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3.1. O60611eHHast TpygoBasi GyHKIMS «/l0KyMeHTaI[MOHHOe obecIieueHHe yITpaB/IeHHs] OpraHU3aLei»

3.2. O6o611eHHas TpyqoBast GyHKIMS «PYKOBO/ICTBO ZieITeTbHOCTBIO TI0/[pa3/ieIeH sl TI0 YTIPaB/IeHUIO
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3.3. O606111eHHast TpygoBasi GYHKIMS «YTIpaB/ieHHe eJUHON CUCTEMOU JJOKYMEHTO000pOTa OpraHU3al[u»

I. O01He cBejeHUA

[eAaTebHOCTD TI0 YIIPaB/I€HHUIO JOKyMEeHTaMH B OPraHU3aLMsIX TH00bIX 07.004
OpraHu3arOHHO-TIPaBOBbBIX (hOpM U (HhOpM COOCTBEHHOCTH
(HauMeHOBaHMe BH/Ia TIPOQeCCHOHANBHOU JesITeNTbHOCTH) Kopg,

OcHOBHasi Lie/ib BU/la MPO(heCCHOHATBLHOM /1eSITe/TbHOCTH:

Ob6ecneuerrie 3¢heKTUBHOTO YIIpaB/IeHNs JOKYMEHTaMH B OPraHU3allksiX C UCIIO/Ib30BaHUEM COBPEMEHHBIX

HMH(OPMaI[OHHBIX TeXHOJIOTUM

['pynna 3aHATHII:

1213 PykoBoauTeny B obsiactu onpesienienust | 1219 YnpaBnstolye (MHaHCOBO-
TOJIMTUKU Y TIJIAHUPOBaHUSA 9KOHOMHYECKOW U aZIMUHUCTPaTUBHOM
JlesiTe/IbHOCTH [lesATe/IbHOCTBIO, He BXO/ILIYe B

Jpyrue rpyIibl

2422 CrieLiamMCThl B 00/1aCTH TIOJTUTUKH - -

aJMUHUCTPUPOBAHUS
(xoz OK3) (HauMeHOBaHUe) (xozm OK3) (HauMeHOBaHUe)
OTHeceHue K BU/JlaM S5KOHOMUYECKOU J1esITe/IbHOCTHU:
82.11 [esTeTbHOCTD a[MUHHCTPATUBHO-XO03SCTBEHHAs! KOMITJIEKCHast 110 obecriedeHHI0 paboThl

OpraHu3saluu

(kom OKB2M) (HaMeHOBaHYVe BUIa SKOHOMUUECKOMU /leATeTbHOCTH)







II. Onucanue TPyAOBBIX (DYHKIHI, BXOAAIINX B MPo¢eccHoHAMbHBIN cTaHAApT (PyHKIHOHA/IbHAsA KapTa BHAA
npodeccCHoOHATBHOM IeATe/TbHOCTH)

O600111eHHBIe TPYA0BbIe HYHKLIUN TpyzoBble QYHKIMU
yYPOBEHb
Ko yPOBEHb (moxypoBeHb
HauMeHOBaHUe KBa/M(uUKalj HauMeHOBaHHe KOZ )
A 14151 KBa/M(uKaLll
15151
A | JokymeHTallMioHHOE 0OecrieueHre 6 Pa3paboTka 1 BHe/IpeHHe JIOKa/IbHbIX HOPMaTUBHBIX aKTOB B 00/1aCTH A/01.6 6
ynpaB/ieHUs] OpraHu3aLyen yrpaB/ieHUs JOKyMeHTaMy OpraHu3aliu
OpraHusanus JOKyMeHTUPOBaHUA JedaTe/IbHOCTH B OpraHy3atuu A/02.6 6
OpraHu3auusi JOKyMeHT0000poTa B OpraHu3aLuu A/03.6 6
[IpoekTrpoBaHue, BHeIpeHKe U pasBUTHE CUCTeMbI 3/IEKTPOHHOI'O A/04.6 6
JIOKyMeHTO00OopoTa
Ocy1rectBienye WHHOPMaIMOHHO-CIPABOYHOMH pabOoThI C A/05.6 6
JIOKyMeHTaMH1 OpraHu3aLuu
Ocy1ecTByieHre KOHTPOJIS TIPOLiecca U CPOKOB UCTIOTHEHUS A/06.6 6
JIOKYMEHTOB B OpraHH3aLviu
Opranu3sanusi XpaHeHUs JOKyMeHTOB B OpraHu3aliy U nepeiadu e A/07.6 6
Ha apXUBHOe XpaHeHue
B |PykoBOACTBO JesSTeTbHOCTBIO 7 Opranusanus JeaTeJIbHOCTH TToApa3/e/leHys Mo YIpaBJIeHU0 B/01.7 7
NoZipasziesieHusi 10 ynpaBJIeHUI0 JIOKyMeHTaMu
JOKyMeHTaMU OpraHu3aLyu Pa3paboTKa MoJMTUKY yTIpaBIeHuUs JOKYMeHTaMH OpTraHU3al[|uu B/02.7 7
ITocTpoeHue crucTeMsl yrpaB/eHUs JOKYMeHTaMy OpraHu3aluu B/03.7 7
KoHTponb QpyHKIIMOHUPOBaHUSI CUCTEMBI YTIpaB/IeHUs JOKYMeHTaMu1 B/04.7 7
OpraHu3saLyu
CoBep11eHCTBOBaHMe CUCTeMbI YIIpaBJ/IeHusl [JOKyMeHTaMu B/05.7 7
OpraHu3alyu
C |YnpaBneHue e[yHOW CUCTEMOU 7 CrpaTternueckoe IJlaHMpOBaHUe U PYKOBOZCTBO IIOCTPOEHUEM C/01.7 7
JIOKYMeHTO000pOTa OpraHu3alyn CUCTEMBI YIIpaB/IeHUsl JOKyMeHTaMu OpraHu3alyu
Pa3paboTKa MOJMTUKH yIIpaB/IeHUs JOKYMEeHTO000pOTOM C/02.7 7
OpraHu3salyu




KoHTponb (pyHKIMOHUPOBaHUSI CUCTEMBI YTIpaB/eHUsl JOKYMeHTaMu1 C/03.7
OpraHu3alvy U ee JOKyMeHTo00opoTa

YripaBieHue TIPOeKTaMU BHeJPeHUs U MOIU(UKaIINA CHUCTeMbI C/04.7
3/IEKTPOHHOTO JOKYMEHTO000pOTa OpraHu3aljiu, pa3paboTKu

CTpaTeruu ee pa3sBUTHUS

Crparernyeckoe rjaHUpOBaHUe U pa3paboTKa CUCTeMbl XpaHeHUsI C/05.7

JIOKyMeHTaIbHOT0 (hOH/Ia OpraHu3aluu




IT1. XapakTepucTHKa 00001[€eHHBIX TPYAOBBIX (QyHKIHIA

3.1. O6o0ueHHas TpyAoBasa PyHKIUsA «JoKyMeHTalOHHOe 00ecneueHHe ynpaB/IeHUsA OpPraHu3anuein»

OKyMeHTal[MOHHOe obecrieueHue YpoBeHs
HaumMeHoBaHMe HoKy 1 . Kop A P 6
ynpaBJieHus1 OpraHv3anyen KBa/M(HKALH
IMpoucxosxaeHre 0600IIeHHOM 3auMCTBOBaHO U3
N OpuruHan X
TPYZAOBO# GQYyHKLMH OpHUrHMHajAa
Kon PerucrpaijioHHbIi HOMep
OpUTHHA npo¢hecCHOHATBHOTO
a CTaHzapTa

Bo3Mo>kHBIE HAMMEHOBAHMS ,HOKyMEHTOBeA

JO/DKHOCTeH, rpodeccuit

CrieLianucT 1Mo yIrpaB/eHUI0 JOKYMeHTaMu OpraHu3aliy

Cnerjuanmict o pabote C ZaHHBIMH JOKYMEHTHPOBAHHBIX C(ep /esTeTbHOCTH
CrieLiManuCT/3KCIepT CTPYKTYPHBIX MOApa3eneHUid 10 YIIpaB/IeH o
JIOKyMeHTaMH{ OpraHU3aLuu

TpeboBaHMs K 00pa30BaHUIO
1 00y4eHuto

Briciree obpa3oBanue — 6akajiaBpuat

W

Beiciiee obpa3oBanHue (HermpoduibHOe) — 6aKasaBpHaT U JOTIOTHUTETbHOe
npodeccroHaIbHOe 00pa3oBaHKe — MPOrpaMMbl IPodeCcCUOHaTbHON
TMeperoirOTOBKY 110 MPOGUIIIO e Te/TbHOCTH

TpeboBaHus K OTBLITY
TIPAKTUYeCKOM paboThI

Oco6blie yc/ioBUS AOMyCKa K
pabore

[Tpoxox/eHre 00yueHHst MepaM TMoKapHOU 0e30TTacHOCTH

[TpoxoxeHre 0OyueHHs TI0 OXpaHe TPyZa U IMPOBePKH 3HaHUs TpeOOBaHUI
OXpaHbl Tpya

Hamuue coryiacusi paboTHHKA O COOMIOZIeHNH YC/IOBHI KOHGH/EHI[aTbHOCTH
vH(OpMaIHH, a TaK)Ke C MepaMH OTBETCTBEHHOCTH 3a UX HapylleHue (Tpu
HE0OX0IMMOCTH)

Jpyrue xapakTepyuCTUKU

HonomHUTebHOE TTpodeccroHanbHOe 00pa3oBaHKe — IMPOrPaMMbl TIOBBILLIEHUS
KBa/(UKaIuu 1o npoduiIto esTeTbHOCTH He peXke OTHOTO pa3a B TPU rojia

,D;OHOJIHI/ITEJIBHLIG XdPaKTePUCTHUKHU

HanMeHoBaHHe [0KyMeHTa Koz HanmeHoBaHve 6a30B0i TPYTIIbI, O/DKHOCTH (TIpodeccrm)
WU CTeLuaJbHOCTH
OK3 2422, CrieL{iaMCcThl B 00/1aCTH TIOJTUTUKYU aJIMUHACTPUPOBAHUS
ETKC nm EKC [ oKyMeHTOBe[,
OKIIATP 21792 JoKymeHTOBe[,
OKCO 2016 7.46.03.02 JJoKyMeHTOBe/ileH1e 1 apXVBOBe/jeHre

3.1.1. TpypoBasi pyHKIMA

[MTpoucxosxaeHre 06001IeHHOM

Pa3paboTKa 1 BHe/ipeHHe JIOKa/lIbHbIX v
OBE€Hb
HaumeHoBaHue HOPMAaTHUBHBIX aKTOB B 00/1aCTH Kon A/01.6 P 6
KBa/mMuKaLum
yIpas/ieHus JOKyMeHTaMU OpraHu3aluu
3auMCTBOBaHO U3
OpuruHan X 1044
opyrvHasia

TPYyZAOBOM HyHKLIUN




Kon PerucrpaijioHHbIit HOMep
OpUrMHasn nipodeccroHaNBEHOTO
a CTaHgapra

TpyzoBbIe elCTBUS

[TpoBefeHne aHaM3a J0KaAbHBIX HOPMAaTUBHBIX aKTOB OpraHU3aLiuu Ji/1s
orpe/ie/IeHUs1 UX COOTBETCTBUSI HOPMaTUBHBIM NIPABOBBIM aKTaM Poccuiickoit
denepauyu B 00/1aCTH yIIpaBIeHUs JOKyMEeHTaMHU OpraHu3ariii

[ToaroToBKa MPOEKTOB JIOKA/IbHBIX HOPMAaTUBHBIX aKTOB OPraHU3aL[UK B 00/1aCTH
ynpasJ/leHus JOKyMeHTaM{ OpraHu3aLun

AKTyanu3aiysi cucteM KjiacCU(PUKAIUU U UIeHTU(PUKAL[UU TOKYMEHTOB
OpraHu3aLuu

COBep]_HEHCTBOBaHI/Ie CXeM MapIpyTrU3dliii JOKYMEHTOIIOTOKOB OpPTraHHU3dllun

dopMupoBaHue Npe/yIoKeHN 10 COBEPILIEeHCTBOBAHUIO JIOKATbHbIX
HOPMAaTUBHBIX aKTOB M0 yIPaB/JIeHUI0 JOKYMEeHTaMUu OpraHu3aLyu

KoHcynbTHpOBaHUe PaOOTHUKOB OpraHM3al[yy 110 BOMIPOCAM yTIpaB/IeHUs
JIOKyMeHTaMH, 3aKperyieHHbIMU B JIOK/IbHbIX HOPMaTUBHBIX aKTaX OpraHu3aljuu

OkasaHre MeToANYeCKOU NoMOIIM pabOTHHKaM OpraHu3alyu 1o pabore ¢
pacropsAUTeIbHBIMU JOKYMEHTaMHU

Hpe,E[CTaBJ'IEHI/IE IMMPOEKTOB JIOKA/IbHBIX HOPMATUBHBIX dKTOB OpPraHMU3dIl|hH B
obsactu YyIipaBJ/IeHHUA JOKYMEHTAMH OPraHMU3adlii Ha COIJIaCOBdHHE
PYKOBO/ICTBY IOZipa3e/ieHud 110 YIIpaB/I€HWIO JOKYMEHTAMU U BKCHepTHOﬁ
KOMUCCHH OpPraHu3aliuiu

Heobxogumble ymeHUsI

[Tonb30BaThCSl MOUCKOBBIMU CUCTEMaMH, MH(GOPMaL[MOHHBIMU pecypcamu,
0a3aMu IaHHBIX B 00/71aCTH yIIpaB/eHUs JOKYMEHTaMH OpraHu3aliiu

KnaccudunmpoBaTs MHQOpPMAaLMIO B COOTBETCTBUHU C 33/jauaMi yTpaB/eHUsI
JIOKyMeHTaM{ OpraHu3aljuu

Pa3pabaTbIBaTh Mpe/I/I0KeHHsI TI0 COBEPILIEHCTBOBAHUIO JIOKATBHBIX
HOPMAaTUBHBIX aKTOB OpPraHU3al[yu T10 YIIpaB/IeHUI0 JOKyMeHTaMu

CobmroiaTh HOPMBI 3THKH [1e/I0BOTO 00IIIeHusT

Heobxoqumble 3HaHUS

HopmatuBHbIe TipaBoBBIe akThl Poccuiickoii deaeparyiv B 00/1aCTH yIipaB/ieHUsT
JIOKyMeHTaMy OpraHu3aljuu

HopmaTuBHbIe TipaBoBbIe akThl Poccuiickoit ®Pesepariy B 061acTe
vH(opMaLyH, UHHOPMALIMOHHBIX TEXHOJIOTUM 1 3aIlMThl MH(POPMaL1H,
TepCcoHa/IbHBIX AaHHBIX, [TUGPOBOM TpaHChOpMaLuU

METOAI/I‘—IECKI/IG JOKYMEHTBI U HallMOHA/IbHbI€ CTAHAdPThI B obslactu yIripaBJ/ieHUs
AOKYMEHTAMHU OpPraHr3aliin

JIoKanbHbIe HOPMAdTUBHBIE dKTHI OPTdHU3dlINN

®DyHKIIMH, TTIOJITHOMOYUS U OTBETCTBEHHOCTb CTPYKTYPHBIX MO/Ipa3/ie/ieH i
OpraHu3aLuu

[TpaBua ¥ MOPSIIOK COCTaB/eHUsI U 0()OpMIIeHUs JIOKa/IbHBIX HOPMaTUBHBIX
aKTOB OpraHH3allvy, PeryUpyIOIIUX paboTy ee ToApa3ieneHus B 00/1acTh
yTIpaB/IeHUs JOKYMeHTaMU OpPTaHU3al[|uH

[TpaBu/a cocTaBieHUs] ¥ OOPMJIEHHS JIOKATbHBIX HOPMATHUBHBIX aKTOB,
OTIpe/Ie/IIONIUX TIOPSIIOK paboThI C JOKYMEHTaMU B OpraHU3ariuu

PEFJ'IEIMGHTEIL[I/IH AeJTOTIPON3BOACTBEHHBIX IMPOLIECCOB

TpeboBaHus OXpaHbI TPy/1a

Oco0ble yc/1oBUS OTTyCKa K
paboTe

[lpyrue xapakTepucTUKU




3.1.2. TpypoBasi pyHKIHA

Opranusaiysa J0KyMeHTHPOBaHUA YpoBeHb
HaumeHoBaHue p LMt 0Ky p Kop A/02.6 P 6

AedATe/JIbHOCTHU B OPraHU3aliiA KBaﬂH(l)HKaHHH
IIpouncxokaeHue 06001eHHOM 3aMMCTBOBAHO 13

P U)K'q n OpuruHan X 1044
TPyZAOBOM (HyHKLIUU OpHUTHHasa
Kog, PerucrpaljioHHbIit HOMep
OpUrMHas npodeccroHaNBEHOTO
a CTaH/apTa

TpyzoBbIe elCTBUSA

PaspaboTka yHu(HULMPOBaHHbIX (OPM [JOKYMEHTOB, UCII0/Ib3yeMbIX B 00/1aCTU
ympaBJieHus JOKyMeHTaMU OpraHu3aluu

Pa3paboTka rpoeKToB Tabesist ¥ anbboMa yHU(PHULMPOBAHHBIX (hopm
JIOKYMEHTOB, UCII0JIb3yeMbIX B /leATeJIbHOCTH OpraHu3aliiu

HOAFOTOBKa HPEAHO)KEHI/Iﬁ 10 TeXHOJIOTUH pa3pa60TKH MPOEKTOB JOKYMEHTOB U
€e 3akKperieHre B JIOKA/IbBHBIX HOPDMATUBHBIX dKTaX OPraHr3adliin

Pa3paboTKa 3/1eKTPOHHBIX O/IaHKOB U 3/IeKTPOHHBIX I11a0/I0HOB JIOKYMEHTOB [IJIsI
WCII0/Tb30BaHUs U Pa3MelleHHs] B CHUCTeMe 3IeKTPOHHOTO JOKyMeHT0obopoTa
OpraHu3aLuu

KoHTposb cobroienust TpeboBaHMI K TIOJTOTOBKE U 0(hOPMIIEHHUIO IOKYMEHTOB
1 JIOKa/IbHbIX HOPMaTUBHBIX aKTOB B 00/1aCTH yIIpaB/ieHUsI JOKyMEeHTaMH
OpraHu3aluu

OHTI/IMI/IBaL[I/IH COCTaBa JOKYMEHTOB OpraHW3dliMr B COOTBETCTBUU C €€
AeATe/IbHOCTBIO

KoHTposnb nepeBo/ja B 3/1eKTPOHHBIN BUJ, JOKYMEHTOB U JOKYMEHTUPOBaHHOU
vHopMalyK, Co3/laBaeMOM B OpraHr3aLun

Heob6xopvMble ymMeHUst

PaboTathb c 1mabsoHamMM JOKYMeHTOB B MH(OPMAIIMOHHOMN CHCTeMe OpraHu3aLun

PaboTaTth 3JIEKTPOHHBIMH O/1aHKaMK1 AOKYMEHTOB

Pa3pabaTbIBaTh 371eKTPOHHbBIE OJIAHKH U 3/IEKTPOHHBIE 111a0/I0HBI IOKYyMEHTOB

Pa3pabaTbiBaTh TpeOOBaHUsI K MHPOPMALIUHU U JAHHBIM, BK/TFOUaeMbIM B
JIOKYMEHTbI OpraHu3aLyu

Vcnosib30BaTh OpraHy3aliioOHHbIe ¥ TeXHUYEeCKUe CpeZicTBa [/ epeBo/ia B
3/1IeKTPOHHBIN BU/J| IOKYMEHTOB Y I0KyMeHTUPOBAHHOW HH(bOpMaLUr
OpraHu3saluu

Vcnonb3oBaTh 0(MCHYIO TEXHUKY B PAMKax CBOei rpogeccroHaibHOM
JlesITe/IbHOCTU

Heobxogumble 3HaHUs

HopMaTtuBHbIe ripaBoBbie akThl Poccuiickoit defepariiyiy B 00/1aCTy yripaBaeHUs
JIOKyMeHTaM{ OpraHU3aliuu

METO,E[I/I‘-IQCKI/IE AOKYMEHTHBI 1 HalJUOHAJ/IbHBIE CTaHAAPTHI B obnactu YIIpaBJ/IEHUA
JAOKYMEHTaMU OpraHu3alii

HopmaTuBHbIe npaBoBble akThl Poccuiickoit ®eepariy B 061acTu
vH(opMaLyu, UHHOPMaLIMOHHBIX TEXHOJIOTUM 1 3alliMThl MHPOPMaL1H,
NepCoOHa/bHBIX JAHHBIX, M(POBOM TpaHChOpPMaLIU

HpaBI/IJ'Ia COCTaBJIEHHUS Pa3/IMYHBIX BUAOB JOKYMEHTOB

OO61ue TpeboBaHus K 0(hOPM/IEHHUIO IOKYMEHTOB, B TOM UHCJIe
OpraHu3al[MOHHO-PACTIOPSAAUTEILHOM JJOKYMEHTal[UH

I[TpaBusia paboThI C JOKYMeHTaMH, COJiep>KalliMU KOH(UeHI[MaIbHYO
VMH(pOpMaL1Io

IMopsifok GYHKIIMOHUPOBaHUs MH(POPMAIMOHHBIX CUCTeM B 00/1aCTH




ynpaB/ieHUsd JOKYMEHTAMK OPrdHrU3aliuini

CTpyKTypa opraHu3aliy 1 TOPSiZIOK pacIipe/iesieHust OJTHOMOUMH B 00/1acTh
CO3/laHHsI JOKYMEHTOB MeX/y ee CTPYKTYPHBIMU TOZpa3/ie/leHUs MU U
JIO/DKHOCTHBIMU JIULIAMU

BuoBoii cocTaB JOKYyMEeHTOB OpraHv3alyu

HpaBI/ma COCTaBJ/IEHKA TEKCTOB JOKYMEHTOB OpPraHHU3aliin

[TpUHLMIIBEI U METO/bI YTIOPSII0UEHUsT COCTaBa JOKYMEHTOB OpraHy3aljuu U ux
JlaHHBIX

KPI/ITEPI/II/I OLeHKH KaueCTBa CO3A&BH€MOﬁ AOKYMEHTaln

Oco6ble yc/IoBUS AOIyCKa K
paboTe

Jpyrue xapakTepyuCTUKU

3.1.3. TpypoBas ¢pyHKIus

HanmeHoBaHue

IMpoucxoxaerre 06001IeHHOH
TPY/10BOM HyHKLIH

Opranu3aius I0KyMeHTo000poTa B YpoBeHs
P LA AOKY P Kox | A/03.6 P 6
OpraHu3aruu KBa/MUKALH
3auMCTBOBaHO 13
OpuruHan X 1044
OpHIHHaa
Koz PerucrpalvioHHbIN HOMep
OpUTHMHa npogeccroHaNIBEHOTO
a cTaHziapTa

TpyzoBble felcTBUs

BrinosiHeHWe omnepariyii 1o rpeiBapuTe/IbHOMY PaCCMOTPEHHIO U PerucTpaLyn
JIOKYMEHTOB OpraHu3aLuu

BezieHrie perncTpaLioOHHBIX U yUeTHBIX ()OPM JOKYMEHTOB OpraHu3aliuu

Ocy1iecTBeHre BHYTPeHHEr0 KOHTPOJIS rlepejiaud JJOKYMEHTOB MeXy
YPOBHSIMU yTIpaBJ/IeHUs U UCTIOIHUTE/ISIMU B OpPraHu3aLiu

Pa3paboTka npesioXKeHui 10 TIOPSAKY COTJIaCOBAHUS U Y OCTOBEPeHusI
JIOKYMEHTOB B OpraHW3aluy

[TpoBeneHue aHanM3a MHGOPMAI[MOHHBIX U JOKYMEHTALIMOHHBIX TIOTOKOB B
OpraHu3aLuu

HO,E[FOTOBKa HPEA]'IO)KEHI/Iﬁ I10 d)OpMI/IpOBaHI/II-O MdpHIPDYTOB U IMOATr0OTOBKaA
MapHIDYTHBIX KapT ABWXXEHUA JOKYMEHTOB B OpraHU3dalJUA

[ToaroToBKa rnpe/yioskeHUH 1o (GopMUPOBaHUIO (PYHKIMOHA/IBHBIX TpeboBaHUM
CHUCTeMBI 37IeKTPOHHOTO IOKYMeHTO000pOTa OpraHM3aLyu

Pa3paboTka TexHosoruu paboThl ¢ KOHPUAEHI[HATBHBIMU JOKYMEHTaMU

Pa3paboTka TexHOMOrUM paboThI C JOKyMeHTaMH U HH(opMalyei B
OpraHu3anuu

Heobxomymbie ymMeHUst

Co3paBaTh U UCMO/Ib30BaTh MeTa/laHHbIE ZIOKYMEHTOR B MTPOLIECCe UX JBWKEHUS
1 00pabOTKMU B OpraHu3alin

KoHTpo/mMpoBaTh BHITIO/IHEHHE TIPOLeYP ABYKEHHsI 1 00pabOTKU JOKYMEHTOB,
WICTI0/Ib3yeMbIX B 00/1aCTH yIipaB/IeHUs JOKyMeHTaMH OpraHu3aliu

BecTr yueT 1 aHa/mu3 o6beMa JJOKyMeHTO0O0pOTa OpraHM3al[ii B COOTBETCTBHE
C UHCTPYKIMeH T10 IeJIOTPOM3BO/ICTBY OpraHU3aluu

['OTOBUTH Tpe/|I0XKeHuUs TI0 (POPMHUPOBAHUIO TTapaMeTPOB PAOOTHI CUCTEMBI
3JIEKTPOHHOTO JOKYMeHTO000pOTa OpraHu3aruu

OpraHu3oBbIBaTh B3auMO/IeHCTBYE MO pa3/ie/leHU OpraH13alyiy B IpoLecce
pa3pabOTKU ¥ UCTIOJTHEHHUS Pa3/TUUHBIX BU/IOB JOKYMEHTOB




Co3pmaBatb 6a3bl JaHHBIX T10 JOKYMEHTaM O JiesiTe/TbHOCTH OpTraHu3alviu 1
OCYILL[EeCTB/ISITb KOHTPOJIb UX BeJeHUs

Co3gaBaTh CUCTeMY UH/IeKCAlMK JOKYMEHTOB OpraHu3aliiy U UCIO/Ib30BaTh ee
B UH(OPMALIMOHHO-CIIPABOYHBIX LIeJIsIX

Heobxoqumble 3HaHUS

HopmatuBHbIe TipaBOBBIe akThl Poccuiickoii deneparyiv B 00/1aCTH yripaB/ieHUs
JOKyMeHTaM{ OpraHu3alin

HopmaruBHbIe TipaBoBbIe akThl Poccuiickoii deneparun B 061acTi
vH(popMalr1, HH(GOPMAaIMOHHBIX TeXHOIOTHH 1 3all[UThl UH(GOpMaLUH,
MepCOHA/IbHBIX JJaHHbIX, LM(POBOM TpaHChHOpPMaLUH

MeToryeckue JOKYMeHThI M HallMOHA/bHbIe CTaHJapThl B 061aCTH paboThI C
JIOKyMeHTaMu 1 UH(opMalyeli B opraHyi3aijuu

JIoKabHbIe HOPMATHWBHBIE dKTEI OPraHH3dllun

HpaBI/IJ'Ia pa6OTLI C JOKYMEHTAMHU OPTrdHHU3dLINH, YCTAHOBJ/IEHHLIE €€
JIOKA/IbHBIMW HOPMATHWBHBIMH dKTdMH

@DYHKLMH, TTOJITHOMOYMS U OTBETCTBEHHOCTh PYKOBO/ICTBA OPraHU3alivy U ee
CTPYKTYPHBIX NOJpa3zesieHui

OyHKIMOHATbHBIE 0COOEHHOCTU CHCTEMBI 3IEKTPOHHOTO IOKYMeHT0000poTa
OpraHu3al[uu

[TopsioK U coziepyKaHue TpoLieAyp 1o paboTe ¢ JOKyMEeHTaMHU OpraHU3aluy 1
WX JTAaHHBIMU

Ocobble ycoBust OMyCKa K
pabore

Lpyrve xapakTepuCTUKA

3.1.4. TpypoBasi pyHKIMA

[IpoekTpoBaHue, BHePEHUE U Pa3BUTHE
YpoBeHb
HaumeHnosanue CUCTEMBI 3/IEKTPOHHOIO Kop, A/04.6 6
KBa/mMuKaum

JOKyMEeHT000opoTa

ITpoucxoxzenre 060011eHHOH 3arMCTBOBaHO U3
P U)K'q n OpuruHan X 1044
TPYZOBOH QyHKLUH OpUrvHama
Kog, PerucrpaljioHHbIit HOMep
OpUrMHa nipodeccroHaNBEHOTO
a cTaHjapra

TpyzoBbIe elCTBUSA

[TpoBeseHue aHaMM3a JeMCTBYIOLLel CUCTeMbI yIpaB/ieHus JOKyMeHTaMU
OpraHM3aL{|y [Jisl ONpe/ie/IeHus 3aZiay 110 ee aBTOMaTH3alii, MO/IePHU3aLNH,
urdpoBoii TpaHchopMaLr

[ToAroTOBKA TEXHUUECKOTO 33/]aHKsI HAa BHE/[PEHHE OTeueCTBeHHOW CUCTEMBI
3JIEKTPOHHOTO IOKYyMeHTO000pOTa B OpraHU3aIriii B paMKax CBOMX
KOMIIeTeHLIUM

Pa3paboTka 0/10K-CxeM, OMMMCHIBAOIIUX OM3HEC-TIPOLIeCChl OPTraHU3aIHY,
TIPOLIECCHI ¥ TIPOLIEYPHI TI0 YIIPABIEHHIO JOKYMEHTaMK OpraHH3aLyiu

Knaccudukaipst, iHIeKCHpOBaHKe JOKYMEHTOB U UX JAHHBIX, HEOOXOAUMBIX
[JUIS1 OCYIL[eCTBJIEHHS TTPOLIECCOB CO3/IaHUs ¥ BBOJA B CUCTEMY JIEKTPOHHOTO
JIOKyMeHTo00opoTa

BHeceHue Tipe/iyioyKeHUI TI0 KpUTEPUSIM BbIOOpa 0TeueCTBeHHOM CHUCTEMBI
3JIEKTPOHHOTO IOKYMeHT0000pOTa /IJ1si OpraHu3ariuu

Ocy1miecTBeHre TeCTUPOBAHUS pabOThI CHCTEMBI 3IEKTPOHHOTO




JIOKyMeHTO000pOTa U orpe/ie/ieHre 3a/1ay 110 ee aflanTalyu K crieluduke
CUCTEeMBI YTIpaBJieHUsI JOKyMeHTaMy OpraHu3aLiuu

MeToauueckoe COMPOBOXKAEHKe MPOLIeCCOB BHeIDEHUS U SKCILTyaTaluu
CHUCTEMBbI 3JIEKTPOHHOTO IOKyMeHT0060poTa B OpraHu3alym

Heobxomvmbie ymMeHUst

[Tpou3BoanTh 00PabOTKY AOKYMEHTOB 1 JIaHHBIX: PETHUCTPALUIO,
CUCTeMaTH3aLMIo, UCII0/Ib30BaHNe, XpaHEeHUe, YHUUTOKeHUe

[TprMeHsTh METOZ0/I0T U0 OPraHK3al{MOHHOTO NTPOEKTUPOBAHKS TIPY aHa/Iu3e
CUCTeMbl yTIpaB/IeHUs JOKYMeHTaMu

[IpencTaBasSTh pe3yabTaThl aHaM3a MPOLIECCOB yIpaB/ieHUs JOKyMeHTaMU
opraHu3saluu B rpaduueckom BUje

BrIgBISTE MPpHUOPUTETHBIE HAIIpAB/JI€HUA aBTOMATHU3dllKMH YIIDABJI€HUA
AOKYMEHTAMU B OPraHU3aliun

[TpUMeHSTb CUCTEMY 37IEKTPOHHOTO ZIOKYMEHTO000POTA //151 BBITTO/THEHHUST
JleJIOTNPOM3BO/ICTBEHHBIX OTleparyii

O]_IE‘HI/IB{:ITI: 3(1)CbEKTI/IBHOCTB MepOHpI/IHTHI‘;I M0 dABTOMAaTH3adllUN YIIDABJ/IEHUSA
AOKYMEHTAMU B OPraHr3aliin

Heobxogumble 3HaHUs

HopmartrBHbIe nipaBoBbIe akThl Poccuiickoit ®efepariu B 061acTi
vHbopMaLy, UTHPOPMAIIMOHHBIX TeXHOIOTUN 1 3alUThl MTH(pOpMaLUH,
MepCoHa/bHbIX JAHHBIX, LIM(POBOM TpaHChOpMaLWK, YIIpaB/aeHus JJOKyMeHTaMU
OpraHusaluu

ME)K,E[YHHPOAHLIE " HAallMOHaJ/IbHbIE€ CTAHAAPTEI B obsactu yhpaBJ/ieHUA
AOKYMEHTaMU

Cnoco0bl CHUCTeMaTH3alliN JaHHBIX O AeATe/IbHOCTU OPraHr3aliin

[TpuHLMIIBI GOPMUPOBaHUS MPOLECCOB OPraHU3aLuU

METO,IU:I HCC/1e10BaHMs, aHa/IM3d, IIDPOEKTHUPOBAHKWA WU PA3BUTUA CUCTEMEI
y1ipaBJ/ieHUA JOKYMEHTAMH B OpraHU3alilun

[TporpaMMHBbIe MPOAYKThI TI0 aBTOMAaTU3al[uM YIIPAB/IeHUs JOKYMeHTaMU B
opraHu3aLuu

q)yHKI_II/IOHa]II:HI)IG 0COOeHHOCTH Pa3/IMUHBIX OT€YECTBEHHBIX CUCTEM
3JIEKTPOHHOI'O ,E[OKYMEHTOO6OPOT8, HCII0JIb3YEMBIX B obnactu yIipaBJ/IEHUA
AOKYMEHTaMHU OpraHr3dliun

Oco0ble yC/oBUs I0MyCKa K
pabote

Lpyrve xapakTepuCTUKA

3.1.5. TpyaoBas QpyHKIuUsA

Ocy1ecTBienue UH(GHOPMaLMOHHO-
< YpoBeHb
HaunmeHoBaHMe CIIPaBOYHOM paboThI € JOKYMeHTaMU Kop, A/05.6 6
KBa/MpUKaLu

opraHusanuu

IMpoucxoxxaerre 06001IeHHOH 3aMMCTBOBaHO 13
P A . Opurunan X 1044
TPYZOBOH QYHKLUM OpUrvHama
Koz PerucrpauyoHHbIl HOMep
OpUTHHA npothecCcHoHaNTBLHOTO
a CTaHJapTa

TpyzoBbIe elCTBUSA

dopmupoBaHue TpeboBaHUH K MH()OPMAI[MIOHHO-TIOMCKOBBIM CUCTEMaM
CTPYKTYPHUPOBaHHbIX [JaHHBIX JOKYMEHTHUPOBAHHBIX Cdep /AesTebHOCTH
OpraHu3saluu




dopmMHUpoBaHue U BejieHHe 06a3 JaHHBIX O JesTeJIbHOCTA OpraHW3al|uH

dopmupoBaHe TpeOOBaHMI K pa3rpaHUUeHHI0 YPOBHel J0CTyra pabOTHUKOB K
JJAHHBIM O /lesITeJIbHOCTH OpraHu3aliiy B COOTBETCTBUH C BBINIOJTHSIEMBIMU MU
byHKLMSIMU

[TpenocTaBnieHue JOCTyIa K CTPYKTYpHUPOBaHHbIM [JaHHBIM
JIOKyMeHTHPOBaHHBIX C(ep JesATebHOCTH OpraH13alyy

Pa3paboTka ¢hopm nipezcraBieHns HHGOPMALIMK O [IeSITeTbHOCTH OPTraHU3aLiH

[ToaroTroBKa OTUETOB U aHAJIMTUYECKUX CIIPAaBOK PYKOBOZCTBY 110 BOIIPOCaM
ynpasJieHus JOKyMeHTaM{ B OpraHu3aluu

[Touck v npeocTaBieHre UHPOPMAI[UKM O CTPYKTYPHUPOBAHHBIX JJAHHBIX
JIOKYMEHTUPOBaHHBIX c(hep /esTeTbHOCTH OpraHr3alliy 10 3arpocam
pabOTHUKOB OpraHu3aliy

HeobOxopumbie ymeHust

PaboTaTh ¢ UICTOUHWKAMU UH(MOPMALIVH, BBISB/ISTH KDUTEPUU €€ OIIeHKH 1
orbopa

[Togbupatk, cUcTeMaTU3UPOBaTh U KJIaCCU(ULIMPOBATh CTPYKTYPUPOBAHHbIE
JlaHHbIe JOKYMEeHTHPOBaHHbIX C(hep [esTeTlbHOCTU OpraHr3aliuu 110
orpe/ie/IeHHbIM KPUTepUsIM

COB,Z[aBaTI:», dIMWHHUCTPUPOBATL U MCII0/Ib30BATh JOKYMEHTHI U UX /IdHHbIE B
Ppa3/IMYHbIX obsacTax AedaTeJIbHOCTH

OdopmsiTe UHPOPMAIUIO B HAr/ISIAHOM CUCTeMaTH3UPOBAaHHOM BU/ie B
COOTBETCTBUH C TIPEIbSB/ISIEMBIMU TPeOOBAHUSIMU

PaboTaThb C 3/IeKTPOHHBIMU 0a3aMM JIAHHBIX U CUCTEMOM 3/IEKTPOHHOTO
JIOKYMeHTO000pOoTa OpraHu3ariuu

Heobxoqumble 3HaHUs

METO,E[I/I‘—IECKI/IE AOKYMEHTHI U HalJUOHAJ/IbHBIE CTaHAAPTHI B obslactu pa6OTbI C
AOKYMEHTaMHU U I/IHd)OpMaL[PIEﬁ B OpraHuv3aljuiu

[TpaBua, MOpsiIOK GOPMHUPOBAHUS U yueTa 6a3 JJaHHBIX OpraHW3aliu

OcobeHHOCTH (DYHKIIMOHUPOBAHUS CIIPABOYHO-MH(OPMAI[UOHHBIX U
HMH(OPMaLMOHHO-TIOMCKOBBIX CUCTEM OpraHU3aLUuu

[TopsiioK AoCTyna K pa3nyHbIM KaTeropusM MHGOpMalLMy B OpraHu3alyiu

Crioco6bl mostyueHunst “HGOPMAaL[K U3 Pa3TMYHBIX NCTOYHHUKOB

®dopwmel rpe/icTaBieHUst UHGOPMAIMK U KX 0COOEHHOCTU

HpaBHna COCTaBJ/IEHUA 1 O(I)OPMJ'IEHI/IH OTUeTOB, 0630p0B, dHA/IMTUUECKUX
CIIPpaBOK

TexHosorusi paboThl C OKyMeHTaMH U MH(pOPMaLyel orpaHUueHHOT0 JJOCTYTIa

Oco0bble yc/1oBUs JOTTyCKa K
paboTe

[lpyrue xapakTepucTUKU

3.1.6. TpypoBas GpyHKIHA

OcyliecTByieHre KOHTPOJIS TIpoLjecca u
YpoBeHb
HaumeHoBanue CPOKOB MUCIIO/IHEHUS JOKYMEHTOB B Kop A/06.6 6
KBa/TMUKaLUA

opraHu3aLyu

[TpoucxosxeHre 06001IeHHOM 3auMCTBOBaHO U3
P A . Opurusan X 1044
TPYJOBOH (QYHKLIM OpUrvHama
Koz PerucrpalvoHHbIN HOMep
OpHUTHHA npo¢eCcCOHANBEHOTO

a cTaHzjapra




TpyzoBble felcTBuUS

[TocTaHOBKa JOKYMEHTOB U MOPYy4YeHU PYKOBO/ZCTBA OpraHM3aliiy Ha KOHTPOJIb

OCYLHECTBHEHHE BHYTPEHHETO KOHTPOJIA UCIIO/IHEHUA JOKYMEHTOB OPraHr3aliin
HECKOJIbKMMH HCIIOJIHUTEIAMH, YCTAHOBKA OUepeaHOCTH X WCIIOJTHEHWA

KoHTpO/b 3TanoB BbINOJIHEHUs PellleHrni WK orepaLii, 3a()vKCHpPOBaHHbIX B
JIOKyMeHTax

MOHUTOPHHT X0OZa UCIIOJTHEHUS U CTaTyca JOKyMEHTOB B Iporiecce paboThl C
HUMMU B OpraHy3aLuu

Pa3paboTka TpebOBaHMI K MPOTOKOIaM KOHTPOJIBHBIX 3aruceii 00 oreparfusx,
MIPOM3BE/IEHHBIX C IOKYMEHTaMU B OpraHu3aljuu

KoppekTrpoBKa CpOKOB MCIOJ/IHEHUsI JOKYMEHTOB B OpraHr3aluu

CHsATHe JOKYMEeHTOB U MOpyYeHHi PYKOBO/ICTBA OPraHU3aliu C KOHTPOJISI

[ToAroToBKa aHaIMTUYECKUX CIIPABOK O COCTOSTHUM MCIIOJTHUTETbCKOM
JUCLIATIIMHBI B OpraHU3aliuu

Heobxoavmbie ymMeHUst

BHOCHTB /laHHBIE O CPOKax M Crielju(rKe UCIOIHEHUS JOKYMEHTOB B
KOHTPOJIbHbIE KapTOTeKH U aBTOMaTU3MPOBaHHbIE CUCTEMbI KOHTPOJISI
OpraHM3aly B COOTBETCTBHE C HOPMAaTUBHBIM NPaBOBLIM aKTOM,
OpraHMU3alMOHHO-PaCHOPSAUTeTbHBIM JJOKYMEHTOM WU/IN Pe30IIoLen
PYKOBOJUTEIS

Awnanu3vpoBaTh MH(OPMAIIHMIO O X0/ ¥ Pe3y/ibTaTaX UCTIOIHEHUS JOKYMEHTOB B
OpraHu3aIfuu

PaBpa6aTbIBaTb rnepeyHy JOKYMEHTOB OpPraHM3dlMH C TUIIOBBIMH CPOKaMH UX
HCITIO/IHEeHUA

OripeziesiaTh BUABI U TIOPSIIOK KOHTPOJISI UCTIOTHUTEbCKOM AUCLIUIIVHBI B
OpraHu3aLuu

Heobxoaumble 3HaHUS

HopmaTtuBHbIe ripaBoBblie akThl Poccuiickoit defepaliyy, ycTaHaBIWBatoLIye
TUIIOBbIE CPOKU UCIIO/THEHHUS JOKYMEHTOB

HO])H,Z[OK oripefie/;ieHrs CPOKOB HMCITIOJTHEHUA JOKYMEHTOB B OPraHW3dlln

MeTO,E[I/IKI/I BeleHKA KOHTPOJIA NCITOJTHEHHSA JOKYMEHTOB

[TopsiioK BHECeHUs pe30JItoLi pyKOBOAUTeE sl OpraHr3al[iu B
PervMcTpalyoHHy0 Gopmy

TexHOOrMUeCKHe Tarbl paboThl C pa3/TMUHBIMKM KaTETOPUsSMH I0KYMEHTOB
OpraHu3alIuu

HOPH,Z[OK HCITO/JIHEHUA JOKYMEHTOB B OpraHW3dlln

YcoBUs CHATUSA AOKYMEHTa C KOHTPOJIA B OpraHr3aljiu

Oco0bble yc/1oBUs JOTTyCKa K
paboTe

[lpyrue xapakTepucTUKU

3.1.7. TpypoBasi pyHKIMA

[TpoucxosxeHre 06001IeHHOM
TPYJOBOH (QYHKLIM

OpFaHI/BaL[I/IH XPpaHEHUA NOKYMEHTOB B
YpoBeHb
HaunmenoaHue OpraHu3aLvy U epefauu e Ha Koa A/07.6 6
KBa/TMUKaLUA
apXUBHOE XpaHeHUe
3auMCTBOBaHO U3
Opurunan X 1044
OpurvHana
Koz PerucrpalvoHHbIN HOMep
OpUTMHa npo¢ecCHOHaNIBEHOTO

a cTaHzjapra




TpyzoBble felcTBuUS

KOHTpOJ'Ib KOMIIJIEKTOBAHHSA JOKYMEHTOB B [€/1da U OPrdHr3aliud UX XpPaHEHWS B
rnogpasaejeHnusax opraHru3alivin

KOHTPOJ'II: CO3dHHMSA 1 BeJeHHUs CIIpDaBOYHO-TIOMCKOBLIX CPeACTB IO JOKYMEHTaM
U bazam AAHHBIX, XPAHALIOUMCA U BeAYyILIUMCA B I1I0APa34e/IeEHUAX OPraHU3allun

CocraBinieHue, BefleHHe HOMEHK/IATypPhl [ie/l OpraHu3aliui U UTOTOBOU 3arucy K
Hel

[TpoBepka ZJaHHBIX O COXPaHHOCTU CO3/IaHHBIX B OpraHM3al{iu JOKYMEHTOB Ha
pas/IMYHbIX HOCUTE/ISX

KOoHTpO/b BbIIauM B OTIEPAaTUBHOE T10/Th30BaHKE JIOKYMEHTOB OPTaHU3al[ul U UX
BO3Bpara

[IpoBeneHMe 5KCIIePTU3bI LIEHHOCTU JOKYMEHTOB B COCTaBe SKCIIePTHOU
KOMHCCHM OpraHv3alyu

[TpenocTaBieHre JOKYMEHTOB UM UX CKaH-KOMUM [Ijisi OTBETOB Ha 3arpoChl
roZipa3zie/ieHui opraHu3aliuu 1 dheepajbHbIX OPraHOB UCTIOJHUTETBHOU
BJIaCTH

HO,E[FOTOBKa AOKYMEHTOB [JId riepe/iadyi B aDXWB WK Hd YHUUTOXEHHE

HeobOxopumbie ymeHust

[TpyMeHATL HOMEHK/IATYPy Je/l CTPYKTYPHOIO MO/ipa3/ie/ieHrsl ¥ CBOJHYIO
HOMEHK/IaTypy Jie/1 OpraHu3al{ii, UTOrOBble 3aluCh K HUM

HactpauBathk mapameTpbl pa3/ie/ioB HOMEHKJ/IAaTyphl /le1 B CUCTeMe
3JIEKTPOHHOTO JJOKYMEeHTO000pOTa OpraHU3aLuu

CucTeMaTH3UpOBaTh JOKYMEHThI U MHPOpMaLyio 6a3 JaHHbIX, JOPMUPOBATh
Jiesia B COOTBETCTBUM C HOMEHKJ/IAaTyPOH [ieJl OpraHn3aliiu

Ocy11ecTBAATb MOMCK JOKYMEHTOB U MX [JaHHBIX B MPOLieCCe TeKYILero
XpaHeHUs B OpraHu3aLuu

Ocy11ecTBASITh MeTOIUYECKOE PYKOBO/JCTBO OpraHU3al[eil XpaHeHu st
JIOKYMEHTOB U 0a3 IaHHBIX B CTPYKTYPHBIX T10/[pa3/e/IeHUsIX OpraHU3al[|H,
OKa3bIBaTh UM MPAKTUYECKYHO TTOMOILIb

KoHTposivpoBaThk hopMUpOBaHUe, XpaHeHHWe U Mepejady Jie/l B apXUB
opraHu3aLuu

KoHTponpoBath apXvBUpOBaHUe 0a3 JaHHBIX CTPYKTYPHBIX TO/Ipa3/iesieHri
opraHu3aLuu

HOAFOT&BJII/IB&ITB OINNKCH JOKYMEHTOB U NdHHBIX, IepelaBaeéMbIX B dpXHB
OpraHr3aliii WJIN dpXUBHUPYEMBIX Hda HOCUTE/IN

[Tpor3BOUTH SKCIePTU3Y LIEeHHOCTU [JOKYMEHTOB OPraHM3aLuy U UX JaHHbIX,
orpeziesisiTb CPOKW XpaHeHUsI

ObGecrieurBaTh 3aIUTY JOKYMEHTOB U JAHHBIX OPraHU3alid OT
HeCaHKLIMOHUPOBAHHOT'O JOCTYTA UM YHUUTOXXEHUS

Heobxoaumble 3HaHUS

HopMaTuBHbIe 1paBoBbIe akThl Poccuiickoit Pezepariyi B 061acTr
nH(popMalyy, “HOOPMAaI[MOHHBIX TeXHOJIOTHM U 3all[UThl HUHGOPMaLUH,
TepCoHaMbHBIX JJaHHBIX, IU(PPOBOM TpaHCHOPMALIU, aPXHUBHOTO Je/a

Metoaryeckue OKYMeHThI M HallMOHA/IbHbIE CTaHapThl B 06/1aCTH paboThI C
JIOKyMeHTalLyel 1 uH(opMaleid, apxXruBHOTO Jie/ia

I[TpaBusia paboThI C JOKyMEeHTaMH OpraHU3aliH, YCTaHOBIEHHLIE ee
JIOKa/IbHBIMU HOPMaTUBHBIMU aKTaMH, yUeTHOM [TOJIMTUKON

[Topsiiok U coziepKaHKe TIPOTie[yp OpraHU3aIuy OTIePaTUBHOTO XpaHeHHs
JIOKYMEHTOB U UX JJaHHBIX, TIOATOTOBKY K Tlepejiaye B apXUB OpraHU3aLiu UIu
apXVBUPOBAHMIO HAa HOCUTEJISIX

Mertozvika pa3paboTKH U BeZieHHsI HOMEHK/IaTypPhl [ieJl OpraHu3aliyii, B TOM
yKC/ie B CUCTEMe ee 3JIeKTPOHHOTO0 JOKyMeHT0000poTa

[TpaBu/ia cucreMaTH3alMy U KIaCCU(PUKALIMK JOKYMEHTOB, KOAWPOBaHUs




vHpopmaiuu

Oco6eHHOCTH XpaHeHUs 3/IEKTPOHHBIX IOKYMEHTOB

KpI/ITepI/II/I orpege/aeHUd HeEHHOCTHU JOKYMEHTOB U UX AdHHBIX [JId 0T6opa Ha
,Z[&JILHEIZLHEE XpaHEHHE WK YHUUTOXEHHE

Oco0bble yc/1oBUs JOTTyCKa K
pabore

[pyrue xapakTepucTUK1

3.2. O0o01eHHasA TPyAoBasA GyHKIUA «PyKOBO/JCTBO JeATETHHOCTBIO MO/APa3/ie/IeHUs M0 YIPaB/IeHUI0
JOKYMeHTaMH OpraHu3aliu»

PyKOBO/CTBO /1eATe/IbHOCTBIO
HanvenoBanne | TI0[|pa3/ie/IeHUsI 110 YIIPABJIEHHIO Ko, B Yposexb 7
Apasi ynp A KBa/mMuKaum
HAOKYMEHTaMH OpraHr3alju
[MpoucxosxaeHre 06001IeHHOM 3aMMCTBOBAHO U3
N OpuruHan X
TPYZOBOH QyHKLUH OpUrvHama
Kon PerucTpaijioHHbIit HOMep
OpUrMHan nipodeccroHaNBEHOTO
a CTaHgapra

Bo3MoykHbIe HaMMeHOBaHUsI
J0JDKHOCTeH, rpodeccuii

PykoBoguTenb nozpaszeneHys 1o yrpas/eHuI0 JOKYMeHTaM1 OpraHv3alyn
(oermaprameHTa, yripaBieHusl, C/IyKObI, OT/ena)

PykoBoguTesb oT/iena o pabore C ZaHHBIMU JOKYMEHTHPOBAHHBIX Cdep
JlesITe/IbHOCTU OpraHy3aluu

TpeboBanus K 06pa30BaHKIO
1 00yUueHHI0

Beiciiee o6pa3oBaHue — MarucTpaTypa

W

Briciiee obpa3oBanue (HenpohuIbHOE) — MarkuCTpaTypa U JOTMOJHATETbHOe
npodeccroHaIbHOEe 00pa3oBaHKe — MPOrpaMMbl IPodeCcCUOHaMbHON
TeperoAroToBKY Mo MPOGUIIO AesaTeTlbHOCTH

TpeboBaHus K OTILITY
TPaKTUYECKOM paboThI

He MeHee Tpex jieT B 00/1aCTH JOKyMEHTAL[MOHHOTO 0OecrieyeHusi OpraHu3aLiu

Oco0bble yc/1oBUs JOTTyCKa K
paboTe

[TpoxoxeHre 0OyueHst MepaM TMoKapHOU 0e30TTacHOCTH

[TpoxoXkaeHue 00yueHuUs TI0 OXpaHe TPy/a U TIPOBEPKU 3HaHUs TpeboBaHUIH
OXpaHbl Tpy/ia

Hanuue coryacusi paboTHHKA O COO/MIOIEHNH YC/IOBUH KOH(DHIEHI[HATbHOCTH
uH(pOpMaLry, a TaK)Ke C MePaMH OTBETCTBEHHOCTH 3a WX HapylleHue (TIpu
HE0OXO0MMOCTH)

Lpyrve xapakTepuCTUKA

HonosHUTebHOE TpodeccroHanbHOe 00pa3oBaHKe — IMPOrpaMMbl TIOBBILLIEHUS
KBa/TMUKaLMK B 00/1aCTH ypaB/IeHuUs JOKyMEeHTaMU He peXKe 0JJHOTO pa3a B
TpU rofia

,D;OHOJIHI/ITEJILHLIQ XdPaKTEPUCTHUKHU

HauMeHoBaH e J0KyMeHTa Koz HaumeHoBaHue 6a30BOM IPYMIIbI, JO/DKHOCTU (TIpodhecCrn)
WU CTeLUaJbHOCTH
OK3 1219. Ympapnstolye (PMHaHCOBO-95KOHOMUYECKOUW U
a/IMMHUCTPATHBHOU J1esITe/IbHOCTBI0, He BXOZsLIMe B
JIpyTHe TPYIIIbI
ETKC wm EKC HauaneHuK otzena (6ropo, rpyrirbl) (B MPOMBIIIZIEHHOCTH)
OKIIATP 24695 HauanbHUK oTzena (hbrHaHCOBO-9KOHOMUUECKOTO U




aZIMUHUCTPATUBHOTO)

OKCO 2016

7.46.04.02 [ OKyMeHTOBeijeH’e U apXUBOBe/eHue

3.2.1. TpypoBasi pyHKIMA

Opranusanus JesaTe/lbHOCTH
YpoBeHb
HaumeHoBaHue 1o/jpas/ie/ieHus 10 yIpaB/IeHUI0 Koz B/01.7 7
KBa/MUKaLUA

JOKYMEHTAMU

[TpoucxoseHre 06001IeHHOM 3aMMCTBOBaHO K13
P A . Opurunan X 1044
TPY/10BOM HyHKLM OpurvHana
Koz PerucrpauioHHbIN HOMEp
OpUTMHa npoecCHOHaNTBEHOTO
a CTaHjapTa

TpyzoBbIe elCTBUS

OrnipeziesieHue Liesield, 3a/jau U PyHKI[MH TI0/ipa3/ie/ieHus 10 YIpaB/eHHI0
JIOKyMeHTaMH{ OpraHU3aliuy U ero paboTHUKOB

Pacnpe,/:[eneHI/Ie AO/DKHOCTHBIX obs13aHHOCTEH Mexnay pa6OTHI/IKaMI/I
noApasaejieHus 1o yrpaB/Jl€HHWIO JOKYMEHTAMH OPraHMW3aliin

Pa3paboTKa /T0KabHbIX HOPMAaTHUBHBIX aKTOB TI0 YTIPABJIEHUIO JOKYMeHTaMu
OpraHu3aly 1 0/DKHOCTHBIX WHCTPYKLIMHM ee paOOTHUKOB

[TnaHvpoBaHUe JesTeIbHOCTU MOJAUMHEHHOTO TI0/Ipa3/ie/ieHusi C yUeToM
paLMOHANBHOTO pacrpesiesieHrst paboT U 06bemMa MPOM3BO/ICTBEHHBIX 3aJau
OpraHu3aLuu

KoHTponb fesTeTbHOCTY pabOTHUKOB MO/Ipa3zie/ieHust TI0 yTIPaBIeHUI0
JIOKyMeHTaM1 OpraHu3aliuu

[TpoBefeHre MepOTIPUATHIA 0 TIOAOOPY MepPCOHaa Ha 3amMelljeHre BaKaHTHBIX
JIOJDKHOCTEe! TIOJUMHEHHOT0 Mo/ pa3/ie/eHust

Pa3paboTka rpaduka o0yueHus U MOBBIIIEHNsT KBaTM(PUKALIMH paOOTHUKOB
TIO/IYMHEHHOT O TI0Zipa3/ie/ieH s OpraHnu3ariu

KoHTponb cobroieHusi pabOTHUKAMU TIOJUMHEHHOTO TI0Zpa3zie/ieHust
TpeGoBaHUI1 OXpaHbl TPY/a, TPYAOBOU AUCLIUTINHBI, IPABU/I BHYTPEHHETO
TPYZ0BOI0 Pacropsiika v JJOKa/JbHbIX HOPMaTUBHBIX aKTOB OpraHu3alyin

OnpepeneHvie TOTPeOHOCTH MOJUYMHEHHOTO TIOApa3/ie/ieHusi OpraHu3aliy B
000py/10BaHKH, TIPOrPaMMHOM 00ecrieueHrH, MaTepraibHbIX U (PMHAHCOBBIX
pecypcax

[ToAroTOBKA TIPE//I0’KEeHUM 110 MO/IePHM3AL[MK pabourx MeCcT pabOTHUKOB
roZipa3zeieHuys 10 ynpaB/JieHUI0 JOKYMeHTaMU OpraHu3alyiy

Ouenka 3¢heKTUBHOCTU [1eiTeIbHOCTU MOAUMHEHHOT0 MoApa3/ieeHus
opraHu3aluu

Heobxomvmbie ymMeHUst

ObecreurBaTh B3aMMO/IEHCTBYE TIO/Ipa3/ie/IeHNsI TI0 YIIPaBIeHUI0 JOKYMeHTaMu
OpraHu3saly CO CTPYKTYPHBIMHU I0/|pa3/ie/leHUsIMU U [O/DKHOCTHBIMU JIMLIAMU
OpraHu3saluu

ObGecrieurBaTh paljMOHA/BHYIO 3arpy3Ky U PACCTAHOBKY MMOJAYMHEHHOT'O
repcoHasa C yueTom KBanrpuKaiu, 06 5eMOB U CJIOXKHOCTA paboT

YcraHaBMBaTh 7151 KaKI0W (GYHKLUK pabOTHUKA CTy>KOBI TI0 yTIpaB/IeHUIO
JIOKYMeHTaMH OpraHu3allvy TpaBa U OTBETCTBEHHOCTh, 0becrieunBaroIiyie
KOPPEeKTHOe BBITTOTHEeHHe 3TON (GYHKIMU B paMKax JesTe/TbHOCTH OpraHu3aliin

[TpyHUMAaTL MephI 10 YCTPAHEHHUIO He/JOCTaTKOB B paboTe MOUNHEHHOTO
CTPYKTYPHOTO TI0/ipa3/ie/ieHusl OpraHr3aluu




OL[EHI/IBaTb KaueCTBO BBITIO/IHEHHBIX ITOJYHWHEHHBIM [MI€PpCOHA/IOM pa60T I10
YIpaB/I€HUIO JOKYMEHTaMW OPraHU3aliiu

KonTpospoBath cobmoieHre B rojpaszeseHu TpeOoBaHW 0XpaHbl TPY/a,
TPYZ0BOM AUCLIUIIIMHBI, IPaBU/ BHYTPEHHEr0 TPYZO0BOIO pacropszka u
JIOKA/IbHbIX HOPMaTUBHBIX aKTOB OpraHv3alyy

Onpe,qensrrb MMPpHUOPUTETHLIE HAIIPpABJIEHUA PAa3BUTHSA ITO4Pa3[e/1eHUd T10
YIIpaB/I€HUIO JOKYMEHTaMW OPraHuU3aljuu

PaBpa6aTbIBaT]: MEDEI I10 ITOBBILLIEHHUIO 3(1)(1)6KTI/IBHOCTI/I AedaTe/IbHOCTH
pa6OTHHKOB MOAUMHEHHOI'O MoApa3ae/jieHrsA OpraHru3aljiu

BHeapsITh HOBBIE TEXHOIOTMM U METO/IbI pabOTHI B ZIeITE/TbHOCTD ITOAUUHEHHOTO
ToZipa3zesieHysi OpraHu3aluu

Heobxoaumble 3HaHUS

HopmMaTuBHbIe 1paBoBbie akThl Poccuiickoit @ezepariyi B 061acTu
rH(popMarLyy, “HOOPMAaI[MOHHBIX TeXHOJIOTHHN 1 3all[UThl HHGOpPMaLUH,
TepCoHabHBIX JJaHHBIX, LIU(POBOM TpaHCHOPMaLUHU, yTIpaBAeHUs JOKyMeHTaMu
OpraHu3aiuu

MeToarueckue JOKYMeHThbI U HallMOHA/IbHbIE CTaHJapThl B 001acTH paboThI C
JIOKyMeHTaMH ¥ UH(OopMaLeii, apXMBHOIO Jie/ia

I[TpaBuia cocTaB/ieHHst 1 0OPMIeHHsI JIOKa/IbHBIX HOPMaTUBHBIX aKTOB,
OITpe/ie/ISIFOIIUX TIPABOBOE TI0JIOKEHNE CTPYKTYPHBIX IO/pasfeeHui 1
pabOTHUKOB OpraHU3aIyuy

CTpyKTypa opraHu3alyu, ee Tiojjpas/esieHust U pabOTHUKH, 3a/|eliCTBOBaHHbIE B
TIpoIjeccax yrpaBjieHus JOKyMeHTaMH OpTraHu3al[uu

OcobeHHOCTH peryiaMeHTal[uy TPyZAa PaOOTHUKOB IMOAYMHEHHOTO
No/ipas/iesieHysl OpraHu3aluu

@®yHKI[UM pabOTHUKOB OpraHU3alvy U MoAipa3zesieHus 10 yIpaBIeHUI0
JIOKyM@HTaMH, a TakK)Ke TOJAUMHEHHbIX eMy CTPYKTYP

[TpaBuia HOpMUPOBaHUS TPYZA U pPacueTa IBOUHOW UMC/IEHHOCTH NepCcoHana
NoZipa3zeieHuys 10 ynpaB/ieHUI0 JOKYMeHTaMU OpraHu3alyiy

[TpaBuia opranu3aiuu pabourx MecT pabOTHUKOB OpraHU3aluu

MeTo/MKY yTipaB/ieHUs IePCOHA/IOM OpraHK3aLu1

TpeboBaHusi oxpaHbl Tpy/ia

HpaBHna OpraHr3alJMOHHOI'O IMTPOEKTHPOBAHUA AJid OPIdHHU3allUN

Oco0ble yc/ioBUS JIOTTyCKa K
paboTe

[pyrue xapakTepucTUKU

3.2.2. TpypoBas ¢pyHKIus

Pa3paboTKa MMOJIUTUKH YIIPaB/IeHUs Ypoge
HaumeHoBaHme p ynp Kog B/02.7 POBeHb 7

JOKYMEHTAaMHK OpPraHW3aliin KBaHH(l)HKauHH
ITpoucxoxzenne 0600111eHHOMH ODHIMHAT X 3auMCTBOBaHO U3 1044
TPyZA0BOM HyHKLIMU P OpHUrMHana

Kog, PerucrpalioHHBIN HOMep
OpHUTHHa rpodecCHOHaTBHOTO
a cTaHgapra

TpyzoBble felcTBUs

OHpE,Z[E]IEHI/Ie HaHpaB]IeHI/Iﬁ TMOJIMTUKH YTIPABJI€EHUA JOKYMEHTAMK OPraHHU3adlin

PyKoBO/ACTBO pa3pabOTKOM JIOKa/IbHBIX HOPMaTUBHBIX aKTOB OPTaHU3aL[UH B
COOTBETCTBUH C ee MTOJIMTUKOM YIIpaB/leHUs] JOKYMeHTaMy OpraHu3aryiu




COFHaCOBaHI/Ie, YTBEPXAEHNE JIOKA/IbHbIX HODMATUBHBIX dKTOB OPraHrU3alju 110
AOKYMEHTHBIM CUCT€MaM OpraHHU3aljun

Opranu3aiiysi KOHCYJ/IbTUPOBaHUsI PAOOTHUKOB OpraHU3alliu 110 BOTIPOCam
TIPUMeHEeHHsI JIOKaTbHbIX HOPMAaTUBHBIX aKTOB U UCII0/Ib30BaHUSI METOJUK
yIpaB/ieHusi JOKYMeHTaMU OpraHu3alyuu

Opl"aHI/BaU"I/IH dKTYadJ/IM3dlIVH JIOKA/IbHBIX HOPDMATHUBHBIX dKTOB U METOAUUECKHUX
AOKYMEHTOB OpraHr3al]vy 110 YIIPpdAB/IEHHUIO JOKYMEHTaMK OpraHr3aljun

Heob6xoavMble ymMeHUst

HPI/IMEHHTL MMpaBOBbLI€ HOPMBEI [IJId COCTaBJ/IEHUA 1 O(bOpMJ'IeHI/IH JIOKa/IbHBIX
HOPMATUBHLIX dKTOB OpPraHW3dlH

OpraHu30BBIBATh AeATebHOCTb PAOOUYMX TPYIII 10 IMO/ATOTOBKE IMPOEKTOB
JIOKA/IbHbIX HOPMaTUBHbBIX aKTOB OpPraHu3alyy M0 JJOKYMEeHTHbIM CHCTeMam

OpraHu30BBIBaTH PACCMOTPeHHE, 00CY KeHre, YTBepKIeHHe U COTJIaCOBaHUe
TPOEKTOB JIOKA/IbHbIX HOPMaTUBHbBIX aKTOB OpraHM3al{yiu, MOCBSALEHHbIX
TIO/IMTUKE yTpaB/IeHUs JOKYMeHTaMU

[TpumeHSTH Mepbl, 0becrieurBaroIIve BBIOTHEHEe TpeOOBaHMM, 3aKperIeHHbIX
B JIOKa/TbHbIX HODMAaTUBHBIX aKTaX I10 YIpaB/eHHIO JOKYMeHTaMU OpraHu3aljuu

Heobxoqumble 3HaHUS

HopmatuBHbIe TipaBoBBIe akThl Poccuiickoii ®eneparun B 061acTi
vH(popMaLK, UTHPOPMALJMOHHBIX TEXHOJIOTUN Y 3allJUThl MH(OPMaL1H,
MepCOHaNbHBIX JJaHHBIX, LIU(POBOW TpaHC(OPMALMHY, yIpaBaeHUs JOKyMeHTaMu
OpraHu3anuu

METOAI/I‘-IECKI/IE AOKYMEHTHBI MU HalJUOHAJ/IbHBIE CTaHAAPTHI, COAep Kallre
Tpe6OBaHI/IH K OpraHu3alivy yIipaB/I€eHHWA JOKYMEHTaMH OpraHU3alivu

TuroBble ¥ MpUMepHbIe TOJIOXKEeHUST U MHCTPYKLIUK B 00/1aCTU yTIpaB/IeHUsT
JOKyMeHTaM{ OpraHu3aliuu

TpeboBaHust K CTPYKType U CO/IeP)KaHUIO OT/IeTbHBIX BH/IOB JIOKA/TbHBIX
HOPMAaTUBHBIX aKTOB

[TpaBua pa3paboTKu ¥ 0OpMIIEHHS JOKYMEHTOB

[Topsifok 03HaKOMJIeHHs1 paOOTHUKOB C JIOKaTbHBIMU HOPMAaTHUBHBIMU aKTaMH1
OpraHu3saluu

TpeboBaHust 0XpaHbl TPy/ja

Oco6blie yc/ioBUS AOMyCKa K
pabore

[pyrue xapakTepUCTHUKU

3.2.3. TpypoBasi pyHKIHA

ITocTpoeHue cucTeMsbl yIIpaBIeHUS YpoBeHb
HavmeHoBaHue p yip Kop, B/03.7 P 7

JOKYMEHTaMH OpraHr3alju KBaﬂHClJHKaLlHH
IpoucxoskaeHne 006001eHHOM 3aMMCTBOBAHO U3

P KA . Opurusan X 1044
TPYJOBO# QYHKLIM OpurHHaia
Kon PerucrpaliioHHbIA HOMEp
OpWIMHa npodeccroHaIbHOrO
a CTaHJapTa

TpyzoBbIe felCTBUS

HpOBe,ILEHI/Ie dHaJ/IM3d XdpdKTepa AEHOBOﬁ AedATe/IbHOCTHU OPIdHMU3dliiH, ee
TMPaBOBLIX, PECYPCHBIX U TEXHOJIOTUYECKUX BO3MOXXHOCTEeH

YcTaHOBNeHUe PUCKOB, BAUSIIOLIMX Ha /1eJIOBYIO ZesiTeIbHOCTb OpraHu3aliiu B
11eJIOM, U PUCKOB, KOTOPBIMUA MOYXHO YTIPaBJ/IsITh TTOCPeJCTBOM yMpaB/IeHUs
JIOKyMeHTaMu




BrisiBeHHe COOTBeTCTBUS XdPdKTE€PUCTHUK JOKYMEHTHBIX CUCTEM OPraHMU3dlUH
TPGGOBaHI/IHM K Ha/J1e>)KHOCTHU, 6630HaCHOCTI/I, COOTBETCTBHIO, KOMITJIEKCHOCTHU 1
CHCTeMHOCTH

HpI/IMeHeHI/Ie KOPIIOPATHUBHBIX CTAaHAaPTOB AOKYMEHTHBLIX CUCTEM OPraHU3dLIUU
B YIIpaB/IEHWH JOKYMEHTaMHK OpPraHrU3alju

KOOP,[[I/IHaL[I/IH AeATe/IbHOCTH T10 CO34aHHWIO U COBEPIIEHCTBOBAHWIO
AOKYMEHTHBIX CUCTEM OpPraHr3aljiu

HpOBeAEHI/Ie MEPOHPI/IFITI/Iﬁ 110 B3aHMOﬂ6ﬁCTBH}O HO,ZLPEBAEIIGHI/IT/’I OpraHuv3aliiu
IMpU pelieHrHn 3a1a4 B obactu YIIpaBJ/ieHUA JOKYMEHTaMH OPraHrU3aln

KoHTposb (pyHKLIMOHUPOBaHUSI CUCTEMBI YIIPAB/IeHHUs JOKYMEHTaMH U UX
JlaHHBIMU OpraHU3aLu1

HO,Z[,[[EP)KEIHI/IG CHUCTEMBI YIIpaB/JI€EHUA JOKYMEHTAMH OPraHMU3dlMU B dKTYd/IbHOM
COCTOAHUU

BHezipeHMe COBpEMEHHBIX METO/IOB, CPe/ICTB 00paboTKu uH(MOpMAaIy 1 JaHHBIX
B paMKax peanu3aliii CKBO3HOW TeXHOJIOTUU CUCTEMbI yTIpaBIeHUsI
JIOKyMeHTaM1 OpraHu3aliuu

PyKOBOZICTBO CO3/laHMEM CHCTEeMBbI yIIpaB/ieHus JOKyMeHTaMU OpraHr3alun

PyKoBOoACTBO pa3pabOTKOM JOPOKHBIX KapT pellieHus 3a/iad B 00/1acTh
MOCTPOEHUSI CUCTEeMbI yIIpaB/ieHus JOKyMeHTaMU OpraHr3aLuu

Ornpefienienrie QyHKIUH, BBITIO/HSEMBIX CUCTEMOMN 3/IEKTPOHHOTO
JOKyMeHTO000pOTa OpraHU3aliiH, 1 ee aKTyaan3arjus

[1naHMpoBaHKe KOHCYIbTUPOBAHUS PaOOTHUKOB 110 BOMpocam paboThl C
JIOKYMEHTHBIMM CHCTeMaMH OpraHv3alyy

HeobOxopumbie ymeHust

AHanu3upoBaTh Mepej0BO OTeUeCTBEHHBIN 1 3apy0eXKHbIH OMBIT B 00/1aCTH
yIpaB/ieHusi JOKYMeHTaMU OpraHu3alyu

OO0O0CHOBBIBATH TIOJIOXKEHMST CTPATETMM Pa3BUTHS 1 TIOJIUTUKN OpPTraHU3aIvy B
00/1aCcTH yrnpaB/ieHus JOKyMEeHTaMH OpraHu3aliif

HpOI/BBOAI/ITb dHaJ/I13 I/IH(I)OpMaL[I/II/I 0 COCTOAHHHU CHUCTEMEI YIIpaBJ/JIEHUA
AOKYMEHTaMHU OpraHn3alivn

BHocuTtb dPTYMEHTUPOBdHHBIE OPrdHU3dlJMOHHBIE U TEXHOJIOTUYECKHEe
rnpeajaoXeHusd 110 OpraHr3aliv U COBEPIIEHCTBOBAHWIO CUCTEMEI YIIPaBJ/IEHUA
JAOKYMEHTaMU OpraHu3aliin

ObecrneunBaTh B3aHMOAeﬁCTBH€ l'IO,E[pEB,Z[EIIEHI/Iﬁ OpraHMr3aljvu 1o BOIIpoCaM
pa6OTLI C TOKYMEHTHbIMH CHUCTeMaMH

OueHuBaTh 5Q(PEKTUBHOCTD MPOLIECCOB YIpaB/IeHUsl JOKYMeHTaM1 OpraHv3alyn

OrnpefiensiTb PyHKLWH, BBITIO/HSIEMbIe CUCTEMOM 3/IEKTPOHHOTO
JIOKYMeHTO000pOTa OpraHu3aIiiy, ¥ OTC/IEKUBATh ee aKTyan3aLiyio

[TpUHUMATH pellleHus B CJIOKHBIX U CTIOPHBIX CUTYalUsX B paMKaX CBOeH
rpodeccroHanbHON JleATeTbHOCTH

Pematsb 3d/1da4Y¥ HOpPMAaTHBHOI'O U METOAHYECKOT' O obecrnieueHus y1ipaBJ/I€HHSA
AOKYMEHTAaMU OpPraHr3aliin

Heobxoqumble 3HaHUS

HopmatuBHbIe TipaBoBBIe akThl Poccuiickoii deneparyn B 061acTi
vHbopMaLK, UTHPOPMAaIIMOHHBIX TeXHOIOTUN 1 3allUThl MH(POpMaLUH,
NepCOHANbHBIX IaHHBIX, LIU(PPOBOK TpaHC(POPMaLMH, yIpaB/IeHus J0KyMeHTaMU
OpraHusaluu

MeToauueckue JOKyMeHTbI U Hal[MOHAa/IbHbIe CTaHAapThI B cepe yrpaB/ieHust
JIOKyMeHTaMH{ OpraHU3alyuy U MHGOOPMAaLMOHHbBIX TeXHOJI0T Ui

MesxayHapoiHbIe CTaHZAPTHI B 00/1aCTU yTIpaB/IeHUs JOKYMeHTaMu

ITepe10BOI OTeUeCTBEHHBIH OMBIT U HAY4YHbIe Pa3pabOTKU B 001aCTH




vH(pOpMalLMK 1 yTipaB/eHusl JOKYMeHTaM1 OpraHy3alyu

VHdopmalMoHHbIe yCIyTH: cpeficTBa cOopa, Tiepefau u 00paboTKu
nHpopMariuu

[Mopsinok pa3paboTky, opopmMieHus,, yTBePK/JeH sl M BHe/IPeHUsI JIOKATbHBIX
aKTOB OpraHu3aLuu

CTpyKTypa U HarpaB/ieHus [1esiTeJIbHOCTH OpraHu3aLiu

DYHKIMHU 1 TIOPSIIOK B3aMO/eNCTBYS MOApa3ze/ieHnid OpraHu3aluu

METOABI IMPOEKTUPOBAHUA U IIJITAHNPOBAHUA pa60T B OpraHuv3aljiv

IMopsinok pa3paboTKyU U yTBeP K/JeHUs TIePCIIeKTUBHBIX U TeKYILUX T/IaHOB
paboT, JOPO’KHBIX KapT OpraHy3aliu

MeTo/p! aHa/M3a MOKa3aresel 1esTe/TIbHOCTH T10 YTIPAB/IeHHI0 JOKYMeHTaMy
OpraHu3aLuu

TpeboBaHusi 0XpaHbI TPy/a

Oco0bble yc/ioBUs JOTTyCKa K
pabote

[pyrue xapakTepucTUK1

3.2.4. TpypoBas ¢pyHKIusA

KonTposb HKIIMOHWPOBAHUA CUCTEMBbI YpoBeHb
HauMmeHoBaHue p (byHKLy p Kog B/04.7 P 7
yrpaBJieHus JOKyMeHTaMU OpraHu3aLyuu KBa/M(HKALH
IpoucxoskaeHue 060011[eHHOM 3aMMCTBOBAHO U3
P u)K’q B OpuruHan X 1044
TPY/I0BOU (DyHKIIUM OpHrMHaia
Kon PervcTpaijioHHbIi HOMep
OpUTr'MHa npodeccroHaIbHOro
a cTaHzapTa

TpyzoBbIe elCTBUS

KoHTposnb BefieHus1 JOKyMeHTa/lIbHOTO (JOH/a OpraH13aliii U CBOeBpeMeHHOe
TIPUHATHE Mep I10 NpefyTpPeXXeHUI0 HapylleHnH

KOHTPOJ'IB HCIOJ/IHEHUA JIOKA/IbHBIX HOPDMATHUBHBIX dKTOB U METOANYECKUX
JAOKYMEHTOB JOKYMEHTHBIX CCTEM OpraHKU3dlhN

KoHTpob BhISIB/IEHUS] HAPYIIeHH! B TIOATOTOBKe ¥ 00paboTKe JOKYMEHTOB
opraHu3aluy, orpeziesieHre Mep 0 UX yCTPaHEeHUI0

KOHTPO/Ib MUCTIOJTHUTETbCKOM JUCIUITTMHBI pAOOTHUKOB OpraHU3alviu

KoHTpo/b PyHKIMOHUPOBAHUSI CUCTEMBI 37IEKTPOHHOTO IOKYMEHT0000pOoTa
OpraHM3aly U ee CBOeBPeMEeHHOW aKTyannu3aluu

KoHTposb crvcTeMaTH3aluM JaHHbIX, (POPMUPOBaHUS Jie/l ¥ OpraHu3aliiu
OI1epaTUBHOIO XpaHeHHUs JOKYMEHTOB B OpraHy3aliiy, apXUBUPOBaHUS JaHHbIX

[TnaHupoBaHue ¥ KOHTPOJIb TpaduKa MpoBe/ieH!sl IPOBEPOK 0KYMEHTHbIX
CUCTeM MoJpas/e/leH’id OpraHu3aluu

MOHUTOPUHT pe3y/IbTaTOB OpPraHU3alliy YIipaB/ieHUs JOKYMeHTaMH U OLleHKU
Co0JTFO/IeHNsT yCTaHOBJIEHHBIX TPeOOBaHMH K JOKYMeHTaM

KOHTpO/Ib CBOEBPEMEHHOTO YCTPaHeHHsT HeIOCTaTKOB B paboTe ¢ JOKyMeHTaMu
OpraHu3aLuu

OHEHKa 3(1)(1)EKTI/IBHOCTI/I MepOHpI/IHTI/Iﬁ M0 COBEPIIEHCTBOBAHHUIO CUCTEMBI
Y1paB/I€eHUA JOKYMEHTAMUW OPraHU3adliun

HeobOxopumbie ymeHust

Ob6ecneurBaTh (hOpMHUPOBaHKE U COXPAHHOCTh IOKYMeHTa/lbHOTO oH/a
OpraHu3aly B COOTBETCTBUM C TpeOOBaHUSIMU HOPMaTUBHBIX MIPABOBBIX aKTOB
Poccuiickoli ®@esfepaliuu v TOKa/IbHBIX HOPMaTUBHBIX aKTOB




BHocuTth OpraHr3alJMOHHEBIE M TEXHOJIOTHUUECKHE TIpeAjI0KeHHs I10 OpraHrU3dliun
" COBEPLHIEHCTBOBAHWIO CUCTEMBI YIIDABJI€EHUA JOKYMEHTAMHW OPraHU3adl|U

[TpencTaBasTh pe3ynbTaThl KOHTPOIBHOM AeSITeTbHOCTH 10 BOIIPOCam
yIpaB/ieHusi JOKYMeHTaMU B OTUeTax OpraHu3alyuu

OpraHu30BbIBaTh PaboTy 10 COOPY ¥ CUCTEMAaTH3alMK CBeZIeHUH B 00/1acTh
yTIpaBJIeHus! JOKYMEeHTaMH OpraHM3aliy, OCYIIeCTB/ISTh PYKOBO/ICTBO
3¢ peKTUBHBIM HCII0/Ib30BAHHUEM CBE/IEHUI U €r0 KOHTPOJIb

OpraHu30BbIBaTh CUCTeMaTU3UPOBAHHBIN yUeT, XpaHeHHe JIOKa/IbHbIX
HOPMAaTHBHBIX aKTOB OpraHU3aLiiy M0 BOIPOCaM /I0OKyMeHTHBIX CUCTEM U
ynpasJ/ieHus JOKyMeHTaMH OpraHu3aLun

CBoeBpeMeHHO UH(POPMHUPOBaTh 00 W3MeHEeHUsIX B JIOKA/IbHBIX HOPMaTUBHBIX
aKTax O IOKYMEHTHBIX CUCTeMaX OpraHu3aluu

[TpyHKMMaTh pelleHusi C y4eTOM KOHKPETHOM CUTYyal[uM 10 BOpOCam,
BO3HUKAIOIIUM B X0/le KOHTPOIbHOM U aHAJTMTUUECKOH /IeATe/IbHOCTH B 00/1aCTh
yIpaB/ieHusi JOKYMeHTaMU OpraHu3aliu

Heobxogumble 3HaHUs

HopmartuBHbIe nipaBoBbIe akThl Poccuiickoit ®efepariu B 061acTi
rH(popMaLy, UTHPOPMALJMOHHBIX TEXHOJIOTUN Y 3allJUThl MTH(OpPMaL1H,
NepCoHa/bHbIX JAHHBIX, LIM(POBOM TpaHChOpMaLMK, YIIpaB/aeH!s JJOKyMeHTaMU
OpraHu3saluu

MeToanueckre JOKYMeHTBI ¥ HallMOHAIbHBIE CTaHJapThl B 00/1aCTH yTIpaB/eHuUs
JIOKyMeHTaMH OpraHu3alii ¥ UH()OPMaL[MOHHBIX TeXHOJIOTHI

ME)K,E[YHapO,Z[HLIe CTaHJapThHI B obactu y1ipaBJ/ieHHs JOKYMeHTaMH

HpaBHna OpraHr3aliiid JOKYMEHTHBIX CUCTEM B COOTBETCTBHHU C JIOKa/IbHBIMH
HOPMATUBHBIMU dKTaMU

DYHKLIUU 1 TIOPSAJ0K B3aMMO/IeHCTBYS TI0/Ipa3Zie/ieHnii OpraHn3aliu

MeTo/ibl aHa/IM3a U OL|eHKH ITOKa3aTesiel /1esiTe/IbHOCTH B 00/71aCTH YTIpaB/IeHUS
JIOKyMeHTaMu

I[TpaBuia ¥ MeTObI KOHTPOJIsSI COO/MIOieHHsT HOPM B 00/1aCTH yTIpaB/ieHust
JIOKyMeHTaMu

Merto/ibl aHa/IM3a BbINOJIHEHHS [TPOrpaMM OpraHM3aLii U COBepIIeHCTBOBaHUS B
00s1acTy yripaB/ieHus JOKyMeHTaMH 1 oripefiesieHusi X 3pQeKTHBHOCTA

MeTtoguky yueTa, OPALOK M CPOKU COCTaB/IeHUsI OTYETHOCTH I10 BOIIPOCaM
ynpaBJieHus JOKyMeHTaMU

KpI/ITepI/II/I LIeHHOCTHU JOKYMEHTOB U MX NAHHBIX [JIS UCII0/Ib30BaHMA, XPaHEHWA
WA BbIZIe/I€EHKWA K YHUUTO>XKEHWIO

TpeboBaHusi OXpaHbI TPy/a

Oco0bble yc/ioBHs OTTyCKa K
pabote

[pyrue xapakTepuCTUKU

3.2.5. TpypoBas ¢pyHKIus

CoBepllleHCTBOBAHUE CUCTEMBI YpoBeHb
HaumeHoBaHue p Kop, B/05.7 P 7

yripaB/i€HHsA JOKYMEHTAMU OPraHr3aliin KBaHHCbHKaLIHH
ITpoucxoskzaeHue 06001eHHOM 3auMCTBOBaHO 13

P V)K'q . Opurunan 1044
TPYZAOBOU (HyHKIIUU OpUrMHasa
Koz PerucrpauvioHHbIN HOMeEp
OpUIrvHasI rpodeccroHaabHOTO

a cTaHzjapra




TpyzoBbIe felCTBUS

Pa3paboTka COBpeMEHHBIX TOXO/I0B K YIPaB/IeHHIO JOKyMEHTaMH, CUCTEMaMH
Y TIPOLIeCCaMu

OnpezeneHrie BO3MOXXHOCTe MoJU(UKALIMK W TIPUMEHeHHs] COBPEMEeHHBIX
MH(OPMAIMOHHBIX TEXHOJIOTHI B 00/1aCTH yIIpaB/IeHus JOKyMeHTaMu
OpraHu3alji Ha OCHOBe U3yueHUs] TeHAeHLMI UX Pa3BUTHS

Ob6ocHoBaHMe HEOOXOAMMOCTH COBEPIIEHCTBOBAHUSI CCTEMBbI YTIpaB/eHNs
JIOKyMeHTaMH OpraHu3aluu

Koopaunanys fesiTeIbHOCTH 10 MOBBIIIEHNIO YPOBHS OpraHu3alviu
CTPYKTYPHUPOBaHHbIX [JaHHbIX U MeTa/laHHbIX [JOKYMeHTUPOBaHHbIX chep
JlesITeJIbHOCTU OpraHu3aLuu

OrnpefienieHre akTyaJbHOCTU MOZeJel CBSI3U CTPYKTYPHPOBaHHBIX JaHHbBIX U
MeTaJJaHHbIX JOKYMEHTHBIX CUCTeM OpraHu3al{uu

Pa3paboTka MeTamo/iesin (apXUTEKTypbl) CTPYKTYPHUPOBAHHBIX JAHHBIX U
MeTaJJaHHbIX JOKYMEHTHBIX CHCTeM OpPTaHU3al[|H [I/Isl [IeJIOBBIX TTOTpeOHOCTel
OpraHu3aluu

[TogroTtoBka k1accrurKaToOpoB M CIIPaBOYHUKOB, COZeprKalljix
CTPYKTYPHPOBaHHbIE /laHHble U MeTa/jJaHHble JOKYMeHTUPOBaHHBIX Chep
JlesiTeIbHOCTU OpraHu3alyy, /1/1s1 BHeJIDeHUSI U UCII0/Ib30BaHUs

KoopauHaryst fesiTeTbHOCTH 110 pa3paboTKe M BHE/IPDEHUIO K/1aCCH(HUKATOPOB U
CTPaBOYHUKOB CTPYKTYPUPOBAHHBIX /IaHHBIX U MeTaJJaHHbIX
JIOKYMEHTHPOBaHHbIX C(hep JiesTeJIbHOCTU OpraHn3aLiu

Heobxogumble ymeHUsI

PaboraThk ¢ 60/bIIIMMH 00beMaMy UHGOPMALUH

BbISB/IATE 1le/M U 33/1aukl JOKYMEHTHBIX CUCTeM /151 LM poBOi TpaHCchopMaLin
JIOKYMEeHTHPOBaHHbIX C(hep JiesTeJIbHOCTU OpraHru3aLiu

BHoOCUTBL opraHu3aljMoHHbIe U TeXHOJIOTUUeCKUe MPe//I0’KeHHs 110 Pa3BUTUIO
JIOKyMEHTHBIX CUCTeM [i/1s1 LInpoBoi TpaHC(hopMaLiu JOKYMEeHTHPOBaHHBIX
cdep esaTeNbHOCTU OpraHy3alyn

CocTaBssTh TpeOOBaHUS K TEXHUUECKOMY 33/IaHHIO Ha IPOEKTUPOBaHKE U
BHeJipeHue 11 poBoii TpaHChOpMaLMK JOKYMEeHTUPOBaHHBIX cdep
JlesiTeTbHOCTU OpraHu3aL{uu

OO60CHOBBIBaTH HEOOXOIUMOCTE BHEIPEHUS JOKYMEHTHOM CUCTEMBI,
obecrieunBarolLell yripaBjieHue JOKyMeHTaMU U AOCTYT K HUM

AKTyanu3upoBaTh JIOKaJbHble HOPMAaTHBHbIE aKThl OPraHU3aliU C Y4eTOM
COBPEMEHHbBIX METO/IOB yIIpaB/ieHus JOKyMeHTaMU U BHeJpeHus L1(poBOH
TpaHC(opMaLK JOKYMEeHTHPOBaHHBIX c(ep JesATebHOCTU OpraHu3alyn

Heobxoaumble 3HaHUS

HopmMaTuBHbIe 1paBoBbie akThl Poccuiickoit @ezepariyu B 061acTu
nH(popMarLyi, “HOOPMAaI[MOHHBIX TeXHOJIOTHM U 3all[iThl UHGOPMaLUH,
TepCcoHaMbHBIX JJaHHBIX, LIU(POBOM TpaHCHOPMaLUHU, yTIpaBaeHUs JOKyMeHTaMu
OpraHu3aiuu

METO,E[I/I‘—IGCKI/IE AOKYMEHTHI 1 HalJUOHAJ/IbHBIE CTaHAAPTHI B obslactu YIIpaBJ/IEHUA
AOKYMEHTaMHU OpraHr3alilv U I/IHCl)OpMaL[I/IOHHLIX TeXHOJIOTHM

CniocoObl U MeTO/bl CTPYKTYPHUPOBaHHA NdHHBIX JOKYMEHTUPOBAHHBIX C(i)ep
AeATe/IbHOCTHU OPraHU3alin

[TpUHLMIBI CTPYKTYPUPOBaHUS JAHHBIX JOKYMEHTHPOBAHHBIX cdep
JlesITeTbHOCTU OpraHr3al[iuu

MeTo/ibI TPOEKTUPOBAHMUS Y TVIAHUPOBAHUS paboT 10 yIipaB/ieHHI0
JIOKyMeHTaM{ OpraHu3aliiu U 1judpoBoi TpaHchopMalui JOKYMeHTUPOBAaHHbIX
cdep AeATesbHOCTH OpraHU3aLiy

CrieriaiM3upoOBaHHOe MPOrpaMMHOe obecrieueHue fiyist 06paboTKu OObLINX




00BLeMOB JaHHBIX U ero (bYHKI_[I/IOHaI[bHI)Ie BO3MO>XHOCTH

VHdopmalMoHHbIe yCIyTH, CpeAcTBa cOopa, rmepesauu U 00paboTKH
nHpopMariuu

TpeboBaHust 0XpaHbl Tpy/ja

Oco0bble yc/1oBUs JOTTyCKa K
pabore

[pyrue xapakTepucTUK1

3.3. O0o01eHHasA TPy AoBasA GyHKIUA «YPaB/IeHHe eJJUHON CHCTeMOM JOKYMeHT0000poTa

OpraHu3anun»
YripaBneHue eiMHON CUCTEMOM YpoBeHb
HavMeHoBaHue p A Kop C P 7
JIOKyMeHT0000pOTa OpraHu3aLiu KBa/MUKALH
TMpoucxoxaerne 06001IeHHO 3alMCTBOBaHO M3
P A . OpuruHan X
TPYJOBOA QYHKLM OpWrHHama
Koz PerucrpalyoHHbIN HOMep
OpUTHHA npothecCHoHaTBLHOTO
a CTaHJapTa

Bo3MoykHbIe HaMMeHOBaHUsI
J0JDKHOCTeH, rpodeccui

YnpaBnstoLuii JoKyMeHTaMu

3amMecTuTe/Ib PYKOBOJUTEIsl OpraHu3aliyu 110 BOTIpOcaM yrpaB/ieHust
JIOKyMeHTaMu

[IupeKTop M0 aHHBIM [JOKYMEHTHPOBAaHHBIX cep /esTe/lbHOCTU OpraHu3alyn
PykoBoguTe/b CaMOCTOSITE/ILHOTO TIO/pa3/e/ieHus 10 YIpaBIeHUIo
JIOKyMeHTaMH{ OpraHu3aluy (JenapTaMeHTa, yrpaB/ieHus)

TpeboBaHMs K 00pa30BaHUIO
1 00yueHHUI0

Briciiee o6pa3oBaHue — MarucTparypa

W

Beiciiee oO6pa3oBaHue — MarucTpaTypa (Hermpo(uIbHOE) U JOTIOJTHUTE/TBHOe
npodeccroHaIbHOEe 00pa3oBaHKe — MPOrpaMMbl IPodeCcCUOHATbHON
TIePero/IrOTOBKU 110 TIPOGUIIIO JesITeTbHOCTU

TpeboBaHus K OTILITY
TIPaKTUYeCKOM paboThI

He MmeHee nisiTu 1€T Ha PYKOBOJALNX OO/DKHOCTAX B obsactu YIIpaBJ/IEHUA
AOKYMEHTAaMU OpPraHv3aliin

Oco0bble yc/ioBUs JOTTyCKa K
pabore

[TpoxoskzeHre obyueHUst MepaM MOXKapHOU 6e301acHOCTH

[TpoxoskieHre 00yJueHust 110 OXpaHe TPYZa ¥ IPOBePKHU 3HaHUsT TPeOOBaHM
OXpaHbI Tpy/ia

Hanmuuwe coryiacust paboTHUKA O COO/TIO[IeHUH YC/IOBUE KOHMHUIEHI[MAaTbHOCTH
UH(MOPMaIVH, a TaKXKe C MepaMU OTBETCTBEHHOCTH 3a UX HapyleHue (T1pu
HE0OX0IMMOCTH)

Lpyrve xapakTepuCTUKA

HonosmHUTebHOE TTpodeccroHanibHOe 00pa3oBaHKe — IMPOrpaMMbl TIOBBILLIEHUS
KBa/IM(UKALUU TI0 YTIPAB/IEHHIO JOKYMEeHTaMU, JaHHbIMU U MTH(GOPMAL[MOHHBIMU
00BbeKTaMU JJOKyMEHTUPOBAHHBIX Cdep /1eATeIbHOCTH OpraHU3aluy

[JomnonHuTenbHbIe XapaKTePUCTHUKU

HanmeHnoBaHue AOKYMEHTa

HanmeHoBaHue 6a30BOM TPYIIIbI, AO/DKHOCTH (TIpOdeccrm)

Koz
VU CTIeLjUaIbHOCTU

OK3

1213. PykoBoauTeu B 00/1aCTH OTIpe/iesieH st TIOJTUTUKY U
TIJIAHUPOBAHUS [1eITeIbHOCTH

ETKC nmu EKC

[wvpekTop (reHepanbHbIN AUPEKTOP, YIIPABIISIOLIN)
TIpeJIIpUATHS




OKIIOTP 25042 HauvanbHuK yrnpaBiaeHUs (CrieLjuajrn3upoBaHHOTO B MPOUYMX
OTpac/Isix)

OKCO 2016 7.46.04.02 [ OKyMeHTOBeijeH’e U apXUBOBe/jeH1e

3.3.1. TpypoBas ¢pyHKIusA

Crtparervueckoe rjiaHMpOBaHUe U
YposeHb
HaumeHoBaHue PYKOBO/CTBO ITIOCTPOEHHUEM CUCTEeMbI Kog, C/01.7 7
KBa/mMuKaum

YIIpaBJ/IeHUA JOKYMEHTaMH OpPraHU3aliiy

IMpoucxoxzerre 06001IeHHOH 3alMCTBOBaHO 13
P u)K’q B Opuruxan X 1044
TPYZOBOH QYHKLUH OpUrvHama
Kon PervcrpaijioHHbIit HOMep
OpUTHHA NpodeCcCHOHaTLHOTO
a CTaHJapTa
TpyzoBbIe elCTBUS Pa3paboTka cTpaTeruu u MoJUTHUKY yTIpaB/ieHUs JOKYMeHTaMy OpraHu3aliiy B
urdpoBoii cpejie

PyKoBOZICTBO pa3paboTKOM, BHeIpeHeM U KOHTPOJIeM JOKYMeHTHBIX TIPOLeCCOB
Y CPE/ICTB YIIPABJ/IEHUSI UMH B LI€/IIX COOTBETCTBHSI ITOJIUTHKE YIIPaBJIeHHUS
JIOKYMEHTaMH{ OpTraHu3aliu

BrisiB/ieHUe cTeneHU PUCKa AedTe/IbHOCTU OPTdaHU3dlUU TIPpU TIpUMEHEHUN
CpeACTB yIipaB/JIEHUA JOKYMEHTAMH, HE OTBEUAOIUX A€/JIOBbIM I'IOTPE6HOCTHM n
TPE6OBaHI/IHM MIOA0TYETHOCTHU OpPraHr3aliln

YI'IpaBJ'IeHI/Ie pUCKdMH, CBA3aHHBIMU C Ha/IMUHNEM WU/IK OTCYTCTBUEM
AOKYMEHTA/IbHBIX 10KAd3dTe/JIbCTB OCYIeCTB/JIe€HUA OeATEJIbHOCTH OpraHr3aljun

PYKOBO/CTBO CO3/]JaHUEM HaZIe)KHBIX, 3alUIIeHHBIX, COOTBETCTBYIOIINX
yCTaHOBJ/IEHHBIM TPeOOBAHUSIM JJOKYMEHTHBIX CUCTEM /WA CUCTEMBI
3/IEKTPOHHOTO JJOKYMeHT0000poTa

PykoBO/ZICTBO BHe/[peHHeM COBPEMEHHBIX MeTO/I0B, CPeZICTB U TeXHOJIOTUU
CKBO3HOM CHCTeMbI yTIpaB/eHUs JOKYMeHTaMy OpraHu3aliyiy B LIU(POoBoO cpesie

PykoBOACTBO CO3aHMeM CKBO3HOW CUCTeMbI yPaB/IeHUs JOKYMEeHTaMU
opraHu3aiuu B L(poBoii cpesie

PykoBo/icTBO L(ppoBOIt TpaHCHopMalireil JOKYyMEeHTHPOBAHHBIX cdep
JlesiTe/IbHOCTU OpraHu3alliyd 1 MUHUMU3aliueil pUCKOB B TIpoIjeccax
ydpoBU3aIn

PyKoBOACTBO crcTeMaTHu3alveil U Knaccudukaleil JOKyMeHTOB,
KOJUpOBaHHeM UH(popMaluu /151 popMUPOBaHUsI MHPOPMAaL[MOHHO-CIIPaBOYHbIX
CHCTeM, PeeCcTPOB U CTIPABOYHUKOB JJOKyMEHTHPOBAHHBIX Cep AesTeTbHOCTH
OpraHu3aluu

Heobxopumbie ymeHust OnpezensTb NIPUOPUTETHBIE HANIPaB/IeHUs] Pa3BUTHSI CUCTEMBbI YIIpaBJIeHUS
JIOKyMeHTaMy OpraHusalyy B U(ppOBOH cpefie

Pa3pabaTbIBaTh MMOJIMTUKY U CTPATETMU YTIPAB/I€HUS JOKYMEHTaMU OpPTraHU3al[iu
B LIM(GpoBOIi cpejie

BbIOupaTh oTeueCcTBeHHbIe TPOrPaMMHBIe TTPOAYKTHI 151 YIIPAB/I€HUS
JIOKYMEHTaMH M CUCTEMBbI 37IEKTPOHHOTO JIOKYMEHTO000pOTa OpraHU3al|u C
obocHOBaHHEM BbIOOpa

KnaccuduimpoBats nHGOpMaLUIO U BbICTpauBaTh UHGOPMAaIJMOHHO-
cripaBOYHbIe 6a3bl JaHHBIX U MH(OPMAIMOHHBIE CUCTEMbI OpraHU3aLun

OueHrBaTh PUCKY YIIpaB/ieHUsl JOKyMeHTaMH OpraHu3alyy B LIM(PoBOii cpejie U
MpeoTBpaLaTh UX MO0 MUHUMH3UPOBATh




YcTaHaBnMBaTh MOJTHOMOYMS U OTBETCTBEHHOCTh PYKOBO/WTE/IeN CTPYKTYPHBIX
Tro/ipas/iesieHrii opraHu3aiiuu B cpepe yripaBjieHUsl JOKYMeHTaMH BO BBEPEHHBIX
WM TOZpa3e/ieHUsIX

YcTaHaB/IMBaThb CPOKH UCIIOJIHEHHA JOKYMEHTOB BO BCeX NOKYMEHTHBIX
CUCTEMAX OpraHr3aljyn

YTipaB/siTh B3aUMO/IEMCTBUEM CTPYKTYPHbBIX TO/ipa3/ie/ieHrid OpraHv3aliu B
cthepe ynpaB/ieHUs JOKyMeHTaM1 B LIM(PPOBOI cpejie

Pa3pabaTbiBaTh MepbI 10 TIOBBILLIEHUIO 3((eKTUBHOCTH yIpaB/eHus
JIOKYMeHTaMH OpraHu3alvu B LIU(pOBOM cpefie

[TpoBOAWTHL MOHUTOPUHI M3MEHEHWM B HOPMATUBHOM 0a3e, perjiaMeHTUpYIoIei
BOIPOCHI 1IU(PpOBOI TpaHCHOpPMALIMK JOKYyMEHTUPOBaHHbBIX cdep AesTeIlbHOCTH
OpraHu3aiuu

OO6oCcHOBBIBaTH BLIOOP BUIOB HOCHTEel HH(MOpMaLK, (opMaTOB XpaHeHUs
3/IEKTPOHHBIX JOKYMEHTOB, UX JIaHHBIX, OCHOBBIBasICh Ha 1IEHHOCTH JJOKYMEHTOB
OpraHu3alM U CPOKAX UX XpaHeHUs

Heobxogumble 3HaHUs

HopmartuBHbIe nipaBoBbIe akThl Poccuiickoit ®efepariu B 061acTi
rH(popMaLy, UTHPOPMALJMOHHBIX TEXHOJIOTUN Y 3allJUThl MTH(OpPMaL1H,
NepCoHa/bHbIX JAHHBIX, LIM(POBOM TpaHChOpMaLMK, YIIpaB/aeH!s JJOKyMeHTaMU
OpraHu3saluu

Mertozryeckre JOKyMeHThI M HallMOHa/bHbIE CTaHAPThI B cdepe yIpaB/ieHNs
JIOKyMeHTaMy OpraHu3aliuu

MexxnyHapoHble U 3apy0Oe)KHbIe CTaHJapThl, CrielM(pUKaLIY, TeXHIUeCK1e
OTYeThI 10 yIpaB/IeHUIO JOKyMeHTaMU 1 110 UH(OPMaL[MOHHBIM TeXHOJIOTUsIM,
WCTI0/Ib3yeMbIM B yIIpaB/IeHUU

[Tepe0BOI OTE€UECTBEHHBIH, 3apyOeXXHBINA U MEXKAYHAPOAHBIN OIBIT U HAyUHbIE
pa3paboTKy B 00/1aCTU yTIpaB/ieHUs JOKYMeHTaMU

CTpyKTypa OpraHu3alii U ee PyKOBOZSIIHUI COCTaB, GYHKIIMU U pacIipe/ieIeHHe
obsg3aHHOCTEN

HaripaBsnieHusi esiTeTbHOCTU OpPraHu3aliiy, (yHKLUWU ee CTPYKTYPHBIX
NoZipasze/ieHdl U MOPSIA0K UX B3aUMOeUCTBUS

[TpaBusia noctpoeHus ¥ GyHKIIMOHMPOBAHUS JOKYMEHTHBIX CUCTEM
OpraHu3anuu

[TpaBuia ¥ MeTO/bI TOCTPOEHKST MH(OPMALMOHHO-CIPaBOYHbIX CUCTEM
OpraHu3aliH, BKItOUast 0a3bl JAHHBIX

WHbopMalioHHbIe U TeJIeKOMMYHUKALMOHHbIE YCIYTH, pefoCcTaBsieMble /s
yIpaB/ieHusi JOKYMeHTaMu

OTeuecTBeHHbIE MporpaMMHbI€ TIPOAYKTHI, UCIIOJ/Ib3yeMbl€ B YIIDAB/IEHHUN
AOKYMEHTaMH, 1 CUCTEMBI 3JIEKTDOHHOI'O ,E[OKYMEHTOO6OPOT8

Buabl Hocutesneii nH(opMalyy U crieljiduka X NpruMeHeHUs

MeTo/bI TPOLIECCHOTO NMPOEKTUPOBAHMUS U TJIaHUPOBaHUsL paboT

[Mopsiiok pa3paboTKu U yTBep K/eHHs TIepCIeKTUBHBIX U TeKYILKX IJIaHOB
yTIpaBJIeHus! JOKYMEeHTaMH, a TaKKe MOPsi/IOK MOTOTOBKH OTUeTOB 00 MxX
VICTIOJTHEHU U

MeTozip! aHaM3a MoKasaresiel JesTesIbHOCTH 110 BOIIPOCaM yTIpaB/ieHUs
JOKYMEHTaMH OpTraHH3ariy

TexHosiorum u MeTO/bI YIIpAaB/I€HUA [e€PpCOHA/IOM OPraHu3aliini

TpeboBaHus OXpaHbI TPy/1a

Oco0bble ycyioBUs OTTyCKa K
paboTe

Jpyrue xapakTepuCTUKU




3.3.2. TpypoBasi pyHKIMA

HanmeHoBaHue

IMpoucxoxaerre 06001eHHOH
TPY/10BOM HyHKLIH

Pa3paboTKa MOJMTUKU yTIpaBIeHUs Ko C/02.7 YpoBeHb 7
JIOKyMEHTO0OOPOTOM OpraHU3al[iu 4 ' KBa/MUKALH
OpruHan X 3auMCTBOBaHO U3 1044
OopuruHana
Koz PerucrpalyoHHbIN HOMep
OpUTMHa npoecCHOHaNTBEHOTO
a cTaHzapTa

TpyzoBbIe elCTBUS

MOHUTOPHHT TIPOLIECCOB /IeJIOBOM JesSTe/TbHOCTH OPraHU3al[|uy [/t pa3paboTKu
TIOJTUTUKHU U T1eJIed yrpaB/IeHus JOKyMeHTaMU OpraHu3al[uu

OnpeziesieHye 1ie/1ei ¥ TOC/Ie[0BaTeIbHOCTY MX PellieHust B 00/1aCTH
yTpaB/IeHUs JOKYMEHTaMU OpraHU3al[uu

Onpe,qeneHHe CpeACTB yIipaB/iIeHHs OpPraHU3dlJMOHHBIMUW PUCKaMU YITIDABJ/I€EHUSA
AOKYMEHTaMU

KoHTposib po3payHOCTH ¥ KOMILJIEKCHOCTH [1€/I0BBIX MPOLIECCOB yIpaB/eHUs
JIOKyMeHTaMH{ OpraHU3aluu

PyKoBOZCTBO 1OCTpOeHHEeM WH(POPMALIMOHHO-TIPABOBOM 0a3bl JAHHBIX
OpraHu3aluu

OnpepeneHvie HeOOXOJUMBIX PECYPCOB U UCTOUHHUKOB MX 00ecrieueHust /1Jist
6ecriepe60ItHOTO (DYHKIIMOHMPOBAHUS CUCTEMBI YTIPaB/IeHHUs JOKyMeHTaMH
opraHu3aLuu

MOHUTOPHHT TIPOLIECCOB /IeTI0BOM [|eSITeIbHOCTH OpraHU3aLiy 1l pa3paboTKu
JIOKa/IbHbIX HOPMaTUBHbBIX aKTOB I10 YIIPaB/IEHUIO JOKYMEHTHBIMU CCTEMaMH
OpraHu3anuu

PyKkoBOZCTBO pa3paboTKOM MeTOAUUeCKUX JJOKYMEHTOB T10 YIIpaB/IeHUI0
JIOKYMEHTHBIMUA CUCTeMaMHU

YTBep)KAEHI/Ie JIOKA/IbHBIX HOPMATHUBHBIX dKTOB U METOANYECKHUX NJOKYMEHTOB
OpraHur3allviy 110 YIIpaB/JI€HUIO JOKYMEHTHBIMKW CUCTEMaMH U CHCTEMOM
YIpaB/I€eHUA JOKYMEHTAMUW OPraHU3adliun

PyKoBOZCTBO pa3pabOTKOM JIOKaIbHBIX HOPMATUBHBIX aKTOB M METO[UUeCKHX
JIOKYMEHTOB OpraHU3al||y 10 BOIPOCAaM OpraHu3ariyy obecrieueHust
COXPaHHOCTH, UCTIO/Ib30BaHUS], YHUUTOKEeHUSs], apXUBHUPOBaHUs JOKyMEHTOB U UX
JlaHHBIX B COCTaBe JOKyMEeHTa/lbHOro ()OH/ja OpraHM3alyn

PYKOBO/ICTBO TTOCTPOEHHEM PeeCcTpPOBOM MH(OPMALMOHHO-TTPABOBO Oa3bl
JIJAaHHBIX JJOKYMEHTHBIX CUCTEM OpraHr3aLu1

PyKOBO/ICTBO aKTya/iM3aljieli JJ0KalbHbIX HOPMAaTHBHBIX aKTOB I10 YIIPaB/IEHUIO
JIOKYMEHTHBIMUA CUCTEMaMH U CUCTEMOM YTIPABJ/IEHUS JOKYMEHTaMHU
OpraHu3aIfuu

HeobOxopumbie ymeHust

[TprMeHSTh NTpaBOBble HOPMBI IPU COCTaB/IeHUH U 0(OPMJIEHUH JIOKAIbHbIX
HOPMAaTHUBHBIX aKTOB 110 yTIPaB/IeHUI0 JOKyMEHTHBIMH CUCTEeMaMHt U CUCTEMOM
yTpaB/ieHus JOKyMeHTaM{ OpraHu3aluu

OnTUMHU3MpOBaTh NPOLECCHI U peCypChl IMTyTeM UHTerpaluy JOKYMeHTHBIX
TIPOLIECCOB U BU/IOB JleATe/TbHOCTH

OGecreunBaTh COBMECTUMOCTEL CHCTEM MeHe>)KMeHTa

[TpyMeHsATb MHPOPMALIMOHHBIE TEXHOJIOTMU /1JisI IOCTPOEHHUsI peeCTPOBOU




HMH(MOPMaIMOHHO-TIPABOBO 6a3bl JAHHBIX OpraHU3al[ux

OueHuBaTh yyacTe PyKOBOZAUTe/e CTPYKTYPHBIX MOZpa3/iesieHni B rpoLeccax
ynpaBJieHus JOKyMeHTaMU OpraHu3aluu

YcraHaBnvBaTh /17151 pyKOBO/MTe el CTPYKTYPHBIX [10/ipa3/ie/ieHrii opraHu3aliu
1paBa ¥ OTBETCTBEHHOCTH 3a BHITIOJIHEHUE UX (DYHKL[MI B CUCTeMe YIIpaBJeHUs
JIOKyMeHTaMy OpraHu3aluu

[TprMeHsTh cuCcTeMaTUUeCKU U BepU(ULMpyeMblil MT0/IX0/, K yIIpaB/ieHHI0
JIOKYMeHTaMU U [JOKYMeHTal[MOHHbIMU MPOLlecCaMt, CBSI3aHHBIMU C
JlesITeJIbHOCTBIO MHBIX CCTEM MeHe/l)KMeHTa

OueHuBaTh PUCKU yTpaB/ieHUs JOKyMeHTaMy 1 TIpeJoTBpaliaTh UX

PykoBoauTh OpMHUpOBaHKEM, UCTIOIb30BAHHMEM U COXPAHHOCThIO
JIOKyMeHTa/IbHOT0 (pOHZla OpraHu3aluu

Heobxoqumble 3HaHUs

HopmaTuBHbIe TipaBoBbIe akThl Poccuiickoit Pesepariy B 06/1acTH
vH(popMaryi, “HOOPMAaI[MOHHBIX TeXHOJIOTHM U 3all[UThl HHGOPMaIUH,
MepCcoHabHbIX JJaHHBIX, LIU(POBOM TpaHC(HOPMALIUHY, yTIpaBaeHUs JOKyMeHTaMu
OpraHu3aluu

MeToauueckue JOKYMeHThI U Hal[MOHA/IbHbIe CTaH1apThl, COAeprKalliyie
TpebOBaHUS K yIpaBIeHUIO JOKyMeHTaMU

MeskayHapoiHbIe CTaHJAPTHI, CIIeIU(MUKAIIMYA U TEXHUUECKHe OTUeThl B 00/1acTu
ynpaBJieHus JOKyMeHTaMU

CucreMsl MeHe/DKMEeHTa YIIpaB/IEHUA JOKYMeHTaMH

TpeboBaHUs K CTPYKTYpe M CO/IePYKaHUIO JIOKATbHBIX HOPMATHUBHBIX aKTOB
OpraHu3aLuu

HpaBI/IJ'Ia " TI0pAA0K COCTaBJ/IEHUS, OCl)OpMJ'IEHI/IH, YTBEDXKAEHNUSA U BHEAPDEHUS
JIOKAJIbHBIX HOPDMAdTHUBHBIX dKTOB OPI'dHU3dlIMN

[TpaBua pa3paboTKu ¥ 0OPMIIEHHS JOKYMEHTOB, perjlaMeHTHUPYOIUX
JlesATe/TbHOCTh OpraHu3aLuu

HOPH,Z[OK q)yHKL[I/IOHaIIBHOFO HalloJIHEHUA AeATe/IbBHOCTHU CTPYKTYDHBIX
HO,Z[p(:B,E[@JI@HHﬁ OpraHu3alivy, CO34aBde€Mbl€ U UCII0J/Ib3yeMbI€ B HUX JOKYMEHThHI
B COCTaBe JaHHBIX U MeTaJaHHbIX

WHdopMalioHHbIe TEXHOJIOTMH, UCTIO/Ib3yeMble TIPU MIOCTPOEHUU peeCTPOBOU
MHGOPMAaILMOHHO-CITPABOYHOM CHCTeMBI (0a3bl IaHHBIX) JOKYMEHTHBIX CUCTEM
OpraHu3aLyu

TpeboBaHusi 0XpaHbl TPya

Oco6ble yc/IoBUS AOITyCKa K
pabore

Jpyrue xapakTepuCTUKU

3.3.3. TpypoBasi pyHKIMA

IMpoucxosxaeHre 06001IeHHOM
TPyZAOBOM (HyHKLIUN

KoHTpo/ib (PyHKIIMOHUPOBAHHUSI CUCTEMBbI
YposeHb
HanmeHoBaHue yIlpaBJ/ileHUs JOKyMeHTaMu OpraHusaliuu u Kog C/03.7 7
KBa/mMuKaLum
ee AOKYMQHTOOGOPOTB
3aMMCTBOBaHO U3
OpuruHan X 1044
OpUrvHama
Kon PerucrpaijioHHbIit HOMep
OpUrMHan nipodeccroHanBEHOTO

d CTaHAapTa




TpyzoBble felcTBuUS KoHTposb cobroieHust TeXHOMOTHH pa3pabOTKK 1 BHE/IPEHHS] CUCTeM
yIpaB/eHusi JOKYMeHTaMU OpraHu3alyiu

KoHTposb cobtojeHus: Tpe00BaHNi K COCTaB/IEHUIO U 0()OPMJIEHUIO
JIOKYMEHTOB, BepU(HUKAIMK UX JAHHBIX B OpPraHu3aliu

PyKoBOZCTBO MpoeKTaMH ONTUMHU3aL[MM COCTaBa U CTPYKTYPbI JaHHBIX
JIOKYMEHTOB, CIIPABOYHUKOB U K/1IaCCU(PUKATOPOB I0KyMeHTO0b0opoTa
OpraHu3aly U KOHTPOJIb UX (P (PEKTUBHOrO UCII0Ib30BaAHUS

KoHTposb 3¢ deKTHBHOCTH QPYHKI[MOHUPOBAHUSI CUCTEMBbI 37IeKTPOHHOT'O
JIOKyMeHT0000poTa opraHu3aliu

PyKOBO/ICTBO [1€ITEIbHOCTBIO TI0 KOHTPOJIIO UCTIOb30BaHUS JaHHBIX
HMHGbOPMAaLIMOHHO-TIPABOBbIX 06a3 OpraHu3alun

PyKOBOZICTBO [1eSITe/TbHOCTBIO 110 KOHTPOJII0 Pa3paboTKU U BHEAIPEHUsI CUCTEM
3JIEKTPOHHOTO I0KyMeHT0000pOTa 10 HarpaB/IeHUsIM JIeSITe/TbHOCTH
OpraHu3aLuu

PyKOBO/ZICTBO [1eSITe/TbHOCTBIO 110 KOHTPOJII0 00ecrieueHrs COXPaHHOCTH
JIOKYMEHTOB M UX [JaHHBIX B CUCTEMaX 3JIEKTPOHHOT'O I0KyMeHT0000poTa

PyKOBOZCTBO [1eSTe/IbHOCTBIO 110 KOHTPOJIIO (DYHKLIMOHUPOBAHUS U
KaTacTpo(0yCTOMUMBOCTH CUCTEMbI XPaHEHHS1 [JAHHBIX [JOKYMeHTaIbHOIO
(hoH/la opraHu3anyu, UxX JOCTYITHOCTH, UCTIOIb30BAaHUS U COXPAHHOCTH

HEO6XOAI/IMLIE YMeHUdA ynpaB]’[ﬂTb MpOEeKTAMHU c6opa, dHadJ/IN3d, CUCTeMdTH3al]huH XU NCI10/Ib30BaAHUSA
CBE,E[EHI/Iﬁ 00 YI1paB/I€EHUHU JOKYMEHTAMH OPIdHU3adliM U KOHTPOJ/IMPOBATh UX
HCITI0/Ib30BaHHe

[IpencTaBasiTh pe3ynbTaTbl KOHTPOIBHOW Y aHA/IMTUUECKOH JesITe/IbHOCTH T10
BOIPOCAM YIIpaBJieHHUsI JOKyMeHTaMu

KOHTpOJIHpOBaTb CBO€BPEMEHHOCTb BHECEHHA W3MeHEeHHI B JIOKA/IbHbIe
HOPMATUBHLIE dKTHI OPTaHW3dllWU T10 YITIDABJ/IEHWUIO JOKYMEHTAMU

OnpezensiTb pUCKH (PyHKIMOHUPOBAHUSI CUCTEMBI JOKYMEHTO000pOTa U B
OT/leJIbHBIX JOKYMEHTHBIX CUCTeMaX OpraHu3aliuu, NpeJoTBpallaTh UX

KoHTponupoBate AOCTYN K CUCTeMe yrpaB/eHus JOKYMeHTaM{ OpraHu3aliy U
ee HCI0/Ib30BaHue

HpI/IHI/IMaTb peleHus 1Mo KOHKPETHBIM CUTYallMdaAM, BO3SHUKAIOIINM B XO[e
KOHTPOJIBHOﬁ AedaTe/JIbHOCTHU B obactu YIipaBJ/IeEHHUA JOKYMEHTAMH OPraHU3alin

HeobOxopymbie 3HaHUS HopmaTuBHbIe TipaBoBbIe akThl Poccuiickoit ®Pesepariy B 061acTe
vH(popMaLy1, “HOOPMAaI[MOHHBIX TeXHOIOTHM 1 3all[iThl MUHGOpPMALUH,
NepCoHa/bHBIX JaHHBIX, M(POBOU TpaHChOpMaLMK, YIIpaB/aeH!s JOKyMeHTaMU
OpraHu3anuu

MeToauueckue OKYMEHThI M Hal[MOHa/IbHbIe CTaHAAPThI, COJieprKalljre
TpeOOBaHUS K YIIPaBIEHUIO JOKYMEHTaMH1

Cucremsl MEHEe/DKMEHTAa YIIpaB/IEHUA JOKYMEHTaMH

[TpUHIMITBI 1 METOABI aHa/IM3a ToKa3aTesiel esTe/lbHOCTH B 00/1acTH
ympaBJieHus JOKyMeHTaMU OpraHu3aluu

MeTozpb! KOHTPOJIST COOJTIOAEHUS TIPAaBU/I M HOPM B 00J1aCTH YIIpaB/IeHUS
JIOKyMeHTaMH OpraHu3aluu

[TpaBuia 1 MeTo/IbI 0OeCTieueHUs] COXPAHHOCTH M UCTIO/Th30BaHUS
JIOKyMeHTalbHOTO (DOHZA OpraHu3aluu

[TporpammHOe obecrieueHne, UCTIOIb3yeMOoe B CCTeMaxX KOHTPOJIS
JIesITe/TbHOCTH B 00/1aCTH yTpaB/ieHusl JOKyMeHTaMH U KOHTPOJISI BBITIO/THEHUS
TopyueHui

METO,E[OJ'IOFI/IH MpoBeAeHUA dHa/IM3a ITPOEKTOB OPraHr3aljyuu 1o
COBEPIIEHCTBOBAHWIO CUCTEMBI YIIPABJ/IEHWA JOKYMEHTAMHW OPraHMU3dlju U




onpejieeHUt0 UX 3¢HEKTUBHOCTH

TpeboBaHust oxpaHbl TPy/ja

Oco0bble yc/ioBUs JOTTyCKa K
pabore

[pyrue xapakTepucTUK1

3.3.4. TpypoBasi GpyHKIMA

HaumeHoBaHue

ITpoucxoskaeHue 06001eHHOM
TPYZA0BOU (HyHKLIMH

ynpaB]IeHI/Ie MpOeKTAMHU BHEeJPEHUA U
MOAU(DUKALIUM CUCTEMBI 3/IEKTPOHHOTO Koz C/04.7 YpoBeHb 7
JNOKyMeHTO000pOTa OpraHv3aliyy, ' KBaM(UKALK
pa3pa60TKH CTpaTervu ee pa3sBuTUsA
OpruHan X 3aMMCTBOBaHO U3 1044
OpHUrvHasa
Kog, PerucrpaljioHHbIN HOMep
OpHUTHHa rpogecCroHaIbHOTO
a CTaHjapTa

TpyoBble feliCTBUS

PyKoBOZCTBO pa3paboTKOM MpoOeKTa CUCTeMBI 3/IEKTPOHHOTO JOKYMeHTO000opoTa
B OpraHu3aliy C yUeTOM 35KOHOMHUeCKOU 3((heKTUBHOCTU U BO3MOXKHBIX
PUCKOB YTIpaB/ieHHUs IOKYME@HTaMH1

PyKOBO/ICTBO TIPOBeZIEHHEM aHa/IM3a U OL[eHKH JOKyMeHTo000opoTa 10 BCeM
CUCTeMaM JJOKYMeHTal[\H, TT0/IeXKallliM BK/IFOUEHHUIO B CUCTEMY 3JIEKTPOHHOTO
IOKyMeHT0000pOTa opraHu3al[uu

PyKOBOZCTBO TMO/ITOTOBKOM TeXHUUECKOTO 3a/laHKs1 Ha TPOeKTUPOBaHUe
CUCTeMbI 3/IeKTPOHHOT'0 I0OKyMeHT0000pOoTa B OpraHu3alvu C y4eTom
BO3MOJKHBIX PUCKOB yTIPaB/IeHUS JOKYMEHTaMHU

BbIOOp CUCTEMBI 37IEKTPOHHOTO ZIOKYMEHTO000pOTa OTeUeCTBEHHOM
OpraHM3alun-pa3paboTyrKa

PykoBOZCTBO pa3paboTKOM ypOBHel J0CTyTa pyKOBOAUTeeH CTPYKTYPHBIX
ro/ipa3ziesieHrii opraHu3aliy K MHQOpMaLMu B CUCTeMe 3/1eKTPOHHOTO
JIOKyMeHTO00O0pOTa C YUeTOM UX TpaB ¥ OTBETCTBEHHOCTH

OrjeHKa MUJIOTHOTO BHEJPEHUS] CUCTEMBI 3/IEKTPOHHOTO JOKYMEHTO000pOTa B
OpraHu3aLuu

PYKOBO,Z[CTBO HpHeMKOﬁ Y TIO/THOMACIITa0OHBIM BHeJpeHreM CUCTEMBI
3JIEKTPOHHOT'O ,ELOKYMQHTOO6OPOT{:1 B OpraHMv3aljiu

PyKOBOJCTBO OpraHu3aiyeit 00yueHusi pyKOBOJUTEIEH CTPYKTYPHBIX
roZipa3zesieHui pabote B clCTeMe 3/IeKTPOHHOTO JOKyMeHT00b0poTa U B
cUCTeMe yIpaB/ieHusl JOKyMeHTaMH OpraHu3aLyu

Heob6xoivMble ymMeHUst

Amnanu3upoBaTh MH(OPMAIIMIO O COCTOSTHUM CUCTEMBI YTIpaB/IeHUs JOKYMeHTaMU
OpraHu3alIuu

PyKOBO/UTb MPOEKTUPOBAHUEM U BHE/IDEHHEM CHCTEMBI 3JIEKTPOHHOT'O
JIOKYMEHTO000pOTa OpraHu3ariuu

Bribupath crcTemMy 3/1eKTPOHHOTO JOKYMeHTO000pOTa, OTBeuarollylo 3aZiauam
OpraHu3aLuu

Opranu3oBbIBaTh 00yueHHe PYKOBOJUTe el OpraHr3al[ii COBPEMeHHbIM
MeTO/]aM yTIpaB/IeHUsI JOKYMeHTaMH, CUCTeMOU 3/IeKTPOHHOT'O
JIOKyMeHTo000poTa opraHu3alvu

Heobxogumble 3HaHUs

HopmartuBHbIe nipaBoBbIe akThl Poccuiickoit ®efepariu B 061acTi
r“H(pOopMaLMy, THPOPMALJMOHHBIX TEXHOJIOTUW Y 3allJUThl MH(OpPMaL1H,




TepCcoHabHbIX JJaHHBIX, LIM(POBOM TpaHC(HOPMaLIMHY, yTIpaBaeHUs JOKyMeHTaMu
OpraHu3aLuu

METO,E[I/IIIECKI/IE JOKYMEHTBI U HallMOHA/IbHbI€ CTAHAdPTHI B obnactu ynpaBJ/ieHUsA
AOKYMEHTaMH 1 I/IH(i)OpMaL[I/IOHHBIMI/I TEXHOJIOTUSMHU YIIPpABJ/IEHUA

[TepenoBoii OTeUeCTBEHHBIN U 3apyOeXKHBIN OIBIT U HayUHbIe Pa3pabOoTKH 10
Tpe/l0TBPALLeHNI0/yCTPaHEeHUIO TIOTeHL[Ma/IbHBIX PUCKOB B C(pepe yrnpaBaeHUs
3/IeKTPOHHBIMU JIOKyMEeHTaMU OpraHu3aLuu

MeTo/ibI TJTAHUPOBAHUS U peanu3alyy paboT 1o pa3paboTKe U BHePEHUI0
CUCTeMbI 3JIeKTPOHHOTO I0OKyMeHT0000pOoTa B OpraHu3aliiu

CoBpeMeHHbIe CUCTeMBI 3/IEKTPOHHOTO JOKYMEHTO000pOTa U UX
(yHKI[MOHA/TbHbIe BO3MOXKHOCTH

[TporpamMMHbIe TIPOIYKTHI B 00/IaCTH 3IEKTPOHHOTO IOKyMeHTo0bopoTa 1
MH(OPMaLMOHHBIX YCIYT 110 HarpaB/AeHUsIM JlesiTeIbHOCTH OpraHu3alyu

TpeboBaHust oxpaHbl TPy/ja

Oco0bble yc/ioBUs JOTTyCKa K
pabore

[pyrue xapakTepucTUKU

3.3.5. TpypoBasi pyHKIHA

ITpoucxosxaeHue 06001eHHOM
TPYyZA0BOH (HyHKLIMH

CTpaTEFI/IIIECKOG IJIaHUPpOBdHKE U v
OB€eHb
Haumenosanue paspaboTKa cHCcTeMbl XpaHeHUs] Kop C/05.7 P 7
KBa/TU(UKAIUN
JOKyMeHTabHOro (hoH/Ia OpraHu3aluu
3auMCTBOBaHO U3
Opurunan X 1044
OpUrMHana
Kog, PerucrpaljioHHbIN HOMep
OpHUTHHa rpogecCroHaIbHOTO
a cTaHjapra

TpyzoBbIe 1elCTBUSA

[Topep>kka JOCTOBEPHOCTH, L1eJIOCTHOCTU JOKYMEHTOB U UX JIaHHBIX,
He0OXOAUMBIX [I7IsI 3alUThI OT HeCAaHKIIMOHUPOBAHHOTO W3MeHeHUsI

[Topmep>kka ayTeHTUYHOCTH JOKYMEHTOB M UX JJAaHHBIX

Pa3pa60TKa CXeM ME€TdJdHHBIX JOKYMEHTOB, CBA3dHHBIX C JOKYMEHTAMU Ha
TMPOTSKEHUN UX CYLIeCTBOBaHUSA

Pa3paboTka cTpareruu yrpa/ieHusl UCTIONb30BaHUEM, XpaHeHHEeM 1
YHUUTO>KeHHEeM JJOKYMEeHTOB [JOKyMeHTabHOTro (POHZA OpraHu3al[ii U UX
JlaHHBIX

OrnpefienieHrie IPUOPUTETHBIX HApaB/Ie€HUM pPa3BUTHSI CUCTEMbI XpaHeHUS,
apXUBUPOBAHKS JIaHHBIX JOKYMEHTaIbHOT0 ()OH/Ia OpraHr3alun

PyKOBO/CTBO MPOEKTOM TMOCTPOeHHsI MH(POPMALIMOHHO-CIIPaBOYHOM CUCTEMBbI
XPpaHeHUs ¥ UCTO/Ib30BaHUs JOKyMeHTaabHOro (POHZA OpraHu3aluu

PyKoBO/ICTBO MPOEKTaMU COBEPLLIEHCTBOBAHUS CCTEMbI XPaHEHHSI
JIOKyMeHTalbHOTO (DOHZA OpraHu3al[uu

KoHTposb BHe/[peHtst 0TeueCTBeHHbIX MH(POPMALJMOHHBIX TEXHOJIOTUH B
CUCTEeMY XpaHeHUsI IOKyMeHTabHOr0 (POH/a OpraHu3al[iy U UX UCTIOIh30BaHUSs
B paMKax yIipaB/ieHUsi JOKYMEeHTHbIMUA CUCTeMaMU OpraHu3alyuu

cI)OPMI/IPOBaHI/Ie 3KCH€pTHOI>i KOMHCCHUHN OPraHU3allUN

HeobxomvmMbie ymMeHUst

[TpoBOAUTL MOHUTOPUHT MCIO/Ib30BaHUs JOKYMEHTA/ILHOTO (JOH/ja B paMKax
JlesiTeIbHOCTU OpraHu3aliiy, ero XpaHeH!sl U YHUUTOXKeHUsI JOKYMEHTOB C




HNCTEKIIMMHK CPOKdMHU XPdHEHHA

[TpoBOAUTL MOHUTOPUHT BHEZIPEHUSI COBPeMEHHBIX MH(POPMAaLIMOHHBIX
TeXHOJIOTUM B CUCTeMY XpaHeHHs JOKYMeHTalbHOro ¢hoH/la OpraHu3aliviu

[TpuMeHSTD TIepeZioBOM OTeueCTBEHHBINM U MeXXIyHAPOJHBIH OIBIT B 00/1aCTH
OpraHM3aL[M UCTI0/Ib30BaHus, 00ecrieueHsi COXPaHHOCTH, YHUUTO)XKEeHHS,
apXVBHPOBAHUS [JaHHbIX JOKyMEHTaIbHOrO (POHZA OpraHu3aLuu

OtleHMBATH ¥ TIPEIOTBPALATH PUCKH B 00/IaCTH MCIOb30BaHUsI, XPaHEHHUS U
YHUUTOXXeHUs! IOKyMeHTa/IbHOTrO (hOHJja OpraHu3aLiiu

KnaccuduimpoBaTs, BeprduiipoBaTh HH(GOPMALIMIO JOKYMeHTalbHOTo (hoHa
OpraHu3aliy ¥ PYKOBOJUTH TTOCTPOeHHeM UH(OPMAL[MOHHO-CITPaBOUHBIX
cucteM U 0a3 JaHHBIX OpraHU3aLuN

[TpoBOAUTD 3KCIIEPTU3Y LIEHHOCTH JOKYMEHTOB, PO3bICK HeJJOCTAIOLUX [/l
TIOCTOSIHHOTO CPOKa XpaHeHUs U JieJl TI0 IMYHOMY COCTaBy, 0(pOpMIISATh
JIOKYMEHTHI /1J151 Tilepeiaud B apXUB OpraHu3aliuu

Heobxoaumble 3HaHUS

HopMaTuBHbIe 1paBoBbie akThl Poccuiickoit @ezepariyi B 061acTu
rH(popMaLY, UTHPOPMALJMOHHBIX TEXHOJIOTUN Y 3allJUThl MTH(OPMaL1H,
MepCOHaNbHBIX JJaHHBIX, LIU(POBOW TpaHC(OPMAaLMHY, yIpaB/aeHUs JOKyMeHTaMu
OpraHu3saluu

MeTouueckue JOKYMEeHTbI U HallMOHA/IbHbIE CTaH/[apThI TI0 BOMPOCaM
apXUBHOTO flesia

[TepeoBasi oTeueCTBEHHAs, MEX/IYHAPOHAsI TIPAKTHKA OpTraHU3aLluu
HCTIO0/Ib30BaHUs, 00ecreueHus: COXPAaHHOCTH, YHUUTOXKEHUsI JOKYMEeHTaTbHOTO
(hoHza opraHu3alu

HpaBI/IJ'Ia " MEeTOJbI yueTd, COCTaBJ/IEHUS, O(i)OpM]IQHI/IE[, HCII0/1Ib30BdHM4,
XPpdHEHUA U YHUUTOXXEHUA NOKYMEHTOB OPIrdHU3dlIMU U UX NdHHbIX

[TpaBu/a U MeTO/IbI NPOBEe/I€HNsT SKCIePTH3bl LIEHHOCTH JOKYMEHTOB
OpraHu3aLuu

MeTopp! ipoBefieHUs aHaiv3a 3((eKTUBHOCTH CUCTeMbI XPaHeHHs
JIOKYMEHTaJIbHOTO (DOH/Ia OpraHu3aLuK, 00001IeHHsT TTOJTyUYeHHBIX Pe3y/IbTaToB

MeTo/10/10THs TOCTPOEHUsT UH(POPMAL[MOHHBIX CUCTeM U 6a3 JaHHBIX 110
JIOKyMeHTaM OpraHu3alu 1 TpeboBaHUs K HODMaTUBHOMY 00ecrieueHH o uxX
(YHKLIMOHUPOBaHHUSA

WHpopMalMoHHbIE TEXHOJIOTHUH, UCTIO/Ib3yeMbIe B OpPraHU3aluy yJeTa,
WCTI0/Ib30BaHUs, 00ecrieueHusi COXPAaHHOCTH ¥ YHHUUTOXKEeHHUs JOKyMeHTa/IbHOTO
(dhoHza opraHu3alu

KpI/ITepI/II/I LEHHOCTHU U CPOKH XPAHEHUA JOKYMEHTOB OPrdHMU3dlIUH, ITPUHLIUTIBI
TIPpUHATHUA pemeHI/Iﬁ T10 BOITIPOCY UX AaﬂbHEﬁMEFO XPaHEHUA UK YHUUTOXXEHUA

HpI/IHL[I/IHLI " METOAbI COBEPLIEHCTBOBAHWA CUCTEMBI XPAHEHUA
AOKYMEHTa/IbHOT'O Cl)OHa OpraHr3aliy

TPE6OBaHI/IH, rpeabdaB/IAseMbIe K UWI€HAM 3KCHepTHOﬁ KOMHCCHUM OPraHU3alivn

TpeboBaHust 0XpaHbl TPy/ja

Oco0ble yc/1oBUs OTTyCKa K
pabore

Jpyrue xapakTepuCcTUKU

IV. CBE,E[EHI/IH 00 Opra"Hm3anufax — pa3pa60Tunax l'lpO(l)ECCI/IOHaJIbHOI‘O CTaHAAQPTAa

4.1. OTBeTCTBeHHAasi OpraHu3anua-pa3padoTUuK




HIT «HaumoHasbHast accouyarniyst OpUCHBIX CITeL[HaTMCTOB M aIMUHUCTPAaTUBHBIX PaOOTHUKOBY», TOpoZ, MocKBa
JvpexTop XmocHesa JIrogmuiia [letpoBHa

4.2. HauMeHoOBaHMsA OpraHU3anuii-pa3padoTUYNKoB

AO «UT OkcrniepT», ropos, MockBa

000 «Takckom», ropos, MockBa

OOO «lleHTp 3KCIIepTH3bI U cepTUdUKaLK», Topos MockBa

OI'BOY BO «IleH3eHCKHl rocyiapCTBeHHbIN YHUBEPCUTET», ropoz, [leH3a

OI'BOY BO «Poccuiickuii rocyZiapCTBeHHbIM I'YMaHUTapHBIM YHUBEPCUTET», ropo, Mocksa

OI'BIIOY «Komnemx MU Poccun», ropos Mocksa

N OB (WIN|-

OI'bY «BHUU Tpyna» Muntpyga Poccun, ropos Mocksa




