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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneumanucT nNo ynpaBneHuo JOKyMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

3aperucTtpupoaHo B MuHtocte Poccum 29 mas 2023 r. N 73602

MUHUCTEPCTBO TPYAA U COLMUATBHOW 3ALLUTLI POCCUNCKOWN ®EOEPALIMN

MPUKA3
oT 27 anpens 2023 r. N 421H

OB YTBEPXXOEHUN NPO®ECCUOHAINIBHOIO CTAHOAPTA
"CNEUMANUCT NO YNPABNEHNIO JOKYMEHTAMW OPTAHU3ALIMN"

B cootBetctBMM Cc nyHkToM 20 [MpaBun paspaboTku u yTBEepxaeHus NpodecCMoHarnbHbIX CTaHAapToB,
yTBepXAeHHbIX noctaHoBneHmem [lpaButensctBa Poccuinckon Pegepaumm ot 10 anpens 2023 r. N 580,
npukasbiBato:

1. YTBepauTb npunaraembii npodeccnoHanbHbin ctaHaapT "CneunanucTt no ynpasfieHUto OOKyMeHTamu
opraHusaumn”.

2. lpusHaTb yTpaTuBwMM cuny Opukaz MuHucTepcTBa Tpyda M couumanbHoW 3awmtbl Poccuiickon
®epepaummn ot 10 maa 2017 r. N 416H "O6 yTBepxaeHuM npodeccrmoHanbHOro ctaHgapta "CneumanucT no
YNpaBreHN0 [AOKYMeHTauuMen opraHusauun” (3apermctpupoBaH MuHMCTEPCTBOM kOCTUMUMKM  Poccumnckomn
®epepaummn 31 masa 2017 r., pernctpaumoHHsii N 46898).

3. YCcTaHoBWTb, YTO HACTOALLMI NpUKa3 BCTynaeT B cuny ¢ 1 ceHTabps 2023 r. n genictByeT Ao 1 ceHTA0pS
2029r.

MuHucTp
A.0.KOTAKOB

YTBEpXaeH

npuvkaszom MuHucTepcTBa Tpyaa
1 counanbHON 3aluThl
Poccuiickon degepaunmn

ot 27 anpenda 2023 r. N 421H

NMPO®ECCUOHAINbHbLIN CTAHOAPT
CNELUMANUCT NO YNPABNEHUIO JOKYMEHTAMU OPTAHU3ALIUN

1044

PerncrpaunoHHbIn Homep

. Obwume cBepgeHus

D,eﬂTeJ'leOCTb no ynpaBlieHnto JOKyMeHTaMn B opraHmsauynax nObIX

07.004
OopraH13auMoHHO-NPaBoBbIX hopM 1 HopM COBCTBEHHOCTU
(HanmeHoBaHWe B1Aa nNpodeccnoHanbHON AeATENBHOCTM) Kon,
OcHoBHas uenb Buaa npogeccnoHanbHOM AeATeNbHOCTU:
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H

"06 yTBepxaeHun NpocheccMoHanbLHOro
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc

CTaHAapTa [aTta coxpaHeHus: 24.10.2023

ObecneyeHne C-)Cb(*)eKTMBHOFO ynpasneHuna AOKyMeHTaMn B opraHmsaundax ¢ ncnoribaosaHnem
COBpPEMEHHbIX I/IHCbOpMaLI,VIOHHbIX TEXHOMNorum

Fpynna 3aHATUN:

1213 PykoBoguTtenu B obnactu 1219 Ynpasnswowne
onpegeneHns NonUTUKN (PUHAHCOBO-3KOHOMUYE
NIIaHNPOBAHUSA OEATENbHOCTU CKOW U agMUHUCTPaTUBHOM
0esaTenbHOCTbIO, He
BXogsLme B gpyrue
rpynnbl
2422 Cneumanuctbl B obnacTtu - -
NONUTUKNA aAMUHUCTPUPOBAHNS
(kog OK3 <1>) (HaMmeHoBaHuUe) (koo OK3) (HaMmeHoBaHue)
OTHeceHue K BuaaM 3KOHOMUYECKON AeATeNIbHOCTU:
82.11 [eatenbHOCTb aAMUHNCTPATUBHO-XO3AUCTBEHHAA KOMMNIIEKCHAs Mo
obecneyeHnto paboTbl opraHM3auun
(Koo OKB3[] <2>) (HaumeHoBaHWe BUAa 9KOHOMUYECKON AesATeNbHOCTN)

Il. OnucaHue TpyaoBbIX PYHKUUN, BXOAALWUX B NpodecCuoHanbHbIN
cTaHAapT (thpyHKUMOHaNbLHas KapTa Buaa
npodyeccuoHanbHOM AeATEeNIbHOCTHN)

HafeXHasa npaBoBas noaaepXxka

O606LLEeHHbIE TPYAOBbIE PYHKLIMM TpynoBble yHKLMK
Kog HanMeHoBaHue YPOBEHb HanmeHoBaHue Ko4 | YpOBEHb
KBanu (nogy
dumkaumm pOBEHb)
KBanu
mkaumm
A [okymeHTaunoHHoe 6 Pa3paboTka un BHeapeHue nokanbHbIX A/01.6 6
obecneyeHve HOpPMAaTUBHbIX aKTOB B 0OMnacTu
ynpaeneHus yrnpaBrneHus AOKyMEeHTaM1 opraHu3aumm
opraHusaumen
OpraHusaunsa AOKYMEHTUPOBaHNSA A/02.6 6
OEeATenbHOCTU B OpraHu3auum
OpraHusauns 4oKyMeHToOoOopoTa B A/03.6 6
opraHusaumm
lMpoekTnpoBaHme, BHEAPEHNE U A/04.6 6
pa3BUTME CUCTEMBI ANIEKTPOHHOTO
AOKyMeHToobopoTa
OcyuwiecTtBneHune A/05.6 6
VMHPOPMaLMOHHO-CNPaBOYHON paboTkl C
AOKYMEHTaMy opraHm3aumm
www.consultant.ru CrpaHuua 2 13 36
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

OcyLecTBneHe KOHTpONS npouecca u A/06.6 6
CpPOKOB UCMOMNHEHNSI LOKYMEHTOB B

opraHmsaumm

OpraHusaumst XxpaHeHus1 LOKYMEHTOB B A/07.6 6

opraHu3aumm n nepenaydun gesn Ha
apXnBHOE XpaHeHne

B PykoBoacTtBo 7 OpraHusauns gesiTenbHOCTH B/01.7 7
OesATenbHOCTbI0 noapasgenexHus no ynpasreHunto
nogpasgenexHus no AOKYyMeHTaMu
yrnpaBneHuto
[OKyMeHTamu PaspaboTka nonMTUkK ynpaeneHus B/02.7 7
opraHu3aumu AOKyMEeHTaMun opraHm3auum
[MocTpoeHune cnuctemsl ynpasneHus B/03.7 7

OOKyMeHTaMun opraHmsaunm

KoHTponb dyHKUMOHMpOBaHUA cuctemol | B/04.7 7
ynpaBneHns JOKyMeHTaMu opraHusaumm

CoBeplLUeHCTBOBaHNE CUCTEMDI B/05.7 7
ynpaBneHns LOKYMEHTaMn opraHusauum

C YnpasneHue 8 CTtpaTterndeckoe nnaHMpoBaHue 1 C/01.7 7
€[VHOI cucTemMom PYKOBOACTBO NMOCTPOEHNEM CUCTEMbI
OOoKymeHToobopoTa ynpaBrneHus AOKyMEeHTaMu opraHu3aumm
opraHusaumm
PaspaboTka nonnMTukn ynpasneHus C/02.7 7

[I0KyMEHTO060pOTOM OpraHu3aLmm

KoHTponb dyHKUnoHnpoBanus cuctemol | C/03.7 7
ynpasneHusa AOKYMeHTaMn opraHusasmm
1 ee JokymeHToobopoTa

YnpaBneHne NnpoeKkTamu BHeAPEHUS U c/o4.7 7
MoaudmKaLmnm CMCTEMbI ANIEKTPOHHOTO
OOKYMEHTO0060pOTa opraHmn3aLumum,
pa3paboTku cTpaTernm ee pasBUTUS

CTtparermdeckoe nnaHMpoBaHue U C/05.7 7
pas3paboTka CUCTEMbI XpaHEHMS
AOKYMeHTarbHOro hoHaa opraHnsauum

lll. XapakTepuctnka 0606LEeHHbIX TPYAOBbLIX hyHKUNN

3.1. O606LwWeHHasn TpyaoBas PyHKUUA

HanMeHoBaH e [lokyMeHTaLUMoHHoe o6ecnvequv|e Kon A YpoBeHb 6
yrnpaBneHus opraHm3aumen KBanudukauum
MpoucxoxaeHue
2 . 3aumcTBOBaHO
06o6LeHHon Tpygosor | OpurnHan X U3 OpUrMHana
DYHKUNN
www.consultant.ru CrpaHuua 3 13 36
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

"Cneumanuct no ynpasfieHnNo AOKYME...
Kog PeructpaunoHHbin
opurmHana HOMeEp
npodeccuoHanbHoro
cTaHgapTa
Bo3moXHbIe [okymeHTOBEq
HanmMeHoBaHUSA CneuunanncT no ynpaeneHuo JOKyMeHTaMmmn opraHM3aumm

OOIKHOCTEN, npodeccui

Cneuuanuct no paboTe ¢ AaHHLIMU JOKYMEHTUPOBAHHbIX cdep
AeSTENbHOCTU

Cneuunanuct/akcnepT CTPYKTYPHbIX NOApasdeneHnii no  yrnpaereHuto
[OKYMEHTaMM1 opraHm3aLum

TpeboBaHus kK
obpasoBaHuio 1 0byyeHuo

Bobicwee obpasoBaHue - 6akanaspuar

nnn

Boicwee obpasoBaHue (HenpodunsHoe) - GakanaspuaT u
AOnonHNTeNbHoe npodeccnoHanbHoe obpa3oBaHme - MPorpaMmel
npodeccrmoHanbHoM NepenoaroToBKM No Npodusto 4esTeNbHOCTU

TpeboBaHus K onbITy
npakTuyeckon paboTbl

Ocobble ycrosust gornycka
K paboTe

MpoxoxaeHne obyveHus mepam noxapHown 6esonacHocTn <3>
MpoxoxaeHne o0yveHns No oxpaHe TpyAa U NPOBEPKU 3HAHMS
TpeboBaHui oxpaHbl Tpyaa <4>

Hannuue cornacus paboTHuka o cobnogeHnn ycrnosui
KOHNAeHUMaNbHOCTU MHGOPMaLUK, a Takke C Mepammn
OTBETCTBEHHOCTM 3a UX HapyLleHue (Npy1 HeobxoammocTu) <5>

Opyrvue xapakrepucTuku

HononHnTenbHoe npodeccrMoHanbHoe obpasoBaHme - NporpamMmmbl
NoBbILLEHMS KBanndukaLmm no Npoduno 4eaTeNbHOCTU HE pexe
OfHOro pasa B Tpu roga

JononHutenbHble XapaKTepUucTukun

HaumeHoBaHWe JokyMeHTa Kon HanmeHoBaHve 6a30BoW rpynmnbl, 4OMKHOCTU
(npodbeccumm) unm cneumanbHOCTU
OK3 2422 CneuuanuncTbl B 0611aCT NONUTUKK
agMVUHUCTPUPOBaHUS
EKC <6> - [okymeHTOBE[
OoKMATP <7> 21792 [okymeHTOBE[
OKCOQ <8> 7.46.03.02 | [dokymeHTOBEOEHUE N apXMBOBEOEHNE

3.1.1. TpynoBas cyHKuusA

HanmeHoBaHne

PaspaboTka 1 BHeapeHWe nokarnbHbIX YpoBeHb
HOPMAaTUBHLIX aKTOB B 06nacTu Kog |A/01.6 | (mogypoBeHb) 6
ynpasneHnsa JOKyMeHTaMu opraHusaunm KBanudmkaumm

HafeXHasa npaBoBas noaaepXxka
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

MNpouncx HU MMCTBOBaH
poncxoxaeHue Opurvkan X 3anmcTBoBaHO
TPYLOBOW hyHKLMM 13 opurmHana
Kopg, PerncrpaunoHHbIn
opurnHana HoMmep
NpodeccnoHarnbLHoro
cTaHgapTa
TpynoBble MpoBeaeHne aHanu3a nokKanbHbIX HOPMAaTMBHBLIX aKTOB OpraHusauuu ans
nencrteus OonpefeneHnss X COOTBETCTBUSI HOPMaTUBHbLIM NPaBOBLIM akTam Poccuiickon

CDep,epau,vn/l B obnactu ynpasneHna JOKyMeHTaMu opraHmn3auumm

MoaroToBka NPOEKTOB NOKamnbHbIX HOPMATUBHBLIX aKTOB OpraHu3auuy B obnactu
ynpaBneHus 4OKYMEeHTaMu opraHusaumnm

AKTyaJ'Il/I3aLI,I/IFI cucrem KﬂaCCI/I(bVIKaLI,I/IVI n I/Iﬂ,eHTl/I(bVIKaLI,VIVI OOKYMEHTOB
opraHmnsauum

COBepLLIeHCTBOBaHI/le CXeM MapLuipyTnsaunm JOKyMeHTONOTOKOB OpraHu3aumnm

(DOpMI/IpOBaHMe FIpeD,HO)KeHVIﬂ no coBepLIeHCTBOBAHUIO JTOKalibHbIX
HOPMaTMBHbLIX aKTOB MO ynpaBJieHNI0 AOKYMEHTaMN opraHnsauunn

KOHCYJ'IbTVIpOBaHVIe pa6OTHVIKOB OopraHusauMn no BOMpocCamM YynpaBlieHua
LOOKYyMeHTaMW, 3aKpensyieHHbIMU B JTOKallbHbIX HOPMATUBHbIX akKTax opraHn3auum

OkasaHne MeToguMyeckon nomowm paboTHWKaM opraHusaumMmM no paboTe C
pacnopsauTenbHbIMU JOKYMEHTaMM

MpeacTaBrneHe NPOEKTOB JloKalbHbIX HOPMAaTMBHLIX aKTOB OpraHv3auuv B
obrnactv  ynpaBneHuss OOKYMEHTaMu  opraHuMsauuMM Ha  corfacoBaHue
PYKOBOACTBY MoApasfdeneHns no YrnpasneHuio OOKYMEeHTamu W 3KCrnepTHOW
KOMWUCCUW opraHn3aumm

Heobxoammble Monb3oBaTbCs MOUCKOBBLIMU CUCTEMaMW, MWHMOPMAaLMOHHBIMU  pecypcamu,
yMeHusi Gasamu AaHHbIX B 061acTy ynpaBreHnst ZOKyMeHTaMu opraHm3aumm

KJ'IaCCI/I(bMLI,MDOBaTb MH(*)OpMaLI,I/IPO B COOTBETCTBMM C 3afadvYamMmun ynpaslieHUA
OOKyMeHTaMu opraHm3auum

PaspabatbiBate  NpeanioXXeHns Mo COBEPLUEHCTBOBAHUIO  JTOKaNbHbIX
HOPMAaTUBHbIX aKTOB OpraHn3aLmmn No ynpaeneHno 4OKYMeEHTaMm

CobntogaTb HOPMbI 3TUKX OEITOBOro 00LeHus

Heobxoaumele HopmaTuBHble npaBoBble akTbl Poccunckon ®eaepaumm B obnactu ynpasneHus
3HaHWs OOKYMeHTaMu opraHvsaumm

HopmaTtmBHble npaBoBble akTbl Poccuinckon depepaumm B obnactu
uHdopmaumm, WUHHOPMALMOHHBIX TEXHOMOrMA U 3awmnTbl  MHOpMauuK,
nepcoHanbHbIX AaHHbIX, LMdPOBOW TpaHchopmaumm

MeToanyeckne AOOKYMEHTbI 1 HauMOHallbHbl€ CTaHAapThbl B obnactm ynpaBneHnA
OOKYyMeHTaMu opraHmsauum

JlokanbHblE HOPMaATUBHbIE aKTbl OpraHun3auunmn

www.consultant.ru CrpaHuua 5 u3 36
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

®yHKUMKU, MOMHOMOYMST WU OTBETCTBEHHOCTb CTPYKTYPHbIX MoApasgeneHun
opraHu3aumu

MpaBuna u NopsiaoK COCTaBEHUS U OPOPMIIEHMS JOKamNbHbIX HOPMAaTUBHbIX
aKTOB oOpraHusauuu, perynvpylowmx paboty ee noapasgeneHust B obnactu
ynpaerneHusi 4OKyMEHTaM1 opraHn3aLum

MpaBuna cocTaBneHuss U OQOPMIEHUS FOKanbHbIX HOPMAaTUBHBLIX aKTOB,
onpeaensaLWmnx Nopaaok paboTsl ¢ IOKYMEHTaM1 B opraHv3aLmm

PernameHnTaums 0enonpon3BoAcCTBEHHbIX NpoLEeCcCcoB

TpeboBaHusa oxpaHbl Tpyaa

Ipyrve -
XapaKTepUCTukun

3.1.2. TpypnoBas pyHKUUA

OpraHu3aums JOKYMEHTUPOBaHMWS YpoBeHb
HanmeHoBaHVe | nesATenbLHOCTU B OpraHM3aumm Kog [A/02.6 | (nogypoBeHb) 6
KBanudukaumm
MpoucxoxgeHne 3aMmMcTBOBaHO
P KA OpurnHan X
TPYZ4OBOW hyHKLMM 13 opurnHana

Kon PerncrpauunoHHbin
opurnHana HoMmep
npodeccnoHanbHoro
cTaHgapTa
TpynoBble Pa3paboTka yHMdMLUMpOBaHHbIX (POPM AOKYMEHTOB, UCMOfb3yeMblix B obnactu

nencreus ynpasJlieHNA OOKYMEeHTaMn opraHnsauunm

PaspaboTtka npoektoB Tabend wu anbboMa YHUDUUMPOBAHHBLIX OPM
OOKYMEHTOB, UCMNOMb3yeMblX B AeSATENbHOCTN OpraHu3aunm

MoaroToBka NPeAsioKEHUA MO TEXHONOMMMU PaspaboTKM MPOEKTOB JOKYMEHTOB U
ee 3aKkpenneHne B NokanbHbIX HOPMAaTMBHbIX aKkTax opraHvM3aLum

PaspaboTka anekTpoHHbIX G1aHKOB M 3MEKTPOHHbIX LAaGoOHOB JOKYMEHTOB ANt
MCMONb30BaHMA U pasMeLleHUs B CUCTeMe SMEeKTPOHHOro AoKyMeHToobopoTa
opraHusaumu

KOHTpOJ'Ib cobntoaeHns Tpe6OBaHI/|IZ K MoAroToBke u od)opmneHmo OOKYMEHTOB
N TJOKalibHbIX HOPMATUBHbLIX aKTOB B obnactu ynpasneHna LOOKyMeHTaMu
opraHmnsauum

OnTtnmmusaumss cocTaea OOKYMEHTOB oOpraHumsaunm B COOTBETCTBUM C €€
AeATeNbHOCTbIO

KoHTponb nepeBoga B 9MNEKTPOHHbIA BUA, OOKYMEHTOB WU AOKYMEHTUPOBAHHOM
nHdopmaumm, cosgaBaemon B opraHnsauum

www.consultant.ru CrpaHuua 6 13 36
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

Heobxogumele Pabotatb ¢ wabnoHamy [OOKYMEHTOB B  WH(MOPMAaLMOHHOW cuUcTeme
yMeHus opraHusaumm

PaboTaTtb ¢ 3NeKTPOHHbIMU BriaHKaMn JOKYMEHTOB

P83pa6aTblBaTb ANEKTPOHHbIE GnaHku n ANEKTPOHHbIE LabnoHbl LOOKYMEHTOB

PaspabaTbiBaTb TpeboBaHUS K WHGOPMauUMM M OaHHbIM, BKMHOYaeMbiM B
JOKYMEHTbI opraHusauum

Vcnonb3oBaTh opraHv3alLMoHHbIe U TeXHUYeckue cpeacTtsa AnA nepesoda B
9NEKTPOHHbIN  BUA  [OOKYMEHTOB W  [OOKYMEHTUPOBAHHOW  MHGOpMauum
opraHusaLumu

Mcnonb3oBaTtb OMUCHYIO TEXHWKY B paMKax CBoel npodeccMoHanbHom

AesTensHoCTH
Heobxoaumele HopmaTuBHble npaBoBble akTbl Poccunckon ®egepauum B obnactu ynpasneHus
3HaHuA [OKyMeHTamun opraHusasmu

MeToanyeckne OOKYMEHTbl N HauMOHalbHble CTaHOapThl B obnactu ynpaBJieHuA
OOKYyMeHTaMu opraHmsauum

HopmaTtmBHble npaBoBble akTbl Poccuiickon ®epepaumm B obnactu
UHOpMaUUK, MHEOPMALMOHHBLIX TEXHOMOMMN U 3aWnTbl  MHOpMaUmK,
nepcoHanbHbIX AaHHbIX, UMpoBoN TpaHchopmauum

I'Ipanma COCTaBlieHnA pas3finyHbiX BUAOB JOKYMEHTOB

Obwue TpeboBaHMA K OMOPMIIEHNIO  OOKYMEHTOB, B TOM  uuChe
OpraHM3aLMOHHO-PacnopAaNTENbHOM JOKYMEHTaLum

MpaBuna paboTbl C [AOKyMEHTaMu, cogepXawumu KoHduaeHUManbHyo
MHdopMaLno

Mopsgok  pyHKUMOHMPOBaHWS  MHAOPMAUMOHHBIX cucTem B obnactu
yrnpasreHnsa JOKYMeHTaMn opraHmsauum

CTpyKkTypa opraHusauum v nopsigok pacnpefesieHnst nofiHoMouMii B obnactu
CO3[aHUs [OKYMEHTOB MeEXOy €€ CTPYKTYpPHbIMM noApasfenieHnsMu U
JAOMKHOCTHBIMU NnLamMu

Buaoson coctaB LOOKYMEHTOB OopraHnsauunm

I'Ipanu'la COCTaBJ1EHNA TEKCTOB JOKYMEHTOB OpraHm3auum

anIHLI,VIﬂbI M MeToAdbl ynopanodeHna coCtaBa OOKYMEHTOB OpraHm3aumm n ux
AaHHbIX

KpuTepun oueHkn kKayecTBa co3gaBaeMon AOKYMEHTauUmum

Apyrve -
XapaKTePUCTUKM

3.1.3. TpynoBas ¢yHKuusA
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

HanmeHoBaHne

OpraHusaunsa gokymeHToob0opoTa B
opraHmsaumm

YpoBeHb
(nogypoBeHb) 6
KBanudukaumm

Kon | A/03.6

MNpoucxoxaoeHne
TpyaoBoun hyHKLNN

3anmcTtBOBaHO
13 opurnHana

OpvrnHan X

Koa
opurnHana

PerncrpaynoHHbIn
HoMep
npoceccuoHansHoro
cTangapTa

TpynoBble BbinonHeHne onepauuii NO NpeaBapuTENbHOMY PacCCMOTPEHUIO U perucTpauum
aencTens AOKYMEHTOB opraHusaumm
BeaeHve perncTpaumoHHbIX U y4eTHbIX OOpM AOKYMEHTOB OpraHu3aumm
OcyuiecTBneHMe BHYTPEHHEro KOHTPOMA nepejaydn [OOKYMEHTOB  MexAay
YPOBHAMM YNpaBneHns 1 UCTNIONHUTENSMMW B OpraHmM3aumm
PaspaboTka npegnoXxeHuin no nopsgky COrnacoBaHUA W yAOCTOBEPEHUS
OOKYMEHTOB B OpraHv3auum
lMpoBedeHne aHanusa MHAOPMALMOHHBIX W AOKYMEHTALMOHHbIX MOTOKOB B
opraHu3aumu
MoaroToBka nNpeanoXxeHWi no OPMUPOBAHUIO MapLUPYTOB M MNOAroToBKa
MapLUPYTHbIX KapT ABWKEHWSA JOKYMEHTOB B OpraHusaunm
MogroToBka npeanoXxeHun no OPMUPOBAHUIO (DYHKLMOHAmMbHbBIX TpeboBaHui
CUCTEMbI ANEKTPOHHOIO AOKYMEHTOO60pOTa opraHn3aLmnm
PaspaboTka TexHonornm paboTbl ¢ KOHMAEHUMANbHBIMY AOKYMEHTaMu
PaspaboTtka TexHonorunm paboTbl C AOKyMeHTamMuM W uHdopmaunen B
opraHusaumm
Heobxoanmble CosgaBsatb 1 Ucnonb3oBaTk MeTagaHHbIe JOKYMEHTOB B MpoLecce NX ABUXKEHNS
yMeHus 1 obpaboTku B opraHusaumm

KOHTpOJ'IVIpOBaTb BbIMNOJIHEHME Npouenyp OABUXEHUA U O6pa6OTKl/| LOOKYMEHTOB,
MCcnosib3yembiX B obnactn ynpasJieHNA AJOKYMEeHTaMn opraHmnsaunm

Bectu yyeT 1 aHanu3 o6bema 40KyMEHTOO60pOTa OpraHM3aLmn B COOTBETCTBME
C VHCTPYKLIMEN No Oenonpon3BoAcTBY opraHv3aLmm

[oTOBMTbL MpeanoxeHuss no PopMUPOBAHUIO MapaMeTpoB pPaboTbl CUCTEMbI
3MEKTPOHHOIo AOKYMEeHTo0GopoTa opraHv3aumm

Opl'aHVI3OBbIBaTb B3anmMoaencrteune nop,pasp,eneHMVl opraHun3auumm B npouecce
pa3pa6OTKVI N NCNOJTHEeHUA pa3JIMYHbIX BUOOB OOKYMEHTOB

CospaBatb 6asbl gaHHbIX MO OOKYMEeHTaM O [edATeNibHOCTU opraHu3aumm wu
OCYLLUECTBJIIATb KOHTPOJ1b UX BeAeHUA
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

CospgaBaTtb CUCTEMY MHAEKCALMN AOKYMEHTOB OpraHvM3aumnM U UCrnonb3oBaThb ee
B MHOPMAaLIMOHHO-CNPABOYHbIX LIensiX

Heobxogumble HopmaTtuneHble npaBoBble akTbl Poccuickon ®Pepepauum B obnactu yrnpaeneHust
3HaHuUA OOKYyMeHTaMu opraHmsauum

HopmaTtmBHble npaBoBble akTbl Poccuiickon ®epepaumm B obnactu
WHOpMaUMK, MHEOPMAUMOHHBLIX TEXHOMOMM U 3almTbl  MHOpMaUmK,
nepcoHanbHbIX AaHHbIX, LM(poBOM TpaHcdhopMaLmnn

MeToanyeckne OOKYMEeHTbl M HauuOHalbHble CTaHOapThbl B obnactn pa6OTbI C
OOKYyMEeHTaMun n I/IH(bOpMaLI,VIeIZ B OpraHun3auun

JlokanbHble HOpPMaTKBHbIE aKTbl OpraHun3auunn

I'Ipanma paGOTbI C AOOKymeHTamMun opraHusauun, YyCTaHOBJIEHHble €€
J1OKalibHbIMX HOPMAaTUBHbIMW akTamMun

®YHKUMK, MOMHOMOYMS M OTBETCTBEHHOCTb PYKOBOACTBA OpraHusauuMm u ee
CTPYKTYPHbIX NoapasaeneHuii

®DyHKLMOHanNbHbIE OCODEHHOCTU CUCTEMbBI 3JTIEKTPOHHOIO [OKyMeHToobopoTta
opraHusaumm

nOpﬂﬂ,OK n cogepxaHue npouenyp no pa60Te C AOKYyMEeHTaMu opraHmnsaumm n nx
AaHHbIMUN

Opyrve -
XapaKTepUCTukun

3.1.4. TpypnoBas yHKUuA

lMpoekTupoBaHue, BHegpeHWE U pa3BuUTUe YpoBeHb
HavmeHoBaHWe | cMCTEMbl 3NEKTPOHHOIO Kog |A/04.6 | (noaoypoBeHb) 6
AoKymeHToobopoTa KBanudwmkaummn
Mpouncx HU MMCTBOBaH
povcxoxaeHue Opururan X 3aumcTBoBaHO
TPyOoBoOW OyHKLMM 13 opurnHana
Kog PerncrpaynoHHbIn
opurnHana HoMep
npoceccuoHansHoro
cTaHgapTa
TpynoBble lMpoBegeHne aHanusa [OeWCTBYIOWEN CUCTEMbl YMpaBneHUs [OOKyMeHTaMu
aencTens opraHusauum Ans onpegeneHus 3agad no ee asTomartusauuu, MOAEPHU3aLUN,

LumdpoBoKn TpaHcopmaunm

[NoaorotoBka TEXHUYECKOro 3agaHus Ha BHeapeHune OTEYECTBEHHOW CUCTEMbI
QNEKTPOHHOro E,OKyMeHTOOGOpOTa B OpraHun3aumm B pamMkax cBoOunxX KoMMeTeHummn

PaspaboTka 6rok-cxem, OMUCbIBalOLWMX OWM3HEC-NpoLecchl  opraHusaumu,
npoLecchl 1 npoLeaypbl Mo ynpaereHno JOKYMEeHTaM1 opraHv3aumnm
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

Knaccudmkaumsi, MHOEKCMpPOBaHNE [OOKYMEHTOB M WX AaHHbIX, HeobXoanMbIX
ONS OCYyLLEeCTBINEHMS MPOLECCOB CO3[4aHUs M BBOAA B CUCTEMY SF1EKTPOHHOINO
OOKyMeHTooGopoTa

BHeceHue npennoxeHun no KputepusiM Bblibopa OTEYECTBEHHOW CUCTEMbI
3NEKTPOHHOro AOKyMeHToobopoTa Anga opraHusauum

OcyLuecTBreHue TEeCTUpOBaHUs paboThl cucTeMbl 3MNEeKTPOHHOro
JOKyMeHTooGopoTa U onpeferneHve 3adad no ee agjantaumu K cneumduke
CUCTEMbI YpaBneHnst AOKYMEeHTaMy1 opraHnsaumm

MeToaunyeckoe conpoBsoXxaeHne npoueccoB BHeOpeHnda W JKkcnnyartaunn
CUCTEMBbI ANTEKTPOHHOIO D,OKYMGHTOO60pOTa B OpraHm3auun

Heobxogumele Mpoussogute  06paboTKy  AOKYMEHTOB n OaHHbIX: perncrpaumio,
yMeHus cucTemMaTmMsauuio, UCNonNb3oBaHUe, XxpaHeHue, YHUYTOXeHne

MpUMEHATL MEeTOAONOMI0 OpraHM3aLUMOHHOIO MPOEKTMPOBAHMS MpY aHanuae
CUCTEMbI yrpaBrneHnst AOKyMeHTamMm

npe,El,CTaBﬂﬂTb pe3ynbTaTtbl aHanM3a npoueccoB YynpaBlieHNUA OOKyMeHTaMu
opraHnsauum B Fpa(*)VI‘-IeCKOM Bunae

BbisiBnaTb NPUOPUTETHbIE HanpaBlieHnA aBTomMmaTn3auunm ynpaeneHua
OOKyMeHTaMu B OpraHunsaumn

[MpUMEHSTL CUCTEMY 3NEKTPOHHOIO AOKYMEHToOOOopoTa [Afis  BbIMOSIHEHUS
0enonpon3BOACTBEHHbIX onepaunit

OueHnBaTb 3MEKTMBHOCTL MEPOMNPUATAA MO aBTOMaTU3aUMKU yrnpaBlieHns
JOKYMeHTaMu1 B opraHusauum

Heobxogumble HopmaTtmeHble npaBoBble akTbl Poccuickon depepaumm B obnactu
3HaHusA WHpopmaunn, MHPOPMALMOHHBIX TEXHOMOMMA W 3alMTbl  MHOpPMaLmK,
nepcoHanbHbIX  [aHHbIX, uncposon TpaHccopmaumu, ynpaBneHusi

OOKyMeHTaMu opraHm3auum

MemnyHapop,Hble M HauuoHalnbHble CTaHOapTbl B obnactun ynpaeneHua
OOKYyMeHTaMu

Cnocobbl cucTemaTusauum gaHHbIX 0 AeATeNbHOCTU OpraHM3aLmm

MpUHUMNBI (POPMUPOBAHNA NPOLIECCOB OpraHn3aLmnm

MeTogbl uccnegoBaHWs, aHanuaa, MNPOEKTUPOBAHUS UM Pas3BUTUS  CUCTEMbI
ynpaBneHusi OKYMEeHTaMu B opraHu3auum

I'IporpaMMHble npoAyKTbl MO aBTOMaTtu3auun ynpasneHnd OOKyMeHTaMun B
opraHmnsauunm

CDyHKLl,I/IOHaJ'IbeIe ocobeHHoCTHU pa3nnyHbIX OTe4yeCTBEHHbIX cucrtemMm
ANEKTPOHHOro D,OKyMeHTOO60pOTa, NCnosb3dyemblX B obnactu ynpasneHua
OOKyMeHTaMu opraHm3auum

Lpyrve -
XapaKkTepucTukn
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa

"CneumnanucT no yrnpasfeHUIO AOKYME...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

3.1.5. TpynoBas yHKUuA

HanmeHoBaHne

OcyuiecTteneHune
WHOPMaLMOHHO-CNpaBOYHOM paboThl C
OOKYMEHTaMM opraHm3auum

YpoBeHb
(nopypoBeHb) 6
KBanudukaumm

Kon | A/05.6

MNpoucxoxaoeHne
TpyaoBoun dhyHKLUN

3anmMcTBOBaHO
13 opurvHana

OpuruHan X

Koa
opurnHana

PerucrpauunoHHbIn
HOMep
NpodeCCUOHarnbHOro
cTanfapTa

Tpynosble
aencreus

dopmupoBaHne TpeboBaHUn K
CTPYKTYPUPOBaHHBIX  AaHHbIX
opraHusaumm

I/IH(bOpMaLI,VIOHHO-FIOI/ICKOBbIM cucreMmam
OOKYMEHTUPOBAHHbIX ccbep AeATeNIbHOCTU

(DOpMI/IpOBaHI/Ie 1 BegeHne 6a3 gaHHbIX 0 AeATeNbHOCTH opraHu3auunmn

$PopmmpoBaHue TpeboBaHWIN K pasrpaHNYeHnio YpoBHen Aoctyna paboTHMKOB K
AaHHbIM O AeATeNbHOCTM OpraHM3auum B COOTBETCTBUM C BbINOMHAEMbIMU UMY
PYyHKUNAMM

npe}J,OCTaBJ'IeHI/Ie 00CTyna K CTPYKTYPUPOBaHHbIM JAaHHbIM JOKYMEHTUPOBAHHbIX
cd)ep AeATeNIbHOCTU opraHmn3aunm

PaspaboTka hopm npeacTaBneHns MHpopMaLmmn o AeATeNbHOCTM opraHu3auum

MoarotoBka OTYETOB M aHaNWTUYECKMX CMPaBOK PYKOBOACTBY MO BOMpocam
ynpaBreHusi JOKyMeHTaMu B OpraHusauum

Mouck n npepnocrtaBiieHne I/IH(bOpMaLI,VII/I O CTPYKTYypupoBaHHbIX AaHHbIX
LOOKYMEHTUPOBAaHHbIX ccbep AeATeNnnlbHOCTU  opraHun3auun  no  3anpocam
pa6OTHVIKOB opraHunsauumn

Heobxogumbie
yMeHMs

PaboTaTb C WCTOYHWKaAMWM WHGOPMAaLUK, BbISBAATb KPUTEPUU €€ OLEHKU U
oTbopa

MoabupaTb, cUCTEMaTU3NPOBATb U KnaccMuUMPOBaTh CTPYKTYPUPOBAHHLIE
JaHHble  [OKYMEHTMPOBaHHbIX Ccdep [OeATenbHOCTW  OpraHu3auuum Mo
onpeaeneHHbIM KpUTEPUAM

Cospgaearb, agMUHNCTPpUpoBaTb U MUCNONb30BaTb AOOKYMEHTblI U UX OaHHbIE B
pPas3nnYHbIX obnacTax oesaTensHoCTu

O(bOpMﬂﬂTb I/IHd)OpMaLIMIO B HarmagHoMm cucrtemMatm3npoBaHHOM BUAE B
COOTBETCTBUM C NpeabABIIAEMbIMU Tpe6OBaHI/IFIMVI

PaGoTtate C 3nekTpoHHbIMKM 6a3zamMy [aHHbIX W CUCTEMOW SMEKTPOHHOrO
OOKyMeHToobopoTa opraHusaumm

Heobxogumble
3HaHusA

MeToguyeckne OOKYMEHTbI U HauMOHarnbHble CTaHAapTbl B obnactn paboTbl €
OOKYMeHTamMu 1 nHopmarmen B opraHmsaumm

HafeXHasa npaBoBas noaaepXxka
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumnanuncT no ynpasfieHuo AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

MpaBuna, nopsiaok chopmupoBaHmsa 1 ydeta 6a3 faHHbIX opraHM3auuu

OcobeHHocTH YHKLMOHNPOBaHHSA CNpaBoYHO-MHGOPMAaLMOHHbIX n
MHPOPMAaLIMOHHO-MONCKOBBIX CUCTEM OpraHu3aLum

nOpﬂﬂOK 00CTyna K pas3fminyHbIM KaTeropnam MHd)OpMaLlI/II/I B OpraHmn3auunn

Cnocobbl nonyyYeHnst MHPopMaLuun U3 pasfmyHbIX UCTOYHUKOB

(DOprI npencraBneHna I/IHq)OpMaLI,I/IM N NX 0COBEHHOCTU

MpaBuna cocTaBneHuss M OgOPMIIEHUS OTYETOB, O0030POB, aHANUTUYECKUX
CrnpaBoK

TexHonorus pa6OTbI C AOKYyMEeHTaMu n I/IHCbOpMaLI,VIeIZ OorpaHn4eHHOro gocrtyna

Lpyrve -
XapaKTepucTukn

3.1.6. TpynoBas cdbyHKumA

OcyLLecTBMNEHNE KOHTPONS npouecca u YpoBeHb
HavmeHoBaHWe | CpOKOB MCMOMHEHUSA AOKYMEHTOB B Kog |A/06.6 | (nogoypoBeHb) 6
opraHusaumm KBanmdukawmm

MNpouncx HU MMCTBOBaH
poncxoxaeHue Opurvkan X 3anmcTBoBaHO
TPYLOBOW hyHKLMM 13 opurmHana

Kopg, PerncrpaunoHHbIn

opurnHana HoMmep
nNpodeccnoHarnbLHoro
cTaHgapTa
TpynoBble MocTaHoBKa AOKYMEHTOB M NOPYYeHWUIA PYKOBOACTBA OpPraHM3aumMm Ha KOHTPOIb

nencTeus
OcyllecTBrneHNe BHYTPEHHENO KOHTPOMS UCTONMHEHUS JOKYMEHTOB OpraHun3aumm
HECKOIbKUMW UCMOMHUTENSIMM, YCTAHOBKa 04epedHOCTM UX UCTIONHEHNS

KOHTpOJ‘Ib 9TanoB BbIMNOJIHEHNA peLLIeHMIZ nnn OI'IGpélLLI/IVI, 3a(bMKCI/1pOBaHHbIX B
OOKYyMeHTax

MOHUTOPUHI X0fda WCMONHEHUst U cTaTyca AOKYMEHTOB B npouecce paboTbl ¢
HMMW B OpraH13aLmm

PaspaboTka TpebGoBaHMWit K NpOTOKONaM KOHTPOSIbHBIX 3anvceit 06 onepauusix,
NpOV3BEAEHHbIX C JOKYMEHTaMy B opraHusauum

KOppeKTI/IpOBKa CPOKOB MUCMOJIHEHNUA OOKYMEHTOB B OpraHu3aumm

CHsiTUe JOKYMEHTOB 1 MOpPYYEHUI PYKOBOACTBA OpraHn3aummn ¢ KOHTPOss

lNogrotoBka aHanMUTU4ECKNX cnpaBoOK O  COCTOAHUU MCMONHUTENbLCKOM
AncunniinHbl B opraHnsaunm
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

Heobxogumele BHocuTb pfdaHHble O cpokax W cneuumduke WUCMNOMNHEHUS [OOKYMEHTOB B
yMeHus KOHTPOmbHbIE  KapTOTEKM U aBTOMATU3MPOBAHHbLIE  CUCTEMbl  KOHTPONS
opraHuM3aumMum B  COOTBETCTBME C  HOPMATMBHbIM  MPaBOBbIM  aKTOM,
OpraHv3auUMOoHHO-pacnopsanTEnbHbIM AOKYMEHTOM i pesontouunen
pykoBoguTens

AHaJ'II/I3I/IpOBaTb Mchopmau,mo O Xo4e n pesynbTtaTtax UCNOJIHEHNA OOKYMEHTOB
B OpraHusauunmu

Pa3paGaTblBaTb nepevyHn OOKyMEeHTOB OpraHusauum C TUNOBbIMM CpOKaMn KUX
NcnonHeHuna

OI'Ipe}J,eJ'IFITb BAbl W MNMOpPAAOK KOHTPOIA WCMONHNTENbCKON OUCUMUNSIMHBLI B

opraHusaumm
Heobxoaumble HopmaTtueHble npaBoBble akTbl Poccunckon ®depepauun, ycTaHasnvsaioline
3HaHUSA TUMNOBbLIE CPOKM UCMOMNHEHUS JOKYMEHTOB

Mopsigok onpeaenexHns CPOKoB MCMNOSTHEHUS AOKYMEHTOB B OpraH13aumm

MeToankn BeaeHnsa KOHTPOI1A UCNOJIHEHNA OOKYMEHTOB

Mopsipok BHECEHWS pesonouui pykoBoautens opraHu3saumm B
pervcTpaumoHHyto hopmy

TexHonormyeckne aTanbl paboTbl C Pas3fMYHbIMU KaTEropUsSIMU [OKYMEHTOB
opraHusaLumu

nOpﬂﬂOK MCNOoJIHEHNA JOKYMEHTOB B OpraHusaumn

YCnoBus CHATUSA OOKYMeHTa C KOHTPOJiA B OpraHu3aumm

Ipyrve -
XapaKTepUCTuKun

3.1.7. TpynoBas pyHKUUA

OpraHu3aunsi XxpaHeHUs1 AOKYMEHTOB B YpoBeHb
HanmeHoBaHue |opraHusauuu n nepedaydn gen Ha Kon | A/07.6 (nopypoBeHb) 6
apXxMBHOE XpaHeHne KBanudukaumm
lNpouncxoxaeHue 3anumcTBOBaHO
P KA OpurnHan X
TPYLOBOW hyHKLMK 13 opurvHana
Kon PerucrpauunoHHbIn
opurmHana HOMeEp
npodeccuoHanbHoro
cTaHgapTa
Tpynosble KoHTponb KOMNMeKToBaHUA JOKYMEHTOB B [eria MU opraHusaums ux XxpaHeHus B
nencTBeus nogpasaeneHnsx opraHmsauum

KOHTpOJ‘Ib CO30aHuA 1 BegeHnA CnpaBO4YHO-MONCKOBbLIX CpeacTB NO AOKYMEHTaM
1 6asam QaHHbIX, XpaHdawmnmcea n segyimMmca B nogpasgeneHmnax opraHniaunm
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

CocraBneHve, BegeHNe HOMEHKNATypbl AeNn OpraHnsaumm U UTOroBOW 3anmcu K
Hewn

MpoBepka AaHHbIX O COXPAHHOCTM CO3[daHHbIX B OpraHvM3auuy OOKYMEHTOB Ha
Pa3nnYHbIX HOCUTENAX

KOHTpOJ'Ib Bblga4yn B onepatnBHOE MOJ1ib30OBaHMe OOKYMEHTOB OpraHn3aunm n nx
BO3BparTa

MpoBeaeHne 3KCMepTU3bl LIEHHOCTM [LOKYMEHTOB B COCTaBe 3KCMepTHOW
KOMWUCCUM OpraHmn3aumm

[penocraBneHne OOKYMEHTOB WM UX CKaH-KOMWA OfsS OTBETOB Ha 3anpochl
nogpasgeneHun opraHusaumMm u gegepanbHbiX OpraHoB WUCMOMHUTENBHOMN
BNactTu

[NogroToBka OOKYMEHTOB 114 nepeadn B apxmB UIN Ha YHUYTOXEHne

Heobxoammble MpUMeHATbL HOMEHKNATypy [Oen CTPYKTYPHOro noapasfeneHus M CBOAHYH
YMeHus HOMeHKNaTypy Aen opraHnsauum, UTOroBble 3arnncy K HAM

HactpavBaTb napameTpbl pasgerioB  HOMEHKNIATypbl [Oen B cUcTeMme
3MEKTPOHHOIo AOKYMEHTO0GopoTa opraHv3aumm

CucTtematuampoBaTb [OKYMEHTbl M MHGopMauuio 6as gaHHbIX, hopMUpoBaThb
Jena B COOTBETCTBMU C HOMEHKNATYPOW Aefn opraHusauum

OCyLIJ,eCTBJ'IFlTb MOUCK OOKYMEHTOB U UX OaHHbIX B NpoLecce TeKyllero xpaHeHna
B opraHunsauunmun

OcyuiecTBNATb  METOAMYECKOE  PYKOBOACTBO  OpraHuM3auuen  XpaHeHus
JOKYMEHTOB U 0a3 JdaHHbIX B CTPYKTYPHbIX MOAPa3OeneHusix opraHusaumu,
OKasblBaTb MM NPAKTUYECKYH NOMOLLb

KoHTponmpoBaTb (hOpMMpOBaHMEe, XpaHeHWe W nepedavy [en B apxvB
opraHusaumu

KOHTpOJ‘IMpOBaTb apxmsmpoBaHune 0a3 pgaHHbIX CTPYKTYPHbIX nou,pas,qeneHMﬁ
opraHmn3auunm

[NoagroTaBnuBaTtb onNuUcK OOKYMEHTOB W [OaHHbIX, nepenaBaeMblX B apxuB
opraHun3aunmn nnn apxmempyembiX Ha HOCUTENNU

Mpoun3BoauTb 3KCNEPTU3Y LEHHOCTM AOKYMEHTOB OpraHusauuMm U UX OaHHbIX,
onpeaensTb CPOKN XpaHEHUS]

ObecneumnBatb 3alunTy LOOKYMEHTOB n AaHHbIX opraHunsauunmn oT
HEeCaHKUMOHMPOBAHHOIO 4OCTYyNna Ui YHUYTOXEHNA

Heobxoaumele HopmaTuBHble npaBoBble akTbl Poccuickon ®egepauum B obnactu
3HaHuA nUHdopmaumm, WUHHOOPMALMOHHBIX TEXHOMOMMN U 3awmnTbl  MHOpMauuK,
nepcoHanbHbIX AaHHbIX, LMdPOBOW TpaHchopmaLmm, apxXmMBHOro aena

MeToanyeckne OOKyMEHTbl U HauuoHarnbHble cTaHgapTbl B obnactu paboTbl C
OOKyMeHTaumen 1 nHdopmaumen, apxXmeHoro gena

I'Ipanma pa6OTbI C AOOKymeHTamMun opraHusauun, YyCTaHOBJIEHHble €€
J1OKalibHbIMW HOPMAaTUBHbIMU akTaMu, yquH0|7| NOSIUTUKOM
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

Mopsidok M cogepxaHue npouedyp OpraHusauuMu onepaTMBHOMO XpaHeHus
JOKYMEHTOB M UX [aHHbIX, MOArOTOBKM K Mepefade B apXWB OpraHu3aumu unm
APXMBUPOBAHMIO HA HOCUTENSAX

MeToauka pa3pa60TKM n BeeHUA HOMEHKnaTtypbl Aen opraHu3auun, B TOM
yucne B CUCTeEME e€ IJIEKTPOHHOIo ,EI,OKyMeHTOOGOpOTa

MpaBuna cuctemaTusaumm wun knaccudukaumm [OKYMEHTOB, KOAMPOBaHUS
WHpopmaLnm

OcobeHHOCTN XpaHEHMST SNEKTPOHHBLIX AOKYMEHTOB

KpI/ITepVII/I onpeneneHna UeHHOCTU OOKYMEHTOB U UX AaHHbIX O5A 0T6opa Ha
hanbHenwee XpaHeHne Ui yHN4TOXeHune

Lpyrve -
XapaKTepucTukn

3.2. O6o06LeHHana TpyaoBas PyHKUMNA

PykoBOACTBO AeATENBbHOCTLIO
YpoBeHb
HavmeHoBaHue | nogpasgeneHus No ynpasneHuto Kon B KBANMDUKALINM 7
OOKYMEHTaMy opraHm3aumm
[MNpouncx HU
POVICXOXKAEHNE . 3aumcTBOBaHO
0606LeHHon TpygoBon | OpurnHan X
13 opurvHana
dyHKUNN
Kon PeructpauunoHHbIn
opurnHana HOMeEp
npodeccunoHanbHoro
cTaHgapTa
Bo3aMoxHble PykoBoauTenb nogpasfenenus no ynpaBneHnio JOKyMeHTaMu
HauMeHoBaHus opraHu3aumuv (oenaptameHTa, ynpasneHus, cnyxbbl, otaena)

JormkHocTen, npodeccun | PykoBoguTens oTgena no pabote ¢ AaHHbIMU AOKYMEHTUPOBAHHbLIX
chep oeaTenbHOCTU opraHnsauum

TpeboBaHus k Bricwee o6pasoBaHue - marucTpaTtypa

06pas3oBaHnIo U 0BYYEHNIO | Unn

Bbicwee obpasoBaHue (HenpouneHoe) - MarucTpaTypa u
AononHuTensHoe npodeccuoHanbHoe obpasoBaHne - NPorpaMMbl
npodeccuoHanbHOM NepenoaroToBKM Mo NPoduo A4eATENbHOCTY

TpeboBaHus K ONbITY He meHee Tpex neT B obnactu gokyMeHTauuoHHOro obecneveHms
npakTuyeckon paboTbl opraHusaumm

Ocobble ycnosus gonycka | [NpoxoxaeHne obyyeHnsa Mepam noxapHow 6e3onacHocTn

K paboTe MpoxoxaeHne obydeHns No oxpaHe Tpyaa U NPOBEPKM 3HaHWA
TpeboBaHu oxpaHbl Tpyaa

Hanu4yne cornacusi paboTHuka o cobnogeHnn ycrosummn
KOHDMAEHUMaNsHOCTN MHpopMaLun, a Takke ¢ Mepamu
OTBETCTBEHHOCTU 3a UX HapyLleHune (nNpu HeobxoanMocTH)
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumnanuncT no ynpasfieHuo AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

Opyrvue xapakrepucTuku JononHutensHoe npogeccnoHansHoe obpasoBaHue - NporpaMmbl
NoBbILLEHMS KBanudukaumm B 06nactu ynpasneHus LOKYMEHTaMmn He
pexe OfHOro pasa B Tpu roga

JononHutenbHble XapaKTepUucTukun

HavnmeHoBaHue fokymeHTa Koa HaumeHoBaHne 6a30BoV rpynnbl, AOSHKHOCTH
(npodbeccmm) unm cneumanbHOCTU

OK3 1219 Ynpasnsowme pUHaHCOBO-3KOHOMUYECKON U
aAMUHUCTPaTUBHON AEeATENbHOCTLIO, HE BXOASLWMNE B
Apyrue rpynnei

EKC - HadvanbHuk otaena (6topo, rpynnel) (B
NPOMBILLFIEHHOCTK)

oKnaTe 24695 HauvanbHuk oTaena (ouHaHCOBO-3KOHOMMUYECKOTO U
aAMWHNCTPATMBHOIO)

OKCO 1.46.04.02 | [JokymeHTOBEAEHUE U apXUBOBEAEHUE

3.2.1. TpynoBasa cbyHKUMA

OpraHusauns OeaTernbHOCTH YpoBeHb
HavmeHoBaHue | nogpasgeneHns No ynpasneHuto Kogo | B/01.7 (nogypoBeHb) 7
AOKyMeHTaMm KBanudmkaumm
I'IpomcxozmeHme Opuruman X 3anmcTBOBaHO
TPyOoBoOW OyHKLMM 13 opurnHana
Kog PerncrpaynoHHbIn
opurnHana HoMep
npoceccuoHansHOro
cTaHgapTa
TpyooBble Onpegenenne uenen, 3agady u yHKUMA noapasgeneHnss no ynpasreHuio
aencTens OOKyMeHTaMu opraHv3aummn 1 ero paboTHUKOB

PacnpegeneHve  OOMKHOCTHbIX — obsisaaHHOCTEn  mexay — paboTHUKamu
nodpasaeneHns no ynpasneHnio oKyMeHTamMy opraHusaumm

Pa3p360TKa JIOKallbHbIX HOPMAaTUBHbLIX aKTOB MO YynpaBJfieHNO OOKyMeHTaMu
opraHmnsauunm n OJMKHOCTHbIX VIHCTPYKLI,VIVI ee pa6OTHl/IKOB

MnaHvpoBaHue [OeATEeNnbHOCTM MNOAYMHEHHOro nodpasfeneHns C  y4eToM
pauuoHanbHoro pacnpefeneHns paboT M oGbema MpOoM3BOACTBEHHbIX 3aday
opraHusaumu

KoHTponb gedAtenbHOCTM pabOTHUKOB nogpasgerneHuss no  ynpasfeHuto
OOKyMeHTamMu opraHusasmu

MpoBeneHne MeponpuaTUiA No noabopy nepcoHana Ha 3amMellleHne BakaHTHbIX
OOIMKHOCTEN NoAYNHEHHOro noapasaeneHnus
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

Paspabotka rpacpmka obyvyeHns n nosbleHus KBanudukaumm paboTHUKOB
NOAYMHEHHOrO NoAapasgenexHus opraHusauum

KoHTponb  cobniogeHuss  paboTHMKaMM  MOOYMHEHHOro  noApasgeneHus
TpeboBaHWi OxpaHbl Tpyaa, TPYOOBOM AMCUMNIMHBLI, NPaBuil BHYTPEHHEro
TPYAOBOro pacnopska 1 fokanbHbIX HOPMaTUBHBLIX akTOB OpraHu3auum

OnpegeneHve MNoTpeGHOCTM MOOYMHEHHOro MoAdpasdernieHns opraHusauumM B
obopyaoBaHMK, NPOrPaMMHOM OGecrneyYeHnn, matepuanbHbiX U (PMHAHCOBbIX
pecypcax

MNogroToBka ﬂpeﬂ,J'IO)KeHVIIZ no MoagepHusauunmn pa6oql/|x MecCT pa6OTHI/IKOB
nogpasgeneHua no ynpaeieHnn JOKyMEeHTaMn opraHm3aynm

OueHka 3(peKTUBHOCTM  OEATENBbHOCTU  MOAYMHEHHOro  nogpasgeneHus

opraHu3aLmm
Heob6xoaumble OGecneuynBaTb B3anMoaencTere nogpasaeneHus no ynpaeneHuo Jo0KyMeHTaMm
yMeHust opraHusaumMm co CTPYKTYPHbIMW MoApasAeneHnaMu U OOMKHOCTHBIMU MMLUamMu
opraHusaumm

ObGecneuvBaTb paUMOHanbHYlO 3arpysky W pPacCcTaHOBKY MOAYMHEHHOro
nepcoHana ¢ y4eTom Keanudukaumum, 06beMOB U CIOXXHOCTU paboT

YcTaHaBnuBaTb OnNs Kaxaon d)yHKLIMM pa60THI/IKa C.I'Iy>K6bI no ynpaslieHUto
OOKyMEeHTaMn opraHm3auum npasa W OTBETCTBEHHOCTb, obecneunBatoLmne
KOPPEKTHOE BbIMNOJIHEHNE aTON (byHKLJ,I/IVI B paMKax OeATeNIbHOCTUN opraHmn3auunn

MpuHMMaTb Mepbl MO YCTPaHEHWIO HeaocTaTkoB B paboTe MNoAuYMHEHHOro
CTPYKTYPHOro noapasfeneHust opraHnsauum

OueHnBaTb KayeCTBO BbIMOMHEHHBIX MOAYMHEHHBIM MNepcoHanom paboT Mo
ynpaBneHuo LOKYMEHTaM1 opraHu3auum

KoHTponupoBaTb cobGniogeHue B nogpasgeneHun TpeboBaHWn oxpaHbl Tpyaa,
TPYAOBOWA AUCUMMNMUHBI, MpaBUn  BHYTPEHHEro TPYAOBOro pacrnopsgka W
NoKarbHbIX HOPMATUBHbIX aKTOB OpraHn3aumm

Onpe,u,enmb NPUOPUTETHbIE HamnpaBleHNA pa3BUTUA noAapa3geneHna no
ynpasrieHno JOKyMeHTaMn opraHn3auum

PaspabatbiBaTb Mepbl MO MNOBbIWEHUIO 3dEKTUBHOCTU  AeATENbHOCTU
paboTHNKOB NOAYMHEHHOIO NOAPa3AeneHnst opraHnsaumm

BHeOpaThb HOBble TEXHOMNOMUU U MeTOAbl PaboThl B AeATENbHOCTb NOAYUHEHHOTO
noapasgeneHnst opraHmMaauum

Heobxogumble HopmaTuBHble npaBoBble akTbl Poccuiickon ®Pegepauum B obnactu
3HaHWS nHdopmaumm, WUHPOPMALMOHHBIX TEXHOMOMMA U 3awmTbl  MHopMaumw,
nepcoHanbHbIX  AaHHbIX, uncposon TpaHccopmaumu, yrnpaBneHus

OOKYyMeHTaMu opraHmsauum

MeToanyeckne OOKYMEHTbl U HaLMOHanbHble CTaHaapTbl B o6nactu paboTbl C
[OKYMeHTaMm1 1 HdopMaLmeil, apX1BHOro aena

MpaBuna cocTtaBneHusi M OOPMIIEHUST FOKaNbHbIX HOPMATUBHbLIX aKTOB,
onpefensoowmnx nNpaBoOBOE MOJIOXKEHNE CTPYKTYPHbIX MNOApasfAeneHuin K
paboTHUKOB OpraHu3aLmm
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

CTpykTypa opraHusauuu, ee nogpasfenieHnst U paboTHUKKM, 3a0eiCTBOBaHHbIE B
npoLeccax yrpaeneHust LOKyMeHTaMu opraHusauum

OcobeHHoCcTH pernameHTauum Tpyoa paBGoTHUKOB Nnoa4YnMHeHHoro
noapasaeneHns opraHmMaaumm

®dyHkuMM  pabOTHUKOB OpraHM3auMM W nogpasgeneHus no  ynpasreHuio
OOKYMEeHTaMu, a Takke NOAYNHEHHbBIX eMy CTPYKTYP

MpaBuna HopMUPOBaHUSI Tpyda M pacyeTa SIBOYHOW YMCIIEHHOCTM MepcoHana
noApasfenieHns no ynpasneHnto JoKyMeHTamMy opraHusaumm

I'Ipanma opraHunsauunm pa6oq|/|x MecCT pa6OTHMKOB opraHmnsauunmn

MeToaukv ynpaeneHus nepcoHasnioM opraHusaLum

TpeboBaHus oxpaHbl Tpyaa

MpaBuna opraHM3aLMOHHOIO NPOEKTMPOBAHWS AN OpraHn3aLmm

Ipyrve -
XapaKTepUCTukun

3.2.2. TpynoBas pyHKUUA

PaspaboTka nonmMTukn ynpaeneHus YpoBeHb
HanmeHoBaHVe | gOKyMEHTaMK opraHusauum Kog [B/02.7 | (nogypoBeHb) 7
KBanudukauum
MpoucxoxaeHve 3aMmMmcTBOBaHO
P KA OpurnHan X
TPYZAOBOW hyHKLMK n3 opurnHana
Kog PerncrtpaunoHHbin
opurnHana HoMep
NpodeCcCUOHarnbLHOro
cTaHgapTa
TpynoBble OnpegeneHue HanpaBneHWin NONUTUKM YNPaBeHNst OKYMEHTaMU OpraHn3auum
aencreus

PykoBoacTBO pa3paboTkoi NokanbHbIX HOPMAaTUBHbLIX aKTOB OpraHu3auuMu B
COOTBETCTBMM C €€ MOSIMTUKON YNpaBneHns AOKYMEHTaM1 opraHn3aumm

CornacoBaHue, yTBEPXOEHWNE JTOKallbHbIX HOPMATUBHbLIX aKTOB OpraHm3auun rno
OOKYMEHTHbIM CUCTeMaM opraHu3aunm

OpraHuzaums KOHCYNbTUPOBaHUA pabOTHMKOB oOpraHu3auuMu Mo Bonpocam
NPUMEHEHMs1 JloKamnbHbIX HOPMAaTUBHbLIX aKTOB W WCMONb30BaHUA METOAMK
yNpaBreHusl JOKYyMeHTamMy opraHusaumm

OpransauMﬂ akKTyanmsauun nokarbHblX HOPMaTUBHbIX akKTOB U MEeTOOUNYECKUX
OOKYMEHTOB opraHum3auum no ynpaeneHnio JOKyMeHTaMun opraHnsauun
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

Heobxogumbie MpyMeHsATbL NpaBoBble HOPMbI AN COCTaBNEHUA U O0POPMMEHMS JTOKanbHbIX
yMeHus HOPMAaTMBHbIX aKTOB OpraHM3aunm

OpraHu3oBbiBaTb [AeSATENbHOCTb paboumx rpynn MO MOArOTOBKE MPOEKTOB
NoKarbHbIX HOPMaTUBHbIX aKTOB OpraHM3aLUumn No 4OKYMEHTHLIM cUCTEMaM

OpraHVI3OBbIBaTb paccmoTpeHne, o6cy>|<,u,eH|/|e, yTBEpXOeHne n cornacosaHue
NPOEKTOB JIOKaJIbHbIX HOPMAaTUBHbLIX aKTOB OpraHnm3auunn, noCBALLEHHbIX
NnonnuTuke ynpasneHna JOKyMeHTaMun

anMeHﬂTb Mepbl, obecneynBatolne BbINONHEHNE Tpe6OBaHMI7I, 3aKpenneHHbIX
B JIOKal1bHbIX HOPMATUBHbIX akTax no ynpasBfieHN0 JOKYMEeHTaMun opraHn3aumm

Heobxoaumele HopmaTuBHble npaBoBble akTbl Poccuickon ®egepauum B obnactu
3HaHuA uHdopmaumm, UHHOPMALMOHHBIX TEXHOMOMMN U 3awmnTbl  MHOpMauuK,
nepcoHanbHbIX  AaHHbIX, uncposon TpaHcdopmauuu, ynpaBneHus

OOKyMeHTaMu opraHm3auum

MeTogouuyeckne [OKYMEHTbl M HaUMOHarnbHble CcTaHgapTbl, cogepaliue
TpeboBaHWs K OpraHv3auny yrnpasneHnst LOKYyMEeHTaMu opraHnusaumm

Tunosble © NPpUMEpPHbIE NONMOXEHNA N UHCTPYKUUKN B obnactn ynpaBJieHuA
OOKYyMeHTaMu opraHmsauum

TDGGOBaHMﬂ K CTPYKType W” coaepXxaHu OoTaellbHbIX BWOOB J1OKalbHbIX
HOPMaTUBHbIX aKTOB

MpaBuna pa3paboTkn 1 0POPMIEHNA AOKYMEHTOB

nOpHﬂ,OK O3HaKoOMJ1eHUsA pa6OTHl/IKOB C JioKallbHbIMW HOPMAaTUBHbIMU aKkTamMu
opraHmnsauunm

TpeboBaHusA oxpaHbl Tpyaa

Apyrve -
XapaKTePUCTUKM

3.2.3. TpynoBas yHKuusA

lMocTpoeHne cnuctemol ynpaBneHus YpoBeHb
HanmeHoBaHve | OKyMeHTaMu opraHusauum Kog |B/03.7 | (nogypoBeHb) 7
KBanudgukaumm

[Npouncx HU MMCTBOBaH
poncxoxaeHve OpuruHar X 3anmcTBOBaHO
TPYAOBOW hyHKLMK 13 opurnHana
Kopg PerncrpaunoHHbIn
opurnHana HoMep
npogeccnoHansHoro
cTaHgapTa
Tpynosble lNpoBegeHne aHanu3a xapaktepa [OenoBOM [eATeNbHOCTU opraHusauuu, ee
.EI.eIZCTBI/Iﬂ NpaBOBbIX, PECYPCHbIX N TEXHOJITONMYECKNX BO3MOXHOCTEN
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

YcTaHoBNeHue pUCKoB, BNUAKOLWLNX HA OeNoBYyK OeATeNIbHOCTb opraHn3auun B
uenom, n pPUCKOB, KOTOPbIMM MOXHO YyNnpaBATb NOCPenCTBOM YynpaBlieHUA
OOKYyMeHTaMu

BbisiBneHne cooTBeTCTBUSA XapaKTepucTtuk OOKYMEHTHbIX CMCTeM opraHusauuun
TpeGOBaHVIFlM K HageXxHoCTn, 6e3onacHOCTN, COOTBETCTBUIO, KOMMIEKCHOCTU U1
CUCTEMHOCTU

MprMeHeHWe KopropaTUBHbIX CTAHAAPTOB AOKYMEHTHBIX CUCTEM OpraHv3auuv B
ynpaBneHun JOKYMEeHTaMun opraHn3asmm

KOOp,D,VIHaLI,VIFI OeATernbHOCTU no co3aaHuto n CcOoBepLIEeHCTBOBAHUIO
OOKYMEHTHbIX CUCTEM OpraHmn3auum

[MpoBeneHne meponpuATUiA NO B3aUMOLENCTBUIO NOApa3geneHnin opraHnsaumm
npuv peLleHnn 3agay B obnacTtu ynpasrneHust 4OKyMeHTaMu opraHu3aumm

KOHTporib  (OYHKLUMOHMPOBAHUSI CUCTEMbI YMpPaBreHusi AOKYMEHTaMu U WX
AaHHBLIMW OpraHM3aumm

I'Iop,p,epmane CUCTEeMbI ynpaBneHna JOKyMeHTaMun opraHn3aumm B aktyalibHOM
COCTOAHUN

BHegpeHne coBpeMeHHbIX MeTOAOoB, cpedacTB 06paboTkM uHpopmauun un
OaHHbIX B paMKax peanusauum CKBO3HOW TEXHOMOrMM CUCTEMbI YNpaBreHus
AOKyMeHTaMu opraHm3aumm

PykoBOACTBO CO34aHMEM CUCTEMBI YNPaBNeHUs AOKyMEHTaMV OpraHmM3aumm

PykoBoAcTBo pa3paboTkol [OOPOXHbIX KapT pelleHuss 3adady B obnactu
NOCTPOEHNS CUCTEMBI YTpaBIIEHNS AOKYMEHTaMM1 OpraHM3auum

OnpepgeneHue DYHKLMA, BbIMOSTHAEMbIX cMcTemMon 3NEKTPOHHOro
AOKYMEHTO0bOpOTa opraHu3aLmu, 1 ee akTyanusaums

MnaHupoBaHue KOHCYNbTUPOBaHUS pabOTHUKOB MO Bonpocam paboTbl C
[OKYMEHTHbLIMW CUCTEMaMM OpraHn3aLmm

Heobxoammble AHanuavpoBaTb NepeaoBoOli OTeYeCTBEHHbI U 3apy6GexHbli onbIT B obnacty
yMeHusi ynpaBfeHnsl JOKYMeHTamMy opraHusaumm

O6ocHOBLIBaTb MOMNOXEHUS cTpaTtermm pasputna U NONIUTUKN OpraHunsauunn B
obnactu ynpasnieHna JOKyMeHTaMun opraHmnsaumn

Mpou3BoauTb aHanMs MWHGPOPMaLUM O COCTOSIHAM CUCTEeMbl  yMpaBreHust
JOKYMEHTaMu opraHusaum

BHocutb aprymMmeHTunpoBaHHbIe OopraHun3aunoHHbIe n TEXHONorn4yeckume
npeanoxexHma no opraHn3aumm n CoBepLleHCTBOBaHUKO CUCTEMbl ynpaBlieHUA
OOKYyMeHTaMu opraHmsauum

ObecneunBaTtb B3aMMOAeNCTBUE no,qpaap,eneHMﬁ OopraHusaumm no Bonpocam
paGOTbI C AOKYMEHTHbIMN CUCTEMaMun

OueHmBaTb  3(PEKTMBHOCTL  MPOLECCOB  yMpaBreHusl  JOKYMEHTaMu
opraHu3aumu
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

OnpegensTb PYHKUMK, BbINOSNHAEMbIE cucTemMon 3NEKTPOHHOro
AOKYMeHTOoOobopoTa opraHu3aLmm, 1 OTCNeXnBaTh ee akTyanusaumio

MpuHMMaTL peleHns B CRAOXHBLIX W CMOPHbIX CUTyauMsax B pamkax CBOen
npodeccnoHanbHon AeATensHOCTH

PewaTb 3agayn HOpMATMBHOIO N MeTogn4eCcKoro obecneyeHunst ynpasneHua
OOKyMeHTaMu opraHm3auum

Heobxogumele HopmaTuBHble npaBoBble akTbl Poccuinckonn ®egepauum B obnactu
3HaHWs nHdopmaumm, WNHMOOPMALMOHHBIX TEXHOMOMMM U 3awmnTbl  MHGOpMauuK,
nepcoHanbHbIX  AaHHbIX, undposon  TpaHcopmauuw, ynpasneHus

OOKyMeHTaMu opraHm3auum

MeToamyeckne OOKYMEHTbl M HaUMOHarnbHbIe CTaHAapThbl B cdepe ynpaBneHus
OOKyMEHTaMu opraHv3aummn 1 UHMOPMaLMOHHBIX TEXHOMOMMI

MexayHapodHble cTaHaapTbl B 061acTy yNpaBneHnst 4oKyMeHTaMm

I'Iepeu,oaoﬁ OTEYECTBEHHbLIA OMbIT U Hay4Hble pa3pa60T|<v| B obnactu
VIH(bOpMaLI,I/II/I M ynpaBneHna JOKyMmeHTaMun opraHmsauun

MHdopMaLmoHHble  ycnyrn: cpeactBa  cbopa, nepegjadum wm ob6paboTkm
nHdopmaumm

Mopsinok pa3paboTkv, OPOPMIIEHUs, YTBEPXKAEHUSI U BHeOPEeHUs NoKanbHbIX
aKTOB OpraHu3aumm

CprKTypa N HanpaBneHna geAaTenbHOCTU opraHmn3auum

DyHKUMM 1 NOPSAOK B3aUMOAENCTBUA noapasneneHnii opraHmaaumm

MeToabl NPOEKTNPOBaAHNA U NNAaHNPOBaHNA pa60T B OpraHun3auun

Mopsinok pa3paboTku 1 YTBEPXKOEHUS NePCNEKTUBHBIX U TEKYLLUX NIiaHoB paboT,
JOPOXHbIX KapT opraHn3aLmm

MeToabl aHanu3a nokasaTenen AeATenbHOCTU Mo ynpaelieHno OOKyMEeHTaMu
opraHmnsauunm

TpeboBaHusA oxpaHbl Tpyaa

Apyrve -
XapaKTePUCTUKM

3.2.4. TpynoBas yHKuusA

KoHTponb OyHKLUMOHNPOBAHNSA CUCTEMBI YpoBeHb
HavmeHoBaHWe | ynpaBneHus OKYMEHTaMy opraHu3aumm Kog [B/04.7 | (nogypoBeHb) 7
KBanudgukauum

MNpoucxoxaoeHve

X 3aMmcTBOBaHO
TPYAOBOW hYyHKLMK

UrnH
Op an 13 opurnHana
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

Kon PerncrpauunoHHbIin
opurnHana HoMep
NpodeccUoHanLHoro
cTaHaapTa
TpynoBble KoHTponb BedeHus1 JOKYMeHTanbHoro ooHaa opraHu3aumMmM U CBOEBPEMEHHOE

AencTeus NPUHATUE Mep MO NpeaynpexXaeHnio HapyLleHui

KOHTpOJ‘Ib MCMNOJIHEHNA JNOKallbHbIX HOPMATUBHbIX aKTOB W MeTOoOUYEeCKUX
OOKYMEHTOB OOKYMEHTHbIX CUCTEM OpraHmn3auunm

KOHTpOsib BbISIBIEHVS] HapylleHUid B MOArOTOBKE W 006paboTke AOKYMEHTOB
opraHusaumu, onpegerieHe Mep no Ux ycTpaHeHuto

KOHTpOﬂb WCMNONHUTENbCKON ANCLMNINHDI pa6OTHI/IKOB opraHunsauunmn

KOHTporb  (OyHKUMOHMPOBAHUS CUCTEMbl 3MEKTPOHHOIO [JOKYMeHToobopoTa
opraHv3aumn 1 ee CBOeBPEMEHHOW akTyanusauum

KOHTpOJ'Ib cucreMmaTtmnsaunm  AOaHHbIX, CbOpMVIpOBaHVIH aen wn opraHmsadum
onepaTtmnBHOIo XpaHeHnAa OOKYMEHTOB B OopraHn3aunn, apxmBmpoBaHUA OaHHbIX

I'InaHmpOBaHme N KOHTPOIb Fpa(*)I/IKa nposefeHuna MnpoBEepPOK OOKYMEHTHbIX
cucrem nop,pasp,eneHMﬁ opraHunsauunmn

MOHWTOPUHI pesynbTaTOB OpraHusauMn ynpasneHus AOKYMEHTamMu W OLEHKU
cobnogeHns yCTaHOBIEHHbIX TpeboBaHUM K JOKYMEHTaM

KOHTpOJ'Ib CBOEBPEMEHHOIo yCTpaHeHnA He4OCTaTKOB B pa60Te C OOKYMEeHTaMu
opraHmnsauum

OueHka 3q)ct)eKTMBHOCTM MepOI'IpI/IFlTI/Iﬁ no cCcoBepLIeHCTBOBAHNIKD CUCTEMbI
ynpaslieHnA JOKyMeHTaMun opraHnsaumm

Heobxogumble Ob6ecneunBatb (OPMUPOBAHME W COXPAHHOCTb [AOKYMEHTasnbHoro d¢oHaa
yMeHuna opraHu3aumm B COOTBETCTBUU C Tpe6OBaHI/IF|MVI HOPMaTUBHbIX NMPaBOBbIX aKTOB
Poccuiickon ®egepaumm n nokanbHbIX HOPMATUBHBIX aKTOB

BHocutb OpraHn3aunoHHbIE N TEXHOJIOTMYEeCKMe npearioXxXeHna no opraHn3auunm
M coBepLUEHCTBOBAHUIO CUCTEMbI ynpaBrieHNA JOKYyMEeHTaMU opraHmsaunm

npe,D,CTaBﬂﬂTb pe3ynbTaTthbl KOHTpOJ'IbHOI7I nOeAaATenbHOCTM Nno  BOMNpocam
ynpasJieHnA JOKyMeHTaMn B oT4eTax opraHmsauun

OpranusoBeiBate paboty no cbopy m cuctemaTusaumm ceegeHuin B obnactm
yrnpaBneHus  OOKYMEeHTaMu  opraHuM3auuu, OCYyLEeCTBNATb  PYKOBOACTBO
3 PeKTUBHBLIM UCMOSb30BaHUEM CBEAEHUN N er0 KOHTPOSb

OpraHu3oBbIBaTb  CUCTEMATU3UPOBAHHBIA  Y4YEeT, XpaHeHUe  NoKasbHbIX
HOPMaTMBHbLIX AaKTOB OpraHusauuy Mo BOMPOCAM [OOKYMEHTHbIX CUCTEM W
ynpaBneHns JOKyMeHTaMu opraHnsaumm

CBoeBpemeHHo VIHCbOpMI/IpOBaTb 00 M3MEHEHUsIX B JOKaNbHbIX HOPMaTUBHbIX
aKTax 0 JOKYMEeHTHbIX CuCTeMax opraHnu3auunm

anIHI/IMaTb peweHna C y4deToMm KOHerTHOIZ Cutyaummn no Bonpocam,
BO3HMKaOLWKMM B Xoae KOHTpOJ'IbHOIZ N aHanUMTU4eCKon AeAaATenbHOCTN B 0b6nactu
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

ynpaslieHnA JOKyMeHTaMun opraHnsaumm

Heobxogumble HopmaTtmBHble npaBoBble akTbl Poccuickon depepaumm B obnactu
3HaHuA nHdopmaumm, UHPOOPMALMOHHBIX TEXHOMOMMA U 3awmnTbl  MHOpMauuK,
nepcoHanbHbIX  AaHHbIX, undpoBor  TpaHcopmaLuuw, ynpasneHus

OOKyMeHTaMu opraHm3auum

MeToanyeckne OOKYMEeHTbl N HauMOHalbHble CTaHOapThl B obnactm ynpasieHua
OOKYyMeHTaMun opraHn3aunm n I/IHd)OpMaLI.I/IOHHbIX TEXHONormm

Mex(p,yHapo,u,Hble CTaHOapThbl B obnactu ynpaBlieHuna JOKyMeHTaMun

I'Ipanma opraHun3aumm OOKYMEHTHbIX CUCTEeM B COOTBETCTBUMM C JlOKalribHbIMU
HOPMAaTUBHbIMU aKTaMu

DyHKUMM 1 NOPSAOK B3aUMOAENCTBIUA noapasaeneHnii opraHmaaumm

MeToabl aHanu3a 1 oueHKK NokasaTternen aeaTenbHoCcTn B obnactu ynpasneHua
LOOKYyMEeHTaMu

MpaBuna v MeToAdbl KOHTPOMNs coGniofgeHuss Hopm B obrnactu ynpaBneHust
[OKYMEHTaMm

MeToabl aHanm3a BbINOSHEHUA MPOrpamMm OpraHvM3aLuM U CoBepLUEHCTBOBaHMS
B 06r1acTu ynpaBneHust JOKyMeHTaMu 1 onpeaeneHnst nx addekTMBHOCTH

MeToaunkmn ydyeTa, nopanaok M CpOKM COCTaBlieHMA OTYEeTHOCTU MO BOMpocam
ynpaslieHnAa JOKyMeHTaMun

KpVITepVIVI LEeHHOCTN OOKYMEHTOB U UX AaHHbIX ANA UCNOJS1Ib30BaAHUA, XPaHEHUA
nnun BblaeneHna K YHUHTOXEeHUo

TpeboBaHusi oxpaHbl Tpyaa

Lpyrve -
XapaKTepucTukn

3.2.5. TpypnoBas cyHKUusA

CoBepLUeHCTBOBaHNE CUCTEMDI YpoBeHb
HavmeHoBaHWe | ynpaBneHus 4OKYMEHTaMu opraHu3aumu Koa [B/05.7 | (noaoypoBeHb) 7
KBanudukaummn

3anmcTBOBaHO
13 opurnHana

MNpoucxoxaoeHne

TPYAOBOW (OYHKLMM OpuruHan X

Koa PerncrpauunoHHbIin
opurnHana HoMep
npoeccuoHansHoro
cTaHgapTa
TpynoBble Pa3paboTka coBpeMeHHbIX NMOAXOAOB K yNpaBeHno JOKYMEHTaMuU, cuctemMamm

OencTeung 1 npoueccamu

OnpeneneHne BO3MOXHOCTEN MoAMMUKALMM UMM MPUMEHEHUS COBPEMEHHbIX
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

MH(*)OpMaLI,I/IOHHbIX TexHonormin B obnactu ynpaeneHna  OOKyMeHTaMu
opraHu3aumm Ha OCHOBE n3y4veHusd TEHOEHUMI nX pPa3BUTUA

ObocHoBaHMe Heo6X0OUMOCTN COBEPLUEHCTBOBAHMS CUCTEMbI yrnpaBreHus
OOKyMeHTaMu opraHvsaumm

KoopauHaums  OesATeNbHOCTM MO MOBLILIEHWIO  YPOBHS  OpraHusauuu
CTPYKTYPUPOBAHHBLIX [AaHHbIX W MeTafdaHHbIX [OKYMEHTMPOBAHHbIX cdep
AesATENbHOCTM OpraHM3aLmnm

Onpe,u,eneHMe aKTyallbHOCTU MoJernen CesA3n CTPYKTYPUPOBAHHbLIX OaHHbIX U
MeTagaHHbIX JOKYMEHTHbIX CUCTEM OpraHn3auunmn

PaspaGoTka MeTamodenu (apXuTeKTypbl) CTPYKTYPUPOBaHHLIX [AaHHbIX U
MeTafaHHbIX JOKYMEHTHbIX CUCTEM OpraHu3auuu Ans AenoBbiX noTpeGHocTei
opraHvzauuu

MoaroToBska KnaccudunkaTopos " CMpaBOYHUKOB, coepxatumx
CTPYKTYPUPOBaHHbIE [daHHble W MeTadaHHble [OKYMEHTUPOBaHHLIX cdep
OesATeNnbHOCTN opraHu3auny, Ans BHeOPEHMS Y UCNOMNb30BaHNS

KoopaunHaumsa geatenbHOCTV Mo pa3paboTke M BHEAPEHUIO KnaccuukaTopoB u
CNpaBOYHMKOB CTPYKTYPUPOBAHHBIX AaHHbIX n MeTaaHHbIX
[OKYMEHTUPOBaHHBIX Cep AesTENBHOCTU OpraHM3aumm

Heobxogumble PaboTaTtb ¢ 6onbwmmmn obbemammn nHdbopmaumm
YMeHUs

BoisiBnate  uenu n 3agayvyn  OOKYMEHTHbIX CcuUctemM  Onda LI,I/I(*)pOBOVI
TpaHC(*)OpMaLI,I/II/I OOKYMEHTUPOBAHHbIX ccbep AeATenbHOCTU opraHmn3aunn

BHOCWTE OpraHu3auMoHHblE M TEXHOMOrMYecKkne NpensioKeHns Mo pasBUTMIO
JOKYMEHTHbIX cuctem Aansi undpoBon TpaHchopMaLmMnm [OKYMEHTUPOBaHHbIX
cdhep AesITENBHOCTU OpraHu3aLmu

CoctaBnaAtb TpeboBaHMS K TEXHWYECKOMY 3a4aHuI0 Ha MpPOEKTMPOBaHWe W
BHegpeHMe  UuudpoBOW  TpaHcdhopMauunm  OOKYMEHTUPOBaHHbIX  cdep
OeATeNnbHOCTU opraHM3aLmm

O6ocHoBbLIBaTbL HeobXxoaMMOoCTb BHeOpeHnd ﬂ,OKYMeHTHOVI CUCTEMBbI,
obecneunBatoLlemn ynpasnieHne gokyMmeHTamMmm n octyn K HUM

AKTyanuaupoBaTb JlOKanbHble HOPMAaTMBHblE aKTbl OpraHusauuM C y4yeToM
COBPEMEHHBbIX METOAOB YNpaBreHuUs [OKYMeHTamMu WM BHeApeHus LMdpoBoi
TpaHcdhopMaLun JOKYMEHTMPOBaHHbLIX cdhep AeATeNbHOCTY opraHu3aLmum

Heobxogumele HopmaTuBHble npaBoBble akTbl Poccuickon ®Pegepauum B obnactu
3HaHWs uHdopmaumm, WNHHOOPMALMOHHBIX TEXHOMOMMN U 3awmnTbl  MHOpMauuK,
nepcoHanbHbIX  AaHHbIX, uncpposon  TpaHcopmauuu, ynpaBreHuns

OOKyMeHTaMu opraHm3auum

MeToanyeckne OOKYMEeHTbl N HauMOHalnbHble CTaHOapTbl B obnactn ynpaeneHua
OOKYyMeHTaMun opraHn3auumm mn I/IH(*)OpMaLI,I/IOHHbIX TEXHONormm

Cnocobbl M MeTodbl CTPYKTYPUPOBAHUS OaHHbIX [OKYMEHTUPOBAHHLIX cdep
AesiTENbHOCTM OpraHM3auum

anIHLI,VIﬂbI CTPYKTYPUPOBaHUA OaHHbIX LOOKYMEHTUPOBAHHbIX cq)ep
AeATeNnbHOCTU opraHmn3aunmn
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumnanuncT no ynpasfieHuo AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

MeTofbl NPOEKTUPOBaHUS U NnaHUMpoBaHWs paGoT no  ynpaBrneHuo
JOKYMEHTaMM opraHv3aumn 1 LMpoBoi TpaHcopMauuu AOKYMEHTUPOBAHHbIX
cdhep AeATenbLHOCTU opraHu3aumm

CneumanunsnpoBaHHoe nporpammHoe obecneyeHne ansi o6paboTkm GonbLUMX
obbemoB AOaHHbIX U ero beHKLI,I/IOHaJ'IbeIe BO3MO>XHOCTU

MHdopmaumoHHble  ycriyru, cpegctBa  cbopa, nepegaum 1M ob6paboTkm
MHdopMaLmn

TpeboBaHus oxpaHbl Tpyaa

Opyrve -
XapaKTepVICTI/IKI/I

3.3. Obo6LwweHHasa TpyaoBas PyHKUMUSA

HauMeHoBaHMe YnpasneHne eguHON CUCTEMON Kon c YpoBeHb 7
OOKYMeHTOO060pOoTa opraHm3saLmm KBanudgukaumm
l‘lpomcxo»gngme . 3anmcTBOBaHO
0600wweHHon Tpygoson | OpurnHan X
13 opurmHana
yHKLUMN
Kopg, PerncrpaunoHHbIn
opuvruHana Homep
nNpodeccnoHarnbLHoro
cTaHgapTa
Bo3moxHble Ynpasnsowuin JOKyMeHTaMu
HaMMeHOBaHUs 3amecTuTeNb PYKOBOAUTENS OpraHn3auumn no BONpocam ynpasreHust
JOImKHOCTEN, Nnpodeccnin | AOKyMeHTaMu
[vpeKkTop No AaHHbIM JOKYMEHTUPOBAHHLIX chep AEeATENbHOCTU
opraHmsaumm
PykoBoguTens camocToAaTenbHOro nogpasgeneHuns no ynpasneHuto
AOKYMEHTaMu opraHm3aumm (aenaptaMeHTa, ynpasneHuns)
TpeboBaHus K Beicluee ob6pa3oBaHue - maructpartypa
00pa3oBaHno 1 00YYEHUIO | UK
Bobicwee obpasoBaHue - marnctpatypa (HenpodubHOE) n
AononHuTensHoe npodeccmoHanbHoe obpa3oBaHue - NporpaMmbl
npodeccrmoHanbHOM NepenoaroToBKM MO NPouIio AeATeNbHOCTU
TpeboBaHus K ONbITY He meHee nATM neT Ha pyKOBOAALMX JOIMKHOCTAX B 06riactu
npakTuyeckon paboTbl ynpasneHnsa JoOKyMeHTaMu opraHusaunm
Ocobble ycnosus gonycka | MpoxoxaeHne obydeHnst Mmepam noxapHow 6esonacHocTu
K paboTte MpoxoxgeHne obyveHns No oxpaHe TpyAa U NPOBEPKN 3HAHWSA
TpeboBaHu oxpaHbl Tpyaa
Hanun4yune cornacusi paboTHuka o cobnogeHnn ycrnosumn
KOHMAEHLMANBHOCTN MHGpOpMaLUK, a Takke ¢ Mepamu
OTBETCTBEHHOCTYU 3a UX HapyLleHue (Npy1 HeobXoanMocTH)
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"06 yTBEepxaeHnn NpodeccnoHanbHOro cTaHgapTa
"CneumnanuncT no ynpasfieHuo AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

Opyrvue xapakrepucTuku JononHutensHoe npogeccnoHansHoe obpasoBaHue - NporpaMmbl
NnoBbILWEeHWS KBanudukaLum no ynpasneHuo JOKYyMEeHTaMu, aHHbIMA U
WH(OPMaLMOHHbLIMY 06 beKTaMM JOKYMEHTMPOBaHHbIX cdep
AeATenbHOCTM opraHM3auum

JononHutenbHble XapaKTepucTukun

HavnmeHoBaHue gokymeHTa Koa HanmeHoBaHne 6a30BoV rpynmbl, AOSHKHOCTH
(mpodbeccumn) nnu cneumanbHOCTH

OK3 1213 PykoBogutens B o6nactu onpegeneHus nonmTukn m
NNaHNpPoBaHWsA AeATENbHOCTH

EKC - AvpekTop (reHepanbHbIV AMPEKTOP, YNPaBASHOLWMIA)
npeanpusTus

oKnaTp 25042 HadvanbHyK ynpaBneHus (cneunanM3anpoBaHHOro B
NpoYMx oTpacnsix)

OKCO 1.46.04.02 | [JokymeHTOBEAEHUE U apXUBOBEAEHUE

3.3.1. TpynoBas cyHKuusa

CrtpaTerndeckoe nrnaHnpoBaHue un YpoBeHb
HavmeHoBaHWe | pyKoBOACTBO NOCTPOEHNEM CUCTEMBI Kog | C/01.7 | (nogoypoBeHb) 7
ynpaBneHnsa JOKYMeHTaMn opraHusauum KBanudmkaumm
Mpoucx HK NMCTBOBaH
povcxoxaeHue Opuruman X 3aumcTBOBaHO
TPyOoBoOW OyHKLMM 13 opurnHana

Kog PerncrpaynoHHbIn
opurnHana HoMep
npoceccuoHansHOro
cTangapTa
TpynoBble Pa3paboTka cTtpaTerm v NonuTUKM ynpaBreHUsi JOKYMEHTamMu opraHv3aumv B

OencTBeus umdpoBon cpege

PykoBoAcTBO pa3paboTkoi, BHEAPEHMEM U KOHTPOSIEM [OKYMEHTHbIX NMPOLECCOB
M CpeacTB YMnpaBfeHns UMW B LENnaX COOTBETCTBMS MOMUTUKE YNpaBreHus
[OKYMEHTaMu opraHusauum

BbisiBneHne crteneHun pUCka [edaTeribHOCTU opraHn3auun npun rnpuMmeHeHun
cpencTB ynpaBieHna AOKyMeHTaMu, He oTBeYalLlmnx aenoBbiM I'IOTpe6HOCTF|M n
TpGGOBaHVIﬂM nogoT4eTHOCTU OpraHn3aunmn

lepaBneHMe puckamum, CBA3aHHbIMU C  Halnn4dmem mnn  OTCYyTCTBUEM
AOOKyMEeHTalbHbIX OO0Ka3aTeJ1bCTB OCYLlECTBJIEHUNA OEATEJIbHOCTU OpraHmn3aumnm

PykoBoAcTBO  co3gaHMEM  HaOeXHbIX, 3allMLEHHbIX, COOTBETCTBYHOLLMX
YCTAHOBMNEHHLIM  TPeGOBaHMAM  [OOKYMEHTHbIX CUCTEM W/WNM  CUCTEeMb
3MEeKTPOHHOIo 0KyMeHToo60opoTa
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

PykoBoACTBO BHeApPEHMEM COBPEMEHHbIX METOAOB, CPEACTB M TEXHONOrui
CKBO3HOW CUCTEMbI yNpaBreHns JOKyMeHTaMy opraHm3aumm B LMAPOBOW cpefe

PykoBoACTBO CO3gaHMEM CKBO3HOW CUCTEMbl  yMpaBneHus [OKYMeHTamu
opraHusauuu B umdpoBon cpeae

PykoBoactBo  uudppoBon  TpaHcdhopmauuen LOOKYMEHTUMPOBAHHLIX — cdep
OEeATeNnbHOCTM  OpraHmM3auMn U MUHUMM3aLUMen pUCKOB B Mpoueccax
umdpoBusaLmm

PykoBoacTtso cucTemaTusaumen 7] Knaccudukaumen [JOKYMEHTOB,
KoAMpOBaHUEM MHopmauumn ans dopmMmpoBaHus
NMHOPMaLIMOHHO-CNPaBOYHbIX cuctem, peecTpoB " CMpaBOYHMKOB
OOKYMEHTUPOBAHHbIX chep AeATENbHOCTU OpraHM3auun

Heobxoaumele Onpe,u,enmb NPUMOPUTETHbIE HanpaelieHUA pa3BUTUA CUCTEMbl YyrnpaBlieHUA
yMeHUaA OOKyMeHTaMun opraHn3auum B LI,I/ICprBOIZ cpene

PaspabaTtbiBaTb NOMWUTUKY U CTpaTernm ynpasneHus 4OKyMeHTaMu opraHv3auum
B UMdpoBoOW cpeae

BbiGupaTe OTEYECTBEHHblE MpOrpamMmHble  NPOAYKTbI  ANs  yrNpaBreHus
OOKYMEHTAMW W CUCTEMbI 3IEKTPOHHOMO [JOKYMEHTOOOOpOTa OpraHM3aumMmn ¢
obocHoBaHMeM Bblibopa

KnaccundpuumnposaTtb MHdopMaLnto " BbICTpauBaTb
MHOPMALIMOHHO-CNPaBoYyHble 6a3bl AaHHbIX U MH(OPMALUOHHBLIE CUCTEMBI
opraHusaumm

OueHuBaTtb pUCKN ynpaslneHna OOKyMeHTaMun opraHusauum B Lll/ld)pOBOVl cpene
n npegoTBpawaTtb nx nmbo MWUHUMN3NPOBATb

YcTaHaBnuBaTb MOMHOMOYUS U OTBETCTBEHHOCTb PYKOBOOWUTENEN CTPYKTYPHbIX
nogpasgeneHui  opraHusaumm B cdepe  ynpaBreHus [OKyMeHTamu BO
BBEPEHHbIX UM NOoApa3neneHnsx

YcTtaHaBnueaTtb CPOKM HMCMNOJIHEHNA OOKYMEHTOB BO BCeX [JOKYMEHTHbIX
cucrtemMmax opraHumsauum

YnpaBnAtTb B3aVMOAEWCTBMEM CTPYKTYPHbIX MOApasdeneHuin opraHvsauum B
cepe ynpasneHus JOKyMeHTaMu B UnMpoBon cpeae

PaspabatbiBaTb Mepbl MO  MNOBbIWEHUIO  3MMPEKTUBHOCTU  yNpaBreHns
OOKyMeHTamu opraHusalmm B LncpoBon cpene

[MpoBOOUTbL MOHUTOPUHI U3MEHEHWIA B HOPMaTMBHOW 0ase, pernameHTupyoLLen
BOMPOCHI LMhpOoBON TpaHCHopMaLUn JOKYMEHTUPOBaHHbLIX cdep AeATENbHOCTU
opraHusaumm

O6ocHoBbIBaTbL BbIGOP BMAOB HOcUTEenein MHpopMaumu, OopMaToB XpaHeHus
3MEeKTPOHHbIX JOKYMEHTOB, UX AaHHbIX, OCHOBbIBAsiCb HA LEHHOCTW JOKYMEHTOB
opraHusaLmmn 1 cpokax Ux XpaHeHus

Heobxoaumble HopmaTtmBHble npaBoBble akTbl Poccuiickon ®epepaumm B obnactu
3HaHuSA MHpopMaumn, MHPOPMALMOHHBIX TEXHOMOMMA W 3aWuTbl  MHDOpPMaUumK,
nepcoHanbHbIX OaHHbIX, umdposon TpaHcdopMauuu, ynpasneHus

OOKYyMeHTaMu opraHmsauum
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

MeToamyeckne OOKYMEHTbl M HaUMOHarnbHbIe CTaHAapThl B cdepe ynpaBreHus
OOKyMeHTaMu opraHvsaumm

MexayHapodHble M 3apybexHble CTaHdapTbl, crneuudukaummn, TexHUYeckue
oTYyeTbl MO YNPaBMEHUIO OOKYMEHTaMW U Mo UHGOPMAaLMOHHBLIM TEXHOMOMUAM,
MCnonb3yembIM B ynpasneHum

lMepenoBon 0Te4YeCTBEHHbIN, 3apyDEXHbIN 1 MEXAYHAaPOAHbIN OMbIT U Hay4Hble
pa3paboTku B 06nacTun ynpaBneHms JOKyMeHTamm

CTpykTypa opraHvMsauum 1 ee pykoBOASLLMIA COCTaB, (PYHKLMKN U pacnpeaeneHue
obsaszaHHoCTEN

HanpaBnenns pgeatenbHOCTU opraHuMsaumv, QYHKUMKM €€ CTPYKTYPHbIX
nogpasaeneHnii u NopsaoK X B3auMOLeNCTBUs

npaBMJ’Ia NOCTPOEHNA U d)YHKLI,VIOHVIpOBaHVIFI OOKYMEHTHbIX CUCTEM OpraHn3auunm

MpaBuna w©n MeTodbl MNOCTPOEHUS WMHMOPMALMOHHO-CMIPABOYHbBIX CUCTEM
opraHu3aumu, Bkntovas 6a3bl AaHHbIX

WHbopMaLMOHHbIe U TENEKOMMYHUKALUMOHHbIE YCIyry, NpedocTaBnsemMble Ans
ynpaerneHusi 4OKyMeHTaMm

OTteuecTBEHHbIE nporpamMmmHble MNpoAYyKTbl, WCNOJNIb3yeMble B YyrpaBlieHUAU
OOKYyMEeHTaMu, U CUCTEeMbI 3JIEKTPOHHOIO D,OKyMGHTOOGOpOTa

Buabl Hocutenen nHdopmaumm u cneumdmka nx npuMeHeHns

MeToabl npouecCHOro npoekTnpoBaHnA n niiaHMpoBaHUA pa60T

Mopsigok paspaboTkn WM yTBEPXKAEHUSI MEPCMNEeKTUBHLIX M TEKyLMUX MraHoB
yrnpaBrneHuss OOKYMEHTaMu, a Takke MnopsgoK NoaroToBKM OT4YeToB 006 mx
NCMNONHEHNM

MeTodbl aHanusa nokasaTeneil AEATENbHOCTM MO BOMpPOCaM  yhpaBrieHus
AOKYMEHTaMM1 opraHusaumm

TexHonorun n MmeToabl ynpasJieHnAa nepcoHarnom opraHmu3aumm

TpeboBaHusA oxpaHbl Tpyaa

Apyrve -
XapaKTePUCTUKM

3.3.2. TpynoBas yHKuusA

Pa3paboTka nonuTukn yrnpaeneHusi YpoBeHb
HavmeHoBaHWe | noKyMeHTOOGOPOTOM OpraHu3aumu Kog [C/02.7 | (nogypoBeHb) 7
KBanudgukauum

MNpoucxoxaoeHve

X 3aMmcTBOBaHO
TPYAOBOW hYyHKLMK

UrnH
Op an 13 opurnHana

www.consultant.ru CrpaHuua 28 u3 36
HafeXHasa npaBoBas noaaepXxka


https://www.consultant.ru
https://www.consultant.ru
https://www.consultant.ru
https://www.consultant.ru

Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

Kon PerncrpauunoHHbIin
opurnHana HoMep
NpodeccUoHanLHoro
cTaHaapTa
TpynoBble MOHUTOPMHI NPOLIECCOB AEIT0OBOV AeATEeNbHOCTU opraHM3aumu ans paspabdboTku
nencrteus MONUTUKM U Lernen ynpaBneHnst OKYMeHTaMun opraHnsaumm

OnpegeneHve uenei W MNoOcrneaoBaTenbHOCTY UMX  pelleHnsa B obnactu
ynpaBneHnss JOKyMeHTaMu opraHnsaumm

Onpep,eneHwe cpencTB ynpaslieHna opraHn3aumMoOHHbIMU pUCKaMn ynpasJieHUA
OOKYyMeHTaMu

KOHTpOJ'Ib npo3pavHOCTN N KOMMJEKCHOCTU OenoBbiX npoueccoB ynpaBlieHUA
OOKyMeHTaMu opraHm3auum

PykoBoactBO  noctpoeHneMm  MHAOPMAaLMOHHO-MpaBoBOM  6a3bl  AaHHbIX
opraHusaumm

OnpeneneHve HeobXoOMMbIX PECYPCOB M UCTOYHMKOB KX obecrieyeHuss ans
GecnepeboiHoro  (PYHKLUMOHMPOBaHNUS CUCTEMbl YMNpaBIieHUs LOKYMEeHTamMu
opraHusaumm

MOHUTOPUHT NPOLIECCOB AEMN0oBO AeATeNbHOCTU OpraHu3aumMn ans paspaboTku
NoKanbHbIX HOPMAaTMBHBLIX aKTOB MO YNPaBMNEeHU0 OOKYMEHTHbIMU cucTemamiu
opraHusaumu

PykoBoacTBo pa3paboTkon METOAMYECKMX [AOKYMEHTOB MO  YNpaBreHuio
[AOKYMEHTHbIMW CcTEMaMI

YTBepmp,eHme NOKallbHbIX HOPMAaTUBHbIX aKTOB WU MeTOoAUYECKUX OOKYMEHTOB
opraHu3aumm no ynpasreHunr OOKYMEeHTHbIMM CucteMamMm MU cuctemon
ynpaslieHnAaA JOKyMeHTaMun opraHmnsaumm

PykoBoACTBO pa3paboTKON NoKanbHbIX HOPMATMBHLIX aKTOB M METOLMYECKUX
JOKYMEHTOB  OpraHusauuMm Mo BoOMpocam opraHusaumn  obecrnevyeHus
COXPaHHOCTU, UCMOMb30BaHUSA, YHUUTOXEHUS, apXMBUPOBAHUS JOKYMEHTOB U UX
[aHHbIX B COCTaBe JIOKYMEHTanbHOro ooHAa opraHusaumm

PykoBOACTBO NOCTPOEHMEM pPEECTPOBON MHGOPMALMOHHO-NpaBoBo 6Gasbl
OaHHbIX OOKYMEHTHbIX CUCTEM OpraHmn3auum

PyKOBO}J,CTBO aKTyanwsaumeﬁ JTOKaJllbHbIX HOPMATUBHbLIX akTOB MO YynpaBJiEHUIO
AOOKYMEHTHbIMWN cucreMmamm n cuctemon ynpasneHnaA AOOKyMEeHTaMin

opraHusaumu
Heobxoaumble MpUMeHATL NpPaBoOBble HOPMbI MPW COCTaBNEHUN U ODOPMIMEHUM NOKanbHBLIX
yMeHMsi HOPMaTMBHbIX aKTOB MO YNPaBfEHUIO OOKYMEHTHBIMU CUCTEMaMUM U CUCTEMOIA

ynpasJlieHNA OOKYMEeHTaMn opraHnsauunm

OI'ITMMM3I/IpOBaTb npoueccbl U pecypcCbl nytemMm WUHTErpaumnm OOKYMEHTHbIX
npoueccoBs 1 BMOOB OeATENbHOCTU

ObecneynBaTb COBMECTUMOCTb CUCTEM MEHEMKMEHTa
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

MpuUMeHATb  MHPOPMALIMOHHBIE TEXHOMNOMMU ANt MOCTPOEHUS PEeecTpoBOi
MHOPMaLIMOHHO-NPaBOBO Gasbl 4aHHbLIX OpraHM3aLum

OueHnBaTb yyacTue pykoBoauTENei CTPYKTYPHBIX NoApasaerieHnin B npoueccax
ynpaBneHusl JOKYyMeHTamMu opraHusaumm

YcraHaBnuBaTb  ANA  pykoBoOAWUTENeM  CTPYKTYPHbIX  rnogpasfaeneHui
opraHusaumu npaea U OTBETCTBEHHOCTb 3a BbIMOSIHEHNE UX (PYHKUWI B cUCTEME
ynpaBreHusl JOKyMeHTaMy opraHusaumm

MpUMEHATbL cUCTEMATUYECKMA U BepuduuMpyeMblii NMoaxod K yrpaBneHuio
JOKYMEHTaMM U [JOKYMEHTALUMOHHbIMM  MpoleccaMu, CBS3aHHbIMU  C
AesATENbHOCTbIO MHbIX CUCTEM MEHEKMEHTA

OueHunBaTb pUCKM yNpaBeHust LOKYMEeHTamMu 1 npegoTepallath Ux

PykoBoauTtb dopmMupoBaHmeM, 1crnornb3oBaHNEM " COXPaHHOCTLIO
OOKyMeHTanbHoro ooHaa opraHusaumm

Heobxogumble HopmaTuBHble npaBoBble akTbl Poccuiickon ®Pegepauum B obnactu
3HaHWS Hdopmaumm, WUHPOOPMALMOHHBIX TEXHOMOMMA U 3awuTbl  MHopMaumw,
nepcoHanbHbIX  AaHHbIX, uncpposon TpaHcdopmaumw, yrnpaBneHus

OOKyMeHTaMu opraHmsauum

MeToanyeckne OOKYMEeHTbl W HauMOHallbHble CTaHgapThbl, coAepXalne
Tpe6OBaHI/IF| K ynpaBleHNU JOKyMEeHTaMuN

MexayHapoaHble cTaHOapTbl, cneumMdukaumm N TeEXHUYECKMe oT4eTbl B obnactu
yrnpaBreHust 4oOKyMeHTaMu

Cuctembl MeEHeDKMEHTaA ynpasJiieHna JOKyMeHTaMun

TpeboBaHMs K CTPYKTYpe W COAep)aHWo rokanbHbIX HOPMAaTUBHbLIX aKTOB
opraHusaumm

MpaBuna v nopsdok cocTaBneHusl, oOPMIIEHNS, YTBEPXKAEHUS U BHeOPEHUs
noKarnbHbIX HOPMaTUBHbIX aKTOB OpraH13aLmm

MpaBuna pa3paboTkm U OQOPMIIEHUA [OOKYMEHTOB, pernaMmeHTUPYHLWNX
AesiTENbHOCTb OpraHn3aumn

Mopsinok  PYHKUMOHAMNbHOMO  HamoNHEHUS  AEATENbHOCTUM  CTPYKTYPHbIX
nogpasgeneHui  opraHv3auuu, Cco3gaBaemble U UCMONb3yeMble B HUX
[OKYMEHTbI B COCTaBe AaHHbIX U MeTaaHHbIX

MHdopMaLmMOoHHbIE TEXHOMOMMKU, UCNOMb3yeMble MpU MOCTPOEHUN PeecTpOoBOM
NMHOPMALMOHHO-CNPAaBOYHON cucTeMbl (6a3sbl AaHHbIX) AOKYMEHTHbIX CUCTEM
opraHusaumm

TpeboBaHus oxpaHbl Tpyaa

Ipyrve -
XapaKTepUCTukun

3.3.3. TpynoBas pyHKUUA
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

KoHTponb hyHKLMOHNPOBAHUSA CUCTEMBI YpoBeHb
HanmeHoBaHve | ynpasrneHus gokymeHtamu opraHunsauumn n | Kog | C/03.7 | (nogypoBeHb) 7
ee JoKyMmeHToobopoTa KBanudukaumm

Mpoucx HU UMCTBOBaH
poncxoxaeHue Opurvkan X 3anmcTBoBaHO
TPyOoBoOW OyHKLMM n3 opurnHana
Kopg, PerncrpaunoHHbIn
opurnHana HoMep
nNpodeccnoHarnbLHoro
cTangapTa

TpygoBble KoHTponb cobniogeHns TexHonorni pas3paboTkM M BHeApPeHWs CUCTeM

aencTens yrnpaBneHus 4oOKyMeHTaMu opraHusaumu

KoHTporb  cobritofeHnst TpeGoBaHWiA K COCTaBleHWIO W OOPMIIEHMIO
[OKYMEHTOB, BepUdMKaLMM NX AaHHbIX B OpraHv3auum

PyKOBO,EI,CTBO npoekrammn ontuMmn3aulnum coCtaBa W CTPYKTYPbl AaHHbIX
LO0OKYMEHTOB, cnpaBoO4YHMKOB n KJ'IaCCVI(bVIKaTOpOB }J,OKyMeHTOO60pOTa
opraHmnsauum n KOHTpPOJib UX Sq)(*)eKTVIBHOI'O MCNoJib30BaHUA

KoHTponb  a(ppeKTUBHOCTM  (PYHKLIMOHMPOBAHUA  CUCTEMbI  3MEKTPOHHOIO
[OKyMeHTooBopoTa opraHvaaumum

PykoBOACTBO  AE€ATENMbHOCTBIO MO KOHTPOMK  UCMONb30BaHWUA  Aa@HHbIX
NMH(OPMaLMOHHO-NPaBoBbIX 6a3 opraHu3aumm

PyKkoBOACTBO AEATENBHOCTBLIO MO KOHTPOMNO pa3paboTku U BHEAPEHUS CUCTEM
3MNEKTPOHHOrO  JOKYMeHToobopoTa MO  HanpaBneHusam  OeATenbHOCTU
opraHusaumu

PyKOBO,EI,CTBO ANeATeNbHOCTbIO MO  KOHTPOJIO obecneyeHus COXPaHHOCTH
OOKYMEHTOB U UX OaHHbIX B CUCTEMaX 3JIEKTPOHHOIoO ,EI,OKyMeHTOO60pOTa

PykoBOAOCTBO ~ OEATENMbHOCTBIO MO KOHTPOMKO  (PYHKUMOHMPOBAHUS U
KaTacTpoPOyCTOMUMBOCTA CUCTEMbl XPaHEHUS! [OaHHbIX [OKYMEHTanbHOro
doHaa opraHusaumm, Ux 4OCTYMHOCTU, UCMNOSb30BaHUS U COXPaHHOCTM

Heobxoaumele Ynpaenatb npoektamu cbopa, aHanusa, cuctematusauMum U UCMoNb30BaHUs
yMeHust cBefieHnii 06 ynpaBneHuM OOKYMEHTaMWM OpraHu3aLuMn U KOHTPONMpoBaTb WX
ncnonb3oBaHne

MpeacTaBnATb pe3ynbTaTbl KOHTPOSbHOW U aHanmUTUYecKoW AesTeNbHOCTU Mo
BOMpPOCaM ynpaBreHusi JOKyMeHTamu

KOHTpOﬂMpOBaTb CBOEBpEeMEeHHOCTb BHECEeHUA M3MEHEHNA B JOKalbHble
HOPpMaTMBHbIE aKTbl OpraHn3aumm no ynpasrieHno JOKyMEeHTaMn

OnpegensaTe pUCKU (PYHKUMOHMPOBAHMSA CUCTEMbI OOKyMeHToobopoTa u B
OoTAeNbHbIX AOKYMEHTHbIX CUCTEMAxX opraHusauun, npegoTepallatb Ux

KOHTpOJ'IVIpOBaTb AOCTyn K CUctemMe ynpaBlieHUda OOKyMeHTaMWn opraHu3auumm un
ee uncnonb3oBaHune
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

|_|pI/IHI/IMaTb peweHna no KOHKPEeTHbIM CUTyaunam, BO3HUKawWMM B Xoae
KOHTpO.I'IbHOVI aesatenbHoCTM B obnacTtu ynpasneHuna AOKyMeHTaMu opraHmn3aumm

Heobxogumble HopmaTtmBHble npaBoBble akTbl Poccuickon depepaumm B obnactu
3HaHnA WHpopmaunn, MHAPOPMALIMOHHBIX TEXHOMOMMA KN 3aWmMTbl  MHOPMaLMK,
nepcoHanbHbIX OaHHbIX, uncposon TpaHcopmauuu, yrnpasneHus

OOKyMeHTaMu opraHm3auum

MeToandeckne [OKYMEHTbl W  HaUMOHanbHble CTaHOapTbl, CcoAepXallue
TpeboBaHWs K ynpaBrneHnto JoKyMeHTaMmu

Cucrtembl MeEHEAXKMEHTA ynpaslieHna JOKyMeHTaMun

MpuHUMNBI M MeToadbl aHanu3a rnokasatenei [nOesTenbHOCTM B obnactu
yrnpaBneHus 4OKYMeHTaMn opraHusaunm

MeToabl KOHTpPONA cobntoaeHnst npasugn M HOPM B obnactm ynpaBJieHuA
OOKYyMeHTaMu opraHmsauum

I'Ipanma n MeToabl obecneyeHus COXpaHHOCTH n MCNoJ1ib30BaHUA
LOOKYMEHTallbHOro (bOHﬂ,a opraHmnsauunm

MporpammHoe  obecneveHne, wuUcCnofnb3yemMoe B  CUCTEMax  KOHTPONs
nedatenbHoCcTU B obnactu ynpaeBneHust JOKYMEHTaMU U KOHTPOSS BbINOMHEHMWS
nopy4eHumn

MeTogonorus npoBedeHus  aHanu3a MPOEKTOB  OpraHusauuu no
COBEPLUEHCTBOBAHUIO CUCTEMbl YyhnpaBlieHUA OOKyMeHTaMun opraHms3auumn wu
onpeaenennto nx apdeKTNBHOCTU

TpeboBaHusi oxpaHbl TpyAa

Opyrve -
XapaKTepUCTukun

3.3.4. TpypnoBas yHKUuA

YnpaeneHne NnpoekTaMu BHELPEHUS U VDoBEHD
MoaudmKaLnm CUCTEMbI NEKTPOHHOTO P
HanmeHoBaHne Kog [C/04.7 | (nogypoBeHb) 7
OOKYMeHTOODopoTa opraHusaumu, KBANMMDUKALIN
pa3paboTku cTpatern ee passutus
MpoucxoxaeHue 3aMmcTBOBaHO
P KA OpurnHan X
TPYLOBOW hyHKLMK 13 opurnHana
Kon PerucrpauunoHHbIn
opurnHana Homep
NpodeCCUOHarnbHOro
cTangapTa
Tpynosble PykoBoacTBO pa3paboTKoM NpoekTa CUCTEMbI 3NIEKTPOHHOIO AOKYMeHToobopoTa
OencTeus B OpraHuMsauum C y4eTOM 3SKOHOMMYECKON 3(PMEKTUBHOCT U  BO3MOXHbIX
PVCKOB yNpaBrneHus AoOKyMeHTaMu
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

PyKOBO,EI,CTBO nposegeHneM aHanmsa U OUEeHKU ,D,OKyMeHTOOGOpOTa no BCeM
cucreMmamMm OOKyMeHTauuun, noanexawum BKITHOYEeHUKD B CUCTEMY 3J1EKTPOHHOIo
ﬂ,OKyMeHTOO60pOTa opraHunsauumn

PykoBOACTBO NOArOTOBKOM TEXHUYECKOrO 3a4aHNsA Ha NPOEKTUPOBaHNE CUCTEMBI
3MNEKTPOHHOro AOKYMEHTO060poTa B OpraHM3aLmm ¢ y4eToM BO3MOXHbIX PUCKOB
ynpaBneHusl JoKyMeHTamu

BbiGop  cuUCTEMbl  SMEKTPOHHOrO  JOKYMEHTOOGopoTa  OTEYECTBEHHOWM
opraHunsauum-paspaboTynka

PykoBoacTBO pa3paboTkoil ypOBHEeW [OCTyna pyKOBOAMTENER CTPYKTYPHbIX
noapasfeneHvin  opraHusauuMM K WHGOPMauuMM B CUCTEME  SMEKTPOHHOIO
[OKYMEHTO060pOTa C y4ETOM UX NpaB U OTBETCTBEHHOCTU

OueHka NMNOTHOro BHeApEeHNA CUCTEeMbl J3JTIEKTPOHHOIo ,qoxymeHToo6op0Ta B
opraHmnsauunm

PyKOBO,EI,CTBO I'IpI/IeMKOI7I M noriHoMacwTabHbIM BHegpeHnemM  CUCTeMbl
ANEKTPOHHOro E,OKyMeHTOOGOpOTa B OpraHmn3auunmn

PykoBoOCTBO  opraHu3aument  oByd4eHUss  PyKOBOAMTENEN  CTPYKTYPHbIX
nogpasgenexHuii pabote B CUCTEME 3MEKTPOHHOrO [OKyMeHTooBopoTa U B
cucTtemMe ynpaBrieHna JOKyMeHTaMun opraHmsauunum

Heobxogumble AHaJ'Il/I3I/|pOBaTb Mchopmau,wo o COCTOAHUN CUCTEMDbI ynpasneHuna
YMEeHUaA OOKyMeHTaMu opraHm3auum

PyKOBO,EI,I/ITb npoekrtmposaHnem wun BHedpeHneM CUCTEMbl 3JIEKTPOHHOIo
D,OKyMeHTOO60pOTa opraHunsauumn

BblGrpaTb cUCTEMY SMEKTPOHHOTO AOKYMEHTOOGOpOTa, OTBEYaloWwylo 3agavam
opraHusaumm

OpraHu3oBbiBaTb 00y4YeHMEe PYKOBOAMTENEN OpraHv3auum COBPEMEHHbIM
meTodam yrnpaBrneHus [OKyMEHTaMM, cUcTemoii 3NEeKTPOHHOro
[OKyMeHTOo060pOTa opraHm3aLmum

Heobxogumble HopmaTuBHble npaBoBble akTbl Poccuiickon ®Pegepauum B obnactu
3HaHWS nHdopmaumm, WUHPOOPMALMOHHBIX TEXHOMOMMA 1 3awmTbl  MHopMaumw,
nepcoHanbHbIX  AaHHbIX, uncposon TpaHccopmaumu, yrnpaBneHus

OOKyMeHTaMu opraHmsauum

MeToanyeckne OOKYMEeHTbl N HauMOHalbHble CTaHOapThl B obnactu ynpasneHusa
OOKYyMeHTaMun n I/IH(bOpMaLI,VIOHHbIMVI TEXHONOrnamMum ynpasrneHusa

lMepenoBon OTeYECTBEHHbIN M 3apyOexHbI ONbIT U Hay4yHble pa3paboTku no
npeaoTBpaLLEHNO/yCTPaHEeHNIO NOTeHUManNbHbIX PUCKOB B cdepe ynpasBrneHus
3NEKTPOHHbIMU JOKYMEHTamMun opraHusaumm

MeToabl MnaHUpPoOBaHUS U peanusauun paboT no pa3paboTke U BHeOPEHMIo
CUCTEMbI 3MEKTPOHHOMO AOKYMEHTOOGopoTa B opraHv3aLumum

COBpeMeHHbIe CUCTEMDI ANIEKTPOHHOIO ,D,OKYMeHTOOGODOTa n nx
CbYHKLI,VIOHaJ'IbH bleé BOSMOXXHOCTHU

MporpamMmmHble NpodykTbl B 0BMacTu 3AneKkTPOHHOro [oKymeHToobopoTa u
NMHOPMALIMOHHBIX YCIYT MO HanpaBreHnsIM AeATeNbHOCTM opraHnsaumm
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TpeboBaHusi oxpaHbl TpyAa

Apyrve
XapaKTepUCTUKY

3.3.5. TpynoBas cyHKUuA

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

CTtpaTermdeckoe nrnaHMpoBaHue u YpoBeHb
HanmeHoBaHue | pa3paboTka cMCTEMbl XpaHeHUS Kog [C/05.7 | (nogypoBeHb) 7
AOKYMeHTarnbHOro ooHaa opraHnsauum KBanudmkaumm
Mpouncx HU MMCTBOBaH
poucxoxaeHne Opururan X 3aumcTBOBaHO
TPYLOBOW hyHKLMM 13 opurnHana
Koa PerncrpauunoHHbIin
opurnHana Homep
npoeccuoHansHoOro
cTangapTa
Tpynosble Moppepxka [OCTOBEPHOCTM, LENOCTHOCTU OOKYMEHTOB W WX  AaHHbIX,
OencTBus HeOoOXOAMMbIX AN 3aLUUTbl OT HECAHKLNOHMPOBAHHOIO N3MEHEHNS
Mopaepkka ayTEHTUYHOCTU JOKYMEHTOB U UX AaHHbIX
Pa3paboTka cxem MeTafaHHbIX JOKYMEHTOB, CBS3@HHbIX C JOKYMEHTamMu Ha
NPOTSHKEHUN UX CYLLIECTBOBAHWS
PaspaboTtka cTpaterum ynpaBneHMs  WUCMNOMb30BaHWEM, XpPaHEHWeM U
YHUUTOXXEHNEM [OOKYMEHTOB [OKYMEHTanbHOro (oHA4a opraHusaumMm u ux
OaHHbIX
OnpegeneHne MNpPUOPUTETHLIX HamnpaBneHWn pasBUTUSE CUCTEMbl XpPaHEHMS,
apXUBMPOBaHNS fAaHHbLIX OKYMEHTanbHOro ooHaa opraHm3aumm
PyKoBOACTBO MPOEKTOM MOCTPOEHUS WHEOPMALMOHHO-CNPABOYHOW CUCTEMBI
XpaHeHus U NCMONb30BaHNSA AOKYMEHTanbHOro poHaa opraHnsauum
PykoBoacTtso npoeKkTamm COBEpPLUEHCTBOBAHMSA CUCTEMBI XpaHeHus
OOKyMeHTanbHoro hoHaa opraHu3aumm
KoHTponb BHeApeHWs OTeYeCTBEHHbIX WMHGOPMAUUOHHBLIX TEXHONOrMm B
CUCTEMY XpaHeHWsi AOKyMEeHTanbHOro hoHAa opraHm3aumm u Ux UCrnonb3oBaHus
B pamKax ynpareHust AOKYMEHTHbIMW CUCTEMaMn OpraHn3aumm
dopmmnpoBaHme IKCNEPTHON KOMUCCUM OpraHm3aumnm
Heobxogumble MpoBOANTL MOHMTOPUHI WUCMOMb30BaHWUSA [OKYMEHTanbHoro doHaa B pamkax
yMEHMS OEeATEeNbHOCTU OpraHu3auun, ero XpPaHeHUs W YHUYTOXEHUSI LOKYMEHTOB C
WCTEKLLMMMW CPOKaMn XpaHeHus
MpoBOAWTL  MOHWUTOPWMHI  BHEAPEHWS]  COBPEMEHHbIX  WMHM(OPMALMOHHbIX
TEXHOJOMMI B CUCTEMY XpaHEHUs1 JOKYMEHTaNbHOro ooHAa opraHn3aumm
[MpUMeHsTL NepefoBON OTEYECTBEHHLIN U MEXOYHapOOHbIA OMnbIT B 06ractu
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

opraHn3aumm UnCnoJsib30BaHUA, obecneyeHus COXPaHHOCTU, YHUYTOXEHUA,
apXmBnpoBaHNA OaHHbIX JOKYMEHTallbHOro (*)OHﬂ,a opraHunsauunmn

OueHuBaTb U NpefoTBpallaTb PUCKM B 06NacTU MCMONb30BaHUS, XPaHEHUs1 U
YHULTOXEHNST [OKYMEHTANbHOro ooHAa opraHm3aumm

KnaccundpumumnposaTtb, BepucbmumnpoBatb MHGPOpMaUuo AOKyMeHTaneHoro ¢ooHaa
opraHu3aumMm U pyKOBOAWUTb MOCTPOEHMEM  UHGOPMALMOHHO-CNPaBOYHbIX
cuctem n 6a3 gaHHbIX OpraHusaumm

MpoBoauTb 3KCMEepTU3Y LIEHHOCTU [OOKYMEHTOB, PO3biCK HedoCTalolMx aen
MOCTOSIHHOTO CPOKa XpaHeHWss W Oen no IMYHOMY cocTaBy, OOpPMNATb
OOKYMEHTbI AN nepeaayv B apxus opraHusauum

Heobxogumble HopmaTuBHble npaBoBble akTbl Poccuiickon ®Pegepauum B obnactu
3HaHWS nHdopmaumm, WUHPOPMALMOHHBIX TEXHOMOMMA 1 3awmTbl  MHopMaumw,
nepcoHanbHbIX  AaHHbIX, uncpposon TpaHccopmaumu, ynpaeneHus

OOKYyMeHTaMu opraHmsauum

MeToanyeckne OOKYMEHTbl W HauuoHasrlbHble CTaHOapTbl MO BOMNpoCam
apxmBHOro agena

[MepepoBas  oTeyecTBEHHas, MeXOyHapo4Hasi nNpakTMka  opraHusaumm
Mcnosnb3oBaHns, obecrneyeHnsi COXPaHHOCTU, YHUYTOXEHMSI OOKYMEHTanbHOro
doHaa opraHusauum

MpaBuna u MeTodbl Yy4yeTa, COCTaBMEHUs, OOPMIIEHUS, WCMONb30BaHMS,
XpaHEHUS U YHUUTOXKEHMS! [OKYMEHTOB OpraHn3aLmmn n Ux OaHHbIX

I'Ipanma n MeTodbl npoBeaeHNA IKCnepTuadbl LUEeHHOCTU OOKYMEHTOB
opraHmnsauum

MeToabl npoeseneHunaA aHanmsa Sd)Q)eKTI/IBHOCTI/I CUCTEMDbI XpaHeHuA
LOOKYMEHTallbHOro d)OHﬂ,a opraHusauumn, 0600ueHus NoNny4yeHHbIX pe3ynbTaToB

MeTofonoruss MOCTPOEHUS MHAOPMALMOHHBIX cUCTeM U 6a3 [AaHHbIX Mo
JOKYMEHTaM opraHusaumMm um TpeGoBaHWA K HOPMAaTMBHOMY OGecrneyeHuo ux
PYHKLUMOHMPOBaHKSA

MHpopMaLMOHHbIE  TEXHONMOrMKM, WCMONb3yeMble B opraHusauum  y4yeTa,
NCMnonb3oBaHusl, 06eCne4YeHNss COXPaHHOCTU U YHUHYTOXEHUS OOKYMEHTANIbHOro
doHaa opraHM3aLmm

KpI/ITepVIVI LEHHOCTN U CPOKUN XpaHEeHUA OOKYMEHTOB OpraHu3auumu, npuHUmnbl
NPUHATUA peLUEHVIVI Nno BOMNpoOCy unx JanbHenwero XpaHeHUsA Unmn yHNYTOoXXeHnaA

rlpMHLI,I/II'IbI 7 mMeTodbl coBepLueHCTBOBaHUA CUCTEMDbI XpaHeHuA
LOOKYMEeHTallbHOro d)OHa opraHunsauunm

TpeboBaHusi, NpeabABnseMble K YrieHaM 3KCNePTHOM KOMUCCUM OpraHnsaLmm

TpeboBaHusA oxpaHbl Tpyaa

Opyrve -
XapaKTepVICTI/IKI/I

IV. CBegeHunAa 06 opraHusauusix - paspadboTymkax
npodreccuoHanbHoOro craHaapTa
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Mpukas MuHTpyaa Poccun ot 27.04.2023 N 421H
"O6 yTBEpXXAEHMM NPOdEeCCUOHaNbHOro CTaHaapTa
"CneunanucT no ynpaBieHuno AOKYMe...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 24.10.2023

4.1. OTBeTCTBEHHAA opraHu3auus-paspaboTUnk

HIT "HaumoHanbHasa accouunaumns opMCHbIX CNELManmMcToB U agMUHUCTPATUBHBLIX pabOTHUKOB",
ropog Mocksa

OupekTtop XntocHeBa JTiogmuna MeTtposBHa

4.2. HaumeHOBaHUA opraHu3auun-paspadboTYMKoB

1 | AO "UT BkcnepTt", ropog Mocksa

2 | O0O0 "Takckom", ropog Mockea

3 | OO0 "UeHTp akcnepTussbl 1 ceptudukaumn”, ropog Mocksa

4 | ®IrbOY BO "leH3eHcKn rocygapCTBEHHBIN yHMBEpCUTeT", ropog lNeHsa

5 | oI'bOY BO "Poccunckuin rocyqapcTBeHHbIN r'yMaHUTapHbI yHUBepcuTeT", ropoa Mocksa

6 | Preroy "Konnemxk ML Poccnn”, ropog Mocksa

7 | ®IrbY "BHUU tpypa" MuHTtpyaa Poccun, ropoa Mocksa

<1> O6LLEPOCCUNCKNI KNacCUPUKATOP 3aHSATUN.

<2> O6LLEepPOCCUNCKUI KnaccudmkaTop BUAOB SKOHOMUYECKOW AEATENbHOCTH.

<3> [loctaHoenenue [MpaButenscrtBa Poccunckon Pepepauum ot 16 ceHTabpa 2020 r. N 1479 "O6
yTBEpxXaeHumn MNMpaBun npoTuBonoXapHoro pexuma B Poccuinckon ®epepaummn”, gencreyet go 31 gekabpsa 2026

. BKIMIOYUTEIbHO.

<4> [octaHoeneHue MNpaButensctBa Poccuickon Pepgepaumm ot 24 gekabps 2021 r. N 2464 "O nopsigke
00y4yeHuns No oxpaHe Tpyaa 1 NPOBEPKN 3HaHUS TpeboBaHU oxpaHbl Tpyaa", AencTByeT 4o 1 ceHTabpsa 2026 .

<5> Ctatba 11 ®enepansHoro 3akoHa oT 29 uions 2004 r. N 98-93 "O kommepyeckor TanHe".
<6> EgvHbIn kBanMdmKaLMOHHbIA COPaBOYHUK OOMMKHOCTEN PyKOBOAUTENEN, CNEeLNanmcToB 1 CryXaLlmx.

<7> O6Lwepoccuncknii knaccudumkatop npodpeccuii paboumx, OOIMKHOCTEN CnyXawmx UM TapUdHbIX
paspsiooB.

<8> ObLepoccumnckni knaccudumkaTop cneumansHocTen no ob6pasoBaHuto.
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