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MWHUCTEPCTBO 3[JPABOOXPAHEHUA N COLIMATIbBHOIO PA3BUTUA POCCUNCKOW
SEOEPALIUN

NPUKA3

oT 11 anpensa 2012 ropna N 338H

06 yTBepxageHun EguHoro kBanudpmkaumoHHoOro cnpaBovyHMKa OOMKHOCTEN pyKoBoAUTENEN,
cneuuanucToB U cnyxawmx, pasgen "KsanudgukaumoHHble xapakTePUCTUKN OOIMKHOCTEN
paboTHMKOB rocyfapCcTBEeHHbIX aPXUBOB, LLEHTPOB XpPaHeHUs1 AOKYMeHTauuu, apxXvBoB
MyHMLUMNaNbHbIX 06pa3oBaHU, BeAOMCTB, OpraHu3auumn, nabopatopumn obecnevyeHnsi COXpPaHHOCTHU
apXMBHbIX J,OKYMEeHTOB"

B cootBetctBUM C nognyHktom 5.2.52 T[lonoxeHns o MuHUCTepcTBE 34paBOOXpaHEHUs W
coumanbHoro passutus Poccuickon dPepepauunun, yYTBEPXKAEHHOrO MNocTaHoBrneHneM [lpaBuTenbcTBa
Poccuinckon ®epepaummn ot 30 uioHa 2004 roga N 321 (Cobpanue 3akoHogaTenbcTBa Poccuiickon
®epnepaumn, 2004, N 28, c1.2898; 2005, N 2, c1.162; 2006, N 19, c1.2080; 2008, N 11 (4.l), cT.1036; N 15,
cT.1555; N 23, ¢1.2713; N 42, c1.4825; N 46, c1.5337; N 48, c1.5618; 2009, N 2, c1.244; N 3, ¢c1.378; N 6,
cT.738; N 12, ¢1.1427, 1434; N 33, c1.4083, 4088; N 43, c1.5064; N 45, c1.5350; 2010, N 4, c1.394; N 11,
cT.1225; N 25, ¢1.3167; N 26, ¢1.3350; N 31, c1.4251; N 35, c1.4574; N 52 (u.l), c1.7104; 2011, N 2, ¢1.339;
N 14, c1.1935, 1944; N 16, c1.2294; N 24, c1.3494; N 34, c1.4985; N 47, c1.6659; N 51, cT1.7529),

NpuKasbIBalo:

YTBEpAnTb EANHBIN KBaNMMUKALMOHHbBIA CIPaBOYHUK OOMMKHOCTEN PYKOBOAMUTENEN, CneumanunuctoB U
cnyxawmx, pasgen "KBanudukaumoHHble XapakTePUCTUKM [OOIDKHOCTEN pabOTHUKOB rOCyOapCTBEHHbIX
apXMBOB, LEHTPOB XpaHEHWs [OOKYMEHTaLuu, apXuBOB MYHUUMMANbHbIX 0Opa3oBaHW, BEAOMCTB,
opraHmsauui, nabopaTtopuii o6ecneyeHns COXPaHHOCTU apXMBHbIX JOKYMEHTOB" COMMacHO NPUOXEHNIO.

MwuHucTp
T.A.l'onnkosa

3apeructpmpoBaHo

B MuHucTtepcTse tocTuumm
Poccunckon degepaunn
28 mas 2012 ropa,
pernctpaumoHHbin N 24339

MpunoxeHune

EovHbIN KBanupuKauMOHHbIN CMPaBOYHUK OOJTKHOCTEN pyKOBogUTeNnemn, cneumanmcToB 1
cnyxawmx

Pazpen "KBanudukaumoHHble XapaKTePUCTUKN AOIMKHOCTEN PaBOTHMKOB rocyAapCTBEHHbIX
apXuBOB, LIEHTPOB XpaHeHUs OOKYMeHTaLUuu, apXxuBoB MyHULMNanbHbIX 06pa3oBaHuiA, BeAOMCTB,
opraHusauun, nabopatopumn obecneyeHUs COXPaHHOCTU apXUBHbIX JOKYMEHTOB"

. O6LmMe nonoxeHus
1. Pasgen "KBanudwuKauWOHHbIE XapaKTEPUCTUKN LOIDKHOCTEW pPabOTHUMKOB TOCYAapCTBEHHbIX
apXMBOB, LEHTPOB XpaHEHWsi [OKyMEHTauuW, apxXvMBOB MYHMUMMNANbHbIX OOpa3oBaHWiA, BEAOMCTB,
opraHm3daumi, nabopatopum  oBGecrneyeHuMst  COXPaHHOCTW  apxXMBHbIX  AOKymeHTOB"  EgmHoro
KBannUKaLMOHHOIo CrnpaBOYHMKa OOMMKHOCTEN pyKOBOOAWUTENEN, CMeunanucToB K chnyxawux (ganee -
pasgen EKC) npegHasHadeH Ansi pelleHus BOMPOCOB, CBSA3aHHbIX C perynupoBaHveM TPYyAOBbIX
OTHOLLEHMI, obecneyeHnem 3HEKTMBHON CUCTEMbI YrpaBreHns paboTHUKaMK roCygapCTBEHHbLIX apXUBOB,
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LEHTPOB XpaHEHWs OOKYMEHTauuKW, apxXMBOB MyHMUMNANbHbIX 0Opa3oBaHuii, BeOOMCTB, OpraHusauum,
nabopatopun obecnevyeHns COXpaHHOCTU apXUBHbIX AOKYMEHTOB (4anee - apxuBbl, nabopatopum).

2. Pasgen EKC coctout u3 Tpex pasgenos: | - "O6wume nonoxenus", Il - "KBanudukaumoHHble
XapakTepPUCTUKMN OOIMKHOCTEN pabOTHMKOB roCcyAapCTBEHHbIX apXMBOB, LIEHTPOB XpPaHEHWs OOKyMeHTauuu,
apxvMBOB  MyHMUMNanbHbiX obOpas3oBaHui, BedgomcTB, opraHmsaumn”, Il - "KBanudukaunoHHble

XapakTEPUCTUKM  [OIMKHOCTEN paboTHMKOB nabopaTtopuit  0obecrneyYeHnsi COXPaHHOCTU  apXMBHbIX
OOKYMEHTOB".

3. KBanudukaumoHHble XapakTeEPUCTUKW, copepxalwpmecs B Hactosiwem pasgene EKC, moryr
NMPUMEHATLCHA B KAYECTBE HOPMAaTMBHBIX JOKYMEHTOB UMW CIYXXWUTb OCHOBOW A51s pa3paboTku JOMKHOCTHBIX
WHCTPYKUMUIA, coaepXallmMX KOHKPETHbIN nepevyeHb AOMKHOCTHbIX 00s3aHHOCTEW PabOTHWKOB, C y4eTOM
ocobeHHOCTEN opraHuM3auum Tpyga W yrnpaBfeHus, a Takke npas, OTBETCTBEHHOCTM U KOMMETEHTHOCTU
paboTtHukoB. [lpn HEOBXOOMMOCTM [OIMKHOCTHblE OOS3aHHOCTW, BKMIOYEHHbIE B  KBaNMMUKALMOHHYIO
XapakTepucTUKy onpefeneHHOn [OOIMKHOCTW, MoryT ObITb  pacnpegeneHbl  MeXAy HECKONbKMMMU
NCNONHUTENAMMU.

4. KeanudukaumoHHas XapakTepucTMka KaOoW AOSMKHOCTM MMmeeT Tpu pasgena: "[omKHOCTHble

o0bsi3aHHOCTK", "[JormkeH 3HaTL" 1 "TpeboBaHus k KBanudukaumm".

B pasgene "[omkHOCTHblIe 06513aHHOCTN" coaep)XaTCs OCHOBHbIE TPYAOBblE (PYHKLNN, KOTOPbIE MOTYT
ObITb MOpYyYeHbl MOSNHOCTBI WM YAacTUYHO PabOTHUKY, 3aHMMAaOWEMY OAaHHYK OOJPKHOCTb, C Y4eTOM
TEXHOMOrMYeCcKo OLHOPOAHOCTM U B3aUMOCBSA3AaHHOCTM paboT, MO3BONALWMX 06ecneynTb onTUMasnbHYy
creumanm3aumio no AoMKHOCTAM paboTHMKOB.

B pasgene "[omxeH 3HaTh" cogepxaTcs OCHOBHble TpeboBaHus, npeabsBnaemMble K paboTHUKY B
OTHOWEeHn cneuyunarnbHbIX 3HaHI/IIZ, a Takke 3HaHUN 3akoHodaTellbHbIX N UHbIX HOPMaTUBHbIX MPaBOBbIX
aKTOB, MOJIOXXEHWUN, UHCTPYKUUA U OPYrMX OOKYMEHTOB, METOOOB M CPeACTB, KOTOpble PAabOTHWUK OOIMKEH
YyMEeTb NPUMEHSITb MPY BbIMNOIHEHUW OOMKHOCTHBIX 06513aHHOCTEN.

B pasgene "TpeboBaHusa K kBanMdwukauuu" ycTaHaBNMBAKTCA HeOOXoAMMble AN BbIMOSTHEHMWS
NpenyCMOTPEHHbIX [OIMKHOCTHBIX 00A3aHHOCTEN YpOBEHb MNPOdECCUOHANBHOW MNOArOTOBKM paboTHUKA,
yAOCTOBepSiEMbI JOKyMeHTamMu 06 o6pa3oBaHum, u TpeboBaHus K CTaxy paboThbl.

5. B pasgen EKC He BkniouyeHbl KBanuduKauMOHHbIE XapakTepUCTUKN OOIMKHOCTEN 3amecTuTenew
AVpeKkTopa apxvBa, AupeKkTopa (HavanbHWka, 3aBefytollero) nabopatopym M HayanbHUKOB OTOEMOB
(3aBegyrowux otoenamu) apxmea, nabopartopun. [JOMKHOCTHble 00S3aHHOCTM 3TUX pPabOTHUKOB,
TpeboBaHMA K WX 3HAHMAM W  KBanudukauuu OMNpeaenslTcs AMPEKTOPOM apxvBa, AWPEKTOPOM
(HavanbHuKOM,  3aBegylowyMm) nabopatopuum  Ha  OCHOBE  KBanMUMUKALMOHHBIX  XapakTepUCTMK
COOTBETCTBYIOLLMX OOIMKHOCTEN pykoBogutenen. TpeboBaHna K cTaxy paboTbl yCTaHaBNMBAKOTCA Ha OAMWH
rofl HUXXe, YeM Mo COOTBETCTBYIOLLMM AOIMKHOCTAM PYKOBOAUTENEN.

Pacnpe/:l,eneHme OOJIDKHOCTHbIX obsi3aHHOCTEN YKa3aHHbIX p860THI/IKOB yCTaHaBIMBaeTCA
BHYTPEHHNMW OpraHn3aunoHHO-pacnopAaanTernibHbIMKU JOKYMEHTaMn apxmBea, na6opaTopM|/|.

6. B cootBeTcTBUM C KBanMMOUKAUMOHHBLIMN XapakTepUCTMKaMU OOIMKHOCTEN "rnaBHbIN apXMBUCT",
"BeQyLun apxmBnucT" 1 "apxmBMCT" yCTaHaBNUBAKOTCHA AOIDKHOCTHblIE 00a3aHHOCTH, TpeboBaHMsA K 3HAHMAM
M kBanudukaumMm [OrKHOCTEM "rnaBHbIM  cneunanucT apxmea”, "Bedywui cneuuanuct apxuea" u
"cneyunanucT apxmea”, COOTBETCTBEHHO, HE BKIMOYEHHbIX B HacToswwmi pasgen EKC.

7. B kBanudukauMOHHbLIX XapaKTepucTukax [OormKHocTen “"apxuBuct", "apxeorpad”, "naneorpad",
"MeTogucT", "XYOOXHUK-pecTaBpaTop apXMBHbIX OOKYMEHTOB" npegycmaTpuBaeTcsl BHYTPUAOMKHOCTHOE
KBanuuKaLMoHHOe KaTeropMpoBaHue B Npefenax OOHOM W TOW >Xe [OJPKHOCTM 6e3 U3MeHeHus ee
HaMMeHoBaHusi. KBanugurkaunoHHble KaTeropum no 3TUM OOSHKHOCTSIM yCTaHaBNMBAKOTCA PYKOBOAMTENEM
apxuBa, nabopaTopuu C y4eTOM CMOXHOCTW BbINOSHAEMOWN paboTbl Unu npodeccnoHanbHoOro MacTepcTea,
CTEMNEHN CaMOCTOATENBHOCTM W OTBETCTBEHHOCTM pabOTHWKA MpW  BLINOMHEHUW  LOIPKHOCTHbIX
obs3aHHOCTEN.

8. B uenax COBEpLUEHCTBOBaHUSA OpraHun3auum u noBbiWeHus 3dEKTUBHOCTU Tpyaa paboTHWMKOB
apxuBoB, nabopaTopuit BO3MOXHO pacLUMpeHne Kpyra nx o6s3aHHOCTEN MO CPaABHEHMIO C YCTaHOBIEHHbIMM
COOTBETCTBYIOLLEN KBaANM(UKALMOHHON XapakTepUCTUKON. B aTux cnyyasax 6e3 nameHeHust OOIMKHOCTHOMO
HavMeHOBaHWsi pPaboOTHWKY MOXeT OblTb MOPY4YEHO BbINOJNIHEHME O00SA3aHHOCTEN, NPeayCMOTPEHHbIX
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KBaJ'II/Id)I/IKaLI,MOHHbIMI/I XapakTepucTtukamm opyrmx OOIKHOCTEN, 6rIM3KMX No coaepxxaHuto pa60T, PaBHbIX MO
CIOXHOCTW, BbINOJIHEHNE KOTOPbIX HE Tpe6yeT ,u,pyr0|7| cneunanbHOCTU U KBaJ'II/I(bVIKaLI,I/II/I.

9. CooTBeTCTBUE (hPaKTUHECKM BbIMNOMHAEMbIX 0BsA3aHHOCTEN N KBanudukaLumm paboTHUKOB apXmMBOB,
nabopatopuii  TpeboBaHMAM  KBANMAUKALMOHHLIX  XapaKTEPUCTMK onpegensieTcd  aTTecTauuoHHON
KOMMCCHen apxuea, nabopatopuun.

10. PaboTHUKM, He uMelwue cneuunanbHOW MNoAroToBKM WK CTaxa paGOTbI, YCTaHOBJ1€HHbIX
TpeGOBaHMﬂMVI K KBaJ'IVI(*)VIKaU,VIVI, HO obnagatowme OOCTaTOYHbIM NPaKTN4eCKUM OMbITOM U BbIMNMOJTHAOLWME
Ka4yeCTBEHHO M B MOSIHOM OObeMe BO3JOXEHHbIE HA HUX AOIMKHOCTHble 06s13aHHOCTU, NO pekomeHaaunn
aTTecTaunoHHON KOMUCCUN apxusa, na6opaTopV|V| Ha3Ha4YalTCA Ha COOTBETCTBYHOLIME OOJIKHOCTU TakK Xe,
KakK n nmua, nmeruime cneunarnbHy NoAroToBKY U CTaX pa6OTbI.

Il. KBanudunkaumoHHble xapakTepucTUKM AOMKHOCTEN PabOTHUKOB rocyiapCTBEHHbIX apXUBOB,
LeHTPOB XpaHeHUs1 AOKyMeHTaLuu, apXuBoOB MyHULMNanNbHbIX 06pa3oBaHWUi, BeJOMCTB,
opraHusauumn

[JomkHocTn pykoBoauTtenen

[upekTop apxmBa, LeHTpa XpaHEeHUs1 AOKYMeHTaLuu

[omKHOCTHbIe 06513aHHOCTU. PyKOBOAWT AEATENLHOCTLIO apXmBa, LeHTpa XpaHeHns OKYMeHTaumm
(mnanee - apxmB). OpraHu3syeT 1 KOOPAMHUPYET paboTy CTPYKTYPHbIX NOAPA3AEeneHnn 1 NPpOn3BOACTBEHHbIX
rpynn apxusa C Uenbio co3gaHus Hanbonee 6naronpuaTHbLIX YCNOBUIN XpPaHEHUS, yd4eTa M UCMOMb30BaHWSA
AOKyMeHTOB. PykoBoguTt paspaboTkonm nporpamMMm pasBuTus M NrnaHoB paboTbl apxvBa, OpraHu3yeT u
KOHTpONMMpyeT WX BbINOMIHEHWE, OpraHudyeT MnoAroToBKY W NpeacTaBneHve  MNnaHoBO-OTYETHOM
AoKymeHTauun. PacnopskaeTcd (uHaHCOBbIMKM  pecypcamn apxvBa, obecrneymBasi SKOHOMWUIO B
pacxofoBaHUM CpeacTB, adhdeKTUBHOE 1 LieneBoe nx Ucnons3oBaHue. lNpeacrasnaeT NHTepeckl apxusa BO
B3aMMOOTHOLLEHNAX C POCCUACKUMUN U MHOCTPAHHBLIMW IOPUONYECKUMU N DUNYECKUMUN NLEAMU, 3aKnovaeT
AOroBOpbl U rocyaapcTBeHHbIe KOHTPakTbl. OpraHu3yeT BHeapeHue B paboTy apxmBa aBTOMaTU3MPOBaHHbIX
apXuMBHbIX TexHorornn. OcyLecTBNAET MeponpuaTUs no 3MEKTUBHOMY MUCMNONB30BaHUIO YCTAHOBMEHHbIX
cucTeM onnaTbl TpyAa, pauMoHanbHOMY pacxogoBaHuio hoHAa 3apaboTHOW nnaTbl U CBOEBPEMEHHbIM
pacyetam ¢ paboTHukamu apxmsa. [NpuHMMaeT Mepbl Mo obecneyvyeHuno apxuBa KBanNUMOUUUPOBAHHBLIMU
Kagpamu, pauvoHanbHOMY WCMOMb30BaHUIO W PasBUTUIO KX MNPOMECCUOHANbHBLIX 3HaHWWA W OMbiTa,
cMcTemMaTMYecKoOMy MOBbIWEHUIO KBanudukauum paboTHWKOB, CO3AaHWI0 BnaronpuATHbIX YCROBWUA Tpyaa,
cobnogeHnio TpeboBaHMI TPYAOBOrO 3aKOHOA4ATENbCTBA, MPOU3BOACTBEHHOW W TPYAOBOW AUCLMMNIUHGI.
OpraHu3yeT B yCTaHOBNEHHOM MOpsSAKe atTecTauuio paboTHWKOB, NMPOM3BOAMT Ha3HayeHue, pacCTaHOBKY
kagpoB. PykoBoguT paboToM MO COBEPLUEHCTBOBAHMIO CTPYKTYpbl apxvBa W opraHu3auum Tpyga
paboTHukoB. lMpuHMMaeT Mepbl MO BHEAPEHMIO B MPaKTUKY pauuoHanbHbiX opmM M MeTodoB paboThl,
pa3BuTUIO MaTepuanbHo-TexHudeckon 6a3bl  apxmBa. ObecrneunBaeT Haanexalwlyld TeXHUYECKYHo
3KCMMyaTaumio 34aHun M NOMELLEHU apxvBa, cobrnogeHne pexuma oxpaHbl apxuBa, NpaBusil MO OXpaHe
Tpyaa v noxapHom GesonacHocTu. OpraHunsyeT MOOMNM3auMOHHYKD NOAroTOBKY apxuBa, pa3paboTky u
OCYLLEeCTBMEHNe MEepONpUATUA MO YKPbITUIO M 3Bakyauunm [OOKYMEHTOB B OCOObIN Mepuog, CrnaceHuio
OOKYMEHTOB B 4pe3BblyalHbIX CUTyauusax. YyacTtByeT B paboTe 3IKCnepTHOW (3KCMepTHO-NMPOBEPOYHON,
9KCMEepPTHO-METOONYECKOW) KOMMUCCWIA, BO3IMaBMASeT HayyHbI (Hay4YHO-TEXHWYECKMIM) COBET, AMPEKLMIO U
Apyrve KonnernanbHble OpraHbl apxuea.

[JomkeH 3HaTb: 3aKOHbl W MWHble HOpPMaTuBHbIE MpaBoBble akTbl Poccunckon degepaunm,
pernamMeHTMpyloLne OTHOLWEHUS B cepe apXMBHOrO Aera; HOpMaTUBHbIE U METOOANYECKNE AOKYMEHThI,
Kacarolumecs OedTenbHOCTM apxmBa; COCTaB U cogepXaHue KOMMIekca AOKYMEHTOB, XPaHSLLMXCS B apXUBE;
CUCTEMbI XpaHEeHUs 1 Knaccuukaumm apxmBHbIX JOKYMEHTOB; HOPMaTUBbLI YCNOBUA U PEXUMOB XpaHEHUs
OOKYMEHTOB; BWAbl CMPaBOYHO-MOUCKOBbLIX CPeACTB apxvBa; OCHOBbI YrNpaBfieHUs SKOHOMMUKOW U
drHaHCaMK; MOPSAOK 3aKMOYEeHUss U UCMOSNTHEHUS [OrOBOPOB W FOCYAAPCTBEHHbLIX KOHTPAKTOB; OCHOBbI
TPyOQOBOro 3aKkoHoAaTenbCTBa; CUCTEMbl onnaTel Tpyda W OpMbl MaTepuanbHOro CTUMYNMPOBAaHWUS;
OCHOBbI OpraHu3aumvM Tpyda W ynpaBreHus; NopsAoK COCTaBMeHUs MIaHOBO-OTYETHOW [OKYMEHTauuu;
NepcrneKkTUBbl Pa3BUTUSA apXMBHOW OTPAaciN; OTEYECTBEHHbIN M 3apybexHbI onbIT B 06nacTv apXvMBHOMO
Jena; OCHOBbl [JOKYMEHTAUMOHHOro obecneyvyeHnss ynpaBleHus; COBPEMEHHble WMH(OPMaLUOHHbIE
TEXHOMOrMKn; MnpaBuna BHYTPEHHEro TPydOBOrO pacnopsgka; npasuna Mo OXpaHe Tpyda W MOXapHOM
BesonacHocTu.

TpeboBaHma Kk kBanudwmkauum. Beicluee npodeccnoHanbHoe obpa3oBaHME MO HarnpaBEHMIO
noaroToBkn (cneumanbHoctn) "UcTtopuko-apxuBoBeneHue”, "[lokyMeHTOBeAEHME W [AOKYMEHTALMOHHOE
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obecneyeHne ynpasneHus", "[okymeHTOBeoeHve W apxuBoBefeHue", "Uctopms" m ctax paboTbl Ha
PYKOBOAALUMX AOMMKHOCTSAX MO HanpaBneHuio npodeccnoHanbHOW AeATenbHOCTU npu  KBanudukaumm
(ctenenun) "marucTp" u "cneumanuct” - He MeHee 5 neT, nNpu kBanudukauum (cteneHn) "Gakanasp" - He
MeHee 6 neT, NpW HanMuUMM Y4EeHOW CTeneHn - He MeHee 3 neT Nubo Bbicllee npodeccrMoHanbHoe
obpasoBaHve, QononHuTenoHoe npodeccuoHanbHoe obpa3oBaHWe MO HanpaeneHWU MOATOTOBKU
(cneumanbHocTU) "Mctopuko-apxuBoBegenune”, "[JokymMeHTOBeAeHWE W [AOKYMEHTaLUMOHHOe obecneyeHne
ynpaenenus”, "[lokymeHTOBedeHMe u apxmBoBedeHue", "Wctopua" m cTax paboTbl Ha pPyKOBOASALLMX
OOJDKHOCTSAX MO HanpaBIieHU0 NPodeCCMoHanbHOM OeATENBHOCTM NpY KBanMdukaumm (ctenenun) "maructp”
n "cneumannct” - He MmeHee 6 neT, Npu kBanudukauum (ctenenn) "6akanaep" - He MeHee 7 feT.

FMaBHbIN XpaHuTenb (poHOOB apxuBa

[OomKHOCTHbIE 06AA3aHHOCTU. PykoBOAUT AEATENbHOCTBIO CTPYKTYPHbIX NOAPa34eneHn apxuea no
obecneyeHno COXpPaHHOCTN 1 rOCY4apCTBEHHOMY yYeTy JOKYMEHTOB, aHanmsnpyeT COCTosHME X paboTbl.
[oTOBUT npeanoXeHMs K npoekTam nporpaMMm pasBuUTUS U NnaHoB paboTbl apxuBa no obecrneyeHuto
COXPaHHOCTM M rocyAapCTBEHHOMY Yy4eTy [AOKymeHTOB. OpraHudyeT CBOEBPEMEHHOE COCTaBlieHne W
npeacTaBrneHne OTYETOB O NpogenaHHow pabote. [OTOBUT NPeanoXeHUs Mo onTUMM3auUU CTPYKTYPHI,
LWITATHON YMCMEHHOCTU U JOIPKHOCTHOIO COCTaBa CTPYKTYPHbIX nogpasgeneHunin apxvea no HanpasreHuto
obecneyeHns COXpaHHOCTU M rOCYy4apCTBEHHOIO yyeTa AoKYyMeHTOB. KoHTponupyeT npaBunbHOCTb BEAEHMS
OOKYMEHTOB LIeHTparM30BaHHOIO rocyapCTBEHHOro ydyeta. KoopauHMpyeT u KOHTPONUpyeT AeATenbHOCTb
CTPYKTYPHbIX NoApas3fenieHnii apxmBa Mo CO34aHUI0 U COOMOAEHNI0 HOPMATUBHBIX YCMOBUA U PEXMMOB
XpaHeHUs [OKYMEHTOB, MOAAEPXKaHMIO apXMBHbIX (POHAOB B [OOMKHOM (U3NYECKOM COCTOSIHUM NpwU
apXMBHOM XpaHeHuMn 1 cneumansHon obpaboTke, cobnogeHmnio Npasun NoxkapHowm 6e3onacHoOCTU 1 pexmma
OXpaHbl B apxuBoxpaHunuiax. OpraHmayet paboTy no nepegaye JOKYMEHTOB Ha OTBETCTBEHHOE XpaHEHUe.
PykoBoauTt paspaboTkon Hay4yHO-MCCNEeaoBaTeNbCKMX TeM U METOOUYECKUX AOKYMEHTOB no obecneyeHuto
COXpPaHHOCTM W rocyaapcTBEHHOMY yyeTy aAokymeHTtoB. Ob6ecneuvBaeTr BHegpeHue Haubonee
paumMoHarnbHbIX CUCTEM M METOOOB XpaHEHWs, pecTaBpalMu, KOHCEepBaLMKW, KOMMPOBaHMA WU OXpaHbl
OOKYMEHTOB. Y4yacTByeT B MNOArOTOBKE MaTepuarioB [ns paccekpeymBaHus apXMBHbIX [OOKYMEHTOB.
Cnoco6cTByeT BHeApPeHUo B paboTy apxvBa aBTOMaTU3MPOBAHHbLIX aPXUBHBIX TEXHOMOMNIA, NCMOSb30BaHMIO
B paboTe Hay4yHbIX U METOAMYECKUX Pa3paboToK, AOCTMKEHUA OTEYECTBEHHOIO M 3apybexHOro onbita no
obecneyeHnto COXpPaHHOCTM WU TFOCYAapCTBEHHOMY Y4eTy [AokyMeHTOB. KoHcynbTupyeT no Bonpocawm,
BXOASALIMM B €ro KOMMNeTeHuuto. YyacTByeT B oOpraHv3aummM MoOunmsalvMoHHOW MOATrOTOBKM apxuBa,
pa3paboTke U OCYLLECTBIIEHUA MEPONPUATUA MO YKPBITUIO U 3BaKyalun OOKYMEHTOB B OCOObIV mepuog,
crnaceHvio OOKYMEHTOB B 4Ypes3BblYalHbIX CUTyauusix. YyacTByeT B paboTe 3KCnepTHOW, MeToOuyvecKkomn
(3KCNepTHO-NPOBEPOYHON, 3KCMNEePTHO-METOOUYECKOM) Komuccun, avpekuuu, Hay4Horo
(Hay4YHO-TEXHMYECKOr0) coBeTa U APYruX KonsernanbHbIX OpraHoB apxuBea.

OomkeH 3HaTb: 3aKOHbl W WHblE HOPMATMBHblE NpaBoOBble akTbl Poccunckon depepauumm,
pernameHTUpyoLLne OTHOLLEHMSI B chepe apxMBHOrO gena; HoOpMaTUBHbIE U METOAMYECKME OOKYMEHTHI,
KacaroLmecst AesTENbHOCTN apXuBa; COCTaB 1 CoAepKaHNe KOMMMEeKca AOKYMEHTOB, XPaHALLMXCS B apXUBE;
CUCTEMbI XpPaHeHUs 1 Kraccuukauum apxmBHbIX JOKYMEHTOB; HOPMaTUBbl YCIIOBUA U PEXUMOB XpaHEHUS
OOKYMEHTOB U MWKPOGOPM CTpaxoBoro oHAa; BWAbl CMPaBOYHO-MOUCKOBLIX CPEACTB apxumBa; OCHOBBbI
TPYAOBOro 3aKkoHOAAaTenbCTBa; OCHOBbI OpraHWsauuyM Tpygaa W ynpasneHwud; Mopsgok CcocTaBneHus
NNaHoOBO-OTYETHOW [JOKYMEHTAUMW; OTEYECTBEHHBbIN W 3apybexHbid onblT B obnactu obecneyeHust
COXPaHHOCTM M y4yeTa [OKYMEHTOB; OCHOBbI [OKYMEHTAUMOHHOrO obecnevyeHus ynpaBfieHusl; OCHOBbI
NPUMEHEHUS KOMMNbLIOTEPHOW TEXHUKWU; NpaBuna BHYTPEHHEro TPyAoBOro pacnopsjka; npasurna rno oxpaHe
TpyAa v noxapHon 6e30nacHOCTW.

TpeboBaHMAa K kBanudukauun. Bbicliee npodeccuoHanbHoe obpas3oBaHMe MO HanpasBreHuio
noaroToBkM (cneumanbHoctn) "Uctopuko-apxuBoBegeHue”, "[loKymeHTOBeAeHME W [OOKYMEHTaLWOHHOe
obecneyeHve ynpaeneHus", "[okymeHTOBegeHve u apxuoBegeHue", "Wctopua" u crtax paboTbl Ha
PYKOBOASALIMX AOSMKHOCTSAX MO HanpaBleHU MpodeCcCUoHanbHON OeATENbHOCTM Mpu  KBanuduvkauum
(ctenenun) "maructp" u "cneumanuct" - He MeHee 4 neT, nNpu kBanudukaumm (ctenenu) "Gakanaep" - He
MeHee 5 neT, Npu HanM4um y4eHOW CTENEeHUW - He MeHee 2 neT Nunbo Bhicllee npodeccnoHansHoe
obpasoBaHve, [OMNOMNHUTENbHOE npodeccMoHanbHoe oOpa3oBaHWe MO  HanpaBfeHWO  MOLArOTOBKU
(cneuunaneHocTn) "Uctopuko-apxmoBegeHue", "OKyMEHTOBEAEHNE W LOKYMEHTaUuoHHoe obecneyeHue
ynpaBnenus", "[okymeHTOBeAeHne un apxuBoBefeHue", "Wctopms" n cTax paboTbl Ha pyKoBOOALLMX
OOIMKHOCTAX MO HanpaBrieHuo NpodeccMoHarnbHOM AeAaTenbHOCTM Npu kBanudukaumm (cteneHun) "mMarmuctp”
n "cneunanuct” - He MeHee 5 neT, Npu kBanudukaumm (ctenenun) "6akanaep” - He MeHee 6 neT.

HavanbHuk oTAena (3aBepyrowmn oToeNnom) apxmsa
JOMmKHOCTHbIe 06A3aHHOCTU. PyKOBOOUT MPOM3BOACTBEHHOM M afMWHUCTPATMBHO-XO3ANCTBEHHOM
OEeAaTenbHOCTbI0 OTAena. HeceT OTBETCTBEHHOCTb 3a Hagfiexallee BbINOMHeHWe 3agad UM QYHKUMA,
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onpeferneHHblx nonoxeHnem o6 otaene. AHanusnpyeT COCTOSHME paboTbl M FOTOBUT NPEasioKEeHUs K
npoekTam nporpaMMm pas3BUTUSE U NnaHoB paboTbl apxvBa MO HaMNpaBneHUIO AedATenbHOCTM oTAena.
PaspabaTtbiBaeT M yyacTByeT B BbINOMHEHMU MEPCMEKTUBHbIX M TeKylMX nnaHoB paboTbl oThena.
YcTtaHaBnuBaeT NnaHoBble 3afaHuA  paboTHWMKaM, KOHTpONMpyeT uxX BbinonHeHwe. OpraHusyeT
CBOEBpPEMEHHOE COCTaBMneHWe W npeactaBneHne oT4eToB O pabote oTgena. [0OTOBUT MNpOEKTbI
HOPMAaTUBHbLIX JOKYMEHTOB, pernameHTUPYLWMX JeATenbHOCTb OTAeNna 1 OTHOCALLMXCA K €ro KOMNeTeHLMUW.
PykoBoauT n opraHmsyeT pa3paboTKy Hay4HO-MCCredoBaTENbCKMX TEM N METOAMYECKUX OOKYMEHTOB MO
HanpaBneHno OedATenbHOCTM oTAdena, obecnednBaeT ux BHegpeHnve. ObecneynBaeT COXPaAHHOCTb
apXMBHbIX U YYETHbIX JOKYMEHTOB, apXMBHbIX CMPaBOYHUKOB, XPaHALMXCA B OTAENe UNU HaxXOoAsLWUXCH B
npouecce paboTtbl. OpraHu3yeT BHeApEHNE aBTOMaTU3NPOBAHHbBIX aPXMBHbBIX TEXHOMOMMIA, NCMONb30BaHWe
Hay4YHbIX U METOONYECKNX pa3paboToK, OOCTWKEHWA OTEYECTBEHHOrO M 3apybexHOro onbita B obnactu
apXMBHOroO Aena no HanpaBneHuo OeATeNbHOCTU OTAena, BHeAPEHNE NpOrpeccuBHbIX hopM opraHusaumum
TpyAaa. KoHcynbTupyeT no Bonpocam, OTHOCALMMCS K AesTernbHOCTU oTaena. OpraHusyeT B3anmonencrane
oToena ¢ gpyrumm nogpasgeneHuamu apxusa. OcyuiectBngeT nogbop M pacCcTaHOBKY kaapoB oTAena,
rOTOBUT NPEASNOXKEHNSA MO HAa3HAYEHUIO, NEPEMELLEHMIO, OCBODOXAEHMIO OT AOMKHOCTM paboTHUKOB OTAEeNa,
MOOLLPEHUI0 M HaNoXeHU0 Ha HUX B3biCKaHWW. OpraHusdyeT paboTy MO MOBLIWEHUIO KBanudukaumm
paboTHMKOB OTAena. YyacTByeT B OpraHv3aumv MoOMnM3auMOoHHOW MOArOTOBKW apxvBa, paspaboTtke wu
OCYLLECTBMEHUN MEPONPUSTUA MO YKPBITUIO U 3Bakyauun [OOKYMEHTOB B 0OcCOObIA Mnepuog, cnaceHuto
OOKYMEHTOB B  Ypes3BblyalHbIX CUTyauusix. YyacTByeT B paboTe 9KCNepTHOW, MeTogMYeCcKon
(aKCnepTHO-NPOBEPOYHOWN, 3KCMEepPTHO-METOLNYECKOWN) KOMMCCUMU, anpekumu, Hay4Horo
(Hay4HO-TEXHMYECKOro) coBeTa M APYrux KommnernanbHbiXx opraHoB apxuea. KoHTponupyeT cobniogeHue
paboTHMkamn oTgena npasun paboTbl C JOKYMEHTamu, MPOV3BOACTBEHHOW WM TPYyAOBOW AMCUMMIMHEI,
npasuI No oxpaHe Tpyaa v noxapHon 6e30nacHOCTH, pexrMa OXpaHbl apxumBa.

[OomkeH 3HaTb: 3aKkOoHbl W WHblE HOpPMAaTMBHblE nNpaBoOBble akTbl Poccunckon depepauumm,
pernameHTUpytoLLMe OTHOLIEHNS B cdepe apXMBHOMO Aena; HOpMaTMBHbIE M METOOUYECKME AOKYMEHTHI,
KacaroLmecsl AesiTENbHOCTU apXuBa; COCTaB N COAEepP>KaHNEe KOMMIEeKCca AOKYMEHTOB, XPaHSILLNXCSA B apXUBE;
CUCTEMbI XpaHEHUs 1 Kraccudmkauum apxmBHbIX JOKYMEHTOB; HOPMATUBbLI YCIOBUA U PEXUMOB XPaHEHUS
OOKYMEHTOB; BMAbI CMPaBOYHO-MONCKOBLIX CPEACTB apXMBa; OCHOBbI TPY40BOrO 3aKOHOA4ATENbCTBA; OCHOBbI
opraHusaumy Tpyda W ynpaeBneHwusi; MNOPSAOK COCTaBEeHUA  MraHOBO-OTYETHOW  [JOKYMeHTauuu,
OTEYECTBEHHbIA W 3apybexHbin onblT B 06nactm apxMBHOrO [ena; OCHOBbl [JOKYMEHTALMOHHOro
obecneyeHns ynpaBrieHnsi; OCHOBbI MPUMEHEHMWST KOMIMbIOTEPHOM TEXHWUKW; NpaBuna BHYTPEHHEro TPy40BOro
pacrnopsaka; npaBuna no oxXpaHe Tpy4a v NoXxapHon 6e3onacHoCTy.

Tpe6oBaHMAa Kk kBanudukauuu. Bebicllee npodeccuoHanbHoe obpasoBaHMe MO HanpaBneHUIo
noaroToBkn (cneumanbHocTn) "McTtopuko-apxusosefeHue", "[lokymeHTOBedeHVWEe W [OKYMEHTaUWOHHOe
obecneyeHve ynpasneHus", "[okymeHTOBegeHve u apxusoBegeHue", "Wctopua" u crtax paboTbl no
HanpasneHno NpodeccnoHanbLHoON AeATENbHOCTM NpK KBanudukaumm (ctenenn) "marmcTtp” un "cneymanuct”
- He meHee 3 nerT, Npu kBanudukauum (cteneHn) "GakanasBp" - He MeHee 4 neT, NPWU HanmMynM y4yeHoun
cTeneHn - He MeHee 3 net nubo Bbicwee npodeccmoHanbHoe obpasoBaHve, AONOMHUTENBHOE
npodeccroHansHoe obpasoBaHue no HanpasrieHuio noAroToBKU (cneuunanbHoCTH)
"Uctopuko-apxmeoBegeHne”, "[oKymMeHTOBeAeHWE U [OOKYMeHTauuoHHoe obecnedeHne ynpaBneHus",
"[lokymeHTOBeaeHNE 1 apxuBoBeaeHue", "Mictopus" n ctax paboTbl No HanpaBneHuio NPodEeCCUOHarbHON
JedatenbHOCTU npu kBanudukauum (ctenenn) "maructp" u "cneumanuct" - He MeHee 4 neT, npu
kBanudukaumm (cteneHn) "6akanasp” - He meHee 5 ner.

3aBeayroWmMn apxXMBOXpPaHUIIULLEM

JomKHOCTHbIe 06s13aHHOCTU. PykoBoanT paboTon apxvmBoxpaHunuwia. Hecet oTBETCTBEHHOCTL 3a
COXPaHHOCTb AOKYMEHTOB M Hagnexallee BbINofHeHMe 3a4ay U QYHKUUIA, YCTAHOBITEHHbIX NMOJIOXXEHNEM 00
apxmBoxpanunuuie. PaspabartbiBaeT M y4acTBYeT B BbINOSIHEHWM MEPCMNEKTUBHbIX W TEKYLUX MfiaHOB
paboTbl apxMBOXpaHunuia. YCTaHaBnMBaeT MMaHOBble 3agaHua paboTHMKaM, KOHTpONuMpyeT ux
BbiNonHeHne. OpraHn3yeT CBOEBpPEMEHHOE nNpefcTaBrieHne OT4eToB O paboTe apxuBoxpaHunuia.
OpraHuayeT paboTy no co3gaHuio 1 cobMAeHNI0 B apXUBOXPaHWUIMLLE HOPMATUMBHbLIX YCIOBUA U PEXUMOB
XpaHeHUs JOKYMEHTOB, UX NPUEMY Ha NOCTOSIHHOE N BPEMEHHOE XpaHeHue U Bbldaye U3 apXmMBOXpaHunuLia
B COOTBETCTBMM C YCTAHOBMEHHbIMM NpaBunamu. PaspabaTtbiBaeT cxembl pauvoHanbHOro pasMeLleHust
JOKYMEHTOB apxmBoxpaHunuuia. B ycTtaHoBneHHOM nopsiake NpuUHUMaeT OOKYMEHTbl Ha MOCTOSHHOE U
BpEMEHHOE XpaHeHue. Beper paboTy no UeneBoOW SKCNepTM3e LEHHOCTW, YYETY WU PO3bICKY
HeoBOHapyXeHHbIX Aen, odopmMmnseT pesynbTatbl 3TUX paboT. YyacTByeT B MOArOTOBKE MaTtepuanoB Anst
paccekpeymMBaHNsl apXMBHbIX [OOKYMEHTOB. BbISBNAeT yHWKanbHble U 0CODO LEHHble [OKYMEHTbI.
OpraHusdyeT y4eT [OOKYMEHTOB apxuBoxpaHunuuia. PykoBogut paboTon No MpOBEpPKE Hanuuus u
PU3NKO-XUMUYECKOTO COCTOSIHUSA [JOKYMEHTOB, MOAroTOBKE U nNepefave AOKYMEHTOB Ha pecTaBpauuio,
Oe3nHdeKuno, Oe3nHCEKUUo, CTpaxoBoe KonuvpoBaHue U nepennet. ObecneunBaeT cobntogeHne
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HOPMaTUBHbLIX YCMOBUA N PEXMMOB XPaHEHUS OOKYMEHTOB, NpaBun noxapHow 6e30nacHoCcTV M pexuma
OXpaHbl B apxvBoXpaHunuiie. Y4yacTByeT B pa3paboTke Hay4YHO-UCCrenoBaTenbCkux TeM U METOANYECKUX
OOKYMEHTOB Mo paboTe apxusoxpaHunuwia. MNpuHumaeT ydyactue B opraHu3aumm paboTbl MO MOBbILLIEHWUIO
kBanupukaumm paboTHUKOB apxvMBOXpaHMnULLa. [OTOBUT MpeanioXeHus Mo Ha3Ha4YeHUIo, NepemMeLLEeHunIo,
0CBOBOXAEHUIO OT [AOMKHOCTU PabOTHUKOB apXMBOXPaHUNULLA, MOOLUPEHMIO W HANOXEHU Ha HUX
B3biCKaHun. KoHTponupyeT cobniogeHve B apxvBoOxXpaHunuvuie npaBwuil paboTbl €  OOKYMEHTamu,
NMPOU3BOACTBEHHOW M TPyOOBOW AWCUMMIMHBI, MpaBuil MO OXpaHe Tpyda M noxapHow ©Ge3onacHoCTW.
Y4yacTByeT BO BHegpeHun B paboTy apxvBa aBTOMaTU3MPOBaHHbIX apXMBHbBIX TEXHOMOMMWA. YyacTByeT B
MOBMNM3aLMOHHON MNOArOTOBKE apXmBa, OCYLIECTBIEHUM MEpONpuUATUA MO  YKPbITUIO WU 3BaKyauuu
OOKYMEHTOB B 0COObIN nepuog, cnaceHuio AOKYMEHTOB B Ype3BblyaviHbIX CUTyauusix. Y4acTByeT B paboTte
9KCMEepPTHOWN, METOAMNYECKOWN (IKCMEPTHO-NPOBEPOYHON, IKCMEPTHO-METOAMYECKON) KOMUCCUI, OUPEKUUW,
Hay4yHOro (Hay4HO-TEXHWYECKOro) CoBeTa U ApYrux KonnernanbsHbIX OpraHoB apxmea.

JomKeH 3HaTb: 3aKOHbl W WHble HOPMAaTMBHbLIE MNpaBoBble akTbl Poccuiickon depepaumm,
pernaMeHTUpyloLne OTHOLWEHUS B cpepe apXMBHOro Aena; HOpMaTWMBHbIE U METOAMYECKUE OOKYMEHTbI,
Kacarolumecs OedATenbHOCTM apXuBa; COCTaB M COAepKaHue KOMMNekca JOKYMEHTOB, XPaHSLLUXCH B apXuBe;
CUCTEMbI XpaHEeHUs 1 Kraccudmkauum apxmBHbIX JOKYMEHTOB; HOPMaTUBbI YCIOBUA U PEXUMOB XpPaHEHUS
OOKYMEHTOB U MUKPOOpPM CTpaxoBoro ¢oHaa; BuAbl CMPaBOYHO-MOMCKOBLIX CPEeACTB apxvBa; OCHOBBI
TPYOOBOIrO 3aKOHOAATENbCTBA; OCHOBbI OpraHusauuMu Tpyda W ynpaBreHus; MNOpPsi4OK COCTaBMEeHMS
NNaHoOBO-OTYETHOW [JOKYMEHTaUMW; OTEYECTBEHHbIN W 3apybexHbid onblT B obnactu obecneyeHust
COXPaHHOCTM W TOCYAApPCTBEHHOTO y4yeTa [OOKYMEHTOB; OCHOBbl [OKYMEHTAUWOHHOro obecneyeHus
yNpaBreHUsi; OCHOBbI NMPUMEHEHNSI KOMMBIOTEPHOW TEXHUKMW; MpaBuna BHYTPEHHErO TPy4OBOro pacrnopsaaka;
npasuna no oxpaHe Tpyada W NOXxapHon 6e30nacHOCTY.

TpeboBaHna kK kBanudukauuun. Boicliee npodeccuoHanbHOe o6pasoBaHMe MO HanpaBrAeHWuio
noaroToBkn (cneumanbHocTh) "UcTopuko-apxmeoBefeHue", "[lokymeHTOBeAeHVWe W OOKYMEHTauMOHHOe
obecneyeHve ynpaeneHus", "[okymeHTOBegeHve u apxmBoBegeHue", "Wctopua" u ctax paboTbl no
HanpasneHno NPogeccnoHanbHoON AeATENbHOCTM NPK KBanudukaumm (ctenenn) "marmcTtp” un "cneuymanuct”
- He meHee 3 neT, npu kBanudwukauum (cteneHun) "Oakanasp" - He MeHee 4 neT nubo BbicLlee
npodeccunoHaneHoe obpasoBaHue, AOMONMHUTENbHOE NpodeccrMoHanbHoe obpa3oBaHMe MO HanpasfeHuo
noaroToBkM (cneumanbHocTh) "UcTopuko-apxmBoBeeHue", "[lokyMeHTOBeAeHVWE W [OOKYMEHTaLMOHHOE
obecneyeHne ynpaenenuns", "[JokymeHTOBeaeHMe W apxuBoBedeHue", "Mctopust" u cTax paboTbl Mo
HanpaBneHuio NpogeccMoHanbHOM AeATenbHOCTU Npu KBanudukaumm (ctenenn) "marnctp” n "cneymanuct”
- He MeHee 4 neT, npw kBanudwukauum (ctenenn) "d6akanaep” - He MeHee 5 neT.

3aBeayowmn ceKTopoM (HavyanbHUK CeKTopa) apxmBa

LOomkHOCTHbIe 06s3aHHOCTU. OpraHm3dyeT paboTy cekTopa. YyacTByeT B pa3paboTke npeanoxeHun
K MpoeKkTam nporpaMMm pasBUTUS apxvMBa W nnaHam paboTbl apxmBa MO HanpasfeHWo OeSTenbHOCTU
CcekTopa, y4yacTByeT B ux peanusaumu. CoctaBnseT nnaHbl paboTbl CEKTOpa U OTYETbl O NPOAESiaHHOWM
paboTte. YcTaHaBnvBaeT MnaHoBble 3adaHusd paboTHWKaM CekTopa, KOHTPONUPyeT WX BbIMOSHEHME.
YuyacTByeT B NOArOTOBKE NMPOEKTOB HOPMATUBHbIX JOKYMEHTOB, PErNaMEHTUPYIOLLMX AESTENBHOCTL CeKTopa.
YyacTByeT B MNpPOBEAEHMM HaydHbIX WCCNEedoBaHUA WM MEeTOAMYECKMX paspaboTok Mo HanpaBreHuHo
OesiTeNbHOCTM cekTopa, obecrneumBaeT WX BHeApeHue. KoHcynbTupyeT Mo Bonpocam, OTHOCSLWMMCS K
OEATENbHOCTM CeKTopa. Y4acTByeT B opraHm3aummn paboTbl Mo 06ecneyYeHnto COXPaHHOCTU AOKYMEHTOB U UX
pauvoHanbHOMY pasMELLEHU0 B apxuBoxpaHunuwax. OpraHuM3yeT MpOBeAeHWEe LEeNeBoW 3KCNepTusbl
LEHHOCTM [OKYMEHTOB. BeneT OCHOBHble Yy4yeTHble [OKyMeHTbl. [MpoBoAUT NpUEM [OKYMEHTOB Ha
NMOCTOSIHHOE U BpEMEHHOE xpaHeHue. OpraHusyeT paboTy no NnpoBepke Hannuus n prusnyeckoro, COCTOAHMUS
OOKYMEHTOB, OTOOpYy ux Ans pectaBpauuun, AesvHdexkunu, Oe3vHCEeKuMW, CTPaxoBOro KOMMPOBaHUA U
nepenneTHbiXx paboT, KOHTPONMPYeT KayecTBO UX npoBedeHus. OcylecTBrnsieT KOHTPONb cobntogeHus
HOPMATUBHbIX yCJ'IOBI/II7I N pexummoB XpaHeHUda [OOKYMEHTOB. CocTaBnseTr CrucKu ropungnyecknx u
CbVI3I/I'-IeCKI/IX iy, 4BnAroWMXca  UCTOYHUKaMWU  KOMMJIEKTOBaAHUA  apXuBa. Be,qu neperosopbl C
HerocyaapCTtBeHHbIMM opraHnsaunamm un (bI/ISI/NeCKI/IMI/I nmuamm - - noTeHuunarnbHbIMXU WUCTOYHUKaAMU
komnrekToBaHus. OkasblBaeT METOAMYECKYHO M MPaKTUYECKYI0 MOMOLb Creuuanuctam apxuBoB U Cryxo
Oenonpon3BOACTBA OpraHM3auuii - MCTOYHMKOB KOMMNEKTOBaHMS. YyacTByeT B oTGope W nepedade
OOKYMEHTOB Ha MOCTOsIHHOE XpaHeHwe. OpraHu3yeT BefeHMe TOoCYAapCTBEHHONO y4yeTa [JOKYMEHTOB
npocduns apxmea, BPEMEHHO XPaHSILLUMXCA B OpraHM3aumMsix - UCTOYHMKAX KOMMIEKTOBaHUS. Y4yacTByeT B
paboTe No nacrnopTu3auMnm apxvMBOB OpraHv3auuii. Y4YacTByeT B 3aKrouYeHUM U BbINOMHEHUN JOrOBOPOB C
opraHuMsauusiMm o6 ynopsiAoYeHMM OOKYMEHTOB U OKasaHuu um gpyrux ycnyr. Mposogut paboTy no
BbIABNEHNIO JOKYMEHTOB pOCCI/II7ICKOFO NpoOUCXoXxXgeHna n no NcTtopun POCCVII/I, HaxogdLwmnxea 3a py6e>K0M.
Beget HayyHOe onucaHne OOKYMEHTOB apxvBa, YCOBEpPLUEHCTBOBaHME W nepepaboTky onucen. [Nposogut
paboTy Mo Co3O4aHW0 U BEeOEHUI0 KaTanoroB M 06a3 gaHHbIX MO AOKyMeHTaM apxusa. OcyllectBnsieT
Tematudyeckytlo paspaboTky ¢oHaoB apxvBa. OcyllecTBMASET MOATOTOBKY CMPaBOYHO-UHGOPMALMOHHbIX
M3gaHMn O COoCTaBe W CoAepXaHWW [OKYMEHTOB apxvBa. Y4YacTByeT B MOAFOTOBKE MaTepuanoB Ans
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paccekpeumBaHus  apxuBHbIX  OOKyMeHToB. OpraHudyer paboTy nNo BHeOpPeHWI0 B apxuee
aBTOMAaTU3MPOBAHHBLIX apXUBHbIX TexHonorni. OcyLlecTBNAeT aHanms, ydeT COCTOSHUSA U 3hPEeKTUBHOCTb
NCMNOnb30BaHWSA CNPaBOYHO-MOUCKOBLIX cpeacTB apxmsa. OpraHuadyeT obecnedeHne goctyna notpebutenen
OOKYMEHTHON UHGOPMaLMK K CPaBOYHO-MOUCKOBLIM CpeacTBam apxmsa. [1poBOAUT 3KCKYPCUMUM MO apXuBYy.
Y4yacTByeT B opraHnsauun BblCTaBOK AOKYMEHTOB, NOArOTOBKE MaTepuanoB AN Nepuoanyecknx usgaHum um
cpeacTB mMaccoBow MHdopmauuun. Begetr paboTy MO M3gaHWO apXMBHBIX CMPaBOYHWKOB. [OTOBMT Ans
rocy4apCTBEHHbIX U HErOCYAapCTBEHHbIX OpraHn3aunin MHOpMaLUOHHbIE MNCbMA, coaepXallme cBeaeHus
06 MMelLLMXCs B apxmnBe JOKYMeEHTax no onpeaeneHHon Tematuke. OpraHusyeT v y4acTBYeT B UCMOSTHEHWM
nocTynamwLmMx B apxuB Hamboriee CrOXHbIX 3anpoOCOB Pa3NMYHOrO XapakTepa. YyacTByeT B OpraHusauum
paboTbl YnTanbHoro 3ana apxmea. OcyuecTenseT pyHKUUN OTBETCTBEHHOIO COCTaBUTENS AOKYMEHTarbHbIX
nybnukauun, ydactByeT B NOATOTOBKE K M3OaHWUIO JOKYMEHTOB. [1poBOaUT BbISIBIEHNE U OTOOP AOKYMEHTOB
ana  nybnukauun, apxeorpadudeckoe odopmMneHve, KOMMEHTUpoBaHMe AokymeHToB. CoctaBnser
Hay4HO-CNPaBOYHbIV annapaT K AOKyMeHTanbHbiM nybnukaumam. OcyllecTBnseT Hay4yHoe pedakTupoBaHue
nybnukauun. OcylwecTBNsieT YTeHwe, OATUPOBKY W ONWCaAHWE apXMBHbIX [OKYMEHTOB. Y4yacTByeT B
MOAroTOBKE K M34aHUI0 APEBHUX AOKYMEHTOB. VI3yyaeT BHELIHUE NPU3HAKN AOKYMEHTOB, YCTaHaBMMBaET UX
NOASNIMHHOCTb, OnpedensdeTr WX naneorpaduyeckue, A3blkOBble W Apyrme ocobeHHoCcTu. YyacTsyeT B
OCYLLECTBMEHUN MEPONPUSTUA MO YKPBITUIO U 3Bakyauun [OOKYMEHTOB B 0OcCOObIA Mnepuon, cnaceHuto
OOKYMEHTOB B  4pe3BbldalHbiX cuTyaumsix. O6GecneunmBaer paboTy 3SKCMEPTHOW, METOOUYECKOW
(9KCnNepTHO-NPOBEPOYHOM, IKCNEPTHO-METOANYECKON) KOMUCCUIN, KOHTPOSNMPYET BbIMOSIHEHME NX PELUEHUN.

OomkeH 3HaTb: 3aKoHbl W WHble HOpPMAaTMBHbIE nNpaBoOBble akTbl Poccunckon dPepepauumu,
pernameHTUpyoLne OTHOLWIEHUS B cdepe apXMBHOrO Aena; HOpMaTUBHblE M MeToaudecKue AOKYMEHTHI,
KacaroLmecs OesaTenbHOCTU apxXuBa; BCNOMOraTernbHble NCTOPUYECKUE AUCUMMIMHBI; TEKCTOMNOMMIO; COCTaB
N cogepxaHuwe KoMmmnnekca AOKYMEHTOB, XPaHSLMXCHA B apxvBe; CUCTEMbl XPaHEHWs W Krnaccudukauum
APXMBHbIX JOKYMEHTOB; HOPMATUBbI YCIOBUM U PEXMMOB LOKYMEHTOB; BMAbl CPABOYHO-MOMCKOBbLIX CPeaCTB
apxuBa; OCHOBbl OpraHu3auuMm Tpyda W YNpaBreHwus; MopsgoK COCTaBMEHUS NNaHOBO-OTYETHOW
OOKYMEHTaUMKW; OTEeYECTBEHHbIN U 3apybexHbln OnblT B 06nacTu apxXuBOBEAEHUS W OOKYMEHTOBEAEHWS;
OCHOBbl [OKYMEHTaLMOHHOTO obecnevyeHns ynpaBrneHUs; OCHOBbl NPUMEHEHWUS KOMMbIOTEPHOW TEXHUKW;
npasuna BHyTPEHHEro TPYAOBOro pacrnopsgka; npasuna no oxpaHe Tpyaa u noxapHon 6e3onacHoCTy.

TpeboBaHMAa Kk kBanudukauuu. Bbicliee npodeccuoHanbHoe obpas3oBaHME MO HanpaBneHWUIo
noaroToBkn (cneumanbHocTh) "UcTopuko-apxmBoBeaeHue", "[lokyMeHTOBeAeHVWE W [OOKYMEHTaLMOHHOE
obecneyeHne ynpasneHus”, "[okymeHToBegeHve W apxuBoBedeHue", "Wctopua"™ u crtax paboTbl no
HanpaBneHuio NpogeccMoHanbHOM AeATenbHOCTU Npu KBanudukaumm (ctenenn) "marnctp” n "cneymanuct”
- He MeHee 2 neT, npu kBanudwmkaumm (cteneHn) "OakanaBp" - He MeHee 3 neT nNubo BbicLlee
npodeccuoHanbHoe obpasoBaHue, OOMONMHUTENbHOE NpodeccuoHanbHoe obpa3oBaHWE MO HaMpaBfEHUIO
noaroToBku (cneumanbHocTh) "UcTopuko-apxmBosefeHue", "[lokymeHTOBedeHVWEe W OOKYMEHTauMOHHOe
obecneyeHve ynpasneHus", "[okymeHTOBegeHve w apxuBoBegeHue", "Wctopua" u ctax paboTbl no
HanpasneHno NpogeccnoHanbHON AeATENbHOCTM NpK KBanudukaumm (cteneHn) "marmcTp” un "cneuymanuct”
- He meHee 3 neT, npw kBanudwukauum (ctenenn) "6akanasp” - He MeHee 4 neT.

3aBepgytowmn apxuBom (HayarbHUK apXUBHOroO oTAerna) MyHuUunanbHoro o6pasoBaHus,
BeAOMCTBa, OpraHu3auum

[JomkHoCTHble 06si3aHHOCTU. PykoBoauT paboTol apxuBa (apxXvBHOro oTAena) MyHuuMnanbHOro
obpa3oBaHus, BeOOMCTBa, OpraHu3aumu (oanee - apxv). Pa3pabaTbiBaeT nporpammbl pa3BuTUS U NiiaHbl
paboTbl apxvBa. PykoBOAMT MNOArOTOBKOW MPOEKTOB HOPMATMBHBIX [AOKYMEHTOB, pPEerfnamMmeHTUpYHOLLnX
nearenbHoCTb apxmBa. OpraHusyeT pa3paboTKy METOAMYECKNX OOKYMEHTOB C LIENbH COBEPLLUEHCTBOBAHMS
paboTbl apxvBa, KOHTPONMMPYET MX BHEOPEHNE B MpakTuKy. Beoet OCHOBHblE ydeTHble JOKYMEHTbI apXvBa.
OpraHusyeT u KoopavHMpyeT paboTy cneumanmcToB no obecnevyeHno COXpaHHOCTM AOKYMEHTOB apxumBa U
X paumoHanbHoMy pasmelleHunto. OcyLecTBRseT KOHTPONb COOMAEHNsT HOPMAaTMBHBIX YCIOBUMA U
PEXUMOB XPaHEHWs OOKYMEHTOB. [1poBoanT paboTy MO MpOBEPKE HanuMunsa U U3NYECKOrO COCTOSIHUS
OOKYMEHTOB, OTOOpPY MX AOnis pecTaBpaumu, Ae3vHMEKUUW, OE3MHCEKLMM, CTPaxOBOro KOMUPOBAHMS U
nepenneTHbix paboT, KOHTponMpyeT kKayecTBO Wx npoBedeHus. OcyllecTBNAeT y4eT U po3biCK
HeoOHapyXeHHbIX [Oen apxvBa, BbIIBNEHWE M Y4eT 0CO00 LEeHHbIX AOKyMeHTOB. CoCTaBnsieT ChMCKU
IOPUAMYECKUX U (DUINYECKNX NULL, ABMSIOLLMXCS UCTOYHMKaMM KOMMIIEKTOBaHNS apxmea. BegeT neperoBopsbl
C HEerocygapCTBEHHbIMU OpraHusaumMsMn m uanyeckumn nuuaMum - MNoTEHUUanbHbIMU  UCTOYHUKaMKU
koMnnektoBaHus. OkasblBaeT METOAUYECKYIO U NPAKTUYECKYI0 MOMOLLb B OENOMNPON3BOACTBE CTPYKTYPHbLIM
nogpasgeneHmsM  agMUHUCTpaUMM  MyHUUMNanbHOro obpasoBaHusl, BeAOMCTBA, OpraHusauMn unm
opraHusaumsiM - UCTOYHMKaAM KOMMIIEKTOBaHUSA apxusa. [MpoBoauT npuem [OKYMEHTOB Ha MOCTOSIHHOE,
BPEMEHHOE U Aeno3uTapHoe XxpaHeHue. OpraHuadyeT paboTy skcnepTHon komuccumn. OpraHu3yeT oThop u
nepegavy OOKYMEHTOB Ha MOCTOsIHHOE XpaHeHue. Bepet ydeT OOKYMEHTOB, BPEMEHHO XPaHSLLMXCHA B
opraHm3aumax - WCTOYHMKAax KomnnekToBaHus apxmsa. OcyllecTBnseT KOHTPOMb 3a AOKYMEHTaMMu,
XpaHAWMMUCA B CTPYKTYPHbIX MOApasdeneHusx agMUHUCTpauMum MyHuuMnaneHoro obpasoBaHus,
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BeOMCTBA, OpraHusaumu. Y4acTByeT B 3aKkMOYEeHMM W BbINOMHEHMM [OroBOPOB C oOpraHusaumsamm ob
yrnopsgoyYeHun AOKYMEHTOB M OKasaHuM UM OpYyrux NnatHbIX ycryr. YyacTByeT B MOArOTOBKE AOrOBOPOB O
COTPYAHMYECTBE W KOOPAMHALMU AOEATEeNbHOCTU aAMUHUCTpAUMW  MyHUUUNansHOro obpasoBaHus W
YMOMHOMOYEHHOr0 OpraHa WCNonHUTENBHOM Bractu cybbekta Poccuinckon depepaumm B obnactm
apxuBHoro pgena. Ob6ecneuvBaeT 3aknYeHWe [[OrOBOPOB O  COTPYAHUYECTBE  agMUHUCTpaLuu
MyHULMNANbLHOro obpasoBaHus ¢ opraHnsauusamn degepanbHon coO6CTBEHHOCTU, COBCTBEHHOCTH CyObeKTa
Poccuiickon depepaumm 1 4acTHOW COBCTBEHHOCTM B BOMPOCAX, OTHOCALUUXCA K KOMMETEHUMM apxuBa.
OpraHuayeT u nNpoBoguT paboTy MO Hay4YHOMY OMMCaHWI0 OOKYMEHTOB apxvBa, YCOBEPLUEHCTBOBAHMUIO U
nepepaboTKe onucewn, CO3gaHWO M BedeHUto kaTanoroB M 6a3 gaHHbiXx. OcylecTBAsieT TEMaTU4eCKyto
pa3paboTky  LOKYMEHTOB ¢oHOoB apxuBa. OpraHuayeTt n ocyllecTBnseT noaroToBKy
CNpaBOYHO-MH(POPMALMOHHBIX M3OaHWA O COCTaBe W cogepXaHunm OOKyMeHTOB apxua. CnocobcrByer
BHeApeHMIo B paboTy apxvMBa aBTOMATU3MPOBAHHBLIX apXUBHbIX TexHonorun. OcylecTBnNaeT aHanms, ydet
COCTOSIHUA N 3P(PEKTUBHOCTL UCNOMb30BaHUSA CMpaBOYHO-NMOUCKOBLIX cpeacTB apxuea. ObGecneuvvBaeT
goctyn notpebutene [OOKYMEHTHOM WHGOPMaLMM K CAPaBOYHO-MOUCKOBBIM CPEACTBaM  apxuBa.
ObecneunBaeT Mcnonb3oBaHWe [OKYMEHTOB apxvBa, B TOM YUCME WUCMNOMNHAET MOCTynawLiMe B apxus
3anpocbl pa3nuyHoro xapakrepa. OpraHudyeT BbICTaBkM [OOKYMeHTOB. [0OTOBUT MaTtepuansl Ang
COCTaBneHuss COOPHMKOB [OOKYMEHTOB, WCMOMb30BaHWUS WX B MNEPUOOUYECKUX W3OAHWUSIX W CpeacTBax
maccoBo MHcpopmauun. OpraHusyeT paboTy 4uMTanbHOro 3ana apxuBa. BsaumopgenctByeT ¢ Mysesamu
MYHULMMANbHOTO panoHa (ropoAcKoro OKpyra) B MPOBEAEHUN  MHGOPMALMOHHBIX  MEpPONPUSTUNA
KpaeBeqyeckoro xapakTepa. Y4yacTByeT B MOOWNM3aLMOHHOM MNOArOTOBKE apXuBa, OCYLLECTBIEHUU
MEpPONPUSTUA MO YKPbLITUIO WM 3BaKyauun [OOKYMEHTOB B OCOObIi Mepuof, ChaceHuo LOKYMEHTOB B
ypesBbldalrHbIX cuTyaumsax. CnocobcTByeT BHeOpEHVIO B MPaKTMKy paboTbl COBPEMEHHbBIX HayYHbIX |
MeToau4ecknx pas3paboTok.

[OomkeH 3HaTb: 3aKkOoHbl W WHblE HOpPMAaTMBHblE nNpaBoOBble akTbl Poccunckon depepauumm,
pernameHTUpytoLLMe OTHOLWEHNS B chepe apXMBHOrO Aena; HopMaTUBHbIE U METOLAMYECKNE OOKYMEHTHI,
KacaroLumecs OedTenbHOCTM apxmBa; COCTaB U cogepXXaHue KOMMekca AOKYMEHTOB, XPaHSLLMXCS B apXUBE;
HOpMaTMBbI YCIOBUN U PEXUMOB XpaHEHUSI OOKYMEHTOB; BMAbl CNPaBOYHO-MOMCKOBLIX CPEACTB apXuBa;
OCHOBbI TPYAOBOrO 3aKoHOA4ATeNbCTBa; OCHOBbLI OpraHMsauun Tpyaa v ynpasneHus; Nopsaok CoCTaBneHus
NMaHOBO-OTYETHOW [JOKYMEHTaUWMW; OTEYECTBEHHbIN U 3apybexHbli OnbIT B 00nactn apxvBOBeOEHMS U
OOKYMEHTOBEEHMWS; OCHOBbI [OOKYMEHTaLMOHHOMO OOecneyvyeHunst ynpaBrieHWsi; OCHOBbI MPUMEHEHMS
KOMMbIOTEPHOM TEXHUKW; MNpaBuna BHYTPEHHEro TPyAOBOro pacnopsgka; npasuna no oxpaHe Tpyda u
noxapHou 6e3onacHocTu.

Tpe6oBaHMAa Kk kBanudukauuu. Bebicllee npodeccuoHanbHoe obpasoBaHMe MO HanpaBneHUIo
noaroToBkn (cneumansHoctn) "Mctopuko-apxusoseneHue", "[okymeHTOBeAeHWE W [OOKYMeHTaLMOHHOe
obecneyeHve ynpaeneHus", "[okymeHTOBegeHve u apxmsoBegeHue", "Wctopua" m ctax paboTbl no
HanpasneHno NpodeccnoHanbLHoON AeATENbHOCTM NpK KBanudukaumm (ctenenn) "marmcTtp” un "cneymanuct”
- He MeHee 2 neT, npu kBanudwmkaumm (ctenenn) "Gakanasp" - He meHee 3 neT nubo BbicLlee
npodeccuoHanbHoe obpasoBaHue, JOMONMHUTENbHOE MpodeccuoHanbHoe obpa3oBaHWe MO HanpasBreHUio
noaroToBku (cneumanbHocTh) "WcTopuko-apxmBoBefeHue", "[lokymeHTOBedeHVWe W OOKYMEHTauMOHHOe
obecneyeHve ynpaeneHus", "[okymeHToBegeHne u apxuBoBegdeHue", "Wctopus" n ctax paboTbl Mo
HanpaBneHuio NpogeccMoHanbHOM AeATenbHOCTU Npu KBanudukaumm (ctenenn) "marnctp” n "cneymanuct”
- He MeHee 3 neT, npw kBanudwukauun (ctenenn) "d6akanaep” - He MeHee 4 neT.

JomxHocTn cneynanucToB

FnaBHbIN apxuBUCT

[JOomKHOCTHbIe 06513aHHOCTWU. Y4yacTByeT B pa3paboTke npeariokKeHWn K MpoekTam nporpamm
pa3BuTMa M nnaHam paboTbl apxmBa W COOTBETCTBYHOLIErO CTPYKTYPHOro nogpasfaeneHus apxmea,
yyacTByeT B ux peanusauun. CocTaBnsieT OT4yeTbl O MNpoAenaHHon paboTe. YyacTByeT B MOAroTOBKe
MPOEKTOB HOPMAaTMBHbIX [OKYMEHTOB, perfaMeHTUPYLWNX AeATeNbHOCTb CTPYKTYPHOrO noapasfeneHuns
apxvBa. Y4yacTByeT B NpoBeAEeHUN Hay4HbIX UCCefoBaHUN U METOANYECKMX pa3paboTok No HanpaBneHuto
AeATEeNbHOCTM CTPYKTYPHOrO MoapasfefieHnst apxvea, CnocobCTBYeT MX BHEOPEHWMIO B NPaKTUKy paboTbl.
KoHcynbTupyeT no Bompocam, OTHOCALMMCA K ero komneteHuun. BepeT paboTty no obecneyeHuto
COXPaHHOCTU AOKYMEHTOB U MX pauMOHanbHOMY pasMeLLeHuIo B apxXMBoxpaHunuwax. MpoBoanT uenesyto
9KCNepTU3Y LEHHOCTU AOKYMEHTOB, BbISIBNIEHME M OTOOP YHMKaNbHbIX U 0COBO LieHHbIX JOKYMeHTOB. Beget
paboTy no npoBepke HanMMyuns M OU3NYECKOr0 COCTOSHMS OOKYMEHTOB, OTOOpY WX ANs pecTaBpauuu,
AesnHdekunn, gesnHcekumn, nepenneTHbIXx paboT, KOHTPONMpyeT KavyecTBO UX npoBedeHus. Bobiasnser
OOKYMEHTbI C yracalwumn TekcTamu Ans co3gaHus ctpaxosoro ¢doHga. OcyllecTBnseT yyeT M posbicK
HeobHapyXeHHbIX Aen. Beger ocHOBHble yyeTHble AOKYMeHTbl. OcCyllecTBRseT KOHTpOnb cobniogeHus
HOPMaTMBHbIX YCNOBUA W PEXMMOB XpaHeHus [[OKymeHToB. CocCTaBnsieT ChUCKU  IOPUAUNYECKMX U
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PU3NYECKUX NUL, SABMSIOWNXCS UCTOYHUKAMW KOMMNIEKTOBaHUA apxvea. [1poBoauT npuem AOKYMEHTOB Ha
NMOCTOSIHHOE M BpeMeHHoe XpaHeHue. Beper neperoBopbl € HErocygapCTBEHHbIMW OpraHv3auusiMum u
dUsnYeckUMM nNuuamMmn - NOTeHuuarnbHbIMM UCTOYHMKaAMU KOMMnekToBaHus. OkasbiBaeT MEeTOAUYECKYHD U
NpakTU4ecKyo NOMOLLb cneuuanuctTaMm apxvmBoB U criyxb AenonpousBoacTBa OpraHM3auun - UCTOYHUKOB
KoMnnekToBaHusi. BegeTt rocynapCTBeHHbIA y4eT JOKYMEHTOB Npodhunsa apxmea, BPEMEHHO XPaHSLLMXCHA B
opraHu3aumsax - WCTOYHMKaxX KOMMMEKTOBaHus. YdyacTByeT B paboTe Mo nacnoptv3auuu apxuBoB
opraHusaumi - MUCTOYHWKOB KOMMMEKTOBaHWUSA. Y4acTBYeT B 3aKMiOYEeHUU U BbINOMHEHWUW [OroBOPOB C
opraHmsaumamm o6 ynopsgoyeHuM OOKYMEHTOB M OKasaHuu uMMm apyrux ycnyr. [lpoBogut paboty no
BbISIBITEHNIO AOKYMEHTOB POCCUMNCKOro MPOUCXOXOEHWST U No nctopumn Poccun, Haxoaswmxcs 3a pyoexom.
Bepnet HayyHOe onucaHne OOKYMEHTOB apxvBa, YCOBEpPLUEHCTBOBaHME M nepepaboTky onucen. [Nposogut
paboTy MO cOo34aHu M BedeHuto kaTanoroB u 06a3 AdaHHbiXx MO JoKymeHTam apxuBa. OcyuiecTBnser
TemaTtmdeckyto paspaboTky ¢oHaoB apxvBa. OcyllecTBAsSieT MOArOTOBKY CMPaBOYHO-UH(OPMALMOHHBIX
u3gaHMn O cocTaBe U CoOepXXaHUW [OKYMEHTOB apxvBa. Y4yacTByeT B MOArOTOBKE MatepuanoB Ans
paccekpeuMBaHWs  apxXMBHbIX  AOKYMEHTOB. Y4yacTByeT BO BHegpeHun B paboTy  apxuBa
aBTOMAaTU3MPOBAHHBLIX apXUBHbIX TexHonorni. OcCyLecTBASET aHanms, ydeT COCTOSHUA U 3hPEeKTUBHOCTb
MCNONb30BaHUSA  CNpaBOYHO-MOUCKOBBIX cpeactB apxuea. ObecneynBaeT goctyn noTtpebutenen
OOKYMEHTHOM WMHGOPMaLMN K CNpaBOYHO-MOMCKOBLIM CPeACcTBaM apxvBa. YyacTByeT B paboTe no
NPOBEAEHUIO UCCNeAOBaHNA B 00MacT UCNONb30BaHMSA apXUBHbIX JOKYMEHTOB, U3YYEHUIO MHTEHCUMBHOCTU
n 3hPEKTUBHOCTU MCMOMb30BaHUA OOKYMEHTOB apxusa. [1poOBOAUT 3KCKYpCUW MO apxuBy. YyacTsyeT B
opraHusaumMy BbICTABOK JOKYMEHTOB, MOArOTOBKE MatepuarnoB AN Nepuoguyeckux usgaHum u cpeacts
mMaccoBon uHdopmauun. Bepetr paboTy N0  M3gaHWO  apxMBHBIX  CMpaBOYHMKOB. [oTOBUT  Anis
rocy4apCTBEHHbIX U HErOCYAapCTBEHHbIX OpraHn3aunini MHoOpMaLUUOHHbIE MNCbMA, coaepXallme cBeaeHuns
00 nmelLwWwmxca B apxvmBe OOKYMEHTaxX MO onpefeneHHon TemaTtuke. VcnonHsieT noctynawowme B apxus
Hanbonee CNoxHble 3anpochl PA3NMYHOro xapakrepa. Y4yacTByeT B opraHmsaumm paboTbl YnTansHOro 3ana
apxumBa. OcyLiecTBnseT PyHKUNM OTBETCTBEHHOIO COCTaBUTENSA AOKYMEHTarnbHbIX NyGnMkauun, y4acteyeT B
noaroToBKE K W3OaHU0 [OOKYMeHTOB. Beper BbigBneHve un otbop [OKyMEHTOB pAna  nybnukauumi,
apxeorpacdmyeckoe odopmreHue, KOMMEHTUpOBaHne OOKYMEHTOB. Bepet cocTaBrneHme
Hay4yHO-CNpaBOYHOrO  annapata K  [JOKyMeHTanbHbiM  nybnukaumam.  OcywiecTBnsier  HaydHoe
pedaktupoBaHue nybnukauun. OcyLlecTBRsSieT 4YTeHue, OATUPOBKY M OMUCAHWE apXMBHbIX [LOKYMEHTOB.
M3yyaeT BHelWHWe nNpPU3HaKM [OOKYMEHTOB, YyCTaHaBnvBaeT WX MNOANWHHOCTb, onpegenser  ux
naneorpaduyeckne, A3blkOBble M Opyrne OCOOEHHOCTW. Y4yacTByeT B MOATMOTOBKE K M3OAHWIO APEBHMX
OOKYMEHTOB. Y4yacTByeT B OpraHu3auuMum M KOOpAuMHauuM MeToAouveckon paboTbl B apxuBe. Y4yacTByeT B
pa3paboTke MEeTOAMYECKMX OOKYMEHTOB W KOHTpone ux BHeapeHusi. OkasbiBaeT METOLMYECKYHD MOMOLLb
CTPYKTYPHbIM NoApas3fenieHnsiM apxvBa B BbINOSMIHEHUWM MNAHOBbLIX 3adaHui u nporpamm. CnocobcTeByeT
BHEAPEHMIO B MPaKTMKy paboTbl apxuBa COBPEMEHHbIX Hay4YHbIX U METOAMYECKUX pa3paboTok. [oToBuT
NpeanoXeHnss MO COBEPLLUEHCTBOBAHMNIO MeTOaANYECKOro obecneveHms eaTeNnbHOCTU apxuBa. YyacTByeT B
OCYLLECTBMEHUM MEPONPUATUA MO YKPbITUKD U 3BaKyauun [OKYMEHTOB B OCODbI MepuoAd, CnaceHuto
OOKYMEHTOB B  4pesBbldalHblX cuTyaumsx. ObecneumBaer paboTy 3IKCMEPTHOW, MeToOUYECcKOn
(9KCNepTHO-NPOBEPOYHOM, IKCNEPTHO-METOANYECKOWN) KOMUCCUIN, KOHTPONMPYET BbIMONIHEHNE UX PELUEHUN.

OomkeH 3HaTb: 3aKkoHbl W WHble HOpPMaTWMBHbIE nNpaBoBble akTbl Poccunckon depepauumu,
pernameHTUpyoLne OTHOLWIEHUS B cdepe apXMBHOrO Aena; HopMaTUBHbIE U METOAMYECKNE OOKYMEHThI,
KacaroLmecs OesaTenbHOCTU apXuBa; BCNOMOraTerbHble UCTOPUYECKNE OUCLIMNIIMHLI; TEKCTOMOIMIO; COCTaB
N codepxaHue KOMMMeKkca AOKYMEHTOB, XPaHSALWMXCA B apxuMBe; CUCTEMbl XpaHeHUs U Knaccudukaumm
apXMBHbIX  OOKYMEHTOB; HOpMaTWBbl  YCMOBMW U  PEXUMOB  XpaHEHUs  JOKYMEHTOB;  BuAbl
CMpaBOYHO-MOMCKOBBLIX CPEACTB apXuBa; OCHOBbI OpraHM3auun Tpyaa u ynpasreHus; NopsaoK cocTaBneHns
NMaHOBO-OTYETHOW [OKYMEHTaUUKN; OTEYECTBEHHbIA U 3apybexHbii OnbIT B 00racTM apxvBOBEAEHUS U
OOKYMEHTOBE[EHUS; OCHOBbl [OOKYMEHTAUMOHHOrO obecneveHnst YnpaeneHusl; OCHOBbI MPUMEHEHUS
KOMMbIOTEPHOW TEXHUKW; MpaBuna BHYTPEHHEro TPYAOBOro pacnopsgka; npaBuia no oxpaHe Tpyda M
noxkapHor 6esonacHocTu.

TpeboBaHMAa K kBanudukauuun. Bbicliee npodeccuoHansHoe o6pasoBaHMe MO HanpaBAeHWuio
noaroTtoBkn (cneumaneHoctn) "Uctopuko-apxuBoBeneHue”, "[JokyMeHTOBeAEHWE W [OOKYMEHTALMOHHOE
obecneyeHne ynpaeneHus”, "[okymeHToBeaeHve W apxuBoBedeHue", "Wctopua"™ u cTtax paboTbl no
HanpaBreHuo NpogeccMoHanbHOM AedaTenbHOCTU Npu KBanudukalmm (ctenenn) "marnctp” n "cneymanuct”
- He MeHee 2 neT, npu kBanudwmkauum (cteneHn) "Oakanaep" - He MeHee 3 neT nubo BbicLlee
npodeccuoHanbHoe obpasoBaHWe, OOMONMHUTENBbHOE NpodeccuoHanbHoe obpa3oBaHWE MO HarpaBfEHUIO
noaroToBkn (cneumansHocTn) "Mctopuko-apxusosefeHue", "[lokymeHTOBedeHVME W [OKYMEHTaLWOHHOe
obecneyeHne ynpaeneHus", "[okymeHToBegeHne u apxuBoBegeHue", "Wctopus" n ctax paboTbl Mo
HanpasneHno NpodeccnoHanbHON AeATENbHOCTM NpU KBanuduvkaumm (cteneHn) "marmctp” v "cneuymanuct”
- He MeHee 3 neT, Npu kBanudukaumm (cteneHn) "d6akanasp” - He MeHee 4 nerT.

FnaBHbIN apxeorpad
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OomKHOCTHbIE 06A3aHHOCTU. Y4yacTByeT B pa3paboTke NpeasioKeHUn K MpoekTam nporpamm
passuTUa M nnaHam paboTbl apxmBa U COOTBETCTBYHOLLErO CTPYKTYPHOro noAapasferneHvs apxuBa,
yyactByeT B ux peanusaumn. CocTtaBnsieT oTyeTbl O npoaenaHHon paboTte. YyacTByeT B MOArOTOBKE
NPOEKTOB HOPMAaTMBHbIX OOKYMEHTOB, pPerfnaMeHTUpYLWmnX AesTeNbHOCTb CTPYKTYPHOro noapasaeneHusi
apxuBa. Y4yacTByeT B NpOBeAEeHMM HaYyYHbIX UCCReLOBaHNA U MeTOAMYECKUX pa3paboTok No HanpasreHuto
OEeATENbHOCTU CTPYKTYPHOro moApasfeneHns apxvBa, CMNocoOCTBYEeT MX BHEAPEHWIO B MPakTUKy paboThbl.
KoHcynbTupyeT no Bonpocam, OTHOCSALIMMCS K ero komneTeHumnn. OcyllecTBnsieT OyHKUUM OTBETCTBEHHOMO
COCTaBUTENS [OOKyMEHTanbHbIX Mybnukauui, ydyacTByeT B MOArOTOBKE K M34aHWIO OOKyMeHTOB. Bepet
BbISIBIIEHNE U OTOOP AOKYMEHTOB Ans nybnukauun, apxeorpaduyeckoe odopmiieHne, KOMMEHTUPOBAHME
OOKyMeHTOB. BepeT coctaBneHme HaydyHO-CMpaBOYHOrO annaparta K AOKYMeHTamnbHbiM nybnukauusm.
OcyuecTBnsieT Hay4yHoe pedakTnpoBaHme nybnvkauni.

JomKeH 3HaTb: 3aKOHbl W WHble HOPMAaTMBHbLIE MNpaBoBble akTbl Poccuiickon depepaumm,
pernaMeHTUpyloLLmne OTHOLWEHUS B chepe apxMBHOro Aena; HOpMaTWMBHbIE U METOAUYECKUE OOKYMEHTbI,
Kacarolmecs AeaTenbHOCTU apxvBa; BCNOMOraTersibHble UCTOpMYecKne AMCLMMNINNHBI; COCTaB W cogepXaHue
KOMMNrekca [OOKYMEHTOB, XPaHSLWMXCA B apxvBe; CUCTEMbl XpPaHEHUs W KrnacCuduKauum apXvBHbIX
OOKYMEHTOB; HOPMaTUBbI YCMOBUIA U PEXNMOB XpaHEHUS JOKYMEHTOB; BMUAbI CNIPaBOYHO-MOUCKOBbLIX CPEACTB
apxuBa; OCHOBbI OpraHu3auMm TpyAa W YNpaBrieHWs;; NOpsSAOK COCTaBMEHUs  MNNaHOBO-OTYETHOWM
OOKYMEHTaLMK; OTEYECTBEHHbIA M 3apybeXxHbld ONnbiT B 006MacTu apxXuMBOBEAEHUA U OOKYMEHTOBEOEHMS;
OCHOBbI [OKYMEHTALMWOHHOTO OOecneyveHnst yrnpaBrneHUs; OCHOBblI NMPUMEHEHWUS] KOMMbIOTEPHOW TEXHUKW;
npaswna BHYTPEHHEro TPYAOBOro pacrnopsgka; npasuna no oxpaHe Tpyaa 1 noxapHor 6e3onacHoOCTy.

TpeboBaHMAa Kk kBanudukauuu. Bebicliee npodeccuoHanbHoe obpasoBaHMe MO HanpaBfeHUo
noaroToBkn (cneumanbHocTh) "UcTopuko-apxmeoBefeHue", "[lokymeHTOBeAeHVWEe W OOKYMEHTauMOHHOe
obecneyerHve ynpaeneHus", "[okymeHTOBegeHve n apxmoBegeHue", "Wctopua" u ctax paboTbl no
HanpasneHno NPodeCccnoHanbHON AeATENLHOCTM NpK KBanudmukaumn (ctenexn) "marmctp” u "cneumanuct”
- He MeHee 2 neT, npu kBanudukaumm (cteneHn) "Gakanasp" - He meHee 3 neT nuMbo BbicLlee
npodeccunoHaneHoe obpasoBaHWe, AOMONHUTENbHOE NpodeccrMoHanbHoe obpa3oBaHMe MO HanpasfeHuo
noaroToBkn (cneumanbHocTh) "UcTopuko-apxmeoBefeHue", "[lokymeHTOBedeHVWE W OOKYMEHTaLMOHHOEe
obecneyeHne ynpaenenus", "[lokymeHTOoBedeHMe W apxmBoBegeHue", "Uctopms" u crtax paboTbl Mo
HanpaBneHno NpogeccnoHanbHoON AeATENbHOCTM NpU KBanuduvkaumm (cteneHn) "marmctp” v "cneymanuct”
- He MeHee 3 neT, npu kBanudwukauum (ctenenn) "6akanaep” - He MeHee 4 neT.

FnaBHbIN Nnaneorpad

[JomKHOCTHbIe 0653aHHOCTU. Y4yacTByeT B pa3paboTke npeanioXeHun K npoekTam nporpamm
pa3BuTMa M nnaHam paboTbl apxmBa W COOTBETCTBYWOLIErO CTPYKTYPHOro nogpasfaeneHus apxmea,
yyacTByeT B ux peanusauun. CoctaBnsieT OT4eTbl O nNpoAenaHHon paboTe. YyacTByeT B MOArOTOBKE
NMPOEKTOB HOPMATMBHbIX AOKYMEHTOB, pPernameHTUpYIoLWmMX AeATeNbHOCTb CTPYKTYPHOro noapasgeneHus
apxuBa. YyacTByeT B NpOBEAEHUN HayYHbIX UCCMefOBaHUN U MeToANYECKMX pa3paboTok MO HanpaBneHuto
OEeATENbHOCTU CTPYKTYPHOro MoApasfdernieHns apxvea, CMocoOCTBYET UX BHEAPEHMIO B MPaKTUKy paboTbl.
KoHcynbTupyeT no BonNpocam, OTHOCALUMMCS K ero komneTeHuuu. [MpoBoauT BbISIBNEHWE, 3KCMEpTU3y
LEHHOCTU U OTOOp YHMKaNbHbIX U 0CODO LUEHHbIX AOKYMEHTOB. BbIABNSIET LOKYMEHTbI C yracawooLwwumu
TekcTaMmum Ansa cosgaHus ctpaxosBoro doHaa. OcyllecTBnAeT yTeHue, OaTUPOBKY U ONUCaHUE apXMBHbIX
OOKYMeHTOB. V3yyaeT BHellHWe npu3Haku JOKYMEHTOB, YCTaHaBNMBaAET UX NOASNIMHHOCTb, onpeaenseTr ux
naneorpaduyeckne, A3blkoBble W Apyrme OCoBEeHHOCTU. Y4YacTByeT B MOATOTOBKE K W3OaHUIO APEBHUX
AokyMmeHToB. OkasblBaeT MeTOAMYECKYHd MOMOLb CreuuannuctaMm apxmeBa npu paboTe C ApeBHUMU
OOKYMEHTaMu.

[JomkeH 3HaTb: 3aKOHbl W MWHble HOpPMaTuBHbIE MpaBoBble akTbl Poccunckon degepaunm,
pernamMeHTMpyloLne OTHOLWEHMS B chepe apxMBHOro Aena; HOpMaTUBHbIE M METOOUYECKUE AOKYMEHTHI,
Kacarolmecs OedATenbHOCTM apxuBa; BCMOMOraTesbHble NCTOPUYECKUe ANCUUMIIMHBI; TEKCTOMOMIO; COCTaB
N codepxaHuwe KOoMMnekca OOKYMEHTOB, XPaHSLMXCH B apxvBe; CUCTEMbl XPaHEHWs U Krnaccudukauum
apXMBHbIX  OOKYMEHTOB; HOpMaTWBbl  YCMOBMMA U  PEXUMOB  XpaHeHWss  [JOKYMEHTOB;  BuAbl
CMpaBOYHO-NMOMCKOBBLIX CPEACTB apXuBa; OCHOBbI OpraHM3auun Tpyaa u ynpasreHus; NopsaoK CoCTaBneHns
NNaHoBO-OTYETHOW [JOKYMEHTaUWMW; OTEYECTBEHHbIA U 3apybexHbii ONbIT B 00nact apxvBOBEOEHMS U
OOKYMEHTOBEOEHMWS; OCHOBbI [OOKYMEHTaLMOHHOro obecnevyeHuss ynpaBreHUsi; OCHOBbl MPUMEHEHUS
KOMMbIOTEPHOW TEXHUKW; MNpaBuna BHYTPEHHero TPYAOBOro pacnopsika; npasuna no oxpaHe Tpyaa u
noxapHou 6e3onacHocTy.

TpeboBaHMAa K kBanudukauuun. Bbicliee npodeccuoHansHoe o6pasoBaHMe MO HanpaBrAeHWUio
noaroToBkM (cneumansHoctn) "UcTopuko-apxuBoBeneHue”, "[loKymeHTOBeAeHME W [OOKYMEHTaLWOHHOEe
obecneyeHve ynpaeneHus", "[okymeHTOBegeHve u apxmBoBegeHue", "Wctopua" u ctax paboTbl no
HanpaBIieHNI0 NPOECCMOHANbHOM AEATENBHOCTU NpU KBanudukaumm (ctenenn) "marnctp” n "cneymanmct”
- He MeHee 2 neT, npu kBanudukauum (cteneHn) "GakanaeBp" - He MeHee 3 neT NubO BbicLlee




06 yTBepxaeHun EQnHoro kBanMgurkaLMoHHOro cnpaBoYHMKa AOIMKHOCTEN PyKOBOAMTENEN, CNELManiCTOB U CyXaluux, pa3aen
"KBanmgukaumoHHble XapakTePUCTUKN AOIHKHOCTEN pabOTHMKOB rocy4apCTBEHHbIX apX1BOB, LIEHTPOB XpaHEHUs! JOKYMEHTaLuK,
apxvMBOB MyHULMNanbHbIX 00pa3oBaHuiA, BEAOMCTB, OpraHu3auun, nabopatopun obecneyeHns COXpaHHOCTM apXMBHbIX JOKYMEHTOB"
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npodeccnoHanbHoe obpasoBaHue, OOMONMHUTENBbHOE NpodeccuoHanbHoe obpa3oBaHWe MO HanpaBieHUIo
noaroToBky (cneumanbHocTh) "UcTopuko-apxmeosedeHue", "[lokymeHTOBeAeHWEe W AOKYMEHTaLUOHHOEe
obecneyeHne ynpasnenHus", "[okymeHTOoBeoeHune u apxuBoBegeHue", "Uctopms" un crtax paboTbl no
HanpaBeHno NPogeCccMoHanbLHON AeATeNbHOCTU Npu KBanudukaumm (ctenenn) "marnctp” n "cneymanumct”
- He MeHee 3 neT, npu kBanudukaumm (cteneHmn) "d6akanasp” - He MeHee 4 neT.

MnaBHbIN MeTOQUCT

[JomKHOCTHble 06s1I3aHHOCTU. Y4yacTByeT B pa3paboTke mporpamMm pasBUTMS U NAaHOB paboThbl
apxuBa W ero CTPYKTYpPHbIX MoAapasdeneHun, ydactByeT B ux peanu3aumm. CocTaBnsieT oTyeTbl O
npogenaHHon paboTe, yyacTByeT B MOArOTOBKE W MPEACTaBEHUU MIAHOBO-OTYETHOW [OOKYMEHTauuw.
YyacTByeT: B NOArOTOBKE NPOEKTOB HOPMAaTMBHbIX JOKYMEHTOB, pernaMmeHTUpYILnX AeaTenbHOCTb apxusa
N ero CTPYKTYpHbIX nogpasaeneHunn; B paspaboTke nporpaMm HayyHO-UCCreaoBaTENbCKUX U METOOANYECKMX
paboT apxmBa, WX peanusaluu; B OpraHusaumm u KoopauvHauum meTtogudeckon paboTebl B apxvee; B
pa3paboTke MeToAMYECKMX OOKYMEHTOB M KOHTpone ux BHeapeHus. OkasbiBaeT METOAMYECKYH NOMOLLb
CTPYKTYPHbIM MOApasfeneHnsM apxumBa B BbINOfMIHEHMM MMAHOBLIX 3adaHui u nporpamm. CnocobeTByet
BHEOPEHMIO B MpaKTMKy paboTbl apxvMBa COBPEMEHHBIX Hay4HbIX U MeToguyvecknx paspaboTok. [oToBuT
npeanoXeHnss MO  COBEPLUEHCTBOBAHUID  METOAMYECKOro  obecrneyeHusi  OeATenbHOCTM — apxuBa.
KoHcynbTupyeT no Bompocam, OTHOCALMMCA K ero komneTeHumu. ObecneumBaeT paboTy MeToou4ecKown
(9KCNEepTHO-METOONYECKOW) KOMUCCUMN, KOHTPONMPYET BbIMNOJSIHEHME €€ PELLEHNN.

OomkeH 3HaTb: 3aKkoHbl W WHble HOpPMAaTMBHbIE nNpaBoBble akTbl Poccunckon dPegepauumm,
pernameHTUpyoLe OTHOLWIEHUS B cdepe apXMBHOrO Aena; HOpMaTUBHblE M MeToaudecKne AOKYMEHTHI,
Kacatolmecs OedTenbHOCTM apxXmnBa; COCTaB U COAepKaHue KOMMeKkca AOKYMEHTOB, XPaHSLLNXCH B apXuBe;
CUCTEMbI XpaHEHUs 1 Kraccudmkauum apxmBHbIX JOKYMEHTOB; HOPMAaTUBbLI YCIOBUA U PEXUMOB XPaHEHUS
OOKYMEHTOB; BMAbl CMPaBOYHO-MOMCKOBBIX CPEACTB apxXuBa; OCHOBbI OpraHusauum Tpyga v ynpasreHus;
NOpsiAOK COCTaBMEHUSA MMNaHOBO-OTYETHON AOKYMEHTALMMW; OTEYECTBEHHbIN 1 3apybexHbI OnbIT B 06nactu
apXxvMBOBEAEHMS U OOKYMEHTOBEOEHWS; OCHOBbI OOKYMEHTAUMOHHOro obecnevyeHus ynpaBrieHUs; OCHOBbI
NPUMEHEHNS KOMMbIOTEPHON TEXHMKW; NpaBuna BHYTPEHHEro TPYAOBOro pacnopsgka; npasuna no oxpaHe
Tpyaa u noxapHon 6e3onacHocTy.

TpeboBaHMAa K kBanudukauuu. Bebicluee npodeccuoHanbsHoe obpas3oBaHMEe MO HanpaBneHUIo
noaroToBkn (cneumansHocTn) "McTtopuko-apxusosefeHue", "[lokymeHTOBedeHVWEe W [OKYMEHTaUWOHHOe
obecneyeHve ynpasnexus", "[dokymeHToBegeHve w apxuBoBefexue”, "Uctopus" m ctax paboTbl no
HanpaBneHuio NpogeccMoHanbHOM AeATenbHOCTU Npu KBanudukaumm (ctenenn) "marnctp” n "cneymanuct”
- He MeHee 2 neT, npu kBanudwukaumm (cteneHn) "OakanaBp" - He MeHee 3 neT nubo BbicLlee
npodeccuoHanbHoe obpasoBaHve, JOMONHUTENbHOE NpodeccuoHanbHoe obpa3oBaHve MO HanpaBAeHuio
noaroToBku (cneumanbHocTh) "UcTopuko-apxmBoBefeHue", "[lokymeHTOBedeHWe W OOKYMEHTauMOHHOe
obecneyeHve ynpaeneHus", "[okymeHTOBegeHve u apxmoBegeHue", "Wctopua" u ctax paboTbl no
HanpasneHno NpodeccnoHanbLHON AeAaTenbHOCTM Npu kBanudukaumm (cteneHmn) "marmctp” v "cneumanuct”
- He meHee 3 neT, npw kBanudwukauum (ctenenn) "6akanasp” - He MeHee 4 neT.

Bepywun apxmsuct

[JomKHOCTHble 06513aHHOCTU. Y4yacTBYeT B MOArOTOBKE NPEANIOKEHUA K NpoekTam nfaHoB paboThl
CTPYKTYPHOrO nogpasfeneHus apxvea, B ux peanusauun. CoctaBnsieT oTyeTbl O MpogenaHHon pabore.
YyacTByeT B NpPOBEOEHWMM HayyHbIX WCCMefOoBaHUA W MNOArOTOBKE METOAMYECKMX paspaboTok Mo
HanpaBIieHUIO OEeATENbHOCTM CTPYKTYPHOro nogpasgenenns apxuBa. KoHcynbTMpyeT no Bomnpocam,
BXOOSLLUMM B €ro KOMMEeTEHUMO. Y4YacTBYET B BbISIBIIEHUUN, IKCNEPTU3E LIEHHOCTM U OTOOpE YHUKambHbIX U
0Cc0060 LEHHbIX OOKYMEHTOB. Y4yacTByeT B paboTe MO NpoBepke Hanmuums 1M U3NYECKOTrO COCTOSIHUSA
OOKYMEHTOB, OoTOOpy MX ANnd pecTaBpaumn, Oe3VMHMEKLMU, OEe3UHCEKUUM, NepenneTHbiX paboT, a Takke
OOKYMEHTOB C yracatolMMy TeKkCTaMu ANs CO34aHus CTpaxoBoro ooHAa. Y4YacTBYeT B y4eTe U po3biCke
HeoBHapyXeHHbIX erl. YyacTByeT B BEOEHUN OCHOBHbIX YY4ETHbIX JOKYMEHTOB apxvBa. BbinonHseTt paboThl
MO KOHTPONIO COOMIOOEHUS HOPMATMBHbIX YCIOBUA WU PEXMMOB XPaHEHUS [OOKYMEHTOB. Y4yacTByeT B
COCTaBMEHUN CMUCKOB OpraHu3aumi 1M U3NYECKUX §nL, SIBMSIOWMXCS WUCTOYHUKaMM KOMMMEKTOBaHMWS
apxuBa. Y4yactByeT B paboTax Mo npuemy LOKYMEHTOB Ha MOCTOSIHHOE U BPEMEHHOE XpaHeHue. Bepet
neperoBopbl C HErocygapCTBEHHLIMW OpraHM3auusMm u  U3NYeCKUMn nvuamu - noTeHUMarnbHbIMU
UCTOYHMKaMKU KoMMnekToBaHusa. OkasbiBaeT METOAMYECKYID WM MPaKTMYECKYD MOMOLLb Ccreuuanuctam
apXMBOB U CNYX0 4enonpon3BoacTBa OpraHvM3aumii - UCTOYHUKOB KOMIMIEKTOBAHUSA. Y4acTByeT B BeAEHUM
rocy4apCTBEHHOrO y4vyeTa [AOKYMEHTOB Npoduns apxmBa, BPEMEHHO XPaHAWMXCA B OpraHusaumsix -
WCTOYHMKAX KOMIIEKTOBaHUS, B MNepedavye [OOKYMEHTOB Ha TMOCTOSIHHOE XpaHeHue, B pabote no
nacnopTv3aumm apxvMBOB OpraHu3auui - MCTOYHUKOB KOMMIIEKTOBaHUA. Beget paboTy no ynopsgoyeHuto
OOKYMEHTOB OpraHu3aLumin u Oka3aHuio UM OPYrux ycryr. Y4acTByeT: B BbISBIIEHUM JOKYMEHTOB POCCUACKOTO
npoucxoxgeHnss n no ucropum Poccun, Haxogsawmxca 3a pybexom; B paboTe no Hay4yHOMY OMMCaHUIO
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OOKYMEHTOB apxvBa, yCOBEPLUEHCTBOBaHUIO U nepepaboTtke onucen; B pabote No co3gaHuio U BeOeHUo
katanoroB M 6a3 AaHHbIX NO [OKYMEHTaM apxvmBa; B TemMaTuyeckon paspaboTke (POHOO0B, MOArOTOBKE
CMpPaBOYHO-MHOPMALMOHHBIX M3AaHWA O COCTaBe W coaepXaHuu AOKYMEHTOB apxuBa; B MOArOTOBKE
MaTepuanoB [Ans  pacCekpeuMBaHUA apXMBHbIX [OKYMEHTOB; BO BHegpeHuu B paboTy apxuBa
aBTOMATU3MPOBAHHBIX  apXMBHbIX TexHonormn; B paboTe NO aHanuM3dy UM yyeTy COCTOSHUSA
CNpaBOYHO-NMONCKOBLIX CpPeAcTB apxuBa; B paboTe MO nNpoBedeHVMIO WccregoBaHui B obnactu
NCNONb30BaHUSA apPXMBHbLIX OOKYMEHTOB, W3YYEHWH WHTEHCUBHOCTM U 3P(EKTUBHOCTU WCMNONb30BaHUSA
OOKYMEHTOB apxvBa; B opraHuM3auuun BbICTaBOK JOKYMEHTOB, NOArOTOBKE MaTepuanoB Afs Nepuoanyeckux
nsgaHnin n cpedcTB MaccoBon MHdopmauun. MOTOBUT B LEensX MHALMATUBHOIO MH(OPMUPOBAHUS NUCbMa
00 MMewLMXCs B apxuBe OOKYMEHTax Mo onpederieHHon Temartuke. McnonHseT noctynawowime B apxvB
3anpocbl pas3nuyHoro xapakrepa. ObGecneumBaeT oOCMyXMBaHWE MOMb30OBaTENen B 4MTanbHOM 3ane
apxuBa, OCYLLeCTBNAEeT KONMPOBaHWE OOKYMEHTOB no ux 3anpocam. OcyuwlecTBnsaeT BbisiBNieHUe n otbop
OOKYMEHTOB Ans AOKYMeHTanbHbIX nybnukauun, apxeorpadguyeckoe ogopmreHMe U KOMMEHTMpPOBaHue
OokymeHToB. CocTaBnsieT Hay4dHO-CMPaBOYHbIN annapart K JOKyMeHTanbHbiM nybnukaumam. Ocyuwiectenset
yTeHne, [aTUPOBKY M OMUCAHWE apXMBHbIX [OOKYMEHTOB. W3yyaeT BHeLUHME npu3Haku [OOKYMEHTOB,
yCTaHaBnMBaeT MX NOAMMHHOCTb, onpefenseT Ux naneorpadguyeckue, si3bIKOBble U Apyrne oCOBEeHHOCTM.
Y4yacTByeT B MOArOTOBKE K M3OaHWIO LPEBHUX OOKYMEHTOB, B pa3paboTke MeToAMYECKUX OOKYMEHTOB U
KOHTpone ux BHegpeHusi. OkasbiBaeT METOAMYECKYD MOMOLLb CTPYKTYPHbIM MOApa3feneHussM apxvBa B
BbINONHEHUN NMAHOBLIX 3aJaHWiW K nporpamm, B MOArOTOBKE MpeanioXeHW MO COBEPLUEHCTBOBAHMUIO
meTtoamyeckoro  obecneyeHuss — gedAtenbHocTM  apxuBa.  ObecneunBaeT  pabOTHWKOB  apxmBea
Hay4HO-TEXHUYECKON nHdopMaLmen. YyacTByeT B OCYLLECTBNEHUN MEPONPUATUIA MO YKPLITUIO U 3BaKyaLun
OOKYMEHTOB B OCOOLIN MEepuofd, CrnaceHuio OOKYMEHTOB B 4Ype3BblYalHbIX CuUTyauusx; B obecrneveHun
paboTbl 9KCNEpPTHOW, METOAMYECKON (JKCMEePTHO-MPOBEPOYHON, IKCMEPTHO-METOOUYECKON) KOMMUCCUR,
KOHTPOIIE BbINOSTHEHUSA UX PELLUEHUN.

[OomkeH 3HaTb: 3aKkoHbl W WHblE HOpPMAaTMBHblE NpaBoOBble akTbl Poccunckon dPepepauumm,
pernameHTUpyoLLMe OTHOLWEHUS B chepe apXMBHOrO Aena; HopMaTUBHbIE U METOOMYECKNE OOKYMEHTHI,
Kacarlolimecss OeaATeNnbHOCTU apxvBa; COCTaB M COAEPXKaHWEe KOMMMeKkca LOKYMEHTOB apxuBa, CUCTEMbI
XpaHeHUs U KnaccuuKkaumm apxmBHbIX AOKYMEHTOB, XPaHSALLIMXCA B apxXvBe; HOPMaTUBbI YCIOBUA W
PEXUMOB XpaHEHUSI OOKYMEHTOB; BWAbl CNPaBOYHO-MOMCKOBbLIX CPEACTB apXvBa; OCHOBbI OpraHusauum
Tpy4a; NopsaoK COCTaBIEHWUsI NNAHOBO-OTYETHOM OOKYMEHTAUWMW; OTEYECTBEHHbIN U 3apybexHbli onbiT B
obrnactTn apxuBOBELEHUS, OOKYMEHTOBEAEHMWS; OCHOBbI [OKYMEHTAUMOHHOro obecneyeHusi ynpaBreHus;
OCHOBbI NMPUMEHEHUSI KOMMNBLIOTEPHOW TEXHUKW; NpaBuna BHYTPEHHEro TpyAoBOro pacnopsaka; npasuna no
OXpaHe Tpyaa U noxxapHon 6e3onacHocTy.

Tpe6oBaHMAa Kk kBanudukauuu. Bebicllee npodeccuoHanbsHoe obpaszoBaHMEe MO HanpaBneHUio
noaroToBkn (cneumanbHocTh) "UcTopuko-apxmeoBefeHue", "[lokymeHTOBedeHVWE W OOKYMEHTauMOHHOe
obecneyeHve ynpaeneHus", "[okymeHTOBegeHve u apxmoBegeHue", "Wctopua" u ctax paboTbl no
HanpasneHno NpogeccnoHanbHON AeATENbHOCTM NpK KBanudukaumm (cteneHn) "marmcTp” un "cneuymanuct”
- He MeHee OOHOroO roga, npu kBanudwukauumn (cteneHun) "Gakanasp" - He MeHee 2 neT nNMbO BbiCLLee
npodeccuoHanbHoe obpasoBaHue, JOMONMHUTENbHOE MpodeccuoHanbsHoe obpa3oBaHne MO HanpasBreHUio
noaroToBkn (cneumansHocTn) "Mctopuko-apxusoseneHue", "[lokymeHTOBedeHVWEe W [OKYMEHTaUWOHHOe
obecneyeHne ynpasneHus", "[okymeHToBegeHve W apxuBoBedeHue", "Wctopua"™ u crtax paboTbl no
HanpaBneHuio NpogeccMoHanbHOM AeATenbHOCTU Npu KBanudukaumm (ctenenn) "marnctp” n "cneymanuct”
- He MeHee 2 neT, npw kBanudwukauum (ctenenn) "d6akanaep” - He MeHee 3 neT.

Bepnywun apxeorpad

[JomKHOCTHble 06513aHHOCTU. Y4acTBYeT B MNOArOTOBKE NPEANIOXKEHUA K NpoekTam nriaHoB paboThbl
CTPYKTYPHOrO nogpasfeneHust apxvea, B Ux peanusauun. CoctaensieT oT4yeTbl O NpofenaHHon paboTe.
YyacTByeT B NpPOBEOEHWM Hay4HbIX WCCNefoBaHUM U MOAroTOBKE MeToAMYeckux paspaboTok no
HanpaBneHuo AesTernbHOCTM CTPYKTYPHOrO noapasfeneHnss apxusBa. KoHcynbTMpyeT Mo Bonpocam,
BXOASLIMM B €ro KOMMeTeHUMo. YyacTByeT B MOArOTOBKE K M3daHu AokymeHToB. OcyllecTBnsieT
BbISIBIIEHNE N OTOOP OOKYMEHTOB AN AOKYMEHTanbHbIX Nyonukauuii, apxeorpaduyeckoe ohopMreHne u
KOMMEHTUpOBaHMe [OOKyMeHToB. CocTaBnsieT HayyHO-CMpaBOYHbIA — annapat K  [AOKYMEHTalbHbIM
nyénukauusim.

OomkeH 3HaTb: 3akoHbl W WHble HOpPMAaTMBHblE NpaBoBble akTbl Poccuiickon Peapepauunm,
pernamMeHTUpyloLLNe OTHOLLEHMS B cchepe apxMBHOro gena; HopMaTUBHbIE U METOOUYECKUE [AOKYMEHTHI,
Kacatolimecs 0eATeNbHOCTM apXmBa; COCTaB U cogepXaHue KOMMSiekca AOKYMEHTOB, XPaHSLLMXCS B apXUBE;
CUCTEMbI XpaHeHUsi U Knaccudmrkaumm apxXmBHbIX JOKYMEHTOB; HOPMaTUBLI YCIOBUA U PEXUMOB XpaHeHUs
OOKYMEHTOB; BMAbl CMPaBOYHO-MOMCKOBbLIX CPEACTB apxmBa; OCHOBbI OpraHu3auuu Tpyda; nopsgok
COCTaBIEHUS MfaHOBO-OTYETHOW [OKYMEHTaUWW;, OTEYEeCTBEHHbIA M 3apybexHbll onbliT B 0bnactu
apXMBOBEAEHMUS, LOKYMEHTOBEAEHWS; OCHOBbI [JOKYMEHTAUMOHHOIo obecnevyeHust yrnpaereHusi; OCHOBbI
NPUMEHEHNST KOMMbIOTEPHOW TEXHWKW; NpaBuilia BHYTPEHHErO TPYAOBOro pacrnopsgka; npasurna no oxpaHe
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TpyAa v noxapHon 6e30nacHOCTW.

TpeboBaHua Kk kBanudukauum. Beicluee npodeccnoHanbHoe obpa3oBaHue Mo HanpasneHuto
noaroToBku (cneumanbHocTh) "WcTopuko-apxmeosedeHue", "[lokymeHTOBeAeHWEe W AOKYMEHTaLMOHHOe
obecneyeHne ynpasneHus", "[okymeHTOoBeneHune u apxuBoBefgeHue", "Uctopms" u crtax paboTbl no
HanpaBneHno NPogeCccMoHanbHON AeATeNbHOCTU NpuY KBanudukaumm (ctenenn) "marnctp” n "cneymanumct”
- He MeHee OAHOro roga, npu KBanudwukaumm (cteneHu) "GakanaBp" - He MeHee 2 neT nMbO BhicLlee
npodeccuoHanbHoe obpasoBaHue, OOMONHUTENbHOE NpodeccuoHanbHoe obpa3oBaHWe MO HanpaBreHUIo
noaroToBkn (cneumanbHoctn) "Mctopuko-apxuBoBegeHue”, "[loKymeHTOBedeHWE W [OOKYMEHTaLWOHHOe
obecneyeHne ynpaenenus", "[lokymeHTOBedeHMe W apxuBoBegeHue", "Uctopus" u ctax paboTbl no
HanpaBIieHN0 NPOEeCCMOHaNbHOM AeATENbHOCTU MpU KBanudukaumm (ctenenn) "marnctp” n "cneymanmct”
- He MeHee 2 neT, Npu kBanudukaumm (cteneHn) "d6akanasp” - He MeHee 3 ner.

Begywun naneorpadc

OomKHOCTHbIE 06513aHHOCTU. YUacTBYyeT B NOArOTOBKE NPEANOXEHUN K NpoekTam nnaHoB paboThbl
CTPYKTYpPHOrO noapasfeneHus apxvea, B ux peanusauun. CoctaBnseT oTyeTbl O npodenaHHon pabore.
YyacTByeT B MNpPOBEOEHVMM HayyHbIX WCCMefOoBaHUM W MNOArOTOBKE METOAMYECKMX paspaboTok Mo
HanpaBneHuio [OeATeNnbHOCTU CTPYKTYpPHOro noapasgeneHus apxuea. KoHcynbTupyeT no Bornpocam,
BXOASALLMM B €ro KOMMNETEHUMIO. Y4acTBYyeT B BbISIBIIEHWUM, IKCNEPTM3E LEHHOCTU M OTOOpE YHMKanbHbIX U
0C000 LIEHHBIX JOKYMEHTOB, @ TaKKe [OKYMEHTOB C yracallWumu TeKcTamMu AN co3gaHus CTpaxoBOro
doHga. OcyuwiecTBNseT 4YTEHUe, OATMPOBKY M ONWcaHuMe [OKYMEHTOB. W3yyaeT BHELWIHME Npu3HaKu
OOKYMEHTOB, yCTaHaBnvMBaeT MX MNOANWHHOCTb, onpefensieTr ux naneorpaduyeckme, A3blKOBble W Apyrue
OCOBEHHOCTN. Y4yacTByeT B MOArOTOBKE K WM3A4aHW0 ApeBHUMX AOKymeHTOB. OkasblBaeT MeTOAMYECKYHo
noMoLLb cneumnanucTam apxusa npu paboTte ¢ ApEeBHUMN JOKYMEHTaMMU.

[OomkeH 3HaTb: 3aKkoHbl W WHblE HOpPMAaTMBHblE NpaBoOBble akTbl Poccunckon dPepepauumm,
pernaMeHTUpyloLne OTHOLWEHUS B chepe apxMBHOro Aena; HOPMaTWMBHbIE U METOAUYECKME OOKYMEHTbI,
Kacarolmecs AeATenbHOCTM apxuBa; BCroMoraTenbHble UCTOpUYECKMe OUCUMMIMHDI; TEKCTOMOINI0; COCTaB
N cogepxaHuwe KoMmmnnekca AOKYMEHTOB, XPaHSLMXCHA B apxvBe; CUCTEMbl XPaHEHWs W Krnaccudukauum
apXMBHbIX  OOKYMEHTOB; HOPMaTWBbl  YCMOBUMMA U  PEXUMOB  XpaHEHUs  OOKYMEHTOB;  BuAbl
CMpPaBOYHO-MOMCKOBLIX CPEACTB  apxuBa; OCHOBbl OpraHusauun Tpyaa; nopsaoKk  cocTaBreHus
NMaHoOBO-OTYETHOW [JOKYMEHTAUWMW; OTEYECTBEHHbIN U 3apybexHbii OnNbIT B 00nactn apxvBOBEOEHMS U
OOKYMEHTOBEOEHMWS; OCHOBbI [OOKYMEHTALMOHHOIO OOecneyvyeHnss YynpaBrieHWsi; OCHOBbI NMPUMEHEHUS
KOMMbIOTEPHOM TEXHUKW; MNpaBuna BHYTPEHHEro TPyAOBOro pacnopsiika; npasuna no oxpaHe Tpyga u
noxapHou 6e3onacHocTy.

TpeboBaHMAa Kk kBanudukauuun. Bbicllee npodeccuoHanbHOe o6pasoBaHMe MO HanpaBrAeHWuio
noaroToBku (cneumanbHocTh) "UcTopuko-apxmBoBefeHue", "[lokymeHTOBedeHWe W OOKYMEHTauMOHHOe
obecneyeHve ynpasneHus", "[okymeHTOBegeHve u apxusoBegeHue", "Wctopua" u ctax paboTbl no
HanpasneHno NpogeccnoHanbHoON AeATENbHOCTM NpK KBanudukaumm (cteneHn) "marmcTtp” un "cneymanuct”
- He MeHee OfHOroO roga, npu kBanudwukauum (cteneHu) "GakanaBp" - He MeHee 2 neT nNubo BbicLlee
npodeccuoHanbHoe obpasoBaHue, OOMONMHUTENBbHOE NpodeccuoHanbHoe obpa3oBaHWE MO HaMpaBfEHUIO
noaroToBkn (cneumansHocTn) "Mctopuko-apxusosefeHue", "[lokymeHTOBedeHVWE W [OKYMEHTaLWOHHOe
obecneyeHne ynpaenexus", "[dokymeHToBegeHve w apxuBoBegeHue”, "Uctopus" u ctax paboTel Mo
HanpaBneHuio NpogeccMoHanbHOM AeATenbHOCTU Npu KBanudukaumm (ctenenn) "marnctp” n "cneymanuct”
- He MeHee 2 neT, npu kBanudwukauum (ctenenn) "d6akanasp” - He MeHee 3 neT.

Bepywun metogucr

[JOMKHOCTHbIEe 00fA3aHHOCTU. Y4YacTByeT B MNOATOTOBKE MpPeasioKEeHMM K MpoekTam nporpamm
pa3BuUTMS 1 NNaHoB paboTbl apxmBa U CTPYKTYPHbIX NoApa3genieHun apxvBa, y4yacTBYeT B UX peanu3auum.
CoctaBnger oTyeTbl O npogenaHHom paboTe. YyacTByeT B MNPOBEAEHUU HayYHbIX WCCregoBaHUA U
MOAroTOBKE METOAMYECKMX pa3paboToK MO HanpaBreHWl OesTEeNbHOCTU CTPYKTYPHOro noapasgeneHuvs
apxvBa. KoHcynbTupyeT no Bonpocam, BXOASALUM B €70 KOMMeTEeHUM0. YyacTByeT BO BHeApeHUN B paboTty
apxvBa aBTOMaTM3NPOBAaHHbLIX apXMBHbIX TEXHOMNOIUIA. Y4yacTByeT B pa3paboTke MeToanYecKMx JOKYMEHTOB
N KOHTpone ux BHegpeHus. OkasbiBaeT METOAMYECKY0 NOMOLLb CTPYKTYPHBLIM NoApasieneHnusam apxusa B
BbIMOMTHEHNW MNNAHOBbLIX 3adaHMn U nporpamm. Y4yacTByeT B MOArOTOBKE MNPEANOXeHWA Mo
COBEpLUEHCTBOBaHNIO MeToau4eckoro obecneyeHus gesdtenbHoctn apxmsa. ObecneuvBaeT paboOTHUKOB
apxvBa HayyHO-TeXHMYeckon uHdopmaumenn. YyactByeT B obecnedyeHun paboTbl MeTOANYECKON
(9KCNepTHO-MEeTOONYECKOW) KOMUCCUM, KOHTPOSE BbINOMHEHNS €€ PeLLUEeHUN.

[JomkeH 3HaTb: 3aKOHbl W MWHble HOpPMaTuBHbIE MpaBoBble akTbl Poccunckon degepaunm,
pernameHTUpyoLmMe OTHOLWEHUS B cdepe apXMBHOro geria; HopMaTUBHbIE U METOAMYECKME OOKYMEHTHI,
KacaloLLumecs 0eATerNbHOCTN apxmBa; COCTaB U cogepXaHue KOMMeKkca JOKYMEHTOB, XPaHALLMXCH B apXuBe;
CUCTEMbI XpaHEeHUs 1 KnaccuuKaumm apxmBHbIX JOKYMEHTOB; HOPMaTUBbLI YCIOBUA U PEXUMOB XpaHEHUs
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JOKYMEHTOB; BUAbl CNpaBOYHO-NMOUCKOBbLIX CPEACTB apxvBa; OCHOBbl OpraHusaumm Tpyaa; nopsaok
COCTaBMEHUsA MNMaHOBO-OTYETHON [AOKYMEHTaUMW; OTEYECTBEHHbIN U 3apybexHbli onblT B obnactu
apxvMBOBeAEHUS U OOKYMEHTOBEOEHWS; OCHOBbI JOKYMEHTaUMOHHOro obecnevyeHus ynpaBrieHUs; OCHOBbI
NPUMEHEHNS KOMMNbIOTEPHOW TEXHUKW; NpaBuia BHYTPEHHEro TPyAOBOro pacnopsjka; npasurna no oxpaHe
TpyAa v noxapHon 6e30nacHOCTH.

TpeboBaHMA Kk kBanudukauun. Bbicliee npodeccuoHansHoe obpasoBaHME MO HanpaBAeHWUio
noaroToBkn (cneumanbHoctn) "UcTtopuko-apxuBoBegeHue”, "[lokyMeHTOBEAEHME W [AOKYMEHTALMOHHOE
obecneyeHne ynpaenenus", "[lokymeHTOBedeHuMe W apxmBoBegeHue", "Uctopmst" u cTtax paboTbl Mo
HanpaBIieHN0 NPOECCMOHaNbHOM AeATENbHOCTU MpU KBanudukaumm (ctenenn) "marnctp” n "cneyumanmct”
- He MeHee OJHOro roga, npu kKBanudwukaumm (cteneHu) "GakanaBp" - He MeHee 2 neT nMbO BhicLlee
npodeccuoHanbHoe obpasoBaHue, OOMONMHUTENbHOE MpodeccuoHanbHoe obpa3oBaHWe MO HanpaBreHUIo
noaroToBkM (cneumanbHocTh) "UcTopuko-apxmeoBefeHue", "[lokymeHTOBeAeHWe W OOKYMEHTauMOHHOE
obecneyeHne ynpasnenus", "[okymeHTOoBeoeHue u apxuBoBegeHue", "Wctopua" u ctax pabotel no
HanpaBneHuo NPogeCccMoHanbHOM AeATeNbHOCTU NpuY KBanudukaumm (ctenenn) "marnctp” n "cneymanumct”
- He MeHee 2 neT, npu kBanudukaumm (cteneHm) "6akanasp” - He MeHee 3 nerT.

ApxuBucr

[JomKHOCTHbIe 06513aHHOCTU. Y4acTBYeT B MOATOTOBKE NPEANIOKEHUA K NpoekTam MnfaHoB paboThl
CTPYKTYPHOrO nogpasgenieHvs apxmea U ux peanu3auumn. CocTaBnsieT OT4eTbl O MpogenaHHown pabore.
OcywectBnsieT paboTbl MO NPOBEPKE HaNMMuMA U COCTOSIHUS OOKYMEHTOB, OTOOpYy MX AN pecTtaBpauuu,
Oe3nHeKUnn, Oe3VHCEKUNM, CTPaxoBOro KOMUPOBAHWA W NepenneTHbiXx paboT, roTOBUT OOKYMEHThbl K
nepepave B nabopartopuio. Beget paboty no TtonorpadumpoBaHuMio OOKYMEHTOB. YyacTByeT B pabote no
BEAEHMIO OCHOBHbIX M BCMOMOraTefibHbIX YYE€THbIX [AOKYMEHTOB, B MPOBEOEHUN LENEBON 3IKCNepTusbl
LEHHOCTN OOKYMEHTOB, MpMEME AOKYMEHTOB Ha MOCTOSHHOE W BpeMeHHoe XxpaHeHue. OcyuiecTBnsieT
Bbldayy OOKYMEHTOB M3 apXUBOXpaHUMMLLA, UX NPUEM U pa3MeLleHne Ha MecTax XpaHeHus. YyacTByeT B
OCYLLLECTBMEHMNM KOHTPOMS COBNoaeHNA HOPMATMBHBIX YCIOBUN U PEXUMOB XpaHeHUs OOKYMeHTOB. Bepget
BCMOMOraTernbHble y4YeTHble OOKyMeHTbl. [MpoBognT obecnbinvBaHve, wungpoBky n nepewmndposky Aen,
Hymepauuio nMcToB, odopMIIEHNE APIBIKOB, ODMOXEK Oef, KapTOHMpOBaHWe, onedvaTbiBaHWe KOpoboK C
OOKYMEHTaMu, Ha KoTopble co3fdaH CTpaxoBoW poHA unu OHA MOMb30BaHWs, a Takke KOpobok C
Masnoncnonb3yeMbiM1U JOKYMEHTaMM, NpoLleaWMMmM NPOBEPKY HanMunst U COCTOSIHUS. Y4acTByeT B BEAEHUN
HabngaTenbHbIX Oen apxvBOB opraHusauun. [lpuHMMaeT yyacTMe B OKa3aHUM MEeTOAMYECKON W
NpaKkTUYeCcKon MOMOLUM CreLManucTaMm apxvMBOB W Cryx0 Oenonpov3BOACTBA OpraHu3auuin - UCTOYHMKOB
KOMMNIIEKTOBaHUSA. Y4yacTByeT B paboTe No ynopsaoyeH o AOKYMEHTOB OpraHu3aLmn U okasaHuio UM Opyrux
ycnyr. YyactByeT B paboTe No Hay4yHOMY OMUCaHUO [OKYMEHTOB apxumBa, YCOBEPLUEHCTBOBaHWIO U
nepepabotke onucen. BbinonHser paboTbl Mo BegeHWo katanoroB W 6a3  AaHHbIX, NOArOTOBKE
CMPaBOYHO-MHOPMALMOHHBIX M34aHWMN O COCTaBe U COAEPXXaHUW [OOKYMEHTOB apxuBa. Y4yacTBYeT BO
BHeApeHMM B paboTy apxuBa aBTOMATM3MPOBAHHBLIX APXMBHBIX TEXHONOIMMW, B OpraHvM3auuu BbICTABOK
OOKYMEHTOB, NOArOTOBKE MaTepuanoB ANs Nepuoanyveckux M3gaHum U CpeacTB MaccoBOW MHbopMauumu.
MpuHMMaeT y4yacTMe B MOAFOTOBKE [ANs FOCYOAPCTBEHHbIX W HEroCyAapCTBEHHbIX OpraHu3auumn
NMH(OPMAaLIMOHHBIX NMUCEM, CoAepXKaLLUX CBeAEHUSA 00 MMEIOLLMXCHA B apXUBe LOKYMEHTaX No onpeaerneHHomn
Tematuke. KMcnonHseT 3anpocbl pasnuyHoro xapakrepa. OcyuwlecTBnseT paboTbl Mo  0OCNyXUBAHWIO
nonb3oBaTenen B 4YMTaribHOM 3are apxuBa, KOMMPOBaHWE OOKYMEHTOB MO WX 3anpocam. YyacTByeT B
paboTe MO BbIABNEHUO U OTOOPY OOKYMEHTOB AN OOKYMEHTarnbHbIX MyOnukauui, B apxeorpadouyeckom
0hOPMIEHUN,  KOMMEHTMPOBAHUM  [OKYMEHTOB, COCTABMEHWW HAy4yHO-CMPABOYHOrO  annapata K
OOKyMeHTanbHbIM nybnukaumam. OcyLlecTBnseT CBepKy TekcTa ¢ opurMHanom. [puvHumMaeT ydyactve B
YTEeHUW, JaTUPOBKE U OMMUCaHMU OOKYMEHTOB. VM3yyaeT BHELUHME NPU3HAKM OKYMEHTOB, YCTaHaBMMBAET MX
NOAMNMHHOCTb, ONpeaenseT ux naneorpaduyeckme, A3bIKoBble U apyrme ocobeHHocTu. [poBogut onucaHue
neyaten, Opyrnx OCOBEHHOCTEN, MMEKLMUXCA Ha AOKyMeHTax. YyacTByeT B pa3paboTke MeToanyecKux
OOKYMEHTOB M MX BHeApeHuW. YyacTByeT B MOArOTOBKE MpPenrioKeHUM MO COBEPLUEHCTBOBAHUIO
meToamyeckoro  obecneyeHuss  geAtenbHocTM  apxuBa. ObecneuynBaeT  cneumnanucToB  apxmBa
Hay4HO-TEXHUYECKON MHpOpMaLMen. YHacTBYET B OCYLLECTBIIEHUN MEPONPUATUIA MO YKPbITUIO K 3BaKyauun
OOKYMEHTOB B OCOOLIN MEepuoAd, CnaceHuio OOKYMEHTOB B 4pe3BblHaiHbIX CUTyauusix, B obecrnevyeHuu
paboTbl METOONYECKOW (3KCMEPTHO-METOANYECKON) KOMUCCUN.

[JomkeH 3HaTb: 3aKOHbl W WHblE HOpPMaTUBHblE MpaBoBble akTbl Poccuiickon depepaunu,
pernamMeHTUpyloLLNeE OTHOLLEHUS B ccbepe apXMBHOIo gena; HOpMaTWMBHbIE U METOAMYECKME OOKYMEHTbI,
Kacalolmecs OesATeNnbHOCTM apXuBa; BCMOMOraTenbHble UCTOpUYECKME OUCUUMIMHDI; TEKCTOMOINIO; COCTaB
N copepXaHue KOMMJeKca OOKYMEHTOB, XPaHSILLUMXCA B apXMBE; CUCTEMbI XPaHEHMSI U Krnaccudukaumm
apXMBHbIX  JOKYMEHTOB; HOPMaTMBbI ~ YCIMOBMA U  PEXUMOB  XpaHEHUS  OOKYMEHTOB;  BuAbl
CNpaBOYHO-NMONCKOBLIX CPEACTB  apxvMBa; OCHOBbI — OpraHusauuu Tpyda; nopsgok — COCTaBreHus
NNaHoOBO-OTYETHOW [OOKYMEeHTauuu; OTEeYECTBEHHbIN U 3apybexHbli OnbiT B 0bnactn apxvBOBeOEeHVS U
OOKYMEHTOBEOEHWS; OCHOBbI OOKYMEHTALMOHHOIO ObecneyvyeHnss YynpaBrieHWsi; OCHOBbI NMPUMEHEHUs
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KOMMbIOTEPHOW TEXHWKK; MpaBuiia BHYTPEHHEro TPYLOBOrO pacnopsifka; npaBunia MO OXpaHe Tpyda U
noxkapHor 6e3onacHoOCTu.
TpeboBaHus K KBanudpukaumu.

ApxuBuct 1 kateropun - BbiCLIee npodeccMoHanbHoe obpa3oBaHMe MO HamnpaBfeHU NOArOTOBKM
(cneumanbHocTU) "Mctopuko-apxuBoBegenune”, "[JokyMeHTOBeAeHME W [AOKYMEHTaLUMOHHOe obecneyeHne
ynpaenenus”, "[lokymeHTOBeAeHMe N apxmBoBeaeHue", "Victopus" 6e3 npeabsaBrneHus TpeboBaHUA K CTaxy
paboTtbl, nMbo BbicWwee npodeccuoHanbHoe obpa3oBaHMe, [OMNOMHMTENbHOE MPOdEeCcCUoHanNbHoe
obpasoBaHue no HanpaBneHuio NoAroTOBKU (cneuuwanbHocTH) "UcTtopuko-apxmBoBegeHue",
"[JokyMEHTOBEAEHNE W  OOKyMeHTaumoHHoe obecneveHne ynpaeneHusa", "[loKymeHTOBedeHME W
apxmBoBegeHue", "Uctopuss" ©0e3 npeabsiBneHuss TpeboBaHu K cTaxy paboTtbl, nnbo cpegHee
npodgeccunoHanbHoe obpasoBaHWe no cneumanbHocTM "[lokymeHTaunoHHoe obecrnedeHue ynpasBrneHus u

apxmBoBeaeHue" n ctax paboTbl N0 HanpaBnNeHno NPodECCUOHANbLHON AEATENBHOCTN HE MeHee 2 neT.

ApxuBuCT 2 Kkateropum - cpegHee npodeccnoHanbHoe obpa3oBaHMe Mo chneumanbHOCTU
"[lokymeHTauuoHHoe obecnedyeHne ynpasneHus KU apxumBoBedeHue" u cTax paboTbl NO HanpasneHuto
npodeccroHanbHoOM AesiTENBHOCTN HE MEHEE OOHOro roaa.

ApxvBUCT - cpegHee npodeccuoHanbHoe obpasoBaHue Mo crneumanbHOCTUM "[oKyMeHTauWoHHoe
obecneyeHne ynpaBreHuss U apxmBoBeeHne" 6e3 npeabsaBneHns TpeGoBaHWiA K CTaxy paboThbl.

Apxeorpadp

[JOomKHOCTHbIE O00s3aHHOCTU. Y4YacTByeT B MNOAIOTOBKE MPEANOXEHWA K MNpoeKkTaM niaHoB
CTPYKTYPHOro nogpasgeneHvs apxmea u ux peanusaumn. CoctaBnseT OT4eTbl O npogenaHHown paborte.
Y4yacTByeT B MOAroToBKe K Mybnukauuym apxvBHbIX OOKYMEHTOB. Y4acTByeT B paboTe Mo BbISABMEHWUIO U
oTOOpy [OOKYMEHTOB Ans  OOKyMeHTanbHbIX nybnukauwni, B  apxeorpadu4eckom  odopmreHuu,
KOMMEHTUPOBAHMN  OOKYMEHTOB, COCTaBMEHUW HAy4yHO-CMPaBOYHOrO anmapata K nybnvkaumam.
OcylecTBnseT CBEPKY TEKCTa C OPUrMHANOM.

HdomxeH 3HaTb: 3aKOHbl W WHble HOpMaTMBHble MpaBoBble akTbl Poccuickon ®epepaumu,
pernameHTMpytoLne OTHOLIEHMS B cdepe apxXMBHOrO Aena; HOPMaTUBHblE W MeTOAMYECKMEe OOKYMEHTHI,
KacaroLmecs AeaTenbHOCTM apxmBa; COCTaB 1 COAepKaHne KoMMneKkca AOKYMEHTOB, XPaHSLLMXCA B apXvBe;
CMCTEMbI XpaHeHUs 1 Knaccudukaumm apxuBHbIX AOKYMEHTOB; HOPMAaTMBbI YCIIOBUA U PEXMMOB XpaHeHMWs
OOKYMEHTOB; BWAbl CMNPaBOYHO-MOMCKOBbLIX CPEACTB apxuBa; OCHOBbl OpraHusauuv TpyAa; nopsgok
COCTaBMEHUs MMaHOBO-OTYETHOW [JOKYMEHTauuu; OTEeYEeCTBEHHbIM M 3apybexHbil onbliT B obnactu
apxuBOBEAEHUS U OOKYMEHTOBEAEHMS; OCHOBbI OOKyMEHTauuoHHOro obecnedyeHus ynpasrieHusi; OCHOBbI
NPUMEHEHNST KOMMbIOTEPHOW TEXHUKMW; NpaBuna BHYTPEHHEro TPpyAoBOro pacnopsigka; npasuna no oxpaHe
TpyAa v noxapHon 6e30nacHOCTW.

TpeboBaHuA K kKBanudukaumm.

Apxeorpad 1 kaTteropum - Bbicliee npodeccruoHanbHoe o6pa3oBaHMe Mo HanpaBfeHUIO NOArOTOBKM
(cneuuwaneHocTn) "Uctopuko-apxmBoBegeHue", "OKyMEHTOBEAEHNE W LOKYMEHTaUuuoHHoe obecneyeHune
ynpaBneHus", "0okymeHTOBeAeHNE n apxmBoBeaeHune", "Nctopua" 6e3 npeabsBneHnss TpeboBaHU K CTaxy
paboTbl nMbO Bbiclwee npodeccuoHanbHoe obpasoBaHue, AOMONHUTENbHOE NpodeccMoHanbHoe
obpasoBaHue no HanpaslieHuNIo NnoaroToBKM (cneumanbHOCTH) "NcTopuko-apxneoBeaeHune",
"[JokyMeHTOBEAEHNE U  OOKyMeHTaumoHHoe obecneveHne ynpaeneHusa", "[lokymeHTOBeAeHME W
apxmBoBegeHue", "Wctopus" ©0e3 npeabaBrneHus TpeboBaHui K CcTaxy paboTtel, nubo cpepHee
npodeccunoHanbHoe obpasoBaHWe MNo crneumanbHocTK "[loKymMeHTaunoHHoe obecneveHue ynpaBreHus u
apxuBoBeAeHue" 1 ctTax paboTbl MO HanpaBneHuo NPogecCcnoHanbLHoON AeaTeNnbHOCTN HEe MeHee 2 neT.

Apxeorpad 2 kaTeropum - cpegHee npodeccuoHanbHoe obpa3oBaHMe MO CneumanbHOCTU
"[lokymeHTauMoHHOe obecneyeHne ynpasneHus M apxuBoBegeHMe" M cTax paboTbl NO HanpaBneHuto
npodeccuoHarnbHoOn AeATeNbHOCTM HEe MeHee O4HOro roaa.

Apxeorpad - cpegHee npodeccuoHanbHoe obpasoBaHMe No cneumanbHOcTM "[okyMeHTauMoHHoe
obecneyeHne ynpaeneHus n apxmeoBeneHne" 6e3 npeabsaBneHns TpeboBaHUM K cTaxy paboTbl.

Maneorpad
HOH)KHOCTHbIe 00s13aHHOCTMU. yqaCTByeT B MNOAroToBKe I'Ipep,J'IO)KeHVIVI K npoeKktam niaHoB
CTPYKTYPHOrO nogpasfgeneHvs apxmea u ux peanusauun. CoctaBnsieT OT4yeTbl O MpogenaHHom paborTe.
MpuHMMaeT yyacTMe B 4YTEeHWW, OATUPOBKE M OMNUCaHWMM [OKYMEHTOB. W3yyaeT BHelWHue npu3Haku
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OOKYMEHTOB, YCTaHaBMMBAET MX MOAJIMHHOCTbL, ONpefensieT ux naneorpaduyeckue, si3bIKOBblE U Opyrue
ocobeHHocTn. [lpoBOAMT onucaHwe nevaTen, OpPyrMx OCOBEHHOCTEW, MWMEIOLUMXCS Ha [OKYMeHTax.
Y4yacTByeT B CO34aHUN HAY4YHO-CNPaBOYHOrO annaparta K AOKYMeHTanbHbIM nyonukauusm.

LomKeH 3HaTb: 3aKOHbl W WHble HOPMAaTMBHbIE MNpaBoBble akTbl Poccuiickon depepaumn,
pernamMeHTUpyloLLne OTHOLLEHMS B cchepe apxXMBHOro gena; HOpMaTUBHbIE U METOAUYECKME OOKYMEHTHI,
Kacarolmecsl AesiTeNbHOCTU apxuBa; BCNOMOraTesibHble UCTOPUYECKNE OUCLMMNIIMHDI; TEKCTOSOIMIO; COCTaB
N coOepXXaHue KOMMJiekca OOKYMEHTOB, XPaHSILLUMXCA B apXMBE; CUCTEMblI XpaHEHMSI U Krnaccudukaumm
apXMBHbIX  OOKYMEHTOB; HOPMaTMBbI  YCIIOBMIA W  PEXUMOB  XPaHEHWUst  LOKYMEHTOB;  BuAbl
CMpPaBOYHO-NMOMCKOBLIX CPEACTB  apxvBa; OCHOBbl  OpraHusaumm Tpyda; MNoOpsiAOK  COCTaBMEHUs
NMaHOBO-OTYETHOW [OOKYMEHTaUUKN; OTEYECTBEHHbIA U 3apybexHbii OnbIT B 00nacTM apxvBOBEAEHUS U
OOKYMEHTOBE[EHUS; OCHOBbl [OOKYMEHTAUMOHHOIro obecneveHnst YnpaBIieHUsl; OCHOBblI MNMPUMEHEHUS]
KOMMbIOTEPHOW TEXHWKK, MpaBuiia BHYTPEHHEro TPYOOBOro pacrnopsgka; npaBuna no oxpaHe Tpyda w
noxxapHor 6e3onacHoOCTu.

TpeboBaHus K KBanudukaumu.

Maneorpad 1 kaTeropun - BbicLee nNpodeccuoHansHoe obpasoBaHue No HanpasneHMo NOArOTOBKM
(cneuuwaneHocTn) "UcTopuko-apxmBoBegeHue", "OKyMEHTOBEAEHNE W [OKYyMEHTauuoHHoe obecneyeHune
ynpaenenus", "[JokymeHTOBeaeHMe N apxmBoBeaeHue", "Victopus" 6e3 npeabsaBneHus TpeboBaHu K CTaxy
paboTbl, nMbo Bbiclwee npodeccuoHanbHoe obpasoBaHMe, [OMNONHUTENbHOE MnpodeccuoHanbHoe
obpaszoBaHue no HarnpaBneHuto NnoaroToBKU (cneuunansHoCTK) "Uctopuko-apxnsoBefeHne",
"[JokyMeHTOBEAEHNE W  [OOKyMeHTaumoHHoe obecneveHne ynpaeneHusa", "[JokymeHTOBedeHMEe W
apxmBoBegeHue", "Uctopuss" ©0e3 npeabsiBneHuss TpeboBaHMM K cTaxy paboTtbl, nnbo cpegHee
npodeccnoHansHoe obpasoBaHMe Mo cneunansHocTn "[JokymMeHTaunoHHoe obecnedyeHue ynpasreHus u

apxuBoBeaeHue" n ctTax paboTbl N0 HanpaBneHnio NPodeCcCnoHanbLHON AeaTeNbHOCTN HE MeHee 2 ner.

Maneorpady 2 karteropum - cpegHee npodeccnoHanbHoe obpasoBaHMe MO  chneumanbHOCTU
"[lokymeHTaunoHHoe obecrneyeHne ynpaBneHus K apxvmBoBedeHue" n cTax paboTbl MO HanpaBreHWuto
npodeccnoHanbHon JeATeNbHOCTM HE MEHEEe OAHOro roaa.

Maneorpad - cpegHee npodeccuoHanbHoe obpasoBaHWe Mo cneunanbHocTM "[oKyMeHTauMoHHoe
obecneyeHne ynpaeneHns n apxmeoBeaeHne" 6e3 npeabsaBneHnss TpeboBaHMI K cTaxy paboThbl.

MeTtoauct

[DOoMmKHOCTHbIE 06A3aHHOCTU. YUYacTBYeT B NOArOTOBKE NPEANOXEHU K MPOeKTam nnaHoB apxuea U
CTPYKTYPHbIX NnodpasgeneHvii nogpasaeneHns apxvea, ydactsyeT B ux peanunsaumun. CoctaBnseT OT4EThI O
npogenaHHon paboTte. YyactByeT B pa3paboTke METOANYECKMX JOKYMEHTOB U UX BHEOPEHWM, B NOArOTOBKE
npegnoXeHWi MO  COBEPLUEHCTBOBAHUIO  MeToAMyecKoro obecneyeHuss  OeAaTenbHOCTW — apxuBa.
ObecneunBaeT crneunanucToB apxmBa Hay4yHO-TEXHWYECKOM WMHGOpMauumen. YyacTByeT BO BHeOpPEHUM B
paboTy apxvBa aBTOMAaTU3MPOBAHHbLIX APXMBHbIX TEXHOMOrMN, B obecrneyeHun paboTbl MeToAMYEeCcKOW
(3KCNepTHO-MeToaNYECKON) KOMUCCUN.

[JormkeH 3HaTb: 3aKOHbl W WHblIE HOpPMaTUBHbIE MpaBoBble akTbl Poccuickon depepaunu,
pernaMeHTUpyloLmne OTHOLWEHUS B cpepe apXMBHOro Aena; HOpMaTUBHbIE U METOONYECKME [AOKYMEHTHI,
Kacalolumecs OeATeNbHOCTU apXxmBa; COCTaB U cogepXaHue KoMMnnekca AOKYMEHTOB, XPaHSALLMXCS B apXuBe;
CUCTEMbI XpaHEeHUs1 1 Knaccuukaumm apxmBHbIX JOKYMEHTOB; HOPMaTUBLI YCINOBUA U PEXUMOB XpaHEHUs
OOKYMEHTOB; BMAbl CMPaBOYHO-MOMCKOBLIX CPEeACTB apxuBa; OCHOBbl OpraHusauuu Tpyda; nopsgok
COCTaBMEHUS MIaHOBO-OTYETHOW AOKYMEHTAaUMMW; OTEYECTBEHHbLIN N 3apyDOexHbIi ONbIT N0 METOANYECKOMY
obecneyeHnto OeATENbHOCTU apxvBa; OCHOBbI [OKYMEHTaUMOHHOro obecneyeHus ynpaBreHusi; OCHOBbI
NPUMEHEHNST KOMMbIOTEPHOW TEXHUKM; NpaBuna BHYTPEHHEro TpygoBOro pacnopsijka; npasuna no oxpaHe
TpyAa v noxapHon 6e30nacHOCTW.

TpeboBaHuA K kKBanudumkaumm.

MeTtoanct 1 kaTteropum - Bbicllee npodeccruoHanbHoe obpas3oBaHMe Mo HanpaBreHuo NoaroTOBKU
(cneuunaneHocTh) "Uctopuko-apxmeoBeneHue", "[oKymMeHTOBeoeHNe M [OKYMeHTaunoHHoe obecnedeHue
ynpasneHus", "0okymeHTOBeAeHNE n apxmBoBeaeHue", "Uctopua" 6e3 npeabsaBneHnss TpeboBaHUn K CTaxy
paboTbl, nubo Bbicllee npodeccuoHanbHoe obpasoBaHuMe, [OOMONHUTENbHOE NpOodeCcCMoHanbLHoe
obpasoBaHue no HanpaBlieH1Io NnoaroToBKu (cneunaneHocTK) "UcTopuko-apxneoBeaeHune",
"[JokyMeHTOBEAEHNE U  OOKyMeHTaumoHHoe obecneveHne ynpaeneHusa", "[lokymeHTOBedeHME W
apxmBoBegeHue", "Uctopusa" ©0e3 npeabaBneHuss TpeboBaHum K cTaxy paboTtbl, nnbo cpegHee
npodeccunoHanbHoe obpasoBaHWe No crneumanbHocTh "[JoKyMeHTauuoHHoe obecneveHue ynpasreHust U

apxmBoBefeHue" 1 cTax paboTbl NO HaMpaBNeHUO NPOGECCUOHANBbHON AEATENBHOCTN HE MeHee 2 NneT.
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MeTtoauct 2 kaTeropum - cpegHee npodeccmoHanbHoe obpasoBaHWe Mo  CchneuManbHOCTU
"[lokymeHTauuoHHoe obecnedyeHne ynpasneHus UM apxvBoBefeHue" u cTax paboTbl MO HanpaBneHuto
npodeccnoHanbHON OeATENbHOCTN HE MEHEE OAHOro roga.

MeTtoauct - cpegHee npodeccrnoHanbHoe obpasoBaHue no cneumanbHocTM "[lOKyMeHTauMoHHOoe
obecneveHre ynpaBneHus 1 apxmpoBeaeHue" 6e3 npeabaBneHus TpeboBaHui K cTaxy paboTbl.

XpaHutenb oHAOB

[JOMmKHOCTHblIe 006513aHHOCTU. Y4yacTByeT B MOAIOTOBKE MPEANOXEHUA K MNpoeKkTaM MiaHoB
CTPYKTYPHOrO mnogpasgenieHvs apxmea U ux peanu3auumn. CocTaBnsieT OT4eTbl O nMpogenaHHown pabote.
MpuHMMaeT OOKYMEHTbl Ha MOCTOSAHHOE W BPEMEHHOE XpaHeHue, obecrneyvmBaeT KX COXPaHHOCTb U
paunoHanbHoOe pasmelleHne B apxmsoxpaHunuuwe. OcywecTBnseT paboTbl MO NPOBEpPKE Hanuuusa wu
hU3N4ECKOro COCTOAHUS JOKYMEHTOB, BblAavy AOKYMEHTOB N3 apXMBOXPaHUNULLA, NX MPUEM U pa3MeLleHune
Ha MecTax xpaHeHus. Bepet paboty no yyety ABMKeHUs (POHOOB apxmBOXpaHunuvLia, NOAroToBKe
OOKYMEHTOB K pecTaBpauun, AesvHdekunn, Oe3nHCEeKuun, CTPaxoBOMY KOMMPOBAHWIO W NepenneTy.
MpoBoauT WNGPOBKY U NepelindpoBKY eAHUL XPaHeHUs, HyMepauuio NUCToB, OopMneHne SprbIKOB,
obrnoxek gen, oneyatbiBaHMe KOPOOOK C LOKYMEHTaMu, Ha KOTopble CO3[aH CTpaxoBow oHAa vnu doHA
Nonb30BaHusl, a Takke KOpoOOK C Manomncnorb3yeMbiM1M JOKYMEHTaMW, NPOLUEALLUMW NPOBEPKY HaNMuns u
coctosiHusA. CocTaBnsieT Tonorpadumdeckme ykasatenu Ha ¢oHAbl apxuBoxpaHunuvwa. KoHTponupyeT
TemnepaTypHO-BMNaXXHOCTHbIN PEXMM XpaHEHUS OOKYMEHTOB, MOXapHy0 6e30MacHOCTb apXMBOXpaHMImLLA.
Y4yacTByeT B OCYLLECTBIEHMN MEPOMNPUATUA NO YKPbITUIO M 3BaKyauuum OOKYMEHTOB B OCOObIV nepuop,
crnaceHuio [OOKYMEHTOB B u4pesBblyaviHbIX CUTyauusx. YdyacTByeT BO BHegpeHunm B paboTy apxwusa
aBTOMAaTU3MPOBAHHbLIX aPXUBHbIX TEXHOIOMNN.

[OomkeH 3HaTb: 3aKkoHbl W WHblE HOpPMAaTMBHblE NpaBoOBble akTbl Poccunckon dPepepauumm,
pernaMeHTUpyloLne OTHOLWEHUS B chepe apxMBHOro Aena; HOPMaTWMBHbIE U METOAUYECKME OOKYMEHTbI,
Kacarolmecs OedTenbHOCTM apXmnBa; CoOCTaB U cogepXaHne KOMMNekca AOKYMEHTOB, XPaHSLUXCS B apXUBE;
CUCTEMbI XpaHEHUs 1 Knaccudukaumm apxmBHbIX JOKYMEHTOB; HOPMaTUBbl YCMOBUA U PEXUMOB XpaHeHMUs
OOKYMEHTOB; BuAbl CNpaBOYHO-NMOUCKOBLIX CPEeACTB apxuBa; OCHOBbl OpraHusaumm Tpyaa; nopsaok
COCTaBMEHUS MNaHOBO-OTYETHOW [JOKYMEHTaUMW; OTEYECTBEHHbIM M 3apybexHbil onbIT B obnacTtu
obecneyeHns COXpaHHOCTU U y4YeTa JOKYMEHTOB; OCHOBbI JOKYMEHTALWOHHOIO obecneyveHnst ynpaBneHus;
OCHOBbI NMPUMEHEHUSI KOMMNBLIOTEPHOW TEXHUKW; NpaBuna BHYTPEHHEro TpyAoBOro pacnopsaka; npasuna no
OXpaHe Tpyda U NoxxapHon 6e3onacHocTy.

Tpe6oBaHMAa Kk kBanudukauuu. Bebicllee npodeccuoHanbsHoe obpaszoBaHMEe MO HanpaBneHUio
noaroToBku (cneumanbHocTh) "UcTopuko-apxmBosefeHue", "[lokymeHTOBedeHVWEe W OOKYMEHTauMOHHOe
obecneyeHve ynpasneHus", "[okymeHTOBedgeHwe w apxusoBegeHue", "Mctopus" 6e3 npeabsaBneHus
TpeboBaHui K CcTaxy paboTbl, NMGO Bbicwee npodeccMoHanbHoe o6pa3oBaHue, [LOMNOMHUTENBHOE
npodeccroHansHoe obpasoBaHue no HanpasrieHuio noaroToBKM (cneuunanbHoCTH)
"Uctopuko-apxmeoBegeHve”, "[okymeHTOBeAeHWEe W [OOKYMeHTauuoHHoe obecnedeHue ynpasneHus",
"[lokymeHTOBeaeHME U apxmBoBeaeHue", "Uctopua" 6e3 npegbsiBneHns TpeboBaHuin K cTaxy paboTbl, Moo
cpegHee npodpeccnoHanbHoe obpas3oBaHWe Mo creyunansHocTM  "[okymeHTauuoHHoe obecnedeHune
ynpaBneHusi 1 apxvmBoBedeHne" n cTax paboTbl MO HaMpaBNeHUO NPOMECCMOHanbHOM OEATENBHOCTU He
MeHee 2 nerT.

lll. KBanndmrkaunoHHble XxapaKTePUCTUKUN OOIMKHOCTEN pabOTHMKOB nabopaTtopun obecnevyeHus
COXPaHHOCTU apXMBHbIX JOKYMEHTOB

HomxHocTu pykoBoguTenen

OupekTop (HaYyanbHUK, 3aBegyOLWUIN) NabopaTopumn obecnevyeHUs COXPaHHOCTU apXUBHbIX
LOKYMEHTOB

[JoMmKHOCTHble 06s3aHHOCTU. PyKoBOOUT NPOM3BOACTBEHHON W afMUHUCTPATUBHO-XO3ANCTBEHHOM
JeaTenbHoCTbo NabopaTopum obecneyeHns COXPaHHOCTU apXMBHBLIX JOKYMEHTOB (ganee - nabopartopus).
OpraHmayet paboTy N0 MMaHUPOBaHMIO AeATeNbHOCTM rnabopatopun, y4eTy U CBOEBPEMEHHOMY
NpeacTaBrneHnio YCTAHOBIIEHHON OTYETHOCTW, BHEAPEHWI0 MPOrpeccuMBHbIX (DOPM oOpraHusauuu Tpyaa.
YcTaHaBnuBaeT nnaHoBble 3agaHus paboTHuMKam nabopatopyv W KOHTPOMMPYET WX BbINOMHEHNWE.
Pacnopsikaetcs vHaHcoBbIMM pecypcammn rnabopaTtopun, obecneuymBasi 3KOHOMUIO B PaCXOAOBaHUM
cpencTB, ahdeKTUBHOE U LeneBoe Nx ncnornb3oBaHve. ObecneynBaeT COXPAHHOCTb NPUHATBIX ANs paboThbl
B NabopaTopuio apxmBHbIX JOKYMEHTOB. [1poBepsieT NpaBnnbHOCTL OPOPMITEHNS 3aKa30B Ha BbIMOJTHAEMbIE
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pabotbl. Onpegensder noTtpebHocTb nabopatopuv B 0OOPYAOBaHMM W  MaTepuanax, opraHusyetr Wux
npuobpeTeHne B ycTaHOBEHHOM nopsigke. [Nposoaut paboTy No NpoBepke TEXHUYECKOro COCTOSHWUS U
NpaBubHOCTM 3KCnnyaTaumm o6opyaoBaHWs M annapaTtypbl, HaxOAsWMXCH B BedeHun nabopatopuu.
PaspabaTtbiBaeT WHCTPyKUMW, NpaBuna, TEXHWYECKWE YCMOBUS W ApyrMe HOPMaTUBHbIE [OKYMEHTbI,
obecneunBaome 3pdEKTMBHOE M KavyeCTBEHHOE npoBeAeHwe paboT ¢ AoKymeHTamu B nabopartopum.
OpraHmdyeT paboTy MO KOHTPOSIO WU OueHKe KayecTBa paboT, BbIMONHseMbIX nabopatopuen. Bepet
KOHCynbTauMm MO BOMpOCaM, OTHOCAWMMCS K JdeaTenbHocTn nabopatopun. [lpyHumaeT Mepbl NoO
BHEOPEHMWIO B MPaKTUKy paumoHasnbHbiXx OpM M MEeTOAOoB paboTbl, pa3BUTUIO MaTepuaribHO-TEXHUYECKON
6a3bl nabopatopun. ObecnedrBaeT Hagnexallylo TEXHUYECKYH JKCnyaTaumio nomeLleHun, cobnogeHue
paboTHMKkamu nabopaTopummn NpaBuil NO OXpaHe Tpyaa M NoxapHon 6e3onacHoOCTy.

[JomkeH 3HaTb: 3aKOHbl W WHble HOpPMaTuBHblE MpaBoBble akTbl Poccunckon degepaunu,
pernaMeHTUpyloLne OTHOLWEHUS B cpepe apXMBHOro Aena; HOpMaTWMBHbIE U METOAMYECKUE OOKYMEHTbI,
Kacarolimecss OeaTenbHOCTU nabopatopuun; OTeYeCcTBEHHbIM M 3apybexxHbIi OnbiIT B 06MactM apXvMBHOrO
Aena; nopsgok COCTaBNeHWMs! MMNaHOBO-OTYETHOW AOKYMEHTAaUWMW; CUCTEMbI XpaHeHus U Kraccudukauum
apXMBHbIX OOKYMEHTOB; HOPMAaTWBbl YCIOBUMM U PEXUMOB XpaHeHWs AOKYMEHTOB; And nabopatopuum,
BXOAsLLEN B COCTaB apxmBa, - COCTaB U CoAepKaHne KOMMeKca AJOKYMEHTOB, XPaHSLUMXCA B apxvBe, BUAbI
CNpaBOYHO-NONCKOBBLIX CPEACTB apXvBa; OCHOBbI MPUMEHEHMWS KOMMNBIOTEPHON TEXHUKW; METOAbI, CPeaCcTBa U
TEexXHomnoruio paboT, BbIMONHAEMbIX B Tlabopatopuuy; npaBuna akcniyataumMm ncnonb3yembix 06opyaoBaHus
M annapaTypbl, UX TEXHUYECKME XapaKTEPUCTUKN; NOPSAOK OCOOPMIIEHNS 3aKa30B Ha BbINOMHAEMbIe paboThl;
OCHOBbl 3KOHOMMKW, OpraHuM3aumy Tpyda W YNpaBfeHWUsl; OCHOBbl [OKYMEHTaUMOHHOro obecneyeHus
yNpaBreHusi; OCHOBblI TPYAOBOrO 3aKOHOAATENbCTBA; MpaBwuia BHYTPEHHEro TPyAOBOrO pacnopsifka;
npasuna no oxpaHe Tpyada W NOXxapHon 6e30nacHOCTY.

TpeboBaHna kK kBanudukauuun. Boicliee npodeccuoHanbHOe o6pasoBaHMe MO HanpaBrAeHWuio
nogroToBkn (cneumansHocTn) "PectaBpaumsa” u ctax paboTbl MO HanpasBrneHuio npodeccnoHansHon
JearenbHoCTM He MeHee 4 neT nubo Bbiclee npodeccnoHanbHoe o6pa3oBaHuWe, AOMONHUTENBHOE
npodeccunoHanbHoe obpasoBaHMe MO HaMpaBfeHUIO NOArOTOBKM (cneumanbHocTu) "PecTtaBpauma” n ctax
paboTbl N0 HanpaBneHuto NPoeCCUOHANbHON AeATENbHOCTN HE MeHee 5 neT.

HavanbHuK oTaena (3aBeaytowmm otaenom) naboparopum obecnevyeHusi COXpaHHOCTU apXUBHbIX
[OKYMEeHTOB

[JomkKkHOCTHble o06fi3aHHOCTU. PyKkoBoOWT [OeATenbHOCTb oTAena nabopaTopumn obecneveHus
COXPaHHOCTU apXMBHbIX [AOKYMEHTOB (ganee - otgen nabopaTtopuu). PaspabaTtbiBaeT U ydacTByeT B
BbIMOMHEHNW NEePCNEKTMBHBLIX U TEKYLLUX NnaHoB paboTel oTAena nabopatopuu, ycTaHaBnMBaeT NiaHoBbIE
3agaHua paboTHukam oTgena nabopatopun, KOHTPOMMpPYeT MX BbINOMHEHWE, OpraHn3yeT CBOEBPEMEHHOe
npeacrtaeneHne otyeTHocTu. OpraHm3dyeT NpoUNakTUYecKnin OCMOTP M PEMOHT MMEIoLEerocs B oTgene
nabopatopun obopygoBaHus. OpraHusyeT n NpoBOAMT paboTy NO COBEPLUEHCTBOBaHUIO OpraHM3auny Tpyga
C Uuenbil noBbileHMs kadyecTBa pabot. CocTaBnseT meToaukm npoBefeHus pabotr. O6ecneumBaet
COXPaHHOCTb MPUHATBIX AN paboTbl B nabopatopuio apxmBHbIX AOKymeHToB. OnpegensieT notpebHocTu
otgena nabopatopun B obopydoBaHum u matepuanax. OcyuiecTBnsieT nogbop M paccTaHOBKY KagpoB
otgena nabopatopun. OpraHm3yeT paboTy no MOBbIWEHMIO KBanudukaumm paboTHMKOB oTherna
nabopartopun. OTOBUT NpeasniokeHUs Mo Has3HaAYEeHWUo, MNepeMeLLEHU, OCBODOXOEHWMIO OT LOJMKHOCTM
paboTHMKOB oOTAena nabopaTopyv, MOOLWPEHUID W HANOXEHWIO Ha HUX B3bICKaHWWA. KoHTponupyet
cobnogeHne paboTHuMKaMu oThena nabopaTtopum TEXHONOTMYECKOW U MPOU3BOACTBEHHOW AMCLIMMNIUHLI,
npaBwun No oxpaHe TpyAa 1 NoxapHor 6e3onacHoCTy.

[JomkeH 3HaTb: 3aKOHbl W MWHble HOpPMaTuBHblE MpaBoBble akTbl Poccunckon degepaunn,
pernamMeHTMpyloLne OTHOLWEHMS B chepe apxMBHOroO Aena; HOpMaTWMBHbIE U METOAMYECKME OOKYMEHTbI,
Kacalmowmecs fesitenbHocT nabopatopuy; HOPMAaTuBbl YCIOBUMA WM PEXUMOB XPaHEHUS [OKYMEHTOB;
NopsAOK COCTaBEHUS NMNAaHOBO-OTYETHON OOKYMEHTaLUUN; OTEYECTBEHHBIN 1 3apybexHbIn onbIT B 06ractu
apXMBHOTO Aena; OCHOBbl MPUMEHEHUS KOMMbIOTEPHOW TEXHWKW; MeToAdbl, CPEACTBa U TEXHOMoruwo pabor,
BbIMOMHAEMbIX OTAenoMm nabopatopuu; npaBuna dKchnfyatauum UCMnonb3yeMblx obopyaoBaHus w
annaparypbl, UX TEXHUYECKME XapaKTEPUCTUKK; NOPSAOK OhOPMIIEHUS] 3aKa30B Ha BbIMONTHAEMblE paboThl;
OCHOBbI 3KOHOMWKMW, OpraHusauuu Tpyda M yrnpasneHus; OCHOBbI TPYAOBOro 3akoHOAaTenbCTBa; npasuna
BHYTPEHHEro TPYLOBOro pacnopsigka; npasunia no oxXxpaHe Tpyaa v noxxapHorn 6e30nacHoCcTy.

Tpe6oBaHMA Kk kKBanudmkauuu. Bebicllee npodeccuoHanbHoe obpaszoBaHMEe MO HanpaBreHWUio
nogroToBkn (cneumansHocTn) "PectaBpaums” u cTax paboTbl MO HanpasBreHuio npodeccnoHanbHom
JesaTenbHocTM He MeHee 3 net nubo Bbicwee npodeccMoHanbHoe obpa3oBaHWe, [ONOMHUTENbHOE
npodeccunoHanbHoe obpasoBaHMe MO HanpaBfeHUIO MOArOTOBKM (cneumanbHocTh) "PectaBpaums” n crtax
paboTbl N0 HanpaeneHno NPoECCUOHANBHON OEATENBHOCTU HE MeHee 4 nerT.

JornxHocTu cneunanmcToB
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FMaBHbIV cneunanucT nabopatopum obecneyeHUsi COXPaHHOCTU apPXUBHbIX JOKYMEHTOB

OomKHOCTHbIE 06513aHHOCTU. YUacTBYyeT B NOArOTOBKE MPEANOXEHUA K NpoekTam nnaHoB paboThbl
nabopatopumn n B ux peanusauuun. CoctaBnsgeT oT4yeTbl O npogenaHHon paborte. YyactByeT B paspaboTke
NMPOEKTOB METOONYECKNX OOKYMEHTOB, PerfnaMeHTUpYoLWnX AesaTenbHoCcTb nabopatopun. OcyLlecTBrnsieT B
YCTaHOBMEHHOM MOpsiAKE NPUEM, y4YeT MPUHSTBIX JOKYMEHTOB M ux Bo3Bpat. OcyulectBnseT paboTbl Mo
pecTtaBpauuun, KOHCepBauuu, nepennety, Ae3vH@eKuun, Oe3MHCEeKUMM [OOKYMEHTOB, MO CO34aHuio
cTpaxoBoro ¢goHga. [pon3BognT CbeMKY OOKYMEHTOB Ha MuKpoduwn. OdopMnsaeT akTbl TEXHUYECKOro
COCTOSHMSA MUKpoduL. BegeT y4eT OTCHATBIX KOMUI AOKYMEHTOB Ha MUKpodMLIax U nepegadyy MMKpoduL
3aKkaszymkam. KoHTponuvpyeT HeratuBbl MUKpOdML nocrne Xumuko-cpotorpadmyeckon obpabotku. Bepet
XypHan yyeta 6paka n ocbopMmnsaeT Be4OMOCTb y4eTa Bpaka 3a OTYeTHbIN nepuoa.

JomKeH 3HaTb: 3aKOHbl W WHble HOPMAaTMBHbLIE MNpaBoBble akTbl Poccuiickon depepaumm,
pernameHTUpytoLLMe OTHOLLEHMS B cdepe apXMBHOrO Aena; HOpMaTUBHbIE M MeTOoAUYECKME AOKYMEHTHI,
Kacarwlimecss OeaTenbHOCTM nabopaTopuu; HOPMAaTVBbl YCMOBUM U PEXUMOB XpaHEHUs [OOKYMEHTOB;
OTEYEeCTBEHHbIN N 3apybexHbi OnblIT B 06nacTy apxvMBHOrO Aerna; OCHOBbl MPUMEHEHUS KOMMbIOTEPHOWN
TEXHWUKW; METOAbI, CPEACTBA M TEXHOMOIMI0 PaboT, BbIMOMHSAEMbIX B labopatopuun; npaBuna akcniyaTaumm
ncnonb3yemoro obopygoBaHUA U annapaTtypbl, X TEXHUYECKME XapaKTepUCTUKWU; Nopsgok odopmieHus
3aKa30B Ha BbINOMHSAEMble paboTbl; NOPSAOOK COCTaBMEHWUsI MIIAHOBO-OTYETHOW [OKYMEHTaUWUW; OCHOBBbI
9KOHOMWKMN, OpraHn3aLumu Tpyaa; OCHOBbI TPYLOBOro 3aKOHOAATENbCTBA; NpaBuiia BHYTPEHHErO TPYLOBOro
pacrnopsaka; npaBuna no oxpaHe Tpy4a v NoxapHon 6e3onacHoOCTy.

TpeboBaHMa Kk kBanudukauuu. Bebicliee npodeccuoHanbHoe obpas3oBaHMEe MO HanpaBneHWUIo
nogroToBkn (cneumansHocTn) "PectaBpaumsa” u ctax paboTbl MO HanpasBrneHulo npodeccnoHansHomn
OeaTenbHOCTU He MeHee 2 rneT nubo Bbiclee npodeccnoHanbHoe obpasoBaHue, AOMOMHUTENbHOE
npodeccunoHanbHoe obpasoBaHMe MO HaMpaBfeHUIO NOArOTOBKM (cneumanbHocTu) "PecTtaBpauma” n ctax
paboTbl N0 HanpaBneHnto NPoEeCCUOHANbHON AeATENbHOCTN HE MeHee 3 neT.

Bepywwmn cneunanucT nabopartopum obecneyeHnsi COXpaHHOCTU apXMBHbIX AOKYMEHTOB

[omxHOCTHble 06513aHHOCTU. Y4acTBYyeT B NOAroTOBKE MPeanoXeHUn K NpoekTam nnaHoB paboTbl
nabopatopum n B ux peanusaumm. CoctaBnseT oTyeTbl O NpoAenaHHon paboTte. BbinonHset paboTbl no
co3jaHumio cTpaxoBoro ¢oHaa AokymeHToB. OcyllecTBNAeT B YCTaHOBNEHHOM MOpsAKe npueMm, yyer
MPUHATBIX OOKYMEHTOB M MX BO3BpPaT, CbeMKY [OKYMEHTOB Ha MUKpodulM. BegeT yyeT OTCHATBLIX KOnwui
OOKYMEHTOB Ha MUKpodumwax v nepegady MuKpodwul 3akazumkam. KoHTponvpyeT KavyecTBO HeraTvBOB
MUKpoduML nocne xumuko-doTorpacuyeckon obpaboTku, npu HeobxoaMmocTn ucnpasnset 6pak. Beger
XKypHan TeXHUYEeCKOro KOHTpomns C yveTtom ©Opaka mukpodunbmoB (Mukpodumw). OcbopmnsdeT akTbl
TEXHNYECKOr0 COCTOSIHUS OTCHATbIX MuKpodpmw. OcylecTBnsgeT MapKMpoBKY M YMNakoBKY CO34aHHOro
ctpaxoBoro ¢oHga. OcyulecTBnseT paboTbl NO pecTaBpauuv, KOHCepBauuu, nepenneTy, AesvHdekunu,
Oe3MHCEeKLUMN JOKYMEHTOB.

[domxeH 3HaTb: 3aKOHbl W WHble HOpMaTMBHble nNpaBoBble akTbl Poccuickon ®epepaumu,
pernameHTMpytoLne OTHOLIEHMS B cdepe apXMBHOrO Aena; HOPMaTUBHblE W MeTOAMYecKMEe OOKYMEHTHI,
Kacawowmecs AedATenbHOCTU nabopaTtopuv; HOPMaTMBbl YCMOBUW U PEXWMOB XpaHEHWUS [OKYMEHTOB;
OTeYeCTBEHHbIN 1 3apybexHbln OMbIT B 06NacTu apxXvMBHOIO Aena; OCHOBbl MPUMEHEHWUS KOMMbIOTEPHON
TEXHWKW; MeTOAbl, CpeacTBa M TeXHOMOornio paboT, BbINOMHAEMbIX NnabopaTtopuent; npasunia aKcnyaTauum
ncrnonb3yembix 060OpyaoBaHUS U annapaTypbl, MX TEXHUYECKUE XapaKTepWUCTUKM; MOpsOoK OopMIieHUs
3aKa30B Ha BbINOMHAEeMble paboTbl; NMOPSOOK COCTaBMEHWUS MIaHOBO-OTYETHOW [OKyMEHTauun; OCHOBBbI
9KOHOMWKW, OpraHnsaumn Tpyaa; OCHOBbI TPYAOBOrO 3aKOHOA4ATENbCTBA; NpaBuiia BHYTPEHHEro TPy4OBOro
pacnopsAka; npaBuna no oxpaHe TpyAa v NoxxapHon 6e3onacHoCTy.

TpeboBaHMAa K kBanudukauuun. Bbicliee npodeccuoHansHoe o6pasoBaHMe MO HanpaBrAeHWuio
nogroToBkn (cneumansHocTn) "PectaBpaumsa” u ctax paboTbl MO HampasBrneHuo npodeccnoHansHon
OeATenbHOCTU HE MeHee OdHOro roga nubo Beiclee npodeccnoHansHoe obpa3oBaHune, AONOMNHUTENBHOE
npodeccuoHanbHoe obpasoBaHMe NO HanpaBreHUD NoAroToBkM (cneumansbHocTu) "PectaBpauus” n ctax
paboTbl N0 HanpaBneHW0 NPOECCUOHANBHON AeATENBHOCTM HE MeHee 2 neT.

XyAoXXHUK-pecTaBpaTop apXMBHbIX JOKYMEHTOB
HdomxHocTHble o006s3aHHOCTU. BbinonHseT ocobo crnoxHble, Haubornee CroxHble, cpeaHen
CMOXHOCTW pecTaBpauUMOHHbIE U KOHCEpBaUMOHHble paboTbl yHMKANbHBIX M OCODO LIEHHBIX apXUMBHbIX
OOKYMEHTOB, a Takxe Mpou3BeAeHU BbICOKOW XYOOXECTBEHHOW U UCTOpUYECKOW LieHHocTu. NponssoaunT
OCMOTP M OMUCaHWe COCTOSIHUS pecTaBpupyeMoro OObekTa, BbICHSET €ero nepBoOHaYanbHbIA BUA,
onpegenseT UCTOPUIO M3MEHEHWs. YCTaHaBnMBaeT MPUYMHBI U XapakTep paspylleHuin pecTaBpupyemoro
obbeKkTa Ha OCHOBaHMW pes3ynbTaToB XUMUYECKUX, puandyecknx wn Bronormvecknx WccrneaoBaHum.
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PaspabaTtbiBaeT MeToaMKy NpPoBeAEeHUS pecTaBpaLMOHHbIX paboT, nogbupaeT matepuanbl As UX BEAEHUS.
OcyuwiecTBnsieT [OKYMEHTUPOBaHME XOAa pecTaBpauMOHHbIX paboT. CocTaBnsieT OnucKM MNOBpPeXOEHWN
obbekTa, onucaHue pesynbTaToB WUCCrefoBaHU 06bekTa, MNMPUMEHEHHbIX METOAOB W  MaTepuaros.
MpoBoaut doTtorpacdmpoBaHme Oo0 Hadana paboT, B npouecce W Mocne OKOHYaHus pecTaBpauun.
UHCTpykTMpyeT  doTtorpacoB N0 AOKYMEHTanbHoW  poTodhmkcaumm  OTAENbHbIX — MPOLECCOoB
pecTtaBpaUMOHHbIX paboT. [lpu pecTaBpauMm NPOWU3BEAEHUN >KUBOMUCU W TrpadukM OCyLLecTBNAeT
YKpEMNeHNe OCHOBBI, FPYHTa M KPacOYHOTO CIlo4, a Takke yaaneHve no3gHenwmnx HacnoeHn, CKpbiBaoLLmnX
WNN UCKaXalLLMX aBTOpCcKylo paboTy. MNMpoBoanT obcnenoBaHne hU3MYECKOTO M TEXHUYECKOTO COCTOSIHUSA
apXMUBHbIX AOKYMEHTOB. BegeT KoHCynbTaumm no Bonpocam, BXOASLMM B €10 KOMNETEHLMIO.

[JomkeH 3HaTb: 3aKOHbl W MWHblE HOpPMaTuBHble MpaBoBble akTbl Poccuickon degepaunu,
pernamMeHTMpyloLLne OTHOLWLEHUS B chepe apxMBHOIoO Aena; HOpMaTWMBHbIE U METOAMYECKME OOKYMEHTbI,
Kacalrowmecs [esaTenbHoCcTU nabopaTopuun; TEXHWKY, TEXHONOMMK, OCHOBHble METOAbl pecTaBpauuu
APXMUBHbIX JOKYMEHTOB U CNOCOOLI NX MPUMEHEHUST; HOPMATMBbLI YCIIOBUIA Y PEXXUMOB XpaHEHUS! LOKYMEHTOB;
TEXHWUKY U TEXHOSOTNIO N3rOTOBIEHNSI OCHOBbI JOKYMEHTOB; CTUINUCTUYECKNE OCODEHHOCTM LOKYMEHTANbHbIX
NaMsaTHUKOB; BMAbI MaTepuanoB W CNocoObl UX MPUMEHEHUS ONS BedeHMsI pecTaBpauMOHHbIX paboT C
y4eTOM OCOOEHHOCTEN apXMUBHbIX JOKYMEHTOB; OCHOBHbIE METOAbI pecTaBpaLun apXMBHbLIX LOKYMEHTOB, B
TOM 4WCNEe BbIMNOMHEHHLIX C 3NIEMEHTAMU >XUBOMWUCW, Tpadukn, MPUKINAZHONO WCKYCCTBA; MNPUHUMMEI
OaTUPOBKM U aTpubyumn; r3nM4eckne u XMMmMYeckne CBOMCTBA MaTepuanoB U CMOCOObl UX MPUMEHEHUS;
pe3ynbTaTbl CTAapeHUs MaTepuanoB, NPUMEHSEMbIX B pecTaBpaLuuiu; NpUYMHbI, Bbi3biBalOLINE pa3pyLLueHue
OOKYMEHTOB; OCHOBHble BMAbl NabopaTopHbIX WCCneaoBaHWA NpW ONpeAeneHun MPUYMHbl U XapakTepa
pa3pyLleHNs [OKYMEHTOB; OTEYECTBEHHbIN W 3apyOexHbid OnbiIT B 0OMNacTM pectaBpauun apXUBHbIX
OOKYMEHTOB; MpaBuna BHYTPEHHEro TPy4OBOro pacnopsgka; MpaBuna Mo oxpaHe Tpyda M MoxapHoW
BesonacHocTu.

TpeboBaHus K kBanudukaymm.

XyOOXHMK-PeCTaBpaTop apxXmBHbIX JOKYMEHTOB BbICLUEW KaTeropum - BbiCliee npodyeccuoHarnbHoe
obpasoBaHve No HanpasneHWo NOAroTOBKM (cneunanbHocTh) "PectaBpauns” n ctax paboTbl B AOMKHOCTU
XyOOXHMKa-pecTaBpaTtopa apxmMBHbIX [OKyMeHTOB 1 kateropum He wMeHee 3 neTt, numbo Bbicliee
npodeccuoHanbHoe obpa3oBaHue, AOMNOMHWTENbHAs npodeccuoHanbHas NOAroTOBKa MO HampaBneHMIo
noaroToBkn (cneumanbHocTn) "PecTtaBpauus” M cTax paboTbl B AOMKHOCTU XyAOXHWKa-pecTaBpaTopa
apxMBHbIX AOKYMeHTOB 1 KaTeropuu He MeHee 3 neT, NMbo cpedHee npodeccuoHanbHoe obpa3oBaHue no
cneunanbHocTn "PectaBpaumsa" u crtax paboTbl B AOMMKHOCTU XYAOXHMKa-pecTaBpaTopa apXuBHbIX
AOKymeHTOB 1 KaTeropum He meHee 5 ner.

XyOOXHMK-pecTaBpaTtop apxvMBHbIX [OKYMEHTOB 1 kaTeropum - Bbicllee npodeccroHanbHoe
obpasoBaHve No HanpasneHWo NOArOTOBKM (cneunansHocTh) "PecTtaBpaums” n ctax paboTbl B AOMKHOCTU
XyOOXHMKa-pecTaBpaTtopa apxmBHbIX [OKYMEHTOB 2 kateropum He MeHee 3 neTt, nubo Bbicliee
npodeccuoHanbHoe obpasoBaHue, OONOMHUTENbHas npodeccMoHanbHas MOAroTOBKa MO HanpaBreHuio
nogaroToBkn (cneumansHocTu) "PectaBpaumsa” n ctax paboTbl B AOIMKHOCTM XyAOXHMKa-pecTaspaTopa
apXxMBHbIX JOKYMEHTOB 2 KaTeropuu He MeHee 3 neT, nMbo cpedHee npodeccuoHanbHoe obpa3oBaHue no
cneunanbHocTn "PecTtaBpaumsa" u ctax paboTbl B AOMKHOCTM XyOOXHUKa-pecTaBpatopa apXuBHbIX
OOKYMEHTOB 2 KaTeropun He meHee 3 ner.

XyOOXHUK-pecTaBpatop apxvMBHbIX [OKYMEHTOB 2 KaTeropum - Bbicllee npodeccnoHansHoe
obpaszoBaHVe Mo HanpasreHWo MOATOTOBKM (cneunanesHocTh) "PectaBpaums” 1 ctax paboTbl B AOMKHOCTU
XyOOXXHMKa-pecTaBpaTtopa apxvMBHbIX OOKYMEHTOB He MeHee 2 neT, nMbo Bbicllee npodeccrMoHanbHoe
obpasoBaHve, [JononHUTENbHas npodeccMoHanbHas MOArOTOBKa MO HampaBMeHU0  MOArOTOBKM
(cmeunanbHocTM) "PecTaBpaums” n cTax paboTbl B AOIDKHOCTUM XYAOXHUKa-pecTaBpatopa apXMBHbIX
OOKYMEHTOB He MeHee 2 neT, nubo cpegHee npodeccmoHanbHoe obpas3oBaHWe MO chneunanbHOCTU
"PectaBpaumsa” u ctax paboTbl B AOIMKHOCTU XYAOXHUKa-pecTaBpaTopa apXMBHbIX JOKYMEHTOB He MeHee 3
ner.

XyOOXHWK-PECTaBPaToOp apxXMBHBLIX LOKYMEHTOB - BbiCcllee npodeccuoHanbHoe obpasoBaHue no
HanpaBneHnto NoAroToBkM (cneuunansHocTh) "PectaBpauusa” n ctax paboTel B obnactu pecrtaBpaumm He
MeHee opHoro roga, Jwmbo Bbiclwee npodeccuoHanbHoe  obpasoBaHue,  OOMONHUTENbHAas
npodeccunoHanbHasa NOAroToBka MO HamnpaBreHuo NoAroToBkM (cneuwansHocTu) "PectaBpauusa” u crax
paboTbl B 0b6nacTu pectaBpaunm He MeHee O4HOro roga, nMbo cpefHee npodeccrnoHaneHoe obpasoBaHue
no cneumanesHocTn "PecTtaBpauma” n ctax paboTtbl B 06nactu pectaBpalmm He MeHee 2 rnerT.




