[lpnka3s MuHTpyaa Poccum ot 27.04.2023 N
421H
"Ob yTBEPXXAEHNN NMPOdPECCMOHANBHOIO
cTaHaapTa "Cneunanuct rno ynpasieHuto
[IOKyMeHTaMn opraHmsaummn”
(3aperncrtpupoBaHo B MuHtocTe Poccum
29.05.2023 N 73602)



3apeructpupoBano B Munrocte Poccun 29 mast 2023 r. N 73602

MWHUCTEPCTBO TPYA U COLMANBHON 3ALLUTLI POCCUACKOWU ®EOEPALINA

NMPUKA3
ot 27 anpensa 2023 r. N 421H

Ob YTBEPXOEHUUN MPO®ECCUOHAJIBHOIO CTAHOAPTA
"CMNMEUMANUCT NO YMNPABJIEHUIO JOKYMEHTAMU OPIrAHU3ALUN"

B coorBerctBum ¢ myHktom 20 IlpaBmi pa3paboTKu ¥ YTBEpXKACHUS MPOPECCHOHATHHBIX
CTaHJIapTOB, YTBEPKICHHBIX MocTtaHoBieHueM lIpaBurennctBa Poccuiickoit @enepaunn ot 10 ampens
2023 r. N 580, npuka3bIBato:

1. VrtBepauth mnpuiaraemMeii mnpodeccroHanbHbI cTaHAapT "CHenmuanucT 1o  YIPaBICHHUIO
JIOKyMEHTaMU OpraHu3aiuu’.

2. llpu3Hath yTpaTUBIIMM CUIY NpHUKa3 MUHUCTEPCTBA TpyAa U COLMAIBHOM 3amuThl Poccuiickoit
@eneparun ot 10 mast 2017 r. N 4161 "OO6 yTBepkeHnH npodeccuonanbHoro crangapra "CrenuanucT
[0 YIpPaBJICHUIO JIOKyMEHTauuenl opraHuzanuu" (3aperucTpupoBaH MUHHCTEPCTBOM FOCTHIIMU
Poccuiickoit ®eneparuu 31 mas 2017 r., peructparmonssii N 46898).

3. YcTaHOBUTD, YTO HACTOSIIUN MpPHUKa3 BCTymaeT B cuiry ¢ 1 ceHtsops 2023 r. u aekictByeT a0 1
ceHTsiops 2029 r.

Munuctp
A.O0.KOTAIKOB

YT1BepxkaeH

MpuKa3zoM MuHUCTEpPCTBA TPY1a
Y COIIMAIbHOM 3aIIUThI
Poccniickoit denepanuun

ot 27 anpens 2023 1. N 4211

NMPO®ECCUOHAIBbHbIA CTAHOAPT

CNEUMANNCT NO YNPABJIEHUO NOKYMEHTAMU OPIrAHU3ALIUA

1044

Perucrpanuonnsii
HOMED

. Oowme cBeaeHUus



JleTeNbHOCTD IO YIPABJICHUIO TOKYMEHTAMH B OPTaHU3AIHSIX JIFOOBIX 07.004
OpTaHU3aIMOHHO-TIPaBOBBIX (hopM U PopM COOCTBEHHOCTH '
(HaumMeHOBaHMe BU/A MPO(ECCHOHALHON CATEIBHOCTH) KOJl

OcHoBHas uenb BuAa npoceccnoHanbHON AeATeNIbHOCTHU:

Ob6ecnieuenue 3 PeKTUBHOTO YIIPABICHUS JOKYMEHTAMH B OPTaHU3AIIUAX C

UCTIOJIb30BAHUEM COBPEMEHHBIX WH(POPMAIIMOHHBIX TEXHOJIOTHIA

pynna 3aHATUN:

1213 PykoBoaurenu B o0nactu 1219 VYupasndmomue
OIIPEICIICHUS TIOJIUTUKU U (MHAHCOBO-?KOHOMHYEC
IUTAHUPOBAHUSA JCSITEILHOCTH KO 1

aJIMAUHUCTPATHBHOM

JIeSITENLHOCTBIO, HE
BXOJISILIIME B IPyTHE

TPyIIIBI

2422 Crneuunanuctsl B obsnactu - -

HOJUTUKH

aJMUHUCTPUPOBAHUS
(xomx OK3 <1>) (HaMeHOBaHUe) (xo OK3) (HaMeHOBaHUe)
OTHeceHue K Bugam 3KOHOMMUYECKoMn AeAaATenbHOCTU:
82.11 JlesTenbHOCTh aIMUHUCTPATUBHO-X035CTBEHHAs! KOMIUIEKCHAs 110

o0ecrneyeHnto paboThl OpraHU3auu

(Kog OKB3/J] <2>) (HamMeHOBaHWE BUJIa YKOHOMUYECKOH JESITEIIBHOCTH)

[I. OnucaHune TpyAaoBbIX PYHKLMK, BXOAALWMX B NpodpeccuoHanbHbIN
cTtaHaapT (PyHKUMOHaNbHaA KapTa BMaa
npod)eccuoHanbLHON AeATENIbHOCTH)

O06001IeHHBIE TPYIOBBIC TpynoBsie GyHKINU
byHKIIH
KOJl| HaNMEHOBaHHE |YpPOBEHb HanMEHOBaHKE KOJ |ypOBEHb
KBaJIN(D (momypo
15000100504 BCHbB)
KBaH)
UKaIuu




JloKkymMeHTaumoHH
oe obecrieueHue
yIpaBICHUS
OpraHu3anuen

Pa3paboTka 1 BHeApeHUE JTOKATBHBIX
HOPMATHUBHBIX aKTOB B 00JIACTH
YIIpaBICHUA JOKYMEHTaMU
OpraHu3aIu

A/01.6

Opranuzanys JOKyMEHTUPOBaHUS
JeATEIbHOCTH B OpraHu3aluu

A/02.6

Opranu3zanys JOKyMEeHT0000poTa B
OpraHu3aIu

A/03.6

[IpoekTupoBaHue, BHEAPEHUE U
Pa3BUTHE CUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHTO000pOoTa

A/04.6

OcymiecTBieHne
UH(POPMAIIMOHHO-CITPABOYHOM
paboTHI C TOKyMEHTAMH OpraHU3aIuu

A/05.6

OcymiecTBieHnEe KOHTPOJIS ITpoIecca
U CPOKOB UCIIOJIHEHUS TOKYMEHTOB B
OpraHu3aIiH

A/06.6

Opranu3zanys XpaHeHus: JOKYMEHTOB
B OpPraHM3alyu U Iepeladu Aell Ha
apXHBHOE XpaHEHUE

A/07.6

PyxoBoacTBO
JIeITEeILHOCTRIO
MOJIpa3IeJICHUS 110
YIIPABJICHUIO
JTOKyMEHTaMu
OpraHu3aluu

Opranuzanus 1esTeIbHOCTH
MO/Ipa3/iesIeHUs 10 YNPaBICHUIO
JIOKyMEHTaMH

B/01.7

Pa3paboTka moiuTUKH yIpaBIeHUSI
JIOKyMEHTaMU OpraHU3aIuu

B/02.7

[TocTpoeHue cucTeMsl yIpaBIeHNs
JIOKYMEHTaMH OpraHu3alnun

B/03.7

KonTpons pyHKIIMOHMpOBaHUS
CHUCTEMBI YNPaBJICHUS IOKYMEHTAMU
OpraHu3aIuu

B/04.7

CoBepIIEHCTBOBAaHUE CUCTEMBI
yIIpaBJICHUS JOKYMEHTAMHU
OpraHu3anuu

B/05.7

VYnpasnenue
€IUHON CHUCTEMOU
JIOKYMEHTO000POT
a OpraHu3alnu

Crparerndeckoe njiaHUpOBaHUE U
PYKOBOJICTBO ITOCTPOCHHUEM CHUCTEMBI
yIpaBJIeHUs TOKyMEHTaMH
OpraHu3aIu

C/01.7

Pa3paboTka MoiuTUKH yHpaBIeHUS
JIOKYMEHTOOOOpPOTOM OpTaHU3aINH

Cl02.7




KonTtposnb pyHKIIMOHHpOBAHUS C/03.7 7
CHUCTEMBI yIPaBJICHUS TOKYMECHTAMHU
OpraHu3aIluy U €€ TOKYMEHTO00OopoTa

VYupasnenue npoekramu BHeapenus u | C/04.7 7
MOIU(DHUKAIIH CUCTEMBI
AJIEKTPOHHOTO JIOKYyMEHT0000pOTa
OpraHu3aIuy, pa3paboTKU CTPaTEeruu
ee pa3BUTHSI

Crpareruveckoe riaHupOBaHUE U C/05.7 7
pa3paboTKa CUCTEMbI XpaHCHHUS
JOKYMEHTaJIbHOTO (POoH/Ia
OpraHu3aIuu

lll. XapakTepuctuka o6006LWeHHbIX TPYAOBbIX (pyHKLUN

3.1. O6006LwWeHHan TpyaoBas pyHKUMA

OKYMEHTALlMOHHOE o0ecrieueHune YpoBeHb
Hanmenosauue Hoxy 1 . Kon A P 6
yIpaBJIEHUS OpraHu3aluen KBaJTH(PUKAIIN
IIpoucxoxnenue
N 3aMMCTBOBaHO
00001IeHHOI Opurunan X
. U3 OpUTrMHaIa
TPyAOBOH QyHKIHH
Kon PerucrpanuonHslii
OpUTHHaJa HOMeEp
po¢eCCUOHATBLHOTO
CTaHJIapTa

Bo3MoxHEIE
HauMEHOBAaHUS
JIOJDKHOCTEH,
npodeccuit

JloxkymeHnToBe

Crnenuanuct no yrnpaBJICHUIO TOKYMEHTAMH OpraHu3aluu
Crienpanuct mo padoTe ¢ JaHHBIMU JJOKYMEHTHPOBAHHBIX cdep
NeITeIbHOCTH

Crienpanuct/skcnepT CTPYKTYPHBIX MoJpa3IeJICHUI o
YIIPABIICHUIO IOKYMEHTAMH OpraHu3aluu

TpebGoBanus k
00pa3oBaHMIO U
00y4YeHUIO0

Briciiee oO6pa3oBanue - OakanaBpuar

WIH

Briciee obpazoBanue (HenpoduisHOE) - OakamaBpuar u
JOTIOTHUTEIbHOE TTPOo(ecCHOoHaNbHOE 00pa30BaHUE - TPOTPAMMBI
po(heCcCHOHATLHOM MEePETIOATOTOBKH 110 IPOQUITIO eI TeILHOCTH

TpeboBanust K ONBITY
NpPaKTHYECKO paboThI




Oco0Oble yciioBus
J0TycKa K pabore

[Tpoxoxxaenne oOyueHHs MepaM TokapHOH O6e3onacHocTr <3>
[TpoxoxneHne oOyueHHs o OXpaHe TpyJia U MPOBEPKH 3HAHUS
TpeOoBaHUIl OXpaHbl Tpyaa <4>

Hanuuue cornacust paboTHHKA O COOMIOIEHUH yCIOBUM
KOH(UIEHIMAIBHOCTU HH(OPMALIUH, a TAK)KE C MepaMu
OTBETCTBEHHOCTH 32 MX HapyllIeHHe (MpH Heo0X0AUMOoCcTH) <5>

Hpyrue xapakrepucTuk | [lononmHuTebHOE IPOdeCCHOHaTBEHOE 00pa30BaHKE - TPOTPAMMBI

MOBBIIICHUS KBATM(UKAIIUH 110 TPODUITIO NESITEITBHOCTH HE PEXe
OJTHOTO pa3a B TPH rojia

JdononHuTtenbH

ble XapaKTepUCTUKH

HaumenoBanue nokyMeHnrta Kon HaunmenoBanue 6a30B0# rpynibl, JOTKHOCTH

(mpodeccun) WM CTIEUATEHOCTH

OK3 2422 CrienanucThl B 00J1aCTH TOJTUTUKA
aJIMUHUCTPUPOBAHUS

EKC <6> - JloxymeHTOBE X

OKIIATP <7> 21792 JoxymeHnToBen

OKCO <8> 7.46.03.02 |JlokyMeHTOBEZCHNE U apXUBOBEICHHE

3.1.1. TpyaoBas pyHKUMA

Pa3paboTka 1 BHeIpeHHE JTOKATBHBIX Vposetp
HOPMATHUBHBIX aKTOB B 00JIaCTH
HaumeHnoBanue P Kon |A/01.6 | (nmomypoBens) | 6
yIpaBJiICHUS JOKYMEHTaMH
KBaJIM(DUKAIIH
OpTraHu3aIuu
[Ipoucxoxaenne 3aMMCTBOBaHO
P A Opurunan X
TPYIOBOM (GYHKIIUN U3 OpUTHHAJIA
Kon Perncrpanmonnslii
OpUTHHAIA HOMEp
npodeccruoHalbHOTO
CTaHIapTa
TpynoBbie [TpoBenenne aHamM3a JIOKATBHBIX HOPMATHBHBIX aKTOB OPTaHHW3AIUH IS
IENCTBUA OTpeAeNeHUus] MX COOTBETCTBUS HOPMATHUBHBIM TPABOBBIM  aKTaM

Poccuiickoit ®enepanmu B 00JacTH  yIpaBlIEHUS JOKYMEHTaMU
OpraHusalnuu

[ToaroToBka MPOEKTOB JIOKANBHBIX HOPMATHBHBIX aKTOB OpraHU3alliU B
o0yacTu ynpaBieHHUs TOKyMEHTaMH OpraHU3aluu




AKTyaJ'II/ISaIII/ISI CHCTEM Knaccmbnxaunn n I/IIIGHTI/I(l)I/IKaHI/II/I JOKYMCHTOB
OopraHu3anuu

CoBeplIEHCTBOBaHME  CXEM  MapLIpyTU3allUd  JOKYMEHTOIIOTOKOB
OpraHu3aluu

(DOpMI/IpOBaHI/Ie Hpe,I[J'IO}KeHI/Iﬁ 0 COBEPIICHCTBOBAHHUIO JIOKAJIBbHBIX
HOPMATUBHBIX AKTOB I10 YIIPABJICHUIO JOKYMCHTAMU OpraHu3alnun

KoHncynbTupoBanue paGOTHUKOB OpraHHU3aIUH 110 BOMPOCAM yIPaBICHUS
JOKYMEHTaMHU, 3aKpEIUICHHbIMU B JIOKAJbHBIX HOPMAaTUBHBIX aKTax
OpraHu3aluu

Oxa3aHue MeTOoIMYEeCKOM oMol pabOTHUKAM OpraHu3aluu o padboTe ¢
pacnopsAUTEIbHBIMU JOKYMEHTAMU

IIpencraBiaeHre MPOEKTOB JIOKATbHBIX HOPMAaTUBHBIX aKTOB OpraHU3aluu
B o0jacTu yINpaBji€HHs JOKYMEHTaMH OpraHU3allid Ha COIJIACOBaHUE
PYKOBOJACTBY MOApA3A€iICHUs IO YIPABIEHUIO JOKYMEHTaMHU U
AKCIIEPTHON KOMHCCHH OpraHU3aluu

HeoOxoanmere
YMEHHUS

[Tonb30BaThCs MOMCKOBBIMU CHUCTEMaMU, HTHPOPMALIMOHHBIMU peCypcamy,
6a3aMu JaHHBIX B 00JaCTH YIIPaBICHUS JOKYMEHTaMHU OpraHu3aluu

KnaccudunupoBars uHpOpMaLMIO B COOTBETCTBUM C  3aJadyaMu
yIIpaBJI€HUs JOKYMEHTaMHU OpraHU3aliN

P83pa6aTBIBaTB NpCIOKCHHA II0 COBCPINCHCTBOBAHUIO JIOKAJIbHBIX
HOPMATUBHBIX dKTOB OpTraHHU3allii IO YIIPABJICHUIO JOKYMCHTAMU

Co0bmo1aTh HOPMBI ATHKH JIETIOBOTO OOIICHHS

Heo0Oxoanumebie
3HAHUS

HopmartuBHble mnpaBoBble akThl Poccuiickoii ®enepanuu B obnactu
YIPABJIEHUS JOKYMEHTaMH OpPraHu3alnn

HopmaruBuble mnpaBoBble akThl Poccuiickoit ®Penepaunu B o0iactu
nHpopmanu, WHGOPMALMOHHBIX TEXHOJIOTUH M 3aIlIUThl MHGOpMaIuUH,
MEPCOHATBHBIX JAHHBIX, HU(PPOBON TpaHCHOPMALIUU

Mertoanyeckre JOKYMEHThl M HallMOHAJIbHBIE CTaHAAPTHl B 00IAaCTH
yIIpaBJI€HUs JOKYMEHTaMHU OpraHU3alix

JlokanbHBIE HOPMATUBHBIC aKThbl OpTraHHU3allnunu

DyHKINH, MTOJITHOMOYUS " OTBETCTBEHHOCTh CTPYKTYPHBIX
MOAPA3ACIICHUN OpraHu3aluu

[IpaBuna ¥ TOPSIOK COCTaBICHUS W OQOPMIICHHS  JIOKAJIBHBIX
HOPMAaTHUBHBIX AaKTOB OpraHU3alliM, pEryjJupyrolux paboTy ee
MOJIpa3/IeICHUs] B 00JIACTH YTIPABJICHUS IOKYMEHTaMH OpPTaHU3aIIH

HpaBI/IJ'Ia COCTaBJICHUA U O(bOpMJ'IeHI/ISI JIOKAJIBHBIX HOPMATHBHLIX aKTOB,
OMPECACIIIOIHNX ITOPAOOK pa6OTBI C JOKYMCHTAMU B OpraHU3aliuu




PGFHaMeHTaHI/Iﬂ ACJIOMPON3BOACTBCHHBIX MPOUCCCOB

TpebGoBanus OXpaHbl TPy

Hpyrue
XapaKTEPUCTUKU

3.1.2. TpynoBasa ¢yHKunA

Opranu3zanus JOKYMEHTUPOBaHUS VYpoBeHb
HaunmenoBanwue | 1eSITEIBHOCTH B OpraHU3aIuu Kox |A/02.6 | (moayposens) | 6
KBaJIU(DUKAITIH
[Ipoucxoxnenue 3auMCTBOBAaHO
P o Opurunan X
TPYI0BOM GyHKINU U3 OpUTHHAIA
Kon Perucrpanuonnslii
OpUrMHaJa HOMED
po¢eCCUOHATIBLHOTO
CTaHIapTa

Tpynossie
JIEUCTBUS

Pazpaborka yHHpHUUIHPOBAHHBIX (OPM JOKYMEHTOB, HCHOJIB3YEMBIX B
00J1acTH ynpaBieHHs JOKyMEHTaMH OpraHu3aluu

Pazpabotka mpoektoB Tabens u ampOoma yHUGUIUPOBAHHBIX (GopMm
JIOKYMEHTOB, HCIIOJIb3YEMBIX B JCSATCILHOCTH OpraHU3aI[uu

[TogroroBka mpemAsioKEHUNH MO TEXHOJOTUU Pa3pabOTKH IMPOEKTOB
JOKYMEHTOB U €€ 3aKpeIUICHHE B JIOKaJIbHBIX HOPMATUBHBIX aKTax
OpraHu3alu

Pa3paboTka AMEKTPOHHBIX OJAHKOB ©  JJCKTPOHHBIX  IMAOJIOHOB
JIOKYMEHTOB JIJIsl UCTIOJIb30BaHUS U pa3MEIleHUs B CUCTEME DIIEKTPOHHOTO
JIOKyMEHTO000pOTa OpraHU3aAINHI

Kontpons cobmionenus TpebOBaHUMN K TOATOTOBKE U O(GOPMIICHHIO
JOKYMEHTOB U JIOKQJIbHBIX HOPMAaTHBHBIX aKTOB B OOJIACTH YTpaBJICHUS
JOKYMEHTAMH OpraHu3anuu

OHTI/IMI/ISaHI/ISI CoCTaBa JOKYMCHTOB OpraHHU3allii B COOTBCTCTBHU C €€
ACATCIIBHOCTBIO

Kontpons  mepeBoga B DJIEKTPOHHBIM  BUA ~ JIOKYMEHTOB
JIOKyMEHTHPOBAaHHOM MH(POPMAIINH, CO3/ITaBAEMON B OPTaHU3AIUN

u

Heo0Oxonumeie
YMEHUS

PaGorate ¢ mabioHaMu JOKYMEHTOB B HH(GOPMAIlMOHHON cHucTeMe
OpraHu3aliu

PaboTatb ¢ 37eKTpOHHBIMH OJTAHKAMH JJOKYMEHTOB




Pa3pabaTpiBaTh JJIEKTPOHHBIE OJAaHKM W OJCKTPOHHBIC MIaOJIOHBI
JIOKYMEHTOB

PazpabatbiBaTh TpeOoBaHUS K MH(OPMAIMHM U JaHHBIM, BKJIIOYaeMbIM B
JTOKYMEHTBI OpraHu3aIuu

Hcnonp30BaTh OpraHu3alliOHHbIE U TEXHUYECKHE CPEACTBA IS IEPEeBOa
B JJICKTPOHHBIA BHJ JOKYMEHTOB U JOKYMEHTUPOBAaHHON HH(OpMALUU
OpraHu3aluu

Hcnonb3oBaTth 0(UCHYIO TEXHUKY B paMKax cBoed NpodeccruoHanbHON
NEeSATETbHOCTH

HeoOxonumeie |HopmaruBuble mpaBoBble akThl Poccuiickoit ®denepaunu B obnactu
3HAHHUSA YIIPABJIEHUS JOKYMEHTaMH OpraHu3alnun
Metoauyeckie AOKYMEHThl M HAIMOHAJbHBIE CTaHAAPTHl B 001aCTH
yIIpaBJI€HUs JOKYMEHTaMHU OpraHU3alix
HopmartuBubie mnpaBoBble akThl Poccuiickoit ®exepanuu B 00sacTu
uHpopManuy, THPOPMALMOHHBIX TEXHOJOIMH M 3allUThl MH(pOpPMAaLUH,
MepPCOHANBHBIX JaHHBIX, HU(POBON TpaHCchHoOpMaLIUU
[IpaBuia cocTaBieHMs pa3IMYHbIX BUAOB JIOKYMEHTOB
OOmue TpeOoBaHUA K OQOPMICHHIO JIOKYMEHTOB, B TOM 4HCIE
OpPraHU3aLMOHHO-PACTIOPAAUTEIBHON TOKYMEHTALUH
[IpaBuna paboTel C AOKYMEHTaMH, COICPKAIIMMH KOH(DUICHINATBHYIO
nHpopmaIuio
ITopsnox (yHKIMOHMpPOBaHUS WHGOPMALMOHHBIX CHUCTEM B 00JacTu
yIIpaBJI€HUS JOKYMEHTaMHU OpraHU3aluu
CrpykTypa oOpraHu3alMd M MOPSAOK pacCHpenesieHHs IOJHOMOYUN B
o0lacTH  CO3JaHMsl  JIOKYMEHTOB  MEXAYy €€  CTPYKTYPHBIMH
MOAPA3ACIICHUSMH U TIOJDKHOCTHBIMU JINIIAMU
BunoBoii cocTaB IOKYMEHTOB OpraHU3aIuu
[IpaBuina cocTaBieHNs TEKCTOB JOKYMEHTOB OPTaHHU3aLUN
ITpyHIMIIBI ¥ METOABI YIOPSNOYEHHS COCTaBa TOKYMEHTOB OpraHU3aluu
U UX JaHHBIX
Kpurepuu onieHKn kadyecTBa co3/1aBa€MOr IOKYMEHTAUH
Hpyrue -
XapaKTEPUCTUKHU

3.1.3. TpynoBasa hyHKUMA




HanmenoBanue

Opranuzanus JOKyMEHT0000poTa B
OpraHHU3aIuH

YpoBeHb

(moxypOBEHbD)
KBaTHU(UKAITTT

Kox | A/03.6

IIpoucxoxnenue

TPYI0BOH QyHKIUU

3anMCTBOBAaHO

Opurunan X
U3 OpUTrHHaIa

Kon
opuUrvHaa

PerucrpanmonHsIit
HOMED
po¢eCCHOHATBHOTO
cTaHjaprta

TpynoBbie
JNEUCTBUSA

Boimonnenue omepauuii 1Mo mpeABapUTEIbHOMY PAacCMOTPEHUIO U
pEerucTpaluu JTOKyMEHTOB OpraHu3aIiu

Benenue perucTpaiiioHHbIX U YYETHBIX (POPM JIOKyMEHTOB OpraHU3aI|U

Ocy1iecTBi€HHEe BHYTPEHHETO KOHTPOJIS Ieperayd JOKYMEHTOB MEXy
YPOBHSIMU YTIPABJICHUS U UCIIOJIHUTENISIMU B OpraHU3aluu

Pa3pa60TI<a Hpe,ZLJIO)KeHI/Iﬁ N0 MOPAAKY COrjlaCoBaHUA U yAOCTOBCPCHUSA
AOKYMCHTOB B OpraHu3aliuiu

HpOBeI[eHI/IC aHaJIi3a I/IH(bOpMaHI/IOHHBIX U JOKYMCHTAIMMOHHBIX IIOTOKOB
B OpraHusanuu

[ToaroroBka npeanoxeHuit 1o GOpMUPOBAHUIO MAPIIPYTOB U MOJArOTOBKA
MapUIPyTHBIX KapT JBMKEHUS JOKYMEHTOB B OpraHU3aluu

[loaroroBka mpeanoxkeHuit 1o opmupoBaHUio (GYHKIIMOHATIBHBIX
TpeOOBaHUI CHCTEMBI DJIEKTPOHHOTO IOKYMEHTO000pOTa OpraHU3aIiH

Pa3paboTka TexHoI0ruM paboThl ¢ KOH(GUICHIMATBHBIMUA JOKYMEHTAMU

Pa3paboTka TexHOJIOrMM paboOThl C JOKYMEHTaMH W HHpopMmanueil B
OpraHM3alu

Heo0Oxoaumeie
YMEHUSA

CoznaBaTh M HCIIONIB30BAaTh METAJAHHBIE JIOKYMEHTOB B IIPOLIECCE HX
JBUKEHHSI 1 00pabOTKU B OpraHU3aul

KonTponupoBaTh BBHINOJIHEHHE TNPOIEAYp JMABMKEHUS M 00pabOTKU
JOKYMEHTOB, MCIIOJIb3yeMbIX B OOJACTH YHpaBICHUS JOKyMEHTaMHU
OpraHu3alNH

Bectn yY4€T W aHaJIu3 o0BbeMa ,I[OKYMCHTOO60pOTa OopraHu3anuu B
COOTBCTCTBHUC C HHCTPYKHHefI 110 ACJIOIIPOU3BOJACTBY OpraHu3aliun

l'oToBuTh mpeanoxeHuss 1o (HOPMHUPOBAHHMIO IAPAMETPOB PabOTHI
CHCTEMBI 3JIEKTPOHHOT'O IOKYMEHTO000pOTa OpraHu3aIiu

OpraHI/I3OBBIBaTb B3aMMOICHCTBHE l'IOI[péB,Z[CJ'IGHPIﬁ opraHuzanu B




mporecce pa3pad0TKH U UCTIOTHEHUS PA3IUYHBIX BUIOB JIOKYMEHTOB

CoznaBaTh 06a3bl JaHHBIX IO JJOKYMEHTAM O JIEATEILHOCTH OpTraHU3aINu U
OCYILIECTBIISITh KOHTPOJIb UX BEACHUS

CO3I[aBaTL CUCTCMY HHIACKCAIun AOKYMCHTOB opraHu3anun
HCIIOJIb30BaTh €€ B I/IH(bOpMaI_[I/IOHHO'CHpaBOLIHBIX OeIAax

u

HeoO6xomumbie |HopmaTtuBHbIe mpaBoBble akThl Poccuiickoit deneparuu B obiactu
3HAHUSA yIpaBJeHUS T0KyMEHTaMH OpraHUu3aluu
HopmaruBubie mnpaBoBble akThl Poccuiickoit ®exepanuu B 00s1acTU
uHpopManuy, THPOPMALMOHHBIX TEXHOJOTMH M 3allUThl MHPOpPMAalNH,
MepPCOHANBHBIX JaHHBIX, LU(POBON TpaHCchHopMaLIUn
Metoauueckiue MOKYMEHTbI M HallMOHAJIbHBIE CTAaHIAPTHI B 00JACTH
paboThI ¢ JOKyMEHTaMH U UHPOpMaLeil B OpraHu3aluu
JlokanbHble HOPMATUBHBIE aKThl OPraHU3ALMH
IIpaBuna pabGoThl € JOKYMEHTaMHM OpIaHU3allMHM, YCTAHOBJICHHBIE €€
JIOKQJIbHBIMU HOPMAaTUBHBIMU aKTaMU
@YHKIMH, TOJTHOMOYHNS U OTBETCTBEHHOCTh PYKOBOJACTBA OPTaHU3aLUN U
€€ CTPYKTYPHBIX MOApa3IeICHUM
@DyHKIMOHAIbHbIE 0COOEHHOCTH CUCTEMBI AJIEKTPOHHOI'O
JOKYMEHTO000pOTa OpraHu3aIui
[Mopsmox u comepkaHue TpoUeAyp MO paboTe ¢ JOKYMEHTaMu
OpraHM3allK U UX JaHHBIMU
Hpyrue -
XapaKTEPUCTUKU

3.1.4. TpynoBasa ¢pyHKunA

[IpoekTupoBanue, BHEAPEHUE U YpoBeHb
HaumeHnoBanue | pa3BUTHE CUCTEMBI JIEKTPOHHOTO Kon |A/04.6| (momypoBeHb) | 6
JIOKyMEHTO000pOTa KBaTHU(UKAITTH
IIpoucxoxnenue 3aMCTBOBAaHO
P A Opurunan X
TPyAOBOH QyHKIMH U3 OpUruHaia
Kon PerucrpanmoHHsbIit
OpHUrHMHaa HOMED
po¢eCcCUOHATBLHOTO
CTaHZapTa

Tpynossie

HpOBeI[CHI/IC aHaJIM3a HeﬁCTBYIOHICﬁ CUCTCMBI YIIPABJIICHHUA JOKYMCHTAMU




EUCTBUS

OpraHuzanuy A OHpeleNeHHs 3ajad [0 €€ aBTOMAaTU3alud,
MOJIEpHU3ALUH, TUPPOBON TpaHCHOPMALIUU

[ToaroroBka TEXHUYECKOrO 3aJaHUsl HA BHEAPEHUE OTEYECTBEHHOM
CHUCTEMBI JJICKTPOHHOTO JOKYMEHTOOOOpOTa B OpraHM3allid B paMKax
CBOUX KOMIICTCHIIUN

PazpaboTka O10K-CXeM, OMHCHIBAIOIINX OM3HEC-TIPOLIECCHl OpPraHU3aIlly,
HPOLECCHI M TIPOLEIYPBI IO YIIPABICHHUIO JOKYMEHTAMU OpraHU3aliu

KJ'IaCCI/I(bI/IKaHI/IH, HHIACKCHUPOBAHUE JOKYMCHTOB u ux JaHHBIX,
HCOGXOI[I/IMBIX IJid OCYHICCTBJICHHA IPOUCCCOB CO3JaHUSA W BBOJAa B
CUCTCMY JJICKTPOHHOI'O I[OKYMGHTOO60p0Ta

Buecenue npennoxxeHuit o KpUTepusiM BbIOOpa OTEUECTBEHHOM CUCTEMBbI
3JIEKTPOHHOT'O JIOKYyMEHTO000pOTa AJIsi OpraHU3aIuu

OcymiecTBieHUE  TECTUPOBaHHUA  PAabOTbl  CUCTEMBI  DJIEKTPOHHOIO
JOKyMEHTOO00pOTa U OIpeJIeIeHue 3ajiay o €€ aJalTaluy K crienupuKe
CUCTEMBbI YIIPaBJICHUs JOKYMEHTaMU OpraHU3aliu

MeTOI[I/I‘ICCKOC COITPOBOXKACHUEC ITPOLCCCOB BHCAPCHUA U IKCILTyaTaluKn
CHUCTCMBI 3JICKTPOHHOT'O ,[[OKYMGHTOO60p0Ta B OpraHu3anuvu

Heo0Oxonumeie
YMEHUA

HpOI/I3BO,[[I/ITI:> o6pa60TI<y JAOKYMCHTOB MW  OAHHBIX: PErucTpanuro,
CUCTCMATU3alUI0, UCITIOJIB30BAHUEC, XPAHCHUEC, YHUYTOXKCHHUC

HpI/IMeHHTB MCTOOOJIOTUIO OPraHUu3allMOHHOI0 IIPOCKTHUPOBAHUA IIPpHU
AHAJIN3C CUCTCMbI YIIPABJICHUSA JOKYMCHTaAMU

IIpencraBnsaTs  pe3ydbTaThl — aHaaM3a  [POLECCOB  yNPaBJICHUS
JOKyMEHTaMH OpraHu3aluu B rpaguueckoM Buje

BrIsgBiaTe MMPUOPUTCTHLIC HAIIPABJICHUA ABTOMATHU3AlMU YIIPABJIICHUA
AOKYMCHTAaMH B OpraHHU3allvun

[IpuMeHsTHh cUCTEMY AJIEKTPOHHOIO IOKyMEHTO000pOTa AJIsl BHITOJIHEHUS
JEJIONIPOU3BOACTBEHHBIX Ollepalui

OnenuBath  APQPEKTUBHOCTH  MEPONPHUATUH 1O  aBTOMATU3AIUH
yIIpaBJI€HUS JOKYMEHTAMU B OpraHU3aIuu

Heo0xonnMmeie
3HAHUS

HopmartuBubie mnpaBoBble akThl Poccuiickoit ®exepanuu B 0051acTH
uHpopManuy, THPOPMALMOHHBIX TEXHOJOTHMH M 3allUThl WH(pOpMAINH,
MEePCOHANBHBIX  JIaHHBIX, LUGPOBON TpaHchopMmaluy, yHpaBIECHUS
JOKYMEHTaMU OpraHU3aliu

MC)KJIYHaPOIlHBIG U HAOWOHAJIbHBIC CTAaHAAPTHI B o0actu YhpaBJICHUA
AOKYMCHTaMU

Crioco05b1 CUCTCMATU3AlIUN JAHHBIX O ACATCIbHOCTH OpraHu3alunu

[TpuHIUIBI POPMHUPOBAHUS MPOLIECCOB OPraHU3ALUU




MeTOIlI)I HCCIICOAOBAaHMA, aHAIM3a, MIPOCKTUPOBAHUA U Pa3BUTUA CUCTCMBbI
yHpaBJICHUA NOKYMEHTAMH B OpraHu3alun

IIporpaMMHBIE ITPOAYKTHI 110 aBTOMATHU3ALUU yIIPABJICHUSA JOKyMEHTaMU
B OpraHu3aluu

(DYHKI_[I/IOHEUIBHBIG 0COOEHHOCTH Pa3iIMYHBIX OTCYCCTBCHHBIX CHCTEM

ANIEKTPOHHOTO  JOKYMEHTOOOOpOTa,  HCHOJB3yeMBIX B  O0JIACTH
YIpaBIIEHUS JOKYMEHTaMH OpraHu3aliu
HApyrue -
XapaKTePUCTHKH
3.1.5. TpynoBasa ¢pyHKunsA
OcyuecTBieHue YpoBeHb
HaumenoBanwue | uHGOpMannonHo-crpaBounoi paborsr | Kox | A/05.6 | (moayposens) | 6
C JIOKyMEHTaMH OpraHu3aluu KBaJTU(DUKAITIH
[Ipoucxoxnenue 3auMCTBOBAaHO
P A Opurunan X
TPYI0BOM GyHKINU U3 OpUTHHAIA
Kon Perucrpanmonnslii
OpUTHHaJa HOMEp
npoeCCHOHATBLHOTO
CTaHIapTa

Tpynossie
IEUCTBUS

®opmupoBanue TpeOOBaHUN K HH(POPMAIMOHHO-TIOUCKOBBIM CHCTEMaM
CTPYKTYpUPOBAHHBIX JaHHBIX JOKYMEHTHPOBAHHBIX Cep MeATEIbHOCTH
OpraHu3alu

q)OpMI/IpOBaHI/Ie n BCACHUC 0a3 AAaHHBIX O ACATCIIBHOCTU OpraHrU3alun

dopmupoBaHue TpeOOBaHUMN K pasrpaHUYEHUIO0 YPOBHEW JocTyma
paOOTHUKOB K JIaHHBIM O JIEATEIIbHOCTH OpPraHU3alliM B COOTBETCTBUU C
BBITNIOJHAEMBIMUA UMU QYHKIUSIMU

IIpenocrasnenne JIOCTyTIa K CTPYKTYpPHUPOBaHHBIM
JOKYMEHTHPOBAHHBIX C(ep AesITeTbHOCTH OpraHUu3aIliH

JTAaHHBIM

PazpaGotka ¢opm mnpexacraBieHuss HUHPOPMALUU O JIEATEIBHOCTH
OpraHu3aIu

[TonrotoBka OTYETOB W AHAJUTHYECKUX CIPABOK PYKOBOACTBY IO
BOIIPOCaM YIIPABJICHUS JOKYMEHTAMU B OpraHu3aluu

[Touck m mpenocTaBieHre THPOPMALUU O CTPYKTYPHPOBAHHBIX TAHHBIX
JTOKYMEHTHPOBAHHBIX c(ep AEATSNFHOCTH OpraHH3alUH IO 3ampocam
pabOTHUKOB OpraHU3alUH




Heo6xonumere | PaboTath ¢ mcTouHnkaMu HH()OPMAIUH, BEISIBIISATE KPUTEPHU €€ OLECHKH U
YMEHHUS otbopa
[Ton6upars, CUCTEMATU3UPOBATh U KJaccu(uIpoBaTh
CTPYKTYPUPOBaHHbIE JAHHBIE TOKYMEHTHPOBAHHBIX C(ep AeSATEIbHOCTH
OpTaHU3aIMH 10 OTPEIEICHHBIM KPUTEPHIM
Co3naBatrk, aIMUHHCTPUPOBATH M UCIIOIB30BATh JOKYMEHTHI U UX JJAHHBIC
B PA3JIMYHBIX 00JIACTSX AEATEIBHOCTH
OdopmiaTe MHPOPMALIMIO B HAMIAIHOM CHCTEMaTH3HMPOBAHHOM BHJE B
COOTBETCTBUH C TPEAbABIIEMBIMU TPEOOBAHUIMU
PaboTath ¢ 31eKTpOHHBIMH 0a3aMH JAHHBIX U CHCTEMOW DJIEKTPOHHOTO
JOKyMEHTO000pOTa OpraHu3aluu
Heobxonumele |Meronndeckue MOKYMEHTbl M HallMOHAJIbHBIE CTaHAAPThI B 00JIACTH
3HAHUS paboThI ¢ JOKyMEHTaMH U HHPOpPMALIEil B OpraHu3aluu
[IpaBuma, mopsimok GopMHUpPOBaHUS U yueTa 0a3 JAHHBIX OpraHU3aIuN
OcoOenHoct  (YHKUIMOHUPOBAHMS  CIIPAaBOYHO-UH(DOPMALIMOHHBIX U
MH(POPMALIMOHHO-TIOMCKOBBIX CHCTEM OpraHu3aluu
[lopsimox jmocTyma K  pa3iM4yHBIM ~ KaTeropusM WHpOpManuud B
OpraHu3aluu
CriocoObI nosryueHust ”H(OpMaIMK U3 Pa3IUUHBIX HCTOUHUKOB
®dopmsl npeicTaBlIeHUs] HHPOPMAIMK U KX OCOOEHHOCTH
[IpaBuna coctaBiieHUst 1 OQPOPMIIEHHS OTYETOB, 0030POB, AHATUTUYECKUX
CIPaBOK
TexHonorus paboOTBI C MOKYMEHTaMH W WH(OpMAaIUEH OTpaHUYCHHOTO
J0CTyIa
Hpyrue -
XapaKTePUCTHKH

3.1.6. TpyaoBasa pyHKUMA

OcymiecTBiIeHnE KOHTPOJISA IpoIiecca 1 YpoBeHb
HanmeHnoBaHME | CPOKOB HCIIOJTHEHUS JOKYMEHTOB B Kox |A/06.6 | (moxgyposens) | 6
OpTraHu3aIuu KBTH(DUKATTAH
[TpoucxoxaeHue 3aMMCTBOBaHO
P A Opurnaan X
TPYIOBOM (DYHKIIUN U3 OpUTHHAJIA
Kon Perucrpanmonnsiit
OpUTHHAIA HOMEp



poheCCHOHATHLHOTO
cTaHgapra

TpynoBbie
JNEUCTBUSA

IlocTaHOBKAa JOKYMEHTOB M IOPYYEHHUH PYKOBOJCTBA OpraHM3alllid Ha
KOHTPOJIb

Ocy1iecTBieHHE BHYTPEHHETO KOHTPOJISI HUCIIOJIHEHHUS JOKYMEHTOB
OpraHMu3alKi HECKOJIBKUMH HUCIOJHUTENISIMU, YCTAHOBKA OYEPEAHOCTH UX
WCTIOTHEHUS

KoHTposb ~ 3TanmoB  BBINOJHEHUs  PEIICHWM WO  OIepaluu,
3a(hUKCHPOBAaHHBIX B JJOKYMEHTaX

MOHI/ITOpI/IHF XO0Ja HCIIOJHCHHA M CTaryca AJOKYMCHTOB B IIPOLECCE
paGOTBI C HUMU B OpraHu3aliiun

Pa3pabotka TpeOOBaHUI K MPOTOKOJIAM KOHTPOJBbHBIX 3amuceil o0
oIepaLusixX, POU3BEAECHHBIX C JOKYMEHTAaMH B OpraHU3aluu

KOppeKTI/IpOBKa CPOKOB UCIIOJIHCHUA NOKYMCHTOB B OpraHu3allin

CHATHE [IOKyMEHTOB M IIOPYYE€HUH pYKOBOJCTBA OpraHuU3allud C
KOHTPOJISt

HOI[FOTOBK& AHAJIUTUYCCKUX CIIPpaBOK O COCTOSHHHU HCITOJIHUTEIHCKOM
AUCHUIUIMHBI B OpraHu3alun

HeoOxonnmebie
YMEHUS

BHocuTh naHHBIE O CpoKax W crenupuKe HCIONHEHHS JOKYMEHTOB B
KOHTPOJIBHBIE KAapTOTEKM M aBTOMATU3UPOBAHHBIC CUCTEMBI KOHTPOIIA
OpraHu3allMiM B COOTBETCTBHE C HOPMATHUBHBIM IIPABOBBIM aKTOM,
OpPraHMU3allMOHHO-PACIIOPSAUTEIBHBIM JTOKYMEHTOM WM  PE30JIIOLHUEH
PYKOBOAUTEIISA

AHanm3upoBaTh WHPOPMAIIMIO O XOJ€ W pe3yJbTaTaxX HWCIOTHEHUS
JIOKYMEHTOB B OPTaHU3ALUU

Pa3pa6aTBIBaTB NEepCYHU JOKYMCHTOB OpraHu3allu ¢ TUIIOBBIMU CPOKAMU
X UCIIOJTHECHHUA

Onpenens{TL BUJIbI U MMOPAJOK KOHTPOJIA HACTIOTHUTEIBCKON JUCHUITIIMHBI
B OpraHu3anuu

Heo0Oxoaumeie
3HAaHUA

HopmarusHubie MPaBOBLIE aKThI Poccuiickoii denepauuu,
YCTaHABJIMBAIOIINE TUIOBBIE CPOKHU UCIIOJTHEHHS JOKYMEHTOB

[Topsinok onpeneneHusi CPOKOB UCIIOTHEHHS JOKYMEHTOB B OpraHU3aliu

MeToauku BeACHUS KOHTPOJISI UCITOJIHCHHUA JOKYMCHTOB

[Topsimok ~ BHECEHWSI  PE3OJIONMH  PYKOBOIUTENST OpraHU3alMu B
perucTpanroHHyto hopmy




Texnomornyeckne dTambl pabOTBl € Pa3IMYHBIMH  KaTETOPHSIMH
JOKYMEHTOB OpTaHU3aluu
[Mopsiok MCTIOTHEHHSI TOKYMEHTOB B OpTaHU3AIHH
VYcnoBus CHATHUS IOKYMEHTA ¢ KOHTPOJISI B OpraHu3aluu
Hpyrue -
XapaKTEPUCTHKU
3.1.7. TpynoBasa ¢pyHKunA
Opranu3anus XpaHeHus JOKYMEHTOB B YpoBeHb
HaumenoBanue | opranuzanuu v nepeaaydu Jaei Ha Kon |A/07.6| (moxgypoBens) | 6
aApXUBHOE XPaHCHUE KBUTH(DUKATTIH
[Ipoucxoxaenue 3anMMCTBOBAaHO
. Opurunan X
TPYIOBOM (DYHKIINN U3 OpUTHHAJIA
Kon PerucrpanmonHnsIit
OpUTHHAJIA HOMED
po¢eCCHOHATBHOTO
CTaHapTa

TpynoBbie KoHTponb KOMIUIEKTOBaHUS JTOKYMEHTOB B Jejla M OpraHu3aius ux
JIEUCTBUS XpaHEHHUsI B TOAPA3ACICHUSIX OpraHu3aluu
KonTponb co3manuss W BeAEHUS CIPABOYHO-TIOMCKOBBIX CPEACTB IO
JOKyMEHTaM MW 0a3aM JaHHBIX, XPaHAMIMMCS U BEOyIIUMCS B
MOJpa3ICJICHUSIX OpraHru3alun
CocraBieHue, BelIeHUE HOMEHKIATYpbl A€ OPraHUu3alMd W WTOTOBOMU
3aIMCU K HEN
[IpoBepka [aHHBIX O COXPAaHHOCTH CO3JAaHHBIX B  OpPraHU3alHHU
JIOKYMEHTOB Ha Pa3JIMYHbIX HOCUTEISAX
KonTpone BblauM B ONEPATMBHOE  MOJb30BAaHHE  JOKYMEHTOB
OpraHM3aliy U UX BO3BpaTa
[IpoBenenune skcnepTU3bl HEHHOCTH JTOKYMEHTOB B COCTABE DKCIEPTHOMU
KOMHUCCHH OpraHu3aluu
[IpenocraBieHne JOKYMEHTOB WM WX CKaH-KOMMA JJIsi OTBETOB Ha
3aMpochl  MOApA3NIeICHUA OpraHm3anuu W (enepasbHbIX OpPraHoB
HUCIIOJIHUTEILHON BIACTH
[ToaroroBka TOKyMEHTOB AJIs IEpEJaYM B apXUB UM HA YHUUTOKEHUE
HeoOxonumeie |IIpuMeHST, HOMEHKJIATYpY Jel CTPYKTYPHOTO TOJpa3ieieHus u




YMEHHUS

CBOJHYIO HOMEHKJIATYpy JI€Jl OpraHU3alluK, UTOTOBBIE 3aIMHCH K HUM

HactpauBath mnapamerpsl pa3fesioB HOMEHKIATyphl €l B CHCTEME
ANEKTPOHHOTO JOKYMEHTO00OPOTa OpraHU3aIiH

CucremMatu3upoBaTh JTOKYMEHTHl W HMH(pOpManuio 0a3 JaHHBIX,
(GbopMHUpOBATH Aea B COOTBETCTBUU C HOMEHKJIATYPOH J1eJ1 OpraHnu3aluu

OCYH_IGCTBJ'IHTB INOUCK AOKYMCHTOB M HUX IOAHHBIX B IMPOLECCE TCKYLIETO
XpaHCHUA B OpraHnu3aluun

OcCymecTBISITh METOJAMYECKOE PYKOBOJCTBO OpTaHU3AIMEH XpaHCHHS
JOKYMEHTOB W 0a3 JaHHBIX B CTPYKTYPHBIX MOAPA3JIEICHUIX
OpraHu3aIMH, OKa3bIBATh UM MTPAKTUYECKYIO TIOMOIIh

KontponupoBate (popmupoBanue, XpaHeHHE W Tepenady el B apXuB
OpraHu3aluu

KoutponupoBath  apxuBupoBaHue  0a3  JaHHBIX  CTPYKTYPHBIX
MOJpa3/IeJICHUl OpraHu3alu

HOI[FOTaBJ'II/IBaTB OIMMCHU JOKYMCHTOB M JaHHBIX, IIEPCAaBACMbIX B apXUB
OopraHu3alvu U apXuBHUPYCMbIX HA HOCUTCIIN

HpOI/I?;BOl[I/ITB SKCHCPTU3Y NCHHOCTH JOKYMCHTOB OpraHu3allui U HX
JaHHBIX, OIPEACIIATE CPOKH XPAHCHUSA

OOecrieunBaTh 3alllUTyY JOKYMCHTOB W JdHHBLIX OpraHu3aluu OT
HCCAHKIIMOHUPOBAHHOI'O JOCTYIIA UJIM YHUYTOKCHHUA

HeoOxonnmebie
3HAHUS

HopmartuBHble mnpaBoBble akThl Poccuiickoii ®enepauuu B obnactu
uHpopManny, THPOPMALMOHHBIX TEXHOJOIMH M 3allUThl MH(pOpMAalLUH,
MEPCOHAIBHBIX JAHHBIX, HU(PPOBO TpaHCHOPMALIUHU, APXUBHOTO JeTa

Metoauueckne MOKYMEHTbI W HallMOHAJIbHBIE CTAHIAPTHI B 00JACTH
paboThI ¢ JOKyMeHTae u nHdopmarei, apxuBHOTO Jiena

HpaBHna pa60TBI C MOOKYMCHTaMH OpraHu3alny, YCTAaHOBJICHHBIC €€
JIOKAJIbHBIMH HOPMATUBHBIMHU aKTaMU, y‘—ICTHOfI IMOJIMTHKOM

[Topsimok u comepkaHue MPOIEayp OpraHU3aIii OTIEPATUBHOTO XpaHEHUS
JIOKYMEHTOB M MX JaHHBIX, MOATOTOBKH K Mepeiade B apXUB OpraHU3aIluu
WJTU apXWBHPOBAHUIO HA HOCHUTEIISX

Metonuka pa3pabOTKU U BEAECHUS HOMEHKIATYphl JIeJ OpraHu3aliy, B
TOM 4HUCIIE B CUCTEME €€ IEKTPOHHOTO JOKYMEHTO000poTa

[IpaBuia cucTeMaTH3alK U KIACCU(PHUKAIMHA JOKYMEHTOB, KOJAUPOBAHUS
uH(popManuu

Ocobennoctu XpaHCHUS 3JICKTPOHHBIX JOKYMCHTOB

KpI/ITepI/II/I OonpeaAcCICHUA HEHHOCTU NOKYMCHTOB U UX JAHHBIX IJIA 0T6opa




Ha IlaJ'IBHCI\/JIHIee XPpaHCHHUEC UJIKW YHUYTOXCHUC

Hpyrue -
XapaKTEPUCTUKU

3.2. O6006LwWweHHan TpyaoBas pyHKUMA

PykoBOACTBO I€ATEIBHOCTHIO VDOBCHE
HanmenoBanue | mogpasaeneHus 10 yIpaBIeHUIO Kon B P 7
KBaJIU(DUKAITIH
JIOKYMEHTaMU OpraHu3alnuu
[Ipoucxoxnenue
. 3aMMCTBOBAaHO
0000111eHHOI Opurunan X
o U3 OpUruHaa
TPY0BOH (hyHKUIUHU
Kon Peruncrpanmonnslii
OpUruHaa HOMED
npodeccruoHalbHOTO
CTaHJapTa

Bo3MosxHEIE
HaMMCHOBAaHUS
JIOJDKHOCTEH,
npodeccuit

PykoBoauTens moapasaeneHus mo yrpaBieHUIO TOKyMEHTaMU
OpraHu3aiuy (JenapraMeHTa, yupaBleHus, CIy>KO0bl, OTIeNa)
PykoBoaurens oTIeNna o pabore C JNAHHBEIMA
JIOKYMEHTHUPOBAHHBIX c(ep NeATEeTbHOCTH OpraHu3alun

TpebGoBanus k
00pa30BaHMIO
00y4eHHIO

Bricmiee oOpa3oBaHue - MarucTpartypa

WIN

Briciiee oOpaszoBanue (HepohUIbLHOE) - MarucTpaTypa u
JIOTIOJTHUTEBHOE MpodeccuoHanbHOoe 00pa30BaHUe - TPOTPAMMBI
npoeCCHOHATBLHOMN MEePEOATOTOBKH 110 TIPO(HITIO IEATEIILHOCTH

TpeOGoBaHus K OBITY
MPAaKTUYECKON pabOTHI

He menee Tpex sieT B 007aCTH JOKYMEHTAIIMOHHOTO O0eCTIeUeHus
OpraHu3aIu

Oco0Oble yciioBus
J0TycKa K pabore

[TpoxoxneHne oOydeHHsI MepaM TOXKapHOH 0e30MacHOCTH
[TpoxoxkaeHne oOydeHUs MO OXpaHe TPyAa U MPOBEPKHU 3HAHUS
TpeOOBaHUIl OXpaHbl TpyJa

Hanunuue cornacus paboTHHKA O COOMIOACHUN yCIOBUIN
KOH(HICHIIMATHLHOCTH HH(POPMAIINH, a TAK)KE C MEpaMH
OTBETCTBEHHOCTH 3a UX HapyllIeHue (Mpu HEOOXOAUMOCTH)

I[pyl“I/IC XapaKTCPUCTUKU I[OHOJIHI/ITCJIBHOC HpO(I)CCCI/IOHaJIBHOC O6pa30BaHI/Ie - IpOorpaMMmaI

MOBBIIICHUS KBaTU(PUKALUU B 00JIaCTH yIIPABICHUS
JIOKyMEHTaMU He PeKe OJHOr0 pas3a B TPU roja

AdononHutenbHble XapakTepPUCTUKU




HaunmeHnoBanue nokymeHnra Kon HanmenoBanve 6a30BO¥ rpyIIIbI, JOKHOCTH

(mpodeccun) WK CrenUuanbHOCTH

OK3 1219 VYnpasisomuye GUHAHCOBO-3KOHOMUYECKOH U
aJIMUHUCTPATUBHOM J€STEIBHOCTBIO, HE
BXOJISIIIIUE B IPYTHE TPYIIIBI

EKC - Hauanbnuk otaena (6ropo, rpynmsl) (B
IPOMBIIIICHHOCTH)

OKIIATP 24695 Havanpauk otaena ((hrHaHCOBO-DKOHOMHYECKOTO
Y aIMUHUCTPATUBHOTO)

OKCO 7.46.04.02 |JlokyMeHTOBEICHNE 1 apPXUBOBEICHHE

3.2.1. TpyaoBas pyHKUMA

Opranuzanys AesTelIbHOCTH YpoBeHb
HanmenoBanue | moapasaeneHus 0 yIpaBIeHUIO Kon |B/01.7 | (momypoBeHs) | 7
JIOKyMEHTaMU KBaJIU(DUKAITIH
[Ipoucxoxnenue 3aMMCTBOBaHO
P A Opurunan X
TPYAOBOH (hyHKIHH U3 OpUrMHaIa
Kon Perucrpanmonnslii
OpUTHHAla HOMEp
npoheCCHOHATBLHOTO
CTaHJIapTa
TpynoBbie Onpenenenue 1ene, 3anad U QyHKIHNA MOAPA3ICICHUS 110 YIIPABICHUIO
NecTBUS JOKYMEHTaMU OpPTaHU3alllU U er0 pabOTHUKOB

PacnpeneﬂeHI/Ie JOJDKHOCTHBIX 00s13aHHOCTEH MCKAY pa6OTHI/IKaMI/I
moapasaACIICHUA IO YIIPAaBJICHUIO JOKYMCHTAMHU OpraHu3alun

Pa3paboTka JOKanbHBIX HOPMATHUBHBIX AaKTOB 10  YNPaBICHHUIO
JOKyMEHTaMH OpraHu3alyy 1 JOJHDKHOCTHBIX MHCTPYKIUI ee paOOTHHKOB

[InanupoBaHue AEATEABLHOCTH MOJYMHEHHOTO MOAPA3ACIICHUS C yYETOM
paloHaIbHOrO pactpenenaeHus paboT U oObeMa NPOU3BOJICTBEHHBIX
3aJ1a4 OpraHu3aluu

KOHTpOJ'IB ACATCIIBHOCTH pa60THI/IKOB noAapa3aciyICHUA 110 YIHIPAaBJICHUIO
JOKYMEHTAMH OpraHu3anuu

IIpoBenenne MeponpusaTHl 1o moAOOpy NEpcoHanda Ha 3aMelleHue
BaKaHTHBIX JOJDKHOCTEH MOAUYNHEHHOTO MOAPA3IEICHUS

Paspaborka rpaduka OOydeHWS] W  TIOBBINICHHWS  KBATH(PHUKAIUU




pa6OTHI/IKOB MOAYMHCHHOTO IMOAPA3ACIICHUS OPraHnu3alnuu

KonTponb cobnioneHus pabOTHUKaMHM MOJYMHEHHOTO MOJpa3iesieHus
TpeOOBaHUI  OXpaHbl  Tpyna, TPYAOBOH  JUCHUIUIMHBI,  TPABUI
BHYTPEHHETO TPYAOBOIO PACIOPSAKA U JIOKAIbHBIX HOPMATHUBHBIX AKTOB
OpraHu3aluu

Omnpenenenue noTpeOHOCTU MOJUNHEHHOTO MOPA3IEICHUS OpraHU3aluu
B 00OpYZOBaHWYM, NPOTPAMMHOM OOECIIEYEHUH, MAaTEepPUAIBHBIX U
(UHAHCOBBIX pecypcax

[TonroToBka npeayokKeHui Mo MOAEpHU3aMK pabounx MecT pabOTHUKOB
MOJIpa3/IeNIeHus 10 YIIPABICHUIO JOKYMEHTaMU OpraHu3aluu

Onenka 3¢(}EeKTUBHOCTH ACSITENBHOCTA IMOAYMHEHHOTO IMOAPA3/ICICHUS
OpraHu3aluu

HeoOxoanmere
YMEHHUS

OOecneunBaTh  B3aMMOJAEHCTBUE IOJAPA3AEICHUS IO  YIPABICHHIO
JOKYMEHTaMHU OpraHu3aluy €O CTPYKTYPHBIMHU IIOAPA3JEICHUAMH U
JOJKHOCTHBIMU JIMIIAMU OpraHU3aluu

ObecnieunBaTh palMoOHAIbHYIO 3arpy3Ky U pacCTaHOBKY MOAYHHEHHOTO
NepCoHaja ¢ y4eToM KBaIn(uKauu, 00beMOB U CJI0XKHOCTH padoT

VYcranaBiauBath A8 KaXI0W (QYHKIMH DPaOOTHUKA CIY>KObI 110
YOPaBJICHUIO JOKYMEHTAaMU OpraHM3allud IpaBa M OTBETCTBEHHOCTb,
o0ecreynBaroIue KOPPEKTHOE BBIMOJHEHUE 3TOH (YHKIMH B paMKax
JeSITeIbHOCTH OpraHU3auu

[IpuHUMAaTh MEpHI 10 YCTPAHEHUIO HEIOCTATKOB B paboTe MOJUMHEHHOTO
CTPYKTYPHOTO MOJApa3IeJICHUs] OpraHU3aliu

OIICHI/IBaTI) KauC€CTBO BBIIOJHCHHBIX MOAYMHCHHBIM IICPCOHATIOM pa60T
110 YIIPAaBJICHUIO JOKYMCHTAMU OpPraHru3aliun

KonTponupoBats coOmitofieHre B Mofpa3/ieleHUH TpeOOBaHHUM OXpaHbI
TpyJa, TpPYAOBOM JUCUUIUIMHBI, HpPaBWJI BHYTPEHHETO TPYAOBOIO
pacrnopsiika 1 JIOKAJIbHbIX HOPMATUBHBIX AKTOB OpraHU3alluu

Onpenensars NpUOPUTETHBIE HAIPABJICHUS Pa3BUTHUs MOIAPA3ACICHUS 10
YIIPaBJIEHUIO JTOKYMEHTAaMU OpraHU3aluu

Pa3pabaTbiBaTh Mepbl MO MOBBIILIEHHIO 3((HEKTUBHOCTH J1E€ATEIbHOCTH
pabOTHHUKOB MOAYMHEHHOTO MO/Ipa3/ieJIeHNs] OpraHUu3aIIH

BHeI[pﬂTB HOBBIC TCXHOJIOTMM MW MCTOIbI pa6OTLI B OCATCIBHOCTD
MOAYMHEHHOT'O MOAPa3aACIICHUA OpraHu3allun

Heo0xonnmeie
3HAHUA

HopmaTtuBubie mnpaBoBbie akThl Poccuiickoit ®eneparuu B obimactu
uHpopManuy, THPOPMALMOHHBIX TEXHOJOTHH M 3allUThl WH(POpPMAIUH,
NEepCOHANBHBIX JAHHBIX, LUPPOBOH TpaHCPOpManMu, yNpaBICHUS
JTOKyMEHTaMH OpraHU3aluu




Metoauueckiue MOKYMEHTbI M HAal[MOHAJIbHBIE CTAHIAPTHl B 00JACTH
paboThI ¢ JOKyMEHTaMH U HHpOpMaLneil, apXUBHOIO Jesa

[MpaBuna cocraBineHus U OQPOPMIICHUS JIOKATBHBIX HOPMATUBHBIX aKTOB,
ONPENEIISIONINX PABOBOE MOJIOKEHUE CTPYKTYPHBIX MOAPA3JACICHUA H
pabOTHHUKOB OpraHU3aINH

CrpykTypa  opraHusanu, €€ [OJApa3JeleHus U  paOOTHHKY,
3aJIeiCTBOBaHHbBIE B IpOIECCaX yNpaBICHHs TOKyMEHTaMU OpraHU3aIui

Oco0OeHHOCTH  perIaMeHTaluu
[I0/Ipa3/IeJIEHUs] OpraHU3alu

pabOTHHUKOB

Tpyaa IOJYHMHCHHOI'O

OyHKIMKM paOOTHUKOB OpPraHMU3alMM U IMOAPA3JCICHUS 0 YIPAaBICHUIO
JOKYMEHTaMHU, a TaK)Ke MOJYMHEHHBIX €EMY CTPYKTYD

[IpaBuna HOpMHMpOBaHUS TpyAa M pacyera SBOYHOM UYHCIEHHOCTH
IepcoHaa MoApa3IesIeHus M0 YIPABIECHUIO JOKYMEHTaMU OpTraHU3aluu

[IpaBuna opranuzanuu pabounx MecT pabOTHUKOB OpPTraHU3AIUN

MeTtoauku ynpaBiaeHHUs IEPCOHATIOM OpraHUu3aluu

TpeboBanust oxpaHsl Tpyaa

HpaBI/IJ'Ia OpraHHU3allMOHHOI'O IMMPOCKTUPOBAHUS AJId OpraHu3anuu

Hpyrue
XapaKTEPUCTUKU

3.2.2. TpynoBas pyHKUMA

Pa3paboTka MoJMTHKY yIpaBiIeHUs YpoBeHb
HanmenoBanue | TOKyMEHTaMM OpraHU3aluu Kon |B/02.7 | (momypoBeHs) | 7
KBaJTU(DUKAITIH
[Ipoucxoxnenue 3aMMCTBOBaHO
P A Opurunan X
TPYAOBOH (QyHKIHH U3 OpUTrMHaIa
Kon Perucrpanmonnslii
OpUruHaia HOMED
npoeCCHOHATBLHOTO
CTaHJapTa

Tpynossie
NEUCTBUS

Ornpenenenue
OpraHu3aIuH

Harip aBJICHUH TOJUTHUKH yOopaBJICHUA  OJOKYMCHTaMH

PYKOBOI[CTBO pa3pa60TI<0171 JIOKAJIbHBIX HOPMATHBHBIX AKTOB OPraHU3aIluU
B COOTBETCTBHUH C €€ ITOJIUTUKON YHOpaBJICHUA NOKYMCHTAMHU OpraHu3aluu




COFJ'IaCOBaHI/Ie, YTBCPIKACHUC JIOKAJIBHBIX HOPMAaTUBHBIX aKTOB
OopraHu3anuu 1o J0KyMEHTHBIM CUCTEMaM OpTraHHU3allnun

Opranuzanust KOHCYJIBTUPOBaHUS PAOOTHUKOB OPTaHU3aLUH 110 BOIIPOCaM
IIPUMEHEHHUS JIOKAJIbHBIX HOPMATUBHBIX aKTOB U MCIIOJIb30BAHUSA METOAUK
YIIPABJICHUS JOKYMEHTAMH OpPraHU3aluu

Opranmzanus axkTyaliu3aldyd JIOKAJbHBIX HOPMATHUBHBIX aKTOB U
METOJIMYECKUX JOKYMEHTOB OpPTraHU3allMU MO YIPABICHUIO JOKYMEHTaMU
OpraHu3aluu

Heo6xonumeie |IlpuMeHSATH TpaBOBbIE HOPMBI JUIS COCTaBJICHUS M O(QOPMIICHHS
yMEHUS JIOKQJIbHBIX HOPMAaTUBHBIX aKTOB OPraHU3aLAN
OpraHu3oBbIBaTh JESITEIBHOCTh paOOUUX IPYII 10 HOArOTOBKE ITPOEKTOB
JIOKAJbHbIX HOPMATHUBHBIX aKTOB OpraHU3allMM 110 JOKYMEHTHBIM
CHUCTEMaM
OpraHu3oBbIBaTh  PACCMOTPEHUE, OOCY)XICHHE, YTBEpXKACHUE WU
COTJIaCOBAaHUE IPOEKTOB JIOKAJIBHBIX HOPMATUBHBIX aKTOB OPTraHM3alUU,
IIOCBALLEHHBIX [TIOJIUTUKE YIIPABICHUA JOKYMEHTAMHU
[IpumeHsTh  Mepbl, OOECNEUMBAIOLINE  BBHINOJIHEHHE TpeOOBaHUH,
3aKPEIUICHHBIX B JIOKAJIBHBIX HOPMAaTHBHBIX aKTaX IO YIPABJICHHUIO
JOKYMEHTaMU OpraHU3aluu
Heo6xonumele |HopmatuBHble mpaBoBble akThl Poccuiickoit @enepanuu B 00JacTH
3HaHUSA uHpopmanu, WHGOPMALMOHHBIX TEXHOJIOTUH M 3aIlIUThl MHGOpMaIuH,
NEPCOHAJBHBIX JAaHHBIX, LHU(PoBOH TpaHchopmauy, yrIpaBIeHUS
JOKyMEHTaMH OpraHU3aliH
Metoauueckue JOKYMEHTHl M HAllMOHAJIBHBIE CTaHAAPTHI, COAEPIKALLUE
TpeOOBaHMUS K OPTaHU3AIMH YIIPABICHUS TOKYMEHTAMH OpPTaHU3aIIH
TunoBble ¥ TpUMEpPHBIE TOJOXKEHUS M MHCTPYKIMM B 00JacTH
YIPABJIEHUS JOKYMEHTaMH OpPraHu3alnun
TpeGoBaHMs K CTPYKTYpe M COAEPIKAHUIO OTJEJBHBIX BUIOB JIOKAJIBHBIX
HOPMAaTUBHBIX aKTOB
[IpaBuiia pa3paboTku 1 0(OPMIIEHHS TOKYyMEHTOB
[Topsnox o3HaKOMJIEHHMS PaOOTHUKOB C JIOKAaJbHBIMA HOPMATHBHBIMU
aKTaMM OpraHU3aLUU
TpeboBanust oxpaHsl Tpyaa
Hpyrue -
XapaKTEPUCTUKU

3.2.3. TpyaoBas ¢pyHKuunA




ITocTpoeHune cucTeMbl yipaBiICHUS YpoBeHb

HaumeHnoBanue | ToKkyMEeHTaMU OpraHU3aIiu Kon |B/03.7 | (momypoBensb) | 7
KBaTHU(UKAITTT
[TpoucxoxacHue 3arMMCTBOBaHO
. Opurunan X
TPyAOBOM (HYHKITH W3 OpUTHHAJIA
Kon PerucrpanmonHsIit
OpUTHHAJIA HOMED
po¢eCCHOHATBHOTO
CTaHIapTa
TpynoBsie [IpoBeneHue ananu3a xapakrepa JIeJI0BOM JESITEIIbHOCTH OpraHU3alliu, €€
efCcTBUA MIPABOBBIX, PECYPCHBIX M TEXHOJIOTHYECKUX BO3MOKHOCTEH

VYcTaHOBIEHUE PHUCKOB, BIMAKOIIMX HA  JIEJOBYK  JIEATEIBHOCTh
OpraHu3allMd B LE€JIOM, U PHUCKOB, KOTOPBIMH MOXHO YIIPABIIATh
IIOCPEICTBOM YIIPaBJIEHUS JOKYMEHTaAMHU

Brisisnenne COOTBCTCTBUA  XApPAKTCPUCTUK  OOKYMCHTHBIX CHUCTEM
opraHu3anuu Tpe60BaHI/I$[M K HaaCKHOCTH, 6C3OHaCHOCTI/I,
COOTBCTCTBHIO, KOMIIJICKCHOCTH U CUCTCMHOCTH

HpI/IMeHeHI/Ie KOpIOpaTUBHBIX  CTAHAAPTOB  AOKYMCHTHBIX CHCTCM
opraHu3alvu B YIPABJICHUN JOKYMCHTAMU OpraHu3allun

KOOpI[I/IHaIII/ISI ACATCIIBHOCTH 110 CO3JaHUIO W COBCPIICHCTBOBAHUIO
JAOKYMCHTHBIX CUCTEM OpraHU3allun

[IpoBenenne MeponmpusiTHUA 1O  B3aUMOJICHCTBHUIO  IOJpa3/eSICHUI
OpraHu3ally NPH PEIICHUU 3a7a4 B 00JACTH yIPABJICHUS JOKYMEHTaMHU
OpraHU3aINH

KonTponb GyHKIMOHUPOBAHUS CUCTEMBI YIIPaBICHUS JOKYMEHTaMH U UX
JTAHHBIMU OpraHU3alUN

HOI[,Z[Gp)KaHI/Ie CUCTCMbBI YHPABJICHUA JOKYMCHTAMU OpraHu3aliu B
AKTyaJIbHOM COCTOSHUH

BHenpenune coBpeMEHHBIX METO/I0B, CPEACTB 00paboTKH MHPOpPMALUU U
JaHHBIX B paMKax peaju3aldd CKBO3HOM TEXHOJOTHMH CHCTEMBbI
yIpaBJIeHUS JOKYMEHTaMU OpTaHU3aIlH

PykoBojacTBO  co3gaHuMEM  CHUCTEMBI  YNpaBl€HUS  JOKyMEHTaMu
OpraHu3aIHNH

PykoBoncTBO pa3paboTKOW MOPOKHBIX KapT pelIeHus 3aJad B 00JacTH
MOCTPOEHHUS CUCTEMBI YIPABJICHUS TOKYMEHTAMH OpPTaHU3aluu

Ompenenenne  (QyHKUUN, BBITOTHIEMBIX CHCTEMOM  3JIEKTPOHHOTO




JOKYMEHTOO00pOTa OpraHu3aliy, U €€ aKTyalu3alus

[1nanupoBaHne KOHCYJIbTUPOBAaHUS pPaOOTHHUKOB IO BOMpocaMm paboThl C
JOKYMEHTHBIMH CUCTEMaMU OpPTaHU3aluN

Heo0xoaumbie
YMEHHUS

AHanu3upoBaTh IEPEOBOM OTEUYECTBEHHBIM M 3apyO€KHBI OIBIT B
00J1aCTH yIpaBJIeHUs JOKYMEHTaMH OpraHU3aluu

OO6OCHOBBIBATh ~ TOJOXKEHUS  CTpaTerMd  Pa3BUTUA U TOJUTUKH
OpraHM3aIMK B 00JIACTH YIIPABJICHUS JOKYMEHTAMHU OpPTraHU3alun

[IponzBoauTh ananu3 MHGOPMAIIMH O COCTOSHUHM CUCTEMBI YIPaBICHUS
JOKYMEHTaMHU OpraHu3aluu

Brocuth APryMCHTUPOBAHHBIC OPTraHU3aAlIMOHHBIC W TCEXHOJIOTHYCCKUC
MNpCAJIOKCHUA 110 OpraHu3anuu MW COBCPUHICHCTBOBAHUIO CHUCTCMBI
yHpaBJICHUA JOKYMCHTAMH OpraHu3aluu

OO0ecneunBaTh B3aHMOJICHCTBHE nonpaweneHHﬁ opranu3anvu 110
BOIIpocaM pa60Tr,1 C JIOKYMCHTHBIMU CUCTEMAMU

OnenuBath 3(QQPEKTUBHOCTh MPOLIECCOB YMPABICHUS JOKyMEHTaMH
OpraHu3aluu

Onpenensitb  (QyHKIHUM, BBIIOJHIEMBIE  CHCTEMOH  3JICKTPOHHOTO
JOKYMEHTO000pOTa OpraHu3alii, U OTCICKUBATh €€ aKTyalln3allnIo

[MpuHUMATh peIlieHHs B CJOXKHBIX U CIIOPHBIX CUTYAIMsAX B paMKaX CBOEH
npoecCHOHATEHOM IeATEeTbHOCTH

Pemrate 3aaa4yd  HOPMATUBHOIO W  MCTOAUYCCKOI'O oOecrneueHus
YIIPpaBJICHHA NOKYMCHTAMHA OpraHu3allun

Heo0Oxoaumeie
3HAaHUA

HopmartuBHbie mpaBoBble akThl Poccuiickoit ®Dexepanuu B 00JacTu
nH(popmaiuy, UHPOPMAIIMOHHBIX TEXHOJOTUNA W 3allUThl WH(OpMaIuu,
MEPCOHANBHBIX  JIaHHBIX, IUPPOBON TpaHchopMmaluu, YyHpaBICHUSI
JIOKYMEHTaMU OpTraHu3aIuu

Meroandeckue JOKYMEHTHI W HaIMOHAJIBHBIC CTaHAApTHI B cdepe
yOpaBleHUs  JOKYMEHTaMH  OpraHu3alud W HMH()OPMAIMOHHBIX
TEXHOJIOTUH

Me>K)1yHapoz[Hme CTaHOapThI B obnactu yYHpaBJICHUA TOKYMCHTAMU

[lepenoBoil oTeyeCTBEHHBIH ONBIT M HayyHbIe pa3pabOTKU B 00JacTH
uHpOpMAaIIUY U YIPABJICHUS JOKYMEHTaMH OpraHU3aluu

NudopmanmonHsle yciyru: cpeactBa cOopa, mepenadud M oOpabOTKu
uH(popManuu

ITopsimox pa3zpa®oTku, oQOpMIIEHHS, YTBEpXKIEHUS W BHEIPEHUS
JIOKQJIbHBIX aKTOB OpraHU3alMH




CrtpyKkTypa U1 HanpaBJeHUs JEATeIbHOCTH OpraHU3aluu

OYHKIMY ¥ TTOPSAI0K B3aUMOICHCTBUS OAPA3ACICHUN OpraHUu3auu

MeTo1pI TPOEKTUPOBAHUS U IJIAHUPOBAHUS padOT B OpraHU3auU

[Topsanox pa3pabOTKK U YTBEPKACHUS MEPCIEKTHUBHBIX M TEKYIIMX
IUTAaHOB paboT, JOPOKHBIX KapT OPTaHU3AIIH

Mertonpl aHanM3a  OKa3aTelied  ACATEIbHOCTH IO  YNPABJICHUIO
JIOKyMEHTaMU OpraHu3aluu
TpeboBanus oXpaHsl Tpyaa
Hpyrue -
XapaKTEPUCTHKU
3.2.4. TpynoBasa pyHKUUA
Kontpons GpyHKIHOHUPOBAHUS YpoBeHb
HaunmenoBaHue | CHCTEMBI yIIpaBIEHUS JOKYMEHTAMHU Kox |B/04.7 | (moagypoBens) | 7
OpraHu3aIu KBaJTU(DUKAITAH
[Ipoucxoxnenue 3aMMCTBOBaHO
P A Opurunan X
TPYI0BOM (GyHKIIUU U3 OpUTrMHaa
Kon Perncrpanmonnslii
OpUTHHAJA HOMEp
npodeccruoHalbHOTO
CTaHIapTa
Tpynosbie KouTtpons BeneHuss JgoKyMmMeHTaiabHOro (OHAA  OpraHu3alluud U
JeNCTBUS CBOEBPEMEHHOE IPUHITUE MEP 0 MPEAYIPEXKICHUIO HApYyLIEHU N

KOHTpOJ'IB HCTIOJIHCHUS JIOKAJIbBHBIX HOPMATUBHLBIX dKTOB U MCTOAUYCCKUX
JAOKYMEHTOB JOKYMCHTHBIX CUCTEM OpraHu3alun

KonTponb BbIsiBIEHUS HapylleHUH B MOATOTOBKE U 00paboTke
JOKYMEHTOB OpraHHM3alyi, OnpeeseHHe Mep M0 UX yCTPAHEHUIO

KOHTpOJIB HUCIIOJIHUTEIbCKOM JUCHUITIINHBI pa6OTHI/IKOB opraHusanuvunu

Kontpous (GYHKIIMOHUPOBAHUS CUCTEMBI 3JIEKTPOHHOIO
JOKyMEHTOO00pOTa OpraHU3alluu U €€ CBOEBPEMEHHOMN aKTyaln3aluu

KOHTpOJ'Ib CUCTCMATHU3allud JaHHBIX, q)OpMI/IpOBaHI/IH ACI U OpraHu3alunu
OIICPAaTUBHOI'0 XpPAaHCHUA OOKYMCHTOB B OpraHH3alllv, apXHWBUPOBAHUA
JaHHBIX

[InanupoBaHue ©  KOHTpOJNb rpaduka TNPOBEACHHS  MPOBEPOK




AOKYMCHTHBIX CUCTEM nonpameneﬂnﬁ opraHnu3anvun

MOHHUTOPHHT PE3yJIFTaTOB OPraHW3aLUK YIIPABICHUS IOKyMEHTAaMHU U
OLIEHKHU COOJIIOJICHHS yCTAaHOBJICHHBIX TPEOOBAaHUH K TOKYMEHTaM

KoHTpo/Ib CBOEBPEMEHHOI0 YCTpaHEHUs HEJOCTaTKOB B pabore ¢
JOKyMEHTaMH OpraHU3aLuu

Onenka 3¢ ¢GeKTUBHOCTH MEPOTIPUSATUH MO COBEPLUICHCTBOBAHUIO CHUCTEMBI
yIpaBJeHUS T0KyMEHTaAMH OpraHUu3aluu

HeoOxonnumMere
yYMEHHUS

ObecneunBath (HOPMHUPOBAHUE M COXPAHHOCTH JOKYMEHTAIBHOIO (hoHaa
OpraHu3ali B COOTBETCTBUU C TPEOOBAHMSIMM HOPMATHBHBIX IPABOBBIX
aktoB Poccniickoit denepanuy 1 JIOKAIBHBIX HOPMAaTUBHBIX AKTOB

Brocuts OpraHU3allMOHHBIC W TCEXHOJIOTUYCCKUC TIPCATTOXKCHUA 110
opraHu3anuun u COBCPIICHCTBOBAHUIO CUCTCMBI YHpaBJICHUA
AOKYMEHTaAMH OpraHu3anuu

[IpencraBisaTe pe3ynbTaTbl KOHTPOJIBHOW JEATEIBHOCTH IO BONpPOCaM
YIIPABJICHUS JOKYMEHTAMU B OTYETaX OpPraHU3aLUuu

OpranuzoBeiBaTh paboOTy MO cOOpy MU CHUCTEMATHU3allMM CBEJICHUIN B
o0NacTH  ympaBlIeHUS JOKYMEHTAMHU OpTraHU3aIlid, OCYIICCTBIISTh
PYKOBOJCTBO 3(h(hEeKTUBHBIM UCTIOIB30BAHUEM CBEACHUI U €T0 KOHTPOIIb

OpFaHI/I3OBI)IBaTB CI/ICTCMaTI/I?,I/IpOBaHHHﬁ Y4€T, XpPaHCHHUC JIOKAJIIbHBIX
HOPMATHUBHBIX aKTOB OpraHU3alMu IO BOIMPOCAM JOKYMCHTHBLIX CUCTCM U
YHpaBJICHUA JOKYMCHTaAMU OpraHnu3alun

CBoeBpeMeHHO HH(POPMHUPOBATH 00 U3MEHEHHUSX B  JIOKATHHBIX
HOPMATHUBHBIX aKTaxX O JIOKYMEHTHBIX CUCTEMaxX OpraHU3alluu

[IpyHMMaTh pelieHus ¢ y4eTOM KOHKPETHOH CHTyaluu IO BOIpOcawM,
BO3HHUKAIOIIMM B XOJI€ KOHTPOJIbHOM M aHAJTUTHUYECKON NEATEIIbHOCTH B
o0yacTu ynpaBieHHUs TOKyMEHTaMH OpraHU3aIluu

Heo0Oxoaumsie
3HAHUA

HopmartuBuble mnpaBoBble akThl Poccuiickoit ®enepaunu B o0iactu
nHpopManru, WHGOPMALMOHHBIX TEXHOJIOTUH M 3aIlIUThl MHGOpMaluH,
NEPCOHAJBHBIX JAaHHBIX, LHU(pPoBON TpaHchopMaruy, yrnpaBIeHUS
JOKyMEHTaMU OpraHU3aLNH

Meroandeckue JOKYMEHTHl W HAIlMOHAJIBHBIC CTaHAApTHl B 00JacTh
yOpaBleHUs  JOKYMEHTAaMH  OpraHu3alud W HMH()OPMAIMOHHBIX
TEXHOJIOTUH

Me}K)IYHapOI[HBIe CTaHOapThI B obnactu YhpaBJICHUA JOKYMCHTaMU

HpaBHna opraHu3alvi OOKYMCHTHBIX CHCTEM B COOTBCTCTBHUU C
JIOKAJIbHBIMHW HOPMATUBHBIMU dKTaMU

OYHKIMY U TTOPSAIO0K B3aUMOICUCTBUS MOAPA3AECICHUNA OPraHU3aAuU




MGTOILI)I aHaJIW3a U OICHKH IIOKa3aTejled JCSITCIIbHOCTA B obnactu
yHpaBJICHUA JOKYMCHTaMU

[IpaBusa U METOBI KOHTPOJIS COONIIOJICHHUSI HOPM B OOJIACTH yTIpaBIICHUS
JOKyMEHTaMU

Metonpl  aHanM3a  BBINIOJHEHUS
COBEpIIICHCTBOBAaHUS B  00JacTu
onpeneneHus ux 3ppekTuBHOCTH

porpamm
yIIpaBJICHUS

Opra"u3anuu
JIOKYMEHTaMHU

n
u

Meroaukn ydera, MOPSAOK M CPOKH COCTaBJIEHHUS OTYETHOCTH IO
BOIIPOCAM YIIPABJICHUS JOKYMEHTAMHU

KpI/ITepI/II/I OCHHOCTH AJOKYMCHTOB WM HUX JAaHHBLIX JJI1 HMCIIOJbB30BaHUA,
XPaHCHUS WJIN BBIACIICHUSA K YHUYTOXCHHIO

TpeboBanust oxpansl Tpyaa

Hpyrue
XapaKTEPUCTUKU

3.2.5. TpynoBas pyHKUMA

CoBepIIIeHCTBOBAaHUE CUCTEMBI YpoBeHb
HaunmenoBanue | ynpaBiieHUs TOKYMEHTaMH Kox |B/05.7 | (moagypoBens) | 7
OpTraHu3aIuu KBTU(DUKATTIH
[Ipoucxoxnenue 3aMMCTBOBaHO
P KA Opurunan X
TPYI0BOM (QYHKIIUN U3 OpUTHHAJIA
Kon Perncrpanmonnslii
OpUTHHAIA HOMEp
npodeccruoHalbHOTO
CTaHIapTa

TpynoBbie
JefCcTBUS

Pa3paboTka COBpPEMEHHBIX MOJIXOJOB K YIPABICHUIO JOKYMEHTaMH,
CUCTEMaMH U IIPOLIeCCaMU

OmnpeneneHnre  BO3MOXKHOCTEH ~ MoAM(UKAIMK WM NPUMEHEHHS
COBPEMEHHBIX WH(OPMAIMOHHBIX TEXHOJOTUHA B 00JIACTH yIPABJICHHS
JOKYMEHTaMHU OpPraHU3alMy Ha OCHOBE U3YUYEHUs TEHACHUNN UX PAa3BUTHS

ObocHoBaHMe HE00X0IUMOCTH COBEPILIEHCTBOBAHUS
YhpaBJIC€HUA JOKYMCHTaMU OpraHnu3alun

CHUCTCMBI

Koopaunanysi [eATENbHOCTH IO TIOBBIIIEHUIO YPOBHS OpraHU3aluu
CTPYKTYpUPOBAHHBIX JaHHBIX U METAJaHHBIX JOKYMEHTHPOBAaHHBIX cdep
JEeATEIbHOCTH OPraHU3aluU




OnpeneneHne akTyaJIbHOCTH MOJENEH CBSI3U  CTPYKTYPHUPOBAHHBIX
JAHHBIX ¥ METaJlaHHbIX JOKYMEHTHBIX CUCTEM OpraHU3aluu

PazpaboTka Meramozenu (apXUTeKTypbl) CTPYKTYpUPOBAHHbBIX JaHHBIX U
METaJIaHHBIX ~ JIOKYMEHTHBIX CHCTEM OpraHH3allH sl JIeJIOBBIX
noTpeOHOCTEH OpraHu3aluu

[ToaroroBka  KIacCU(PUKATOPOB U  CIPABOYHHUKOB,  COJECPIKAIINX
CTPYKTYpUPOBAaHHbIE JaHHBIE U METaJaHHbIe JTOKyMEHTHPOBAHHBIX cdep
NEeSATEIbHOCTH OPTaHU3allUH, AJI BHEAPEHUS U UCIIOIb30BaHUS

Koopaunamust ~ gedrenbHOCTH 1O pa3pabOTKe W BHEIPEHUIO
KJIacCU(UKATOPOB M CIPABOYHUKOB CTPYKTYPUPOBAHHBIX JAaHHBIX U
MeTaJlaHHBIX JOKYMEHTUPOBAHHBIX C(ep ACSITEIBbHOCTH OPTaHU3aIIH

Heo0xoaumbie
YMEHHUS

Paborats ¢ OonpmmMu oo0beMaMu HHDOPMAIIH

BoisBnsaTh 1enum M 3aJaud  JOKYMEHTHBIX CHCTEM i Lu(poBOil
TpaHchopMaly JOKYMEHTUPOBAHHBIX cep AeITEeIbHOCTH OpraHUu3auH

BHocuTh OpraHu3allMOHHBIE M TEXHOJOTMYECKHE IPEUIOKEHUS 110
pPa3BUTHIO JOKYMEHTHBIX cHCTeM Juid LupoBod TpaHchopMaluuu
JOKYMEHTHUPOBAHHBIX C(ep AesITeIbHOCTH OpraHUu3aIH

CoctaBiiaTh TpeOOBAaHUS K TEXHUUYECKOMY 33JJaHUIO HA TIPOCKTUPOBAHUE U
BHEIpeHHEe IUPPOBON TpaHCPopMalMU JTIOKyMEHTHPOBAHHBIX cdep
JESATEIbHOCTH OpraHu3aluu

OOOCHOBBIBaTh HEOOXOAMMOCTb BHEJPEHUS JOKYMEHTHOW CHCTEMBI,
obecreunBarollell ynpapieHue JOKyMEHTaMH U OCTYI K HUM

AKTyanu3upoBaTh JIOKaJbHbIE HOPMATHUBHBIE AaKThl OpraHU3allMu C
YYETOM COBPEMEHHBIX METOJOB YMPABIICHUS JOKYMEHTAMH U BHEAPEHUS
uppoBoi TpaHchopMmalu JTOKYMEHTHPOBAHHBIX Cdep IeATeIbHOCTH
OpraHu3aluu

HeoOxoanumebie
3HAHUS

HopmartuBubie mnpaBoBble akThl Poccuiickoii ®enepaunu B o0iactu
uHpopManny, THPOPMALMOHHBIX TEXHOJOTMH M 3allUThl MH(pOpMAalLUH,
MEPCOHATBHBIX JAaHHBIX, MHU(POBOH TpaHchopmauy, yrIpaBIeHUS
JOKYMEHTaMH OpTraHU3alnn

Meroaudeckue JOKYMEHTHl W HaIMOHAJIBHBIC CTaHIAPTHl B 00JACTH
YOpaBlIieHUsT  JOKYMEHTaMH  OpraHu3alud U HH()OPMAIMOHHBIX
TEXHOJIOTUN

CrocoObl U METOJBI CTPYKTYPUPOBAHUS IaHHBIX JTOKYMEHTHPOBAHHBIX
chep AeITENBPHOCTH OpTraHUu3aIuu

[IpyHIMIIBI  CTPYKTYpUPOBAaHUS J@HHBIX JOKYMEHTHUPOBAaHHBIX cdep
NEeSATEeIbHOCTH OpraHU3alun

MeTtoabl TPOEKTHPOBAHUS W IUIAHUPOBaHHMA pabOT IO yNpaBJICHUIO




JNOKyMEHTaMH OpraHu3alNH " uuppoBoi
JOKYMEHTHPOBAHHBIX C(ep AesTeIbHOCTH OpraHUu3aIiuu

TpaHcpopmaruu

Criennanu3upoBaHHOE TPOTpaMMHOE oOecreueHue i  00paboTKH
O0JIBIINX 00BEMOB JITAHHBIX U €r0 (DYHKIIHOHAILHBIC BO3MOXHOCTH

Nudopmanmonneie yciyra, cpeacrtBa cOopa, mepeaayn M 00pabOTKH
uHpopMauu

TpeboBanust oxpansl Tpyaa

Hpyrue -
XapaKTEePUCTUKHU

3.3. O6006LwweHHan TpyaoBas pyHKUMA

VYrpasineHue eJuHON CUCTEMOU YpoBeHb
Haumenosanue Kon C 7
JIOKYMEHTO000pOTa OpraHu3aIluu KBaJIU(DUKAITIH
[Ipoucxoxaenue
N 3auMCTBOBaHO
00001IeHHOH Opurunan X
. U3 OpUTHHAIA
TPyAOBOM (HYHKITH
Kon PerucrpanmonHsbIit
OopuUTrvHaja HOMED
po¢eCCHOHAIBHOTO
cTaHjapTa

Bo3MoskHEIE
HaVMEHOBaHUS
JIOJDKHOCTEH,
npodeccuit

VYnpapistomuii 10KyMeHTaM1

3amMecTuTeNb pyKOBOJIUTENSI OPraHU3alluy 10 BOIIPOCaM
yIpaBJICHUS JOKYMEHTaMH

JupexTop 1o JaHHBIM IOKYMEHTUPOBAHHBIX c(hep AeATEIHHOCTH
OpraHu3aIu

PykoBosuTes caMOCTOATENHLHOTO MOAPa3IeNICHUs 110
YIPaBJICHUIO JOKYMEHTAMHU OpraHU3alNH (JernapTaMeHTa,
yIpaBJICHU)

TpeboBanus k
00pa3oBaHMIO U
00y4YeHUIO

Bricuiee o6pa3zoBaHue - MarucTpaTtypa

170011

Bricuiee o6pa3oBanue - Maructpatypa (HenpoduiabHoe) U
JOTIOTHUTEIbHOE TPO(ecCHOHATTbHOE 00pa30BaHUE - TPOrPAMMBbI
npodecCHOHATIBLHOM MEePEnoAroTOBKH 10 MPO(UITIO 1eITeNbHOCTH

TpeboBaHus K ONBITY
MPaKTUYECKOU PabOThI

He mMenee msitu €T Ha pyKOBOASIIUX JOJKHOCTSAX B 00JIACTH
yIOpaBleHUs TOKyMEHTaMH OpraHU3aluu

Oco0Opble yciioBus
J0MycKa K padore

[Tpoxoxkaenre 00ydeHHst MepaM MOXKapHOU 0€30MacCHOCTH
[IpoxoxaeHune oOyueHus 0 OXpaHe TpyAa U MPOBEPKHU 3HAHUS




TpeOOBaHUI OXpaHbl TPyIa

Hanuuue cornacus paboTHHKA O COOMIOACHUN yCIOBUIN
KOH(UICHINATLHOCTH WH(OPMAIINH, a TAKKE C MEpaMHU
OTBETCTBEHHOCTH 32 UX HapyIlIeHue (MPU HEOOXOAUMOCTH)

Jpyrue xapakTepuCTUKH

JlononHuTenbHOE NpodeccuoHaabHoe 00pa30BaHUE - IPOIPAMMBI
HOBBIIIEHUS KBAIM(UKALIUH 110 YIPABICHUIO JOKYMEHTaMH,
JAHHBIMH U HH()OPMAITMOHHBIMU 00bEKTaMHU
JIOKYMEHTHPOBaHHBIX c(hep AesITeIbHOCTH OpraHu3aluu

JononHutenbHbIe XapPaKTepUCTUKun

HaumeHnoBanue nokymeHnra Kon HaumenoBanue 6a30BOi rpyIIIbI, JOKHOCTH
(mpodeccun) UM CHEITUATBHOCTH

OK3 1213 PykoBoauTens B 007aCTH ONpeEeIeHHS TOJUTUKI
U TJTAHUPOBAHUS JIEATEIILHOCTH

EKC - Jupextop (reHepainbHbI AUPEKTOP,
YIPaBJISIOMUI ) TPEANpUATHS

OKIIATP 25042 HavanpHuk ynpasineHus (Crieuaau3upoBaHHOTO
B [IPOYMX OTPACIIfAX)

OKCO 7.46.04.02 |JlokyMeHTOBEICHNE 1 apXUBOBEICHHE

3.3.1. TpyaoBasa hyHKUMA

Crparerndeckoe IjiaHUpOBaHUE U
KOBOJICTBO IIOCTPOEHUEM CUCTEMBI YpoeHb
Hanmenosanue | > p Kon |C/01.7 | (momypoBeHs) | 7
yIpaBJICHUS JTOKyMEHTaMH
KBaJTU(DUKAITIH
OpraHu3aIuu
IIpoucxoxneHue 3aMCTBOBAaHO
P A Opurunan X
TPyAOBOH pyHKIMH U3 OpUTMHalIa
Kon PerucrpannonHslii
OpUTHHAaJIa HOMED
npo¢eCcCUOHATBLHOTO
CTaHIapTa

Tpynoseie
NENUCTBUSA

Pa3pabotka cTpaTreruu W TONWUTUKUA  yOpPaBIEHUS JOKYMEHTaMU
opraHuzanuu B uGpoBoOM cpese

PykoBoncTtBo pa3paboTKOW, BHEAPEHHEM M KOHTPOJEM JAOKYMEHTHBIX
MIPOLIECCOB U CPEJICTB YNPABICHUS] UMH B LEISIX COOTBETCTBUS MOJTUTHKE
YIpaBIIEHUS JOKYMEHTaMH OpraHu3aliu




BrsiBienue creneHu PpUCKa JCATCIbHOCTHU OpraHu3alu IMpru NpUMCHCHUU
CpeACTB  YIIpAaBJIICHUA  JOKYMCHTAMU, HC OTBCHAIOIIUX  ACJIIOBBIM
HOTpe6HOCT$IM n Tp€6OBaHI/IﬂM MOJOTUCTHOCTU OpraHu3allun

praBHeHI/IC pUCKaMH, CBsS3aHHBIMH C HaJIUW4YUEM HIH OTCYTCTBUEM
AOKYMCHTAJIbHBIX J0Ka3aTCIbCTB OCYIICCTBJICHUA JACATCIIBHOCTH
OpraHu3anuuu

PykoBoncTBO co3laHueM HaeXKHBIX, 3aIIUIICHHBIX, COOTBETCTBYIOIIMX
YCTAHOBJICHHBIM TpPEOOBAHMSIM JOKYMEHTHBIX CHCTEM W/WUIH CHCTEMBI
ANEKTPOHHOTO JOKYMEHTO000pOoTa

PykoBOACTBO  BHEOPEHHUEM COBPEMEHHBIX METOJIOB, CpPEACTB U
TEXHOJIOTHI CKBO3HOW CHCTEMBI YIIPABIICHUS JTOKYMEHTAMH OpraHU3aIl[uu
B IU(poBOH cpejie

PyKOBOJACTBO CO3MaHMEM CKBO3HOM CHCTEMbI YNPABICHUS JTOKYMEHTaMHU
opranmu3anuu B nudpoBoii cpene

PykoBoncTtBo 1mudpoBoil TpaHcpopmanueil TOKyMEHTHUPOBAHHBIX cdep
JEATEIIBHOCTH OpraHu3allid W MUHUMH3alUMENd PUCKOB B Ipoleccax
uuppoBU3aALIU

PykoBoncTBO cuctematmsammedl u - KiIacCH(PUKANHMEH TOKYMEHTOB,
KOJIMPOBaHUEM uHbOopMaIuu JUTSt (hopmMupoBanus
MH()OPMAIIMOHHO-CTIPABOYHBIX CHCTEM, PEECTPOB U  CIPABOYHUKOB
JIOKYMEHTHUPOBAHHBIX C(ep NeATeTHbHOCTH OpraHu3aluu

Heo0Oxoaumsie
YMEHUSA

Onpenensatb  NPUOPUTETHBIE  HANPABICHWS  Pa3BUTHS  CHCTEMBI
yIpaBlIeHUs JOKYMEHTaMH OpraHu3aluu B UPpoBoil cpese

Pa3zpabOaThiBaTh TOJMTHUKY W CTpPATErHMH YIPABICHHS JOKYMEHTaMHU
opraHuzanuu B uppoBoii cpese

BriOupaTe OTE€YECTBEHHbIE NPOTPaMMHBIE MPOAYKTHI JJI YIpPaBICHUS
JOKyMEHTaMH U CHCTEMBl  3JEKTPOHHOIO  JOKyMEHTOO0OpOoTa
OpraHM3aIy ¢ 000CHOBAHUEM BBIOOpPA

Knaccudumuponars UH(OPMAIIHIO 151 BBICTPAaNBaTh
MH(OPMALIMOHHO-CIIPaBOYHbIE  0a3bl JaHHBIX W HWH(OPMalMOHHBIE
CHUCTEMBI OpraHu3alNH

OrneHnBaTh PUCKU YTPABICHUS JOKYMEHTAMH OpraHH3alud B HU(POBOMA
cpezie U MpeAoTBpaIlaTh UX JINOO MUHUMU3UPOBATh

VYcraHaBnMBaTh INOJHOMOYMS M OTBETCTBEHHOCTb PYKOBOIMTENEH
CTPYKTYpHBIX TIOJpa3leNieHUuil opraHu3zaluu B cdepe yNpaBiIeHUS
JOKYMEHTaMH BO BBEPEHHBIX UM MOJPA3AEIECHUIX

YcraHaBauBaTh CPOKH HCHOJHCHUA HOKYMCHTOB BO BCCX NOKYMCHTHBIX
CUCTEMAX OpraHu3aluun




Ypasusate B3aUMOJICVCTBUEM CTPYKTYPHBIX MOAPAa3ACIICHAN
OpraHu3aiuy B chepe yrnpaBieHHs: JOKyMEHTaMu B IH(POBOii cpene

PazpabaThiBaTh Mepbl 1O MOBBIMICHUIO 3()()EKTUBHOCTH YIpaBICHUSL
JTOKyMEHTaMH OpraHu3alyy B HUPPOBOIL cpexe

[lpoBoaNT,  MOHHMTOPHHI  HM3MEHEHMH B  HOpPMAaTHBHOW  0a3se,
peraaMeHTHpYoIIen BOIIPOCHI uudpoBoi TpaHnchopmanuu
JTOKYMEHTHPOBAHHBIX c(ep AeATeIbHOCTH OpraHu3aIiu

O6ocHOBBIBaTh BBIOOP BHIIOB HocuTeded wuHbopmainuu, GopmaToB
XpaHEHUsl JJICKTPOHHBIX JIOKYMEHTOB, WX JIaHHBIX, OCHOBBHIBAsICh Ha
[EHHOCTH JOKYMEHTOB OPraHH3aIliy ¥ CPOKAX UX XPaHCHHUSI

Heo0Oxonnmeie
3HAHUS

HopmaTtuBHbie mnpaBoBbie akThl Poccuiickoii ®enepamuu B obiactu
uHpopManuy, THPOPMALMOHHBIX TEXHOJOTHH M 3aIlUTHl WH(pOpPMAINH,
MEPCOHANBHBIX  JIaHHBIX, IUGPOBON TpaHchopMmanuu, yHpaBICHUS
JTOKyMEHTaMH OpraHU3aluu

Meroandeckue JOKYMEHTHI W HaIlMOHAJIbHBIC CTaHAApTHl B cdepe
YIIPaBJICHUS JOKYMEHTAMU OpraHU3aliu

MexayHapoaHble M 3apyOexHble  CTaHAapThl,  cHenudukanuy,
TEXHUYECKHE OTYEThl 110  YIPaBJICHHUIO  JIOKYMEHTaMM M 1O
MH(POPMALMOHHBIM TEXHOJIOTUSIM, UCIIOIb3YEMBIM B YIIPaBICHUH

IlepenoBoil oTeuecTBEHHBIN, 3apyOeX HBIH M MEXIyHAPOJIHBIH ONBIT U
HayuyHble pa3pabOTKu B 001aCTH yNpaBIeHUs TOKyMEHTaMU

CtpykTypa oOpraHuzalid U €€ pPyKOBOIAIIMI cocTaB, (GYHKIUH U
pacnpenenenue o0s3aHHOCTEN

Hamnpasnenus aesTenbHOCTH OpraHU3ali, (PYHKIMH €€ CTPYKTYPHBIX
MOJIpa3/IeJICHUI U IOPSIAOK UX B3aUMOJICHCTBUS

[IpaBuna moctpoeHus u (YHKIMOHUPOBAHHS JTOKYMEHTHBIX CHCTEM
OpraHu3alu

[IpaBuia 1 MeTOIBI MOCTPOEHUS MH(DOPMAIIMOHHO-CIIPABOYHBIX CHCTEM
OpraHu3alK, BKI0OYas 0a3bl JaHHBIX

HH(I)OpMElLIPIOHHLIC )51 TCIICKOMMYHHUKAITUOHHBIC YCIIyTH,
IpeaoCTaBIACMBIC I YIIPABJICHUSA JOKYMCHTaMU

OTeuecTBEHHBIC IMPpOrpaMMHBIC MMPOAYKTEI, UCIIOJIb3YEMBIC B YIIPABJICHHUU
AOKYMCHTaMH, U CUCTCMBI 3JICKTPOHHOT'O I[OKYMCHTOO60pOTa

Bunsl HocuTeneit nndopmanuu u crieruduka ux mpuMeHEHHs

MeTo1p1 TPOLIECCHOTO MPOESKTUPOBAHUS U IJIAHUPOBAHUS paboT

[lopsnox pa3paboOTKM U YTBEPXKACHUS MEPCIEKTHBHBIX M TEKYIIUX
[IJIJAHOB YIPABJICHHUS JOKYMEHTaMH, a TaKKe IMOPSAOK IOATOTOBKHU




0T4ETOB 00 UX UCIIOJHEHUNA

MeTtoapl aHanu3a mokaszaTesiel eATeIbHOCTH M0 BOIpOcCaM yIpaBiICHUS
JOKYMEHTaMH OpTaHu3alun

TexHomoruu u MCTOABI YIIPABJICHUA IEPCOHAIIOM OpraHu3aliu

TpeboBanust oxpansl Tpyaa

JIpyrie
XapaKTepI/ICTI/IKI/I

3.3.2. TpyaoBasa ¢pyHKunA

Pa3paboTka MoOMUTHKY yIIPABICHUS YpoBeHb
HaumeHoBaHue | JOKyMEHTOOOOPOTOM OpraHU3aluu Kon |C/02.7 | (momypoBeHs) | 7
KBTI (UKAITTH
IIpoucxoxnenue 3aMMCTBOBAaHO
P A Opurunan X
TPYyAOBOH pyHKIMH U3 OpUTuHaa
Kon PerucrpanmonHsIit
OpHUrMHaJa HOMED
po¢eCCUOHATIBHOTO
CTaHIapTa

TpynoBbie
JNEUCTBUSA

MOHMTOPHHTI MPOLECCOB JEIIOBOM AEATEIbHOCTH OPraHU3aldd Ul
pa3pabOTKU NOJUTHKY U LIeJIeH yIIpaBJIeHUsl JOKYMEHTaMHU OpraHu3aluu

Ompenenenue 1elel M TMOCIEAOBATEILHOCTH WX pPEIICHUS B 00JacTH
yYIpPaBJICHUS JOKYMEHTAMH OpTaHU3aluu

Omnpenenenue cpeacTs
YIpaBIIEHUS JOKYMEHTaMH

yOpaBJCHUA  OpraHU3allMOHHBIMU  PUCKAMH

KonTpons mpo3padHOCT M KOMIUIEKCHOCTH JICJIOBBIX IPOLIECCOB
yIpaBJIeHUS JOKYMEHTaMU OpTaHu3aIiH

PykxoBoACTBO MOCTpOoeHHEM HWH(POPMALMOHHO-TIPABOBOM 0a3bl JTaHHBIX
OpraHu3aIu

OmpeneneHre HEOOXOAMMBIX PECYPCOB W MCTOYHHKOB HX OOECTIEYECHUS
s OecriepeOoiftHOTO  (DYHKIIMOHMPOBAHUS ~ CHUCTEMBI  yTIPaBJICHUS
JTOKyMEHTaMH OpTraHU3aInu

MOHI/ITOpI/IHr nmponeccoB ,HCHOBOﬁ ACATCIIBHOCTH OpraHu3aluu  JJIs
pa3pa60TKI/1 JIOKAJIbHBIX HOPMAaTUBHBIX aKTOB 1o YHOpaBJICHUIO
AOKYMCHTHBIMH CUCTEMAMU OpTaHHU3alUN

PykxoBoacTBO pa3paboTKOl METOJMUECKUX AOKYMEHTOB IO YNPaBJICHUIO




AOKYMCHTHBIMH CUCTCMaMU

YTBep)KI[eHI/Ie JIOKAJIBHBIX HOPMATUBHBIX AKTOB HW METOJUYCCKHX
AOKYMCHTOB OpraHU3alli 10 YHPAaBJICHUIO JOKYMCHTHBIMU CUCTCMaMHU U
CHCTEMOH YHpaBJICHUA JOKYMEHTAMH OpraHu3anuu

PykoBoncTBO  pa3paboOTKOW  JIOKaJIbHBIX HOPMATUBHBIX aKTOB U
METOAMYECKUX JOKYMEHTOB OpraHU3allMi 10 BOMNpPOCaM OpraHHU3aluu
obecreyeHus COXPaHHOCTH, HCIIOJIb30BAHMS, YHUYTOXKEHUS,
apXUBUPOBAHMS JOKYMEHTOB U MX JIAHHBIX B COCTaBE JIOKYMEHTaJIbHOTO
(dhoHma opranu3anuu

PykoBozcTBO nocTpoeHueM peecTpoBoi HHGOPMaIMOHHO-TIPABOBOI 0a3bl
JAHHBIX JJOKYMEHTHBIX CUCTEM OpraHU3aIuu

PykoBoacTBO akTyanm3anued JIOKAJIbHBIX HOPMATHBHBIX AaKTOB I10
YIPABJIECHUIO JOKYMEHTHBIMH CHCTEMAMHM W CHCTEMOH YIIPABIICHUSA
JOKyMEHTaMU OpraHU3aliN

HeoOxonnmere
YMEHHUS

[IpuMmeHsTh TpPaBOBBIE HOPMBI IPH COCTAaBJIEHUU U O(OpPMIICHUU
JIOKaJbHBIX HOPMATHUBHBIX AaKTOB II0 YIPAaBICHUIO JOKYMEHTHBIMU
CUCTEMaMH U CHCTEMOM yNPABIICHUS TOKYMEHTAMH OpPTaHU3alun

OnTuMH3UpOBaTh  MPOLECCHI M pPecypchl  MyTEM  HHTErpaluu
JOKYMEHTHBIX IIPOLIECCOB U BUJIOB I€ATEIBbHOCTH

OO0ecneunBaTh COBMECTUMOCTh CUCTEM MCHCIPKMCHTA

[TpumensTh HHGOPMAIIMOHHBIE TEXHOJIOTHH Il TIOCTPOCHHUSI PEECTPOBOI
MH(OPMaLIMOHHO-TIPABOBOM 0a3bl JAHHBIX OpraHU3AIUN

OneHuBaTh ydacTue PYKOBOJUTENEH CTPYKTYPHBIX MOJpa3felieHuil B
rpoiieccax ynpaBjieHHs JOKYMEHTaMHU OpraHu3aluu

VYcraHaBiuBaTh I PYKOBOAUTENEH CTPYKTYPHBIX IOJApa3JIeIICHUN
OpraHu3aly IpaBa M OTBETCTBEHHOCTH 3a BBINOJHEHHE MX (QYyHKUUI B
CUCTEME YIPABIICHUsI TOKYMEHTaMH OpPraHU3aluu

[IpumensaTp cucreMatudeckuil U BepUOUIUPYEMBIH  MOAXOA K
YOPABJIECHUIO JOKYMEHTaMH U JOKYMEHTAalMOHHBIMHM IIPOLIECCAMH,
CBSA3aHHBIMU C JIEATEIIBHOCTBIO MHBIX CUCTEM MEHE)KMEHTA

OHGHI/IBaTB PUCKHU YIIPABJIICHUA JOKYMCHTAMU U MPCA0TBpAIlaTh UX

PykoBonute ¢dopmupoBaHHEM, HCIONB30BAHHEM M  COXPaHHOCTHIO
JOKYMEHTaJIbHOTO (POH/1a OpraHu3aIIH

Heo0Oxoaumeie
3HAHUSA

HopmaruBHble mnpaBoBble akTbl Poccuiickoir ®Penepauuu B o0iactu
nH(popmanuy, UHPOPMAIIMOHHBIX TEXHOJOTUW W 3allUThl WH(OpMaIuu,
NEPCOHATBHBIX JAaHHBIX, LHU(POBOH TpaHchopmanuy, yrnpaBIeHUS
JOKYMEHTaMH OpPTaHU3aLNN

MeTtoanueckue AOKYMCHTBI U HAIIMOHAJIBHBIC CTAHAAPTHI, COACPIKAIINC




Tpe60BaHI/I$[ K YIPaBJICHUIO JOKYMCHTaMU

MexayHapoaHble CTaHIAPTHI, CHENU(DUKAINA U TEXHUYECKHE OTYETHI B
o0yacTu ynpaBlIeHUs TOKyMEHTaMH

CucreMpl MEHEPKMEHTA YIIPABICHUS JOKYMEHTaMU

TpeboBanusi K CTPYKTYpe U COACPNKAHHWIO JIOKAIBHBIX HOPMATHBHBIX
AKTOB OpraHU3aLuU

HpaBHna U TIOpAHOK COCTaBJICHHA, O(l)OpMJ'ICHI/IH, YTBCPKACHUA U
BHCAPCHUS JIOKAJIbHBIX HOPMATUBHBIX aKTOB OpTraHHU3allun

[IpaBuna pazpabotku U 0hOpMIICHHS TOKYMEHTOB, PETIaMEHTHPYIOIINX
JeSTeNIbHOCTh OpPraHu3aluu

HOpSI,ZLOI( (I)YHKI_II/IOHEU'ILHOF O HAIIOJIHCHHUA HACATCIIbBHOCTU CTPYKTYPHBIX
HOleaSI[eJ'ICHI/Iﬁ opranu3anuvu, CO3JaBacMbIC M MCIIOJIB3YEMbIC B HHUX
HAOKYMCHTHI B COCTABC JAHHBIX U MCTAJaHHBIX

NudopmanoHHble TEXHOJOTHUHU, HUCHOJIB3yEeMble TIPU TOCTPOSCHUU
peecTpoBoil  MH(POPMAIIMOHHO-CIIPABOYHON CHCTeMBbI (0a3bl TaHHBIX)
JIOKYMEHTHBIX CUCTEM OpraHu3aluu

TpeboBanust oxpansl Tpyaa

Hpyrue
XapaKTePUCTUKHI

3.3.3. TpynoBasa pyHKUMA

KoHnTponb QpyHKITMOHHpOBAHUS YpoBeHb
HaumenoBanue | cucTeMBbl yripaBieHus: JOKyMEHTaMuU Kox |C/03.7 | (moaypoBeHb)
OpraHu3aIlH U €€ IOKYMEHTO000poTa KBaTHU(UKAITTH
IIpoucxoxnenue 3aMCTBOBAaHO
. Opurunan X
TPyAOBOH (DYHKITH W3 OpUrMHAaNIa
Kon Perncrpanmonnslii
opUrvHaina HOMEp
npodeccruoHalbHOTO
cTaHgaprta

TpynoBbie
JEUCTBUSA

KonTponb cobmoieHuss TeXHOIOTUN Pa3paOOTKH U BHEIPEHUS CHUCTEM
yIpaBJeHUsl JOKYMEHTaMHU OpraHu3aluu

Kontpons cobmonennst TpeOGoBaHMA K COCTaBICHUIO M O(GOPMIICHHUIO
JTOKYMEHTOB, BepU(UKAINU X JaHHBIX B OPraHU3aLUH

PYKOBOI[CTBO MNPOCKTAMU OITUMHU3AIUU COCTaBa U CTPYKTYpPbl HAHHBIX




JOKYMEHTOB, CIPAaBOYHHKOB M KJIACCH(PUKATOPOB JOKYMEHTOOOOPOTa
OpraHMU3aIK U KOHTPOJIb UX 3PPEKTUBHOTO HCTIOTH30BAHUS

Kontpons 3¢ dextuBHOCTH (PyHKIIMOHUPOBAHHUS CHUCTEMBI 3JIEKTPOHHOTO
JTOKyMEHTOO00POTa OpraHU3aliuH

PykoBOZICTBO [€ATENBHOCTBIO IO KOHTPOJIO MCIIOJIB30BAHMS JAHHBIX
MH(POPMAIMOHHO-TIPABOBBIX 0a3 OpraHu3aluu

PykoBOICTBO AEATETHLHOCTHIO MO KOHTPOJIO Pa3paOOTKH W BHEAPEHUS
CUCTEM  DJJIEKTPOHHOTO  JOKYMEHTOOOOpOTa 1O  HaIlpaBICHUSIM
NEeSATEIbHOCTH OPraHU3alUuN

PykoBOICTBO AEATEIBPHOCTHIO MO KOHTPOJIIO OOECHEUEHUs COXPaHHOCTHU
JOKYMEHTOB U UX JIaHHBIX B CUCTEMaXx 3JIEKTPOHHOTO JTOKyMEHTO000pOTa

PYKOBOI[CTBO ACATCIIBHOCTBIO I1I0 KOHTPOJIHO (IJYHKI_II/IOHI/IpOBaHI/IH n
KaTaCTpO(l)OyCTOﬁQHBOCTH CHUCTCMBbI XPAaHCHUA JAaHHBIX JOKYMCHTAJIIbHOT'O
(I)OH,Z[a OopraHu3anunu, uX HJOCTYIIHOCTH, UCIIOJIb30BaHUA U COXPAHHOCTH

Heo0Oxonumeie
YMEHUA

praBJ’IHTB IMpOCKTaMu c60pa, aHaJin3a, CHUCTEMATU3alnn u
HCITIOJIB30BaHUA CBGI[CHI/Ifl 00 YHOpaBJICHUHU JOKYMCHTAMH OpraHu3aliu U
KOHTPOJHUPOBATH UX UCIIOJIb30BAHUC

[IpencraBasTh pe3ysibTaThl KOHTPOJIBHOM U AHAIIMTUYECKOM AEATEIIBHOCTH
10 BOIPOCaM YIPABIICHUS JOKYMEHTaMU

KOHTpOJ'II/IpOBaTB CBOCBPEMCHHOCTb BHCCCHHA W3MEHEHMH B JIOKaJILHBIC
HOPMATUBHBIC aKThI OpTraHrU3alH 110 YIIPABJICHUIO JOKYMCHTAMU

Onpenensite pucku (PyHKIIMOHUPOBAHUSI CUCTEMBI JOKYMEHTOO00pOTa U B
OTZACJIBHBIX JTOKYMEHTHBIX CUCTEMAX OPraHU3alUu, IPEAOTBpAIIaTh UX

KOHTpOJ'II/IpOBaTB A0CTyll1 K CHCTEMC  YIIPABJICHHA  OOKYMCHTAMH
opranm3anvu U €€ UCIIOJIb30BaAHUC

[IpuHUMAaTh pemieHrs Mo KOHKPETHBIM CUTYAIIHsIM, BOSHUKAIOIIAM B X0J1€
KOHTPOJIbHOW JIEATETbHOCTH B OO0NAacTH YIpaBICHHUS JOKYMEHTaMHU
OpraHu3aIHNH

Heo0OxonnMmeie
3HAHUS

HopmartuBubie mnpaBoBble akThl Poccuiickoit ®exepanuu B 0051acTH
uHpopManuy, THPOPMALMOHHBIX TEXHOJOTMH M 3allUThl WH(pOpPMaIUH,
MEpPCOHANBHBIX JIaHHBIX, LU(GPOBON TpaHchopMmalMK, YHIpaBICHUS
JOKYMEHTaMU OpraHU3aliu

Meronuueckue JOKYMEHTBl M HAaUIMOHAJIBHBIE CTAHAAPTHI, COAECpPKAIIUE
TpeOOBaHUS K YIIPABICHUIO JOKyMEHTaAMHU

Cucremsl MCHCPKMCHTA YIIPABJIICHHUA JOKYMCHTaMU

[TpuHIMOBI ¥ METOIBl aHaJM3a IOKa3aTeleill NesATeNbHOCTH B 001acTH
yIIpaBJI€HUS JOKYMEHTaMHU OpraHU3alix




MeTtoapl KOHTPOJISE COOMIOCHHS IPaBUII U HOPM B O0JIAaCTU yIpaBlIEHUS
JOKYMEHTaMU OpraHU3aluu

HpaBHna n MCTOIBI obecneucHUs COXPAHHOCTH U HCIIOJIB30BAHUA
JOKYMEHTAJIBHOI'O (bOHI[a OpraHu3anuuu

IIporpammHOe oOecrnieueHue, HCIOIb3yEMOE B CHUCTEMax KOHTPOJISA
JESITeIbHOCTH B OONACTH YOpPAaBICHUS JOKYMEHTAaMH W KOHTPOJIS
BBITIOJIHEHMS IOPYYECHUN

Metomonoruss TpOBENEHHsI aHAM3a TPOCKTOB  OpraHHW3alud  T10
COBEPIIICHCTBOBAHUIO CHUCTEMBI YMPABICHUS TOKYMEHTAMU OPTraHHU3AINH
U ompeneneHuto ux 3¢ HEKTUBHOCTH

TpeGoBanust oxpaHsl Tpyaa

Jlpyrue
XapaKTepI/ICTI/IKI/I

3.3.4. TpynoBas pyHKUMA

VYmpasieHre npoeKTaMu BHEAPEHUS U Vposets
MOIU(UKAIAU CUCTEMBI DJIEKTPOHHOTO
Haumenosanue b P Kox |C/04.7 | (moaypoBeHsb) | 7
JIOKYMEHTO000pOTa OpraHu3aIii,
KBTI (UKAITTH
pa3pabOTKH CTPATETUN €€ Pa3BUTH
IIpoucxoxnenue 3auMCTBOBAHO
P A Opurunan X
TPyA0BOH (QYHKITH W3 OpUTHHAJIA
Kon PerucrpanmoHHsbIit
OpUTHHAJIA HOMED
po¢eCCHOHAITBHOTO
cTaHjapTa
TpynoBsie PykoBoacTtBOo  pa3paboTkoit MPOCKTAa  CHUCTEMBI AIIEKTPOHHOTO
IENCTBUA JOKYMEHTOO0OpOTa B  OpraHm3alil C yYeTOM OSKOHOMHYECKOH

3¢ (HEeKTUBHOCTH M BO3MOXHBIX PUCKOB YTIPABJICHUS TOKyMEHTaMU

PYKOBO,[[CTBO MNPOBCACHUCM aHAJIM3a U OLCHKHU ,Z[OKyMCHTOOGOpOTa 10
BCEM CHUCTEMAM OOKYMCHTAIUH, MOMJIC)KAIIMM BKIIFOYECHHUIO B CHUCTEMY
QJICKTPOHHOT'O I[OKyMCHTOOGOpOTa opraHu3anun

PykoBOJICTBO NMOATOTOBKOM TEXHUYECKOIO 3aJaHUs HA IPOEKTUPOBAHUE
CUCTEMBI AJIEKTPOHHOI'O JTOKYMEHTOOOOpOTa B OpraHHU3alMd C y4YeTOM
BO3MOJKHBIX PUCKOB YIIPaBJIEHUS JOKyMEHTaMU

BriGop cHCTEMBI 3IEKTPOHHOTO JIOKYMEHTOOOOpOTa OTEYeCTBEHHOMN
OpraHu3aIuu-pa3padoTINKa




PykoBozncTtBo  pa3paboTkoi  ypoBHEH — JOCTyna  pyKOBOJIUTENEH
CTPYKTYPHBIX IMOJpa3/eieHUN OpraHu3aluu K MHPOPMALUU B CHUCTEME
AJEKTPOHHOIO JJOKYMEHTO000POTa C YYETOM UX IIpaB U OTBETCTBEHHOCTH

Orenka MIJIOTHOTO BHEJIPEHUSI CHCTEMBbI JIEKTPOHHOTO
JOKYMEHTO000pOTa B OpraHu3aIul

PykoBOACTBO MpHEMKOW M TOJHOMACHITAOHBIM BHEIPEHUEM CHUCTEMBI
3JIEKTPOHHOI'0 JIOKYyMEHTO000pOTa B OpraHU3allu

PykoBoncTBo opranuzanueit oOydeHHs PYKOBOAMUTEIEH CTPYKTYPHBIX
MoJIpa3ieieHnii paboTe B CHCTEME IEKTPOHHOIO IOKYMEHTO000pOoTa U B
CUCTEME yIpaBJeHUS JOKYMEHTaMH OpraHu3aluu

Heo0Oxonnmeie
YMEHUS

AHaJ'II/IBI/IpOBaTI) I/IH(i)OpMaI_[I/IIO 0 COCTOSAHHMM CHCTEMBI YIIPaBJICHUA
AOKYMCHTAaMH1 OpraHu3anuu

PykoBoauTE IPOEKTUPOBAHMEM M BHEAPEHHEM CHCTEMBI JIEKTPOHHOTO
JOKyMEHTO000pOTa OpraHu3aluu

BriOupare cucrteMy 53JI€KTPOHHOTO JOKYMEHTOOOOPOTAa, OTBEYAIOIIYIO
3ajja4aM OpraHu3alnuu

Oprann3oBbeIBaTh 00yUYEHHE PYKOBOJMTENCH OpPraHU3aIlliu COBPEMEHHBIM
METOJlaM  yMIpaBleHUs  JAOKYMEHTaMH, CHCTEMOH  DIEKTPOHHOTO
JIOKyMEHTO000pOTa OpraHU3aAINI

Heo0Oxonnmeie
3HAHUS

HopmaTtuBHbie mnpaBoBbie akThl Poccuiickoit ®enmeparuu B obOimactu
uHpopManuy, THPOPMAIMOHHBIX TEXHOJOTHH M 3allUThl WH(POpPMAINH,
MEePCOHANBHBIX  JIaHHBIX, IUGPOBON TpaHchopMmaluu, yHpaBIECHUS
JOKYMEHTaMH OpraHu3aluu

Metoauuecknue MOKYMEHTbl M HAallMOHAJIbHBIE CTAHIAPTHl B 00JACTH
YOpPaBICHUS JIOKYMEHTaMH M  HMH(MOPMALMOHHBIMH  TEXHOJIOTUAMHU
yIIpaBJICHUS

[lepenoBoii oTeuecTBEHHBIN U 3apyOEKHBIN OMBIT U HAYYHBIE Pa3pabOTKU
[0 MpeJOTBPAIEHHIO/YCTPAaHEHHIO TOTEHLUUAIBHBIX PUCKOB B cdepe
YIIpaBJIEHUS IEKTPOHHBIMU JOKYMEHTAMHU OpraHU3alliuN

Meroapl TUIAHMPOBAHUS W peanu3aluu  padboT 1o pa3paboTke U
BHEPEHHUIO CUCTEMBI 3JICKTPOHHOTO JJOKYMEHTOO0OPOTa B OpraHU3aluu

CoBpeMEeHHbIE CHUCTEMBI DJIEKTPOHHOTO JOKYMEHTOOO0OpOTa U  HX
(GyHKIIMOHATIbHBIE BOZMOXKHOCTH

[IporpaMMHbIe TPOAYKTHI B 00JIACTH AJIEKTPOHHOIO IOKyMEHTO000pOTa U
MH(POPMAIMOHHBIX YCIYT M0 HAIPABJICHUSAM JEATEIbHOCTH OpraHU3aluu

TpeboBanust oxpansl Tpyaa

Jlpyrie
XapaKTepI/ICTI/IKI/I




3.3.5. TpynoBasa pyHKUMA

Crpaterndeckoe MIaHUPOBAHUE U
a3pabOoTKa CUCTEMBI XpaHEHUS YPOBCHE
Haumenosanue pasp P Kox |C/05.7 | (moaypoBeHs) | 7
JTOKYMEHTalIbHOTO (hOoHIa
KBaTM(UKAITTH
OpTraHu3aIuu
IIpoucxoxxnenue 3auMCTBOBAHO
P A Opurunan X
TPyAOBOM (QYHKITHH W3 OpUTHHAJIA
Kon PerucrpanmonHsIit
OpUTHHAJIA HOMED
po¢eCCHOHATBHOTO
cTaHjaprta

TpynoBbie
JNEUCTBUSA

Hozlz[epnq(a JOCTOBCPHOCTH, LEJIOCTHOCTU ANOKYMCHTOB W HX JAaHHBIX,
HCO6XOI[I/IMLIX IJId 3alIUThI OT HCCAHKIIMOHHUPOBAHHOT'O U3MCHCHU A

Honz[epmxa AYTCHTUYHOCTHU JOKYMCHTOB U UX JaHHBIX

Pa3pa60TI<a CXEM MCTAaAaHHBIX NOKYMCHTOB, CBA3aHHBIX C JOKYMCHTAMU
Ha NPOTAKCHUU UX CYHICCTBOBAHUA

Pa3pa60T1<a CTPATCTUM YIIPABJIICHUA HCIIOJIb30BAHHUECM, XPAHCHUCM U
YHHUYTOXKCHHUEM JOKYMCHTOB JOKYMCHTAJIBHOT'O (1)0H}13 OopraHu3alr U UX
JaHHBIX

CHCTEMBI
dbonga

Ornpenenenue
XpaHCHHUS,
OpraHHU3aIiH

IIPUOPUTETHBIX
apXUBUPOBAHUS

HaIlpaBJICHUN  Pa3BUTHS
JaHHBIX  JTOKyMEHTAJIBHOTO

UH(POPMALMOHHO-CITPABOYHOM
JIOKyMEHTaJIbHOTO  (hoHIA

PykoBOACTBO IPOEKTOM  ITOCTPOCHHUS
CUCTEMBl XPAaHEHUS W  HUCIOJIb30BaHUsA
OpraHu3aluu

PykoBOaCTBO mpoeKTamMu COBEpLICHCTBOBAHUS
JOKYMEHTaJIbHOTO (POH/Ia OpraHu3aIiu

CUCTCMbBlI XpPaHCHUSA

KoHnTponb BHeIpeHHsT OTeUeCTBEHHBIX MH()POPMAIIMOHHBIX TEXHOJOTHUN B
CUCTEeMY XpaHCHUS JOKYMEHTAILHOTO (OHAA OpraHm3almuu W UX
UCIIONIb30BAaHUsI B paMKax yYIOpPaBIEHUS JIOKYMEHTHBIMH CHCTEMaMu
OpraHu3alu

@opMHpOBaHUE HKCIIEPTHON KOMUCCHUN OpTaHU3aIuU

Heo0xonnmeie
YMEHUSA

[IpoBOANTH MOHHUTOPHHI HCIIOJNB30BaHHS JOKYMEHTaldbHOro (¢GoHIa B
pamMKax JesTeNbHOCTH OpraHU3allid, €ro XpaHEHUS W yHUYTOXKCHUS
JOKYMEHTOB C UCTEKITUMHU CPOKAMU XPaHEHHUSI




[IpoBOANTH MOHUTOPUHI BHEIPEHMS] COBPEMEHHBIX HMH(DOPMAIIMOHHBIX
TEXHOJIOTUH B CUCTEMY XPaHEHUs JOKYMEHTAJIbHOTO ()OHJ]a OpraHu3aLuu

IIpuMeHATh NEpEeOBOM OTEUECTBEHHBIM M MEKIyHapOIHBIM OIBIT B
o0JlacTH OpraHu3allMd HCIOJIb30BAHUSA, OOECIEYEHUs COXPAaHHOCTH,
YHUYTOKCHUS, AapXMBUPOBAaHUS JAHHBIX JIOKYMEHTaJbHOro (hoHIa
OpraHu3aluu

OHCHI/IBaTL H [OpcaoTBpaliaTb PpPUCKU B obnactu HUCIIOJIb30BAaHMUA,
XpaHCHUA U YHUYTOXKCHUA NOKYMCHTAJIbLHOI'O (I)OHI[a OopraHu3anuunu

Knaccudummponars, BepudunupoBatb WHGOPMALHIO JOKYMEHTAIHHOTO
¢donma OpraHU3aLuH " PYKOBOJUTD MOCTPOCHUEM
MH(POPMAIIMOHHO-CIIPABOYHBIX CHCTEM U 0a3 IaHHBIX OpraHU3aLUuU

HpOBOI[I/ITb OKCIICPTU3Y HCHHOCTU IOOKYMCHTOB, PO3BICK HCIOCTANOMIUX
ACI IIOCTOAHHOTO CpOKa XpaHCHUA MW A€ 110 JHUYHOMY COCTaBy,
O(bOpMHSITB AOKYMCHTHI IJId ICPEaavu B apXHUB OpraHru3alun

HeoOxonnmere
3HAHUSA

HopmartuBubie npaBoBblie akThl Poccuiickoit ®enepauuu B 00sacTu
uHpopManuy, THGOPMALMOHHBIX TEXHOJOIMH M 3allUThl MH(pOpMAaLUH,
MEPCOHANBHBIX  JIaHHBIX, LUGPOBON TpaHchoOpMalMK, yIpPaBICHUS
JOKYMEHTaMU OpraHU3aluu

Meroanueckue TOKYMEHTbl U HallMOHAJIbHbIE CTaHAAPTHI IO BOMpPOCAM
apXUBHOTO JieIa

[lepenoBas oTedecTBeHHas, MEXAYHAPOJHAs TNPAKTUKA OPraHU3aLUN
HCIIOJIb30BaHNUs, obecrieueHus COXPaHHOCTH, YHUYTOKEHUS
JOKYMEHTaJIbHOT O (hOH/1a OpraHU3aIiu

HpaBI/IJ'Ia H MCTOJbI y4uc€Ta, COCTABJICHUA, O(l)OpMJ'IeHI/ISI, HCIIOJIB30BAaHUA,
XpaHCHUA U YHUYTOXKCHUA NOKYMCHTOB OpraHrU3alii U UX JaHHBIX

HpaBI/ma H MCTOJAbI NPOBCACHUSA ISKCICPTU3BI HCHHOCTU JOKYMCHTOB
OpraHu3anuu

Metonsl mpoBeAeHus aHanu3a S(PQPEKTUBHOCTH CHCTEMbl XpaHEHUS
JOKYMEHTaIbHOTO (OHMA OpraHu3anud, OOOOMIEHUS TOTYyYEHHBIX
pe3yNbTaToB

Mertoponorust mocTpoeHus: UHPOPMALMOHHBIX CUCTEM M 0a3 JaHHBIX 110
JOKyMEHTaM OpTraHU3allui ¥ TPEOOBaHHS K HOPMATUBHOMY 00ECTICUEHHIO
uX (QyHKIIMOHUPOBAHUS

I/IH(I)OpMaLII/IOHHLIC TCXHOJIOTUH, HCIOJIb3YCMBIC B OpraHU3alluu Yy4cTa,
HUCIIOJIB30BaHMA, obecrneueHUs COXPAaHHOCTH n YHUYTOXKCHUA
AOKYMCHTAJILHOT'O (I)OH,Z[a opraHu3anuu

Kpurepun 1EeHHOCTH M CpOKHM XpaHEHUs JOKyMEHTOB OpraHU3aluy,
MIPUHLUIIBI IPUHATHS PELICHHUI MO BOMPOCY UX JAIbHEHIIEro XpaHEHUs
WM YHUYTOXKEHHUS




HpI/IHHI/IHI)I n  MCTOABI COBCPHICHCTBOBAHMA  CHUCTCMBI XpPaHCHUA
AOKYMCHTAJIbHOT'O CI)OHa OopraHu3alun

TpebGoBanusi, TpeabsIBIsIEMblE K WIEHAM OJKCHEPTHOM KOMHUCCUU
OpraHu3alnu

TpeboBanust oxpaHsl Tpyaa

Hpyrue -
XapaKTEPUCTUKU

IV. CBegeHus 06 opraHusaymsix - paspabotumkax
npodeccnoHanbLHOro ctaHpapTa

4.1. OTBeTCTBEHHaA opraHusauua-pa3padboTymk

HIT "HanmonanpHast accoruaiusi 0QUCHBIX CIICIMAIMCTOB U aJIMUHUCTPATUBHBIX
paboTHHKOB", TOpoa Mocksa

Jupexrop Xmocuesa JIrogmuna [lerpoBHa

4.2. HaumeHoBaHMA opraHusauun-paspadboT4nKoB

1 |AO "UT Dxkcnept", ropoa Mocksa

2 | 00O "Takckom", ropoa MockBa

OO0O "LenTp 3xcniepTu3bl U ceprudukanuu”, ropo Mocksa

®I'bOY BO "Ilen3eHckuii rocy1apcTBEHHBIN YHUBEpcUTET", ropoa [lensa

o | &~ | W

®I'bOY BO "Poccuiickuii rocyAapCcTBEHHBI IT'yMaHUTapHbIN YHUBEPCUTET", TOPOJT
Mocksa

6 |®I'BIIOY "Komremx MUJ] Poccun”, ropox Mocksa

7 | ®I'BY "BHUM tpyna" Muntpyna Poccun, ropoa Mocksa

<1> Obmepoccuiickuii KitaccuGpuKaTop 3aHATHH.
<2> O6mepoccuickuii Kaccu(uKaTop BUJOB SKOHOMUUECKOHN JIeITeTbHOCTH.

<3> Ilocranosnenue [IpaButenscTBa Poccuiickoit @enepanuu ot 16 centsiops 2020 r. N 1479 "O6
yTBep)kaeHun IlpaBun nporuBonoxapHoro pexuma B Poccuiickoit @enepanuu', neiicteyer ao 31
nekadpst 2026 r. BKIIOUUTEIBHO.

<4> TlocranoBinenue IlpaButensctBa Poccuiickoit ®deneparun ot 24 nexadbps 2021 r. N 2464 "O
nopsiike 0O0y4deHHsI TI0 OXpaHe TPyJa W MPOBEPKH 3HAHUS TPeOOBaHMI OXpaHbl Tpynaa", mercTByer 1m0 1



ceHTsiops 2026 T.
<5> Crarbs 11 ®enepanbHoro 3akoHa oT 29 utons 2004 r. N 98-®3 "O kommepueckon TaiiHe".

<6> EnuHbpli KBaJM(PHUKAIMOHHBIN CIPABOYHHUK JIOJDKHOCTEH PYKOBOJUTENCH, CHEIHUAIMCTOB H
CIIy KallluX.

<7> O6mepoccuiickuii kinaccuduraTop npodeccuit pabounx, T0DKHOCTEH CIYKAIIMX U TapHPHBIX
paspsioB.

<8> OO6mepoccuiickuii KI1acCu(UKaTOp CHEIUAIBHOCTEH 110 00pa30BaHHUIO.




