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MWHUCTEPCTBO TPYOA U COLIMANTbHOW 3ALLUT bl POCCUANCKOW ®EOQEPALIMA
NMPUKA3
ot 18 mapTta 2021 roga N 140H

006 yTBepxxaeHnu npocdpeccnoHanbHoro craHgapta "CneuymnanucT apxmea”

B cooteBerctBuM Cc nyHkTom 16 [lpaBun pas3paboTkm ©  yTBEPXKOEHMS MpodecCUMoHanbHbiX CTaHO4apToB,
yTBEPXOEHHbIX nocTaHoBrneHnem [lpaButenbctBa Poccuiickon ®epepauum ot 22 guBapsa 2013 . N 23 (Cobpanne
3akoHogaTenbcTBa Poccuickon ®egepauun, 2013, N 4, ¢1.293; 2014, N 39, ¢1.5266),

npuKasbIBato:
1. YTBepauTb Npunaraembin npodeccmnoHanbHbin cTaHgapT "CrneynanncT apxvea”.

2. HacTosilumn npukas Bctynaet B cuny ¢ 1 ceHtabpsa 2021 r. n gencteyeT Ao 1 ceHTabpsa 2027 r.

MuHucTp
A.O.KoTskoB
3apernctpupoBaHo
B MuHMcTepcTBE I0CTUL MM
Poccwuitckon ®enepaumm
21 anpens 2021 roga,
permcTpaunoHHbii N 63193
YTBEP>XIEH

npukazom MuHucTepcTea
Tpyda v coumnanbHOM 3allnThbl
Poccuitckon ®enepaunm
ot 18 mapta 2021 roga N 140H

NMPO®ECCUOHATIbHbIU CTAHOAPT
Cneumanuct apxmBa

1418
PerncTtpauunoHHbI Homep

CopepxaHune

|. Obwme cBegeHus

[1. OnucaHue TpyooBbIX (OYHKUWUIA, BXOOSAWMX B MNPOdECCUOHanbHbIM CTaHOApT ((YHKUMOHanNbHasi kapTa Buaa
npodeccuoHansHoOM AeaTenbHOCTH)

[1l. XapakrepurcTurka 0606LLEHHbIX TPYAO0BbLIX (OYHKLNN

3.1. O6o6LeHHaa TpygoBas yHKuus "XpaHeHue, KOMMIeKToBaHue, YYeT M UCMNoNb3oBaHve Aen (OOKyMEHTOB)

MC «TexakcnepT: 6 nokoneHve» VHTpaHeT



06 yBepXaeHWM NpodheccuoHarnbHoro ctaHaapTa "Cneuvanvct apxviea” CipaHuua 2
lpuka3 MuHmpyda Poccuu om 18.03.2021 N 140+

apxva"
3.2. ObobLieHHas TpyaoBas dyHkumMaA "PykoBOACTBO nogpasgeneHnem apxvsa”

3.3. ObobLieHHas Tpyaosas dyHKLMSA "PyKOBOACTBO NPOLLECCOM apXMBHOIO XpaHeHus aen (4OKyMmeHToB)"

IV. CBeageHus 06 opraHmsaumsx - paspaboTymkax npodeccmoHanbHOro ctaHaapTa

l. Obwme cBepeHUus

YnpasneHve JOKYMEHTaMM apxviBa opraHu3aumi Jito0bix opraHM3auoHHO- 07.012
npaBoBbIX hopM
(HanmeHoBaHWe BMAa NPodECCUOHANbHOM AEATENBHOCTH) Kog

OcHoBHas Lerb Braa NpogeccroHanbHoON AesTernbHOCTHU:

Ob6ecnedeHne 3OEKTMBHOTO YNpaBreHns apXVBHbIMW AenaMun (GOKyMeHTamu); BHEAPEeHVEe MyYluMX TeXHUYEeCKUX
pa3paboToK 1 HOBEMLLMX TEXHONOrMin B obecneveHre adhdeKkTBHOrO ynpasrneHs apxvBHbiMy (genammn) oKy MeHTamm

'pynna 3aHATUiA:

1213 PykoBogutenu B obnacTtu onpegenexus 2621 CreumnanncTbl apxMBoB 1 My3eeB
NONMUTUKN N MaHNPOBaHNS OEATENbHOCTH
3343 AOMWUHUCTPATUBHBIN Y UHOW UCTIONHUTENbLHbIN | - -
CcpefHeTEXHNYECKUIA NepcoHan
(kog OK31) (HaumeHoBaHuWe) (kog OK3) (HaumeHoBaHuWe)

1 OBLLEPOCCUNCKMI KnaccuguKkaTop 3aHSATUIA.

OTtHeceHue K BWOAM 3KOHOMUYECKOWN AEATENBHOCTMU:

|91 .01 |,£les=|Tean00Tb OnbnmnoTek n apxmeBoB
(kog OKB3 2) (HaumeHoBaHVe BMOA 9KOHOMUYECKON OEATENbHOCTN)

200wWwepoccunckmin knaccmdmkaTop BMOOB 3KOHOMUYECKON AEATENBHOCTW.

Il. Onucanme TpyAoBbIX (pyHKLUN, BXOAALWMX B NpocheccuoHanbHbI cTaHaapT (pyHKUMOHanbLHas
KapTa Buga npodeccuoHanbHoOn AeATeNbHOCTHN)

O60o06LLEeHHbIe TPyAOoBbIEe (DyHKLMN TpyaoBble dyHKLUM
Ko HanMeHoBaHve ypOBEHb HavMeHoBaHne koa ypOoBeHb
kBanmdw- (nogypoBeHb)
Kaumu kBanudmka-
uum
A XpaHeHwe, 5 OpraHusaums NoCTOAHHOIO A01.5 5
KOMMMEeKToBaHue, y4YeT u XpaHeHVs apxXvBHbIX gen
(ookymeHTOB)
ncnonb3oBaHve Jern KomnnekroBaHve apxvuBHbIMU A02.5 5
(BokymeHTOB) apxvBa aenamu (JOKyMeHTamu) apxvsa
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YyeT apxvBHbIX Aen (A0KYMEHTOB) AJ03.5 5
OpraHusaums ncnonb3oBaHust A/04.5 5
apXVBHbIX Aen (A40KYMEHTOB)

XpaHeHue, KOMMNMEeKTOBaHME, yYeT n AJ05.5 5

ncnonb3oBaHue gen (4OKyMEHTOB)
BPEMEHHOIO XpaHeHUst

B PykoBoacTso 6 PykoBOACTBO AEATENBbHOCTBIO MO B/01.6 6
nogpasgeneHnem apxmea apXVBHOMY XpaHEHWIO AEen
(DOKYMEHTOB), YYETY 1
NCMNOMb30BaHUIO Aen (4OKYMEHTOB)
B OopraHusaumm

OpraHuzaumns paspaboTku B/02.6 6
roKarbHbIX HOPMAaTUBHbBIX aKTOB U
METOAUYECKUX JOKYMEHTOB MO
XPaHEHWIO, KOMMIIEKTOBAHUIO, YYeTy
1 UCMONb30BaHMI0 apXVBHbIX Aen

(ookymeHTOB)

MocTpoeHne CUCTEMbI apXIBHOIO B/03.6 6
XpaHeHusi gen (4OKyMEeHTOB) B

opraHusauum

KoHTponb ¢yHKUNOHMPOBaHMSA B/04.6 6

CHCTEMbI apXVBHOIO XpaHeHus! aen
(ookymeHTOB) B opraHusauum

CoBepLueHCTBOBaHUE CUCTEMbI B/05.6 6
apXMBHOTO XpaHeHust aen
(DOKyMeEHTOB), y4eTa u
ncnonb3oBaHuns gen (4OKyMEHTOB)
BPEMEHHOIO XpaHeHus! B
opraHvsauum

BHeapeHue cucTembl 311EKTPOHHOMO B/06.6 6
apx1Ba opraHvsauunm

ConpoBoxaeHune 0enaTenbHOCTH B/07.6 6
9KCMEPTHON KOMMCCUM OpraHmn3aLnm

C PykoBogcTBo npoueccom 7 CospaHne egmHoOM cnucTemMbl C/01.7 7
ApPXMBHOIO XpaHeHWs en apXVBHOIO XpaHeHNs OEen
(OokymeHTOB) (ooKymeHTOB)

Ynpaenenne paspaboTkon C/02.7 7
NoKanbHbIX HOPMAaTUBHbLIX aKTOB
MPOLLECCOB aPXMBHOIO XpaHeHWs!
aen (QOKyMeHTOB)

KoHTponb apXMBHOrO XpaHeHWs 4er C/03.7 7
(ooKymeHTOB)

PerynupoBaHue 1 KOHTpOsb C/04.7 7
hefepasnbHbIX U pervioHanbHbIX

rocy4apCTBEHHbIX

NHOPMALMOHHBIX CUCTEM,
peecTpoB 1 6a3 AaHHbIX

[MnaHupoBaHMe 1 NOCTpoeHne C/05.7 7
NPOLECCOB apXMBHOMO XpaHEHUs!,
yyeTa 1 Ucrnonb3oBaHus aen
(DOKYMEHTOB) BPEMEHHOTIO
XpaHeHWs!

OpraHusauuns n conpoBoXaeHne C/06.7 7
AesaTenbHOCTUN 3KCNePTHO-
NMPOBEPOYHON KOMUCCUM

lll. XapakTepucTtuka 06006LLEeHHbIX TPYAOBbIX (PYHKLUN
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3.1. O606wWweHHas TpyaoBas yHKLUSA

HavnmeHoBaHue XpaHeHune, KOMMNEKToBaHWe, y4eT U1 Kon A | YpoBeHb KBanudukaLmm 5
ucnonb3oBaHue Aen (4OoKyMEHTOB) apxvBa

MpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
06006LLIEHHON opurmHana
TPy£oBoON pyHKUMM Kog PernctpaunoHHbIn
opuvruHana Homep
npodeccrnoHanbHOro
cTaHgapTa

Bo3moXxHble HanmMeHoBaHUSA CneunanncT apxvBa
OOSMKHOCTEN, npodheccui

TpeboaHus k obpasoBaHuio 1 | CpegHee npodeccroHanbHoe 06pa3oBaHme - NPorpamMMbl MOArOTOBKU CNeLManvMcToB
0By4YeHMto CPeLHero 3BeHa

unu

CpepnHee npodeccroHanbHoe obpasoBaHue (He NpodunbHOE) - NporpaMMbl NOArOTOBKA
CneumnanucToB cpedHero 3BeHa 1 AoNoNHUTENbHOE NpodeccuoHanbHoe obpasoBaHue -
nporpamMmbl NpogeccroHansHON NepenoaroToBKM Mo NPOUN0 AeATeNbHOCTU
TpeboBaHus K onbITy -
npakTudeckon paboTbl
Ocobble ycnosusi gonycka k| lMpoxoxaeHne obyveHns mepam noxapHow 6e3onacHOCTH:
paboTte

MpoxoxxaeHne obyYeHVst U NPOBEPKM 3HaHUI TPeboBaHWIA oxpaHbl Tpyaa 4

[pyrvie xapakrepucTukm -

zMocTaHoBneHve lMpaButenbcTtBa Poccuiickon Pepepauum oT 16 ceHTsabpa 2020 . N 1479 "O6 yTBepxaeHUM

MpaBun npoTtmBonoxapHoro pexuma B Poccuiickon ®epepaunmn” (CobpaHve 3akoHogaTenbcTBa Poccuickon
®epnepaumu, 2020, N 39, cT1.6056).

4MNoctaHoBneHne MuHtpyaga Poccun, MuHobpasosaHusi Poccum ot 13 sHBaps 2003 r. N 1/29 "lMopsigok obyyeHus no

oxpaHe Tpy4a W NPoBEPKN 3HaHUI TpeboBaHWI oxpaHbl Tpyaa paboTHUKOB opraHusaumin” (3apermctTpmpoBaHo MuHIOCTOM
Poccun 12 cespans 2003 r., pernctpaumoHHbin N 4209), ¢ nsmeHeHnsiMu, BHECEHHbIMU npuka3om MuHTpyoa Poccuu,
MuHoGpHaykn Poccum ot 30 Hosiopsi 2016 N 697H/1490 (3apeructpupoBaH MuHiocTom Poccum 16 pekabpsi 2016 r.,
peructpaunoHHbin N 44767).

JononHuTenbHble XapaKTepUcTUKN

HavmeHoBaHve JokymMeHTa Kog HaumveHoBaHne 6a30BoW rpynmnbl, AOMKHOCTY (Npodieccum)
Unu cneumnanbHoCTH

OK3 3343 AOMVUHUCTPATUBHBIA 1 MHON UCMOSNTHUTENbHbIN
cpegHeTEXHNYECKUI NepcoHarn

EKC - ApxBuCT

OKIMATPs 20193 ApxusucT

26541 Cneunanuct

OKCOs 7.46.02.01 [okymeHTaunoHHoe obecneveHre ynpaBrieHns 1

apxvBoBefeHue

5 ObLepoccuiickuii knaccudmkaTop npodeccuii paboumx, JOMMKHOCTEN CYyXaLLmX U TapndHbIX paspsaoB.

& OBbLLepoccuMnckni KnaccmudmkaTop cneLmanbHOCTEN No 06pa3oBaHmio.
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3.1.1. TpynoBas pyHKuUs

HavmeHoBaHve OpraHusaums NOCTOSAHHOTO XpaHEeHNs Kog A/01.5 YpoBeHb 5
apXVBHbIX Aen (4OKYMEHTOB) (nogypoBeHb)
KBanudukaumm
lMpovcxoxaeHue OpuruHan X  |3aumcTBOBaHO M3
TPYAOBOWN (PyHKL MM opuryHana
Kopn PerncTpauuvoHHbin
opurMHana HoMep
npodeccrnoHanbHOro
cTaHgapTa

TpynoBble OenNCTBUSA

OnpenerneHne cxembl knaccudukaumm apxXvBHbIX 4eM (ZOKYMEHTOB) AN NMOCTOSIHHOIO
XpaHeHwus!

OnpegeneHvie cxeMbl cucTeMaTmaummn apxvMBHbIX Aen (JOKYMEHTOB) Npu NOCTOAHHOM
XpaHeHWN Ha OCHOBE BbIGpPaHHOW CXeMbl Knaccudukalmm

I'Iposep,eHme 9KCNepTu3bl LEHHOCTU OOKYMEHTOB, NOCTYNakLWKMX Ha apxmBHOe XpaHeHne

PasmeLlleHne apxMBHbIX 4eNn (JOKYMEHTOB) B apXMBHbIX XPAHUITMLLLAX B COOTBETCTBUM C
BblOpaHHOM CxeMon Knaccudukaumm n cuctematumsanmm gen (GOKyMeHTOB)

CospgaHue u obecneyeHne peXxnmMmoB NOCTOAHHOIO XpaHEeHUA apXMBHbIX Aen (,D,OKYMeHTOB)

MpoBepka HanuuKsl M COCTOSIHUS apXBHbLIX Aenn (AOKYMEHTOB) Ha CTafAWmM NOCTOSIHHOIO
XpaHeHus!

BbisiBNeHne v y4eT apxMBHbIX 4en (4OKYMEHTOB), TPeOyOLLMX pecTaBpaLioOHHOMN,
KOHCEepBaLMOHHO-NPOUNAKTUYECKOM 1 TEXHNYECKO 06paboTku

MoproToBka ycrnoBuin Anst obecneyeHns CoxXpaHHOCTM apXUBHbIX Aen (4OKyMEHTOB) B
0COObIi NEPUOA Y YPE3BbIYaNHBIX CUTYaLUAX

OcyLecTBNEHNE KOHTPONS ABWKEHUSI apXVBHbIX Aen (OOKYMEHTOB) M UX (pr3n4ecKoro
COCTOSIHUSA

MoaroToBka apXMBHbIX AeN (4OKYMEHTOB) AN Nepegayn Ha ayTCOPCUMHIOBOE MINW BHELLHEe
XpaHeHve

3akas, nepenaya gen (4OKYMEHTOB) Ha ayTCOPCUHI Ui BHELLHEE XpaHeHue

Heobxoammble yMeHus

CuvctemaTtusmpoBaTh gena (4OKyMEHTbI)

Pasmewatb apxvBHbIe aerna (D.OKyMeHTbI) Ha MeCTax XpaHeHUA B COOTBETCTBUM C
HOpMaTuBHbIMU Tpe6OBaHI/IF|MVI B obnacTtu apXMBHOro Aena un ynpasneHna oKy MeHTaMun

ObecneymBaTb HOPMATMBHbIE PEXMMbI XPaHEHNS apXMBHbIX AerN (4OKYMEHTOB) Ha NiobbIx
HOCUTENSIX

npOBO,D,I/ITb NPOBEPKY MOJIHOTblI COCTaBa apXMBHbIX AOKYMEHTOB B eANHNLIaX XpaHEeHNA

MpoBoauUTL onvcaHne apXMBHbLIX Aen (J0KYyMEHTOB)

CocTaBnsitb CnpaBO4HO-NOUCKOBbIE CpeACcTBa K apXMBHbIM AelamM (p,OKyMeHTaM)

BecTu yyeT 1 KOHTPOrb Bbladuu apXvBHbIX Aen (JOKYMEHTOB) U3 apXMBOXpaHUMMLLA U X
BO3BpaTa

BecTu yyeT n koHTpOmnb nepegaym gen (4OKYMEHTOB) Ha ayTCOPCUHI Ui BHELLHEE
XpaHeHve 1 npvemMa gen ¢ ayTCOPCUHra v BHELLHEro XpaHeHus

MpoBOAWTL NOMMUCTHYH NPOBEPKY (OM3NYECKOrO COCTOSHMSA Aen (40KyMEHTOB)

PasbicknBaTb HeoBHapy»KeHHble Aena (4oKyMeHTbI)

Heobxoanmble 3HaHus

HopmaTumBHLIe npaBoBLle akTbl Poccuiickon ®enepauunm B obnacTn apxMBHOro gena u
yNpaBneHnst AOKy MEHTaMu

HopmaTturBHble npaBoBble akTbl Poccunckon degepaumm B 06rnacty nHgopmamu,
VHAOPMALMOHHBIX TEXHONOMUIA, 3aLmThl MHdOPMaLIMN Y NEPCOHAaNbHbLIX AaHHbIX, LUKPOBOT
TpaHcdopmaLmm

HopmaTtuBHble npaBoBble akTbl Poccunckon degepaumm B 06m1acty KOHOMOEHUNANBHOCTU
MHpopmaLmm
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JlokanbHble HOpMaTVBHbIE aKTbl OpraHu3auuy B obnacTtun obecneyveHnsi CoxpaHHOCTM aen
(ooKkymeHTOB)

Ycnosusa cocTaBneHus 00roesopoB Ha peanun3auuio ycnyr aytCopCUHrosoro muim NHoro
BHeELLHero xpaHeHus

MobunusaumoHHbIe NaHbl apXvBa, NinaHbl 3Bakyaummn gen (4OoKyMeHTOoB)

MpaBvna xpaHeHns gen (4OKYMEHTOB) B COOTBETCTBMU C MX TUNaMm

Mopsiook hopMMpPOBaHUSA JOKYMEHTOB B KOMMIEKTbI, rPYbl, TUMbI

Cpoku BbINONHEHUS paboT

TpeboBaHWsA K yCTaHOBIIEHHLIM HOPMaM BbIpaboTKM

TpeboBaHusa oxpaHbl Tpyaa

[pyrve xapaKTepucTukm

3.1.2. TpynoBasa pyHKUUsA

HavmeHoBaHve KomnnekroBaHue apxMBHbLIMK Aeramu Koa A02.5 YpoBeHb 5

(BokymeHTamMun) apxviea (nooypoBeHb)

KBanudgukauum

MpovncxoxaeHne
TPy£oBON PyHKUMM

OpvirnHan X | 3aMmcTBOBaHO 13

opurmHana

Kopn, PerncTpauunoHHbIn
opvrmHana HOMeEp
npodeccroHansHoro
CcTaHgapTa

TpyooBble oencTeuns

BegeHne cnmncka NCTOYHMKOB KOMMIEKTOBAHUSA apxmBa

OCyUJ,eCTBJ'IeHVIe paGOTbI No BbIABITIEHNIO HOBbIX NICTOYHUKOB KOMIMJTEKTOBAHUA apxuBa

WckntoueHne OpFaHMSaLlMVI, CbI/I3VI'~IeCKVIX 1Ml U3 cnnucka NCTOYHUKOB KOMIMJITEKTOBAHUA
apxuBa BCrnencTeue npekpaweHna neaternibHoOCT Unm oTtCyTcTeBmA LLEHHOCTU

KoHcynbTrpoBaHve paboTHUKOB UCTOYHMKOB (DOPMUPOBaHUSI apXMBOB MO BOMpPOCcaM
XpaHeHus aen (4OKyMEeHTOB)

OCyUJ,eCTBJ'IeHVIe 3KCNepTu3bl LEHHOCTU Pa3findHbIX TUMNOB U BUOOB OOKYMEHTOB

MacnopTu3aLms apx1mea opraHu3aLum

Mprem apxmBHbIX Aen (QOKYMEHTOB) Ha pa3nnYHbIX HOCUTENSIX HA MOCTOSIHHOE XpaHeHWe

Heobxogumbie ymeHus

PaboTtaTb C UICTOYHUKAMWN KOMMIIEKTOBAHMS apx1Ba

MpyHMMaTh apxvBHbIe Aena (OKYMEHTbI) Ha MOCTOSIHHOE Uy SONroBPEMEHHOE
XpaHeHue

CO3,D,aBaTb apxmB opraHn3auun - ICTOYHMKa KOMMJ1EKTOBaHUA rocyaapCTBEHHOro 1in
MyHULMNAanbHOro apxmea

CosfnaBaTth apxvB OpraHu3aLun, He ABMNSIOLLMIACA NCTOYHUKOM KOMMMEKTOBaHUS
rocy4apCTBEHHOIO UMy MyHULIUNANbHOIO apxuBa

npOBO,D,I/ITb nacnopTun3auunio apxmea opraHmsauumm

MpyHUMaTL apXBHbIE Aena (AOKYMEHTbI) Ha NOCTOSIHHOE U AONTOBPEMEHHOE XpaHeHue

CocTaBnsitb CnpaBO4HO-NMOUCKOBbIE CpeaCcTBa K apXMBHbIM AenamMm (AOKyMeHTaM)

npOBO,EI,VITb 9KCNepTn3y LUEeHHOCTU pa3findyHbIX TUMNOB N BUAOB JOKYMEHTOB B
COOTBETCTBUN C BHYTPEHHUMU pernameHTamMn opraHusalnm

MpuMeHsTL B paboTe pekomMeHaaLUnmn KCNepPTHO-NPOBEPOYHON KOMUCCUMN UM SKCTIEPTHOM
KOMMWCCUWN OpraHu3aLmm

Monb3oBaTbCst aBTOMATU3NPOBAHHBIMM CUCTEMAMW PEFMCTPaALUM YYETA, KOHTPOIS 1
MHPOPMALIMOHHO-CMIPaBOYHBIMM CUCTEMAMM JOKYMEHTUPOBaHHBIX Chep AEATENBHOCTM
opraHusaLum

MpUMeHATL NepeyHn ¢ YKa3aHnemM CpPOKOB XpaHEeHUA Oen (AOKyMeHTOB)

CobntogaTb HOpMaTUBHbIE CPOKM XpaHEHUs Aen ([OKYMEHTOB)
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Bectu y4eT UCTOYHMKOB KOMIMJTEKTOBAHUA apxuBa

MpoBoAUTL 3KCMEPTU3Y LIEHHOCTU Aen (AOKYMEHTOB) pa3nnyHbIX TUMOB 1 BUOOB

Mcnonb3oBaTb NepenoBort OTEYECTBEHHbIN U 3apyBeXHbIN ONbIT MO KOMMMEKTOBAHUIO
apxuBa genamm (4OKyMeHTamm) NOCTOSHHOIO M AONTOBPEMEHHOIO XpaHeHWs!

Mcnonb3oBaTb COBpeMeHHble aBTOMATU3MPOBaHHbIE, NHAOPMALIMOHHbIE U
TeNnekoMMYHVKaLVOHHbIE TEXHOOrMM JOKYMEHTUPOBAHHbLIX cdep AesTeNnbHOCTH
opraHvsauum

SaU.LI/IU.laTb I/IHq)OpMaLlI/IOHHbIe pecypcbl apxBa OT HECaHKUMOHMPOBAHHOIO A0CTyna

Heobxoaunmble 3HaHWS

HopmatumBHble npaBoBLle akTbl Poccuiickon ®eaepaunm B obractu 4enonponssonctsa 1
apxvMBHOro gena

HayuHo-MeToguyeckme KpuUTepumn aKCnepTm3bl LIEHHOCTU PasnuYHbIX TUMOB Y BUOOB OEn
(ookymeHTOB)

MpakTuka aKCnepTm3bl LLEHHOCTW PasfiMdHbIX TUMOB U BUOOB OeS (AOKYMGHTOB)

MpakTuka opraHn3aLum - UICTOYHMKA KOMMNSEKTOBaHMS apxuBa

I'IpaK'rMKa OEeATENbHOCTU OpraHn3auunmn, He SABMAIOLLENCS NCTOYHMKOM KOMMSIEKTOBAHUSA
rocygapCTBEeHHOro Unn MmyHuulmnanbHOro apxmea

TeopeTquCKme N MeToan4yeckme acnekTbl KOMMIeKToBaHUA 1N SKCNepTu3bl LLEHHOCTU
BCeX BMAOB AOKYMEHTOB

Buapl, pasHoBMOHOCTY 1 dhopMaTbl BCEX BUAOB OOKYMEHTOB

PelueHnsa akcnepTHOM KOMUCCUM OpraHM3aLmm

PekomeHaaLum akcnepTHO-NPOBEPOYHON KOMUCCUK rocyapcTtBeHHOro nnu
MyHULMNanbHOro apxmea

yHVI(bVILI,VIpOBaHHaﬂ cucrtemMa OpraHI/I3aLI,I/IOHHO-paCI'Iopﬂﬂ,VlTeJ'lbHOIZ AOOKyMeHTalum

CTaH,D,aprI Oq)OpMJ'IeHI/Iﬂ OpFaHI/I3aLI,MOHHO-paCI'IOpFl,D,I/ITeJ'IbHOVI OOKyMeHTauum

Cnocobbl 1 TexHonorumn OOKYMEHTMPOBaHUA pa3siMiHbIX BUOOB HpO(beCCMOHaﬂbHOVI
DEeATENNbHOCTU

OpraHu3aunoHHbIe MPUHLMMbI y4eTa 1 KOMMEKTOBaHWS Aen (40KYMEHTOB)
orpaHMYeHHoro 4ocTyna

TpeGoBaHus oxpaHbl Tpyaa

Opyrve xapakrepucTuku

3.1.3. TpynoBas dpyHKUUs

HanmeHoBaHne YyeT apxvBHbIX Aen (4OKYyMEHTOB) Kop, A/03.5 YpoBeHb 5
(nogypoBeHb)
kBanudukaLmm

MpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3

TPYAOBOWN (PyHKLMM opurHana

Kopn PerncTpauunoHHbin
opvruHana Homep
npodeccrnoHanbHOro
cTaHgapTa

TpyQoBble oencTeuns

OnpegeneHvie cxeMbl y4eTa apxvBHbIX Aen (4OKYMEHTOB) B apxuBe

YyeT apxvBHbIX Aen (A0KYMEHTOB) MOCTOSHHOIO U BPEMEHHOIO XPaHEHUs!

YyeT 0co60 LeHHbIX U YHUKarbHbIX apXMBHbIX Aer (4OKYMEHTOB)

Y4yeT Konum cTpaxoBoro hoHAa apxmBHbIX Aer (4OKYyMEHTOB)

YyeT hOHAO0B M OnNucel apxvBHbIX Aen (4OKYMEHTOB)

YueT Bbldauun apxvBHbIX OeN (JOKYMEHTOB) U3 apXVMBOXPaHWIMLLA U X BO3BpaTa

YUeT 1 KOHTPOMb BblAaun apxXmBHbIX Aen (JOKYMEHTOB) Ha @y TCOPCUHT I HOE
BHeLLHee XpaHeHWe

Y4YeT 1 po3bIiCK HEOOHaPY>KEHHBIX Aen (4OKYMEHTOB)
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BegeHve gen gongos

KoopauHauusi obecneyeHnst yyeTa BCeX BUOOB [JOKYMEHTOB B apXvBe

Heobxogumbie ymeHus

Monb3oBaTbcA YYE€THbIMUN OOKYMEHTAMN B paMKax 3J1€KTPOHHbIX VIH(*)OpMaLI,VIOHHbIX
CUCTEM [OKYMEHTUPOBAHHbIX cq)ep OEATENBbHOCTU OpraHm3auunm

Monb3oBaTbcs cepTUMOULNPOBaHHBIMM aBTOMaTU3UPOBaHHLIMM CUCTEMaMI
J1I0KyMEHTUPOBaHHbBIX cdep AeATeNbHOCTN opraHu3aLum Mo yyeTy, peructpaumm,
KOHTPOIIO Aen (J0KYMeHTOB)

MNonb3oBaTbCes I/IH(*)OpMaLI.I/IOHHO-CFIpaBO‘-IHbIMI/I cnucreMamm OKy MEHTUPOBAHHbIX C(bep
DeATennbHOCTU opraHm3auunm

OpraHun3oBbiBaTh y4eT CTPaxoBOro yoHAa apXmMBHbIX AeN (4OKYMEHTOB)

anIMeHFITb HOpMaTKBHbIE NpaBoOBble aKTbl, JTOKaribHble HOPMaTUBHbIE aKTbl OpraHn3aunm
n MmetToamnveckme OOKyMeHTbl B obnacTu y4yeTa apxXMBHbIX Oern (,EI,OIQ/MeHTOB)

BHocuTb npegnoXeHnd no coBepLleHCTBoOBaHNIO MeToan4eckoro obecneveHusi y4yeTa
pPa3HbIX BUOOB OOKYMEHTOB B AOKYMEHTUPOBaHHbIX ccpepax neAaTesibHOCTU opraHusaumnmn

Heobxoanmble 3HaHWS

HopmatumBHble npaBoBbie akTbl Poccurickon ®enepaumm B obrnactv 4enonponsBoacTaea u
apXBHOro gena

MeTognyeckune JOKYMEHTbI 1 HALMOHarbHbIe CTaH4apThbl B 0bnacTu yyeta JOKYMEHTOB U
[OKYMEHTUPOBAHHbIX Chep AEeSTENBHOCTY OpraHu3aLmum

OteyecTBeHHble 1 3apybexHble cepTUMLUPOBAHHbIE CUCTEMbI aBTOMATU3MPOBAHHOMO
y4yeTa apxvBHbIX Aen (JOKYyMEHTOB)

OTeyecTBEHHbI 1 3apyBexHbI ONbIT B cdpepe yrnpasrieHns 4OKYMEHTaM1 1 apXUBHOMO
fena

TpeboBaHuWs K y4eTy 0C000 LIEHHbIX N YHUKaNbHbIX apXUBHbIX AeN (JOKyMEHTOB)

Cpoku BbINOMHeHNs paboT Mo yyYeTy apxvBHbIX Aen (4OKYMEHTOB)

TpeboBaHWs kK HOpMaM BbINOMHEHUsI TPY40BOr0O 3aaHuns Mo y4YeTy apXUBHbIX Aen
(ookymeHTOB)

OGLuMe NPUHLMIBI y4eTa U KOMIMNEKTOBaHUSA Aern (J0KYMEHTOB) orpaHUYeHHOro AocTyna

TpeboBaHus oxpaHbl TpyAa

[Opyrve xapaKTepucTukm

3.1.4. TpynoBasa pyHKLuUsA

HanmeHoBaHve OpraHusaums ncnonb30BaHWs apXMBHbIX Koga AJ04.5 YpoBeHb 5
aen (OOKyMeHTOB) (nogypoBeHb)
KBanudmkaumm
MpoucxoxaeHve OpvruHan X | 3anmcTBOBaHO 13
TPyAOBOWN (DyHKLUM opuvriHana
Koa PerncTpauunoHHbIin
opurMHana HoMep
npodeCcCUoHanbHoro
cTaHgaprta

TpyooBble oencTeuns

Pa3paboTka TpeboBaHmMii K MHGOPMaLIMOHHO-MOUCKOBBLIM CUCTEMAaM apX1Ba

I'Io,u.,u.epmka B aKTyalibHOM COCTOAHUN 3NMEKTPOHHbIX VIH(*)OpMaLI,VIOHHO-
NMOUCKOBbIX CUCTEM apxBa B JOKYMEHTUPOBAHHbLIX ccpepax OeATeslbHOCTU opraHusaumnmn

CocTaBneHne cnpaBO4YHO-MONCKOBbLIX CPEACTB K apXMBHbIM Aenam (LOKYMEHTaMm),
YUTEHHLIM B apXvBE U B JOKYMEHTUPOBAHHLIX cdhepax AesiTeNbHOCTM OpraHM3auum

[MogroToBka OTBETOB Ha 3anMpPOChl apXMBHbIX e (ﬂ,OKyMeHTOB)

MogroTtoBka paGOTbI norb3oBaTenein B YiTanbHbIX 3anax apxmBa

MogroTtoBka [octyna pa6OTHMKOB CTPYKTYPHbIX nop,pasp,eneHMﬁ opraHmsauunm K
VIHCpOpMaLI,I/IOHHO-I'IOVICKOBbIM cucTteMam apxmsa opraHmnsauuum

MoaroToBka [OKYMEHTarbHbIX NyOnuKaLmin apxXMBHLIX Aen (LOKyMEHTOB) B
COOTBETCTBUM C CYLLECTBYOLLVMMA HOPMaMU 1 NpaBUnamm
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MoaroToBka BbICTABOK apXVBHbLIX AEMN (Z4OKYMEHTOB)

MpoBeaeHWe KynbTypPHO-NPOCBETUTESBHBLIX MEPOMPUSITUI C UCTIONb30BaHUEM apXUBHbIX
aen (OOKyYMEHTOB)

Heobxoammble yMeHus

CucTtemaTtusnpoBaTh 1 0600LaTh CBEOEHMS O COCTaBE M COAEPKaHUN apXUBHbIX N
(OokymeHTOB)

KMcnonb3oBaTtb MHOPMALIMOHHbIE TEXHOMOrMK B 06/1acTy Co30aHnst CnpaBoYHO-
MOMCKOBbIX CPEACTB apXvMBa M LOKYMEHTUPOBAHHLIX cdiep AesATENbHOCTM OpraHu3auum

dopmmpoBaTb OCHOBHbIE M BCMOMOraTernbHble BUAbI apXMBHbBIX CMPABOYHNKOB B
3MEKTPOHHON chopme

MogrotaenvBaTh MHDOPMALMOHHBIE AOKYMEHTbI MO 3arnpocam Mnofb3oBaTenen
pa3nn4YHbIX KaTeropuii

Heobxoaunmble 3HaHWS

HopmatumBHble npaBoBble akTbl Poccurickon ®enepaunm B obnactu 4enonponssoactea
N apXMBHOroO Aena

HopmaTuBHbIe NpaBoBbie akTbl Poccuiickon egepauum B 06rnacTu 3alnTbl
nepcoHarnbHbIX aHHbIX

HopmatuvBHble npaBoBble akTbl Poccuiickon ®egepaunm B obnactu nHdopmaumm,
NHAOPMALMOHHBIX TEXHONOMIA, 3aLLNTbl MHAOPMAaL MU 1 NEPCOHANBbHBIX AaHHbIX,

LmdopoBOM TpaHcdopMaL,mm

MeTtoanyeckue AoKyMeHTbI B 0611acTU MCMOMNb30BaHWS U Nybnukaumum apxv1BHbIX Aen
(OokymMeHTOB)

MexayHapogHble cTaHAapTbl B 06nacTu onncaHust JoKy MEHTUPOBAHHOM MHGopMaLum
B apXVBHbIX YYPEXOAEHUSAX

CepTudmLMpoBaHHbIE MHGOPMALIMOHHO-TNOMCKOBbLIE CUCTEMbI B 06MacT pa3paboTku
Hay4HO-CNPaBOYHOro annapara AoKYMEeHTUPOBaHHbIX cdep AeATeNbHOCTY
opraHusauum

rlpVIHLI,VII'IbI M MeTOoAdbl apXMBHOIO MeEHEIXKMEHTa B ccbepe ncnonb3oBaHUA
peTpOCI'IeKTI/IBHOI7I I/IHd)OpMaLI,I/II/I nycnyr cneymanmcTtoB apxmBa

Cpoku BbINOMHEHNS paboT MO opraHM3aummM UCNoNb30BaHUST apXUBHbIX OEN
(OokymeHTOB)

Opl'aHVI3aU,I/IOHHbIe nprHUKMNbI UCNOJ1b30BaHUA OOKYMEHTOB OrpaHM4eHHOro Aoctyna

VcTouyHukoBeayeckme ocobeHHOCTM U uctopuorpadmyeckas 6asa paboTbl ¢ pasHbIMU
BMOAMM OOKYMEHTOB

TpeGOBaHI/IFl K NMoAroToBKe apXMBHbIX CNPaBOK N BbINMUCOK N3 apXMBHbIX JOKYMEHTOB

TpeboBaHWs K HOpMam BbINOMHEHUS] TPYAOBOr0 3a4aHns Mo opraHM3aumu
NCNOMNb30BaHUs apXUBHbIX Aen (OOKYMEHTOB)

TpeboBaHusa oxpaHbl Tpyaa

[Opyrve xapaKTepucTukm

3.1.5. TpynoBasa pyHKuus

HanmeHoBaHve XpaHeHue, KOMMMeKToBaHne, yyeT 1 Kon A/05.5 YpoBeHb 5
ncnonb3oBaHne gen (AOKYMEeHTOB) (nooypoBeHb)
BPEMEHHOIo XpaHeHus KBanudukaumum
MpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
TPYAOBOWN (PyHKLMM opurnHana
Kon PernctpaunoHHbIn
opurMHana Homep
npodgpeccuoHanbHOro
CTangapTa
TpynoBble OenUCTBUSA KoHTponb 3a cuctemartumsauuen n oopMmmpoBaHnem gen (4OKyMEHTOB) BPEMEHHOIO

XpaHeHnA B CTPYKTYPHbIX noapasaeneHnax opraHmsaynm

YyeTt onucen gen BPEMEHHOIro XxpaHeHusa CTPYKTYPHbIX no,qpaa,qeneHMPl opraHun3auun B
TpaauuMOHHOM U B 3J1EKTPOHHOM BUAe
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Pa3paboTka pekomeHaauui No MCNOMb30BaHUKO PasfMYHbIX HOCUTENEeN Anst COXPaHHOCTU
Aen (OOKyMEHTOB) BPEMEHHOIO XpaHeHUs!

Cuctematusaumsi Aen (LOKyMEHTOB) BPEMEHHOIO XpaHEHWs!, NMPUHATBLIX OT CTPYKTYPHbIX
nogpasfeneHunii opraHnsauumn, 4ns pa3veLLeHnst B XpaHUMuLLE apxXvBa opraHm3aumm

KoHTponb Bblgayu B onepaTyBHOE Monb3oBaHue Aen (JOKyMEHTOB) BPeMEeHHOro XpaHeHUs
1 X BO3BpaTa

MpoBeaeHme akcnepTuabl LEHHOCTM Aen (4OKYMEHTOB) BPEMEHHOIO XpaHEHUS B apXvBe
opraHunsauum

MoaroToBka Aen (A4OKYMEHTOB) BPEMEHHOIO XpaHEHWs, MPUHATBIX OT CTPYKTYPHbIX
noapasfeneHuii, Ha YHUMTOXEHNE

Co3aaHne akToB O BblAENEHUN Ha YHUMTOXEHWE Aen (4OKyMEHTOB) BPEMEHHOIO XpaHeHWs!
C UCTEKLLMMM CPOKaMU, MPUHATBIX OT CTPYKTYPHBIX NoApa3aeneHui

KoHTpornb 3a h3ndecknum yHUUTOXEHNEM Aen (40KYyMEHTOB) BPEMEHHOIO XpaHeHUs C
MCTEKLLVMM CPOKaMK, MPUHATBLIX OT CTPYKTYPHbIX NoapasaeneHuii

KoHTponb 3a npoLeccoM YHUUTOXEHWS Aen (JOKYMEHTOB) BPEMEHHOIO XPaHEHUs C
UCTEKLIMW CpoKamm

Heobxoanmble ymeHus

OpI'aHVI3OBbIBaTb n obecneumBaTb XpaHeHne aen (,D,OK)/MeHTOB) BpeMeHHOro xpaHeHus
opraHmdauunm B TpagULIMOHHOM U B SJ1EKTPOHHOM BUAE

KoHTponvpoBaTb pa3paboTky CTPYKTYpPHLIMU NOAPa3aeneHUsiMU ONUCER U aKTOB O
BbIEMNEHUN Ha YHUUTOXEHWE Aen (LOKYyMEHTOB) BPEMEHHOIO XpaHEHUs! B TPaAWULMOHHOM 1
B 9MEKTPOHHOM BUAE

q)OpMI/IpOBaTb eAVHULbI XpaHeHNA OOKYMEHTOB AJd UX nocrieayLulero pasmelleHmna B
apxmee opraHun3auun

CocTaBnaTb CnpaBOYHO-MOUCKOBbBIE CPEACTBA K apXMBHbLIM Aenam (,D,OKyMeHTaM)

OcyLIJ,eCTBJ'IFITb nounck gen (LI,OKyMeHTOB) BpPeMeHHOro xpaHeHna B npoLecce nx xpaHeHus
B CTPYKTYPHbIX NoApa3aerieHnax n apxmse opraHn3audmnm

OcyLecTBNATL METOAMYECKOE PYKOBOACTBO OpraHu3aLuuei XpaHeH s Aen (4OKyMEHTOB) B
CTPYKTYPHbIX NOAPAa3AeNeHusix opraHmsaumm

OkasblBaTb CTPYKTYpPHBLIM NOApasaernieHnsM NpakTUYeCcKyto NoMoLLb B OpraHn3aumnm
XpaHeHus aen (4OKYMEHTOB)

PaspabatbiBaTb CnpaBoYHO-UHOPMALIMOHHBLIE JOKYMEHTbI MO OpraHv3aumm
UCMONb30BaHUs Aen (4OKYMEHTOB) BPEMEHHOIO XpaHEHWS B CTPYKTYPHbIX MOApa3aeneHunsIx
1 apx1Be opraHv3aumum

MpoBOAMTL 3KCNEPTU3Y LLEEHHOCTU Aen (4OKYMEHTOB) BPEMEHHOTO XpPaHEHMs!, MepeaaHHbIX
B apxvB

Onpegensitb CPpoKM XpaHeHus gen (4OKyMEHTOB) BPEMEHHOIO XpaHeHWs

ObecneuvBatb 3aWwmTy gen (OKYMEHTOB) BPEMEHHOIO XpaHeHMs B OpraHmn3auum ot
HECaHKLMOHMPOBAHHOMO AOCTYNa UM YHUYTOXEHNS

MpoBOAMTL PM3NYECKOE YHUUTOXEHME Aen (LOKYMEHTOB) BPEMEHHOIO XpaHeH!s ¢
UCTEKLIUMM CPOKaMW XPaHEHWSI MOCTE COrMacoBaHNs CO CTPYKTYPHbLIMY NOAPa3aeneHnsiMm
opraHusaLum

OdpopMnsTh yYeTHbIE JOKYMEHTbI 06 YHUYTOXEHUM AeN (4OKYMEHTOB) BPEMEHHOIO
XpaHEHUS1 C UCTEKLLVMU CPOKaMU XPaHEHWsSI COBMECTHO CO CTPYKTYpPHbIMM
noapasfeneHvsiMm opraHvsaumm

Heobxoaunmble 3HaHWS

HopmatumBHbIe npaBoBLie akTbl Poccuiickon ®eaepaunm B obractu 4enonponssoactsa u
apxvMBHOro gena

HopmaTtumBHble npaBoBble akTbl Poccuiickon Peaepaumm B 06rnacTtu 3awuTbl
nepcoHarnbHbIX AaHHbIX

HopmaTumBHLIe npaBoBkle akTbl Poccuiickon ®eaepaunm B obnactu koHdmageHUnansHoOCTH
MHcpopmaLmm

MeToamnyeckue JOKYMEHTbI M HaLUMOHarbHbIe CTaHA4apTbl B 06MacTi Aenonpon3BoacTea u
apxvBHOro aena

JlokarnbHble HOpMaTUBHbIE aKTbl OpraHM3aLmmn B obnacTu genonponssoacTea U apxMBHOro
aena

MeToauka pa3paboTkv hopM YYETHBIX JOKYMEHTOB B TPaAULMOHHOM U B 3JIEKTPOHHOM
BMae

MpaBuna cuctemaTumsauumn n knaccudukaymm OOKYMEHTOB

OcobeHHocTH opraHmn3auun xpaHeHua gen (ﬂ,OKyMeHTOB) Ha pa3finv4HbIX HOCUTENAX
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Kputepun onpegeneHuns LLeHHOCTY Aen (LOKYMEHTOB) ANs AanbHeero xpaHeHust unm
YHUYTOXEHWS

TpeboBaHMs K NpoLieccaM YHUUTOXEHUs] MHchopMaLLMi B TPaaULIMOHHOM U 3TIEKTPOHHOM
BUOe

PekomeHaaLmMmn 3KCNepTHOM KOMUCCUM OpraHn3aLnm

PekomeHOaL My 3KCnepTHO-NPOBEPOYHOM KOMUCCUM rOCY4apCTBEHHOTO UMK
MYHULIMNANbHOTO apXvBa Uy 9KCNepTHON KOMUCCUM OpraHmu3aLmm

TpeboBaHus oxpaHbl Tpyaa

Opyrve xapakTrepucTuku -

3.2. O606wWweHHas TpyaoBas yHKLUSA

HanmeHoBaHve PykoBoacTBo nogpasgeneHmem apxuea Kon B YpoBeHb 6
KBanudgmkaumum
lNpouncxoxaeHve OpuirvHan X | 3anmcTBOBaAHO M3
06006LLIEHHON opvrmHana
TPy£oBON (PyHKUMM Kog PerncTpaumnoHHbIn
opuvrvHana HoMep
npodpeccuoHansHoOro
cTaHgaprta
Bo3MOXHblE HaumMeHoBaHWS PykoBogutenb nogpasgenenus (aenaprtameHTa, ynpaBneHus, crnyx0bl) apxuea,
OOIKHOCTEN, npodeccun apXVIBHOTO XpaHeHWs1 opraHu3aumm

3aBeayoLWwunin apxMBoM, apXMBHbIM XpaHEHEM OpraHu3aumm

TpeboBaHus kK 0bpa3zoBaHuio U | Beicluee obpa3soBaHue - GakanaBpuat

0By4eHuto
unm
Bbicwee obpazoBaHue (HenpodmnbHoe) - Gakanaspuar
N OONONHUTENBbHOE NpodeccnoHanbHoe obpasoBaHMe - Nporpammbl
npodpeccroHarnbHoOM NepenoaroToBKM No NPOGUITO AeATENbHOCTH
TpeboBaHus K OnbITy He meHee Tpex neT B 06nacTu XxpaHeHusi, KOMMNIIEKTOBaHWS, y4eTa U UCMONb30BaHUs
npakTu4eckon paboTbl Oen (OOKYMEHTOB) B apxvBax, NogpasgeneHusix apxvBHOro
XpaHeHUst
Ocobble ycroums gonycka K MpoxoxaeHne obyveHns Mepam NoxapHon 6e3onacHoOCTH
paboTe

MpoxoxaeHne oBy4YeHnst U NPOBEPKM 3HaHUI TpeboBaHWiA oxpaHbl Tpyaa

Opyrvie xapakTepucTuKu -

ﬂOI’IOﬂHI/ITeI'I bHbl€ XapaKTepUCTUKn

HavmeHoBaHne goKymMeHTa Ko HanmeHoBaHve 6a30Bon rpynnbl, JOMKHOCTY (npodeccun) mnm
chneumnanbHoCTH
OK3 2621 CneumanucTbl apxMBOB U My3e€eB
EKC - 3aBeayoLwunin apxmBoM

- 3aBenyoLLMin TEXHUYECKUM apX1BOM

- HavanbHuk otaena (6topo, rpynnbl) (B NPOMbILLIIEHHOCTH)

oKnaTP 21902 3aBeayoLwunin apxmBom
22153 3aBenyroLmn TEXHUHECKM apXBOM
24418 HayanbHuk apxvBa
24695 HavanbHuk otgena (¢rHaHCOBO-3KOHOMUYECKOTO U
aAMVHNCTPAaTMBHOIO)
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OKCO 7.46.03.02 [lokymMeHTOBeOeHMEe N apXMBOBEAEHNE
3.2.1. TpynoBas pyHKUMA
HanmeHoBaHve PykoBoacTBO 4eATENBbHOCTBIO MO apXMBHOMY Koa B/01.6 YpoBeHb 6
XpaHeHWo aen (O4OKYMEHTOB), YYeTy U (nogypoBeHb)
NCNonb30BaHUO Aen (4OKYMEHTOB) B KBanudgmkawum
opraHusauum
lMpovcxoxaeHue OpuirvHan X  [3aumcTBOBaHO M3
TPYAOBOWN (PyHKL MM opurnHana
Kon PervucTpauuoHHbii
opurMHana Homep
npod)ecCnoHanbHoro
CTaHgapTa

TpynoBble OenCTBUSA

OnpegeneHvie uenen n 3agay nogpasgeneHns no apxXMBHOMY XpPaHeHuo Aen (4OKYMEHTOB),
yYeTy 1 UCNONb30BaHWIO Aen (4OKYMEHTOB) opraHv3auum

PacnpeneneHve 4omKHOCTHBIX 0683aHHOCTEN Mexay paboTHVMKaMK noapasgeneHust no
apXVBHOMY XpaHeHuto aern (OOKyMEHTOB), yYeTY 1 UCNOMb30BaHUIO Aern (4OKYMEHTOB)
opraHvsauum

PaspaboTtka nonoxeHusi 0 noapasaeneHn no apxXMBHOMY XpaHeHuio Aen (40KYyMEHTOB),
y4eTy 1 UCMOSb30BaHWMIO Aen (JOKYMEHTOB) opraHv3aumm

Pa3paboTka 4OMKHOCTHBIX MHCTPYKLMIA pabOTHWMKOB NoApasfaerneHusi No apxXMBHOMY
XpaHeHuo fen (OKYMEHTOB), YYETY U UCMOMb30BaHWIO Aen (40KYyMEHTOB) opraHu3aumm

MnaHMpoBaHWe AesTeNnbHOCTY NoapasaeneHns Mo apXMBHOMY XpaHeH o Aen (4OoKYyMEHTOoB),
y4YeTy 1 UCMONb30BaHW0 Aen (OOKYMEHTOB) opraHvM3aLum

KoHTponb cobntogeHus Tpy4oBOW OUCLMMITMHBI, NPaBui BHYTPEHHETO TPy 40BOMo
pacnopsiaka n TpeboBaHu oxpaHbl Tpyaa paboTHMKamMm1 nogpasfaeneHns no apxXmBHoOMy
XpaHeHuto fen (QOKYMEHTOB), YYETY U NCMNONb30BaHNIO Aen (4OKYyMEHTOB) opraHu3aLmm

KoHTponb BbINnonHeHusi paboTHVKamu NoapasfaeneHusi No apxXMBHOMY XpaHeHWo Aen
(DOKYMEHTOB), YYETY 1 CMONb30BaHWIO Aen (4OKYyMEHTOB) OpraHmM3aum nokanbHbIX
HOPMaTVBHbIX aKTOB OpraHu3aumm

OnpeperneHve NoTpeGHOCTU NoapasaeneHns Nno apxXMBHOMY XpaHEHWUHO Aen (4OKYMEHTOB),
YYeTy U UCMOSb30BaHMIO Aer (OOKYMEHTOB) opraHmM3aLuum B 06opyaoBaHumM, NporpaMMHOM
obecneyeHnn, MaTepuarnbHbiX, (OMHAHCOBBIX U pecypcax

MogroToBka NpeanoXeHun No MogepHM3aLmm pabounx Mect paboTHUKOB nogpasgeneHns no
apXVBHOMY XpaHEHWIO Aen (AOKYyMEHTOB), yYeTy M UCNONb30BaHUO Aen (4OKYMEHTOB)
opraHusauum

OnpepaeneHve adheKTUBHOCTY AEATENbHOCTM NoApasaeneHns No apxXMBHOMY XpaHeH o Aen
(DOKYMEHTOB), YYETY M NCMONb30BaHMIO Aen (4OKYyMEHTOB) OpraHu3aumm

MOHUTOPUHT pbiHKa ay TCOPCUHIOBbLIX YCIYT U YCIYT BHELLHEro XpaHeHus Aen (4OKYMEHTOB)

Heobxogumbie ymeHus

Onpenenstb KOMMETEHLUM U OTBETCTBEHHOCTb 3aMeCTUTENEN PYKOBOAUTENS], COTPYAHUKOB
nogpasaeneHys No apxMBHOMY XpaHeHUo Aen (AOKYMEHTOB), yYeTy M UCMOoNb30BaHUIO Aen
(DOKyMEHTOB) opraHm3aumnm

OBecneunBaTb B3aMMoaencTBIe NnoapasaeneHns No apXMBHOMY XpaHeHUo aen
(OOKYMEHTOB), Y4YEeTY 1 UCNONb30BaHWIO Aern (OOKYMEHTOB) CO CTPYKTYPHbLIMU
noapasaeneHus MK 1 AOMKHOCTHLIMU NULLaMN OpraHM3aLmnm

ObecneyrBaTh B3anMoOaeNCTBME NOAPA3AENEHUS MO aPXMBHOMY XPaHEHWIO Aen
(OOKyMEHTOB), YYETY M MCNOMb30BaHWMO Aen (JOKYMEHTOB) C BHELLHUMMW NOTpebutensamm
apx1BHOW MHdopMaLmm

Pa3pabaTbiBaTb NnokarbHble HOpMaTUBHbIE aKTbl OpPraHM3aL M No apXMBHOMY XPaHEHWIO Aen
(OOKYMEHTOB), YYETY 1 UCMNONb30BaHWIO Aern (A4OKyMeHTOB)

CocTaBnsTb GloaxeT nogpasgeneHns no apxXMBHOMY XpaHeHuo aen (4OKYMEHTOB), YYeTY U
MCMNONb30BaHWIO Aen (4OKyMEHTOB) B OpraHusauum
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CocTaBnsaTb oT4eT 00 ucnonHeHnn 6roaxeTa nogpasaeneHust No apXMBHOMY XpaHeHWo Aen
(DOKYMEHTOB), YYETY M1 NCMNONb30BaHWIO Aern (4OKYyMEHTOB) B OpraHv3auum

OueHuBaTb paboTy nogpasgeneHns No apXMBHOMY XpaHEHWIO Aern (4OKYMEHTOB), YYETY U
MCMNONb30BaHWIO Aen (4OKYMEHTOB) M OTAENbHbIX PabOTHUKOB

OpraHu3oBbiBaTb 00y4YeHre paboTHUKOB NoapasnernieHrs No apXMBHOMY XpaHEHWIO Aern
(DOKYMEHTOB), YYETY M1 NCMOMNb30BaHWIO Aen (AOKYyMEHTOB) OpraHusaumm

OnpenensTb NPUOpPUTETHLIE HAaNpaBeHUs Pa3BUTKSA NoapasaeneHns Nno apxvBHOMY
XpaHeHWto Aen (4OKYMEHTOB), yYETY M UCMONb30BaHUIO Aen (LOKyMEHTOB) opraHu3aumm

Pa3p363TbIBaTb Sq)(beKTI/IBHyPO KaapoBYH MOJINTUKY, NPUHMMATL Mepbl MO NOBbILLIEHNIO
JTIOANbHOCTU N MOTUBaLIUA pa6OTHl/IKOB

BHeOpsTb HOBblE TEXHONOMMN B AEATENBHOCTL NMOoApa3aeneHrs Mo apXMBHOMY XpaHEHWIO Aen
(OoKyMEHTOB), YYeTYy ¥ UCMONb30BaHUIO Aen (4OKYMEHTOB) B OpraHu3aLum

PaspabaTbiBaTb TpeboBaHMS K @y TCOPCUHIOBBLIM YCyram BHELLHErO XpaHeHWs aern
(DOKyMeHTOB)

Heobxoanmble 3HaHUSA

HopmaTtumBHble npaBoBble akTbl Poccuiickon Penepaumm B obnacty AenonponsBoacTsa u
apXMBHOro gena

MeTtognyeckue JOKyMEHTbI B 061acTy UCMONb30BaHUs 1 Nybnukaumm apxMBHbIX Aen
(ookymeHTOB)

lMpaBuna coctaBneHns n 0hopMNEHNs STIoKarnbHbIX HOPMATUBHBIX aKTOB MO apXVBHOMY
XpaHeHuo aen (JOKYMEHTOB), YYeTy 1 UCMOoNb30BaHWio Aern (4OKYMEHTOB)

OcobeHHOCTM TpyAa paboTHMKOB NodpasfeneHns no apxXMBHOMY XpaHeHuo Aen
(OokyMeHTOB), y4eTy 1 MCNOMb30BaHMO Aern (JOKyMEHTOB) B OpraHu3auum

CTpyKTypa opraHusauuu, ee nogpasaeneHuii

MpaBuna HopmypoBaHWA Tpyda paboTHUKOB nNodpasfeneHns No apxXMBHOMY XpaHeHWo aen
(OOKYMEHTOB), YYETY 1 UCMNONb30BaHWIO Aern (4OKyMeHTOB)

MpaBuna cocTaBneHns oooxkeTa nogpasgeneHna n oT4eTHOCTU No ero UCrnoJIHeHUro

MpaBuna opraHmsaumm paboumx MecT paboTHUKOB NOAPa3AENneHUs Mo apxXMBHOMY XPaHEHMIO
Aen (OOKYMEHTOB), YYETY M MCMOMb30BaHWIO Aen (JOKYMEHTOB) B OpraHv3auum

TpeGoBaHus oxpaHbl Tpyaa

Opyrve xapakrepucTuku

3.2.2. TpynoBas pyHKUUs

HanmeHoBaHve OpraHu3auus pa3paboTku nokanbHbiX HopMaTueHbIX | Koa B/02.6 YpoBeHb 6
aKTOB U METOAMNYECKNX AOKYMEHTOB MO XpaHEHWIO, (nogypoBeHb)
KOMMMEKTOBaHWIO, y4ETY U NCNOMNb30BaHUI0 KBanuvdwmkawmm
apxXVBHbIX Aen (4OKYMEHTOB)

MponcxoxaeHne
TPy£oBON pyHKUMM

OpvruHan X | 3ammcTBOBaHO 13
opuvriHana
Kopn PerncTpauunoHHbIn
opvruHana HoMep
npodeccrnoHanbHOro
cTaHgapTa

TpyQoBble gencTeuns

OnpegeneHne pernameHToB apXMBHOMO XpaHeHUst gern (4OKYMEHTOB), ydeTa u
ncnonb3oBaHus gen (4OKyMEHTOB) B opraHv3aLum

Pa3paboTka nonuTukM (LOPOXKHON KapThbl) OpraHu3aL MM B 061acT apxXVBHOTO XpaHeHWs Aen
(BOKyMeEHTOB) opraHu3auum

Pa3paboTka nokanbHbIX HOPMaTUBHbLIX aKTOB OpraHu3aLmn B cpepe apXMBHOIO XpaHEHUs!
Aaen (QOKYMEHTOB), yYeTa 1 UCToNb30BaHus Aen (JOKYMEHTOB) B opraHm3aumm

CornacoBaHue nokarnbHbIX HOPMaTVBHbLIX aKTOB MO apXMBHOMY XpaHEHUo Aen (J0oKyMEHTOB),
YYETY U MCMOMNb30BaHWIO AeN (OOKYMEHTOB) B OpraHu3aumum
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OsHakomeHne paboTHUKOB C JIOKanbHbIMM HOPMATUBHBIMM aKTamu 1 METOANYECKUMM
[OKyMEHTaMV OpraHu3aLuum no apxXMBHOMY XpaHeHUo Aen (40KYMEHTOB)

KoHcynbTvpoBaHue paboTHUKOB OpraHvM3auum no Bonpocam NMpUMEHEHMS! NoKanbHbIX
HOPMaTUBHbIX aKTOB 1 METOAMK paboThl C Aenamm (JOoKyMEeHTaMu) opraHusaLmm

AKTyanusaumsa nokanbHbIX HOPMaTUBHBIX aKTOB 1 METOANYECKMX AOKYMEHTOB OpraHm3aLmm
Mo apXMBHOMY XPaHEHMIO Aen (4OKYMEHTOB), yYeTy M UCMONb30BaHUO Aen (4OKYMEHTOB) B
opraHusauum

Heobxoammble yMeHus

Pa3pabaTbiBaTb NONUTKKY (AOPOXHYIO KapTy) opraHusauum B cgepe apxXMBHOIMO XpaHeH s
4en (OOKYMEHTOB), yyeTa 1 UCMONb30BaHWsA Aen (4OKYMEHTOB) B OpraHu3aLmm

Opl'aHVI3OBbIBaTb OeATeNlbHOCTb pa60lw|x rpynn no noarotToBke NPOEeKToB JTOKallbHbIX
HOPMaTKBHbIX aKTOB OpraHn3auunm

MpoBoaAUTL NpoLEeaypbl PAaCCMOTPEHUS, KONMEKTUBHOrO 06CYXOEHWS U COrnacoBaHns
MPOEKTOB NTOKANbHbIX HOPMaTMBHbLIX aKTOB OpraHu3aLmm

3awmaTtb MHGOPMaLMOHHBLIE PeCYpChl apXvBa, NoApasaerieHnsl apXMBHOTO XPaHEeHUst OT
HecaHKL MOHMPOBaHHOIro AocTyna

Heobxoanmble 3HaHuA

HopmaTueHble npaBoBble akTbl Poccuiickoin Pefepauum B 06rnacTy 4enornponsBoacTsa u
apxvBHOro Aerna

MeToanyeckue AOKyMEHTbI U HaLMOHarbHbIe CTaHAapThl B 06MacTy apXMBHOMO XpaHeHUs
Aen (OOKyMEHTOB), yyeTa 1 UCMOSb30BaHUsA Aen ([4OKYMEHTOB) B opraHusauum

TvnoBble NONOXEHNSA U MHCTPYKLMM MO apXMBHOMY XpaHeHWo Aen (4OKYMEHTOB), YYETY 1
NCMONb30BaHWIO Aen (AOKYMEHTOB) B OpraHn3aumnsx

TpebGoBaHus K CTPYKTYpe U COAEPXKaHMIO NOKanbHbIX HOPMaTUBHbIX aKTOB MO apXVBHOMY
XpaHeHuto Aen (4OKyMEHTOB), YYeTy M UCMOoNb30BaHWo Aen (40KYMEHTOB) B OpraHu3aLmm

MpaBuna pa3paboTkn 1 0hopMIEHUs [OKyMEHTaLMM U ee TUNOBbIX GopM B 06nacTu
apXVIBHOTO XpaHeHust Aen (AOKYMEHTOB), y4YeTa U UCToNb30BaHUs Aen (4OKYMEHTOB) B
opraHu3auusax

Mpasuna ydeTa 1 Uucnonb3oBaHUA aern (,ElOKYMeHTOB) B OpraHumsauunm

nOpHﬂ,OK O3HaKoMIneHnA pa6OTHI/IKOB C NNoKanbHbIMXA HOPMATUBHLIMU aKTaMn opraHn3auun

OpraHusauyoHHbIe NPUHLMMBLI YYeTa 1 KOMMNIEKTOBaHNSA Aen (40KYMEHTOB) OrpaHUYEHHOro
gocTtyna

TpeboBaHusA oxpaHbl Tpyaa

Opyrve xapakrepucTuku

3.2.3. TpynoBas pyHKUUsA

HanmeHoBaHve MocTpoeHne CUCTEMbI apXMBHOIO Kog B/03.6 YpoBeHb 6
XpaHeHus aen (4OKyMeHTOB) B (nogypoBeHb)
opraHusauuu KBanvdukalmm

MpoucxoxaeHve OpvrnHan X  |3aumcTBOBaHO M3

TPyAOBON (DyHKLUM opuvriHana

Koa PerncTpauunoHHbIin
opurMHana HoMmep
npodecCUoHanbHoro
cTaHgaprta

TpyooBble 4eNCTBUSA

BHeapeHve cTaHaapTOB OpraHM3aumm B ccpepy apXMBHOTO XpaHeHust Aen (4OKyMeHTOB) B
opraHusaLum

PacueT puckoB 1 3koHOMUYeCKon 9pdEKTUBHOCTM OT BHEAPEHNS CTaHOApTOB
opraHusauum B cgiepy apxXMBHOIO XpaHeHus aern (OKyMEeHTOB) B OpraHu3auum

PerynvpoBaHve oeaTenbHOCTU MO CO34aHN0 U COBEPLLEHCTBOBAHUIO CUCTEMbI apXUBHOMO
XpaHeHus gen (4OKyMEHTOB) opraHusaumm

MopaepkaHue CUCTEMbI aPXMBHOMO XPaHEHUS Aen (4OKYMEHTOB) opraHv3aumm B
aKTyanbHOM COCTOSIHAU
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BHeopeHne coBpeMeHHbIX METOAOB U cpeacTB 06paboTkM nHopmaLmm B cucteme
apXMBHOrO XpaHeHus aen (4OKyMEHTOB)

Pa3paboTka nnaHoB v rpadpmkoB paboT apxXMBHOIO XpaHeHUst Aen (4OKyMEHTOB)
opraHvsauum

KoHcynbTupoBaHve paboTHUKOB OpraH13aLum No BOMpocamM apxXMBHOMO XpaHeHWs! aen
(ookymeHTOB)

KoHcynbTupoBaHue paboTHUKOB OpraHM3aLum Mo 3anpocam BHELLHUX NoTpeduTenei
apXMBHOW MHGpOPMaLIMK OpraHmu3aLmm

Heobxogumbie ymeHus

AHanusupoBaTb NepenoBoi OTEYECTBEHHbIN 1 3apyBeXkHbIi onbIT B 06racTy ynpaBrieHus
[AOKyMEHTaMM 1 apXVBHOTO XPaHeHWs Aen (4OoKyMEHTOB)

AHanuanposaTtb MHOPMaLINO O COCTOSIHAN CUCTEMbI apXMBHOMO XpaHEHWUs AEer
(BOKYMEHTOB) 1 TpeboBaHMAX MEXXBEAOMCTBEHHOIO 3N1EKTPOHHOMO B3aMMOAENCTBIS

BHocuTb npegnoXeHnd no opraH1salum n cosepLleHCTBOBaHNUIO CUCTEMbI apXMBHOIO
XpaHeHuna aen (,EI,OKyMeHTOB) N MeXXBeaoMCTBEHHOIO 3J1eKTPOHHOIo B3aNMOAENCTBUS

ObecneunBaTb 4OCTYN NoapasaeneHnii opraHMsauumn K apxMBHbIM Aenam (4oKyMeHTaMm)

ObecneyrBaTb 4OCTYN K apXMBHbIM Aenam (4oKyMeHTaMm) BHELLHNX NOTpebutenen
apXVBHOW MHGOPMaLIMK OpraHm3aLmm

OueHrBaTb 3PdEKTUBHOCTb NPOLLECCOB AOKYMEHTUPOBaHHbIX cdhep AesaTenbHOCTU
opraHusauuu

OcyLIJ,eCTBJ'IFITb MeTogmyeckoe obecneyeHve apXBHOIO XpaHeHunAa aen (,D,OKYMeHTOB)

Heobxoammble 3HaHuA

HopmaTtuBHble npaBoBble akTbl Poccuiickon denepauum B 06nacTy AenonpoussoacTsa 1
apxvBHOro aena

HopmaTtnBHble npaBoBble akTbl Poccunckon degepaumm B 06nacty MHOpMaLMOHHbIX
TEXHOMOMMIN 1 3alnTbl MHdopMaLuK, LMdPoBOM TpaHcdopMaLMm

MeToauyeckuie [OKYMEHTbI U HaLMoHanbHbIe CTaHA4apThbl B 06nacTy AenonpousBoacTBa 1
apxvBHoro aena

Memp,yHapo,D,Hble CTaHOdapTbl B obnactu ynpaBrieHna OKyMeHTaMn 1 apXMBHOIo Aera

MepenoBow OTEYECTBEHHbIN ONbIT U HAay4YHble pa3paboTkM B 06nacTy ynpasneHns
OOKYMEHTaMUN N apXMBHOMO XpaHeHus Aen (4OKyMEHTOB)

CpencTtBa cbopa, nepegayn, 06paboTkm MHdopMaumm n obmMeHa nHdopmaumen B
AOKYMEHTUPOBaHHbIX cdhepax AesATeNbHOCTU OpraHM3aLmm

Mopsigok pa3paboTku, 0POPMITEHMS 1 COrMacoBaHMs JTIOKANbHbLIX HOPMATMBHBLIX aKTOB
opraHvsauun

CTpyKTypa 1 HanpaBneHus AesiTerNbHOCTU opraHu3aLmm

Mopsiook B3anmopencTBms nogpasgeneHnii opraHmsanmm

Mopsinok B3aumodencTBna nogpasgeneHnin opraHusaumm ¢ BHEeLWHNUMN noTpebutensamm
apx1BHOW MHdopMaLmmn

MeToabl NPoeKTnpoBaHuA 1 ninaHMpoBaHUA pa60T B OpraHmn3auunax

Mopsigok pa3paboTku 1 yTBEPXKAEHNS NEPCMNEKTUBHBIX U TEKYLLMX NITaHOB paboT
opraHusaumm

MeTogbl aHanmM3a 1 pacyeTa SKOHOMUYECKON 3OPEeKTUBHOCTM NokasaTenen OedaTernbHOCTH
Mo apXMBHOMY XpaHeHWIo Aen (4OKyMEHTOB)

[pyrve xapakrepucTuku

3.2.4. TpypnoBas pyHKUUs

HanmeHoBaHne KoHTponb dyHKLNOHMPOBaHMS CUCTEMbI Kog B/04.6 YpoBeHb 6
apXMBHOro XpaHeHus aen (0OoKyMEHTOB) B (nogoypoBeHb)
opraHvsauum KBanvdukalmm

lNpouncxoxaeHve OpuirvHan X | 3anmcTBOBaAHO M3

TPy£oBOWN (PyHKUMM

opurnmHana
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Koa PerncTpauunoHHbIi
opurMHana HoMep
npodeccroHansHoro
CTaHgapTa

TpyaoBble oencTeuns

KoHTporb “cnornHeHWs nokarnbHbIX HOPMaTMBHBIX aKTOB U METOANYECKUX JLOKY MEHTOB MO
apXVBHOMY XpaHeHWto aern (OOKyMeHTOB) B OpraHu3auum

MpenynpexaeHne HapyLIeHWiA Npy apXMBHOM XpaHEHWUN Aen (4OKYMEHTOB) B OpraHM3aLum

BhisiBNeHne HapyLleHuii B noaroToske, 06paboTke Aen (OoKyMEHTOB) opraHusaLmu,
onpeaenexHne Mep fo X yCTpaHeHuo

KoHTponb copmMmnpoBanns gen (4OKYMEHTOB) U OpraHM3aumm onepaTUBHOMO XpaHEHN Oen
(OokyMeHTOB) B opraHusauum

MpoBeneHve NPoBepoK AeATEeNbHOCTU CTPYKTYPHbIX NogpasaeneHnin opraHusasmmn no
BOMpOCcam OnepaTMBHOIO XpaHeHus Aen (4OKyMEHTOB)

MOHWTOPVHI pe3ynbTaToB NMPOBEPOK AEATENBbHOCTU CTPYKTYPHbIX NOApa3aereHuii
opraHv3auum no Bonpocam ornepaTUBHOMO XpaHeHWs Aen (4OKYMEHTOB), aHanma AaHHbIX
MOHMWTOPUHIa

KoHTponb CBOEBPEMEHHOIO YCTPAHEHMS HEQOCTAaTKOB B paboTe C apxvMBHbIMM AenamMu
(OoKymeHTamm) opraHusaumm

MpoBeaeHne MepPONPUSITUN NO COBEPLLIEHCTBOBAHMIO CUCTEMbI aPXMBHOMO XpaHeHus aen
(ookymeHTOB)

OnpepneneHve ahdeKTUBHOCTM MEPONPUATMIA NO COBEPLLEHCTBOBAHMIO CUCTEMbI apXMBHOMO
XpaHeHus aen (4OKyMEeHTOB)

Heobxoaunmble
yMeHuUs!

dopMmmMpoBaTh U COXPaHATL AOKYMeHTarbHbIN (ooHA opraHu3aLmm

BHoCWTb NpeanoXeHusi Mo opraHu3aummn U COBEPLLEHCTBOBaHUIO CUCTEMbI apXMBHOMO
XpaHeHus aen (4OKYMEHTOB)

OpraHu3oBbiBaTh paboTy no cbopy n cuctematmdauum cBegeHnii ob onepaTtMBHOM U
apXVBHOM XpaHeHun aen (4OKyMEeHTOB) opraHusaLmu

AHanu3npoBaTh AaHHble O pe3ynbTaTax NPOBEPOK AEATENbHOCTU CTPYKTYPHbIX
noapasferneHuii opraH13aLm No BONpocam OnepaTUBHOMO XpaHeHUs Aen (4OKYMEHTOB)

Heobxoanmble 3HaHWUA

HopmaTtuneHble npaBoBble akTbl Poccunckon degepaunm B 06nacty 4enonponsBoacTsa U
apxvBHOro gena

HopmaTtumBHble npaBoBble akTbl Poccuiickon denepauum B 06rnacTy MHOPMaLMOHHBLIX
TEXHONOMMN 1 3awuUThl MHOpMaLLMK, LIMdPOBOA TpaHCcdopmMauum

MeToanyeckune AOKyMEHTbI U HaLMOHarbHbLIE CTaHaapThLl B 06nacTi AenonpousBoacTea U
apx1BHOro aena

MpaBvna opraHM3auum apxMBHOrO XpaHeHus aen (QOKYMEHTOB) B COOTBETCTBUM C
NokarbHbIMM HOPMaTVBHLIMW aKTaMn opraHu3aLmm

CprKTypa opraHun3auumm n nopAaaok B3anMMo4encTBus no,u,pas,qeneHMVl opraHmnsauun

MeToakl aHanu3a AesTenbHOCTY NogpasaeneHns no apxXMBHOMY XpaHeHuo gen
(DOKyMeHTOB) opraHm3aumnm

MeTogbl KOHTpoONsa cobnogeHNss HOPM B 06NacTX ONepaTUBHOIO N apXMBHOIO XpaHeHus aen
(DOKYMEHTOB) B OpraHu3aLmm

MopsimoK 1 CPOKM COCTaBMeHNs1 OTYETHOCTM MO BONPOCaM apXMBHOMO XpaHeHUst aen
(DOKyMeHTOB) B opraHusaLmu

Kputepun ueHHocTu gen (4OoKyMEHTOB) AN MX UCMONb30BaHMWs, XpaHeHWs! Ui BblAENEHNs K
YHUUTOXEHUIO

Lpyrve xapakTepucTuku

3.2.5. TpynoBas pyHKUuus

HaumeHoBaHve CoBepLUEHCTBOBAHME CUCTEMbI apXMBHOIO XpaHeHust | Ko B/05.6 YpoBeHb 6
Aen (OOKYMEHTOB), yYeTa 1 UCMONb30BaHWs Aen (nopypoBeHb)
(DOKYMEHTOB) BPEMEHHOTO XPaHEHUs1 B OpraHv3auum KBanudukaw mm
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MponcxoxaeHne
TPy£oBON (PyHKUNM

OpuruHan X  |3aummcTBOBaHO M3
opuvriHana
Kopn PerncTpauunoHHbin
opuvrMHana HoMep
npodeccrnoHanbHOro
cTaHgaprta

TpyaoBble oencTeuns

Onpegenenne HanpaereHn Pa3BUTUA apXMBHOMO XpaHeHust Aen (4OKyMEHTOB), ydeTa u
ncnonb3oBaHus Aen (A4oKyMEeHTOB) B OpraHusauum

OnpegeneHne puUckoB B CUCTEME apXMBHOMO XpaHeHWs Aern (4OKyMEHTOB), ydeTa U
Mcnonb3oBaHus Aen (4OKyMEHTOB) B OpraHnsauum

YCcTpaHeHne pUCKOB B CUCTEME apXBHOIO XpaHeHWs Aen (OOKYMEHTOB), yyeTa u
MCNonb30BaHus Aen (4OKYMEHTOB) B OpraHv3aLmm

Pa3paboTka MeToAMK/N COBEPLLEHCTBOBaHNS CUCTEMbI apXMBHOTO XpaHeHus Aen
(DOKYMEHTOB), y4eTa 1 NCNOoNb30BaHMs gen (OKYMEHTOB) B OpraHu3aumm

PaspaboTka 1 BHegpeHne CUCTEMbI 3NEKTPOHHOMO AOKYMEeHToo6opoTa B cdepe apxMBHOMO
XpaHeHus1 fen (OOKyMEHTOB), ydeTa 1 UCNOMNb30BaHNA Aen (AOKYMEHTOB)
AOKYMEHTUPOBaHHbIX cdep AeATENbHOCTU OpraHM3aLmm

PerynvpoBaHue AesTENbHOCTM MO COBEPLLEHCTBOBAHMIO CUCTEMbI aPXMBHOTO XPaHEHVs Aen
(BOKYMEHTOB), yyeTa 1 UCnonb3oBaHUs Aen (4OKYMEHTOB) B OpraHv3auum

Heobxoaumble yMeHus

AHanuaunpoBaTtb MHOPMALMIO O COCTOSHMN U PaboTOCNOCOBHOCTN CUCTEM aPXVIBHOIO
XpaHeHus Aen (4OKyMEHTOB), y4eTa M UCNOoNb30BaHUs Aen (4OKYyMEHTOB) B OpraHmM3auusix

BHOCWTb NpeanoXeHnst Mo opraHM3aLm U COBEPLLEHCTBOBaHMIO CUCTEMbI apXMBHOTO
XpaHeHusi Aen (LOKYMEHTOB), y4YeTa 1 UCToNb30BaHUsA Aen (4oKyMEHTOB) B OpraHu3auusx

CocTaBnsiTb TEXHNYECKOE 3a4aHne Ha MPOEKTUPOBAHUE U BHEAPEHUE CUCTEMbI 3NIEKTPOHHOIO
OOKyMeHToobopoTa B cdhepe apxXMBHOMO XpaHeHUs1 Aen (AOKYMEHTOB), yyeTa U
MCNonb30oBaHus Aen (4OKYMEHTOB) 4OKYMEHTMPOBAHHbLIX cdhep OesTENbHOCTU OpraHn3auum

BbiGMpaTh ONTMManbHYt0 CUCTEMY 3NEKTPOHHOIO LOKYMeEHTOo0opoTa Ansa obecneveHms
apXMBHOTO XpaHeHust Aen (OOKYMEHTOB), y4eTa U UCNONb30BaHUs Aen (OOKYMEHTOB)
[IOKyMEHTMPOBaHHbIX chep AesiTENbHOCTY OpraHu3aLmm

KoHcynbTupoBaTb paboTHWMKOB nodpasaenieHnst U opraHusaumMm no CoBpeMeHHbIM MeToaam
paboThl C JOKYMEHTaMM B cdiepe apXVIBHOTO XpaHeHusi Aen (OOKyMEHTOB), yyeTa U
MCMorb30BaHWs Aen (4OoKyMEHTOB) AOKYMEHTUPOBAHHbLIX cdiep AesTENbHOCTY OpraH13aLnm

Heobxoanmble 3HaHUA

HopmaTtumBHble npaBoBble akTbl Poccuiickon Peaepaummn B obnacty 4enonponssoacTea u
apXMBHOro gena

HopmaTtuBHble npaBoBble akTbl Poccunckon degepaumm B 06nacty MHGOpMaLMOHHbIX
TEXHOSOMMI 1 3alnTbl MHdopMaLuK, LMdpPOBOI TpaHcdopMaL Mn

MeToamnyeckne JOKYMEHTbI M HaLMOHarNbHbIE CTaHAapThbl B 06/1acTi Aenonpon3BoacTBa,
apXMBHOro Aena v MHPOPMALIMOHHBIX TEXHOOTUI

Me>|<,u,yHapop.Hb|e CTaHOdapThbl B obnactu ynpasrieHnAa OKyMeHTaMn N puckamMmum

MepenoBo OTEYECTBEHHbIN ONbIT U HAay4Hble pa3paboTkM B 06nacTy apXMBHOIO XpaHeHWs!
Aen (OOKyMEHTOB), y4YeTa 1 UCMOoNb30BaHUA Aen (OOKYyMEHTOB) B OpraHm3aumsax

MeToabl NPOEKTMPOBAHMS W NIAaHUPOBaHUSt paboT NO COBEPLLEHCTBOBAHMIO apXMBHOMO
XpaHeHust gen (4OKyMEHTOB), y4eTa U UCMOb30BaHUs Aern (4OKYMEHTOB)
OOKYMEHTUPOBaHHbIX cdep AeATENbHOCTU OpraHM3aLmm

CoBpemeHHble NnaTtgopmbl, CeEPTUDPNLIMPOBAHHLIE CUCTEMBI 3NTEKTPOHHOIO
AOKyMeHTO0bopoTa A5 OnepaTMBHOIO 1 apXMBHOIO XpaHeHus gen (OOKYMEHTOB), y4eTa u
ncnornb3oBaHusa Aen (4OKYMEHTOB) 4OKYMEHTMPOBAHHbLIX cdhep AesTENbHOCTH OpraHn3auum

Cpenctea 1 meToabl cbopa, obmeHa, nepegayn n obpaboTkm MHopmaLmm
AOKYMEHTMPOBaHHbIX cdhep AeATenbHOCTU opraHM3aLmm

[pyrve xapakTepucTuku

3.2.6. TpypnoBas pyHKUuus
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HanmeHoBaHue

BHeapeHve cncTeMbl 3NEKTPOHHOIO apxmBa
opraHusauum

Kon B/06.6 YpoBeHb 6
(nogoypoBeHb)

KBanudgmkauum

MpovcxoxaeHue
TPy£oBoOn pyHKUMM

OpurmHan X

3anmcTBOBaHO U3
opvruHana

Koa PerncTpauunoHHbIin
opurmHana Homep
npodeccnoHanbHOro
CTaHgapTa

TpyooBble oencTens

AHanu3s 1 oueHka TpeGoBaHWIM K CUCTEME 3TEKTPOHHOMO apX1Ba OpraH13aLumn

MoaroToBka TEXHUYECKOTO 3a4aHMsi Ha NPOEKTMPOBAHME KOPropaTUBHOM CUCTEMbI
3MEKTPOHHOrO apX1Ba B OpraH13aLum

Bbibop opranmsauum - paspaboTymka KOPNopaTUBHON CUCTEMbI SNIEKTPOHHOIO apxvBa

OnpegeneHune ypoBHeN JOCTyna pyKOBOAMTENEN CTPYKTYPHbIX Noapa3neneHmn
opraHu3auum K HcopmMaLmMm B KOpNopaTUBHON CUCTEME SNEKTPOHHOIO apxuBa

OueHKa NUNoTHOro BHeAPEeHUs KOPropaTUBHOWM CUCTEMbI 3TIEKTPOHHOTO apxvea B
opraHusaLum

YcTaHoBKa KOPriopaTUBHON CUCTEMBI ANEKTPOHHOMO apX1Ba B OpraH13aLuum

CocTtaBneHuve rpadmka obyyeHns pykoBoauTenemn CTPyKTypHbIX nogpasaeneHnn pabore
B KOPNOpaTMBHON CUCTEME 3MEKTPOHHOTO apxvBa

Heobxoaumble yMeHus

AHanusmpoBatb MHGOPMAaLINIO O COCTOSIHAN CUCTEMbI YTpaBiieHNst 351EKTPOHHbLIM
apXMBOM OpraHM3aLum

PyKOBO/J,VITb pa3p360TKOVI TEXHNYECKOro 3agaHuA Ha npoeKkTnpoBaHmne KOpI'IOpaTVIBHOI7I
CUCTEMbIl 3JTEKTPOHHOIo apxmea B opraHmn3auum

PyKkoBOAMTL NPOEKTUPOBaHUEM M BHEOPEHMEM KOPMOPATUBHOWM CUCTEMbI 3N1EKTPOHHOIO
apxvBa opraHusaumm

PykoBoaWTb 3alLuUTOlN MHGOPMALMOHHBLIX PECYPCOB 3NIEKTPOHHOMO apX1Ba opraHv3aLum
OT HEeCaHKUVOHMPOBAHHOTO A0CTyna

OpraHu3oBbiBaTb 00y4eHne paboTHUKOB OpraHu3aLmm COBPEMEHHbLIM MeTogam paboThl B
KOpropaTVBHOM CUCTEeMe 3NEKTPOHHOrO apXviBa OpraHu3aLum

Heobxoanmble 3HaHWS

HopmatvBHble npaBoBble akTbl Poccuiickon degepaumm B 00racty 4enonponsBogcTea u
apXvMBHOro gena

HopmaTuBHbIe NpaBoBbie akTbl Poccuiickon ®enepaunm B 06rnactn MHGPOPMaLMOHHBLIX
TEXHONOrMN 1 3aWmTbl MHOPMaLMK, LMdpoBor TpaHchopmMauum

MeToamndyeckme OOKYMEHTbI U HaLoHanbHbIe CTaHaapThl B 06nacTy AenonponsBoacTBa,
apXMBHOTO Aera 1 UHPOPMAaLMOHHBIX TEXHOSOMUI

MexgyHapogHble cTaHO4apTbl B 00NacTyh ynpaBrneHnst 4OKYMEHTaMM, 3NEeKTPOHHbIM
apX1MBOM U MHAOPMALIVMOHHBIMU TEXHOMNOTUAMM

MepenoBoit oTe4ecTBEHHbIN 1 3apyBeXHbIN ONbIT U HAaYYHbIE pa3paboTku No
NpeaoTBPALLEHMIO U YCTPaAHEHUIO NMOTEHLMANbHLIX PUCKOB B cchepe yrnpaBreHus
3EKTPOHHLIM apXVBOM B OpraHv3aumm

MeToab! NNaHMpoBaHUs paspaboTki U BHEeAPEeHUs: KOPnopaTUBHOW CUCTEMbI
3MEKTPOHHOIO apx1Ba OpraH13aLum

OcHOBbI NMPOrpPamMMHOr0 0GeCNEYEHNsI CUCTEMbI ANEKTPOHHOIO apxmBa

[pyre xapaKTepucTukm

3.2.7. TpynoBasa pyHKUUA

HanmeHoBaHne

ConpoBoxaeHve gesaTenbHOCTH Kon B/07.6 YpoBeHb 6
3KCMNEepTHON KOMUCCUW OpraHu3aunm (nogypoBeHb)
KBanuduxkaumm
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MponcxoxaeHne
TPy£oBON (PyHKUNM

OpuruHan X  |3aummcTBOBaHO M3
opuvriHana
Kopn PerncTpauunoHHbin
opuvrMHana HoMep
npodeccrnoHanbHOro
cTaHgaprta

TpyaoBble oencTeuns

Pa3paboTka nonoxeHust 06 3kCNepTHOM KOMUCCUM OpraHM3aL M1, ero cornacoBaHue u
yTBEpPXKOEHME

MogroToBka 3acenaHum SKCFIepTHOI7I KoMmuccum opraHmusaumm

Co3pgaHve 1 nogaep)kaHue B akTyarlbHOM COCTOsIHWMM 6a3bl AaHHbIX O AeATENbHOCTM
3KCNEPTHOM KOMUCCUN

MpeacTaBneHne Ha CornacoBaHVe 3KCNEPTHON KOMUCCUM HOMEHKIaTypbl A€ opraHusaumm

MpoBepka HanM4Mst U YCIIOBUIA COXPAHHOCTU Aer (4OKYMEHTOB) B CTPYKTYPHbIX
nogpasaeneHnsix opraHnsaumm - UICTOHHMKaX KOMNIEKTOBaHWA 1 nogpasfeneHusix,
AeATenbHOCTb KOTOPbIX NpeALlecTBoBana AeaTeNlbHOCTU MCTOYHUKOB KOMMIEKTOBAaHWSA, nNpu
YCIOBUM X XpPaHEHWS B OpraHusaumm

Ot6op aen (OOKYMEHTOB) B CTPYKTYpPHbIX NogpasaereHnsx opraHmM3anmm - UCTOYHMKaX
KOMMMEKTOBaHWs, 1 noapasaeneHusx, 0eaTenbHOCTb KOTOPLIX NpellecTBoBana
[EATENbHOCTM UCTOYHUKOB KOMMIIEKTOBAHUS, NMPX YCIIOBUM X XPaHEHWS B OpraHnsaLum ans
nocneayoLLEro XpaHeHUs! UMM YHUUTOXEHUA

npeﬂ,CTaBﬂeHl/le Ha cornacosaHune 3KCFIepTHOI7I KOMUCCUM onucen aern NoCTOAHHOrO XpaHeHuda
M OOKYMEHTOB Mo JINYHOMY COCTaBy

MpeacTtaBneHue Ha cornacoBaHve IKCNEepPTHOM KOMUCCUM aKTOB O BblEeneHun Ha
YHUITOXEHME aen (4O0KyMEHTOB)

MpoTokonupoBaHWe peLLeHnin IKCNEPTHOM KOMUCCHUEN OpraHu3auum

OkazaHvie MeToAMYEeCcKoi NMoMOLLM NpeacenaTernto U YneHam 3KCNepTHOW KOMUCCUK
opraHusauum

Heobxogumble ymeHus

npOBOﬂ,VITb OYHble N 3a04Hble 3aceaHnda 3KCI'IepTHOl7I KOMUCCuUn opraHmnsauumm

dopmupoBaTth gena (OoKyMeHTbI), obpasytolmecs B eATENbHOCTU CTPYKTYPHbIX
nogpasaeneHunii - ICTOYHMKOB KOMMITEKTOBaHUS U NpeaLleCTBEHHUKOB OpraHM3aumm

CocTaBnsaThb pekoMeHaaLmn No BoONpocam A0KYMEHTUPOBaHHLIX cdep AeATeNbHOCTU
opraHusauum

PaspabaTtbiBaTh TpeboBaHUs K HOMEHKNAType Aen opraHnsaumm

CobupaTb 1 CTPYKTYpupoBaTh pe3yfibTaTbl UTOrOBbIX 3anMceit K HOMEHKNaType aen
opraHvzalum

Pa3pa6aTblBaTb TpeGOBaHI/IFl K CTPYKType Gas3bl OaHHbIX SKCHepTHOVI KoOMnccum opraHmsaumm

Heobxoaunmble 3HaHWS

HopmatumBHbIe npaBoBLie akTbl Poccuiickon ®egepaumm B 0bract 4enonpon3BogcTsa 1
apxvMBHOro gena

HopmaTtumBHbie npaBoBble akTbl Poccuiickon enepauum B 06rnacTy MHGOPMaLMOHHBIX
TEXHONOMMN 1 3aWuUThl MHOpMaLLMK, LIMdPOBOA TpaHCcdopMauum

MeToauyeckue OOKYMEHTLI U HaLMOHanbHbIe CTaHaapThl B 06nacTu Aenonpou3BoacTBa,
apXMBHOrO Aena v MHPOPMAaLIMOHHBIX TEXHOOTUI

MNepenosasi oTe4ecTBEeHHAA M MeXayHapoaHas NpakTvka ynpasreHus oKy MeHTamm 1
apXVBHOIO XpaHeHWst

MpaBuna 1 MeToabl COCTaBINEHUA YYeTHbIX (POpM Aern (O0KYMEHTOB) CUCTEMbI 0Ky MeHTaL um
opraHusalum

MpaBuna 1 meToabl KOHTPONsA cobnoaeHns TpeboBaHU 1 HOPM B obrnacTu
4ernonpo13BoACTBa U apXMBHOIO XPaHEHWs, y4eTa 1 UCNOMNb30BaHNa Aen (AOKYMEHTOB)
BPEMEHHOIO XpaHEHWS B OpraHmn3aumsax

MeToabl NpoBeaeHNss MOHUTOPUHra CUCTEM 3MEKTPOHHOIO JOKYMEHTO060pOoTa U apXBHOIO
XpaHeHUs Aen (JOKYMEHTOB) AOKYMEHTMPOBAHHLIX cdep AeATENbHOCTM OpraHu3aLmum

MeTtoabl npoBeaeHVst aHanun3a 3eKTUBHOCTU CUCTEM 3NEKTPOHHOIO JOKYMEHToo6opoTa U1
APXVIBHOTO XpaHEHVS AEN (JOKYMEHTOB) JOKYMEHTMPOBaHHbIX Chep AEATENbHOCTM
opraHusaLum

MeTogbl npoBeaeHnst aHanusa 3geKTMBHOCTU ydeTa 1 ncnonb3oBaHA aOen (,D,OKYMeHTOB)
BPEMEHHOIo XpaHeHnda B opraHm3auunm
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MeToabl NpoBeeHNs MOHUTOPVHIa y4YeTa 1 UCMonb3oBaHWs Aen (40oKyMEHTOB) BPEMEHHOIO
XpaHEHVs1 B OpraHM3aLunm

MeToabl 0606LLeHNS NOMYyYEHHbIX pe3yNbTaToB MOHUTOPUHIA 1 aHanusa ahdeKTMBHOCTHU
CUCTEM 3MEKTPOHHOIO JOKYMEHTOO00pOTa 1 apXMBHOMO XpaHeHns aen (4OKYMEHTOB)
OOKYMEHTUPOBaHHbIX Cdep AeATENBHOCTU OpraHM3aLmm

MHdopmaunoHHbIe TEXHONOMK, UCMONb3yeMble Npu opraHM3aunm yyeTa, obecneyeHmm
COXPaHHOCTU, UCMOMb30BaHUSA U YHUUTOXEHUS JOKYMEHTaNbHOro U apxXMBHOro ¢hoHa0B
opraHusaummn

KpuTepnm LeHHOCTM 1 CPOKM XpaHeHUs aen (OOKYMEHTOB) CUCTEM AOKYMEHTaL MK
opraHM3auum 1 4OKyMEHTMPOBaHHbLIX cdep OeATeNbHOCTH

MpaBvna otbopa aen (4oKyMeHTOB) AN AaNbHENLLEro XpaHEHUs! UMM YHUYTOXEHWS]

I'Ipan'la yyeTa 1 KOMIJiekroBaHuna aen (AOKyMeHTOB) orpaHn4eHHoro goctyna

MeToabl COBEpPLUEHCTBOBAHUS CUCTEMbI YYETa U UCTMONb30BaHNS, apXMBHOIO XpaHeHWs oen
(DOKYMEHTOB) [OKYMEHTUPOBaHHLIX Chep AeATENbHOCTM OpraHM3aLum

MeToabl COBEPLUEHCTBOBAHUA CUCTEMbI YYETA U UCMOMNb30BaHNA apXMBHOTO XpaHEHUs aen
(mOKYMEHTOB) MO NNYHOMY COCTaBY B OpraHu3aLusx

[pyrve xapakTepucTuku

3.3. O606weHHasa TpyaoBas pyHKUUsA

HanmeHoBaHve PykoBoacCTBO npoLeccoM apxMBHOIro Kon C YpoBeHb 7
XpaHeHust aen (AOoKyMeHTOB) KBanudmkaumm

MpoucxoxaeHve OpvruHan X  |3aumcTBOBaHO M3

0600LLEeHHO opuvriHana

TPpy£oBoOn (pyHKUMM Kog PernctpaunoHHbIn

opurMHana Homep
npodeccroHansHoro
cTaHgapta

Bo3MoXHble HanmMeHoBaHUs
OOJIDKHOCTEN, npodheccui

PyKOBOD.VITeJ'Ib opraHunsauunn apxmBHOro XxpaHeHuda aern (,EI,OKyMeHTOB)

0By4eHuto

TpeboBaHusa Kk 0bpazoBaHNo U

Beicwee obpasoBaHue - marnctpaTypa

unu

Beicwee obpasoBaHue (HenpodmbHOE) - MarucTpartypa

1 gononHuTensHoe npodeccuoHanbHoe obpaszoBaHme - NporpaMmbl
npodecCcuoHanbHOM NePeEnoAroToOBKN MO NPOdUII0 AEATENBHOCTY

TpeboBaHus K OnbITy
npakTn4eckomn
paboThl

He meHee naTu neT pyKoBOAsLLEV OEATENBHOCTM B cdepe yrnpaBrieHVsl apXMBoM,
apXMBHOW AeATENbHOCTU opraHM3aLum

pabote

Ocobble ycroBms gonycka K

MpoxoxxaeHve obyyeHns Mepam nNoxkapHon 6e3onacHoCTH

MpoxoxxaeHve obyyeHns n NPoBEPKN 3HAHWIN TPeOOBaHWI OXpaHbl Tpyaa

[pyre xapaKTepucTukm

JononHuTenbHble XapaKTepUCTMKN

HavnmeHoBaHWe gokymeHTa Kog HanmeHoBaHWe 6a3oBoW rpynnbl, AOMKHOCTM (Mpodpeccum) nnu
crneumnanbHOCTH
OK3 1213 PykoBogutenu B obnactu onpegeneHnst NosmMTrKM U MriaHMpoBaHNS
AesATenbHOCTH
EKC - OvpexTop apxvBa, LeHTpa XpaHeHUsa OOKyMeHTaLmm
OKrngTP 21322 OupexTop (3aBeaytoLLmin) apxXMBHOIO yuypexaeHusi
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OKCO 7.46.04.02 [lokymMeHTOBeOEeHME N apXMBOBEAEHNE
3.3.1. TpynoBasa pyHKuMsA
HanveHoBaHue Co3gaHune eguHON CUCTEMbI apPXYBHOTO Kon C/01.7 YpoBeHb 7
XpaHeHus1 gen (4OoKy MEHTOB) (nonypoBeHb)
KBanmdukaumum
MpoucxoxaeHve OpvrnHan X  |3aumcTBOBaHO M3
TPy£oBON chyHKUMM opurnHana
Ko PervucTpauoHHbIii
opuvrMHana HoMep
npodeCcCUoHanbHoro
CTaHgapTa

TpynoBble 4eNCTBUSA

Pa3paboTka cTpaTerym n coctaBrneHve nNnaHoB pa3BUTUS €4VHON CUCTEMbI apXVIBHOTO
XpaHeHus aen (OOKyMeHTOB)

Obecne4veHre pecypcamn eqnHON CUCTEMbI aPXMBHOMO XpaHeHns Aen (A4O0KYMEHTOB)
opraHusauum

PerynMpOBaHme €[VHOWN CUCTEMbI apXMBHOIO XpaHeHust aen (,D,OKYMeHTOB) opraHunsauum

BHegpeHve coBpeMeHHbIX MHCTPYMEHTOB, METOL0B, CPEACTB U TEXHOMNOrMii 06paboTku Aen
(mOKyMeHTOB) opraHusauum

PaspaboTka n yTBepxaeHune Gogxera no obecrnevyeHnio AeaTensHOCTM CUCTEMBI
apXMBHOIo XpaHeHus aen (4OKYMEHTOB) opraHu3aumm

YTBepKaeHne oT4eTHOCTN 06 UCNONHEHNM GloaykeTa No obecneyveHnio AesaTenbHOCTH
€4MHOI CUCTEMbI apXMBHOIO XpaHeHUs! Aen (4OKYMEHTOB) opraHn3aLunm

dopmmpoBaHme NHPOPMALIMOHHO-CMPABOYHbIX CUCTEM M Ba3 AaHHbIX E4MHON CUCTEMBI
apXMBHOIO XpaHeHus en (4OKYMEHTOB) opraHu3aumm

MogepHusaumsa n onTUMM3auns CUCTEMbl apXMBHOIO XpaHeHus aen (4OKYMEHTOB)
opraHusauum

BbisiBrieHMe 1 MHMMM3aLNS PUCKOB B €OUHOW CUCTEME apXVIBHOTO XpaHeHust aen
(OOKYMEHTOB) opraHusaumm

KoHTponb AesaTensHOCTU €4MHON CUCTEMbI apXMBHOMO XpaHeHUs Aen (4OKyMEHTOB)
opraHusauum

Heobxoammble yMeHus

Onpenensatb NpYoOpUTETLI B Pa3BUTUM €4MHON CUCTEMbl apXMBHOIO XPaHEHWS Aen
(OOKYMEHTOB) opraHusaumm

dopMUpoBaTh CTPYKTYPY CUCTEMbI apXMBHOMO XpaHeHUs Aen (4OKyMEHTOB) opraHm3aumm 1
obecneynBaTs ee pecypcamu

MoTuBupoBaTb OEATENBbHOCTb MOAYNHEHHbIX AJ151 NOBbILLEHUST 3EKTUBHOCTH 1
YCTpaHEHUs1 OTKIIOHEHWIA OT NapameTpoB, 3adaHHbIX NP MITaHUPOBaHUN €OUHOM CUCTEMBI
apXMBHOIO XpaHeHus aen (OOKYMEHTOB) opraHu3aumm

KJ'IaCCI/Iq)I/ILI.I/IDOBaTb I/IH(*)OpMaLI.I/IPO M co3gaBaTtb I/IH(*)OpMaLI,VIOHHO-CI'IpaBO‘-IHbIe 0asbl
OaHHbIX U VIHCbOpMaLI,VIOHHbIe CUCTEeMbl opraHmsauunm

OueHunBaTb NoTeHUMarnbHbIE PUCKA B €4VHON CUCTEME apXVBHOIO XpaHeHUs! Aen
(OOKYMEHTOB) opraHusaumm

OnpepensATb KOMNETEHL MM U OTBETCTBEHHOCTb PYKOBOAMUTENEN NoApasgeneHuii no
apXVBHOMY XpaHeHWIo Aen (4OKyMEHTOB) opraHm3aLmm

MpoBOANTbL MOHUTOPUHI 3CPPEKTUBHOCTU N CPOKOB CO34aHUSI E0MHON CUCTEMbI apPXIBHOIO
XpaHeHus aen (OoKyMeHTOB)

PaspabaTbiBaTb Mepbl NO NOBbILLIEHNIO 3(PDEKTMBHOCTN €0UHO CUCTEMbBI aPXVIBHOIO
XpaHeHus1 Aen (4OKyMEHTOB) opraHu3aLmm

BHe,D,pﬂTb HOBblE VIHCpOpMaLI,I/IOHHbIe TEeXHONnormm n MeTobl paGOTbI B €AUHY0 CUCTEMY
apXBHOIO XpaHeHua aen (,EI,OKyMeHTOB) opraHunsauun

BbiGupaTh BrObl HOCUTENEN MHAOoPMALIMM U (hopMaTbl XpaHEHUS! 3MEKTPOHHbIX JOKYMEHTOB
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MpyHMMATL peLLeHrst No BONpocam YNpaBlieHUsl e0UHON CUCTEMO apXVBHOTO XPaHEHMS]
Aen (4OKYMEHTOB) OpraHM3aLmm B HeCTaH4aPTHbIX YCNOBUSIX

Heobxoaumble 3HaHWS

HopmatumBHble npaBoBble akTbl Poccuiickon degepaumm B 00racty 4enonponsBoacTea u
apXvMBHOro gena

MeToamnyeckme OOKYMEHTbI B 06/1acTi UCMOMb30BaHUsS Y NyGrMKaLMmM apxXmMBHbIX Oen
(ookymeHTOB)

MeTtogudeckue OOKYMEHTbI N HauWOHalbHble CTaHOapThl B ccbepe ynpasieHua
OOKYyMEeHTaMM

MpaBwna cocTaBneHusi 1 0chopPMITEHNST NIoKarnbHbIX HOPMATUBHbBIX aKTOB OpraHu3aumm

CrpykTypa opraHmsauum, yHKUMM 1 pacnpegeneHne 06s13aHHOCTEN pyKOBOASLLLErO
cocTaBa

®yHKUMM NoapasaeneHnin opraHMsaLum 1 Nopsaok Ux B3aumMoaencTems

MepenoBoi OTEYECTBEHHBIN 1 MEXAYHAPOAHbIN OMNbIT U Hay4Hble pa3paboTku B cchepe
ynpaBrieHUss CUCTEMOW apXMBHOIO XpaHeHWs Aen (4OKYMEHTOB), yyeTa U NCMOoNb30BaHNS
Aen (4OKYMEHTOB) BPEMEHHOTrO XpaHeHUs

MpaBwuna NocTpoeHst N yHKLVOHMPOBAHWS CUCTEM YHYETHOM AOKYMEHTaLWUU opraHmsaumumn

[MpaBuna n meTogbl NOCTPOEHMST MHPOPMALMOHHO-CMNPaBOYHbIX CUCTEM OpraHu3aLmm

MHdopMaLMOHHbIE 1 TENEKOMMYHUKALMOHHbIE YCNyTn B cdepe ynpaBrieHus CMCTEMON
apXVIBHOrO XpaHeHvs Aen (4OKYMEeHTOB)

MporpammHoe obecneveHre B 06nacTu yrnpaseHnss CUCTEMOI apXMBHOMO XpaHeHus aen
(MOKYMEHTOB) 1 CUCTEMOI KOPMOPaTMBHOIO 40KYyMEHTO060pOTa OpraHM3aL/mm

Buabl HocuTenen nHgopmMaumm u cneymdmka nx npPUMeHeHUs

Mopaaok pa3paboTku 1 YTBEPXKOEHUS NepCneKTUBHbIX M TEeKYLLMUX NraHoB paboT
opraHusaLum

nOpFl/J,OK NMOAroTOBKM OTYETOB 00 UCMONTHEHUN NepCneKkTUBHbIX N TEKYLL KX MNMJ1aHOB pa60T
opraHu3auuun

MeToapbl aHanu3a u nokasaTeny 3KOHOMUYECKON 3¢hchpekTBHOCTU B 06racTu ynpaBneHus
CUCTEMOW apXMBHOIO XpaHeHus Aen (4OKyMEHTOB) opraHu3aumm

Opyrve xapakrepucTuku

3.3.2. TpynoBas pyHKUUSA

HavnmeHoBaHue YnpaBneHue pa3paboTKon NokanbHbIX Kopg C/02.7 YpoBeHb 7

HOPMaTMBHbIX aKTOB MPOLECCOB apXMBHOIO (nogypoBeHb)

XpaHeHust aen (AOoKy MEHTOB) KBanudukaumm
MpoucxoxaeHve OpvruHan X | 3anmcTBOBaHO 13
TPyAOBON (DyHKLUM opuvrvHana

Kog PernctpaunoHHbIn
opurMHana Homep
npodeCcCUoHanbHoro
cTangaprta

TpyooBble 4eNCTBUSA

KoopanHaums pa3paboTky noKanbHbIX HOPMAaTMBHbBIX aKTOB OpraHu3auum no apxvBHOMy
XpaHeHuto gen (OOKYMEHTOB), YHETY M NCMOMb30BaHWIO Aen (A4OKYyMEHTOB)

KoopauHaumsi pa3paboTkm MeToaNYEeCKX LOKYMEHTOB MO UCMOMHEHUIO NTOKarbHbIX
HOPMaTUBHbIX aKTOB MO apXMBHOMY XpaHeHWo Aen (4OKYMEHTOB), YYETY U UCMOMNb30BaHMIO
nen (OOKYMEHTOB)

BhisiBrieHVe cTeneHn prcka NpoLLecCoB apXVMBHOTO XpaHeHUst Aen (OOKyMEHTOB) opraHu3aumm
npy NPUMEHEHUN CPEACTB YNPaBeHUs JOKYMEeHTaMK, He OTBeYaloL X TpeGoBaHMSM
[EernoBbIX NOTPeBHOCTEN U NOAOTYETHOCTU OpraHu3aLmMm

KoopavHaumsi paspaboTki nokanbHbIX HOPMATUBHBIX aKTOB OpraHv3aumm U METOQUYECKUX
[OKyMEHTOB B 06nacTy opraHvM3auum yyeTa, XpaHeHu s, 06ecneveHnst CoXpaHHOCTH,
UCMOMNb30BaHUSA Y YHUYTOXEHUS AeN (4OKYMEHTOB) apXVBHbIX (DOHA0B
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KoopauHaums aktyanusawummn nokanbHbIX HOPMaTMBHbBIX akTOB B 00r1acTu apXMBHOMO
XpaHeHust aen (4OKyMEHTOB), y4eTa U Ucnonb3oBaHus aen (4oKyMEHTOB)

Heobxogumbie ymeHus

PaspabaTbiBaTh NONUTKKY YNpaBneHUs: NPOLLECCOM apXMBHOMO XpaHeHns Aen (4OKyMEHTOB),
y4yeTa 1 Ucnornb30oBaHnsa Aen (4OKYMEHTOB)

PaspabaTbiBaTb cTpaTerMm ynpasnieHns NpoLeccoM apxXMBHOIO XpaHeHns aen (4OKyMeHTOB),
ydeTa 1 Ucnonb3oBaHns gen (4OKyMEHTOB)

OueHnBaTb pUCKM YNpaBeHNs MPOLLECCOM apXMBHOMO XpaHeHWs aen (AOKYMEHTOB), yyeTa u
ncnonb3oBaHus Aen (4OKYyMEHTOB) OpraHM3auum B LMdPOBOA Cpeae 1 NpeqoTBpallaTb Ux
nnbo MUHUMN3MPOBATb

MpoBOAUTL MOHUTOPUHI MPOLIEAYP YNPaBEHNS apXMBHON MHGopMaLneit

MpumeHaTb MHOOPMAaLMOHHBLIE TEXHOMNOMMM B 061acTN apXMBHOMO XpaHeHust Aen
(DokymeHTOB)

YcTaHaBnmBaTb NOMTHOMOYMS 1 OTBETCTBEHHOCTL PYKOBOOMUTENEN CTPYKTYPHbIX
noApasgeneHun opraHnsaummn B chepe apXMBHOIO XpaHeHus Aen (4OKYMEHTOB), yyeTa n
ncnonb3oBaHus gen (4oKyMeHTOB)

Pa3pabatbiBaTb Mepbl MO NOBbLILLIEHW0 3PEeKTUBHOCTH YNPaBeHUsi CUCTEMON apXVBHOIO
XpaHeHus, yveTa 1 Ucnonb30oBaHus Aen (4OKYMEHTOB) opraHnsauum B LncpoBoON cpeae

Heobxoanmble 3HaHUSA

HopmaTtuvBHble npaBoBble akTbl Poccuinckon Pegepaumm B obnacty 4enonponssBoacTsa u
apxXvIBHOro gena

MeTtoanyeckue AoKyMeHTbI B 0611acTu MCMOMNb30BaHWs U Nybnuvkaumum apxv1BHbIX Aen
(BokymeHTOB)

MexayHapogHble cTaHAapTbl B 06nacTu ynpaBreHust LOKYMEHTaMn U puckamu

I'Ipanma COCTaBJ1eHUA U Oq)OpMﬂeHI/IFl NOKarnbHbIX HOPMaTUBHbIX aKTOB

CTpyKTypa opraHusauum, yHKLUM 1 pacnpefeneHe o6sa3aHHOCTEN pyKOBOASILLENO cocTaBa

®yHKUMM NoapasaeneHnin opraHMsaLum 1 Nopsaok X B3auMoaencTBums

MHpopmaL MoHHbIE TeXHONOrMK, UCNonb3yemble Npy Co34aHUM MHGOPMALMOHHO-CMNPaBOYHOM
cucteMbl (6a3bl AaHHbIX)

MHdpopmaumoHHo-npaBoBble 6a3bl AaHHbIX, cnornb3yemble B Poccuiickon Penepaumm n
[EnoBOW MPaKTUKe OpraHn3aLmm

TpeboBaHusA oxpaHbl Tpyaa

Opyrve xapakrepucTuku

3.3.3. TpynoBas dpyHKUUs

HanmeHoBaHve KOHTpOnb apxvBHOrO XpaHeHust Aer Kog C/03.7 YpoBeHb 7
(BokyMeHTOB) (nogypoBeHb)
KBanudmkaumm
MpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
Tpy£oBon pyHKUMM opuryHana
Kopn PerncTpauuvoHHbIn
opuvrMHana HoMep
npodeccrnoHanbHOro
cTaHgapTa

TpyQoBble oencTeuns

KoHTponb 3a cobntogeHmem TEXHONOMMIN paboTbl CUCTEMbI aPXMBHOIO XpaHEHUS Aen
(OOKYMEHTOB) opraHu3aumm

KoHTponb 3a cobntogeHrem TpeGoBaHuii Mo COCTaBNEHMIO U OGPOPMITEHMIO apXVBHBIX
YYETHbIX IOKYMEHTOB OpraH13aLm

OnTuMmMsaLmsa apxMBHOTO XpaHeHns aen (4OKYMEHTOB) OopraHu3auum

KoHTponb 3a cobntogeHnem npasun apxXMBHOIO XpaHeHUst Aen (JOKyMEHTOB) OpraHm3aLmm

KoHTporb 3a pa3paboTkol 1 BHeAPEHVEM MOKaINbHbLIX CUCTEM 3NEKTPOHHOO
[OKyMeHTO0b0pOTa opraHM3aumm B YacTU 3NEKTPOHHOTO apxXvBa 1 31eKTPOHHOIO apxvBa
OpraHu13aLum, LIeHTpa XpaHEHWs! 3MEKTPOHHbIX JOKYMEHTOB
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KoHTponb 3a akcnnyartaumnet CUCTEM 3NEKTPOHHOTO A0KYMEHTOOGOPOTa opraHn3aLmm B
4aCTW INEKTPOHHOO apX1Ba N 3NEKTPOHHOTO apXvBa OpraHM3aLu, LLEHTPa XpaHeH s
3NEKTPOHHbIX [JOKYyMEHTOB

Heobxogumbie ymeHus OcyLecTBNATL NPOBEPKY COOMOAEHUSI TEXHOMNOrMN paboTbl C CUCTEMO apXMBHOIO
XpaHeHust aen (AOKyMEHTOB) opraHusaLmu

OCyLU,eCTBJ'IFITb npoBepkKy (*)aKTVI‘-IeCKOFO COCTOAHUA OeATellbHOCTU No onepaTtuBHOMY U
apxXMBHOMY XpaHEHWIO aern (LI,OKyMeHTOB) opraHun3auun, 3N1eKTPOHHOro apxmea
opraHmauunn, LeHTpa XpaHeHUA 3J1EKTPOHHbIX AOKYMEHTOB

BbISBNSTH HEUCNONb30BaHHbIE PECYPCHI M BO3MOXHOCTY ANt ONTUMU3ALLUMM apXMBHOO
XpaHeHus aen (OOKYMEHTOB) opraHm3aumm

OueHnBaTb MONyYEHHY0 MHOPMALMIO, BbISIBNATb PUCKM apXMBHOMO XpaHeHus Aen
(OOKYMEHTOB) opraHusaumm

MpeactaBnATb OTYETHI O COCTOAHUN U OUHAMUKE OEATENbHOCTM MO YNPaBNeHo
apXVBHbIM XpaHeH1eM Aen (0OKYMEHTOB) OpraHM3aLm, 3MeKTPOHHBIM apXYBOM
opraHu3aLum, LEHTPOM XPaHEHS! 3NEKTPOHHBIX [OKYMEHTOB

Heobxogumbie 3HaHWs HopmatuvBHble npaBoBble akTbl Poccuiickon degepaumm B 0bracty 4enonponssoacTea u
apXVBHOro aena

MeToguyeckune AOKYMEHTbI B obnacTu ncnonb3oBaHKs apXBHbIX Oen (,D,OKyMeHTOB)

MpaBuna coctaeneHns n oopMreHns NoKanbHbIX HOPMAaTMBHbBIX aKTOB

MpyHLMNEI 1 MeTOALI aHanM3a nokasaTtene OesTenbHOCTU B chepe apXMBHOIO XpaHeHNs!
Aen (4OKYMeHTOB) opraHusauum

MpaBuna 1 MeToabl KOHTPONS B Chepe apXVBHOMO XpaHeHUs Aen (4OKyMEHTOB)
opraHusauum

I'IpaBMna 1 MeToabl obecneveHuns COXPaHHOCTU N NCNOJ1b30BaHNA apXMBHbIX (i)OH,D,OB,
SJNIEKTPOHHOIo apxmBsa opraHnsauum, LeHTpa XpaHeHUA 3J1eKTPOHHbIX JOKYMEHTOB

MporpammMHoe obecneyeHne B cdepe YnpaBrneHUss apXMBHOMO XpaHEHUs! Aer (J40KYMEHTOB)
opraHv3aLum, 3NeKTPOHHbIM apXMBOM OpraHu3aUmK, LLEeHTPOM XpaHEeHUs! 3NEKTPOHHbIX
[OKYMEHTOB

MeTogonorvs npoBefeHVst aHanm3a 3dEKTMBHOCTU YpaBrieHNsi CUCTEMOW apXUBHOIO
XpaHeHus1 Aen (AOKYMEHTOB) opraHM3aLum, 3reKTPOHHbIM apXMBOM OpraHu3aumu, LIeHTpoM
XPaHEHWS! 3NEKTPOHHbBIX [OKYMEHTOB

MeToabl onpeaeneHnst 3MEKTUBHOCTM Pa3BUTUSI CUCTEMbI apXVBHOMO XpaHEHUS! Aen
(BOKYMEHTOB) opraHM3auum, 3feKTPOHHOrO apXvBa OpraHu3aumn, LLeHTpa XpaHeHus
3NEKTPOHHbIX JOKYyMEHTOB

[pyrve xapakrepucTuku -

3.3.4. TpynoBas pyHKUUs

HanmeHoBaHve PerynuvpoBaHue v KOHTponb deaepanbHbIX 1 Kog C/04.7 YpoBeHb 7
pervioHanbHbIX FOCY4apCTBEHHbIX (nogypoBeHb)
MHPOPMAaLIMOHHBIX CUCTEM, peecTpoB u 6a3 KBanugmkauum
AaHHbIX
MpouncxoxaeHve OpuirvHan X | 3anmcTBOBaHO M3
TPYAOBOWN (PyHKL MM opurHana
Kon PernctpaumnoHHbIn
opurMHana Homep
npocpeccrnoHanbHoro
cTaHgapTa
TpynooBble oencTaus AHanu3 1 oueHKa akTyanbHOCTN apXVBHOW AOKYMEHTaUuM U ee AaHHbIX 4515 HarnonHeHns
heaepanbHbIX M pervoHarnbHbIX rocyAapcTBEHHbLIX MHAOPMALMOHHBLIX CUCTEM, PEECTPOB U
6a3 gaHHbIX

HanonHeHue defepanbHbIX Y perMoHanbHbIX FOCYAapCTBEHHBIX MHPOPMAaLMOHHBIX CUCTEM,
peecTpoB 1 6a3 AaHHbIX aKTyarnbHOW apXMBHOW OOKYMEHTaUMEN U ee AaHHbIMM
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KoHcynbTupoBaHue coTpyaHMKOB dheaepanbHbIX U pervoHarnbHbIX rocyaapCTBEeHHbIX
MHPOPMALIMOHHBIX CUCTEM, PeecTpoB U 6a3 AaHHbIX MO OLIEHKE W HAMOSHEHWIO aKTyasbHOM
apXMBHOW [JOKyMeHTaLMen U ee AaHHbIMM

MoaroToBka TEXHUYECKOIO 3a4aHUsi HA MOANUKALIMIO apXVIBHOW LOKYMEHTaLUM
conpoBoXxgaeMblx degeparnbHbIX U perMoHanbHbIX rocy4apCTBEHHbLIX MHCpOPMaLMOHHBLIX
cucTeMm, peecTpoB 1 6a3 gaHHbIX

Onpegenenne ypoBHS JOCTyna pyKOBOAUTENEW CTPYKTYPHbIX Nogpa3faeneHnin K
COMPOBOXOEHMIO N HAaNOMHEHWIO heaepanbHbIX U permoHanbHbIX FoCY4apCTBEHHbIX
MHAOPMALMOHHBIX CUCTEM, PeeCcTPOB 1 6a3 AaHHbIX aKTyanbHON apXMBHOW AOKy MEHTaLMEN
1 ee JaHHbIMK

CocTaBneHue rpagmka obydeHns pykoBoauTenemn CTpyKTypHbIX nogpasgeneHnin paborte ¢
hegepanbHbIMAU U perroHanbHbIMU rocy 4apCTBEHHLIMM MHPOPMALMOHHBLIMM CUCTEMaMW,
peecTpamn 1 6azamMun JaHHbIX

Heobxooumble ymeHus MpoBOOWTL aHanmM3 1 OLEHKY akTyarnbHOM apXMBHOM JOKYMEHTaUMU AN NpYMMEHEHNs B
MHPOPMAaLIMOHHBIX CUCTEMAX, peecTpax 1 6asax gaHHbIX

CoBepLLEHCTBOBaTb MPOLECChI COMPOBOXAEHUS 1 HarnonHeHUs deaeparbHbIX 1
pervoHanbHbIX rocyAapcTBEHHbIX MH(POPMALIMOHHBIX CUCTEM, PeecTPOB 1 6a3 AaHHbIX

Wcnonb3oBaTtb CcOoBpeMeHHble MeToAbl 3allThbI VIH(bOpMaLI,MOHHbIX pecypcoB cbe,u,epaanux
N pernoHanbHbIX roCyAapCTBEHHbIX I/IH(bOpMaLl,I/IOHHbIX CUCTeMm, peecTpoB n 0a3 gaHHbIX OT
HeCaHKUMOHMPOBAHHOIO 4OCTyNna

WNcnonb3oBaTb coBpemMeHHble METOAbI paboThl C AaHHbIMK B (hedeparnbHbIX U
pervoHarnbHbIX rocy4apCTBEHHbIX MHOPMALIMOHHBIX CUCTEMAX, peecTpax 1 6a3ax 4aHHbIX

Heobxogumble 3HaHWA HopmaTtrBHble npaBoBble akTbl Poccunckon degepaunm B 06nacty 4enonponsBoacTsa U
apxvBHOro gena

HopmaTumBHbIe npaBoBble akTbl Poccuiickon ®enepauunm B obnactn nHgopmauum,
WHAOPMAaLMOHHBIX TEXHONOTUIA 1 3aLLMTbl MHopMaLun, LMdPoBON TpaHcdopMaLmMm

MeToan4eckue OOKYMEHTbI B obrnacTu ncnonb3oBaHus APXMBHbIX e (ﬂ,OKyMeHTOB)

Me>|<p,yHapo,u,Hb|e M HauunOHalbHble CTaHOapThl B obnactu I/IH(bOpMaLI,VIOHHbIX TexHornorum

MexoyHapoaHble 1 HaloHanbHble CTaHOapThl, creLndukauum n TEXHUYECKNe OTYEThI B
cchepe ynpaBrieHnst 311eKTPOHHLIM apXMBOM

MepenoBo OTEHECTBEHHBIN N 3apyBeXHbIN ONbIT U HAyYHbIE pa3paboTkM No
NpPenoTBPALLEHNIO N YCTPAHEHWNIO MOTEHLMANbHbIX PUCKOB B cdiepe ynpaBrieHust
9NEKTPOHHBIM apXMBOM

MeTogpbl nnaHnpoBaHMA HaMNoJ1IHEHUA (be,qepaanblx N pernoHanbHbIX TOCYy4apCTBEHHbIX
VIH(bOpMaLlI/IOHHbIX CcucTem, peecTtpos “ 0a3 OaHHbIX

rlpI/IHLI,VIﬂbI y4yeTa 1N KOMIIiekroBaHuna aern (.D,OKyMeHTOB) OorpaHn4eHHoOro gocTtyna

MporpaMMHO-TEXHWYECKas OOKYyMEHTaLMs, MHCTPYKLUMA U PyKOBOACTBA Mo paboTe ¢
degepanbHbIMA U perMoHanbHbIMU rocy 4apCTBEHHbLIMM MHCPOPMALMOHHBLIMM CUCTEMaMW,
peecTpamn 1 6azaMun JaHHbIX

I'IporpaMMHoe obecneveHne B cnucteme OJIEKTPOHHOIo apxmBa, LleHTpa XpaHeHUA
QJNMEKTPOHHbIX OKYMEHTOB 1 I/IH(i)OpMaLI,VIOHHbIX ycnyr

Opyrve xapakTepucTukn |-

3.3.5. TpynoBas cpyHKLUUA

HaumeHoBaHve [MnaHupoBaHWe 1 NOCTPOEHNe NPoLEeCcCcoB Kon C/05.7 YpoBeHb 7

APXVIBHOMO XpaHeHWs, y4eTa U UCMosb30BaHUs! (nogypoBeHb)

Aen (4OKYMEHTOB) BPEMEHHOrO XpaHeHNs KBanuukauum
lMpovcxoxaeHue OpuruHan X | 3anmcTBOBaAHO M3
TPy£oBoOn pyHKUMM opuriHana

Kog PervctpaunoHHbIn
opuvruHana HOoMep
npodpeccroHansbHoro
cTaHgapTa
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TpynoBble oencTens

Pa3paboTka cTpaTteryu u nonuTUKM yNpaBreHnst apXMBHLIM XpaHeHUeM Aen (LOKyMEHTOB)
opraHusauum

OnpegaeneHve NpMopUTETHBIX HANPaBeHUI Pa3BUTUS CUCTEMbI apXVUBHOMO XPaHEHWS! Aen
(moKyMeHTOB) opraHu3auum

KoopanHaums paspaboTku MHGOPMaLMOHHO-CMNPaBOYHOW CUCTEMbI apPXVIBHOIO XpaHeHus
4en (OOKYMEHTOB) 1 ee UCNONb30BaHUs

KoopauHaumsi npoleccamm COBEPLLEHCTBOBaHMS CUCTEMbI apXMBHOMO XpaHeHUst oen
(nokymeHTOB) opraHv3aLum

KoopauHaums BHegpeHust MHOpMaLMOHHBLIX TEXHOSOMIA B CUCTEMY apXVMBHOMO XpaHeHUs
Oen (OOKYMEHTOB) opraHusaumm

Heobxogumbie ymeHus

MpoBOAUTL aHanM3, KOHTPOSb U OLEHKY M3MEHEHWUI B YNPaBIIeHUM XpaHEHNEM apXVBHbIX

doHaoB

MoaundmumpoBaTb CUCTEMbI aPXMBHOMO XpaHEeHUsA Aern (0O0KYMEHTOB)

Vcnonb3oBaTb NepeaoBoi OTEeHECTBEHHBIV U MEXAYHAPOAHbIV ONbIT B cchepe apXMBHOIO
XpaHeHus aen (OoKyMeHTOB)

BbISBNATE M MUHUMM3MPOBATL PUCKM B chepe apXMBHOTO XpaHeHWst Aern (SOKYMEHTOB)

Knaccudguumposatb nHgopmaumio B cpepe apxMBHOr0O XpaHeHns aen (AO0KYMEHTOB)

PaspabatbiBaTb MHOPMALMOHHO-CNpaBOYHbIE CUCTEMbI 1 Ba3bl AaHHbLIX B cdepe
apXVBHOIO XpaHeHus Aen (4OKYMEHTOB)

Heobxoanmble 3HaHUs

HopmaTueHble npaBoBble akTbl Poccuiickoin Pefepalum B 06rnacTy 4enornponsBoacTea u
apx1BHOro Aena

MeToanyeckue AOKyMeHTbI B 0611acTU UCMONb30BaHWsSi apXVBHBIX A€ (4OKYMEHTOB)

MeToguyeckme AOKYMEHTbI U HaUMOHarbHble CTaH4apThbl B 06racTy NCnonb30BaHus
apXMBHbIX gen (gOKYMeHTOB)

I'Iepe,u,osaﬂ oTe4yeCTBeHHaaA U MeXxayHapoaHad npakTtuka opraHn3auun yyeta, XxpaHeHus,
MCNOJ1Ib30BaHNA N YHUHTOXEHUNA apXUBHbIX CbOH,D,OB

TpeboBaHWs 1 HOpMbI B 061aCTy apXMBHOIO XpaHeHWs aern (4OKyMEeHTOB), yyYeTa u
ncnonb3oBaHus gern (4OKYMEHTOB) BPEMEHHOrO XpaHeHs

dopmbl U METOAbI KOHTPONSA cobnioaeHns TpeboBaHWn 1 HOpM B 061acTn apXMBHOMO
XpaHeHus1 Aen (4OKyMEHTOB), y4eTa U UCNonb30oBaHus Aen (4OKyMEHTOB)

MeToabl aHanu3a ahHeKTUBHOCTY CUCTEMbBI aPXMBHOIO XpaHeHus Aen (4OKYMEeHTOB),
ydeTa 1 Ucnonb3oBaHns gen (4OKyMEHTOB)

MeToabl NNaHNpoBaHUsi Pa3BUTUSI CUCTEMbI apXMBHOMO XpaHeHUs Aern (4OKYMEHTOB) Ha
OCHOBe pe3yrbTaToB aHanusa adpdeKTUBHOCTI 3MNEKTPOHHOIO apX1Ba, LieHTpa XpaHeHNs!
3NEKTPOHHbIX JOKYMEHTOB M MHGOPMALMOHHBIX YCIyT

MeTogonorus NocTpoeHUsi MHPOPMALIMOHHBIX CUCTEM M 6a3 AaHHbIX 371EKTPOHHOIO apX1Ba,
LieHTpa XpaHeHUs1 3MNeKTPOHHbIX JOKYyMEHTOB

MeToabl aHanu3a nokasarenemn AesTenbHOCTM opraHn3aumm no Bornpocam adppekTMBHOCTH
CUCTEMbI apXMBHOIO XpaHeHus gen (4OKYMEHTOB)

TexHonorum n metoabl ynpasneHna nepcoHanom opraHu3auun

[pyrve xapaKTepucTukm

3.3.6. TpynoBas cpyHKUUA

HaumeHoBaHve OpraHusaums n conpoBoXaeHue Koa C/06.7 YpoBeHb 7

[eaTenbHOCTN 3KCNepTHO-NPOBEPOYHON (nooypoBeHb)

KomMmuccum KBanudgmkaumum
lMpovcxoxaeHue OpuruHan X | 3anmcTBOBaHO M3
TPYAOBOWN (PyHKL MM opurMHana

Kog PernctpaunoHHbIn
opuvruHana HOoMep
npodpeccroHansHoro
cTaHgapTa
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TpyaoBble oencTeuns

KoopauHaumsi pa3paboTky NokarnbHbIX HOPMaTUBHBIX aKTOB OpraHu3aumm 06 akcnepTHo-
NpOBEPOYHON KOMUCCUM

MpuBnedeHre k paboTe B IKCNEPTHO-NPOBEPOYHON KOMUCCUM B Ka4eCTBE 3KCMEPTOB U
KOHCYINbTAHTOB CMEeUMancToB opraHnsaumin 1 degeparnbHOro opraHa, perynmpyoLwero
apPXMBHYO NEeATENbHOCTb

KoopauHaLmsi noaroToBku HEOBXOAMMBIX [JOKYMEHTOB A1 UTNIeHOB 3KCNepTHO-
MPOBEPOYHON KOMUCCUM, IKCMIEPTOB M KOHCY bTaHTOB

PaCCMOTpeHVIe Hay4YHO-MeTOoONYECKUX N NPaKTU4EeCKUX BOMNPOCOB AEeATEeNIbHOCTU
3KcnepTHo-npOBepqu0|7| KOMUccumn opraHmsaumm

KOHTpOJ'Ib BbIMNOJTHEHUA peLIJeHI/lI7I 3KCFIepTHO-I'IDOBep0‘-IHOIZ KOMUccumn

KoHTponb HanpaBneHusi peLleHnii 3KCNepTHO-MPOBEPOYHON KOMUCCUN UCTOYHUKAM
KomMnriekToBaHunst ApxvBHoro cooHga Poccuiickon depepauum

OpraHusauus MeToandeckoi NoMoLLM NpeaceaaTernto U YrieHam SKCnepTHO-NPOBEPOYHON
KOMUCCUM opraHunsaLunm

Heobxoanmble ymeHus

PaspabaTbiBaTb 1 060CHOBbLIBATb MPOEKTbI NIOKarnbHbIX HOPMATMBHbBIX akTOB 00 3KCNepTHO-
NPOBEPOYHOM KOMUCCUN OpraHu3aLmm u ee peLleHni

MpoBoaWTL 3acefaHNsl SKCNEePTHO-NPOBEPOYHOM KOMUCCUM

I'Iposo,u,mb aHanm3 n oLueHKy pekomMmeHgauun no Bonpocam AeATeribHOCTU 3KCNepTHO-
I'IpOBGpO‘-IHOVI KOMMccumn opraHmsaumm

Heobxoanmble 3HaHUA

HopmaTueHbIe npaBoBble akTbl Poccuiickoin Pefepalum B 06rnacTy 4enornponssBoacTea u
apx1BHOro Aena

MeTogudeckne OOKYMEeHTbl U HaluMOHarbHble CTaHOapThbl MO BONpocaM genonpon3soactea
M apxXMBHOro gena

I'Iepe,u,oaaﬂ oTe4yeCTBEeHHaaA N MeXxayHapoaHada npakTthka opraHn3auun genonpon3soncTea
N apxXMBHOIro XxpaHeHua B opraHn3auuax

I'Ipanma N MEeTOAbl KOHTPONA OEATEINIbHOCTU SKCHepTHO-HpOBepOHHOVI KOMMUcCcumn B
opraHuzauuun

MpaBwna 1 MeToAbl KOHTPOIS BbIMOMTHEHUST PELLUEHNIN 3KCMEPTHO-NPOBEPOYHON KOMUCCUM B
opraHusaLum

Opyrve xapakrepucTuku

IV. CBegeHusa 06 opraHmsaumax - paspabotumkax npoceccmoHanbLHOro ctaHgapTta

4.1. OTBeTCTBEHHasA opraHu3auus-paspabdboTumk

HIM "HauunoHanbHasa accouunaumnsa omnCHbIX CNELNanncToB U agMUHUCTpPaTUBHBIX paboTHMKOB", ropoa Mocksa

HvpekTop

XntocHea Jllogmuna lNeTpoBHa

4.2. HanmeHoBaHMA opraHn3saLmn-paspadboTYNKoB

"lasnpombaHk" (AO), ropog Mockea

O6wepoccurickas obLLecTBeEHHasn opraHusaums "Poccuickoe obLecTBo NCTOPMKOB-apxuB1cToB", ropod Mockea

OO0 "Ta3npom komnnekTaums”, ropog Mockea

OO0 "OCI" Pekopa3 MeHepxmeHT LleHTp", ropog Mockea

OO0 "LleHTp akcnepTusbl U cepTudmkaumm”, ropog Mocksa

000 "3kcnobaHK", ropoa Mockea

Pre0Y BO "Poccunckuin rocygapCTBEHHBIN 'yMaHUTapHbIA YHUBepcuTeT", ropoa Mockea

(N[O ]|W[IN|—=

OIreroy "Konnemxk ML Poccun”, ropog Mockea

OneKTPOHHbIN TEKCT AOKYMEHTA
nogrotoBneH AO "Kogekc" n cBepeH no:
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