YTBepKaeH

npunkasom MunHmUcTepcTea Tpyaa
N COUMaNbHOM 3aLLUTBI
Poccuiickoin Peaepaumn

o1 18 mapTta 2021 r. N 140H

NPO®ECCUOHA/IbHBIA CTAHOAPT

CNELUANTUCT APXMBA

1418

PerncrpaumoHHbIi Homep

I. O6wue cBeaeHns

YnpasneHne AOKYMEHTaMM apXmMBa OpraHn3aumnii 1tobbix opraHU3aUnMoHHO- 07.012

npaBoBbIX Gpopm

(HaMmeHoBaHMe BUAA NPodeccMoHaNbHON AeATeNbHOCTH) Koa

OcHoBHaA uenb BMAa ﬂpOd)ECCMOHaﬂbHOﬁ AeATeNbHOCTU:

ObecneyeHune 3pPeKTUBHOrO ynpaBaeHUA apXUBHbIMKU AelaMn (JOKYMeHTamM); BHegpeHue
NYYLINX TeXHUYECKUX pa3paboToK 1 HOBEMLLMX TEXHONOTUI B obecneyeHne 3¢pdeKTMBHOro
ynpaBAeHna apxXnBHbIMU (aenammn) 4OKYMeHTaMu

lpynna 3aHATUM:

1213

PykoBogutenu B obnactu 2621 CneumanncTbl apxmBeos n
onpegeneHnA NOJINTUKU U mMmy3eeB

NAAHMPOBAHMA
AeATeNbHOCTH

3343

AOAMWHUCTPATUBHDBIA U UHOM | - -
NCMNOJIHUTENbHbIN
cpeaHeTexHUYECKMU
nepcoHan

(kop OK3 <1>)

(HaumeHoBaHue) (kog, OK3) (HaumeHoBaHuUe)

OTHeceHue K Buaam 3KOHOMMYECKO AeATeNIbHOCTU:

91.01

JdeatenbHoCTb 6UBAMOTEK U apPXNBOB

(kog OKB3[, <2>)

(HaMmeHoBaHMe BMAA SKOHOMMUYECKOMN AeATeIbHOCTH)

Il. OnucaHue TPyA0BbIX PYHKLMIA, BXOAALLUX
B npodeccuoHanbHbIi cTaHAapPT (PyHKLMOHANbHAA KapTa BuAa
npo¢eccMoHaNbHOW AeATeNbHOCTH)


consultantplus://offline/ref=2EE2DAE5653F2491B736BCEFB95155A7EDCBAD58148DA50FAB62717BA2C1E6DD6BFD2A33CFA4AA073F60A3DC0FC5BBA5FE42710C782BDC4B17q2I
consultantplus://offline/ref=2EE2DAE5653F2491B736BCEFB95155A7EDCBAD58148DA50FAB62717BA2C1E6DD6BFD2A33CFA4AE0B3F60A3DC0FC5BBA5FE42710C782BDC4B17q2I
consultantplus://offline/ref=2EE2DAE5653F2491B736BCEFB95155A7EDCBAD58148DA50FAB62717BA2C1E6DD6BFD2A33CFA4A3043F60A3DC0FC5BBA5FE42710C782BDC4B17q2I
consultantplus://offline/ref=2EE2DAE5653F2491B736BCEFB95155A7EDCBAD58148DA50FAB62717BA2C1E6DD79FD723FCFA1B5023875F58D4919q1I
consultantplus://offline/ref=2EE2DAE5653F2491B736BCEFB95155A7EDCBAD58148DA50FAB62717BA2C1E6DD79FD723FCFA1B5023875F58D4919q1I
consultantplus://offline/ref=2EE2DAE5653F2491B736BCEFB95155A7EDCAA8521383A50FAB62717BA2C1E6DD6BFD2A33CFA1AF053060A3DC0FC5BBA5FE42710C782BDC4B17q2I
consultantplus://offline/ref=2EE2DAE5653F2491B736BCEFB95155A7EDCAA8521383A50FAB62717BA2C1E6DD79FD723FCFA1B5023875F58D4919q1I

0606LeHHbIe TpyaoBble GyHKLMMU

TpyaoBble GyHKUUK

KoZ4, HanMeHOBaHWe ypoBeHb
KBanmodu

Kauuu

HanmeHoBaHUe

KoZ4

YyPOBEHb
(nopypos
€Hb)
KBanuodu
Kaumm

XpaHeHwue, 5
KOMMNNEKTOBaHue,
yyeT u
Mcnonb3oBaHWe aen
(moKkymeHTOB)
apxmBa

OpraHu3aumsa NOCTOAHHOTO
XpaHeHMA apXMBHbIX Aen
(ookymeHTOB)

A/01.5

5

KomnneKktoBaHue apXMBHbIMU
Aenamu (JoKymeHTamm) apxuBa

A/02.5

YyeT apXxMBHbIX Aen (40KYMeHTOB)

A/03.5

OpraHu3auma Ucnoab3oBaHUA
aPXMBHbIX AN (LOKYMEHTOB)

A/04.5

XpaHeHWe, KOMNIEKTOBaHWE, yueT
M UCNONb30BaHUE gen
(DOoKymeHTOB) BpemMeHHOro
XpaHeHus

A/05.5

Pykosoactso 6
noapasgeneHnem
apxuBa

PYyKOBOACTBO A,€ATE/NbHOCTLIO MO
aPXMBHOMY XPaHEHWIO Aen
(ooKymeHTOB), yueTy 1
MCNONb30BaHUIO AeN (AOKYMEHTOB)
B OpraHusauumu

B/01.6

OpraHusauma paspaboTku
NIOKa/IbHbIX HOPMATUBHbIX aKTOB U
METOANYECKUX LOKYMEHTOB MO
XPaHEHMUIO, KOMMNEKTOBAHMUIO,
YYeTy U UCNO/Ib30BAHMIO APXMUBHbIX
aen (AoKymeHToB)

B/02.6

MocTpoeHMe cUcTeMbI aPXMBHOTO
XpaHeHus aen (AOKYMeHTOB) B
opraHusauum

B/03.6

KoHTponb PpyHKUMOHUPOBAHUA
CUCTEMBI aPXMBHOIO XPaHeHMA aen
(ooKymeHTOB) B opraHusaumm

B/04.6

CoBeplLueHCTBOBaHWE CUCTEMBI
APXMBHOTO XpaHEHUA aen
(OKymeHTOB), yyeTa u
MCNONb30BaHWA AeN (LOKYMEHTOB)
BPEMEHHOro XpaHeHUs B
opraHusauum

B/05.6

BHeapeHue cuctembl SNEKTPOHHOTO
apxmuBa opraHm3sauunmn

B/06.6




ConpoBoxaeHune AeaTenbHOCTH B/07.6 6
3KCNEepPTHOM KOMMUCCUU

opraHusauum
C Pykosoactso 7 Co3paHue eaMHOM CUCTEMDI C/01.7 7
npoueccom APXMBHOTO XpPaHeHUs gen
apPXUBHOrO (nokymeHTOB)
XpaHeHus gen
(BOKYMEHTOB) YnpasneHue paspaboTtkoi C/02.7 7

NOKa/IbHbIX HOPMATUBHbIX aKTOB
NPOLLeCCOB apXMBHOMO XpaHeHUs
aen (ooKymeHToB)

KOHTpO/Ib apXMBHOTO XpaHeHUs C/03.7 7
aen (AoKymeHTOB)

PerynnpoBaHne n KOHTPO/b Cc/04.7 7
depepanbHbIX U permMoHanbHbIX
rocyapCTBEHHbIX
MHPOPMALMNOHHbBIX CUCTEM,
peecTpoB 1 6a3 AaHHbIX

MnaHnpoBaHMe N NOCTpoOeHUe C/05.7 7
NpPOLECcCOB apXMBHOMO XpPaHEeHUs,
y4yeTa 1 UCnonb3oBaHMA aen
(DoKymeHTOB) BpeMeHHOro
XpaHeHus

OpraHusauma 1 ConpoBoXKaeHue C/06.7 7
[eATesIbHOCTM 3KCNepTHO-
NPOBEPOYHON KOMUCCUN

lll. XapakTepuctuka 0606LeHHbIX TPYyAO0BbIX GYHKLMIA

3.1. O606wWweHHan TpyaoBaa GyHKLMA

XpaHeHWe, KOMMNAEKTOBaHME, yYeT U YpoBeHb
HavmeHoBaHue MCcnosib30BaHue aen (4oKyMeHTOB) Kopa A KBanmMdumKaumm 5
apxmBa
I‘Ipowcxomp,evae - | opuruman X 3aMmcTBOBaHO
0606LLEeHHON TPYA0BOM N3 OpuUrMHana
$YHKUMM
Kog PernctpaumnoHHbIit
opurMHana HOMep
npodeccnoHanbHor
O CTaHAapTa
Bo3MOHble Cneumanuct apxmea
HaMMeHOBaHMsA
[OKHOCTEN,
npodeccui




TpeboBaHMA K
0bpasoBaHUto U
obyyeHuo

CpenHee npodeccroHanbHoe 06pas3oBaHMe - TPOrpammbl NOLTOTOBKM
CNeunanuncToB cpesHero 3BeHa

nnu

CpenHee npodeccroHanbHoe 06pasoBaHMe (He NPpoduIbHOE) - TPOrPaMMbl
NoAroTOBKM CNeunanncToB CpeaHero 3BeHa U A0MNoHUTeIbHOe
npodeccnoHanbHoe 0bpasoBaHKe - NPorpaMmbl NPOPeccUoHaNbHON
nepenoAroToBKM No NpoduIto AeATeNbHOCTH

TpeboBaHuAa K
onbITy
NpaKTUYeCcKon
paboTbl

Ocobble ycnosus
[onyckKa K paborte

MpoxoxxaeHne obyyeHna mepam noxapHoi besonacHoctn <3> MpoxoxKaeHne
06yyeHUs 1 NPoBEPKM 3HAHWUIM TpeboBaHMIM OXpaHbl Tpyaa <4>

Apyrve
XapaKTePUCTUKHN

JononHutenbHble XapaKTepUCTUKU

HanmeHoBaHue Koz HanmeHoBaHMe 6a30BOM rpynnbl, JONKHOCTU
OOKyMeHTa (npodeccum) nnm cneunanbHOCTH
OK3 3343 AOMWHUCTPATUBHBIA N MHOM UCMONHUTENbHbIN
cpegHeTexHUYeCKUit nepcoHan
EKC - Apxusuct
OoKMNATP <5> 20193 Apxusuct
26541 Cneuyanuct
OKCO <6> 7.46.02.01 JoKymeHTaUMOHHOEe obecneyeHne ynpasaeHua u
apxuBoBegeHue
3.1.1. Tpyposaa ¢pyHKUMUA
OpraHu3auma NoCTOAHHOIO XpaHeHUA YpoBeHb
HavmeHoBaHMe |apXuBHbIX AeAn (4OKYMEHTOB) Kog | A/01.5 | (noaypoBeHb) 5
KBannduKaumm
I‘Ipomcxoikp,eHme Opurian X 3aMmcTBOBaHO
TPYAOBOM GYHKUMM N3 opurnHana
Kog PernctpaumnoHHbIit
opurnHana HOoMep
npodeccnoHanbHor

O CTaHAapTa
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Tpyaosble
aencreus

OnpepeneHne cxembl KnaccuduKauuMm apxmBHbIX Aen (AOKYMeHToB) ANns
NOCTOAHHOTO XpaHeHUs

OnpepeneHne cxembl CUCTEMATU3ALMM APXMBHBLIX AN (LOKYMEHTOB) Mpu
NOCTOAHHOM XPaHEHWU HAa OCHOBE BbIOPAHHOM CxeMbl KnaccuduKaumm

I'Ipose,u,eHme 9KCNepTn3bl LEHHOCTU OOKYMEHTOB, NOCTYNalOWNUX Ha apxXnBHOE
XpaHeHne

PasmelleHne apxmBHbIX Aen (AOKYMEHTOB) B apXMBHbIX XPaHUAULLAX B
COOTBETCTBMU C BbIOPaHHON CXeMOoM KnaccupuKaumm u cuctematmsaumm aen
(moKrymeHTOB)

CospaHue n obecnedyeHne pPexkMMOB MOCTOAHHONO XpaHeHUA apXMBHbIX Aen
(mokymeHTOB)

MpoBepKa Ha/AMUMA U COCTOAHMA apXUBHbIX Aen (AOKYMEHTOB) Ha cTaauu
NOCTOAHHOIO XPaHeHMA

BbifiBNieHWE M y4YeT  apxXMBHbIX gen  (QOKYMeHTOoB),  Tpebylowmx
pecTaBpauMOHHON, KOHCEePBALMOHHO-NPOOUNAKTUYECKON U TEXHUYECKOM
06paboTku

MogrotoBKa ycnoBuii pns  obecneyeHMA COXPAHHOCTM  APXMBHbIX Aen
(noKymeHTOB) B 0COBbLIN Nepmoa 1 YpesBblyaliHbIX CUTYaLUAX

OcylLecTBNEHNE KOHTPONA OBUMKEHUA apPXMBHBLIX AeN (LOKYMEHTOB) M MX
$U3NYECKOrO COCTOAHMA

MoAroToBKa apxMBHbIX AeN (AOKYMEHTOB) ANA Mepeaayn Ha ayTcopcUHrosoe
WM BHELWIHee XpaHeHue

3akas, nepegava gen (4OKYMEHTOB) Ha ayTCOPCUHT UM BHELWWHEE XpaHeHne

Heobxogumbie
yMeHuA

CucremaTmManpoBaTthb Aena (40KYMeHTbI)

Pasmelatb apxvMBHble Aena (LOKYMEHTbl) Ha MecTax XpaHeHua B
COOTBETCTBMMN C HOPMATUBHbIMKN TpeboBaHUAMM B 061aCTU apXMBHOTO Aena U
ynpaBAeHUA 4OKYMEeHTaMu

ObecneunmBaTb  HOPMATMBHbIE  PEXKUMbI  XPaHEHWUS  apPXMBHbLIX  Aen
(noKymeHTOB) Ha Ntobbix HoCUTENsX

MpoBoAUTb NPOBEPKY MOJSIHOTHI COCTAaBa APXMBHbLIX AOKYMEHTOB B e4MHMLAX
XpaHeHus

MpoBOAMUTb ONUCAHME apPXMBHbIX AeN (LOKYMEHTOB)

CoctaBnAaTb  CrpPaBOYHO-MOUCKOBbIE  CPEeACTBA K  apXMBHbIM  [enam
(mokymeHTam)

BecT yyeT W KOHTPO/Ib BbldayM apPXMBHbIX AOeN  (AOKYMeHToB) U3
apXMBOXPaHUANLLA U NX BO3BPaTa

BecT y4yeT M KOHTpOAb nepegayn Aen (AOKYMEHTOB) Ha ayTCOPCWMHE UAU
BHELUHee XpaHeHWe 1 npuema e C ayTCOPCUHIA UK BHELHEro XpPaHeHus




MpoBOAWTL NONUCTHYIO MPOBEPKY GPUIUYECKOTO COCTOAHUA AeN (AOKYMEHTOB)

Pa3bicknMBaTb HeobHapyXeHHble Aena (A0KYMEeHTbI)

Heobxoaumble
3HaHWA

HopmaTtuBHble NpaBoBble akTbl Poccuiickolt depepaumm B 061acTv apXMBHOTO
Aena v ynpaeieHnn AOKYMEHTaMM

HopmaTuBHble npaBoBble aKTbl Poccuiickon degepauum B obnactu
MHPopmaumm, MHPOPMALMOHHBLIX TEXHOJIOTUIM, 3alnuTbl MHPOpMALUM WU
NnepcoHanbHbIX AAHHbIX, LMdPOBOIM TpaHCHOpPMaLMK

HopmaTuBHble npaBoBble aKTbl Poccuiickoin depepaumm B obnactm
KOHPUAEHLMANBHOCTU MHPOPMaLUN

JloKanbHble HOPMaTUBHbIE aKTbl OpraHM3aumm B obnactm obecnevyeHus
COXPaAHHOCTU Aen (LOKYMEHTOB)

Ycnosua coctaBneHmsa AO0roBopoB Ha peasn3aynto ycnyr aytCopCUHrosoro
WU NHOIo BHELWWHETO XpaHeEHUNA

Mo6uIM3aLMOHHble NAaHbl apX1Ba, NAaHbl 3Bakyaumun aen (40KYMeHTOB)

MpaBuna xpaHeHWs en (4OKYMEHTOB) B COOTBETCTBUM C UX TUMAMM

Mopsaaok popMMPOBaAHUA LOKYMEHTOB B KOMMNEKTbI, FPYMMbl, TUMbI

CpoKwu BbINONHEHMSA paboT

TpeboBaHMA K YCTaHOBNEHHbIM HOPMaMm BblpaboTKK

TpeboBaHMA oxpaHbl Tpyaa

Apyrue
XapaKTEPUCTUKM

3.1.2. TpypoBasa GpyHKUUA

KomMnneKkToBaHWe apXMBHbIMM YpoBeHb
HanmeHoBaHMe |Aaenamu (LOKyMeHTamM) apxuea Kog | A/02.5 | (noaypoBeHb) 5
KBaNnpMKaunm
MpoucxoxaeHue 3anmcTBOBaHO
P o A OpuruHan X
TPYyAoBOW GyHKLUM M3 opuUrnMHana
Kog, PerncrpaumoHHbIn
opurMHana HoMep
npodeccroHanbHor

O CTaHAapTa

Tpyanosble
aencreus

BeaeHune cnncka MCTOYHUKOB KOMM/IEKTOBAHUA apxuBa

OcyuiecteneHne paboTbl NO BbIABAEHNIO HOBbIX MCTOYHUKOB KOMMAEKTOBaHUA
apxuea




UckntoveHne 0p|'aHVI3aLI,VIl7I, d)VIBVI‘-IECKMX g, 3 CnCKa MUCTOYHUKOB
KOMMNNEKTOBAHMA apxuBa BCAeaAcTBue nMnpeKkpaweHna OeATeNbHOCTN Waun
OTCYTCTBMNA LEHHOCTU

KoHcynbTupoBaHne paboTHUKOB MCTOYHWUKOB GOPMUPOBAHUA APXMBOB MO
BOMpPOCAM XpaHeHUs gen (LOKYMeHTOB)

OCYLLI,ECTBJ'IEHMG 3KCNepTn3bl UEHHOCTU pPas3ZIndHbIX TUNOB U BUAOB
AOOKYMEHTOB

MacnopT13auma apxmea opraHn3aumnm

anEM APXUBHbLIX AOen (,D,OKVMEHTOB) Ha PasInyHbIX HOCUTENAX Ha
NOCTOAHHOE XpaHeEHUE

Heobxogumble
ymeHunA

PaboTaTb C MICTOYHMKAMM KOMMNIEKTOBAHMUA apxuBa

MNpuHUMaTL dpXnBHbIE aena (AOKYMEHTbI) Ha NOCTOAHHOE nnn
AoNroppemeHHoOe XpaHeHune

CosgaBaTb  apxuMB  OPraHM3auMM -  UCTOMHWKA  KOMMIEKTOBaHUA
rocyAapCTBEHHOro MM MyHULUMMNAAbHOrO apxmBa

CospaBsaTtb apxus OopraHunsauum, He FIBJ'IFIIOLLI,MVICFI UCTOYHUKOM
KOMNNEKTOBAHMA rOCYyaAapCTBEHHOIO WM MyHUUUNA/IbHOIO apXxmBea

MpoBoAMTb NACNOPTM3aLMIO apXMBa OpraHn3aumm

MpuHUMaTbL apxuBHble gena (AOKyMeHTbI) Ha NOCTOAHHOE N AO0/ITOBPEMEHHOE
XpaHeHne

CocTaBnATb  CNPaBOYHO-MOWUCKOBbIE  CPEACTBA K apXWMBHbIM  genam
(morymeHTam)

MpoBoANTb 3KCNEPTU3Y LLEHHOCTU PasIMYHbIX TUMOB U BUAOB AOKYMEHTOB B
COOTBETCTBUUN C BHYTPEHHUMU PErNaMeHTaMN OpraHn3auunm

MNpumeHaTb B paboTe peKomeHZauMu 3KCNepTHO-MPOBEPOYHOM KOMMUCCUMMU
WM SKCNEPTHOM KOMUCCUM OPraHn3aLmm

Nonb3oBaTbCA aABTOMATU3MPOBAHHBIMU CUCTEMAMM  PErncTpaumm ydera,
KOHTpOAA n MH(I)OpMaLl,MOHHO-CI'lpaBOLIHbIMVI cncremamu
AOOKYMEHTUPOBAHHbIX cd)ep AeATeNbHOCTU OpraHn3aunmn

MPMMEHATb NePEYHN C YyKazaHUeM CPOKOB XpaHeHuA Aen (A0KYMeHTOB)

Cobnt04aTb HOPMATUBHbIE CPOKM XpPaHEHUA Aen (40KYMEeHTOB)

Bectun y4yeT UCTOYHMUKOB KOMMIEKTOBAHUA apXnBa

MpoBOAMTb 3KCNEPTU3Yy LEHHOCTU Aen (AOKYMEHTOB) Pas/IMyHbIX TUMOB WU
BMA0B

Mcnonb3oBaTb nNepenoBOM OTEYECTBEHHbIN UM 3apybeXKHbIM  OnbIT Mo
KOMM/JIEKTOBAHUIO  apxuBa Aenamu  (AOKYMeHTamMu) MOCTOSHHOTO WU
[ONITOBPEMEHHOTO XpaHeHun




Ucnonb3osBaTtb coBpeMeHHble aBTOMATU3NPOBAHHbIE, MHCI)OpMaLI,MOHHbIe n
TENEKOMMYHUNKALMOHHDbIE TEXHON0TUN AOKYMEHTUPOBAHHbIX cd)ep
AeATENbHOCTU OpPraHn3auunn

3aWwmnuatb MHGOPMALMOHHbIE pPecypcbl apxmMBa OT HECAHKUMOHWMPOBAHHOMO
foctyna

Heobxoanmble
3HaHWA

HopmaTuBHble npaBoBble aKTbl Poccuiickoin depepaumm B obnactm
[eN0MNpPon3BOACTBa M apXMBHOIO Aena

HayyHo-meToanYecKkne KpUTepmumn 3KCnepTusbl LEHHOCTU Pas/IMYHbIX TUMOB U
BMAOB AeN (LOKYMEHTOB)

MpaKTUKa 3KCNepTM3bl LEHHOCTM pas3Au4YHbIX TUNOB W  BWAOB Jen
(mokymeHTOB)

npaKTVIKa OopraHnsaunmn - UICTOYHNKa KOMMNNEKTOBAHNA apXnBa

MNpakTMKa [OeATeNbHOCTUM OpraHu3auuum, He FIBI'IHPOLLI,GVICFI NUCTOYHUKOM
KOMMNNEKTOBAHMA rOCyaAapCTBEHHOIO WM MyHUUWNA/IbHOIO apXxmBea

TeopeTnyeckne n MeToAMYECKME acneKTbl KOMIMIEKTOBaHMA M 3KCMepTU3bI
LEHHOCTWN BCEX BUAOB AOKYMEHTOB

Bunapl, pasHOBMAHOCTUN U d)OpMaTbI BCeX BMA40B JOKYMEHTOB

PelleHna sKkcNepTHOM KOMMUCCMM OpraHU3aLLmMm

PekomeHgaunun 3KCI'IepTHO-I'IpOBepO‘-IHOI7‘I KOMUCCUN TOCYOapPCTBEHHOIO WAN
MYHNUMNANTbHOIO apXunBa

YHubUumposaHHas cuctema OpraHn3aLMOHHO-PacNopPAANTENbHON
AOKYMeHTauun
CraHaapTbl odpopmneHun OpraHn3auUMoHHO-pPacnopPAANTENLHON
AOKYMeHTaunu

Cnocobbl M TEeXHO/NorMn  OOKYMEHTUPOBaHUA pasnnMyHbIX  BMAOB
npo¢deccnoHabHOMN AeaTeNbHOCTH

OpraHMBaLJ,VIOHHbIe NPUHUUNDbI y4€Ta U KOMNNEKTOBAHUA Aen (AOKyMeHTOB)
OrpaHn4eHHOro aocrtyna

TpeboBaHMA oxpaHbl TpyAa

dpyrue
XapaKTepUCTMKM

3.1.3. TpyaoBaa GpyHKUUA

HanmeHoBaHMe

MpouncxoxgeHue

YyeT apXuBHbIX AeN (LOKYMEHTOB) YpoBeHb
Kog | A/03.5 | (noaypoBeHb) 5
KBanmMdumKaumm
OpuruHan X | 3anmmcTBOBaHO ‘ ‘




TPYAoBOM GYHKUUM

13 OpurnHana

Kog PerncrpaumoHHbIn
opurnHana HOoMep
npodeccnmoHanbHor

O CcTaHAapTa

Tpyaosble
Jencreus

OnpeaeneHune cxembl yuyeTa apXmMBHbIX AeN (LOKYMEHTOB) B apxuse

YyeT apXuBHbIX e (AOKYMEHTOB) MOCTOAHHOIO U BPEMEHHOTO XpaHeHun

YyeT 0co60 LeHHbIX M YHUKaNbHbIX apXUBHbIX Aen (40KYMEHTOB)

YyeT Konuii cTpaxoBoro ¢oHaa apXMBHbIX Aen (LOKYMEHTOB)

YyueT poHA0B 1 onucelt apxmMBHbIX AeN (AOKYMEHTOB)

YyeT BblgAUYM aAPXMBHbLIX Aen (OOKYMEHTOB) M3 apXMBOXPaHMAMUWLA U UX
BO3BpaTa

YYeT M KOHTPO/b BblgauM apxXMBHbIX AeN (AOKYMEHTOB) Ha ayTCOPCUHI MAU
WMHOE BHELUHEEe XpaHeHwue

YyeT 1 po3biCK HEOBHAPYKEHHbIX AeN (AoKYMeHTOB)

BeaeHue aen poHaos

KoopanHaumsa obecneveHuns yyeta BCeX BUAOB AOKYMEHTOB B apxuse

Heobxoaumble
yMeHus

Nonb3oBaTbcA YYE€THbIMU AOKYMEHTaMU B pamKax INNEKTPOHHbIX
MH(I)OpMaLI,MOHHbIX Ccnctem  JOKYMEHTUPOBAHHbIX cd)ep OeATENDbHOCTU
opraHunsauunun

Monb3oBaTbCA CEPTUPULMPOBAHHBIMM aBTOMATU3UPOBAHHLIMM CUCTEMAMMU
OOKYMEHTUPOBAHHbIX chep  AeATEeNbHOCTM  OpraHM3auuu Mo yyery,
perucTpauumn, KOHTPOIo Aen (A0KyMeHTOB)

Nonb3oBaTbcA VIHd)OpMaU,VIOHHO-CI'lpaBOLIHbIMVI cnmcremamun
AOOKYMEHTUPOBAHHbIX ccbep AeATeNbHOCTU OpraHn3aunmn

OpraHn30BbIBaTb y4eT CTPaxoBoro GoHAa apXMBHBIX 4eN (LOKYMEHTOB)

MPMMEHATb HOPMATWUBHbIE MPABOBbLIE AKTbl, JIOKAa/bHblE HOPMATUBHbIE aKTbl
OpraHusaumMmM U MeToAMYECKME AOKYMEHTbl B 06/1acCTV ydeTa apXMBHbIX Aen
(nokymeHTOB)

BHOCUTL npeanoXxeHma no coBeplleHCTBOBaHUIO meToan4yeckoro
obecneyeHus y4yeTa pa3HblIX BNOOB AOKYMEHTOB B AOOKYMEHTUPOBAHHbIX
cd)epax AeATENbHOCTU OPraHn3auunn

Heobxoanmble
3HaHWA

HopmaTuBHble npaBoBble aKTbl Poccuitickoi degepaumm B 0baactm
AeNonponsBoACTBa U apxXMBHOro Aena

MeTtoanyeckume AOKYMEHTbI U HaUWMOHaNbHblE CTAaHOAPTbI B obnactu yyeTa
AOKYMEHTOB U AOKYMEHTUPOBAHHbIX cd)ep AeATENbHOCTU OPraHn3auunmn




OTeyecTBeHHblE n 3apybekHble cepTMdULMpPOBaHHbIe cucTemsl
aBTOMAaTU3MPOBAHHOIO YYeTa apXMBHbIX e (LOKYMEHTOB)

OTeyecTBeHHbIW U 3apyberkHbld onbIT B chepe ynpaBieHMA LOKYMEHTAMMU U
ApPXMBHOTO Aena

TpeboBaHMA K ydyeTy 0COBO ULEHHbIX W YHUKaJbHbIX apXMBHbIX Aen
(mokymeHTOB)

CpOKM BbINOJIHEHUS PAabOT NO yYeTy apXMBHbIX Aen (LO0KYMEHTOB)

TpeboBaHMA K HOPMaM BbINOAHEHMA TPYAOBOro 3a4aHUA MO yYyeTy apXUBHbIX
aen (4oKymeHToB)

Obwme npuMHUMMbI  y4eTa W KOMMNEKTOBaHWA gen  (AOKyMeHToB)
OorpaHMYeHHOro AocTyna

TpeboBaHMA oxpaHbl Tpyaa

Apyrue
XapaKTEePUCTUKM

3.1.4. Tpyposaa GpyHKUMUA

OpraHusaums Ucnosib30BaHUs Yposehb
HanmeHoBaHue P Kog | A/04.5 | (noaypoBeHb) 5
apXMBHbIX Aen (AoKYMeHTOB)
KBaMpUKaumnm
MpoucxoxaeHue 3aumMcTBOBaHO
P . A OpwuruHan X
TPYyAoBOW GyHKLUM N3 OpuUrnMHana
Kog, PerncrpaumoHHbIn
opurMHana HoMep
npodeccroHanbHor

O CTaHAapTa

Tpyposble
nencTemn

Pa3paboTka Tpe6oBaHWUt K MHGOPMALMOHHO-MONCKOBLIM CUCTEMAM apX1Ba

Moadep:KKa B aKTya/lbHOM COCTOAHWWM 3/IEKTPOHHbIX WHPOPMaALMOHHO-
MOMCKOBbIX CMCTEM apXuMBa B LOKYMEHTMPOBAHHbLIX cdepax AeATesbHOCTU
opraHusauum

CoctaBneHve CNpaBOYHO-NMOWMCKOBbLIX CPeACTB K  apXMBHbIM  Aefam
(MOKymMeHTam), yyTeHHbIM B apxmBe W B [OOKYMEHTMPOBAHHbLIX cdepax
AeATeNIbHOCTM opraHM3aLuum

MoAroToBKa OTBETOB Ha 3aMpPOChl apPXMBHbIX AN (AOKYMEHTOB)

MoarotoBka pa6OTbI Nnonb3oBaTesieit B YUNTaNbHbIX 3anax apxuBa

MoAroToBKa A0OCTYNa PabOTHUKOB CTPYKTYPHbIX NOAPA3Ae/IeHNn OpraHn3aumnm
K MHOOPMALMOHHO-NOUCKOBLIM CUCTEMAM apXMBa OpPraHn3aumm




MoArotoBKa AOKYMEHTaNbHbIX Ny6AMKAUMA apXMBHbIX Aen (J4OKyMeHToB) B
COOTBETCTBUU C CYLLECTBYIOLMMMU HOPMaMK U NpaBUaaMm

MoAaroToBKa BbICTAaBOK apXMBHbIX AeN (LOKYMEHTOB)

MpoBeaeHMe KyAbTYPHO-MPOCBETUTENbHbIX MEPONPUATUIA C NCMONb30BaAHNEM
APXMBHbIX AeN (4O0KYMEHTOB)

Heobxognmble
ymeHunA

CuctemaTmsnposatb M 0606laTh CBeAeHUA O COCTaBE U COAEPKAHUU
aPXMBHbIX AN (LOKYMEHTOB)

Ucnonb3oBaTtb VIHd)OpMaLI,VIOHHbIe TexHosormnm B obnactu co3aaHuA
CNpPaBO4YHO-NMOUCKOBbLIX CpeAacCTB apxmBa WU OOKYMEHTUPOBAHHbIX cd)ep
AeATENbHOCTU OpPraHn3auunn

cDOle’IpOBaTb OCHOBHbIle N1 BCNOMoOraTte/sibHble BUAbl apPXUBHbIX CMPaBOYHUKOB
B 3/IEKTPOHHOM dopme

NoarotasnneaTb MHd)OpMaLI,MOHHbIe AOKYMEHTDI no 3anpocam
nosb3oBaTenen Pa3/IMYHbIX KaTe I'Ole71

Heobxogumbie
3HAHUA

HopmaTuBHble npaBoBble aKTbl Poccuiickon degepauum B obnactu
[le/10MPOU3BOACTBA U apXMBHOIO Aena

HopmaTtuBHble npaBoBble aKTbl Poccuiickoin Peaepaunn B 061acTv 3aWmThbI
NepPCOHaNbHbIX AAHHbIX

HopmaTuBHble npaBoBble aKTbl Poccuiickon degepauum B obnactu
nHbopmauum, MHPOPMALIMOHHBIX TEXHONOTUI, 3awuTol WMHOOPMALUKM U
NnepcoHanbHbIX AaHHbIX, LMdPOBOIM TpaHCHOpMaLUK

MeTogmuyeckme [OOKYMEHTbl B 06/1aCTM  WUCMONb30BaHMA M NybaMKaumu
aAPXMBHbIX Aen (40KYMEHTOB)

MeayHapoaHble CTaHAapTbl B 06/71acTM ONWCAHUA LOKYMEHTUPOBAHHOWM
MHPOPMaLMK B aPXUBHbBIX YUPEKAEHUAX

CepTndurumpoBaHHble MHPOPMALMOHHO-NIOUCKOBbIE CUCTEMBbI B 06/1acTy
pa3paboTKM Hay4yHO-CMPaBOYHOrO annapata AOKYMEHTUPOBAHHbLIX cdep
AeATesIbHOCTM OpraHM3aLmum

MPUHLMNBbI U METoAbl apXMBHOMO MeHeaXMeHTa B chepe MCnosb3oBaHUA
pPeTPOCNEeKTMBHOM MHGOPMALLMM U YCAYT CNELMANNCTOB apXmBa

CpoKu BbINONHEHMA paboT Mo OpraHM3aLMK UCNO/b30BaHUA apPXMBHbIX Aen
(morymeHTOB)

OpFaHMSaLI,VIOHHbIe NPUHUUNbI NCNO/Tb30BAaHNA OOKYMEHTOB OrpaHM4eHHOro
A0oCTyna

McTouHMKoBeaYeCKne 0COBEHHOCTM M ucTopuorpaduyeckas 6asa paboTbl C
pasHbIMM BUAAMWN LOKYMEHTOB

Tp66OBaHMﬂ K MoArotoBKke apXuMBHbIX CMNPaBOK WU BbIMUMCOK W3 apXWUBHbIX
OOKYMEHTOB

TPE6OBaHI/IFi K HOPpMam BbINOJIHEHNA TPYyAOBOro 3agaHMA NoO OpraHuU3auunnm




MCNO/Ib30BaHUA apXUBHbIX Aen (40KYMEHTOB)

TpeboBaHMA oxpaHbl Tpyaa

Apyrve
XapPaKTePUCTUKHN

3.1.5. TpyaoBsaa GpyHKUuUA

XpaHeHne, KOMNAEKTOBaHUE, yYeT n YpoBseHb
HanmeHoBaHMe |Mcno/b30oBaHUe Aen (A0KYMeHTOB) Kog | A/05.5 | (noaypoBeHb) 5
BPEMEHHOIO XpaHeHUsA KBanmdmKaumm
MpoucxoxaeHue 3anmcTBoBaHO
P . A OpurnHan X
TPYA0BOM QYHKLNM M3 opurnHana
Kog PernctpaumnoHHbIit
opurnHana HoMep
npodeccnoHanbHor

0 CTaHaapTa

Tpyposble
nencremn

KoHTponb 3a cucTematusaumeit M dopmupoBaHneM gen ([OKYMEHTOB)
BPEMEHHOTO XPaHEHUSA B CTPYKTYPHbIX NOAPa3ae/ieHNAX opraHn3aumm

YyeT onucel Oen BPEMEHHOTO XPaHEHWUs CTPYKTYPHbIX nogpasaeneHui
OopraHM3aumm B TPagULMOHHOM U B 3/IEKTPOHHOM BUAE

Pa3paboTKka pekomeHaauMin No UCMNONb30BaHUIO Pa3IMYHbIX HOCUTeNel anAa
COXPaHHOCTU Aen (A0KYMEHTOB) BpeMeHHOro XpaHeHus

Cuctematmsauma gen (OAOKYMEHTOB) BPEMEHHOTO XPaHEeHWsA, MPUHATbIX OT
CTPYKTYPHbIX NoApasaeneHnii opraHnsaumm, Ana pasmeLleHmsa B XpaHuauule
apxumBa opraHM3auunu

KoHTponb BblAa4M B oOMepaTMBHOE MNO/b30BaHMe Aen (AOKYMEeHTOoB)
BPEMEHHOro XpaHeHUs 1 UX BO3BpaTa

MpoBegeHue 3KcNepTWsbl ULEHHOCTM Aen  (AOKYMEHTOB) BpPemMeHHOro
XpPaHEeHWA B apXmMBe opraHM3aLum

MoarotoBka gen (QOKYMEHTOB) BPEMEHHOIO XPaHEHWs, MNPUHATbIX OT
CTPYKTYPHbIX NOAPa3LeNeHNIM, Ha YHUUTOXKEHME

Co3fiaHMe aKTOB O BbIAENEHUMM Ha YHUUYTOKEHME Jaen (4O0KYMEHTOB)
BPEMEHHOr0 XpPaHEeHUA C WUCTEKIUMMMKU CPOKAMU, MPUHATbIX OT CTPYKTYPHbIX
noapasaeneHui

KOHTpONb 33 OU3MYECKMM YHUYTOXKEHWEM Aen (LOKYMEHTOB) BPEMEHHOTro
XPaHEHWA C UCTEKLIMMMU CPOKAMM, MPUHSATBLIX OT CTPYKTYPHbIX NOAPA3AeNEHUN

KOHTpOAb 3a MNPOLECCOM YHWUUTOMKEHUA aen (QOKYMEHTOB) BpemeHHOro
XPaHEHMA C UCTEKLIMMM CPOKaMU




Heobxoaumbie
yMeHus

Opl’aHMBOBbIBaTb n obecneumnsaTb XpaHeHune gen (AOKVMEHTOB) BpeEMEHHOro
XpPaHEeHWUA OpraHn3aunn B TpagMUMOHHOM U B 3N1IEKTPOHHOM BUAaeE

KoHTponnpoBaTb pa3paboTKy CTPYKTYPHbIMM MOAPA3LENEHUAMU ONUCEN U
aKTOB O BbIAENEHUN HA YHUUTOXKEHWe paen (AOKYMEHTOB) BpPEMEHHOro
XpaHeHUA B TPAAULUMOHHOM U B 9/1EKTPOHHOM BUAE

(DOpMMpOBaTb €ANHULblI XpPaHEeHUA AOOKYMEHTOB AnA WX nocneayrouwero
pasmeleHnAa B apxmee opraHn3saunm

CoctaBnAaTb  CMPaBOYHO-MOMCKOBbIE  CPeACTBa K  apXMBHbIM  [esfam
(moKymeHTam)

OcyuwecTBnATb NOUCK AeN (AO0KYMEHTOB) BpeMeHHOro XpaHeHua B npouecce
UX XpaHeHMA B CTPYKTYPHbIX NoApa3aeneHnax 1 apxmee opraHn3aumm

OcylecTBnaTb METOAMUYECKOE PYKOBOACTBO OpraHM3aluer XpaHeHus aen
(nOKYMeHTOB) B CTPYKTYPHbIX NoApasaeNeHmnaAX opraHmM3aumum

OKasblBaTb CTPYKTYPHbIM NOAPa3AeNeHUAM MNPaKTUYECKYl0 MOMOLLb B
OpraHu3aunm xpaHeHus aen (40KyMeHTOB)

Pa3pabaTtbiBaTb CNpaBoOYHO-UHPOPMALMOHHbBIE AOKYMEHTbI MO OpraHM3aLuu
MUCNONb30BaHMA Aen (AOKYMEHTOB) BPEMEHHOro XpPaHeHWs B CTPYKTYPHbIX
nogpasaeneHusax U apxmsee opraHMsaumnm

MpoBOAMTb IKCNEPTU3Y LLEHHOCTU AeN (AOKYMEHTOB) BPEMEHHOro XpaHeHus,
nepeaaHHbIX B apXuB

Onpeaenatb CPOKU XpaHeHUA aen (JOKYMEHTOB) BpeMeHHOro XpaHeHus

ObecneumBaTb 3awmTy Aen  (AOKYMEHTOB) BPEMEHHOTO XpaHeHua B
OpraH13aumMm oT HECaHKLMOHMPOBAHHOMO AOCTYNA UAN YHUUTOXKEHUA

MpoBoanTb ¢M3NYECKOe YHUUTONKeHUEe Aen (AOKYMEHTOB) BpPeMEeHHOro
XPaHEHMUA C WCTEKIUMMU CPOKaMM XPaHEeHWA Mociae COoriacoBaHuA Cco
CTPYKTYPHbIMW NOAPA3AENEHUAMMN OPraHN3aLmUm

OdopmnATb y4yeTHble AOKYMEHTbl 06 YHWUTOXKEHUM aen (JOKYMEHTOB)
BPEMEHHOIO XPAHEHWA C MCTEKWWMMMU CPOKAaMW XPAHEHWUS COBMECTHO CO
CTPYKTYPHbIMW NOAPA3AENEHUAMN OPraHU3aLUn

Heobxoaumble
3HaHWA

HopmaTuBHble npaBoBble aKTbl Poccuiickoin depgepaumm B obaactu
[AeN0npon3BoACTBa M apxXMBHOro Aena

HopmaTuneHble npaBoBble aKTbl Poccuiickon ®eaepaumm B 061acTv 3awmThl
NepcoHaNbHbIX AAHHbIX

HopmaTtuBHble npaBoBble aKTbl Poccuiickolt depepaumm B obnactu
KOHbMAEHUMANbHOCTU MHPOPMaLUM

MeTtoaunyeckue AOKYMEHTblI W HaUWOHa/IbHblE CTaHAAPTbl B obnactu
Aaenonpon3soncrtesa U apxmBHOToO Aena

JIOKasibHble HOPMATMBHbIE aKTbl OpraHM3aunm B obnactu Aenonponssoactea
N apXnBHOIo Aena




MeToamka pa3paboTkM Gopm yuyeTHbIX LOKYMEHTOB B TPaAMUMOHHOM U B
3/1EKTPOHHOM BUAE

MpaBuna cuctemaTnsaunm U KnaccuduKaumm 4OKYMEHTOB

OcobeHHOCTU oOpraHM3aumMn XpaHeHus gAen (JOKYMEHTOB) Ha pas/nyHbIX
HoCUTENAX

Kputepun onpegeneHus LeHHOCTM Aen (OAOKYMEHTOB) gns AasbHellero
XPaHEHUA MU YHUUTOXKEHUA

TpeboBaHMA K MpoueccaM YHUUTOXKEHMSA MHOOPMALMM B TPAOULMOHHOM WU
3/1IEKTPOHHOM BUAE

PekomeHAauUnm sKCnepTHOM KOMUCCUMN OpraHnu3aumm

PekomeHaauum 3KCI'I€pTHO-FIpOB€pO‘4HOﬁ KOMUCCHNKN TOCYydapPCTBEHHOIO WU
MYHNUMNANIbHOTO apXxmnBa nan 3KCI'IepTHOﬁ KOMUCCUUN OpraHn3auunmn

TpeboBaHMA oxpaHbl Tpyaa

Apyrve
XapaKTePUCTUKHN

3.2. O606wWweHHan TpyaoBaa GyHKLMUA

HanMeHoBaHME PykoBoacTBo nogpasgeneHnem Koz, B YposeHb 6
apxuBa KBanmMdumKaumm
I‘Ipomcxomp,evae - | opuruman X 3aMMCTBOBaHO
0606U1LeHHO Tpya0BOW 13 opurnHana
$YHKUMM
Kog PernctpaumnoHHbIit
opurnHana HoMep
npodeccroHanbHor
O CTaHZapTa
B03MOKHble PykoBoguTenb noapasaeneHus (aenapTrameHTa, ynpasaeHus, cy»obl)
HaMMeHOBaHMA apxu1Ba, apXMBHOTO XpPaHEHUs opraHnsaumm
OONKHOCTEN, 3aBeayoLNit apXMBOM, APXMBHbBIM XPaHEHWUEM OpraHnsaLmm
npodeccui

TpeboBaHMA K
0bpasoBaHUIoO U
obyuyeHuno

Bbicwee obpasoBaHue - 6akanaspuat

nnu

Bbicwee obpasosaHue (HenpodunbHoe) - bakanaspuaTt U A4ONONHUTEIbHOE
npodeccnoHanbHoe obpasoBaHMe - TPorpaMmbl NPodeccuoHanbHOM
nepenoaroToBKM No NPoduIto AeATeNbHOCTH

TpeboBaHMA K
onbITy
NpaKTUYeCcKon
paboTbl

He meHee Tpex net B obnactu XPaHEHUA, KOMMNZIEKTOBAHUA, YHETA U
MCcnonb3oBaHUA aen (,CI,OKYMGHTOB) B apxXuBax, noapasgeneHnAxX apxmBHOro
XPaHEeHUA




Ocobble ycnosus
JOMycKa K pabote

MpoxoxkaeHne obyyeHns mepam noxkapHol 6esonacHocTv MNpoxoxaeHue
0by4YeHns M NPOBEPKM 3HAHWUI TpeboBaHMI OXpaHbl TPyAa

Apyrue
XapaKTePUCTUKM

JononHutenbHble XapaKTepUCTUKUN

HaumeHoBaHue Kog, HanmeHoBaHue 6a30B0M rpynnbl, 4OMKHOCTU
[OKYMeHTa (npodeccum) nnm cneunanbHoCTH
OK3 2621 Cneunannctol apxmBoB 1 My3eeB
EKC - 3aBeayloLWmit apxmMBom
- 3aBeayoLWNn TEXHUYECKMM apXMBOM
- HauanbHuK otaena (6topo, rpynnbi) (B NPOMbILLAEHHOCTK)
oKnAarTp 21902 3aBeayoLWUiA apXMBOM
22153 3aBeayloLWMI TEXHUUYECKMM apXMBOM
24418 HauyanbHWK apxmBa
24695 HayanbHuK otaena (pUHaAHCOBO-3KOHOMMYECKOTO U
aAMUHUCTPATUBHOTO)
OKCO 7.46.03.02 JoKymeHTOBEAEHME N apXMBOBeAEHUNE

3.2.1. TpypoBasa GpyHKUUA

PyKoBOACTBO AeATENBHOCTLIO NO
aPXMBHOMY XPaHEHWIO Aen YpoBeHb
HanmeHoBaHWe |(OOKYMEHTOB), yyeTy u Kog | B/01.6 | (noaypoBeHb) 6
NCNO/Ib30BaHWUIO AeN (AOKYMEHTOB) B KBannduKaumm
opraHusaumm
I'Ipomcxoik,u,eHme OpuruHan X 3aMmcTBOBaHO
TPYyAoBOW GyHKLUM M3 opuUrnMHana
Kog PernctpaunoHHbIi
opurMHana HoMep
npodeccroHanbHor

O CTaHAapTa

Tpynosble
aencreus

OnpeaeneHuve ueneit U 3agad nogpasaeneHusa no apxXMBHOMY XpaHeHUIo aen
(MOKYMEHTOB), yYeTy M UCNOIb30BaHUIO AeN (LOKYMEHTOB) opraHM3aunm

PacnpeaeneHne  [AO/MKHOCTHbIX  06A3aHHOCTEM  Mexay paboTHMKamu
noApasfaesieHns Mo apXMBHOMY XpaHEHUIO gen (LOKYMEHTOB), y4yeTy W
MCMO/1b30BaHUIO e (LOKYMEHTOB) OpraHmn3aLmm
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Pa3paboTKa MONOMKeHMs O MoAapasAeNeHUn Mo apXMBHOMY XpPaHeHUIo aen
(mOKyMeHTOB), yYeTy M UCNONb30BaHUIO AeN (AOKYMEHTOB) opraHmM3auum

Pa3paboTka [O0/IKHOCTHbIX WHCTPYKUMA pPabOTHMKOB MogpasaeneHua no
APXMBHOMY XpPaHEeHMI0 Jen (AOKYMEHTOB), y4eTy M UCNONb30BaHUIO Aen
(BOKYyMeHTOB) opraHusaumm

MnaHupoBaHMe AeATeNbHOCTM NoApasAeNeHNs No apXMBHOMY XpaHeHUo aen
(mOKyMeHTOB), yYeTy M UCNONb30BaHUIO AeN (AO0KYMEHTOB) opraHM3aumnm

KoHTponb cobnwoaeHua TpyaoBOM AUCUMM/IMHBI, MPaBUA  BHYTPEHHErO
TPpyAoBOro pacnopagka U TpeboBaHWIt OxpaHbl TpyAa paboTHMKamu
nogpasgesieHna Mo apXMBHOMY XpaHEHMIO Aen (JOKYMEHTOB), y4yeTy MU
MCMNO/Ib30BaHUIO e (4OKYMEHTOB) opraHmnsaumum

KoHTponb BbINONHEHUSA pPaboTHMKaMM noAapasgeneHns Mo  apXMBHOMY
XpaHeHuo Aen (AOKYMEHTOB), y4yeTy M UCNONb30BaHUIO Aen (4OoKYMeHTOB)
opraHM3aumnm NoKaNbHbIX HOPMATUBHbIX aKTOB OpraHmn3aLum

OnpegeneHne notpebHOCTU MOAPa3AE/IEHUA MO apPXUBHOMY XpPaHEHUIO Aen
(LOKYMEHTOB), y4YeTy M MUCNo/b30BaHUIO Aenl (4OKYMEHTOB) OpraHusauuu B
06opyAoBaHUK, NporpammMHOM obecneyeHnn, maTepuanbHbiX, PUHAHCOBLIX U
pecypcax

MoaroToBKa MpeaoXeHUn No moaepHM3aumm paboumx mect paboTHUKOB
nogpasaeneHna Mo apXMBHOMY XpaHEHUIO Aen (JOKYMEHTOB), y4yeTy U
WUCNONb30BaHUIO Aen (AOKYMEHTOB) opraHusaLmm

OnpeaeneHune 3¢pGeKTUBHOCTU AeATeNbHOCTU NoApPa3AeeHNA No apxXMBHOMY
XpPaHeHUIO Aen (AOKYMEHTOB), y4eTy M MCNONb30BaHWIO AeN (LOKYMEHTOB)
opraHusauumu

MOHUTOPUHF PbiHKA ayTCOPCUHIOBBIX YCAYT U YCAYT BHELWHEro XpaHeHna aen
(morkymeHTOB)

Heobxoaumble
yMeHus

Onpeaenatb KOMNETEHUMN U OTBETCTBEHHOCTb 3aMeCTUTENIeN PYKOBOAUTENS,
COTPYAHWKOB NOoApPasAeNeHUs NO apXMBHOMY XPaHEHWo aen (LOKYMEHTOB),
YYETY M MUCNONb30BaHUIO AeN (A0KYMEHTOB) opraHM3aumnm

ObecneunBaTb B3aMMOAEWNCTBME NOAPA3AENEHUA MO aPXMBHOMY XPaHEHWIo
Aen  (LOKYMEHTOB), Yy4yeTy M UCMNOJIb30BaHUIO nOen  (AOKYMEHTOB) co
CTPYKTYPHbIMU NoapasgeneHnAMmn n A0NXKHOCTHbIMU IMLAMM OPraHmM3aumum

ObecneunBaTb B3aMMOZeNCTBME NOAPA3AENEHMA MO aPXMBHOMY XPaHEHUIO
Aen (AOKYMEHTOB), YYETY U UCNO/b30BaHUIO AeN (AOKYMEHTOB) C BHELHUMU
NnoTpebuTeNIMN apXMBHOM MHDOPMALMM

Pa3pabaTbiBaTb /I0Ka/NbHble HOPMAaTUBHbIE aKTbl OpPraHM3aLMu No apXMBHOMY
XpaHeHUIo Aen (A0KYMEHTOB), yYeTy U UCNO/Ib30BaHUIO AeN (AOKYMEHTOB)

CoctaBnatb 6loa)KeT noapasgefieHns Mo apXMBHOMY XpaHeHWo  Aen
(mOKYMeHTOB), yYeTy M UCNONb30BaHUIO AeNn (4OKYMEHTOB) B opraHM3aumu

CocTaBnsaTb OTYET 06 UCMONHEHUWN BloaxKeTa nogpasaeneHns No apxXMBHOMY
XpaHeHWIo Aen (LOKYMEHTOB), y4eTy M UCNO/Ib30BaHMIO Aen (4OKYMEeHTOB) B
opraHusauum




OueHuBaTb paboTy nogpasgeneHusa MNo  aAPXMBHOMY XPaHeHWo  gen
(LOKYMEHTOB), yyeTy M WCMO/Ib30BAHMIO AeN (AOKYMEHTOB) M OTAENbHbIX
paboTHMKOB

OpraHuzoBbiBaTb 0bydeHMe paboTHMKOB noapasdeneHns no apXMBHOMY
XpaHeHUto aen (AOKYMEHTOB), y4yeTy M UCNONb30BaHUIO Aen (JOKYMEeHTOB)
opraHusauuu

Onpepenatb NpuUoOpUTETHble HanpaBAeHWA Pa3BUTUA nNogpasgeneHua Mo
apXMBHOMY XpaHeHMIO Aen (OAOKYMEHTOB), yyeTy M WCNO/Ab30BaHUIO Aen
(moKymeHTOB) opraHusaumm

Pa3pabaTtbiBaTh 3OPEKTUBHYIO KaZAPOBYIO MOJAUTUKY, MPUHMMATb Mepbl MO
NOBbILLIEHMIO I05/IBHOCTU U MOTUBALMKN PaboOTHUKOB

BHeApATb HOBble TEXHONOTUWN B AeATeNbHOCTb NoApasaeneHna No apxmMsHomy
XpaHeHUIo Aen (4OKYMEeHTOB), y4eTy M MCNONb30BaHUIO Aen (4oKyMeHToB) B
opraHusaumnm

Pa3pabaTtbiBaTb TpeboOBaHMA K ayTCOPCUHTOBBLIM YCYraM BHELLIHEro XpaHeHusn
aen (4oKymeHToB)

Heobxoaumble
3HaHUA

HopmaTuBHble npaBoBble akKThl Poccuiickoit Pegepaumn B o6nactu
[,eN0NPON3BOACTBA M aPXMBHOTO Aena

MeToauyeckme [OOKYMEHTbl B 06/1acTM  MCMONb30BaHMA UM NybavKauum
APXMBHbIX Aen (40KYMEHTOB)

MpaBuaa coctaBieHna U 0PpOPMAEHUA IOKaNbHbIX HOPMATUBHbIX aKTOB MO
apXMBHOMY XpaHeHuto Aen (AOKYMEHTOB), y4eTy M WCMOoNb30BaHMIO Aen
(nokymeHTOB)

OcobeHHOCTU Tpyaa paboTHUKOB NoApasaesieHna No apxXMBHOMY XPaHEHMIO
nen (QoKymeHToB), y4yeTy W UCMNONb30BaHWIO Aen  (QOKymeHToB) B
opraHusauumu

CTpyKTypa opraHv3aumm, ee noapasaeneHui

MpaBuaa HOPMMPOBAHUA TPyAa PabOTHUKOB NoApasae/ieHna No apxMBHOMY
XpaHeHWIo Aen (AOKYMEHTOB), y4eTy U UCNO/b30BaHMIO AeN (A0KYMEHTOB)

Mpasuna coctaBneHus 6log)KeTa noApasAeseHUMs M OTYETHOCTM MO ero
NCMONIHEHWNIO

MpaBuna opraHuMsaumMmM paboumx mecT pPabOTHUKOB noAapasgeneHua no
apXMBHOMY XpaHeHuIo Aen (AOKYMEHTOB), y4eTy M WCMONb30BaHMIO Aen
(moKymeHTOB) B opraHusaumm

TpeboBaHuWsA oxpaHbl Tpyaa

Apyrve
XapaKTePUCTUKHN

3.2.2. TpyaoBaa GyHKUUA




OpraHu3auma pa3paboTKM NOKabHbIX
HOPMATUBHbIX aKTOB U METOAMUYECKUX
OOKYMEHTOB MO XpaHEHUIO Yposenb
HanmeHoBaHue y P ! Kog | B/02.6 | (noaypoBeHb) 6
KOMMNIEKTOBAHWIO, YUYETY U
KBa/IMpUKaunm
NCNO/Ib30BaHMIO aPXMBHbIX AeN
(mokymeHTOB)
MpoucxoxaeHue 3anmcTBOBaHO
P o A OpuruHan X
TPYA0BOM QYHKLNM M3 opurnMHana
Koa PernctpaumnoHHbIi
opurnHana HoMep
npodeccnoHanbHor

0 CTaHAapTa

Tpyposble
nencremn

OnpeaeneHune pernameHTOB apXMBHOMO XpaHeHUA Aen (LOKYMEHTOB), yyeTa u
NCMNO/b30BaHUA AeN (LOKYMEHTOB) B OpraHn3aumm

Pa3paboTKa NONUTUKK (LOPOKHON KapTbl) OpraHM3aLmm B 061acTh apXMBHOTO
XpaHeHus aen (JOKYMEeHTOB) opraHM3auum

Pa3spaboTKa NOKanbHbIX HOPMATUMBHbLIX aKTOB OpraHusauum B coepe
apPXMBHOTO XpaHeHuWa gen (JOKYMEHTOB), yd4eTa W WCMNONb30BaHWUA gen
(moKymeHTOB) B opraHusaumu

CornacoBaHue I0KaNbHbIX HOPMATMUBHbIX aKTOB MO aPXMBHOMY XPaHEHMIO Aen
(noKymeHTOB), yueTy 1 MCnonb30BaHUIO AeN (AOKYMEHTOB) B OpraHusaLumm

O3Hakom/ieHne pPaboTHMKOB C J/IOKa/ZIbHbIMM HOPMATMBHbIMM aKTaMKU U
METOAMYECKMMMU LOKYMEHTAMM OPraHM3auMM Mo apxXMBHOMY XPaHEHWIO gen
(nokymeHTOB)

KoHcynbTupoBaHWe paboOTHMKOB OpraHM3auMm Mo BOMpPOCaM MNPUMEHeHUs
JIOKA/IbHbIX ~ HOPMATMBHbLIX aKTOB W  MeTOgMK paboTel C  Aenamu
(mOKyMeHTammM) opraHMsaumm

AKTyanusauma 10KanbHbIX HOPMATUBHbIX aKTOB U METOANYECKUX AOKYMEHTOB
OpraHuMsaumMM Mo apxXMBHOMY XpaHEHUIO Aen (OOKYMEHTOB), y4yeTy MU
NCMNO/Nb30BaHMIO AeN (LOKYMEHTOB) B OpraHM3aLmm

Heobxogumbie
yMeHuA

PaspabatbiBaTb MNOAUTUKY (OOPOXHYIO KapTy) opraHusaumm B coepe
apXMBHOMO XpaHeHua gAen (OAOKYMeHTOB), yd4eTa M WCMO/b30BaHWUA Aen
(mOKyMeHTOB) B opraHusauun

OpFaHM3OBbIBaTb AeATeNbHOCTb pa60qu rpynn no noarotoBke MNpPoOeKTOB
NNOKa/IbHbIX HOPMATUBHbIX aKTOB OpraHn3aunmn

MpoBoAMTb Mpoueaypbl PACCMOTPEHUA, KOJIJIEKTUBHOMO 06CyXKAeHUA U
COrNacoBaHMA NPOEKTOB IOKaNbHbIX HOPMATUBHbIX aKTOB OpraHMU3aLmm

3awmnuate MHGOPMALIMOHHbIE PECcYpcbl apxMBa, NOAPA3AENEHMA apXMBHOTO
XpaHEeHWA OT HECAHKUMOHWPOBAHHOTO A0CTYyNa

Heobxoaumble

HopmaTuBHble npaBoBble aKTbl Poccuitickoin degepaumm B obnactu




3HaHWUA

Aenonpon3soacrtea U apxmBHOIo Aena

MeToanyeckme [OOKYMEHTbl W HaUMOHaNbHble CTaHAapTbl B obnactu
APXMBHOIO XpaHeHus gen (LOKYMEHTOB), yyeTa W WCMNOJIb30BaHUS Aen
(mOKYMeHTOB) B opraHusauumn

TUNOBble MONMOXKEHUA U  MHCTPYKUMW MO  apXMBHOMY XpaHeHWo Jen
(mOKYMeHTOB), yYeTy M UCNONb30BaHUIO AeNn (AOKYMEHTOB) B OpraHM3aumax

TpeboBaHMA K CTPYKTYPE U COAEPKAHUIO IOKANbHbIX HOPMATUBHBIX aKTOB MO
APXMBHOMY XPaHEeHMI0 Jen (AOKYMEHTOB), y4eTy M UCNONb30BaHUIO Aen
(mOKYMeHTOB) B opraHusauumn

MpaBuna paspaboTkM U 0GOPMAEHUS LOKYMEHTALMM M ee TUMNOBbIX GOpPM B
06/11aCTU apXMBHOIMO XpaHeHMs Aen (LOKYMEHTOB), yYeTa M MCMO/Sb30BaHUA
Aen (AOKYMeHTOB) B OpraHun3aumax

MpaBuna yyeTta U UCNOIb30BaHUA Aen (JOKYMEHTOB) B opraHM3aLUum

NopAafoK 03HaKomneHuA pa60THMKOB C TIOKaZ1IbHbIMN HOPMATUBHbIMWU aKTaMU
opraHunsauunun

OpraHn3auMoHHbIe NPUHUMMbI Y4eTa U KOMMAEKTOBAHUA OeN (AOKYMEHTOB)
OrpaHUYeHHOro AocTyna

TpeboBaHMA oxpaHbl Tpyaa

Apyrue
XapaKTePUCTUKM

3.2.3. Tpyposaa ¢pyHKUMUA

MocTpoeHMe CUCTEMbI aPXMBHOTO YpoBeHb
HanmeHoBaHWe |XxpaHeHus Aen (AOKYMEHTOB) B Kog | B/03.6 | (noaypoBeHb) 6
opraHusaumm KBannduKaumm
MpoucxoxaeHue 3anmcTBOBaHO
P o A OpuruHan X
TPyAoBoW GyHKLMM N3 OpuUrMHana
Kog, PerncrpaumnoHHbIn
opuruMHana HoMep
npodeccroHanbHor

0 CTaHZapTa

Tpyposble
nencremn

BHeapeHMe CTaHOAPTOB OpraHM3auum B chepy apxXMBHOTO XpaHeHua aen
(noKymeHTOB) B opraHusaumm

PacyeT puMCKOB M 3KOHOMMYECKON 3DDEKTUBHOCTM OT BHEAPEHUSA CTaHL4APTOB
opraHusaumm B cbepy apxXMBHOrO XpaHeHua pgen (LOKymMeHToB) B
opraHusauumu

PerynvMpoBaHue 4eAaTelbHOCTM N0 CO34aHMI0 U COBEPLIEHCTBOBAHMIO CUCTEMbI
apXUBHOTO XpaHeHUA Aen (4OKYMEHTOB) opraHM3aLmm




Moagep’kaHMe  CUCTEMbl  apPXMBHOTO  XpaHeHMA Aen  (AOKYMeHTOB)
OopraHM3auunn B akTyasIbHOM COCTOAHUN

BHegpeHMe coBpeMeHHbIX MeToAoB M cpeacTB obpaboTkmM uHbopmauumn B
CUCTEME aPXMBHOTO XpaHeHUs gen (AOKYMeHTOB)

PaspaboTka nnaHoB © rpadMKoB paboT apxXMBHOrO XpaHeHuA aen
(moKymeHTOB) opraHusaumm

KoHcynbTMpoBaHWe paboOTHMKOB OpraHWsauuMM Mo BOMPOCAM apXMBHOIO
XpaHeHus aen (4oKyMeHTOB)

KoHcynbTMpoBaHMe paboTHWKOB OpraHM3auMuM NO  3anpocamM  BHELUHUX
notpebutenei apxmsHoi MHGopmaLmm opraHnsaLmnm

Heobxogumble
ymeHunA

AHann3npoBaTb NepeaoBON OTEYECTBEHHbIM W 3apybexxHblit onbIT B 0b61actn
ynpaBieHnUa AOKYMEHTaMWN U apPXMBHOTO XpaHeHUs aen (A0KyMeHToB)

AHanM3MpOBaTb Mchopmau,mo O COCTOAHUU CUCTEMbI apPXMBHOTO XpaHeHUA
aen (AOKVMEHTOB) n Tp66OBaHMFIX MeXBeJoOMCTBEHHOIO 3/1EKTPOHHOIO
B3aMMOAel7ICTBVIF|

BHOCWUTb NpeasioXKeHWAa Mo OpraHM3aLuM U COBEPLUEHCTBOBAHUIO CUCTEMBI
APXMBHOIO  XpaHeHuWa Jen  (OOKYMEHTOB) W MeXBegOoMCTBEHHOro
3N1eKTPOHHOIo B3aMMOAENCTBUA

ObecneumnBaTb AOCTYN MOAPAa3LeNeHUd OpraHM3auun K apxMBHbIM Aefam
(nokymeHTam)

ObecneumBaTb [AOCTYN K apxXMBHbIM genam (QOKYMEHTaM) BHELHMX
notpebuteneit apxmsHoi MHGOPMALMM OpraHn3aLLmMm

OueHunBaTb  3PPEKTUBHOCTb  MPOLECCOB  AOKYMEHTUMPOBAHHbLIX  cdhep
AeATesIbHOCTM OpraHM3aLmum

OcyliectBiaTb  MeToAMYeckoe obecneyeHne apXMBHOTO XPaHEHUs gen
(nokymeHTOB)

Heobxoaumble
3HaHUA

HopmaTuBHble npaBoBble aKTbl Poccuiickoin depgepaumm B obaactu
[,eNI0NPON3BOACTBA M aPXMBHOTO Aena

HopmaTtusHble npaBoBble aKTbl Poccuiickoit depepaumm B obnactu
MHPOPMALMOHHBIX TEXHONOTUIA W 3aWmTbl  MHPOpMaumn, LMPPOBOM
TpaHcdopmauum

MeToanyeckme [AOKYMEHTbl W HauMOHajlbHble CcTaHaapTbl B ob6sactu
[.e/10Mpon3BOACTBa U apXMBHOrO Aena

MeayHapoaHble CcTaHZ4apTbl B 061acTM  ynpaBieHUsa AOKYMeHTamMu U
apXuBHOro gena

MepenoBOl OTeYeCTBEHHbIM OMbIT M HayyHble pa3paboTkM B 0bnactu
ynpaBieHuA JOKYMEHTAMM U apXMBHOIO XpaHeHus Aen (LOKYMEHTOB)

CpeactBa cbopa, nepepayun, o6paboTkM uUHbOpmauum Kn  obmeHa
MHpOpMaLUmelt B AOKYMEHTUPOBAHHbIX chepax 4eaTeslbHOCTM OpraHM3aLum




MopsfoK  pa3paboTkM, O0GOPMNEHMS M COMNACOBAHUA  JIOKA/bHbIX
HOPMAaTMBHbIX aKTOB OPraHn3auui

CTpYKTypa M HanpaB/ieHWA AeATeIbHOCTU OpraHM3aumum

MopAaaok B3aMmoaencTemaA noapasaeneHuii opraHmsaumm

MopagoK B3aMMOAENCTBUA NoApasAeneHUMn OpraHM3aumu C  BHELHUMMU
noTpebuTenaMmn apxmBHoOMN MHPoOpMaLLMn

MeTtoabl NPOEKTUPOBAHUA U NZTIAHNPOBAHNUA pa60T B OpraHM3auunAax

Mopagok pa3paboTKM U yTBEP)KAEHMA MNEePCneKTUBHbIX U TEKYLMUX MI1aHOB
paboT opraHusauni

MeTtoabl aHanu3a um pacyeTa 3KOHOMMYECKOM 3¢¢EKTMBHOCTM rnokasartenew
AeATENDbHOCTU NO aPXNBHOMY XPaHEHUIO AenN (,CI,OKYMeHTOB)

Apyrue
XapaKTEePUCTUKM

3.2.4. TpypoBasa GpyHKUUA

KoHTponb pyHKUMOHMpPOBaHMA YpoBeHb
HavmeHoOBaHMeE |CUCTEMBI APXMBHOIO XPaHEHWA Oen Kog | B/04.6 | (noaypoBeHb) 6
(LOKyMeHTOB) B OpraHmsaunm KBannduKaumm
MpoucxoxaeHue 3aumMcTBOBaHO
P . A OpwuruHan X
TPYAOBOM GYHKUMM n3 opuUrnHana
Kog, PerncrpaumoHHbIn
opurMHana Homep
npodeccnmoHanbHor

O CTaHAapTa

Tpynosble
nencremn

KOHTPOAb WCMOJIHEHUA JIOKa/bHbIX HOPMATMBHbIX AKTOB M METOAUYECKUX
[AOKYMEHTOB N0 apXMBHOMY XpaHeHWIo AeN (LOKYMEHTOB) B OpraHM3aLmm

MpeaynpexaeHne HapyLWeHWin Npu apXMBHOM XPaHeHMM aen (OOKYMEHTOB) B
opraHusauum

BbiABNEHME HapyweHWA B NoArotoBke, 06paboTke paen (LOKYMEeHTOB)
opraHu3auum, onpeaeneHue mep no UX ycTpaHeHuto

KoHTponb ¢dopmupoBaHus aen (LOKYMEHTOB) M OpraHM3auumn onepaTUBHOIO
XpaHeHwuA aen (LOKYMEHTOB) B OpraHM3aLmm

MpoBegeHMe MNPOBEPOK  AEATENbHOCTM  CTPYKTYPHbIX  MoApasgeneHuii
opraHusaumM No BoNpocam onepaTMBHOro XpaHeHuA Aen (4OKYMEHTOB)

MOHUTOPUHI  pe3yNbTaToB  MPOBEPOK  AEATENIbHOCTU  CTPYKTYPHbIX
noApasaesieHnin opraHMsaumm No BOMNPOCAM OMNEpPaTUBHOTO XpPaHeHua aen
(ZOKYyMeHTOB), aHa/IM3 JaHHbIX MOHUTOPWUHIA




KOHTpoNb cBOEBPEMEHHOTO YCTPaHEeHU HeQoCTaTKoB B paboTe C apXMBHbIMK
Aenamu (AOKYMeHTamu) opraHusaumm

MpoBeaeHne MeponpuATUIA MO COBEPLUEHCTBOBAHUIO CUCTEMbI apPXMBHOTIO
XpaHeHus aen (4oKyMeHToB)

OnpeaenerHne 3GPEKTUBHOCTM MEPONPUATMIA MO  COBEPLUEHCTBOBAHUIO
CUCTEMBI APXMBHOTO XpaHeHWA Aen (LOKYMEHTOB)

Heobxognmble
ymeHunA

PopmMpPOoBaTb U COXPaAHATL AOKYMEHTaNbHbIM GOHA, OpraHM3aumnm

BHOCUTb NpeasioXeHWa No OpraHM3auun U COBEPLUEHCTBOBAHMIO CUCTEMbI
apPXMBHOTO XpaHeHUs aen (Ao0KyMeHTOoB)

OpraHusoBbiBaTb paboTy no cbopy M cuctemaTusauum ceegeHut o6
onepaTUBHOM U apPXMBHOM XpaHeHUM aen (AOKYMEHTOB) OpraHu3aLmm

AHann3MpoBaTb AaHHbIE O pe3yNbTaTax MPOBEPOK AEATENbHOCTU CTPYKTYPHbIX
noAapasaeneHnin opraHnsaumm nNo BONPOCam ONepaTUMBHOrO XpaHeHua aen
(nokymeHTOB)

Heobxogumbie
3HAHUA

HopmaTuBHble npaBoBble aKTbl Poccuiickon degepauum B obnactu
[le/10MPOU3BOACTBA U apXMBHOIO Aena

HopmaTtusHble npaBoBble aKTbl Poccuiickoit depepaumm B obnactu
MHPOPMALUMOHHDBIX TEXHOMIOTUIA M 3aWmTbl  MHPOpMaumn, LMPPOBOM
TpaHcdopmauum

MeToanyeckme [AOKYMEHTbl W HauMOHajlbHble CcTaHaapTbl B o6naactu
[e/10Mpon3BOACTBa U apXMBHOrO Aena

MpaBuna opraHM3auMM apXMBHOTO XpaHeHUa Aen  (JOKyMeHToB) B
COOTBETCTBUM C NOKAbHbIMU HOPMATMBHbBIMM aKTaMK OpraHu3aLnm

CTpyKTypa oOpraHu3aumm UM nopAgoK B3aMMOLENCTBMA MNogpasaeneHui
opraHusaumum

MeToapbl aHannsa AeATeNbHOCTM NOoApa3fesieHnA Mo apXMBHOMY XpPaHEHUIo
nen (4oKymMeHTOB) opraHusaumm

MeToapb! KOHTPOIA COBMOAEHNA HOPM B 06/1aCTU ONEPaTUBHOMO M aPXMBHOMO
XpaHeHuA aen (LOKYMEHTOB) B OpraHmM3aLmm

MopAaoK M CPOKM COCTaB/NEHMSA OTYETHOCTM NO BOMPOCaM apPXMBHOTO
XpaHeHus aen (4OKYMeHTOB) B OpraHu3aumm

Kputepnn LeHHOCTU aen ([OKYMEHTOB) ANA MX MCMOJIb30BaHUA, XpaHeHUs
WIN BblAENEHUA K YHUUTOKEHUIO

Apyrve
XapPaKTePUCTUKHN

3.2.5. TpyaoBsaa GpyHKUUA

HammeHoBaHue

CoBepLueHCTBOBaHME CUCTEMDI Kog | B/05.6 YpoBeHb 6




MpouncxoxgeHue
TPYAOBOM GYHKUMM

APXUBHOrO XpaHeHWA aen (noaypoBeHb)
(mokymeHTOB), yueTa n KBanmMdumKaumm
NCNob30BaHMA Aen (A0KYMeHTOB)
BPEMEHHOro XPaHeHUA B
opraHuMsauumn
3aMMCTBOBAHO
OpuruHan X
M3 opuUrnHana
Koa PernctpaumnoHHbIi
opurMHana HOMmep
npodeccnmoHanbHor

O CTaHAapTa

Tpynosble
nencTemn

OnpegeneHne  HanpaBAEHMI  PasBUTUA  aPXMBHOIO  XpaHeHusa  Aen
(LOKYMEHTOB), yyeTa 1 UCMONb30BaHUA AeN (A0KYMEHTOB) B OpraHu3aumm

OnpeaeneHne pPUCKOB B CUCTEME apXMBHOTO XpPaHeHWs Aen (4OoKYMeHTOB),
y4yeTa U UCNoNb30BaHMA AeN (AOKYMEHTOB) B OpraHu3aLmnm

YcTpaHeHWe PUCKOB B CUCTEME apPXMBHOTO XpaHeHUA Aen (A0KYMeHTOB), yyeTa
W UCNONb30BaHMA e (4OKYMEHTOB) B OpraHM3aLum

PaspaboTka METOAMKM COBEPLUEHCTBOBAHUA CUCTEMbI apXMBHOrO XpaHeHus
Aen (4oKymeHTOoB), yuyeTa 1 UCMO/Ib30BaHNA Aen (AO0KYMEHTOB) B OpraHM3aLmum

PaspaboTka ¥ BHeApeHWe CUCTEMbl 3/IEKTPOHHOro AOKyMeHToobopoTa B
chepe apxXMBHOTO XpaHeHUA Aen (AO0KYMEHTOB), yYeTa U UCNOoNb30BaHWA aen
(OKYMEHTOB) LOKYMEHTMPOBAHHbIX chep AeATeNbHOCTU OpraHn3aunm

PerynmpoBaHue AeATe/bHOCTM NO COBEPLUEHCTBOBAHUIO CUCTEMbI apXMBHOMO
XpaHeHusa aen (AOKYMEHTOB), yyeTa M UCMNOb30BaHUA Aen (4OKYMEHTOB) B
opraHusauum

Heobxoaumble
yMeHus

AHannsMpoBaTb MHOOPMALMIO O COCTOAHUM M PabOTOCNOCOBHOCTU cUCTeM
apXMBHOTO XpaHeHuWa gen (AOKYMEHTOB), yd4eTa W WCMNONb30BaHWUA gen
(noKymeHTOB) B opraHusaumax

BHOCMTb NpPeanosKeHWa Mo OpraHM3aLunm M COBEPLIEHCTBOBAHMIO CUCTEMbI
apXMBHOMO XpaHeHua gAen (OAOKYMeHTOB), yd4eTa M WCMO/b30BaHWA Aen
(mOKYMeHTOB) B opraHu3aumsax

CocTaBnATb TeXHWYECKOe 3aJaHWe Ha MPOEKTUPOBaHWE W BHeApPeHue
CUCTEMBI 3/IEKTPOHHOTO AOKYMEHTO060poTa B cdepe apXMBHOIO XpaHeHUs
nen  (AOKymeHTOB), ydyeTa W  UCNONb30BaHMA Aen  (AOKyMeHTOB)
AOKYMEHTUPOBAHHbIX chep AeAaTelbHOCTM OpraHM3aumm

BblbupaTb ONTUMAJIbHYIO CUCTEMY 3JIEKTPOHHOIO [OKYMEHToobopoTa Ans
obecneyeHna apxMBHOrO XpaHeHMsA Aen  (OOKYMEHTOoB), ydyeTa M
NCMNOAb30BaHNA AeN (AOKYMEHTOB) AOKYMEHTUPOBaHHbIX chep AeATeNbHOCTH
opraHusauum

KOHCYJ'IbTI/IpOBaTb paGOTHMKOB nogpasaeneHuna n  opraHunsauunmn no
COBpeMEHHbIM  METOA4aM paGOTbI C AOOKYyMEHTamMmun B cd)epe APXUBHOTIO




XpaHeHusa Oen (4OKYMeHTOB), ydeTa M MCNOAb30BaHMA Aen (4OoKYMeHTOB)
AOKYMEHTUPOBaHHbIX chep AeATeNbHOCTU OpraHu3aumnm

Heobxognmble
3HaHUA

HopmatmBHble npaBoBble aKkTbl Poccuitckon ®Pepepaumm B  obnactu
AenonponsBoACTBa M apXMBHOIO Aena

HopmatusHble npaBoBble aKTbl Poccuiickoit depepaumm B obnactu
MHOOPMAUMOHHDBIX TEXHONOTU M 3awmTbl  MHPopmaumn, unppoBoi
TpaHcdopmauum

MeToauyeckue [AOKYMEHTbl W  HaUMOHaNbHble CcTaHaapTbl B obnactu
AenonponsBoACTBa, apXMBHOIO Aena U MHPOPMALMOHHbBIX TEXHOIOMUI

Me»(,quapop,Hble CTaHAapTbl B obnactu ynpasBaeHna AOOKYMEHTamMmun MU
PUCKamu

MNepenoBo OTEYECTBEHHbIA OMNbIT M Hay4yHble pa3paboTkm B obnactu
apXMBHOIO XpaHeHus gaen (LOKYMEHTOB), yyeTa WM WCMNOJIb30BaHUA Aen
(nokymeHTOB) B OpraHusaumax

MeToapbl NPOEKTUPOBAHWUA M NAAHMPOBAHUA PaboT MO COBEPLUEHCTBOBAHMIO
apXMBHOTO XpaHeHuWa gen (JOKYMEHTOB), y4eTa W UCMNOAb30BaHUA Aen
(LOKYMEHTOB) LOKYMEHTMPOBAHHbIX chep AeATEeNbHOCTU OpraHn3aunm

CoBpemeHHble nnaTdopmbl, CEPTUDULMPOBAHHLIE CUCTEMbI 3/IEKTPOHHOMO
[OKYMEHTOObOpOTa A/1A  OMNepaTMBHOIO W  APXMBHOIO XpaHeHus aen
(nokymeHTOB), y4yeta 7 NCNoNb30BaHuUA aen (nokymeHTOB)
[OKYMEHTUPOBAHHbIX chep AeATeIbHOCTM OpraHM3aumm

Cpeactea n metoabl cbopa, obmeHa, nepeaayun M obpaboTkn nHbopmaumnm
OOKYMEHTUPOBAHHbIX chep AeATeIbHOCTU OpraHu3aumm

dpyrue
XapaKTepUCTMKM

3.2.6. TpypoBaa GpyHKUMUA

BHeapeHMe cUCTEMBI 3/IEKTPOHHOTO YpoBeHb
HavmeHoBaHMe |apxuBa opraHuMsauuu Kog | B/06.6 | (noaypoBeHb) 6
KBannduKaumm
MponcxoxaeHue 3aMmcTBOBaHO
P o A OpuruHan X
TPYyAoBOM GYHKLMM N3 OpuUrMHana
Kog PernctpaumnoHHbIit
opurMHana HOMep
npodeccnoHanbHor

O CTaHAapTa

Tpygposble
nencremn

AHanNu3 1 oueHKa Tpe6OBaHMV1 K CUCTEME S/TEKTPOHHOIO apxmBa opraHn3aunmn

MNoarotoBka TeXHUMYECKOro 33a4aHuA Ha NPOEKTUPOBAHUE KOpI'IOpBTI/IBHOI?I
CNCTEMDI 3/TEKTPOHHOIO apxmnBa B OpraHmn3aumun




Bbibop opraHu3aumm - paspaboTymKa KOPNOPaTUBHOW CUCTEMBI 31EKTPOHHOTO
apxuea

Onpepenexune ypOBHel pocTyna pyKkoBoauTenemn CTPYKTYPHBbIX
noapasAenieHnii opraHusaumMm K umHGopmauum B KOPNOPATUBHOW cuUcTeme
3/IEKTPOHHOIO apx1Ba

OueHKa nMAOTHOro BHEAPEHUNA I-(OpI'IOpaTMBHOVI CNCTEMDbI 3/IEKTPOHHOIO
apXxuBa B OpraHmn3auumu

YcTaHOBKa KOPNOpPaTUBHOM CUCTEMbI 31EKTPOHHOIO apX1Ba B OpraHM3aumum

CocTaBneHue rpaduka 0byyeHus pyKkoBoautenei CTPYKTYPHBbIX
noapasgaeneHunin pabote B KOPNOpPaTUBHOM CUCTEME 3/IEKTPOHHOIO apXMBa

Heobxogumble
ymeHunA

AHanusnpoBaTb WHPOPMALMIO O COCTOAHMWU  CUCTEMbI  YMpPaBAEHUA
3/IEKTPOHHbIM apXMBOM OpraHM3aLmm

PykoBoauTb pa3pa60TKof/'| TEXHUYECKOIO 3a4aHMA Ha NPOEKTUPOBAHUE
KOpHOpaTMBHOVI CNCTEMDbI 3NNIEKTPOHHOIO apXxmBa B OpraHn3auunmn

PyKoBoAUTb MNPOEKTUPOBAHMEM W BHEAPEHMEM KOPMOPATUBHOM CUCTEMDI
3NEeKTPOHHOIO apXx1MBa opraHmM3aLmm

PYKoBOAWTb 3aWMUTON MHOPOPMALMOHHBIX PECYPCOB 3/NEKTPOHHOTO apxvBa
OpraH13aumMn oT HeCaHKLMOHMPOBAHHOrIO AOCTYNa

OpraHu3oBbiBaTb  0b6ydeHMe pPaboOTHWKOB OpraHM3auun COBPEMEHHbIM
meTogam paboTbl B KOPMOPATUBHOW CUCTEME 3/IeKTPOHHOrO apxuBa
opraHusauum

Heobxoaumble
3HaHWA

HopmaTuBHble npaBoBble aKTbl Poccuiickoi depgepaumm B obnactu
[AeN0Npon3BoACTBa M apxXMBHOro Aena

HopmaTuBHble npaBoBble aKTbl Poccuiickon degepaumm B obnactu
MHOOPMAUMOHHBIX TEXHOMOMMI W 3awmTbl  MHPopmaumn, umdpoBoi
TpaHcdopmauum

MeToamnyeckme [OKYMEHTbl W HauMOHalbHble CcTaHAapTbl B ob6sacTu
[,eNI0NPON3BOACTBA, APXMBHOIO AeNa ¥ UHGOPMALMOHHbLIX TEXHOIOTUIA

MeayHapogHble CTaH4apTbl B obnactu ynpaBaeHna OOKYMEHTaMWy,
3/1EKTPOHHbIM apXNBOM U VIHd)OpMaLI,VIOHHbIMM TeEXHONOMIMAMU

MepenoBoii oTeyecTBEHHbIM U 3apybeXKHbIA ONbIT U HAay4YHble Pa3paboTKM no
NpefoTBPaLLeHN0 U YCTPAHEHMUIO MOTEHUManbHbIX PUCKOB B  cdepe
yNpaB/eHWsA 3/IEKTPOHHbIM aPXMBOM B OpraHM3aLuu

MeToapbl NNaHMPOBaHMA Pa3paboTKM U BHEAPEHUA KOPMNOPATUBHOMN CUCTEMbI
3/1EKTPOHHOrO apXm1Ba opraHM3auum

OcHosBbl nporpammHoro obecneyeHuns cuctemol 9/1IEKTPOHHOTO apxuea

Apyrve
XapaKTePUCTUKHN




3.2.7. TpyaoBaa GyHKUUA

ConpoBoxaeHne AeATe/IbHOCTU YpoBeHb
HanmeHoBaHME |3KCNEpPTHOM KOMMUCCUM OpraHmn3aLmm Kog | B/07.6 | (noaypoBeHb) 6
KBa/IMpUKaunm
MpoucxoxaeHue 3anmcTBOBaHO
P o A OpuruHan X
TPYA0BOM QYHKLNM M3 OpUTrMHana
Koa PernctpaumnoHHbIi
opurMHana HOMmep
npodeccnmoHanbHor

O CTaHAapTa

Tpynosble
nencTemn

PaspaboTka nono)keHuss 06 IKCMEPTHOM KOMMCCMW OpraHus3aumm, ero
cornacosaHue U yTBepXaeHue

MoAarotoBKa 3acefaHNin SKCNEPTHON KOMUCCUM OpraHu3aLmm

CosfaHue M noadepikaHuve B aKTyalbHOM COCTOAHMW 6a3bl AaHHbIX O
AeATeNbHOCTU 3KCNEePTHOM KoMMUccum

MpeactaBneHMe Ha COracoBaHMe SKCMEePTHOM KOMUCCUM HOMEHKNATYPbI Aen
opraHusauum

MpoBepKa HaMYMA U YCNOBUIA COXPAHHOCTU AeN (A0KYMEHTOB) B CTPYKTYPHbIX
noApasfaeneHnax  OpraHusaumm -  UCTOYHMKAX  KOMIMJIEKTOBaHMA MU
noapasaeneHunx, AeaTeNbHOCTb KOTOPbIX MNpeaLlecTBOBaNa AeATe/NbHOCTU
WCTOYHUKOB KOMMNEKTOBAHUA, NPU YCIOBUU X XPAaHEHMSA B OpraHM3auum

OT6op Aen (LOKYMEHTOB) B CTPYKTYPHbIX MOAPa3AeneHUAX OopraHusaumu -
WCTOYHMKAX KOMM/IEKTOBaHMA, U MOApa3ae/ieHnax, AeATe/IbHOCTb KOTOPbIX
npeAwecTBoBana AeATeNbHOCTU UCTOYHUKOB KOMMAEKTOBAHMWSA, MPU YCI0BUU
WX XPaHEHMSA B OpraHM3aummn AN nocieAyoLlero XpaHeHns Uam YHUUTOKEHNA

MNpeacrtaBneHne Ha cornacoBaHue 3KCI'IepTHOl71 KOMUCCUM onucen aen
MNOCTOAHHOIO XpaHeHNA N AOKYMEHTOB MO IMYHOMY COCTaBy

MpeacraBneHMe Ha COrnacoBaHMe 3KCNEePTHON KOMMUCCMM aKTOB O BblaeneHnn
Ha YHUUTOXKeHUne aen (4oKyMeHTOoB)

MpPOTOKOAMPOBaHME PeLLEHMI IKCNEPTHOM KOMUCCHE OpraHn3aLMm

OKasaHuve MeToAMYecKOoW MOoMOLWM MnpeaceaaTento M uYieHamM 3KCnepTHOM
KOMMCCUM OpraHm3aLmm

Heobxoaumble
yMeHus

NpoBoanMTb O4YHble UM 3a04Hble 3acefaHuA 3KCI'IepTHOI7| KoOmuccmun
OopraHunsaunn

dopmupoBaTb gena (AOKymeHTbl), obpasylowueca B AeATeNbHOCTU
CTPYKTYPHbIX ~ NoapasfeneHuii -  UCTOYHMKOB  KOMMNEKTOBAHUA U
npeAwecTBeHHMKOB OpraHM3aumnm

CocraBnAatb pekomeHaaunn no BonpoCam AOKYMEHTUPOBAHHbIX cd)ep




AeATENbHOCTU OpPraHn3aunn

Pa3pabaTtbiBaTb TpebOBaHWS K HOMEHKNATYPE e/ OpraHM3aLmm

Cobupatb 1 CTPYKTYPMPOBaTb Pe3y/bTaTbl UTOFOBbIX 3aNUCEN K HOMEHKaType
AN opraHusaunm

Pa3pabaTtbiBaTb TPeOOBAHUA K CTPYKTYype 6a3bl AaHHbIX IKCMEPTHOMW KOMUCCUN
opraHusauuu

Heobxoaumble
3HaHWA

HopmaTuBHble npaBoBble aKTbl Poccuiickoin depepaumm B obnactm
[AeN0NpPon3BOACTBa M apXMBHOIO Aena

HopmaTueHble npaBoBble aKTbl Poccuiickon dPegepauum B obnactu
MHPOPMALMOHHBIX TEXHOJIOTUIA M 3alWmTbl  MHPOpmauun, UMdpOBOWA
TpaHchopmaLumm

MeTogmnyeckne [OOKYMeHTbl W  HaUMOHa/ibHble CTaHOAPTbl B obnactu
Aenonponssoncrtea, apxXxmBHOro aena n MHCI)OpMaLI,MOHHbIX TEXHO/I0TNM

MepenoBas oOTeYeCTBEHHAA W MeEXAyHapoAHaA MpakTUKa YynpasaeHus
AOKYMEHTaMM 1 apXMBHOTO XpaHeHUn

MpaBuaa U MeToabl COCTaBNAEHUA YYETHbIX PopM Aen (LOKYMEHTOB) CUCTEMbI
AOKYMEHTaLMM OpraHn3aLmm

MpaBuna u meToabl KOHTPOAA cobatoaeHus TpeboBaHMn U HOpM B 06s1acTm
AEeNoNpomn3BOACTBA M apPXMBHOMO XPaHEHWA, yyeTa W MCNONb30BaHMA nOen
(nOKymeHTOB) BpemeHHOro XxpaHeHusA B opraHM3aumax

MeToapl npoBegeHus MOHUTOPUHra cuctem 3/1EKTPOHHOr0
AOKYMeHToobopoTa M apXMBHOTO  XpaHeHusa  gen  (4OKYMEeHTOB)
AOKYMEHTUPOBAHHbIX chep AeATeIbHOCTM OpraHM3aumm

MeToapl nposefeHWsa aHanusa 3PPEeKTUBHOCTM CUCTEM  31EKTPOHHOIO
[OKyMeHToobopoTa M apXMBHOTO  XpaHeHua  gen  (JoKymeHToB)
AOKYMEHTUPOBAHHbIX chep AeATeIbHOCTM OpraHM3aumm

MeToap! NpoBeaeHna aHann3a 3GGEKTUBHOCTU yyYeTa U UCNO/Ib30BaHMA AeN
(MOKyMeHTOB) BpeMeHHOro XxpaHeHusa B opraHmn3aumm

MeToapl NPOBEAEHMSA MOHWMTOPMHIA y4eTa W WUCMNONb30BaHWA  aen
(LOKYMeHTOB) BpeMeHHOro XpaHeHWsA B OpraHM3aLmm

MeToapl 0606LLEeHNA MOJYYEHHbIX PE3y/bTAaTOB MOHWUTOPMHIA W aHaau3a
9GPEKTUBHOCTM CUCTEM 3/IEKTPOHHOTO AOKYMEHTO0bOpOTa M apXMBHOTO
XpaHeHusa gen (LOKYMEHTOB) [AOKYMEHTUPOBAHHbIX cdep AeATenbHOCTM
opraHusauumu

MHd)OpMaLI,MOHHbIe TEXHONONMM, nUCnoab3lyemble NpuU OpraHn3auum y4yeta,
obecnevyeHuu COXPaHHOCTH, MCNOJ1b30BaHNA n YHUYTOXEHUA
AOOKYMEHTA/IbHOIo U apxmBHOro d)OH,EI,OB opraHM3au,m71

KpuTepun LEHHOCTM U CPOKM XpaHeHus Aen (JOKYMEHTOB) cUCTeM
AOKYMEHTaLUN OPraHU3aLMm U LOKYMEHTUPOBAHHbIX chep AeATeIbHOCTU




MNpaBuna otbopa agen (OAOKYMEHTOB) AN AanbHENLWero XpaHeHus uau
YHUUTOXEHUA

MpaBuna yyeTa W KOMMAEKTOBaHWUA gen (JOKYMEHTOB) OrpaHWYEHHOro
foctyna

MeToapbl cCOBEPLIEHCTBOBAHUSA CUCTEMbI YYETa U MUCMNONb30BaHUA, apPXMBHOMO
XpaHeHua Jen (AOKYMEHTOB) [AOKYMEHTMPOBAHHbLIX cdep AeATesbHOCTH
opraHusauumu

MeToapbl COBEPLUEHCTBOBAHUA CUCTEMbI yYeTa U MCMOJ/b30BaHUA apPXUBHOIO
XpaHeHus aen (AOKYMEHTOB) NO IMYHOMY COCTaBY B OpraHM3auUmax

Apyrve
XapPaKTePUCTUKHN

3.3. 0606wWweHHan TpyaoBaa GyHKLUMA

HanMeHoBaHMe PyKoBOACTBO NpOLLECCOM apPXMBHOIO Koz, C YposeHb 7
XpaHeHus aen (4oKyMeHTOoB) KBanudumKaumm
I‘Ipomcxomp,evae - | opuruman X 3aMMCTBOBaHO
0606u1LeHHOM Tpya0BOW 13 opurnHana
$YyHKUMHM
Kog PerncrpaumoHHbIn
opurnHana HoMep
npodeccnoHanbHor
O CTaHaapTa
Bo3MoKHble PykoBoauTeNb OpraHn3aLmm apXMBHOIO XpaHeHUA aen (40KYMeHTOB)
HaMMeHOBaHMs
[OJI)KHOCTEN,
npodeccui

TpeboBaHMA K
obpasoBaHUto U
obyyeHuno

Bbicwee obpasoBaHMe - maructTpatypa

nnu

Bbicwee obpasoBaHue (HenpoduabHOE) - MarncTpaTypa U AONOAHUTENbHOE
npodeccruoHanbHoe obpasoBaHKe - NporpaMmbl NPodpeccuoHaNbHOM
nepenoaroToBKM Mo NpoduIto AeATeNbHOCTH

TpeboBaHuA K
onbITy
NpaKTUYeCcKon
paboTbl

He meHee NATU NIeT pyKoBOAALLEN AeATenbHOCTU B cdhepe ynpaBaeHus
apXMBOM, aPXMBHOW AeATE/IbHOCTU OpraHM3aLmm

Ocobble ycnosus
AOMycKa K pabote

MpoxokaeHne obyyeHns mepam noxkapHoi 6esonacHocTv MNpoxoxaeHue
06y4YeHMA U NpoBEPKM 3HaHWIA TpeboBaHMIA oXpaHbl Tpyaa

Apyrve
XapaKTePUCTUKHN




JononHutenbHble XapaKTepUCTUKKN

HanmeHoBaHue Kog HanmeHoBaHWe 6a30B0W rpynnbl, 4OJXKHOCTU
OOKyMeHTa (npodeccmm) nnm cneunanbHOCTH
OK3 1213 PykoBoguTenu B o6nacti onpeneneHma NoAUTUKK U
NAaHUPOBAHUA AEATENbHOCTHU
EKC - OupeKTop apxmBa, LeHTpa XpaHEeHUA AOKYMeHTauum
OKNATP 21322 OuvpeKkTop (3aBeayowmit) apxMBHOIO yYperKaeH s
OKCO 7.46.04.02 JoKymeHTOBEAEHME M apXMBOBEAEHME

3.3.1. TpypoBasa GpyHKUUA

Co3pgaHue eguMHON CUCTEMBI YposeHb
HavmeHoBaHMe |apXMBHOIO XpaHeHua aen Kog | C/01.7 | (noaypoBeHb) 7
(mokymeHTOB) KBanudukaumm
MponcxoxaeHne 3aMmcTBOBaHO
P . A OpuruHan X
TPYyAO0BOM GYHKLMM N3 OpuUrMHana
Kog PernctpaumnoHHbIit
opurMHana HoMep
npodeccnoHanbHor

0 CTaHaapTa

Tpygposble
aencrens

PaspaboTKka cTpaTermm v COCTaB/IeHWE M1aHOB Pa3BUTUA €AMHON CUCTEMbI
apXMBHOrO XpaHeHWA Aen (JOKyMeHTOB)

ObecnevyeHne pecypcamv egMHON CUCTEMbI aPXMBHOIO XpaHeHua gen
(noKymeHTOB) OpraHusaumm

PerynnpoBaHue eAMHOW CUCTEMbI apPXMBHOFO XpaHeHUA Aen (LOKYMEHTOB)
OpraHuM3auuu

BHeapeHWe COBpPEMEHHbIX MHCTPYMEHTOB, METOA0B, CPEACTB U TEXHONOMMiA
06paboTkun gen (4OKYMEHTOB) opraHusaumm

PaspaboTka u yTBepxaeHWe OlogKetTa no obecneyveHUto A[eATeNbHOCTU
CUCTEMbI aPXMBHOIO XPaHeHUs Aen (LOKYMEHTOB) opraHM3aumnm

YTBepKaeHne OTY4EeTHOCTU 06 uMcnonHeHuu 6POLI,)KeTa no obecneyeHuto
0eATENbHOCTU eﬂ,MHOVI CUCTEMDbI apPXMBHOIO XpaHeHWA Qen (AOKyMeHTOB)
OopraHnsaunn

dopmunpoBaHue MHPOPMALNOHHO-CMPABOYHBIX CUCTEM M 633 JaHHbIX eANHOM
CUCTEMBI APXMBHOIO XpaHeHWA Aen (LOKYMEHTOB) OpraHM3aLmm

MoagepHu3auMa ¥  ONTUMM3AUMA CUCTEMbI aPXMBHOTO XPaHeHUAa aen
(nokymeHTOB) OpraHusaumm
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BbiABNEHME U MUHUMU3ALMA PUCKOB B €ANHON CUCTEME apPXMBHOIO XpPaHeHUn
aen (4oKyMeHTOB) opraHusaumm

KoHTponb fOeATenbHOCTM eAMHOW CUCTEeMbl apPXMBHOFO XpaHeHus aen
(BOKYyMeHTOB) opraHusaumm

Heobxoanmble
yMeHus

Onpeaenatb NPUOPUTETLI B Pa3BUTUM eMHOW CUCTEMbI aPXMBHOIO XpaHeHUs
aen (4oKyMeHTOB) opraHusaumm

dopmMmnpoBaTb CTPYKTYPY CUCTEMbl apXMBHOFO XpaHeHWs Aen (L4OKYMEHTOB)
opraHM3aumm n obecneynsaTb ee pecypcamu

MoTnBUPOBaTb AEATEbHOCTb NOAYMHEHHbIX A1A NOBbIWEeHUA 3PPEKTUBHOCTH
W YCTpaHeHUA OTKNIOHEHWI OT MapameTpoB, 3aJaHHbIX NPU MAAHUPOBAHUU
eMHOI CUCTEMbl apXMBHOIO XpaHeHUA Aen (AO0KYMEeHTOB) opraHM3aumm

Knaccudumumposate  uMHbOpmaumto M co3gaBatb  MHPOPMALMOHHO-
cnpaBoYHble 6a3bl AaHHbIX U MHPOPMALMOHHbIE CUCTEMbI OPraHM3aLmMm

OueHnBaTb NOTEHUMANbHbIE PUCKU B €4UMHON CUCTEME aPXMBHOIO XPaHeHUs
aen (4oKyMeHTOB) opraHusaumm

Onpeaenatb KOMMeTeHunn " OTBETCTBEHHOCTb pykosoautenem
nogpasaeneHuii no apxMBHOMY XpaHeHuIo aen (4OKYMEHTOB) opraHM3aumm

MpoBOANUTb MOHUTOPUHT 3ODEKTUBHOCTM UM CPOKOB CO343aHUA eauHOM
CUCTEMBI aPXMBHOTO XpaHeHWA Aen (AOKYMEHTOB)

Pa3pabaTbiBaTb Mepbl NO MNOBbIWEHUIO 3PPEKTUBHOCTU €4MHON CUCTEMDI
APXMBHOIO XpaHeHus aen (4OKYMeHTOB) OpraHu3aLmm

BHeapsaTb HoBble MHGOPMALMOHHbIE TEXHOIOTUW U MeToAbl paboTbl B eANHYIO
CUCTEMY aPXMBHOTO XPaHeHUA Aen (AOKYMEHTOB) opraHM3aumm

Bbibupath BuAbl HocuTenet uHbopmauuMm u  popmaTtbl  XpaHeHuA
3NEKTPOHHbIX SOKYMEHTOB

MpMHMMaATb pelieHna Mo BOMPOCAM YMpPaBAeHWUA eguHOW  CUCTEMOW
apXMBHOIO XpaHeHWA Aen (AOKYMEHTOB) OpraHM3auuu B HeCTaHAAPTHbIX
yCNoBUAX

Heobxoaumble
3HaHWA

HopmaTuBHble npaBoBble aKTbl Poccuiickoin degepaumm B obaactu
[AeNonponsBoACTBa M apxXMBHOro Aena

MeToamueckme [OKYMEHTblI B 06/1acTM  WMCMONbL30BAHMA W NyBAMKaLUK
apPXMBHbIX AN (LOKYMEHTOB)

MeTogmnyeckne LOOKYMEHTbl W HauMOHa/bHble CTaH4apTbl B cd)epe
ynpasaeHna JOKYyMEHTaMM

I'Ipanma COCTaB/sieHnA U Od)OpMIIEHWr'I JIOKa/ZIbHbIX HOPMATUBHbIX aKTOB
OopraHnsauuun

CTpyKTypa opraHusaumu, oyHKUMM W pacnpegeneHne obsasaHHoOCTEN
pYyKOBOAALLEro COCTaBa

dPyHKUMM NnogpasaeneHuii opraHMsaumMm U NopaaokK UX B3aumoaencTems




MepesoBOl OTEYECTBEHHDBIN M MEXAYHAPOAHbIN OMbIT U HAayyHble pa3paboTKu
B chepe ynpaB/ieHUa CUCTEMOM apPXMBHOTO XpaHeHWa aen (JOKYMEHTOB),
yyeTa M UCnosib30BaHMA AeN (AOKYMEHTOB) BPEMEHHOMO XPaHeHUs

MpaBnna NnocTpoeHma n GyHKLMOHMPOBAHMA CUCTEM YYETHOMN AOKYMEHTALUK
opraHusauum

I'IpaBmla n MEeToabl NOCTPOEHUA MH(I)OpMaLI,MOHHO-CFIpaBO‘-IHbIX cncTem
opraHunsauuun

NHbopmMaLMOHHbIE U TEIEKOMMYHUKaLMOHHbIE YCAyrM B chepe ynpasaeHus
CUCTEMOI apXMBHOIO XpaHeHMA Aen (AoKYMeHTOoB)

MporpammHoe obecneyeHve B 061acTU yNpaB/ieHWUA CUCTEMOW apPXMBHOTO
XpaHeHus aen (moKymeHTOB) " cuctemonm KOpMnopaTMBHOIO
[OKYMeHTO060pOoTa opraHn3aumm

Buabl HocutTenen nHpopmaumm n cneundmka ux NPUMeHeHMUA

MopafdoK pa3spaboTkM M yTBEP)KAEHWUA NEPCNEeKTUBHBLIX U TEKYLWMX MN1aHOB
paboT opraHusauun

MopsafoK NoAroToBKM OTYETOB OO MCNONHEHUM MEPCNEKTUBHBLIX U TEKYLLMX
naaHoB paboT opraHM3auum

MeToapbl aHanM3a M NoKasaTeNM SKOHOMMYECKOW 3dpdeKTMBHOCTU B 061acTu
ynpaBAeHnUa CUCTEMOM apXMBHOIO XpaHeHMa AeN (LOKYMEHTOB) opraHn3aumm

Apyrue
XapaKTePUCTUKM

3.3.2. Tpyposaa ¢pyHKUUA

YnpasneHue pa3paboTKol SIOKaAbHbIX
HOPMaTMBHbIX aKTOB NPOLLECCOB YposeHb
HavmeHoBaHue Kog | C/02.7 | (noaypoBeHb) 7
apPXMBHOTO XPaHeHUs aen
KBannduKaumm
(moKkymeHTOB)
MponcxoxaeHue 3aMmcTBOBaHO
P o A OpuruHan X
TPYyAoBOM GYHKLMM N3 OpuUrMHana
Kog PernctpaumnoHHbIit
opurMHana Homep
npodeccroHanbHor

0 CTaHZapTa

Tpygposble
nencremn

KoopanHaumsa pa3paboTKM N0KaAbHbIX HOPMATUBHbIX aKTOB OpraHu3aumm no
apXMBHOMY XpaHeHuIo Aen (OOKYMEHTOB), y4eTy M WCMONb30BaHMIO Aen
(nokymeHTOB)

KoopauHauma pa3paboTkM MeToauYecKMX [AOKYMEHTOB MO WCMOJIHEHUIO
NOKa/IbHbIX HOPMAaTUBHbIX aKTOB MO apXMBHOMY XPaHeEHUIO Aen (40KYMEHTOB),
y4eTy U UCNOJIb30BaHUI0 AeN (A0KyMeHTOB)




BbifiBNeHWe CTeNeHW pUCKa MPOLECCOB aPXMBHOTO  XpaHeHua aen
(LOKYMeHTOB) oOpraHMsauuu npyv  NPUMEHEHUW CPeacTB  YrnpaBieHus
[OKYMEeHTaMM, He oTBevalolwmx TpeboBaHMAM fenoBbix noTpebHocTel U
NoAOTYETHOCTM OpraHM3aLun

KoopauHauma pa3paboTKM NI0KaNbHbIX HOPMATMBHbLIX aKTOB OpraHuMsauuun u
METOAMYECKMX [OOKYMEHTOB B 061acTM oOpraHM3auMu y4yeTa, XpaHeHwus,
obecrneyeHns  COXPAHHOCTW,  WCMNO/Mb30BAaHMA U YHUUTOXKEHUA  Oen
(BOKYMeHTOB) apXxMBHbIX GOHA0B

KoopauHauma aKkTyaamsauum NoKafibHbIX HOPMATMBHbIX aKTOB B 06/1acTu
apXMBHOIO XpaHeHWa aen (AOKYMEHTOB), yyeTa M WCNONb30BaHMA Aen
(morymeHTOB)

Heobxognmble
yMeHus

Pa3pabaTbiBaTb NONAUTUKY YNpaBJAEHUS NPOLLECCOM apPXMBHOFO XPaHEHUs aen
(BoKymeHTOB), yueTa 1 UCNoib30BaHUA Aen (LOKYMEHTOB)

PaspabatbiBaTb CTpaTernmn ynpasjaeHUs NPoLLECCOM apXMBHOIO XpaHeHUa aen
(noKymeHTOB), yueTa 1 UCNOb30BaHUA Aen (JOKYMEHTOB)

OueHMBaTb PUCKM YyNpaBAEHMSA MPOLECCOM apPXMBHOTO XpaHeHusa gen
(LOKyMeHTOB), yyeTa M MCNONb30BaHWA AeN (AOKYMEHTOB) OpraHuM3aumu B
undpoBoii cpede 1 NpefoTBpaLWaTb X IMH6O MUHUMU3MPOBATD

MpoBOANTb MOHUTOPUHT NpoLUEAyp YNPaBAeHUA apXnBHOM MHPopmauuen

MpUMEHATb MHPOPMALMOHHbIE TEXHOMOMMKU B 061aCTU apPXMBHOIFO XpaHeHUs
aen (4oKymeHToB)

YcTaHaBAMBaTb MOJIHOMOYUA U OTBETCTBEHHOCTb PYKOBOAMTENEN CTPYKTYPHbIX
noapasdeneHuin  opraHusauuMm B chepe apXMBHOTO  XpaHeHuA aen
(noKymeHTOB), yueTa 1 ncnonb3oBaHUA Aen (AOKYMeEHTOB)

Pa3pabaTbiBaTb Mepbl MO NoBbIWeHUIO 3GGEKTUBHOCTU YNPaBAEHNA CUCTEMON
APXMBHOIO XPaHEHWs, YydyeTa W  MUCMOAb30BaHUA gen  (AOKYMeHTOB)
opraHusauum B undpoBsoi cpeae

Heobxogumbie
3HaHUA

HopmaTuBHble npaBoBble aKTbl Poccuiickon degepaumm B obnactu
[Le/10MPOU3BOACTBA U apXMBHOTO Aena

MeToamuyeckme [OOKYMEHTbl B 06/1aCTM  WUCMOAb30BaHMA M NybaMKauuu
APXMBHbIX Aen (40KYMEHTOB)

MexayHapogHble cTaHaapTbl B 06/1acTM  yNpaBAeHUA AOKYMEHTaMuU M
pycKamm

Mpasuna cocTtaBneHna n Od)OpM/'IeHMﬂ NNOKa/ZIbHbIX HOPMATUBHbIX aKTOB

CTpyKTypa opraHusaumu, oyHKUMM W pacnpegeneHve obssaHHOCTEN
PYKOBOAALLEro CoCTaBa

dyHKUMM nogpa3aeneHuii opraH1MsaumMm U NnopaaokK X B3aumoaencTsmsa

NHbOopMaLUNOHHbIe TEXHONoTUM, ncnosiblyemble npu CO3aHUK
MHDOPMaLMOHHO-CNPABOYHON cUCTeMbI (6a3bl 4aHHbIX)




NHopMaumoHHO-NpaBoBble 6asbl AaHHbIX, MCNOJb3yemble B PoccuiicKoW
denepaunn 1 4eN0BON NPAKTUKE OpraHn3aumnm

TpeboBaHMA oxpaHbl Tpyaa

Apyrve
XapPaKTePUCTUKHN

3.3.3. TpyaoBaa GpyHKUUA

KOHTpPO/1b apXMBHOTO XpaHeHUA aen YpoBseHb
HanmeHoBaHWe |(O0OKymeHTOB) Kog | C/03.7 | (noaypoBeHb) 7
KBanmdmKaumm
MpoucxoxaeHne 3anmcTBoBaHO
P o A OpuruHan X
TPYAO0BOM GYHKUMUM N3 opuruHana
Kog PernctpaumnoHHbIit
opurnHana HOMmep
npodeccnoHanbHor

0 CTaHaapTa

Tpyposble
aencrens

KoHTponb 3a cobniogeHnem TexHonornit paboTtbl CUCTEMbI  apPXMBHOTMO
XpaHeHus aen (JOKYMeHTOB) opraHM3auum

KoHTposib 3a cobatogeHnem TpeboBaHWIA MO COCTaBAEHUID U OPOPMIEHUIO
aPXMBHbIX YYETHbIX AOKYMEHTOB OpraHn3auum

OnNTUMM3aUUNA apXMBHOTO XpaHeHWA aen (OKYMEHTOB) opraHu3aumm

KoHTponb 3a cobnogeHnem npaBua apxMBHOTO XpaHeHUs aen (L4OKYMEeHTOB)
opraHusauumu

KoHTponb 3a pa3paboTKon M BHEAPEHUEM NOKAbHbIX CUCTEM 3N1EKTPOHHOMO
LOKYMeHTOoObOopoTa oOpraHMsaumMmM B 4YacTM  3/EKTPOHHOMO apxvBa W
3/IEKTPOHHOIO apXMBa OPraHM3auMM, UEHTPa XPaHEHUA 3SEKTPOHHbIX
[OKYMEHTOB

KoHTponb 3a aKcnnyaTaumeﬁ CNCTEM 3/ZIEKTPOHHOrIo I,CI,OI-(YMEHTOO6OpOT¢’:1
OopraHunsaumm B 4YaCTU 3SNEKTPOHHOINO apxmBa WU 3SNEKTPOHHOINO apxwmBa
OopraHunsauunun, UeHTPa XpaHeEHUA 3/IEKTPOHHbIX OKYMEHTOB

Heobxogumbie
yMeHuA

OcywiecTBnaTb NPOBEPKY cobAOAEHUA TexHosormin paboTbl € cuctemom
aPXMBHOTO XpaHeHUs aen (LOKYMEHTOB) opraHu3auum

OcywiectBnatb NpoBepKy (aKTUYECKOro COCTOAHMA  AeATeAbHOCTM Mo
onepaTMBHOMY W apXMBHOMY XpPaHEHUIO Aen (AOKYMEHTOB) opraHusauumu,
3/IEKTPOHHOIO apXMBa OPraHM3auMM, UEHTPa XPaHEHUA INEKTPOHHbIX
AOKYMEHTOB

BbiABNATb HEMCNO/b30BaHHbIE PEecypCbl U BO3MOMKHOCTM A/1A ONTUMMU3ALUK
apPXMBHOrO XpaHeHUs Aen (AOKYMeHTOB) opraHu3auum




OueHuBaTb MOJYYEHHYIO WMHOOPMAUMIO, BbLIABAATL PUCKM  apPXMBHOIO
XpaHeHWa aen (LOKYMEHTOB) OpraHu3aLmm

MpeactaBnATb OTYETbI O COCTOSSHUM M AMHAMMUKe AOeATe/IbHOCTU Mo
yNpaBfeHUIO apPXUBHbIM XpaHeHUMeM Jen (JAOKYMEeHTOB) opraHu3aumuy,
3/IEKTPOHHbIM APXMBOM OpPraHM3aLUWUKM, LEHTPOM XPaHEHUA 3NEeKTPOHHbIX
OOKYMEHTOB

Heobxoanmble
3HaHWA

HopmaTuBHble npaBoBble aKTbl Poccuiickoin depepaunm B 0bnactu
[eN0MNpPon3BOACTBa M apXMBHOIO Aena

MeToauyeckme [OOKYMeHTbl B 06/1acTM  WCMONb30BaHMA apXMBHbIX Aen
(moKrymeHTOB)

I'IpaBmla COCTaB/1EHUNA U Od)OpMIIeHMﬂ NOKa/IbHbIX HOPMATUBHbIX aKTOB

MpuHUMNBI M MeToabl aHa/AM3a MoKasaTesel AesTenbHOCTM B cdepe
APXMBHOIO XpaHeHUs aen (4OKYMeHTOB) OpraHu3aLmnm

MpaBuna W MeToabl KOHTpons B cdepe apxXMBHOIMO XpaHeHus aen
(moKymeHTOB) opraHusaumm

Mpasuna 1 metoabl obecneyeHmss COXPaHHOCTM U MCMNO/Ib30BaHUA apPXUBHbIX
$OHA0B, 3N1EKTPOHHOTO apXMBa OPraHN3aLMK, LLeHTPa XPaHEHUA 3/1EKTPOHHbIX
JOKYMEHTOB

MporpammHoe obecnedyeHre B chepe ynpaBAeHUA apXMBHOIO XpaHeHUA aen
(LOKYMEHTOB) OpraHu3auun, 3NEKTPOHHLIM apPXMBOM OPraHM3aLMM, LLEHTPOM
XPaHEHWA 3/1eKTPOHHbIX AOKYMEHTOB

MeToaon0orna npoBeaeHUs aHann3a 3GPeKTUBHOCTM yrpaBaeHUa CUCTEMOM
apPXMBHOTO XpaHeHUs Aen (AOKYMEHTOB) OpraHusaumu, 3/1eKTPOHHbIM
apXMBOM OpPraHM3aL MM, LLEHTPOM XPaHEHWA 3NEKTPOHHbIX LOKYMEHTOB

MeTogbl onpegeneHna 3¢GEKTUBHOCTM Pa3BUTUSA  CUCTEMbI  APXMBHOIO
XpaHeHus aen  (AOKYMEHTOB) OpraHuM3auuu, 3SNEeKTPOHHOTO  apxuBa
OpraHM3aunmn, LEeHTPa XpaHEeHUA 3NEKTPOHHbIX OKYMEHTOB

dpyrue
XapaKTepUCTMKM

3.3.4. TpypoBaa GpyHKUMUA

PerynnposaHune n KOHTPO/Ib
denepanbHbIX M permoHanbHbIX Yposenb
HavmeHoBaHMe Kog | C/04.7 | (noaypoBeHb) 7
rocyAapcTBeHHbIX MHGOPMALMOHHbIX
KBanmMdumKaumm
cUCTeM, peecTpoB 1 6a3 AaHHbIX
MpoucxoxaeHne 3aMmcTBOBaHO
P o A OpuruHan X
TPyAoBOW GYHKLMM N3 OpuUrnMHana
Kog PernctpaumnoHHbIit
opurMHana HOMep

npodeccroHanbHor



O CTaHAapTa

Tpynosble
aencreumn

AHanNM3 N OLUEHKA aKTya/IbHOCTU apXMBHOW AOKYMEHTaLMU U ee AaHHbIX AAA
HanoNHeHun denepanbHbIX " pernoHasnbHbIX rocyaapcTBeHHbIX
MHOOPMALMOHHBIX CUCTEM, PEecTpoB 1 6a3 AaHHbIX

HanonHenve  degepanbHbiXx ¥ pernoHasnbHbIX rocyAapCTBEHHbIX
MHPOPMALMOHHBIX CUCTEM, PeecTpPoB M 6a3 AaHHbIX aKTyasbHOW apXWBHOWM
[OKYMEHTaUMel 1 ee AaHHbIMM

KoHcynbTMpoBaHMe  cOTpyAHWKOB  defepanbHblX M PErMoHafbHbIX
rocyf,apCcTBeHHbIX MHPOPMALMOHHBIX CUCTEM, peecTpoB M 6a3 AaHHbIX Mo
OLLEHKE W HaNOJIHEHWUIO aKTya/JibHOM apXMBHON [AOKYMEHTauuen wu ee
AaHHbIMM

MoArotoBKa  TeXHMYECKOro 3ajaHMa Ha  moAudUKauMio  apXMBHOWM
[OKYMeHTaUuun  COMNpoBOXAaeMblX  ¢dedepanbHbiX UM PerMoHanbHbIX
rocyAapCTBeHHbIX MHPOPMALMOHHbIX CUCTEM, PEecTPOB U 6a3 AaHHbIX

OnpeaeneHune ypoBHs A0CTyNa PYKOBOAMTENEN CTPYKTYPHbIX NOApPasaAeNeHui
K COMPOBOXAEHUIO U HanosHeHWo degepanbHblX WM PErMOHaANbHbIX
rocyZapCTBEHHbIX WMHOOPMALMOHHbIX CUCTEM, PEecTpoB M 6a3  AaHHbIX
aKTya/IbHOW apXMBHOWM JOKYMEHTaUMEN U ee AaHHbIMM

CocTaBneHue rpadmka 0byyeHus pyKkoBoguTene CTPYKTYPHbIX
noapasaeneHui pabote ¢  denepasbHbIMU n pernoHaabHbIMU
rocy4apcTBeHHbIMU MHGOPMALIMOHHBIMM CUCTEMaAMK, peecTpamu M Haszamu
OAHHbIX

Heobxoaumble
yMeHus

MpoBOAUTL aHaAM3 M OLUEHKY aKTya/libHOW apXMBHOW [AOKYMeHTauuu ana
npuMmeHeHna B8 MHPOPMaLIMOHHBIX CUCTEMaX, peecTpax U 6a3ax AaHHbIX

CoBeplUeHCTBOBATb NMPOLLECCHI CONPOBOXKAEHUA U HaNoAHeHUA denepanbHbIX
W pernoHasibHbIX roCyAapCTBEHHbIX MHOOPMALMOHHbIX CUCTEM, PEECTPOB U
6a3 AaHHbIX

Mcnonb3oBaTb COBpeMeHHble MeTOAbl 3aLWmThl MHd)OpMaLl,MOHHbIX pecypcos
d)ep,epaanblx N PernoHaNbHbIX rOCyaapCTBEHHbIX MH(bOpMaLI,MOHHbIX CUCTEM,
peecTpoB U 6as AaHHbIX OT HECAHKUMNOHNPOBAHHOIO 40CTyNna

Mcnonb3oBaTb coBpemeHHble MeToabl PaboTbl ¢ 4aHHbIMU B deaepanbHbIX U
pervoHanbHbIX roCyAapPCTBEHHbIX MHPOPMALMOHHbLIX CUCTEMAX, PEecTpax M
6a3ax AaHHbIX

Heobxoaumble
3HaHUA

HopmaTuBHble npaBoBble aKTbl Poccuiickoin depgepaumm B obaactu
[,eNI0NPON3BOACTBA M aPXMBHOTO Aena

HopmaTtusHble npaBoBble aKTbl Poccuiickoit @depepaumm B obnactu
MHPopmaumm, MHPOPMALMOHHBIX TEXHOJIOTM W  3aWnTbl MHOOPMaLUW,
umdpoBoit TpaHchopmaLmm

MeToauyeckme [OOKYMeHTbl B 06/1aCTM  WUCMONb30BaHMA apXMBHbIX Aen
(morkymeHTOB)

MeKayHapogHble N HauMoHabHble CTaHOAPTbI B obnactu MHd)OpMaLl,VIOHHbIX




TexHo/1I0rumn

MeayHapoaHble M HAUMOHANbHble  CTaHAApTbl, cneunduKaumm U
TEXHUYECKME OTYETDLI B chepe ynpaBAeHMA 3NEKTPOHHbIM apXMBOM

MepenoBoi OTEYECTBEHHbIN 1 3apybeXKHbIA ONbIT U Hay4yHble pa3paboTkM no
NPeaoTBPALLEHUIO M YCTPAHEHUIO MOTEeHUMaNbHbIX PUCKOB B cdepe
yNpaB/eHUA 31EKTPOHHbIM apXMBOM

MeToapl NAAaHUPOBAHWA HaMoAHeHuA deaepanbHblX W PEerMoHasibHbIX
rocyapcTBeHHbIX NHOOPMALIMOHHbIX CUCTEM, PEECTPOB M 6a3 AaHHbIX

anHLI,VIﬂbI y4yeTa M KOMNNEKTOBaHUA Aen (AOKYMEHTOB) OrpaHn4eHHoro
AocTtyna

MporpaMmHO-TEXHUYECKAA AOKYMEHTALMUA, UMHCTPYKUMM U PYKOBOACTBA NO
pabote ¢ deaepanbHbIMM U PErmoHaNbHbIMW  TOCYAAPCTBEHHbIMMU
MHPOPMALMOHHBIMN CUCTEMAMM, peecTpamm 1 6azammn gaHHbIX

MporpammHoe obecneyeHne B CUCTEME 3/EKTPOHHOrO apxvBa, UEHTpa
XPaHEHWA 3NEKTPOHHbIX AOKYMEHTOB U MHGOPMALLMOHHbIX YCAyT

Apyrue
XapaKTEePUCTUKM

3.3.5. Tpyposasa pyHKUMUA

MnaHWpoBaHWe N NOCTpoeHME
NPOLLECCOB apPXMBHOIO XPaHEHMSA Yposehb
HavmeHoBaHMe ! Kog | C/05.7 | (noaypoBeHb) 7
y4yeTa 1 UCnonb3oBaHMA aen
KBanmMdumKaumm
(LOKYMEHTOB) BPEMEHHOIO XpaHeHwus
MpoucxoxaeHne 3aMmcTBOBaHO
P p'., . | OpurmnHan X
06006LLEeHHON TPYA0BOM N3 OpuUrMHana
$YHKUMM
Kog PernctpaumnoHHbIit
opuruMHana HoMep
npodeccroHanbHor
O CTaHZapTa
Tpyanosble Pa3paboTKa cTpaterMm u NOAUTUKWU YNpPaBAEHUSA apXMBHbIM XPaHEHWEM Aen
aencrens (BOKYyMeHTOB) opraHusaumm

OnpeaeneHve NPUOPUTETHBLIX HaMpPaBAEHWUIA Pa3BUTUSA CUCTEMbI aPXMBHOIO
XpaHeHua aen (4OoKYMeHTOB) opraHusaumm

KoopauHaumsa paspaboTku NMHPOPMaLMOHHO-CNPaBOYHOM cucTembl
apPXWBHOrO XpaHeHUA aen (4OKYMEHTOB) 1 ee UCNO/b30BaHMA

KoopauHauma npoueccamu COBEPLUEHCTBOBAHUA  CUCTEMbl  apPXMBHOTO
XpaHeHua aen (4OoKYMeHTOB) opraHusaumm

KoopavHaumsa BHeapeHUA WHPOPMALMOHHBLIX TEXHOMOMMI B CUCTEMY




apPXMBHOrO XpaHeHUs aen (AOKYMeHTOB) opraHn3auuu

Heobxognmble
ymeHunA

MpoBOAUTL aHanNW3, KOHTPOJb W OUEHKY MW3MEHEHWI B ynNpaBAEHUU
XpaHeHWeM apxmBHbIX POHA0B

MoanduumpoBaTb CUCTEMbI aPXMBHOTO XpaHeHMA Aen (4oKyMmeHToB)

Ncnonb3oBaTb NepenoBoi OTEYECTBEHHbIN U MeXAYHapoAHbI onbIT B chepe
APXMBHOTO XpPaHeHUs gen (LOKYMeHTOB)

BbiABNATL U MUHUMM3NPOBATb PUCKM B chepe apxXMBHOTO XpaHeHua aen
(mokymeHTOB)

Knaccudumumposate uHPopmauuio B chepe apxMBHOTO XpaHeHua aen
(moKkymeHTOB)

PaspabatbiBaTb MHPOPMALMOHHO-CNPABOYHbIe CUCTEMbI M 6asbl AaHHbIX B
chepe apxMBHOro XpaHeHUa aen (LOKYMEHTOB)

Heobxogumbie
3HAHUA

HopmaTuBHble npaBoBble aKTbl Poccuiickon degepaumm B obnactu
[le/10MPOU3BOACTBA M apXMBHOIO Aena

MeTogmuyeckme [OOKYMeHTbl B 06/1acTM  WCMOb30BAaHMA apPXMBHbIX Aen
(nokymeHTOB)

MeToan4eckme [OKYMEHTbl W HauMOHajlbHble CcTaHaapTbl B ob6naactu
NCMO/1b30BaHNA apXMBHbIX AN (A0KYMEHTOB)

NepenoBasa oTeyeCTBEHHAA U MeXKAYyHapo4HaA NPakTUKA OpraHn3auum y4yera,
XpPaHEeHWUA, NCNOJIb30BaHNA N YHUUTOXKEHNA apPXUNBHbIX d)OHLI,OB

TpeboBaHMA U HOPMbl B 06/71aCTU apPXMBHOIO XpaHEHUsA Aen (JAOKYMEeHTOoB),
yyeTa 1 UCnosib30BaHWA AeN (LOKYMEHTOB) BPEMEHHOMO XPaHEHUS

dopmbl U MeToabl KOHTPOAA cobntogeHnna TpeboBaHMI U HOpMm B obnactu
apXMBHOTO XpaHeHWa gen (AOKYMEeHTOB), yd4eTa W WCMNONb30BaHWUA gen
(nokymeHTOB)

MeToapl aHanusa 3¢GPEeKTUBHOCTM CUCTEMbl aPXMBHOMO XpaHeHusa aen
(mOKYMeHTOB), yyeTa 1 UCNONb30BaHMA Aen (JOKYMEHTOB)

MeToabl NAAHUPOBAHWUA PA3BUTUA CUCTEMbI APXMBHOMO XpaHeHuA Jen
(MOKyMeHTOB) Ha  OCHOBe  pe3y/nbTaToB  aHaAmsa  3dPeKTUBHOCTU
3/1EKTPOHHOIO apXMBa, LEHTPA XPaHEHMS 3/EKTPOHHbIX [AOKYMEHTOB MU
NHPOPMALMOHHDBIX YCyr

MeTogonorma nocTpoeHus WHGOPMAUMOHHBIX CUCTEM M 633  AaHHbIX
3NEKTPOHHOIO apPXMBa, LLEHTPA XPAaHEHWUS NEKTPOHHbIX LOKYMEHTOB

MeToapbl aHanu3a MoKasaTesnel AeATeNbHOCTU OpraHusauuyM Nno BOMPOCaM
3G PEKTUBHOCTU CUCTEMbI APXMBHOTO XPaHEHUs Aen (LOKYMEeHTOB)

TexHonorMn n metToapl yrnpasaeHnA NepcoHaiom opraHnsauum

Apyrve
XapPaKTePUCTUKHN




3.3.6. TpyaoBaa GpyHKUUA

OpraHu13auma u conpoBoXAeHNE YpoBeHb
HavmeHoBaHMe |AeATeNbHOCTM SKCMEpPTHO- Kog | C/06.7 | (noaypoBeHb) 7
NpPOBEPOYHON KOMUCCUN KBa/IMpUKaunm
I‘Ipomcxom,u,evae . | opurmman X 3anmcTBOBaHO
0606LeHHOM TPyA0BOWN M3 opuUrnHana
$yHKUMM
Kog PernctpaumnoHHbIi
opurMHana HOMmep
npodeccnmoHanbHor
O CTaHAapTa
Tpyaosble KoopauHauma pa3paboTKM /I0KabHbIX HOPMATUBHbIX aKTOB OpraHu3auum ob
nencrema 3KCNEepPTHO-NPOBEPOYHON KOMMUCCUMN

MpueneyeHne K paboTe B 3KCNEPTHO-MPOBEPOYHON KOMMUCCMM B Kadecrse
3KCMEPTOB M KOHCYNbTAaHTOB CMeuunaancTtos opraHusaumii u deaepanbHOro
opraHa, peryimpyoLwero apxmBHYIo AeATENbHOCTb

KoopauHaumMa MOAroTOBKM HEOobXOAMMbIX AOKYMEHTOB AN  YJ1eHOB
3KCNEepTHO-NPOBEPOYHHON KOMUCCUU, SKCNEPTOB N KOHCYNbTaHTOB

PaccmoTpeHne  HayyHO-METOAMYECKMX M MPaKTUYECKMX  BOMPOCOB
[eATe/IbHOCTU 3KCNePTHO-NPOBEPOYHON KOMMUCCUMN OpraHmM3aumm

HOHTpOI’Ib BbIMOJ/IHEHUA pELLIeHMﬁ 3KCI'IepTHO-I'IpOBep0LIHOﬁ KOMuUcCcnun

KoHTpo/Nb HanpaBieHWs pelleHUin 3KCNepTHO-MPOBEPOYHOM  KOMMUCCUMMU
MCTOYHMKaM KoMMieKToBaHuA ApxmusHoro ¢oHaa Poccuitckoin ®epepaumm

OpFaHM3aLl,VIF| METO,CI,W-IeCKOﬁ nomowm npeacenatento U 4aeHam 3KCNepTHO-
npOBepquoﬁ KOMUCCUUN OpPraHnU3auunm

Heobxogumbie
yMeHuA

PaspabaTbiBaTb 1 060CHOBbLIBATb MPOEKTbI IOKA/IbHbIX HOPMATUBHbIX aKTOB 06
3KCMEePTHO-NPOBEPOYHOM KOMMUCCUM OPraHU3aLMK U ee peLleHni

MNposBoanTb 3acepaHunA 3KCI'IepTHO-I'IpOBepOLIHOI‘;1 KOMUCCcnun

MpoBOAMTb aHaNM3 M OLEHKY PEeKoMeHAauuu Mo BOMpocam AesATeslbHOCTU
3KCMEepPTHO-NPOBEPOUHHON KOMUCCUMN OPraHmn3aLLUm

Heobxoaumble
3HaHWA

HopmaTuBHble npaBoBble aKTbl Poccuiickoin depgepaumm B obnactu
[AeN0nponsBoACTBa M apxXMBHOro Aena

MeTtoaunyeckue AOKYMEHTbI U HaUWOHA/IbHble CTaHAAPTbl MO BONpoCam
Agenonpon3soncrtesa U apxmBHOIo Aena

NepenoBaa oTeyecTBEHHAsA WM  MeXAYHaApoA4HaA nMpPaKTUKa oOpraHusaumu
Aenonpon3soncrtesa M apxXmMBHONO XpaHeEHUA B OPraHn3aumax

I'Ipanma M  MEeToAbl KOHTPONA AeATE/IbHOCTU 3KCI'IepTHO-I'IpOBep0LIHOl7I
KOMUCCUN B OpraHn3saumun




I'Ipanma M MeToadbl KOHTPO/AA  BbINOJIHEHUA pELLIeHMf;I 3KCNEepTHO-
I'IpOBEpOLIHOﬁ KOMUCCUX B OpPraHn3aumun

Apyrve -
XapPaKTepUCTUKH

IV. CBeaeHus 06 opraHM3aumax - paspaboTumkax
npodeccuoHanbHOro cTaHaapTa

4.1. OTBeTCTBEHHaA OpraHM3aumna-paspaboTumk

HM "HaumoHanbHas accoumanma oPUCHbIX CNEeLMaNUCTOB M aAMUHUCTPATUBHBIX PabOTHUKOB",
ropoa MockBa

Oupektop XntocHesa Jlioamuna MNeTpoBHa

4.2. HaumeHoBaHUA opraHusayuii-paspaboTumkos

1 |"lasnpombaHk" (AO), ropog MocKsa

2 | Obuwepoccuiickana obliecTBeHHan opraHnsauyma "Poccminckoe obWecTBo MCTOPUKOB-
apxusucTos", ropoa MockBa

3 | 000 "Tasnpom KomnnekTauus", ropog Mockea

4 | 000 "OCrI Pekopa3 MeHeakmeHT LleHTp", ropoa Mocksa

5 000 "LeHTp akcnepTusbl 1 ceptudmkaumnn", ropos Mocksa

6 |0OO0O0 "9kcnobaHK", ropog MockBa

7 | Pre0Y BO "Poccuinckuii rocyaapcTBEHHbIM r'yMaHUTapHbIA yHUBepcuTeT", ropog MocKea

8 | ®renoy "Konneax MWL Poccumn”, roposg Mockea

<1> O6LepoCccUnCcKMn KnaccudmrKaTop 3aHATUN.
<2> 0O6LLEepOoCCUNCKMI KnaccudMKaTop BULO0B SKOHOMUYECKOM AeATeIbHOCTY.

<3> MNocTtaHoBneHne MpasuTtenbctsa Poccuitickoit deagepauum ot 16 ceHTabpa 2020 r. N 1479 "06
yTBEPXKAEHUN [paBMA  NPOTMBOMOXMAPHOrO pexmma B Poccuiickolt  Pepepauun” (CobpaHue
3aKoHogaTenbcTBa Poccuiickon deaepauum, 2020, N 39, cT. 6056).

<4> MocTtaHoBneHne MuHTpyaa Poccun, MuHobpasosaHua Poccumn ot 13 aHeapa 2003 r. N 1/29
"Mopasok obyyeHMA MO OxpaHe TpyAa M NPOBEPKWU 3HAHMI TpeboBaHWI OXpaHbl Tpyaa PaboTHMKOB
opraHmsaumin" (3apernctpuposaHo MuHioctom Poccum 12 dpespana 2003 r., peructpaumoHHbiii N 4209),
C U3MEHEHUAMM, BHECEHHbIMM NpUKaszom MuHTpyga Poccmm, MmuHobpHayku Poccum ot 30 HoAbps 2016

r. N 697H/1490 (3apeructpuposaH MuHioctom Poccum 16 aexkabpa 2016 r., permctpaumnorHbiin N 44767).

<5> Obwepoccninckunin knaccudumkaTop npodeccnin paboumx, LOMKHOCTEN CAYKALMX U TAPUPHbIX
paspaaos.
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<6> O6LLEePOCCUNCKMI KnaccndmrKaTop cneunanbHocTen no obpasoBaHuto.
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