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{ 91.01 | JlesTensHOCTS GHOIMOTEK M apXHMBOB ]
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npogeccHOHATLHOM AeATeILHOCTH)

I1. Onucanne TpyaoBbIX pyHKUHIl, BXOAAIIMX B NpodecCHOHANBLHBIH CTAHAAPT (PyHKIHOHAIBLHAS KAPTA BHAA

O6001meHHbIe TPyXOBbIe QYHKIHA Tpyznosie GpyHKIMH
YPOBEHB YPOBCHB
KOJ HauMEHOBaHHE HaNMEHOBaHHE KOZ, (nonypoBeHs)
KBaympAKaLHT
) KBaUKaIuH
A Bemonaenue paboT no 3 IToaroToBka JOKyMEHTOB K CKAHHPOBAHHMIO JUIS A/01.3 3
CO3/IaHMIO rpaduUecKnx BIIEKTPOHHOTO apXHBa
06pa3oB TOKyMEHTOB B CkaHnpoBaHH€e JOKYMEHTOB JUIS JIEKTPOHHOTO apXHBa A/02.3 3
CHCTEME JJIEKTPOHHOTO Bo3Bpar JOKYMEHTOB B HCXO/HBII BHJ A/03.3 3
apxXuBa KoHTpons kauecTBa pe3yIbTaTOB CKAHHPOBAHUA A/04.3 3
JIOKYMEHTOB B CHCTEME 3JIEKTPOHHOTO apXuBa
O6paboTka rpadmaecknx o6pa3oB JOKYMEHTOB B CHCTEME A/05.3 3
9JICKTPOHHOTO apXuBa
B ®DopmupoBaHUE K 4 PacnosHaBaHKe TeKCTa JOKYMEHTA IO CMBICITY H B/01.4 4
3arpysKa JaHHBIX B COZIepkaHMIO ¢ oceAytomeit Kiaccubukanueii u
CHCTEMY SJIEKTPOHHOTO HHJIEKCalel B CHCTEME ICKTPOHHOTO apXHBa
apxuBa 3arpy3ka 060011eHHBIX JAHHBIX B CHCTEMY JIEKTPOHHOTO B/02.4 4
apxuBa
C PykoBozcTBO mporneccom 6 VrpasiieHue JIEITENFHOCTHIO 0 KOHTPOJIO C/01.6 6
CKaHMpPOBAHUS, BBOAA U ({yHKIMOHMpOBaHHS, BBOAA B 0OPabOTKH JaHHBIX B
06paboTky JaHHEIX B CHCTEME MISKTPOHHOTO apXuBa
CHCTEME DIIEKTPOHHOTO PazpaboTka JIOKAIFHEIX HOPMAaTHBHBIX aKTOB 10 BOIPOCaM C/02.6 6
apxuBa OpraHM3alUK IPOLIECcca CKAHNPOBAHHUS B CHCTEME
SNIEKTPOHHOTO apXuBa
Crpaternyeckoe JIaHHPOBAHHE H MTOCTPOSHUE NPOLIECCOB C/03.6 6

CKaHMpOBaHUs, BBOJAA H 06pa60'n(n JIAHHBIX B CHCTEME
JJICKTPOHHOI'O apXuBa
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III. XapakTepucTika 06001eHHBIX TPYAOBBIX QyHKIHIi

3.1. O606mennan TpyRoBas GyHKnHs

BemosnHenre paboT no Co3AaHUIO Vposers
Hanmenosamne | rpadudecknx o6pa3oB JIOKyMEHTOB B cucteMe | Kox A KBaTHHKAIE 3
9NIEKTPOHHOTO apXHBa
IpowrcxoxneHA
o6po6mel-m:1; 'I'p;).'[OBOﬁ Opurusan X SamucTsoBano 13
OpHUTHHAJIA
s
Kon PeructpaiuoHHEI
OpHIHHaNa HOMeEp
NPodheCCHOHATBHOTO
cTaHaapTa
BozmoxHEIe Omneparop 10 COPTHPOBKE B 06paboTke JOKYMEHTOB
HAaUMEHOBAaHUA Omnepatop 10 nepeBoxy JOKYMEHTOB B 3IEKTPOHHEIA BUX
JOIKHOCTEH, Onepatop 1o CKaHUPOBAHHUIO JOKYMEHTOB
npoteccuit
TpeboBanus x Cpenree obmee o0pazoBaHue
o0pazoBaHuio U IIpodeccronanbHOe 06ydcHHE — MPOrpaMMbl IPO(ECCHOHATBHOMH TOATOTOBKH
o0y4eHHrO 10 JIOJDKHOCTSIM CITYXAIIIFX, IPOrpaMMBI IEPENOATOTOBKH CIIY)KaIIHX,

HIpOrpaMMEI ITOBBINICHUS KBaJII/I(i)PIKaHIfIH CIIYJKaluX

TpeboBanus k oneITY
IIPaKTHIECKON paboThI

Oco0ble ycnoBus
JoIycKa K paboTte

Hpyrue

XapaKTCPUCTHKH

JlonoHUTETBHEIE XapaKTePUCTHKH

HaumeHnoBaune

HauMenoBauue 6a30Boii rpymiibl, J0KHOCTH

JIOKYMEHTa Koz (npodeccun) win cienUaTbHOCTH
OK3 4415 PerucTparops! ¥ KOIHPOBIIMKY
OKIIATP? 15636 Omnepartop KOMMPOBAIBHBIX H MHOXKHTENBHBIX MaIlIUH

3.1.1. TpynoBas dpynxmus

HoxarotoBka TOKyMEHTOB K CKAHHPOBaHHUIO Yposers
HanMenoBanwne JUI% SIEKTPOHHOTO apXHBA Kox | A/01.3 (moxypoBEHSB) 3
KBaTHHKAHH
TponcxoxueHue TPynoBoit Opuruman X 3auMCTBOBaHO U3
GyHKIHI OpHIHHAIA
Kon PerncTpanuoHHbIH
OpHrHHana HOMep
mpodecCHOHAITBHOrO
CTaHfapTa
Tpynossie aeiictBus ®opMUPOBAHHE aKTa WIH ONMCH NPH NpHEMe NOKYMEHTOB OT CTPYKTYpPHBIX

HoJpa3AeNieHHH WIH QYHKIMOHAIILHOTO 3aKa39rKa JUIA JIEKTPOHHOTO apXHBa
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Pac¢anbiiopka mupokogopMaTHEIX JOKYMEHTOB Ui 3JICKTPOHHOTO apXHBa

V nanenne npucnocoOneH i, CKPeIUIIOMAX CTPAHALBI JOKYMEHTOB

H3zbsaTre noKyMeHTOB U3 (aiinon

Haxnensanne MamodopMaTHBIX  JOKYMEHTOB Ha JHCT  (opMara,
YCTaHOBJIEHHOTO  3aKOHOJATENsCTBOM  Poccmifickoit  Penepauum s
APXUBHOTO XpaHEeHHs

PacopMupoBaHHE JOKYMEHTOB Ha KOMILIEKTEL, [PYIIIE]L, THIB IOKYMEHTOB

Hanecenune MTpUXKOJI0B Ha JOKYMEHTHI AJISI apXHBHOTO XpaHEeHHs

IlpuBeneHne mOKyMeHTOB K TpeGyeMoMy (oOpMaTy B COOTBETCTBHH C
YCTaHOBJIEHHBIMH TPeOOBaHHUAMH JUIS APXHUBHOIO XpaHeHuUs

Bxragka mHCTOB - pasfenurTencit Mexmy KOMIUIEKTaMH, TPyIamMud, THIIaMH
JIOKYMEHTOB JUISl QpXHBHOTO XpaHEHHS

Heobxonumele yMeHHs

BecT mpreM DOKYMEHTOB C MOATOTOBKOW aKTa MJIM OIMCH I apXHBHOTO
XpaHeHHS

TMonw3oBatsca Gazamu JAHHBIX opraﬁmaum‘i AJIA apXUBHOTO XpaHEHHUSA, B TOM
YHACJIC YIAICHHBIMHA

[lone30BaTecss aBTOMaTH3HPOBAHHBIMH CHCTEMaMH y4YeTa, PErHCTpAIH,
KOHTpOJA M HH(OPMAIMOHHO-CIIPAaBOYHEIMA CHCTEMaMu IpH pabote ¢
JOKYMEHTaMH OPTaHH3allHH B CHCTEMe HJIEKTPOHHOrO apXyuBa

IMoarorasnuBaTh JOKyMEHTHI K CKAHHPOBAHMIO, MCKIIOYas BO3MOXHOCTH
HaHeceHHs Bpesia OyMaXHBIM OPHTHHAJIAM I ADXHBHOTO XpaHEHHS

Heobxoaumele 3HaHUA

Metoanueckue JOKYMEHTBI, OIIPEACILIOMINE MOPA/IOK IPUEMKH JIOKYMCHTOB,
HX TIOATOTOBKH K CKaHHPOBAaHHUIO U MX BO3BpaTa B HCXOQHOC COCTOSHHC B
CHUCTEME JJICKTPOHHOI'O apXuBa

TpeGoBaHus K NPOBEACHUIO CBEPKU HAIHIMA JOKYMEHTOB B MOMEHT IpHEMa
JJ1s apXHBHOTO XPaHCHHS

Ipasmia XxpaHeHus: JOKYMEHTOB B COOTBETCTBHH C UX THIIAMH UTA apXUBHOTO
XpaHEHHS

TexHONOTHH MOJTOTOBKH [JOKYMEHTOB K CKAaHMPOBAaHHIO B CHCTEMe
SJICKTPOHHOTO apXHBa

Topsinok hopMHUpOBaHHS NOKYMEHTOB B KOMIUIEKTHI, FPYIIBI, THIBI IS
apXMBHOTO XpaHEHHUS

‘YcraHOBIIEHHBIE CPOKH BBITIOJTHCHUA pa60T IO MOATOTOBKEC ZOKYMEHTOB JUIA
APXUBHOI'O XpaHCHHA

TpeboBanus K YCTAaHOBJICHHBIM HOPMaM BBIPaOOTKH IO IOATOTOBKE
JIOKYMEHTOB JIJIsl apXHBHOTO XpaHEHHs

TpeboBanms 3akoHomaTenbcTBa Poccuiickoit ®enmeparud B o6iact
00paboTKH, XpaHEHHs, pPAacllo3HaBaHHA IIEPCOHAIBHBIX JaHHBIX H
KOHGHIAECHIHATEHOCTH HHPOpMAaIIUH

Tpe6oBaHus OXpaHb! TpyZa

Mertoauueckue JOKYMEHTBI, OIIPEACIAIOMHNE NOPAJOK MPUEMKH JOKYMCHTOB,
HX NMOATOTOBKH K CKaHHPOBAaHHIO M HX BO3BpaTa B HCXOOHOC COCTOSIHHEC B
CHUCTCMC JJICKTPOHHOTO apXMBa

Jpyrue xapakTepuCTHKH




3.1.2. TpynoBas $pyHKuUR
CkanupoBaHue JOKYMEHTOB A1 Vposern
HaumeHoBaHMe 3EKTPOHHOTO apXHBa Kox | A/02.3 (oxypoBeHs) 3
KBaTHbUKAIH
Ipoucxoxaenue OBO
¢§Hm“m TPy Opurmman X 3;;1!:;:2:;:3}10“3
Kon Peructpanuonusiit
OpHrvHAJIA HOMEp
TipodeCCHOHATBLHOTO
CTaHIapTa
Tpynossie aeficTBUA IIpoBepka mTaTHOrO GYHKIHOHHPOBAHHS CKAHHPYIOWIETO 060PYIOBAHMS IS
apXHBHOTO XPaHCHHS
VknaJka ROKYMEHTOB B TEXHONOTHYECKHE KOHBEPTBl [UIA apXHBHOIO
XpaHEeHHs
VYksajika JOKYMEHTOB B CKaHep
KoHTposs paboThl ckaHupylomero o6opyaoBaHus
IoBTOpHOE CKaHMPOBaHHE NOKYMEHTOB Ipd c6oe B paGoTe CKAHMPYIOLIETo
obopynoBaHus
OmnpenencHue MecTa XpaHeHHS rpadudeckux oOpasoB OOKYMEHTOB Ha
NEPCOHATLHOM KOMIBIOTEPE Ul apXHUBHOIO XPaHEHUSA
Coxparenme rpadudeckux o0pa3oB [JOKYMEHTOB Ha IEPCOHAILHOM
KOMIIBIOTEpE /IS apXUBHOTO XPaHEHHS
H3baTre noxyMeHTOB U3 ckaHepa
Heo6xonumeie ymenus | [Ionp30BaThes MepCOHATBHEIM KOMITBIOTEPOM AJI CKAHMPOBAHHUS JOKYMEHTOB
IMonp30BaTbest pa3snUYHBIMA BHAAMH CKaHHPYIOMETo OOOpYHNOBaHHS UIL
apXHBHOTO XpaHEeHHWs, OCYIIECTBIATH 3aMEHy pacXOIHBIX MAaTepHaJIOB,
TIOJIE)KAIIAX U3HOCY
Ilons3oBaTecss aBTOMATH3MPOBAHHBIMEA CHCTEMaMH YdeTa, PETHCTpAIluH,
KOHTpONS H HHGOPMAIMOHHO-CIIPaBOYHBIMH CHCTEMaMHu Ipd pabore ¢
JIOKYMEHTaMH OpraHH3alliy B CHCTEME DIEKTPOHHOIO apXHBa
Verparars c6or # ommbkd B paboTe CKAHHPYIOMETO OGOpPYNOBaHHA H
epPCOHANBHBIX KOMIBIOTEPOB B CHCTEME JJIEKTPOHHOTO apXHBa
HeoGxoaumMpie 3Hanus | TpeOoBaHMS K KaueCTBy M pe3ylbTaTaM CKaHMpPOBaHMA B CHCTEME

3JICKTPOHHOT'O apXHBa

TpeGoBaHHA K  OSKCIUTyaTalMi  CKAaHHpylomero oOOpyJOBaHHA |
MEePCOHAIBHBIX KOMIBIOTEPOB B CHCTEME JIEKTPOHHOTO apXHBa

Cpoku BBUIOJHEHAS PaboT IS apXMBHOTO XpaHEHHS

TpeboBanus K HOpMaM BHIPAOOTKH I apXHBHOTO XPaHEHHS

TpeGoBaHus oxpaHHI TpyAa

Meroauky BBIIBICHHA H ycIpaHeHHS c6oeB u ommbox B pabore
CKaHUPYIOIETO 06OPYNOBaHHS H NEPCOHATBHBIX KOMIIBIOTEPOB B CHCTEME
SJIEKTPOHHOTO apXHBa

OcHoBHI 3aKkoHOZaTenscTBa Poccuiickoit enepauu B o6mactu 06paboTky,
XpaHCHHUs, PaclO3HABaHUA IEPCOHANBHEIX JAHHBIX M KOHQHICHIHANLHOCTH
rH(popManun

Jlpyrue xapakTepHCTHKH




3.1.3. TpyaoBan pyHKIHuS

Bo3Bpar okyMeHTOB B HCXOHBIH BUJ Yposexs
HaumeHoBaHHE Kon | A/03.3 (moxypoBEHD) 3
KBJIH(UKAIH
g;:;dz);zx«ueﬂne TPYAOBOH Opurmman X 2;$4;;:§:auo 3
Kon PerucTpannoHHbIi
OpHMrHHana HOMep
Npo¢ecCHOHANEHOrO
CTaHaapTa

Tpynossie neiicTBus CxpenieHre JOKYMEHTOB CKpENKaMH, CKoOaMu

BroxxeHne JOKYMEHTOB B daiiibl

DanboBKa MAPOKOGOPMATHEIX JOKYMEHTOB

BrnoxeHnne JOKYMEHTOB B IANKH, CKOPOCIIHBATEIH, KOPOOKH

Puxcanys MECTOHAXOXKIACHAS JOKYMEHTOB B CHCTEME y4eTa

H3psTHE THCTOB - pa3fennTeneii U3 JOKYMCHTOB

Bo3BpaT JOKYMEHTOB CTPYKTYPHBIM MoOJpa3efeHHsIM ((YHKIHOHATLHOMY

3aKa3YHKY)

Ilepenaya JOKYMEHTOB B apXHB OpPraHU3aMH AJ19 XpaHESHHS

@opMHpOBaHHE aKTa MIH OIMCH MpHW Iepefade JOKYMEHTOB B apXWB

OpraHM3alyH Ul XpaHEHH
Heobxomumete ymenns | OpraHWzoBHIBaTh MpOLIECC MO  BO3BpAary HOKYMEHTOB CTPYKTYPHBIM

noApa3sRCJICHUAM C MOATOTOBKOH aKTa WIIH OIUCH

TTons3oBaTecs 6azamu JaHHBIX OPT: AHU3aHK I ApPXUBHOTO XpaAHCHHA, B TOM
HUCIIC YIQUICHHBIMHA

ITonb30BaThcs aBTOMATH3MPOBAaHHBIMH CHCTEMaMHM y4eTa, pPeTHCTpallHy,
KOHTpONA M HHQOPMAIMOHHO-CIIPABOYHEIMH CHCTeMaMH Ipu pabore c
JOKYMEHTaMH OpraHu3aliy

IpuBomUTE JOKyMEHTH B IEPBOHAYAILHOE COCTOSHHE, HCKIIOYas
BO3MOXKHOCTH HaHECEHNS Bpesia yMa)kHbIM OpHTHHATIAM

Heo6xonuMpie 3Hanus

MeTtoapueckre JOKYMEHTH], ONMPEENMIONIHE OPSIOK IPUEMKH JOKYMEHTOB,
MX OOATOTOBKH K CKAaHMPOBAHHIO H BO3BPAaTa B HCXOIHOE COCTOSHHE
TpeboBaHMs K TIPOBEHEHHIO CBEPKH HAIMYHA JOKYMEHTOB B MOMEHT
mepesaun JOKYMEHTOB 3aKa3uuKy

TMopsnok yuera ¢pakTHIECKOr0 MECTOHAXOX/ICHHA JOKYMEHTOB

TexHOIOTHH BO3BpaTa HAOKYMEHTOB B HCXONHBIA BUJ IS nepeaavyd
JOKYMCHTOB 3aKa34HKy

VcTaHOBNEHHBIE CPOKM BBUIOMHEHHS pPaboT IS Iepefadd JOKYMEHTOR
3aKa34UKy

TpeboBaHHs K yCTaHOBJICHHBIM HOpPMaM BHIPaOOTKH Iepeladd JOKYMEHTOB
3aKA3IAKY

OcHoBEI 3akoHOnaTeNnbcTBa Poccuiickolt denepamuu B obnactu 06paboTky,
XpaHEeHHs, PaclO3HaBaHHUA MEPCOHATBHBIX JIAHHBIX U KOHOHICHIHAIEHOCTH
rHbOpMaHN

TpeGoBanus oxpaHkI Tpyia

yTHE XapaKTEpPHCTHKH




3.1.4. TpynoBas pyHkuus

KoHTponb kadecTBa pe3yibTaToB Vposern
HaumeHnosanue CKaHHUPOBAHUA JOKYMEHTOB B CHCTEME Kox | A/04.3 (moxypoBens)

3JIEKTPOHHOI'O apXHUBa KBAIH(HKAHH
TIpoucxoxnenue TpyROBOH Opurmpan X 3aUMCTBOBAHO U3
tbyHKIIMA OpHTHHaIa

Kox PeructpaunoHHbIi
OpHIHHaNA HOMeEp
TIpo(h)eCCHOHANBHOTO
CTaHJapTa

TpynoBsle aeiicTBUA

KOHTpOIE COOTBETCTBHA pPE3yNbTATOB CKAHHPOBAHHA yCTAHOBICHHBIM
TpeGoBaHHUAM MIH (DaKTHIECKOMY COCTOSHHIO OPHMTHHAJIOB JOKYMEHTOB B
CHCTEME 3IEKTPOHHOTO apXHBa

Y naneHue TeXHONOTHUECKUX 1 IIyCTHIX JIUCTOB

TloBTopHOE CKaHWpOBaHWE JOKYMEHTOB NpPH HECOOTBETCTBHH pPE3yILTATa
CKaHMPOBAHMS YCTAaHOBICHHBIM TpCOOBAaHHAM K KadeCTBY B CHCTEME
3JIEKTPOHHOTO apXuBa

Onpenientene MecTa XpaHeHHs rpaduueckux oGpasoB HOKYMEHTOB HA
NIEPCOHAIEHOM KOMIIBIOTEPE B CHCTEME JICKTPOHHOTO apXHBa

CoxpaneHue rpadpuueckux o0pa3oB [JOKYMEHTOB HAa TEPCOHATHHOM
KOMIIBIOTEpE IS aPXUBHOTO XPAHEHHS

Heob6xonameie ymenus

Ilonr3oBarbes IIEPCOHAIBHBIM KOMIOBIOTEPOM I CKAHHPOBAHHUS JOKYMCHTOB
B CHCTCMC 3JICKTPOHHOI'O apXHBa

IMons30BaThcsl pa3NUMIHBIMH BHJAMH CKAHHPYIOMEro oGOpYZOBaHHS it
apXMBHOTC XpPAaHEHHs, OCYILECTBILITh 3aMeHy PpAacXOJIHBEIX MaTepHAJIOB,
IIOJICKAIAX U3HOCY

IMonp30BaThcsi aBTOMATH3UPOBAaHHBIMH CHCTEMaMM y4eTa, PETHCTPAIUH,
KOHTpONIs ¥ HH(GOPMALIMOHHO-CIPAaBOYHBIMA CHCTeMaMH HpH paboTe ¢
JIOKyMEHTAMH OpPTaHU3alliH B CHCTEME NMEKTPOHHOTO apXHBa

VYerpausate cbou u ommbku B pabote CKaHEpylomero obGopynoBaHHS H
NIEpCOHATIHHBIX KOMITBIOTEPOB

Heo6xonumele 3HaHUS

TpeGoBaHus K KAYECTBY ¥ Pe3yIbTATaM CKaHHPOBAHMUS

TpeboBanuss K  OSKCIUIyaTallud  CKAaHHpYIOWero  obOopyJoBaHHS M
IIePCOHANTEHBIX KOMIIBIOTEPOB B CHCTEME IIEKTPOHHOTO apXHBa

VCTaHOBNICHHBIE CPOKH BHIIIOJNIHEHAS paboT IO IOATOTOBKE HOKYMEHTOB VIS
apXHUBHOTO XpaHeHUs

Tpe6oBanus Kk HOpMaM BBEIPa0OTKH MO MOATOTOBKE IOKYMEHTOB JUIA
apXHBHOTO XpaHEeHHS

TpeGoBanus oxpaHs! TpyAa

IMomxoAsl H METONWKH BBLABJICHHS U ycTpaHeHHs cOoeB u ommnbGok B pabore
CKaHHUPYIOIEro OOOpYZNOBaHHS M HEPCOHANBHBIX KOMIBIOTEPOB B CHCTEME
SIIEKTPOHHOTO apXMBa

OcHoBH 3aKOHOZATeNbCcTBa Poccuiickoit ®enepanuu B obracTe 00paboTKH,
XpaHeHHs, Paclo3HaBaHUA HMEPCOHATHHBIX NaHHBIX M KOHGUIEHIHANLHOCTH
uHbopManuK

Jpyrue xapakTepuCTUKH




3.1.5. TpynoBas pyaxuus

O6paboTka rpadugeckux o6pasos Vpogenb

HaumeHoBaHue JIOKYMEHTOB B CHCTEME 3JIEKTPOHHOI'O Kox | A/05.3 (noxypoBeHb) 3

apxusa

KBaTH(UKALHA

IIpoucxoxaeHHE TPy NOBOK
byHxEn

X 3auMCTBOBaHO U3

Opurusa
OpHTHHAJIA

Kon PerucTpaimoHHsIit
OpHrHHana HOMeEp
npoheCCHOHANBHOrO
CTaHAapTa

TpynoBsie neiicTeus

YBenudeHue SAPKOCTH H KOHTPACTHOCTH rpaqmtlecmx 06pa3013 IIPH TIOMOIIH
CHEIHATH3UPOBAHHOTO IIPOrpaMMHOTO obecmeuenus B CHCTCME
ICKTPOHHOI'O apXHBa

Vnanenue YCPHBIX ToJei, BKpal'IJ'IeHI/Iﬁ U 3JIEMCHTOB, HC HMCIOIMMNX
OTHOIICHHC K OPUTHHAIAM JOKYMECHTOB B CUCTEME 3JIEKTPOHHOI'O apXHBa

BripaBHMBaHME H IOBOPOTHI TIpadudecKHX oOpa3oB MO TOPH3OHTAIM H
BEPTHKAIM B CHCTEME DIIEKTPOHHOTO apXHUBa

Onpenenenne MecTa XpaHeHus rpadudeckux oOpa3oB JOKYMEHTOB Ha
HePCOHAIEHOM KOMIIBIOTEpE JJIS1 apXUBHOTO XPaHEeHHS

CoxpaneHue rpadmuyeckux 0O0pa3oB [JOKYMEHTOB Ha [EPCOHAILHOM
KOMIIBIOTEpPE A1 apXHBHOTO XPaHEHHS

Ipusenenue rpaduueckux oOpa3oB JOKYMEHTOB B (opMar, yCTaHOBICHHBIMH
JUIsL apXMBHOTO XpaHEHHs IOKYMCHTOB B CHCTEME MISKTPOHHOTO apXHBa

Heo6xoaumele yMeHHS

IMonb30BaTecd MEPCOHATBHEIM KOMIBIOTEPOM H  CHENHATH3HPOBAHHEIM
TPOrpaMMHEIM  O0ecedeHreM, MO3BOMIOIMEM OCYIHECTBIATh 00paboTKy
rpaduueckux 06pa3oB JOKYMEHTOB B CHCTEME SJEKTPOHHOTO apXHBa

Coxpansare rpapmdeckde o0paskl JOKYMEHTOB Ha  IEPCOHAIBHOM
KOMITBIOTEpE JUL apXHBHOTO XPAHCHHS

BemonaaTs paGoTH 0O NPHBEACHHIO IpadHieckux o06pa3oB JOKYMCHTOB B
¢dopMar, yCTaHOBJICHHBIA /Ui apXABHOTO XPaHEHHs JOKyMEHTOB B CHCTEME
9JIEKTPOHHOTO ApXHBA

HeobxoauMele 3HAHUS

TpeGoBaHHA K KauecTBY M pe3yibTaTaM o0paboTku rpadudeckux obGpa3o
JIOKYMEHTOB B CHCTEME JICKTPOHHOIO apXHBa

HpaBHJ'la HCIIOJIb3OBAHH S HCPCOHANBHBIX KOMIIBIOTEPOB H
CHCIHATU3MPOBAHHOI'O IporpaMMHOro obecrnieueHus B CHCTEMC
JJICKTPOHHOI'O apXHBa

Cpoku BBIIOJIHEHUA paboT no 06paborke rpaduyeckux 06pa3oB JOKYMEHTOB
B CHCTEME JIEKTPOHHOTO apXHBa

TpeGoBanus K HOpMaM BEIpabOTKH Mo 00paGoTke rpadmdeckux o6Gpa3oB
JJOKYMEHTOB B CHCTEME JJIEKTPOHHOTO apXHBa

TpebGoBanus oxpaHHI Tpya

Mertomuku o6paGoTku rpaduueckux 00pasoB ITOKYMEHTOB, BBLISBICHHS H
ycTpaHeHHsT ¢00eB # ommboKk B paboTe CKaHUPYIOMEro O0OpyIOBaHHA W
TIepPCOHANIBHBIX KOMITBIOTEPOB

OcHoBEI 3akoHOZaTeNnscTBa Poccuiickoit @exepanun B obaactu o6paboTky,
XpaHeHMs], PaclO3HABaHWs MEPCOHANBHEIX JAHHBIX H KOH(HICHIHATILHOCTH
HHpOpManUI

Jpyrue xapakTepuCTHKH




3.2. OGo06menHas TpyAoBas GyHKIHA

HamMerHopanme @opMHEpOBaHHE U 3arpy3Ka JaHHBIX B CACTEMY Kox B VposeHs 4
3JICKTPOHHOT'O apXHBa KBA/TH(HKALIH
Ipocxoxcnerne 3aUMCTBOBAHO W3
0606menHo# TpyaOBOi Opuruzan X
FAS—— OpUrHHANa
Kon PerucrpaimoHHbIi
opuUrunHana HOMEp
TIpodheCcCHOHATLHOTO
craHapTa
Bo3smoxxHbIe Crnenuanict apxusa
HAUMEHOBAHUSA CrienuaIucT 10 HHIEKCHPOBAHHIO JOKYMEHTOB
JIOJDKHOCTEH,
npogeccuit

TpeboBanus
0o0pa3oBaHuIO U

Cpennee npodeccuoHambHOE 06pa3oBaHie — IPOrPaMMEI HOATOTOBKH
CIIEIHANKICTOB CPEAHETO 3BEHA

o6yueHuro 78313
Cpengnee npodeccronarbHOE 06pa3oBaHHe — IPOrpaMMEI IOATOTOBKH
CIIETIMATICTOB CPETHETO 3BEHA (He IPOGUIBHOE) ¥ JOMONHATENBHOE
npodeccHoHaNbHOe 06pa3soBaHHe — IPOrPAMMBI IPOGECCHOHANIBHON
HepPenOATOTOBKH 110 HPOMHIIIO AeATeTbHOCTH

Tpe6oBanua k osiTy | He MeHee 0fHOTO rofa mo co3faHuIo rpadudeckux o0pazoB JOKYyMEHTOB

HPaKTHIECKO paboThI

Ocob5le ycrnoBus -
Jonycka K paboTe

Hpyrue -

XapaKTePUCTHKA

JonoHUTENbHBIE XapaKTEPUCTUKH

Haumenosauue Kox Haumenosauue 6a30Boii rpymniel, JOJDKHOCTH
JOKyMeHTa (npodreccuu) MM CrieHHANbHOCTH
OK3 4132 Cryxamiie o BBEEHHIO JaHHBIX
OKIIATP 26541 Crienyammct
OKCO* 7.46.02.01 JlokyMeHTalHOHHOe obecriedeHHe YIpaBICHU U
apXHUBOBeJICHHE

3.2.1. TpynoBas ¢pynkunsa

Pacmo3naBanme Tekcta JOKYMCHTA IO

" Vposens
HanmeroBaxe CMBICITY H co;:[epzlcaHmo C HOCJIe{[YIOIIICIII Kon | B/01.4 (monyposes) 4
KraccH(HKanue#t 1 HHACKCAEH B CHCTEME KBATHHKAHR
JJICKTPOHHOT'0 apXHUBa
TIpoucxoxneHue TpyAOBOMH Opurmean X 3anMCTBOBaHO H3
byHKIHH OpHI'MHANIA
Kon PerncrparmoHHbIi
OpHIHHaNa HOMEp
NpodecCHOHATBHOTO

CTaH#apTa
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Tpynosrie nefcTBus

3amyck mponecca aBTOMATH3HPOBAHHOIO KOHTEKCTHOTO pAaclO3HABaHHUs
CONEPKAMOTO  TOKYMEHTOB ~ HpH  INOMOIM  CHELHATM3MPOBAHHOTO
IPOTPaMMHOTO 00€CIIEUSHHs B CHCTEME SIEKTPOHHOTO apXHBa

KOHTpOJII; Kag€CTBa KOHTEKCTHOrO pacliO3HaBaHUA JOKYMEHTOB Ha IIpEIMeET
HaIUuus HECOOTBETCTBHH C TEKCTOM 6yma>1<1ﬁ.1x AOKYMEHTOB B CHCTEMC
JJICKTPOHHOI'O apXHUBa

Wcnpasnenve ommGok aBTOMATH3HPOBAHHOTO PACTIO3HABAHMSA COAEPKHMOTO
JOKYMEHTOB JIJI1 apXUBHOTO XPAHEHHS

CoxpaHeHHE pe3ylbTaTOB KOHTEKCTHOTO CKAHHPOBAHHS C  BBOJOM
HEO0XOJMMEIX aTpUOYTOB JOKYMEHTA [ APXHBHOTO XPAHEHHS

QopMHUPOBAHHE UTOTOBBIX TabNHIl IO aTPHOYTaM JOKYMEHTOB HA OCHOBAHMH
KOHTEKCTHOTO pAclo3HaBaHMS M BBOJAa AarpHOYTOB JOKYMEHTOB IS
apXVBHOTO XpaHEeHHs

Heob6xomumble ymeHus

Tlonw3oBatbes NEPCOHAIIBHBIM KOMIIBIOTEPOM 151 IIpOorpaMMHBIM
obecmeucHreM A1 KOHTEKCTHOTO paclO3HaBaHUSI AOKYMCHTOB B CHCTCME
JNCKTPOHHOT'O apXuBa

BrimomusTe mpouexypbl NMOBTOPHOM 3arpy3K JAHHBIX B COydae HaJIdYus
OIIHOOK WIH cO0eB

CoxpansTh  pe3ynbTaTBl  KOHTEKCTHOrO  CKAHWUPOBAaHHA C  BBOJOM
HEeoOX0/IMMBIX aTpubyTOB JOKYMEHTA JUIS aDXHBHOIO XpaHEHHS

(I)OpMIfIPOBaTL HUTOT'OBEIC T36J'II/IIH>I U1 AQPXUBHOIO XpaHCHHUA

HeobxomuMele 3HaHuS

Tpeﬁosanpm K Ka4YeCTBY H IIOJHOTEC KOHTEKCTHOI'O paclO3HaBaHHSI H
HHIACKCALIMH 110 KaXXIOMY THITY JOKYMCHTOB B CHCTEME JJICKTPOHHOI'O apXuBa

TpeGoBanus k cocraBy H (OpMary HTOrOBHIX TaONHIl B CHCTEME
9NEKTPOHHOIr0 apXyBa

IMpaBuna HCIIONI30BaHuS TIEPCOHANBHEIX KOMIIBIOTEPOB "
CHENHATM3HPOBAHHOTO  IPOTPaMMHOTO  OOECIeYeHHA B CHCTEME
9JIEKTPOHHOTO apXHBa

Cpoxkn BBIIONHEHHA PpabOT W HOPMBI  BHIpa0OTKH  KOHTEKCTHOTO
pacno3HaBaHMs JOKYMEHTOB Ha IPEAMET HAIMYHS HECOOTBETCTBHHI ¢ TEKCTOM
OYMaKHBIX JOKYMEHTOB B CHCTEME DJIEKTPOHHOTO apXHBa

Tpe6oBanns oXpaHEI Tpyaa

Metoauku BBOAA JAHHBIX H HCIIPABJICHAA OommO0K KOHTEKCTHOrO
PACIIO3HABAHMS B CHCTEME IIICKTPOHHOI'O apXuBa

OcHoBnl 3akoHOAaTeNbCcTBA Poccuiickoit denepauun B obnactu 06paboTkw,
XpaHCHUA, pacCO3HABaHUA MMECPCOHAIBHBIX HAHHBIX H Kon(bpmenunam,nocm
uHpopMaLHK

Jlpyrae xapakTepuCTHKH | -
3.2.2. TpyaoBas pyHknHs
3arpy3ka 0600eHHbIX JaHHBIX B CHCTEMY YpopeHp
Hanmenosanme 3JIEKTPOHHOTO apXHBa Kon | B/02.4 (nonyposens) 4
KBaTpUKaUKI
HpoucxoxmeHne TpyaoBoi 3anMCTBOBaHO H3
dynxun Opurunan X OpHTHHAIa
Kon PeructpanmoHHsIH
OpHIrHHAJIa HOMEp
npo¢eCCHOHATLHOTO

CTaHaapra
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TpynoBsie neficTeus

QopmupoBanue  (HepeBox) OOOOHmIEHHBIX JAHHBIX [0  pe3yJbTaraM
CKAaHHPOBaHHS M HHICKCAHH JOKYMEHTOB B (opmar 6a3 jaHHBIX
HCIOJIB3YEMOH CHCTEMBI B 3IEKTPOHHOM apXHBE

3arpyska 0606IEeHHbIX JAHHBIX B CUCTEMY 3/ICKTPOHHOIO apXHBa

l'[ponepxa TIIOJTHOTBI COOTBETCTBHSA H3o6pax<e1mx U NCIOCTHOCTH MAHHBIX,
3arpy>KCHHBIX B CHCTEMY 3JICKTPOHHOIO apXHBa

IloBTOpHEIA 3amycK IIpolecca 3arpy3Kd NaHHBIX B CHUCTEMY OJJIEKTPOHHOTO
apXHBa B clydae HUTMYHS OMMOOK Hiw c6oeB

Heobxonumele ymenus

TTomp3oBaTeca IIEPCOHAILHBIM KOMITBIOTEPOM u
obecriegeHHeM IJI1 KOHTEKCTHOTO pacliO3HABAHUSA JOKYMECHTOB

IIPOTrpaMMHEIM

3arpyarb JaHHBIE B Pa3TMYHBIE HHGOPMAIMOHHBIE CHCTEMBI 3JIEKTPOHHOIO
apxuBa

IlpoBepATh  COOTBETCTBHE  HM300PKEHHA
3arpy)XEHHBIX B CHCTEMY IEKTPOHHOTO apXHBa

u HEJIOCTHOCTH JaHHBbIX,

BrImonnATE MponeAypsl HOBTOPHOTO 3allycKa IPOrPaMMHOTO 0OecTeueHus B
ciy4ae HAIMYHS OMHMGOK U ¢GOEB CHCTEMBI 3JICKTPOHHOTO apXHBa

HeoGxomumsie 3Hanms

Tpeboparus x popMary 6a3 JaHHBIX CHCTEMBI JIEKTPOHHOTO ApXHUBa

MeTomuky OHEHKH Ka4ecTBa 3aTPYKEHHBIX JaHHBIX B CHCTEMY 3JIEKTPOHHOTO
apxuBa

IIpasuna HCIIONIB30BaHAS
CIENMATH3APOBAHHOTO
9JIEKTPOHHOTO apXHBa

IIEPCOHATBHBIX KOMIIBIOTEPOB %4
IIPOrpaMMHOI0 obGecnieuenus B CHCTEME

Cpoku BbIIONHEHH paboT ¥ HOPMBI BHIPAaGOTKH (POPMUPOBAHHUS U 3arpy3KH
00006IIEHHbIX IAHHBIX B CUCTEMY 3JIEKTPOHHOT'O apXHBa

TpeGoBanus oxpaHsl TpyAa

[TocmenoBaTeNbHOCT ACHCTBHH 1A
SNIEKTPOHHOTO apXHBa

3arpy3KH JAHHBIX B CHCTEMY

Tpebopanus 3akoHOmatenscTBa Poccmiickodi @emepaumu B 00macTH

00paboTKH, XpaHEHHs, paclio3HaBaHHS NEPCOHANBHBIX JaHHBIX H

KOHOGUIESHIMAILHOCTH HHpOopMaLuu
Jpyrue XapakTepuCTHKH | -
3.3. O6o6menHas TpyaoBasi GyHKIHS

PykoBoACTBO IpolLiecCOM CKAHUPOBAHHS,
Yposens
Haumernosanne | BBoZAA H 00pabOTKH JaHHBEIX B CHCTEME Kon C N 6
9JIEKTPOHHOTO apXUBa
glg:gl;);z):g;ﬁ;nonoﬂ OpHrusaI X 3aMcTBOBaHO H3
OpHTHHANA
Gynximy
Kon PerucTpaumoHHbli
OpHruHaga HOMEp
MPo¢eCCHOHAEHOTO
CTaHaapTa
BosmoskHEIe 3amecTHTeNb HaUAIBHHKa OT/ea (CIyKOBI, ZieapraMenTa) 10 CKaHHPOBaHHIO
HaUMEHOBaHHUA 1 00paboTKe JaHHBIX
JIOJDKHOCTEH, Havaneauk otena (cnyx05, feapTaMeHTa) 0 CKaHAPOBaHHUIO ¥ 06paboTke
nipodeccuit JaHHBIX
PyxoBoguTens otaena (Cimy 651, JeHapTaMeHTa) IO CKAaHUPOBAHHIO U
o0paboTke naHHBIX
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Tpe6GoBanus x
00pa3oBaHHMIO U
o0ydeHHIo

Briciee o6pasoBanne — 6akanaBpuar

WM

Bricmee o6pasoBanue (He npodmibHoe) — GakalaBpHaT U TONIOTHUTEILHOE
npodeccroHamEHOE 06pa3oBaHe — IPOrPaMMEI IPOdecCHOHANBHON
NEPeTOArOTOBKH 110 MPOGHITIO ASATEBHOCTH

WK

Cpeannee npodeccHoHaTbHOE 06pa30BaHie — MPOrPAMMBI HOATOTOBKH
CIIEL{HAIUCTOB CPEJTHETO 3BeHa

HIH

Cpenree npodeccHoHanbHOE 06pasoBaHue (He IPOGHILHOE) — IPOrPaMMBI
TIOATOTOBKY CHCHHAIUCTOB CPEAHETO 3BeHA 1 JOTONHUTENBHOE
npocdeccHoHaIbHOe 00pa3s0BaHHE — IPOrPaMMEI IPOHECCHOHAIBHOM
[EPeHOATOTOBKH 110 TPOMIIIIO AeSTeIbHOCTH

TpeGoBanus K OnbITY
IPaKTHIeCKo# paboTEI

He MeHee ofHOTO rosa BEINOIHEHAS paboT MO HOPMUPOBAHUIO H 3arpy3Ke
JAaHHBIX B CHCTEMY 3JIEKTPOHHOTO apXHBa NPH BeICIIEM 06pa3oBaHuH

He menee AByX JieT BBINOJTHEHUA paboT 10 GOPMHIPOBAHMIO H 3arpy3Ke
JIaHHBIX B CHCTEMY 3JIEKTPOHHOIO apXHBa IIPH CPEAHEM NpodeccHOHATBHOM
obpazoBannn

Ocobbie ycnoBus

JoIlycka K pabote
Hpyrue HomonaurensHoe npodeccHoHanbHoe 00pa3oBaHue — IPOrpaMMBbl IOBBIICHHS
XapaKTEePHACTUKH KBTHGHKAIHH

JIOHOMHHUTENEHbIE XapaKTePUCTHKU

Haumenosanue
JOKYMEHTa

HaumeHoBanue 6a30Bo# rpynmel, I0JDKHOCTH

Kon (upodeccun) WM CENAAITLHOCTH

OK3

1213 PykoBouTens B 06J1aCTH ONPEACICHAA IOATHKH U
[UTAHAPOBAHNS EATEITEHOCTH

EKC®

Hagansaek oTaena (3aBeAyIOMHIA OT/EIOM) apXHBa

OKIIATP

24705 Havaneauk otrena (GyHKIMOHAIBHOIO B IIPOYHX
001aCTIX AEATENHHOCTH)

OKCO

7.46.02.01 JloxymeHTanHoHHOe o6ecTieueHre ynpaBieHH 1
apXUBOBEJICHAE

7.46.03.02 JloxymMeHTOBeIcHHE U apXHBOBE/ICHHE

3.3.1. TpynoBas ¢pyuxums

Viupasnenne 1eSTeNbHOCTBIO 10 KOHTPOIIO Vpoens
Haumenopanne bynxmuoEApOBaH, BBOAA U 00paboTKH Kon | C/01.6 (mozypoBeHb) 6
JAHHEIX B CHCTEME 3JICKTPOHHOIO apXHBa Keanpnxauun
IIpoucxoxaeHue TPyAOBOI Opurmman X 3aMMCTBOBaHO M3
dynxmm __ | opurusana
Kon PeructpauyoHHBIi
OpHIUHAJIA HOMEDP
Npo¢eCCHOHAILHOTO
cTaHJapTa
Tpynossle nefictBus IpoBenecHre HHCTPYKTaXka HEpCOHAia MO TEXHONOTHH BLIIONHEHHA paboT u

Tpe6OBaHHAM K KadeCcTBY BLIIOJHEHHS paboOT B CHCTEME 3JIEKTPOHHOrO
apxmuBa
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OOGy1aenne mepcoHana BBOAy ¥ 0OpaboTKe JaHHBIX COTJIACHO TpeGOBaHHSM,
YCTAHOBJICHHBIM TEXHOJIOTHIECKHM DPETTIAMEHTOM B CHCTEME 3JIEKTPOHHOIO
apxuBa

KoHTpOIB COOTBETCTBHA BHIMONHAEMBIX pabOT 1o BBOAY M 06paboTke
JaHHBIX TPeOOBAHHAM, YCTAHOBICHHBIM TEXHOJNOTHYECKHM DETIAMEHTOM B
CHCTEMeE IEKTPOHHOTO apXHBa

Kontpons HOpM BHIpabOTKH BBOXA M 00pabOTKM JaHHBIX B CHCTEME
3JIEKTPOHHOTO apXHBa

BHeceHue H3MEHEHHIT B TEXHOJOTHYECKHH HpOLECC I JOCTHXKEHHUS
HaWIy4NINX DPEe3yNbTaTOB II0 BBOAY U 00paboTKe HaHHEIX B CHCTEME
SIIEKTPOHHOTO apXuBa

KOHCyJ'II;THpOBaHI/Ie COTPYAHHKOB II0 BOIIPOCaM TEXHOJIOTHIECKOTI0 IIpoIecca
U KaueCcTBa CKAHUPOBAaHWS B CUCTEMEC JJICKTPOHHOI'O apXnuBa

Ob6ecneuenne paGouHX MECT TEXHHIECKHMH CPEICTBAMH B COOTBETCTBHH C
TEXHOJIOTHIECKHMMH  TpPeGOBaHHAMH, YCTAHOBJICHHBIMH B  CHCTEME
9NEKTPOHHOIO apXHBa

Heo6xonumble yMeHHs

IMoms30BaThCA TMepcOHANBHBEIM KOMIBIOTEPOM JUIS BBOAA M 00paboTKH
JIAHHBIX B CHCTEME HJIEKTPOHHOTO apXHBa

IpoBouTe OOydYeHHE M HHCTPYKTaX INEpPCOHANA N0 (DYHKIHOHHPOBAHHIO,
BBOJY H 00paboTKe JAHHBIX B CHCTEME JICKTPOHHOTO apXUBa

Onpenenn'rb OINTHUMANIBHBIC MCTOAHWKH BBIIOJIHCHHSA pa60'r B CHCTEME
JJICKTPOHHOIO apxwBa A JOCTHXCHHUA 0003Ha9€HHBIX PE3YALTATOB C
MHHHMAIBHBIMH 3aTpaTaMu

CocCTaBiATE perjiaMeHThl, HHCTPYKIWH, TEXHHICCKAE 3aaHHs H TEXHUIECKUE
TpeGOBaHUS B CHCTEME JJIEKTPOHHOTO apXHBa

HactpamBath u 00CITyXXMBaTh CKaHHpYyIomee OOOPYAOBaHUE AJIS CHCTEMBI
9JIEKTPOHHOTO apXHBa

VYcranapnuBaTh nporpaMMHOE ofecrieyeHre M GYHKIHOHUPOBAHUSA, BROA
¥ 00pabOTKU JAaHHBIX B CHCTEME 3JIEKTPOHHOTO apX#Ba

Heob6xoauMeie 3HaHUS

HOpSU.[OK OpraHu3alyyi npouecca CKAaHUPOBAHUA U UHJICKCAUUU JOKYMEHTOB
B CUCTCME DJICKTPOHHOT'O apXHBa

Mertonuku 00y4eHHS H OLEHKH MEPCOHANA N0 GyHKIHOHUPOBAHHIO, BBOAY H
06paboTke JaHHEIX B CHCTEME JCKTPOHHOrO apXHBa

[TpoW3BOACTBEHHBIE  HOPMATHBBI  JUIL  COCTABIEHUS  PErNAMEHTOB
(YHKUMOHHPOBaHHS, BBOJa H 00pabOTKH NAaHHBIX B CHCTEME SJIEKTPOHHOTO
apxuBa

HOpSI,HOK HCIIOJIE30BAHHUA TIEPCOHAIBHOTO KOMITbIOTEPA Hu
COCHUAIU3NPOBAHHOI0 IPOTrPaMMHOTO obecnicuenus B CHUCTEME
JJICKTPOHHOI'O apXvBa

TpeboBanus oxpaHHI Tpyaa

OcnoBr! 3akoHOAaTenbcTBa Poceniickoit Menepanum B oGiacta 06paGoTKy,
XpaHeHHus, PacTo3HABaHMA NEPCOHANBHBIX NaHHBIX W KOH(HICHIHANBHOCTH
uHbOpMauun

JpyrHe XapaKTepHCTHKH
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3.3.2. TpynoBas ¢pynKmusa

Pa3paboTka T0KaIBHEIX HOPMATHBHEIX aKTOB f v
| OBEHb
110 BOIIPOCAaM OpraHU3allMH IIporecca P
HaHMeHOBaHMe P p PoLt Kox | C/02.6 (nooypoBeHp) 6
CKaHHPOBAHHS B CHCTEME JIIEKTPOHHOIO KBATHUKALIH
apxXuBa
IIponcxoxneHue TpyaOBOHK Opuruman X 3auMCTBOBAHO 3
byHKIHH OpHryHaa
Kon PeructpanuoHHsit
OpHIHMHaNa HOMEp
Hpo(ecCHOHATBHOTO
CTaHpapTa
TpymoBrle neiicTBas Onpexnenenre moTpeGHOCTH B pa3paGOTKe JOKAIBHBIX HOPMATHBHEIX aKTOB H

MCTOIMYCCKUX TOKYMEHTOB B CUCTEME 3JICKTPOHHOI'0 apXHBa

IMogroToBka HHCTPYKIMH, pErIaMEHTOB, TEXHOJIOTHYECKHX KapT IO
OpraHu3alyy Npolecca CKAHUPOBAHMS B CHCTEME JJIEKTPOHHOTO apXuBa

Brecenne u3MeHeHHMI W YTOYHEHWH B MHCTPYKIMH, pErJIaMEHTHI,
TEXHONOTHYECKHE KapThl 0 OpraHU3aluy NPoLecca CKAaHNPOBAHHA B CHCTEME
SIIEKTPOHHOTO apXUBa

Heo6xomumele yMeHus | ITonb30BaThCst IEPCOHATBHBIM KOMIILEOTEPOM JUIS COCTABICHHA MHCTPYKIIHIA,
pErIaMeHTOB, TEXHOJOTHYSCKMX KapT 110 OpraHdsaldM  Ipoliecca
CKaHHUPOBAHHUS B CHCTEME JICKTPOHHOTO apXuBa

CocTaBIATh pernaMeHThl, HHCTPYKIMH, TEXHUYECKHE 3aJaHAs. U TEXHUYECKHE
TpeGOBaHMS IO BOIPOCAM OpraHH3allMH HpoLecca CKaHAPOBAHHS B CHCTEMeE
3JIEKTPOHHOTO apXMBa

OIITHMI/BI/IpOBaTB NPpOU3BOJICTBEHHBIE MPONECCHl CKAaHHPDOBAHUA B CHCTEMEC
JJICKTPOHHOT'O apXHuBa

Heo6xonumele 3nanust | [Topsaaok opraHp3anuy ImpolLiecca CKaHHPOBAHKS W HHIEKCALMH JOKYMEHTOB
| B CHCTEME IEKTPOHHOTO apXHBa

Ipou3BoACTBEHHBIE HOPMATHBHI U TOCTPOCHMA DErJIaMEHTOB Iponecca
CKaHHPOBAHMS M MHACKCALHH JOKYMEHTOB B CHCTEME 3JIEKTPOHHOTO apXyBa

IIpaBuna HCIONB30BaHHs CTIEIHATH3HPOBAHHOTO MPOrpaMMHOFO
obecriegenns i1 MpoLECCa CKAHMPOBAHWA H HMHJEKCAMA NOKYMEHTOB B
CHCTEME DIIEKTPOHHOTO APXHBa

TpeboBaHus oxpaHsI TpyJa

OcHoBHI 3akoHOzaTenbeTBa Poccniickoit Menepauuu B o6nacta o6paboTky,
XpaHEHUS, PACIIO3HABAHHS NEPCOHANBHBIX JAHHLIX M KOHOHICHIHANLHOCTH
uHbOpPMaHI

Jpyrue XapakTepuCTHKH | -
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3.3.3. Tpynosas ¢pynkuus

HaumenoBanue

Iporcxoxaenne TpynoBoit
GyBKIEN

Crpaterndeckoe IIIaHUPOBAHKE v
poBeHb
TMIOCTPOCHHE IPOIECCOB CKAHUPOBAHHUA, Kon | C/03.6 (nomyposes) 6
BBOJZIa U 00pabOTKH JAHHBIX B CHCTEME R S—
3JIEKTPOHHOIO apXHBa
Opurmman X 3avMCTBOBAHO M3
OpHIHHAIA
Kon PerucrpanuoxHslit
OpHrMHaIa HOMep
POQPECCHOHAIBHOTO
CTaHzapTa

Tpynoseie neficTBus

Bouenerwe TpeGoBanuii  QYHKIMOHANBHEIX 3aKa39HKOB K  Ka4eCTBY
CKaHMPOBaHHU, BBOJIa H 00pabOTKH [JAHHEIX B CHCTEME HJIEKTPOHHOTO apXuBa

Opranmsanmys ¥ TPOBEACHHE TECTOBRIX pabOT M0 CKAHUPOBAHMIO I
BBISBIICHHSA CKPBITHIX OCOOEHHOCTEH TOKYMEHTOB M YTOYHEHHUs TpeGOoBaHHi K
pesyibTaTaM CKaHHPOBAaHMS, BBOAA M OGpaGOTKH MJaHHBIX B CHCTEME
3JICKTPOHHOTO apXUBa

®opmupoBaHre TpeGOBaHHN K COCTAaBY M KOJIMYESCTBY TEXHHUECKHX CPELICTB
M IPOrpaMMHOTrO oOecIedeHuns, HeOOXOMMMBIX Ul BBIIONHEHHS paboT 1o
CKaHHPOBAHUIO, BBOIy H 00pabOTKe NaHHBIX B CHCTEME 3JIEKTPOHHOIO apXuBa

ITomroToBka ¥ CcOrnacoBaHME TEXHUYECKOTO 3aJAHUS WIH TEXHHYECKHX
TpeGoBaHuil K CKAaHMPOBAHUIO, MHIEKcAIuy U (OPMHUPOBAHHMIO HTOTOBBIX 0as3
JJAHHBIX B CHCTEME JJICKTPOHHOTO apXuBa

Ompezenenne 1 pacdeT HOpM BHIpaGOTKH Ha KaXAblH BHI paboT B cHcTeMe
3JIEKTPOHHOT'O apXHBa

AHamn3 MOTPeGHOCTH B TEXHHYECKOM  OO€CIedeHHH  CpPEACTBAMH
CKaHHpPOBaHHs, BBOJA, 06pabOTKH NAHHBIX B CHCTEME EKTPOHHOIO apXHBa

Heobxonumele ymeHuUs

Ilonp30BaThCs MEPCOHANBHBIM KOMIBIOTEPOM JUIS IPOBEACHUA TECTOBBIX
paboT MmO CKaHHPOBaHHIO, BBOJa H 00pabOTKE HaHHBIX B CHCTEME
9JIEKTPOHHOTO apXHBa

Onpenensats TpeOOBaHHA K TEXHHYECKHM CPEACTBAM M MPOTPAMMHOMY
o6ecIeueHuIo 171 BEOIOJIHEHHA paboT 1o CKaHMPOBAaHHIO, BBOIY M 06paboTke
JIAHHBIX B CHCTEME DJIEKTPOHHOTO apXuBa

OI'ITI/IMI/BHpOBaTB TEXHOJIOTHIO Hu IIPOU3BOACTBCHHEBIC PO ECChI
CKaHUPOBaHHUA, BBOJA 06pa60TKH JIAHHBIX B CHCTEME JJICKTPOHHOI'O apXHBa

CocraBnars KBaTH(pUKALIOHHEIE TpeboBaHus K [epcoHaty,
06ecIIeunBaroIIEMy IIPOLECCH CKaHUPOBaHHS, BBOAA M 00pabOTKM JaHHBIX B
CHCTEME JIEKTPOHHOTO apXHBa

HeobxomuMele 3HaHuS

Tlopsimox OpraHM3alMM M TEXHONOIWs IIpoIecca CKaHHPOBAaHHS, BBOAA H
00paboTKH NaHHEIX B CHCTEME JIMEKTPOHHOTO apXHBa

HpOHSBOHCTBCHHI:Ie HOPMAaTUBBl NPOLIECCOB CKaHWPOBAHUSA, BBOJAA U
06p360TKH JAAHHBIX B CUCTEME JJICKTPOHHOI'O apXuBa

CocTaB ¥ KOJMYECTBO TEXHHYECKUX CpE€ACTB AJIA COOJIIONCHUS TEXHOJNOTHH U
KaQ4€CTBCHHOT'O BBINOJIHCHUA p860T 0 CKaHWPOBaHHUIO, BBOAY H oﬁpa6on<e
JIAHHBIX B CHCTEME 3JICKTPOHHOI'0 apXuBa

TpeboBanms X HOpPMaM BBIpaOOTKH IIPOLIECCOB CKaHHPOBaHHA, BBOJA H
06paboTKH TAaHHEIX B CHCTEME HJIEKTPOHHOTO apXHBa

TpeboBanus oxpaHsI TpyAa

OcHoBHI 3akoHOAaTeNbCTBA Poccuiickoii Penepanyu B o6nacTd 06pabOTKH,
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XpaHEHHs, paclo3HABAHMS IEPCOHANBHBIX NAHHEIX H KOHOHICHIMAILHOCTH
HHpoOpMaLHH

JIpyrue XapakTepuCTHKH | -

IV. CBegenns 06 opranuzanusx — pa3patoTunkax npodeccHOHANLHOTO CTAHAAPTA

4.1. OTBeTCTBeHHAs OPraHH3aLlHs-pa3paboTIHK

HIT «HaunonansHas acconyanus OpHUCHBIX CIIENUATHCTOB ¥ aAMHHUCTPATABHBIX PAGOTHUKOB», TOPOX
MockBa

Hupextop XmocueBa Jlrommuia [erposra

4.2. HanmMenoBaHHS OpraHH3alHii-pa3paboTInKOB

Hanponanpnas accounanns apxusuctos 1 genonpoussojureneii «HAIII APXHMB», ropox Mocksa

OOP «Poccuiickuii c0103 NPOMBIIUICHHHKOB H NpEeIIIPHHAMATENEH», ropox Mocksa

000 «Jlemoc Anbsanc», ropox Mocksa

000 «Cepsuc ceprudukammu», ropox Mocksa

000 «Cdepar, ropon Mocksa

NN B[ W=

000 «llenTp 3xcnepTussl ¥ cepTuuKammn», ropog Mocksa

! O6mepoccuiickuit KIaccH(pUKATOp 3AHATHI.

2 ObuiepoccHiicKult KTacCH(UKATOP BUIOB SKOHOMUIECKOH IEATEHHOCTH.

3 O6mepoccuiickuit kmaccupuratop npodeccuit paGouNX, TOMMKHOCTEH CITyXAIKMX  TAPHPHBIX Pa3PAZIOB.
* O6mepoccuitckuit KIacCH(UKATOP CHELMATBHOCTEH TIO 06Pa30BAHHIO.

5 EXuHEIN KBATH(UMKAIMOHHbIH! CIPABOYHHK JOJDKHOCTEH PYKOBOIUTENEH, CIEUMANCTOB H CIIY)KAIHX.
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