Oo0pa3zen 3a1aHNus IEMOHCTPAIMOHHOI0 IK3aMeHA

KO/l 46.02.01-1-2025
CHHEHUAJIBHOCTD 46.02.01 JOKYMEHTALHNOHHOE
OBECIIEYEHHUE YIIPABJIEHUA U APXUBOBEJIEHUE

I'ocymapcTBeHHast HMTOrOBasi aTTeCTALUSA
ba30BbIil ypOBEHb J1eMOHCTPALIMOHHOIO IK3aMeHAa

Bu0e00630p KomnjieKkma OUEHOYHblIX Mmamepuaiioe U 6blnOJIHEHUA
3a0aHUA OeMOHcmpaquHHozo IK3amena.

https://vkvideo.ru/video-219561594 456239499?list=In-xFUCZBX1nDulXcF220

Homep u HaumMeHOBaHHe IIpoao/KUTEIbHOCTD
MOYJIAl 3a/IaHUS BBITIOJIHEHUS] MOTYJIsI
3aJaHus
Mooyns Ne 1: OcyllecTBI€HHE OPraHU3aLUOHHOTO U 1 4. 30 muH.

JOKYMCHTAIITUOHHOT'O o0OecIieueHus ACATCIIBHOCTH OpraHu3anuu

Mooynws Ne 2: OcyiiecTBICHUE OPTaHU3AIMOHHOTO U 0 4. 50 muH.
JIOKYMEHTAIIMOHHOTO obecrnieveHus JESITEIIbHOCTH

OpraHu3alHH

Mooyns Ne 3: Opranuzaius apXUuBHON padOTHI IO JOKYMEHTaM 0 4. 40 muH.

OpFaHH3aHI/Iﬁ Pa3JIMYHBIX (bOpM COOCTBEHHOCTH

Bcezo: 3 uaca 00 mun.

TexcT o0pa3ua 3aganus:

Mooyns 1: Ocywecmenenue op2aHu3ayuoOHHO20 U 0OKYMEHMAYUOHHO20 0becnedyeHus
oesamenbHOCmU OP2aHU3aAYUY

Texcm 3adanua: OOpalboTaTh M 3aperuCTPUPOBATH MPEJCTABICHHbIE Ha OyMa)kKHOM
HOCHUTEJIE JIOKYMEHTBI, IIOCTYNMBIIME W3 CTPYKTYpHOTO TIOAPA3AEICHUS WIM JPYyrou
OpraHHU3al U OTIPABICHHBIE CETOIHS.

B cootBercTBUM ¢ pe3ononMeld PYKOBOAMUTENS COCTaBUTh M O(OPMUTH MPOEKT
pactopsSIIUTEIBHOTO WA WHPOPMAIIMOHHO-CIIpaBOYHOro  JokymeHTa (1  mOKymMeHT B
COOTBETCTBHUH C PE30JIONHUEH) U JOKYMEHT IO JMYHOMY cOCTaBy (1 TOKYMEHT B COOTBETCTBHHU C
PE30ITIONIHEH ).

Ha ocHoBe mpenocTaBieHHOTO HEepedHs JOKYMEHTOB, 0Opa3yloLUXcs B AEATEIbHOCTH


https://vkvideo.ru/video-219561594_456239499?list=ln-xFuCZBX1nDu1XcF22O

opranuzanuu, ohopmuth HomeHknaTypy Aen opraHu3ald U ONPEAETUTh CPOKU XPaHEHUs
JIOKYMEHTOB, BKJIIOUEHHbIX B HoMeHKkIaTypy Aei.
[TpoekT pacnopsIuTeNbHOrO WK HHPOPMALMOHHO-CIIPABOYHOTO JOKYMEHTA, JOKYMEHT
10 JTMYHOMY cocTaBy M1 HoMeHKIIaTypy /e opranu3alnny COXpaHUTh Ha paboueM cTole.
CucremMaTu3upoBaTh JOKYMEHTBI B OyMa)KHOM U 3JIEKTPOHHOM BHJIE.

Anzopumm 6vinoIHEHUA 3A0AHUA:

1. I3yuuTh npencTaBieHHbIe HA OyMa)KHOM HOCHUTEJIE JOKYMEHTBI U CUCTEMATH3UPOBATh
UX I10 JIOKYMEHTOIOTOKaM.

2. IlpoBecTu npeaBapUTENbHOE PACCMOTPEHUE U COPTUPOBKY BXOASIIUX JOKYMEHTOB Ha
PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE.

3. O6paboTaTh BXOIAIINE JOKYMEHTBL. B COOTBETCTBUU C TEXHOJIOTHYECKUM MPOIIECCOM
00pabOTKM BXOASIIUMX JOKYMEHTOB, CAaMOCTOSITEIbHO MPOCTaBUTh BCE HEOOXOIUMBIE
PEKBU3UTHI.

4. 3aperucTpupoBaTh BXOJIAIINE IOKYMEHTHI B MPEAJIOKEHHOH AJIEKTpPOHHOU (opme
JKypHaJla perucTpallii, BEIOPaB COOTBETCTBYIOUIYIO BKJIAJIKY

5. OOpaboTath HCXOAAIIUME JTOKYMEHTHL. B COOTBETCTBUHM C TEXHOJIOTUYECKUM
nporeccoM  00pabOTKM  HMCXOIIIMX  JIOKYMEHTOB, CAaMOCTOSITENIBHO  IPOCTaBHTH  BCE
HE0OXOIUMBbIE PEKBU3UTHI.

6. 3aperucTpupoBaTh HUCXOJAIIME JOKYMEHTBI B INPEIJIOKEHHON 3JIEKTPOHHOU (opMme
JKypHaJla perucTpalyy, BbIOpaB COOTBETCTBYIOLYIO BKIIAJKY.

7. OOpaboTaTh BHYTpEHHUE JOKYMEHTHl. B COOTBETCTBUHM C TEXHOJIOTUYECKUM
npoueccoM 00pabOTKM BHYTPEHHUX JIOKYMEHTOB, CAaMOCTOSATEIbHO MPOCTaBUTh BCE
HEOOXOIUMBbIEC PEKBU3HTHI.

8. 3apeructpupoBaTh BHYTPEHHHME JOKYMEHTHI B NPEIJIOKEHHON 3JIEKTPOHHOH (opme
JKypHaJla perucTpaluy, BEIOpaB COOTBETCTBYIOIIYIO BKIAKY.

9. B cooTrBercTtBUM ¢ 0GOPMIIEHHON B Tpoliecce oOpabOTKH PEe30irolMeld, Ha OCHOBE
tpeboBanuit ['OCT P 7.0.97-2016, coctaBuTh W O(GOPMHUTH TMPOCKT HEOOXOIMMOTO
pacnopsSAUTENbHOTO WIM  MH(OPMAlMOHHO-CIIPAaBOYHOrO  JokymMeHTa (1  J0KymMeHT B
COOTBETCTBUU C PE3OJIIOLMEH, KOTOPYIO HEOOX0IuMO O(OPMHUTH CaAaMOCTOSITEILHO B IPOLIECCE
00paboTKH 1O co/iepKaHnI0 00pabaThIBAEMOTO TOKYMEHTA).

10. B cootBercTBUM ¢ 0(OpMIIEHHON B Ipolecce 00pabOTKU pe3oonueii, Ha OCHOBE
tpeboBanuit ['OCT P 7.0.97-2016, coctaButh U OQOPMHUTH MPOEKT HEOOXOIUMOTO
OpraHU3alMOHHO-PACHIOPSAUTENIBHOTO JOKYMEHTa MO JMYHOMY cocTaBy (1 [OKyMeHT B
COOTBETCTBUU C PE3OJIIOLMENH, KOTOPYIO HEOOXOAUMO O(GOPMHUTH CaMOCTOSITENIbHO B Mpoliecce
00paboTKH 1O coaepkaHni0 00padaThIBAEMOT0 IOKYMEHTA).

11. Hna odopmieHuss OOKyMEHTa IO JIMYHOMY COCTaBy HCIONb30BaTh DopMbl
NEPBUYHON YYeTHOM MOKYMEHTalluu MO y4eTy TpyAa U €ro oriarbl (yTB. MOCTaHOBJICHHEM
I'ockomcrara Poccuu ot 05.01.2004 Ne 1).

12. Ha ocHOBE mNpeAoCTaBICHHOIO B JJIEKTPOHHOM BHJIE IEPEYHS JIOKYMEHTOB,
00pa3yloIMXCcsi B JEATEIBHOCTH CTPYKTYPHBIX TOJpAa3JelieHu OpraHu3aiu, o(popMUTh
Howmenkmnarypy aen opranusanyu, BKIIOUYUB B HEE YKa3aHHbBIE IOKYMEHTHI.

13. Jns odopminenus HomeHkmaTypbl 1en OpraHu3alli HCIOJb30BaTh  (QopMmy,
ycTaHoBieHHYI0 [IpaBunamu  opraHu3aluy  XpaHEHHs, KOMIUIEKTOBaHHUS, Yy4yera U
HCIIOJIb30BaHUsl TOKyMEHTOB ApxuBHOro (onaa Poccuiickoit @enepanyivi 1 Apyrux apXUBHBIX



JIOKYMEHTOB B TOCYJJaPCTBEHHBIX OpraHax, OpraHax MECTHOT'O CaMOYIIPABIICHUS U OpTaHU3aIMIX
(ytB. mpukaszom Pocapxusa ot 31.07.2023 Ne 77).

14. OnpenenuTh CPOKH XpaHEHUS JOKYMEHTOB, UCTIONB3Ys (parMeHT llepeuns.

15. Jlns BBIMOJHEHHWsS 33JaHUN C UCIOJb30BaHUEM PEKOMEHJOBAHHBIX (OpM
JIOKYMEHTOB, HCII0JIb30BaTh CIIPAaBOYHO-IIPABOBYIO CUCTEMY.

16. IIpoexTsl pacmopsAUTENbHOIO WIM WHGOPMAIMOHHO-CIPABOYHOIO JOKYMEHTa U
JOKYMEHTa 10 JIMYHOMY cOCTaBy, HOMeHKIaTypy JAen OpraHu3aldd COXPaHUTh B IalKe Ha
pabouemM croiie (co3aaTh Ha padbodem croie nmanky "Homep ax3amenyemoro Mosyins 1").

17. Cucremaru3upoBaTh JOKYMEHTHI Ha OyMaXHOM Hocurtele (oOpaboTaHHBIE
JOKYMEHTBHI) B (hailfi-BKJIaJbI, B AJIEKTPOHHOM BHUAE (KypHaJbl PETHUCTPALUU, MPOCKTHI
pacIopsAAUTENBHOTO MM MH()OPMAIIMOHHO-CIIPABOYHOTO JOKYMEHTA, JOKYMEHTA 10 JINYHOMY
cocraBy W HomeHknaTypy 1en opraHu3aiuu) B Tmanky Ha pabodem ctone "Homep
sK3ameHnyemoro Mosynb 1".

18. Coxpanuth BbIONHEHHOE 3amanue Ha USB-¢rem-Hakonutens U mnepenaTh Ha
MIPOBEPKY KCIEpTaM.

Heooxo0umovie npunosicenus:

[Tpunoxenne Al. Kaprouka opranu3anuu B 3JIEKTPOHHOM BH/JIE.

[Ipunoxenne A2. CTpyKkTypa OpraHu3alyy B JIEKTPOHHOM BUJIE.

[Ipunoxenue A3. Homenknarypa aen Ha 2025 r. B 3JIEKTPOHHOM BH/JIE.

[Tpunoxxenne A4. XypHanbl peructpanuu B 3J€KTPOHHOM BH/JIE.

[Tpunoxenne AS. KoMIuleKT JOKYMEHTOB Ha OyMa)kHOM HOCHTENE JUIsl 0OpabOTKU U
perucTpanmu.

[Tpunoxenue A6. I[lepeueHb 10KyMEHTOB, 00Pa3yIOLIUXCS B JESITEIbHOCTH OpraHu3alun
B DJIEKTPOHHOM BUJIE.

IIpunoxxenne A7. @parment IlepeuHs TUNOBBIX YIPaBIEHUYECKUX apPXHUBHBIX
JIOKYMEHTOB, 00pa3yIOLIUXCsl B MPOIECCE JESTENIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB
MECTHOI'O CaMOYIPABJICHHWS W OpraHM3aliii, ¢ ykazaHueM CpokoB HX XpaHeHus (2019) B
AIIEKTPOHHOM BUJE.

[Tpunoxenne A8. Ilpunoxenus k [IpaBunam opranuzanuu XpaHeHHs, KOMIUIEKTOBAHUS,
ydeTa M HCIOJIb30BaHMs JOKyMEHTOB ApxuBHOro ¢onaa Poccuiickoit @enepanun U Apyrux
apXUBHBIX JIOKYMEHTOB B TOCYIAApCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O CaMOYIPAaBJIEHUS U
opranuzanusx (2023, gaiin B popmare Word) B 371€KTPOHHOM BH/IE.

[Tpunoxenue A9. Ans6oM popM MepBUUHON YUETHON TOKYMEHTALUU 10 yYEeTy TpyAa U
ero omuatsl (2004) B 31€KTPOHHOM BU/IE.

Mooynb Ne 2: Ocywecmenenue op2anu3ayuoHH020 U 0OKYMEHMAYUOHHO20 0DecnevyeHus
oesmenbHOCmU OP2aHU3aAyUN

Texcm 3a0anusa: IIpoBecTu 3KCHEPTU3Y LEHHOCTU JOKYMEHTOB, MPEACTABICHHBIX Ha
OyMa)kHOM HOCHUTEJIE, B X0J1eé KOTOPOH MPOBECTH OTOOP TOKYMEHTOB IOCTOSSHHOT'O, BPEMEHHBIX
(cBbime 10 5et) xpaHeHHs, B TOM YHCIE MO JIMYHOMY COCTaBy, JUJISl MEpelayd B apXWUB Ha
MOCIIEAYIOIIEE XPAHECHHUE.



CdopmMupoBaTh [1€710 TIOCTOSHHOTO WJIM JOJATOBpEMEHHOro xpaHeHus (1 nemno) u
MNOoATrOTOBUTL C€ro Ijid mnepcaadyu Ha XpaHCHHUC B apXUB OpraHu3alnu. HOI[BepFHYTL pA(SA1 (0)
MOCTOSTHHOTO WJTH JIOJITOBPEMEHHOTO CPOKa XpaHEeHHS MOIHOMY odopmiieHuto (1 meno).

Mooynw Ne 3: Opzanuzayusn apxueHnoii padbomsvt N0 OOKYMEHMam Op2aHu3ayuil paznudHovlxX
¢opm coocmeennocmu

Texcm 3adanua: 1IpoBecTH SKCHEPTU3Y LIEHHOCTU JOKYMEHTOB, IIPEJCTABICHHBIX HA
OyMa)XHOM HOCHTEJE, B XOJ€ KOTOpOil MpOBECTH OTOOp IOKYMEHTOB JUIS BBIJCICHHUS K
YHUYTOKECHUIO J€JI, CPOKU XPAHEHUSI KOTOPBIX UCTEKIIH.

JInsi TIOATOTOBKHM Jefla K Iepeaaye B apXWB, 1O TUMOBOH yHH(DUIIMpOBaHHOH (opme
(mabnony) chopmupoBath B COJ] 1 0hOpMHUTH ONMKUCH 1€ TOCTOSTHHOTO WX JIOJITOBPEMEHHOTO
CpOKa XpaHEHUs CTPYKTYPHOIO OJpa3/iesIeHus], Ha IepelaBaeMoe B apXuB JEJIO.

[To TumnoBoit ynudumupoBanHoi ¢popme (madaony) chopmuponats B CIO/ u odpopMuth
AKT 0 BBIJICJIEHUU K YHUUTOXECHHUIO apXUBHBIX JOKYMEHTOB, HE MOJIEKAIINX XPAHEHUIO.

IIpoBecTu ommcaHue apxMBHBIX el (okyMeHTOB). Ilo TumoBoil yHUpHUIMPOBAHHON
dopme (mabnony) chopmupoBarb B COJ] u opopMUTh OMKUCH JeNl MOCTOSIHHOTO, BPEMEHHOTO
(cBblmie 10 neT) XpaHeHUs WIK 10 JUYHOMY COCTaBYy.

Anzopumm 6vblnonIHeHUA 3a0AHUA:

1. IlpoBectu »sKcHepTHU3y LIEHHOCTH JIOKYMEHTOB, HPEJICTaBICHHBIX Ha OyMaKHOM
HOCHUTEIIE, 0TOOpaTh TOKYMEHTHI IIOCTOSTHHOTO, BpeMeHHBIX (cBbImIe 10 j1eT) CpoKOB XpaHEeHus, B
TOM YHCJIE€ 1O JIMYHOMY COCTaBy, JJI Iepellaud B apXWUB Ha IOCIEIYIOlLIee XpaHEHHue MU
JIOKYMEHTBI, BbIJICJII€EMbIE K YHUUTO)KEHHUIO, CPOKHU XPAHEHUS KOTOPHIX UCTEKJIIH.

2. Ilpu mpoBeAEHUHU SKCHEPTU3bl IIEHHOCTH JOKYMEHTOB HCMOJIb30BaTh HoMeHKIaTypy
JEIL.

3. OdopMuUTh 1710 TOCTOSIHHOTO WX JJOJTOBPEMEHHOIO CpoKa XpaHeHus (1 nemno).

4. Odpopmuts OO0NOXKKY J€na, BHYyTPEHHHE y4YETHbIE TOKYMEHTHI jena: BHyTpeHHIoo
ONKCh TOKYMEHTOB Jiena, JIucr-3aBepurens nena.

5. OO6noxky J1ena, BHYTPEHHHE Yy4Y€THbIE JOKYMEHTHI Jena: BHyTpeHHIO omnuch
JIOKYMEHTOB Jiena, JIuct-3aBepurensb Jiesia BBIBECTH Ha MeyaTh.

6. ChopmupoBaTh J1€510, pa3MECTUTh BHYTPEHHHUE YUETHBIE JTOKYMEHTHI Jejia B HY)KHOM
M0CJIEI0BATENbHOCTH, IPUKPETIUTH OOJI0KKY Jera.

7. pomuTs chopMupoOBaHHOE U OPOPMIICHHOE JIEIIO.

8. B cooTBeTcTBUM C COCTaBOM JIOKYMEHTOB JieNa, JUIsl IOJrOTOBKU JieNa K Iepeaayde B
apXuB, IO TUNOBOW yHH(pUIMpoBaHHOU (opMe (11abioHy) cpopmupoBats B COJ[ u opopmMuTh
OIKCH JI€J CTPYKTYPHOTO MOJpPAa3AeieHUs], JTOKYMEHTOB MOCTOSIHHOTO MM BPEMEHHBIX (CBBIIIE
10 51eT) cpoKOB XpaHEHHUs, IO TUYHOMY COCTaBY.

9. Ilo TunoBoit yHudpuuupoBanHoit ¢opme (madinony) cdopmupoatb B COJ] u
0oopMUTE AKT O BBIJICJIEHUH K YHHUUTOXXEHHIO APXMBHBIX JOKYMEHTOB, HE IOMJIEKAIINX
XPaHEHHUIO.

10. B cooTBeTCTBUHU C COCTAaBOM JOKYMEHTOB JleJla TIPOBECTU ONMCAHHE APXUBHBIX €T
(moxymenTtoB). Ilo TumoBoii yHuduuupoBanHoit ¢opme (mabdiaony) chopmuponats B COJ u
0(QOpPMUTH OMUCH JIe] MOCTOSTHHOTO, BpeMeHHOro (cBbiiie 10 jieT) XpaHeHus Wik MO JIMYHOMY
COCTaBy.



11. Jnsa opopmnenus OOm0oxKu nena, BHyTpeHHEH omucu JOKyMEHTOB jena, Jlucra-
3aBeputenst Aena, Omnuceill Aen, JOKYMEHTOB CTPYKTYPHOIO IOAPA3JEIEHHs] IOCTOSHHOIO,
BpeMEHHbIX (cBblile 10 JI€T) CPOKOB XpaHEHMs, IO JIMYHOMY COCTaBy, AKTa O BBIACICHUM K
YHUUTOKEHUIO apXUBHBIX TOKYMEHTOB, HE MOJIEXKAIUX XpaHEeHNI0, Onucel J1e1 NOCTOSHHOTO,
BpeMeHHOro (cBbime 10 7er) XpaHeHHs, N0 JHWYHOMY COCTaBy HCIIOJIb30BaTh (HOpMBI,
ycraHoBjeHHbIe [[paBunaMu opranusanuy XpaHeHus, KOMIUIEKTOBAaHUS, y4eTa U UCIIOJIb30BaHuUs
nokymMeHTOB ApxuBHoro (onma Poccuiickoii Denepanuii U Ipyrux apXUBHBIX JTOKYMEHTOB B
rOCy/IapCTBEHHBIX OpraHax, oOpraHaXx MECTHOIO CaMOYIpaBJIGHHWS W opranuzanusx (yTs.
npuka3om Pocapxusa ot 31.07.2023 Ne 77).

12. Jlns BBINONHEHUS 3a]IJaHUS UCII0Ib30BaTh CIIPABOYHO-TIPABOBYIO CUCTEMY

13. Omnwucu gen, JTOKYMEHTOB CTPYKTYPHOTO MOJpa3JeieHusi MOCTOSHHOTO WJIU
BpeMeHHbIX (cBbllIe 10 J1eT) CpPOKOB XpaHEHUS WU 10 JIUYHOMY COCTaBY, AKT O BBLIEICHUH K
YHUUTOKEHUIO apXMBHBIX JOKYMEHTOB, HE MOMISKAIUX XpaHEHHUI0, ONHCh J1e]1 IOCTOSHHOIO,
BpeMeHHOTO (cBbiie 10 neT) XpaHeHus WK Mo JTUYHOMY cocTaBy chopmupoBats B CO/I.

14. Ckavarb, cdopmupoBanHble B COJl 1DOKyMeHTHl (OMUCh CTPYKTYpPHOTO
no/ipa3ielieHus, akT, onuch) B hopmate pdf, U coxpanuThs B mamke Ha pabodem croiie (co3aaTh
Ha pabouem crone nanky "Howmep sx3amenyemoro Moaysns 3").

15. Coxpanuth BbITIONIHEHHOE 3amaHue Ha USB-¢duiem-nakonurens W mepenat Ha
IIPOBEPKY dKCIEpTaM.

Heo0xoanMeie npuioKeHus:

IIpunoxxenne b1. Kaprouka opranuzannu B 3JIEKTPOHHOM BUJE.

ITpunoxxenne b2. CtpykTypa opranus3alnuy B dJIEKTPOHHOM BHJIE

ITpunoxenne b3. KoMIuIeKT 10KyMEeHTOB Ha OyMa)KHOM HOCHTeNe Ul (OPMUPOBAHUS U
odopmieHus aena 1 0T0opa JOKYMEHTOB Ha YHUUTOXKEHUE.

ITpunoxxenne b4. Homenknatypa nen Ha 2021 r. B 21IEKTpPOHHOM BHJIE.

[Ipunoxenne bS. Ilpunoxenus k IIpaBriiamMm opraHu3anuy XpaHEHHUs], KOMILUIEKTOBAHMS,
yueTa U MCIOJIb30BaHMs JAOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu u Ipyrux
apXUBHBIX JIOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax, OopraHaXx MECTHOTO CAMOYIpAaBJICHUS U
opranuszanusx (2023, gaiin B popmare Word) B 371IeKTPOHHOM BUJE.



