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MWHUCTEPCTBO TPYOA POCCUUCKOW ®EOEPALIUU

NMOCTAHOBJIIEHUE
OT 25 Hos16ps1 1994 . N 72

OB YTBEPXXAEHUU MEXOTPACHEBbIX YKPYNMHEHHbIX HOPMATNBOB
BPEMEHU HA PABOTbI MO AOKYMEHTALMOHHOMY
OBECIMNEYEHUIO YINPABIEHUA

MuHucTepcTBo Tpyaa Poccunckon ®efepauum NnoCTaHOBMSET:

1. YTBepanTb MexoTpacrneBble YKpYMHEeHHble HOpPMaTVBbl BPpEMEHM Ha paboTbl MO AOKYMEHTaLMOHHOMY
obecneyeHnto ynpasneHus, paspaboTaHHble LleHTpanbHbiM 6l0po HOpMaTMBOB Mo Tpyay npu Bcepoccuiickom
LeHTpe npoussoauTensHocT MuHTpyoa Poccum v BcepoccuCKUM HayyHO-UCCReaoBaTeNbCkUM WHCTUTYTOM
[IOKYMEHTOBeleHUs1 U apXMBHOro Aena PockomapxuBa.

2. YctaHoBUTb, YTo MexoTpacneBble YKPYNHEHHble HOPMaTWBbl BPEMEHW, YTBEpPXKAEHHble HacTOoALWUM
MocTaHOBNEHMEM, PEKOMEHOYIOTCA [OnA MpUMEHeHVMs B opraHax rocydapCTBEHHOIo YMNpaBreHusl, Ha
npeanpusaTuax (06beanHeHUsX) He3aBUCMMO OT hOpM COBCTBEHHOCTM.

3. PekomeHZoBaTb MWHWCTEPCTBAM, BEAOMCTBAM, MNPEANPUSTUSM B TPEXMECSYHbIA CPOK C y4eToM
noTpebHOCTU NpeacTaBuTb 3asBkM LleHTpanbHoMy 6l0po HOpMaTMBOB MO Tpydy Ha usgaHue MexoTpacneBbix
YKPYMHEHHbIX HOPMAaTMBOB BPEMEHU, YTBEPXKAEHHbIX HAacToALWMM MNocTaHoBNEHNEM.

4. LleHTpanbHoMy Gopo HOPMAaTMBOB MO TpyAy obecneynTs U3gaHne HeOGXOAMMOrO KONMYECTBa YKasaHHbIX
MexoTpacneBbIX YKpYNHEHHbIX HOPMaTUBOB BPEMEHM.

3amecTtutens MuHucTtpa Tpyaa
Poccuiickon ®epeparmm
P.BEATKAEB

MEXOTPACHNEBBIE YKPYNHEHHbIE HOPMATUBbI
BPEMEHU HA PABOTbI MO AOKYMEHTALUWOHHOMY
OBECIEYEHMIO YMNPABJIEHUA

1. Obuwas yacTtb

1.1. YKpynHeHHble HOpMaTVBbl BPEMEHM MNpegHa3HadeHbl AfS pacdeTa HOPM BPEMEHW W OopraHv3aumu
paboTbl B cnyx0ax AOKYMeHTaLUMOHHOro obecneyenus ynpaenenus (JOY), onpegenennss TpyaoeMKkocTu pabor,
YNCNEHHOCTUN PAabOTHNKOB U PEKOMEHAYOTCS ANs NPUMEHEHWS B opraHax hefaepanbHON UCNONHUTENbHOWM BNacTy,
Ha npeanpuaTuax (B o6beanHeHMsX) He3aBUCMMO OT POPM COOCTBEHHOCTM, B YUPEXAEHUSX U OOLLECTBEHHbIX
opraHusaumsx.

1.2. ®dyHkuum cnyx6bl JOY onpegeneHbl TUMOBOW MHCTPYKLUMEN MO AENONpPOM3BOACTBY B MUHUCTEPCTBAX U
BegomcTBax Poccunckon depepaumum, MNpMMepHbIM MOMOXEHMEM O cnyx0e OoKyMeHTauuoHHoro obecneveHus
yrnpaBneHus.

1.3. B ocHoBy pa3paboTku HOPMaTMBOB BPEMEHMW MOSIOXEHbI MaTepuarnbl U3y4eHUst opraHusauuy Tpyga u
nepegoBoro onbita paboTtHukoB cnyx6 [OOY, dotorpacdmm paboyero AaHsi, camocdpoTorpacpmm, AaHHble
onepaTMBHOMO y4YeTa M OTYETHOCTM, pe3ynbTaTbl 3KCNEPTHBLIX OLLEHOK cneunanmcToB cnyx6 OJOY MUHMCTEPCTB M
BEOOMCTB.

1.4. Mpu NoaroToBKE HOPMATMBOB BPEMEHW WCMONb30BaHbl Criedyoluime HOPMaTUBHbIE M MeToauyeckue
[OKYMEHTbI:

MonoxeHne 06 opraHnsauMm HOPMUPOBaHUSA Tpyda B HAPOOHOM XO3SANCTBE. YTBepXaeHo NocTaHoBNEHNEM
Nockomtpyga CCCP u MNMpesnanyma BLICTIC o1 19 nioHs 1986 r. N 226/I1-6;

Me>|<0TpacneBble mMeTogny4eckme pekoMmeHgauum no paspa60TKe HOPMAaTUMBHbLIX MaTepuanoB And
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HOPMUPOBaHUA Tpyaa B HENPOU3BOACTBEHHbIX OTPACSAX HAPOAHOro xo3s1cTea. - M., 1988.

1.5. Mpun HopmwupoBaHuM Tpyda paboTHukoB cnyxbbl JOY Heobxoammo ucnonb3oBaTb MeEXOTpacrieBble
TUMNOBLIE N eAUHble HOPMbl BpEMEHU: TUMNOBbIE HOPMbl BPEMEHWU Ha pPaboTbl NO KOMUMPOBAHWUIO U OMNepaTUBHOMY
pas3MHOXEHWO JOKYMeHTOB. - M., 1990; EguHble HOpMbl BpeMEHM (BbIpaboTkM) HA MalMHONUCHLIE paboThl. - M.,
1988; Tak kak "YKpynHEHHbIE HOPMATMBbI..." HE YYUTLIBAKOT 3aTpaThl HA MALUMHOMMWCHbIE PaboTbl, KONMMPOBAHNE U
pasMHOXeHue.

1.6. HopmaTtuBHasi yacTb cOOpHMKa COOEPXWUT creaylolme pasgenbl: 3aTpaTbl BPpEMEHW Ha paGoTbl Mo
OOKYMEHTaLUMOHHOMY obecrnedeHnto yrnpasneHust (CocTaBrieHne W BedeHWe HOMeHKknaTyp gen, obpaboTka,
perucTpauus, y4yeT KonmMyecTBa AOKYMEHTOB, paboTbl MO KOHTPOSO WUCMOMHEHUS AOKYMEHTOB, co3gaHue W
BeAeHWe KapToTek, (opMUpoBaHue 1 ocopMrieHne Aen B CTPYKTYPHbIX NoapasgeneHnsx, aKkcneptnsa HayyHom u
MpaKTUYecKko LEHHOCTM [OKYMEHTOB, COCTaBfieHVMe T[OdOBbIX pas3denoB onucen pen, nepegjada fnen B
BEJOMCTBEHHbI apXuUB); 3aTpaTbl BpeMeHN Ha paboTbl apxvBa opraHu3aumm (MeTOAUYECKOe M OpraHM3aLnoHHOe
obecrneyeHve paboTbl, CO34aHME HaAy4YHO-CMIPABOYHOIO annapata K [OKYMEHTaM apxuBa opraHusauuu,
KaTanormsaumsi AOKYMEHTOB, WCMOSIb30BaHME [OKYMEHTOB, WH(OPMAaLMOHHOE OGCMNyXMBaHWE Y4YpexdeHuin u
rpaxkgaH, NpoBeaeHre KOMMIEKCHOM (TeMaTUYECKON) NPOBEPKN COCTOSIHUS U paboTbl apxvBa NoABEAOMCTBEHHOTO
yUYpeXOeHUsl, KOHTPOSflb 3a OpraHusaumen [OOKYMEHTOB B [Aeronpou3BOACTBE CTPYKTYPHbIX MoApasaeneHui
BEOOMCTBa (opraHu3auun) 1 B y4pexaeHusIx cuctemol, obecneveHne coXxpaHHOCTM JOKYMEHTOB, y4eT AOKYMEHTOB,
TexHu4eckoe odhopmMreHue pabor).

1.7. COOpHMK COOEPKNT HOPMATMBbI BPEMEHU B Yacax Ha NPUHATYI0 eanHNLY n3mepeHnst oobema paboThl.

1.8. HopmaTtuBbl paccuuTaHbl Ha OCHOBE Pe3ynbTaToB M3MepeHusi 3aTpaT paboyvero BpeMeHU B TeyeHue
pabo4yero oHs NPOAOIKUTENBHOCTbLIO 8 YacoB.

1.9. HopmaTtuebl npedycMaTpuBaloT BbINOMHEHMEe BceX paGoT C [OKyMeHTamy Ha OOHOM Si3blke W
pacnpocTpaHalTca Ha paboTbl ¢ AOKYMeHTamu o6LLEero Aenonpou3BoACcTBa.

1.10. HopmaTtuBbl paccunTaHbl Ha BbINOSIHEHUE KaxKaon paboTbl OOHUM UCTIONHUTENEM.

1.11. B Tabnuuax HOpMaTMBHOVI 4Yactu c60pH|/||<a npmBeageHbl HAaAMeHoBaHe U cogepXXaHne BbINOJIHAEMbIX
p360T N yCTaHOBJ1€HHbIE Ha HUX HOPMaTUBbI BpEMEHN.

1.12. B npegenax Tabnuubl HOpMaTKBbI pPacrnofioXXeHbl B NOrMyeckon NocrneaoBaTenbHOCTU BbINOSTHAEMbIX
paGOT, HO MNMpn 3TOM paGOTbI, BbIMNOJTHAEMbIE C NPUMEHEHNEM aBTOMATU3NPOBAHHbIX TEXHonormm pacnonararTca
nocrne aHanorn4yHbix paGOT, BbIMNOJTHAEMbIX MO Tpa,D,I/ILI,I/IOHHOI7I TEXHOIOINN.

1.13. CocTaB AOKYMEHTOB, npaBurna ux pa3paboTkym u opopMIeHUsl yCTaHaBNMBaOTCA B COOTBETCTBUM C
TpeboBaHuAMKN [OCynapCTBEHHON CUCTEMbl JOKYMEHTaUMOHHOro obecneveHus ynpasrieHus, OCHOBHbIX NpaBus
paboTbl BEAOMCTBEHHbIX apXMBOB, TWMNOBOW MHCTPYKLUMU MO OENONPOU3BOACTBY B MUHUCTEPCTBAX M BEOOMCTBaXx
Poccuickon ®egepaumu (M., 1994).

1.14. Hopma BpemeHu Ha BbINOMHEHWE eAuHULbI HOPMUPYEMOMN paboTbl paccuMTLIBAETCA MO HopMaTuBy
onepaTMBHOro BPeMeHU 1 onpeaenseTcs no gopmyre

Hep = H x K,

roe Hep - 3aTpPaTH BpeMeHU Ha BBINTOJIHEHME KOHKPETHOTO
HOPMUPYEMOT'O BUuIa pPaboTH;

H - HoOpMaTHB OIEPaTUBHOI'O BPEeMeHM Ha BHIIOJIHEHME IaHHOM
PaboTE, YCTaHOBJIEHHEIM 10 COOPHUKY, U;

K - xosdduumeHTt, YUMTHIB A 0MNN 3aTpPaTH BpeMeHU Ha
OpPTaHM3aUMOHHO-TEXHUUECKOEe obcnyxuBaHme pabouero wmecTa, OTIOBEIX
(BrJouas QUBKYJILTYPHBE [ay3bl) M JIMUHEE [NOTPeBOHOCTM, % OIEepPaTUMBHOIO
BpeMeHu. Ilo pesyiabTaTaM aHanmsa KapT dGororpadmum m camodpoTorpadbmm

pabouero BpeMeHM pPaboTHUKOB K HNpuHMMaeTCd paBHEM 1,1.

1.15. Pexunm Tpyda U OTAbiXa onepatopoB 3NEKTPOHHO-BbIYUCIINTENbHBIX U BbIMUCITUTENIbHbIX MaLUUH U
Opyrux cneunanuctos, HenocpeacTtBeHHO pa60Tarou.|,14x C nepcoHarlbHbIMA KOMMNbOTEPAMU, 3aBUCUT OT XapakTepa
BbINOSTHAEMON paboThbl (BBOA AaHHbIX, TEKCTOB, peAakTUpoBaHue, YTeHne nHdopmarmm ¢ akpaHa). HenpepbiBHas
NPOAOCIPKUTENBHOCTL PaboTbl HE AOMMKHA NPEBbLIWATL 4 YacoB, NPW 3TOM MOCIE Kaxaoro Yyaca paboTtsbl nepepbiB 5
- 10 MUH., a yepes 2 yaca - 15 MuH.

1.16. MNog eguHunuen nameperns "geno" nogpasymesaetca geno B oobeme 150 nuctos pasmepom 210 x 297
MM (dopmaT A4). [ena, cogepxaiwume 6onblie mnm meHblwe 150 NUCTOB, NEPECYMTLIBAKOTCS Ha OAHO YCIOBHOE
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peno obbemom 150 nucToB..

1.17. PaboTbl ¢ MawuvHOrpaMMamMu B OeNOnpou3BOACTBEHHON Cnyxbe HopmupytloTcs no Tabnuue 3.1.2.
(HopmaTumBbl 3.1.2.1, 3.1.2.2).

1.18. 3a eanHnuy namepeHnss odobema paboTbl - aBTOPCKUIA NUCT - NPUHMMaETCa MaTepuan, cogepxatinin 40
TbIC. MeYaTHbIX 3HAKOB, YTO cocTaBnseT 16,7 MaWWMHOMUCHBIX CTpaHwul, HanevaTaHHbIX Yepe3 1,5 uHTepBana,
cogepxawmx kaxgas 2450 3HakoB.

1.19. 3a eanHuLy namepeHnsi oobema paboTbl - KOPOOKY - MPUHUMAaETCA KopoOka, Bmellatrowasn 10 gen.

1.20. Mo oTgenbHbIM BuMaam paboT B KaydecTBe eauHuUbl M3MepeHus B3sita He 1, a 10, 100. 3710
HeobX0AMMO yunTbIBaTb NPU pacdeTe BENUYMHbBI TPyAo3aTpaT No nraHMpyembiM o6bemam paboT.

1.21. B cny4ae 3aKkmuUTENbHbIX OTKIMOHEHWMA B COAEPXaHUM paboT MO CpaBHEHUD C HACTOSALLMM
HOPMaTMBHBLIM COOPHMKOM U HeLenecoobpa3HOCTU U3MEHEHUS CYLLECTBYIOLIEN OpraHM3aumMmn Tpyaa MoryT ObiTb
paccynTaHbl MECTHbIE HOPMbI AJ151 KOHKPETHOW Cryx0Obl LOKYMEHTaLUN.

1.22. MecCTHble HOpMbl Ha paboTbl, He MNpPeayCMOTPEHHble [AaHHbIM HOPMAaTMBHBIM  COOPHMKOM,
yCTaHaBMNMBAKOTCA METOAOM TEXHUYECKOTO HOPMUPOBaHMSI.

1.23. Ha ocHoBe VYKpYMHEHHbIX HOPMATMBOB BPEMEHUM MNPOWU3BOAMUTCS pacyeT $SIBOYHOM YUCIEHHOCTU
pabOTHUKOB CNY>XObl LOKYMEHTaLUN.

1.23.1. C aTOM Uenbio onpeaensieTcs roaosasi TPy4OEMKOCTb HOPMUpPYeMbIX paboT (TH) B Yacax € y4eTom
Kaxkgoro BuAa BblnonHaeMblx paboT no dopmyne:

Tu = HBp x Vi,

roe HBp - 3aTpPaTH BpEeMeHU Ha BBIIIOJIHEHME KOHKPETHOTI'O
HOPMMPYEMOT'O BuIa paboTH, U;
Vi - ofbeM KOHKPETHOTO Buaa pPadoTH, BHIIOJHIEMOM 3a TOn

(ycTaHaBJIMBaeTCHa IO JaHHEIM OIIEPaTMBHOI'O yueTa) .
1.23.2. logoBas Tpy4OEMKOCTb HEHOPMUPYEMLIX paboT TH.H B Yacax onpenenserTcs MeTOAOM 3KCMEPTHbLIX
OLEHOK C y4eTOM 0ObeMa BbINOMHEHHbIX paboT no dopmyre:

Tu.H = TJjHH x V7j,

rne TJHH - romosas TPYLOEMKOCTb HEHOPMUPYEMOMU paboTH
KOHKPETHOT'O BMIA;
Vj - romoBOM OOBEM HEHOPMUMPYEMEIX BUIOB padoT.

1.23.3. Obwas rogoBas TpyAoeMKoCTb To paboT paccumTbiBaeTcst No doopmyre:

To = T + TH.H.
1.23.4. AIBOYHas uncrneHHocTb paboTHMKOB YsiB onpeaenseTcst no opmyre:

Tu + TH.H To
Ugp = ———————————-— = —-——-,
o o
roe On - noJsie3HeM QOHI pabouero BpPEeMeHM OIHOT'O paboTHMKA 3a

Tom, Y (npuHmMaeTcs paBHeM 2006 uej.-u).
Mpumep pacyeTa YMCNEHHOCTUN PabOTHUKOB Cry»0bl JOKYyMeHTauun npmueeneH B MNpunoxeHun 2.

2. OpraHusauua Tpyaa

Cnyxba [OOKyMeHTaUMOHHOro obecrneyeHus yNpaBreHusl Y4YpexneHWs He3aBUCUMO OT  (popMbl
CcoBCTBEHHOCTM MOXEeT [OelCTBoBaTb Ha MpaBaxX CaMOCTOSATENbHOrO CTPYKTYPHOTO nodpasfenieHns  unu
BbINOMHATLCA OAHUM JTULIOM.

®PyHKUMM paboTHukoB cnyxbel OOY onpemenstoTcss JOMKHOCTHBIMU MHCTPYKLUMSMKU, COCTaBfIEHHBIMU B
cooTBETCTBMM C "TapuHO-kBaNnMMPUKALNOHHBIMU  XapakKTepucTukamm no obLieoTpacneBbiM  AOMKHOCTAM
cnyxawumx”, YteepxxaeHHsiMu MoctaHoBneHnem MuHuctepctea Tpyaa Poccuiickon ©epepaumm 10 Hosiopsa 1992 r.
N 30 (M., 1992), u "TapudHo-kBannpnKaumoHHbIMAU XapaKTepUCTUKaMM MO OOIMKHOCTSIM PabOTHUKOB BIO4KETHBLIX
YUPEXOEHMA W OpraHuM3auui CUCTEMbl TOCYOapCTBEHHOM apxuMBHOWM cnyxbbl Poccunckon depepaumn”
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(MpunoxeHne 5 k [lpukasy Pockomapxmsa oT 09.12.92 N 226). OTnMmun xe [JOKyMeHTamu onpenensitoTcs
HaMMeHOBaHWA AOMmKHOCTen paboTHKKoB cnyx6 JOY.

B cdyHkumm cnyx6el JOY BxOQAT:

opraHusauMoHHO-MeToauYeckoe obecneyeHre paboT ¢ AOKYMEeHTaMu B CTPYKTYPHbIX MoApasgereHusx
opraHu3aumm 1 NoaBeAOMCTBEHHbIX YYPEXAEHMSIX;

BHEOpEHWe  CTaHOApTOB  HAa  [JOKYMEHTauuMoHHoe  ofecrieyeHvWe  ynpaBneHuss U OpYrux
HOPMaTMBHO-METOANYECKUX JOKYMEHTOB;

npuem [OKYMEHTOB;

obpaboTka AOKYMEHTOB M y4eTHO-CNpaBoYHas paboTa;

KOHTPOIb UCMONTHEHUSI [IOKYMEHTOB;

ocbopMIeHNe N paccbifika OKYMEHTOB;

dhopmMrpoBaHMe, XpaHeHUe Aern U UX UCTIONb30BaHNE;

noaroTOBKa M Nepedava Aen B apxXvB opraHusaumm u gpyrue.

B dbyHKUMM apxuBa opraHu3aLUnm BXoaAT:

KOMMMEKTOBaHWe OKYMEHTaM1 CTPYKTYPHbIX NoapasaeneHunin opraHmsauny,
yyeT 1 obecneyeHne CoOXPaHHOCTU NPUHATBLIX B apXUB JOKYMEHTOB;
hoHAMPOBaHME NMPUHATBLIX B apXUB AOKYMEHTOB;

COCTaBIieHME Hay4YHO-CMPABOYHOrO annapara K XpaHsiLMMCs B apXvBe JOKYMEHTaM;

npoeBeaeHne aKkcnepTn3bl Haqu0|7| n I'IpaKTVI‘-IeCKOI7I LEeHHOCTN OOKYMEHTOB, XpaHALUMNXCA B apXmnBe, OKka3aHune
MeTOoANYECKON NOMOLLM B npoeeageHnn aTOoN paGOTbI B Oenonpon3BoacTBe opraHn3auuu,

noAroToBka U nepefada AOKYMEHTOB Ha rocyaapCTtBeHHOE XpaHEeHUe;
npegcraBneHne B rocyﬂ,apCTBeHHbllz apxuB d)OpM CTaTUCTMYECKON OTYETHOCTU:

dopma N 5 "lMacnopT apxuBa y4vpexneHus, opraHusaumm u NpeanpuaTusa, XpaHsawero ynpaBneHYeckyto
OOKYMEeHTauMo, noanexallyro nepegaye Ha rocyfapcTBEeHHOe XpaHeHune Ha 1 gekabpsi 19... roga", dhopma N 6
"lMacnopT apxvBa y4YpexaeHus, opraHusaumm U nNpeanpusaTust, XpaHsLwWwero Hay4YHO-TEXHUYECKYI0 OOKYMEeHTaLuio,
noanexaluyto nepefade Ha rocygapcTBeHHoe xpaHeHue Ha 1 gekabps 19... roga”;

dopma N 7 "lacnopT apxumBa yuYpeXOeHWsa, opraHusauMm UW  NpeanpuaTnd,  XpaHdauwlero
KMHOOTOOHOAOKYMEHTLI, MoAnexalume nepegade Ha rocyaapcTBeHHoOe XpaHeHune Ha 1 gekabps 19... roga";

Mcnosib3oBaHMe OOKYMEHTOB, XPaHALLUXCA B apXUBE,

MpoBeEpKa COXPAHHOCTW, MNpPaBUIIbHOCTM (HOPMUPOBaHUS U OOPMIIEHNS Oen B OeNlonpou3BoACTBe
opraHusaumu;

yyacTue B paspaboTke HOPMaTUBHO-METOANYECKUX JOKYMEHTOB (MHCTPYKLUWUIA, peKoMeHaaLMWA, NOMoXEeHNN 1
T.M.) MO apXMBHOMY JeJy 1 OpraHu3auuy JOKYMEHTOB B AENOMNPOM3BOACTBE.

OpraHun3aUnoHHO-TEXHUYECKUMI YCITOBUAMU, MPUHATLIMU B COOPHIKKE, NpeaycMaTpuBatoTCs:
pauuoHanbHasa opraHmsaums pabodnx MecT;

CBOEBpPEMEHHOE NosydeHne paboTarLwyMm HeoGXoAMMON MHPOPMaLIMK, KOHCYbTaUMKU, MHCTPYKTaxXa;
cobntofieHne paunoHasnbHOro pexvMa Tpyaa U OTAbIXa;

obecrneyeHne YCTaHOBINEHHbIX CaHUTaPHbIX HOPM.

Paboune mecta paGoTHMKOB CnyxGbl JOKYMeHTaUmun o6opyayoTcs 0OfHOTYMGOBbLIM CTOMOM (C NMPUCTaBKoM),
obecneyvBatoLmM yaobHoe pa3MeLLeHe HAa HEM OPITEXHUKU U NPeaMETOB TpyAa, a B ALUMKAX CTONa - XpaHeHue
COOTBETCTBYHOLLMX JOKYMEHTOB M KQHLENSAPCKMX NPUHAANEXHOCTEN.

Awmkn  ctona cnenyet O60pyﬂ,OBaTb ﬂpVICI'IOCO6J'IeHI/IﬂMI/1 anda y,u,06Horo pacnofioXeHna nanok.
YKenartenbHo, YTOObI HA KaXXA0M SLLMKe yKpennanacb KapTo4dka C nepe4yHeM HaxogAWwnXxcda B HEM nanok.

Ons XpaHeHuA cneunanbHon, cnpaBquon nmTepartypbl U OOKYMEHTOB OOJTKEH ObITb LLIKa(b.
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Paboyee MecTo paboTHMKA CnyxObl [OKyMeHTauuu, ocHauwleHHoe [M3BM, nokasaHo Ha puc. 1 (He
npuBoaMTCS).

PaboTHMkM cnyk6bl OKyMeHTaumm obecneumBaroTcs HEOOXOANMbBIMU CMPABOYHbIMU MaTepuanaMmm (B TOM
ynucne: MHCTPYKUUSIMU MO BEOEHUIO OeNnonpov3BoACcTBa U APYTMMUM HOPMAaTMBHO-METOAUYECKMMU OOKYMEHTaMMU,
cnpaBoYHUKaMMU no AencTBytoLemy 3aKOHOAATENbLCTBY, cnpaBoYHUKaAMMU no
afMVHUCTPATUBHO-TEPPUTOPUANIEHOMY  AeneHuto, opdorpaduyeckmm Uu  TEPMUHOMOMMYECKUM  CrOBapsiMu,
CnpaBoOYHMKaMM MO HanUcaHui OTAENbHbIX HaUMEHOBaHWIA CIOB, CMMCKaMu pabOTHMKOB oOpraHvM3aumm u ee
CTPYKTYPHbIX NogpasgeneHnii ¢ ykazaHnem HoMepoB TenedOHOB U aApecoB, andgaBUTHLIMU KHIDKKaMKU afpecoB U
TeneoHoB pabOTHMKOB, CBA3AHHbLIX C OEATENbHOCTbIO AaHHOW OpraHuM3auuu, KapToTekamu - ykasaTensamm K
CcOOpHMKaM NOCTAHOBIEHWU U NPUKA30B BbILLECTOSILLErO OpraHa u ApyrumMm).

B cBasn c BHegpeHvem B AesitenbHocTb cnyxk6 OOY aBTOMaTU3MpPOBaHHbLIX TEXHOMOrMM paboyune mecrta
cneumanucToB OOMKHbI ObiTb OCHaLleHbl NPOdeCCUOHANbHLIMU NEPCOoHarnbHbIMKU KomnbtoTepamu (MOBM) Tuna
IBM PC XT/AT co cnegylowumm OCHOBHLIMU MapameTpamu: o0bem onepatuBHon namsty 640 K6 u eMkocTbio
BHELUHEN NamsaTn Ha BUHYecTepe He MeHee 20 M6. KomnbioTep AomMkeH OblTb OCHALLEH MPUHTEPOM C LLUMPOKON
neyarbto.

MOBM ocHawaeTca CTEKMSAHHbIM WX NacTMacCoBbIM  OMNTUYECKUM  (UILTPOM. OKpaH GonbLUOK
paspeLuarLLen CnocoOBHOCTU YMeHbLUAeT HanpsbkeHne 3peHusi. OCBELLEHHOCTb 3KpaHa [OMMKHa PaBHATLCHA
OCBELLEHHOCTM MOoMeLLeHUs. JKkpaH KOMMboTepa pacnonaraetcd nog MNpsMbIM YIfOM MO OTHOLUEHUIO K OKHaMm
paboyel KOMHaThbI.

Pexvm Tpyga u oTabixa pabOTHUKOB, 3aHATbIX [JOKYMEHTAUMOHHbIM OGecneyvyeHVeM ynpaBreHus,
yCTaHaBnMBaeTCs WUCXOAs W3 pacnopsifka [AHs C YY4eTOM perfamMeHTaumMm BceX ob6si3aTenbHblX paboT U
BbINOSHEHNs] Hanbonee CroXHbIX M3 HUX B NEpPBOW MOMOBUHE AHSA, KOrda y paboTalowmux oTMeYaeTcsi BblCoKas
ycTonumBasi  TpydocnocoGHocTb. Hapsgy ¢ aTum  Heobxoaumo  npoBefdeHMe  (OU3KYMbTYpHbIX — May3
NPOAOCIPKUTENBHOCTLIO 5 - 10 MMH. 3a 1 - 1,54 go obepa n 3a 1 - 1,5 4 4O OKOHYaHWS paboThI.

Pexum Tpyoa wn oTgbixa cneumanuctoB, pabortawowmx Ha [1OBM  onpegensietca  "BpeMeHHbIMU
CaHWUTapPHbLIMW HOpMaMK 1 NpaBunamun 4nst paboTHUKOB BbIMUCIUTENBHbBIX LEHTPOB", YTB. 3amecTuTenem [naBHoro
rocyaapCTBeHHOro caHntapHoro Bpada CCCP 02.03.88 N 4559-88.

3. HopmaTtunBHas yactb

3.1. 3aTpaTbl BpeMeHU Ha paboTbl N0 AOKYMEHTALMOHHOMY
obecneyeHunto ynpaBneHus

3.1.1. CocTtaBneHue 1 BegeHne HOMeHKnaTyp aen

WcnonHuutenn - 3aBedyloliMn KaHuenspuewn, CTapwuin MHCNEKTOP, WHCMAEKTOpP, AenonpounsBoauTenb,
onepaTtop 3NEKTPOHHO-BbIMUCTIUTENBHbBIX U BbIYMCAMUTENBHBIX MALLWH, AOKYMEHTOBES

HamMeHOBaHMe ComepxaHue pabOTEL Enmuniia HopmaTus
PaboTEL V3MEepeHUs |BpeMeHU,
obbpeMa u
paboTE
1 2 3 4
1. CocTamBjyeHMe u |V3yuyeHME HOPMATUBHEIX U Me- |KommuecTBO
BeIeHMe HOMEeHKJa- | TOOMYEeCKMX INOKYMEHTOR, IO3ULUNI B
TYPH IeJl CTPYyK-— CHNPaBOUHHX NOCOOWMM, OGYHKLMI|HOMEHKIIATY—
TYPHOT'O IHoApas3le- |HaHHOT'O CTPYKTYPHOI'O IIOI- pe nemn:
JeHusa <*> pasneneHus, OCOOeHHOCTEMN no 10 11,00
ero meJjionpomsBOICTRBa, coc- |11 - 25 24,80
Tara ¥ COOepXaHusa OOKyMeH- |26 - 50 46,80
TOB, OINpelejleHMe Ccpokoe mx |51 - 75 66,00
XpaHeHUd, cocTaBjieHue, cuc-|76 - 100 82,50
TeMaTu3aluMsa BarToJIOBKOB IeJl,
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2. CocTaBjeHUe u
BeIeHre HOMEHKJIa-—
TYPH IeJl OpTaHu-—
sauum <*>

<*> PaboTa 1o
BemeTcsa B TeueHUue

3. ABTOMATUIUPO-—
BaHHOE BeIeHUe
HOMEHKJIATYPHE OeJl
opraHuzauum <*>

BU3MPOBAaHME PYKOBOIMTEJIEM
CTPYKTYPHBEX NOApas3neJieHnl,
KOHTPOJIb 3a [IPaBUJIBHOCTBIO
dopMUPOBAHMA HOeJl

VI3yyeHre HOPMATMBHEIX U Me-—
TOOVNUECKMUX HOOKYMEHTORB,
CIPaBOUYHEIX I1OCODOMIM, HOMEHK-—
JaTyp OeJl CTPYKTYPHBIX [IOI—
pazneneHul, OGyHKUUM OpIT'aHU-—
3alUuM, OCODEeHHOCTeM IeJio-—
NPOM3BOANCTRBA, COCTaBa UM CO-—
oepXaHusd HOOKYMEHTOB, Olpe-
IeJjleHe CPOKOB MX XpPaHeHUsd,
pazpadboTka KjacCUdMKaALUOH—
HOV CXEeMbl HOMEHKJIATYPH OeJ,
yHUbMkaumsa, obuee pemaxkTu-—
poBaHMe TeKCTa BCex pas3le-
JIOB HOMEHKJIaTypH IeJl, BEHSAB-—
JleHue OOKYMEHTOB, He Bollel-—
IX B HOMEHKJIATYPH OeJ
CTPYKTYPHBEIX [MOIpas3mneJIeHu,
COCTAaBJIEHME HOMEHKJIIATYPRL
oesl (c oIviaBJIeHMEM, IIpenuc-—
JIOBUEM, CIMCKOM CcoKpale-
HUM) , COTJlaCOBaHME C BeIOM-—
CTBEHHBEIM apxuBOM, PaCCMOT-—
peHre Ha 3acemaHum lleHT-
PaJIbHOM B3KCIEPTU3HOM KOMUC-—
cum (LI9K) (9K opraHuzauuu) ,
CcoTJlacOBaHMe C apXWBHBEM
yupexmeHreM (rocymapCTBEH-—
HEIM apXMBOM) , ObOopMIIeHMe U
YTBEPXIOEeHME HOMEHKJIATYPH
IoeJl; KOHTPOJIb 3a IIpaBUJIb-—
HOCTbI0 QOpMMPOBAHMUS eyl B
TeUyeHye TOoIa, BHECEeHME UTO-—
TOBOV 3amnMcCy K HOMEHKJIaType
IoeJi, Iepenmada MUTOT'OBEIX CBe-
OeHUM B MHOOPMALMOHHO-IIOUC—
KOBYI CUCTEMYy U BEIOOMCTBEH-—
HBEIM ApPXMB 10 YyCTAaHOBJIEHHOM
dbopme

KOHTPOJII 3a @)OpMI/IpOBaHI/IeM neJl B IOeJIOIIPpOM3BOLCTBE

rona.

BKJIOUEHME KOMILITEPa, BEISOB
Ha nuciiuen d¢opmaTra B COOT-—
BETCTBUM C NPOT'PaMMOi, BBOI
IOAaHHBIX OO M3MEHEeHUSAX B HO-
MEHKJIATYpPe IeJI; BHKJIOUEHNE
KOMIIbITEPA

KommmuecTBO
MIo3ULUY B
HOMEHKJIaTYy—
pe memn:
101 - 200
201 - 300
301 - 400
401 - 500
501 - 600
601 - 700
701 - 800
801 - 900
901 - 1000
1001 - 1100
1101 - 1200
1201 - 1300
1301 - 1400
1401 - 1500

KommuecTBO
IO3ULMUNI B
HOMEHKJIATY —

pe men:
oo 100
no 200

230,00
270,00
264,00
296,00
398,00
360,00
384,00
416,00
440,00
480,00
504,00
536,00
568,00
656,00

28,00
40,00

<*> HopmaTvB NpUMEHVMM TaKke AN onpedeneHus 3aTpaT BPEMEHW Ha COCTaBfeHMe W BeaeHue

HOMEHKMaTypbl Aer KPYNHOro CTPYKTYPHOrO noapasaenieHns (rnaBHOro ynpaBneHusl, ynpaBneHus 1 T.4.).

[ata neyatu: 22.04.2022
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WcnonHutenn -

3.1.2. ObpaboTka, pernctpaums, y4eT Konm4yecTsa 4OKYMEHTOB

3aBefyloWun  KaHuensipuen,

3aBefyloWunn - akcneguumen,

WHCNEKTOp, cekpeTapb -

MallMHUCTKa, 3KCcneguTop, Aenonpou3BoauTerib, onepatop 3J1eKTPOHHO-BbIMUCITUTENIbHbIX U BbIYUCIIUTENbHbIX

MallUVH, OOKyMeHTOBe

HamMeHOBaHMe ComepxaHue pabOTEL Enmuniia HopmaTus
paboTE U3MEPEHMS |BpPEMEHN,
obwveMa q
paboTE
1 2 3 4
1. Obpaborka noc-|llpuem koppecnoHmeHumm, npo-|10 moxymen-|(0,65

TYyIlaplMMX IOOKYMEH-—
TOB

BepKa LEeJIOCTHOCTM YIIaKOBKU
U BJIOXEHUM, NPaBUIILHOCTU
ampecoBaHMd, BCKPHTHE KOH-—
BepTa, CcucTreMaTu3aluuad IOOKy-—
MEHTOB Ha PEIMCTPUPYEMEE U
HEeperuMcTpUpyeMsle, COCTaB—
JIeHME PEeTIMCTPAaLMOHHBEIX Kap-—
Touek (PK), mnpocTaHOBKaA,
BAINOJIHEHME PEeTIMCTPAaLUMOHHBIX
WTAaMIIOB, PaclIpenejyieHue Oo-—
KYMEHTOB Ha IoIjexaume Ine-
penade pyKOBOOUTEJIK OpITaHM-
3aUMM OJI9 PAaCCMOTPEHMA U
BEIHECEHMA PE3OJIDUUM UM Ha
nomgJyexauye rnepenade Ha MUC-—
[IOJIHEHME B CTPYKTYPHBE IOIO—
pasmesieHuda, I[epenada OOKYy-—
METOB Ha MCIIOJIHEeHUe <*>

TOB

<*> B cJylyyae BHIIOJIHEHUSA pPaboT IO NOATOTOBKE K pasMHOXeHuio PK u
OOKYMEHTOB IJIS MCIIOJIHUTEJIEM HOpMaTMB yBenmuuBaeTcsa Ha 0,45 uem.-u.
Ha kaxnee 10 OOKYMEHTOB.

2. Obpaborka Imo-
KYMEHTOB, IIOJIYy-—
yaeMelX 10 dakcy

3. Obpaborka Te-
JerpaMMm
4. ObpaboTka moc-

Tynaommx Tejgedo-—

[lpmeMm curHamna. IllomyueHue
TEKCTa, IeJIeHMEe Ha JIMCTEHL
dbopmaTa A4, cocTaBJIeHUE pe-
TUCTPALUMOHHEX KapTouek
(PK), mpocTaHOBKa, 3aloj-
HEHME PEeIMCTPAalMOHHEIX MTaM-—
IOB, Iepenmada IOOKYMEHTOB Ha
VICIIOJIHEHME

[lonlydeHMe TeKCTa OT TeJjie—
TAMNMCTKY, COCcTaBJjieHue PK,
NPOCTAaHOBKA UM 3allOJIHEHME
PErMCTPAaLUMOHHEIX WTAaMIIOB,
repenada TeJlerpaMM PYyKOBOI—
CTBY Ha Pes30JInUMI, [IoJyde-
HMYE TeJjleI'PaMMEl, 3alucCb TEK-—
cTa pesojywouum B PK, nepenma-
ya Tejsierpammel u PK
VICIIOJIHUTEJI

[Iprem TejiepOHOTPAMMEl, PeIMU-—
CTpaluus, 3aluchb TeKCTa B

1 nucT

1 Tenerpam-
Ma

1 TenedpoHO-
TpaMMa

0,15

0,11

0,20

[ata neyatu: 22.04.2022
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HOT'PaMM

5. Obpaborka oT-—
IpaBJISeMEIX IOKYy-—
MEHTOB

6. ObpaboTka Io-
KYyMEHTOB, OTIpPaB-—
JISeMBIX 10 dakcy

7. Obpaborka OT-—
IpaBJISEeMEIX TeJje-—
dboHOTPAMM

8. ObopmiieHUE KO-
MaHIVPOBOUHBIX
YHOOCTOBEPEHUN

9. ABTOMATU3UPO-—
BaHHas permucrpa-
L} MOCTYIHAIMX
IDOKYMEHTOB

XypHasie, uHOOpMMPOBaHME (IO
TejyiedOHYy) WMCIOJIHUTEJIS O CO-—
OepXaHUM I[IOJIYYeHHOMU TeJjie-—
boHOTPaAMMEI, KOHTPOJIb 3a CO-—
OJIOeHMEM CPpOKa MCIIOJIHEHMS

[TonlyyeHMe MCIOJHUTEJbHEIX
IOIOKYMEHTOB, IpOoBepka Ipa-
BUJIBHOCTM OQOPMIIEHUS IOKYy-—
MEHTOB, HaJlIMuusa NPUIIOXEHU,
YKa3aHHHX B OCHOBHOM JIOKY-—
MEeHTEe, perucTpaumus OOKYMEH-—
ToB B PKO (HOMepa Hmeja, B
KOTOPHIM IIOMelleH MCIIOJIHUTE—
JIbHEIM HOOKYMEHT), COPTUPOBKA
OTHPAaBJISEMEIX ITOKYMEHTOB I10
ampecaM M BMIAM [TOUTOBEIX
OTIpaBJIeHUM, NPOCTaBJIEHME
aImpeca Ha KOHBepTe,
banpLIOBKAa UM BJIOXEHUE
OOKYMEHTOB B KOHBEPTH,
3akKJjieMBaHMe KOHBEPTORB,
MapKMPOBKA KOHBEPTOB,
CcoCTaBJIeHME peecTpa Ha
3aKaz3Hyon II0UTYy,

YyIIaKOBKa MMCEM IJIS OTIIPaBKU
Ha [ouTy

[ToJlyyeHMe MCIIOJIHEHHEIX OOKY-—
MEHTOB, OpPOBEepKa NPaBUJILHO-
cTtu obopMIIEHMS HOOKYMEHTORB,
HaJIMUMSa [NPUIIOKEHUM, YyKa3aH-—
HEIX B OCHOBHOM IOKYMEHTE,
perucTpauusa OOKYMEHTOB;
BKJIOUeHMEe ¢Gakca, yCTaHOBJIEe-—
HME CBS3M C alpecaToMm, oe-
pemava TekcTa, OTKJInUYeHUE
anrnaparTa

[lepemaya TekCcTa, permcrpa-
umMda B XypHarle

ObopmileHMEe YIOCTOBEPEHUS IIO
YCTaHOBJIEHHOM QopMe, IIpOC-—
TaHOBKAa U 3aBepeHMre OTMETKU
o npubeTun (yOeITMM) paboT-
HMKa

BxJlloUueHMEe KOMIIBITEpPa, BEIBOB
Ha Iucmjiey dopMaTa pPermucT-—
PaLMOHHO-KOHTPOJIbHOY QOPMEL
(PK®), BBOI MHOOPMaALUMM O
BUIE IOKyMEeHTa, eIro aBTope,
oaTe U MHIOEKCe, IIPUCBOEHHEX
OOKYMEHTY opTaHuszaluuen -
aBTOPOM, O COIEepPXaHUM LOOKYy-—
MeHTa (3aroJIoBKe), IIpPWMJIOo-—
KEHMAX, KOHTPOJIBHEIX PEeKBU-—
3UTax, KOJIMUeCTBE JIMCTOB
IOOKyMeHTa, [NPUCBOEHUE IaTH

10 mokymeH-
TOB

1 jwmcT

1 TenedpoHO-
IpaMMa

1 xoMaHIOu-
POBOUYHOE
yIOCTOBepe-
HUe

10 moxymeH-
TOB

0,80

0,18

0,10

0,40
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10. ABTOMATU3UPO—
BaHHas perucTpa-
ST OOKYMEHTORB,
coBmaBaeMBIX OJid
BHYTPEHHETO IMOJIb—
30BaHUA

11. ABTOMATU3UPO-—
BaHHasg perucTpa-
LM OTIIPaBJISEMEIX

BHYTPEHHUX no-
KYMEHTOB
12. ABTOMATU3UPO—

BaHHAS permcTpa-
UMA OTHIPAaBJISEMBIX
VHVLIMATUBHEIX [O—
KYyMEHTOB

13. ABTOMATU3UPO—
BaAHHEM yUeT KOJM-—
yecTBa INOKYMEH-—

perucrpauumM OOKYyMEHTa IIO0
naTe 3anojHeHusa PKO, npm-
CBOEHME PerMCTPAaLMOHHOIO
HOMepa IOOKYMEHTY, BEHEKJIKOUYE-
HJEe KOMIIbITEepa

BrJlloueHMe KOMIIBIOTEPAa, BHI3OB
Ha znucmey dopmara (PKD),
Beon B PK® mHpopMaumm o
BUIe IOKYMEHTa, €ero aBTope,
TEeKCTa KPaTKOI'O COIepPXaHMA
IOOKYMEHTa (3aroJioBka) u
IPUJIOXEHUNM, O KOJIMYeCTBe
JIMCTOB HOOKYMEHTAa; IpHCBOE-—
HMYe IaThel perucTpaluu OOKY-—
MEHTY IIO HaTe 3allOJIHEHMA
PK®; npmuceBOeHMe permcrpa-
LVMOHHOI'O HOMEepa IOOKYMEHTY;
Beon B PK® mHpopmMaumm o060
aBTOpax U COIEPXaHUM pe30-
JIOLMM, BEIKJIIOUEHME KOMIIbI—
Tepa

BxJlloueHMEe KOMIIBIOTEPA, BHS3OB
Ha pucniuer dopmaTta PKO, BH-
fop KOIOB (HaMMEHOBAHUI)
ampecaToB, BRBOI MHOOpMaALUM
O KOJMYECTBE 5SK3EMIJISAPOB,
OTNpaBJISeMbX B KaXObll am-
pec, cyMMuUpOBaHMEe MHOOpMa-—
UMM O KOJMYUECTBE BK3EMIJISa-

POB, OTIPaBJSEMEIX BO BCE
ampeca; BHKJIOUEeHME KOMIIbI—
Tepa

BiJlloueHre KOMIIbIOTEepa, BH3OB
Ha nucrien dopmarTa PKO,
BeOoOn B PK® mHOopMaumm O mo-
KyMeHTe, KpaTKOI'O comepxXa-—
HMS (3aroJjioBKa) IOOKYMeHTa U
NPUJIOXEHMM, BMIa IOKyMeHTa,
KOJIMUeCTRBa JIMCTOB; IIPUCBOE—
HYe OaTh perucTpaluuy IOKYy-—
MEHTa IO HaTe 3allOJIHEHUSA
PK®; npmcBoeHMe permcrpa-
LIMOHHOT'O HOMEepa HOOKYMEHTY;
BEIOOP KOIOB (HAMMEHOBAaHUM)
opraHmM3alui - alpecaToB,
BBOI MHOOpMaLMM O
KOJIMUeCTBE B5K3EMILJIAPOB,
OTIPAaBJIgEMBIX

KaXIoMy alnpecaTy, CyMMUPO-—
BaHMEe Obumero KOoJMUeCcTBa

BDK3eMIIJIApPOB, 3anmcb B PKO,
pacneuaTtka PK, BHKJIIOUeHME
KOMIIbIOTEPAa

BxJioueHue koMmnbioTepa, Gop-
MMPOBaHME 3alpoca Ha IOUCK
PK® no 3amaHHEIM PEeKBU3KTAM

10 mokymeH-
TOB

10 moxymeH-
TOB

10 mokymeH-
TOB

100 moky-
MEHTOB

0,33

0,38

0,35

0,04
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TOB, CO3IaBaeMEX
OJid BHYTPEHHETO
IIOJIbE30BAHMA

14. ABTOMATU3UPO-—
BaHHEM ydyeT KOJIMU-—
yecTBa OTIpPaBJS—
EMEIX IOKYMEHTOB

15. ABTOMATU3UPO-—
BAHHBIY yUYeT KOJIU-—
yecTBa IMIOCTYyIan-—
X HOOKYMEHTOB,
IOIOKYMEHTOB-OTBE—
TOB Ha IOCTylai-—
e OOKYMEHTE,
OTHPABJIAEMBIX WMHM—
LUMATUBHEIX JIOKY-—
MEHTOB

16. ABTOMATU3UPO—
BAaHHBIY yuyeT obObe-
Ma IJOKYMEHTOODOO—
poTa yupexIeHUs

OJi8 MOJIydYeHMsS MCKOMOM MOIM-—
bukaumMy BEIXOIOHOM QOPMEL;
copTupoBKa PK® mo 3amaHHBM

3HAYEHUAM PEKBU3UTOB, I[I0I-
cueT kKoJmmuecTra PK®, BEHKJIIO-
JyeHMe KOMIbITEepa

BxioueHre koMnbiloTepa, Gop-

MMPOBaHME 3alpoca Ha IOUCK
PK® no 3amaHHEIM PEeKBU3KTAM
OJis MOJIyYeHMS MCKOMOM MOIM-—
bukauMy BEIXOIOHOM QOPMEL;
copTupoBKa PK® mo 3amaHHBM
3HAUYEHUAM PEKBU3UTOB,
IogcdeT KOJMUYeCTBAa
OTIPAaBJIAEMBIX 3K3EeMIUJIAPOB
IOKYMEHTOB, BHIKJIOUEHME
KOMIIBIOTEPA

BxioueHre koMnbiloTepa, Gop-
MMPOBaHMEe 3alpoca Ha I[IOUCK
PK® 1o 3amaHHEIM PEKBU3UTAM
IJis IOJIydeHMUs HeoOXOOMMOM

MOIMOMKALUM BEIXOIHOM (QOPMEL;
copTupoBka PK® mo 3amaHHBM

3HaQUYEHMAM PEKBUBUTOB, I[IOIO-
cueT koJmuecTra PK®, BEHKJIIO-
YyeHMe KOMIbITEepa

BxJioueHre koMmnbioTepa, Gop-

MMPOBaHME 3anpoca IO 3amaH-—
HEIM PEKBU3UTAM, COPTUPOBKA
PK® 110 3amaHHEIM BHAUYEHMAM
PEKBUBUTOB, I[IOLCUET KOJIMUUEe-
decTBa PK® m oTnpaBiieHHEX
BSK3EMIIJISPOB INOKYMEHTOB,
pacrneuaTka, BBKJIOUEHUE
KOMIIBOTEPA

100 moky-
MEHTOB

100 moky-
MEHTOB

100 moky-
MEHTOB

Mcnonnutenn -

3.1.3. PaboTbl N0 KOHTPOSIKO MCMOMHEHUS JOKYMEHTOB

3aBefyloWmn  KaHuensapuen,

CTapLUMA  UHCMEKTOop,

MHCNEKTop, AenonpounssoaunTterb,

CeKpeTapb - MalWMHUCTKa, onepaTtop 3NIEKTPOHHO-BbIYNCITUTESTbHbIX U BbIYNCIIUTENbHbIX MallnH, JOKYMEHTOBE

HamMeHOBaHMe ConmepxaHue pabOTEL Enmuniia HopmaTus
pPaboTEL 3MEPEHNA | BpeMeHHN,
obbeMa u
paboTE
1 2 3 4
1. Koutrposw mcno-|CocraBjenue PK, ecmsm onHa He|l1l0 moxymen-|0,80
JIHEHMSA OOKYMEHTOB |[IepelaeTcsa M3 CJyXOel permc- TOB
Tpauuy, IHIPOCTaBJIEHME OTMEeT-—
ku "K" (KOHTPOJBb) Ha HOOKy-—

MeHTe M Ha PK, pacnojoxeHue
nepBoro sk3emmiigpa PK B ka-

[ata neyatu: 22.04.2022
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2. KoHTposb wmc-
[IOJIHEHUSA 3asaBJIe—
HUM T'paxiaH

3. ABTOMATU3MPO-—
BaHHBIY KOHTPOJIb

VICIIOJIHEHMS [IOCTY—
aomyx IOKYMEHTOB

4. ABTOMaTU3UPO-—
BaHHBY KOHTPOJIb

PTOTEKEe, HAlpaBJIeHME BTOPO-—
ro sk3eMmapa PK BmecTe C
IOOKYMEHTOM B CTPYKTYpPHOe
nompasnesieHre MCIOJIHUTEJIO,
KOHTPOJIb MCIIOJIHEHUA IOKY-—
MEHTa, HallOMMHaHMKE O CpOKe
MCIIOJIHEHMUS, IIOJIyUeHUEe CBe-—
OeHUM O pesyJibTaTax MCIOJ-—
HeHMs, BalucCb CBEIEeHUM B
PK, mHQOpMUPOBaHUE PYKOBO-—
OMTeJyIe O COCTOSHUM MCIIOJI—
HEeHUS, CHATHME IOOKYMEeHTa C
KOHTPOJIA .

CocrTaBjieHre CBOIKM O IOOKYy-—
MEHTaxXx, He MUCIIOJIHEHHEIX B
YCTaHOBJIEHHEIE CPOKMU,
CcoCTaBJIeHME CBOOKM 0O
VCIIOJIHEHUY INOKYMEHTOB, I[IOI-—
JlexalMx KOHTPOJIn, o60o0ueHMre
Pes3yJbTaTOR MCIIOJIHEHUS IO-—
KYMEHTOB I10 CTPYKTYPHEM
nompasnesieHusaM, aHaJiu3 COC-—
TOSHMS MCIIOJIHEHUS IOOKYMEH-—
TOB B OpI'aHM3aluu

To xe

BxkiodueHMe KOMIIbITEpPa, NPOC—
MOTP IOOKYMEHTAa, BEI3ZOB Ha
oucniey PK® mokyMeHTa, BBOIX
B 0asy IOaHHBIX KOHTPOJIbHEBIX
PEKBUBUTOBR 3amaHusa (pesoio-—
uum) , pacneudatka PK®, nome-
meHre PK® B KOHTPOJBHO -—
CIHPaBOYHY KapTOTeKy, Illepe-—
Iaya Ha MCIOJIHEHME INOKYyMeH-—
Ta M PK®, nojgydyeHMe KOHTPO-
JIMpyeMoOro IOOKyMeHTa u PKO,
KOHTPOJIb 3a NPaBUJIBHOCTBHIO
obopMIIEHVSS M CPOKOM MCIIOJI—
HeHMA IOOKYMEeHTa, KOPPEeKTU-—
poBka PK®; opopmieHme unc-
HNOJIHUTEJIBHOT'O IOKYMEHTa;
3anoJsiHeHre PK® mno pesynbTa-
TaM MCIIOJIHEHMA IOOKYMEHTa;
pacneuarka PKO,
dopMUpPOBAHME CBOIOKU OO
VCIIOJIHEHMM KOHTPOJIMPYEMEIX
IOOKYMEHTOB IO OTHEJIbHEM
3alIaHHEIM PEeKBUBUTAM MU MX
KOMOMHALMAM; BeleHue
CIPaBOYHO-MHOOPMALIMOHHOM
PaboTEl, I[OJIydeHMEe BBIXOIHBIX
dopM IO ydeTy M KOHTPOJID
IOKYMEHTOB, BHIKJIOUEHME
KOMIIbIOTEPAa

To xe

10 mokymeH-
TOB

10 moxkymeH-
TOB

10 moxymeH-
TOB

0,70

0,75

0,60
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WCIIOJIHEHMSA Obpa-—
WEeHVM I'paxiaH

5. ABTOMATU3UPO-—
BaHHBIY KOHTPOJIb
VICIIOJIHEHUSA IOOKY~—
MEHTOB, CO3IaBa-—
€MBIX IJIS BHYTPEH-—
HETO I0JIb3OBaHMUSI

To xe

10 moxkymeH-
TOB

0,70

WcnonHutenn -

3.1.4. Co3gaHune n BegeHWe KapToTek

3aBefyloLWun  KaHuensapuen,

cTaplnii  MHCMEeKTop,

WMHCMNEKTOop, Aenonpon3BognuTErb,

CeKpeTapb - MallMHNUCTKa, onepaTtop 3NIEKTPOHHO-BbIYNCIINTENbHbIX U BblYHUCIUTENbHbIX MallH, JOKYMEHTOBE

HammveHoOBaHME ConepxaHre pabOoOTEL EnvHnna HopmaTuse
paboTE U3MEPEHMS |BpPEMEHN,
obbpeMa 9
PaboTEL
1 2 3 4
1. CocraBneHue wu|Cucremarmszauus, paccraHoBka|l0 perucr- (0,80
BeIleHMe KOHTPOJib— |PK B kKapTOoTeke B COOTBETCT- | PALMOHHEIX
HO-CIPaBOUYHOMN BUM C KJlaccudmKaTopaMu MM |KapTouek
KapTOTEKM CXeMOM INOCTPOEHMSA KapTOoTe-
KJ; BHECEHME B KAPTOYKM M3-—
MeHeHUM (3alMuch CBemeHuM o0
VCIIOJIHUTEJIe, I[IepeHOCe CpoKa
VCIIOJIHEHMS U T.I.); OTOOp
KapTO4YeK Ha IOOKYMEHTEl, CpO-
KM MCIIOJIHEHMSA KOTOPEIX MCTEe-—
KaoT (0Jja MHOOPMMPOBAHMS
VCIIOJIHUTEJIEN) ; [lepeCTaHOBKa
PK Ha MCIOJIHEHHBIE IOOKYMEHTEL
B COOTBETCTBYOUMUM pas3neil
kaproTrexu; otrbop PK Ha mo-
KYMEHTEl C MCTEKA VMM CPO-—
KaMM MCIIOJIHeHMus (mja uHbop-
MMPOBAHUS PYKOBOIUTEJIS)
2. Benmenme aBTO- |[BkJjmoueHre kKoMIblTepa, BEH30B|[10 kaprouexk|1l,10

MaTU3UPOBAHHOM
©as3el OaHHBIX I10
KOHTPOJIIO UCIIOJIHE—
HMS IOOKYMEHTOB

Ha DKPaH PEeKBUBUTOB IOKY-—
MeHTa, BHE30B QdopmaTa PKO,
3alloJIHEHME KapTOuKM Ha
BHOBL INOCTYIMUBIMI OOKYMEHT
WJIM BHECEHME B KAPTOUKYy M3—
MeHeHUM (OONOJIHEHUM) , CBe-—
OeHuM 00 MCIOJIHUTEJIAX, CPpO-—
Kax MCIIOJIHEeHUs (IIlepeHocCe
CPOKOB) , BHIOOPKa KapTouek
BHYTPM CUCTEMBl (KapTOUKM Ha
MCIIOJIHEHHEIE U HEUCIIOJIHEHHEBIE
OOKYMEHTE, Ha OOKYMEHTH C
NCTEKUVMY CPOKaMM MCIIOJIHE-
HMSE) U IO pas3nejlaM; pacle-
yaTkKa KapTouyeK Ha OOKYMEHTEH

[ata neyatu: 22.04.2022
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3. CocraByieHue u
BeIeHMe KapTOTeKM
10 NPEeNJIOKEHUAM U
xajobaM T'paxnaH

4. CocTarBJjieHUe
¥ BeIeHMre TeMaTu-—
YEeCKMX KapTOueK K

C MCTEeKWVMM CPOKaMM MCIIOJ—
HeHUsa IJisa MHOOPMUPOBAHMSA
PYKOBOOUTEJIEN; PpacledaTKa
KapTouek; BHKJIOUEeHVE KOM-—
nooTepa

3arnoJIHEHME KapTOoOdeK [0 yC-
TaHOBJIEHHOM QopMe, cCHCTeMa-—
TM3aluudg, paccraHoBka PK B
COOTBETCTBUM C KJjaccudmka-
TOpaMM MJIM CXEMOM IIOCTpoe-—
HMS KapTOTEKM, BHECEHUe
VBMEHEHUM B KapTOUYKU

BarnoJjiHeHVe KapTouek II0 yC-—
TAHOBJIEHHOM GopmMe, cucTema-—
TM3alUMsa, PacCTaHOBKA TeMa-—

10 perucT-
PaLMOHHEIX
KapTouek

10 TemaTu-
YeCKMX Kap-
TOUeK

1,08

1,05

BeIOMCTBEHHBIM TUYECKMX KapTOodWeK B COOT-—
HOpMaTvBam, IIpu— BeTCTBUM C KJ'IaCCI/I@MKa‘I‘OpaMM
KasamM, peleHMAM MM CXeMOoU IIOCTPOEHMA Kap-—
TOTEKNM, PaACCTaHOBKa HOBEIX
KapTOUeK, BHECEHUME M3MEHEe—
HYM B KAPTOYUKU
3.1.5. ®opmupoBaHue n opopmMmneHne aen B CTPYKTYPHbIX
nogpasgeneHusx, aKcnepTnaa Hay4yHoW 1 NPaKTU4ECKOW LIEHHOCTK
OOKYMEHTOB, COCTaBIieHme rogoBbIX Pa3ferioB onvcen gern,
nepegava gen B BEAOMCTBEHHbIN apXxvB
WcnonHutenu - 3asegylowmnmn KaHuensipuen, cTapLumm WHCMEeKTOop,

Oenonpou3BoaUTENb,

CeKpeTapb-MalUMHUCTKA, onepaTtop 3NMEKTPOHHO-BbIYNCITUTENTbHbLIX U BblYUCIIUTENbHbIX MalUUH, JOKYMEHTOBE

HammveHoOBaHME ConmepxaHre pabOoOTE EnvHnna HopmaTuse
paboTe MU3MepeHusa |BPEeMeHN,
obbeMa u
paboTE
1 2 3 4
1. dopmMupoBaHUE TpynnmMpoBKa MCIOJIHEHHHX »o- |1 mejo 0,75
IeJjl IIOCTOSHHOTO KYMEHTOB B Iejla, NpoBepKa
XpaHeHus, COCTaB-|COOTBETCTBMS COOEPXaHMS IOO-—
JIeHMe 3aroJIOBKOB, |KYMEHTOB 3aTroJiIoBKaM HeJl I10
obpopmIieHME ITe HOMEHKJIaType IeJl, NpaBUJb-—
(ynpaeiieHueckas HOCTM OQOPMIIEHMS M I[IOJIHOTEL
OOKYMEHTALVS) (KOMITJIEKTHOCTM) IOOKYMEHTOB,
HyMepaums JIMCTOB B IeJe,
COCTaBJIeHMEe BHYTPEeHHEeM Onu-—
CU IOOKYMEHTOB Hejla M 3abBe-
PUTEeNBbHOM HannucK, COCTaB-—
JIeHVEe ¥ YyTOUYHEHME 3aT'OJIOB-—
KOB IeJI, OIMCaHmue IeJl Ha
OBOJIOXKAaX
2. dopMHMpPOBaHMUE To xe 1 gmesio 0,73

neJi 1o JIM4YHOMY
COCTaBy OpTaHu-

[ata neyatu: 22.04.2022
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3aumy, COCTaB—
JIeHVEe 3arOJIOBKOB,
obopMIieHME mei

3. dopMmpoBaHME
IeJyl BPEMEHHOTO

(cBrme 10 sieT)

XpaHeHUsd, COC-—

TapJIeHUEe 3aIro-

JIOBKOB ObopMiie-—
HUSA »OeJ

4. dopMMpOBaHME
IoeJl BPEMeHHOI'O
(o 10 JseT) xpa-
HEeHMs, COCTaBle-
HME 3aTr'OJIOBKOB,
obopMIieHME mei
(ynpaBJjleHUecKada
OOKYyMEeHTalMs)

5. IpoBeneHue
SKCIEePTU3bl Hayd-—
HOM ¥ IIpaKTuyec-—
KOV LIEHHOCTM IO-—
KYMEHTOB U COC-—
TapJIeHMEe akTa o
BHIIEJIEHUM K YHUU-—
TOXEHMIO IOKYyMEeH-—
TOB U IeJ, He
nomJiexammMx xXpaHe-—
HUIO

6. CocTaBjeHUe
TOIOBEIX Pa3IeJioB
omnmcey mej Ioc-—
TOSSHHOTO ¥ Bpe-
MEHHOTO (CBHIIE

10 j;eT) xpaHeHUd,
nomjiexammx nepe-
maye B apxXmMB Op-
TaHu3aLumn

7. ABTOMaTU3UPO-—
BaHHOE CcOCTaBJie-
HYEe TOINOBHIX pPas-—
IOeJIOB ONMCel e
IIOCTOSHHOTO U
BPEMEHHOT'O (CBEHILIE
10 j;eT) xpaHeHUd,

To xe

T'pynnmupoBKa MCIOJIHEHHEIX
IOIOKYMEHTOB B Hejla, IpoBepKa
COOTBETCTBMSA COIEpPXaHUd IO—
KYMEHTOB 3aroJIOBKaM OeJl IO
HOMEHKJIaAType HeJj, IPaBUJIb-—
HOCTM OQOPMJIIEHMSA M [IOJIHOTEL
(KOMIIJIEKTHOCTHM) HOOKYMEHTOR,
COCTaBJIeHME UM YTOUHEeHUue
3aTr0JIOBKOB IeJI, OIMcaHue
oeJ Ha OBOJIOXKax

/I3ydeHre coCTakBa M comoepxa-—
HMSA IOOKYMEHTOB, OINpenejieHue
VX HAYUYHO-MUCTOPMUUECKOM U
NPakTUUYEeCKOM 3HAYMMOCTH,
IOJIMCTHHEIM NIPOCMOTP HOej, OT-—
OOp HOOKYMEHTOB Ha I[NOCTOSH-—
HOe, BPEMEeHHOe XPaHeHMre U K
YHUUTOXEHNIO, COCTaBJIEHUE
axKTa O BBIOEJEHUM K YHUUTO-—
XKEeHVI IOKYMEHTOB, He Ionje-
XallIX XPaHEeHMI, paccMoTpe-—
HMEe akKTa Ha 3acemaHum 5K
(9K) , yTBepxXIeHMNe aKTa

CocTaBJjieHMEe TOOOBOTO pasle-—
Jla ONMCM Ha »neJla, Ipomenmue
3KCIEepTU3y LEeHHOCTM, pac-—
CMOTpPeHME NOAT'OTOBJIEHHOT'O
pasnesia Ha 3acemaHum [OK
(9K), mopaboTka IO 3aMeda-—
HMAaM, obopwmIieHMe, YyTBepxXIe-—
HYe B YCTAHOBJIEHHOM IOopsal-
Ke, IpoBepka KauecTBa Qop-
MUPOBaHUA ¥ odopMIIeHUSa IeJi,
COOTBETCTBUS KOJMUECTBY
oeji, BHOCUMEIX B OIMUCH, KO-
JIMYEeCTBY BaBEeIEHHEIX IeJI I10
HOMEeHKJIaType IeJji; NpocTa-
HOBKA BPEMEeHHHX WMOPpoBR (Ka-—
paHzmaumoM) Ha OBDJIOXKaX Iej

BxJIOUeHMEe KOMIIbLIOTEpa, BHS3OB
Ha Iucriey dopmMaTa OIMUCH,
BHECEHMe IaHHHIX Ha mnesa,
npoumenmumue 3KCIEPTU3y LeH—
HOCTM; CUMTKAa COCTAaBJIEHHOM
onmcu, INpaBka; pacledarka;
paccMOTpeHMre TOINOBOTO pPas-—

1 merno

1 nmejio

1 nmeJjio

10 onmca-
TeJIbHEIX
cTaTer Oomnu-
cu

10 onmca-
TeJIbHEIX
crTaTey onu-
cu

0,56

0,43

1,00

1,10
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MNOOJIEXAaBIIMX TIepe-—
naye B apxXuB Op-—
TaHu3aLunUnu

8. Ilepemaua nein

B apxmuB OpTaHu3a-
UMM U3 CTPYKTYP-—
HOTO HnoImpasneje-
HUSA

mejla onmcm Ha 3acenmaHum I[BK
(3K) ; BHeceHMe WMBMEHEHUM B
ONMCHL B COOTBETCTBUM C BEIC-—
Ka3aHHEIMM 3aMedaHMaMM; pac-—
neyaTka paslejla ONMUCU II0CJie
nopaboTkyM, BHEKJIIOUEHME KOM-—
npoTepa

[lepenmadva nejs NOEOMHUYHO II0
ONMCSAM UM HOMEeHKJIaTypaM IeJl,
nepenadya DK3eMILJISPOB ONMU-—
cey, HOMEHKJIATyp HeJl, KOHT-—
POJIBHO-CIIPABOYHEX U
TeMaTUUECKUX KapTOTekK
corJiacHO Trpabuky, odbopmie-
HYe Inepelauyu 10 yCTaHOBJIEH—
HOM @QopmMme

10 men

3,25

WcnonHuutenu - 3aBeayroLnii apXmBoM, apXmBUCT 1 KaTeropum, apxnBucT 2 KaTeropum, apxmBucT

3.2. 3aTtpaTtbl Ha paboTbl apxmMBa OpraHM3aLmm

3.2.1. MeToanyeckoe n opraHM3aunoHHoe obecneyeHne paboThbl

HammveHoOBaHME ConmepxaHre pabOoTEL EnvHnna HopmaTuse
PaboTEL UBMEPEHUS |BpeMeHlH,
obwveMa g
paboTE
1 2 3 4
1. PazspaboTka CocTarBJjeHne Oudbmmorpabmm, 1 aBTopckui|72,50

HOPMaTUBHO-METO—
OMYECKUX I1O0COoDbuM
(MHCTPpYKUUM, pe-
KOMEeHIalumi, II0JI0O-
KEHUIN )

M3yUeHMEe HaydHO-MeTOoIMuecC—
KOM JIMTepaTyphl M IOKYMEHTOB
IO TeMe, BHIABJIEHNe U cOop
MaTepMraljioB, MX aHaJlu3, COC-—
TapJIeHMEe ILJlaHa U CXEeMbBl 10—
cobusa, cucTeMaTuszaluusa CBe-—
IOEeHuY, HalucaHue TeKCTa,
pelakTUpoBaHMe, OOCyYyXIeHUe,
nopaboTka IO 3aMedaHUAM

JIMCT

WcrnonHuutenu - 3aBegyrowwnii apxXMBoM, apxXmBUCT 1 KaTeropum, apxmBucT 2 KaTeropumv, apxmBucT

3.2.2. Co3gaHue Hay4YHO-CNpaBOYHOro annapaTta K JOKyMeHTaMm
apxuBa opraHusaumm

HamMeHOBaHMe ConmepxaHue pabOTEL Enmuniia HopmaTus
paboTE U3MEPEHMS |BpPEMEHN,
obbeMa 9
PaboTEL
1 2 3 4

[ata neyatu: 22.04.2022
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1. CocrTamBjeHue
TOOOBHIX pPasIelioB
CBOIHEIX OIMCEMN
OeJl MIOCTOSHHOTO
XpaHEeHUS

2. CocTaBJjeHue
CBOJIHEIX OIMCelN
OeJl 1o JIMUHOMY
cocTaBy

3. CocrTaBJjeHue
IPeIUCJIOBUM K
ONMCAM APXUBHBIX
boHIOB

4. CocTapJjieHue
VICTOPUUECKUX
CHPaBOK Ha apXUB-—
HEIe OGOHIE OPTaHU-—
3aUuny, ydpexIeHUN
M NpennpuaTun

5. CocrTasJseHue
IpenMeTHEX, TeoT-
padrnueckmx, ¥WMEH-—

HEIX yKa3aTeJien
K BaKOHUYEHHEBM
onmcsaMm nej

Hanmcahnue, odbopMIieHME OINUCU
(romoBOTO pasnejyila CBOIOHOM
ONMCU) [0 YyCTaHOBJIEHHOM
bopme, paccMOTpeHME Ha 3a-
cemaHum II3K (3K), npencrarp-—
JIeHME OIMCU Ha YTBEPXIEeHME
3IIK rocymapCTBEHHOT'O apxmu-
Ba, oObOcyxneHue, nopaboTka
10 3aMeudaHMusaM, yTBepXIeHUe
PYKOBOOMTEJIEM OPTAaHM3ALUU

Hanmcahnme, obopMIieHME ONUCK
(romoBOTO pasnejila CBOIOHOM
ONMCU) IO YyCTaHOBJIEHHOM
bopme, paccMOTpeHME Ha 3a-
cemaHum 13K (3K), npencrarp-—
JIeHVEe OIIMCHM Ha COTJlaCcOoBaHue
3IIK rocymapCTBEHHOTI'O apxmu-
Ba, obOcyxneHue, nopaboTka
10 B3aMeuyaHMsaM, YTBEPXIeHMUE
PYKOBOOMTEJIEM OPTAaHM3ALUU

3yyeHMe BaKOHOINATEJILHOM U
Hay4YHO-CIPaBOUYHOM JIUTepaTy-—
PEl, MCcTOpPMM GOHIA UM €ro
IOOKYMEHTOB C LEeJIbI0 oIpene-
JeHrsa naTt obpasoBaHUA,
peopraHuzauuy, IeperMeHOBa-—
HKA, JIUMKBUOAUUM QoHmoobOpa-
30BaTeJIg, BHSACHEHMNE €TI0
IOOBEIOMCTBEHHOCTHM, OQYHK-—
UMM, CTPYKTYPB, M3yUdeHUe
CUCTEMEl INeJIONPOU3BOICTEBA,
xXapakTepa M COCTOSHUS HOOKYy-—
MEeHTOB, CcOOp M aHajlu3 CBe-
OeHMY O HaJluuuMy UM CcocTaBe
HAy4YHO-CIIPAaBOYHOT'O alnapaTa
(HCA) x donmy, o6 ocoBeHHO-
cTax o0paboTKM U CUCTEeMaTU-—
3alUuy OOKYMEeHTOB, HalNMCaHUue
TEeKCTa NPenucJioBUSa, OOCYyX-—
IOeHue, pnopaboTka IO 3aMeda-—
HUAM

COop ZnaHHEIX O mucTopum GQOoH-—
noobpas3oBaTeld Ha OCHOBAHUU
CBEIOEeHUM, BBISABJIEHHHIX IIPU
COCTaBJIEHUM NPEeIMCJIOBMM K
onmcaM IeJjl 3a 3TOT [epuon,
HalKcaHMe TeKCTa CIpPaBKU,
obcyxnmeHmre, nopaboTka I0
3aMedaHUaIM

[IpoCcMOTP ONMCHK, BHSBJIEHUE
IOaHHEIX, HallMCaHMe KapTouek
(c BHIHECEHMEM Ha Kaxmnylio
KApTOUKY OIHOTO TMOHATUA),
coCcTaBJIEHME YyKa3aTesd

10 onmca-
TeJIbHEIX
craTen
onmcu

10 onmca-
TeJIbHEIX
craTen
onmcu

1 aBTOpCKUM
JIUCT

1 aBTOpCKUM
JIUCT

10 xapTouek
ykaszaTensa

120,00

72,00
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3.2.3. Katanorusaums JOKYMEHTOB

Wcnonuutenu - 3aBep,yrou.|,v||?1 APXBOM, apXmBUCT 1 KaTeropmn, apxmBucTt 2 KaTeropmun, apxmBucT, onepartop
ANEKTPOHHO-BbIYUCITINTES1bHBIX N BbIMUCITUTENIbHbIX MaLUVH

HammveHoOBaHME ConmepxaHre paboOTEL EnvHnna HopmaTuse
paboTE U3MEPEHMS |BpPEMEHN,
obbpeMa 9
PaboTEL
1 2 3 4
1. CocTaBjeHue VsyueHue onmucu c uenbio orT— |10 xaprouex|3,00
KapTouek UM Bele- |6opa IOesi OJid KaTajloruMszaluu
HYe NpeIMeTHOM IOOKYMEHTOB, IIOJIMCTHBEIM IIPO-—
(mpemMeTHO-TEMa— |CMOTP IeJl, BHSABJIEHME HOOKY-—
TUUECKOM) KapTOo— |[MEeHTOB, OOIJIeXalMX KaTaJlo-—
TeKu TM3aluuM, aHHOTUPOBAHUE CO-—
OepXaHUsd BHSBJIEHHHX IOKY-—
MEHTOB, HalMCaHMKE KapTouek
10 YyCTaHOBJIEHHOM QopMe,
IPOCTaHOBKAa WTaMmNia O KaTa-—
Jorm3aluuy Ha oO6JIoXKax Iel;
TPYNNMPOBKaA KapTouek IO aji—
baBUTYy OpeIMeTHHIX [NOHATUM,
majiee IO CxeMe, I[IPUHATOM
IOJ18 IOAaHHOM KapTOTeKM; pac-—
IIOJIOXEHME KapTouek B KapTo-—
TeKe B COOTBETCTBMU C IIPU-—
HATOM CXeMOM cucTeMaTu3a—
AAZA7S
2. CospmaHuMe aBTO- [/I3yueHMe onmcu, oTOOp Ine,
MaTU3MPOBaAHHOM IIOJIMCTHEIY NPOCMOTP IeJl,
0asel DaHHBIX I10 BEHIABJIEHME IOOKYMEHTOB, BKJIO-
IOOKYMEHTAaM apxM’Ba |dYeHre KOMIbITepa, BBEBOB Ha
Oucrer dopmMaTa KaApPTOUKM,
3aloJIHEHVE eTr0o, CHUCTeMaTu-—
3alusa KapTouek B COOTBETCT—
BUM C YCTAHOBJIEHHBIMM MUHIE-—
KCaMyM II10 IIPUHSATOM CXeMe,
BEIKJIIOUEHME KOMIIbITepa,
IPOCTaHOBKAa WTaMmNia O KaTa-—
Jormu3aluuy Ha oOJIOXKe Heja
- C pacrnedaTkou To xe 10 xapTouex|2,40
KapTouek
- 0e3 pacrnevyaTku To xe 10 xapTouex|2,00
KapTouek
- Ha TocylapcT- To xe 10 xapTouex|1l,80
BEHHEIX, ObumecT-
BEHHEIX, TBOpYeC-—
KUX IedaTeyen
- II0 JIMUHOMY COC-— To xe 10 xapTouex|l1l,20
TaBy
3. CocraBjeHue VI3yuyeHue onmcu, OTOOp Iej 10 xapTouexk|2,30

[ata neyatu: 22.04.2022
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KapTOYeK U Bele-—
HYE MVMEHHOM Kap-

TOTEeKM (Ha Tocy-
OAapCTBEHHHX, 00—
e CTBEHHBIX,

TBOPUECKUX Oesd-—
Tesen)

4. CocTarBJjieHUe

KapTouek U BeIe-
HME KapTOTEeKM IO
JIMUHOMY COCTaBy

IOJIS KaTaJioTM3auuy IOKyMeH-—
TOB, I[OJIMCTHEIM MNPOCMOTP
IoeJl, BHABJIeHME HOOKYMEHTOB,
noajexamrx KaTajloTu3aluy,
VBYyUYeHMe COINEPXaHMS BHIAB-—
JIEHHBIX IOOKYMEHTOB, HamlmMca-
HMYE KapTO4YeK IO yCTaHOB—
JleHHOM @QopMe, I'pPyHIIMPOBKa
KapTouek [0 daMuiImaMm, uMe-—
HaM M OoTdyecTBaM B aldaBuUT-—
HOM IIOpPAIKe, Iajlee IO Cxe-
Me, MNPMHATOM IJiS IaHHOWM
KapTOTEeKM; PacCIOJIOXeHME
KapToueKk B KapTOoTeke B
COOTBETCTBUUM C IIPUHATOMU
CXEeMOY CHuCTeMaTU3alumn

To xe

10 xapTouek

1,50

OpTraHM3aLUN
3.2.4. Ncnonb3oBaHne JokymeHToB. MHpopmalmoHHoe
obcnyXMBaHNe yupexxaeHuin u rpaxaax
McnonHutenn - 3aBegyloliMiAi apXuBOM, apxvMBUCT 1 KaTeropuum, apxvMBUCT 2 KaTeropuu, apxvMBUCT,
apxvBapuyc
HammveHoOBaHME ConmepxaHre pabOoOTEL EnvHnna HopmaTuse
paboTe V3MEpPEeHUs |BpeMeHU,
obbeMa u
paboTE
1 2 3 4
1. lcnonuexnue Te-|0O3HaAaKOMJIEHME C 3alpoCOM, 1 =zamnpoc 24,10
MaTUUECKMX 3Ballpo-— |M3ydeHMEe HAYUHO-CIPABOYHOI'O
coB annapaTa ¥ IOKYMEeHTOB apxXu-—
Ba, BHIABJIEHME CBEIEHUM 10
TeMe 3anpoca, HanucaHue
TexcTa OTBeTa
2. TemaTwmueckoe [I[poCcMOTpP mHeJji, BHSABJIEHUE 1 nmevaruemr |127,00
BHIABJIEHME U [IOI— |CBEIEHMI IO TeMe, COCTaBJIe-— JUCT
ToTOBKAa MHbOpMa- |HMe TekcTa MHOOPMALMOHHOTIO
LMOHHOT'O HOOKYMEeH- | DOKyMeHTa (TeMaTUdeCKOI'O
Ta nepeuHs, MHOOPMALMOHHOTO
nmucbMa)
3. Breimaua neJsi BO |O3HaKOMJIEHME C 3allpoOCOoM, 10 men 2,90

BpeMeHHOEe IIOJIE30—
BaHMe

ompenejyieHue o Tomnorpadu-
YeCKMM yKasaTeJisM MeCTOHa-—
XOXIOEHUs HeJjl, BHIEMKa »ell,
pasMeleHre KapT-3aMecTuTe—
JeM, OpoBepKa COOTBETCTBUL
mubpa M 3aroJIOBKa Ha OOJIOX-—

[ata neyatu: 22.04.2022
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4. IlpueMm noceTu-
TeJIel C LeJibio
KOHCYJIbTalun

5. HlcnosHeHMe

3arlpocor coumaJlb—

HO-IIPABOBOTO Xa-—
pakTepa

Ke »JeJjla M B OonmMcum (HOMEHK-
JaType Ineji), NpoBepka HyMe-—
pauuy JIMCTOB U QU3UUECKOI'O
cocTogHUA @meji, odbopmIieHMe
aKTOB O BHIOAUe IeJl BO Bpe-
MEHHOE IIOJIb30BaHMe, BHIAYa
oeJ

KoHCynbTHMPOBaHME IO BOIPO-—
caM cocCcTaBa M COOepXaHUI
IDOKYMEHTOB IIO TeMe 3alpoca,
MHQOPMMPOBAHME O HalIMuUMMU B
apxuBe IOKYMEHTOB MOJiS IIOJIy-—
4JeHud CIpaBKM O pabore,
cinyxbe, yuebe

O3HakKOMJIEHME C 3alpoCOM
(BasBJIeHMEM) , MByUEHUEe Ha-
YUHO-CIPaBOUYHOT'O allllapaTa u
IOIOKYMEHTOB apxXuBa, BHABJE-—
HYEe CBemeHuM OmorpadmueckKo-—
IO xXapaKTepa, HalucaHue
TEeKCTa apXMBHOM CHPaBKU*>

1 nmoceTu-
TeJb

1 3amnpoc

<*> CpemeHMs BHABJIAILTCH 3a Iepuon He Oojee 5 JeT.

6. IlpyeM M BHIOAYA

HEeBOCTPeDOBaHHEIX
TPYIOOBEIX KHIXEK

[IpyeM TPYOOBEIX KHIMXEK Ha
XpaHeHMre, obopmileHMe
npreMa, pasMelleHre TPYIOOBHX
KHIVDKEK B 4dlIMKEe KapTOTEeKM II0
andaBuUTy, BHIAYa TPYIOOBHIX
KHIVDKEK BJlamejibliaM

1 Tpynomasa
KHIXKA

0,47

3.2.5. lNpoBeneHne KOMMIEKCHOM (TEMaTUYECKON) NPOBEPKU
COCTOSIHUA 1 paboTbl apxvMBa NOABEAOMCTBEHHOIO YUpeXaeHNs

WcnonHuutenu - 3aBegyrownii apxmBoMm, apxuBucT 1 kateropum

HamMeHOBaHMe ConmepxaHue pabOTEL Enmuniia HopmaTus
PaboTEL UBMEPEHUS |BpeMeHlN,
obbpeMa 9
paboTE
1 2 3 4
1. I[IpoBeneHue VI3yuyeHre YCJIOBUM XPaHeHUS 1 xowmmyexkc-|26,70
KOMIIJIEKCHOM (Te- |meJyi, COCTOSHMSA ydeTa M Ha- |Hasg (Tema-
MaTUUYECKOM) OpOo- |Yy4YHO-CIpPaBOUHOI'O alllapaTa, |TudecKasd
BEPKM COCTOSHUSA 50dexkTUMBHOCTHM MCIIOJIB30BAaHMUA [[IpOBEpPKa)

1 paboTH apxmBa
IOOBEIOMCTBEHHO—
IO y4dpexXIeHUS

(yuacTre B IHIpO-
BEepKe COBMECTHO
c paboTHMKaAMU

TOCYyHOapCTBEHHO—

IOOKYMEHTOB, IpPOBepKa I'OTOB-
HOCTM IOKYMEHTOB K I[epenaue
Ha TOCYIAapCTBEHHOE ¥ BEIOM-
CTBEHHOE XpaHeHUe, IPaBUIIb-—
HOCTbH MPOBENEHMUS 3SKCIEPTU3LI
LIEHHOCTM, ObopMiIeHMe »nel,
nHbopMMpPOBaHME PYKOBOICTBA

[ata neyatu: 22.04.2022
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TO apxuea)

opTraHM3aLUMM O pesybTarax
[IPOBEPKM, OBOCYyXIEeHME MUTOTOB
IPOBEPKM B apxmBe MNOIBEIOM-—
CTBEHHOTO yUpexIeHMs, COC-—
TaBJIEHME CIPAaBKM 10 pPes3yJib-—
TaTaM [NPOBEPKU

3.2.6. KoHTpornb 3a opraHm3aumen JOKYMEHTOB B
OenonponsBoAcTBe CTPYKTYPHbIX NOgpasaeneHni BegomcTaa
(opraHusauun) 1 B y4pexaeHnsix CUCTeMbI

WcnonHutenu - 3aBefylolun KaHUensipuen, 3asenyowmMin akcneguumen, cTaplumMi UHCNEKTOP, UHCMNEKTOP,
3aBefyloLunn apxXMBOM, apXUBUCT 1 kKaTeropuu, apxmBuCT 2 KaTeropuu

HammveHoOBaHME ConmepxaHre paboOTEL EnvHnua HopmaTuse
paboTE U3MEPEHMS |BpPEMEHN,
obwveMa u
PaboTEL
1 2 3 4
1. IpoBeznmeHue /I3yueHVe OCHOBHEIX 3amad U 1 npoeepkxa |19,60
IPOBEPKU OpTaHM- |OYHKUMM ydpexIeHMS B LeJIOM |OIOHOIT'O
3auuy paboTH C M ero CTPYKTYPHEIX IOoIpa3ne-|CTPYyKTYypPHO-—
IOOKYMEHTaMM B JIeHWM, COCTaBJIEHME ILJIaHa TO nompas-—
CTPYKTYPHEIX [IOI— |IPOBEPKM, U3ydeHMUe paboTH C|HejieHud
pasneyieHusax IOOKyMeHTaMM Ha obcjenyeMoM | (yupexne-
BeIIOMCTRa U obbekTe (coBMeCTHO C paboT-|HUL), HO-
YUpPeXIOeHUIX €TI0 HUKaMM HIEJIONPOM3BOICTBEHHOM | MEHKIIATYPa
CHUCTEMEL CcyX0Oul) , MHQOPMMPOBAHME PYy-—|Ies KoTOo-
KOBOLCTRa yUpeXIeHUS POTO BKJIO—
(CTPYKTYPHOT'O HnoIpa3nejyie-— JaeT -Ho
HUSA) O pes3yiabTaTax npoeep- |[100 mosmuwmi
K1, OOCyXIeHMe MUTOTOB
IPOBEPKM Ha OOBEKTE,
COCTaBJIEHME CIPaBKM I10
nToraM IIPOBEPKU
2. Koutpomne 3a [IlpoBepka (COBMECTHO C pa- 1 mporepka |7,10
opTraHu3aumemn OOTHMKAMM IOeJIONPOU3BOL- paboTE C
paboTE C HOOKY-— CTBEHHOM CJIyXOHI) NIpPaBMIIb-— IOOKYMEHTAaMU
MeHTaMy B IeJjlo— HOCTK OGOPMMPOBAHMSA U ONMCa-—|OOHOTO
IPOU3BOLNCTBE HUg »ej, obeclieueHus CTPYKTYPHO—
CTPYKTYPHEX I[IOI- |[COXpaHHOCTM HOOKYMEHTOB B TO nompas-—
pasnesieHnit yu- IEeJIONPOMU3BOICTBE neJjieHus,
pexneHmnsa COCTaBJIEHUS ONMUCEMN, HOMEHKJIaTY —
IIOOTOTOBKM IeJl K Ilepernaude pa »mej KO-
B BEIOMCTBEHHHM apxMuB; IOL-|TOpPOIO
TOTOBKa IIPEenJIOXEHUM O CO- BKJIOUAET IO
BEPIWEHCTBOBAHUM PaBOTE C 100 nozsuumn
IOOKYMEHTAaMU
3. YCTHOE KOH- KoncymnbTupoBaHue o Bomnpo- |1 xoHcysnb- (1,20

CyJIb TUPOBaHME
PaboOTHUKOB OpP-—
TraHMs3aluum

caM QopMUpPOBaHUA HOeJl, COC—
TaBJIEHMS HOMEHKJIATYypP »OeJs,

omnmcey, NPOBEeINeHMS DKCIep-—
TU3EL LLEHHOCTHK, OTbOopa IOOKYy-—

Taum-a

[ata neyatu: 22.04.2022
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MEHTOB Ha I'OCYyHapCTBEHHOE
XpaHeHue, MNPaKTUIEeCKOTO
IPUMMEHEHUS MEeTOIUYECKUX

nocodumn
4. OdbopmieHme Obopmiienre oreBeTa padorTHM- |1 cayxebHoe|2,05
KOHCYJIbTalUu B KaM opraHM3auuy 10 BONPOCaM |IMCbMO,
nucbMeHHOV QopMe |dopMupoBaHMS IeJl, CcocTaBjie-|obbeMoMm B 1

HMA HOMEHKJIaTyp IneJjl, OIM-— MaMMHOIINC —

celrt, NPOBEeNEeHMUS BKCIEPTUSBl |HBI JIUCT
IIEHHOCTHM, OTOOpa IOKYMEHTOB
Ha TOCYyIapCTBEHHOE xXpaHe-
HME, NPaKTUUECKOT O MIpUMEeHe-
HUA METOINUYECKMUX I[10COOUM

3.2.7. ObecneveHne COXpaHHOCTU LOKYMEHTOB

WcnonHutenu - 3aBefyowiMn apxuBoMm, apxmBucT 1 KaTeropumn, apxmBuUCT 2 KaTeropumn, apxXuBucT, CTapLUni
XpaHuTenb OHAOB, XpaHuTesb hOHL0B, apxXnBapuyc

HamMeHOBaHMe ConmepxaHue pabOTEL Enmuniia HopmaTus
paboTE U3MEPEHMS |BpPEMEHN,
obbeMa u
PaboTEL
1 2 3 4
1. HpueM nmemn B O3HaKOMJIEHME C COCTOSHMEM 10 men 3,60
apXMB U3 CTPYyK-— neJji, NpOoBepKa MNPaBUIIBHOCTU
TYPHOT'O IHOOpas-— obopmMmIleHUA HeJl, NpMeM neJl
neJjieHus o omnmcu (MmoeIuMHUYHO) ,

IprieM KOHTPOJIEHO-CIPaBOUHOM
KAapTOTEKM K IOKyMEeHTaM
IOaHHOT'O T'OIOBOTO pas3nelia
omnmcu, Banmchb (B OBYX DBDK-—
3eMIIapax ONMCM) CBEeIOeHUM
O KOJIMUuecTBe (QakKTUUYEeCKU
NPVHSATEX O&JI, HOMEPOB OT-—
CYTCTBYyOUIMX IeJI; pas3Melle-—
HMe IeJl Ha MecTa XpaHeHUus,
oTMEeTKa B Tomnorpabnueckmx
yKas3aTessax O pasMelleHUM
oeJj, 3anmMch B KHUTE yueTa
[MOCTYIIJIEHMS UM BHOBITUS HOO-—

KYMEHTOB
2. Orbop, mnomro- |([lombop mes no akTaMm npoeep- |10 memn 4,70
TOBKa M Iepelauda |KM HaJIuuMs, KapTOoTeKe (Xyp-—

IOOKYMEHTOB IJIs HaJly) ydera GM3Mueckoro

nesvHbekuMy, Ie3—|COCTOSHMS NOKYMEHTOB, pe-
MHCEKLUU, PEeCTaB- |IUCTpaumsd B KHUI'E€ BHOAUU
pauuy ¥ nepenjeTa|nes U3 apXMBOXPAaHUIMIA,
obopMIIeHME 3akasza IO ycTa-
HOBJIEHHOM GopMme, Mepemaua
nesi B JabopaTopHuio

3. Brimaua (mnpwem) |Belmaua mesi: O3HAKOMIIEHME 10 mer, 1,55
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neJl

4. KapToHMpPOBaHUE
nen

5. dopmMmupoOBaHUE
CBA3OK »ej, [on-
Jexalumrx XpaHeHUIO

6. CocTaBjeHUe
TonorpadruecKmx
yKasareJyen

7. ABTOMaTU3UPO-—
BaHHOEe BeIeHUe
TonorpadnuecKmx
yKazaTrejen

8. Ipoeepka HalIuU-
4uus ¥ COCTOSHUS
IDOKYMEHTOB

C 3akas30M, OIlpeleJiIeHMe II0
TonorpadmuecKkM ykazaTessaMm
MECTOHAXOXIEHMs IeJl, BhHEeMKa
oeJi, pasMelleHre KapT -
3aMecTuTeJIeV, OolpelesyieHue
COOTBEeTCTBUA LmMbpa U
3aTr0JIOBKa Ha OOJIOXKe »eJja u
B onucHK (HOMeHKJaType Iei),
IpoBepKa HyMepalUuuyu JIMCTOB U
b1BMUeCKOT0 COCTOSHUA HeJl,
OTMETKAa B KHMI'€ BbBIAUYM IOeJl
"3 apxuBoxXpaHunuia. [lprueMm
IoeJjl: BU3YAaJIbHBEIM OCMOTP

IoeJi, NpoBepka HyMepaluuu
JMCTOB U QU3UUECKOI'O COC-—
TOSHMSA @Oej, OTMeTKa O
BOBBpPAUIEHUM IeJl B KHUTE
BEIDAUM, WUIBATUE KaAPT -
3aMecTuTesen,

yKkJlanka IeJl Ha MecTa xpa-
HeHUs

PasMeumeHme mesi B KOpoOKe IO
NIOPSAOKY HOMEPOB, HaNMCaHUe
ApJIEIKa, HaKJleyka ero Ha KO-
pPoObKyYy

TpynnupoBKa IeJl [0 NOPSOKY
HOMEPOB, HaNMCaHMUEe APJHKA,
IPpUKpPEIJIeHe SPJIEKa K Mna-—
raTy, [IepeBs3LHBaHME el

BanosiHeHMe Tpad KaAPTOUKMU
ykaszaTensa [0 yCTaHOBJIEHHOM
bopme, TpynNIMPOBKAa KapTouek
B MOCJIeIOBaTEJIbHOCTU
PaCIIOJIOXEHUA CTeJJlaxen,
HOMepOB GOHIOB

BxJlloUueHMEe KOMIIBITEpPa, BHIBOB
Ha Iucmjey dopmMarTa; 3aloji-—
HeHMVe Tpad (yTOUHeHMe IOaH-
HEIX B I'pabdax) KapTOUuKM yKa-—
3aTelsid, IPYyNIUPOBKa KapTo-—
UyeK B YCTAHOBJIEHHOM I[OCJIe-—
IOOBATEJILHOCTU PAaCIIOJIOXEHUS
pacrneyaTka; BHKJIOUEHMUE
KOMIIbIOTEPA

Ceepka GakTHMUeCKOI'O HaJlUuusg
IoeJl Ha MecTax XpaHeHUud U IO
onucu (HOMEHKJIATYPH He),
ONMCaTEeJNIbHOM CTATbM OINUCH
HOMEHKJIATYPH HOeJl C
onmcaHmeMm Ha oO6JIOXKe meja,
npoBepka QU3UIECKOT'O COC—
TOSHVS UM TEXHUUYECKOTO obop-
MJIEHUSA IeJI, 3aloJIHeHUe JIMC-—
Ta MNPOBEPKM HAJIMUMS C yKa—
3aHMEM B HeM (OU3MUeCcKOTO
COCTOSHMS neJjl, COoCTaBJIeHUue

BEIJAHHEIX
MM MNPUMHA-
TEIX B apXxXuB

10 men

10 men

10 xapTouek

10 xapTouek

10 men

0,52

2,85

1,25

0,80
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9. Ilepenaua apxu-
BOM OpTaHM3aLMu
OOKYMEHTOB Ha I'O-—
CyDapCTBEHHOE
XpaHeHue

aKTa MPOBEPKM HaIMUMSa U
cCOoCTOSHMA Heyl B doHme

llogroToBKa M OOoCTaBKa neJ,
ydyacTue B Iepenade mne,
obopMIIeHME TNepelaur OOKYy-—
MEHTOB I10 YCTaHOBJIEHHOM
bopme, 3Banucb O BHOBETUM B
KHMTEe ydyeTa I[NOCTYIJIEHUS U
BEIOBITMSE IOOKYMEHTOB

10 men

1,00

3.2.8. YyeT OOKYMEHTOB

NcnonHuutenu - 3aBenytoLiMin apXMBOM, apXMBUCT 1 KaTeropum, apxmMBuCT 2 KaTeropun, apxXnBucT, CTapLLnii
XpaHuTenb OHO0B, XpaHUTENb POHA0B, apXnBapuyc

HammveHoOBaHME ConepxaHre pabOoOTEL EnvHnua HopmaTuse
paboTE U3MEPEHMS |BpPEMEHN,
obwveMa u
PaboTEL
1 2 3 4
1. CocTaBjeHMe U |M3ydyeHUEe MCTOUHMKOB IO Mc- |1 apxuBHeElM [2,50
BeIeHMEe YyYeTHBIX Topun doHImoobOpaszoBaTeNd, dboHn
IOOKYMEHTOB apxM”Ba |COCTaBJIEHME U BeIeHMe CIUC—
opTraHu3auum ka GOHIOOB, KOJMUECTBEHHEV U
noboOHIOBEM yueT GOHIOOB U
KOJIJIeKUUM, COCTaBJIeHME JIUC—
Ta boHIa, BHABJIEHUE U 3a-—
NYCb CBEIEHMM O COCTaBe Uu
obbemMe QOHIA Ha OCHOBE CO-—
OTBETCTBYIMX IOKYMEHTOB,
COCTaBJIEHME KapPTOUYKM apPXUB-—
HOTO GOoHIa IO YCTAaHOBJIEHHOM
bopMe, npencTaBJIeHME Kap-
TOUKM B yupexneHue I'AC Poc-
cun
2. CocraBJyieHuUe Cbop M aHalM3 CBemeHuM o0 1 otTueT 9,70
"llacnopTa apxmMBa |apxmBe, HaNMCaHMe OTyeTa IIo
yuypexneHms. .. " YCTaHOBJIEHHOM GopMe Ha OC-—

dopmer N N 5, 6, 7

HOBaAHMM IHOAaHHBEIX YUETHEIX IIO—
KYMEHTOB

3.2.9. TexHnyeckoe odopmMneHne padboT

McnonHutenu - cTapwimnin XxpaHutens ooHA0B, XpaHuTens (OOHAO0B, apXmuBapuyc

HammMmeHoOBaHMe
paboTE

ConmepxaHue pabOTEL

EouHmua
U3MEepPEeHMS

obweMa

paboTE

HopmaTus
BpPEMeHN,
9

[ata neyatu: 22.04.2022

Cuctema KoHcynbTtaHTntoc: Poccuiickoe 3akoHoaaTenscTso (Bepcus Mpod)

et 23



MoctaHoBneHne MunTpyaa PP ot 25.11.1994 N 72 "O6 yTBepxaeHun MexoTpacneBblX YKPYNHEHHbIX HOPMaTUBOB BPeMeHU Ha paboTekl N0 AOKYyMeHTaLMOoHHOMY obecneyeHuto ynpaeneHns"

1 2 3 4
1. ApToMaTM3MUpPO- |BKJoueHMe KoMIbTEepa, co3- |l aBTopckuit
BAaHHBIM BBOI TeKC- |maHme odanna, BBOI TEKCTAa, JIMCT
Ta B 0a3y OAHHEIX |pacleyaTka, BHKJIUEHME KOM-—
C opuIMHalna IOKYy- |IblTepa
MeHTa <*>
- 1 rp. CJOXHOCTHU To xe 6,10
- 2 I'p. CJOXHOCTHU To xe 7,93
- 3 T'p. CJOXHOCTHU To xe 9,15
<*> Tpynme CJOXHOCTM TeKCTa U KOJIMUECTBO BHAKOB Ha CTPAHULY
onpenejyieHn "EOVMHBEIMM HOpMaMuM BpeMeHM  (BEPaBoTKM) Ha MAWMHONMCHHE
pabore". - M., 1988. Crp. 4.
2. ABTOMATHU3MPO- [BkioueHMe koMIblTepa, BeEH- |1 aBTopckmi|l, 60
BaHHOE pelaKTu-— 30B damya Ha IucCnien, JUCT
poBaHMe TeKCTa pemakTupoBaHMe TeKCcTa C
OOKYyMEHTa BHeceHueMm mo 30 %
VM3MEeHEHUM, pacledaTka
TEKCTAa, BHKJIOUEHUE
KOMIIbIOTEpPa
3. NommmBkKa OokKy- |I'pynnupoBka (BjoxeHue) wmc- |1 mesio 0,30
MEHTOB B IEJIO MOJITHEHHEIX JOKYMEHTOB B 00—
(ynmpaBiieHUecKasa JIOXKY B COOTBETCTBUU C
OOKYMEHTAalMs) HOMEHKJIATYPOM Iejl, NpOolMBKA
BPYUYHYIO Ha 4 mnpokoJa
4. TommmBKa IO- T'pynnupoBka (BJOXeHMe) wmc- |1 mesio 0,08
KYMEHTOB B IEJIO MOJITHEHHEIX JOKYMEHTOB B 00—
(yopapyieHueckas JIOXKY B COOTBETCTBUU C
OOKYyMEeHTaluus) c HOMEHKJIATYPOM Iejl, NpOolMBKA
IpUMeHEeHUEM Ha [OPOUMBOYHOM MallMHEe
CpeICTB MaJioh
MexXaHM3aUuM TpyIa
5. PeMOHT men [lpocMmoTp Inejsia, BHABJIEHME 1 pmejo 0,44
IOBPEXIEHHEIX JIMCTOB, MIOI-
KJIeMKa KOPEIWKOB JIMCTOB (Ha-—
pamMBaHMe IO HeOoBXOoOMMOTIO
dopmaTa), obpeska Kpasd,
npocyumMBaHmue, NpeccoBKa
neJia
6. YHUUTOXEHUE IlocTaBka OOKyMeHTOB, BkJoO- |1000 smucrtom|1l,05
IOOKYMEHTOB Ha Oy-|UeHHHX B aKT O BHIOEJIEHUU K
MaxXHOM OCHOBE C YVHUUTOXEHUO, 3arpys3kKa,
IpMMEHEeHMEM MaJIoM | BKJIOUeHVEe MAlMHEL OJIS U3-—
MeXaHM3aUUM TPpyIa |MeJlbueHMsS OOKYMEHTORB; IIOI'—
pPy3Ka M3MeJIbUeHHOM OyMaXXHOM
MAaCCH B Tapy
7. Chmaua nokyMeH- |BwleMka IeJi, BKJIOUEHHEIX B 100 men 6,00

TOB Ha YTUIM3alNVIO

aKT O BHIEJIEHUM K
YHUUTOXEHUIO,

co crejuiaxey, GopMMpOBaHUE,
yBfA3Ka CBA30K, OQOopMIIeHME
3agBKM Ha TPaHCIOPT, IIOI'-—
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py3ka med,

coada

neJl Ha

YTUIN3aumon B YCTaHOBJIEHHOM

rnopsmnke

TABINWUA NEPECHETA MUHYT N YACOB B PABOYME OHN

MuayTa Yac Pabounm nOeHb
3 0,05
6 0,10
12 0,20
15 0,25
20 0,33
24 0,40 0,05
30 0,50
36 0,60
45 0,75
60 1,00
120 2,00 0,25
123 2,05
180 3,00
240 4,00 0,50
246 4,10
300 5,00
360 6,00 0,75
369 6,15
420 7,00
480 8,00 1,00

UMCJTIEHHOCTWM OCHOBHOI'O NEPCOHANA PABOTHVKOB

NMPUMEP PACYETA

CNY>XBbl JOKYMEHTALUN

MpunoxeHue 1

MpunoxeHune 2

A. PacuyeT umcneHHocTn paboTHUKoB cnyxObl JAOY (kaHuensapuu) npou3BedeH mcxoas 3 OakTUYecKom
TPYOOEMKOCTU paboT, BbIMOMHEHHbIX B UCTEKLLEM roay

N N Bun BEINIOJIHAEMOM Homep EnmHuna | O6weM | HopMaTUs | 3aTpaTeL
n/n pPaboTEL HOP— nsMepe- [pabo- | BpeMeHr |BpeMeHMN,
MaTU- HMA TEL 3a(Ha enu- yeJyi. -4
Ba obwremMa |Ton HULY
PaboTEL nsMepe-
HUA,
yuesr. -4
1 2 4 5 6 7
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1. |ABTOMATU3MPOBAHHOE 3.1.1.3 |mo 200 200 40,00 40
BeIeHMe HOMEeHKJIATYPE 103U
IneJl opraHu3auun

2. |ABTOMaATUBUPOBAHHASA 3.1.2.9 |10 mo- 25000 0,40 1000
perucrpanmusa nocTyrna- KyMeH-—
OIMX OOKYMEHTOB TOB

3. |ABTOMATUBUPORBAHHEM 3.1.2.15]100 mo-| 6500 0,05 3,25
yueT KOoJMUeCTBa KyMeH-—
NOCTYNAanIMX OOKY— TOB

MEHTOB, IOKYMEHTOB -
OTBETOB Ha IMOCTyIa-
iMe OOKYMEHTE, OT-—
NPaBJISEMBIX MHMUIIMA—
TUBHEIX ITOKYMEHTOB

4. | ABTOMaTU3UPOBAHHEM 3.1.3.2 |10 mo- 5000 0,75 375
KOHTPOJIb MCIIOJIHEHUSI KyMeH—
NOCTYNAanIMX TOKYyMe-— TOB
HTOB

10. |llepenaua men B ap- 3.1.5.8 [10 men 200 3,25 65

XUB OPTaHM3aLUM U3
CTPYKTYPHOTO MOI—
pasneneHus

NToro 10635

TH - TPyooOeMKoCTb paboT, paccuMTaHHas No nNpuBeAeHHbIM B COOPHUKE HOpMaTUBaM BPEMEHU C y4ETOM
koacbdmumeHTa K = 1,1, yunTbiBaloLlero 3atpatbl BPEMEHW Ha OpraHM3auMOHHO-TEXHMYECKoe OOCnyXuBaHue
paboyero mecta, oTAbIX (BKIHoYast U3KyNbTYpHbIE Nay3bl) U NIMYHbIE NOTpebHocTM - 11698,5 yen.-y;

TH.H - TPyAOEMKOCTb paboT, He NpegyCMOTPeHHbIX COOpHUKOM - 96,8 yen.-4 (onpegerneHa 3KCNepTHbIM
nytem);

®n - nonesHblt dhoHO paboyero BpemeHn oAHOro paboTHWKa 3a rod, Y (MpPUHMMAaeTCs B CpeHEM paBHbIM
2006 u)

11698,5 + 96,8
Y = —--—mmmmm - = 5,8 ugen., 6 uei.

Bb. PacyeTr uucneHHocTu pa60THI/1KOB apxmBa opraHm3audun npoum3BegeH wucxogd wu3 nnaHMpyeM0|7|
TPyAOEMKOCTU pa60T, BbIMOJIHEHHbIX B Teé4eHne roga

N N By BEIIOJIHAEMOM Howmep Enunnanua | ObwseM | HopmMaTms | 3aTpaTH
/o PaboTEL HOpP— u3Mepe- |pabo- | BpeMeHNU |BpeMeHH,
MaTU— HUS THL 3a|Ha uej. -4
Ba obveMa |[rTonm eIVHULLY
paboTE nsMepe-
HUSA
uej. -4
1 2 3 4 5 6 7
1.|CocTaByeHue rToIoBEX [3.2.2.1 (10 onm- 80 1,00 8
pa3nesyioB CBOIHBIX caTeyb-
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onmcey mej INOCTOSH— HBIX
HOT'O XpPaHEeHUS cTaTren
(e)nizelZi
Co3maHmMe aBTOMaTU— 3.2.3.2 |10 xap-11500 2,4 360
3MPOBAHHOM Oas3h TOUEeK

IOJAHHEBEIX TI0 IOJOKYMEH-—
TaM apXmBa

o JIMYHOMY COCTaBy =-"- 10 xap-| 700 1,2 84
OpTraHM3aLUN TOUEeK
lIpueM Oejl B apxuB 3.2.7.1 (10 men 200 3,60 72
U3 CTPYKTYPHEIX
nonpasnejieHun
Beimaua (mpmem) medt 3.2.7.3 |10 mes, |3000 1,55 465
BEITAH—
HEIX WJIU
IpPUHS—
TEIX B
aApxUB
llepenada apxMUBOM 3.2.7.9 [10 men 600 1,00 60

opraHM3auumn IOKYyMEeH-
TOB Ha T'OCYyHApPCTBEH-
HOEe XpaHeHWe

NToro 2985

paboyero mecta, oTAbIX (BKItoYas uUaKynbTypHbIE Nay3bl) U NMYHbIE NOTpebHOCTM - 3283,5 yen.-y;

TH - TPYAOEMKOCTb pa60T, paccynTaHHada no npmeBegeHHbIM B CGOpHI/IKe HOpMaTMBaM BpPEMEHU C y4EeTOM
KOS(bd)VILI,VIeHTa K=11, yquTbiBawowero 3atpartbl BpeéMeHM Ha OpraHn3aunmoOHHO-TEXHUYEeCKoe o6cny>|<|/|BaH|/|e

TH.H - TpyaoemKkocTb paboT, He NpegyCMOTPEeHHbIX COOpHWMKOM - 47 4Yen.-4 (onpedeneHa 3KCnepTHbIM
nytem);

2006 u)

Mpunoxexue 3

®n - nonesHeIn oHA paboyero BpemeHn OfHOro paboTHMKa 3a rof, Y (MpUHMMaeTcs B CPegHEM pPaBHbIM
TH + TH.H 3283,5 + 47
= ——————————- = - = 1,66 uen., 2 ded.
oH 2006
CMNNCOK COKPALLEHMI

'AC - rocygapcTBeHHasi apxvBHas crnyxoa

[NOY - nokymeHTaumMoHHoe obecneveHmne ynpasreHus

HCA - Hay4HO-CcnpaBOoYHbIM annapart

M3BM - nepcoHanbHas 3aneKTpOHHO-BbIYUCNUTENBHAA MalUMHa

PK - peructpaunoHHas kapTo4ka
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PK® - pernctpaumoHHO-KOHTpOnbHas dopma
YOK - ueHTpanbHas 3KkcnepTHas KOMUCCUS
OK - akcnepTHasi Kommuceust

OlK - akcnepTHO-NpoBEpPOYHAsA KOMUCCUS

"K" - KOHTpOnb
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