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Mpeaucnosue

Lienv v npuHuMnbl cTaHaapTusaumm B Poccuiickon ®egepaunn yctaHoBneHbl PefepanbHbiM 3aKOHOM OT
27 nekabps 2002 r. Ne 184-d3 «O TexHU4eCKOM perynupoBaHuny, a npasuna NpUMeHeHUsi HaLMoHanNbHbIX
ctaHgaptoB Poccuiickoit ®eaepaunm — FMOCT P 1.0—2004 «CtaHaapTtusauma B Poccuiackoin degepaunn.
OCHOBHBIE MONOXEHUsI»

CBepeHus o cTaHgapTe

1 NOAIrOTOBIEH lNocyaapcTBeHHbIM yupexaeHueM BcepoCcUMcKUM HaydHo-UccrnefoBaTeibCkUM
WHCTUTYTOM JOKYMEeHTOBeleHUsi u apxuBHoro Aena «BHUOA» Ha OCHOBE COOTBETCTBYIOLLIEIO ayTEHTUYHO-
ro nepeBofa MexayHapoHOro ctaHaapTa, ykasaHHOro B nyHKTe 4

2 BHECEH TexHu4yeckum komuteToM no ctaHgaptusaumm TK 191 «Hay4vHo-TexHuueckas ncopmaums,
6ubnuoteyHoe N nsgatenbckoe Aeno»

3 YTBEP>XOEH VW BBEOEH B JENCTBUE Mpukasom deaepansHOro areHTcTsa no TeXHMYeckoMy pery-
nupoBaHuio U MeTpornoruu oT 12 mapta 2007 r. Ne 28-cT

4 HacTosawuii cTaHaapT uaeHTU4eH mexxayHapoaHomy ctaHaapty MCO 15489-1:2001 «UHdopmaums n
AokymeHTauus. YnpasneHue 3anucamun. O6wme nonoxeHus» (1ISO 15489-1:2001 «Information and documen-
tation — Records management — General»).

HaumeHoBaHWe HacTosLero ctaHaapTa U3MeHeHO OTHOCUTENbHO HAaUMEeHOBaHUA ayTeHTUYHOro nepe-
BoAa Ans npuseaeHus B cooteeTcTBUE ¢ FTOCT P 1.5—2004 (nyHKT 3.5).

Mpu NpUMeHeHNN HacToSALLIEero cTaHAapTa peKOMeHAYEeTCsl UCNONb30BaTb BMECTO CCbIMTIOYHbIX MeXayHa-
POAHBIX CTaH4apTOB COOTBETCTBYIOLIME UM HauMoHanbHble cTaHaapTel Poccuiickoin ®eaepaumm, cBegeHunsi o
KOTOPLIX NPUBEAEHEI B AOMONHATENBHOM NMPUNOXeHUU A

5 BBEAEH BMNEPBbIE

UHopmayus 06 usMeHeHUsIX K HacmosiweMy cmaHdapmy rybrukyemcs 8 exea2o00Ho uszdasaeMom
UHGbopMayUOHHOM yKa3amerie «HayuoHarbHble cmaHOapmbl», & MEKCM U3MEHeHUU U Nornpasok — 6 exeMe-
CAYHO U30asaeMbix UHHOPMaUUCHHLIX yKazamensix « HauuoHansHeie cmaHdapmely. B cnyyae nepecmMompa
(3ameHbi) unu ommMeHbI Hacmosiezo cmaHOapma coomeememesyrolee yeedomieHue 6ydem onybnukosaHo
8 exemecsyHO uszdasaeMoM ykalameie «HauuoHanbHbie cmaHOapmely. Coomeemcemeyrowast uHhopMa-
yus, yeedomiieHUe U MeKCcmbi pasMeu,alomes makxe 8 UHhopMmalyuoHHol cucmeme obliezo rofe3oea-
Hus — Ha odguyuansHoM calme ®elepanbHo20 azeHmemea [0 MEXHUYEeCKoMYy peaynuposaHuro U
Mempoiioauu e cemu MlHmepHem

HacToawuii ctaHaapT He MOXeT BbITb MOMHOCTHIO UMK YacTUYMHO BOCMPOU3BEAEH, TUPaXUpoBaH 1 pac-
npocTpaHeH B kavecTBe odulMansHoro usaaHusa 6es paspelueHus degepanbHoOro areHTCTBa No TexXHUYecKo-
MYy peryrimpoBaHunto U MeTposorum
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MepeusaaHue (Mo COCTOSHMIO Ha aBrycT 2008 1)
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HAUMWOHANBbHBIN CTAHOAPT POCCUUCKOW SEOEPALUMN

CucTteMa cTaHgapToB nNo uHdopMmauumn, GUGNMOTEYHOMY U U3paTenbCKoMy geny
YMNPABJNEHUE OOKYMEHTAMMU
OGwume TpeGoBaHUA

System of standards on information, librarianship and publishing.
Records management. General requirements

Darta BBegeHna — 2007—07—01

1 O6nacTb NnpUMeHeHuA

HacToswuwin cTaHgapT perynupyeT npouecchl ynpaBneHusi AOKYMeHTaMu rocyaapCTBEHHbIX, KOMMep-
YeCKUX 1 0BLLeCTBEHHbIX OpraHusauui, NnpegHasHavyaeMbliMn 45151 BHYTPEHHEro UM BHELLHEro NoNb30BaHMUs.

MonoxeHns HacTosLero cTaHaapTa ABNAIOTCA pekoMeHAaUuUsiMU Mo Co3aHUI0 CUCTEM ynpasrieHus
AOKYMEeHTaMu, BKITFOYEHUIO B Hee JOKYMEHTOB, a Takke 0becneyveHunio CooTBETCTBUS JOKYMEHTOB yCTaHOBEH-
HbIM B CTaHAapTe XapaKTepucTukam.

HacTosawwi ctaHgapT:

- pacnpocTpaHseTcs Ha yrnpasrieHue 4oKyMeHTamn (Bcex popMaToB 1 Ha BCEX HOCUTESAX), cosfgaBae-
MbIMW UMK NOfy4aeMbIMU rocyAapCTBEHHOW, KOMMepYecKoi unu obLLecTBEeHHOM opraHusaumMen B npouecce
ee OeATeNbHOCTU UMAN JIMLOM, Ha KOTOPOro BO3MoXeHa 0b6A3aHHOCTL cO3AaBaTb U COXPaHATb JOKYMEHTbI
(nanee — opraHusavun);

- COAEPXKUT NOMoXeHuss 06 OTBETCTBEHHOCTU, MONUTUKE, NpoLeaypax, CUcTeMax U npoueccax, CBA3aH-
HbIX C AOKYMEHTaMu opraHusauui;

- COAEPXUT pyKoBOASILLME YKaszaHWUA NO YNpaBneHunio OKYMeHTaMn B pamkax npoLeccos ynpasneHus
Ka4yecTBOM U yrpaBneHusi okpy>KatoLLeii Cpeoi B COOTBETCTBUU C MexadyHapoaHbiMn cTaHgapTamn UCO 9001
nNCO 14001;

- COAepPXuUT MeToanveckue pekomeHaauum no NpoeKkTUpoBaHUI0 U BHEAPEHWNIO CUCTEM YNpaBneHUA AOKY-
MEHTaMu.

HacTtoswwmii ctaHaapT He pacnpocTpaHaeTcs Ha ynpasneHne apXuBHbIMU AOKYMEHTaMK, XpaHALWMMAUCA
B @PXMBHbBIX YUPEXKAEHUAX.

HacToswwi cTangapT npegHasHaveH ans:

- pyKoBoauTenen (MeHeg>KepoB) opraHusauuii;

- creuunanucToB B obnacTtu ynpasneHUa AoKyMeHTaMu, UHdpopmaumnein u TeXHONornamm;

- COTPYAHUKOB (NepcoHana) opraHnsaLlun;

- (PU3MYECKNX N1L, 06A3aHHBIX CO34aBaTh 1 COXPaHSATb AOKYMEHTBI.

2 HopmaTMBHbIe CCbINKK

B HacTosLWeM cTaHaapTe NCNob3oBaHbl HOPMAaTUBHbBIE CCISIKU Ha crieaylowme cTaHaapThl:

NUCO 5127-11:87 NHdbopmauns n gokymeHTauus. Criosapb

NCO 5963—85 [NokymeHTauus. MeToabl aHanusa OOKYMEHTOB, onpegernieHnst ux Temel U nogbopa
NHAEKCUPOBaHHbBIX TEPMUHOB AMs COCTaBMNEHUS ykasaTenein

MCO 9001—2000 CucTtembl MeHeQKMeHTa kadecTBa. TpeboBaHus

MCO 14001—96 CucTeMmbl ynpaBneHusi okpyxatoLlern cpegoit. TpeboBaHWsA 1 pykoBOACTBO MO npume-
HeHuo

W3paHne ocpmymnansHoe
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3 TepMuHbI M onpeaeneHus

B HacToswweM cTaHaapTe NPUMeHeHbI crieayoLmve TePMUHBI C COOTBETCTBYIOLLUMA onpeaeneHUsaIMn:

3.1 apxuBHbIIl opraH; apxuBHoe yupexpaeHue (archival authority): YupexgeHue, oTBeTcTBEHHOE 3a
oT60p AOKYMEHTOB Ha XpaHeHWe, KoMMNeKToBaHNe 1 obecneyeHue coxpaHHOCTM apxuBHoro doHaa, npego-
cTaBfeHue AoCTyna K apXMBHbIM AOKYMEHTaM U CorflacoBaHUe YHUHTOXEHUS! JOKYMEHTOB, He noasiexalumx
XpaHeHuio.

3.2 cucrtema ynpaBneHusa gokymeHtamu (records system): UHdbopmMaumoHHas cuctema, obecneun-
BatoLaa c6op AOKYMEHTOB (BKOYEeHWUE JOKYMEHTOB B CUCTEMY), yNpaBneHUe AOKYMEeHTaMM1 U AOCTYN K HUM.

3.3 pokyMmeHT (record): 3adukcuposaHHas Ha MaTepuarnibHOM HocuTene uaeHTudunLmpyemas nHdop-
Maums, cosgaHHas, NofyyYeHHas U coxpaHaemas opraHusaumen nnm pusMyeckum NuLoM B KavyecTBe JoKasa-
TeNbCTBa NPU NOATBEPXKASHUN NPABOBLIX 06A3aTENbLCTB UITN AeN0oBON AeATeNbHOCTU.

3.4 poctyn (access): MpaBo, BO3MOXHOCTb, CpeAcTBa AN Noucka, U3BMeYeHUs U UCMoNb30BaHUA
WHopMaLIUK.

3.5 uHpekcupoBaHue (indexing): Mpouecc nNpocTaBneHUs yCrnoBHbIX 0603HaYEeHUA U cocTaBneHUs
ykasaTenein, cnyxalnx gns ynpoweHus 4ocTyna K AOKYMeHTam 1 (Mnu) uHpopmauuu.

3.6 knaccudmkauusn (classification): Cucrematudeckas uaeHTUdUKkaums 1 ynopsigoveHne AeroBoi
AeATenbHOCTU U (M1M) AOKYMEHTOB NO KaTeropusam B COOTBETCTBUM C JIOTMUYECKU CTPYKTYPUPOBaAHHBIMU YCIO-
BMSIMW, METOA4AMU U NpoLLeaypPHBIMU NpasuiamMun, NpeacTasieHHbIMU B KiaccunkaLMoHHOM cUucTeme.

3.7 KkoHBepTUpoBaHUe (conversion): lNMpouecc nepemelleHnsa AOKYMEHTOB C OHOTO HOCUTESA Ha ApY-
rov unu ns ogHoro cpopmata B Apyroi. Cp. murpauums (cm. 3.11).

3.8 koHTponsb (tracking): CosgaHwue, BKNIOYEHNE B CUCTEMY YNpaBNeHUs JOKYMEHTaMUN U COXpaHeHue
NHopMaLIMN O ABUKEHUN N UCTIONb30BaHUU OKYMEHTOB.

3.9 koHTponb aencTBUM (action tracking): MNpoliecc oTcnexusaHns CPOKOB COBEPLLEHUS AEACTBUNA, a
Takke NpoLecc yCTaHOBNEHNS CBA3N 3TUX OTAENbHbIX AeNCTBUIA C AEIOBOA AEATENbHOCTLIO B LIESNIOM.

3.10 meTapaHHble (metadata): [aHHble, onucbiBaloLMe KOHTEKCT, CoAepXaHne, CTPYKTYpY AOKYMEeH-
TOB U yrpaBsneHue UMu.

3.11 murpauus (migration): MepemelleHne JOKYMEHTOB U3 OHON CUCTEMBI B IPYTYIO C COXPaHeHneM
ayTEeHTUYHOCTU, LLeNOCTHOCTH, 4OCTOBEPHOCTU AOKYMEHTOB 1 UX NPUrOAHOCTU ANSA UCMIONb30BaHUA. Cp. KOH-
BepTMpoBaHue (CM. 3.7).

3.12 o6ecneuyeHue coxpaHHocTU (preservation): MNMpouecchl U onepauun no obecneyeHno TexHuYec-
KON M MHTENNeKTyanbHON ayTEHTUMHOCTN JOKYMEHTOB B TEYEHUE BPeMEHMW.

3.13 ot6op u nepepava (disposition): Mpouecchl peanMsaunn ynpasneH4eCckux peleHun, sadukcu-
POBaHHBIX B MepeyHaX AOKYMEHTOB UMW APYrMX MHCTPYMEHTaxX yrnpasneHua AOKYMEHTaMKn, U KacaloLmxcs
YHUUTOXEHUS JOKYMEHTOB UMW Nepeaadn Ux Ha nocneayiollee XxpaHeHue.

3.14 nepemelieHue (transfer) (B OTHOLLEHUN MecTa XxpaHeHusl): MsMeHeHne mMecTa XpaHeHust JOKy-
MeHTa.

3.15 nepepaya (transfer) (8 oTHoweHWUU cnocoba xpaHeHus): NameHeHne cnocoba xpaHeHWs AOKYMeH-
TOB, NpaBa cOGCTBEHHOCTM U (MNK) OTBETCTBEHHOCTU 338 IOKYMEHTbI.

3.16 oTyeTHocTb (accountability): MpuHUMN, B COOTBETCTBUM C KOTOPLIMYACTHLIE LA, OpraHu3aLmnmn
06LLecTBO OTBETCTBEHHbI 32 CBOU AESUCTBUA.

3.17 peructpauusa (registration): MNMpucsoeHne AOKYMEHTY YHUKaIbHOro naeHTUdunkaTopa npuero BBo-
[e B cucTemy.

3.18 yHuutoxeHue (destruction): Nuksuaaumns AokymeHToB 6e3 kako-nMbo BO3MOXHOCTU BOCCTaHOB-
neHus.

3.19 ynpasneHue gokymeHTamu (records management): COBOKYMHOCTb NiiaHOMepHbIX U 3ddeKTns-
HbIX AEACTBUI NO CO3AAHMUI0, UCMONb30BaHWUIO, XPAHEHUIO U YHUNTOXEHUIO JOKYMEHTOB B OpraHusaumsx ¢
Lenbo AoKasaTenbcTea NposeAeHns AeNoBblX (YrpaBiieH4YecKuX) onepauun.

4 MpeumyuwecTBa ynpasrneHUA AOKYMEHTaMU

YnpageneHue AoKyMeHTaMU pacnpocTpaHsAeTCa Ha NPaKTUYecKyto AeATeNbHOCTb ML, OCYLIECTBSIIOLLUX
ynpasneH1e AOKyMeHTaMM, a Taioke NL, CO3Aa0LLUX UITN UCTIOSb3YIOLIMX JOKYMEHTHI B X0€e CBOei AenoBon
AeaTenbHOCTU. YNpaeneHue AokymeHTaMu1 B opraHusauuvm BkitovaeT B cebs:

a) NpUHATUE NONUTUKU U CTAHAAPTOR B Cipepe ynpaBneHust AoKyMeHTaMu;

b) pacnpeaeneHue 0TBETCTBEHHOCTU U NONHOMOYUIA MO YNPABMEHMIO AOKYMEHTaMM;
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C) ycTaHoBfeHWe, BHeApeHUe U pacnpocTpaHeHWe pyKoBOAALMX YKa3aHU U pernaMmeHToB paboThl ¢
AOKyMeHTamu;

d) npegocTasneHune psaa ycryr, OTHOCALLUXCS K YNpasneHuio AOKYMEHTaMn U UCNOMb30BaHUIo AOKY-
MEHTOB;

e) NpoekTupoBaHue, BHeapeHne 1N agMUHUCTPUPOBaHUe cneunanu3upoBaHHbIX CUCTEM ANA ynpasne-
HUS JOKYMEHTaMu;

f) UHTerpmpoBaHue npoLeccoB ynpasneHus JOKYMeHTaMn B CUCTEMBI U NPOLLECChl AeNOBON AeATerb-
HOCTW.

[lokymeHTbl cogepxaTt uHdopmaLmnio, ABNAIOLWYHCSA LEHHBIM PECYPCOM U BXKHBIM 311IEMEHTOM Aeno-
BOW AeaTenbHocTU. CUCTEMHbIVA NOAX0A K YNpaBeHUo AOKYMeHTaMn No3BoNseT opraHm3auunsm 1 obLecTy
3alLMLLaTb M COXPaHATb AOKYMEHThI B Ka4ecTBe JoKasaTeNbCcTBa AencTenin. Cuctema yrnpasreHns JOKYMeH-
Tamu No3BonsieT cosgasatb UHHOPMaLMOHHBIA pecypc o AenoBoin AeATEeNbHOCTU OpraHusaLnn, KOTopbIi
MOXeT NMoaAepXuBaTb ee nocneaytoLlyo AeaTenbHOCTb U oTAeNbHbIe pelleHus, a Takke obecneumBaTb
OTYETHOCTb.

[ oKyMeHTbI MO3BONSIOT OpraH3aLusam:

- OCYLLECTBISATL CBOIO AEATENLHOCTL YNOPSAA0YEHHO, 3 dEKTUBHO U OTBETCTBEHHO;

- NpedocTaBnATb MHpopMaLMio nocneaoBaTeribHO U 06 bEKTUBHO;

- obecneunBaTh NHMDOPMALIMOHHYIO NOAAEPKKY NP MPUHATUN YNPaBNEHYECKUX PeLIeHUA;

- obecneunBaTh COrNacoBaHHOCTb, HEMPEPLIBHOCTL N NPOU3BOAUTENbHOCTL AESOBOM U YNpaBneHyec-
KOW AesATeNbHOCTH;

- NoBbIWATL 3¢hPEKTUBHOCTL AEATENBHOCTU BCEN OpraHnu3aLuu;

- obecneunBaTh 6ecnepebonHOCTL ASATENBHOCTU B CRyYae YpesBblHaiHbIX CUTYaLNIA;

- cobnioaath TpeboBaHA HOPMaTUBHON cpeAbl, B TOM YUcne B 06nacTn apxXuBHOW, ayAMTOPCKON U Haa-
30pHON AeATEeNbHOCTH;

- obecnevnBaTh 3alUMTY U NOAAEPXKKY B cyAeBHLbIX Aenax, BKNOYaa PUCKU, CBA3AHHBIE C HAaNUYUeM Unm
OTCYTCTBMEM JOKYMEHTambHbIX A0KasaTenbCTs, coAepXXallnx CBeAeHNA 0 AeATeNbHOCTU OpraHnsaumnu;

- 3alUMLIaTb MHTEPEeChl opraHnsaunn n npasa CoTPyAHUKOB, a TakkKe BCEeX 3anHTepeCcoBaHHbIX CTOPOH;

- obecneunBaTh U AOKYMEHTUPOBATL HAY4YHO-UCCNeA0BaTENbCKUE U ONBITHO-KOHCTPYKTOPCKUE paboThl,
WNHHOBALIMOHHYIO AeATeNbHOCTb, a TakKe UCTOpUYECKMe UccneoBaHns;

- MpedocTaBnATbh AOKYMEHTUPOBaHHbIe AoKasaTesnbCTBa JIMYHON, O6LLECTBEHHON U AeNOoBON AeATe b
HOCTH;

- obecneunBaTh AeNOBYO, NEPCOHANBHYIO U KYNLTYPHYH MAEHTUYHOCT;

- nogAepXXuBaTb KOPNopaTUBHYIO, MHAMBMAYASIBHYIO U cCOLMarbHY0 NaMsaTb.

5 HopmatuBHas cpeaa

Bcem opraHusauusmM HeobxoauMo uaeHTUUUMpoBaTbL HOPMaTUBHYIO cpedy, perynupyroLyto ux aes-
TeNbHOCTb N TpeboBaHUA K JOKYMEHTUPOBaHUIO UX AeATenbHOCTU. MNonuTuka u npoueaypbl AeATeNbHOCTH
opraHnsauuin AoSPkHbI y4uThIBaTh TpeboBaHUsa HopMaTuUBHOM cpeabl. HopMmaTuBHble AOKYMEHTHI, OTpaXxato-
Wwme AeaTenbHOCTb OpraHU3aLmMK, AOMKHbI COAepXKaTh COOTBETCTBYIOLLME AoKa3aTeNbCTBA €€ COOTBETCTBUSA
HOpPMAaTUBHOW cpefe.

HopMmaTuBHas cpeaa BknoyaeT B cebs:

a) 3aKoHbI M HOPMATUBHBIE aKThl, perynupytoLiune chepy AenoBoi AeATeNbHOCTU B LIeNOoM U B cneuudu-
YeCKUX OTPachsX, B TOM YMCIe 3aKOHbI M HOPMATUBHbIE aKTbl, OTHOCALLMECS HEMOCPEACTBEHHO K AOKYMEHTaM,
apxuBam, AoCTyny, koHuaAeHUManbLHOCTU, AoKasaTenbCTBaM, 3MEKTPOHHON KOMMEpPLUM, 3aLlUMTe AaHHbIX,
nHcopmauumu;

b) cTaHgapTbl, OTHOCALIMECS K PAKTUYECKOWN AeATENBHOCTH;

C) nNpaBuna pekoMmeHAaTeNbHOro Xxapakrepa, oTpaxatoLyue nepeaoBou OnbIT;

d) Ao6poBONLHO NPUMEHSIEMbIE 3TUYECKME KOAEKCHI U HOPMBI,

e) naeHTUbMUMpyeMble coumarnbHble OXuaaHus (NoTpebHocTU), KacatoLumecs afeKBaTHOro NnoseaeH!A
B cneuucnyecKoit oTpacny Unu opraHnsaLuu.

Tun opraH13aLLM U OTPAaCII1, K KOTOPOW OHa NPUHAANEXUT, onpeaenstoT, Kakue U3 3TUX 3NIeMeHTOB Hop-
MaTUBHOW cpeabl (MO OTAENbHOCTU UK BMecTe) B Hanbonbluei cTeneH NPUMEHUMbI NPpU yrpaBneHun oKy-
MEeHTaMW B KOHKPETHOWN opraHn3aLun.
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6 MNMonuTuka ynpaBneHWA 4OKYMEHTaMWU U OTBETCTBEHHOCTb

6.1 O6wue nonoxeHusn

OpraHunzauus, cTpemsiwascs Kk cobnoaeHuo TpeboBaHniA HacTosLero ctanaapTa, 4o/KHa MPUHUMATb,
OOKyMeHTanbHO (hUKCMPOBaTb, NOAAEPXKNBATL M PACNPOCTPaHATL MPUHLMMLI NOAMTUKK, NpoLeaypbl U NpakTu-
Ky ynpaBneHust JOKYMeHTaMu ¢ TeM, 4Tobbl obecrneynBatb Heobxoaumeble Ans paboTbl AokasaTenbCTBa,
OTYETHOCTb U HYIO MHCpopMaLUIo O CBOEN AeATEeNbHOCTU.

6.2 MpuHLUUNbI NONUTUKKN

OpraHnzaunm SoMmKHbl ONpeaensaTs 1 4OKYMeHTanbHo MKenpoBaTb NPUHLMNGI MONUTUMKU B obnacTu
ynpasneHusi 4OKyMeHTaMu. Lienbio 3Toi NonMTUKMA AOIKHBEI BBITb CO3aaHne U Noaaepkka cucTeMsl yrnpasne-
HWS QY TEHTUUHBIMU, LOCTOBEPHBLIMW 1 MPUrOAHBIMUN AN UCMONb30BaHUS OKYMEHTaMM, CNOCOBHOM noaaepXu-
BaTb AENOBYI0 AEATENbHOCTb B TeYeHMe ycTaHoBMEeHHOro (Heobxoammoro) nepuoaa spemeHu. OpraHusauum
JomkHbl obecneunBatb WHPOPMUPOBAHME O MNPOBOAWUMOWN TMOMUTUKE WU €€ TMpPUMEHeHMe Ha Bcex
OpraH13aLuoHHBIX YPOBHSIX.

MpYHLMMBI NONUTUKA JOTDKHBI BBITb MPUHATHI M 0406 PEHbI HA BLICLLIEM YPOBHE NPUHATUA YNpaBieH4ec-
KMX pPeLUeHMIA U pacrnpocTpaHeHbl BO BCe opraHmnsauun. Takke criegyeT pacnpeaensitb OTBETCTBEHHOCTb 3a
ee cobnoaeHue.

MpuHLUMNBI NONUTUKK cnegyeT paspabaTbiBaTb HA OCHOBE aHanusa genoson gesatenbHocTU. OHa AomX-
Ha onpeaensTb, B KakMx 061acTax B HaMOONbLUe CTeneH NPUMEHSIIOT Te UMW UHble HOPMaTUBHbIE aKTbl (3aKo-
Hbl, HOPMAaTUBHbIE aKTbl, CTaHAAPTLI, NPaKTUYEecKUe pekoMeHaaLun), pernameHTUpyloLne cosaaHne aoky-
MEHTOB, CBSI3aHHbIX C [OeMoBOW AeATeNnbHOCTbIo. [pu 3TOM opraHusauuMM OOMKHbI YYUTBIBATb CBOIO
opraHv3aLnoHHYo cpeay, a Takke aKoHOMUYeckne acnekTbl. MpUHLMNBLI MTONUTUKK criedyeT perynapHo nepe-
cMaTpuBaTh C TeM, YToObI 06ecneunsaTh OTpaXeHUe eto TEKYLLMX NoTpeBHOCTENR AeNOBON AATENBHOCTU.

6.3 OTBeTCTBEHHOCTb

OTBeTCTBEHHOCTb M MOMTHOMO4MA B 06nacTn ynpasneHus 4OKYMeHTamMun A0IDKHbI ObITb YeTKO onpedene-
Hbl M 0BeAEeHbI A0 CBeAeHWS BCe OpraHn3aunm ¢ TeM, 4Tobbl BbIno ICHO, KTO HECeT OTBETCTBEHHOCTbL 3a pabo-
TY C KOHKPETHbIMW AOKyMeHTamn. 3Ta OTBETCTBEHHOCTb AOMMKHA ObiTb pacnpegeneHa mexay Bcemu
COTPYAHUKaMW opraHusauum (B TOM 4ucie ynpasnsalolMMUM OOKYMEHTauuen, cneumanictamm CMeXHbIX
NMHMOPMALMOHHBIX NPpodeccuin, pyKOBOACTBOM OpraHu3auun, PyKoBOOUTENSIMU CTPYKTYPHLIX Noapasaene-
HWI, agMUHUCTPATOPaMM CUCTEM yrpaBfeHUs AOKYMEHTaM1 U APYTMMA NULLaMK, AN KOTOpbIX paboTa ¢ AoKy-
MEHTaMW BXOAMT B WX [OOJDKHOCTHble 0OSI3aHHOCTU) W OTpaXeHa B [AO/PKHOCTHBIX WHCTPYKUMSIX U
opraHu1saLlnoHHO-pacnopsiaMTeNbHbIX AOKyMeHTax opraHusauumn. Ocobas 0TBETCTBEHHOCTb B 061acTuynpas-
neHns AoKyMeHTaMu AofbkHa 6bITb BO3noXeHa Ha nuuo, obnagatouiee coOTBETCTBYHOLMMN NOMHOMOYUSIMA
BHYTPM opraHusaumu. HasHayeHWe OTBETCTBEHHbIX NWUL  AOMKHO  OblTb  pernameHTUpPOBaHO
pacrnopaanTenbHbIM AOKYMEHTOM.

OTBeTCTBEHHOCTL B 06MacTy ynpaBneHns AoKyMeHTaMu 4oSPkHa BKovaTb B cebs cnegylowme nono-
KEHUS:

a) crneuuanucTbl BobnacTu ynpasneHusi JoKyMeHTaMu OTBEeYaloT 3a BCe acneKThl yrpaBneHWUs 4oKyMeH-
Tamu, B TOM Y/CNe 3a NpoeKTMpoBaHue, BHeapeHWe U COXPaHHOCTb CUCTEM yrpaBreHUs AOKYMEHTaMn U UxX
3KCNMyaTaLMOHHbIE XapakTepUCTUKI, a Takke 3a 06yYeHue Nonb3oBaTenei ynpasneHuo A0KYMEHTamMmn 1 npu-
MEHEHMWIO CUCTEM YrpaBrieHnUsa AoKYMEeHTaMM1 B MHAMBUAYANbHOW NPaKTUYeCKON AeATENbHOCTH,

b) oTBETCTBEHHOCTb PYKOBOACTBA 3aknoyaeTcsl B noadepXKe NMpUMeEHeHUs! NOMUTUKX ynpaBneHus
OOKyMeHTaMM1 BO BCEI OpraHmaaLmu;

C) aAMUHWCTPaTOpPbl CUCTEMBI YNpaBneHns AoKyMeHTaMy OTBeYatoT 3a To, YTobbl BCA AOKyMeHTauus
6blna TOUHOW, yA0OHON ANs BOCNPUATUSA M AOCTYNHOW ANS NepcoHarna opraHnsaunu;

d) BCE COTPYAHUKN OpraHn3aunm OTBETCTBEHHbI 3@ COXpaHeHNe ayTeHTUYHOCTM, LLIeNTOCTHOCTU, 4OCTO-
BEPHOCTW U MPUrOAHOCTM AN UICMOMb30BaHUS AOKYMEHTOB, OTPaXatoLnX UX 4esTeNbHOCTb.

B npouecce nrnaHupoBaHus 1 BHeAPEHUsI NONUTUKU M NpoLieayp ynpasreHns 4oKyMeHTaM1 40SHKHbI Npu-
HMMaTb y4acTne apX1MBHbIe opraHbl.

7 Tpe6oBaHusA K ynpaBneHuo 4OKyMeHTamMu

7.1 MpuUHLMNBbI pa3paboTku NporpaMM ynpaeneHusi LOKYMeHTaMu

[ oKyMeHTbI CO3AatoTCs, MOCTYNakoT U UCMIONb3YIOTCA B NPOLLECCe OCYLLEeCTBIIEHWs AeNOBO AesATeNbHOC-
. ina o6ecneYeHnss HenpepbIBHOCTM AeNOBON AeATeNbHOCTU, COBMIOAEHNA COOTBETCTBUSA HOPMAaTUBHOM
cpefe n obecneyeHnss HeobXxoanMon OTYETHOCTM opraH13aLi AOMKHLI CO34aBaTh M COXpaHATh ayTeHTUY-
Hble, HaAeXHble U NPUrofHbIe A UCONb30BAHWUA AOKYMEHTEI, @ TakKe 3aliMaTh LeNoCTHOCTb 3TUX AOKY-
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MEHTOB B TeyeHue Tpebyemoro BpeMeHW. [Ns 3TOro opraHvWsaumv AOSPKHbI MPYHWMAaTb U BbIMOMHATH
KOMMMEKCHYH NporpamMmMy ynpasfeHns JoKYMeHTaMu, BKIoYaoLLyto B cebs:

a) nepeyHn JOKYMeHTOB AJIA KaXaoro npoLiecca eN0Bon AesATeNbHOCTU 1 TpeboBaHus K HcbopMaLum,
noanexalle i BKIoYeHNIo B AOKYMEHTbI;

b) peleHus, kakol opMbl U CTPYKTYPbI AOKHBI ObITb CO3AaBaeMble 1 BKIloYaeMble B CUCTEMY JOKY-
MEHTbI U KaKne TEXHOIOrMM ANst X cozgaHns n obpaboTku cregyeT UCnonb3oBaTh;

c) TpebGoBaHMA K cocTaBy MeTadaHHbIX, X CTPYKTYpe U yrpasneHuio UMu;

d) ycTtaHoBneHue TpeboBaHWUiA K MOUCKY, UCNOMb30BaHMI0 U NepedaYve AOKYMEHTOB, a TaKKe CpoKkam Xpa-
HEeHWs1 OKYMEHTOB;

€) pelleHwue, Kak OpraHM30BLIBaTL JOKYMEHThI ¢ TeM, YToBbl OHW OTBEYanu TpebosaHusM, Nnpeabasnse-
MbIM K UX UCMOMb30BaHWIo;

f) oLeHKy pCKOB, CBSA3AHHbLIX C OTCYTCTBUEM ObMLMANbHBIX AOKYMEHTOB, OTPaXaloLWmX AesTenNbHOCTb
opraHusaumu;

g) obBecneveHune coxpaHHOCTU AOKYMEHTOB U AOCTYMa K HAM B LieJ1s1X BbINONHeHWs Tpe6oBaHuiA 4eroBo
AeATeNbHOCTM U 0BLLEeCTBEHHbIX OXNOaHWIA;

h) cootBeTcTBME NpaBOBLIM TpeboBaHWUSAM, HOPMATUBHOW cpede, cTaHAapTaMm M NOMUTUKe opraHu-
3auuu;

i) obBecneyeHmne xpaHeHNs AOKYMeHTOB B 6e30nacHoN 1 3alumLLeHHON cpeae;

j) obecne4veHune xpaHeHUs JOKYMEHTOB B Te4eHue HeobXxoaumoro unu Tpebyemoro cpoka;

k) onpegeneHune noLEHKY BOSMOXHOCTE NOBbILLEHNS 3¢pdpeKTUBHOCTU U pe3yNbTaTUBHOCTU OpraHu3a-
LIMOHHBIX MPOLIECCOB, PELLEHNIA U AEACTBUIA B pe3ynbTaTe Ka4eCTBeHHOTO yNpaBneHns OKYMeHTaMu.

MpaBnna cosgaHna AOKYMEHTOB U MeTadaHHbIX O AJOKYMEHTaXxX U UX BKIIOYEHUs! B CUCTEMY ynpasreHusi
[AOKYMeHTaMW AOMKHbI 6bITb BHeAPEeHbI B NpoLieaypbl, perynupytoLue Bce NpoLecchl AeNI0BOR AeATeNbHOCTH,
Ansi KoTopbIX TpebyeTcs AoKa3aTeNbCTBO OCYLLECTBIEHUs AeNCTBUN.

JonrocpoyHoe nnaHnpoBaHue AenoBOW AeATENbHOCTU U Mepbl B criydyae HenpeaBuaeHHbIX 06CTos-
TeNbCTB AOMKHbI rapaHTMPOBAaTb, YTO AOKYMEHTbI, BXKHbIE A4Sl NPOACIKUTENLHOMO (DYHKLMOHUPOBaHUSA opra-
HU3aLMK, 3aLMLLeHbl U MOTYT BbITb BOCCTAHOBMEHbI B Cly4ae HeobXoaumocTu.

7.2 XapaKTepuUCTUKU AOKYMEHTa

7.2.1 O6LwWune nonoxeHun

[oKyMeHT gommkeH 06 bEKTUBHO OTpaXaTk TO, 4TO COOBLLEHO 1K peLweHo, U1 NPeanpuHATO AeNCTBUE.
JoKyMeHT AomkeH oTBeYaTb NOTPEGHOCTAM AeNOBON AeATENBHOCTU, K KOTOPOW OH OTHOCUTCS, U UCNOMb30-
BaTbCS B LLENAX OTYETHOCTM.

BONeKTPOHHLIA AOKYMEHT AOMMKEH coAepXaTh UM NOCTOAHHO ObiTb CBA3AH C MeTagaHHbLIMU, OTpaXato-
LMK onepaLMmn, COBEpLLIAEMbIE C AOKYMEHTOM B npouecce AenoBoi ageatenbHocTu. Mpu aTom:

a) CTPYKTypa AOKYMeHTa, ero oopmat U B3auMOCBA3N MeXAY COCTaBNALIMMU AOKYMEHT afieMeHTamu
OOMKHbBI 0CTaBaTbCA HeU3MEeHHbLIMU, HE UCKaXKEHHBIMU MeTaAaHHbIMU;

b) B MeTagaHHbIX 0 AOKYMEHTe AOMKeH BbITb OTPaXeH KOHTEKCT ero co3gaHus, NoNny4YeHust U UCNosb30-
BaHUs (B TOM YnCre NpoLecc AeNoBOW AeATENbHOCTU, YaCTbio KOTOPOTO SIBNSIETCS AaHHas onepauus, AaTa u
BpPEMSs JaHHOI onepaL/mn U ee y4acTHUKK),

C) BMeTafaHHbIX 0 JOKYMEHTE AOMKHBI ObITb NpeAcTaBnEHbl CBA3W MeXAy OTAENbHBIMU OKYMEHTaMM,
COCTaBNSAOLLMMN B COBOKYNMHOCTU €AUHBIN KOMNNEKC AOKYMEHTOB.

MpuHLMMLI NOAUTUKK, NpoLeaypbl U NPaKTUKa ynpasneHus AoOKyMeHTaMu 0IDKHbI 0becneunBaTth co3na-
HMe NOANMHHBIX AOKYMEHTOB, 06aaatoLWmMx XxapakTepucTukaMu, ykasaHHelIMM B 7.2.2 — 7.2.5.

7.2.2 AyTeHTUYHOCTb

[oKyMeHT aBnsieTCA ayTEeHTUUHbIM, ECITN OH:

a) COOTBETCTBYET YCTAHOBMEHHBLIM NpaBuiam;

b) 6bin cosgaH Unu oTnpasnieH AMLOM, YNOSTHOMOYEHHbIM Ha 3TO;

¢) 6bln cosgaH Unu oTNpPaBneH B TO BPEMS, KOTOPoe 0603HAYEHO B AOKYMEHTE.

YUT06bl 06ecneunBaTh ayTeHTUYHOCTb JOKYMEHTOB, OpraHn3alnm SOMMKHbI BHEAPSATb U AOKYMEHTaNbHO
thrkemMpoBaTh NPUHLMMNBI MONUTUKM U NPOLIeAYpPbl KOHTPOIS Haf co3AaHneM, NonyYeHeM, nepeaaden, xpaHe-
HUEM 1 OTEOPOM (M3BSATUEM) JOKYMEHTOB U TEM CaMbIM rapaHTUPOBaThk, YTO CO3aaTe M JOKYMEHTOB YNOMHO-
MOYEHbI Ha 3TO U MOTyT ObITb MAEHTUPULMPOBAHBI, @ 4OKYMEHTbI 3aluMLieHbl OT HeCaHKLMOHUPOBaHHOIo
[AOMNONHEHUS!, yAaneHns, U3SMeHeHUs1, UCMONb30BaHUS U COKPLITUA (3acekpevmBaHus).

7.2.3 [JocTtoBepHOCTb

JocToBepHbIM SIBNSETCA AOKYMEHT, COAEPKAHNE KOTOPOTO MOXHO CYMTATL NOMHBIM U TOYHBIM NpeacTas-
neHneM noaTBepXKaAaeMbIX onepaunii, 4eATeNbHOCTM Unu hakToB 1 KOTOPOMY MOXHO AOBEPSTh B nocreayto-
LUMX onepaLmsax Unu B nocneaytoLei AesTensHocTU. [lokyMeHThI criedyeT co3faaBaTth BO BPEMS UMW Cpasy ke
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nocne onepauyn UK cUTyaumm, K KOTOPbIM OHU OTHOCSTCS, NULAMKU, AOCTOBEPHO 3HAOLWMMKN haKTbl, UNnu
cpeacTeamu, 06bIMHO UCNOMb3yeMbIMU B 1€STOBO AeATENbHOCTU MPWU NPOBEAeHUN AaHHOM onepauun.

7.2.4 LlenocTHOCTb

LienocTHOCTbL AOKYMeHTa onpeaensaeTca ero NofnHOTON M HEUSMEHHOCTbIO.

HeobxoanMmo, UTobbl AOKYMEHT Bbisl 3aLUMLLeH OT HeCaHKLMOHNPOBaHHOro 3MeHeHus. MNonutnka u npo-
Lueaypbl ynpaeneHua AOKyMeHTamu AOSDKHbI yKasblBaTb, Kakue AONOMHEHUA UNU U3MeHeHUs MOoryT ObiThb
NpUMeHeHbl K AOKYMEHTY NOCe ero cosgaHus, Npuy kakux obctosTenscTBax A0ONONHEHUS UMW UBMEHEHUS MO-
ryT 6bITb pa3peLleHbl U KTO YNoNIHOMoYeH caenaThb 370. Jllobble caHKLUMOHUPOBaHHbIE U3MeHeHus!, AobaBneHns
Unu yaaneHusa B AOKyMeHTe cneayeT YeTko 0603HauaTb M KOHTPONUPOBaTb.

7.2.5 MNMpurogHocTb ANA UCNONMb30OBaHUA

MpurogHbIM NS UCNONb30BaHUS ABNAETCA AOKYMEHT, KOTOPbIA MOXHO NOKanM3oBaTb, HalTW, BOCMPOUS3-
BECTU U UHTepnpeTupoBaThb. MNpu BOCNpon3BeAeHUM OH AOJPKEH OTPpaXaTh CBA3b C AeSI0BON AeATeNIbHOCTbIO
unu onepaunen, B pesynbtate KOTOpol oH Bbin co3aaH. KOHTEKCTHbIE CCbINKU JOKYMEHTOB AOSDKHbI HECTU
nHbopmaumio, HeobxoauMY ANA MOHUMaHUA onepauuii AefOBOA AeATENbHOCTU, B KOTOPbIX 3T JOKYMEHTHI
6b1nu co3gaHbl U NpUMeHANUck. [lorkHa 6biTb NpeAgocTaBIeHa BOSMOXHOCTb UAEHTU(ULMPOBATL AOKYMEHT B
LLIMPOKOM KOHTEKCTE AenNoBOWN AeATEeNbHOCTU U byHKLMIA. CBA3M Mexay AoKyMeHTamu, prkeupytowme nocne-
[0BaTeNbHOCTb AENCTBUN, AOMKHBI ObITb COXPaHEHbI.

8 lpoekTupoBaHue M BHeApPEHNE CUCTEMbI YNPaBrNeHUs JOKYMeHTaMu

8.1 O6wue nonoxeHun

CTpaTterus ynpaBneHus 4OKYMeHTamun OCHOBbIBaeTCsl Ha pa3paboTke 1 BHeAPeHUU B NPakTUKy paboTbl
MPUHLIMMOB NMOMUTUKN, NpoLeayp 1 NpaBui AOKYMEHTUPOBAHWUA, a Taloke Ha NPOeKTUPOBaHUN U BHEAPEHUU CUC-
TEeM ynpasneHns JOKYMeHTaMWn, COOTBETCTBYIOLMX TEKYLNM NOTPEBHOCTAM opraHnsaumm n HopMaTUBHOWN
cpege.

MpuHaTaa opraHnsaunen ctpaTerns ynpasneHns gokymeHTaMmm cobcTBEHHOW AeN0oBO AEATENLHOCTU
OOIKHa onpeaensTb, Kakne 4OKYMEHThI, KOraa, Kak u rae cneayeT BKAoYaTb B CUCTEMY YNPaBieHns AoOKyMeH-
Tamu.

CTpaTerns BHeApeHUsi COOTBETCTBYHOLLIE CUCTEMBI YIIpaBNeHUs1 JOKYMEHTaMn MOXET BKITlo4aTh B cebsi:

a) NpoeKTUpOBaHWE CUCTEMbI YrIpaBrieHUS AOKYMeHTamu;

b) OokymeHTUpoBaHWe NpoLeccoB YHKLMOHUPOBaHNS CUCTEMbI YNPaBeHUsi QOKYMEHTamu;

C) MoAroToBKY COTPYAHUKOB, paboTatoWMX C AOKYMEHTaMu;

d) KOHBepTUpoBaHWE JOKYMEHTOB B HOBYHO CUCTEMY YrpaBneHns AOKyMeHTaMu1 U HoBble chopmaThl;

e) yCTaHOBMeHWe CTaH4apToB, MPOBEPKY COOTBETCTBUSI UM 1 UX cobntoaeHns;

f) onpeneneHWe CpoKOB XpaHeHWsI N MPUHATAE pPELUEHUA OTHOCUTENBHO LLEHHOCTU LOKYMEHTOB (Npu
cobntogeHnn cooTBETCTBUSI HOPMaTUBHOW cpeae).

CTpaTerns ynpasneHusi LOKyMeHTaMu JOMKHa ObITb AOKYMeHTarbHO 3ahUKCMpoBaHa B COOTBETCTBYHO-
LLeM nraHe, HanpuMep B cTpaTernyeckom niaHe no ynpaeneHuio MHopMaL e, KoTOPbIA AOMKEeH BXOAUTb B
COCTaB NNaHoBO-(hUHAHCOBOW 4OKYMEHTaLMM OpraHmsaL/mn.

UHdopmaLMoHHbIe CUCTEMBI, MPUKIaAHbIE MPOrPaMMbl U KOMMYHUKALIMOHHBIE CUCTEMBI, @ Takke Noa-
JepXuBaeMble MMU MpoLuecchl OefnoBON OeATENbHOCTU criedyeT NMpPOeKTUpoBaTh, MOANMULMPOBATL UN
nepenpoeKkTUpoBaTh Tak, YTobbl B NpoLiecce NOBCeAHEBHOW AeNOBON AEATENbHOCTM 3TO HE MeLLano co3aaHuio
COOTBETCTBYIOLMX JOKYMEHTOB Kak COCTaBHOM YacTu CUCTEMbI yNipaBneHUs AoKyMeHTaMMu.

8.2 XapaKkTepUCTUKU CUCTEeM ynpaBneHUsa 4OKyMeHTaMu

8.2.1 BBegeHune

Crctembl ynipaBneHus SOKYMeHTaMn 40SKHbI NOAAe PXKMBaTb AOKYMEHTbI, o6ragatolme xapakTepuctu-
Kamu, yKasaHHbIMW B 7.2, a camn cucTeMbl ynpaBneHust 4omkHbl 06nagaTh XxapakrepnucTukamu, ycTaHoBneH-
HbeiMnB 8.2.2 — 8.2.6.

8.2.2 HapexHocTb

Ilobas cuctema, ucnonbsyemasi 4ns yrnpaseHust QOKYMeHTaMu, A0KHa GbiTb CMOCOBHON ANNTENBHO U
3 peKTUBHO PYHKLNMOHUPOBATL B COOTBETCTBUM C TpebyeMbIMU npoLiedypamu.

Cuctema yrnpasneHus AoKyMeHTaMu A0MKHa:

a) BKOYaTb BCe JOKYMEHTbI B paMKax OXBaTbiBaeMOl o AeM0BON AeATeNbHOCTA B COOTBETCTBUAN C
YCTaHOBMNEHHBIM MOPSIZAKOM;
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b) opraHusoBbIBaTb AOKYMEHTHI Takum 06pa3om, YTobbl oTpaxaTb NpoLecchl AenoBow AeATeNbHOCTU
cozgaTensi (MCNoHUTENs ) AOKYMEHTOB;

C) sawmLlaTb AOKYMEHTHI OT HECaHKLMOHUPOBAHHOTO U3MEHEHUSA, USBATUSA UMU YHUHTOXEHUS;

d) BbICTYNaTb B Ka4€CTBE OCHOBHOMO UCTOYHMKA MHPOPMALIMK O AENCTBUAX, 3achUKCUPOBaHHBLIX B OKY-
MeHTax;

e) obecneunBaTb JOCTYM KO BCEM OTHOCALLMMCS K OnpeaeieHHOMY BONPOCY AOKYMEHTaM 1 CBSI3aHHbIM
C HAMWN MeTaJaHHbIM.

MokasaTenu HageXXHOCTU CUCTEMBI YTIPaBeHNA AOKYMEHTaMu1 A0MKHbI ObITb AOKYMEHTaNbHO 3addnKeu-
pOBaHbl NyTeM Co34aHUA U COXpaHeHNs AOKYMEHTOB, perfamMeHTUpYoLWMX Nopaaok paboTbl aHHON CUCTEMBI.
OTN AOKYMEHTbI AOMKHEI MOATBEPXKAaTbh COOTBETCTBME AaHHOW CUCTEMbI YNpaBneHnsa AOKYMEHTaMn Kputepu-
SIM NepeyncneHnn a) — e).

Cuvctema ynpasneHunsi LOKYMeHTaM1 OOMKHa pearnposaTtb Ha U3MeHeHust noTpebHocTen Aenoson aes-
TENbHOCTU, HO MoBble U3MEHEHWS B CUCTEME HE AOSMKHbI BANATL HA XapakTepUCTUKM AOKYMEHTOB, BKITHOUEH-
HbIX B Hee. MNepemelleHne [JOKYMEHTOB U3 OAHOW CUCTEMBI ypaBneHusa AoKyMeHTamun B Apyrylo cnegyer
NPOBOANTL Takum 06pazom, UToObl He oKasbiBaTb HeGNaronpUATHOIO BO3AENCTBUSA HA XapaKTepPUCTUKA AOKY-
MEHTOB.

8.2.3 LlenoctHocTb

[ns npepoTspalleHns HecaHKUMOHUPOBaHHOIO A0CTYNa K AOKYMEHTaM, UX YHUHTOXEeHUA, N3MeHeHns
Unn nepemMeLleHnst B CUCTEME ynpasreHUsi JOKyMeHTaMu crneayeT NPUMEHATb KOHTPOSbHbLIE MEPOTPUATHUS,
Takue Kak MOHUTOPUHT JocTyna, Bepudukauna nonb3osaTenen. Y HUMToXeHne AOKYMEHTOB U UX 3aceKpeynsa-
HWe AOMXKHbl OblTb CaHKLMOHUPOBaHbI. TakoW KOHTPOMb MOXEeT OCYLECTBRAATLCA BHYTPU CaMOW CUCTEMbI
ynpasrfieHns AoOKyMeHTaMun Ui BbiTb BHELWHUM MO OTHOLIEHUIO K KOHKPETHOW cucTeme. B oTHoLeHUN anekT-
POHHBIX OOKYMEHTOB OpraHusauMs AofMKHAa MMeTb BO3MOXHOCTb AoKasaTk, YTO Ntobble cuctemHble cbou,
06HOBMEHNs NporpaMMHOro obecneveHnsa N perynapHas akcniyaTauusa cucTembl ynpaBneHns 4OKYMeHTa-
MU He BNUSIIOT Ha Ka4YeCTBO COXPaHHOCTN AOKYMEHTOB.

8.2.4 CootBeTCcTBUE

Crctembl ynpaBneHns AOKYMeHTamn B opraHnsaunax AoMKHbl 6bITb ynpaBnseMbl B COOTBETCTBUN CO
BCeMU TpeboBaHUAMWU, NPedbABMASEMbIMA TeKyllell AefoBOA AesiTeNbHOCTbI0, HOPMAaTUBHOM cpeaon U
ob6LecTBeHHBIMU OXXMaaHUsAMU. COTPYAHMKK, co3aalolme OKYMEHTLI, IOIDKHbI MOHUMAaTh, Kak 3Ty TpeboBsa-
HUSI BANSIOT Ha OEUCTBUSA, KOTOpble OHU BbINOMNHsAIT. COOTBETCTBME CUCTEMBI YNpaBneHusl JOKyMeHTamMu
Takum TpeboBaHUAM criedyeT perynsipHo NpoBepsAThb, a AOKYMEHThI 3TUX MPOBEPOK criedyeT XpaHUTb B LiensiX
AoKa3aTenbcTRa.

8.2.5 KomnnekcHocTb

Cuctembl ynpaBneHust OKYMeHTaMu A0IDKHbI YNpaBnsTh AOKYMEHTaMu, ABMSAOWMMUCS pe3ynbTaToM
BCEX BMAO0B [1eN0BON AeATENbHOCTU OpraHu3aLnm Uinu ee CTPYKTYPHOro noapasaeneHust.

8.2.6 CucremMHoCTb

[oKymeHTbI criegyeT co3faBaTb U COXpaHATb cucTeMHo. CucteMHocTb paboT B cchepe ynpaBneHust A0Ky-
MEeHTaMu1 JoCTUraeTcst NyTeM NpoeKTUPOBaHUSI M MPUMEHEHUS KaK CUCTEMBI YIpaBMeHUs! AOKYMEHTaMu, Tak 1
Apyrux cuctem ynpasneHus AenoBoi AeATeNbHOCTLIO.

Cuctema ynpaBneHusi LOKYMeHTaMu AOMKHA UMETb TOUHYI0 AOKYMeHTarnbHO 3aMKCUpoBaHHYo Nonu-
TUKY, pacnpegeneHue oTBETCTBEHHOCTU U (hopMarnbHyO METOAOMOMMI0 YrpaBrneHus! eto.

8.3 MNpoekTMpoBaHue U BHegpeHUe CUCTEeM yNpaBleHUA L0KyMeHTaMu

8.3.1 O6Lwwue nonoxeHus

CucTema ynpasneHusi AOKyMeHTaMu1 JoIPkHa 06nagath (hyHKUMOHAbHBIMU XapakTepucTUKaMm, No3Bo-
NSOLMUMUN BBIMOHATDL U NOAAEPXKMBATDL MPOLLECCHI YIPaBneHus A0KYMeHTaMu, onucaHHble B pasgene 9.

Mpy NPUHATAN peLLIeHUIA, CBA3AHHBIX C NPOEKTUPOBaHUEM U BHEAPEHUEM CUCTEMbI YNpaBNeHUsl AOKy-
MeHTaMu 1 NoaaepXnuBaHUeM elo NpoLEeccoB yrnpaBneHus OKYMeHTamu, cnedyeT npuHMMaTth BO BHUMaHWeE
HeobX0AMMOCTb UX COOTBETCTBUS OpraHM3aLMOHHBIM CTPYKTYpaMm yrnpasreHust.

8.3.2 [lokymeHTMpOBaHue onepauun

CucTembl ynpasrneHUsi LOKyMEHTaMu1 JOJDKHBI MOMHO U TOYHO OTpaXaTb Bce onepauuy, NpovusBeeHHble
HenocpeACTBEHHO C KOHKPETHLIM JOKYMEHTOM, a TakKe NpoLecchl, CBA3aHHbIe ¢ HUM. OTU cBeeHus MoryT
6bITb 3ahUKCMpPOBaHbl B MeTaaHHbIX O IOKYMEHTE UIN B KOHTPOJIbHBIX MPOTOKOMNAX CUCTEMHbIX NMPOLIECCOB.
MpOTOKOMbI KOHTPONSA CUCTEMHBIX MPOLLECCOB crneayeT XpaHUTb, KaK MUHUMYM, CTOMbLKO Ke, CKOSbKO XpaHaT
[OKYMEHT, K KOTOPOMY OHU OTHOCATCSI.
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8.3.3 MarepuanbHble HocuTenu uHdopMaLuumn u ux pusnveckan 3aluTa

Mpun NpoeKkTMpoBaHUMN cUCTEMbI YNpaBneHus AoKyMeHTaMu criedyeT BbibupaTb NoAxoasLLyo cpeay Xpa-
HeHusi U HocuTenu uHopmauun, cpeacTea PU3NMYECKON 3awWwnThl, Npoueaypbl 06paboTkM U cucTeMbl XxpaHe-
HWsA. Beibop HocuTens uHgopMauMu 3aBUCUT OT CPOKOB XpaHeHUA AOKyMeHToB. CucTema ynpaBneHus
[AOKYMEHTaM1 AoMKHa bbITb NOAroTOBEHa K Ype3BblYaiHbIM CUTYaLUsaM Tak, YTobbl onpeaensTb U ymeHbluaTb
puckn. Bo Bpemsi u nocrne BOCCTaHOBMNEHUA AesTENbHOCTU opraHu3auunn, noctTpagasLuei oT Ype3BblYaiHbIX
cuTyauunii, cucTema ynpasneHus AOKYMeHTaMu JOMDKHA COXPaHATL CBOK LeNOCTHOCTb U AEMOHCTPUPOBATh
aTo.

8.3.4 PacnpepeneHHoe ynpaBneHue

Cuctembl ynpaBneHUsi 4OKYMeHTaMu A0MkHbl 6biTb cnocobHbl NogaepXkueaTth anbTepHaTUBHbIE Ba-
puaHTbl pasmeLleHns 4oOKyMeHTOB. B HeKOTOpbIX criydasx, ecnv NnpaBoBas U HOPMaTUBHaNA cpeaa No3BOsOT
370, AOKYMEHTbI AonyckaeTcs (buanyeckn XpaHuTb B OQHOW opraHu3auun, a ynpasneHne UMn n 0TBETCTBEH-
HOCTb 3@ HWX MOXHO Bo3naraTb MBO Ha opraHusauuio-cozgaTens, NMbo Ha ApYroh NONMHOMOYHbLINA OpraH.
Takoli nopsaok pasMeLleHnsi, pasnuyaroLMil XxpaHeHue, BnageHune U 0TBETCTBEHHOCTb 32 AOKYMEHTbI, Xapak-
TepeH AN 3NEKTPOHHBIX JOKYMEHTOB, pa3MeLlieHHBIX B 3fIEKTPOHHBIX cucTemax ynpasneHusa AOKYMeHTamu.
MepemelleHme AOKYMEHTOB MOXET MPOMCXOANTD B Nl060e Bpems, NPU 3TOM OHO A0SMKHO BbITb KOHTPONIMPYEMO
1 AOKYMeHTanbHO 0dbopMIIEHO.

8.3.5 KoHBepTUpOBaHUe U MUrpaLUA

CucTembl ynpaBfieHWs AOKYMEHTaMu crieyeT NpoeKTUpoBaThb Tak, YTo6Gbl AOKYMEHTHI OCTaBanuchb
ayTeHTUYHbIMU, HaAEXHBIMW 1 NPUrOAHBIMA A5S UCMONb30BaHUA HE3aBUCUMO OT SIoObIX U3SMEHEHWI B cUCTe-
Me ynpasneHns AoKyMeHTamu (B TOM YMCIie NPU KOHBEPTUPOBaHUN hOpMAaTOB, MUTPaLUM MEXAY TEXHUYECKUM
obopynoBaHuem, onepaLMoHHbIMUM CUCTEMaMU UK crieLManbHbIMU NPOrPaMMHBIMKU NPUNOXKEHUAMUN) B Teve-
HWe BCero neproaa Ux xpaHeHus (B COOTBETCTBUM C 8.5).

8.3.6 HocTyn, NnOUCK U UCNONb30OBaHUe

CucTembl ynpaBrneHus JOKyMeHTaMmu A0SKHbI o6ecnevnBaTh CBOEBPEMEHHbIN U 3hHEKTUBHBIN NOUCK U
AOCTYN K QOKYMEHTaM, Heobxo4MMbIM A1 OCYLUECTBAEHUA AeN0BON AeATENbHOCTU U OTYETHOCTH.

CucTeMbl ynpasreHust JOKyMeHTamu A0SMKHbI UMEeTb U MPUMEHNATb CPeAcTBa KOHTPOMA 4OCTYNa, YToObI
obecneyvmBaTh COXpaHHOCTL AOKYMEHTOB. OHUAOMKHBI 06ecneumBaTh cosaaHne U noaae pXKy NpoToKoNa KoH-
TPOMA CUCTEMHbIX NMPOLECCOB UMN Apyrne meTtoabl, nossonsiowme acddekTMBHO s3awmaTb JOKYMEHTbI OT
HecaHKUMOHMPOBaHHOIO UCNONb30BaHUA, U3MEHEHUS UITU YHUUTOXEHUS.

8.3.7 XpaHeHUe U YHUUTOXEeHNEe AOKYMEHTOB

CucTeMbl ynpasneHust [OKyMeHTamMu A4okHbI obecneynBaTh NpoLecchl XxpaHeHusi, oTbopa 1 nepegayn
AOKYMeHTOB AN NocneayoLwero XxpaHeHus unn yHuIToxxeHus. [leiicteust no otbopy v nepegaye 4OKYMEHTOB
Ha AarnbHelLee XpaHeHne U YHUITOXeHUe MOryT 6biTb NpeanpuHATHI B N060M nepyuog )KU3HEHHOTo LuKa
OOKyMeHTa, B TOM YUCle Ha CTaAuu NPOeKTUPOBaHUSI CUCTEMBI YNpaBrneHusl JokymeHTamu. [lomkHa 6biTb
npegycMoTpeHa BO3MOXHOCTb aBTOMaTU4eckoro otbopa (M3bsATUS) JOKYMEHTOB U3 CUCTEMbl yNpaBneHusi
AOKyMeHTaMu ANA nepefayn ux Ha AarnbHenlee XpaHeHue Uin yHudToxeHne. CUcteMbl yrnpasneHnst JOKy-
MeHTaMu A0SKHbI NoAAepKUBaTh MPOTOKOSbI KOHTPOSISA CUCTEMHBIX MPOLLECCOB UMK Apyrve meToAbl, obecne-
ynBaloLLMe OTCreXnBaHue Bcex AencTBuin No oTbopy 1 nepegaye AOKYMEHTOB Ha AanbHelllee XpaHeHne unm
YHUUTOXEHWe.

8.4 MeToponorus npoeKTUpoBaHUA U BHeAPEHUA CUCTEMbI YNpaBrieHUs AOKYMeHTaMM1

Mpun NpoeKTMpOBaHNM U BHEAPEHUN CUCTEMBI YIIPaBIieHUsl AOKYMeHTamMn ocoboe 3HayeHue umeeT MeTo-
Jonorusi ee NpOEKTUPOBaHNUA 1 BHeAPEeHUs1, BKIoUatoLLas HukenepevncneHHele atans.

MeTogonorus, onucsiBaemas B nepeuncrneHusx a) — h), He asnseTca NMHENHOW. 3TU 3afaun gonycka-
€TCA BBINOMHATL Ha PasfIMYHbIX CTaANUAX, MHOTOKPaTHO, YaCTUYHO UMW NOSTHOCTbIO, B COOTBETCTBUU C OpraHu-
3aUMOHHBIMU NOTpebHoCTAMUN, odbuLManbHBIMKU TpeboBaHUAMMU U USMEHEHUAMUN OPraHU3aLMOHHON cpeabl Unn
cpefbl ynpasrieHu s JOKYMeHTaMMu.

a) MpeaBapuTensHoe obcnegoBaHue BKMovaeT B cebs:

- cbop uHbopMaLM1 Ha OCHOBE aHanusa A0KYMEHTarbHbIX UICTOYHWUKOB 1 NyTEM UHTEPBbIOUPOBaHUS;

- n3yyeHue Lienen 1 3agad opraHnsaLumm, ee CTPYKTypbl, HOpMaTUBHOWN, AENOBOI U NONIMTUYECKONR Cpeabl,
KpUTU4ecknx hakTopoB U HeQOCTaTKOB, CBA3AHHBIX C YNpaBnieHWem AoKyMeHTaMu.

b) AHanus aenoBon feATenbHOCTU BKINOYaeT B ceba:

- cbop MHopMaLnK N3 AOKYMeHTalbHbIX UICTOMHUKOB U NMYTEM UHTEPBBLIOUPOBAHUS,;

- naeHTUdMKaLMIO U AOKYMEHTUPOBaHWNE Kaxaon hyHKUWW, BUAa AeNoBON AeATENbHOCTU 1 onepaLmi;

- YCTaHOBMEHWE UX Uepapxuu;

- MOJenupoBaH1e NPoLECCOB 1 COCTaBMALLMX UX ONepaunii.
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c) OnpegeneHue TpeboBaHWI K AOKYMEHTaM BKMOYaeT B cebs:

- cbop UHbopMaLMM N3 AOKYMEHTanbHbIX ICTOUMHMKOB U NyTeM UHTEPBLIONPOBAHWS;

- BbIsIBMEHWE Kaxaon oyHKLMN 1 BUAa AeNOBON AeATENbHOCTU, pearnnayeMblX C MOMOLLbIO OKYMEHTOB
(3T TpeboBaHMsA MOryT BbITb BbINOSIHEHEI HA OCHOBE aHanu3a HOpMaTUBHOW cpeabl OpraHn3aunn B COOTBET-
CTBWM C pasgenom 5);

- onpegeneHne cTeneHn pucka B criyyae, ecrii AOKYMeHTbI He Bblnn co3gaHbl U (Mnn) He CoXpaHeHb!;

- onpeAgeneHune Toro, Kak kaxxgoe TpeboBaHne MoXeT BbITb BbINOSTHEHO B paMKax NpoLeccoB ynpasreHus
AOKyMeHTaMu;

- yeTkoe chopMynnpoBaHne 1 AoKyMeHTanbHoe odopmneHne TpeboBaHWU K QOKYMEHTaM;

- BbIGOp noaxoasLuelt CTPYKTYpbl AOKYMEHTOB, Hauydwm o6pa3om COOTBETCTBYHOWEN KaxXaon hyHK-
uun, B1uay enNoBoi AesiTeNbHOCT Uy onepaLun.

d) OueHkKa CyLLecTBYOLIMX CUCTEM YNpaBneHnsl JoKyMeHTaMu npeacTaBnseT cobou:

- NAeHTUMKALMIO U aHanNU3 CYLLeCTBYIOLMX CUCTEM yrnpaBneHUsl AoOKyMeHTaMu U apyrux uHdopma-
LIMOHHBIX CUCTEM B LieNsX OLEeHKN MX 3KCNyaTaLUoHHbIX XapaKTepuUcTUK Ha npeameT CooTBETCTBUA TpeboBa-
HUAM, NPeabABASAEMbIM K JOKYMEHTaMm.

e) Obecneverue cobnrogeHns TpeboBaHU K JOKYMeHTaM BKIloYaeT B cebs:

- onpegeneHue n opMmynuposaHue TpeboBaHWN K AOKYMEHTaM;

- yCTaHOBNEeHWe NPUHLMNOB NOSIMTUKA, CTaH4aPTOB, NPoLEeAYp U NPaKTUYeCKnX AeNCTBUNA;

- MPOEKTMPOBaHME HOBbIX CUCTEM YNpaBfeHna JOKYMeHTaMn U BHeApPeHNe UX Takum o6pasom, 4Tobbl
cobrnoganuck yctaHoBMeHHbIe TpeboBaHMS K JOKYyMEHTaM.

CrpaTterna MoxeT 6bITb MpUMEHEHa K KaxxaoMy TpeboBaHUIo KAOKYMEHTaM OTAENbHO U B KOMBUHaUMN.
Crpaterus gomxkHa 6biTb BbibpaHa Ha OCHOBE CTeMNeHU pucka B criydae HeBbINofiHeHust Tpe6oeaHmsa nnbo B
pamMkax pyHKLWM (4N nogaepKaHns KOTOPOoN NpedHa3HavyeHa cucTeMa ynpasneHUa 4oKyMeHTaMu), cywecT-
BYIOLLIE CUCTEMHOI cpeabl UNN KOPNopaTUBHOM KyNbTypbl, B KOTOPOWA MPUMEHSIIOT CTpaTernio, CornacHo pas-
aeny7.

f) MpoekTupoBaHune crucTemMbl ynpasneHusl JOKyMeHTaMu BKIloYaeT B cebs:

- pa3paboTky cTpaTeruu, NpoLEeCcCcoB 1 NPUHLMMNOB NPaKTUKK, ONUCBIBAEMbIX B HACTOSAILLEM CTaHAapTe;

- obecneyeHne Toro, YTOBHEI crcTema ynpaBneHns JoKyMeHTaMu nogaepxusana npouecckl 4enoBon
AeATenbHOCTU, a He MeLuarna um;

- OLIeHKY W, B cny4vae HeobXxoanMocTi, NepenpoekTMPOBaHE NPOLECCOB AENOBO AEATENMbHOCTU, a Tak-
e UCMoNb3yeMbIX NHHOPMaLMOHHO-KOMMYHUKALMOHHBIX CUCTEM A5 BKITIOMEHUA B HAX NPOLIECCOB MO yrpas-
NeH1Io JOKYMEHTaMU.

g) BHeapeHMe cucTembl ynpaBneHus 4oKyMeHTaMm

BHeapeHue cucTeMbl ynpasneHnst JOKYyMeHTamu cnegyeT npoBOAWUTL CUCTEMHO C UCMIONb3OBaHUEM NPO-
€KTHOro NraHMpoBaHUs U MeTOO0NOMMI, NOAXOAALNX ANA AaHHOW CUTYaLMK, a Takke C Lesbio UHTerpaumm
paboTbl 3TON CMCTEMbI B NPOLIecChl 4eNoBOM AeATeIbHOCTU 1 ApYrve CBA3aHHbIE C HEN CUCTEMBI.

h) O6cnegosaHue nocne BHeapeHWs NpeacTasnsieT coboi:

- HEOTBbEMMEMBI U HEMPEPLIBHBIA NpoLecc cbopa nHdopmauumn o paboTe cUcTeMbl yNpaBneHus 4oKy-
MeHTaMu. OTO MOXeT ObITb MPOBEAEHO MYTEM UHTEPBLIOUPOBAHMS PaBOTHUKOB Y OCHOBHBIX UCTIONHUTENEN C
MOMOLLbIO aHKeT, HabrrodeHNs 3a CUCTEMOW B AEACTBWN, U3y4YeHUs NpoLeaYyPHBIX HCTPYKUMIA, y4eBHbIX MaTe-
puanoB 1 Apyron JoKyMeHTauun, a Takke nyTem nposeaeHus BbI6OPOYHbIX NPOBEPOK Ka4eCcTBa OKYMEHTOB,
NCMONbL30BaHWS KOHTPOSbHbIX Mep;

- COMPOBOXAEHWE CUCTEMbI YNPaBIeHNsi SOKYMEHTaMu nyTeM NPOBEPKM 1 oLeHKN ee paboThl;

- nogaepxka paboTbl CUCTEMbI YNpaBneHUs A0KYMeHTaM1 NyTeM UHULAMPOBAHMS N MOHUTOPUHIA Kop-
PEKTUPYIOLW X AEACTBUN;

- KOHTPOmNb PYHKLMOHUPOBAHUSA CUCTEMbI YNpaBrneHns AOKYMEeHTaMn NyTeM YCTaHOBMEHUs pexuma
HenpepbIBHOrO MOHUTOPWUHIa 1 PErYNSIPHON OLEHKN.

8.5 MNpekpalleHne npuMeHeHUA cUcTeM ynpaBneHUAa AOKYMeHTaMu

B cnyyae npekpalleHns UCnonb3oBaHUsA CUCTEMbI YpaBneHUs JOKYMEHTaMM U yTpaThl eto Nerntum-
HOCTM OOKYMeHTbl bonblue He cregyeT BKIYaTh B 3Ty CUCTEMY, OOHAKO HaxodsLMecs B Hell JOKYMEHTbI
[OMKHBI 6bITb 4OCTYMHbI. [JoKyMeHTbl MOryT BbiTb NepemMeLleHbl U3 CUCTEMBI YNpaBneHus JOKYMeHTamu B
COOTBETCTBUMU C ASNCTBYIOLUMN NPaBunamMmn XxpaHeHus n oTéopa (nepedadn) Uy B COOTBETCTBUM CO CcTpaTern-
AAMU KOHBEPTUPOBaHWNSA U MUrpaLunn. MpoLecc npekpaLleHUsi NpUMeHEeHUsi CUCTEeMbl yNpaBieHns AoKyMeHTaMm
AomkeH 6bITb AOKYMeHTarnbHo 3adUKCMPOBaH B TON Mepe, B KOTOPO 3To NnoTpebyeTcs ANs COXpaHeHNs ayTeH-
TUYHOCTUN, AOCTOBEPHOCTU, MPUrOAHOCTU ANS UCMOMb3OBaHNS N LUENOCTHOCTU AOKYMEHTOB, NO-NpeXHemy
HaxoasLWMXCA B 3TON cUcTeme, BKIoYas nnaHbl KOHBEPTUPOBaHMS UMK Npeobpa3oBaHns AaHHbIX (CM. 7.2).
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9 lNpouecckl ynpaBrneHUsi AOKYMeHTaMu U KOHTPOrb

9.1 AkcnepTusa AOKYMeHTUpOBaHHOM MHdopMauuu, nopnexalle BKMAIOYEHUIO B CUCTEMY
ynpaBneHus oKyMeHTaMu

OnpepeneHue coctasa AOKYMEHTUPOBaHHOW MHOpMaLMK, Noanexallein BKIHOYEHNIo B CUCTEMY yrpas-
neHusi JOKyMeHTamu, 6a3npyeTcs Ha aHann3e HopMaTUBHOW cpe bl U MOTPebHOCTen AeNOBON AeATENbHOCTU
OTYETHOCTU, a TaKKe Ha OLIeHKe CTENEeHM PUCKOB B Cllyyae, eClN 3TN AOKYMEHTbI He ByayT BKIOYeHbI B CUCTEMY.
TpeboBaHWsA MOTyT pa3nuyaTbCcs B 3aBUCUMMOCTM OT TUMa OpraHMsaL/mn, NPaBoBoro 1 COLManbHOro KOHTEKCTa,
B KOTOPOM OHa AeNCTBYeT.

[okyMeHTbl co34atoT B CaMOI opraHuaaLm 1 NosyyYatoT U3BHE Ha PasinUHbIX HOCUTENSX U C UCMOb30-
BaHMEM NOCTOSIHHO MEHSIOLLUXCA TeXHOMornn. [JJokyMeHTUpoBaHHasa MHpopmauns aBnsieTcs QUHaMUYHON,
OHa MOXeT BbITb CO34aHa MHOXXECTBOM UCTIONHUTENEN, CYLLLECTBOBATL B HECKOSTbKNX BEPCUSIX M HAXOAUTLCA HA
pasnu4YHbIX CTagusx GopPMUPOBAHUSA B TEYEHNE Pa3NINYHbIX MePUOLOB BPEMEHMN.

[okyMeHTUpoBaHHyo MHOpMaLMo crneagyeT BKNOYaTb B CUCTEMY yrpaBneHust 4oKyMeHTaMu B kavec-
TBE AOKYMEHTOB 1 CBA3LIBATbL C METaAaHHbIMU, XapaKTepuayoLWwmnmMm ee ocobblii 4e0BOW KOHTEKCT, B clyyae,
ecnunoHanobyxagaeTt opraHn3aunn K AeNCTBINIO, CAYXXUT AN UX OTYETHOCTU, a Takke JOKYMEHTanbHO huKCUpy-
eT OENCTBUS, peLLEeHNs UM NMPOLLeCChl MPUHATUSA PeLUEHWIA.

9.2 OnpepeneHue cpoKOB XpaHEHUA AOKYMEHTOB

MpuHATHE peLleHNA 0 CPoKaX XpaHeHWUs JOKYMEHTOB B CUCTEMe YNpaBieHUsl JOKYMEHTaMn OCHOBLIBaET-
€Sl Ha oLleHKe HOpMaTMBHOW cpefbl, NoTpebHoCTen AeNOBON AeATENIbHOCTM N OTYETHOCTHU, a Takke Ha oLeHKe
puckoB. B Hauane npoLecca K NpUHATUI0 Tak1X peLleHuin cnegyeT npuBnekaTb CTPYKTYpHble nogpasaeneHus,
aAMWUHUCTPUPYIOLLME KOHKPETHbLIW BUA AeNOBON AeATENbHOCTA, OTBETCTBEHHOrO COTPYAHUKA CryXObl ynpas-
NeHNs AOKYMeHTaMu1 U Apyrne nnua, NnpuyacTHble K 3TOMY NpoLeccy, B COOTBETCTBUM C BHELUHE U BHYTPEHHEN
MOMUTUKON ynpaBneHns AoKyMeHTaMun Unu ctaHgaptamu. MNpasosbiMU UK HBIMU TpeboBaHMSAMU HOPMATUB-
HOW cpedbl yCTaHaBIUBAOTCA MUHUMATIbHBIE CPOKU XpaHEeHWUsi LOKYMEHTOB B CUCTEME YNpaBrieHnsi OKYMeH-
TamMu, BMECTe C TEM K peLLeHNIo 3TOro Bonpoca crieqyeT NpuBnekaTb YNOSIHOMOUYEHHbIE OpraHbl (apXUBHbIE
opraHbl unu ayautopos). [Npu onpeaeneHn CpoKoB XpaHeHWs QOKYMEHTOB criedyeT yunTbiBaTh Npasa v uHTe-
pecbl BCeX 3aMHTepecoBaHHbIX Nuu. lMpuHUMaeMble pelleHua He AOMKHbI NpeAHaMepeHHO HapylwaTtb
Kakue-nubo npasa gocTyna.

YnpaBneHue xpaHeHNneM JOKyMeHTOB AOSDKHO OCYLLEeCTBNATLCA ANS:

a) COOTBETCTBMA TEKYLUMM M ByayLwmm noTpebHOCTAM AeNOBOWN AeATENBHOCTU NOCPEACTBOM:

1) coxpaHeHusi MHopMaLUKM O NPOLNBLIX U HACTOALUNX PeLleHUAX U Buaax AeATENbHOCTU (Kak 4acTu
KOpropaTUBHOM NamMsATU) B LeNsX MHOPMaLUMOHHOTo o6ecneveHns pelleHuin U AeATENbHOCTUA B HACTOALLEM U
GynyLuem,

2) coxpaHeHUsi ooKas3aTenbCTB NPOLUNON U HACTOoALEeN AeATENbHOCTU ANA cobntoaeHna 06asaTenscTs
OTYETHOCTH,

3) cBOEBpPEMEHHOro CaHKLMOHUPOBAHHOMO U CUCTEMAaTUYECKOrO YHUHTOXEHUSA OOKYMEHTOB, KOTOPbIe
60nblle He UCTIONb3YIOTCH,

4) coxpaHeHUs KOHTeKCTa AoKyMeHTa Ansa Toro, 4Tobbl Gyayline nonb3oBaTeny MOruM cYUTaTb AOKY-
MEHTbI ayTEHTUYHBLIMW U AOCTOBEPHBLIMU AaXe B TeX CNy4asnx, Koraa cUCTeMbl ynpasneHnsa AokyMeHTaMu, B
KOTOPbIX OHWU XpaHWIUCh, MpeKpaTuIIn CBOe CyLecTBOBaHWE UK NOABEPTNCH CYLLECTBEHHBIM U3MEHEHUAM;

b) cooTBeTCTBUSA NPaBOBLIM HOPMaM NyTeM 4OKYMEHTUPOBaHUSA, Pa3bACHEHWUA U NPUMeHeHUA Tpebosa-
HWUIA HopMaTMBHOW cpeabl B cchepe ynpasneHna AOKYyMEHTaMU B KOHKPETHOM HanpasneHun 4enoBon AeaTenNb-
HOCTU;

C) COOTBETCTBMUSA TEKYLLUM U ByayLLMM NOTPEBGHOCTAM BHYTPEHHUX U BHELHWUX 3aUHTEPECOBaHHBIX UL
nocpeaAcTBOM:

1) naeHTUdMKaLNM 3aKOHHBIX NHTEPECOB, KOTOPbLIE 3auHTEepeCcoBaHHbIE NMua MOryT UMeTb B OTHOLWE-
HUM COXPaHHOCTU JOKYMEHTOB B TeueHue bonee AnuTenbHOro cpoka, 4em aTo HeobxoanMmo camon opraHusa-
uun. B cocTaB 3auMHTEpecoBaHHbIX MWL MOTYT BXOAUTbL AeNoBble NapTHepbl, KMMEHTH U Apyrue nuua, Ha
KOTOpbIX BMUSIIOT peLleHns U AeNCTBUA AaHHOW opraHnu3auun, a Takke Te, KoMy opraHusauua oskHa npego-
CTaBISATb AOCTYM K CBOUM JOKYMEHTaM B LIeNAX OTYETHOCTU (ayAUTOPbI, OpraHbl BNacTu 1 yNpasieHnsl, opraHel
CNeAcTBUS, apXUBHbIE OpraHbl Unu nccneposaTenn),

2) yCTaHOBIEHUS U OLIEHKN MPaBOBbIX, PUHAHCOBLIX, NOAUTUYECKUX, COLMANbHBLIX AN APYTUX MO3UTUB-
HbIX pPe3ynbTaToB OT COXPaHEeHUsl JOKYMEHTOB ANs CRyXeHUA nHTepecam uccnegosarenen n obliecrtsa B
uernom,
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3) cobniogeHus TpeboBaHMIA COOTBETCTBYIOLLErO apPXMBHOMO OpraHa B pamkax AeNCTBYOLLEero 3aKkoHo-
aaTenbcTBa.

K noKymMeHTam AnUTensHOro UM MocTOSIHHOTO CPOKa XpaHeHUs 06bIMHO OTHOCAT AOKYMEHTI, KOTopble!

- cogepxart cBegeHUs 0 NonMTUKe U eACTBUAX OpraHnsaunu;

- cogepXar cBeeHus 0 B3anMOAeNCTBUN OpraHM3aLnm ¢ o0bcnyxnsaembiMun €10 KNMeHTamu;

- AOKYMeHTanbHO (hMKCUPYHOT NpaBa 1 06A3aHHOCTN OTAENbHbIX JTAL, U OpraHu3aLunii;

- UCMONb3YIOT ANsl CO34aHns «NaMaTn» 06 opraHnsaumMn B HayYHbIX, KyJbTYPHBIX UMW NCTOPUYECKNX
uensx;

- coaepxart cBeeHUs 0 AesATeNbHOCTU, NPpeACTaBNSAOLWEe MHTepec A1 BHYTPEHHWUX U BHELLIHUX 3auHTe-
PECOBaHHbIX NL.

9.3 BknioyeHUe 4OKYMEHTOB B CUCTEMY yNpaBleHUs [OKyMeHTaMu

BkntoyeHWeM JOKYMEHTOB B CUCTEMY yrpaBlieHWUs AOKYMEHTamMn gocTuraoTes cnegyoLme Lenu:

- yCTaHOBIEeHMEe B3aUMOCBS3e Mexay OOKYMEHTOM, ero cosgaTernieM 1 KOHTEKCTOM Co3daHusi AoKy-
MeHTa;

- pa3meLleHue (bukcauns) AOKyMeHTa, MeTadaHHbIX O HEM U ero B3aMMOCBSA3el B cUCTeMe yrnpaBrieHus
OOKYMeHTaMu;

- YCTaHOBIEHMWE CBA3EN C APYTMMN [OKYMEeHTaMM.

Mpw BKMIOYEHWUN AOKYMEHTA B 3/1EKTPOHHYHO CUCTEMY YNpaBneHust JOKYMeHTamun emMy MoryT 6blTb npu-
CBOEHbI MeTafjaHHble, BKMOYEHHbIe, NpUcoeauHEHHbIE UMK CBA3AHHbIE C HUM HEe3aBUCUMMO OT ero dopmara.
OTO AOMKHO BbITE NPeAycMOTPEHO B MpoLieaypax CUCTEMbI YNpaBieHus JoKyMeHTaMu. Takne meTagaHHble
ocobeHHO HeobxoaUMBbI ANs KOHTPOSS cTaTyca, CTPYKTYPbI M LLeNToCTHOCTM AoKyMeHTa B Nioboe BpeMsl, a Takke
Ans nokasa ero cBA3ei ¢ Apyrumun JOKYMEHTaMU.

MeTogael, obecnevvBaroLime BKIIOYEHE JOKYMEHTa B CUCTEMY YNpaBneHns AOKYMeHTamu, MOryT BKITHO-
yaTb B ceba:

a) knaccuukaumio 1 MHAeKCUpOoBaHWe, KOTOpble NO3BOSSIIOT COOTBETCTRYIOWMM 06pa3oM co3fgaBaTb
CChISIKM, MPOBOAUTL IPYNMNUPOBKY, MPUCBaMBaTbh MMeHa, 3aluwaTe kKoHduaeHUunansHocTb, obecneunsarb
[OCTyN ANng nonb3oBaTtenei, a Takke NPOBOAUTb NOUCK, 0TOOP 1 naeHTUdMKaumno HeobxoamMblx (BocTpebo-
BaHHbIX) JOKYMEHTOB;

b) pacnonoxeHne 4OKYMEHTOB B NIOrMYECKO NocrnegoBaTenbHOCTU (Kak ByMaXHbIX Aer, Tak U 3nekT-
POHHBIX ANPEKTOPUIA), ynpoLlatoLLeil nocrneaytoLee NCnonb3oBaHue AOKYMEHTOB U CNPaBoYHYo paboTy;

C) peructpauuto, kotTopas obecneynBaeT OoKasaTeNbCTBO CYLUECTBOBaHWUA AOKYMEHTOB B CUCTEME
ynpasfeHns JOKYMeHTaMu;

d) cucTtembl, popmanuayoe Mogeny AeNcTBUiA, OCYLLLECTBNASIEMBIX B NpoLecce AeroBoi AesATerb-
HOCTH:

) co3aalT MeTagaHHble, ONUCHIBAOLLME KOHTEKCT;

) obecnevnBaloT 4OKa3aTENbLCTBO MECTOMNONOXKEHUS AOKYMEHTA;

) NAEHTUPULMPYIOT, Kakne 4eNCTBUS NOANEXaNN UCMOSIHEHUIO, HO HE BbIMOJSTHEHBI;
) MAEHTUULUPYIOT, KTO UMEen AOCTYN K AOKYMEHTY;

) UAEHTUDULMPYIOT, KOorga Takon AOCTYN MMer MecTo;

) obecneuvnBatoT cBUAETENLCTBA 06 ONepaumsx, NPom3BeAeHHbIX C AOKYMEHTOM.

9.4 Perucrtpauun

B cucteme ynpaBneHus AOKYMeHTamu, OCyLLEeCTBSIOLWER NPoLecChl perucTpauun:

a) AOKYMEHT PerucTpupyroT Npu BKIKOYEHUM ero B CUCTEMY yNpaBrieHnUs OKYMeHTaMu;

b) Oo 3aBeplleHUs pernctpaunmn QOKYMeHTa He gonyckaeTcs NpeanpuHMMaTh Kakue-n6o AerncTBus,
BNUAOLWME Ha Hero.

OCHOBHbBIM HasHa4YeHWeM perucTpauun sesnseTca obecrnedeHne AokasaTenbCcTBa TOro, YTo AOKYMEHT
6bln co3aaH Uy BKIKOYEH B CUCTEMY YrpaBreHust AoOKYMEHTaMmu, a AONONHUTENbHBIM HasHa4YeHUEM — ynpo-
LeHWe noncka aokymeHTa. Pernctpauums BkntovaeT B cebs kpaTkoe onncaHue 4OKYMEeHTa UK 3anncb MeTa-
AaHHBIX 0 AOKYMEHTe, a TakKe NPUCBOEHNe AOKYMEHTY naeHT1dMKaTopa, yHUKansHOro BHyTpu onpeaeneHHon
CUCTeMbI yripasneHns 4okyMeHTamu. PerncTpaums doopManmayeT BKIOUYEHUE JOKYMEHTa B CUCTEeMY ynpaBre-
HUS JOKYMEHTaMMU.

[oKyMeHTbl MOTyT ObITb 3aperMcTpUpoBaHbl B CUCTEME YrpaBlieHUs AOKYMEHTaMU Kak LeHTpanMsoBaH-
HO, TaK 1 AeLleHTpan13oBaHHo. B anekTpoHHOM cpeae cUCTEeMbI ynpaBeHUs 4OKYMeHTaMyU MOTyT GbiTb CNpoek-
TUPOBaHbI TaK, YTOObI PErncTPUPOBaTL AOKYMEHThI NOCPEACTBOM aBTOMaTUYECKMX NPOLECCOB, He Tpebyowmx
BMeLlaTenNbCTBa COTPYAHMKA CYXObl yripaBreHWs AOKYMEeHTamu.

o O WN -
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9.5 Knaccudukauua

9.5.1 Knaccudukaumua nenoBou AeATeNbHOCTU

Knaccudukauna genoson AeATenbHOCTU ABMSETCH MOLHLIM UHCTPYMEHTOM, MOMOraloLWwmnM BeAEHNIo
[enoBoO AeATeNbHOCTA, U NPUMEHAETCS BO MHOTUX MpoLeccax no ynpaefeHUio AOKYMeHTaMu, BKoYasa B
cebs:

a) ycTaHOBMeHune CBA3en Mexay oTAerNbHbIMA JoKyMeHTaMu Ana obecneyeHnss HenpepbIBHOrO AOKY-
MEHTUPOBaHUA OeATENbHOCTY;

b) cornacoBaHHoe NPUCBOEHNE UMEH OKYMEHTaM B Te4YEeHWE ANUTENBHOrO BpEMEHN;

C) okasaHue MoMOLLM NPY NOUCKE BCEX AOKYMEHTOB, OTHOCALLMXCA K onpeaeneHHon hyHKUUWM unu sugy
NenoBon AeATenbHOCTY;

d) onpegeneHve noaxoAswen Ans pasnUYHbIX rpynn AOKYMEHTOB 3allMTbl KOHUAEHUMANbHOCTH, a
TaKkke pasrpaHAYeHne OCTyna;

€) pasrpaHuyeHue npas nornb3oBaTenen Ha AOCTYN UNKU Ha NpoBeAeHue AeUCTBUIA ¢ onpeaeneHHbIMU
rpynnamMu JOKyMEeHTOB;

f) pacnpeneneHve oTBETCTBEHHOCTM MO ypasneHuWio onpeaeneHHbLIMU rpynnamMu JOKyMEHTOB;

g) pacnpegerneHve JOKYMEHTOB M0 OTAeNbHbIM NpoLeAypam B pamKax AenoBoi AeATeNbHOCTY;

h) onpeaeneHue cCOOTBETCTBYIOLMX CPOKOB XpaHEeHUs U AEUCTBUIA N0 0TGOPY AOKYMEHTOB Ha XpaHeHue
WU YHUUTOXEHUE.

9.5.2 KnaccudukaumoHHble CUCTEMBI

KnaccudukaunoHHble CUCTEMBI OTpaXaloT AeATeNbHOCTb OpraHu3auun, B KOTOPOW OHU co3daHbl, U
06bluHO BasupyloTcsl Ha aHanuse AenoBOW AeATeNbHOCTU opraHusaunn. KnaccudpukaumoHHble cucTembl
MOFYT MUCNOMb30BaTLCA AN NOAAEPKKU PasfUYHbBIX MPOLEeccoB ynpasneHusa gokymeHTamu. OpraHusaumsm
HeobxoaMMo onpenensTb CTeneHb KraccurkalMoHHOro KOHTpons, HeobxoaMmoro Ans Lenei ux AenoBoi
[eATenbHOCTU.

9.5.3 CnoBapu ucnonb3yeMbIX TEpPMUHOB

KnaccudukaunoHHble cucTeMbl v ykazaTenn MoryT 6biTb 4ONOMHEHbI CIIOBaPSAMU UCTIONb3YEMbIX TePMU-
HOB, PasbACHSAOLWMMU cneyndrieckue Ans opraHMsaunmn TepPMUHBI U X UCMOMNb30BaHMKe.

9.5.4 UHpekcupoBaHue

MHaeKkcMpoBaHMe MOXHO NPOBOANTL «BPYYHYHO» UM aBTOMaTUYECKM U OXBATLIBATL 3f1EMEHTbI, B pasHOW
cTeneHun o6beanHEHHbIe B CUCTEME YNpaBieHns JoKYMeHTaMu.

9.5.5 HasHayeHMe MHOEKCOB U KOOOB

Mpw cebinkax Ha AoKYMeHTb! 0BbIMHO UCNonb3yoT Gonee kpaTkne hopMbl, YeM 3aronoBKu (Kak npasuno,
WHAEKChI, HOMepa 1 KoAbl), KOTOpbIe NMO3BONSAT MAEHTU(UUNPOBATL AOKYMEHTHI.

MHaekcauna no3sonseT ycTaHaBMBaTb MECTOMOMOXEHNE AOKYMEHTa, NOCKOMNbKY ero MHAeKe, Homep
1N KOA yKasblBatoT «aapecy onpeaeneHHoro A0KyMeHTa, No KOTOPOMY AOKYMEHT MoXeT BbITb HaaeH B cucTe-
Me yrpasneHus JOKyMeHTamu.

9.6 XpaHeHue U obpaLleHne ¢ JOKYMeHTaMU

JloKyMeHTbI cneayeT XpaHUTb Ha HOCUTENSIX, KoTopble obecneynBaoT UX NPUroAHOCTb AN UCNOoNb3oBa-
HWS, AOCTOBEPHOCTb, ayTEHTUYHOCTb 1 COXPaHHOCTb B TEYEHMe YCTaHOBNEHHOro neproaa BpemMeHun (cMm. 8.2).
Mepel, o6ecneumBaroL e XxpaHeH1e, obpalleHne 1 UCnonb3oBaHue AOKYMEHTOB, crneayeT NprMHUMaTh Ha Npo-
TSXKEHWW BCero nepmnoaa NX KM3HeHHOro LMKa.

JoKkyMeHTBI TPeBYIOT TakMX YCIOBWIA M TEXHONOTUIA XPaHEHUS], KOTOPbIe YYUTBIBAKOT MX 0Cobble dnsnyec-
Kue U XuMuyeckme cBoncTBa. LieHHble 4oKyMeHThl TpebytoT 6oree Ka4eCTBEHHOMo XpaHeHus n o6enyXXmBaHums
¢ TeM, YToB bl COXpaHATb 1X 40 TEX NOP, NOKa OHWM He YyTPaTAT CBOK LLIEHHOCTb. Y CNOBUS U TEXHONOT M XpaHeHUs!
OOKYMEHTOB A0MKHbI BbITb CNPOEKTUPOBaHbI TakuM 06pasoMm, YToGbl 3alMLLAaTb AOKYMEHTEI OT HECaHKLMOHMU-
POBaHHOro AOCTYNa, YTPaThl UM MOBPEXKAEHNS, @ TaKKe OT KpaXkv U Ype3BblYaHbIX CUTYaLIWiA.

OpraHusaumn goskHel paspabaTtbiBaTb U NPUMEHSTb MHCTPYKLAN NO KOHBEPTUPOBAHUIO U MUTrpaLin
OOKYMEHTOB U3 04HON CUCTEMbI YNPaBeHUs1 JOKYMEHTaMu B Apyryto.

ONeKTPOHHbIE CUCTEMbI YNpaBneHust AOKYMEHTaMn JOSPKHbI BbiTb CPOEKTMPOBaHbI TaK, YToBbI AOKY-
MEHTbI OCTaBanUCb AOCTYMHBLIMU, ayTEHTUYHBIMU, AOCTOBEPHBLIMU U MPUFOAHBLIMW A151 UCMIONb30BaHUA HE3aBU-
CUMO OT NMOBbIX U3MEHEHUA B CUCTEME Ha MPOTSUKEHUM BCEro nepuoaa UX XpaHeHUs U UCNONb3OBaHUS.
M3MeHeHUA B 3NeKTPOHHOW cUcTeMe ynpaBneHust OKYMeHTaMu MOTyT BKNOYaTb MUTpaunio, KOHBEpPTUpOBa-
Hue, BocnpoussedeHue B Apyrux coopmartax unm niobele apyrue yaywime cnocobbl BOCNPON3BeaeHUs AOKY-
MeHTOB. Ecnu Takune npoLecchbl NpOUCXOAdT, criedyeT COXpaHsTb CBUASTENbCTBO NPOU3BeAeHHbIX U3MEHEHUIA,
a Takke nogpobHoe onucaHue NMobbIX M3MeHeHui chopM 1 popMaToB AOKYMEHTOB.
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9.7 Ooctyn

OpraHnszauny gomxkHel paspabaTtbiBaTb U MPUMEHSATb MHCTPYKLIMKU, pernaMeHTUpYIoLLMe BOMPOCh! AOCTY-
na K JOKYMeHTaMm.

HopmaTusHas cpeaa, B KOTOPON hyHKLMOHUPYET OpraHn3aLmns, ycTaHaBnmBaeT OCHOBHbIE HOPMbI 06ec-
neyvyeHnsa npae, yCroBUA U orpaHUYeHUiA AoCTyna, KOTOpble AOMKHBI YYUTBIBATECA NpU paboTe ¢ cMCTEMON
ynpasneHua gokymeHTamu. Takue cpepbl 4eaTeNbHOCTU, Kak koHduaeHUansHoCTb, 6esonacHocTb, cBoboaa
nHpopMaLIMn N apXuBbl, PETYINPYIOTCA chneunaneHelM 3akoHoAaTebCTBOM. [JokyMeHTEl MOTyT codepaTb
nepcoHasnbHyo, KOMMEPYECKYHO UM cryXebHyto uHdopmaumio. B Taknx cnyyasx 4ocTyn K AOKYyMeHTaM unm
NHdOpMaLIMM O HUX cneayeT orpaHudInBaTh.

OrpaHuyeHus gocTyna MoryT pacnpoCcTpaHATLCA Kak Ha COTPYAHUKOB opraHnsaLmm, Tak U Ha MoCTOPOH-
HUX nonb3oBaTenen. JocTyn kK QOKYMeHTaM crnegyeT orpaHuynBaTh, ecnn sToro TpebyeT genosas agesTerb-
HOCTb MNN HopMaTuBHas cpefda. OrpaHWYeHUsa AOCTyna AOMKHBI AeNCTBOBaTb B Te4yeHne 0BOCHOBaHHO
YCTaHOBMEHHOrO Nepuoaa BPeMeHM, Mo UCTEYEHNM KOTOPOro NoanexaT OTMeHe.

O6ecneyveHre COOTBETCTBYOLLEro KOHTPOIA AOCTYNa OCYLLIECTBIAETCA NyTEM NPUCBOEHUA onpeaereH-
HOro cTaTyca QOCTyna Kak AOKYMEeHTaM, Tak U OTAEeNbHBIM fuuam.

YnpasneHue rnpoLeccom 4oCTyna npeaycMaTpusaeT, yYTo:

a) OOKYMEeHTbI pacnpegeneHbl Mo KaTeropusiM B COOTBETCTBUM C MX CTATYCOM AOCTyna B onpeaeneHHoe
Bpewmsi;

b) AokymMeHTbI 4OCTYNHBI TOMbLKO NMLam, o6ragarowmm npasom 4ocTyna K HAM;

C) 3acekpeyeHHble JOKYMeHTbl NIM60 AOKYMEHTbl C OrpaHNYeHHbIM SOCTYNOM MOryT BblTb MPOYTEHbI
TOMbKO MPU HaNM4YUM COOTBETCTBYIOLLIETO paspeLleHuns;

d) npoueccel M onepauny ¢ 4OKYMeHTamMU OCYLLECTBSIOT TOMbKO Te, KOMY paspeLleHo UX BbINOMHATD;

e) noapasfeneHus opraHusaLlmn, OTBETCTBEHHbIE 3a orpeaeneHHble YHKLNW AeN0BON AeATENbHOCTH,
yCTaHaBMNMBalOT CTEMNEHb AOCTYMHOCTN ANs1 AOKYMEHTOB, OTHOCSILLUXCS K 06M1acTV X OTBETCTBEHHOCTU.

MOHWUTOPUHT 1 0TOBpaXkeHne NpaB 1 06s13aHHOCTEN NoNb3oBaTeNsa NP AOCTYNE K AOKYMeHTaM ABNsSeTCst
HernpepbIBHLIM NPOLLECCOM, NMPOUCXOASLIMM BO BCEX CUCTEMaXx yNnpaBreHnst JOKYMeHTaMn He3aBUCUMO OT UX
opmMaToB. DNEeKTPOHHEBIE CUCTEMBI YIIpaBMeH sl OKYMEHTaMU, B YaCTHOCTU, TepPUTOpUarnbHO pacnpeaerneH-
Hble, MOTYT NMony4vath MPOTOKObI UAEHTUMMKALNN NONb30oBaTENen U3 Apyrux NpUROXKeHUA U CUCTEM.

9.8 KoHTponb gokymeHTOOG0OpOTa

9.8.1 O6wWMme nonoxeHus

KoHTponb ABMXEHWS 1 UCNONb30BaHUS AOKYMEHTOB B CUCTEMe ynpaBfeHust AokymeHTamn TpebyeTtcsa
ans:

a) uaeHTUdUKaLMM HeBbIMOTHEHN TpebyeMbIX AeUCTBUN;

b) obecneueHusi noucka 4OKYMeHTa;

C) npeaoTBpaLleHus yTpaTbl 4OKYMEHTOB;

d) MOHWUTOPMHIra UCMONb30BAHUA CUCTEMbI YNPaBEHNs AOKYMEHTAMU B LIENSIX COXPaHEHUS U 3aLLUThbI
nHcpopMaLIMK, a Takke CoOXpaHeHWUs1 KOHTPOMNbHLIX 3anucei 0 NPOU3BeAEHHBIX C AOKYMeHTaMu onepauusx (B
TOM YKCIe O BKITIOYEHUN B CUCTEMY, pernctpaumu, knaccudunkaum, MHAEKCUPOBaHUKN, XpaHeHUU, gocTyne nu
WCMOMNb30BaHUW, MUTPaLIAM U Nepedaye);

€) coxpaHeHusl cnocobHOCTU naeHTUULMPOBaTh, B pesynbTaTe Kakux onepauni (06beanHeHn unm
MUrpaLmmn CUCTeM) BOSHUKNN OTAENbHbIE IOKYMEHTHI.

9.8.2 KoHTponb aencTBumn

KoHTponb AenCTBUIA B cUCTeMe yrpaBneHUa AOKYMEeHTaMu AonyckaeTcst NPUMeHATb ANA NPOoLEecCoB, B
KOTOPbIX AEUCTBUS OrpaHUIeHbl BpeMeHHbIMU paMKaMu, yCTaHaBAMBaeMbIMU OpraHu3auen nu ans opraHu-
3aumn. KoHTponb AeNCTBUIA:

a) onpeaensaeT 3Tanbl BbINOAHEHUS PELIEHNA NN onepaLuii, 3adpMKCUPOBaHHbIX B OKYMEHTE;

b) pacnpepenseT Mexay UCNONHUTENSAMN OTBETCTBEHHOCTL 3a AeNCTBUS;

C) chukcupyeT AaTel Npegnonaraemoro U peanbHOro BbiNonMHeHNs AeNCTBUIA.

KoHTporb AeCTBUN MOXHO 3¢ eKTUBHO NPUMEHSATb, TONbKO eCr AOKYMEHT 3aperncTpupoBaH B cucTe-
Me yrnpaBsneHus AOKyMeHTaMu Npexae, Yem HarnpasnieH UCNIONMHUTENSM.

9.8.3 KoHTponb MecTOHaxoxaeHuaA

[B/KeHne JOKYMEHTOB AOMKHO BbITb AOKYMEHTanbHO 3achuKenpoBaHo Ans obecrnedeHus 4ocTyna K HUM
BCeraa, koraa ato TpebyeTcs. MexaHU3Mbl KOHTPONSA MOTYT NpedycMaTpuBaTb UKcauuo naeHTudrkaTopa
AOKyMeHTa, ero 3arofioBka, CBefieHUn o COTPYAHUKE WU nogpasgeneHuy, obnagaroweMm OOKYMEHTOM, W
BpemeHu (AaTbl) NnepeMeLleHnst JOKYMeHTa.

13
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Cuctema ynpasreHuUsi SOKYMeHTaMmu oMKHa KOHTpoImpoBaTh Belgavy, nepeaady Mexay coTpyaHukamm
1 BO3BpaT AOKYMEHTOB Ha MECTO UX PACMONOXKEHUA UM XPaHEHWUS, a Talkke UX U3BATUE U3 CUCTEMbI YrpaBne-
HWS OKYMEHTaMU AN YHUUTOXeHWUS Nnbo ans nepegadv 4pyron ynonHOMOUYEHHOW CTOPOHHEN OpraHu3aumu,
B TOM YMCe apXUBHBIM opraHam, Ans AanbHenLwero XpaHeHus.

9.9 OT6op 1 Nnepenaya AOKYMEHTOB Ha nocneayollee XxpaHeHue UNu yHUUTOXeHUue

Mpasuna, onpegensiowe B COOTBETCTBAM C OEVCTBYIOLMM 3aKOHOAATENIbCTBOM MOpsiAoK oTbopa n
nepegayvv JOKYMEHTOB Ha nocneayloliee XpaHeHne U yHUIToXeHue, cneayeT NPUMEHSITb CUCTEMHO U B
yCTaHOBNEHHOM NopsiaKe B XxoAe 06blYHON AenoBoi AesTensHoCcTU. Hukakux aencTeuii no otoopy 1 nepeaade
JOKYMEHTOB Ha nocneaytollee XpaHeHne Unmn yHUITOXeHNe He 4oSKHO NpeanpuHuMaThes 6e3 yBepeHHOCTU B
TOM, YTO onpeaeneHHbI AokyMmeHT 6onblue He TpebyeTcs, paboTa ¢ HUM 3aBeplueHa 1 oH He noTpebyeTcs B
KayecTBe JoKasaTernbCcTBa.

OelictBusa no ot6opy 1 Nnepeaade AOKYMEHTOB Ha nocnegyowee XpaHeHne UM yHUUTOXeHUe MoryT
npegycmatpusarhb:

a) HenocpeacTBeHHoe hn3ndeckoe yHUUTOXeHNe, BKNoYasi nepesanncb U cTupaHue gainos;

b) panbHenlwee xpaHeHWe B CTPYKTYPHOM NnoapasgeneHnm opraHusaunu;

C) nepemelleHne B COOTBETCTBYOLWEe XpaHUULLE UM Ha COOTBETCTBYIOLWMIA HOCUTESb (Mo KOHTPO-
nem opraHusaunn);

d) nepepadvy B Apyryro opraHusauuto, kotopas npuHana Ha cebsa oTBETCTBEHHOCTb 3a COOTBETCTBYIO-
LLYtO AeNOBY0 AESATENBHOCTL B pesynbTarte pecTpyKTypuraaLmm, npogaxn unn npusaTnsauuu;

e) nepefavyy OOKYMEHTOB B XpaHunulle, yrnpasfsieMoe B WHTepecax opraHusauuv HesaBUCUMbIM
MocTaBLLMKOM YCITYT MO COOTBETCTBYIOLLEMY KOHTPaKTHOMY COrfalleHnto;

f) nepenavy 0TBETCTBEHHOCTU 3a yrpaBneHe AOKYMEeHTaMn COOTBETCTBYIOLNM opraHaMm, B TO Bpemsi
Kak AOKYMeHTbl (pU3n4eckn XpaHUT opraHusauus-cosgatens,;

g) nepeayvy B apXvB opraHusauum;

h) nepepady B apxXuBHbIe yUpexaeHUs.

Mpu PU3NIECKOM YHUHTOXEHUN AOKYMEHTOB CneayeT pyKOBOACTBOBATLCA Creay oMU NMPpUHLMNaMn:

- YHUYTOXEHWE AO0MKHO BblTb CaHKUMOHUPOBaHHBLIM U NPOBOAUTLCA B COOTBETCTBUM € TpeboBaHUaAMMU
HOPMaTMBHON cpeabl;

- OOKYMEHTbI, CBSA3aHHbIe C NPeACTOALLMMA WU NPOBOAUMBLIMUK cyAebHbIMK pa3bupaTenscTBamMn U pac-
crnefoBaHUAMU, YHUMTOXAaTb He crieqyeT;

- YHUUTOXEHWE JOKYMEHTOB crielyeT npoBOAWTb TakuM obpasom, utobbl obecneunBatb koHUAEH-
unanbHoCTb Ntoboit coaepxallencst B HUX MHopMauuy;

- crieyeT YHUUTOXaTb BCe KOMUM JOKYMEHTOB, pa3peLleHHbIX K YHAUTOXEHUIO, BKIloUas nepcoHarsibHble,
CTpaxoBble U pe3epBHbIE KOMUuU.

9.10 [okymMeHTUpPOBaHMe NpoLEeCCOB ynpaBneHus A0KyMeHTaMu

J[oKymMeHTaLus1, onucbiBatoLLasi NpoLecchl yrnpaBneHus JOKYMEHTaMn U CUCTEMBbI yNipaBIieHUst JOKYMEH-
TaMu, JOJDKHA OTBeYaTb COOTBETCTBYIOLMM NMPABOBbLIM, OPraHU3aLUMOHHLIM U TeXHUYEeCKUM TpeboBaHUAM.
[omkHbl 6bITb YETKO YCTaHOBMNEHbI MOSTHOMOYUS MO BbINOMHEHMWIO TaKUX NPOLECCoB yNpaBneHUst A0KyMeHTa-
MW, Kak Krnaccudukaums, MHaAeKcUupoBaHue, aKCnepTusa LLeHHOCTU, 0TOop 1 nepeaaya AOKYMEHTOB Ha nocre-
ayiollee XxpaHeH1e UM yHUUTOXeHNne.

CooTBeTCTBYHOLLEE 3aKOHOAATENLCTBO, CTaHAapPThl U NOMUTUKA OpraHM3auny A0IDKHbLI ObITb JOKYMEH-
TanbHOo 3aUKCUPOBaHbI, YTOOLI ONpeaensTb TpeboBaHUA K NpakTuke, ob6cneaosaHuio, NPoBepKe UTECTUPOBa-
HUYI0 NpoLEeccoB ynpasneHus gokymeHTamu. Ocoboe BHUMaHue cnedyeT yaenaTtb ApyruM MHopMaLnoHHbIM
cucTeMaM nnpasunam (CTpaternsiM, MosIMTUKam), MpUMeHsIEMbIM BHYTPY OpraHusauum, 4YTobbl coxpaHsTb KOp-
nopaTUBHYHO LEENOCTHOCTb Cpebl yNpasreHust UHopmaume.

Bce pelueHus o BKNOYEHUN AOKYMEHTOB B CUCTEMY yrpaBneHuUst JOKyMeHTaMn U yCTaHOBMEHUM CPOKOB
NX XpaHeHusl crneayeT YeTKO AOKYMEHTUPOBaTb U XpaHWUTb. JTU pelueHus MoryT 6biTb oopMIeHbl B Buae
WHCTPYKLMK Mo oTOopY 1 Nepeaaye AOKYMEHTOB Ha nocreayroliee XxpaHeHue unu yHudtoxenue. Oduumnans-
Has1 AOKYyMeHTauus, onpeaensiiollas Nopsifiok aHannsa v oLeHKN AOKYMEHTOB, Ha OCHOBE KOTOPOM NPUHUMAOT
peLleHns 0 BKIMIOYEeHUM OKYMEHTOB B CUCTEMY YNpaBreHUs AOKYMEHTaMn U X XpaHeHUM Tam, A0IKHa ObITb
MoaroToBrieHa W npefAcTaBfeHa Ha yTBepXaeHue BbiCLleMy PyKoBOACTBY. Takas OOKYMEHTauus JOSbKHa
coaepxaTtb NnoApobHoe onucaHue AeNoBOW AeATENbHOCTU U JOKYMEHTOB, OTPaXatowWnX KaXkabii Bua A4erosBon
OesATeNbHOCTU, C YETKUM U OAHO3HAYHBIM yKa3zaHUeM CPOKOB UX XpaHeHUs 1 AeUCTBUI No oTOopy 1 nepeaave
AOKYMEHTOB Ha nocnegyolee xpaHeHue Unu yHudtoxxeHne. CobbiTusa, MHULMUPYOLLME Unn paspeluatoLyme
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AelicTeus no oT6opy M Nepenaye AOKYMEHTOB Ha Nocreaytollee XpaHeHne UM YHUNTOXEHUE, AOSKHBI GbiTb
YyeTko onpeaerneHbl. Takke AOMKHbI BbITb paspaboTaHbl N UCNOMNb30BaHbI UHCTPYKLUMMK NO Nepeaaye AOKYMEeH-
TOB Ha arlbTepHaTUBHOE XpaHeHWe (HanpuMep, BHeceTeBoe XpaHeHue). Takas AoKyMeHTauus 4oSkHa BbiTb
npeacTaBrieHa Ha CornacoBaHWe CTOPOHHUM YNONTHOMOYEHHBIM OpraHam, TakuM Kak apXvMBHbIe OpraHbl, ayau-
Topbl U T.M. CnedyeT XpaHUTb AOKYMEHTbI, OTpakaroLne BeINoMHeHe AeACTBUI No oTGOPY U nepedave AoKy-
MEHTOB Ha nocrneaytolee XpaHeHWe U YHUYTOXeHMe.,

10 MoHWTOpPUHr ¥ ayauTt

[ns obecnevyeHnsi COOTBETCTBUA NpoLedyp U MPOLEeCcCoB, NPOUCXOASLLMX B CUCTEMe YNpaBneHns 4oKy-
MeHTamu, TpeboBaHUsIM opraHu3aLMm 1 s MoNyYeHUst OX1aaeMbIX pe3ynbTaToB crieqyeT perynsipHo NpoBo-
AWUTb UX MOHUTOPUHr. Takoil MOHWTOPUHI AOIDKEH MPOBEpsiTb KavyecTBO paboThbl CUCTEMbI YNpaBreHus
AOKYMEeHTaMu B opraHusaLmm, UCMoSIHEeHWe Nosib3oBaTeNnsiMm cBoux 06s13aTeNnbCTB B OTHOLLEHWW CUCTEMBI
ynpasneHus 4OKYMeHTamn, a Takke YAOBNeTBOPEeHHOCTb Nofb3oBaTesnie 4aHHON CUCTEMOMN.

HopmaTtusHaa cpega MoxeT TpeboBaTb NpoBEAeHUS MOHUTOPUHIA U ayauTa CTOPOHHUMU OpraHu3a-
uMaMA.

B cnyvae o6HapyXeHWUst HeNnpUroAHOCTU UM HeaDEKTUBHOCTA UCMONb3YEMOIN CUCTEMBI YNpaBReHUs
AOKYMEHTaMM 1 NpoLLeccoB yNpaBneHusl OKyMeHTaMmn OHU A0MKHbI 6bITb MOANMULMPOBAHBI.

CooTBeTCcTBUE CUCTEM YNpaBeHUs AOKYMEHTaMM1 yCTaHOBMEHHBIM TpeboBaHUAM, a Taikoke MOHUTOPUHT
cneayeTt AOKYMEHTanbHO (PUKCUPOBATb, @ OTYETHBIE JOKYMEHTbI XPaHUTb.

11 O6yuveHue

OpraHusauus, cTpeMsiwasacs cobnoaatb TpeGoBaHNA HAaCTOALLLEro cTaHAapTa, A0/MKHA NPUHUMATH J011-
rocpoYHyto Nporpammy o6y4eHus B o6nacTv ynpaereHust fokyMeHTamu. MNporpaMmmel 06yueHns ynpasneHuio
ACKYMeHTaMW JOMKHbI OXBaTbIBaTb POMM U OTBETCTBEHHOCTb BCEX COTPYAHUKOB U BbITb afipecoBaHbl Bcem
PYKOBOASALUMM, LWITaTHBIM, BPEMEHHLIM paBoTHUKaM, NuuamM, paboTalolMm Ha oBLIEeCTBEHHLIX Havyanax, u
no6bIM ApYruM NLaM, OTBETCTBEHHBIM 3a CO34aHWe AOKYMEHTOB BO BpeMs UX paboTel U 3a BKIIOYEHWUE 3TUX
[OKYMEHTOB B CUCTEMY YNpaBneHnUs AoKyMeHTaMn. YuebHele NporpaMmmbl MOryT BbiTh NOAroTOBNEHBI U peani-
30BaHbl BO B3aMMOAENCTBUM CO CTOPOHHUMM OpraHm3aLmsamMu.
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MpeAMeTHbLIN yKa3aTenb

apxuBHOe yupexaeHune

ApPXMBHbIN OpPraH, CM. apXMBHOE yupexaeHue

ayavT ynpasreHus 4OKyMeHTamMun

ayTEHTUYHOCTb AOKYMEHTOB

BKINOYeHWe AOKYMeHTOB B CUCTEMY YNpaBrneHUs JOKyMeHTaMM
BHeApeHne CUCTEeMbI YNpaBreHUsA JOKYyMEeHTaMM
AenoBoW AeATeNnbLHOCTH aHanms3

AenoBon AeATeNbHOCTU KnaccucpmkaunoHHas cuctema
OOKYMEHT

OOKyMeHTMpPOBaHMe onepauni ¢ LOKyMeHTamMmun
OOKyMEeHTMpPOBaHMe NOMUTUKMN YNIpaBrieHUsA JOKYyMEeHTaMM
OOKyMeHTMpPOBaHMe NPoLecCcoB YNpaBreHUA JOKyMeHTaMM
OOKyMeHTMpOoBaHHasi MHopmaums

LOCTOBEPHOCTb AOKYMEHTa

pocTyn

M3MeHeHne JOKyMeHTa

MHOEeKCUpOBaHue

Mcnonb3oBaHWe JOKYMEHTOB

ncrnonb3oBaHWe CUCTEM YNpaBreHus JOKyMeHTaMmu
KnaccugMKaLuMOHHbIe CUCTEMBbI

Knaccudmkaumsa

KoAbl, CM. HOMepa 1 KoAbl

KOMIMMEKCHOCTb CUCTEeMbI YNpaBreHUsA JOKYyMEeHTaMM
KOHBEpTMpOBaHMe

KOHTpOnb

KOHTpONb AeCTBUN

KOHTPONb MeCTOMONOXEHUA OKYMEHTOB
MeTagaHHbIe O AOKyMeHTe

MeToAOoNoruA BHeApPeHUs

MeToAOoNOruA NPOeKTUPOBaAHNA

MUrpaumsi BOKYyMeHTOB

MOHWUTOPUHI

HaAeXHOCTb CUCTEMbI YNIpaBrneHUsa JOKyMeHTaMun
HOMepa 1 KoAbl

HOpMAaTMBHaA cpeaa

HOCUTENb, CM. XpaHeHne OKYMEHTOB

obecnevyeHne COXPaHHOCTN OOKYMEHTOB
obcnegoBaHve nocre BHeOPEeHUs

obcnegoBaHve npegBapuTenbHoe

obyyveHue

oTO6Op M Nepenaya

OTBETCTBEHHOCTh

OTYEeTHOCTb

OLIeHKa CYLLeCTBYOLWMX CUCTEM

MOWCK, CM. JOCTYI, UHAEKCUPOBaHUE

NonuTHKa ynpaBrieHns 4OKyMeHTaMun

npekpalieHne NpMMeHeHNA CUCTeMbI yNpaBreHns AOKYMeHTaMu
nporpamma ynpasrneHWUsi LOKyMeHTaMM
NPOeKTMPOBaHNe CUCTEeMbI YNpaBreHWA AOKYyMEHTaMM
NMPOTOKOSbI KOHTPOA CUCTEMHLIX MPOLIECCOB
npouecchl ynpaBrneHUsi LOKyMeHTaMM
pacnpepeneHHoe ynpaBreHne

pervcTpauusa 4OKYMeHTOB

cucTema ynpaBrieHusi AOKYMeHTaMu

CUCTEMHOCThb

cnoBapm

COOTBeTCTBUE TPeOOBaHNAM
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CPOKMN XpaHeHuA
cTpaTervs ynpaBrneHWUsi AOKYMEHTaMm

TepMUHbI U onpeaeneHvna

Tpeb6oBaHMA K AOKyMEHTaM

YHUYTOXEHVEe AOKYMEHTOB

ynpaBrneHue AoKyMeHTamMu

XpaHeHue AOKYMEHTOB

LenoCTHOCTb AOKyMeHTa

LUeJNTIOCTHOCTbL CUCTEMBbI ynpaBneva AOKyMeHTaMVI
Yype3BblvYalHble CUTyaunmn

ANIeKTPOHHbIE AOKyMeHTbI

3NeKTPOHHAaA cUcTemMa ynpaBrneHus A0OKYyMeHTaMun
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9.2
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pasgen 3
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8.2.3

8.3.3

7.2.1,9.6,9.7

9.3,9.6
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MpunoxeHne A
(cnpaBo4Hoe)

CBefieHUA 0 COOTBETCTBUU HaLMOHalNbHbIX cTaHA4apToB Poccuickon Pepepaummn

CCbITOYHBIM MeXAYHapoAHbIM CTaHOapTamMm

O603HaYeHUe CChINOYHOTO
MeXOyHapoaHoro ctaHaapra

O60o3Ha4YeHne U HAMMEHOBaHUE COOTBETCTBYHIOLLErO HALMOHANBHOIO cTaHaapTa
Poccuiickon ®enepauum

NCoO 5127-11—87

FOCT 7.69—95 Cwuctema crtangapToB no uHdopmauum, 6nbnuotevyHomy u usaa-
TenbCKOMY Aieny. AyanoBuayarbHble 4OKyMeHTbl. OCHOBHbIE TEPMWHBI U onpeaerneHus

NCO 5963—85

FOCT 7.66—92 Cwuctema crtangapToB no uHdopmauum, 6ubnuotevyHomy u usaa-
TenbckoMy geny. Miiaekcuposanne gokymeHToB. O6Lme TpeboBaHms K KOOpAWHATHOMY
WHOEKCUPOBaHUIO

NCO 9001—2000

FOCT P NCO 9001—2001 Cucrtembl MeHeaXMeHTa KadecTBa. TpeboBaHus

NCO 14001—96

FOCT P UCO 14001—98 Cucrembl ynpasreHusi okpyxatLien cpegon. TpeboBaHus
W PYKOBOZCTBO MO NPUMEHEHWIO
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YOK 005.92: 006.354 OKC 01.140.20 T62

Kntoyesble crioa: OOKYMEHT, JOKYMEeHTHasA I/IH(bOpMaLLI/IFl, ynpasnexHme JokyMmeHTaMun, CUuCtemMa ynpasnieHna
AOKyMEeHTaMu, NpoeKTnpoBaHne U BHegpeHNEe CUCTEMbl ynpaBlieHnA JOKYyMeHTaMK, npouecchbl ynpaslieHnaA
AOKyMeHTaMu, perunctpaunda AOKYMEeHTOB, MeTadaHHble O AOKYMeHTe, aKcneptm3a UeHHOCTU OOKYMEHTOB,
obecneveHne COXPaHHOCTU OOKYMEHTOB, XpaHeHNe JOKYMEHTOB, YHUYTOXeHWNe OOKYMEeHTOB, A0CTYN K AOKY-
MeHTaMm, 3allnTa JOKYMEHTOB, NCNOJIb30BaHNe JOKYMEeHTOB, AOKYMEHTUPOBaHne
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