006 yTBep>xaeHuu EanHOro kBaangpukKaumoHHOro CNpaBo4YHUKA
AOJDKHOCTEW PYKOBOAMUTEsIed, CNeLMasiInCTOB U CY)KaLLUX,
paspen "KBannpukaunoHHbIe XapaKTEPUCTUKHN OO0JIDKHOCTEN
pPabOTHUKOB rocyaapCcTBeHHbIX AQPXMBOB, LLEHTPOB XPaHEeHUs
AOKYMEHTaLuu, apXuBoB MyHMLUNAJNIbHbIX OOpa3oBaHuM,
BeJO0MCTB, OpraHu3sauumn, nabopatopun obecnevyeHums
COXPAHHOCTU apPXMUBHbIX A,O0KYMEHTOB"

Mpukas - Ne 338H - 0T 11.04.2012 - MMHNCTEPCTBO 34PaBOOXPaHEHUNS U COLMANbHOrO pa3BuTusa - [encrteyeT be3
N3MeHeHUn

MPUKA3

MuHWCTepCTBa 34 paBoOOXPaHEHUS

1 coumanbHoro passmtusa Poccunckon ®egepauum

oT 11 anpens 2012 r. N 338H

06 yTBepXxaeHUN EANHOro KBanMduKaLMoOHHOro CNPaBoYHNKaA

LOJDKHOCTEN PYKOBOLAMTENEN, CNELMaNNCTOB 1 CAYXalux, pa3aen

"KBannrKaLNOHHbIE XapaKTEPUCTMKN AOJKHOCTEN paboTHMKOB

roCyaapCTBEHHbIX apXMBOB, LEHTPOB XpaHEHNS OKYMeHTaLuu,

apPX1BOB MYHMLMNAaNbHLIX 06pa3oBaHWiA, BEAOMCTB, OpraHmn3aLumm,

nabopaTopuin obecrnevyeHns COXPaHHOCTN apXMBHbIX OKYMEHTOB"

3aperuncTpuposaH MuHtocToMm Poccum 28 maa 2012 r.

PernctpauunoHHbii N 24339

B cooTBeTCTBMM C NOANYHKTOM 5.2.52 [Ton0XeHMa 0 MUHUCTEPCTBE 34paBOOXPaHEHNS U COLMANbHOMO
pa3BuTuns Poccuinckon depepaunn, yTBEPXXLEHHOr0 NocTaHoBAeHeM MpaBUTeNnbLCTBa POCCMICKOW
®epepaumm ot 30 ntoHa 2004 r. N 321 (CobpaHue 3akoHomaTenbcTBa Poccuinckon ®epepaunn, 2004, N 28,
CT. 2898; 2005, N 2, cT. 162; 2006, N 19, cT. 2080; 2008, N 11 (4. I), cT. 1036; N 15, cT. 1555; N 23, cT.
2713; N 42, cT. 4825; N 46, cT.5337; N 48, cT. 5618; 2009, N 2, cT. 244; N 3, cT. 378; N 6, cT. 738; N 12, CT.
1427, 1434; N 33, cT. 4083, 4088; N 43, cT. 5064; N 45, cT. 5350; 2010, N 4, cT. 394; N 11, cT. 1225; N 25,
CT. 3167; N 26, cT. 3350; N 31, cT. 4251; N 35, cT. 4574; N 52 (4. 1), cT. 7104; 2011, N 2, cT. 339; N 14, cT.
1935, 1944; N 16, cT. 2294; N 24, cT. 3494; N 34, cT. 4985; N 47, cT. 6659; N 51, cT. 7529), NnpuKasbiBalto:
YTBepAnTb EAMHLIA KBAaNNGUKALNOHHBIA CNPaBOYHNK LOMKHOCTEN PyKOBOAUTENEN, CNELNASINCTOB U
cny>xawmx, pasgen "KBannhukaunoHHble XapaKTEPUCTUKIN LOKHOCTEN pabOTHNUKOB roCcy1apCTBEHHbIX
apPXUBOB, LIEHTPOB XPaHEHNS fOKYMEHTALNUN, apXUBOB MyHULMNaAbHbIX 06pa3oBaHuUi, BEAOMCTB,
opraHmsauun, nabopatopuin obecnevyeHns COXPaHHOCTM apXMBHbIX JOKYMEHTOB" COFIaCHO MPUJIOXKEHNIO.
MuHuncTp T.A.losivkoBa

MpunoxeHne EANHBLIN KBATMOUKALMOHHBIA CIPABOYHNK

LOJDKHOCTEN PYKOBOAMTENEN, CNELMaNNCTOB U CIyXaLunx

Paznen "KesannhukaumoHHbIE XapaKTEPUCTUKIN OOJHKHOCTEN

PaboTHMKOB roCyAapCTBEHHbLIX ApPXMBOB, LLEHTPOB XpaHeHWs

LOKYMEHTaLWW, apX1BOB MyHULMNaNbHbIX 0Opa30BaHUin, BELOMCTB,

opraHusauwuin, nabopatopuit obecnevyeHns COXpaHHOCTK

APXMBHbIX LOKYMEHTOB"

|. OBwne nonoxeHus

1. Pa3gen "KBanMuKaLNOHHbIE XapaKTEPUCTUKN LO/MKHOCTEN paboTHUKOB roCcy1apCTBEHHbLIX apXMBOB,
LeHTPOB XpaHEHNS LOKYMEHTaLMKW, apXnBOB MyHMLIMNabHbIX 06pa30oBaHuUA, BEAOMCTB, OpraHu3aLmi,
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nabopaTtopuin obecnevyeHnss COXPaHHOCTU apXNBHbIX JOKYMEHTOB" EANHOro KBaMUKaLMOHHOMo
CrpaBOYHUKA OO/KHOCTEN pyKOBOAMTENEN, CNELNannCcToB 1 CyXXawmx (ganee - pasgen EKC)
npefHa3Ha4vyeH s peLleHns BonpocoB, CBA3aHHbIX C PeryMpoBaHneM TPYAO0BbIX OTHOLIEHWN,
obecneyeHnem 3hPeKTNBHON CUCTEMBI yNPaBAeHNS paboTHMKaMM roCyAapCTBEHHbLIX apXMBOB, LLIEHTPOB
XpaHeHUs LOKYMEHTaLUUW, apXnBoB MyHULIMNaNbHbIX 06pa3oBaHuMi, BeAOMCTB, OpraHu3auunin, nabopaTtopun
obecneyeHns COXPaHHOCTW apXMBHbIX AOKYMEHTOB (Aanee - apxusbl, nabopatopun).

2. Pazpgen EKC cocTouT 13 Tpex pa3nenos: | - "Obwue nonoxeHnsa", Il - "KBanmdukaLoHHble
XapaKTEPUCTUKN LOMKHOCTEN paboOTHMKOB roCyapCTBEHHbLIX apXMBOB, LIEHTPOB XPaHEeHUS LOKYMEHTaLNN,
aPXMBOB MyHMLMNaNbHbIX 06pa3oBaHui, BeAoMcTB, opraHmsauni”, il - "KBanmdukaunoHHble
XapaKTepuUCTUKK LOoMKHOCTeN paboTHMKOB nabopaTopuin obecnevyeHns COXPaHHOCTN apXUBHbIX
[OKyMeHTOoB".

3. KBanuukaLoHHble XapaKTepuCcTUKK, Coaepxxalimecs B HacToswem pasgene EKC, MOryT npuMeHATbLCS
B Ka4yeCTBE HOPMATMBHbIX LOKYMEHTOB W CJTY>KUTb OCHOBOWM 418 pa3paboTKn AOMKHOCTHBIX MHCTPYKLNIA,
cofepXaLnx KOHKPETHLIN NepeyeHb JO0/MKHOCTHbIX 06593aHHOCTEN paboTHMKOB, C y4eTOM 0COobBeHHOCTEN
opraHu3auuny Tpyha 1 yrnpasieHns, a TakXXe npas, OTBETCTBEHHOCTW M KOMMETEHTHOCTY paboTHMKOB. Mpun
HeobX0AMMOCTW JOMKHOCTHbLIE 00S3aHHOCTU, BKJIIOYEHHBIE B KBaIM(MKALMOHHYIO XapaKTePUCTUKY
onpenenieHHoN AOHKHOCTU, MOryT BbiTh pacnpefeneHbl Mexxay HeCKOAbKUMWN UCNOAHUTENAMN.

4. KBanmdurKauMoHHasa XxapakTepucTKa KaXKaon O/MKHOCTU UMeeT Tpu pa3zaena: "Lo/KHOCTHbIE
obs3aHHOCTK", "[omKeH 3HaTL" 1 "TpeboBaHMA K KBanuprkaLmum".

B pa3zgene "[oMKHOCTHbIE 0643aHHOCTU" COEP>XXaTCA OCHOBHbIE TPYAOBbIE PYHKLMUMN, KOTOPbIE MOFYT ObIThb
NOpYyYeHbl MOIHOCTLIO MU HYaCTUYHO PabOTHMKY, 3aHUMAIOLWEMY AaHHYIO AOJKHOCTb, C Y4ETOM
TEXHOJI0rM4eCKon OAHOPOLHOCTU 1 B3aUMOCBA3aHHOCTK paboT, N03BONALWNX 06ecnevnTb ONTUMabHYI0
cneumann3aumio No JOMKHOCTAM paboTHUKOB.

B pa3gene "[oskeH 3HaTh" coaep)aTcs OCHOBHbIe TpeboBaHUs, NnpeabsaBiseMble K paboTHUKY B
OTHOLLEHUW CheunanbHbIX 3HaHWI, @ Tak)Xe 3HaHW 3aKOHOAATEIbHbIX Y MHbIX HOPMATWBHbIX MPaBOBbIX
aKTOB, MONOXKEHWUIA, MHCTPYKLUA N APYrUX LOKYMEHTOB, METOLOB U CPELCTB, KOTOpble paboTHUK LOKEH
yMeTb NPUMEHATb MNPW BbINOJIHEHUN [O/HKHOCTHbIX 0083aHHOCTEN.

B pa3nene "TpeboBaHusa K KBanngpukauumn" yctaHaBIMBalOTCA HEOOX0AMMbIE 419 BbINOJHEHNS
nNpeayCcMOTPEHHbIX LO/MKHOCTHbLIX 0653aHHOCTEN YpoBEHb NPO(heCcCnOoHaNbHOM NOATOTOBKM PaboTHUKA,
yOoCTOBEpPSiEMbIN OKyMeHTaMun 06 obpa3oBaHun, 1 TpeboBaHMA K CTaxy paboTsbl.

5. B pasgen EKC He BKNoYeHbI KBAJIMDUKALMOHHbIE XapaKTEPUCTUKN LO/MDKHOCTEN 3aMecTuTeNnen
AVPEeKTOopa apxmBa, AnpekTopa (HavyasabHKKa, 3aBeaytowero) nabopatopun 1 Ha4anbHUKOB OTAE/0B
(3aBenyoWwmx oTaenamm) apxmea, nabopatopun. LoHKHOCTHbIE 0653aHHOCTN 3TUX PabOTHUKOB,
TpeboBaHWA K UX 3HAHUAM U KBaNU(UKaLum onpefensioTcs LMPEKTOPOM apXuBa, ANPEKTOPOM
(HaYaNbHMKOM, 3aBeayloLWMM) NabopaTopnn Ha OCHOBE KBaNN(MKALMOHHBIX XapaKTEPUCTHK
COOTBETCTBYIOLLMX LO/MKHOCTEN pykoBoanTenen. TpeboBaHna K cTaxy paboTbl yCTaHaBANBAKOTCA Ha O4WH
rof HXe, YeM Mo COOTBETCTBYIOWMM LOMKHOCTAM PYKOBOAUTENEN.

PacnpepeneHune fOMKHOCTHbIX 0653aHHOCTEN yKa3aHHbIX PabOTHUKOB YCTaHaBIMBAETCS BHYTPEHHUMM
OpraHn3auUnoHHO-pacnopaaUTENbHbIMK LOKYMEHTaMK apXxuBa, nabopatopuu.

6. B cooTBeTCTBUN C KBaIM(PUKALMOHHBIMU XapaKTePUCTUKaMM LOMKHOCTEN "rnaBHbIN apxmsBucT",
"BeAyLLUA apxXuBUCT" 1 "apXxXMBUCT" yCTaHaBAMBAKOTCA AOJKHOCTHbIE 06593aHHOCTY, TpeboBaHMA K 3HAHUAM
N KBannUKaLum gOHKHOCTEN "rnaBHbIN Cneumannct apxuea”, "Beaywmn cneunanncT apxmea" un
"cneumnanncT apxmea", COOTBETCTBEHHO, HE BKJIIOYEHHbIX B HacToALWMIA pa3gen EKC.

7. B KBanumrKaunoHHbIX XapaKTEPUCTNKaX OO/KHOCTen "apxmBucT”, "apxeorpad", "naneorpad",
"MeToancT", "XyLOXXHUK-PEeCTaBPaTOP apXMBHbLIX LOKYMEHTOB" NpeayCcMaTpUBaeTCA BHYTPULOIKHOCTHOE
KBanMMKaLMOHHOE KaTeropupoBaHue B Nnpefenax 04HoM 1 TOW Xe [OJHKHOCTU 6e3 n3meHeHus ee
HanMeHoBaHUA. KBainnkKaLOHHbIE KaTeropumn no 3TUM SO/HKHOCTAM YCTaHaBNBAKOTCS PYKOBOAUTENEM
apxuBa, nabopaTopun C y4eTOM CJI0XKHOCTY BbINOAHAEMON paboTbl AN NPOheCcCnoHabHOro MacTepCTBa,
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CTEMNeHN CaMOCTOATENIbHOCTU U OTBETCTBEHHOCTU PabOTHUKA MPU BLIMOJHEHNN LO/MKHOCTHbBIX
obs3aHHOCTEN.

8. B uensx coBepLleHCTBOBaHNS OpraHn3auny 1 nNoBbileHns 3PHEKTUBHOCTY Tpyaa paboTHMKOB apXMBOB,
nabopaTopmin BOSMOXXHO pacLUMpeHne Kpyra nx 0693aHHOCTEN N0 CPaBHEHNIO C YCTaHOBIEHHbLIMY
COOTBETCTBYOLLEN KBAaUPUKALNOHHON XapaKTePUCTMKON. B aTux cayyvasx 6e3 usmMeHeHns LOMKHOCTHOIO
HanMeHOBaHMA PaboTHUKY MOXKeT BbiTb MOPYYEHO BbIMOJHEHNE 0043aHHOCTEN, MPeayCMOTPEHHbIX
KBanM(pMKaLMOHHLIMN XapaKTepUCTUKaMu ApYyrux 4O/KHOCTER, 6an3Knx no cogepxaHuto paboT, paBHbIX
MO CJIOXKHOCTW, BbIMOJIHEHNE KOTOPbIX He TpebyeT Apyron cneunanbHOCTU 1 KBanudukaumm,

9. CooTBETCTBME (haKTUYECKN BLINMONHAEMbIX 0683aHHOCTEN M KBanugrKaLumm paboTHNKOB apXmBOB,
nabopaTopuin TpeboBaHUAM KBaNU(PUKALMOHHBLIX XapakKTEPUCTUK onpefenseTcs aTTecTalnoHHON
KOMUCCMen apxuea, nabopaTtopum.

10. PaboTHUMKK, He uMeroLLMe CreunansHOM NOArOTOBKY MAN CTaXka paboTbl, yCTaHOBAEHHbIX
TpeboBaHMAMK K KBanuduKauum, Ho obnagatoLine 4OCTaTOYHbIM NPAaKTUYECKUM OMbITOM W BbIMOJHAKLLNE
Ka4eCTBEHHO 1 B MOJHOM 06beMe BO3/IOXKEHHBIE Ha HUX [OKHOCTHbIE 0653aHHOCTK, MO PEKOMEHAALNN
aTTeCTaLMOHHOM KOMUCCM apXxmBa, nabopaTopumn Ha3Ha4YalTCA Ha COOTBETCTBYIOLLME OO/HKHOCTY TakK Xe,
Kak 1 vua, nMerLmne cneunansHyo NoAroToBKY U CTaX paboTsl.

Il. KBanununkaLMoHHbIE XapaKTePUCTUKN AOJKHOCTEN paboTHMKOB

roCcyapCTBEHHbIX apXMBOB, LLEHTPOB XPaHEHNS LOKYMEHTaLU MK,

aPXMBOB MyHMLMNaNbHbLIX 06pa30BaHUiA, BEAOMCTB, OpraHM3aLumm

[LOJXKHOCTY pyKoBOAMTENEN

JnpekTop apxuBa, LeHTpa XpaHeHUs LOKYMeHTaumm

[O/MKHOCTHbIE 0653aHHOCTU. PYKOBOAUT AeATENbHOCTLIO apXmUBa, LLeHTPa XpaHeHUs JOKYMeHTauuu (ganee
- apxuB). OpraHusyeT 1 KOOPAUHUPYET PaboTy CTPYKTYPHbIX NOAPA3AEeNeHNIA N MPON3BOACTBEHHbIX FPYNM
apxuBa C Lenbto co3faHus Hanbonee 6naronpuaATHLIX YCIOBUIA XPaHEHNS, y4eTa U UCM0Nb30BaHMNS
NOKYMEHTOB. PyKoBOAMT pa3paboTKoi NporpaMm pa3BuTus 1 naaHoB paboTbl apxmnBa, OpraHM3yeT u
KOHTPOAMPYET UX BbINOJIHEHWE, OPraHM3yeT MNoAroTOBKY U NpefAcTaB/eHne NaaHoBO-0THeTHOW
LOKYMeHTauun. Pacnops»xaeTcs (pMHaHCOBLIMU pecypcaMm apxuea, obecneynsas SIKOHOMUIO B
pacxonoBaHUKM CpencTs, IPPEeKTUBHOE 1 LeneBoe NX NCNosib3oBaHue. NpenctaBngaeT MHTEPECk apxmnsa BO
B3aVMOOTHOLLEHMNAX C POCCUACKUMUN N MHOCTPAHHBIMU IOPUANYECKUMN 1 (PUNYECKUMMN NINLLaMK, 3aKoHaeT
[OrOBOPbI 1 FOCYAAapPCTBEHHbIE KOHTPaKTbl. OpraHu3yeT BHeLpeHne B paboTy apxmBa
aBTOMATU3MPOBAHHBIX aPXMBHbIX TEXHONOrUA. OCYLLEeCTBASET MeponpuaTna No 3HEKTUBHOMY
NCNONb30BaHMIO YCTAaHOBJIEHHbBIX CUCTEM ONaThl TPyAa, PaunoHalbHOMY pacxofoBaHuo PoHLa
3apaboTHON NNaTbl U CBOEBPEMEHHBLIM pacyeTaM ¢ paboTHMKaMM apxuBa. MpUHNMaeT Mepbl Mo
obecneyeHnto apxrBa KBaanpULMPOBaHHLIMU KagpaMu, paLnmoHa bHOMY UCMOAb30BaHMIO U Pa3BUTUIO UX
NpPotheCcCoHaNbHbLIX 3HaHWUIA 1 OMNbITa, CUCTEMAaTUYECKOMY MOBbILLEHMWIO KBaAUdUKauum paboTHNKOB,
co3faHuio 6naronpusaTHLIX YCI0BMIA TpyLa, cobnoaeHnio TpeboBaHMM TPYA0BOro 3aKOHO4aTeNbCTBA,
NPOM3BOLACTBEHHOW 1 TPYAOBON AUCLMMANHBI. OpraHn3yeT B YCTaHOBIEHHOM MOPSAAKE aTTecTaumio
paboTHMKOB, NPOM3BOANT Ha3Ha4YeHNe, pacCTaHOBKY KaApoB. PykoBoanT paboTol No CoOBEpPLUEHCTBOBAHMIO
CTPYKTYPbl apXuBa 1 opraHunsaumm Tpyaa paboTHUKOB. MNpUHMMaeT Mepbl MO BHEAPEHWUIO B MPAKTUKY
pauMoHanbHbIX (OPM 1 MeTOLOB PaboThl, Pa3BUTUIO MaTepUabHO-TEXHUYECKOoW Hba3bl apxuBa.
ObecneynBaeT HaaNeXally TEXHNYECKYIO IKCMTyaTalUnio 34aHUIA 1 NOMELLLEHMIN apXuBa, cobniogeHne
peXxmma oxXpaHbl apxuBa, NPaBW MO OXpaHe TpyhAa 1 noXkapHon 6ezonacHocTu. OpraHm3yeT
MOBMIM3aLMOHHYI0 MOArOTOBKY apxmBa, pa3paboTKy 1 oCyLLeCTBAEHUE MEPONPUATUAA MO YKPLITUIO U
3BaKyauun [OKYMEHTOB B 0CODObIN nepnog, CnaceHnio LOKYMEHTOB B Ype3BblHalHbIX CUTyauusax. Y4acTeyeT
B paboTe 3KCNepTHON (3KCNEPTHO-NPOBEPOYHOW, IKCNEPTHO-METOANYECKON) KOMUCCUW, BO3rnaBnseT
Hay4HbI (Hay4HO-TEXHUYECKUIA) COBET, AMPEKLMIO N APYTrine KolernanbHble opraHbl apxmsa.

JONMKeH 3HaTb: 3aKOHbI U UHbIE HOPMATUBHbIE NPaBoBble akTbl Poccuinckon Gepepauunn,
pernaMeHTUpyoLLme OTHOLEHWS B cpepe apXMBHOIO fiesla; HOPMaTUBHbIE U METOANYECKNE LOKYMEHTHI,
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Kacalollnecs 0esaTelbHOCTUN apxnsa; COCTaB U COLAEP)KaHNe KOMIMIeKCa LOKYMEHTOB, XPaHALLNXCA B
apXuBe; CUCTEMbI XPaHEHMA N KNAaCCUMUKALIMN apXUBHbBIX JOKYMEHTOB; HOPMaTUBLI YCJIOBUN U PEXMMOB
XPaHeHUs LOKYMEHTOB; BUAblI CPABOYHO-MONCKOBbIX CPEACTB apXMBa; OCHOBbI YMPaBAEHNS SKOHOMUKON 1
(bUHaHCaMK; NOPALOK 3aKJIYEHNA U UCMONHEHNS [OrOBOPOB M NOCYAapCTBEHHbIX KOHTPaKTOB; OCHOBbI
TPYAOBOroO 3aKOHOAATESIbCTBA; CUCTEMbI OMJ1aThl TpyAa U POPMbl MaTepuasbHOro CTUMYJIMPOBaHUS;
OCHOBbI OpraHusauuy Tpyaa u ynpasneHns; NOpagoK COCTaBIEHUS MJIAHOBO-0THETHON AOKYMEHTaLmMK;
NepcrnekTUBbI Pa3BMTUA apPXUBHOW OTPAC/IN; OTEYECTBEHHbLIN 1 3apybeXXHbI oMnbIT B 061aCTN apXUBHOMO
Aena; 0CHOBbI JOKYMEHTaLMOHHOro obecneyeHnsa yrnpasneHns; COBpeEMEHHbIE MHDOPMaLMOHHbIE
TeXHOJIOrnu; nNpasuia BHyTPEHHEro TpyLOBOIro pacnopsaaka; npasuia no oxpaHe Tpyaa v no)xapHowm
6e3onacHocTL.

TpeboBaHmMa K KBanugmrkauun. Beicluee npodeccnoHanbHoe obpa3oBaHme No HanpasAeHNO NOATOTOBKY
(cneumansHocTK) "MicTopnko-apxusoBeaeHue", "[JokymMeHToOBeAeHME N JOKYMEHTaLMOHHOoe obecnevyeHne
ynpasneHus", "[JokymeHToBeeHne 1 apxusoseneHune", "ctopua" n ctaxx paboTbl Ha PYKOBOAALLINX
LO/MDKHOCTAX MO HanpasaeHWo NPogeCcCMoHasIbHOM AeATeIbHOCTU NPy KBanudukaumm (cteneHmn)
"MarncTp" un "cneunanncTt" - He MeHee 5 neT, Npu KBanudukaumm (cteneHn) "bakanasp" - He MeHee 6 neT,
Npv HaNN4YMK YH4EHOI CTEMEHU - He MeHee 3 neT nnbo BbicLLee NpodeccroHanbHoe obpa3oBaHue,
LOMNONHUTENIbHOE NpodeccroHanbHoe obpa3oBaHMe NO HanpaBAeHMO NOAFOTOBKM (CneumnanbHOCTK)
"McTopuko-apxmBoBeaeHune", "[JokyMeHTOBeleEHNE U OOKYMEHTaLMOHHOe obecneyvyeHune ynpasaeHms",
"[lokymeHTOBeAeHMe u apxmBosegeHune", "ictopus" n ctaxk paboTel Ha PYKOBOAALLMUX AOSKHOCTAX MO
HamnpaB/IeHUIO NPOECCUOHANBHON AEATENBLHOCTY NMPY KBanndurKaumm (cteneHn) "Marmctp” un
"cneymnannct" - He MeHee 6 NeT, Npu KBaandukaumm (cteneHn) "6akanasp" - He MeHee 7 neT. NaBHbLIN
XpaHuTenb (hoHLO0B apXuBa

[O/MKHOCTHBIE 0653aHHOCTU. PYKOBOAMT AEATENLHOCTLIO CTPYKTYPHbIX MOAPA3AENEHUA apXmMBa No
obecneyeHmnto COXPaHHOCTY 1 rOCYyLapCTBEHHOMY YYeTy AOKYMEHTOB, aHaN3MpPyeT COCTOsAHME UX paboTbl.
[0TOBUT NPEANOXKEHUS K MPOEKTaM NPOrpamMmM pa3BUTUS U NJIaHOB paboTel apxmBa No obecnevyeHnto
COXPaHHOCTW 1 rocyiapCTBEHHOMY y4YeTy AOKYMeHTOB. OpraHu3yeT CBOeBpeMeHHOe COCTaBsieHne 1
npeacTaBieHne 0TYETOB O NpoAesiaHHon paboTe. FOTOBUT NpeanoXeHUs No ONTUMN3aLUN CTPYKTYPbI,
LWITATHON YNCSIEHHOCTU U [O/KHOCTHOIO COCTaBa CTPYKTYPHbIX NoApa3fesieHnin apxrea No HanpasJieHUo
obecneyeHns COXPaHHOCTM U FOCYLapCTBEHHOr0 y4eTa OKYMEHTOB. KOHTpOMpyeT NpaBuabHOCTb
BeLleHNs LOKYMEHTOB LIeHTPaIM30BaHHOIO roCyapCTBEHHOr0 y4yeTa. KoopanHMpPpYeT U KOHTPOJINMPYeT
LeATEeNbHOCTb CTPYKTYPHLIX NOApa3feneHnin apxmea no Co3aaHunio 1 cobnioAeHnio HOPMaTUBHbIX YCI0BUN
N PEXMUMOB XPaHEHUS LOKYMEHTOB, NOAAEPXKAHUIO apXUBHbLIX (POHLOB B LOJHXKHOM (PU3NYECKOM COCTOAHUN
npv apXxMBHOM XpaHEHUN 1 cneunanbHon obpaboTke, cobnogeHnto NpaBKa NoxapHon 6es3onacHoOCTH K
pexuma oxpaHbl B apxuBoxpaHuauwax. OpraHusyeT paboTy no nepefaye LOKYMEHTOB Ha OTBETCTBEHHOE
XpaHeHune. PykoBoaUT pa3paboTKON Hay4YHO-NCCIeA0BaTENbCKMX TEM U METOANYECKUX [OKYMEHTOB MO
obecrneyeHmnto COXPaHHOCTY M roCyLapCTBEHHOMY y4YeTy AOKyMeHTOB. ObecneyunsaeT BHegpeHue Hanbonee
paunoHaibHbIX CUCTEM U METOL0B XPaHEeHUs, pecTaBpaumm, KOHCepBaL My, KONMUPOBAHNA 1 OXPaHbl
LOKYMEHTOB. Y4acTBYyeT B NOArOTOBKE MaTepuasioB s pacCekpevymBaHns apXxnBHbIX JOKYMEHTOB.
CnocobcTByeT BHeapeHuto B paboTy apxunBa aBTOMaTU3MPOBAHHbLIX aPXMBHbLIX TEXHOJIOMNIA, NCMONb30BAHNIO
B paboTe Hay4HbIX N METOAMNYECKMX Pa3paboToK, LOCTMIXKEHN 0TEYECTBEHHOMO 1 3apybexxHOro onebiTa No
obecneyeHmnto COXPaHHOCTY 1 rOCYyAapCTBEHHOMY YyYeTy AOKYMEHTOB. KOHCYNbTMPYET No BONPOCaM,
BXOAALLMM B €ro KOMMNeTeHUMI0. YH4acTBYET B OpraHn3auun MobmnnsaumoHHOM NOArOTOBKN apXuUBa,
pa3paboTKe 1 OCyLLeCTBAEHNN MEPOMPUATIIA NO YKPLITUIO U 3BaKyaLMn JOKYMEHTOB B 0COOLIN nepuog,
CMaceHunto JOKYMEHTOB B Ype3Bbl4alHbIX CUTYaLMSAX. Y4acTBYeT B paboTe 3KCMNEepTHOWN, METOANYECKON
(3KCNepTHO-NPOBEPOYHOM, SIKCMEPTHO-METOANYECKON) KOMUCCUIN, ANPEKLMN, HAYHYHOr O (Hay4Ho-
TEXHWYECKOro) coBeTa U APYrux KosnernanbHbIX OPraHoB apxuBa.

JONMKeH 3HaTb: 3aKOHbI U UHbIE HOPMATUBHbIE NPaBoBble akTbl Poccuinckon Gepepauunn,
pernaMeHTUpyoLLme OTHOLEHWS B cpepe apXMBHOIO fiesla; HOPMaTUBHbIE U METOANYECKNE LOKYMEHTHI,
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Kacalollnecs 0esaTelbHOCTUN apxnsa; COCTaB U COLAEP)KaHNe KOMIMIeKCa LOKYMEHTOB, XPaHALLNXCA B
apXuBe; CUCTEMbI XPaHEHMA N KNAaCCUMUKALIMN apXUBHbBIX JOKYMEHTOB; HOPMaTUBLI YCJIOBUN U PEXMMOB
XpaHeHNs1 LOKYMEHTOB Y MUKPOMOPM CTPaxoBOro poHAa; BUAbI CMPaBOYHO-MOUCKOBLIX CPeaCcTB apXuBa;
OCHOBbI TPYAOBOIr0 3aKOHOAATE/IbCTBA; OCHOBLI OPraHu3auum Tpyaa v ynpasieHuns; nopsanok CoCTaBneHus
M1aHOBO-0TYETHON LOKYMEHTALMUN; OTEeYECTBEHHbIN U 3apybexxHbi onbiT B 0bnacTu obecneyveHns
COXPaAHHOCTU M y4YeTa AOKYMEHTOB; OCHOBbI JOKYMEHTaLNOHHOr0 obecneyeHns ynpaBaeHns; OCHOBbI
NPUMEHEHUS KOMMbIOTEPHOW TEXHMKW; NPaBWJia BHYTPEHHEro TPyA0BOro pacnopsaka; npasnia no oxpaHe
Tpyaa v noXxapHon 6e3onacHOCTW.

TpeboBaHmMa K KBanugmrkaunn. Beicluee npodeccnoHansHoe obpa3oBaHme No HanpasaeHNO NOArOTOBKMU
(cmeumansHocTK) "UicTopnKo-apxusoBeaeHue", "[JokymeHTOBeAeHNE N JOKYMEHTaLoHHoe obecnevyeHne
ynpasneHus", "[lokymeHToBeeHne 1 apxusoseneHune", "ctopua" n ctaxx paboTbl Ha PYKOBOAALLINX
AO/MKHOCTAX MO HarnpaBAeHNO NPogeCcCMOoHaIbHON AeATeNbHOCTU NpY KBaandukaumm (ctenexn)
"MarucTp" un "cneunanucTt" - He MeHee 4 neT, Npu KBanudukaumm (cteneHn) "dakanasp" - He MeHee 5 nerT,
Npv HaNN4YMK YH4EHOIN CTEMEHU - He MeHee 2 neT nnbo BbicLLee NpodeccnoHanbHoe obpa3oBaHme,
AONONHUTENbHOE NpodeccnoHanbHoe obpa3oBaHMe MO HaNpaBIEHUIO MOAFOTOBKU (CNeLmanbHOCTK)
"McTopuko-apxmeoBeaeHune", "[JokyMeHTOBelEHNE U OKYMEHTaLMOHHOe obecneyvyeHune ynpasaeHms",
"[lokyMmeHTOBefeHMe u apxmsosegeHue", "ictopus" n ctaxk paboTbl Ha PYKOBOAALLMUX AOSKHOCTAX MO
HanpaB/eHUIO NPOECCUOHANBHON AEATENBLHOCTIN NMPK KBanndurKkaumm (cteneHn) "MarmcTp” un
"cneymnannct" - He MeHee 5 NeT, Npu KBasandukaumm (cteneHn) "6bakanaBp" - He MeHee 6 feT.

HavanbHuK oTOena (3aBeayloLinn oTaesoM) apxmBa

[loNKHOCTHbIe 0653aHHOCTW. PyKOBOANT NPOWM3BOACTBEHHOW N aAMUHNCTPATNBHO-X035NCTBEHHON
AeATeNbHOCTbIO 0TAeNa. HeceT OTBETCTBEHHOCTL 3@ HaA/ieXallee BbIMOAHEHNE 3a4ay U yHKLNRA,
onpenenieHHbIX NonoXKeHnem o6 otaene. AHaAN3MpyeT COCTOAHME PaboTbl U FOTOBUT NPEAJIOKEHUS K
NpoeKTaM Mporpamm pa3BuUTUS 1 NAaHOB PaboThbl apxmnBa MO HaMpaBJIEHUIO AEATENLHOCTM OTAeNa.
PaspabaTbiBaeT 1 y4aCTBYET B BbIMOJHEHUN MEPCMEKTUBHBIX U TEKYLLMX MNJIaHOB paboThl oTaena.
YcTaHaBAMBaET MNaHOBbIE 3af4aHNSA paboTHMKAM, KOHTPOMPYET MX BbiNoaHeHne. OpraHm3yeT
CBOEBPEMEHHOE COCTaB/IEHNE 1 NpeacTaBieHme oT4eToB 0 paboTe oTaena. FOTOBUT MPOEKTbI
HOPMaTUBHbLIX JOKYMEHTOB, PErjiaMeHTUPYIOLWNX OeSTeIbHOCTb OTAea U OTHOCALLUXCS K ero
KoMneTeHUnn. PyKoBOAUT 1 opraHu3yeT pa3paboTKy Hay4HO-UCCea0BaTe/IbCKMX TEM U METOAMNYECKNX
LOKYMEHTOB M0 HanpaBieHNO OeATENbHOCTY 0TAENa, 0becrneymBaeT nx BHeapeHne. ObecneynBaeT
COXPaHHOCTb apXMBHbIX N YY4ETHbLIX JOKYMEHTOB, apXUBHbLIX CIPAaBOYHMKOB, XPaHSLWMXCSA B OTAeNE UK
HaxoaAwmxcsa B npouecce paboTbl. OpraHU3yeT BHeLPEHNE aBTOMATU3INPOBAHHbIX aPXUBHbIX TEXHOJIOTUIA,
NCMNOJIb30BaHNE Hay4HbIX U METOANYECKMX Pa3paboToK, LOCTMIKEHNIN OTEYECTBEHHOIO 1 3apybeXxHoro
onbiTa B 06/1aCTV apXMBHOIO Aesia Mo HanpaB/ieHWIo AeATENbHOCTY 0TAeNa, BHEAPEHME MPOrPeCcCUBHbIX
opmM opraHusaunn Tpyna. KoHCynbTUPYyeT no BONpocaM, OTHOCALLMMCSA K AeATEeNbHOCTU OTAeNa.
OpraHu3yeT B3aMOLENCTBMe OTLeNa C ApYyruMun noapasaeneHuamm apxmea. OcyectsnseT nogbop u
PacCTaHOBKY KaApoB OTAENa, FOTOBMT NPEeANIOKEHNS MO Ha3HAYEHUIO, NEPEMELLIEHNIO, 0CBOBOXXAEHMIO OT
LO/MKHOCTM PabOTHMKOB OTAENA, MOOLLPEHMNIO N HAJTIOXKEHMIO HA HUX B3bICKaHWUA. OpraHun3yeT paboTy no
MOBbILLIEHMNIO KBa/IM(uKaLmm paboTHMKOB O0TAeNa. Y4acTByeT B OpraHM3aumnm MobunnsaLmoHHoOm
NoAroTOBKM apXxuBa, pa3paboTke 1 OCYLLECTBIEHUN MEPOMNPUATUIA MO YKPLITUIO U 3BaKyaLU OOKYMEHTOB B
0cobbin Nepnog, CnaceHnto JOKYMEHTOB B Ype3Bbl4alHbIX CUTYyaumnax. Y4acTByeT B paboTe aKCnepTHOW,
MeTOAMNYECKON (3KCNEePTHO-MPOBEPOYHON, IKCMEPTHO-METOANYECKON) KOMUCCN, OAUPEKLINN, HAyYHOI O
(Hay4YHO-TEXHMYECKOro) COBETA U APYrMX KOJEernanbHbliX OpraHoB apxmBa. KoHTponaupyeT cobniogeHne
paboTHMKaMK oThAena NpaBu paboTbl C LOKYMEHTaMU, NMPOM3BOACTBEHHON N TPYAOBON ANCLMUMINHDI,
npaBu No oxpaHe Tpyda W NoXKapHon 6e30nacHOCTU, peXXrMa OXpaHbl apXuBa.

[lo/KeH 3HaTb: 3aKOHbI U UHbIE HOPMATUBHbIE NMPaBoOBbIe akTbl Poccuinckon Gepepauun,
perfaMeHTupyloLne OTHOLEHNA B Chepe apXMBHOMO Aesla; HOpMaTUBHbIE N METOONYECKMNE LOKYMEHTHI,
Kacatollnecs oesaTeNlbHOCTU apxmnsa; COCTaB 1 CoLepXKaHe KOMMIeKca LOKYMEHTOB, XPaHSALWMNXCS B
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apPXUBE; CUCTEMbI XPaHEHUS N KJTACCUUKALMN apXUBHBLIX 4OKYMEHTOB; HOPMATUBbI YCNOBUN N PEXMMOB
XPaHeHUs LOKYyMEeHTOB; BUAbl CNPAaBOYHO-MOUCKOBbLIX CPEACTB apX1Ba; OCHOBbLI TPYLOBOIrO
3aKOHOZaTeIbCTBA; OCHOBbLI OpraHmnsauuy Tpyaa v ynpasiaeHnsa; NOpaaoK COCTaBIEHUS MIaHOBO-0THETHOW
LOKYMEHTaLMW; 0TeYeCTBEHHbLIN U 3apybeXXHbIN OnbIT B 0611aCTW apXMBHOMO Aefa; OCHOBSI
LOKYMEHTaUNOHHOro obecneyeHus yrnpaBieHus; OCHOBbI NPUMEHEHMNS KOMMNbIOTEPHOW TEXHUKW; NpaBuia
BHYTPEHHEro TPyA0BOro pacrnopsaka; npasuaa no oxpaHe Tpyaa v NoXxapHon 6e3onacHocTy.
TpeboBaHus K KBanugukaumu. Beicluee npoteccmoHansHoe obpa3oBaHue No HanpaBAEHWIO NOATOTOBKM
(cneumanbHocTw) "UicTopuko-apxusoBeaeHue”, "[okyMeHTOBeleHNE U JOKYMEHTaLMOHHOe obecneyeHune
ynpasneHusa", "[JokymeHTOBeeHNE U apxmnsoseneHne", "ictopma" n ctaxx paboTbl MO HaNpaBEHNIO
npoheccuoHanbHON AesTebHOCTY NPy KBanudukauum (cteneHun) "marmctp" u "cneumannct” - He MeHee 3
NeT, Npu KBanudukaumm (cteneHn) "bakanasp" - He MeHee 4 NeT, NPX HAINMYUKN YYEHOWN CTEMNEHN - He
MeHee 3 neT nnbo BhicLLee NpodeccmoHanbHoe obpa3oBaHue, 4ONOAHUTENbHOE NPOdeCcCNOoHaNbLHoe
obpa3oBaHue No HanpaBaeHWo NOAroTOBKM (cneunanbHocTh) "UCcTopuko-apxmBoBeaeHme",
"[JoKyMeHTOBeEeHNE U OKYMEHTaLMOHHOe obecnevyeHune ynpaeneHmsa”, "[JoKkyMeHTOBeAEHNE U
apxusosegeHue", "Mctopms" n ctaxk paboTbl N0 HanpaBaeHMIO NPodeccnoHaNbHON AeATEIbHOCTY NpK
KBasMukaumm (cteneHn) "MarucTp” n "cnegmannct” - He MeHee 4 neT, Npu KBaaudukaumm (cTeneHwn)
"GakanaBp" - He MeHee 5 neT.

3aBeayoLnin apxnBoxpaHuInLLLEeEM

[OMKHOCTHbIE 0653aHHOCTU. PyKOBOAMT paboTon apxmBoxpaHuauLLa. HeceT 0TBETCTBEHHOCTH 3a
COXPaHHOCTb AOKYMEHTOB 1 HaZfeXalllee BbiMOJHEHNE 3a4a4 U DYHKLUUIA, YCTaHOBJIEHHbIX MONOXKEHNEM
06 apxmBoxpaHwuauLe. PaspabaTbiBaeT 1 y4aCTBYET B BbIMOJHEHUN MEPCMEKTUBHBLIX U TEKYLUNX MIGHOB
paboTbl apxnBoxpaHUIMLLa. YCTaHaBAMBaET rnyaHoBble 3afaHus paboTHUKaM, KOHTPOAUPYeT nX
BbINOJIHEHME. OpraHn3yeT CBOEBPEMEHHOE NPeLCTaBJ/IEHNE 0THETOB 0 paboTe apXMBOXPaHUANLLA.
OpraHusyeT paboTy no co3aaHnio 1 CobNOAEHNI0 B @apXMBOXPAHUANLLE HOPMATUBHbLIX YCIIOBUIA 1 PEXUMOB
XPaHeHNs LOKYMEHTOB, UX NPUeMYy Ha MOCTOSSHHOE U BPEMEHHOE XPaHEeHMe U Bblfaye 13 apXnBoxpaHuamLLa
B COOTBETCTBUM C YCTAHOBJ/IEHHbIMU MpaBunamn. Pa3pabaTbiBaeT CXxeMbl paLMOHaNbHOrO pa3MeLleHns
LOKYMEHTOB apXMBOXpaHMAMLWa. B ycTaHOBNIEHHOM nopsagKe NPpUHUMAET LOKYMEHTbl Ha NMOCTOAHHOE U
BPEMEHHOe XpaHeHune. BegeT paboTy No LeneBon 3KCNepTU3e LEHHOCTU, YHETY M PO3bICKY
HeobHapy>XXeHHbIX fen, ohopMaseT pe3ybTaTbl 3TUX paboT. Y4acTByeT B NOArOTOBKE MaTepuanos Ans
pacCeKkpeyrBaHUS apXMBHbLIX JOKYMEHTOB. BbISIBNIAET YHMKabHbIE 1 0COO0 LIEHHbIE fOKYMEHTHI.
OpraHusyeT y4yeT 4OKYMEHTOB apXuBoxpaHuauwa. Pykosoaut paboTon no npoBepKe Haamymsa n pusmko-
XUMUNYECKOro COCTOSAHNSA LOKYMEHTOB, MOArOTOBKE U Nepefaye LOKYMEHTOB Ha pecTaspaLmio,
AEe3VHMEKLMI0, AEe3NHCEKLINIO, CTPax0oBOe KONUPoBaHune u nepennet. ObecneymBaeT cobnogeHne
HOPMaTWBHbIX YCNOBUI N PEXMUMOB XPaHEHWS LOKYMEHTOB, NPaBWa NoXapHon 6e30nacHOCTU 1 pexunma
OXpaHbl B apXMBOXPaHUIMLLE. Y4acTBYeT B pa3paboTke Hay4yHO-UCCIe[0BaATENbCKUX TEM U METOANYECKMNX
LOKYMEHTOB Mo paboTe apxmBoxpaHunauLla. MpuHMMaeT yvyacTue B opraHusauuy paboTel Mo NOBLILLEHNIO
KBanNrKaL M paboTHMKOB apXmMBOXPaHUIMLLA. [OTOBUT NPeAOKEHNS NO Ha3HAYEHWIO, MEPEMELLEHNIO,
0CBOBOXKAEHMIO OT AO/KHOCTM PabOTHMKOB apXMBOXPAHUANLLA, MOOLLPEHNIO N HANIOXKEHUIO Ha HUX
B3bICKaHW. KOHTpoampyeT cobnogeHme B apxuBoxpaHuauie npasua paboTsbl ¢ JOKYMeHTaMu,
NPOU3BOACTBEHHOWN 1 TPYAOBON AUCUUMNANHbI, MPaBWA N0 OXpaHe TpyAa W NoXkapHoi 6e30nacHoOCTU.
YyacTByeT BO BHeApeHUW B paboTy apxvBa aBTOMaTU3UPOBAHHbLIX apXMBHbIX TEXHOMOMMIA. Y4acTBYeT B
MOOWIM3aLIMOHHON NOAFOTOBKE apXMBa, OCYLLECTBIEHUN MEPONPUATUI MO YKPLITUIO U 3BaKyaLun
LOKYMEHTOB B 0C06bIN Neprof, CrnaceHnio JOKYMEHTOB B Ype3Bbl4alHbIX CUTYyauusx. Y4acTeyeT B paboTe
3KCMEepPTHON, METOANYECKON (3KCMEPTHO-NPOBEPOYHOMN, SKCMEPTHO-METOANYECKON) KOMUCCUIA, ONPEKLMMN,
Hay4HOro (Hay4YHO-TEXHNYeCKOro) coBeTa 1 ApYrux KosnernanbHbIX OPraHoB apxuBa.

[o/KeH 3HaTb: 3aKOHbI 1 MHble HOPMaTUBHbIE NPaBoBble akThl Poccunckon denepauuu,
perfaMeHTupyloLne OTHOLEHNA B Chepe apXMBHOMO Aesla; HOpMaTUBHbIE N METOONYECKMNE LOKYMEHTHI,
Kacawowmecs fedaTe/IbHOCTU apxmBa; COCTaB 1 CoepXKaHne KoMiekca LJOKYMeHTOB, XPaHALUXCA B
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apPXUBE; CUCTEMbI XPaHEHUS N KJTACCUUKALMN apXUBHBLIX 4OKYMEHTOB; HOPMATUBbI YCNOBUN N PEXMMOB
XPaHeHUs LOKYMEHTOB U MUKPOOPM CTPaxoBOro PoHAa; BMAbI CNPaBOYHO-MONCKOBLIX CPeACTB apXuBa;
OCHOBbI TPYL0BOIr0 3aKOHOAATE/IbCTBA; OCHOBbI OPraHn3auum Tpyaa v ynpasJieHuns; NopsLoK COCTaBNeHns
MJ1aHOBO-0TYETHOW JOKYMEHTaLUN; 0TEYECTBEHHbIN 1 3apybexxHbIl onbIT B 061acTn obecneyeHns
COXPaHHOCTY M rOCYyapCTBEHHOr0 y4eTa JOKYMEHTOB; OCHOBbI JOKYMEHTaLMOHHOI0 obecrneyeHns
ynpasfieHNs; OCHOBbI MPUMEHEHNA KOMMNbIOTEPHON TEXHUKW; MPaBuaa BHYTPEHHEro TPYA0BOr0o
pacnopsaka; NpaBuia No oxpaHe TpyAa W noxxapHon 6esonacHocTy.

TpeboBaHMa K KBanugmrkauun. Beicliee npodeccrnoHanbHoe obpa3oBaHme No HanpasBaeHNO NOArOTOBKMU
(cneumanbHocTw) "UicTopnko-apxuBoBeaeHue", "[JokyMeHTOBeleHNE N OKYMEHTaLMOHHOe obecnevyeHune
ynpasneHus", "[lokyMeHTOBeAeHME 1 apxunBoBefeHune", "Uctopma" n ctax paboTbl N0 HanpaBieHWo
NpogecCcnoHaNbHON AeATENbLHOCTU NPK KBanudmukauum (cteneHn) "maructp” n "cneunannct” - He MmeHee 3
NeT, npu KBanudukaumm (cteneHn) "bakanasp" - He MeHee 4 neT Nnbo BbiCLIee NPOgheccMoHasbHoe
obpa3oBaHuMe, LONOJIHUTENbHOE NPOtheCCnoHalbHoe 0bpa3oBaHme NO HanpaBeHUIO MOATOTOBKY
(cneumanbHocTK) "MicTopnko-apxuBoBeaeHue", "[JokyMeHTOBeleEHNE N JOKYMEHTaLMOHHOe obecnevyeHune
ynpasnenunsa", "[JokymeHToBeeHne 1 apxmnsosedeHne", "ctopuma" n ctaxx paboTbl N0 HaNpaB/EHNIO
NpogeccnoHaNbHON AeATENbHOCTU NPU KBanudukauum (cteneHmn) "Maructp” n "cneunanncT” - He MeHee 4
NeT, npu KBanndukaumm (cteneHn) "bakanasp" - He MeHee 5 neT.

3aBeayoLnn CEKTOPOM (HavyasIbHUK CEKTOpPA) apXuBa

[omKHOCTHbIE 0653aHHOCTU. OpraHm3yeT paboTy cekTopa. Y4acTByeT B pa3paboTke npennoxeHun K
npoeKTaM Nporpamm pas3BUTUSA apxMBa U naaHam paboTbl apxuBa No HanpaBAEHUIO AEATENbHOCTY CeKTOopa,
y4acTByeT B UX peanusauun. CocTaBnseT nnaHel paboTbl CEKTOPa U 0THYETHI 0 NPOAEeNaHHON paboTe.
YcTaHaBnMBaeT NnaHoOBble 3afaHNsa paboTHUKAM CeKTopa, KOHTPOAUPYET UX BbINOSHEHWE. YY4acTBYeT B
NMOArOTOBKE NMPOEKTOB HOPMATUBHbLIX JOKYMEHTOB, PerjiaMeHTUPYIOLWNX AeaTeNlbHOCTb CeKTopa. Y4yacTeyeT
B NPOBEAEHNMN Hay4YHbIX NCCNELOBAHNNA N METOAMYECKMX pa3paboToK MO HanpaBAeHNO AeATEeNbHOCTH
cekTopa, obecneymnBaeT nx BHeapeHne. KOHCYIbTUPYET Mo BOMPOCaM, OTHOCALLMMCS K AeATeSIbHOCTU
CeKTopa. Y4acTByeT B opraHusaumm paboTbl no obecneyeHmnio COXpaHHOCTU AOKYMEHTOB 1 UX
paLnoHabHOMY pa3MeLLEHNI0 B apXnuBoxpaHunmwax. OpraHnsyeT NpoBefeHmne LeneBon 3KCNepTu3bl
LEeHHOCTW OOKYMEHTOB. BeleT OCHOBHbIE YYeTHble OKYMEHThI. [POBOAMT NpUeM AOKYMEHTOB Ha
NOCTOSIHHOE U BPeMeHHOe XpaHeHue. OpraHusyeT paboTy No NpoBepKe HanM4msa 1 PUsnyYeckoro COCTOSAHNA
LOKYMEHTOB, 0TOOpY X 4N pecTaBpauun, Oe3nHPEKLNN, E3NHCEKLMMN, CTPAX0BOr0 KOMMPOBaHMWA 1
nepenneTHbIX PaboT, KOHTPONIMPYET KaveCTBO MUX npoBefeHus. OCyLLecTBASET KOHTPOb CObNoaeHNA
HOPMAaTMBHbIX YCJIOBU N PEXUMOB XpaHEHNS [OKYMeHTOB. COCTaBAAET CMNCKU IOPUANYECKMX U
bur3myecknx nuu, SBASIOLNXCA UCTOYHUKAMMN KOMMJIEKTOBaHNSA apxunBa. Beget neperoBopsl ¢
HerocyapCTBEHHbIMU OpraHu3aunsaMn n GU3NYeCKUMIN NnLamMu - NoOTEeHUMaIbHbIMU NCTOYHUKaMK
KOMMJIEKTOBaHNA. OKa3blBaeT METOANYECKYIO N MPAKTUYECKYI0 MOMOLLb CMeLMaMcTaM apxXuBoB 1 CNy>x6
L,e710NPOM3BOACTBA OpPraHn3aLmMin - UCTOYHNKOB KOMMAEKTOBaHWA. Y4yacTByeT B 0TOope 1 nepenaye
LOKYMEHTOB Ha NMOCTOAHHOE xpaHeHne. OpraHnsyeT BefeHne rocy4apCTBEHHOIO y4yeTa LOKYMEHTOB
NpPouAsA apxmnBa, BPEMEHHO XPaHALLNXCS B OpraHM3aunax - UICTOYHMKAX KOMMJIEKTOBaHNA. Y4acTBYeT B
paboTe Mo NnacnopTM3auMm apxXnMBOB OpraHn3aLnii. Y4acTBYET B 3aK/Il0HEHWMW W BbIMNOJIHEHUN LOFOBOPOB C
opraHmaunamu 06 ynopsgoveHnn JOKYMEHTOB 1 OKa3aHUM UM apyrux ycayr. Mposoant paboTy no
BbISIBJIEHNIO JOKYMEHTOB POCCUNCKOrO MPONCXOXKAEHUS U MO MCTOPUM Poccum, Haxoaawmxca 3a pybexom.
BeneT Hay4yHOe oMMCaHne 4OKYMEHTOB apXMBa, YCOBEPLUEHCTBOBaHMWeE 1 nepepaboTKy onucei. MNposoaut
paboTy Mo CO34aHMI0 U BEAEHWIO KaTanoros 1 6a3 faHHbLIX N0 LOKYMEHTaM apxusa. OcylecTBnseT
TeMaTumyeckyto paspaboTky poHaos apxusa. OcywecTBAsSeT NOATOTOBKY CMPaBOYHO-MH(POPMALMOHHbIX
N3LaHNA 0 COCTaBe 1 CoLepXXaHUU JOKYMEHTOB apxuBa. Y4acTByeT B MOAIOTOBKe MaTepuasnos Ais
paccekpe4nBaHUSA apxXmnBHbIX JOKYMeHTOB. OpraHu3yeT paboTy no BHeAPEHUIO B apxuBe
aBTOMATU3NPOBAHHbIX apPXMBHbIX TeXHONOrUN. OcylwecTBASET aHanus, y4eT COCTOAHNS U 3INHEKTUBHOCTb
MCMNO/b30BaHNS CNPaBOYHO-NMONCKOBLIX CPEACTB apxuBa. OpraHusyeT obecneyveHne goctyna notpebutenei
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LOKYMEHTHOW MH(OPMaLIMM K CNPaBOYHO-MOMCKOBLIM CpeacTBaM apxuga. MNpoBOANT 3KCKYPCMM NO apXumBY.
Y4yacCTByeT B OpraHu3aLmm BbICTaBOK JOKYMEHTOB, NOArOTOBKE MaTepuasnoB Ans nepnoanyecknx nsgaHuim
1 CpeacTB MaccoBow nHgopmaunn. Beget paboTy no n3gaHuio apxmBHbIX CNPaBOYHNKOB. [OTOBUT A
roCYyAapCTBEHHbIX Y HEroCyLapCTBEHHbIX OpraHn3aunii MHPOpMaLMOHHbIE MMCbMa, cofepXKallne CBelleHuns
06 uMerLLMXCa B apXmMBe AOKYMEHTax Mo onpefeneHHon TemaTnke. OpraHusyeT 1 y4acTByeT B
MCMOSIHEHUN MOCTYMAKLWNX B apXxmnB Hanbosee CIOXKHbLIX 3aMpoCoB Pa3IMYHOro XxapakTepa. Y4acTByeT B
opraHm3aunm paboThbl YUTaNbLHOrO 3afa apxuBa. OcywecTBAAET DYHKLUMN OTBETCTBEHHOr0 COCTAaBUTENS
LOKYMeHTaNbHbIX NybanKaunin, y4acTByeT B MOLFOTOBKE K U3JAHNIO LOKYMEHTOB. [1pOBOANT BbISBAIEHMWE U
oTbop LOKYMeHTOB Ans nybankauui, apxeorpagpuryeckoe ohopMaeHne, KOMMEHTUPOBAHNE AOKYMEHTOB.
CocTaBnsieT Hay4HO-CNPaBOYHbIA annapaT K AOKyMeHTabHbIM Nybnukauusam. OcyLlecTBASET Hay4yHOe
penakTupoBaHme nybnukaunin. OCyWwecTBASET YTEHUE, AATUPOBKY U ONMUCAHNE aPXUBHbIX LOKYMEHTOB.
YyacTByeT B NOAMOTOBKE K U3LAHUIO LPEBHUX LOKYMEHTOB. MI3y4yaeT BHeLWHMe NPU3HaKMN LJOKYMEHTOB,
yCTaHaBAMBAET UX NOAJIMHHOCTb, ONpelensieT ux naneorpadnyeckne, A3biKoBble U Apyrne 0CoBeHHOCTH.
Y4acTBYyeT B OCYLLECTBAEHUN MEPONPUATUI MO YKPLITAIO U 3BaKyaLUn LOKYMEHTOB B 0CODbIA neprog,
CrnaceHno 4OKYMEHTOB B Ype3BbldanHbiX cMTyauunsax. ObecnevmsaeT paboTy aKCNepTHOW, METOANYECKON
(3KCNepTHO-NPOBEPOYHON, IKCNEPTHO-METOANYECKON) KOMUCCUA, KOHTPOJIMPYET BbINOJSIHEHUE UX PeLUeHWH.
[loN>KeH 3HaTb: 3aKOHbI U UHbIE HOPMaTUBHbIE NMPaBoOBble akTbl Poccuinckon ®epepauun,
perfaMeHTupyloLne OTHOLEHWA B Chepe apXMBHOrO Aesla; HOpMaTUBHbIE N METOONYECKNE LOKYMEHTHI,
Kacawowmecs fedaTelbHOCTU apXxmBa; BCNOMOraTesbHble UCTOpPUYeCKe UCLUMIINHBI; TEKCTOJI0MMI0; COCTaB
N copepxKaHue KoMrekca LOKYMEHTOB, XPaHALLUXCSA B apXUBe; CUCTEMbI XPaHEHUS 1 KacCcudurkaumm
APXMBHbIX LOKYMEHTOB; HOPMATMBbI YC0BUIA U PEXNMOB LOKYMEHTOB; BUAbI CNPaBOYHO-NONCKOBbIX
CPeLCTB apxvBa; OCHOBbI OpraHM3auuy Tpyha u ynpasaeHns; nopsLoK COCTaBEHUS NaHOBO-0THYETHOW
LOKYMEHTaLMW; 0TEYECTBEHHbLIN U 3apyBeXXHbI OnbIT B 061aCTN apXMBOBEAEHNS U LOKYMEHTOBEAEHMS;
OCHOBbI JOKYMEHTaLMOHHOro obecneyeHuns ynpasaeHus; OCHOBbI MPUMEHEHNS KOMMbIOTEPHON TEXHUKUY;
npaBWia BHYTPEHHEro TPYA0BOro pacnopsiika; NpaBuia No OXpaHe Tpyha U noxapHon 6e3onacHoCTy.
TpeboBaHuna K KBanngukaumu. Beiclwee npoteccmoHansHoe 0bpa3oBaHMe No HanpaBAEHWIO NOATOTOBKU
(cmeumansHocTK) "VicTopmKo-apxusosegeHue", "[JokymeHToOBeAeHNE N JOKYMEHTaLMOHHOe obecnevyeHne
ynpasneHus", "[JokymeHTOBeeHNe U apxuneoseneHune", "ictopma" u ctaxx paboTbl N0 HaNpaBAEHNIO
npogeccnoHanbHOM AeATeNbHOCTY NpK KBaangrKauum (cteneHn) "Maructp" n "cneymannct" - He meHee 2
NeT, npu KBanudukaumm (cteneHn) "bakanasp" - He MeHee 3 neT Nnbo BbiCLIEe NPOGECCMOHalbHOE
obpa3zoBaHuWe, LONOHUTENbHOE NpodheccnoHanbHoe 0bpasoBaHme No HanpaBEHUO NOATOTOBKY
(cneumanbHocTw) "UicTopuko-apxusoBeaeHue", "[okyMeHToOBeleHNE U JOKYMEHTaLMOHHOe obecneyeHune
ynpasneHusa", "[JokymeHTOBeeHNeE N apxmnsoseneHne", "ictopma" n ctaxx paboTbl MO HaNpaB/EHNIO
nNpoheccuoHasbHON AesTebHOCTY NPy KBanudukauum (cteneHun) "marmctp" u "cneumannct” - He MeHee 3
NeT, npu kBanudukaumm (cteneHn) "bakanaBp" - He MeHee 4 neT.

3aBefyOLWniA apxXnBoM (HavyasibHUK apXMBHOIrO 0TAeNa)

MYHULMNanbHOro o6pa3oBaHns, BeAOMCTBA, OpraHM3aLmm

[O/MKHOCTHBIE 0653aHHOCTU. PyKoBOAMT paboTon apxmBa (apX1BHOro 0TAeNa) MyHULMMAAbHOro
obpa3oBaHuMA, BeAOMCTBa, OpraHusaunn (ganee - apxme). PazpabaTbiBaeT nporpamMmbl Pa3BUTUS 1 MJaHbl
paboTbl apxuBa. PykoBOANT MOArOTOBKOW MPOEKTOB HOPMATMBHbLIX LOKYMEHTOB, PErIaMEHTUPYIOLLINX
LesATeNbHOCTb apxmBa. OpraHn3yeT pa3paboTKy MeToANYeCKUX JOKYMEHTOB C LiefIbio COBEPLLEHCTBOBAHNA
paboTbl apxunBa, KOHTPOJIMPYET NX BHEAPEHNE B NPAaKTUKY. BeaeT 0OCHOBHbIE YHETHbIE LOKYMEHTbI apXuBa.
OpraHusyeT 1 KoopauHupyeT paboTy cneunanncTos no obecnevyeHno COXPaHHOCTW JOKYMEHTOB apXumBa u
NX paunoHanbHOMY pa3MelleHmnto. OCyLWwecTBAsSEeT KOHTPOAb COBNOAEHNA HOPMATUBHbIX YCIOBUIA 1
PEeXMMOB XpaHeHMs OOKYMeHTOB. MpoBoauT paboTy No NpoBepKe Hann4na 1 PU3N4eCKoro COCTOAHNUS
LOKYMEHTOB, 0TOOpY X ANiF pecTaBpauun, Ae3nHpeKLnm, 4e3NHCEKLMIN, CTPaX0BOr0 KOMMPOBaHWS 1
nepensieTHbIX PaboT, KOHTPONIMPYET KavyeCTBO MX NpoBefeHus. OCyLLeCTBASET y4eT U PO3bICK
HeobHapy>XXeHHbIX en apxmBa, BbiBAEHUE 1 y4eT 0c060 LeHHbIX AOKYMeHTOB. COCTaBAsSeT CIUCKY
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IOPUANYECKNX N (PU3NYECKUX NUL, SBASIOLLNXCA NCTOYHUKAMN KOMMNIEKTOBaHUSA apxmBa. BegeT
neperoBopbl C HErOCYAapCTBEHHBIMU OpraHmn3aunsaMm U GU3NYECKUMUN ANLL@MKN - NOTEHUMaNbHLIMK
NCTOYHMKaMM KoMMnekToBaHMA. OKa3blBaeT METOANYECKYIO 1 MPaKTUYECKYIO MOMOLLb B LEe/10NPOM3BOACTBE
CTPYKTYPHbLIM NOApa3feneHnaM agMUHUCTPaLUM MyHMLMNaibHOro obpa3oBaHmns, Be4OMCTBA,
opraHuM3aLum unn opraHn3aumsaM - ICTOYHUKAM KOMMIEKTOBaHUA apxusa. [poBoOAUT NpUeM LOKYMEHTOB
Ha NMOCTOAHHOE, BPEMEHHOE 1 1eno3mMTapHoe XpaHeHme. OpraHm3yeT paboTy 3KCNepPTHOW KOMUCCUN.
OpraHusyet oTHOp U Nepefavyy AOKYMEHTOB Ha MOCTOSAHHOE XpaHeHWe. BeaeT y4eT LOKYMEHTOB, BPEMEHHO
XPaHALWMXCA B OpraHn3aumsax - MICTOYHMKAX KOMMAEeKTOBaHMA apxmBa. OCyLLeCcTBASET KOHTPOJIb 3a
LOKYMEHTaMU, XPaHALMMANCS B CTPYKTYPHbIX NOAPA3AENEHNAX aAMUHNCTPALUN MyHULIMNANABHOIO
obpa3oBaHus, BEAOMCTBA, OpraHun3auun. Y4acTBYeT B 3aK/0YEHUUN U BbINMOAHEHUN AOFOBOPOB C
opraHmaunamn 06 ynopsgoveHnn JOKYMEHTOB 1 OKa3aHUM UM APYrux naaTHbIX yCayr. Y4acTBYeT B
NOAroTOBKE JOrOBOPOB O COTPYAHMYECTBE Y KOOPAMHALMMN AeATeNIbHOCTU aAMUHUCTPaLLUn
MYHULMMNANbHOro 06pa3oBaHNs U YyNOJHOMOYEHHOIO OpraHa UCMOJHUTENbLHONM BlacTu CybbekTa
Poccuiickon ®epepaummn B 061acTy apxnBHoro gena. ObecneynBaeT 3ak/04eHne LOrOBOPOB 0
COTPYAHMYECTBE aAMUHUCTPALMUN MyHMLMMNanbHOro obpa3oBaHna C opraHnsaumamMmn ghegepanbHom
cobcTBeHHOCTU, cobcTBEHHOCTM cybbekTa Poccuinckon depepaumm n YaCTHOM COBCTBEHHOCTU B BOMPOCaAX,
OTHOCALLUXCA K KOMMeTeHLMn apxmnea. OpraHusyeT 1 npoBoAMT paboTy No Hay4HOMY ONUCAHUI0
LOKYMEHTOB apXMBa, yCOBEPLLUEHCTBOBaAHMIO 1 NepepaboTke ONMCeR, CO3AaHMI0 1 BEAEHNIO KaTaIoroB 1
6a3 gaHHbIX. OCyLLEeCcTBAAET TeMaTNYeCKyo pa3paboTKy LOKYMEHTOB (hOHA0B apxmBa. OpraHn3yeT un
OCyLLeCTBAAET NOAFOTOBKY CPaBOYHO-MH(OPMALMOHHBIX N34aHMI 0 COCTaBe U COAEPXXaHUN LOKYMEHTOB
apxmBa. CnocobcTByeT BHeApeHMio B paboTy apxnBa aBTOMaTMU3UPOBAHHBLIX aPXMBHBLIX TEXHOIOM M.
OcyLiecTBNSET aHain3, Y4eT COCTOAHUA U 3PPEKTNBHOCTb UCMOJIb30BaHNSA CNPAaBOYHO-MONCKOBLIX CPELACTB
apxmBa. ObecneynBaeT [oCTyn noTpebuTenen LOKYMEHTHON MHGOPMALMKN K CMIPaBOYHO-MONCKOBLIM
cpefcTBaM apxmBa. ObecneymBaeT MCNOb30BaHNE JOKYMEHTOB apXuBa, B TOM YUC/1e UCTONHSAET
NoCTyrnaloLme B apX1B 3anpocbl pa3nyHoro xapaktepa. OpraHusyeT BbICTaBKU LOKYMEHTOB. [0TOBUT
MaTepuasbl 4ns COCTaBAeHNs COOPHMKOB LOKYMEHTOB, NCMOb30BaHNA UX B NEPUOANYECKUX N3JAHUAX U
cpencTBax MaccoBon uHopmauun. OpraHmsyeT paboTy YuTanbHOro 3ana apxvea. BsaumogencreyeT ¢
My3esiMM MYHULIMNANbHOro paoHa (FopoACKOro okpyra) B NpoBefeHnr MHPOPMALIMOHHBIX MEPOMNPUATUI
KpaeBea4yeckoro xapaktepa. Y4acTByeT B MOOUAN3aLMOHHON NOAFOTOBKE apXMBa, OCYLLeCTBAEHUN
MepPOMpUATMIA MO YKPLITUIO U 3BaKyaLMN AOKYMEHTOB B 0COObLIN Nepunos, CnaceHnto JOKYMEHTOB B
ype3BblYanHbIX CMTyaunsax. CnocobcTByeT BHEAPEHMNIO B NMPaKTUKY paboTbl COBPEMEHHbIX HAaYy4HbIX U
MeToanYecknx pa3paboTok.

JonKeH 3HaTb: 3aKOHbl U UHbIE HOPMATUBHbIE NPaBoBble akThbl Poccuinckon Gepepauunu,
pernaMeHTupyoLLMe OTHOLEHWSA B Cpepe apXMBHOMO iesla; HOPMATUBHbIE N METOANYECKNE LOKYMEHTHI,
Kacatwowmecs LedaTeNlbHOCTU apxmBa; COCTaB 1 CoAepXXaHue KoMnaekca AJOKYMEHTOB, XPaHALMUXCA B
apXuBe; HOPMaTMBbI YCJIOBMI N PEXXMMOB XPaHEHNSA OOKYMEHTOB; BUAbI CMPAaBOYHO-MOUCKOBbLIX CPEACTB
apXuBa; OCHOBbLI TPYAOBOr0 3aKOHOL4ATENbCTBA; OCHOBbI OpraHu3aumm Tpyaa v ynpasieHuns; nopsagok
COCTaBJIEHNSA MN1AHOBO-0TYETHOW LOKYMEHTaLUN; 0TEYECTBEHHbIN 1 3apybeXKHbIN oNbIT B 061aCTK
apPXUBOBELEHUS N OOKYMEHTOBEAEHNS; OCHOBbI OKYMEHTALNOHHOIr0 obecrneyeHmnsa ynpaBaeHns; OCHOBbI
NPYMEHEHUs KOMMbIOTEPHON TEXHUKW; NpaBuia BHYTPEHHEro TPyLOBOro pacnopajka; npasuia no oxpaHe
Tpyda 1 noxkapHon 6esonacHocTu.

TpeboBaHuMa K KBanugmrKkauun. Beicluee npodeccnoHanbHoe obpa3oBaHme No HanpasaeHNO NOArOTOBKMU
(cneumansbHocTK) "MicTopnKo-apxuBoBeaeHue", "[JokyMeHTOBeAeHNE N JOKYMEHTaLMOHHOe obecnevyeHune
ynpasneHunsa", "[lokymeHTOBeAeHNE 1 apxmnBoBeaeHne", "ctopma" n ctax paboTel MO HanpaB/EHUIO
NPogeCcCnoHaNbHON AEeATENbLHOCTU NPK KBanndmrKkaumm (cteneHmn) "MarncTp” u "cneumnanncT” - He meHee 2
NeT, npu KBanudukaumm (cteneHn) "bakanasp" - He MeHee 3 neT AnbO BbiCLLee NPogheccmoHas bHoe
obpa3zoBaHuMe, LONOJIHUTENbHOE NPOthEeCCnOHabHoe 0bpa3oBaHme NO HaMpaBEHUIO MOATOTOBKY
(cneumansbHocTK) "MicTopnko-apxuBoBeaeHue", "[JokyMeHTOBeAeHNE N JOKYMEHTaLMOHHOoe obecnevyeHne
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ynpasneHus", "[JokymeHTOBeAeHne U apxuoseneHune", "ictopua" n ctaxx paboTbl N0 HaNpaBIEHNIO
NPogeCcCnoHaNbHON AEeATENbHOCTU NPU KBanuduKauum (cteneHmn) "Maructp” n "cneunanncT” - He meHee 3
neT, npu KBanndukaumm (cteneHn) "bakanasp" - He MeHee 4 neT.

[oMmKHOCTY cneumnanncTos

[ NaBHbI apXMBUCT

[O/MKHOCTHBIE 0653aHHOCTU. Y4acTBYET B pa3paboTke NpeanoXKeHUn K NpoeKTaM NpPorpaMmm passuTus u
naaHam paboTbl apXmBa N COOTBETCTBYIOLLEr0 CTPYKTYPHOrO Nogpa3aesieHns apxmea, y4acTBYeT B UX
peanusaunn. CocTaBnseT oTYEThI 0 NpoAenaHHon paboTe. Y4acTByeT B MOArOTOBKE MPOEKTOB
HOPMaTUBHbLIX JOKYMEHTOB, PErjiaMeHTUPYIOLWNX OeATeNIbHOCTb CTPYKTYPHOro NogpasaefieHns apxmea.
Y4yacTByeT B MPOBEAEHUN HAYYHbIX UCCAEL0BAHNI N METOANYECKNX pa3paboToK Mo HanpaBJIeHNIO
LEeATENbHOCTW CTPYKTYPHOMO NoApa3feneHns apxusa, CnocobCcTBYET MX BHEAPEHMIO B MPAKTUKY paboThl.
KoHCynbTupyeT No BONpOCaM, OTHOCALLMMCS K ero komneTeHuuun. Beget paboTy no obecneyeHuio
COXPaHHOCTUN LOKYMEHTOB U UX pPaLMOHaibHOMY pa3MeLLeHNI0 B apXMBOXpaHuauwax. MposoanT Lenesyto
3KCMNepTU3y LEHHOCTW OOKYMEHTOB, BbisIBAIeHNE U 0TOOP YHMKaNbHbIX U 0COB0 LIeHHbIX 4OKYMEHTOB. BeneTt
paboTy No NpoBepke HaAN4Msa 1 PU3N4eCcKoro COCTOAHUSA OOKYMEHTOB, 0TOOPY UX ANS pecTaBpauuu,
Ae3nHDEKLMIN, Ae3NHCEKLMMN, NEPENNETHbIX PaboT, KOHTPOJIMPYET KavyeCcTBO UX NpoBeaeHus. Boisenset
LOKYMEHTbI C yracatowumm TekcTaMm 419 CO34aHMa CTpaxoBoro oHba. OCyLecTBASET YYeT U PO3bICK
HeoOHapy>XeHHbIX fen. BefeT 0CHOBHbIE yYETHbIE AOKYMEHTbI. OCYLWECTBASET KOHTPOAbL COBN0AEHUS
HOPMATMBHbIX YCIOBUI N PEXUMOB XpaHeHNUs [OKYMeHTOB. COCTaBASET CINCKU IOPUANYECKMX U
(pr3nyecknx nuu, aBASIOLLNXCA UCTOYHUKAMUN KOMMJIEKTOBaHUSA apXxuBa. MNpoBoaUT npuem LOKYMEHTOB Ha
NOCTOSHHOE 1 BPEMEHHOE XpaHeHue. BegeT neperoBopbl C HEroCyAapCTBEHHbLIMY OpraHn3aumamMmn n
(p13nYeCKMMn TNLAMU - MOTEHLUANBHBIMA UCTOYHUKAMK KOMMIeKToBaHMA. OKasblBaeT METOANYECKYIo U
NPaKTNYECKY0 MOMOLLb CMELMaNInCcTaM apxXmMBoB 1 CNy>X6 Aenonpon3BoACTBa OpraHu3aLmnin - UCTOYHUKOB
KOMMJIEKTOBaHUA. BefeT rocyapCTBEHHLIN y4eT OKYMEHTOB MPOnas apXnBa, BPEMEHHO XPaHALLNXCA B
OpraHM3aunsax - MICTOYHUKAX KOMMJIEKTOBaHMA. Y4acTBYeT B paboTe Mo macnopTm3aunm apxnsos
opraHM3aLni - UCTOYHUKOB KOMMIEKTOBAHUSA. YHaCTBYET B 3aKJIKOYEHUN U BbINOJIHEHUN [OrOBOPOB C
opraHusaunsamm ob ynopsaodeHnn JOKYMEHTOB M OKa3aHuW UM apyrux ycnyr. NMposoaut paboTy no
BbISIBJIEHNIO JOKYMEHTOB POCCUNCKOr0 MPOUCXOXAEHNSA 1 MO UCTOPUN Poccun, HaxoasaLmxcs 3a pybexxom.
BeneT Hay4yHOe onucCaHne JOKYMEHTOB apXMBa, yCOBEPLUEHCTBOBaHMe 1 nepepaboTky onucei. MNposoaut
paboTy Mo CO3AaHMNI0 U BEAEHMIO KaTanoros 1 6a3 faHHbIX MO LOKYMEHTaM apxuBa. OcywecTBnseT
TeMaTunyeckyto pa3paboTky poHaoB apxuBa. OcyLecTBASET NOArOTOBKY CMPaBOYHO-MH(OPMALMOHHbIX
N30aHNA 0 COCTaBE N COAEPXXaHUN [OKYMEHTOB apxuBa. Y4acTByeT B MOArOTOBKE MaTepunanos 4ns
pacCekpeynBaHns apXnBHbIX JOKYMEHTOB. Y4YacTBYET BO BHeApeHMM B paboTy apxnBa
aBTOMATU3NPOBAHHbIX aPXUBHbIX TEXHONOrUIN. OCyLWwecTBASET aHanu3, y4eT COCTOAHNS N INHEKTUBHOCTb
MCMNO/b30BaHNS CNPaBOYHO-MONCKOBLIX CPeACTB apxuBa. ObecneynBaeT focTyn noTpebutenen
LOKYMEHTHOW MH(OPMaLMM K CNPaBOYHO-MOMCKOBLIM CpeCcTBaM apxuBa. Y4acTByeT B paboTe no
NpPoBeAEHNIO NCCNIeA0BaHUIA B 061aCTW UCNOb30BaHNS apXUBHbLIX JOKYMEHTOB, N3YYEHWNI0 MHTEHCUBHOCTH
N 3(PPEKTUBHOCTIN UCMOSIb30BAHNSA OKYMEHTOB apxuBa. NpoBOANT 3KCKYPCUMX MO apXmBY. YHaCcTBYET B
OpraHu3aunn BbICTaBOK JOKYMEHTOB, MOArOTOBKE MaTepmasnoB A4Jid Nepuoanyecknx 3gaHnin n CpeacTs
MaccoBon MHopMauuKn. BegeT paboTy No U34aHUIO apXMBHbLIX CPABOYHMKOB. FOTOBUT ANS
rOCYyAapCTBEHHbIX 1 HEroCyAapCTBEHHbIX OpraHn3auni MHPOPMaLMOHHbIE MMCbMa, CoAepXKallne CBedeHns
06 UMeKLMXCA B apXMBE AOKYMEHTaX MO ONpeLesieHHOM TeMaThKe. ICNONHSAeT NocTynatoLwme B apxme
Hambonee CNoXHbIE 3aNpoCkl Pa3IMYHOro XapakTepa. Y4acTByeT B opraHu3auuy paboTel YNTanbHOro 3ana
apxmBa. OcyLecTBASET (YHKLMN OTBETCTBEHHOIO COCTAaBMTENS OKYMEHTabHbIX NyOAMKaLuii, y4acTByeT
B MNOArOTOBKE K M3AaHWIO JOKYMEHTOB. BeneT BbisiBNIeHNE 1 0T6OP AOKYMEHTOB 415 nybankaumn,
apxeorpaguyeckoe ohopMieHe, KOMMEHTUPOBaHWE NOKYMEHTOB. BefleT cocTaBneHre Hay4yHo-
CNPaBOYHOro annapaTa K AOKyMeHTanbHbIM Nybamkaumam. OCyLlecTBASET Hay4YHOEe peaakTMpoBaHue
nybankaumin. OcywecTBaseT YTeHNe, 4AaTUPOBKY U OMMCaHNE apXMBHbIX JOKYMEHTOB. M3y4YaeT BHeLHNe
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NPU3HaKN OOKYMEHTOB, yCTaHaBAUBAET UX NOLAJIMHHOCTb, OMpefenifaeT ux najeorpauyeckme, A3blkoBble 1
Apyrune ocobeHHOCTN. YYacTBYET B MOAMOTOBKE K U3AaHWNIO APEBHNX AOKYMEHTOB. Y4aCTBYET B
OpraHu3aunn 1 KoopanHaum meToanyeckon paboTel B apxmee. Y4acTByeT B pa3paboTke MeToaANYeCcKmx
[OKYMEHTOB M KOHTpOe nx BHegpeHus. OKasblBaeT METOANYECKYIO MOMOLLb CTPYKTYPHbIM
noapasfaeneHnsam apxnea B BbIMOJHEHUN MAAHOBbIX 3a4aHWin U nporpamMM. CnocobcTByeT BHEAPEHNIO B
NPaKTUKY paboTbl apXxMBa COBPEMEHHbIX HAaY4YHbIX U METOANYECKMX Pa3paboToK. [OTOBMT NpeanoxXeHuns no
COBEPLUEHCTBOBAHMIO MeTOANYECKOro obecnevyeHns 0eaTeNbHOCTM apXuBa. Y4aCcTBYeT B OCYLLECTBAEHNN
MepOoNpUATUIA MO YKPLITUIO 1 3BaKyaLuny OKYMEHTOB B 0C0bbI mepuog, CnaceHnto [OKYMEHTOB B
ype3BblYanHbIX CMTyaunsx. ObecneymsaeT paboTy 3KCNEPTHOW, METOAMNYECKON (3KCNEPTHO-MPOBEPOYHON,
3KCMEPTHO-METOANYECKOWN) KOMUCCUI, KOHTPOAUPYET BbIMOJIHEHNE UX PELUEHWNNA.

[ONMKeH 3HaTb: 3aKOHbI U UHbIE HOPMATUBHbIE NPaBoBble akTbl Poccuinckon Gepepauuu,
pernaMeHTMpyloLmne OTHOLWEHMWS B Chepe apXMBHOMO esla; HOpMaTMBHbIE N MeTOONYECKMNE LOKYMEHTHI,
Kacalollunecs 0esaTelbHOCTU apX1Ba; BCrOMOraTesibHble UCTOPUYECKNE OUCUUNIINHBI; TEKCTONOMNI0; COCTaB
N copgepXxaHme KoMnaekca LOKYMEHTOB, XPaHALLUXCS B apXUBE; CUCTEMbI XPaHEHUS U KlacCugukaumm
APXUBHbIX 4OKYMEHTOB; HOPMATMBbI YCI0BMI U PEXNMOB XPaHEHUSA OOKYMEHTOB; BUAbI CIPABOYHO-
NMOWCKOBbLIX CPeACTB apXMBa; OCHOBbI OpraHM3aumm Tpyaa v yrnpaBieHns; nopsagoK COCTaBI€HMSA NAaHOBO-
OTYETHOWN AOKYMEHTALNW; OTEYEeCTBEHHLIN U 3apybexHbI OMnbIT B 061aCTN apXnBOBELEHNS U
NOKYMEHTOBEIEHUS; OCHOBbI fOKYMEHTALMOHHOro obecneyeHmns ynpaBiaeHuns; OCHOBbI MPUMEHEHNS
KOMMbIOTEPHOW TEXHWUKW; NMpaBuia BHYTPEHHErO TPYAOBOr0 pacnopsaka; NnpaBuia no oxpaHe Tpyaa u
no>xapHow 6e3onacHocTw.

TpeboBaHmMa K KBanugmrkaunn. Beicluee npodeccnoHansHoe obpa3oBaHme No HanpasaeHNO NOArOTOBKMU
(cneumansHocTK) "UicTopmKo-apxusosegeHue", "[JokymeHToOBeAeHNE N JOKYMEHTaLMoHHoe obecnevyeHne
ynpasneHusa", "[JokymeHTOBeeHne U apxunsoseneHune", "ictopma" n ctaxx paboTbl N0 HaNpaBAEHNIO
npogeccnoHanbHOM AeATeNbHOCTY NpK KBaanguKauum (ctenenn) "Maructp" n "cneymannct” - He meHee 2
NeT, npu KBanudukauum (cteneHn) "bakanaBp" - He MeHee 3 neT NMbo BhiCLIee NPOhecCcMoHalbHoe
obpa3oBaHune, fOMNOJIHUTENbHOE NpodeccnoHanbHoe obpa3oBaHme No HanpaBAEHNO MOATOTOBKM
(cmeumansHocTK) "VicTopmKo-apxusosegeHue", "[JokymeHToOBeAeHNE N JOKYMEHTaLMOHHOe obecnevyeHne
ynpasneHus", "[JokymeHTOBeeHNe U apxuneoseneHune", "ictopma" u ctaxx paboTbl N0 HaNpaBAEHNIO
npogeccnoHanbHOM AeATEeNbHOCTY NpY KBaanguKauum (cteneHun) "Marnctp” un "cneumannct” - He meHee 3
NeT, Nnpu KBanudukaumm (cteneHn) "6bakanaBp" - He MeHee 4 neT.

naBHbI apxeorpad

[lO/MKHOCTHBIE 06513aHHOCTU. Y4acTBYET B pa3paboTke NpeanoXKeHUin K MpoeKTaM NporpaMmm pasBuTus u
naaHam paboTbl apXmBa U COOTBETCTBYIOLLEr0 CTPYKTYPHOrO Noapa3aefieHns apxmea, y4aCTBYeT B UX
peanusaunn. CocTaBaseT 0TYEThl 0 NpoAenaHHon paboTe. Y4acTByeT B MOArOTOBKE MPOEKTOB
HOPMaTUBHbLIX JOKYMEHTOB, perjiaMeHTUPYIOWNX OeATeSIbHOCTb CTPYKTYPHOro noapasfesieHnsa apxumsa.
Y4yacTByeT B MPOBEAEHUN HAYYHbIX UCCAE0BaHNIA N METOANYECKNX pa3paboToK Mo HanpaBJIEHNIO
AEATENbHOCTW CTPYKTYPHOrO Noapa3feneHns apxusa, CnocobCcTBYET MX BHEAPEHMIO B MPAKTUKY paboThl.
KOHCynbTUpPYyeT No BONPOCaM, OTHOCALWLMMCS K ero KoMmneTeHuun. OcyLwecTBaseT PyHKLUK
OTBETCTBEHHOr0 COCTaBUTENSA LOKYMEHTaNbHbIX NybanKauui, y4acTByeT B MOAFOTOBKE K U3[aHNIO
JNOKYMEHTOB. BegeT BbisiBNeHne 1 0T6op OOKYMEHTOB ANs nybankaumin, apxeorpaguryeckoe ohopmieHne,
KOMMEHTUPOBaHNEe JOKYMEHTOB. BefeT cocTaBsieHMe Hay4HO-CMPaBOYHOro annapaTa K 4OKyMeHTalIbHbIM
ny6nmkaumam. OCyLecTBASET HayYHOE peaaKTMpoBaHue nybankauui.

[lo/KEeH 3HaTb: 3aKOHbI U UHbIE HOPMaTUBHbIE NMPaBOBble akTbl Poccuinckon ®epepaumnn,
pernaMmeHTUpyloLne OTHOLWEHWA B Chepe apXMBHOro Aesla; HOpMaTUBHbIE N MeTOONYECKMNE LOKYMEHTHI,
Kacalollnecs 0esaTeNbHOCT apXuBa; BCoMoraTesibHble UCTOPUYECKUE ANCLUMNINHBI; COCTaB U
coLepXXaHne KoMMiaekKca LOKYMEHTOB, XPaHALWMNXCSA B apXMBe; CUCTEMbI XpaHEeHUA 1 KlacCugukaLmum
APXUBHbIX OKYMEHTOB; HOPMaTMBbI YCI0BUIA U PEXXMMOB XPaHEHUSA AOKYMEHTOB; BUAbI CIPABOYHO-
NMOWCKOBBLIX CPeSCTB apXMBa; OCHOBbI OpraHu3aumm Tpyaa v yrnpassieHns; nopsagok COCTaB/Ie€HMA NAaHOBO-
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OTYETHON AOKYMEHTALMW; OTEYECTBEHHbIN 1 3apyBeXxHbIl OMnbIT B 06/1aCTU apXMBOBELEHMNSA 1
LOKYMEHTOBELIEHUS; OCHOBbI LOKYMEHTALMOHHOro obecneyeHmns ynpaBnaeHuns; OCHOBbI MPUMEHEHNS
KOMMbIOTEPHON TEXHWUKW; NMpaBuia BHYTPEHHErO TPYAOBOr0 pacnopsaka; npasuia no oxpaHe Tpyaa u
no>xapHow 6e3onacHocTw.

TpeboBaHus K KBanugukaumu. Beicluee npogeccmoHaibHoe obpa3oBaHue no HanpasBaeHWIO NOATOTOBKU
(cneumanbHocTw) "UicTopuko-apxuBoBeaeHue", "[okyMeHTOBeleHNE U JOKYMEHTaLMOHHOe obecnevyeHune
ynpasneHus", "[lokymeHTOBeAeHME 1 apxunBoBefeHune", "Uctopma" n cTax paboTebl N0 HanpaBAeHMO
NpodecCnoHaNbHON AeATENbHOCTU NMpK KBanndurKkaumm (cteneHn) "MarncTp" u "cneunanncT” - He MeHee 2
NeT, npu KBanudukaumm (cteneHn) "bakanaBp" - He MeHee 3 neT b0 BbiCLIEe NPOGECCMOHalbHOE
obpa3oBaHue, LONOJIHUTENIbHOE NpodeccnoHaibHoe obpasoBaHme No HarnpaBeHUO NOArOTOBKY
(cneumanbHocTw) "UicTopuko-apxuBoBeaeHue", "[JokyMeHTOBeleHNE U JOKYMEHTaLMOHHOe obecnevyeHune
ynpasneHus", "[lokymeHTOBeAeHME 1 apxmnBoBefeHune", "Uctopma" n cTax paboThbl N0 HanpaBAeHNO
nNpogecCcnoHaNbHON AeATENbHOCTU NPK KBanudukauum (cteneHn) "maructp" n "cneunannct” - He MeHee 3
NeT, Npu KBanndukaumm (cteneHn) "6bakanaBp" - He MeHee 4 neT.

naBHbIV Naneorpag

[O/MKHOCTHBIE 0653aHHOCTU. Y4acTBYET B pa3paboTke NpeanoXKeHUn K MpoeKkTaM NPorpaMm passuTus u
nnaHam paboTbl apxuBa 1 COOTBETCTBYIOLLErO CTPYKTYPHOro Nogpa3feneHns apxmea, y4acTByeT B UX
peanmsaumn. CocTaBnsAeT O0THYETHI 0 NPOAENAHHON paboTe. Y4acTBYeT B MOATOTOBKE NMPOEKTOB
HOPMaTUBHbIX JOKYMEHTOB, PernamMeHTUPYLLMX 0eaTeNbHOCTb CTPYKTYPHOr O NoApasaesieHnsa apxusa.
Y4yacTByeT B MPOBEAEHUN HAY4YHbIX UCCAEL0BAaHNI N METOANYECKNX pa3paboToK Mo HampaBJIeHNIo
LEeATENbHOCTN CTPYKTYPHOMO NoApa3fieneHmns apxusa, CnocobCcTByeT Mx BHEAPEHMIO B MPAKTMKY paboThl.
KOHCYJIbTUPYET Mo BOMPOCaM, OTHOCALLMMCS K ero KoMrneTeHumun. NpoBoanNT BbIABJIEHUE, SKCNEPTU3Y
LEHHOCTU 1 0TOOP YHUKANbHBIX U 0CO60 LIEHHBIX JOKYMEHTOB. BbISIBNSET LOKYMEHTHI C yracalownumu
TeKcTaMmu gns Co3faHns CTpaxoBoro poHaa. OcylecTBaseT YTeHne, JaTUPOBKY U ONMUCaHNe apXMUBHbIX
LOKYMeHTOB. M3y4aeT BHeLLHWE NPMU3HaKM LOKYMEHTOB, YCTaHaB/IMBAET UX MOLJIMHHOCTb, ONpefenseT nx
naneorpauyeckne, A3bIKoBbIe U Apyrue 0COBeHHOCTW. Y4acTByeT B MOArOTOBKE K U3AaHNI0 APEBHUX
LOKyMeHTOB. OKa3blBaeT METOAMYECKYIO MOMOLLb CNeunanucTaM apxmea npu pabote ¢ ApeBHUMU
LOKYMEHTaMW.

[o/KeH 3HaTb: 3aKOHbI 1 MHbIe HOPMATUBHbIE NPaBOoBble akThl Poccunckon depepauuu,
perfaMeHTuUpyloLne OTHOLEHWA B Chepe apXMBHOrO Aesla; HOpMaTUBHbIE N METOONYECKMNE LOKYMEHTHI,
Kacawowmecs fedaTelbHOCTU apXxmBa; BCNOMOraTesbHble UCTOPUYeCKme UCLUMNIINHBI; TEKCTOJIOMMI0; COCTaB
N copepxKaHue KoMrekca LOKYMEHTOB, XPaHALLUXCSA B apXUBe; CUCTEMbI XPaHEHUS 1 KacCcudurkaumm
APXMBHbIX LOKYMEHTOB; HOPMATWBbLI YC0BUI U PEXNMOB XPaHEHNS LOKYMEHTOB; BUAbLI CNPaBOYHO-
MOWCKOBbIX CPELCTB apX1Ba; OCHOBbI OpraHunsauny Tpyaa v ynpasiaeHns; NOpsLoK COCTaBJIEHUS MJIaHOBO-
OTYETHON OOKYMEHTALMW; O0TEYECTBEHHbIN 1 3apybeXxHbIl OnbIT B 06/1aCTN apXMBOBEAEHMNS 1
LOKYMEHTOBELIeHUS; OCHOBbI LOKYMEHTaLMOHHOro obecneyeHmns ynpaBaeHus; OCHOBbI MPUMEHEHNS
KOMMbIOTEPHOW TEXHWUKW; NMpaBuia BHYTPEHHEr0 TPYA0BOr0 pacnopsaka; npasuia no oxpaHe Tpyaa u
noXkapHon 6e3onacHoCTu.

TpeboBaHma K kKBanugmrkaumn. Beicluee npodeccnoHansHoe obpa3oBaHme No HanpasAeHNO NOATOTOBKN
(cneumanbHocTw) "UicTopnko-apxuBoBeaeHue", "[JokyMeHTOBeleHNE N OKYMEHTaLMOHHOe obecnevyeHune
ynpasneHus", "[okyMeHTOBeAeHME 1 apxunBoBefeHune", "Uctopma” n cTax paboTbl N0 HanpaBieHNo
NpogeCcCnoHaNbHON AEeATENbHOCTU NMPpK KBanndurKkaumm (cteneHn) "MarnctTp" n "cneunanncT” - He meHee 2
NeT, npu KBanndukaumm (cteneHn) "bakanaBp" - He MeHee 3 neT 1nbo BbiCLee NPodheccMoHasbHoe
obpa3oBaHue, fOoNoJHMTENbHOE NpodeccnoHanbHoe obpa3oBaHme No HanpasAeHNO MOATOTOBKM
(cneumanbHocTK) "UicTopnko-apxuBoBeaeHue", "[JokyMeHTOBeleHNE N OKYMEHTaLMOHHOe obecnevyeHune
ynpasnenua", "[JokymeHToBeaeHne n apxmnsosederne", "ctopma" n ctaxx paboTbl N0 HaNpaBIEHNIO
NpPogecCcnoHaNbHON AeATENbLHOCTU NPK KBanudmukauum (cteneHn) "maructp” n "cneunannct” - He MeHee 3
NeT, Nnpu KBanndukaumm (cteneHn) "bakanaBp" - He MeHee 4 neT.
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[naBHbIN MeTOOUCT

[loMKHOCTHbIe 0653aHHOCTW. Y4acTByeT B pa3paboTke nporpaMmM pasBuTWA 1 NNaHOB paboTbl apxmBa U ero
CTPYKTYPHbIX MO4Pa3aeneHni, y4acTByeT B Ux peanmsauumn. CocTaBnseT oT4HeTbl 0 NpoaenaHHon paboTe,
y4acCTBYyeT B MOArOTOBKE W NpeAcTaBAeHUN NAAHOBO-0THETHON AOKYMEHTaumMmn. Y4acTByeT: B NOAr0TOBKE
NPOEKTOB HOPMATUBHLIX JOKYMEHTOB, perjaMeHTUPYIOWNX OesTeIbHOCTb apXMBa U ero CTPYKTYPHbIX
nofpasfaeneHnin; B pa3paboTke NporpaMM Hay4HO-NCCNeN0BaTENbCKMX N METOAMYECKMX paboT apxmBa, nx
peanunsaunn; B OpraHnsaLm n KOopanHaLuum MeToanyeckon paboTel B apxmBe; B pa3paboTke
MeTOLMNYeCKNX LOKYMEHTOB U KOHTposie nx BHegpeHus. OKasbiBaeT METOANYECKYO MOMOLb CTPYKTYPHbLIM
noapa3faeneHnsaM apxnsa B BbIMOJIHEHUN NNAHOBLIX 3aaHWin U nporpamMM. CnocobcTByeT BHEAPEHUIO B
NpakTuKy paboTbl apxMBa COBPEMEHHbIX HaY4YHbIX N METOANYECKMX Pa3paboTok. F0TOBUT NpeasioxXeHns no
COBEPLUEHCTBOBAHMIO METOANYECKOrO 0becneyeHns nedaTenbHOCTU apxmBa. KOHCYbTUPYET Mo BOMpocam,
OTHOCALWMMCS K ero komneTeHuun. ObecneymsaeT paboTy METOAMYECKOW (3KCMNEPTHO-METOANYECKOW)
KOMUCCUWN, KOHTPOIMPYET BbIMOSHEHNE e PeLLeHNA.

LloJ)KeH 3HaTb: 3aKOHbI U MHblE HOPMaTUBHLIE NPaBOBble aKTbl Poccminckon ®epepaumm,
pernaMmeHTUpyloLne OTHOLEHMSA B Chepe apXMBHOMO Aesla; HOpMaTUBHbIE N MeToONYeCKMNe LOKYMEHTHI,
Kacalollnecs 0esaTeNbHOCTW apXuBa; CoCTaB U CoAep)KaHe KOMMIeKCa AOKYMEHTOB, XPaHSLMXCS B
apPXUBE; CUCTEMbI XPaHEHNS N KNTaCCMDUKALMN apXUBHBLIX 4OKYMEHTOB; HOPMATUBbI YCAOBUN N PEXNMOB
XpaHeHNs LOKYMEHTOB; BUAbl CTPABOYHO-MONCKOBLIX CPeACTB apXmMBa; OCHOBbLI OpraHu3auuy Tpyna v
ynpaBieHuns; NOpsLOK COCTaBAEHNS NAAHOBO-0THETHON AOKYMEHTALUN; OTEYECTBEHHbLIN 1 3apybeXXHbIi
OnbIT B 06/1aCTW apXMBOBEAEHNS N LOKYMEHTOBEAEHNS; OCHOBbLI OKYMEHTALMOHHOI0 obecrneyeHuns
YNPaBJIE€HNSA; OCHOBbI MPUMEHEHNS KOMMNbIOTEPHON TEXHUKW; MpaBuia BHYTPEHHEr0 TPYLOBOIro
pacrnopsifika; npaBuyia No oxpaHe Tpyaa 1 noxxapHon 6esonacHocTw.

TpeboBaHuMa K KBanugmrkauun. Beicluee npodeccnoHanbHoe obpa3oBaHme No HanpasAeHNO NOATOTOBKM
(cneumanbHocTK) "MicTopmKo-apxusoBeaeHue", "[JokymMeHTOBeAeHNE N JOKYMEHTaLMOHHOoe obecnevyeHne
ynpasneHus", "[lokymeHToBeeHne n apxuosenerune", "ictopma" n ctaxx paboTbl N0 HaNpaBIEHNUIO
NPogecCnoHaNbHON OeATENbHOCTU NPK KBanudmuKkaumnm (cteneHmn) "MarncTp” u "cneumnanncT” - He meHee 2
neT, npu KBanudukaumm (cteneHn) "bakanasp" - He MeHee 3 neT Anbo BbiCLLee NPogheccmoHaslbHoe
obpa3oBaHue, OOMNOJIHUTENbHOE NpodeccnoHanbHoe obpa3oBaHme No HanpaBAEHNO MOATOTOBKM
(cneumansHocTK) "UicTopnko-apxusoBeaeHue", "[JokymMeHTOBeAeHME N JOKYMEHTaLMOHHOoe obecnevyeHne
ynpasneHus", "[JokymeHTOBeeHne n apxuosenerune", "ictopma" n ctaxx paboTbl N0 HaNpaBIEHNIO
npogeccnoHanbHOM AeATeNbHOCTY NPY KBaanuKauum (ctenenun) "Maructp” un "cneumannct” - He meHee 3
NeT, Npu KBanudukaumm (cteneHn) "bakanasp" - He MeHee 4 neT.

BeayLunn apxmeucT

[oMKHOCTHbIe 0653aHHOCTW. Y4acTByeT B MOArOTOBKE NpensoXXeHnn K NpoeKTaM niaaHoB paboThbl
CTPYKTYPHOro Nogpa3sfeneHuns apxmea, B ux peannsauun. CocTaBnseT OTHETHI O NPOAEnaHHon paboTe.
Y4yacTByeT B MPOBEAEHUN HAay4YHbIX UCCAeO0BaHNI U NOATOTOBKE MeTOANYECKMX pa3paboTok no
HanpaB/eHU0 OeATENbHOCTU CTPYKTYPHOr0 nofpa3sfesieHns apxmea. KOHCYIbTUPYET MO BOMPOCaM,
BXOISLLUM B €r0 KOMMNETEHLMI0. YYaCTBYET B BbISIBJIEHUN, 3KCNEPTU3E LLIEHHOCTW 1 0TOOpE YHMKaJIbHbIX 1
0c060 LieHHbIX OKYMEHTOB. Y4acTByeT B paboTe no npoBepke Hann4msa n ru3ny4eckoro COCTOAHUS
JNIOKYMEHTOB, 0TOOpPY MX 015 pecTaBpaLun, Ae3nHpEKUNN, Oe3NHCEKLUN, NepenyieTHbIX paboT, a Takxe
LOKYMEHTOB C yracalLwmmMm TeKCTaMn 419 CO3[4aHNA CTPaxoBoro poHaa. Y4acTByeT B y4YeTe 1 po3bicke
HeoOHapy>XeHHbIX fen. Y4acTBYeT B BEAEHUN OCHOBHbIX YYETHbIX LOKYMEHTOB apxuBa. BoinonHaeT paboThl
Mo KOHTPOJII0 COBN0AEHNS HOPMATUBHbIX YC0BUA N PEXMMOB XPaHEHNS OKYMEHTOB. Y4acTBYeT B
COCTaB/IEHUN CMNCKOB OPraHu3aunii n Pu3n4ecknx any, SBASIOWNXCA NCTOYHUKAMN KOMMIEKTOBAHUSA
apxuBa. Y4acTByeT B paboTax no npmemy LOKYMEHTOB Ha MOCTOSHHOE N BPEMEHHOE XpaHeHue. BegeT
neperoBopbl C HeroCyLapCTBEHHBIMU OpraHu3aunsaMm 1 GU3NYECKUMUN nLaMmn - NoTeHUManbHbIMK
NCTOYHUKaMW KOMMIeKToBaHMA. OKa3blBaeT METOANYECKYIO Y MPaKTUYECKYIO MOMOLLb CreunasncTam
apXuBOB 1 CNy>X6 0enonpon3BOACTBa OpraHn3aLmi - ICTOYHUKOB KOMMJIEKTOBAHMA. Y4acTBYeT B BeAEeHUN
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rocyfapCTBEHHOr0 y4yeTa LOKYMEHTOB NPouis apxmsa, BDEMEHHO XPaHALLUXCSA B OpraHm3aumnsax -
MCTOYHMKAX KOMMAEKTOBaHMWSA, B Nepefaye NOKYMEHTOB Ha NOCTOSHHOE XpaHeHue, B paboTe no
nacnopTM3auumn apxnBoB OpraHn3aLnii - ICTOYHUKOB KOMMIeKTOBaHNS. BegeT paboTy no ynopsgoyeHuto
LLOKYMEHTOB OpraHusaLuuni u oka3aHuio UM ApYyrux ycnyr. Y4acTByeT: B BblSBJ€HUN LOKYMEHTOB
POCCUNCKOro MPONCXOXKAEHUS U MO UCTopumn Poccum, Haxoawmxcsa 3a pybexom; B paboTe no Hay4yHoMy
OMMCaHNI0 OKYMEHTOB apXMBa, YCOBEPLUEHCTBOBaHMIO U nNepepaboTke onuceir; B paboTe N0 CO34aHNI0 U
BEAEHMWIO KaTanoros 1 6a3 faHHbIX N0 OKYMEHTaM apXuBa; B TeMaTu4eckon paspaboTke hOHAOB,
NOArOTOBKE CMPaBOYHO-NH(OPMALIMOHHBIX U34aHNIA O COCTaBe N COAEPXaHUN OKYMEHTOB apXxnBa; B
NoLArOTOBKE MaTepManoB AN pacCeKpeYnBaHNS apXMBHbIX LJOKYMEHTOB; BO BHeApPeHUM B paboTy apxuBa
aBTOMATU3MPOBAHHbIX apXMBHbIX TEXHOMOrNiA; B paboTe Mo aHan3y 1 y4eTy COCTOSHUSA CNPaBOYHO-
MOMCKOBbIX CPEACTB apxuBa; B paboTe Mo NpoBeAeHMI0 NCCNENOBAHNA B 061aCTN MCMO/b30BaHUS
APXUBHbIX OKYMEHTOB, U3Yy4EeHUI0 UHTEHCUBHOCTU N 3OEKTUBHOCTM UCMOJIb30BaHNS LJOKYMEHTOB apXuBa;
B OpraHM3aLun BbICTaBOK 4OKYMEHTOB, MOAFOTOBKE MaTepnassoB 414 NEPUOANYECKUX N3LaHUA U CPeacTB
MacCoBON UH(OPMaL K. FOTOBUT B LLeNSX NHULMATUBHOIO MHOPMUPOBAHNA MUCbMa 06 MMeLWnxcs B
apxXuBe AOKYMeHTax Mo onpenesieHHon TeMaTmke. ICnosHseT NocTynaoLwme B apXmMB 3anpochl pa3anyHoro
XxapakTepa. ObecneymBaeT 06CNyXMUBaHWE NOb30BaTENEN B YATANILHOM 3aJi€ apXMBa, OCYLLeCTBASET
KOMMpOoBaHWe AOKYMEHTOB Mo MX 3anpocaM. OCyLLeCcTBASET BbiiBIeHNE U 0TOOP LOKYMEHTOB AN14
LOKYMEHTasIbHbIX NybmKauuin, apxeorpadunyeckoe ohopMaeHne N KOMMEHTUMPOBAHNE AOKYMEHTOB.
CocTaBnsieT Hay4YHO-CNPaBOYHbIA annapaT K AOKyMeHTabHbIM Nybankaumnam. OCyLLecTBASET YTeHue,
LaTUPOBKY M OMMUCaHWEe apXMUBHbIX LOKYMEHTOB. M3y4aeT BHELIHME NPpU3Haky JOKYMEHTOB, yCTaHaBIUBaET
NX NOLJIMHHOCTb, ONpefenseT nux naneorpauyeckne, A3blkoBble N Apyrne 0COBeHHOCTW. Y4acTByeT B
NOLArOTOBKE K U3JaHWI0 PEeBHUX AOKYMEHTOB, B pa3paboTke MeTOAMYECKMX JOKYMEHTOB U KOHTPOJIE UX
BHeApeHUs. OKa3biBaeT METOAMYECKYIO MOMOLLb CTPYKTYPHbLIM MoApa3fesieHNsaM apXyBa B BbINOJHEHUN
MAaHOBLIX 3aflaHWUA N NPOrpamMm, B MOATOTOBKE NPeANoXeHWNN N0 COBEPLLUEHCTBOBAHNIO METOANYECKOMO
obecneyeHns peaTenbHOCTM apxmnBa. ObecneynBaeT pabOTHNKOB apXMBa Hay4YHO-TEXHNYECKOW
NH(popMaumen. Y4acTByeT B OCYLLECTBJIEHUN MEPONPUATUI MO YKPLITUIO U 3BaKyaLUn JOKYMEHTOB B
0cobbin Nepno, CNaceHnto JOKYMEHTOB B Ype3Bbl4alHbIX CUTyaumsax; B obecneyeHmnm paboTbl SKCNEPTHOM,
MeTOAMYECKON (3KCNEPTHO-NPOBEPOYHON, SIKCNEPTHO-METOANYECKOMN) KOMUCCUIA, KOHTPOE BbINOJHEHNS UX
peLueHu.

JoNKeH 3HaTb: 3aKOHbI U UHbIE HOPMATUBHbIE NMPaBoBble akTbl Poccuinckon Gepepaumnn,
pernaMeHTUpyoLLme OTHOLEHWS B Cpepe apXMBHOMO fiesa; HOPMATUBHbIE U MeTOANYECKNE LOKYMEHTHI,
Kacalollunecs 0esaTe/lbHOCTU apXuBa; COCTaB M COLep)XaHne KOMMIekca JOKYMEHTOB apXxuBa, CUCTEMBI
XPaHeHUs 1 KnaccmpukaLmm apxmBHbIX LOKYMEHTOB, XPaHALLMUXCA B apXUBE; HOPMaTWBbI YCJIOBUI 1
PEXVMOB XpPaHeHUs LOKYMEHTOB; BUAbl CPAaBOYHO-MONCKOBbIX CPEACTB apXMBa; OCHOBbI OpraHu3aLuu
TpyAa; NopsaAoK COCTaBAEHMS MAAHOBO-0THETHON AOKYMEHTALIMW; OTEYECTBEHHbIN 1 3apyBeXXHbIN ONbIT B
0bnacTn apxnBoBeLEHUS, [LOKYMEHTOBELEHNS; OCHOBbI JOKYMEHTALMOHHOro obecneyeHuns yrnpasneHus;
OCHOBbI NPUMEHEHUS KOMMbIOTEPHON TEXHWKN; NpaBuia BHYTPEHHEro TPyLOBOro pacnopsfka; npasuia no
OXpaHe Tpyha 1 no)kapHon 6e3onacHoOCTu.

TpeboBaHma K kKBanugmrkaumn. Beicluee npodeccnoHansHoe obpa3oBaHme No HanpasAeHNO NOATOTOBKN
(cneumanbHocTw) "UicTopnko-apxuBoBeaeHue", "[JokyMeHTOBeleHNE N OKYMEHTaLMOHHOe obecnevyeHune
ynpasneHus", "[okyMeHTOBeAeHME 1 apxunBoBefeHune", "Uctopma” n cTax paboTbl N0 HanpaBieHNo
NpPogeCcCnoHabHON AEATENbHOCTU NPK KBanudmukauum (cteneHn) "Maructp" n "cneunanncT” - He MeHee
04HOro rofa, Npu keanndukaumm (ctenexHn) "6akanaBp" - He MeHee 2 neT AnbO BhiCLLee
npoceccnuoHanbHoe obpa3oBaHuMe, 4ONOJHUTENLHOE NPodecCcMoHansHoe 0bpa3oBaHMe Mo HanpaBEHNIO
NoaroToBKM (cneumanbHoCcTK) "UCToprnKo-apxmnsoBedeHune”, "[LoKkyMeHToBeAEHMNE U LOKYMEHTALNOHHOE
obecneyeHue ynpasneHus", "okymeHTOBeLeHUe 1N apxmBoBeaeHue", "ictopusa" n ctax paboTbl no
HanpaBeHUIO NPOGECCUOHANBHON AEATENBLHOCTIN NPK KBannduKaumm (cteneHn) "Marmctp” un
"cneunanncT" - He MeHee 2 NeT, Npu KBaandukaumm (cteneHn) "6akanaBp" - He MeHee 3 feT.
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Beayuwun apxeorpad

[O/MKHOCTHBIE 0653aHHOCTU. Y4acTBYET B MOArOTOBKE NPELJIOKEHMI K NPOEKTaM MiaHoB paboThl
CTPYKTYPHOro noapasfeneHus apxuea, B ux peannsauun. CoctaBnseT oTHeThl 0 NpofenaHHon paboTe.
Y4yacTBYyeT B MPOBEAEHUN HAYYHbIX UCCIEA0BAHMIA 1 MOATOTOBKE METOAMYECKMX pa3paboToK no
HanpasJIeHNIO eATe/IbHOCTN CTPYKTYPHOro nogpasfeneHns apxusa. KoHCy/ibTUpYeT No Borpocam,
BXOLSALLMM B €ro KOMMNeTeHuUuo. Y4acTByeT B MOAMOTOBKE K U34aHNI0 LOKYyMeHTOB. OcyLecTeiseT
BbisiBSieHMe 1 0TOOPp LOKYMEHTOB ANS LOKYMEHTaNbHbIX NybankaLumin, apxeorpaduyieckoe oopMaeHme 1
KOMMEHTUPOBaHMe fOKYMeHTOB. COCTaBNAET Hay4HO-CMPaBOYHbIA annapaTt K AOKYMeHTa bHbIM
nybnnkaumam.

[o/KeH 3HaTb: 3aKOHbI 1 MHble HOPMaTUBHbIE NPaBOoBble akThbl Poccunckon denepauuu,
pernaMeHTupyoLLme OTHOLWEHWSA B CPepe apXMBHOMO fesa; HOPMATUBHbIE N METOANYECKNE LOKYMEHTHI,
Kacatowmecs fedaTe/IbHOCTU apxmBa; COCTaB 1 CoepXKaHue KoMiekca LJOKYMeHTOB, XPaHALUXCA B
apXxvBe; CUCTEMbI XpPaHEHUS U KNlacCUprKaLm apxXmMBHbIX JOKYMEHTOB; HOPMAaTWBbI YCNOBUI N PEXMUMOB
XPaHeHUs LOKYMEeHTOB; BUAbl CPAaBOYHO-MONCKOBLIX CPECTB apXMBa; OCHOBbI OpraHu3auuy Tpyaa;
NopsAoK COCTaBJIEHUS MIAHOBO-0THETHOWN AOKYMEHTaLMKW; 0Te4EeCTBEHHbIN 1 3apybeXxHbln onbIT B 061acTn
aPXMBOBELEHNS, [OKYMEHTOBEAEHNS; OCHOBbI OKYMEHTALMOHHOIr0 obecneyeHns yrnpaBneHns; 0OCHOBI
NPUMEHEHUS KOMMbIOTEPHON TEXHUKW; NpaBuaa BHyTPEHHEro TPYA0BOro pacnopsfika; npasunsia no oxpaHe
TpyZa v noxapHomn 6esonacHocTw.

TpeboBaHus K KBanugukaumu. Beicluee npoteccrmoHansHoe obpa3oBaHue No HanpasBAEHWIO NOATOTOBKM
(cneumanbHocTw) "UicTopuko-apxusoBeaeHue", "[okyMeHTOBeleEHNE U JOKYMEHTaLMOHHOe obecneyeHune
ynpasneHua", "[JokymeHTOBeeHNE U apxmneoBeneHne", "ictopma" n ctax paboTbl MO HaNpaBIEHNIO
nNpoeccuoHa bHON AesTeNbHOCTY NpY KBanudukauum (cteneHun) "MarncTp" u "cneumannct” - He MeHee
04HOro rofa, nNpu keanngukaumm (ctenexHn) "6akanaBp" - He MeHee 2 neT 1nbo BhiCLLee
npodeccuoHanbHoe 0bpa3zoBaHue, [ONONHUTENLHOE NPodeccMoHansHoe obpa3oBaHue No HanpaBaEHUIO
noaroToBkM (crneumanbHocTK) "UCTopnKo-apxnBoBeaeHne", "[LoKyMeHTOBeAEHNE U JOKYMEHTALMOHHOE
obecneyeHue ynpasneHus", "NokymeHTOBeLeHUE 1N apxnBoBeaeHne", "ctopus" n ctax paboTbl no
HanpaBJIeHNIO NPOEeCCNOHANbHOM AeATEeNbHOCTM NpU KBaaudukaumm (cteneHn) "marncTp" un
"cneynannct" - He MeHee 2 NeT, Npu KBaandukaumm (cteneHn) "6bakanaBp" - He MeHee 3 feT.

Bepywimin naneorpad

[OMKHOCTHBIE 0643aHHOCTK. Y4acTByeT B MOAFOTOBKE NPeAIoXKeHU K MpoeKTaM naaHoB paboThl
CTPYKTYPHOro noapasfeneHuns apxmea, B ux peannsauyun. CocTaBnseT 0THETHl 0 NpoAenaHHon paboTe.
YyacTByeT B NPOBEAEHUW HaYy4YHbIX UCCNEA0BAHUIA 1 NOATOTOBKE METOAMYECKMX pa3paboTok Mo
HanpasJIeHNIO AeATeNIbHOCTW CTPYKTYPHOro nogpasfeneHns apxusa. KoHCy/ibTUpyeT Nno Bornpocam,
BXOAALLMM B €ro KOMNeTeHLMI0. YH4acTBYET B BbISBIEHUW, IKCNEPTU3E LLEeHHOCTUN 1 0TBOpe YHUKaNbHbIX 1
0c060 LieHHbIX JOKYMEHTOB, @ TakXXe AOKYMEHTOB C yracalowmumMm TeKCcTaMmn 4518 Co34aHNs CTPaxoBoro
oHAa. OcylecTBAsET YTeHNe, aTUPOBKY W ONMCaHne OKYMEHTOB. 3yyaeT BHelHMe nNpu3Hakuy
LOKYMEHTOB, YCTaHaBJ/IMBaeT UX MOAJIMHHOCTb, ONpPenesiaeT nx najeorpauyeckre, A3bIKoBbie U apyrue
0C06eHHOCTHY. YHacTByeT B NOAFOTOBKE K U3AAHMI0 APEBHUX AOKYMEHTOB. OKa3blBaeT METOANYECKYIO
noMoLLb CneuranncTamM apxmea npu pabote ¢ ApeBHUMU [OKYMEHTaMU.

JonKeH 3HaTb: 3aKOHbl U UHbIE HOPMATUBHbIE NPaBoBble akTbl Poccuinckon Gepepauunu,
pernaMeHTupyoLLe OTHOLEHWSA B Cpepe apXMBHOMO fiesla; HOPMaTUBHbIE U METOANYECKNE LOKYMEHTHI,
Kacalolwmnecs fedaTesIbHOCTU apXvBa; BCMOMOraTesibHble MCTOPUYeCKMne AUCLUMJINHBI; TEKCTOJIOMMI0; COCTaB
N cofep)xaHue KoMeKkca LOKYMEHTOB, XPaHSALLMXCA B apXMBe; CUCTEMbI XPaHEHUS U Kaccudukaumm
APXVBHbIX OKYMEHTOB; HOPMATUBbI YCIOBUIN 1 PEXMMOB XPaHEHUS OKYMEHTOB; BUAbI CNIPaBOYHO-
MOWCKOBbIX CPELCTB apXMBa; OCHOBbI OpraHnu3auny Tpyaa; Nopsaaok COCTaBIEHUS MJIaHOBO-0THETHON
LOKYMEHTaLWW; 0Te4eCTBEHHbIN 1 3apybeXxHbI onbIT B 061aCTW apXMBOBEAEHNSA U LOKYMEHTOBEAEHUS;
OCHOBbI JOKYMEHTaLNOHHOr0 obecrneyeHns ynpaBieHns; 0CHOBbI MPUMEHEHNS KOMMbIOTEPHOW TEXHUKN;
npasuna BHyTPEHHEro TPyA0BOro pacnopsifika; Npasuia N0 OXpaHe Tpyha 1 noxapHon 6e3onacHoCcTy.

CkavaHo Ha canTe «3akoHbl PO» — https://actrf.ru Ctp.15u3 24



TpeboBaHuMa K KBanugmrkauun. Beicluee npodeccnoHanbHoe obpa3oBaHme No HanpasBaeHNO NOArOTOBKM
(cneumanbHocTK) "MicTopnko-apxuBoBeaeHue", "[JokyMeHTOBeleHNE N OKYMEHTaLMOHHOe obecnevyeHune
ynpasnenua", "[JokymeHToBeAeHME 1 apxusoBedeHne", "ictopma" n ctaxx paboTbl N0 HaMpaB/EHNIO
NpogeCcCcnoHaNbHON AeATENbHOCTU NPU KBanudmrKauum (cteneHmn) "Maructp” n "cneunanncT” - He MeHee
04HOro rofa, nNpu keaandukaumm (ctenexHn) "6akanasp" - He MeHee 2 neT AnbO BhiCLlee
npogeccnoHanbHoe 06pa3oBaHune, [ONOIHUTENLHOE NPOodecCcMoHansHoe 0bpa3oBaHMe Mo HanpaBeHNIO
NnoaroToBKM (cneumanbHOCTK) "UCTOprKo-apxnsoBedeHune", "[oKkyMeHToBeAEeHMNE U LOKYMEHTALNOHHOE
obecneyeHune ynpasneHns", "oKyMeHTOBeAeHNE N apxmuBoBedeHune", "ictopus" n ctaxk paboTbl No
HanpasJieHNo NPOoeCcCUOoHaIbHOM AeATeIbHOCTW Npu KBasindukaumm (cteneHn) "MarncTp”" un
"cneymnanncT" - He MeHee 2 NeT, Npu KBaandukaumm (cteneHn) "6bakanasp" - He MeHee 3 feT.

Beayuwun metoanct

[omKHOCTHbIe 0653aHHOCTW. Y4acTByeT B MOArOTOBKE NMpeasoXXeHni K MPoeKTaM NporpamMmm pa3BuTus 1
nnaHoB paboTbl apxMBa U CTPYKTYPHbIX NOAPA3LeNeHNIA apXxMBa, Y4acTBYeT B X peasm3aumm. CoctaBnseT
oT4YeThbl 0 NpofenaHHon paboTe. Y4acTByeT B NPOBEAEHNN HAaYYHbIX NCCNELOBaHNA N NOAFOTOBKE
MeTOoANYeCKMX pa3paboToK No HanpaBAEHNO AeATEeNbHOCTM CTPYKTYPHOro noapasaeneHns apxusaa.
KOHCYNIbTMPYET Mo BOMNPOCaM, BXOAALLIMM B €ro KOMMNeTeHUNO. Y4acTByeT BO BHeApeHUN B paboTy apxmBa
aBTOMATU3NPOBAHHbIX aPXUBHbIX TEXHONOMMIA. Y4acTByeT B pa3paboTke METOANYECKUX JOKYMEHTOB 1
KOHTpoOJie nx BHeapeHus. OKa3biBaeT METOLAMYECKYIO MOMOLLb CTPYKTYPHbLIM Mofpa3fesieHnsaM apXrBa B
BbIMOJIHEHWW MJIAHOBbLIX 3a4aHUI 1 NporpaMM. Y4acTByeT B MOArOTOBKE NPeasoXKeHnn no
COBEPLUEHCTBOBaHMIO METOANYECKOrO 0becneyeHns oedaTenbHOCTU apxmBa. ObecneynBaeT paboTHMKOB
apXMBa Hay4HO-TEXHNYECKON UH(hOpMaLmnen. Y4acTByeT B obecrnedeHnm paboTbl METOANYECKON
(3KCNEepTHO-METOANYECKON) KOMUCCUW, KOHTPOJIE BbIMONHEHNS €€ peLLeHNiA.

JONKeH 3HaTbh: 3aKOHbI U UHbIE HOPMATUBHbIE NPaBoBbIe akTbl Poccuinckon Gepepaumnn,
pernameHTUpyoLLne oTHOLLEHNS B Chepe apXMBHOTO Aefia; HOPMATUBHbIE U MEeTOANYECKNE OOKYMEHTHI,
Kacalollnecs 0esaTeSlbHOCTUN apxusa; COCTaB U COLAEP)KaHNe KOMIMIeKCa LOKYMEHTOB, XPaHALLUXCA B
apXuBe; CUCTEMbI XPaHEHMA N KNAaCCUMUKALLMN apXUBHbLIX JOKYMEHTOB; HOPMaTUBLI YCJIOBUN U PEXMMOB
XpaHeHNs1 LOKYMEHTOB; BUAbl CMTPABOYHO-MONCKOBLIX CPeACTB apXmnBa; OCHOBbLI OpraHm3auuy Tpyana;
NopsAoK COCTaBJIEHUS MJIAHOBO-0THETHOW NOKYMEHTALMW; OTEYECTBEHHbIA 1 3apybeXxHblin onbIT B 061acTn
apXVMBOBELEHNS N NOKYMEHTOBEAEHUS; OCHOBbLI JOKYMEHTaLMOHHOIr0 obecrneyeHns ynpasieHns; OCHOBbI
NPYMEHEHNS KOMMbIOTEPHON TEXHWKW; NPaBWia BHYTPEHHEro TPyLOBOro pacnopagka; npaswia no oxpaHe
Tpyda 1 noxkapHon 6e3onacHoCcTU.

TpeboBaHMa K KBanugmrkauun. Beicluee npodeccrnoHanbHoe obpa3oBaHme No HanpasBAeHNO NOArOTOBKM
(cneumanbHocTK) "UicTopnko-apxuBoBeaeHue", "[JokyMeHTOBeleHNE N OKYMEHTaLMOHHOe obecnevyeHune
ynpasneHus", "[lokymMeHTOBeAeHME 1 apxuBoBefeHune", "Uctopma" n cTax paboTbl N0 HanpaBieHWo
NpPogecCcnoHaNbHON AeATENbHOCTU NPK KBanudukauum (cteneHn) "Maructp” n "cneunanncT” - He MeHee
04HOro rofa, nNpu keaandukaumm (ctenexHn) "6akanaBp" - He MeHee 2 neT AnbO BhiCLlee
npodeccnoHanbHoe 0bpa3oBaHMe, 4ONOMHUTENLHOE NPOdeCcCMoHaNbHOe 06pa3oBaHMe Mo HamnpaBEHNIO
NoAroToBKM (cneumanbHOCTK) "UCToprKo-apxmnsosedeHune"”, "[LoKyMeHToBeAEHMNE U LOKYMEHTALNOHHOE
obecneyeHune ynpasnenuns", "JokymeHToBeaeHne n apxnsosegerue", "ictopma" n ctax paboTbl no
HanpasJieHNo NPoeCcCNOoHaNbHOM AeaTeNbHOCTM Npu KBaaudukaumm (cteneHn) "MarncTp" un
"cneymnannct" - He MeHee 2 NeT, Npu KBaandukaumm (cteneHn) "6bakanaBp" - He MeHee 3 feT.

ApXuBUCT

[O/MKHOCTHBIE 0653aHHOCTU. YY4aCcTBYET B MOATOTOBKE NPEASIOKEHMN K NPOEKTaM MaaHoB paboThl
CTPYKTYPHOIro noapasaeneHns apxusa n nx peannsaunn. CoctaBaseT oT4YeThbl 0 npogenaHHon paboTe.
OcywecTBnsieT paboTbl N0 MPOBEPKE HANNYMSA N COCTOAHNSA LOKYMEHTOB, 0TOOPY NX ANS pecTaBpaLumm,
AE3UHMDEKLMIN, e3NHCEKLMW, CTPAaX0BOIro KOMNMPOBAHUA 1 NepensieTHbIX paboT, FOTOBUT AOKYMEHTHI K
nepenadye B nabopatopuio. BegeT paboTy no TonorpacdnpoBaHuio 4OKYMeHTOB. Y4yacTByeT B paboTe no
BEAEHWNI0 OCHOBHbIX 1 BCMIOMOraTe bHbIX YYETHbIX AOKYMEHTOB, B MPOBEAEHNN LIeSIEBOW IKCMEPTM3b
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LEeHHOCTW JOKYMEHTOB, NpuemMe NOKYMEHTOB Ha MOCTOSHHOE U BpeMeHHoe XpaHeHue. OcyllecTenseT
BblAa4yy LOKYMEHTOB M3 apXMBOXPaAHMIMLA, UX MPUEM U pa3MELLLEeHNEe Ha MeCcTax XpaHeHus. Y4acTByeT B
OCYLLLeCTBJIEHUN KOHTPONA COBM0AEHNS HOPMATUBHbIX YC0OBUA 1 PEXMMOB XpPaHeHNS OKYMeHTOB. BegeTt
BCMOMOraTesIbHbIE YYETHbIE OKYMEHThI. MpoBoanT obecnbiinBaHmne, LWNGPOBKY 1 NepeLlndpoBKy aen,
HyMepaLuto 1MCToB, 0hopMeHNe ApSbIKOB, 00J10KEK Les, KapTOHUPOBaHMeE, oneYvyaTbiBaHne Kopobok ¢
NOKYMEHTaMM, Ha KOTOpble CO3[aH CTPaxoBOWA POHA UM hOHA NOJIb30BaHMA, @ TakxXe KOpobokK C
MaJIouCnoSib3yeMbIMN LOKYMEHTaMW, NpoLegLwnMN NPoBEPKY HANNYNSA U COCTOSIHUSA. YHacTBYeT B BeAEeHUM
HabnogaTeNbHbIX AeN apXMBOB OpraHu3aumnin. NpuHUMaeT y4acTue B OKa3aHUN METOANYECKON U
NpPakKTMYeCKoM NOMOLLM CreunanncTaM apxmBoB 1 CNy>xb 0enonpon3BoacTBa OpraHn3aUnii - ICTOYHUKOB
KOMMNJeKTOBaHUA. Y4yacTByeT B paboTe no ynopsagovyeHunio JOKYMEHTOB OpraHmM3aumnin U OKasaHuio nm
APYrux ycnyr. Y4acTByeT B paboTe Mo Hay4YHOMY OMMCAHWNIO fOKYMEHTOB apXMBa, YCOBEPLLUEHCTBOBAHMIO U
nepepaboTke onuncen. BeinosiHgeT paboTkl NO BeAeHWO KaTanoros 1 6a3 AaHHbIX, NOATOTOBKE CMPaBOYHO-
NHMOPMALMOHHBIX N34aHUI O COCTaBE U COAep)KaHMN LOKYMEHTOB apxuBa. Y4aCcTBYeT BO BHEAPEHWM B
paboTy apx1MBa aBTOMaTU3NPOBAHHbIX aPXUBHbIX TEXHOIOT NI, B OPraHM3aLnn BbICTaBOK AOKYMEHTOB,
NOArOTOBKE MaTepuasnoB A1 NepnognyecKmx n3gaHmm n cpeacTs MacCcoBon nHgopmaunn. NMpuHumMaeT
y4acTue B NOAOTOBKE A1 FOCYAAPCTBEHHbIX U HEroCyAapCTBEHHbLIX OpraHu3aumm NHGMOpPMaLMOHHbIX
nncem, cogepxallmx ceegeHns ob NMeLWmMxcs B apxmee LOKYMEHTax No onpegesieHHon TeMaTuKe.
MicnonHseT 3anpockl pa3nyHOro xapakTepa. OcywecTsaseT paboTel Mo 06CAYXMBAHMIO NONb30BaTENEN B
YyuTasIbHOM 3asie apXxuBa, KONUPOBaHNE AOKYMEHTOB MO MX 3anpocaM. Y4yacTByeT B paboTe No BbISBAEHWIO U
oTbopy AOKYMEHTOB /1 AOKYMEHTasIbHbIX Ny6anKauni, B apxeorpanyeckom ohopMaeHun,
KOMMEHTUPOBAHUN LOKYMEHTOB, COCTAB/IEHNN HAay4YHO-CMPABOYHOr0 anmnapaTa K JOKYMEHTaNbHbIM
nybankaumam. OcyLecTBASET CBEPKY TEKCTa C OpUruHanom. MpuHUMaeT y4acTue B HTEHUUN, [AaTUPOBKE U
OMNMUCaHNN OOKYMEHTOB. M3y4yaeT BHelLHVe NPU3HaKn LOKYMEHTOB, YCTaHaBJ/IMBaeT UX NOAJIMHHOCTb,
onpefenseT nx naseorpaguyeckmne, A3blkosble 1 apyrue ocobeHHocTw. MNpoBoANT oNMcaHMe NevyaTen,
ApYrux oCobeHHOCTEN, MMEKLWUXCA Ha AOKYyMeHTaxX. Y4acTByeT B pa3paboTke METOANYECKNX AOKYMEHTOB
N UX BHELPEHWW. YYacTBYET B NOAIOTOBKE NPeAJs0XEHNI N0 COBEPLUEHCTBOBAHMNIO METOLNYECKOIO
obecneyeHns geaTenbHoCTU apxmaa. ObecneymBaeT CneumannCcToB apxmBa Hay4YHO-TEXHNYECKOW
NHopMaLmen. YH4acTBYeT B OCYLLECTBJIEHUN MEPONPUATUIA MO YKPLITUIO U 3BaKyaLUn JOKYMEHTOB B
0cobbIn Nepmnos, CNaceHnto JOKYMEHTOB B Ype3Bbl4alHbIX CUTyaumsax, B obecrnevyeHun paboTsl
MEeTOAMNYECKON (3KCNEPTHO-METOANYECKON) KOMUCCUN.

[lo/>KEeH 3HaTb: 3aKOHbI U UHbIE HOPMaTUBHbIE NMPaBOBble akTbl Poccuinckon ®epepaumnn,
pernaMmeHTUpyloLne OTHOLWEHWA B Chepe apXMBHOrO Aesla; HOpMaTUBHbIE N MeTOONYEeCKMNE LOKYMEHTHI,
Kacalollnecs 0esaTenbHOCTN apXuBa; BCoOMoraTe/ibHble UCTOPUYECKNE ANCLUNIINHBI; TEKCTONOMMNI0; COCTaB
N copgepxaHue KoMriekca LOKYMEHTOB, XPaHALLUXCSA B apXUBe; CUCTEMbI XPaHEHUS 1 Knaccugurkaumm
APXUBHbIX OKYMEHTOB; HOPMaTMBbI YCI0BUIA U PEXXMMOB XPaHEHUSA AOKYMEHTOB; BUAbI CIPABOYHO-
MOWNCKOBbLIX CPeACTB apXMBa; OCHOBbI OpraHu3auny Tpyaa; Nopsaaok COCTaBAEHUS MIaHOBO-0THYETHOMN
NOKYMEHTaLWW; 0TEYECTBEHHbIN U 3apyBeXHbI OnbIT B 061aCTN apXMBOBEAEHNS 1 [LOKYMEHTOBEAEHMS;
OCHOBbI JOKYMEHTALUMOHHOro obecnevyeHuns ynpaBneHuns; 0CHOBbI MPUMEHEHNS KOMMbIOTEPHOWN TEXHUKMW;
npasuia BHyTPEHHEro TPyLOBOro pacnopsifka; npasufa no oxpaHe Tpy4a 1 noxxapHon 6esonacHoCTw.
TpeboBaHMA K KBanugmrKaLuw.

ApxumBUCT 1 KaTeropun - BbicLLee npogeccrnoHanbHoe obpa3oBaHme No HanpaBeHWIO NOATOTOBKM
(cneumanbHocTw) "UicTopuko-apxuBoBeaeHue”, "[okyMeHTOBeleHNE U JOKYMEHTaLMOHHOe obecnevyeHune
ynpasneHus", "[lokymeHToBeAeHMe 1 apxusoseneHne", "ctopua" 6e3 npenbvasneHns TpebosaHMin K
CTaxxy paboTbl, Mbo BbiCLIEe NpodheccnoHabHoe 0bpa3oBaHMe, AONOJHMTENbHOE NPOdEeCCUOHANbHOE
obpa3oBaHMe No HanpaBJIeEHNIO NOATOTOBKM (CneunanbHoCcTK) "UCTopuko-apxmBoBeaeHme",
"[JoKkyMeHTOBeAEeHNE U fOKYMeHTaLMOHHOe obecnevyeHune ynpasaeHms”, "[JokyMeHTOBeAeHME U
apxusoBegeHue", "Nctopns" 6e3 npeabsasneHnsa TpeboBaHuii K cTaxy paboTsl, MMbo cpenHee
npodgeccuoHanbHoe obpa3zoBaHue no cneumnanbHoCcT "doKyMeHTauMoHHOe obecneyeHne yrnpaBaeHus u
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apxuBoBeaeHne" 1 cTaxk paboTbl NO HanpaBAEHNO NPOGECCMOHANbHOM NeATEeNbHOCTM He MeHee 2 neT.
ApXMBUCT 2 KaTeropum - cpegHee npoeccmoHansHoe obpa3oBaHue No CneunansHoOCTU
"[lokymeHTaLUnOHHOe obecrneyeHmne ynpasaeHna n apxmeoseneHne" n ctax paboTbl Mo HanpaBaeHWIo
npogeccnoHanbHON AesTeNbHOCTU HE MeHee OHOro roza.

ApXVBUCT - cpefHee npodeccmoHansHoe obpa3oBaHue no cneunansHOCT " AoKyMeHTaLoHHOe
obecneyeHne ynpaBieHnsa 1 apxmeoBeeHne" 6e3 npeabsaBneHuns TpeboBaHnii K CTaxy paboThbl.
Apxeorpad

[lO/KHOCTHBIE 06513aHHOCTU. Y4aCcTBYET B MOATOTOBKE NPELJIOKEHMIA K MPOEKTaM MJIaHOB CTPYKTYPHOrO
noapa3sfeneHns apxuea u nx peannsaunn. CocTaBnseT 0THYEThl 0 NpoaenaHHon paboTe. YyacTByeT B
NOAroTOBKE K NybsmKauum apxmBHbIX LOKYMEHTOB. Y4acTByeT B paboTe Mo BbisiBAeHMIO U 0Tbopy
LOKYMEHTOB O/151 BOKYMEHTabHbIX Ny6AnKauuii, B apxeorpadmnyeckoM opopMaeHNn, KOMMEHTUPOBAHNN
AOKYMEHTOB, COCTaB/IEHUM Hay4YHO-CNPaBOYHOro annapaTta K Nybankauunam. OCyLLecTBASET CBEpPKY TeKCTa
C OPUTUHANOM.

LloJ)KeH 3HaTb: 3aKOHbI U MHblE HOPMaTUBHLIE NPaBOBble aKTbl Poccminckon ®epepaumm,
pernaMmeHTUpyloLne OTHOLEHMSA B Chepe apXMBHOMO Aesla; HOpMaTUBHbIE N MeToONYeCKMNe LOKYMEHTHI,
Kacalollnecs 0esaTeNbHOCTW apXuBa; CoCTaB U CoAep)KaHe KOMMIeKCa AOKYMEHTOB, XPaHSLMXCS B
apPXUBE; CUCTEMbI XPaHEHNS N KNTaCCMDUKALMN apXUBHBLIX 4OKYMEHTOB; HOPMATUBbI YCAOBUN N PEXNMOB
XPaHeHNs LOKYMEHTOB; BUAbl CMTPABOYHO-MONCKOBLIX CPeACTB apXmnBa; OCHOBLI OpraHu3auuy Tpyaa;
NopsiAOK COCTaBJIEHUS MIAHOBO-0THETHOW AOKYMEHTALMW; 0TEYECTBEHHbIN 1 3apybeXxHbln onbIT B 061acTh
APXUBOBELEHUSA N OOKYMEHTOBEAEHNS; OCHOBbI fOKYMEHTALNOHHOIr0 obecneyeHmns ynpaBaeHns; OCHOBbI
NPUMEHEHNS KOMMbIOTEPHOWN TEXHWUKW; NpaBuia BHYTPEHHEro TPYAO0BOro pacnopsfka; npasuia rno oxpaHe
TpyZda 1 noxkapHon 6e3onacHocTu.

TpeboBaHMA K KBanugmrKaLuw.

Apxeorpac 1 kaTeropuu - BbiCLlee npogeccmoHasbHoe obpa3oBaHMe NO HanpaBieHUI0 MOAFOTOBKM
(cneumanbHocTw) "UicTopuko-apxusoBeaeHue", "[okyMeHTOBeleHNE U OKYMEHTaLMOHHOe obecneyeHune
ynpasneHus", "[lokymeHTOBeAeHME 1 apxusoseneHne", "ctopua" 6e3 npenbvasnerHns TpebosaHMi K
CTaxy paboTbl, MMbo BbiCLLEE NpothecCcMoHaNbHOoe obpa3oBaHmMe, ON0HMTENbHOE NPpodecCnoHalbHoe
obpa3oBaHMe No HamnpaB/eHNIO NOArOTOBKM (CneunanbHoCcTh) "UCTopuKo-apxmBoBeaeHme",
"[JoKkyMeHTOBeAeHNE U [OKYMeHTaLUNOHHOe obecnevyeHune ynpasaeHms”, "[JokyMeHTOBeAeHNE U
apxusoBeneHue", "Uctopns" 6e3 npeabssneHns TpeboBaHnii K cTaxy paboTsl, MMbo cpenHee
npodgeccuoHanbHoe obpa3oBaHue nNo cneumnanbHoCcT "[oKyMeHTaLMoHHOe obecneyeHmne yrnpaBaeHus u
apxuBoBeaeHne" 1 cTaxk paboTbl NO HanNpaBAEHWUO NPOGECCUOHANbHOM AEeATEeNbHOCTM He MeHee 2 neT.
Apxeorpad 2 KaTeropuu - cpefHee npodeccnoHanbHoe obpasoBaHme Mo CNeunanbHOCTH
"[lokymMeHTaLUnOHHOe obecrneyeHmne ynpaBaeHna n apxneoseneHne" n ctak paboTbl Mo HanpaBaeHWIo
npogeccnoHanbHON AeATeNbHOCT HE MeHee OAHOro roga.

Apxeorpad - cpefHee npogeccnuoHanbHoe 0bpasoBaHme No cneuransHoCTH "LoKyMeHTauuoHHoe
obecneyeHne ynpaBieHnsa 1 apxmBoBeneHne" 6e3 npeabsaBneHuns TpeboBaHuii K CTaxy paboThbl.
MNaneorpad

[oMKHOCTHbIe 06493aHHOCTW. Y4acTByeT B MOArOTOBKE NMpeaioXXeHnin K MpoeKTaM NnaaHoB CTPYKTYPHOr 0
noapa3feneHns apxuea n nx peanusaunn. CoctaBnsieT 0TYETHI 0 NpoAenaHHon paboTe. NMpuHUMaeT
yvyacTue B YTEHUMN, LaTUPOBKE U ONMUCaHUN SOKYMEHTOB. /I3y4aeT BHELWHNe NPU3HaKN LOKYMEHTOB,
yCTaHaBAMBAET UX NOANMHHOCTb, ONpelensieT ux naneorpadnyeckne, A3biKoBbie U Apyrne 0CobeHHOCTH.
MpoBoANT onMMcCaHWe NevyaTen, APYrnx 0CobeHHOCTEN, UMEILLNXCA Ha AOKYyMeHTaxX. Y4acTByeT B CO3A4aHUNN
Hay4HO-CMPaBOYHOr0 annapaTa K AOKyMeHTa bHbIM nybankaumam.

LloJI)KeH 3HaTb: 3aKOHbI U MHbIE HOPMaTUBHLIE NPaBOBbIe aKTbl Poccuinckon ®epepaumnm,
pernaMmeHTupyloLne OTHOLWEHWSA B Chepe apXMBHOMO Aesla; HOpMaTUBHbIE N MeTOONYEeCKMNE LOKYMEHTHI,
Kacalollnecs 0eaTelbHOCTU apXunBa; BCOMOraTesibHble UCTOPUYECKNE AUCUUNIINHBI; TEKCTONOMNI0; COCTaB
N copepxxaHme KoMaekca LOKYMEHTOB, XPaHALLUXCS B apXUBE; CUCTEMbI XPaHEHUS U Klaccugurkaumm
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APXUBHbIX OKYMEHTOB; HOPMATMBbI YCI0BUIA U PEXXMMOB XPaHEHUSA OOKYMEHTOB; BUAbI CIPABOYHO-
NMOWCKOBbIX CPeACTB apXMBa; OCHOBbI OpraHM3aumm Tpyaa; NopsaLoK COCTaBAeHNS MIaHOBO-OTYETHOM
LOKYMEHTALMN; OTeYeCTBEHHbIN 1 3apybexHbIl onbIT B 061aCTN apXnBOBEAEHNS N LOKYMEHTOBEAEHNS;
OCHOBbI JOKYMEHTaLMOHHOro obecnevyeHuns ynpaBieHuns; 0CHOBbI MPUMEHEHNS KOMMbIOTEPHOWN TEXHUKMN;
npasuia BHyTPEHHEro TPy4OBOro pacrnopsifka; npasuia no oxpaHe Tpy4a 1 noxxapHon 6e3onacHoCTw.
TpeboBaHMA K KBannguKaLuu.

Maneorpag 1 kaTeropuu - BeicLee NpogeccuoHanbHoe 0bpa3oBaHMe No HanpaBAEHWIO NOATOTOBKU
(cneumanbHocTw) "UicTopuko-apxusoBeaeHue”, "[okyMeHTOBeleHNE U JOKYMEHTaLMOHHOe obecneyeHune
ynpasneHus", "[lokymeHToBeeHMe 1 apxusoseneHne", "ctopua" 6e3 npenbasneHns TpebosaHMi K
cTaxy paboTbl, N1Mbo BhiCLLIee NpodeccrnoHanbHoe obpa3oBaHme, AONOSHMTEbHOE NPodecCuoHaNbHoe
obpa3oBaHMe No HanpaBieHNIO NOArOTOBKM (cneunanbHocTh) "UCTopuko-apxmBoBeaeHme",
"[JoKyMeHTOBeAeHNE U OKYMeHTaLMOHHOe obecneyvyeHune ynpasaeHms”, "[JokyMeHTOBeAeHNE U
apxusoBeneHue", "Uctopns" 6e3 npeabssneHns TpeboBaHuii K cTaxy paboTsl, MMbo cpenHee
npodgeccuoHanbHoe obpa3oBaHue No cneumnanbHoCcT "AoKyMeHTauMoHHOe obecneyeHmne yrnpaBaeHus u
apxusoBefeHune" n ctax paboTbl N0 HaNpaBAEHNO NPOGECCMOHANbHON AeATeNbHOCTM He MeHee 2 neT.
Maneorpad 2 kKaTeropun - cpefiHee npogeccuoHanbHoe 0bpa3oBaHNe Mo CNeLNabHOCTH
"[lokyMeHTaLUNOHHOe obecrneyeHmne ynpaBaeHna n apxneoeneHne" n ctax paboTsbl Mo HanpaBaeHWIO
npogeccnoHanbHON feATeNbHOCTN HE MeHee OAHOro roga.

Maneorpad - cpeagHee npogeccuoHanbHoe obpa3oBaHue No cneunanbHoOCTU "[oKyMeHTaLMoHHOe
obecneyeHune ynpaBneHns n apxmnoBeaeHne" 6e3 npeabsassaeHns TpeboBaHUN K cTaxy paboTsbl.
MeToaunct

[oMKHOCTHbIe 0643aHHOCTIW. Y4acTByeT B MOArOTOBKE NpeasoXXeHUn K MpoeKTaM naaHoB apXmBa u
CTPYKTYPHbIX NOApa3aeneHnin noapasaesieHns apxmea, y4acTByeT B UX peanusauuun. CocTasaseT 0THeTbl 0
npoaenaHHomn paboTe. Y4acTByeT B pa3paboTke METOANYECKUX JOKYMEHTOB M UX BHEOPEHWM, B
NoAroTOBKE MPeasoXKeHN No COBEPLUEHCTBOBAHNIO METOAMYECKOr0 obecnevyeHns AesTeNbHOCTY apXnBa.
ObecneynBaeT CNeLMaNNCTOB apXMBa Hay4YHO-TEXHNYECKON MHOoPMaLMen. Y4aCcTBYET BO BHEAPEHWM B
paboTy apxmBa aBTOMaTU3NPOBAHHbIX apPXMBHbIX TEXHOMOrUIA, B obecneyveHnn paboTel METOANYECKON
(3KCNepTHO-METOANYECKOWN) KOMUCCUN.

[lo/KeH 3HaTb: 3aKOHbI U UHbIE HOPMAaTUBHbIE NMPaBOBble akTbl Poccuinckon Gepepauun,
perfaMeHTuUpyloLne OTHOLEHWA B Chepe apXMBHOrO Aesla; HOpMaTUBHbIE N METOONYECKMNE LOKYMEHTHI,
Kacatollnecs 0esaTeNbHOCTU apxXmnsa; CoCTaB 1 CoAepXKaHe KOMMIeKca AOKYMEHTOB, XPaHSALWMXCS B
ApPXUBE; CUCTEMbI XPaHEHNS U KTACCMDUKALMN apXUBHBIX 4OKYMEHTOB; HOPMATUBbI YCAOBUN N PEXMMOB
XPaHeHNst OKYMEHTOB; BUAbl CTPABOYHO-NMOUCKOBLIX CPEACTB apXmnBa; OCHOBbLI OpraHM3auun Tpyaa;
NopAAO0K COCTaBJIEHUS MIAHOBO-0THETHOW AOKYMEHTaL MW, 0TE4EeCTBEHHbIV 1 3apybeXXHbIN OnbIT No
MeTOAMYEeCKOMY 0becneyeHmnto AeaTeNbHOCTM apXxnBa; OCHOBbI OKYMEHTALMOHHOIro obecneyeHuns
yrnpaBfieHNs; OCHOBbI MPMMEHEHNS KOMMNbIOTEPHOW TEXHUKW; MPaBWia BHYTPEHHErO TPYA0BOIr0
pacnopsaka; NpaBuia No oxpaHe TpyAa W NoXxapHon 6esonacHocTy.

TpeboBaHMA K KBanngmrKaLuw.

MeToancT 1 KaTeropum - Boicliee npodeccnoHanssHoe obpa3oBaHme No HanpasAeHNO MOATOTOBKN
(cneumanbHocTw) "UicTopnko-apxuBoBeaeHue", "[JokyMeHTOBeleHNE N OKYMEHTaLMOHHOe obecnevyeHune
ynpasnenus", "[lokymeHToBeneHne 1 apxusosegerHne", "ctopua" 6e3 npensvasnerHns TpebosaHmmn K
CTaxy paboTbl, Mo BbICLIEE NMpodheccnoHanbHoe 0bpa3oBaHme, AOMNOJHMTENbHOE NPOECCUOHANbHOE
obpa3oBaHMe No HanpaB/eHNIO NOArOTOBKM (CneunanbHoCcTK) "UCTopuKo-apxmBoBeaeHme",
[lokyMeHTOBeAeHNe N JOKYMEHTaLNMOHHOe obecneyeHmne ynpasneHns", "[lokyMeHToOBeAEHNE 1
apxusoBegeHue", "Nctopns" 6e3 npeabsasneHnsa TpeboBaHnii K cTaxy paboTsl, MMbo cpenHee
npogeccuoHanbHoe obpaszoBaHue no cneumnanbHocT "doKyMeHTaLMoHHOe obecneyeHne yrnpaBaeHus u
apxuBoBeaeHne" 1 cTaxk paboTbl N0 HanpaBAEHNO NPOGECCUOHANbHON AeATENbHOCTM HE MeHee 2 neT.
MeToaucT 2 KaTeropuu - cpefHee npoeccmoHansHoe obpa3oBaHue no cneunansHoOCTU
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"[loKyMeHTaLMOHHOe obecrneyeHmne ynpaBaeHns n apxnsoeeneHne" n ctax paboTel Mo HanpaBAeHWIO
NpogeccnoHaNbHON LEeATENbHOCTU HE MEHee 04HOro roja.

MeToauncT - cpegHee npogeccrnoHanbHoe obpasoBaHme No cneumansHoCTM "[JoKyMeHTaunoHHoe
obecneyeHne ynpaBieHnsa 1 apxmeoBeeHne" 6e3 npeabaBneHuns TpeboBaHnii K CTaxy paboThbl.
XpaHuTenb poHLO0B

[O/MKHOCTHBIE 0653aHHOCTU. Y4acTBYET B MOATOTOBKE NPELJIOKEHNI K MPOEKTaM MJIaHOB CTPYKTYPHOMO
noapasfaeneHns apxuea n nx peanusaunn. CoctaBaseT 0TYEThI 0 NpoAenaHHon paboTe. NMpuHUMaeT
LOKYMEHTbI Ha MOCTOSAHHOE U BpEMEHHOE XpaHeHune, obecneynBaeT NX COXPAHHOCTb 1 paLMoOHaNbHOe
pa3MelleHmne B apxusoxpaHunuie. OcywecTsnseT paboTbl N0 NPOBEPKE HaNNYUSA U (PU3NYECKOTO
COCTOAHMA OOKYMEHTOB, BblAa4yy LOKYMEHTOB M3 apXMBOXPaAHUIMLILA, UX MPUEM U pa3MeLLeHne Ha MecTax
XpaHeHus. BepeT paboTy no yvyeTy ABMKEHUS (PDOHLOB apXMBOXPaHWIMLLA, MOAFOTOBKE AOKYMEHTOB K
pecTaBpaunn, Se3nHdeKLnn, Le3nHCeKL U, CTPaXoBOMY KOMMPOBaHMKO 1 nepenieTy. MpoBoanT WNGHPOBKY
1 NepeLndpoBKY eANHNLL XPAaHEHUNS, HYMEPaLMIO TMCTOB, 0DOpMIIEHNE APbLIKOB, 0610)KeK nen,
orneyvyaTbiBaHWe KOPOOOK C JOKYMEHTaMM, Ha KOTOPble CO3A4aH CTPaxoBow hoHA MK OHI NOSb30BaHUS, a
Takxe KOpoboK C MasonCcnob3yemMbiMn 4OKYMEHTaMu, NPoLeAWMM NPOBEPKY HAMNYMA N COCTOSHNS.
CocTaBnseT Tonorpauyeckme ykasatenam Ha oHObl apXnBoxXpaHuana. KoHTpoanpyeT TemMnepaTypHo-
BJTAXKHOCTHbIN PEXUM XpaHEHMS OOKYMEHTOB, MOXapHYto 6e30MacHOCTb apXxnBOXpaHuaMLLa. Y4acTByeT B
OCYLLECTBJIEHNMN MEPONPUATUI MO YKPLITWIO K 3BaKyaL MM LOKYMEHTOB B 0CODLIN Nepnof, CraceHunto
JOKYMEHTOB B Ype3BblYalHbIX CUTyaLusX. Y4acTBYeT BO BHeApeHMM B paboTy apxuBa
aBTOMATU3NPOBAHHbIX aPXUBHbIX TEXHOIOT NN,

[loJ)KeH 3HaTb: 3aKOHbI U MHblE HOPMaTUBHLIE NPaBOBbIe aKTbl Poccuickon ®epepaumm,
pernaMmeHTuMpyloLmne OTHOLWEHWSA B Chepe apXMBHOMO fesla; HOpMaTUBHbIE U MeToONYEeCKMNE LOKYMEHTHI,
Kacalollnecs 0eaTelbHOCTU apxnsa; COCTaB U COAEP)KaHNe KOMMIeKCa AOKYMEHTOB, XPaHALLNXCA B
aPXUBE; CUCTEMbI XPaHEHNS N KTAaCCMDUKALMN apPXUBHBIX 4OKYMEHTOB; HOPMATUBbI YCAOBUA N PEXNMOB
XPaHeHNs LOKYMEHTOB; BUAbl CMTPABOYHO-MOUCKOBLIX CPeACTB apXmnBa; OCHOBLI OpraHu3auuy Tpyna;
NopsAoK COCTaBJIEHUS MIAHOBO-0THETHOW AOKYMEHTALMW; OTEYECTBEHHbIN 1 3apybeXxHbln onbIT B 061acTh
obecneyeHnss COXPaHHOCTU 1 y4eTa 4OKYMEHTOB; OCHOBbI JOKYMEHTaLMOHHOr0 obecneyveHns ynpasBaeHus;
OCHOBbI MPUMEHEHNS KOMMNbIOTEPHOWN TEXHUKK; NPaBuia BHYTPEHHEr0 TPYLOBOro pacnopsaka; npasuaa no
OXpaHe TpyAa 1 noXkapHon 6e3onacHoCcTu.

TpeboBaHMa K KBanugmrkauun. Beicluee npodeccnoHanbHoe obpa3oBaHme No HanpasaeHNO NOArOTOBKMU
(cneumansHocTK) "MicTopnko-apxuBoBeaeHue", "[JokyMeHTOBeleHNE N JOKYMEHTaLMOHHOe obecnevyeHne
ynpasaeHusa", "[lokymeHTOBeAeHNEe 1 apxuBoBeaeHune", "Uctopusa" 6e3 npeabsasneHus TpebosaHnn K
CTaxy paboTbl, 1Mo BhiCLIEe NpodheccnoHanbHoe 0bpa3oBaHme, AONONHMTENbHOE NPOEeCCUOHANbHOE
obpa3oBaHMe No HanpaB/eHMIO NOArOTOBKM (CneunanbHoCcTK) "UCTopuko-apxmeoBeneHme",
"[JoKyMeHTOBeeHNE U OKYMEHTaLMOHHOe obecneyvyeHune ynpasneHmsa", "[JoKyMeHTOBeIEHNE U
apxusosegeHue", "Nctopna" 6e3 npeabsasneHnsa TpeboBaHnii K cTaxy paboTsl, MMbo cpenHee
npodeccrnoHansHoe obpa3oBaHMe Mo cneumnanbHoCcTK "oKyMeHTaLMOHHOe obecneyeHne ynpaBaeHms u
apxuBoBeaeHune" n ctaxk paboTbl N0 HanpaBAEHNO NPOGECCMOHANbHON AeATEeNbHOCTM HEe MeHee 2 neT.
Ill. KBannukaLMoHHbIE XapaKTEPUCTUKN LOHKHOCTEN paboTHUKOB

nabopaTtopuin obecnevyeHns COXPaHHOCTUN apXMBHbIX JOKYMEHTOB

[oMKHOCTM pyKoBOAUTENEN

[upekTop (HaYanbHUK, 3aBedyoLNiA) nabopaTopum

obecneyeHnss COXpPaHHOCTU apXMBHbIX OOKYMEHTOB

[lO/MKHOCTHBIE 0653aHHOCTU. PYKOBOAMT NPOM3BOACTBEHHON N @ AMUHNCTPATUBHO-X035NCTBEHHOM
neATenbHOCTbIo nabopaTopumn obecneyeHns COXPaHHOCTW apXMBHLIX LOKYMEHTOB (Aanee - nabopaTopus).
OpraHnsyeT paboTy No nNaaHMpOBaHWO AesaTenbHOCTK nabopaTopun, y4eTy U CBOEBPEMEHHOMY
npeacTaBAeHNO YCTAHOBIEHHON OTHETHOCTM, BHEAPEHMNIO MPOrpeCcCMBHbLIX POPM OpraHM3auumn Tpyaa.
YcTaHaBAMBAET MNaHOBbIE 3aAaHns paboTHMKaM nabopaTopum U KOHTPOMPYET UX BbIMOJIHEHUE.
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Pacnops>xaeTcsa puHaHCcoBbIMK pecypcamu nabopatopuu, obecrneynsas 3KOHOMUIO B PaCX0L0BaHUN
CPeLCTB, 3(h(PEKTMBHOE 1 LLeNeBOe UX UCNoab3oBaHMe. ObecnevymBaeT COXPaHHOCTb NPUHATLIX N4 paboTh
B 1abopaTopuio apXUBHbLIX LOKYMEHTOB. MpoBepseT NpaBubHOCTL OPOPMIIEHNS 3aKa30B Ha BbIMOJIHAEMbIE
paboTbl. OnpegenseT noTpebHocTb NabopaTopun B 060pya0BaHUN U MaTepunanax, opraHn3yeT nux
nprnobpeTeHne B yCTaHOBAEHHOM NopsaKe. NpoBoauT paboTy Mo NpoBepKe TEXHUYECKOro COCTOAHUS U
MPaBWJIbHOCTW 3KCrlyaTaumm o60pyA0BaHNS 1 annapaTypbl, HAXOAALWMXCSA B BeAeHun nabopatopmu.
PaspabaTbiBaeT MHCTPYKL MK, NPaBUia, TEXHUYECKNE YCNOBUS U OPYre HOPMATUBHbIE OKYMEHTHI,
obecneynBatoLine 3hheKTUBHOE 1 Ka4eCTBEHHOE NpoBeaeHue paboT ¢ JokyMmeHTamu B nabopaTopun.
OpraHun3syeT paboTy No KOHTPOJIO 1 OLEHKE KavyecTBa paboT, BeinonHAeMbIX nabopaTopuein. Benet
KOHCY/IbTaLMy Mo BOMpocaM, OTHOCALLMMCSA K fAeaTeNbHoCTn nabopatopuun. NMprHUMaeT Mepbl No
BHELpPEHMIO B MPaKTUKY paLMOHaibHbIX (DOPM 1 MeToL0B paboThl, pa3BMTUI0 MaTepMasibHO-TEXHUYECKON
6a3bl nabopatopun. ObecnevmBaeT HagneXallyo TEXHUYECKYIO IKCMAyaTaLunio noMeLeHnin, cobaoneHne
paboTHUKamu nabopaTopun NpaBu MO OXpaHe Tpyaa 1 NoxapHon 6e3onacHoOCTN.

[lo/KeH 3HaTb: 3aKOHbI 1 MHbIE HOPMaTMBHbIE NMPaBOBbLle akThl Poccunckon depepauun,
pernaMeHTMpyloLe OTHOLEHNS B Chepe apXMBHOIO fefla; HOPMATUBHbIE N METOANYECKME JOKYMEHTHI,
KacaloLmecs aesTenbHOCTY nabopaTopun; 0TE4YECTBEHHBIN 1 3apy6eXXHbIA OMnbIT B 061aCTV apX1BHOIO
Lena; NopsaoK COCTaBEHUS NNAHOBO-0TYETHON AOKYMEHTALMUN; CUCTEMbI XPaHEHUS U KnacCupukauum
AaPXMBHbBIX OKYMEHTOB; HOPMaTMBbI YC/I0BUI 1 PEXUMOB XPaHEHUS AOKYMEHTOB; Ans nabopaTtopun,
BXOASALLEN B COCTaB apxmBa, - COCTaB U COLepXXaHMe KOMMNAeKca LOKYMEHTOB, XPaHALLUXCS B apXuBe, BUAbI
CMPaBOYHO-MOUCKOBbIX CPELCTB apXnBa; OCHOBbI MPUMEHEHUS KOMMbIOTEPHON TEXHUKW; METOLbI, CPeACTBa
N TeXHoNoru paboT, BEINOAHAEMbIX B NabopaTopun; NpaBuia 3KCnayaTaunm MCNob3yemblxX
obopynoBaHUs 1 annapaTypbl, UX TEXHUYECKNE XapaKTePUCTUKK; MOPAAOK OPOPMAEHMNS 3aKa30B Ha
BbINOAHAEMble PaboTbl; 0OCHOBbI 3KOHOMUKW, OpraHn3aLnm TpyAa 1 ynpaBieHns; OCHOBbI
LOKYMEHTaLUNOHHOro obecneyeHus yrnpaBaeHus; 0CHOBbI TPYLOBOr0 3aKOHOA4ATENbCTBA; NpaBuia
BHYTPEHHero TpyA40BOro pacnopsaaka; npasuia no oxpaHe TpyLa v noxkapHon 6esonacHocTu.

TpeboBaHuna K KBanngukaumu. Beiclwee npoteccmoHansHoe 0bpa3oBaHMe No HanpaBAEHWIO NOATOTOBKU
(cmeumanbHocTK) "PecTaBpauma” n ctax paboTbl N0 HanpaBAeHNO NPOGECCMOHANIbHON LeATeNbHOCTU He
MeHee 4 neT nnbo BhicLLee NpodeccmoHansHoe obpa3oBaHue, 4ONOAHUTENBLHOE NPOdECCMOHANBHOE
obpa3oBaHMe N0 HanpaBAeHMO NOAFOTOBKM (CneumnanbHOCcTK) "PecTaBpauus” n ctax paboTel No
HanpaBeHU0 NPOECCUOHANIBHON AEATENBHOCTU HE MeHee 5 feT.

HavanbHUK oTaena (3aBefywowuin oTaenom) nabopatopuu

obecneyeHns COXPaHHOCTU apXMNBHbIX LOKYMEHTOB

[O/MKHOCTHBIE 0653aHHOCTU. PyKOBOAUT AeATENbHOCTLIO 0TAeNa nabopaTopun obecneyeHns COXPaHHOCTH
apXMBHbIX OKYMEHTOB (fanee - otaen nabopatopuu). PaspabaTbiBaeT 1 y4acTBYeT B BbINOJHEHUN
MepcrneKkTUBHbIX 1 TeKYLLMX NnaHoB paboTbl oTAaena nabopaTopun, yCTaHaBANBaET MAaHOBbIE 3aA4aHUS
paboTHMKam oTaena nabopaTopum, KOHTPOANPYET MX BbINOJAHEHWE, OPraHN3yeT CBOEBPEMEHHOE
npefcTaBieHne oT4eTHOCTU. OpraHm3yeT NponaaKTUYeCKN OCMOTP 1 PEMOHT MMEIOLLIEroCs B OTAee
nabopatopuu obopynoBaHus. OpraHn3yeT n NPoBOAMT PaboTy MO COBEPLLUEHCTBOBAHMIO OpPraHn3aLmm
TpyZa C Lefbio NoBbileHMs KavecTBa paboT. CocTaBnseT MeToANKK NpoBedeHus pabot. ObecneymsaeT
COXPaAHHOCTb NPUHATLIX ANs paboTsl B 1abopaTopuio apxmMBHbLIX AOKYMEHTOB. OnpenenseT noTpebHoCcTu
oTaena nabopatopun B 06opyaoBaHmmM 1 MaTepmanax. OcylecTenseT noabop 1 pacCcTaHOBKY KagpoB
otnena nabopatopun. OpraHm3yeT paboTy MO NOBbILWEHUIO KBandUKaLmn paboTHMKOB oTAeNa
nabopatopuun. FOTOBUT NPEAN0KEHNS NO HAa3HAYEHNUIO, MepPeMeELLEHNI0, 0CBODOXAEHNIO OT AOSKHOCTHY
paboTHVKOB oTaena nabopaTopun, MOOLLPEHNIO 1 HANOXKEHWIO Ha HUX B3bICKaHUA. KoHTpompyeT
cobnopeHne paboTHnkamm oTaena nabopaTopum TEXHONOMMYECKON U MPON3BOACTBEHHOW ANCLIUMNHBI,
npasua No OXpaHe TpyAa 1 noxapHon 6esonacHoCTu.

[o/KeH 3HaTb: 3aKOHbI 1 UHbIe HOPMaTKBHbIE MPaBoBble akTbl Poccuiickon depepaumn,
pernamMeHTUpYyIoLLME OTHOLLEHNS B Chepe apXMBHOIO fefa; HOPMaTUBHbIE N METOANYECKNE OOKYMEHThI,
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KacaloLlmecs aesTenbHOCTM nabopaTopun; HOPMaTMBbI YCIOBUI N PEXXNMOB XPaHEHNS [OKYMEHTOB;
NopsLOK COCTaBIEHUS NIAHOBO-0THETHON AOKYMEHTALMWN; OTEYECTBEHHBIN 1 3apybexxHbI onbIT B 06nacTu
APXUBHOMO Jesia; OCHOBbI MPUMEHEHNS KOMMbIOTEPHON TEXHUKW; METOAbI, CPEACTBA N TeXHON0rno paboT,
BbINOJIHAEMbIX OTAeN0M NabopaTopuu; NpaBuia 3KCNyaTalMn NCNob3yeMbiXx 060pyLOBaHNA U
annapaTypbl, UX TEXHUYECKME XapaKTEePUCTUKN; MOPSAAOK OPOPMAEHNS 3aKa30B Ha BbINOAHAEMble paboThl;
OCHOBbI 3KOHOMMWKMU, OpraHn3aunm Tpyaa u yrnpasieHns; 0CHOBbI TPYLOBOr0 3aKOHO4aTeIbCTBa; Npasusia
BHYTPEHHEro TpyLOoBOro pacrnopsaaka; npasuaa no oxpaHe Tpyaa v noxxapHon 6e3onacHoCcTy.

TpeboBaHMa K KBanugmrkauun. Beicliee npodeccrnoHanbHoe obpa3oBaHme No HanpasBaeHNO NOArOTOBKMU
(cneumanbHocTw) "PecTaBpauma” n cTaxx paboTbl N0 HanpaBaeHWNO NPOGEeCCMOHAIbHON AeATENbHOCTU He
MeHee 3 neT nnbo BoiCLLee npodeccmoHaibHoe obpa3oBaHue, 4ONOAHUTENbHOE NPOodecCnoHanbHoe
obpa3oBaHMe No HamnpaBeHNO NOArOTOBKM (CneunanbHoCcTK) "PecTaBpauns” n ctax paboTsl no
HanpaBAeHMo NPoeCcCMoHaNbHON AeATENLHOCTH He MeHee 4 neT.

[O/MKHOCTM cneunanncToB MNaBHbIA cneunanncT fnabopaTopum

obecneyeHns COXPaHHOCTN apXMUBHbLIX OKYMEHTOB

[oMKHOCTHbIE 0643aHHOCTIW. Y4acTByeT B MOArOTOBKE NpeasoXXeHnn K NpoeKTaM niaHoB paboThbl
nabopaTtopumn 1 B nx peannsaumn. CocTaBnseT OTHETHI 0 NpPoaesiaHHon paboTe. YyacTByeT B pa3paboTke
NPOEKTOB METOANYECKMX LOKYMEHTOB, perfnaMeHTMpYoLWmMX AeaTensHoCcTs nabopaTtopun. OCyLwecTBASET B
YyCTaHOBJIEHHOM MOPAAKE MPUEM, YYET MPUHATLIX JOKYMEHTOB M UX BO3BpaT. OcywecTBaseT paboTsl No
pecTaBpaLuu, KOHCepBaL MK, nepenneTty, Ae3uHMEKLNN, [e3UHCEKLMN LOKYMEHTOB, N0 CO34aHNI0
CTpaxoBoro oHaa. Npon3BognT CbeMKY AOKYMEHTOB Ha MUKpoduwwn. OopMaseT akTbl TEXHUYECKOr0
COCTOSIHMA MUKPO(ULL. BefeT y4eT OTCHATBLIX KOMWUIN LOKYMEHTOB Ha MUKpOoMULLAX 1 nepenady MUKpopuLL
3aKa34mkaM. KOHTpoaMpyeT HeraTusbl MUKPOQULL Nocsie XUMUKO-hoTorpaduyeckon obpaboTkun. Beget
)KypHan yyeTa bpaka 1 ohopMaseT BeLOMOCTb y4yeTa bpaka 3a OTHYETHbIN Nepuoa.

[lo/KeH 3HaTb: 3aKOHbI 1 MHbIE HOPMATMBHbIE NMPaBOBble akThl Poccunckon depepauuu,
pernaMmeHTUpyloLne OTHOLEHWA B Chepe apXMBHOrO Aefia; HOpMaTUBHbIE N MeTOONYECKME LOKYMEHTHI,
KacaloLmecs aeaTenbHOCTM nabopaTopun; HOPMaTUBLI YCI0BUIA 1 PEXMMOB XPaHEHUS LOKYMEHTOB;
0TEYeCTBEHHbIV 1 3apybexHbI onbiT B 061aCTV apXMBHOIro AeNa; OCHOBbLI MPUMEHEHUS KOMMbIOTEPHON
TEXHWKW; MeTOobl, CPEACTBA N TEXHOMOIrNO PaboT, BbIMONHSAEMbIX B NabopaTopun; npasuia aKCnayaTaumm
1cnonb3yemMoro obopyaoBaHUSA 1 annapaTypbl, UX TEXHUYECKUE XapaKTepUCTUKN; NOPSA0K 0popMaeHNs
3aKa30B Ha BbIMOJHAeMble paboTbl; NOPALOK COCTaBAEHMS MIAHOBO-0THETHON AOKYMEHTALMMN; OCHOBbI
3KOHOMWKMW, OpraHu3aummy Tpyaa; OCHOBbl TPYA0BOr0 3aKOHOAAaTe 1bCTBA; NpaBuia BHyTPEHHEro TpyLoBOro
pacrnopsaka; npaBuia No oxpaHe TpyAa W NoXxapHon 6esonacHocTy.

TpeboBaHmMa K KBanugmrkaunn. Beicluee npodeccnoHansHoe obpa3oBaHme No HanpasaeHNO NOArOTOBKMU
(cneumanbHocTK) "PecTaBpauma” n cTax paboTbl N0 HanpasaeHNO NPOGECCMOHANIbHON LeATeNbHOCTU He
MeHee 2 neT nnbo BoicLlee NpodeccmoHanbHoe obpa3oBaHue, 4ONOAHUTENBLHOE NPOdECCMOHANBHOE
obpa3oBaHMe MO HanpaBAeHNO NOAFOTOBKM (CneumnanbHOCTK) "PecTaBpauns” n ctax paboTel No
HanpaBieHN0 NPodeCCMOHANBHON AEATENBHOCTH He MeHee 3 neT. Benywimin cneumanncT nabopaTtopun
obecneyeHns COXPaHHOCTN apXMUBHbLIX OKYMEHTOB

[oMKHOCTHbIE 0643aHHOCTIW. Y4acTByeT B MOArOTOBKE NpeasoXXeHnn K NpoeKTaM niaHoB paboThbl
nabopaTopuu 1 B nx peanmsaumm. CocTaBnseT 0TYETHI 0 NpoAenaHHON paboTe. BoinonHseT paboTsl No
CO34aHMI0 CTPaxoBoro poHAa AOKYMeHTOB. OCyLLeCTB/IAeT B yCTAHOBJIEHHOM MOpPSALKE NpueM, y4et
NPUHATBIX LOKYMEHTOB U X BO3BPAT, CbEMKY LOKYMEHTOB Ha MUKPOMULLIN. BefeT y4eT OTCHATbIX KONUi
LLOKYMEHTOB Ha MUKpOodULLaX 1 nepefady MUKpoMULL 3aKaszvmkaM. KOHTpoampyeT Ka4yeCcTBO HEraTusoB
MUKpPOULL nocsie XMMnKo-thoTorpaduyeckon obpaboTku, npu HeobxoaumocTu ncnpasnseT bpak. Benet
)KYPHaN TEXHNYECKOr0 KOHTPOJS € y4eToM Bpaka MUKpodmasMoB (MUkpoduLl). OopMnseT akTbl
TEXHNYECKOro COCTOAHNSA OTCHATBIX MUKPOdULL. OCyLLecTBAAET MapKUPOBKY 1 YNaKOBKY CO34aHHOr0
CcTpaxoBoro oHha. OcywlecTenseT paboThl N0 pecTaBpaLnv, KOHCepPBaLUN, NePENneTy, Ae3nHpeKLNN,
Le3UHCeKLMN LOKYMEHTOB.
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[oMKeH 3HaTb: 3aKOHbl U UHbIE HOPMATUBHbIE NMPaBoBble akTbl Poccuinckon Gepepauun,
pernaMeHTMpyloLne OTHOLEHWSA B Chepe apXMBHOMO Aefa; HOpMaTMBHbIE N METOONYECKMNE LOKYMEHTHI,
Kacatowmecs gearenbHoCcTn nabopaTopun; HOPMaTMBbI YCIOBUIN U PEXXMMOB XPaHEHUS LOKYMEHTOB;
O0TEYECTBEHHbIN 1 3apybeXxHbI onbIT B 061aCTV apXMBHOI0 AeNa; OCHOBbI MPUMEHEHUS KOMMbIOTEPHON
TEXHUKW; METOAbI, CPEACTBA 1 TexHosornto paboT, BeiNoHAEMbIX nabopaTopuei; NpaBuia sKCAayaTaunn
MCcnonb3yembix 060pyLOBaHNS U annapaTypbl, NX TEXHNYECKNE XapaKTEPUCTUKI; NOPALOK 0DOPMIEHNS
3aKa30B Ha BbIMNoJIHAeMble paboTbl; MOPAAOK COCTABAEHNS NIAHOBO-O0TYETHON AOKYMEHTALUN; OCHOBbI
3KOHOMWKW, OpraHu3aunm Tpyaa; OCHOBbI TPYA0BOr0 3aKOHOAaTe/bCTBA; NPaBuia BHyTPEHHEro TPYLOBOro
pacnopsaka; NpaBuia No oxpaHe TpyAa v NoXxapHon 6esonacHocTy.

TpeboBaHma K kKBanugmrkaumn. Beicluee npodeccnoHansHoe obpa3oBaHme No HanpasaeHNO NOATOTOBKMU
(cneumanbHocTw) "PecTaBpauma” n cTaxx paboTbl N0 HanpaBAeHNO NPOGECCNOHANIbHON AeATENbHOCTU He
MeHee oHOro rofia nmbo BhicLLee npodeccmoHansHoe obpa3oBaHue, LONOAHUTENbHOE NPOdEeCcCUOHaNbHOe
obpa3oBaHMe No HamnpaBeHWO NOAroTOBKM (CneunanbHocTn) "PecTaBpauns” n ctax paboTsl no
HanpaBAeHU0 NPOGECCUOHANTBHON AEATENBHOCTU HE MeHee 2 feT.

Xy A0XHWK-pecTaBpaTop apXMBHbIX LOKYMEHTOB

[lonXKHOCTHbIe 0653aHHOCTU. BbiNosiHAeT 0cob0 CnoXxxHble, Hanbosiee CNOXKHbIE, CPEAHEN CIOXKHOCTY
pecTaBpaLMOHHbIE N KOHCEPBALMOHHbIE PaboTbl YHUKaAbHbIX 1 0C060 LIEHHbIX apXMBHbLIX LOKYMEHTOB, a
Tak)Xe MpoM3BeAeHUN BbICOKON XYO0XXECTBEHHON N UCTOPMYECKON LLIEHHOCTU. [IpON3BOANT OCMOTP 1
onMcaHne COCTOSIHUS pecTaBpupyemMoro obbekTa, BbIICHAET ero NnepBoHaYa bHbIN BUA, onpeaenseT
NCTOPWIO M3MEHEHMA. YCTaHaBMBAET NPUYMHBI U XapaKTep paspyLUeHnin pecTaBprupyemMoro obbekTa Ha
OCHOBaHWMW pe3ynbTaTOB XUMUYECKNX, N3NYECKUX 1 BUONOrNYeCcKnX nccnenoBaHnin. PapabaTbiBaeT
MeTOANKY MPOBELEHMNSA pecTaBpaLuoHHbIX paboT, nogbupaeT MmaTepuansl 4aa nx segeHuns. OcyuiecTeaseT
LOKYMEHTUPOBAHNE X043 pecTaBpaLnoHHbIX paboT. CocTaBnAeT ONnCK NOBPeXAeHNA 06 bekTa, onncaHne
pe3ynbTaTOB MCCNeAoBaHNA 06beKTa, MPMMEHEHHbIX METOAOB 1 MaTepuanos. MposoauT
doTorpacmpoBaHue [0 Havyana paboT, B NpoLecce 1 Nocse OKOHYaHUs pecTtaBpaunn. MHCTpyKTupyet
oTorpacoB N0 fOKYMeHTaNbHOM POTOGUKCALMUN OTAENbHbIX MPOLLECCOB pecTaBpaLMOHHbIX paboT. Mpw
pecTaBpaLny MPON3BEAEHN XXNUBOMUCKA N FPacNKIN OCYLLECTBAAET yKPEnaeHne 0OCHOBbI, FPyHTa U
KPaCOYyHOro €104, a TakXXe yaaneHne no3gHeNLWnX HacIoeHNIN, CKPbIBAOLWMX UAN NCKaXaKoLWNX aBTOPCKYHO
paboTy. NMpoBoaut obcnenoBaHne GrU3nM4YECKOro N TEXHNYECKOro COCTOSAHNSA apXMBHbIX 4OKYMEHTOB. BegeT
KOHCYJIbTauumn No BOMpPOCaM, BXOAALWMM B €r0 KOMMETEHLMIO.

[lo/>KEeH 3HaTb: 3aKOHbI U UHbIE HOPMaTUBHbIE NMPaBOBble akTbl Poccuinckon ®epepaumnn,
pernaMeHTUpyL e OTHOWEHWA B Cpepe apXMBHOMO fesa; HOPMATUBHbIE N METOANYECKNE LOKYMEHTHI,
Kacatowmnecs neaTenbHOCTU nabopaTopun; TEXHMUKY, TEXHONOM IO, OCHOBHbIE METOAbI peCTaBpaLun
APXUBHbIX OKYMEHTOB 1 CNOCOBbLI X MPUMEHEHMNS; HOPMATUBbI YCAOBUN N PEXMMOB XPaHEHNS
LOKYMEHTOB; TEXHWNKY U TEXHOJIOMMIO N3rOTOBJIEHNS OCHOBLI OKYMEHTOB; CTUJINCTNYECKNE 0COBEHHOCTM
LOKYMEHTaNIbHbIX MaMATHUKOB; BUAbI MaTEPMNasOB LU CNOCOBLI X MPUMEHEHNS AN BEOEHNS
pecTaBpaLMOHHbIX PaboT € y4eTOM 0COBEHHOCTEN apXUBHBIX LOKYMEHTOB; OCHOBHbIE METOIbI pecTaBpaLmm
APXMBHbIX LOKYMEHTOB, B TOM YMCJI€ BbIMOJHEHHbIX C 3JIEMEHTAMU XUBOMUCK, FpaduKm, NPUKIaZHOro
NCKYCCTBA; MPUHLMMbI AaTUPOBKMK U aTpnbyuun; usnyeckme n xummn4eckne CBONCTBa MaTepPUasoB 1
Cnocobbl X MPUMEHEHNS; pe3ybTaTbl CTAPEHNA MAaTEPUaIOB, MPUMEHSEMbIX B peCcTaBpaLnm; NpUYnHbI,
BbI3blBatOLLME pa3pyLleHNE JOKYMEHTOB; OCHOBHbIE BUAbl NabopaToOpHbIX NCCAeL0BaHWI NPU onpeaeneHnm
NPVYMHBI N XapaKTepa pa3pyLleHns 4OKYMEHTOB; 0TE4YECTBEHHbIA 1 3apybeXXHbI OMbIT B 061aCTW
pecTaBpaLMy apXUBHbLIX JOKYMEHTOB; NpaBuia BHYTPEHHEro TPYAOBOro pacnopsfika; npasuia rno oxpaHe
TpyZa v noXxapHon 6e3onacHOCTW.

TpeboBaHMA K KBanngmrKaLuw.

XYy A0XHWK-peCTaBpaToOp apXMBHbIX LOKYMEHTOB BbICLLEN KaTErOPUN - BbiCLLEE MPOeCcCUOoHaNbHOe
obpa3oBaHMe No HanpaB/eHNIO NOArOTOBKM (CneunanbHoCcTK) "PecTaBpauns” n ctaxk paboTbl B 4OHKHOCTH
XyLOXHMKa-pecTaBpaToOpa apXMBHbIX JOKYMEHTOB 1 KaTeropun He MeHee 3 nieT, nnbo BbiCLLee
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npodeccnoHanbHoe 0bpa3oBaHuMe, 4ONONHUTENbHAs NPodecCcMoHa bHas NOAroTOBKa MO HanpaBAEHNIO
NOArOTOBKM (CrneunanbHocTK) "PecTaBpauma” n ctax paboTsl B 4OHKHOCTU Xy LOXHUKA-pecTaBpaTopa
apPXUBHbIX 4OKYMEHTOB 1 KaTeropun He meHee 3 fneT, nbo cpegHee npodeccnoHansHoe obpasoBaHme no
cneunansHoCTK "PecTaBpauna” u cTaxk paboTel B 4OMKHOCTU XYL0XKHMKa-peCcTaBpaTopa apXuBHbIX
LOKYMeHTOB 1 KaTeropuu He MeHee 5 neT.

XyAOXXHUK-PeCTaBpaToOp apXMBHbIX JOKYMEHTOB 1 KaTeropumm - BbicLlee NpodeccnoHaibHoe obpa3oBaHue
Mo HanpaBJ/IeHNIO NOArOTOBKM (CneunanbHoOCcTK) "PecTaBpauma” n cTax paboTbl B AO/KHOCTU XYOOXKHUKaA-
pecTaBpaTopa apXMBHbLIX JOKYMEHTOB 2 KaTeropuu He MeHee 3 neT, b0 BbiCLIee NPoghecCnoHabHoe
obpa3zoBaHmne, LONOJHUTENbHaA NPodhecCnoHaNbHas NOArOTOBKa MO HAaMPaBJEHUIO NOATOTOBKM
(cneumanbHocTK) "PecTaBpauma” n cTax paboTbl B OHKHOCTY XyAOXKHMKa-pecTaBpaTopa apXmBHbIX
JNIOKYMEHTOB 2 KaTeropuu He MeHee 3 neT, 1nbo cpenHee npodeccnoHanbHoe obpa3oBaHue Mo
cneumnanbHOCTK "PecTaBpauma” n ctax paboTbl B OKHOCTU XYLOXKHNKA-pecTaBpaTopa apXnBHbIX
[OKYMEHTOB 2 KaTeropum He MeHee 3 neT.

XYBOXHUK-PeCTaBpaTop apXmMBHbIX JOKYMEHTOB 2 KaTeropum - BbiCLLee npodeccnoHansHoe obpasoBaHue
Mo HanpaBJ/IeHWIO NOArOTOBKM (CneunanbHOCTK) "PecTaBpauma” n ctax paboTbl B AOKHOCTU XYOOXKHUKA-
pecTaBpaTopa apXMBHbLIX JOKYMEHTOB He MeHee 2 nieT, nbo BbicLlee NpodeccuoHanbHoe 06pa3oBaHue,
AONONHNTENbHAA NpodeccnoHanbHaa NOAr0TOBKA MO HAaNPaBJ/IEHNIO MOAFOTOBKM (CreumansHOCTK)
"PecTaBpauma" n ctax paboTbl B JO/KHOCTU XYOOXKHNKA-peCTaBpaTopa apXMBHbIX JOKYMEHTOB HE MeHee
2 net, nnbo cpefHee npodeccnoHanbHoe obpasoBaHme No cneuransHOCTK "PecTaBpauuma” n ctax paboTsl
B LOJPKHOCTU XyLO0XHMKa-pecTaBpaTopa apXmBHbIX LOKYMEHTOB He MeHee 3 fieT.

XYAOXHUK-PeCcTaBpaTop apXmMBHbIX JOKYMEHTOB - BbiCLLee NpodeccmoHansHoe obpa3oBaHue no
HanpaB/ieHWNo NOArOTOBKM (CneumnanbHocTN) "PecTaBpauuna” u ctax paboTel B 061acTu pecTaBpauuy He
MeHee 0HOro rofa, mbo Boiclee NpogeccuoHanbHoe 06pa3oBaHmne, [ONONHUTENbHAS
npoceccuoHanbHas NOArOTOBKa NO HanpaBAEHWIO MOATOTOBKY (CneunansHoCcTH) "PecTaBpauma” n ctax
paboTbl B 0611aCTW pecTaBpaLum He MeHee 0AHOro roaa, mbo cpeaHee npodeccnoHanbHoe obpa3oBaHme
no cneumansHoCTK "PecTaBpauuma” u ctax paboTel B 061aCTy pecTaBpauny He MeHee 2 neT.
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