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HaumeHoBaHue KOMIeTEeHIUH: «/[OKyMEeHTallMOHHOE 00ECTIEUeHNE YTIPABICHHUS
Y apXHUBOBEJICHUE)
@®opMaT yyacTusi B COPeBHOBAHUHM: UHIUBUYaTbHBIN

Onucanne KOMINETEHIUH.

CrenuanucTel MO JOKYMEHTAaIlMOHHOMY OOECIEYCHHIO  yIpaBleHUS,
ApPXUBUCTHI — 3TO CICIHUATUCTHI, KOTOphIe 00Jaa0T MPAKTHYESCKUMH HaBBIKAMHU
paboThl C YIPaBICHYECKUMH JOKYMEHTAMH, CO3JAaHHBIMH IIOOBIM CIIOCOOOM
JTOKyMEHTHUPOBAHWMSI; CUCTEMaMU JTOKYMEHTAIIMOHHOTO 00ECIICUeHUsT YIIPaBICHUS;
CUCTEMaMHU DJICKTPOHHOTO JIOKYMEHTOOOOpOTa; apXWBHBIMU JOKYMECHTAMH,
MIEPBUYHBIMH TPYIOBBIMU KOJUICKTHBAMMU.

OpranuzalluoHHOE H JOKYMEHTAIlMOHHOE obOecrnieueHre 3PEHEKTUBHOTO
yOpaBJICHUS  JOKYMEHTAMH, AapXUBHBIMU  JIEJIaMHM;  BHEJIPEHHE  JIyUIIHX
TEXHUYECKUX Ppa3pabOTOK W HOBEUIIUX TEXHOJOTUW SBISIETCS OCHOBOM
yIpaBJIeHUs. YPOBEHb U KQUECTBO ATOTO OINPEACINISIECT ONePaTUBHOCTD, YETKOCTh U
CIA)KEHHOCTh PaOO0THl COTPYJAHHWKOB, BIHUSACT HA JACIIOBYIO pEIyTaIllMi0O H, B
KOHEUHOM Cue€Te, Ha pa3BUTUE opranuzanuu. g takoit padOThl TpeOyrOTCS
KBATH(HUITUPOBAHHBIC CIEIHAIMCTBl 110 JOKYMEHTAI[MOHHOMY OOECIICYCHHIO
yOpaBiieHHs, oOsajgaromue MpoPecCHOHATBHBIMU  3HAHUSAMH M XOPOIIIO
BIQJCIONIUE  KOMIBIOTEPHOM  TeXHUKOW. VIMEHHO OHU  OCYHIECTBIISIOT
OpraHU3allii0 JIEJTOTPOU3BOJICTBA HA MPEANPUITHIX, a TMPU OONbIIUX OOBEMax
paboThI, ’TUM HAINpPaBICHUEM JCSITEIHHOCTA 3aHUMAIOTCS IIEJIbIE MOApa3IeiICHNUs
— yIIpaBJCHUS ACIaMH, OOIIHUE OTAEIbI, CeKPeTapHaThI.

Cnernuanuctel  OTBEYAIOT 32  OpPraHU3AlMI0  JOKYMEHTAI[MOHHOTO
oOecrieueHUs1 yrpaBiieHUs W (PYHKIMOHUPOBAHUS OpPTraHU3allMM, OpPraHU3aIUIO
apXUBHOU U CIIPaBOYHO-UHGOPMAIIMOHHON PabOTHI MO TOKYMEHTaM OpTaHU3allHH.

OcHoBHast 1eJlb BUJAa MOpO(PECCHOHATBLHON JEATENIBHOCTH: peaiu3alus
oOecrieuynBaOMMX (QYHKIMK yIpaBiICHUS OpraHU3alMEH; BHEAPEHUE IyUIIUX
TEXHUYECKUX Pa3padOTOK W HOBEHIIMX TEXHOJOTHH B OOEcCredeHue yIpaBiIeHUS
OpTraHU3AIMECH.

Ocob6ennocTy poheCCHOHAIBHON JICITEIIbHOCTH CIICIIHATUCTOB:

— YMEKWT WCMOJb30BaTh 3HAHUS B MPOPECCHOHAIBHOW W  WHOU
JEATEIIbHOCTH;

— YMEIT paIMOHAILHO OPTraHW30BaTh CBOW TPYI, IUIAHUPOBATH padoTy,
aHaJTU3UPOBaTh  pPE3yJbTaThl, KCIOJIb30BaTh  HOBEHUIIME  KOMIIBLIOTEPHBIC
TEXHOJIOTUH;

— 3HAIOT W NPUMEHSIOT HOPMAaTUBHBIC JOKYMEHTHI, PErIaMEHTUPYIOIINE
JIEJIOTIPOU3BOICTBO, KaIPOBYIO JIEATEIILHOCTh, ApXHUBHOE JIEIIO.

— 3HAaOT CTWIKCTUKY JICJIOBOM pPeYd U OCHOBBI PEJAKTHUPOBAHUS
CIIy’KE€OHBIX JJOKYMEHTOB;

—  BJIQJICIOT TEXHOJIOTHSIMHU CEKPETAPCKOTO OOCTYKUBAHUS;



— IPUMEHSIOT COBPEMEHHBIE CpeICTBa cOopa, 00pabOTKM W mepenadu
uHpopmauu.

Cdepa npodeccnoHanbHON NEATEIBHOCTH CHENUAINCTOB — OpraHHU3aluu
Pa3HbIX OPraHU3aLMOHHO-TIPABOBBIX ()OPM U BUJIOB AESITEIBHOCTH.

B cBoeil  pabore  cmenuanMcThl  IOJIB3YIOTCS  KOMIIBIOTEPHOM,

OpraHU3allUOHHOM TEXHUKOW (CKaHepbl, IUIOTTEPbl, MPUHTEPHI, KOMHPHI,
JJAMUHATOPBI, MHOTO()YHKIIMOHAJILHBIE YCTPONCTBA), TEXHUYECKUMHU CPEICTBAMU
KOMMYHHUKAIIMM M CBSI3U; HUCIOJB3YIOT MPOrpaMMHOE OOECTeYeHUEe, CUCTEMBI
JIEKTPOHHOTO  JIOKYMEHTOOOOpOTa,  CIPAaBOYHO-TIPABOBHIE  CHUCTEMBI U
BO3MO>KHOCTH UHTEPHET PECYPCOB.

KomneTreHuus BKIIFOYAET 3HAHUS U YMEHUSA 10 CIAEAYIOLIIUM HAMPABICHUSIM:

— KOMIIbIOTEpHAasi 00paboTKa TOKYMEHTOB;

— JIOKyMEHTUPOBAHHE U OpPTraHU3aIHsl JOKYMEHTO000pOTa;

— JOKYMEHTAllMOHHOE o0ecreueHue padoThl ¢ IEPCOHAIOM;

— XpaHEHWE, KOMIUIEKTOBaHHE, VYYE€T H HCIOJIb30BAaHUE aPXUBHBIX
JTIOKYMEHTOB;

— OpraHu3ainys CEKpPeTapcKoro 00CIyKUBaHUS.

B mpodeccroHanbHON 1€ATENBHOCTH TNPUMEHSIOTCS UH(GOPMAIMOHHBIE
TE€XHOJOTMH B JOKYMEHTAIIMOHHOM OOECIEUEHUHU YNpPaBICHUS U apXUBHOM JIEJie:
aBTOMAaTH3alMs paboyero MecTa CEKpeTaps, AeJI0NPOU3BOIUTENS], CTIEIUATIUCTA T10
KaJapaMm, apxuBapuyca; o0OpaOOTKM JOKYMEHTOB; XpaHEHHsI 3JIEKTPOHHBIX
JTIOKYMEHTOB.

B coBpeMeHHOI OopraHu3any CUCTEMBI JIEKTPOHHOTO JOKYMEHTO0OOpOTa
(COl) cranoBsATca oOs3arenbHbIM 3neMeHToM WT-undpactpykrypel. C  ux
MOMOIIBIO MOBBIIAIOT A (HEKTHBHOCTH AEATEIEHOCTH KOMMEPUYECKHNE KOMITAHUHU U
IPOMBIIUIEHHbIE MPEANpPUATUS, a B TOCYJapCTBEHHBIX YUpEKICHHUSIX Ha Oase
TEXHOJOTMM 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa PEIIAOTCs 3a/J1ayd BHYTPEHHEIO
yOpaBlIeHUs, MEXBEIOMCTBEHHOIO B3aUMOJEWUCTBUS M B3aUMOJACWUCTBUS C
HaceleHHeM. BHeapeHue  JIEKTPOHHOIO  JIOKyMEHTOOOOpOTa,  MPOLECCOB
aBTOMATH3AllMM JIEJIOTIPOU3BOJICTBA, BHEJIPEHHE HUPPOBOM HMHPPACTPYKTYpHl B
OPOLECC YIPaBIEHUS SABJIAETCS NPUOPUTETHHIMU HANPABICHUSIMH PAa3BUTHUS
KOMIIETEHIIHH.

HopmaTuBHbBIE IPaBOBbIE AKTHI

[Tockonbky OmnucaHue KOMMIETEHIMU COJEPKUT JHIIb HH(pOpMaIuIo,
OTHOCAIIYIOCS K  COOTBETCTBYIOIIEM  KOMIIETEHIMH, €ro  HEoO0XOIuMO
MCIIOJIb30BaTh HA OCHOBAHHHU CIIEIYIOIINX JOKYMEHTOB:

e ®OI'OC CIIO

®I'OC CIIO 46.02.01 nOoKyMEHTAIIMOHHOE OOEeCIeYeHUEe YIpaBICHUS W
apXUBOBEJICHNE. MUHUCTEPCTBO MPOCBEIICHUS POCCUIICKON (hefiepaliuy mpuKa3 oT
26 apryctra 2022 1. n 778 00 yTBepxkAcHUU (enepaqbHOrO0 TOCyIapCTBEHHOTO
00pa3oBaTEIBLHOIO CTaHAapTa CpeAHEro MnpodecCHoHaIBLHOTO 00pa30BaHUS IO
cneruanbHocT  46.02.01 gOKyMEHTAIllMOHHOE OOecleyeHue YIpaBiIeHUs W
apXUBOBE/ICHUE



e [lpodeccuonanbHbie CTaHAAPTHI:

I[1IC 07.002 Cnenuanuct mNo OPraHU3alMOHHOMY M JIOKYMEHTAallHOHHOMY
00eCIIeUeHUI0 YIPABICHHS OpPTaHU3aIMe, YTBEPKACH MprUKa3zoM MUHHCTEpCTBA
TpyJla U coumanbHOM 3amuThl Poccuiickoit denepanuu ot 15 nrons 2020 r. Ne
333m;

I[IC 07.012 Cneunanmuct apxuBa, yTBEPKIEH IPUKAa30oM MUHHCTEpCTBA
TpyJa u counanbHoM 3auuThl PO ot 18 mapra 2021 r. N 140H.

e EKC

Enuneiii kBanuUKaMOHHBIA CIPABOYHUK JOJIKHOCTEH PYKOBOJUTEIICH,

cnenuanuctoB u apyrux ciayxamux (EKC), 2019.

L HOpMaTI/IBHO-HpaBOBBIG AKTbl 1 MCTOANYCCKUC JJOKYMCHTBI:

Tpynosoii Kogekc Poccuiickoit @enepannu ot 30.12.2001 N 197-®3 (pen.
ot 19.12.2022) u apyrue HOpMATHBHBIE, METOJUYECKHUE TOKYMEHTHI B OOJACTH
TPYAOBBIX OTHOLLICHUH;

®enepanbHblil 3akoH 0T 22.10.2004 N 125-D3 (pen. ot 14.07.2022) "O6
apxuBHOM jeine B Poccutickoit @eneparun’;

[Ipukaz Muntpyna Poccum ot 19.05.2021 N 320 "OO yTBepkIeHUU
(GbopMBbl, IOpPSAJIKA BEACHUS U XpAaHEHUS TPYJOBBIX KHHKEK"

[IpaBuna nmenonpou3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax
MECTHOT'O caMOyIIpaBJIeHUs, yTB.mpukazoM Pocapxusa ot 22.05.2019 Ne 71;

IIpuMmepHas HMHCTPYKIUSA 1O JACJIONPOU3BOACTBY B TI'OCYJapCTBEHHBIX
opraHuzanusx, yTB. [Ipukazom Pocapxusa ot 11.04.2018 N 44;

IlepeyeHb  THUNOBBIX  YNPAaBICHYECKUX  APXUBHBIX  JOKYMEHTOB,
o0Opa3yloluxcsi B NpoLecce AeATEeIbHOCTH TOCYJApCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMOYTNPABJICHUS W OPraHMU3alHi, C YKa3aHHUEM CPOKOB MX XPaHEHMS,
yTB. [Ipuka3zom Pocapxusa ot 20.12.2019 N 236;

[lepeyeHb THUMOBBIX APXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B HAy4HO-
TEXHUYECKOM U MPOU3BOJCTBEHHOM AECATEIIBHOCTU OpPraHu3aluid, C yKa3aHUEM
cpokoB xpaHeHus, yTB.IIlpukazom Pocapxusa ot 28.12.2021 N 142;

[lepeueHp JOKyMEHTOB, OOpa3ylOIIMXCS B IpoLecce NeATeIbHOCTH
KPEIUTHBIX OPraHU3alMi, ¢ YKa3aHUEM CpPOKOB UX XpaHeHHus, yTB. [lonoxeHuem
PocapxuBa N 1, banka Poccuu N 801-I1 ot 12.07.2022;

[IpaBuna  opraHM3anMM  XpaHEHUs, KOMIUIEKTOBaHHs, Yydé€ra U
UCIIOJIb30BaHUsl JIOKYMEHTOB ApxuBHOoro ¢Gounaa Poccuiickoii ®enepauuu u
JAPYTUX ApXUBHBIX TOKYMEHTOB B OpraHax TIOCYyJAapCTBEHHOM BJIACTH, OpraHax
MECTHOTO CaMOYIPaBJIEHUs M OpPraHM3alMsIX, YTB. IPUKa30oM MMUHKYIBTYpBI
Poccun ot 31.03.2015 N 526;

IIpaBuna  opraHMsanMv  XpaHEHUs,  KOMIUIEKTOBaHHs, Yydera U
UCIIOJIb30BaHUsl J1IOKYMeHTOB ApxuBHoro ¢onaa Poccuiickoii ®enepauuu u



JPYTUX apXUBHBIX JIOKYMEHTOB B FOCYJIapCTBEHHBIX U MYHUIIUIIAIbHBIX apXUBaX,
My3esiX U OMOImoTekax, HaydHbIX opranusauus, yTB. [Ipmkasom PocapxuBa ot
02.03.2020 N 24(pex. ot 26.09.2022);

[IpumepHoe moOXKEHUE OO0 OHKCIEPTHOM KOMHCCUHM OpraHHW3alldd, YTB.
npukazom Pocapxusa ot 11.04.2018 N 43;

[IpaBuna  opraHW3alii  XpaHEHUs, KOMIUIEKTOBAaHHS, ydeTa U
VCITOJIb30BAHUS HAYYHO-TEXHUYECKOW TOKYMEHTAlMU B OpraHax rocy/1apCTBEHHON
BJIACTH,  OpraHax MECTHOIO  CaMOYIpaBJE€HHUS, TOCYAApCTBEHHBIX U
MyHULMIAIBHBIX OpraHu3alusX, YTB. npukazoM Pocapxusa ot 09.12.2020 N 155
(pen. ot 12.08.2021);

[TonoxxeHne O NOpPSIAKE M CPOKaxX XPAaHEHUs AOKYMEHTOB aKI[MOHEPHBIX
obmectB, yTB. nocraHoBieHueM OKIb P® ot 16.07.2003 N 03-33/mc;

Metoauueckne  pekOMeHAalMM 10  pa3paboTKe  MHCTPYKUUH IO
JIEJIONPOU3BOACTBY B TIOCYJIAapCTBEHHBIX OpraHU3alUgX, OpraHax MECTHOTO
camoynpasieHnus, yTB. [Ipukazom PocapxuBa ot 24.12.2020 Ne 199;

Meroanueckne pekomenmamuu 1o npumeHeHuto ['OCT P 7.0.97-2016
"CucreMa cTaHIapTOB N0 MH(pOpMaLU, ONOINOTEUHOMY U U3AaTEIbCKOMY JEIy.
OpraHn3anuOHHO-pacopsAAUTEIbHAS JOKYyMEHTALUS. TpeboBanus K
odopmieHuto 1okymeHToB", pazpadboranst BHUMJIA /L, 2018;

Metoauuecke pekoMeHIaluu Mo padboTe ¢ JOKYMEHTaMHU IO JINYHOMY
COCTaBY B TOCYJAPCTBEHHBIX U MYHUIIMIAIBHBIX apXUBAX, aPXUBOB OpraHu3aluii,
pa3zpaboransl BHUMJIA/, 2019;

Meroanueckiue peKOMEHJAlUMy MO NPUMEHEHWIO MpaBWIa OpraHu3aluu
XpaHEHUs, KOMIUIEKTOBaHUS, Y4€Ta U MCIOJIb30BaHUSl JOKYMEHTOB ApPXHBHOTO
donna Poccuiickoit denepanuu v Apyrux apXvMBHBIX JOKYMEHTOB B OpraHax
roCyJapCTBEHHOW BJACTH, OpraHaX MECTHOTO CAMOYIIPAaBJIEHUS W OpraHU3alHusX,
paszpaboranst BHUMNJIA/, 2016;

Meroanueckue peKOMEHIAlMH Mo pa3paboTke (enepaibHbIMU OpPraHaMu
rOCyJAapCTBEHHOW BJIACTU MPUMEPHBIX HOMEHKJIATYp JAeN ISl TePPUTOPUATBHBIX
OpraHoB M MOJABEJOMCTBEHHBIX Opranu3aiuii, pazpaboranst BHUMJIA/L, 2018;

Meronnueckue peKOMEHJAMK MO MOATOTOBKE IEepeYHE JOKYMEHTOB,
oOpa3yloIuxcsi B TpoLecce  JEATENbHOCTH  (efepalbHBIX  OpPraHoB
VCITOJIHUTEJIHOM BJIACTH, a TAKXKE B MPOLIECCE NEATEIbHOCTH MOABEAOMCTBEHHBIX
UM OpTaHM3allui, ¢ YKa3aHHEeM CPOKOB WX XpaHeHus, paspadoranst BHUMJIA/I,
2022.

e T'OCTh

I'OCT P 7.0.8-2013. HauumonaneHblii cTangapt Poccuiickoit ®eneparumu.
Cuctema ctangapToB 1o wuHbopMaluu, OMOJIUMOTEUHOMY U U3ATEIHCKOMY JICIy.
Jlenonpon3BOACTBO U apXUBHOE J1ey10. TepMuHbl U onpenenenus’, yTB. [pukazom
Poccrangapra ot 17.10.2013 N 1185-cT;



I'OCT P 7.0.97-2016 Hamumonanbnbeiii ctangapt Poccuiickoit denepanmm.
Cucrema cTaHaapToB o MHPOpMaIU, OMOTMOTEYHOMY U W3aTEIbCKOMY JETy.
OpranuzaluoOHHO-pacopsIuTeIbHAs JIOKyMEHTAIHSI. TpebGoBanus K
O0(QOPMIICHUIO TOKYMEHTOB (M METOJUYECKUE PEKOMEHAAINHN K HEMY );

I'OCT P 7.32-2017 MexrocynapcTBeHHbI cTanaapT. CucreMa cTaH1apTOB
no uHpopMmaiuu, OUOIMOTEUHOMY U U3JATEIbCKOMY neny. OT4er o Hay4HO-
uccienoBarenbeckoi padore. CTpykTypa U npaBuiia o()OPMIIEHHS, YTB. PUKA30M
®denepanabHOro areHTCTBA M0 TEXHUYECKOMY PErYJMPOBAHUIO U METPOJIOTHH OT 24
okTs0pst 2017 Ne 1494-cT;

I'OCT P HCO 15489-1-2019 HamumonanpHbl cTangapT Poccuiickoi
®enepanuu. Cucrema CcTaHgapToB 10 HHGOpMAIMH, OUOIUOTEYHOMY H
u3nareabckoMy aeny. Mudopmarus u jokymeHTanus. YnpaBlieHUe JOKyMEHTaMU.
Yacte 1. [Tonstus u npunuunel, yTB. [Ipukaszom Poccrannmapra ot 26.03.2019 N
101-cT;

roct P HCO 30300-2015. HauumonaneHblid cTangapT Poccuiickoi
®enepauuu. CucremMa CTaHAApTOB MO HMHPOPMALMH, OUOIMOTEYHOMY H
uznarenbckoMy gaeny. MuHdopmarnus u gokymenrtanus. CucTeMbl yIpaBJICHHS
nokymMeHTaMu. OCHOBHBIE IIOJIOKEHUS M CIIOBApb, YTB. U BBEIEH B JCHCTBUE
[Tpukazom Poccrangapta ot 09.12.2015 N 2123-cT;

I'oCT P 7.0.101-2018/MMCO 30301:2011 "Cucrema cTaHAApTOB IIO
uH(popmanuu, OUOIMOTEUHOMY U H3JaTenbckoMy geny. WHdopmanusa wu
nokymeHTamus. CucTteMbl yOopaBieHHs JOKyMeHTaMu. TpeOoBaHus, YTB.
[Ipukaszom @enepasbHOr0 areHTCTBA IO TEXHUYECKOMY PETYJIHPOBAHUIO U
metposioruu oT 30 suBaps 2018 r. N 34-cr;

Ilepeuenp mnpodeccuoHaIbHBIX 3a7ay  CICHHAINCTa 110 KOMIICTCHITUN
ompenensercs NpodeCcCHOHATbLHOW 001acThi0 CHEIUanucTa U Oa3supyercs Ha
TpeOOBAHMIIX COBPEMEHHOTO PBIHKA TPY/1a K TAHHOMY CIICIIHAIIACTY .

Ocy1iecTBIATh pUEM-TIepeaady yrpaBieHYecKO HHHOPMALIMH C

1 MTOMOIIIBIO CPEJICTB MH(GOPMAIIMOHHBIX 1 KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH

5 KoopauaupoBaTh paboTy MpUEMHON pyKOBOIUTEINS, 30H MIPUEMa
Pa3IMYHBIX KaTETOPUNA MOCETUTENIEN OPraHU3aun

3 Bnaners HaBbIKaMu TJIaHUPOBAHUS pab0YEro BpeMEHU PYKOBOAUTENS U
CeKpeTaps.

4 OcylIecTBIATh NOATOTOBKY JEIOBBIX MOE3A0K PYKOBOJAUTENS U IPYTUX

COTPYJHUKOB OpTaHU3aIIUH.



http://www.consultant.ru/document/cons_doc_LAW_216461/c4890645115a7e1cb46fa14ac06c7906d8febf2f/
http://www.consultant.ru/document/cons_doc_LAW_216461/c4890645115a7e1cb46fa14ac06c7906d8febf2f/
http://www.consultant.ru/document/cons_doc_LAW_216461/c4890645115a7e1cb46fa14ac06c7906d8febf2f/
http://www.consultant.ru/document/cons_doc_LAW_216461/c4890645115a7e1cb46fa14ac06c7906d8febf2f/
https://docs.cntd.ru/document/1200158290#7D20K3
https://docs.cntd.ru/document/1200158290#7D20K3
https://docs.cntd.ru/document/1200158290#7D20K3
https://docs.cntd.ru/document/556605837#7D20K3
https://docs.cntd.ru/document/556605837#7D20K3

Bnanets criocobamu opranuzaiuu pabodero mpoCcTpaHCTBA MPUEMHON U
KaOWHETa PYKOBOJIUTES.

OcymiecTBiATh pabOTy MO MOJATOTOBKE U MPOBEACHHUIO KOH(PEPEHTHBIX
MepomnpusaTuid, obecrneunBaTh UHGOPMAIMOHHOE  B3aUMOJCHCTBUE
PYKOBOAMTENA C MOAPA3JCICHUSIMU U JOJDKHOCTHBIMU  JIMLIAMHU
OpraHu3allyu.

OdopmiiATh  OpPraHU3alMOHHO-PACTIOPSIAUTEIBLHBIE  JOKYMEHTBHl U
OpraHM30BBIBaTH PabOTy C HUMH, B TOM YHCIE C HCIOJIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM.

OdopMIIATh JOKYMEHTHI 110 TUYHOMY COCTaBY W OPTaHHU30BBIBATH PabOTy
C HAMH, B TOM YHCJIE C UCMOJIb30BAHUEM ABTOMATU3UPOBAHHBIX CHCTEM.

OpraHu3oBbIBaTh TEKYIIEE XpaHEHHUE JTIOKYMEHTOB, 0OpaOOTKy Aen st
OTEPAaTUBHOIO M apXMBHOI'O XPAHEHUs, B TOM YHCIIE C MCIOJIb30BAHUEM
aBTOMATH3UPOBAHHBIX CUCTEM.

10

OCYHIGCTBJISITB KOMIUICKTOBAHHUC APXHWBHBIMH JCJIaMH (I[OKYMCHT&MI/I)
ApXHUBa OpraHru3alun.

11

Bectu yuer apxuBHbIX Jen (AOKyYMEHTOB), B TOM YHCJIE C
MCIIOJb30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

12

OcCylIeCTBIATh XpPAHCHUE APXUBHBIX €7 (JJOKYMEHTOB) C IMOCTOSIHHBIM
CPOKOM XpaHEHMS U 10 JIMYHOMY COCTaBY B apXMBE OpraHu3aIluu

13

OcCylecTBIATh XpaHEHUE, KOMILJICKTOBAHUE, YYET U UCIIOJIb30BAHUE JIE]I
(IOKyMEHTOB) BPEMEHHOT'0 XpaHCHUS

14

OCYIHGCTBJ'IHTI) HCIIOJIB30BAHHUC APXHMBHBIX CJI (,Z[OKYMGHTOB), B TOM
YUCJIC C UCITIOJIB30BAHUCM dABTOMATU3HUPOBAHHBIX CHUCTCM.




