnionb3oBaTh MH(OPMAI[MOHHBIE TEXHOIOTUN B 00/1IaCTU CO3/IaHUsT CITIPABOYHO-
TOMCKOBBIX CPeZICTB apXUBa U JIOKYMEHTHUPOBAHHBIX cdep JesiTeIbHOCTU
OpraHu3aLuu

®opMHUpoBaTh OCHOBHBIE 1 BCIIOMOTaTe/IbHbIe BU/IbI ADXHUBHBIX CITPABOYHUKOB B
3/IEKTPOHHOM hopme

[ToaroraBauBaTh MH(POPMALMOHHBIE JOKYMEHTHI 10 3aripocaM IoJib30BaTesnei
pa3/IMYHbIX KaTeropui

Heobxoaumble 3HaHUS

HopmartuBHbIe ripaBoBbIe akThl Poccuiickoit ®efepaiu B 061acTi
JleJIONPOM3BO/ICTBA Y apXUBHOIO JieJia

HopmatuBHbIe TipaBoBbIe akThl Poccuiickoit defepariviv B 001aCTH 3aL{UThI
TIepCOHAbHBIX JaHHBIX

HopMaTuBHbIe 1paBoBbie akThl Poccuiickoit @efepariyu B 061acTu
vH(popMaLry, “HOOPMAaI[MOHHBIX TeXHOJIOTHUM, 3allUThl MH(GOPMAaILUU U
TepCcoHabHbIX JJaHHBIX, LIU(POBOI TpaHCHOPMaLIUH

MeToauueckye 0OKyMeHThI B 00/1aCTH UCTI0/Ib30BaHuUS U MyO/IMKALIMK apXUBHBIX
Jien (JOKYMEeHTOB)

MesxayHapo/iHbIe CTaHZAPTHI B 00/IaCTH OMIUCAHUS JOKYME@HTUPOBAHHOM
MHGOpPMaLMY B aDXUBHBIX YUPEXXKJeHUSIX

CeprudurippoBaHHble HHPOPMAIIOHHO-TIOMCKOBbIE CCTEMBI B 00/1aCTH
pa3paboTKX Hay4YHO-CIIPaBOUHOIO arrapaTa JJOKyMeHTHPOBaHHbIX cdep
JlesiTeIbHOCTU OpraHu3aluu

[TpUHLMITBI U METOZbI aDXUBHOTO MeHe/)KMeHTa B cepe UCI0/Ib30BaHMUs
pPeTpoCneKTUBHOM MHGOPMAIU U YCIYT CMeLaIiCTOB apXuBa




Cpokwu BblINosiHeHHs1 paboT 10 opraHy3aruy UCIob30BaHUsl apXUBHBIX [iefT
(OKyMeHTOB)

OpraHu3alvOHHbIe TIPUHIUIIBI UCIT0/Ib30BaHUS JOKYMEHTOB OrpaHUUEHHOTO
JOCTyma

VicTouHrKOBefueCKre 0COOeHHOCTH U UCcTopUorpaduueckas 6a3a paboTel ¢
Pa3HBIMU BU/]aAMU JIOKYMEHTOB

TpeboBaHus K MMOTOTOBKE apXMBHBIX CITPABOK U BBIMTHUCOK U3 aPXUBHBIX
JIOKYMEHTOB

TpeboBaHust K HOpPMaM BBITIOJTHEHUST TPY/IOBOTO 3aZIaHMST TI0 OpTraHU3al[|uH
WCII0/Tb30BaHUsI apXUBHBIX Jle/ (JOKyMeHTOR)

TpeboBaHusi 0XpaHbI TPya

Oco0bble yc/ioBUs JIOTTyCKa K
pabore

[pyrue xapakTepucTUKN

3.1.5. TpypoBasi pyHKIMA

IMpoucxosxaeHre 06001IeHHOM
TPyZAOBOM (HyHKLIUH

XpaHeHUe, KOMIUIEKTOBaHUe, yueT U
YposeHb
HaunmeHoBaHue UCTI0/Ib30BaHue Jiesl (JJOKYMeHTOB) Koz A/05.5 5)
KBa/mMuKaum
BPEMEHHOI'O XpaHeHUs
3aMMCTBOBaHO U3
OpuruHan X 1418
OpUrvHama
Kon PerucrpaijioHHbIit HOMep
OpUrMHan nipodeccroHaNBEHOTO
a CTaHgapra

TpyZoBbIe 1elCTBUS

KoHTposb 3a cucteMaTu3sanyeid 1 opMUpoBaHueM Jief (JOKYMeHTOB)
BPEMEHHOI0 XpaHeHHsl B CTPYKTYPHBIX MOZpasze/ieHNs X OpraHu3alyu

Y4et onmcel fie1 BpeMeHHOI'0 XpaHeHUs! CTPYKTYPHBIX NOpa3ie/eHUuH
OpraHu3alyy B TPAJULIMOHHOM U B 3JIEKTPOHHOM BUJIe

Pa3paboTka peKOMeH/Ial[|ii 110 UCII0/Ib30BAHUIO PA3/IMUHBIX HOCUTEJIeH Jjist
COXPaHHOCTH JieJ1 (JOKYMEHTOB) BDEMEHHOI'O XpaHeHUsI

CucremaTtusauys fef (JOKYMeHTOB) BDEMEHHOTO XpaHeHUs, MPUHATBIX OT
CTPYKTYPHBIX MOApa3ze/ieHdld OpraHri3aliiu, /i1 pa3MelleHusl B XpaHWIULLe
apxXvBa OpraHu3alyu

KoHTposnb BblZIauy B OrepaTUBHOE T0JIb30BaHue fiefl (JOKyMEeHTOB) BDEMEHHOT0
XpaHeHHsl ¥ UX BO3BpaTa

[TpoBefeHMe 3KCMIepTU3bI LIEHHOCTH el (JOKYyMEHTOB) BpEMEHHOI'0 XpaHeHUs B
apxuBe OpraHy3aLu1

[ToaroroBka fen (OKyMEHTOB) BDEMEHHOI'O XpaHEeHUs], IPUHSATHIX OT
CTPYKTYPHBIX IIO/Ipa3fie/IeHnk, Ha YyHUUTOKeHUe

Co3paHue akTOB O Bbl/le/IeHUM Ha YHUUTOKeHHe Jiell (JOKYMeHTOB) BpeMeHHOIr0
XPpaHeHUs C UCTEeKIIVMMY CPOKaMH, IPUHATBIX OT CTPYKTYPHBIX NOZIpaszesieHni

KoHTpoJib 3a pu3nueckum YHUUTOKeHHeM Jiesl (OKYMeHTOB) BpeMeHHOT'0
XPaHeHUs C UCTEeKILIMMH CPOKaMH, TIPUHATBIX OT CTPYKTYPHBIX TO/Ipa3/iesieHui

KoHTposib 3a npoiieccom yHUUTOXXeHUs fien (JOKyMeHTOB) BpEMEHHOI0
XpaHeHUs! C UCTEKIIMMH CPOKaMu

HeobxomvmMbie ymMeHUst

OpraHu30BbIBaTh U 00ecrieurBaTh XpaHeHue el (J0KyMeHTOB) BpeMeHHOT O
XpaHeHUs1 OpraHu3alyy B TPaJULMOHHOM U B 3/IEKTPOHHOM BHU/e




KoHTponmpoBath pa3paboTKy CTPYKTYPHBIMU TI0Jpa3/ie/IeHUsIMU OTIHCeH 1
aKTOB O BbI/IeJIeHWM Ha yHUUTOXKeHUe fiesl (JOKYMeHTOB) BpeMeHHOI'0 XpaHeHUst
B TPAJULIMOHHOM U B 3/IEKTPOHHOM BHJIE

dopMUpOBaTh eMHULIbI XpPaHEHUsI JOKyMEHTOB /1Jisl UX MOC/IeYOIIero
pa3MellleHys] B apX1Be OpraHy3aluu

CocCTaBnITh CIIPaBOYHO-TIOMCKOBBIE CPDEACTBA K dDXHWBHBIM [j€/1aM (,E[OKYMEHTaM)

Ocy11ecTBASTb MOUCK Ze/1 (JOKyMeHTOB) BDEMEHHOT0 XpaHeHUs B Mpoliecce ux
XpaHeHUs B CTPYKTYPHBIX T0/ipa3zie/ieHusIX U apXvBe OpraHu3aluu

Ocy1iecTBAATH METOAWYECKOe PYKOBOJCTBO OpraHu3aliveil XxpaHeHus! Jief
(IOKYMEHTOB) B CTPYKTYPHBIX MO/pa3/ieneHUsIX OpraHu3aluu

Oka3biBaTh CTPYKTYPHBIM MOZpa3ie/eHusIM MpakTHUeCcKyI0 MOMOILb B
OpraHu3alu XpaHeHus el (JOKyMeHTOB)

Pa3pabaTbiBaTh CIIPaBOYHO-UH(MOPMAIIMOHHBIE JOKYMEHTHI 0 OpraHU3aluy
WCIT0/1b30BaHus el (JOKyMEeHTOB) BpeMEHHOI'0 XpaHeHUs B CTPYKTYPHbBIX
TNo/ipas/ie/ieHUsIX U apXvBe OpraHu3aluu

[TpoBOUTH 3KCIIEPTH3Y LIEHHOCTU el (JOKYMeHTOB) BpeMeHHOI0 XpaHeH!s,
repe/laHHBIX B apXMB

OnpeziensiTb CPOKU XpaHeHus fien (JOKYMEeHTOB) BpEMEHHOI'0 XpaHeH!s!

Ob6ecrieurBaTh 3alUTY fen (JOKYMEHTOB) BpeMEeHHOI'0 XpaHeHHs B
OpraHM3aly OT HeCAaHKIIMOHUPOBAaHHOIO JOCTYIA WIA YHUUTOKEHUS

[TpoBouTh (hri3rUecKoe YHUUTOKEHUe Jiesl (JJOKyMeHTOB) BpeMEeHHOTO
XPpaHeHUs C UCTEKILMMH CPOKaMU XpaHeHUsI TI0C/ie COTJIaCOBaHUSI CO
CTPYKTYPHBIMU TOZIpa3/ie/ieHus MU OpraHu3aliun

OdopM/IATE YUeTHbIE JOKYyMEHThbI 00 YHUUTOXKEHHUH [ieJT ([[OKYMEHTOB)
BPEMEHHOI'0 XpaHeHUs1 C UCTEKIIMMU CPOKaMH XpaHeHUs] COBMECTHO CO
CTPYKTYPHBIMU TOZpa3/ie/ieHus MU OpraHu3aluu

HeobxoayMbie 3HaHUS HopMaTtuBHbIe ripaBoBbie akThl Poccuiickoit @efiepariyu B 061acTu
[lesIoNpor3BOCTBAa U apXUBHOTO Jiefia

HopMaTtuBHbIe 1ipaBoBbie akThl Poccuiickoit defepaiiyiy B 00/1aCTH 3al[UThI
TepPCOHaTbHBIX JaHHBIX

HopmatuBHbIe TipaBoBbIe akThl Poccuiickoit ®efeparu B 061acTi
KOH(bUeHIMaTbHOCTU UH(OPMaLIUX

METOAI/I‘-IECKI/IE AOKYMEHTHBI 1 HalJUOHAJ/IbHBIE CTaHAAPTHI B obactu
JeJIOTIPOM3BO/ICTBA M dPXHMBHOI'O [eJjid

JIoKa/ibHbIE HOPMAaTHWBHbIE dKThbI OpPraHr3allii B obslactu AeJIOTIPOrU3BOACTBaA U
dPXHWBHOI'O [eJjia

MertozviKa pa3paboTKu JOpPM yUeTHBIX JOKYMEHTOB B TPAJULIMOHHOM U B
37IeEKTPOHHOM BU/Ie

[TpaBuia cucTeMaTr3alyy ¥ KaaCcCU(PUKaALUK T0KyMEHTOB

OcobeHHOCTH OpraHu3alvy XpaHeHus fef (JOKYMEeHTOB) Ha pa3/IMuHbIX
HOCUTeJISIX

Kpurepuu onpejenenus 1jeHHOCTH Jie/1 (JOKYMEHTOB) /i JalbHeNIIero
XPaHeHUs WU YHUUTOKeHUsI

TpeboBaHus K MpolieccaM YHUUTOXXeHHsI UHPOPMAI[UK B TPAJUITMOHHOM U
371eKTPOHHOM BH[JIe

PekomeHzaly 5KCriepTHOM KOMMCCUU OpraHU3aliun

PekoMeHzaLIMK 5KCIIePTHO-NIPOBEPOYHOM KOMUCCUU FOCYZAPCTBEHHOTO WU
MYHULMTIABHOTO apXKBa WX SKCIIEPTHOW KOMUCCUUM OpraHU3aliu

TpeboBaHusi oXpaHbl Tpy/ja




Oco0bble yc/ioBHs OTTyCKa K
pabote

[pyrue xapakTepuCTUKU

3.2. O6001eHHas TpyAoBas PpyHKiusa «PyKoBO/JCTBO MOApPa3/je/IeHHEM apXUBa»

ITpoucxosxaeHre 0600IIeHHOM
TPyZAOBOM (HyHKLIUU

HanmeHoeanve | PYKOBOZCTBO IIO/ipa3zie/ieHHeM apXxuBa Koz B Y POBEHE 6
KBa/TU(UKAITNN
OpuruHan X 3aMMCTBOBaHO U3 1418
OpUrMHana
Kog, PerucrpaljioHHbIit HOMep
OpUrMHasnl npodeccroHaNBEHOTO
a cTaHzapTa

Bo3Mo)KHBIE HAUMEHOBaHUS
JOJDKHOCTeH, rpodeccuii

PykoBoauTesb Tiofipa3esieHus (jerapTaMmenTa, yIipaB/ieHusi, CTy>KObl) apXyBa,
apXUBHOI'0 XpaHeHUs OpraHu3aly
3aBe/lyOI1I apXHMBOM, apXUBHBIM XpaHEHUEM OpraHu3aLyy

TpeboBaHus K 00pa30BaHUIO
1 00yUueHHUI0

Briciiee o6pa3oBaHue - OakasaBpyUaT

WIn

Briciiee obpa3oBanue (HerpoduabHOE) - OaKamaBpyaT

U JIOTIOJTHUTE/TbHOE MPodecCHoHanibHOe 00pa3oBaHue - IPOrPaMMbI
ripoecCcroHaLHOM MepernoroTOBKY 10 TPOGUIIO0 AesTeTbHOCTH

TpeboBaHus K OMBITY
MPaKTUUECKOM paboThI

He meHee Tpex JjieT B 00/1aCTH XpaHeHUs], KOMIUIEKTOBAHUS, yueTa U
WCIO/Tb30BaHus Jief1 (JOKYMeHTOB) B apXyBaX, MoApa3ie/leHUsIX apXUBHOTO
XpaHeHust

Oco0bble yc/ioBUs JOTTyCKa K
pabore

[TpoxoxkaeHre 0OyueHUst MepaM T0KapHOi 6e30macHOCTH
[TpoxoxkaeHue oOyueHUst U TIPOBEPKHU 3HAHUI TPeOOBaHUM OXPaHbI TPYZA

[pyrue xapakTepucTUK1

[loroiHUTeNbHbIe XapaKTepUCTUKU

HammeHOoBaHMe AOKYMEHTa

HaumeHoBaHre 6a30BOi TPYIITbI, JO/HKHOCTH (TTPOodeccrn)

Kop
WY CIleljuabHOCTU

OK3 2621. CrierjuanvcThl apXrMBOB U My3eeB
ETKC umu EKC 3aBey1OIII apXHBOM
3aBeZlyIOLIMM TEXHUUECKUM apXUBOM
HauanpHUK oTzena (6ropo, rpyrinbl) (B MPOMBIIIZIEHHOCTH)
OKILATP 21902 3aBe/lyIOLIUI apXUBOM
24418 HauanbHuk apxuBa
24695 HauanbHuk otjena (prHaHCOBO-3KOHOMHUUECKOTO U
aJIMMHHACTPAaTHBHOIO)
22153 3aBeyrOIMY TeXHUUECKUM apXUBOM
OKCO 2016 7.46.03.02 JJoKyMeHTOBeJeHUe U apXUBOBe/JeHHe

3.2.1. TpypoBasi pyHKIHA

HaumeHoBaHue

PyKOBOZCTBO [1eSTeTbHOCTBIO 110

apXWBHOMY XpaHeHUI0 fiesl (JOKyMeHTOB),
yUeTy ¥ UCI0JIb30BaHHIO JlefT KBa/M(HKALH
(IOKyMeHTOB) B OpraHu3aLun

YpoBeHb

Kop, B/01.6




IMpoucxoxaerre 06001eHHOH
TPY/10BOM HyHKLH

OpruHan X 3auMCTBOBaHO U3 1418
opuryHasa
Koz PerucrpauyoHHbIl HOMep
OpUruHasl npodeccroHaabHOT0
a CTaHzapTa

TpyzoBble felcTBuUs

OrnpefienieHue Lefeid ¥ 3a7jau Mo/ipas/iesieHus 10 apXUBHOMY XPaHEHHIO el
(IOKyMEeHTOB), yueTy U UCIMO/Ib30BaHUIO Zies1 (JOKYMEeHTOB) OpraHu3aluu

PacripefiesieHre JO/DKHOCTHBIX 00s13aHHOCTel MeXy paboTHHKaMU
No/ipas/iesieHusi 10 apXUBHOMY XPaHEHHIO Jiefl (JOKYMEHTOB), YUeTy 1
WCITI0/1b30BaHMIO el (JOKYyMEHTOB) OpraHu3alviu

Pa3paboTKa 1oJioyKeHus 0 1o ipa3/ie/ieHruH 110 apXUBHOMY XPaHEHUIO Jie
(IOKYMEeHTOB), yueTy U UCIIOb30BAHHUIO ZiesT (JOKYMEHTOB) OpraHH3al{uu

Pa3paboTKa J0/PKHOCTHBIX MHCTPYKLIMN PAOOTHUKOB T0/Ipa3/ie/ieH st TI0
apXMBHOMY XPaHEeHUIO JieJl (JOKyMeHTOB), YYeTy U UCIIO0/b30BaHUIO Jle/
(IOKyMEeHTOB) OpraHu3aLiu

[TnaHvpoBaHUe [esTeIbHOCTU MO/ipas/iesieHusl TI0 apXUBHOMY XPaHEHHIO el
(IOKyMEeHTOB), yUeTy W UCMO/Ib30BaHUIO Zies (JOKYyMEeHTOB) OpraHu3aljuu

KoHTponb cobroieHust TPy J0BOM JUCIIUTIIMHEL, TIPaBU BHYTPEHHETr 0
TPYZ0BOT'0 pacropsiika U TpebOBaHUM OXpaHbl TPyJa paboTHUKAMHU
roZipa3zeieHus 0 apXUBHOMY XpaHeHUIO Ziesl (OKYMEeHTOB), yueTy 1
WCII0/Tb30BaHUIO Jiefl (JOKYMEHTOB) OpraHv3aluu

KOHTpPO/Ib BBITIOJIHEHUS] paOOTHUKAMU T10/]pa3/ie/IeHus 10 apXUBHOMY XPaHEHHIO
Jest (IOKyMeHTOB), YUeTy U MCIT0/Ib30BaHMIO [eJT (IOKyMEHTOB) OpraHU3aiiuu
JIOKa/IbHbIX HOPMATHUBHBIX aKTOB OpPraHU3ariuu

OmnpepenieHre TOTpeOHOCTH TIOAPAa3/ieeH s 110 apXUBHOMY XPaHEHHIO JeJT
(ZIOKyMEeHTOB), yUeTy U UCIO/Ib30BaHUIO ZieJl (JOKYMEHTOB) OpraHu3aluu B
000py/J0BaHKH, TIPOrPaMMHOM 00ecrieueHHH, MaTepUaIbHbIX, ((MHAHCOBBIX U

pecypcax

[ToAroTOBKA TIPE//I0’KEeHUM 110 MO/IePHM3AL[MH pabourx MeCcT pabOTHUKOB
To/ipas/iesieHusi TI0 apXUBHOMY XPaHEHHIO JieN (JOKYMEeHTOB), yUeTy 1
WCITI0/Ib30BaHMIO JieJ1 (JOKYMEeHTOB) OpraHu3aluu

Onpezenenve 3peKTUBHOCTY JeATeNbHOCTH NO/pa3s/ie/ieHHs 110 apXUBHOMY
XPpaHEeHUIo Jiefl (JOKyMEHTOB), YYeTy M UCI0Ib30BaHUIO JiefT (JOKYMEHTOB)
OpraHu3aluu

MOHUTOPUHT PbIHKA ayTCOPCUHTOBBIX YCIYT U YCIYT BHEILIHEr0 XpaHeHUs [l
(IOKyMeHTOB)

Heobxogumble ymeHHsI

OrnpefiensTb KOMITETEHLIUM U OTBETCTBEHHOCTh 3aMeCTUTe el PyKOBOJUTEIS,
COTPY/JJHUKOB T0/ipa3Zie/ieHusi TI0 apXMBHOMY XPaHEHHUIO Jiefl (JOKyMEeHTOB),
y4eTy Y UCI0JIb30BaHUIO Jie/ (JIOKYMeHTOB) OpraHu3aLyu

Ob6ecrieurBaTh B3aMO/eliCTBHE TIOZipa3/ie/ieHNs TI0 apXUBHOMY XPaHEHHUIO JiefT
(IOKYMEeHTOB), y4eTy U UCII0/Ib30BaHUIO JieN (JOKYMEHTOB) CO CTPYKTYPHBIMU
N0/ipas/ie/IeHrsIMU Y I0/DKHOCTHBIMM JIML[aMU OpraHv3alyy

O6ecrieurBaTh B3aUMOZEHCTBYE MO/Ipa3/ie/ieH s TI0 apXUBHOMY XPaHEeHHIO /et
(IOKYMEHTOB), y4yeTy U UCII0JIb30BAHUIO JieN (JOKYMEHTOB) C BHELIHUMU
roTpebuTeNISIMA apXUBHOW MH(OPMALIIH

Pa3pabatbiBaTh JIOKalbHbIe HOpMaTUBHbBIE aKThl OPraHU3al[iH 110 apXUBHOMY
XpaHeHUIo JieN1 (JOKYMEHTOB), YUeTy Y UCII0/Ib30BaHUIO Jie/T (JOKYMEHTOB)

CoctaBnsTb OrOZKeT 1o/ipa3zie/ieHusi TI0 apXUBHOMY XpaHeHHIO fieft
(ZIOKyMEHTOB), yUeTy U UCIO/Ib30BaHUIO Zesl (JOKYMEHTOB) B OpraHu3aLuu




CocraBnsiTh 0TUeT 00 KCTIO/THEHNH OrofiKeTa Mo/ipas/iesieHns TI0 apXUBHOMY
XpaHeHUIo Jiesl (JOKyMEHTOB), YUeTy U UCMOIb30BaHUIO Jiefl (JJOKYMEHTOB) B
OpraHu3anuu

OueHuBath paboTy opas/iesieHust 0 apXUBHOMY XPaHEHHIO e/l
(IOKYMEHTOB), YUeTy U UCTIO/Ib30BaHUIO JieNT (JOKYMEeHTOB) W OTAETbHBIX
pabOTHUKOB

OpraHu3oBbIBaTh 00yueHHe pabOTHUKOB MO/pa3ieeHus M0 apXUBHOMY
XpaHeHUIo Jien (JOKYMEHTOB), yUeTy Y MCI0J/Ib30BaHUIO Jie/T (JOKYMEHTOB)
OpraHu3aLyu

OrnpefiesiaTb NPUOPUTETHBIE HAIlPaB/IeHUsI Pa3BUTUS MO[pa3/e/IeHust 10
apXWBHOMY XPaHeHUIO fies (JOKYMEeHTOB), y4eTy Y UCI0J/Ib30BaHUIO [ie/
(IOKyMeHTOB) OpraHu3aLyn

Pa3pabateiBaTh 3 PeKTUBHYIO Ka/[pOBYIO TIOIUTHKY, IPUHUMATEH MEPHI 110
TIOBBILIEHHIO JIOSJIbBHOCTH Y MOTUBAL[ PaOOTHHKOB

BHe/ipsAITb HOBbIE TEXHOJIOTUU B [1eSiTe/TIbHOCTh MO/[pa3/ie/leHusi TI0 apXUBHOMY
XpaHeHUIo el (I0KyMEeHTOB), YUeTy U UCTIOb30BaHUIO Jiefl (JOKyMEeHTOB) B
OpraHu3aluu

PaspabaTbiBaTh TpeOOBaHHS K ayTCOPCUHTOBBIM yC/TyTaM BHEIITHETO XPaHEeHUsT
nen (JOKYMeHTOB)

Heobxoqumble 3HaHUS

HopmaTuBHbIe TipaBoBbIe akThl Poccuiickoit Pesepary B 061acTe
JleJIOTIPOU3BO/CTBA U aDXUBHOIO Jiea

Metoarueckue JOKyMEHTbI B 00/1aCTH UCTIO/Tb30BAHMS U Iy O/TMKAIIMK apXUBHBIX
Zen (JOKyMeHTOB)

[TpaBusia coctaBieHuss U 0OpM/IeHUS JIOKaTbHbIX HOPMAaTHUBHBIX aKTOB TI0
apXWBHOMY XpaHEHUIO fieJl (IOKyMeHTOB), YUeTy U UCIIO/Ib30BaHUIO Jie/
(IOKyMeHTOB)

OcobeHHOCTH TPyZa PaOOTHUKOB T0/[pa3Zie/ieH st 0 apXMBHOMY XPaHEHHIO e/l
(IOKyMeHTOB), y4yeTy U UCII0J/Ib30BaHUIO i/l (JOKYMEHTOB) B OpraHu3alu1

CTpyKTypa OpraHu3aliyy, ee mojpaszeeHnui

[TpaBr/a HOpMUPOBAHUS TPy/la pabOTHUKOB T0/[pa3/ie/ieHusi 10 apXUBHOMY
XPpaHEeHUIo Jiefl (JOKyMEHTOB), YYeTy M UCIOIb30BaHUIO JlefT (JOKYMEHTOB)

HpaBHna COCTaBJ/IeHHUA 6IO,£[)KET& rnogpasaejeHnusa U OTYETHOCTU I10 €Tro
HCITO/THEHHUTIO

[TpaBua opranu3anuu pabourx MecT pabOTHHUKOB TIOZpa3s/iesieHus 110
apXMBHOMY XPaHEeHUIO JieJl (JOKyMeHTOB), YYeTy U UCIIO0b30BaHUIO Jle/
(IOKyMEeHTOB) B OpraHu3aLuu

TpeboBaHusi oxpaHbl Tpy/ja

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepyuCTUKU

3.2.2. TpypoBasi pyHKIHA

HanmeHoBaHue

Opranu3aiusi pa3paboTKH JT0KaIbHbBIX
HOPMATHBHBIX aKTOB U METOJUUECKUX
JOKYMEHTOB 10 XPaHEHHUIO,
KOMIUIEKTOBAHHIO, YUeTy U KBa/MUKALIH
WCTI0/Tb30BAaHUIO aPXUBHBIX el
(IOKyMEeHTOB)

YpoBeHb

Kop B/02.6




[TpoucxosxaeHre 0600IIeHHOM
TPyZAOBOM (HyHKLIUU

3auMCTBOBaHO U3

OpuruHan X
OpUrMHana
Kog, PerucrpaljioHHbIit HOMep
OpUTHMHa npodeccroHanBEHOTO
a cTaHzapTa

TpyzoBbIe eHCTBUSA

OrnipeziesieHre perjiaMeHTOB apXUBHOTO XpaHeHUs JiefT (IOKYMeHTOB), yueTa 1
WCI10/1b30BaHus el (I0KyMEeHTOB) B OpraHU3aLiiu

Pa3paboTka Mo/IMTHKH (A0POKHOM KapThl) OpraHu3alyuy B 06/1acTh apXUBHOTO
XpaHeHwus el (JOKyMeHTOB) OpraHu3aLyu

Pa3paboTKa /0Ka/IbHbIX HOPMaTUBHBIX aKTOB OpPraHu3aliii B cepe apXUBHOTO
XpaHeHwus fesl (JOKYMEeHTOB), yueTa U UCI0J/Ib30BaHus Jien (JOKyMEeHTOB) B
OpraHu3aLyu

CoriacoBaHue JIOKaTbHbIX HODMAaTUBHBIX aKTOB 110 apXUBHOMY XPaHEHUIO el
(ZIOKyMEHTOB), yUeTy U UCIO/Ib30BaHUIO el (JOKYMEHTOB) B OpraHu3aLyuu

O3HakoM/IeHre PaOOTHUKOB C JIOKa/IbHBIMA HOPMATHBHBIMU aKTaMU U
MeTOJUUeCKUMHU JOKyMeHTaM{ OpraHU3aluy 10 apXUBHOMY XpaHEeHUIO /ie/
(IOKyMeHTOB)

KoHcynbTHpOBaHKe PabOTHUKOB OpraHU3alldy M0 BOIIPOCaM IPUMEHEHHS
JIOKa/IbHBIX HOPMATHUBHBIX aKTOB U METOJUK PabOTHI C [lelaMu (JOKyMeHTaMH)
OpraHu3aluu

AxTyanu3anus J0KaabHbIX HOPMAaTHBHBIX aKTOB U METOMUECKUX JJOKYMEHTOB
OpraHu3aliy 110 apXUBHOMY XPaHEeHHUIO Jiefl (JOKYMEeHTOB), yueTy 1
VCTI0/Ib30BaHMIO JleNl (JOKyMeHTOB) B OpraHu3alyiu

HeobOxopumbie ymeHust

Pa3pabaTbIBaTh MOJUTHKY (JIOPO’KHYIO KapTy) OpraHu3aliiu B cepe apXUBHOTO
XpaHeHus Ziesl (JOKYMeHTOB), yueTa 1 UCII0/Ib30BaHus Jien (JJOKyMeHTORB) B
OpraHu3aluu

OpraHu30BBIBaTh JeATebHOCTb PAOOUMX TPYIII 10 IMO/ATOTOBKE IMPOEKTOB
JIOKa/IbHbIX HOPMaTUBHBIX aKTOB OpPraHu3alyy

[TpoBOUTH TIPOLIEIyPbl PACCMOTPEHHSI, KOJUIEKTUBHOTO 00CYKAE€HUS U
COT7IaCOBaHUs1 TIPOEKTOB JIOKATbHbIX HOPDMATHUBHBIX aKTOB OPraHU3aluu

3amuiaTte MHPOPMAaLIMOHHBIE PeCypChbl apXUBa, N0Jpa3/je/ieH!s] apXUBHOTO
XpaHeHH!sl 0T HeCAHKLIMOHWPOBAaHHOI'O ZOCTYyIa

Heobxoqumble 3HaHUS

HopmatuBHbIe TipaBoBBIe akThl Poccuiickoii ®eneparyn B 061acTi
JlesIoNpor3BOCTBA U apXUBHOIO fieia

Metorueckre IOKYMEHThI U HallMOHA/IbHbIE CTaH/IapThI B 00/1aCTH apXUBHOTO
XpaHeHwus fes (JOKYMEeHTOB), yueTa U UCI0J/Ib30BaHus Jien (JOKyMEeHTOB) B
OpraHu3anuu

TumnoBbie T0/I0’KeHUSI U UHCTPYKLIMU 110 apXUBHOMY XpaHEeHUIO /iefT
(IOKYMeHTOB), y4yeTy U HUCI10/Ib30BaHUIO JieN (JOKYMEHTOB) B OpraHu3aLusix

TpeboBaHusi K CTPYKType U COZeP>KaHUIO0 JIOKa/TbHBIX HOPMaTUBHBIX aKTOB TI0
apXUBHOMY XpaHeHH!IO Jiesl (JOKYMEHTOB), yUeTy U UCIO0/Ib30BaHUIO fle/T
(JOKYMEHTOB) B OpraHy3aLiu

[TpaBua pa3paboTKy ¥ 0OpMIIeHHST JOKYMEHTAI[UH U ee TUTIOBLIX (hOpM B
00/1acTH apXUBHOT'O XpaHeHus ief1 (JOKYMEHTOB), yueTa U UCI0/Tb30BaHUS el
(IOKYMEHTOB) B OpraHM3aLysax

[TpaBusia yueTa U UCI0JIb30BaHMs el (JOKYyMEeHTOB) B OpraHU3aLiuu

[MTopsiiok 03HaKOMJIEHUS] pAOOTHUKOB C JIOKA/TbHBIMH HOPMaTHUBHBIMH aKTaMH
OpraHu3alIuu

OpraHu3alMOHHbIe IPUHLIUIIBI yueTa U KOMILIEKTOBaHUS Jie/T (JOKYMEHTOB)




OrPAHUYEHHOI0 JOCTYTIa

TpeboBaHust oxpaHbl TPy/ja

Oco0bble yc/ioBUs JOTTyCKa K
pabore

[pyrue xapakTepucTUK1

3.2.3. TpypoBasi pyHKIMA

HOCTpOEHI/Ie CHUCTEMBI apXHUBHOI'O y
pOBeHb

HavumeHosanue Ko

XpaHeHus Jiesl (JOKyMeHTOB) B a B/03.6 R 6

OopraHusaLyu
ITpoucxosxzenre 0600111eHHOMH 3alMCTBOBaHO U3

P A . Opurunan X 1418
TPYZJ0BOH (yHKLIHY OpHruHamna
Kog, PerucrpaljioHHbIN HOMep
OpHUrHHa rpogeccroHaIbHOTO
a cTaHjapra

TpyZoBbIe elCTBUSA

BHeapeHue cTaH/1apTOB OpraHu3al[uu B cepy apXUBHOTO XpaHeHUs fiefl
(IOKyMeHTOB) B OpraHu3alu1

PacueT puCKOB ¥ SKOHOMUUECKOM 3(PPeKTUBHOCTH OT BHeJJPeHHUsI CTaHAapTOB
opraHu3alnuu B cpepy apXvBHOIO XpaHeHUs fiel (JOKYMEHTOB) B OpraHu3aLuu

PerynupoBaHue /ieaTeTbHOCTH 10 CO3/IaHUIO0 U COBEPIIIeHCTBOBAHUIO CUCTEMBI
apXUBHOTO XpaHeHus Jie1 (JOKyMeHTOB) OpraHU3aluu

Ho,q,qepmaHI/Ie CUCTEMBI aDXUBHOI'O XpAaHEHUA [eJT (,[[OKyMeHTOB) OpraHu3aliyv B
dKTYya/IbHOM COCTOSSHUHN

BHezipeHMe COBpeMEHHBIX METO/IOB U CPeICTB 00pabOTKK MHGbOPMaLIU B
CUCTeMe apXWBHOTI'0 XpaHeHus Jen (JOKyMEeHTOB)

Pa3paboTKa 11aHoB ¥ TpadKOB pabOT apXWBHOTO XpaHeHUs fie/ (JOKYMEHTOR)
OpraHu3aLyu

KoHcynbTHpoBaHue pabOTHUKOB OpraHM3aliydy 110 BOIIPOCaM apXHUBHOTO
XpaHeHwus Aes1 (JOKYMEeHTOB)

KoHcynbTpoBaHUe pabOTHUKOB OpraHM3al{yH 110 3aripocaM BHELTHUX
noTpebOuTesNIel apXUBHOM UHPOPMALIUK OpraHU3aliy

Heobxoavmbie ymMeHUst

AmHanu3vpoBaTh Mepej0BOl OTeueCTBeHHBIN 1 3apy0eKHbIH OMBIT B 00/1aCTH
yTpaB/ieHus: JOKyMeHTaMU U apXHUBHOTO XpaHeHus Jie (JOKyMeHTOB)

AHanu3upoBaTb UHPOPMALIUIO O COCTOSTHUM CUCTEMbI apXUBHOI'O XpaHeHUs Jiefl
(IOKyMeHTOB) U TpebOOBaHUSIX MeKBeJOMCTBEHHOTO 3JIEKTPOHHOTO
B3aUMO/IeNCTBUS

BHocuTb 1ipe/ijioxkKeHus1 110 OpraHU3aliyd U COBePIIIeHCTBOBAaHUIO CUCTEMbI
apXWBHOTO XpaHeHus1 JieN (JOKyMeHTOB) U Me>KBeJOMCTBEHHOT'O 3/IEKTPOHHOTO
B3aUMO/IeNCTBUS

Ob6ecnieurBaTh JOCTYI MOJpas/esieHnii OpraHu3aliy K apXUBHBIM JieslaM
(ZoKymeHTaM)

Ob6ecrieurBaTh JOCTYT K aDXUBHBIM /leflaM (JIOKyMeHTaM) BHEILHUX
noTpebuTesNIel apXUBHOM UHPOPMALIUK OpraHU3aLin

OuenuBaTh 3QPeKTUBHOCTD MPOLIECCOB J0KYyMEHTUPOBAHHbIX Chep
JlesiTeIbHOCTU OpraHu3aliu

Ocy1ecTBaATE MeToAMUeCcKoe obecriedyeHre apXUBHOTO XpaHeHUs el
(OKyMEHTOB)




Heobxoaumble 3HaHUS

HopmMaTuBHbIe 1paBoBbie akThl Poccuiickoit @ezepariyi B 061acTu
JleJIONPOM3BO/ICTBA U apXUBHOIO fieia

HopMaTuBHbIe rpaBoBble akThl Poccuiickoit @ezepariyi B 061acTu
VMH(OPMaLIMOHHBIX TeXHOJIOTHM U 3alMThl MH(OPMaLUY, U(PPOBOI
TpaHCc(opmaLu

METO,E[I/I‘-IQCKI/IE AOKYMEHTHBI U HalJUOHAJ/IbHBIE CTaHAAPTHI B obmactu
AeJIOTIPOMU3BOACTBa M dADXHUBHOI'O JieJid

ME)KAYHEIPOAHBIE CTaHdpPTEI B obactu yIripaB/ieHHUsA JOKYMEHTAMH U
dPXHWBHOI'O [eJjia

[TepenoBoii 0TeueCTBEHHBIH OIBIT U HayuHble pa3paboTku B 061acTh
ynpaBJieHus JOKyMeHTaMU U apXUBHOTO XpaHeHus JieNl (JOKYyMEeHTOB)

CpezctBa cbopa, mepesiauu, 00padoTku nHopmaryu 1 obMeHa HHGOpPMaIel B
JIOKYMEHTHPOBAHHBIX Chepax JesTelbHOCTH OpraHU3aluu

[Mopsiok pa3paboTku, 0GpopMIIEHHS U COTJIAaCOBAaHUS JIOKA/TbHBIX HOPMAaTUBHBIX
aKTOB OpraHu3alui

CTpyKTypa U HarpaB/ieHus [1esiTeJIbHOCTH OpraHu3aLyu

[Topsimok B3auMoO/elCcTBYs MOoApa3zeeHUi OpraHu3alyu

[TopsifoK B3aMMO/IeHCTBYS TI0/ipa3zie/leHri OpraHr3aly C BHEIIIHUMU
noTpeOUTesISIMU apXHUBHOW MHPOPMAaLIUU

METOABI IPpOEKTUPOBAHUA U IIJTAHNPOBAHUA pa60T B OpraHU3alysax

[MTopsiiok pa3paboTKK U YTBEP>K/EHHUs TIePCTIEKTUBHBIX U TEKYIIUX T/ITAHOB paboT
opraHu3aLum

Merto/ibl aHa/M3a ¥ pacueTa 3KOHOMHUUeCKOU 3¢ (eKTUBHOCTH MoKa3aTesiei
JIesITe/TbHOCTH 110 apXUBHOMY XPaHEHUIO [ieJT ([JOKyMeHTOB)

Oco0bble yc/ioBUs JIOTTyCKa K
paboTe

[pyrue xapakTepucTUKU

3.2.4. TpypoBasi GpyHKIUA

KoHTponb QyHKIIMOHUPOBAHUSI CUCTEMBI

HaumeHoBaHue apXWBHOT'O XpaHeHus /e (JOKYMEeHTOB) B Kop, B/04.6 YpoBeHb 6
KBa/TUUKaLUA

OpraHu3aLyu

ITpoucxosaeHre 0000IeHHOM 3auMCTBOBaHO U3
P K . OpuruHan X 1418
TPYI0BOM QYHKI[UH OpHIHHaIa
Koz PerucrpauyoHHbiéi HOMep
OpUTHHa rpogeccroHaIbHOTO
a cTaH/apTa

TpyZoBbIe 1elCTBUS

KOHTpPO/Ib UCTIO/THEHHST JIOKATbHBIX HOPMAaTHUBHBIX aKTOB U METOANUYECKUX
JIOKYMEHTOB TI0 apXUBHOMY XpaHeHHIO ZiesT (JOKYMEeHTOB) B OpraHU3al[|uu

[TpenynpexeHre HapylleHUH ITPU apXUBHOM XpaHeHWH Jien (JOKYMEHTOB) B
OpraHu3saluu

BbIsiB/IeHHe HapyIlIeHWH B MO/[TOTOBKe, 00paboTKe fie/ (IOKyMeHTOB)
OpraHu3aliy, orpeie/ieHre Mep 10 UX YCTPaHeHUIo

KonTposnb popmupoBanus e (JOKYMEHTOB) U OpraHU3aliuu ONepaTHBHOTO
XpaHeHwus fiefl (JOKyMeHTOB) B OpraHv3alyu

[TpoBesieHMe MPOBEPOK JeaTeTbHOCTH CTPYKTYPHBIX NOZIpa3zesieHui
OpraHu3aliy 110 BONPOCaM OIepaTUBHOIO XpaHeHHs el (JOKYMEeHTOB)




MOHUTOPHUHT pe3y/bTaTOB MPOBEPOK JesITeIbHOCTU CTPYKTYPHBIX
ro/ipa3/iesieHrii opraHu3aliy 10 BOIpocaM OIepaTUBHOTO XPaHeHUs /e
(IOKyMeHTOB), aHa/IM3 JAHHBIX MOHUTOPUHTa

KOHTpO/Ib CBOEBPEMEHHOT'0 YCTPaHEeHUsI HeIOCTaTKOB B paboTe C apXUBHBIMU
JeamMu (JOKyMeHTaMU) OpraHy3aluu

[TpoBefieHMEe MepONPUSATHIA IO COBEPIIEHCTBOBAHHMIO CUCTEMbI aDXHMBHOIO
XpaHeHwus fiefl (JJOKyMeHTOB)

Onpepenenvie 3¢pGeKTUBHOCTA MEPOTIPUSITUIA TI0 COBEPILIEHCTBOBAHUIO CUCTEMBbI
apXWBHOT'O XpaHeHUs JieJl (J0KyMeHTOB)

Heobxogumble ymeHUsI

DopMUpPOBaTh U COXPaHSATh JOKYMEHTa/lIbHbIN (OHJ, OpraHu3alyu

BHOCUTH MpeiioyKeHus TI0 OpraHu3al[ii U COBePILIeHCTBOBAHUIO CUCTEMBbI
apXMBHOTO XpaHeHus JieNl (JOKYMEeHTOB)

Opranu3oBbiBaTh paboTy 1o cOopy M cucTemMaTh3aly CBejieHni 00
OTIepaTHBHOM M apXWBHOM XPaHEHUH Je (JOKyMeHTOB) OpraHu3ariiu

AHanu3upoBaTh AaHHbIE O Pe3y/IbTaTax MPOBEPOK JesiTeIbHOCTU CTPYKTYPHBIX
To/[pa3/ie/IeHri OpraHu3alyiy 10 BOIPOCaM OTePaTUBHOTO XPAHEHUS J1eT
(IOKyMeHTOB)

Heobxoqumble 3HaHUS

HopmatuBHbIe TipaBoBbIe akThl Poccuiickoii ®eneparn B 061acTi
JlesIoNpor3BO/CTBA U apXUBHOIO fieia

HopmaTuBHbIe TipaBoBbIe akThl Poccuiickoit Pesepariy B 061acTe
MH(OPMAaLIMOHHBIX TEXHOJIOTUM U 3al{UThl MH(OPMaLH, LU(PPOBOH
TpaHchopMaluu

Metoarueckue JOKYMEHThI U HallMOHA/IbHbIE CTaH1apThI B 00/1aCTH
JleJIONIPOM3BO/ICTBA U apXUBHOTO iesia

HpaBI/IJ'Ia OpraHr3alli apXWUBHOI'O XpAaHEHUA [ el (AOKYMEHTOB) B COOTBeTCTBHU
C JIOKa/IbHBIMHX HOPDMATHBHBIMHU dKTdMW OPraHH3allin

CTpyKTypa OpraHu3aliiy 1 TopsI0K B3auMO/eNCTBYS MOApa3ze/ieHUn
OpraHu3aluu

MeTozbl aHanu3a AesiTelbHOCTU MOApPa3zesieHus 10 apXUBHOMY XPaHEHUIO el
(IOKyMeHTOB) OpraHu3aLyn

MeTo/bl KOHTPOJISI COOJTI0/IeHUs] HOPM B 00JIaCTH OTePaTUBHOTO M apXUBHOTO
XpaHeHwus e (JOKYMEHTOB) B OpraHu3aLyuu

[TopsiZIoK ¥ CPOKU COCTaB/IEHUST OTUETHOCTH T10 BOTIPOCAM apXUBHOT'O XPaHeHUsI
Zes (IOKyMeHTOB) B OpraHv3aLuu

KpuTepuu 1jeHHOCTH fef (JOKYMEeHTOB) [1/1s1 UX UCIIO/Ib30BaHUsl, XpaHEeHUsI WU
BbIJ|e/IeHUs] K YHUUTOXKEHHIO

Oco0bble yc/ioBHs OTTyCKa K
pabote

[pyrue xapakTepuCTUKU

3.2.5. TpypoBas ¢pyHKIus

HaumeHoBaHue

CoBepI1IeHCTBOBaHME CHCTEMbI apXHMBHOIO
XpaHeHus1 el (JOKYMEHTOB), yueTa U
VICTI0/Tb30BaHus Ziefl (JOKyMeHTOB)
BPEMEHHOI'0 XpaHeHUs B OpraHu3aLvu

YposeHb
KBa/mMuKaum

Koz B/05.6

IMpoucxosxaeHre 0600IIEHHOM
TPyZAOBOU HyHKIUH

OpruHan X 3anMMCTBOBaHO U3 1418

OpUrMHana

Kon PerucrpaijioHHbIit HOMep




OpUTHHa rpogeccroHaIbHOTO
a CTaHjapra

TpyZoBbIe 1elCTBUS

OmnpeiesieHre HarpaB/IeHUI Pa3BUTHsL aDXMBHOIO XpaHeHus fien (J0KyMeHTOB),
yudeTa Y UCIO0J/Ib30BaHus Jiesl (JJOKYMeHTOB) B OpraHu3aliy

OrnpesiesieHre PUCKOB B CUCTEMe apXUBHOTO XpaHeHUs el (JOKYMeHTOB), yueTa
Y WCTI0/Tb30BaHuUs Jien (JOKyMeHTOB) B OpraHu3aLuu

YcTpaHeHue pUCKOB B CUCTeMe apXUBHOT'O XpaHeHus Jief (JOKYMeHTOB), yyeTa 1
WCII0/1b30BaHus Jiefl (JOKyMEeHTOB) B OpraHU3aLiuu

Pa3paboTKa METOAMKHM COBEPIIIEHCTBOBAHUSI CUCTEMbI aDXMUBHOTO XPAaHEHHUSI J1eJT
(IOKyMeHTOB), yuyeTa 1 UCIO/Ib30BaHUs e/ (JOKYMEeHTOB) B OpraHu3aLyu

Pa3paboTka 1 BHe/|peHHe CUCTeMbI 3/IEKTPOHHOTO JOKyMeHToo6opoTa B chepe
apXUBHOTO XpaHeHus JieN (OKyMEeHTOB), yueTa U MCI0/Ib30BaHus el
(IOKyMEHTOB) JOKYMEHTUPOBAHHbIX Cep AesTeTbHOCTA OpraHU3aluu

PerynupoBaHue /1esTeIbHOCTH 110 COBEPIIIEHCTBOBAHUIO CUCTEMbl aDXHUBHOTO
XpaHeHwus el (IOKyMeHTOB), yueTa U UCTIO/Ib30BaHUs /ie/ (JOKYMEHTOB) B
OpraHu3anuu

HeobOxopumbie ymeHust

AnHanm3rpoBaTh HHPOPMALHMIO O COCTOSTHUN ¥ PA00TOCTIOCOOHOCTH CHUCTEM
apXUBHOTO XpaHeHUs fen (OKyMeHTOB), yueTa U UCTI0/Ib30BaHUS [l
(IOKyMeHTOB) B OpraHU3aLUsIX

BHoCUTb npeioykeHus 10 OpraHu3alii U COBepPLLIeHCTBOBAaHUIO CUCTEMBbI
apXMBHOTO XpaHeHus e/ (JOKYMEeHTOB), yueTa U WCI0/Ib30BaHus Jiefl
(IOKYMEHTOB) B OpraHv3aLysx

CocTaB/nisATh TeXHAUYECKOe 3a/laHre Ha MPOeKTUPOBaHUe U BHeJ|peHre CUCTeMbI
3JIeKTPOHHOT'0 I0KyMeHT0000poTa B chepe apXHMBHOT'O XpaHeHHs et
(IOKyMeHTOB), yuyeTa ¥ UCTIO/b30BaHUs /ie/T (JOKYMEHTORB) JOKyMeHTUPOBAHHbIX
cdep fesaTeNbHOCTU OpraHu3alyn

Bbi6upaTh ONTHMaIbHYI0 CUCTEMY 3JIEKTPOHHOTO JOKYMeHTO000pOoTa /st
obecrieueHUst apXUBHOTO XPaHEHUS Jief (JOKyMeHTOB), yueTa ¥ UCTIO/Ib30BaHHS
nen (HOKYMeHTOB) JOKYMeHTHUPOBaHHBIX cdep JesiTe/IlbHOCTU OpraHu3aliun

KoHcy/ibTHpOBaTh pabOTHUKOB MO/Ipa3zie/ieHust U OpraHu3ariuy 1o
COBpPEMEHHBIM MEeTOZIaM PAbOTHI C IOKyMEeHTaMU B cepe apXUBHOTO XPaHEHHUSI
Jien (JOKYMEeHTOB), yueTa U UCI0/Ib30BaHus el (JOKyMEeHTOB)
JIOKYMEHTUPOBAHHBIX c(hep /iesTe/TbHOCTH OpraHn3alin

Heobxoaumble 3HaHUS

HopMaTuBHbIe 1paBoBbIe akThl Poccuiickoit @ezepariyi B 061acTu
JleJIONPOM3BO/ICTBA U aDXUBHOTO Jieia

HopmaruBHbIe TipaBoBBIe akThl Poccuiickoii ®eneparyn B 061acTi
MH(OPMAaLIMOHHBIX TeXHOJIOTHM U 3alliMThl UH(OPMaLWHY, LU(PPOBO
TpaHCc(opmaLu

Metorueckre JOKYMeHThI M HallMOHA/IbHbIE CTaHapThl B 00/1aCTH
[lefIonpor3BO/CTBa, ADXUBHOIO Jiefla U UH(POPMAaLJMOHHBIX TEXHOJIOTUN

ME)KAYHHPOAHLIE CTaHJapThHI B obactu y1ripaBJ/ieHHs JOKYMEHTaMU U PUCKaMH

[TepesoBOI OTeUECTBEHHBIH OIBIT U HayUHbIe pa3pabOTKU B 00/1aCTH apXHUBHOTO
XpaHeHwus fesl (JOKYMEeHTOB), yueTa U UCI0J/Ib30BaHus Jen (JOKyMEeHTOB) B
OpraHu3aLusx

MeTo/ibI TPOEKTUPOBAHMS U TVITAHUPOBAHUS pabOT 10 COBEPIIIEHCTBOBAHUIO
apXMBHOTO XpaHeHus JieN (JOKYMEeHTOB), yueTa U UCI0/Ib30BaHuUs Jiefl
(IOKyMeHTOB) JOKYMEHTUPOBAHHbIX Cep AesTeTbHOCTA OpraHU3aluu

CoBpeMmeHHbIe 171aT(OpMbl, CepTU(PULIMPOBAaHHbIE CUCTEMBI 3/IEKTPOHHOTO
JOKYMeHTO000pOTa /IJisi OTIePaTUBHOTO Y aDXHMBHOTO XPaHeHHs! Jiefl




(IOKyMeHTOB), yuyeTa 1 UCIO/Ib30BaHUsl Jie/ (JOKYMEHTOB) JOKyMEeHTHPOBAHHbIX
cdep AeATeNIbHOCTH OpraHU3aliy

CpezicTBa 1 MeTO/bI cOOpa, 0OMeHa, Tiepejauu 1 06paboTKH WHGMOPMAIUH
JIOKYMEHTUPOBAHHbBIX chep esTe/TbHOCTH OpraHu3aliin

Oco0ble yc/ioBUs OITyCKa K
paboTe

Lpyrue xapakTepyuCTUKU

3.2.6. TpypoBas QpyHKIuUsA

BHenpeHue cucTeMbl 3/IEKTPOHHOTO YpoBeHb
HaumenoBaume AP p Kop, B/06.6 P 6

apxvBa OpraHu3anu KBaM(UKALK
ITpoucxosxzenre 0600111eHHOMH 3auMCTBOBaHO U3

P A . Opurunan X 1418
TPYZ0BOU (DyHKLIU OpUrMHana
Kog, PerucrpaljioHHbIN HOMep
OpHUTHHa rpogecCroHaIbHOTO
a cTaHjapra

TpyoBble feliCTBUS

Amnasnu3 u orjeHKa TpebOBaHUM K CHCTeMe 37IeKTPOHHOT0 apXMBa OpraHU3aLyn

[ToAroToBKa TeXHUYECKOTO 33/laHHsl Ha IIPOEKTHMPOBaHKe KOPIIOPaTHBHOM
CUCTeMbl 3/IeKTPOHHOI'O apXyBa B OpraHu3alyiu

Bbi60p opranu3ariuu - pa3paboTurka KOPIIOPaTUBHON CUCTEMBI 3JIEKTPOHHOTO
apxvBa

OrnipeziesieHrie yPOBHEM 0CTyNa PyKOBOAUTeNe CTPYKTYPHBIX MO/ipa3/ieNeH i
OpraHu3aluu K UHQopMaluu B KOPIOpPaTUBHOW CHCTeMe 3/IeKTPOHHOTO apXuBa

OL[EHKa IMMWJIOTHOI'O BHEeAPEHUA KOpHOpaTHBHOﬁ CHUCTEMBI 3JIEKTPOHHOI'O dPXHWBd
B OpraHu3alu

YcTaHOBKa KOpHOpaTHBHOﬁ CHUCTEMBI 3JIEKTPOHHOI'O apXKWBd B OPI'dHHU3dLIUU

CocraBnenue rpaduka obyueHusi pyKOBO/IMTe el CTPYKTYPHBIX 10/ipa3/ienieHui
paboTe B KOPIOPATUBHOW CHUCTeMe 3/IeKTPOHHOTO apXuBa

HeobxoguMble ymeHHsI

AHanusupoBaTh UHPOPMALMIO O COCTOSIHUU CUCTEMBI YTIpaBJIeHHUs
3/IeKTPOHHBIM apXUBOM OpraHW3alu1

PykoBoauTh pa3paboTKOl TeXHUUECKOTO 3a/laHUsI Ha TPOeKTUPOBaHKe
KOPIOPAaTUBHOM CUCTEMbI 3/IEKTPOHHOTO apXWBa B OpraHu3alyu

PyKoBOWTE POEKTUPOBaHKEM U BHE/IpEHUEM KOPIOPaTUBHOW CHCTEMBbI
3/IeKTPOHHOT'0 apX1Ba OpraHU3aLuu

PyKoBOAWTS 3a1IMTOM MH(OPMALIMOHHBIX PeCYyPCOB 3/IEKTPOHHOTO apXvBa
OpraHu3aly OT HeCaHKLIMOHUPOBAHHOIO JOCTYIIa

Opranu3oBbIBaTh 00yueHre pabOTHUKOB OPraHU3aLii COBPEMEHHBIM MeTO/IaM
paboTHI B KOPIIOPATUBHOM CHCTeMe 3/IeKTPOHHOTO apXHBa OpraHU3alii

Heobxoqumble 3HaHUS

HopmaTuBHbIe TipaBoBbIe akThl Poccuiickoit ®Pesepariy B 061acTe
JleJIOTIPOU3BO/CTBA U aDXUBHOIO Jiea

HopmaTuBHbIe TipaBoBbIe akThl Poccuiickoit ®Pesepariy B 061acTe
MH(OPMAaLIMOHHBIX TEXHOIOTUM U 3al{UThl UH(OPMaLUH, LUPPOBOH
TpaHchopMaluu

Metorueckue JOKYMEHTBI M HallMOHA/IbHbIE CTaH1apThl B 00/1aCTH
JlefIoNpor3BO/CTBa, APXUBHOIO Jiejia U UHPOPMAaL[MOHHBIX TeXHOIOTUN

Mem,quapo,qule CTaHAAPThI B obmactu y1ripaB/ieHUs JOKYMEHTAMH,
3JIGKTPOHHBIM dDXHWBOM U I/IH(bOpMaHI/IOHHbIMI/I TeXHOJ/IOTUAMU




[TepemoBoii 0TeueCTBEHHBIN U 3apyOeXKHBIN OIBIT U HayUHbIe Pa3paboTKH 10
TIpe/IOTBPAI[eHUI0 ¥ YCTPAHeHHIO TOTeHIIMabHBIX PUCKOB B cepe yIpaB/ieHus
3/IEKTPOHHBIM apXWUBOM B OpraHU3al[u1

MeTo/ibI T/IAaHMPOBAHUS pa3pabOTKK U BHEPEHUS KOPIIOPAaTUBHOM CUCTEMBI
3/IEKTPOHHOT'O apXUBa OpraHu3aLuu

OcHOBBI MMpOrpaMmMHOr o obecrieueHUs: CUCTeMBbI 3JIEKTPOHHOT'O apXKWBa

Oco0ble yc/ioBUS JOTTyCKa K
paboTe

Jpyrue xapakTepuCTUKU

3.2.7. TpypoBas QpyHKIUsA

HaumeHoBaHue

ITpoucxosaeHre 0600IIEHHOM
TPYZA0BOU (HyHKLIMU

CornpoBosKJeHue [esTe/lbHOCTU YpoBeHb
p r A Kog B/07.6 P 6
SKCIePTHOW KOMUCCHU OpraHU3aLuu KBa/M(UKALK
3aMMCTBOBaHO K3
OpuruHan X 1418
OpUrMHana
Kon PerucrpaiivioHHbIN HOMEp
OpHUTHHA rpodecCroHaIbHOTO
a cTaHzapTa

TpyzoBble felcTBuUs

Pa3paboTKa 110/10’keHst 06 SKCIepTHOM KOMHCCHUN OpTaHU3aI||H, ero
COTJIaCOBAHHUE U YTBEPXKEHHEe

[ToaroToBKa 3acelaHUi 3KCIIePTHOM KOMUCCUM OpraHU3al[in

Co3zaHue | Mo/ifiep>kaHue B aKTyalbHOM COCTOSIHUM 0a3bl JaHHBIX O
JlesiTeIbHOCTU SKCTIepTHOM KOMUCCUU

I[TpescTaBieHre Ha COTIACOBaHHUE YKCIIEPTHONM KOMUCCHU HOMEHKJIATYPhI [/l
OpraHu3al[|uu

[TpoBepKa Ha/MuMsi ¥ YCIOBUM COXPAHHOCTH JieN (JOKYMEHTOB) B CTPYKTYPHBIX
TNO/Ipaszie/IeHrsIX OpraHv3aliy - ICTOYHHMKaX KOMIUIEKTOBaHUS U
TIO/Ipas/iesIeHusIX, [1esiITeIbHOCTh KOTOPBIX MpeJlecTBoBasa AesaTe/lbHOCTH
VICTOYHHUKOB KOMIIJIEKTOBaHUs, [P YCJIOBUM UX XpaHeHHUs1 B OpraHusariiy

OT6o0p zen (ZOKyMEHTOB) B CTPYKTYPHBIX TOZpa3zie/ieHUsIX OpraHu3alyy -
HMCTOYHUKAX KOMI/IEKTOBaHUSI, U MO/ipa3/ie/ieHusIX, 1eTelbHOCTb KOTOPbIX
Tpe/ilecTBOBasa AeITe/TbHOCTH UCTOYHUKOB KOMII/IEKTOBaHUSI, TIPY YCJIOBUU UX
XpaHeHUs B OpraHu3aluu [1J1s IOC/IeIyIOIero XpaHeHUsT U YHUUYTOKeHUs

[TpencraBneHye Ha COTIaCOBaHKE KCTIEPTHOM KOMHUCCUM OTIHCEH Jient
MOCTOSIHHOTO XPaHEHUsI U JOKyMEHTOB I10 TMUHOMY COCTaBy

[TpencraBieHye Ha coriacoBaHye SKCIIePTHOM KOMUCCHUY aKTOB O Bbl/le/IeHWH Ha
YHUUTOXeHHe fiefl (JJIOKyMeHTOB)

[IpoToKO/MpOBaHUE pelleHrl SKCIIePTHOU KOMUCCHeN OpraHv3alun

Oxka3aHue MeTO/INUeCcKOM MOMOILH NIpefice/jaTeslo U UieHaM SKCIIepTHOM
KOMUCCHY OpPraHU3aL{iu

HeobOxopumbie ymeHust

HpOBOﬂI/ITb OUHbIE 1 3a04YHbIe 3dCeJaHNs 3KCHEPTHOI>1 KOMUCCHH OpraHr3alii

dopmupoBarth fena (10KyMeHTbI), 00pa3yrolecs B AeATeJbHOCTH
CTPYKTYPHBIX TMO/pa3ze/ieHuil - UICTOUHUKOB KOMILJIEKTOBAaHUS U
rpe/illieCTBeHHUKOB OpraHu3alyuu

CocTaBasTh peKOMeH/Ial[iM 110 BOIIPOCaM JJOKYMeHTHPOBaHHbIX cdep
JlesiTeIbHOCTU OpraHu3alyy

Pa3pa6aTbIBaTb TPE6OBaHI/IH K HOMEHK/IaType AeJI OpraHru3alivin




Cobupath ¥ CTPYKTYPUPOBATh Pe3y/IbTaThl UTOTOBBIX 3arKceli K HOMEHK/IaType
Jlesl opraHusaLuu

PaspabaTbiBaTh TpeOOBaHMS K CTPYKTYpe 0a3bl JaHHBIX IKCIIEPTHONW KOMUCCHU
OpraHu3aluu

Heobxoqumble 3HaHUS

HopmatuBHbIe TipaBoBBIe akThl Poccuiickoii ®eneparyn B 061acTi
Jle7I0Npor3BOCTBA U apXUBHOIO Jiesia

HopmaruBHbIe TipaBoBbIe akThl Poccuiickoii deneparun B 061acTi
VMH(}OPMaI[MOHHBIX TeXHOJIOTHUM U 3alliThl MH(MOpMaluH, LU pPOBOM
TpaHchopmaluu

MeTouueckrie JOKYMEHThI U Hal[MOHA/IbHbIe CTaHAapThl B 00/1acTH
JleJIONPOM3BO/ICTBA, ADXUBHOTO Ziejia ¥ MH(OPMAaI[MOHHBIX TeXHOI0THUM

[TepesoBasi oTeuecTBeHHast U MeXX/lyHapO/Hasi IPaKTUKa yIpaB/ieH s
JIOKyMeHTaMH Y apXUBHOT'O XpaHeHHsI

[TpaBuia U MeTOAbI COCTaBIEHUS YUETHBIX (DOPM Jien (OKYyMeHTOB) CUCTEMBbI
JIOKyMeHTally OpraHu3aluu

[TpaBu/a ¥ MeTO/IbI KOHTPOJISI COO/TI0ieHUsT TpeOOBaHUM 1 HOPM B 00/1aCTH
[IeJIONPOU3BOACTBA U apXUBHOTO XPAHEHUSs, yueTa U UCTI0/Ib30BaHuUs [l
(IOKyMEHTOB) BPEMEHHOTO XpaHEHUsI B OPraHU3aL|sIX

MeTo/ibI TIPOBeZIeHHsI MOHUTOPUHTA CUCTEM JIEKTPOHHOTO IOKyMeHT0000poTa 1
apXWBHOTO XpaHeHUs JieN (JOKyMeHTOB) JOKyMeHTHPOBAaHHBIX cdep
JlesITeTbHOCTU OpraHr3al[iuu

MeTogpl ipoBeJieHUs aHamr3a 3¢ (eKTUBHOCTH CUCTeM 3JIeKTPOHHOT0
JIOKYMeHTO000pOoTa U apXMBHOT'O XpaHeHus fief (JOKYMeHTOB)
JIOKyMEeHTHPOBAHHBIX Ccep /eAaTelbHOCTH OpraHu3alin

MeTogpbl ipoBefieHUs aHamM3a 3¢ (GeKTUBHOCTH yuyeTa 1 UCTI0Ib30BaHUs e/
(IOKyMeHTOB) Bp€MEHHOI'0 XpaHeHUs B OpraHu3aLiu

MeTo/bl IPOBeJieHUs] MOHUTOPWHTA yueTa M UCI0/Ib30BaHUs JieN (JOKYMeHTOB)
BPEeMEHHOI'0 XpaHeHUs1 B OpraHu3aLiuu

MeTozpb! 060011I€HIS TT0/TyYeHHBIX Pe3y/IbTaTOB MOHUTOPUHTA 1 aHa/In3a
3¢ PeKTUBHOCTU CUCTEM 3JIEKTPOHHOTO JOKYMeHT0000pOoTa U apXUBHOT'O
XpaHeHwus fiefl (JOKyMeHTOB) I0KyMEHTUPOBAaHHBIX C(ep AeaTeTlbHOCTH
OpraHu3anuu

VH(opmaLMoHHbIe TeXHOJIOTUH, UCTIO/Ib3YyeMble TIPY OpraHu3aliiy yJera,
obecrieueHNY COXPAHHOCTH, MCTIO/Ib30BaHUS U YHUUTOXKEHUS JOKYMEHTaTbHOTO
Y apXMBHOT0 (DOH/I0B OpraHu3aLui

KpI/ITepI/II/I LHEHHOCTHU U CPOKH XPAHEHUA [l (,E[OKYMEHTOB) cucreM
AOKYMEHTAlIUN OPI'dHMU3dlIMNU U JOKYMEHTHUPOBAHHBIX C(bep AedaTe/JIbHOCTH

I[TpaBusia oTbopa Aen (A0KyMeHTOB) /sl JaIbHEHILero XxpaHeHusl Win
YHUUTOKEHUS

HpaBHna yueTa U KOMIJIEKTOBAHUWSA OeJ1 (AOKYMEHTOB) OIrpaHHY€HHOT'0 JOCTYIId

MeTo/ibl COBEpILIEHCTBOBAHMUS CUCTEMbI yueTa U UCI0/Ib30BaHuUsl, apXUBHOTO
XpaHeHwus fiefl (JOKyMeHTOB) I0KyMEHTUPOBAaHHbIX C(ep AeaTeTlbHOCTH
OpraHu3anuu

MeTo/ibl COBEpIIIEHCTBOBAHUS CUCTEMBI YueTa U UCI0/Ib30BaHKUsI apXUBHOTO
XpaHeHus1 ies1 (JOKYMEeHTOB) T10 TMUHOMY COCTaBYy B OpTraHM3aLUsIX

Oco6ble yc/IoBUS AOITyCKa K
paboTe

Jpyrue xapakTepuCTUKU

3.3. O6o61menHas TpyoBas QyHKus «PyKoBoACTBO IPOLecCOM apXHUBHOT'0 XpPaHeHHUsI /1e/T




(MOKyMeHTOB)»

HanmeHoBaHue

IMpoucxoxxaerre 06001IeHHOH
TPY/I0BOM HyHKLIH

PykoBO/CTBO npo1{eccoM apXUBHOIO Ko C YpoBeHb 7
XpaHeHwus el (JOKyMeHTOB) A KBa/MUKALIH
OpruHan X 3auMCTBOBaHO U3 1418
OpUrvHasa
Koz PerucrpauyoHHbIl HOMep
OpUTMHAa npodeccroHabHOTO
a cTaHjapra

Bo3Mo)KHbIe HAUMEHOBaHUS
JOJDKHOCTeH, ripodeccuit

PykoBoguTe/nb OpraHu3alii apXUBHOTO XpaHeHus fiefl (JOKyMeHTOB)

TpeboBaHHs K 00pa30BaHUIO
1 00yueHuto

Briciiee o6pa3oBaHue - MarucTpatypa

W

Briciiee o6pa3oBanue (HenpoduabHOE) - MarucTpaTypa

1 JIOTIO/THATEJTbHOE TIPOdheCCHOHaIbHOe 00pa30BaHUe - TPOrPaMMBbl
ripoecCroHaNLHOM MepernoroTOBKY M0 MPOGUIIO0 AesTeTbHOCTH

TpeboBaHus K OTBITY
TIPaKTHUeCKO# paboThI

He MeHee 1ATH JIeT pyKOBOZsIIlel eATeIbHOCTH B Cpepe yrpaB/ieHHsl apXUBOM,
apXUBHOMU JlesITe/IbHOCTH OpraHv3aln

Oco0ble yc/1oBUS JOTTyCKa K
pabore

[TpoxoxgeHre oOyueHst MepaM T0KapHOU 0e30TacHOCTH
[TpoxoxeHre 0OyueHUs ¥ TTPOBEPKU 3HaHUM TpeOOBaHMI OXpaHbl TPY/a

[lpyrue xapakTepucTUKU

,D;OHOJIHI/ITEJILHLIE XdPaKTEPUCTHUKHU

HaumMeHnoBaHue 1O0KyMeHTa

HaumeHoBaHue 6a30BOM TPy, JO/DKHOCTU (TIpodhecCrn)

Kon
WU Criel[uabHOCTU

OK3 1213. PykoBouTeny B 06/1aCcTy omipe/iesieHus TIOJTUTUKU U
TNIJIAHUPOBAHMUS [1eITeIbHOCTH

ETKC wi EKC upekTop apxuBa, LieHTpa XpaHeHus JOKyMeHTaluu

OKIIATP 21322 [upekTop (3aBeflyrOLIHi1) apXMBHOTO YUpPeXXAeHHs

OKCO 2016 7.46.04.02 JJoKyMeHTOBe/ileH1e U apX1BOBe/jeHre

3.3.1. TpypoBas pyHKIUA

HaumeHoBaHue

[TpoucxosxaeHre 0600IIeHHOM
TPyZA0BOM HyHKIUU

Co3paHre eJMHOM CUCTEMbI aDXUBHOTO Ko C/01.7 YpoBeHb 7
XpaHeHus fiesl (JOKyMeHTOB) 4 ) KBa/M(HKALK
OpuruHan X 3aMMCTBOBaHO U3 1418
OpurvHasia
Kog, PerucrpaljioHHbIit HOMep
OpHUrMHas nipodeccroHaNIBEHOTO
a cTaHzapTa

TpyzoBbIe 1elCTBUS

Pa3paboTka cTpaTeruv v COCTaB/eHHe II/IaHOB Pa3BUTHS €AUHON CHCTEMBI
apXUBHOI'0 XpaHeHUs el (J0KyMeHTOB)

ObecrieyeHune pecypcaMu eJTHOM CHICTEMbI aDXUBHOTO XPaHEHUS JiefT
(JOKYMEHTOB) OpraHu3aLn

PerynvpoBaHue eiMHON CUCTeMbl aDXUBHOT'O XpaHeHus1 Jien (JOKyMEeHTOB)
OpraHu3aLyu




BHeJjpeHrie cOBpeMeHHbIX MHCTPYMEHTOB, METOZIOB, CPeJICTB U TEXHOJIOTHI
00paboTKu fien (AOKYMEeHTOB) OpraHM3aliiu

Pa3paboTka 1 yTBepKeHue Oro/pKeTa 1o 00ecreueHHIo 1esTe/TbHOCTH CUCTeMbI
apXWBHOT'0 XpaHeHUs e (JOKyMEeHTOB) OpraHu3ariuu

YTBepxxjeHre 0TUETHOCTH 00 MCIIO/THeHUH Oro/ikeTa 1o obecrieueHH o
JIeSITeJTbHOCTH €ZIMHOM CUCTeMbI apXHUBHOT'O XpaHeHHs ie/ (JOKYMEHTOR)
OpraHu3alfuu

dopmupoBaHue WH(HOPMALIMOHHO-CITPABOYHBIX CUCTeM U 0a3 JaHHbIX eJMHOM
CUCTeMbl apXUBHOT'O XpaHeHUs Jie1 (J0KyMeHTOB) OpraHu3aluy

MogepHU3alys ¥ ONITUMU3ALIMS CUCTeMbl aDXUBHOTO XpaHeHUS il
(IOKyMeHTOB) opraHu3aLuu

BbisiB/ieHHe ¥ MUHMMU3al[isi DUCKOB B €IMHOM CUCTeMe apXUBHOTO XPaHEeHHUSI
Zlen (IOKyMeHTOB) OpraHu3alLuu

KoHTposnb [esiTelbHOCTU eJUHOW CUCTeMbl aDXMBHOTO XpaHeHUs el
(IOKyMeHTOB) OpraHu3alyu

Heobxomvmbie ymMeHUst

OnpeziensiTb IPUOPUTETHI B Pa3BUTUU €JUHOM CHCTEMbI apXMBHOI'O XpaHeHHs!
Jie1 (JOKyMeHTOB) OpraHu3aLiy

dopmMUpoBaTh CTPYKTYPY CUCTEMbI aDXUBHOI'O XpaHeHus! fien (JOKyMeHTOB)
OpraHM3aluy 1 00ecreurBaTh ee pecypcamu

MoOTHBHUPOBATH JeITeNbHOCTb MOJUUHEHHbIX [J1s1 TIOBbILLIeHUSs 3(()eKTUBHOCTH U
yCTpaHeHMs OTKJIOHEHHWH OT IapamMeTpoB, 3a/laHHbIX NIPU IJIAHUPOBAHUN €JUHOU
CUCTeMbl apXUBHOI'0 XpaHeHUs JieJl (JOKyMeHTOB) OpraHu3ariy

KnaccuduimpoBaTs MHGOpPMaIUMIO U CO3/jaBaTh MH(GOPMaI[OHHO-CITPaBOUHbIe
6a3bl JaHHBIX U UH()OPMAIMOHHBIE CUCTEMbI OPraHU3aLuy

OueHrBaTh NOTEHLIMA/IbHBIE DUCKY B JUHOW CUCTeMe apXMBHOI'O XpaHeHUs Jiefl
(IOKyMeHTOB) OpraHu3alyu

OrnpefiensTb KOMITETEHLIMM U OTBETCTBEHHOCTh PYKOBOJWTENeN No/ipaszesieHrni
110 apXUBHOMY XPaHEeHMIO JieJl ([JOKyMeHTOB) OpraHu3aliu

[TpoBOAUTL MOHUTOPUHT 3()(PEKTUBHOCTH Y CPOKOB CO3/IaHUS eIMHOW CHCTeMbI
apXWBHOT'O XpaHeHus Jien (JOKyMEHTOB)

Pa3pabatbiBaTh MephI 110 TIOBbITIeHHI0 3()()EKTUBHOCTH eIMHON CUCTEMBI
apXWBHOT'O XpaHeHus Jen (JOKyMEeHTOB) OpraHu3alyu

BHepsiTh HOBbIe MH(OPMAL[MOHHBIE TEXHOJIOTUM U MeTO/[bl PA0OTHI B €IUHYHO
CHCTeMY apXHMBHOI'O XpaHeHus ey (JOKYMEeHTOB) OpraHu3aluu

Bribupats BuibI HOCUTesel nHdopMaluu U hopmaThl XpaHeHUsT S1IeKTPOHHBIX
IOKYMEHTOB

[TpuHKMMaTh pellieHus TI0 BOMPOCaM YIIpaBJ/ieHuUsl eJMHON CUCTeMOU apXUBHOTO
XpaHeHus el (HOKYMEeHTOB) OpraHy3aljii B HeCTaHJapTHBIX YCIOBHUSIX

Heobxoaumble 3HaHUS

HopMaTuBHbIe rpaBoBble akThl Poccuiickoit @efepariyi B 061acTu
JleJIONPOM3BO/ICTBA U apXUBHOIO Jieia

MeToauueckre JOKYMeHThI B 00/1aCTH UCTIO/Ib30BaHUS U ITyO/TMKALIMK apXUBHBIX
Zien (JOKYMEeHTOB)

Mertozyeckre JOKyMeHTbI M HallMOHa/bHbIE CTaHAPThI B cdepe yrpaB/ieHNs
JIOKyMeHTaMu

[TpaBusia coctaBieHust U 0hOpMJIeHUs JIOKabHbIX HOPMAaTHUBHBIX aKTOB
OpraHu3anuu

CTpyKTypa opraHu3aiuu, GyHKIMK U pacrpeziesieHre 00s13aHHOCTel
PYKOBO/ISIIIIET0 COCTaBa

DyHKLMY NOApa3e/ieHnid OpraHu3aluy 1 MOpsIOK X B3aUMO/eHCTBUS




[TepenoBoii 0TeUeCTBEHHBIN M MEX/[YHaPOAHBIM OTBIT U Hay4YHbIe pa3paboTKy B
cdepe yrpaB/ieHUs] CUCTEMOM apXUBHOT'O XpaHeHUs fiesl (I0KyMeHTOB), yueTa 1
HCII0/1b30BaHus JieJl (JOKYyMeHTOB) BpeMeHHOT0 XpaHeHUsT

[TpaBusa moctpoeHusi ¥ GyHKLIMOHUPOBAHUSI CUCTEM YUeTHOW JOKyMeHTal[u1
opraHu3aLuu

[TpaBusa U MeTO/IbI MOCTPOEHUsT MH(OPMAI[MOHHO-CIIPaBOYHbIX CUCTEM
opraHu3aLuu

VHdopMalLMoHHbIe U TeJIleKOMMYHHKAL[MOHHBIE YCYTU B cdepe yripaB/ieHUs
CHCTeMOM apXHWBHOI'0 XpaHeHUs el (JJOKyMeHTOB)

[TporpammMHoe obecrieueHrie B 00/1aCTH yIpaB/IeHHs] CUCTEMON apXUBHOTO
XpaHeHus el (IOKyMeHTOB) M CUCTEMOM KOPIIOPaTUBHOI'O JOKYMEeHT0000opoTa
OpraHu3aiuu

Buabl Hocutesneli nH(opMalyy U crieljiduka X NpruMeHeHUs!

[Mopsiiok pa3paboTKK U yTBEP>K/eHHs TIepCTIeKTUBHBIX U TeKYIIUX I/IaHOB paboT
OpraHu3aluu

TTopsii0K MOATOTOBKH OTYETOB 00 MCIIOTHEHUH TIePCIIeKTUBHBIX U TEKYIIUX
TJIaHOB pabOT OpraHM3aluu

MeTo/p! aHa/M3a ¥ TIOKa3aTeIn SKOHOMUYecKor 3¢ dekTHBHOCTH B 06/1acTH
yTpaB/ieHUs] CUCTEMOM apXWBHOI'O XpaHeHUs Jiesl (JOKYMEeHTOB) OpraHr3aliu

Oco0bble yc/ioBUs JOITyCKa K
pabore

[pyrue xapakTepucTHUKU

3.3.2. TpypoBasi pyHKIHA

ITpoucxosxaeHre 0600IIeHHOM
TPyZA0BOM (HyHKLIMU

YmpaB/ieHre pa3pab0TKOH JIOKaTbHBIX
YpoBeHb
HaumeHoBaHue HOPMaTUBHBIX aKTOB IIPOLIECCOB Kon C/02.7 7
KBa/mMUKam
apXWBHOT'O XpaHeHus Jen (JOKyMEeHTOB)
3avMCTBOBaHO U3
OpuruHan X 1418
OpHUrHHaja
Kog, PerucrpalioHHBIN HOMep
OpHUTHHas rpodecCHOHaTBHOTO
a CTaHzapTa

TpyzoBble felcTBUs

KoopauHarys pa3paboTKH JIOKaIbHBIX HOPMAaTHUBHBIX aKTOB OPraHU3alllH 110
apXVBHOMY XpaHEHHIO [iesT (JOKYMEeHTOB), YUeTY U UCII0/Ib30BAHUIO Jiefl
(IOKyMeHTOB)

KoopauHaryst pa3paboTKH MeTOAUYEeCKHX JOKYMEHTOB I10 UCTIO/THEHHIO
JIOKA/IbHbIX HOPMaTUBHBIX aKTOB 10 apXUBHOMY XpaHEHUIO /ie/1 (JOKYMEHTOB),
y4eTy U WUCI0J/Ib30BaHUIO Jiefl (JOKYyMEeHTOB)

BrisiB/ieHHe CcTereH! prcKa MPOoLIeCCOB apXMBHOTO XpaHeHust Jien (JOKyMeHTOB)
OpraHu3aliy Mpy NIpUMeHeHUH CPeZiCTB yIpaB/ieHus JOKyMeHTaMu, He
OTBEYAIOIUX TPeOOBAHUAM [Ie/IOBBIX MOTPEOHOCTEH U MOJOTUYETHOCTH
OpraHu3aruu

KoopauHaiys pa3paboTKH JIOKa/IbHBIX HOPMATUBHBIX aKTOB OpraHU3al[uy U
METOIMYECKHX JIOKYMEHTOB B 00/1aCTH OpraHU3alliy yueTa, XpaHeHHs,
obecrieueHUst COXPaHHOCTH, UCTIOb30BAHUSI M YHUUTOXKEHUS iefT (JOKYMEeHTOB)
apXUBHbBIX (hOHZIOB

KoopauHariys akTyanu3anyy JI0KaJbHbIX HOPMAaTHUBHBIX aKTOB B 00/1aCTH
apXUBHOI'0 XpaHeHwUs e (JOKyMeHTOB), y4yeTa U MCIOIb30BaHUs Jief




(IOKyMeHTOB)

Heobxoavmbie ymMeHUst

PaspabaTbIBaTh MOJIMTUKY yTIPaB/I€HUs MPOLIECCOM apXUBHOTO XpaHEHUS Jiejl
(IOKyMeHTOB), yuyeTa ¥ UCTIOIb30BaHUsl /e (JJOKYMEeHTOB)

Pa3pabarbiBaTh CTpaTeruy yrpaB/ieHHs MPOLIeCCOM apXUBHOTO XpaHEHUS et
(JOKYMEHTOB), yueTa ¥ MCII0/Ib30BaHU JeJl (JOKYMEeHTOB)

OreHUBaTh PYUCKU yTIpaB/ieHUs! MPOLIeCCOM apXUBHOTO XPaHeHUs fiefl
(IOKyMeHTOB), yuyeTa ¥ UCIO/Ib30BaHUsl /e (JOKYMEeHTOB) OpraHu3alyy B
1M(POBOY cpefie U MpeOTBpaIlaTh UX JIMO0 MUHUMU3UPOBATh

[TpoBOUTH MOHUTOPHHT NPOLIEAYP YIIpaB/eHtsl apXUBHOM UH(GOpMarei

[TpumeHsATh MHPOPMAIIMOHHBIE TEXHOJIOTHH B 00/1aCTH apXUBHOTO XPaHEHHUS el
(OKyMEHTOB)

YcTaHaB/vBaTh MOJIHOMOYMS U OTBETCTBEHHOCTh PYKOBOJWTE/NeH CTPYKTYPHBIX
To/ipa3/iesieHrii opraHu3aliiy B cyepe apXHMBHOTO XpaHeHus fiesT (JOKYMEHTOB),
yueTa ¥ UCIMO/b30BaHUs Jien (JOKYMeHTOB)

PaspabaTbiBaTh MepbI 10 MOBBILLIEHNIO 3((eKTUBHOCTH yIpaB/IeHHsl CUCTeMOM
apXMBHOTO XPaHEHHSs], yueTa U UCTOMb30BaHus Jie ([JOKyMeHTOB) OpraHu3ariii
B LK(pOBOIi cpejie

Heobxoqumble 3HaHUS

HopmatuBHbIe TipaBoBbIe akThl Poccuiickoii ®eneparn B 061acTi
JlesIoNpor3BO/CTBA U apXUBHOIO fieia

Metorueckue JOKyMeHThI B 00/1aCTH UCTIO/THb30BAHMUS U Iy O/TMKAIIMK apXUBHBIX
Zen (JOKyMeHTOB)

ME)K,E[YHapO,E[HLIe CTaHJapThHI B obactu y1ipaBJ/ieHHs JOKYMEHTaMU U PUCKaMH

[TpaBusa coctaBsieHust U 0()OPMJIEHUS JIOKaTbHbIX HOPMaTHBHBIX aKTOB

CTpykTypa opraHu3auyu, QyHKIUA U pacripeesieHre 0bs3aHHOCTeH
PYKOBOZSIILIEro COCTaBa

DYHKLUY T10/ipa3/ie/ieHri OpraHu3aliuy U TopsAJ0K UX B3aUMOJelCTBYS

WHbopMallioHHbIe TeXHOJIOTHH, UCTIOMb3yeMble TIPH CO3/IaHHN
MHGOPMAaLIMOHHO-CITPABOYHOM CHCTeMBbI (0a3bl JaHHBIX)

WHpopMaLoHHO-TIpaBOBbIe 6a3bl JAHHBIX, UCIO/Ib3yeMble B PoCCHiiCKOM
DeiepaliuM U 1e/1I0BOM MPaKTUKe OpraHy3aliu

TpeboBaHusi oxpaHbl Tpy/ja

Oco0blie yC/1oBUs I0MyCKa K
paboTe

Lpyrve xapakTepuCTUKA

3.3.3. TpypoBas QpyHKIUsA

HanmeHoBaHue

IMpoucxoxxaerre 06001IeHHOH
TPY/I0BOM HyHKLIH

KoHTponb apXWBHOTO XpaHeHUs JiefT YpoBeHb
posIb ap P A Koy | C/03.7 P 7
(IOKYMEHTOB) KBa/MUKaLiH
OpruHan X 3auMCTBOBaHO U3 1418
opuryHasia
Koz PerucrpauyoHHbIl HOMep
OpUTMHAa npodeccroHabLHOTO
a cTaHjapra

TpyzoBble felcTBuUs

KoHTposb 3a cobroieHrneM TeXHOJIOTHM paboThl CHUCTeMbI aDXUBHOTO XpaHEeHUsI
Zien (IOKyMeHTOB) OpraHu3aLyu

KoHTposb 3a cobmoeHreM TpeOOBaHMM 110 COCTaB/IEHHIO U 0(hOPMIIEHUIO
apXMBHBIX YUETHBIX JJOKYMEHTOB OpraHM3al[ux




OnTumM3aLysi apXUBHOTO XpPaHeHHs el (JOKyMEeHTOB) OpraHu3aLiiu

KoHTposb 3a cobroieHreM TpaBU/l apXHMBHOTO XpaHeHus fiesT (JJOKYMeHTOB)
OpraHu3alnuu

KoHTpoJib 3a pa3paboTKOi 1 BHeIpeHHEM JIOKa/IbHBIX CUCTEM 3JIEKTPOHHOTO
JOKyMeHTO000pOTa OpraHU3aL{iy B YaCTH 3JIEKTPOHHOTO apX1Ba U
3/1eKTPOHHOI'0 apX1Ba OpPraHM3alvH, LieHTPa XpaHeHUs! 3/1IeKTPOHHBIX
JIOKyMEHTOB

KOHTPOJ'IB 3d 9KCHJIy&T&LIHEﬁ CHUCTEM 3J/IEKTPOHHOI'O ,E[OKy'MeHTOO60pOTa
OpraHr3alilMi B YdCTH 3JIEKTPDOHHOI'O apXKBA U 3JIEKTPOHHOI'O apXHWBd
OpraHv3alyy, LieHTPpa XpaHeHHW 3JIEKTPOHHBIX JOKYMEHTOB

Heobxogumble ymeHUsI

Ocy111ecTBIATh TIPOBEPKY COOJIIO/IeHHsT TeXHOIOT U PabOoThI C CUCTEMOM
apXWBHOTO XpaHeHus1 Jen (JOKyMEeHTOB) OpraHu3alyu

Ocy1iecTBAATh NPOBEPKY (aKTUUECKOT0 COCTOSIHUS JesiTeJIbHOCTH T10
OrnepaTUBHOMY M apXWBHOMY XPaHeHUIO ZieJl (OKYMEeHTOB) OpraHv3aliui,
37IEKTPOHHOT'O apXWBa OpraHU3allvY, LIeHTpa XpaHeH!s 3JIeKTPOHHBIX
JIOKyMEHTOB

BbisIB/ISTH HEUCTIOTb30BaHHbIE PECYPChI U BO3MOXXHOCTH /ISl OITUMU3aL[U1
apXWBHOT'O XpaHeHus Jen (JOKyMEeHTOB) OpraHu3aLyu

O1leHUBaTh MOJTyUYeHHYI0 HH(POPMALIUIO, BbISB/ISATb PUCKK apPXUBHOTO XPAHEHUS
Jiest (IOKyMeHTOB) OpraHU3ariuy

[IpencTaBAsTH OTUYETHI O COCTOSIHUU U IMHAMUKE [1eITeIbHOCTH 10 YIIpaBIeHUI0
apXWBHBIM XpaHeHUeM el (JOKYMEeHTOB) OpraHr3aliu, 3JIeKTPOHHBIM apXHUBOM
OpraHu3aLuy, LIeHTPOM XPaHeHHUs 3JIeKTPOHHBIX JOKYMEHTOB

Heobxoqumble 3HaHUs

HopmaTuBHbIe TipaBoBbIe akThl Poccuiickoit Pesepariy B 06/1acTH
[le7IoNpor3BOCTBA U apXUBHOIO JieJia

MeToarueckue 0OKYMeHThI B 00/1aCTH UCTIOb30BaHMUST apXUBHBIX e
(OKyMeHTOB)

HpaBHna COCTaBJ/IeHUd U O(i)OprIEHI/ISI JIOKA/IbHBIX HOPDMAdTUBHBIX dKTOB

[TpyHLMIIBI U METOABI aHaMM3a MoKas3aTesiel JesTeJlbHOCTU B cepe apXUBHOTO
XpaHeHwus fiesl (JOKyMeHTOB) OpraHv3alyy

[TpaBu/a 1 MeTO/ibl KOHTPOJISI B Cpepe apXHMBHOTO XpaHeHHs fief (JOKyMEeHTOB)
OpraHusalu

[TpaBua U MeTO/IbI 0OecTieueH|s] COXPAHHOCTH U UCTIO/Th30BAHMST apXUBHBIX
(hoH/10B, 5/IEKTPOHHOTO apXWBa OpPraHu3allvy, LieHTpa XpaHeHUsl 3/IeKTPOHHbBIX
JIOKyMEHTOB

[TporpammMHoe obecrieueHre B cdepe yIripaB/ieHUsi apXUBHOTO XPaHEHUSI JlefT
(IOKyMeHTOB) OpraHv3alyy, 3/1eKTPOHHBIM apXUBOM OpraHU3aljuy, LIeHTPOM
XpaHeHUs! 3JIEKTPOHHBIX JOKYMEHTOB

MeTogosorusi mpoBeZieHUs aHau3a 3p¢GeKTUBHOCTU yIpaB/ieHUs] CUCTEMOM
apXUBHOTO XpaHeHUs e/ (OKYMeHTOB) OpraHU3al[iH, 3/IeKTPOHHBIM apXHUBOM
OpraHu3alvu, LIEHTPOM XpaHeHUs 3/IeKTPOHHBIX JOKYMEHTOB

MeTozabl onipefenenusi 3¢(HeKTUBHOCTH Pa3BUTHsI CUCTEMbl aDXUBHOT'O XpaHeHUsI
Zlen (IOKyMeHTOB) OpraHU3aliu, 3/1IeKTPOHHOT'O0 apX1Ba OpraHu3aliuu, LieHTpa
XpaHeHUs! JIEKTPOHHBIX JOKYMEHTOB

Ocobble ycoBust OMyCKa K
pabore

Lpyrve xapakTepuCTUKA

3.3.4. TpypoBasi pyHKIMA




PerynupoBaHue ¥ KOHTPOJ/b (efiepabHbIX

N peruoHa/IbHBIX I'OCYyJAapCTBEHHBIX YpoBeHb
HaumeHoBaHue p yAap Kog C/04.7 P 7

MH(POPMAaLIMOHHBIX CUCTEM, PEeCTPOB U KBa/M(HKALH

0a3 JaHHBIX
ITpoucxosxaeHre 0600IIeHHOM 3aMMCTBOBaHO K13

P K . OpuruHan X 1418
TPYZAOBOU (HYHKIUU OpUrMHasma
Koz PerucrpauyoHHbIéi HOMep
OpUTHHa rpogeccroHaIbHOTO
a CTaHJapTa

TpyZoBbIe 1elCTBUS AHanu3 U OL|eHKa aKTya/IbHOCTH apXWBHOW JJOKYMEHTAL[UU U ee NaHHbIX [JIs

HaIllO/ITHEeHHA q)e,qepaanbe N pervOHa/IbHBIX I'OCYyAdPpCTBEHHBIX
I/IHCbOpMaLII/IOHHbIX CHUCTEM, peeCTpOB U 0a3 JaHHBIX

HanonHenue (efepanbHBIX U perMOHAIbHBIX TOCYAAPCTBEHHBIX
MHGOPMAIIMOHHBIX CUCTEM, peeCTpOB 1 06a3 JaHHBIX aKTya/bHOW apXUBHOMN
JIOKyMeHTalel 1 ee JaHHBIMU

KoHcynbTpoBaHue COTPYAHUKOB (efiepanbHbIX U PerMOHaIbHbIX
roCy/lapCTBeHHBIX UHPOPMAIIMOHHBIX CUCTEM, PeeCTPOB U 0a3 AaHHBIX T10
OLIeHKe Y Haro/JIHeHUIO aKTya/bHOW apXWBHOM JOKYMeHTAalLlel U ee JaHHbIMU

[ToaroTroBKa TEXHAYECKOTO 33/laHUsI HA MOAU(VKALIMIO apXUBHOM
JIOKyMeHTaLly COTIPOBOXKAAaeMbIX (hefiepajbHbIX U perMOHa/IbHbIX
rOCyZapCTBEeHHBIX MH(OPMAL[MOHHBIX CHCTEM, peecTpoB 1 6a3 JaHHbBIX

OrnpeziesieHre YPOBHS [I0CTYTa PyKOBOAUTe el CTPYKTYPHBIX MOApa3zesieHuil K
COTIPOBOXKZIEHUIO U Haro/IHeHUIO (hefiepaibHbIX U PerMOHATbHBIX
roCy/JapCTBEeHHBIX WH(POPMAIIMOHHBIX CUCTEM, PEeCTPOB M 0a3 JaHHBIX
aKTyasbHOM apXWBHOU JIOKYMeHTaluel U ee JaHHbIMU

CocraBneHue rpaduka o0yueHus: pyKOBOAUTEIEH CTPYKTYPHBIX MO/Ipa3ieeHui
pabore ¢ (egepanbHBEIMU U pETHOHATBHBIMU T'OCY/JapCTBEHHBIMU
MHGOPMALIMOHHBIMUA CUCTEMaMHU, peecTpaMu U 6a3amMu JJaHHBIX

Heobxomvmbie ymMeHUst [TpoBOAUTL aHAMU3 U OL|EHKY aKTyasbHOM apXUBHOU [JOKyMeHTaLuu AJisi
TpUMeHeHUst B MH(OPMAaIIMOHHBIX CHCTeMaxX, peecTpax 1 0a3ax JaHHBIX

CoBepI11eHCTBOBaTh MPOLIeCChl COMTPOBOJKAEHHUS U HallOJTHeHUs (eflepasibHbIX U
perroHabHBIX rOCYJApCTBEHHBIX MH(OPMALIMOHHBIX CCTEM, PeecTpoB U 6a3
JlaHHBIX

Vicnonb3oBaTh COBpEMEHHbIE MeTO/[bl 3alUThl HH(OPMALIMOHHBIX PeCypCOoB
(elepa/ibHBIX ¥ PerMOHA/IBHBIX [OCY/JapCTBEHHBIX MH(OPMALIMOHHBIX CUCTEM,
peecTpoB U 0a3 JaHHBIX OT HECAaHKIJMOHUPOBAHHOTO JI0CTYTIa

VcI10/1530BaTh COBPEMEHHBIE METO/IbI Pa00THI C JAHHBEIMU B (ejepalbHbIX 1
PerroHa/bHBIX rOCYJAPCTBeHHBIX MH(OPMAL[MOHHBIX CHCTEMaX, PeecTpax u
0a3ax JaHHBIX

Heobxoumble 3HaHUS HopmMmaTuBHbIe 1paBoBbie akThl Poccuiickoit @ezepariyi B 061acTu
JleJIONPOM3BO/ICTBA U apXUBHOIO JieJla

HopmMmaTuBHbIe rpaBoBbie akThl Poccuiickoit @efepariyi B 061acTu
rH(pOopMaLy, UTH(POPMALJMOHHBIX TEXHOJIOTUN Y 3allJUThl MTH(OPMaL1H,
uM@poBol TpaHCHopMaLUU

MeToiyecKuie JOKyMeHThbI B 00/1aCTH UCIIO/Ib30BaHMS apXUBHBIX el
(IOKyMeHTOB)

Me>xIyHapo/iHbIe U Hal[MOHAbHBIe CTaHAAPThI B 00/1aCcTh MHGMOPMAI[MOHHBIX
TeXHOJIOTUH

MexlyHapo/iHble ¥ Hal[MOHa/IbHble CTaHJAApThl, Criel(UKaALMU U TeEXHUYECKHe




oTueThl B cepe yrpaB/ieHus 3/1eKTPOHHBIM apXUBOM

[TepenoBoii 0TeueCTBEHHBIN U 3apyOeXKHBIN OIBIT U HayUHbIe Pa3paboTKH 10
MpeJJOTBPAI[eHUI0 U YCTPaHEHUIO MTOTEHI[HA/TbHBIX PUCKOB B cdepe yIipaB/ieHUs
3/IeKTPOHHBIM apXUBOM

Merto/ib1 1/1aHMPOBaHUS HaroJHeHUs! (efiepa/ibHbIX U PerMOHA/IbHBIX
roCy/JapCTBeHHbIX WH(POPMALIMOHHBIX CUCTEM, PeeCTpOB U 06a3 JaHHbIX

[TpUHLIUIIBI yueTa ¥ KOMIUIEKTOBaHUS ZieJl (J0KyMeHTOB) OrpPaHUYeHHOT 0
JocTtyna

ITporpaMMHO-TexHUUeCKast JOKYMeHTalsl, UHCTPYKLIUM U PYKOBOZCTBA I10
pabore ¢ (eepanbHBEIMUA U pETHOHABHBIMU T'OCY/JapCTBEHHBIMU
MHGOPMALIMOHHBIMUA CUCTEMaMH, peecTpaMu U Oa3amMu JJaHHBIX

[TporpammMHOe obecrieueHre B CUCTeMe 3/IEKTPOHHOTO apXHBa, LIeHTPa XpaHeHHst
3JIEKTPOHHBIX JIOKYMEHTOB ¥ WH(OPMALIMOHHBIX YCIyT

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepyuCTUKU

3.3.5. TpypoBas pyHKIUA

HaumeHoBaHue

IMpoucxosxaeHre 06001IeHHOM
TPYyZAOBOU HyHKIUH

H]IaHI/IpOBaHI/Ie U TIOCTPpOEHHE TIPpOLeCCOB
apXUBHOI'O XpaHeHUs, yuyeTa U YpoBeHb
P P 'Y Koa | C/05.7 P 7
WICTI0JTb30BaHUs Ziefl (JOKyMeHTOB) KBa/TMHKALIH
BPEeMEeHHOI'0 XpaHeHUs
3aMMCTBOBaHO U3
Opurusan X 1418
OpHUTrHHAIA
Kon PerucrpaliioHHbI HOMEp
OpHUTHHA npoheCCHOHAIEHOTO
a cTaHzapra

TpyoBbie felcTBUS

Pa3paboTKa cTpaTeruu U MoJMTUKU yTIpaB/ieHUs] apXUBHBIM XpaHeHHeM Jiel
(ZIOKyMEeHTOB) OpraHu3aLyu

OrnpefienieHrie IPUOPUTETHBIX HapaB/leHUM Pa3BUTHSI CUCTEMbI aDXUBHOTO
XpaHeHwus el (JOKYMEeHTOB) OpraHv3aluu

KoopavHatys pa3paboTky MH(OPMaI[MOHHO-CIIPaBOYHON CUCTEMbI apXUBHOTO
XpaHeHwus fies1 (JOKYMEeHTOB) U ee MCI0J/Ib30BaHus

KoopavHaiys rporjeccaMu COBepIIIeHCTBOBAHUSI CUCT@MbI aDXUBHOTO XPaHEHUsT
Zen (IOKyMeHTOB) OpraHu3aLyu

KoopayHauyst BHeipeHNs KHGOPMAaLIMOHHBIX TEXHOJIOTUM B CUCTEMY apXUBHOI'O
XpaHeHwus fiesl (JOKyMeHTOB) OpraHv3alyy

Heobxomvmbie ymMeHUst

[TpoBOUTH aHa/IN3, KOHTPOJIb U OL|eHKY M3MeHeHU! B YIIpaB/eHUH XpaHeHHeM
apXUBHBIX (DOH/IOB

MoudbuipoBaTh CUCTEMbl aDXUBHOTO XpaHeHus el (J0KyMeHTOB)

HWcnosib30BaTh Tiepe/joBoi 0TeueCTBeHHbIN U MeXKYHapOJHbIN OTbIT B chepe
apXWBHOT'O XpaHeHus Jen (JOKyMEHTOB)

BbISIB/IATE 1 MUHUMU3UPOBATh PUCKHU B Cpepe apXHMBHOT'O XpaHeHUs fiesl
(IOKyMeHTOB)

KnaccuduimpoBats MHPOpMaLMio B cepe apXHMBHOTO XpaHeHHs el
(OKyMEHTOB)

Pa3pa6aTbIBaTb I/IHCI)OpMa]_[I/IOHHO—CHpaBO‘—IHBIe CHCTeMBI U 0as3bl JddHHBIX B Cd)epe




apXMBHOTO XpaHeHus JieN1 (JOKYMEeHTOB)

Heobxoaumble 3HaHUS

HopMaTuBHbBIe 1TpaBoBbIe akThl Poccuiickoit ®ezepariyi B 061acTu
JleJIONPOM3BO/ICTBA U aDXUBHOTO Jieia

MeToryecKre JOKyMeHThI B 00/1aCTH UCTIO/Tb30BAHMST apXUBHBIX el
(IOKyMeHTOB)

Metoryeckre JOKYMEHThI M HallMOHA/IbHbIE CTaH[apThl B 00/1aCTH
WCIT0/1b30BaHMsI aPXUBHBIX JieJl (JOKYyMEeHTOB)

[TepesoBast oTeueCTBeHHasl ¥ MeXXlyHapO/iHasl TPaKTHKa OpraHu3aliiy yJerTa,
XpaHeHHs1, UCI10/Ib30BaHUs Y YHUUTOKeHHSI apXUBHBIX (POH/I0B

TpeboBaHusi 1 HOPMBI B 00/1aCTH aDXUBHOTO XpaHeHUs el (JOKyMeHTOB), yyeTa
Y MCTI0/Ib30BaHUA Jies1 (JJOKYMEeHTOB) BDEMEHHOI0 XpaHeH!sI

®OopMbI ¥ METOZIBI KOHTPOJISI COOUTIO/IeHHsT TpeOOBaHUH ¥ HOPM B 00/1aCTH
apXUBHOTO XpaHeHus e/l (OKYMeHTOB), yueTa U UCTI0/Ib30BaHus fiefl
(IOKyMeHTOB)

MeTo/p! aHamu3a 3PeKTUBHOCTH CUCTEMbl apXUBHOTO XPaHEHUs fiefl
(IOKyMeHTOB), yuyeTa 1 UCTIO0Ib30BaHus e/ (JOKYMEHTOB)

MeTo/ibI M/IaHMPOBAHUSI Pa3BUTHS CUCTEMbI apXHMBHOT'O XpaHeHUs fiest
(IOKyMeHTOB) Ha OCHOBe pe3yJ/IbTaToB aHasn3a 3¢(heKTUBHOCTU 3/IeKTPOHHOTO
apXvBa, LIeHTPA XpaHeHUs 3/IeKTPOHHBIX JJOKYMEHTOB 1 MH(OPMALMOHHBIX

yCIIyT

MeTo/10/10THs1 TOCTPOEHUST HH(POPMAI[MOHHBIX CUCTeM U 0a3 JJaHHBIX
3/IeKTPOHHOT'0 apXUBa, LieHTpa XpaHeHHs 37IeKTPOHHBIX JOKYyMEHTOB

Merto/ibl aHa/IM3a NoOKa3arTesei JesaTelbHOCTHA OpraHU3aly 10 BONpocaM
3¢ ($eKTHBHOCTH CUCTEeMbI apXUBHOI'O XpaHeHUs! Jief (JOKyMeHTOB)

TexHosiorum u METO/bI YTIPABJ/IEHWA IMTE€PCOHA/IOM OPraHU3aliiU

Oco0bble yc/ioBUs JOTTyCKa K
pabote

[pyrue xapakTepucTUKU

3.3.6. TpypoBas ¢pyHKIus

OpranHu3sanus U COrpOBOK/eHHe
o YpoBeHb
HaumeHoBaHue [iesITe/IbHOCTU 3KCIIePTHO-TIPOBEPOYHOU Kog, C/06.7 7
KBa/mMuKaum

KOMHCCHHU

IMpoucxosxzerre 06001IeHHOH 3alMCTBOBaHO 13
P A . OpuruHan X 1418
TPYZAOBO# GQYHKLMH OpHUrHHajAa
Kon PerucTpaijioHHbIi HOMep
OpUTHHA NpodeCcCHOHaTLHOTO
a CTaHzapTa

TpyzoBbIe elCTBUSA

KoopauHaiyst pa3paboTKH JIOKa/TbHBIX HOPMaTUBHBIX aKTOB OpPTraHU3al[uy 00
9KCIIepTHO-NPOBEPOUYHON KOMUCCUU

[puBneueHue K paboTe B KCIIEPTHO-TIPOBEPOYHON KOMUCCHU B KauecTBe
5KCIepTOB U KOHCYJIbTAHTOB CIeLJMaIMCTOB OpraHu3alyii u (esepanbHOTo
OpraHa, peryJiMpyolero apXuBHYy0 AeITe/TlbHOCTb

KoopayHaiys oiroTOBKK He0OXOAUMbBIX JOKYMEHTOB /IJIsl YJIeHOB 3KCITEPTHO-
TPOBEPOUHOUN KOMHUCCHH, SKCTIEPTOB U KOHCY/IbTaHTOB

PaccMoTpeHre HayuHO-MeTOJUUeCKUX U TIPAKTUYeCKHUX BOTIPOCOB ZIeSTe/TbHOCTH
9KCIIePTHO-TIPOBEPOYHON KOMUCCHH OpTraHU3aLin




KOHTpO/Ib BHITIO/THEHUSI pellleHnid SKCIIePTHO-IIPOBEPOYHON KOMUCCUU

KoHTpo/b HarpaB/ieHus peliieHni YKCTIepTHO-POBEPOYHON KOMUCCUU
HWCTOYHMKAM KoMIIeKToBaHUsI ApxuBHOro ¢oHa Poccutickoit defepaiiyu

Opranu3anys MeTojuuecKoi MOMOIIU Mpefice/jaTeso U YieHaM IKCIIePTHO-
TPOBEPOUYHOM KOMUCCHY OpPTraHU3aLuu

Heobxomvmbie ymMeHUst PaspabaTbiBaTh 1 000CHOBBIBAThH MPOEKTHI JIOKATBHBIX HOPMATHUBHBIX aKTOB 00
5KCIIepPTHO-MPOBEPOUYHON KOMHUCCHUW OPraHr3aliu U ee pelleHui

ITpoBOAMTE 3acesjaHus SKCIIEPTHO-IIPOBEPOYHON KOMUCCHN

[TpoBOAUTL aHAMM3 U OL|EHKY PeKOMeH/aLMHY 10 BOIpocaM JeTe/lbHOCTH
9KCIepTHO-MPOBEPOUHON KOMHUCCHUW OpraHr3aluu

Heobxogumble 3HaHUS HopMaTtuBHbIe 1paBoBbie akThl Poccuiickoit @ezeparyi B 061acTu
JleJIONPOM3BO/ICTBA U apXUBHOIO JieJia

METO,I[I/IIIECKI/IE JOKYMEHTHBI M HallMOHA/IbHbIE CTaHAAPTHI 10 BOIIPOCaM
AEJIOTIPOU3BOACTBa U dADXHUBHOI'O JieJid

[TepenoBasi oTeueCTBeHHast U MeX/lyHapO/AHasi MPaKTHUKa OpraHu3aluu
ZleJIONPOM3BO/ICTBA U a@DXUBHOTO XpaHeHHsI B OPraHU3aLysax

[TpaBuia ¥ MeTO/bI KOHTPOJIS 1esITe/IbHOCTH 3KCIIePTHO-TIPOBEPOUHOU
KOMHMCCHM B OpraHv3alyu

[TpaBua ¥ MeTO/ibl KOHTPOJISI BBITIOJTHEHHS] PelleHri SKCIIepTHO-TIPOBEPOYHOM
KOMMCCUM B OpraHu3aLiiu

Oco0bble yc/ioBUs JOITyCKa K
pabote

[pyrue xapakTepucTHUKU

IV. CBEAEHI/IH 00 Opra"Hm3anuAax — pa3pa60Tunax l'lpOCl)ECCPlOHaJIbHOI‘O CTaHAAQPTAa

4.1. OTBeTCTBeHHAs! OpPraHu3anuA-pa3padoTUuK

HIT «HatmoHanpHast accoLuariysi OPUCHBIX CIeLUaMCTOB M aJMUHHUCTPAaTUBHBIX PaOOTHUKOBY», ropo, MockBa
JvpekTop XmocHesa JIrogmuia [letpoBHa

4.2. HanMeHOBaHMsA OpraHU3anui-pa3padoTunKkoB

—_

«["a3npombank» (AQ), ropog MockBa

N

O61epoccuiickas obijecTBeHHasi opraHu3aiys «Poccriickoe o0IleCTBO UCTOPUKOB-apXUBUCTOB», TOPO/I
MocksBa

OO0 «I"a3ripom KoMIieKTaLusi, ropod, Mocksa

00O «OCI" Pekoppg3 MenexmeHT LleHTp», ropos, Mocksa

OOO «lleHTp 3KCIIepTH3bI U cepTU(UKaLK», Topos MockBa

000 «3kcmobaHk», ropos MockBa

®I'BOY BO «Poccuiickuii rocyZiapCTBeHHbINM I'YMaHUTapHbIN YHUBEPCUTET», ropo, MockBa

I[N |(UI|B~|W

®I'BIIOY «Komnemx MU Poccuny», ropos Mocksa




