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OpraHM3alHsX HOOBIX OpPraHM3alluOHHO-IIPABOBEIX (HOpM B HopM COOCTBEHHOCTH
(nanMeHOBaHME BH/ia TPOQeCCHOHATBHON NeATeNHOCTH) Kon

OcHoBHas 1enb Bua NpodeCCHOHATHHOM JeATeIbHOCTH:

O6ecneqenne 3¢ GEeKTUBHOTIO YIIpaBlIeHUs] JOKYMEHTaIlHeH B OpraHu3aluaX ¢ HCIOIb30BaHHEM

COBpEMEHHBIX HHPOPMAIIMOHHBIX TEXHOJIOTHH

I'pynna 3aHATHI:

1213 PyxoBoamrenu B obnactu 1219 VYnpasnsonme GUHAHCOBO-
OIpeAeIICHUs MOJIUTHUKH U 9KOHOMHYECKOH B aJMHUHUCTPATUBHOM
IUIAaHUPOBAHHUSA AEATENHHOCTH JesTENbHOCTHIO, HE BXOSINHUE B

JIPYTHE TPYIIIHI
2422 CnenmanucTsl B 061acTH - -
IIOJINTHKY aIMUHACTPHPOBAHHUS
(xom OK3%) (HanMeHOBaHME) (xox OK3) (HaUMeHOBaHMUE)
OTtHeceHMe K BHIaM 3KOHOMHYECKOH NCATEIPHOCTH:
82.11 JleATeNbHOCTS aAMHHACTPATUBHO-XO3IHCTBEHHAS KOMILIEKCHAS 10 00ECIEYEHHIO

paboThI OpraHu3auy

(Kox OKBSZIZ) (HamveHoBaHMe BUA IKOHOMHYECKOM AEATENLHOCTH)
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III. XapakTepucTrka 06061IeHHBIX TPYAOBBIX QyHKIMIA

3.1. O6o6menHasi TpyaoBas GpyHKIHS

HayveHosarme JlokyMeHTanoHHOE OﬁCCl;IG‘IeHI/Ie Kox| A VposeHs 6
yIIpaBJIeHHs OpraHu3anueit KBaIHQHKAIHH
IIpoucxoxneHue
06001meHHOM TpynoBOI Opurmsan | X | 3auMCTBOBaHO M3 OpPUTHHANA
GyHKIMH
Kon PervctpanuosssIi
OpUryHalia HOMED
npodeccHOHAILHOIO
CTaHAapTa
BoamoxHbIe JokymenTOBEm,
HaHMEHOBAHHA . Coenmamuct nojpaszieNIeH|s JOKYMEHTAIMOHHOTO 00ecieueH s yIpapIeHHs
JOIDKHOCTEH,
npodeccuit
TpeboBanus x Beicmee o6pa3oBanue — GakanaBpuar
0o0pa3oBaHHIO U HonomauTensHoe npodeccrnoHaTbHOE 00pa3oBaHKe — IPOrPaMMBI
o6y4eHnIo npogecCHOHATBHOM HePENOArOTOBKH IO MPOGHIIO AEATENHOCTH

TpeboBanus K onbITY
IIPaKTUYECKON pabOTHI

Ocob5ie ycimoBus
JIonycka K pabote

Hpyrue
XapaKTCPUCTHKHU

I[OHOJIHHTGJIBHBIG XapaKTCPUCTUKH

Haumenosanue Ko Haumenosanue 623080 rpymmbl, ZODKHOCTH (IpodeccHn)
JIOKYMEHTa WA CHEIHAIBHOCTH
OK3 2422 CriennamicTl B 0671aCTH MOJIMTHKYA aIMAHACTPUPOBAHNS
EKC’ - HoxymenToren
OKITATP* 21792 JloxymeHTOBE T
OKCO’ 032000 JIOKyMEHTOBEICHHE B apXHBOBEICHHE

3.1.1. TpynoBan pyHxnus

Paspaborka 1 BHEpEHHE TOKATBHBIX v
pOBeHb
Haumenosaumne HOPMATHBHLIX 2KTOB 110 Kox | A/01.6 (nomypoBeHs) 6
JOKYMEHTAITHOHHOMY o6esneqenmo P —
yIIpaBJIeHUS OpraHu3anuei
Tpoucxoxaenme Tpynosoi Opurusan X | 3aHMMCTBOBaHO M3 OpHTHHANA
tbhyHKIHH
Kon Peructpamuonnsrit
OpUrHHaIa HOMep
poeCCHOHAIBHOTO
CTaHJapTa

| TpynmoBsle neficTBHs |

IlpoBenienne aHanmM3a JNOKaNbHON HOPMATHBHOM 6a3bl OpraHM3aluy ,zum?
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OTIpeNieNIeHUs €€ COOTBETCTBHA JEHCTBYIOIMM HOPMATHBHBIM IIPABOBEIM aKTaM
Poccniickoit @enepanyu 1o JOKyMEHTAIIMOHHOMY 00€CTIEUSHHIO YIPaBJICHUS

[ToaroToBka IIPOCKTOB JIOKAJIBHBIX HOPMATHBHBIX 4KTOB OpraHusaliifd IIO
JOKYMCHTalHOHHOMY obecredeHnIo YIIpaBJICHUA

COBCleIeHCTBOBaHI/IC CHUCTCMBI HHIACKCAIMH JOKYMCHTOB OpraHHu3alun

IlpencraBnenne aKTyalH3UpOBAaHHBIX IIPOEKTOB JIOKAJIHHBIX HOPMAaTHUBHBIX
aKTOB OpraHH3allUd IO JOKYMEHTAallHOHHOMY O0ECIIeYeHMIO YIpaBIIEHHS Ha
corjlacoBaHHe PyKOBOACTBY NTOJpa3iefieHHUs JOKyMEHTAIMOHHOTO obecredeHus
yTpaBJeHU

OsnakoMieHHEe paOOTHHUKOB OpraHU3aIMH C €€ JIOKAIHHBIMA HOPMATHBHEIMH
aKTaMH ¥  METOJWYECKHMMH JOKYMEHTaMH 10 JOKYMEHTAlHOHHOMY
00eCIIeYeHHIO YIIpaBJIeHU

KoncynsTpoBanue pabOTHHKOB OpraHH3aIiuH o BOIIpOCAaM
JNOKYMEHTAllUOHHOr0 oOecnedeHHus YIOpaBlCHHS, 3aKpeIUICHHBIM B  €¢
JIOK&JIbHBIX HOPMAaTHUBHBIX aKTax '

Heobxonumeie ymeHus

AHamM3upoBaTh JIOKaJbHBIE HOPMATHBHEIE aKTHl II0 JOKYMEHTAIlHOHHOMY
obecredeHHIO YIIpaBIeHHs OpraHH3alii

IIpoBoauTh Kiaccupukanuio HHGOPMALWM B COOTBETCTBHH C 3aJa49aMM
JOKYMEHTaIIUOHHOT'O 0OecTieueH s YIIpaBIICHHs OpraHu3aui

IoarorapmuBarh  HpPOEKTHl  JIOKAIBHBIX  HOPMATHBHBIX  aKTOB IO
JOKYMEHTallMOHHOMY 00eCIeUeHHIO YIIPaBJISHHS OpraHu3aliy

(I)OpMy.TII/IPOBaTL NIpeNioKECHNA Io COBCPIICHCTBOBAHHIO JTOKAJTBHBIX
HOpMATUBHBIX A4KTOB OpraHu3allid 0o JOKYMCHTAIlHOHHOMY obecreueHHIO
YIIpaBJICHUSA H 000CHOBBIBATh MX IICpE PYKOBOACTBOM CBOCTO IIOAPA3ACTICHHAA

AXTyanusppoBaTh JIOKaIbHBIE HOPMATHBHBIE aKTBl OpraHHM3alMd 10
JOKYMEHTaIHOHHOMY 00€CIIEIeHHIO €€ YITPaBIIeHHS

BecTH KOHCY/IBTAaIMOHHYIO JEATENFHOCTH IO BONPOCAM, CBS3aHHBEIM C
OpraHH3aHOHHO-PACIOPAAUTENBHON JOKyMEHTALIHEH OpraHu3aiuy

Oxa3bIBaTe METOAMYECKYIO MOJAEPXKKY M MOMOMIb PaGOTHHKAM OpraHH3alluH
10 BOIIPOCaM JOKYMEHTAIMOHHOI0 o0ecIieueH s yIpaBIeHus OpraHu3aluei

HeO6XOI[I/IMBIC 3HaHUA

3axoHO/aTeTbHEIE 1 HOPMAaTHBHEIEC ITPaBOBBIE akThl Poccuiickoit Oenepanuy B
cepe TOKyMEHTAIMOHHOTO 00eCHeIeHHS YIpaBIeHus

Mertoaugeckue AOKYME€HTBl ¥  HaMOHAJIBHBIC CTaHAApTHI B cq)epe
JAOKYMCHTAITHOHHOT' O obecrieueHus YIOpaBJICHUA

CocTaB TOKaIBHEIX HOPMAaTHUBHEIX aKTOB OpraHu3ainu

Pacmpenenenne QyHKOMH H BOIIPOCOB HESATENLHOCTH MEXAY CTPYKTYPHEIMH
HOoJpa3AeIeHHSIMH OpraHU3alHH

IlpaBuna ¥ MOPANOK COCTaBICHHMA M OQOPMIICHHS JIOKAIBHBIX HOPMATHBHBIX
aKTOB OpraHM3allid, pETYJUpYIOIUX paboTy ee moApasjencHus IO
JOKYMEHTAITHOHHOMY 00€CIICUSHHUIO YIIPABJICHUS

HpaBHJIa COCTaBJICHHA U O(bOpMJIeHI/ISI JIOKaNNBbHBIX HOPMATHBHBIX AaKTOB,
ONPEACIIAIONNX HOPSAA0K pa60TI>I C IOKYMCHTaMH B OpraHHu3aliniy

Meroasl periIaMEeHTanuy JSJIOIIPOU3BOACTBCHHBIX IPOLIECCOB

TpeboBanus oxpans! Tpyaa

Hpyrue

XapaKTEPUCTHKH




3.1.2. TpynoBas pyHkuus

Oprasu3anus JOKyMEHTHPOBaHHSI VpoBeHs
HanmenoBanre | yIIPaBICHYECKOH EATENHHOCTH B Kon | A/02.6 (moxyposenp) | 6

OpraHH3aluH Keamiguxanmn
Tporcxoxerue TpyfoBok Opurnsan X | 3auMcTBOBaHO M3 OpHIHHANA
byHKIHH

Kox PerucrpaumonssIii
opUrgHana HOMep
potecCHOHATBLHOTO
CTaHAapTa

TpynoBsie neiicTBHS

Pazpabotka yHHOUIUPOBaHHRIX (OpPM JOKYMEHTOB, HCIIOJNB3YEMEIX B
JOKYMEHTAHOHHOM 00ECTIIEUCHUM YIPaBJICHHUS OPraHu3aliy

PazpaboTtka mnpoekToB Tabens u ansboMa YHAQHUUHPOBAaHHEIX (opM
JOKYMEHTOB, MCIIOJIB3YEMBIX B JOKYMEHTAIIHOHHOM OOECTICUeHHH YIpPaBICHHS
OpraHU3alUH

IToaroroBka mpeIoxkeHut MO TEXHOIOTHH Pa3pabOTKH IIPOEKTOB JOKYMEHTOB
H €€ 3aKPEILICHHUE B JIOKAIHHBIX HOPMAaTHBHBIX aKTaX OpraHu3alun

Coznanve mabioHOB JOKYMEHTOB AM pasMEIEHUs B CHCTEMAaX JJICKTPOHHOTO
IIOK}’MCHTOO60pOTa OpraHn3aiiu

Kontpome cobmozneHus TpeGoBaHMIt 0[O TNOArOTOBKE H  O(GOPMICHHIO
JOKYMEHTOB M JIOKANBbHBIX HOPMATHBHBIX aKTOB IO JOKYMEHTAI[HOHHOMY
00€eCIIEYEeHUIO YIIPABICHHUS B OpraHU3allHu

OHTHMI’B&IIPDI coCcTaBa OOKYMCHTOB OpraHM3allil B COOTBETCIBHH C €€
ACIIOBBIMU ITpOoLECCaMHu

Opranmsanusa paboTeI 1O HEPEBOLY B OJEKTPOHHEI BHX JOKYMEHTOB H
JOKYMEHTHPOBaHHOH HHGOpPMallUH, CO31aBaeMoil B OpraHH3aliH

Heob6xonumsie
YMEHHS

Ilposomute  yHudHKamuio  ¢opM  AOKYMEHTOB, INpPHUMEHAEMBIX B
YIIPaBICHYECKOH NESTENbHOCTH OPraHU3aiiu

PaGotate ¢ mabxoHaMH HOKYMEHTOB B HH(POPMAUHOHHON cHCTEME
OpraHu3aluu

IIpuMeHATh KOHKDETHBIE BHIBI JOKYMEHTOB J[UIA pEATH3andH (yHKIHit
YIIpaBIEHNS B OpraHU3aluH

Paspa6aTbiBaTh CTaHAAPTH JOKYMEHTHPOBAHHUS yIPABICHYECKOH NeITeIbHOCTH
OpraHu3aluu

PaspaGatniBate TpeGoBaHMA X HH(OpPMaluy, BKIIOYAEMOH B JIOKYMEHTHI
OpraHu3aIyy

CoBepIieHCTBOBATH CHCTEMY JOKYMEHTHPOBaHHUS YIpaBIeHIECKOM
JEATeIHHOCTH OPTaHU3alliH ‘

Hcnone3osats opraHH3allHOHHBIE M TEXHHYECKHE CPENCTBA JUIL IlepeBoja B
SNEKTPOHHBI BHI JOKYMEHTOB M JIOKYMEHTHPOBAaHHOW HHGpOpManuu
OpraHu3auy

Hcnonp3oBaTe OpraHm3aniioHHYI0 OQHCHYIO TEXHHKY B paMKax CBOei
IIPO(ECCHOHANTBHOM AEATEILHOCTH

HeobxoauMeie 3HAHNS

3aKoHOAATENbHEIE ¥ HOPMATHBHBIE NPaBOBEIE akThl Poccuiickoit Menepanuy B
chepe JOKYMEHTAIMOHHOTO 00EeCIeYeHHs YIIPaBICHHS

Meronugeckine OKyMEHTHI H  HAaNMOHAIBHEIE CTAaHAApTHL B  chepe
JIOKYMEHTHPOBAHHMSI

IIpaBuna cocTaplieHHS pasiHYHBIX BAIOB YIIPABICHUECKHX JOKYMEHTOB

Obmme TpeGopanus K OGOPMIICHHIO OpPraHH3ALHOHHO-PACTIOPSUTEILHON



JOKYMCHTAaIN

Hopsinox GyEKOMOHHPOBaHUS MHGOPMAKHOHHEIX CUCTEM JIOKYMEHTAIIHOHHOTO
obecrneueHns ynpaBIeHHs

CTpyKTypa opraHM3alii U MOPSIOK paclpeaeeHHs MOJHOMOYME B 061acTH
CO37IaHMsI OOKYMEHTOB MEXKIy €€ CTPYKTYPHBIMH HOAPa3JCICHUIMH U
JODKHOCTHBIMH JIMIAMH ‘

Buposoii coctas YIPABJICHYCCKAX JOKYMCHTOB OpraHu3aliuu

HpaBHJ'Ia COCTaBJICHUSI TCKCTOB NTOKYMCHTOB OpraHu3ain

IlpuanunEI  ®  MeTOOBI  YNOPSOOYEHHS  COCTaBa  JOKYMEHTOB H
HH(OPMAIMOHHBIX IT0Ka3aTeNel Oprauu3anuu

KpnTeppm OLICHKH KadeCcTBa CO3/1aBacMOil JOKYMCHTallUU

Apyrue
XapPaKTEePUCTHKH

3.1.3. Tpynosas pyHknus

Opraausanus J0KyMeHT0000pOTa B VpoBeHb
HauMeHOBaHHE OpraHH3aIyH Kon | A/03.6 (MoIypoBEHD) 6
KBaTUGUKALMA

HpowucxoxaeHue TpyRoBoi
yHKIIH

Opurugan X | 3auMcTBOBaHO H3 OpUTHHAIA
Kon PervctpanmoHnHsrit
OpHTHHANA HOMep
po(heCCHOHAILHOTO
CTaHAapTa

Tpynossie neiicTBus

Bomonnenne onepanuii o mpeABapUTEIEHOMY PACCMOTPEHMIO H PETHCTPALHH
JOKYMEHTOB OpraHH3aIAd

Bezenne perncTpaniHoHHbIX M YYeTHEIX HOPM JIOKYMEHTOB OpraHH3aIuK

Opranmzanuss nepenadu  JOKYMEHTOB MEXAY YPOBHSAMH  YIPAaBJICHHA,
PYKOBOJICTBOM, HCIIOTHUTEINIIMH B OPTraHU3aIlHH

Pa3paboTka mnpemioxeHHH HO IOPAAKY COINIACOBAHMA H  YAOCTOBEPEHHS
JOKYMEHTOB B OpraHM3aIuy

HpOBCIIeHI/IC aHajiu3a I/IH(I)OpMaIII/IOHHLIX A JOKYMCHTAIIMOHHBIX IIOTOKOB B
Oopragu3anyuu

[TogroroBka mpennoxeHud Mo (HOPMUPOBAHMIO MAapmIPyTOB H IIOATOTOBKA
MapIIPYTHBIX KapT JBMXXEHUS JOKYMEHTOB B OpraHH3aI[ul

PaspaGorka TexHOnmormm paboTBI C JOKyMeHTaMM H HHpOpMamuedl B
OpraHu3aiun

IlpoBepka NOMTHHHOCTH SIEKTPOHHBIX JOKYMEHTOB, MOCTYNHBIIHX B
OpraHH3aIMIO

IoaroroBka mpeanoxeHHH MO (GOPMUPOBAHMIO MMAPAMETPOB PabOTHI CHCTEM
SJIEKTPOHHOTO TOKYMEHT0000pOTa OprauM3aIiy

HeobxoanmMeie ymenus

OpI‘aHI/I3OBI>IBaTI> B3aUMOJICHCTBHE nonpaszxeneHm‘fI OpraHHU3allid B IIpoIleCce
pa3pa60TKn ¥ UCIIOJTHCHWS Pa3JIMIHEIX BHIIOB €€ JOKYMEHTOB

CosmaBate  6aspl  JaHHEIX 10  OPraHM3AMOHHO-PACIOPIIHTEHHEIM
JOKYMEHTaM OpPraHM3alliy ¥ OCYIIECTBIIATH KOHTPOJIb MX BENCHHS

Cosnasath cucTeMy HHIEKCAMM JOKYMEHTOB OPTaHM3AIMH M HCIIOIb30BaTh €€
B MH)OPMAIMOHHO-CIIPABOYHBIX HEIIIX

BoijieaTh 10KyMEHTHI OpraHU3aliy, He TPEOYIOIHE PErACTPAMH

PerucTpupoBarh JOKYMEHTH! OpTraHU3AIMK OTPAaHHIEHHOTO OCTYIIA

CO3I[aBaTI> M UCNOJIb30BaTh METaNAHHBIC JOKYMCHTOB B IIPOLIECCE UX ABHXKCHUS




8

1 00paboTKHU B OpraHu3alun

BremonaaTs paboTy ¢ NOKyMEHTaMHM B paMKax MpOLENyp, YCTAaHOBIEHHBIX B
OpraHmM3aIyi

KoHTpompoBaTh BHINONHEHNE MPOLIEAYP ABMKEHHS X 00pabOTKH JOKYMEHTOB,
HCTIOJIb3YEMBIX B JOKYMEHTAMIOHHOM 00€CIICUCHIH YIIPABJICHHAS OpraHU3al(iH

Bectu yuer u aHanu3 00beMa JOKYMEHTO000pOTa OpraHH3aluy

HeobxoauMple 3HaHUA

3akoHOaTeNbHbIE U HOPMaTHBHEBIE NpaBoBble akThl Poccuiickoit depepanuu B
cepe JoKyMeHTaNHOHHOr0 obeceYeH s YIpaBIeHus

Metoaudeckie OKYMEHTHI M HallHOHAIBHBIE CTaHAAPTHI B 00JacTH paboThI ¢
JOKyMeHTanue# 1 uadopmanneii B OpraHu3anun

CocTaB JTOKAJIBHEIX HOPMAaTHUBHBLIX dKTOB OpraHu3altiu

HpaBI/IJIa pa60T1>1 C JOKYMCHTaMH Oprasusaliyd, YCTaHOBJICHHBIC €€
JIOKAJIBHEIMHA HOPMAaTHBHEIMH aKTaMH

PaCHpCI[CJICHI/Ie Q)YHKHI/II‘;I H BOIIPOCOB ACATCIIBHOCTH MCXIY PYKOBOIACTBOM H
CTPYKTYPHBIMH TOAPA3ACICHHAMH Oprasu3aiu

DyHKIHOHANBHBIE OCOOCHHOCTH CHCTEMBI SJIEKTPOHHOTO JOKYMEHT006OopoTa
OpraHH3alHA

Iopsaaok B colepXkaHue npoueayp mo pabore ¢ JOKYMEHTaMH OpraHu3alliy

Hpyrue

XapaKTEePUCTHKH

3.1.4. TpynoBas pyHxmus

OcymecTtBienre paboT 0 IPOSKTHPOBAHUIO
M BHEAPEHHUIO CUCTEMEI AIIEKTPOHHOTO Vposens
Hanmerosanve | JOKyMeHTOOOOpOTa B chepe Kon | A/04.6 (moxypoBes) 6
JOKYMEHTAITHOHHOIO YIIpaBICHHA KBanuuKaimn
OpraHH3aIH

IIpouncxoxneHne
Tpya0BO# GYHKIMH

Opwurusain X | 3amMcTBOBaHO M3 OpPUrHHANA

Kon Perucrnarmiouoris

SRy S L0 8 v h A

OpHIrHHAJA HOMep
HpodecCHOHABHOTO
CTaHfapTa

Tpynoseie neficTBus

Ilposenenue  aHamu3a  HEHCTBYIOmEN  CHCTEMBI  JOKYMEHTAIHOHHOTO
obecledeHHs YNpaBlIeHUS OpraHM3alMH Ul ONpedeleHHs 3ajad IO ee
aBTOMAaTH3AHH

BrmosHeHne DOpyYeHHE pYKOBOAMTENA MpPH IIOATOTOBKE TEXHHYECKOIO
3aJaHid Ha BHEAPEHHE CHCTEMBI 3JJIEKTPOHHOTO JOKYMEHTOOGOpOTa B
OpraHM3aly B paMKaX CBOMX KOMITETEHIHIA

IloaroroBka 6I0K-CXEM, ONACHIBAIOIINX AETONPOM3BOACTBEHHbIE IIPOLIECCH H
HpONENYPHl, IPHHATEHIE B OpraHH3aliH

Brecenne NpeioxeHnit 0 KPUTEPHSIM JUIS BBIOOpA CHCTEMEI 3JIEKTPOHHOTO
JOKyMEHTO000pOTa AJI OpraHu3aliH

OCYHICCTBJ'ICHI/IG TCCTHPOBAHUA pa60Tm CHUCTCMEI 3JICKTPOHHOIO
,[[OKYMeHTOO60pOTa H OmpeAciCHHUEC 3aXad IO €€ aJalTaiiud K CHCIII/I(I)I/IKC
JAOKYMCHTAITMOHHOTO obecrieueHns YIIPpABJICHUs B OpranyA3alvn

Mertonnrgeckoe COIIPOBOXICHHE TIIPOIECCOB BHECAPCHHA M OKCIUTyaTauuu
CHCTEMBI DJICKTPOHHOTO I[OKYMCHTOO60pOTa B Opranusalnmy

HeobxoaumMmeie

IIpoBOIUTL aHamuM3 M ONEHKY BO3MOXHOCTEH CHCTEM  3NEKTPOHHOTO
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yMEHHUS

JOKYMEHTO000pOTa, pa3paboTaHHBIX AJIst OpraHu3aIuit

HpI/IMeHSITL MCTOZMOJIOTHIO OPraHH3allMOHHOI0 HPOCKTHPOBAHHS IIPH aHaIU3e
CHUCTEMBI JOKYMCHTAIlMOHHOTO obecriedeHUI YIIPpABJICHUSA B OpraHnu3aiyu

IlpencrapnaTe pesynbTaThl aHANM3a IeJONPOU3BOJACTBEHHBIX IPOLIECCOB
OpraHu3anuy B rpaguaeckoM BHJE

BEIBIATE OpHOPHTETHBIE HANPABIEHHS ABTOMATH3AIUM TOKYMEHTAIHOHHOTO
obecnieueHys ynpapieHus B OpraHu3auy

PaGoTaTh B CHCTEME 3IEKTPOHHOTO JIOKYMEHTO0G0pOTa OPraHM3alii

Onpenensrs 3} eKTUBHOCTE MEpOTIPUATHI 1o aBTOMAaTH3aIHH
JOKYMEHTAIIHOHHOT0 06ecliedeHNs yIpaBIeHHs B OpraHu3aliy

Heobxoaumeie
3HAHUS

3aKoHOAATEIbHEIE H HOPMATHBHEIE IIPaBOBHIE akThl Poccuiickoit Menepamnuu B
chepe MHOOPMAHOHHBIX TEXHOJIOTHH, MCIONBL3YEMEIX B JOKYMEHTAMOHHOM
obecnieueHNy ynpaBJeHus

He#icTBylompe MeXTyHapoIHble H HAlMOHATGHBIE CTaHAApTHI B OONACTH
yIOpaBJICHUS JOKYMEHTALHeH

IIpaBuia opranu3alyy JeIONPON3BOACTBEHHBIX IPOLECCOB

MCTOI[BI HCCIICIOBAaHHUA, aHalIu3a, IIPOCKTHPOBAHMS H pPasBUTUS CHCTEMBI
JOKYMCHTAUWOHHOI'O obecneyeHus YOpaBJICHHA

PHIHOK NporpaMMHBIX HPOAYKTOB IO aBTOMATH3aUMM JOKYMEHTAIHOHHOI'O
obecniedenns ynpaBieHus

OYHKIHOHATIBHEIE ~ OCOOEHHOCTH  Pa3iMYHBIX  CHCTEM  IEKTPOHHOTO
JOKYMEHTOOO0POTA, HCTIONB3YeMBIX B chiepe TOKYMEHTAIIMOHHOTO 06eCIeYcHHU
yIIpaBJIeHHSA

Apyrue

XapaKTCPUCTHKH

3.1.5. TpynoBas pynxmus

OcymecTBienne uHGOPMALHOHHO- YpoBens
HanMeHoBaHKe | CIIPABOYHOM paGOTHI C JOKyMEHTAMH Kom | A/05.6 (noxyposeHs) 6
OpraHu3aIyu KB uKaLmn
gzz:;);;mnenne TPYAOBOH OpuruHan X 3aHMCTBOBaHO U3 OpHMIMHANA
Kon PerucrpalMoHHBIi%
OpHIAHaJIa HOMED
IIPOECCHOHAILHOTO
CTaHzapTa

TpynoBsie neiicTBus

QopMupoBanne TpeOOBaHMH K HMH(OPMAIHMOHHO-TIOMCKOBBIM  CHCTEMAM
JAIOKYMEHTOB OpPraHH3allMH, HCIIONBb3YEMBIM B JOKYMEHTAIMOHHOM 00eCeYeHuH
yIIpaBJIeHHUS

DopMHpOBaHME M BeNeHHE 0a3  JaHHEIX 00  OpraHM3aHOHHO-
PacmopsIUTENbHBIX JOKYMEHTAX OPraHM3aluH

DopmupoBanre TpeGoBaHH}H K pasTPaHHUECHHUIO YPOBHEH JOCTYIIa pabOTHHKOB
OpraHu3aliyy K JOKYMEHTaM U HH)OpPMAIUH B COOTBETCTBHH C BHINOIHACMBIMHE
MMH GYHKIHIMH

Obecneuenne n0CTyna K JOKyMEHTaM ¥ HHGOPMAIHH OpPraHH3aIHH

PaspaGotka ¢opM mnpencrasienus uHGOPMANHH MO 3aIpocy PYKOBOICTBA
OpraHu3aIH

IloaroToBka OTYETOB M AHAIATHYECKHX CIIPaBOK PYKOBOACTBY IIO BOIpOCaM
JOKYMEHTALHOHHOr0 00ecIIeyeHus yOpasJICHHA
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Ilouck u npemocTapienrre HHPOPMAIMH 10 JOKYMEHTALMOHHOMY 00€CTIEIEeHHIO
YIPaBJIeHHA 10 3aIpocaM pabOTHHUKOB OpraHU3aIul

Heobxomumeie
YMEHUS

Pabotats ¢ HCTOYHMKaMH HHGOPMALWMM, BEIIBIATH KPUTEPHH €€ OLEHKM H
0TOOpa B COOTBETCTBHH C 3aJaHASIMHA PYKOBOJICTBA OPTaHU3aluH

IlonOupath, cuCTeMaTH3upoBaTh ¥ KilacCHQUUUPOBATH JOKYMEHTHL IO
OIIPeAETIEHHBIM KPHTEPHAM

CrpykrypupoBaTs HHGOpMAaNMiO, BBIIENATH HEOOXOAUMYIO i paGOTHI
CIyX0bl TOKyMEHTAIHOHHOTO 00EeCeUeH ) YIIPaBIEHHS OpraHH3alHN

Odopmnate wuHOpMamMIO B HANISIHOM CHCTEMATH3HPOBAHHOM BHJIE B
COOTBETCTBHHM C HPEABABIAEMBIMH TPeOOBaHUSIMH K (OpMe IIpeACTaBICHHUS
uHbopManmH

Pabotats ¢ SneKTpOHHBIMH 6a3aMM NAHHBIX H CHCTEMAaMH BIEKTPOHHOTO
JOKYMEHTO00O0pOTa OpraHu3aluH

HCO6XO,Z[HMBIC SHaHHUA

IIpasuia ¥ HOpAIOK GOPMHpPOBaHHS (a3 JaHHBIX OPraHM3aMH

OcobenHocTd  (QYHKIMOHHDOBAHHS  CHPAaBOYHO-MH(DOPMALHMOHHBIX  H
HH(POPMAIMOHHO-IIONCKOBBIX CHCTEM OPTraHU3aliH

HOpiII[OK A0CTyHa K pasinIHbIM KaTCIrOpHAM I/IH(i)OpMaI.IPII/I B OpraHu3anuu

Crnioco6sI nonydeHns HHGOPMAIHY M3 Pa3IHYHBIX HCTOUHUKOB

D®opMbI IpecTaBIeHus HHGOPMAIIME H KX 0COOEHHOCTH

IlpaBuna cocTaBneHHS B O(OPMIEHHS OTYETOB, 06G30POB, AHATHTHYECKHX
CIPaBOK

Texnonorus paboTsi ¢ IOKyMEHTaMH H HHMOPMaLHel OrPaHHYEHHOr0 JOCTYIIA

Hpyrue
XapaKTEePUCTHKH

3.1.6. Tpyaosas dpyukuus

OcymiecTBiieHre KOHTPOJIA Iporecca 0 YpoBeHs
HaumeHnoBanue | CPOKOB MCIIOJIHEHHS JOKYMEHTOB B Kon | A/06.6 (momypoBens) | 6
OpraHH3aIuH KBaTHpuKaIyu
HpGKCXG)RI{éHHG TPyAOBOM I Opnmnan X 3aMCTBOBaHO U3 OopHuruHana !
Gyrxum | |
Kon Peructpanmonssit
OpMruHaia HOMEp
npodecCHOHATBEHOrO
CTaHAapTa

TpynoBsie neiicTBug

IlocTaHOBKa NOKYMEHTOB H IODYyYeHHH pDyKOBOJACTBA OpraHH3alHH Ha
KOHTPOJIb

OpraHmanpm HUCTIOJIHCHHA HAOKYMCHTA OpraHv3aiu HECKOIBKHUMH
HCIIOJTHUTCILIMU, YCTAHOBKA OYEPETHOCTH UX UCIIOJTHEHUSA

KOHTpOIIb 3TaN0B BHIMOTHEHMS PEIICHHH WM ONeparuit, 3aHKCHPOBAHHbIX B
JIOKYMEHTax :

MonuTopHHT X012 MCTIONHEHHS W CTaTyca JOKyMEHTa B Ipoliecce paboTEI C
HUM B OpraHH3aI[iH

Benenue KOHTPONBHEIX 3ammcedfl 06 omepanmsX, IPOM3BENEHHBIX C
JIOKyMEHTaMH B OpraHU3aIui

KoppexTupoBKa cpokOB MCIIONHEHHS JOKyMEHTOB B OPTaHH3aIHH

CHsiTve JOKYMEHTOB H IIOpPYYEHHii PYKOBOJCTBA OPraHH3aI|HH C KOHTPOJIS

I/IH(bOpMI/IpOBaHI/IC PYKOBOACTBA H IIOATOTOBKA AHAJIUTHYECCKHX CIIpaBOK O
COCTOSHHH HCHOJHUTEIBCKON TUCITHIUINAEI B OpraHH3alluu
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HeobxonuMmele ymenus

 OnpenensTh MM yCTaHAB/IUBATE CPOKH HCIIOJTHEHHS JOKYMEHTOB

OcymecTBIaTE MOCTaHOBKY Ha KOHTPOJb, CHATHE C KOHTPOILA JOKYMEHTOB H
MIOPYYEHHUH PYKOBOACTBA

Brocuts JaHHBIC O CpOKax Hu cneumbm(e HCIIOTHEHHUA JOKYMEHTOB B
KOHTPOJIBHBIE KapTOTEKH U ABTOMATU3UPOBAaHHBIE CHCTEMEI KOHTPOJIA
OpraHu3anvuun

OGo6wars 1 aHaTH3HPOBATH HH(POPMALHIO O XOJIE H Pe3yNbTaTax MCIOTHEHHS
JOKYMEHTOB B OpraHM3aliH

P33pa6aTI>IBaTI> NEPCYHU NOKYMEHTOB OpraHHU3aliy ¢ THIIOBBIMU CpPOKaMH HX
HCIIOJTHCHU S

HeobxonumMmele 3Hanms

Hopsanok ompeeneHus CPOKOB HCIIONHEHHS JOKYMEHTOB B OpraHu3aluH

HopmatupHble npaBoBeie akThl Poccuiickoi Qenepann, ycTaHaBIMBAIOIIHE
THIIOBBIE CPOKH HCIOJHEHHUS JOKYMEHTOB

Merozuxu Be/leHHS CPOKOBOTO KOHTPOIIS M KOHTPOJIS TIO CYMIECTBY PELIAEMOTO
BoHIpoca

Ilopsimox  BHeCEHHS  pe30MIONME  PYKOBOIHMTENSA OpraHu3alMu B
PETHCTPAIMOHHYIO GOpMY B TPAIMIHOHHOM M aBTOMATH3HPOBAHHOM PEXKAMAX

TexHonorndeckue 3Tanel paGoTH ¢ pasIMYHEIME KATETOPHAMHE JOKYMEHTOB
OpTaHU3aIuH

11opsanoK HCTIOTHEHHs JOKYMEHTOB B OPTaHH3AIAH

| YCIOBHS CHATHS JOKYMEHTA ¢ KOHTPOJIS B OPTaHU3aIAH

Hpyrue

XApPaKTCPUCTUKH

3.1.7. Tpynosas ¢pysknus

Opranuzanmys onepaTHBHOTO XpaHeHus Yposens
HammeHoBaHMe | JJOKYMEHTOB B OpPraHH3alHH U nepenadn Kox | A/Q07.6 (momypogens) 6
ACN1 IJI IOCJIEAYIOIIEr0 XpaHEHH s KBanHpyKamm

IlpoHcxoxaeHue TpyROBOMH
byBKIIH

| Opurunan | X | 3aMMCTBOBaHO U3 OpHUTHHATA !

Kon Perncrpauposssit
OpHIHHala HOMeEp
npodeccHOHANLHOTO
CTaHIapTa

TpynoBwie neficTBus

KonTtpons dhopmupoBanus moxkymeHnTos B nena m OpraHu3alMs WX XpaHeHUs B
NOJIPa3HeICHASX OPraHN3aluy

(I)OpMI/IpOBaHI/Ie A€ H Opranm3anua Hx OIICPATUBHOTO XpaHEHHI B
ITOAPasICICHUH JTOKYMEHTAIMOHHOTO 00ecieue s YUpaBJICHUS

KOHTpON® cO3MaHMS ¥ BeeHHS CIPAaBOYHO-TOMCKOBEIX CPEACTB IO
AOKYMEHTAM, XpaHAMUMCA B NOJNpAsACHCHUAX OpTaHHM3alMH (HOMEHKIATypa
JIeJ1, OTIACH)

Cocrasienne 1 BejiecHHe HOMEHKIATYDHI JIEN OPraHA3aIHE

O6ecneueHne COXpaHHOCTH CO3OAHHBIX B OpraHM3anv OpraHu3alOHHO-
PaCIIOPATUTEIHBIX JOKYMEHTOB Ha Pa3ITHYHBIX HOCHUTEAX

KonTpons Bhmawn B omepaTWBHOE 10JIB30BAaHHE JOKYMEHTOB OpraHH3alldl H
HX BO3Bpara

HpOBCIICHI/IC JKCIEePTHU3El ILEHHOCTH AOKYMEHTOB B COCTaBe SKCHCpTHOfI
KOMHUCCHH OpraHu3aiiu

HOI(I‘ OTOBKAa JOKYMEHTOB IJIs TICpeaavr B apxXuB WA Ha YHHUYTOXCHHE
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Heobxonumere ymenus

PazpabaTeiBaTh HOMEHKJIATYPY J€N CTPYKTYPHOTO IOJpa3leNeHHS ¥ CBOAHYIO
HOMEHKJIATYpPY JeN OpraHu3aIun

HacrpauBare mapameTphl pa3ziesioB HOMEHKJIATYPHI B CHCTEME JJIEKTPOHHOIO
JOKYMEHT0000pOTa OpraHu3aliu

CucreMaTH3supoBaTh JOKYMEHTHI, (OPMHpPOBaTh Jeia B COOTBETCTBHH C
HOMEHKJIATYpOH JIe)I OpraHu3aium

OcyniecTBIATE HOHMCK JOKYMEHTOB B INpPOLECCE HX TEKYNIEro XpaHEHHsS B
OpraHm3aluu

OcymiecTBIATE  METOOWYECKOE DPYKOBOACTBO  OpraHH3alMeldl  XpaHEHHS
JOKYMEHTOB B CTPYKTYPHBIX MOApa3lCICHHMIX OpraHM3alliH, OKAa3BBATHL HM
IIPaKTHYIECKYIO IIOMOIIb

Konrpommaposats QopMupoBanHHe, XpaHeHHe H Ilepefadyy el B apXHB
OpraHM3alun

IloaroraBnmuBaTh omucH JOKYMEHTOB, IIEPpEAABACMBIX B apXHB OpraHu3aiun

HpOBO,Z[I/ITB OKCIICPTH3Y HNEHHOCTH MNOKYMEHTOB OpraHH3allid, OIpeaeiaTh
CPOKHY UX XpaHECHHA

O6ecneunBaTh 3alUTYy JOKYMEHTOB OPTaHU3allM¥ OT HECAHKIHOHHPOBAHHOTO
JIOCTYIIa MJIM YHHUYTOXEHHS

Heobxoaumele 3Hanns

3axoHO[aTeNbHBIE ¥ HOPMATHBHbIE IIPaBOBBIE akThl Poccmiickoii ®enepanun B
061acTH paboThI ¢ JOKYMEHTALHEH U HHPOpMaNHet, apXHBHOTO Jea

Meroandeckue TOKyMEHTH M HALMOHATBHBIE CTAHAAPTHI B 06J1acTH paboTHI C
JOKyMeHTauued 1 uHpopmanuell, apXMBHOTO Jiefa

I"Ipamma pa6OTBI C JIOKYMEHTaMH OpraHH3allid, YCTAaHOBJIIEHHEIE €€
JIOKAJIBHBIMH HOPMATHBHEIMHY aKTaMH

HOpSI,Z[OK M COICpXKaHWe MPOUCAYp OpraHHM3aluM OIEepPaTHBHOIO XpaHCHHUA
AOKYMCHTOB ¥ MX NNOJArOTOBKH K II€PEIAdC B apXHB OpraHu3anu

Metoguka pa3pa60TKH H BCIACHHs HOMEHKIATYPHI OCTT OpraHM3aldi, B TOM
YHCJIC B CUCTEME €€ 3JICKTPOHHOIO ,IIOI(}’MCHTOO60pOTa

I1paBuyia CHCTEMATH3AINH U KIaCCH(PHKAINY JOKYMEHTOB

Oco6eHBOCTH XpaHEHNS 3EKTPOHHBIX JTOKYMEHTOB

KpPITCpPIPI OIIPEACIICHNS NCHHOCTH JOKYMEHTOB JUJIST UX 0T60pa Ha JanbHEHIee
XPAHCHUC WIH YHUYTOXXCHHEC

Hpyrue
XapaKTCPHUCTHKH

3.2. O606mennas TpyaoBas GpyHKIHA

PykoBoacTBo mesTensHOCTBIO IO -

HaumeHoBanue 0 POBCHb
JIOKYMEHTAI[HOHHOMY oGeSnequmo Kon B NS 7
YIIPaBJICHHA OpraHu3anuei

Ilpoucxoxnenue

0606meHHO# TpYHOBOI Opurunan | X 3aMMCTBOBAHO U3 OPHIHHANA

GyHKIHH

Kon Perucrpannonssiii
OpHTHHaJIA HOMep
1po¢eCCHOHANILHOTO
CTaHIapTa
Bo3moxxHBIE PykoBonuTens nmosmpaseneHns 0 JOKyMEHTAIIMOHHOMY 0G€eCIICYeHHIO
- HAUMEHOBaHHU S YIpaBiIeHus (IenapTaMeHTa, YIpaBlieHus, CIIyKObl, OTaeNa)

JOJDKHOCTEM,
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npodeccuit

Tpeboranus
00pa3oBaHHUIO H
00ydeHmo

Bricmee oOpa3oBaHue — CHEHAIMTET, MarucTparypa
Jonomaurensroe npodeccHoHaIbHOE 00pa3oBaHie — MIPOrPaMMBI
npohecCHOHATBHON MEPENOATOTOBKH 110 MPO(HITIO A TEILHOCTH

TpeboBaHUs K ONBITY
MPaKTH4eCKON paboThHI

He meHee TPEX JICT B obnactu AOKYMCHTAITHOHHOI'O obecneueHus YHpaBIICHUA

Ocobsle ycnoBus
JOIIycKa K pabore

Hpyrue

XapaKTCpUCTHKH

I[OHOJ'IHPITCJIBHBIC XapaKTCPUCTUKH

HammenoBanue 6a30B0ii IpymIIbl, JOJDKHOCTH (podeccun)

HaumenoBanmne Kon
JOKYMEHTa WJIH CIIEITHATLHOCTH

OK3 1219 VYapasnstomue GHHAHCOBO-5KOHOMHYECKOH H
aJIMUHMCTPAaTHBHOH IeSTENHHOCTHIO, HE BXOASIIINE B
JpyTHE IPYIIIBI

EKC - Havanpauk otaena (6ropo, rpynnsl) (B IpOMBIIICHHOCTH)

OKIIATP 24695 Havansaux otaena (puHaHCOBO-3KOHOMHYECKOTO H
aJIMHHHCTPAaTHBHOI'O)

OKCO 032000 JIOKyMEeHTOBeIeHIE H apXUBOBEJICHHE

032001 JloxyMeHTOBeicHNE U JOKYMEHTAIHOHHOE 0becIieucHue

yIIpaBJICHUS

3.2.1. TpynoBas pyHxuHS

PykoBOACTBO A€ATENBHOCTEIO
TOZipa3/eNIcHHS 0 | Vposers
Haumenosanue Kon | B/01.7 | (nomyporens) 7 .
JAOKYMEHTAaIiHOHHOMY O6CCHC‘ICHI{IIO KBATH(UKAIIH
YUpaBJICHHA Oprawusaumy | |
CX0
Tponcxoxcnerme Opuruban X | 3auMCTBOBAHO U3 OpHTHHANA
TpyAoBo# GyHKIMHA
Kon PerucTpanoHHEBIH
OpHruHana HOMep
HpoecCHOHATBHOTO
CTaHjapTa

Tpynossle neiictBus

Omnpenenenue nenei, 3anad 1 GyHKumMd moapaseneHns JOKyMEHTAIHOHHOTO
obecneueHNs yIIpaBIeHNs OPraHU3aliH U €r0 pabOTHHKOB

Pacrpenenenne  NOIDKHOCTHBIX — OOA3aHHOCTEM  MeXAy  pabOTHHKAMM
noJipa3ieIeHus JOKYMEHTAIIMOHHOTO 00ecIeueHHs YIIpaBIeHH OpraHu3aliy

Pa3spa6oTka NONOXEHHS O NOAPA3AEICHAM JOKYMEHTAIIHOHHOTO OGECIEedeHHs
YIPaBJICHHS OpraHU3aliy U JOJDKHOCTHBIX HHCTPYKIHH ee pabOTHHKOB

IInanvpoBaHWe JEATENLHOCTH IOJYMHEHHOTO MOAPA3AENCHHA C YUETOM
PaliOHANILHOTO paclpenelicHus pabor M o0seMa MPOM3BOACTBEHHBIX 3amad
OpraHU3aIH

PYKOBOI[CTBO paﬁoTHI/IKaMI/I IIORYMHEHHOI'0 IOAPAa3lCIICHUA M KOHTPOJIb HX
ACATCIIEHOCTH B OPraHM3aluu

IlpoBesieHEe CcOBMECTHO ¢ pabOTHHKAMH  KaIpOBOTO  IIOApPA3ZeIeHHS
MEpONPUSATHIA 110 oG0Py MEepCOHaNa Ha 3aMeleHHe BaKaHTHBIX JODKHOCTEH
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IIOTYUHCHHOI'O ITIOApa3aCICHUS

Opranmzaius oOyueHHS W IOBBINEHHS KBaIHHKAMA  pabOTHUKOB
TIOTIUHEHHOT0 OApa3/ieIeHNs OpraHu3alyuy

Kontpons cobmopeHus paboTHHKaMH MOAYUHEHHOTO  MOJpPa3JENeHUs
Tpe6oBaHUI OXpaHB! TpyAa, TPYAOBOH AUCUUIUIMHBEL, NpPaBWI BHYTPEHHETO
TPYZOBOI'O PaclopsKa ¥ JIOKATbHBIX HOPMATHBHBIX aKTOB OpraHU3aIlii

OmpeneneHue NMOTPeOHOCTH NONYMHEHHOTO IOZApa3leNeHUs OpraHW3alUd B
o6opyoBaHUM, IPOrpaMMHOM OOECIICUeHUH, MAaTepHAIbHBIX, (PHHAHCOBHIX H
pecypecax

IloarotoBka mpeanoxeHW#t N0 MoAepHHM3aluH pabodyux MecT pabOTHHKOB
NOApa3JeNICHHs 10 JOKYMEHTallHOHHOMY 00ECICYCHHIO YIPaBICHHUS

Onpenenenne 3Q¢PEeKTHBHOCTH AEATEIHHOCTH NOXYMHEHHOTO IOIPAa3NeIICHUS
OpraHu3aIiH

Heobxoaumeie
YMEHHUS

VYcraHaBmMBaTh KpYyr KOMITETEHIHH H OTBETCTBEHHOCTh 3aMeCTHTENeH
pykoBomuTeNd ¥ pabOTHMKOB  IOApa3JielieHUus  JOKyMEHTAlHOHHOTO
obecnieueHns YIIpaBIeHHS OpraHn3aif

OpraHu3oBEIBaTh KOJUIEKTUBHYIO H HHAMBHAYAIbHYIO paboTy paGOTHHMKOB
NOXYMHEHHOTO TOpa3feIeHus] OPraHu3allui

Ob6ecmeunBaTh B3aUMOJACHCTBHE noapasaciiCHuA AOKYMEHTAITHOHHOI'O
obecrieueHus yIpaBJICHAA (V) CTPYKTYPHBIMH noapasaciICHUAMH 151
JOJDKHOCTHBLIMHM JIMITAMHY OpraHHu3aliii

Pa3pabateiBaTh MOJIOXKEHHE O MOJApPA3NelieHHH W AOJDKHOCTHBIE HHCTPYKIHHU
pabOTHHUKOB OpraHu3alyi

YcraHaBnMBaTh JUIS KaXxaou byHKIIH paboTHHKa CITyKORI
JOKYMEHTAIHOHHOI0 00ecnedeHns YIpaBlieHHs NpaBa H OTBETCTBEHHOCTS,
obecrieynBalomue KOPPEKTHOE BBIIONHEHHE JTOH (YHKIMH B paMKax
JEATeIbHOCTH OpraHu3alliy

HpI/IHI/IMaTL MEPBI 110 YCTPAHCHHIO HEIOCTATKOB B pa60Te IIOJYNHCHHOI'O
CTPYKTYPHOr'O IoApasaCICHUA OpraHu3alinu

IIpoBoauTe TECTMpOBaHHE M ONEHKY pabOTHl MOAYMHEHHBIX PaOOTHHKOB B
OpraHHu3aluu

Opranusosbisarb o0yuyeHne .t HOBBIIICHHE KBATH(PUKAITHM
JETONPON3BOACTBEHHOTO IEPCOHANIA OPraHU3alHH '

OHpC}ICJISITB IIPUHOPUTETHBIC HarpapJICHUA Pa3sBUTHUA nonpasaciacHusa
JOKYMCHTAIIMOHHOT' O obecrieueHus YIpaBJICHUA OpraHu3alniu

PaspabareBate Mephl 1m0 HOBHINIEHMIO 3)PEKTHBHOCTH  JEATEIHHOCTH
PpaboTHHKOB HOAYMHEHHOT0 HOAPA3ACIICHAS OpraHA3aluy

BHCI[pﬂTB HOBBIC TCXHOJIOTHMM HW  METOIBI paGOTBI B CATCIIBHOCTH
TIIOTIUHCHHOT'O MOApa3saC/ICHUA Opralnr3aiim

Heob6xoanMele 3aaHNS

CprKTypa Oopranusanui, €€ noApasAcICHUA H JOJDKHOCTH, 3aJleCTBOBAaHHEIE B
naponeccax JOKYMCHTAITUOHHOIO obecnieueHus yYHOpaBJICHHA

OcobenHocTH perjlaMeHTaliN TpyZAa paboTHHKOB MOJYMHEHHOTO
MoJIpa3 ieNIeHHs. OpraHu3aIuu

3axoHOAaTENbHBIE H HOPMATHBHEIE NPaBOBEIe akThl Poccriickoit Oenepaimu B
obnacTy paboTHl ¢ JOKyMEHTauel 1 nHpopMalreil, apXHBHOTO Jea

Metoauyeckne TOKyMEHTH M HalMOHANbHBIE CTAHAAPTHI B 06JacTH paboThl C
JOKYMEHTanHeH B nHpopManueil, apxuBHOTO JIefa

Ilpasuna cocraBneHHs H OQOpPMIEHHS JOKAIHHBEIX HOPMATHBHBEIX aKTOB,
ONpPEACISIOINX IIPABOBOE MOJIOXKEHHE CTPYKTYPHBIX MOJpAasieicHud U
pabOTHHKOB OpraHM3aIiy

q)YHKI_II/IOHaJ'IBHOC HallOJJHEHHE JNCATCIIBHOCTHA Pa3JIMYHbIX pa6OTHI/IKOB H
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ToApasJeeHHs JOKYMEHTAaIlHOHHOTO 00eCIeUeH s YIpPaBIeHUsS OpTraHHU3aIluH,
a TaloKe NOTYHHEHHBIX eMY CTPYKTYP

IlpaBuna HOpMMpOBaHMS TpyAa M pacyeTa SBOYHOM  YHCIEHHOCTH
JEJI0IPOU3BOJCTBEHHOT'O IIEPCOHANA OpraHH3aIHHI

ITpaBuna oprannzanum pabovaux MectT pabOTHHKOB OpraHU3aIuy

TpeboBanus oxpaHsl Tpyaa

(DOPMBI ACIIOIIPOU3BOACTBA, onpeacaronue OopraHusanuio pa60T1>1
IMOAPA3ACIICHUA JOKYMCHTAITHOHHOI'O obecrnieueHus YIIpaBJICHUS OpraHnu3aliiu

Hpamma OPranu3arliOHHOr0 MPOCKTUPOBAHMA JUIA OpraHu3alvi

Meroauku YIIpABJICHUA HEPCOHAIOM OpraHu3alin

Tpynosoe 3akononmarenscTBo Poccmiickoit ®eneparpu

Hpyrue

XapaKTePUCTHKH

3.2.2. TpynoBasi pynKous

HauMeHnoBanne

Opranuzanus pa3paboTKH TOKAIBHBIX
HOPMATHBHBIX aKTOB M METOIHIECKUX

JOKYMECHTOB I10 JOKYMEHTALIHOHHOMY KBaIA(HKAAA
obecneueHHI0 YHOPABJICHUA OpraHN3alii

VpoBenb
Koxm | B/02.7 (nonypoBeHs) 7

Iponcxoxaerue Tpya0BoOi
byHKIIH

! Opurunan X 3aMMCTBOBAaHO U3 OpHIHHANA
Kon PeructparnuoHHIii
OpHI'HHAIA HOMep
npo¢eCCHOHATBEHOTO
CTaHzapTa

Tpynoseie neiicTBus

Onpenenenue HampaBlIeHHH BHYTPEeHHEN perIaMEHTAMH JOKYMEHTAIHOHHOT'O
obecrieueHys ypaBIeHHs OpraHu3aliy

PykoBoncTeo paspaGoTKOM JIOKAJIBHBIX HOPMATHBHEIX aKTOB OPraHH3alHH B
COOTBETCTBHH C €€ HONUTHKOHX B cdepe AOKYMEHTAIMOHHOIO ofecnedeHus
yIpaBiIeHus]

OpraHnsaunﬂ corjlaCoBanus, YTBECPXIACHHUA JOKAJIbHBIX HOPMAaTHBHEIX aKTOB
Opranu3anyy 10 JOKyMEHTAIITUOHHOMY obecredeHuIo ee YIIPaBJICHHA

Oprannsaunﬂ O3HaKOMJICHHUA paGOTHI/IKOB C JIOK&JIbHBIMH HOPMaTHBHBLIMI
aKTaMH H MCTOJUYICCKUMH JOKYMCHTaAMH OopraHvsanuu 1o
JAOKYMCHTAITUOHHOMY obecreueHnIo ee YIIpaBJICHHUA

KOHchIBTI/IPOBaHHe paGOTHI/IKOB OpraHud3alliid II0 BONpOCaM IIPHMMEHEHHS
JIOKQJIbHBIX HOPMATHBHLIX 4KTOB H MCIOJB30BAaHHSI MCTOIHUK pa60Tr>1 Cc
JAOKYMEHTaMH OpraHu3anyu

OpraHnsaum pa60T51 II0 aKTyalln3alii JIOKAJIBHBIX HOPMATHBHBIX aKTOB U
METOMUYCCKUX AOKYMCHTOB opragusanvu 1o AOKYMEHTAITHOHHOMY
obecneueHuIo ee YIpaBJICHUA

Heobxonumele ymenns

IIpuMenATs TpaBOBBIE HOPMBI [UIA COCTAaBIECHHS H O(OPMICHHS JIOKATBHBIX
HOPMAaTHBHBIX aKTOB OpraHu3alfi

Pa3pabaTbiBaTh €IMHYIO NONHTHKY OpPraHU3aluy B cepe TOKYMEHTAIMOHHOTO
obecrnieyeHns ee ypasjieHus ’

OpI‘aHI/ISOBBIBaTL ACATCIIBHOCTD pa60qnx rpynmn mno IOATOTOBKE IIPOCKTOB
JIOKQJIBHBIX HOPMATHUBHBIX aKTOB OpraHu3aliiu

HHTerpupoBarh Nen0npoH3BOACTBEHHEIE IPOLECCH M HPOUEAYPHl B IEIOBHIE
(ynpaBieHYECKHE) IPONECCH OPTaHHU3aIUH
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OtpaxaTe y4acTHe OTHENBHBIX PAOOTHHKOB M CTPYKTYPHBIX IHOApa3ieacHHH
OpraHM3allHy B €€ AeJIONPOH3BOJCTBEHHBIX Ipoleccax

IlpoBomuTe mOpomeypHl  PAacCMOTPEHHS, KOJUIEKTHBHOTO  OOCYXKIEHHS,
YTBEPXK/CHUA H COIJACOBAaHHSA IPOEKTOB JIOKAIGHBIX HOPMATHBHBIX AKTOB
OpraHHu3alyH

Ilpumenars Mephl, ofecmeduBarOmUE BBHIIONHEHHE BCEMH DPaGOTHHKAMM
OpraHu3alluy TpeOOBaHMH, 3aKPEIUIEHHBIX B JIOKAJIBHBIX HOPMATHBHEIX aKTax
10 JOKYMEHTAllHOHHOMY 00€CIIEIeHHIO YIIPABJICHHS OPraHu3aIHy

HeobxoauMere 3HaHMS

3akoHOJaTeNbHBIE H HOPMATHUBHEIE NPaBOBHIE akThl Poccmiickoit ®denepanmu,
cofiepxalupe TpeOOBaHUSA K OpraHU3allH JOKYMEHTAIHOHHOrO ObecleueHus
YIIPaBJICHAS OpraHU3aI[iH

Metonudeckue MOKYMEHTHI M HalMOHAIBHEIE CTAHAAPTHL, COJEpPKAIlHe
TpeGOBaHMA K OpraHM3alMH JOKYMEHTALMOHHOTO oGecmedYeHMs yIpaBlcHHsS
OpraHH3aliH

Tunoskie b | IIPpUMEPHEIC IONIOXXCHUA n MHCTPYKIIAH B C(l)epe
JOKYMCHTAaAITMOHHOT'O obecreyeHus YIOpaBIICHUA

Tpe6OB&HI/ISI K CTPYKTYPE H COINCpPXaHHK OTHEIBbHBIX BHIOB JIOKAJIBLHBIX
HOPMAaTHUBHBIX aKTOB

[IpaBuna paspaboTku ¥ OGOPMICHHS AOKYMEHTAlMH, periaMeHTHpPYIONmIeH
JOKYMEHTALIMOHHOE 00ECTICUCHHE YIIPaBJIeHHs B OpraHUu3auy

VyacTku pa6OTI>I noapasaciiCHHA JAOKYMCHTAITHOHHOI'O obecrieueHns
YIIPpABJICHUA OpraHu3aimy 1 UX (bYHKHPIOHaJII)HOG HallOJIHCHUC

HOpSIIIOK O3HAaKOMJICHHA pa6OTHPIKOB C JIOKAJIGHBIMH HOPMATHBHBIMH aKTaMH
Oopranu3alu

CocTaB cHENHATHCTOB, YYacTBYIOIMX B pa3pabGOTKE HPOEKTOB JIOKATBHBIX
HOPMATHBHEIX aKTOB OpraHU3allui

Tpynosoe 3akomomaremsctBo Poccmiickoit ®eneparmu, TpeGOBaHHSA OXpaHBI

Apyrue

XapaKTCPHUCTHUKU

Tpysa

3.2.3. TpynoBas pynkuus

Iloctpoenue cucTeMsl VposeHs
HanMenoBanue | TOKyMEHTAIIHOHHOIO 06eCcIIeYeHHS Kon | B/03.7 | (nomyposens) 7
YIIPaBIEHHUS OpraHU3alyH KBATHQHKAIAH
g@;ﬁﬁﬁgﬁ; . Opurunan X | 3aUMCTBOBAHO U3 OpUTMHANA
Kon PerucrpaunoHnsIif
OpUruHama HOMEp
npodeccHoHATEHOTO
CTaHAapTa

TpynoBsle neiictBus

Paspaborka moONMTHKE oOpraHMzanuum B oblacTd JIOKYMEHTAIHOHHOTO
obecneueHus ee ynpapieHus

CopelicTBue BHEAPEHHUIO CTaHapToOB OpraHH3aIHi B chepy
JOKYMEHTAIlMOHHOIO 06eCIICYECHN ee YIpaBIeHHs

Kooplmnauna ACATCIIBHOCTH IO CO3JAaHHUIO H COBEPHICHCTBOBAHHIO CHCTEMBI
JAOKYMCHTALTHOHHOT'O obecrieuenus YIIPABJICHUA OpraHu3aluu

Obecneuenne B3aMMOAEHCTBHS IOApPA3NENCHAN OPraHM3AlMH IpPH pElUCHHUH
3a71a49 B 0061aCTH JOKYMEHTAIHOHHOTO 00eceueHH s €€ yIpaBIeHus
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Obecneuenue GyHKIIHOHHPOBAHUS CHCTEMBI JOKYMEHTAI[MOHHOTO obecedeH s
yIpaBJeHus OpraHH3aIii

Opranmsanusg paboThl NO MONAEPKAHHUIO CHCTEMBI JOKYMEHTAIIHOHHOTO
obecrneuenys yIpaBIeHNUs OPraHH3allyy B aKTYaJJbHOM COCTOSTHUH

BHenpeHne COBpEMEHHBIX METOJOB H CpeAcTB 00paboTku wuHpoOpMaiuu B
paMKax pealu3alid €JUHOH TEXHOJIOTHH CHCTEMBI YIPABJICHHS HOKYMEHTaMH
OpraHu3alHH

YHpaBJ'ICHI/IC IIpOEKTaMH JOKYMEHTAITMOHHOIO obecnieueHuA YIIpaBJICHUA
Opragu3aiiin

PykoBoacTtBo pa3paborkoii IutaHOB W rpadukoB paboT IO PEIICHHIO 3a1ad
OpraHH3allul B paMKaX CHCTEMHl [JOKYMEHTAI[HOHHOTO O0eCIecYeHHs ee
YIIpaBJICHUS

Ompenenenre  (GyHKIMHA,  BBIIONHAEMBIX  CHCTEMOH  BJIEKTPOHHOIO
JOOKYMEHT0000pOTa OpraHH3alliy, U ee aKTyaTH3anus

Opranuzanus KOHCYJIBTHPOBaHHMS pPaOOTHHUKOB OpPraHW3alMU II0 BOIPOCAM
paboTEHI ¢ ee TOKYMEHTAMH

Heobxoaumeie
YMEHHS

AHanmm3upoBaTh MEPENOBOH OTEYECTBEHHBIH M 3apyOeXHBIH OHBIT B 0061acTH
JOKYMEHTAMOHHOTO 00eCcTIedeHNs YIIPaBICHHS

OGOCHOBBIBATE MOJIOKCHHS CTPATETHH PA3BUTHA M ITOJIUTHKH OpraHM3allMM B
0011acTH JOKYMEHTAlHOHHOr0 00ecIeueHNs YIIpaBIeHU

HpOBOI(I/ITB aHaJI|a3 an)opMaupm O COCTOAHHH CHCTEMBI JOKYMCHTAUYIOHHOI'O
obecreueHu YIpaBJICHUA OpraHnu3anuu

Brocuts APrYMEHTAPOBAHHBIC  OPraHU3allMOHHBIE K  TCXHOJIOTHYECKUE
IPEATIOXKCHHUA 1o Opranusalniy H COBCPHICHCTBOBAHUIO CACTCMEI
JOKYMCHTAIMOHHOTI'O obecrieueHus YIIPaBJICHHA Opranusaiyn

Ob6ecneunBaTh B3aMMOACHCTBHE NOIpa3IeNeHHH OpraHM3aIllM{ II0 BOMPOCaM
paboThI C TOKYMEHTAMH

OuennBate 3((EKTHBHOCTh IPOLECCOB JAOKYMEHTAIMOHHOTO OO€CIeYeH s
yIIpaBJICHHS OPraHU3alH

Onpenenars bynxun, BBIIOJHAEMBIE CUCTEMOit 3JIEKTPOHHOTO
JOKYMEHTO000POTa OpraHM3alliy, ¥ OTCIEXABATH €€ aKTYAIM3AIHIO

IlprHEMAaTh PEIICHUS B CIOXHBIX U CIOPHBIX CATYallWIX B paMKax CBOeii
npodecCHOHANBHOMN NeITeIBHOCTH

Pemare  3agmausr  HOpMAaTMBHOrO M METOOWYECKOrO  00ECIICYEHHS
JOKYMEHTAIIIOHBOT0 00ECIIeueH s YIIpaBIeHNs OpraHH3alii

HeobxomuMeie 3HaHnsg

3aKoHOJaTeIbHEIE I HOPMATHBHEIE MIPABOBhIE aKTHl PoccHickoi ®enepanuu B
cepe NOKYMEHTaHOHHOTO oOECTIEYeHHs YIpaBieHHS M HHGOPMAIMOHHBIX
TEXHOJIOTHIH

Meromudeckue  TOKyMEHTHI M HAlMOHAJIBHBIE CTAHOApTHl B chepe
JOKyMEHTallMOHHOI0  oOecredeHHs  YOpaBleHHS H  HHQOPMAnHOHHBIX
TEXHOJIOTHH

JleicTByIomMe  MEXAYHApOAHBIE CTaHZAPTEL B  O0NACTH  YIpaBicHHS
JOKYMEHTaluen

IlepenoBoii OTCYECTBEHHBIH ONBIT H Hay4dHble pa3spaboTku B 0067acTH
HHOPMAIMOHHOTO M JOKYMEHTAIMOHHOTO 00eCTIEYeH s YIIPaBICHHUS

Prmokx MHPOpPMAIMOHHBIX YCIyT; cpeicTBa cOopa, Iepenadd u oOpaGoTKh
HHGOPMAITHH

ITopsanox paszpaboTku, ohOpMIEHHS, YTBEPKIAECHUS M BHEIPEHHS JOKATbHBIX
aKTOB OpraHU3alH

CrpykTypa u HalpaBlIeHHs eITeTbHOCTH OPraHu3allii

DyHKIMH ¥ IIOPSIIOK B3aHMOACHCTBHS NMOApa3 IeIeHMi OpraHu3aiiu
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Merto1bl IPOEKTHPOBAHNS U IJIAHUPOBAHKS paboT B OpraHu3aIuu

Iopsmok pa3paboOTKM M YTBEpXKIEHHS NEPCHEKTHBHBIX M TEKYIIHX IIIaHOB
paboT opraHu3anuu

Meronpr amanm3a mokasareneil AEITENBHOCTH IO  JIOKYMEHTAIMOHHOMY
00eCIIeYeHHUIO YIIPaBICHHs OPraHU3aIMH

HApyrue
XapaKTepUCTHKH

3.2.4. TpynoBan dyuxkuus

OcyniecTBiIeHHE KOHTPOA v
POBEHB
KITHOHHPOBAaHUA CUCTCMBI
HaummMenoBaHne ynxn P Kon | B/04.7 | (nomyposens) 7
AOKYMCHTALTHOHHOI'O obecrieueHus KBaH(HKALIH
YIIPaBJICHHUS OpraHU3aliH
Tporcxoxcaerme Opurusan X | 3aumMcTBOBaHO W3 OpUTHHAIA
TpyaoBoii GyHKIMHA
Kon PeructpanuonHstit
OpHrvHAIA HOMeEp
npo(ecCHOHATBHOTO
CTaHAapTa

Tpynoseie neticrBus

OcymecTinenne KOHTpONS BENCHHS MEJIONPOHU3BOACTBA B OpraHW3alliH B
COOTBETCTBHH C YCTAaHOBJICHHBIM B HEH MOPSAKOM, CBOEBPEMEHHOE NMPHHSATHE
MEP 0 NPEAYNPEXACHUIO HapYIICHMIH

OcyniecTBneBHE KOHTPONS HCIIONHEHHS JOKATHGHBIX HOPMATHBHEIX aKTOB H
METOAUMYECKMX  JOKYMEHTOB IO  JOKYMEHTAIMOHHOMY 00eCHeueHHIo
YIIPaBICHUS OpraHU3aIHH

Opranusanus paboTel 0 BHIIBICHHIO HapyLICHUH B NOATOTOBKE M 06paboTke
JOKYMEHTOB OpraHM3allii, ONpeJIeNICHUE MEpP 110 HX YCTPAHEHHIO

OcymecTBiieHHE KOHTpPONS HCHOJMHHUTENHCKOH JHCHUIUIMHEL paGOTHHKOB
OpraHu3annH

Ocymectpieane KOHTPOJL (YHKIMOHHPOBAHUS CHCTEMBI  3I€KTPOHHOTO
JOKYMEHT0000pOTa OpraHU3alliy B €€ CBOEBPEMEHHON aKTyaIH3alyl

OcymecTpieHne XKOHTpoNs (GOPMHPOBAHHUS Jel B OPTaHH3ALHUH OINEPATHBHOTO
XpaHeHHs JOKYMEHTOB B OpraHU3aIiH

Ucnonuenne ¢ynxnmit 3aMecTHTeNs mpeiacenarTelsd JKCIEPTHOH KOMHCCHH
OpraHu3alun

Opranusanks ¥ OpoBelieHHE IPOBEPOK  JEATENBHOCTH  CTPYKTYPHBIX
TOJpasAeNe i OpraHu3aliy 10 BOIPOCaM JOKYMEHTAIMOHHOTO obecrieueHus
YIIpaBJICHASA

MOHI/ITOPI/IHF PE3YIIbTATOB pPCINCHHWS 3ada4 OpraHu3aiHuM Io BoIIpocaM
JOKYMCHTAITHOHHOI'O obecrneueHuns YIPAaBJICHHS, aHAIN3 JaHHBIX MOHHUTOPHHIA

KoHTpoNE cBOEBpEMEHHOTO yCTPaHEHHs HEAOCTATKOB B paboTe ¢ JOKyMEHTaM:
OpraHW3aluH

Onpenenenne 3¢ GeKTHBHOCTH MEPONPUATHH 110 COBEPIIEHCTBOBAHHUIO CHCTEMBI
JIOKYMEHTAMOHHOI0 00eCcIeUeHH s YIIpaBIeHNs OpraHu3all

Heobxoaumeie
YMEHHS

O6ecneunBsars (opMHpOBaHME M COXPAaHHOCTb [OKYMEHTAIBHOTO (hOH/IA
OpraHH3alliil B COOTBETCTBHMH C TPEOOBAaHUAMH HOPMAaTHUBHBIX MPABOBEIX aKTOB
Poccuiickoii Qenepanyu i JOKaIBHBIX HOPMATHBHBIX AKTOB

BHOCHTE  apryMEHTHpOBAaHHBIE OpPraHM3alHOHHEIE M  TEXHOJOTHYECKHE
TPEAJIOKEHHS. 1O OpraHM3allid M COBEPUICHCTBOBAHMIO  CHCTEMBI
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JOKYMCHTAIIUOHHOT'O obecrieueHms YHPaBJICHHA Opranu3aitiy

HpCI[CTaBJISITb pe3YyIbTaTHI KOH’I’pOHBHOﬁ ACATCIBHOCTH II0  BOIIpOCaM
JOKYMCHTAIITMOHHOTI'O obecrieueHus YHIPABJICHHA B OTUCTAX OpraHu3alnyu

Oprasn3oBbiBaTh paboTy MO cOOPY M CHCTEMATU3ALUH CBEACHUH O IOJIOXKEHHH
nen B cdepe MOKyMEHTAHMOHHOTO OO€CHEUeHMs YIpAaBICHHsS OPraHM3aluM,
OCYIECTBIIATH PYKOBOJACTBO 3 (PEeKTHBHBIM MCIOIB30BAHHEM JAHHBIX CBEICHUI
¥ €r0 KOHTPOJIb

Opranu3oBbIBaTh  CHCTEMATH3HPOBAHHBIA  yY€T, XpaHEHHE JIOKAJIHbHBIX
HOPMAaTHBHBIX aKTOB OpraHM3allid IO BOIpOcaM HHGOPMAIHOHHOTO W
JAOKYMEHTAIHOHHOIO 00eCIedeHHs YIPABICHAS U BHECEHHE B HMX IPHHATHIX
H3MEHCHUH

CeoeBpemenno MHGOpPMHpOBATE 00 M3MEHEHHAX B JIOKATHHBIX HOPMATHBHBEIX
aKTax pyKOBOAHMTENEH H paOOTHHKOB NOAPA3IeJICHNHN OpraHn3alul

IlpuauMaTe pelleHHSs C YYeTOM KOHKPETHOM CHTyallMM [0 BOHpOCaM,
BO3HHKAIOMIMM B XOJ(¢ KOHTPOJILHOH M aHAINTHYECKOH IEATENBHOCTH B cdepe
JOKYMEHTAIIMOHHOro 00ecIieYeH s YIpaBJIeHHs OpraHu3aliy

HeobxonuMeie 3ganns

3akoHOAaTeTbHBIE M HOPMATHBHBIE NIPAaBOBEIE aKTHI Poccriickoit Oepepannn B
chepe JOKYMEHTAIIMOHHOIO O6ecIeYeHus yhOpaBiieHUS U HHQOpPMAIIMOHHEIX
TEXHOJOIuH

Metonnueckne HOKYMEHTHI M  HalMOHAJIBHEIC CTaHIapTel B  cdepe
JOKyMEHTAaHOHHOIO  OOECIIeYeHUs  yIpaBieHHS H “HPOPMAIMOHHEBIX
TE€XHOJIOTHH

HelicTByIompe  MEXIyHapOOHBIE CTaHZApPTHl B OGNACTH  yIpaBJeHHS
JOKYMeHTanuen

IlpaBwia opraHW3amum JOKYMEHTAallHOHHOTO OOECIEYeHHs YIpABICHHS B
COOTBETCTBMH C JIOKATHLHEIMH HOPMAaTHBHEIMH aKTaMH OPraHH3aIlH{

q)YHKIIHPI 1 NIOpAOOK B3aUMOIeHiCTBHS no,upas,uenennifl Opra’Hu3aru

Metoasl aHanmsa moxasarenei ACATCIPHOCTH MO JOKYMCHTallMOHHOMY
o0ecredeHuI0 YHOpaBJICHAA

IlpaBuma w  MeTomsl  KOHTPONS  COOMIONEHHS HOpPM B 0ONacTH
JIOKYMEHTAIMOHHOTO 00ECIIeIeH S YIIPaBICHHS

Meronp! ananu3a BEIIOTHEHHS NPOrPaMM OPTaHH3ALMH U COBEPIICHCTBOBAHUS
JOKYMEHTAllMOHHOrO  O0eCIeYeHHs]  YNpaBleHHS M ONpeleNeHHS  MX
3¢ PEeKTHBHOCTH

OpraHnsauIvm y4ucTa, IOPAAOK H CPOKH COCTABJICHUS OTYETHOCTH IIO BoIpocaMm
JOKYMCHTAITHOHHOT'O obecrregeHus YIIPaBJIICHUA

Meroz! HOPMOKOHTPOIIS IPH COCTABICHHH AOKYMEHTOB, OIpPENeTeHHs YPOBHS
YHHGHKAIHH YIIpaBIeHYECKHX JOKYMEHTOB OpPraHM3ariuy

KpI/ITCpI/II/I OEHHOCTH HAOKYMEHTOB IS HX HCHOJB30BAHUS, XpaHCHHUSA HIIH
BBIJICJICHHA K YHHYTOXCHUIO

Hpyrue

XapaKTCPHUCTHKHU
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3.2.5. TpynoBas pynxuus

CoBepIeHCTBOBaHHE CHCTEMEI VpoBeHs
HanMeHoBan#e | TOKYMEHTAIMOHHOTO 00ECHIEUCHH S Kox | B/05.7 (moxypoBeHs) 7
yHnpaBJIEHHS OpraHu3anyuu KBaJTH(PHKAIHN :

TIpouncxoxnenue
TpyZoBol ¢yHKIMH

Opwrusan X | 3auMcTBOBaHO K3 OpHMTHHANA
Kon PeructpanuoHHbIi
OpHIMHaNa HOMEp
npod)ecCHOHATEHOrO
CTaHIapTa

TpynoBeie neficrBus

Omnpenenenne BO3MOXHOCTEH NPHMEHEHHS COBPEMEHHBIX HMH(OPMAMOHHBIX
TEXHOJIOTHH B chepe JNOKyMEHTAHOHHOTO OOECIEYeHUs yOpaBiIcHMS
OPraHM3all¥MM Ha OCHOBE H3YUEHHS TEHICHIUH HX Pa3sBUTHS

Ob6ocHOBauMe He0O0XOIBUMOCTH COBEpIICHCTBOBAHMS CHCTEMBI
JOKYMEHTAIIMOHHOIO 0OecIieueH s YIpaBJIeH!s OpraHA3aIiy

Onpenene}me HaHpaBJIeHI/Iﬁ PasBUTHA H COBEPIICHCTBOBAHHA CHCTEMEI
AOKYMCHTAITHOHHOI'O obecreueHus YIIPABJICHHUA OpraHu3alii

OnpeneneHre Mep HO YCTPAaHEHHIO BBIABICHHBIX HM3BIHOB  CHCTEMEI
JAOKYMEHTAIMOHHOTO 00eCIIeUeHHs yIIpaBIeHN, JeHCTBYIONIEH B Opranu3alii

Onpenenerne Mep IO ONTHMH3AIMH YIPABICHYECKOTO JOKyMEHT0060pOTa
OpraHH3alHy

PazpaboTka METOAMKH COBEPHICHCTBOBAHHS CHCTEMBI JOKYMEHTAHHMOHHOTO
obecreueHus yIpaBJIeHNus OPraHu3aliu

IlogroroBka makera AOKYMEHTOB, COIIPOBOXXIAOUINX IIPOIECC pa3pa60TKn,
BHCIPCHUA H HCIOJB30BAHUA CHUCTEMEBI JJICKTPOHHOIO lIOKYMeHTOO60pOTa
Ooprasmsaniy B cq)epe JOKYMCHTALlMOHHOI'O obecreueHus ee YHOpPaBJICHHUA

Opranmsanms nponecca pa3pabOTKH ¥ BHEAPEHHMS CHCTEMBI 3IE€KTPOHHOTO
JOKYMEHTOOO0pOTa OpraHu3alMé B cepe NOKYMEHTALMOHHOIO OOECIICYESHHUS
ec yIpaBJICHHS

KOOpJII/IHaI_[I/UI ACATCIIBHOCTH Imo COBCPIICHCTBOBAHMIO CHACTEMbBI
AJOKYMCHTAIXNOHHOI'O obecnedeHus YIIPDABJICHWA OpraHHU3aIliH

HeobxoauMeie
yMeHus

AHanu3HpoBaTh HHGOPMALMIO O COCTOSHHHM CHCTEMBI JOKYMEHTAIHOHHOTO
obecIeUeHN s YIPaBIICHHS OpraHu3alliy

Brocuts APTYMEHTHPOBAHHBIE OpraHHU3allMOHHEBIE ' M TEXHOJOTHYECKHE
NIPpEIJIOKCHUSA 1o Oopranu3aluu n COBCPUICHCTBOBAHHUIO CHUCTEMBI
JOKYMCHTAITHOHHOT'O obecrieueHus YIPaBJICHUA OpraHu3alui

CocTaBnaTe TeXHHYECKOE 3aHaHHe Ha NPOEKTHPOBAHWE W BHEAPEHHE CHCTEMBI
SJIEKTPOHHOTO JOKYMEHTOOOOpOTa B chepe MOKYMEHTALMOHHOIO obecreueHus
YIIpaBJICHHS OpraHH3alHH

BeiGupare  onTEManbHYIO  CHCTEMY — 3NEKTPOHHOTO  JIOKyMEHTOO6O0pOTa,
OTBEYAIOMIYI0  33aJadaM JIOKYMEHTallHOHHOTO OOecIedeHus yHpaBICHHS
OpraHu3aIyu :

OGocHoBbIBaTH  HEOOXOAMMOCTH  BHEAPEHMS  CHCTEMBI  3JIEKTPOHHOTO
JOKyMeHT0060poTa B cdepy TOKYMEHTALMOHHOTO OOECIEYEHHS YIpaBlICHAS
OpraHu3aluu

Opranu3soBriBaTe 06ydeHHe PaGOTHUKOB OpPraHM3alldM COBPEMEHHBIM METOIaM
paboTel ¢ JOKyMeHTaMH B cdepe NOKyMEHTAMOHHOTO obecredeHns
yIIpaBJIeHUs

AKTyaJIH3Hp0BaTL JIOKQJIbHBIC HOPMATWBHBIC aKThl OpraHu3aruyd C YI€TOM
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BHCAPCHUS COBPEMCHHBIX MECTOA4OB pa6OTLI C TOKYMCHTaMH

HeobxoamMreie
3HAHUA

3akoHOaTeNBHBIE B HOPMATHBHEBIE [IpaBoOBEIe akThl Poccuiickoit @enepanyu B
cepe IDoxyMeHTaMOHHOTO OOECICYEHHS YIPABJICHUSA H AHPOPMAHOHHBIX
TEXHOJIOTHH

cTaHIAapTHl B  cdepe
HHGOPMaNMOHHBIX

HalImMOHAJIbHBIC
YipaBiICHHUA u

Mertomnueckue
JOKYMEHTaIlHOHHOTO
TEXHOJIOTHH

JOKYMEHTEI H
obecrieueHUs

obmacTu

CTaHJapTHl B yIpaBIICHHS

HeticTBytomue
JOKyMeHTaluei

MEXKXIAYHApOOAHEBIC

IlepenoBoii oTedecTBeHHBIH ONBIT M HaydHBle pa3pabOTKM B 0OIACTH
UH(POPMAIIMOHHOTO H JOKYMEHTAIIMOHHOTO 00eCTIeYeHus yIIpaBlieH s

Mertoast IIPOCKTUPOBAHUA U IIJIAHAPOBaHHSI pa60T II0 COBCPIICHCTBOBAHHIO
JAOKYMCHTAIJMOHHOI'O obecrniegeHns YIIPaBJICHUS OpraHru3aliii

CoBpeMeHHBIE CHCTEMBI IEKTPOHHOTO JOKYMEHTOOO0pOTa, HCHONB3yeMbIE B
chepe INOKYMEHTAMOHHOTO OOeCIeYeHUS YIpaBIE€HHs OpraHHM3allid, H HX
(YHKIIMOHATHHEIE BO3MOXHOCTH

Benymue  oprammsamum  —  pa3pabOTYMKM ~ CHCTEM  3JIEKTPOHHOTO
JOKyMEHTO060pOoTa A/ chephl JOKYMEHTAIHOHHOTO O00ECIIEYEH s YIIpaBICHH
OpraHu3aluyu

Prmox uH(OpManHMOHHEIX yciyr, cpeacTBa cGopa, mepenaud M o6paGOTKH
HHpOpMauH

Jpyrue

XapaKTCPUCTHUKH

3.3. O606mennas TpynoBas GyHKIMsN

Vnpasnenne JoOKyMeHTaIuel |
HauMeHOBaHHE P AOKyMEHTAN Kox| C Yposei 8
OpraHH3alHy L] KBaNi KL
ITponcxoxaeHue
060061EeHHOU TPYIOBOHM Oparunan | X 3aMMCTBOBAHO M3 OpPUTHHANA
¢$yHKOIHH
Kon PeructpaimoHnsIit
OpUTHHala HOMep
pogeCCHOHAILHOTO
CTaHIapTa
BosmoxHnsie Vnpasmmonmii JoKyMeHTanuei
HaNMCHOBaHUA 3aMecTHTENb PYKOBOOHUTEIIA OPranU3aliy Mo BOIIpocaM YIIpaBJICHUA
JOIDKHOCTEHH, JOKyMEHTAIACH
npodeccuit

TpeboBanus k
00pazoBaHHUIO U

Bricmee o6pasoBaHue — CIeHHAINTET, MATACTPATypa
Homomutensaoe mpodeccroHaIbHOE 06pa3soBaHUE — IPOTrPAMMEI

00y4eHHIO npoeCCHOHANBHOM EPENOATOTOBKHE [0 IPOGHIO EATEIbHOCTH
Tpeboparus x oneity | He MeHee mATH €T pyKOBOASIIEH NeATENLHOCTH B chepe JOKYMEHTAIHOHHOTO
MPaKTHYECKON obecrnieueHHs yIpaBiIeHUs OpraHnA3anue

paboThl

Oco0Orple ycroBus
JoIycKa K pabote

Hpyrue
XapaKTepHCTHKH
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I[OHOJ'IHI/ITCJIBHBIC XapaKTCPUCTHKH

Haumenosanue K Hanmenosanne 6a30B0¥ rpyniisl, JOMKHOCTH (podeccHu)
JOKYMEHTa on WY CIEHAIBHOCTH
OK3 1213 PyxoBoauTens B 061acTu onpeneneHns NOJIUTHKE 1
ITAHAPOBAHUS NEATEIHHOCTH '
OKCO 032000 JloKyMEHTOBeIcHHE U apXUBOBEACHHE
032001 JloKyMeHTOBeIeHHE U JOKYMEHTAIlHOHHOE ObeceyeHne
yIpaBJICHHUS

3.3.1. Tpyaosas pynxkuus

HaumMeHoBaHue

CrpaTernyeckoe IIaHUPOBAHKE H
PYKOBOJCTBO IOCTPOCHUEM €AUHOM

CHCTEMEI YIIpaBICHUS KBATH(HKALHH
AJAOKYMEHTALINEH OpraHu3alinu

VpoBeHs
Kox | C/01.8 (mOIXypOBEHS) 8

IIpoucxoxaeHne TpyRoBoOit
ysxmm

Opurusan X | 3auMCTBOBaHO U3 OpPUrHHANA

Kon PerucrparmoHHsIit
OpHWr'HHAJA HOMep
npothecCHOHATBHOrO
CTaHgapTa

TpynoBsle nelicTBus

PaspaboTka cTpaTern W NONMTHKH OpraHM3auuH B cdepe yHpaBIeHHSA ee
JOKYMEHTauuei

PyxkoBozcTBO BHIGOpOM M BHEIPEHHEM COBPEMEHHBIX METOIOB, CPEICTB U
TEXHONOTH# 06paboTky HHPOPMAINK H JOKYMEHTAIMM B PaMKaxX peaH3alliu
CIMHOW MOJIMTHKH YIIPABJICHHUS JOKyMEHTalUel OpraHn3aiyn

YnpapneHue  OpPOEKTOM — CO3JAaHHMS ~ €OMHOM  CHCTEMBl  yIpaBJeHHS
JOKYMEHTaIHe# OpraHu3aiuy

Ympasienue npoekTaMH (POPMHPOBAHHA — HHQPOPMAIMOHHO-CIIPABOYHBIX
CHCTeM H 0a3 NaHHBIX 110 BCEM JOKYMCHTHBIM CHCTEMaM M HH(GOPMAIHOHHBIM
pecypcaM opraHu3aliu

praBJIeHHC IPOCKTaMH IOAAEPXKAaHMA B aKTyaJIbHOM COCTOSHMH €IHHOM
CHCTEMBI YIIPaBICHUS I[OKYMGHTaIII/Ieﬁ OpraHM3anuy, a TaKXe BCexX €€
AOKYMCHTHBIX CHCTEM

P YKOBOACTBO IIPOCKTaMH II0 MOJACPHH3AllMH H ONTHMH3AIIMH CHCTEMEI
YHupaBICHUA lIOKYMeHTaHI/ICﬁ Oopranu3aiii X1 MHHHMH3AIlHH PHCKOB B 3TOM

chepe

Heobxonumeie ymenus

Omnpenensate npHOpHTETHbIC HANpPABIECHHS Pa3BUTHS CHCTEMBI YHpaBJiICHUA
JOKYMEHTalMeEN OpraHu3aiuu

PaspaGarsiBaTe CTpaTeryio H MOJHTUKY OpraHH3aMH B Cepe YIPaBICHUT ee
JOKyMEHTaueH

BoiGupate mporpaMMHBIE IIPOAYKTHI, MCHOIB3yeMBIE B yIIpaBJICHHN
JOKyMEHTanue, " CHCTEMBI KOPIIOPATHBHOI'O ANIEKTPOHHOTO
JOKYMEHTO0000pOTa OpraHu3aluy ¥ 060CHOBBIBATH BEIOOD

Knaccupuuuposate mHQoOpMammio u  BEICTpamBaTh  HH(OPMAIHOHHO-
CIpaBOYHEIE 0a3hl TaHHBIX ¥ HHPOPMAIMOHHBIE CHCTEMBI OPTaHH3AIHHA

IIpocuuteiBaTh ¥ OLEHMBATH NOTCHUUATLHEIE PHCKH Cdephl YIpaBIcHHS

I[OKYMCHTaHHeﬁ B OpraHvsanyy 1 IpeaoTBpamares ux 60 MUHUMHU3HUPOBATH
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VYcTaHaBNHMBaTE  KpYyr  KOMICTCHIMM  PYKOBOAHTENEH  CTPYKTYPHBIX
IIOJpa3fieNieHui opraHMsaluy B cdepe YHpaBieHHSA AOKYMEHTaIlMeH BO
BBEPEHHBIX UM HOJpa3ie/ICHHAX

YcranarnuBaTh CPOKH HCIIOJIHEHHSA OOKYMEHTOB BO BCE€X JOKYMEHTHBIX
CHCTEMaX Opranu3anuu

Opranu3oBBIBaTh KOJUIEKTHBHYIO W MHIAMBALYAIBHYIO paGoTy pyKOBOAMTENEH
CTPYKTYPHBIX  NOApasIelcHHN  OpraHm3anMH B cbepe  yIpaBlleHHA
JOKyYMEHTalueHl

YIpaBiaTe B3aMMOJAEHCTBMEM CTPYKTYPHBIX MOIpas[eeHHM OpraHM3alMd B
cepe ypaBieHus JOKYMEHTALHEH

V3BICKHBAaTE pECYpCHl IJI1 Pa3sBHUTHS CHCTEMBl YHpaBIEHHS NOKyMeHTaIuel
OpTraHHU3aLHH

PazpabarrBaTe MepEI 10 MOBHIIEHHIO B(I)(I)CKTI/IBHOCTI/I paboTEl OpraHu3aIuy
9epe3 COBEPIICHCTBOBAHUE YIIPABJICHNUS €€ JOKYMEHTaIHel

OtcnexuBaTe H3MEHEHHS B HOPMaTHBHOI 6ase, pernaMeHTHPYIOMENR BOIPOCH
ynpaejieHAs nokyMeHTauuer B Poccuiickoit @enepamun

PykoBoauTh BHeIpeHHEM HOBBIX MH(POPMAIMOHHEIX TEXHOJOTHH H METOIOB
paboTHL B chepy YIpaBIeHUS JOKYMEHTAMEN OpraHu3alyH

Bri6upars Bus1 Hocutenet nH$opMarmy U GopMaTH XPaHEHHs 3TEKTPOHHBIX
JDOKYMEHTOB, OCHOBLIBAACH HAa IIEHHOCTH NOKYMEHTOB OpTaHHM3alliM M CPOKax
HX XpaHeHHs

HpI/IHI/IMaTB pemI€HUs 110 BOIIPOCaM YIIpaBJICHUA ,Z[OKYMCHTaIIKeﬁ Oopranusanuu
B CJIOXKHBIX W CIIOPHBIX CHTyallusaX

HeobxomuMeie 3HaHNS

CrpyxTypa oprasmM3alMM H e¢ pPYKOBOISIIMH COCTAaB, €ro (QyHKIMH H
pacnpezeneHue 00s3aHHOCTEH

Hanpasnenns [estenbHOCTH OpraHu3aliMi, (QyHKIHH e CTPYKTYPHBIX
nojpasJeNeHuH, creuuuKa UX JEATENBHOCTH H €€ JOKYMEHTAllHOHHOTO
obecreueHng

(DYHKIII/IH A IMTOPANOK B3aUMOJACHCTBHASA nonpasneneﬂnifl Opra”"usanuu

3aKoHONATeNbHEIE ¥ HOPMATHBHEIE IIPAaBOBBIE akThl Poccumiickoni deneparum,
UCIOJIb3yeMBIE B cdepe yIpaBleHHS IOKYMEHTaIlMel, a Takke B cq)epe
OCHOBHOH JIeITEIbHOCTH OpraHu3alluu

Meronuyeckue NOKyMEHTH! M HAIMOHAIBHBIE CTAHAAPTHL, HCIOJNB3yeMble B
cepe ynpaBieHHs JOKYMEHTAUKMEN OpraHA3ayy

Mexnyraponasie H 3apyOeXHBIE CTaHAAPTHI, CHEMU(HKAINH, TEXHHYECKHE
OTYETHl IO YIPABIEHHIO JOKyMCHTAaUHed M HH(OOPMALMOHHEIM TEXHOIOTHM,
HCIIOJIb3YEMBIM B YIIPaBICHAH

IlepenoBOii OTEUECTBEHHBIH, 3apYOEXKHBIM M MEXIYHAPOAHBIA ONELIT X HaydHEIE
pa3paboTku B cdepe yrpaBiieHHs JOKYMEHTaHeh

[paBuna mocTpoerMs M (YHKUHOHHPOBAHHS BCEX CHCTEM AOKYMEHTAIHH
OpraHH3amyH; cuenudrka GYHKIIMOHANPOBAHNS H IPAMEHEHHS KOKIOH U3 HUX

HpaBmIa H METOAbI IOCTPOCHHA I/IH(I)OpMaIII/IOHHO-CHpaBOTIHLIX CHCTEM
Opra’Hvsaniy, BKIO4as 6a3n1 JaHHBIX

PriHOK HHGOPMAHOHHBIX " TeIeKOMMYHHKAITHOHHBIX yCIyT,
HpPEeIOCTaBIIEMBIX cepe yIpaBIeHHS JOKYMEHTAIHENH

IIporpaMMHBIE TIPOAYKTHI, HCIOJNb3yeMbIE B YIPaBIE€HHH JOKyMEHTAIHEH, u
CHCTEMBI KOPIIOPAaTHBHOTO JOKYMEHTO000pOoTa

Bune nocuteneit nadopManmu u crenuuka UX IpUMEHEHHAS

Metomel mpOEKTHPOBaHHA M IUIAHAPOBAHHS pPaGOT, 4 TAKKE METOHOJIOTHUS
OPraHU3alHOHHOTO IPOEKTHPOBAHHUS

Tlopsanok pa3spaboTKM M YTBEP)KAEHHMS NEPCHEKTHBHBIX M TEKYIIHX ILIAHOB
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pa60T OopraHusaniuv, a TaKKE NOPAA0K IMIOATOTOBKH OTYCTOB 00 X HUCIOJTHEHUH

Meronsl anamu3a Imokasarenei ACIATCIBHOCTH IO BOIIpOCaM YIIpaBJICHHUA
I[OKYMCHT&IIPICfI OpraHu3alniy

TexHonornu u MCETOJIbI YIIPABJICHUS NICPCOHAJIOM Opranu3annu

Hpyrue

XapaKTCPUCTHKH

3.3.2. TpynoBas ¢pyHxkuus

YrpasneHue pa3paboTKoii JIOKATBHBIX v
OBEHb

HauMeHoBAKHe HOPMaTHBHBIX aKTOB OpraHH3allk¥ I10 Kox | C/02.8 (rxpo,uyponenb) 8

BOIIpOCaM YIIpaBJIECHHA €€ KBATHGUKALHH

JOKYMEHTauuei
I'Iponcxovxc):[eﬂne Opuruxan X | 3auMcTBOBAHO U3 OpHTHHEANA
TpynoBOi GyHKUMH

Kon PeructpanuonHslii
opHUruHana HOMep
npogecCHOHATLHOTO
cTagxapTa

TpynoBsie neficTBUS

PyxoBoncTBo pa3paboTkoif M BHEApPEHWEM JIOKAIBHBIX HOPMATHBHBIX aKTOB
OpraHU3allMy [0 YIIPABJIEHUIO TOKYMEHTAIMEH

PyxoBozncTBO pa3paboTkoli METOOWYECKHMX JOKYMEHTOB II0 BHEOPEHHIO H
HCTIOJTHEHHUIO JIOKATTFHBIX HOPMATHBHEIX aKTOB OpraHH3allMM II0 YIPABICHHIO
JOKYMEHTaluueHn

VYipapieHue COracOBaHHEM H/HIH yTBEPKAEHHEM JOKAIHHEIX HOPMATHBHBIX
aKTOB H METOAMYECKMX JOKYMEHTOB OpraHM3allMH, HCIIONb3yEMBIX B
YIIpaBIEHNH JOKYMEHTaHeH

PykoBozcTBO pa3paGoTKOM JOKAIBHBIX HOPMATHBHBIX aKTOB M METOAMYECKHX
JOKYMEHTOB OpraHH3allyi [0 BOIPOCaM OpraHW3alMK XpaHeHHs, 00ecriedeHHs
COXDaHHOCTH,  HCHONB30BaHHUA W  YHWYTOXKCHHMS  JHOKYMEHTOB €€
JOKYMEHTaJIBHOTO hoHaa

PykoBoacTBo  mocTpoeHHEM  HH(POpPMAIMOHHO-NIPaBOBOM  0a3shl  JJAHHBIX
OpraHu3alyu -

PykoBoZICTBO CBOEBPEMEHHOM aKTyalH3alMell JIOKaIbHBIX HOPMATUBHEIX aKTOB
OpraHM3anyH, HCIIOJIb3YEMBIX B YIIPABICHUH JOKYMEHTanue

Pa3paboTka Mep 110 NpeNOTBPAIEHHIO HIIM MHHEMU3AIMH PHCKOB, CBA3aHHEIX C
HECOBEPIICHCTBOM  JIOKAIBHBIX HOPMATHBHBIX aKTOB [0  YIIPAaBJICHHIO
JIOKyMEHTallHel opraHu3aliu

KoHcyneTupoBaHHe pPYKOBOACTBA OpraHH3aMH II0 BONIPOCAM IIPUMEHECHHS
JIOKAJIPHBIX HOPMATHBHBIX aKTOB OPraHH3alMH, MCIONB3YyEMBIX B YIIPaBICHHH
JOKyMeHTauuei

Heo6xonnMeie
YMEHHS

PykoBomute pa3spaboTko#f exwHOM NONMTHKH YIpaBJieHHs JOKyMeHTaIuelt
OpraHu3aluu

VYIpapiaaTe HPOEKTaMH Pa3pabOTKH/aKTyalu3alfy JIOKAIbHBIX HOPMATHBHBIX
aKTOB OpraHHM3alliH, HCIONb3yEMBIX B YIPaBICHAH JOKYMEHTAITHEH

IlpuMeHATs NpaBOBBIE HOPMEI IPH COCTABICHHM U O(QOPMIICHHH JOKATbHBIX
HOpPMAaTHBHBIX  aKTOB  OpraHM3allM¥, MCIONB3YEMBIX B  YyIpaBJICHHH
JOKyMeHTaue

PykosomuTes npomeccaMd H = KOHTPOJHMPOBATh IPOLEAYPHl  yHpABICHHUS
JOKYMEHTalNel opraHu3aiuu
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Bnagets  MHGQOpMANMOHHBIMH  TEXHOJIOTHSIMH,  HCIONB3YEMBIMH  IIpH
IIOCTPOECHHM MH(OPMALHOHHO-IIPABOBOM 6a3bl JAHHBIX OpraHU3aIHH

YIpaBnare NpoLenypaMH pacCMOTPEHHS, YTBEPKACHHS H/HIIH COTNIACOBAHHS
IIPOCKTOB JIOKAIBPHBEIX HOPMATHBHBIX aKTOB OpraHM3allud, HCIOIB3YEMBIX B
YIIpaBJICHAH JOKYMEHTAIHEH

PykoBomuTh akTyanmsaiueil JIOKAIBHBIX HOPMATHBHBIX aKTOB OPTaHM3alUH C
Y9€TOM BHEPEHHS KOPIOPATHBHOH CHCTEMBI SIEKTPOHHOTO JIOKYMEHT0000pOTa

OuenuBars ygacTe pyKOBOIZHTENEH CTPYKTYPHBIX IIOApasAeeHHil B mpoleccax
YIpaBIIeHUS JOKyMEHTaIIHe OpraHu3anyl

YcranaBnuMBaTek I8 KaXIOrO PYKOBOAHMTENS CTPYKTYPHOrO MOApasieleHHs
OpraHu3alMy IpaBa H OTBETCTBEHHOCTb, O0ECIICYMBAIONIKE BAHIIIOJHEHHE HX
¢yHKIMi B KOPIIOPATHBHOMN CHCTEME YIPaBIEHHS TOKYMEHTALMEH OpraHH3aliH

IlpocuMTHIBaTE  BO3MOXHBIE pHCKH, CBSI3aHHBIE C  HECOBEPIICHCTBOM
KOpIOpaTHBHOM  HOPMAaTMBHOM  0a3bl  OpraHM3allidl IO  YIPaBIEHHIO
JOKyMEHTalue#H, 1 IPeaOTBPaIaTh HX

IloBbimate  3Q¢EKTHBHOCTS  CHCTEMBI  ympaBieHHs  JOKyMeHTaudei
OpraHM3ali¥ B LEJOM H OTEIBHBIX CHCTEM JIOKyMEHTAIlWH OpPraHHM3alli¥ B
YaCTHOCTH ITyTEM COBEPIICHCTBOBAHHSA JIOKAIFHEIX HOPMATHBHBIX aKTOB

PykoBonuts ¢opMHpoBaHEEM M HCHOJB30BaHMEM JOKYMEHTAILHOTO (MOHAA
OpraHH3allii B COOTBETCTBHH C TPEOOBAaHMAMH MPABOBHIX HOPMATHBHALIX aKTOB
Poccuiickoii ®enepaiuy U ee TOKaIbHBIX HOPMATHBHEIX aKTOB

Heobxonnmere 3aKoHoaTeNbHbIE M HOPMATHBHBIE IIPaBOBBIC aKThl Poccuiickoit ®eneparum,
3HAHUA coaepxaiye TpeOOBaHMA K YIIPABICHHIO JOKyMEHTaI[HeH
Meropuueckie MOKYMEHTH M HAIMOHAIBHBIE CTAHAAPTEL, COJEpIKAMIHe
TpeOOBaHHUA K YHIPaBICHHIO JOKyMeHTanuel
Mexnynapomusle cTaHAapTsl, cnenMQUKANMM ¥ TEXHHYECKHE OTYETEHL
HCIIOIb3YEMEIE B cdepe YIpaBieHHs JOKYMEHTAIHeH
TpeGoBanus x CTPYyKType H CONEpP)KAHHMIO BCEX BHJIOB HOPMATHBHBIX AKTOB,
HCHOJB3YEMBIX B OpraHH3alliu
IlpaBuna ¥ mOpANOK COCTABICHHS, O(GOPMIICHHUS, YTBEPXKIEHHS M BHEAPEHHA
JIOKATBHBIX HOPMATUBHBIX aKTOB OPraHH3AIMH
IIpaBuna pazpaboTku U 0hOpMIIEHHS JOKYMEHTAIMH, pernaMcenmpyfomen BCE
aCIIEKTHI IEATENHHOCTH OpraHU3alliy
OyHKUNOHANLHOE HAIONHEHHE NESTEIBHOCTH CTPYKTYPHBIX IIOJpa3ieIeHIi
OpraHU3alliy ¥ UCIIOIB3YEMbIE B HUX CHCTEMBI JOKYMEHTALAK
Cocras pykoBoauTenel, OTBEYAIOMIHNX 32 CHCTEMBI AOKyMEHTAIIMH OPIaHH3ALHAH
B paMKaxX CBOHMX HallpaBJICHUH NeaTeNbHOCTH
OcHoBHbIE HHGOPMAIMOHHEIE TEXHONOTHH, UCHONB3YEMBE IPH HOCTPOSHHH
HHPOPMaNHOHHO-CIIPaBOYHOM  cHCTeMBI  (6a3Bl  JaHHBIX) OpPraHW3alHH,
coJiepaleil ee JIOKaJIbHbIE HOPMATHBHEIE aKTHI
HupopmanuonHo-npaBoBele 6a3sl NaHHBIX, HCIONB3yeMble B Poccuiickoi
Denepanun
TpeboBanus oxpaHsl Tpyxa '
HApyrne -

XapaKTEPUCTHKH




3.3.3. TpynoBast pyHKUHA

VYrnpagnesue AeATeNbHOCTBIO IO
| KOHTpOJIO (PYHKIMOHHPOBAHHUS BCEX VpoBeHs
HaumenoBanue | CUCTEM JIOKYMEHTAIMH OpraHU3aI[iU U Kox | C/03.8 (oypoBeHB) 8
€€ KOPIOPaTHBHOTO KB rKamH
JIOKyMEHT0000poTa

IIpoucxoxneHue TpyAoBoif
PyHKIM

Opurusan | X | 3aUMCTBOBaHO U3 OpHUTHHATA

Kon PermctpaumoHHsIi
OpHrHHaNa HOMep
Npo¢hecCHOHATEHOTO
cTaHnapTa

TpynoBsle neiicTpus

VnpaBneHue JeATENBHOCTBIO IO KOHTPONIO COOMIOAEHHS BBEIOpAHHBIX
TEXHOJIOTHH paboThl ¢ JOKyMEHTaMH OpPraHU3aI[MM B PaMKaX KOPIOPATHBHOM
CHCTEMB! YNpaBIEHHS INOKYMEHTaMH H OTIEJIbHBIX CHUCTEM JOKYMEHTAIUH
OpraHU3alun

PyKoBOACTBO [€ATENHHOCTHIO IO KOHTPOMIO COOMIOACHHS TpeCoBaHMit K
COCTaBJICHHIO M OG(GOPMIICHHIO JOKYMEHTOB OpraHM3allHd KaKk B paMKax
KOpIIOPAaTMBHOH CHCTEMBI YIpaBJICHUS JOKYMEHTAllMed OpraHH3alliH, TaK H
OTJIEJIBHBIX CUCTEM JOKYMEHTAIMH OpraHu3aly

praBJICHHC IIPOCKTaMH ONITHMHU3aAIINHN cocTaBa JOKYMEHTOB n
KOpHOpaTHBHOI'O HOKYMCHTOOGOPOTa opranv3anii 1 KOHTPOJIb HX pCaIn3aliiu

PykoBOACTBO MAEATENHHOCTHIO NHO KOHTPONIO (YHKIHMOHHPOBAHHS CHCTEM
aJIMIHHCTPAaTHBHOTO ¥ KOPIIOPATHBHOIO YIIPABJICHHS OPraHU3alu{

yIIpaBJIeHI/Ie CHCTEMOI KOHTPOJIAI HCIIOJIHCHHA IIOpy‘-ICHHfI PYKOBOACTBA
OpraHvsanyu 1 COGJIIOI[CHI/I)I CPOKOB NX UCIIOJTHCHU

PykoBoacteo JIeITEILHOCTHIO 1o KOHTPOJIIO s¢deKkTHBHOTO
GYHKIHOHAPOBAHAS KOPIIOPaTHBHOM CHCTEMBI 3NIEKTPOHHOTO
JIOKYMEHT0000pOTa OpraHu3aliH

PykoBOoACTBO AEATENBHOCTHIO IO KOHTPOJIIO UCHIONB30BaHKUS MHPOPMAIIMOHHO-
NpaBoBO# 6a3bl JaHHBIX OPraHU3AlHA

PykoBoACcTBO HeATENBHOCTHIO IO KOHTPOJIO IHPOIECCOB pa3spaloTKH M
BHEIPCHMST JIOKAIBHEIX CHCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa IO BCEM
HAIpaBIICHUAM [EATEIBHOCTH OpPraHU3allMy, BKTIOYas BBHIOOP ATHX CHCTEM H
OpraHu3aluu-pa3paboTanka

PYKOBO,I[CTBO ACATEIIBHOCTBIO II0 KOHTPOJXO COBMECTHMOCTH BCEX CHCTEM
QJICKTPOHHOI'O lIOKYMCHTOO60pOTa OopraHusaniu

P}’KOBOI[CTBO ACATEIIBHOCTBIO II0 KOHTPOJIIO DJKCITyaTallHH BCEX CHCTEM
JJIEKTPOHHOI'O lIOK}’MCHTOO60pOTa OpraHvsanuy, BKITIO4as BOIIPOCHI
obecrieuenus COXPaHHOCTH JOKYMEHTOB B 3THX CUCTEMaX, HX AyTCHTHYHOCTH,
JAOCTOBEPHOCTH U HAAC)KHOCTH '

PyKoBOACTBO JeATENFHOCTBIO IO KOHTPOMIO (YHKIIHOHMPOBAHMS CHCTEMBI
XpaHeHHs JOKYMEHTIPHOTO (OHIa OpraHM3aldé, €ro COXPAHHOCTH = H
HCIOJIb30BaHUS

Heobxonumele ymeHus

Y1paBisaTe NpoekTaMu 1o cOopy, aHAIN3Y, CHCTEMATH3AIHH M HCIIOIE30BAHHIO
CBEIICHUI 00 ynpaBleHUH NOKYMEHTallUeH OpraHu3aiii H KOHTPOJIMPOBaTh UX
HCIIOJIG30BaHHe

IIpencTaBnare pe3ynabraThl KOHTPOJBHOM M aHATUTHYECKOH JEATEILHOCTH IO
BOIIPOCAM YNIPaBJIEHHUs JOKyMEHTAIMEH PYKOBOAHUTENIO OpraHH3aliu
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Bectn yder mn3MeHeHMHT B 3aKOHONATENBHEIX H HOPMATHBHBEIX aKTax
Poccuiicko#t ®@enepanuu 1o BOIpOCaM yIpaBleHHS NOKyMEHTamued u
KOHTPOJIMPOBAaTH CBOCBPEMEHHOCTh BHECEHHA HM3MEHEHHH B JIOKAIBHBIE
HOPMAaTHBHBIE aKThl OpraHH3alliH II0 YIIPABICHUIO JOKYMEHTAIHEH

IlpocunTeBaTE  pPHCKH,  CBS3aHHBIE C  OpraHM3alMeil  KOHTPOIA
(GyHKIHOHMPOBAaHHMS CHCTEMBI KOPIIOPATHBHOIO JOKYMEHTOOO0POTA B LIETOM U
OTJEJBHBIX JOKYMEHTHBIX CHCTEM OpraHU3allii, H IPEIOTBPAIIATE HX

KoHTpomMpoBaTh  JOCTYn K  KOPHIODAaTHBHOM  CHCTEME  yHpaBlIeHHS
JOKYMEHTaIHEH OpraHu3alliy U €€ HCIOIb30BaHHe

IlpuHuMaTh peImIeHHs C y49eTOM KOHKPETHOH CHTyallMd IO BONpOCaM,
BO3HHKAIOMMM B XOJE KOHTPOJIBHOH IEATENHHOCTH B c(epe YIpaBlIeHHs
JOKyMEHTallHeH OpraHu3aliy

HeobOxomuMele 3HaHUSA

IpHHIKMIET B METONBI aHANM3a MOKa3aTelel eIATENbHOCTH, HCIONb3yeMble B
cepe yIpaBiieHUsS TOKYMEHTAlHEH OpraHu3aliy

llpaBuna ¥ MeTOABI KOHTPOJNA COOMIONEHHA NpaBHI H HOpPM B cdepe
yIIpaBJICHHS JOKYMEHTallHeH OpraHu3anuu

IlpaBuna u Meronbl oOOecHedYeHHs COXPAHHOCTH H  HCIOJNB30BAHHUS
JOKYMEHTAIbHOro ()OHAA OpraHUu3aluH

Tunosble ¥ UHAMBHIYaJbHbIE CPOKM HCIOJIHEHHS MOPYYEHHM DPYKOBOTHTEIS
OpraHU3alliy 0O JOKYMEHTaM BCEX CHCTEM JOKYMEHTAIIMH OpraHU3alUu

[IporpamMMHBIe IPOAYKTHL, HCHONB3yEMEIE B CHCTEMAaX KOHTPOJA AESTeIbHOCTH
OpraHHM3allii B cdepe ynpaBleHHs AOKYMEHTAMEH M KOHTPOJIS BHIIOIHEHHSI
NOPYYEHHH PYKOBOJIUTENS OPraHU3aIuH

Metononorus  mpoBexeHMsS ~— aHanM3a  OPOEKTOB  OPTaHM3aMH IO
COBEpHICHCTBOBAHUIO KOPIOPAaTHBHON CHCTEMBI YIpPAaBJIECHHS AOKYMEHTAIIHeH
OpraHU3alluyi U ONpPEeAETIeHHIO NX 3D PEKTHBHOCTH

Hpyrue
XapaKTEPUCTHUKU

3.3.4. Tpynosan ¢pynxuus

VnpasneHue npoekTamu Imo
BHEJIPEHHIO KOPIIOPaTHBHOM CHCTEMEI VpoBeHs
HanmeHoBasue | 3JIEKTPOHHOTO JOKYMEHTOOGOPOTA Kon | C/04.8 | (momyposenn) 8
OpraHu3aluy H pa3paboTKe CTpaTernu KBaIIMpHKaLmH
€€ pa3BUTHI

IIpoucxoxnerne TpynoBoi
byHKIHR

Opurunan | X | 3aUMCTBOBAHO W3 OpPUTHHANA

Kon Perncrpanmonnstit
OpHTHHaJIa HOMeEp
IpO(hEeCCHOHANTEHOTO
CTaHpgapTa

TpynoBsie neiicrBus

HHunpvposatne  BHEJPEHHS  KODHOPATHBHOW  CHCTEMBI  3NEKTPOHHOIO
JOKyMEHTOO60POTa B OPTraHH3allHU C YIETOM IOTEHIHAIEHOM SKOHOMHYECKOM
3} (PEKTHBHOCTH M BO3MOXKHBIX PHCKOB

PYKOBOI[CTBO IIPOBCACHHUEM aHaly3a U OLEHKHU ,Z[OK}’MCHTOO60p0Ta 10 BCEM
CHCTEMaM JOKYMCHTAIIMH, NOJJIC)KAINKXM BKJHOUYCHHIO B KOPIIOPAaTUBHYIO
CHCTEMY JJICKTPOHHOI'O ,IIOKYMCHTOO60p0Ta opram3aiun

PykoBomcTBO M opraHM3anusd NONTOTOBKHA TEXHHYECKOTO 3ajaHMs Ha
IPOCKTHPOBaHHE KOPHOPaTHBHON CHCTEMEI SJIEKTPOHHOTO JOKYMEHTOO60poTa
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B OpraHu3anvy ¢ y9eTOM NOTCHUHAILHBIX PHCKOB

Bribop KopmopaTHMBHOH CHCTEMBI  3JE€KTPOHHOTO  JOKYMEHTOOGO0pOTa,
COOTBETCTBYIOIIEH 3a7iauaM OpraHM3allii, H OpraHu3aliK-pa3paboTIanka

PykoBoncTBO pa3paboTkoif ypoBHeH IOCTyna pyKOBOAHTENEH CTPYKTYPHBIX
noApasfeneHuil OpraHu3anMM K HHGOpPMAlHHd B KOPIIOPATHBHOM CHCTEME
3JIEKTPOHHOT'O IOKYMEHTO000pOTa € YIETOM HX IPAB M OTBETCTBEHHOCTH

OneHKka NHIOTHOTO BHEAPEHHS KOPHOPaTHBHOH CHCTEMEBI BJIEKTPOHHOIO
JOKyMEHT0000pOTa B OpraHH3aliu

PyKkoBOICTBO NMpHEMKOH M IIOJHOMACIITaOHBIM BHEAPEHHEM KOPIOPATHBHOM
CHCTEMEI 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa B OpraHM3aluu

PyxoBoncTBo  opraHm3amueii 0Oy4eHHS ~ pyKOBOZHTeNed  CTPYKTYpPHBIX
moxpasfeeHuii  paboTe B KOPHOpPAaTHUBHOM  CHCTEME  3JIEKTPOHHOIO
JNOKYMEHTOO0OpPOTa KaK COCTaBHOM YacTH KOPIIOPAaTHBHOM  CHCTEMBI
yIIpaBleHHS JOKYMEHTAlMEeH OpraHnu3alu

Heo6xonumeie ymeHus

AHanmu3upoBaTh  MHPOPMAHMI0O O COCTOSHHMH CHCTEMBl  YIIPaBICHHUS
JTOKYMEHTaIlMeH opraHu3aluu

PykoBoaMTh IPOEKTOM IO COBEPHIIEHCTBOBAHHIO KOPIOPATHBHON CHCTEMBI
yIIpaBJlIeHHs JOKYMEHTALEeH OpraHu3aluu

PyKkoBOOMTP NPOEKTHPOBAHHEM H BHEIPEHHEM KODPIOPATHBHON CHCTEMBI
3JIEKTPOHHOT'O JIOKYMEHT0000pOTa OpraHH3aliy

Brifupare  ONTHManBHYIO  KOPIODAaTHBHYK0  CHCTEMY  SIIEKTPOHHOTO
JOKYMEHTO000pOTa, OTBEYAIOIIYIO 33/1a4aM OpraHU3alliH

Opranu3oBpiBaTe 00ydeHHE pYKOBOIMTENEH OpraHM3alMd COBPEMEHHBIM
MeToAaM paboThI ¢ JOKYMEHTaMH, BKIFOYas paboTy B KOPIIOPATHBHOM CHCTEME
3JIEKTPOHHOTO JOKYMEHT0000pOTa OpraHH3allii

HeobxonumMsie 3HaHUS

3akoHONaTeNbHBIE ¥ HOPMAaTHBHEIC IPaBOBHIE aKTHI Poccuiickoit Meneparmu,
HCIONB3yeMble B chepe yNpaBleHHS DOKyMEHTamuwedl W MHGOPMAIHOHHBIMU
TEXHOJIOTHSIMH YIPaBJICHHS

Mertonugyeckre DOKyMEHTH M HalHOHAJILHBIE CTAHOAPTHL, HCIOIB3YEMBIC B
chepe ympaeneHus mokymeHTauwed M HHOOPMANMOHHBIMM TEXHOIOTHSAMH
yIIpaBJIeHASL

HedcTByIomue MeXAyHApOIHBIE CTaHIAPTH, CHEUH(DHUKAIMH M TEXHHYECKHE
OTYETHI, UCIIONB3YEMBIE B cepe yIpaBieHHS JEKTPOHHOU JOKyMEHTalHel u
HHGOPMAIFOHHBIMY TeXHOJIOTHAMH YIIPaBJICHHS

HepenoBoii oTedecTBEHBEIH M 3apyOe)XHEIM ONBIT M HAyYHBIE Pa3pabOTKH IO
HPENOTBPAIIEHHIO/YCTPAHEHHIO TIOTEHITHANBHBIX PUCKOB B cdepe yIpaBIeHHS
SJICKTPOHHOH JOKYMEHTaNMeEH B OpraHu3alil

Merons mmanupoBaHus M peamuzanuu paboT o paspaboTKe M BHEAPESHHIO
KOPIIOPATHBHOM CHCTEMEI 3JIEKTPOHHOTO JIOKYMEHTO060pOTa B OpraHH3aiy

CoBpeMeHHBIE KOPIIOPAaTHBHBEIE CHCTEMBI 3J€KTPOHHOTO JOKYMEHTOOGOpOTa,
UCIONB3yeMEBIE B Chepe NeATeNbHOCTH OpraHW3aliM, d uX (YHKIHMOHAIbHBIE
BO3MOXHOCTH

PbIHOK 1porpaMMHEIX OpOINYKTOB, BKIIOYas CHCTEMBI 3IEKTPOHHOTO
JNOKYMEHTO000pOTa, H HHGOPMAIMOHHBIX YCIYT, IPENOCTABIAEMBIX IIO
HallpaBJICHAUSAM AESTEIbHOCTH OPraHU3aliy

PHHOK mporpaMMHBIX NPONYKTOB M OpraHM3alMd — pa3paboTuuKH
KOPIIOPATHBHBIX CHCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa, peJIEBAHTHBIX
3a/1a9aM OpraHu3alHn

Hpyrue

XapaKTCPUCTHKH




3.3.5. TpynoBas pynkuus

Crparerndeckoe IIaHUPOBAHHE H v
9 pOBEHB
OBOACTBO IIOCTPOCHUEM CANHOHU

Hanvenosarue | DY < OBOH ™ A Kon | C/05.8 (moxypoBeHs) 8

CHCTEMBI XpaHCHHUA JOKYMCHTAJIEHOTO KBAIH(HKALAA

(boHIa OpraHu3alum
[porcxoxcnerme TpynoBo OpuruHan X | 3aumMcTBOBaHO U3 OpUTHHAIA
$yHKIIH

Kon PerucrpanioHHEIH
OpHrHHaNa HOoMep
IpodecCHOHAIBHOTO
CTaHZapTa

TpynoBeie neiicTBus

Pazpa60TKa CTPAaTCIrvuy U IOJHUTHKU YIIPABJICHHUA XPaHCHHEM, HCIIOJIB30BaHHEM
H YHUYTOXXECHUEM NOKYMEHTOB NOKYMCHTAJIBHOIO (l)OHI_Ia Opranu3anun

OmnpeneneHue NPHOPHUTETHBIX HANpaBICHHH pa3BHTHA CHCTEMEI XPaHEHHS
JOKYMEHTAIBHOTO ()OHIa OpraHn3aliH

PykoBOICTBO IPOEKTOM IOCTPOCHHA HH(POPMAIIHOHHO-CIIPABOYHOM CHCTEMEI
JUIs1 XpaHEHUS M HCTIONIb30BaHHUS JOKYMEHTAIBHOIO (JOHIA OpraHu3auu

YHpaBJICHI/Ie IIPOCKTaMH COBCPIICHCTBOBAHUA CHCTCMBI XpaHCHHA
AOKYMCHTHOI'O (bOHI[a OpraHn3allui, a TaKXKeE €€ HCIIOJB30BaHHA B paMKaxX
ACATCIIBHOCTH OpraHHu3aliu

VipaBneHne NpoeKTaMy BHEAPEHUS HHOOPMAIIHOHHBIX TEXHOJIOTHH B CHCTEMY
XpaHEHHs NOKYMEHTaJlbHOro ()OHNAa OpraHM3alWMd M €ro HCIONB30BAHHS B
paMKax JIeSTeIbHOCTH OpraHu3aliy

anaBneHne REATCIIBHOCTBIO I_ICHTpaJIBHOf;I 3KCHCpTHOﬁ KOMHCCHH
Opra”Hu3annu

Heo6xomiMbie yMEHHS

PaspabateiBaTh  CTpaTeTHI0O M HONMTHKY  YOPaBIeHHS  XPaHEHHEM
JOKYMEHTaJIbHOr0 (OHJa OpraHM3alUH, €ro HCIOJh30BAaHUA B pPaMKax
JCATENBHOCTH OpPTraHW3allM¥ ¥ YHHYTOXKEHHS [JOKYMEHTOB C MCTEKIIMMH
CPOKaMH XpaHEHHT

PyxoBOAMTE IpOEKTaMH MOJEPHH3ALHMH CACTEMBI XpaHEHHs [OKYMEHTAIbHOIO
¢oHZa OpraHM3alMH, BKIIOYas IPOEKTHl BHEAPEHHS  COBPEMEHHBIX
HHGOPMAIHOHHEBIX TEXHOJIOTHI B IAHHYIO chepy AeATeIbHOCTH OpraHn3aliH

Hcnone3oBaTe IepenoBOi OTEUECTBEHHBIM, MEXIYHApOIHBI H 3apyOeXHBIR
ONBIT, HAKOIUIEHHBIM B cdepe OpraHu3alil XpaHeHHd, oOecIeuYeHusI
COXPaHHOCTH, HCIOJIF30BAHUSA M YHUYTOXKEHHS AOKyMEHTAIsHOro (oHza
OpraHu3auu

IlpenBuzieTs, ONECHHBATH H NPEAOTBpaIlaTh IOTEHIHATBHBIE DHCKH B cdepe
XpaHEHHd, MCIONb30BaHMS H YHHYTOXKEHHSI JOKYMEHTAIRHOrO (oHHa
OpraHu3aIuH

Knaccupunuposare  HHGOpPMAIMIO ¥ PYKOBOAHTH  IOCTPOECHHUEM
HHG(OPMaLMOHHO-CIIPABOYHBIX CHCTEM H 6a3 JTaHHBIX OPraHu3aluH

Heob0xoauMsie 3HaHus

3akoHOJaTeNBHBIE U HOPMAaTHBHBIE IPaBOBEIE akThl Poccmiickoit Penepauun
110 BOIIPOCaM apXHUBHOTO JAejia

Meroamndeckue JOKYMCHTBI H HaUOHAJIBHBIE CTaHAapThl IO BOIIPOCaM
ApXHUBHOIO acjia

IlepenoBas oTedecTBeHHAas W MEXIYHapOIHAsd HOpMaTHBHas 6a3a W IpaKTHKa
OpPraHM3alMH XpaHCHHH, OO0ECHEeYeHMs COXPaHHOCTH, HCIOJB30BAaHUI H
YHHYTOXEHHS TOKYMEHTaJIBHOTO (OHIa OpraHu3anuu

HpaBHJIa A MCTOABI COCTaBJCHHA, 0(b0pMH3HH$I, y4u€Ta, HCIHOJB30BaHUsd,
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XpaHCHHS H YHUYTOXCHHSA JOKYMEHTOB BCEX CHCTEM JOKYMCHTAITHH
OpraHu3aiu

IlpaBuia U MeTOABI KOHTPOISA COGMIOEHHS TpeGOBaHHME M HOPM B OGIACTH
XpaHCHMS M YHUYTOXEHHMS [JOKyMEHTanbHOro GoHIa opraHMsanuum u
IPOBE/ICHUS SKCIIEPTH3B! IEHHOCTH IOKYMEHTOB BCEX CHCTEM JIOKYMEHTALHM
OpraHu3anyu

Merogsl  mpoBenenus aHamm3a 3(QQEKTHBHOCTH CHCTEMBl XpaHEHHS
JOKYMEHTAILHOTO (GOH/Ia OpraHH3alny, 0600MeH s IONTYYEHHBIX Pe3yILTATOB

Meromonorus nocTpoeHnss HHGOPMALMOHHBIX CHCTEM M 6a3 JAHHBIX IIO
JAOKYMCHTaM OpPraHH3allid H TpeOOBaHHUA K HOPMAaTHBHOMY OOECIEUEHHIO HX
(GYHKIHOHHpPOBAHKS

Hn(opMauHoHHble TEXHOJOTHH, HCHOJB3YeMble B OpraHH3allii XpaHeHH,
obecrieueHuH COXPaHHOCTH, HCIIONB30BaHUS " YHHYTOXEHUS
JOKYMEHTAILHOTO (hOHZIa OpPTraHU3aIHI

Kpurepun 1neHHOCTM ¥ CpoXM XpaHeHHs JOKYMEHTOB BCEX CHCTEM
AOKYMEHTAIlMH OPraHW3auy U NPHHIMIE IPHHITH PEIIEHHA 0 BONPOCY HX
JaIbHEHIIETO XpaHEeHNs WJIM YHHYTOXKEHHS

IlppHUMOBI W METONBI  COBEPIICHCTBOBAHHS ~ CHCTEMBI  XpaHCHHS
JOKYMEHTAJILHOTO (pOHA OpraHu3aluH

Hpyrue

XapaKTePUCTHKH

IV. Cpenenns 06 oprannsanusx — pazpa6oTunKax npodeccHoHAILHOTO cTaHIapTa

I3

4.1. OTBeTcTBenHAN opraHM3anusi-pa3padoTank

HII «HammonansHas accomuanus O(I)I/ICHLIX CIICHHATMCTOB X aIMUHHUCTPAaTHBHBIX paﬁoTHI/IKOB», ropona

Mockga

Hupexrop

XmocreBa Jliomvuna Iletposra

4.2. HaumeHOBaHHsA OpraHu3anmAii-pa3spa6oTanKon

OOO «Cepguc cepruduxauuny», ropox Mocksa

000 «EspazXomauury, ropox Mocksa

OO0O «lleHTp 3KCIEPTH3HI ¥ cepTHHKAIMIY, ropog Mocksa

000 «Kazposoe arentctso «CE®-ITEPCOHAJT», ropog Mocksa

Bonrorpa,ucrcas{ TOProBO-IIPOMBINIJICHHAS I1J1aTa, ropon Bonrorpa,zl

OI'BIIOY «Konnemx MU Poccum», ropox Mocksa

NN RIWIN =

OI'bOY BO «Poccuiickuii rocyapcTBeHHbIIH T'yMaHUTapHLIH YHUBEPCHTET», ropo Mocksa

! O6mepoccuiickuii KIIacCHPUKATOP 3aHATHIA.
2 N
O6mepoccuiickuit KiracCHYUKaTOp BHAOB SKOHOMHYECKOH AEATENHHOCTH.
3 N . .
Enunerii kBanuQHKalMOHHbIN CIPAaBOYHHK JOKHOCTEH PyKOBOAUTENEH, CIIEIMATHCTOB U CITYKAIHX.

4
5

O6mepoccutickuit knaccuduxatop npodeccuii paboaux, KOMKHOCTEH CIIY)KalUX ¥ TapHQHLIX pa3psLaos.
O6mepoccuiickmii k1accudpukaTop crielUanbHOCTEH 110 o0pazoBaHmIoO.




