06 yTBepxaeHUM nNpodeccroHarnbHoro ctaHaapTa "CneumanucTt no ynpaeneHuio 4oKyMeHTaunen opraHusaummn” Ctpanunua 1
lpuka3z Munmpyda Poccuu om 10 mas 2017 2. Ne 416H

MWHUCTEPCTBO TPYOA U COLMAIIbHON 3ALLUTLI POCCUACKON ®EOEPALIUN
NMPUKA3
OT 10 MAA 2017 TOOA N 416H

OB YTBEPXOEHUM NPO®ECCUOHANBLHOIO CTAHAAPTA "CNELIMANNUCT NO YNPABNEHUIO
AOKYMEHTALIMEN OPTAHU3ALINA"

B cootBetcTBMM ¢ nyHkTOM 16 [MpaBun pa3paboTku u yTBepKOeHUsS NPOdecCUOoHaNbHbIX CTaHAARTOB, YTBEPXKAEHHbLIX
nocraHoeneHvem [paButenbcrBa Poccuiickon ®depepaumm ot 22 gaueapa 2013 . N 23 (CobpaHue 3akoHogaTenbCTBa
Poccuiickon ®epepaunn, 2013, N 4, c1.293; 2014, N 39, c1.5266; 2016, N 21, c1.3002),

NMpuKasbiBalo:

YTBEpAMTb npunaraemMbli NpodeccrmoHanbHbi cTaHaapT "CneumanncT No ynpaeneHnto AoKyMeHTaLUmMen opraHmsaumm”.

MwuHncTp
M.A.TonunuH

3apernctpupoBaHo

B MUHMCTEpCTBE IOCTULIMM
Poccuinckon ®egepaumm

31 mas 2017 roaa,
pernctpaumoHHbin N 46898

YTBEPXOEH
MNMpukaszom
MwuHucTtepcTBa Tpyaa u
couuanbHOM 3allUThbI

Poccumnckom dJe,qepal:Iuw
ot 10 mas 2017 ropa N 416H

NMPO®ECCUOHATbHbIA CTAHOAPT

CMNELUMANUCT MO YNPABNEHUIO AOKYMEHTALMEN OPFTAHU3ALIUU

| 1044 |

PerncrpaumoHHbin
HoMeEp

COOEPXAHUE

|. O6Line cBeaeHus

II. OnucaHue TpyaoBbIX QYHKLUA, BXOAALWIMX B nNpodieccuoHanbHbii _cTaHaapT  (hyHKLMOHANbHAA KkKapTa  Buaa
npodheccnoHanbHom AeATENBLHOCTH)
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06 yTBepxaeHUM nNpodeccroHarnbHoro ctaHaapTa "CneumanucTt no ynpaeneHuio 4oKyMeHTaunen opraHusaummn” CTtpaHuua 2
lpuka3z Munmpyda Poccuu om 10 mas 2017 2. Ne 416H

[ll. XapakTepucTuka 0606LLEHHbIX TRYAOBbLIX QYHKLINA

3.1. O606uleHHas TpyaoBasa dhyHkuma "[lokymeHTaLmMoHHoe obecnedeHre ynpaBneHmsa opraHusasmen”

3.2. O6obuleHHas TpyaoBas dyHKLKUS "PYyKOBOACTBO AEATENbHOCTLIO N0 JOKYMEHTALIMOHHOMY obecneyeHunto ynpaBneHus

opraHusaueit

3.3. O606LleHHan TpyaoBasa dhyHkLmaA "YnpaBneHne AoKyMeHTaLMen opraHuaacum”

IV. CBepneHusa 06 opraHusaumax - paspaborymkax npodheccrMoHanbHOro cTaHaapTa

I. OBLLUME CBEOEHUA

OpraHu3aums 1 oCyLLEeCTBIIEHNE AEATENBHOCTM MO YNPaBeHNI0 AOKyMeHTaUuen B 07.004
opraHM3aumsx fnobdbix OpraHM3aLMOHHO-NPaBOBLIX (YOPM U POPM COBCTBEHHOCTU
(HanmeHoBaHuWe B1Aa NpodeccnoHanbHON AeATenbHOCTH) Kon

OcHoBHas uenb BMaa ﬂpOd)eCCI/IOHaﬂbHOIZ AeATernbHOCTU!

ObecneyeHne Sd)(*)eKTVIBHOFO ynpasneHua JJ,OKyMeHTaLI,I/IeVI B OpraHn3auuax ¢ Ucnosib3oBaHMeEM
COBpPEMEHHbIX VIHd)OpMaLI,I/IOHHbIX TEXHOMOrnm

Mpynna saHATUR:

1213 PykoBogutenu B obnactu onpegeneHus 1219 Ynpasnstowme HaHCOBO-
NONMUTUKN N NAIaHNPOBaHMUS 3KOHOMWYECKOW U
OesATenbHOCTM aAMUHUCTPaTUBHON

0eATeNnbHOCTLIO, He BXoAsLLmMe B
Apyrvie rpynnbi

2422 CneumanucTbl B 06nacty NomnmTmKK - -
aOAMUHUCTPUPOBaHNS
(kog OK31) (HanmeHoBaHwue) (kog OK3) (HammeHoBaHue)

1 O6Lepoccuiickmnii knaccumKaTop 3aHATUIN.

OTHeceHue K BugamM 3KOHOMUYECKOWN OeATEeNbHOCTU:

82.11 [esaTenbHOCTb afMMHUCTPATUBHO-XO3SINCTBEHHAs KOMMIIEKCHas no obecneyeHnto paboThbl
opraHusauumm

(Kon OKB3[2) (HanmeHoBaHWe B1aa 9KOHOMUYECKOW AEATENBHOCTM)

2 ObLepoccuiickuii KnaccuhmkaTop BUAOB SKOHOMUYECKON AEATENBHOCTM.

Il. ONMUCAHUE TPYOOBbIX ®YHKLMWA, BXOOALMX B I'IPO(DECCI{IOHAJ'IbeIVI CTAHDAPT
(PYHKUMOHANBbHAA KAPTA BUOA NPO®PECCUOHAIIbHOU OEATENBHOCTN)

00606LLEHHbIE TPYAOBbIE (DYHKLMM TpyooBble chyHKUMM
Kog HanMeHoBaHue YpPOBEHb HauMeHoBaHue ko YPOBEHb
KBanu- (nog-
dvkaumm YPOBEHb)
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06 yTBepxAeHUN NnpodeccmoHansbHOro ctaHaapTa "Cneuunannct no ynpaeneHnto 4oKyMeHTaumen opraHusaummn’
lpuka3z Munmpyda Poccuu om 10 mas 2017 2. Ne 416H

CTtpaHuua 3

KBanu-
drkaumm

[okymeHTauMoHHOe
obecneveHune
yrnpaBneHus
opraHusaumen

PaspaboTka 1 BHegpeHue noKanbHbIX
HOPMaTMBHbIX aKTOB MO
[OKYMEHTaUMOHHOMY obecneyeHuto
yrpaBreHnsi opraHnsaLmen

A/01.6

6

OpraHu3aumnsi LOKYMEHTUPOBaHMS
yrnpaeneHYeckon AenaTenbHOCTU B
opraHusaumu

AJ02.6

OpraHu3aumst LoKymeHToobopoTa B
opraHusauum

AJ03.6

OcyuiecTeneHune pabot no
NPOEKTMPOBAHMIO U BHEOPEHMUIO CUCTEMBI
ANEKTPOHHOTO OKyMeHToo6opoTa B cdhepe
[OKYMEHTALMOHHOTO yrnpasreHus
opraHusaLmm

A/04.6

OcyLiecTBneHme MHGOPMaLMOHHO-
CNpaBoYHON paboTbl C JOKYMEHTaMu
opraHusauum

AJ05.6

Ocyu.l.eCTBneHme KOHTpO&nA npouecca n
CPOKOB UCMONTHEHUA OOKYMEHTOB B
opraHmsauuun

A/06.6

OpraHusauusi onepaTMBHOIO XpaHeHs!
[OKYMEHTOB B OpraHusauum 1 nepegayu
[en Ansi nocrenyroLero XxpaHeHus

A/07.6

PykoBoacTeo
AEeATENBbHOCTLIO MO
AOKYMEHTaLNOHHOMY
obecneyeHnto
ynpasneHus
opraHusaumen

PyKoBOACTBO A€ATENbHOCTbIO
noapasaeneHns No AoKyMeHTaLVOHHOMY
obecneyeHunto ynpaeneHus opraHmaaLmm

B/01.7

OpraHu3zauus pa3paboTku NoKarbHbIX
HOPMAaTUBHBIX aKTOB U METOANYECKUX
[IOKYMEHTOB M0 JOKYMEHTaLOHHOMY
obecrneyeHnio ynpasneHns opraHmuaaumm

B/02.7

MocTpoeHne cucTeMbl 4OKYMEHTALMOHHOTO
obecrneyeHnst ynpaBneHusi opraHm3aumum

B/03.7

OcyLuecTBneHne KOHTpons
(hYHKLMOHNPOBaHWS CUCTEMBI
AOKYMeHTaLMOHHoro obecneyeHus
ynpaBsneHus opraHnsaumm

B/04.7

CoBepLLEHCTBOBaHWNE CUCTEMbI
[IOKyMeHTaLMoHHOro obecneyeHns
ynpaBneHus opraHm3aLim

B/05.7

YnpaeneHue
AOKyMeHTauuen
opraHu3aumm

CTpaternyeckoe nraHMpoBaHue u
PYKOBOACTBO MNOCTPOEHWEM eLVHOIA
CUCTEMbI YNpaBrieHust AOKyMeHTaLuei
opraHusauum

C/01.8

YnpaBneHue pa3paboTKou NoKanbHbIX
HOPMaTMBHbIX aKTOB OpraHu3aumm no
BOMpOCaM ynpasneHns ee JOKYMeHTauumen

C/02.8

YnpaeneHue AesTENbLHOCTLIO NO KOHTPOIHO
(PYHKLMOHNPOBAHWS BCEX CUCTEM
AOKYMEHTaLMW opraHm3aumm 1 ee
KopnopaTuBHOrO AOKyMeHToo6opoTa

C/03.8

YnpaBreHue NpoekTam No BHEAPEHUIO
KOPNoOpaTUBHOWM CUCTEMbI 3IEKTPOHHOTO

C/04.8
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06 yTBepxaeHUM nNpodeccroHarnbHoro ctaHaapTa "CneumanucTt no ynpaeneHuio 4oKyMeHTaunen opraHusaummn” CTtpaHuua 4
lpuka3z Munmpyda Poccuu om 10 mas 2017 2. Ne 416H
[OKyMeHTo060poTa opraHu3aumm u
pa3paboTke cTpaTern ee pas3BuTUS
Ctpatermyeckoe nnaHMpoBaHue 1 C/05.8 8
PYKOBOACTBO MOCTPOEHNEM EAMHOWN
CUCTEMbI XpaHEeHUs1 [OKYMEHTaNbHOro
doHAa opraHusaumm
I1l. XAPAKTEPUCTUKA OBOBLUEHHbIX TPYOOBbIX CDYHKLIVII?I
3.1. OBOBLUEHHAA TPYOOBAA ®YHKUNA
HanmeHoBaHuve JokymeHTaLUMoHHOe oGecriedeHmne Kon A YpoBeHb 6
ynpasneHns opraHusaLmen KBanudukaumm
MpoucxoxaeHne 0600LLEHHON OpviruHan X 3auMmcTBOBaHO U3
TPYAOBOWN (oyHKUMNM opurnHana
Kon PernctpaLumoHHbIn
opurnHana HOMep
nNpogeCcCcUoHanbHOro
cTaHgapTa
Bo3mOXHbIe HAaMMEHOBaHUS [okymeHTOBE[,

OOMmKHOCTEN, npodeccui

Cneuuanuct nogpasaeneHna OKyMeHTauMOHHOIo obecneyeHuns
ynpasleHnua

TpeboBaHus kK 06pasoBaHUio 1
06y4eHuno

Boicliee obpasoBaHue - 6akanaspuat

[ononHutenbHoe npodeccrnoHanbHoe obpasoBaHme - NporpamMmmbl
npogeccuoHanbHON NepenoroToBkN MO NPOUII0 AeATENbHOCTU

TpeboBaHuWs K onbITy
npakTuyeckomn paboTbl

Ocobble ycnoeus gonycka K
pabote

Lpyrne xapakTepucTuku

,D,OI'IOJ'IHVITeJ'I bHbl€ XapaKTEPUCTUKUN

HavmeHoBaHWe gokymeHTa Kog HaumeHoBaHue 6a30BoW rpynnbl, 4OMMKHOCTM (npodheccun)
Unu cneumnansHoCcTn
OK3 2422 Cneunanuctbl B 06nactv NoANTUKM agMUHUCTPUPOBaHMS
EKC?3 - [okymeHTOBE
oknaTp 4 21792 [okymeHTOBeEq
OKCO 3 032000 [okymeHTOBeAEHME U apXMBOBeaeHNe

3 EAuHBLIN KBanMUKaLMOHHBIN CNIPaBOYHUK AOIHKHOCTEN PyKOBOAMUTENEN, CNeLMancToB U Cryxallmx.
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06 yTBepxaeHUM nNpodeccroHarnbHoro ctaHaapTa "CneumanucTt no ynpaeneHuio 4oKyMeHTaunen opraHusaummn” CTtpaHuua 5
lpuka3z Munmpyda Poccuu om 10 mas 2017 2. Ne 416H

4 O6wepoccuickuin knaccudmkaTop npodeccuii paboumx, JOMKHOCTEN CYXKALLMX U TApUHbBIX PaspsiioB.

5 O6LLepOCCUINCKMIA KNaccudMKaTop crneLmanbHOCTeN No 06pasoBaHuIo.

3.1.1. TPYAOBAA ®YHKUNA

HawnmeHoBaHue Pa3paboTka 1 BHegpeHue nokarnbHbIX Koa A/01.6 YpoBeHb 6
HOPMaTMBHbIX aKTOB MO (noaypoBeHb)
JOKYMeHTaLnoHHOMY obecneyeHuto KBanudukalum
ynpaBneHns opraHnsawmen

MpovcxoxaeHne TpygoBom OpwuruHan X 3anmcTBOBaHO U3
hyHKLMN opuriMHana
Kopn, PernctpaymoHHbIn
opvrmHana HoMep
NpogeCCUOHanbLHOro
cTaHpapTa
TpyooBble 4encTBuA MNpoBeneHne aHanM3a nokanbHOM HOPMaTUBHON 6a3bl opraHnsaumm ans

onpeaeneHusl ee COOTBETCTBUA AENCTBYHOLWUM HOPMaTUBHbLIM NPaBOBbLIM
aktam Poccuiickon ®efgepauum no LOKYMEHTaUMOHHOMY obecneqeHmnto
yrnpaBneHus

MogroToBKa NPOEKTOB fIOKANbHbIX HOPMATMBHLIX aKTOB OpraHn3aumm no
OOKYMEHTaLMOHHOMY 06ecneyeHunto ynpaeneHus

COBepLIJeHCTBOBaHVIe CucTemMbl MHAEKCaUMn JOKYMEHTOB OopraHmn3aunn

MpeacTaBrneHne akTyannM3npoBaHHbIX NPOEKTOB NloKamnbHbIX HOPMAaTUBHBIX
aKTOB OpraHu3aLmm No AOKyMeHTaLMOHHOMY 06ecneyeHunto ynpaeneHus Ha
cornacoBaHue pyKkoBOACTBY NOApa3aeneHnst OKYMEHTALMOHHOIo
obecneyeHns ynpaeneHus

O3HakomreHne paboTHUKOB OpraHM3aLmm ¢ ee NokanbHbIMWU HOPMaTUBHbLIMMU
aKTamu ¥ METOAUYECKUMMW JOKYMEHTaMU NO LOKYMEHTALMOHHOMY
obecneyeHnto ynpasneHus

KoHcynstupoBaHue paboTHWKOB opraHusauum no Bonpocam
[OKYMEHTaLMOHHOro obecneyeHns ynpasneHus, 3akpenneHHbIM B ee
nokanbHbIX HOPMaTUBHBIX aKkTax

Heobxoammble ymeHus AHanuanposaTb foKasibHble HOPMAaTMBHbIE aKTbl MO JOKYMEHTALMOHHOMY
obecneyeHnto ynpaBneHusi opraHmM3aLmm

MpoBoauTh Knaccudukaumnio MHGPOpPMaLMM B COOTBETCTBMU C 3ag4ad4amm
OOKYyMeHTaLUMOHHOro obecneyeHns ynpaBneHns opraHnsaumm
MoaroTaBnmBaTh NPOEKTHI NOKANbHBIX HOPMATUBHbBIX aKTOB MO
[OOKYMEHTaLMOHHOMY 06ecrneyeHunto yrnpaBneHust opraHmM3aumm
dopmynmpoBaTb NpeanoXeHUs No COBEPLLEHCTBOBAHUIO STIOKaNbHbIX
HOPMAaTUBHbIX aKTOB OpraHn3aumm no JOKYMeHTaLMOHHOMY obecrneveHuo
ynpaBneHusi n 060CHOBLIBATbL MX Nepes PyKOBOACTBOM CBOEro
nogpasaenexHuns

AKTyanuanpoBaTb foKarnbHble HOPMaTMBHbIE aKTbl OpraHM3aumm no
[OOKYMEHTaLMOHHOMY 0becneyeHnto ee ynpasneHus

BecTun KOHCYNbTaLUNOHHY0 AeATENBHOCTL MO BONPOCaM, CBA3aHHbLIM C
OpraH13aLMoHHO-pacnopsiaNTENbHOM JOKYMEHTaLUMeN opraHn3aumm
Oka3sblBaTb METOAMYECKYH0 NOAAEPXKKY 1 MOMOLLb paboTHUKaM opraHu3aLum
No BONpocam AOKYMEHTALMOHHOrO obecnevyeHmns ynpaeneHvst opraHusaumen
Heobxoaumble 3HaHUSA 3akoHogaTenbHble M HOPMaTUBHbIE NPaBoBble akTbl Poccuiickon ®epgepaunm
B chepe AOKYMEHTaLMOHHOro obecneyeHuns ynpasneHums
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06 yTBepxaeHUM nNpodeccroHarnbHoro ctaHaapTa "CneumanucTt no ynpaeneHuio 4oKyMeHTaunen opraHusaummn” CTtpaHuua 6
lpuka3z Munmpyda Poccuu om 10 mas 2017 2. Ne 416H

MeToauyeckne 4OKYMEHTbI M HauMoHarnbHble CTaHaapThl B cdepe
JOKYMEHTaLMOHHOIO obecneyeHuns ynpasrneHus

CocTaB nokanbHbIX HOPMaTMBHbIX aKTOB OpraHu3aLmm

PacnpeneneHnue thyHKUMWIA 1 BONPOCOB AEATENBHOCTU MEXAY CTPYKTYPHbLIMU
noapasaeneHnsiMmn opraHmsauum

MpaBuna 1 NopsiAoK COCTABMNEHNS U OPOPMIEHUS NTOKANbHBIX HOPMATUBHbBIX
aKTOB OpraHu3aLum, perynmpytowmx paboTy ee NoapasneneHus no
[JOKYMEHTALMOHHOMY 0BecrneyeHnto ynpaBneHust

I'Ipanu'la COCTaBneHuna n O(bOpMﬂeHVIﬂ NOKalnbHbIX HOPMATUBHbIX aKTOB,
onpegenarwmnx nopanokK pa6OTbI C AOKYMEeHTaMun B opraHu3aumm

MeToabl pernameHTaLmmu 4eNONPoM3BOACTBEHHbLIX MPOLIECCOB
TpeboBaHuWs oxpaHbl Tpyaa

Opyrve xapakTepucTukm -

3.1.2. TPYAOBAA ®YHKUNA

HanmeHoBaHue OpraHu3aums AOKyMEHTUpPOBaHMUS Koa A/02.6 YpoBeHb 6
yNpaBreH4YeCcKon AeATeNbHOCTN B (nogypoBeHb)
opraHu3aumm KBanudukalum
MpouncxoxaeHne TpygoBom OpuruHan X 3aumcTBOBaHO 13
hyHKLMN opurmHana
Ko PerncrpaumoHHbIi
opuvruHana Homep
NpogeCCUOHarnbHOro
cTaHgapTa
TpygoBble 4encTeums Pa3paboTka yHUULMPOBaHHBLIX POPM AOKYMEHTOB, UCMONb3YEMbIX B

[LOKyMEHTaLMOHHOM obecrneyeHnm ynpaBneHnsi opraHuaawmm

PaspaboTka npoekToB Tabens u anbboma yHUULMPOBaHHBLIX POPM
AOKYMEHTOB, UCMOSb3yeMbIX B AOKYMEHTALMOHHOM obecneqeHnn ynpaBneHns
opraHu3auum

MNoaroToBKa NPeasoXeHnn No TEXHOMNOrMK pa3paboTkm NPOEKTOB OKYMEHTOB
1 ee 3aKpenneHve B NoKanbHbIX HOPMAaTWBHbIX akTax opraHu3aumm
CosgaHue WwabnoHOB AOKYMEHTOB AN pa3MeLLeHus B cucTemax
3MEeKTPOHHOIO AOKYMeHTO0bopOoTa opraHnsaLmm

KoHTponb cobnioaeHns TpeboBaHmin No NogrotoBke M 0opMIeHNIo
[AOKYMEHTOB W JTOKamnbHbIX HOPMAaTUBHbBIX aKTOB MO AOKYMEHTaLVOHHOMY
obecneyeHuno ynpaeneHys B opraHusaumm

OnTvmMK3aumsa coctaBa JOKYMEHTOB OpraH13aLum B COOTBETCTBUM C ee
[EenoBbIMK NpoLieccamm

OpraHu3aumsi paboTbl MO NepeBoay B ANEKTPOHHbIV BUA JOKYMEHTOB M
AOKYMEHTUpOBaHHOW MHGOpMaLMmM, co3gaBaeMoi B OpraHusaumm
Heobxognmble ymeHus MpoBoanTb YHUMKALMIO POPM AOKYMEHTOB, NPUMEHSIEMBbIX B
ynpaBsrneH4Yeckon AeAaTenbHOCTN opraHnsaLum

PaboTatb ¢ WwabnoHaMn JOKYMEHTOB B MH(OOPMALIMOHHOW CUcTeMe
opraHusauum

MpYMeHATb KOHKPETHbIE BUALI JOKYMEHTOB Ansi peanusaumnm yHKLMn
ynpaBreHusi B opraHm3aumm

PaspabartbiBaTb CTaHAAPTLl AOKYMEHTUPOBAHUS yNpaBIieHYecKo
AEATENbHOCTU OpraHu3aLmum
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06 yTBepXAeHUM NpoeccroHarnbHoro ctaHgapta "CneuuanucT no ynpasneHunio AoKyMeHTauueln opraHusaumm”

lpuka3z Munmpyda Poccuu om 10 mas 2017 2. Ne 416H

CTtpanuua 7

opraHmsauun

PaspabaTtbiBaTtb TpeboBaHWsA Kk MHOpMaLMK, BKIHOYAEMOW B JOKYMEHTbI

OeATeNnbHOCTU opraHnu3auumn

CoBepLUEHCTBOBATb CUCTEMY LOKYMEHTUPOBAHMUS yNpaBneH4YecKo

opraHmsauunn

Mcnonb3oBaTb OpraHM3aLUMOHHbIE U TEXHUYECKUE CpeaCcTBa Afs NepeBoda B
3MNEKTPOHHBI BUA AOKYMEHTOB 1 JOKYMEHTUPOBAHHON MHDopMaLm

Mcnonb3oBaTb OpraHM3aumoHHYH0 O(PUCHYIO TEXHUKY B pamKax CBOEW
npodeccuoHanbHoON AeaTensHOCTU

Heobxoommble 3HaHUSA

3akoHoaaTenbHble M HOpMaTUBHbIE NpaBoBble akTbl Poccuiickon ®enepauun
B chepe AOKyMEHTaLMOHHOro obecneyeHuns ynpasneHums

AOOKYMEHTUPOBaHUA

MeToauyeckme OOKYMEHTbI U HauMoHamnbHble CTaHd4apThl B cepe

I'IpaBl/lna COCTaBlieHNA pa3findHbIX BMOOB yrnpaBliEeHYEeCKNX JOKYMEHTOB

[IOKyMeHTaLum

O6wwme TpeboBaHMA kK 0OOPMIEHNIO OPraHN3aLMOHHO-PACTIOPSANTENBHON

Mopasnok pyHKUMOHMPOBAHMS UHDOPMAaLIMOHHBIX CUCTEM
[AOKYMeHTaLUMOHHOro obecneyeHns ynpaeneHus

OOJHKHOCTHbIMU NMuamMun

CTpyKTypa opraHusaumy 1 NopsgoK pacnpeaesieHns nonHoMoumii B obnactu
CO3[aHusl JOKYMEHTOB MEXY €€ CTPYKTYPHbIMM noapasaeneHnsiMmn u

BugoBon coctaB ynpaBlieH4YeCKNX JOKYMEHTOB OpraHu3auumn

I'Ipanma COCTaBJIEHNA TEKCTOB OOKYMEHTOB OpraHu3aumm

an/IHLI,VII'IbI M MeToAbl ynopsaao4eHna coctaBa JOKYMEHTOB U
VIH(bOpMaLI,I/IOHHbIX rokasarenemn opraHunsauumun

KpuTepum oLeHKM kayecTBa Co3aaBaeMoii OKyMeHTaLmMm

[pyrne xapakTepucTuku

3.1.3. TPYOOBAA ®YHKLUNA

HanmeHoBaHue

OpraHusauus JoKyMeHToo6opoTa B
opraHusaumu

Kopg

A/03.6

YpoBeHb
(nogypoBeHb)
KBanudukaumm

MpovcxoxaeHne TpygoBom OpwiruHan X 3aumcTBOBaHO M3

YHKLMM

opuruHana

Kon

opurmHana

PernctpaumoHHbIn
HoMep
npogeccmoHansHoro
cTaHgapTa

TpyooBble gencTeus

BbinonHeHue onepau,vu7| no npeaBapuUTeribHOMY paCCMOTPEHUIO U
perncTtpaunn OKyMeHTOB opraHun3aumnm

BefeHve permcTpaumoHHbIX U YYETHBIX (POPM AOKYMEHTOB OpraHu3aLmm

OpraHI/I3aLI,VIF| nepegadn JOKyMEHTOB MexXay YPOBHAMU ynpaBlieHUA,
PYKOBOACTBOM, UCMNOJNTHUTENAMU B OpraHn3aumm

OOKYMEHTOB B opraHusauunu

Pa3pa6oTka NpeanoXeHuid No NopsaKy CornacoBaHUs U yAOCTOBEPEHWS

opraHusaumm

npOBeﬂeHVIe aHanmsa VIH(*)OpMaLI,VIOHHbIX N OOKYMEHTaUMOHHbIX NOTOKOB B
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CTtpaHuua 8

MoaroToBKka NPeAsIoKeEHN No OPMUPOBAHNIO MapLLPYTOB U NMOATOTOBKA
MapLUPYTHbIX KapT ABUXEHUS1 JOKYMEHTOB B OpraHusaLmm

Pa3paboTka TexHonornm paboTbl ¢ 4OKYMEHTaMM U nHdopmaumen B
opraHusauum

I'IpOBepKa NOANMMHHOCTU ANEKTPOHHbIX JOKYMEHTOB, NOCTYNUBLUUX B
opraHunsauuto

MoaroToBka npeanoxeHuin no opMmMpoBaHUio NnapameTpoB paboTbl cUCTEM
3NeKTPOHHOro JOKYMeHTOO6opoTa opraHu3auum

Heobxoammble ymeHus

OpFaHI/I3OBbIBaTb B3anUMOZeNcTBne no,qpaap,eneHMVl opraHunsauun B
npouecce paSpaﬁOTKVI N NCNONHEHNA pa3findHbIX BMOOB €€ JOKYMEHTOB

CosnaBatb 6a3bl JaHHbIX MO OPraHWM3aLMOHHO-PaCNoPAOUTENBHLIM
[IOKyMeHTaM opraHu3aLum 1 OCyLLLECTBMATL KOHTPOIb UX BeleHUs

CospaeaTb cucrtemy nHgekcaunn oKyMeHToB opraHu3aummn n UCnonb3oBaTtb
ee B VIHdI)OpMaLIMOHHO-CFIpaBO‘-IHbIX uenax

Bblaenatb JOKYMEHTHI opraHusaumu, He Tpebytowme permctpaumm

PeFI/ICTpI/IpOBaTb OOKYMEHTbI OpraHn3aunn orpaHM4eHHoro gocrtyna

Co3sgaBaTb 1 UCMONb30BaTb MeTafaHHble JOKYMEHTOB B NpoLiecce Ux
ABWXeHNA n 06paboTkM B opraHm3aumm

BbinonHsTe paboTy ¢ 4OKYMEHTaMM B paMKaXx NpoLeayp, YCTaHOBIEHHbIX B
opraHusaumu

KoHTponupoBsatb BbINONHEHWE NpoLeayp ABMXEHUA 1 06paboTkm
[LOKYMEHTOB, UCMOMb3yeMbIX B JOKYMEHTALMOHHOM 0becrneyeHnn
ynpaeneHns opraHmaawmm

Bectu yuet 1 aHanu3 o6bema [4oKyMeHToo60poTa opraHm3aLmm

Heobxoaumble 3HaHUSA

3akoHogaTenbHble Y HOpMaTMBHBIE NPaBOBbIE akTbl POCCUACKON
denepaumn B cchepe JOKYMEHTALMOHHOMO 0becneyeHmnss ynpaBneHus

MeTtoaunueckune JOKYMEHTbI U HALMOHanbHble CTaHdapTel B 06nacTv paboThl
C JOKYMeHTaumen n uHpopmMaLlen B opraHnsaumm

CoctaB nokanbHbIX HOPMaTUBHbIX aKTOB OpraHu3auumn

I"Ipanu'la paGOTbI C AOKYMeHTaMW opraHnsaumm, yCTaHOBIIEHHbIE ee
NoKanbHbIMWU HOPMaTUBHbLIMX aKTaMu

Pacnpe,qeneHme qC)yHKLI,I/II7I 1 BOMPOCOB AeATENbHOCTN MeXOYy PyKOBOACTBOM
N CTPYKTYPHbIMW nNogpasgeneHnamm opraHm3aumnm

®YHKUMOHANbHbIE 0COBEHHOCTU CUCTEMbI ANEKTPOHHOMO JOKYMEeHToo6opoTa
opraHu3auum

Mopaaok 1 coepxaHue npoueadyp no paboTte ¢ AOKYMEHTaM1 opraHuM3aLmm

[pyrve xapakTepucTukm

3.1.4. TPYOAOBAA ®YHKLUNA

HaunmeHoBaHue OcywiecteneHune pabot no Kog A/04.6 YpoBeHb 6
NPOEKTUPOBAHUIO Y BHEOPEHUI) CUCTEMBI (nogypoBeHb)
3MEKTPOHHOIO AOKYMEHTOObOopoTa B cdhepe KBanudwukalmum
[OKYMEHTaLMOHHOTO yNpaBneHus
opraHusaumu
MpovncxoxaeHne TpygoBom OpuruHan X 3anmcTBoBaHoO 13
hyHKUMM opurmHana
Kon PernctpaumoHHbilii
opvruHana HOmep
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npodeccrmoHansHoro
CTaHgapTa

Tpynosble aencTBns

MpoBeneHWe aHannsa AENCTBYIOLLEN CUCTEMbI OKYMEHTaLMOHHOMO
obecneyeHns ynpaeneHus opraHm3auny Ans onpeaeneHns 3agad no ee
aBTOMaTM3aLMK

BobinonHeHue I'IOpyLIeHVIVI pykoBoguTensd npu noarotoBke TeXHU4eCKoro
3ajaHnAa Ha BHeapeHne CUCTEeMbl 3NEKTPOHHOIo ,Cl,OKyMeHTOO60pOTa B
opraHm3aunn B paMkax CBOUX KOMMeTeHuni

MoarotoBka GOK-CxeM, ONUCLIBAKOLLNX aenonpon3BoacTBeHHbIE nNpouecchbl
n npouenypsbl, NpUHATbLIE B OpraHnu3auumn

BHeceHuWe npeanoxeHuii no KputepusiM 4ns Belbopa cucTembl
3NeKTPOHHOTo AOKYMEeHToo6opoTa Ansi opraHusaumm

OcyLLleCTBJ'IeHVIe TecTupoBaHua pa60TbI CUCTEMbI 3NEKTPOHHOIO
,ElOKyMeHTOO60pOTa nonpeneneHune 3agad no ee agantauun K CI']GLI,M(*)MKG
AOOKYMEHTaLUMOHHOIo obecneyeHus ynpasieHna B opraHn3aumm

MeToanyeckoe CONPOBOXAEHWE NPOLIECCOB BHEAPEHUS M SKCMnyaTaLmm
CUCTEMbI 3MTEKTPOHHOIO AOKYMEHTOO60pOTa B OpraHM3aLum

Heobxoammble ymeHus

MpoBOAUTL aHaM3 U OLEHKY BO3MOXHOCTEN CUCTEM SNIEKTPOHHOTO
AOKYMeHTooGopoTa, paspaboTaHHbIX AN OpraHu3aLuii

MpUMEHATL METOLOMOII0 OPraHM3aLMOHHOIO MPOEKTUPOBaHUS NP
aHanum3e cucTeMbl JOKYMEHTALMOHHOIO obecneyeHuns ynpaeneHus B
opraHusauuu

npe,ElCTaBﬂﬂTb pe3ynbraTbl aHann3a 4enonpon3soaCcTBeHHbIX NpoLeccoB
opraHmnsauuun B I'pa(*)M‘-leCKOM Buae

BbisBnsTb NPpUOPUTETHbIE HanpasneHna aBToMmaTu3aunn
AOOKYMEHTaLMOHHOIro obecneyeHuns ynpaeneHua B opraHm3aunn

PaboTatb B cucteme QJIEKTPOHHOIo JJ,OKyMeHTOO60pOTa opraHmsauuu

Onpepensatb 3eKTMBHOCTb MEPONPUATUIA MO aBTOMAaTU3aLNK
JOKYMEHTaLMOHHOro obecneyeHns ynpaBneHust B opraHm3aumm

Heobxoommble 3HaHUSA

3akoHoaaTenbHble M HOpMaTUBHbIE NpPaBoBble akTbl Poccuiickom
denepaumn B cchepe MHPOPMALMOHHBLIX TEXHOMOIMUIA, CMONb3YEMbIX B
AOKyMeHTaLMoHHOM obecneyeHny ynpaeneHums

[encTBylolnMe MexayHapoaHble U HauMoHanbHbIE CTaHA4apTbl B obnactu
yrnpaBrieHUs JOKyMeHTauue

I'Ipanma opraHun3auun genonpon3BoaCcTBEHHbIX NMpoLeccoB

MeToap! ccrneaoBaHus, aHanusa, NPOEKTMPOBAHWS U Pa3BUTUS CUCTEMBI
[AOKYMEHTaLMOHHOTo obecrneyeHnst ynpaBneHust

PbIHOK NpOrpaMMHbIX NMPOAYKTOB MO aBTOMaTMU3aLmMW JOKYMEHTALMOHHOIO
obecneyeHns ynpaeneHus

®yHKUMOHaNbHbIE 0COBEHHOCTUN PA3NUYHLIX CUCTEM 3NIEKTPOHHOTO
LOKyMeHTo060poTa, UCMonb3yeMbIX B cdhepe AOKYMEHTALNOHHOTO
obecneyeHust ynpasneHus

[pyrne xapakTepucTuku

3.1.5. TPYAOBAA ®YHKUNA

HaunmeHoBaHue OcyuecTBneHne nHpopmaLMoHHo- Kog A/05.6 YpoBeHb
cnpaBoYvHoOM paboTbl C AOKYMEHTaMM (noaypoBeHb)
opraHusaumm KBanuukauum
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MpovcxoxaeHne TpygoBom OpviruHan X 3aumcTBOBaHO M3
opuruHana

yHKLMM

Kog
opurnHana

PernctpaumoHHbIn
HoMmep
npogeccmoHansHoro
cTaHgapTa

TpyooBble gencTeus

obecneyeHunn ynpasneHus

(DOpMVIpOBaHI/Ie Tpe6OBaHVII7I K I/IHCbOpMaLLVIOHHO-I'IOVICKOBI:IM cucremam
OOKYMEHTOB OpraHu3auunmn, ncnonb3dyemMbliM B JOKYMEHTALNOHHOM

dopmmpoBaHue 1 BeaeHne 6a3 gaHHbIX 06 opraHM3aunoHHO-
pacnopsanTenbHbIX AOKYMEHTaxX opraHvM3auum

dopmmrpoBaHne TpeboBaHMiA K pas3rpaHUYEeHUo YPOBHEN JoCTyna
pabOTHMKOB OpraH13aummn K 4OKYyMeHTam 1 MHGopMaLun B COOTBETCTBUM C
BbIMOMHAEMbIMU UMW (OYHKLMAMM

ObecneyeHne gocTyna kK AOKYMeHTaM U UHopMaLMK opraHm3aumum

opraHusaumu

Paspa6oTka chopM npeacTaBneHusi MHpopmaLMm Mo 3anpocy PYKOBOACTBA

MoaroToBKa OTYETOB M aHANMUTUYECKMX CNIPaABOK PYKOBOACTBY MO BOMpocam
[AOKYMEHTaLMOHHOTo obecrneyeHnst ynpaBneHust

Mouck 1 npegocTaeneHne MHGopMaLum No OKYMEHTaLMOHHOMY
obecneyeHuto ynpaeneHus no 3anpocam paGoTHUKOB OpraHM3aLum

Heobxoammble ymeHus

PabotaTb ¢ MCTOYHMKAMWU UHGOPMAaLIMIA, BbISIBMSTL KPUTEPUN €€ OLIEHKM 1
oTbopa B COOTBETCTBUM C 3a4aHUSIMW PYKOBOACTBA OpraHv3auum

onpegeneHHbIM Kputepuam

|-|O,EI,6VIpaTb, cucrtemMaTtnu3npoBaTb U KJ'IaCCVIdZ)VILI,VIpOBaTb OOKYMEHTbI Mo

CTpyKTypupoBaTb MHpOpMaLMIO, BbIAENATbL HEOOXOAMMYHO Anst paboTbl
cnyx6bl JOKYMEHTaLMOHHOTO 06ecneyeHus ynpaBneHust opraHusaumm

UHOopMaLmK

OdopMnsATb MHOPMAaLIMIO B HArMSAHOM CUCTEMATU3UPOBAHHOM BUE B
COOTBETCTBUU C NpeabaABNsgeMbiMy TpeboBaHNAMN K popMe npeacTasreHns

PaboTaTb ¢ aNekTpOoHHbIMY Ga3amu faHHbIX U CUCTEMAMU 3NEKTPOHHOIO
AOKyMeHToobopoTa opraHm3aumm

Heobxoaumble 3HaHUA

I'Ipanu'la n nopaaok (*)OpMI/IpOBaHVIﬂ 6a3 AaHHbIX opraHn3aummn

0Oco6eHHOCTN DYHKLNOHUPOBAHMSA CPABOYMHO-MHOPMALMOHHBIX U
WHPOPMaLMOHHO-MOWNCKOBbLIX CUCTEM OpraHu3aLum

Mopazok AocTyna K pasnuyHbIM KaTeropusiM UHAopMaLMmn B opraHusaumm

Cnocobbl nony4yeHua MHqI)OpMaLI,MVI M3 pas3finvyHbIX NCTOYHUKOB

dopmbl NpeacTaBneHns MHopmMaummn 1 nx 0CO6EeHHOCTM

CcnpaBok

Mpaewna coctaBneHnst 1 ohopMIEHNS OTYETOB, 0630POB, aHaNUTUYECKNX

AocTyna

TexHonorus paboTbl ¢ 4OKyMEHTaMK U MHopMaLmen orpaHUM4eHHOro

Lpyrve xapakTepucTuku -

HanmeHoBaHue

3.1.6. TPYAOBAA ®YHKLNA

OcyLLeCTBNEHME KOHTPOMS NpoLecca v
CPOKOB UCMOMHEHWS [JOKYMEHTOB B
opraHusaumm

Kon

A/06.6

YpoBeHb 6
(noaypoBeHb)
KBanudmkaumm
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MpovcxoxaeHne TpygoBom OpviruHan X 3anmcTBOBaHO U3
yHKLMM opurmHana
Kon PernctpaumoHHbIn
opurnHana HoMmep
npogeccmoHansHoro
cTaHgapTa
TpyooBble gencTeus MNMocTaHOBKa OOKYMEHTOB 1 NOPYYEHWUI PYKOBOACTBA OpraHM3aLmmn Ha
KOHTPOIb

OpFaHVI3aLI,VI$| NCNOJTHEHNA JOKYMEHTa opraHn3aunn HeCKONbKUMA
NcnonHnTenamMu, yctaHoBka o4epeaHoOCTN UX UCMOJNTHEHUA

KOHTpOJ'Ib 9TanoB BbINMOJTHEHNA peLIJeHVIIZ nnun onepau,wﬁl, 3ad)MKCMp0BaHHbIX B
LOOKYMeHTax

MOHWUTOPUHI X0fa UCTIONHEHNS! U cTaTyca AOKYMeHTa B npouecce paboThl ¢
HUM B OpraHusaumu

BeneHune KOHTPOMbHbIX 3anucei 06 onepaumsix, NPou3BeaeHHbIX C
JOKYMEHTaMW B opraHusauum

KoppeKkT1poBKka CPOKOB MUCMOSTHEHUSI LOKYMEHTOB B OpraH13aLmu
CHsiTMEe JOKYMEHTOB M MOPYYEHWI PYKOBOACTBA OpraHmn3aumm ¢ KOHTPOrns

MHqDOpMVIpOBaHMe pyKoBoACTBa 1 nNoArotoska aHanmMTnM4eCKmMx cnpaBok O
COCTOSIHAM UCMOMHUTENBCKON ANCLMNMAWHBI B opraHusauunn

Heobxoavmble ymeHus OnpenensaTtb unu yctaHaBnmMBaTb CPOKM UCMONMHEHNS JOKYMEHTOB
OcyLecTBnSATb NOCTAHOBKY Ha KOHTPOIb, CHATUE C KOHTPOMNS AOKYMEHTOB U
NOpYYEHNI pyKOBOACTBA

BHoOCUTb AaHHblE O cpoKax M cneundmuke MCNONMHEHUS JOKYMEHTOB B
KOHTPOIbHbIE KapTOTEKU U aBTOMATU3NPOBAHHbIE CUCTEMbI KOHTPOIS
opraHusauum

0O606watb 1 aHanuanposaTb MHPOPMaLMIO O Xo4e U pe3yrbTaTax
UCMONHEHNS OKYMEHTOB B OpraHu3aumu

Pa3pabatbiBaTb NepeyHn JOKYMEHTOB OpraHn3aLmmn ¢ TUNOBbIMU CPOKaMM UX
NCMONHeHNs

Heobxoanmble 3HaHuA Mopsagok onpegeneHns CpoKOB UCNONMHEHUS JOKYMEHTOB B OpraHm3aLumm
HopmaTtunBHble npaBoBble akTbl Poccuickon degepaumm, ycTaHaBnmBawoLwmne
TUMOBbLIE CPOKWN UCTIONMHEHNS JOKYMEHTOB

MeToauku BeLeHMs CPOKOBOIO KOHTPOMSA U KOHTPOMS MO CyLLEeCTBY
peLluaemMoro Bonpoca

MNopsook BHECEHUSI Pe30MIoLMI PYKOBOAMTENS OpraHn3aumm B
perncTpaumnoHHyo opmMy B TpaaULMOHHOM M aBTOMAaTU3MPOBAHHOM
pexumMax

TexHonornyeckme atanbl paboTbl C pa3nMyHbLIMK KaTeropusMm JOKYMEHTOB
opraHu3aumu

Mopsook NCNONHEeHWs JOKYMEHTOB B OpraHu3auum
YcnoBus CHATUS AOKYMEHTa C KOHTPOSsS B OpraHv3aumm
Opyrve xapakTepucTukm -

3.1.7. TPYAOBAA ®YHKUNA

HanmeHoBaHne OpraHu3aums onepaTMBHOIO XpaHeHNs Kog A/07.6 YpoBeHb 6
OOKYMEHTOB B OpraHusauum u nepegayu (noaypoBeHb)
Jen Ans nocrnenyoLlero XxpaHeHms [CER Y
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MpovncxoxaeHne TpygoBom OpwiruHan X 3aumcTBOBaHO M3
DYHKLUN opuruHana
Kon PernctpaumoHHbIn
opuvruHana Homep
npogeccmoHansHoro
CTaHfapTa
TpynoBble gencTBus KoHTponb hopMupoBaHust JOKYMEHTOB B ena 1 OpraHu3aums nx

XpaHeHunda B nogpasaeneHnax opraHnsaunm

dopmupoBaHMe 4en U OpraHn3aLms X onepaTUBHOTO XpaHEHS B
noapasgeneHun JOKyMEHTaLMOHHOTO obecneyeHuns yrpasreHus

KoHTporb co3faHns v BeAeHMs CrPaBoYHO-NOUCKOBLIX CPEACTB Mo
[OKYMEHTaM, XpaHALLMMCS B NOAPa3aeneHNsX opraHmsaLmm
(HoMeHKknaTypa ger, onucu)

CocrTaBrneHve v BeaeH1e HOMEHKNaTypbl Aen opraHn3aLmm

ObecneyeHune COXPaHHOCTWU CO34aHHbIX B OpraHn3aunn opraHn3aunoHHO-
pacnopagnTenbHbIX JOKYMEHTOB Ha Pa3fiMvyHbIX HOCUTENAX

KoHTporib Bblayn B onepaTyBHOE MOMb30BaHWe OKYMEHTOB OpraHusaLmm
1 UX Bo3BpaTa

MpoBeneHWe akcnepTu3bl LEHHOCTU AOKYMEHTOB B COCTaBE 9KCMepTHOM
KOMMCCUM OpraHu3aumm

MoaroToBKa AOKYMEHTOB AJ11 NepeaaYn B apXvB UMK Ha YHUHTOXEHUE
HeobxoauMble yMeHs Pa3pabatbiBaTb HOMEHKIATYpY AeNn CTPYKTYPHOrO NoapasaeneHus u
CBOAHYIO HOMEHKNATYpy Aen opraHusauum

HactpauBatb napameTpbl pa3nenos HOMeHKNaTypbl B CUCTEME
3NEeKTPOHHOTO AOKYMEHTOOG0POTa opraHm3aLmm

CucTeMaTnaMpoBaTh JOKYMEHTbI, OPMUMPOBATL Aerna B COOTBETCTBUN C
HOMEHKNaTypoW Len opraHu3aLmm

OcyLUecTBRSATL NOUCK LOKYMEHTOB B MPOLIECCE MX TEKYLLETO XpaHEHUS B
opraHu3auum

OcyLLecTBNSATb METOANYECKOE PYKOBOACTBO OpraHu3auueil XxpaHeHus
[OKYMEHTOB B CTPYKTYPHbIX NOAPAa3saeneHnsiX opraH13aLmm, okasbleaTb UM
NpaKkTUYeCKyo NOMOLLb

KoHTponuposaTb hopmMupoBaHue, XpaHeHve v nepegady 4en B apxve
opraHusaumm

MNMoaroTaenueaTh ONUCK AOKYMEHTOB, NepeaaBaemMbIX B apXuB
opraHmsaumm

MpoBOAUTL 3KCNEPTU3Y LLEHHOCTU AOKYMEHTOB OpraHu3aummn, onpeaenstb
CPOKM NX XpaHEHUsA

O6ecneunBaTh 3aWUTY JOKYMEHTOB OpraHm3auum ot
HECaHKLIMOHNPOBAHHOTO AOCTYNa UM YHUYTOXEHUS

Heobxoammble 3HaHMSA 3akoHoaaTenbHble U HOpMaTUBHbIE NPaBoBble akTbl Poccuiickom
denepaummn B obnactn paboTbl C JOKYMEHTaUMEN 1 uHdopmaumen,
ApXMBHOrO Aena

MeTtoaunyeckune JOKYMEHTbI U HALMOHanbHble CTaHA4apThl B 0bnacTtu
paboThbl C AOKYMEHTaUMen 1 MHopMaLuen, apxMBHOroO Aena

MpaBuna paboTbl ¢ AOKYMEHTaMW OpraHn3aLmm, yCTaHOBNEHHbIE ee
noKanbHbIMW HOPMATUBHBIMW akTaMm

Mopsagok 1 cogepkaHme npoueayp opraHusauuy onepaTnBHOIO XpaHeHus
[JOKYMEHTOB M X NOArOTOBKM K Nepefaye B apxXvB OpraHu3aumm
MeToguka pa3paboTkv 1 BeAeHUS HOMEHKNaTYpbl AeN OpraHn3aumm, B TOM
ynucne B CUCTEME e€e ANEKTPOHHOIO JOKYMEHTOoObopoTa

MpaBuna cuctematmaaumnm n Knaccmgmkaumm AOKYMEHTOB

OcobeHHocTH XpaHeHNA 3NEeKTPOHHbIX JOKYMEHTOB
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KpI/ITepI/II/I onpegeneHna UeHHOCTU OKYMEHTOB ANnA Ux 0T6opa Ha
AanbHevwee XpaHeHune Unn yHU4ToXeHme

[pyrve xapakTepucTukm

3.2. OOBLWEHHASA TPYOOBAA ®YHKLUA

HanmeHoBaHue PykoBOACTBO A€ATENBHOCTbLIO NO Kon B YpoBeHb 7

JOKYMeHTaLMOHHOMY obecrneveHuto KBanudukaumm
ynpaeneHus opraHuaaumen

MpoucxoxgeHne 0606LweHHON
TPYOOBOW (OyHKLMN

OpurnHan X 3anmMcTBOBaHO 13
opvrmHana
Kon PernctpaumoHHbIn
opurmHana HoMep
nNpogeCCUOHanNbHOro
cTaHgapTa

Bo3moXxHbIE HAMMEHOBaHNSA
OOImKHOCTeN, npodeccui

PykoBoauTernb noapasfaeneHuns no JOKyMeHTaUMoHHOMY obecrneyeHnto
yrnpaBrneHus (oenapTaMeHTa, ynpasneHus,, cnyxobl, otaena)

TpeboBaHus kK 06pa3oBaHmio
N 0By4eHMIO

Bbiclwee o6pasoBaHye - cneuuanuTeT, Maructparypa

HononHutenbHoe npodeccmoHanbHoe obpasoBaHue - NporpamMmmbl
npogeccuoHarnbHON NepenoaroToBKU MO NPOUI0 AeATENbHOCTU

TpeboBaHuWs K onbITy
npakTu4yeckon paboTbl

He meHee Tpex net B obnactn OOKYMEHTaUMOHHOIo obecneyeHuns
ynpasneHua

Ocobble ycnosus gonycka K
pabote

[pyrne xapakTepucTuku

,D,OI'IOJ'IHVITeJ'I bHbI€ XapaKTEPUCTUKUN

HanmeHoBaHue gokymeHTa Kog HavmeHoBaHmne 6a30BoW rpynnkl, 4OMKHOCTM (Npodeccun) nnm
cneumanbHOCTK

OK3 1219 Ynpaensiowme hHaHCOBO-3KOHOMNYECKON U
AOMWHUCTPATMBHOWN AEATENBbHOCTLIO, HE BXOAALLME B Apyrue
rpynnbl

EKC - HavanbHuk otgena (6topo, rpynnbl) (B NPOMBILLNIEHHOCTH)

OoKnaTe 24695 HavanbHuk otaena (¢onHaHCOBO-3KOHOMMYECKOIO U
aOMWHUCTPATMBHOTO)

OKCO 032000 [okymeHTOBEAEHME N apX1BOBEeAEHNE

032001 [okymeHTOBEAEHME 1 LOKYMEHTaLMOHHOE 06ecneyeHne
ynpaBneHus
3.2.1. TPYOOBAA ®YHKLUUA
HanmeHoBaHue PykoBOACTBO AEATENBHOCTLIO Kon B/01.7 YpoBeHb 7

rnogpasgeneHuns o JOKYyMEHTaLUMOHHOMY (noaypoBeHb)
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| obecneyeHunto ynpaeneHua opraHm3aumnmn KBaJ'II/Id)I/IKaLI,VIVI

MpovcxoxaeHne TpygoBom OpurmHan X 3aumcTBOBaHO 13
yHKLMM opurnHana
Kon PernctpaumoHHbIn
opvrmHana HoMep
NpogeCCUOHANbLHOIo
cTaHgapTa
Tpyoosble gencTeus OnpeneneHue uenen, 3agay U pyHKUMIA NoapasaeneHns JOKYMEHTALMOHHOIO

obecneyeHuns ynpasneHna opraHm3aunn n ero pa6OTHVIKOB

PacnpeaeneHnne JOMKHOCTHbIX 00sI3aHHOCTE Mexay paboTHUKaMm
noapasgeneHnst LOKYMeHTaUMOHHOTo obecrnedeHns ynpaBneHust opraHm3aumum
PaspaboTka nonoxeHus 0 noApasneneHnm JOKyMeHTaumnoHHoro obecneveHns
yNpaeneHns opraHM3aumm U OMKHOCTHBIX MHCTPYKLUMIA ee paboTHMKOB

MNnaHnpoBaHWe AeATENbHOCTU NOAYMHEHHOTO NoAPa3aeneHnst C yYETOM
pauuoHanbHOro pacnpeaenenns paboT u oGbema NPoM3BOACTBEHHbIX 3a4au
opraHu3auum

PykoBofcTBO paboTHMKaMM NOQYMHEHHOTO NOAPAa3AeNeHns U KOHTPOMb UX
AesiTernbHOCTY B OpraHusaumm

MpoBeaeHWe COBMECTHO ¢ paboTHMKaMM KadpoBOro noapasaerexHus
MeponpuaTUiA No noaGopy nepcoHana Ha 3amelleHne BakaHTHbIX
JAOMKHOCTEN NOAYUHEHHOTO NOAPa3AeneHus

OpraHu3aums o6y4eH s 1 NOBbILLEHUS KBanuduKaLmmM paboTHUKOB
NOAYMHEHHOTO NoApasfeneHns opraHm3auum

KoHTporb cobntogeHns paboTHUKamm NOAYMHEHHOTO noapasaeneHust
TpeboBaHWi oxpaHbl Tpyaa, TPYAO0BON AUCUMMIIMHLI, NPaBU BHYTPEHHETO
TPYLOBOIO pacropsiaka 1 fokasibHbIX HOPMaTUBHLIX aKTOB OpraHu3aLmum
OnpegeneHne NoTpeGHOCTM NOAYMHEHHOTO NoApa3saerieHnst opraHu3aumm B
obopynoBaHuK, NnporpaMMHOM obecneyveHnm, matepuanbHbiX, (MHAHCOBLIX U
pecypcax

MoaroToBKka NPeAsIokeHN No MogepHM3aLUmum pabodmx MecT paboTHUKOB
noapasgeneHuns no JOKyMEHTaLMOHHOMY obecnedeHuto yrpasreHus
OnpegeneHune acheKTUBHOCTY AEATENBHOCTY NOAYMHEHHOTO NoApasaeneHns
opraHmsauum

Heobxoammble ymeHus YcTtaHaBnuBaTb Kpyr KOMNETEHUUIA 1 OTBETCTBEHHOCTb 3aMeCTUTENEN
pykoBoguTens u paboTHWKOB nogpasfeneHns AoKyMeHTaLMoHHOro
obecneyeHns ynpaBneHns opraHusaumm

OpraHu3oBbIBaTb KOMNMEKTUBHY Y UHOUBUAYANbHY paboTy paboTHUKOB
NogYMHEHHOrO nogpasaeneHns opraHm3auum

ObecneunBaTb B3anMoaencTeme nogpasgeneHns JoKyMeHTaLnoHHOro
obecneyeHns ynpaBneHnsi Co CTPYKTYPHbIMU NOAPa3aeneHnsIMmn
[OOMKHOCTHBIMY NLLAMM OpraHu3aumm

Pa3pabatbiBaTb NONoXeHWe 0 NoapasgeneHni 1 JOMKHOCTHBIE MHCTPYKLMK
paboTHMKOB OpraHM3auum

YcTaHaBnuBaTb 4N Kaxaon pyHKuMn paboTHMKa cryxObl
[OOKYMEHTaLMOHHOro 0becneyeHust ynpaBneHus npasa u OTBETCTBEHHOCTb,
obecneunBaloLLme KOPPEKTHOE BbINOMHEHME 3TON (hYHKLUM B pamKax
OesATENbHOCTY opraHu3auum

MprHMMaTL Mepbl MO YCTPaHEHWI0 HEQOCTATKOB B paboTe NOAYMHEHHOTO
CTPYKTYPHOrO nogpasaeneHns opraHmsauum

MNpoBoaMTb TECTUPOBaHME U OLIEHKY PaboTbl MOAYMHEHHBIX PAbOTHUKOB B
opraHusauum

OpraHu3oBbiBaTb 00y4eHWe 1 NOBbILLEHWE KBanudmKaLum
[enonpovn3BoACTBEHHOIO NepcoHana opraHusauum
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Onpep,en;m: NPUOPUTETHbIE HanpaslieHNA Pa3BUTUA noapasaeneHna
AOKYMEHTaUuMOHHOIo obecneyeHus ynpasrneHna opraHn3aumm

PaspabaTbiBaTb Mepbl MO NOBLILWEHMIO 3PEKTUBHOCTU AEATENBHOCTN
pabOoTHMKOB NOAYMHEHHOO NOAPA3AEneHNs opraHM3aLmum

BHeﬂ,pﬂTb HOBbl€ TEXHOOrMn n Mmetoabl pa6OTbI B AeATeNbHOCTb
NOAYMHEHHOro noapasageneHna opraHn3aunn

Heobxoaumble 3HaHUS

CTpyKTypa opraHusaLmu, ee noapasaeneHns 1 omKHOCTH,
3aQeNCTBOBaHHbIE B NPOLIECCAX JOKYMEHTALMOHHOIO oGecneyeHus
ynpasreHus

OcobeHHOCTY pernaMeHTauumn Tpyaa paboTHUKOB NOAYUMHEHHOTO
nogpasneneHus opraHusaumm

3akoHoaaTenbHble U HOpMaTUBHbIE MPaBoBble akTbl Poccuiickon ®egepaumnm
B obnacTtu paboTbl C JOKYMeHTaumen n nHdopmaLmen, apxmBHOro aena

MeTogunyeckne LOKYMEHTbI U HaLMOHaNbHble CTaHAapTbl B obnactu paboTsl ¢
OOKyMeHTaumen 1 nHgopmavment, apxmBHoro gena

MpaBuna coctaBneHus 1 0POPMIEHNUS NOKaNbHLIX HOPMATUBHbLIX aKTOB,
onpenensitoLwmx NpaBoBOE MONOXEHNE CTPYKTYPHLIX NoApa3neneHni n
paboTHUKOB OpraHM3auun

®yHKUMOHANbHOE HaMNoNHeHWe AeATeNbHOCTU PasnnYHbIX PaBOTHUKOB
nogpasneneHns JOKyMeHTaLMOHHOro o6ecneyeHnst yrnpasneHns
opraHusaumm, a Takke NoAYMHEHHbLIX eMy CTPYKTYP

MpaBuna HOpPMUPOBaHUS TPyZa U pacyeTa IBOYHON YNCTIEHHOCTM
[EenonpousBoACTBEHHOMO NepcoHarna opraHu3aumm

MpaBuna opraHusauumM paboumx MecT paboTHUKOB opraHusaLum

TpeboBaHuMsa oxpaHbl Tpyaa

dopmbl Aenonpon3BoACcTBa, onpeaensLLe opraHu3auntio paboTsl
noApasaeneHnst JOKYMEHTaLMOHHOIo oGecrneyeHmns ynpasrieHnst opraHnsaLumm

MpaBuna opraHU3aLMOHHOMO NPOEKTUPOBAHMUS 4Nsi OpraHusaLmm

MeToaunkn ynpaeneHnua nepcoHasnioM opraHu3auum

TpyaoBoe 3akoHopaTenbCcTBO Poccuinckon denepaumm

[pyrne xapakTepucTukm

3.2.2. TPYOAOBAA ®YHKLUNA

HanmeHoBaHne OpraHusaumst pa3paboTku nokanbHbIX Kog B/02.7 YpoBeHb 7
HOPMAaTUBHbIX aKTOB U METOANYECKUX (noaypoBeHb)
OOKYMEHTOB MO AOKYMEHTaLUOHHOMY kBanudmkaumm
obecneyeHunto ynpasneHusa opraHnsaumm

MpoucxoxgeHve TpyooBOW
dyHKLMM

OpvirnuHan X 3aumcTBOBaHO M3
opuvruHana
Kon PernctpaumoHHbIn
opuvruHana Homep
npodeccrmoHansHoro
CcTaHgapTa

TpyooBble gencrans

Onpe,qeneHme Hal'lpaBJ'IeHI/II?I BHyTpeHHeVI pernameHTaunmn
AOOKYMEeHTaUMOHHOIo obecneyeHus ynpasneHuna opraHnsaumm

PykoBOLCTBO pa3paboTkoi fokanbHbIX HOPMaTMBHLIX aKTOB OpraHu3auum B
COOTBETCTBUY C €€ MOSIMTUKON B cdhepe AOKYMEHTaLMOHHOMo o6ecneveHunst
ynpasreHus
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Opl’aHM3aLI,VIFI cornacoBaHus, yTeepxxgeHusa nokanbHbIX HOPMaTUBHbIX
aKTOB OpraHunsaumm no JOKyMeHTauUOHHOMY obecneyeHuto ee ynpaeneHusa

OpraHunsaums 03HaKoMIeHNst PaBoTHUKOB C NMOKasibHbIMW HOPMaTUBHLIMM
aKTamm 1 MeToAMYECKUMU AOKYMEHTaMU opraHu3aumum no
[OKYMEHTaLMOHHOMY 06ecnedeHnio ee ynpasneHns

KOHcyﬂbTMpOBaHVIe pa6OTHI/IKOB opraHmsauunn no sonpocam npuMeHeHua
JNOKarbHbIX HOPMAaTUBHbIX aKTOB 1 NCNOJ1b30BaHUA METOOUK pa6OTbI C
AOOKyMeHTaMu opraHu3auumn

OpFaHVISaLI,VIﬂ pa60TbI No aKkTyanusaunn nokasribHbIX HOPMaTUBHbIX aKTOB U
MeToANYEeCKNX JOKYMEHTOB OpraHusaunm no AOKYyMeHTaUuMOHHOMY
obecneyeHunto ee ynpasrneHus

Heobxoammble ymeHus

anMeHﬂTb npaBoBble HOPMbI ANA COCTaB/IEHNA U O(*)OpMﬂeHVIFI NOKanbHbIX
HOPMaTUBHbIX aKTOB OpraHu3auumn

PaspabaTbiBaTh eguHy0 NONUTUKY OpraHu3auum B cepe
[OKyMEeHTaLUMoHHoro obecneyeHns ee ynpaBneHus

OpFaHI/I3OBbIBaTb AeATENbHOCTb pa6oq|/|x rpynn no noArotoBke NpoeKkToB
JIOKalnbHbIX HOPMAaTUBHbIX aKTOB OpraHn3auumn

NHTerpupoBaTh [eronpon3BoaCTBEHHbIE NPOLECCHl U NpoLeaypbl B
[enoBble (ynpaBrneH4Yeckre) npoLecchbl opraHnsaLmm

OTpa)KaTb y4yactue oTaenbHbIX paﬁOTHI/IKOB N CTPYKTYPHbIX nop,pas,qeneHl/u?l
opraHmn3aunn B ee enonpon3BoacTBEHHbIX nNpoueccax

MpoBoAWTL NpoLeaypbl PACCMOTPEHWS!, KOTNNEKTUBHOTO 06CYXAEHMS,
YTBEPXOEHWS U COrMacoBaHMs MPOEKTOB JTOKaSIbHbIX HOPMaTUBHbIX aKTOB
opraHu3auum

anMeHﬂTb Mepbl, obecneynBatoLLme BbINONHEHNE BCEMU pa6OTHVIKaMVI
opraHmsauunu Tpe60BaHMl71, 3aKpeniieHHbIX B NOKallbHbIX HOPMATUBHbIX
aKTax no AOKyMeHTauMOHHOMY obecneyeHnto ynpaeneHua opraHm3auunm

Heobxoaumble 3HaHUSA

3akoHoaaTenbHble M HOpMaTUBHbIE MPaBOBbLIE akTbl Poccuiickom
depnepaumn, cogepxalyne TpeboBaHNs K opraHm3aumm JOKYMEHTaLNUOHHOo
obecneyeHns ynpaBneHns opraHm3awmm

MeToauyeckme OOKYMEHTbI U HALMOHamNbHbIE CTaHAAPThI, CoaepXaluue
TpebGoBaHWs K opraHM3aLmmn 4OKYMeHTaLMOHHOMO 0GecneyeHnst ynpaeneHus
opraHu3auum

TunoBble 1 NPUMEPHbIE MOMOXEHUS U UHCTPYKLUMK B chepe
LOKYMeHTaUMoHHOro obecneveHns ynpaeneHus

TpeGOBaHVIFI K CTPYKTYp€E 1 coaepKaHUo oTAENbHbIX BUOOB JTOKanbHbIX
HOPMaTUBHbIX aKTOB

MNpaBuna pa3paboTtku n ochopMNeHNs JOKYMEHTALNM, pernaMeHTUpyoLLen
[JOKYMEHTaLMOHHOE obecneyeHre ynpasneHns B OpraHu3awmm

YyacTku pa60TbI nogpasaeneHuna JOKyMeHTauMoOHHOro obecneyeHuns
ynpaeneHuna opraHm3aynm n nx d)yHKLI,VIOHaJ'IbHOG HanonHeHne

rlOpﬂ,El,OK O3HaKoMNeHusd paGOTHVIKOB C NoKanbHbIMX HOPMaTUBHbIMA
aKTamMu opraHusaumm

CocTaB crneuuanvcToB, y4acTByOLMX B paspaboTke NMPOEKTOB fOKasbHbIX
HOPMaTMBHbIX aKTOB OpraH13aLmm

TpynoBoe 3akoHofaTenbcTBO Poccuiickon denepauum, TpeboBaHWSA 0XpaHbl
TpyAa

Jpyrve xapakTepucTuku

3.2.3. TPYAOBAA ®YHKUNA
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HanmeHoBaHue MocTpoeHne cMcTeEMbl AOKYMEHTALMOHHOIO Kon B/03.7 YpoBeHb 7

obecneyeHVs ynpaeneH1st opraH13aLmm (nopypoBeHb)

KBanudmkaumm

MpovncxoxaeHne TpygoBom
dyHKLUMM

OpviruHan X 3anumcTBOBaHO M3
opurmHana

Kon, PernctpaumoHHbIn
opurnHana HOMep
npodeccrmoHansHoro
cTaHgapTa

TpyooBble gencTaus

PaspaboTka nonuTuku opraHusaumm B o6nact 4oKyMeHTaLMOHHOMo
obecneyeHns ee ynpaBneHus

CopewicTBre BHEAPEHUIO CTAHAAPTOB OpraHunsaumm B cdepy
[OOKYMEHTaLMOHHOro obecneyeHus ee ynpasneHus

KOOp,CI,I/IHaLI,I/Iﬂ 0eATenbHOCTU NO CO3aaHNI0 N COBEPLLUEHCTBOBAHUIO CUCTEMbI
OOKYMEHTaUMOHHOIo obecneyeHus ynpaeneHua opraHm3aunn

ObecneyeHre B3anMoaeicTBMS noapasaeneHnii opraHu3aumm Npyu peleHnm
3afay B 06nacTu OKYMEHTaLMOHHOTo obecrneyeHns ee ynpasrneHus

ObecneyeHune (*)yHKLI,I/IOHVIDOBaHI/IFl CUCTEMbI OKYMEHTAUMOHHOIO
obecneyeHuns ynpaeneHua opraHm3aunm

OpraHu3zaums paboTbl Mo NoaaepXKaHWo CUCTEMbI OKYMEHTALMOHHOMO
obecneyeHns ynpaBneHus opraH13aLum B akTyanbHOM COCTOSHUM

BHepgpeHWe coBpeMeHHbIX METOAOB U cpeacTB 06paboTku MHdopmaLumm B
pamKkax peanusauum euHon TEXHONMOMM CUCTEMbI YNPaBNeHNst JOKYMEHTaMM
opraHusauum

YnpaBrneHue NnpoekTamu JOKYMEeHTaLMOHHOrO 06ecneyeHus ynpasneHus
opraHu3auum

PykoBoacTeo pa3paboTkoi NnaHoB 1 rpadmkos paboT Mo peLleHnto 3aaay
opraH13aLmMn B paMKax CUCTEMb! IOKYMEHTaLMOHHOro obecrneveHuns ee
ynpasneHus

Onpepenexne yHKUNIA, BbIMOSTHAEMbIX CUCTEMOW 3NEKTPOHHOIO
[OKyMeHTO0b0opOoTa opraHm3aumm, 1 ee aktyanusauus

OpraHu3aums KOHCYNLTUPOBaHWS PpaGOTHMKOB OpraHM3aLmMm No Bonpocam
paboThbl C ee JOKyMEHTaMM

Heobxoammble ymeHus

AHanuanpoBaTtb NepeaoBO OTEYECTBEHHbIN U 3apyBexHbI onbIT B 06nacTtu
[OOKYMEHTaLMOHHOro obecneveHust ynpaBneHms

O6ocHOBLIBaTb NONOXEHUS cTparermm pas3Bntua N NONNTUKN opraHn3aunn B
obnactu LOOKYMEHTaUMOHHOIo obecneyeHus ynpasneHua

MpoBoANTb aHaNMU3 MHOPMALIMK O COCTOSIHUM CUCTEMbI JOKYMEHTaLMOHHOMO
obecneyeHnst ynpaBneHusi opraHm3aumm

BHocuTb apryMmeHTnpoBaHHbIE OpraHn3auMOHHbIE U TEXHOJ10Irn4Yeckmne
npennoxexHuma no opraHn3aunn N coeepLleHCTBOBaHNIO CUCTEMbI
OOKYMEHTaUMOHHOIo obecneyeHus ynpaeneHua opraHm3aunn

ObecneynBatb B3aUMOAENCTBME NOAPA3AENEHNIA OpraHM3aumMy nNo Bonpocam
paboTbl C AOKYMEHTaMM

OueHunBaTtb SdD(beKTVIBHOCTb npowueccoB JOKYMEHTaUNOHHOIo obecneyeHus
ynpaeneHua opraHm3aunn

OnpenenaTtb MYHKUMM, BLINOMHAEMbIE CUCTEMOW 3MEKTPOHHOTO
JOKYMEHTO0BbOopOTa opraHu3auum, 1 OTCIEXMBATL ee aKTyanusaumio

MpUHUMATL PELLEHUst B CIIOXHBIX U CMIOPHbIX CUTYaLUsIX B paMKax CBOEN
NpodeccMoHanbHol OeATENBLHOCTU

PeluaTb 3agaym HOpMaTMBHOIO U MeToguyeckoro obecrnedeHus
JOKYMEHTALMOHHOTO obecneyeHus yrpasrieHus opraHusaumm

[okyMeHT coxpaHeH ¢ noptana docs.cntd.ru — anekTpoHHoro coHaa us 6onee 25 000 000 HopMaTUBHO-NPABOBbLIX U HOPMATUBHO-TEXHUYECKUX JJOKYMEHTOB


http://docs.cntd.ru/

06 yTBepxAeHUN NnpodeccmoHansbHOro ctaHaapTa "Cneuunannct no ynpaeneHnto 4oKyMeHTaumen opraHusaummn’
lpuka3z Munmpyda Poccuu om 10 mas 2017 2. Ne 416H

Ctpanuua 18

Heobxoonmble 3HaHUSA

3akoHoaaTenbHble U HOpMaTUBHbIE NpaBoBble akTbl Poccuiickon ®enepauum
B chepe AOKYMEHTaLMOHHOro obecneyeHnst ynpasneHms n nHhopMaLMOHHbIX
TEXHONOornMn

MeTognyeckme 4OKYMEHThI M HaUMOHanbHbIe CTaHA4apThl B chepe
[OOKYMEHTaLMOHHOro obecneyeHus ynpaeneHus U MHOPMaLOHHbIX
TEXHOMNOrnmn

[encreylowmne mexxayHapoaHble cTaHaapTbl B 06nactv ynpasneHus
OOKyMeHTaumen

MNepenoBol OTEYECTBEHHBIN OMbIT 1 HAay4Hble pa3paboTku B obnactu
MH(OPMALIMOHHOIO U JOKYMEHTALMOHHOIO obecneyeHmst ynpaBneHus

PbIHOK MHOpMaLIMOHHBIX yCnyr; cpeacTsa cbopa, nepenadmn n obpaboTku
nHopmMaLmu

Mopsigok paspaboTku, 0dOPMIIEHUS, YTBEPXKOAEHUS U BHEAPEHMUS NMOKaNbHbIX
aKTOB opraHu3auum

CprKTypa N HanpaeneHna OeATeribHOCTU OopraHn3aunmn

®YHKUMM 1 NOPAOOK B3aUMOAENCTBUS NoApasaeneHunii opraHmsaumum

MeToabl NPOEKTUpoBaHUA 1 NnaHNpoBaHUA pa60T B opraHunsauunmn

Mopsnok pa3paboTkv 1 yTBEPXKAEHUSI NEPCMNEKTUBHBIX 1 TEKYLLUX NMAHOB
paboT opraHm3auun

MeToabl aHanm3a nokasaTenen AesTenbHOCTM Mo OOKYMEeHTaUuMOHHOMY
obecneyeHuto ynpaeneHua opraHm3aunn

Opyrve xapakTepucTukm

3.2.4. TPYAOBAA ®YHKUNA

HanmeHoBaHue

MpovcxoxaeHne TpyooBou
yHKLMM

OcyLuecTBneHne KOHTPOrs Koa B/04.7 YpoBeHb
YHKLMOHMPOBAHUS CUCTEMbI (noaypoBeHb)
JOKYMeHTaLMoHHoro obecneyeHns KBanudukalmum
ynpaereHns opraHu3aumu
OpurnHan X 3anMmMcTBOBaHO 13
opuvruHana
Kon PernctpaLmoHHbIn
opuvruHana Homep
NpogeCCUOHarnbHOro
CTaHgapTa

Tpyoosble gencTeus

OcyLLlecTBREHNE KOHTPONSA BeAeHUst AeNONpPON3BOACTBA B OpraHM3aLmm B
COOTBETCTBUW C YCTAHOBIEHHLIM B HEW MOPsiAKOM, CBOEBPEMEHHOE NPUHSTHE
Mep Mo NpeaynpexaeHno HapyLLeHni

OcyLLI,eCTBJ'IeHVIe KOHTPOIA UCNONMHEHUA JTOKalbHbIX HOPMATUBHbIX aKTOB U
MeToAn4YeCKnxX AOKYMEHTOB MO AOKYMEHTaLUMOHHOMY obecneyeHunto
ynpaeneHua opraHm3aunn

OpFaHVI3aLI,VIF| pa6OTbI Nno BbIABIIEHUIO HapyLIJeHVIVI B NOAroToBKe U o6p360TKe
LOOKYMEHTOB OpraHun3auumn, onpegeneHne mep no nx yctpaHeHuo

OC)/LLI,eCTBJ'IeHVIe KOHTpOnA NCMONHMTENBCKOW OUCLMNANHBI paGOTHVIKOB
opraHmsauun

OCyLIJ,eCTBJ'IeHVIe KOHTpoOn4a beHKLl,VIOHVIpOBaHI/IFl CUCTEMbI ANTEKTPOHHOIO
,El,OKyMeHTOOGOpOTa opraHmnsauumm n ee CBOGBpeMeHHOVI aKkTyanmsaumm

OcyLecTBneHMe KOHTPOMNS (hOPMUPOBaHUSA Aen U opraHM3aLmm
onepaTMBHOMO XpaHEHUs! AOKYMEHTOB B OpraH13aLmm
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NcnonHeHne qDyHKLl,MVI 3amMecTuTena npeacenarena SKCFIepTHOVI KomMuccum
opraHmsauun

OpraHusaums 1 npoBedeHne NpoBEepPOK AeATENbHOCTA CTPYKTYPHBIX
nogpasaeneHnin opraHnsaLmumn No BONpocam AOKYMEHTaLMOHHOIO
obecneyeHns ynpaeneHus

MOHI/ITOpMHF pe3ynbraTtoB pelleHna 3agad opraHm3aunn no Bonpocam
AOKYMEHTaUMOHHOIo obecneyeHus ynpasneHuna, aHanns3 gaHHbIX
MOHUTOPWUHIa

KOHTpOrb CBOEBPEMEHHOrO YCTpaHeHNs HEQOCTaTKoB B paboTe ¢
[IOKyMeHTaMu opraHu3aLum

OnpegeneHune achheKTUBHOCTU MEPOMNPUATUI MO COBEPLIEHCTBOBAHUIO
CUCTEMbI JOKYMEHTALMOHHOIO 0becneyeHuns yrpasrieHus opraHusaumm

Heobxogvmble ymeHus

ObecneunBaTbh HOPMUPOBAHNE Y COXPAHHOCTb AOKYMEHTamNbHOro hoHaa
opraHusaLum B COOTBETCTBMU C TpeBOBaAHMSMU HOPMATUBHbIX NPABOBbIX
akToB Poccuiickon ®egepaumm 1 nokanbHbIX HOPMaTUBHbIX akToOB

BHocuTb apryMmeHTnpoBaHHble OpraHn3auMoOHHbIEe U TEXHOJ10rn4eckmne
npegnoXxeHma no opraHM3auum U coBepLlEeHCTBOBAHNIO CUCTEMbI
AOKYMEHTaUMOHHOIo obecneyeHuns ynpasneHna opraHn3aumm

MpencTaBnaTh pesynbraTbl KOHTPONbHOW AeSTENBHOCTM MO BONpocam
[OKYMEHTaLMOHHOTO 0becneyeHuns ynpaeneHust B oT4eTax opraHusaumm

OpraHunsoBbiBaTb paboTy no cbopy 1 cuctemaTnsaumm CBeeHun o
NOMNoXeHUn aen B cdhepe AOKYMEHTaLMOHHOIo obecneveHus ynpasneHus
opraHu3aLuu, OCyLeCTBsATL PYKOBOACTBO 3PdEKTUBHBIM UCMOSNb30BaHNEM
[OaHHbIX CBEIEHWNI M €T0 KOHTPOSIb

OpraHu3oBbIBaTb CUCTEMATM3NPOBAHHbIN YYET, XpaHEHWE NOKamnbHbIX
HOPMAaTUBHbIX aKTOB OpraHu3auum no BonpocamM MHopMaLnNoHHOTO U
[OOKYMEHTaLMOHHOTO 0becneyveHust ynpaeneHus U BHECEHNE B HUX MPUHSITBIX
N3MEHEHUN

CBOEBPEMEHHO MH(OPMUPOBATL 06 M3MEHEHMSIX B NTOKANbHBIX HOPMAaTMBHbIX
aKTax pykoBoguTernel 1 paboTHVMKOB NoapasaeneHunii opraHm3aumm

MpUHUMATL PELLEHUs C YYETOM KOHKPETHOW CUTyaLmmn No Bonpocam,
BO3HMKaIOLLMM B XOZ€ KOHTPOSIbHOWM Y aHanuTU4eCKon LesTenbHOCTM B
cepe [oKyMEHTaLUMOHHOro obecneyeHnst ynpaBneHusi opraHusauum

Heobxoaumble 3HaHUS

3akoHogaTtenbHble U HOpMaTUBHbIE NPaBoBble akTbl Poccuiickon ®egepauun
B chepe AOKYMEHTaLMOHHOro obecneyeHnst ynpasneHmst u MHOPMaLMOHHbIX
TEXHONOrN

MeTogunyeckne LOKYMEHTbI 1 HaLUMOHanbHbIe CTaHA4apThbl B chepe
[OOKYMEHTaLMOHHOro obecneveHus ynpaeneHust u MHOPMaLUOHHbIX
TEXHONOrnmn

[encTayrowme MexayHapoaHbele CTaHgapTbl B 061acT ynpaeneHus
JOKyMeHTaumen

I'Ipanu'la opraHmsaunn JOKyMeHTauMoOHHOro obecneyeHuns ynpaeneHua B
COOTBETCTBUN C NNOKalTIbHbIMN HOPMATUBHbIMW aKTaMu opraHu3auunn

®YHKUMM 1 NOPAOOK B3aUMOAENCTBUS NoApa3aeneHunii opraHmsauum

MeToapb! aHanu3a nokasartenemn AesTernbHOCTY Mo AOKYMEHTALMOHHOMY
obecneyeHnto ynpaeneHns

MpaBuna n MeToabl KOHTPONs cobroaeHUs HopM B obnactu
JOKYMEHTALMOHHOIO obecneyeHuns ynpasrneHus

MeTogbl aHanu3a BbINOMHEHWS NPOrpaMM opraHu3auum n
COBEPLUEHCTBOBaHNS JAOKYMEHTaUMOHHOro obecneyeHns ynpaBneHns v
onpegeneHns nx apPeKTUBHOCTH

OpraHusaums yyeTa, Nopsiaok U CPOKM COCTaBIIEHUSt OTYETHOCTU MO BONpoOcam
JOKYMEHTaLMOHHOIO obecneyeHuns ynpasrneHus
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MeTozbl HOPMOKOHTPOIS NPY COCTaBMNEHUM AOKYMEHTOB, onpeaeneHust
YPOBHS YHUOUKALIMM YNPaBNeHYeCKUX JOKYMEHTOB OpraHusauum
KpuTepun LeHHOCTM OOKYMEHTOB ASA UX UCMOMb30BaHMUS, XPaHEHWs UK
BbIAENEHUS K YHUUTOXKEHMIO

Jpyrve xapakTepucTuku

3.2.5. TPYAOBAA ®YHKUNA

HaunmeHoBaHue CoBepLUEHCTBOBaHNE CUCTEMbI Kog B/05.7 YpoBeHb 7
OOKYMEHTaLMOHHOro obecneyeHums (noaypoBeHb)
ynpaBsneHuns opraHu3aumu KBanudukavlum
MpoucxoxaeHve TpygoBon OpwiruHan X 3aMmcTBOBaHO U3
yHKUMM opurnHana
Koa PernctpaumoHHbINn
opuruHana Homep
nNpodeccMoHanbLHoro
CTaHgapTa

TpynoBble gencrens

OnpepernexHne BO3MOXHOCTEN NPUMEHEHNS COBPEMEHHbBIX MHOPMALMOHHbBIX
TEXHOIOrWiA B chepe AOKYMEHTaLMOHHOrO obecneyeHuns ynpasneHus
opraHu3aumMy Ha OCHOBE M3YYEeHWsI TEHOEHUMIA NX Pa3BUTUSA

O60ocHOBaHWEe HEOOXOAMMOCTU COBEPLLEHCTBOBAHNS CUCTEMBI
[OKYMEHTaLMOHHOIO obecneyeHuns ynpaeneHuns opraHmaawmm

OnpepnenexHne HanpaBneHWn pa3BUTKS U COBEPLUEHCTBOBaHUS CUCTEMbI
JOKYMEHTALMOHHOIO obecneyeHuns yrpasrieHus opraHusaLmm

OnpegeneHne mMep No YCTPaAHEHUIO BbISIBNEHHbIX U3bSHOB CUCTEMBI
[OKYMEHTaLMOHHOro obecneyeHuns ynpaeneHus, AencTeytoLlein B
opraHmsauum

OnpepenexHne Mep No ONTMMU3aLMK YPaBNEHYeCcKoro JOKyMeHToobopoTa
opraHu3auum

PaspaboTka MeToaNKM COBEPLUEHCTBOBAHUS! CUCTEMbI [OKYMEHTALMOHHOMO
obecneyeHus yrpaeneHus opraHmsauum

MogroToBka nakeTa JOKYMEHTOB, COMPOBOXAAOLLMX NpoLiecc pa3paboTku,
BHeOpeHna n ncnonb3oBaHNUA CUCTEMbI SNEKTPOHHOIO JJ,OKyMeHTOO60pOTa
opraHu3aumm B ccpepe OKYMEHTaLMOHHOrO obecrneyveHms ee ynpaBneHus
OpraHusaums npouecca pa3paboTku 1 BHeAPEeHUsS1 CUCTEMbI ANEKTPOHHOTO
[OKYMeHTO060pOTa opraHusauum B cchepe fOoKyMeHTaUMoHHOro obecneyeHuns
€e ynpaBneHua

KOOpLI.VIHaLI,VIFI OeATeNbHOCTU NO COBEPLLUEHCTBOBAHUIO CUCTEMbI
[OKYMEHTaLMOHHOro obecneyeHmns ynpaBneHns opraHnsaumm

Heobxogumble ymeHus

AHanuampoBaTb MHOPMALNIO O COCTOSIHUM CUCTEMbI [LOKYMEHTaLMOHHOMO
obecneyeHust yrpaeneHus opraHmsauum

BHOCUTb apryMeHTUpPOBaHHbIE OpraHN3aLOHHbIE U TEXHOMNOTUYEecKme
npeanoXeHus No opraHU3aLun 1 COBEPLLEHCTBOBAHMIO CUCTEMBI
[I0KYMEHTaLMOHHOro 06ecrneyeHuns ynpaeneHus opraHmaaLmm

CocTaBnsiTe TEXHUYECKOE 3aaHNe Ha NPOEKTUPOBaHWE U BHeOpeHNe
CUCTEMBI 3MEKTPOHHOIO JOKYMEHTOO60pOTa B cchepe AOKYMEHTALMOHHOIO
obecneyeHust yrpaeneHus opraHmsauum

BbIGMpaTh onTMManbHY0 CUCTEMY 3MEKTPOHHOIO AOKYMEHTOobopoTa,
OTBeYaloLLyto 3aja4yamM JOKYMEHTALMOHHOTO obecneyeHus ynpasrneHus
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opraHusaumm

0O60cHOBLIBaTb HEOOXOAMMOCTb BHEOPEHWNSI CUCTEMBI ANTEKTPOHHOIO
[OKyMeHTO060poTa B chepy AOKYMEHTALMOHHOIO 06ecneyeHns ynpaeneHms
opraHu3aumu

OpraHusoBbiBaTh 00y4eHMe pabOTHUKOB OpraHU3aLuyM COBPEMEHHbIM
mMeToAaM paboThbl C AOKYMEHTaMK B chepe AOKYMEHTaLMOHHOro obecneveHus
ynpaBneHus

AKTyanmanpoBaTb floKarnbHble HOPMaTUBHbIE aKTbl OpraHn3aunm ¢ y4eToM
BHEAPEHMS COBPEMEHHbIX METOAOB paboThbl C AOKYMEHTaMM

Heobxoaumble 3HaHKSA 3akoHofaTenbHble M HOPMaTUBHbIE NPaBoBble akTbl Poccuiickon depepaunm
B cchepe AOKYMEHTaLMOHHOro obecneyeHunst ynpaeneHust u MHMOPMaLUMOHHbIX
TEXHOIOrnMN

MeTognyeckne LOKYMEHThI M HaLUMOHanbHbIE CTaHA4apThbl B cdhepe
[OKYMEHTALMOHHOro obecneyeHuns ynpaeneHns 1 MHPOPMaLMOHHbIX
TEXHOMNOrnn

[encreylowne mexxayHapoaHble cTaHaapTbl B 0bnactu ynpaeneHus
OOKyMeHTaumen

MepenoBoi 0TEYECTBEHHbIV OMbIT U Hay4Hble pa3paboTkm B obnacTu
MH(OPMaLMOHHOTO 1 OKYMEHTaLUMOHHOIO obecneveHns ynpasneHus
MeToabl NPOEKTUPOBAHMS 1 NaHNPOBaHKS paboT MO COBEPLLUEHCTBOBAHUIO
[OOKYMEHTaLMOHHOro 0becneyeHus yrnpaeneHust opraHM3aumum

CoBpeMeHHbIE CUCTEMBI ANEKTPOHHOIO AOKYMEHTOO00POTa, UCMONb3YyEMbIE B
cepe AOKYMEHTALMOHHOIO obecneyeHnst ynpasneHus opraHM3aumm, u nx
bYHKLMOHamnbHbIE BO3MOXHOCTH

BenyLiue opraHu3aumm - pa3paboTymki CUCTEM 3MEKTPOHHOIO
OOoKyMeHToobopoTa Ans cdepbl JOKYMEHTALMOHHOTO obecneveHunst
ynpaBneHust opraHusauum

PbIHOK MHGpOPMaLMOHHBIX YCIyr, cpeacTBa cbopa, nepegayv u o6paboTku
WHopmaumm

[pyrne xapakTepucTukm -

3.3. OBOBLWEHHAA TPYOOBAA ®YHKUUA

HaumeHoBaHune YnpaBneHne AOKyMeHTaLMen opraHmaunm Kon C YpoBeHb 8
KBanvgukaumm
MpouncxoxaeHne 0600LLEHHON OpwiruHan X 3anmcTBOBaHO U3
TPYAOBON (OyHKUMN opvrmHana
Kon PernctpaumoHHbIn
opvrMHana HoMep
npodeccrmoHansHoro
cTaHgapTa

Bo3amoxHble Ynpaensowuii JOKyMeHTaumen
HauMeHOoBaHMS
OOIMKHOCTEN, npodeccuin 3amecTuTenb pyKoBOAUTENS OpraHun3aumm No BoONpocam ynpaeneHus

OOKyMeHTaumen
TpeboBaHus Kk Briclwee obpa3oBaHue - cneyvanuTeTt, Mmaructparypa
obpaszoBaHuio 1 0by4eHmio

HononHutensHoe npodeccnoHanbHoe 06pasoBaHue - NporpaMmbl

npodeccrmoHanbHoM NepenoaroToBKkM No Npodunio 4esTeNbHOCTH
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TpeboBaHuWsA K OnbITY He mMeHee naTu net pykoBoasLLen AesTenbHOCTU B cdepe
npakTnyeckomn paborol AOKYMEHTaLMOHHOro obecneyeHuns ynpasneHus opraHusaumen
Ocobbie ycnosust gonycka -

K paboTe

[pyrue xapakrepnctuku -

[ononHuTtenbHble XapaKTePUCTUKN

HaumeHoBaHue Ko HavnmeHoBaHue 6a30Bo rpynmbl, AOMKHOCTM (Npodheccun) nnm
OOKyMeHTa cneumnanbHOCTK
OK3 1213 PykoBoguTenb B 06rnactv onpeaeneHus NofmMTUKA 1 MaHMpoBaHus
AeaTenbHOCTH
OKCO 032000 [okymeHTOBeAEHNE 1 apxuBoBedeHUe
032001 [lokymeHTOBegeHNE 1 AOKYMEHTALMOHHOE obecneveHmne
ynpasneHns

3.3.1. TPYAOBAA ®YHKLUNA

HaunmeHoBaHue Crpatermyeckoe nraHMpoBaHue U Koa C/01.8 YpoBeHb 8
PYKOBOACTBO MOCTPOEHVEM €AMHON (nogypoBeHb)
CUCTEMbI yNpaBneHns JOKyMeHTaumen [CER Y
opraHusaumu
MpovcxoxaeHne TpygoBou OpwviruHan X 3aumcTBOBaHO M3
yHKLMM opurnHana
Ko PerncrpaumnoHHbiin
opuvruHana Homep
npodgeccrmoHansHoro
CTaHgapTa
Tpyoosble gencTens Pa3paboTka cTpareruv n nonuTUKK opraHnsauum B cpepe ynpasneHusi ee
OOKyMeHTaumen

PykoBoACTBO BbIGOPOM M BHEOPEHMEM COBPEMEHHbBIX METOAOB, CPEACTB U
TEXHOMNOrnM 06paboTkn MHGOPMaLMK N AOKYMEHTaLMM B pamKax peanusauum
€[IMHON NONUTWKM YNpaBrneHust JOKYMeHTaLueh opraHusaumm

YnpaBneHne NpoeKTOM CO3aHns €MHON CUCTEMBI YrIpaBneHns
OOKyMeHTaLMeln opraHmsaumm

YnpaeneHue npoektamu popMmnpoBaHUs MHGOPMaLMOHHO-CNIPaBOYHbIX
cucteM 1 6a3 AaHHbIX N0 BCEM JOKYMEHTHbIM CUCTEMAM U MHAOPMALMOHHBLIM
pecypcam opraHu3auum

YnpaeneHne npoekTaMu nogaepXKaHus B akTyanbHOM COCTOSIHUM €4MHON
CMCTEMbI yNpaBneHns JOKYMeHTaLmMen opraHM3aumu, a Takke Bcex ee
OOKYMEHTHBIX CUCTEM

PykoBoACTBO npoeKkTamu No MogepHU3aLmMm 1 oNTUMU3aLmumM CUCTEMbI
ynpaBrneHnst OKYMeHTaUMen opraHM3aumm u MMHUMU3aunum pUckoB B STOM
cthepe

Heobxoavmble ymeHust Onpepenatb NPYOPUTETHbIE HaMPaBEHNst Pa3BUTUS CUCTEMbI YpaBreHus
OOKyMeHTaumen opraHm3sauum

PaspabaTbiBaTb CTpaTervio 1 NonUTHKY opraHnsaumm B cepe ynpaeneHus ee
JOKyMeHTaumen
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BbiGupaTh nporpamMMHble NPoAyKTbl, UCMONb3yeMble B YpaBneHum
ZOKyMeHTaLyMen, M CMCTeMbl KOPMopaTUBHOTO 3TIEKTPOHHOTO
[OKyMeHT0060opoTa opraHM3aLmm n 060CHOBLIBaTL BbIGOP

KnaccudumumposaTtb nHdopmaumio 1 BbicTpamsaTb MHpOPMaLMOHHO-
cnpaBoyHble 6a3bl AaHHbIX U MHPOPMALMOHHBIE CUCTEMbI OpraHU3aLum

npOC‘-IMTbIBaTb M oueHuBaTb NnoTeHUunarbHble PUCKAU C(*)epbl ynpaeneHua
,lJ,OKyMeHTaLI,MeVI B OpraHusauumn n npeaorepailatb UX nmbo MWHUMU3NPOBATb

YcTtaHaBnuBaTb Kpyr KOMMNETEHUNIA pYKOBOAUTENEN CTPYKTYPHbIX
nogpasgeneHuii opraHmsaumm B ccpepe ynpasneHus 4oKyMeHTaumnemn Bo
BBEPEHHbIX UM nogpasfaeneHnsx

YctaHaBnuBaTb CPOKU UCNOJNTHEHUA OOKYMEHTOB BO BCEX AOKYMEHTHbIX
cucrtemax opraHusauum

OpraHu3oBbIBaTb KONMEKTUBHY 1 UHAVBUAYANbHYO paboTy pykoBoguTenen
CTPYKTYPHbIX NogpasfeneHnii opraHusauuny B cdepe ynpasneHus
OOKyMeHTaumen

YnpaenaTk B3anMOLENCTBUEM CTPYKTYPHLIX NMOAPa3aeNneHunii opraHn3aunm B
cchepe ynpaBneHust AOKyMeHTaLmei

M3bickBaTb pecypcbl Anst pasBUTKS CUCTEMbI YNpaBIieHUst AOKYMEHTaLUmMen
opraHu3auum

Pa3pabaTbiBaTb Mepbl N0 NOBbILEHUIO 3PEKTUBHOCTH paboThbl OpraHn3aLmm
Yyepes COBEPLUEHCTBOBAHME YNPABEHNS €€ JOKYMEHTaumen

OTcnexuBaTtb UBMEHEHUSI B HOPMATUBHON Base, pernameHTUpyLoLLEen
BOMPOCHI yNpasneHus AokymeHTauuen B Poccunckon degepaumm

PykoBoaWTbL BHEAPEHUEM HOBbIX UH(OPMALIMOHHBIX TEXHOMOTWIA M METOLOB
paboTbl B cdhepy ynpasneHnst JOKyMeHTaLUen opraHsaumm

BbibupaTtb Buabl Hocutenen nHdopmaummn 1 opmatbl XpaHeHus!
3MEKTPOHHBIX JOKYMEHTOB, OCHOBbIBAsICb Ha LIEHHOCTW JOKYMEHTOB
opraHmMsaLum U Cpokax Ux XpaHeHus

MpVHUMaTL peLleHrsi Mo BONpOocam yrpaeMneHust AoKyMeHTauuen
OpraH13aumnmn B CIOXHbIX U CMIOPHbLIX CUTYaLMAX

Heobxoaumble 3HaHUSA

CTpyKTypa opraHu3aLmm 1 ee pyKoBOZSILLMIA COCTaB, ero (yHKLUMU U
pacnpegeneHve o6s3aHHOCTei

Hanpasnenus oestenbHOCTH opraHu3aumnm, yHKUUKN ee CTPYKTYPHbIX
nogpasgenexui, cneunduka nx 4essTeNbHOCTU U ee OKYMEHTaLMOHHOIO
obecneyeHus

®YHKUMM 1 NOPAOOK B3aUMOAENCTBUS NoApasaeneHunii opraHmsaumum

3akoHoaaTenbHble M HOpMaTUBHbIE NpaBoBble akTbl Poccuiickon ®enepavun,
ncnonb3yemMble B chepe ynpaBrneHust JOKyMeHTaumen, a Takke B cepe
OCHOBHOW AeATENbHOCTN OpraHn3aumm

Metoaunueckne JOKYMEHTbI U HALMOHanbHble CTaHAapThl, UCNONb3yeMble B
chepe ynpaBneHnss JOKyMeHTaumen opraHmsaumm

MemyHapongle n 3apy6e>|<Hb|e CTaHOapThl, CI'IELI,I/I(bI/IKaLlI/II/I, TexXHn4yeckmne
OTHETbI NO ynpaslieHNIO ,D,OKyMeHTaLI,MeIZ n I/IH(*)OpMaLI,I/IOHHbIM TEeXHONornam,
ncnonb3yemMbiM B yrpaBneHumn

MNepenoBol OTeYECTBEHHBIN, 3apyOeXHbIN U MEXAYHAPOLHBIA OMbIT U
Hay4Hble pa3paboTku B cdepe ynpaBneHus: JOKyMeHTaLmen

I'Ipanu'la NOCTPOEHUA U (*)yHKLLI/IOHI/IpOBaHI/Iﬂ BCEX CUCTEM [OKyMeHTauunn
opraHusauuu; cneumchKa d:)yHKLlI/IOHI/IpOBaHI/Iﬂ N NpUMeHeHnqA KaXKgom 13 HUX

MpaBuna u MeToabl NOCTPOEHUSt MHPOPMALIMOHHO-CNPABOYHbIX CUCTEM
opraHu3auum, BKiovas 6asbl JaHHbIX

PbIHOK MHGOPMALIMOHHBIX Y TENEKOMMYHUKALMOHHBIX YCHyT,
npefocTaBnsieMblx chepe ynpaBneHnst LoKyMeHTaumnen

MporpaMmHble NPOAYKTbI, UCMOSb3yeMble B YNPaBMEHUI JOKYMeHTauuen, 1
CUCTEMbI KOPMOPaTUBHOTO AOKYMEHToOGopoTa
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Buabl Hocutenen nHgopmMaumm n cneumduka nx NpUMeHeH1s

MeToab! NPOEKTUPOBaHNS U NaHUPOBaHUA paboT, a Takke METOAOMOMMS
OpraHu3aLMoHHOrO NPOEKTUPOBaHMS

nOpﬂ,El,OK pa3pa60TK|/| N yTBEepPXKOEHNA NEePCNeKTUBHbIX N TEKYLLUMX NiTaHOB
pa60T opraHm3auunu, a TaKkke nopAaaokK noarotoBkn OTHETOB 06 1x ucnonHeHum

MeToapbl aHanu3a nokasaTtenein AesTerlbHOCTU Mo BONPOCaM ynpaeBneHus
JOKYMEHTaLMEN opraHusaLmm

TexHonormm n MeToasl ynpaeneHna nepcoHanioM opraHu3auum

Opyrve xapakTepucTukm

3.3.2. TPYAOBAA ®YHKLUNA

HawnmeHoBaHue YnpaBneHue pa3paboTKou NIoKamnbHbIX Ko C/02.8 YpoBeHb
HOPMaTMBHbIX aKTOB OpraHm3auum no (nogypoBeHb)

BOMpOCaM ynpaeneHus ee JOKyMeHTaumewn KBanudmkaumm
MpovcxoxaeHne TpygoBom OpwiruHan X 3aumcTBOBaHO M3
hyHKLMN opuvruHana

Kon PernctpaumoHHbIn
opuvruHana Homep
nNpogeCCUOHanbHOro
CTaHfapTa

TpygoBble gencTaums

PykoBoacTBO pa3paboTkoii 1 BHEAPEHWEM NOKaNbHbLIX HOPMATUBHBIX aKTOB
opraHu3auuy No ynpaeneHuo JOKyMeHTaumen

PykoBoacTBO pa3paboTkon MeToAMYECKNX JOKYMEHTOB N0 BHEAPEHMIO U
WCMOMHEHMIO NOKanbHbIX HOPMATUBHbIX aKTOB OpraHn3aLum no ynpaeneHuio
OOKyMeHTaumen

YnpaBneHue cornacoBaHMeM /v yTBEPXKAEHWEM JOKanbHbIX HOPMATUBHbIX
aKTOB U METOAMNYECKMX JOKYMEHTOB OpraHu3aLmu, UCnosb3yeMbix B
yrnpaBneHum oKyMeHTaLUmen

PykoBoacTBO pa3paboTkoi nokanbHbIX HOPMATUBHBLIX aKTOB M METOAUYECKNX
[OKYMEHTOB OpraHu3aLmmn No BONpocam OpraHn3aummn XpaHeHusl,
obecneyeHns CoXpaHHOCTM, UCMOSb30BAHUS U YHUYTOXEHWUSI JOKYMEHTOB ee
[OKyMeHTanbHoro poHaa

PykoBOACTBO NOCTPOEHEM MHGOPMALMOHHO-MPABOBOW 6a3bl AaHHbIX
opraHv3aumu

PyKOBOD,CTBO CBOGBpeMeHHOVI aKTyaJ'II/I3aLI,VIel71 J10KarbHbIX HOPMAaTUBHbIX
aKTOB opraHu3auuu, UCNomnb3yeMblX B YrpaBrneHnn 4oKyMeHTauuen

Pa3paboTtka mep No npeaoTBpaLLeHNo UM MUHUMU3ALIMA PUCKOB, CBA3aHHbIX
C HECOBEPLLEHCTBOM NOKamNbHbIX HOPMATUBHLIX aKTOB MO YNpPaBReHNIO
JOKyMeHTaLueit opraHnsaLmm

KoHcynbsTupoBaHmne pykoBoACTBa opraHM3auum no BONpocam npuMeHeHus
noKanbHbIX HOPMaTUBHBIX aKTOB OpraHM3aumu, UCNomnb3yeMbliX B YNpaBneHum
[JOKyMeHTaumen

Heobxogumble ymeHus

PykoBoguTb pa3paboTkoi equHON NONUTUKK YNpaBrneHust JOKyMeHTaumen
opraHm3sauum

yl'lpaBJ'IﬂTb npoeKkTamu pa3pa60TKM/aKTyanM3aumm J10KalnbHbIX HOPMAaTUBHbIX
aKTOB OopraHu3auumn, ncnosnb3dyemMbiX B ynpasrieHun JJ,OKyMeHTaLI,VIeI;I

anIMeHFlTb npaBoOBbli€ HOPMbI NMPWY COCTaBieHNN N O(pOpMJ'IeHVII/I JNTOKanbHbIX
HOPMaTUBHbIX aKTOB OpraHn3auunun, Ncnosib3yemblxX B yrnpaBslieHUn
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OOKyMeHTaumen

PykoBoguTb npoueccamm 1 KOHTPONMPOBaTh NpoLeaypbl yNpaBneHns
OOKyMEHTaLMen opraHm3auunm

Bnapetb MHpOpMaLMOHHBIMU TEXHONOMUSAMM, UCMOMb3YeMbIMU MPK
NOCTPOEHUM NHGOPMALIMOHHO-NPaBOBO Ga3bl AaHHbIX OpraHM3aLmm
YnpaensTb npoueaypamMm pacCMOTPEHUS, YTBEPXKAEHNUA U/MNN COrnacoBaHus
NMPOEKTOB fI0KasbHbIX HOPMATUBHBLIX aKTOB OpraHun3aumm, UCMoNb3yeMbiX B
ynpaBneHnun 4OKyMeHTaumen

PykoBoguTb akTyanusaumen nokanbHbIX HOPMaTUBHbLIX aKTOB OpraHnsaumm ¢
YY4ETOM BHEpPEHUS KOPNopaTUBHON CUCTEMbI ANEKTPOHHOTO
OOoKyMeHToobopoTa

OueHunBaTtb y4acTme pykoBOAUTENEN CTPYKTYPHbIX NOgpa3aeneHuii B
npoueccax ynpasneHus AoOKyMeHTaLnen opraHusaunm

YcTaHaBnuBath AN KaXaoro pykoBoguTens CTpyKTypHOro noapasgeneHus
opraHu3aummn npaea U OTBETCTBEHHOCTb, 00ecneynBatoLLme BbINOMHEHNE X
YHKLMI B KOPNOpPaTUBHON cUCTEME yrpaBreHnsi JOKyMeHTaumewn
opraHusaumm

MpocunTbIBaTh BO3MOXHBLIE PUCKM, CBSAAI3AHHbIE C HECOBEPLLEHCTBOM
KOprnopaTUBHON HOPMaTUBHOM 6a3bl opraHn3aumm no ynpasrieHuio
OOKyMeHTaumMewn, n NpegoTepallaTb Ux

MoBbiwaTh 3hHEKTUBHOCTL CUCTEMbBI YNPABEHNs JOKYMeHTaumewn
OpraHv3aLmn B LIefIOM M OTEMbHbIX CUCTEM LOKYMEHTaUUM opraHusauum B
YaCTHOCTU MyTEM COBEPLLEHCTBOBAHMSA fIOKaNbHbIX HOPMATUBHBIX aKTOB
PykoBoanTb hopmMmupoBaHmemM 1 NCNONb30BaHNEM AOKYMEHTanbHOro poHaa
OpraH13aLmmn B COOTBETCTBUM C TPEOOBAHMSAMM NPABOBbLIX HOPMATUBHbIX
akToB Poccuiickon degepaummn n ee nokanbHbIX HOPMATUBHBLIX aKTOB

Heobxoaumble 3HaHUSA 3akoHoaaTenbHble M HOpMaTUBHbIE NpaBoBble akTbl Poccuiickon ®enepavmn,
cogepxaiuue TpeboBaHMs K ynpaBneHno JOKyMeHTaumen

MeTognyeckne LOKYMEHTbI M HaLMOHAabHbIE CTaHAapPTbI, cogepXKaline
TpeboBaHMA K yNpaBneHnio AOKYMeHTaLNen

MexayHapoaHble cTaHAapThl, cneumdmKaumm n TEXHUYeCKMe OT4YeThl,
ncnonb3yemMble B chepe ynpaBrneHnst JOKyMeHTaumewn

TpeboBaHuWs K CTPYKTYpe 1 CoaepXKaHuio BCeX BUAOB HOPMAaTMBHbIX aKToB,
ncnonb3yembix B OpraHvM3aumm

MpaBuna n nopsaok coctaBneHns, oopMneHns, YyTBEPXKOEHUS U BHEOPEHNS
noKanbHbIX HOPMaTUBHBIX aKTOB OpraHu3aumm

MpaBuna pa3paboTky 1 0hOpMIEHMS LOKYMEHTaAUNN, PErNTAMEHTUPYIOLLEN
BCE acneKTbl AeATENbHOCTU opraHn3aLmm

®yYHKUMOHANbHOE HamnomMHeHWe AeATENbHOCTU CTPYKTYPHBIX NOApasaeneHuii
opraHm3auuy 1 Ucnosib3yemble B HUX CUCTEMbI OKYMEHTaLUM

CocTaB pykoBoaMTENEN, OTBEYAIOLLUX 38 CUCTEMbI AOKYMEHTaLIMK
opraHu3aLuy B paMkax CBOMX HamnpaBneHuin AeaTenbHOCTM

OCHOBHble MH(POPMALMOHHBIE TEXHOMNOMUW, UCMONb3yeMble NPU NOCTPOEHUU
MHOPMALIMOHHO-CNPaBOYHOM cucTeMbI (6a3bl JaHHbLIX) OpraHM3aLuum,
cogepxaller ee nokanbHble HOPMaTUBHbIE aKThbl
NHbopmaumnoHHo-npaBoBble 6a3sbl AaHHLIX, UCNonb3yemble B Poccuiickom
denepaumm

TpeboBaHuWs oxpaHbl Tpyaa

Lpyrne xapakTepucTukm -
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3.3.3. TPYOOBAA ®YHKUNA

HanmeHoBaHne YnpaeneHune 4eaTenbHOCTbO MO KOHTPOSHO Kog C/03.8 YpoBeHb 8
PYHKLMOHUPOBaHUSA BCEX CUCTEM (nopgypoBeHb)
[AOKYMEHTaLumn opraHm3aumm u ee kBanvukauum
KOprnopaTuBHOro AokyMeHToobopoTa

MpowncxoxaeHne TpyooBom
YHKLMM

OpwirnHan X 3aumcTBOBaHO M3
opuruHana
Kon PernctpaumoHHbIn
opuvruHana Homep
npodeccmoHansHoro
cTaHgapTa

TpyooBble gencTeus

YnpaBneHue AeATeNbHOCTbIO MO KOHTPOIO cobnioaeHns BbiOpaHHbIX
TEXHOMOrNiA paboTbl C JOKYMEHTaMu OpraHu3aLum B paMKax KoprnopaTuBHOM
CUCTEMbI YNPaBreHnst JOKYMEHTaMU 1 OTAENbHbIX CUCTEM AOKYMEHTALUM
opraHmsauum

PyKoBOACTBO AEATENBHOCTBLI0 MO KOHTPOS0 cobnoaeHns TpeboBaHui K
COCTaBNEHWI0 U OGOPMITEHNIO JOKYMEHTOB OpraHM3aL/um Kak B paMKax
KOpNopaTUBHOWM CUCTEMbI YTpaBneHUsl AOKYMEHTaLMEN OpraHn3aumn, Tak 1
OTAEMNbHbIX CUCTEM JOKYMEHTALMMW OpraHm3aLmm

YnpaBsneHue npoektamut ONTUMMU3aLIMM COCTaBa JOKYMEHTOB M
KOPMopaTUBHOIO AOKYMEHTOO60POTa OpraHM3aLn U KOHTPOIb UX
peanusauum

PyKOBO,EI,CTBO 0eATenbHOCTbIO NO KOHTPOIT d)yHKLI,VIOHVIpOBaHVIﬂ cucrtem
AAMUHUCTPATUBHOIO 1 KOPNopaTtnBHOIO ynpaBlieHNUA opraHn3aunn

YnpaeneHue cUCTEMOIA KOHTPOSS UCTIOSNTHEHUS! MOPYYEHUIA PYKOBOACTBA
opraHMsaumm u cobniogeHNst CPOKOB X UCTIOSNHEHUS!

PykoBOACTBO AeATENbHOCTHI0 MO KOHTPO 3(hdeKTUBHOTO
PYHKLMOHMPOBAHUS KOPNOpaTUBHOW CUCTEMbI ANTEKTPOHHOIO
[OKyMeHToobopOoTa opraHusauum

PykoBoacTBO 4eATENBHOCTBLIO MO KOHTPOMH UCMONb30BaHUS
NH(OPMaLMOHHO-NPaBOBON 6a3bl AaHHbLIX OpraHn3aumm

PykoBOACTBO AEATENBLHOCTLIO MO KOHTPOMO MPOLIECCOB pa3paboTku 1
BHEOPEHMS NOKanbHbIX CUCTEM BMEKTPOHHOMO A0KyMeHToo60poTa Mo Bcem
HanpaeneHsam AesTeNnbHOCTY OpraHn3aLUum, BKNoYas BeIGop 3TUX CUCTEM U
opraHusaumm-paspaboTymka

PykoBOACTBO AEATENBbHOCTLIO MO KOHTPOMO COBMECTUMOCTU BCEX CUCTEM
3NEKTPOHHOrO JOKYMEHTO060poTa opraHu3aumm

PYKOBO,U,CTBO OEATENIbHOCTbHO MO KOHTPOIO 3KCnJlyataunun BCEX CUCTEM
ANEKTPOHHOro ,D,OKyMeHTOO60p0Ta opraHunsauunu, BKno4aa BONpoChl
obecneyeHuns COXPaHHOCTU OOKYMEHTOB B 3TUX CUCTEMAX, X ayTEHTUYHOCTH,
AOCTOBEPHOCTU N HAaEeXHOCTU

PyKoBOACTBO AEATENBHOCTBIO MO KOHTPOIO (OYHKLMOHUPOBAHUS CUCTEMBI
XpaHEHWs1 OKYMeHTanbHoro poHaa opraHM3aLum, ero COXpaHHOCTM 1
UCMONb30BaHUs

Heobxogumble ymeHus

YnpaBnsaTe npoekTamu no cbopy, aHanmay, cuctemaTusauum u
NCNONb30BaHMIO CBeAEeHU 06 ynpaBneHun 4OKYMeHTaumnemn opraHnsaumm n
KOHTpONMpoBaTh UX NCMOMb30BaHNE

MpencTaBnaTb pesynbraTbl KOHTPOSIBHON Y aHANMTUYECKON AeATENBHOCTM NO
BOMPOCaM ynpaBneHns JOKYMEHTaLUnen pyKkoBOAUTENIO OpraHn3aumm

BecTu yyeT n3meHeHuin B 3akoHoAaTENbHbLIX U HOPMATUBHbBIX aKTax
Poccuickon ®epepaumn no Bonpocam ynpasneHus JOKyMeHTaumen n
KOHTPONMUpOBaTb CBOEBPEMEHHOCTb BHECEHUS UBMEHEHWIA B NOKambHbIE
HOPMaTWBHbIE aKTbl OPraHn3aLumn No ynpaseHnio JOKyMeHTaumnen
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MpocyMTbIBaTb PUCKU, CBSI3aHHbLIE C OpraHM3aLmein KOHTPOns
(pYHKLMOHMPOBaHUSA CUCTEMbI KOPNOPATMBHOIO JOKYMEHTOO60POTA B LEENOM U
OTAENbHbIX OKYMEHTHBIX CUCTEM OpraHv3auum, U npefoTepaLlaTth ux
KoHTponumpoBaTb 4OCTYN K KOPNopaTMBHON cucTeme yrpasrieHus
JOKyMeHTaLue opraHusauum 1 ee Ucrnonb3oBaHme

MpUHUMATL PELLEHUS C YYETOM KOHKPETHO CUTyaLmmn No Bonpocam,
BO3HMKaIOLLMM B XOf€ KOHTPONbHON AEATENBHOCTU B Chepe ynpaBneHus
JOKYMEHTaLMEN OpraHn3aLmm

HeobGxogumble 3HaHus MpUHUMMNbLI U METOAbI aHanU3a rnokasaTernen AesTensHOCTH, UCToNb3yeMble B
cepe ynpaBneHus 4OKYMEHTaUMeN opraHu3aumm

MpaBuna u MeToabl KOHTPONS cobMoaeHUs NpaBuU 1 HOPM B cdepe
ynpaeneHus JoKyMeHTaumen opraHusaumm

MpaBuna u MeToabl o6ecneYeHnst COXPaHHOCTU 1 UCNOMNb30BaHMS
JOKYMEeHTanbHoro hoHaa opraHusaumm

TunoBble M MHAMBUAYANbHbLIE CPOKU UCTIONHEHWS! MOPYYEHWIA PYKOBOAMTENS
opraHm3auuy no 4OKyMeHTam BCeX CUCTEM JOKYMeHTaLUumn opraHmsaumm

MporpaMmHble NPOAYKTbI, UCMOSb3yeMble B CUCTEMAX KOHTPONS!
[eATENbHOCTM OpraHn3aLmMn B cepe ynpaeneHust JOKyMeHTaumen u
KOHTPONS BLINOMHEHWS! MOPYYEHUI PYKOBOOWTENS OpraHusaLmm
MeToaonorvsi NpoBeeHUsa aHanMaa NpoeKToB opraHu3aLum no
COBEpLLEHCTBOBaHMIO KOPMOPATUBHOW CUCTEMBI YTIpaBIeHNUs JOKYMeHTauuei
opraHu3auum 1 onpegeneHunto ux apdekTMBHOCTU

Opyrne xapakTepucTuku -

3.3.4. TPYOAOBAA ®YHKUNA

HaunmeHoBaHue YnpaBneHne npoekTaMmu no BHEAPEHUIO Ko C/04.8 YpoBeHb 8
KOPMopaTUBHOWM CUCTEMBI 3MTEKTPOHHOIO (nogypoBeHb)
[0KyMeHTO0OOpOTa opraHn3aumm u KBanudukawum
pa3paboTke cTpaTerum ee passutus

MpovcxoxaeHne TpyooBow OpviruHan X 3anmcTBOBaHO U3
YHKLMM opvrmHana
Kon PernctpaumoHHbIn
opvrMHana Homep
npodeccrmoHansHoro
cTaHgapTa
TpynoBble gencTBus NH1ummnpoBaHne BHELPEHUS KOPNIOPATUBHOW CUCTEMbI 3NEKTPOHHOIO

[AOKyMeHTo060opoTa B OpraHu3aLmm ¢ y4eTOM NoTEHLMANbHO
3KOHOMMYeckol 3hHEKTUBHOCTI U BO3MOXKHbBIX PUCKOB

PykoBOLCTBO NpoBEAEHMEM aHanm3a 1 oLEHKN JOKyMeHToobopoTa Nno BceM
cUcTeMaM JOKYMEHTaLMK, NMOASIeXalLMM BKIOYEHUIO B KOPNOPATUBHYIO
CUCTEMY NEKTPOHHOIO AOKYMEHTOOB0pOTa OpraHu3aLmm

PyKoBOACTBO M OpraHu3aumst NoAroToBKU TEXHUYECKOTO 3a4aHns Ha
NPOEKTUPOBaHNE KOPNOPaTUBHOW CUCTEMbI SNEKTPOHHOIO
[OKYyMeHTOO00pOTa B OpraHM3aLmm ¢ y4eToM NOTEHLUMANbHbLIX PUCKOB
Bbi6op kOpnopaTMBHOM CUCTEMbI ANEKTPOHHOIO AOKYMeHToobopoTa,
COOTBETCTBYIOLLEN 3aa4am opraHu3aumm, n opraHusaumm-paspaborurka
PykosofcTBo pa3paboTkon ypoBHeW AOCTYyNa pyKoBOAUTENEN CTPYKTYPHbIX
noapasfeneHnin opraHmsaumnm K tHdbopMaumm B KOpNopaTuBHON cucTeMe
3MEKTPOHHOIO AOKYMEHTO0b0pOoTa C y4eTOM UX NMPaB U OTBETCTBEHHOCTY
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OueHka NMNoTHoro BHeQpeHuA KOpI'IOpaTI/IBHOIZ CUCTEMbI NEKTPOHHOIO
ﬂOKyMeHTOOGOpOTa B OpraHusaumm

PykoBOACTBO NPMEMKOW M NONHOMACLUTAaOHbIM BHEAPEHMEM KOPNOPATUBHOW
CUCTEMbI 3NEeKTPOHHOIO JOKYMEHTOOO0pOTa B OpraHu3aLmu

PykoBoACTBO opraHu3auuei obyyeHnst pykoBoaUTENe CTPYKTYPHbIX
nogpasgeneHunin pabote B KOPNoOpaTUBHOM CUCTEME INEKTPOHHOMO
AOKYMeHTO0b0pOoTa Kak COCTABHOWM YacTy KOPNopaTUBHOWM CUCTEMBI
yrnpaeneHus 4OKyMeHTauMen opraHmaawmm

HeobxoauMble yMeHMS AHanuanpoBaTb MHGOPMALIMIO O COCTOSIHWM CUCTEMbI YTpaBrieHus
LOKYMeHTauwue opraHnsaLmm

PyKOBO,lJ,I/ITb MPOEKTOM No COBEPLUEHCTBOBAHUIO KOpI'IOpaTI/IBHOI7I CUCTEMDI
ynpasneHusa ,CI,OKyMeHTaLI,I/IeIZ opraHmnsauunn

PykoBOAMTb NPOEKTUPOBaAHUEM W BHEAPEHWEM KOPMNOPaTUBHOWM CUCTEMBI
3MNEeKTPOHHOTO AOKYMEHTOOGOPOTa OpraHm3aLmum

BbiGupaTth onTUManbHy KOPNopaTUBHYIO CUCTEMY SIIEKTPOHHOTO
AOKYMeHTooGopoTa, OTBEYaIOLLYH 3ajaqam opraHu3aLmu

OpraHu30BbIBaTb 00YYEHNE PYKOBOAMTENE OpraHM3aL COBPEMEHHbIM
meTodam paboTbl C JOKYMEHTaMU, BKIoYasi paboTy B KOPNOpaTUBHO
cUcTeMe 3reKTPOHHOTO AOKYMEHTOOG0POTa OpraHM3aLmm

Heobxooumble 3HaHUSA

3akoHogaTenbHble M HOPMaTUBHbIE NPaBOBbIE akThl Poccuiickon
denepaumn, ncnonbsyemslie B chepe ynpasBneHns 4OKyMeHTaumen n
NMH(OPMALMOHHBIMM TEXHOMOTMAMM YNpaBneHns

ynpaslneHna

MeTtoguueckne JOKYMEHTbI U HALMOHanbHble CTaHAapThl, UCNONb3yeMble B
chepe ynpasneHnst JOKyMeHTaumen u HOopMaLMOHHBIMU TEXHONOTUAMN

[elicTBylolLMe MeXayHapoaHble CTaHgapTbl, cneuudukaumnm U TeXHUYeckue
OTYeTbl, UCMonb3yeMble B cpepe yrnpaBrneHnst ANeKTPOHHON AOKYMeHTaLmeh
¥ MHOPMALMOHHBIMM TEXHOMOTMAMM YNpaBeHNs!

MepenoBol OTEYECTBEHHBIN U 3apyOEXHBI OMNbIT M HAY4YHbIE pa3paboTkuM Mo
NpenoTBpaLLeHnio/yCTpaHEeHWIO NOTEHLManbHbBIX PUCKOB B cdhepe
ynpaBreHnst aNeKTPOHHOW AOKyMeHTaLuuen B opraHm3aumm

MeToabl NaHWpPoBaHWS U peanusaumn paboT no paspaboTke U BHEAPEHUIO
KOpnopaTWBHOW CUCTEMbI 3NEKTPOHHOIO AOKYMEHTOOGOpOTa B OpraHu3aumm

CoBpeMeHHbIe KopropaTyBHbIE CUCTEMbI ANEKTPOHHOO
[AOKYMEHTO060poTa, UCMosb3yeMble B cdiepe AeATeNbHOCTU opraHm3auum, 1
UX PYHKLMOHAmNbHbIE BO3MOXHOCTH

PbIHOK NPOrpaMMHbIX NMPOAYKTOB, BKITHOYAS CUCTEMbI 3NIEKTPOHHOTO
LAOKYMEHTO060pOoTa, M MHOPMALIMOHHBIX YCNYT, NPeaoCTaBseMbIX Mo
HanpaeneHWsIM AesTENbHOCTI OpraHu3aumm

3ajavyam opraHunsauummn

PbIHOK MporpaMMHbIX NMPOAYKTOB M OpraHn3aumm - paspaboTymkm
KOpNopaTUBHbLIX CUCTEM 3NIEKTPOHHOIO JOKYMeHTo060poTa, peneBaHTHbIX

[pyrve xapakTepucTmku -

3.3.5. TPYAOBAA ®YHKUNA

HanmeHoBaHune Crpaternyeckoe nnaHMpoBaHWe U
PYKOBOACTBO NOCTPOEHMEM eLMHO
CUCTEMbI XpPaHEHUS] [OKYMEHTANbHOo
doHaa opraHusaLmm

Kon

C/05.8

YpoBeHb
(nogypoBeHb)
KBanudmkaumm
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MpoucxoxaeHwe TpygoBown
YHKLMM

OpviruHan X 3aumcTBOBaHO M3
opuruHana

Kon PernctpaumoHHbIn
opvrMHana HOMep
npodeccrmoHansHoro
CcTaHgapTa

TpyooBble gencTeus

Paspabotka cTpaTerm 1 NONUTUKA YrpaBieHUs: XpaHeHeM,
MCNOSb30BaHWMEM U YHUHTOXEHUEM JOKYMEHTOB JOKYMEHTanbHOro dhoHaa
opraHmsauum

Onpepernexne NpropuUTETHBIX HaNpaBNeHWn Pa3BUTUS CUCTEMbI XpaHeHUs!
JOKYMEHTanbHOro hoHaa opraHusaumm

PYKOBO,U,CTBO NPOEKTOM MOCTPOEHUA VIH(*)OpMaLI,VIOHHO-CI'IpaBO'-IHOI;I CUCTEMBI
Ana XpaHeHua n ncnojib3oBaHUA OOKyMEeHTallbHOIo d)OH,D,a opraHumsauunum

YnpaBreHue NpoekTami COBEPLLEHCTBOBAHUS CUCTEMbI XpaHeHUs
JOKYMEHTHOO (pOHAA OpraHM3auum, a Takke ee UCMOSIb30BaHWS B pamkax
OeATenbHOCTU OpraHu3aLumm

anaBneHVle npoeKkTaMmn BHeapeHnA I/IH(bOpMaLLI/IOHHbIX TEXHOMOrnin B
CUcTeMy XpaHeHua OOKYMEeHTallbHOro (pOHﬂa opraHmsaumm n ero
NCMNONb30BaHUA B paMKax OeATeNbHOCTU OopraHn3auunm

YnpaBneHue 4eaTenbHOCTbIO LIeHTpanbHOW 3KCNepTHOM KOMUCCUn
opraHusauum

Heobxogumble ymeHus

Pa3p863TblBaTb cTpaTerno n NOJINTUKY ynpasiieHNA XpaHEHNEM
OOKYyMeHTaribHOro d)OH,D,a opraHmsauun, ero NCnonb3oBaHUA B paMKax
[eATeNbHOCTU opraHn3aumm N YHUHTOXKEHNA JOKYMEHTOB C UCTEKLLUUMU
CpOKaMun XpaHeHusA

PykoBoguTtb npoekTamv MogepH1M3aLmnm CUCTEMbI XpaHeH s
OOKyMeHTanbHoro hoHAa opraHu3aumu, BKIo4as NpoeKTbl BHEAPEHUS
COBpPEeMEHHbIX UHOPMAaLMOHHBIX TEXHOMNOMUIA B AaHHY0 cdepy
0eAaTenbHOCTU opraHn3aumnm

Wcnonb3oBaTtb NepeaoBo OTEHECTBEHHbIN, MEXAYHAPOAHbLIN 1 3apyOexHbIN
OMbIT, HAKOMNIIEHHBIV B cdhepe opraHn3aummu xpaHeHusi, obecneveHns
COXPaHHOCTH, UCMOMb30BaHUS Y YHUHTOXEHWS OOKYMEHTarbHOro hoHaa
opraHusauum

MpenBuaeTb, OLEHUBATb M NPeaoTBpaLlaTh NOTEHUMANbHbLIE PUCKU B cdepe
XpaHeHWsi, UCMOMb30BaHUA U YHUUTOXEHMS JOKYMEHTaNbHOro hoHga
opraHusaumm

KnaccmdmumpoBatb MHOpMaLMio U pyKOBOANTL NOCTPOEHMEM
WHOPMaLMOHHO-CMPaBOYHbIX cUCTEM 1 Ba3 AaHHbIX OpraHm3aLum

Heobxoaumble 3HaHUSA

3akoHoaaTernbHble U HopMaTUBHbIE NpaBoBble akTbl Poccuiickon ®egepaumnn
Mo BOMpocam apxMBHOro gena

MeTognyeckue OOKYMEHTbI U HaUWOHalbHble CTaHAapTbl MO BOMNpocam
apXMBHOIO Aena

MNepenoBas 0TeYECTBEHHAS U MEXAyHapoLHasi HopMaTuBHast 6asa u
npaKkThKa opraHu3aLum XpaHeHusl, oGecreyeHnst COXpaHHOCTMH,
NCNOSb30BaHMS Y YHUHMTOXEHWUS OKYMEHTarnbHOro hoHaa opraHusaumm

MpaBuna n MeToabl COCTaBNEHNS], OPOPMIEHUS, YYETA, UCTONBb30BaHWSI,
XPaHEHUS! U YHUYTOXEHWS! [JOKYMEHTOB BCEX CUCTEM AOKYMEHTaLMK
opraHu3auum

MpaBuna u MeToabl KOHTPONS cobnogeHns TpebGoBaHWi U HopM B obnacTu
XpaHEeHWs! U YHUUTOXEHUA [OKYMEHTanbHOro hoHaa opraHnsaumum um
NPOBEAEHNS SKCMEPTU3bI LIEHHOCTM [OKYMEHTOB BCEX CUCTEM AOKYMEHTaLMK
opraHusaumm

MeToabl npoBefeHnst aHanusa ahPeKTUBHOCTU CUCTEMbI XpPaHEHMUS
OOKyMeHTanbHoro yoHaa opraHusaumu, 0606LLeHNs Nony4YeHHbIX
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pe3ynsTaToB
MeTtogonorus nocTpoeHusi UHPOpMaLIMOHHBIX cucTeM M 6a3 AaHHbIX NO
OOKyMeHTaM opraHu3auum n TpeboBaHus K HopmaTUBHOMY obecneyeHuto nx
PYHKLMOHMPOBaHNS

NHopMaLMOHHbIE TEXHONOMMK, UCTIONb3YEMbIE B OPraHv3aLMmn XpaHeHus,
obecneyeHnn COXpaHHOCTM, NCMOMNb30BAHUS U YHUUTOXEHUS
OOKyMeHTanbHOro )oHAa opraHm3aumm

Kputepun LEeHHOCTM 1 CPOKM XpaHEHWS LOKYMEHTOB BCEX CUCTEM
OOKyMeHTaLuy opraHvM3aLum v NpUHLMNGI NPUHATAS PELLEHNIA MO BOMPOCY UX
JanbHenLwero XpaHeHs U YHUYTOXEHNS

|_|pI/lHLI,VII'IbI 1N MeToabl COBEPLUEHCTBOBAHNUA CUCTEMbI XpaHEHUA
LOOKYMEHTaribHOro d)OH,D,a opraHmsauunun

Opyrve xapakTepucTukm -

IV. CBEOEHUA OB OPTAHU3ALIUAX - PASPABOTHYUKAX MPOPECCUOHAJIBHOIO CTAHOAPTA

4.1. OTBETCTBEHHAA OPrAHN3ALUUA-PASPABOTHYUK

HIM "HaumoHanbHas accoumnaumns 0PUCHbIX CNeunannuctoB U agMUHUCTPATUBHBLIX PAabOTHMKOB", ropoa
Mockea

Oupektop XntocHeBa Jliogmuna MeTtposHa

4.2. HAUMEHOBAHWS OPTAHU3ALIMA-PASPAEOTYNKOB

000 "Cepsuc ceptudukauyun”, ropog Mockea

00O "EBpasXonauHr", ropog Mocksa

OOO0O "LeHTp akcneptusbl n ceptudukaumn”, ropoog Mocksa

00O "Kagposoe areHTcTBo "CBP-NEPCOHAIJT", ropog Mocksa

Bonrorpagckas ToproBo-npomebilLfieHHasi nnara, ropog Bonrorpag

Oreroy "Konnemxk MWL Poccun”, ropog Mockea

OIrBOY BO "Poccuiicknin rocygapCTBEHHbIN 'yMaHUTapHbIA yHMBepcuTeT", ropoq Mocksa

N[O~ |[W|IN|—~

OnNeKTPOHHbIV TEKCT OKYMEHTa
nogrotoereH AO "Kogekc" 1 ceBepeH no:
OduumnanbHbIN MHTEPHET-NOPTanN
npaBoBoOW MHdopMaLmn
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