MIHHCTERCTRO TOCTHIA POCCHACKOR SRAEPAIUR

JAPETUCTFHPOBAHO
PerusTpaironnpi N _ié 7
o Bl l  wPA.

MHUHUCTEPCTBO TPYIA Y COITHAS

POCCHIACKOMN ®EJTEPALINH
(Muntpyn Poccun)
IIPUKA3
10 man 2017, N A16H
Mocksa

06 yTBepxaeHHH NpodecCHOHAIBLHOIO CTAHIAPTA
«CneuuajfcT N0 yupaBJ/ieHHIO JOKYMeHTAlHeH opraHa3aiHu»

B cootBerctBHM ¢ IyHKTOM 16 IlpaBun paspaGoTke M yTBepXIEHHS
rpodecCHOHATBHEIX CTaH/AApPTOB, YTBEepXKISHHBIX TIOCTaHOBJICHHEM
IIpaButenscrea Poccuifckoit ®enepaumu ot 22 sHBaps 2013 1. Ne23
(CoGpanue 3akonomarenseTsa Poccmiickoit ®epepanum, 2013, Ne 4, cr. 293;
2014, Ne 39, crt. 5266; 2016, Ne 21, ct. 3002), npu ka3 b Balo:

VTBepauts nprnaraeMslii npodeccHOHaNbHBIH cTaHAaPT «CrennamucT mno
YTIpaBIIeHHIO JOKyMEHTalHel OpraHu3alim».

Munuctp M.A. Tonunux

KOIUA BE

Koueyiuraur oGuier

yOpamjieins genaMu e Hedenona



https://meganorm.ru/list/1-0.htm

VYTBEPXEH
IIpuxazom MunuctepcTBa
TpyZa ¥ CONHANBbHOM 3aIIUTH
Poccuiickoit @enepanun

or« el 2017 . Ne 47641

[TPOOECCUOHAJIBHBI CTAHOAPT

CrenuaJIuCT N0 YOPaBJIeHHIO JOKYMEHTanuell OpraHu3auuu

Pernctpannonssiii HoMep
Conepxanrue
I. OOILIHE CBEAEHHUS....ccrueeereerareresneennnen 1
II. Onmcanne TpyAOBEIX GYHKLHH, BXOZANIMX B NPodeCCHOHANBHEI cTaHmapT (QyHKIHOHANLHAS KapTa
BUJA POGheCCHOHANLHOM AEATEIHHOCTH) 2
III. XapakTepucrika 0606meHHbIX TPYAOBBIX (YHKIHI 4
3.1. O6obmennas TpymoBas ¢yHKkuus «J{okyMeHTanmHMOHHOE oOOecIedeHHEe  YNpaBICHUA
opraHuzauuei» ....... . 4
3.2. O6obmennas TpyzoBadt ¢(yHkuus «PyKOBOACTBO JEATENBHOCTBIO MO HOKYMEHTAMOHHOMY
obecreueHnIo yIpaBaeHHs OpraHu3anueii» 12
3.3. O606mennas TpynoBas GyHKIHA «YIpaBIcHHE TOKYMEHTALHEH OPTAHASALME - ...veerereremrasseress 21
IV. Ceemenns 06 opranmsanusax — pa3paboTunkax mpodheCCHOHANBHOrO CTaHAAPTA 30
1. O6mue cBenenus
Oprasu3anys ¥ OCyImIECTRICHHE IEATENFHOCTH 110 YIPARJICHAIO TOKyMEHTalHel B 07.004
OpraHH3alusIX MOObIX OpraHU3allHOHAO-IPABOBEIX GopM K HOpM COOCTBEHHOCTH
(HaHMeHOBaHHE BHAA NPO(ECCHOHANBHOM NeATENEHOCTH) Kon

OcHoBHAas ek BAAa IpodecCHOHANBHOM AeATeNbHOCTH:

Ob6ecneueHue 3¢ dexTHBHOrO yIpaBIeHns JOKYMEHTalHe! B OpraHA3alHAX ¢ HCHOIb30BAHHEM

COBPEMEHHBIX HHOOPMAITHOHHEIX TEXHOJIOTHH

I'pynna 3ansaTni:

1213 PyxoBomuremn B o6nacTr 1219 Vopasnsmomne GuHAHCOBO-
OIIpeIeNeHNUS NONMTHKH U SKOHOMHYECKOH H aMHHHACTPATHBHOMH
IUIaHUPOBAHHA JESATEHHOCTH JIeATENHHOCTHIO, He BXOJSIHE B

B JIpYTHE TPYIIIEI
2422 CrienuaHCThL B 00JIaCTH - -
TIOJIUTHKHA 8JMHHHCTPHPOBAHHS
(xox OK3") (HauMeHOBaHuE) (xox OK3) (HaAMeHOBaHAE)
OTHeceHHe K BHAaM 3KOHOMHYECKO# eATEIbHOCTH:
82.11 JleATebHOCTD AIMHHECTPATHBHO-X03HCTBeHHAsA KOMILTIEKCHAS O 00ECTICYeHHIO

paboThI OpraHu3anuy
(Kom OKBD]IY) (HauMeHOBaHHE BHA SKOHOMHUECKOMH AEATENLHOCTH)
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IL. Onucanne TpyaoBbix QyHKNHU, BXOISHIHX B NpodecCHOHATbHBIH cTaHAaPT (PyHKUHOHATbHAS KAPTA BUAA
npogeccCHOHANILHONH JesATeNLHOCTH)

O606mennsIe TpyIoBble HYHKIIH Tpynossie GyHKIME
ypOBEHb
KOZ HaMeHOBaHUe YPOBEHb HaUMEHOBAaHHE KOXI (o rypoBeHB)
KBayMbUKauH
KkBanmu¢uKanuu
A JloxymeHTanoHHOE 6 PazpaboTka 1 BHeApEHKE TOKANBbHBIX HOPMATHBHEIX aKTOB O A/0L1.6 6
obecniedyenne ypaeneHus JOKYMeHTaIIHOHHOMY o0ecIeueHHIO ypaBiieHus opranmsanueii
oprasusanue# Opranu3anys JOKyMEHTHPOBAHUSA YIIPABICHYECKOH AeATELHOCTH A/02.6 6
B OpTaHA3aIMH
Oprasuzanus JOKyMeHTO060pOTa B OpraHHU3alid A/03.6 6
OcymecTieHne paGoT 0 NPOEKTHPOBAHUIO U BHEJPEHHIO A/04.6 6
CHCTEMBI SJIEKTPOHHOI0 JOKyMEHT0060poTa B chepe
JOKYMCHTAIIMOHHOTO YIIPABJICHHA OpraHH3alHy
OcymecTBieHre HHYOPMAHOHHO-CIIPABOYHOM paGOTHI ¢ A/05.6 6
JIOKyMEHTaMH OpraHW3aiyuy
OcymecTBleHHe KOHTPOJII MpoIecca A CPOKOB HCIIOJTHEHHUS A/06.6 6
JIOKYMEHTOB B OpraHH3allil
Oprasu3anus onepaTHBHOI0 XpaHEHHsI JOKYMEHTOB B opranmsanuu | A/07.6 6
H Hepefiadd el Ui NOCIEeYIOMero XpaHeHus
B PyxoBOACTBO 7 PykoBoZICTBO AEATENHHOCTHIO NOAPA3ICICHAA O B/01.7 7
IKEATENBHOCTRIO 10 JNOKYMEHTAIIMOHHOMY 00€CIIEUeHHIO YIIPaBIeHus OPraHu3aliu
JOKYMEHTAI{HOHHOMY Oprauu3zanys pa3paboTKU JIOKAIBHEIX HOPMaTHBHBIX aKTOB H B/02.7 7
obecreueHnI0 METORMYCCKUX JOKYMEHTOB 110 JOKYMCHTAIIHOHHOMY 06€CIIEICHHIO
yIIpaBIeHUA YIpaBIIeHAs OpraHH3alHH
oprasu3anuei Toctpoenne cucTEMBI HOKYMEHTAIMOBHOTO 00€CTICUCHUS B/03.7 7
yIpapJieHUs OpraHn3alun
OcyuiecTBiieHrE KOHTPOIIA ()YHKIIHOHKPOBAHUS CHCTEMEI B/04.7 7
JOKYMEHTAIMOHHOTOo o6ecriede s yIpaBlieHHs OpraHn3anuy
CoBepIIeHCTBOBAHME CHCTEMBI JOKYMEHTAHOHHOTO 00ecedeHUs B/05.7 7
yIpaBJeHHs OpraHu3aluy
C Vupasnenue 8 Crparernyeckoe INIAaHUPOBAHUE U PYKOBOJACTBO IIOCTPOCHHEM C/01.8 8
JOKyMeHTAaIMeH €[IMHOM CHCTEMBI YIIpaBlIeHHA JOKYMEHTaluel opranu3anun
OopraHn3audi VupasieHue pa3paGoTKo# JIOKATBHEIX HOPMAaTUBHEIX aKTOB C/02.8 8
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OpraHH3aIyy 110 BOIIpOcaM YIIPaBIIEHUA €€ JOKyMeHTaIueil

VYupasieHue ASATEALHOCTHIO IO KOHTPOIIO (DYHKIIMOHAPOBAHIIL
BCEX CHCTeM JIOKYMEHTAIUH OPTaHH3aliH H €€ KOPIIOPATHBHOTO
IoKyMeHTo060poTa

C/03.8

Vupaenenue npoeKTaMu 0 BHEAPEHHUIO KOPIOPATUBHOM CHCTEMEI
3JIEKTPOHHOTO IOKyMEHT0000pOTa OpraHu3anum 1 pa3paboTke
CTpaTeruy ee Pa3BUTHS

C/04.8

Crpareraueckoe IIAHUPOBAaHAE U PYKOBOACTBO IIOCTPOCHHEM
€[IMHON CHCTEMBI XpaHeHH OKYMEHTAIBHOTO (H)OH/IA OpraHu3aLuy

C/05.8
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IIL. XapakTepncTHKa 0000 IEHHBIX TPYAOBBIX GyHKIHIT

3.1. O606mennas TpyaoBasi GyHKIHS

HamveoamHe i JlokyMeHTaIHOHHOE o6ecrfeqeﬂne xox| A Vposers
| yIpasieHus opraHusanue KBaTHUKanuK
Mpoucxoxmesse | | |
06006meHHON TPYHOBOI Opmrunan | X | 3aMMCTBOBAHO M3 OPUTHHANA
dyHKuMT
Kon PeructpaimoBHbIit
OpHIrHHaNa HOMEP
npodeCcCHOHATHLHOTO
CTaHHapTa
Bo3smoxHEIe HoxyMeHTOBEH, :
HaAMEHOBAHHA . Croeupanuct noapasielicHHA JOKyMEHTAIIHOHHOTO 06ecITeue IS ylipaBJIeHUAS f
JOJDKHOCTEH, J
npodeccuit -
Tpe6oBanus x Bricmee o6pa3oBanre — 6aKagaBpHarT [
0o6pa3oBaHHIO K JononHuTeNEHOE MPOPECCHORANBHOE 06pa3oBaHUe — IPOrPaMMEI
obyueHuio npod)eCCHOHATBHOM IIEPENIOATOTOBKH 110 MPOYUIIO JEITENEHOCTH

TpeGoBaHus K OIBITY -
MIPAKTHIECKOH paboTHl

Oco6bie ycioBus -
JIoImycKa K pabote

Hpyrue -
XapakTepHCTHKH

JIOHOJIHHTCJIBHHC XapaKTCPUCTHKA

HaumenoBanue Kox Haumenosanue 6a30B0if rpynmsl, fomwkHOCTH (npodeccun)
JIOKyMeHTa WM CHCIHATBHOCTH
OK3 2422 CrenpanucTsl B 061aCTH ONATHKH aMHHUCTPHPOBAHHSA
EKC’ - JlokyMeHTOBe
OKIIATP! 21792 JlokymeHTOBER
OKCO’ 032000 JIOKyMEHTOBEICHHE H apXHBOBEACHHE

3.1.1. TpynoBas ¢pyHKIHS

HOpPMAaTHBHBIX aKTOB I10

Pa3pa6oTka n BHeIpeHAE TOKAIBHEIX

ACKYMCHTAITHOHHOMY obecneuenuio KBATHQHKAIHA

Vposens
Kon | A/01.6 | (noxyposeHb) 6

Hamnmenopanue
yIpaBlicHHs OpraHH3anmei
f
g}lj’g:ucf;memie TPyROROR ' Opurasan X | 3aMCTBOBAHO H3 OpHTHHANA

Kon Perucrpanponnsit
OpHI'MHana HOMep
TPOGECCHOHATLHOTO
CTaHJapTa

| TpynoBete neiicteus | [IpoBefieHHe aHAmM3a JOKATbHOH HOPMATHBHOM 0a3hl OpraHM3alMH /I |
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onpeneNeHns ee COOTBETCTBHSA ASHCTRYIOMUM HOPMATHBHEIM IIPABOBHIM aKTaM
Poccutickoit @enepanyun 1o JOKyMEHTAlHOHHOMY 06eCIeUeHHIO YIIpaBIeHHS

[ToaroToBKa NPOEKTOB JIOKANBHEIX HOPMATHBHBIX AKTOB OpraHH3alvH [0
JIOKYMEHTAIMOHHOMY 00€CIIEIEHNIO YIIPABICHHUS

COBepHICHCTBOBaHPIe CHCTEMBI HHIACKCAIlUH TOKYMCHTOB OpraHM3anu

[peacrarnenye aKkTyalH3UpOBAHHLIX IIPOEKTOB JIOKAIBHEIX HOPMATHBHBIX
aKTOB OPTaHM3alHy IO JOKYMEHTALMOHHOMY OGCCIIEYEHMIO YIIPABIICHHS HA
COITIaCOBaHUE PYKOBOACTBY TOApas/ieleHHs JOKYMEHTAIIMOHHOTO 06ecedenns
yIpaBJieHUs

OsHakoMiIeHHE pa60THPIKOB Oopranu3aniyu ¢ ee JIOKaAIbHBIMA HOPMATHBHBIMH
aKTaMH M METOMMYECKHMH  OOKYMEHTaMH 1O  JOOKYMEHTAIHOHHOMY
00eCIIEYeHUIO YIIpaBJICHNSL

Koncynstuposanue PaboTHHKOB OprasH3alix o BOIIPOCaM
DOKYMEHTALMOHHOr0 00€CreueHHs YIpaBI€HHs, 3aKpeIUICHHBIM B ee
JIOKIHHBIX HOPMATHBHBIX 2KTaX

HeobxonuMele yMeHus

AHaJII/I3Hp0BaTI> JIOKAJIPHBIC HOPMATHBHBIC aKThl IO MNOKYMEHTAHOHHOMY
obecneueHnIo YHOpaBJICHHASA OpraHu3aiin

TpoBoauts Kkimaccudukanmo uHGOPMALMM B COOTBETCTBHH C 3aladaMe
JOKYMEHTAIHOHHOTO 00eCiedeHus YIPaBICHNUS OpraHu3alii

IToaroraenuBars HOPOCKTHI JIOKAJIBHBIX HOPMaTHBHBIX aKTOB o
JAOKYMECHTALlHOHHOMY 00ecIeueHHIO yOpaBJICHHA OpraHu3alii

QopMyIHPOBAaTh NPEANOKEHAS [0  COBEPOICHCTBOBAHHMIO  JIOKAIBHBIX
HOPMATHBHBIX aKTOB OPTaHH3alMM IO JOKYMEHTAIHOHHOMY 00€CHeYeHHIO
yIIpaBiieHns 1 0GOCHOBEIBATE MX MEPE PYKOBOJCTBOM CBOETrO MOJpa3ic/ICHNs

AXTyanu3upoBaTh JIOKAIbHEIE HOPMATHBHBIE aKTHl OpraHW3alMHd  IIOo
JOKYMEHTallUOHHOMY 00ECIIEIeHHUIO €€ YIIPaBIIeHHS

BecTH KOHCYNBTAlIHOHHYIO IESTENBHOCTH IO BONPOCAM, CBS3aHHBIM C
OpTraHM3alMOHHO-PACIIOPAAHTENBHOM JOKyMEHTaIHeH OpraHH3alliy

Oxa3nIBars METOAUYECKYIO HOMACPKKY H MOMONIIb paGOTHHKaM Opramu3anuv
10 BompocaM TOKYMEHTAILMOHHOI'0 obecnedeHus YOpPaBJICHHUSA opranmauneﬁ

Heo0xonuMele 3Hanus

3axoHOJaTeNLHEIE B HOPMAaTHRHEIE IpaBoBHIe akThl Poccriickoit Penepanun B
cdepe NOKYMEHTAIMOHHOTO obecedeH s yIpasieHus

Mertonpyeckie MOKYMEHTH M HAaMOHAIBHEIE CTaHAapTHl B  chepe
JIOKYMEHTAIIHOHHOTO 00eCIeYeHus yIpaBIeHHs

CocTaB JTOKaIBHEIX HOpPMAaTHBHEIX aKTOB OpraHu3aian

Pacnpenenenne ¢GyHKIME M BOIPOCOB AEATENBHOCTH MEXIY CTPYKTYPHBIMH
[OZpasAeACHAAME OpraHu3alHu

IlpaBuna ¥ mOpPAROK COCTABICHAS H OQOPMIICHHS JIOKANBHBIX HOPMAaTHBHBIX
aKTOB OpraHH3alliM, pETyIupylomux paGoTy ee HoApasiencHAs @O
JIOKYMEHTAIHOHHOMY 00eCIIeYeHHIO YIpaBJIeHHs

IlpaBuna cocraBneHEs 4 odopMileHHs JIOKATBHBIX HOPMAaTHBHEIX aKTOB,
ONPEASIIONIHNX MOPAAOK PaboTHI ¢ JOKYMEHTaMH B OpraHH3alul

Metoast PperiIaMeHTANMH JCIONPOU3IBOACTBCHHLIX NPOLICCCOB

TpeboBaHus OXpaHBI TPyaa

Hpyrue
XapaKTePHCTHKH




3.1.2. Tpynosas dyuxmus

Opranu3anys JOKYMEHTHPOBaHH Vposers
HauvenoBaHHe | yIpaBJICHYECKOH AEATENBHOCTH B Kon | A/02.6 (NOLYpOBEHE)
OpraHH3ALAH KpaTHQUKAEY | |

o]

IpoucxoxaeHue TpyA0BOH
dyHKIHA

Opwurusan X | 3amMcTBOBaHO B3 OpHTHHANA

Kon PerucTpalmoHHbIN
opurusana HOMep
npodecCHOHANBLHOTO
CTaHZApTa

TpyZnoBbie aeficTRUA

Pa3paGoTka yHHGHMUHMPOBAHHEIX (OPM HOKYMEHTOB, HCIOJNB3YEMBIX B
JOKYMCHTaIMOHHOM 00EeCHICUCHHH YIIPaBIICHAS OpraH3aiy

PaspaGotka mpoekToB Tabens u amsboma yEHGHMIMpPOBAHHEIX (OpPM
JOKYMEHTOB, HCIIONB3YEMBIX B JOKYMEHTAIHOHHOM OOCCTIeYeHHH YIpaBlIeHHS
OpraHH3aIHK

IMoaroToBKa IpeUIOKCHAH O TEXHONOTHH Pa3pabOTKA MPOEKTOB JOKYMEHTOB
H e 3aKpelIeHHe B JIOKATEHBIX HOPMATHBHBIX aKTaX OpraHH3alun

Co3znanne mabiIoHOB JOKYMEHTOB 1 pasMeIeHHus B CHCTEMaX 3JI€KTPOHHOTO
JIOKyMeHT0000pOTa OpraHM3aIii

Kontpoms cobmopmeHHs Tpe6GoBaHHH 1O TOArOTOBKE H  O(OPMIIECHHIO
JOKYMEHTOB H JIOKANBHBIX HOPMATHBHEIX aKTOB IO JOKYMEHTAUHOHHOMY
00ecIeyeH IO YIIpaBleHHs B OpTaHH3alHu

OnruMu3am|s CocTapa AJOKYMCHTOB OpraHH3alil B COOTBCTCTBHH C €€
JACTIOBBIMH ITpoLecCaMHt

Opranusamus paGoTel IO IEPEBOAY B 3IEKTPOHHBIA BHI JOKYMEHTOB H
JIOKYMEHTHPOBaHHON HH(POPMAIIHH, CO34aBaeMoii B OpraHA3aluy

Heobxoaumsie
YMEHHS

IlpoBoguts  yHubmKarmo  GopM  JOKYMEHTOB, NPUMEHSEMBIX B
yIpaBlIeHueCKOHM NesITeIbHOCTH Opraun3alin

PaGorars ¢ maGioHaMH JOKYMEHTOB B HMHQOPMAI[MOHHOM CHCTEME
OpraHu3alyA

IIprMeHAT, KOHKpETHBIE BHIB JOKYMEHTOB IS peanu3anud (yHKimi
yIIpaBleHHS B OpraHM3alHU

Paspa6aThBaTh CTaHAAPTH JOKYMEHTHPOBAHHS YIPABAEHIECKOH JASSITENEHOCTH
OpraHp3alyy

PaspaGaTsiBarh TpeGoBaHMs K HHQOpMaIuMy, BKIOYAEMOM B HOKYMEHTHI
OpraHH3alnK

CoBepIeHCTBOBATh CHCTEMY JOKYMEHTHPOBAHHS yIpaBlIeH9IecKOoi
JeATeNILHOCTH OpTaHi3allHy :

Hcmoms30BaTh OpraHHM3allHOHHBIE H TEXHHYECKHE CPEACTBa Ml NEpeBoda B
SNEKTPOHHBIE BHI JOKYMEHTOB X JOKYMEHTHPOBAHHOW HHQpOpMANy
OpraHu3anuy

Vcnonp30BaTh OpPraHM3aMOHHYI0 OQUCHYIO TeXHHKY B paMKax cBoei
11poGeCcCHOHANBHOM ASATEIBHOCTH

HeoGxonumsle 3HaENS

3axoHONATeNBHEIE U HOPMAaTHBHEIE [IPAaBOBEIE akThl Poccuiickoit Peneparyn B
chepe TOKYMEHTAUMOHHOTO 00€ECIIeUeHNs YIIPABICHHUS

Meromudeckde  HDOKYMEHTHI H  HAalMOHAJIBHBIE CTaHAapTHl B  cdepe
JIOKYMEHTHPOBaHHS

Hpa.Bmla COCTaBJICHHS PA3sJIMYHBIX BHAOB YIIPABJICHYCCKHAX NOKYMCHTOB

O6mme TpeGoBaHHS K OGOPMICHHIO OpraHH3aHOHHO-PACIOPSIHUTENHHON




JOKYMECHTALMHU

Topsinox QyHKIMOHMPOBaHMs HHPOPMANMOHHBIX CHCTEM NOKYMEHTaMOHHOTO
obecrieYeHns ypaBICHUA

CTpyKTypa OpraHH3allii W TOPSZOK pacupeieNeHus NMOJHOMOYHH B o0nacTu
CO3JaHMsA JOKYMEHTOB MEXJy €€ CTPYKTYPHEIMH TOApa3sieNeHHIMH W
JODKHOCTHBIMM JIMHAMHY :

Bu10BO#i COCTAB YNIpaBlleHYECKAX JOKYMEHTOB OpraHU3alid

Hpasuna COCTaBJICHHS TCKCTOB JOKYMCHTOB Opranu3aiiin

Ilpuenuns  ®  MeToAbl  YHNODSAOYEeHAS  COCTaBa  JOKYMEHTOB  H
uHGOPMANMOHHEBIX OKa3aTenel OpraHm3anuy

Kpn'reppm OIEHKH Ka9eCTBa CO3AaBaeMoi JOKYMCHTaIlUA

Hpyrue -
XapaKTePHCTHKH
3.1.3. TpynoBas pyaxnus
Opranuzanys ZJOKyMeHT0060poTa B Vposens ;...__
HanmeroBatue | oprapysanmm Kon | A/03.6 (momyposess) | 6
KkBamuQukamua | |
gg;:g;menue TPyAOBOH Opururan X | 3auMcTBOBaHO H3 OpUrHBaNa
Kon Perncrpannonnbii
OpHTHHANA HOMep
npo(eCCHOHALHOTO
CTaHZapTa
Tpynossie neficTBus Bemonnenve onepanuii 1o npeaBapuTETbHOMY PACCMOTPECHHIO H PETHCTPAIIHE
JOKYMEHTOB OpTraHH3aluy
BeieHne pernCTparMOHHEIX H YIETHBIX HOpM JOKYMEHTOB OpraHH3aliH
Opranmsanus mepeNaysd JOKYMEHTOB MEXIy YPOBHAMH  YIIpaBIeHHA,
PYKOBOJICTBOM, MCIIOJHHATEIIMA B OpraHU3aliy
PazpaboTka mnpennoskeHMii HO IOPAAKY COIJIaCOBaHHA H YIOCTOBEPEHHS
JIOKYMEHTOB B OpraHu3alin
Ilposenenue ananmu3a HHGOPMAIHOHHBIX M JOKYMCHTAIMOHHEIX IIOTOKOB B
OpraHu3auu
IMoxgroToBka mpemIoXeHHH M0 (GOPMHUPOBAHHIO MapHIPYTOB H IIOJATOTOBKA
MapupyTHEIX KapT JBHXEHHSI JOKYMEHTOB B OpraHH3allul
Paspaborka TexHOmormm pabOTEI € JOKyMEHTaMH M HHopManueil B
OpraHu3auyyu
IlpoBepka HOMIHHHOCTH 3NEKTPOHHBIX JOKYMEHTOB, IOCTYIHBIUHX B
OpraHu3aImIo
IMoaroroeka mpexnoeHHit mo (GOPMUPOBAHHIO IMapaMeTPOB PabOTHI CHCTEM
3NIEKTPOHHOTO JOKYMEHT0000pOTa OpraHu3ayy
Heobxonumete yMenus | OpraHu3oBEIBATS B3AHMOJEHCTBAE MOApPA3AENeHAil OpraHU3alMM B IIPOIECCE
paspabOTKA | HCIOTHEHHS Pa3/IMIHEX BUIOB e TOKYMEHTOB
CosmaBate  6a3sl  HaHHBIX IO  OPraHM3AMMOHHO-PACIOPANUTETBHEIM
JOKYMEHTaM OpTaHM3allMH M OCYINECTBIATE KOHTPOJIb MX BEICHHS
Co3napaTh cHCTEMy HHACKCALMHA JOKYMEHTOB OPraHH3alliH ¥ HCIIOb30BATh €€
B MH()OPMAHOHHO-CIPaBOYHbIX IIEIIX
BrelienaTs JOKyMEHTHI OpraHH3aliH, He TpeOYIOmue perucTpaliuy
PeructpupoBarh JOKYMEHTEI OpPTaHH3AINE OTPaHHIEHHOTO IOCTYNa
Co311aBaTh 1 HCIIOIB30BaTh MeTalaHHbIe JOKYMEHTOB B IIPOLIECCE UX ABIKCHHUS
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¥ 06paboTKH B OpraHA3aln

Bomonasthe paboTy ¢ JOKYMEHTaMH B paMKax IpPOLIEXyp, YCTAHOBIEHHHIX B
OpraHM3a|y

KoHTpomipoaTh BEIIONHEHNE MIPOLEAYD ABIKEHUA B 06pabOTKH JOKYMEHTOB,
HCIONB3YeMbIX B IOKYMEHTAIIMOHHOM 00ECIICUCHAH YIPABICHAS OpraHu3alliy

Bectr yuer u aBamis o6seMa JOKYMEHTOO00POTA OPraHM3aIiH

Heo6xomuMble 3HaHAS

3akoHOzaTensHBle ¥ HOpMaTHBHEIE NIpaBoBbIe akThl Poccmitckoii Penepamun B
chepe NJOKyMEHTAHOHHOr0 06ECIIEIEHN YIIpaBICHHS

MeToauyeckde NOKYMEHTE M HAIMOHAIBHBIE CTAHIAaPTHI B 06J1acT paGoTHL ¢
JoKyMeHTanued ¥ uH(GOpMauyell B OpraHu3aluu

CocTaB JTOKAIBHEIX HOPMATHBHBIX aKTOB OpraHHU3allui

IIpapuna paGoTBl ¢ HOKYMEHTaMM OpraHM3alliM, YCTAaHOBJICHHBIE e
JIOKaJIEHEIMM HOPMATHBHEIMH aKTaMHi

Pacmpenenenne GYyHKIME ¥ BOIPOCOB AEATENLHOCTH MEXTY PYKOBOACTBOM H
CTPYKTYPHBIMU NOApPasAeNCHHSIMH OpraHu3aliy

d>yHK1mona.115m>1e ‘0COOEHHOCTH CHCTEMBL 3NCKTPOHHOT'O noxyMeHToo60p0‘ra
Opra"musanny

TMopsaaok u conepxaHue Ipoueayp 1o pabore ¢ JOKyMEHTAMH OpTraHU3aIliH

Hpyrue
XapaKTepUCTHKA

3.1.4. TpynoBas ¢pyHKrIuA

OcymecTBieHre paboT 110 IPOEKTHPOBAHHIO r
H BHEJ[PEHHIO CHCTEMEI 3JIEKTPOHHOTO Vposers
Haumenosanve | JoKyMeHTOO60pOTa B chepe Kon | A/04.6 (monypoBeHs) { 6
JOOKYMEHTALMOHHOTO YIPABJICHHN kpanupuKargn
OpraHH3aLHn l__

IIpoucxoxneHne
TPYHAOBO} GyHKIHH

OpHrusan X | 3auMcTBOBaHO H3 OpHrHHANA

Kon PermcrpanmuonyLri
OpHIHHANA HOMep
npodeccHOHANBHOTO
CTaHfAapTa

Tpyaossie aeiicteus

IlpoBenerne  aHanum3a  JCHCTBYIOMEH  CHCTEMBI  JAOKYMEHTAHOHHOIO
obecriedeHns ynpaBieHHS OpraHM3amWH i1 ONpeReNeHHA 3aJad [0 ee
aBTOMATH3ALHHA

BrmonHeHne nOpyYeHHMH pyKOBOZWTENS @pPH IOATOTOBKE TEXHHYECKOTO
3allaHAs Ha BHEIPECHHE CHCTEMBI OJJIEKTPOHHOrO JOKyMEeHTOOOopota B
OpraHH3aIUH B PaMKaX CBOMX KOMIIETEHIIHI

ITomroroBka 61OK-CXeM, ONACHBAIOMHX AEJONPOM3BOACTBEHHBIE MPOLECCH H
TIPOLEAYPHI, IPHHATHC B OpPraHU3alMI

BHeceRue mpenioxeHH M0 KPHUTEPHIM JUIA BHIOOpa CHCTEMBI 3IEKTPOHHOTO
JOKYMEHTOO0OPOTA I OpraHu3aliH

OcymecTBIeHEe  TECTHPOBaHHMA  paGOTHI  CHCTEMBl  3MIEKTPOHHOTO
JoKyMeHToo60poTa M OHpelelNeHHe 3afad IO ee ajalTanuu K coenuduxe
JOKYMEHTAIIMOHEOTO 0GecedeHns yIpaBlieHds B OpraHu3alin

MeTtonageckoe COIIPOBOXKNCHHE IMPONECCOB BHEAPCHHA H IKCILUTyaTalluH
CHCTEMBI JJICKTPOHHOTO ,uoxymen’rooﬁopom B OpraHu3alyu

Heobxoaumeie

IlpoBoawTh aHANM3 H ONEHKY BO3MOXKHOCTEH CHCTEM 3JICKTPOHHOIO
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yMeHUA

JIOKYMEHT0000pOTa, pa3spaboTaHHBIX JUlS OpraHu3amui

IIpaMeHATh METONONOTMI0 OPraHH3aLHOHHOTO MPOECKTHPOBAHHMS IIPH aHATIH3E
CHCTEMBI JOKYMEHTAIHOHHOI0 00eclCUeHHs YIIpaBIeHNs B OpraHu3aliu

TlpencraBnaTs pe3yNsTaTHl aHAMM3a JACNONPOU3BOACTBEHHBIX NPOIECCOB
OpraHu3anfy B rpadhHIecKoM BHAE

BBIBIIATE MPHOPUTETHBIC HALPABICHHUS aBTOMATH3ANMHA JOKYMEHTALIHOHHOIO
ofecreueHs YIpaBicHHs B OpraHu3aliy

Pa6oTaTh B cHCTEME ANIEKTPOHHOrO JOKYMEHTO000pOTa OpraHHu3alul

Omnpepenars 3¢ dexTUBHOCTD MEPONPUATHI o aBTOMAaTH3AIH
JOKYMEHTalHOHHOT0 06eceyeHns YIpaBIeHns B OpraHu3aliy

Heo6xoanmMeie
3HAHUA

3akoHOAaTeNEHBIE H HOpPMAaTHBHEIE ITpaBOBEIE akThl Poccmiickoit dexepanuu B
cdepe HHPOPMAUHOHHBIX TEXHONOTHH, HCHONB3YEMBIX B AOKYMEHTALHOHHOM
obecrieYeHUN yIpaBlieHHs

JleiicTBylolmme MEXIYHapOIHEIE W HAIMOHANLHEIE CTaHAApTH B oGnNacTu
yHpaBJIeHHs JOKyMeHTaume

I'IpaBmIa OpraHH3anuH OEJIONPOH3BOACTBCHHBIX IIPOLIECCOB

Mertozas: HCCACAOBAHUs, aHalW3a, NPOCKTUPOBaHMA H PA3BUTHA CHCTEMBI
JOKYMEHTAIHOHHOTO obecneyeHns YHpaBJICHUA

PRHOK NpOrpaMMHBIX HIPOAYKTOB IO ABTOMATH3AIMH JOKYMEHTALHOHHOTO
ofecredeH s YUpaB/IcHHS

OyHKOMOHANBHEIE  OCOOEHHOCTH  Pa3MYHEIX  CHCTEM  3JIEKTPOHHOTO
JOKYMEHT0000POTa, HCIONB3YEMEIX B chepe JOKyMEHTaIlMOHHOro o0ecieyeHuA
yIpaBJIeHHS

Hpyrne
XapaKTePUCTHKH

3.1.5. TpynoBas dynxnus

OcymecTBiieHre HHGOPMAIIMOHHO- Vposers
HaumenosaHke | CIIPaBOYHOM paGOTHI ¢ JOKYMEHTaMH Kon | A/05.6 (noxypoBeH:)
OpraHH3alUl KBanAuKaLEs
Upoucxoxenne Tpynosoit Opurmsan | X 3aUMCTBOBaHO M3 OpHTHHANA 1
byHKnun |
Kon PerucTpauloHHBI
OpHUTHHala HOMep
podeCcCHOHANBHOTO
CTaHzapTa
TpynoBrie neAcTBHA ®opmuaposanue TpeboBaHH# K HHYOPMANMOHHO-NOHUCKOBHIM CHCTEMaM

JOKYMEHTOB OPTaHH3al[AH, ACHOIb3YEMBIM B IOKyMEHTAIIHORHOM ofecIedeHuH
YIIpaBJIeHHS

@opMHpOBaHME M BeAcHHE 0a3  JaHHEIX 00  OpraHM3auuOHHO-
PacHopSMTENBHBIX JOKYMEHTAX OPraHu3alyi

QopmupoBanue TpeGoBaHMi K Pa3sTpaBHYCHHIO ypOBHEH JOCTyIa pabOTHHKOB
opraHu3aluy K JOKYMEHTaM H HHGOpManuy B COOTBETCTBHY C BHIIOTHACMBIMH

uMH GYHKIHIMHE

OGecneuenne AOCTyNa K JOKYMEHTaM H HHGOpMaiy OpraHu3aiil

PaspaGotka ¢opM mnpencraBieHMs HMHGOpPMANWE NO 3ampocy pPYKOBOICTBa
Oprany3aiuu

IToAroToBKa OTYETOB M AHANMTHYECKHX COPaBOK PYKOBOACTBY IO BOMpocaM
JOKYMEHTAlHOHHOr0 00eCIeIeHNs YIIPaBICHAS
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TTouck u npenocTapneHre HHGOPMAIMH IO JOKYMEHTAIOHHOMY 00€eCIIeYeHHIO
yIpaBJIeHus [0 3anpocaM paboTHHKOB OpraHd3aHl

Heobxomumere PaGotaTs ¢ mcTOUHHKaMM HH(OpMAIMW, BHISBJIATE KPHTEPHH €€ OLUECHKH H
yMeHUA 0T00pa B COOTBETCTBHH C 3aJaHIIMH PYKOBOJICTBA OpTaHH3AIHH
Tlonbupath, CHCTEMATH3WpOBaTh M KIACCHUIMPOBATH NOKYMEHTH MO
OIIPEIENICHHEIM KPUTEPHAM
CrpykTypupoBaTs HHGPOPMAIHMIO, BEIIENATh HEOOXOAMMYIO MUt pabGoThl
CIryO5 JOKYMEHTAIMOHHOro 00ecedeHus YIpaBJIcHHS OpraHHu3aluu
Odopmnars HHPOpMAmHIO B HalIHOM CHCTEMAaTH3HPOBAHHOM BHJAE B
COOTBETCTBHM ¢ TpPEABABIAEMBIME TpeOOBaBMSAMH K (opMe MpeAcTaBIeHMs
undopManmm
PaboTaTh C SNMEKTPOHHBIMH 0a3aMH JaHHEIX H CHCTEMaMH 3JEKTPOHHOTO
JIOKYMEHT0000pOTa OpraHH3aliy
Heobxonumele 3nanus | ITpasuiia u nopsamok hopMupoBanns 6a3 JaHHBIX OpTaHA3aHK
Ocobenpocty  (yHxHOHMpOBaHMA  CHPAaBOYHO-WHGOPMAIMOHHEIX  H
HH(OPMAIHOHHO-IIONCKOBBIX CHCTEM OpraHu3alii
ITopsiok A0CTYIA K pasiMYHbIM KaTerOpHsM HHGOPMa¥H B OpraHu3aliy
Crioco0sl moyyaenns HEGOpMAIHH H3 Pa3IMIHBIX HCTOTHAKOB
®DopMmE! TpecTaBlIeHNAs HHGOPMAHH U HX 0COOEHHOCTH
[Ipasuna cocraBneHrs ¥ OQOPMICHMSA OTYETOB, OO30POB, AHATUTHYECKHX
CIIpaBoK
TexHonorus paboTs ¢ JOKyMEHTaMH H HH(opMandel OrpaHIIeHHOro 10CTyna
Hpyrue -
XapaKTEePHCTUKH

3.1.6. TpynoBan dyHxnust

OcymecTBlIeHAEe KOHTPOIA polecca i Vpogenns
HauMeHoBaHEE | CPOKOB HCIIOJIHEHHSA JOKYMEHTOB B Kon | A/06.6 (momyposess) | 6
Opranusanyu KBATAGUKAIGH
TporcxoancRne pyAosof | Opurusan X 3aMMCTROBAHO M3 OPUTHHANA
byHKIMH i
Kon PerncTpaunoHHs i
OpHFHHAJA HOMep
nipodecCHOHANBHOTO
CTaHAapTa

Tpynossle OeHCTBHA

ITocTanoBKa MNOKYMEHTOB H IOpydeHMHl pYKOBOACTBA OpraHHM3alldM Ha
KOHTPOJTh

Opranmsalids  VCHOJNHEHAS  JOKYMCHTAa  OPraHM3alMH  HECKONLKAMH
HCTIONHUTEISIMH, YCTAHOBKA 0UEPEHOCTH HX UCIOJHEHHS

KoHTpoms 3TanoB BHIIONHEHHs pemeHHH WM onepanmii, 3ahHKCUPOBaHHBIX B
JIOKYMEHTax

MoHBMTOPHET X0a MCIONHEHHA H CTaTyca HOKyMEHTa B Ipolecce paboTH ¢
HUM B OpTaHu3aluy

Benenne KOHTPONBLHEIX 3amAceif 06 omepalmsaX, MPOM3BEAEHHBIX C
JOKYMEHTaMH B OpraHH3aiun

KoppekTHpoBKa CpOKOB HCIIONHEHHA JOKYMCHTOB B OpPraHH3allil

CasTHE JOKYMEHTOB ¥ HOPYYCHHI PYKOBOACTBA OPraHA3aIHHU C KOHTPOJISA
HudopMmupoBarre pyKoBOACTBA M IOATOTOBKA AHANWTHYCCKUX CIPABOK O
COCTOSIHHH HCIIONHUTENBCKOH JHCIMILINHEL B Opranu3alin
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Heobxomumele ymeHus

- OnpezensTh WM YCTAHABIMBATh CPOKH HCHONHEHHA IOKYMEHTOB

OcymecTBIATh TOCTAHOBKY Ha KOHTPONDb, CHATHE C KOHTPOIA AOKYMEHTOB H
MOpYYeHH PyKOBOJCTBA

BHOCHTh HaHHBIE O CpOKaX W choenuuKe HCHONHEHWS JOKYMEHTOB B
KOHTPOJNGLHEIE KApPTOTEKH ¥ ABTOMATH3HPOBAHHEIE CHCTEMEI KOHTPOIA
OpraHM3alHH

O600mars ¥ aHaIH3APOBaTh HHGOPMAIHIO O XO/I€E H Pe3yNbTaTaX MCIIOIHEHAS
JIOKyMEHTOB B OpraHHM3aIif

PaspabarriBaTh mepevYHN JNOKYMEHTOB OPraHH3alllH ¢ THIOBHIMH CPOKAMH HX
MCIIOJTHEHHS

Heobxonamzle 3HaHUA

l'Iop;mox onpénenemm CPOKOB HCIIOJTHCHHS JOKYMEHTOB B OpraHu3aliii

Hopmartusubie npasoseie akthi Poccumiickoii denepaipim, ycranasimsalomme
THINOBBIE CPOKH MCHOJHEHHS JOKYMEHTOB

Meronmku BeZleHHs CPOKOBOTO KOHTPOJIS H KOHTPOJIS IO CYIIECTBY PEMIAEMOT0
BOMpoca

Iopsmox  BHeceHMS  Pe30NIOMMH  pPYKOBOAWTENd  OPTaHHM3aMH B
PETHCTPalNOHHYIO GOPMY B TPaIUIAOHHOM H aBTOMATH3UPOBAHHOM PEeXHMaX

TexHonorudyeckue 3tamsl paGoOTHI C pasIAYHBIMH KATETOPHAMH JOKYMEHTOB
OpraHH3alpy

TopsAOK MCTIOHEHUs JOKYMEHTOB B OpraHH3alliH

VcI0BHS CHATHS TOKYMEHTA C KOHTPOS B OpraHu3alHi

Jpyrue

| XapaKTepUCTAKA

3.1.7. TpynoBas pynxuust

Opra’u3auys ONepaTHBHOIO XpaHEHHS: Vposens | ]
Hanmenosanve | TOKyMEHTOB B OpraHH3alliy U Iepenadn Kox | A/07.6 | (momypoBeHS) I 6

N JUIS OCTEAYIOMETo XpaHeH s KBATHGUKALHY
[IpoucXOXaeHYe TPYIOBOK |
P — | OpurmHan | X | 3auMCTBOBaHO M3 OpUrHMHAIA

Kon PerucrpaunoHHsIit
OpHruHaia HOMEpP
npodecCHOHANBHOTO
CTaHAapTa

Tpynosrie nelicTBus KonTpons hopMupoBaHus JOKyMEHTOB B [€/a K OPraHU3alMs UX XPaHEHHS B

HOAPAa3ACIICHUAX OpraHu3alun

QopMHpOBaHHE Xe€ll H OPraHH3allis HX ONEPaTHBHOTO XpAaHEHHd B
TI0pa3/ielleHAN JOKYMEHTAHOHHOTO 00€eCieYeH s YIpaBIeHus

KonTtpone co3maHmss ¥ Be#eHHS CIPaBOYHO-IIOMCKOBBIX CPENCTB IO
JOKYMEHTaM, XpaHAMMMCS B NOApa3fieNieHHsIX OpraHW3aliH (HOMEHKIATypa
JIel1, OIIACH)

CocraBiienne 0 BCACHUC HOMCHKJIATYPBI A€ OpraHu3aliuu

OGecnieuenue COXPaHHOCTH CO3JAaHHBIX B OpraHU3alliyd OpraHu3aluOHHO-
PAacCIIOPANUTENBHEIX JOKYMEHTOB Ha PA3IMYHBIX HOCHTCIAX

KOHTPOJ'IB BbIIa9X B OIICPATHBHOC II0JIb30BAHHAC JOKYMEHTOB OpraHu3alyH H
HX BO3BpaTa

IlpoBeneHne SKCIEPTH3H LEHHOCTH JOKYMEHTOB B COCTaBE 3KCIEPTHOM
KOMMCCHM Oprasusalun

[Toaroroska JAOKYMEHTOB UL IIEPEeJayui B apXUB HJIH Ha YHHUITOXCHHE
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Heo6xomuMEle yMEHHS

PaspaGarsIBath HOMEHKIATYPy A€ CTPYKTYPHOTO IOZpasfeNeHHs U CBOOHYIO
HOMEHKJIATYPY JIe]l OPraHH3aluy

HacTpamBaTe mapaMeTpsl pasfieioB HOMEHKIATYPhI B CHCTEME 3NEKTPOHHOIO
JOKYMEHTO0GOPOTa OpraHH3auy

CucTeMaTH3HpoBaTh NOKYMEHTHI, (OPMHMPOBAaTh Jella B COOTBETCTBHH C
HOMEHKJIATYpOH /il OpraHu3aiuy

OcCyIeCTBIATh ITONCK HOKYMEHTOB B IPOIECCE MX TEKYIIEr0 XpaHEeHHd B
OpraHd3aumn

OcymecTBisTh  METOAMYECKOE PYKOBOACTBO  OpraHH3amMell  XpaHEeHHS
JIOKyMEHTOB B CTPYKTYDHBIX HOIPAa3JCNICHHAX OpPraHW3alMH, OKasHBATh MM
NPaKTHIECKYIO IIOMOINb

KortponmapoBats ¢opMupoBaHHe, XpaHeHHE H mepelady Jel B apXHB
OpraHm3a|y

IloaroTapnuBaTh OMHCH IOKYMEHTOB, IEpeIaBaEMbIX B apXHUB OpraHH3aluH

IlpoBOAMTh 3KCHOEPTH3Y HEHHOCTH NOKYMEHTOB OpraHW3alliM, ONPEACITH
CPOKH MX XpaHEHHS

O6ecneunBaTh 3aMATy AOKYMEHTOB OPraHHW3aliH OT HECAHKIHOHWPOBAHHOTO
JOCTYTIa HJIH YHHITOXEHHSL

Heob6xoaumeie 3HaHNS

3axoHomaTeNsHBIE H HOPMAaTHBHBIE NPaBOBhIC akThl Poccmiickoit denepanuu B
obnacti paboThl C AOKYMEHTAIME#H ¥ HHpOpMaIHeii, apXUBHOTO Jiea

Meronmueckue JOKYMEHTH M HaHOHANBHEIC CTAHAAPTHI B 06iacTH paboTEH ©
JOoKyMeHTauueil u uHopMalieii, apxMBHOTO Jiena

IIpaBuna paboTHl C [JOKYMEHTAMH OpraHH3alldd, YCTAHOBJICHHHIE €€
JIOKATbHBIMH HOPMaTHBHEIMH aKTaMH

HOpSII[OK H COIEp)XaHMEC MNPOUEAYp OpraHwu3aiuy OIICPATHBHOIO XpaHCHHS
JOKYMCHTOB ¥ HX IIOATOTOBKH K IEpEAaYc B apXUB OpraHu3anuu

Meromika pa3paOOTKH M BEJCHHS HOMEHIUIATYPHI Jie]l OpraHH3aldH, B TOM
QMCIIe B CHCTEME €€ 3IIEKTPOHHOTO JOKYMEeHT0000poTa

IpaBuna cucTeMaTH3alAA U KIacCHPUKANMH JOKYMEHTOB

Oco6eHHOCTH XpaHeH s NEKTPOHHEIX JOKYMEHTOB

KprTepun onpeneneHus NeHHOCTH AOKYMEHTOB JIf MX 0100pa Ha JaIbHEHmee
XPUHCHHE WA YHHYITOXEHHE

Hpyrue
XapaKTEPHCTHKH

3.2. O6o0mennas TpyxoBas GyHKIUS

PykoBOACTBO AEATENBHOCTHIO IO
Heumenosanye | JOKyMEHTAIIHOHHOMY 00eCTIEIeHHIO Kox
| yIIpaBlIeHHs OopraHu3anuei

YpoBeHs
B KeanupuKanuu 7

Ipoucxoxnaenve
060o6menHoM TpynoBOMK Opurunan | X 3auMCTBOBAHO M3 OPHUTHHANA
byHEKIHI
Kon PerucTpauHoHHRIH
OpHTHHAIa HOMep
TipodeCCHOHATEHOTO
CTaHZapTa
BosmoxHbIE PyxoBonuTens noApasieneHns o JOKyMEHTAlHOHHOMY O0€CIIEYeHHIO
. HAHMEHOBaHHS yIpaBJieHHAs (AeNapTaMeHTa, YIIpaBieHHs, CIIyKObI, OTaena)

JOIDKHOCTEH,
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| mpoceccit ] B
TpeGoBanus k Bricmee 06pazoBaHue — CHEIMANATET, MATHCTPaTypa
06pa3oBaHHIO H JlononHATENBHOE MPOPECCHOHATEHOE 00pa30BaHHE — MPOrPaAMMEI
00yueHHIO podecCHOHANLHOM MEPENOTOTOBKH 110 MPO(MHITIO AeSTENFEOCTH
TpeboBauus x ombITy He meHee Tpex JieT B 001aCTH IOKyMEHTaIHOHHOTO 00€CIIeYeHNs yIpaBleHHs

IIPaKTH3eCcKO# paboTHI

OcobEie ycrnoBus
Jolycka k pabore

Hpyrue
XapaKTePUCTHKH

JonomHATeIbHEIE XapaKTePHCTHKH

HamMmenoBanne 6a30B0# rpynmsl, ZODKHOCTH (npodeccun)

Haumenobaune Kon
JOKYMeHTa WA CIIENHABHOCTH

OK3 1219 Vparsmomue GHHAHCOBO-3KOHOMHYECKOH H
AIMHHMCTPATHBHOMN AESTENLHOCTHIO, He BXOIAIME B
JpyrAe rpye!

EKC - Havansauk otzena (610po, rpynnsi) (B IPOMBIIUIEHHOCTH)

OKIIATP 24695 Havansnuk otnena (puHancoBoO-5KOHOMHYECKOTO H
aJIMHHHACTPAaTHBHOIO)

OKCO 032000 JIOKyMEHTOBE/ICHAE H apXHBOBEJICHHE

032001 JloxymMeHTOBe/IcHAE B JOKyMEHTAI[HOHHOE obecriedeHue

yIpaBneHHuS

3.2.1. TpynoBan pynKkuus

E PyxoBozcTBO Ae4TENEHOCTHIO v
|
| POBEHB
Hammenopanue | TONIpAsACICHHA 110 Kon (mozypoBeHs) 7
! TOKyMEHTAIMOHHOMY 00€eCIIeUeHHIO KBATH(UKAITH
| YIPAaBJICHHA OpraHH3aliH
[poucxoxnerre Opurusan X | 3amMcTBOBaHO U3 OpHTHHATA
TPYAOBOH GyHKIMH
Kon PerncTpanuoHHEIH
OpHTHHANIA HOMEp
TpodeCCHOHATEHOTO
CTaHJapTa

Tpynoseie netictBus

Omnpenencuue meneit, 3anad U QYHKIWH NOApa3AeNeHus TOKYMEHTAMOHHOIO
obecneyeHns yIpapIeHns OpTaHU3alliy U er0 pabOTHHKOB

Pacnpenenenre  OOIDKHOCTHEIX  OOS3aHHOCTeM  MeXIAy  pabOTHMKaMu
TIOZpaseNeHns JOKYMEHTAUMOHHOTO 00ECIeYeH s YIPABIEHHS OpraHn3alliy

PazpaGoTka MONOXEHHSA O MOpa3fic/icHHH AOKYMEHTAIIMOHHOIO obecriedeHns
YIpaBiieHHs OpraHH3alyy U JOJDKHOCTHEIX HHCTPYKIHH e paOOTHHKOB

IInarmpoBanWe NeATENHHOCTH IOXYAHEHHOTO MOAPA3ACNCHUS C Y4eTOM
PallAOHANEHOTO paclpeficneHUs pabor M 06beMa NPOH3BOACTBCHHEIX 3a1ad

OpraHH3aluA

PykoBoncTBO paGoTHHKAMH HONYMHEHHOTO HOPA3fECNeHHA U KOHTPOJIb HX
JIeATeIHOCTH B OpraHH3alHl

Hponenenne COBMECTHO C pa60muxa.mn KaapoBOro IiofApasfieiiCHAs
MEPONPHAITHI 1O 110,1160py IEePCOHANIA Ha 3aMEIICHHE BaKaHTHBIX JIOJDKHOCTEH
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TTOQYAHEHHOTO ITOApa3ICICHUL

Opraamsaums oOydeHHs M [OBBIMEHHA KBanubHKaWH  pabOTHHKOB
TMOTIYWHEHHOT0 MOApasACIeHNs OpraHi3alii

Kontpoms cobmomeHns paGoTHHKaMH [OSIMHEHHOTO  IOAPA3ACIEHHS
Tpe6oBaHMi OXpaHB! TpyJa, TPYAOBOHM [MCLUHIUIMHEI, IIPAaBHJI BHYTPCHHETO
TPYZOBOIO pacmopsKa M JIOKATbHBIX HOPMATHBHBIX aKTOB OpTraHH3allHA

Onpenencare NOTpeGHOCTH NOAIMHEHHOrO INOJpa3felicHHs OpraHM3alMH B
o0opyoBaHHH, DPOrpaMMHOM O0ecriedeHuH, MaTepHalbHBIX, (PHHAHCOBBIX H

pecypcax

IToaroToBKa mHpemnoXEHHH N0 MoOAepHU3aUMH pabouux MecT pabOTHHKOB
Tojipa3/ieNieHHs 0 JOKYMEHTAOHHOMY 00eCIedeHMIO YIIPaBIeHNS

Onpeznenenne 3pQeKTHBHOCTH AEATENHHOCTH HONIHHEHHOTO HONpa3leNecHHA
OpraHu3aiya

Heobxomameie
YMEHHUS

VcTanaBIHBATE KpYyr KOMIETEHIH M OTBETCTBEHHOCTh 3aMeCTHTENe
pykoBomuTeni H  pabOTHEKOB  NOApAas[eNCHUA  JOKYMEHTALUOHHOTO
obecrieueHNs YIPaB/ICHAS OpranA3aliy

Opranu30BBIBaTh KOJUISKTHBHYI0 H WHIMBHAyaNhbHYI0O paboTy paGoOTHHKOB
NIOYMHEHHOTO ITOpa3/iC/ICHHs OpraHH3alHH

OfecreunBaTs  B3aUMOJCHCTBHE  NONPAsHENiCHAA  JOKYMEHTAUHOHHOTO
ofecrieueHMs  yOpaBIEHHS CO  CIPYKTYPHBIMH  IOAPAas[eleHUAMH H
JOJDKHOCTHEIMHY JIMIAMY OpraHu3alii

PaspaGaTsiBaTe MONOXEHHWE O MOAPA3JEICHHH M JOKHOCTHBIE MHCTPYKLHH
pabOTHHKOB OpraHu3alyy

VcranaBmmBats UL Kaxmo ¢byHKImH paboTHIKa CIYXOBI
JOKYMEHTAITHOHHOrO OOeCledeHns YNpaBieHHd IpaBa H OTBETCTBEHHOCTB,
ofecregnBalompe KOPPEKTHOE BHIIONHEHHE 3TOH (yHKIMM B pamKax
JeSTEIFHOCTH OpraHA3alHy

TlppHAMaTe MepHl IO YCTpaHEHHIO HEIOCTATKOB B paGoTe MONYMHEHHOTO
CTPYKTYPHOTO HOApa3sAeIeHUs OpraHu3aid

TlpoBozuTe TecTHpoBaHHE H OLIEHKY paboTHI NMOTYMHEHHBIX pabOTHHKOB B
OpraHA3aIHH

OpranusoBbisarb o0yyeHue - H HOBBIMICHHE KBanA(HKAIAKH
JeIONPOM3BOACTBEHHOIO IEPCOHAIIA OPraHH3aAN '

Onpepsendrs NOPHOPHTCTHHIE  HAUPaBICHWA  pa3BUTHS  HOApaslelieHHs
JOKYMEHTAIHOHHOTO 00eCcIedeH s yIpaBieH s OpraHu3aiiH

PaspabareBate MepH 1O DOBRIIEHNIO 3)(PEKTHBHOCTH JAEATEIBHOCTH
PabOTHHKOB HOAIHHEHHOIO IOAPa3ACICHAS OpraHu3aluy

BHC}.IpﬂTB HOBBIC TCXHOJIOTHH H MCTOABI pa6om B OCATEC/IBHOCTH
TOMYNHCHHOTO MOAPas/ICICHUA OpraHr3allud

Heo6xonumele 3HaEns

CTpykTypa Opranm3allii, ¢¢ IOAPa3ecHNs H NOIDKHOCTH, 3a/cHCTBOBAaHHBIC B
IpoIeccax JOKYMEHTAIIHOHHOrO obecneuenys yipaBlIeHus

OcoleHHOCTH  perlaMEeHTallMM  Tpyha  pPaOOTHHKOB  MOAYMHEHHOTO
NOJPa3/ISTICHHs OpTaHU3alHY

3aKOHOZATENBHEIE 1 HOPMaTHBHEIE NIPaBOBEIE akThl Poccuiickoil Mepepaiiu B
ob1acTH paboTH ¢ JOKYMeHTanueil u nEGopMandeli, apXuBHOLO Jena

Meroaudeckne JOKyMEHTH H HalMOHAILHBIE CTAHIAPTHL B 00JiacTH paboTHI ©
JOKyMEHTanueil ¥ mHdopMalyeil, apxaBHOTO Aeia

Ilpapmima cocraBieHHS H OQOPMICHHS JOKAIBHBIX HOPMATHBHBIX aKTOB,
OIpENe/AIOMUX MpPaBOBOE MONOXEHHE CTPYKTYPHBIX MOAPA3sieNeHUH H
PabOTHHKOB OpraHH3aIHH

d)yHKHHOHaJIBHOC HANOJIHCHHAE ACATCIBHOCTHA  PasSIHYHBIX paﬁommcon H
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TIoZipasfieleHus JOKYMEHTALOHHOTO 00ecleueHys YIpaBIeHHAs OpraHu3alHy,
a TaloKe HOUMHEHHBIX eMY CTPYKTYD

IlpaBuna HopMHpoBaHMS Tpyla M  pacyeTa ABOYHOM  YHCIEHHOCTH
JEeIONPOU3BOACTBEHHOTO JIEPCOHANIA OPraHU3aIii

IIpaBuia opranusanyy pabodux MectT pabOTHUKOB OpraHH3aluy

Tpe6GoBaHHA OXpaHEI TPYIa

@opMBI  JENONPOM3BOACTBA,  OHPEACILTIONME  OPraHU3alHi0  paboThl
TOfipa3ieeHus NOKYMEHTAMOHHOro o6ecnieueHus YpaBieHYs OpraHA3aniy

I1paBuna opraHu3anOHHOTO HPOSKTHPOBAHNS JUIsS OPTaHH3alHU

MeTOoINKN yIpaBlIeHHs HEPCOHAIIOM OPraHW3aIN

TpynoBoe 3akoHOAaTENBCTBO Poccmiickoii Meepanmn

Hpyrue
XapaKTepPHCTHKH

3.2.2. Tpynosas dpynkmust

HaumMeHOBaHuE

Oprauuzanus pa3paboTKu TOKAIBHEX
HOPMATHBHBIX aKTOB ¥ METOMYECKHX

JOKYMEHTOB 10 JOKYMEHTaIllHOHHOMY KBATHHXAAH
o0ecneueHHIO YIIpaB/IeHUs Oprau3aliui

YpoBeHs
Koxn | B/02.7 (NOypOBEHE) 7

TIporcxoxaeHHe TpyaOBOM
byHKUHH

Opurunan X 3aMMCTBOBAHO U3 OpHTHHANA 1

Kon PerucTpalinoHHbIH
OpHI'HHaNZ HOMep
TpodeCCHOHATBHOTO
CTaHjapTa

Tpynosrie neficreus

Onpenenenne HanpaleHHH BHYTpeHHEH perilaMeHTalMH JOKYMEHTAHOHHOYO
obecriedeHn YIpaBIeHuA OpraHA3aIHH

PykoBoncTBO pa3paGoTKOi JIOKANEHBIX HOPMAaTHBHBIX AKTOB OpraHH3aOuu B
COOTBETCTBHH C ¢e NONHTHKOH B cdepe NOKyMEHTaUHOHHOTo ofecmedeHns
YIIpaBlIeHHs

Opraumaum COrIaCOBaHMsl, YTBCPXKIACHHUSA JIOKAJBHBIX HOPMATHBHBIX aKTOB
OpraHu3aly N0 JOKYMCHTANHOHHOMY obecreTeH IO ee YIIPaBJICHHAA

Oprannsanus O3HAKOMJICHHS PabOTHHKOB C JIOKQJbHBIMH HOPMATHBHBIMH
aKTaMH " METOIIECKUMHE JOKYMEHTaMH OpraHM3aluH no
JIOKYMCHTAIIHOHHOMY 0GECHIEYECHHIO ee YIIPaBJIeHHs

KoncymstupoBanne paGOTHHKOB OpraHM3alliH IO BOMPOCaM HPUMEHEHAS
JIOKANLHBIX HOPMATHBHEIX 4KTOB M HCIOJNB30BaHHA METONHK PpaGoTEl C
JIOKyMeBTaMHA OpraHu3alfH

Opranmsanys paboTl MO AKTyalH3alHH JIOKANBHHIX HOPMATHBHBIX aKTOB M
METOAMYECKHX  HOKYMEHTOB  OpraHH3allid 10  HOKYMEHTAUHOHHOMY
obecnegeHnIO ee yupaBieHHS

Heobxoxnmele ymeHHust

ITpuMeRATs IIpaBOBBIE HOPMBI JUIA COCTAaBICHHA M OGOPMICHHS JIOKAIBHBIX
HOPMATHBHBIX aKTOB OpraHH3aIHu

Pa3paarsBaTh eAHHYIO MOJNHTHKY OpraHu3alyy B chepe NOKyMEHTAUHOHHOrO
obecredenns ee ynpaBieHus

Opranu3oBHBaTh AEATENIBHOCT pabodYMX FPYNI MO NOIATOTOBKE IPOEKTOB
JIOKAJTHbHEIX HOPMaTHBHBIX aKTOB OpranM3aiin

HHTerpupoBarhk AeIOMPOH3BOACTBEHHEIE IPOLECCH UM IPOIEXYPH B IENOBEIE
(ympaBlieHYecKHe) IPOLECCH] OPTaHU3allHK
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Otpaxars yJacTde OTACHBHBIX PaGOTHHKOB M CTPYKTYDHEIX INOApa3feneHHi
OpTaHH3alHH B €€ JeJJONPON3BOACTBEHHEIX IPOLECcax

IlpoBomuTe MHpOUEAYPH  PacCMOTPEHHS, KOJUIEKTHBHOTO  OGCYXIeHus,
YTBEPXKIACHMS H COMIACOBAHHA HPOCKTOB JIOKANBHBIX HOPMATHBHBIX aKTOB
OpraHH3alAH

IIpuMeBsTs Mephl, o0ecHeuMBAIOIME BHIIONHEHHE BCEMH pPabOTHHKaMM
opraHu3anpy TpeOOBaHWil, 3aKPEIUICHHRIX B JIOKAIBHBIX HOPMATHUBHBIX aKTax
110 JOKYMEHTAIIMOHHOMY 00€CIIedeHHIO YIIPaBJIcHHs] OPraHAu3aHu

HeobxomuMele 3Hanns | 3akoHORaTeNbHBIC U HOpPMATUBHEIE mpaBoBHle akThl Poccuiickoit Menepaunu,
cozepxampe TpeOOBaHAS K OpraHH3amWA HOKyMEHTAHOHHOro obecriedeHus
yIpaBJICHAS OpraHu3alluy
Metomugeckae JOKYMCHTHl ¥ HalUMOHANbHBIC CTAaHAApTH, COJACpKaImue
TpeGoBaHMA K OpraHM3allid IOKYMEHTAllHOHHOTO OO€CIICYEeHHs YNpaBICHUS
OpraHmu3aIfy
TumoBsle ¥ IpAMepHHIE MONOKEHMA M MHCIPYKIMH B cdepe
JOKYMEHTaMOHHOTO 00ecTiedeHU YIPaBIeHHA
TpebopaHus K CTPYKTYpe M CONEP)KAHHIO OTAENBHBIX BHAOB JIOKAIBHBIX
HOPMATHBHEIX aKTOB
IlpaBuna paspaGoTku m OGOpMIIEHAS MOKYMEHTAIHH, periiaMeHTHpYIOmet
JOKYMEHTallHOHHOE 00eclicyeHHE YIIPaBJICHAS B OPraHA3aliy
Vuactkm paboTel moApa3szAciieHHs  JOKYMEHTAaHOHHOTO  ofecmedeHus
yIIpaBJieHus OpPraHH3aliH B UX GyHKIHOHANBHOE HANOIHEHHE
Iopsnok o3HaKOMIIeHHS PaGOTHAKOB C JIOKAIGHGIMA HOPMATHBHBIMH aKTaMH
OpraHn3aIA
CocTap CIEIAATACTOB, Y9aCTBYIOUX B pa3paGoTKe IIPOEKTOB JOKAMBHBIX
HOPMATHUBHEIX aKTOB OpraHH3alHH
TpynoBoe 3axonomarensctBo Poccumiickoit ®epeparum, TpeGoBaHEA OXpaHBI
Tpyna

Hpyrue -

XapaKTepHCTHKH

3.2.3. Tpyaosas ¢pyuxuus

TToctpoenne cucremsl Vposers
HaumeropaHye | TOKyMEHTAIHOHHOTO 00eCIIedeH s Kon | B/03.7 | (nomyposens) 7
YIpaBIIeHNs OPraHA3AIHH KBanHQHKaIvIH
IMpoucxoxneHne
Tpynoso# GyHKmHE Opwrunan X | 3auMCTBOBaHO U3 OpUrHHANA
Kon PerucTpaunoHssIi
OpHIrMHaNa HOMEp
npo¢ECCHOHAEHOTO
CTaHAapTa

Tpynosrie netictBus

Paspaborka MOMMTHKH oOpraHHsamum B 00NacTd  JIOKyMEHTAIOHHOTO
ofecneuenus ee yIpaBIeHAs

CogeiicTBue  BHEAPEHHIO CTaHNAapTOB  opraHusaimu B  chepy
JOKYMEHTAI[HOHHOTO o0ecIiedeHH ee YIPaBIeHHS

KOOp}II/IHaIII/UI OCATCIIBHOCTH MO CO3JAHHIO H COBCPIICHCTBOBAHHIO CHCTCMBI
JAOKYMCHTAIMOHHOTO obecneueHns YIPABJICHHAA OpraHU3alliu

ObGecriedenne B3aUMOAEHCTBHSA HOApas[eNeHAd OpraHW3aliy TpH pPelIeHHH
33734 B 00J1aCTH JOKYMEHTaIHOHHOT0 00ecIeueHHs ¢€ YIIPaBIeHHA
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Ofecnevenne GyHKIHOHUPOBAHUA CHCTEMEI JOKYMEHTAIIMOHHOTO OOecIeueHus
YIpaBJIeHNS OPTaHH3aIHH

Oprannsamm pa60Tl'>I II0 IOAACPKAHUIO CHCTEMBI [JOKYMEHTAIlTHOHHOI'O
obecnedenns YIIPaBJICHUA OPraHH3alllH B aKTyaJIbHOM COCTOSSHUH

BHenpeHue COBpEMEHHBIX METOJOB M cpeictB o0paborkn wmudopManuu B
paMKaX pealM3alHM eMHOM TEXHONOTHH CHCTEMBI YIPABJICHHS NOKYMEHTaMU
OpraHM3anAH

VipaBieHHe INPOeKTaMH JOKYMEHTALMOHHOrO oOecredeHus YIpaBJIeHUS
OpraHu3aliy

PykoBoncTBo paspaGoTkodft mnaHOB W rpadMkoB paboT IO pemIeHHIO 3aAad
OpraHH3alli¥d B paMKaxX CHCTEMBI JOKYMEHTAllHOHHOIO OOECTCYEHHS €¢
YTIpaBJICHHSA

Onpeznenenne byHKURIT, BBIOJHAEMBIX ~ CHCTEMOH  3JEKTPOHHOIO
IDOKYMEHTOO0OPOTA OpraHU3aluy, U e aKTYATH3aIHsL

Opranusanusd KOHCYNBTHPOBAaHHS paGOTHUKOB OpraHM3alHM IO BOHPOCAM
paboTsI ¢ ee JOKYMEHTaMH

HeobxoaumMsere
YMEHHA

AHanu3npoBaTh IEPEfOBOH OTeIeCTBEHHH M 3apyOexHBIH ONMHIT B o6nactd
TTOKYMEHTAIMOHHOTO 00€eCTIeYeH s YIPABJICHHAS

O60CHOBHIBATh TIONOXKEHHS CTPATETHH PAa3BHTHA W MOJIMTHKH OpTaHW3AlHH B
061acTd JOKYMEHTAlHOHHOr0 06eCIeYeHHs YIpaBaeHuI

HpOBOI(HTB aHajm|3 HH(I)OpMaJlmfl O COCTOSSHHH CHCTEMBI JOKYMCHTAUHOHHOIO
obecreuenns YIpPaBJICHUA OpraHu3auu

Brocurs APryMEHTHPOBAHHBIC OpPraHH3allHOHHBIE H  TCXHOJIOTHYCCKHE
IPEIIIOXKCHUA o Opranusainuy H COBEPUICHCTBOBAHHIO CHCTECMBI
JOKYMCHTAIITHOHHOTO obecnedeHus YNIpABJICHUA OpraHu3ali

ObecnieunBaTh B3aMMOACHCTBHE HOApA3NCNeHHI OpPraHH3allHM IO BONPOCAM
paboTE ¢ JOKYMEHTaMH

OnenuBath 30(EKTHBHOCTE MPOLECCOB NOKYMEHTAIIHOHHOTO oObecneyeHus
yIpaBIICHHS. OpPraHA3alHH

Omnpenenars GyHKUHH,  BHIIONHAEMBIE  CHCTEMOH  3JIEKTPOHHOIO
JOKYMEHTOOO0POTa OpraHu3aliuy, ! OTCICKABATD € aKTyaH3anuio

IlpuHEMaTs pelleHHs B CIOXHBIX H CIHOPHBEIX CHTyallHSiX B paMKaX CBoci
TipogecCHOHANBHOMN NeATeNEHOCTH

Pemats  3amaus  HOPMAaTMBHOIO H  METOOMYecKoro  obecreueHus
JOKYMEHTAIMOHBOT0 00eCeueHHS YIPaBlIeHAS OPraHA3alui

Heobxo¥MEIe 3HaHHS

3axoHoAaTeNbHEIE H HOPMATHBHBIE NpaBoBhIe aKkThl Poccmiickoit denepaunu B
cepe DOKyMEHTAHOHHOIO OGECIEYeHH YNpPABIEHHS W HH(OPMAIHOHHEIX
TEXHOJIOTHH

Meronugeckue IOKYMEHTHI M HaMOHANBHBIE CTaHAApTEI B cdepe
JIOKyMCHTaIHOHHOTO ~ ofecredeHMs  ynpaBieHHd ®  HHGOPMANHAOHHBIX
TEXHOJIOTHH

JeficTByromune  MeXIyHapoOHble CTaHAapTEl B OONACTH  YNpaBICHHS
JOKyMEHTaIueH

IlepemoBoii OTedecTBEHHBI ONBIT H Hay4yHele pa3paboTku B obiactu
HH(OPMAHOHHOIO ¥ JOKYMEHTAMOHHOIO 00eCIeYeHHUs YIIpaBIeHH

Prmox mHGbOpPMAlHOHHBIX YCIYT; CpeAcTBa cOopa, mepemauu # oOpabGoTKH
nHpOopManHK

Topsimox paspabotku, odopmieHus, yTBepXKICHUS M BHEAPEHWS JOKATBHBIX
aKTOB OpraHu3alliy

CTpykTypa M HalpaRJIeHHUS QeATENEHOCTH OPraHH3aluy

DyHKIMHT ¥ TOPSAOK B3aMMOAEHCTBI 10jpa3 ieJIeHHH OpraHH3auy
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Mertozb! IpOeKTAPOBAHNA H IUTAHUPOBaHHS paboT B OpraHu3alyy

Tlopsnok pa3spaGOTKH U YTBEP)KAEHHMS NEPCHEKTHBHBIX M TEKYIIMX IITaHOB
paboT opraHu3ayy

Meroznsl aHanu3a IIOKasaTenell JEATENBHOCTH II0 JTOKYMEHTaIlHOHHOMY
ofecedeHHIO YIpaBIeHHs OpraHU3aluH

Hpyrue

XapaKTePUCTHKH

3.2.4. TpynoBas dyHKuus

Haumenosanue

OcymecTBieHHEe KOHTPOJIS

(bYHKIMOHUPOBAaHHS CUCTEMEI
JOKYMEHTAIIMOHHOTO 00ecIIeueH s A A"
YIpaBJIeHHAS OPTaHU3alIH

YpoBeHs
Kox | B/04.7 | (nomyposens)

TIpoucxoxnenne
TpyAoBOH PyHKIMK

OpwruHan X | 3auMcTBOBaHO W3 OpMIHHATA
Kon PeructpauyoHHsii
opHAruHana HOMep
npo)eCCHOHANBHOTO
CTaHZapTa

TpynoBeie aeiicTeus

OcymecTBlIeHHe KOHTPOJS BeJICHHS JIENONPOHU3BOACTBA B OpraHM3alliM B
COOTBETCTBHH C YCTAHOBICHHBIM B HEl HOPSOKOM, CBOEBPEMEHHOE NPHHATHE
Mep [0 HpeaynpeskICEHIO HapymeHui

OcymecTBleHHEe KOHTPONA HCHONHEHHS JIOKATHHBIX HOPMATHBHBIX AKTOB M
METOJMYECKMX  HOKYMEHTOB 0O  JAOKYMEHTAUMOHHOMY  OO€CHeYeHHIO
yIpaBIeHUs OpraHH3aluy

Oprasu3zanus paGoTH 0O BEIABICHHIO HAPYIIEHHWH B MOATOTOBKE H 00paGoTke
JOKYMEHTOB OPraHW3aiiH, ONpeieieHHe Mep 110 MX YCTPaHCHHIO

OcymecTBIeHHe KOHTPONIS HCIOMHHTENBCKOM JHCIMIUIAHEL  pPaGOTHHKOB
OpraHu3alun

OcymecTBieEre KOHTPONA (YHKIMOHAPOBAHAS CHCTEMBI ONIEKTPOHHOTO
JIOKYMEHT0000p0Ta OpraHM3aluy B €€ CBOEBPEMEHHON aKTyaAIN3allul

OcymecTBiieHUe KOHTPONs GOPMUPOBAHHUS JeNl ¥ OPraum3aliy ONEePaTHBHOTO
XpaHEeHHs JOKYMEHTOB B OpraHH3aluK

Hcnonnenne ¢yHknmit 3aMecTHTeNs INpPENCEmareis 3KCIEPTHOH KOMHCCHH
OpraHU3alHH

OpraHusanus H  TpOBeIeHHE MPOBEPOK JNEATENBHOCTH  CTPYKTYPHBIX
[oApaszeseHuii OpraHU3auy Mo BOIPOCcaM JOKYMEHTANHOHHOTO 0GECTICIeHus
YIpaBIeHus

MOHHTOpI/IHF pe3ynbTaTOB pEMICHWS 3a4a4 OpraHu3alid II0 BOIpocaM
JOKYMCHTAIIMOHHOI'O obecniegeHnst YIOpaBJICHHASA, aHAIIN3 JaHHBIX MOHUTOPHHTA

KoHTpoNs CBOCBPEMEHHOTO YCTPAHEHHsE HEJOCTATKOB B paboTe ¢ JOKYMEHTaMH
OpraHm3aluA

Onpenenenne 3¢pGeKTHBHOCTH MEPOIPHUATHIA [0 COBEPIICHCTBOBAHHIO CHCTEMBI
JIOKYMEHTAIMOHHOTO o6ecieYe us yIpaBIeHHs OpraHu3aliy

Heo6xonumeie
YMEHHA

O6ecneunBarh (HOPMHPOBAHHE H COXPaHHOCTh JOKYMEHTAISHOro ¢onpaa
OpraHm3allii B COOTBETCTBHH C TPeOOBaHUAMY HOPMATHBHBIX NPABOBBIX AKTOB
Poccuiickoii Peziepaly H TOKATHBIX HOPMATHBHEIX aKTOB

Buocuts AQpPryMECHTHPOBAHHBIC OpraHH3allHOHHBIE H  TCXHOJIOTHYECKHE
NPEAJIOKCHHA o Ooprasmusalnu H COBCPIICHCTBOBAHHIO CHCTCMBI
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JOKYMEHTAIIMOHHOT0 06eCleYeHHs YIIPaBIeHH OpraHu3aluy

TIpenctaBnars pe3yabTaThl KOHTPOIBHOH JEATENHHOCTH 110  BOHpOcam
JOKYMEHTAIHOHHOTO 0fecieYeH s YIpaBieHHs B OTIETaX OPraHm3aIHu

Opraun30BeBaTh paboTy Mo cOOpY M CHCTEMATH3ANHH CBENCHHI O OIOXKEHHH
el B cthepe HOKYMEHTAHOHHOIO ODOECIEYeHMs YNPaBICHUSA OPraHM3ayH,
OCYIIECTBIATH PYKOBOACTBO 3¢/ (heK THBHEIM MCHIOB30BAHHEM JaHHBIX CBEICHHN
¥ €70 KOHTpPOJIb

Oprasm3oBHIBaTE  CHCTEMATH3UPOBAHHBIM  Y4E€T, XpAaHEHHE JIOKAIBHEIX
HOPMAaTHBHBIX aKTOB OpraHW3allid II0 BOHpocaM HHGPOPMALHOHHOTO W
JIOKYMEHTAIIHOHHOTO OGeCIedeH s YIpaBIeHH] H BHECEHHE B HHUX IPHHATHIX
M3MEHCHUH

CBoeBpeMeHHO HHGOPMHPOBATh 00 H3MEHEHHAX B JOKAIBHBIX HOPMAaTHBHEIX
aKTax pykoBoguTeNnei H pabOTHHKOB Iopa3fielieHu it Oprafu3aliui

IlpuHEMaTh pelleHuss € Y4eTOoM KOHKDETHOH CHTyalllM [0 BOIpoOcaM,
BO3HHKAIOIIKM B XOJ€ KOHTPOJBHOH H aHAMTHICCKOH AeATEILHOCTH B chepe
JOKYMEHTAITHOHHOr0 06ecedeHH)s YIpaBIeH)s OpraHH3aliH

HeobxoauMbie 3HAHUA

3axkoHOAATeIbHEIE I HOPMAaTHBHBIE IIPaBOBBIE akThl Poccuiickoit Oenepannu B
cbhepe IOKyMEHTANMOHHOIO ofOecnedeHHs YNpaBleHHs M HHGOPMAIMOHHBIX
TEXHOJIOIuH|

Meronuyecke MOKYMEHTHI H  HalHOHAJNbHBIE CTaHOApTHI B  cdepe
JIOKyMEHTaHOHHOr0  ofecnedyeHHs] ympaBieHHS H  HH)OpMAMOHHBIX
TeXHOJIOT it

JeficTBylomue  MeXIyHapoOHBIE CTaHAApPTHI B  OONACTH  YNpPaBJeHHA
JOKyMeHTanuei

IlpaBuna opraHH3auWM MOKYMEHTAIHOHHOTO OO€CIedeHHS YIpaBleHus B
COOTBETCTBHH C JIOKAIBHKIMHE HOPMATHBHBIMH aKTaMH OpraHH3alyH

OYHKINH ¥ NOPSOK B3auMOeiCTBYA NOApa3ieICHHi OpraHu3all

Meromsl aHanmu3a IOKasaTeNied HEATENIBHOCTH IO JOKYMEHTAIIHOHHOMY
00ecIIedeHNI0 YIIpaBIeHHs

Ilpasuna ® Meroxbl KOHTpONss COOJIOZEHHA HOPM B 0ONacTH
JIOKYMEHTAUHOHHOTO 00€eCIIeIeH S yIpaBIeHAs

Mero/s1 aHaNH3a BEITIONHEHHS NPOrpaMM OpTaHH3AIMA U COBEPLICHCTBOBAHUS
JOKYMEHTalMOHHOTO  OOECHEUCHHs YNPaBICHHS H  ONpeleNeHAs HX
a¢dexTrBHOCTH

Opranuzanus ydeTa, OPAAOK H CPOKH COCTAaBJICHUA OTYETHOCTH IO BONIPOCAM
JOKYMEHTAIMOHHOro 00€eCIIeUe N yIpaBIeHus

MerTomb1 HOPMOKOHTPOIIAL IIPH COCTABIEHUH TOKYMEHTOB, ONPEAENCHUS YPOBHS
YHE(HKAINH YIPaBIeHIeCKAX JOKYMEHTOB OpraHU3aluu

KpKTCpI/IH HNEHHOCTH HNOKYMCHTOB IUJIf HX HCNOJB30BaHUA, XPaHCHUSA HWIHA
BBIACTICHUA K YHHUYTO)XXCHHUIO

JHpyrue

XapaKTepHCTAKH
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3.2.5. Tpynosas dynxnus
CoBepIeHCTBOBaHHE CHCTEMEI VpoBeHs
HauMeHoBaHHE | TOKYMEHTAIIAOHHOTO 00€eCcTIeuecHHs Kon | B/05.7 (noxypoBeHb) 7
YTIpaBIeHHS OPTaHH3AIMH KBaTHHKAIHH
Tponcxoxnemne Opurasan X | 3amMcTBOBaHO M3 ODHTHHANR
TpyHoBoii GpynxumMu
Kon PerucTpanuoHHbIi
OpHIHHANA HOMep
npogeccHOHaNBHOTO
CTaBAapTa
Tpynosste geiicreua | OnpeneieHne BO3MOXXHOCTEH NPHMEHEHHS COBPEMEHHBIX HH(OPMAIMOHHEBIX

TEXHOJOTHH B c(epe HNOKYyMCHTAllUOHHOTO oObecliedeHHs yHpaBIcHHS
OpraHM3alMH Ha OCHOBE H3y9eHHs TeHICHIMH HX pa3BHTHS

O6ocHoBaHuE HEeOoOXOIMMOCTH COBEPIICHCTBOBAHUA CHCTEMBI
JOKYMEHTAIIMOHHOI0 0becneueHns YIpapJIeHNIS OpTaHA3aii

OIIPCLICJICHI/IC HanpaBnelmﬁ PasBUTHA H COBEPIICHCTBOBAHHA CHCTEMBI
JOKYMCHTAITMOHHOI'O obecnieaeHns YIpaBJICHUA Opranusauii

Onpeneneﬂne MEp IO YCTPaHCHHIO BBLABJIICHHBIX H3BJIHOB CHCTEMBIL
JAOKYMCHTALIMOHHOT'O obecneyenns YIIpaBJICHHA, ,ueﬁcmylomeﬁ B OpraHM3ain

Onpenenedde Mep 0O ONTHMM3AME YIPAaBACHYECKOrO JOKYMEHTOOGOpOTA
OpraHH3aIHK

PaspaloTka METOOMKA COBEPIICHCTBOBAHHA CHCTEMBI TOKYMEHTALHOHHOIO
obecredenns ynpasIeHus OpraHu3aluu

ITogroToBka maxeTa JOKYMEHTOB, COIPOBOXAAIOMHKX IIpOIECC pa3paboTKH,
BHEJPEHUS M HCIOJNB30BaHMA CHCTEMBI SIIEKTPOHHOTO JOKYMEHTO0OOpOTa
OpraHM3aIii B chepe JOKYMEHTAlMOHHOTro obecnieueHHs ee YIpaBIeHHS

Opramm3aius mpolecca pa3spabOTKH M BHEAPEHMS CHCTEMbl JIEKTPOHHOIO
JOKYMEHTO060pOTa OpraHH3aIud B chepe AOKYMEHTALMOHHOTO obecrmedyeHus
€¢ YIpaBJeHus

KOOplIPIHaIHD[ ACATCIIbHOCTH o COBCPUICHCTBOBAHUIO CHCTEMBEI
JOKYMCHTAUIHOHHOI'O obecuedeHus yYHOpaBJICHHS OpraHu3aiHu

Heo6xonuMeie
YMeEHHS

AHaNA3UPOBaTh WHPOPMaNWIO O COCTOSHME CHCTEMBI JOKYMEHTAllHOHHOTO
obecredeHns yIpaB/ieHHs OpraHa3alin

Buocuth ApryMCHTHPOBAaHHBIC OpPraHU3al[HOHHBIC M  TCXHOJIOTHYECKHE
NpPEeNIOKCHAA o OpraHu3anuy n COBCPIICHCTBOBAHUIO CHCTCMBI
JAOKYMCHTAIIHOHHOTO obecnegenus YUOpaBJIeHHs OpraHH3aln

CocCTaBnaTh TEXHHYECKOE 3aJjaHWe HAa NPOEKTHPOBAHUE M BHEAPERWE CHCTEMBI
SNIEKTPOHHOTO OKyMEHT0000poTa B chepe JOKYMEHTALHOHHOTO obecnedeHus
yOpaBleHHs OpraHd3alie

BriGHpaTs ONTHMATBHYI0O CHCTEMY OJ€KTPOHHOTO  JOKYMEHT00GOpoTa,
OTBEYAIONIYI0 3a7adaM  JIOKyMCHTAllMOHHOTO OOECHedeHNs  YIpaBJieHHs
OpraHH3alHH

O60CHOBEIBAT ~ HEOOXOAMMOCTF  BHENPEHHS  CHCTEMBI  3IEKTPOHHOIO
JIOKyMeHT0060poTa B Cepy AOKYMEHTAHOHHOTO OOECIEUYCHHS YIIPaBIICHHS
OpraHH3alaH

OpraHn30BHIBaTH 00y49eHHe PabOTHUKOB OPraHM3AMA COBPEMEHHBIM METONAM
pabotel ¢ pokymeHTaME B cepe NOKYMEHTAMOHHOIO oecnevueHus
ynpaBieHHs

Alcrya.lm3npona'r5 JIOKAJIbHBIE HOPDMATHBHBIC aKTHl OpraHHU3alliH C YY€TOM
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BHEJIDEHHS COBPEMEHHBIX METOZIOB PabOTHI € JOKyMeHTaM#

Heobxonnmeie
3HaHUA

3akoHOZaTenbHBIE H HOPMATHBHbIE [IpaBOBEIe akThl Poccmiickolt Penepanuu B
cepe nDokyMmeHTalMOHHOrO OGECIedeHHs YNpaBleHHS M HH(OPMAaIHOHHBIX
TEXHOJIOTHH
Merommaeckue
JOKyMEHTAIIHOHHOTO
TEXHOJIOTHH
JHeiicTBytommue
JOKYMEHTaIueH
Hepenoroii OTeYecTBEHHBI ONBIT W HaydHElE pa3paGoTKH B 00IacTH
HHGOPMAIMOHHOIO U JOKYMEHTAI[MOHHOTO 0becnede U YIpaBIeHHs

MeToBl NpOEKTUPOBAaHAS ¥ INIAHHPOBAaHHSA paboT IO COBEPIICHCTBOBAHHIO
JOKYMEHTaIlMOHHOro obecredeHus yIpaBJieHHs OpraHA3alyy

CoBpeMeHHbIE CHCTEMBI 3IEKTPOHHOTO JOKYMEHT0000pOTa, HCIONB3yeMEIE B
cepe IOKYMEHTAIIMOHHOTO OOECIEYCHUS YIpaBNEeHHS OpraBM3allid, M HX
byHKINOHANTPHEIE BO3SMOXHOCTH

Bemymme ~ opraHmzammsr —  pa3paboTUMKM =~ CHCTEM  3JECKTPOHHOrO
JIOKYMeHTo000poTa AN chephl JOKYMEHTAIHOHHOrO 00ecneueHus yIpaBIeHus
OpraHH3alHK

PrmHoK HMHPOPMANMOHHEIX YCIYT, cpelcTBa cGopa, mepegaud H o6paboTKH
urdopManuu

cTaHzapTel B cdepe
HHGOPMANHOHHBIX

IOKYMEHTH H
obecriegeHHs

HallOHAIbHEIE
ynpaBneHus H

MEXIyHapOAHBIE CTaHIApTHI B 0OMacTH  ympaBleHHS

Hpyrue

XapaKTCPUCTUKH

3.3. O6o6mennas TpyaoBas Gpyuxims

Haumenosaue Vnpagnenue rokymentanueit { Kox z c Vposens 8
OpraHu3aluy | N KBayAduKanym
TIponcxoxaeHHe
0600meHHO TPYAOBOM Oparusan | X 3aMMCTBOBAaHO M3 OpPHIHHAJA
Gysxmmu
Kon PerdcTpaloHHbIH
OpHTHHANA HoMep
IpodecCHOHANBHOTO
CTaHJapTa
Bosmoxuabie Ynpasnsmonmii RoKyMeHTaIHeH
HaWMEHOBAHHA 3amecTHTeNs PyKOBOAUTENA OPraHA3aliHy IT0 BOIIPOCaM YIIPaBJICHHS
JIOJDKHOCTEH, JOKyMEHTauueH
npodeccuit
TpeGoBauus K Beicmee o6pa3oBanue — CHEIAANATET, MaruCTpaTypa
06pa3oBaHHIO H JHonomurensaoe npodeccHoHaNBHOE 06pa3oBaHHE — HPOTPAMMEL
obyueHuro ‘Ipo)eCCHOHANBHOM MEPeNOATOTORKY MO NPOGMIIO AEATEILHOCTH
Tpe6opanus k onsrry | He MeHee naTH sieT pykOBOIAMIEH NEATEILHOCTH B Cdepe TOKyMEHTAIHOHHOTO
TIpaKTHYeCKOH obecniedeHns yIpaBIeHUS OpraHu3anyed
paboTEl
Oco6Eie yCIOBHs -
Jonycka K pabore
Hpyrue -
XapaKTepHCTHKH
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JlononHAuTENBHEIE XapaKTEPUCTHKA

Haumenosarue Kox Haumernosauue 6a30B0#t rpyniel, JOJDKHOCTH (mpodeccHu)
JOKYMEHTa MM COEIHATBHOCTH
OK3 1213 PyxoBomuTens B 001acTH ONpENENCHHS NONATAKA
IUIAaHHPOBAHHUA IEATEIHHOCTH
OKCO 032000 JlOKyMeHTOBeIeHAE H apXHBOBEICHHE
032001 JoxyMeHTOBeIeHIE M IOKyMEHTAIOHHOE 00ecIieueHne
YIIpaBJICHASL
3.3.1. TpynoBas pynxuus
Crparermyeckoe IIaHUPOBaHUE H
o ‘YpoBeHb
Hamveropamme | PYXOBOACTBO IOCTPOCHHEM €/IMHOH Kox | C/OL.8 (romypopers) 8
CHCTEMEI yIPABICHUL BT HKATH
JOKYMeHTalHel opranu3aliy

Tpoucxoxaenue TpyAOBOH
PysKIE

Opurmsan | X | 3aMMCTBOBAaHO M3 OPHIHHANA

Kox PeructpatmoHHbIi
OpHTHHAJIA HOMep
npodeccronanrbHOro
CTaHjapTa

TpyznoBsle meiicTBHS

Pa3paGoTKa CTparerMH W HOJHTAKE OpraHM3almd B chepe ympasicHHS ce
JOKYMEHTaIe

PyxoBoncTBO BHIOOPOM M BHEAPEHHMEM COBPEMEHHBIX METOIOB, CPEACTB H
TeXHOJIOTH# 06paboTku MHGOPMAUNK H JOKyMEHTAllAH B PaMKaX peau3alud
€IUHOM MOIWTHKH YNIpaBJICHHA JOKYMEHTalMeH oprann3anui

VipaeneHue  1pPOEKTOM  CO3JaHHMA  €AUHONM  CHCTEMBI  yIpaBJieHHA
JIOKyMeHTaIue OpraHA3alin

Vihpaenerne npoekTamMu — (GopMHpoBaHHS — HHGOPMAIMOHHO-CIIPABOYHEIX
cHCTeM ¥ 6a3 JaHHBIX DO BCEM JOKYMCHTHBIM CHCTEMaM H HHGOPMAMOHHBIM
pecypcaM opraHg3auun

anannel-me IIpOCKTaMH IIOAACPXKaHUASA B aKTYaIBHOM COCTOJHHAA €AVHOH
CHCTEMBI YIIPABJICHHA Z[OK)’MCHTa.IIHeﬁ OpraHMsalii, a TaKXe BCEX c¢ce
JOKYMCHTHBIX CHCTEM

PykoBOACTBO OpPOSKTAaMH IO MOJEPHU3AMA H ONTHMH3ALMHE CHCTEMBI
ynpasieHus JOKyMEHTALMell OpraHM3alii M MHHHEMH3AINE DHCKOB B OTOH

cepe

HeobxomuMeie ymeHAs

OnpenensTs NPAOPUTETHBIC HANpPABJICHWS Ppa3BUTHS CHCTEMbl YIpPaBICHHSI
JOKyMeHTanpell OpraHu3aiun

Pa3pa6arsIBaTh CTpaTerHIO U MMOJHTHKY OpraHH3alliK B cdepe ylpaBieHns ee
JOKyMEHTaIUeH

Bribupars mporpaMMHEIE  OpPOAYKTRI, MCIOJb3YeMBlE B  yIOpaBICHHH
JOKyMEHTaiueH, " CHCTEMEI KOPIIOPaTABHOTO 9NEKTPOHHOTO
JOKYMEHT0000poTa opradu3anus ¥ 060CHOBHIBAaTH BHOOP

Knaccudpunmposats wmHbpopManmio ¥  BHICTpaumBath uH$popMammonno-
CIpaBogHEIe Gaskl JAaHHEX U MH(OPMAIMOHHBIE CHCTEMEI OpraHH3alHy

IIpocunTrBaTF M OLEHUBATH NOTEHOUAIbHBIE PHCKH Chepsl yNpaBiIeHH
JIOKyMeHTaldeil B Opranu3alii ¥ pefoTBpamaTh HX JIH00 MHHAMH3HPOBATE
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VcraHaBnEBaTe  KpPYyr — KOMIETCHIWHA  pYKOBOAMTENEH  CTPYKTYPHBIX
mofipa3feNicHui OpraHusamuu B cdepe ympapneHMs JOKyMEHTalHMeH BO
BBEPEHHBIX UM MOAPA3NSISHUAX

VcraHaBnuBaTh CPOKHM HCIONHEHUsI IOOKYMEHTOB BO BCEX JOKYMEHTHBIX
CHCTEMaXxX OpraHu3anuu

OpraHu30BHIBaTh KOJUIEKTHBHYIO ¥ HHAVBHAYAIBHYIO paboTy pykoBozuTemeH
CTPYKTYDHEIX  IIOApasHeNieHMii opraHmsamud B chepe  yIpaBleHHS
JOKyMeEHTauueh

Vnpapnarh B3aMMOZEHCTBHEM CTPYKTYPHBIX MOJpa3felicHHI OpraHu3aliué B
cdepe ympaBneHns JOKYMEHTAIHEH

H3pickuBaTh pecypchl MM PasBUTHSA CHCTEMEI YIIpaBlieHHS NOKyMeHTaumueit
OpraHU3aIUH

PaspabarsBaTe Mephl 0 HOBBILECHUIO 3¢¢EKTHBHOCTH pabOTHI OpraHH3alliH
gepe3 COBEPHICHCTBOBAHME YIIPaBIeHHS ee JOKyMeHTaluer

OrcexuBaTs H3MEHEHUS B HOPMAaTHBHOM 6a3e, periiaMeHTHpYIOIeH BOIIPOCH
ynpaslieHAs JoKyMeHTanuei B Poccuiickoil QPenepaimn

PyKoBOZUTH BHEHPEeHMEM HOBBIX MH(OPMAIMOHHBIX TEXHOJOIHl H METOHOB
paboTH B chepy yIpaBlIeHAS JOKyMeHTandel opranu3alin

Bri6upars Buns HocuTenel mHbopmarpy B HopMaThl XpaHEHHs 3TEeKTPOHHBIX
IOKYMEHTOB, OCHOBBIBASCH HA IIEHHOCTH AOKYMEHTOB OPraHH3alli# B CPOKax
HX XpaHEHHUs

IprEAMaTH pertenHns IO BOIPOCAM yUpaBieHHS TOKYMEHTalAel opraHu3anus
B CIIQXKHBIX ¥ CIIOPHBIX CHTYaIUsAX

Heo6xonMMEIe 3HAHUSA

CrpykTypa oOprapm3allii W e€e pYyKOBOAAMME cocraB, ero ¢yHxkumm u
pacnpeenenue o6s13aHHOCTEH

HanpaBneHuss gestenpHOCTH oOpraHW3aliH, QYHKIHH €e CTPYKTYPHBIX
moJipa3/ielieHnif, crenApruKa WX [JeSTeILHOCTH H ee JOKYMEHTAI[HOHHOTO
obecncYcHAs

OYHKIHH U TOPSI0K B3aWMOICHCTBHS NOApa3fieliecH il OpraHA3alad

3akononaTeNbHLIE © HOPMAaTHBHEIE IIPaBoBEIE akThl Poccuiickoit denepaunm,
ucnoib3yemele B cdepe ympasiends IOKyMeHTaluel, a Takke B cdepe
OCHOBHO}# JI€ATEILHOCTH OpTraHA3aliy

Mertonudeckre JOKYMEHTH M HaNMOHAIGHBIE CTaHAApTHL, HCIHOJB3YEMBIE B
cepe ynpasiieHns1 JOKYMEHTaNHeH opranu3auy

MexyHaponusie W 3apyO€KHEIC CTAHOAPTHI, CHELH(HMKANNH, TEXHHYCCKHE
OTYETHl 110 YIpPABJIECHHIO AOKyMeHTaIued ¥ HHYOPMALIHOHHEIM TEXHOJIOTHSAM,
HCHOJB3YEMEIM B YIPaBICHAH

ITepenoBoii oTeuecTBEHHBIH, 3apyOEKHEBI 1 MEXTyHAPONHbIA OIBIT H HAYYHEIE
pa3paboTKku B chepe ynpaBieHAs JOKyMeHTauel

IIpaBuna mocTpoeHHs H (PYHKIHOHMpOBAaHHSA BCEX CHCTEM HOKYMECHTAIlHH
opraam3anyy; cuenuduka GYHKOHOHAPOBAHAS ¥ NPHMEHEHNS KOKAOH 13 HUX

IlpaBuna ® MeroAsl MOCTpOEHHA HHGPOPMALHOHHO-CIIPABOYHEIX CHCTEM
OpraHM3aliH, BKIOYas 6a3sl JAHHBIX

Priox HAGOPMALHOHHBIX " TENeKOMMYHHKAITMOHHBIX yeuyr,
npefocTaBlseMsIX cdepe ynpasienus JoKyMeHTaUueH

IIporpaMMHEIie TIPOAYKTH, HCHIONB3YeMEIe B YIIPaBleHHH AOKyMEHTaUHeid, H
CHCTEMBI KOPIOPAaTHBHOTO JIOKYMEHTO000pOTa

Bunsl HocuTeneii mapopManay B cuennduKa UX IPHMEeHESHAS

Meronpl NMPOEKTHPOBaHUS W IUIAHAPOBaHWS pabOT, a TAaKKe METONOJOTHS
OpraHM3alHOHHOTO NPOEKTHPOBAHHS

IMopsnox paspaGoTKH U yTBepXXIEHHs MEPCHEKTHBHBIX M TEKYIIHX IUIAHOB




24

pa60T OpraHmsalii, a TAKXE NIOPAOOK IIOATOTOBKH OTYCTOB 00 MX MCIIONHEHAH

MCTOI[H aHaM3a I[oKa3arenedl AEATEbHOCTH IO BOIIpOCaM YIIPaBIICHHUSA
,uoxyMeHTauneﬁ Oprasusanuu

TexHOTOrHM H METOMIBI YIIPABICHHUS IEPCOHAIOM OPTaHU3aIUH

Hpyrue

XapaKTCPUCTUKHA

3.3.2. TpynoBas ¢pyHKuus

Vpapieane paspaGOTKOM JTOKATBHEIX | -
: POBEHD
m |

HauMeHoBa#e HOPMAaTHBHBIX aKTOB OpraHu3anuu 1o ‘ Kox | C /028 (noz[yponem) 8

BOIIPOCaM YIIpaBIEHHUS €€ KBATHGUKAIIH

JIOKyMeHTarue I
Hpoucxoxnenue Opurusan X | 3auMCTBOBAHO U3 OpHTHHANA
TPYHOBOM (yHKIMH

Kon PeructpamyonHeLi
OpHruHaia HOMep
TpobecCHORATLHOTO
CTaHzapTa

Tpyznosele neficTBus

PyKOBOZCTBO pa3spaGoOTKONW M BHEJPEHHEM JIOKAIBHBEIX HOPMATHBHBIX aKTOB
OpraHH3allHHK 10 YIPABIESHUIO IOKyMEHTAIeH

PyxoBozcTBO pa3paboTkoli METOAMYECKMX HOKYMEHTOB HO BHEAPEHHIO H
HCIIOJHEHHIO JIOKAJIBHBIX HOPMATHBHEIX aKTOB OPraHH3alMU II0 YIPABJICHHIO
JOKyMEHTaIuen

VupapneHHe coracoBaHHEM H/MIM yTBEPKIEHHEM JOKAIBHBIX HOPMATHBHEIX
aKTOB H METOAMYECKHX JOKYMEHTOB OpraHM3alluy, WCIONB3YEMBIX B

| yIIpaBie€HMH JOKYMEHTAIMEH

PykoBoncrso pa3paGoTkoli JIOKaNbHBEIX HOPMATHBHBIX aKTOB M METOIMYECKHX
JOKyMEHTOB OPTaHH3allH¥ [0 BOIPOCaM OPraHH3AllHH XPaHCHHM:A, obecreyeHUus
COXPaHHOCTH,  HCIONB30BaHHA W  YHHYTOXKCHHA  JIOKYMEHTOB €€
JOKyMEHTabHOro (oHIa

PykoBomcTBO  mOCTpoeHHEM  HH(OPMAIMOHHO-TIPaBOBOH  6a3kl  JAHHBIX
OpraHH3AIHH .

PyxoBoxcTBO CBOEBPEMEHHOM aKTyamm3amnpeil TOKATbHBIX HOPMATHBHEIX aKTOB
OpTaHH3aIMH, HCIIOJB3YEMBIX B YIIPAaBICHUH JOKyYMeHTauMeH

Paspaﬁonca MEp 110 MPEAOTBPAIICHAIO HIIH MHUHAMH3AIllHA PHCKOB, CBA3aHHBIX C
HECOBCPMICHCTBOM  JIOKAIBHBIX HODMATHBHBIX AKTOB II0  YNPaBJICHHIO
noxyuem‘am{eﬁ Opra’u3aniuu

KoncymsTHpoBaHHE pYKOBOJCTBa OpraHH3aNMH IO BOIPOCAM IPHMEHEHHS
JIOKATFHBIX HOPMATHBHBIX aKTOB opramlsanma HCTIOJIE3YEMBIX B YIpaBJICHHH
JOKyMeHTanuei

Heobxomumeie
yMeHHAA

PyxoBomuth pa3paGoTkoif €NMHOM NONMTHKH YIpaBICHAS AOKYMEHTaUMel
OpraHH3amuu

Vopaenare NMpoeKTaMH pa3spaGoOTKH/aKTyalM3alHM JIOKAIBHBIX HOPMATHBHBIX
aKTOB OpraHH3allHH, HCTOAB3YEMBIX B YIIPaBICHHMH JOKYMEHTaIuel

IIpaMenATs NpaBOBEIE HOPMEI IPH COCTABIEHMH U OQOPMIECHHM JIOKATBHBIX
HOPMaTHBHEIX  aKTOB  OPraHHM3aldM, NCHONB3YEMBIX B  YNpaBICHHH

JOKYMEHTanueH

Pyxopomurs npoueccaMH H  KOHTPONHPOBAaTh IIPOHEAYPHl  YIpPABIECHHA
JOKYMEHTaNHel opranu3aunny
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Brnaners  MAQOPMALUHOHHEIMM  TEXHONOTHMSMH,  HCIONB3yeMBIMH  IpH
NOCTPOSHHH MEPOPMALIOHHO-IPABOBOH 6a3kl JAHHEIX OpraHH3auH

Vopaenats OponeaypaMH pacCMOTPEHHS, YTBEPXKACHHS H/HIM COITIaCOBAHAS
TPOEKTOB JIOKAJIBHBIX HOPMAaTMBHBIX AKTOB OpraHM3aliiM, HCHOJb3yeMHIX B
YIpaBIeHHUH JOKYMEHTanuel

PyxoBonuTts akTyanmu3anuel JOKaIBbHBIX HOPMAaTHBHEIX aKTOB OpraHH3aluM C
Y4eTOM BHEIPeHHS KOPIIOPaTHBHOMN CHCTEMBI YIEKTPOHHOTO JOKyMEHT0060poTa

OuennBats yIacTre pyKkoBoguTenell CTPYKTYPHEIX IIOAPa3fCICHHIA B IpoIieccax
YHpaB/IeHHs JOKYMEHTaIllHel OpraHu3aluy

VcranaBimuBath JUIs KOKAOrO PYKOBOAHMTENS CTPYKTYPHOTO TNOJpasieleHHs
OpraHM3alliy IpaBa U OTBETCTBEHHOCTh, OGESCIIEUMBAIOMIME BHIIONHCHHE HX
(yHKIIHHE B KOpIIOPATHBHOM CHCTEME YIIpaBJIeHH TOKYMEHTalMeH OpraHu3aluy

IlpocuuThIBATE BO3MOXHBIE PHCKH, CBS3aHHBIE C HECOBEPLICHCTBOM
KOpIIOpaTHBHOM  HOpMaTWBHOH Ga3pl OpraHH3allii IO  YNPaBIEHHIO
JOKyMEHTauueH, 1 IpeJoTBPanIaTh UX

IMopsmiate  5(¢eKTHBHOCTE  CHCTEMBI  yIpaBIeHHS  JOKyMEHTanuel
OpraHuM3aliil B TENOM M OTENBHBIX CHCTeM JOKYMEHTAIlWM OpraHM3aiiy B
YaCTHOCTH IYTeM COBEPIICHCTBOBAHHAS JIOKAILHEIX HOPMATHBHBIX aKTOB

PyxoBomuts ¢opMEpoBaHHWEM H HCHONBE30BAHHEM JOKYMEHTAIBHOTO (oHIa
OpraHH3allifl B COOTBETCTBHH ¢ TpeGOBaHMAMH IPABOBBIX HOPMATHBHEIX aKTOB
Poccuiickoit Denepanui U ee JIOKATSHBIX HOPMATHBHEIX aKTOB

Heo6xoaumele 3akoHonaTeNBHEIE M HOPMAaTHBHEIE NpaBOBhle akThl Poccuiickoi Denepauu,
3HAHHA cozepxanye TpeOOBaHHS K YIIpaB/IeHHIO JOKyMEHTale !
Meronudeckane IOOKyMEHTHI M HAIMOHANbHEIE CTaHAAPTHL, cojepXamue
TpeOOBaHUA K YIPABICHHIO TOKyMEeHTAIMeH
MexayHapomHBle CTaHIAPTH, CHCOH(QHKANMA © TeXHHYECKHE OTYETHL
HCIIONb3YyEMBie B chepe YIpaBieHUs JOKYMEHTAIUeH
TpeGoBaHHS K CTPYKTYpe H COIEPKaHHIO BCEX BHIOB HOPMATHMBHBIX aKTOB,
HCIOMB3YEMBIX B OpPraHH3aIuy
[paswna ¥ DOPSAOK COCTABNeHUs, OPOPMICHUS, YTBEPKACHHA W BHCAPEHUS
JIOKAIGHBIX HOPMATHBHBIX AKTOB OpTaHH3allHH
IIpaBuna paspaGotku ¥ odopMiueHus TOKyMEHTAlNH, perjaMeHTHpYIOMEN Bee
aCHEKTH AeATECIbHOCTH OpraHH3alHH :
DyYHKIMOHATGHOE HANOJHEHHE NESTEIBHOCTH CTPYKTYPHBIX HOApa3ielcHuH
OpraHM3aHHA A HCHONb3YeMEle B HUX CHCTEMEI JOKYMEHTAl[H)
CocraB pykoBoauTenei, OTBEYAIOMKUX 32 CHCTEMBI JOKyMEHTAIHH OPraHU3aIHH
B paMKaX CBOMX HaIpaBJICHHI JIeATEIbHOCTH
OcHoBHBIE HH()OPMAIMOHHEIE TEXHOJIOTHH, HCHONB3yeMble MpH IIOCTPOCHHHA
HHGOPMANHOHHO-CPABOYHOM  cHCTeMHI  (6a3bl  naHHBIX) OpraHH3alyH,
cofiepiKaieii ee JIOKaTbHEIC HOPMATHBHBIE aKTH
HndopmanmonHo-npaBoBele 6a3sl MaHHBIX, HCHONL3yeMble B Poccmiickoit
Denepanun
TpeGoBarma OXpaHEl TPYAR
Hpyree -

XapaKTepPACTHKH
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3.3.3. TpynoBas dynxuns

VYupaenesne AesTeIHOCTHIO IO
KOHTPOMIO (PYHKITHOHUPOBAHHUSA BCEX VpoBeHs

HaumenoBanve | CHCTEM JOKYMEHTAIMH OpraHU3aLMH K Kop | C/03.8 | (momypoeers) 8

€€ KOpIOPaTHBHOTO KBanuuKanuu
JOKyMeHToo6opoTa

IIponcxoxaenue Tpyaosoit
Gymcunm

Opurunan | X | 3aUMCTBOBaHO W3 OpUTHHANA

Kox PerucrpauuoHHsIH
OpHI'HHANA HOMeEp
npodeccHOHAIBHOTO
CTaHnapTa

Tpynosrte neficTeus

VipasineHue [JeqTENBHOCTHIO 110 KOHTPOMO COOMOACHHS BHIOpaHHBIX
TexHONoruit paGoTHl ¢ JOKYMEHTaMH OpraHM3allMH B PaMKaX KOPIIOPAaTHBHOM
CHCTEMBl YNpPaBICHHS IOKYMEHTAMH W OTHENbHBIX CHCTEM [OKYMEHTalHH
OpraHu3aliy

PyKoBOACTBO [EATENHHOCTHIO IO KOHTPOMO COOMIOAEHHs TpeGoBaHM K
COCTaBJICHHIO H O(GOpPMIECHHIO JOKYMEHTOB OpraHM3alliH Kak B paMKax
KODIIOPaTHBHOM CHCTEMEI YIpaBJICHHS NOKYMEHTAIMeH OpraHH3aluH, TaK M
OTJENBbHbIX CHCTEM NOKYMEHTALMH OpraHu3alyy

anaBneHne IPOEKTaMH ONTHMH3AIHN cocTaBa JAOKYMEHTOB n
KOpImOpaTHMBHOTI'O ,uoxymemooGopOTa OpraHu3alliv ¥ KOHTPOJIb HX peald3allii

PyKOBOI[CTBO ACATCJIbHOCTEIO IO KOHTPOJIIO (byHKIIHOHHpOBaHI/I.ﬂ ‘CHCTEM
AIMHHHUCTPATUBHOrO ¥ KOPIIOPATUBHOT'O YIIPABJICHHUA OpraHy3allui

VnpaBicHHE CHCTEMOH KOHTpOJIL HCIIONHEHHS IIOPYYeHHH pyKOBOACTBa
OpraHM3alMy 1 COOMOIEHUS CPOKOB HX HCTIOIHEHHS

PyxoBoznctso eI TENHOCTHIO mo KOHTPOJIO 3¢ eKTHBHOTO
dyuKIHOHIpOBAHUS KOpIOPaTHBHOM CHCTEMEI 3NEKTPOHHOrO
JOKYMEHTO000pOTa OpraHu3alud

PyxoBOICTBO A€ATENFHOCTHIO ITO KOHTPOIIO HCIIOIB30BaHMA HHGOPMAMOHHO-
TIpaBOBOM 6a3kl JaHHBIX OpraHU3aluU

PyKoBOACTBO HeSTENBEHOCTBIO IO KOHTPONIO IIPOLECCOB pa3paboTKH H
BHEIPCHUS JIOKATBHBIX CHCTEM JJIEKTPOHHOIrO JOKYMEHTOOOOpOTa IO BCEM
HAIpaBIeHUAM JeSTebHOCTH OPraHM3alliy, BKTIOYAs BEIGOD 3THX CHCTEM H
opraHm3anuu-paspaboTINKa

PyKOBO,E[CTBO JACATCIBHOCTLIO II0 KOHTPOO COBMECTHMOCTH BCE€X CHCTEM
JJICKTPOHHOT'O lIOKyMeHTOOGOpOTa OpraHu3anuu

PykoBOICTBO HEATENBHOCTHIO IO KOHTPOJIO SKCIUTyaTalldH BCEX CHCTEM
SNEKTPOHHOTO  JOKYMEHTOOGOpPOTa  OpraHM3allii, BKIIOYasd  BOIPOCHI
obecrnedenusi COXpaHHOCTH JOKYMEHTOB B 3THX CHCTeMaX, HX ayTeHTHIHOCTH,
JIOCTOBEPHOCTH M HANEKHOCTH

PYKOBOI[CTBO JACATEIIBHOCTBIO II0 KOHTPOJIIO d)yﬂmnonuponaﬁml CHCTEMBI
XpaHCHHS OOKYMEHTAJIBHOTO (boa,ua OpraHusalid, €ro COXpaHHOCTH = H
HCIIOJIE30BaHMs

Heob6xonumeie ymenus

VrpaBnars mpoexTaMu o c6opy, aHaIn3y, CHCTEMaTH3aIHY U HCIOB30BaHIIO
cBefieHut 00 yIpaBieHHH NOKYMEHTanuelf opraHu3alvi H KOHTPOJIHPOBATh HX
HCIONB30BaHHAE

TIpencTaBaaTh pe3yabTaThl KOHTPONGHON ¥ aHAMIUTHIECKOH JEATENHHOCTH O
BONPOCAM YIIpaBJieHHs NOKYMEHTAUeH pyKOBOJHTENIO OpraHA3anuy
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Bectn yder m3MeHEHHH B 3aKOHONATENBHRIX M HODMATHBHBEIX aKTax
Poccmificko#t ®enepanue 1o BompocaM YOpaBleHHA HOKyMEHTalHeH H
KOHTPOJMPOBAaTh CBOCBPEMEHHOCTD BHECCHHS H3MEHCHHH B JIOKANBHBIC
HOpMATHBHEIC aKTH] OPraHH3al|H II0 YIPaBICHHIO JOKYMEHTAHCH

IlpocumThBaTh  PHCKHM, CBA3aHHBIE C  OpraHM3amMed  KOHTpPOJA
(YHKUHOHMPOBAHMS CHCTEMEI KOPIOPAaTHBHOrO JOKYMEHTOO00POTA B 1IEJIOM H
OTAENBHBIX JIOKYMEHTHEIX CACTEM OpraHH3alliy, U IPEeAOTBPAaTh HX

KoHTpoympoBaTh JOCTYm K KOPIIODATHBHOH  CHCTEME  yOpaBlieHHs
JIOKyMeHTalHeil OpraHu3aliy ¥ ee HCIOIb30BaHHe

IpuHuMaTe penreHHs C YJeTOM KOHKDETHOH CHTYalluH IO BOIIPOCaM,
BO3HMKAIONMM B XON€ KOHTPOJBHOM HEATENBHOCTH B cdepe ympaBlIeHHS
JIOKYMEHTaI#ell opranu3alfin

Heo6xoanmele 3HaHUA

ITpHHIHMIE B METOABI aHANW3A MOKA3aTeled AeATENbHOCTH, HCIONBE3yEMEIE B
ciepe ynpaBienus JOKYMEHTAIHe} OpraHA3alin

Ilparuma ¥ MeTOABI KOHTPONA COG/IONeHWS NpaBHI H HOpM B cdepe
yIpaBJieHUs JOKyMEHTaIHel opraHi3alan

IlpaBuna u Meronsl obecmedeHHs COXPaHHOCTH M MCHOJB30BaHHA
JOKYMEHTATLHOr0 OHJIa OpraHu3alyy

Tunorrie u HAHIVMBHAYAJIIBHEIC CPOKH HCIOJIHCHUA l'lOpy'leHHﬁ PYKOBOOHTEIIA
OpraHu3alMHi N0 NOKYMEHTaM BCEX CHCTEM JOKYMEHTAIIHH OpraHH3alui

IIporpaMMHEIC TPOAYKTEL, ACHONL3YEMEIE B CHCTEMAX KOHTPOINA AEATEIbHOCTH
opranm3andy B cdepe ympapieHHS ZOKYMEHTAUHEH H KOHTPOJIS BBIIOTHEHHS
HOPYYEHHH PYKOBOIUTENS OPraHH3alHl

Merononoruss  OpoBeeHHWS ~ aHanM3a  HPOEKTOR  OpraHM3allud IO
COBEpUICHCTBOBAHUIO KOPHOPATHBHOM CHCTEMEI YIpaBIICHHS AOKYMEHTaImei
OpraHM3aliy H ONpee]eHAIO HX 3pHeKTHBHOCTH

Hpyrue
XapaKTEepUCTHKH

3.3.4. Tpynosas byuxmus

Vopapnesue npoekTaMu no
BHE/IPEHHIO KOPIOPaTHBHOH CHCTEMBI VposeHb
Haumenosanue | 3]IEKTPOHHOIO JOKYMEHTOOG0pOTa Kox | C/04.8 | (momyposens) 8
OpraHH3alMA H pa3paboTKe CTpaTeTHH KBAHOHKAITHH
€€ pa3BUTHA
;I;);:;);;mneﬂne TPyAOBOH Opururan | X | 3aUMCTBOBAHO H3 OpHTHHANA
Kon PerucTpammoHHsL#H
OpHTHHAna HOMep
npo(eCCHOHAMLHOTO
CTaHzapTa
Tpynossie neficreus HuunympoBaHHe  BHEAPEHHS  KOPHOPATHBHOH  CHCTEMBI  3JIEKTPOHHOrO

JOKyMEHTO060pOTa B OPTraHM3alliH C Y9eTOM IOTCHIHANLHOH 3KOHOMHIECKOH
3¢ (}eKTHBHOCTH H BO3MOXHEBIX PHCKOB

PyxoBoncTBo mpoBeleHHeM aHalM3a M OLEHKH JIOKyMEHTO000pOTa MO BCEM
CHCTEMaM JOKYMEHTAUMH, MNOMICXAMPM BKIOYCHHIO B KOPIOPATHBHYIO
CHCTEMY 3JIEKTPOHHOTO JOKYMEBTO060pOTa OpraHu3aliy

PyI(OBOIlCTBO W OpraHud3ainysd MOATOTOBKH TCXHHYCCKOIO 33JJaHMsd Ha
IIPOCKTHPOBAHHAEC lcopnopa'mnnoifl CHCTEMBI JJICKTPOHHOI'O noxymen’roo60p0'ra
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B OpraHu3anyy ¢ y4eToM IOTCHIHAILHBIX PACKOB

BriGop KOPHODAaTHBHOM CHCTEMBI JJIEKTPOHHOTO JOKYMEHTOOOOpOTa,
COOTBETCTBYIOMIEH 3a/lauaM OpraHH3alyy, H OpraHM3alui-pa3paboTarka

PyxoBoncTBo paspaGoTkoil ypoBHeH IOCTyna PYKOBOJHTeNel CTPYKTYPHBIX
nofpasfieNieHrii opraHm3allil K WHGOpMaMH B KOPHOPATHBHOHW CHCTEME
3JIEKTPOHHOTO JOKYMEHTOO00POTa C YIETOM HX IIpaB M OTBETCTBEHHOCTH

OneHka NHIOTHOrO BHEAPEHHS KOPHOPATHBHOH CHCTEMBI 3JIEKTPOHHOTO
JOKYMEHTOOGOPOTa B OpraHK3aluy

PyxoBoziCTBO NpHEMKOH H NOJHOMAcIITabHEIM BHEAPEHHEM KOPIOPaTHBHOMH
CHCTEMBI 3IeKTPOHHOTO JIOKYMEHTOO0OPOTA B OpraHA3AIHH

PyxoBoncrBo  oprammsanmeli  o6yueHHs pykoBomuTeNned  CTPYKTYpHBIX
moppasfeneHai  pabore B KOPHOPAaTHBHOM  CHCTEME  2JIEKTPOHHOTO
JOKyMEHTOO0OpOTa KaK COCTaBHOM 4YaCTH KOPHOPDAaTHBHOH CHCTEMbI
yIIpaBiicHHS JOKYMEHTAIMEH OpraHn3auuy

Heob6xonuMele yMeHAS

AHamm3upoBath HHGOpMAlHIO O COCTOSHHH  CHCTEMbl  ynpaBleHHS
JOKyMeHTalell opraHu3aunu

PyKOBORMTb NPOEKTOM IO COBEPIICHCTBOBAHHMIO KOPIIOPATUBHOM CHCTEMBI
YIPAaBJICHAA JOKYMEHTALACH OpraHu3aluy

PyKoBOAHTh NPOEKTHPOBAHMEM M BHEJPEHHEM KOPIOPATHBHOM CHCTEMBI
3JIEKTPOHHOrO IOKYMEHTOOG0pPOTA OpraHH3aLMH

Boifupare  onTMManpHyl0 — KOPHOPaTHBHYIO  CHCTEMY  9JIEKTPOHHOTO
JOKYMEHT0000poTa, OTBEUAIONIYIO 3a1adaM OpraHU3alun

Opranu3oBeBaTh 00yd4eHHE pYKOBOAUTENEH OpraHH3alld¥d COBPEMEHHBIM
MeTozaM paboTHl ¢ JOKyMEHTaMH, BKIIOYas paboTy B KOpIOPaTHBHOM cucTEMe
3JIEKTPOHHOT0 JOKYMEHTO000pOTa OpraHM3alul

Heo6xoauMele 3HaHUA

3akoHonaTeNbHEIC U HOpPMATHBHbIC IIPaBOBBIE aKThI Poccmiickoit Menepanu,
HCIIONB3yeMBIe B cepe yIpaBleHms NOKyMeHTauued W HHPpOpManuoHHBEIME
TEXHOJIOTHSMH YIIpaBIeHUS

MeTtozudeckue NOKYMEHTH M HAUMOHAIBHBIC CTaHAAPTHI, HCIONB3YeMEBIE B
chepe ympasmeHms HOKyMeHTanmweif # HHOOPMAIHOHHBIME TEXHOJIOIHMIMH
yIIpaBJieHAS

JelicTByromue MeXAyHAPOIHEE CTAHNAPTH, CUenudUKANNY ¥ TEXHAYECKHE
OTYETE], KCTIONB3YeMbIE B chepe yIpasleHHs ICKTPOHHOH HOKYMEHTAHEH U
HHPOPMAHOHHBIMH TEXHOJOTHSAMH YIIPABJICHHS

ITepemoBoit oTedecTBeHHBIH U 3apyOeXKHSIH ONBIT M HaydHBIE Pa3pabOTKH O
TIpeNOTBpAIeHHIO/YCTPAHEHHIO MOTEHIHANBHBIX PHCKOB B cepe ynpasncHms
3JIEKTPOHHOM JOKYMEHTANMEH B OpraHu3alliy

MeTozs! IIaHUPOBaHHS W pealH3aldu PaboT Mo pa3paboTKe ¥ BHEAPEHUIO
KOPIOPATHBHOM CHCTEMEI EKTPOHHOTO JOKYMEHTO0G0pOTa B OpraHU3alHy

CoBpeMeHHBIE KOPIOPATHBHEIE CHCTEMBI 3IEKTPOHHOTO HOKYMEHT00GOpOTa,
HCIIONB3yeMBIe B cepe ACATEIBHOCTH OPTaHM3aNWH, H HX (YHKIMOHAILHBIE
BO3MOXHOCTH

PeHOK UpOrpaMMHBIX HOPOAYKTOB, BKIHOYAaA CHCTEMBI 3IEKTPOHHOTO
ZIOKyMeHTOO0OpOoTa, M HHGOPMAUHOHHBIX YCIYT, HPENOCTAaBISEMEIX IIO
HalIPaBJICHASIM NEATENbHOCTH OpraHH3alHy

PeIHOK mporpaMMHBIX OpPOAYKTOB H  OpraHM3alud — pa3paboTudKu
KOPIIOpPATHBHEIX CHCTEM O3EKTPOHHOTO JOKYMEHTOOOOpPOTa, peleBaHTHEIX
3aia9aM OpraHH3alA

Hpyrue
XapaKTepHCTHKH
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3.3.5. Tpyaopan dpynxuus

Crparermpgeckoe IIaHUPOBaHHE U v
o POBEHB

Hamvesopase | PYKOBOACTBO IOCTPOCHHEM eIIMHOMH Kox | C/05.8 | (momyposers) 8

CHCTEMBI XPaHEHHUS JOKYMEHTAJIIEHOI'O KBATHTKALHE

¢donma opraHu3ayuH
TIporcxoxeHHe TPYNOBOH

OpuruHan 3auMCTBOBAHO U3 OpHTHMHANIA
yHKIHM P X c P
Kom PerucTpallHOHHBIN
OpHIHMHaJa HOMep
npo¢ecCHOHATLHOTO
craHzapTa

TpynoBste neiicTBus

PaspaGoTKa cTpaTeruu M MOJHMTHKH YIIPABIEHAS XpaHEHHEM, HCIIONB30BaHHEM
¥ YHHITOXXEHHEM JTOKYMEHTOB JJOKYMEHTAIBHOIO (hOH/Aa OpraHu3aluy

OnpenencHue NPHOPHTETHHIX HAINPABICHUH Pa3BATHS CHCTEMBl XpaHEHHS
JOKYMEHTANEHOro ()OHa OpraHu3aliA

PyKoBOACTBO IPOEKTOM IOCTPOEHHSA HHGPOPMALMOHHO-CHPABOYHOM CHCTEMEI
JUIS XpaHEHHS M UCIIOJIb30BaHHs JOKYMEHTAIBHOr0 (OH/Ia OpraHr3auuy

ViopaBneHne ~— IpPOeKTAMH — COBEPIIEHCTBOBAaHHA  CHCTEMBI  XPaHCHHA
JOKYMEHTHOr0 (OHIA OpraHM3alMH, a TaKKe ee HCIOJB30BaHHsS B paMKax
IeATeTBHOCTH OpraHH3alHy

VhpasneHne npoeKTaM# BHEAPEHHA HH(OPMAIIHOHHBIX TEXHOJIOTHH B CHCTEMY
XpaHeHHs MOKYMEHTANIBHOro (OHAa OpraHM3allMl M €ro HCHONb30BaHHA B
paMKax JesTebHOCTH OpraHA3alun

VipasieHue — JeSTENBHOCTBIO — IEHTPAJIBHOM  3KCIEPTHOM  KOMHCCHH
OpraHu3al|y

HeobxomuMbie yMEHHS

PaspaGarsiBaTh  CTpaTerHi0 ®  NOJMTHKY  YOPaBIEHHS  XpaHEHHEM
JOKyMeHTaJIbHOro (OHAA OpraHM3alWi, €ro MCIONb30BaHHS B pPaMKax
JEATEIBHOCTH OPTaHW3allil ¥ YHHUTOXCHHS IOKYMEHTOB C HCTEKIIHMH
CpOKaM¥ XpaHeHust

PyxoBomuTh MPOEKTAMH MOJEPHH3AME CACTEMBI XpaHEHHs NOKYMEHTAIBHOTO
¢oHAa OpraHM3auMHW, BKIOYas [POCKTHl BHEIPEHHS  COBPEMEHHBIX
AHGOPMAIHOHHBIX TEXHOJIOTHIH B JAaHHYIO cdepy NeSTeIbHOCTH OpraHA3anHl

Hcnons30BaTh NepeoBOi OTEYECTBEHHBINH, MEKIYHAPOIHBIH H 3apyOexHbIH
OIILIT, HAKOIUIEHHBII B cdepe oOpraHH3alMH XpaHeHHd, obecreueHHs
COXPaHHOCTH, HCIOJIb30BaHUS M YHHYTOXEHHS IOKyMEHTamsHOro (oHIma
OpraHH3ayu

IlpenBuneTh, OLCHUBATh H IIPeJOTBpAlIaTh IOTCHIHMANbHBIE PHCKH B cepe
XpaHeHWd, HCHONB30BAaHAS ¥ YHHYTOXEHHS JOKyMeHTanpHoro (oHzxa
OpraHy3aluH

Knaccupumuporate  mHGOpManMiO Hd  PYKOBOIMTH HOCTPOEHUEM
AH(OPMAIMOHHO-CIIPaBOYHLIX CHCTEM H 0a3 JaHHEIX OpraHH3aIMI

HeobxonuMele 3HaHUS

3akoHOATeNbHEE U HOPMaTHBHEIC [IPABOBBEIC aKTHL Poccuiickoit (Denepamm
110 BOIIpocaM apXHBHOI'O feia

Mertoaudeckue JOKYMCHTBI H HAIMOHAIBHEIC CTAaHZAPTHl II0 BOIpOCaM
APXUBHOIQ Oejia

IlepenoBas oTedecTBEHHAA M MEXTyHapoAHas HOpMaTWBHas 6aza M NpaKTHKa
OpraHH3allM¥l XpaHEeHHWd, OOeCledeHHs COXPAaHHOCTH, MCHONB30BAHMA H
YHHYTOXEHHS JOKYMEHTANbHOTO $OHJa Oprauy3anim

IlpaBuna u MeToAbl COCTaBieHHs, OGOPMIEHHs, ydeTa, HCIONB30BaHHS,
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XpaHeHHs M YHUYTOKEHHA [OKYMEHTOB BCEX CHCTEM JOKYMEHTAllHH
OpraHA3alUH

IlpaBana ¥ MeTOABI KOHTpONS coOmomeHHMs TpeGoBaHHH U HOpPM B 06GNAacTH
XpaHEHHS M YHHYTOKEHMA IOKYMEHTaIbHOro (OHAA OpraHd3allyd H
NPOBEXEHUs SKCIEPTH3E IEHHOCTH JOKYMEHTOB BCEX CHCTEM JOKYMEHTAIHUH
OpraHM3anuH

Meronsl mpoBefieHHS aHamm3a O(PQEXTHBHOCTH CHCTEMEI  XpaHEHHS
JOKYMEHTaJIbHOTO (oBJIa opraHu3anuy, 06061MeHNs HOTyIeHHBIX Pe3y/IbTaTOB

Merogonorus HocTpoeHHs HH(POPMALMOHHBIX CHCTeM H 0a3 JaHHBIX IIO
JOKYMEHTaM OpraHH3alMd M TpeOOBaHHMA K HOPMAaTHBHOMY OO€CIEYEHHIO HX
(YHKIHOHHpOBAaHHS

HadopManuoHHble TEXHONOTHM, HCHOMAb3yeMble B OPraHHM3alHH XPaHeHH,
obecrieueHAH COXpaHHOCTH, HCIOJIL30BaHHUA H VYHHUYTOXCHHUSA
JIOKYMEHTAJILHOTO (OHIA OpraHU3aIN

KpuTeprs UOeHHOCTH ¥ CPOKM XpaHeHMs JOKYMEHTOB BCEX CHCTEM
JOKYMEHTAITHA OpTaHA3aluH ¥ NPHHIUIE IPHHATHS PEIIeHuH 0 BOOPOCY HX
JANBHEAINEr0 XPaHEHUA W YHUYTOXKEHUS

IlpuHIIOBI ¥ METOABI  COBEPHICHCTBOBAaHMS  CHCTEMBI  XpaHEHHS
JIOKYMECHTaNLHOTO ()OHAa OpraHH3alfn

Apyrue

XapaKTepUCTHKH

IV. Ceenenus 06 opraga3anusx — pazpadoTunxax npodecCHOHANLHOTO CTAHAAPTA

4.1. OTBeTCTBeHHAN OpPraEH3aMA-pa3paboTunK

Mockea

HIT «HanmonansHas acconnannsa 0pHCHBIX CIICHUAHCTOB H aAMHHUCTPATHBHBIX PaGOTHHKOBY, FOPOX

Hupexrop

XmocHena Jhomvuna Ierposna

4.2. HaumenoBanus opranusaumnii-paspaéorunxon

000 «Cepsuc ceprudukanun», ropox Mocksa

00O «EspazXonauury, ropox Mocksa

00O «leHTp 3KCIEPTH3HL M cepTHHHKANANY, TOpox Mocksa

000 «Kagposoe arenrctBo «CB®-ITEPCOHAJI», ropox Mocksa

Bonrorpaackas Toproso-IpoMbIIUIEHHa Il1aTa, Topoj Boirorpas

OI'BIIOY «Komnemx MU Poccruy, ropog Mocksa

NV AR W -

®I'BOY BO «Poccmiickuii rocyaapcTBeHHBIH I'YMaHHTAPHEIN YHUBEPCHTET», ropox Mockea

! O6mepoccutickuit KIaccHGUKATOp 3aHATHIL.
2
O6mepoccuiickuit K1accuuKaTop BUAOB IKOHOMUIECKOH AEATENLHOCTH.
3 Ennusiit KBAIN(HKAUNOHHBIN CIIPaBOYHHUK JOIKHOCTEN PyKOBOAMTENEH, CHIELMATACTOB U CITy aIIHX.
4 O6mepoccuiickutt Knaccuduxarop npodeccHii paGoTHX, AOKHOCTeH CITyKANMX 1 TAPHGHEIX Pa3pAIOB.
3 Ofmepoccriicxult KTaccHPHKATOP CIENUATLHOCTEH 10 06pasoBaHHIo.



https://meganorm.ru/list/1-0.htm

