006 yTBep>xaeHun npocdeccmoHanbHOro craHpaprta "Cneunanucr
apxusa"

Mpukas - Ne 140H - oT 18.03.2021 - MMHUCTEPCTBO TPyAa M COLMANbHON 3aluUThl - [lencTByeT 6e3 n3MeHeHui

MWHWUCTEPCTBO TPYLA N COLUNANBHOW 3ALLNTHI POCCUACKOW ®ELEPALIAN
MPNKA3
MOCKBA

18 mapTta 2021 r. Ne 140H
06 yTBepXxaeHun npodeccnoHasbHOro ctaHgapTa "CneumanucT apxumea"

3aperucTpupoBaH MuHiocTom Poccum 21 anpens 2021 r.
PernctpaunoHHbIn Ne 63193

B cooTBeTCTBMM C NYHKTOM 16 MNpaBun pa3paboTku 1 yTBepXAeHUS NpodecCnoHanbHbIX CTaHAapTOB,
YyTBEPXAEHHbLIX NOCTaHoBNeHUeM NpaBuTenbcTBa Poccninckon ®egepaumm ot 22 sHaps 2013 r. Ne 23
(CobpaHue 3akoHopaTenbCcTBa Poccminckonm ®epepaunn, 2013, Ne 4, cT. 293; 2014, Ne 39, cT. 5266),
nprKa3blBato:

1. YTBepAnTb NpunaraemMbll NpoeccroHabHbln cTaHaapT "CneunanncT apxmea”.

2. HacTosawwmin npukas BcTynaeT B cuny € 1 ceHTabpa 2021 r. n gencteyeT Ao 1 ceHTabpsa 2027 r.

MuHuncTp A.O.KoTsikoB

YTBEPXKIEH

npuka3om MuHuCTepcTBa
TpyAa U CoLManbHOM 3aluThbl
Poccuiickon depepauun

oT 18 mapTta 2021 r. Ne 140H

NMPO®ECCUOHANBHBIN CTAHIAPT
Crneumanuct apxmusa

1418
PerncTpauunoHHbI HOMep
ConoepxxaHue

|. Obwue ceeaeHns

II. ONucaHue TpyaoBbIX PYHKLUMIA, BXOAALMUX B MPORECCUOHaNbHbIN CTaHAapT (PyHKUMOHa bHasa KapTa
BMAa NpodheCcCnoHa bHON SeATeNbHOCTN)

lll. XapakTepucTrka 0606LLEeHHbIX TPYLOBbIX (DYHKLMUIA

3.1. O6obuieHHas TpynoBas PyHKUMSA "XpaHeHWe, KOMMNIEKTOBAHNE, YYET U UCMOJIb30BaHMe Aen
(DoKyMeHTOB) apxmBa"

3.2. O6obuieHHas TpyaoBas pyHKUMA "PykoBOACTBO Noapa3aeseHnem apxmea”

3.3. O6obuieHHas TpyaoBas pyHKUMA "PyKoBOACTBO NPOLLECCOM apXMBHOI0 XpaHeHus aen (LoKyMeHToB)"
IV. CBefeHuna 06 opraHmnsaumsax - paspaboTymkax npodeccnoHanbHOro ctaHaapTa

|. Obwme cBegeHund

YnpaBfieHne [OKYMEHTaMUN apxmBa opraHm3aumin aobelx opraHn3aumnoHHo-NpasoBbix opm07.012
(HanMeHoBaHWe BUAa NPodeccMoHanbHON AeaTensHoCTN)Koa
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OcHoBHas Lesb Buaa npodeccnoHanbHon gestensHocTn:0becnevyeHune 3hheKTUBHOMO YNpaBieHUs
APXMBHBLIMY AenaMu (LOKYMEHTaMW); BHEAPEHME NyYLIUX TEXHUYECKNX pa3paboToK 1 HOBEMLLINX
TexHosiornn B obecneyeHne spHeKTUBHOro ynpaBaeHna apxXnBHbIMK (genammn) JOKYMEHTaMu

pynna 3aHsTuin:1213PykoBoanTenu B 061acTu onpegeneHns NoanTUKU U NIaHUpPOBaHNS
LeaTeNbHOCTM2621CneunanncTel apxmMBOB U My3eeB
3343AOMUHNCTPATUBHBIA U MHOW UCNOJIHATENbHBIN CpeAHETEXHNYECKNI NepCcoHan--

(kog OK3 1)
(HaumeHoBaHMe)
(kog OK3)
(HanMeHoBaHue)

OTHeceHue K BuAaM 3KoHOMUYeckon gedatenbHocTn:91.010edaTensHocTb bubnnorek n apXmnBOB

(kon OKB3[ 2 )
(HaMMeHoOBaHMe BUOA SKOHOMUYECKON OEeATEIbHOCTHN)

Il. OnucaHue Tpy[oBbIX QYHKLMIA, BXOAALLMNX B NPOECCMOHaNbHbIN CTaHAAPT (PYHKLUMOHaNbHAsA KapTa
BMOa NpodhecCnoHa bHON OeATENbHOCTN)

0606LLeHHbIe TPYLOBbIE YHKLMUTPYLOBLIE (DYHKLIM

KOAHaVWMeHOBaHNeYypOoBeHb KBanpUKaLnMHanMeHoBaHMEKOAypoBeHb (MOAYPOBEHb) KBanuguKaLmm

A
XpaHeHne, KOMMNAEKTOBaHUE, yYeT U UCMOJb30BaHNe fen (JOKYMeHTOB) apxmuBab
OpraHun3aums NoCTOAHHOIO XpaHeHUs apXmnBHbIX Aen (AokymeHToB)A/01.55

KoMnnekToBaHmne apxnBHbIMIU Aenamm (JokymeHTamm) apxmeaA/02.55

YyeT apxuBHbIX fen (4okymMeHToB)A/03.55

OpraHn3saumsa ncnosib30BaHMA apxmBHbIX Aen (BokymeHToB)A/04.55

XpaHeHne, KOMMIEKTOBaHMUE, yYeT U UCMOb30BaHNe Aen (OOKYMEHTOB) BPEMEHHOI0 XpaHeHnaA/05.55

B

PykoBOACTBO Noapa3feneHnemM apxnab

PykoBOACTBO AESTENLHOCTLIO MO aPXUBHOMY XPaHEHUO fes (JOKYMEHTOB), YYETY U UCMOJb30BaHNIO Oen
(oOKyMeHTOB) B opraHm3aumnB/01.66

OpraHun3saumsa pa3paboTKy IoKaNbHbIX HOPMATMBHbLIX aKTOB 1 METOANYECKMX OOKYMEHTOB MO XpaHeEHMIO,
KOMIMJIEKTOBAHWIO, Y4ETY M NCMOJIb30BAHWIO apXMBHbIX Aen (4okymeHToB)B/02.66

lMocTpoeHne CUCTEMbI apXUBHOIO XpaHeHnsa gen (LoKyMeHToB) B opraHmn3aunnB/03.66
KOHTpO/Ib DYHKLMOHNPOBAHUSA CUCTEMbI @apXMBHOIO XpaHeHnsa gen (LOKyMeHTOB) B opraHnsaunmB/04.66

CoBepLUEHCTBOBAHUE CUCTEMbI aPXMBHOMO XpaHeHNs fen (LOKYMEHTOB), y4eTa 1 UCMO/b30BaHNSA e
(DOKYMEHTOB) BPEMEHHOI0 XpaHeHuns B opraHu3aumnmnB/05.66

BHeLpeHMe CcnCTeMbl 3/IEKTPOHHOIM0 apxXuBa opraHn3auumnB/06.66
ConpoBoXaeHne AeaTelbHOCTW 3KCNepTHON KOMUCCMIM opraHmn3aunmB/07.66

C
PykoBOACTBO NMPOLLECCOM apXMBHOM0 XpaHeHns aen (LoKyMeHToB)7
Co3faHue egnHON CUCTEMbI apPXUBHOIO XpaHeHus gen (aokymeHTos)C/01.77
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YnpaBneHne pa3paboTKon IoKaibHbIX HOPMATUBHbIX aKTOB MPOLIECCOB apPXUBHOIO XPaHEHUs aen
(ookymeHTOB)C/02.77

KOHTpPOJ/Ib apXMBHOIO XpaHeHus gen (aokymeHTos)C/03.77

PerynupoBaHue 1 KOHTPOJb hefepasibHbIX U PEFMOHAJbHbBIX FOCY4aPCTBEHHbIX MH(OPMALIMOHHBIX CUCTEM,
peecTpoB 1 6a3 faHHbLIXC/04.77

MnaHnpoBaHMe N NOCTPOEHME NPOLLECCOB apXUBHOIO XPaHEHUS, y4eTa 1 NCMONb30BaHUA Oes (4OKYMEHTOB)
BpeMeHHoro xpaHeHnaC/05.77

OpraHusaumsa 1 CornpoBoXAeHUe AeaTeNbHOCTW 3KCNePTHO-NpoBepoYHon komuccnumnC/06.77
lll. XapakTepncTrka 0606LLEeHHbIX TPYLOBbLIX (YHKLMUIA

3.1. O6obLeHHas TpyaoBas hyHKUUS

HavMeHoBaHueXpaHeHWe, KOMMIEKTOBaHME, YYeT 1 UCMONb30BaHNe fen (LOKYMEHTOB) apXuBa
Kon

AYpoBeHb KBanndukaumm

5

MpoucxoxaeHve 0606LLeHHON TPYLOBON PYHKUUNOPUTMHaNX3auMCTBOBaHO 13 OpUriHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpodeccMoHasbHOro cTaH4apTa

B03MO)XKHble HAaMMEHOBaHUS OOJHKHOCTEN, ﬂpOd)GCCI/II?ICI'IeLI,I/IaJ'IVICT apxvBa

TpeboBaHma kK obpasoBaHuio n 0byveHntoCpegHee npodeccrnoHanbHoe obpa3oBaHme - MPorpamMMmel
NOArOTOBKM CNeLManncToB CPeHEro 3BeHa

nnm

CpepnHee npodeccnoHansHoe obpa3zoBaHme (He NPodUSIbHOE) - MPOrpaMMbl MOAFOTOBKU CNELNannCcToB
CpefHero 3BeHa 1 4ONoSHMTENbHOE NpodeccuoHanbHoe 0bpa3oBaHue - NporpaMMel NPoheccMoHa bHON
nepenoaroToBKM Mo NPoUII0 AeaTeNIbHOCTU

TpeboBaHMA K ONbITY NPakTU4eckon paboThl-

Ocobble ycnosusa gonycka Kk pabotellpoxoxxaeHue obyy4eHns Mmepam noxapHon 6esonacHocTy 3
MpoxoxaeHne obyyeHNs 1 NPoBEPKM 3HaHUN TpeboBaHMI oxpaHbl Tpyaa 4

Opyrue xapakTepucTuKu-

[ononHUTeNbHbIE XapaKTePUCTUKN

HanmeHOBaHMe NOKYMeHTa

Koga

HanmeHoBaHme 6a30B0OM rpynnbl, 4OHKHOCTKU (Mpodeccun) uinm cneunanbHoOCTH
OK33343ALMWHUCTPATUBHBIA N MHON UCMONHUTENbHBIA CPEAHETEXHUYECKMI NepcoHan
EKC-ApxumBucTt

OKMATP 5 20193ApxumBucT

26541Cneunannct
OKCO 6 7.46.02.01lokyMeHTaLMOHHOEe obecneyeHne ynpaBieHns 1 apxmBoBeeHme

3.1.1. TpynoBas hyHKLNA

HanmeHoBaHune

OpraHmn3aums NoCTOAHHOIO XpaHeHUs apxmnBHbIX Aen (aokymeHToB)KoaA/01.5YpoBeHb (MoaypoBeHb)
KBannmpukaummns

MpoucxoxxaeHne TpyaoBoN yHKLMMOPUrMHaNX3anMCTBOBaHO U3 OpuUrnHana
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Kopn opuruHana
PerncTpaunoHHbIA HoMep NpoeccMoHaLHOro cCTaH4apTa

TpynoBble aencTemsOnpeaeneHne CXembl Kaccmukauuy apxmBHbIX Ae (10KYMEHTOB) /18 NOCTOSHHOMO
XpaHeHus

OnpepneneHne CXeMbl CUCTEMATU3ALIMMN apXUBHBIX A€ (IOKYMEHTOB) NPX NOCTOSSHHOM XPaHEHUWN Ha OCHOBE
BbIOPaAHHON CXeMbl KnaccumkaLmm

MpoBeneHne 3KCNepTM3bl LLEHHOCTY JOKYMEHTOB, MOCTYMAOLIMX HA apXMBHOE XpaHEHKe

Pa3mMelLeHNne apXmBHbIX Aen (AOKYMEHTOB) B apPXMBHbIX XPaHWANLLAX B COOTBETCTBUM C BbIOPAHHOW CXEMON
Knaccuukauum n cuctemMaTumsaumm aen (4OKyMeHToB)

Co3paHue 1 obecrneyeHre pexxMMoB NOCTOAHHOIO XPaHEHWS apXMUBHbIX Aen (L0KYMEHTOB)
MpoBepKa Hann4ns U COCTOSAHNS apXUBHbIX AN (AOKYMEHTOB) Ha CTaAWMU NOCTOSHHOIO XPaHeHMs

BbisiBNeHME 1 yYeT apXmBHbIX Aen (LOKYMEHTOB), TpebyloLmx pecTaBpaLnoHHON, KOHCEePBALMOHHO-
NpodnNaKTUHECKON N TeXHUYECKoN 06paboTKu

MoAroToBKa ycnoBuin ans obecnevyeHns COXPaHHOCTM apXUBHbIX Aen (L0KyMEHTOB) B 0CODObIN neprog 1
Yype3BblYaHbIX CUTYaLUsAX

OcCyLLEeCTBEHNE KOHTPOJIS ABVXKEHNS apXMUBHbIX A& (I0KYMEHTOB) N UX (hPM3NYECKOr0 COCTOSHUS
MoAroToBKa apXMBHbIX A& (OKYMEHTOB) ASif Nepeaayn Ha ayTCOPCMHIOBOE WM BHELLIHEE XpaHeHKe
3aKas, nepefaya gen (LoKYMEeHTOB) Ha ayTCOPCUHT WM BHELLIHEE XpaHeHue

Heobxonumble yMeHUACNCTEMATU3MPOBATL Aena (10OKYMEHThI)

Pa3MeLllaTb apxvBHble Aefa (JOKYMEHTbI) Ha MEeCTaxX XpPaHeHUs B COOTBETCTBUM C HOPMATUBHLIMU
TpeboBaHMAMU B 061aCTV apXMBHOrO AeNa U yrpaBieHns 4OKYMEeHTaMM

ObecneynBaTb HOPMATUBHbBIE PEXUMbI XPaHEHNS apXMNBHbIX AeN (40OKYMEHTOB) Ha NtobbIX HOCUTENAX
MpoBOANTL NPOBEPKY MOMHOTHI COCTaBa apXMBHbIX JOKYMEHTOB B eANHMLLAX XpaHeHMs

MpoBOANTL OMMUCaHNE apXMUBHbIX Aes (10KYMEHTOB)

CoCTaBNATb CNPaBOYHO-MONCKOBbLIE CPEACTBA K apXMBHbIM feNaM (LOKYMeHTaMm)

BecTun y4eT 1 KOHTPOJIb BblAA4YMN apXMBHbIX AeN (OKYMEHTOB) N3 apXUBOXPaHUAMLLA U UX BO3BpaTa

BecTu y4yeT 1 KOHTPObL Nepefayn nen (}J,OKyMeHTOB) Ha ayTCOPCUHI NN BHELLIHEE XPaHEHWE U NMpUueMa
nen c aytTCopCuHra nam BHewWHero xpaHeHns

MpoBOANTL NOANCTHYIO NPOBEPKY N3MYECKOTO COCTOAHUA e (AOKYMEHTOB)
Pa3bickMBaTb HeOBHapYyXeHHble Aena (AOKYMEHTHI)

Heobxogumble 3HaHMAHopMaTuBHbIE MpaBoBble akTbl Poccuinckon ®epepauum B 061acty apxmBHOro gena u
ynpaBaeHna OOKYyMeHTamu

HopMaTuBHbIE NpaBoBble akTbl Poccuitckoin ®epepaunmn B 06nacT MHGOPMaLMKU, MHPOPMALIMOHHBIX
TEXHOOMUiA, 3aLLMTbl MH(OOPMALIMKN 1 NEPCOHAbHBIX AaHHbIX, LMHPOBON TpaHChopMaLMn

HopMaTuBHbIe NpaBoBble akThbl Poccuinckon ®enepaummn B 061acTy KOHGUAEHUNANBHOCTY MHOPMaLK

JIoKanbHble HOPMATUBHbIE aKTbl OpraHn3aLnn B obnactn obecneyeHus COXPaHHOCTW Ooen (,EI,OKyMeHTOB)
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YcnoBus cocTaBfieHns LOrOBOPOB Ha peann3aLmio yCayr ayTCOPCUHIOBOr0O UM MHOMO BHELLHEro XpaHeHus
Mobnnm3aLnoHHbIe NaaHbl apXnBa, NiaHbl 3BaKyauun aen (A0KyMeHTOB)

MpaBuna xpaHeHUs aen (4OKYMEHTOB) B COOTBETCTBUM C UX TUMAMU

Mopsfok hopMUPOBAHNA LOKYMEHTOB B KOMMAEKTbI, FPYMMbl, TUMbI

CpOKW BbINOSHEHUS paboT

TpeboBaHMA K yCTaHOBIEHHLIM HOPMaM BbIpaboTKuK

TpeboBaHuMs oxpaHbl Tpyaa

Opyrue xapakTepucTuKu-

3.1.2. TpynoBasa pyHKUUSA

HanmeHoBaHue

KomnaekToBaHWE apXMBHbIMU genamm (4okyMmeHTamm) apxmsaKonA/02.5YpoBeHb (MoaypoBeHb)
KBannukaummns

MpoucxoxaeHve TpyAoBon yHKUMMOPUrnHanX3anMcTBOBaHO M3 opUruHana

Ko opurmnHana
PerncTpaunoHHbIi HoMep NpodeccMoHabHOro CTaHdapTa

Tpyoosble nencTensBegeHne cnMcka NCTOYHNKOB KOMMIEKTOBaHNS apXunBa
OcyLLl,eCTBJ'IeHI/Ie paGOTbI Mo BbIAB/IEHNIO HOBbIX NCTOYHNKOB KOMIMJIEKTOBAHNA apXnBa

NcknioyeHne opraHmsaumM, hrsnyecknx Ay U3 CNUCKa MCTOYHMKOB KOMMIEKTOBAHNSA apXuBa BCNeACTBME
npekpaweHna eaTenbHOCT UK OTCYTCTBUA LLEHHOCTU

KoHcynibTupoBaHmne paboTHMKOB NCTOYHUKOB POPMUPOBAHUSA apXMBOB MO BONPOCaM XpaHeHNs aen
(0OKYMEHTOB)

OcylLeCcTBAEHNE 3KCNEePTU3bl LLIEHHOCTMW Pa3fIMYHbIX TUMOB U BUOB AOKYMEHTOB
MacnopTu3aLmns apxvuBa opraHm3aLum

MpueM apXmMBHbIX Oen (JOKYMEHTOB) Ha Pa3fIMYHbIX HOCUTENSX Ha NMOCTOSAHHOE XpaHeHne
Heobxoavmble yMeHMsiPaboTaTb C UCTOYHMKAMU KOMIMIEKTOBAHNS apXu1Ba

MPUHUMATL apXMBHbIE feNa (JOKYMEHThI) Ha MOCTOSHHOE WK 10/IFrOBPEMEHHOE XPaHeHe

Co3fiaBaTh apX1B OPraHU3aLMM - UCTOYHNKA KOMMIEKTOBAHUS rOCY4apCTBEHHOr0 MW MyHULIUNAJIbHOTO
apxvBa

Co3paBaTb apxuB opraHusaumm, He ABNAAOLWNACA NCTOYHUKOM KOMMJIEKTOBAHNS rocyaapCTBeHHOro nan
MYHUUWNNaIbHOIo0 apXmBa

MpoBoAnTb NACMOPTMU3ALMNIO apXmnBa OpraHn3auum
MpUHUMaTb apxuBHble Aena (LOKYMEeHTbl) Ha MOCTOSHHOE Y OArOBpeMEHHOe XpaHeHue
CocTaBnATb CNPaBOYHO-MONCKOBbLIE CPEACTBA K apXMBHbIM AeflaM (LOKYyMeHTaMm)

MpoBOONTL 3KCNEPTU3Y LEHHOCTU PasinyHbIX TUNOB Y BUAOB LOKYMEHTOB B COOTBETCTBUU C BHYTPEHHUMMU
pernamMmeHTamMn opraHunsauunmn

MpumeHsTbL B paboTe peKoMeHAaLMmN 3KCNEPTHO-NMPOBEPOYHON KOMUCCUN AW IKCNEPTHON KOMUCCUN
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opraHusauum

Monb30BaTbCs aBTOMATU3NPOBAHHLIMW CUCTEMAMU PErMCTPALINN YYEeTa, KOHTPOAS U MHPOPMALIMOHHO-
CNPaBOYHbIMU CUCTEMAMMN AOKYMEHTUPOBAHHBIX Chep AeATeNIbHOCTM OpraHM3aLmm

MPUMEHSTbL NEPEYHN C YKa3aHNeM CPOKOB XpaHeHUs Aen (40KYMEHTOB)
CobnofaTb HOPMATUBHBIE CPOKU XPaHEHUS Aen (LOKYMEHTOB)

BecTun yyeT NCTOYHNKOB KOMMJIEKTOBAHNSA apXuBa

MpoBOANTL IKCNEPTU3Y LIEHHOCTW e (00KYMEHTOB) pa3inyHbIX TUMOB 1 BUAOB

Micnonb30BaTh NepeaoBo OTEYECTBEHHLIN 1 3apybeXXHbI OMbIT MO KOMIMJIEKTOBAHMIO apXxmnBa Aeslamu
(,EI,OKyMeHTaMI/I) NMOCTOAHHOIO U OOZITOBPEMEHHOI0 XpaHeHNA

Mcnonb30BaTh COBPEMEHHbIE aBTOMATU3MPOBAHHbIE, UHPOPMALIMOHHBLIE U TENEKOMMYHUKALIMOHHbIE
TEXHOJIOr UM AOKYMEHTMPOBAHHbLIX Chep AesTeNbHOCTU OpraHn3aLum

3almiaTh UHGPOPMALMOHHbLIE PECYPChl apXMBa OT HECAHKLIMOHMPOBAHHOIO JOCTYNa

Heobxonumble 3HaHUAHOPMaTMBHbIE MPaBOBbIE akThl Poccuiickon depepalmm B 061acTu
[eNonpon3BoCTBa U apXUBHOrO fena

Hay4yHo-MeToanyYeckne KpUTepun 3KCNepTu3bl LEHHOCTY Pa3INYHbIX TUMOB 1 BULOB A& (LOKYMEHTOB)
MpakTUKa 3KCNepTM3bl LIEHHOCTY Pa3nyHbIX TUMOB 1 BUAOB e (LO0KYMEHTOB)
MpakTUKa OpraHn3aLnmn - UCTOYHUKA KOMMJIEKTOBAHNS apXuBa

MpakTrKa 0esaTenbHOCTN OpraHu3aunmn, He ABIAIOLLENCS NCTOYHMKOM KOMIMJIEKTOBAHWNS rocygapCTtBeHHOro
nnn MyHnUnnaJZibHOro apxumBea

TeopeTunyeckne n MeTofn4eCKMe acneKTbl KOMMIEeKTOBaHUA 1N IKCMepTU3bl LLEHHOCTY BCEX BUAOB
OOKYMEHTOB

Bunabl, pa3HOBUAHOCTM U DOPMaTbl BCEX BMAOB NOKYMEHTOB

PelueHmns aKcnepTHOM KOMUCCM OpraHmM3auum

PekoMeHaauumn 3KCNepTHO-NPOBEPOYHON KOMUCCMIN FOCYAAPCTBEHHOMO MAN MYHMLMMANLHOIO apXMBa
YHUGMLUMPOBaHHaA CUCTEMA OPraHN3aLMOHHO-PaCNoPAANTENbHON OOKYMEHTaL MK

CTaHOapThbl 0OpPMSIEHNS OpPraHN3aLMOHHO-PACNOPAANTENIbHON AOKYMEHTaLUN

Cnocobbl 1 TEXHONOTNN AOKYMEHTUPOBAHUSA Pa3NyHbIX BUAOB NPOeCCMOHaIbHON AeATeNbHOCTH
OpraHn3aluMoHHble NPUHLNMLI y4eTa U KOMMIEKTOBaHWSA Aen (4OKYMEHTOB) OrpaHUYeHHOro AoCTyna
TpeboBaHMA oxpaHbl Tpyaa

[pyrvne xapakTepucTuku-

3.1.3. TpyLnoBas (hyHKLNA
HavmeHoBaHVe
YyeT apxuBHbIX fen (4okyMmeHToB)KoaA/03.5YpoBeHb (MoAypoBeHb) KBanngpukaunumns

MpouncxoxxaeHne Tpynoson GyHKUMMOpUrnHanX3anMcTBOBaHO U3 OpUrnHana
KoL opurnHana

PerncTpaunoHHbIi HoMep NpodeccMoHabHOro cTaH4apTa
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Tpyaosble gencTenaOnpeneneHne CXeMbl y4eTa apXUBHbIX Aes (JOKYMEHTOB) B apXxnBe

YyeT apXMBHbIX A€ (4OKYMEHTOB) NOCTOSHHOIO U BPEMEHHOI0 XpaHEeHUs

YyeT 0c060 LEHHbIX N YHUKANbHbIX apXUBHbIX AeN (AO0KYMEHTOB)

Y4eT Konui CTPaxoBoro hoHAa apXmBHbIX Aen (40KYyMEHTOB)

YyeT hOHA0B 1 ONNCEN apPXUBHBIX e (OOKYMEHTOB)

YyeTt BblOa4n apXmMBHbIX Oen (,EI,OKyMeHTOB) N3 apXnBoxpaHunuila N X Bo3BpaTa

YYyeT 1 KOHTPOJIb BblAayy apXMUBHbIX Aes (JOKYMEHTOB) Ha ayTCOPCUMHI MW UHOE BHELLIHEE XpaHeHme
Y4eT 1 po3biCK HeobHapyXeHHbIX Aen (40KYyMeHTOB)

BeneHune nen oHO0B

KOOp,EI.I/IHaLI,I/Iﬂ obecneyeHuns y4eTa BCeX BUAOB NOKYMEHTOB B apXxmBe

Heobxonumble yMeHUAT0Nb30BaATLCSA YYETHBIMW AOKYMEHTAMU B PaMKaX 31€KTPOHHbIX MH(POPMALIMOHHBIX
CUCTEM OOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTY OpraHM3aLmnm

MoNb30BaTbCA CEPTUPULIMPOBAHHBIMUA aBTOMATU3MPOBAHHBIMY CUCTEMAMI [OKYMEHTMPOBAHHBIX Chep
NEeaTeNbHOCTY OpraHn3aLmm no yvyeTy, perucTpauun, KOHTPOJIO e (4OKYyMEHTOB)

Monb30BaTbCsA UHHOPMALMOHHO-CNIPABOYHBIMU CUCTEMAMU [OKYMEHTNPOBAHHbLIX Chep AesTeNbHOCTY
opraHmsauum

OpraHun30BbIBaTb YYET CTPAX0OBOro (hOHAA apXUBHbIX AeN (AOKYMEHTOB)

MpUMEHSTb HOPMATUBHbIE NMPABOBLIE aKThl, JIOKaJIbHbIE HOPMATVBHbIE aKThbl OpraHN3aLMn U METOANYECKNE
OOKYMEHTbI B 0611aCTK y4eTa apXuBHbIX Aen (A0KYMEHTOB)

BHOCMTb NpefnoXeHns No COBEPLLUEHCTBOBAHMIO METOAMYECKOro obecneyeHns yyeTa pasHblX BULOB
LNOKYMEHTOB B AOKYMEHTUPOBAHHbIX Chepax AesaTeNlbHOCTM opraHn3aumm

Heobxogumble 3HaHMAHopMaTUBHbIE NMpaBoBble akTbl Poccuinckon ®enepaumm B obnactu
LeSIonpon3BoACTBa M apXUBHOIro fena

MeTonn4Yeckue OKYMEHTbI 1 HaLMOHa/bHbIE CTaHA4apThl B 06/1aCTK y4eTa JOKYMEHTOB 1
AOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

OTe4yecTBEHHbIE 1 3apybexxHble CepTUONLNPOBAHHBLIE CUCTEMbI aBTOMAaTU3NPOBAHHOMO Y4eTa apXMUBHbIX
Aen (LOKYyMeHTOB)

OTe4yeCcTBEHHbI 1 3apybeXXHbI OMNbIT B Chepe ynpaBaeHns JOKYMEHTaMI U apXMBHOIO Aena
TpeboBaHmMs K y4eTy 0060 LeHHbIX 1 YHUKaJIbHbIX aPXUBHbIX Aen (LOKYMEHTOB)

Cpoku BbIiNoJIHEHNSA paboT NO y4eTy apXmBHbIX AeN (4OKYMEHTOB)

TpeboBaHMA K HOpMaM BbIMOJHEHNS TPYAO0BOr0 3a4aHNSA NO Y4ETY apXMBHbIX Aen (4OKYMEeHTOB)
O6Lme NpUHLMMBI y4eTa U KOMMNIEKTOBaHNS Aen (AOKYMEHTOB) OrpaHMYeHHOro 4ocTyna
TpeboBaHMA 0XpaHbl TpyAaa

Opyrue xapakTepucTuKu-

3.1.4. TpynoBas pyHKUUA

HavmeHoBaHMe
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OpraHun3aums Ucrnosb30BaHUs apxmBHbIX Aen (aokymeHToB)KoaA/04.5YpoBeHb (MoaypoBEHb)
KBannpukaummns

MpoucxoxaeHve TpyAoBon GyHKUMNOPUrnHanX3anMcTBOBaHO M3 OpUruHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpoeccMoHabHOro cTaH4apTa

Tpynosble aencteusPaspaboTka TpeboBaHU K MHHOPMALMOHHO-MOVCKOBLIM CUCTEMAaM apXMBa

Monnep)kka B akTyasbHOM COCTOSHUM 3NEKTPOHHbIX MHOPMaLMOHHO-MONCKOBbIX CUCTEM apXuBa B
AOKYMEHTUPOBAHHbIX Chepax AesTeIbHOCTM OpraHmn3aLum

CocTaBneHMe CNPaBOYHO-MOUCKOBLIX CPEACTB K apXMBHbLIM AeflaM ([OKYMEHTaM), y4TEHHbIM B apXVBE U B
LNOKYMEHTUPOBAHHbIX Chepax AeATeNbHOCTM OpraHu3aLmum

MoAroToBKa OTBETOB Ha 3aMpOChl apXMBHbIX e (LOKYMEHTOB)
MoaroToBKa paboThl NOb30BATENEN B YNTANbHBIX 3a/aX apXxmBa

MoaroToBKa A0CTYMNa PaboTHWKOB CTPYKTYPHbIX NOApa3Ae/eHnin opraHm3auumy K MHopMaLIVOHHO-
MOVNCKOBbLIM CUCTEMAM apXx1Ba OpraHm3aLum

MoaroToBKa OOKYMeHTaJIbHbIX ny6n|/|Kau,|/||7| APXUBHbIX Oen (,EI,OKyMeHTOB) B COOTBETCTBUIN C
cywecTsyrowuMn HopMaMi 1 rpaBusiaMmn

MoAroTOBKa BbICTABOK apXMBHbIX €N (LOKYMEHTOB)
MpoBeaeHne KybTYPHO-NMPOCBETUTENbHbLIX MEPONPUATUI C UCMOJIb30BAHNEM apPXMBHbIX Aef (LOKYMEHTOB)

Heobxogumble ymeHNACncTemMaTn3nNpoBaTb 1 0606WIaTh CBEAEHUS O COCTaBE N COAEPXAHUN apXMBHbIX OenN
(0OKYMEHTOB)

Ncnonb3oBaTh MHOPMALIMOHHbBIE TEXHOOT M B 06/1aCTH CO3AaHNS CNPaBOYHO-NMOUCKOBbLIX CPEACTB apXuBa
N OKYMEHTMNPOBAHHLIX Chep AesATebHOCTU OpraHm3aLum

®opMMPOBaTb OCHOBHbIE U BCMIOMOraTesIbHble BUAbl aPXUBHbLIX CMIPABOYHUKOB B 3/IEKTPOHHON (hopme
MoAroTaBaMBaTh MH(OPMALMOHHbLIE OKYMEHTbI MO 3aMNpoCcaM Nnosib30BaTeNIeN Pa3fINyHbIX KaTeropui

Heobxoamnmele 3HaHMAHOPMaTMBHbIE MPaBOBble akThl Poccminckon depepauum B 061acTu
[.e/IoNpon3BOACTBa U apXMBHOIro Aesa

HopMaTuBHbIE MPaBoBble akThl Poccuitckon ®eaepaLn B 061aCTh 3aLUMUThI NEPCOHANbHbBIX AAHHbIX

HopmaTumBHbIE NpaBoBble aKThl Poccuinckon ®epepaumm B 061aCT MHGDOPMaLMKU, NHPOPMALIMOHHBIX
TEXHOJI0T 1A, 3aUTbl UHGOPMALUKN 1 NEPCOHANbHBIX AaHHbIX, LMMPOBOA TpaHChopMaLum

MeTonn4yeckne OKYMeHTbl B 061aCTV MCMOb30BaHNA U MYBANKaL N apXUBHBIX Aef (LOKYMEHTOB)

MeXxayHapoaHble CTaHAapTbl B 06/1aCTU ONMCaHNS OKYMEHTMPOBAHHOW MH(OPMaLIMKU B apXUBHBIX
YyUYPEXAEHUSX

CepTuULMPOBaHHbIE MHHOPMALIMOHHO-NMOUCKOBLIE CUCTEMBI B 061aCTV pa3paboTKM HayYHO-CMPaBOYHOr 0
annapaTa AOKYMEHTUPOBAHHbLIX chep AesTeNbHOCTY OpraHM3aLmm

MPUHLIMMNLI U METOAbI APXUBHOTO MEHEI)KMEHTA B CPEPE UCMO/b30BAHUS PETPOCNEKTUBHOW MH(OPMALIMN 1
yCnyr cneunannucToB apxmea

CpoKU BbINONHEHWst paboT Mo opraHM3aLnmn NCMob30BaHNS apXUBHbIX Aen (L0KYMEHTOB)
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OpraHu3aLMOoHHbIE NPUHLMMbI UCMOb30BaHNSA LOKYMEHTOB OrpaHMYEeHHOro f4oCTymna
icTouHMKoBeoYeckmne ocobeHHOCTY 1 nctopuorpadmnyeckas 6asa paboTbl C pa3HbIMU BUAAMN OKYMEHTOB
TpeboBaHMA K NOArOTOBKE apXUBHbIX CMPABOK U BbIMUCOK U3 apXMBHbIX LOKYMEHTOB

TpeboBaHMA K HOpMaM BbIMOJHEHNS TPYAOBOr0 3a4aHNA MO OPraHM3aLumn NCNOJSIb30BaHNA apXNBHbIX Aen
(0OKYMeHTOB)

TpeboBaHWs oxpaHbl Tpyaa
Opyrue xapakTepucTnkm-

3.1.5. Tpynosasa pyHKUUSA

HanmeHoBaHMne

XpaHeHue, KOMMNAEKTOBaHME, Y4YET 1 UCMOMb30BaHNe Aes (JOKYMEHTOB) BPEMEHHOIO
xpaHeHnsKogA/05.5YpoBeHb (MoaypoBeHb) KBaanpukaunmns

MpoucxoxaeHve TpyaoBon yHKUMMOPUrnHanX3anMcTBOBaHO M3 opUruHana

Kopn opuruHana
PerncTpauunoHHbI HoMep NpodeccMoHasibHOro CTaHaapTa

Tpynosble eNcTBUAKOHTPOMb 3a cucTemMaTnsaumen n opMmpoBaHmem aen (LOKYyMeHTOB) BPEMEHHOM O
XPaHeHUs B CTPYKTYPHbIX NoApa3fesieHNs X opraHu3aumm

YyeT onucei e BPEMEHHOTO XPaHEHUS CTPYKTYPHbIX NoApa3aesieHnin opraHn3aLmuy B TPAANLMOHHOM U B
3/1eKTPOHHOM BUfe

Pa3paboTka pekomeHAaLW MO UCMOJIb30BAHMIO Pa3/IMYHbIX HOCUTENEN 41 COXPAaHHOCTW Len
(OKYMEHTOB) BPEMEHHOI0 XpaHeHNA

CucTtemaTtumsaums gen (LoKyMEeHTOB) BPEMEHHOMO XPaHEHNS, MPUHATLIX OT CTPYKTYPHLIX NOApa3LeneHnii
opraHu3aunm, 4aa pa3MeLLeHns B XpaHWIULLE apXxnBa OpraHm3aLmm

KOHTPO/b BblAa4yn B onepaTBHOE MoJb30BaHUE Aen (I0KYMEHTOB) BPEMEHHOMO XPaHEHNS 1 X BO3BpaTa
MpoBeaeHWe 3KCNepTu3bl LIEHHOCTY Aen (AOKYMEHTOB) BPEMEHHOI0 XPaHEHNS B apX1BE OpraHn3aLnm

MNoproTtoBka fen (JJ,OKyMeHTOB) BPEMEHHOIro XxpaHeHuna, NPUHATBLIX OT CTPYKTYPHbIX I'IOJJ,p&B,El,eﬂeHI/IIZ, Ha
YHNYTOXEHNE

Co3flaHue aKTOB O BbIAENEHNMN Ha YHUYTOXEHNE AeN (LOKYMEHTOB) BPEMEHHOMO XPaHEHNS C NCTEKLUMMY
CPOKaMu, MPUHSATBIX OT CTPYKTYPHbLIX NOAPa3AeNeHni

KOHTPO/b 3@ (hU3NYECKNM YHUHTOXEHNEM AeN (LOKYMEHTOB) BPEMEHHOI 0 XPaHEHUS C UCTEKLLIMMM
CPOKaMU, MPUHATBIX OT CTPYKTYPHbIX NOApPa3AeNeHNi

KOHTPOJIb 32 NPOLLECCOM YHUYTOXEHUSA fen (JJ,OKyMeHTOB) BPEMEHHOIro XxpaHeHna ¢ NCTEKWNMK CPOKaMK

Heobxogunmbie YMeHI/IFIOpFaHI/IBOBbIBaTb n obecneynBaTb XpaHeHne oen ()J,OKyMeHTOB) BPEMEHHOI0
XpPaHeHua opraHn3aunn B TPaONLMOHHOM U B SN1EKTPOHHOM BUae

KoHTpompoBaTb pa3paboTKy CTPYKTYPHLIMU NoApa3Ae eHNsMIU ONUCER N akTOB O BblAENIEHUN Ha
YHUUTOXEHWE fieN (IOKYMEHTOB) BPEMEHHOMO XPaHEHNS B TPAAULIVOHHOM M B 3/1EKTPOHHOM BUAE

®opMUpPOBaTh eAVHULII XPAaHEHWS OKYMEHTOB [/ UX MOCAEeAYIOLLIEro pa3MeLLEeHNs B apXuBe
opraHusauum

CocTaBnaTh CMpaBO4YHO-NMONCKOBbIE CPeACTBaA K apXMUBHLIM AeJlaM (}J,OKyMeHTaM)
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OcyLwecTBAATb MOVUCK AN (A0KYMEHTOB) BPDEMEHHOIO XPaHEHUS B MPOLIECCE NX XPAaHEHNS B CTPYKTYPHbIX
noapasaeneHnsix 1 apxnee opraHn3aLnm

OcyLwecTBAATb METOANYECKOE PYKOBOACTBO OPraHmn3aLmen XxpaHeHus aen (LOKYMEHTOB) B CTPYKTYPHbIX
nofpasfeneHnsx opraHun3aumm

OKa3blBaTb CTPYKTYPHbIM Noapa3ieneHnsM NPakTUYeCKyo NoMOLLb B OPraHn3aLnn XpaHeHus nen
(DOKYMEHTOB)

Pa3pabaTbiBaTb CNPaBOYHO-MH(POPMALIMOHHbIE IOKYMEHTbI MO OpPraHM3aLnmn NCNob30BaHNs Aen
(OKYMEHTOB) BPEMEHHOI0 XpaHeHWs B CTPYKTYPHbIX NOApa3aefieHnsX U apxmBe opraHm3auum

MpoBOANTL 3KCNEPTU3Y LIEHHOCTY e (NO0KYMEHTOB) BPEMEHHOMO XPaHEHNs, NepelaHHbIX B apXuB
OnpenensTb CPOKU XpaHEHUS OeN (LOKYMEHTOB) BPDEMEHHOIO XpPaHeHWs

ObecneymBaTb 3alMTY Aen (LOKYMEHTOB) BDEMEHHOIO XPaHEHUS B OpraHu3aLum ot
HECaHKLIMOHMPOBAHHOIO JOCTYMNa UM YHUYTOXKEHNS

MpoBOANTb (U3NYECKOE YHNYTOXEHNE e (LOKYMEHTOB) BPEMEHHOI0 XPaHeHNS C UCTEKLIMMIN CPOKaMM
XpaHeHNs Nnocse CornacoBaHMs co CTPYKTYPHbIMI NOApPa3AeNeHNs MM OpraHn3aLmm

OhopMASATL y4YeTHblE JOKYMEHTbI 06 YHUYTOXEHUN Aen (AOKYMEHTOB) BPEMEHHOI0 XPaHEHUS C UCTEKLLMMM
CPOKaMU XpaHeHUs1 COBMECTHO CO CTPYKTYPHbIMI MOAPa3AeNEHUSAMIN OPraHn3aLum

Heobxoaumble 3HaHMsAHopMaTUBHbIE NpaBoBble akThl Poccuinckon ®enepaumnm B obnactu
LesIonpon3BoLCTBa M apXUBHOIro fena

HopMaTuBHbIe NpaBoBblie akTbl Poccuinckon ®epepaumn B 061aCT 3aLLMThl NEPCOHANbHbIX AaHHbIX
HopMaTuBHbIe NpaBoBble akTbl Poccuinckon ®enepaummn B 061acT KOHGUAEHUNANBHOCTY MHOPMaLMK
MeTOJJ,I/I‘-IeCKVIe OOKYMEHTbl N HallMOHaJIbHblE CTaHOaPThbI B obnactun nenonponssoacTBa U apxXxnBHOIo Aesa
JlokanbHble HOPMaTMBHbIE aKTbl OpraHM3auumn B 061acT 4enonpon3BOACTBa U apXMBHOIo Aena
MeToanka pa3paboTku hopM y4eTHbIX LOKYMEHTOB B TPAAMNLIMOHHOM W B 3/IEKTPOHHOM BrAe

MpaBnna cuctemaTusaunm n KnacCcugmkaumm JOKYMeHTOB

0cobeHHOCTM OpraHM3aLnn XpaHeHns oen (4OKYMEHTOB) Ha Pa3IMYHbIX HOCUTENAX

KpuTepun onpeaeneHns LeHHOCTN Aen (LOKYMEHTOB) NS AasbHENLWEro XPaHEHUS NN YHUHTOXEHNS
TpeboBaHMA K NpoLieccaM YHUHTOXEHNS MHADOPMaLMKN B TPAANLIMOHHOM W 3IEKTPOHHOM BMAE
PekoMeHaauum 3KCNepTHON KOMUCCUN OpraHn3aLmm

PekomeHpaumn 3KCI'IepTHO-I'Ip0BepO‘-IHOIZ KOMUCCUN ToCcyaapCTBEHHOI0 NN MYHULUWNaIbHOro apXmBa WUin
3KCI'IepTHOIZ KOMUCCUN OpraHn3auunmn

TpeboBaHMA oxpaHbl Tpyaa
[pyrvne xapakTepucTuku-

3.2. 0606LeHHas TpyaoBas hyHKLUS
HanmeHoBaHue
PykoBogcCTBO nogpasaeneHmnem apxmsaKonBYpoBeHb KBanndmkaummé

MpouncxoxxaeHne 060bLieHHON TpyaoBON (yHKLUUNOPUrnHanX3anmcTBOBaHO 13 OpUrnHaia
KoL opurnHana
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PerncTpaunoHHbI HoMep NpodeccMoHabHOro CTaHaapTa

Bo3MOXXHble HaMEHOBAHUS AO/HKHOCTEN, NPOecCcnitPykoBoANTE b NMOAPA3AeNIeHUs (AenapTaMeHTa,
ynpasneHuns, cnyx0bl) apxuBa, apXMBHOIr0 XpaHeHWs opraH13aLmum
3aBefyloLWwnii apXxMBOM, apXMBHbBIM XpaHEHNEM OpraHn3aLnm

TpeboBaHma kK 0bpa3zoBaHuMio U 06yyYeHntoBbICLLIee 0bpa3oBaHue - bakanaBpuaT

nnn

Bbiclee obpasoBaHue (HenpoduabHoe) - bakanaBpuaT 1 AOMNOAHUTENBHOE NPOdECCUOHaIbHOE
obpa3zoBaHuWe - NporpaMMbl NPOdPECcCUOHaNbHOW NepenoaroTOBKM NO NPOQUI0 AeATeNbHOCTH
TpeboBaHMA K ONbITY NpakTMYyeckon paboTbiHe MeHee Tpex neT B 061aCTM XpaHEHNS, KOMMIEKTOBaHWS,
y4yeTa U UCNOob30BaHUA Aen (LOKYMEHTOB) B apXunBax, MOAPa3AeNeHUAX apXMBHOMO XpPaHeH s

Ocobble ycnoeus gonycka k pabotellpoxoxxaeHne obyveHns mepam noxapHon 6e3onacHoOCTH
MpoxoxaeHne oby4yeHns 1 NpoBepKK 3HaHWIN TpeboBaHUI OXpaHbl TpyAa

Opyrue xapakTepucTuKu-

JlononHNTENbHbIE XapaKTEPUCTUKM

HanmeHOBaHMe OOKYMeHTa

Kog

HanmeHoBaHme 6a30BoM rpynnbl, 4OHKHOCTU (Mpodeccnn) uim cneunanbHoOCTH
OK32621CreumanncTbl apx1MBOB 1 My3eeB

EKC-3aBenywouwmin apxnsom

-3aBeyoLNA TEXHUYECKM apXUBOM

-HavanbHuk oTaena (btopo, rpynnbl) (B MPOMbILLAEHHOCTN)
OKNATP219023aBenyownii apxneom

221533aBefyoLnin TEXHNYECKUM apXUBOM
24418HavanbHuUK apxmBa

24695Ha4vanbHuK otaena (hpMHaHCOBO-9KOHOMUYECKOr0 M aAMUHUCTPATUBHONIO)
OKCO07.46.03.02[lokyMeHTOBEAEHME 1 apXMBOBELEHME

3.2.1. TpynoBas hyHKLMA

HanmeHoBaHue

PyKOBOACTBO AeATENbHOCTBIO M0 aPXUBHOMY XPaHEHMo fes (GOKYMEHTOB), Y4eTy M UCMOJIb30BaHUIO Len
(mokymeHTOB) B opraHu3aunnkKonB/01.6YpoBeHb (NoaypoBeHb) KBasmdukaummé

MpouncxoxxaeHne Tpyaoson hyHKUMMOpUrnHanX3anMCcTBOBAHO U3 OpurMHana

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCnoHa bLHOro CTaH4apTa

Tpyanosble gencrenaOnpepeneHne uenen n 3agad nogpasfeneHns no apxnBHOMY XpaHeHuto aen
(BOKYMEHTOB), y4eTy U UCNOJIb30BaHMIO Aen (LOKYMEHTOB) OpraHu3aumm

PacnpepneneHne fOMKHOCTHbIX 06s3aHHOCTEN Mexay paboTHUKaMK NoapasfeneHuns Mo apxMBHOMY
XpaHeHuto fen (LOKYMEHTOB), y4eTy 1 NCMOb30BaHMIO Aen (4OKYMEHTOB) OpraHu3aLmm

Pa3paboTka MoJIOXKEHUs 0 NoApa3AeNeHNN N0 apPXMBHOMY XPaHEHUIO AeN (LOKYMEHTOB), Y4ETY 1
NCMoJIb30BaHNIO Aen (JOKYMEHTOB) OpraHu3aLunm

Pa3paboTka AOMKHOCTHBIX MHCTPYKLMIA pabOTHUKOB NOApa3AeeHnsa No apXMBHOMY XpPaHEHUO aen
(BOKYMEHTOB), y4eTy U UCNOJIb30BaHMIO Aen (LOKYMEHTOB) OpraHu3aumm
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MnaHMpoBaHWe OesTeNbHOCTY Noapa3ae/ieHns No apXUBHOMY XpaHeHWo fen (AOKYMEHTOB), YYeTy U
NCMoJib30BaHNIO Aen (JOKYMEHTOB) OpraHu3aLmm

KOHTpO/b COBMI0AEHUS TPYAOBOWN ANCLMMIIMHBI, MPaBWA BHYTPEHHEr0 TPYIOBOro pacnopsiika u
TpeboBaHWiN 0XpaHbl TPyAa paboTHUKaMK Noapa3ae/ieHUs N0 apXMBHOMY XPaHEHUIO fen (LOKYMEHTOB),
YYeTy 1 UCMOJIb30BaHUIO AeN (LOKYMEHTOB) OpraHu3aLum

KOHTPO/b BbINOSHEHUS pabOTHVKaMK NoApa3aeNeHns No apXMBHOMY XpaHeHWIO AeN (LOKYMEHTOB), yYeTy
1 UCMOMIb30BaHMIO AeN (LOKYMEHTOB) OPraHn3aLmmn IOKaslbHbIX HOPMaTVBHbLIX aKTOB OpraHU3aLum

OnpegneneHne noTpebHOCTY NoApa3AeNeHNs N0 apPXUBHOMY XPaHEHUIO Aen (LOKYMEHTOB), Y4YeTy u
NCNOJIb30BaHMIO Aen (LOKYMEHTOB) opraHu3aumm B obopynosaHuy, nporpaMmMmHoM obecnedveHun,
MaTepuasbHbIX, PUHAHCOBLIX N pecypcax

MoAroToBKa NPeAsIoXEHNn No MogepHn3aumm pabovmx MecT paboTHNKOB Noapa3aesieHns No apxnBHOMY
XpaHeHuto fen (4OKYMEHTOB), y4eTy 1 UCMO/b30BaHNO e (4OKYMEHTOB) opraHu3auunm

OnpegneneHune 3phHeKTUBHOCTM AesTENIbHOCTU NoApa3Ae/eHns Mo apXBHOMY XpaHeHMWo Aen
(OKYMEHTOB), Y4€TY U NCMONb30BaHWI0 e (JOKYMEHTOB) OpraHu3aLmm

MOHWUTOPWHT PbiHKA ayTCOPCUHIOBbIX YCNYT U YCYT BHELWHEr0 XpaHeHus fes (LOKYMEHTOB)

Heobxogumble ymeHNSONpeaensiTb KOMMNETEHLMN U OTBETCTBEHHOCTb 3aMeCTUTENIEN PyKOBOAUTENS,
COTPYOHWKOB NOApa3aeSieHNs Mo apXMBHOMY XPaHEHWIO fen (OKYMEHTOB), Y4eTy M UCMOSb30BaHWIO AeN
(OOKYMEHTOB) OpraHu3aumnm

ObecneymBaTb B3aMMOAENCTBME NOAPA3AENEHUS MO aPXMBHOMY XPaHEHUIO Aen (LOKYMEHTOB), Y4eTy 1
NCMOJIb30BaHNIO Aen (JOKYMEHTOB) CO CTPYKTYPHbIMI NOAPa3AeNieHNIMU 1 JOSXKHOCTHLIMU ULaMU
opraHu3auum

ObecneynBaTh B3aMMOAENCTBUE NOAPA3AENIEHNS MO aPXUBHOMY XPaHEHWUIO A& (LOKYMEHTOB), YYeTy U
MCMNO/b30BaHWNIO e ([O0KYMEHTOB) C BHELUHUMYK NOTPEOUTENSIMM apXMBHON MHGOPMaLUK

PaspabaTbiBaTb JIOKaJIbHble HOPMATWBHbIE aKTbl OPraHn3auum No apXMBHOMY XpaHeHWo aen (4OKYMEHTOB),
yyYeTy 1 UCMOoNb30BaHWMIO Aes (4OKYMEHTOB)

CocTaBnaTb Bl0gKeT nogpa3feeHns no apxXxmBHOMY XpaHeHWo aen (LOKYMEHTOB), YY4ETY 1
NCMoNb30BaHNIO Aen (AOKYMEHTOB) B OpraHu3aumm

CocTaBnsaTb 0TYeT 06 UCNoNHEHMM Bloa)KeTa noapa3aesieHnst No apXUBHOMY XPaHEHWIO Aen ([10KYMEHTOB),
YYeTy U NCMOJIb30BaHNO Aen (AOKYMEHTOB) B OpraHmn3aLum

OueHuBaTb paboTy Noapa3aeneHns no apxmMBHOMY XpaHEHUO Aen (OOKYMEHTOB), YH4ETY U UCMOb30BaHNIO
Aen (0OKYMEHTOB) U OTAe/bHbIX PaboTHUKOB

OpraHn3oBbIBaTh 00y4eHVe paboTHMKOB NOAPA3AENEHUS N0 aPXUBHOMY XPaHEHUIO Aen (LOKYMEHTOB),
y4yeTy ¥ UCMOJIb30BaHUIO feN ([OKYMEHTOB) OpraHu3aLum

OnpepensiTb NPUOPUTETHLIE HaMNPaBIEHNS Pa3BUTUS NoAPa3AE/IeHNS MO apPXMBHOMY XPaHEHWIO Aen
(LOKYMEHTOB), Y4€TY U NCMONb30BaHNIO e (AOKYMEHTOB) OpraHu3aLmm

PaspabaTbiBaTb 3 (PEKTUBHYIO KAAPOBYIO MOJIMTUKY, MPUHNMATb MEPbI MO MOBbILLEHNIO JIOASIBHOCTU 1
MOTMBaLMKN paboTHMKOB

BHeapsATb HOBblE TEXHONOIMW B AEATENbHOCTb NOAPa3AEeHNS N0 apXMBHOMY XPaHEHUIO Aen
(BOKYMEHTOB), y4eTy U UCMOJIb30BaHMIO Aen (LOKYMEHTOB) B OpraHusaumnm

Pa3pabaTbiBaTb TpeboBaHMSA K ayTCOPCMHIOBLIM YC/yram BHELLIHEr0 XpaHeHNs Aen (4OKyMeHTOB)
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Heobxoaumble 3HaHMsAHopMaTUBHbIE MpaBoBble akThbl Poccuinckon ®enepaumm B obnactu
LeNIonpon3BoACTBa M apXUBHOIo fena

MeTogun4yeckne LOKYMEHThI B 06s1acTn MCNosb30BaHNA U I'Iy6J'II/IKaLI,I/II/I APXMUBHbIX Oen (,D,OKyMeHTOB)

MpaBnna cocTaBneHns U 0POPMIEHNA NI0KaIbHbIX HOPMATMBHbLIX aKTOB MO apXMBHOMY XpPaHEHUIo Aen
(0OKYMEHTOB), YH4ETY W MCMOJIb30BaHWNIO AeN (JOKYMEHTOB)

OcobeHHOCTM TpyAa pabOTHNKOB NoApa3AeNieHNs Mo apXUBHOMY XPaHEHUIO Aen (OOKYMEHTOB), y4YeTy U
NCMonb30BaHNIO Aen (AOKYMEHTOB) B OpraHu3aumm

CTpyKTypa opraHu3auuu, ee nogpasaeneHui

MpaBnia HOPMUPOBAHNS TPyAa PabOTHNKOB NoApa3Ae/ieHUs Mo apPXUBHOMY XPaHEHWIO AeN (OOKYMEHTOB),
Y4eTY 1 UCMOJIb30BaHUIO Aen (JOKYyMEHTOB)

MpaBuna cocTaBsieHNs booxeTa noppasgeneHna n 0OT4ETHOCTM NO ero NCNoJIHeHNo

Mpasuna opraHm3aunm paboynx Mect paboTHNKOB NOAPA3AENEHNSA NO APXUBHOMY XPaHEHMWIO Aen
(DOKYMEHTOB), y4€TY U UCMOJIb30BaHMIO Aen (LOKYMEHTOB) B OpraHusaumnm

TpeboBaHMA 0XpaHbl TpyAaa
[pyrve xapakTepucTuku-

3.2.2. TpyLnoBas (hyHKLNA

HavmeHoBaHVe

OpraHusaums pa3paboTkn NOKanbHbIX HOPMATUBHbIX aKTOB U METOAMNYECKMNX LOKYMEHTOB MO XPaHEHMUIO,
KOMMJ/IEKTOBAHUIO, Y4ETY 1 NCMOJIb30BaHWNIO apXMBHbIX Aen (4okymeHToB)KoaB/02.6YpoBeHb (MoaypoBeHb)
KBasMpurkaunme

MpoucxoxaeHve TpyaoBon GyHKUMMOPUrnHanX3anMcTBOBaHO M3 opUruHana

Kol opurmnHana
PerncTpaunoHHbIi HoMep NpodeccMoHabHOro CTaHdapTa

Tpynosble genctenaOnpeneneHne pernamMeHToB apXMBHOro XpaHeHns aen (4OKyMeHTOB), y4eTa u
NCNosib30BaHMA aen (4OKYyMEHTOB) B OpraHusaumnm

Pa3paboTka NoNNTUKK (AOPOXKHON KapTbl) OpraHu3auum B 061acT apXnMBHOMO XpaHeHNs Aen (LOKYMEHTOB)
opraHu3auun

Pa3paboTka noKasbHbIX HOPMATUBHbLIX aKTOB OpPraHM3aLumn B cchepe apXmMBHOIO XpaHEeHUs gen
(BOKYMEHTOB), y4eTa 1 UCNoSib30BaHWA Aen (LOKYMEHTOB) B OpraHun3aLmm

CornacoBaHMe JI0KaJibHbIX HOPMATUBHbIX aKTOB MO apXVMBHOMY XPaHEHMWIO Aen (LOKYMEHTOB), YYETY U
MCMNOJIb30BaHMWIO Aen (LOKYMEHTOB) B OpraHusaumnm

O3HaKoMeHne PaboTHNKOB C JIOKaIbHbIMU HOPMATUBHbBIMI aKTaMU 1 METOAUYECKMMU [OKYMEHTAMM
OpraHu3aLnmn Nno apxmBHOMY XpaHeHUo aen (10KYMeHTOB)

KoHCynbTupoBaHne paboTHUKOB OpraHM3aLuy No BONpocam NpuMeHeHNs I0KasibHbIX HOPMaTKBHbIX aKTOB
1 MeToaMK paboTbl C AenaMu (AOKYMEHTaMI) OpraHmn3aLun

AKTyanu3aums NoKasbHbIX HOPMATUBHbIX aKTOB U METOLNYECKMNX AOKYMEHTOB OpraHu3aLuumn no apxmeHomy
XpaHeHuto fen (LOKYMEHTOB), y4eTY M NCMO/Ib30BaHMIO AeN (AOKYMEHTOB) B OpraHun3aLmm

Heobxonmmble ymeHusiPaspabaTbiBaTb NOANTUKY (LOPOXHYIO KapTy) OpraHn3aummn B cepe apxnBHOro
XPaHeHust aen (LOKYMEeHTOB), y4eTa 1 NCMosib30BaHNA AeN (AOKYMEHTOB) B OpraHM3aLmm
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OpraHn30BbIBaTb AeATENbHOCTb Paboynx rpynmn no NoAroTOBKE NPOEKTOB JI0KaJIbHbIX HOPMATKBHbIX aKTOB
opraHusauum

MpoBoAunThL Npouenypbl PACCMOTPEHUS, KONNIEKTUBHOIO Oﬁcy)K}J,eHl/Iﬂ N CcornacoBaHusa NpPoOeKTOB
JTOKaJIbHbIX HOPMaTUBHbLIX aKTOB OpPraHn3aunn

3almiLaTh UHGOPMaLMOHHbLIE PECYPChl apXMBa, NoAPa3Ae/IeHNS apPXUBHOMO XPaHEHNS OT
HeCaHKLMOHMPOBAHHOIO fOCTYNa

Heobxoaumble 3HaHMAHopMaTUBHbIE NpaBoBbIe akThbl Poccuinckon ®enepaumm B obnactu
LeNIonpon3BoACTBa M apXUBHOIo fena

MeToanyYeckmne OKYMEHThI U HaUMOHabHbIe CTaHAaPTbl B 061aCT apXMBHOr0 XpaHeHnsa gen
(DOKYMEHTOB), y4eTa 1 UCNoSIb30BaHMA aen (LOKYMEHTOB) B OpraHun3aLmm

TUNOBbIE MONIOXKEHNSA Y MHCTPYKLMW MO apXMBHOMY XPaHEHMIO AeN (LOKYMEHTOB), YYETY M 1CMOJIb30BaHNIO
Len (LOKyMeHTOB) B OpraHu3aumnsax

TpeboBaHMs K CTPYKTYPE W COAEPXKAHMIO JIOKAJIbHbIX HOPMATVBHbLIX aKTOB MO apXUBHOMY XPaHEHWIO Aen
(OKYMEHTOB), Y4€TY U UCMO/b30BaHWI0 e (JOKYMEHTOB) B OpraHu3aLmm

MpaBuna pa3paboTku 1 ohopMaeHNsa OKYMEHTaLMM L ee TUMOBbIX (POPM B 0671aCTN apXMBHOIO XpaHeHWs
Aen (DOKYMeHTOB), y4eTa 1 UCNoJib30BaHNA Aen (LOKYMEHTOB) B OpraHn3aumnsax

MpaBuna yyeTa 1 NCNoab30BaHNA AeN (AOKYMEHTOB) B OpraHM3aumm

MopsfoK 03HaKOMAEHNS PabOTHMKOB C IOKaNbHLIMN HOPMAaTMBHbLIMW aKTaMu OpraHu3aLum
OpraHu3aLMOHHbIE NPUHLMMLI YYeTa 1 KOMMIEKTOBaHMSA fen (40KYMEHTOB) OrpaHMYeHHOro AoCTyna
TpeboBaHMA 0xpaHbl TpyAaa

[pyrue xapakTepucTuku-

3.2.3. TpyLoBas (hyHKLNA

HavmeHoBaHVe

MocTpoeHne CMCTEMbI aPXUBHOMO XpaHeHWs fen (L0KyMeHTOoB) B opraHusaumnkKoaB/03.6YpoBeHb
(moaypoBeHb) KBanNpUKaunumne

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

KoL opurvnHana
PernctpaunoHHbIn HoMep NpoecCcMoHanbHOro CTaHaapTa

TpyaoBble 4enCTBUSABHeOpPeHNe CTaHAapTOB OpraHn3aunn B Chepy apXmMBHOro XpaHeHNsa aen
(0OKYMEHTOB) B OpraHm3aumm

PacyeT pyCKOB 1 SKOHOMUYECKOW 3D(EKTUBHOCTM OT BHEIPEHMS CTaHAAPTOB OpraHn3aumm B cohepy
apXMBHOr0 XpaHeHWs Aen (4OKYMEHTOB) B OpraHu3aLmun

PerynmpoBaHne nedaTenbHOCTU NO CO3AaHUI0 1 COBEPLLUEHCTBOBAHMIO CUCTEMbI aQPXMBHOIO XpPaHEHUS Oen
(DOKYMEHTOB) OpraHmsaumm

Mononep)aHue CUCTEMbI aPXMBHOIO XpPaHEHUS Aen (IOKYMEHTOB) OpraHu3aLuy B akTyasbHOM COCTOSIHIM

BHenpeHne COBPEMEHHbIX METOMIOB U CPeACTB 06paboTKu MH(OPMaLIMK B CUCTEME aPXMBHOIO XPaHEHUS
Aen (LOKYyMEeHTOB)

Pa3paboTka nnaHoB 1 rpadkoB paboT apXMBHOIO XPaHEeHWUs aen (LOKYMEHTOB) OpraHu3aLumnm
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KoHCyibTMpoBaHMe paboTHNKOB OpraHm13aL/Mi No BONpPoCcaM apXUBHOMO XpaHeHNs Aen (LOKyMeHTOB)

KoHcynbTupoBaHue paboTHUKOB OpraHM3aLum Mo 3anpocamM BHELIHUX NoTpebuTenein apxnBHoi
MHMOpMaLUy opraHusauum

Heobxoaumble yMeHUSAHaNN3NPOBaTb NEPENOBON OTEYECTBEHHbIN U 3apybexxHbIn onbIT B 061acTn
ynpasfieHNs OOKYMEHTaMUN 1 apXnBHOIO XpaHeHWa Aen (LOKYMeHTOB)

AHann3npoBaTb NHPOPMALINIO O COCTOAHUN CUCTEMbI aPXUBHOIO XpPaHeHUs aen (}J,OKyMeHTOB) n
TpE6OBaHVIFIX MeXXBeJOMCTBEHHOI0 3/IEKTPOHHOI 0 B3aMMOAENCTBUSA

BHOCUTB npennoXeHnsa no opraHnsaunm n copepieHCTBOBaHUID CUCTEMbI aPXWUBHOIO XpaHeHNA aen
(D.OKYMEHTOB) N MeXBeJOMCTBEHHOIO 3/1IEKTPOHHOI O B3aMMOOeNCTBMUSA

ObecneynBaTb AOCTYN NoApa3fe/ieHNA OpraHM3aUmn K apxuBHbIM Aenam (I0KyMeHTaMm)

ObecneynBaTb OOCTYMN K apXMBHbIM AenaM (JOKYMeHTaM) BHELLHMX NoTpebuTenen apxnBHom nHGopMaLmnn
opraHu3auun

OueHnBaTb 3(PPEeKTUBHOCTb NPOLLECCOB LOKYMEHTUPOBAHHbLIX Chep AeAaTesIbHOCTM OpraHnu3aumnm
OcyLuecTBAATb MeTOANYeCKoe obecneyeHrne apxnBHOro XpaHeHNs en (LOKYMEeHTOB)

Heobxogumble 3HaHMsAHopMaTUBHbIE NpaBoBble akThbl Poccuinckon ®epepaumm B 0bnactu
[lefonpon3soncTBa U apXMBHOIro fena

HopMaTuBHbIe NpaBoBble akThbl Poccuickon ®epepaumm B 061acT MIHPOPMALIMOHHBIX TEXHOIOTUIA 1
3alWMThl MH(OPMaLUK, LMGPOBON TpaHChopMaLum

MeToon4Yeckne OKYMEHTbI U HaLMOHabHbIe CTaHAAPThl B 06/1aCTK AeN0Npon3BOACTBa U apXNBHOMO Aena
MeXOyHapoaHble CTaHAapTbl B 06/1acTy ynpaBieHns AOKYMEHTAMU U apXVUBHOTO Aena

MepenoBoit 0TEYECTBEHHbIA OMbIT 1 Hay4Hble pa3paboTKu B 061aCTW yNpaBAeHUs LOKYMEHTaMM 1
apPXMBHOI0 XpaHeHus nen (4OKYMeHTOB)

CpencTBa cbopa, nepenayn, obpaboTkn nHpopmaumm n obMeHa nHpopmaLmen B LOKYMEHTMPOBAHHbIX
chepax fesaTenbHOCTU opraHusaumm

Mopsapok pa3paboTku, ohopMaEHMS 1 COrNacoBaHNA IOKalbHbIX HOPMATWBHbLIX aKTOB OpraHu3aLmmn
CTpyKTypa v HanpaBneHns AeATeNbHOCTI OpraHu3aumm
MopsiioK B3aMMOAeNCTBUSA NoApa3fe/ieHNin OpraHm3agmm

MopsAoK B3aUMOLENCTBUSA NoAPa3AeNeHNIA OpraHn3aLny ¢ BHELLHUMY NOTPebuTensaMm apxnBHoOM
NHdopMaL K

MeToAbl MPOEKTUPOBAHNSA 1 NIAaHUPOBaHMS PaboT B OpraHM3aLmsx
MopsiAoK pa3paboTKy 1 yTBEPXKAEHUS NepPCreKTUBHbIX U TEKYLLMX NJaHOB paboT opraHun3auuii

MeTonbl aHann3a 1 pacyeTa 3KOHOMUYECKON 3h(EKTUBHOCTM NOKa3aTeNIeNn AeATENIbHOCTY N0 apXUBHOMY
XpaHeHuo gen (4OKyMeHTOB)

[pyrvne xapakTepucTuku-

3.2.4. TpypnoBas hyHKLNA

HanmeHoBaHue

KOHTPO/Ib (DYHKLNOHUPOBAHUSA CUCTEMbI @apXMBHOIO XpaHeHusa aen (LOKyMeHTOB) B
opraHusaunnKonB/04.6YpoBeHb (NoaypoBeHb) KBanUUKaummo
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MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Ko opurunHana
PernctpaunoHHbIn HoMep NpoeccMoHanbHOro CTaHaapTa

TpynoBble AEeNCTBUAKOHTPOIb NCMOAHEHNSA JIOKAIbHBIX HOPMaTUBHbLIX aKTOB 1 METOAUYECKNX [LOKYMEHTOB
Mo apXUBHOMY XpaHeHWUo Aen (LOKYMEHTOB) B OpraHu3aLum

MpepynpexxneHne HapyLweHWn Npy apXMBHOM XpaHeHU Len (LOKYMEHTOB) B OpraHM3aumm

BbiiBIeHNe HapyLlleHnin B NOAroToBke, 0bpaboTke gen (LOKYMEHTOB) OpraHM3auuun, onpeaeneHne mep no
NX YCTPaHEHUIO

KoHTpO/b hopMUpOBaHMS e ([IOKYMEHTOB) U OpraHn3aLii onepaTUBHOrO XpaHeHns fen (JOKYMEeHTOB) B
opraHusauum

MpoBeneHne NPOBEPOK AeSTENbHOCTU CTPYKTYPHbIX NMOAPA3AeNIEHNIA OpraHM3aLm no BoNpocam
OMepaTUBHOIO XpaHeHUs Aen (JOKYMEHTOB)

MOHUTOPWHI pPe3yibTaTOB NMPOBEPOK AEeATENbHOCTU CTPYKTYPHbIX MOAPa3AeNeHNA OpraHn3aLmm no
BOMPOCaM ONepaTUBHOMO XpaHEeHNs fen (LOKYMEHTOB), aHan3 AaHHbIX MOHUTOPWHIa

KOHTpPO/Ib CBOEBPEMEHHOI0 YCTPAHEHUS HEOCTAaTKOB B paboTe C apXMBHLIMU AenaMu (OKyMeHTaMM)
opraHusauum

MpoBeneHne MeponpusaTiA N0 COBEPLIEHCTBOBAHWIO CUCTEMbI aPXVBHOI0 XpaHeHnst Aen (40KYMEHTOB)

OnpegneneHne 3pHeKTUBHOCTY MEPONPUATUIA NO COBEPLLUEHCTBOBAHMIO CUCTEMbI aPXMBHOMO XPaHEHNS Aen
(DOKYMEHTOB)

Heobxoavmble yMeHMSDOPMUPOBATL 1 COXPAHATb LOKYMEHTasbHbIA POHA OpraHun3aLum

BHOCWTb NpeasoXeHns Nno opraHnu3aLnn U COBEPLLEHCTBOBAHMIO CUCTEMbI aPXUBHOIO XpaHEHWUS aen
(DOKYMEHTOB)

OpraHn3oBbIBaTb paboTy no cbopy u cuctemaTmnsaumm ceeeHnin 06 onepaTUBHOM U apPXUBHOM XPaHEHWN
nen (LOKYMeHTOB) opraHm3aumm

AHanM3npoBaTb JaHHbIE O pe3ysibTaTax MPOBEPOK AEATENbHOCTN CTPYKTYPHLIX NoApa3heneHunii
OpraHu3aLuum no BONpocaM onepaTWBHOIro XpaHeHust Aen (4oOKYMEHTOB)

Heobxoamnmele 3HaHMAHOPMaTMBHbIE MPaBOBble akThbl Poccminckon depepauum B 061acTm
[.e/IoNpon3BOACTBa U apXMBHOIro Aesa

HopMaTuBHbIe NpaBoBbie akThbl Poccuinckon ®epepaumm B 061acT MIHPOPMALIMOHHBIX TEXHOOTUIA 1
3alWMTbl MHOPMaLUK, LMGPOBON TpaHChopMaLum

MeToOun4yeckue LOKYMEHTbLI N HaLMOHaIbHble CTaH4apThl B obnacTm nenonponssoacTea U apxXxmnBHOIro Aesa

MpaBuia opraHn3aLuy apXMBHOrO XpaHeHNs Aen (JOKYMEHTOB) B COOTBETCTBUM C JIOKAJIbHbIMU
HOPMATUBHBLIMUN aKTaMu OpraHn3aLnm

CprKTypa opraHn3saunn n NopAaaok B3aNMOLENCTBUSA nop,pa3u,eneH|/||7| opraHm3saunn

MeToAbl aHaM3a OesTeNbHOCTY NoApa3AeNieHMs M0 apXMBHOMY XPaHEHUIO fen ([10KYMEHTOB)
opraHusauum

MeToAbl KOHTpONSA cobnoneHmns HOPM B obnactu OnepaTmMBHOIo N apXMBHOI0 XpaHEHNA Oen (JJ,OKyMeHTOB)
B opraHm3saunn
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MopsiAOK 1 CPOKM COCTaBNEHNS OTHETHOCTU MO BOMNPOCAM apXMBHOMO XpaHEHUS fen (OKYMEeHTOB) B
opraHusauum

KpuTepun ueHHoCcTH aen (4OKYMEHTOB) A5 UX NCMO/b30BaHNSA, XPaHEHNS N BblAESIEHUS K YHUYTOXEHWNIO
[pyrune xapakTepucTuku-

3.2.5. Tpynosasa pyHKUMS

HanmeHoBaHue

CoBepLUeHCTBOBaHME CUCTEMbI aPXMBHOI0 XpaHeHUs fen (LOKYMEHTOB), y4eTa 1 UCMNo/b30BaHUs aen
(LOKYMEHTOB) BpEMEHHOr 0 XpaHeHus B opraHm3sauunkKonB/05.6YpoBeHb (NoAypoBeHb) KBaindukaumume

MpoucxoxaeHvie TpyaoBon GyHKLMNOPUrnHanX3anMcTBOBaHO M3 OpUruHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpodeccMoHasbHOro cTaH4apTa

Tpynosble genctenaOnpepeneHne HanpaBJeHNA Pa3BUTNS apPXUBHOIO XpaHEHNS fen (OKYMEHTOB), yyeTa
N UCMONb30BaHNS Aen (IOKYMEHTOB) B OpraHu3auum

OnpegfeneHne pMCKOB B CUCTEME apXMBHOIO XpaHEHNS Aen (BOKYMEHTOB), y4eTa 1 UCMOJIb30BaHWA Aen
(LOKYMEHTOB) B OpraHusaumu

YCTpaHeHne pUCKOB B CUCTEME apXMBHOIO XpaHeHUs Aen (OOKYMEHTOB), y4€Ta 1 MCMO0JIb30BaHUA Aen
(0OKYMEHTOB) B OpraHm3aumm

Pa3paboTka MeTOAUKN COBEPLLUEHCTBOBAHMSA CUCTEMbI aPXMBHOMO XPaHEHNS Aen (DOKYMEHTOB), y4yeTa U
NCNonb30BaHNS aen (4OKYMEHTOB) B OpraHu3auum

Pa3paboTka 1 BHeApeHWe CUCTEMbl 3JIEKTPOHHOTO OKYMeHTo060poTa B Chepe apXMBHOro XpaHeHus aen
(BOKYMEHTOB), y4eTa 1 NCMO/b30BaHNS Aen (LOKYMEHTOB) LOKYMEHTUPOBAHHbLIX Chep AesATenbHOCTH
opraHu3auum

PerJ'II/IpOBaHI/Ie 0eaTesIbHOCTW No CoOBEPLUEHCTBOBAHNIO CUCTEMbI aPXUBHOI0 XpaHeHNA e (JJ,OKyMeHTOB),
Y4€Ta N NCNoJib30BaHUA Oen ()J,OKyMeHTOB) B OpraHm3saunn

Heobxogumble yMeHUSAHaNN3MPOBaTh MHDOPMALINIO O COCTOSHUM U PaboTOoCNOCOBHOCTY CCTEM
aPXMBHOI0 XpaHeHUst Aen (LOKYMEHTOB), y4eTa U NCMoJIb30BaHNS Aen (AOKYMEHTOB) B OpraHM3aumax

BHOCUTbL NMpeaoxXeHns No opraHn3aumMm N COBEPLUEHCTBOBAHUIO CUCTEMbI aPXMBHOMO XPaHeHNS aen
(DOKYMEHTOB), y4eTa 1 UCNoJsb30BaHNA Aen (LOKYMEHTOB) B OpraHu3aumnsax

COCTaBNATb TEXHNYECKOE 3a/laHNe Ha NPOEKTUPOBAHNE U BHEPEHNE CUCTEMbI S/IEKTPOHHOMO
NOKYMeHT0060pOTa B Chepe apXUBHOMO XpaHEHUS e ([OKYMEHTOB), y4eTa 1 1CNO/b30BaHNs aen
(DOKYMEHTOB) IOKYMEHTUPOBaHHbIX Chep AesTeNbHOCTU OpraHn3aLum

BbIbUpaTb ONTUMaNbHYIO CUCTEMY 3IEKTPOHHOI0 AOKYMeHTo060poTa Ass obecneyeHns apxBHOro
XpaHeHUs fen (AOKYMeHTOB), y4YeTa 1 NCM0JIb30BaHMS Aes (4OKYMEHTOB) LOKYMEHTUPOBAHHBIX Cep
AEeATEeNbHOCTN OpraHu3aLmm

KoHCynbTMpoBaTb PabOTHUKOB NoApPa3AeNeHns 1 OpraHnM3aunm no COBPEMEHHbIM MeToAaM paboTsl C
LOKYMEHTaMU B chepe apxXMBHOMO XpaHEHNS Len (LOKYMEHTOB), y4eTa N UCNOb30BaHNA Len
(BOKYMEHTOB) AOKYMEHTUPOBAHHbLIX Chep AeATeNbHOCTY OpraHM3aLmm

HeobxonuMble 3HaHUAHOPMaTKBHbIE MPaBOBbIE akThl Poccuiickon depepaumm B 061actu
[eNonpon3BoCTBa U apXUBHOrO fena

HopmaTunBHbIE NpaBoBble akThl Poccuinckon ®epepaumm B 061aCT MHGOOPMALMOHHBIX TEXHONOMUIA 1
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3alUNTbl MHDOPMaLMK, LMdpoBOM TpaHCchopMaLnn

MeToAanYeckne LOKYMEHTbI U HaLMOHabHbIe CTaHAAPTLl B 061aCTy AeN0NpoV3BOACTBA, apXMBHOIO Aena U
MHOPMaLMOHHbBIX TEXHONOM A

MeXXoyHapoaHble CTaHAapTbl B 06/1aCTU ynpaBaeHns 4OKYMEHTAMU U PUCKaMK

MepenoBoit 0TeYeCTBEHHbIN OMbIT U HAay4YHble Pa3paboTKM B 061aCTW apXMBHOIO XPaHeHUS aen
(OKYMEHTOB), y4eTa 1 1CNob30BaHNs e (JOKYMEHTOB) B OpraHu3aLmsx

MeToAbl NPOEKTUPOBaHMA 1 MAaHMPOBaHNA paboT NO COBEPLLUEHCTBOBAHMIO apPXUBHOIO XpPaHEHNS gen
(0OKYMEHTOB), Y4€Ta M UCMNO0JIb30BaHUA Aen (JOKYMEHTOB) AOKYMEHTMPOBAHHLIX Chep AeaTe/bHOCTM
opraHusauum

CoBpeMeHHble NaaTdopMbl, CEPTUPNLIMPOBAHHbBIE CUCTEMbI SNIEKTPOHHOr0 OKYMeHToobopoTa Ans
onepaTUBHOIO N apXMBHOIO XpaHeHns aen (LOKYMEHTOB), y4eTa U UCMOJb30BaHNA Aef (JOKYMEHTOB)
LOKYMEHTUPOBAHHbIX Chep LeATeNIbHOCTM OpraHnu3auum

CpencTBa 1 MeToabl cbopa, obMeHa, nepenayv u 06paboTky MHGOPMALMKN [OKYMEHTMPOBAHHBIX Cdhep
NeaTeNbHOCTW OpraHn3aLmm

Opyrue xapakTepucTnkm-

3.2.6. TpynoBasa pyHKUUSA

HanmeHoBaHMne

BHeapeHne cMcTeMbl 3IEKTPOHHOMO apXuBa opraHunsaunmkonB/06.6YpoBeHb (MoaypoBeHb)
KBaMnkaumme

MpoucxoxaeHve TpyAoBon yHKUMNOPUrnHanX3anMcTBOBaHO M3 opUruHana

Kopn opuruHana
PerncTpauunoHHbI HoMep NpodeccMoHasbHOro CTaHaapTa

TpynoBble AeNCTBMSAHANN3 1 OLeHKa TPeboBaHWI K CUCTEME 3NIEKTPOHHOI0 apX1Ba OpraHusaLum

MoAroToBKa TEXHUYECKOro 3a4aHNS Ha NPOEKTMPOBAHNE KOPNOPATUBHON CUCTEMbI 3/IEKTPOHHOMO apXxnBa B
opraHusauum

Bblbop opraHusauum - pa3paboTynka KOPNopPaTUBHON CMCTEMbI 3IEKTPOHHOI0 apXmBa

OnpefeneHune ypoBHeil fOCTyNa PyKOBOANTENEN CTPYKTYPHbIX NOAPa3LeeHNin opraHn3aumnm K
MH(OPMaLUM B KOPMIOPATUBHOW CUCTEME 3IEKTPOHHOM0 apXmBa

OueHKa NUI0THOro BHeAPEHUS KOPNOPaTUBHON CUCTEMbI 3/IEKTPOHHOIO apX1Ba B OpraHu3aLmm
YCTaHOBKa KOPMOPATUBHOM CMCTEMbI 3/IEKTPOHHOI0 apX1Ba B OpraHu3aLum

CocTaBneHue rpatmka oby4yeHuns pyKoBoamTenen CTpyKTypHbIX NoapasfeneHunii pabote B KOpnopaTUBHOA
CUCTEME 3/71eKTPOHHOMO apxnBa

HeobxonnMble yMeHUSAHANN3MPOBaTL UH(POPMALMIO O COCTOSHUM CUCTEMBI YIPaBEHNSA 3NEKTPOHHBIM
apXMBOM OpraHu3aLum

PykoBoAUTb pa3paboTKoi TEXHUYECKOr0 3a[laHNs Ha NPOEKTMPOBaHNE KOPMOPaTUBHOR CUCTEMbI
3/1eKTPOHHOr0 apX1Ba B oOpraHm3aLum

PYyKoBOAWUTb MPOEKTMPOBAHNEM U BHEAPEHNEM KOPMOPATUBHON CUCTEMbI 3/IEKTPOHHOIO apXxnBa
opraHu3auum
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PyKoBOAUTb 3aLUMTON MHOPMALIMOHHbBIX PECYPCOB 3IEKTPOHHOI0 apXyBa OpraHu3aLum ot
HECaHKLIMOHMPOBAHHOIO OCTYNa

OpraHn3oBbIBaTL 06y4YeHne paboTHUKOB OpraHn3aLIMM COBPEMEHHBLIM MeToAaM pPaboTkl B KOPHOPATMBHOM
cucTeme 371eKTPOHHOr0 apXnBa OpraHun3aLum

Heobxoamnmele 3HaHMAHOpPMaTMBHbIE MPaBOBble akThl Poccminckon depepauum B 061actu
[.eJIoNpon3BOACTBa U apXMBHOro Aesa

HopMaTuBHbIe NpaBoBble akThbl Poccuickon ®epepaumm B 061acT MIHPOPMALIMOHHBIX TEXHOIOTUIA 1
3alWMThl MHOPMaLMK, LMGPOBON TpaHChopMaLum

MeTonn4YecKue OKYMEHTbI 1 HaLMOHabHbIE CTaHA4apThl B 06/1aCTV AeN0NpPOM3BOACTBA, aPXUBHOIO Aena U1
MHOPMALIMOHHbBIX TEXHOOT I

MexAayHapoZLHble CTaHAapThl B 061aCTW yNpaBiaeHUs AOKYMEHTaMU, 3/1EKTPOHHBIM apX1BOM U
MH(OPMALNOHHBIMU TEXHOIOMMAMU

MepenoBoit 0TEYECTBEHHbIN 1 3apyOeXXHbIA OMbIT U HAay4YHble Pa3paboTKM Mo NPeAoTBPALLEHWIO 1
YCTPaHEHWI0 NOTEHLUMANbHBLIX PUCKOB B Chepe ynpaBieHns 3NeKTPOHHbIM apXUBOM B OpraHu3aLum

MeTonbl NAaHUPOBAHUA Pa3paboTKN N BHEAPEHUS KOPMOPATUBHOW CUCTEMBI 3JIEKTPOHHOMO apXuBa
opraHu3auum

OCHOBbI NPOrpamMMHOro obecne4yeHmnst CUCTEMbI 31EKTPOHHOMO apXMBa
Opyrue xapakTepucTnkm-

3.2.7. TpyLoBas pyHKUUA

HanmeHoBaHue

ConpoBoXxaeHne AeaTeNbHOCTM 3KCNePTHON KOMUCCMUN opraHu3aumnKonB/07.6YpoBeHb (MoaypoBeHb)
KBa/Mhnkaummne

MpouncxoxxaeHre Tpynoson hyHKUUMOpUrnHanX3anMCcTBOBaAHO U3 OpuUrnHana

Kopn opurvHana
PerncTtpauunoHHbI HoMep NpodeccMoHabHOro CTaHaapTa

Tpynosble aencTersPa3paboTka NoNoXKeHUs 06 SKCMEPTHON KOMUCCKN OPraHmn3aL/Mn, ero coriacoBaHme un
yTBEpXAEeHME

MoaroToBKa 3acedaHUN 3KCMEPTHOM KOMUCCM OpraHnu3aumnm
Co3gaHue 1 noafep)aHue B akTyaJIbHOM COCTOSIHWMM 6a3bl AaHHbIX 0 AEATENbHOCTW 3KCNEPTHON KOMUCCUM
MpencTaBneHne Ha COrnacoBaHne 3KCNEPTHON KOMUCCUN HOMEHKIATYpbl A& opraHu3aumm

MpoBepKa HanM4yns 1 YCNOBUIA COXPAaHHOCTW Aen (LOKYMEHTOB) B CTPYKTYPHbIX NOAPA3AeNeHUsAX
OpraHu3aunm - UCTOYHUKAX KOMMIEKTOBAHWS 1 NMOAPA3AENEHUSX, AeATENbHOCTb KOTOPbIX
npeaLecTBoBaa AeSATENbHOCTA UCTOYHNKOB KOMMIEKTOBaHMS, NMPU YCIOBMU UX XPaHEHWs B OpraH13aumm

OT60p aen (D.OKYMEHTOB) B CTPYKTYPHbIX nogpa3aeneHnax opraHn3aunm - NCTOYHUKaX KOMMNJIEKTOBaHUA, U
noapasneneHnax, neaTeNlbHOCTb KOTOPbIX NpellecTBoBasla 0eATe/IbHOCTU NCTOYHUKOB KOMMJIEKTOBAHWA,
npun yCnoBunm nx XpaHeEHUa B opraHn3aunmn gng nocnegytowero XpaHeHna nan yHN4ToXXeHns

MpeAcTaBfeHVE Ha COrIacoOBaHNE 3KCMEePTHOWM KOMUCCMMN ONUCEN L1eNl MOCTOSIHHOMO XPaHEHUS 1
AOKYMEHTOB MO JINYHOMY COCTaBYy

lNpencTaBneHne Ha coriacoBaHue 3KCI'IepTHOI7I KOMUCCUIN aKTOB O BblAe€NNEHUN Ha YHUYTOXEHNE Oe
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(0OKYMEHTOB)

MpPOTOKONMPOBAHME PELLIEHNI IKCMEPTHOM KOMUCCUEN OpraHn3aLmnm

OKa3zaHue MeToAMNYECKON MOMOLLM NpeaceaaTesto U Y1eHaM 3KCNePTHON KOMUCCUN OpraHu3aLmm
Heobxogumbie yMeHUAMNPOBOAUTL OYHbIE 1 3a04HbIE 3aCefaHNs SKCNEPTHOM KOMUCCUM OpraHm3auum

dopMupoBaTh Aena (A0KYMEHTbI), 06pa3ytoliMecs B AesTeNbHOCTU CTPYKTYPHbIX NMOAPA3AENIEHW -
NCTOYHUKOB KOMMJIEKTOBAHUSA 1 NPEeALLIEeCTBEHHNKOB OpraHn3aLunm

CoCTaBNsATbL PEKOMEHAALIMMN MO BONPOCAaM [0KYMEHTUPOBAHHbIX CPep AesTesbHOCTU OpraHm3aLmnm
Pa3pabaTbiBaTb TpebOBAHUS K HOMEHKIATYPE Aen OpraHu3aLum

CobvpaTb U CTPYKTYPMPOBaTb Pe3ysibTaTbl MTOrOBbIX 3aMMCE K HOMEHKIAType Aes OpraHu3auum
Pa3pabaTbiBaTh TPeboBaHMS K CTPYKTYpe 6a3bl AaHHbIX SKCNEPTHON KOMUCCUMN OPraHn3aLmm

Heobxogunmbie 3HaHUAHOpPMaTVBHbIE NPaBOBLIE aKThl Poccuinckon Q®epepaumu B obnactun
aenonpon3soacTBa U apXnBHOro gena

HopmaTumBHbIE NpaBoBble akThl Poccuinckon ®epepaumm B 061aCT MHGOOPMALMOHHBLIX TEXHOMNOMUIA 1
3aLWnTbl UHGOPMaLUK, LNGPOBON TpaHCchopMaLMm

MeTon4yeckme OKYMEHTbl U HAaLMOHabHbIE CTaHA4apThl B 06/1aCTV AeN0oNpPon3BOACTBA, aPXUBHOIO AEeNa 1
NHMOPMALIMOHHBIX TEXHOJIOT Ui

MepenoBasi OTEYECTBEHHASA N MEXAYHAPOAHAA NPAaKTUKA YNPaBAEHUs JOKYMEHTAMMN 1 apXUBHOIO
XpaHeHus

MpaBuna n MeTOLbl COCTABAEHUS YYETHBIX POPM e (BOKYMEHTOB) CUCTEMbI LOKYMEHTALLMM OpraHn3aLmm

MpaBuna n MeTolbl KOHTPONS cobnoaeHns TpeboBaHNiA U HOPM B 06J1aCTK AeN0NPOV3BOICTBA U apPXNBHOMO
XpaHeHus, y4eTa 1 UCMoJb30BaHUSA e (IOKYMEHTOB) BPEMEHHOIO XPaHEHNS B OpraHn3aLusx

MeTonbl nposegeHNa MOHUTOPUHIa CUCTEM JIEKTPOHHOIO ,D,OKyMGHTOOﬁOpOTa N apPXUBHOIo0 XpaHeHNA aen
(}J,OKyMEHTOB) OOKYMEHTUPOBAHHBbIX cqaep 0eAaATeNbHOCTN OpraHn3aunmn

MeTonbl NPOBEAEHNS aHan3a 3PHEKTUBHOCTN CUCTEM 3NIEKTPOHHOMO 10KYMEHT0060poTa 1 apXMBHOIO
XpaHeHus nen (LOKYMEHTOB) JOKYMEHTMPOBAHHLIX CPEpP AeATeNbHOCTU OpraHm3aLum

MeTonbl NPOBEAEHUS aHaN3a 3PHEKTUBHOCTM Y4eTa U NCNOJb30BaHNs fen (JOKYMEHTOB) BPEMEHHOMO
XpaHeHNs B OpraHu3aLum

MeToAbl NPOBEAEHNS MOHUTOPUHIA YYeTa U UCMOSIb30BaHNSA A& (LOKYMEHTOB) BPEMEHHOIO XpaHEHUS B
opraHu3auunmn

MeTonbl 0606LLEHNS NOSTYYEHHbIX PE3Y/IbTAaTOB MOHUTOPUHIA 1 aHasin3a 3EKTUBHOCTI CUCTEM
3/1EKTPOHHOr0 JOKYMEHT0060p0Ta U aPXMBHOI0 XPaHeHUs Aen (JOKYMEHTOB) JJOKYMEHTUMPOBAHHbLIX cdep
NEeATeNbHOCTW OpraHn3aLmm

WHhopMaLOHHbIE TEXHOJIOT W, NCMOMIb3YEMbIE MPU OpraHn3aLuy yyeTa, obecnevyeHnn CoOXpaHHOCTH,
NCMOJIb30BAHNUSA 1 YHUYTOXXEHNS NOKYMEHTAIbHOTO U apXMBHOMO (POHI0B OpraHu3aLmi

KpyTepnn LEHHOCTMN 1 CPOKM XpPaHEHUS Aen (JOKYMEHTOB) CUCTEM JOKYMEHTaLUN OpraHu3auum u
LOOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTH

Mpasuna otbopa aen (BOKYMEHTOB) ANS AajlbHENLIEr0 XPaHEHUS NN YHUHTOXKEHUS

MpaBuna y4yeTa N KOMMNIEKTOBaHUA Aen (JJ,OKyMeHTOB) orpaHn4eHHoOro AocCTtyna
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MeToAbl COBEPLIEHCTBOBAHNS CUCTEMbI YYETA W CMO/b30BaHNS, apXUBHOMO XpaHeHNs Aen (OKYMEHTOB)
NOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY OpraHmn3aLnm

MeToibl COBEPLUEHCTBOBAHUS CUCTEMbI YYETA W UCMOSIb30BAHUS apXMBHOI0 XpaHeHUst Aes ([OKYMEHTOB) Mo
NINYHOMY COCTaBY B OpPraHM3aumsx

[pyrve xapakTepucTuku-

3.3. 0606LeHHas TpyaoBas hyHKLUS
HavmeHoBaHVe
PyKoBOLCTBO NPOLECCOM apXMBHOIro XpaHeHus aen (LokymeHToB)KonCYpoBeHb KBanugukaumm7

MpoucxoxaeHve 0606LLeHHON TPYLOBON PYHKUUNOPUTMHaNX3auMCTBOBaHO 13 OpUriHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpodeccMoHasbHOro cTaH4apTa

B03MO)KHble HAUMEHOBAHMNA OOJXKHOCTEN, NPOGecCcMnPyKoBoOANTENb OpraHn3aL M apXMBHOIO XpaHeHUS
aen (0OKyMeHTOB)

TpeboBaHma kK 0bpa3zoBaHMIo U 06yyYeHUOBLICLLEe 0bBpa3oBaHMe - MarucTpaTypa

nnn

Bbicliee obpa3oBaHue (HeNpoguabHOE) - MarucTpaTypa U AONoJIHUTENbHOE NPodeCCNOHaIbHOe
obpa3oBaHuMe - NporpamMmmbl NpodeccnoHanbHON NePenoaroToBKM Mo NPoduo AeaTeNbHOCTH
TpeboBaHMA K OMNbITY NpakTU4eckon paboTbiHe MeHee NATU NIET PYKOBOAALLEN AeATeNbHOCTU B Chepe
yrnpas/ieHNs apXMBOM, apXUBHOWN AeATesIbHOCTW OpraHm3auum

Ocobble ycnosua gonycka k pabotellpoxoxxaeHue oby4eHns Mmepam noxapHon 6esonacHoCcTH
MpoxoxxaeHne oby4yeHns 1 NpoBepKK 3HaHWIN TpeboBaHUI OXpaHbl TpyAa

[pyrvne xapakTepucTuku-

JlononHNTENbHbIE XapaKTEPUCTUKM

HanmeHOBaHMe OOKYMeHTa

Kon

HanmeHoBaHme 6a30B0OM rpynnbl, 4OHKHOCTKU (Mpodeccnn) uiam cneunanbHoOCTH
OK31213PykoBoanTenu B 061acTu onpegeneHns NoJMTUKN U NNaHWPOBaHNS AeATENbHOCTH
EKC-OnpeKkTop apxmBa, LEHTPa XpaHeHNs JOKYMeHTaLuuu

OKMATP21322npekTop (3aBeyloLLmMin) apXnBHOMO YYpex4eHns
OKCO07.46.04.02JokyMeHTOBeJeHNE N apXUBOBeLEHMNE

3.3.1. TpynoBasa pyHKUMSA

HanmeHoBaHMne

Co3paHune egnHON CUCTEMbI apPXMBHOIO XpaHeHus gen (4okymeHToB)KoaC/01.7YpoBeHb (MoaypoBeHb)
KBanugukaummny

MpoucxoxaeHve TpyAoBon yHKUMMOPUrnHanX3anMcTBOBaHO M3 opUruHana

KoL opurunHana
PerncTpauunoHHbIi HoMep NpodeccMoHabHOro CTaHdapTa

Tpynosble aencTensPa3paboTka CTpaTerum n cocTaBeHNeE NIaHOB Pa3BUTUSA eANHON CUCTEMbI aPXMBHOIO
XpaHeHus nen (4OKYMeHTOB)

ObecneyeHune pecypcami eIMHON CUCTEMbI aPXUBHOMO XpaHeHWs AeN (JOKYMEHTOB) opraHM3aumm

PerynupoBaHune enHON CUCTEMbI aQPXMBHOMO XPaHEHNS fen (OKYMEHTOB) OpraHu3aumm
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BHeapeHMe CoBPeMEHHbIX MHCTPYMEHTOB, METOA0B, CPEACTB U TEXHONOr N 06paboTkn Aen (LoKYMEeHTOB)
opraHusauum

Pa3paboTka n yTBepxaeHune b6iogxxeTa no obecnevyeHnto 4esTeNbHOCT CUCTEMbI apXMBHOIO XpaHeHns gen
(0OKYMEHTOB) OpraHu3aumnm

YTBep)KJJ,eHVIe 0TYeTHOCTK 06 ncnonHeHun brog)keta No obecneyeHnto AeATENbHOCTU eANHON CUCTEMbI
APXMBHOI0 XpaHEHUA Oen (D.OKYMEHTOB) opraHnsaunn

dopMupoBaHMe NHHDOPMALIMOHHO-CMPABOYHbLIX CUCTEM 1 6a3 AaHHbIX €IMHON CUCTEMbI aPXBHOIO
XpaHeHus nen (4OKYMEeHTOB) opraHu3aLmm

MopLepHu3aumsa n oNnTUMU3aLLINA CUCTEMbI aPXMBHOI0 XpaHeHnsa nen (}J,OKyMEHTOB) opraHn3saunn

BblfiBNEHME N MUHUMU3ALMNSA PUCKOB B €MHON CUCTEME apXMBHOIO XpaHeHUs Aen (JOKYMEHTOB)
opraHu3sauum

KOHTpOJIb flesaTeNnbHOCTHU €[MNHOWN CUCTEMBI APXMBHOI0 XpaHEHNA Oen (ﬂ,OKyMEHTOB) opraHmsaumnin

Heobxogumbie ymeHnsOnpeaensaTe NPUOPUTETHI B Pa3BUTUN eQUHON CUCTEMbI apXMBHOIO XpaHeHnsa aen
(0OKYMEHTOB) OpraHu3aumnm

®opMMpoBaTb CTPYKTYPY CUCTEMbI aPXUBHOMO XpaHEHNs fLen (LOKYMEeHTOB) opraHu3aumm 1 obecneynBaThb
ee pecypcamu

MOTVBMPOBaTb AEATENbHOCTL NMOAYUHEHHbIX A8 NMOBbILLEHUS SDPEKTUBHOCTU N YCTPAHEHUS OTKIOHEHNI
0T NapaMeTpPoB, 3aAaHHbIX MPU MNAAHMPOBAHMMN €ANHON CUCTEMbI aPXMBHOI0 XpaHeHUs Aes ([0KYMeHTOB)
opraHu3auum

KnaccudnumpoBaTb MHDOPMaLMIO 1 CO34aBaTb MHHOPMALIMOHHO-CMPaBOYHble 6a3bl AaHHbIX U
NH(OPMaLMOHHbIE CUCTEMbI OpPraHM3aLnm

OUEHMBATL MNOTEHLMANbHbIE PUCKK B €NHOW CUCTEME apXMBHOIr0 XpaHeHns aen ([JOKYMeHTOoB)
opraHusauum

OnpepensTb KOMNETEHLUNN N OTBETCTBEHHOCTb PYKOBOAMTESEN NoApa3AeneHniA Mo apXMBHOMY XPaHEHWIO
Aaen (OKyMeHTOB) OpraHm3aumm

MpoBOAUTL MOHUTOPUHI 3PEKTUBHOCTYU U CPOKOB CO3AaHNS €ANHOW CUCTEMbI aPXMBHOIO XPaHEHUs Aen
(DOKYMEHTOB)

Pa3pabaTbiBaTb Mepbl MO MNOBbIWEHNIO SNDEKTUBHOCTU €AMNHON CUCTEMbI AaPXMBHOIMO XPaHEHUS Oen
(0OKYMEHTOB) OpraHu3aumnm

BHeapsATb HOBble MHDOPMALMOHHbLIE TEXHOJIOTUN N METOAbI PaboThl B €4NHYI0 CUCTEMY apXMUBHOIO
XpaHeHns aen (IOKYMeHTOB) opraHu3auunn

BblbupaTb BMAbI HOCUTeNen nHGopMaLun U opMaTbl XpaHEHWS 31EKTPOHHbLIX OKYMEHTOB

MpuHUMaTL peLleHnsa no Bonpocam yrnpasiaeHus eNHOMN CNCTeEMON APXMBHOI0 XpaHeEHNA Oen (JJ,OKyMeHTOB)
opraHm3aunn B HeCTaHAaPTHbLIX YCJIOBUAX

Heobxogumble 3HaHMAHopMaTUBHbIE NpaBoBble akThbl Poccuinckon ®enepaumnm B obnactu
LesIonpon3BoLCTBa M apXUBHOIo fena

MeToamnyeckune NOKYMEHTbI B 061aCTW NCMOb30BaHNS U MyOAMKALMN apXUBHBIX A€ (0KYMEHTOB)

MeToamnyeckune NOKYMEHTbI U HaLMOHabHbIE CTaHAAPTLI B CPepe ynpaBaeHUs JOKYMEHTaMu
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MpaBuia COCTaBNEHUS 1 0DOPMIIEHNS NIOKAIbHBIX HOPMATVBHbIX aKTOB OpraHun3aLum
CTpyKTypa opraHu3auum, GyHKLMKU 1 pacnpenesneHme 0653aHHOCTEN PYKOBOASLLEro COCTaBa
OYHKLMKN Nojpa3feneHnin opraHn3aumum n nopsaok nx B3anMoLencTeus

MepenoBo 0OTEeYECTBEHHbIN U MEXAYHAPOLHbLIN OMbIT U Hay4Hble pa3paboTkn B chepe ynpaBaeHus
CUCTEMOW apXMBHOI0 XpaHeHMsa aen (4OKyMEHTOB), y4eTa 1 UCNOoJb30BaHMA Aen (4OKyMEHTOB)
BPEMEHHOI0 XpaHEeHNS

MpaBwna NOCTPOEHMUS 1 (hYHKLMOHNPOBAHNS CUCTEM YYETHON JOKYMEHTALMMN OpraHn3aLmum
MpaBuna n METOLbI MOCTPOEHNS NH(OPMALMOHHO-CMPABOYHbIX CUCTEM OpPraHmn3aLum

VH(OopMaLNOHHbBIE N TENEKOMMYHUKALMOHHbIE YCNYTK B Chepe ynpaBaeHns CUCTEMON apXMBHOIO
XpaHeHus fen (LOKYMEeHTOB)

MporpammHoe obecneyeHne B 061aCTU yNpaBieHUs CUCTEMON apXUBHOIO XpaHeHns Aen (4OKYMEHTOB) U
CUCTEMOW KOPMOpaTUBHOIO OKYMEHTO060POTa OpraHu3aLmnm

Buabl HocuTenen nHhopMauum 1 cneunduka nx NpUMeHeHns
MopsiAoK pa3paboTKy U yTBEPXKAEHUS NEePCNEeKTUBHBIX U TEKYLLMX NIaHOB paboT opraHun3zauum
MopsiA0K NOArOTOBKM OTHETOB 06 MCMOSHEHUM NEPCNEKTUBHBIX 1 TEKYLLMX NJaHOB paboT opraHu3aumm

MeToAbl aHanM3a 1 NoKasaTe M IKOHOMNYECKON IPPEKTUBHOCTY B 061aCTM yNpaBieHNs CUCTEMON
APXUBHOIO XpaHeHns gen (4OKYMEeHTOB) opraHu3aLumnm

[pyrvne xapakTepucTuku-

3.3.2. TpynoBas hyHKLNA

HanmeHoBaHue

YnpaBneHne pa3paboTKon N0KanbHbIX HOPMAaTUBHbLIX aKTOB NMPOLIECCOB apXUBHOMO XpaHeHWs Oen
(nokymeHTOB)K0oaC/02.7YpoBeHb (MOAYpPOBEHb) KBanutmKaumnmy

MpouncxoxxaeHne Tpynoson hyHKUMMOpUrnHanX3anMCcTBOBAHO U3 OpurMHana

Kopn opuruHana
PerncTpauunoHHbIn HoMep NPodeCcCnoHaNLHOr0 CTaH4apTa

Tpyanosble gencrensKoopanHauus pa3paboTKm NoKaabHbIX HOPMATUBHbLIX aKTOB OpraHM3auumn no
APXMBHOMY XPaHeHWO e (LOKYMEHTOB), YH4ETY U UCMONb30BaHNIO AEN (JOKYMEHTOB)

KoopaunHaumsa pa3paboTky MeETOANYECKUX OOKYMEHTOB MO UCMOMHEHNIO IOKaNbHbIX HOPMAaTUBHbIX aKTOB MO
APXUBHOMY XpaHEHWto aes (4OKYMEHTOB), yHeTy M MCNOJIb30BaHNIO AeN (LOKYMEHTOB)

BbisiBNieHME CTEMNEHN prUCKa NPOLIECCOB apXVMBHOI0O XpaHeHUs Aen (4OKYMEHTOB) OpraHu3aLuy npu
NMPUMEHEHUN CPEACTB YNpPaBAEHUS JOKYMEHTAMU, He 0TBEYAOLWUX TPeboBaHUAM [en0BbIX NOTpebHoCTEl 1
NoAOTYETHOCTM OpraHn3aLnn

KoopamnHaumsa pa3paboTKy NOKaJibHbIX HOPMATMBHbIX @aKTOB OPraHn3aunm n MeETOANYECKNX OOKYMEHTOB B
obsiacTn opraHu3aunn y4yeTa, XpaHeHus, obecneyeHnss COXPaHHOCTUW, NCMOJIb30BaHNA U YHUYTOXEHNS Aen
(OOKYMEHTOB) apXMBHbIX POH0B

KoopanHaums akTyanu3aumnmn noKalbHbIX HOPMATUBHbIX aKTOB B 061aCTV apXMBHOr0 XpaHeHWs aen
(DOKYMEHTOB), y4eTa 1 UCNoAb30BaHWA gen (LOKYyMEHTOB)

Heobxoanmble ymeHusiPazpabaTbiBaTb NOSMTUKY YIPABAEHNS NMPOLLECCOM apXUBHOMO XPaHEHNS oen
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(OOKYMEHTOB), y4€Ta M UCMNO0JIb30BaHUA Aen (JOKYMEHTOB)

Pa3pabaTbiBaTb CTPATErMM YNPaBAEHNS NPOLECCOM apXMBHOMO XPaHeHUs Aen (AOKYMEHTOB), y4eTa 1
MCMNob30BaHUS Aen (OKYMEHTOB)

OuEeHMBATb PUCKM YNPaB/IEHNS MPOLIECCOM aPXMBHOMO XpaHeHus nen (AOKYMeHTOB), yyeTa u
1CMo/b30BaHUs Aen (AOKYMEHTOB) opraHu3auuny B LMdpoBoi cpeae 1 npenoTepaLllaTs ux anbo
MUHUMMN3NPOBATb

MpoBOANTbL MOHUTOPWHT NMPOLLEAYp YNpaBieHns apXUBHOW UH(OpMaLmen
MpUMeHsTb MH(OPMaLIMOHHbBIE TEXHOIOMMM B 061aCTV apXMBHOMO XpaHeHWs fen (A0KYMEHTOB)

YCTaHaBAMBATL MOJHOMOYMUS U OTBETCTBEHHOCTL PYKOBOAMTENEN CTPYKTYPHbIX NOApa3aeNeHnin
opraHuM3aunmn B chepe apXnBHOIO XpPaHEHUS Aen (JOKYMEHTOB), y4eTa U NCMob30BaHNA fef (JOKYMEHTOB)

Pa3pabaTbiBaTb MepPbI MO MOBbLILIEHNIO SDPEKTUBHOCTU YNPaBIEHNS CUCTEMON apXMBHOIO XPaHeHUs!, y4eTa
1 NCMNOMb30BaHMS Aen (J0KYMEHTOB) OpraHM3auun B LMGPoBoN cpee

Heobxogumble 3HaHMAHopMaTUBHbIE NpaBoBble akTbl Poccuinckon ®epepaumm B obnactu
Jenonpon3BoACTBa 1 apXMBHOro Aena

MeToAanyeckmne LOKYMeHTbI B 061aCTW NCNOb30BaHNS U NyO6aMKaLMmM apxXuBHbIX AeN (BOKYMEHTOB)
MeXxLyHapoAHble CTaHAapTbl B 061acTu ynpaBieHns 4OKYMEHTAMU U pUCKaMK

MpaBuia COCTaBNEHUS 1 ODOPMIEHNS NIOKAJIbHBIX HOPMATVBHbIX aKTOB

CTpyKTypa opraHu3auuu, GyHKLMKU 1 pacnpenesneHme 0653aHHOCTEN PYKOBOASLLEro COCTaBa
OYHKLMN Nofpa3feneHnin opraHn3aumnm n nopsaok nx B3anMoLencTems

VH(opMaLMOHHbIE TEXHOMOT UK, NCMOJIb3YEMbIE MPU CO3AaHNN MHHOPMALIMOHHO-CNPABOYHOM CUCTEMBI
(6a3bl JaHHbIX)

WHhopMaumoHHo-NpaBoBble 6a3bl AaHHbIX, UCMONb3yeMble B Poccuitickoin ®epepalny U LenoBoi NpakTUKe
opraHu3auum

TpeboBaHMA 0XxpaHbl TpyAaa
[pyrve xapakTepucTuku-

3.3.3. TpyLoBas (hyHKLNA
HanmeHoBaHue
KOHTPOSIb apXMBHOro xpaHeHus gen (LokymeHToB)KoaC/03.7YpoBeHb (Mo4ypoBEHb) KBanngukaumm7

MpoucxoxaeHvie TpyaoBon GyHKUMNOPUrnHanX3anMcTBOBaHO M3 OpUruHana

Kopn opuruHana
PerncTpaumnoHHbI HoMep NpodeccMoHabHOro cTaH4apTa

TpynoBble 4eNcTBUAKOHTPONb 3a cobnogeHnemM TexHoNornm paboTbl CUCTEMbI @apXMBHOMO XpaHeHns aen
(OOKYMEHTOB) OpraHu3aumnm

KoHTposb 3a cobnofeHnem TpeboBaHUii No COCTABAEHUIO 1 OHOPMIEHNIO aPXUBHBIX YYETHBIX [JOKYMEHTOB
opraHu3sauum

ONTUMMN3aLMsA apXMBHOrO XpaHeHus aen (JoOKYMeHTOB) opraHm3aLum

KoHTposb 3a cobtofeHnem NpaBuil apxXMBHOTO XpaHEHUs Aen (LoOKYMEHTOB) OpraHu3aLum
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KoHTpoJb 3a pa3paboTKoi 1 BHeAPEHMEM JIOKA/IbHbIX CUCTEM 3JIEKTPOHHOMO [OKyMeHToobopoTa
OpraHM3aLnmn B 4aCcTW 3N1EKTPOHHOI0 apXnBa 1 3/1EKTPOHHOI0 apXnBa OpraHn3aLun, LIeHTPa XpaHeHus
3/IEKTPOHHbIX [OKYMEHTOB

KOHTPOJb 32 3KCMlyaTalMen CUCTEM 3/1IEKTPOHHOI0 JOKYyMeHT0060pOTa OpraHn3aLuy B 4acTu
3/1EKTPOHHOI0 apXMBa W 3/IEKTPOHHOI0 apXMBa OPraHn3aLn, LeHTPa XPaHeHUs SNeKTPOHHbIX 1OKYMEHTOB

Heobxogumbie yMeHNAOCYLWLECTBAATL NPOBEPKY cobnoaeHnsa TeXHONornm paboTbl C CUCTEMOW apXUBHOIO
XpaHeHns gen (LOKYMeHTOB) opraHmM3aunn

OcyLecTBAATL NPOBEPKY (HAKTUYECKOr0 COCTOSHUA AeSATENbHOCTI N0 ONepaTUBHOMY U apXMBHOMY
XpaHeHUto fen (AOKYMEeHTOB) OpraHM3aLum, 3N1eKTPOHHOO apXmBa OpraHn3aLum, LEHTPa XpaHeHUs
31EKTPOHHbIX JOKYMEHTOB

BbIiBNIATL HEMCNOb30BaHHbIE PECYPChl M BO3MOXXHOCTU A8 ONTUMM3aLUN apXMBHOMO XpaHeHNS aen
(OOKYMEHTOB) OpraHu3aumnm

OueHVBaTb MOJTy4YEHHYI0 MH(OPMALINIO, BbISIBSTb PUCKM apXMBHOIO XpaHeHWst aen (4OKYMEHTOB)
opraHu3auum

MpencTaBnsTb OTHETHI O COCTOAHUUN U JUHAMWUKE AEATENbHOCTM N0 YNPaBAeHU0 apXUBHLIM XpaHEHNEM Aen
(LOKYMEHTOB) OpraHu3aLnn, 3NeKTPOHHLIM apXMBOM OpPraHU3aLun, LEHTPOM XPaHEHUS 3NTEKTPOHHbIX
LOKYMEHTOB

Heobxoaumble 3HaHMAHopMaTUBHbIE NpPaBOBble akThl Poccninckon Pegepaunm B 0bnactu
Aenonpon3BoACTBa 1 apXMBHOro Aena

MeToAanYeckmne LOKYMEeHTbl B 061aCTW 1NCNOb30BaHNSA apXUBHbIX AeN (AOKYMEHTOB)
MpaBwna COCTaBNEHUS 1 0HOPMIEHNS JIOKaSIbHbIX HOPMATVBHbBIX aKTOB

MpHLMMABI 1 MeTOAbl aHann3a nokasaTenen 4esaTeNbHOCTU B Cpepe apXMBHOIO XpPaHeHUs nen
(0OKYMEHTOB) OpraHusaumnm

I'Ipasvma N METOAbl KOHTPOJIA B cqaepe APXNUBHOI0 XpaHEHNA O€EN (D,OKyMeHTOB) opraHm3saunn

MpaBuia n MeToAbl 0becnevyeHnst COXPaHHOCTU 1 UCNOJb30BaHNSA apXMBHbLIX (POHI0B, 3NEKTPOHHOMO
apX1Ba OpraHM3auun, LEeHTPa XpaHeHWs SNEKTPOHHbIX OKYMEHTOB

MporpamMmmHoe obecneyeHne B chepe yrnpaBaeHUs apXMBHOr0 XpaHeHusl Aen (I0KYMeHTOB) opraHu3auun,
3/IEKTPOHHbBIM apXUBOM OpraHn3auum, LEHTPOM XPaHEHUS 3/IEKTPOHHbIX [OKYMEHTOB

MeToLoN0rMsA NPOBEAEHUS aHaM3a 3PHEKTUBHOCTY YNPaBAEHUS CUCTEMON apXMBHOMO XPaHEHNS Aen
(LOKYMEHTOB) OpraHu3aLnmn, 31eKTPOHHLIM apXMBOM OpraHU3aLun, LEHTPOM XPaHEHNS 3NTEKTPOHHbIX
LOKYMEHTOB

MeToabl onpeaeneHuns 3pheKTUBHOCTN Pa3BUTIS CUCTEMbI aPXMBHOMO XpaHeHWs aen (4OKYMeHTOB)
OpraHu3aunm, 3NeKTPOHHOr0 apXMBa OpraHnN3aLnm, LeHTPa XPaHEHNS 3NIEKTPOHHbLIX JOKYMEHTOB

[pyrve xapakTepucTuku-

3.3.4. TpynoBas hyHKLNA

HanmeHoBaHue

PerynmpoBaHue n KOHTPOb hefepanbHbIX U permoHasibHbIX FOCYA4apCTBEHHbIX UHHOPMALNOHHBIX CUCTEM,
peecTtpoB 1 6a3 gaHHbIXKoaC/04.7YpoBeHb (NOAYPOBEHL) KBanduKaunm7

MpouncxoxxaeHne Tpyaoson hyHKUMMOpUrnHanX3anMCcTBOBAHO U3 OpurMHana
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Kopn opuruHana
PerncTpaunoHHbIA HoMep NpoeccMoHaLHOro cCTaH4apTa

TpynoBble AENCTBMSAHANN3 1 OLIEHKA aKTyaJIbHOCTW apXMBHOW AOKYMEHTALIMUN 1 €€ AaHHbIX Afs
HanoJIHeHNs (eaepasbHbIX U PErMOHANIbHBIX FOCY AAPCTBEHHbBIX MH(POPMALIMOHHBIX CUCTEM, peecTpoB 1 6a3
NaHHbIX

HanonHeHne henepanbHbIX U permoHaabHbIX FrOCyAapCTBEHHbIX MHGOPMALMOHHBLIX CUCTEM, peecTpoB 1 H6a3
AaHHbIX aKTya/lbHON apXWBHOW AOKYMEHTaUNEN N ee AaHHbIMK

KOHCyNbTMpPOBaHME COTPYAHUKOB (hefepanbHblX U PermoHanbHbIX FOCYAapCTBEHHbLIX MH(OPMALMOHHbIX
CUCTEM, peecTpoB 1 6a3 faHHbIX MO OLEHKE N HaMOMHEHWIO aKTyalbHOW apXWBHOWN LOKYMEeHTauuen n ee
OaHHbIMU

MoAroToBKa TEXHUYECKOro 3a4aHNs Ha MOAUMUKALIMIO apXUBHOWM IOKYMEHTaLUN COMPOBOXKAAEMbIX
(hefepanbHbIX 1 PErMOHaJbHBIX FOCYapPCTBEHHbLIX MH(POPMALIMOHHBIX CUCTEM, PEECTPOB 1 6a3 JaHHbIX

OnpepeneHne ypoBHA OOCTYNa PyKOBOAUTENEN CTPYKTYPHbIX MOAPA3AeNeHNIA K COMPOBOXAEHNIO U
HanoNHeHNO heaepasnbHbIX U PermoHasibHbIX FOCyAapCTBEHHbIX MHPOPMALMOHHLIX CUCTEM, PEECTPOB U
6a3 JaHHbIX aKTyaJIbHON apXUBHOW AOKYMEHTaLMEN N ee JaHHbIMM

CocTaBneHue rpacguka obyyeHns pyKoBOAUTENEN CTPYKTYPHbIX NoApasfeneHuii pabote ¢ deaepaibHbIMK
1 pernoHaabHbIMU rocy 4apCTBEHHLIMU MHOPMALIMOHHBIMI CUCTEMAMU, peecTpaMin U 6a3aMu AaHHbIX

Heobxogumble yMeHUAMNPOBOANTL aHaN3 1 OLEHKY aKTyaslbHOW apXUBHON AOKYMEHTaL MW ans
NPUMEHEHUS B MH(POPMALIMOHHBLIX CUCTEMAX, peecTpax 1 6a3ax JaHHbIX

CoBepLUEHCTBOBATb MPOLIECChHI COMPOBOXAEHUS 1 HAMOJIHEHUS hefepalibHbIX U PErMoHalbHbIX
rOCYapCTBEHHbIX MH(OPMALIVOHHBIX CUCTEM, PEECTPOB 1 6a3 AaHHbIX

Mcnonb3oBaTb COBPEMEHHbBIE METOAb! 3aALLMTbI UHPOPMALMOHHBLIX PECYPCOB hellepasibHbIX U PEroHabHbIX
rOCYAapCTBEHHbIX MH(OPMALMOHHBIX CUCTEM, PeecTpoB 1 6a3 faHHbIX OT HECAHKLMOHMPOBAHHOMO JOCTYNa

Mcnonb30BaTh COBpEMEHHbIE MeTOAbI PaboThbl C JaHHLIMU B heliepasibHbIX Y PErnoHabHbIX
rOCYapCTBEHHbIX MH(OPMALIMOHHBIX CUCTEMaX, peecTpax 1 6azax AaHHbIX

HeobxonuMble 3HaHUAHOPMaTVBHbIE NPaBOBbIE akThl Poccuiickon depepaumm B 061acTu
[eNonpon3BoCTBa U apXMUBHOrO fena

HopmaTumBHbIE NpaBoBble akThl Poccuinckon ®epepaumm B 061aCTy MHGDOPMaLMKU, NHPOPMALIMOHHBIX
TEXHOJIOMA 1 3aLnThl MHGOPMaLUK, LLMPOBOIA TpaHChopMaLum

MeToanyeckune NOKYMEHTbI B 061aCTW NCMOb30BaHNS apXMBHbIX A€ (0O0KYMEHTOB)
MeXXayHapoaHble 1 HauMoHaIbHble CTaHAaPThbl B 06/1aCTU MH(OPMALMOHHBIX TEXHOIOM WA

MeXLyHapoaHble 1 HauMoHabHble CTaHAAPThI, CeUNdKaLNM N TEXHUYECKUE 0TYETHI B Chepe
yrNpaBJeHNs 31EKTPOHHBIM apXMBOM

MepenoBoi 0TE4YECTBEHHbIN 1 3apyOeXXHbIA OMbIT U Hay4YHble pa3paboTKM Mo NPeAoTBPALLEHWIO 1
YCTPaHEHWI0 NOTEHLUMANBbHBIX PUCKOB B Chepe yrnpaBaeHUs 3/1eKTPOHHbIM apXBOM

MeToAbl NAaHMPOBAHNS HaMOJHEHNS deepabHbIX U PErMoHaNbHbIX FOCYAapPCTBEHHbLIX MH(OPMALMOHHbIX
CUCTEM, peecTpoB 1 6a3 AaHHbIX

MpUHUMMBI y4eTa N KOMMNJIEKTOBaHMA aen (,EI,OKyMeHTOB) OorpaHN4eHHOro OoCTyna

[MporpaMMHoO-TeXHUYECKasa LOKYMeHTauUunsa, MHCTPYKLUKUN N PYKOBOACTBA MO pa60Te C hefepanbHbLIMN U
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PernoHasibHbIMI rocyAapCTBEHHbIMU NHHOPMALIMOHHBIMK CUCTEMAMI, peecTpamMu 1 6azamu JaHHbIX

MporpammHoe obecneyeHme B CUCTEME 3IEKTPOHHOI0 apXnBa, LEHTPA XPaHEHUS 3NIEKTPOHHBIX
LOKYMEHTOB M MH(OPMALMOHHbIX YCNyr

[pyrune xapakTepucTuku-

3.3.5. Tpynosasa pyHKUMSA

HanmeHoBaHue

MnaHWpoBaHWe 1 NOCTPOEHME NPOLECCOB apXMBHOIO XpaHeHUs, y4eTa 1 UCrosb30BaHus aen (4OKyMeHTOB)
BpeMeHHOro xpaHeHnsKonC/05.7YposeHb (noypoBeHb) KBanupukauumn7

MpoucxoxaeHvie TpyaoBon GyHKLMNOPUrnHanX3anMcTBOBaHO M3 OpUruHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpodeccMoHasbHOro cTaH4apTa

Tpynosble genctensiPaspaboTka CTpaTerun u NOJMTUKIN YNPaBAEHUS apXMBHbIM XPaHEHNEM Oen
(OOKYMEHTOB) OpraHu3aumnm

OnpepeneHne NPYOPUTETHBLIX HaNPaBJIEHUA Pa3BUTUSA CUCTEMbI APXMBHOIMO XpaHeHUs fesn (4OKYMeHTOB)
opraHusauum

KoopauHaums pa3paboTku MHHOPMALIMOHHO-CNPAaBOYHOM CUCTEMbI aPXMBHOIO XpaHeHWs Aen (4OKYMEHTOB)
1 ee UCMoJb30BaHUS

KoopavHaLms nNpoLeccaMm CoBEpLLIEHCTBOBAHNS CUCTEMbI aPXUBHOIO XpPaHEHUS Aen (LOKYMEHTOB)
opraHusauum

KoopanHauns BHeApeHUs MHHOPMaLMOHHbBIX TEXHOJIOTNA B CUCTEMY apXMBHOIO XpaHEHUS Oen
(DOKYMEHTOB) OpraHm3aLumm

Heobxoaunmble yMeHUATIPOBOAUTL aHaNN3, KOHTPOJIb Y OLLEHKY U3MEHEHUN B YNPaBiieHU XpaHeHNeM
APXMBHbIX (POHA0B

MoANGhULNPOBATL CUCTEMbI aPXUBHOIO XpaHeHUs aen ([OKYMEHTOB)

licnonb3oBaTb NepefoBoO 0TEYECTBEHHBIN U MEXAYHAPOAHbIN OMbIT B Chepe apXMBHOrO XpaHeHUs aen
(0OKYMEHTOB)

BbISIBNSATbH 1 MUHUMW3UPOBATL PUCKK B Chepe apXMBHOMO XpaHeHUs aen (LOKYMEHTOB)
KnaccugpumumnpoBaTb MHGOPMaLMIo B Chepe apXUBHOMO XpaHeHNs fen (LOKYMEeHTOB)

PaspabaTbiBaTb MHDOPMALIMOHHO-CMIPABOYHbIE CUCTEMbI U Ba3bl AaHHbIX B Chepe apXMBHOIO XpaHEHNS Aen
(0OKYMeHTOB)

Heobxogunmbie 3HaHUAHOpPMaTKBHbIE NPAaBOBLIE aKThl Poccuinckon Q®epepauumu B obnactun
nenonpon3sBoacTBa U apXmBHOro gena

MeToaunyeckne OOKYMEHThI B 06n1acTn McnonbL30BaHUS APXUBHbIX Oen (JJ,OKyMeHTOB)

MeToanyeckne 4OKYMEHThl U HaLUMOHabHbIe CTaHAapTbl B 06/1aCTN NCMOJ/Ib30BaHNA apXMBHbIX Oe
(0OKYMEHTOB)

MepenoBas 0TEYECTBEHHASA N MEXAYHAPOLHAN NPaKTUKA OpraHU3aLnn yyeTa, XpaHeHUs, UCMOJIb30BaHUS 1
YHUYTOXXEHUS apXUBHBIX (hOHL0B

TpeboBaHWs U HOPMbI B 06/1aCTU apXMBHOTO XpaHEHUS Aen (IOKYMEHTOB), y4eTa 1 UCMO0JIb30BaHUSA fen
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(OKYMEHTOB) BPEMEHHOI0 XpPaHeHN

®opMbl 1 MeTOAbI KOHTPOJIA cobntoaeHns TpeboBaHMI U HOPM B 061aCTV apXMBHOIO XpPaHeHNA Oen
(DOKYMEHTOB), y4eTa M UCNoAb30BaHMA gen (LOKYMEHTOB)

MeToabl aHa/M3a 3PPEKTUBHOCTN CUCTEMbBI apPXMBHOIO XPaHEHUS Oen (OOKYMEHTOB), y4eTa 1
Ncnonb3oBaHns gen (4OKYMeHTOB)

MeTobl NIAaHNUPOBAHWUA PA3BUTUS CUCTEMbI aPXUBHOIO XPaHEHUS Aen (JOKYMEHTOB) Ha OCHOBE
pe3ynbTaToB aHaM3a 3DPEKTUBHOCTYU INIEKTPOHHOMO apXMBa, LIEHTPA XPaHEHNS 3/1eKTPOHHbIX
NOKYMEHTOB 1 UH(POPMALMOHHBIX YCIyT

MeTogonorna NnoCTPoeHnsa NHPOPMaLMOHHbLIX CUCTEM U 6a3 faHHbIX 3JIEKTPOHHOI0 apxumBa, LLEHTPa
XPaHeHUA 3/1eKTPOHHbIX JOKYMEHTOB

MeTofbl aHaM3a NokasaTenen 4esTeNbHOCTI OpraHn3aLun no BonpocaM 3hPeKTUBHOCTU CUCTEMDI
aPXMBHOr0 XpaHeHns fen (LOKYMEeHTOB)

TexHonoruv v meToAbl yrpasJieHUs NMepcoHanoM oOpraHm3auum
[pyrue xapakTepucTuku-

3.3.6. TpyLnoBas (hyHKLNA

HavmeHoBaHVe

OpraHn3saums v ConpoBoOXAeHNe AeATeNbHOCTM 3KCNEPTHO-NPoBePoYHON KoMmuccnnKonC/06.7YpoBeHb
(mopypoBeHb) KBannguKauumn7

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Ko opurvnHana
PernctpaunoHHbIn HoMep NpoecCcMoHanbHOro CTaHaapTa

TpyZoBble AeicTBUSKoOpAMHaLNS pa3paboTKM NOKabHbIX HOPMATKBHBLIX aKTOB OpraHu3aumm ob
9KCMNEPTHO-NPOBEPOYHON KOMUCCUN

MpuBneyeHne K paboTe B 3KCNEPTHO-NMPOBEPOYHON KOMUCCUN B Ka4eCTBE 3KCMNEPTOB 1 KOHCYJIbTaHTOB
CMeunanncToB opraHn3aLmnii u henepasibHOro opraHa, PeryavpyoLLero apxXmBHyo AesTeNbHOCTb

KOOp,EI,I/IHaLI,I/Iﬂ NoAroTOBKW HEOHBX0ANMbIX OOKYMEHTOB A4 41€HOB 3KCI'IepTHO-I'IpOBepO‘-IHOVI KOMUCcun,
3KCMNEPTOB N KOHCYJIbTAHTOB

PaccMOTpeHMe Hay4YHO-MEeTOAMYECKMX 1 NMPAKTUYECKUX BOMPOCOB AEATEIbHOCTM 3KCMEPTHO-NMPOBEPOYHON
KOMUCCUW OpraHn3aumm

KOHTPOJIb BbIMOJIHEHUSA peLueHvu7| 3KCI'IepTHO-I'IpOBepO‘-IHOI7I KOMUCCcnmn

KOHTpPOJIb HaMpaB/IeHUS PELLEHNA IKCMEPTHO-NPOBEPOYHON KOMUCCUN UCTOYHMKAM KOMMJIEKTOBaHMWSA
ApxunBHoro ¢oHfa Poccuiickon ®epepaumm

OpraHn3aLms MeToANYEeCKOn NOMOLLY NpeaceaaTeslo U YIeHaM 3KCNepPTHO-NPOBEPOYHON KOMUCCHM
opraHusauum

Heobxogumble ymeHusiPazpabaTbiBaTb 1 060CHOBLIBATbH NPOEKTHI IOKA/IbHbIX HOPMATUBHbIX aKTOB 00
3KCMepTHO-MPOBEPOYHHON KOMUCCMM OpraHM3aLnm 1 ee peLleHni

MpoBOAUTL 3aCeAaHNs 3KCNEPTHO-NPOBEPOYHON KOMUCCHN

MpoBOANTb aHaNN3 1 OLLEHKY PEKOMEHALIMN MO BOMPOCcaM AesaTesbHOCTM 3KCMEPTHO-NPOBEPOYHOIA
KOMUCCUW OpraHn3aumm
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Heobxoaumble 3HaHMsAHopMaTUBHbIE MpaBoBble akThbl Poccuinckon ®enepaumm B obnactu
LeNIonpon3BoACTBa M apXUBHOIo fena

MeToOmn4yeckne LOKYMEHTbI 1 HalMoHallbHble CTaH4apThl MO BOMPOCaM Aefionpon3BOACTBa U apXMBHOIO
nena

MepenoBasi 0TEYECTBEHHAS U MEXAYHAPOAHAs NPaKTUKa OpraHn3auumn 0esonpon3BoaCcTBa U apXUBHOMO
XPaHeHUs1 B OpraHn3auusx

MpaBuna n METOAbI KOHTPOJIA AEeATENbHOCTU 3KCNEPTHO-NPOBEPOYHON KOMUCCUN B OPraHu3aLmm
I'Ipanma N MeTo[bl KOHTPO1A BbINOJIHEHUA peLuean7| 3KCI‘IepTHO-I'IpOBepO‘-IHOI7I KOMNCCUIN B OpraHn3saunn
[pyrvne xapakTepucTuku-

IV. CBefeHuna 06 opraHmnsaumsax - paspaboTymkax npodeccnoHanbHOro ctaHaapTa

4.1. OTBETCTBEHHAs OpraHu3aLns-pa3paboTImk

HM "HaumnoHanbHas accoumaums oUCHbIX CNELNANNCTOB N aAMUHNUCTPATMBHLIX paboTHMKOB", ropoa
MockBa

OupekTopXntocHesa Jllogmuna MNeTpoBHa

4.2. HanmeHoBaHUS opraHm3aunii-pa3paboTymkos

1"lrasnpombaHk" (AO), ropoa MockBa

206wwepoccuinckas obwecTBeHHas opraHm3auns "Poccninckoe obLLECTBO NCTOPMKOB-apPXUBMCTOB", ropos
MockBa

3000 "Ta3npom kKoMnnekTaums", ropog Mockea

4000 "OCTI Pekopa3 MeHemxMeHT LeHTp", ropon MockBa

5000 "LleHTp 3kcnepTusbl n ceptudmrkauymmn”, ropoa Mocksa

6000 "9kcnobaHk", ropoa Mockea

7Orb0Y BO "PoccuMncknii rocyAapCTBEHHbIN FyMaHUTapHbI yHUBepcuTeT", ropod Mockea

8®I'BINOY "Konnegx MUL, Poccun", ropog Mocksa

1 ObLLepOCCHMIACKII KnacCudrKaTop 3aHATUR.

2 O6LLepoCcCMnCKMn KnaccuukaTop BUAOB SKOHOMUYECKON AeATENbHOCTH.

3 MocTaHoBneHue MpaBuTtenbcTBa Poccminckon depepauunn ot 16 ceHTabps 2020 r. Ne 1479 "06
yTBEpXAeHumn MNpaBua NpoTMBOMNOXKaPHOro pexxnma B Poccuiickon Pepepaunn” (CobpaHne
3aKoHogaTenbCcTBa Poccuinckon ®epepaunm, 2020, Ne 39, cT. 6056).

4 MNocTaHoBNeHne MnHTpyaa Poccumn, MuHobpasoBaHusa Poccun oT 13 aHBaps 2003 r. Ne 1/29 "Mopagok
obyyeHuns no oxpaHe TpyLa v NPOBEPKYU 3HAHWIN TpeboBaHUIN OxpaHbl TpyAa paboTHNKOB opraHu3aumin”
(3apermncTpupoBaHo MuHiocTom Poccum 12 despans 2003 r., permctpaumoHHbiin Ne 4209), ¢ n3meHeHnAMN,
BHECEHHbIMY MpUKa3zoM MuHTpyaa Poccun, MuHobpHaykn Poccum oT 30 HoA6ps 2016 . Ne 697H/1490
(3apernctpmpoBaH MuHiocTom Poccum 16 aekabps 2016 r., peructpaunoHHblin Ne 44767).

5 ObLiepoccniickmnin knaccudukaTop npodeccuin pabounx, 4OMKHOCTEN CAYXaALLMUX U TapUQHbIX pa3psaoB.
6 ObLLepoccnincKMin KnaccudukaTop cneunanbHOCTeNn No 06pa3oBaHuIo.
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