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II1. XapakTepucTHKA 00001EHHBIX TPYAOBBIX GyHkuuH

3.1. O606mennas TpyaoBas GyHKUNA

OKYMEHTAITHOHHOC obecIeucHue
HanmMeHoBaHME Hoxy 1 . Kon A YposeHn 6
yIpaBJIeHHS] OpraHu3alieH KBaIH(HKAHH
[TpoucxoxaeHue
p e . 3auMCTBOBaHO H3
000061eHHON TPy A0BO# Opurunan X
OpUTHHAJA
byHKIMHU
Kon PerucTpallMOHHBINH HOMED
OpUTHHama npod)ecCHOHATBHOTO
craHgapTa

Bo3smoxHele JIoKyMeHTOBENT
HauMEHOBaHUA Cl'IeIII/IaJ'II/ICT 110 yIIpaBJI€HHIO JOKYMEHTaAMH OpraHu3anin
IlOJI)KHOCTGﬁ, CI'ICI.II/IaJII/ICT 1o pa60Te ¢ JaHHBIMU JOKYMCHTHPOBAHHBIX cq)ep JCATCIBHOCTH
npodeccuit CremuanuCcT/5KCIepT — CTPYKTYPHBIX — MOAPAasfClHeHHH TIO  YHPaBICHUIO

JOKYMCHTaMH Opranusalliu

TpebOoBanus K
06pa3zoBaHUIO U
00y4YeHHIO

Briciee o6pazoBanue — 6akajiaBpuar

WA

Bricmee o6pasosanue (HenpoduiibHoe) — OakalaBpHaT U AOHOMHHTCILHOE
npodeccroHanbHoe 00pa30OBaHHe — IPOTPaMMBI npodecCHOHANBHOM
TIepEenoArOTOBKH 110 MPOGHIIIO AeATENBHOCTH

Tpebosanus K

OTIBITY

HPaKTHIECKOI

paboTHI

Oco0pie ycitoBus [Ipoxox/enne o0ydeHHs MepaM [O)KapHOH 6e30MacHOCTH’

pomycka k pabote | IIpoxoxaeHue 0Oy4eHns Mo OXpaHe TPy/a 1 NpOBEPKH 3HaHUA TpeboBaHMi
oxpaHs! Tpyaa*
Hanuuue coracus paboTHHKA O COOMIONEHUH YCIIOBUH KOH(UACHIHMAIBHOCTH
uHGOPMAIIHH, a TAKKE C MEPaMK OTBETCTBEHHOCTH 32 HX HAPYIICHHS (mpu
HE0GX0AMMOCTH)’

Hpyrue JIONOIHATENBHOE IPODECCHORATbHOE 06pa30BaHKe — POrpaMMBI IOBBITICHHA

XapaKTEPHUCTHKH KBaIM(UKAIHMY 110 TPOQHITIO JESTENLHOCTH HE PEXe OJHOro pas3a B TpH rofa

Z[OHOIIHI/ITGJ'H:HBIC XapaKTCpUCTHKH

HanmeHnoBanue Kon HanmeHOBaHHE 6a30BOM TPYIIIBL, JOIDKHOCTH (TIpOQeccHn) Ml
JIOKYMEHTA CHENHATBHOCTH
OK3 2422 CroelnuatucThl B 00JIaCTH NOJUTHKA aIMHHUCTPUPOBAHHA
EKCS - JlokyMeHTOBE
OKIIATP’ 21792 JlokymMeHTOBe/
OKCO® 7.46.03.02 | JloKyMEHTOBEACHHE ¥ aDXHBOBEICHUC

3.1.1. TpyaoBas pyHKIUsS

HaumeHoOBaHUE

Pazpa6oTka ¥ BHEAPEHHE JTOKANBHBIX VpoBeHb
HOPMATHBHBIX aKTOB B 00J1aCTH Kon A/01.6 (nomypoBeHs) 6
yIpaBlieHds. ZOKYMEHTaMH OpTraHH3aliH KBaIH(HKALUK




IMpouncxoxaeHune
TpyAoBoi GpyHKIMM

Opmmﬂan X 3auMCTBOBAHO U3 OpHruHaIa

Koxn PeructpanunoHHBIH
opuUruHaia HOMEP
podecCHOHATLHOTO
cTaHzapTa

Tpynosrie
JeicTBUA

HpOBCI{EHI/Ie aHalin3a JIOKAJIBHBIX HOPMATUBHBIX AaKTOB OpraHusaliiyv JJid
OIIpEACIICHUA HX COOTBETCTBHA HOPMAaTHBHBIM IIPpaBOBBIM aKTaM Poccuiickoit
d)enepauml B o0nacTu yIpaBJICHUA JOKYMCHTaMH OpraHu3alliu

[ToaroroBKa NPOEKTOB JIOKATHHBIX HOPMATHBHBIX AKTOB OpPraHU3alliH B 00J1acTH
yIIpaBJeHHs JOKYMEHTaMH OpraHH3aliu

AKTyamu3alys CHUCTeM KiIacCHQUKauH W HACHTHQUKAIWA JOKYMEHTOB
OpraHu3aIyu

COBCpHIeHCTBOBaHI/Ie CXEM MapuIpyTH3allil JOKYMCHTOIIOTOKOB OpraHvu3alun

@opmupoBaHME  NPEVIOKEHUNH 10  COBEPHICHCTBOBAHMIO  JIOKAIbHBIX
HOPMATHBHBIX aKTOB IO YIPABJICHHUIO JOKYMEHTAaMH OpraHu3aluu

KoncynetupoBanue paGOTHHKOB OpraHd3alldd I[I0 BONPOCAaM YIPABJICHHS
JOKYMEHTaMH, 3aKPEIUICHHBIMH B JIOKAJIbHBIX HOPMAaTUBHBIX aKTaX OpraHH3aluy

Oka3zaHnue METOIUYECKOM moMomu paGOTHHKAaM OpraHu3aluH 1o pabote c
pacHopsANTENbHBIMU JIOKYMEHTaMU

IMpencraBieHrne NPOEKTOB JIOKAIBHBIX HOPMATUBHBIX aKTOB OpPraHU3allMH B
00651acT yIpaBJIeHHus JOKYMEHTaMH OpraHH3aliy Ha COTJIACOBaHKE PYKOBOJCTBY
HOJpa3feicHus 10 YOPAaBICHHIO JOKYMEHTAMH M OKCIIEPTHOH KOMMCCHH
OpraHu3aluy

HeobxoauMeie
yMEHHS

[Tonp30BaThbCS MMOWCKOBBIMU CHCTCMaMHu, I/IH(i)OpMaI.II/IOHHBIMI/I pecypcamu,
Oazamu JaHHBIX B obmactu YyHpabpJICHHU JOKYMCHTaAMH OpraHuA3alliy

KJIaCCI/I(bI/IHI/IPOBaTL I/IH(l)OpMaI_II/IIO B COOTBCTCTBHHM C 3aJadaMH YIIPABJICHUA
JOKYMCHTAMU OpraHnu3alun

PaBpa6aTBIBaTB IIPEIIOKCHHAS 1o COBCPIICHCTBOBAHHUIO JIOKAJIBHBIX
HOpPMaTHBHBIX aKTOB OpraHu3aluy 110 YIIPaBJICHUIO JOKYMCHTAMHI

Co06:1r01aTh HOPMBI STHKH J€JI0BOr0 00IIeHHs

Heobxoaumeie
3HAHUA

HopmatuBHbIe npaBoBeie akThl Poccuiickoit ®eneparnuu B 001MacTH ynpaBiieHHs
JOKYMEHTaMH OpTraHu3aluu

HopmaTtuBHbIe 1IpaBoBBle akThl Poccuiickoit @enmepammu B obnactu
uHpopManny, WHOOPMAUHMOHHBIX TEXHONOTMH H 3alMTHl HMHQOPMAIHH,
HIEPCOHANBHBIX JAaHHBIX, IU(PoBO# TpaHCHOpPMaLHU

MCTOI[I/I‘IGCKPIC JOKYMCHTHI U HAIHOHAJIIBHBIC CTaHNAPTHI B obmactu YIIpaBJICHHUA
JOKYMEHTAMH OpraHu3aivu

JIokasgbHBIE HOPMAaTUBHBIC aKThI OpraHu3allni

@OyHKIUM, TMOJHOMOYMS M OTBETCTBEHHOCTh CTPYKTYPHBIX IOApa3lelieHuUi
OpraHu3anyu

HpaBHna H TOPAIOK COCTaBJICHHUA U Oq)OpMJIeHI/ISI JOKAJIBHBIX HOPMATHUBHBIX
aKTOB OpraHu3anuy, pEryaupyrommx pa60Ty €C MMOApasIACIICHHUA B obactu
yHapaBJICHUA JOKYMEHTaAMH OpraHnu3alliu

IlpaBmia cocTaBieHHss ¥ OGOPMIICHHS JIOKAJBHBIX HOPMATUBHBIX aKTOB,
OIPEICTSIOIMIX TOPA0K paboThl C JOKYMEHTAMH B OpraHA3alHH

Pernamenranus ICJIOMPOHU3BOICTBEHHBIX ITIPOIICCCOB

TpeboBanus oxpaHsl TpyAa

| Hpyrue

XapaKTCPUCTUKH




3.1.2. TpynoBas pyHKuus

OpraHu3anus J0KyMeHTHPOBAHHS Vposens
HauMeHOBAHKE | negreILHOCTH B OPraHU3aIHH Kon A/02.6 (momyposens) | 6

KBanuuKaLuy

[MpoucxoxaeHue
Tpya0BOH GYHKUMH

Opurmaan X 3aMMCTBOBAHO M3 OpUTHHANA

Kon PerncrpauyOHHBIH
OpUrHHaNa HOMep
npodeccHoHanbHOro
cTaHjapTa

Tpynossie
JIeficTBUA

Pa3paboTka yHHGOHIMPOBAHHEIX (OPM HOKYMEHTOB, HCIIONB3YEMBIX B obnactu
yIIpaBJieHus IOKYMEHTaMH OpraHn3aliy

Pa3paboTKa IpOeKTOB Tabes i anb6oMa yHUHIHPOBAHHBIX (GbopM JOKYMEHTOB,
HCTIONB3YEMBIX B ICATENBHOCTH OpPraHu3alyy

Ilonrotoeka HpeI[JIO)KEHI/Iﬁ 0 TCXHOJIOTHHU pa3pa60TKH IPOCKTOB TOKYMEHTOB H
€€ 3aKpeILICHUEC B JIOKAJIbHBIX HOPMAaTHUBHLIX aKTax opraHu3alnny

Pazpa6oTka 31eKTPOHHBIX OIaHKOB H JEKTPOHHBIX mabI0HOB JJOKYMEHTOB LA
HCTIONIB30BaHMs U pa3MelleHHs B CHCTEME 3JIEKTPOHHOIO JOKyMEHTO000pOoTa
OpraHu3alyu

KoHTponb cobmoiennst TpeOOBaHHH K IOATOTOBKE H OGOPMIICHHIO TOKYMCHTOB
¥ JIOKANGHBIX HOPMATHBHBIX aKTOB B 00JACTH YNpPaBICHHA JOKYMCHTaMU
opraHu3aiiy ,

OnruMu3anygsg cocTaBa JOKYMEHTOB OpraHu3anvid B COOTBCTCTBHH C €€
JAeATCIBHOCTBIO )

KonTponp mepeBoja B DIE€KTPOHHBIH BHA JOKYMEHTOB H JOKYMEHTHPOBaHHOM
yH(OPMalUH, CO3JaBacMOil B OpraHH3alKH

Heo0OxoauMmele
yMeHHUS

Pa6otars ¢ mabioHaMu JOKYMCHTOB B HH(i)OpMaHHOHHOﬁ CUCTCME Oprann3alnu

Pa6oTaTh C 271€KTPOHHBIMHU OJIaHKaMH JOKYMEHTOB

PaBpa6aTBIBaTI> INMCKTPOHHLIC OJaHKu 1 3JICKTPOHHBIE 11a0JIOHBI JOKYMCHTOB

PaspabateiBarh TpeOOBaHMS K HHGOPMAUMH H JQHHBIM, BKIIOYACMBIM B
JIOKYMEHTBI OpraHA3alii

Hcob30BaTh OpraHU3alliOHHBIE M TEXHUYECKHE CPEACTBA UL HEPEeBoja B
JIEKTPOHHEIA BUI JIOKYMEHTOB M  JOKyMCHTHPOBAHHOH uHpopManuu
OpraHu3aliu

Hcnonb3oBath OQUCHYIO TEXHHKY B paMKax CBOEH npoheccHOBANBHOR
JESTEIGHOCTH

HeobxoauMeie
3HAHUS

HopMaTHBHEIE TIpaBoBbie akTel Poccuiickoit deepanuu B o0JIacTH yIpaBieHus
JOKYMEHTaMH OpraHu3alun

Mertoanueckue JOKYMEHTBI H HaIlUOHAJIBHEIC CTaHIapThI B obnactu yIIpaBJICHUs
JOKYMECHTAMH opranusalyiv

HopMaTHBHBIE IIPABOBBIE  aKThI Poccuitckoii  ®enmepammu B obnactu
pHdopMaIMH, MHQOPMAIMOHHBIX TEXHONOrHH M  3aIMUTEHI HHpOpMaLHUY,
TepCOHATBHBIX IaHHbIX, H(POBOH TpanchopMaluH

HpaBmIa COCTaBJICHHS pa3IMYHEIX BUIOB JOKYMCHTOB

O61mue TpeboBanms K 0OPMIIEHHIO TIOKYMCHTOB, B TOM 1HCJIC OPraHU3allAOHHO-
PacHopsIUTENLHON JOKYMEHTALUH

[IpaBuna paboThl C JOKYMEHTaMH, COJAEpKalMMH KOH(QUIEHIHATEHYIO
HHQPOPMALHIO

Tlops10K GyHKUHOHUPOBAHHS HHGOPMALIHOHHBIX CHCTEM B 00J1aCTH YIIpaBJICHHS
JIOKyMEHTaMH OpraHu3alun




CTpyKTypa OpraHM3aliid H MOPANOK PAacmpe/ielieHHs MOTHOMOYHH B obnactH
co3maHMs NOKYMEHTOB MEXAy €€ CIPYKTYPHBIMH IOAPA3ZCNCHUAMH U
JIOJDKHOCTHBIMH JIMIIAMH

BunoBoii cocTaB JOKYMEHTOB OpraHM3aluK

HpaBnna COCTAaBJIEHHS TEKCTOB JOKYMEHTOB OpraHu3alli

HpI/IHHI/IHBI M METOAbl YIOPAAOUYECHHS COCTaBa JOKYMEHTOB OpraHusanuvy H HX
JaHHBIX

KpI/ITCpI/IIrI OII€HKH KaucCTBa co3/1aBacMOM JOKYMCHTallHH

Apyrue
XapaKTCPUCTHUKH

3.1.3. TpyaoBas yHKuHs

HauMmeHOBaHUE

Opranu3zauns JOKyMEHTo000poTa B YposeHb
OpraHu3aluy

Koxa A/03.6 (nomyposens) | 6
KBanuUKaLuH

[MpoucxoxaeHune
TpyAOBOH QyHKLUMH

OpurmHan X 3aMMCTBOBAaHO U3 OpHUTHHAIA

Kon PervcTpaudoHHBII
OpUrHHAJA HOMEpP
npoecCHOHATLHOTO
cTasjapTa

TpynoBeie
nelcTBUA

BhIIOJIHEHHE ONEpaliil IO MPeABAPUTEILHOMY PAaCCMOTPEHHIO M PErHCTpalliK
JOKYMEHTOB OpraHHM3alllH

BezeHHe PEeTHCTPALMOHHBIX M YUETHBIX (JOPM JOKYMEHTOB OpraHH3aliu

OcyIIICCTBJ'ICHI/Ie BHYTPCHHEr0 KOHTPOJIA nepegadyd  XOKYMCHTOB MECXKAY
YPOBHIMH yIpaBJICHUA H HUCIIOJHUTENAMH B OpraHu3alii

Pa3paGoTKa NpeJIONKEHHH MO TNOPAAKY COTJIAaCOBAHMS M YHOCTOBEPCHUA
JOKYMEHTOB B OpraHH3aliy

IIpoBefeHMe aHamM3a HH(QOPMALMOHHBIX M JOKYMEHTAIMOHHBIX TOTOKOB B
OpraHM3aliH

[loaroToBKka NpeIoXKeHHi Mo (OPMUPOBAHHIO MapIIpyTOB M IOArOTOBKA
MapIIPYTHBIX KapT ABMIKEHUS JOKYMCHTOB B OpraHu3aliu

TloAroToBKa IpeIosKenuii 0 GOPMHPOBAHKIO (YHKIHOHATBHBIX TpeOoBaHHI
CHCTEMBI EKTPOHHOTO JOKYMEHTO000pOTa OpraHu3aluy

Pa3paboTKa TEXHOJIOTHH paboThl ¢ KOHUICHIHATLHBIMH TOKYMECHTAMH

Pa3paGoTKa TEXHONOTHH paboThl € JOKyMECHTaMH M uHdpopManyesi B
OpraHu3aliH

Heo6xoauMble
yMEHHS

Co3ziaBaTh 4 UCIONB30BaTh METAaHHbIE JIOKYMCHTOB B IPOLECCE HX JABIKEHHUS
1 00pabOTKH B OpraHU3alny

KoHTpomMpoBaTh BHINOJIHEHHE IPOLENYP JABMKCHUA H 00paboTKH JOKYMEHTOB,
HICIIOIB3YEMBIX B 00JIACTH YTpaBJICHHs JOKYMEHTaMU OpraHu3allii

BecTy yueT u aHanu3 00beMa TOKYMEHT0000pOTa OPraHu3alli B COOTBETCTBHE
¢ MHCTPYKIeH 10 JIETIONPOM3BOJICTBY OpraHu3aui

TOTOBUTH NpENIOKEHAS MO0 (GOPMHPOBAHUIO IAPaMETPOB paboOThl CHCTEMBI
37IEKTPOHHOT0 JOKYMEHTO000pOTa OpraHu3aliiK

OpFaHI/ISOBBIBaTB B3aHUMO/ICHCTBHUE l'IOleBBlICIICHI/Iﬁ opraHusandu B mpouecce
pa3pa60T1<H W MCIIOJIHCHUS Pa3JIMYHBIX BUJOB JOKYMCHTOB

COSIIaBaTIJ 0a3pl JAHHBIX IO JIOKyMEHTaM O NeATeIbHOCTH Opranu3anun H
OCYIIECTBITD KOHTPOJIb MX BCACHM




Co31aBaTh CHCTEMY HHACKCALINM JJOKYMEHTOB OPraHHM3allii U UCTIOJIB30BATh €€ B
uHGOpMaIMOHHO-CIIPABOYHBIX HETIX
Heobxonumeie HopMaTuBHEIE TIpaBoBEIe akThl Poccuiickoit Denepaluy B o6acTu ynpaBJIeHHs
3HAHUA JOKYMEHTaMH OpraHu3aluy
HopMaTMBHbIE I[paBOBbIE aKThl PoccHiicKo# degepannn B obnactu
uadopManuy, HHPOPMAIMOHHBIX TEXHONOTMH H  3alIUTHI uHbOpMAIHH,
NepCOHATbHBIX JaHHBIX, I(POBOH TpaHChOpMAIHH
MeToamueckie JOKYMEHTHl H HallMOHATBHBIE CTAHIAPTHL B 0071aCTH paboTHI ¢
JOKYMEHTaMH ¥ MHGOpMalleii B OpraHu3auyu
JlokanpHble HOPMAaTHUBHBIE aKThI OPraHU3alUuH
TIpaBria paboTH ¢ JOKyMEHTaMU OPTaHH3alAH, yCTAHOBJICHHEIC €€ JIOKAIBLHEIMH
HOPMAaTHUBHBIMH aKTaMH
OYHKIMH, TOJTHOMOYHS M OTBETCTBEHHOCTh PYKOBOJICTBA OpraHH3alli H ce
CTPYKTYPHBIX OJpa3/e/ieHHH
OyHKIMOHAILHEIE OCOOEHHOCTH CHCTEMBl JIIEKTPOHHOTO JOKyMeHT0000poTa
OpraHu3aliH
TIops/IOK M COflepyKaHue IPOTENYP 1O paboTe ¢ TOKYMEHTaMH OPraHU3ali 1 HX
JAHHBIMH
Hpyrue -
XapaKTCPHCTHKH

3.1.4. Tpynosas pyHKuHs

IIpoeKTupoBaHHe, BHEPEHHE H PA3SBHTHE
HaMMeHOBAHKE | (ycTeMBI DNEKTPOHHOTO JOKyMEHTO000pOTa

VposeHn
(oLypoBEHE) 6
KpaTH(UKALUU

Kon A/04.6

[MpoucxoxacHue
TpyaoBoi GyHKLIMK

Opuruzan X 3apMCTBOBAHO M3 OpHrMHANIA

Kon PeructpallMOHHBI
OpHTHHANa - HOMep
npodecCHOHANBEHOTO
cTaHJAapTa

Tpynosbie
neficTBUA

IIpoBesieHre aHalu3a ACHCTBYIOMIEH CHCTEMBl YIPaBICHHA JOKYMEHTaMH
OpraHM3al|y JUls ONPENENCHUs 3a/a4 0 ee aBTOMATU3alMH, MO/ICPHU3AIIHH,
uudpoBoit TpaHchopMaLyH

TToAroTOBKA TEXHMYECKOTO 3aj[aHis HA BHEJAPEHME OTCYCCTBEHHOH CHCTEMEL
3JIEKTPOHHOTO IOKYMEHT0000pOTa B OPTaHM3AIMH B paMKaX CBOMX KOMITETCHIMH

PazpaGotka OIOK-CXeM, ONHCBHIBAIOLIMX OM3Hec-TIPoLeCCH  OpraHu3aluy,
IPOLECCH ¥ MPOLIEAYPHI 110 YIPABICHHIO JOKYMEHTaMH OpraHu3aiiy

Knaccudukanus, HHICKCHPOBaHUE TOKYMEHTOB W MX NaHHBIX, HE0OXOIMMBIX
JUIS OCYIIECTBIEHHs [POLECCOB CO3/aHHs M BBOJA B CHCTEMY SJIEKTPOHHOIO
JOKYyMEHT0000pOTa

BHeceHne NPEIIOXKEBHHA IO KpHTEpHSM BbIOOpa OTEUECTBEHHOH CHCTEMBI
3JIEKTPOHHOI'O JI0KyMeHT0060pOoTa JUIs OpraHu3aiy

OCYIIICCTBJICHI/IC TECTHPOBaAHUA pa60TI>I CUCTEMBI 3JICKTPOHHOTO
I[OK}’MCHTOOGOPOTEI U OIpecHAcCHUE 3alaq o €e ajanranuu K cneun(bm(e
CHCTEMBEI YIIpaBJICHHUS JOKYMCHTaMH opranu3anyu

MeToanuecKkoe CONPOBOXICHHC IIpoLECCCOB BHCApEHUA H JKCINTyaTaln
CHCTEMBI 3JICKTPOHHOI'O lIOKYMeHT0060p0Ta B opranu3anuu

HeobxoguMeble
yMEHHS

[Ipomsoguts  0OpaGOTKy ~ JOKYMEHTOB  H JIAHHBIX:
CHCTEMATH3aIIMIO, HCIIOJIb30BaHKE, XpaHCHUE, YHUYTOXKCHUC

perucTpantio,




HpI/IMeHSITB METOAOJIOTHIO OPraHU3allMOHHOI0 HPOCKTHPOBAHUSA IIPA aHAIU3E
CHCTCMBI YIIPpaBJICHUA NJOKYMCHTaAMH

HpeIlCTaBJ'ISITL pe3yiIbTaThl aHAIK3a IPOLCCCOB YIIPAaBICHUSA OOKYMCHTAMHK
Opra”Hu3alyu B Fpa(i)I/I‘IeCKOM BHJIC

BoisaBiars IIPAOPUTETHEIC HaIlpaBJIICHUA aBTOMaTHU3allnH YIIpaBJICHUA
JOKYMCHTAaMHU B OpraHu3anun

IIpuMeHSTH CHCTEMY 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa I BHINOJTHEHUS
JCJIONPOU3BOACTBEHHBIX OllepaLuil

OuenuBars 3(1)(1)€KTI/IBHOCTB Meponpnxmﬁ II0 aBTOMATH3allMH YIIPABJICHHUA
JOKYMEHTAMH B Oprann3anuu

HeobxonuMmeie HopmatuBHble mpaBoBble akThl Poccmiicko#t ®Denmepamnu B obacTu
3HaHUA uHopManuy, HWHPOPMAIMOHHBIX TEXHONOTHH M 3alMTH HMHQOpMauuy,
IePCOHAIBHBIX NaHHBIX, MU(POBOH TpaHChOpPMAlMH, YIIPaBICHAS JOKYMEHTaAMH
OpraHu3aluu
MexyHapoHble H HallMOHAIBHBIE CTaHIApTHl B 00JIaCTH  yIpaBlICHHUA
JOKYMEHTaMH
Croco0ObI cHCTEMaTH3alUU JaHHBIX O JEATENbHOCTH OpraHH3alud
Ipuniunel dopMUpOBaHKs IPOLECCOB OpraHU3alUH
Metoapl HCCIICAOBAHWA, AaHANM3a, MPOEKTHPOBAHHA U Pa3sBUTHS CHCTCMBI
yIpaBJIeHUs! JOKYMEHTaMHU B OpraHu3aluy
IIporpaMMHbIE NPOAYKTHl IO ABTOMATH3allMM YNPABIEHHS HIOKYMCHTaMH B
OpraHu3aluu
DyHKIMOHAIBHBIE  OCOOCHHOCTH  Pa3sNHMYHBIX  OTEYECTBCHHBIX  CHCTEM
5JIEKTPOHHOTO JOKYMEHTOOOOPOTa, HCIONB3yeMbIX B 00JACTH YIPABICHHUS
JOKYMEHTaM¥ OpraHu3aluu
Hpyrue -
XapaKTEPUCTHKH

3.1.5. Tpynosas dynkuus

OcymiectBienne HHGOPMaIOHHO- YpoBeHb
HaumenoBaHye | CIIPABOYHOM PabOTHI C JOKYMEHTAMH Kox A/05.6 (nomyposerr) | 6
opraﬂugannu KB.':UII/I(l)I/IKaHI/II/I
Hponcxoxaetitte Opuruban X 3aMMCTBOBAHO U3 OPUTHHAIIA
TpyzoBoit QyHKIUH
Kon PeructpaltiOHHBIN
OpHryHaja HOMED
npo¢geccHoOBaNBHOTO
cTaHzapTa

TpynoBeie
| JeHCTBUA

®opmupoBanue TpeOoBaHHH K HMH()OPMALMOHHO-NIOMCKOBHIM  CHCTEMaM
CTPYKTYPMPOBaHHBIX [AaHHBIX JIOKYMEHTHPOBaHHBIX cep JeATENbHOCTH
opraHu3aIyu

(I)opanOBaHne H BCACHHUC 6a3 JAHHBIX O JCATCIIBHOCTH Oprann3alnuy

®opmupoBanye TpeOOBaHUMN K pa3rpaHUUeHHIO YPOBHEH J0CTyna pabOTHHKOB K
JaHHBIM O JEATENILHOCTH OPraHU3alldi B COOTBETCTBHH C BBIIOJHAEMBIMH MU

byHKUHAMH

IIpenocTaBIeHHe OCTYNA K CTPYKTYPUPOBaHHBIM JaHHBIM JIOKYMEHTHPOBaHHBIX
cep AeATENHHOCTH OpraHM3alluy

PazpaGoTka opM npeicTaBIcHUs MHHYOPMAIIUH O JIEATEILHOCTH OpraHu3aluy




IToaroroBKka OTYETOB M AHAIMTHYECKHX CIPAaBOK PYKOBOACTBY IO BOIIpOCaM
yIpaBJIeHHs JOKyMEHTaMH B OpraHHu3aluH
IMonck ® mpemoCTaBlieHWe HH(POpPMAlUM O CTPYKTYPHPOBaHHBIX JAHHBIX
JOKYMEHTHPOBAaHHBIX cdep AeITeNbHOCTH OpraHM3aliM 10  3aIpocam
pabOTHUKOB OpraHu3aIyu
HeobxoauMele PaGoTaTh ¢ HCTOYHHKaM# HH(OPMAIIUH, BBISBIISATH KDHTEPUH €€ OLIEHKH U 0TOopa
YMEHHUS IoxOupars, CHCTEMaTH3UPOBaTh U KJIACCU(HIUPOBATh CTPYKTypPHPOBaHHBIE
JaHHbIE JOKYMEHTHPOBaHHBIX cdep IEATENbHOCTH OpraHH3allMM IO
OIpeICIEHHBIM KPUTEPHIM
Co3jaBaTh, aIMMHHCTPHPOBATh W WCIIOJH30BAaTh JOKYMEHTHI M HX JIaHHEBIE B
Pa3IMYHBIX 00JIACTAX AEATENBHOCTH
Odopmists HHGOPMALHMIO B HATTSAHOM CHCTEMAaTH3HPOBAHHOM BHIE B
COOTBETCTBHH C NPeIbIBISCMbIMU TPCOOBAHUIMU
PaGorath ¢ 97eKTpOHHBIMH 0a3aMH [aHHBIX M CHCTEMOH 3IEKTPOHHOrO
JIOKyMEHT0000pOTa OpraHu3alix
Heobxomumble MeTtoquyeckue JOKYMEHTHl M HAllMOHANBHBIE CTaHAAPTH B 006JIacTH paboTHI C
3HAHUS JOKYMEHTaMH U HHpOpMaIeil B OpraHA3aluy
IIpaBuiia, MOpsAoK GOpMHPOBaHHUS U yueTa 06a3 JaHHBIX OpraHM3alluy
OcobenHocTH (GYHKIMOHHPOBAHUSA  CIIPABOYHO-HHGOPMAIMOHHBEIX M
MH}OPMAIHOHHO-TIONCKOBBIX CHCTEM OpPraHU3alluM
T[TopsgoK JoCTyNa K pa3iMYHBIM KaTeropHsaM HHPOPMAIlMA B OpraHU3alni
Cnoco6sl mony4eHust HHYOPMAIUH U3 pa3IMYHbIX HCTOYHUKOB
dopmel mpeacTaBneHus HHGopManul 0 KX 0COOEHHOCTH
[TpaBuna cocraBjieHHs U OGOPMIIECHHS OTYETOB, O0030POB, AHAIMTHYECKUX
CIIPaBOK
TexHonorus paboTsl ¢ JOKYMEHTaMH U HHOpManuei orpaHiu4eHHOro JI0CTyna
Hpyrue -
XapaKTePUCTHKH

3.1.6. Tpynosas pyHxkuusa

OcyIiecTBIIEHHE KOHTPOIIA IIpoliecca H YpoBeHb
HanMmenoBanue | CPOKOB MCIIOJIHCHHS JOKYMCHTOB B Kon A/06.6 (momyposens) = 6
oprasn3alnyn KBaNupHKaLHU
Hponcxov)x ACHHC Opurunan =~ X 3auMCTBOBAaHO U3 OpHTUHAA
TpyZHOBOH QYHKLMK
Kon PeructpalliOHHBIH
OpUTHHANA HOMeEp
npo¢ecCUOHATILHOTO
cTaHaapra

Tpynoseie
JIEUCTBUSA

IToctanoBka JOKYMCHTOB H HOpy‘-ICHI/If;I PYKOBOJICTBA OpraHu3allii Ha KOHTPOJIb

OCYH.IGCTBJ'ICHI/IG BHYTPCHHETO KOHTPOJIA HCIIOJTHEHUA TOKYMCHTOB Opranu3anun
HECKOJIBKHUMH UCIOIHUTEIMH, YCTAHOBKA OYEPEAHOCTH UX HCIIOJTHCHHS

KOHTpo/E 5TaloB BHIMOJHEHWs PEINCHHI MM ONepanui, 3aQUKCHPOBAHHEIX B
JIOKYMEHTax

MOHI/ITOPI/IHI‘ X0Ja HCIOJIHEHHSA H CTaTyca JOKYMEHTOB B ITPOLECCE pa60n,1 C
HHMH B OpraHu3anun

Pa3paboTka TpeGoBaHMI K IPOTOKOJAM KOHTPOJBHBEIX 3amUced 00 omepamusix,
HPOM3BEIEHHBIX C JOKYMEHTaMH B OpraHu3aluy

KoppeKTHpOBKa CPOKOB UCIIONTHEHHUS JOKYMEHTOB B OpraHH3alHH
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CHATHE JOKYMEHTOB U OPYYECHHH PYKOBOJACTBA OPraHU3allMH C KOHTPOJIA
[ToAroToBKAa AHATHTHYECKHX CIPABOK O COCTOSHHH HCIOJIHHTEILCKOH
JUCHHUIUTAHEI B OPraHu3aliy
Heob6xoaumMeie BHOCHTP JaHHBIE O CPOKax W CHelMGHKE MCIOIHEHUS IOKYMEHTOB B
yMEHHSA KOHTPOJIBHBIE KapTOTEKH H aBTOMATH3HPOBAHHBIE CHCTEMBI  KOHTPOJIA
OpraHH3alldi B  COOTBETCTBHE C HOPMAaTMBHBIM  IPaBOBBIM  aKTOM,
OpTraHH3alMOHHO-PACIIOPAUTENIBHBIM  JTOKYMEHTOM — HIIH pe3ormonHen
PYKOBOIMTENS
AHanmu3upoBaTh HHGOPMAIIHIO O XOJIE ¥ pe3ybTaTax HCIIOJHEHHS TOKYMCHTOB B
OpraHu3alyiu
Pa3pabarbiBaTh IIepedHH JOKYMEHTOB OpraHM3allii ¢ THIIOBBIMHM CPOKaMH MX
HCTIOJTHEHUS
OnpefensTh BHAB H NOPSZOK KOHTPOMS HCIOJHHTEIHCKOH JIMCIMIUIMHBEL B
OpraHu3alyu
Heobxoaumeie HopMaTuBHBbIe MpaBoBble akThl Poccuiickodi Penepalliy, yCTaHABIMBAIOIIHC
3HaHUs THITOBLIE CPOKH HCTIOJHCHUS TIOKYMEHTOB
ITopsamok onpezeseHus CPOKOB UCTIOJHEHHS JOKYMEHTOB B OpraHu3aliuy
MeToIuKH BEACHHUSA KOHTPOJIS HCIIOJTHEHHS JJOKYMEHTOB
[lopsgok  BHECEHHs  pPE30JIOLMI  PYKOBOJMTENS  OpraHuMsallii B
PETHCTPALMOHHYIO POpMY
TexHOMOrHYeCKHe 3Tanbl paboThl € Pa3IMYHBIMM KaTeropusAMU JOKYMEHTOB
OpraHu3alliH
[TopsiI0K HCHIOTHEHMS JOKYMCHTOB B OpraHH3alyH
YcnoBHs CHATHS JOKYMEHTA C KOHTPOJIA B OpraHu3aliuy
Hpyrue -
XapaKTEPUCTHKH

3.1.7. TpynoBas GyHKIHs

OpraHuzanys XpaHeHHs JOKYMEHTOB B VposeHs
HanMeHoBanye | OpraHU3alMy U I€peaaqy /el Ha Kox | A/07.6 (TonypoBeHs) 6
apXHUBHOE XpaHCHHUE KBaIM(QHAKALMA
XOXKIE )71
TpoucxoxicHite TPYA0BO OpuruHan X 3adMCTBOBaHO M3 OpHTHHANA
dyHKIUN
Kon PeructpailiOHHBIA
OpHTHHAJIA HOMED
npodecCHOHANBHOrO
craHgapTa
Tpynoseie KOHTpOJIb KOMILIEKTOBAHHS JIOKYMEHTOB B JI€NIa U OpraHu3aris uX XpaHCHUA B
JeHCTBUSA HoJpa3eeHusaX OpraHu3anyu

KOHTpOJ'H: cO3JaHHs U BEACHUS CIPABOYHO-IIOUCKOBBIX CpCACTB I10 JOKYMCHTaM
u 0a3aM JaHHBIX, XpaHAIMMCS U BEAYIIHMCA B IIOpa3aCI€HHUAX opranusanuu

CocTraBjieHHE, BeEHHE HOMEHKJIATYPEI JIe]l OpraHu3allui 1 HTOTOBOM 3aIIMCH K
HeH

HpOBepKa JAaHHBIX O COXPAaHHOCTH CO3JJAHHBIX B opraHu3aivn JOKYMEHTOB Ha
Pa3sINIHbIX HOCHUTCJIAX

KOHTpOJ’HJ BBIJIaYX B ONEPATHBHOC 1OJIL30BAHHC JOKYMEHTOB OpraHu3alii H UX
BO3BpaTa

HpOBelIeHI/IC IKCIIEPTH3Bl LEHHOCTH JOKYMEHTOB B COCTaBC C-)KCHepTHOﬁ
KOMHCCHH OpraHu3aigvn
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IIpenoctaBnenne JOKYMEHTOB MM MX CKaH-KOIMH Ul OTBETOB Ha 3allPOCHI
HOIpa3/ieNieH il OpraHu3aiuy 1 (elepalbHbIX OPraHOB HCIIOJHUTEILHON BIIACTH

IloarotoBka JOKYMCHTOB JUIA IIEPEAaqN B apXUB WA Ha YHHUYTOXKCHHUE

Heobxoaumsie
yMEHHSA

IlpuMeHATE HOMEHKJIATYpY A€l CTPYKTYPHOTO IOAPA3/JEIECHHS M CBOJIHYIO
HOMEHKJIATYpY AeJl OpraHu3aliy, UTOTOBBIC 3alMCH K HUM

HaCTpaI/IBaTB ImapaMeTphl pa3iclIoB HOMCHKIIATYPBI A€JI B CHCTEME JJICKTPOHHOI'O
I[OKYMCHT0060pOTa OpratHu3anyu

CucTeMaTH3MpoBaTh JOKYMEHTHl W HH(popMaimio 6a3 JaHHBIX, (GOpPMHpOBATH
JIeJ1a B COOTBETCTBUM C HOMEHKJIaTYpo# e OpraHH3alii

OcCyInecTBIIATE NOKCK JOKYMEHTOB H HX JAHHBIX B IIPOLECCE TEKYIIEr0 XPaHCHUS
B OpraHu3aliy

OCyIiecTBIATh  METOAMYECKOE  PYKOBOACTBO  OpraHM3allded  XpaHeHHs
JOKYMEHTOB M 6a3 JaHHBIX B CTPYKTYPHBIX NOJpa3sIeleHHSX OpraHu3alud,
OKa3bIBaTh MM IPAKTHUECKYIO IOMOIIb

KoutponupoBath (OpMHpOBaHHE, XpaHCHHE M Iepefady Jel B apXuB
opraHu3alim

KonTtponupoBaTh apxXuBHpoBaHHe 0a3 AaHHBIX CTPYKTYPHBIX IOJpa3sIeieHHl
opraHu3aiim

IlogroraBauBaTe OINHCH JOKYMCHTOB M J[JAHHBIX, IIEpCAaBACMBIX B apxXHB
OpraHu3alii WK apXUBUPYEMBIX Ha HOCUTCIN

[IpOU3BOAUTE KCHEPTH3Y LEHHOCTH JOKYMEHTOB OpPraHM3allMH W WX JAHHBIX,
OTpe/ieNIATh CPOKU XpaHEeHUs

O6ecreunBarh  3alATy  JOKYMEHTOB W JAaHHBIX  OpraHU3allMd  OT
HECAHKIIHOHUPOBAHHOTO HOCTYIIA HIIM YHHYTO)XKEHHS

Heob6xonumele
3HAHUS

HopmarmBHble mpaBoBele aKkThl Poccmiickoit @enepanum B obnactu
uHdoOpMalMM, HHPOPMALMOHHBIX TEXHOJNOTHH H 3amuThl HH(pOpMALUH,
IIePCOHATBHBIX AaHHBIX, HH(poBoH TpaHCHOpMalHH, apXUBHOTO Jiesia

Meroaudeckue JOKYMEHTE M HAIlHOHATBHBIE CTaHAAPTHI B 0061acTH paboTHI ¢
JOKyMeHTanuel 1 nHdopMalueil, apXuBHOIO Jeia

IMpaBuiia paboThH! ¢ JOKyMEHTaMH OpraHW3alUH, YCTAHOBJICHHBIE €€ JIOKATbHBIMU
HOPMATHBHBIMH aKTaMH, Y4€THOH IOJIMTHKOR

IopsamoKk H coAepXaHHE IPOLEAYP OPTaHH3allMHM OIEPATHBHOTO XpaHEHUS
JOKYMEHTOB M MX JIaHHBIX, IIOATOTOBKH K Il€pe/iade B apXHB OPraHU3alluy KA
apXMBHPOBAHHIO HA HOCHTEIAX

Meroauka pa3pa60TKH U BE€IEHUSI HOMCHKJIATYpPBI A€)I OpraHu3aliny, B TOM YHUCIC
B CHCTCME €€ DJIEKTPOHHOI'O I[OKyMeHTOOGOPOTa

IIpaBuna cucTeMaTH3aUUd ¥ KJIacCHOHKAUMH JOKYMEHTOB, KOIMPOBAHMS
nHpOpMaLUU

Oco0eHHOCTH XpaHeHHs 3JICKTPOHHBIX JJOKYMEHTOB

KpHTean OoIHpeJecHU IICHHOCTA OTOKYMCHTOB H HUX MAHHBIX IJIA 0T6opa Ha
JaypbHEHIIee XpaHEHHUEC WIN YHUYTOXKCHUC

Hpyrue

XapaKTePHUCTHKU

3.2. O6o6mennas TpyaoBas pyHkuns

PyKkoBOJCTBO I€ATENBHOCTBIO
HanmeHnoBaHue | IOJPa3/IENICHN 110 YIPaBICHHUIO Kon
JIOKYMEHTaMH OpraHu3ailHu

VYpoeens
B kBaTHUKanuy 7




ITponcxoxaenue

3aMMCTBOBaHO U3

00001meHHO# TPy A0BOH Opurunan X
FA— opHruHana

Kon PeructpalioHHBIH HOMED

OpUTHHANIA npo¢ecCHOHANTBHOTO
CTaHzapTa

Bo3mMoxHbIE PykoBouTeb NMoApa3Ae/icHus 10 YIPaBICHHIO NOKYMEHTaMH OpraHH3aliu
HaUMEHOBaHUA (nemapTameHTa, ypaJieHHs, CIy>KObI, OTJeNa)
,Z[OJI)KHOCTGﬁ, P}’KOBOI[I/ITCIIB oTaciia IIo pa60Te C JaHHBIMHA HOOKYMCHTHPOBAHHBIX C(bep
npodeccuit JIEITENbHOCTH OpraHU3alliH

TpeGoBanus k
00pa3oBaHuUIO U
00yueHHIO

Bricmiee o6pa3oBaHue — MarucTparypa

WK

Briciee o6pazoBanue (HEMPO(UIBHOE) — MarucTpaTypa H J0NOIHUTENBHOE
npodeccuoHatbHOe 00pa3oBaHie — IPOrpaMMbl TPodeCCHOHAILHOM
TIEPENOATOTOBKY O NPOPUITIO AEATENEHOCTH

TpeboBanus K
OIIBITY
MpaKTU4ECKOH
paboThl

He menee TPEX JIET B obiactu JOKYMCHTAIITHOHHOT'O obecreueHus OpraHu3alii

Ocobsbie ycnoBus
J0ImycKa K pabore

ITpoxoxaeHue 00ydeHH MepaM IToKapHOH O€3011aCHOCTH

[IpoxoxaeHue o0y4eHHs 10 OXpaHe TPya H IPOBEPKH 3HAHMSA TPEOOBAHMIA
OXpaHBI TPyZa

Hamuuaue coracus paboTHHKA 0 COOIIIOICHUH YCTIOBHI KOHGHICHIMAIBHOCTH
uH(OPMaIlKH, a TAK)KE C MepaMH OTBETCTBEHHOCTH 32 MX HapyIleHHe (Ipu
He0OXOIUMOCTH)

Hpyrue
XapaKTEPUCTHKH

JlononuuTesbHOE MpodeccHoHaTbHOE 00pa3oBaHHe — IIPOrPaMMBI IOBBIICHHS
KBaM(HUKAIMA B 00/1aCTH YIpaBICHHSA JOKYMEHTAMHU HE PEXE OHOTO pa3a B
TPH TOjia

HOHOJ’IHI/ITCJII:-HHC XapaKTCPUCTUKHA

HanmeHnoBanue Ko HaumenoBanue 6a30B0ii rPyIIIbI, JODKHOCTH (TIpodeccn) Ui
JOKYMEHTA CHEeNHATFHOCTH

OK3 1219 Vupasisnomue ¢uHaHCOBO-3KOHOMUYECKOH H aIMHHMCTPATUBHOM
JEATEIBHOCTHIO, HE BXOAIINE B IPYTHE TPYIIILI '

EKC - HauansHuk otena (61opo, rpymibl) (B IPOMBIILICHHOCTH)

OKILATP 24695 Havanpnuk otaena (puUHAHCOBO-3KOHOMHUYECKOIO U
aJIMHUHHUCTPATHBHOTO)

OKCO 7.46.04.02 | JlTokyMeHTOBECHHE H apXHUBOBE/ICHHE

3.2.1. TpynoBas pynkuus

HaunmenoBanue

IIpoucxoxaeHne
TpyAOBOH QyHKLIUH

Oprasm3anys JeITENEHOCTH YpoBeHs
oIpa3/IcJICHUs 110 YIIPaBJICHUIO Koxn B/01.7 (moxypOBEHD) 7
JOKYMEHTaMH KB HKALHH
Opwrusan X 3anMCTBOBAHO M3
OpHIUHala
Kon PeructpaunoHHEI HOMED
OpHTHHAIA npoecCHOHAIBHOTO

cTaHgapTa
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TpyznoBeie
neicTBusd

Onpenenenne uenei, 3agad 1 QYHKIMA NOJpa3IEICHHUS 0O YIPABICHUIO
JOKYMEHTaMH OpraHU3allii H ero pabOTHUKOB

PacripesienieHre  JOJDKHOCTHBIX — OOs3aHHOCTEH — Mexay — paboTHHKaMu
T0pa3/IeJIeHus 110 YIPABICHUIO IOKYMEHTaM# OpraHu3aluy

Paspa6oTka JOKaJbHBIX HOPMATHBHBIX aKTOB II0 YIPABICHHIO JOKYMCHTAMH
OpraHH3alli} U JIOJDKHOCTHBIX HHCTPYKIIHI €€ pabOTHHKOB

HJ’IaHPIpOBaHI/IC OCATCIBPHOCTH NOMYHHEHHOI'O0 MNOApasACiCHHus C  YUYCTOM
PallHOHAJIIBHOT'O pacHpeac/ICHUA pa60T u obreMa IPOU3BOACTBEHHBIX 3aa4
OopraHu3ainuy

KOHTpOJIB JCATCIIBHOCTH pa60THHKOB noApa3faciiCHUA 1O yIIPaBJICHHIO
JOKYMCHTAMH OpTranu3alun

HpOBeI[eHI/IC Mep0HpI/IﬂTI/Iﬁ Imo 1'[01160py nepcoHala Ha 3aMENICHUE BAKaHTHBIX
ZlOJ'DKHOCTeI?I MMOAUYUHEHHOI0 MoApasaciCHUA

PaspaGotka rpadpuka oOy4eHHs H NOBBINICHHS KBaTH(pHKAIuu DPAOOTHHKOB
[IOAYMHEHHOTO MOJpa3/IeJICHUs] OpraHHu3allui

Kontpons coGmonenus pabOTHHKaMH — IIOAYUHEHHOTO  MOJPA3JICIICHUS
Tpe6oBaHMI OXpaHBl Tpy/Ja, TPYAOBOH MMCLMIUIMHBL, INPaBHI BHYTPEHHCTO
TPYAOBOTO PACIOPSIKa H JIOKAIbHBIX HOPMAaTHBHBIX aKTOB OPTaHM3aIlMH

Onpenene}me l'IOTpe6HOCTI/I HOAYMHEHHOI'0 IOAPA3ACICHUSA OpraHH3ailiu B
o6opyn03aHnn, IIpOorpaMMHOM 06eCHC‘-ICHI/II/I, MaTCpHAIBHBIX H (bHHaHCOBBIX

pecypcax

[IOArOTOBKa NpeMIOKEHHH MO0 MOAEPHU3alHMM paGodmX MeCT pabOTHHUKOB
ToJpa3/ie/IeHHs 110 YIPABIEHHIO JOKYMEHTaMH OpraHH3alKH

OHCHKa 3(1)(1)CI(TI/IBHOCTI/I JEATENIbHOCTH IOAYMHCHHOIO  IOAPasACiICHUSA
OopraHu3aln

HeoOxonuMeie
yMEeHHS

O6ecnieunBaTh B3aUMOIECHCTBHE noapa3acACcHUsA 110 yIpaBJICHHIO JOKYMCHTaMH
opraHm3aiuu O CTPYKTypHBIMH noapasaeacHuAMHA U JODKHOCTHBIMHM JUIIaMHA
opraHu3anmn

OfecrieynBaTh palMOHAIBHYIO 3aIpy3Ky M PpacCTaHOBKY IOTYHHCHHOTO
TepCOHala C Y4eTOM KBaTU(HKAIWH, 06HEMOB H CIIOXKHOCTH PaboT

VYcTaHaBiuBath U KaXKA0H (yHKIMH pabOTHHKA CIyXObl MO yHpaBJICHHIO
JOKYMEHTAMH OpraHM3allid [paBa H OTBETCTBEHHOCTb, O00ECHEYMBAIONIHE
KOPPEKTHOE BHIIIOJIHCHHE TOH (DYHKIMU B paMKax JesATeIbHOCTH OpraHA3aliy

HpI/IHI/IMaTI) Mephpl 10 YCTPAaHEHHIO HCAOCTAaTKOB B pa60Te MMOAYHMHCHHOI'O
CTPYKTYPHOTO oaApa3ICICHUA Oprafnu3aliiu

OlLEHHBaTh KAyeCTBO BBHIIONHEHHBIX IIOUMHEHHBIM NEPCOHAIOM paboT o
yIPaBJICHHIO TOKYMEHTAMH OpraHu3aluy

KoHTponmpoBaTh coOMIOACHHEe B IOJpa3JeseHn TpeOoBaHHH OXpaHbl TPyZa,
TPYIOBOH [UCUMIUTHHBL, NPABHI BHYTPEHHETO TPYJAOBOrO pacnopsaka H
NOKaJILHBIX HOPMATUBHBIX aKTOB OpraHU3aIii

OHpClIeJI}ITI: NPHOPUTETHHIC HAMPABIICHHA pasBuUTHA IIOOpPA3JCJICHUA 110
YIpaBJICHUIO JOKYMCHTaAMH opraHvsannuu

Pa3pa6aTbIBaTb MEpbl 1O MOBLIMICHHIO S(b(l)eKTI/IBHOCTI/I JCATCIbHOCTH
pa6OTHI/IKOB HOJUAHEHHOrO MoJApa3AcIICHUA opraHnu3annni

BHC}IpSITB HOBBIE TEXHOJIOIHH H METObI pa60T1>1 B J€ATCIBHOCTD NIOJYHHCHHOT O
noApasacICHUs OpraHu3aiii

Heobxoaumeie
3HAHHA

HopmaTtuBHble TpaBoBeie akThl Poccumiickof ®enepanuu B obmactu
nadopManii, WHOOPMALMOHHBIX TEXHOJIOTHMH M  3allAThI uHpopMaLy,
epCOHATBHBIX JaHHBIX, IM(POBOH TpaHCPOPMALIMH, YIPABICHAS H0KYMCHTaMH
OpraHu3aLHiu
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MeToudeckie TOKYMEHTH H HalMOHAILHBIE CTaHAAPTH B 00JacT paboThl ¢
JOKYMEHTaMH ¥ HH(GopMaLueH, apXHBHOTO JeTa

IIpaBuna cocraBneHHs H OQOPMIEHHS JIOKANBHBIX HOPMAaTHBHBIX aKTOB,
ONpe/Ie/MOMKX  IPaBOBOE  IIOJNIOKEHHE  CTPYKTYPHBIX HoApasfieieHu |
pabOTHUKOB OpraHU3alUy

CTpyKTypa OpraHu3aiiy, e¢ NoJpasieienns i PabOTHHKY, 3a/IEHCTBOBAHHBIC B
TpoIeccax YIpaBIcHHs JOKYMEHTaMH OpraHu3aliu

OcoGeHHOCTH  perlaMeHTan  TpyAa  pabOTHHKOB  TIOMYHHEHHOTO
T0/ipas/ieNieHus OpraHu3alum

Oyuknud paGOTHHKOB OPTaHM3allM¥ M MOJPA3JIENeHus IO  YHPaBICHUIO
JOKYMEHTaMH, a TakoKe HOJYHHEHHBIX €My CTPYKTYp

l'[paBnna HOpMHMpPOBaHUA Tpylla U pacucTa SIBOYHOH YHCICHHOCTH II€pCOHAla
noapasAcjiCHus 110 yIpaBJICHUIO JOKYMEHTaMH OpraHu3ali

TpaBua opraHu3auiy pabodnx MecT pabOTHHKOB OpraHH3aliH

MeToauku yHnpaBJICHUA IIEPCOHATIOM opraHu3aninu

TpeGoBaHus OXpaHbl TPy

HpaBI/IJIa OpraHu3aifHOHHOI0 IIPOCKTHPOBAHKA JJIAA Oopranu3aiuu

Hpyrue
XapaKTEPHCTHKH

3.2.2. TpyaoBas pyHKIHS

- Pa3pa6oTKa NOJNMTHKH yIPaBICHHASA
HanmeHosanue - IOKyMEHTaM¥ OpraHH3aluH

VpoBeHb
Kon B/02.7 = (nomypoBeHsb) 7
. kBanuUKaUUU

[MpoucxoxaeHne
TpyaoBo# PYHKIHH

Opurunan =~ X 3auMCTBOBAHO U3 OPUTHHANA

Kon PerucrpaunoHHbIH
OpUTHHANA HOMEp
npodecCHOHATLHOTO
CTaHmapTa

Tpynossie
JIeHCTBHA

Onpeneneﬂne Hal'IpaBJ'ICHI/Iﬁ IOJIUTHKH YIIPABJICHHUS JOKYMEHTaMHM OopraHHd3allin

PyKOBOJCTBO pa3pabOTKOH JIOKAIBHBIX HOPMATUBHBIX aKTOB OpPraHu3allii B
COOTBETCTBHH C €€ IIOJIMTHKOM yIIpaBJIeHUs JOKYMEHTaMH OpraHu3aliiy

CornacoBadue, YTBEPKIACHHUE JTOKAIbHBIX HOpPMAaTUBHEBIX aKTOB opraHusanuu 1o
JOKYMCHTHBIM CHCTCMaM Opradmnsaiyu

OpraHm3alisl  KOHCYJIBTHPOBaHHS Pa0OTHHKOB OpraHu3alMy MO BOTPOCAM
[IPYMEHEHNs JIOKAIBHBIX HOPMATHBHBIX AKTOB M WCIOJIb30BAHMA METOMUK
yIIpaBJieHus JOKYMEHTAaMH OpraHU3aliy

Opraﬂnsamm aKTyalnu3aly JIOKaJIbHBIX HOPMATUBHBIX aKTOB U MCTOAUICCKUX
JOKYMCHTOB OopraHysalyi 1no YIIpaBJICHHUIO JOKYMCHTaMH Oopraiu3anun

HeobxonuMeie
yMEeHUS

HpI/IMCHSITI) IIpaBOBbIC HOPMBI JUIA COCTaBJICHHA H 0(1)0pMJ'ICHI/I$I JIOKAJIBHBIX
HOpPMAaTUBHBIX dKTOB OpraHnu3alunu ‘

OpFaHI/BOBI:-IBaTB JeATCIIbHOCTD pa6oqnx Tpynn 1o IOATOTOBKC IIPOCKTOB
JIOKAJIbHBIX HOPMATHBHEBIX aKTOB opraHusaiuu 110 JOKYMEHTHBLIM CUCTCMaM

OpI‘aHI/I30BBIBaTB paccMOTpCHUC, 06CY)K,IIGHPIC, YTBCPXKIACHHE H COrjiaCoBaHuc
MPOEKTOB JIOKAJIbHBIX HOPMaTHBHBIX dKTOB OpraHusanui, MOCBAMICHHBIX
TOJIUTUKE YIPaBJICHUA JOKyMCHTaMH

T[IpuMeHATs MepHI, 00eceYnBaIONINE BEITIOIHCHHE TpeOOBaHUM, 3aKPEIUICHHBIX
B JIOKAJIBHEIX HOPMATUBHBIX aKTax 110 YIIPaBICHHIO JOKyMEHTaMH OpraHu3arii
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HeoGxonumeie HopMmatuBHEE TpaBoBhle akThl Poccuiickodt QDenepaunu B obnactu
3HaHHUA pHpopManuy, HHPOPMAIMOHHBIX TEXHOJNOTHH M  3allHThI uH(pOpMAaLKY,
TIepCOHANBHBIX JaHHBIX, H(poBO TpaHchopmalyy, yIpaBleHHs JOKYMCHTAMH
OpraHu3aluH
Meroaudeckue JOKYMEHTHI W HAIHOHAIBHBIE CTaHIAPTBI, COIEPXKALIHC
Tpe6oBaHKs K OPraHH3al|y YNPABIEeHUs JOKyMEHTaMU OpraHA3aliy
TUmOBBIE ¥ TPHMEPHBIE MOJOXCHHA M MHCTPYKUMH B OONAcTH YIpPABJIECHHS
JOKYMEHTaMH OpraHu3aluu
TpeGoBaHus K CTPYKTYpe H COJEPKAHMIO OTACHBHBIX BHJIOB JIOKAIBHBIX
HOPMAaTHBHBIX aKTOB
IIpaBuia pa3paboTKH ¥ OQOPMIICHUS TOKYMEHTOB
TIOpAZOK O3HAKOMJICHHS PaGOTHHKOB C JIOKANBHHIMM HOPMATHBHBIMH aKTaMH
OpraHu3alHuy
TpeGoBanus OXpaHbl Tpyaa
Apyrue -
XapaKTEPUCTHKH

3.2.3. TpynoBas dpyHxuust

ITocTpoeHre CHCTEMBI yIIPABICHUSA YposeHb
HauMeHOBAHHE | noxyMeHTAMH OPraHH3AIUK Kon | B/03.7 (noypoBEHE) 7
KBamH(pUKaLK
TIpoucxoxaeHue
. OpuruHan X 3auMCTBOBAHO M3 OpHIHHANA
TpynoBoit QyHKIMK
Kon PeructpalioHHBIH
OpHIHHANIA HOMEp
1po¢eCCHOHATIBHOTO
cTaHgapTa
prHOBLIC HpOBClIeHI/Ie aHann3a XapaxkTepa ﬂeHOBOﬁ JEATEIbHOCTH OpraHu3anny, cC
JICHCTBUS IIPABOBBIX, PECYPCHBIX H TEXHOIOTHIECKHX BO3MOXKHOCTEH

VY CTaHOBJICHHE PHCKOB, BIHSIONIMX Ha JIETOBYIO ACATENIBLHOCTD OpraHM3allMh B
IIeJIOM, M PHMCKOB, KOTOPHIMH MOXHO YNpPaBIATh MOCPEACTBOM YIPaBICHHUA
JOKYMEHTaMH

BpissiieHHE COOTBETCTBHA XapaKTCPUCTHK JOKYMCHTHBIX CHCTCM opraHu3anuu
TpeGOBaHI/ISLM K HaJC)XHOCTH, 0€30I1aCHOCTH, COOTBETCTBHIO, KOMIIIEKCHOCTH H
CUCTEMHOCTH

HpI/IMeHeHI/IC KOpIopaTuBHBIX CTaHAapTOB JOKYMEHTHBIX CHCTCM OpraHU3alluH B
yHopaBJICHUN JOKyMEHTaMH opraHusanmnn

KOOp)II/IHaIII/ISI JIEeATCIBHOCTH 1o CO3JaHuIo Hu COBEPIICHCTBOBAHHIO
JOKYMCHTHEIX CHCTCM OpraHu3arniun

TIpoBefieHHE MEPONPUATHI [0 B3aHMOJCHCTBHIO nojipa3eNcHull OpraHu3aluu
TIpH pelIeHAM 33a4 B 0071aCTH YNIPABJICHUA OKyMEHTAMU OpraHusaliy

KoHTponb (yHKUMOHHPOBAHUS CHCTEMBI YIPAaBIEHHS NOKYMCHTAMH M HX
JAaHHBIMH OpTaHU3alluH

HOIIIle)KaHI/Ie CHCTEMBI YIIPABICHUS JOKYMEHTaMH Opranu3aluy B aKTyAJIBHOM
COCTOSSHUHA

BHe/peHne COBPEMEHHBIX METOJIOB, CPE/ICTB 00PabOTKHU uHGOPMAIIMH ¥ JaHHBIX
B paMKaX pealn3aldMl CKBO3HOM TEXHONOTMM CHCTEMBI  YIpPaBICHHA
JIOKyMEHTAMH OpTraHHu3aluu

PYKOBOI[CTBO CO3JaHUEM CHUCTCMBE! YIIPABJICHHUA JOKYMCHTaMH opraHu3alliy
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PykoBoacTBO pa3paboTKoil JOpOXKHBIX KapT peIleHHsd 3ajad B 00JacTH
IIOCTPOCHHUS CHCTEMBI YIIPABJICHHS JOKYMEHTaMH OpPraHH3aldH

Ompenenenve  ¢yHKUUH,  BBINOJHAEMBIX  CHCTEMOH  3JIEKTPOHHOTO
JOKYMEHTOO00POTa OPraHH3aliy, U €€ aKTyaIn3alus

[InaHnupoBaHHe KOHCYIBTHPOBaHUS pabOTHUKOB IO BOHpocaM paboTel C
JIOKYyMEHTHBIMH CHCTEMaMH OpraHu3alium

HeobxomMble AHanu3upoBaTh MepeJOBON OTEUECTBEHHBIH M 3apyOeXHbI OmbIT B 00yacTH
YMEHHUS yIpaBJIEHUs] JOKYyMEHTaMH OpraHu3aliu
OGOCHOBBIBATH IIOJIOKEHUSI CTpATETHH Pa3BUTUS M IONUTHKU OpraHU3allMM B
o6acTy ynpaBieHHs JOKYMEHTaMH OpraHU3alil
IlpousBoauTs aHamM3 HHPOpPMALUM O COCTOSHHU CHCTEMBI YIIPaBJICHUS
JIOKYMEHTaMH OpraHu3aluu
BHOCHTP apryMEHTHpPOBAaHHBIE OPraHM3allMOHHBIE U  TEXHOJOTHYECKUE
IPEUIOKEHUS 110 OpPraHU3allid M COBEPLICHCTBOBAHUIO CHCTEMBI YIpaBICHUS
JIOKYMEHTaMH OpraHu3aluu
OOecneuynBaTh B3aUMOJEHCTBHE IMOApAa3AETCHUN OpraHM3alWU II0 BOIpOCaM
paboThl ¢ JOKYMEHTHBIMU CUCTEMAMU
OnexuBath 3pHEKTUBHOCTH IPOLIECCOB YIPABIEHUS JOKYMEHTaMH OpraHu3aliy
Onpenensits ¢GbyHKUHH, BBIITOJTHSEMBIE cucTeMoi ANEKTPOHHOTO
JOKYMEHTOOOOPOTa OpraHM3aliy, U OTCIICXKUBATH €€ aKTYaJIH3aLHIO
IlpuHuMaTh pelleHHs B CJIOXHBIX M CIOPHBIX CUTyalMsIX B paMKax CBoOel
npod)eCCHOHATIBHOHN e TeIbHOCTH
Pemate 3a7aud HOPMATHBHOTO M METOJMYECKOr0 OOECIECUCHHS YIIPABICHUS
JIOKYMEHTAaMH OpraHU3aluu
Heobxoaumebie Hopmarusuble mpaBoBele akThl Poccmiickoii @emepamuu B obiacTH
3HAHUSA uHpopMalud, WHPOPMAIMOHHBIX TEXHOJOTHH ¥ 3allUTHl HH(pOpMAaIUH,
HIepCOHANBHBIX JaHHBIX, [U(POBO# TpaHchOpManUy, YIpaBIeHH JOKYMEHTaMH
OpraHu3aIyu
MeToaudeckue JOKYMEHTHI H HAlMOHAIBHBIE CTAHAAPTHL B cepe YIpaBiIcHHUA
JOKYMEHTaMH OpraHU3allii U HHPOPMALMOHHBIX TEXHOJIOTHH
MexayHapoHble CTaHIapTHl B 0071aCTU yIpaBlIeHUs JOKYMEHTaMH
IlepenoBoii OTEYECTBEHHBIH ONBIT W HayyHble pa3paboTKH B o6iacTu
HHGOPMAIIMH M YIIpaBJIeHUs JOKYMEHTaMH OpraHu3alyy
HnpopMalyioHHbIE YCIYTH: cpeacTBa cOopa, mnepelayd H  oOpabOTKH
uHpOpMaUu
IMopsinox pa3paboTKH, OGOPMIIEHHS, YTBEPKACHHS M BHEIPEHHS JOKAILHBIX
aKTOB OpraHU3aluH
CTpyKTypa H HalpaBJeHUs JeITEIbHOCTH OpraHU3aliH
OyHKIMA B TOPSIOK B3aUMOAEHCTBHUS OAPa3CIICHUI OpraHu3alyy
MeTozab! IPOEKTHPOBAHMS M IUIAHUPOBaHKS pabOT B OpraHu3aluH
[Topsanok pa3paGoTKU ¥ yTBEP)KACHHUS MEPCIEKTUBHEIX U TEKYIHUX IIaHOB paboT,
JOPOXKHBIX KapT OpraHH3alfy
Mertoapl aHaimu3a Mokaszaresiedl AEATENIbHOCTU MO YNPaBJICHHIO JOKYMEHTaMHU
OpraHu3aluy
TpeboBanus oXpaHsl TpyAa
Apyrue -

XapaKTCPUCTHKHA
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3.2.4. Tpynaosas pyHKIHH

- Konrpons ¢hyHKIMOHHPOBaHHSA
HanmeHoBaHMe = CHCTEMBI YTIPaBJICHHs JOKyMEHTaM{
~ OpraHu3anyu

Yposenb
Kon B/04.7 (momypoBeHs) 7
KBATHQUKALME

[Tpoucxoxnexue
TPYAOBOI (QYHKITUH

Opururan X 3auMCTBOBaHO M3 OPUTHHAIIA

Kon PeructpaumonHsli
opHrvHaia HOMeEp
npodeccHOHANBHOrO
cTaHaapTa

TpynoBsie
JeicTBHA

KonTpons BeJeHHUs JOKyMEHTAILHOrO (oHKA OpraHM3alMd U CBOECBPEMEHHOE
IPUHATHE MEP 110 NPEIYNPEKACHUIO HapyIUEHUI

KOHTpOJ'II) HCIIOJIHEHUS JIOKAIBbHBIX HOPMATHMBHBIX aKTOB H METOAMYCCKHX
JOKYMEHTOB TOKYMECHTHBIX CUCTCM Opranu3aliii

KOHTpOJ'IB BBIABJIICHH S HapymeHnﬁ B IIOATOTOBKE H o6pa60TI<e JOKYMCHTOB
OopraHu3allydy, OIpeACICHNE MEP 110 UX YCTPAHCHHIO

KOHTpOJ'IB HUCIIOMHUTEIBbCKON JUCIUILIINHE] pa60THPIKOB OopraHm3alliu

KoHTpons (YHKITHOHHPOBAHUS CHCTEMBI 3JIEKTPOHHOIO JOKYMEHTOOoGOpoTa
OpraHu3alliy ¥ €€ CBOEBPEMEHHOM aKTyalu3anuu

KOHTpOHB CUCTEMaTH3allul JaHHBIX, (bOpMI/IPOBaHI/ISI Jeal H opranua3ailuy
OIIEpaTHUBHOIO0 XpaHCHU JOKYMCHTOB B OpraHu3alvy, apXuBUPOBaHN JaHHBIX

HJ'IaHI/IpOBaHI/IC H KOHTpPOJIb rpa(bpn(a MpPOBCACHHUA ITPOBECPOK AJOKYMCHTHBIX
CHCTEM noz[pa?,aeneﬂnﬁ OpraHu3anuu

MOHMTOPHHT pe3y/IbTATOB OpraHH3allil YIPaBJICHHS IOKYMEHTaMH U OLEHKH
COOIIOIEHHS YCTAHOBJIEHHBIX TpeOOBaHHH K TOKYMEHTaM

KOHTpOMs CBOEBPEMEHHOrO YCTPAHEHHS HEJIOCTATKOB B paboTe ¢ JOKyMEHTaMH
OpraHu3aiiy

Onenka >QQEKTUBHOCTH MEPONPHUATHH IO COBEPIICHCTBOBAHHIO CHCTEMBI
yIpaBJIcHHUS JOKYMEHTaMM OpraHH3alum

HeoOxoaumsie
yMEHUS

O6ecnieunBaTs (POPMHPOBAHME M COXPAHHOCTh JOKYMEHTanbHOro (oHzxa
OPTaHH3allMd B COOTBETCTBHH C TPeOOBaHMIMHM HOPMATHUBHBIX IIPABOBBIX aKTOB
Poccuiickoit ®Oenepanyy 1 JIOKaTbHBIX HOPMAaTHBHBIX aKTOB

BuocuTth OpraHH3allHOHHBIE U TEXHOJIOTHYCCKHC MIPCATIOKCHUA 110 OpraHu3aind
M COBEPIINCHCTBOBAHMNIO CUCTEMBI YIIDABJICHHMA JOKYMCHTaMH Opranu3aniy

HpeIICTaBJDITL PE3yIbTAThI KOHTpOJIBHOfI JCATCIIBHOCTH II0  BOIIPOCaM
yHnpaBJIcHUA TOKYMEHTAMH B OTHYCTAX OpraHusanuu

OpraHu30BEIBaTH paboTy IO cOOpY M CHCTEMATH3allM¥ CBEACHHWH B 001acTH
YIpaBlIeHHS JOKYMEHTAMH OpraHM3allid, OCYIIECTBIATH  PYKOBOJCTBO
5()eKTUBHBIM HCIIONb30BaHMEM CBEJICHHHA U €T0 KOHTPOIIb

OpFaHI/ISOBI:IBaTB CI/ICTeMaTI/ISI/IPOBaHHBIﬁ YU€T, XpaH€HHUC JIOKAJIBHBIX
HOpPMAaTHBHBIX aKTOB oOpraHn3alik II0 BOIIpocaM JOKYMEHTHBIX CHCTCM H
YIIPaBJICHUS JOKYMEHTAMHK opraHu3anumn

CBoeBpeMeHHO MH(OPMHUPOBATh 00 M3MEHEHHSX B JIOKAJIBHBIX HOPMATHBHBIX
aKTaxX O JOKYMEHTHBIX CUCTEMaX OpraHH3aIliu

[IpyBMMaTE pemieHHs C YYeTOM KOHKPETHOM CHTyalluH IIO BONPOCaM,
BO3HMKAIOLIUM B XOZi¢ KOHTPOJIBHON H aHAIIMTHYECKOH JesITebHOCTH B 0071aCTH
yIpasJieHus JOKyMEHTAMH OpraHH3alun

HeobxoauMele
3HAHUS

HopMaTHBHBIE TIpaBoBEIe aKTEl Poccmiickoli ®espepauuu B obmactu
uHpopMaly, HHQOPMALMOHHBIX TEXHONOTMH W 3alMTHl _HHQOpMALUY,
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TIEPCOHAIBHBIX JAHHBIX, H(POBOH TpaHCHOpMALIMK, YIIPABICHAS JOKYMEHTaMH
OpraHu3alyy

MeTtomudecKHe JOKYMEHTH! ¥ HAlMOHATIbHBIE CTAHAAPTHI B 00J1aCTH yIIpaBICHUs
JOKYMEHTaMH OPTaHH3alMH U HHPOPMALMOHHBIX TEXHOJIOTHH

MexayHapoHble CTaHAAPTHI B 00JIaCTH YIPABJICHUS TOKYMEHTaMHK

HpaBnna opraHu3alii JOKYMCHTHBIX CHCTCM B COOTBETCTBHHU C JIOKAJIBHBIMH
HOPMATUBHBIMHU dKTaMH

OyHKIUY U TOPSIOK B3aUMOEHCTBYSA OApa3Ie/ICHUI OpraHn3aliH

MeTtoapl aHAIN3a U OLEHKU MoKasarejieil IesTeIbHOCTH B obnactu yHpapJICHUA
JOKYMCHTAMH

IIpaBuna ¥ METOABI KOHTPONSA COONMONEHHS HOpM B OONAcTH YIpaBIEHHSA
JOKyMEHTaMH

MeTo;151 aHATN3a BHITOIHEHHS IPOTrPaMM OpPTraHU3allii H COBEPIICHCTBOBAHHUS B
06acTH yIpaBieHNs JOKYMEHTaMH U ONIpesieicHHs UX 3 GEKTHBHOCTH

MeToauKH y4eTa, MOPSAIOK M CPOKH COCTaBJIEHHS OTYETHOCTH IO BOIPOCaM
yIpaBJICHAS JOKyMEHTaM1

KpnTepHn [EHHOCTHA JOKYMCHTOB H UX JAaHHBIX AJIsA HCIIOJIL30BAaHUA, XPAaHCHUS
HJIA BEIACICHUS K YHHUYTOKCHUIO

TpeGoBaHus oxpaHbl TPyAa

Hpyrue

XapaKTCPUCTHKH

3.2.5. TpyaoBas pyHKIHS

CoBepIICHCTBOBAHUE CHCTEMBI Vposens
HauMeHoBaHHe | yTIPaBJIEHHUS JOKYMCHTaAMHU Kox | B/05.7 (momypoBeHs) 7
OpraHu3anuu KBaIH(HKALHH
Hponcxovmneﬂne Opurusan X 3aMMCTBOBaHO U3 OpHIMHALA
TpyaoBoii GyHKUNH ;
Kon PeructpallioHHBIH
opuruHanna HOMEDP
npodecCHOHANIBEHOTO
cTaHjaapTa

TpynoBeie
ageucTBusA

Pa3pa60T1<a COBPEMCHHBIX NIOAXOJ0B K YIpaBICHUIO JOKYMCHTaMH, CUCTCMaMH
H 1IpolueccaMu

OmpesieeHre BO3MOXKHOCTEH MOIMGUKALNH HIM IPHUMCHEHHS COBPEMEHHBIX
MHOOPMAIMOHHBIX ~TEXHONOTMH B 00NAacTH YHpaBIEHHA JOKYMCHTaMH
OpraHM3aliy Ha OCHOBE W3yYEHHs TCHICHIMH HX Pa3BUTHA

O6ocHoBaHue HCO6XOI.[I/IMOCTI/I COBEPIICHCTBOBAHUSI CHCTCMBI YHOpaBlI€HUA
JOKYMCHTAMH Opratu3alinu

KOOplII/IHaI.II/ISI JOCATCIIBHOCTH 110 ITOBBINICHHIO YPOBHA opraHu3salnu
CTPYKTYPHPOBAHHBIX JAHHBIX H METaJaHHbIX JOKYMCHTHPOBAHHBIX C(bep
JeATeIbHOCTH OpraHu3ailii

OHpeJIeJICHI/IC AKTYaJIbHOCTH MOHCJIef;I CBA3H CTPYKTYpPHPOBaHHBIX IJaHHBIX U
METaJaHHbIX JOKYMCHTHEIX CHUCTCM OopraHusanuu

Pa3paboTka MeTamolend (apXMTEKTYPhI) CTPYKTYPHPOBaHHBIX JAaHHBIX M
METAJAHHBIX JOKYMEHTHBIX CHCTEM OPIaHM3alliM JUIA JIENOBBIX [OTPEOHOCTEH
OpraHu3alui
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IMoaroroBka Ki1accupuKaTopoB u CIIPaBOYHHUKOB, coAepIKalInX
CTPYKTYPUPOBaHHBIE JaHHBIE H METAJaHHBle JOKYMEHTHPOBaHHBIX Cdep
JEATEILHOCTH OpraHHu3aliH, IJId BHEAPEHHSA W HCIIOIb30BaHUs

Koopaunanys 1eSTeNsHOCTH 110 pa3paboTKe M BHEAPEHHUIO KIacCH(HUKaTOpoB U
CIIPaBOYHUKOB CTPYKTYpHPOBaHHBIX JIAHHBIX u METalaHHBIX
JOKYMEHTHPOBAHHKIX Cep AeATENFHOCTH OpPraHu3alliK

HeoOxoauMeie
YMCHHUS

Pa6otats ¢ 60apmmmMu 00seMaMi HHGOpPMaLuH

BoISBIATH LEH U 33AaUd JOKYMEHTHBIX CHCTeM Uit 1 poBoi TpaHchopMauuu
JIOKYMEHTHPOBAHHBIX cep JeATENLHOCTH OPraHu3aliui

BHOCHTH OpraHM3allHOHHBIE M TEXHOJOIMYECKHE IIPEIOKEHHA 10 DPa3BUTHIO
JOKyMEHTHBIX cucTeM mis mudpoBoil TpancopMauMu TOKYMEHTHPOBaHHBIX
ctep aesITeNbHOCTH OpraHu3aliH

CocTaBiarh TpeOOBaHHA K TEXHHYECKOMY 3aJaHHIO HA MPOCKTUPOBaHHE H
BHe/peHne  nU(ppOBOA  TpaHcdopMauMH — HOKyMEHTHPOBAHHBIX  cdep
JeSTeIbHOCTH OpraHu3al(iy

O6GOCHOBBIBAaTh  HEOOXOIMMOCTh  BHEAPSHHS  JIOKYMEHTHOH  CHCTCMBI,
o6ecreunBaroLIeil yIpaBieHne JOKyMEHTaMH U JIOCTYII K HHM

AKTyanusupoBaTh JIOKATbHbIE HOPMATHBHBLIE AKThl OpraHH3alUH C y4ETOM
COBPEMEHHBEIX METOIOB YIpPaBIeHHs NOKyMEHTaMH M BHeApeHHs Uu(poBOi
TpaHC(HOPMALUH JTOKYMEHTHPOBAHHBIX CQEp AeATEILHOCTH OpraHu3aluH

HeobxoammMeie
3HAHUA

HopmaTusHble TIpaBOBele akThl Poccuiickoii ®enepaunn B obinactu
pHpoOpManuy, MHQPOPMALMOHHBIX TEXHONOTMH W 3amUThl MHPOPMAIUH,
TIEpCOHANBHBIX JAHHBIX, HU(POBOi TpaHChOPMALUY, YIIPABICHU JOKYMCHTAMH
OpraHu3aiuu

Mertoauueckue JOKYMEHTHI 1 HAllTHOHAJIBHBIC CTAHIAPTHI B obnactu YIIpaBJICHUS
JOKYMCHTaMHU Opranu3anyvy 1 I/IH(I)OpMaI_II/IOHHBIX TEXHOJIOTHI

Crioco6bl ¥ MeTOfbl CTPYKTYPHPOBaHHS JAHHBIX JOKYMEHTHPOBAHHBIX Chep
JIeSTeIbHOCTH OpraHu3aliy

[IpHHLUMOB  CTPYKTYPHPOBaHHS  JAaHHBIX  JIOKyMEHTHPOBAaHHBIX  cdep
JeATeIbHOCTH OpraHu3alluy

MeToBI IPOEKTHPOBAHHAS K IITAHKPOBAHUS PAOOT IO YIIPABJICHHUIO JOKYMCHTaMU
opraHmsaimy H 1udpoBoil TpaHcOpMalMM JIOKYMEHTHPOBaHHBIX —Cdep
JEATETFHOCTH OpraHu3alluy

Crenualn3upoOBaHHOE TpOrpaMMHOe oGecedyenne Juii o6paGoTKH OONBLIMX
00bEMOB JIaHHEBIX H €r0 QYHKIHOHAIBHBIE BO3MOXHOCTH

VHpopMalMOHHEIE YCIIYTHM, cpeacTBa cGopa, mepefaun M 00paboTKH
uH(pOpMaIu

TpeGoBaHus oxpaHbl TPyAad

Apyrue
XapaKTEPUCTHKHU

3.3. O60o0mennas TpyaoBas GpyHKIHHA

VipasieHne eJUHOH CHCTEMOM VposeHs
HaumeHoBaHue Kon C 7
lIOKYMeHTOO60p0Ta OpraHu3anun KBaJIMQHKaLMK
IIpoucxoxnenne
000011eHHO TPy 10BO# Opuranan = X 3auMCTBOBaHO M3 OpUTMHANA
byHKIMH
Kon PerucrpanioHHbIH
OpHUrHHaja HOMEp
mpoeCcCHOHAIBHOTO

craHjaapTa



Bo3moxxHbie
HaWMEHOBAHHS
JOJDKHOCTEH,
npodeccuii

Vnpapnsromuii foKyMEeHTaMu
3aMecTUTENh PYKOBOAUTENS OpraHN3allMy 110 BOIPOCaM YIpaBJIeHHS

JOKyMEHTaMH
JlupeKTop 1o JaHHBIM JOKYMEHTHPOBaHHBIX Cep AesaTeIbHOCTH OpraHu3aIiK
PykoBouTe/s cCaMOCTOATENBHOTO MTOIPa3AeNIeHHs IO YIPABICHUIO
JOKYMEHTaMH OpraHu3alyy (IenapTaMeHTa, YIPaBJICHUs)

TpeboBanus
o0pa3oBaHuIO H
00y4eHHIO

Beiciee o6pa3oBaHue — MarucTparypa

HIIn

Beicee oOpazoBaHue — MarucTparypa (Henpo(ruIibHOE) ¥ TOMOIHHTEIBHOE
npodeccuoHaTbHOE 00pa30BaHUE — IPOTPAMMBI MPOHECCHOHATBLHOM
HEePENOATr0TOBKH MO MPOGHITIO AEATETHHOCTH

TpebGoBanus k
OMLITY
[IPaKTHYECKOH
paboTHI

He MeHee mTH JIeT Ha PyKOBOSIIINX JOJDKHOCTSAX B 00JIaCTH yIIpaBJIeHUS
JOKyMEHTaMH OpraHu3anun

Oco0sbie ycioBUs
Jomycka k pabote

IIpoxoxnaenue oOyueHus MepaM moxapHoi 6e30macHOCTH

Ipoxoxxaenue oOy4yeHus 110 OXpaHe TpyAa U IPOBEPKU 3HAHHA TpeOOBaHMIA
OXpaHHI TpyZa

Hanuunme cormacust paboTHHKA 0 COOMIONCHNH YCIOBHI KOHGHUIEHIIMATEHOCTH
uH(popMaIKH, a TaK)Ke C MEpaMH OTBETCTBEHHOCTH 3a UX HapylueHue (TIpH
HEOOXOAUMOCTH)

Apyrue
XapaKTEPUCTHKU

HononauTensHoe npodeccuonanbHoe 00pa3oBaHie — IPOTrPaMMEBI TOBBIIIEHUS
KBTH()HKAIMH 110 YIPABIEHUIO JOKYMEHTaMH, JaHHBIMH H
HHPOPMALIMOHHBIMU 00BEKTaMH JJOKYMEHTHPOBAHHBIX cep AeSITeTbHOCTH
OpraHu3aluH

I[OI'IOJ'IHI/ITGJ'ILHHe XapaKTCPUCTHKH

HaumenoBanue Ko HaumernoBanue 6a30Boii rpynibl, JODKHOCTH (Ipodeccru) Wil
JOKYMEHTA CHEUUAIBHOCTH

OK3 1213 PykoBoauTenb B 001aCTH onpeAeNeHNs OTUTUKY U INITaHUPOBaHUS
JIeSTEILHOCTH

EKC - JlupexTop (reHepalbHbIi TUPEKTOD, YIPABIAIOINI) IPEATIPUITHS

OKILATP 25042 HavansHuk ynpapieHus (CHEHATU3UPOBAHHOTO B IPOYHX
OTpacysax)

OKCO 7.46.04.02 | JlokyMEHTOBEI€HUE U apXMBOBEJCHUE

3.3.1. Tpynosas ¢pyHxkuus

Crparern4eckoe IIIaHUPOBaHUE U YpoBeHs
HauMeHoBaHHE | PYKOBOJCTBO IOCTPOECHUEM CHCTEMBI Kon | C/01.7 (moxypoBeHs) 7

yIpaBJICHHS JOKYMEHTAMH OpraHu3aliu KBATHQHKALMH

7 3auMCTBOBaHO U3
IIpoMcxoxaeHue Tpya0Boit Opurmsan X
dyHKIHN OpHMIrHHaja
Kon PerucTtpauuoHHs1il HoMep
OpUTHHATA podeccHOHAEHOTO
CTaHgapTa

TpynoBbie Pa3paboTka cTpareruu ¥ NOJUTHKH YNPaBICHHUS AOKYMEHTAMM OpraHH3aliid B
JEHCTBUA undpoBoii cpesie
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PykoBocTBO pa3paboTKoii, BHEPEHUEM B KOHTPOJIEM JOKYMEHTHBIX IPOLIECCOB
U CpEICTB YIpaBJIeHHS HWMH B IEISIX COOTBETCTBUS IOJHMTHKE YIPABJICHHA
JIOKYMEHTaMH OpTraHH3aluu

BriiBnenne crerneHu pucCKa ACATCIIBHOCTH OpraHu3allid IIpH IIPpHEMEHCHUH
Cpe€acTB YIIpaBJICHUA TOKYMCHTAMH, HC OTBCUAIOIUX JCTIOBBIM HOTpC6HOCT}IM u
Tpe6OBaHI/IXM MMOAOTUYCTHOCTH OPraHnu3anun

praBJIeHI/IC puUCKaMH, CBsA3aHHBIMU € HAIHYACM HJIH  OTCYTCTBHEM
JOKYMEHTAIIBHBIX JOKA3aTCJIILCTB OCYHICCTBIICHHUS JCATCIILHOCTH OpraHu3aiiun

PykoBoACTBO CO3gaHHMEM HAAEKHBIX, 3alIMINEHHBIX, COOTBETCTBYIOIIUX
YCTaHOBJICHHBIM TpeOOBaHUSM [JOKYMEHTHBIX CHCTEM H/HIH CHCTEMBI
3JIEKTPOHHOTO TIOKYMEHTO000pOTa

P}’KOBOIICTBO BHEAPCHUCM COBPCMCHHBIX MCETOAOB, CpPCACTB H TEXHOJIOTHit
CKBO3HOM CHCTEMEI YIIPpaBJICHUA JOKYMCHTaMH OpraHu3aliii B I.IPI(i)pOBOfI cpeaec

PykoBOJICTBO CO3JaHMEM CKBO3HOH CHCTEMBI YIpaBleHHS JOKYMEHTaMH
OpraHu3alyy B UQpoBoii cpene

PykoBomcTBo nudpoBoil  TpaHcopMmamuedl  JOKYMEHTHPOBAaHHBIX — cdep
JEATENbHOCTH OpraHM3alldid W MHHHMH3aluedl pHUCKOB B  IIpoleccax
Qg poBHU3aMU

PykoBoacTBO cucTeMaTH3alueil n Kinaccupukaiueil JOKyMeHTOB, KOIHPOBAaHHEM
uHdopMauu Uit GHopMHpoBaHUA HMHGOPMAIMOHHO-CHPABOYHBIX CHCTEM,
peecTpoB M  CIPABOYHHKOB JOKYMEHTHPOBAaHHBIX cep JeITeIbHOCTH
OpraHu3aluu

Heo6xoauMeie
yMEHHS

OmpesienaTh NPUOPUTETHBIE HAIPABICHUS Pa3BUTHA CHUCTEMBI YIIPABICHHS
JOKYMEHTaMH OpraHH3anyy B HHGPoBOH cpene

Pa3pabarsIBaTh MOJUTHKY M CTPATETHH YIPABICHUS JOKYMEHTAMH OpPraHu3aluy
B IIMPOBOH cpenie

BoiOHpaTh OTEYECTBEHHBIE IPOrPaMMHBIE INPOAYKTBI Ul  yNPaBIICHHS
JOKYMEHTaMH H CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa OpraHH3aluH C
000CHOBaHHEM BEIOOpa

Knaccupunuposars uHGOpPMAMIO M BbICTpauBaTh  HMHGOPMALHOHHO-
CIpaBOYHbIE 0a3bl JAHHBIX 1 HH(YOPMALMOHHBIE CHCTEMBI OpTaHH3alMK

OueHuBaTh PUCKH YIIPaBJIeHUS JOKYMEHTaMH OpraHu3aluy B udpoBoii cpezie u
IpeIOTBPAIATh UX JTHO0 MUHHUMH3HPOBATh

YcraHnaBiIHMBaTh ITOJTHOMOYHA U OTBETCTBCHHOCTH pYKOBOHHTeHCﬁ CTPYKTYPHBIX
nonpasneneHuﬁ opranvsanuvy B cd)epe yiipaBJI€HHAI NOKYMEHTaMH BO BBECPCHHBIX
UM noapasacJICHUAX

YcranaBiMBaTh CPOKHA HCIIOJIHCHHS JOKYMEHTOB BO BCE€X JOKYMCHTHBIX
CHCTEMAX OpraHn3alin

VipasisaTe B3aHMOJICHCTBUEM CTPYKTYPHBIX MOIpa3JclICHHH OpraHu3alMd B
cepe ynpap/ieHus TOKyMEHTaMHt B 1M POBOH cpefie

PaspaGareiBaTh Mepsl 1O TNOBBIICHHIO 3(QdEKTHBHOCTH  yIpaBieHHS
JOKYMEHTaMH OpraHu3aiuy B IM(poBoii cpelie

ITpoBOANTH MOHUTOPUHT H3MEHEHHH B HOPMAaTHBHOH 0a3e, periaMeHTHPYIOLIeH
BOIIPOCHI 1IM(POBO# TpaHCHOpPMAUH JOKYMEHTHPOBAHHBIX CHEP AEATENBHOCTH
OpraHu3aliu

O60cHOBBIBAaTh BEIOOP BHAOB HOCHTeNedl MH(popMaruu, GopMaToB XpaHeHHUS
3JIEKTPOHHBIX JIOKYMEHTOB, UX JaHHBIX, OCHOBBIBASCH HA IICHHOCTH JOKYMEHTOB
Opranu3alyH ¥ CPOKax UX XpaHEHHs

HeobxoauMeie
3HAHUS

HopmatupHble TpaBoBble akThl Poccumiickoit ®enmepamum B obiactu
uHdopMarmK, HHQOPMAIMOHHBIX TEXHONOTHH H 3alMTHl HH(pOpMaIKy,
IIEPCOHAIBHBIX JAaHHBIX, MH(POBO TpaHCHOPMAIMH, YIIPABICHUS JOKYMCHTaMU
opraHu3aiiu
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Meroauyeckue HOKYMEHTHI U HAllMOHANBHBIE CTAHAAPTH B cepe yrmpaBiieHHs
JOKYMEHTaMH OpraHu3aliu

Mexnaynaponasle U 3apyOexHble CTaHAAPTHI, CHENU(UKANMH, TEXHHYECKHE
OTYETHI 110 YHPABICHUIO JOKYMEHTAMH M 110 HHGOPMAIMOHHBIM TEXHOJIOTHSM,
HCIIOJIL3YEMBIM B YIIPABJICHUN

IlepenoBoii oTedecTBEHHBIH, 3apyOeKHBI 1 MEXYHAPOIHBIA OMBIT X HAyJIHBIE
pa3paboTku B 06J1aCTH yIIpaBICHUS JOKYMEHTaMH

CTpyKkTypa OpraHu3aliy ¥ €€ pyKOBOAAINHH COCTaB, (YHKLHHU U pacrpe/eicHHe
o0s3anHOCTEN

HanpaBneHuss JeATeNbHOCTH OpraHM3alud, QYHKIAH €€ CTPYKTYPHBIX
HoJpa3/IeieHnit ¥ NOPANOK X B3aUMOJICHCTBUS

[IpaBuna mocTpoeHHs M (QYyHKIMOHMpOBAaHHMS  JOKYMEHTHBIX  CHCTEM
OpraHu3aiuu

HpaBmIa A  METOJAbl IOCTPOCHHS I/IH(l)OpMaI_II/IOHHO-CI’IpaBO‘IHBIX CHCTEM
OpraHu3alivi, BKJIKO4as 6a3bl JAaHHBIX

HHdopManroHHBIE ¥ TEIEKOMMYHUKAIMOHHBIC YCIIYTH, PEAOCTABISIEMBIE IS
yIIpaBJIeHUS TOKYyMEHTaMH

OteuyecTBEHHBIE IIporpaMMHBIC IIPOAYKTBI, HCIIOJB3YEMEBIC B YIIPaBJICHHH
JOKYMCHTAMH, 1 CUCTEMBEI JICKTPOHHOI'O Z[OKYMCHTOO60p0Ta

Bupp! HOcuTenel nHdopManuy U cnenuduka UX IpUMEHEHHS

MeTo 16l IPONECCHOTO NPOEKTUPOBAHMA U IUTAHNPOBaHUS PaboT

Iopsimox pa3paboOTKH M YTBEPXKICHUS NEPCHCKTUBHBIX M TEKYIHX IUIAHOB
yIpaBjieHHA JOKYMEHTaMH, a TaKXe MOPAHOK IMOATOTOBKH OTYETOB 00 WX
HCIIOJTHCHHU

Meronpl aHamM3a MoOKazaTelei JIeATEIbHOCTH IO BOIIpoCaM YIpaBJICHUA
JOKYMCHTaMH Opranmu3anuu

TexHoI0ruu U METOABI YHpaBiCHAA NCPCOHAIOM Opranu3aliiu

TpeboBanus oxpaHsl Tpyaa

Apyrue
XapaKTCPUCTHKH

3.3.2. TpynoBas pyHKUHA

Pa3zpaboTka MONMUTHKH yIpaBICHHS VpoBeHb
HauMeHoBaHKE | 101y MeHTO0GOPOTOM OpraHH3aIHHA Kox | C/02.7 (moayposeHs) 7
KBaTU(UKALAN
Hponcxovm[enne Opuruman X 3auMcTBOBaHO U3
TpyaoBo# $HyHKUMI OpUryHana
Kon PernctpaunoHHBIN HOMED
OpUrHHaIa npodecCHOHATEHOTO
cTaHiapTa
pr,Z[OBBIe MOHHTOpHHF IIpoLCCCOB I[CJ'IOBOI71 ACATCIIBHOCTH OpraHusaluy JJist pa3pa60TKn
JeHCTBHUA IMOJIUTHKA U ueneﬁ yrpaBJICHHAA JOKYMCHTaMM Oprafnn3alny

Or[pez[eneﬂne nenei ¥ nocaeI0BaTeIbHOCTH UX PEUICHUA B obnacta yIIpaBJI€HUA
JOKYMCHTAMHU OpraHn3aunun

Onpez[eﬂelme CpCACTB YyNIPaBJICHHUA OPraHA3allAOHHBIMU PHUCKaMHU YHPaBICHHS
JOKYMCHTaMH

KOHTpOJ'II: IIPO3paYHOCTH M KOMIUICKCHOCTH HCJIOBBIX IIPOLECCOB YIIPABJICHM:
JOKYMCHTaMH Oprann3ainun

PyKOBOACTBO  MOCTPOEHHEM  WHGOPMAIHNOHHO-NPAaBOBOM  0a3bl  JaHHBIX
OpraHu3alniu
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Ompenenetre HEOOXOOUMBIX PECYPCOB M HCTOYHHKOB HMX oOecmedeHHs I
6ecriepe60ifHOr0 (YHKITMOHHPOBAHUS CHCTEMBI YIPABICHUS JOKYMEHTaMH
OpraHu3aluu

MOHHTOPHHT IIPOIECCOB JEJOBOM JeSTeIHOCTH OpraHu3aluy A pa3paboTKH
NOKANBHBIX HOPMATHBHBIX aKTOB IO YIIPABICHUIO JOKYMEHTHBIMH CHCTEMaMH
OpraHu3aIuy

PykoBomcTBO pa3paboTKOi METONMYECKHX MOKYMEHTOB IO YIIPaBJIEHHIO
JOKYMEHTHBIMU CHCTEMaMHt

yTBep)KlIEHI/Ie JIOKaJIbHBIX HOPMATHBHBIX aKTOB M METOAHUYCCKUX NOKYMCHTOB
Opranm3aniy IO YINOPaBICHHUID HOKYMCHTHBIMH CHCTCMaMH H CHCTEMOM
YIOpaBJCHUA JOKYMCHTAMH OpraHu3alnin

PYKOBO,HCTBO pa3pa60T1<0171 JIOKAJIBHBIX HOPMAaTHBHBEIX aKTOB H METOJHYCCKHUX
JOKYMCHTOB  OpraHu3aliu IIO BOIIpocaM opranu3sanuu obecncucHus
COXpPAaHHOCTH, UCIIOJIB30BAHMS, YHUUTOXEHUS, apXUBUPOBaHHA JOKYMCHTOB U HX
JAHHBIX B COCTAaBE€ NOKYMCHTAJILHOI'O (bonna opraHusanun

PykoBOACTBO IIOCTPOCHHEM peecTpoBol HH(POPMAMOHHO-TIPABOBOM Oa3bl
JAHHBIX TOKYMEHTHBIX CHCTEM OpraHU3aliu

PYKOBOI[CTBO aKTyannsauHeﬁ JIOKQJIbHBIX HOPMATHUBHEIX aKTOB IIO YIIPABJICHUIO
JOKYMCHTHBLIMH CHCTCMaMH Hu CHCTEMOM ynpaBJcHUd  JOKYMCHTaMH
Opranu3allin

HeobxoamuMbie
YMEHHUS

IIpuMeHSATh TPABOBBIE HOPMBI NMPH COCTABICHUM U OQOPMIICHHH JIOKAILHBIX
HOPMAaTHBHEIX aKTOB IO YIPaBJICHHIO JOKYMEHTHEIMH CHCTEMaMM M CHCTCMOH
yIpaBJieHHs JOKYMEHTaMH OpraHu3aliy

OnTuMu3HpOBaTh MPOLECCHl M Pecypchl IyTEM HHTETPalMH JOKYMEHTHBIX
HPOIIECCOB U BUAOB JEATEIEHOCTH

Ob6ecreunBaTh COBMECTUMOCTE CHCTEM MEHEIKMEHTA

IpumeHsaTh HHOOPMAIMOHHBIE TEXHOJOTMH JUIi IOCTPOEHHS PECCTPOBOM
HH(OPMAIHOHHO-TIPaBOBOH 0a3bl JAHHBIX OpPraHU3aLlK

OuenuBaTh y4acTHe pyKOBOAMTENCH CTPYKTYPHBIX MOJpa3Ie/ICHU# B mpoileccax
yIpaBJIcHHs] JOKYMEHTaMH OpraHU3aluH

VcranapiauBath Ui pyKOBOAUTENEH CTPYKTYPHBIX IOApA3/AeICHUI OpraHu3alug
npaBa U OTBETCTBEHHOCTH 3a BHIIOJHECHHE MX QYHKIMH B CHCTEME YIPaBJICHHUs
JOKYMEHTaMH OpraHU3alui

[IpuMeHATh CHCTEMAaTHYeCKUil M BepHQMIMPYEMBIA MOAXOJ K YIPaBICHHIO
JNOKYMEHTaMH ¥  JOKYMEHTALMOHHBIMH  IIPOLIECCAMH, CBS3aHHBIMH  C
JEATENBLHOCTHIO HHBIX CUCTEM MEHEDKMEHTA

OuenuBarb PHCKH YIPaABJICHUSI JOKYMECHTAMHU 1 IIPCIOTBPAIATh UX

PykoBonuts  (OpMHpOBaHHEM,  HCIONB30BAHHEM H  COXPAaHHOCTHIO
JNOKYMEHTaJIbHOTO (hJOH/Ia OpraHU3alHuH

HeobxoauMeie
3HAHHUS

Hopmatupaele mpaBoBble axThi Poccuiickoit ®enepaumun B 06mactu
uHpopMalMK, HHPOPMAIMOHHBIX TEXHONOTHH H 3allMTEl HHpOpMAIKH,
IIEPCOHANIBHBIX JaHHBIX, HU(POBOi TpaHCPOpMaLUH, YIPABICHHS JOKYMEHTAMH
OpraHu3alniu

Meroauueckue JOKYMEHTBI M HAUMOHAJIbHBIC CTaHIApTBI, COACPXKAIIHUC
TpeGOBaHI/IS{ K yIIpaBJICHUIO JOKYMCHTaMHU

Mexc,uyHapo,uHHe CTanaapThl, CHGHI/I(I)I/IKaIII/II/I Y TEXHUYECKHE OTYETHI B 00IaCTH
ynpasJICHUsI JOKYMCHTaMH

CucTeMBl MEHEIHXKMEHTA yHpaBJICHUSI JOKYMCHTaMH

TpeGoBanuss K CTPYKType H COAEPKAHMIO JIOKAJIbHBIX HOPMAaTHBHBIX aKTOB
OpraHu3aiiu
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[IpaBuna ¥ MOPAJOK COCTaBICHUA, OpOpPMIECHNS, YTBEPKIACHUS M BHEIPEHHS
JIOKJIbHBIX HOPMATHBHBIX aKTOB OpraHU3alyH

IlpaBuna pa3paboTku ®W oQopMIEHHS JOKYMEHTOB, peraMEHTHPYIOLIUX
JEATEJILHOCTh OPraHu3aluy

Iopsigox  (YHKIMOHATLHOTO HATIONHEHHA JEATEJIBHOCTH  CTPYKTYPHBIX
TNIo/Ipa3ieJICHHIl OpraHu3aliy, CO3JaBaeMbI€ U HCIIONB3yEMbIE B HUX JIOKYMEHTEI
B COCTaBE JJAaHHBIX ¥ METaJaHHbIX

HudopManMoHHBIE TEXHOJIOTHMH, HCIONb3YEMbIE IPH MOCTPOCHHH PEECTPOBOM
HH()OPMAIIMOHHO-CIIPABOYHOM cHCTeMbl (6a3bl JaHHBIX) JOKYMEHTHBIX CHCTEM
OpraHu3aLuy

TpeboBanus1 oxpaHs! Tpyaa

Hpyrue

XapaKTCPUCTUKH

3.3.3. TpynoBas pyHKuust

KoHTpons pyHKIHOHHPOBAHHS VposeHs
HaumeHoBanne = CHCTEMEI YIIPABICHHS JOKyMeHTaMu | Kon C/03.7 (umomypoBeHB) 7
. OpraHu3alui U ee JOKYMeHT0000poTa | ~ KeanuuKauun

IpoucxoxaeHue TpyA0BOi

byHKIIH

3anMCTBOBaHO U3

Opurunan X
OpHrMHAIA

Kona opurunana PeructpauuoHHslif HoMep
npodeccrHoBanbpHOTO
CTaHJapTa

Tpynoseie
JledCcTBUA

KouTponms coOmMOAeHHS TEXHONOTHH pa3spabOTKM M BHEIPEHUS CHCTEM
yIpaBJIeHAA TOKYMEHTAMU OpraHu3alyu

Konrpons cobmogeHus TpeOOBaHM K COCTAaBICHHIO M O(QOPMIICHHIO
JOKYMEHTOB, BepH(pUKaU{ UX JaHHBIX B OPraHH3alMH

PyKoBOACTBO MpOEKTaMH ONTHMM3ALMH COCTaBA W CTPYKTYPHl JaHHBIX
JOKYMEHTOB, CINPAaBOYHHKOB M  KlaccHHKaTOpoB  JOKYMEHTOOOOpOTA
OpraH#3aiii ¥ KOHTPOJIb UX (P PEKTUBHOTO UCTIONB30BAHUS

Koutpons 3(deKTHBHOCTH (QYHKIIMOHHPOBAHMS CHCTEMBI 3JICKTPOHHOTO
JIOKyMEHTO000pOTa OpraHu3aluy

PYKOBOACTBO  JIEATENBHOCTBIO 110 KOHTPOMIO  HCHOJb30BAaHUS  JIAHHBIX
HMH(OPMAIMOHHO-IPABOBHIX a3 opraHu3alny

PyKoBOICTBO IeATEIBHOCTBIO IO KOHTPOIIO Pa3palOTKH M BHEAPEHHS CHCTEM
SJIEKTPOHHOTO  JOKYMEHTOO00pOTa 10  HaNpaBICHUAM  ICATENBHOCTH
OpraH3anuu

PyKOBOIICTBO OEATCIIBHOCTBIO II0 KOHTPOJIIO obecreucHus COXpaHHOCTH
JOKYMCHTOB M MX JAaHHBIX B CUCTEMAX 3JICKTPOHHOT'O IIOKYMeHTOO60p0Ta

PyKOBO,Z[CTBO AEATCIBHOCTBIO 1o KOHTPOJIIO (I)YHI(I.II/IOHI/IpOBaHI/I}I u
KaTaCTPO(I)OYCTOﬁ‘IHBOCTH CHCTCMBI XpaHCHHUA JaHHBIX JJOKYMEHTAJILHOT'O (bonna
Opra’nu3alyi, X JOCTYNHOCTH, UCIIOIb30BAHNA H COXpaHHOCTH

HeobxonuMele
yMEHHS

praBJISITB IPOCKTaMH c60pa, a”Hanm3a, CHCTCMaTH3allMid H HCIOJb30BaHUs
CBCHCHI/Iﬁ 06 YIIpaBJICHUH JOKYMEHTaMH OpraHH3alliid H KOHTPOJIHPOBATh HX
HCIIOJIB3OBAHHUE

HpeI[CTaBJISITB PE3YJIbTAThI KOHTpOJ'IBHOﬁ M aHAINTHYECKOH JEATCIHLHOCTH IO
BOIIpOCaM ynpaBJIEHUA JOKYMEHTaMH

KOHTpOJIPIpOBaTB CBOCBPCMCHHOCTE BHECCHHSA M3MCEHEHHH B JIOKAILHBIE
HOPMATHBHLIC aKThHI OPraHu3aluy 1o yIpaBJICHHIO JOKYMCHTAMHU
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Onpenenats PHCKM (YHKIMOHHPOBAHUSA CHCTEMBL JIOKYMEHTOO0OpOTa M B
OT/IENBHBIX JOKYMEHTHBIX CHCTEMAaX OpraHH3alHy, IPEI0TBpPAIaTh HX

KOHTpOHHpOBaTL JOCTYI K CHCTEME YIIPABICHUSA JOKYMCHTaMH OpraHu3alnn v
€€ HCIIOJIb30BAaHUC

TIpUHHAMATb PELICHHS 110 KOHKPETHBIM CHTYallusM, BOSHMKAIOIMM B XOAC
KOHTPOIIHOM JIeSTELHOCTH B 00J1aCTH yNpaB/cHus TOKyMEHTaMH Oprafisaiui

HeoGxonuMsie HopMaTHBHEIE IIpaBoBEle aKThl PoccuiickoH denepanun B obnactu

3HAHUA uHpopManuy, MHGOPMAIMOHHBIX TEXHOJOTHH W  3AliUTHI uH(pOpMAaIIHH,
TepCOHATBHBIX TaHHBIX, IH(POBOH TpaHCHOPMAIMH, YIPABICHHA TOKYMEHTAMH
OpraHu3aluu
MeTofuuecKie NOKYMEHTHI M HAIMOHAIBHBIC CTAaHAAPTHI, COACPXKAIIUE
Tpe6GoBaHuUs K YIPaBJICHAIO TOKYMEHTAMH
CHcTeMBl MEHEDKMEHTA YIIPaBJICHHS JOKYMEHTaMH
TpuHIENEl W METOXbl AaHAIM3a IOKasaTeNed ACATCNBHOCTH B obnactH
yIpaBlieHus JOKYMEHTAMH OpraHH3aluH
MeTosl KOHTpOJIs COGIIONEHHs NpaBWI M HOPM B OONAacT yNpapiCHHA
JOKYMEHTaMH OpraHH3alun
MlpaBuna ¥ MeTOAbl  OOecmeYeHHs —COXPAaHHOCTH M HCIOJIB30BaHMA
JTOKYMEHTAIBHOTO (OHMA OpraHH3aluH
TIporpaMMHOE 06eCTIedeHHE, HCTIOB3YEMOE B CHCTEMaX KOHTPOILT NeATENLHOCTH
B 00JIaCTH yIpaBIeHHs JOKYMEHTAMH U KOHTPOJIS BBIOJTHCHHUA HOpy4YEeHHH
MeToONOTHS. ~ TPOBEIEHHMs  aHAIM3a  [POEKTOB  OpraHu3anuu 10
COBEPUICHCTBOBAHMIO CHCTEMBI YIPABICHHA [OKYMEHTaMH OpraHusalii H
oTpeie/ieHHIO UX 3 (PEeKTUBHOCTH
TpeGoBaHus OXpaHbl TPyJa

Hpyrue -

XapaKTePUCTUKH

3.3.4. TpynoBas GyHxkuust

HauMeHoBaHue

Ynpapienue NpoeKTaMH BHEAPEHU U

Mou(HKAILHKE CHCTEMEI 3JIEKTPOHHOTO
JIOKYMEHT0000pOTa OpraHu3alkH, KBANHGYKALHR
pa3paGOTKK CTPATETHH €€ Pa3sBUTHA

YpoBeHb
Kox | C/04.7 | (momyposeHs) 7

TpoucxoxIeHHe TPYAOBOK

3auMCTBOBAHO U3

Opurunan X
GyHKLHR opuruHana
Kon opuruxana PerucTpallioOHHBIH HOMED
npo(ecCHOHANILHOTO
cTaHjAapTa
Tpyaoseie PykoBOJCTBO pa3paboTKON POEKTa CHCTEMBI SICKTPOHHOTO JOKYMEHTO000pOoTa
JeicTBUs B OpraHH3alMHU C yYE€TOM 9KOHOMHUYECKOM 3 PEKTUBHOCTH ¥ BO3MOKHBIX PHCKOB

YIIpaBJICHHUA JOKYMCHTAMH

PyKOBOJICTBO IpPOBEIEHHEM aHANM3a M OLCHKH JAOKYMEHTO000pOTa IO BCEM
cHcTeMaM JOKYMEHTAIluH, OUICXKANUM BKIIIOYCHHUIO B CUCTEMY JNIEKTPOHHOTO
JAOKyMEHTO000pOTa OpraHu3aliy

PyKOBOJCTBO MOATOTOBKOH TEXHUYECKOIO 3a/1aHH Ha IPOCKTHPOBAHHC CHCTEMBI
3JIEKTPOHHOTO JOKYMEHTO000pOTa B OPTaHA3ALAH C YIETOM BO3MOMHBIX PHUCKOB
yIpaBieHUs JOKYMEHTaMH

Bribop  cHCTeMBI ~ JJIEKTPOHHOIO IOKYMEHTOO60pOTa  OTEYECTBEHHOM
opraHu3anuu-paspaboTinKa
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PykoBozicTBo pa3paboTKod ypoBHEH JOCTyma PYKOBOJHUTENEH CTPYKTYPHBIX
HoZpasjeNeHnii OpraHM3allid K HH(pOpMAM¥ B CHCTEME IJICKTPOHHOIO
J0KyMeHT0000pOTa C y4ETOM HX TIPaB M OTBETCTBCHHOCTH

OLieHKa MHJIOTHOIO BHEAPEHHs CHCTEMBI 3JICKTPOHHOTO JIOKyMEeHTO000poTa B
OpraHu3aluH

PykoBoacTBO TpHEMKOH U MOJTHOMACIITA0HEIM ~ BHEJPEHHEM  CHCTEMBI
3JIEKTPOHHOTO JTOKYMEHTO000pOTa B OpTraHA3aIMK

PYKOBOACTBO  OpraHm3anueil  0OydueHHs PYKOBOIHUTENEH  CTPYKTYPHBIX
mojipasieNicHuit paboTe B CHCTEME DJICKTPOHHOTO JIOKyMeHTO000pOoTa H B
cHCTeMe yIpaBieHUs JOKYMEHTaMH OpraHH3ayu

Heo6xoauMBbIe
yMEHHUS

AHaJII/I3I/Ip0BaTL HH(bOpMaIII/IIO 0 COCTOAHHUHN CUCTEMBI YIIPaBJICHHA JOKYMCHTaMH
OpraHu3anvu

PyKOBOZMTh TPOEKTHPOBAHHEM M BHEJPCHUEM CHCTEMBI OJIEKTPOHHOTO
JIOKyMEHT0000pOTa OpraHu3aly

BeiGuparh CHCTEMy JIEKTPOHHOTO JOKyMEHTOOOOPOTA, OTBEUAIOIIYIO 33/ia4aM
opraHu3alyu

Opl"aHI/I3OBI>IBaTB 06yquHe pYKOBOLlI/ITCJIeﬁ Opranu3salun COBPEMCHHBIM
MeETOAaM yIpaBJICHUsA JOKYMCHTAaMH, CHCTEMOM 3JICKTPOHHOTO
IIOKYMCHTOO60p0Ta opratnnsanun

HeobxoauMele
3HAHHUS

HopMmaTuBHBIE [PABOBBIE  AKTBI Poccmiickoii ®ezmepaiui B obnacTd
uudopMauyy, HHPOPMAIMOHHBIX TEXHOJIOTHH ¥ 3aluThl HHPOpMAIIUH,
TIepCOHABHBIX NaHHBIX, UM(POBOH Tpanc(opMaluH, YIPABICHUS JOKyMEHTAMH
OpraHu3aluH

Meroguueckue JOKYMCHTHI | HallMOHAJIILHBIC CTAHAAPTEI B obacT yIIpaBJicHHUA
JOKYMCHTaMH N I/IH(bopMaHI/IOHHBIMI/I TEXHOJIOTHIMH YIIPaBJICHHA

TlepenoBOli OTEYeCTBEHHBIH M 3apyOeXKHBIN ONBIT ¥ HAYYHBIC pa3paboTKH 110
TIpeIoTBPALIECHHIO/YCTPAHEHHIO MOTEHIIMATBHBIX PHCKOB B cdepe ynpasiIeHHSL
51EKTPOHHBIMH JJOKYMEHTaMH OpraHu3auy

MeTozp! [UIAHHPOBaHHMA W pealu3anud padoT 1o pa3paboTke M BHEIPCHHIO
CHCTEMBI EKTPOHHOTO JOKYMEHTOO0O0pOTa B OpraHu3aliy

COBpeMeHHBIe CUCTCMBI IJICKTPOHHOIO Z[OKyMCHTOO60pOTa 51 Hnx
(I)YHKIIHOHaJ'ILHBIC BO3MOXHOCTH

IIporpaMMHble TPOJAYKTHI B 00IacTH 3JIEKTPOHHOIO JIOKyMeHToo0opoTa H
MHGOPMAIMOHHBIX YCIYT 10 HANPaB/ICHHUAM JEATEIBHOCTH Oprafu3alii

TpeGoBaHusi OXpaHbl TPya

Hpyrue

XapaKTEPHCTUKH

3.3.5. TpyaoBas pyHKUIHs

CTpaTernquKoe IUTAaHUPOBAHUEC H v
OBEHb

a3paboOTKa CHCTEMBI XPaHEHUSI P
HaumeHoBaHue pasp p Kox | C/05.7 (MoaypOBeHb) 7

I[OKYMCHTaJIBHOFO (bOHI[a KBaJII/I(bI/IKaI.lI/II/I

OpFaHI/I3aIII/IH
Hponcxovmnenne Opurynan X | 3auMCTBOBaHO W3 OpUrHHA/a
TpyaoBoi GpyHKIMH

Kon PerucrpaioHHbIH HOMEP
opuruHana npodecCHOHATEHOTO

CTaHIapTa
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Tpynossie
JIeHCTBUSA

Hozmepm(a IOCTOBCPHOCTH, LETTOCTHOCTH  JIOKYMCHTOB U HX JaHHbIX,
HeoOXOIUMBIX JUIA 3allUThI OT HECAHKIIMOHHPOBAHHOI'O HN3MCHCHHS

Hozmepxﬂ(a ayTEeHTHIHOCTH JOKYMEHTOB H UX JAHHBIX

Pa3pa60TKa cxeM MeTaJaHHBIX JOKYMEHTOB, CBSI3aHHBIX ¢ JIOKYMCHTaMH Ha
MPOTsHKCHNU ux CymeCTBOBaHI/ISI

Pa3paGoTKa CTpaTerHy  YIpaBJICHHA WCIONB30BAHUEM, XpaHCHHEM H
YHHUTOKEHHEM JIOKYMEHTOB JIOKyMCHTAIEHOTO donma opramMzalMM M HX
JAHHBIX

OnpereicHAE TTPHOPHTETHBIX HAIpaB/ieHHH DPa3BUTHs CHCTEMbl XPaHCHUS,
apXWBUPOBAHHS JIAHHBIX JOKYMEHTAILHOTO ¢onga opraHu3anuy

PyKOBOJCTBO IIPOEKTOM IIOCTPOCHHA MHGOPMAIMOHHO-CIIPABOYHOH CHCTEMbI
XpaHeHHs U HCTOJb30BaHH JIOKyMCHTAILHOTO doHga opranu3anyuy

PYKOBOI[CTBO IIPOCKTaMH COBepI.HeHCTBOBaHI/IH CHUCTCMBL XpaHeHHuA
JOKYMCHTAJIbHOT'O (bonna Oprasnu3alliu

KoHTpOJIb BHEJPEHHS OTEIECTBEHHBIX MH(GOPMAIMOHHBIX TEXHONOIMH B CUCTEMY
XpaHeHHs JOKYMEHTaJILHOTO ¢hoH/Ia OpraHu3alluy | HX HCTIOMH30BaHHS B paMKax
yIpapiieHHs JOKYMEHTHBIMA CHCTEMaMu OpraHU3alKy

®opMupOBaHHE IKCIIEPTHONH KOMHCCHH OPTaHM3aliH

HeobxoauMbIe
yMeHHUS

HpOBOlII/ITI) MOHUTOPHUHI HCIONB30BAHHA JOKYMCHTAIBHOIO (bOHﬂa B paMKax
AeATENbHOCTH opraHu3salinm, €ro XpasvCHUA H YHHYTOKCHHA JOKYMEHTOB C
HCTEKIIUMHU CPOKaMH XpaHeHuia

HpOBOIII/ITB MOHUTOPHHT BHCAPECHUS COBpPCMEHHBIX I/IH(i)OpMaI_II/IOHHbIX
TEeXHOJIOrUi B CHCTEMY XPaHCHUA JOKYMEHTAJILHOT'O (bonna OprasU3aLinM -

IpuMeHATh nepe10BOA OTeYeCTBEHHLI W MEXIYHApPOJHbIH ONBIT B obnactu
OpraHM3ali HCIIONb30BAHMA, obecrieyeHnss COXPaHHOCTH, YHHYTOKCHMI,
apXUBHPOBAHHUA JAHHBIX JOKYMEHTAIbHOTO doHzia opraHu3anHy

OneHnBaTh ¥ MpPeJOTBPALIATh PUCKH B 061aCTH KCIONB30BaHMUs, XPaHCHUA U
VHHYTOKEHHUS IOKYMEHTAILHOTO doHaa opraHu3anuy

Knaccupunuposarb, BepuduIUpoBaTh MHPOPMAIHIO IOKyMeHTaIbHOro GoHza
OpraHH3alMi H PYKOBOIUTH TNOCTPOCHHCM HH(OPMAIMOHHO-CIIPABOYHBIX
crcreM U 0a3 JaHHBIX OpraHu3anun

HpOBOlIHTI: JKCIHECPTHUIY LEHHOCTH JOKYMEHTOB, PO3BICK Henocralomux JAcll
IIOCTOSIHHOTO CpOKa XpaHeHus H Aen 1o JIMYHOMY COCTaBy, O(I)OPMJISITB
JOKYMCHTBI JUTA nepcaaiy B apxusB opraHusaniy

HeobxoauMbIe
3SHAHHSI

HopmaTHBHBIE —TIPAaBOBBIE  AKThI Poccuiickoii @enepauun B 001acTH
uapopmanuy, HHGOPMAIMOHHBIX TeXHOJOTMH ¥ 3aluThl HHGOpPMAIMH,
IEPCOHANBHBIX AHHBIX, ur$poBoil TpaHCHOPMAIMH, YTIPABICHHA JOKyMEHTaMH
OpraHu3aluy

MeTtoauueckue JOKYMEHTHl H HaIMOHAJIbHBIC CTaHI@pThl 10 BOIIpoCcaM
apXMBHOI'O acia

TlepemoBas ~ OTEUECTBEHHad,  MENIyHApOAHad IpakTHKa  OpraHH3alyH
JICIIONb30BAHHS, 00€CIedeHNs COXPaHHOCTH, YHHYTOXCHH JOKyMEHTAIIbHOTO
doHa opraHu3anyH

HpaBHJIa H MCTOIBI YUCTa, COCTaBJICHUA, O(I)OpMJICHI/ISI, HCIOJIB30BaHM,
XpaHCHUS U YHI/I‘ITO)I(GHI/IH JOKYMCHTOB opraHu3aiuu ¥ UX JAaHHBIX

TlpaBuna M METOABL INPOBEJICHUA  OKCIICPTHIBL IIEHHOCTH JIOKyMCHTOB
opraHu3aluu

Metons! IpOBEICHHUA a”Hanmsa 3(1)(I)CKTI/IBHOCTI/I CHUCTCMBL XpaHeHHs1
lIOKyMeHTaJ'IBHOFO (1)0HI[3. opraﬂmaunn, 00001meHus MOTyUYCHHBIX pCB}’IIbTaTOB
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MeToIoJIOTHS TOCTPOSHHUSA MHQOPMAIMOHHBIX CHCTEM H 6a3 JAaHHBIX TIO
JOKYMEHTaM OpraHH3allii W TpeOOBaHHS K HOPMATHBHOMY obecIeueHnI0 UX
(yHKIHOHHPOBAHHUS

VIHGOpPMALKOHHEIE TEXHOJIOTHH, HCIIONB3yeMBIC B OpraHM3alliy  YYeTa,
HCTIONB30BAHHS, 0GECIIEYeHHs COXPAHHOCTA H YHHYTOKEHMSA TOKYMEHTAILHOTO
¢oH1a opraHu3aliu

KpHuTepuu UEHHOCTH M CPOKH XPAaHEHHs JOKyMCHTOB OpraHu3aiiy, IPYHIHIBI
TIPMHSATHS PELICHAH [0 BONPOCY MX JaIpHeHIIero XpaHeH:Us WA YHHYTOXKCHHS
[IpMHOMIBL M METOXBI  COBEPIICHCTBOBAHMA CHCTEMEI  XpaHEHHS
JIOKYMEHTAJIBHOTO (pOHA OpraHU3alHH

Tpe6oBaHusl, PEIBbABIIEMBIC K *WICHAM 3KCIEPTHON KOMHCCHU OpraHH3aIluy
TpeGoBanus OXpaHbl TPy

Hpyrue -

xapaKTepnchn

IV. CBenenus 06 opranu3anusx — paspadoryukax npogeccHoHAILHOr0 CTAHAAPTA

4.1. OTBeTCTBEHHAs] OPraHU3aMA-Pa3padOTINK

HIT «HanuoHaabHast acCOHALUL O(HCHBIX CIIENUATHCTOB U aJIMUHHCTPATHBHBIX pabOTHUKOBY, TOPOA
MockBa

Jlupexrop XmocHea Jlrogmuia IlerpoBHa

4.2. HauMeHOBaHHS OPTraHU3aNnii-pazpadoTIHKOB

AO «UT Dxcnepr», ropos Mocksa

000 «Takckom», ropos Mocksa

00O «lleHTp 3KCOCPTU3BL U cepThduKauymy, ropox Mocksa

®IBEOY BO «Ilen3eHCKuit TOCYIaPCTBEHHBIA YHUBEPCUTETY, TOPOL Ilensa

®IBOY BO «Poccuiickuii rocy JapCTBeHHbIH T'yMaHUTApHBIA yHUBEPCUTETY, TOPOA Mocksa
®I'BIIOY «Komnemx MUJL Poccun», ropoa Mocksa

®I'BY «BHUU Tpyna» MunTpyna Poccun, ropont Mocksa

PR N SRV RN AVERE S A

! O6mepoccHiickuit xiaccupuKaTop 3aHATUH.

2 O6uiepoccHiiCKmi KiaccuduKaTop BHAOB HKOHOMHYECKOH NEATCIIBHOCTH.

3 Mocranoenenue IIpaBUTENBCTBA Poccuiickoii ®eaepaiuu oT 16 ceHTAGps 2020 r. Ne 1479 «O6 yrBepxaeHHH IIpaBmi
HpOTHBOMNOKAPHOTO PEXKMMA B Poccuiickoit ®eaepaumny, AeHCTBYET 10 31 nexaOps 2026 r. BKIIOYUTENBHO.

4 TloctanoBneHue [IpaBUTENIBLCTEA Poccuiickoi ®enepaumu ot 24 aexabps 2021 r. Ne 2464 «O nopaake o6ydeHHs MO OXpaHe
TpyZa M IPOBEPKH 3HAHUA TpeGoBaHHI OXpaHbl TPYAa», meficTByeT 10 1 ceHTA0pst 2026 .

5 Cratpst 11 @efepabHOro 3aKOHa OT 29 HIoNs 2004 1. Ne 98-®3 «O KOMMepUECKOH TaiHe).

6 Equblil KBATA(UKAMOHHBIN CIPABOYHHK JIOIDKHOCTEH PYKOBOMTENEH, CICIMANUCTOB H CITy AKX,

7 O6uepoccuiickuil KnaccudukaTop npodeccnii paboyux, JOIKHOCTEH CITyXkalWX 1 TapUPHEIX Pa3psjioB.

8 O6mepoccuiickuii KIaccudukarTop crielUaIbHOCTEH M0 00Pa30BaHHUIO.




