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Mpvika3 MuHTpyaa Poccum ot 10.05.2017 N 416H
"O6 yTBepxaeHun npodeccrmoHansHoro ctaHgapta "CneuvanvcTt no
ynpaB feHno AOKYME...

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

BaperncTtpuposaHo B MuHiocte Poccum 31 mas 2017 r. N 46898

MWHUCTEPCTBO TPYAA U COLUMANIbHOWN 3ALLMTbI POCCUACKOA ®EOEPALIUM

MPUKA3
oT 10 masa 2017 r. N416H

OB YTBEPXXAEHWN NPO®ECCUOHAINIBHOrO CTAHOAPTA
"CMEUMANUCT MO YNPABIIEHUIO OOKYMEHTALUUEN OPrAHU3ALIMM"

B cooTtBeTcrBun ¢ nyHktom 16 [Mpasun paspaboTku u yTBepxaeHud npodeCCroHanbHbIX CTaHOApPTOB,
yTBEPXOEHHbIX NocTaHoBneHuem lNpasutenbcrea Poccunckon ®epepaumm ot 22 auBaps 2013 r. N 23 (CobpaHue
3akoHogarenbcTBa Poccuickon depgepaunn, 2013, N 4, cr. 293; 2014, N 39, cT. 5266; 2016, N 21, cr. 3002),
npukasbiBato:

YTBEpOUTL Npunaraembii npoceccroHanbHbii ctaHgapT "CneunanncT no ynpasBneHuo OOKYMEeHTauuewn
opraHusaumn”.

MuHucTp
M.A.TOMMJINH

YTBEpXKaeH

Mpukazom MuHuctepcTtea Tpyaa
M coumnanbHOM 3aLlUmUThI
Poccuinckon depepaumm

ot 10 mas 2017 r. N 416H

NMPO®ECCUOHATbHBIN CTAHOAPT

CMNELMATIUCT MO YNPABNEHUIO AOKYMEHTALUMEA OPrAHU3ALMMU

1044

PernctpaynoHHbIN HOMEp

|. Obwpe cBeaeHns

OpraHu3aums 1 ocyLlecTBneHme AesTENbHOCTU NO YNpaBeHnto JOKYMeEHTaLMEN 07.004
B OpraHu3auusax ntobbix opraHn3aL MoHHO-NpaBoBbIX hopM 1 hopM
CoBCTBEHHOCTH

(HanmeHoBaHuWe BYAa NpodeccmoHanbHON AeATEeNbHOCTH) Kog

OcHoBHas Lenb B1aa npodeccmoHanbHON AesATEeNbHOCT U

Ob6ecneyeHune achdeKTUBHOIO ynpaBneHms JOKYMEHTaUmen B opraHm3aLusix ¢ MCNosib30BaHMEM
COBPEMEHHbIX UHHOPMALLMOHHBIX TEXHOSOMNN

pynna 3aHATWIA:
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Mpvika3 MuHTpyaa Poccum ot 10.05.2017 N 416H
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HokymeHT npegocTasneH KoHcynbTaHT Imtoc
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1213 PykosoauTtenu B obnactu 1219 Ynpasnstouwme
onpeaesnieHns NosIMTUKA U HUHAHCOBO-3KOHOMMNYECKON U
NnnaHNpoBaHUs OeATENbHOCTY aaMMHUCTPaTUBHON

AesITENbHOCTLIO, He
BXoAsLLME B Apyrve rpynneoi

2422 Cneuunanuctbl Bobnactu - -
NONMTUKU
agMWHUCTPUPOBaHNS
(kog OK3 <1>) (HanmeHoBaHue) (kog OKB3) (HanmeHoBaHue)

OTHeceHMe Kk BuaamM 3KOHOMUYECKOW OeATENBHOCTU:

82.11 [eaTenbHOCTb aAMUHUCTPATUBHO-XO3INCTBEHHAsA KOMMNTEKCHas No
obecrneyeHnto paboThl opraHM3aunm

(Kog OKB3[ (HaumeHoBaHWe BMAa 3KOHOMUYECKOW OEATENBHOCTI)
<2>)

Il. Onncanue TpyaoBbIX PYHKL MR, BXOOALLMX
B NnpodeccroHanbHbli cTaHaapT (PyHKLMOHaNbLHasa KapTa Buga
npodeccnoHanbHOM AeATEeNbHOCTN)

O606LeHHbIe TpyaoBble YHKL MK TpynoBble yHKL UM
Koa HauMeHoBaHwue YpOBEH HanMeHoBaHwue ko4 YPOBEHb
b (nogypose
KBanudg Hb)
vKkaummn KBannuk
auum
A [okymeHTaunoHHoe 6 PaspaboTka 1 BHeapeHue A/01.6 6

obecneyeHne rfiokanbHbIX HOPMATUBHbBIX aKTOB MO

ynpasreHus OOKYMEHTaLMOHHOMY obecrnevyeHunto

opraHusauunen yrnpaBneHns opraHnsawuen
OpraHu3au s JOKyMeHTMPOBaHNS A/02.6 6
ynpaBreH4YeCckon 4eATeNbHOCTU B
opraHusayuu
OpraHusauus gokymeHToobopota B | A/03.6 6
opraHusayuu
OcyuecTtBrneHune paboT no A/04.6 6
NPOEKTUPOBAHNIO 1 BHEOPEHUIO
CUCTEMbI 311EKTPOHHOTO
OOoKyMeHToobopoTa B cihepe
OOKYMEHTaLMOHHOro yrpaBneHns
opraHusauuu
OcyuwecTteneHune A/05.6 6
NHGOPMaLMOHHO-CMNPaBOYHOMN
paboTbl C AOKYMEHTaMM
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opraHusauum

OcyuecTBrieHne KOHTponst
npoLecca u CpOKOB UCMONHEHUS
OOKYMEHTOB B OpraHusaLmm

AJ06.6

OpraHusauusa oneparMBHOIro
XpaHeHUs JOKYMEHTOB B
opraHv3auuun u nepegayv gen ans
nocneayLwero xpaHeHus

A/O7.6

B PykoBoacTso 7
nesaTenbHOCTb0 No
OOKYMEHTaLMOHHOMY
obecneyeHuto
ynpasreHus
opraHumsaumen

PyKOBOD,CTBO AeATeribHOCTbIO
nogpasgernieHna no
OOKYMeHTauOHHOMY obecnevyeHunto
ynpasneHuna opraHnsayumm

B/01.7

OpraHu3auus pa3paboTku
noKanbHbIX HOPMaTUBHBLIX aKTOB U
METOANYECKNX OKYMEHTOB MO
[OKyMEHTaL,MOHHOMY 06ecreveHuto
ynpaBneHus opraHnaacum

B/02.7

[MocTpoeHune cuctembl
OOKYMeHTaLMoHHOoro obecneyeHus
ynpaBneHus opraHmnsat,um

B/03.7

OcyuiecTBreHne KOHTpons

hYHKL MOHNPOBAHMS CUCTEMBI
OOKyMEeHTauoHHOro obecneveHns
yrnpaBneHns opraHusawmm

B/04.7

CoBeplUeHCTBOBaHWE CUCTEMBI
AOKYMEHTaLMOHHOro obecneyeHns
ynpaBrieHUsi opraHusau mm

B/05.7

C YnpasneHune 8
OOKyMeHTaL men
opraHuMsauum

CTpaTeruyeckoe nnaHupoBaHue u
PYKOBOACTBO NOCTPOEHNEM EANHO
CUCTEeMbl ynpaBrneHusi
JOKyMeHTaL el opraHusaumm

C/01.8

YnpasneHne pa3paboTkoi
nokKanbHbIX HOPMaTUBHbIX aKTOB
opraHmsalium no Bonpocam
ynpaeneHus ee JOKyMeHTauumemn

C/02.8

YnpaeneHue OesTeNbHOCTbI0 Mo
KOHTPOIO (OYHKLMOHNPOBaHMWS BCEX
CUCTEeM JOKYMeHTaLMmM opraHmsanmum
N ee KOpNopaTUBHOIO
OOKyMeHTOoobopoTa

C/03.8

YnpasneHue npoekTamm no
BHEOPEHUIO KOpNopaTVBHOM
CUCTEMbI SMEKTPOHHOTO
OOKyMeHToo6opoTa opraHusaumm u
pa3paboTke cTpaTerum ee passuTus

C/04.8

KoHcynbTtaHTtllntoc
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www.consultant.ru

CtpaHnua 4 n3 39


http://www.consultant.ru/
http://www.consultant.ru/

Mpvika3 MuHTpyaa Poccum ot 10.05.2017 N 416H
"O6 yTBepxaeHun npodeccrmoHansHoro ctaHgapta "CneuvanvcTt no

ynpaBIEHWIO IOKYME...

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

CTtpaTternyeckoe nnaHMpoBaHuE 1 C/05.8 8
PYKOBOACTBO NOCTPOEHNEM EANHOMN
CUCTEMbI XpaHEeHUs
[OKyMeHTanbHoro cooHaa
opraHusauuu

lll. Xapakrepuctnka 0606LLEHHbBIX TPYOOBbLIX (PYHKLL A

3.1. O6obLeHHasa TpygoBasa yHKL NS

HavmeHoB | [JokymeHTaLnoHHOe obecneveHme Kon A YpOoBEHb 6
aHune ynpasreHus opraHnsaLuen KBanvdmkawl um
MpoucxoxaeHne
P kaet 3anMmcTBOBaHO
06006LeHHOM OpuruHan | X
. 13 opurnHana
TPYOOBON (OYHKL UK
Kop, PernctpayoHHbIn
opurmHana HoMep
npodeccnoHansHoro
cTaHgapTa
Bo3moxHble [okymeHTOBEA,
HanMeHoBaHuA Cneuuanuct nogpasgeneHmsi QOKYMeHTaunoHHOro obecneyeHus
OOIDKHOCTEN, Npodheccuin | ynpaeneHus

TpeboBaHus kK

obpasoBaHuio 1 0byveHuo

Bbiclwee obpasoBaHue - bakanaespuaT
[ononHuTenbHoe NpogeccmnoHansHoe obpa3oBaHme - NporpaMmbl
npodeccmoHansHoOM NepenogroToBKM NO NPOMUII0 4eATENBHOCTH

TpeboBaHus K ONbITY -
npakTuyeckon paboThl

Ocobbie ycnosus gonycka

K paboTe

[pyrue xapakTepuUcTvKu

[JononHuTenbHble XapaKTepucTnkmn

HavmeHoBaHue Kog HavmeHoBaHue 6a30Bow rpynnbl, 4OMKHOCTM (Mpodeccum) nnu
JOKyMeHTa cneumnanbHoOCTH
OK3 2422 CneuwnanucTbl B 06racTv NONUTUKM aAMUHUCTPUPOBaHMS
EKC <3> - [okymeHTOBEA
OKMnATP <4> 21792 [okymeHTOBEA
OKCO <5> 032000 [lokymeHTOBEAEHMNE M apXMBOBEAEHNE
KOHcyn bTaHTln0C www.consultant.ru CtpaHnua 51339
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Mpvika3 MuHTpyaa Poccum ot 10.05.2017 N 416H
"O6 yTBepxaeHun npodeccrmoHansHoro ctaHgapta "CneuvanvcTt no

ynpaBIEHWIO IOKYME...

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

3.1.1. Tpynosas pyHKuus

Pa3spaboTka 1 BHegpeHue nokanbHbIX YpOBEHb
HavmeHos
aHme HOPMAaTMBHbIX aKTOB MO JOoKyMeHTaumoHHoMy | Kopg | A/01.6 | (noaypoBeHb) 6
obecneyeHunto ynpaBneHuns opraHmsaLmen KBanudmukaw mm
MpovcxoxaeHne 3anMmMmcTBOBaHO
P xa OpwirnHan X
TPYAOBOM (OYHKL UK 13 opurmHana

Kon PerncTtpaynoHHbIn
opurnHana HoOMep
npodgeccmnoHanbHoro
cTaHgapTa

TpynoBble AeNcTBUSA

MpoBeneHne aHanu3a nokarbHOW HOpMaTMBHOW Gasbl OpraHM3auuun Ans
ornpefeneHns ee COOTBETCTBUSA OENCTBYIOLIMM HOPMAaTUBHbLIM MPaBOBbLIM
aktam Poccuiickon defepauumn no OOKYMEHTaLMOHHOMY obecneveHnuto
yrnpasneHus

MoaroToBka NPOEKTOB J10OKallbHbIX HOPMAaTMBHbLIX aKTOB OopraHu3aumn no
OOKYMEeHTaUuNOHHOMY obecneyeHuto ynpaeneHusa

COBepLIJeHCTBOBaHI/Ie CnCTeMbl MHOeKcaum 0OKYMEeHTOB opraHn3aumnn

MpeacTaBneHne akTyannaMpoBaHHbLIX MPOEKTOB JTIOKalbHbIX HOPMATMBHbIX
aKTOB OpraHU3auum no JOKYMeHTaLNOHHOMY 06ecneyYeHmto ynpaBneHus Ha
cornacoBaHve  pPyKOBOACTBY  NoapasfeneHnst  AOKYMEHTaLMOHHOro
obecneyeHus ynpasneHus

OsHakomneHve  pabOTHMKOB  OpraHM3auuMm C  ee  JnokalnbHbIMU
HOPMATUBHBLIMW  akTaMWM U METOAMYECKAMM  [JOKYMEHTaMuM  no
OOKyMEHTaLMOHHOMY 06ecneveHunto ynpaeneHus

KoHcynbTupoBaHue paboTHMKOB opraHuMsauum no BOMpocam
JOKYMEHTaLMOHHOTO oGecreyeHnst ynpaBneHusi, 3akpensieHHbM B ee
noKarnbHbIX HOpMaTMUBHbIX aKTax

Heobxoammble ymeHus

AHaJ'II/I3I/Ip0BaTb JTOKalibHble HOPMAaTMBHbIE aKTbl MO OOKYMEHTAaUMOHHOMY
obecneveHuto ynpasleHuna opraHm3auunm

npOBO,D,I/ITb KJ'IaCCI/I(*)VIKaLI,VIlO VIH(bOpMaLI,I/II/I B COOTBETCTBMM C 3aJa4vYaMu
OOKYyMeHTaUOHHOro obecneyeHus ynpaeneHuna opraHn3aumn

MoarotaenueaTb NPOEeKThl JIOKalbHbIX HOPMaTMBHbIX  aKTOB no
OOKYMeHTaUuNOHHOMY obecneyeHuto ynpaeneHua opraHn3aumm

dopmynupoBaTb MNPEANOXEHUA MO COBEPLUEHCTBOBAHMIO MOKalbHbIX
HOPMaTMBHbIX aKTOB OpraHu3aL WM No AOKYMEHTaLWOHHOMY oGecrneyeHmto
ynpasneHns ©n o06OCHOBbIBaTb WX Meped PYKOBOACTBOM  CBOEro
nogpasgeneHus

AKTyanusupoBaTb fOKalnbHble HOPMAaTWMBHbIE akTbl OpraHusauuMum no
AOKYMEHTaLMOHHOMY 06ecrneyeHunto ee yrnpasneHusi

Bectun KOHCYJIbTaUWOHHYIO [OeATeNIbHOCTb MO BOMpocam, CBA3aHHbIM C
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NaracoxpaHenus:: 05.07.2018

OopraHmnsaLMoHHO-pacnopaAaUTENbHON AOKYMEHTauMen opraHmsasnmm

OkasblBaTb  METOOMYECKYD MOAAEPXKY W MNOoMOWb  paboTHUKaM
opraHuMsauMm  no  BOMpocamM  OOKYMEHTAUMOHHOro  obecrneyeHus
yrnpaBneHus opraHunsawmen

Heobxogumble 3HaHMst |3akoHogarenbHble W HOpPMAaTUBHbIE MpaBoOBble akTbl  Poccuickon
depepaumm B cchepe AOKyMEHTaALMOHHOIO obecneyeHus ynpasneHus

MeToouuyeckne [OOKYMEHTbl M HauWoHanbHble CTaHAapTbl B cdepe
JAOKYMEHTaL MOHHOro o6ecneyeHns yrpasneHus

CocTaB nokarnbHbIX HOPMaTUBHbLIX aKTOB OpraHmn3auunmn

PacnpegeneHve  ¢yHKUMA M BOMPOCOB  AEATENBHOCTM  Mexay
CTPYKTYPHbIMM NoApasaeneHMsiMm opraHmusaL

MpaBuna U nNOPSAOK COCTaBMEHWS U OOPMIIEHMS  NOKaSbHbIX
HOPMAaTMBHbIX ~ aKTOB  OpraHusauun, perynvpylowmx paboty ee
nogpasaeneHust No AOKYMeHTaLMOHHOMY o6ecrneyeHmo ynpaeneHus

I'Ipasvma COCTaBneHna un OCbOpM.I'IeHI/lFl NOKallbHbIX HOPMAaTUBHbIX aKTOB,
onpegenAarnwnxnopAanok pa6OTbI C OOKyMEeHTaMu B opraHmsauum

MeToapl pernameHTaulm genonpousBoacTBeHHbIX NpoLueccoB

TpeboBaHust oxpaHbl Tpyaa

Hpyrne -
XapaKTepucTUKn

3.1.2. TpynoBas pyHKuums

OpraHu3auus JOKYMeHTUpoBaHuWs YpoBeHb
HavmeHoB N
aHMe yrnpaBrieH4YeCKoN 4eATENbHOCTU B Kog | A/02.6 | (nogypoBeHb) 6
opraHu3auun KBanudukaLlnm
MpoucxoxgeHve 3anmcTBOBaHO
P A OpuruHan | X
TPyAoBon OyHKL UK 13 opurmHana
Kon, PerncTtpaynoHHbIn
opurnHana Homep
npodeccnoHansHoro
cTaHpapTa

TpynoBble aeicTBUS PaspaboTka yHUMLMPOBAHHBIX (UOPM [OKYMEHTOB, WCMOMb3yeMbIX B
[AOKYMEHTaL MoHHOM o6ecrnedeHn ynpaeneHus opraHusaumum

PaspaboTka npoektoB Tabens wn anbboma yHUULUPOBaHHLIX POPM
JOKYMEHTOB, WCMOMb3yeMblX B  [AOKYMEHTauMOHHOM  obecneveHunm
ynpaeneHunsi opraHuaaLum

MogroToBka nNpeanoXeHWn Mo TEexXHONorMM pas3paboTkM MNPOEKTOB
OOKYMEHTOB W €e 3aKkpenfieHne B noKanbHbIX HOPMaTUBHbIX akTax
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opraHusaLmu

CosgaHue WabnoHOB [OOKYMEHTOB [ASi1  pasMelleHuMss B cucTemax
3MNeKTPOHHOIo AOKyMeHTo060opoTa opraHn3aLmm

KoHTponb cobntogeHns TpeboBaHMIA MO MNOAMOTOBKE M OOPMIIEHMIO
OOKYMEHTOB M JloKarbHbIX HOPMAaTMBHbLIX aKTOB MO JOKYMEHTaLMOHHOMY
obecneveHnto ynpasrneHus B opraHmM3aLum

OnTMmusauusi cocraea OOKYMEHTOB OpraHusauumm B COOTBETCTBMU C €e
AenoBbiIMU npoueccammn

OpraHusaums paboTbl MO NepeBody B 3MEKTPOHHbIA BUA OOKYMEHTOB U
[OKYMEHTUPOBaHHON MHpOpMaLMM, co3aaBaeMoit B opraHu3aLmm

Heobxoammble ymeHns |MpoBoanTb  yHUMKaUMO  OpM  OOKYMEHTOB, MpUMEHSIeMbIX B
ynpaBneH4Yeckoi AeATernbHOCTU OpraHn3aumm

PaGotatb ¢ wWwabnoHamn [OOKYMEHTOB B WHJQOPMALMOHHOW cucTeMe
opraHusaLmm

MPVMEHSTL KOHKPETHble BUAbl [OKYMEHTOB A1 peanusauum qyHKL Wi
ynpaBneHusi B opraHusaLnmm

Pa3pa6aTblBaTb CTaHOdapThbl OOKYMEeHTUpoBaHUA ynpaBnqueCKoPl
0eATennbHOCTU opraHusauunumn

PaspabaTbiBarb TpeboBaHua K MHGOpPMaL UM, BKNHOYAaEMON B AOKYMEHTbI
opraHusauuu

CoBeplueHCTBOBaTb  CUCTEMY  [JOKYMEHTUPOBAHUS  yrpaBrieHYecKoi
AesiTenbHOCTU opraHM3auum

Mcnonb3oBaTtb OpraHn3aLMOHHbIE N TEXHUYECKNE CpeacTBa Afia nepesoja
B OMNEKTPOHHbLIN BUA OOKYMEHTOB W [OKYMEHTUMPOBAHHOM WHopMaLmum
opraHumsaumm

Mcnonb3oBatb OpraHM3alUOHHYI0 OQUCHYI0 TEXHUKY B paMKax CBOEW
npodeccmoHanbHOM AeATENBHOCTU

Heobxoaumble 3HaHMs |3akoHogaTerlbHble W HOpMAaTuBHble MpaBoBble akTbl  Poccuinckon
depepaumm B cdepe JOKYMEHTALMOHHOIO obecneyveHus ynpasneHus

MeToandeckune OOKYMEeHTbl W HauWOoHallbHble CTaHO4apTbl B cd)epe
OOKYMEHTUPOBaHUA

I'Ipanma COCTaBlneHund pas3nnyHbIX BUAOB ynpaBieH4YeCKMX JOKYMEHTOB

O6wwue TpeGoBaHUsA K 0OPMIIEHWNIO OpraHW3aL MOHHO-pacnopaaUTeNbHO
AOKYyMeHTaLum

Mopsigok PYHKLNOHMPOBaHNS NMHPOPMALLMOHHBIX cuctem
AOKyMeHTaLMOoHHOro obecneyeHns ynpasneHums

CTpyKTypa oOpraHusaumMm W MOPSAOK pacrnpeferieHust MoSIHOMOYniA B
obnactv  cosgaHust  OOKYMEHTOB  Mexdy €€ CTPYKTYPHbIMM
nogpasgeneHns My U 4OIMKHOCTHbLIMU N aMu
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NaracoxpaHenus:: 05.07.2018

BuooBon cocTas ynpaBneH4YeCcKMX JOKYMEHTOB OpraHu3aL v

I'Ipasmna COCTaBl1eHNA TEeKCTOB AJOKYMEHTOB OpraHn3aumn

MpvHUMNBI W MeTodbl  YMNOPSOAOYEHMS cocTaBa  [JOKYMEHTOB U
MHOPMaLIMOHHBIX MOKa3aTernen opraHusauum

KpuTepuu oL eHKM kayecTBa co3gaBaeMon JOKyMeHTaunm

Apyrve
XapaKTepucTtukumn

3.1.3. TpypoBas pyHKLUA

OpraHusaumsa JOKyMeHToobopoTa B YpoBeHb
HanmeHoB
opraHusauuu Koo |A/03.6 |(nogypoBeHb) 6
aHue
KBanudmkau num
MpoucxoxaeHne 3anmcTBOBaHO

TPYyOoBON (OYHKL UK

OpurnHan | X
13 opurnHana

Kon PernctpauyoHHbIn
opurnHana HOMep
npodgeccmoHanbLHOro
cTaHpapTa

TpynoBble AencTBUs

BbinonHeHMe onepauuii no NpeaBapuUTENbHOMY PaCCMOTPEHUIO U
perncTpauum 4oKyMeHTOB OpraHu3aumm

BepneHune permcTpalMoHHbIX Y y4ETHbIX POPM AOKYMEHTOB OpraHun3auum

OpraHusauus nepegayn OOKYMEHTOB MEXAY YPOBHSIMM yrpaBneHus,
PYKOBOACTBOM, UCTIONTHUTENSAMM B OpraHvaaL um

Pa3pa60TKa rlpep,no>|<eHm7| no NOpAOKYy corfacoBaHuna M yaooCTtoBepeHUA
OOKYMEHTOB B OpraHm3auum

MpoBeneHne aHanM3a UHPOPMALVOHHbBIX U JOKYMEHTALMOHHbIX MOTOKOB B
opraHusauu

MoaroTtoBka ﬂpe,El,J'IO)KeHVIﬁ no (bOpMI/IpOBaHI/II'O MapLlwpyToB 1 nNoAroToBKa
MapLPYTHbIXKapT ABUXEeHUA JOKYMEeHTOB B OpraHn3aumnn

PaspaboTka TexHonorMm paboTbl C AOKYMEHTaMU U WHdopMauven B
opraHusaumu

MpoBepka MOANMHHOCTM 3MEKTPOHHLIX [JOKYMEHTOB, MOCTYNMBLUMX B
opraHv3sauuio

MogroToBka npegnoXeHun no OPMUPOBAHMIO NapamMeTpoB paboTbl
CUCTEM 3MEKTPOHHOTO AOKYMEHTO000POTa opraHnsaumnm

Heobxognmbie ymeHuns

OpraHnsoBbiBaTb B3aMMOAENCTBME MOApa3feneHnin opraHusauum B
npouecce pa3paboTku U UCMONHEHWS PA3NMYHbIX BUAOB €€ AOKYMEHTOB
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Mpvika3 MuHTpyaa Poccum ot 10.05.2017 N 416H
"O6 yTBepxaeHun npodeccrmoHansHoro ctaHgapta "CneuvanvcTt no
ynpaB feHno AOKYME...

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

CospgaBate 6asbl  AaHHbIX MO  OpraHM3auWoHHO-PacnoPSANTESbHbIM
OOKyMEHTaM opraHuMsaunm 1 ocyLecTBAATb KOHTPOSb UX BEAEHUS

CosgaBaTb  CUCTEMY  WMHOEKCAUMW  [OKYMEHTOB  oOpraHusauumm
MCMomb30BaTh ee B UHOPMALMOHHO-CMPABOYHbIX LLeNsX

BblaensTe 4JOKYMEHTbI OpraHusaumm, He Tpebytowme perncTpaumm

PeructpupoBaTb OOKYMEHTbI OpraHm3auunm orpaHM4eHHOro gocrtyna

CosgaBaTb M UCMONb30BaTb MeTagaHHbIe OOKYMEHTOB B Mnpouecce Ux
OBVXEHNA N O6p860TKVI B OpraHmn3auunn

BbInonHATbL pa60Ty C AOKyMEeHTaMK B paMKax npouenyp, yCraHOBIIEHHbIX B
opraHunsauunm

KOHTpOﬂMpOBaTb BbINONHEHME nNpouenyp AOBUMXEeHUda W« O6p860TKI/I
OOKYMEHTOB, ncnomnb3dyembiXx B  OOKYMEHTauMOHHOM obecneyeHumn
ynpaeneHuna opraHn3auumm

BecTu yueT 1 aHanu3 o6bema JokyMeHTO060poTa opraHmsaLmum

Heobxoammble 3HaHWA |3akoHodarernbHble W HOPMaTMBHbIE MpaBoBble akTbl  Poccuickoi
denepaumm B cepe AOKYMEHTaLMOHHOTO obecneyeHus ynpasneHms

MeToamyeckMe [OOKYMEHTbl W HauuoHarbHble CcTaHgapTel B obnacrtu
paboTbl C AOKYMEHTaLMen n tHopMaLmen B opraHnsaL mm

CocTaB nokanbHbIX HOPpMaTuUBHbIX aKTOB OpraHm3auunmn

MpaBuna paboTbl C [OKYMEHTaMW OpraHuW3aLuM, YCTaHOBMEHHble ee
noKanbHbIMY HOPMaTVBHBIMU akTamu

PacnpegeneHne  QyHkuMin 1 BOMPOCOB  AEATENbHOCTU  Mexay
PYKOBOACTBOM M CTPYKTYPHbIMM NOApasgenieHnsMmn opraHn3aLmm

q)yHKLl,I/IOHaﬂbeIe ocobeHHoCTHU CUCTEMDbI ANIEKTPOHHOIo
,EI,OKyMeHT0060p0Ta opraHumsauunm

Mopsiook W cogepxaHue npouegyp no paGoTe C  OOKYMeHTaMu
opraHusauuu

Hpyrne -
XapaKTepucTukn

3.1.4. Tpynosas pyHKuUs

OcyLuecTtBneHne paboT MO NPOEKTUPOBAHUIO
1 BHEOPEHUIO CUCTEMbI ANEKTPOHHOIO YpoBeHb

HanmeHoB

aHme OOKymeHToobopoTa B chepe Kog | A/04.6 | (nopypoBeHb) 6
,ElOKyMeHTaLI,I/IOHHOFO yl'lpaBJ'IeHI/IFl KBaJ'IVI(bI/IKaLLI/II/I
opraHmsauum

MpoucxoxapeHne 3anmcTBOBaHO

P x4 OpurnHan | X
TPYAOBON OYHKL UK N3 opurnHana
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Mpvika3 MuHTpyaa Poccum ot 10.05.2017 N 416H
"O6 yTBepxaeHun npodeccrmoHansHoro ctaHgapta "CneuvanvcTt no
ynpaB feHno AOKYME...

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

Kon PernctpauynoHHbIn
opurmHana Homep
npodgeccmoHanbHoro
cTaHgapTa

TpynoBbie AENCTBUS lMpoBeoeHne aHanu3a OEACTBYIOLWIEN CUCTEMblI OOKYMEHTALWOHHOIo
obecneyeHus ynpaBneHust opraHu3auum and onpegeneHvs 3agad no ee
aBToMaTm3aLumn

BbinonHeHne I'IOpy‘-IeHVIVI pykoBoautTend npu noarotoBke TEXHUYECKOro
3afjaHna Ha BHeOgpeHue CUCTeMbl 3JTIEKTPOHHOIO D,OKYMeHTOOGOpOTa B
opraHn3auunm B paMKax CBOUX KOMMeTeHumin

MoaroToBka Onok-cxem, onucbiBaroLLNX aenonpon3BoacTBEHHbIE
npouecchbl n npouenypbl, NPUHATbIE B OpraHn3auunm

BHeceHue I'Ipe,U,J'IO)KeHVIﬁ no KpurtepumaMm aOnsa Bbl60pa CUCTEMbI
QIEKTPOHHOIo ,D,OKyMeHTOO60pOTa Ona opraHunsaunm

OcyLIJ,eCTBJ'IeHI/Ie TeCcTupoBaHua pa6OTbI cucrembl QIIEKTPOHHOIo
ﬂ,OKyMeHTOOGOpOTa nonpeneneHne 3agad no ee agantadum K CI'IeLI,I/lq.)I/lKe
OOKYyMEeHTaUOHHOro obecneyeHus ynpasneHuna B opraHn3aL nm

MeToguyeckoe cornpoBoXxaeHne npoueccoB BHeOPeHuA KU IKcrnnyatauyun
CUCTEMbl ANTEKTPOHHOIO .qoxymeHToo6op0Ta B OpraHnsauunu

Heobxoaumble ymeHna |lpoBoauTb aHanM3 M OLEHKY BO3MOXHOCTEW CUCTEM 3NEKTPOHHOTO
OOKyMeHToo0opoTa, pa3paboTaHHbIX Arst opraHm3aL,un

MpUMeEHATb METOAONOMMI0  OpPraHM3aLMOHHOTO  MPOEKTMPOBAHUS  MpK
aHanm3e CcuUcTeMbl [OOKYMEHTaLMOHHOro obecneyeHusi ynpaBneHus B
opraHusaumm

MpeactaenaTb pesynbTaTbl aHanMsa Oenonpov3BOACTBEHHbIX MPOLeccoB
opraHusauuu B rpadouyeckom Buae

BbigenaTb NMPUOPUTETHbIE HarnpaslieHns aBTomMarunsauunm
OOKYMEHTaUNOHHOro obecneyeHus ynpasneHuna B opraHn3aynm

PaboTaTtb B cucteme ANEKTPOHHOIo ,EI,OKyMeHTOO60p0Ta opraHnsauunm

Onpenenatb  aMEKTUBHOCTL  MEponpuATMiA  No  aBToMarusauuu
[IOKyMEHTaL MOHHOro o6ecneyeHns ynpasneH1s B opraHusauum

Heobxoammble 3HaHuUA |3akoHodarernbHble W HOPMaTMBHble MpaBoBble akTbl  Poccuiickoit
denepauun B cdepe MHDOPMALMOHHBIX TEXHOMOMMIM, UCMONb3yemblX B
[OKYMeHTaL MOHHOM obecnedeHnm ynpasneHus

JencTeyowme mMexgyHapoaHble M HauWoHarbHble CTaHOapThbl B obnactu
yrnpaBneHus AoKymeHTaumemn

MpaBnna opraHusau 1 Aenonpoun3BoaCTBEHHbIX NPOLLECCOB

MeToabl MccneaoBaHusi, aHanvaa, NpoeKTMPoBaHWA 1 pPasBUTUS CUCTEMBI
AOKYMEHTaL MOHHOro o6ecneYveHns yrnpasneHus
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Mpvika3 MuHTpyaa Poccum ot 10.05.2017 N 416H
"O6 yTBepxaeHun npodeccrmoHansHoro ctaHgapta "CneuvanvcTt no
ynpaB feHno AOKYME...

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

PbiHOK nporpaMMHbIX NPOAYKTOB MO aBTOMarusauunn OOKyMeHTalMOHHOIo
obecneyeHns ynpasneHus

PyHKUMOHAMbHBIE  OCODEHHOCTVM  PasnUuHbIX  CUCTEM  3MEKTPOHHOIO
JOKyMeHTOoobopoTa, ucnornb3yemblx B cdepe  JOKyMeHTaLMOHHOro
obecneyeHns ynpaBneHus

Hpyrve -
XapaKTepuCTrKM

3.1.5. TpypoBas yHKLUA

OcyuiecTBneHune YpoBeHb
HaumeHoB _
aHMe MHGOPMaLMOHHO-CMNPaBOYHON paboThl C Kog | A/05.6 | (nogypoBeHb) 6
OOKYMEHTaMM opraHmsaumm KBanudukawmm
MpoucxoxaeHune 3anmcTBOBaHO
P xA OpurnHan | X
TPYOOBON (OYHKL UK N3 opurmHana
Kop, PernctpauyoHHbIn
opurmHana HoMep
npodpeccnoHansHoro
cTaHgapTa

TpynoBble AeNcTBUS dopmupoBaHme TpeboBaHUN K WMHGOPMALMOHHO-MOMCKOBBLIM CUCTEMAM
OOKYMEHTOB  OpraHuMsauuu, WUCMOMb3yeMbIM B [AOKYMEHTALUOHHOM
obecneyeHun ynpasneHuns

dopmupoBaHue 7] BeJeHne 6a3 JaHHbIX o6
opraHm3aL MoHHO-pacnopsaUTENbHbIX AOKYMEHTax opraHusau um

dopmmpoBaHne TpeboBaHM K pas3rpaHWYEHUI0  YpPOBHEW JocTyna
pabOoTHMKOB OpraHM3aL M K AOKYMEHTaM U MHCOPMaLL MM B COOTBETCTBUN C
BbINONTHAEMbIMU UMW PYHKL UMK

Ob6ecneveHue 0octyna K OKyMeHTaM 1 MH(bOpMaLI,VIVI opraHmnsauunm

PaspaboTka dhopm npeacTaBneHns MHcopMaL Mm Mo 3anpocy pyKoBOACTBa
opraHusaLmu

lMNoaroToBKa OTHETOB U aHANUTUYECKNX CnpaBOK PyKOBOACTBY NO BOMNpoCam
OOKYMEeHTaUOHHOro obecneyeHus ynpaeneHus

Mouck ¥ npegocTaBneHue MHGOPMaLUMM MO  AOKYMEHTaLMOHHOMY
obecreyeHnto ynpasrneHus no sanpocam paboTHUKOB OpraHu3aLmm

Heobxogumble ymeHns [PaboTtarb ¢ UCTOYHMKaMM MHGOPMAaLLMK, BbISBASTb KPUTEPUN €€ OLEHKU U
oTbopa B COOTBETCTBUU C 3aaHMSAMW PYKOBOACTBa OpraHu3aumuu

Mogobupatb, cucTemaruanpoBatb M KraccuuumpoBatTb OOKYMEHTbI MO
onpeaeneHHbIM KpUTepusam

CtpykrypupoBaTb MHGOPMaL MO, BblAensATb Heobxooumyro ans paboTbl
cnyx6bl 4OKYMEHTaLMOHHOrO obecneyeHns ynpaeneHus opraHm3aumm
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Mpvika3 MuHTpyaa Poccum ot 10.05.2017 N 416H
"O6 yTBepxaeHun npodeccrmoHansHoro ctaHgapta "CneuvanvcTt no
ynpaB feHno AOKYME...

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

Odbopmnatb MHOpMaL Mo B HarnsigHOM CUCTEMAaTU3MPOBAHHOM BUAE B
COOTBETCTBMM  C  npeabsiBnsemMbiMn  TpeboBaHuaAMM K chopme
npegcTtaeneHns nHgopmaumm

PaboTatb ¢ 9NeKTpoHHbIMK 6a3amu OaHHbIX U1 CUCTEMAMMU SMEKTPOHHOIO
OOKyMeHToobopoTa opraHusaLmm

Heobxogumble 3HaHus |[NpaBuna u nopsgok popmmpoBaHus 6a3 gaHHbIX OpraHu3au,num

Oco6eHHOCTM  (PYHKUMOHMPOBAHWS  CMPaBOYHO-MHMDOPMAaLMOHHBIX U
MH(OPMAaLIMOHHO-NMOVCKOBBIX CUCTEM OpraHu3aumm

nOpFID,OK 00CTyna K pas3rimMyHbiM KaTeropmam I/IH(bOpMaLI,VIVI B OpraHmnsauun

Cnocobbl nony4yeHud VIH(*)OpMaLI,I/II/I N3 pa3rimM4HbIX NCTOYHUNKOB

(DOprI npeancrasrieHnsa VIHCbOpMaLI,I/II/I M MX0CoBEeHHOCTH

MpaBuna cocTasneHns 1 oPOPMMEHUsS OTYETOB, 0630POB, aHaNUTUYECKUX
cnpaBok

TexHonorna paboTbl C AOKYMEHTamMu W WHcopMauuein orpaHu4eHHOro
poctyna

Ipyrve -
XapaKTepucTtukn

3.1.6. TpypoBas yHKLUA

OcyLlecTBneHne KOHTPOIA Npouecca n YpOBEHb
HanmeHoB
aHme CPOKOB MCMOJTHEHWNS JOKYMEHTOB B Kog | A/06.6 | (nogypoBeHb) 6
opraHusauum KBanudukaumm
MpovcxoxaeHne 3amMmMcTBOBaHO
P xa OpurnHan | X
TPYOOBOMN OYHKL UK 13 opurmHana
Kon PerncTtpaynoHHbIn
opuruHana HOoMep
npodeccnoHanbHoro
cTaHgapTa

TpynoBble geicTBUS MocTaHoBKa [OKYMEHTOB M TMOPYYEHWI PYyKOBOACTBa OpraHu3auuy Ha
KOHTpPOSb

OpraHmsau na MCNnonHeHna  OOKyMeHTa  opraHum3aumnm  HECKOJIbKMMU
ncnonHnTenAamMmu, yCtaHoBka o4epegHOCTU X UCNOJIHEeHUA

KoHTponb aTanos BbIMOMHEHNSA peLueHnin nnm onepauun,
3apuKCnpoBaHHbIX B AOKYMEHTax

MOHUTOPWHTI X04a WUCMOSNHEHWS U cTaTyca AOKyMeHTa B mpolecce paboThbl
C HUM B opraHusaLum

BegeHne KOHTPONbHBLIX 3anuceit o6 onepauusix, NPOU3BEAEHHbIX C
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Mpvika3 MuHTpyaa Poccum ot 10.05.2017 N 416H
"O6 yTBepxaeHun npodeccrmoHansHoro ctaHgapta "CneuvanvcTt no
ynpaB feHno AOKYME...

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

OOKYMEeHTaMu B opraHmnsauum

KoppekTupoBka CpOKOB UCMOSHEHWS JOKYMEHTOB B OpraHu3aLum

CHsATVE JOKYMEHTOB U MOPY4YeHUIA pyKOBOACTBA OpraHn3aL/Mmn ¢ KOHTPOrs

NHdbopMmpoBaHMe pyKOBOACTBA M MOATOTOBKA aHanUTUYECKUX CMPaBOK O
COCTOSIHUMN UCTIONTHUTENBCKOW ANCUMMIVHBI B OpraHn3aL um

Heobxogumble yMeHuna Onpenenmb nnn yctaHaenmBaTb CPOKN UCMOJTHEHNA OOKYMEHTOB

OcyU.I,ECTBJ'IFITb NOCTAHOBKY Ha KOHTPOJIb, CHATUE C KOHTPOJIA AOKYMEHTOB
n I'IOpy‘-IeHVIVI pyKkoBOACTBa

BHocuTb gaHHble O cpokax WM crneuuduke WCMNONHEHUs OOKYMEHTOB B
KOHTPOMbHbIE KapTOTEKM M aBTOMaTU3MPOBAHHLIE CUCTEMbI KOHTPONS
opraHusauu

O6obwats u aHanuManpoBaTb WHoOpMauuio O Xxo4e W pesynbTarax
MCMONMHEHUS JOKYMEHTOB B OpraHv3aL, um

Pa3pa6aTblBaTb nepeyHn OOKYMEeHTOB opraHn3aumm ¢ TMnoBbiIMA CPOKaMU
X ncnornHeHna

HeO6X0.ElMMbIe 3HaHUA nOpﬂ,ELOK onpepgeneHna CpokoB UCMOJTHEHMA NOKYMEHTOB B OpraHu3aunn

HopmaTtuBHble npaeoBble akKThbl Poccuinckon depepauun,
yCTaHaBnMBatloLLMe TUNOBbIE CPOKWN UCTIONHEHUS [OKYMEHTOB

MeToOMKM BeOeHUsI CPOKOBOTO KOHTPOMS M KOHTPONsS MO  CyWecrsy
pelLaemMoro Bornpoca

MopsiAoK  BHECEHUS  Pe3oniouuiA  PYKOBOAUTENS  OpraHusaumMm B
PErncTpaLmoHHyl0 (OpMy B TPaguUMOHHOM W aBTOMaTU3MpPOBAHHOM
pexumax

TexHonornyeckne aransbl paGOTbI C pa3fiMyHbIMUN KaTeropmaMmm JOKyMEHTOB
opraHnsauunm

nOpHD,OK MCNOJIHEHNA NOKYMEHTOB B OpraHun3aynm

YcnoBust cHATHA LOOKYMeHTa C KOHTPOI14 B OpraHn3aynmn

Apyrue -
XapaKTepUCTKM

3.1.7. Tpynosas pyHKuus

OpraHnsauus onepaTMBHOIO XpaHeHns YpoBeHb
HanmeHos
aHme OOKYMEHTOB B OpraHusaLumn n nepegaym gen Kog | A/07.6 |(nogypoBeHb) 6
ANnsi nocnenyrLwero xpaHeHus KBanudukawumm
MpovcxoxaeHne 3anMmMmcTBOBaHO
P x4 OpwvrmnHan X
TPYyOoBON PYHKL UK 13 opurmHana
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Mpvika3 MuHTpyaa Poccum ot 10.05.2017 N 416H
"O6 yTBepxaeHun npodeccrmoHansHoro ctaHgapta "CneuvanvcTt no

ynpaBIEHWIO IOKYME...

Kon PernctpauynoHHbIn
opurmHana Homep
npodgeccmoHanbHoro
cTaHgapTa

TpynoBbie AENCTBUS

KoHTponb ¢opMUpoBaHMS [OKYMEHTOB B [efa M OpraHusaums ux
XpaHeHus B nogpasaenieHnsix opraHnsaunum

dopmupoBaHMe [en M OopraHusauuss WX OMnepaTMBHOIO XpaHeHVst B
nogpasgeneHny 4OKyMeHTaUMoHHOro obecrneyeHns ynpasneHus

KoHTponbe cosgaHnss u  BedeHMs] ChnpaBOYHO-MOMCKOBLIX CpPeacTB Mo
[OKYMEHTaM, XpaHsaLLMMCS B noapasfeneHusix  opraHusauum
(HomeHknaTypa gen, onucu)

CocraeneHue 1 BegeHune HOMEHKNaTypbl Aes opraHn3aunn

Ob6ecneyeHne COXpPaHHOCTK CO3AaHHbIX B opraHumsauum
opraHv3aUMoHHO-pacnopsAauTenbHbIX ~ AOKYMEHTOB  Ha  pasfuyHbIX
HoCUTENAX

KOHTpOJ‘Ib Bblga4yn B onepaTtnBHOE NoJib30BaHME OOKYMEHTOB OpraHu3aunn
M nx Bo3Bparta

I'Ipose,quMe 9KCNepTmn3bl LEHHOCTN OOKYMEHTOB B COCTaBe 3KCI'IepTHOI71
KOMUCCnUun opraHmsauunm

MogroToBka OOKYMEHTOB A4 nepeaayn B apxmB UM Ha YHUYTOXEHUNe

Heobxognmbie ymeHuns

PaspabaTtbiBaTb HOMEHKNaTypy [Jern CTPYKTYPHOrO nofpasfeneHus u
CBOAHYIO HOMEHKaTypy Aef opraHusaumum

HacTpaueaTb napameTpbl pasgenoB  HOMeEHKNarypbl B cucTeme
3MEeKTPOHHOTO AOKYMEeHT0060p0oTa opraHusaLmm

CI/ICTeMaTI/I3I/|p0BaTb LOOKYMEHTbI, CbOpMI/IpOBaTb gena B CcooTBeTCrBun C
HOMeHKﬂaTyDOVI aen opraHnsaunn

OcyUJ,eCTBJ'IFlTb NONCK OOKYMEHTOB B MNpouecce X TeKylero XxpaHeHud B
opraHunsauunm

OcyLIJ,eCTBﬂFlTb MeTogn4eckoe pykoBOACTBO opraHmsaumeﬂ XpaHeHnA
OOKYMEHTOB B CTPYKTYPHbIX nogpas3aernieHnax opraHun3al m, okasbiBaTb UM
NpPakTn4eCKy NomMoLLb

KoHTponupoBate hopMUpoOBaHWe, XpaHeHWe U Nepepady Oen B apxvs
opraHu3sauum

MogroTaBnueaTb  OMUCK  OOKYMEHTOB, MNepedaBaemMblX B  apxuB
opraHusaLmm

MpoBOAMTL IKCMEPTM3Y LLEHHOCTM OOKYMEHTOB OpraHu3aumm, onpeaenaTb
CPOKM UX XpaHeHWs

ObecneynBatb 3awmTy OOKYMEHTOB opraHusauum oT
HeCaHKL MOHMPOBAHHOIO AOCTYNAa UMW YHUUYTOXKEHUS

KoucyanaHTI'Imoc www.consultant.ru Ctpannuya 1513 39

HageXXHasinpaBoBasinoane pxka

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018



http://www.consultant.ru/
http://www.consultant.ru/

Mpvika3 MuHTpyaa Poccum ot 10.05.2017 N 416H
"O6 yTBepxaeHun npodeccrmoHansHoro ctaHgapta "CneuvanvcTt no
ynpaB feHno AOKYME...

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

Heobxoaumble 3HaHMs |3akoHogartenbHble W HOpPMAaTtuBHbIE MpaBoOBble akTbl  Poccuiickomn
depepauun B obnactm paboTbl C JOKyMEHTauuen u uHdopmaumnen,
apx1MBHOro gena

MeToamyeckme [OOKYMEHTbl W HauMWoHarbHble CTaHgapTel B obnacrtu
paboTbl C AOKyMeHTaLuen n nHopmauuen, apxuBHoro gerna

MpaBuna paboTbl C OOKYMEHTaMU OpraHuW3aluM, YCTaHOBMEHHble ee
noKanbHbIMY HOPMaTVBHBIMU akTamu

nOpFID,OK n cogepxaHue npouenyp opraHmnsayunm oneparnBHOro xpaHeHunsa
OOKYMEHTOB U UX NOAroTOBKU K Nepegaye B apxmB opraHn3ayun

MeToauka p83pa60TKl/I N BeeHnd HOMEHKIaTypbl Aesn opraH13ayuu, B TOM
4ynucrne B cucteme ee 3NNIEKTPOHHOIo D,OKyMeHTOO60p0Ta

I'Ipanma cuncremMmaTm3aumm n KJ'IaCCI/I(bI/IKaLI,I/IM OOKYMEHTOB

OcobeHHoCTH XpaHeHNA 3NEeKTPOHHbIX JOKYMEHTOB

KpI/ITepI/WI onpeneneHna LUeHHOCTU LOOKYMEeHTOB AnA WUX 0T6opa Ha
panbHenwee XpaHeHne Unn yHU4ToXeHne

Ipyrve -
XapaKTepucTtukn

3.2. O606LeHHas TpygoBasi PyHKLMSA

PykoBoACTBO AeATENbHOCTLIO MO
HanmeHos YpOBEHb

OOKYMEHTaLMOHHOMY 06ecneyeHunto Kop, B 7
aHne 9 KBanudmkauum

yrnpasreHus opraHnsaLuen
MpoucxoxaeHue

b Ak 3amMmMmcTBOBaHO
0606LeHHon OpurnHan | X
N 13 opurmHana
TPYOOBOMN OYHKLL UK
Kon PerncTtpaynoHHbIn
opuruHana HOoMep
npodeccnoHansHoro
cTaHgapTa
Bo3MoxHble PykoBoguTens nogpasgeneHnst no 4OKYMEHTaUMOHHOMY 06ecneqyeHnio
HaUMeHOBaHWSI. ynpaBneHus (genapTaMmeHTa, ynpasneHus, cnyxobl, otaena)
JoMKHOCTEeN, npodeccui
TpeboBaHus kK Bobicwee obpasoBaHue - cneyunanuTeT, MarncTpaTtypa
obpasoBaHuto n 0byveHuto | JononHuTenbHoe npodeccnoHansHoe obpasoBaHme - NporpaMmmbl
npodgeccnoHanbHOM NepenoaroToBKM NO NPOUII0 AeATENBHOCTU

TpeboBaHus K oNbITY He meHee TpexneTt B 0611acTu AOKYMEHTaUWMOHHOIo o6ecneyeHus
npakTuyeckon paboThl yrnpaeneHus
Ocobble ycrioena gonycka | -
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K paboTe

[pyrne xapakTepucTumkm

[ononHUTeNbHbIE XapaKTepPUCT KN

HavmeHoBaHue Kog HanmeHoBaHune 6a3oBon rpynnbl, AOMKHOCTM (NMpodeccun) nnm
OOKyMeHTa crneumanbHoOCTH

OK3 1219 Ynpasnstowme dnHaHCOBO-3KOHOMNYECKON U
agMWHNCTPATMBHON AeATENbHOCTLIO, HE BXOAALUME B Opyrue
rpynnol

EKC - HavanbHuk otgena (6topo, rpynnbi) (B NPOMbBILLIIEHHOCTH)

OoKraTpP 24695 HavanbHuk otgena ((pmHaHCOBO-3KOHOMUYECKOTO 1
agMUHUCTPAaTUBHOIO)

OKCO 032000 HokymeHTOBeAEHWE N apx1BOBeAeHNe

032001 [okymeHTOBeAeHWe 1 AOKYMEHTaUNoHHoe obecnedeHme

yrnpaBneHuns

3.2.1. Tpynosas pyHKuus

PykoBOACTBO 0eATENBHOCTBIO YpOBEHb
HaumeHoB
aHme noapasaeneHuns no 4OKyMeHTaunoHHOMY Kog | B/01.7 |(noaypoBeHb) 7
obecneyeHnio ynpaBneHus opraHmsaumnm KBanmdgmukaw mm
MpouncxoxaoeHne 3anmMcTBOBaHO
P xa OpurnHan | X
TPYOOBOMN PYHKL UK 13 opurnHana
Kon PerncTtpaynoHHbIn
opurnHana HoMep
npodeccmnoHanbLHoro
cTaHgapTa

TpynoBble AeNCTBUSA Onpepenexne uernen, 3ajad " dyHKLUA nogpasgeneHus
OOKYMEHTAaLMOHHOIO obecrneyeHus ynpaeneHWst OpraHu3aumm U ero
pabOTHUKOB

PacnpegeneHve [OOMKHOCTHbIX 06A3aHHOCTE Mexay paboTHUKaMM
noapasneneHns JOKyMEHTaLUOHHOro  obecreyeHus yripaBneHus
opraHusaLmm

PaspaboTka nonoxeHus O noapasgeneHMm  JOKYMEHTaLWOHHOro
obecrneyeHus ynpaBneHuss opraHunsaumMm M OOSDKHOCTHbBIX MHCTPYKUMI ee
pabOoTHUKOB

MnaHupoBaHue AeATEeNbHOCTU MOAYMHEHHOro MoApasdeneHuss C y4eToMm
paLMoHanbHOro pacnpegeneHiss pabor u obbema NpPOn3BOACTBEHHbIX
3a[ay opraHusauum
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PykoBoacTBo paboTHMKaMM NOOYUHEHHOTO NOAPa3neNeHNs U KOHTPOMb UX
OeATEeNbHOCTM B OpraHnsayum

MpoBeaeHne COBMECTHO C paboTHMKAaMKM KagpoBOro noapasaeneHns
MeponpuATUn Mo noabopy nepcoHana Ha 3aMelleHWe BaKaHTHbIX
JOMKHOCTEN NOAYMHEHHOrO NoApasaeneHus

OpraHusauma oOyyeHus W noBbiWeHWs KBanudukaumm paboTHMKOB
NOAYMHEHHOTO NOoApa3AeneHnst opraHn3auum

KoHTponb cobriogeHusi paboTHMKaMU MNOAYMHEHHOro MnoapasdeneHns
TpeboBaHU oxpaHbl TpyAa, TPYAOBON ANCLWMIMHLI, MPaBUI BHYTPEHHErO
TPYOOBOro pacnopsiika v flokasnbHbIX HOpMaTUBHBIX aKTOB OpraHu3aumm

OnpepgeneHre NoTpebHOCTM NOAYMHEHHOMO NoApa3nesieHns opraHn3awmm
B obopygoBaHuM, nporpaMmMHOM  obecneveHuu, MarepuarnbHbIX,
¢rHaHCOBLIX U pecypcax

MoaroToBka ﬂpe,lJ,J'IO)KeHVIﬁ no moagepHu3salnn p860LII/IX MecT pa6OTHI/IKOB
nogpasgeneHnd no JOKyMeHTaunMoHHOMY obecnevyeHuo ynpasneHusa

Onpeperexune 3hheKTUBHOCT OesATENbHOCTY NoAYNHEHHOTO
noppasaeneHns opraHnsauum

Heobxoammble ymeHus |YcTaHaBnuBaTh KPyr KOMMETEHLMA W OTBETCTBEHHOCTb 3aMecTuTenei
pykoBoauTend W pabOTHWMKOB nogpasfeneHns  OOKYMEHTaLMOHHOro
obGecneyeHns ynpasrneHusi opraHmsaumnm

OpraHn3oBbliBaTb KOSMMEKTUBHYIO U MHOUBMAYaANbHYO paboTy paboTHMKOB
NOAYMHEHHOTO NoApasaeneHnsi opraHn3auum

ObGecrneunBarb B3aMMOAeNCTBUE MoApasferieHnst [OOKYMEHTaLUWOHHOro
obecrneyeHuss yMpaBreHus CO CTPYKTYPHbIMK  nogpasfdeneHvusMu U
NOMKHOCTHbLIMM NLLaMKN OpraHU3aLImm

PaspabaTbiBaTb MoOMoXeHWe O noapasgeneHun U OOMMKHOCTHbIe
WHCTPYKL UM paGOTHNKOB OpraHmsaLmm

YcTraHaenmMBatb AN Kagonh  doyHKUMK paboTHMKa  cryxObl
[OKYMEHTaL MOHHOIO oGecrneyeHmst yripaBrneHnsi npasa 1 OTBETCTBEHHOCTb,
obGecrneunBalolLie KOPPEKTHOE BLIMONHEHVWE 3TOM (YHKUMM B pamkax
0eATenbHOCTU opraHm3aLmm

MpvHUMaTL Mepbl Mo YCTpaHeHWo HedocTaTkoB B paboTe noa4YMHEHHOro
CTPYKTYPHOTO NoApasaerieHys opraHvsaLum

MpoBOAMTL TecTMpOBaHME U OLEHKY paboTbl NOOYMHEHHBIX PaGOTHUKOB B
opraHusaLmm

OpraHu3soBbiBaTb obyueHne " NnoBbILLIEHVE KBanudmkaw mm
Aenonpon3BoACTBEHHOMO NepcoHana opraHvsasmm

Onpepenste NPUOPUTETHbIE HamnpaBreHUst pasBUATMS  MoApasdeneHns
AOKYMEHTaL MOHHOro o6ecneveHns ynpasneHus opraHusaumm

PaspabaTbiBatb Mepbl MO MOBbIWEHNIO 3EPEKTUBHOCTU OEATENBHOCTYU
pabOoTHMKOB NOAYMHEHHOTO NOAPA3AENEeHNsI OpraHn3aLmumn
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BHeﬂpﬂTb HOBble TexHonormm w meToabl paGOTbI B [OeATEeNIbHOCTb
nogvYnMHeHHoro nogpasgeneHna opraHn3aumn

Heobxogumble 3HaHuss |CTpykTypa  opraHuMsauun, ee  nogpasgenenHuss W OOIDKHOCTM,
330€eiCTBOBaHHblE B npoueccax [AOKyMeHTaluWoHHOro obecneveHus
ynpaeneHus

OcobeHHOCTM  pernameHTaumm Tpyaa paboOTHMKOB  MOAYMHEHHOTO
noapasaeneHuns opraHmsauum

3akoHodarenbHble WM HOpMaTWMBHble MpaBoBble akTbl Poccuiickoi
depepauun B obractu paboTbl C AOKyMEeHTauMen M UHGopMauunen,
apxvBHOro Aena

MeToouyeckne OOKYMEHTbI W HalMOHanbHble CTaHdapTbl B obnactu
paboTbl C AOKYMeHTaL el n nHdopmaumeil, apxMBHoro aena

I'Ipanma COCTaBneHna n O(bOpMJ‘IeHI/IFl JNTOKaJribHbIX HOPMAaTUBHbLIX aKTOB,
onpegendarnwmx npaBoBOE MOJIOXKEHNE CTPYKTYPHbIX nop,pasp,eneHMﬁ "
pa60THI/|KOB opraHusauyum

dyHKIMOHaNbHOE HamnorHeHve OeATeNbHOCTU PasfMYHbIX PaGOTHUKOB M
nogpasfeneHnss  OOKYMEHTALMOHHOrO  oGecrieveHvst  ynpaBsrieHus
opraHu3sauuu, a Takke NogYMHEHHbIX EMY CTPYKTYP

MpaBuna HOpMUPOBaHMA Tpyda M pacyeTa SIBOYHOW  YUCMEHHOCTU
[enonpou3BoACTBEHHOIO NepcoHarna opraHusaumm

MpaBuna opraHu3aunmn paboumx Mect paboTHUKOB OpraHu3auum

TpeboBaHusi oxpaHbl Tpyaa

dopmMbl  0enonpous3BOACTBa, oOnpedersopme opraHusauuio  paboTbl
noapasaeneHus JOKYMEHTaL MOHHOTO obecrneyenus yrpaBneHus
opraHusaLmm

ﬂpanu'la OopraHn3aLunoHHOIo NPOEKTUPOBaAaHNA ANA OpraHn3aunn

MeToankn ynpaBleHusa nepcoHasriom opraHm3aunm

TpynoBoe 3akoHoAaTenbLCcTBO Poccunckon depepavimm

HApyrve -
XapaKTepUCTUKN

3.2.2. Tpypnosas pyHKuus

OpraHusaums paspaboTku nokanbHbIX
HanmeHoB HOPMaTUBHbIXaKTOB 1 METOONYECKNX
aHue OOKYMEHTOB MO AOKYMEHTaUNOHHOMY
obecneyeHnio ynpaBneHus opraHmsaumnm

YpoBeHb
Kog | B/02.7 |(nogypoBeHb) 7
KBanudukaumm

MpoucxoxaeHne 3anmcTBOBaHO
4 OpwvrmnHan X
TPyOoBoOn OYyHKL UK 13 opuruHana
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Kon PernctpauynoHHbIn
opurnHana HOMep
npodgeccmoHanbHoro
cTaHgapTa
TpynoBbie AENCTBUS Onpepenexne HanpaBneHun BHYTPEHHEN pernameHTauuun

OOKYMEeHTaLUMMOHHOro obecneyeHus ynpaBeneHuna opraHnsauunm

PykoBoacTBO paspaboTkoi rokarnbHbIX HOPMaTMBHbLIX aKTOB OpraHu3al um
B COOTBETCTBUM C €€ TONUTUKOW B cdepe [OO0KYMEHTaUuWOHHOro
obGecreyeHns ynpaeneHns

Opl'aHI/I3aLI,I/IFI cornacoBaHuA, YyTBepXOeHud JoKallbHbIX HOPMAaruBHbIX
dKTOB OpraHusauunn no AOKyMeHTauMOHHOMY obecneyenuto ee ynpasneHus

OpraHI/I3aLI,I/IF| O3HakKoMmneHunA paGOTHI/IKOB C JNOKalibHbIMXU HOPpMaTUBHbLIMU
aKTamMm n MeToanvyeckmmMmmn OOKYyMeHTaMun opraHn3agmnmn no
OOKYyMeHTaUuNOHHOMY obecneyeHuto ee ynpaeneHus

KOHch'IbTI/IpOBaHI/Ie pa6OTHI/IKOB OopraHusayunn no Bonpocam npuMeHeHusA
NOKanbHbIX HOPMATUBHbLIX akKTOB U WUCMOJNb30BaHNA MEeTOOUK pa60TbI C
OOKyMeHTaMu opraHmsauum

OpraHusauus paboTbl MO aKTyanu3auun nokanbHbIX HOPMaTUBHbLIX aKTOB U
METOONYECKMX [OOKYMEHTOB OpraHMsauunm no  AOKYMEHTaUMOHHOMY
obecneyeHunto ee ynpasneHuns

Heobxognmbie ymeHus

MpUMeHATb nNpaBoOBble HOPMbl AN COCTaBMEHUss U OGOPMIIEHUS
noKarnbHbIX HOPMaTMBHbIX aKTOB OpraHu3aL mm

PaspabaTbiBaTb eVHYy10 MOnNUTUKY opraHusan,um B cthepe
OOKYMeHTaLMOHHOro obecneyeHus ee ynpasneHus

OpraHn3oBbIBaTb AEATENBHOCTE Paboumx rpynn Mo NOArOTOBKE MPOEKTOB
noKanbHbIX HOPMaTMBHbIX aKTOB OpraHu3aL um

VlHTerI/IDOBaTb aenonpon3BoacTtBeHHbIEe npouecCbl M npouenypbl B
OenoBble (ynpaBnqueCKMe) npouecchl opraHnsaunn

OTpa)KaTb y4vyacrume oTAesibHbIX pa60THVIKOB n CTPYKTYPHbIX
no,u,pasp,eneHMVl opraHnsayunm B ee gernionpon3BoaCcTBeHHbIX NpoL eccax

MpoBoaMTb Npouedypbl PacCMOTPEHMS, KOMNEKTUBHOIO O6GCYXKaeHUs,
YTBEPXOEHWsI 1 COrnacoBaHWUs MPOEKTOB NoKamnbHbIX HOPMaTMBHbIX akToB
opraHusaLmu

an/IMeHHTb Mepbl, OGGCI'Ie‘-IMBaFOLLIMe BbINOJIHEHNEe BCEMU pa6OTHI/1KaMI/I
opraHusauum Tpe6OBaHMl71, 3aKpenneHHbIX B JoKallbHbIX HOPMarUuBHbIX
aKTax no goKymMmeHTau oHHOMY obecneyeHmo ynpaeneHua opraHn3aunn

Heobxoanmele 3HaHuSA

3akoHogaTtenbHble W HOpMaTuBHbIE NpaBoOBble akTbl Poccuinckomn
depnepauun, cogepalume TpeboBaHMsi K opraHusaLum
OOKYMEHTaLMOHHOro o6ecneyeHuns ynpasneHunsi opraHmsasmm

MeToOnyeckue OOKYMEHTbl M HalMWOHalbHble CTaHOapTbl, codepkaluue
TpeGoBaHUA K  oOpraHusauun  JOKYMeHTauWoHHOro  obecneyeHus
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yrnpaeneHust opraHusawum

TvnoBble W MpPUMEPHblE MONOXEHWS U MHCTPyKUMM B  cdepe
AOKYMEHTaL MOHHOro o6ecneveHns yrnpasneHus

TPGGOBaHVIﬂ K CTPYKType U coAepXXaHUo OTAesIbHbIX BMOOB JOKalbHbIX
HOPMAaTUBHbLIX aKTOB

MpaBuna pa3paboTku n opopMIEHNS JOKYMEHTaL UM, pernaMmeHTupyoLen
OOKyYMeHTaLMoHHOoe obecneyeHme ynpaBneHuns B opraHnsaumm

YyacTku p860TbI nogpasgenedHna  OOKyMeHTalyMOHHOIo obecneyeHus
ynpasleHuna opraHnm3auumm n I/IX(byHKLl,VIOHaﬂbHOG HarnoJiHeHne

nOpFID,OK O3HaKoMJieHUA pa6OTHl/IKOB C JoKallbHbIMM HOPMaTUBHbIMU
akKTamMmu opraHmniauunmn

CocTaB crneumnanqcroBs, y4acTByOLLUMX B pa3paboTke NPOeKTOB NoKarbHbIX
HOpPMaTUBHbIX aKTOB OpraHunsaLum

TpyooBoe 3akoHogaTenbcTBO Poccuiickon Pepepauun, TpeboBaHUA
oxpaHbl Tpyaa

Ipyrve -
XapaKTepucTtukn

3.2.3. TpynoBas yHKLUA

MocTpoeHne cucTemMbl AOKYMEHTALMOHHOMO YpOBEHb
HavmeHos
aHMe obecneyeHus ynpaeneHus opraHnsaumnm Kog |B/03.7 |(nogypoBeHb) 7
KBanudmkauum
MpovcxoxaeHne 3amMmMcTBOBaHO
P 4 OpwrnHan X
TPYOOBOMN PYHKL UK 13 opurmHana

Kon PerncTtpaynoHHbIn
opurnHana HOMep
npodgeccmnoHanbLHoro
cTaHgapTa

TpynoBble AencTBUSA PaspaboTka nonuTuky opraHusalum B 06nact [OKYMEHTaLMOHHOMo
obecneveHns ee ynpaBneHns

CopelicTBre  BHEOPEHWIO  CTAHOapTOB  opraHusaumMm B cdepy
[OKYMEHTaLMOHHOro obecneyeHuns ee ynpasneHus

KoopavHaums [eATenbHOCTM MO  CO34aHMI0 W COBEpLLEHCTBOBAHMIO
CUCTEeMbl IOKYMEHTaLMOHHOro 06ecneyeHns yrnpasneHus opraHnsasmm

Ob6ecneyeHne B3aMMOOENCTBMSA MOAPA3AESIEHUI  OpraHu3auum npwu
peweHu 3agad B 00MacTM OOKYMEHTAUMOHHOro obecneyeHuss ee
yrnpaBneHus

Ob6ecneyeHne  QYHKLUOHMPOBAHUA  CUCTEMbI  [OOKYMEHTALMOHHOIo
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obecrneyeHnsa ynpasneHns opraHusauunm

OpraHusauus paGoTbl MO MOAAEP)KaHWMIO CUCTEMbI OOKYMEHTaLWMOHHOIo
oGecneyeHns ynpaerneHus opraHM3aLmm B akTyarlbHOM COCTOSIHUN

BHegpeHve coBpeMeHHbIX METOOOB M cpeacTB obpaboTk nHdopmalum B
paMKax peanu3auuM  eOMHOM  TEXHONOMMW  CUCTEMbl  YrpaBneHus
OOKYyMEHTaMmn opraHvsaumm

YnpaBneHne npoekramu OOKYMEHTaLMOHHOro obecreyeHuss yrpasreHust
opraHusaumu

PykoBoacTBO pa3paboTkoi NiaHoB U rpadkoB paboT Mo pelleHno 3aday
opraHusauuM B paMKax CUCTEMbl OOKYMEHTaLMOHHOro obecrnedyeHusi ee
ynpasneHus

Orlpep,eneHme (byHKLI,VIVI, BbIMOSTHAEMbIX  CUCTEMOM ANEKTPOHHOIO
ﬂOKyMeHT0060p0Ta opraHusauunun, n ee aktyanmsauuna

OpraHusaums KoHCyIbTUPOBaHMS pabOTHUMKOB OpraHM3auum no Bonpocam
paboTbl C ee JOKYMEHTaMn

HeoGxoomMmble yMeHUs |AHanU3upoBaTb MEepedoBO/i OTEYECTBEHHbIN U 3apybexHbIn OnbiT B
obrnacTu OKyMeHTaLMOHHOro obecrneyeHys ynpaeneHus

O6ocHOBbLIBaTb NOMOXEHUSA CTparerun passuTa U NONUTUKA OpraH13aL num
B obnacTu AoKyMeHTaunOoHHOro ob6ecrneyeHus yrpaeneHus

MpoBoanTL aHanua nHdopmMaL mm o] COCTOSIHMN CUCTEMBI
OOKyMEeHTaLMoHHOro obecneyeHns ynpasneHus opraHusaumm

BHocuTb aprymeHTupoBaHHble OpraHM3aloHHble W TexHoJorm4yeckune
npegnoXeHna no opraHnMsauunm W COBEepLUEeHCTBOBAHUIO  CUCTEMbI
OOKYMEHTaLMMOHHOro obecneyeHus ynpaBneHuna opraHn3auunm

Ob6ecneunBatb B3aMMOAEWCTBME MoAdpas3defieHMi  opraHusauum  no
BoMnpocam paboThl C AOKYMEHTaMU

OueHuBarb 3 HEeKTUBHOCTb npoLeccos JOKYMEHTAL MOHHOTO
obGecrneyeHns ynpasreHusi opraHMsauum

Orlpep,enmb (byHKLI,I/II/I, BbIMNoJIHAEeMbIE CUCTEMON QNEKTPOHHOIO
ﬂ,OKyMeHTOOGODOTa opraHusaumun, n OTCnexmneaTtb €e akTyanmsauuo

MpUHMMaTb PELUEHUs B CMOXKHbIX U CMOPHBIX CUTYaUUsIX B pamKax CBOeMN
npodpeccroHanbHon AeaTensLHOCTH

PewaTtb 3agayn  HopMaTtunBHOIO n MeTogmnmyeckoro obecneveHus
OOKYMeHTaUOHHOro obecneyeHus ynpaeneHuna opraHn3aumn

Heobxoaumble 3HaHMs |3akoHogartenbHble W HOpPMaTtuBHbIE MpaBoOBble akTbl  Poccuiickomn
depepaumn B cdepe OOKYMEHTALMOHHOMO obecneyeHuss ynpaereHusa U
NHOPMALLMOHHBIX TEXHOSOII

MeTogudeckne [OOKYMEHTbl M HauMOHarbHble CTaHOapThl B cdepe
OOKYMEHTaLUMOHHOro obecneyeHns ynpaeneHuss M MHGOPMaLMOHHbIX
TEXHOSIornm
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"O6 yTBepxaeHun npodeccrmoHansHoro ctaHgapta "CneuvanvcTt no
ynpaB feHno AOKYME...

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

Jencrteyome MexagyHapoaHble CcTaHgapTbl B obractu  ynpaBneHus
OOKyMeHTaLunen

MepenoBon OTEYECTBEHHbLIM OMbIT U HayyHble paspaboTku B obnactu
NMHOPMALLMOHHOTO M AOKYMEHTALMOHHOrO obecneyeHus ynpasneHmns

PbIHOK MHGOpMaLMOHHBIX YCnyr; cpeacTBa cbopa, nepedayn n oopaborku
nHdopmaumnun

Mopsigok  paspaboTkvM, OQOpPMIIEHMs, YTBEPXKOEHUS W  BHEOPEHUS
NOKanbHbIX aKTOB OpraHu3aLum

CprKTypa N HanpaBneHna geAaTesibHOCTU opraHun3saumnm

DYHKU UM M NOPSAOK B3aMMOAENCTBYS NoApasaeieHnin opraHnsaumm

MeToapl NPOEKTNpPOBaHNA N NNAaHNPOBaAHNA pa60T B OpraHmnsauumn

Mopspok paspaboTkn U YTBEPXKOEHUS NEPCNEKTUBHBLIX U TEKYLUMX MIaHOB
paboT opraHusauum

MeToagbl aHanusa nokasaTenen OesTerbHOCTU Mo OOKYMEHTaluMOHHOMY
obecnevyeHnio ynpasneHuna opraHnsaumn

Ipyrve -
XapaKTepuUCcTukn

3.2.4. TpypoBas yHKLUA

OcyLiecTBneHme KOHTPOIs
HanmeHoB | (pbyHKLNOHMPOBAHUS CUCTEMBI YpoBeHb
y Kog |B/04.7 |(nogypoBeHb) 7
aHue OOKYMeHTaL MoHHOro obecneyeHuns
KBanudmkauum
ynpasreHus opraHnsalum
MpovcxoxaeHne 3anMmMcTBOBaHO
P A OpurnHan | X
TPYOOBOMN OYHKL UK 13 opurmHana
Kon PerncTtpaynoHHbIn
opuruHana HOoMep
npodgeccnoHanbLHoro
cTaHpapTa

TpynoBble geicTBUS OcyuiecTBrneHe KOHTPONS BeAeHWs AeNONpoM3BoACTBa B OpraHusaLmm B
COOTBETCTBUM C YCTAHOBMEHHbIM B HE MNOpsSAKOM, CBOEBPEMEHHOE
MPUHATUE Mep MO NpeaynpPeXaeHuo HapyLUeHi

OcylLEeCTBNEHUe KOHTPOMA UCTOMHEHNS NOKanbHbIX HOPMaTUBHbLIX aKTOB U
MEeToOMYEeCKUX [OOKYMEHTOB MO [JOKyMeHTauWoHHOMY obecnedyeHnto
ynpaeneHunsi opraHn3aLum

OpraHnsauyma paboTbl MO BbLISBMEHUIO HApPYLUEHWA B MOAFOTOBKE U
0bpaboTke [OOKYMEHTOB OpraHu3auuv, ornpegeneHve Mep Mo ux
YCTPaHEHUIO
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NaracoxpaHenus:: 05.07.2018

OcyulecTBneHne KOHTPONs WCNOMHUTENbCKON AMCUUNAMHbI paboTHMKOB
opraHumsauumm

OcyluecTBneHne KOHTpons (hYHKUMOHUPOBAHWS CUCTEMbI 3NEKTPOHHOIO
AOKyMeHToo60poTa opraHv3aLmMmn 1 ee CBOeBPEMEHHOW akTyanMsauum

OcyluecTBneHne KOHTponsi  pOpMUPOBaHWA Oen U OpraHu3auum
ornepaTUBHOIO XpaHeHWUsi AOKYMEHTOB B OpraHm3aL um

VcnonHeHne yHKUMIN 3amecTuTens npeacenarensa SKcrnepTHON KoMmmcecum
opraHusauum

Opl’aHI/I3aLI,I/IFI n npoeegeHne npoBepoK OeATeslbHOCTU CTPYKTYPHbIX
no,qpas,qeneanZ opraHnsauunm no Borpocam OOKYMEHTaLl MOHHOTO
obecneyeHus ynpasneHusa

MOHI/ITOpMHF pe3ynbTaTtoB peleHnda 3agad opraHusaulun no BoOrnpocam
OOKYyMeHTauU MOHHOro obecneyeHuns ynpaeneHus, aHanma OaHHbIX
MOHUTOPWUHIa

KoHTpONMb CBOEBPEMEHHOIO yCTpaHeHusl HegocTaTtkoB B pabote C
[OKyMEHTamu opraHusaLm

OnpepeneHve aEKTUBHOCTU MEPONPUATAIA MO COBEPLUEHCTBOBAHUIO
CUCTEeMbl AOKYMEHTaLMOHHOro o6ecneyeHns ynpasneHust opraHnsauum

Heobxoanmble ymeHna |ObecneunBatb pOPMUPOBAHME U COXPAHHOCTb AOKYMEHTanbHOro ¢gpoHaa
opraHvsaumMym B COOTBETCTBUMM C TPEOOBAHMSIMU HOPMAaTUBHBLIX MPaBOBbIX
akToB Poccunckon ®epepaunm n nokasnbHbIX HOPMaTUBHbLIX aKTOB

BHocuTb aprymeHTnpoBaHHble oOpraHun3auyunoHHble W TexHoJsiorn4yeckme
npegnoXeHna no opraHnMsauunm U COBEepLUEeHCTBOBAHUIO  CUCTEMbI
OOKYMEeHTaLUMNOHHOro obecneyeHus ynpaBneHua opraHnsauunn

MpeactaenaTb pesynbTaTbl KOHTPOSNbHON [AeATeNbHOCTM MO BOMpocam
[AOKYMEHTaLMOHHOro o6ecneyeHns yrpasrneHusl B oTYeTax opraHnsauum

Opl'aHI/I3OBbIBaTb pa60Ty no cGopy M cucTemartusaumm cBegeHun o
nonoXXeHumn gen B ccbepe LOOKYMEHTaL MOHHOTO obecneveHus ynpasneHusa
opraHunsauum, OCYyLLEeCTBNATb PYKOBOACTBO Sd)d)eKTMBHbIM
NCcnonb30BaHNEM AaHHbIX CBEAEHWI U €ro KOHTPOJ1b

OpraHM3OBbIBaTb CI/ICTeMaTVI3VIpOBaHHbIIZ y4yeT, XpaHeHue JoKallbHbIX
HOPMATUBHbLIX aKroB OpraHun3auunm no BOMpoCamMm I/IH(*)OpMaLI,VIOHHOFO "
OOKYyMeHTauU MOHHOro obecneyeHus ynpaesneHma wu BHeECeHNne B HUX
I'IpI/IHﬂTbIXI/I3MeHeHVIl7I

CBOEBPEMEHHO  MHGOPMUPOBaTL 06  M3MEHEeHUSIX B NoKanbHbIX
HOpPMaTMBHbIX akrax pykoeBoauTenei u paboTHWKOB nogdpasaeneHuin
opraHusaLmm

MpuHMMaTbL peLleHUss C YYETOM KOHKPETHOM CUTyauuu Mo BOMpocaM,
BO3HMKAKOLIMM B XOAE€ KOHTPOJSIbHOA W aHanmuTU4Yeckon AesiTerbHOCTU B
chepe OOKYMeHTaLMOHHOro obecneyeHyst ynpasneHus opraHusaumm

Heobxognmble 3HaHMs |3akoHogaTtenbHble W HOpPMAaTMBHbIE NpaBoBble akTbl  Poccunckon
depepaumn B cdepe OOKYMEHTALMOHHOINO obecneyeHuss ynpaereHusa U
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HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

NHOPMAaLLMOHHBIX TEXHOMOMUN

MeToamyeckMe [OOKYMEHTbI M HalLWOHamnbHble cTaHAapThl B cdepe
OOKYMEHTaLMOHHOrO obecrneyeHus ynpaeneHuss M UHQOPMaLMOHHbIX
TEeXHONornmn

Hencteylowme mexagyHapodHble craHdapTbl B obnactv  ynpasneHus
OOKyMeHTaLunen

I'Ipanma opraHmsaunmn OOKyMeHTaLlOHHOro obecneyeHuns ynpasneHna B
COOTBETCTBUN C JTOKaJIbHbIMX HOPMAartBHbIMW akKTaMu opraHn3aunm

®DYHKU MM 1 NOPSAOK B3aMMOOENCTBYS NoApasaesieHnin opraHnsaumm

MeToabl aHanu3a nokasaTenen AesTEerbHOCTM MO AOKYMEHTaLUOHHOMY
obecneyeHnto ynpasneHus

I'Ipanma n MeTodbl KOHTPOJA cobnogeHus HOpM B obnactu
OOKYMEeHTaUNOHHOro obecneyeHus ynpaeneHus

MeToabl aHanusa BbINOSHEHMUS nporpamm opraHusaum n
COBEpLUEHCTBOBaHWSI [JOKYMEHTaLMOHHOMO obecneyveHus ynpaerneHus u
onpeaeneHmns nx ageKkTnBHOCTU

OpFaHI/I3aLlIAF| ydyeTa, nopAanokK U CPOKM COCTaBfieHUA OTYEeTHOCTU no
Bonpocam AOKYMEeHTaLlUOHHOIo obecneyenns ynpasneHuna

MeToabl HOPMOKOHTPOSS MPU COCTaBMEHUWM [OKYMEHTOB, OnpeneneHus
YPOBHS YHU(PUKAL MK YNpaBNeHYECKNX JOKYMEHTOB OpraHu3aumm

KpVITepVIVI LLEHHOCTN OOKYMEHTOB ANA UX UCMOJIb30BaAHUA, XpaHEHUA UK
BblaeNeHnA K YHUYTOXEeHUIo

Opyrne -
XapaKTepUCTUKN

3.2.5. TpypoBas pyHKLUA

CoBepLUeHCTBOBaHNE CUCTEMBI YpoBeHb
HaumeHoB
aHMe OOKYMeHTaL MOHHOro obecrneyeHus Kog | B/05.7 | (nogypoBeHb) 7
yrnpaBneHnst opraHusau,mm KBanudukawl um
MpoucxoxaeHune 3anmcTBOBaHO
P xA OpuruHan | X
TPYOOBOMN OYHKL UK N3 opurmHana
Kon PernctpayoHHbIn
opurmHana HoMep
npodeccnoHansHoro
cTaHgapTa
TpynoBbie AeNcTBUs Onpepenexne BO3MOXHOCTEMN NPUMEHEHUS COBPEMEHHbIX
WHPOPMALMOHHBIX  TEXHOSOornmn B cdepe  OOKYMEHTALMOHHOrMO
obecneyeHrst ynpaBneHus opraHM3aLnm Ha OCHOBE U3YYeHUs1 TeHOEHL NN
NX pasBUTUS
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ObocHoBaHue HeobxoaAnMoCTH COBEPLUEHCTBOBAHMS CUCTEMbI
OOKYMeHTaL MOoHHOro obecneyeHns ynpasneHns opraHn3saumm

OnpeperneHne HanpasneHuin pasBUTUSE U COBEPLUEHCTBOBAHUS CUCTEMbI
AOKYMEHTaL MOHHOro o6ecneveHns ynpasneHusi opraHusaLmm

OnpegeneHve Mep MO YCTPAHEHWO BbIABMNEHHLIX W3bAHOB CUCTEMBI
JOKYMEHTaLUMOHHOIO  obecrneyeHust  ynpaerneHusi, [OeucTBylollen B
opraHusauum

OnpeneneHMe Mep no onTuMmn3auun ynpasrieH4eCKoro ﬂ,OKyMeHTOOGOpOTa
opraHunsauunm

Paspa60TKa METOANKN coBepLleHCTBOBaHUA CUCTEMDbI
OOKYMEeHTaUNOHHOro obecneyeHus ynpaeneHuna opraHnm3aunm

MoaroToBka nakeTa AOKYMEHTOB, COMPOBOXAAKLLMX NpoLecc pa3paboTku,
BHEOPEHWA U UCMOmMb30BaHMA CUCTEMbl 3MEKTPOHHOMO AOKyMeHTooBopoTa
opraHu3saLun B cdiepe AoKyMeHTaLMOHHOTO obecreveHns ee yrnpasneHus

OpraHusau s npouecca paspaboTki U BHEOPEHUS CUCTEMbI 3NIEKTPOHHOTO
JokymeHToobopoTa  opraHusaumm B cdepe  OOKYMEHTaLMOHHOro
obecneveHns ee ynpaBneHns

KOOp,ElMHaLlMFI AeATenbHOCTU no coBepLieHCTBOBaHMIO CUCTEeMbI
OOKYMeHTaUWOHHOro obecneyeHus ynpaeneHuna opraHn3aumn

Heobxoanmble ymeHnsa |AHanmMsmpoBaTb MHAOPMaL MO O COCTOSHUN CUCTEMbI JOKYMEHTALMOHHOTO
obecneveHnst ynpaBneHus opraHM3aumm

BHocuTb aprymeHTnpoBaHHble oOpraHun3auyunoHHble W TexHoJsiorn4yeckme
npegnoXeHna no opraHnMsauunm U COBEepLUEeHCTBOBAHUIO  CUCTEMbI
OOKYMEeHTaLUMNOHHOro obecneveHns ynpaBneHuna opraHnsauunm

CocTaBnsiTb TEXHUYECKOE 3aJaHMEe Ha TMPOEKTUPOBaHWE W BHeApEeHWe
CMCTEMbI 3NEKTPOHHOIO AOKyMeHTooGopoTa B cdepe AOKYMEHTALMOHHOIO
obecrneyeHns ynpasreHusi opraHMsauum

Bbl6|/|paTb onTMmalribHyr0 CUCTEMY JJIEKTPOHHOIO ,El,OKyMGHTOOﬁOpOTa,
OoTBeYarLwyw 3agadv4amM AOOKyMeHTalWOHHOro obecneveHnns ynpasneHusa
opraHunsauunm

Ob6ocHoBbIBaTb  HEOOXOOUMOCTL BHeApPEeHnA CUCTeMbl JJIEKTPOHHOIo
ﬂ,OKyMeHTOOGODOTa B ccbepy LOOKYMEHTaL MOHHOTO obecneveHus
ynpaeneHuna opraHn3auumm

OpraHuzoBbiBaTe 06yyeHMe paGoTHWKOB OpraHM3auuM COBPEMEHHbLIM
mMeTogam paboTbl C JOKyMeHTamMu B cdepe [OOKYMEHTaLMOHHOIo
obecrneyeHns ynpasneHus

AKTyanuaupoBartb fokasibHble HOPMaTUBHbIE aKTbl OpraHu3alun ¢ y4eToM
BHEJPEHUSA COBPEMEHHbBIX METOA0B paboThl C AOKYMEHTaMu

Heobxogumble 3HaHus |3akoHogarenbHble W HOpPMAaTUBHbIE MpaBoOBble akTbl  Poccuickomn
depepaumn B cdepe OOKYMEHTALMOHHOINO obecneyeHus ynpaereHusa U
NHOPMAaLMOHHBIX TEXHOSOTI
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NaracoxpaHenus:: 05.07.2018

ynpasJieHUo JOKyMe...
MeTogudeckne [JOKYMEHTbI M HauMOHarbHble CTaHgapTel B cdepe
OOKYMEHTaUMOHHOrO obecrneyeHus ynpasneHUs M UHGOPMaL MOHHbIX
TEeXHOornn
Hencrteylowme MexgyHapoaHble CcTaHgapTbl B obractu  ynpaBneHus
OOKYMeHTauunen
MepenoBow OTEYECTBEHHbIM OMbIT M HaydHble paspaboTkm B obnactu
NHOPMAaLLMOHHOIO U AOKYMEHTaLMOHHOro obecneveHmns ynpasneHms
MeToabl NPOEKTMPOBaHNS " NyiaHMpPOBaHNS pabot no
COBEPLUEHCTBOBAHMIO  JOKYMEHTALMOHHOrO obecrnedeHunst  ynpaBneHuns
opraHusaumm
CoBpemeHHble cucTemsl 3MEKTPOHHOTO OOKymeHTo0o60poTa,
ncnosne3yemble B cdepe AOKYMEHTaLMOHHOro obecrieyeHus ynpaBneHus
opraHu3saumnu, n nx yHKLMOoHarbHbIe BO3MOXHOCTU
Begywme opraHusaumm - pa3paboTuMKM  CUCTEM  3NEKTPOHHOrO
OOKyMeHTOOOOpoTa pAns  cdepbl  [OOKYMEHTAaLMOHHOrO obecrneveHus
yrnpaBneHnst opraHusasum
PbIHOK MHGOpMaLMOHHBIX ycnyr, cpeacTsa cbopa, nepeaaym u o6paboTku
NHopmaLmm

[Opyrvie -

XapaKTepucTuKn

3.3. O606LeHHas TpygoBasi PyHKLMS

HanmeHoB | YnpaBneHue JoKyMeHTaumnen opraHnsaumm Kon C YpoBeHb 8
aHne KBanudmkauum
MpoucxoxaeHne
P Kael 3anmMcTBOBaHO
0606LeHHon OpurnHan | X
N 13 opurnHana
TPYOOBON PYHKL UK
Kon PerncTtpaynoHHbIn
opurnHana HOoMep
npodgeccnoHanbLHoro
cTaHgapTa
Bo3moxHble Ynpasnsowmn AoKyMeHTaunen
HaMMeHOBaHuUS. 3amecTuTenb PyKOBOAUTENS OpraHusaLmm no Bonpocam ynpasneHust
OOIDKHOCTEN, Npodheccuin | AoKymeHTaunen
TpeboBaHus kK Bobicwee obpasoBaHue - cneyunanuTeT, MarncTpaTtypa
obpasoBaHuto n 0byveHuto | JononHuTenbHoe npodeccnoHansHoe obpasoBaHmne - NporpamMmbl
npodgeccnoHanbHOM NepenoaroToBKMN NO NPOUII0 AeATENBHOCTU
TpeboBaHus K oNbITY He meHee naTm neT pykoBoasLen oeaTenbHOCTH B cdepe
npakTuyeckon paboThl OOKYMEHTaLMOHHOro obecneyeHmns ynpasneHusi opraHmsawmen
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NaracoxpaHenus:: 05.07.2018

Ocobbie ycnosus gonycka

K paboTe

[pyrne xapakTepucTumkm

[ononHUTeNbHbIE XapaKTepPUCT KN

HavmeHoBaHue Kog HanmeHoBaHune 6a3oBon rpynnbl, AOMKHOCTM (nMpodeccun) nnm
OOKyMeHTa cneumnanbHoCTH
OK3 1213 PykoBogntenb B 06nactu onpegeneHuns NonMTrk1 1
NraHUPOBaHUS OeATENbHOCTYU
OKCO 032000 [okymMeHTOBEAEHNE M apXMBOBEAEHNE
032001 HokymeHTOBeAeHMe U JOKYMEHTaUMOHHOe obecneyeHmne
ynpasneHus

3.3.1. Tpynosas pyHKuus

CTtpaTernyeckoe nnaHmMpoBaHue u YpoBeHb
HanmeHos .
aHve PYKOBOACTBO NOCTPOEHNEM eANHON CUCTEMBI Kog | C/01.8 |(noaypoBeHb) 8
ynpasneHnsa AoOKyMeHTauuen opraHmsaL,um KkBanudukawmm
MpoucxoxaeHne 3anMmMcTBOBaHO
P xa OpurnHan | X
TPYyOoBOMN PYHKL UK 13 opuruHana
Kopn, PernctpauynoHHbIn
opuvrmHana HoMep
npogeccmoHansHoro
cTaHgapTa

TpyooBble AeicTBUSA PaspaboTka cTpaTernv u nofMTUKK OpraHnsaLmmn B cdepe yrpasrneHusl ee

OOKyMeHTaLnen

PykoBoacTBO BbIOOPOM U BHEAPEHMEM COBPEMEHHbIX MeToAoB, CPedCTB U
TexHonornii o6paboTkM WHGopMaLMM W OOKYMEHTaUMM B paMKkax
peanusauun eaMHo NONUTUKA yrpaBneHus JOKYMeHTaLUuel opraHusaumm

YHpaBneHvle NMPOEKTOM  CO30aHuA €ANHON  CUCTEMBI ynpasneHuna
OOKyMeHTal nen opraHunsauum

YnpaBnenue npoekramn QOpMUPOBAHMA  MHOPMAaL MOHHO -ClPaBOYHbIX
cucteM ©  6Gasz [fOaHHbIX MO  BCEM [OOKYMEHTHbBIM  cucTeMam W
MHOPMaLLMOHHBIM pecypcam opraHuaammn

YnpaBneHne nNpoekTamu noaaepaHns B akTyanbHOM COCTOSIHUM eauHOM
CMUCTEMbI ynpaBrieHusi OOKYMEHTaLUMWen opraHusauuu, a Takke BCexX ee
[OKYMEHTHbIX CUCTEM

PykoBoacTBO MpoekramMu Mo MOAEPHM3AUUM U ONTUMM3ALUA CUCTEMDBI
ynpaerneHus OKyMeHTauunen opraHu3annm 1 MUHUMKU3aLUm pUCKOB B 3TOWN
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cepe

Heobxoammble ymeHns |OnpenernsTe  NPUOPUTETHbIE  HanpaBleHUs  pasBUTUSE  CUCTEMbl
ynpaereHunst JOKyMeHTauuel opraHusas um

PaspabaTbiBatb CcTpaterMto U NOMMTUKY OpraHu3auum B cdepe
yrnpaeneHusi ee JOKyMeHTaunemn

Bbibupate nporpaMMHble MPOAYKTbl, WUCMOSb3yeMble B yrpaBrieHum
AOKYMeHTaL e, n cucTembl KOpPrOpaTUBHOIO  3JIEKTPOHHOIO
AOKyMeHToo6opoTa opraHmsaummn n 060CHOBLIBAThL BbIGOP

Knaccndmuymposatb MHopMaLmIo " BbICTpanBaTb
WH(POPMAaLUMOHHO-CMIpaBoOYHble  6a3bl  AaHHbIX M MHOPMaLMOHHbIE
CUCTEMbI OpraHu3aLmnm

npOCLII/ITbIBaTb N oueHunBaTb MNoTeHuunanbHble PUCKU C(bepbl ynpasneHua
ﬂ,OKyMeHTaLI,MeIZ B opraHunsauunm n npegorBpaliaTtb nx nuodo
MWHUMN3NPOBATb

YcTaHaBnvMBatb  Kpyr  KOMMETEHUMWA  pykoBoOWUTENEN  CTPYKTYPHbIX
nogpasfeneHnii opraHusauum B cdepe ynpasneHus [OoKyMeHTauuen Bo
BBEPEHHbIX UM NoApa3feneHnsax

YcTaHaBnmBaTtb CPOKM UnCNoNHeHna OOKYMEeHTOB BO BCEX OOKYMEHTHbIX
cucremaxopraHusayum

OpraHun3oBbiBaTh KOMNEKTUBHYIO n WHOMBMAYaNbHYO paboTty
pykoBoAUTENEN CTPYKTYPHbIX MOApa3AeneHun opraHusaumm B cdepe
ynpaeneHunsi AJoKyMeHTauuen

Ynpaenartb B3aMMOOENCTBMEM CTPYKTYPHbIX NogpasaeneHuin opraHmsaumm
B chepe ynpaBneHus AoKyMmeHTaumemn

M3bickmBaTb  pecypcbl  Ons pasBATMA  CUCTEMbl  YNpaBreHusi
JAOKYMEHTaL el opraHusaLmm

PaspabaTtbiBaTb Mepbl MO MOBbIWEHWIO  3(dEKTUBHOCTU  paboTbl
opraHu3aLL KM Yepes COBEpPLLEHCTBOBaHWE ypaBeHusl ee JoOKyMeHTaume

OTcnexvBarb WM3MEHEHUs B HOpMaruBHOM 0ase, pernameHTUpyloLIen
BOMpPOCHI yripaBneHusa AokyMmeHTauuen B Poccuricko ®eanepauuu

PykoBOOMTE BHEOPEHWEM HOBbIX WHM(OPMAUMOHHBIX TEXHONMOrMn 1
MeToaoB paboThl B chepy yrnpasneHusl 4OKYMeHTaLmel opraHisaumm

Bblibnpate BuAbl HoOcuMTenenm uHdopMauuM U dopmaTtbl  XpaHeHUs
SNEKTPOHHbIX [OKYMEHTOB, OCHOBbIBAsiCb Ha LEHHOCTU [OKYMEHTOB
opraHu3aLmm 1 Cpokax ux XxpaHeHus

MpvHUMaTL pelleHUss MO  BOMPOCaM YNpaBMneHus  OOKyMeHTauuen
opraHv3aLmnm B CIIOXHbIX U CMIOPHbIX CUTYaL nsix

Heobxogumble 3HaHus |CTpykTypa OpraHusaumm n ee pykoBOAALMIA COCTaB, €ro yHKiMnm u
pacnpegeneHme o6sa3aHHOCTEN

HanpaBneHus QesTernsHOCTM opraHusauun, (YHKLMU ee CTPYKTYPHbIX
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nogpasgeneHun, cneynduka nx 4esTenbHOCTU N ee AOKYMEHTaLMOHHOro
obecneyeHus

DyHKL UM M NOPALOK B3aMMOAENCTBUA NoApasaeeHnii opraHmsagmm

3akoHogaTenbHble M HOPMAaTMBHbIE MpaBoBble akTbl  Poccuinckon
degepaunn, ncrnonb3yemble B cdepe yrnpasneHus OOKyMeHTauuen, a
TaKke B ccpepe OCHOBHOMW AeATENbHOCTM OpraHM3aumnm

MeToauyeckne JOKYMEHTbI M Hal MOHasbHbIE CTaHAAPThI, UCMONb3yeMble B
cdhepe yrnpaBneHusl JOKyMeHTauuel opraHmsaumnm

MexoyHapogHble M 3apybexHble  cTaHdapTbl,  creuudukalmm,
TexHU4eckKue oTyeThl no yripaBreHmuio JOKyMeHTaL e "
MHGOPMALIMOHHBIM TEXHOTOMMAM, UCMONb3YEeMbIM B YNipaBieHum

MepenoBO OTEYECTBEHHEIA, 3apy0eXxHbiA M MeXayHapoaHbIA oMb U
Hay4Hble pa3paboTku B cchepe ynpasneHns JOKyMeHTaL el

I'Ipanma NOCTPOEHNA U d)yHKLl,I/IOHI/IpOBaHVIFl BCEX CMCTEM OOKyMeHTalunu
opraHusauuu; CI'IeLI,I/Id'JI/IKa d)yHKU,MOHIApOBaHI/IFl n npumMmeHeHna Kaxkgom n3
HUX

I'Ipanu'la N MeToAdbl NOCTPOEHUA I/IH(*)OpMaLI,I/IOHHO-CI'IpaBO‘-IHbIX cucrem
opraHusaudunu, Bkno4as 0asbl AaHHbIX

PbIHOK NHGOPMaL MOHHbIX " TENEKOMMYHUKALMOHHBIX  YCIyT,
npegocTaBnsgeMbix chepe ynpaBneHus JOKyMeHTaumnen

MporpamMHble MPOAYKTbI, UCTMOSb3yeMble B YrpaBieHMn OOKYMEHTauMnen,
N CUCTEeMbl KOPNOPATVBHOIO AOKYMEHTO0GopoTa

Buabl HocuTenen nigopmaumm n cneuyndunka X npUMMeHeHus

MeToabl NPOEKTMPOBaHWS U NIaHMpPOBaHUs paboT, a Takke MeTOoAoors
OpraHn3aLMOHHOro NPOEKTMPOBAHMS

nOpFID,OK paapa60TKV| n yrBepXaeHunAa nepCnekrMBHbIX U TeKyLnx niaHoB
pa60T opraHnsaumn, a TaKkKe nopAaaoK noArotoBkM OTHETOB 00 wnx
NCcnofiHeHnn

MeToabl aHamu3a nokasaTternen OesTensHOCTU Mo BONpoCaM ynpasleHusa
ﬂOKyMeHTaHMeﬁ opraHmnsauumm

TexHonornm u metoabl ynpaeneHuna nepcoHariom opraHmsauyumm

Ipyrve -
XapaKTepucTtukn

3.3.2. TpynoBas pyHKuus

HauMEHOB YnpasneHne pa3paboTKom fiokasnbHbIX YpOBEHb
aHme HOPMAaTMBHbIX aKTOB OpraHu3aLmm no Kog | C/02.8 |(noaypoBeHb) 8

BOMpOCaM ynpaBsreHusi ee AOKyMeHTaunemn KBanudukaLnum
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Mpvika3 MuHTpyaa Poccum ot 10.05.2017 N 416H
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MpoucxoxaeHne
TPYyOoBOMN PYHKL UK

3anmMmcTBOBaHO

OpwvrnHan X
13 opurnHana

Kop, PernctpauynoHHbIn
opurmHana HoMep
npodgeccmnoHanbHoro
cTaHgapTa

TpynoBble A4encTBUSA

PykoBoacTBO pa3paboTkoi 1 BHEOPEHMEM JTOKASbHbIX HOPMaTUBHbLIX aKTOB
opraHu3aL 1K No yrnpasneHuo AOKyMeHTaumel

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

PyKOBOD,CTBO pa3pa60TK017| MeToOANYECKNX OOKYMEHTOB MNO BHEOPEeHU "
NCMNOJIHEHUIO JIOKalibHbIX HOPMatuBHbLIX aKTOB  OpraHu3auunmn no
ynpasleHuto ,D,OKYMeHTaLlVIeVI

yﬂpaBﬂeHI/Ie cornacoBaHnem n/vnm yrBepXaeHnem JNTOKalribHbIX
HOPMATMBHbLIX aKroB W MeToOMYECKMX OOKYMEHTOB OpraHusaluu,
ncnonb3yeMbIX B yrnpasleHumn p,oxymeHTau,Meﬂ

PykoBoacTBo  paspaboTkoii  MnokamnbHbIX ~ HOPMAaTMBHbLIX  aKToB U
MeToOMYEeCKUX OOKYMEHTOB OpraHu3aLum Mo BOMpocaM OpraHu3alum
XpaHeHus, obecrneyeHnsl COXPaHHOCTU, UCMONb30BAHUSA U YHUYTOXEHUS
[IOKYMEHTOB ee JoKyMeHTanbHoro doHaa

PykoBOACTBO TMOCTPOEHWEM WH(OPMAaLMOHHO-NPaBoBoON 6asbl HaHHbIX
opraHu3saLum

PyKkoBOACTBO CBOEBPEMEHHOWN akTyanu3auunen nokanbHbIX HOPMaTUBHbIX
aKTOB OpraHu3aLum, NCNosb3yeMbIX B ypaBneHUn JOKYMeHTaLMen

PaspaboTka Mep no NpegoTBpPaLUEHUO UMM MWHUMU3ALWA  PUCKOB,
CBA3aHHbIX C HECOBEPLLEHCTBOM JIOKANbHbIX HOPMAaTMBHbLIX aKTOB MO
ynpaBrneHuno JoKyMeHTauue opraHusauum

KoHcynbTupoBaHue pykoBOACTBA OpraHM3auun no Bonpocam NMpUMeHeEHNs
noKamnbHbIX HOPMAaTWMBHbIX aKTOB OpraHu3auuv, UCNoSb3yeMbliX B
ynpaeneHnn JoKyMeHTauuen

Heobxoammble ymeHus

PykoBoauTb pa3paboTkoi eanHON NONUTUKK yrpaBneHns OOKyMeHTauunen
opraHusauuu

Ynpasnatb npoekramu paspaboTku/akTyanuaawmm NoKarnbHbIX
HOPMAaTUBHbLIX AaKTOB OpraHusauuMuM, WUCIoSb3yeMbIX B YyrpasneHun
OOKyMeHTaL nen

MpYMeHSTb NpaBoBble HOPMbl MPU  COCTaBNEHMUM W OGOPMIIEHUM
nokasnbHbIX HOPMAaTMBHbLIX aKTOB  OpraHu3aLuW, UCNonb3yemblX B
ynpaeneHuy JokyMeHTaumen

PykoBoanTb npoueccamum M KOHTPONMpOBaTb Npouenypbl YyrpaBneHus
OOKyMeHTaumel opraHnsaumm

Bnagetb WHMOPMALMOHHBEIMKU  TEXHOMOMMSAMM, UCMOSb3YEMbIMU  MPK
NOCTPOEHMM NHAPOPMAaLMOHHO-NPaBOBOM Ba3bl JaHHbIX OpraHM3aLum

YnpaBnsate  npoueaypamum  pacCMOTPEHUsl,  YTBepXKOaeHus  u/umm
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cornacoBaHusl MPOEKTOB JOKanNbHbIX HOPMAaTMBHBLIX aKTOB OpraHu3auum,
MCMNOMb3yeMbIX B YNpaBreHUn JOKYMeHTaLen

PykoBoanTb akTyanM3aumen nokanbHbIX HOPMaTUBHbIX aKTOB OpraHM3aL, um
C y4eTOM BHegpeHus  KOpPMOpPaTMBHOW  CUCTEMbI  3NEKTPOHHOMO
OOKyMeHToobopoTa

OueHuBaTb y4yacTue pyKoBoOWUTENEN CTPYKTYPHbIX MNoapasgenieHuin B
npoueccax yrnpasreHusl JOKyMeHTaumeln opraHusaumm

YcTaHaBnvBaTb and Kaxgoro pyKkoBoauUTENA CTPYKTYPHOIO
nogpasgeneHuna opraHmn3auumm npaea n OTBETCTBEHHOCTb,
obecneunBarolLMe BbINOSTHEHNE UX beHKU,I/II;I B KOpI'IOpaTVIBHOVI cucrtemMme
ynpasneHus D,OKyMeHTaLlMeVI opraHunsauumm

MpocunTbiBaTb BO3MOXHbIE PUCKWA, CBA3aHHbIE C HECOBEPLUEHCTBOM
KOpropaTMBHOW HOpMaTuBHOW 6asbl OpraHMsauMuM Mo  YrpasleHUo
[OKYMeHTaL el, n npegoTepallaTh UxX

MoBblwaTte 3(PDEKTUBHOCTL CUCTEMbI  YNpaBneHUd OOKYMEHTauunewn
opraHmsauumn B LENOM U OTAENMbHbBIX CUCTEM AOKYMEHTALL MM OpraHm3aLm B
YaCTHOCTUM NYTEM COBEPLLEHCT BOBAHUS NOKanbHbIX HOPMATUBHbLIX aKTOB

PykoBoanTb OpMMpOBAHMEM W  UCMOMb30BaHWEM [OKYMEHTasNbHOro
¢doHOa opraHMsaumMm B COOTBETCTBUM C TpeboBaHWAMM MNpPaBOBbIX
HOpMaTMBHbLIX akTtoB Poccunckon depepaumm ©n  ee  NoOKanbHbIX
HOPMaTMBHbIX aKTOB

Heobxogumble 3HaHMs |3akoHogarenbHble W HOpPMATUBHbIE MpaBoOBble akTbl  Poccuickomn
depnepaumm, cogepxalume TpeboBaHus K ynpaBrneH1o JOKYMeHTaumemn

MeToauyeckne OOKYMEHTbl U HauWoOHalbHble CTaHOAPThbl, Coaepalume
TpeboBaHUs K yrpaBneHnto JOKYMeHTaumel

MexayHapogHble CTaHAapTbl, cneundukauum u TexHUYeckne OTYEThI,
ncrnonb3yemble B cpepe ynpasneHus JoOKyMeHTaLmen

Tpe6OBaHI/IFI K CTPYKTYype 1 codep’KaHUo BCeX BMOOB HOPMATUBHbIX aKTOB,
ncnonb3yeMblX B OpraHun3ayunm

I'Ipanma N nopAaaoK CocCraBlieHund, O(bOpMﬂeHl/Iﬂ, yrBepXxaeHuda u
BHeOpeHUA NToKarilbHbIXHOPMAaTUBHBLIX aKT OB OpraHun3aumnm

MpaBuna pa3paboTku 1 0POPMIIEHNSA AOKYMEHTaL UM, pernameHTUpyoLen
BCE acneKTbl AeATeNbHOCTN OpraHnsaumm

dyHKUIMOHaNbHOe HanornHeHue JeaTensHocTn CTPYKTYPHbIX
nogpasgoeneHuii  opraHusauMmM U UCToNb3yeMble B HUX  CUCTEMbl
JOKYMeHTaLuu

CoctaB pykoBoauTENEN, OTBEYaKOLMX 3a CUCTEMbl [JOKyMEHTauuu
opraHusayunn B paMkax cBounx Hal'lpaBJ'IeHI/II7I AeAaATernbHOCTN

OcCHOBHble  MH(OPMAUMOHHbIE  TEXHOMOMMW,  UCMOSMb3yemble  MNpwu
NMOCTPOEHUN UHOPMALMOHHO-CMPaBOYHON cucTembl (6a3bl  AaHHbIX)
opraHvsauuu, cogepxallen ee nokanbHble HOPpMaTUBHbIE aKTbl
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UHdopmaLnoHHo-NpaBoBble 6asbl AaHHbIX, UCMOMb3yemble B Poccninckon
depepaumm

TpeboBaHust oxpaHbl Tpyaa

Opyrne -
XapaKTepucT KN

3.3.3. TpynoBas cyHkuums

YnpaBneHune OesaTeNbHOCTbIO MO KOHTPOITHO YpOBEHS
HaumeHoB HKL,MOHNPOBaHUSA BCEX CUCTEM
pyHKy P Kog | C/03.8 |(nogypoBeHb) 8
aHune OOKYMEHTaU N opraHn3aummn ee
KBanudmkauum
KOprnopaTMBHOIo JOKyMeHToobopoTa
MpoucxoxneHne 3anmcTBOBaHO
P xA OpurnHan | X
TPYOOBON OYHKL UK N3 opurmHana
Kop, PernctpauyoHHbIn
opurmHana HoMep
npodeccnoHansHoro
cTaHgapTa

TpynoBsble AeNcTBuUs YnpaBneHne AeATernbHOCTbI0 MO KOHTPOSKO cobntogeHuns BblIGpaHHbIX
TexHonormn paboTbl C  OOKYMEHTamuM oOpraHmMsaumMm B pamkax
KOpNopaTUBHOWM CUCTEMbI YyNPaBEHWs] JOKYMEHTaMU U OTAENbHbBIX CUCTEM
OOKyMEHTauunm opraHn3anmm

PykoBOACTBO OeATEeNbHOCTBIO MO KOHTPOM cobriogeHus TpeboBaHwiA K
COCTaBIIEHNIO U OGOPMIIEHMIO AOKYMEHTOB OpraHu3aLuu Kak B paMKax
KOpPMOpaTMBHOW CUCTEMbI YNpaBeHNsl JOKyMeHTau el opraHusaunm, Tak 1
OTAernbHbIX CUCTEM AOKYMEHTaLMUM opraHusaumm

yl'lpaBJ'IeHI/Ie npoekraMmmn onTnMmn3sau nn CcoCraBa OOKYMEHTOB n
KOopnopaTtnBHOIo D,OKYMeHTOOGOpOTa opraHun3aumm Kn KOHTPOJIb  UX
peann3aynmn

PyKOBO,D,CTBO OeATesIbHOCTbIO MO KOHTPOIIO (byHKLl,I/IOHI/IpOBaHVIﬂ CuUcrem
AOMUHNCTPATUBHOIO 1 KOPMOPAaTUBHOTIO yrnpaBrieHNd opraHn3aunm

YHpaBneHme cucremom KOHTPOJIA UCNOJIHEeHUA rlopyquvuZ pyKoBOACTBa
opraHusauyunn un cobnioaeHuns CPOKOB UXUCMOJTHEHUA

PykoBoOCTBO  [EATEnNbHOCTbIO no KOHTpPOITO 3hpeKTUBHOIO
hbyHKL MIOHMPOBaHWS KOpropaTUBHOIA cuUcTeMbI 3MEKTPOHHOTO
AOKyMeHTo06opoTa opraHuzaumm

PykoBoacTeo OesATenbHOCTbI0 no KOHTpPOro NCMoNb30BaHMUS
NMHOpMAaLLMOHHO-NPaBOBOW Ba3bl JaHHbLIX OpraHM3aLum

PykoBOACTBO AeATENbHOCTHLIO MO KOHTPOSIO MNpOLEeccoB paspaboTim u
BHEAPEHUS NTOKAIbHbIX CUCTEM 3MEKTPOHHOIO JOKYMEHToobopoTa no BCcem
HanpaBneHnsaM OesTENbHOCTU OpraHn3auum, BKoYasi BbIOOp aTUX cUCTEM
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N opraHumsayum-paspaborumnka

PykoBOACTBO AEATENMBHOCTLIO MO KOHTPOJIO COBMECTMMOCTU BCEX CUCTEM
3MEeKTPOHHOI0 OKYMeHTo060poTa opraHusaumm

PykoBoACTBO OeATENbHOCTBIO MO KOHTPOMK 3KCMiyaTauuu BCEX CUCTEM
SMEKTPOHHOrO0  JOKYMEHTOOGopoTa OpraHu3auuy, BKIOYasi  BOMPOCHI
obecrneyeHnss COXPaHHOCTU [OOKYMEHTOB B 3TUX CUCTEMaX, WX
ayTEeHTUYHOCTM, JOCTOBEPHOCTU U HAAEKHOCTH

PyKOBOD,CTBO OeATEeJIbHOCTbIKO MO KOHTPOJIHO (byHKLl,I/IOHVIpOBaHVIFI CUCTEMDbI
XpaHeHNA OOKyMeHTallbHOro CbOH,D,a opraHnsaumn, ero CoxpaHHOCTU "
McnoJsib3oBaHNA

Heobxoaumble YMeHUaA yl'lpaBﬂ‘iITb npoektamy no C60py, aHanmgdy, cucrematm3aumm un
NCMonb30BaHMIO CBeAEHUA 00 ynpasneHu1 D,OKyMeHTaLlMeVI opraHmnsauunm
N KOHTpPOJMpoOBaTb NXNCMOJIb30BaHNe

npe,D,CTaBﬂﬂTb pe3ynbTarbl KOHTpOJ'IbHOIZ N aHanMMTU4eCKON OeATENbHOCTU
no Bonpocam ynpasrneHuda ,EI,OKyMeHTaLI,I/IeIZ PYKOBOOUTENIO OpraHn3aymm

Bectn yuyer u3mMeHeHMI B 3akoHoOATENbHbIX M HOPMAaTrMBHbBIX akTax
Poccunckon ®epepaumm no Bonpocam ynpaeneHus AOKyMeHTauuen u
KOHTPONMpPOBaTb CBOEBPEMEHHOCTb BHECEHWS M3MEHEHUN B JOKaslbHblE
HOpPMaTMBHbIE aKTbl OpPraHN3aLumn No ynpasneHunto JOKYMeHTaumen

MpocunTblBaTb  PUCKKW, CBsI3aHHble C  OpraHM3auuel  KOHTPOns
(hYHKLMOHMPOBAHWSI  CUCTEMbl  KOPMOpaTUBHOIO OOKyMeHTooGopoTta B
LenomMm U1  OTAeNbHbIX [AOKYMEHTHbIX CWUCTEM  OpraHu3auuu, u
npepoTBpallaTh Ux

KoHTponupoBaTb [[OCTYyn K KOpPMOpaTUBHOW CUCTEMe  yripaBsrieHns
OOKYMeHTaLunen opraHn3aumm u ee ncnorb3oBaHne

MpuHMMaTL peLIeHUss C YYETOM KOHKPETHOM CUTyaUuW Mo BOMpPOCaM,
BO3HMKAIOLMM B XO4€ KOHTPOJIbHOWN AeSATENbHOCTM B chepe yrnpaBneHns
JAOKYMEHTaL el opraHusaLmm

Heobxoanmble 3HaHus an/IHLI,I/II'IbI n METOoObl aHammsa nokasartenen neATernibHOCT N,
ncnonb3yemMble B ccbepe ynpasneHusa ﬂOKyMeHTauMeﬁ opraHmnsauumm

MpaBuna M meTodbl KOHTPONSA coGriogeHvst npaeBun M HOpM B cdhepe
ynpasneHnsi JOKyMeHTaLuel opraHusaL mm

I'Ipanma n MeToabl obecneyeHus COXpaHHOCTM ©n UCNOJNIb30BaHUA
OOKYyMeHTanbHOoro q)OHD,a opraHunsauumu

TunoBble U VHAMBUAOYaNbHbIE  CPOKM  WUCMOMHEHUA  MOPYYeHMM
PYKOBOAMTENSA OpraHuWsaLuMu no AOKYMEHTaM BCEeX CUCTEeM OOKyMeHTal um
opraHusaLmm

MporpaMMHble  MpPOAOYKTbI, WCMOJSIb3yeMble B CUCTEMAx KOHTpOns
AesITeNbHOCTM OpraHM3auun B cdpepe ynpasneHus OOKYMEHTauuen u
KOHTPOJIS BbINOJIHEHWS NOPYYEHWIN PYKOBOAMTENS OpraHnsaumm

MeTogonoruss npoBefdeHUsi aHanMsa MNPOeKTOB  OpraHuMsauuu Mo
COBEPLUEHCTBOBaHMIO KOpropaTBHOM cucTembl yripaBneHus
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OOKYMeHTaLu nen opraHn3aumm n onpeaeneHuo nx apdekruBHocTum

Opyrne -
XapaKTepucT KN

3.3.4. TpypoBas yHKLUSA

YnpaeneHvne npoeKkTamm nNo BHeOPEHUIO YpOBEHS
HanmeHoB | kopnopaTMBHOM CUCTEMBbI NIEKTPOHHOTO Koa|C/04.8 | (noayposeHs) 8
aHue OOKYMeHTO0b0opoTa opraHmsauum um A : Ayp
KBanudmkau um
pa3paboTke cTpaTernn ee passuTms
MpovcxoxaeHne 3anMMCcTBOBaHO
P A Opurnnan | X
TPYLOBOMN OYHKL UK 13 opurnuHana
Kon, PerncTtpaynoHHbIn
opurnHana HOoMep
npodeccnoHansHoro
cTaHpapTa

TpyaoBble AeACTBUSA MHnummpoBaHne BHeOPEHUs KOPMOpaTuUBHOW CUCTEMbI  3MEKTPOHHOIo
OOKYMeHToOOOpoTa B OpraHu3aumMm C  y4eTOM  NOTEHLU ManbHOM
3KOHOMMYECKON 3PAEKTUBHOCTU N BO3MOXKHbBIX PUCKOB

PykoBoACTBO NpoOBefeHWEM aHanMsa W OUEeHKM [OokymeHToobopoTa Mo
BCEM  CUCTEMAM  [JOKyMEHTauuu, NoAnexalum  BKITHOYEHWO B
KOPMOPaTUBHYIO CUCTEMY 31IEKTPOHHOIO JOKYMEHTO060poTa opraHu3aLum

PykoBOOCTBO ¥ OpraHusauusi MOATOTOBKM TEXHMYECKOro 3adaHus Ha
npoeKTMpoBaHne KOpropaTMBHOA cMcTeMbl 3MNEeKTPOHHOro
[IOKyMeHT0060pOTa B OpraHn3aLum ¢ y4eTOM NoTeHLMarbHbIX PUCKOB

Bbibop kOpnopaTMBHOW CUCTEMbI 3MEKTPOHHOrO OOKymeHToobopora,
COOTBETCTBYHOLLEN 3a4a4aM opraHn3auum, u opraHmaalum-paspaboTtynka

PykoBoacTBO pa3paboTkoi YpOBHEN AOCTYyrNa pykoBOAUTENEN CTPYKTYPHbIX
noapasneneHunii opraHusaumMm K MHGopMau i B KOpPriopaTUBHOM cucTemMe
3MEKTPOHHOTO AOKYMEHTOOGOPOTA C YYETOM MX NPaB M OTBETCTBEHHOCTM

OueHKa MUMNOTHOMO BHEAPEHUS KOPrnopaTUBHOW CUCTEMbl 3NEKTPOHHOIO
AokymeHToo60poTa B opraHmaaL,um

PykoBoacTeo npuYemMKon u NMonHOMacLLTaBbHbIM BHeOpeHeM
KOpnopaTVBHOW  CWUCTEMbl  3MEKTPOHHOTO  [AOKyMeHTooGopota B
opraHu3sauum

PykoBoacTBO opraHusaumen obydeHuss pykoBOOUTENEW CTPYKTYPHbIX
nogpasgeneHun pabote B KOPNOpPaTMBHOW CUCTEME  SfIEKTPOHHOIO
OOKyMeHToOBGopoTa Kak COCTaBHOM 4YaCTW KOPMOPAaTUBHOW CUCTEMbI
yrnpasneHns JOKyMeHTaumen opraHmsaL,um

Heobxogumble ymeHnsa |AHanmsmpoBaTb MHGOPMaLMIO O COCTOSIHUM  CUCTEMbI  YrIpaBneHus
OOKyMEeHTau el opraHnsaumm
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PykoBOoOMTb NPOEKTOM MO COBEPLLEHCTBOBAHMIO KOPMOPaTUBHOW CUCTEMBI
ynpaeneHust JOKyMeHTaLuuen opraHmsas um

PykoBoauTb MpPOEKTVMPOBaAHMEM W BHEAPEHMEM KOPrOpPaTVMBHOM CUCTEMBI
3MEeKTPOHHOI0 OKYMEeHTo060poTa opraHusaumm

BbiGupate  ONTUManbHyl  KOPMOPaTUBHYIO  CUCTEMY  3JIeKTPOHHOMo
AOKyMeHTo0o6opoTa, 0TBeYaloLLyo 3a4adam opraHn3aLmm

OpraHnsoBbiBaTb 00yYeHUEe pyKOBOAMTENEN OpraHM3auun COBPEMEHHbIM
meTodaM paboTbl C OOKyMeHTaMu, BKMoyasi paboTy B KoprnopaTuBHOM
cMCTeMme 3NeKTPOHHOIro OKYMeHToo60poTa opraHu3aumm

Heobxogumble 3HaHuMsA

3akoHoaarenbHble UM HOpMaTuMBHble MpaBoBble akTbl  Poccuiickoi
depepauun, ucionb3yemble B cdepe ynpasrneHus [OOKyMeHTauuen wu
NHGOPMALMOHHBIMU TEXHOMOTMAMM Y paBeHUs!

MeToanuyeckne OOKYMEHTbI U HalMOHATbHbIE CTaHAapThbl, UCMOIb3yEMbIE B
cdhepe ynpaeneHust JOKYMEHTaL el n MHopMaL MIOHHLIMU TEXHOMOMUAMU
ynpaeneHus

[eiicTeylolmMe  MexaoyHapooHble — CTaHAapThl,  cneundukauum 1
TeXHUYeckne OTYETHI, UCMoSb3yeMble B cpepe ynpaBneHust 31eKTPOHHOM
JOKYMeHTaL el 1 UHPOPMaLMOHHBIMM TEXHOMNOMMAMUN YyNpaBneHus

MepenoBow 0TeYeCTBEHHBIN 1 3apybexHbIN OMbIT U HayyYHble pa3paboTku
no npegoTBpaLLEeHnIo/yCTpaHEeHMIO MOTEeHUManbHbIX pUCKoB B cdepe
yrnpasneHnst 3NeKT POHHOW AOKyMEeHTaumen B opraHnsas num

MeTogpl nraHupoBaHust W peanusauum  pabotr no paspaboTtke un
BHEPEHUIO KOPNOPaTUBHOW CUCTEMbI SIEKTPOHHOIO AOKYyMeHToo6opoTa B
opraHusauum

CoBpeMeHHble KopropaTtuBHbIe cUCTeMbl 3MNEeKTPOHHOIo
[OKYMeHT00060poTa, Ucrorb3yemMble B cdepe AeATENIbHOCTM OpraHn3al um,
N MX PYHKL MOHaTbHbIE BO3MOXHOCTU

PbIHOK NPopPaMMHbIX MNPOAYKTOB, BKIKO4Yad CUCTEeMbl 3J1EKTPOHHOIO
,El,OKyMGHTOOﬁOpOTa, n VIHCbOpMaLI,I/IOHHbIX ycnyr, npepnocrasiideMblX Mo
HanpaBneHnAamMm geAaTenbHOCTN OpraHn3aumm

PbIHOK nporpamMMHbIX MPOAYKTOB W OpraHuM3auuM - paspaboTumku
KOPMOpaTMBHbIX CUCTEM 3NEKTPOHHOIO [OKYMeHTo0oBopoTa, peneBaHTHbIX
3afj@4am opraHusawum

HApyrvie
XapaKkTepucTUkm

3.3.5. TpynoBas pyHkuus

CtpaTernyeckoe nnaHnpoBaHue n VDOBEHb
HanmeHoOB | pyKOBOLCTBO MOCTPOEHUEM €ANHON CUCTEMbI kon | C/05.8 (npo OBEHb) 8
aHune XpaHeHUs JOKYMeHTanbHoro hoHaa A ' KBaJF'I'?//IZ)VIKa T

opraHusauum Y
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MpoucxoxaeHne
TPYyOoBOMN PYHKL UK

3anmMmcTBOBaHO

OpurnHan | X
13 opurnHana

Kop, PernctpauynoHHbIn
opurmHana HoMep
npodgeccmnoHanbHoro
cTaHgapTa

TpynoBble A4encTBUSA

PaspaboTka cTparerum U MONMUTUKM  YNPaBMNEHUS  XpaHEHWeM,
NCMONb30BAHMEM U YHUUTOXEHWEM AOKYMEHTOB OOKyMEHTanbHOro goHaa
opraHuzaumu

HokymeHT npegocTasneH KoHcynbTaHT Imtoc
NaracoxpaHenus:: 05.07.2018

Orlpep,eneHwe NMPUOPUTETHbIX Hal'lpaBJ'leHI/IIZ Pa3BUTUA CUCTEMbI XpaHEHUA
OOKYMeHTalrbHOro (*)OHﬂ,a opraHnsaummn

PykoBoACTBO  MPOEKTOM  MOCTPOEHWs  MHJPOPMaLMOHHO-CMpPaBOYHOM
CMUCTEMbl AN XpaHeHus U WCMOoNb30BaHMA OOKyMeHTarnbHoro doHaa
opraHusaLmu

YHpaBneHme npoekramym  CoBeEPLUEHCTBOBAHNUA  CUCTEMbl  XpaHEHUA
OOKYMEHTHOIO (*)OH,D,a opraHusauunmn, a Takke ee UCNOoJNb30BaHNA B paMKaxX
0eATeNbHOCTN OpraHusaunmn

YnpaBneHne npoekTamu BHeOPeHUS WHMOPMALMOHHBLIX TEXHOMOrUi B
CUCTEMY XpaHeHus [OKyMeHTarbHOro poHAa opraHuM3auum u - ero
MCMONb30BaHUS B paMKkax AeSTeNbHOCTM OpraHu3aumm

YnpaBneHne OeATENbHOCTbIO  LIEHTpanbHOM  3KCMEPTHOM  KOMUCCUM
opraHvsauum

Heobxogumble ymeHusi

PaspabatbiBaTb cTpaterMio ¥ MONUTUKY  YMpaBrieHUs  XpaHEHWeM
AOKYMEHTarnbHoro oHAa OpraHusaumv, ero MCrosib30BaHMS B pamMKax
AesITeNbHOCTM OpraHU3auunm U YHUYTOXEHUSI OOKYMEHTOB C MCTEKLIMMMU
CpOKamMu XpaHeHUs!

PykoBoautb npoekramu MoJepHu3aunm CUCTEMBI XpaHeHus
[AOKYMEHTarnbHoro (hoHAa OpraHuM3auluM, BKMHOYas NPOEKTbl BHEOPEHWS
COBPEMEHHbIX MHM(OPMALMOHHBIX TEXHOMOrMii B AaHHyl  cdepy
AesATenbHOCTU opraHM3auum

Mcnonb3oBarb nepenoBomn OTEeYEeCTBEHHbIN, MeXOyHapoaHbI 7]
3apybexHbIi  OMbIT, HaKOMMEHHbIW B cdepe opraHusauumn XxpaHeHus,
obecneyeHus COXPaHHOCTMH, 1cnornb30BaHuA " YHUUTOXEHUS
OOKyMeHTanbHOro ooHaa opraHunsaumnm

MpeoBuoeTb, oueHMBaTL W MpedoTBpalarb MNoTeHuMarnbHble PUCKA B
ccepe XpaHeHUsi, WUCNOMb30BaHUS WM YHUUTOXEHUS [OKYMEeHTanbHOro
¢oHaa opraHmsalmm

KnaccudmumpoBatb  MHGoOpMaLmMio 1M PYKOBOAUTb  MOCTPOEHUEM
NHOPMAaLLMOHHO-CNPAaBOYHbIX CUCTEM U Ba3 JaHHbIX OpraHn3aLum

Heobxoanmele 3HaHuSA

3akoHogarenbHble WM HOpPMAaTUBHbIE MpaBoBble akTbl  Poccuickomn
depepalimm no BoNnpocam apxMBHOIo gena

MeToguueckne OOKYMEeHTbl U HauWoHalrbHble CTaHAdapTbl MO BOMpocaM
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apx1BHOro aena

MepenoBasi oTeyecTBeHHass M MexgyHapoaHasi HopmaTuBHas 6asa u
npakTuka  opraHusauuMM  XpaHeHus, obOecrneyYeHusi  COXPaHHOCTW,
MCMONb30BaHUS U YHULTOXEHUS JOKYMEHTarbHOMo (hoHAa opraHu3aumm

MpaBuna v mMeToabl COCTaBNEHUs, ODOPMIIEHNS], Y4ETA, UCMONb30BaHUS,
XPaHEHUS W YHWYTOXEHMSI [OKYMEHTOB BCEX CUCTEM [OOKyMeHTalum
opraHusaumu

MpaBuna n MeToabl KOHTpOnA cobnoaeHnst TpeGoBaHM U HOpM B 06MacTu
XPaHEHUS U YHUUTOXEHUS [OOKyMEHTanbHOro doHOa opraHusauum u
NPOBEOEHNST  SKCMepTM3bl  LIEHHOCTU  [OOKYMEHTOB BCEX CUCTEM
[AOKYMEHTaL UM opraHnsaumm

MeToabl npoBedeHUs aHanusa 3MEKTUBHOCTM CUCTEMbI XPaHEHUs
[OKYMeHTarnbHoro oHga opraHusaumMu, o60O6LEHNA  MONYYEHHbIX
pe3ynbTaToB

MeTogonoryss NocTpoeHnst MHGPOPMAaLLMOHHBIX CUCTEM U 6a3 AaHHbIX Mo
JOKYMEHTaM opraHusauun u Tpe6oBaHus K HopMaTUBHOMY obecneyeHuto
NX PyHKLVNOHUPOBAHUS

MH(*)OpMaLI.I/IOHHbIe TexHonorny, ncnonb3dyemble B OpraHm3auunmn xpaHeHud,
obecneyeHumn COXpaHHOCTH, NCMoJib30BaHUA n YHUYTOXEHUNA
OOKYMeHTarnbHOro q’.)OH.lJ.a opraHunsauumu

KpuTepun UEHHOCTM U CPOKM XpaHEHUst [OKYMEHTOB BCEX CUCTeM
AOKYMEHTaL UM opraHM3aumy 1 NPUHL UMbl MPUHSTUS PELLEHUIA NO BOMPOCY
UX JanbHenwero XxpaHeHUst U YHUYTOXKEHUS

MpvHUWMNBI W METOoObl  COBEPLUEHCTBOBAHUA  CUCTEMbl  XpaHeHUs
AOKYMeHTanbHoro ooHaa opraHvsauum

Hpyrve -
XapaKTepucTmKu

IV. CBegeHust 06 opraHusayusx - paspaboTymnkax
npodeccnoHanbHoOro ctaHgapTa

4.1. OTBeTCTBEHHAs OpraHM3aLuns-pa3paboTumnk

HIM "HayunoHnanbHasa accoumaumns 0UCHbBIX CNELMAnNUCTOB M aAMUHUCT PaTUBHLIX paboTHUKOB",
ropoz Mocksa

OvpekTop XntocHesa Jlioamuna lMeTposHa

4.2. HammeHoBaHus opraHu3aumnin-paspaboTymkoB

1 [OOO "Cepsuc ceptudukauyun”, ropog Mockea

2 | OO0 "EpasXonguHr", ropog Mockea

3 | OO0 "UeHTp akcnepTusbl n ceptudmkanmnm”, ropog Mockea
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4 | 000 "Kagpoeoe areHTcTBO "CBD-NMEPCOHAJT", ropoa Mockea

5 | Bonrorpagckasi ToproBo-rnpoMbilLneHHas nanata, ropos Bonrorpag

6 | PIrberoy "Konnegpxk ML Pocecnn®, ropog Mocksa

7 | PIrBOY BO "Poccuiicknin rocygapCTBEHHbIN r'yMaHUTapHbIn yHuBepcuteT", ropoa Mockea

<1> OO6LLEPOCCUNCKNIA KnaccndmrkaTop 3aHATUNA.
<2> OO6LLEPOCCUNCKNIA KnaccudmrkaTop BUAOB 3KOHOMMNYECKON AeATENbHOCT.
<3> EAnHbIN KBanuMKaL MOHHbIA CNPaBoOYHUK JOMKHOCTEN pyKOBOAUTENEN, CNEeLMannucToB 1 CryXaLlumX.

<4> OO6wepoccunckuin krnaccudmkarop npodeccni pabounx, [OSMKHOCTEN chyXawmx W  TapUHbIX
paspsiaoB.

<5> O6wepoccumncknii knaccudukaTop cnewLmanbHOCT e No 06pasoBaHuIo.
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