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III. XapakTepHcTHKa 00001MIEHHBIX TPYAOBBIX QyHKIHH

3.1. O606mennas TpynoBas GpyHKuHs

HayMeHoBaHHe JloKyMeHTallHOHHOE oﬁecrgeqe}me Kox| A VpoBeHs 6
yIIpaBJIeHHs OpraHu3anuei KBaHQHKAIHH
TpoucxoxaeHue
0600meHH 0 TPy I0BOMi Opurunan | X | 3aUMCTBOBaHO W3 OpUTHHAJA
byHKIMA
Koz PernctpammonHslit
OpUryHana HOMEDP
npodecCHOHANTBEHOTO
CTaHIapTa
Bo3moxHbIe JoxymenTOBE N,
HaHMEHOBAaHHUSA . Coenmamict nmoapas/ieNeH|s JOKYMEHTAMOHHOTO 06eciedeHus YIIpaBIeHs
JOIDKHOCTEH,
npodeccuit
Tpe6oBanus x Bricmee o6pa3zoBanue — 6akanaBpuar
00pa3oBaHHIO U JononautensHoe npodeccHOHATEHOE 06pa3oBaHUe — IPOrPaMMBI
00y4EHHIO Npo¢eCCHOHATFHOM IEPENOATOTOBKH 110 MPOMHIIO AEATENLHOCTH

TpeboBanus x onbITY
IIPaKTUYECKOH pabOThI

Oco6gie ycnoBus
Jionycka K pabore

Hpyrue
XapPaKTCPpHUCTHKH

I_[OIIOJIHHTGJIBHBIG XapaKTCPUCTHKH

Haumenosanue Kox Hanmenosanue 6a30B0it rpymIbl, JOIDKHOCTH (ipodeccui)
JIOKyMeHTa AT CHEIHATBHOCTH
OK3 2422 CrenanucTsl B 06J1aCTH MOJNMTHKA aIMUHUCTPAPOBAHMUS
EKC’ - HoxymenToBen
OKIIJITP* 21792 JlokymeHnTOBe R
OKCO’ 032000 JIOKyMEHTOBE/IEHHE U ApXUBOBEICHHUE

3.1.1. TpynoBasi pyHKnus

PaspaboTka u BHeApeHHE TOKATBHBIX v
OBEHD
HOPMATHUBHEIX aKTOB II0 P
HaumenoBanue p 6 Kon | A/01.6 | (moxypomeHn) 6
JOKYMEHTAILMOHHOMY O egnequmo KBATHHKAIIAN
YIIpaBJICHUS Opra’Hu3anueit
IIpoucxoxaenue Tpynosoi
yskan Opurusan X | 3aMMCTBOBAHO U3 OpHIHHANA
Kon Perucrpanuonnsit
OpUTHHAIa HOMep
NpOdECCHOHATBEHOTO
CTaHJapTa

§pr;[osble meficteusg | IlpoBesienne aHamu3a JIOKAaIbHOH HOPMATMBHOM 6a3bl OpraHM3aUMH Ui
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OTIpelieJICHUS ee COOTBETCTBHS IEHCTBYIOMIMM HOPMATHBHEIM IIPABOBEIM aKTaM
Poccuiickoit @epepanun 1o JOKYMEHTAIIMOHHOMY 00ECIICICHHIO YIIPABJICHUS

[ToaroToBka IIPOEKTOB JIOKAJIBHBIX HOPMATHBHBIX 4KTOB OpraHH3alliid IIO
JAOKYMCHTAITHOHHOMY obecreueHHIo YIOpaBJICHHUS

COBCpHJCHCTBOBaHHC CHUCTCMBI HHACKCAIH JOKYMCHTOB OpraHH3alu

IlpencraBnenne akTyaqM3MpOBAHHBIX IPOEKTOB JIOKAIBHBIX HOPMATHBHBIX
aKTOB OpraHM3allHd IO JOKYMEHTAIIHOHHOMY OOECHEedeHHIO YIpaBJIeHHs Ha
COITIaCOBaHHE PYKOBOJCTBY IOJpa3ieNicHUs JOKYMEHTAIMOHHOTO obecedeHus
yIIpaBJIeHUS

OsHakoMmileHHe paGOTHUKOB OPraHH3allMM C €€ JIOKAJIHHEIMH HOPMATHBHEIMH
aKTaMH M  METOAMYECKHMMH JOKYMEHTaMH II0 JOKYMEHTAlAOHHOMY
00ecIIeueHNIO YIIpaBIeHUs

KoncynstupoBanue paGOTHHKOB OpraHH3aIiH o BOIIPOCaM
NOKYMEHTAlMOHHOIr0 obecnedeHnus yOpaBieHMs, 3aKpeIUICHHBIM B €€
JIOKaIbHBIX HOPMaTUBHBIX aKTax '

Heo6xoaumele ymenns

AHaJII/I3I/Ip0BaTb JIOKQJIbHBIE HOPMATHBHBIE aKTHI II0 MAOKYMCHTAIlHOHHOMY
obecrieyeHHIO YIIPpABJICHHS OpraHyA3alliy

Ilpopoaute KiIaccupukanmo HHPOPMALMKM B COOTBETCTBHH C 3aJa4aMH
JOKYMEHTAIlHOHHOTO 00ecIiedeHHs yIpaBIeHus OpraHnu3alyn

IMoaroraBnuBate  HpPOEKTHl  JIOKAIGHEIX  HOPMATHBHBIX  aKTOB  IIO
JIOKYMEHTAllHOHHOMY 00€CIICUeHHIO YIIPaBJICHAS OpraHu3aliy

(I)OpMYJIHPOBaTL NPpENIOKCHHAA mo COBCPIICHCTBOBAHHIO JIOKAJIBHBIX
HOpMaTHBHBIX aKTOB OpraHu3aliy I0 MJOKYMCHTAIlTHOHHOMY obecred4eHHIO
YIpaBJICHHUA K 000CHOBEIBATh MX IIEPE PYKOBOACTBOM CBOCTO NIOAPA3ACTICHAA

AXTyalu3ApoBaTh JIOKQJIBHBIC HOPMAaTWBHBIC aKThl OpraHU3alldd 110
JOKYMEHTallHOHHOMY 00€CIIeIEHHIO €€ YIIPaBJICHHS

BecTH KOHCYIBTalHOHHYIO JAESATENHOCTH MO BONPOCaM, CBS3aHHBIM C
OpraHH3aIHOHHO-PACIIOPAAHTENFHON JOKyMCHTAllEH OpraHn3auy

OxaspiBaTh METOAMYECKYIO NOANEPXKKY M HOMOIIL pabOTHMKAM OpraHH3aIluH
10 BOIIPOCAaM JIOKYMEHTAIIMOHHOI0 o0ecIieueH s yIpaBIeHHus Opranu3aluei

HGO6XOI[HMLIC 3HaHHuA

3akoHOJaTeNBHEIE 1 HOpMaTHBHEIE IIPaBOBBIC akTH Poccuiickoit ®enepanuu B
cepe TOKyMEHTalMOHHOr0 00eCIeYeHAS YIIPaBICHUS]

Meroaugeckue AOKYMCHTBl ¥  HAallMOHAJIBHBIC CTAaHAAPTHI B cq)epe
AOKYMCHTAIITHOHHOTI'O obecrneycHuA YIpaBJICHUA

CocTaB JIOKaJIbHEIX HOPMATHBHEIX aKTOB OpraHu3annuu

Pacnpenenenne QyHKIuMi M BOIPOCOB AEATENBHOCTH MEXIY CTPYKTYPHEIMH
HOJpa3e/ICHHSMY OpPraHAu3al|K

IlpaBuna ¥ NOPANOK COCTaBICHHMA M O(GOPMIEHHS JOKAIBHBIX HOPMATHBHBIX
aKTOB OpraHM3allMH, peTymupylomux paboTy ee moapasjencHus IIo
JOKYMECHTaIIHOHHOMY 00€CIIEUCHHUIO YIIPaBJICHHUS

HpaBHJIa COCTaBJICHHA H O(i)OpMJICHI/ISI JIOKaJIbHBIX HOPMAaTHBHBIX aKTOB,
ONpEACLIIONINX HOPAOOK pa60T1>1 C IOKYMCHTaMH B OpraHu3alvii

MCTO}IBI periiaMCHTalMH JCJIOIIPOU3BOACTBCHHBIX IIPOLICCCOB

TpeboBanus oxpaHs! Tpyzaa

HApyrue

XapaKTEPHUCTHKH

-




3.1.2. TpynoBas pynkuus

Opranu3anus JOKyMEHTHPOBAHHUS VpoBeHs
Hanmenosanue | yIIpaBICHYECKON ACATEIBHOCTH B Kon | A/02.6 (moxyposens) | 6

OpraHH3alHN KBaTHUKaIMH
Tporcxoxerne Tpy 080t Opurunan X | 3amMcTBOBaHO U3 OpHIHHAIA
byHKIHH

Kox PerucrparmoHnsIii
opuruHaia HOMep
npoecCHOHANBHOTO
CTaHgapTa

TpyznoBeie AeHcTBHS

PazpaboTka yHHQuUUUpOBaHHEIX (OpPM HOKYMEHTOB, HCIIONL3YEMEIX B
JOKYMEHTAI[HOHHOM 00€ecIIeueHIY YIIPaBJIECHNS OpPraHu3aui

Pazpabotka mnpoexToB Tabens u amsboMa YHHQHUIMPOBaHHBIX  (OpM
JNOKYMEHTOB, HCIIONB3yEMbIX B JOKYMEHTAIMOHHOM OOECIICYCHHH YIIPABJICHHS
OpraHu3alyu

IToaroroska npensnokeHui N0 TEXHOJIOTHH Pa3pabOTKH IIPOEKTOB JOKYMEHTOB
H €€ 3aKPEILIEHHE B JIOKAILHBIX HOPMATUBHBIX aKTaX OpraHU3aliu

Co:maHne mabJIOHOB JAOKYMEHTOB JJI PasMEIICHUS B CUCTEMAX 3JICKTPOHHOTO
IIOK}’MCHTOO60pOTa Opra’Hmn3aiuu

KonTpoms cobmoneHns TpeOoBaHMI [O TOArOTOBKE H  OQOPMIECHHIO
JOKYMEHTOB H JIOKANBHBIX HOPMAaTHBHBIX aKTOB IO JOKYMEHTALIHOHHOMY
00€eCIIEYeHHIO YIIPaBIEHHS B OpraHu3alui

OHTHMPB&IIPDI coCTaBa MOOKYMCHTOB OpraHM3allid B COOTBETCIBHH C €€
ACIIOBBIMH ITpoLIECCaMH

Opranmsanug paboThl IO IEPEeBOAY B JNIEKTPOHHEIA BHJA JOKYMEHTOB H
JOKYMEHTHPOBaHHOK HH(POpPMAIIUH, CO3AaBaeMOil B OpraHH3aliu

Heobxogumeie
YMEHHA

IlpoBoguTe  yHHQHKanmuiO  ¢GopM  OOKYMEHTOB, INPHMEHSEMBIX B
YTIPaBJICHYECKOH NeATEILHOCTH OPraHu3aui

PaGotare ¢ 1mabioHaMH IOKYMEHTOB B HH(OPMAIHOHHOH CHCTEME
OpraHu3alnuu

IIpEMCHATS KOHKpETHBIC BHIBI NOKYMEHTOB Ul pealH3andM (yHKIMi
YIpaBIICHUS B OpraHU3aIuA

Paspa6aTeIBaTh CTaHIAPTH JOKYMEHTHPOBAHUSA YIIPaBICHYECKOH NeATeNbHOCTH
OpraHu3alyu

PaspaGareBate TpeGoBaHms K HH(pOpPMalUM¥, BKIIOYaEMON B JOKYMEHTHI
OpraHu3aluu

CoBepIreHcTBOBATH CHCTEMY JOKYMEHTHPOBAHHUSA YIIpaBIEHYECKOM
JEATEILHOCTH OPTaHU3aIHN '

Hcnons3oBath opraHM3allMOHHBIE W TEXHHYECKHE CPEICTBA I IEpeBOIa B
SNEKTPOHHBIH BHA JOKYMEHTOB M JOKYMEHTHPOBAaHHOM HHQOpManum
OpraHW3aIuu

Hcnone3osath OpraHM3alMOHHYI0O OQHCHYIO TEXHHKY B paMKaX CBOei
IIPO(ECCHOHATIBHOMN NeATeILHOCTH

Heo6xoauMele 3HAHUS

3aKOHOAATeNbHEIE M HOPMAaTHBHBIE TIPaBOBHIE aKThl Poccuiickoit Mdenepanun B
chepe JOKYMEHTALMOHHOTO 00€eCIIeYeH s YIIPaBICHHUS

Merozuaeckiue  NOKYMEHTHI M HAaNMOHANBHBIE CTaHZApTHL B  cdepe
JOKYMEHTHPOBAHHUS

IIpasuia cocTaBleHHs pa3IHYHBIX BHIOB YIPABICHIECKHX JOKYMEHTOB

Obmme TpeGoBanMs K OQOPMICHHIO OpraHH3amMOHHO-PACIOPSAHTEHHOMN




JOKYMCHTaI:

Iopsinox ¢pyHaKuHOHMpOBaHKS HHOOPMAIHOHHEIX CHCTEM JOKYMEHTALMOHHOTO
obecreueHys yupaBaeHus]

CTpykTypa OpraHu3aliid ¥ TOPSIOK paclpeleIeHus IMOJHOMOYMHE B 061acTH
CO37aHMsI JOKYMEHTOB MEXIy €€ CTPYKTYPHBIMH IOApa3icleHUuIMH H
JOJDKHOCTHBIMH JIMHAMH -

Buzosoii cocras YIPABJICHIECCKUX TOKYMCHTOB OpraHH3aliuH

HpaBHJ'Ia COCTABJICHUS TEKCTOB TOKYMCHTOB OpraHu3aiiu

IlpuamMNBI  ®  METOABl  YHOpPANOYEHHSs  COCTaBa  JOKYMEHTOB M
HH(OPMAIMOHHBIX [T0Ka3aTeNiell OpraHu3aiy

KpnTeppm OLICHKU Ka4eCTBa CO34aBaeMoOH JAOKYMCHTaIlUA

Apyrue

XapPaKTCPUCTUKHA

3.1.3. TpynoBas ¢ynxkuus

Opranuzanys 10KyMeHT0060poTa B Vposenb
HauMeHoBanne OpraHW3AIIHH Kon | A/03.6 (MomypoBeHp) 6
KBaTUUKaLUH

IIpoucxoxkaeHue TpynoBoit
¢yHKIIM

Opurungan X | 3aMMCTBOBaHO H3 OpUrMHATA
Kon Peryctpanmnonssrit
OpHTHHANA HOMep
NpoheCCHOHATIBHOTO
CTaHAapTa

Tpynossle neiicTBuA

Brmonnenne onepanuii 0o npeaBapHTEIbHOMY PACCMOTPEHHIO U PETHCTPAHH
JOKYMEHTOB OpTraHH3allHu

Benenne perncrpallHoOHHBIX H Y9eTHBIX GOPM JOKYMEHTOB OPraHH3aIlHA

Opranmsanus mnepesayst JOKYMEHTOB MEXAY YPOBHSMH  yIpaBIeHHA,
PYKOBOJCTBOM, MCIIOIHUTEISIME B OpraHH3al[HH

Pa3paboTka npennioxeHH#t IO NOPSAKY COINIACOBAHMA M YIOCTOBEPEHHS
JOKYMEHTOB B OpraHu3alil

HpOBC,IICHI/IC aHajm3a I/IH(I)OPMaIII/IOHHBIX H JOKYMCHTAIMOHHBIX IIOTOKOB B
Opraeu3anuu

IloaroroBka mnpemntoxeHuii Mo (GOpPMHPOBAHHMIO MAapmIPYTOB H IIOATOTOBKA
MapIIpYTHEIX KapT ABHXXEHHS JOKYMEHTOB B OPTraHH3AIMH

Paspaborka TexHonmormm paboTBl ¢ JOKyMeHTaMH M HHpOpMamueidl B
OpraHu3aIn

IlpoBepka MOMTHHHOCTH OSNEKTPOHHBIX JOKYMEHTOB, MOCTYIHBIIHX B
OpraHH3aIIO

IoaroroBka mpeanoxenuit mo GOpMUPOBAHMIO MAPAMETPOB PaGOTHI CHCTEM
3JIEKTPOHHOIO JIOKYMEHTOO00POTa OpraHHU3aIlil

HeobxonuMeie ymenus

OpFaHH3OBI>IBaTI> B3aUMOJCHCTBHE nonp&ﬂenennﬁ OpraHu3alii B IIpoIECCe
pa3pa60TKn H MCIIOJTHCHUS pa3/INYHbIX BHAOB €€ JOKYMEHTOB

Co3maBate  6a3sl  JaHHBIX 10  OPraHM3AIMOHHO-PACIIOPAHTEIbHEIM
JOKYMEHTaM OpraHHM3all¥{ M OCYIIECTBIIATH KOHTPOJIb UX BEICHHUS

CosnasaTs cucTEMY HHAEKCALMH JOKYMEHTOB OPTaHH3alMH H HCIIOJIb30BATh €€
B MH()OPMAaIMOHHO-CIPABOYHBIX IEIIIX

BhbiIenaTs JOKYMEHTBI OpraHU3aluy, He TPEOYIOMHE PErHCTPAHH

PerucTpupoBaTh JOKYMEHTHI OpraHM3alMy OTPaHMIEHHOT0 TOCTYHA

C03I[aBaTB M MCNOJIb30BaTh METANAHHEIC NOKYMEHTOB B IIPOLIECCE UX IBHIKCHUS
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1 00paboTKH B OpraHu3aIiu

BeoionssTe paGoTy ¢ HOKyMEHTaMH B paMKax HpPOLENYD, YCTAHOBJICHHBIX B
OpraHM3aluH

KoHTpompoBaTh BHIIOMHEHHE MPOLENYP ABHKEHHS X 00pabOTKH JOKYMEHTOB,
HCIIOJIb3YEMEBIX B TOKYMEHTAIIHOHHOM 00ECIICUCHHH YIIPABJICHHS OPTraHu3alul

Becru yuet u aHammu3 00beMa JOKYMEHTO000pOTa OpraHu3alyH

HeobxogumMmele 3HaHuS

3akoHOJaTeNbHBIE M HOPMaTUBHBIE IIpaBoBble akThl Poccuiickoit Penepaimu B
cepe TOKyMEHTAMOHHOTO 06eCIIeUeHHS YIIpaBICHUS

Metoauyeckue AOKYMEHTHl U HAllHOHATbHBIE CTaHAAPThI B 00JIaCTH paboOTHI C
JIOKyMEHTanue# u uapopManueil B OpraHu3aiui

CocTaB TOKaIBHBIX HOPMATHUBHLBIX aKTOB OpraHu3anuu

HpaBI/IJIa pa60T1>1 C JOKYMCHTAMH OpraHusaliy, YyCTaHOBJIICHHBIC €€
JIOKAJIbHBIMHA HOPMAaTHBHBIMH aKTaMH

Pacnipenenenne QyHKIM W BOIPOCOB JEATENFHOCTH MEXIY PYKOBOLCTBOM H
CTPYKTYPHBIMH ITOIpa3AeICHUIMH OPraHu3aliy

DOyHKIMOHATIBHEIE OCOOEHHOCTH CHCTEMBI JJIEKTPOHHOTO JOKYMEHT0000pOTa
OpraHM3alAA

Iopsiok u conepkaHue mpoUeayp 1o paboTe ¢ JOKYMEHTaMH OpraHu3aluy

HApyrue
XapaKTEPUCTHKH

3.1.4. TpynoBas pyHKIUA

OcymecTBiierre paboT M0 NPOSKTHPOBAHUIO
H BHEJAPEHHIO CUCTEMEI 3JIEKTPOHHOTO VpoBeHs
Hanmenosanue | TOKyMEHTOO00pOTA B cdhepe Kon | A/04.6 (moxyposeHs) 6
AOKYMCHTAITHOHHOT'O YIIPaBICHUS KBaTH(UKALHY
OpraHu3anun
?p%;%‘::)}?;;ﬁ:;ﬁn Opurusan X | 3amMcTBOBaHO U3 OpUTHHANA
Kon Permerpanmonnrri
OpHruHana HOMep
npodeccCHOHANBHOTO
CTaHAapTa

Tpynossie ngeiicTBus

IlpoBenenne  aHaqu3a  JEHCTBYIONmEH  CHCTEMBI  JOKYMEHTAMOHHOTO
obecriedeHHA YNpaBiCHHWA OpraHU3alMM Ul ONpENEICHHA 3aiad [0 ee
aBTOMATH3AINH

BroimonHeHHe 1nopydyeHHME pPYKOBOAMTENS IIpH IOATOTOBKE TEXHUYECKOTO
3aJaHUs. Ha BHEAPEHHE CHCTEMBl JJIEKTPOHHOIO JOKYMEHTOOOOpOTa B
OpraHM3alyy B paMKaX CBOMX KOMITETEHIIHIA

Iloaroroska 60K-CX€M, ONHCHIBAIONIAX AETONPOH3BOACTBEHHBIE MPONECCH H
IPOLEAYPH], IPUHSTHE B OPraHA3aIUH

Brecenne npeioXeHu M0 KpUTEPHAM IUIi BBIGOpA CHCTEMBI 3JIEKTPOHHOTO
JOKYMEHTOO00POTa IS OpraHy3aliy

OC}’HIBCTBJI@HI/IS TCCTHPOBaHUA paGOTBI CHCTEMBI JJIEKTPOHHOI'O
lIOKYMeHTOO60pOTa H OHIpEACICHUEC 3aJa4 IO €€ ajalTalud K CHCIII/I(I)I/IKC
JOKYMCHTAITHOHHOT'O obecrneueHnst YIIpaBJICHUsI B Opra"nu3alyuu

Metonudeckoe COMpOBOXIEHHE IPOLECCOB BHENPEHMS M  OKCIUTyaTaIlUH
CHCTEMBI 3JIEKTPOHHOTO IOKYMEHT0000pOTa B OpraHu3alMy

Heobxonumere

IlpoBo/MTE aHAMU3 M OIEHKY BO3MOXHOCTEH CHCTEM  3JIEKTPOHHOIO
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YMEHUA

JOKYMEHTO000POTa, pa3pabOTaHHBIX AJIst OpraHU3auii

HpI/IMeH}ITL METOAOJIOTHIO OPTraHW3allHOHHOIO0 IMPOCKTHPOBAHHWA IPHU aHaIU3E
CHUCTEMBI TOKYMCHTAllTUOHHOTO obecriegeHus YIIPaABJICHUS B OpraHu3alnuu

[IpencTapnare pe3ynpTaTsl aHANM3a JENONPOU3BOJACTBEHHBIX IIPOLECCOB
Opraiu3anuy B rpadHIecKoM BUJIE

BEIBIATE IPHOPHTETHBIE HAIPABIECHHS ABTOMATH3AIHH JOKYMEHTAIIHOHHOIO
obecnieyeHns yrpaBiIeHHs B OpraHu3aiy

PaboraTs B cucreMe 3JIEKTPOHHOI'O I(OKYMCHTOOGOpOTa OpraHu3anuu

Ornpenenatsp 3¢ deKkTHBHOCTD MEpOTIPUATHIA o aBTOMATU3aLHU
JOKYMEHTAHOHHOT0 00€CIIEUEHN S YIIPaBIeHHS B OpraHu3aliy

Heob6xoxumeie
3HAHUY

3aKoHOJaTeNbHbIE H HOPMATHBHEIE IIPaBOBble akThl Poccmiickoit Meneparuu B
chepe MHGOPMANHOHHEIX TEXHOJOTH, HCIONL3YEMBIX B JOKYMEHTAMOHHOM
obecnieyeHNy yIpaBlieHUs

He#icTByromme MeXIyHaponHBEE H HAalHOHATBHBIE CTaHZAPTH B O06JACTH
YOpPaBJICHUS JOKYMEHTAIHEH

IIpasuia opraHa3anyy IeNONPOU3BOACTBCHHbIX IPOIECCOB

MCTOI[BI HCCIICIOBAHMS, aHalu3a, IPOCKTHPOBAHHMSA H Pa3BUTUS CUCTEMBI
JOKYMCHTAITHOHHOTI'O obecrnieyeHus YOpaBJICHHUA

PHIHOK NpOrpaMMHBIX NPOJYKTOB IO aBTOMATH3AalMH JOKYMEHTALMOHHOIO
obecnedenns ynpapieHHsS

OYHKIMOHATBHEIE  OCOGEHHOCTH — Da3iMYHEIX  CHCTEM  3JIEKTPOHHOTO
JOKYMEHTO060pOTa, HCIIONB3YEMBIX B cepe JOKYMEHTALMOHHOTO 00ecedeHus
yIpaBjeHus

Hpyrue

XapaKTCPUCTHKH

3.1.5. TpynoBas ¢pynxuus

OcymecTBiieHHe HHPOPMAIIMOHHO- Vposenp
Hanmeroranwe | CIIPaBOYHOM pabOTHI C JOKYMEHTAMH Kon | A/05.6 (nomyposens) 6
OpraHu3aIuy KBaNH QUK
gsz:;z;mﬂelme TPyHIOoBOR Opurusan X 3auUMCTBOBAHO W3 OpPHI'MHAJA
Kon PerucrpaimonHmif
OpHIrAHaJIa HOMEp
pOECCHOHATTHLHOTO
CTaHZapTa

Tpynossie peiictus

GopMupoBaHre TpeOOBaHHM K HH(OPMAIHMOHHO-TIOUCKOBEIM  CHCTEMAM
JAIOKyMEHTOB OpraHH3allMH, HCIIOJIb3YEMBIM B JOKYMEHTALMOHHOM 00eCIIeueHun
yIIpaBJIeHHS

QopmupoBaHHE M BelieHMe 0a3  JaHHEIX 00  OpTraHH3ALMOHHO-
pacnopsauTeNbHBIX JOKYMEHTAX OpraHU3aI[iu

DopmupoBanre TpeGOBaHMI K PasTPaHHYEHHIO ypOBHEH JOCTYyIa paboTHHKOB
OpraHH3aly¥ K JOKYMEHTaM B HHPOPMAaOU¥ B COOTBETCTBHH C BHINOIHIEMbIMHE
UMH GYHKIHIMH

Obecnegenne 10cTyna K JOKYMEHTaM U HHGOPMAIMY OPraHU3aliH

Paspabotka QopM mpencrasieHus HHQOpMAamEH TO 3ampocy PYKOBOJCTBA
OpraHu3aIuN

HOI.[I‘ OTOBKa OTYCTOB M AHAIMTHUYECKHX CIIpaBOK PYKOBOACTBY IO BOIIpocaMm
JOKYMEHTAlHOHHOI'0 00eceueHus YIIpaBICHHA




10

Ilowck ¥ npenocTasnenye HHGOPMAIHH 10 JOKYMEHTAHUOHHOMY 06eCIIEYeHHIO
YIpaBJIeHHs 110 3apocaM pabOTHHKOB OpraHU3aliH

Heobxonumeie
YMEHUSA

PaboTars ¢ HCTOUHHKaMH HH(QOpMALMM, BEIABJIATH KPHTEPHH €€ OLCHKH H
0TGOpa B COOTBETCTBHH C 3aJaHHSIMHI PYKOBOJCTBA OPraHM3aIUN

IlonOupath, CHCTEMATH3HpOBAaTh M KIACCAQHIMPOBATH JOKYMEHTHL IO
OIIPEEICHHBIM KPHTEPHIM

CrpyxrypupoBaTte HH(OpMAIHMIO, BBUIENATH HEOOXOMUMYIO IS paGOTHI
CITyXObl JOKyMEHTAIIHOHHOrO 00€CIIEYCHNs YIPABICHHS OPraHH3aIHH
Odopmnate uHGOpPMAIMIO B HAIAAHOM CHCTEMATH3HPOBAHHOM BHJIE B
COOTBETCTBHH C NPEABABIAEMBIMH TpeOOBaHHAMH K (POpMe MpeACTaBICHHS
uHdopManun

PaboTath ¢ 3MeKTPOHHBIMH 6a3aMH JAHHEIX H CHCTEMAaMH 3IEKTPOHHOTO
JOKYMEHT0000pOTa OpraHu3alyn

HCO6XOI[I/IMBIE SHaHUA

IIpaBwiia ¥ nopsA0K GopMHPOBaHKS 623 JAHHBIX OPraHU3AMUN
OcobenHOCTH ~ (YHKIIHOHMPOBaHHS  CHOPABOYHO-MHDOPMALHOHHBIX M
HH()OpPMAIMOHHO-NIOMCKOBEIX CHCTEM OpPraHM3alyH

Tlops0k I0CTyNa K pa3IHYHBIM KaTeropusaM HE(OPMAIMH B OPTaHA3aIAH
Crioco651 osTydeHus HHGOPMAIMH M3 Pa3IHYHBIX HCTOYHHKOB

DopMBI IpeCcTaBIeHUS HHOOPMALMH ¥ HX 0COOEHHOCTH

IlpaBuna cocraBieHHA H OQGOPMIECHHS OTYETOB, 0030pOB, AHAIMTHYECKHX
CIPaBOK

TexHonorus paGoTe! ¢ TOKYMEHTaMH H MHGOPMALHel OrpaHAIEHHOr0 JOCTyIA

Hpyrue

XapaKTCPUCTHUKHN

3.1.6. TpynoBas ¢pyHknus

OCYIIICCTBJICHI/IC KOHTPOJIA IIpoLecca u Vpogens
HaumeHoBanMe | CPOKOB HCIIOIHEHHS JOKYMEHTOB B Kom | A/06.6 (momypoBens) | 6
OpraHu3alu KBaTHpUKaIH
TTeamrrmer oo e oo A : Y T
A omATRIE TPy HSEOR | Opuruman X 3aUMCTBOBAHO U3 OpUTMHATA |
Pysxupm i 3
Kon Peructpaumonssit
OpHruHaIa HOMep
npodeccHoHanbHOro
CTaHIapTa

Tpynossle neicTus

IlocTaHOBKa MNOKYMEHTOB M IIOpYdYeHHMIl pYKOBOACTBA OpraHH3alli¥ Ha
KOHTPOJIb

Opranmsanus  HCIONHEHHMS  [JOKYMEHTA  OPraHM3alMH  HECKONbKMMH
MCIOJHHUTEIIMH, YCTAHOBKA OYePETHOCTH MX HCIIOTHEHHS

KOHTpOIb 3TanoB BBIMONHEHHS PENMIEHHIT I Oneparmii, 3aHKCUPOBAHHEIX B
JIOKYMEHTax :

MonuTOpUHT X012 HCHONHEHHS W CTAaTyca JOKYMEHTA B IPOLECCE paboThI ¢
HUM B OpraHH3ali{

Benenne KOHTPONBHBIX —3amuceil 06 oOmepanmmsaX, INPOH3BELEHHBIX C
JIOKYMEHTaMH B OpraHH3alul

KoppexTrpoBka cpoxoB HCIIONHEHUS IOKYMEHTOB B OPTaHU3AI[UH

CHsiTHE TOKYMEHTOB ¥ IIOPYYCHHH PyKOBOJCTBA OPTaHH3AIMH C KOHTPOJIS
HudopMupoBaHHE PYKOBOACTBA M IIOATOTOBKA AHATHTHIECKHX CIIPaBOK O
COCTOSHHH HCIIOJIHUTENECKOH JUCIHIUTNHDI B OPraHM3aliH
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_OnpeniensaTs WM yCTAaHABIMBATH CPOKH HCIIOIHEHHS JOKYMEHTOB

Heobxonumele ymeHus

OcymecTBnaTs NOCTaHOBKY Ha KOHTPOJb, CHATHE C KOHTPONS JOKYMEHTOB H
MOPYYEHUH pyKOBOJICTBA

Brocuts JaHHBIE O CpOKax H CHCIII/I(I)I/IKC HCIIOJTHCHUA JOKYMEHTOB B
KOHTPOJIBHBIC KapTOTEKH U ABTOMATH3HPOBAaHHBICE CHCTEMBI KOHTPOJS
OpraHu3anuu

O6o6wars ¥ aHATH3APOBATH HHPOPMAIHIO O XOJE W Pe3yibTaTax HCIONHEHHS
JOKYMEHTOB B OpraHU3ali{

Paspa6ateiBaTh mepedHH NOKYMEHTOB OPraHH3alMH C THIIOBBIMH CPOKaMH HX
HCIIOJIHEHHUS

Heobxomumeie 3aanms

Topsnok onpeeneHns CPOKOB HCTIONHEHHS JOKYMEHTOB B OpraHM3alHH

HopmatusHble mpaBoBble axthl Poccmiickoit ®enepamny, yCTaHaBIHMBAIONIHE
THIIOBBIE CPOKM MCIIOJIHEHHS JOKYMEHTOB

Meropuxu BeZleRHS CPOKOBOr0 KOHTPOIIS B KOHTPOJIS IO CYMIECTBY PEIaeMOro
BoHpoca

lopsanox  BHeceHMss  pesoommit  PyKOBOJHMTENS OpraHM3allid B
PETHCTPALHOHHYIO GOPMY B TPAIUIHOHHOM ¥ aBTOMATH3HPOBAHHOM PeXHUMAX

TexHonornyeckue 3Tambl paGoTH C PasIHYHEIME KATETOPHSIMH JOKyMEHTOB
OpraHHU3aIMH

11opsANOK HCTIOTHERNST JOKYMEHTOB B OpTaHU3aIHH

| YCoBuS CHATHS JOKyMEHTA C KOHTPOJIS B OPraHH3aUK

Hpyrue

XapaKTCPUCTHKH

3.1.7. Tpynosas ¢pynkuns

Opranuzauus onepaTuBHOr0 XpaHEHHUS Yposers
HanmeHoBaHMe | TOKYMEHTOB B OPraHH3alliK nepenadn Kox | A/Q07.6 (momypogens) 6
ACN IJI IOCTICAYIOIIETO XpaHEHHS KBanHuKamm

TIpoHcxokaeHuE TPy nOBOI
113731810207

| Oprrunan | X | 3amMcrBOBaHO H3 OpUrMHaNa ‘

Kon PerncrpaumoHHbIi
OpHTHHala HOMep
npodeccHOHANLHOTO
CTaHIapTa

TpynoBere neticTBus

Kontpons $popmuposanms nokyMeHTOB B Jiela M OpraHH3amus uX XpaHEeHHS B
HOJPa3/ICICHUsIX OPraHu3aI[ul

QopMupOBaHHEe el M OpraHM3amhs HX ONEPaTUBHOTO XpaHEHHd B
IOipas/IeNCHAH JOKYMEHTAIMOHHOTO 00€eCeueHys] YIpaBIIeH s

KoHTpons co3smamMs W BedeHHS —CHPaBOYHO-TIOMCKOBBIX CPEACTB IO
AOKYMEHTaM, XPaHANWMMCS B NOJpA3ACNCHHMAX OpraHM3allMH (HOMEHKJIATypa
J€EI1, OIINCH)

CocrasiicHne 1 BelcHHEe HOMEHKIIATYDHI €] OpraHH3aIuHd

Obecneuenne COXPaHHOCTH CO3JAaHHBIX B OpraHu3allid OpraHu3anuOHHO-
PacCIIopIIATENLHEIX JOKYMEHTOB Ha Pa3IHYHBIX HOCUTEIIAX

KoHTpoms BEIja9u B omepaTHBHOE 110/530BaHHE JOKYMEHTOB OPraHM3allid H
HX BO3BpaTa

HpOBCL[eHHC IKCIEPTHU3LI IIEHHOCTH JAOKYMECHTOB B COCTaBe I-)KCHCpTHOﬁ
KOMHCCHH OpraHu3anuy

l'Iozu‘orom(a AOKYMEHTOB UL NIEpelavyd B ApXWB UK HA YHHYTOXEHHE
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Heo6xonumMeie ymeHus

Pa3zpabarTrIBaTh HOMEHKIATYPY A€l CTPYKTYPHOrO IMOApPA3IeNeHHsS U CBOIAHYIO
HOMEHKJIATYPY A€l OpraHH3aIuu

HacrtpauBaTe mapaMeTpsl pa3zfielioB HOMEHKJIATYPHI B CHCTEME 3JIEKTPOHHOIO
JIOKYMEHTO000pOTa OpraHu3alHu

CucreMaTH3upoBaTh JOKYMEHTHI, (OPMHpPOBATH Je€ia B COOTBETCTBMH C
HOMEHKJIaTYpO#i el OpraHu3aiuy

OcCymecTBIATh IOMCK JOKYMEHTOB B IPOLECCE HX TEKYIIETO XPAaHEHHS B
OpraHH3aluf

OcymiecTBIATE  METOAMYECKOE PYKOBOACTBO  OpraHM3alMell  XpaHEHHS
JOKYMEHTOB B CTPYKTYpPHBIX HOZpa3/CICHUAX OpraHU3alliH, OKa3hIBATH HM
IIPaKTHYECKYIO IIOMOIIIb

Konrpomaposats ¢GopMmupoBaHHe, XpaHeHHe M Iepelady Jel B apXuB
OpraHu3aluu

IToaroraBmuBaTH OMHCH AOKYMEHTOB, IICPEAABAaCMEIX B apXHUB OpraHu3alun

HpOBOlII/ITB SKCIICPTH3Y NCHHOCTH MOOKYMEHTOB OpraHu3aluH, OIpeaciaTh
CPOKH MX XpaHCHHA

O6ecneqnBarTh 3alUTY NOKYMEHTOB OPTaHH3alMU OT HECAHKIMOHMPOBAHHOTO
JIOCTYIIa HIIA YHHUYITOXEHHUS

Heob6xomumpie 3HaHNA

3aKoHOaTeNbHEIE H HOPMATHBHEIC IIPaBOBBIE aKkThl Poccuiickoii ®eaepanun B
06macTH paboTH! ¢ JOKyMeHTalMel ¥ HHpOpPMaNHeii, apXMBHOTO aeia

Meroandeckne 10KyMEeHTH M HAIMOHANbHBIE CTAHAAPTHI B 06JIACTH paboTH ¢
JOKyMeHTalueH 1 nadopManueil, apXuBHOTO Jejia

[lpaBuma paboTBI C JOKyMEHTAMH OpraHM3allHH,
JIOKAJILHBIMH HOPMATHBHEIMH aKTaMH

YCTaHOBJICHHBIC €€

Ilopsimox ¥ conepiaHmue HpoHeNyp OPraHH3AUMU OIEPATHBHOTO XPaHEHHS
JOKYMEHTOB M HX IOATOTOBKH K Ilepe/iade B apXUB OpraHU3aluH

MCTOI[I/IKa pa3pa60TKH H BC/CHHS HOMEHKIATYPHI OCJI OpraHu3aliyd, B TOM
IHCIIC B CHCTEME €€ 3JICKTPOHHOIO IIOKyMCHTOOGOpOTa

IIpaBuia CHCTeMAaTH3aIMH H KIAacCHHKALUH JOKYMEHTOB

OcoGEHHOCTH XpaHEHHS IEKTPOHHEIX IOKYMEHTOB

Kputepuu onpesiesieHns NEHHOCTH JOKYMEHTOB I HX 0TOOpa Ha [ajbHeiee
XP4HEHHUE YUIH YHUYTOXXECHHE

Hpyrue
xapaKTepnchn

3.2. O600mennas TpyaoBas GyHKnus

PykoBozacTBO meaATENIBHOCTHIO IO -

HaumeHoBaxue POBCHb
JOKYMEHTAllHOHHOMY oﬁegneqeﬂmo Kox B A w— 7
YIIPaBJICHUS OpraHu3auuci

Ipoucxoxnenue

06006meHHOM TPy I0BOM Opurunan | X 3anMMCTBOBaHO M3 OpUTHHAJA

GyHKIMH

Kon Peructpanmnonssii
OpHTHHaNa HOMep
podeCCHOHANBHOTO
CTaHIapTa
BosmoxxHEBIE PyxoBoauTens noxpasaenesus mo JOKYMEHTALHOHHOMY 00€eCIIeYeHHIO
- HAUMEHOBaHUA YyIpaBlieHUs (JeNapTaMenTa, YIpaBIeHus, CIIyxObl, OTaeNa)

JOJDKHOCTEH,
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| mpodeccuii I |
TpeboBanus x Bricmee o6pa3oBaHue — CIEHATUTET, MarucTpaTypa
06pa3oBaHHUIO H JonomaurensHoe npodeccHOHAIBHOE 00pa3oBaHHe — MPOrPaMMBI
00Y4EHHIO IpodheCCHOHATPHON MEPEOATOTOBKH 10 MPOPHITIO AESTEIHHOCTH

TpeboBaHus K OHIBITY He Menee Tpex jeT B 06,1aCTH JOKYMEHTAIIMOHHOIO O0ECTIEYCHHUS YIIpaBIICHUS
MPaKTHYECKOM paGoTEI
Oco0Orle ycnoBus -
JoIycKa K pabore

Hpyrue -

XapakKTepHUCTHKH

I[OHO.TIHPITCJIBHBIC XapaKTCPHCTUKH

Hanmenosanue Ko HammMenoBarue 6a30B0# rpymnmsl, JOJDKHOCTH (Ipodeccun)
JOKYMEHTa WJTH CIEITHATEHOCTH
OK3 1219 VYpasnsgiomue GEHAHCOBO-5KOHOMHYECKOH H
aJIMUHUCTPAaTHBHOH [EATELHOCTHIO, HE BXOASIINE B
JpyTHe rpynnbl
EKC - HauansHuk otaena (6ropo, rpyniisl) (B IpOMBIIUICHHOCTH)
OKIIATP 24695 HavansHuk otnena (GuHAHCOBO-3KOHOMHIECKOIO H
aIMHHHCTPATHBHOIO)
OKCO 032000 JIOKyMEBTOBEIEHHE H apXUBOBEACHHE
032001 - JIOKyMEHTOBEIEHHE U JOKYMEHTAIIHOHHOE 00ecTeucHue
yIpaBJICHUS
3.2.1. TpynoBas pynxkuus
PyxoBoacTBO AeATENBHOCTRIO
TI0/Ipa3/IeICHAS TI0 | Yposers
Hawmenopanne Kon | B/01.7 | (momyposens) 7 .
JOKYMEHTAHOHHOMY 00€CTIeYeHHIO A —
YIIPABJICHHS OpraHu3aliyi
g@;ﬁiﬁ;ﬁ;ﬁ:}iﬂn Opurusan X | 3amMcTBOBaHO U3 OpPHTHHAA
Kon PeructparuoHHEIi
OpHruHaia HOMED
npoghecCHOHABHOrO

CTaHjapTa

Tpynoseie neiicteus | Onpezenenne nenedt, 3anad u GpyHKUMM noApas/ieieHns JOKYMEHTAIMOHHOTO
obecneyeHns yIpaBJIeHUs] OpTaHU3aLMH U €10 pabOTHUKOB

Pacmpenenenre  HODKHOCTHBIX — OOsA3aHHOCTEM  MeXDy  paboTHHKAMM
HOApa3AeIeHUs NOKYMEHTAMOHHOTO 00eCICYeH s YIIPaBIeHAS OpraHu3allii
Pa3paboTka MonoXeHHA O MOAPa3NECHAH IOKYMEHTAIMOHHOTO OOecIedeHns
YIpaBJIeHHs OPraHM3alMH U JOJDKHOCTHBIX MHCTPYKIIHIA €€ pabOTHHKOB
[InanupoBanue nEeATENBHOCTH IOXYMHEHHOTO MOAPA3AECNEHAS C YIETOM
pallMOHANBHOIO paclpefeneHus paboT H o6beMa MPOH3BOACTBEHHBIX 3a1ay
OpraHH3alyH .
PykoBoacTBO paGOTHHMKAMM IIOXYMHEHHOIO MOAPA3JEIEHAS M KOHTPOIb MX
JEeATeIBHOCTH B OPraHu3aliu

IlpoBenenne COBMECTHO ¢ paGOTHHKaMH KaipoOBOTO  IIOZApPA3ICICHHS
MeponpusaTHii o moadopy NepcoHala Ha 3aMelleHHe BaKaHTHBIX JODKHOCTEH
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TIOAYUHCHHOI'O ITOApa3aCIICHUS

Opranuzauuss oOydeHHSs W [OBBIICHHUA KBAIMQHUKAMK  pPabOTHUKOB
TIOAYMHEHHOTO NOAPa3IeTIeH s OpraHu3anuu

Kontpons cobmogeHus pabGOTHHKaMH  [MOAYHMHEHHOIO  IOJApa3AeeHUs
TpeGOBaHMH OXpaHBl TpyJda, TPYAOBOHM IUCHHUILUIMHEI, IIPaBMJI BHYTPEHHETO
TPYAOBOI'O pacnopsika ¥ JIOKATbHEIX HOPMATHBHBIX aKTOB OPraHH3aIliH

Omnpenenenre NOTPeOHOCTH NOMYMHEHHOTO IMOJpa3ZeNICHUS OpraHU3alUd B
o6opyloBaHHH, NIPOTPaMMHOM OOECIICUCHUH, MaTepPHAIbHBIX, (PHHAHCOBBIX H
pecypcax

IToaroToBka mpeIOXKEHHH MO MoOAepHM3aluH pabouux MecT paGOTHHKOB
HOApa3AeIeHus 110 JOKYMEHTAIlHOHHOMY 00€CTIEISHHUIO YIIPaBICHUS

Omnpeneneaue >pGHEeKTHBHOCTH AEATSIBHOCTH NOXYHMHEHHOTO IOApa3JIeicHH
OpraHu3aIiy

Heobxoxumele
YMEHHUS

VYcraHaBnmMBaTP KpYr KOMIIETEHIMHi M OTBETCTBEHHOCTh 3aMECTHTENCH
pykoBomuTend ¥  pabOTHUKOB  IOAPA3JENEHHUS  JOKYMEHTAIlHOHHOTO
00€ECIICUCHNAS YIIPaBJICHUA OpraHu3alii

OpraHu3oBEIBaTh KOJUISKTHBHYIO H HHAMBHIYAIBHYIO paboTy pabOTHHKOB
NOXYMHEHHOTO OApa3ie/ICHAs OpraHU3aIlii

Ob6ecneunBaTh B3aUMOJICHCTBHE nonpasacCiIiCHuA AOKYMEHTAITHOHHOI'O
obecrieueHus yHOpaBJICHHA (v ¢) CTPYKTYPHBIMH noapasacICHUAMH 151
JOJDKHOCTHBIME JIMIIAMU OpraHu3anyi

PaspabaTeiBaTh MMONIOXKEHHE O MOApA3ieNieHHH W JOJDKHOCTHEIE MHCTPYKLHH
pabOTHUKOB OpraHu3alyH

YcranaBnuBaTh TUIS KXok byHKIIH paboTHuKa CITyXOBI
JOKYMEHTAIIUOHHOTO0 OOECIeUeHNs YIpaBlIeHHs NpaBa H OTBETCTBEHHOCTE,
obecneynBalomie KOPPEKTHOE BHIIONHEHHE 3TOH (QYHKIMH B paMKax
JESTeIbHOCTH OpraHH3alAN

HpI/IHI/IMaTL MEPHI II0 YCTPAaHCHHIO HEIOCTATKOB B pa60Te IIOAYHHCHHOI'O
CTPYKTYPHOI'O IOAPa3aCJICHUA OpraHu3aliu

IIpoBonuTs TECTHPOBAaHHE H OLEHKY pabOTBI MONYMHEHHBIX pPabOTHHKOB B
OpraHu3aIuy

Opraiusosbisarb o0yueHHe - | HOBHIINIEHAE KBaTH(UKAITNU
J€TIOIPON3BOICTBEHHOTO IIEPCOHATIA OPraHu3aliH '

Onpenemm; IIPUOPUTETHEIC HaIlpaBJICHHAA Pa3sBHTHA noapasaciICHUA
JAOKYMCHTaAlHOHHOT O obecrieueHns YIOpaBJICHUS OpraHU3aliii

PaspabatbBaTe Mepel 10 NOBHIIEHHIO S(P(PEKTHBHOCTH AEATEIHLHOCTH
PaboTHHMKOB OTYHHEHHOrO TOPA3/IC/ICHAS OpraHU3alHH

BHCI[pSITI: HOBBIC TCXHOJIOTHH HW  MCTOIBI pa60TBI B JCATCIBHOCTH
TIIOTIWHCHHOTI'O MOAPa3ACICHUS OpraHu3aliu

Heob6xonumMele 3uannsg

CrpykTypa opraHu3aiuy, ee HoApasJeieHns i JOJDKHOCTH, 3a/IeiCTBOBAHHEIE B
poleccax JOKYMEHTAIMOHHOIO obecrieYeH s YpaBIeHus

OcobeHHOCTH  periaMeHTanmMy  TpyZa  pabOTHHKOB — IOOYMHEHHOIO
NOJPa3IeNICHUs OpraHu3auu

3axoHOaTENbHEIE 1 HOPMaTUBHBIC NIPaBOBEIC aKTHl Poccuiickoit Penepaivu B
ob1nacTy paboTEH ¢ TOKyMEHTalnel 1 HHpOpMaLMeii, apXHBHOTO J€ej1a

Meroaudeckne JOKyMEHTHl H HallMOHANGHBIE CTAHAAPTHI B 00JacTH paGoTHI ¢
JOKyMEHTanueH 1 nHbopMauei, apxuBHOTO Jeia

IlpaBuna cocTaBneHHS ¥ OQOPMIEHHS JOKATGHBIX HOPMATHBHBIX AaKTOB,
ONPEIEISAIOIMX IIPAaBOBOE IOJIOKEHHE CTPYKTYPHBIX IOAPa3NEleHUH U
pabOTHHKOB OpraHu3aluH

(I)YHKI.II/IOH&TIBHOC HAlIOJIHCHHEC OCATCIIBHOCTA Pa3JIMYHbIX pa60THHKOB "
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oJpaseIeHus JOKYMEHTAlHOHHOTO O0ECIIeUeH s YIPaBICHUS OpPraHU3allMH,
a TaxKe MOJYNHEHHBIX EMY CTPYKTYD

IlpaBuna HopMmupoBaHHS Tpyda H pacdeTa SBOYHOM  YHMCIEHHOCTH
JEI0POM3BOJICTBEHHOTO [IEPCOHAIA OPraHM3aIii

ITpaBuiia opranm3anuu paboIux MeCT pabOTHHKOB OpraHH3aI[HH

TpeboBaHus oXpaHHI Tpyaa

(DOPMBI ACJIOIIPOU3BOJACTBA, OIIPpECACIIAONINEC OprasHusanyio paGOTLI
IMoApa3aCICHUA JOKYMCHTAIHOHHOI'O obecrnieueHus YIIpABJICHUS OpraHu3aliiy

HpaBHHa OpraHyu3anMOHHOI'0 IPDOCKTHPOBAHUA JJIs1 OpraHu3aluu

Meroauku YIIPABJICHHUSA HEPCOHAJIOM OpraHu3aliu

TpynoBoe 3akoroaTenbeTBO Poccuiickoit Peneparpu

Jpyrue

XapaKTePUCTHKH

3.2.2. TpynoBas pyHKmus

HauMmenoBaHue

Opranuzanus pa3paboTKH JTOKaIbHBIX
HOPMATHBHBIX aKTOB ¥ METOIHIECKHUX

JAOKYMEHTOB 10 JOKYMCHTAIITUOHHOMY KBaTHOHKAHA
obecreueHnIo YHOPaBJICHUA OpraHU3allii

VpoBenb
Kom | B/02.7 (nomypoBeHE) 7

Iponcxoxaenne TpyIoBoi
byHkIHH

! Opuranan X 3aMMCTBOBAHO U3 OpPUTHHAJA
Kon PerucrpanuoHHsIi
OpMTHHasa HOMeEp
npo¢eCCHOHABHOrO
cTaHIapTa

Tpynosele neficrus

Onpenenenve HanpaBlIeHHH BHYTPEHHEH pETaMEeHTAIMH JOKYMEHTAMOHHOTO
obecrieueHns ynpaBIeHus OpraHu3aldy

PykoBoacTBO pa3spaGoTKO#f JOKaIBHBIX HOPMATHBHBIX 4KTOB OPraHM3aldH B
COOTBETCTBMM C €€ IOJNHUTHKOH B cdepe AOKYMEHTAHMOHHOIO obecredeHus
yIIpaBJIeHUS

OpraHnsaunﬂ COri1aCcoBaHusl, YTBCPXKICHHUSA JIOKAIbHBIX HOPMATWUBHEIX AaKTORB
OpTraHMn3alvy 110 JOKYMCHTALUOHHOMY obecredeHuIo ee YIIPaBJICHHUA

OpraHnsaumI O3HaKOMJICHH A paGOTHI'IKOB C JIOK&JIbHBIMH HOPMATHBHBIMHU
aKTaMHu u MCTOONYCCKUMH AOKYMCHTaMH OpraHu3aiuu 1o
AOKYMCHTAITUOHHOMY o0ecIeYeHuIO ee YIpaBJICHUA

Koncynbrupoanue paGOTHHKOB OpraHM3alMd 0O BONpOCaM IPHMEHEHHS
JIOKaJIbHBIX HOPMATHUBHBIX aKTOB M HCIIOJNB30BaHHS METOIAMK paGoThl ¢
JOKYMEHTaMM OpraHH3aIu{

Opraﬂnsaunx pa60T},1 0 aKTyalu3allid JIOKAJIBHBIX HOPMATHBHEBIX aKTOB H
METOOAUYICCKHUX AOKYMEHTOB Oopragusanvu 110 AOKYMCHTAIlUOHHOMY
obecrieueHmIo ee YIpaBJICHUA

Heobxomumele ymenus

IIpaMenATh mpaBOBBIC HOPMBI VIS COCTABICHHS ¥ O(GOPMICHMS JIOKAJIbHBIX
HOPMAaTHBHBIX aKTOB OpraHu3alyn

PaspabaTbiBaTh €QHHYIO MOJUTHKY OPraHU3alluK B cdepe JOKYMEHTAIHOHHOTO
obecredeHns ee yIpaBaeHus ’

OpraHn30BBIBATE JEATENBHOCTh PAGOYMX TIPYNN IO IOATOTOBKE IPOEKTOB
JIOKQIBHBIX HOPMATHBHBIX AKTOB OPraHM3alliy

HNHTerpupoBats Ie10NpPON3BOACTBEHHBIE TIPOIECCH M IPOLEAYPH B JENOBEIE
(ympaBiieH49ecKHe) Iponecchl OpraHu3alul
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OtpaxaTh y4acTHe OTAENBHHIX PaGOTHHKOB M CTPYKTYPHBIX IIOApa3AeIeHHUM
OpTaHHU3allHHY B €€ JeIONPOH3BOICTBEHHBIX IIPOIIECccax

IIpoBomuTe mpoLEXypbl PpPAacCMOTPEHHS, KOJUIEKTHBHOTO  OOCYXIEHMS,
YIBEPXKACHHUA H COTJIACOBAHHS INPOEKTOB JIOKAIBHBIX HOPMATHBHEIX aKTOB
OpraHH3aliy

[Ipumenare Mepbl, obecreunBaromye BBHIIONHEHHE BCEMH pabOTHHKAMM
OpraHu3aluy TpeOOBaHWI, 3aKPEIUICHHBIX B JIOKAJIBHBIX HOPMATHBHBIX aKTax
10 IOKYMEHTAHOHHOMY 00€CIIE€IEHHIO YIIPaBJICHAS OpraHu3alHH

Heobxoaumeie 3uanus

3akoHOZaTeNbHbIE H HOPMATHBHBIE NPaBOBHIE akThl Poccmiickoi Menepanum,
cofiepxalue TpeGoBaHHSA K OpraHH3alHH JOKYMEHTAIIMOHHOIO 00ecIe4eHus
YIIPaBJICHAS OPraHH3aIHN

Metonnyeckde MOKYMEHTH M HAUMOHAIBHBIE CTAHIAPTHL, COJEPKaIHe
TpeGOBaHUA K OpraHHM3allMH IOKYMEHTAI[MOHHOTO OOECIEYEHHUs YIPaBJICHU
OpraHH3aINH

Tunoseie u IIPpAMCPHBIC IMOJTOXXECHUS u HHCTPYKIIAH B C(i)epe
AOKYMCHTAIIHOHHOI'O obecnieyeHu YHIpaBJICHUA

Tpe6OB&HI/ISI K CTPYKTYPE H COACPXKAHHKO OTHACIBHBIX BHUAOB JIOKAJIBHBIX
HOPMAaTHBHLIX aKTOB

IIpaBuna paspabotku H OGOPMIICHHS MOKYMEHTALMM, pErIaMeHTHpYIOmeit
JOKYMEHTALMOHHOE 00ECTICUEHHE YIIPABJICHAUS B OPTraHU3aIMH

VYyactku pa6OTI>I nmoapasaciI€cHud  JOKYMCHTAI[HOHHOIO obecrieyeHns
YIIPABJICHHUA OpraHM3alliid B UX (bYHKHI/IOHaJII)HOG HanOJIHCHHUC

ITopsnok 03HaKOMJICHHSI PabOTHHKOB C JIOKAJIBHHIMH HOPMATHBHBIMH aKTaMM
OpraHM3alyn

CocTaB cHeNMaNHCTOB, YYacTBYIONMX B pa3paGoTKe IPOEKTOB JIOKATHHBIX
HOPMATHBHBIX 8KTOB OpraHU3aluH

Tpyaosoe 3axomonmarenscTBo Poccmiickoit ®enepauun, TpeGOBaHHS OXpAaHBI

Apyrue

XapaKTCPHCTHUKH

Tpyna

3.2.3. TpynoBas pyHKuus

IlocTpoenue cucremsl VpoBeHb
HaumeHosanue | JOKYMEHTALMOHHOTO 06ECIICUEHHS Kox | B/03.7 | (nomyposenn) 7
YTpaBIEHHAS OpraHA3AAN S
gﬂfﬁiﬁ;ﬁgﬁ; . Opurunan X | 3aMMCTBOBaHO U3 OpUIHHANA
Kon Peructpaunonsslii
OpHUruHama HOMEp
npodecCHOHATEHOTO
CTaHzapTa

Tpynossie neicTus

PaspaboTka mommTMKM oOpraHmsauMm B 00ONacTH JOKYMEHTALMOHHOTO
obecnieueHus ee ynpaBiIeHUs

ConeticTBue BHEJIPEHHUIO CTaHJapToOB OpraHu3aIyuy B chepy
JOKYMEHTAlHOHHOI'0 00eCIIeUeH s ee YIIpaBIeHUs

Kooplmnamm ACATEIIBHOCTH IIO0 CO3JJAaHHMIO M COBEPHICHCTBOBAHHIO CHCTEMEI
AOKYMCHTALTMOHHOT'O obecnieueHus YIPaBJICHUAA OpraHu3anuu

OGecniedenne B3auMONEHCTBHA IOApA3fe/NeHAil OPraHM3allMM IpPH pElCHUH
3a7a4 B 061aCTH JOKYMEHTAIIHOHHOTO 06€ECIIeYeHHs €€ YITPaBICHHA
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Obecneuenve (i)}’HI(I.II/IOHI/IPOBaHI/ISI CUCTEMBI JOKYMCHTAITHOHHOI'O obecneueHus
yhpasJICHUA OpraHu3aiu

Opranmsanusg paboTel IO NOANCPKAHUIO CHCTEMBI JTOKYMEHTAIHOHHOTO
obecniedeHns yIpaBIeHNs OpTaHH3alliy B aKTYaJJbHOM COCTOSIHHH

BHenpeHHe COBpPEMEHHBIX METONOB H CpelIcTB 00paboTku wHpopManuu B
paMKaX pealH3alliy €IWHOH TEXHOJOTHH CHCTEMBI YIPaBJIE€HHS NOKYMEHTaMH
OpraHH3aLHH

YHpaBJ'ICHI/IC IIPpOCKTaMH JOKYMEHTAITUOHHOI'O obecneueHus YIIpaBJICHHUSA
OpraHnu3aiyn

PykoBozicTBO paspaboTkoif minaHoB H rpadukoB paboT MO pemIeHMIO 3amad
OpraHM3allil B paMKaX CHCTEMBl JOKYMEHTAIlMOHHOro OOeCIeYeHHus ee
yIIpaBJICHHS

Omnpenenenve  ¢GyHKOWE,  BBHINOMHAEMBIX ~ CHCTEMOH  3JIEKTPOHHOIO
JOKYMEHTOO00pOTa OpraHy3allyy, ¥ € aKTyaTH3aIusl

OpraHu3anys KOHCYNBTHPOBaHMS pPaOOTHUKOB OpPraHH3alMH II0 BOIPOCAM
paboTHI ¢ ee JOKyMEHTaMH

Heobxogumsie
YMEHHUS

AHanu3upoBaTh IEPeIOBOM OTEYECTBEHHBIA M 3apyOEeXXHBIH OMBIT B 007acTH
JOKYMEHTAHOHHOTO 00€CTIeYeHUs YIIPaBICHHS

OG6GOCHOBBIBAaTh NOJIOKCHHSA CTPATECTHH pPa3BHUTHA W IIOJMTHKH OPraHH3alliH B
001acTH TOKYMEHTAIIHOHHOTO 00eCIIeYeHHs YIIPaBICHUS

HpOBOI(I/ITB aHaJIu3 nmbopmaupm O COCTOSHHH CHCTCMBI JOKYMCHTAUWIOHHOI'O
obecrneucHus YIIpaBJICHHA OpraHu3alin

Brocuts APrYMEHTAPOBAHHBIE  OpPraHHU3allMOHHBIE KW  TCXHOJOTHYCCKHUE
IPCIIIOXKCHUA 1o opranms3aiu u COBCPIICHCTBOBAHHIO CHCTCMBI
JOKYMCHTaAIMOHHOI'O obecrneucHUS YIIpaBJICHH Opranu3aiyui

O6ecneanBaTth B3aMMOZEHCTBHE INOIpa3JeleHHH OPraHW3alMH II0 BONPOCAM
paboTHI C JOKYMEHTaMH

OuenuBath 3QQPEKTHBHOCTH IPOIECCOB AOKYMEHTAIMOHHOTO oOOecnedeHus
YIIpaBJICHUS OpPraHu3aliH

Onpenensars GyHKIMH,  BBIIONHSAEMBIE  CHCTEMOI 3JIEKTPOHHOI'O
JOKYMEHTO060pOTa OpPraHU3all|H, ¥ OTCIIEKABATH €€ aKTyaIN3ALHIO

IlpraMMaTh pemieHHs B CIOXHBIX U CIHOPHBIX CHTYyallHsiX B paMKaX CBOEii
npodeCCHOHANBHOM JeATeIEHOCTH

Pemars  3amaum  HOpPMATMBHOTO W METOAMYECKOTO  00eCHeYeHHs
JOKYMEHTAIlHOHHOTO 00eCIeyeHrs yIpaBleHHs OpraHu3aliy

HeobxoauMele 3HaHHS

3aKkoHOAATeNbHbIE I HOPMAaTHBHEIE MTPAaBOBhIE aKThI Poccuifckoii ®denepanyu B
cepe IOKyMEHTAMOHHOrO OOECIICYECHHS YIPABICHHS W HH(OPMALHOHHBIX
TE€XHOJIOTUH

Meronudeckne  OOKyMEHTHI MW HalMOHAIBHBEIE CTAHAAPTHl B chepe
JOKYMEHTaMOHHOro  obecriedeHMs  ynpaBieHHA ¥ HMHQOPMAOHOHHBIX
TEXHOJIOTHH

Jle#icTBylomue  MeXIyHapOAHbIE CTaHZApTHL B  OOJACTH  yIpaBiCHHS
JOKyMeHTauuei

ITepemoBoii OTE€YECTBEHHBIH ONBIT M HaydyHBIE pa3paboOTKH B 007acTH
HHGOPMALIMOHHOTO U JOKYMEHTAIMOHHOTO 00eCTIeYeHHS YIPaBICHHUS ‘

PrHox wMH(OpMalMOHHBIX YCIyr; cpeactBa cOopa, mepepadd u o6paGoTKH
HHGpOpMAIIH

Iopsanmox pa3paboTku, ohOpMIEHHS, YTBEPKACHHUS U BHEAPEHHS JOKATHHBIX
aKTOB OpraHM3alUK

CIpyKTypa H HalpaBJICHUA ACATCIBHOCTH OpraHu3aliuy

QDYHKIMH ¥ NIOPSIOK B3aMMOCHCTBYS OApa3 e IeHH OpraHu3aliy
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MCTOIILI TIIPOCKTAPOBAHUA U ITAHUPOBAHUSA pa60T B Opranu3aniu

IMopsimox pa3paGOTKK M YTBEPXKACHUS IEPCIEKTHBHBIX M TEKYMIUX IIJIaHOB
paboT opraHu3aly

Meronsl aHamu3a IoOKasaTesie ESTENBHOCTH IO JOKYMEHTAI[MOHHOMY
o0ecreYeH IO YIIpaBJIeHUs OPraHu3alui

Hpyrue

XapaKTEePUCTHKH

3.2.4. TpynoBas pyHxuHsN

OcymecTBieHne KOHTPOJIA v
POBEHb
KITHOHUPOBAHUS CUCTCMBI
Haumenosanwue ynKn p Kox | B/04.7 | (nomyposens) 7
AOKYMCHTAILTUOHHOI'O obecrieueHus KBATHGUKAHHA
YHOPABJICHHUS OpraHru3aliu
Tponcxoxaenne Opwuruzan X | 3auMCTBOBaHO W3 OpHTHHANIA
TpynoBoit GpyHKIHH
Kon PeructpaimoHHsIif
OpHrHHANA HOMEp
npo¢eCCHOHANBHOTO
CTaHAapTa

TpynoBeie petictBus

OcymecTBienre KOHTpOJIS BEAEHHSA IEJIOIPOHU3BOACTBA B OpraHH3alHM B
COOTBETCTBHH C YCTaHOBJICHHBIM B HEH IOPSIKOM, CBOEBPEMEHHOE NPHHSITHE
MED N0 NPEeAYIPEKICHAIO HaPYIICHUIH

OcyniecTBIeHHE KOHTPOJNIA HCIHOJNHEHHS JIOKATGHEIX HOPMATHBHEIX aKTOB H
METOOUYECKHX  JOKYMEHTOB 10  JOKYMEHTAllMOHHOMY  oObecrmeueHHro
YIIpaBleHHs OpraHu3aluH

Opranusanua paGoTH 1O BBISBICHHIO HApyIIEHHH B MOATOTOBKE H 06paboTke
JOKYMCHTOB OpPraHM3alliy, OIpeAeICHHE MEp 10 MX YCTPaHEHHIO

OcymiecTBeHHE KOHTPONS MCHOJNHHUTENLCKON JMCHMIUIAHEL  paOOTHHKOB
OpraHu3aIy{

OcymecTBienne KOHTPONA (YHKIHOHMPOBAHHMSA CHCTEMBI 3IEKTPOHHOTO
JOKYMEHTO000pOTa OPTaHU3allMH B €€ CBOEBPEMEHHOM aKTyaIH3aiH

Ocymectsinenne KOHTpONA (pOPMHPOBaHHS e/ B OPraHH3alMH OTEPATHBHOIO
XpaHCHHS JOKYMEHTOB B OpraHU3alud

Hcnonnenne ¢Qymkumii 3amecTHTeNs mpeicenareis SKCIEPTHOM KOMHCCHH
OpraHu3aluy

Oprauusanyd ® MpoBENCHHE MpPOBEPOK JEATENBHOCTH  CTPYKTYPHBIX
MOJ{pa3ieJIeHHi OpraHu3alliy IO BOIPOCaM JOKYMEHTAIMOHHOIO 00ecIedeHHus
YIpaBJICHHS

MOHI/ITOpHHI" pE3yIbTaTOB pPCIICHUS 334a4Y OpraHM3aliH II0 BoIpocaM
AOKYMCHTAIITHOHHOTI'O obecregeHus YUPABJICHHS, aHAIN3 JAHHBIX MOHUTOPHHI A

KoHTposb cBO€BPEMEHHOTO yCTpaHEHHs HEAOCTATKOB B paboTe ¢ JOKyMEHTaMu
OpraHH3alHH

Onpenenenre 3¢ HeKTHBHOCTH MEPONIPHAITHH 110 COBEPIIEHCTBOBAHMIO CHCTEMBI
JOKYMEHTAIIMOHHOT0 06eCIICUCHH YIIPaBIE€HUS OpTraHu3all

Heob6xogumeie
yMEHHS

ObecneanBare (GoOpMHpOBaHHE M COXPAHHOCTH JOKYMEHTATHHOTO (OHAA
OpraHH3alliy B COOTBETCTBHHU C TPeOOBAaHMSIMM HOPMAaTHBHBIX HPABOBHIX AKTOB
Poccuiickoit @enepanyn 1 JOKAIBHBIX HOPMATHBHEIX aKTOB

BHOCHTL ~ apryMeHTHpOBaHHBIE OpPraHM3alMOHHBEIE H  TEXHOJIOTHYECKHE
NIPEUIOXKEHAA  TIO  OpraHM3allid M COBEPIICHCTBOBAHHIO  CHCTEMBI
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AOKYMCHTAIHOHHOT' O obecreyeHus YIPABJICHHS OpraHu3aniy

Hpenc*ranmm; pe3yabpTaThl KOH’I‘pOJIBHOﬁ ACATCIBHOCTH II0 BOHIpocaMm
JOKYMCHTAITHOHHOI'O obecrieueHus YHOpPABJICHHS B OTYCTAX OpraHu3anuu

Oprann3oBbIBaTh paboTy MO cO6OPY M CHCTEMATH3ALUM CBEICHHUH O HOJIOKEHHH
nen B chepe JOKYMEHTAHOHHOTO OOeCHeYeHMs YIpPaBJ€HHs OpraHH3amuM,
OCYINECTBIATH PyKOBOACTBO 3¢ (PEKTHBHEIM HCHIOIB30BAHHEM JaHHBIX CBEJCHUI
¥ €ro KOHTPOJIb

OpraHu3oBbIBaTh ~ CHCTEMAaTHM3UPOBAHHBIA  YY€T, XpaHEHHE JIOKAIBHBIX
HOPMAaTHBHBIX aKTOB OpraHM3allid IO BONpocaM HH(POPMAIHOHHOIO ¥
JOKYMEHTAHOHHOr0 O00ECIICYEHHs YIPABICHHS H BHECEHHE B HHX IPHHATHIX
H3MEHCHUM

CeoeBpeMenHO MH(POPMHpPOBATh 00 M3MEHEHHSX B JIOKAIBHBIX HOPMAaTHBHEIX
aKTax pyKOBOJMTEIIEH M paOOTHHKOB IOIpa3IeICHII OpraHu3alyi

IlpuHAMars pemieHHs C y9eTOM KOHKPETHOM CHTyaMd [0 BOHpPOCaM,
BO3HHKAIOIUM B XOJ€ KOHTPOJILHOH M aHATHTHYECKOH NEATEILHOCTH B clepe
JOKYMEHTAIMOHHOr0 06€CTIeueHH YIIPaBIeH!S OPraHU3aliy

Heob6xoaumele 3Hanus

3akoHOAaTENbHEIE 1 HOPMAaTHUBHEIE IIPABOBEIE aKTHI Poccuiickoit Oepepanum B
chepe JOKYMEHTAMOHHOTO OOeCHeYeHHs yhnpaBiieHUS U WHGOPMAIHOHHEBIX
TEXHOJIOI' Uit

Meroauyeckue HOKYMEHTHI M HAIHOHAIBHBIE CTaHIapTEl B  cdepe
JOKYMEHTAHOHHOTO  00€CNIeUeHHs  yIpaBieHHs M “H(POPMAaIMOHHBIX
TE€XHOJIOTHH

HecTByromme MeXIyHapomHBIE CTaHNAapTHl B OOJACTH  yIpaBlIeHHs
JOKYMEHTanuei

IlpaBuna opraEM3anmuM JOKYMEHTAllHOHHOTO OGECIIEYEHHs YNpPABICHHS B
COOTBETCTBUM C JIOKATLHEIMH HOPMaTHBHEIMH aKTAMH OPraHH3aIlHH

QyHKIAH U TOPSIOK B3aUMOJCHCTBYS OApa3Ae/IeHHM OpraHH3aliH

Mertonpl aHanm3a IOKa3aTelel ACATCIBHOCTH IO AOKYMCHTAllHOHHOMY
o0ecreyeHnIo YIpaBICHHUA

Ilpapuna @ Meromsl KOHTPOIS COGMIOAEHHS HOPM B 00J1acTH
JIOKYMEHTALHOHHOTO OOECTIEICHNS YIPaBICHUSL

Meroznp! ananusa BEIONHEHHS NPOrPaMM OPTaHH3allUH M COBEPIICHCTBOBAHMS
JAOKYMEHTAIIHOHHOIO  OOECHEYECHHs  YNpaBIeHHS H  ONpElCNeHHS  MX
30 beKTHBHOCTH

OpraHnsauIvm yucTa, IIOPAAOK H CPOKH COCTABJICHHSA OTYETHOCTH IIO BoIpocaM
JOKYMCHTALMOHHOI'O obecregeHus YUOpaBICHUA

Mertobl HOPMOKOHTPOIISL IPU COCTABJIEHUH JOKYMEHTOB, OMpPEETEeHHS YPOBHS
YHUGHKAIMHA YIPABICHIECKUX JOKYMEHTOB OpraHM3aliuy

KpPITCpHPI OCHHOCTH JMOKYMEHTOB JJId HX HCIIOJIB30BaHUS, XpaHCHUA HIIHA
BBICJICHHASA K YHHYTOXXCHUIO

Hpyrue

XapaKTCPUCTHUKHU
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3.2.5. TpynoBas ¢pyHknus

CoBepIeHCTBOBAaHHE CHCTEMBI VpoBeHb j
HammeHoBaHMe | JJOKyMEHTAILIMOHHOTO 06ECIICUCHH Koa | B/05.7 | (nomyposens) | 7

YIIpaBJIeHHs OpraHH3aIHH KBaTHQUKa |
Tpoucxoxnerme Opurunan X | 3aMMCTBOBaHO W3 OPHIHHAJA
TpyZnoBoit GpyHKIMH

Kon PeructpanuonHbIit
OpHIMHAIA HOMep
npodecCHOHATBHOIO

CTaHJapTa

Tpynossie peticTBus

Onpenenenne BO3MOXHOCTEH NpPHMEHEHHS COBPEMEHHBIX HH()OPMALHOHHBIX
TEXHOJOTHH B cdepe HOKYMEHTAIIHOHHOTO OOECIEYEHHs YyIpaBlIcHHS
OpraHM3allMy Ha OCHOBE H3YUYEHHS TCHICHIMI UX Pa3BUTHS

ObocHoBaHue HeoOXOOqUMOCTH COBEPUICHCTBOBAHUA CHCTEMEI
JOKYMEHTAIlHOHHOTO 00ECIIEUeHUS YIPaBICHUS OpTraHAu3alNH

Onpeneneﬂne HaIIpaBJIeHI/Iﬁ PasBUTHSA H COBEPHICHCTBOBAHHA CHCTEMEI
JAOKYMCHTAITHOHHOI'O obecnieueHuns YIIPABJICHUS OpraHU3allii

OmpeneneHne Mep 10 YCTPAaHEHHIO BBIABJICHHBEIX HM3BJHOB CHCTEMEI
JAOKYMEHTaIlHOHHOTO 06ecieueH s YIIpaBIeHHS, AeHCTBYIONIEH B OpraHA3aiH

Omnpenenenre Mep NO ONTHMM3AIMA YIPABICHYECKOTO JOKyMEHTOOO60pOTaA
OpraHH3aIHN

PazpaboTka METONMKH COBEPHIICHCTBOBAHHS CHCTEMHl JOKYMEHTAIHOHHOTO
obecnedeHusl yIpaBieHuIs OpraHu3aluu

IToaroroBka makera AOKYMEHTOB, COHOPOBOXIArOUWIMX IIPOILECC pa3pa60TKn,
BHCIPCHMA H HCHOJIB30BaHHA CHCTEMEBI JJICKTPOHHOIO lIOKYMeHTOO60pOTa
OpraHu3aiiy B cq)epe JOKYMCHTAIIMOHHOTI'O obecnieueHus ee YHOPABJICHUA

Opranusanus npouecca paspabOTKH M BHEIPEHHS CHCTEMEBI 3JIEKTPOHHOTO
JOKYMEHTOO00pOTa OpraHM3anud B cepe HOKYMEHTAMOHHOIO OGecIeYeHMs
ec yIpaBJICHUS

KOOpJII/IHaI_II/UI ACATCIIBHOCTH 1o COBCPHICHCTBOBAHUIO CHCTEMbBI
AOKYMECHTaAITHOHHOTO obecregeHus YIpaBJICHUS OpraHHU3alIHA

Heob6xoaumele
yMeHus

AHamM3upoBaTh HHQOPMAIMIO O COCTOSHHH CHCTEMH JOKYMEHTAIIHOHHOTO
obecrieyeH st yIpaBIeHHs OpPraHu3aliy

Brocuth APTYMCHTHPOBAHHBIC OPraHU3alUOHHBIE ' M TEXHOJOTHYECKHE
IIPEMIOKCHUA o Oprasusalium u COBEPUICHCTBOBAHUIO CHCTEMBI
JOKYMECHTAITHOHHOTO obecrieueHus YOpPaBJICHUSA OpraHU3alun

CocTaBnaTe TexHMYECKOE 3a[jaHHE HA NPOEKTHPOBAHHE M BHEJAPEHHE CHCTEMEI
SJIEKTPOHHOT'O JTOKYMEHT0000pOTa B cepe NOKYMEHTANHOHHOrO obecreueHus
yIIpaBJieHHsI OpraHU3aliH

Beibupars  onTEMaTBHYIO CHCTEMY  3I€KTPOHHOIO  JOKyMEHTOO60pOTa,
OTBEYAIOIIYI0 3aJa4aM JIOKyMEHTAllMOHHOTO OOECIeYeHHus YIpaBJIeHHs
OpraHu3alyy :

OGocHOBBIBATE ~ HEOOXOAMMOCTH  BHEAPEHWS  CHCTEMBI  3JIEKTPOHHOTO
JIOKyMEHT0000poTa B Cdepy AOKYMEHTAIMOHHOTO OOECIEUeHHs YIpaBICHHS
OpraHU3alUH

Opranu3oBeiBath 06y4eHHEe PaGOTHUKOB OPraHM3AlMA COBPEMEHHBIM METONAM
paboTHl C JOKyMEHTaMH B cdepe JOKYMEHTAIMOHHOIO obecrnedeHus
yTIpaBJIeHUS

AKTyaJII/I3I/Ip0BaTI> JIOKQJIbHBIE HOPMAaTHBHEIC aKTBl OpraHu3aliy ¢ Y4E€TOM
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BHCAPCHUS COBPEMCHHEBIX METOAOB pa60Tm C JOKYMCHTaMH

Heobxoaumeie
3HAHUS

3akoHOJaTeNbHEIE B HOPMATHBHEIE NIPaBOBEIE akTHl Poccuiickoit Menepanuy B
chepe TOKyMEHTAIHMOHHOTO OOECIeYeHHs YIpaBiIeHUS ¥ HH(POPMAIHOHHBIX
TEXHOJIOTHH

cTaHmapTHl B cdepe
HH(pOpManHOHHBIX

Meroanueckue
JOKYMEHTAIHOHHOTO
TEXHOJOTHH

OOKYMEHTHl W  HalHOHAJIbHBIE
obecriedeHHs]  ympaBleHHS H

CTaH/IapThl B obnactu yYHpaBJICHUA

JeticTBytomue
JOKYMEHTalueH

MEXKXIYHApPOOHBIC

IlepenoBoii oOTeYeCTBEHHBI ONBIT M HAaydHEIE pa3paGoOTKH B 06IacTH
MH(OPMAIMOBHOTO M JOKyMEHTAMOHHOTO 00eCTIeYeH s YIIpaBieH s

Meroapr IIPOCKTUPOBAHUA H ILJIAHHPOBAHHS pa60T II0 COBCPIICHCTBOBAHHIO
JAOKYMCHTaIITUOHHOTI'O obecriegeHus YIPaBJICHHUA OpraHnu3aliin

CoBpeMeHHEBIE CHCTEMBI JJIEKTPOHHOIO JOKYMEHTOOOOPOTa, HCIOJB3yeMEIE B
chepe NOKYMEHTAIMOHHOTO OOECIeYeHUs YIpaBlieHHs OPraHH3alMH, W HX
(YHKIMOHAJIBHBIC BO3MOXHOCTH

Bemymwe  oprammzamum  —  pa3pabOTYMKM ~ CHCTEM  3JIEKTPOHHOIO
ZOKyMeHTO060poTa 1 cephl JOKYMEHTAIIHOHHOTO 00eCIeYeH s yIpaBlIeH s
OpraHu3alun

Prinox HHGOpMAalHOHHEIX YCIYT, CpeAcTBa cOopa, mepemaud H 06pabOTKH
HHpOpManuu

Jpyrue

XapaKTCPHUCTUKH

3.3. O606mennas TpyaoBast pyHKIEsS

VnpasneHne qoxkyMeHTanuei :
HaumeHoBanue P AOKyMEHTaN Kon; C Yposeis 8
OpraHH3aINH KBaMH(HKAIMH
ITpoucxoxaeHue
0606meHHOH TPy IOBO Opurnran | X 3apMCTBOBaHO M3 OpHIHHANA
$yHKITIH
Kon PerucTpaimoHHsIif
OpUTHHAJa HOMep
IpogeCCHOHANIBHOTO
cTaHIapTa
BosmoskHbIe VYnpasnaomuit JoOKyMeHTauei
HaMCHOBaHHA 3aMecTHTENb PYKOBOJHTEII] OpraHu3aliy Mo BOIIpocaMm YiIpaBJICHUA
JOODKHOCTEM, JOKyMEHTaleH
npodeccuit

TpeboBanus
06pa3oBaHHIO U
obygeHnto

Bricmiee o6pa3oBaHue — ClIeLHAIATET, MATACTPATYpa
HomonmmuTensHoe npodeccHoHaNbHOE 00pa30BaHUE — IPOrPAMMBI
Npo¢eCcCHOHATBHOM EPENOATOTOBKH M0 NPOMHIIO AEATENLHOCTH

TpeboBaHus K onpITy
MpaKTHYECKOU
paboThl

He menee naTu neT pykoBOAALIeH eATENBHOCTH B chepe JOKyMEHTAIHOHHOTO
obecriedeHus yIpaBiieHus OpraHA3anueit

Ocobsle ycmoBust
JIOIyCKa K pabote

Hpyrue
XapaKTePHCTHKH
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I[OHOJ'IHI/ITCJIBHBIC XapaKTCPUCTHKH

Haumenopanue Kon Haumenopanue 6a30Bo# rpymmsl, JODKHOCTH (upodeccHn)
JOKYMEHTa WY CIENHATBHOCTH
OK3 1213 PyxoBoauTens B 00/1acTH onpeaeneHHs IOJUTHKY U
IJTAaHHPOBAHUS 1E€ATEIHOCTH ‘
OKCO 032000 JloKyMEHTOBeIleHIE ¥ apXHUBOBEJECHHUE
032001 JIoKyMeHTOBeIeHHE U IOKYMEHTAIIHOHHOE 00eceueHne
yTIpaBJICHHS

3.3.1. TpyaoBas pyHKIHA

HaumMeHoBaHue

CTpaTCTK‘ICCKOC IUNTAaHUPOBAHUC U
PYKOBOACTBO MOCTPOCHUEM eqUHOH

CHCTEMBI YIIpaBJIICHHUS KBAIH(HKALHH
AOKYMEHTAIlUCH OpraHu3aliuu

VpoBeHb
Kox | C/01.8 (momxypoBeHS) 8

IIponcxoxnenue TpynoBoit
$ysxmm

Opurusain X | 3aUMCTBOBaHO M3 OpHMIMHANA

Kon PerncrpanuonHsIit
OpWTHHAaJAa HOMeEp
npo¢heCCHOHATBHOTO
CTaHgapTa

TpynoBsle nelicTBus

Pa3paGoTka cTpaTerudm M HOJHTHKH OpraHM3aluM B cdepe yHpaBIeHHSA ee
JOKyMEHTaluuen

PykoBoacTBO BEIGOPOM M BHEIpEHHEM COBPEMEHHBIX METOIOB, CPEICTB H
TEXHOJIOTHH 00paGoTKH MHPOPMAIME M JOKyMEHTAIMH B PaMKaX peanH3aliu
CMHOY MOJIUTHKHY yIIpaBICHHUS JOKYMEHTalUeN OpraHAu3aluu

YopaBneHue  OpOEKTOM — CO3NaHHA  €AMHOM  CHCTEMBI  yIpaBJieHHS
JOKYMEHTAITHEH Opranu3auy

YopasieHHe TpoeKTaMHM — (OPMHpOBaHHS  HMHGOPMAIMOHHO-CIIPABOYHBIX
cHCTeM H 0a3 JaHHBIX [0 BCEM JTOKYMEHTHBIM CHCTEMaM M HH(OPMAIHOHHBIM
pecypcaM opraHu3alyu

praBJIeHIfIC NPOCKTaMH IIOAZICPXKAaHHUA B aKTyaJIbHOM COCTOSHMH €IUHOMH
CHCTEMbBI YIIPABICHHUSA IIOKYMCHTaHHeﬁ OpraHu3alnH, a TakKXe BCeX €€
AOKYMCHTHBIX CHCTEM

P YKOBOICTBO IIPOCKTaMH 10 MOJCPHH3AIMH H ONTUMH3AIHH CHCTEMBI
YipaBJICHHUA noxmemauneﬁ Opranu3alid ¥ MHHHMH3AIUH PHUCKOB B 3TOi

coepe

Heobxonumsie ymenus

Onpenenars NpHOPHTETHBIC HAIPABICHHS PAa3BUTHS CHCTEMbI yHpaBjieHHUS
JOKYMEHTaLMEN opraHu3aiuu

Pa3pabatbiBats cTpaTeruio M MONHTHKY OPraHHM3allk B cdepe YIpaBICHUS ee
JOKYMEHTauueH

Boibupars  nporpaMMHBIE  TIPOAYKTHI, WCIONB3yeMble B  YIPABICHHH
JOKyMEHTALUeH, %4 CHCTEMBI KOPIIOPaTHBHOTO 3IIEKTPOHHOIO
JOKYMEHTO060pOTa OpraHu3alHy 4 0GOCHOBBIBATE BEIOOD

Knaccupuuuposare  mEdopManmio u  BHICTpamBAaTH  HH(POPMALUOHHO-
CIIpaBOYHEIE a3kl NaHHBIX M MHPOPMAIIMOHHBIE CHCTEMBI OpTaHH3aIHH

IIpocunTeiBaTE M OIEHHBATH NOTEHIMATBHEIE PHCKH COEpH YIpaBIcHHS
AOKyMEHTaI[Hel B OPraHu3alliy ¥ IPeJOTBPAMATE UX JH60 MHUHHMU3HPOBATh
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VcTaHaBnHBaTh  KpYr  KOMIICTCHIMH  PYKOBOIMTENEH  CTPYKTYPHBIX
IOJpa3ficicHuil opraHu3anvyd B cdepe YIOpaBleHHS AOKYMEHTallMed BO
BBEPEHHBIX UM HOAPA3IETCHHAX

YcranaBnmmMBaTh CPOKH HCIIOJIHCHHS OOKYMCHTOB BO BCE€X JOKYMEHTHEBIX
CHCTEMaxX OpraHu3aiu

Oprannu3oBHIBaTH KOJUTEKTHBHYIO ¥ MHAMBHUAYAIBHYIO paboTy pyKOBOAMTENEH
CTPYKTYPHEIX  IOApa3fClCHHN OpraHu3anud B  cdepe  yIpaBIeHHA
JOKYMEHTaluuen

YIpaBiaTh B3aMMOJECHCTBHEM CTPYKTYPHBIX MOJApa3Jel€HHM OpraHM3aldH B
cepe yopaBneHus T10KyMeHTalHEH

VI3BICKHBATh PECYpCHI U PasBHTHS CHCTEMBI YOpaBIEHHS IOKyMeHTaluei
OpraHH3aIAH

PazpabarrBaTth Mephl O HOBBHIIEHHIO atbq)exmBHocm paboTEl OpraHu3anuu
9epe3 COBEPIIECHCTBOBAHHUE YIPABIICHHS €€ JOKYMEHTAIeH

Otcnexupars H3MEHEHHS B HOPMAaTHBHOM 6a3e, pernaMeHTHPYIOMmEH BOIPOCH
ynpasiicHus gokymenTanueii B Poccuiickoil @enepanun

PykoBoauTs BHEIpEHNEM HOBHIX HH()OPMAIIMOHHBIX TEXHOIOTHH H METOIOB
paboTHL B chepy ynpaBlIeHHs JOKYMEHTAUMEN OpraHu3alyi

Bri6upars Buns1 Hocutenei nHbopManuy u GopMaTsl XPaHEHHs 3TEKTPOHHBIX
JAOKYMEHTOB, OCHOBHIBAACH HA IIEHHOCTH JOKYMEHTOB OPTaHHM3alldiH H CPOKax
HX XpaHeHUs

HpI/IHI/IMaTB PEMICHUA 110 BOIIPOCAM yIpaBICHHS ,Z[OKYMCHTaHKeﬁ Opranusalu
B CJIOXKHBIX H CIIOPHBEIX CUTyallugIX

HeobxonuMEle 3HAHAS

CTpykTypa oOpraHm3allii M €€ pPYKOBOMSIIMA COCTaB, €ro GQYHKIHH H
pacnpezenenne 00sg3aHHoCTER

HanpasneHus JesTeNBHOCTH OpraHd3alMd, (QyHKIHH e CTPYKTYPHBIX
HoJpasJeieHui, crenupuKka UX JOEATENPHOCTH H €€ JOKYMEHTAI[HOHHOTO
obecneyeHns

OyHKUMY ¥ NOPAOK B3aUMOICHCTBHAS IOAPa3ieIeHAN OPraHA3aliy

3akoHOnaTeNbHEIE H HOPMAaTHBHBIEC IIPaBOBEIE akThl Poccumiickoii deneparmm,
HCIONIB3yeMble B cdepe ympaBineHHs IDOKyMEHTalMe#, a Takke B cq)epe
OCHOBHOH HESTEIbHOCTH OpraHu3alluy

Metonudeckue JOKYMEHTEl M HAaUWOHAIBHEIE CTAHJAPTEL, HCIONb3yEMHIE B
cepe ynpaBlieHHs JOKYMEHTALMEN OPraHA3ayH

Mexnynaponasie ¥ 3apyOexHble CTaHAAPTH, CHENH(HKAINH, TEXHHYECKHE
OTYETHI II0 YNPaBICHHMIO JOKyMEHTalued U HHOOPMAI[MOHHEIM TEXHOJIOTHM,
HCIIOJIE3YEMBIM B YIIPABJICHUH

IlepenoBoii 0TedeCTBEHHEIIH, 3apyOeXHEIM ¥ MEXIYHAPOAHBIA ONLIT K HAyIHEIE
pa3paboTkH B chepe YIpaBIeHus JOKyMEHTalueH

IIpaBuna mocTpoeHHs H (QYHKIHOHMPOBaHHMS BCEX CHCTEM JOKYMEHTAIHH
OpraHM3alyH; crenudrka QYHKIMOHUPOBAHHS ¥ IPUMEHEHHS KaXKIOH U3 HUX

[IpaBuna ¥ MeTOABI MOCTPOCHHMS HH(POPMALMOHHO-CIIPABOYHBIX CHCTEM
Opra”y3alyy, BKIroYas 6a3kl JaHHBIX

PriHOK HHGOPMAITHOHHEBIX 7§ TENIEKOMMYHHKAIHOHHBIX yCIIyT,
IPEAOCTaBIsAEMBIX chepe yIpaBaeHus JOKYMEHTalHel

IIporpaMMEEBIe TIPOXYKTHI, HCIONB3YyeMEBIE B YIPABICHHH NOKYMCHTAIWei,
CHCTEMEI KOPIIOPaTHBHOTO IOKYMEHTO000pOoTa

Bunpi HocuTenel nHpopMannu 1 cenuduKa X IpUMEHEHHS

Mertonel mMpoeXTHPOBaHHS M IUIAHAPOBAaHHS pPaboT, a TaKKe METOHOJOTHS
OpraHHM3alMOHHOIO IPOSKTHPOBAHMS

Tlopsinox pa3pabOTKH M YTBEPXKAEHHs NEPCHEKTHBHBIX M TEKYIIMX IUIAHOB
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pa60T OpraHusanmy, a TaKKC NOPAA0K IIOATOTOBKH OTYCTOB 00 MX HCIOJIHEHUH

MCTOHI:I aHaIM3a IIOKa3aTeliell JCATCIHLHOCTH IIO BOIIpoCaM yIIpaBJICHUA
IIOKYMSHTaIII/ICﬁ OpraHu3alnuy

TexHoMOrNy M METOABI YIIPABIICHHUS ICPCOHAJIOM OpraHu3alnn

Hpyrue

XapPaKTCPUCTHKH

3.3.2. TpynoBast pysxums

VYipaBieHue pa3paboTKOM JTOKATBHBIX v
OBEHb

HauMeHoBAH e HOPMaTHBHBIX aKTOB OpraHH3aIuy I10 Kox | C/02.8 (nlf)nyponenb) 8

BOIIpOCaM YIIPaBIIECHHS €€ PR A—

JOKyMEHTaIuei L ]
I'Iponcxovxc):[eﬂne Opuru=an X | 3aUMCTBOBaHO U3 OpHTHHANA
TPYZROBOM PyHKIMH

Kon Perucrpaunonssiit
OpHrHHaIA HOMeEp
NpogecCHOHAIBHOTO
CTaHIapTa

TpynoBsle aeiicTBus

PyxoBoncTBo pa3paGoTkoif M BHEAPEHHEM JIOKAIBHBEIX HOPMATHBHEIX aKTOB
OpraHM3alliy 10 YIPABJICHUIO TOKYMEHTaHEH

PykoBoacTBO pa3zspaboTKoM METOIMYECKMX MOKYMEHTOB IO BHEAPCHHIO H
HCTIOTHCHHIO JIOKAJIBHBIX HOPMATHBHEIX AaKTOB OpPraHH3alldM II0 YIIPABJICHHIO
JOKyMEHTanuen

VYipaBneHHe coriaacoBaHHEM H/WIIM yTBEPXKJIEHHEM JOKATHHEIX HOPMATHBHBIX
aKTOB H METOOUYECKHX IOKYMEHTOB OpraHHM3alM{, WCIOIL3YEMBIX B
YIIpaBJICHUH JOKYMEHTAIHEH

PykoBoncTBO pa3paboTKOM JOKaNBHBIX HOPMATHBHEIX aKTOB M METOJMYECKHX
JOKYMEHTOB OPraHH3allHH II0 BOIPOCaM OpraHH3allHd XpaHCHHU:A, oOecmedeHus
COXDaHHOCTH,  HCIIONB30BaHMS ¥  YHUYTOXKCHHMA  JOKYMEHTOB €€
JOKyMEHTaJIbHOro (hoHIa

PykoBoacTBO mocTpoeHHeM  HMH(POPMAIMOHHO-IIPaBOBOM  6a3kl  JaHHBIX
OpraHU3alHN -

PYKOBOI[CTBO CBOCBpCMeHHOﬁ amyannsauneﬁ JIOKAJIBHBIX HOPMATHBHEIX aKTOB
OpraHu3anuy, MCIIOJIb3YCMBIX B YIIPDaBJICHHH I[OK}’MCHTaIII/Ieﬁ

PaspaboTka Mep 110 IpeOTBPAINEHHIO HIIH MHHAMH3ALUH PUCKOB, CBA3AHHBIX C
HECOBEPUICHCTBOM  JIOKAIBHBIX HOPMATHBHBIX aKTOB IO  YIPaBJICHHIO
JIOKYMEHTallHeH oprani3alun

KoHcymsTHpoBaHHEe pPYKOBOACTBA OpraHH3aMH II0 BOIPOCAM IIPUMEHEHHS
JIOKaJIbHBIX HOPMAaTHBHBIX aKTOB OPraHHM3allMH, HCIIOJIB3YEMBIX B YIIPaBJICHHH
JOKYMEHTaUHeR

Heobxonnmeie
yMEHHUs

Pykosomute pa3paboTkodf eAWMHON NONMTHKH YIPaBIEHHS NOKYMEHTauei
OpraHu3alun

VYIpasiaTe NPOEKTaMM pa3spabOTKH/aKkTyalH3allly JIOKAIBHBIX HOPMATUBHBIX
aKTOB OpPraHM3allMHy, HCIIOAB3yEMBIX B YIIPAaBIECHHH JOKYMEHTauel

IlpuMeHATh NpaBOBBIE HOPMEI IPH COCTaBIEHMH M O(GOPMIEHHMH JOKAIbHBIX
HOPMAaTUBHBIX ~ aKTOB  OpPraHH3alli¥, HCIOJB3YEMBIX B  YIpPaBICHUH
JOKYMEHTanuen

PyxosomuTe mpomeccaMH H  KOHTPOJIHpPOBATH IIPOLEAYPHI  YIpPaBIEHHS
JOKYMEHTauuel opraHu3aiiu
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Bnanets  MHQOPDMANMOHHBIMH  TEXHOJNOTHSIMH,  HCIONB3YEMBIMH  IpH
IIOCTPOCHHH HHPOPMAIIMOHHO-TIPaBOBO# 6a3hl JAHHBIX OPraHHU3aAIMH

VYhpaBnsaTe npouenypaMH PacCMOTPEHHS, YTBEPKIEHHS W/WIH COTJIACOBAHHS
IIPOCKTOB JIOKAIBHBIX HOPMATHUBHBIX aKTOB OpPraHM3allHH, MCIOJb3YEMBIX B
yIIpaBJIeHHH JOKYMEHTanuel

PykoBomuTs akTyanmsanueil JOKaTbHEIX HOPMATHBHBIX aKTOB OpPTaHH3alldM C
Y9€TOM BHEIPEHHS KOPIIOPATHBHON CHCTEMBI SJIEKTPOHHOTO JOKYMEHT0060pOTa

OuenuBare ygacTve pyKOBOJHTENEH CTPYKTYPHBIX II0pa3ae/leHHil B Ipoleccax
yIIpaBJeHHs JOKYMEHTAIMEH OpraHu3aii

YcraHaBnuBaTe Il KaKAOTO PYKOBOAHUTENSA CTPYKTYPHOTO TNOApasfieIeHHS
OpraHu3allMy IpaBa H OTBETCTBEHHOCTh, OOECIICUMBAIOUIME BHIIONHEHHE HX
¢yHKIHI B KOPIIOPATHBHON CHCTEME YIIPaBIEHHUs NOKYMEHTAHEH OpraHU3auH

[IpocyHTEIBATE  BO3MOXKHBEIE DPHCKH, CBSI3aHHBIE C  HECOBEPIIEHCTBOM
KOPIIOPaTHBHOM  HOpPMaTMBHOH 6a3sbl OpraHH3alMH II0  YIIPABJIECHHIO
JOKyMEHTALHeH, ¥ IPeIOTBPalIaTh HX

Iloemmate  5(eKTHBHOCTE  CHCTEMBI  yNpaBI€HHS  JOKyMEHTaruei
OpraHM3allid B ILIEJIOM M OTEINBHBIX CHCTEM JOKyMEHTAllWH OPraHM3allid B
YaCTHOCTH ITyTEM COBEPIICHCTBOBAHH JIOKATLHBIX HOPMATHBHEIX aKTOB

PykoBomuts ¢opMHpOBaHHEM H HCIONB30BaHMEM IOKYMEHTAIBLHOTO (OHIA
OpraHH3alli{d B COOTBETCTBHH ¢ TPeOOBaHHSIMH MPAaBOBHIX HOPMATHBHEIX AKTOR
Poccuiickoi @enepanu ¥ ee IOKAIBHBIX HOPMATHBHEIX aKTOB

Heobxonumsie 3aKoHO/aTENbHBIE H HOPMATHBHEIE NpPaBOBble aKThl Poccuiickoii Meneparum,
3HAHUA coaepxanye TpeOOBaHNUS K YIPABJICHHIO JOKyMEHTaIHeR
Meropudeckre JOKyMEHTHI H HAlOH&IBHBIE CTaHAAPTHL, COJEpIKAIIHE
TpeOOBaHHA K YIPaBICHHIO JOKYMEHTAIHEH
Mexnynapomusie cTaHAaprThl, CHeOUQUKANMA ¥ TEXHAYECKHE OTUETEHL
UCIIOIb3yEMEIE B cepe YIpaBleHus JOKYMEHTalHeH
TpeGoBanus K CIPYKTYpe M COAEPXAHHIO BCEX BHJOB HOPMATHBHBIX aKTOB,
HCHOJIB3YEMBIX B OpraHU3alliH
llpaBuna u mopsAnoK cocTaBneHHs, OpOPMIECHHS, YTBEPKICHHS M BHEAPEHHS
JIOKAJILHBEIX HOPMATHBHBIX aKTOB OPTaHU3aIMHA
IIpaBuna paspaboTku ¥ 0pOpMIEHHS TOKYMEHTAIHH, pernmeﬂmpylomen BCE
aCNEeKTHI eI TeNbHOCTH OpraHH3alii
OyHKUHOHATPHOE HANOJHEHHE JESTENbHOCTH CTPYKTYPHBIX IIOJpa3iencHUH
OpTaHU3aLMH ¥ MCHOJIb3YEMEIE B HUX CUCTEMBI TOKYMEHTAMH
Cocras pykoBonuTeneii, OTBEHAIOMIUX 33 CHCTEMBI TOKyMEHTAIIMH OPraHH3aLUK
B paMKax CBOMX HallpaBJICHUH NeATEILHOCTH
OcHoBHBIE HH(OPMAIIHOHHBIE TEXHOJOTHH, UCHOJB3yeMBle IpPH MOCTPOCHHH
HHOPMANOHHO-CIPaBOYHON  cHCTeMBI  (6a3bl  JaHHBIX) OpraHH3alHH,
coliepanie ee JOKaIbHbIe HOPMATHBHEIE AKTHI
Hupopmanmonno-npaBosie 6a3bl JaHHBIX, MCIONb3yeMble B POCCHIfCKOM
Denepanuun
TpeboBanus oxpaHsl Tpyaa '
HApyrne -

XapaKTEePUCTUKH
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3.3.3. TpynoBan ¢pyHxkuus
VYnpasnesne IeITeIbHOCTRIO IO
| KOHTPOJIXO GYHKIMOHHPOBAHHS BCEX VpoBeHs
HaumeHoBarne | CHCTEM JOKYMEHTAI[MH OpraHU3aIUH U Kom | C/03.8 (oxypoBeHb) 8
KBaTApHKA U

€€ KOPIIOPaTHBHOTO
JIOKyMEHT0000poTa

IIponcxoxneHue Tpya0BOit
Gynxumu

OpuruHan | X | 3aMMCTBOBaHO W3 OpHUTHHAIA

Kon PeructpaumorHsiit
OpMIrHHANA HOMep
npo¢ecCHOHAIBHOTO
CTaHpjapra

Tpynossie neiicteus

VipapneHHe AEATENBHOCTHIO II0 KOHTPOJIO COOMIONeHHs BhIOpPaHHEBIX
TEXHOJOTHH pabOTHI ¢ JOKYMEHTaMH OpraHH3allMd B paMKaX KOPIIOpPaTHBHOM
CHCTEMB] YINPaBJICHHS NOKYMEHTaMH H OTHEJIBHBIX CHCTEM JOKYMEHTAIMH
OpraHu3aIu

PykoBOACTBO IEATENHHOCTBIO IO KOHTPOMIO COOMOAEHHS TpeGoBaHuii K
COCTaBICHHIO H OGOpPMICHHIO IIOKYMEHTOB OpraHHM3allHM KaK B paMKax
KOPIIOPaTUBHOH CHCTEMHl YIpPaBJICHHS JOKYMEHTAallMeH OpraHW3aIMH, TaK H
OTHENBHBIX CHCTEM NOKYMEHTAUWHU OpraHu3aIiu

YHpaBJICHHC IIPOCKTaMHU ONITHMH3allNH coCTtaBa AOKYMCHTOB ' )51
KOpPIIOpPaTHUBHOI'O HOKYMCHTOOGOPOTa Opranu3sanuy ¥ KOHTPOJIb HX PCaIA3aliuH

PykoBOACTBO [eSTENHHOCTHIO IO KOHTPOMIO (YHKIHMOHHPOBAHHS CHCTEM
aIMHHHCTPaTHBHOTO ¥ KOPIIOPATHBHOT'O YIIPABJICHHS OPraHU3allu{

yIIpaBJIeHI/Ie CHCTEMOI KOHTPOJIA HCHOJHCHUS IIOpy‘-ICHHfI PYKOBOACTBA
OpraHu3any u COGJIIOI[CHHH CPOKOB KX HCIIOJITHCHUA

PykoBoncTBO JeATeNILHOCTHIO 1(s) KOHTPOJIIO 3¢ deKTHBHOTO
GYHKIHOHHPOBAHAS KOPIOPAaTHBHOM CHCTEMBI IEKTPOHHOT'O
JOKyMeHTO000pOTa OpraHu3alun

PykoBOACTBO A€ATEMPHOCTBIO II0 KOHTPOJIIO HCIIOIB30BaHUA HH(POPMAIHOHHO-
npaBoBOH 6a3bl JaHHBIX OpraHU3AIHN

PykoBomCTBO mEATENBHOCTHIO HO KOHTPONIO IIPOIECCOB pa3spaGoTKH M
BHEIPEHHs JIOKATBHBIX CHCTEM 3JIEKTPOHHOIO IOKYMEHTOOOOpOTa IO BCEM
HAIpaBJICHUAM [ESATEJIBHOCTH OpPraHM3alliH, BKTIOYAs BBIOOP 3THX CHCTEM H
Opra"mu3aiun-pa3paboTInka

PYKOBOIICTBO ACATEIIBHOCTBIO II0 KOHTPOMIO COBMECTHMOCTH BCE€X CHCTEM
AJICKTPOHHOI'O JIOKYMBHTOO6OPOT3 Opra"usalniu

P}’KOBOJ.ICTBO ACATCIBHOCTBIO II0 KOHTPOJIO OJKCIUTyaTallHH BCEX CHCTEM
JJIICKTPOHHOI'O lIOK}’MﬁHTOOﬁOpOTa OpraHu3alnvy, BKIIIO4as BOIIPOCHI
obecrieaeHus COXpaHHOCTH OJOKYMECHTOB B 3THX CHCTEMaX, UX AYTCHTHYHOCTH,
JAOCTOBCPHOCTH M HAACKHOCTH

PykoBOACTBO IEATENBHOCTBIO IO KOHTPOMIO (HYHKIMOHUPOBAHUSA CHCTEMBI
XpaHEHHs JOKyMCHTAIbHOro (hOHJa OpraHM3aliH, €ro COXPAHHOCTH = H
HCIIOJIb30BaHUA

Heobxonumele ymenust

VIIpaBisaTh NPOEKTaMH IO ¢OOpY, aHATN3Y, CHCTEMATH3AIMH U HCIIOIb30BAHMIO
CBeZICHMH 00 yIpaBlIeHUH NOKYMEHTAalHel OPraHu3alui B KOHTPOJIAPOBATh X
HCTIOJIb30BAHHE

IpencraBiaTh pe3ynbTaThl KOHTPOJBHOM M AHATUTHYECKON HEATETBHOCTH IO
BOIIPOCaM YIIpaBJICHHs JOKYMEHTAIHEH PYKOBOIUTENIO OPraHu3aii
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Bectn yder wu3MeHeHHH B 3aKOHONATENBHEIX M HOPMATHBHBIX AaKTax
Poccuiicko#i @epmepanmm 1m0 BompocaM yIpaBieHHMs HOKYMEHTamued U
KOHTPOJIMPOBAaTh CBOEBPEMEHHOCTh BHECEHHMSI H3MEHEHHH B JIOKaJbHBIE
HOPMaTHBHBIC aKThl OPraHU3allMH 110 YIIPABJICHHUIO TOKyMEHTAIHEH

IlpocunteiBaTe  pHUCKH,  CBA3aHHBIE C  OpraHM3al¥ell  KOHTPOJI
GyHKIMOHMPOBAHWS CHCTEMBI KOPIOPATHBHOIO JI0KYMEHTOOO0POTA B LIENOM H
OTAEIBHBIX JOKYMEHTHBIX CHCTEM OpTraHU3alH, U IPEAOTBPAIIATh HX

KoHTponupoBaTe  HOCTYym K  KOPIIOPaTHBHOM  CHCTEME  yIpaBleHHs
JTOKYMEHTaIeH OpraHu3alvy U €€ HCI0Ib30BaHkE

IpuHuMaTh pemeHHs C YYeTOM KOHKDETHOM CHTyallMH II0 BOIPOCAM,
BO3HAKAIONIUM B XOJE KOHTPOJBHOH JEATENBHOCTH B cQEpe ympasieHHUS
JOKYMEHTaIUeH OpraHu3aliy

Heobxoaumeie 3HaHUS

[IpMHOMIIEI B METORBI aHANHM3a IOKAa3aTeNel NeATENbHOCTH, HCIONB3YeMBIE B
cdepe ynpaBleHHs JOKYMEHTALMEH OpraHu3aliy

Ilpauna © MeToARl KOHTPOJA COOGMIONEHHA NpPAaBHI M HOPM B ciepe
yIpaBJIeHHA JOKYMCHTAIUEH OpraHu3alnl

IlpaBuma u Meromsl oOecleYeHHs COXPAHHOCTH M HCIOJIB30BAHHS
JOKYMEHTAIFHOTO ¢OHIa OpraHu3aIyu

TunoBele ¥ MHAMBHAyalbHBIE CPOKH HMCIONHEHHS MOPYYEHHH DPYKOBOXHTENS
OpraHu3alliy 10 JOKYMEHTAM BCEX CHCTEM JOKYMEHTAIIHM OpraHU3aluu

I[IporpaMMHbIe IPOAYKTEL, HCIIONE3YEMEBIE B CHCTEMAaX KOHTPOIA HESTENBHOCTH
opraHu3alMu B cepe yNpaBIeHHsS AOKYMEHTAMEH H KOHTPOJS BBIIONHEHHUS
NOpY4EHHH PYKOBOIUTEIIS OPTraHH3aIHH

Metomonoruss  npoBeneHMs ~— aHauM3a ~ OPOEKTOB  OPraHM3aMH IO
COBEpIICHCTBOBRHMIO KOPIIOPATHBHONH CHCTEMBI YIpPaBJICHHS JOKYMEHTAIMeH
OpraHU3alUM H ONIPENeTICHHIO HX 3)OEeKTHBHOCTH

Hpyrue
XapaKTepI/ICTHKI/I

3.3.4. TpynoBas gpynxums

VYnpasnerue npoekTamu o
BHEJIPEHHIO KOPIIOPATHBHOM CHCTEMEI VpoBenn
HanMenoBaHKe | 37IEKTPOHHOIO JOKYMEHTOOG0POTA Kon | C/04.8 | (momypoBens) 8
OpraHu3aluy B pa3paboTKe CTpaTerny KBaNMuKamm
€€ pa3sBUTHA

ITpoucxoxneHue TpyaoBoi
$YHKIHH

Opurunan | X | 3aMMCTBOBaHO M3 OpHUIHHANA

Kon Perucrpammonnsrit
OpUTUHaJIA HOMeEp
NpO(ECCHOHANLHOTO
CTaHaapTa

TpynoBsle neiicrBus

WHunuupoBaHue  BHEAPEHHS KOPHOPATHBHOM CHCTEMBI  31€KTPOHHOTIO
JOKYMEHTO000pOTa B OPTraHHM3alMH C YIE€TOM IIOTEHIIHATBLHOM S5KOHOMHYECKOM
3} (PEKTHBHOCTH U BO3MOXHBIX PHCKOB

PyxoBozcTBO mpoBeneHHeM aHaNM3a U OLEHKH IOKyMEHTOOGOpOTa IO BCEM
CHCT€MaM JOKYMCHTAlUMH, NOVIEKAMHM BKIIOYEHHIO B KOPIIOPATHBHYIO
CHCTEMY 3JIEKTPOHHOTO JOKYMEHTO060pOTa OpraHu3alii

PykOoBOACTBO M opraHW3anus IOATOTOBKHM TEXHHYECKOTO 3aJaHHd Ha
TPOCKTHPOBAHME KOPIOPATHBHOM CHCTEMEI SJIEKTPOHHOTO JOKYMEHTOO60POTA
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B OpraHusanyy ¢ y9€TOM IIOTCHIUAILHBIX PUCKOB

Beibop  KOpHOpaTMBHOM  CHCTEMBI  3JEKTPOHHOTO  JOKYMEHTOOGOpOTA,
COOTBETCTBYIOIIEH 3a/1a4aM OpraHU3allui, ¥ OpraHu3aliK-pa3paboTauKa

PykoBozicTBO pa3paboTko#i ypOBHEH IOCTyna pyKOBOAHTENEH CTPYKTYPHBIX
noapasfeNieHui opraHm3alMd K HHGOpMANMH B KOPIIOPATHBHOM CHCTEME
3JIEKTPOHHOTO JOKYMEHTO000pOTa € YIETOM HX IPAB U OTBETCTBEHHOCTH

OneHka NHIOTHOTO BHEAPEHUS KOPHOPATHBHOM CHCTEMBI 3JIEKTPOHHOIO
JOKYMEHT0000pOTa B OpraHH3aliH

PykoBozicTBO npHeMKOH M IOJHOMAcIITaOHBIM BHEAPEHHEM KOPIIOPAaTHBHOM
CHCTEMBI 3JIEKTPOHHOTO TOKYMEHTOOO0POTa B OpraHU3aliy

PykoBomcTBo  oprammsanmell oOydeHHS ~ pyKOBOZHMTENEH  CTPYKTYPHBIX
moApasfieieHuii  paboTe B KOPHOPaTHBHOM  CHCTEME  3JIEKTPOHHOTO
JTOKyMEHTOOO0pOTa KaK COCTaBHOM YacTH KOPIIOPaTHBHOM  CHCTEMBI
YIIpaBJIE€HUS JOKYMEHTAIHEH OpraHn3auu

Heob6xoaumeie yMeHus

AHanu3upoBaTh MH(OPDMANHIO O COCTOSHHH  CHCTEMBl  YIPABJICHMS
JTOKyMEHTaIHeH opraHu3alig

PyxoBOAMTE IPOEKTOM IO COBEPIICHCTBOBAHHMIO KOPIOPATHBHOM CHCTEMBI
YIIPaBJICHHSA JOKYMEHTAIFEH OpraHu3alyy

PykoBOAHTE NPOEKTHPOBaHHEM H BHEIPEHHEM KOPIIOPATHBHON CHCTEMEI
3JIEKTPOHHOIO JOKYMEHT0000pOTa OpraHu3alum

Boibupate  onTHManbHYI0 — KOPHODATHBHYK)  CHCTEMY  3JIE€KTPOHHOTO
JTOKYMEHTOO00pOTa, OTBEYAIONIYIO 33/1a4aM OpraHU3al(Hy

OpranusoBeiBaTe 0OydeHHE pPYKOBOAMTENEH OpraHu3alui COBPEMEHHBIM
MeToaM paboTHl C JOKYMEHTaMH, BKIIFOYas paboTy B KOPIIOPAaTHBHOM cHCTEMe
3JIEKTPOHHOTO IOKYMEHT0000pOTa OpraHu3aliu

HeobxonuMele 3HaHus

3aKoHOMATeLHEIE M HOPMATHBHBIE NIPAaBOBEIE aKTH! Poccuiickolt ®eneparuy,
HCIONB3yeMBIE B chepe ympaBleHHS NOKyMEHTalueil W MHQpOPMAIMOHHBEIMH
TEXHOJIOTHSIMH YTIPABJICHASL

MeTtoaudeckie NOKYMEHTH M HAlHOHAJILHBIC CTAaHAAPTHI, HCIIOJB3yEMBIE B
chepe ynpaBreHHs IOOKyMeHTauue# M HHOOPMAIMOHHBIMM TEXHOJOTHSIMH
yIIpaBJIeHHS

HeWcTByromue MeXIyHapOIHBIE CTaHAAPTHL, CleUM(HKAIUN H TeXHUUECKHE
OTYETH], HCTOJIE3yeMBIE B Cdepe yImpapIeHHs JIEeKTPOHHON JOKYMEHTAIHEeH H
HHPOPMAaIIHOHHBIMH TEXHOJIOTHSIMH YIIPaBJICHHS

HepenoBoii oTevecTBEHHBIH H 3apyOeXXHBIN ONBIT M HAYYHBIE Pa3pabOTKH IO
IPEAOTBPAIIEHHIO/YCTPAHEHHIO TIOTEHIIMAIBHBIX PUCKOB B cdepe yIpaBIeHHS
3NIEKTPOHHOM JOKyMEHTanued B OpraHu3aliy

Mertozns1 nnanupoBaEMs H peamm3anud paboT o paspaboTKe W BHEAPEHHIO
KOPIIOPATUBHOM CHCTEMBI 3JIEKTPOHHOTO JIOKYMEHTOO00POTa B OpraHH3aIuK

CoBpeMEHHBIE KOPIOPATHBHBIE CHCTEMBI 3J€KTPOHHOTO JOKYMEHTOO60pOTa,
HCIIONb3yeMble B Cepe AeATeNbHOCTH OpraHM3alid, H MX (QYHKIHOHAIBHBIE
BO3MOXXHOCTH

PeHOK OpOrpaMMHBIX IIPOAYKTOB, BKIIO9asi CHCTEMBI 3JIEKTPOHHOIO
ﬂOKYMCHTOOGOpOTa, 51 I/IH(l)OpMaIII/IOHHBIX yoiayr, IpeaoCTaBlIACMBIX IIO
HallpaBJICHUSIM AEATCIPHOCTH OpraHH3alina

PbIHOK IpOrpaMMHBIX IIDOAYKTOB ¥ OpPraHH3alUdM - pa3paCoTYHKH
KOPIOPaTUBHBIX CHCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa, peleBaHTHBIX
3a[ia4yaM OpraHU3aliH

Hpyrue

XapaKTEPUCTHKH
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3.3.5. TpyaoBas pyHKuHA

Crparernueckoe miaHHpOBaHHE U v
9 POBEHB
OBOACTBO ITOCTPOCHUEM €AUHOU

Hanvenosanpe | DY LOBOA P & Kon | C/05.8 (moxypoBeHE) 8

CHCTEMBI XpaHCHUA TOKYMCHTAJIBHOTO KBAIH(HKALIAA

(boHIa OpraHu3aly
Iporcxoxnerwe TpyRoBOit | OpuruHaN X | 3aumcTBOBaHO M3 OpUTHHANIA
$yHKIHK |

Kon PerucrpanioHHELH
OpHIHHaNa HoMep
podecCHOHANBHOTO
CTaHJapTa

TpynoBsle aeicTBUs

Pa3pa60TKa CTPAaTCIrUy U IIOJIMTUKHU YIIPABJICHUA XPaHCHHEM, HCIIOJIB30BAaHUEM
1 YHHYTOXXCHHUEM JOKYMEHTOB JOKYMCHTAJIBHOI'O (l)OHJ_Ia Oprasu3anuu

Onpenenenue NPHOPHTETHBIX HANPaBICHHH pa3BHTHSA CHCTEMBI XPAHCHHS
JDOKYMEHTAIFHOTO (POHAa OpraHr3alin

PykoBOACTBO NPOEKTOM IMOCTPOEHHS HH()OPMAIIHOHHO-CIPABOYHOM CHCTEMEI
AJI1 XpaHEHHS ¥ HCHOJIb30BaHU JOKYMEHTAIBHOrO (JOHa OpraHH3aiun

YHpaBJICHI/Ie IIPpOCKTaMHu COBCPUICHCTBOBAHUS CHCTEMBI XpaHCHHUA
JAOKYMCHTHOTI'O (bOHI[a OpraHmsanyy, a TakKKe €€ HCIIOJB30BaHHA B paMKaxX
ACATCIIBHOCTH OpraHu3allii

VYpaeneHne IpoeKTaMy BHEAPEHUS HHPOPMAIIHOHHBIX TEXHOJIOTHH B CHCTEMY
XpaHEeHHsI JOKYMEHTAIbHOro (oHIa OpraHH3alMd M €ro HCIOJb30BaHHSA B
pamMKax JeqTelNbHOCTH OpraHu3aliuu

yl'IpaBJICHI/IC ACATCIIEHOCTBIO I.IGHTpﬁJIBHOﬁ 3KCHCpTHOI7I KOMHCCHHA
OopraHu3sanny

HeobxoauMeie yMeHHSA

PaspabaTeiBaTe  CTpaTerMio W HONUTHKY  YOpPaBIEHAS  XpaHEHHEM
JNOKYMEHTAJIbHOTO (OHZAa OpraHM3aliM, ero HCIOJb30BaHUSA B paMKax
JEATENbHOCTH OpPraHM3allid ¥ YHHYTOXECHHS [OKYMEHTOB C HCTEKIIAMH
CPOKaMH XpaHEHHS

PyxoBOAMT MpOeKTaMH MOJEPHU3AIMM CACTEMBI XpaHEHHs JOKYMEHTAIBHOTO
¢oHma OpraHM3amMM, BKJIIOYas IPOEKTHl BHEAPEHHS COBPEMEHHEBIX
HHPOPMAIHOHHBIX TEXHOJOTHH B IaHHYIO chepy AeSTeIbHOCTH OpraHu3aii

Hcnone30Bathk NepeoBOH OTEYECTBEHHBIM, MEXIYHAPOIHBIH U 3apyOesKHbIH
OIBIT, HAKOIUIGHHBIA B cdepe OpraHu3alldlli XpaHEHHH, O00eCHeYeHus
COXPaHHOCTH, HCIOJIF30BAHMA M YHUYTOXKEHHS JOKYMEHTAIBHOro (oHma
OpraHu3anuu

IIpenBHeTh, OLCHABATh H NPENOTBpAINATh IIOTCHIHATIHLHBIE PHCKH B cdepe
XpaHEHHUs, MWCIOJB30BaHMs M YHHYTOXEHHSI JOKYMEHTaJbHOro (hoHIa
OpraHH3alHH

Knaccupumupoate  mHGpOpMAMIo ¥ PYKOBOAHTH  HOCTPOEHHMEM
HHPOPMAIMOHHO-CIIPaBOYHBIX CHCTEM U 6a3 TaHHBIX OpraHH3aliH

HeobxonuMele 3uanus

3aKoHOJaTebHBIE M HOPMAaTHBHBIE IpaBOBBIE akThl Poccuiickoit ®epeparuu
110 BOIIpOCaM apXUBHOTI'O Jiejia

Meroaudeckue AOKYMCHTBI H HaAMOHAJIBHBIC CTaHOApPTBI II0 BOIIPOCaM
APXHUBHOT'O acja

IlepenoBas oredecTBEHHAI M MEXTyHapoJHas HOpMaTHUBHasA 6a3a M IpaKTHKA
OpraHM3alMH XpaHEHMd, OOeCIeYEeHHs COXPAaHHOCTH, HCIONb30BaHHAI H
YHHYTOXEHHS JOKYMEHTAILHOTO (oHa OpraHu3anyu

HpaBnna A MCETOJAbI COCTaBJICHUS, O(t)OpMJIeHI/ISI, y4uyeTa, HCHOJb30BaHUs,
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XpaHCHHS H YHHYTOXEHHS JIOKYMEHTOB BCEX CHCTEM JOKYyMEHTAIlUH
OpraHH3aluu

IlpaBuna u MeTonE! KOHTPONS COOMONEHHS TpebGOBaHMH M HOPM B 0GIACTH
XpaHEHHS H YHHYTOXEHHA [JOKYMEHTAIBHOTO (OHJA OpraHH3allyd H
NPOBEJIEHHS KCIEPTH3HI IIEHHOCTH JOKYMEHTOB BCEX CHCTEM JOKYMEHTAI[UH
OpraHU3alnuH

Mertomst  mpoBeneHns aHanm3a 9(GGEKTHBHOCTH CHCTEMBI  XpaHEHWU
JOKYMEHTAIBHOrO (OH/Ia OpraHu3anyy, 0600MeHHs TOMYIEHHBIX Pe3yIbTaTOB
Metomonorus mocTpoeHus HH)OPMAUMOHHEIX CHCTEM H 0a3 JaHHBIX IO
JOKYMEHTaM OpraHM3alli¥ M TpeGOBaHHS K HOPMATHBHOMY OOECIEUECHHIO HX

(G YHKIMOHAUPOBAHUS
HUndopManuoHHble TEXHONIOTHH, HCIONb3yeMble B OPTaHM3AlMH XpAaHeHH,
obecrieueHun COXPaHHOCTH, HCITOBb30BAHMS " YHHYTOXEHHUSI

JOKYMEHTAJLHOTO (hOHIa OpraHU3alMI

Kpurepun DNEHHOCTH H CpPOKM XpaHEeHHS JOKYMEHTOB BCEX CHCTEM
JOKYMEHTAlMH OPraHW3alMyl W MPUHIMIIE IIPHHITHS PEIleHui 10 BONPOCY HX
JANBHEHINEr0 XpaHEHNS HJTH YHHYTOKEHHUS

IlpuHIMOBl ¥ METONEI  COBEPIICHCTBOBAHHS  CHCTEMBI  XPAHEHHS
JOKYMEHTANbHOr0 (JOHA OpraHu3aiyu

Hpyrue -

XapaKTepUCTHKH

IV. CBenenusi 06 oprann3anusx — pazpa6oTunKax npodecCHOHATBLHOrO cTaHIapTa

4.1. OTReTcTBeHHAs OpraHU3anMs-pa3padoTIHK

HII «HammmonansHas accomuanus O(HCHBIX CHENUATHMCTOBR H aIMUHHCTPAaTHBHLIX PaOOTHHKOBY, TOPOJ
Mocksa

Hupexrop Xmocrepa Jlromvuna Ietposna

4.2. HaumenoBaHus OpraHu3aNmii-pa3spaGoTINKOB

OO0 «Cepsuc ceprudukanum», ropox Mocksa

00O «EspasXomguur», ropoa Mocksa

OOOQ «I1enTp 3KCIEPTH3EI H cepTUOHKAIEMY, ropos Mocksa

00O «Kazaposoe arentctso «CB®-IIEPCOHAJ», ropox Mockgsa

Bonrorpa,ucrcaa TOProBO-IPOMBINUICHHAA I1J1aTa, ropon Bour orpajg

OI'BIIOY «Komnemk MUJT Poccum», ropox Mocksa
OI'BOY BO «PoccHiiCKHii rocynapCTBEHHBIIH T'YMaHHUTAapHBIA YHUBEPCHTET», ropoa Mocksa

NN R WIN -

! Obmepoccutickuii KIacCHPUKATOP 3aHATHIA.

2 Obmepoccuiickuii KiaccHpUKaTOp BUAOB SKOHOMHIECKOH AEATENHHOCTH.

z Enub1ii kBanuQUKauHOHHEIH CIPAaBOYHAK JOMKHOCTEH PYKOBOHTENEH, CTISIMATHCTOR 1 CITyKaIuX.
O6mepoccuiickuii K1accudukarop mpodeccuii paGoanx, TOMKHOCTEH CIyXalluX ¥ TapU(HBIX Pa3psHaOB.

3 O6mepoccuitckuii KaccuduxaTop crienuanbHOCTeH Mo 06pa3oBaHIIO.




