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BBenenue

[IpakTrka 3aHMMaeT BaXKHOE MECTO B mpoiiecce oOydeHus. OHa sSBIsSETCS
HEOOXOJMMOW  COCTaBJIAIONICH  ydeOHOro  mporecca MpH  MOJITOTOBKE
crenuannucToB. Ee  OCHOBHBIM  HA3HAUGHHWEM  SIBIISIETCS  COJICHCTBHE B
dbopMHUpPOBaHUH Y CTYJIEHTA OCHOBHBIX MPEICTABICHUN O MPAKTUYECKUX YMEHUSX,
HEOOXOMMMBIX JIJII  OCYIICCTBJIICHHS HEIMOCPEACTBEHHOW MPOQeCCHOHATBHON
NEATEeNIbHOCTU B Oy TyIIEM.

L{enstMu PAKTUKH SBIISTFOTCS:

—  TIOBBIIICHHE KAYECTBEHHBIX XapaKTEPUCTHUK MPOQPeCcCHOHATBHON

IMOATOTOBKH CTYACHTOB,

—  npuoOperenue . 00ydarOIUMUCS MIPAKTUYECKUX HAaBBIKOB,
~the-distanee:ry-
|

dbopMupoOBaHUE Y CTYJICHTOB HEOOXOAUMBIX MOPAIbHO-HPABCTBEHHBIX

8(912).742-90-12 .

npodeccrHoHaTsHOMY CaMOCOBEPIICHCTBOBAHUIO.

iInfo@the=distance.ru

CIIEIMAIBHOCTH;
—  UCIOJIb30BaHUE MOJIYUYECHHBIX B YU4eOHOM 3aBEICHUH TEOPETHUUYECKUX
3HAHHUU B MPAKTUYECKOU JIESITETbHOCTH;
—  MOTPYyXXEHHE B  MPAKTUYECKYIO  ACATEIBHOCTh  OpPraHU3allNH,
dbopMHupoBaHE HABBHIKOB PabOTHI B KOJJICKTHBE, PEMICHUS TEKYIIMX TPYIOBBIX

3a1a4 U T.J.



OcHOBHAaA 4acTh

MyHuiunanbHbelii  apxuB  (apxuBHBIM otTnen) MO B cBoeil AesTeNbHOCTH
pykoBoacTtByercs Koncrurynuein P®, 3akononarensctBom PO, 3ak0OHOAATEIBHBIMU U
HOPMAaTUBHO-IIPABOBBIMU aKTAMH PETHMOHA, MECTHOI'O CaMOYIPABJICHUsA, CIIELIUAIBHO
ynosHomoueHHoro IlpaButensctBom P® denepanbHOro opraHa HMCIOTHUTEIbHON
BJIACTH, MOJOKEHUEM O MyHULMIIAIBHOM apXUBE (APXUBHOM OTJIETIE).

OCHOBHBIMHM 33JJa4aMU ApXUBA OPraHU3ALMU SIBIISIOTCA:

— KOMIUJIEKTOBAaHUE apXHWBa JIOKYMEHTAMH, COCTaB KOTOPBIX MPELYCMOTPEH
MOJIOKEHHEM 00 apXuBE;

— y4eT U 00eCrieYeHHEe COXPaHHOCTH JTOKYMEHTOB;

— CO3/IaHNe HAYYHQ-CIPABOYHOTO armapara K JOKyMCHTaM apXHBa,

Hstanee-ru

— MOATOTOBKA W TMepefadya JOKYMEHTOB, OTHOCSIIUXCSA K ApXuBHOMY (GOHIY

CUIfK paflu MOCTYAH a eHI/I CTCT OKaMu U
o —
OOBRH , Yer JICHBI Oh CITy #§00, OCCUH U
OpraHaMiu ymnpaBJ€HHUs apXUBHBIM JIeJIoM cyObekToB Poccuiickoit denepanuu.
H

@thezdistance . ru-

— BEJIET CIIMCKU OpraHU3alui U CTPYKTYPHBIX MOAPA3AEICHUNA OpraHu3alun —

HMCTOYHUKOB KOMILJIEKTOBAHUS apXUBA;

— NPUHUMAET YIOPSJAOYEHHbIE JOKYMEHTBl CTPYKTYPHBIX MOAPA3ACICHUN
OpraHu3allii U OPraHu3aluil — ICTOYHUKOB KOMIUIEKTOBAHUS apXUBa;

— YYHUTBIBAET U 00ECTIEUNBAECT COXPAHHOCTh MPUHATHIX B aPXUB IOKYMEHTOB;

— CO3JaeT U MOJAEPKUBAET B aKTyaJbHOM COCTOSIHUM HAy4HO-CIIPaBOYHBIN
anrmapar K JIOKyMEHTaM apXuBa;

— opranuzyer  MH(GOPMAIIMOHHOE  OOCIY)KMBAaHME  PYKOBOJIUTENEH U
CTPYKTYPHBIX  TOJPA3ACIICHUIl  OpraHU3allid, OCYUIECTBISIET  HCIOJIb30BaHUE

AOKYMCHTOB II0 3aIipocamM opraHmauHﬁ W YaCTHBIX JIMI, B TOM YHCJIE COLHMAJIbHO-



IPaBOBBIM 3aIlpocaM I'paKJlaH, BEJET YUET U aHaJIU3 UCII0JIb30BAHMUS;

— OPOBOJUT  OKCHEPTU3Y  LEHHOCTM M  OCYILIECTBISIET  KOMILIEKC
OpraHU3alMOHHBIX M METOAMYECKUX MEpPONPHUATHNA IO Iepenadye JOKYMEHTOB Ha
NOCTOSIHHOE XPaHEHUE;

— OCYIIECTBIISICT MPOBEPKY MPABUILHOCTH (HOPMUPOBAHHS U 0HOPMIICHHS JCIT
B CTPYKTYPHBIX THOJAPA3ACICHUSX OpraHu3aluii W JAPYrux OpraHu3alusx —
VMCTOYHUKAX KOMIUIEKTOBAHMS;

— OpraHusyer paboTy MO COCTaBICHUIO HOMEHKJIATYPHI JIe]l OpraHu3allly;

— OKa3bIBAET METOAMYECKYID U IPAKTHYECKYI0 MOMOIb CTPYKTYPHBIM
noJipa3/ieJICHUsIM B paboTe ¢ JOKYMEHTAMH;

— Y4acTBYeT B pa3pabOTKe HOPMATHBHBIX U METOJMYECKUX JTOKYMEHTOB I10
apXMBHOMY J€Jly U TOKYMEHTAlHOHHOMY O0ECIIeUeHHIO YTIPABIICHUS;

— y4acTBYeT B MpOBEeACHMY MEPOIPUATUI 10 TTOBBIMICHUI) KBaIW(pHUKAIUN
pPaOOTHUKOB apXWBa M CIYXObl JTOKYMEHTAlMOHHOTO OOECNEYeHUs! YINpaBIEHUs, B
TOM YUEIIE B OPraHU3ALUSX + UCTOYHUKAX KOMIUIEKTOBAHUS apXUBa:

ApXUBHBI OTIEA==MMEET CBOI CTPYKTYpHYIO< OPEaHHU3ALNIO: (3aBEIyIOIas
apXvBa W TMOJUYUHSIONIMECS €l CHEeIUaIUuCThl B COCTaBe MITH 4eaoBeK. DYHKIMU U
JOJDKHOCTHBIC | 00sA3aHHOCTH.. \COTPYTHUKOB, apxvBa. MHOJHOCTHH).  COOTBETCTBYIOT
JTOJKHOCTHBIM MHCTpYKIUAM (cM. [Ipunoxenne A u [Ipunoxenue b).

Hanuare KoMIbI0TepHOM TEXHUKH B YUPEKIESHUN MOKHO YBUIETH B Tabnuiie 1

Tabmuua 1 — O6ecneyeHne Oprauu3aluy KOMIbIOTEPHON TEXHUKOMN

KomnnuecTBo KommuecTBo Hroro
KOMITBIOTEPOB Kjlacca KOMITBIOTEPOB Kjiacca
Hke Pentium 4 Pentium 4 u BbI11IE (U
AQHAJIOTUYHBIX )
2(0) 3(D S(D)

B apxuBHOM OTI€51€ UMEETCS 5 KOMIIBIOTEPOB, B T.4. TakKe UMEIOTCS B HAJIMUUU
2 mpuntepa hp LaserJet 1005 series u hp LaserJet 1020 series, 2 npuHTepa Samsung

ML-1615 u 1 ckanep BENQ scanner 5150 C.



B 2016 roxy umeromuecss KOMIbIOTEPHI OBLIN MOJKIIOYEHBI K ceTH VIHTepHeT u

O6’[>CI[I/IHCHBI B JIOKAJIbHYIO CE€Th, TAKKC ObLIa YCTAaHOBJICHA JJICKTPOHHAsA Imo4Ta.

OdopmiieHne nen TPOBOIUTCS PAOOTHUKAMHU CIYKOBI JTOKYMEHTAIIHOHHOTO
oOecIieyeHusl yNpaBJICHUS apXWBa, B OOS3aHHOCTH KOTOPHIX BXOAMT 3aBEJCHUC U
dbopMupoBaHUE JENI, TP METOAUYECKONM TOMOIIM ¢ IO KOHTPOJIEM apXuBa
opraHu3anyd. B 3aBHCUMOCTH OT CpPOKOB XpaHCHHS IPOBOJIUTCS TIOJIHOC WIIH

JacTHYHOE 0(pOpMIICHHUE JCII.

[TomHomMy odopMmIiIeHHIO MOJIeKAT Jieja MOCTOSHHOTO, BpeMeHHOTo (cBbImie 10
JIET) XpaHEHUS U TI0 JINYHOMY COCTaBY.
[TonHoe odopmiteHre Jen npeaycMaTpruBaeT:

1) TDoAMMBKY WU MEpeIIeT Jea;
HYMEpanK 0 a;
2=JIStance.ru
X n
COCTaBJICHHUE, B HEOOXOAUMBIX CIIy4asix, BHyTPEHHEN OMUCH IOKYMEHTOB;

L912) 742
info@the-distanee ru-

0(POPMIICH Mm@ 1yCKACTCSI HE MPOBOJUTH CHUCTEMATHU3AIMIO JOKYMEHTOB B JEI€,

33U TBI JOOJIOMKHM JCJIa
|

fexca nefa

V)
b

HUX 1aT

JUCTHI JieJla HE HYMEpPOBaTh, 3aBEPUTEIbHbIC HAAMUCH HE COCTAaBIAThH. JIOKYMEHTHI,
COCTaBJISIIOIINE JIea, IMOJIIMBAIOTCA Ha YEThIPE MPOKOJa B TBEPAYIO OOJIOKKY M3
KapTOHA WIH MEPEIIETAI0TCS C YYeTOM BO3MOKHOCTH CBOOOJHOTO YTEHHUS TEKCTa BCEX
JIOKYMEHTOB, JIaT, BU3 M pe3oitoluid Ha HuX. [Ipu moaroroBke Jen K MOJIIWBKE
(meperuieTy) MeTaJUIMUECKUE CKpervieHus (OyJaBKW, CKpPENKH) U3 JOKYMEHTOB
YAQISIIOTCSL.

[Ipy HaMM4MKU B JIeJie HEBOCTPEOOBAHHBIX JIMUYHBIX JTOKYMEHTOB (YI0CTOBEPEHUM
JUYHOCTH, TPYJIOBBIX KHHM)XEK, BOCHHBIX OWJIETOB) 3THU JIOKYMEHTHI BKJIAQJIbIBAIOTCS B
KOHBEPT, KOTOPBIA MOAUIMBAETCA B J1€J10. B KOHIIE KaXXI0TO Aea NOAIIMBACTCS YUCThIN

OJIaHK JIMCTa-3aBEPUTEINs, a B Hadaie Jena (Uil ydera 0co00 IIEHHBIX JTOKYMEHTOB) —



OJlaHK BHYTpEHHEH OIMUCHU JTOKYMEHTOB JIela.

B nensx oOecrieyeHusi COXpPAHHOCTH M 3aKpEIJICHUS MOPSAKA PACIOIOKEHUS
JOKYMEHTOB, BKJIIFOUEHHBIX B JI€J0, BCE JIUCTHI 3TOTO Jea (KpOME JIUCTAa-3aBEPUTEIS U
BHYTPEHHEH OMHUCH) HyMEpYIOTCS apabCckuMu LudpamMu BaJoOBOM Hymepalueil B
paBOM BEpPXHEM YNy JIUCTa MPOCTHIM KapaHJalloM WM HyMmepaTopoM. JIMcTsl
BHYTPEHHEHN OIKUCH JOKYMEHTOB JI€JIa HyMEPYIOTCS OTAENBHO.

JIucThl 1en, COCTOAIIMX M3 HECKOJbKUX TOMOB WJIM 4acTed, HyMEpylOTCs IO
KOKJIOMY TOMY WJIA TI0 KXo 9acT oTaenbHo. CrokeHHbIN JmucT (popmarta A3, A2)
pa3BOpavYMBAETCSl U HyMEPYETCsl B MPaBOM 4acTH BepXHeEro mnoiig iucra. [Ipu sTom nuct
moboro ¢opmara, MOAIIMTHIA 32 OJWH Kpaid, HyMepyeTcs KaKk OJWH JIUCT; JIHCT,
CJIO’KCHHBIN U MOJIIUTHIN 32 CEpeANHY, MOAJICKUT MEPEIINBKE U HyMepyeTcs Kak OJ1H

muct. IlogmmTeie B p1(SA) (V) KOI—{BGpTBI C BJIOXKCHUAMU HYMCPYIOTCA; IIPpU 3TOM BHAYAJIC

; | gt apﬂb@.@m e worome »
KOHBepTe. OIILIUTHBIC CJI0 10 y HTBI C C CT HH.OI/I H epaIJ;Heﬁ JIUCTOB
pryiota HE}g U MO YVAD cst OPSI/IE4 VGPGOXPAHSITE
@ TBG%}Q&&Z:}H OZAQ;E Moﬂx«e sl JINCTOB B
nene.

Infa@the-gistancerru:

YCTaHOBJICHHOU (hopMe, B KOTOPOH YKa3bIBalOTCS U(PPaMU U MPOMUCHIO KOJIHMYECTBO

HYMEp QH

MPOHYMEPOBAaHHBIX JIMCTOB  JIeJla, KOJMYECTBO JINCTOB BHYTPCHHEW  OIHCH,
OTOBapHUBAIOTCSI OCOOEHHOCTH HyMEpalluid HOMEPOB Jiesia (HATMYUe JTUTEPHBIX HOMEPOB
7ieNa, TPOIYIICHHBIX HOMEPOB, HOMEPOB JIMCTOB C HAaKJICCHHBIMHU (oTorpadusMu,
HOMEPOB KPYMHO(POPMATHBIX JIMCTOB, KOHBEPTOB C BJIOKCHUSIMH U KOJIHYECTBO
BJIOKEHHBIX B HUX JIUCTOB), a TaKXe YKa3bIBae€TCs HAIWYHWE B JeNie THUIOTPadCKUX
AK3EMIUTSIPOB OPOIIIOP C KOJIMYECTBOM JIMCTOB B HUX, €CJIM OHHU HE OBLTH OTMCUCHHI B
oO11elt BaJoBOM HyMepaIuu B Jelie.

JIuct-3aBepuTeNb Jiena MOAMMUCHIBACTCS €ro cocTaBuTeleM. Bee mocnemyromue
W3MEHEHUS B COCTaB€ M COCTOSHUU Jena (TMOBPEXIACHHUS, 3aME€Ha TOJJTMHHBIX

,IIOKYMCHTOB) OTMCYHAIOTCA B JIUCTC-3aBCPUTCIIC CO CCBLIKOM Ha COOTBGTCTByI-OHlI/Iﬁ aKT.



3anpemniaeTcsi BBIHOCUTH JIMCT-3aBEPUTENh Ha OOJIOKKY JieJla WM YUCThIA 000pOT JnucTa
MOCJICTHETO JIOKyMeHTa. Eciu 7e/mo MoAIMTO WM TeperuieTeHo 0e3 OjaHka JMcTa-
3aBEpUTENIS, OH HAKJICWBACTCSA 3a BEPXHIOI YaCTh JINCTa HAa BHYTPEHHEH CTOpOHE
00JIOKKH JIela.

OO6yokKa Jiefla TOCTOSIHHOTO, BpeMeHHOro (cBoiie 10 JjieT) XpaHeHus u 1Mo
JUYHOMY COCTaBY COCTABIISIETCS U 0(hOPMIISIETCS TIO YCTaHOBIIEHHOM (hopMe, B KOTOPOU
YKa3bIBaIOTCS HAWMEHOBAaHHWE OpPTraHU3allMHM, CTPYKTYPHOTO IOIPA3ACICHUS, WHICKC
7ieNa, apXuBHBINA mudp Aena, Homep aena (ToMa, 9acTh) Mo TOJA0BOMY pa3zeily CBOIHOU
OIIHCH JIEJI, 3aT0JIOBOK Jea.

Ha o00moXKke gem IMOCTOSHHOTO XpaHCHHS MPEAyCMAaTPUBACTCS MECTO IS
HAaWMEHOBAaHUS TOCYJapCTBEHHOTO apXWBa, B KOTOPBIM Jea OpraHu3aiuu OyayT
MPUHSATHL, 0003HAUYCHHUS ama. rocyJapCTBEHHOTO apXUBa U OpraHU3AIIMH.

rheega r eanﬂ H I/Ir oMBHKIATYpBI  Z1ET

| o
OpraHu3alu, corjiaCOBaHHO OKCIICPTHO-1IPOBCPOYHOHU KOMHUCCUCHU

'® BETC ergga 0y e HEO CITY Y4TX gF™Qar0JI0BOK
EHO)ATC ygeq;l :EMG np7%<4;2ngDB-re cyfasix, Korma
JIETI0 COCPOUT M3 HECKOJBK#AIX TOMOB (4YacTeil), Ha OOJOXKKY Ka)XJgoro ToMa (J4acTH)
- f c@ t‘ho erna vﬁi.o a C I1o HQCThb
INLO g=drstance.ru
T B 1 or a . m
Ha o06moxke jaenma ykaspIBalOTCS apaOCKUMH IudpaMy KpailHHUE JIaThl Jeina —
rof(el) 3aBENCHUS W OKOHYaHWA Jena. Eciu B €m0 BKIIOYEHBI JOKYMEHTHI
(MpUnOXKEeHUs U T.I1.), 1aThl KOTOPBIX BBIXOJAT 332 KpallHUE NAThl Jieja, TO MOJ JaTaMu
7iena, ¢ HOBOM CTPOYKH JeiaeTcs 00 9TOM 3amuch: "B Jieje UMEIOTCS JOKYMEHTHI 34 ...
rof(s1)". JlaTel Jena MOTYT HE YKa3bIBaThCs Ha OOJIOXKKE JEN, COJEpIKaIuX TOJOBBIC
TJIaHbl M OTYETHI, TaK KaK OHU OTPAXKAIOTCS B 3ar0JIOBKAX JEJI.
KpaiitHumMu nmatamm nen, coaepiKalux OpraHU3aIllMOHHO-PACTIOPSIUTENHHYIO,
TBOPYECKYIO ¥ MHYIO JOKYMEHTAIUIO (TIPOTOKOJIBI, CTEHOTPAMMBI, TUCHhMA, JOKJIAbI U
T.J.), JUIS KOTOPBIX TOYHAas JAaTHPOBKA HMMEET BaKHOE 3HAUYCHHUE, a TakKxke e,
COCTOSIIIIUX W3 HECKOJIBKMX TOMOB (4YacTei), MPOCTABISIOTCS KpalHUE JaThl

OHOKYMCHTOB [¢Jia, T.C. HaTbl PCTUCTPALIU (COCTaBJIGHI/Ifl) CaMOro paHHEro u CaMoro



MO3JHEr0 JIOKYMEHTOB, BKJIIOUCHHBIX B Jeio. Eciom  genoM  sBiseTcss KypHall
perucTpanuyd TpPUKA30B, PACHOPSDKEHUHW W T.M., TO JaTol Jena OyayT TOYHBIE
KaJICHJapHbIC 1aThl IEPBOM U NOCIEAHEN 3anucen B )KypHaie. Kpalinumu naramu nena,
COJIeprKalllero MPOTOKOJIbI 3aCEIaHUM, SBIISIFOTCS IAThl YTBEPKACHUS (1J11 TOKYMEHTOB,
KOTOpbIE YTBEPXAAIOTCSA) WM COCTABJIEHHUS MEPBOrO W TOCIETHEr0 MPOTOKOJIOB,
COCTaBJISIIOIIMX Jes0. KpallHMMH JataMu JIMYHOTO JIeNia SABJSIOTCA JAThl HOANUCAHUS
IpyuKaza O MNpUEME M YBOJBHEHUU JIMIA, HA KOTOPOE OTO [EJI0 3aBEICHO.
OO0s3aTeTbHBIMU PEKBU3UTAMH OOJIOKKHU JIeNia SBIISIOTCS KOJWYECTBO JIUCTOB B JIETIE,
KOTOpPO€ MPOCTABIISIETCS HA OCHOBAHUM 3aBEPUTEIBHOM HAIIHUCH Ji€Jla, U CPOKH
XpaHeHus Jiena (Ha JAesiax MOCTOSHHOTO XPaHEeHUS TTUIIETCS: « XPaHUTh TTOCTOSTHHOY).
Y4€r 1OKyMEHTOB B apXMBE OPraHU3ALUU — 3TO ONPEJCICHUE UX KOJNYECTBA U

cocTaBa B YCTAHOBJIEHHBIX eAMHMIIAX Yyu€ta © ¢ukcauus (perucrpaius)

[ |
anHa;teh mdul$ltia;ﬂe@$y Wleley 1 obmero ux
. | |
KoJIMyeCrBa B YCTHBI ,Z[OKy CHTAaXx. (0)1§ yLI HbI ,Z[OKYMG TOM IIOHUMACTCA

C MEH aHgBI 7\ i) , " VIOIGPmN, 7%
osl)aecBo TgcTaf nfoctdhnne fhp 1xgM10 g
JOKYMEHTIOB B apXuUBe OPr4HU3AIMM SBISETCS OIHHUM K3 CPEICTB OOECICUEHHUS HMX

iInfo@the=distanceror:

MMPpOU3BOAUTCA IIYTEM IIPHUCBOCHHUA APXHMBHBIM JOKYMCHTaM (C,HI/IHI/IIIaM yqéTa,

TYTUICHUE, bIOBITHE,

mrnikx gbéra. Yuér

CIMHUIIAM XPAHEHUST) YUETHBIX HOMEPOB, SBIISIFOITUXCS YaCThI0 apXUBHOTO THdpa.
ApxuBHbIid mUpp — 0003HAYECHUE, HAHOCUMOE Ha KKYIO CAMHUILY XPaHEHUS C
1eaplo obecrieueHus ee y4uéra W uAeHTU(UKAIUU. ApPXUBHBIA MHUEGP COCTOUT U3
HOMEPOB: apXWBHOTO (OHIA MO CIUCKY (DOHIOB apXwBa OpraHU3AIMHU U 4Yepe3 IpoOb
Mo cnucky (OHAOB TOCYJapCTBEHHOTO AapXWBa, HCTOYHHUKOM KOMILUICKTOBAHUS
KOTOPOTO SIBJISICTCSI OpraHW3allus, OMWCH, SAUHUIBI XpaHeHUs. Homep apxXuBHOTO
dboHma TpHCBAMBAETCS TOCYAAPCTBEHHBIM apXWBOM Tocie O(OpPMIICHHS TEPBOTO
MOCTYIICHUST JIOKYMCHTOB OpTraHHM3allid Ha TMOCTOSHHOE XpaHeHue. OCHOBHBIMU
eAMHUIIAMHU y4éTa JOKYMEHTOB HE3aBHUCHUMO OT BHJIa HOCHUTENS, CIOCO0a M TEXHHUKHU

3aKpPCIINICHUA I/IH(i)OpMaHHI/I SABJIAKOTCA: apXHBHBIﬁ (i)OHII, ApXHUBHAA KOJUJICKIMA,



€IMHULIA XPAaHEHMUS.

Eaununa xpanenust — ¢puznuecku 000coO0JEHHbIE JOKYMEHT WJIM COBOKYITHOCTh
JOKYMEHTOB, UMEIOIINE CaMOCTOATEbHbIE 3HaUeHHe. EAMHNIAa XpaHEHUs! TOKYMEHTOB
Ha OyMa)KHOM OCHOBE (ZIeJI0) COBOKYIIHOCTH JIOKYMEHTOB, OTIEJIbHBIM JOKYMEHT,
3aKJIIOYEHHBIE B 000COOJIEHHYIO 00JIOKKY, TANKY.

Y4ér NOKyMEHTOB B apXWMBE CTPOUTCS HA OCHOBE COOJIOJEHHS MPHUHIIMIIOB:
LHEHTpaIU3al[MU, BBIPAXKEHHOW B MPUMEHEHUU €JIMHBIX CAUHMI] y4€Ta; YHU(PUKALNHU,
OCHOBaHHOM Ha COOJIOCHUM MPEEMCTBEHHOCTH YyU€Ta apXMBHBIX JTOKYMEHTOB Ha BCEX
CTanusx pabOThl C HHUMH; JAUHAMUYHOCTH, OOECIEUMBAEMONl CBOEBPEMEHHBIM MU
OMEpPAaTUBHBIM BHECEHUEM HW3MEHEHUN B YUYETHBIE JOKYMEHTBI WM COCTaBICHUEM
HOBBIX YYETHBIX JOKYMEHTOB; MOJHOTHI M JOCTOBEPHOCTH yuéTa. B apxuBe Benmercs

IIGHTpaHI/ISOBaHHI)Iﬁ y‘{éT (.)KYMGHTOB B KaXIOM XpaHWJIHNIIC, OCYIH€CTBHHGMBIﬁ

comy iy I.I$Kth ﬂ”@@ ru

Jyri apRiBa - OSCIUIATHDIE, 1t JTO0O0H KUTEIb TOPOAA MOXKET OAATH 3aMPOC B
y ™ bl ApprR. MIPFEN0ROPM s 3a H yKaspgga JIAYHBIE
51171 an, M 3 p0¥4 (ZMQ @ HU;[4 Qieﬂnﬂ o

BOIIPpOCa COOCTBEHHOCTH IIpu cebe HaJ0 HMCTb: KOIIMIO IIaCIIOpTa, KOIIMIO

info@the:distance.ru:

BOIIPOCY — NACIOPT, TPYIOBYIO KHUXKKY U KCEPOKOIHIO TPYAOBON KHUKKH IO JAHHOMY

MPEAIPUATHIO.

Bce 3ampocel npuHrMaroTcs pabOTHUKaMM apXuBa B IIPUEMHbIE Yachl, OOBIYHO B
neHb ObiBaeT 10 S50 3ampocoB TpaxaaH B NpUEMHbIE 4Yachkl. B ocTalibHOE Bpems
NPOU3BOJUTCS aHalu3 M ImepepadoTka 3alpocoB, IOCTE YK€ Mepexomar K
HEIMOCPE/ICTBEHHON 3ajjadye: TMOUCKY 3anpolineHHod wuHbopmanuu. Ilocne mnomauu
3asiBJICHUS] COTPYAHUKHA apXuBa MPUCTYNAIOT K MOMCKY 3alpOLIEHHON MH(pOpMaIuu:
OepeTcst ONUCh M0 TaHHOMY JIEJTy, UIIETCS HOMEp MOCTAaHOBJICHUS WM PaCHOpsKEHUS,
HAlpOTUB YKa3bIBAETCA HOMEDP Je€JIa TN€ 3TO MOCTAHOBJIEHUE WIIA PACIOPSIKECHHE
MMEETCs, IMOTOM B XPaHWJIMIIE MO TOMOONHCH HAXOAUTCSA HYKHOE JEJIO0 U yXKE B

HaﬁIIGHHOM ACJIC UINYT HYKHOC ITIOCTAHOBJICHHC WJIM PACIIOPSKCHUC M HAa OCHOBAHHWU

10



aToro odopmisiercs apxuBHas copaBka. [lo OKOHUAaHUM  KaXIOro Mecsma
MPOU3BOAMUTCS MOJCYET 3aMPOCOB 3a JAHHBIA MEPUOJ U OPOPMIISIETCA OTYET, KOTOPBIN
MIOTOM IepeAaeTcsi B AIMUHUCTPALIMIO TOPO/a.

DKcIepTr3a UEHHOCTH JOKYMEHTOB — 3TO U3YUYEHHE JIOKYMEHTOB HA OCHOBAaHUH
KPDUTEPHUEB HMX LIEHHOCTH B LENAX ONPENECICHUS CPOKOB XPAHEHUs JOKYMEHTOB H
0T0Opa X Ha MOCTOSIHHOE XpaHEHHE.

K kpuTepusiMm nponucxoxaeHusi OTHOCATCS: pOJIb U MECTO OPTaHU3ALUH B CUCTEME
rOCyJJapCTBEHHOI'0 YIIPABJICHUS WIM KOHKPETHOW OTPACIIH, 3HAYMMOCTD BBIIOJIHIEMBIX
eto (yHKIMM, 3HaueHHE (PU3MYECKOTO JHIlAa B >KU3HU OOIIECTBA, BPEMS M MECTO
oOpa3oBaHus JOoKyMeHTa. K KpuTepusm coaep:kaHusi OTHOCATCS: 3HAUMMOCTb COOBITHS
(sBEHUS), OTPAKEHHOTO B JIOKYMEHTE, 3HAYEHUE HMEIOLIEHCS B JOKYMEHTE

uH(opMalMu, MOBTOPEHUE HHPOpPMALUU JOKYMEHTa B JIPYTUX JOKYMEHTaX, BH]I

|
noxyMt HEL r@taﬂpﬁye B}Fiw 0CcOOeHHOCTEH
OTHOCATCA.: rﬁ ¢$uKcupoBaHUs nepeadll  COMepKaHNS, | yI0CTOBEPEHHS,
MmIIe KyMcHpemg I hu3 OO HUE.
8V | 1/1111/1 Ip, Bez[‘l:42ﬂ<9@ﬂHth2yMeHmB,

OT60py HHIOATOTOBKE K ICPCHa4YC HA ITOCTOSHHOC XPAHCHUC JOKYMCHTOB ApXPIBHOPO

info@the:distance:Tu

9K CO3JaCTCAd IIPUKA30M PYKOBOAHWUTCIISA OpraHu3alvyd MW3 YHuclia HauoOoJiee

KBaJM()UIIMPOBAHHBIX PAaOOTHUKOB B KOJIMUYECTBE HE MeHee Tpex yenoBek. B cocta OK

OpraHM3alMM B 00s3aTENIbHOM MOPSIIKE BKIKOYAETCS PYKOBOAMTEIb apXUBa WU JIUILIO,

OTBETCTBEHHOE 3a apxuB. IIpencemarenem DK Ha3zHauyaercs OOWH W3 PYKOBOISIINX

pabOTHUKOB OpPraHU3alluY, KypUPYIOIUNA BOIPOCH! AETONPOU3BOICTBA U apXUBa.
OcHoBHbIMHU 3a7a4amMu DK ABISIOTCS:

— OpraHm3anusi U IpoBEJICHHUE SKCIEPTU3bl IEHHOCTH JOKYMEHTOB Ha CTaJuu
JIENONPOU3BOACTBA IPU  COCTAaBJIEHWM HOMEHKJIATYpbl J€l1 U B  MpOIEcce
dbopMupoBaHUs JICT;

— OpraHm3anusl U IpOBEICHHUE SKCIEPTU3bl HEHHOCTH JOKYMEHTOB Ha CTa Uy

IIOATOTOBKH HUX K IICPCAAUC B APXUB OPraHU3aln;

11



— OopraHu3anus U NpoBefeHre oT0opa U MOJArOTOBKU JTIOKYMEHTOB K Mepeaaue

Ha MIOCTOSIHHOE XPAaHEHUE B FOCYJaPCTBEHHBIN MM MyHULMIIATbHBIA apXUB.
OcHoBHbIMH PyHKIMSIMU DK SBISIOTCS:

— OpraHu3anus eXeroJHoro oToopa Jen sl XpaHEHUs U YHUUTOXKEHUS;

— PAacCMOTPEHUE U BHIHECEHUE HA YTBEPKICHHUE U COTIIACOBAHUE C SKCIIEPTHO-
npoBepouHor komuccuer (DIIK) apXuBHOTO yupexJieHHsS MPOEKTOB HOMEHKIATYP
Jel OpraHu3aliM, OMHCEH JIeNl TMOCTOSHHOTrO W BpemeHHoro (cBeime 10 Jer)
XpaHEHHMs], B TOM YHCJIE 10 JUYHOMY COCTABY, AKTOB O BBIIEJIECHUU K YHHUUYTOXKCHUIO
JeN, HE MOJIEKAIUX XPAHEHUIO;

— NOJATOTOBKA M BbIHECEHME Ha paccMoTpeHue JIIK apxuBHOro yupexneHus
NPEAJIOKEHU 00 U3MEHEHHH CPOKOB XPAHEHUS OTIEIbHBIX KaTeropuil TOKYMEHTOB,

YCTaHQBICHHBIX IICPCUHSANE U 00 NpcacJICHNN CPOKOB XPAaHCHHUA HOKYMCHTOB, HC

1e-eHS1aNCce.r'u

— y4acTHE€ B TIOJIOTOBKE M PACCMOTPEHUU MPOEKTOB HOPMATHUBHBIX H

onufic yMCH 0 BOIFOCYN pHOOREI C @ MH r aluu.
| [ |
) o]l Tapus c e u Z padog b 0 Mepe

HeoOxomumoctu. 3acemanusi OK mportokomupyrorcs. [IpoTOkoiabl MOAMUCHIBAIOTCS

Infof@the=distance.ru-

BKCHepTI/IBa OCHHOCTH AOKYMCHTOB OCYIOCCTBJIACTCA CHKCTOAHO pa6OTHI/IKaMI/I

CIY>KObl ~ TOKYMEHTAI[MOHHOTO oOecredeHus: ympaBjieHuss coBmMecTHO ¢ OK
OpraHu3alid TOJ METOJUYECKHM pPYKOBOJCTBOM apxuBa. llpu mnpoBeneHun
AKCTIEPTHU3bI IIEHHOCTH JOKYMEHTOB B CTPYKTYPHBIX MOJpa3/IeACHUSIX OCYIIECTBISETCS
oTOOp Jei MOCTOSIHHOTO W BpeMeHHoro (cBbimie 10 Jjiet) XxpaHeHus ISl Tiepefadyu B
apXMB; OTOOpP AT C BPEMEHHBIMH CPOKaMH XPaHCHHS, IOJJICKAIUX XPAHCHUIO B
CTPYKTYPHBIX TMOJPA3ACIICHUAX; BBIACICHUE K YHUYTOXKCHHIO JCJ 3a MPEIbIAYIINe
roJibl, CPOKM XPaHEHHSI KOTOPHIX UCTEKJIU. [Ipu 3TOM OIHOBPEMEHHO MPOBEPSIIOTCS
Ka4eCTBO UM IOJHOTAa HOMEHKJIATYphI JIeJl OpraHu3aliu, MPaBUIbHOCTH OINPEACIICHUS

CPOKOB XpaHEHHUSs Jell.

12



OT60p TOKYMEHTOB MOCTOSIHHOTO U BpeMeHHoro (cBwimie 10 er) xpaHeHus
MPOBOAMTCSA IyTEM MOJUCTHOTO MpocMOTpa nei. He momyckaercss oT60p JOKYMEHTOB
JUISE XpaHEHUST W YHUYTOXKEHHUS TOJBKO Ha OCHOBAaHWU 3aroyioBkoB jaen. Cpoku
XpaHEHUsI JIeJI, COJEPIKAIIUX OCTaBINMUECS JOKYMEHTHI BPEMEHHOTO XpaHCHUS,
OTIPEIEISIFOTCS IO TIEPEUHI0 JTOKYMEHTOB C YKa3aHUEM CPOKOB WX XPaHEHUS WIH TI0
HOMEHKJIaType Jnen opranmzanuu. [logmmBka BHOBb CGHOPMHUPOBAHHBIX €I
MIPOU3BOAMTCS TOJIBKO TOCIIC 3aBEPIICHUS SKCTICPTHU3BI ICHHOCTH JJOKYMEHTOB.

[To pesynapTaTam SKCHEPTH3bl IIEHHOCTH JOKYMEHTOB B  OpTaHU3AINH
COCTaBJISIIOTCSI OTIMCH I TIOCTOSTHHOTO, BpeMEeHHOTO (CBbIme 10 JeT) XpaHeHUs U TI0
auaHOMY cocTtaBy. DIIK apXuBHOTO yupexaeHHUS YTBEPKIAACT OMKUCH JET MTOCTOSHHOTO
XPaHEHUSI M COTJIACOBBIBAET OMHCH JIeJ TI0 TUYHOMY COCTaBYy.

YKka3zaHHbIC OIMCH U aE(TBI pacCMaTpuBarOTCA Ha 3aCCHAHUN 9K OpraHu3anmun
OI[HOBt H %@II t b m 71 H(HF s | pyKOBOJUTEIIEM
OpraHu3aluy TOJBKO IIOCIC YTBCPKIACHUSI VQIB ro.yqpe €HHUs OIMUCEU IeN
OSTHHOT, AHAHUNIORJIIC D opga us C aBO q Th ACJIa,
8-{9-12) 742-90-12
| |
info@the-distance.ru
|

13



3akiiroueHue

[IpakTrka sBAsieTCS OOS3aTENBHBIM JTAallOM OOYYEHHUsS, OHA BBICTYMHAET
JIOTUYECKUM  MPOJODKEHHEM  Y4eOHOro mpolecca MW BaXHBIM — 3TaroM
po(ecCHOHaTBLHOM TOTOTOBKH CTICITHAINCTA.

B xo1e npoxoxaeHust MpakTUKK MHOM OBLIIM YCBOEHBI CIIEAYIONINUE OOIIHNE U
npodeccuoHaIbHbIE KOMIETEHIIUHN:

—  CIOCOOHOCTh TOHMMATh CYITHOCTh W CONMAILHYIO 3HAYUMOCTh CBOCH
Oynayiel nmpodeccuu, NposBIATh K HEM yCTONYHUBBIA UHTEPEC;

—  CIOCOOHOCTh  OPTraHM30BBIBAaTH  COOCTBEHHYIO  JCSTEIHHOCTb,

BBI6I/IpaTI) THUITIOBBIC MCTOAbI U CIIOCOOBI BBIMOJTHEHUS HpO(l)eCCI/IOHaJII)HI)IX 3ajJa4,

OIIEH b UX (P (PEKTUBHOCTH M KaYeCTBO;
Q) 0 b u 78 3ofanfie fHpOpMaLINH,
the-distance-ru

HeoOxomuMon g 3((EKTUBHOTO BBINOJHEHUS MPOPECCHOHANBHBIX 3ajad,

8(912)742-90-12...

II O(i)eCCI/IOHaIIBHOFO U JIMYHOCTHOI'O pa3BHUTHUA, 3aHUMATbLCA CaMOO6paBOBaHI/IeM u

@the-distance.ru

AJOCTUTHYTBIMHU, a 3ad49U1 — BBIIIOJIHCHHBIMHU.
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[Mpunoxenue A

JOJDKHOCTHAA UHCTPYKIUA

BCAYHICTO apXUBUCTA

1. OBIIME ITOJIOXXEHU
1.1. Hacrosmas I0/DKHOCTHAS WHCTPYKIHS OIpEAeseT O0O0sI3aHHOCTH,
IpaBa ¥ OTBETCTBEHHOCTH BEAYIIIETO apXUBUCTA.
1.2. Pemenne o0 Ha3HAYEHWM HA JOJDKHOCTH M 00 OCBOOOXKICHHHU OT

AOJDKHOCTH  IIPUHUMACTCSA T'CHCPAJIBbHBIM  AHUPEKTOPOM II0 MPCACTABICHHIO

HCIIO CTBCHHOI'O pYKO ORUTCIIA
tHe-distance:ruk wo
| ]

BhICIIeE TMpodecCHOoHAIbHOE 00pa30oBaHWE IO HAMpPaBICHUIO IOJTOTOBKHU

«HMBTOPHUKO-aXU CACHNCY, CHT pil| n
| |
HH@C CCYICUCHNIC HUD < YMCHT@BC c 141

APXUBOBCACHUC), CKHUCTOPUA u CTax pa6OTBI 10 HaIrpaBJICHUIO
I l |Y C

|
@ Ot h = r tavﬁ . u
| |
«CeTnaNLT pPHE MeHee | T0/1a, TP KBaJIR(UKALNK (CTEIIEHN) «OaKaaaBp» — He

MeHee 2 jeT 0o BeIciIee MPOodeCCHOHAIBHOES 00pa30BaHUE, JOMOJHUTEIBHOS
npodecCuoHaTbHOE 00pa30BaHKE IO HATPABIECHUIO MOATOTOBKH (CHEIIMATEHOCTH)
KUCTOPUKO-apXUBOBEICHUE»,  «IOKYMEHTOBEACHHE M  JOKYMCHTAIIMOHHOE
obecrieueHne yIpaBICHUN», «TOKYMEHTOBEJECHHUE M apXUBOBEICHUEY, KUCTOPUSD)
U CTaX pabOThl 10 HaIpaBiICHUIO TNPO(ECCHOHATBHOW ACATCIBHOCTH TPHU
KBaTMPUKAUKA (CTETICHH) «MAaruCTP» U «CICIHAIUCT» — HE MEHee 2 JIeT, MpHu
kBasnuKkanuu (CTeneHun) «0akanaBp» — HE MeHee 3 JieT.
1.4. Benymuii apXuBHUCT B CBOEN AEATEIBHOCTA PYKOBOJCTBYETCS:
— JIEUCTBYIOIIMMH HOPMATHUBHBIMH JIOKYMEHTaMH TI0 BOIIPOCAM

BBITIOJIHAEMON paboThI;

16



— yCTaBOM  OpraHu3alud, JIOKAJbHBIMH  HOPMATHUBHBIMH  aKTaMH
OpraHu3aluy;

— HACTOSILIEH JTIOJIKHOCTHOW MHCTPYKIMEH.

1.5. Beaymuii apXUBUCT JIOJKEH 3HATD:

— 3aKOHBl W HWHBIE HOPMATHUBHO-NPABOBbIE  akThl  Poccum,

perIaMeHTHPYIOIINE OTHOIICHUS B chepe apXUBHOTO JIea;

— HOPMATHBHBIE U METOJUYECKUE JIOKYMEHTBI, Kacaloluecs IeATeIbHOCTH
apXxXuBa;

— COCTaB M COJICp)KaHHWE KOMILJIEKCA JOKYMEHTOB apXHBa, CHUCTEMBI
XpaHEeHUs U KiIacCU(UKAIMKU apXUBHBIX TJOKYMEHTOB, XPaHSIIUXCS B apXUBE;

— HOPMATUBBI YCIIOBUM U PEKUMOB XPaHEHHS JOKYMEHTOB;

— BHUABI CIIPABOYHO-IIOMCKOBBIX CPCIACTB apXUBa,

the-gistance.ru
8yM(T(g:iE2 3”7”2]‘_“25i g@om_ ayIHleeHm,

CHOBBI JOKYMCHTAIMOHHOI'O oOecreyeHus YIIPABJICHUA

iInfo@thes=distance.ru

— TMpaBWjia M HOPMBI OXpaHbl TpyJa, TEXHUKH OE30MaCHOCTH U
IIPOTUBONIOKAPHOU 3aLUTHI.

1.6. Benymuii apXMBUCT HOJUUHAETCS HEITOCPEICTBEHHOMY PYKOBOJIUTEIIO.

1.7. Ha BpeMsi OTCYTCTBHS BEIyIIETO apXWBHUCTa (OTMYCK, OOJE3Hb U TP.)

€ro 00s3aHHOCTH HCIIOJIHSIET JIMIO, HA3HAYCHHOC B YCTAHOBJICHHOM ITOPSIKC.

2. JOJDKHOCTHBIE OBA3AHHOCTHU
Benymuii apxuBHCT 00s13aH:
2.1. YuacTBOBAaTH B:
— TOJATOTOBKE TPEIJIOKECHWA K MPOEKTaM IUIAaHOB PAOOTBI CTPYKTYpPHOTO

moApa3saACIICHUA apXHBa, B UX pCaJIn3alliu,
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— MPOBEJCHUM HAYYHBIX MCCIECJOBAaHUM M ITOATOTOBKE METOIUYECKUX
pa3paboOTOK MO HAMpPaBIEHUIO JESATENbHOCTU CTPYKTYPHOTO TMOApPA3ACIICHUS
apXuBa;

— BBISIBJICHUM, OKCIEPTU3€ ILEHHOCTH M OTOOpEe YHUKaIbHBIX U 0C000
LEHHBIX JOKYMEHTOB;

— paboTe 1Mo mpoBepKe HaIMUYUsA U (PU3MUECKOIO COCTOSHUS JOKYMEHTOB,
0oTOOpY MX JJIsl pecTaBpaluu, 1e3UHPEKINH, AE3UNHCEKIINH, TIEPEIUIETHRIX paldoT, a
TaKXKe TOKYMEHTOB C yracaroliMMH TeKCTaMU I CO3JaHUsI CTPaxoBoro GpoHma;

— yudeTe U pO3bICKe HEOOHAPYKEHHBIX JeT;

— BEJICHUU OCHOBHBIX YYETHBIX JJOKYMEHTOB apXUBa;

— COCTaBJIEHMM CIUCKOB OpraHM3alMii U (U3NYECKUX JIUL, SBIISIOIIUXCS
MCTOYHUKAMU KOMIUIEKTOBAHUS apXUBa;

th; Qull Yllsltaxﬁgg Bpfa' ude xparere;

| |
€HNH TOCYJIAapCTBCHHOIO yd4era YMCHTOB NPOQPUISA apxuBa,

CMCHO a (0) 3a111 CTO a OMILJIIGKT g, B
CAaMC MEHTOy§” Ha ROCTONHH HITeY M narnoypfruzanun

4APXUBO OpFaHI/ISaHI/Iﬁ HCTOYHHNKOB KOMIIJICKTOBAHMA,

iInfo@thexzdistance.ro

— paboTe Mo CO3/IaHUI0 U BEACHUIO KAaTaJoTroB U 0a3 JaHHBIX 1O JOKYMEHTaM

apXxuBa;

—  TeMaTH4ecKoW  pa3paboTke  (POHJIOB, TMOJATOTOBKE  CIPABOYHO-
MH()OPMAIIMOHHBIX W3AaHUN O COCTaBE U COACPKAHUU JOKYMEHTOB apXUBa;

— IMOJATOTOBKE MATEPHUAJIOB JJIsI PACCEKPEUNBAHNS APXUBHBIX JIOKYMEHTOB;

— BO BHEJAPEHUH B pabOTy apXWBa aBTOMATHU3UPOBAHHBIX APXUBHBIX
TEXHOJIOTHI;

— paboTe 1Mo aHAIM3y M YUYeTy COCTOSIHHUSI CIPAaBOYHO-TIOMCKOBBIX CPEJIICTB
apXxuBa;

— paboTe TO TPOBEACHHWIO WCCICAOBAaHUN B 00JIACTH WCIOJIb30BAHUS

APXUBHBIX AOKYMCHTOB, HN3YUYCHUIO HMHTCHCHUBHOCTH )41 3(1)(1)€KTI/IBHOCTI/I
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UCIIOJIb30BaHUs JOKYMEHTOB apXHBa;

— OpraHM3alii BBICTABOK JIOKYMEHTOB, TOATOTOBKE MaTepuagoB IS
NEPUONICCKUX U3IAaHUN U CPEJICTB MacCOBOM MH(MOpPMAITUH;

— TMOATOTOBKE K U3JIaHUIO JPEBHUX JIOKYMEHTOB, B pa3paboTke
METOJUYECKUX JOKYMEHTOB U KOHTPOJIE UX BHEAPCHUS;

— OCYUIECTBIIEHUH MEPONPUITUIN MO YKPBITUIO U 3BaKyallUH JOKYMEHTOB B
0COOBIH TTepHOo/, CIIACEHUIO JOKYMEHTOB B UPE3BhIUANHBIX CUTYaALIUSIX;

— o0ecrieueHUH  pabOThl  HKCHEPTHOM, METOAUYECKONW  (IKCIEPTHO-
IIPOBEPOYHOM, IKCIIEPTHO-METOUYECKON) KOMUCCUHN, KOHTPOJIE BBIMOJHEHUS HMX
pELIEHU.

2.2. CocTaBnsiTh OTUETHI O TIPOJICTAaHHOM padoTe.

2.3. KOHCYJIBTI/IpOBaTB 10 BOIIPOCAM, BXOJISIINM B €r0 KOMIIETEHIIMIO.

th e d $t‘§:ﬂo@ @orfi|Jorvermm

YCJIOBUU U PEXKNMOB XPAHCHUS JOKYM

{912)74290212

Bectu pa60T o ymnopsago4CHUIO TOKYMCHTOB OpFaHI/ISaHI/II/I )41

iInfo@the-distance.ru

dPXUBOB u CJ'IY)K6 ACJIOIIPONU3BOACTBA OpFaHI/ISaIII/Iﬁ — HNCTOYHUKOB

KOMIIJIEKTOBAHHS.

2.8. T'oroBuTh B LEISIX HHUIMATUBHOIO HH(POPMUPOBaHUS HHCbMa 00
UMEIOIIMXCS B apXHUBE TIOKYMEHTaX 10 ONpPeIeICHHON TeMaTHKe.

2.9. McnoyHATh NOCTyNAKe B apXUB 3aIIPOCHI PA3JIMYHOTO XapaKTepa.

2.10. Ob6ecnieunBaTh:

— o0cCy’KMBaHHE MOJIb30BATENEH B UMTAIBHOM 3aJi€ apXUBa, OCYLIECTBIATh
KOIIMPOBAHUE JTOKYMEHTOB 110 UX 3alpocaM;

— paOOTHUKOB apXHBa HAyYHO-TEXHUYECKON HH(DOpMaIUeH.

2.11.  OcymecTBisiTh  BBIABIEHHE W  OTOOpP  JOKYMEHTOB  JJif

JIOKYMEHTAIbHBIX myOJTUKaInid, apxeorpaguueckoe oopmieHuE u
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KOMMEHTHPOBAaHUE JOKYMEHTOB, YTE€HHME, NAaTUPOBKY M ONMCAHUE apXHMBHBIX
JTOKYMEHTOB.

2.12. CocraBiasTh Hay4HO-CIPAaBOYHBIA ammapar K JOKyMEHTaJlbHbIM
My OJIMKAITHASIM.

2.13. H3yyarp BHEWIHWE NPU3HAKA JIOKYMEHTOB, YCTaHaBJIMBATh WX
HOJUIMHHOCTb, ONPENENATh UX naneorpaduyeckue, S3bIKOBbIE M Jpyrue
OCOOEHHOCTH.

2.14. Oxa3blBaTh METOJUYECKYIO IMOMOIIb CTPYKTYPHBIM IMOAPA3ACICHUAM
apXvBa B BBIIOJHEHUN IUIAHOBBIX 33aJ@aHUW M IporpamMM, B IOATOTOBKE
OPEAJIOKEHU MO0  COBEPLIEHCTBOBAHUIO  METOJUYECKOrOo  oOecreyeHus

ACATCIIBHOCTH apXHBa.

the-distance.ru
8(912) 742-90-12"

Bnocuth MPCAIOKCHUA 110 COBECPIICHCTBOBAHNIO pa6OTLI CBSI3aHHOM C

Infa@the-distarice.ru

PYKOBOJUTENIO O HEIOCTAaTKaX, BBISIBJICHHBIX B IIPOIECCE HCIOJTHEHUS
JOJKHOCTHBIX 00SI3aHHOCTEM, U BHOCUTH MPEIIOKEHUS IO UX YCTPAHEHUIO.

3.4. TpeboBaTh OT PYKOBOJICTBA OKa3aHUsI COJCUCTBUS B HCIIOJHEHUH
CBOUX JOJKHOCTHBIX O0S3aHHOCTEH U MpaB.

3.5. 3ampamuBaTh JIMYHO WJIM YE€pPe3 HEMOCPEACTBEHHOTO PYKOBOJIUTEIS
uHpopMaMil0 ¥  JOKYMEHTHI, HEOOXOIWMbIC JJi1  BBIMOJHEHUS  CBOMX

JTOJKHOCTHBIX O0SI3aHHOCTEM.

4. OTBETCTBEHHOCTD
Benymmuii apXxuBUCT HECET OTBETCTBEHHOCT:

4.1. 3a HCHAJICKAIICC HCIIOJITHCHHUC NN HCUCIIOJTHCHHUEC  CBOHX
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JOJKHOCTHBIX ~ 00SI3aHHOCTEH, TMPEAYyCMOTPEHHBIX HACTOSIICH JOKHOCTHOU
MHCTPYKLIMEN, B  IpEeAenax, ONPENEICHHbIX JEHUCTBYIOIIMM  TPYIOBBIM
3aKkOoHOIaTenbCcTBOM Poccuiickon @enepanumu.

4.2. 3a HapylIeHHS, COBEPIICHHbIE B MPOLECCE OCYIIECTBICHUS CBOEH
NEATENIbHOCTH, B NPEAENAX, ONPEACIECHHBIX NECUCTBYIOIIUM AJIMUHUCTPATUBHBIM,
YIOJIOBHBIM U IPa)JaHCKUM 3aKOHOJaTelIbcTBOM Poccuiickoit @enepannu.

4.3. 3a npUYMHEHHE MaTepUalIbHOro yiiepda B mpejaenax, ONpeAesIeHHbIX
JNEUCTBYIOIIUM TPYAOBBIM M TPAXKIAHCKUM 3aKOHOAATEINBCTBOM Poccuiickoi

denepanum.

5. TIOPSIJIOK ITIEPECMOTPA JIOJDKHOCTHOM MHCTPYKIIMM

5.1. I[OJ'DKHOCTH&H I/IHCTI%KHI/IH nepecMarpmuBacTCia, HU3MCHACTCA U

~the=distance:ru-
8-{932)-74.2-90-T2 "
iInfo@the-distance.ru

Hpuaoxenue b
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JOJDKHOCTHAA MHCTPYKLMA

3aBEYIOIIET0 ApXHUBOM

1. OBILIUE ITOJIOXKEHUA

1.1. 3aBenyrominii apXMBOM OTHOCUTCS K KATETOPUU PYKOBOJUTEIIEH.

1.2. Ha mo/mKHOCTH 3aBEAYIOIIEr0 apXMBOM Ha3HAyaeTcs JIMIO, UMEIOIIee
cpennee npodecCuoHAIbHOE 00pa30BaHUe M CTaXX pabOTHI MO JETOTPOU3BOJICTBY
HE MEHee 2 JIeT.

1.3. Haznauenue Ha 1OKHOCTh 3aBEAYIONIET0 ApXUBOM M OCBOOOXKIEHUE OT
HEe MPOU3BOJIUTCS TPUKAZ0M PYKOBOIAUTENS YUPEKICHUS.

1.4. 3aBeayromuii apXuBOM JI0JI’KEH 3HATH:

OCTaHOBJICHUS, || PACTIOPSEKEHUSI, TPUKA3bl, APYIUE PYKOBOASIIUE U
-6~ SIaN Ce rFblwu-
paboThI apXuUBa;

8 (212).T742=90:12
| |
- 710 MyeHusil 0K , ux B, U

EHCTBYIOILYIO CUCTEMY HUX KJIaCCI/I(l)I/IKaLEI/II/I;

info@@the-distance.ru

- OCHOBBI OpPTraHU3allii IPOU3BOJCTBA, TPY/a U YIIPABJICHHUS;

- 3aKOHOJIATEJILCTBO O TPY/E;

- IpaBWJIa BHYTPEHHETO TPYIOBOTO PACIIOPSJIKA;

- IpaBWJIa U HOPMBI OXpaHbI TPYy/a.

1.5. B cBo€#l A€ATENBRHOCTH 3aBEAYIOIINNA apXUBOM PYKOBOJCTBYETCS:

- TIOJIO’KEHUEM 00 apXWBE MPEANPHUATHS,

- HACTOSIILIEN JOJKHOCTHOW MHCTPYKILIUEH.

1.6. 3aBeayroomniuii apxXuBOM OCYIIECTBIISIET PYKOBOJCTBO paOOTHUKAMU
apxuBa.

1.7. Ha Bpemsi OTCYTCTBHS 3aBEAYIOIIETO apXUBOM (KOMaHAMPOBKA, OTITYCK,
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00JI€3Hb, U TIp.) €ro O0S3aHHOCTU U TMpaBa MEPEXOJIAT K €ro 3aMECTUTENI0, a MPHU
OTCYTCTBMH TaKOBOTO - K JIMIly, HA3HAYCHHOMY IMPUKA30M PYKOBOJIUTEIS

MPEINPUSITHUA.

2. JOJDKHOCTHBIE OBA3AHHOCTHU
3aBeNyIONMNA apXUBOM:
2.1. Bo3rnasmnser paboTy MO OpraHu3alliy W BEJICHHIO apXMBHOTO Jeia Ha
TIPEANPHUSATHH.
2.2. OGecrneynBaeT B COOTBETCTBUHM C YCTAaHOBJICHHBIM IOPSAKOM IPHUEM,
PETHCTPAINIO, CHCTEMATH3AIUIO, XPAHCHHUE U UCIIOIH30BAHNE JJOKYMEHTOB.
2.3. PykoBoguT paboToil 1O COCTaBICHUIO HAYYHO-CIPABOYHOTO arapara,

O6JI€I“{8,I-OIIICFO Y4UeT U I/ICHO.JIBBOBaHI/IC APXUBHBIX JOKYMCHTOB, 4 UMCHHO: OIIUCH,

KapT{eh@% aI \tﬁm@ I/IC’F uelxue cripaBku

U Jap., a Takoke COOTBETCTBYIOII YUYETHBIE NOKyMCHTHI (KHHTM ydeTa
CTyM BigON 7, C UCT B, J1cT1agho ).

8 4ga3 Baz i)ozm;ec ’2:!@: @ e OQI/IMHX

JTOKYMERTOB.

n o .

. p T, I a3 u

infa@ttre:distance:ru
p neplin MUD oo u VacHT

apXHB.

2.6. KoHTponupyeT CBOEBPEMEHHOCTh IMOCTYIUIEHUS B apXHWB JOKYMEHTOB,
3aKOHYEHHBIX JI€JIOMPOU3BOJICTBOM.

2.7. ObecnieunBaeT NpoBeaeHUE padOT MO IKCIEPTU3E LIEHHOCTU apXUBHBIX
JOKYMEHTOB, ()OPMHUPOBAHUIO JOKYMEHTOB M JeJjia MOCTOSHHOTO M BPEMEHHOTO
XpaHEHHS.

2.8. PykoBoauT paboOTONl MO COCTaBICHUIO OMHCEH Jen s Tepenadu
JIOKyMEHTOB B T'OCYJIapCTBEHHBIC apXHBBI, COCTABICHUIO aKTOB 00 YHUYTOXKEHUU
JOKYMEHTOB, CPOKH XPaHEHUS KOTOPHIX UCTEKIIH.

2.9.  OcymecTtBiasieT  KOHTPOJAb  3a  COCTOSSHUEM  JOKYMEHTOB,

CBOCBPCMCHHOCTBIO UX BOCCTAHOBJICHHA, CO6J'II-0I[CHI/16M B IIOMCHICHHUAX apXHBa
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yCIIOBUI, HEOOXOIUMBIX I 00€CIIeYeHHsI COXPAaHHOCTU JOKYMEHTOB.

2.10. Opranuszyer pabOTy IO BEICHHIO YydYeTa JOKYMEHTOOOOpOoTa U
KOJIMYECTBA JIEJI, BbIJJa4€ apXHBHBIX CIPABOK HA OCHOBE JAHHBIX, UMEIOIIUXCS B
JOKYMEHTaX apXuBa.

2.11. CocraBnser yCTaHOBJIEHHYIO OTYETHOCTb.

2.12. TlpuaumaeTr y4yacTue B pa3pabOTKEe MOJIONKEHUH W WHCTPYKIUH O
BEJICHHIO JICJIONPOU3BOJICTBA M OPTaHM3AlUY APXUBHOTO JiejIa.

2.13. IpoBogut paboTy mnO 3amuTe HHPOPMAIMH, COCTABISIOMICH
roCy/IapCTBEHHYI0, KOMMEPUECKYIO U CITy’)KEOHYIO TaliHy.

2.14. OoObecneunBaeT HaIM4YME€ B apXUBe HEOOXOAUMOIO HWHBEHTaps,
OJIaHKOB, KAHIIEISPCKUX TOBAPOB, HHCTPYKTUBHO-METOJUYECKON JIUTEPATYPHI 11O

KpYyTy 00s3aHHOCTEM.

the-aistance:ru- ~

OTYETHOCTH.

2 OLEp JILOC 3KC T U _Iic HOCTb
8.(912)-742-90-12:
CPENCTB!

iInfo@the-distance.ru

3aBenyrourii apXUBOM BIIPaBeE:

3.1. BHocuTh Ha pAacCMOTPEHME pPYKOBOJACTBA NPEANPUATUA U
PYKOBOJMTENEH CTPYKTYPHBIX NOAPA3JIEICHUN NPEIJIOKEHUS M0 YIyYLIECHUIO
JEeSATENbHOCTH apXHBa.

3.2. 3ampammBarh JIMYHO WA MO MOPYYEHUIO JUPEKTOpA MPEANPUITHS Y
PYKOBOAMUTENEH CTPYKTYPHBIX MOJAPA3JICICHUN U CHEIUAINCTOB HEOOXOIUMBIE
UH(OPMAIUIO U JOKYMEHTBHI.

3.3. VYcranaBiauBaTh CIIy>)KEOHbIE OOSI3aHHOCTU Ui IOJAYMHEHHBIX €My
pabOTHUKOB.

3.4. IloanucelBaTh W BHU3UPOBATH JOKYMEHTBl B Mpelerax CBOEH

KOMIICTCHIIMH.
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3.5. BHOCHUTB Ha pacCMOTPEHUE PYKOBOAUTENS TPEATPUATHUS MPEIII0KECHUS:

- 0 HAJIOXKEHUM MaTepUaJIbHBIX W JAUCHUIUIMHAPHBIX B3bICKAHUW Ha
NOJYMHEHHBIX €My paOOTHUKOB, HE COOMIOAAIOIINX UM HEHAAJIeKaIUM 00pa3oM
COOJTIOIAOIIKUX CBOM JIOJKHOCTHBIE 00S3aHHOCTH;

- O MNPUMEHEHHHM NOOUIPEHH 3a 00pa3nOBOE BBINOJHEHUE TPYIOBBIX
00513aHHOCTEH, MPOJOJKUTEIBHYI0 M 0e3ynpeyHylo paboTy MOAYMHEHHBIX €My
pabOTHUKOB.

3.6. TpeboBaTh OT PYKOBOJWTENS MNPEANPHUITUS OKA3aHUSI COJACHCTBUS B
UCTIOJIHEHUH  OOS3aHHOCTEHM, TPENyCMOTPEHHBIX HACTOSIICH  JOIKHOCTHOU
VHCTPYKLHEH.

3.7. B3auMopaeicTBOBaTh CO BCEMHU CTPYKTYPHBIMH MOAPA3JAECICHUAMH I10

BOIIpOCaM pabOThI apXUBA.

4. OTBETCTBEHHOCTD

3aBeAYIOIMN apPXUBOM HECET0TBETCTBEHHOCTE:

4.1. "3a | HeHamiexauiee, HCHOAHEHWE™ ™™ WIN | HEUCHOIHEHHE CBOUX
JOJDKHOCTHBIX  O0SI3aHHOCTEHM, NPEAyCMOTPEHHBIX HACTOSIIEH JOHKHOCTHOU
HHCTPYKUUEH,, % B= TIPENCHax, OIPEACHCHHBIX - TPYAOBEIM 3aKOHOLATEILETBOM
PoceuiickoiDenepanmmu.

4.2. 3a npaBoHapyLIEHUs, COBEPIICHHbIE B MPOIECCE OCYIECTBICHUS CBOCH
NEeSATENbHOCTH, - B NIPE/Eax, ONPEAEICHHbIX aJJMUHUCTPATUBHBIM, YTOJIOBHBIM U
rpakIaHCKKUM 3aKOHOAATeILCTBOM Poccuiickon denepamuu.

4.3. 3a npuyMHEHUE MaTepUaAIbHOrO yuiepOa - B Mpejesiax, OnpeaesIeHHbIX
TPYZIOBBIM, YIOJOBHBIM H TPAXKIAHCKMM 3aKOHOJATENILCTBOM Poccuiickoi

Oenepanuu.
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