YTBepxkAcH

[Tpukazom MunuCTEpCTBA TPy
Y COIIMAbHOM 3aIlUThI
Poccuiickoit @enepanuu

ot 10 mast 2017 . N 416H

NMPO®ECCUOHATbHbLIA CTAHOAPT

CNEUUATINCT NO YNPABNEHUIO AOKYMEHTALMUENA OPTAHU3ALINA

1044

Perucrpanmonsslii Homep

I. OOmue cBeneHus

Opranuzanus 1 OCyIIECTBIEHUE IEATENBHOCTHU 110 YIPABICHUIO 07.004
JOKYMEHTAIMel B OpraHu3alusix JI0ObIX OpraHU3allMOHHO-IIPaBOBBIX
¢dhopM u popM cOOCTBEHHOCTH

(HanMeHOBaHME BUA MTPO(HECCUOHATBHOMN NesITeTbHOCTH) Kon

OcHoBHas 11€7b BUJ1a TPO(PECCUOHATBHOM IEATETbHOCTH:

Ob6ecneuenne 3pGEeKTUBHOTO YIIPABICHHS JOKYMEHTAIIMECH B OPTaHU3AIUAX C
WCTIOJIb30BaHHEM COBPEMEHHBIX HH(DPOPMAIIMOHHBIX TEXHOJIOTHIA

I'pynma 3ansTuit:

1213 PykoBonutenu B obnactu 1219 VYrpasistomye GUHAHCOBO-
OTIpeICICHUS TIOTUTUKH U SKOHOMUYECKON U
TJIAaHUPOBAHMS aMUHUCTPATUBHOM
JESITENILHOCTH NIESITENLHOCTBIO, HE
BXOJISIIUE B IPYTHE
TPyTITBI
2422 CrennanucTel B 00J1aCTH - -
MMOJIMTUKHA
aJIMHHHUCTPUPOBAHUS
(xog OK3 <1>) (HamMEeHOBaHUE) (xom OK3) (HamMeHOBaHUE)

OTtHeceHnune K BUaaM YKOHOMHYECKOM ACATCIIBHOCTU !

82.11 JleATenpHOCTh aAMUHUCTPATUBHO-X0351ICTBEHHAs KOMIUIEKCHAs 10
obecrieueHnt0 padOThl OpraHU3aluN

(Kog OKB3/] (HammeHnoBaHue BHJ1a YSKOHOMUYECKOM NESITEITLHOCTH)
<2>)



II. Onucanue TpynoBbIX (HYHKITHHI, BXOASIINX
B IIpoeccHOHANIBbHBIN cTaHaapT (pyHKIMOHAIbHAS KapTa BUa
npodeccuoHaNbHOMN 1eITeTbHOCTH)

O0600meHHbIe TPYAOBbIe (PyHKIIMN

TpynoBeie pyHKIIUN

KOJ{ HaVMEHOBAaHHE YPOBEH
b
KBAJIX

dukarr
15074

HaMMCHOBaHHC

KO

YPOBEHb
(momypoB
€Hb)
KBanupu
KaIiu

A | JloKyMeHTalHOHHOE 6
obecrieueHue
YIIpaBJICHUS
OpraHu3anuein

Pa3zpabotka 1 BHeIpeHNE
JIOKaJIbHBIX HOPMATHBHBIX aKTOB
M0 JOKYMCHTAIlTUOHHOMY
00€CIEeYeHHUIO yIIpaBIeHHs
OpraHu3anuen

A/01.6

6

Opranuzanus
I[OKYMGHTI/IPOBB.HI/ISI
YIIPABICHUYECKON JEATETHHOCTH B
OpraHusanuu

A/02.6

Opranuzanus
JIOKyMEHTO000pOTa B
OpTraHu3aIuu

A/03.6

Ocymiectienue padboT mo
NPOEKTHPOBAHUIO ¥ BHEAPEHHIO
CHCTEMBI HIIEKTPOHHOTO
JIOKyMEHTO000poTa B cepe
JIOKYMEHTAI[HOHHOTO
yIpaBJICHUS] OpraHU3aIuN

A/04.6

Ocy1ecTBieHue
UH(POPMAITMOHHO-CIIPAaBOYHOM
paboThl C TOKyMEHTaMHU
OpraHu3aIuu

A/05.6

Ocy1ecTBieHne KOHTPOIsS
npoliecca U CPOKOB UCIIOTHEHUS
JOKYMCHTOB B OpraHHU3allnn

A/06.6

Opraau3anys onepaTuBHOTO
XpaHeHUs JOKYMEHTOB B
OpTaHM3AIMH U TIepPeIadu eI
JUTSL TIOCJIEYFOIIETO XPaHEHUS

A/07.6

B  |PykoBoacTBo 7
NeSITeNIbHOCTBIO TI0
JOKYMEHTAI[MOHHOMY
o0ecredyeHunto
yIpaBIeHUS
OpraHu3anuein

PyKOBOI{CTBO ACATCIIbHOCTBIO
HoApa3eICHUs 110
JOKYMCHTAIIUOHHOMY
00€eCTICUeHUIO YIIpaBICHUS
OpraHus3alnuu

B/01.7

Opranu3zanus pa3padoTKu
JIOKaJIbHBIX HOPMAaTHUBHBIX aKTOB

B/02.7




U MCTOAUYCCKUX JOKYMCHTOB I10
JOKyMEHTAIIHOHHOMY
00ecIeueHnI0 yIpaBIeHUs
OpraHHU3aLUH

[TocTpoenune cucrembl B/03.7
JOKYMCHTAIIMUOHHOI'O
o0ecriedeHus yrpaBaeHUs
OpraHu3aIH

OcyecTBieHne KOHTPOJIsS B/04.7
(YHKIIMOHUPOBAHUS CUCTEMBI
JOKYMCHTAIIMUOHHOI'O
oOecriedeHus yrpaBIeHHs
OpTaHu3aIH

CoBepIIEHCTBOBAHUE CUCTEMBI B/05.7

JOKYMEHTALIMOHHOTO
obecrieueHrs yrpaBICHHs
OpraHus3alnuu
C | Yopasnenue 8 Crparernueckoe ruianupoBanue | C/01.8
JTOKyMEHTaIHel ¥ PYKOBOZICTBO IOCTPOCHUEM
opraHuzanun GHHHOﬁ CHUCTCMBI YIIPABJICHUA

JIOKyMEHTAIUEH OpraHu3aiuu

VYrpasnenue pa3paboTKou C/02.8
JIOKAJIbHBIX HOPMATUBHBIX aKTOB
OpraHu3aI|K [0 BOIPOCaM

yIpaBIeHUS €€ JOKYMEHTAIHeH

VYnpasnenue nestensHocThio 0 | C/03.8
KOHTPOJTIO ()YHKIIHOHHUPOBAHHS
BCCX CUCTEM JOKYMCHTAIIUU
OpraHHM3aLH U e
KOPIIOPAaTHBHOTO
JOKyMEHT000O0pOTa

VYipasneHue nIpoeKTaMu 10 C/04.8
BHEJIPEHUIO KOPIIOPATUBHOU
CUCTEMBI JIEKTPOHHOTO
JIOKyMEHTO000pOTa OpraHu3aIuu
U pa3palboTKe CTpaTeruu ee
pa3BUTHS

Crparernueckoe mianuposanue | C/05.8
Y PYKOBOJICTBO ITIOCTPOEHUEM
€VMHON CHCTEMBI XPaHEHHUS
JOKyMEHTaJIbHOTO (hOH1a
OpraHu3anu

1. Xapakrepuctruka 00001IEHHBIX TPYAOBBIX (DyHKIUI

3.1. OGo0mieHHas TpynoBast GyHKIIHS



Haumeno | /lokymeHTanmoHHoe obecnieueHue Kox| A YpoBeHb 6
BaHME ynpaBJIeHUs] OpraHu3anuei KBaJIH(pUKALUU
[Tpoucxoxnenue
. 3aMMCTBOBaHO
0000111eHHOH Opurunan | X
. U3 OpUrMHaa
TPYOBOU (QyHKIIUU
Kon Perucrpanmonnsrit
OpUruHaa HOMED
po¢eCCHOHATBLHOTO
CTaHJapTa

Bo3MoxxaEIC
HANMMCHOBAHU S
JIOJDKHOCTEH,
npodeccuii

JloxymMeHTOBe I,
CHGLII/IELHI/ICT H0)1pa3neneHH51 ,HOKYMCHTaI_II/IOHHOI‘O OGCCHC‘-IGHI/ISI
YIIPaBJICHUS

TpeboBaHus K
00pa30BaHMIO U
00y4YeHHIO

Beicuiee o0pa3oBanue - 6akaiaBpuar
JlononauTENbHOE MTPOeCcCHOHAIBHOE 00pa30BaHUE - TIPOTPAMMBI
npo(heCCHOHATBHOM MEPEHOAr0TOBKH MO MPOPHIIO ACATEIbHOCTH

TpeOGoBaHus K ONBITY
MIPaKTHYECKON paboThI

Oco0Oble ycioBust
JI0IycKa K pabore

Jpyrue xapakTepucTUKU

JlononHUTENbHBIE XapaKTEPUCTUKHU

HaunmenoBanue Kon HanmenoBanue 6a30Boii Ipymibl, 10JKHOCTH (Tipodeccun)
JIOKYMEHTa WM CIIEHUaTbHOCTH
OK3 2422 CrennanucTsl B 00JIaCTH MOJIUTUKY aJMUHUCTPUPOBAHUS
EKC <3> - JloxyMeHTOBE T
OKIIATP <4> 21792 JlokymeHnToBeq

OKCO <5> 032000

JlokyMEeHTOBEIeHHE U apXHUBOBEICHUE

3.1.1. TpynoBas ¢pyHKuUSA

PazpaboTtka u BHepEeHHUE JTOKATBHBIX
HanMmeHO |HOpMAaTHBHBIX aKTOB IO

BaHUE JTOKYMEHTAI[HOHHOMY 00€CIIeUeHHIO
yIpaBJIeHHs] OpraHu3auen

YpoBeHb
Kom|A/01.6 |(momypoBeHB) 6
KBanu(UKauu

[Ipoucxoxnenue
TpyAOBOH QpyHKIIMK

Opurunan | X

3anMCTBOBAaHO
U3 OpUTHHAIIA




Kon Perucrpanuonsslii
opUruHasa HOMED
npodeccHoHaTbHOTO
CTaHJapTa

TpynoBsle neNCTBUA

[TpoBeneHue aHanM3a JOKAJIbHOM HOpPMAaTHBHOW 0a3bl OpraHU3alUU
JUIsL OIIPENIENIEHHUsT €€ COOTBETCTBUS JEHCTBYIOLIUM HOPMAaTHBHBIM
paBOBbIM akTaM Poccuiickorn denepanuu 1m0 TOKyMEHTAHOHHOMY
00eCreYeHNIO yIIpaBIeHHs

HO,Z[F OTOBKa IIPOCKTOB JIOKaJIbHBIX HOPMATHUBHBIX aKTOB
opraHu3alry 110 JOKYMCHTAIMOHHOMY 00ecIeUYeHUIo YHpaBJICHUA

CoBepIIeHCTBOBAHUE CUCTEMBI HHACKCAIlUU JIOKyMEHTOB
OpraHu3aluu

[IpenacraBnenne  akTyadUM3UpPOBAaHHBIX  MPOEKTOB  JIOKAJIBHBIX
HOPMAaTUBHBIX aKTOB OpTaHHW3alldd 1O JIOKYMEHTAllUOHHOMY
00eCreueHnI0  yIpaBlIeHUs Ha  COIVIaCOBaHUE  PYKOBOACTBY
MOJIpa3/IeICHHs TOKYMEHTAIIMOHHOTO 00ECIICUCHUS YIIPaBICHUS

O3HaKoMIICHHE pa6OTHI/IKOB opraHu3anuu € €€ JIOKaJIbHbIMHU
HOPMATUBHBIMU aKTaMHU W MCTOAUYCCKUMH HNOKYMCHTAMHU II10
JOKYMCHTAIITUOHHOMY o0ecrnevYeHnuIo YIIpaBJIICHUSA

KOHCYHBTI/IPOBaHI/Ie pa6OTHI/IKOB opraHusanuu II0  BOIIpOCaM
AOKYMCHTAIIMUOHHOI'O obecrieueHus yYHpaBJICHUSA, 3aKPCIIJICHHBIM B €€
JIOKAJIbHBIX HOPMATHBHBIX aKTax

HeobOxonnmeie
YMEHHUS

AHaJ'II/I3I/IpOBaTB JIOKAJIbHBIC HOPMAaTHBHBLIC AKThI o
JOKYMCHTAIITUOHHOMY 00eCIeUEHUTO YHpaBJICHUA OpTraHHU3alnun

[TpoBonuTe Kiaccupukanuoo HHGOPMALMU B COOTBETCTBUU C
3aJa4aMyd  JOKYMEHTallMOHHOIO o0ecriedeHUsT  yNpaBIECHUS
OpraHu3au

HOI[FOTaBJ'II/IBaTI) IMPOCKThI JIOKAJIbHBIX HOPMATUBHBIX AKTOB IIO
JOKYMCHTAIITUOHHOMY 00eCIIeYCHUIO YHOpaBJICHUA OpTraHHU3allun

DopMyIHPOBATH MPEUIOKEHNS TI0 COBEPIICHCTBOBAHUIO JIOKAIBHBIX
HOPMAaTUBHBIX aKTOB OpTaHM3allM¥ IO JOKYMEHTAIlHOHHOMY
00eCreYeHnI0 yrpaBlieH!s] 1 000CHOBBIBATH UX TEpe PyKOBOIACTBOM
CBOETO MOApa3IeICHHS

AKTyaJ'II/ISI/IpOBaTL JIOKAJIbHBIC HOPMATHBHBIC AKTblI OpraHHU3aluu I10
JOKYMCHTAIITUOHHOMY o0ecrieueHuIo ee YHOpaBJICHUA

BecTu KOHCYNBTAIMOHHYIO ACSTENBHOCTH MO BOMPOCAM, CBSI3AHHBIM
c OpraHU3alMOHHO-PACTIOPSAUTEILHON JIOKYMEHTAaIHeH
OpraHu3aIu

Oxka3blBaTh METOAMYECKYIO TOAJEPKKY M IOMOUIb PaOOTHHKAM
OpraHu3ali IO BOMNpPOCaM JOKYMEHTAI[MOHHOTO obOecreueHust
YIIPaBJICHHS OpraHU3aluen

HeobOxonnmeie

3akoHOAaTeIbHbIE M HOpPMAaTHBHBIE IpaBOBbIE akKThl Poccuiickoit




3HaHUA

Oenepanun B chepe TOKyMEHTAIIMOHHOTO 00SCIICUCHUS YIIPABICHUS

Meronuyeckne TOKyMEHThl W HAIlMOHAJIBHBIC CTaHAAPTHI B cdepe
JIOKYMEHTAI[MOHHOTO 00eCTIeYeHHsI YIIPaBICHUS

CocTaB JTOKaIbHBIX HOPMATUBHLBIX aKTOB OpraHu3alun

Pacnipenenenrie (yHKIMI ©W  BONPOCOB JIEATEIBHOCTH MEXIY
CTPYKTYPHBIMM MOAPA3IEICHUIMH OPTaHU3aLN

[IpaBuia u MOPANOK cOCTaBieHHs W OG(OPMIICHHUS JOKAJIbHBIX
HOPMAaTUBHBIX aKTOB OpraHu3allud, pPETyIUpYyIIINX padoTy ee
MOJpa3/IeieHUs 110 TIOKyMEHTAllMOHHOMY 00€CTIEYeHHIO YIIPaBICHUS

[TpaBuna cocraBneHuss U OQOPMIICHHS JIOKAIbHBIX HOPMAaTHUBHBIX
aKTOB, ONPEACNAIOIUX MOPAJOK paboThl C JIOKyMEHTaMHU B
OpraHu3aIuu

Metonanl periiaMCHTalluKu ACIOIIPONU3BOACTBCHHBIX IIPOLECCOB

TpeOGoBaHus oxpaHbl Tpyza

Hpyrue
XapaKTepUCTUKU

3.1.2. TpynoBas ¢pyHKUIUS

Haumero Opranuzanus JOKyMEHTHPOBaHUS YpoBeHb

BaHIe YIpaBIECHUYECKOH 1eATEeIbHOCTH B Kozn | A/02.6 |(momypoBeHb) 6
opraHuzanun KBaJ’II/I(i)I/IKaHI/II/I

[Ipoucxoxnenue 3auMCTBOBaHO

TPYZLOBOW (PyHKIIUU

Opurunan | X
M3 OpUIruHaIa

Kon Perucrpanuonsslii
OpUruHaa HOMED
po¢eCCUOHATBLHOTO
CTaHJapTa

TpynoBsle neiCTBUA

Pa3paborka yHuduuupoBaHHbx (HOpM JTOKYMEHTOB, HCIIOJIb3YEMBIX
B JIOKyMEHTAIlMOHHOM 00€CIIeUeHHH YIPaBIECHHUs OpraHu3aluu

Pa3pabotka npoekroB Tabens U anpOboMa yHH(PUIHUPOBAHHBIX (GopMm
JIOKyMEHTOB, HCIOJB3YEMBIX B JOKYMEHTAIIMOHHOM O0ECIEeYeHUH
yIpaBJIeHUs] OpraHu3aluu

[ToaroroBka mpenoXeHUN MO TEXHOJOTHHM Pa3pabOTKU IPOEKTOB
JIOKYMEHTOB U €€ 3aKpeIJICHHE B JIOKAJIbHBIX HOPMAaTHUBHBIX aKTaX
OpraHu3aIu

COS,Z[aHI/IC 11a0JIOHOB JOKYMCHTOB IJid pa3MCHICHUA B CHUCTEMax
QJICKTPOHHOI'O ,Z[OKYMGHTOO60p0Ta OpraHu3anmnu

Kontponb cobmonenus TpeOoBaHMi 10 MOATOTOBKE U O(GOPMIICHHUIO




JOKYMCHTOB n JIOKAJIbHBIX HOPMAaTHUBHBIX aKTOB 110
AOKYMCHTAIIUOHHOMY obecrnevYeHnuIo YHpaBJICHUSA B OpraHU3aluu

OHTI/IMI/ISaHI/IH COoCTaBa NOKYMCHTOB OpraHHU3all B COOTBCTCTBUU C
€€ ICJIOBBIMU IpoecCccaMn

Opranu3zanus paboTsl 10 MEPEBOY B 3JIEKTPOHHBINA BUJI JOKYMEHTOB
U IOKYMEHTHPOBAaHHOM MH(OpMAIMU, CO3aBaeMON B OpraHU3aIlH

Heo6xonumsie [IpoBoauth yHubukKanuo GopM ITOKYMEHTOB, NPUMEHSIEMBIX B
YMEHUS yIpaBJIEHYECKON AESATEIbHOCTH OpraHu3aliuu
PaGorarp ¢ mabmoHaMu JOKYMEHTOB B WH()OPMAIIMOHHOW CHCTEME
OpraHu3anuu
[IpuMeHsATh KOHKpPETHBIE BHIbl JOKYMEHTOB JJIsI peaju3aluu
(GyHKIUI ynpaBieHus B OpraHu3alun
Pa3pabatbiBaTh cTaHAAPTHl JOKYMEHTHPOBAHUS YIpaBlI€HUYECKON
JeSITeIbBHOCTH OpraHu3alun
PazpabarbiBare TpebGoBaHMA K HH(OpPManuM, BKIIOYaEMOH B
JIOKYMEHTBI OpraHu3aIiuH
CoBepIIeHCTBOBAaTh CHCTEMY JTOKYMEHTHPOBAHHS YIIPaBICHUECKON
JeSITeIbHOCTH OpraHu3aluu
Hcnonp30BaTh OpraHu3allMOHHBIE M TEXHUYECKHE CpPEACTBA IS
nepeBojia B JIEKTPOHHBIA BHUJI TIOKYMEHTOB M JIOKYMEHTHPOBAHHOM
uH(}OpMAITIU OpraHU3aluN
Hcnonp30BaTh OpPraHM3allMOHHYI0 OQHUCHYI0 TEXHHKY B pPaMKax
CBOCH MpodeccCHoHaTbHON ACSITENEHOCTH
Heo6xonnumeie 3akoHOAATeIbHBIE M HOpPMAaTHBHBIE IpPaBOBbIE aKThl Poccuiickoit
3HaHUs ®denepanyn B cepe JOKyMEHTALIMOHHOTO 00ecreueH sl yIpaBIeHUs

Metonuueckue AOKYMCHTBI W HAIIMOHAJIBHBIC CTAHAAPTHI B cq)epe
JOKYMCHTHUPOBAHHUA

HpaBHna COCTaBJICHHUA Pa3IIMYHBIX BUJI0B YHOPaBJICHUYCCKUX
JOKYMCHTOB

OO6mme  TpeboBaHMs K  O(QOPMIIEHHIO  OpraHU3allMOHHO-
pacropsIuTeIbHON TOKYMEHTANN

[Topsnox (YHKIIMOHUPOBaHUS MH(GOPMaAIIMOHHBIX CUCTEM
JIOKYMEHTAI[MOHHOTO 00€CTICUCHHSI YIIPABICHUS

CrpykTypa opraHu3aii U HNOPSI0K pacipeeeHus] MOJIHOMOYUN B
o0macti co3gaHusl JIOKYMEHTOB MEXAYy €€ CTPYKTypHBIMH
MOJIpa3CICHUSIMU U JOHKHOCTHBIMU JIUIIAMU

BunoBoli cocTaB ynpaBlIeHUYECKUX JOKYMEHTOB OpraHU3aluu

HpaBI/IJIa COCTaBJICHUA TCKCTOB JOKYMCHTOB OpTraHHU3allun

HpI/IHIII/IHI)I U MCTOAbLI YHNOPAAOYCHHA COCTaBa JOKYMCHTOB H




MH(POPMAITMOHHBIX MTOKa3aTeIel OpraHu3aIiu

Kpurepun onieHKH KagecTBa cO34aBa€MOM TOKYMEHTAllUH

Hpyrue
XapaKTepUCTUKU

3.1.3. TpynoBas ¢hyHKIus

Hanmeno Opranuzanus JOKyMeHTO000pOoTa B YpoBeHb
BareC OpraHH3aINH Kom | A/03.6 | (momxypoBeHb) 6
KBaTM(pUKAIINH
[Ipoucxoxnenue 3auMCTBOBaHO
P A Opurunan | X
TPYIOBOW (QyHKIIUU U3 OpUrHUHAaIIa
Kon Perucrpanuonssii
OpUTHMHala HOMED
po¢eCcCHOHAILHOTO
CTaHjaapTa

TpynoBsle neNCTBUA

Brmmonnenue onepaunﬁ o MmnpeaABaApUTCIBHOMY pPAaCCMOTPCHUIO U
PErucTpanvi 10KyMCHTOB OpraHu3alun

Benenne perucTpalMoOHHbIX W y4YeTHBIX (OpM  JOKYMEHTOB
OpraHu3aIu

Opranuzanus nepenayn 10KyMEHTOB MEX/ly YPOBHSIMU yIPaBICHMUS,
PYKOBOJCTBOM, UCIIOJIHUTEIISAMU B OPraHU3aLUU

PazpaboTka mpemioKeHUH MO  TOPSAAKY  COIVIacOBaHUS U
YIOCTOBEPEHHUSI IOKYMEHTOB B OpraHU3aINH

[IpoBenenne ananm3a HWHOOPMANMOHHBIX W JIOKYMEHTAIIMOHHBIX
IIOTOKOB B OpraHU3aliu

[TogrotoBka mpemayiokeHUd MO (OPMHUPOBAHUIO MAapIIPYTOB U
MOJATrOTOBKAa  MAapLIPyTHBIX KapT JBW)KEHHS JOKYMEHTOB B
OpraHu3aluu

Pa3pabotka TexHonmoruu paboThl ¢ JOKyMEHTaMM U MH(popManuei B
OpraHu3aluu

[TpoBepka NOATMHHOCTH IEKTPOHHBIX TOKYMEHTOB, TOCTYUBLINX B
OpraHU3aIHI0

[ToaroroBka npemIokeHu Mo (GOPMUPOBAHUIO MAPAMETPOB PAOOTHI
CHCTEM 3JIEKTPOHHOIO JOKYMEHTO000pOTa OpraHu3aIiu

HeoOxonnmeie
YMEHHUS

Opranu3oBbIBaTh B3aMMOJEUCTBHUE IOAPA3JIEICHUN OpPraHU3alud B
nporecce pa3pabOTKM M HUCTONHEHUS pPAa3IMYHbIX BHIOB €€
JIOKYMEHTOB

CO3,I[aBaTI> 0a3nl JaHHBIX IIO OPraHHU3alMOHHO-PACIIOPAIUTCIbHBIM




JOKYMCHTAaM OpraHu3alii U OCYICCTBJIATh KOHTPOJIb UX BEIACHUA

CO3IlaBaTI) CUCTEMY HHACKCAIWM JOKYMCHTOB OpraHHU3alnl U
HCIIOJB30BATh €€ B I/IH(bOpMaHI/IOHHO—CHpaBO‘-IHBIX OeiIAax

Brigensate AOKYMCHTBI OpraHn3anunu, HE Tpe6yroume perucTtpanuun

PerucrpupoBarb JOKYMEHTBI OpraHU3alMKY OIPAHUYEHHOIO J0CTyIIa

CO3I[aBaTB 1 UCIIOJIB30BaTh MCTAaJaHHBIC IIOKyMeHTOB B Hpouecce ux
JBIDKEHUS 1 00pabOTKH B OpraHU3AINH

BemonHsaTe paboTy ¢ JOKyMEHTaMH B paMKax MpoLeayp,
YCTAHOBJICHHBIX B OpraHU3aIN

KoHTponupoBarh BBINONIHEHUE MPOLEAYp ABMKEHHS U 00paboTKH
JIOKYMEHTOB, HCIIOJIb3YEMbIX B JIOKYMEHTALIMOHHOM OO€CIeYeHUn
YIIPaBJICHNS OpraHU3alHuN

Bectu yuer u ananu3 o6bema JOKyMEHTOOOOPOTa OpraHU3aluu

HeoOxonnmeble
3HAHUA

3akoHOAaTeIbHbIE M HOpPMAaTHBHbIE IpaBOBbIE akThl Poccuiickoit
®denepanyn B chepe JOKyMEHTAIIMOHHOTO 00eCTeueH sl yIpaBIeHUs

MCTOI[I/I‘-IGCKI/IC AOKYMCHTBI U HAIUOHAJIBHBIC CTAHAAPTHI B O6JIaCTI/I
paboThI C TOKyMeHTanue u nadopmaluein B opraHnu3aim

CocTaB J0OKaJbHBIX HOPMATUBHBIX aKTOB OpraHu3alun

HpaBHna pa60TI)I C JOKYMCHTAMHU OpraHu3aliv, YyCTAHOBJIICHHLIC €€
JIOKaJIbHBIMU HOPMATUBHBIMH dKTaMU

Pacripenenncare  (QyHKIIMA ©W  BOIPOCOB  JIEATEIBHOCTH MEXKIY
PYKOBOJCTBOM U CTPYKTYPHBIMH IOAPA3AEIECHUAMU OpPraHU3aluu

OyHKIMOHATHHBIE 0COOCHHOCTH CUCTEMBI AIIEKTPOHHOTO
JIOKyMEHTO000pOTa OpraHu3aIuu

[Mopsimok u coiepikaHue MPOLEAyp MO padore ¢ JAOKYMEHTaMH
OpraHu3aIu

Hpyrue
XapaKTepUCTUKU

3.1.4. TpynoBas ¢pyHKUIUSA

OcymecTBienne padboT mo

Hamvero | IPOCKTHPOBAHIIO H BHEIPEHHIO CHCTEMBbI VYpoBeHb

BaHC AIIEKTPOHHOTO JIOKYyMEHTO000pOTa B Kom | A/04.6 | (momxypoBeHb) 6
cdepe TOKyMEHTAIMOHHOTO YITPABICHUSI KBaTU(UKAIIT
OpraHHu3aluu

[Mpoucxoxaenne 3auMCTBOBaHO

TPYZLOBOH (DyHKIIUU

Opurunan | X
W3 OpUTruHaIa

Kon Perucrpanmonnsrit




opUruHaa HOMED
npodeccuoHanbHOTO
CTaHjaapTa

TpynoBsle nenCTBUA

HpOBeI[eHI/Ie aHaJIn3a HeﬁCTBYIOH_[eﬁ CUCTCMbI TOKYMCHTAIIUOHHOI'O
obecreueHus YHOPpaBJICHUA OpPraHu3anuu I OMpEACICHUA 3aaa4d 1o
€€ aBTOMAaTu3anmnu

Brmmonnenue HOpyLICHI/Iﬁ PYKOBOAUTECIIA npu IIOATOTOBKE
TEXHUYCCKOIO 3adaHWsd Ha BHCAPCHHUE CHCTCMBI JJICKTPOHHOTO
I[OKYMCHTOO60pOTa B OpraHu3alnuu B paMKax CBOUX KOMHCTCHLII/II\/'I

[TonroToBka OJOK-CXeM, OMKCHIBAIOIIUX JIEJIONPOU3BOIACTBCHHBIE
MIPOLECCH U IPOLEAYPbI, IPUHATHIE B OpraHU3aLUI

BHecenne mnpennoxkeHWil MO KpUTEpUAM [UIsl BbIOOpa CHUCTEMBI
AIIEKTPOHHOTO JIOKYMEHTO000POTa /ISl OpraHU3aIHH

Ocy1iecTBiIeHHE TECTHPOBAHUS PAOOTHI CHUCTEMBI AIIEKTPOHHOTO
JOKYMEHTO000pOTa UM ONIpeeNeHHe 3ajad [0 ee aJanTaluu K
cnenu(uke JAOKYMEHTAIIMOHHOTO OOECTeUYeHUs] YIpaBlICHHUS B
OpraHu3anuu

Meroauueckoe  CONPOBOXKIEHHE  IPOLECCOB  BHEAPEHUS U
JKCILTyaTallud CHCTEMBl JIEKTPOHHOIO  JIOKYMEHTOOOOpOTa B
OpraHu3aIuu

HeobOxonnmeie
YMEHHUS

[TpoBOIUTE aHANKU3 M OLEHKY BO3MOXKHOCTEH CHUCTEM 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa, pa3pabOTaHHBIX JIJIsi OpTraHU3aINi

IIpuMeHATh METOOJIOTHIO OPraHU3aLHOHHOTO NPOEKTUPOBAHUS TPH
aHaJu3€e CHCTEMBbI JTOKYMEHTAIlMOHHOTO 00eCreueH s yrpaBleHHs B
OpraHu3au

[IpencraBnsiTh  pe3yibTaTbl — aHajdu3a  JIEJIONPOU3BOIACTBEHHBIX
IPOIIECCOB OpPraHU3aluy B TpaQUuecKoM BHIE

BrisBnsaTh MPUOPHUTETHHIC HarpaBJIeHUS ABTOMAaTHU3AINHI
JIOKYMEHTAI[MOHHOTO 00eCTeyeH sl YIIPaBICHUsI B OpraHU3aliu

PabGoraTh B cucteme QJICKTPOHHOT'O I[OKYMCHTOO60p0Ta OpraHu3anuunu

Onpenensate 3¢G(GEeKTUBHOCT, MEPONPUATHH MO0 aBTOMAaTHU3AIUH
JIOKYMEHTAI[MOHHOTO 00eCIeYeH sl YIIPAaBJIECHUS B OpraHU3aluu

HeobOxoanMmeie
3HAHUS

3akoHOAaTeIbHBIE M HOpPMAaTHBHBIE IpPaBOBbIE akThl Poccuiickoit
deneparnyn B chepe HHPOPMALTMOHHBIX TEXHOJIOTUH, UCIIOIb3yEMBIX
B JJOKYMEHTAIIMOHHOM 00€CTI€YeHUH YIPaBICHUS

JlelicTByrolMe MEXIYHApOAHbIE W HAlMOHAJbHbIC CTAHAAPTHl B
o0macTu ynpaBieHHUs JOKYMEHTAaIUel

IIpaBuiia opranusanuu AeI0IpOU3BOACTBEHHBIX IIPOLECCOB

MeTtoasl HUCCIICAOBAHUS, aHAJIM3d, INPOCKTUPOBAHHUA U Pa3BUTUMA
CUCTEMBI JOKYMCHTAIIMOHHOI'O obecrneueHus YHpaBJICHUA




PeiHOK IIPOrPaMMHBIX IIPOYKTOB o aBTOMATU3ALUU
JIOKYMEHTAI[MOHHOT'O 00€CIIeueHus YIIpaBIeHUs

@DyHKIMOHATbHbIE OCOOCHHOCTH PA3JIUYHBIX CHCTEM 3JIEKTPOHHOIO
JOKyMEHTO000pOTa, UCIOJIB3YEMBIX B c(epe TOKYMEHTALMOHHOTO
oOecriedeHus yrpaBIeHHs

Hpyrue
XapaKTepUCTUKU

3.1.5. TpynoBas ¢pyHKuIUS

Hamvero OcymiecTBienrne nHGOPMAITOHHO- YpoBeHb

BaHe CIIPaBOYHOM pabOTHI C JOKYMEHTAMH Kom | A/05.6 |(nmogypoBeHb) |6
OpraHH3aIiH KBaTU(UKAUN

[Ipoucxoxaenue 3anMCTBOBaHO

TPYZLOBOW (DyHKIIUU

Opurunan | X
M3 OpUIruHaIa

Kon Perucrpanuonssii
OpUruHaa HOMED
po¢eCCUOHATBLHOTO
CTaHJapTa

TpynoBsle neiCTBUA

®dopmupoBanue  TpeOoBaHUNH K  WH(OPMAIMOHHO-TTOMCKOBBIM
cuCcTeMaM  JOKYMEHTOB  OpraHU3alliM,  HWCIOJNb3yeMbIM B
JIOKyMEHTAIIMOHHOM 00€CTICUCHUH YITPABICHUS

®dopMupoBaHue W BeleHHE 0a3 JaHHBIX 00 OpraHU3aIMOHHO-
pacnnopsAauTCIIbHBIX JOKYMCHTAX OpraHu3alunu

®opmupoBaHre TpeOOBaHMH K PAa3TPaHUYCHUIO YPOBHEW IOCTyIa
paOOTHUKOB OpraHM3allud K JOKyMEHTaM M HUHQOpManuu B
COOTBETCTBHUH C BBIOIHACMBIMH UMHU (PYHKIUSIMH

Obecrieuenne J0CTymna K JOKyMEHTaM U HH()OpMAIK OpraHu3aIiuu

Pazpaborka ¢Gopm mpencraBieHuss HHGOPMANMKM IO  3aIPOCY
PYKOBO/ICTBA OpPraHU3aluH

IToaroroBka OTYETOB M aHAIMTUYECKHX CIIpaBOK PYKOBOJACTBY IIO
BOIIpOoCaM JOKYMCHTAITUOHHOTO obOecreueHus YHOpaBJICHUA

[Touck u mpenocraBieHue UHGOPMAIMU MO JTOKYMEHTAlMOHHOMY
00ecreYeHnIo yrpaBieHHs 110 3arpocaM pabOTHUKOB OpraHU3alun

HeobOxoaumbie
YMEHUS

Paborare ¢ ucTOYHMKAMU HH(OpPMAIMU, BBIABIATH KPUTEPHH €€
OLIEHKH U O0TOOpa B COOTBETCTBUM C 3a/JlaHUSIMH PYKOBOZACTBA
OpraHu3anuu

[TonOupare, cucTeMaTu3upoBaTh M KIaCCU(UIMPOBATH JOKYMEHTHI
10 ONPEICIIEHHBIM KPUTEPHAM

CrpykTypupoBaTh HH(POpPMAIIMIO, BBIACIATH HEOOXOAUMYIO JUIS




paboThl CITY’)KObI JTOKYMEHTAI[THOHHOTO OOCCIICUCHHS YIPaBICHUS
OpraHu3aIu

Odopmiate MHGpOpMALMIO B HAMISAHOM CHCTEMaTH3MPOBAHHOM
BUJIE B COOTBETCTBUM C MPEAbSBIIEMbIMH TpeOOBaHUSAMH K (hopme
npeAcTaBiIeHus HHpopMaIu

PaGorare ¢ o7eKTpOHHBIMH 0Oa3aMu JaHHBIX © CHCTEMaMHU
UIEKTPOHHOI'0 JOKYMEHTO000POTa OpraHn3aluu

Heo0Oxonnmeie
3HAHUA

[TpaBuiia u nopsaok GopMupoBanus 6a3 JaHHBIX OpraHU3aALUU

OcobenHoCTH (DYHKIIMOHUPOBAHUS CIPABOYHO-UH(DOPMAITMOHHBIX H
HH(bOpMaI_[I/IOHHO-HOI/ICKOBBIX CUCTCM OpraHu3anuu

[Mopsimoxk mocTyma K pa3iuyHbBIM KaTeropusM WHGPOpPMaLUU B
OpraHu3aLuu

Crioco0Obl MOJIy4CHUsA HH(bOpMaLIHPI U3 pa3IMYHbIX HCTOYHUKOB

@DopMBI ITpeCTaBIeHUS HHPOPMALIUU U UX OCOOEHHOCTH

[IpaBuna cocraBieHuss u  OoQOPMIEHHS  OTYETOB, 0030pOB,
AQHAJIUTUYECKUX CIIPABOK

Texnomorust  paboTel ¢  JOKYMEHTaMHM ®  HH(pOpManuen
OrpaHUYCHHOIO JOCTYyIIa

Hpyrue
XapaKTepUCTUKU

3.1.6. TpynoBas ¢pyHKuusA

Harmvero OcyuiecTBI€HHE KOHTPOJIS Mpoliecca U YpoBeHb

BAHIe CPOKOB UCITOJIHEHHUSI IOKYMEHTOB B Kon|A/06.6 |(momypoBens) |6
OpraHu3aluu KBaJTM(hUKALIAN

[Ipoucxoxaenue 3auMCTBOBaHO

TPYOBOH (QyHKIIUU

Opurunan | X
W3 OpUTHHAJIA

Kon Perucrpanmonnsrit
OpHUTHHAIA HOMEDP
po¢eCCUOHATBLHOTO
CTaHaapTa

TpynoBbie nelcTBUA

[TocTaHOBKa TOKyMEHTOB M MOPYYEHHH PYKOBOJCTBA OpraHU3alUU
Ha KOHTPOJIb

OpFaHI/I3aHI/IH HCIIOJIHCHUA OJOKYMCHTA OpraHu3anii HECKOJLKUMH
HUCIIOJIHUTECIIIMHU, YCTAHOBKA OUCPEAHOCTU UX MCIIOJTHCHUS

KoHTpons 3TamoB  BBINOJHEHUS  PpELUICHUH WM ONEpalHid,
3a(UKCUPOBAHHBIX B JIOKYyMEHTAX




MOHUTOPUHT XOJla MCIIOJIHEHHSI M CTaTyca JIOKyMEHTa B IpoIecce
paboThl C HUM B OpraHU3aIuU

BCJICHI/IC KOHTPOJIbHBIX 3amuce 00 ornepanuiax, NpoOrU3BCACHHBIX C
JOKYMCHTAaMH B OpraHu3alin

KoppekTrnpoBka CpOKOB UCIIOJIHEHUSI TOKYMEHTOB B OpraHU3alHH1

CHATHE JOKYMEHTOB U IOPYYEHUH pPYKOBOJICTBA OpraHHU3alMH C
KOHTPOJISt

WudpopmupoBanue pykoBOACTBA M IOJATOTOBKA aHAJUTUYECKUX
CIPaBOK O COCTOSHMM  MCIOJHHUTEIBCKOM  TUCUUIUIMHBI B
OpraHu3auu

Heo0Oxonumeble Ornpenenarb UM yCTaHABIMBATh CPOKU UCIIOIHEHHS IOKYMEHTOB
YMEHUS
OcymecTBISITh TOCTAHOBKY Ha KOHTPOJb, CHSITHE C KOHTPOJIS
JIOKYMEHTOB U TIOPYUYEHUI pyKOBOJCTBA
Brocute naHHbIe 0 CpOKaxX U crienn(UKe UCIIONHEHUS JOKYMEHTOB B
KOHTPOJIbHBIE KAPTOTEKH U aBTOMATU3UPOBAHHBIE CUCTEMBI KOHTPOJIS
OpraHu3alu
O06001maTe ¥ aHaTU3UPOBaTh MH(OPMAIIMIO O XOAE M pe3yibTarax
WCITOJIHEHUSI IOKYMEHTOB B OpraHU3aIllluN
Pa3pabarpiBaTh TEpeyHU JOKYMEHTOB OPTaHHW3allUd C THIIOBBIMH
CpPOKaMu UX UCTIOTHEHUS
Heo0Oxonumele [Topsimok  ompeneneHuss CpPOKOB HCIONHEHUS JIOKYMEHTOB B
3HAHUSI OpraHu3aIu
HopmaTtuHbie nmpaBoBble  akThl  Poccuiickoit ~ Denepanuu,
YCTaHABIMBAIOIIINE TUIIOBBIE CPOKH MCTIOTHEHUS JOKYMEHTOB
Metonuku BeAeHUsI CPOKOBOTO KOHTPOJIE M KOHTPOJIS IO CYIIECTBY
perraeMoro Borpoca
[lopsinok BHECEHHMs] PE30NIIOLUN PYKOBOJIUTENS OpraHu3aliu B
pErucTpaoHHy0 GOpMy B TPAAUIIMOHHOM M aBTOMAaTU3UPOBAHHOM
pexumMax
TexHonoruueckue dTanbl pabOTBl C Pa3IMYHBIMH KAaTErOPUSIMHU
JIOKyMEHTOB OpTaHHU3aIuN
[Topsiiok UCTIOTHEHUST JOKYMEHTOB B OpTaHHU3aIluN
YcioBust CHATHS TOKYMEHTA ¢ KOHTPOJISI B OpraHU3aIiH
Hpyrue -
XapaKTEePUCTUKHU

3.1.7. TpynoBast GbyHKIIUS

Hanmeno |Opranusanys onepaTuBHOTO XpaHEHUs
BaHHE JIOKYMEHTOB B OPTaHHU3ALMU U NIEPEIadn (momypoBEHb)

Kox| A/07.6 | Y POBEHP




JeJ1 U1 OCJIEAYIOIEro XpaHEeHUs KBaJTM(hUKALIAN

[Ipoucxoxaenue
TPYZOBOU (QyHKIIUU

3anMCTBOBaHO

Opurunan | X
W3 OpUTHHAJIA

Kon Perucrpanmonnsrit
OpHUTHHAIA HOMED
po¢eCCHOHATBLHOTO
CTaHaapTa

TpynoBbie nelcTBUA

Kontpons (opmupoBanus AJOKyMEHTOB B Jella U OpraHU3alMs UX
XpaHEeHUs B MOJIPa3CICHUSIX OpraHU3alluu

q)OpMI/IpOBaHI/Ie ACJI U OopraHu3alursad UX OINCPATHBHOTO XpPaHCHHSA B
nmoapasaCiICH JOKYMCHTAIIMOHHOI'O obecneyeHns YIIPaBJICHUA

KoHTpoJib cO37aHusl M BEICHUS CIPABOYHO-TIOUCKOBBIX CPEICTB IO
JOKYMEHTaM, XpaHSIIUMCS B MOAPA3ACICHUSIX OpraHW3aIuu
(HOMEHKIIaTypa /e, OITUCH)

CocraBiieHue 1 BCICHUC HOMCHKIIATYPbI ACJI OpraHu3alinun

OO0ecneueHue COXpPaHHOCTHU CO3JaHHBIX B opraHu3anu
OpTraHHU3alIOHHO-PACIIOPAAUTCIIBHBIX AOKYMCHTOB Ha PpPa3iIWYHBIX
HOCHUTCIIAX

KonTpone BblZauu B OMNEPATUBHOE IMOJIb30BAHUE JIOKYMEHTOB
OpraHu3aliy U UX BO3BpaTa

[IpoBenenre HSKCHEPTHU3BI IEHHOCTH JIOKYMEHTOB B  COCTaBe
AKCIIEPTHOU KOMUCCUU OpraHU3aluu

HOI[I‘OTOBK& AOKYMCHTOB I 1Hepeaayud B apXUB WM HaA
YHHUUYTOXCHHUC

HeobOxonumeie
YMCHHUS

Pa3pabarbiBaTh HOMEHKJIATYPY JI€J CTPYKTYPHOTO MOAPA3AEICHUS U
CBOJHYIO HOMEHKJIATypy JIeJ1 OpraHu3aluu

HactpanBare mnapameTpsl pa3ienoB HOMEHKIATYPBl B CHCTEME
3JIEKTPOHHOI'0 JOKYMEHTO000pOTa OpraHu3aIuu

CucremMaTu3upoBaTh ~ JOKYMEHTHl,  (opMupoBarb  Jena B
COOTBETCTBUM C HOMEHKJIATYpOU JieJl OpraHu3aliu

OcylecTBIATh MOUCK JOKYMEHTOB B IIPOLECCE HMX TEKYILEro
XpaHEeHUs! B OpraHu3auu

OcylecTBIITh ~ METOAMYECKOE  PYKOBOJICTBO  OpraHM3alueu
XpaHeHHs  JOKYMEHTOB B  CTPYKTYpPHBIX  IOJpPa3JeJICHUSIX
OpraHM3aliM, OKa3bIBaTh UM IPAKTHUYECKYIO TOMOIIIb

KontponupoBats popMupoBaHue, XpaHEHHE U Tiepeady JeJl B apXUB
OpraHu3aluu

IlogroraBnuBaTh ONUCHU JAOKYMCHTOB, II€pE€aBaCMbIX B apXUB




OpraHu3aIu

HpOBOI[I/ITI) OKCIEPTHU3y LOCHHOCTH OOKYMCHTOB OpraHu3anuu,
ONPCACIIATE CPOKH UX XPAaHCHUA

OO0ecneunBaTh 3alUTy JAOKYMCHTOB OopraHu3anuun OoT
HECAHKIMOHUPOBAHHOI'O AOCTYIIA UJIW YHUYTOXCHUA

HeoOxonnmeie
3HAHUA

3akoHOJIaTEIbHBIE W HOPMAaTUBHbBIC IPAaBOBBIE aKThl Poccuiickoii
Oenepann B 00sacTH pabOTHl ¢ JOKyMEHTalue u uHpopmarme,
aApXUBHOTO JIeNIa

Meroauuecknue TOKyMEHTHI M HallMOHAJIbHbIE CTaHIApThl B 00JIACTH
paboThl ¢ JOKyMeHTaluel 1 nHpopManuei, apXuBHOTO Jiena

[IpaBuna paboThl ¢ JOKYMEHTaMU OpraHU3alllH, YCTAaHOBJICHHBIEC €€
JIOKaJIbHBIMY HOPMATUBHBIMHU aKTaMU

HOpH,I[OK n COACPIKAHUC MpoHCeAyp OpraHudaluu OICPATUBHOI'O
XpaHCHUA OOKYMCHTOB M HMX IIOAIOTOBKHM K II€pCAauc B apXuB
OpraHu3annuu

Metonuka pa3paObOTKH U BEJACHUS HOMEHKJIATYPBI JIEJT OpraHU3alliH,
B TOM YHCJIC B CHCTEME €€ AIIEKTPOHHOTO IOKYMEHTO000pOoTa

[TpaBuiia cuctemaru3anuuu U Kiaccuukanuyu JOKyMEHTOB

Oco0OeHHOCTH XpaHEHUs IEKTPOHHBIX JOKYMEHTOB

Kputepun omnpeneneHusi EHHOCTH JTOKYMEHTOB JJsi MX oTOOpa Ha
JaJbHENIIIee XpaHEHUE WIH YHUUYTOXKCHUE

Hpyrue
XapaKTepUCTUKU

3.2. O60061eHHas TpynoBast pyHKIHA

PyKkoBOACTBO AEATENBHOCTBIO MO
Hanmeno YpoBeHb
JOKYMEHTAIllHOHHOMY 00€CIEYEeHUIO Kog| B 7
BaHUeE o KBaTH(pUKAIIH
YIpaBIICHUS OPTaHU3aIHeH
IIpoucxoxaenue
P . 3auMCTBOBaHO
00001IeHHOM Opurnnan | X
. W3 OpUTHHAIIA
TPyAOBOH pyHKIIMU
Kon Peructparmonssiii
OpHUTHHala HOMED
npo¢eCcCHOHAILHOTO
CTaHjaapTa

Bo3MoxaEbIE
HaMMEHOBaHMSI.
JIOJDKHOCTEH,
npodeccuit

PYKOBO,Z[I/ITGJIB noapasacyICHUs 10 JOKYMCHTAIITUOHHOMY
o0ecIedeHunIo ypaBaeHus (IenapTaMenTa, YIpaBiIeHus, CITyKOBbI,
oTJena)




TpeboBaHus K
00pa3oBaHMIO U
00y4YeHHIO

Beiciiee 00pa3oBaHue - CIELHANIUTET, MATHCTPaTypa
JlononauTENbHOE MTPOdecCHOHANTBHOE 00pa30BaHUE - TPOTPAMMBI
1po(heCCUOHATIBHON MEPENOArOTOBKH MO MPOPHIIO ACATEIbHOCTH

TpeOGoBaHus K ONBITY
MIPaKTHYECKON paboThI

He meHee Tpex JieT B 00:1aCTH IOKYMEHTALMOHHOTO 00eCTIeYeHUs
YIIPABJICHUS

Oco0Oble ycioBHst
JI0IycKa K pabore

Jpyrue XxapakTepucTUKH | -

JlononHUTENbHBIE XapaKTEPUCTUKHU

HaunmenoBanue Kon HanmenoBanue 6a30Boii Ipymibl, 10KHOCTH (podeccun)
JOKyMEHTa WIN CHIEIUATBHOCTH

OK3 1219 VYnpasistromuye GUHAHCOBO-KOHOMUYECKOH 1
aJIMUHUCTPATUBHOM JESITeIbHOCTHIO, HE BXOSIIUE B
JpyTHUE TPYTIIHI

EKC - HauansHuk otaena (0ropo, rpymnmsl) (B IPOMBIIITIEHHOCTH)

OKIIATP 24695 Havanbauk otnena (pruHAHCOBO-I3KOHOMUYECKOTO 1
aJIMUHUCTPATHUBHOTO)

OKCO 032000 JloKyMeHTOBEIEHIE U apXUBOBEICHUE

032001 JIoKyMeHTOBEICHHE U JOKYMEHTAIIMOHHOE 00eCTICUCHHE

yHpaBJIeHUsS

3.2.1. TpynoBas ¢pyHKuusA

Hamvero PykoBOICTBO €STENIBHOCTHIO YpoBeHb
BalHe MOJpa3AeICHHUs 10 JOKYMEHTAIIUOHHOMY Kox|B/01.7 |(momypoBeHb) 7
00eCIeUeHHUI0 YIPABICHIS OPraHu3aluu KB (hUKALIAN
IIpoucxoxaeHue 3auMCTBOBaHO
P AL Opurunan | X
TPyAOBOH (HyHKIIUH W3 OpUTHHAJIA
Kon Perucrpanmonnsrit
OopuruHasa HOMeEp
po¢eCCHOHATBLHOTO
CTaHaapTa
Tpynossie neiictBus | Ompenenenue  meneld, 3agad W QYHKIUH  [OApa3eiIcHUs

JOKYMCHTAIIUOHHOT'O OGCCHG‘-IGHI/DI YHOpaBJICHUA OpraHu3allii U €ro
PabOTHUKOB

PacnpeﬂeneHI/Ie JOJDKHOCTHBIX 00s13aHHOCTEN MCKIY pa6OTHI/IKaMI/I
noapasacyiIcCHud AJOKYMCHTAIIMOHHOTIO obecrieueHus YHOpaBJICHUA
OpraHu3annuunu




Pa3zpaboTka NOJIOXKEHUS O MOAPA3ICICHUN JIOKYMEHTAllMOHHOTO
oOecrieueHHsT  YNpaBIEHUs ~ OpraHU3alMd M JOJDKHOCTHBIX
MHCTPYKLHUH ee pabOTHHKOB

HJ’IaHI/IpOBaHI/IC ACATCIIBHOCTH TOAYMHCHHOI'O IOAPA3JACICHUA C
y4ueToM palrnOHAJIBHOI'O pacnipeaciiCHus pa60T n o0bema
IMPOU3BOACTBCHHBIX 3aaa4 OpraHu3aln

PykoBoncTBO  paGOTHMKAMU MOJYUHEHHOTO MOJpa3ieieHUs M|
KOHTPOJIb UX JEATEIBHOCTH B OpraHU3aluu

[IpoBenenne cCoBMECTHO ¢ PabOOTHUKAMH KaJPOBOTO MOAPA3ACTICHHS
MeponpusITUid 1Mo moadopy MepcoHajia Ha 3aMElIeHHE BaKaHTHBIX
JOJKHOCTEN MOJYMHEHHOTO MOAPa3IeIeHuUs

Opranuzanust 00y4yeHHs W MOBBIIICHUS KBAIU(UKAIIMH paOOTHUKOB
HOYMHEHHOTO TOIPa3/IeTICHNs] OpraHn3aIin

Kontpons coOuroieHust paboTHUKaMU NOJYMHEHHOTO
noapaszieneHus TpeOoBaHUN OXpaHbI TPY/Aa, TPYAOBOH AUCIUTUINHBI,
IPAaBWJI BHYTPEHHEIO TPYAOBOIO pAcloOpsiika M JIOKAJIBHBIX
HOPMAaTUBHBIX AKTOB OPTaHMU3aLUU

Omnpenenenne  MOTPEOHOCTH  MOTYMHEHHOTO  TTONPA3JEICHUS
opranmzaliii B 00OpyIOBaHMHU, MPOrPAMMHOM OOECIEYCHUH,
MaTepUabHBIX, ((UHAHCOBBIX H PeCypcax

[lonroroBka TpEMIOKEHUNH TI0 MOJCPHH3AIMKA pPabodYnx MecT
pabOTHHUKOB TOPA3/EICHUS MO TOKYMEHTAIIMOHHOMY 00€CIIeYeHHIO
YIIpaBIICHUS

Omnpenenenne  3PPEKTUBHOCTH  ACSITEIBHOCTH  MOAYMHEHHOTO
MOJpa3IeeHUs OpraHN3aIuu

HeobOxoaumbie
yYMEHUS

VYcranaBnuBaTth  Kpyr — KOMIETEHUMH W OTBETCTBEHHOCTH
3aMeCTUTENEeH pYKOBOIUTENS U  PaOOTHUKOB  MOJpAa3/eiICHUS
JIOKYMEHTAI[MOHHOTO 00€CTICYeHMsI YIIPABICHUSI OPTaHU3AIHH

Opranu3oBbIBaTh KOJUICKTUBHYIO ¥ HWHAWBUAYAIBHYIO paboTy
pabOTHUKOB MOJYUHEHHOTO MOpa3IeICHIs OpraHu3alun

O06ecneunBath B3aUMOJIENCTBHE MOJIpa3IeICHUS
JIOKYMEHTAI[MOHHOTO 00eCIIeUCHHs YIPABICHHUS CO CTPYKTYPHBIMU
MOJIpa3ICICHUSIMU ¥ JIOJDKHOCTHBIMU JTMIIAMU OpTaHU3aINH

Pa3zpaOatbiBaTh MOJNOXKEHHE O TOAPA3AEICHUUM M JOJDKHOCTHBIE
MHCTPYKIHUU paOOTHUKOB OPTaHU3aLuU

VYcranaBnuBaTh JUISL  KaXIoW  (QYHKIMM pabOTHHKA  CIyXObI
JOKYMEHTAI[MOHHOTO  o0ecledyeHus  yhpaBieHHs  IpaBa U
OTBETCTBEHHOCTh, 00ECIIEUMBAIOLINE KOPPEKTHOE BBIMOJIHEHNUE 3TOU
(GYHKIUM B paMKax J1esTeIbHOCTH OpraHu3auu

[IpuHumate Mepsl 1O YCTPaHEHUIO HEAOCTaTkoB B  pabote
MOJYUHEHHOTO CTPYKTYPHOTO MOJIpa3/ieJIeHHs] OpraHu3alun

[IpoBonuTh TecTUpOBaHME M OLEHKY pPAaOOThl IMOJYMHEHHBIX




pabOTHUKOB B OpraHU3aluu

OpranuzoBbiBaTh ~ 00yuye€HHME W  TOBBIIIEHHE  KBaJIU(DUKALMH
JIEJIONPOU3BOICTBEHHOTO NIEPCOHAIA OpraHNu3aluu

Onpenensars NPUOPUTETHHIE HANIPABICHUS Pa3BUTUS MOAPA3AEICHUS
JOKYMEHTAI[MOHHOTO 00eCTeyeH sl YIIpaBIeHUsI OpraHu3aliu

Pa3pabareiBaTh  Mepbl 1O  MOBBIIIEHUIO  A()PEKTUBHOCTH
ACATCIIBHOCTU pa6OTHI/IKOB IIOJYMHCHHOI'O noapasacjICHUA
OpraHu3aIH

BHeI[pHTB HOBBIC TCXHOJIOTHUM M MCETOAbI pa6OTBI B ACATCIBbHOCTD
MOAYMHCHHOIO MOAPA3ACICHUA OpTraHrU3allnn

Heobxoaumbie
3HAHUSA

CrpykTypa oOpraHuzaluy, €€ MOJApa3feleHUus] U JOJKHOCTH,
3aJIeliCTBOBaHHbIE B MpoOIleccax TOKYMEHTAIlMOHHOTO 00ecredeHus
yIpaBICHUS

OcoOeHHOCTH perIaMEeHTalMu Tpyda paOOTHUKOB MOJYUHEHHOIO
HO/Ipa3eNICHNs] OpraHnu3aIN

3akoHO/aTebHbIE M HOpPMATUBHBIC IpaBOBble akThl Poccuiickoit
@®enepanyu B 061acTu pabOThl C JOKyMEHTalue u uHpopmanuei,
apXHUBHOTO Jeria

Mertoauueckue JOKyMEHThI U HAallMOHAJbHbBIE CTAHAAPTHI B 00JaCTH
paboThI ¢ JOKyMeHTauuel u HHPpopMaluen, apXuBHOTO Jena

[IpaBuna cocrapineHuss U O(QOPMIICHUS JIOKAJIBHBIX HOPMAaTHBHBIX
aKTOB, ONPEACIAIOIMX IIPAaBOBOE IOJOKEHHUE CTPYKTYPHBIX
NoJpa3/ieleHnii 1 paOOTHUKOB OpraHu3aluu

OYHKIMOHATBHOE  HAMOJHEHHWE  JIEATENbHOCTH  Pa3IUYHbIX
pabOTHUKOB W TMOApa3feiieHUus] JTOKyMEHTAIlMOHHOTO O0eCTeueHUs
yIOpaBJIeHUs OPraHu3alliy, a TaKKe NOJYUHEHHBIX €My CTPYKTYp

[IpaBuiia HOpMHUpPOBaHUS Tpyda U pacyeTa SIBOYHOM YHMCICHHOCTU
JIEJIONPOU3BOICTBEHHOTO [IEPCOHAIAa OpraHU3aluu

[IpaBwmita opranu3anuu padoInx MECT paOOTHUKOB OpraHU3aI[uu

TpeboBanus oxpaHbl Tpyna

DopMBbI 1ETONPOU3BOCTBA, ONMPEICIISIONINE OPTaHU3AMI0 PaOOTHI
NOJApa3CICHUs JIOKYMEHTAIIMOHHOTO O0ECIICUCHUsT  yIpPaBJICHUS
OpraHu3aIHH

[IpaBuiia opraHu3alIOHHOTO MTPOEKTUPOBAHUS [T OpTraHU3aLUuU

Metonuku ynpaBieHHUs IEPCOHAIOM OpraHU3aluu

TpynoBoe 3akoHonaTenscTBO Poccuiickoit denepanuu

Hpyrue
XapaKTEPUCTUKU

3.2.2. TpynoBast GyHKITUS




[Ipoucxoxaenue
TPYOBOH (QyHKIIUU

Opranu3zanus pa3paboTKH JTOKAIbHBIX VDOBELL
HanMeHO |HOPMAaTHUBHBIX aKTOB U METOAMYECKHIX p
Kon |B/02.7 | (momypoBeHb) 7
BaHUE JOKYMEHTOB IO IOKyMEHTaIMOHHOMY
KB (UKALIUH
00eCIeUeHHUI0 YIPABICHUS OPraHu3aluu
3auMCTBOBAHO
Opurunan X
W3 OpHUTUHAJIA
Kon Perucrpanmonnsrit
OpHUTHHAIA HOMEDP
po¢eCCUOHATBLHOTO
CTaHaapTa

TpynoBbie nelcTBUA

Onpenenenue HaIpaBJICHUI BHYTpPEHHEHN periaMeHTaluu
JOKYMEHTAI[MOHHOTO 00€CTIEYeHHs! YIIPABICHUS OpraHU3aliH

PykoBoAcTBO  pa3paboOTKOil  JIOKAJIBHBIX  HOPMATHUBHBIX — aKTOB
OpraHu3allii B COOTBETCTBUM C €€ TOJUTHUKOH B  cdepe
JIOKYMEHTAI[MOHHOTO 00€CTIeYeHHsI YIIPABICHUS

OpFaHI/I?;aIII/IfI corjiaCoBaHus, YTBCPIKACHHUA JIOKAJIBHBIX
HOPMATHBHBIX aKTOB OpPraHM3allMd 10 JOKYMEHTAIIHOHHOMY
00€eCTIeueHHIO €€ YITPaBICHUS

Opranuzanus  O3HAKOMJIEHHS.  paOOTHUKOB C  JIOKAJIbHBIMH
HOPMATHBHBIMM  aKTaMM U METOAMYECKUMH  JOKYMEHTaMH
OpraHM3aliy 10 TOKyMEHTALMOHHOMY 00€CIIEUEHHIO €€ YIIPaBICHUS

KoncynsrupoBanne paOOTHMKOB OpraHM3alud IO  BOIPOCaM
IIPUMEHEHUs] JIOKAJIBHBIX HOPMATUBHBIX AaKTOB U HCIIOIb30BaHUsA
METOAMK pabOThI ¢ JOKYMEHTaMH OpraHu3aluu

Opranuzanus paboThl O aKTyalU3allly JOKaJIbHBIX HOPMAaTHBHBIX
aKTOB M METOJMYECKMX  JIOKYMEHTOB  OpraHM3alud 1O
JIOKYMEHTAIIMOHHOMY O00€CIIEUEHHIO €€ YIPaBICHUS

HeoOxoanmeie
YMEHHUS

[IpyMeHATh MpaBOBBIE HOPMBI JJIsi COCTaBICHUS U O(QOPMIICHUS
JIOKaJIbHBIX HOPMATUBHBIX AKTOB OpPTaHHU3aLUU

Pa3pabarbiBaTh  eAMHYIO TOJUTHKY OpraHm3anuu B cdepe
JOKYMEHTAIIHOHHOTO 00ECIICUYCHUS €€ YIPaBICHHS

Opl" AdHHU30BbIBATh ACATCIBHOCTD pa60q1/1x I'pynil I10 IIOATOTOBKE
IMPOCKTOB JIOKAJIbHBIX HOPMATUBHBIX AKTOB OpPraHu3anuu

HHTerpupoBaTh A€I0NPOU3BOACTBEHHBIE IIPOLIECCH] U IPOLELYPHI B
JienoBble (YIpaBlieHYE€CKHE) MPOLECChl OpraHU3aI|H

Otpaxarb y4acTue OTAEIbHBIX pPAOOTHUKOB U  CTPYKTYpPHBIX
NOApa3AeIeHUl  OpraHM3allid B €€  JAEJONPOU3BOJICTBEHHBIX
nporeccax

IIpoBoauTh IIpOLIE Ty PbI paccMOTpeHuUs, KOJIJIEKTUBHOIO
00CYX/IeHHsI, YTBEPXKIECHUS U COIVIACOBAHMSA IPOEKTOB JIOKAJIBHBIX




HOPMATUBHLBIX aKTOB OpraHu3aluun

[IpumeHsaTh  Mepbl, OO0ECHEYMBAIOLINE  BBIIOJHEHHE  BCEMH
paOOTHUKaMHM  OpraHu3aluu  TpeOOBaHUI, 3aKpEeIICHHBIX B
JOKAJIbHBIX ~ HOPMAaTHBHBIX  aKTax IO  JIOKYMEHTAllMOHHOMY
00eCreYeHNIO yIpaBlIeHHs OpraHu3aluu

HeobOxoaumeie
3HAHUA

3aKkoHOATEIbHbIE U HOPMATHUBHBIE NPABOBBIE aKThl Poccuiickoid
®denepanuu, coziepKalme TpeOoBaHUS K OpraHu3auu
JOKYMEHTAI[MOHHOTO 00eCTIeYeH s YIIPABICHUSI OPTaHU3AIHH

Meronuyeckue  AOKYMEHTBHI W HallMOHAJbHBIE  CTaHIApThI,
colepkaimue TPeOOBaHHWS K OpraHU3alUd JOKYMEHTAI[MOHHOTO
obecrieueHus yIpaBIeHHs OpraHu3aluu

TumoBble W TPUMEpPHBIC TMOJIOKEHUS W WHCTPYKIHH B cdepe
JIOKYMEHTAI[MOHHOTO 00ecTIedeH sl YIIPaBICHUS

TpeboBanusi K CTPYKType U COAEPKAHUIO OTAEIbHBIX BHIOB
JIOKaJIbHBIX HOPMAaTUBHBIX aKTOB

[IpaBuiia pa3paboTKu u odopmiieHus JIOKyMEHTALUH,
perIaMeHTUPYIOIEH TOKYMEHTAllMOHHOE OOeCIeYeHue YIpaBIeHUs
B OpraHus3anuu

VYyacTtku paOoThl OApa3IeiaeHHs JOKYMEHTAIIMOHHOTO 00ecTeueHus!
yIOpaBIeHUS OPraHu3aluy U UX (PYHKIIMOHATIHHOE HATIOJTHEHHE

HOpHI[OK O3HAaKOMJICHHUA pa6OTHI/IKOB C JIOKaJIbHBIMHW HOPMATUBHBIMHA
aKTaMU OpraHu3alunu

CocraB cHenuanucToB, YYacTBYIOUIMX B pa3palOTKe IPOEKTOB
JIOKAJIbHBIX HOPMATHUBHBIX aKTOB OPTaHU3AIUN

TpynoBoe 3akoHonmatenbcTBO Poccuiickoit Deneparinu, TpeOGOBaHUS
OXpaHbI Tpyza

Hpyrue
XapaKTEePUCTUKHU

3.2.3. TpynoBas GhyHKIIUA

ITocTpoenue cuctembl VYpoBeHb
Haunmeno
BaHe JIOKYMEHTAI[MOHHOTO 00eCTIeUeHuUs Kon |B/03.7 |(momypoBeHb) 7
yIpaBIeHUs OpraHu3aluu KBaNu(UKaUn
[Ipoucxoxnenue 3auMCTBOBaHO
P A Opurunan | X
TPYIOBOM (DyHKITUU U3 OpUTHHAJIA
Kon PerucrpanoHHsIit
OpUTHHala HOMEDP
npo¢heCcCHOHAIEHOTO

CTaHaapTa




TpynoBsle neNCTBUA

Pa3paboTka moiuTHKH OpraHnu3aluy B 00J1aCTH JOKYMEHTAIMOHHOTO
o0ecrieueHUs e¢ yIpaBICHUS

ConeiicTBue BHEAPEHHMIO CTAaHIApTOB OpraHuM3auuud B chepy
JIOKYMEHTAI[MOHHOTO 00€CTIeYeHHsI €€ YIPaBICHUS

Koopaunarust AesTeIbHOCTH MO CO3JAHUI0O U COBEPIICHCTBOBAHUIO
CHUCTEMBI JIOKyMEHTAlMOHHOTO obecrnieueHus YIpaBJICHUS
OpraHu3aIu

OOGecrieueHre B3aUMOJICUCTBHS TOAPA3/ICICHUN OpPTraHU3allud TIPH
pelleHnr 3ajad B OO0JACTH JOKYMEHTAIIMOHHOTO O0ecleYeHHs e
yIpaBIeHUS

Obecneuenne (YHKIIMOHUPOBAHUS CHCTEMBI JOKYMEHTAIIMOHHOTO
obOecrieueHus yIpaBIeHHUs] OpraHu3aluu

Opranuzanus pabotsl o MOIEP>KAHUIO CHUCTEMBI
JOKYMEHTAI[MOHHOTO OO0eCHeueHusl yMpaBieHUs OpraHu3alid B
aKTyaJIbHOM COCTOSIHUH

BHenpenne COBpeMEHHBIX METOJOB M CpPEACTB  00pabOTKU
UHpOpPMAILMM B paMKax pealu3aldd €IUHON TEXHOJIOTUH CHUCTEMBbI
YIpaBICHUS TOKyMEHTaMU OpraHU3alu

praBJ'IeHI/Ie MMPOCKTaMH JOKYMCHTAIIMOHHOT'O obecrneueHus
YHpaBJICHHUSA OpTaHU3allun

PykoBozcTBO pazpaboTkoii MIaHOB M rpadukoB padOT MO PelIeHHIO
3a/ad  OpraHu3allid B paMKax CHCTEMbl JOKYMEHTAI[MOHHOTO
o0ecriedeHus1 ee ynpaBIeHUs

Onpenenenve (QyHKIUN, BBITOTHSIEMBIX CHCTEMOW 3IEKTPOHHOTO
JIOKYMEHTO00O0POTa OPraHU3alllY, U €€ aKTyalln3alus

Opranusainus KOHCYJIbTHPOBaHHS paOOTHHKOB OpraHU3aI[Md 10
BOTIPOCaM pabOTHI ¢ €¢ JOKYMEHTaMH

Heobxoaumbie
yYMEHUS

AHanM3MpoBaTh MEPEIOBON OTECUECTBEHHBIN M 3apyOe)KHBIA OMBIT B
00JacT! TOKyMEHTAMOHHOTO 00eCTIeueHH s YIIPaBICHHS

OOOCHOBBIBaTh TMOJIOKEHUSI CTPATErMH PA3BUTUSA U TMOJUTUKH
OpraHm3alliii B  OOJIACTH  JIOKYMEHTAI[MOHHOTO  00eCIICUCHHUS
yIpaBJICHUS

[IpoBoguTe aHanmu3 HMHGOPMAIMM O  COCTOSIHUM  CHUCTEMBbI
JIOKYMEHTAI[MOHHOTO 00eCTeueH sl YIIpaBJIeHUsI OpraHu3alu

Brocuts APTYMCHTHUPOBAHHBIC OpraHHu3allMOHHBIC n
TCXHOJOI'MYCCKHUE OpCAJIOKCHUA Io OopraHu3anunu u
COBCPHICHCTBOBAHUIO CHUCTEMBI AOKYMCHTAIIMOHHOI'O obecrneueHus
YHOpaBJICHUA OpTaHU3allun

ObecrieunBaTh B3aUMOICHUCTBUE MOAPA3ACICHUI OpraHu3allul 110
BOIIPOCaM pabOThI C JOKYMEHTaMU

OuenuBatb  A()PEKTUBHOCTh  MPOIECCOB  JOKYMEHTAI[MOHHOTO




obecrieueHrs yIpaBICHHUs OpraHUu3aluu

Onpenenats (YHKIWU, BBIMOTHSIEMBIE CHUCTEMON SJIEKTPOHHOTO
JIOKYMEHTO000POTa OpraHU3alluy, U OTCIICKUBATH €€ aKTyaJIH3aIUio

[IpuHMMaTh perieHus B CIOXKHBIX M CHOPHBIX CUTYallUsSX B paMKax
cBoel mpodeccHoHaTBHON NeATeTFHOCTH

Pemats 3ala4d HOPMATHMBHOI'O MW MCTOAUYCCKOIO obecrneuyeHus
AOKYMCHTAIIUOHHOT'O obecrieucHuUs YHOpaBJICHUA OpraHu3aliun

HeobOxoaumbie
3HAHUSA

3akoHOAATeIbHBIE M HOpPMAaTUBHBIE IPaBOBbIE aKThl Poccuiickoit
denepanyn B chepe JOKyMEHTAILMIOHHOTO 00eCTIeYeHUs yIpaBIeHUs
¥ MH()OPMAITMOHHBIX TEXHOIOTUH

MeTtonauueckne AOKYMEHTBHI M HaIlMOHAJIBHBIC CTAHIAPTHI B cdepe
JIOKyMEHTAITMOHHOTO 00€CTICUeHHs YIIpaBiIeHUS U HHPOPMAIIMOHHBIX
TEXHOJIOT U

JleicTBytOIME MEXKTyHAPOIHBIC CTAHIAPTHI B 00IACTH yIpaBICHUS
JOKyMEHTauuen

[lepenoBoii OTEUECTBEHHBIN OMBIT ¥ HAyYHbIE Pa3pabOTKH B 00JIacTH
UH)OPMAITMOHHOTO u JIOKYMEHTAIlMOHHOTO obecnieueHus
YIPaBICHUS

PbiHOK MH(OpMAIMOHHBIX YCIYyT; CpeiacTBa cOopa, nepenadu u
00paboTKu HHpOpMaLH

[Topsimok pa3paboTku, O(opMIIEHHS, YTBEPKIECHUS U BHEIPECHUS
JIOKAJIbHBIX aKTOB OpraHU3aIlluu

CTpyKTypa U HanpaBJICHUS AESITEIIbHOCTU OpPraHu3aluu

DyHKIMY 1 MOPAIO0K B3aUMOJCUCTBUS MOAPA3EICHUN OpraHu3alun

MeTtoabl NpOEKTUPOBAHUS U IJIAHUPOBAHUS padOT B OpraHU3aluu

[Topsinok pa3paboTKU U yTBEPKACHUS NMEPCHEKTUBHBIX M TEKYLIUX
IUTaHOB pa0OT OpraHu3alu

MGTOI[BI aHaJIn3a Mnoka3arejaei ACATCIIBHOCTH 10
JOKYMCHTAIITUOHHOMY 00ecIeUYeHUIO YHpaBJICHUA OpTraHU3allun

Apyrue
XapaKTePUCTUKU

3.2.4. TpynoBast pyHKLINS

OCYH_IGCTBJ'IeHI/Ie KOHTPOJIA

HaunMeHo |{yHKIMOHUPOBAHUS CUCTEMbI YposeHb
Y p Kon |B/04.7 |(momypoBeHb) 7
BaHHE JOKYMEHTAIIHOHHOTO 00eCIIeueHus
KBaJM(UKaLuu

yIIpaBJICHUS OpraHU3aluN

[Ipoucxoxaenue

Opurunan | X |3auMCTBOBAaHO




TPYZLOBOW (PyHKIIUU

13 OpUTHHAJIA

Kon Perucrpanuonsslii
OpUruHaa HOMED
po¢eCCUOHATBLHOTO
CTaHJapTa

TpynoBsle neiCTBUA

OcymiecTBieHne  KOHTPOJS  BEICHHMs  JEJIONPOU3BOACTBA B
OpraHu3aly B COOTBETCTBUM C YCTAHOBJICHHBIM B HEH IOPSIKOM,
CBOEBPEMEHHOE ITPUHATHE MEP MO MPEAYIPEKACHUIO HAPYLIEHUI

Ocy1iecTBiIeHHe KOHTPOJIS HCIOJHEHUS JIOKAJIBbHBIX HOPMAaTHBHBIX
AKTOB W METOJUYECKHX JOKYMEHTOB [0 JIOKYMEHTAallMUOHHOMY
00eCIeueHnI0 yIpaBIeHUs OpraHu3aluu

Opranuzanus paOOThI MO BBISIBICHUIO HapyIIEHWH B MOATOTOBKE W
00paboTKe JOKYMEHTOB OpraHW3allid, OMpEeAeNieHHe Mep Mo HX
YCTpaHEHUIO

OcyliecTBICHHE  KOHTPOJS  HMCIOJNHHUTENbCKOH  JAMCIUIUTHHBI
pabOTHUKOB OpraHU3aALUU

OcyiecTBienue KOHTPOJIS (YHKIMOHUPOBAHHUS CUCTEMBI
SNMEKTPOHHOTO  JIOKYMEHTOOOOpOTa  OpraHH3aluH u ee
CBOEBPEMEHHOM aKTyaJIM3aluu

OcymiecTBieHre KOHTPOJIS (OpMUpOBaHHS €1 W OpraHU3aluu
OTIEpaTHBHOTO XpaHEHHs IOKyMEHTOB B OPraHU3alluN

Hcnonnenue (I)yHKI_[I/II\/'I 3aMCCTUTCIIL  TPCACCAATCIIA 3KCHCpTHOI>i
KOMHCCHH OpraHru3alnunu

Opranu3anys ¥ MPOBEJICHUE TPOBEPOK NEATEILHOCTH CTPYKTYPHBIX
HOI[paE}I[eJIeHHﬁ opranmM3anyu 10 BOIpOCaM JOKYMCHTAIIMOHHOTO
obecrieueHus yIpaBICHHs

MOHUTOPUHT  pE3yNbTaTOB peHIeHHs 3aJad OpraHu3alud 10
BOTIPOCaM JIOKYMEHTAI[MOHHOTO O0ECIeUCHHs YTPABJICHUS, aHAIU3
JTAHHBIX MOHUTOPHUHTA

KOHTpOJ'H) CBOCBPEMCHHOI'0 YCTpAaHCHHA HCIOCTATKOB B pa60Te C
JOKYMCHTAaMH OpraHu3anuu

Onpenenenue 3¢ dexkTuBHOCTH MEpONPUATHIA 1o
COBEpPILEHCTBOBAHUIO CHCTEMBbl JIOKYMEHTALIMOHHOIO O0eCIeuyeHus
YIIpaBJICHUS OpraHU3aluu

HeobOxoanMmeie
YMEHHUS

OGecrnieunBath (HOPMHPOBAHUE M COXPAHHOCTH JOKYMEHTAIBHOTO
(doHIa opraHU3alny B COOTBETCTBUHU C TPEOOBAaHUSIMU HOPMATHBHBIX
IpaBOBbIX  akTOB  Poccuiickor  ®enepaumu M JIOKaJbHBIX
HOpPMAaTHUBHBIX aKTOB

Bnocurs apryMEHTUPOBAHHbBIE OpraHU3alMOHHbIE u
TEXHOJIOTUYECKHUE MIPEIIOKEHNS o OpraHu3auu u
COBEpPILEHCTBOBAHUIO CHCTEMBI JTOKYMEHTALIMOHHOTO O0€CTeuYeHus
YIIPaBJICHNS OpraHU3aluN




IlpencraBnsaTte  pe3ynbrarbl  KOHTPOJIBHOW — JESATEIBHOCTH IO
BOMNPOCaM JOKYMEHTAIIMOHHOTO 00eCTeUeH sl YIIPaBlIEHUS B OTUETaX
OpraHu3aluu

Oprann3oBbIBaTh padboTy MO cOOPY M CHCTEMaTHU3alluu CBEACHHM O
MONIOKEHUH Jen B cdepe AOKYMEHTAIIMOHHOTO 0OecredeHus
YIIPaBJICHUS OpraHu3aIu, OCYIIECTBIIATH PYKOBOJICTBO
3¢ (EeKTUBHBIM HCTIONIB30BAHUEM JAHHBIX CBEJICHUH U €ro KOHTPOJIb

Opl" AHU30BbIBAThb CHCTCM&THSHpOBaHHBIﬁ YUceT, XpaHCHHUC
JIOKAJIbHBIX HOPMATHBHBIX AKTOB OpraHu3alnuyu 10 BOIIpOoCaM
I/IH(I)OpMaI_[I/IOHHOFO n JOKYMCHTAIIMOHHOT'O obecrieueHuUs

YHpaBJICHHUA U BHCCCHUC B HUX IPHUHATBIX N3MEHEeHU

CBoeBpeMeHHO HHGOPMUPOBaTH 00 U3MEHEHHUSIX B JIOKAJIbHBIX
HOPMAaTHBHBIX aKTaxX PYKOBOAUTENICH M paOOTHUKOB MOJpa3/eIeHui
OpraHu3au

[IpuHUMATh pEIIeHUs ¢ YIETOM KOHKPETHOW CHTYaIlUH M0 BOTIPOCAM,
BO3HUKAIOIIMM B  XOAE€  KOHTPOJIBHOM M  AHAJIUTUYECKOU
JNeATeTbHOCTH B cdepe  JOKYMEHTAIIMOHHOTO  00€CTICUeHUS
YIpaBJICHUS OpraHU3aluu

Heobxoaumbie
3HAHUSA

3akoHOAaTeIbHBIE M HOpPMAaTUBHbIE IpaBOBbIE aKThl Poccuiickoit
®denepanyn B chepe JOKyMEHTALMIOHHOTO 00eCTIedeHUs yIpaBIeHUs
¥ MH()OPMAIIMOHHBIX TEXHOIOTUH

Meronuyeckne TOKyMEHThl W HAIlMOHAJIBHBIC CTaHAApTHI B cdepe
JIOKYMEHTAI[MOHHOTO 00ecTiedeH sl yIIpaBieHUs 1 UH(POPMALIMOHHBIX
TEXHOJIOT U

JelicTBytolue MEXIyHApOAHbIE CTaHIAPTHl B 00JIaCTH yMpaBlICHUS
JIOKyMEHTaluen

HpaBI/IJ'IEl OopraHu3anu AOKYMCHTAIIMOHHOTI'O obecrieueHus
yYHpaBJICHHUA B COOTBETCTBUU C JIOKAJIbHBIMHA HOPMATHUBHBIMU aKTaMH
OopraHu3anun

DyHKIMU U NOPAAOK B3aUMOJICUCTBUS MOAPA3AEICHUN OpraHu3alun

Mertonabl aHaiauz3a nokasareien NEeATEIILHOCTHA o
JIOKyMEHTAITMOHHOMY O0€CTICUEHUIO YITPABICHHS

[lpaBuna u MeToasl KOHTPOJS COOMIONEHHMS HOPM B 001acTH
JIOKYMEHTAI[MOHHOTO 00€CTIeYeHHsI YIIPABICHUS

Mertonpl  aHaiM3a  BBHIMOJHEHHS] TMPOTPaMM  OpraHu3alid U
COBEPIICHCTBOBAHUS JOKyMEHTAIIIOHHOTO obecrieueHus
yIpaBJICHUS U OTpeesieHus uX 3(h(HEeKTUBHOCTH

OpFaHI/ISaIII/ISI yucTa, nMopAaaoK U CPOKHU COCTABJICHUA OTUETHOCTH I10
BOIIPpOCaM JOKYMCHTAlTUOHHOTO obecrieucHUs YHpaBJICHUA

MCTO,Z[BI HOPMOKOHTPOJIA npu COCTaBJICHUH AOKYMCHTOB,
OMnpeaAcICHUSA YPOBHA YHI/I(l)I/IKaHI/II/I YHOPaBJICHUCCKUX OJOKYMCHTOB
OopraHu3anun




KpI/ITepI/II/I OCHHOCTHU OOKYMCHTOB JJI UX MCIOJB30BAHHA, XPAHCHUA
HJIN BBIACIICHUSA K YHUYTOXCHHUIO

Hpyrue
XapaKTepUCTHKU

3.2.5. TpynoBas GhyHKIIUS

CoBeplIeHCTBOBAHUE CUCTEMBI VYposeHnn
Hanmeno
BaHIC JIOKYMEHTAI[MOHHOTO 00eCTICUeHuUs Kom | B/05.7 |(mogypoBeHb) 7
yIpaBIeHUs OpraHu3aluu KBaTU(UKaUN
[Ipoucxoxnenue 3anMCTBOBaHO

TPYAOBOH (pyHKIIMK

Opurunan | X

13 OpUTHHAJIA

Kon Perucrpanuonssii
opUruHasa HOMED
npodeccHoHaTbHOTO
cTaHJapTa

TpynoBsle NeNCTBUA

OnpeneneHre  BO3MOXHOCTEW ~ MPUMEHEHHMS  COBPEMEHHBIX
UHQOPMAIIMOHHBIX TEXHOJOTHMM B cdepe JTOKyMEHTAIlMOHHOIO
oOecrieueHrs yOpaBICHUS OpraHMW3allid Ha OCHOBE H3YyYEHHUS
TEHJICHIINH UX Pa3BUTHUSA

ObocHOBaHME HEOOXOIMMOCTH  COBEPUICHCTBOBAHUS ~ CHUCTEMBbI
JOKYMEHTAI[MOHHOTO 00eCTeyeH sl yIpaBJIeHUsl OpraHu3aliu

OnpeneneHve HampaBI€HUH pa3BUTHS U COBEPILEHCTBOBAHMS
CHUCTEMBI JIOKyMEHTalMOHHOTO obecrnieueHust YIIpaBJICHUS
OpraHu3au

OnpeneneHne Mep MO YCTPAaHCHUIO BBISBICHHBIX H3BSHOB CHCTEMBI
JOKYMEHTAI[HOHHOTO OOECTeYCHUsI YNpaBJICHUs, JEHCTBYIOIIEH B
OpraHu3anyuu

Onpenenenne  Mep MO ONTHMH3AIUU  YIPABICHYECKOTO
JIOKyMEHTO000pOTa OpraHu3aluu

Pa3pabotka METOIUKU COBEpLIEHCTBOBAHUS CUCTEMBbI
JIOKYMEHTAIL[MOHHOT'O 00eCIIeueHus YIIPaBICHUs OpraHU3aliu

[TogrotoBka makera JOKYMEHTOB, COINPOBOXJIAIOIIMX IPOLECC
pa3pa60TKI/1, BHCAPCHUA W HCIIOJIB30BaHUA CUCTEMBI J3JICKTPOHHOTI'O
JIOKYMEHTO000pOTa OpraHuzaluu B cdepe TOKYMEHTAHOHHOTO
o0ecrieueHus ee yrpaBlieHuUs

Opranmszanus Tmporecca pa3pabOTKU W BHEAPECHHS CHCTEMBI
SIIEKTPOHHOTO  JOKYMEHTOOOOpOTa  opraHm3amuu B cdepe
JIOKyMEHTAITMOHHOTO 00ECTICUCHUS €€ YITPABICHHS

KOOp,I[I/IHaHI/ISI JACATCIbHOCTU 110 COBEPIICHCTBOBAHHUIO CHCTCMbI
JOKYMCHTAIIMUOHHOT'O obecrieucHuUs YHOpaBJICHUA OpraHru3aliunu




Heo0Oxonumeie
yYMEHUS

AHaIM3UpOBaTH nHpopmaIuio 0 COCTOSTHUH CHUCTEMBI
JIOKYMEHTAI[MOHHOTO 00eCTIeYeH s YIIPaBICHUSI OPraHU3aIHH

Bnocurs apryMEHTUPOBAHHbBIC OpraHu3alOHHbIE u
TEXHOJIOTUYECKHUE MIPENIOKEHUS o OpraHu3auu u
COBEpPILEHCTBOBAHUIO CHCTEMBI JIOKYMEHTALIMOHHOTO O0€CTeueHus
YIIPaBJICHNS OpraHU3aluN

CoCTaBIIATh TEXHHYECKOE 3aJ[aHNEe Ha TIPOCKTHUPOBAHUE M BHEAPEHHUE
CUCTEMBI AIIEKTPOHHOTO JOKYMEHTO000pOTa B cepe
JOKYMEHTAI[MOHHOTO 00eCTieyeH sl yIIpaBJIeHUsl OpraHu3aliu

Bri6upars ONTUMAJIbHYIO CUCTEMY AIIEKTPOHHOTO
JOKYMEHTO000pOTa, OTBEYAIOIIYI0 3a/a4yaM JIOKYMEHTALMOHHOTO
oOecrieueHus yrnpaBieHus] OpraHu3aluu

OO00CHOBBIBaTh HEOOXOAUMOCTh BHEAPEHHS CUCTEMBI 3JICKTPOHHOTO
JTOKYMEHTOOOOpOoTa B cdepy TOKYMEHTAIMOHHOTO OO0eCTIeueHUS
yIpaBJICHUS OpraHu3aIin

Oprasu3oBbIBaTh oOyueHue pabOTHHUKOB OpraHu3alNH
COBPEMEHHBIM MeETOJaM paboThl ¢ JOKyMEHTaMH B cdepe
JIOKYMEHTAI[MOHHOTO 00eCcTIedeH sl YIIPaBICHUS

AKTyaJ'II/ISI/IpOBaTL JIOKAJIbHBIC HOPMATHUBHBLIC AKTbl OpraHHu3alliu C
Y4€TOM BHCAPCHUA COBPEMCHHBIX METOAOB pa6OTI)I C JOKyMCHTaMU1

HeobOxoanMmeie
3HAHUS

3akoHOAaTeIbHbIE M HOpPMAaTHBHBIE IpPaBOBbIE akThl Poccuiickoii
®denepanyn B chepe JOKYMEHTAIIMOHHOTO 00eCIIeUeHUs yIpaBIeHUs
1 UTHPOPMAIIMOHHBIX TEXHOJIOTHI

Meronuyeckne MTOKyMEHThI W HAIMOHAJIBHBIE CTAaHAAPTHI B cdepe
JIOKYMEHTAI[MOHHOTO 00eCTIedeH sl yIIpaBIeHUs 1 MH()OPMALIMOHHBIX
TEXHOJIOT U

JlelicTByrole MEXTyHApOIHbIE CTaHIAPTHl B 00IAaCTU yIpaBiICHUS
JIOKyMEHTaluen

[lepenoBoii OTEYECTBEHHBIN ONBIT U HAyYHBIE pa3pabOTKU B 00IacTu
WH()OPMAITMOHHOTO u JIOKyMEHTAITMOHHOTO oOecneueHus
yIpaBICHUS

Metoasl  TPOEKTHPOBAHUS WM IUIAHUPOBaHHMA  PabOT 1O
COBEPILEHCTBOBAHUIO JIOKyMEHTAllUOHHOTO o0ecrieyeHus
YIIPABJICHNS OpraHU3aluN

CoBpeMeHHbIE  CHCTEMbBI  3JIEKTPOHHOTO  JOKYMEHTO00O0pOTa,
ucrnosib3dyemble B cdepe  JOKYMEHTAlMOHHOIO  OoOecredyeHus
yIpaBJICHUS OpPTraHU3alNH, U UX (YHKIHOHAIHHBIE BOBMOXXHOCTH

Benymue opranumzanuu - pa3paOOTYUKH CHCTEM AIIEKTPOHHOTIO
JIOKYMEHT0000poTa JUIsl cepbl JOKyMEHTAIlMOHHOTO OOeCredeHus
yIOpaBIeHUs OpraHu3alun

PbIHOK WH(OPMAIMOHHBIX YCIyT, cpeicTBa cOopa, mepeiaqyd |
00paboTku MHPOpPMAITIH




Hpyrue -
XapaKTepUCTUKU

3.3. O6006mueHHas TpynoBast PyHKIHA

Hanmeno | YnpasneHne nqokyMmeHTanuein Kox| C YpoBeHb ]
BaHUE OpraHM3alyu KBaJH(PUKALUU
[Ipoucxoxaenue
. 3aMMCTBOBaHO
000011eHHON Opurnnan | X
. U3 OpUrMHAJIa
TPYAOBOH (HyHKIIMH
Kon Perucrpanmonnsiit
OpUTMHaja HOMED
po¢eCCUOHAIEHOTO
CTaHjaapTa

BozmoxHbIe VYrpasisromuii 1oKkyMeHTalnuei
HauMEHOBAHMSI. 3aMecTUTENb PYKOBOJUTEIIS OpraHU3al[|K 110 BOIIpOCcam
JIOJKHOCTEH, yIpaBJIeHUs TOKyYMEHTalueH
npodeccuii
TpeGoBanus k Bricuiee 06pa3oBaHue - CIEHUANINUTET, MAaTUCTPATypa
00pa30BaHHIO U JlononuuTenbHOE podeccuoHanbHOe 00pa30BaHUE - TPOrPAMMBbI
00y4eHUI0 po¢eCcCHOHAIBHON NEPENOATOTOBKH MO MPOPMITIO eI TEIbHOCTH
TpeOGoBanus K ONBITY He meHnee natu et pykoBOAsILICH AEATEIBHOCTH B cepe
IIPAKTUYECKON paboThl | AOKYMEHTAILlMOHHOTO 00eCIeueH sl yIpaBJIeHUs] OpraHu3anuei
Oco0Opble yciioBus -
JIOITyCKa K pabote
Jpyrue xapakTepucTUKH | -
JlonoIHUTENNbHBIE XapaKTePUCTUKU

HanmenoBanue Kon HaumenoBaHue 6a30Boi IpyIibl, TOKHOCTH (TIpodeccun)

JIOKYMEHTa WM CIIeHUaIbHOCTH

OK3 1213 PykoBomuTens B o0macTu onpeneneHus MOJIMTUKA U

IJIaHUPOBaHUA ACATCIILHOCTH

OKCO 032000 JloKyMeHTOBEIEHUE U apXUBOBEICHUE
032001 JloKkyMeHTOBeIeHHE U JJOKYMEHTAIIHOHHOE 00ecrieueHne
yTIpaBJICHUS

3.3.1. TpynoBas ¢pyHKuus

Haumeno |Crparernyeckoe ruiaHupOBaHUE U Kon |C/01.8 | YpoBeHb 8




PYKOBOJICTBO ITOCTPOCHUEM €IMHOU
. (mogypoBeHb)
BaHHE CUCTEMBI YIIPaBJICHUS JOKYMEHTAIHeH
KBaTHM(pUKALIUH
OpraHu3aluu
IIpoucxoxaeHue 3auMCTBOBaHO
P KA Opurunan | X
TPYIOBOU (DYyHKITUU W3 OpUTHHAJIA
Kon Perucrpanmonnsrit
OpHUTHHAIA HOMeEp
po¢eCCHOHATBLHOTO
CTaHaapTa

TpynoBbie nelcTBUA

Pa3paboTka cTparerum W TIOJUTHKH OpraHu3anuu B cdepe
YIIPABJICHUS €€ TOKyMEHTalUen

PykoBOACTBO BBIOOPOM ¥ BHEIPEHHEM COBPEMEHHBIX METOJIOB,
CPEICTB M TEXHOJIOTHI 00paboTKK MHPOpPMAIMK U JOKYMEHTAIlUU B
paMKax peanu3anuy €JUHON NOJUTUKY YIPABICHUS JOKYMEHTALUEH
OpraHu3au

anaBneHI/Ie IMIPOCKTOM CO3IaHHA GHHHOﬁ CUCTCMbI YIPABJICHUA
IIOKYMGHTaIII/Ieﬁ opraHuzanu

VYopasnenue — mpoekramMu  (GopMUpOBaHUS ~— HMH(OPMALMOHHO-
CIOpPAaBOYHBIX CHUCTEM M 0a3 JaHHBIX 10 BCEM JOKYMEHTHBIM
cucTeMaM 1 MH(GOPMAIMOHHBIM pecypcaM OpraHu3aluu

anaBneHI/Ie MMPOCKTaMM MOAACPKaHHUA B AKTyaJIbHOM COCTOAHHUH
CHHHOﬁ CUCTCMbI YIPAaBJICHUA ,[[OKyMCHT&LIPICfI opraHusanuu, a
TAaK¥XE BCEX €€ JOKYMCHTHBIX CUCTEM

PykoBoncTBO MpoeKTamMM IO MOJEpPHM3AIMM W ONTUMHU3ALUU
CUCTEMBl  yOpaBIEHUS  JOKYMEHTAIlMel  OpraHu3alud |
MUHUMH3AIUU PUCKOB B 3TOM cepe

HeoOxoanmeie
YMEHHUS

Onpenenarb NPUOPUTETHBIE HANPAaBICHUS Pa3BUTUS  CHCTEMBI
yIpaBIeHUS TOKyMEHTalUel OpraHu3alyu

Pa3zpabatpiBaTh CTpaTeruio W MOJUTHKY OpraHU3alMu B cdepe
yIpaBJIeHUS €€ TOKyMEHTalneH

BBI6I/IpaTL NpOorpaMMHBIC IIPOAYKTHI, UCIIOJIb3YCMbIC B YIIPABJIICHUU
HOKYMGHTaHHGﬁ, U CHCTCMbl KOPHOPATUBHOI'O  J3JICKTPOHHOIO
,I[OKYMGHTOO60pOTa OpraHu3anuu u 00OCHOBEBIBATH BBI60p

Knaccugunuposars HHGOpMAINIO U BBICTpauBaTh HH(HOPMAIIMOHHO-
COpaBOYHble 0a3bl JaHHBIX W  HMH(OPMALMOHHBIE  CHUCTEMBI
OpraHu3aIu

HpOCLII/ITBIBaTL U OHOCHHUBATH IMOTCHHOUAJIBHBIC PUCKU C(bepbl
YHOPpaBJICHUA }IOKYMeHTaHHefI B OpraHusaliv U MpEaoTBpallaTb UX
100 MHWHUMH3UPOBATH

YcraHaBIuBaTh KpPyr KOMIIETEHLIMM PYKOBOAUTENIEH CTPYKTYpPHBIX
HoZpa3ielIeHUii OpraHu3anuy B cepe yrnpaBieHUs TOKyMEHTaluen




BO BBCPCHHBIX UM IIOAPA3ACTICHUAX

YcranaBnuBaTh CpOoKH HCIIOJIHCHUA JOKYMCHTOB BO BCEX
JAOKYMCHTHBIX CUCTCMAaX OpraHu3aliuiu

OpraHu3oBbIBaTh  KOJUIEKTHUBHYIO M HMHIUBUIYaJbHYIO paboTy
pYKOBOIUTENEH CTPYKTYPHBIX MOJIpa3AeieHII opranu3anuu B chepe
YIIPaBJICHUS JOKYMEHTalUeH

VIpaBiasaTe  B3aUMOIEHCTBUEM  CTPYKTYPHBIX  IIOAPA3ACIICHUU
OpraHu3alyu B cepe ynpaBieHHs JOKyMEHTalUueH

W3bIcKMBaTh  peCypechl Il Pa3BUTUS  CHCTEMBl  YIIPaBJICHHUSA
JIOKyMEHTalLUeN OpraHu3aluu

Pa3zpabarpiBaTh Mepbl 1O TOBBIIECHHIO S((EKTUBHOCTH PabOTHI
OpraHu3allii  4epe3  COBEpIICHCTBOBAHUE  YINpaBlICHHUsS €€
JIOKyMEHTalueu

OtcnexxuBaTh U3MEHEHHS] B HOPMaTUBHOW 0aze, periaMeHTUPYIOLIeH
BOIIPOCHI yIpaBiIeHus JoKyMeHTauuel B Poccuiickoii deneparuu

PykoBoauTh BHEOpEHHEM HOBBIX WH(OPMAIMOHHBIX TEXHOJOTHH H
METOJIOB PabOTHI B cepy yrnpaBleHUs TOKyMEHTAIlMENH OpraHu3ain

Boi6upats Buael Hocutenedl uHpopmanuu U (GopmaThl XpaHEHUS
ANIEKTPOHHBIX JOKYMEHTOB, OCHOBBIBAsICh HA LIEHHOCTU JOKYMEHTOB
OpraHM3allK U CPOKAX UX XPAaHEHUS

[IpuHuMaTh pelieHus MO BOINpOCaM YMpaBICHHs JOKyMEHTalheu
OpTaHM3AIMH B CJIOKHBIX U CIIOPHBIX CUTYaIUSIX

Heobxoaumbie
3HAHUSA

CrpyKkTypa opraHu3aliy U €e pyKOBOSIIHIA COCTaB, ero PyHKIUU U
pacripenesieHue 00s3aHHOCTEH

HanpaBnenust ~ gedATenbHOCTH — OpraHu3aunuu,  (QYHKIMH — ee
CTPYKTYPHBIX TOJpAa3eNeHH, Crieu(uKa UX JEATEIHHOCTH H €e
JIOKYMEHTAI[MOHHOTO 00ecTeueHus

OYHKINH U TOPSATOK B3aUMOJCHCTBUS MOAPA3ICICHUN OpraHu3aliu

3aKkoHOAATEIbHbIE U HOPMATHMBHBIE NPABOBBIE aKThl Poccuiickoii
®denepanuu, UCTIOIB3yEMBIE B cepe YIpaBICHHs JOKyMEHTAIUueH, a
Takke B cepe OCHOBHOMU AESITETFHOCTH OpraHU3aIlluu

Meronuyeckue  AOKYMEHTBI W HalMOHAJbHBIE  CTaHIApTHI,
WCITIOJIb3yeMbIe B c(hepe ympaBlieHUs TOKyMEHTAIlMEH OpraHu3aiu

MexayHaponusle ©  3apyOeXHbIE CTaHAApPThl, CHEHUPHUKALIH,
TEXHUYECKUE OTYEThl 1O  YIPaBICHUIO JIOKyMEHTalUuel H
MH(GOPMAIIMOHHBIM TEXHOJIOTHSIM, UCIIOJIb3YEMbIM B YIIPaBJICHUN

[TepenoBoii oTeueCTBEHHBIN, 3apyOCKHBIN U MEXIYHAPOIHBIN OTIBIT
U Hay4HbIe pa3padoTKu B cepe ynpaBiIeHUs JOKyMEHTalnen

[IpaBuna mocTtpoeHuss ©  (YHKIMOHMPOBAHUS BCEX CHCTEM
JOKYMEHTAIlUM OpraHu3aluy; cneruduka ¢(yHKIHMOHUPOBAHUS U




IMPUMCHCHUA Ka)KIIOfI U3 HUX

[IpaBmiia U MeTOIbl TOCTPOECHMSI HHPOPMAIIMOHHO-CIIPABOYHBIX
CHCTEM OpraHHu3alluH, BKIIoYast 6a3bl JAHHBIX

PoiHOK  MH(OpPMALMOHHBIX U TENIEKOMMYHHKAIIMOHHBIX  YCIYT,
MPENOCTABIAEMBIX Chepe ypaBieHUs JOKyMEHTaIueH

[IporpamMmMHBIE  TPOAYKTBL,  HCIOIB3yEMbIE B  YIPABICHUH
JOKyMEHTAIMeH, 1 CUCTEMbI KOPIIOPATUBHOTO JIOKYMEHTOO000pOTa

Bunst HocuTeneit nadopmaruy u crieuduka UxX MpUMEHEHHS

Metonpl TMPOEKTUPOBAaHHMA M IUIAHUPOBAaHUS pPabOT, a TaKxke
METO/O0JIOTHSI OPraHU3aLHOHHOTO IIPOEKTUPOBAHUS

HOpH,I[OK pa3pa60TKH N YTBCPKACHUSA TCPCICKTUBHBIX W TCKYIIHUX
I1JIAaHOB pa60T opraHu3anyru, a TAKXKC MMOPAAOK IOATOTOBKHU OTYCTOB
00 UX UCHOJIHEHUH

Meronsl  aHanM3a MOKa3aTesed IEATEIbHOCTH IO  BOIPOCaM
YIPaBJICHHS JOKYMEHTAllMEeW OpraHu3aluu

TexHOJIIOrMM ¥ METO/BI YIPABICHUS IIEPCOHATIOM OpTraHU3aNN

Hpyrue
XapaKTEePUCTUKU

3.3.2. TpynoBast pyHK1IHS

VYnpasneHnue pa3paboTKON JTOKaIbHBIX VpoBetp
HammeHo |HOpPMaTHBHBIX aKTOB OpraHU3AIMH MO
p p Kon |C/02.8 | (momypoBeHb) 8
BaHUE BOIIPOCaM yTpaBJICHHUS €€
N KBaJM(UKaLuu
JTOKyMEHTaIen
[Ipoucxoxnenue 3auMCTBOBaHO
P KA Opurunan | X
TPYIOBOU (DYHKITUU U3 OpUTMHANIA
Kon Perucrpanmonnsrit
OpUTHHAIA HOMED
npodeccuoHanbHOro
CTaHaapTa

TpynoBbie nercTBUA

PykoBonicTBO pa3paboTKoil U BHEAPEHHUEM JIOKAIbHBIX HOPMAaTUBHBIX
AKTOB OpPraHM3alliy 10 YNPABICHUIO TOKyMEHTaluen

PykoBoncTBO  pa3pabOTKOW  METOIMYECKHX  JIOKYMEHTOB  I10
BHEJIPEHUI0O W HCIOJHEHUIO JIOKAJIbHBIX HOPMATHUBHBIX aKTOB
OpraHM3aliy 110 YIIPaBJICHUIO JOKYMEHTAUeH

VYropaBieHne COINIaCOBaHUEM W/WIM YTBEPXKIECHHEM JIOKAIbHBIX
HOPMAaTHBHBIX AKTOB M METOIUYECKUX JIOKYMEHTOB OpraHM3aluH,
UCIIOJIB3YEMBIX B YIIPABICHUU JOKYMEHTALMEN




PykoBOACTBO pa3pabOTKO#l JIOKAJIBHBIX HOPMATHUBHBIX AaKTOB U
METOIMYECKUX  JOKYMEHTOB  OpraHM3aluud [0  BOIPOCaM
OpraHu3aly XpaHEHHs, 00ECTICYCHUsI COXPAHHOCTH, UCTIOIb30BaAHMS
U YHUUTOXKEHUS IOKYMEHTOB €€ JOKYMEHTaJIbHOTO (hOHa

PykoBoncTBOo  mocTpoeHHeM — HMH(GOPMALMOHHO-TIPABOBOW  0a3bl
JAHHBIX OpraHu3alun

PyxoBoacTBo CBOEBPEMEHHOM aKTyajau3anuen JIOKAJTbHBIX
HOPMAaTUBHBIX aKTOB OPraHU3allMH, HCIOJb3YyEMbIX B YIPaBICHUU
JIOKyMEHTaluen

Pa3zpaboTka Mep 1o npeaoTBpallCHUI0 UM MUHUMH3ALUU PUCKOB,
CBSA3aHHBIX C HECOBEPIIEHCTBOM JIOKAJIbHBIX HOPMATUBHBIX AKTOB IO
YIOPaBICHUIO JOKyMEHTAlUENH OpraHu3aliu

KoHcynpTpoBaHHe pYKOBOJCTBA OpraHM3allMM IO  BOIPOCAM
NPUMEHEHUsI JIOKAJIbHBIX HOPMATHBHBIX aKTOB OpraHU3alllu,
HCIOJIb3yEeMbIX B YIPaBICHUH JOKYMEHTAIUEH

Heo0Oxonnmeie
YMEHHUS

PykoBoaute  pa3pa®oTkoil  €AMHOM  MOJUTUKM  yHpaBJIECHUS
JIOKyMEHTaleN OpraHu3aliu

YOpaBiaTh NPOCKTaAaMH  Pa3paOOTKH/aKTyaTH3aIMl  JIOKAJThHBIX
HOPMAaTUBHBIX aKTOB OpPraHM3allid, UCIOJIb3YEMbIX B YIPABICHHUU
JIOKyMEHTalueu

[IpyMeHATh TpPaBOBbIE HOPMBI MpPH COCTABICHUU M OQOPMIICHUU
JIOKaJIbHBIX HOPMATHUBHBIX AKTOB OpPraHU3AlMH, HCIOIb3YEMBIX B
YIPABJICHUH TOKyMEHTAMEN

PykoBomuTe  mpomeccaMum M KOHTPOJMPOBATh  MPOLEAYPHI
YIIPaBJICHUS JOKYMEHTAllUEeW OpraHu3aluu

Brnaners nH(pOpMAMOHHBIMH TEXHOJOTUSMH, UCIOIb3YEeMbIMH TPU
HOCTPOEHUH HH(OPMALIMOHHO-IIPABOBOM 0a3bl JaHHBIX OpraHU3aLUU

VYopaBisTe MpoLEAypaMU PACCMOTPEHHS, YTBEPKACHUS W/WIH
COMIACOBAHMUSI  MPOEKTOB  JIOKAJIbHBIX  HOPMATHUBHBIX  aKTOB
OpraHM3aIlK, UCIIOJIb3yEMbIX B YIPAaBICHUH TOKYMEHTAIUuEH

PYKOBOI[I/ITB aKTyaJ'IPIBaLIHefI JIOKAJIbHBIX HOPMATHUBHBLIX aKTOB
opranu3anyvi C€ Y4YC€TOM BHCAPCHUA KOpHOpaTHBHOﬁ CHCTCMBI
QJICKTPOHHOI'O ,Z[OKYMeHTOO60pOTa

OneHuBarh yyacTue pyKOBOIUTENEH CTPYKTYPHBIX MOJIpa3ielieHuil B
mpolieccax yrpaBieHHUs JOKYMEHTAIMEH OpraHu3aluu

VYcraHaBnuBaTh Ui KaXJAOIO  PYKOBOAMTENS  CTPYKTYPHOTO
MOJApa3feJICHUs]  OpraHu3alMyM  IpaBa U OTBETCTBEHHOCTb,
o0ecreunBaoIIie BBITOJHEHHE UX (QYHKIMA B KOPIOPAaTUBHOU
CUCTEME YIPABIICHUs TOKyMEHTALMEH OpraHu3aun

IIpocunTsIBaTE BO3MOXHBIE PUCKH, CBA3aHHBIE C HECOBEPIICHCTBOM
KOPIOpPaTUBHOW HOPMAaTMBHOW 0a3bl OpraHM3allvy IO YIPaBICHUIO
JOKyMEHTalUeN, U IPEeJOTBpaIlaTh UX




[oBbImaTe APPEKTUBHOCTh CHCTEMBI YNPABICHUS IOKyMEHTAIHen
OpraHu3aly B LEIOM M OTHCIBbHBIX CUCTEM JOKyMEHTAlUU
OpraHu3aly B YaCTHOCTH IIyTEM COBEPILICHCTBOBAHHUS JIOKAJIbHBIX
HOPMAaTUBHBIX AKTOB

PykoBoauth (hopMHUpOBaHHEM U HCIOJNB30BAHUEM JOKYMEHTAIBHOTO
dboHma OpraHu3allid B COOTBETCTBHHM C TPEOOBAHUSAMH TMPABOBBIX
HOpPMaTUBHBIX akTOB Poccuiickoii denepanuu U €€ JIOKAJIbHBIX
HOPMaTUBHBIX aKTOB

HeobOxonnmeie
3HAHUS

3akoHOAaTeIbHbIE M HOpPMAaTHBHBIE IpaBOBbIE akKThl Poccuiickoit
®denepanuy, coleprkalue TpeOoBaHUs K  YIPaBIECHUIO
JIOKyMEHTaluen

Mertonnyeckne  OOKYMEHTBI M HALMOHAJIBHBIE  CTaHIAPTHI,
cozieprkalye TpeOOBaHMs K YIPABICHHUIO TOKyMEHTaleH

MexayHapoaHble CTaHAapThl, CHeUM(UKAIMM W TEXHUYECKUE
OTYETHI, UCTIONb3YeMBbIE B c(hepe yIrpaBlieHUs: JOKyMEHTaIeH

TpeboBaHusl K CTPYKTYpe U COAEPIKAHUIO BCEX BHJIOB HOPMATUBHBIX
AKTOB, UCIIOJIb3YEMbIX B OPTaHHU3AIUU

[IpaBuna u mopsaoK cocTaBieHUsi, O(pOpMIICHUS, YTBEPKICHUS U
BHEJIPEHHUS JIOKAJIbHBIX HOPMATUBHBIX aKTOB OpraHU3aluu

[TpaBuna pa3paboTKu u odopmieHus JIOKYMEHTall1H,
perIaMeHTUPYIOLIEH BCEe aCTIEKThI 1€ATEIbHOCTH OpraHU3aIH

OYHKIMOHAJIBHOE  HAMOJHEHHWE  JEATEIBbHOCTH  CTPYKTYPHBIX
MOJPA3JCIICHU OpraHU3alyd W HCIIOJIb3YyEMblE B HHUX CHUCTEMBI
JIOKyMEHTALUN

CocraB pyKOBOAWTENEH, OTBEYAIOIIMX 32 CHUCTEMBI JOKYMEHTALUU
OpraHM3aIK B paMKaxX CBOMX HAMpPaBICHUH IEATEIHHOCTH

OcHOBHEBIE I/IHq)OpMaL[I/IOHHBIe TCXHOJIOTUH, UCIOJIb3YyEMbBIC IIPpU
MOCTPOCHUH WH()OPMAITMOHHO-CITPABOYHOMN cUCTEeMBI (0a3bl TAaHHBIX )
OpTaHM3aINH, COJEPKAIICH ee JIOKaTbHbIe HOPMATUBHBIE aKThI

NubopmanimoHHO-TIpaBOBbIe  0a3bl  JAHHBIX, HCIIOJIB3yeMbIe B
Poccuiickoit @eneparuu

TpeboBanus oxpaHbl Tpyna

Hpyrue
XapaKTepUCTHKU

3.3.3. TpynoBas GhyHKIUS

praBJIeHI/IG ACATCIIBHOCTBIO I10

HanMeHo | KOHTPOITIO PyHKIIMOHUPOBAHHS BCEX YpOBeHb
p y P Kom | C/03.8 | (momxypoBeHb) 8
BaHUE CHCTEM JIOKYMEHTAIIUU OpPraHU3allui 1 e
KBaTM(PUKALIUH

KOPIIOPAaTUBHOTO JIOKYMEHTOO00pOTa




[Ipoucxoxnenue
TPyAOBOM pyHKIMU

3anMCTBOBaHO

Opurunan | X
U3 OpUrMHAJIa
Kon Perucrpanuonssii
OpUTHHala HOMED
npodeccruoHanbHOTO
CTaHjaapTa

TpynoBble nencTBUsA

VYnpaBieHue AesTeIbHOCTBIO 110 KOHTPOJIIO COOMIOACHHS BEIOPaHHBIX
TEXHOJIOTUA paboThl C JOKyMEHTaMH OpraHu3allid B pamKax
KOPIIOPAaTUBHOM CHUCTEMBI YIPABICHUSA NOKYMEHTAMU U OTAEIBHBIX
CHUCTEM JOKYMEHTAIUU OpraHU3alin

PykoBOACTBO  JESTENBHOCTBIO IO  KOHTPOJIO  COONIOACHUS
TpeOOBaHMI K COCTaBICHUI0O U  OG(OPMIICHUIO JIOKYMEHTOB
OpPraHM3alUK KaKk B paMKaX KOPIOPATHBHOM CHCTEMBI YIpPaBICHHS
JOKyMEHTAIlell  OpraHuM3alud, TaK W  OTACIbHBIX CHCTEM
JOKyMEHTAIH OPTaHU3aLUH

VrpaBineHue MNpOeKTaMH ONTHUMHU3ALUMM COCTaBa JOKYMEHTOB U
KOPIIOPAaTUBHOTO JOKYMEHTOOOOpOTa OpPraHM3alUU U KOHTPOJIb HX
peanu3anuu

PYKOBOI[CTBO ACATCIIbBHOCTBIO I1I0 KOHTPOJIIO (bYHKL[I/IOHI/IpOBaHI/IH
CUCTEM  AJIMHUHHUCTPATHUBHOTO W  KOPIIOPATMBHOTO  YIPABJICHUA
OpraHu3annuunu

VYhpaBneHue  CUCTEMOW  KOHTPOJS  WCIONHEHHUS  MOpY4YeHUI
PYKOBOJICTBA OPTaHU3aLIMU U COOJTIOICHHS CPOKOB X UCTIOTHEHUS

PykoBOmCTBO  J€ATETBRHOCTBIO TIO  KOHTPOJO  3(P(HEKTHBHOTO
(GYHKIIMOHUPOBAHUS ~ KOPIIOPATUBHOM  CUCTEMBI  3JIEKTPOHHOTO
JIOKyMEHTO000pOTa OpraHu3aIuu

PykoBoacTBO — A€SATENBHOCTHIO IO  KOHTPOJK — HCIHOJIb30BaHUS
UH(POPMAITMOHHO-TIPABOBOM 0a3bl TaHHBIX OPraHU3ALNH

PykoBOACTBO AESATENLHOCTHIO MO KOHTPOJIO MPOLIECCOB pa3paboTKu
U BHEJPCHUS JIOKATBHBIX CHCTEM JIEKTPOHHOTO JOKYMEHTOOOOpOTa
Mo BCCM HaNpaBJICHUAM [JCATCIBHOCTU OpPraHU3aluyd, BKJIOYasd
BBIOOP ATHX CUCTEM U OpraHu3aIuu-pa3padoTInKa

PYKOBOI[CTBO ACATCIIBHOCTBIO IO KOHTPOJIFO COBMECTUMOCTHU BCEX
CUCTEM JBJICKTPOHHOI'O IIOKYMGHTOOGOPOTa OopraHu3anuun

PYKOBOHCTBO ACATCIIBHOCTBIO IO KOHTPOJIIO SKCILTyaTalluhd BCEX
CUCTEM OJJICKTPOHHOI'O ,I[OKy'MeHTOO60pOTa OpraHu3aiuu, BKIIHO4as
BOIIPOCHI obOecrieueHus COXpaHHOCTH JOKYMCHTOB B 3THX CHUCTCMAX,
HUX AYyTCHTHYHOCTHU, JOCTOBECPHOCTH U HAACIKHOCTHU

P YKOBOACTBO JACATCIBHOCTBIO IIO0 KOHTPOJIIO (bYHKI_[I/IOHI/IpOBaHI/IH
CUCTCMbl XpPaHCHHUA OOKYMCHTAJIBHOI'O (1)0HZ[a opranu3anvu, €ro
COXPaHHOCTHU M UCITIOJIb30BaHHA

HeobOxonnmeie
YMEHHUS

VYopaBisATe NpoekTamMu 1o cOopy, aHauu3y, CUCTEMaTU3aluu U
UCIIOJb30BAaHUIO  CBEJEHUI 00 ympaBiIeHMM JOKyMEHTalHueu




OopraHu3alr U KOHTPOJIMPOBATH UX HUCIIOJIB30BAHUC

IIpencraBisiTh  pe3yabTaThl  KOHTPOJBHOM WM AHAIUTHYECKOH
JIEATENIbHOCTA [0  BONPOCaM  YINPABIECHUS  JTOKYMEHTaUUEH
PYKOBOAMTEIIO OPraHU3aLUN

Bectn ydyer u3MeHEHHI B 3aKOHONATEIbHBIX U HOPMATHBHBIX aKTax
Poccuiickoit ®@enepanuu 1o BOIPOCaM yIIPaBICHUSA JOKYMEHTALUEH
U KOHTPOJIMPOBaTb CBOEBPEMEHHOCTh BHECEHUS HW3MEHEHUH B
JIOKaJIbHbIE HOPMATHBHBIE aKThl OpPraHU3alMM 110 YIIPABICHUIO
JIOKyMEHTaluen

IIpocunThIBaTh PHUCKH, CBSI3aHHBIE C OpraHU3alded KOHTPOJIA
(YHKIMOHUPOBaHUS CHUCTEMbI KOPIIOPATHMBHOTO JIOKYMEHTOOOOPOTa
B LIEJIOM M OTACJIBHBIX JOKYMEHTHBIX CHCTEM OpraHu3alud, U
IIPEJOTBPAIATh UX

KonTtponupoBaTh 1OCTyn K KOPHIOPaTWBHOM CHUCTEME YIPaBICHUS
JOKYMEHTAME OpraHu3aluu 1 €€ NCII0JIb30BaHUE

[TpuHMMaTh peuIeHus ¢ y4eTOM KOHKPETHOM CUTYyalluH MO BOIIPOCaM,
BO3ZHUKAIOIIUM B XOJe¢ KOHTPOJBHOW JESITENLHOCTH B cdepe
yOpaBiIeHUs TOKyMEHTalluel OpraHu3aiu

Heo0Oxonumeie
3HAHUS

[lpyHuMIBI ¥ METOABI aHamu3a TIoKa3arejel JesTeNbHOCTH,
UCTIOJIB3yeMEbIC B chepe yIpaBICHHS JOKYMEHTAIIUEH OpraHu3anun

[IpaBuna 1 METOABI KOHTPOJISI COOJIOICHUSI TIPAaBUJI U HOPM B cepe
yOpaBIeHUS TOKyMEHTallel OpraHu3aiiu

[IpaBuna u meronsl oOecredeHus COXPAaHHOCTH W HCTOIb30BAHUS
JTIOKyMEHTaJIHHOTO (POH/Ia OpraHU3aIN

TunoBele W HWHAWBHUAYAIbHBIE CPOKHM HCIOJHEHUS MOPYYECHHU
PYKOBOAMTENS OpraHM3alMM 10 JOKyMEHTaM BCEX CHUCTEM
JIOKyMEHTALUU OpraHUu3alnuu

[IporpaMMHBIE NPOIYKTHI, HCIIOJIB3YEMBIE B CHCTEMAX KOHTPOJIA
JeSITeIbHOCTH OpTaHu3aliy B cepe yrnpaBieHHUs JOKyMEHTaluel u
KOHTPOJISI BBIIIOJIHEHUS TOPYYEHHUI pyKOBOAUTEISI OPraHU3aluu

Metononorusi MpOBENECHMs] aHalu3a MPOEKTOB OpraHu3aluu 1o
COBEpUICHCTBOBAHUIO  KOPIIOPATUBHOW  CUCTEMBI  YIpaBJICHUS
JOKYMEHTAIMel opraHu3aluu 1 OMpeaeeHnuto ux 3pPpexTUBHOCTH

Jlpyrue
XapaKTepI/ICTI/IKI/I

3.3.4. TpynoBast GhyHKITUS

praBJ'IeHI/IC MMPOCKTAMH 110 BHCAPCHUTIO

o VYpoBeHb
HanMeHo | KOpIopaTuBHOM CHCTEMBI AJIEKTPOHHOTO
Koz | C/04.8 | (momypoBeHb) 8
BaHUE JOKYMEHTO000pOTa OpraHu3aluy U
KBaTH(UKALIH

pa3paboTKe CTpaTEruy €€ Pa3BUTHUS




[Ipoucxoxnenue 3aMMCTBOBaHO
. Opurunan | X
TPyAOBOM pyHKIMU U3 OpUrMHAJIa
Kon Perucrpanuonssii
OpUTHHala HOMED
po¢eCcCHOHAILHOTO
CTaHJapTa
Tpynoseie neiictBus | MTaunuuposanue BHEJPEHUS KOpIIOpaTUBHOM CUCTEMBI

JJIEKTPOHHOTO  JOKYMEHTOOOOpOTa B OpraHM3ali C Y4YeTOM
MOTEHIIUATHHOH SKOHOMHUYECKOH A((HEKTUBHOCTH U BO3MOXKHBIX
PHCKOB

PykoBOACTBO TIpoOBeeHHEM aHaIHM3a U OLEHKH JOKYMEHTOO0OOpOTa
MO0 BCEM CHCTEMaM JAOKYMEHTAIMH, TOAJICKAIIUM BKIIOYCHUIO B
KOPIIOPAaTUBHYKD  CHUCTEMY  DJIEKTPOHHOTO  JOKYMEHTO0OOpOTa
OpraHu3aIuu

PykoBoncTBO M Opranu3aiiys MoAroTOBKM TEXHUYECKOTO 3a/laHusl Ha
MIPOCKTUPOBAHUE  KOPHOPATUBHOM  CUCTEMBI  3JIEKTPOHHOTO
JOKYMEHTOOOOpOTa B OpraHU3alid C Y4YeTOM MOTCHIHATHHBIX
PHUCKOB

Bb100p KOPIIOPaTUBHON CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000pOTa,
COOTBETCTBYIOIIIEH  3ajauaM  OpraHU3allid, W  OpraHU3aIuu-
pazpaboTunka

PykoBoncTBo  pa3paboTkoif  ypoBHEH JocTyma pyKOBOAMTENEH
CTPYKTYpHBIX TOApA3ICICHU OpraHu3alud K WHPOpPMALUU B
KOPIIOPAaTUBHOM CHCTEME 3JIEKTPOHHOIO JOKYMEHTOO0OpoTa C
Y4ETOM UX IPaB U OTBETCTBEHHOCTH

OneHka  MUJIOTHOTO  BHEIPEHHS]  KOPHOPAaTUBHOM  CHUCTEMBI
3JIEKTPOHHOI'0 TOKYMEHTO000pOTa B OpraHu3aluu

PykoBoACTBO mpueMKOH W MOJHOMACHITA0OHBIM  BHEAPEHHEM
KOPIOPAaTUBHOM CHCTEMbI AJIEKTPOHHOTO JJOKYMEHTOOOOpOTa B
OpraHu3aIu

PykoBozcTBO opranuszanueid 00y4eHus: pyKOBOIUTENIEH CTPYKTYPHBIX
nozpasieieHuil paboTe B KOPIOPATHBHOM CHUCTEME 3JIEKTPOHHOIO
JIOKYMEHT0000pOTa KaK COCTaBHOW 4acTH KOPIOPATHBHOI CHCTEMBI
YIPaBICHUS TOKyMEHTAUE!H OPraHU3aluH

HeoOxoanmeie
YMEHHUS

AHanu3upoBaTb MH()OPMAIMIO O COCTOSHUM CHCTEMBbl YIPAaBICHUS
JIOKyMEHTaLUeN OpraHu3aluu

PykoBOIUTE MPOEKTOM IO COBEPIICHCTBOBAHMIO KOPIIOPATUBHOU
CUCTEMBI YIIPaBJICHUs JOKYMEHTALMEW OpraHu3anuu

PYKOBOI[I/ITB IMPOCKTUPOBAHHUEM KW BHCAPCHUCM KOpHOpaTHBHOﬁ
CHUCTCMBI JJICKTPOHHOT'O I[OKYMGHT0060p0Ta opraHnnu3alnvun

Bri6upaTh onTUMalbHYI0 KOPHOPATUBHYIO CHUCTEMY 3JIEKTPOHHOTO
JIOKYMEHT0000pOTa, OTBEUAIOIIYIO 33/1a4aM OpraHu3aluu




OpraHu3oBbIBaTh oOy4eHune PYKOBOIHTENEH OpraHu3alNx
COBPEMEHHBIM MeToJjaM paboThl C JOKyMEHTaMH, BKJII04as paboTy B
KOPIIOPaTUBHOM  CHUCTEME  DJIEKTPOHHOTO  JOKyMEHTOOOOpoTa
OpraHu3aluu

HeobOxonumeie
3HaAHUA

3aKkoHOATENbHbIE U HOPMATHMBHBIE NPABOBBIE aKThl Poccuiickoii
®denepanuu, UCTONIb3yeMble B cdepe yIpaBieHHUs JOKYMEHTAlUeH 1
WHGOPMAITMOHHBIMH TEXHOJIOTHSIMH YIIPABICHUS

Meronuyeckue  AOKYMEHTBI W HalMOHAJbHbIE  CTaHIApTHI,
UCTIOJIb3yeMble B cdepe  ympaBieHUs  JOKYMEHTallMeW U
UHGOPMAITMOHHBIMH TEXHOJIOTHSIMH YIIPABICHUS

JleiicTByrone MeXIyHApOAHbIE CTaHAAPTHL, CHEUU(UKAIUH U
TEXHUYECKHE OTYeThl, HCIIONb3yeMble B cdepe yOpaBiIeHUs
AIIEKTPOHHOM JOKyMeHTaluel U H(HOPMAIIMOHHBIMH TEXHOJIOTUAMHU
YIIPaBJICHUS

[TepenoBoii OTEUECTBEHHBI W 3apyOC)KHBI OMNBIT W HAy4YHBIC
pa3paboTKu M0 TPEAOTBPAIICHUIO/YCTPAHEHUIO TOTCHIIMATBHBIX
pUCKOB B c(epe ympaBieHHS DSIEKTPOHHOW JIOKyMEHTallueld B
OpraHu3aIu

MeTonpl TUTAHUPOBAHHUS W peanu3aiuu paboTr mo pa3paboTke u
BHEJIPCHUIO KOPIIOPAaTHBHOMN CHCTEMBI ANIEKTPOHHOTO
JIOKyMEHTO00O0pOTa B OpraHU3aluu

CoBpeMeHHbIE KOPIOpPAaTUBHBIE CHUCTEMBI ANEKTPOHHOTO
JOKYMEHTOOOOpOTa, HCMONb3yeMble B cdepe  JesTeIbHOCTH
OpraHu3aIyy, 1 X QyHKIIMOHATHLHBIC BOZMOKHOCTH

PBIHOK NpOrpaMMHBIX MPOIYKTOB, BKIIFOYAsi CUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHT0000pOoTa, U MH()OPMAIIMOHHBIX YCIYT, NPEeI0CTaBIsIEMbIX
10 HANPABJICHUSAM JIEATEIbHOCTH OpraHNU3auu

PbiHOK mporpaMMHBIX NMPOAYKTOB M OpPraHu3allid - pa3paboTuuKH
KOPIOPAaTUBHBIX ~ CHCTEM  JJIEKTPOHHOTO  JOKyMEHTO00OpOTa,
PEIEBAaHTHBIX 3a/1a4aM OpraHU3alHNH

Hpyrue
XapaKTEePUCTUKU

3.3.5. TpynoBast pyHK1HS

[Ipoucxoxaenue
TPYZLOBOU (DyHKIIUU

Crparernueckoe IIaHUPOBAHHUE U VpoBetp
Haumeno KOBOJICTBO IMTOCTPOECHUEM €IUHOM
Py P Kon | C/05.8 | (momypoBeHb) 8
BaHHE CUCTEMBI XpaHEHUS JOKYMEHTAIBHOTO
KBaJM(UKaLuu
(dhoHIa opraHU3aIH
3aMMCTBOBaHO
Opurunan | X
W3 OpUTHHAJIA
Kon Perucrpanmonnsrit

OpuruHaia HOMCP




po¢heCCHOHAILHOTO
craHgapra

TpynoBsle neNCTBUA

Pa3pabotka cTpaTrerum M TOJNMTUKH YNPABICHUS XpaHEHHUEM,
UCTIOJB30BaHUEM M YHUUYTO)KEHHEM TOKYMEHTOB JOKYMEHTaIbHOTO
dboHma OpraHu3anuu

OnpeneneHne TPUOPUTETHBIX HAMPABICHUW Pa3BUTHS CHCTEMBI
XpaHeHUsl JOKYMEHTAIILHOTO (POHa OpraHu3aiuu

PyKoBOJCTBO MPOEKTOM MOCTPOEHUS HMH(POPMALMOHHO-CIIPABOYHON
CHCTEMBI JJIsl XPAHEHUS U UCIIOJIb30BaHUs JOKYMEHTAJIBHOIO (OHIa
OpraHu3anuu

praBJIGHI/Ie MPOCKTAMH COBCPHICHCTBOBAHUA CHUCTCMBI XPAHCHUA
JOKYMCHTHOT'O (bOHI[a opranm3ali, a TakKKE €€ HCIIOJIb30BaHHUA B
pPaMKax ACATCIbHOCTU OpraHU3allunu

VYnpaBieHne MpoeKTaMy BHEAPEHUs WH(POPMALMOHHBIX TEXHOJIOTUI
B CHUCTEMY XPAaHEHMs JOKYMEHTAJIBHOIrOo ()OHJA OPraHM3alMU U €ro
HCITIOJIB30BAHUS B PAMKaXx JEATEIIbHOCTA OpPraHU3aluu

VpaneHue AeATEIbHOCTBIO LIEHTPAJIBHON 3KCIIEPTHOM KOMHCCHU
OpraHu3aluu

HeobOxonnumeie
YMEHHUS

Pa3pabarbiBaTh CTpaTerut0 W TMOJIUTUKY YIPABICHHUS XpaHEHUEM
JOKyMEHTaJIbHOTO (DOHJa OpraHu3alliu, €ro WCIOJb30BaHUSI B
paMKax JeATEeIbHOCTH OpraHU3alliid U YHUUYTOXKEHHUS JOKYMEHTOB C
WCTEKIIUMH CPOKAMU XPaHECHUS

PykoBomuTe mpoekTaMHM  MOJEPHU3ALIMM  CHCTEMBl  XPaHEHUs
JOKYMEHTaJIbHOTO  (pOHHA  OpraHu3aluM, BKIIOYas  POEKTHI
BHEAPEHUSI COBPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOJIOTHI B JAHHYIO
cdepy aesITeTbHOCTH OpraHu3aluu

Hcnons3oBaTh 1EPEIOBOM OTEYECTBEHHBIM, MEXKIYHApPOAHBIA H
3apyOeXKHbIM OIBIT, HAKOIJICHHBIM B chepe opraHU3aluu XpaHEHUs,
oOecriedeHUs] COXPAaHHOCTH, HCIIOJNB30BAHUA W YHHUTOKEHUS
JIOKyMEHTaJIBHOTO (DOH]1a OpraHu3aluu

[IpeaBuneTh, ONEHUBATH U MPEIOTBPAIIATH TOTECHIIMAIHHBIC PUCKH B
C(bepe XpaHCHU:, UCITOJIB30BaHUA U YHUUTOXKCHHA JOKYMCHTAJIBHOTO
dboHma OpraHu3aIun

Knaccudummposars uHPOpMALMIO W PYKOBOAUTH MOCTPOCHHEM
UH(POPMAITMOHHO-CIIPABOYHBIX CUCTEM U 0a3 TaHHBIX OpraHU3alUuU

Heo0Oxonumeie
3HAHUS

3akoHOJaTeIbHbIE M HOpPMAaTUBHbIE IpPaBOBbIE aKThl Poccuiickoit
®denepanyu 1o BOIIPOCAM apXUBHOTIO Jieja

Meroguueckue AOKYMCHTBI W HAIlMOHAJIBHBIC CTAHAAPTHI 110
BOIIpOCaM apXHUBHOTO J€J1a

[lepenoBasi oTeuecTBeHHas M MEXIyHapoJaHasi HOpMaTHBHas 0a3a u
NpakTUKa OpPraHMU3alUU XpaHEHHs, OOECIEYEeHUs] COXPaHHOCTH,
UCIIOJb30BaHUSI M YHUYTOXKEHUS  JIOKyMEHTaJbHOro  (onaa




OpraHu3aIu

[lpaBuna w  MeToABl  CcOCTaBlieHUs, OQOpPMIICHUS,  yueTa,
WCIIONB30BaHUsA, XPAHEHUS W YHHUUTOXKECHUS JIOKYMEHTOB BCEX
CHCTEM JOKYMEHTAIIMN OpTraHU3aluu

[TpaBuiia U MeTOABI KOHTPOJSl cOOMIOneHUsT TpeOOBaHUI U HOPM B
o0JlacT XpaHEHHs M YHUUYTOXKEHHsI JOKyMEHTalbHOTO (hoHIa
OpraHM3alil ¥ TPOBEACHUS SKCIEPTH3bl LIEHHOCTU JOKYMEHTOB
BCEX CUCTEM JIOKyMEHTALUN OpraHU3aluH

Mertonsl npoBeneHHs aHaIn3a YPPEKTUBHOCTH CUCTEMBl XpaHEHUs
JOKyMEHTaIbHOTO (hOHAA OpraHu3aIi, OOOOIICHHUS IOTYyYEHHBIX
pE3yIBTaTOB

MeTtopmonorust TOCTpOCHHsI THPOPMAIIMOHHBIX CUCTEM U 0a3 JaHHBIX
10 JIOKYMEHTaM OpraHH3alud W TpeOOBaHUS K HOPMAaTHBHOMY
obecrniedeHnIo ux (HyHKIIMOHUPOBAHUS

WupopmManmoHHbIE TEXHOJOTHH, HCIIOJIb3yeMble B OpraHH3aluu
XpaHeHHs, OOECIEeYeHUH  COXPAaHHOCTH,  HUCIOJIb30BaHUS U
YHUUYTOXKEHHSI JOKYMEHTAJIBHOTO (DOH/Ia OpraHU3aIiu

Kpurepnn 1eHHOCTH M CPOKM XpPaHEHHs TOKYMEHTOB BCEX CHCTEM
JOKYMEHTAllM OpPTraHMU3allMd W NPUHLMIIBI IPUHATUSA PEIICHUN IO
BOIIPOCY UX JAJIbHEUIIEr0 XPaHECHUs WM YHUYTOXKECHUS

HpI/IHIII/IHI)I H MCTOAbI COBCPHICHCTBOBAHHA CHCTCMbI XPaHCHUSA
JAOKYMCHTAJIbHOI'O (1)OHI[a OopraHu3anuun

Hpyrue
XapaKTepUCTUKU

IV. CBenenus 06 opranuzanusx - pa3paboTyukax
po¢eCCHOHATBFHOTO CTaHAapTa

4.1. OTBeTCTBEHHAs OpraHU3alUsi-pa3padoTUNK

HIT "HanmonansHas accoruarusi OpUCHBIX CIICIIMAIMCTOB U aIMUHUCTPATUBHBIX
pabotHuKOB", ropog MockBa

Jupexrop

XmocHesa JIronmuna [lerpoBHa

4.2. HauMeHOBaHMsI OpraHU3alui-pa3paboTIYMKOB

1 |O0O "Cepsuc ceprudukanuu", ropox Mocksa

2 | 000 "EpazXonguur", ropog Mocksa

3 | 00O "Llentp 3xcneptussl u cepruduranuu’, ropog Mocksa

4 1000 "Kanposoe arenrctBo "CBD-ITEPCOHAJI", ropon Mocksa

5 |Bonrorpazackas ToproBo-IpOMBIIUIEHHAs I1ajiaTa, ropos Boarorpan




6 |OI'BIIOY "Komnemx MU/ Poccun", ropon Mocksa

7 | ®I'bOY BO "Poccuiickuii rocyaapCcTBEHHbI T'yMaHUTapHBIN YHUBEPCUTET", TOPOJL
Mocksa

<1> OOmepoccuiickuii kaccuuKaTop 3aHATHIA.
<2> O0mmepoccuiickmii kiaccu(pukaTop BUIOB IKOHOMHUUECKON JEATEIbHOCTH.

<3> Enunblii KBaMU(DUKAIMOHHBIM CIPABOYHHUK JIOJDKHOCTEH PYKOBOAMTENEH, CIEIUATUCTOB H
CITyXaIIuX.

<4> Oo6mepoccuiickuii kinaccudurarop mnpodeccuit padoUMx, MODKHOCTEH CIyKaluX W TapUHBIX
pa3psiIoB.

<5> OO0mepoccuiickuii KiracCuPpUKaTop CeruaIbHOCTEN 0 00pa30BaHUIO.




