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YT1BepxKIcH

[Tpukazom denepaibHOTO
areHTCTBA M0 TEXHUYECKOMY
PEeryJaupoBaHUIO U METPOJIOTUH
ot 12 mapta 2007 r. N 28-cT

Jlata BBeeHUA -
1 nrons 2007 rona

HALUMOHAIBbHbIA CTAHOAPT POCCUUCKOW ®EQEPALIMA

CUCTEMA CTAHOAPTOB NO UHO®OPMALIUWN,
BUBJIMOTEYHOMY U USOATEJIbCKOMY OENY

YNPABJIEHUE JOKYMEHTAMMU
OBLUME TPEBOBAHUA

SYSTEM OF STANDARDS ON INFORMATION,
LIBRARIANSHIP AND PUBLISHING.
RECORDS MANAGEMENT. GENERAL REQUIREMENTS

FOCT P NCO 15489-1-2007
IIpenucnoBue

Ilenu w mpuHUUMBl cTaHaapTu3anuu B Poccuiickoit ®enepauuu ycranoBiensl denepanbHbIM
3akoHOM oT 27 nekabpsa 2002 r. N 184-®3 "O TexHHYECKOM pEryaupoBaHUU", a MpaBUila IPUMEHEHUS
HallMOHAIBHBIX cTaHjgapToB Poccuiickoit Peneparuu - ['OCT P 1.0-2004 "CranpgapTtuzanus B
Poccuiickoit ®enepanuu. OCHOBHBIE MTOJIOKEHUA".

CeneHus 0 cTaHapTe

1. IMoaroroBnen l'ocymapCTBEHHBIM YUpexaeHUEM BcCepoCCMICKUM Hay4dHO-UCCIEA0BATEIbCKUM
UHCTUTYTOM JIOKyMEHTOBeleHuss u apxuBHoro nena "BHUMJIAJ/I" Ha OCHOBE COOTBETCTBYIOLIETO
ayTEHTUYHOI'0 IIEpeBOia MEXKAYHAPOJHOTO CTaHAAPTA, YKa3aHHOT'O B ITyHKTE 4.

2. BHecen TtexHMueckuM KomuTeToM 1o craHgaptuzauun TK 191 "HayuHo-TexHuueckas
nuH(popmalys, OMOIMOTEUHOE U U3/1aTEIbCKOE J1eNI0".

3. VrBepxkaeH u BBeneH B aeilictBue [Ipukazom DenepanbHOro areHTCTBa MO TEXHHYECKOMY
perynupoBannio U Merpoioruu ot 12 mapra 2007 r. N 28-cr.

4. Hactosmmii cTaHIapT WACGHTHYEH MexayHaponHoMmy crangapty MHCO 15489-1:2001
"Undopmanus u mokymeHrtamms. YrnpasieHue 3amucsaimu. O6mue mnonoxkenus” (1ISO 15489-1:2001
"Information and documentation - Records management - General").

HanMeHoBaHMe HACTOSIIIETO CTaHAAPTa W3MEHEHO OTHOCHUTEIEHO HAUMEHOBAHHS ayTEHTHYHOTO
nepeBoa st npuseneHus B coorBerctBue ¢ 'OCT P 1.5-2004 (myskT 3.5).

HpI/I IMPUMCHCHHUHN HACTOAMIETO CTaHAapTa PEKOMCHAYCTCA MCIIOJIB30BaTh BMECTO CCBIIOYHBIX
MCKAYHAPOAHBIX  CTAaHAAPTOB  COOTBCTCTBYHOIIMC WM HAUOWOHAJIBHBIC CTAHAAPTHI Poccuiickoit
(Dej:(epauml, CBCACHUA O KOTOPBIX IMMPUBCJACHLI B JOITOJIHUTCIBHOM HpHJ’IO)KGHI/II/I A.

5. BezeH Buepseie.



HNudopmarius 006 M3MEHEHHUSX K HACTOSIIEMY CTaHIAPTy MyONUKYETCS B €XKETOJHO H3AaBacMOM
nHpopManmoHHOM yKazatene "HamwoHanmbHBIE cTaHAapThl', @ TEKCT W3MEHEHUH U TOIMPaBOK - B
€KEMECIYHO H37aBaeMbIX HH(POPMAIMOHHBIX YyKazaTesix "HamuonanpHbie cTaHmapthl'. B cioydae
nepecMoTpa (3aMEHbl) WIM OTMEHBI HACTOSIIETr0 CTaHIApTa COOTBETCTBYIOIIEE YBEAOMIICHHE Oyaer
OMyOJIMKOBAaHO B €XKEMECSYHO M3aaBaeMoM ykazaresne "HanmonanpHbie cranmapThl'. COOTBETCTBYIOIIAS
uH(pOpMaIKs, YBEJOMIICHHE M TEKCThI Pa3MEIIaloTCS Takke B WH(MOPMAIMOHHOW CHCTEME OOIIero
M0JIb30BaHUA Ha odunuaibHOM caiite defepaibHOr0 areHTCTBAa MO TEXHUYECKOMY PETyJIUPOBAHUIO U
METpPOJIOTHH B ceTh MHTepHeT.

1. Obnacte npUMEHEHHUS

Hacrosimuii  cranmapt peryjimpyer MNpOUEcChl YIPaBICHHS JOKYMEHTaMU TOCYJIapCTBEHHBIX,
KOMMEPUECKUX M OOILIECTBEHHBIX OpraHu3alui, MpeAHa3HaA4aeMbIMH JUISI BHYTPEHHErO WM BHEIIHETO
IIOJIb30BaHU.

[Tonoxxenus HACTOALICTO CTaHAAapTa ABJIAIOTCA PEKOMCHAAIUAMU 110 CO3JaHHUIO CUCTEM YIIpaBJICHUA
AOKYMCHTaMH, BKIIOUCHHUIO B HEC AOOKYMCHTOB, a TaK¥XeE 00€CIIeYECHUIO0 COOTBETCTBUS AOKYMCHTOB
YCTAHOBJICHHBIM B CTAHAAPTC XaPAKTCPHUCTHUKAM.

Hacrosimmit cranmapr:

- pacmpocTpaHsieTCsi Ha YIpaBJleHHE JOKyMeHTaMu (BceX (opmMaToB M Ha BCEX HOCHUTEINAX),
CO3/1aBaeMBIMH WJIH MTOJTy4aeMbIMH T'OCYapCTBEHHOH, KOMMEPYECKOW MM OOIIeCTBEHHOUW Opranu3anuei
B IpoIlecce €€ AeSITeNbHOCTH WM JIULIOM, Ha KOTOPOTO BO3JIOKE€HA 00s13aHHOCTh CO3/1aBaTh M COXPAHSTH
JIOKYMEHTHI (Jlajiee - OpraHu3alimn);

- COOCPIKUT ITOJIOKCHUA 00 OTBCTCTBCHHOCTH, IIOJIUTHUKE, IIpOoHCAYypax, CUCTEMaX U IpoLeccCax,
CBA3aHHBIX C JOKYMCHTaAMU opraHmauHﬁ;

- COJEpPXHUT PYKOBOJSIIME YKa3aHWs [0 YIOPABICHUIO JOKYMEHTaMH B paMKax IPOILIECCOB
yYIOpaBJiICHUS KAa4eCTBOM W YIPaBJIEHUS OKpPYXKAlOUeH Cpefoil B COOTBETCTBUHM C MEXIYHAPOIHBIMU
crangaptamu MCO 9001 u 1CO 14001;

- COOCPKUT METOAUUCCKNUEC PCKOMCHAAUHN 10 ITPOCKTUPOBAHNIO 1 BHCAPCHHUIO CUCTEM YIIPABJICHUA
AOKYMCHTAaMHU.

Hacrosmuii crangapt HE pacmpoCTpaHsAETCs Ha YIPABICHHE apXMBHBIMM JOKYMEHTaMHU,
XPAHAILIMMUCS B aPXUBHBIX YUPEIKICHUIX.

Hacrosimuii cranmapt npeHa3HaveH JJis:
- pyKOBoAUTENEH (MEHE)KEPOB) OpraHU3aIlnii;
- CIICTIMAJIMCTOB B 00JIACTH YIIPaBIeHHS JOKYMEHTaMH, HH(POpMAIHeld 1 TEXHOJIOTHUSIMH,
- COTPYAHUKOB (TIepCcoHala) OpraHu3alui;
- (PM3HYECKUX JIUTI, 0OS3aHHBIX CO3/IaBATh U COXPAHSATH JOKYMEHTHI.
2. HopmaTuBHBIE CCHIITKH
B Hacrosimem craHaapTe NCIOIb30BaHBI HOPMATHBHBIE CCHUTKH Ha CIIEAYIONINE CTAHIAPTHI:
NCO 5127-11:87. Uudopmarus u qokymenranus. CioBapb

NCO 5963-85. JoxymenTanus. MeToasl aHamu3a JOKYMEHTOB, OMPESICHUS UX TEMBI U MOAOOpa
WHJIEKCUPOBAHHBIX TEPMUHOB JIJIsl COCTABIICHUSI YKa3aTeei



NCO 9001-2000. Cucrembl MeHEDKMEHTa KauecTBa. TpeboBaHus

HNCO 14001-96. Cucremsl ympaBlieHHs] OKpykaromied cpemoi. TpeGoBaHusS W PYKOBOJCTBO IO
MIPUMEHEHHIO

3. TepmunbI 1 onpeiesICHUS

B Hacrosmem craHmapTe TPUMEHEHBI CIEAYIONIME TEPMHHBI C  COOTBETCTBYIOIIUMHU
OIPEICTICHUSMH:

3.1. ApxuBHBII opraH; apxuBHOe yupexaeHue (archival authority): yapexaeHue, OTBETCTBEHHOE 3a
O0TOOp JTOKYMEHTOB Ha XpaHEHWE, KOMIUICKTOBaHHWE M O0OECHEYeHHE COXPAaHHOCTH apXUBHOTO (HOHJA,
MPEOCTaBIICHUE JOCTYNa K apXHBHBIM JOKYMEHTAM W COTJIACOBAHWE YHHUYTOXCHHS JTOKYMEHTOB, HE
MOJIeKAIUX XPAHEHUIO.

3.2. Cucrema ympaBieHus JokymMeHTamMu (records system): wuH(pOpMalMOHHAs CHCTEMA,
obecrieynBaromas cOOp JOKYMEHTOB (BKIIFOUCHHE JOKYMEHTOB B CHCTEMY), YIIPABICHHE TOKYMEHTAMH U
JOCTYII K HUM.

3.3. HoxymeHnt (record): 3aduKCHpOBaHHasT Ha MaTEpUATBLHOM HOCUTEJE HWIACHTU(DHUIMpyemas
uHpOpMaIKs, CO3/IaHHAs, IOJyYCHHAas W COXpaHseMas OpraHu3anued Wi (U3UYECKUM JIMIOM B
Ka4ueCTBC AOKA3aTCJIbCTBA MMPHU IMMOATBCPIKACHUU IIPABOBBIX O6$I3aTeJII>CTB NI I[CJ'IOBOI;'I ACATCIIBHOCTH.

3.4. JToctyn (access): mpaBo, BO3MOXKHOCTb, CPEJICTBA IS IOMCKA, U3BJICUCHHS WII HCIIOTIb30BAHUS
uHpOpMaLnu.

3.5. UnnekcupoBanue (indexing): mpolecc MpOCTaBIEHUS YCIOBHBIX 0003HAUEHUN M COCTABIICHUS
yKa3zaTenei, CIry)Kalux JJs YIPOIIEHHsI JOCTYMa K JOKyMEHTaM U (MiIi) HHPOpPMAaLUH.

3.6. Knaccuduxkanus (classification): cuctemaruueckas uaeHTU(GUKALNS U YIIOPSA0YSHHUE €TOBOU
JESATELHOCTH U (WJIH) IOKYMEHTOB 10 KaTETOPUSM B COOTBETCTBUU C JIOTHUECKU CTPYKTYPHUPOBAHHBIMU
YCIOBUSIMH, METOJaMH M TPOLEIypPHBIMH TMpaBUJIAMH, TPEACTaBICHHBIMA B KJIacCU(DUKAIIMOHHOM
CHCTEME.

3.7. KouBeptupoBanue (conversion): mpolecc nepeMelieHns JOKYMEHTOB ¢ OJHOTO HOCUTENs Ha
Apyroit win u3 ogHoro ¢popmata B apyroit. Cp. murparnms (cm. 3.11).

3.8. Koutponp (tracking): co3maHue, BKJIIOUYEHHE B CHCTEMY YIPABJICHUS JOKYMEHTaMH U
cOoXpaHeHHe HHPOpPMaIUU O JBUKEHUU U UCTIOJIb30BaHUH IOKYMEHTOB.

3.9. koHTpoOB AeicTBUil (action tracking): IIporecc oTcnexuBaHus CPOKOB COBEPIIEHUS IEHCTBHIH,
a TaKKe MPOLIECC YCTAHOBJIEHUS CBA3H 3TUX OTAEIbHBIX IEUCTBUH C 1€J0BOM €ATEIbHOCTHIO B LIEJIOM.

3.10. Meranannsle (metadata): gaHHbIe, ONMCHIBAIOIIME KOHTEKCT, COJEpPXKAaHUE, CTPYKTYpPY
JIOKYMEHTOB U YIPaBJI€HUE UMH.

3.11. Murpanust (migration): mnepeMelieHue IOKYMEHTOB M3 OJHOW CHCTEMBI B JPYIyl0 C
COXpPAaHEHHEM ayTeHTUYHOCTH, LEJIOCTHOCTH, IOCTOBEPHOCTH JOKYMEHTOB M HMX MPUTOAHOCTH MJIs
ucrons3oBanus. Cp. KoHBepTHpoBaHue (cM. 3.7).

3.12. OGecrneueHue coxpaHHOCTH (preservation): TMPOIECCHl W OMEpaluH IO O0eCIeYEHUIO
TEXHUYECKON M MHTEJUIEKTYAIbHON ayTeHTHYHOCTH JOKYMEHTOB B TEUEHUE BPEMEHHU.

3.13. Otbop um mepemaya (disposition): TPOIECCHI peaTH3alUU YIPABICHYCCKUX PEIICHHH,
3a)KCUPOBAHHBIX B MEPEUHSAX JOKYMEHTOB WU IPYTHMX HHCTPYMEHTAX YIpaBICHHsS JOKYMEHTaMH, U
KaCcaromuxcCs YHUUTOXCHUS JOKYMCHTOB WK IIEPEAAYN X HA MOCICAYIOIICC XPaHCHUC.



3.14. Tlepememenue (transfer) (B OTHOIIEHWHM MeECTa XPAHECHHs): M3MEHEHHUE MeECTa XpaHEHUs
JIOKyMEHTA.

3.15. Ilepemaua (transfer) (B OTHOIIEHMH CIOCO0a XpaHEHHWs): M3MEHEHHE CIoco0a XpaHECHHS
JOKYMEHTOB, IpaBa COOCTBEHHOCTH U (MJIM) OTBETCTBEHHOCTH 32 JIOKYMEHTHI.

3.16. OtyetHocTh (accountability): HpuHIWII, B COOTBETCTBUM C KOTOPHIM YacTHBIC JIMIIA,
OpraHM3aIyu U 00IIECTBO OTBETCTBEHHEI 32 CBOU JCHCTBHSI.

3.17. Perucrtpanus (registration): mpruCBOCHUE TOKYMEHTY YHUKAIBHOTO MACHTH(PHUKATOPA MPU €0
BBOJIC B CUCTEMY.

3.18. VYuaumutoxkenue (destruction): NMKBHIANMS JOKYMEHTOB O€3 KaKOW-THOO BO3MOXXHOCTH
BOCCTaHOBJICHHSL.

3.19. VYmpasnenue gokymeHTamu (records management): COBOKYIHOCTh IUIAHOMEPHBIX U
3G (HEeKTHBHBIX ACHCTBHIA 1O CO3JIAHUIO, HCIIOJIb30BAHUIO, XPAHCHHIO W YHUUYTOKCHHUIO JIOKYMEHTOB B
OpraHM3alMsIX C IeNbI0 J0Ka3aTeNbCTBA MPOBEICHUS ACTOBBIX (YIPABICHUYECKHX ) OTEPAIIHiA.

4. IIpenmy1iiecTBa yrpaBjieHUs JOKyMEHTaMU

VhpaBieHue JOKYMEHTaMH  PACHpPOCTPAHSIETCS Ha  NPAKTHYSCKYIO  JCSATEIbHOCTh  JIHUI,
OCYIIECTBISIONIMX ~YIPaBICHHE TOKYMEHTaMH, a TakKe JIMI, CO3JAl0IIUX WK HCIIOJb3YIOIINX
JOKYMEHTBI B XOZIC CBOCH JICJIOBOH JIEATEIILHOCTH. YIIpaBJICHUE JOKYMEHTAMH B OPTaHU3al[UU BKIFOYACT
B ceO0s:

a) IPUHATHUE MOJIMTUKHU U CTAHJAPTOB B cdepe ynpaBieHHs JOKYMEHTaMU;
b) pacnpenenenre OTBETCTBEHHOCTH U TIOJTHOMOYHIA IO YIIPABICHUIO TOKYMEHTAMU;

C) YCTaHOBJICHHE, BHEIPEHHE U PACIpPOCTPAHEHUE PYKOBOASIINX YKa3aHUW M PETIaMEHTOB paboThI
C JIOKyMEHTaMH;

d) mpenocTaBieHue psAa YCIYT, OTHOCAIIUXCS K YIPaBICHUIO JOKYMEHTAMHU U HUCIOJIB30BaHUIO
JIOKYMEHTOB;

e) IMPOCKTUPOBAHUEC, BHCAPCHHUC W aAJIMUHHUCTPHUPOBAHHUC CIHCHUAIN3UPOBAHHBIX CHUCTEM JJIA
YHIpaBJICHUA TOKYMCHTAMU;

f) HHTCTPHUPOBAHUC IIPOLCCCOB YIPABJICHUA HJOKYMCHTAMU B CHUCTEMblI U IIPOILIECCCHI JIEI0BOM
JCATCIIBHOCTH.

JIoKyMeHTBI cofepaT MHGOPMAIHIO, SBISIONIYIOCS IIEHHBIM PECYpPCOM M Ba)KHBIM 3JIEMEHTOM
NeNIoBOM JiesTenbHOCTH. CUCTEMHBIN MOJAX0/A K YIPaBJICHUIO TOKYMEHTaMU MO3BOJIET OpraHU3alUsIM U
OOIIeCTBY 3alIMIIaTh W COXpaHATh JOKYMEHThl B KadecTBE JlOKa3zaTenbCTBa JeicTBuil. Cucrema
yIpaBieHUs JOKYMEHTaMH IO03BOJISET CO3[aBaTh MH(POPMAIMOHHBIM pecypc O JAEIOBOU AESTeNbHOCTH
OpraHM3alMM, KOTOPBIA MOXET MOAJEPKUBATE €€ MOCIEAYIOUIYIO JEATEIbHOCTh U OTJENIbHbBIE PEIICHNUS,
a Taxke obecreyrBaTh OTYETHOCTD.

JIOKYMEHTBI ITO3BOJISIFOT OPraHU3aALNAM:
- OCYUIECTBIIATH CBOIO JAESITEILHOCTD YIOPSI0YEHHO, 3(PPEKTUBHO U OTBETCTBEHHO;
- IPEJOCTABIIATH HHPOPMAIIUIO TIOCIEI0BATEIBHO U O0BEKTUBHO;

- obecrieunBaTh MHPOPMAIIMOHHYIO MOJICPKKY MPU MPUHATUU YIIPABIECHYECKUX PEIICHUN;



- o0ecneunBaTh COTJIACOBAHHOCTb, HEMPEPHIBHOCTh W TMPOU3BOAUTENHHOCTh [IEIOBOM U
yIpaBIeHYECKON eI TeIbHOCTH;

- NOBBIIIATh 3()(PEKTUBHOCTD AEATEIBHOCTU BCEH OpraHN3aluy;
- oOecrieunBaTh OecriepeOOMHOCTD ACATEIBHOCTH B ClIydae Ype3BbIYaifHBIX CUTYAIH;

- co0mo1aTh TpeOOBaHUS HOPMATHUBHOM Cpeflbl, B TOM UHMCIE B 00JIACTH apXUBHOM, ayTUTOPCKOHN U
HAJI30PHOU JIEATENBHOCTH;

- obecrieynuBaTh 3allIUTY U NIOAACPKKY B cyﬂe6me AcJ1ax, BKIIIO4Yasa pUCKH, CBA3aHHBIC C HAJINYHUEM
WM OTCYTCTBUCM HNOKYMCHTAJBHBIX JOKAa3aTCJIbLCTB, COACPXKAIIUX CBCACHUA O ACATCIIBHOCTU
opraHu3anuu,

- 3alMINATh WHTEPEChl OpPraHu3allid U MpaBa COTPYJHUKOB, a TAKXKE BCEX 3aMHTEPECOBAHHBIX
CTOPOH;

- ofecrieunBaTh H JOKYMCHTUPOBATL HAYYHO-HUCCICAOBATCILCKHUEC W OIIBITHO-KOHCTPYKTOPCKHUC
pa6OTBI, HHHOBAITUOHHYIO ACATCIIbHOCTD, a4 TAKKE UCTOPUICCKUC UCCIICAOBAHN,

- TPENOCTaBIATh JOKYMEHTHPOBAHHBIE JOKAa3aTeNIbCTBA JIMYHOM, OOILIECTBEHHOW M JEJ0BOU
JEeATEIbHOCTH;

- 00ecrieunBaTh J1€J0BYIO, IEPCOHAIBHYIO U KYJIbTYPHYIO UIEHTUYHOCTD;

- IOJAEPKUBATh KOPIIOPATUBHYIO, MHANBUIYAJIbHYIO U COLUAIBHYIO aMSTh.
5. HopmaruBHas cpena

Bcem OpraHu3anusaM HCO6XO,I[I/IMO I/II[GHTI/I(I)I/II_II/II)OBaTL HOPMAaTUBHYKO CpEAy, PCryjIupyrollyro HUX
JACATCIBHOCTD H Tp€6OBaHI/I$I K OOKYMCHTHUPOBAHUIO HX JCATCIbHOCTH. Ilonutnka u npoucaypsl
ACATCIIBHOCTHU OpFaHI/I3aI_II/II\/’I AOJIKHBI YYHUTHIBATH Tpe6OBaHI/I${ HOpMaTI/IBHOﬁ Cpcabl. HOpMaTI/IBHLIe
AOKYMCHTBI, OTpaXaromue MACATCIbHOCTb OpraHu3alnu, AJOJDKHBI COACPKATb COOTBETCTBYIOIIUC
A0Ka3aTCJIbCTBA €€ COOTBCTCTBHA HOpMaTHBHOﬁ cpeac.

HopmaruBHas cpena BKIIto4aeT B ceOst:

a) 3aKOHBI U HOPMATHBHBIE aKThbl, perynupyroume chepy IeI0BON EATETBHOCTH B LEJIOM U B
CHEeU(PUUECKUX OTPACIAX, B TOM YHCIIEC 3aKOHbl 1 HOPMaTUBHBIE aKThl, OTHOCSIIUECS HEITOCPEICTBEHHO
K JIOKyMEHTaM, apXuBaMm, JOCTYIy, KOH(UACHIUATBHOCTH, J10Ka3aTelIbCTBAM, JIEKTPOHHONH KOMMEPIIUH,
3alUTe TaHHBIX, HHPOpMaIHH;

b) ctanAapThl, OTHOCSIIHUECS K IPAKTUYECKON S TENbHOCTH;
C) MpaBuJia PpEKOMEHIaTeIbHOI0 XapaKTepa, OTpa)karolife MepeoBOM OMbIT;
d) 106pOBOIBHO IPUMEHSIEMbIE STUYECKIE KOJEKCHI U HOPMBI;

€) uIeHTUPHUIIUPYEMbIE COIHATbHBIE OXUJaHUS (MOTPEOHOCTH), Kacaromuecs aJaeKBaTHOTO
MOBE/ICHUS B CIIEIU(UIECKON OTPACITH UM OPTaHU3alINH.

Tun opraHu3anuyu W OTpacid, K KOTOPOW OHA NPHUHAMIEKHUT, ONPENEISAIOT, KAKUe M3 ITHUX
3JIEMEHTOB HOPMATUBHOMU Cpebl (110 OTAEIBHOCTH WIIM BMECTE) B HAUOOJIbIIEH CTeNeH! IPUMEHUMBI TIPU
YIPaBJICHUH JOKYMEHTAMH B KOHKPETHON OpraHU3alnH.

6. IToimTuka YIIpaBJICHHUA JOKYMCHTaAMH U OTBETCTBEHHOCTD



6.1. OO0wIMeE MOJI0KEHUSA

Opranuzanus, cTpeMsmascs K CcOOJIOACHHIO TpeOOBaHMN HACTOALIETO CTaHIApTa, AOJDKHA
IPUHUMATh, JOKYMEHTAJIbHO (UKCUPOBATh, MOJJICPKUBATh U PACHPOCTPAHATH NMPUHIMIIBI HOJUTUKH,
MpoLEAYphl M MPAKTUKY YIpPaBIEHUS ITOKYMEHTaMHU C TeM, 4ToObl obOecredrBaTh HEOOXOAWMBIE IJis
paboThI 10KA3aTEIbCTBA, OTYETHOCTH M HHYIO HH(POPMALIUIO O CBOCH JAEATEIHHOCTH.

6.2. IIpUHIUTIBI TOTUTHKA

Opranu3zanuy JOJDKHBI ONPENeNiaTh W JOKYMEHTAIBHO (UKCHPOBATH HPUHIMIBI TOJIUTHKU B
o0yacTu ympaBieHHsl TOKyMeHTaMu. Llenmbro 3TOM MONMMTHKHM JOJDKHBI OBITH CO3/aHHME M TIOAJCPIKKA
CHCTEMBl yNpaBJICHUS AYTCHTUYHBIMH, JOCTOBEPHBIMH M TPHUTOJHBIMH JJISi  MCIIOJIb30BAHHUS
JTOKyMEHTaMH, CIIOCOOHOW TOAJEpP)KUBATh JIENOBYIO JESATEIBHOCTh B TEYCHHE YCTAaHOBJIECHHOTO
(meoOxoaumoro) mepuoga BpeMeHH. OpraHuzanuu JODKHBI 00ecrednBaTh WH(GOPMHPOBAHUE O
IIPOBOAMMON TTOJINTHKE U €€ MPUMEHEHUE Ha BCEX OPTaHM3aLMOHHBIX YPOBHSIX.

[TpyHUMIIBI TOJUTHKU JOJDKHBI OBITH NPUHATHL U OAOOPEHBI HA BBICIIEM YPOBHE MPHUHATHS
YIIPaBJICHYCCKUX PEUICHUN M PacIpOCTpaHEHbl BO BCEl opraHusanuu. Takke CleAyeT pachpenelisTh
OTBETCTBEHHOCTE 3a €€ COOII0ICHHE.

[TpyHIMIIBI TOJUTUKU CIEAYeT pa3padaTbiBaTh HA OCHOBE aHANW3a JEJIOBOW nesTenbHOCTH. OHa
JTOJDKHA ONPENIENsATh, B KAKUX 00JACTAX B HAMOOJBIIEH CTETICHH IPUMEHSIOT T€ WIM MHbIE HOPMATHUBHbBIC
aKThl (3aKOHBI, HOPMATHUBHBIE AKThI, CTAHJAPTHI, MPAKTUYECKHE PEKOMEHIAINH), PErJaMeHTUPYIOIINe
CO3JlaHUE JIOKYMEHTOB, CBSI3aHHBIX C JCJIIOBOM JIEATENbHOCThIO. [Ipy STOM OpraHuszanuu JOJKHBI
YUUTHIBATh CBOIO OPTaHHU3AIMOHHYIO CpPEly, a TaKK€ SKOHOMHMYECKHE acHeKThl. [IpUHIUIBI MOMUTHUKH
ClelyeT peryasipHO TiepecMaTpuBaTh C TeM, 4YTOObI OOecrneuuBaTh OTPAKEHHE €I TEeKYIIHUX
MOTpeOHOCTEN 1eTT0BOM AEITEIbHOCTH.

6.3. OTBETCTBEHHOCTH

OTBETCTBEHHOCTh M MOJTHOMOYMSI B OOJACTH YIpaBlIEHUs JOKYMEHTaMM JIOJKHBI OBITh YETKO
onpeseNeHbl U JIOBEACHBI /10 CBEJIEHUS BCEHl OpraHu3aludd C TeM, 4TOObI ObUIO SICHO, KTO HECET
OTBETCTBEHHOCTh 3a paboTy € KOHKPETHBIMU JOKYMEHTaMH. OTa OTBETCTBEHHOCTh JOJKHA OBIThH
pacmpesieieHa MeEXAy BCEMU COTPYJHUKaMM oOpraHuszauud (B TOM 4YHCIE€  YIPaBISIOLUMU
JOKYMEHTAllMel,  CHelMaJUCTaMHd  CMEXHBIX  MH(POPMALMOHHBIX  Hpodeccuif, pPyKOBOJCTBOM
OpraHu3alyy, PYKOBOJUTEISAMU CTPYKTYPHBIX MOAPA3ACICHUM, aIMUHACTPATOPAMU CUCTEM YIIPaBICHUS
JOKYMEHTaMH U JIPYTMMHU JIMLAMHM, A KOTOPBIX padoTa ¢ JOKYMEHTaMU BXOJAUT B UX JOJKHOCTHBIE
00s13aHHOCTH) U OTpa)k€Ha B JOJDKHOCTHBIX HHCTPYKLUHUSAX M OpPraHU3alMOHHO-PACIOPSIUTEIbHBIX
JOKyMeHTax opraHu3zanuu. Oco0asi OTBETCTBEHHOCTh B O0JIACTH YINpaBJIEHUS JOKYMEHTaMM JOJKHA
ObITh BO3JIOKEHA Ha JIMIO, 00Ja/jarollee COOTBETCTBYIOUIMMH MOJIHOMOYMSMHM BHYTPU OpTaHU3alMH.
Ha3nauenue oTBETCTBEHHBIX JIMIL JOJKHO OBITh PETIAMEHTHPOBAHO PACTIOPSIUTEIbHBIM TOKYMEHTOM.

OTBeTCTBEHHOCTh B 00JACTH YMNpaBlIeHUS JOKYMEHTaMH JOJDKHA BKJIIOYATh B ceOsl cleqyrolne
I0JIO’KEHHUS:

a) CHEeIUaIMCThl B 00JacTU YIpaBJIeHHUS AOKYMEHTAMH OTBEYAIOT 3a BCE ACMEKThl YIpaBJICHUS
JOKYMEHTaMH, B TOM YHCJIE 3a NPOCKTUPOBAHUE, BHEIPEHHE U COXPAHHOCTb CHCTEM YIIPaBJICHMS
JOKYMEHTAaMH M UX OKCIUTyaTallMOHHBIE XapaKTEepPUCTUKH, a Takxke 3a oOydeHue moJib30BaTesen
YIPABICHUIO JOKYMEHTaMH WU TPUMEHEHUIO CHCTEM YIPaBJIECHUS JOKYMEHTAaMH B WHJMBHUIYaJbHOU
MPaKTUYECKON JESITeIbHOCTH;

b) OTBCTCTBCHHOCTH PYKOBOACTBA 3aKJIOYACTCA B HNOAACPIKKC NMPUMCHCHUSA ITOJIUTUKU YIIPABJICHUA
JOKYMCHTAaMH BO BCEM OpraHu3alnvu,

C) AaIMUHHUCTPATOPHl CHUCTEMBl YIPaBICHUS JAOKYMEHTaAaMH OTBEYAlOT 3a TO, YTOOBI BCS
JOKyMEHTAIUs OblJIa TOYHOH, YIOOHOM ISl BOCTIPUSATHS M IOCTYITHOM TSI TIEpCOHAIA OPTaHU3allnu;



d) BCC COTPYAHUKH OpraHru3aliii OTBCTCTBCHHBLI 3a COXPAHCHUC AYTCHTUYHOCTHU, HCIOCTHOCTH,
AOCTOBECPHOCTU U IPUT'OJHOCTH JJIA UCITOJIB30BAHHUA JOKYMCHTOB, OTpaXKaroIlnX UX ACATCIbHOCTD.

B IIponecce IUIaHUPOBaHUA KW BHCAPCHHA IIOJIMTUKKW W IIPOHCAYpP YIHIpaBJICHUA AJOKYMCHTaMHU
AOJDKHBI IPUHUMAThb Y4aCTUC apXWBHBIC OpPraHbl.

7. TpeboBaHUs K YIPABICHUIO JOKYMEHTAMH
7.1. IlpuHune! pa3paboTKU IpOTrpaMM yIpaBiIeHHs JOKYMEHTaMHU

JIOKYMEHTBI CO34aI0TCs, MOCTYNAlOT M HCIOJBb3YIOTCS B IIPOLIECCE OCYILIECTBIECHUS JEJI0OBOU
nesitenbHOCTH. J{J1s oOecrieueHusl HeMPEePhIBHOCTU JIETIOBOU JIE€ATEIbHOCTH, COOIOIEHUSI COOTBETCTBUSA
HOPMAaTUBHOUN cpefe W oOecredeHus HEOOXOAMMON OTYETHOCTH OPTraHM3AIMH JIOJDKHBI CO37aBaTh H
COXPAaHSTh ayTeHTHUYHbIE, HAJCKHbBIE U MPUTOAHbBIE JUISI UCIIOJIB30BaHUs JOKYMEHTHI, a TaKKe 3allHUINaTh
[[EJIOCTHOCTh 3THX JOKYMEHTOB B Te4YeHHE TpeOyemoro BpemeHH. [lJis 3TOro opraHU3aliu JIOJDKHBI
MIPUHUMATD U BBIMOIHATH KOMILJIEKCHYIO POTpaMMy yIpaBJiIeHUs IOKYMEHTaMHU, BKIIOYAIOUIYIO B ce0s:

a) MEepeYHH [JOKYMEHTOB JJIs KaXIOro Ipoliecca JAeJOBOW JESATEIbHOCTM M TpeOOBaHUS K
uH(pOpMaIINH, TIOJUIekKAIIEeH BKIIOUEHUIO B TJOKYMEHTHI

b) penienusi, Kakoil (GOPMBI i CTPYKTYPHI JOJKHBI OBITH CO3/IaBa€MbIC M BKJIIOYACMBIC B CUCTEMY
JOKYMEHTBI U KaKhe TeXHOJOTHH JIJIS MX CO3aHus U 00pabOTKH CleayeT UCIOIb30BaTh;

¢) TpeOOBaHUs K COCTaBY META/IaHHBIX, X CTPYKTYpE U YIPABICHUIO UMU;

d) YCTAHOBJICHUC Tpe6OBaHI/II7I K ITOUCKY, UCIIOJIb30BAHUTIO U IIEpCAavYC NOKYMCHTOB, a4 TaKKC CPOKaM
XpaHCHUA JOKYMCHTOB,

e) peUiCHUEC, KaK OpraHu30BbIBATb HNOKYMCHTHI C TCM, yTOOBl OHU OTBEYAIU Tpe6OBaHI/I$IM,
MNpEABABIACMBIM K UX UCITIOJb30BAHUIO,

f) OLICHKY PpHUCKOB, CBiA3aHHBIX C OTCYTCTBUCM O(l)I/ILII/IaJ'IBHHX JOKYMCHTOB, OTpaXaromux
ACATCIIbHOCTb OpTraHU3allnu,

g) o0ecrieueHre COXPAHHOCTH JOKYMEHTOB M JOCTyMa K HUM B II€NISX BBIMOJHEHHUS TpeOOBaHUMN
JIEIIOBOH AEATEILHOCTH U OOIECTBEHHBIX 0K IAHNI;

h) cooTBercTBHE TPAaBOBBIM TpeOOBAHMSIM, HOPMATHBHOW cCpele, CTaHAapTaM M TOJUTHKE
OpraHu3allNy;

1) obecrieueHNe XpaHeHHs TOKYMEHTOB B 0€301MacHOM U 3allIUIIEHHON cpeie;
J) obecrieueHre XpaHEHHs JIOKYMEHTOB B T€UE€HHUE HEOOXO0IMMOTO MM TPeOyeMOoro Cpoka;

k) ompenenenue M OLEHKY BO3MOXHOCTEH MOBBIMIEHUS 3()()EKTUBHOCTH M PE3YNbTATUBHOCTH
OpPraHU3alMOHHBIX IIPOLIECCOB, PEIICHWH W JEWCTBUI B pPE3yJNbTaTe KadeCTBEHHOIO YIPABJICHUS
JOKYMEHTaMH.

[IpaBuna co3maHusl TOKYMEHTOB M METQJaHHBIX O JOKYMEHTaX M WX BKJIIOUEHUS B CHCTEMY
yIpaBIeHUS JOKYMEHTAMHU MOJKHBI ObITh BHEAPEHBI B MPOLEAYPHI, PETYIHPYIOIIHNE BCE MPOIIECCHI
JIEIIOBOM JEATEIBHOCTH, JIJISl KOTOPBIX TPEOYeTCs TOKa3aTeIbCTBO OCYIIECTBICHUSI ICHCTBHIA.

I[OJ'II‘ OCpPOYHOC TIIIAHHUPOBAHUC ,HCHOBOﬁ ACATCIBHOCTH MW MCPBI B CJIy4YaC HCNPCABUACHHLIX
00CTOATEILCTB JOJDKHBI  T'apaHTHUPOBATb, 4YTO JOKYMCHTBHI, BaXHBIC [JIA IMPOAOCJIKUTCIBHOI'O
(byHKI_[I/IOHI/IPOBaHI/IH OopraHu3anuvy, 3alllUIICHBI U MOT'YT OBITh BOCCTAHOBJICHBI B cIy4dac HCO6XOI[I/IMOCTI/I.

7.2. XapakTepUCTUKHU JOKYMEHTA



7.2.1. O01Me MON0KEHUS

JIOKyMEHT JOJKEH OOBEKTUBHO OTpaXkaThb TO, YTO COOOILEHO WJIM PENIeHO, WU MNPEAIpPUHSATO
neiicrBue. JIOKyMEHT IOJKEH OTBEYaTh MOTPEOHOCTAM JEI0BOM IEATEIbHOCTH, K KOTOPOH OH OTHOCHUTCH,
Y UCIIOJIb30BATHCA B LIEJIIX OTUETHOCTH.

:‘)J'IGKTpOHHHﬁ JOKYMCHT HOOJIKCH COACPKAThb MK ITOCTOSAHHO OBITH CBS3aH C METaJaHHBIMU,
OTpaXaromuMH oncpanun, COBCPIIACMbIC C JOKYMCHTOM B IIPOLCCCC JICIIOBOM JESITEIbHOCTH. HpI/I 9TOM:

a) CTPyKTypa JOKyMEHTa, ero (opmar M B3aHMMOCBA3M MEXIY COCTABISIIOIIMMU JIOKYMEHT
3J€MEHTaMU JOJIKHBI OCTAaBAThCSI HEM3MEHHBIMU, HE UCKAKEHHBIMUA METaJaHHBIMU;

b) B MeTagaHHBIX O JAOKYMEHTE JOJDKEH OBbITh OTPa)K€H KOHTEKCT €ro CO3/aHusl, MOJIyYeHUs U
WCIIOIb30BaHUs (B TOM YHCIIE MPOLIECC JEIOBOM JEATEIbHOCTH, YAaCThIO KOTOPOTO SIBJISIETCS JaHHas
oreparys, 1aTa 1 BpeMs JaHHOM OIepalvy U €€ YYaCTHUKH);

C) B MCTAaAaHHBIX O JOKYMCHTC JOJI?)KHBI OBITh MNpEACTABJICHBI CBA3KM MCXKAY OTACIIbBHBIMU
AOKYMCEHTaMH, COCTABJIAIOIIUMHA B COBOKYITHOCTH CI[I/IHBII‘/'I KOMIIJICKC NOKYMCHTOB.

[TpUHIMITBI TOJTMTHUKH, TPOIEAYPHI U MIPAKTHKA YIIPABJICHUS JOKYMEHTAMH JOJDKHBI 00CCIICUNBATh
CO3/1aHHE TIOJTMHHBIX JOKYMEHTOB, 00JIaJal0NINX XapaKTepUCTUKaMH, YKa3aHHbIMU B 7.2.2 - 7.2.5.

7.2.2. AyTEeHTUYHOCTb

JIOKyMEHT SIBJISIETCSl ayTeHTUYHBIM, €CJIU OH:

a) COOTBETCTBYET YCTAHOBIICHHBIM ITPaBUIIaM;

b) ObLI CO3/1aH WIIH OTIPABJICH JIUIIOM, YITIOJJHOMOUYEHHBIM Ha 3TO;

¢) OBLI CO3/1aH WJIM OTIPABJIEH B TO BpeMs, KOTOpOE€ 0003HAUEHO B IOKYMEHTE.

Uto0bsl obecrneunBaTh AayTEHTHYHOCTh JOKYMEHTOB, OpraHM3allMM JOJDKHBI BHEIPSITH U
JOKYMEHTAIbHO (UKCHPOBAaTh NPUHIMMBI MOJUTUKM M TPOLEAYPbl KOHTPOJS HAJ CO3JaHHEM,
MOJIy4YeHUEM, Niepelaueil, XpaHeHUEM 1 0TOOpOM (M3BSATHEM) IOKYMEHTOB U TEM CaMbIM rapaHTUPOBATb,
YTO CO3/aTeNId JJOKYMEHTOB YIOJHOMOYEHBI Ha 3TO M MOTYT ObITh MAECHTHU(HUIMPOBAHBI, a TOKYMEHTHI
3alUIIEHBl OT HECAHKIIMOHUPOBAHHOTO [OMOJIHEHUS, YJaJleHUs, WU3MEHEHMs, HCIOJIb30BaHUSI M
COKPBITHS (3aCEKpEUUBAHMS).

7.2.3. JlocTtoBepHOCTD

JIOCTOBEpHBIM SIBJISIETCSl JIOKYMEHT, COJIEpP’KaHHE KOTOPOTO MOXKHO CUWUTATh TMOJHBIM U TOYHBIM
MIPEJICTaBICHUEM TOATBEPKIAEMbIX OTepalliii, 1eITeTbHOCTU UIH (PAaKTOB U KOTOPOMY MOXHO JTOBEPSIThH
B IOCJIEAYIOIIMX OINEpalusIX WIH B MOCIEAYIOIIeH NeATeNbHOCTH. JJOKyMEHTHI cleAayeT co3/laBaTh BO
BpeMs WJIU Cpa3y ke MOocie ONepaluy Ui CUTYallMH, K KOTOPBIM OHU OTHOCATCS, JUI[AMH, JTOCTOBEPHO
3HAIONUMHU  (DAKTBI, WU CPEACTBAMH, OOBIYHO HCIOJIB3YEMBIMU B JIEJIOBOW JEATETLHOCTH TIPH
MIPOBEACHUU JAHHOU ONEpALINH.

7.2.4. llenocTHOCTH
[{emocTHOCTH JOKYMEHTA OIPEICISSTCS €ro MOJIHOTOW U HEM3MEHHOCTBIO.

Heob6xonumMo, 4To0BI JOKYMEHT OBLI 3alUINeH OT HECAHKIIMOHMPOBAHHOTO M3MeHeHus. [lonutuka
Y IPOLEAYPHl YIIPABIEHUS JOKYMEHTAMH JOJKHBI YKa3bIBaTh, KAKHE JOTOJHEHUS I U3MEHEHHUSI MOTYT
OBITh MPUMEHEHBI K JIOKYMEHTY TOCIE €ro CO3JaHus, MPU KaKUX OOCTOATEIhCTBAX MOTOTHEHHS WU
W3MEHEHUs MOTYT OBITh pa3penieHbl W KTO YIOJHOMOYEH clenaTh 3To. JIroOble CaHKIMOHUPOBAHHBIC
W3MEHEHUS, JOOABJICHUS WIH YIaJCHUS B TIOKYMEHTE CIeIyeT YeTKO 0003Ha4YaTh U KOHTPOJIUPOBATH.



7.2.5. IIpuroiHOCTH AJIsl UCTIOIb30BAHMS

[IpurogHpIM UIsl UCHOJIB30BAHUS SIBIISIETCS JOKYMEHT, KOTOPBIA MOXHO JIOKAJIM30BaTh, HAWTH,
BOCIIPOM3BECTH U HHTEPIPETUpOBaTh. [Ipy BOCHpOM3BEAEHUU OH JOHKEH OTpa)kaTh CBA3b C JEIOBOM
NEeSITENIbHOCTRIO HJIM OIEpalueid, B pe3yibTare KOTOpPOW OH OblT co3laH. KOHTEKCTHBIE CCHUIKH
JOKYMEHTOB JIOJDKHBI HECTH HH(OpMalMio, HEOOXOIMMYIO [JIsi TMOHUMAaHUS OIepaluil Je0BOM
NESTEILHOCTH, B KOTOPBIX OTH JOKYMEHTHI OBUIM CO3JaHbl W TPUMEHSIUCH. JlomkHA OBITH
MIPEIOCTaBlIeHa BO3MOXKHOCTh HWACHTU(UUIUPOBATH JOKYMEHT B IIUPOKOM KOHTEKCTE JeJIOBOM
NesSTeNbHOCTH U PyHKIMNA. CBSI3U MEXKIY JOKYMEHTaMU, GUKCHUPYIOIIUE TIOCTIEI0BATEIIBHOCTh ICHCTBHIA,
JOJKHBI OBITH COXPaHEHBI.

8. [IpoekTupoBaHue U BHEAPEHUE CUCTEMBbI
yIpaBiIeHUS T0KYMEHTAMU

8.1. O0wMe MoJI0KEHUS

Crpaterusi ynpaBiieHHsI JOKYMEHTaMH OCHOBBIBA€TCS Ha pa3pa0OTKE W BHEAPEHUM B IPAKTHKY
palbOoThI NPUHIMIIOB MOJUTHUKH, IPOLEAYP U MPABUI JOKYMEHTUPOBAHUS, a TAK)KE Ha IPOCKTUPOBAHUU U
BHEJIPEHUHU CHUCTEM YHOPABIEHUS JIOKYMEHTAMM, COOTBETCTBYIOILIMX TEKYLUIUM IOTPEOHOCTIM
OpraHM3ali 1 HOpPMaTUBHOM cpelie.

[Ipunsitass opraHu3anueil crparerusi yIpaBi€HHUsS JOKYMEHTaMU COOCTBEHHOM  JI€JI0OBOM
NeSTeIbHOCTH JO0JKHA ONpEeAENsATh, KaKhe JOKYMEHTHBI, KOT/la, KaK M /i€ CIeAYyeT BKJIIYaTh B CUCTEMY
yIpaBiIeHUS TOKYMEHTaMH.

Crparerust BHEIPEHUSI COOTBETCTBYIOIICH CUCTEMBI YIIPABJICHUS JOKYMEHTAMU MOXKET BKJIIOYATh B
ceost:

a) IPOCKTUPOBAHUE CUCTEMBI YIIPABICHUS JOKYMEHTAMU;

b) TOKyMEHTHpPOBaHKE POLECCOB (PYHKIIMOHUPOBAHUS CUCTEMBI YIIPABJICHUS JOKYMEHTAMU;

C) MOJITOTOBKY COTPYIHUKOB, pabOTAIOLINX C JOKYMEHTAMHU;

d) koHBepTHpPOBaHUE TOKYMEHTOB B HOBYIO CUCTEMY YIPABJICHUS TOKYMEHTaMU U HOBbIE ()OPMATHI;
€) YCTaHOBJICHHE CTaHapTOB, IPOBEPKY COOTBETCTBHSI UM M UX COOJIOICHUS;

f) ompeneneHue CpoKOB XpaHEHUS M TPUHSATHE PEIICHUM OTHOCUTEIBHO IEHHOCTH JTOKYMEHTOB
(ipu cOOMIOICHUN COOTBETCTBHUSI HOPMATHUBHOMU CpeE).

Crtparerusi ympaBlIeHHs JOKYMEHTaMH JIOJDKHA OBITh JOKYMEHTAJIBHO 3adUKCHUpOBaHA B
COOTBETCTBYIOIIIEM TUIaHE, HAIIPHUMEP B CTPATETUUYECKOM IIJIaHE 10 YIPaBICHUIO HH(pOpMaIie, KOTOPBIi
JIOJDKEH BXOJIUTh B COCTaB IIAHOBO-(DMHAHCOBOM JJOKYMEHTAIIMH OPTaHU3aIlUH.

I/IH(I)OpMaI_II/IOHHBIC CUCTCMBI, MIPUKIIAAHBIC MMPOrpaMMbl U KOMMYHUKAIUOHHBIC CUCTEMBI, a4 TAKIKC
MoAACPIKUBACMBIC UMH IIPOLECCCHI )IeJ'IOBOI\/II JACATCIBHOCTH CIICAYET MPOCKTUPOBATH, MOJII/I(l)I/IHI/IPOBaTB
HJIN NEPCHIPOCKTHPOBATH TaK, 4TOOBI B nponecce HOBCCI[HCBHOﬁ HCHOBOﬁ JACATCIIbHOCTH 3TO HC MCIIAJIO
CO3JaHNIO0 COOTBETCTBYIOIINX JOKYMCHTOB KaK COCTaBHOM 9aCTH CHCTEMEI YIpaBJICHUA TOKYMCHTAMM.

8.2. XapaKTepHUCTUKN CUCTEM YIIPABIICHUS TOKYMEHTAMH
8.2.1. Beenenue
Cucrembl ympaBieHHs JOKYMEHTaMH JOJDKHBI —TOJAJIEPKUBATh JIOKYMEHTBI, 00Jajaromiue

XapaKTepUCTHKAMH, YyKa3aHHBIMH B /.2, a CaMH CHCTEMbl YIpPaBICHHS JIOJDKHBI 00JIaJaTh
XapaKTepUCTHKaMHU, YCTAaHOBJICHHBIMU B 8.2.2 - 8.2.6.



8.2.2. HanexxHocts

JIroGast cucrema, uCToNb3yeMas JUIS YIPaBICHHS IOKyMEHTaMH, IOJDKHA OBITh CHOCOOHOM
IIUTENBHO U 3(h()eKTUBHO (HYHKIIMOHUPOBATH B COOTBETCTBUH C TPEOYEMBIMHU MPOLIETYPAMHU.

Cucrema YIIpaBJICHUA JOKYMECHTaAMM JOJIXKHA:

a) BKJIIOYAaTb BCC JOKYMCHTBI B paMKax OXBaThIBA€MOH €10 I[GJIOBOfI JACATCIIBHOCTH B COOTBCTCTBHUH
C YCTaHOBJICHHBIM ITOPAIKOM;

b) oOpraHu3oBBIBATH JOKYMEHTHI TaKHUM 0O0pa3oM, 4TOOBI OTpa)kKaThb MPOIECCHl JIETOBOM
JEATELHOCTH CO3/aTelis (MCTIOIHUTEINS) IOKYMEHTOB;

C) 3alIMIIATh JOKYMCHTBI OT HCCAHKIIUOHUPOBAHHOI'O U3MCHCHUS, U3BATUA NI YHUYTOKCHUA,

d) BbICTYnaTh B KayecTBE OCHOBHOI'O MCTOYHUKA MH(OpPMALUU O NEHCTBUAX, 3aUKCUPOBAHHBIX B
JIOKYMEHTaXx;

e) o0ecreunBaTh AOCTYII KO BCEM OTHOCAIIMMCA K OIPCACIICHHOMY BOIIPOCY ANOKYMCHTAM H
CBsA3aHHBIM C HUMU MCTaJJaHHBIM.

[Toka3arenn HalEKHOCTH CHCTEMBbl YHPABICHHUS JOKYMEHTaMM JOJDKHBI OBITh JIOKYMEHTAJIbHO
3a(hUKCUPOBaHBI IyTEM CO3JAaHUS M COXPAHEHHUS IOKYMEHTOB, PErJIaMEHTHPYIOIIUX MOPSI0K paboThI
JAHHOU CHCTEMBI. DTU JOKYMEHTHI JOJDKHBI IIOATBEPAKIATh COOTBETCTBUE JAHHON CUCTEMBI YIIPaBJICHHUS

nan n.n

JNOKYMEHTaMU KpUTEpHUsAM nepeuncieHui "a" - "e

Cucrema ynpaBieHusi JOKYMEHTaMH J0JDKHA pearnpoBaTh Ha U3MEHEHHUs NOTpeOHOCTEH N1enoBoi
JESTeIbHOCTH, HO JIIOObIE M3MEHEHHUSI B CUCTEME HE JIOJDKHBI BIHMSTH Ha XapaKTEPUCTUKH JTOKYMEHTOB,
BKJIIOYEHHBIX B Hee. [lepemereHne TOKYMEHTOB M3 OJHOM CHCTEMBbl YNPABICHUS IOKYMEHTaMHU B
JPYTYIO CIeyeT MPOBOJUTH TaKUM 00pa3oM, YTOOBI HE OKa3bIBaTh HEOJIArompUSITHOTO BO3AECHCTBUS Ha
XapaKTEPUCTUKHU JOKYMEHTOB.

8.2.3. IllenoctHOCTH

Jns mpenoTBpallleHUs] HECAaHKIIMOHUPOBAHHOTO JIOCTyNa K JOKYMEHTaM, MX YHUYTOXEHMUS,
U3MEHEHHUS WIN NIEPEMELICHNS B CUCTEME YNPABICHUS JOKYMEHTAMU CIIEAYET NPUMEHATh KOHTPOJIbHBIE
MEpOIPUATHS, TaKHMe KaK MOHUTOPUHI JIOCTyIa, BepU(UKaLuUs I[0JIb30BaTENeH. YHUUYTOXKEHHE
JOKYMEHTOB M HX 3aCEKpEUMBAaHHUE JIOJDKHBI OBITh CAHKIMOHMPOBAHBL. Takoi KOHTPOJIb MOMKET
OCYILIECTBIATHCS BHYTPU CaMON CHUCTEMBbl YIPABIEHUS JOKYMEHTAaMU WM ObITh BHEUIHUM IO
OTHOIIEHHIO K KOHKPETHOH cHucTeMe. B OTHOIIEHHMH 3JIEKTPOHHBIX JAOKYMEHTOB OpraHM3alus JOJDKHA
MMETh BO3MOXKHOCTb JIOKa3aTh, YTO JIFOObIE CUCTEMHBIE COOM, OOHOBJIEHUS! MPOTPaAMMHOI0 00ecreUeHHUsI
WIM PpEryjspHas »SKCIUlyaTallus CHCTEMbl YIPaBICHHUsS JOKYMEHTAMHM HE BIMSIOT Ha KayecTBO
COXPaHHOCTH JJOKYMEHTOB.

8.2.4. CooTBETCTBUE

CucreMsl yrpaBJieHHs] JOKyMEHTAaMHU B OpraHU3aIUsAX JOJDKHBI OBITH YIIPaBIsIEeMbl B COOTBETCTBUU
CO BCeMH TPeOOBaHUSIMU, IPEABIBISIEMbIMU TEKYIIIEH TETOBOM IeATEIbHOCTHIO, HOPMAaTUBHON CPEION 1
OOIIeCTBEHHBIMU OXUAaHUSIMH. COTPYAHHMKH, CO3JAIONINE JTOKYMEHTHI, TOJDKHBI MOHHMATh, KaK AITH
TpeOOBaHUsI BIUSIOT Ha JIEWCTBHS, KOTOpPbIE OHHU BBITOJHSIOT. COOTBETCTBUE CHUCTEMBI YIPaBICHUS
JOKYMEHTAMHU TaKuM TpeOOBaHHUSAM CIIEyeT PETyIIpHO MPOBEPATh, a JOKYMEHTHI JTHUX TPOBEPOK
CIEeAYyeT XPaHHUTh B LEAX JOKAa3aTEIbCTBRA.

8.2.5. KoMIuiekCHOCTh

Cucremsbl yIpaBJICHHUA OOKYMCHTaMH  JOJDKHBI  YIPABJIATH JOKYMCHTAMH, ABJIAIOIIUMHCA



peBy.IIBTaTOM BCEX BUI0B HGHOBOfI JCATCIIBHOCTHU OpI‘aHI/IBaI_[I/II/I HJIN €€ CprKTypHOI‘O HOI[paS,Z[eJIeHI/ISI.
8.2.6. CucTeMHOCTD

JIOKyMEHTBI CIIeyeT CO3/1aBaTh U COXPAHATh CHCTEMHO. CHCTEMHOCTH paboT B chepe yrnpaBiaeHHs
JOKYMEHTaMHU JOCTUTaeTCs IIyTeM IIPOCKTHUPOBAaHUS M IIPUMEHEHUS KAaK CUCTEMBI YIIPAaBJICHHUS
JOKYMEHTaMH, TaK U JPYTUX CUCTEM YIPABJICHUS J1€J10BOM AEATEIbHOCTBIO.

Cucrema yrpaBieHHUsS JOKYMEHTaMH JIOJDKHA UMETh TOYHYIO JOKYMEHTAJIbHO 3a(UKCHPOBAHHYIO
MOJINTUKY, PacIpe/elIeHHe OTBETCTBEHHOCTH U (POPMaIbHYIO METOIOJIOTHIO YITPABJICHUS €IO.

8.3. IIpoexTrpoBaHue U BHEAPEHUE CUCTEM YIIPABICHUS TOKYMEHTaMU

8.3.1. O0uiue mMoI0XKEHNUS

Cuctema ympaBjieHUs JOKYMEHTaMH JIOJDKHA 00J1amaTh (YHKIIMOHAJIBHBIMH XapaKTePHUCTHKAMHU,
MO3BOJISIIOIIMMY  BBITIOJHATh W TOJJEPKUBATh MPOIECCHl YIpaBiICHUS JOKYMEHTaMH, OIHMCAHHBIE B
pazzaene 9.

IIpyn npuHATUM PELICHHUN, CBS3aHHBIX C IMPOCKTHUPOBAHUEM M BHEIPEHHUEM CHCTEMBI YIPABICHHS
JOKYMEHTaMU U TOAAEPKUBAHUEM €10 IIPOLIECCOB YIIPABICHUA AOKYMEHTAMH, CIEAyeT NPUHUMATH BO
BHHUMaHUE HEOOXOAMMOCTh UX COOTBETCTBUSI OPraHU3AIIMOHHBIM CTPYKTYPaM yIpaBICHUS.

8.3.2. JlokyMeHTHpOBaHUE ONepaluil

Cucremsbl yIIpaBJICHHUA HOOKYMCHTAMH JOJIKHBI IIOJIHO W TOYHO OTpaXaTb BCC OIICpalnu,
MMPOU3BCACHHBIC HCTIOCPCACTBCHHO C KOHKPETHBIM JOKYMCHTOM, a4 TAKIKC NPOUCCCHI, CBA3AHHBIC C HUM.
OTH CBCACHUA MOI'yT OBITE BaQ)HKCHpOBaHBI B MCTAaJaHHBIX O HOOKYMCHTC WM B KOHTPOJIbHBIX
IMPOTOKOJIaX CUCTCMHBIX IIPOLCCCOB. HpOTOKOJII)I KOHTPOJIA CUCTCMHBIX IIPOUCCCOB CICAYCT XPAHUTDH, KaK
MHWHUMYM, CTOJIBKO K€, CKOJIbKO XpaHAT JOKYMCHT, K KOTOPOMY OHU OTHOCATCA.

8.3.3. MarepuanbHble HOCUTENIN HHPOPMALIMU U UX (PU3NYecKas 3alura

[Tpu MpOEKTUPOBAHUM CUCTEMBI YIIPABICHUS TOKYMEHTAMHU CJEe1yeT BIOUPAThH MOAXOIAIIYIO CPENY
XpaHEeHUs U HOCUTENIM MH(OpMaIuK, cpeicTBa (U3NIECKOMN 3aIlUThI, TPOLEAYPhl 0OPaOOTKU U CUCTEMBI
XpaHeHusi. BpiOop Hocutrenss uH@OpManMM 3aBUCUT OT CpPOKOB XpaHEHHsS JOKyMeHToB. Cucrema
yIpaBJIeHUs] JOKYMEHTaMHU JIOJDKHA OBbITh TOATOTOBJIEHA K YpPEe3BbIYANHBIM CUTYallUsIM TakK, YTOOBI
ONpENEeNATh U YMEHbIIATh PUCKU. BO BpeMs M 1OCiIE BOCCTAHOBIEHUS JEATEIBHOCTH OPraHW3aLUU,
MIOCTPaAABIIEH OT YpE3BBIYAMHBIX CUTyallMil, CUCTEMa YIPABIEHUS NOKYMEHTAaMHU JOJDKHA COXPAHATH
CBOIO LIEJIOCTHOCTD U IEMOHCTPUPOBATH 3TO.

8.3.4. PacripenenenHoe ynpasieHue

Cucrembl yrpaBlieHUs] JOKYMEHTaMH JIOJDKHBI OBITh CHOCOOHBI MOAJEPKHUBATh aJbTEPHATHBHBIC
BAapHWaHTBI pasMCIICHUA AOKYMCHTOB. B HEKOTOPBIX Ciydasax, €CJIIM IIpaBOBasd W HOPMATHUBHasA Cpcla
MO3BOJISIOT 3TO, JOKYMEHTHI JONYyCKaeTcs (PU3MYECKH XPaHUTh B OJIHOM OpraHu3alluy, a yIpaBieHHue UMU
¥ OTBETCTBEHHOCTh 33 HMX MOJKHO BO3Jarath JIMOO Ha OpraHM3aIMIO-CO3/aTersl, Ju00 Ha Ipyroi
MOJTHOMOYHBIA opraH. Takoil MOpAAOK pa3sMelleHHs, pPa3IUYalolIuil XpaHeHHWe, BIAJCHUE |
OTBCTCTBCHHOCTE 3a JOKYMCHTBI, XapaKTCpCH MJIA OJCKTPOHHBIX JOKYMCHTOB, pPa3sMCHICHHBIX B
AJIEKTPOHHBIX CHUCTEMax yINpaBJIeHUS JTOKyMeHTaMu. llepemenienne JOKyMEHTOB MOKET NMPOUCXOAUTH B
m000€ BpeMsi, IPU 3TOM OHO JIOJKHO OBITh KOHTPOJIMPYEMO U IOKYMEHTAIBEHO 0(OPMIIEHO.

8.3.5. KonBepTrpoBaHue U MUTpaALIUS

CucreMsl YIpaBJICHUA JOKYMCHTAMH CJIICAYCT IMIPOCKTHUPOBATH TaK, YTOOBI HAOKYMCHTBI OCTaBaJIUCh
AYTCHTUYHBIMU, HAAC)KHBIMU W MMPUT'OAHBIMHA [JIA UCIIOJIB30BAHUA HE3aBUCUMO OT JIFOOBIX U3MEHEHUH B



CHCTEME YNpaBJICHUs JOKYMEHTaMH (B TOM YHCIIE MPHU KOHBEPTUPOBAHUU (OPMATOB, MUTPALTUH MEXKILY
TEXHUYECKHUM O00OpYyIOBaHHUEM, OMNEPAIMOHHBIMA CHUCTEMaMH WIIH CIICIUAIBHBIMA TPOTPAMMHBIMA
MPHUIOKCHUSIMH ) B TCUEHUE BCETO MEPHOa X XpaHEHHs (B COOTBETCTBHH C 8.5).

8.3.6. JlocTyn, MOMCK M UCIIOJIB30BaHUE

Cucrembl ynpaBieHHS IOKYMEHTAaMH JIOJDKHBI OOECIeYrMBaTh CBOEBPEMEHHBIH U 3((eKTUBHBIH
IIOUCK W JIOCTYIl K JOKYMEHTaM, HEOOXOIMMBIM [UIl OCYILECTBJICHUS JEIOBOW JESITENbHOCTH U
OTYETHOCTH.

Cucremsbl yipaBJICHUA OOKYMEHTAMH NOJDKHBI UMETh U IIPHUMEHATH CPEACTBA KOHTPOJIAA A0CTYIIA,
yTOOBI 00ECIIEUNBaTh COXPaHHOCTb JOKYMCHTOB. Onu JOJIDKHBI obecneunBaTh CO3aaHnC U NOAACPIKKY
IIPOTOKOJIAa KOHTPOJA CHUCTEMHBIX IIPOLHECCOB WM APYru€ METOAbI, ITO3BOJIAIOIIUE Bq)(beKTI/IBHO
3alqaTh JOKYMCHTBI OT HCCAHKIITMOHUPOBAHHOT'O UCITIOJIB30BAHUA, U3MCHCHHA UJIKM YHUYTOXKCHUA.

8.3.7. XpaHeHue U yHUUTOKCHUE TOKYMEHTOB

Cucrembl ynpaBiaeHHMs JOKYMEHTaMHU JOJDKHBI OOecledMBaTh HPOLECChl XpaHEHHs, OoTOopa MU
neperayd JOKYMEHTOB JUIsl MOCJEAYIOLIEro XpaHEHHUs WM yHU4TOXeHus. [leiictBus mo otOopy u
nepeaaye JOKyMEHTOB Ha JajbHellee XpaHeHUE UM YHUYTOXKEHHUE MOTYT ObITh MPEANPUHATHI B JIFOO0H
IIEPUOJT ’KU3HEHHOIO IIMKJIA JIOKYMEHTa, B TOM YMCJIE Ha CTaJUN IIPOECKTUPOBAHUS CUCTEMBI YIIPaBICHUS
nokymMeHTamMu. JlokHa ObITh NpeaycMOTpeHa BO3MOXKHOCTH aBTOMAaTHYECKOTO OTOOpa (M3bATHSA)
JOKYMEHTOB M3 CHCTEMBI YIIPABICHUs NOKYMEHTAaMHU JJIA IIEpeladd MX Ha JAJbHEWIee XpaHECHUE WIH
yHHuYTOKeHHEe. CHUCTEMbl YIPABJICHHS JOKYMEHTaMHU JIOJDKHBI IOAJNEPKUBATH IPOTOKOJBI KOHTPOJIS
CHCTEMHBIX ITPOIECCOB WU IPYTHE METO/IbI, 00ECIIeUnBAIOIINE OTCICKUBAHNE BCEX JCHCTBHIH 10 0TOOpY
U 1iepejade JOKYMEHTOB Ha JaJIbHEHIIEE XPAHEHNE WA YHUUTOKEHUE.

8.4. MeTtoaonorus MMPOCKTUPOBAHUA U BHCAPCHUA CUCTEMBI YIIPABJIICHUA JOKYMCHTAMU

HpI/I MMPOCKTUPOBAHNU U BHCAPCHUU CUCTEMbI YIIPABJICHUSA NOKYMCHTAMU oco0oe 3HAYCHHE MMEET
MCTOHOJIOTHA €€ IPOCKTUPOBAHUA U BHECAPCHU S, BKIIIFOUArOI[asaA HUXKCIICPCUNCIICHHBIC STAIlbl.

nyn

Mertonosiorusi, onuceiBaemas B nepeuncieHusx "a" - "h", He sBuseTcs JMHEHHOW. DTH 3amauu
JIOTTYCKAeTCsl BBIMIOJNHATh HAa Pa3IMYHBIX CTAAUSAX, MHOTOKPATHO, YAaCTHYHO WM TOJHOCTHIO, B
COOTBETCTBUH C OPTaHU3AIMOHHBIMHU MOTPEOHOCTAMHU, OPHUIIHATLHBIMA TPEOOBAHUSIMH U W3MEHEHUSIMU
OpraHU3AIMOHHON CPE/Ibl WIH CPEbl YIIPABICHUS JOKYMEHTAMH.

a) HpeI[BapI/ITeJ'ILHOC O6CJ'IC,[[OBaHI/Ie BKJIIOYAET B CeOs:

- cOop wuHpOpMAMKM HA OCHOBE aHaldM3a JOKYMEHTAJIbHBIX HWCTOYHUKOB U TyTEeM
WHTEPBBIOUPOBAHUS;

- U3y4EHHE LEeJeH U 3aa4 OpPraHu3aliu, €€ CTPYKTYpbl, HOPMAaTUBHOM, €JI0BOW M MOJMTHYECKOU
cpenbl, KpUTHUECKUX (PaKTOPOB U HEIOCTATKOB, CBA3aHHBIX C YIIPAaBIECHUEM JOKYMEHTAMHU.

b) AHanm3 Ae0BOM ACSITEIBPHOCTH BKIIFOYAET B CEOsI:
- cOop nHpOpPMAIUHU U3 JOKYMEHTAIBHBIX UCTOYHUKOB M yTEM UHTEPBHIOUPOBAHHS,

- WACHTHPUKANNIO W JOKYMEHTHPOBAHHE KaXKIOW (YHKIHMHM, BHUAA JCTOBON ACSITEIHHOCTH M
onepauuy;

- YCTaHOBJICHHE UX UEpPAPXUU;
- MOJIEJTUPOBAHNUE MPOLIECCOB U COCTABISAIONUINX UX ONEPALIUN.

¢) Onpenenenue TpeOOBaHMI K JOKYMEHTAM BKJIIOUYAET B CEOI:



- c6op nHpOpMaLUU U3 TOKYMEHTAIBHBIX HCTOYHUKOB U ITyTEM MHTEPBBIOMPOBAHMS;

- BBIABJICHUE KaXIOW (YHKIIMA W BUIA JEJIOBOM JESITEIBHOCTH, PEATU3YEeMBIX C TOMOIIBIO
JOKYMEHTOB (3TH TpeOoBaHUST MOTYT OBITH BBIMOJHEHBI HA OCHOBE aHajW3a HOPMATHBHOW CpEabl
OpraHu3aIK B COOTBETCTBUU C Pa3ieiioM 5);

- OINpe/eICHUE CTEICHH pHUCKa B Cly4ae, €CIM JOKYMEHThl He ObUIM cO37aHbl U (WIU) He
COXPaHCHBI;

- Oompe€acICHUE TOro, KakK KaxXaoc Tpe6OBaHI/I€ MOJKET OBITH BBINIOJHEHO B paMKax IIpoucccoB
YHpaBJICHUA NOKYMCHTAMU;

- yeTKoe (popMyIHpoBaHUE U JOKYMEHTaIbHOE 0POpMIIEHHE TPEOOBaHHM K IOKYMEHTaM;

- BBIOOP MOIXOMAALICH CTPYKTYpPBl JOKYMEHTOB, HAWIYUIIUM OOpa3oM COOTBETCTBYIOUICH Ka)KIOH
GbyHKLINHU, BULY AETIOBOH J1€ATEIbHOCTH UM ONEpaLHH.

d) Ouenka cyniecTBYIOIUX CUCTEM YIIPABICHUS TOKYMEHTAMH MPEACTABISIET COOOM:

- I/I,I[GHTI/I(bI/IKaHI/IIO U aHalin3 CYHMECTBYHOIINUX CHCTCM YIIPpABJICHUA HJOKYMCHTAMU W OPYIrUux
I/IH(l)OpMaIlI/IOHHI)IX CUCTCM B LCIAX OHCHKH HX JOKCIUTYaTalMOHHBIX XapaKTCPUCTHUK Ha HOPCAMET
COOTBCTCTBUA TpC6OBaHI/I$IM, MNpEABABISAEMBIM K JOKYMCHTAM.

e) OGecnieueHre coOMr0IeHUS TPEOOBAHUH K JJOKYMEHTAM BKJIFOYAET B CeOsI:
- onpenienieHue u hopMyupoBaHue TpeOOBaHUI K TOKYMEHTAM;
- YCTAHOBJICHUE IIPUHIIUIIOB MOJUTUKH, CTAHIAPTOB, IPOLEAYDP U MPAKTUYECKUX JIEUCTBUM;

- MPOEKTUPOBAaHME HOBBIX CHUCTEM YIPABICHHS JOKYMEHTAMH M BHEAPEHHE MX TaKUM OOpa3oM,
9YTOOBI COONMIOAANUCEH YCTAaHOBJIEHHBIE TPEOOBAHUS K JOKYMEHTaM.

Crpateruss MokeT OBbITh NMPUMEHEHa K KaXIOMY TPeOOBaHHMIO K JIOKYMEHTaM OTIEIbHO WIH B
koMmOuHanmu. CTparerusi JoJKHA OBITh BHIOpaHa Ha OCHOBE CTEMEHU PUCKA B CIy4ae HEBBINOITHEHUS
TpeboBaHus MO0 B paMKax (pyHKIUU (U1 O AEpKaHUS KOTOPOU MpeAHa3HaueHa CUCTEeMa YIpaBIeHUS
JOKYMEHTaMH), CYILECTBYIOIIEH CHCTEMHOM cpeabl WIM KOPHOPAaTUBHOW KYJIbTYpbl, B KOTOpOM
MIPUMEHSIOT CTPATETUIO, COTIIACHO pa3jeny 7.

f) [IpoekTupoBaHue CUCTEMBI YIIPABICHUS TOKYMEHTAMH BKJIIOYAET B Ce0s:

- pa3pabOTKy CTpaTerud, MpPOIECCOB W MPHUHIUIIOB IMPAKTHKH, OMHCHIBACMBIX B HACTOSIIEM
CTaHapre;

- obecnieueHue TOTO, YTOOBI CUCTEMA YIIpaBJICHUA JOKYMCHTAMHU NOAACPKHBAJIA ITPOLECCHI JIEI0BOM
JCATCIbHOCTH, a HC MCIIIaJila UM,

- OLICHKY U, B ClIy4yac HCO6XO,Z[I/IMOCTI/I, NEpCHPOCKTUPOBAHUC TTPOLICCCOB ILCHOBOﬁ JACATCIIBHOCTH, a
TAaKXEC UCIOJb3YyEMBIX I/IH(i)OpMaHI/IOHHO-KOMMYHI/IKaHI/IOHHI)IX CHUCTEM IJId BKJIKOYUCHHUA B HUX MPOLCCCOB
IO YHpaBJICHUIO JOKYMCHTAMU.

g) BHenpenue cuctemsl yrpaBieHHs JOKyMEHTaMU

Buenpenue cucremsl yrpaBieHHs] JOKYMEHTAMHU CIEAYET MPOBOAUTH CUCTEMHO C UCIIOIb30BaHUEM
MPOEKTHOTO TUIAHUPOBAHUSI U METOJOJIOTUMA, MOAXOIAIINX JJIsI JAaHHOW CUTyalluH, a TakKe C IENbI0
WHTETpaIui paboThl ATOH CHUCTEMBI B MPOIECCHI JEIOBOM NIEATEIHHOCTH W JPYTUe CBsI3aHHBIC C HEU
CHCTEMBEI.

h) OGcnenoBanue mocie BHEAPEHUS IPEICTABISIET COOOI:



- HEOThEMJIEMbI M HENpEepBIBHBIN mporecc cOopa nHpopMaMU O PabOTe CUCTEMbI YIpaBICHUS
JOKYMEHTaMH. OTO MOXET OBITh NPOBEICHO MyTeM HWHTEPBBIOMPOBAHUS PAOOTHHUKOB M OCHOBHBIX
UCIIOJIHUTENIEH C TOMOIIBI0 aHKET, HAOJMIOJeHHsI 3a CUCTEMOW B JCWCTBUM, U3YUEHHUS MPOIEAYPHBIX
MHCTPYKIUH, y4eOHBIX MAaTEPUAIOB U JPYTrOH JOKYMEHTAIUHU, a TAKXKe IMyTEeM IMPOBEICHHUS BEIOOPOUHBIX
MIPOBEPOK KAYECTBA JOKYMEHTOB, UCIIOJIb30BAHNS KOHTPOJIBHBIX MEP;

- COTIPOBOXKJICHHE CHCTEMBI yIIPABIICHUS JOKyMEHTaMU ITyTEM IPOBEPKHU M OIICHKH €€ paboThl;

- TIOJ/Iep’KKa pabOThl CUCTEMBI YIIPaBJIEHHUS JOKYMEHTAMH ITyTeM MHUIMMPOBAHUS U MOHUTOPUHIA
KOPPEKTUPYIOIINX JEHCTBUN;

- KOHTPOJIb (DYHKIIMOHUPOBAHMSI CHUCTEMbl YIIPaBIEHUS JAOKYMEHTaMH IIyTEeM YCTaHOBJIEHUS
peXuMa HENPEPHIBHOIO MOHUTOPHUHIA U PETYJSIPHON OLIEHKH.

8.5. IIpexpalieHre NpUMEHEHHS] CUCTEM YIIPaBJICHUS JOKYMEHTaMU

B cnyuae mpekpaiieHusi MCHOJIb30BAaHUS CUCTEMBI YIPABICHHUS JOKYMEHTaMH WM yTpaThl €lo
JIETUTUMHOCTU JOKYMEHTBI OOJIbIlle HE CJelyeT BKIIYaTh B 3TY CHUCTEMY, OJJHAKO HaXOAsIlIUecs B Hel
JOKYMEHTHI TOJDKHBI OBITH JOCTYIHBI. JJOKyMEHTBI MOTYT OBITh IMEPEMEUICHBI 3 CHCTEMBI yIIPaBIICHUS
JOKYMEHTaMH B COOTBETCTBUHU C JACUCTBYIOUIMMHU IpaBHJIAaMHM XpaHEHHUs M OTOOpa (mepepayu) Wi B
COOTBETCTBUM CO CTpATErusIMU KOHBEpTHUpOBaHUs M Murpauuu. [Ipouecc mpekpaiieHus NpUMEHEHHUs
CHCTEMBbl YIPABICHHUS JOKYMEHTAaMH JOJDKEH OBITh JTOKYMEHTAJIbHO 3a(UMKCUpOBaH B TOH Mepe, B
KOTOpOl 3TO mOTpedyeTcst Uil COXpaHEHWUs] AyTEHTUYHOCTH, JOCTOBEPHOCTH, IPHUTOAHOCTH JUIS
UCMOJIb30BAHUS U IIEJIOCTHOCTH JOKYMEHTOB, IMO-TIPEKHEMY HaXOJAALIMXCS B ITOM CHCTEME, BKJIIOYas
IUIaHBI KOHBEPTHPOBAHHMS WK TPe0Opa3oBaHus TaHHBIX (CM. 7.2).

9. [Ipoteccyl ynpaBiieHHUs] JOKYMEHTaMH U KOHTPOJIb

9.1. Dkcmeptusa JOKYMEHTHPOBAHHOW WH(GOpPMAIUH, IOJICKANICH BKIIOUCHUIO B CHCTEMY
yIpaBICHUS TOKYMEHTaAMH

Omnpenenenue cocTaBa JOKYMEHTHPOBAHHONW MH(OpMAIUM, MOUIekKalel BKIIOYEHUIO B CHCTEMY
yIOpaBieHUs JAOKyMEHTaMH, Oa3upyercss Ha aHajlu3e HOPMAaTUBHOM cpeibl M MOTpeOHOCTEH IenoBOM
JESATEIBHOCTH M OTYETHOCTH, a TAK)KE€ HA OLIEHKE CTEIIEHM PUCKOB B CIIydae, €CJIM 3TH JOKYMEHTHI HE
6YIIYT BKJIIOUYCHBI B CUCTCMY. Tp€6OBaHI/I$I MOTYT pas3jindaTtbCsad B 3aBUCHUMOCTH OT TUIIA OpraHU3alluH,
IIPaBOBOI'0 ¥ COLUAIBHOIO KOHTEKCTA, B KOTOPOM OHA JAEUCTBYET.

JIOKyMEeHTBI CO3/1al0T B CaMOM OpraHW3allMy U IOJIy4aloT U3BHE HA PA3JIUYHBIX HOCUTENAX U C
HCMOJIb30BAHUEM TOCTOSHHO MEHSIOUIMXCS TeXHOJOorui. JlokyMeHTupoBaHHass MH(oOpMaIus sSBIseTCs
JUHAMHYHOM, OHAa MOKET OBbITh CO3/1aHa MHOKECTBOM MCIIOJIHUTENEH, CyIIeCTBOBAaTh B HECKOJBKUX
BEPCUSAX M HAXOAWUTHCS HA PA3JIMYHBIX CTagusAX (OPMHUPOBAHMS B TEUEHHE PaA3IMUYHBIX IEPUOIOB
BpPEMEHH.

JIOKyMEHTHPOBaHHYIO MH(POPMALIMIO CIEAYyeT BKIOYAaTh B CUCTEMY YIPABICHHS JOKYMEHTAMH B
KauyecTBE IOKYMEHTOB U CBSA3bIBATH C METAJaHHBIMH, XapaKTEPU3YIOLIUMH €€ 0COOBIN JIeJIOBOM KOHTEKCT,
B ClIy4ae, €ClM OHa MOOYXJaeT OpraHu3alu K JEHCTBHIO, CIYKHUT ISl MX OTYETHOCTH, a TaKKe
JOKYMEHTAJIbHO (PUKCUPYET AEUCTBUS, PEIIEHUS I IPOLECCHl IPUHSTUS PEILICHUH.

9.2. OnpeneneHne CPOKOB XPAHEHHUSI TOKYMEHTOB

IIpunsAte pemeHuil O CpOKax XpaHEHHs JOKYMEHTOB B CHCTEME YIPABICHHS JOKYMEHTAMH
OCHOBBIBAETCS Ha OILICHKE HOPMATHUBHOM Cpe/ibl, MOTPEOHOCTEN /1€T0BOM AEATENbHOCTH U OTYETHOCTH, a
TaKkKe Ha OLIEHKE pUCKOB. B Hawane mpomecca K IMPUHATUIO TaKUX PEIICHWM CIIEyeT IPUBJIEKATh
CTPYKTYPHBIE IOJpa3JelcHUs, aAMUHUCTPUPYIOLIME KOHKPETHBIA BHJ JE€JIOBOM JEATECIBHOCTH,
OTBETCTBEHHOT'O COTPYJHHUKA CIY>KOBI YIpPaBJIEHUs TOKYMEHTaMU U JIPYTUX JIUL, TPUYACTHBIX K 3TOMY
IIPOLIECCY, B COOTBETCTBUM C BHEIIHEH W BHYTPEHHEW IIOJIMTUKOM YIpPaBICHUS JAOKYMEHTAMMU WIIU



cranfgaptamMu. [IpaBOBBIMM WM HWHBIMH TpeOOBAaHUSMH HOPMATUBHOM CpEIbl yCTaHABIMBAIOTCS
MUHHMAJIbHBIE CPOKH XPaHEHUS JOKYMECHTOB B CHCTEME YIPaBIICHUS JOKYMEHTaMH, BMECTE C TeM K
PEIICHUIO 3TOTO BOMpPOCA CIEAYST NPUBJICKATh YIMOJHOMOUYCHHBIE OpraHbl (apXHWBHBIC OPTaHBI WU
aynutopoB). [Ipu onpezneneHun CpoKOB XpaHEHHs TOKYMEHTOB CIEAYET YYUTHIBATH IPaBa U MHTEPECHI
BCEX 3aMHTEPECOBAHHBIX JIMI. [IpuHUMaeMble pelICHHS HE JOJDKHBI IPEIHAMEPEHHO HapyllaTh
Kakue-I100 Impasa JoCTyIa.

VYrpaBieHue XpaHeHHEM JOKYMEHTOB JOJKHO OCYIIECTBIIATHCS JJIS:
a) COOTBETCTBUS TEKYIIUM U OYIYIIUM MOTPEOHOCTSM JICIIOBOU JIEATEIBHOCTH MOCPEICTBOM:

1) coxpanenuss UHQOpPMALIMK O MPOIUIBIX U HACTOSAUIMX PEIICHUSX M BHUAAX JAEATEIbHOCTH (Kak
YacTH KOPIOPATUBHOM MaMATH) B LEISIX WH(OPMAIMOHHOTO OOECIICUECHUsI PEIICHUNA U JEeSITeIbHOCTH B
HACTOAIIEM U OyIyIIeM;

2) coxpaHEHHMsS JOKa3aTeIbCTB IMPONUIOH W HACTOAIMIEH MACSITENbHOCTH [UISl  COOJIOJACHHUS
00513aTeNBCTB OTYETHOCTH;

3) CBOCBPCMCHHOT'O CAHKHOHUOHHUPOBAHHOTO MW CHUCTEMATUUYCCKOIO YHHYTOXCHHUA OOKYMCHTOB,
KOTOPELIC 0oJblIIEe HE HCIIOJIB3YHOTCA,

4) coxpaHeHHUs] KOHTEKCTa JIOKYMEHTa JUIsl TOro, 4yToObl OyayIIHMe IMOJIb30BATE€Id MOTJIM CUUTATh
JOKYMEHThl ayTEHTHYHBIMH M JOCTOBEPHBIMH Ja)K€ B TeX CIydYasX, KOIJIa CHCTEMbI YIpaBJICHUS
JOKYMEHTaMHU, B KOTOPBIX OHH XPaHUJIUCh, TPEKPATHIA CBOE CYIIECTBOBAHHE WJIM TOABEPTIUCH
CYLIECTBEHHBIM U3MEHEHUSIM;

b) COOTBETCTBHS MPABOBBIM HOpPMaM IyTeM JOKYMEHTHPOBAHHS, Pa3bsICHEHUS W IMPUMEHEHHS
TpeOoBaHUN HOPMATUBHOM cpeAbl B cepe ympaBieHHs NOKYMEHTaMH B KOHKPETHOM HalpaBlICHUU
JICIIOBOM ACATSIBHOCTH,

C) COOTBCTCTBUA TCKYIIHUM U 6y,[[y1_I_II/IM HOTpe6HOCTHM BHYTPCHHUX U BHCIHIHUX 3aMHTCPCCOBAHHBIX
JIMI TIOCPEACTBOM:

1) uneHTH(UKAUN 3aKOHHBIX HHTEPECOB, KOTOpPbIE 3aMHTEPECOBAHHBIC JMIIA MOTYT HUMETh B
OTHOILICHUH COXPAaHHOCTH JOKYMEHTOB B TE€UEHHME OoJiee [UIMTENBHOIO CPOKa, 4eM 3TO HEOOXOAMMO
caMoOil opraHusauuy. B cocTaB 3aMHTEPECOBAHHBIX JIUL MOTYT BXOJIUTH JEJIOBbIC IIAPTHEPHI, KIUEHTHI U
OpYrUe JIMIA, Ha KOTOPBIX BJMSIOT PEUICHUS W JEWCTBUSA JAaHHOW OpraHM3allMM, a TaKXKe Te, KOMY
OpraHu3aiys J0JDKHA NPEJOCTaBIATh JOCTYI K CBOMM JIOKYMEHTaM B LIENSX OTYETHOCTH (ayIUTOPBHI,
OpraHbl BJIACTU U YIPABIICHUS, OPTaHbl CIEACTBHS, apXUBHBIE OPTaHbl I UCCIIEA0BATENN);

2) yCTaHOBIICHHSI M OILIGHKU IPAaBOBBIX, (DUHAHCOBBIX, MOJUTHYCCKUX, COIUAIBHBIX WM JIPYTUX
IIO3UTUBHBIX peSYJ'II)TaTOB oT COXpaHCHI/ISI I[OKYMGHTOB JJISL CJ'IY)KGHI/U[ I/IHTCpecaM I/ICCJ'ICILOBaTeJ'ICI\/JI nu
o011ecTBa B IIEJIOM;

3) coOmoneHuss TpeOOBaHUII COOTBETCTBYIOLIEIO APXMBHOIO OpraHa B paMKax JeHCTBYIOLIEro
3aKOHOJATEIbCTBA.

K JOKYMEHTAM IJIUTCIIBHOTO WK IMOCTOAHHOI'O CPOKa XpPaHCHUA OOBIYHO OTHOCHAT JOKYMCHTBI,
KOTOpBIE:

- COJIepXaT CBEJICHUSA O MOJUTUKE U AEHCTBUSX OpraHU3alllH;
- coZiepKaT CBEJCHHS O B3aMMOJICHCTBUH OpPraHU3aIluu C 0OCITYKUBAEMBIMU €10 KJIMEHTAMU;
- TOKYMEHTaJIbHO (PUKCHPYIOT IIpaBa U 00SA3aHHOCTH OTJEIBHBIX JIUI] M OPTaHU3aIINA;

- WCHONB3YIOT Ui co3gaHus '"mamatu" o0 OpraHu3allid B HAy4yHBIX, KYJIbTYpHBIX MU



HCTOPUUCCKHUX LCIIAX;

- COJZIEpKaT CBEICHHs O JEATEIBHOCTH, MPEJCTABIAIONICH WHTEpPEC AJII BHYTPEHHUX M BHEITHUX
3aMHTEPECOBAHHBIX JIUII.

9.3. BritoueHue JOKYMEHTOB B CUCTEMY YIIPABIICHUS JOKYMEHTaMHU

Bxkmrouennem JOKYMEHTOB B CUCTEMY YIIpaBJICHUA JOKYMCHTAMHU JOCTUT'AOTCA CICAYIOIIUEC LN

- YCTAHOBJICHUC B3aHMOCBSI3CH MCKAY AOKYMCHTOM, €ro CO34aTciceM M KOHTCKCTOM CO3JaHUs
AOKYMCHTA,

- pa3MmenieHue (pukcanus) TOKyMEHTa, METAaJaHHBIX O HEM M €ro B3aWMOCBSI3eH B CHCTEME
YIIPaBJICHUA JOKYMEHTaMU;

- YCTAHOBJIEHUE CBSI3€H C IPYTUMH JOKYMEHTaMHU.

[Tpu BKIIFOUEHUHU JOKYMEHTA B AJIEKTPOHHYIO CHCTEMY YIPABICHUS JOKYMEHTaMU €MY MOTYT OBITh
MPUCBOEHBI METAJlaHHbIC, BKJIFOYEHHBIE, TPUCOCANHEHHBIE WM CBSI3aHHBIE C HUM HE3aBUCUMO OT €ro
¢dbopmMata. IT0 AOKHO OBITH MIPEAYCMOTPEHO B MPOIIEAypax CUCTEMbI YIpaBlIeHUs JoKyMeHTamu. Takue
MeTaJlaHHbIe OCOOCHHO HEOOXOAMMBI JJII KOHTPOJIA CTaTyca, CTPYKTYPHI U IEJIOCTHOCTH JIOKYMEHTa B
m000e BpeMsi, a TaKXKe JJIsl ToKa3a ero cBsi3ei ¢ IPYyruMH TOKyMEHTaMH.

MeTto/ibl, 0OecrieunBaroLe BKIOUYEHUE TOKYMEHTa B CUCTEMY YIIPaBJICHUS IOKYMEHTaMU, MOTYT
BKJIIOYATh B ceOs:

a) KiIaccH(pUKANWI0O W WMHIESKCUPOBAHHE, KOTOpPHIE MO3BOJSIOT COOTBETCTBYIOMIMM 00pa3oM
CO3lIaBaTh CCHUIKH, MPOBOJIUTH TPYIIMPOBKY, MPHUCBaWBaTh MMEHA, 3allMIIATh KOH()HUICHIIMATBHOCTD,
obecnieunBaTh JOCTYN JUIS TIOJIb30BATEICH, a TaKKe MPOBOJHUTH TOHUCK, OTOOp M HICHTH(PHUKAIUIO
HE0OXOIUMBIX (BOCTPeOOBAaHHBIX) TOKYMEHTOB;

b) pacmonokeHne JOKYMEHTOB B JIOTUYECKOHM IMOCIIENOBATEILHOCTH (KaK OyMaKHBIX Jel, TaK U
ANEKTPOHHBIX JUPEKTOPHIL), YIPOIIAIOIIeld MOCIeyIOIIee UCIOIb30BaHUE JOKYMEHTOB U CIPAaBOYHYIO
pabory;

C) perucTpannro, KoTopas obecneynBacT A0Ka3aTCJIbCTBO CYIECTBOBAHUA NOKYMCHTOB B CUCTEMC
YHIpaBJICHUA TOKYMCHTAMU;

d) CUCTCMBEI, (1)0pMaJ'II/13y}OIJ_[I/Ie MOACIIN ﬂeﬁCTBHﬁ, OCYHICCTBIIAICMBIX B IPOLCCCC JIEI0BOM
JCATCIIBHOCTH

1) cozparoT MeTa/laHHbIe, OMHMCHIBAIOINE KOHTEKCT;

2) obecTieunBalOT JOKA3aTeIbCTBO MECTOIOJIOKEHHUS IOKYMEHTA;

3) uneHTUPUUUPYIOT, KaK1e ASUCTBUS MOAJIEKAIN UCTIOHEHHUIO, HO HE BBIITOJIHEHBI;
4) uaeHTUPUIUPYIOT, KTO UMEI JOCTYI K IOKYMEHTY;

5) uneHTUPUIUPYIOT, KOT1a TAaKOI TOCTYIl UMENl MECTO;

6) o0ecrieunBalOT CBUJIETENHCTBA 00 OMepalusixX, IPOU3BEACHHBIX C JOKYMEHTOM.
9.4. Perucrpanus

B cucreme yripaBiieHUsI JOKYMEHTaMH, OCYIIECTBIISIOMIEN MPOLECCHl PETUCTPAIUHN:



a) TOKyMEHT PETUCTPUPYIOT IPU BKIIOYEHUH €I0 B CUCTEMY YIPABIEHUS TOKYMEHTAMU;

b) m0 3aBepuieHUs perucTpanuy JOKyMEHTa HE JONyCKaeTcsd NpeInpHUHUMATh Kakue-ITuoo
NeCTBYS, BIUSIONINE HA HETO.

OCHOBHBIM HA3HAYEHHEM PETUCTpAIMM SBIAETCS OOecreueHne JI0Ka3aTelbCTBa TOrO, YTO
JOKYMEHT ObUI CO3/1aH WJIM BKJIIOYEH B CHCTEMY YIIPaBJIEHUS JIOKYMEHTaMM, a JOMOJIHUTEIbHBIM
Ha3HAYEHUEM - YIPOIIEHHUE IOMCKA JOKyMeHTa. Perucrtpanus BkiIrodaeT B ce0sl KpaTKOe OIMCaHME
JOKYMEHTAa WJIN 3allUCh METaJaHHBIX O JOKYMEHTE, a TaKKe IPUCBOEHUE TOKYMEHTY HIEHTH(UKATOpa,
YHHUKAJILHOTO BHYTPHU OIPEJCICHHONW CHUCTEMbI YIpaBJICHUs JOKyMeHTaMmH. Peructpamms ¢opmanuzyer
BKJIFOYCHUE JOKYMEHTA B CUCTEMY YIIPABJICHUS JOKYMEHTAMM.

JIOKyMEeHTBI MOTYT OBITh 3apErHCTPUPOBAHBI B CHUCTEME YIPaBICHHUS JIOKYMEHTaMH Kak
LEHTPAIU30BaHHO, TAK M JACLEHTPAJIN30BAHHO. B 2IIEKTPOHHOM cCpeAe CUCTEMBI YIIPaBJICHUS
JOKYMEHTaMH MOTYT OBITh CHPOCKTHPOBAHBI TaK, 4TOOBI PETUCTPUPOBATH JTOKYMEHTHI IOCPEICTBOM
aBTOMAaTMYECKMX MPOLECCOB, HE TPeOymOIMX BMELIATENIbCTBA COTPYIHUKA CIYKOBI YIpPaBICHUS
JOKYMEHTaMH.

9.5. Knaccugukanus

9.5.1. Knaccuduxkarus 1e10Boi AeSITETLHOCTH

Knaccugukarus 1e10BOM  NEATETBHOCTH SIBJISICTCSI MOIIHBIM HWHCTPYMEHTOM, TOMOTAIOIIUM
BEJICHUIO JICJIOBOM JACSITEILHOCTH, U PUMEHSIETCSI BO MHOTHX TIPOIIECCax MO YIPABJICHUIO JTOKYMEHTaMH,
BKJIFOYas B ceOs:

a) YCTAHOBJICHUC CBsI3CH MCXKAY OTACIbHBIMHU OJOKYMCHTAMU JJIA obecrieueHus HCIIPCPBIBHOT'O
AOKYMCHTUPOBAHUSA ACATCIBHOCTH,

b) cornacoBaHHOE MPUCBOEHUE UMEH JOKYMEHTaM B TE€UEHHE JUTUTEILHOTO BPEMEHU;

C) OKa3aHUe MOMOIIH MPU MOUCKE BCEX TOKYMEHTOB, OTHOCSIIIMXCS K OMpeAeIeHHOW (GYHKIINH WIN
BUY JIEJIOBOM JEATEIbHOCTH;

d) onpeneneHne moaxoAdLIe A pa3IMUHBIX IPYII JTOKYMEHTOB 3allIUThl KOH(PHUIEHIIMATBHOCTH,
a TaKKe pasrpaHUYEHUE JOCTYIIA;

e) pas3srpaHnvucHUC IIpaB MoJb30BaTelIell Ha AOCTYII WM Ha IMPOBCACHHUC ,ZLCI\/’ICTBI/II\/’I C
OIMPECACIICHHBIMU I'pyIIIaMH JOKYMCHTOB;

f) pacnipeenenue OTBETCTBEHHOCTH MO YIPABIECHUIO OMPEIEICHHBIMH IPYIIIaMH TIOKYMEHTOB;
d) pacnipenenenue 1OKyMEHTOB IO OT/AEIbHBIM MIPOLIEYypaM B paMKax J€JI0BOU JAESITEIbHOCTH;

h) ONpCACIICHUEC COOTBCTCTBYIOIIIUX CPOKOB XPAHCHHUA U JIENCTBUI 10 OT60py JAOKYMCHTOB Ha
XpaHCHUEC UJIHW YHUUTOXKCHHUC.

9.5.2. KitaccudukamoHHbIE CUCTEMBI

KnaccudukanmoHHble CUCTEMBI OTPAXKAIOT ACITEILHOCTh OPraHU3allii, B KOTOPO OHU CO3IaHbI, U
O0OBIYHO 0a3WPYIOTCS HA aHAIM3E JICTIOBOM JCSITENbHOCTH opraHu3anuu. KiaccupukarmoHHbIe CHCTEMBI
MOTYT HCIOJb30BATHbCS A MOJAEPKKH  Pa3IUYHBIX MPOILIECCOB  YIPaBICHUS JOKYMEHTAMH.
Opraau3anusaM HEOOXO0IUMO ONPEAENSITh CTENeHb KIACCH(DUKAITMOHHOTO KOHTPOJIS, HEOOXOMMOTO ISt
HeJei ux JIeI0BoM AeSITeIbHOCTH.

9.5.3. CnoBapu HCIIONIb3yEMbIX TEPMUHOB



KnaccugukaimonHusle CUCTEMbI U yKa3aTeIH MOTYT OBITh JOIOJHEHBI CIOBapSMHU HCIOJIb3YEMbIX
TE€PMUHOB, PA3bACHAIOLUIMMU CrielU(UIECKUE sl OpraHU3aluU TEPMUHBI U UX UCIIOJIb30BaHUE.

9.5.4. nnexkcupoBanue

HNuaexcupoBaHue MOKHO NPOBOJIUTH "BPYYHYIO" WJIM aBTOMATHYECKU U OXBATHIBATh JIEMEHTHI, B
pa3HoM cTereH! 00beANHEHHBIE B CUCTEME YIIPABICHUS TOKyMEHTAMHU.

9.5.5. HazHauenue MHIEKCOB U KOJIOB

[Ipu ccpuikax HAa JOKYMEHTHI OOBIYHO HCIIOJIB3YIOT Oojiee KpaTkue (OpMbI, YeM 3arojioBKU (Kak
MIPaBUIIO, HHJIEKCHI, HOMEPa U KOJIbI), KOTOPBIC MO3BOJIIOT HICHTU(PHUIIPOBATH TOKYMEHTHI.

WNunekcanusi MO3BOJISET YCTAaHABIMBATH MECTOIIOJIOKEHUE JIOKYMEHTA, IOCKOJIBKY €ro HHJIEKC,
HOMEp WMJIM KOJ yKa3bIBaIOT "azpec" ONMpeaesieHHOrO JOKYMEHTA, 0 KOTOPOMY JOKYMEHT MOXKET OBITh
HaliJIeH B CUCTEME YIPaBIICHHUS JOKYMEHTaMH.

9.6. Xpanenue u oOpailieHue ¢ TOKyMeHTaMu

JIOKyMEHTBI CJIelyeT XpaHUTh Ha HOCHUTENSNX, KOTOpbIe O0ECHEeYMBAlOT WX MPHUTOJHOCTH JUIS
WCIIOJIb30BaHUs, JOCTOBEPHOCTh, ayTEHTUYHOCTh M COXPAHHOCTh B TEYCHHE YCTAHOBJICHHOTO TEPUOJA
BpemeHH (cMm. 8.2). Mepsbl, oOecrieunBaroe XpaHeHHE, OOpallleHUE U HCIOIb30BaHHE IOKYMEHTOB,
clIelyeT MPUHUMATh Ha TPOTSDKEHUU BCETO TIEPHUO/Ia WX JKU3HEHHOTO IHKIIA.

JIoOKyMeHTBI TpeOyIOT TaKuUX YCIOBHM M TEXHOJOIMH XpaHEHHs, KOTOPbIE YUYUTHIBAIOT UX OCOObIE
¢busnveckne u XUMUYECKHe CBOWCTBA. LIeHHbIe JOKYMEHTHI TpeOyroT Oosiee KaueCTBEHHOTO XPaHEHHS U
00CITy’)KUBAHHSI C TEM, YTOOBI COXPAHAThH UX JI0 T€X MOpP, IIOKA OHU HE YTPATAT CBOIO LIEHHOCTb. Y CIIOBHS
1 TEXHOJIOTUU XPaHEHUS JOKYMEHTOB JOJKHBI ObITh CIIPOEKTUPOBAaHbI TAKUM 00pa3oM, YTOObI 3alllULIaTh
JOKYMEHTBl OT HECAHKIIMOHHPOBAHHOI'O JOCTYIA, yTpaTbl WIM IOBPEKICHHUS, a TAKKE OT KpaXxu H
YpE3BBIYANHBIX CUTYALIH.

OpraHu3anuu JOJDKHBI pa3pabaThiBaTh U NPUMEHATh HHCTPYKLUUU IO KOHBEPTHPOBAHUIO U
MHUTPALUU JOKYMEHTOB U3 OJTHOM CUCTEMBI YIIPABJICHUS JOKYMEHTAMU B IPYTYIO.

OJEeKTPOHHBIE CUCTEMbI YIPABICHHUS JOKYMEHTAMHU JOJDKHBI OBITh CIPOEKTHPOBAHBI TaK, YTOOBI
JOKYMEHTBl ~ OCTaBaJIUCh JIOCTYHNHBIMH, QayT€HTUYHBIMH, JOCTOBEPHBIMM M TMPUTOJHBIMU  JUIS
HCMOJIb30BAHUSI HE3aBUCUMO OT JIOOBIX M3MEHEHHH B CHUCTEME Ha MPOTSKEHHWU BCEro MepHoja HX
XpaHEHUs U HUCIHOJb30BaHUS. VI3MEHEHMsI B AJIEKTPOHHOM CHCTEME YIPABIIEHUS JOKYMEHTAMH MOTYT
BKJIIOYAaTh MUTpAIMIO, KOHBEPTUPOBAHHE, BOCIPOU3BEJIEHHE B JIPYrux ¢opmarax HIU Jto0ble Jpyrue
Oyaymue crnocoObl BOCHPOM3BEACHUS JOKYMEHTOB. EcioM Takue NpoLecchl NPOUCXOIAT, CIEAyeT
COXpaHATh CBUJETENbCTBO IPOU3BEJCHHBIX HW3MEHEHUH, a Takke NOAPOOHOE ONUCaHHe JIOOBIX
n3MeHeHui ¢popM U GopMaTOB JTOKYMEHTOB.

9.7. loctyn

Opranuzanuu J0JDKHBI pa3pabaTbiBaTh U MPUMEHSATh MHCTPYKIMH, PErJIaMEHTHPYIOIIHE BOMPOCHI
JOCTYIIa K JOKYMEHTaM.

HopwmaTtuBHas cpena, B KOTOpol (DyHKIIMOHMPYET OpraHu3alus, yCTaHABIMBAET OCHOBHBIE HOPMBI
oOecrieyeHusl TpaB, YCIOBUI M OrpaHUYEHUM JOCTyIa, KOTOpBIE JOJHKHBI YUUTBIBATHCS MPH padoTe C
CUCTEMOM ympaBleHUs JOKyMeHTaMu. Takue cdeppl AeATenbHOCTH, KaK KOH(UICHIMAIBLHOCTD,
6e30macHOCTb, cBOOO/IAa MH(POPMALMU U apXMBbI, PETYIUPYIOTCS CIEUUAIBHBIM 3aKOHOJATEIHCTBOM.
JIOKYMEHTBI MOTYT CO/IepaTh MEPCOHANBbHYI0, KOMMEPUECKYIO MU CIy)eOHYI0 HHpopMmaruio. B Takux
clly4yasix JOCTYH K JIOKyMEHTaM WM WH(POpPMAIMU O HUX CIIEAYET OTpaHUYMBATb.

OrpanudeHust JOCTyNa MOTYT PacIpOCTPaHSThCS KaK HAa COTPYJHUKOB OpPraHM3allMM, TaKk U Ha



MIOCTOPOHHUX TMoOJb30BaTeneil. JlocTynm K AOKyMEHTaM CledyeT OrpaHW4MBaTh, €CIU 3TOr0 TpedyeT
JIeJI0Bast ACATEIbHOCTD MIM HOPMAaTHBHAs cpena. OrpaHndeHns JOCTyNa JOJDKHBI JEHCTBOBATh B TCUCHHE
00OCHOBAHHO YCTAHOBJIEHHOI'O IIEPHOJA BPEMEHH, 110 KCTEYEHUU KOTOPOTO MOUIEKAT OTMEHE.

OOecnieueHne COOTBETCTBYIOILEIO KOHTPOJIL JOCTYNAa OCYLIECTBISETCS IIyTeM IPUCBOCHUS
OIPEJICJIEHHOI0 CTaTyca AOCTyIa KaK JOKyMEHTaM, TaK U OTJEJIbHBIM JINLAM.

VYipasieHne npoueccoM A0CTyIa IPeyCMaTpUBaET, YTo:

a) AOKYMCHTBI pacrnpeaciIiCHbl I10 KaTeropusM B COOTBETCTBUM C HX CTAaTyCOM JOCTyIla B
OIMPCACIICHHOC BpCM;

b) JOKYMEHTBI JOCTYITHBI TOJIBKO JIMIAM, 06J'Ia,[[aI-OH_II/IM IMpaBOM JOCTYIId K HUM;

C) 3aceKpeueHHbIC JIOKYMEHTHI JIMOO JOKYMEHTHI C OrPaHHYEHHBIM JOCTYIIOM MOTYT OBITh
IIPOYTEHBI TOJIBKO IIPU HAIIMYUU COOTBETCTBYIOLIErO Pa3peLICHU;

d) mpomeccel W omepanuu ¢ JOKYMEHTaMH OCYIIECTBISIFOT TOJIBKO T€, KOMY pa3pemeHo X
BBITIOJTHSTH;

€) ToApa3felieHHs OpraHW3alid, OTBETCTBEHHBIE 3a OIpeleleHHbIe (YHKIMHA JIEIOBOU
NeSTeIbHOCTH, YCTAHABJIMBAIOT CTENEHb JOCTYIMHOCTU Ul JOKYMEHTOB, OTHOCSIIUXCA K OOJIACTH MX
OTBETCTBEHHOCTH.

MoHUTOpUHT U O0TOOpa)keHHe MpaB U 00A3aHHOCTEH IOJIb30BaTeNs MPU JOCTYNE K JOKYMEHTaM
SBJISIETCS. HENPEPBIBHBIM IIPOLIECCOM, IPOUCXOASIIMM BO BCEX CHCTEMAax YIPaBICHUS ITOKYMEHTaMH
HE3aBUCHUMO OT HUX (OpMaToB. DJIEKTPOHHBIE CUCTEMbl YIPABJIECHUS JOKYMEHTaMH, B YACTHOCTH,
TEPPUTOPUATBHO PpACIPEICICHHBIC, MOTYT IOJIy4aTh MPOTOKOJBl HACHTH()HKALNU TOIH30BATENICH M3
JOPYTUX IPUTIOKEHUI U CUCTEM.

9.8. KoHTpoiab 1okymeHToo00poTa

9.8.1. O01ue MoN0KEHUA

KOHTpOJ'II) JABMKCHHUA W HMCIIOJIB30BAHHA JOKYMCHTOB B CHUCTECMC YIIPABJIICHHA JOKYMCHTaAMU
TpeOyeTcst 1is:

a) UJeHTU(UKALMU HEBBIITOJIHEHUS TPeOyEeMbIX JeHCTBHII;
b) oOecrnieueHust MoMcka JOKYMEHTa;
C) MPEIOTBPAIICHHS YTPATHI IOKYyMEHTOB;

d) MOHUTOpPHHI'a HCIOJIB30BAHUSA CHCTCMBbI YIIPABJICHHUA JOKYMCHTAMU B LCIIKIX COXPAHCHUA H
3alllUTHI I/IH(l)OpMaIII/II/I, a TaKXKXE COXpaHCHHA KOHTPOJIBbHBIX 3amnucei o IMPOU3BCACHHBIX C JOKYMCHTaAMU
ornepanugax (B TOM YHCJIC O BKIIFOYCHHU B CUCTEMY, PCTHUCTpALIUH, KJ'IaCCI/I(I)I/IKaL[I/II/I, HHJACKCHUPOBAHUU,
XpaHCHWH, JOCTYIIC N UCIIOJIb30BaAHNH, MUT'PALIUA U nepe;laqe);

C) COXpPAaHCHUA CIIOCOOHOCTH I/II[eHTI/I(I)I/II_II/IpOBaTL, B PE3YJIbTATC KaKUX onepaunﬁ (06’LCI[I/IH€HI/II/I
HJIN MUT'paliuu CI/ICTGM) BO3HHUKIIM OTACIBbHBIC JOKYMCHTEI.

9.8.2. KoHTponb AeiicTBHI

KOHTpOJIB I[GI\/'ICTBI/II\/'I B CHUCTCMC YIPAaBJICHUA JOKYMCHTAMU JOIYCKACTCA HNPUMCHATL IJId
mponeccoB, B KOTOPBIX }IeﬁCTBHH OrpaHU4Y€Hbl BpPEMCHHBIMH paMKaMM, YCTaHABJIHMBACMbIMU
OpFaHH3aHHCf/'I WA IJI1 OpraHu3anuu. KOHTpOHB ﬂeﬁCTBHﬁI



a) OmpeeNsieT ATarbl BHIMOTHEHHSI PEIICHUN WK OTiepaluii, 3a)UKCUPOBAHHBIX B JOKYMEHTE;
b) pacnpeznenser MeX1y UCTIOJHUTEISIMU OTBETCTBEHHOCTh 3a JEHCTBUS,
¢) uKcUpyeT naThl MPEIIoIaraeMoro U peajibHOro BHIIOTHEHUS 1eHCTBUI.

Konrtpons neiictBuit MOxHO 3()(PEKTUBHO MPUMEHSTH, TOIBKO €CIIM JOKYMEHT 3aperucTpUpPOBaH B
CUCTEME YNPABIICHUs JOKYMEHTAaMHU IIPEXKE, YEM HAIIPABJICH UCIIOJHUTEIISAM.

9.8.3. KOHTpOJIb MECTOHAX OXKJICHUS

JIBuKeHHE JOKYMEHTOB JOJDKHO OBITh JOKYMEHTAIBHO 3a)MKCUPOBAHO JUISI 00ECIIEYCHHSI JOCTYyIa
K HHUM Bcerjga, Korga 3To TpeOyercs. MexaHU3Mbl KOHTPOJSL MOTYT IMpeaycMaTpuBaTh (UKCALUIO
uaeHTH(UKATOpa JOKYMEHTa, €ro 3arojioBKa, CBEACHHH O COTPYIHUKE WIH TOJpa3/IeicHUH,
o0asaroieM T0KyMEHTOM, U BpeMEHHU (J1aThl) IepeMEIIeHHs] TOKYMEHTA.

Cucrema ympaBieHHUsS JOKYMEHTaMH JIOJDKHA KOHTPOJMpPOBATh Bbllady, Mepefadyy MExXIy
COTPYAHHMKAaMH U BO3BpaT JOKYMEHTOB Ha MECTO MX PACIIOJOKCHUSA WM XPAHEHUs, a TAKKE UX U3bATUE
U3 CUCTEMBI YIIPABJICHUS JOKYMEHTAMH JUIsl YHHUTOXESHHS JTHO0 [T Mepeadu APYroi yrmoIHOMOYEHHON
CTOPOHHEH OpraHMU3alvy, B TOM YHMCJIE apXUBHBIM OpraHam, JUlsl JaJlbHEUILEro XpaHeHusl.

9.9. OT60p " nepeaavda J0KyMCHTOB Ha IMMOCJICAYIOMICC XPAHCHHUEC UIIKM YHUYTOXKCHUC

[TpaBuiia, onpeaensione B COOTBETCTBUH C IEHCTBYIOIIUM 3aKOHOJATEILCTBOM MOPSI0K 0TOOpa U
nepeaadyn JOKYMEHTOB Ha MOCIEAYIOIIee XPaHSHHE WM YHUUTOXKEHUE, CIIeyEeT MPUMEHATh CUCTEMHO U
B YCTaHOBJICHHOM IOPSIIKE B XOJ€ OOBIUYHOM J1eJ0BOM JesTenbHOCTH. Hukakux neidcTBuil mo otéopy u
nepeaade JOKYMEHTOB Ha MOCJIENYIONIee XPAHCHUE WIIM YHUUYTOKEHHUE HE JIOJDKHO MIPEANPUHUMATHCS 0€3
YBEPEHHOCTH B TOM, UTO OIpe/IeJICHHBIN JOKYMEHT Ooubliie He TpedyeTcs, paboTa ¢ HUM 3aBepIlieHa U OH
He OTpeOyeTcsl B KaueCTBE J0OKa3aTelIbCTBA.

JeiicTBus o oTOOpy M meperaye JTOKYMEHTOB Ha MOCJIEAYyIOIee XpaHEHHWE WM YHUYTOKEHHE
MOTYT IIPE1yCMaTpUBaTh:

a) HeTIOCPEeCTBEHHOE (PM3MUECKOe YHUUTOKEHHE, BKIII0Uas TIepe3anuch U CTUpaHue Gaios;
b) nanpHelee XxpaHeHHe B CTPYKTYPHOM TO/Ipa3/ieNIeHUH OpraHu3alig;

C) TepeMelleHre B COOTBETCTBYIOIIEE XPAHWIMIIE WJIM HAa COOTBETCTBYIOIIMA HOCHUTENb (TOL
KOHTPOJIEM OpTraHU3aIuN);

d) mepemauy B Jpyryloo OpraHM3anyio, KOTopas HpHHsIa Ha ce0s OTBETCTBEHHOCTh 3a
COOTBETCTBYIOLIYIO JICJIOBYIO JI€ATEILHOCTh B PE3YyNbTaTe PECTPYKTYPHU3ALMU, MPOJAXKH HIH
NpUBATU3AIIH;

€) mepenady JTOKYMEHTOB B XPaHWIIUINE, YIPaBIsSEMOE B WHTEpPEcax OpraHU3aIliu HE3aBHUCHUMBIM
MOCTaBIIMKOM YCJIYT I10 COOTBETCTBYIOLLIEMY KOHTPAKTHOMY COIJIAIIEHUIO;

f) mepemady OTBETCTBEHHOCTH 3a YIPaBICHHWE JOKYMEHTAaMH COOTBETCTBYIOIIMM OpraHam, B TO
BpeMSI KaK JJOKYMEHTHI (PH3NYECKH XPAHUT OpTaHU3aIUsI-CO3/1aTelb;

g) mepeavy B apXuB OpraHU3aIy;
h) nepenauy B apXHBHbBIE YUPEKICHUS.

[Ipu ¢u3HUecKkOM YHUYTOXKEHMHM JOKYMEHTOB CJEIyeT pPYKOBOJACTBOBATHCSA CIIEAYIOIIUMU
MIPUHIUIIAMU:



- YHUYTOXXEHUE JOJHKHO OBITh CAaHKIMOHUPOBAHHBIM U TPOBOJUTHCS B COOTBETCTBUHM C
TpeOOBaHUSMU HOPMATUBHOM CpeJibl;

- JOKYMCHTBI, CBA3aHHEBIC C IMPCACTOAIIMMU WJIW IIPOBOAUMBIMHU Cy,I[e6HI>IMI/I p336I/IpaTeJ'IBCTBaMI/I u
paccica0BaHUAMA, YHUUTOXKATh HC CIICAYCT,

- YHUYTOXXKEHHE JIOKYMEHTOB CJEAyeT NPOBOAUTH TAaKUM 00pa3oM, YTOObI oOecreunBaTh
KOH(HICHIINATLHOCTH JIF000H cozeprkalieiicss B HUX HH(opMaIumy;

- CJIeaAy€T YHHYTOXKATh BCEC KOIIMKM OOKYMCHTOB, pPa3pC€lICHHBIX K YHHYTOXCHHUIO, BKIIIOYasd
NEPCOHANIBHBIC, CTPAXOBBIC U PC3CPBHBIC KOIIHNH.

9.10. loxymMmeHTHpOBaHHUE MIPOLIECCOB YIIPABJIECHUS JOKYMEHTaMU

I[OKYMGHTEIL[I/ISI, OIMMChIBAKOIIas IMPOLECChI YIPABJICHUA AJOKYMCHTAMHU W CHUCTCMbI YIIPABJIICHUSA
AOKYMCHTaAMH, AOOJIKHA OTBC€YATH COOTBCTCTBYIOIIHMM IIPpAaBOBBIM, OpPraHHU3allMOHHBIM M TEXHHUYCCKHUM
Tpe6OBaHI/I$[M. I[OJI)KHI:I OBITH YETKO YCTAHOBJICHBI ITOJTHOMOYHA II0 BBIIIOJIHCHHUIO TAaKUX IIPOLCCCOB
YIIpaBJICHUA NJOKYMCHTAMHU, KakK KHaCCI/I(I)I/IKaL[I/IH, HHACKCUPOBAHHUEC, JKCIICPTU3a LHCHHOCTH, OT60p u
nepcaada I0OKyMEHTOB Ha MOCJICAYIOIICC XPaHCHHUEC UJIW YHUUYTOXKCHHUC.

CooTBeTCTBYIOIIEE 3aKOHOJATEIbCTBO, CTaHAAPThl M IOJUTHKA OpPraHMU3aLUU JIOJDKHBI OBITH
JOKYMEHTAJIbHO 3a(pUKCUPOBAHBL, YTOOBI ONPEAEIATh TPeOOBaHUS K IPAKTUKE, 00CIIEJOBAHUIO, IPOBEPKE
U TECTUPOBAHMIO IPOILIECCOB yNpaBieHUs JokyMeHTamMu. Ocoboe BHUMaHHE CIEAYeT YAEISTh APYrUM
WHPOPMAIMOHHBIM CHCTEMaM M MpaBWiaM (CTpaTerusM, IMOJUTHKAM), MPUMEHSEMBbIM BHYTPH
OpraHu3alK, YTOObI COXPAHATh KOPIIOPATUBHYIO LIEJIOCTHOCTh CPe/bl YIpaBieHUs HHpopMaLueil.

Bce pemienust o BKIFOUEHHH JOKYMEHTOB B CHUCTEMY YIIPaBJICHUs JAOKYMEHTaMHM U YCTaHOBJIEHUU
CPOKOB HMX XpaHEHHUS CJeIyeT YEeTKO JOKYMEHTHUPOBaTb U XpaHUTb. OTH PpEILIEHUS MOTYT ObITbh
oopMIIeHBI B BUI€ MHCTPYKIMU IO OTOOPY M Iepenavye JOKYMEHTOB Ha TOCIEYIONIee XpaHEeHHE WIIH
yHnutoxxenue. O¢unuanbHas JOKYMEHTALMs, ONpeesisonas MopsAA0K aHajIlu3a U OLEHKH JIOKYMEHTOB,
Ha OCHOBE KOTOPOW MNPUHUMAIOT pEIICHHS O BKIOYEHHHM JOKYMEHTOB B CHUCTEMY YIIpaBJICHUS
JOKYMEHTaMH U UX XPaHEHUU TaM, JIOJDKHA ObITh MOJTrOTOBJIEHA U MpeJCTaBlieHa Ha YTBEpXKACHUE
BBICIIEMY PYKOBOJCTBY. Takas IOKyMEHTalMsl [OJKHA COAEpX aTb MOAPOOHOE ONMCAaHHE JeIOBOM
JEATEIBHOCTH M JTOKYMEHTOB, OTPaKAIOIIUX KaXIbI BUJ JEJIOBOM JAESITEIBHOCTH, C YETKUM H
OJIHO3HAYHBIM YKa3aHUEM CPOKOB MX XpaHEHMsI M AEMCTBHI MO OTOOpY W Iepenaye JOKYMEHTOB Ha
nocjenyomnee XpaHeHne Wik yHuutoxkeHue. CoObITHS, MHULMUPYIOIIUE WIN pa3pellaronue AeHCTBUS
110 0TOOPY U Nepejadye JOKYMEHTOB Ha MOCIENYOIIee XpaHEHUE WM YHUUYTOXKEHUE, TOJIKHBI OBITh YETKO
ompeneneHbl. Takke MOMKHBI OBbITH pa3pabOTaHbl M HUCMHOJIb30BAHBI MHCTPYKIMU IO Tiepeaaye
JOKYMEHTOB Ha allbTEPHATUBHOE XpaHEHHE (HalpuMep, BHECETEBOE XpaHeHHue). Takas JOKyMEeHTalUs
JOJDKHA OBITh TPEACTaBI€HAa Ha COIVIACOBAHUE CTOPOHHMM YIMOJIHOMOYEHHBIM OpraHaM, TaKUM Kak
apXUBHbIE OpraHbl, ayTUTOPHI U T.11. ClieayeT XpaHUTh JOKYMEHTHI, OTPa)Karolie BHIIIOJHEHUE 1eH CTBUM
1o oTOOpy M nepegave JOKYMEHTOB Ha MOCIEAYIOLIee XpaHEeHUE MIIH YHUUTOXKEHHE.

10. MOHUTOPHUHT U ayaUT

I[J'IH oOecreyeHns] COOTBETCTBUS npoucayp u mpomneccoB, NpoUCXOoaAIUX B CUCTEMEC YIIPABJICHUA
AOKYMCHTAaMH, Tpe6OBaHI/I$IM opraHu3aivi W A IMOJYYCHHA OXHUAAECMBIX PE3YIbTATOB CICAYCT
PEryjiipHO IMIMPOBOAHUTH HUX MOHHUTOPHHI. Taxkoit MOHHUTOPHHT JOJIZKCH IPOBCPATH KAa4YCCTBO paGOTBI
CHUCTCMBI YIIPaBJIICHUA NJOKYMCHTAMHU B OpraHu3ali, UCIIOJHCHUE ITOJIb30BAaTCIAIMU CBOUX 00513aTEJILCTB
B OTHOIICHUU CUCTEMBbI YIIPABJIICHUSA JOKYMCHTAMHU, a TAKIKC YAOBJICTBOPCHHOCTDb MoJb30BaTeIeil JaHHOM
CUCTEMOMU.

HOpMaTI/IBHaSI cpcaa MOXKET TpeGOBaTB NpOBCACHUA MOHUTOPHUHIA MW ayaAuTa CTOPOHHHUMHU
OopraHu3anusiMu.

B cnyuae oOHapyXeHUS HENPUTOAHOCTH WM HEIPPEKTUBHOCTH HCIIOIB3YEeMOH CHCTEMBI



yIpaBJieHUS JOKYMEHTAMM W TPOIECCOB  YNPABICHUS JOKYMEHTAaMH OHHM  JIOJDKHBI  OBITh
MOAUGUIIUPOBAHBI.

COOTBETCTBHE CHCTEM yIpaBJICHHUA OOKYMCHTaAMH YCTAaHOBJICHHBIM Tp€6OBaHI/I${M, a TaKXe
MOHHTOpHHFCﬂeﬂyeFﬂOKYMCHTaHBHO(bHKCHpOBaTB,aOTHGHHJeﬂOKyMeHTBIXpaHHTh

11. Obyuenue

Opranuzanus, CTpeMsIascs coOMoaaTh TpeOOBaHUS HACTOAIIETO CTAHIAPTA, JODKHA MIPUHUMATH
JOJITOCPOYHYIO IpOrpaMMy OOydeHHsl B OOJacTH ympaBlieHUs JoKyMeHTamu. lIporpammel oOydeHus
YIOPaBJICHUIO JOKYMEHTAMH JIOJKHBI OXBaThIBAaTh POJIM U OTBETCTBEHHOCTh BCEX COTPYIHUKOB M OBITH
aJipecoBaHbl BCEM PYKOBOJSIIMM, IITaTHBIM, BPEMEHHBIM pabOTHUKaM, JHIaM, paboOTarolMM Ha
OOIIECTBEHHBIX HaYajaax, ¥ JIOOBIM JAPYrUM JUIIAM, OTBETCTBEHHBIM 32 CO3JaHHE JOKYMEHTOB BO BpeMs
UX paboThl M 3a BKIIOYEHHE 3THUX JOKYMEHTOB B CHCTEMY YIIPaBJICHUS JTOKYMEHTaMU. Y4eOHbIe
MpPOrpaMMbl MOTYT OBITh TOJTOTOBJICHBI M PEATM30BaHBI BO B3aUMOJICHCTBUU CO CTOPOHHUMH
OpraHU3aIUsIMH.
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