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I. O01He cBejeHUA

Co3ganue u obecrieueHre CCTeMbI rpadrueckux 006pa3oB JOKYMEHTOB 07.009
9JIKTPOHHOI'O apXuBa
(HauMeHOBaHMe BH/Ia TIPOQeCCHOHANBHOU JesITeNTbHOCTH) Kopg,

OcHOBHasi Lie/ib BU/la MPO(heCCHOHATBLHOM /1eSITe/TbHOCTH:

Co3panue u obecrieueHre 3 GeKTUBHOM crCTeMbl rpaduueckrx 00pa3oB I0KYMEHTOB /IEKTPOHHOTO apXUBa C
WCTI0/Tb30BaHHeM MHGOPMAaIIMOHHO-KOMMYHHUKALMOHHBIX TEXHOIOTUH

['pynna 3aHATHII:

1213 PykoBoauTenu B obsiactu onpesenenus |4132 Crny»kalljye 10 BBeJ|eHHUI0 JJaHHbIX
TIOJINTUKU U TIJIAHUPOBaHUS
JlesiTe/IbHOCTH
4415 Perucrpartopsl U KONHUPOBLLUKU - -
(xoz OK3) (HamMeHOBaHUe) (xoz OK3) (HaMeHOBaHUe)

OTHeceHue K BU/lJaM 9KOHOMUYECKON JiesiTe/IbHOCTHU:

\91.01 ‘,[[eHTEJIbHOCTb OubIMOTEK U apXUBOB

(xog OKB3/I) (HaMeHOBaHUe BHA SKOHOMUUECKOM /1eATeTbHOCTH)



II. Onucanue TPyAOBBIX (DYHKIHI, BXOAAIINX B MPo¢eccHoHAMbHBIN cTaHAApT (PyHKIHOHA/IbHAsA KapTa BHAA
npodeccCHoOHATBHOM IeATe/TbHOCTH)

O600111eHHBIe TPYA0BbIe HYHKLIUN TpyzoBble QYHKIMU
yYPOBEHb
Ko yPOBEHb (moxypoBeHb
HauMeHOBaHUe KBa/M(uUKalj HauMeHOBaHHe KOZ )
A 14151 KBa/M(uKaLll
15151
A | BoIrosiHeHHe paboT 10 CO3/JaHUIO 3 [TogroroBka JOKYMEHTOB K CKAHUPOBAHUIO [IJI 3JIEKTPOHHOI'O apXuBa A/01.3 3
rpaduueckux 00pa3oB JOKYMEHTOB B CkaHMpOBaHMe JOKYMEHTOB [/ 3JIEKTPOHHOI'O apXuBa A/02.3 3
cucTeMe 371eKTPOHHOT'O apXUBa Bo3Bpar J0KyMeHTOB B UCXOJHbIN BU/, A/03.3 3
KoHTposib KauecTBa pe3y/bTaTOB CKAHUPOBAHUS JOKYMEHTOB B A/04.3 3
CUCTEMe 3JIeKTPOHHOT'O apXuBa
O6paboTka rpaduueckux 06pa3oB JOKYMEHTOB B CUCTEMe A/05.3 3
5JIEKTPOHHOT' 0 apXyBa
B |®opmupoBanye U 3arpyska JaHHbIX B 4 Pacrio3HaBaHue TeKCTa JOKYMEHTA I10 CMBIC/IY U COZepKaHU0 C B/01.4 4
CUCTEMY 3JIEKTPOHHOI'O apX1Ba noc/ieiyroleit Knaccudukaiyeil U uHAeKcalyeil B cucteme
5/IeKTPOHHOI'0 apX1Ba
3arpy3ka 000011eHHBIX ZJAHHBIX B CUCTEMY JIEKTPOHHOTO apXHBa B/02.4 4
C |PykoBO/CTBO MpoOLIECCOM 6 YripaB/iieHue AesiTe/IbHOCTBIO TI0 KOHTPOJII0 (DyHKLIMOHHMPOBAaHUS, C/01.6 6
CKaHMPOBaHHUs, BBOJja U 00paboTKU BBO/Ia M 00pabOTKM JJaHHBIX B CHICTeMe 3/IeKTPOHHOT'O apXuBa
JIaHHBIX B CUCTEMe 3JIEKTPOHHOI'O Pa3paboTka /10Ka/IbHBIX HOPMaTUBHBIX aKTOB 110 BOTIPOCAM C/02.6 6
apxuBa OpraHu3aLiy MpoLecca CKaHWPOBAHUS B CUCTEMe 3/IeKTPOHHOIO
apxuBa
Crparerrueckoe IjiaHUPOBaHUE U TTIOCTPOEHUE TIPOLIECCOB C/03.6 6
CKaHUPOBAaHHUSI, BBO/Ia U 00pabOTKM JaHHBIX B CUCTEME 37IeKTPOHHOTO
apxuBa




IT1. XapakTepucTHKa 00001[€eHHBIX TPYAOBBIX (QyHKIHIA

3.1. O6o01eHHas TpyAoBas PyHKIus «Beino/HeHHe padoT Mo co3gaHuI0 rpaduueckux oopa3on

AOKYMEHTOB B CUCTeéMe 3/IEKTPOHHOI'0 apxuBa»

BeirosiHeHHe paboT 10 CO3/jaHUI0
HaumeroBanne | rpaduueckrx 00pa30B JOKYMEHTORB B Ko A YpoBerb 3
p p AOKY A KBa/TMUKaLUA
CHUCTEME 3JIEKTPOHHOI'O dpXKBd
ITpoucxosxaeHre 0600IIeHHOM 3auMCTBOBaHO U3
P A . Opurusan X
TPY/I0BOM QyHKLM OpWTMHana
Koz PerucrpauyoHHbIéi HOMep
OpUTHHa rpogeccroHaIbHOTO
a cTaHzapTa
Bo3moxxHble HaMeHOBaHUs1 | OmiepaTop 10 COPTUPOBKe U 00paboTKe IOKYMEHTOB
JIOJKHOCTeH, mpodeccuii OrnepaTop 110 NepeBo/ly JOKYMEHTOB B 3/IeKTPOHHBINA BU/]

OmnepaTop 10 CKaHUPOBAHHIO JOKYMEHTOB

Tpeboranus K obpazoBanuio | CpezHee obirjee oOpa3oBaHHe

1 00yueHuto [TpodeccronansHOe

oOyueHue - porpammbl MpodeCcCHoHaTbHOM MOATOTOBKH

T0 [AO/DKHOCTSM CJIy>KallUX, TPOrpaMMbl IeperoAroTOBKU CTy>Kall[kX,
TIPOrpaMMbI MOBBIIIEHNST KBa/TM(UKALIN CAYKalX

TpeboBaHus K OTILITY -
TIPAKTUYeCKOM paboThI

Oco0bble yc/ioBUs JOTMyCKa K |-
pabore

[pyrue xapakTepucTUKU -

[JononHuTenbHbIe XapaKTePUCTUKH

HanmMeHoBaHve 6a30Boii TPYTIIbL, AO/HKHOCTU (TIpodeccuu
HavMeHoBaHue JOKyMeHTa Kopg, PYTHIEL A (mpo¢p )
WIH CIIeLMaJbHOCTH
OK3 4415. Perucrparops! ¥ KOITUPOBLUKA
OKIIOTP 15636 Ornepatop KONUPOBa/IbHBIX U MHOKUTE/IbHBIX MallluH

3.1.1. TpypoBas ¢pyHKIusA

IToaroroBka JOKyMEHTOB K YpoBeHb
HaumeHoBaHue A AOKY Kop, A/01.3 P 3

CKaHWPOBAHWIO AJI 3JIEKTPOHHOI'O apXKBd KBaHH(bHKauHH
ITpoucxosxzaeHue 06001eHHOM 3aMMCTBOBaHO U3

P K . Opurusan X 1140
TPYZAOBOU (HYHKIUU OpHUTHHasa
Koz PerucrpauyoHHbIéi HOMep
OpUTHHa rpogeccroHaIbHOTO
a CTaHjapTa

TpyoBbIe feliCTBUS dopmMUpOBaHUe aKTa WX OMKWCHU NPU NIpUeMe JOKYMEHTOB OT CTPYKTYPHBIX

no,/:[pa3,/:[eneH1/11‘71 nin Q)YHKL[I/IOHa]'IbHOFO 3dKd3UHMKa [AJId 3/IEKTPOHHOI'O dPpXHBa

PaccdanbrioBka mMpoko(opMaTHBIX JOKYMEHTOB [i/Isl 3/IEKTPOHHOIO apXyBa

Y nanieHre TIPUCIIOCOOIeHNH, CKPETJISTFOLUX CTPAHULIBI JOKYMEHTOB

N3bsATHE JOKYMEHTOB U3 (ailioB




HaknenBaHue ManoopmMaTHBIX JOKyMEHTOB Ha JIUCT popMaTa, yCTaHOBJIEHHOT O
3akoHo/laTenbCTBOM Poccuiickoit @eziepalium /17151 apXMBHOTO XpaHEeHHs

PaC(bOpMI/IPOBaHI/Ie AOKYMEHTOB Hd KOMIIJIEKTBI, I'DYTIIIIbI, TUIIbI JOKYMEHTOB

Hanecenue LOTPUXKOAOB HAa AOKYMEHTHI [/I1 dADXWBHOI'O XPAHEHUA

[TpuBeseHMe JOKYMEHTOB K TpeOyeMoMy (hopmaTty B COOTBETCTBUM C
yCTaHOBJ/IEHHbIMH TPeOOBaHUSIMH /I7IsT apXUBHOT'O XpaHEHHUsI

Bkagka MMCTOB - paszenurerneil MeXxly KOMIUIEKTaMU, TPyNrnaMu, TUIIaMU
JIOKYMEHTOB /IJI1 aDXUBHOT'O XpaHeHHUs

Heob6xoivMble yMeHUst

BecTu nprieM J0OKyMeHTOB C MOATOTOBKOW aKTa WX OMUCH AJIs1 apXUBHOTO
XpaHeHus!

[MTonp30BaTbCsi 6a3aMu AaHHBIX OpraHU3aLWi /I/1s1 apXUBHOTO XpaHeHHsl, B TOM
yucsie yaaneHHbIMU

ITonb3oBaThCS dBTOMAdTU3UPOBAHHBIMU CUCTE€EMdMHU yUe€Td, DETUCTPaALi1H,
KOHTPOJIA U I/IHCl)OpMaI_[I/IOHHO—CHP&BO‘{HLIMI/I CUCTEMAMMU TIpU pa60Te C
AOKYMEHTaMHU OpraHr3alluv B CUCTeMeE 3/IEKTPOHHOI'O dPXHWBd

HOAI’OTaBJH/IBaTB AOKYMEHTHI K CKaHHPDOBAHHUIO, UCKJ/IFOYasd BO3MO>XHOCTb
HaHeCeHUd Bpe/id 6yMa)KHLIM OpUI'Ha/IaM [Jid dpXWBHOI'O XpPAdHEHUWA

HeobOxoaumble 3HaHUS

METO,E[I/I‘-IQCKI/IE AOKYMEHTHI, Oripeaessdromue ropsagoK rIpueMKU JOKYMEHTOB, UX
MMOATrOTOBKH K CKAHMPOBAHHUIO U X BO3BPAdTd B UCXOJHOE COCTOAHHE B CUCTEME
3JIGKTPOHHOI'O apXHBa

TPE6OBaHI/IH K ITPpOBe1€eHWIO CBEPKH Ha/IMUKWA JOKYMEHTOB B MOMEHT IIpHUeMa IJid
dPXMBHOI'O XpaHEHUSA

HpaBHna XpaHEHHA NJOKYMEHTOB B COOTBETCTBHHU C X TUIIAMH [JId apXWUBHOI'O
XpaHEHUA

Texnonoruu MOArOTOBKU JOKYMEHTOB K CKAHMDOBAHUIO B CUCTEME
3JIEKTPOHHOT'O apXKWBd

[MTopsifok popMUPOBaHUs JOKYMEHTOB B KOMILJIEKThI, TPYTIMbI, TUTIBI JI/Is
apXMWBHOT'O XpaHeHUsI

YcTaHOB/IEHHBIE CPOKH BBITIOJTHEHHUA pa60T I10 MOATO0TOBKE AOKYMEHTOB [JIsA
dPXHMBHOI'0 XpaHEHUA

TpeboBaHusi K yCTaHOBIEHHBIM HOPMaM BBIPAOOTKH T10 TIOATOTOBKE JOKYMEHTOB
JJ1s1 aDXUBHOI'O XpaHeHUsI

TpeboBanus 3akKoHO/aTe/TLCTBA Poccuiickoit dezeparuy B 06s1acTvi 06paboTKy,
XpaHEeHWs], PaCri03HABAHUS MePCOHA/BLHBIX JAHHBIX U KOHPUIEHI[UaTbHOCTH
vH(opMaLuu

TpeboBaHusi oxpaHbl Tpy/ja

Oco0bble yc/1oBUs JI0TTyCKa K
paboTe

[pyrue xapakTepucTUKU

3.1.2. TpypoBasi pyHKIHA

CkaHupoBaHMe JOKYMEHTOB /it YpoBeHb
HaumeHoBaHue p AOKY A Kog A/02.3 P 3

3/IEKTPOHHOTO apXuBa KBA/IM(HKALMH
[MTpoucxosxaeHre 060011IeHHOM 3auMCTBOBaHO U3

P 4 . Opurusan 1140
TPYZOBOH QyHKLUH OpUrvHama
Kon PerucrpaijioHHbIit HOMep
OpUrMHan nipodeccroHanBEHOTO

d CTaHAapTa




TpyzoBbIe felCTBUS

[TpoBepka MTaTHOrO (GYHKIIMOHUPOBAHUS CKAHUPYIOIIEro 000py10BaHuUs J1/ist
apXUBHOTO XpaHeHUs

YKJ'Ia,E[Ka AOKYMEHTOB B TEXHOJIOTUUECKHE KOHBEPTHI [JI1 dDXHWBHOI'O XpaHEHUS

YKiagka JOKYMEHTOB B CKaHep

KoHTposb paboThbl cKaHUPYIOIIEero 060pyj0BaHuUs

[ToBTOpHOE CKAaHUPOBaHKE JOKYMEHTOB TP cO0e B paboTe CKaHUPYIOILEro
obopyjoBaHus

OmpefesieHre MeCTa XpaHeHHs rpaguueckux 00pa3oB JOKYMEHTOB Ha
TepCOHATbHOM KOMITbIOTEepe [I7Is apXUBHOTO XPaHEeH!sI

CoxpaneHue rpadrueckux 06pasoB JOKYMEHTOB Ha IlepCOHa/IbHOM KOMITbIOTepe
[U1s apXUBHOTO XpaHeHUst

W3bsiTvie JOKYMEHTOB M3 CKaHepa

Heobxoavmbie ymMeHUst

ITonb3oBaThCS MepCOHA/IbHbBIM KOMITBIOTEPOM [JI1 CKAHUPOBAHWA JOKYMEHTOB

[Tosp30BaThCS Pa3TMUHBIMU BUIaMU CKaHUPYIOIero 060py10BaHuUs ist
apXMBHOTO XpaHeHHsl, OCYILIeCTB/ISITh 3aMeHy pacXOJHbIX MaTepUasoB,
MO/I/IEeXKALUX U3HOCY

ITonb3oBaThCs dBTOMATU3UPOBAHHBIMU CUCTE€EMAMH yUe€Td, PEruCTpalyu,
KOHTPOJIA 1 I/IH(bOpMaL[I/IOHHO-Cl'IpaBOI-IHbIMI/I CUCTEMaMMU TIpU pa60Te C
AOKYMEHTaMHU OpraHr3alli B CUCTeMe 3/IEKTPOHHOI'O dPXHBd

YcTpaHsTh 60U M OIIMOKK B paboTe CKaHUPYIOITEro 000py[0BaHUS U
TIepCOHA/IbHBIX KOMTIBIOTEPOB B CUCTEME 3/IEKTPOHHOTO apXHUBa

Heobxoaumble 3HaHUS

TpeboBaHust K KaueCTBY U pe3yJibTaTaM CKaHUPOBAHHS B CHICTEMe 3/IeKTPOHHOTO
apxuBa

TpeboBaHust K 3KCITyaTalldy CKaHUPYIOLEro 060py10BaHUs U TIepCOHA/IbHBIX
KOMITBIOTEPOB B CUCTEME 3/IEKTPOHHOTO apXUBa

CpoKu BBITTO/THEHUST paboT /i1 apXUBHOTO XPaHEHHUSI

TPE6OBHHI/IH K HOpMdM Bpra6OTKI/I AJIs1 aDXUBHOI'O XPAHEHUA

TpeboBaHusi oxpaHbl Tpy/ja

MeTo/IMKY BBISIB/IEHUS] U YCTPaHeHHsI CO0eB U OIMOOK B paboTe CKAaHUPYIOIIero
000py/I0BaHMS U TIEPCOHAIBHBIX KOMIIBIOTEPOB B CCTEME 3/IEKTPOHHOTO apXHBa

OcHoBBI 3aKOHO/jaTebCTBa Poccutickoii @esepaiiuu B 06/1acT 00paboTKHy,
XpaHeHus1, pacrio3HaBaHUsl MIepCOHA/IbHBIX JaHHBIX U KOH(U/eHLIHaTbHOCTH
vHdopMalu

Oco6ble yC/IoBUS AOITyCKa K
paboTe

Jpyrue xapakTepyuCTUKU

3.1.3. TpypoBas ¢pyHKIus

IMpoucxosxaeHre 0600IIeHHOM
TPyZAOBOU (HyHKIUH

- YposeHb
HaumeHoBaHue Bo3Bpart JOKyMeHTOB B UCXO/IHbIN BU[, Kop, A/03.3 P 3
KBa/TMUKaLn
3aMMCTBOBaHO U3
Opurusan X 1140
OpUrvHama
Kon PerucrpaliioHHBI HOMep
OpUTHHAT npocecCcOHaNIBHOTO
a CTaHJapTa

TpyzoBbIe elCTBUS

CKPQHJ’IEHI/IG AOKYMEHTOB CKPEIIKaMHU, ckobaMu

BrioxxeHue 10KyMeHTOB B (paiiibl




@DasbLI0BKA IMPOKOGOPMAaTHBIX JOKYMEHTOB

Brnoxxenue JOKYMEHTOB B I1dIlKHW, CKOPOCIIWBATEJIH, KOPO6KI/I

cI)I/IKC(:IL[I/ISI MECTOHAXOXAEeHUA JOKYMEHTOB B CUCTEME yUeTd

N3bsTHE TUCTOB - pa3AeHHTEHeI>'I N3 JOKYMEHTOB

Bo3Bpar JOKyMeHTOB CTPYKTYPHBIM MHoApaszeseHussM (PyHKLMOHaTbHOMY
3aKa34uKy)

[Tepesaua JOKyMeHTOB B apXVB OpraHW3aL{iu Ji/is1 XpaHeHUs

dopMupoBaHye akTa WY OMKCH IIPU Nepejiaye JOKyMEeHTOB B apXUB
OpraHu3alyy Ji/1s1 XpaHeH!st

HeobOxopumbie ymeHust

OpraHu30BbIBaTh NPOLIECC 10 BO3BPATy JOKYMEHTOB CTPYKTYPHbIM
T0/Ipa3/ie/IeHUsIM C MO/rOTOBKOM aKTa WX OMUCH

ITonb3oBaThCa Oazamu AdHHBIX 0PI’ aHI/IBaL[I/Iﬁ AJIs1 dPXUBHOI'O XpPdHEHMSA, B TOM
uuciie yaajieHHbIMA

ITonw3oBaThCA dBTOMdTU3HWPOBAHHBIMH CUCTEMdMHU yUe€Td, peruCTpaluu,
KOHTPOJIA U I/IHCl)OpMaI_[I/IOHHO—CHpaBOIJHbIMI/I CUCTEMAMMU TIpU pa60Te C
AOKYMEHTAaMU OpraHv3aliin

[TpuBOUTE JOKYMEHTHI B IepBOHAYa/IbHOE COCTOSTHUE, UCK/IF0Uasi BOSMO>KHOCTU
HaHeCeHHs Bpefia OyMa)KHbIM OPUTHHAIaM

HeobOxoaumble 3HaHUS

METO,E[I/I‘-IECKI/IE AOKYMEHTHI, Oripeaessdromue ropsagoK rIpueMKU JOKYMEHTOB, UX
MOArOTOBKU K CKaHMPOBAHWIO M BO3BPATA B UCXOAHOE COCTOsAAHKE

TPE6OBaHI/IH K ITIPOBE€1€eHWIO CBEPKH Ha/IMUKA JOKYMEHTOB B MOMEHT Iiepeadayn
JAOKYMEHTOB 3dKd3UHKY

[Topsifok yueTa (hakTUUECKOT0 MECTOHaXOXK/IeHHs JOKYMEHTOB

TexHonoruu Bo3Bpara JOKYMEHTOB B UCXOJHbINA BU/J, /151 Tlepe/iau JJOKYMEHTOB
3aKa3uuKy

YcraHoB/IeHHbIe CPOKH BBITIOJTHEHUs paboT /1715 Tiepesjauul J0KyMEeHTOB
3aKa3uuKy

TpeboBaHus K yCTaHOBIEHHBIM HOPMaM BBIPaOOTKM Tepesiauy JOKYMEHTOB
3aKa3uuKy

OcHoBBI 3aKOHO/jaTeMbCTBa Poccutickoii @esepaiiuu B 06/1acT 00paboTKHY,
XpaHeHWs1, pacTio3HaBaHUsl MEPCOHA/IBHBIX JJAHHBIX U KOH(MUIEHI[MaTbHOCTH
vH(dopMalu

TpeboBaHusi 0XpaHbl TPy/a

Oco0ble yc/1oBUS OTTyCKa K
pabore

[lpyrue xapakTepucTUKU

3.1.4. TpypoBasi pyHKIHA

[TpoucxosxaeHre 0600IIeHHOM
TPyZAOBOM (HyHKIUU

KoHTposb KauecTBa pe3y/bTaToB
YpoBeHb
HaumeHoBaHue CKaHWPOBaHUs JOKYMEHTOB B CHUCTeMe Kog, A/04.3 3
KBa/mMuKaum
JJIEKTPOHHOTI'O apXUBa
3aMMCTBOBaHO U3
OpuruHan X 1140
OpUrvHama
Kog, PerucrpaljioHHbIit HOMep
OpUrMHa nipodeccroHaNBEHOTO
a cTaHjapra

\pr,LLOBLIe JeHCTBUS

\KOHTponb COOTBETCTBUS pe3y/IbTaTOB CKAHWPOBAHMSI YCTAaHOB/IEHHBIM




TpE6OBaHI/IHM nIn (baKTI/IIIECKOMy COCTOAHHIO OPDUTMHAJIOB JOKYMEHTOB B
CHUCTEME 3JIEKTPOHHOT'O apXHBd

Y,qaneHHe TEXHOJ/IOTUYECKHX U IMYyCThIX JINCTOB

[ToBTOpHOE CKaHMPOBaHKE JOKYMEHTOB IIPU HECOOTBETCTBUU pe3y/ibTara
CKaHMPOBAHUS YCTaHOBJIEHHBIM TPeOOBaHUSM K KauecTBY B CHCTEMe
3/IEKTPOHHOI'O apXuBa

OmpeiesieHrie MecTa XpaHeHHs rpadguyeckrx 00pa3oB JOKyMEHTOB Ha
NepCoOHabHOM KOMITbIOTEpe B CUCTeMe 3JIeKTPOHHOI'O apXyBa

CoxpaneHue rpadrueckux 06pasoB JOKYMEHTOB Ha IIepCOHa/IbHOM KOMITbIOTepe
[J1s1 apXUBHOT'O XpaHeHust

HeobOxopumbie ymeHust

ITonb3oBaThCA epCOHa/IbHBIM KOMITBIOTEPOM /11 CKAaHHMPOBAHKA JOKYMEHTOB B
CHUCTEME 3JIEKTPOHHOTI'O apXHBd

ITonw3oBaThCA PA3/IMUHBIMU BUAAMU CKadHHUPYROILETr O 060py,E[OBaHI/IH a1
dPXHWBHOI'O XpaHEHHS, OCYLIECTB/IATh 3dMEHY PACXOAHBIX MaT€PHUaJIOB,
noajiexxalmx u3HoCy

[Tonb30BaThCS aBTOMATU3UPOBAHHBIMU CUCTEMAaMU yueTa, PeruCcTpaLyy,
KOHTPOJISI 1 MH(POPMAIJMOHHO-CTIPABOYHBIMU CHCTeMaMu Tipu paborte ¢
JIOKyMeHTaMy OpraHu3aliuy B CUCTeMe 3/IeKTPOHHOTO apXUBa

YcrpansaTs c6ou 1 ommbKu B paboTe CKaHUPYIOIiero 060py10BaHus U
TIepCOHA/TBHBIX KOMITBIOTEPOB

Heobxoqumble 3HaHUS

TpeboBaHus K KaueCTBY U pe3y/IbTaTaM CKaHUPOBAHUS

TpeboBaHus K 3KCIUTyaTallii CKaHUPYIOLero 000pyI0BaHuUs U TIePCOHATbHBIX
KOMITBIOTEPOB B CUCTEME 3/IeKTPOHHOI'O apXUBa

Y cTaHOB/IeHHbIE CPOKH BBITTIO/IHEHUA pa60T 110 TI0ATO0TOBKE NOKYMEHTOB JJId
dPXHUBHOI'O XpAHEHUA

TPE6OBHHI/IH K HOpMdM BpraGOTKI/I I10 T1I0ATOTOBKE NJOKYMEHTOB /i1 dDXWBHOI'O
XpaHEHUA

TpeboBaHusi oxpaHbl Tpy/ja

[Togxo/bl U METOIVKY BbISIBJIEHUS U yCTPaHeHHs cO0eB U OmMO0K B paboTe
CKaHUPYIOILET0 000py0BaHUs U NePCOHATBHBIX KOMITBIOTEPOB B CUCTEME
3/IEKTPOHHOT'O apXHUBa

OcHoBblI 3aK0HOZaTenbcTBa Poccuiickoi ®eepariun B o6s1actv 06paboTky,
XpaHeHUs], Pacrio3HaBaHUsl IePCOHA/BHBIX JJAHHBIX U KOH(QU/eHL[MaTbHOCTH
vHopMaLu

Oco6ble yc/IoBUS AOITyCKa K
pabore

Jpyrue xapakTepuCTUKU

3.1.5. TpypoBasi pyHKIMA

O6paboTka rpaduueckrux o0pa3oB
YposeHb
HanmeHoBaHue JIOKYMEHTOB B CUCTeMe 3/IeKTPOHHOI0 Koz A/05.3 3
KBa/mMuKaLum

apxuBa

ITpoucxoxzerre 060011eHHOH 3anMCTBOBaHO 13
P U)K’q B OpuruHan X 1140
TPYZOBOH QyHKUUH OpUrvHama
Kon PerucrpaijioHHbIit HOMep
OpUrMHan nipodeccroHanBEHOTO

d CTaHAapTa




TpyzoBble felcTBuUS

YBesnnyeHue IPKOCTH U KOHTPACTHOCTU Tpaduueckrux 06pa3oB Mpu OMOILLH
CreLManrM3upoBaHHOTO NIPOrPaMMHOT0 obecrieueHUst B CUCTeMe 3/IeEKTPOHHOTO
apxvBa

yl,an'IEHI/Ie UEPHBIX HOHeﬁ, BKpal’I]’IEHI/Iﬁ M 3JIEMEHTOB, HEe MMEIOIIUX OTHOLIeHHEe
K OpUI'MHa/IaM JOKYMEHTOB B CHUCTEME 3JICKTDOHHOI'O apXHBd

BbipaBHMBaHME U JOBOPOTHI rpaduueckux 00pa3oB M0 TOPHU30HTAIN U
BEepPTUKa/IN B CUCTEME 3/IEKTPOHHOTO apXUBa

OnpepeneHvie MecTa XpaHeHus rpaduueckrx 06pa3oB JOKYMEHTOB Ha
TIepCOHATbHOM KOMITbIOTepe /I/isi apXUBHOT'O XpaHeHHst

CoxpaHeHnue rpadryeckux 00pa3oB JOKYMEHTOB Ha IepCOHaTFHOM KOMITbIOTEpe
JI71s1 apXUBHOT'O XpaHeHUsl

[TpuBeaeHue rpadguueckux 00pa3oB JOKyMeHTOB B (hopMaT, yCTaHOBJIEHHBIN [IIst
apXWBHOTO XPaHEHUs JOKYMEHTOB B CHCTeMe 37IeKTPOHHOT'O apXUBa

Heobxoavmbie ymMeHUst

[Tonb30BaThCs MEPCOHATBHBIM KOMIBIOTEPOM U CIEIMaTN3UPOBAHHBIM
MPOrpaMMHBIM 0becrieueHreM, TI03BOJISIFOIUM OCYIIeCTBSTb 00paboTKy
rpaduueckrx 06pa3oB JOKYMEHTOB B CUCTEME 3JIEKTPOHHOI'O apXuBa

CoxpansTs rpadrueckre 00pasbl JOKYMEHTOB Ha TIePCOHAIbHOM KOMITBIOTEpe
JI/1s1 apXUBHOT'O XpaHeHUsl

BeirosHATE paboThI 110 TIPUBejeHN0 rpaduuecKux 00pa3oB JOKYMEHTOB B
(hopMmart, yCTaHOBJIEHHBIN [IJI1 apXMBHOI'0 XpaHeHUs JOKYMEHTOB B CHCTeMe
3JIeKTPOHHOI'0 apXyBa

Heobxoaumble 3HaHUS

TpeboBaHMs K KaueCTBY U pe3y/bTaTaM 06paboTKy rpadrueckux o0pa3oB
JIOKYMEHTOB B CUCTEMe 3/IEKTPOHHOTO apXHBa

[TpaBusia UCNOIb30BaHMs TIEPCOHA/IBHBIX KOMITBIOTEPOB U
CTeLMa3upPOBaHHOTO TIPOTPAMMHOTO 0becrieueHHst B CUCTeME 3/IeKTPOHHOTO
apxuBa

Cpoku BeInosiHeHHsT paboT 1o 06paboTke rpaduueckux 06pa3oB JOKYMEHTOB B
CHCTeMe 3JIeKTPOHHOTO apXHUBa

TpeboBanusi K HOpMaM BbIPaOOTKU 110 06paboTKe rpaduueckux 06pa3oB
JOKYMEHTOB B CUCTEMe 3JIEKTPOHHOTO apXHBa

TpeboBaHust 0XpaHbl TPy/ja

MeTtouku 06paboTKH rpadguueckux 00pa3oB JOKYMEHTOB, BbISB/IEHUS U
ycTpaHeHusi cOoeB 1 OIMOOK B paboTe CKaHUPYIOIET0 000PYAOBaHUS U
MepPCOHA/TLHBIX KOMITLIOTEPOB

OcHoBbI 3aKOHOZATeNbCTBa Poccutickor demepariun B o6s1actv 06paboTKy,
XpaHeHHs, Paclio3HaBaHusl [1ePCOHATbHBIX JIaHHBIX U KOH(U/IeHL[HaTbHOCTH
vHpopMaiuu

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepyuCTUKU

3.2. O6061eHHas TpyoBas GpyHkus «DPopMupoBaHue U 3arpy3Ka JaHHBIX B CHCTEMY 3JIEKTPOHHOT'O

dpXUuBa»
®dopMHpOBaHUe U 3arpy3Ka JaHHBIX B YpoBeHb
HaumeHoBaHue pMHp Py3Kd A Kog B P 4
CHCTEMY 3JIEKTPOHHOTO apXHBa KBaTMHKALIH
ITpoucxoxzeHre 060011eHHOMH 3alMCTBOBaHO U3
P A . Opurunan X
TPYZ0BOH GyHKLUH OpUruHama
Kog, PerucrpalioHHBIN HOMep
OpHUTHHa rpodecCHOHaTBHOTO

a CTaHJapTa




Bo3mMoxxHble HaMeHOBaHUs
JIOJDKHOCTeH, npodeccuii

Cneranuct apxusa
CrieljuaIuCT 1o MH/IeKCHPOBaHUIO JOKYMEHTOB

TpeboBaHus K 06pa30BaHHUIO
1 00yueHuto

Cpeanee npogeccroHaibHOe 00pa3oBaHUe - IPOrPaMMBI TTOITOTOBKH
CTIeLMaIMCTOB CPeJHEero 3BeHa

W

Cpeanee npogeccruoHaibHOe 00pa3oBaHUe - IPOrPaMMBbI MOITOTOBKH
CTIEL[UA/IMCTOB CPe/IHETO 3BeHa (He MPOQUIbHOE) U JOTIOTHUTETbHOE
npodeccrioHabHOEe 00pa3oBaHue - MPOrpaMMbI TIPOdeCcCHOHATbHON
TIEPEeTIO/ITOTOBKHU 110 TIPOGMUIIIO JeSITeTbHOCTU

TpeboBaHus K OMBITY
TIPaKTHUeCKOM paboThI

He MeHee ofHOTO T0/ia 10 CO3/1aHMIO Tpaduuecknx 00pa3oB JOKYMEHTOB

Oco0bble yc/1oBUs JI0TTyCKa K
pabore

[pyrue xapakTepucTUKU

,D;OHOJIHI/ITEJIBHLIG XdPaKTePUCTHUKHU

HanMeHoBaHHe [0KyMeHTa Koz HanmeHoBaHre 6a30B0ii TPYTIIbI, AO/DKHOCTH (TIpodeccrm)
WU CTeLyaJbHOCTH
OK3 4132. Crnykaljye 1o BBeJeHUI0 JaHHbIX
OKIIOTP 26541 Crietmanuct
OKCO 2016 7.46.02.01 IlokymeHTal[MOHHOe obecrieueHue yripaB/eHus U
apXuBOBeJleHHe

3.2.1. TpypoBas GpyHKIUA

HanmeHoBaHue

IMpoucxosxaeHre 0600IIeHHOM
TPyZAOBOU HyHKIUH

PacriosHaBanue Tekcra AOKYMEHTa 110
CMBIC/TY U COIEP>KaHUIO C TIOCIeYIOMIeH YpoBeHb
y 1 CORep Ayrom Kon | B/01.4 P 4
K/accudukaiyei v uHAeKcalye B KBa/HKaLH
CHUCTEME JJIEGKTPOHHOI'O dpXHWBd
3aMMCTBOBaHO U3
OpurusHan X 1140
OpUrvHama
Kon PerucrpaijioHHbIit HOMep
OpWTHMHAI npodeccroHaNIBEHOTO
a CTaHJapTa

TpyzoBbIe elCcTBUS

BaHYCK rnponecca aBTOMdTU3MPOBAHHOTO KOHTEKCTHOI'O pAdCIIO3HaBaHUsA
COAep>XUMOro J0KyMeHTOB IIpH ITOMOIIHN CITIeLa/IN3UPOBAHHOI'0O IIPOrPAMMHOI0O
obecrieueHust B CUCTEMe 3JIEKTPOHHOT'O apXHBa

KoHTpo/b KauecTBa KOHTEKCTHOTO PACIIO3HABAHUS JOKYMEHTOB Ha TIPeZiMeT
Ha/IMYKst HECOOTBETCTBUM C TEKCTOM OyMa)kKHBIX ZIOKYMEHTOB B CUCTEME
3JIEKTPOHHOTO apX1Ba

I/ICHpaBJ'IEHI/Ie OII1O0K dBTOMdTHU3HWPOBAHHOI'O PACITIO3HaBaHUA COAEP>KHUMOT'0
AOKYMEHTOB [JIs1 aDXUBHOT'O XpAHEHUA

CoxpaHeHHe pe3y/IbTaTOB KOHTEKCTHOTO CKaHMPOBAHMsI C BBOZOM HEOOXOMMBIX
aTpuOyTOB AOKyMEeHTa /ISl apXUBHOT'O XpaHEeHHsI

dopMHUpOBaHUE UTOTOBBIX TaOJHIL] 10 aTPUOyTaM JOKYMEHTOB Ha OCHOBaHUH
KOHTEKCTHOTO PAaCMO3HaBaHMUs ¥ BBOJ|A aTPUOYTOB JOKYMEHTOB /I/Isi apXHUBHOTO




XpaHeHust

Heobxoavmbie ymMeHUst [Tosp30BaTLCS TIEPCOHATBHBIM KOMITBIOTEPOM U ITPOrPaMMHBIM 00ecrieueHrueM
JI71s1 KOHTeKCTHOTO pacrio3HaBaHUsl JOKYMEHTOB B CUCTeMe 3/IeKTPOHHOTO
apxuBa

BbINO/HATE MPOLeyPbl TOBTOPHOM 3arpy3KH [JaHHBIX B C/Tyuae Ha/THUUs
oLM0OOoOK uiu cboeB

CoxpaHsATh pe3y/ibTaThl KOHTEKCTHOTO CKAHUPOBAHUS C BBOZIOM HEOOXOUMBIX
aTpubyTOB JOKyMeHTa /sl apXUBHOT'O XpaHeHHs!

dopMUPOBATh UTOTOBBIE TAOJIUIBI /1T ADXUBHOTO XPaHEHUs

HEO6XO,[[I/IMBIE 3HAHUA TPE6OBaHI/IH K KaueCTBY U IIOJTHOT€ KOHTEKCTHOI'O paCIiO3HaBAHUA U
HWHAEKCalUU I10 KaXKA0OMY TUITY JOKYMEHTOB B CUCTeMe 3JIEKTPOHHOI'O apXHBa

TpeboBaHus K cocTaBy ¥ (hopMaTy UTOTOBBIX TAOJIUI] B CHICTEME 3JIEKTPOHHOTO
apxuBa

[TpaBusia UCTIO/Ib30BaHKS TIEPCOHABHBIX KOMITHIOTEPOB U
CTIerasM3MpPOBaHHOIO ITPOrPaMMHOT0 00ecrieyeHust B CHCTeMe 3/IeKTPOHHOTO
apxvBa

CpOKI/I BBITIO/THEHUA pa60T N HOPMBbI Bpra6OTKI/I KOHTEKCTHOI'O paCliO3HaBaHHWA
AOKYMEHTOB Hd IMMpeAMET Ha/In4usa HEeCOOTBETCTBUM C TEKCTOM 6YM8)KHI::IX
JAOKYMEHTOB B CHCTEME 3/IEKTDOHHOT'O dpXKBa

TpeboBaHusi 0XpaHbl TPy/a

METOAI/IKI/I BBO/ld JdHHBIX U UCIIPAB/IEHUA OIIMOOK KOHTEKCTHOIO
PacCIio3HaBaHKA B CUCTEME 3/IEKTPOHHOI'O apXKBd

OcHoBbl 3aKoHOaTenbCTBa Poccutickont degeparyy B 061actu 06paboTKHy,
XpaHeHWs1, pacrio3HaBaHUs MEPCOHA/IbHBIX JJAHHBIX U KOH(MUIEHI[HA/TbHOCTH
vHopmaLu

Oco0bble yc/ioBUs JOTTyCKa K
pabote

[pyrue xapakTepucTUKU -

3.2.2. TpypoBas ¢pyHKIus

3arpy3ka 0000111eHHBIX JaHHBIX B CUCTEM YpoBeHb
HaumeHoBaHue py = A y Kog B/02.4 P 4

3JIEKTPOHHOI'O apXMBa KBa/M(UKaLm
ITpoucxoskaeHre 006001[eHHOM 3aMMCTBOBAHO U3

P u)K’q B OpuruHan X 1140
TPYJOBO# BOyHKLIIH OpUTHHama
Kon PerucrpaijioHHbIit HOMep
OpUTr'MHa npogeccroHaIbHOr0
a CTaHJapTa

TpyzoBbIe elCcTBUS dopmupoBanue (riepeBo/]) 06001eHHBIX JaHHBIX 110 pe3yJibTaTaM

CKaHMPOBAHWS ¥ MH/IEKCALIMK JOKYMEHTOB B (hopMmat 6a3 JaHHBIX MCIIO/TB3yeMOM
CUCTeMBI B 3JIEKTDOHHOM apXuBe

3arpy3ka 00001IeHHBIX JAHHBIX B CUCTEMY JIEKTPOHHOTO apXHBa

HpOBepKa ITOJIHOTBI COOTBETCTBUA I/I306pa)K6HI/IH N 11€JIOCTHOCTHU JdHHBIX,
3dI'PY>K€HHbBIX B CUCTEMY 3JIEKTPDOHHOI'O dpXHWBa

[ToBTOpHBIM 3aryCK MpoLecca 3arpy3Ku JAaHHbIX B CUCTEMY 3JIEKTPOHHOTO
apxvBa B C/Tydae HaJu4usi OIMOOK Wi CO0eB

HeobxomvmMbie ymMeHUst [Tosp30BaTHCS TIepCOHATBHBIM KOMITBIOTEPOM U ITPOrPaMMHBIM 00ecrieueHrueM
[I7IsS1 KOHTEKCTHOT'O pacrio3HaBaHUsI JOKYMEHTOB




3arpy>aTb JaHHble B pa3/iMuHble THGOPMAL[MOHHbIE CUCTEeMbI 3/IEKTPOHHOTO
apxuBa

[TpoBepsATh COOTBETCTBUE M300payKeHUS U 11eJIOCTHOCTh JaHHBIX, 3aTPY’KEeHHbIX B
CUCTeMY 3JIEKTPOHHOTO apXvBa

BrInosHATE MpoLje[ypbl MOBTOPHOTO 3aMycka MPOrpaMMHOT0 obecrieueHus B
C/lyyae HaJMuusi olMOO0K 1 cO0eB CUCTeMBI 3/1IeKTPOHHOTO apX1Ba

Heobxoqumble 3HaHUS

TpeboBanusi K popmarty 6a3 JaHHBIX CUCTEMBI 3JIEKTPOHHOTO apXHBa

MeTo KM OLIeHKU KaueCTBa 3arpy’KeHHbIX [JaHHbIX B CUCTEMY 3/IeKTPOHHOIO
apxuBa

[TpaBu/Ia UCIOb30BAaHUS TIEPCOHA/ILHBIX KOMITBIOTEPOB U
CTIeL[a/TM3UPOBAaHHOTO MTPOTPaMMHOTO 00ecTieueHust B CHCTeMe 3/IeEKTPOHHOTO
apxvBa

CpoKwu BbITIO/IHEHHST pab0T M HOPMBI BEIPaOOTKM ()OPMHUPOBAHKS U 3aTPy3KU
000011[eHHBIX [JAHHBIX B CUCTEMY 3/IeKTPOHHOTO apXHBa

TpeboBaHusi oxpaHbl Tpy/ja

[TocnenoBaTenbHOCTD AEUCTBUM JJ1 3arpy3KH IaHHBIX B CUCTEMY 3JIEKTPOHHOTO
apxuBa

TpeboBaHus 3akoHozarenscTBa Poccuiickoit ®ezepariun B obsactvi 06paboTky,
XpaHeHHs1, pacrio3HaBaHUsl MePCOHA/BHBIX JJaHHBIX ¥ KOH(HUIEeH[MaTbHOCTH
vHopMaLu

Ocobble ycoBust OMyCKa K
pabore

Lpyrve xapakTepuCTUKA

3.3. O6o01eHHas TpyaoBas pyHKIusa «PyKoBOACTBO MPOLIECCOM CKaHMPOBAaHUsI, BBO/Ia H 00padoTKu
AAQHHBIX B CHCTeMe 3/IeKTPOHHOT0 apXvBa»

IMpoucxosxaeHre 06001IeHHOM
TPYyZAOBOU HyHKIUH

PykoBOZCTBO TIpoLjeccoM CKaHUPOBaHUS, v
OBEeHb
HanmeHoBaHue BBO/]a 1 00pabOTKY /IaHHBIX B CUCTEME Kop, C P 6
KBa/MPUKaIuu
3JIEKTPOHHOI'O apXHBa
3aMMCTBOBaHO U3
OpuruHan X
OpHUrHHasa
Kon PerucrpaliioHHbI HOMep
OpUTHMHa npodeccroHaNBEHOTO
a CTaHJapTa

Bo3MoyKHbIe HAIMEHOBAHHUS
JO/DKHOCTeH, rpodeccuit

3amecTHTe/b HaYaTbHUKA OT/eNa (Cy>KObI, erapTaMeHTa) 1o CKaHUPOBAaHUIO U
00paboTKe JaHHBIX

HauaneHUK oTAena (cy»x0bl, JerapraMmenTa) 10 CKAHUPOBAHUIO U 00paboTKe
JAHHBIX

PykoBoauTesb otAena (Cay>x0bl, iermapTaMmeHTa) 1Mo CKaHMPOBaHHUIO ¥ 06paboTke
JTAaHHBIX

TpeboBaHHs K 00pa30BaHUIO
1 00yyeHuto

Briciree obpa3oBanue - OakajaBpyaT

WM

Beiciiee obpa3oBaHue (He npoduabHOe) - OakanaBpuaT U JOTOHUTE/TbHOe
nipodeccroHaIbHOE 0Opa3oBaHKe - MPOrpaMMbl IPOdeCCHOHATBHOM
TIePero/IrOTOBKHU T10 TIPOMUIIIO JesITeTbHOCTU

CpenHee ripodeccrioHanibHOe 00pa3oBaHue - MPOrpaMMbl TIOATOTOBKU
CTeLIMaMCTOB CpPeJHero 3BeHa

CpegHee nipodeccroHabHOE 00pa3oBaHue (He TPOGHILHOE) - TPOTPAMMBI




MO/ITOTOBKU CIEIMaIMCTOB CPeIHETO 3BeHa U IOTIO/THUTE/IbHOE
npodeccroHaIbHOEe 00pa30BaHue - MPOTrpaMMbI TIPO(eCcCHOHATbHOM
TIePEeTo/ITOTOBKHU T10 TTPOGUIIIO AeSITeTbHOCTU

TpeboBaHus K OTBITY
MPaKTUYECKOM paboThI

He MeHee oIHOTO ro/ia BBITIOJIHEHUS pabOT 10 (JOPMHUPOBAHUIO U 3arpy3Ke
JIJAHHBIX B CUCTEMY 3JIEKTPOHHOT'O apXMBa IpU BbICIIIEM 00pa30BaHUU

He MeHee [IByX JieT BbITIOJIHEHUsI PabOT 10 (hOPMHPOBAHMIO U 3arpy3Ke JaHHBIX
B CHCTEMY 3/IEKTPOHHOI'O apXHBa MPH Cpe/iHeM MPoQeCCUOHATLHOM
obpa3oBaHUH

Oco0bble yc/ioBUs JOITyCKa K
pabote

[pyrue xapakTepucTUKN

HononxutenbHOe TipodeccroHambHOe 00pa30BaHue - MPOTPAMMbI TIOBBILIIEHUS
KBanuUKaLuu

[JomnonHuTenbHbIe XapaKTePUCTHUKU

HanmeHnoBaHue JAOKyMEHTa

HanmeHoBaHue 6a30BOM TPYIIIbI, O/DKHOCTH (TIpOdeccrm)

Koz
WJIN CIIelja/JIbHOCTH

OK3

1213. PykoBoauTenu B 00/1aCTH OTIpe/iesieHust TIOJTUTHKA 1
IJIAHUPOBAHUS [esTe/IbHOCTH

ETKC i EKC HauanbHuK 0Tzesa (3aBeyroLni OT/e/I0M) apX1uBa
OKILATP 24705 HauanpHUK oTAena (pyHKIMOHATBHOTO B MPOYMX 00/1aCTsIX
JlesiTeIbHOCTH)
OKCO 2016 7.46.02.01 JokymeHTal[MoHHOe obecrieueHre yTipaB/ieHUs U
apXuBOBeJIeHHe
7.46.03.02 L oKyMeHTOBeJjeH’e U apXUBOBe/eHHe

3.3.1. TpypoBas ¢pyHKIuUSsA

HaumeHoBaHue

ITpoucxosxaeHue 06001eHHOM
TPYyZA0BOU (HyHKLIMH

YHpaBJ'IEHI/Ie AedaTeJIbHOCTBIO I10
KOHTPOJIIO CI)YHKL[I/IOHI/IPOBEIHI/IH, BBOJla U Kopt C/01.6 YposeHb 6
00pabOTKM JaHHBIX B CUCTEME ' KBa/M(HKALH
37IeKTPOHHOI'O apXuBa
OpuruHan X 3auMCTBOBaHO U3 1140
OpUrMHana
Kog, PerucrpaljioHHbIN HOMep
OpHUTHHa rpogecCroHaIbHOTO
a cTaHzapTa

TpyzoBbIe elCTBUSA

[TpoBeieHNe UHCTPYKTAaXKa IMePCOHasIa 10 TEXHOIOTUH BBITIOJTHEHUsT PaboT U
TpeOOBaHUSIM K KaueCTBY BBIIOJIHEHUSI paboT B crcTeMe 37IeKTPOHHOTO apXuBa

OOyueHue repcoHasa BBOJy U 00pab0TKe JaHHBIX COTJIACHO TPeOOBaHUAM,
YCTaHOBJIEHHBIM TEXHOJIOTHUECKHUM PErJIAMEHTOM B CUCTEME 3JIEKTPOHHOIO
apXuBa

KOHTpO/Ib COOTBETCTBUSI BBITIOJ/IHSIEMBIX PAOOT 110 BBOAY U 00pabOTKe aHHBIX
TpeOOBaHHUSIM, YCTAaHOB/IEHHBIM TEXHOJIOTUUECKUM PErjIaMeHTOM B CHCTEME
3JIEKTPOHHOT'0 apX1Ba

KoHTpo/ib HOpM BRIPAOOTKM BBO/Ia M1 00pabOTKM [JaHHBIX B CHCTEME
3JIEKTPOHHOTO apXHUBa

BHeceHue n3MeHeHU B TeXHOJIOTUYECKUI MPOLiecc AJist JOCTHXKEeHUs]
HaWIYYIlIMX pe3y/IbTaToB 10 BBOAY M 00paboTKe JaHHBIX B CCTEMe




3JIEKTPOHHOTO apX1Ba

KOHCYJ'IBTI/IPOBEIHI/IG COTPYAHHUKOB I10 BOTIPOCaM T€XHOJIOTUYECKOT'O ITIpoLecCa 1
KayeCTBd CKAaHHMPOBAHMS B CUCTeMEe 3JIEKTPOHHOI'O apXKBd

Obecrieyenne pabourx MeCT TeXHUYECKUMH CPeZCTBAMU B COOTBETCTBHUU C
TeXHOIOTUUeCKUMU TPpeDOBaHUSIMHU, YCTaHOBIEHHBIMH B CHICTEME 3/IEKTPOHHOTO
apxuBa

Heobxomymbie ymMeHUst

[Tonb30BaThCs MEPCOHANTBHBIM KOMIIBIOTEPOM /151 BBOZA M 00PabOTKM JAHHBIX B
CUCTeMe 3/IeKTPOHHOI'O apXuBa

[TpoBouTH 0OyUeHWe ¥ UHCTPYKTaXK TepCOHara 1o (hyHKIIMOHUPOBAHHUIO, BBOLY
1 06paboTKe aHHBIX B CUCTEME 3/IeKTPOHHOI'O apXUBa

OHPEAEJ'IHTB ONTHMaJ/IbHBIE€ MeTOAMKH BhITIO/THEHWA pa60T B cucremMme
3JIEKTPOHHOI'O apXWBa AJi JOCTHXKEeHUA 0003HaUeHHBIX pe3yJ/ibTaTOB C
MHWHHWMaJ/IbHBIMH 3aTPAaTdMK

CocTaBnATh perjaamMmeHThbl, UHCTPYKLIUU, TeEXHAYECKHe 3alaHUsl U TeXHUUeCKre
TpeOOBaHUs B CUCTEMe IeKTPOHHOTO apXHBa

HacrpauBate 1 00C/Ty>KMBaTh CKaHUPYHOLiee 000pyAOBaHKE [/ CUCTEMBI
3J1eKTPOHHOI'0 apXvBa

YcTaHaB/MBaTh MPOrpaMMHOe 0OecrieueHwe /171t PYHKLIMOHUPOBAHUS, BBOJA U
00paboTKM JAHHBIX B CUCTEME JIEKTPOHHOTO apXUBa

Heobxoqumble 3HaHUS

[MTopsiiok opraHu3aluy nporecca CKaHUPOBaHUs U MHEKCaL[uK JOKYMeHTOB B
cucTeMe 3/IeKTPOHHOTO apXuBa

MeToauku 00yUeHu s ¥ OL|eHKH MepCoHasa Mo (pyHKIMOHUPOBAHHUIO, BBOAY U
00paboTKe JaHHBIX B CUCTEMe 37IeKTPOHHOTO apXHUBa

[Tpou3BO/ICTBEHHBIE HOPMATHUBHI [I7Isl COCTAB/IEHUS PETJIaMEHTOB
(YHKIIMOHUPOBAHUS, BBO/]a U 00pabOTKH IaHHBIX B CUCTEME 3JIEKTPOHHOTO
apxvBa

[TopsifOK MCIT0/Tb30BaHUS TT€PCOHAILHOTO KOMIIBIOTEpPA U CTIeL{UaTU3UPOBAHHOTO
MPOrpaMMHOr0 0becrieueHust B CHCTeMe 3/IeKTPOHHOTO apXHBa

TpeboBaHusi oxpaHbl Tpy/ja

OcHoBblI 3aK0HOZaTenbcTBa Poccutickoi ®eepariun B obs1acty 06paboTky,
XpaHeHHs1, pacrio3HaBaHUsl MepCOHA/bHBIX JJaHHBIX ¥ KOH(UEeHI[MaTbHOCTH
vHopMaLu

Ocobble ycoBust OMyCKa K
pabore

Lpyrve xapakTepuCTUKA

3.3.2. TpypoBasi pyHKIMA

HaumeHoBaHue

Pa3paboTKa /10KambHbIX HOPMAaTHUBHBIX
aKTOB 110 BOMPOCaM OpraHv3aLyy

YpoBeHb

ITpoucxosxaeHre 0600IIeHHOM
TPyZAOBOM (HyHKLIUU

Kop, C/02.6 6
rnpouecca CKaHMpOBdHUA B CUCTEME KBa/MUKaLiK
JJIEKTPOHHOTI'O apXWBa

3aMMCTBOBaHO U3
OpuruHan X 1140
OpUrMHana
Kog, PerucrpaljioHHbIit HOMep
OpUrMHa nipodeccroHaNBEHOTO
a cTaHzapTa

\pr,LLOBLIe JeHCTBUS

\Onpe,qeneHHe MoTpeOHOCTH B pa3paboTKe JIOKaIbHbIX HOPMAaTHUBHBIX aKTOB U




MeTOANYEeCKHX NJOKYMEHTOB B CUCTEME 3JIEKTPOHHOI'O apXKWBd

[ToAroTOBKa MHCTPYKLMH, periaMeHTOB, TeXHOJIOTMUeCKUX KapT T0
OpraHu3aluy Mpoliecca CKaHMPOBAHKS B CUCTeMe 3/IeKTPOHHOTO apXUBa

BHeceHre u3MeHeHUI U yTOUHEHUH B MHCTPYKLIUY, perjiaMeHThl,
TeXHOJIOTMUeCKre KapThl 10 OpraHu3aljiy MpoLjecca CKaHUPOBAHKUS B CUCTeMe
3/IEKTPOHHOI'O apXuBa

Heobxomymbie ymMeHUst

[Tosb30BaThCS MEPCOHATBHBIM KOMITBIOTEPOM J1/1s1 COCTaB/IeHHs1 UHCTPYKLIMH,
perjiaMeHTOB, TeXHOJIOTMYeCKUX KapT [0 OpraHu3aliy nporecca CKaHUPOBaHUs
B CHCTeMe 3/IeKTPOHHOI'O apXuBa

CocTaBnsTh perjaMeHThbl, UHCTPYKLUY, TeXHUUECKHe 3a/JaHUsI U TeXHUUeCKHe
TpebGoBaHUs 110 BOIIPOCaM OpTraHM3aLiy Mpoliecca CKaHUPOBaHUS B CUCTEMe
3JIEKTPOHHOT'0 apXuBa

OHTI/IMI/I3I/IPOBEITI) MPOM3BOACTBEHHEIE ITPOLIECCEI CKAHWMPOBAHUA B CUCTEME
J3JIEKTPOHHOT'O apXKWBdA

Heobxoaumble 3HaHUS

[TopsifoK opraHv3alyy npoLecca CKaHUPOBaHUS U UH/leKCalliy JOKYMEHTOB B
CHcTeMe 37IeKTPOHHOI'O apXuBa

[Tpon3BoCTBEHHbIE HOPMATHUBHI [i/1s1 IOCTPOEHUS perjaMeHTOB IpoLiecca
CKaHMPOBaHWs Y MH/EKCALMU JJOKYMEHTOB B CUCTeMe 3JIeKTPOHHOT'O apX1Ba

I[TpaBusia MCMOMB30BaHKS CIIELMAIM3UPOBAHHOTO TIPOTPaMMHOTO 00ecTieueHHst
JJ1s TIpoLjecca CKaHMPOBaHUS U MHZeKCaluu JOKYMEHTOB B CHCTeMe
3JIeKTPOHHOI'0 apXyBa

TpeboBaHust OXpaHbI TPy/1a

OcHoBbI 3aKOHOZATeNNbCTBA Poccutickori demepariun B o6s1actv 06paboTKy,
XpaHeHUs, Paclio3HaBaHus [1ePCOHATbHBIX IaHHBIX U KOH(U/IeHL[HaTbHOCTH
vHpopMaiuu

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepuCTUKU

3.3.3. TpypoBas pyHKIUA

HaumeHoBaHue

IMpoucxosxaeHre 06001eHHOM
TPyZAOBOU HyHKIUH

Crparervueckoe IjiaHMpOBaHUe U
ITIOCTpO€eHue IMpoLecCcoB CKaHUPOBAHUA YpoBeHb
P POn P ’ Ko | C/03.6 P 6
BBO/]a 1 00pabOTKY /IaHHBIX B CUCTEME KBaM(UKALH
3JIEKTPOHHOT'O apXyBa
3aMMCTBOBaHO U3
Opurusan X 1140
OpHrMHasa
Kon PerucrpaliioHHbI HOMep
OpUTHHAI NpoGheCcCHOHATBEHOTO
a cTaHzapra

TpyzoBbie felcTBUS

BrisiByieHre TpeGoBaHMI PYHKI[MOHATIBHBIX 3aKa3UMKOB K KaUeCTBY
CKaHMPOBAHUs, BBO/Ia U 00pabOTKY JAHHBIX B CUCTEME 3JIEKTPOHHOTO apX1Ba

OpFaHI/IBaL[I/IH " TIpoBeJieHre TeCTOBBIX pEIGOT M0 CKAHUPOBAHHWIO [JId BBIAB/IEHWA
CKPBITBIX ocobeHHOCTeH AOKYMEHTOB U YTOUHEHUSA TPE6OB{:1HI/II\/JI K pe3y/ibTaTdM
CKdHHWPOBAHWS, BBOJd U O6p(:160TKI/I AdHHBIX B CUCTEME 3JIEKTDOHHOI'O dPXWBA

dopmupoBaHue TpeOOBaHKMI K COCTaBY M KOJTMUECTBY TeXHUUYECKUX CPeZICTB U
MPOrpaMMHOTO0 obecrieueHust, HeOOXOAUMBIX /IS BBITIOJIHEHHsT paboT 10
CKaHMPOBAHHIO, BBOAY 1 00paboTKe JaHHBIX B CUCTEMe /IeKTPOHHOTO apXHBa

HOAI’OTOBKB N COI'JIaCOBaHHE TeXHHWUYECKOI'O 3aJdHUA NJIN TeXHUYECKHX




TpebOBaHMUI K CKAHUPOBaHUIO, MHAEKCALMU 1 (HOPMUPOBAHUIO UTOTOBLIX 0a3
JIaHHBIX B CUCTEMe 3JIeKTPOHHOTO apXuBa

OnpepenieHyie U pacueT HOPM BbIPAOOTKM Ha KaXK/[bpli BHJ, PabOT B CHCTEMe
37IEKTPOHHOT'O apXuBa

Amnanu3 noTpeOHOCTH B TEXHUUECKOM 00ecrieueHHH CpeJjCTBaMH CKaHUPOBaHMS,
BBO/Ia, 00pabOTKY /IaHHBIX B CUCTEeMe 3/IeKTPOHHOTO apXvBa

Heobxomymbie ymMeHUst

[Tonb30BaThCs TEPCOHANTBHBIM KOMIIBIOTEPOM /I/Is IPOBE/IeHHST TECTOBBIX paboT
10 CKaHMPOBAHUIO, BBO/Ia U 00paboTKe ZIaHHBIX B CUCTEMe 37IeKTPOHHOTO
apxuBa

Onpe/eniaTh TpeOOBaHUS K TEXHUUECKUM CPEZCTBAM U MPOrPAMMHOMY
obecrieyeHHIO 7S BBITIO/IHEHHST paboT 10 CKaHUPOBAHMIO, BBOY ¥ 00paboTKe
JIAHHBIX B CUCTEME 3JIEKTPOHHOT'O apXUBa

OHTI/IMI/I3I/IPOBEITI: TE€XHOJIOTHIO Y MPOM3BOACTBEHHEIE ITPOLIECChI CKAHWMPOBAHMH,
BBO/Jld U 06pa6OTKI/I AdHHBIX B CUCTEME 3JICKTPDOHHOI'O dpXHWBA

CocTtaBnsTb KBaMpHUKaIIMOHHBIE TPeOOBaHMs K TIepCoHaTy, 00ecrieurnBaroiieMy
MPOLIeCChl CKAHUPOBAaHUsI, BBO/]a M 00pabOTKH JaHHBIX B CUCTEME 3JIEKTPOHHOTO
apxuBa

HeobOxoaumble 3HaHUS

HOPH,I[OK OpraHr3allv U TEXHOJIOIUA IpolecCda CKAHWUPOBaHKsA, BBOAd U
O6pa6OTKI/I [AaHHBIX B CUCTEME 3JIEKTDOHHOI'O dpXHBd

HpOI/IBBOACTBeHHBIe HOPMAaTUBEI MMPOLIeCCOB CKAHMPOBaHMSA, BBOAdd U 06p360TKI/I
[AdHHBIX B CUCTE€ME 3/IEKTPOHHOI'O dpXKWBd

CocTaB ¥ KOJTMUECTBO TEXHUUECKUX CPEZCTB /ISl COOJTIOZEHUS] TEXHOIOTHUHU U
KaueCTBEHHOI'0 BBITIOJIHEHHUS paboT 10 CKAHUPOBAaHMIO, BBOY U 00paboTKe
JIAHHBIX B CUCTEME 3JIEKTPOHHOT'O apXUBa

TpeboBanusi K HOpMaM BbIPAOOTKU TIPOIIECCOB CKAHWPOBaHUsI, BBOZA U
00pabOTKH JAHHBIX B CHCTEME 3JIEKTPOHHOT'O apXUBa

TpeboBaHust 0XpaHbl TPy/ia

OcHoBBI 3aKOHOjaTebCTBa Poccutickoii @epepaiiuu B 061acT 00paboTKHy,
XpaHeHWs1, pacTlio3HaBaHUs MePCOHA/IBHBIX JJAHHBIX U KOH(MUIEHI[Ua/TbHOCTH
vH(popMaLmu

Oco0bble yc/1oBUs OTTyCKa K
paboTe

Jpyrue xapakTepuCTUKU

IV. CBE,E[EHI/IH 00 Opra"Hm3anufax — pa3pa60Tunax l'lpO(l)ECCI/IOHaJIbHOI‘O CTaHAAQPTAa

4.1. OTBeTCTBeHHAasl OpraHu3anA-pa3padoTunK

HIT «HauumoHasbHas accolyarnysi OpUCHBIX CITeLHaTMCTOB ¥ aIMUHUCTPAaTUBHBIX PaOOTHUKOBY», TOpoZ, MocKBa

JupekTop

XmocHesa JIrogmuiia [letpoBHa

4.2. HanMeHOBaHMsA OpraHu3anuii-pa3padoTunKkoB

HauyoHanbHasi accolpaiusi apxXuBUCTOB U flenonpousBoguteneit «HAITI APXWB», ropog MockBa

OOP «Poccuiickyii COr03 IPOMBILLITIEHHHUKOB U TIpeJIIpUHUMarenei», ropos Mocksa

000 «/lemoc AnbsiHC», ropog, MockBa

00O «Cepsuc cepTUdUKaLn», ropos Mocksa

R WN| -

00O «Cdepa», ropos MockBa




|6 |OOO «LleHTp 5KcIiepTH3bl U cepTUdUKaLMU», ropoJ MockBa




