YTBepxkAcH

npuKa3zoM MuHHCTEPCTBA TpyAa
Y COIIMAIbHOM 3aIlUThI
Poccuiickoit @enepanuu

ot 19 anpens 2018 . N 266H

NMPO®ECCUOHATbHbLIA CTAHOAPT

CNEUMANNCT NO POPMUPOBAHUIO INIEKTPOHHOIO APXUBA

1140
Perucrpanmonnsiit
HOMED
l. O6wme cBeaeHuns
Coznanue 1 obecrieueHrne CUCTeMBI TpaduuecKux 00pa3oB JOKYMEHTOB 07.009
ANIEKTPOHHOTO apX1Ba
(HanMeHOBaHME BUJA MPO(HECCUOHATBHOMN NesTETbHOCTH) Kon

OcHoBHas uenb Buaa npodeccuoHanbHOn feATeNbHOCTHU:

Coznanue u obecnieuenre 3hHEKTUBHON CUCTEMBI rpadnIeCcKUX 00pa30B TOKYMEHTOB
OJICKTPOHHOT'O apXHBa C UCIIOJIb30BAHUCM I/IH(1)OpMaI_[I/IOHHO-KOMMYHI/IKaL[I/IOHHBIX
TEXHOJIOTUI

Fpynna 3aHATUK:

1213 PykoBonurens B oomacta (4132 Crnyxaiue 1o BBEJACHUIO JaHHBIX
OTIPEICIICHUS TIOJIUTUKH K
TJTAHUPOBAHMS
JESITENILHOCTH

4415 Perucrparops! u - -
KOTIUPOBIIIUKHI

(xomx OK3 (HamMeHOBaHUE) (xomg OK3) (HamMEHOBaHUE)
<1>)

OTHeceHMe K BUAamM 3KOHOMUYECKON AeATEeNIbHOCTU:

91.01 JesTenbHOCTh OMOTMOTEK U apXUBOB
(xom OKB3/] (HamMeHOBaHUE BUJIa YKOHOMUYECKOM eI TEILHOCTH)
<2>)

Il. OnncaHume TpyaoBbIX PYHKLUMNA, BXOASALLMX
B npodeccuoHanbHbIN cTaHAapT (pyHKUMOHaNbHaa KapTa Buaa
npodeccMoHanbLHON AeATENIbHOCTH)



O0600mIeHHBIE TPYAOBbIE (DYHKIIUU

Tpynoseie pyHKIIIN

KOJ| HaNMEHOBAaHWE | ypOBEHb HaNMECHOBAHHE KO/ | ypOBEHb
KBau® (momypo
HKaIiu BEHb)
KBau®
UKaIAN
A | Brmonaenue padot 3 [ToaroroBka TOKYMEHTOB K A/01.3 3
10 CO3JaHUI0 CKaHMPOBAHUIO JIJIsI AIIEKTPOHHOTO
rpaduyeckux apxuBa
o0pa3oB
JIOKYMEHTOB B CxaHupoBaHHe JOKYMEHTOB JUIS A/02.3 3
CHCTEME ANIEKTPOHHOTO apXHBa
Zgil;ir;OHHoro Bo3sBpar 10KyMEeHTOB B UCXOHBII A/03.3 3
BU/]
KoHnTposb kauecTBa pe3ynbraroB A/04.3 3
CKaHMPOBAHUS IOKYMEHTOB B
CUCTEME AJIEKTPOHHOTO apXH1Ba
O6pabotka rpadudyeckux oopazoB A/05.3 3
JOKyMEHTOB B CHICTEME
AIIEKTPOHHOT'O apXHBa
B | ®opmuposanue u 4 PacniozHaBanue Tekcra fokymenta | B/01.4 4
3arpy3ka JaHHBIX B 10 CMBICITY U COJIEP’KaHUIO C
CUCTEMY nocienyroei kKnaccupuxkanuei u
AJIEKTPOHHOTO UHJEKCaINel B cucteme
apxuBa ANIEKTPOHHOTO apX1Ba
3arpy3ka 0000IIEHHBIX JAHHBIX B B/02.4 4
CUCTEMY JIEKTPOHHOTO apXHBa
C | PyxoBoacTBO 6 VhpaBiieHue AesTeIbHOCTBIO 110 C/01.6 6
IIPOLIECCOM KOHTPOJIIO (DYHKIIMOHUPOBAHUS,
CKaHUPOBAHUS, BBOJIa M1 00pabOTKM JJAHHBIX B
BBOJIa 1 00pabOTKU CUCTEME NIEKTPOHHOI'0 apXH1Ba
JAHHBIX B CUCTEME
IEKTPOHHOTO Pa3paboTka J0KaIbHbIX C/02.6 6
apxuBa HOPMaTHBHBIX aKTOB IO BOIIPOCaM
OpraHM3aliy Ipolecca
CKaHUPOBAHUS B CHCTEME
2JIEKTPOHHOI'0 apXHBa
Crparernueckoe MJIaHUPOBAHUE U C/03.6 6
MOCTPOEHUE MPOIIECCOB
CKaHMPOBaHUS, BBO/Ia M 00pabOTKH
JTAaHHBIX B CHCTEME 3JIEKTPOHHOTO
apxuBa

3.1. O600wWweHHana TpyaoBasa pyHKLUA

I. XapakTtepuctuka o06006LeHHbIX TPYAOBbIX (hYHKLMA




[Ipoucxoxnenue
000011eHHON TPYIOBOM
GbyHKIIII

Brinonnenue pabot 1o co3gaHuio
YpoBeHb
HaumenoBanue | rpaduyeckux o6pa3oB JOKYMEHTOB B Kon| A 3
KBTI (PUKALUN
CHCTEME JIEKTPOHHOTO apXHBa
3auMCTBOBaHO
Opurunan X
U3 OpUrUHaIa
Kon PerucrpanuoHHsblit
OpUTHHala HOMEp
npodeccuoHaTbHOTO
cTaHjaapTa

Bo3MoxHEbIE
HaMMEHOBaHUS
JOJDKHOCTEH,
npodeccuit

Omnepatop 1Mo COPTHPOBKE ¥ 00pabOTKE JOKYMEHTOB
Oneparop 1no nepeBory J0KyMEHTOB B AJIEKTPOHHBINA BU
Orneparop Mo CKaHUPOBAHUIO IOKYMEHTOB

TpeboBanus k
00pa3oBaHMIO U
00y4eHHIO

Cpennee o0iiee oOpazoBaHue

[TpodeccronaibHoe 00ydYeHHE - TPOrpaMMBbI podeccuoHaIbHOM
IMOATOTOBKH 110 JOJDKHOCTAM CIIYXKAIllUX, IMIPOrpaMMbI
MEPENOATrOTOBKH CITYKaIlMX, POrPAMMBbI TIOBBIIICHHS
KBAJTM(DUKAIIMA CITYKAIUX

TpeboBaHus K ONBITY
MIPAKTUYECKON paboThI

Oco0ble yciioBus
JoTycKa K pabote

Hpyrue
XapaKTEePUCTUKU

[dononHuTenbHble XapakTepPUCTUKU

HanmenoBanne JAOKYMCHTA KOI[ HaumenoBanue 0a30Boit T'pYyIIIbI, JOJDKHOCTH

(mpodeccun) Uy CrienUaITLHOCTH

OK3 4415 Perucrpartopsl 1 KONUPOBLIUKU
OKIIATP <3> 15636 Oneparop KOMUPOBaJIbHBIX U MHOKUTEIBHBIX
MalliH

3.1.1. TpyaoBas pyHKUMA

[ToaroroBka 1OKYMEHTOB K YpoBeHb
HanmeHoBaHMe | CKaHUPOBAHUIO JUISI IIEKTPOHHOTO Kox | A/01.3 | (momypoBens) | 3
apxuBa KB (PUKALIUN

[Ipoucxoxnenue

Opurunan X |3auMCTBOBaHO




TPYZLOBOW (PyHKIIUU

U3 OpUruHalia

Kon Perucrpanmonuerit
OpHUTHHAIA HOMEP
npodeccuoHaIbLHOTO
CTaHaapTa

TpynoBsle neiCTBUA

CDOpMI/IpOBaHI/Ie aKTa WJIMW OIIKMCHU IIpU IPHUEME AOOKYMCHTOB OT
CTPYKTYPHBIX HOHp&&Z{CJ’ICHHfI niIn (I)YHKI_II/IOHaJ'ILHOF O 3aKa3duKa
AJI DJICKTPOHHOI'O apXuBa

PacdanbiioBka IMPOKO(POPMATHBIX JIOKyMEHTOB JUTSt
AIIEKTPOHHOTO apXHBA

Vnanenue PUCTIOCOOICHHUH, CKPEIUIAIOINX CTpaHUIIBI
JOKyMEHTOB

N3bsaTre nokymMeHTOB U3 (haioB

HaxneunBanue MmanopopmaTHbIX JOKYMEHTOB Ha JIMCT (opmara,
YCTaHOBJIEHHOT'O 3aKOHOAaTenbCTBOM Poccuiickont ®enepannu s
apXMBHOTO XpaHEHUs

PacopmupoBanre QOKYMEHTOB Ha KOMIUICKTBI, TPYIIIbI, THIIBI
JIOKYMEHTOB

Hanecenmne MTPUXKOAOB HA JOKYMEHTHI IJIA apXHUBHOT'O XPaHCHUSA

[IpuBenenue 1OKyMEHTOB K TpebyemMoMmy ¢GopMmary B COOTBETCTBHHU
C YCTaHOBJICHHBIMU TPEOOBAHUSIMHU JIJISI ApXUBHOTO XPAHEHHUS

Bxrnaaka nuCTOB - pasienuTeneil Mexay KOMIUIEKTaMH, IPyIIaMu,
TUIIAMH TOKYMEHTOB JIJI apXUBHOTO XPaHEHUS

HeobOxoaumbie ymeHuUs

Bectn npuemM AOKYMCHTOB C HO,I[FOTOBKOI71 aKTa HWJIX OIIMCH AJIsA
APXUBHOI'O XpaHCHHUA

ITonp30BaTbecst 0a3amMM  JJaHHBIX OpraHM3alMil s apXUBHOTO
XpaHEeHHUs1, B TOM YHUCJIE yAAJCHHBIMU

Ilonw3oBaThCs ABTOMATU3HWPOBAHHBIMU CHUCTEMaMU yucera,
perucTtpanmu, KOHTPOJIA n I/IH(i)OpMaIII/IOHHO-CHpaBO‘IHBIMI/I
CUCTCMaMH IIpU pa60Te C NOKYMCHTAaMH OpraHu3aliu B CHUCTCMC
OJICKTPOHHOT'O apXHBa

HO}IFOT&BJ’H/IB&TL AOKYMCHTBI K CKaHUPOBAaHUIO, HUCKIIOYast
BO3MOXHOCTb HAHCCCHUA BpCaa 6YMa)KHBIM OpuruHajgiamMm it
APXHUBHOT'O XpaHCHHUA

Heo0OxoanMele 3HAaHUA

Metoaudeckre JOKYMEHTBI, OMPEIEISIIONIUE TMOPSIA0K MPUEMKH
JIOKYMEHTOB, MX MOATOTOBKM K CKAaHMPOBAaHWIO UM HUX BO3Bpara B
HCXOTHOE COCTOSIHHE B CUCTEME JIEKTPOHHOTO apXHuBa

TpeboBaHus K TPOBEACHHUIO CBEPKU HAIUYUS JIOKYMEHTOB B
MOMEHT IpHUeMa JIJIsl apXUBHOTO XPAHECHUS




HpaBHna XpaHCHUA NTOKYMCHTOB B COOTBECTCTBUU C UX TUIIAMH IJIA
APXHUBHOI'O XpaHCHU

TexHoIOruu MOArOTOBKU JAOKYMCHTOB K CKaHHUPOBAHUIO B CUCTEMC
OJICKTPOHHOT'O apXHBa

[Topsimoxk  dopMupoBaHUS TOKYMEHTOB B KOMIUICKTHI, TPYIIIIBI,
TUIIBI U1 @pXUBHOTO XPAaHECHUS

VYCTaHOBIICHHBIE CPOKM BBIIOJIHEHUS paboOT MO MOATOTOBKE
JOKYMEHTOB JUIsl QpDXUBHOI'O XpaHEHHUS

TpeboBaHus K yCTaHOBJICHHBIM HOpMaM BBIPAOOTKHU MO MOATOTOBKE
JIOKYMEHTOB JIJIsl apXUBHOTO XpaHEHUS

TpeOoBanus 3akoHonarenscTBa Poccuiickoit @enepanyu B obmactu
00paboOTKH, XpaHEHMs, paclo3HaBaHUs NEPCOHAJBHBIX JAHHBIX U
KOH(DHUICHITNATBHOCTH UHPOPMAITIH

TpeOoBanus oxpaHsl Tpyaa

MCTOJII/I‘-IGCKI/IG JOKYMCHTBI, OIPCACIAIONHNE IMOPAJOK IMPUCMKHU
AOKYMCHTOB, HUX IIOATOTOBKH K CKAaHUPOBAHHUIO W HUX BO3BpdATa B
HCXOOAHOC COCTOAHUC B CUCTEMEC DJICKTPOHHOI'O apXHBa

Apyrne
XapaKTEPUCTUKHU

3.1.2. TpyaoBas pyHKUMA

CxaHMpOBaHUE JOKYMEHTOB JIsI YpoBeHb

HaunmenoBanue |31eKTpOHHOTO apXuBa Konm | A/02.3 | (momypoBeHs) | 3

KBTI (pUKAITUN

[Ipoucxoxnenue
TPyAOBOM pyHKIMU

3anMCTBOBAHO

Opurunan X
U3 OpUrMHaIa

Kon Perucrpanuonnsii
OpUTHMHala HOMEp
npodeccuoHaIbHOTO
cTaHjaapTa

TpynoBsle neNCTBUA

IIpoBepka  mTaTHOrO  (PyHKIMOHUPOBAHUS  CKaHUPYIOLIETO
000pya0OBaHus AJIsi apXUBHOTO XPAaHEHUs

Vknagka JOKYMEHTOB B TEXHOJIOTMYECKHE KOHBEPTBI UL
ApPXHUBHOI'O XPAHECHUS

Vmamca AOKYMCHTOB B CKaHCP

KoHTposb paboThl CKaHUPYIOLIETO 000PYI0BAHUS

[loBTOpHOE CKaHUpOBaHHME JOKYMEHTOB Mpu cboe B padote
CKaHHUPYIOIIETO 000PYI0BaHUS




Omnpenenenne MecTa XpaHeHHs rpaguuecKkux o0pa3oB TOKYMEHTOB
Ha MEPCOHAIILHOM KOMIBIOTEPE [T apXUBHOTO XPAaHEHUS

CoxpaHeHHe rpa(bnqecxﬂx 06pa30B JOKYMCHTOB Ha IICPCOHAJIbEHOM
KOMITIBIOTEPE JIA apXUBHOI'O XPaHCHUA

N3bsTHE TOKYMEHTOB U3 CKaHEpa

Heob6xoaumbie ymeHus

[Tonp30BaTbCsl NEPCOHAIBHBIM KOMIIBIOTEPOM ISl CKAHMPOBAHUSA
JIOKYMEHTOB

[Tonb3oBarbest pa3IuYHBIMU BHJIaMU CKaHHUPYIOLIETO
o0opynoBaHus ISl apXHMBHOTO XpaHEHUS, OCYLIECTBISITh 3aMEHY
PACXOJIHBIX MAaTE€PUAJIOB, MOMJICKAITUX U3HOCY

Ilonb30BaTbCsi ~ aBTOMATU3MPOBAaHHBIMM ~ CUCTEMaMU  yderTa,
perucTpanuy, KOHTPOIsI M UH(POPMALMOHHO-CIPABOYHBIMU
crucTeMaMH Ipu paboTe C JOKYMEHTaMH OpPraHM3alUU B CHCTEME
IEKTPOHHOI'O apXUBa

Yerpausate cbom u ommOku B paboTe  CKaHUPYIOLIETO
o0OpynOBaHUS ¥ TEPCOHATBHBIX KOMITBIOTEPOB B CHUCTEME
AIIEKTPOHHOTO apXHBa

HCOGXOI[I/IMBIG 3HaHHUA

Tpe6OBaHI/I5{ K Ka4CCTBY U PE3YJIbTaTaM CKaHUPOBAHHA B CUCTEMC
OJICKTPOHHOT'O apXHBa

TpeboBaHusi K OSKCIUTyaTallud CKaHMPYIOIIETO OOOpYIOBaHMS U
IIEPCOHAJIBHBIX KOMIIBIOTEPOB B CUCTEME JIIEKTPOHHOIO apXUBa

Cpoxku BBINIOTHEHUS PaOOT /1715l apXUBHOTO XPAHEHUS

TpeOoBaHus1 K HOpMaM BBIPAOOTKHU JJISi apXUBHOTO XpaHEHHUS

TpeboBaHus 0OXpaHbl Tpyza

MeTonuku BBISBICHHUS M yCTpaHeHUs cO0eB M omMOOK B pabote
CKaHUPYIOLIETO O0OPYAOBaHUS M NEPCOHANBHBIX KOMIIBIOTEPOB B
CHCTEME JIEKTPOHHOTO apXuBa

OcHoBbl 3akoHOAarenbcTBa Poccuiickoit ®enepanu B 00JacTH
00paboTKHU, XpaHEeHHs, PACTO3HABAHUS MEPCOHANBHBIX JAHHBIX U
KOH(HIEHINATbHOCTH HHPOPMAIUH

Hpyrue
XapaKTepUCTUKU

3.1.3. TpyaoBasa pyHKUMA

HaunmenoBanue

Bo3Bpar 10KyMEHTOB B UCXO/IHBINA BU]] YpoBeHb

Konm | A/03.3 | (momypoBeHs) | 3
KBTI (pUKAITUN

[Ipoucxoxnenue
TPyAOBOH pyHKIIMU

3anMCTBOBAHO

Opurunan X
U3 OpUrMHaIa




Kon Perucrpanuonnsii
opUruHala HOMED
podhecCHOHAITBHOTO
CTaHIapTa

TpynoBsle neNCTBUA

CkperieHne TOKyMEHTOB CKpeTnKaMu, CKoOaMu

BrnoxeHune 1oKyMeHTOB B (paiiiibl

dasnpLiOBKa MIUPOKOGOPMATHBIX TOKYMEHTOB

BrnoxxeHne 1OKyMEHTOB B Manku, CKOPOCIINBATENN, KOPOOKH

CDI/IKCEH_[I/ISI MCCTOHAXOXKACHUA JOKYMCHTOB B CUCTEMC YUCTa

H3bsaTue IUCTOB - paSECHHTCHeﬁ N3 JOKYMCHTOB

Bo3zspar JOKYMEHTOB CTPYKTYpPHBIM MOJPA3EICHUAM
(pyHKLIMOHAJIBHOMY 3aKa34HUKY)

[Tepenaya 1OKyMEHTOB B apXUB OpraHU3AUU JJISl XPAHEHUS

@opMupOBaHHE aKTa WM OIMCH IPU Mepeade JOKYMEHTOB B
apXUB OpPraHMU3alUU ISl XpaHEHUS

Heo6xonumbie ymeHHs

Opranu3oBeIBaTh MPOLIECC MO BO3BPATy JTOKYMEHTOB CTPYKTYPHBIM
NOAPA3AEICHUAM C ITOJrOTOBKOM aKTa WM ONUCH

ITonp3oBareca  OazaMu JaHHBIX OpraHI/ISaHI/Iﬁ A1 apXUBHOI'O
XpaHCHUs, B TOM YUCJIC yOIaJICHHBIMHA

[lonp30BaTbCsl  aBTOMATU3UPOBAHHBIMM ~ CHUCTEMAaMM  yueTa,
perucTpanuy, KOHTPOIsI M UHPOPMALMOHHO-CIPABOYHBIMU
CHUCTEMaMH IIpH paboTe ¢ JOKyMEHTaMH OpraHu3aluu

[IpuBOAUTH AOKYMEHTHI B NEPBOHAYaIbHOE COCTOSIHUE, UCKIIOYAst
BO3MO)KHOCTH HaHECEHHUs Bpeaa OyMa>KHbIM OpUTHHaIaM

HCO6XOIII/IMBIG 3HaHUA

Metoguueckue JAOKYMCHTBI, OIPCACIAOMHNEC IMOPAJOK IMMPUCMKU
AOKYMCHTOB, HUX IIOATOTOBKHM K CKaHHPOBAHUIO KW BO3Bpara B
HCXOOHOC COCTOAHHE

TpeOoBaHUsT K TPOBEACHUIO CBEPKM HAJMYUS JOKYMEHTOB B
MOMEHT II€Peaun JOKYMEHTOB 3aKa34uKy

[Topsnok yueTta pakTHUECKOTO MECTOHAXOXK/IEHUS JOKYMEHTOB

Texnonoruu BO3Bpara JOKYMCHTOB B HCXOHHLIﬁ BUI JJIA IEpCaaqun
AOKYMCHTOB 3aKa34uKy

YcTaHOBIICHHBIE CPOKH  BBIIIOJHCHUA pa60T oJjig nepeaadyu
AOKYMCHTOB 3aKa34uKy

Tpe6OBaHI/I5{ K YCTAHOBJICHHBIM HOpMaM BLIpa6OTKI/I nepeaain
AOKYMCHTOB 3aKa34uKy

OcHoBbl 3akoHOAarenbcTBa Poccuiickoit @enepanu B 00JacTH




00paboTKHU, XpaHCHHS, PACTIO3HABAHUS MEPCOHAIBHBIX JTAHHBIX H
KOH(HUICHIIMATLHOCTH HHPOPMALIHH

TpeOoBaHus OXpaHbI Tpyna

Jlpyrue
XapaKTepI/ICTI/IKI/I

3.1.4. TpynoBas pyHKUMA

KoHTpons kauecTBa pe3ylbTaToB YpoBeHb
HaumenoBanwue | ckanupoBaHus JOKyMeHTOB B cucteme | Kom | A/04.3 | (momypoBens) | 3

JJIEKTPOHHOI'O apXHUBa KBaNU(UKAUN
[Ipoucxoxaenue 3aMMCTBOBaHO

TPYL0BOH (DyHKIIUU

Opurunan X
W3 OpUTHUHAJA

Kon Perucrpanmonusrit
OpHUTHHAIA HOMEP
npodeccuoHaIbLHOTO
CTaHaapTa

TpynoBsle neiCTBUA

KonTpons COOTBETCTBUS pe3yJIbTaTOB CKaHHpOBAHUS
YCTQHOBJICHHBIM TPeOOBAaHUAM WM (PaKTHUYECKOMY COCTOSHUIO
OpWUTMHAJIOB IOKYMEHTOB B CUCTEME AIEKTPOHHOIO ApXUBa

Y,Z[aHeHI/Ie TEXHOJIOIT'MYCCKUX U ITYCTBIX JIUCTOB

[loBTOpHOE CKaHUpOBAaHUE JIOKYMEHTOB TIpU HECOOTBETCTBUU
pesyibpraTa CKaHMPOBAHHS YCTAHOBIECHHBIM TPeOOBaHMSIM K
KauecTBY B CHCTEME 3JIEKTPOHHOTO apXKBa

Omnpenenenne Mecta XpaHeHus rpaduueckux 00pa3oB JOKYMEHTOB
Ha MEPCOHAIBHOM KOMITBIOTEPE B CUCTEME IEKTPOHHOIO apXHBa

Coxpanenne rpadpuueckux o0pa3oB JOKyMEHTOB Ha MIEPCOHAILHOM
KOMIIBIOTEPE IS ApPXUBHOTO XPaHCHHSI

Heo6xonumble ymeHUs

Ilons3oBaThCs MNEPCOHAJIBHBIM KOMIIBKOTCPOM IJII CKAHUPOBAHUA
AOKYMCHTOB B CUCTCMC SJICKTPOHHOI'O apXuBa

[Tonb30BaThCs Ppa3IMYHBIMU BUJAMU CKaHUPYIOLIETO
00OpyI0BaHUS Uil apXUBHOTO XPaHEHMs, OCYLIECTBISATh 3aMEHY
PacXoAHBIX MaTepUasIOB, MOIEKAIINX U3HOCY

[lonp30BaThCcsi ~ aBTOMATH3UPOBAHHBIMM ~ CHUCTEMaMH  yyeTa,
perucTpanuu, KOHTPOIs U  MHPOPMAIMOHHO-CIIPABOYHBIMU
CUCTeMaMU Ipu paboTe C JTOKYMEHTAaMU OpPraHu3allid B CHCTEME
AJIEKTPOHHOT'O apXKBa

Yerpanare cOboum W omuOkun B paboTe  CKaHMUPYIOLIETO
000pyA0BaHUs U MEPCOHATBHBIX KOMIIBIOTEPOB

HeoOxonuMmele 3HaHUS

TpeboBaHus K Ka4eCTBY U pe3yjibTaTaM CKaHHUPOBaHHS




TpeOGoBanusi K SKCIUTyaTallid CKaHUPYIOIIEr0 OOOPYIOBaHUS U
[IEPCOHAJIBHBIX KOMIIBIOTEPOB B CUCTEME JIIEKTPOHHOIO apXHUBa

YcTaHOBJICHHBIE CPOKH  BBIITIOJIHCHUSA pa60T 0 IMOATrOTOBKEC
AOKYMCHTOB JJIs1 apXUBHOI'O0 XPAaHCHUA

TpeOGoBanus K HOpMaM BBIPAOOTKH IO TIOATOTOBKE TOKYMEHTOB IS
ApXUBHOI'O XpPaHEHHUS

TpeOoBaHusl OXpaHbI Tpyna

[Tomxoner 1 METONMKH BBISIBICHHUS U YCTPAaHEHHSI COOCB U OIIMOOK
B paboTe CKaHUPYIOIIETO OOOPYIOBaHUS W TEPCOHAIBHBIX
KOMITBIOTEPOB B CHCTEME JIEKTPOHHOTO apXHBa

OcHoBbl 3akoHOAarenbcTBa Poccuiickoit denepanuu B 007IaCTH
00pabOTKH, XpaHEHUs], PacliO3HABAHUS TEPCOHAJBHBIX JTAHHBIX U
KOH(DHUICHITNATBHOCTH UHPOPMAITIH

Hpyrue
XapaKTEPUCTUKH

3.1.5. TpyaoBas dpyHKUMA

IIpoucxoxnenue
TPYAOBOH (HyHKIIUH

O6paboTtka rpaduaeckux oOpa3zoB YpoBeHn
HaumenoBanue | TokyMeHTOB B cucteme aekTponHoro | Kox [ A/05.3 | (momypoBens) | 3
apxuBa KBTI (pUKALUN
3auMCTBOBaHO
Opurunan X
U3 OpUTUHAJA
Kon Perucrparmonusrit
OpHUTHHAJIA HOMEP
npoQeCCHOHATLHOTO
CTaHaapTa

TpynoBsie neiicTBust

YBenuueHue IPKOCTH U KOHTPACTHOCTHU rpaduyeckux o0pa3oB mpu
MOMOIIM CTIEIMAIIU3UPOBAHHOTO TMPOTPAMMHOIO OOECIICUCHHs B
CUCTEME AIIEKTPOHHOTO apXHBa

VYnaneHue 4epHbIX MOJIEH, BKPAILIEHUI U JIEMEHTOB, HE UMEIOIINX
OTHOILIEHUE K OpUTHHAJIaM JIOKYMEHTOB B CHCTEME 3JIEKTPOHHOTO
apxuBa

BolpaBHUBaHME W JOBOPOTHI  Tpauueckux 0o0pa3oB IO
TOPU30HTAJIM U BEPTUKAIIA B CUCTEME JIEKTPOHHOIO apX1Ba

Omnpenenenue Mecta XpaHeHus rpaguueckux 00pa3oB JOKYMEHTOB
Ha MIEPCOHAJIBHOM KOMIIBIOTEPE JJIsl apXUBHOIO XpaHEHUs

Coxpanenue rpadpuuecknx o0pa3oB JOKyMEHTOB Ha MIEPCOHATLHOM
KOMITBIOTEPE ISl apXUBHOTO XpaHEHUS

[IpuBenenue rpaduyeckux oOpa3oB JIOKyMEHTOB B (opmar,




yCTaHOBJIeHHI)If/'I AJI1 apXUBHOI'O XpaHCHUA HOKYMCHTOB B CUCTEMC
QJICKTPOHHOI'O apXHuBa

Heo6xonumble ymeHUs

ITonb30BaThCA NEPCOHATIBHBIM KOMIIBIOTEPOM U
CTIeIMATM3UPOBAHHBIM MIPOTPaMMHBIM o0ecrieyeHneM,
MO3BOJISIIOIIMM OCYLIECTBIATh 00paboTKy rpadudeckux o0pazoB
JTOKYMEHTOB B CHCTEME JIEKTPOHHOTO apXHBa

Coxpansatp rpaduueckue o0pas3pl JOKYMEHTOB Ha MEPCOHATBLHOM
KOMIIBIOTEPE JIs1 ApXUBHOTO XpaHEHUs

BeimonHsaTe paboThl 1O TpHUBEAEHUIO TrpaduvecKkux o0pa3oB
JTOKYMEHTOB B ()OpMaT, YCTAHOBJICHHBIN JIJISi apXUBHOTO XPaHECHUS
JOKYMEHTOB B CUCTEME JJIEKTPOHHOTO apXUBa

HeobOxoauMbie 3HAaHUA

TpeOoBaHUsI K KayecTBY W pe3yjibraraMm o0pabOTKU rpaduyecKkux
00pa3oB JOKYMEHTOB B CHCTEME JIEKTPOHHOTO apXuBa

[IpaBuia  WCMONB30BaHUS MEPCOHANBHBIX  KOMIIBIOTEPOB U
CTETMAIM3UPOBAHHOTO TPOTPAMMHOTO OOECIIEUeHUsI B CHUCTEME
AIIEKTPOHHOTO apXHBa

Cpoku BbIMONHEHUs paboT Mo o0paboTke rpaduueckux odOpazoB
JOKYMEHTOB B CUCTEME JICKTPOHHOTO apXHBa

TpeboBaHuss Kk HOpMaM BBIPAOOTKHU IO 00paboTKe rpadUyecKux
00pa3oB IOKYMEHTOB B CUCTEME JJIEKTPOHHOI'O apX1Ba

TpeOoBaHus OXpaHbI Tpyna

Mertoaukun  00paboTKH Trpaduueckux oOpa3oB  JOKYMEHTOB,
BBISIBICHUS W yCTpaHeHHUs CcOOeB M omubOK B paborte
CKaHMPYIOLIET0 00OPYIOBAHUS U IIEPCOHATBHBIX KOMITBIOTEPOB

OcHoBbl 3akoHOAarenbeTBa Poccuiickoit denepanuu B obmactu
00paboTKH, XpaHEeHHUs, pacllO3HaBAaHHUS NMEPCOHAIBHBIX JAaHHBIX U
KOH(HICHITUATHHOCTH UHPOPMAITIH

Apyrue
XapaKTEPUCTUKH

3.2. O606uweHHas TpyaoBasa yHKLUMUSA

dopmupoBanue 1 3arpy3Ka JaHHBIX B VYpoBeHn
HaumenoBanue PMHP Tpy3Ka 1 Kon B P 4
CUCTEMY 3JIEKTPOHHOTO apXH1Ba KBaNnu(pUKauu
IIpoucxoxnenue
o o 3auMCTBOBaHO
00o0mmenHo TpynoBoi | Opurunan X
W3 OpUTHHAJIA
byHKIIMN
Kon Perucrparmonnsbrit
OopUruHana HOMED
npodeccroHaIbHOTO

CTaHIapTa




Bo3moxHbie Crienmanuct apxuBa

HAaUMEHOBAHUS Crienmanuct 1Mo UHAEKCUPOBAHUIO JOKYMEHTOB
JIOJDKHOCTEH,

npodeccuit

TpeboBanus K Cpennee npodeccruonanbHoe 00pa3oBaHNE - TPOTPAMMBI
00pa30BaHHIO U MOJITOTOBKH CIIEIIUATMCTOB CPEAHETO 3BeHA

00y4YeHHIO WIH

Cpennee npodeccroHaibHOEe 00pa30BaHKE - IPOrPAMMBI
MOJITOTOBKH CIICIIMAJINCTOB CPEIHETO 3BeHA (HEe MPODUIBLHOE) U
JOMOJHUTENbHOE PO ecCHOHANIbHOE 00pa30BaHuE - POTPAMMBI
po¢eCCHOHATBFHON MEePETTOATOTOBKH 110 TTPO(IITIO AESITEIIBHOCTH

TpeboBanus k onbiTy | He MeHee oiHOTO TO/1a 11O CO3/IaHMIO TpaduuecKux 00pa3oB
MIPAKTHYECKON paboThl | JOKYMEHTOB

Oco0ble ycrioBHs -
JoTycKa K pabote

HApyrue -
XapPaKTCPpUCTUKHA

HdononHutenbHble XapakTepPUCTUKU

HaumeHnoBaHnue nokymMeHTa Kon HaumenoBanue 6a30Bo¥ TpymIibl, TOMKHOCTH
(mpodeccun) uim crenuaaTbHOCTH

OK3 4132 Cry>xamue 1Mo BBEJICHUIO TaHHBIX

OKIIATP 26541 Croenuanuct

OKCO <4> 7.46.02.01 |JlokymeHTalIMOHHOE OOECIICUCHUE YIIPABICHUS U
apXUBOBEJICHUE

3.2.1. TpynoBas ¢pyHKUMA

PacrioznaBanue Tekcta JOKyMEHTa 110
CMBICITY U COICPIKAHUIO C YpoBeHb
HaumenoBanue | mocnenyromieit kiaccuduxaiueit u Kon |B/01.4 | (momyposens) | 4
WHJICKCAIMCH B CUCTEME JICKTPOHHOTO KBaJTM(hUKALIAN
apxuBa
HponcxovnczleHHe Opnrmsan X 3aMMCTBOBAaHO
TPYIOBO (QyHKITUU U3 OpUTHHAJIA
Kon PerucrpanuoHHsblit
opurvHaja HOMED
npogeCcCHOHATBFHOTO
cTaHjapTa

TpynoBele neiicTBus 3amyck nporecca aBTOMaTU3UPOBAHHOTO KOHTEKCTHOTO




pacro3HaBaHUA COACPIKUMOTO JOKYMCHTOB npu IIOMOIIH
CIICHUAIIM3UPOBAHHOI'O IMPOIrpaMMHOI0 obecreyeHuss B CHCTEME
OJICKTPOHHOTI'O apXHBa

KOHTpOJ'II) KaQ4€CTBa KOHTCKCTHOT'O PACIIO3HABAHWA JOKYMCHTOB Ha
npeaMeT HaAJINYUA HECOOTBETCTBUML C TEKCTOM 6YMa)I(HBIX
AOKYMCHTOB B CUCTEMCE SJICKTPOHHOI'O apXuBa

Hcnpasnenue omuOOK aBTOMATU3UPOBAHHOTO PacloO3HABaHUS
COIEP)KUMOI0 JOKYMEHTOB ISl apXUBHOIO XPAHEHUS

CoxpaHeHue pe3yJabTaTOB KOHTEKCTHOTO CKAaHMPOBAHUSI C BBOAOM
HE0OXOMMBIX aTprOyTOB JOKYMEHTA /Il apXUBHOT'O XpaHEHUS

®opMHpPOBaHHE WUTOTOBBIX TAOIMI] MO aTpulyTaM JOKyMEHTOB Ha
OCHOBaHWM KOHTEKCTHOTO pACIO3HAaBaHWs M BBOJIA aTpUOyTOB
JOKYMEHTOB JUISl apXUBHOTO XPaHEHHUS

HeobOxoaumblie ymeHuUs

Ilonw3oBarncs MNEPCOHAJIIbHBIM KOMIIBIOTCPOM H IMIPOI'paMMHBIM
obecrieueHueM AJI1 KOHTCKCTHOI'O pacCrio3sHaBaHHUd OOKYMCHTOB B
CUCTEMC JJICKTPOHHOI'O apXHUBa

BbIMOaHATE MPOIEAypbl MOBTOPHOW 3arpy3Kd JaHHBIX B CIydae
HaJIMYUA OMOOK Wi cOOEB

COXpaHSITI) pE3YJIbTaTbl KOHTCKCTHOTO CKAaHUPOBaHHA C BBOAOM
HCO6XOI[I/IMBIX anI/I6y'TOB JOKYMCHTA JIA apXUBHOI'O0 XpAHCHUA

(DOpMI/IpOBaTB HUTOI'OBBIC Ta6J'II/II_ILI I apXUBHOTI'O XpaHCHUA

HeobOxoauMmbie 3HAaHUA

Tpe6OBaHI/I$I K Ka4C€CTBY U IMOJIHOTC KOHTCKCTHOI'O PACIIO3HABAHUWA
U HHACKCAIMU II0 KaXJIOMy THUIIY AJOKYMCHTOB B CHCTEMC
QJICKTPOHHOT'O apXHBa

TpeOoBaHust kK coctaBy W (opMaTy HTOTOBBIX TaOIHIl B CHCTEME
AJIEKTPOHHOTO ApXHUBA

[IpaBuia WCMONB30BaHUS MEPCOHANBHBIX  KOMIIBIOTEPOB U
CHEIMAIM3UPOBAHHOTO TPOTPAMMHOTO OOECIIEUeHUsI B CHUCTEME
AIIEKTPOHHOTO apXHBa

Cpoky BBINONHEHUS] PabOT M HOPMBI BBIPAOOTKM KOHTEKCTHOI'O
pacro3HaBaHMs JOKYMEHTOB Ha IIPEAMET HAJIIMUUS HECOOTBETCTBUM
C TEKCTOM OyMaXKHbIX JOKYMEHTOB B CHUCTEME 3JIEKTPOHHOI'O
apxuBa

TpeboBaHus oxpaHbl Tpyna

MCTO}II/IKI/I BBOJAAa JAHHBIX W HWCIPABJICHHUA OIIMOOK KOHTEKCTHOIO
pacrio3HaBaHud B CUCTEMC 3JICKTPOHHOT'O apXHBa

OcHoBbl 3akoHOnarenbeTBa Poccuiickoit denepauuu B obmactu
00pabOTKH, XpaHEHMs], PaclO3HABAHUS NEPCOHAJIBbHBIX JAHHBIX U
KOH(HICHITNATHHOCTH UHPOPMAITHH

Hpyrue
XapaKTepUCTUKU




3.2.2. TpynoBas ¢pyHKUMUA

3arpy3ka 0000IECHHBIX JAHHBIX B VYpoBeHb
HanmenoBanue | cuctemMy 21€KTPOHHOIO apXHUBa Koz | B/02.4 | (momypoBens) | 4
KBaTH(PUKALTUH
[Ipoucxoxnenue 3aMMCTBOBaHO

TPYAOBOH pyHKIIMK

Opurunan X
U3 OpUTHHAJA

Kon PerucrpanuoHHsblit
OpHUI'HHANa HOMEp
npodeccuoHaTbHOTO
CTaHAapTa

TpynoBsle NeHCTBUSA

dopmupoBanue (mepeBoa) 000OMIEHHBIX JAHHBIX IO pe3yiabTaraM
CKaHUPOBAHUS U HMHJEKCAIlMM JOKYMEHTOB B ¢opmar 0a3 JaHHBIX
HCII0JIb3yeMOW CUCTEMBI B JIEKTPOHHOM apXUBE

3arpy3ka 0000IEHHBIX JaHHBIX B CUCTEMY JIEKTPOHHOTO apXHBa

HpOBepKa IOJIHOTBI COOTBCTCTBHA I/1306pa)K€HI/I$I n 1ICJI0CTHOCTH
HAHHBIX, 3aI'PY>KCHHBIX B CUCTCMY J3JICKTPOHHOT'O apXHBa

[loBTOpHBIN 3amyck mpolecca 3arpy3kKd JaHHBIX B CHCTEMY
AJIEKTPOHHOTI'O apXMBa B CIy4yae HAJIMYMsI OMIMOOK WK cOOEB

Heob6xoaumbie ymeHus

[Tonp30BaTbCsl MEPCOHANBHBIM KOMIIBIOTEPOM M MPOrPaMMHBIM
obecriedeHneM JUIsi KOHTEKCTHOTO paclio3HaBaHUs JOKYMEHTOB

3arpykaTb JaHHbIE B pa3IUYHble HH(POPMAIIMOHHBIE CHCTEMBI
JIEKTPOHHOI'O apXUBa

[IpoBepsTh COOTBETCTBUE M300paXEHUS U LIETOCTHOCTh JaHHBIX,
3arpy>KE€HHBIX B CUCTEMY BJIEKTPOHHOTO apXuBa

BoeinonHAT mponenypbl IOBTOPHOTO 3alycka IPOTrpaMMHOIO
obecriedeHuss B Cily4ae HaJIW4Ms OIIMOOK M COOEB CHUCTEMBI
AJIEKTPOHHOI'O apXHBa

HeoOxonnMsble 3HaHMs

TpeboBanuss k ¢opmary 0a3 JIaHHBIX CHCTEMBI 3JICKTPOHHOTO
apxuBa

MeToguKu OIICHKM KadecTBa 3arpy’KCHHBIX JAaHHBIX B CHCTCMY
OJICKTPOHHOT'O apXHBa

HpaBI/ma HUCITOJIB30BaHUA MNEPCOHAJIBHBIX KOMITBIOTCPOB n
CIICUAJIUBUPOBAHHOTO HPOTPAMMHOIO oOecrieueHUs B CHCTEME
OJICKTPOHHOT'O apXHBa

Cpoxu BBITIOJTHEHHUS PabOT ¥ HOPMBI BBIPAOOTKH (hOPMUPOBAHUS U
3arpy3Ku 00OOIIEHHBIX JAHHBIX B CUCTEMY 3JIEKTPOHHOTO apXHBa

TpeboBaHus 0OXpaHbl Tpyza




[TocnenoBarenbHOCTh OEHCTBUM JJIA 3arpy3KU JAQHHBIX B CHCTEMY
AJIEKTPOHHOI'O apXHUBa

TpeOoBanus 3akoHonarenbcTBa Poccuiickoit denepanuu B obmactu
00pabOTKM, XpaHEHHUs, PACIIO3HABAHMS TEPCOHAJBHBIX JAHHBIX U
KOH(UACHINAIBHOCTH UHPOPMAITIH

Hpyrue
XapaKTepUCTUKU

3.3. O606weHHasa TpyaoBas hpyHKUMA

PyxoBoacTBo mponeccom
CKaHUPOBaHUs, BBOJA U 00pabOTKU VYpoBeHb
HaumenoBanue p » BBOL p Kon| C P 6
JAHHBIX B CHCTEME DJIEKTPOHHOTO KBaNU(UKAIUN
apxuBa
[Ipoucxoxnenue
. . 3auMCTBOBaHO
00001meHHo TpynoBoi |Opurunan X
U3 OpUrHHala
byHKIIH
Kon Perucrpanmonusrit
OpHUTHHAIA HOMEP
npodeccuoHanbHOTro
CTaHaapTa
Bo3moxHbie 3amecTuTenh HauaJdbHUKA OT/AeNa (CITyKObI, IeTmapTaMeHTa) 1o
HAaUMEHOBAHUS CKaHUPOBAHUIO U 00PaOOTKE TaHHBIX
JOJKHOCTEH, Hauansauk otaena (cimy»Obl, 1enapTaMeHTa) 10 CKAaHUPOBAHUIO U
npodeccuii 00paboTKe TaHHBIX

PykoBomutenb otnena (CirykObl, JenapTaMeHTa) Mo CKAaHUPOBAHUIO
1 00paboTKe JaHHBIX

TpeboBaHus K
00pa30BaHMIO
00y4eHHIO

Bricmiee oOpazoBanue - 6akanaBpuar

NI

Bricmiee o6paszoBanue (He mpodriibHOE) - OaKanmaBpuar u
JIOTIOJIHUTENIbHOE TIPOECCHOHATEHOE 00pa30BaHUE - TPOTPAMMBI
po¢eCCHOHAIEHOW IEPENOATOTOBKH MO MPOPHUITIO ACSITEITHHOCTH
NI

Cpennee npodeccronanbHOe 00pa30BaHNE - TPOTPAMMBI
MOJITOTOBKH CIIEIIUATICTOB CPEAHETO 3BEHA

17001

Cpennee npodeccrnonansHoe 00pa3oBaHue (He MPoUILHOE) -
MIPOTPAMMBI ITOJITOTOBKH CIICITUAIMCTOB CPEIHETO 3BEHA U
JIOTIOJIHUTENIbHOE TIPOECCHOHATEHOE 00pa30BaHUE - TPOTPAMMBI
po¢eCCHOHAIEHOW IEPENOATOTOBKH MO MPOPHUITIO ACSITETHHOCTH

TpeGoBanus K ONBITY
MIPAKTUYECKON pabOoThI

He mMeHee omHOTO T0/1a BBITIOHEHUS padoT 1o (hOpMUPOBAHUIO U
3arpy3Ke JaHHBIX B CHCTEMY JIEKTPOHHOTO apXUBa MPHU BHICIIIEM
o0pazoBaHUH

He meHee nByX JieT BBIMIOTHEHUS PaboT 10 GOPMHUPOBAHUIO U




3arpy3Ke JaHHBIX B CHCTEMY JICKTPOHHOTO apXUBa MPU CPETHEM
npodeccuoHaIbHOM 00pa30BaHUH

Oco0ble ycrioBus
JoTycKa K pabote

Hpyrue
XapaKTepUCTUKU

JlononHuTeNnbHOE NPOPECCUOHATIEHOE 00pa30BaHUE - IPOrPAMMBI
MOBBIIIEHUS KBAJIU(UKALIIH

JdononHutenbHbIe XapaKTepuctTuku

HaunmeHnoBanue nokymeHnTta Konx HaumenoBanue 6a30B0i TPYIIIIBI, TOJDKHOCTH

(mpodeccun) nnu cnennanbHOCTH

OK3 1213 PyxoBoauTens B 001aCTH ONpeIeIeHuUs TIOIUTHKA
U IIJITAHUPOBAHUS €S TEIbHOCTH

EKC <5> - HauanpHuk otaena (3aBeAyronuii OTAEI0M)
apxuBa

OKIIATP 24705 HauanpHuk otaena (pyHKIIMOHAIBHOTO B IPOYUX
00JIaCTSX 1eATEIbHOCTH)

OKCO 7.46.02.01 |/IokyMeHTaIMOHHOE O0eCTieYeHNe YIIPABICHUS U

apXUBOBEJICHUE

7.46.03.02 | JIoOKyMEHTOBEJEHUE U APXHUBOBEICHUE

3.3.1. TpynoBas dpyHKUMA

VYipasnenue 1eaTeIbHOCTbIO 110 Vposets
KOHTPOJIO (YHKIIMOHUPOBAHUS, BBOJA
HaumenoBanme P ymxu p » BBOA Kon | C/01.6 | (momypoBennb) | 6
1 00pabOTKH TAHHBIX B CHCTEME
KBaNu(UKaLUN
ANIEKTPOHHOTO apXHBa
[Ipoucxoxnenue 3anMCTBOBaHO
P A Opurunan X
TPYIOBOH (QYyHKITUU U3 OpUTHHAIIA
Kon Perucrpanuonnsii
opUrMHaa HOMEp
npogeccCHOHaIBLHOTO
CTaHAapTa

TpynoBsle NeNCTBUA

[IpoBeneHne  WMHCTpPyKTaxa  MEpPCOHaNa MO  TEXHOJOTUHU
BBITIOJIHEHHSI pa0OT ¥ TPeOOBAHUSAM K Ka4eCTBY BBITIOJHEHUS padoT
B CHCTEME JJIEKTPOHHOTO apX1Ba

OOydeHue TmepcoHajga BBOAY W 00pabOTKE aHHBIX COTJIACHO
TpeOOBaHUAM, YCTAHOBICHHBIM TEXHOJOTMYESCKUM PEIIIAMCHTOM B
CHCTEME JIEKTPOHHOTO apXUBa

KOHTpOJIB COOTBCTCTBHUA BBIIIOJHACMBIX pa60T o BBOAY H
06pa60T1<e JaHHBIX Tpe6OBaHI/I${M, YCTaHOBJICHHBIM




TEXHOJIOTMYCCKUM PEIIIAMCHTOM B CUCTCMEC SJICKTPOHHOI'O apXHUBa

KonTtponps HOpM BeIpabOTKH BBO/Ia M 0OpaOOTKH TaHHBIX B CUCTEME
AJIEKTPOHHOI'O apXHUBa

Buecenne u3MeHeHMH B TEXHOJIOTMYECKHM mporecc s
JNOCTIKEHUS] HAWIYYIIUX pPe3yJlbTaToB MO BBOAY M 00paboTke
JAHHBIX B CUCTEME AJIEKTPOHHOI'O apXuBa

KoHcynsTHpoBaHHE COTPYIHUKOB 110 BONPOCAM TEXHOJOTUYECKOIO
Impolecca U KayeCcTBa CKaHUPOBAHUA B CHCTEME DJICKTPOHHOIO
apxuBa

OOecnieueHne pabodMX MECT TEXHHUUECKUMHU CpEICTBAMU B
COOTBETCTBUH c TEXHOJIOTUIECKIUMHU TpeOOBaHHAMH,
YCTAaHOBJICHHBIMH B CUCTCME 3JICKTPOHHOI'O apXKUBa

Heo6xonumbie ymeHHs

Ilonw3oBaThes NEpCOHAJIBHBIM ~ KOMIIBIOTCPOM  IJId BBOJA U
O6pa6OTKI/I JaHHBIX B CUCTEMC JJICKTPOHHOTI'O apXHBa

[IpoBogute  oOyueHHME M HHCTPYKTaX  IepcoHaja IO
(YHKIMOHUPOBAHHUIO, BBOAY M OOpa0OTKE HaHHBIX B CHCTEME
IEKTPOHHOI'O apXUBa

OHpeI[eJ'IHTB OIITUMAJIBHBIC MCTOAUKH BBbIIIOJTHCHHA pa60T B
CUCTCMC DJJICKTPOHHOI'O apXuBa A AOCTUIKCHUSA 0003HAUYECHHEIX
PE3YJIbTATOB ¢ MUHHUMAJIbHBIMU 3aTpaTaMn

CocraBusarb PCMIaMCHTBI, MHCTPYKIHHU, TCXHUUYCCKUC 3aJaHUA U
TEXHHUYCCKUC Tpe6OBaHI/I$I B CUCTEMC DJICKTPOHHOI'O apXHUBa

HactpauBare u o0OcioyxuBaTh CKaHHpYIOIlee O00OpyIOBaHHE IS
CUCTEMBI 3JIEKTPOHHOTIO apX1Ba

YcraHaBnuBaTh IIPOrpaMMHOE obecrieueHue JUIst
(YHKIIMOHUPOBAaHMS, BBOAAa M OOpaOOTKM JaHHBIX B CHCTEME
ANIEKTPOHHOTO ApXHBA

HeobOxoauMbie 3HAaHUA

[Topsnox opraHu3anuu Ipolecca CKaHUPOBAaHUS W HMHIEKCALUU
JOKyMEHTOB B CHCTEME 3JIEKTPOHHOI'O apXHBa

Meronuku oOy4eHus u OLICHKH IepcoHaa o
(YHKIMOHUPOBAHHUIO, BBOAY M OOpa0OTKE HaHHBIX B CHCTEME
IEKTPOHHOI'O apXUBa

IIpon3BOACTBEHHBIE HOPMATUBBI [UIsI COCTaBJICHMS PEMIAMEHTOB
(YHKIIMOHUpPOBaHUS, BBOJAa W O0OpabOOTKM JaHHBIX B CHUCTEME
AJIEKTPOHHOI'O apXHUBA

[lopsimok  MCHONB30BaHMSI  MEPCOHATBHOTO  KOMIIBIOTEpA U
CHEIUATU3UPOBAHHOTO TMPOTPAMMHOTO OOECIIEUCHHs] B CHUCTEME
AJIEKTPOHHOTO apXHBa

TpeOoBaHus OXpaHbI Tpyna

OcHoBbl 3akoHOAarenbeTBa Poccuiickoit denepanuu B obmactu
00paboTKH, XpaHEeHHUs, paclo3HaBaHHUS NEPCOHAIBHBIX JAaHHBIX U




KOH(HICHITHATBHOCTH UHPOPMAITHH

Hpyrue
XapaKTepUCTUKH

3.3.2. TpyaoBas pyHKUMA

Pa3paboTka 0KagbHBIX HOPMATUBHBIX
AKTOB I10 BOIIPOCAM OpPraHU3aluN YpoBeHb
HaumenoBanue P p Kon [ C/02.6 | (momypoBenb) | 6
rpoLecca CKaHUPOBaHUS B CUCTEME
KBaJTM(hUKALIAN
AIIEKTPOHHOTO apXHBa
[Ipoucxoxnenune 3auMCTBOBaHO
P L Opurunan X
TPYIOBOU (DYyHKITUU U3 OpUTHHAJIA
Kon Perucrpanuonnsii
OpHUTHHala HOMEP
npogeCcCHOHATBEHOTO
cTaHaapTa

TpynoBsle NeNCTBUA

Onpenenenne  moTrpedHOCTH B pa3pabOTKe  JIOKAJIbHBIX
HOPMATHBHBIX aKTOB M METOAWYECKHX JIOKYMEHTOB B CHUCTEME
AIIEKTPOHHOTO apXHBa

[TonroroBka MHCTPYKIHN, PEITIAMEHTOB, TEXHOJIOTHYECKUX KapT 1O
OpraHu3alMy IpPOLECCa CKAaHUPOBAHMUSA B CHUCTEME IEKTPOHHOIO
apxuBa

BHecenue m3mMeHEeHHMI U YTOUHEHUN B UHCTPYKIHUHU, PEITIAMEHTBHI,
TEXHOJIOTUYECKHUE KaPThl [0 OPraHU3allly MPOIecca CKAHUPOBAHUS
B CHCTEMeE 3JIEKTPOHHOTO apX1Ba

Heob6xoaumbie ymeHus

ITosmp30BaThCsl NMEPCOHATIBHBIM KOMIIBIOTEPOM ISl  COCTaBIICHMS
UHCTPYKLUH,  pErIaMEHTOB,  TEXHOJNOTMYECKUX  KapT IO
OpraHu3aly IpoLecca CKaHUPOBAHHUSA B CHUCTEME DIIEKTPOHHOIO
apxuBa

CocraBuiarb PEMIaMCHTBI, MHCTPYKIHNHU, TCXHUUYCCKUC 3aJaHHd U
TCXHHUYCCKHUC TpC6OBaHI/I5[ 10 BOIIpOCaAM OpraHu3alru IIponecca
CKaHUPOBAaHUA B CUCTEMC DJICKTPOHHOT'O apXHBa

OHTI/IMI/ISI/IpOBaTI) IMPOU3BOACTBCHHBIC IMPOLCCChl CKAHUPOBAHHA B
CUCTCMC JJICKTPOHHOI'O apXKUBa

HCOGXOI[I/IMBIG 3HaHHUA

HOpHI[OK opranu3alu IMpoHecca CKAHUPOBAHUA W HHACKCAIIUU
AOKYMCHTOB B CUCTCMC SJICKTPOHHOI'O apXuBa

HpOI/ISBO)ICTBeHHI)Ie HOPMATHBBI JIA TIOCTPOCHUA PEITIaMCHTOB
nponecca CKaHUPOBAHWA W HMHACKCALIUHM HOKYMCHTOB B CUCTCMC
OJICKTPOHHOT'O apXHBa

[IpaBmia wHcCONB30BaHUS CHEMUATU3UPOBAHHOIO MPOrPaMMHOTO
obecrieueHuss JUIsl Tpolecca CKAHUPOBAHUS M WHACKCAIMU




AOKYMCHTOB B CUCTCMC SJICKTPOHHOI'O apXuBa

TpeboBaHus oxpaHbl Tpyna

OcHoBbl 3akoHOAarenbcTBa Poccuiickoit denepaniu B 00JacTH
00paboTKHU, XpaHEeHHs, PAaCTO3HABAHUS MEPCOHANBHBIX TAHHBIX W
KOH(HIEeHINATbHOCTH HHPOPMAIUH

Hpyrue
XapaKTEePUCTUKU

3.3.3. TpynoBas ¢pyHKUMA

Crparernueckoe MmiaHuPOBaHUE
IIOCTPOEHHE MIPOLECCOB CKAHUPOBAHUS YpoBeHb
Hanmenosaunue P P P > | Kon | C/03.6 | (momypoBeHb) | 6
BBOJIa U 00pPa0OTKH JJaHHBIX B CHCTEME
KBaJu(UKaLuu
AIIEKTPOHHOTO apXHBa
IIpoucxoxaeHue 3anuMCTBOBAaHO
P A Opurunan X
TPYIOBOU (DYyHKITUU U3 OpUTHHAJIA
Kon Perucrpanmonusrit
OpHUTHHAIA HOMEP
podeCccroHaIBLHOTO
CTaHaapTa

TpynoBbie nercTBUA

Brrsaeinenue TpeGoBanmii yHKIIMOHATBHBIX 3aKa3YUKOB K Ka9eCTBY
CKaHMpPOBaHUS, BBOAAa M OOpabOOTKM JaHHBIX B CHCTEME
AIIEKTPOHHOTO apXHBa

OpraHu3anusi ¥ TPOBEJCHUE TECTOBBIX PabOT 1O CKAaHHPOBAHUIO
AJIs BBISABJICHUSA CKPBITBIX OCOGCHHOCTeﬁ AOKYMCHTOB U YTOUYHCHU
TpeOOBaHUI K pe3ysibTaTaM CKaHUPOBaHUS, BBOJIA U 0OpabOTKH
AAaHHBIX B CUCTCMC JJICKTPOHHOI'O apXUBa

dopmupoBaHre TPEOOBAHUH K COCTABY M KOJMIECTBY TEXHUYIECKUX
CPENCTB W TMPOrPaMMHOTO OOECIeYeHHs, HEOOXOAUMBIX IS
BHITIOJTHCHHSI pa0OT 10 CKaHUPOBAaHWIO, BBOIY U 00paboTKe
JIaHHBIX B CHCTEME JIEKTPOHHOTO apXHBa

IlonroroBka ¥ COIIaCOBaHUE TEXHUYECKOTO 3aJaHUS WU
TEXHUYECKUX TpeOOBaHMM K CKaHUPOBAHWIO, WHJIEKCALUU U
(OpMHPOBAaHUIO MTOTOBBIX 0a3 JAaHHBIX B CHUCTEME 3JIEKTPOHHOIO
apxuBa

Omnpenenenue 1 pacyeT HOPM BBIPAOOTKU Ha KaXKIbI BUJA paboT B
CHCTEME NIEKTPOHHOI'O apXHBa

AHanu3 noTpeGHOCTH B TEXHMYECKOM OOECHEeYeHHH CpeICTBaMU
CKaHUPOBaHUS, BBOAA, OOpaOOTKM  JaHHBIX B  CHCTEME
AJIEKTPOHHOI'O apXHUBa

Heo6xonumbie ymeHUs

ITonp30BarsCs NEpCOHAJILHBIM KOMIIBIOTCPOM UUIA  IIPOBCIACHUA




TECTOBBIX PabOT M0 CKAHHPOBAHMIO, BBOJIA M 00PA0OTKE TAaHHBIX B
CHCTEME AIIEKTPOHHOTO apXHBa

Omnpenensate  TpeOOBaHHMS K  TEXHMYECKUM  CpPEACTBAaM U
IIPOrpaMMHOMY OOECHEeYEHHIO JUIsl BBINOJHEHHs paboT 1o
CKaHMPOBAaHUIO, BBOAY M 0OpabOTKe JaHHBIX B CHCTEME
AIIEKTPOHHOI'O apXHBa

OHTI/IMI/ISI/IPOBaTI) TEXHOJIOTUIO W TIPOU3BOJACTBCHHBLIC ITPOLECCHI
CKaHUpOBaHUsA, BBOAA U O6pa6OTKI/I JaHHBIX B  CHUCTEMC
OJICKTPOHHOT'O apXHBa

CocraBiaTh KBaIM(UKAMOHHBIE TPeOOBAaHMA K IIEPCOHAINY,
o0ecreynBaroieMy MpoLecchl CKAaHUPOBAHUS, BBOAA U 00pabOTKH
JaHHBIX B CHCTEME JIEKTPOHHOTO apXUBa

Heo0OxoanMele 3HAaHUA

[Topsimok opraHu3alMy M TEXHOJOTHS Tpolecca CKaHHUPOBAHMSA,
BBOJIa 1 00paOOTKM JAHHBIX B CUCTEME DIICKTPOHHOTO apXUBa

HpOI/I3BOI[CTB€HHBIe HOPMATHUBBI IIPOLECCOB CKAHUPOBAHHA, BBOJA
n O6pa60TKI/I JaHHBIX B CUCTEMC JJICKTPOHHOI'O apXHBa

CocTaB M KOJWYECTBO TEXHHYCCKUX CpCaACTB JIA CO6J'IIOI[6HI/I$I
TCXHOJIOTHUHU n Ka4C€CTBCHHOI'O BBITIOJTHCHHA pa60T Io
CKaHUPOBAHUIO, BBOLAY U o6pa60TKe JaHHBIX B CHCTEMC
OJICKTPOHHOT'O apXHBa

TpeOoBaHusi K HOpPMaM BBIPAOOTKH TPOIECCOB CKAHMUPOBAHUSA,
BBOJIa U 00pabOTKH TaHHBIX B CUCTEME AIIEKTPOHHOTO apXHBa

TpeOoBaHus OXpaHbI Tpyna

OcHoBbl 3akoHoOnarenbeTBa Poccuiickoit denepanuu B obmactu
00pabOTKH, XpaHEHMs], PaclO3HABAHUS NEPCOHAIbHBIX JAHHBIX U
KOH(HICHITNATHHOCTH UHPOPMAITHH

Hpyrue
XapaKTepUCTUKU

IV. CBegeHnsa 06 opraHmsaumsax - paspaborymkax
npodeccMoHanbLHOro cTaHaapTa

4.1. OTBeTCTBEHHas opraHM3auua-pa3paboTymk

HII "HammonanbsHas acconuanusi OQUCHBIX CIIEIUAINCTOB U aIMHHUCTPATUBHBIX
paboTtHuKOB", ropog Mocksa

Jupexrop

XmocHeBa Jlronmuna IlerpoBHa

4.2. HaumeHOBaHUA opraHusaumm-pa3padboTymkon

ropox Mocksa

1 HanumonanpHas acconuanus apxuBucToB u aenonpoussogurencii "HALLL APXIMB",

2 OOP "Poccuiickuii COr03 MPOMBIIIUICHHUKOB U MpeanpuHumareneit”, ropon Mocksa




3 00O "lemoc Anbsinc", ropon Mocksa

4 |O0O "Cepsuc ceprudukaruu', ropoq Mocksa

5 00O "Cdepa", ropox Mocksa

6 OO0OO "LenTp sxcnieptu3sl u ceptuduxanuu', ropogq Mocksa

<1> OOmepoccuiickuii knaccuGuraTop 3aHATHIMA.
<2> O06mepoccuiickuii kKaccuuKaTop BUIOB IKOHOMUYECKON ACSITENEHOCTH.

<3> Obmepoccuiickuii knaccuduxarop mnpodeccuit padounx, MOHDKHOCTEH CIyKalmuX W TapUHBIX
pa3psioB.

<4> OO0mepocCuiicKuii KiiacCuPUKaTOp CIEIUaILHOCTEN 0 00pa30BaHUIO.

<5> EpauHbplii KBanM(UKALMOHHBIA CIPABOYHUK JIOJDKHOCTEH pPYKOBOJMTENEH, CIELHUATUCTOB U
CITy’KallUX.




