3apeructpupoBano B Muntocte Poccuu 29 mas 2023 r. N 73602

MHUHUCTEPCTBO TPYJIA U COLIMAJIBHOM
SAIIUTBI POCCUUCKOU ®OEJEPAIIUN

INPUKA3
ot 27 anpens 2023 r. N 421n

Ob YTBEPXKXJIEHUU IPOPECCUOHAJIBHOT' O
CTAHJAPTA "CHEHUAJIUCT 110 YITPABJIEHUIO
JOKYMEHTAMMU OPI'AHU3AIINN"

B coorserctBun ¢ mynktoMm 20 IIpaBun pa3paboTku U yTBEp)KICHHsS HPOGECCHOHATIBHBIX
CTaH/IapTOB, YTBEPXKJEHHBIX mnoctaHoBieHueM lIpaButenbctBa Poccuiickoit ®enepauuu ot 10
ampeins 2023 r. N 580, npukasbiBaro:

1. VYrTBepauth mnpuiiaraeMblii npoecCHOHaNbHBIA cTaHAapT "CHelHaJTucT MO YIPABICHUIO
JOKYMEHTaMU OpraHu3aiuun’.

2. IlpusHath yTpaTHBIIMM CHJIy HOpHKa3 MMHHCTEpPCTBA TpyAa M COLMAIBHOM 3allUThI
Poccuiickoit ®@eneparuu ot 10 mast 2017 r. N 4161 "OO6 yTBepxkaeHUU NPO(EeCcCHOHATBHOTO
cragaapta "CrneuuaaucT MO YHPaBJIEHUIO JOKyMEHTalued opraHu3auuu” (3aperucTpupoBaH

MunucrepctBoM toctuiun Poccuiickoit @epepaunn 31 mas 2017 r., peructpauroHHbId N
46898).

3. YcTaHOBUTD, YTO HACTOSALINI MpUKa3 BCTynaeT B cuily ¢ 1 cenTsiops 2023 r. u nelictByer 1o 1
ceHTs10ps 2029 r.

Munucmp

A.O. KOTAKOB

VTBEPX/[EH
npuxazom Munucmepcmea mpyoa
U COYUATLHOU 3aUUMbL

Poccuiickoti @edepayuu

om 27 anpens 2023 2. N 421n


https://normativ.kontur.ru/document?moduleid=1&documentid=446364#l63

MNPO®ECCUOHAJIBHBIA CTAHJAPT

CHEIUAJIUCT 11O YITIPABJIEHUIO JOKYMEHTAMUA
OPI'AHU3ALINU

| 1044
Perucrpanmonuslii Homep

I. O0mue cBenenus

JlesITenbHOCTD 10 YIPABICHUIO JOKYMEHTAMU B OPTaHU3AIMSIX JTFOOBIX 07.004
OpraHU3aIMOHHO-TIPAaBOBBIX (popM U POpM COOCTBEHHOCTH
(HauMeHOBaHUE BHJA MPO(ECCHOHAIBHOM eI TEIBHOCTH) KOJI

OcHoBHas 11€7b BUJ1a TPOPECCUOHAIBHON NEATEILHOCTH:

O6ecneuenue 3¢ (HeKTUBHOTO YIIPaBIEHUS JOKYMEHTAMU B OPTaHU3ALMIX C
MICII0JIb30BAaHUEM COBPEMEHHBIX MH(MOPMAIIMOHHBIX TEXHOJIOTUN
I'pynna 3aHaTii:

1213 PykoBonuTenu B 1219 Ypasinsmomue
001aCcTH OnpeaeIeHUs (buHaHCOBO-
MOJTUTUKA U HPKOHOMHYECKOW 1
TIaHUPOBAHHS aIMUHHUCTPATHBHON
NesITeTbHOCTH NesITeTbHOCTRIO, HE
BXOJISIUE B JPyTUE
pYIIIBI
2422 CriennanucTsl B - -
00J1aCTH MTOJIUTUKU
QIMUHUCTPUPOBAHHSI
(xom OK3 <1>) (HanMEeHOBaHUE) (xox OK3) (HanMeHOBaHUE)

OrHecenue K BHJIaM SKOHOMUYECKOHN IEATEIbHOCTH:

82.11 JlesTeNnbHOCTh aIMUHUCTPATUBHO-

XO03511ICTBEHHAs] KOMIIJIEKCHAS 110

oOecnieyeHno paboThl OpraHu3aluu

(xox OKBO/JI <2>) (HaMMEeHOBaHWE BHJ1a YKOHOMUYECKOM
JIeSITEIbHOCTH )



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
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II. Onucanmne Tpya0BbIX PyHKIMHA, BXOJAAIUX B
npodecCHOHAIBHBINA CTAHAAPT (PYHKUMOHAJIbHAS KapTa BUAA
npo@eccuoHAJIbHOM AeATeJIbHOCTH)

O060011eHHbIE TPYAOBBIE QYHKIIMH TpynoBsie pyHKIIUN

KOJ HAaUMEHOBAHWE| YpPOBEHb |HAUMEHOBAHHE KO YpOBEHb
KBaTM(UKAITIN (moTypOBEHbD )
KBTI (UKAITTT

JlokymMeHTaIu |6 Paspadorka u |A/01.6 6
OHHOE BHEIPEHHC
oOecrieueHue ITOKaTBHBIX
yIIpaBJICHUS HOPMATHUBHBIX
OpraHu3anuein AKTOB B
obsacTu
YIIpaBJICHUS
ITOKYMEHTaMHU
OpraHu3aIu

Opranmsanus [A/02.6 6
ITOKYMEHTHPOB
AHMS
NesATeIbHOCTH
B OpraHu3aIiuu

Opranusanus |A/03.6 6
TOKYMEHT0000
pora B
OpraHU3alH
[TpoextupoBan|A/04.6 6
e, BHEJpEHHE
1 pa3BUTHE
CHCTEMBI
DIIEKTPOHHOTO
TOKYMEHT0000
pora
Ocymiectrien [A/05.6 6
e
H(pOpPMAaIMOH
HO-
CIIPAaBOYHOM
[paboTHI C
ITOKyMEHTaMH
OpTraHu3aIH




Ocy1iecTBiieH
e KOHTPOJIS
porecca u
CPOKOB

[ CITOJTHCHU I
ITOKYMECHTOB B
OpraHu3aIu

A/06.6

Opranuzanus
XpaHeHUs
ITOKYMEHTOB B
OpraHu3aiu u
repeaadn Jaen
Ha apXUBHOE
XpaHCHUE

A/07.6

PykoBoacTBO
ITeATEeIbHOCTD
FO
[10pa3/IeJICHH
5T 10
[YIIPABJICHUIO
TOKyMEHTaMU
OpraHu3alu

Opranuzanus
1esITEILHOCTH
[oApa3aciiCHH
51 10
YIIPaBICHHUIO
ITOKyMEHTaMU

B/01.7

Pa3paboTka
[TOJINTUKA
yYIIpaBJICHUS
TOKyMEHTaMU
OpraHu3aIu

B/02.7

[locTpoeHue
CHUCTEMBI
yIIpaBJIEeHUs
TOKyMEHTaMu
OpraHu3alu

B/03.7

KoHTpob

(b yHKIITMOHHUPO
BaHUS
CHUCTEMBbI
YIIpaBICHUS
TOKyMEHTaMU
OpraHu3aluu

B/04.7

COBEPIIEHCTBO
BaHNE
CUCTEMBbI
YIIPABICHUS
ITOKyMEHTaMU
OpraHu3alu

B/05.7

'YrpaBieHue
eIMHON
CHUCTEMO

Ctparernueck
oe

TIJIAHUPOBAHUC

C/01.7




ITOKYMEHT0000
poTa
OpraHu3aIuH

1 PyKOBOJICTBO
[TOCTPOECHUEM
CUCTEMBbI
yIIpaBiI€HUS
TOKYMEHTaMU
OpraHu3ayu

PazpaboTrka
[MOJTUTUKHU
YIIpaBIICHUS
ITOKYMEHTO000
[poTOM
OpraHU3aIu1

Cl02.7

KonTposb
(yHKIIMOHHPO
BaHUs
CHCTEMBI
yIIpaBICHUS
TOKyMEHTaMU
OpraHu3aliy U
ee
TOKYMEHT0000
pota

C/03.7

'YpasieHue
[TPOCKTAMH
BHEJPEHUS U
Mo bUKAITITH
CUCTEMBI
PIIEKTPOHHOTO
TOKYMEHT0000
poTa
OpraHHU3aInH,
[pa3paboTKu
CTpaTeruu ee
[Pa3BHUTHS

C/04.7

Ctparernueck
o€
[IaHUPOBAHHE
1 pa3paboTka
CHCTEMBI
XpaHCHUS
TOKYMEHTAJIbH
oro ¢hoHaa

OpraHHu3aln

C/05.7

I1l. XapakTepucTuka 00001eHHBIX TPYAOBBIX (DYHKIM I




3.1. O60o0meHHass TpyaoBass PyHKIUS

HanmenoBanu [/IokymeHTaMOHHOE Konx POBEHb KBaTH(PUKAIUN
e oOecrieueHre yrpaBieHUs
OpraHu3anuein
[Ipoucxoxnenue OpuruHan X  [3aMMCTBOBAHO
0000IICHHON TPYIOBOI 13 OpUTHHAJIA
byHKIIUN
Kon Peructparnmonnblit
OpurHHaa HOMeEp
pohecCuOHATBLHOTO
CTaHaapTa
Bo3Mo)xHbIE HAUMEHOBAHUS JOHKHOCTEH, JlokyMeHTOBe T
npodeccuit Crienuaimct 1o ynpaBjeHUIO JOKYMEHTaMU
OpraHu3aI1

Crienuaiuct mo padboTe ¢ JaHHBIMU
ITOKYMEHTUPOBAaHHBIX C(ep AeITeTbHOCTH
CriennanncT/aKCcnepT CTPYKTYPHBIX
[0JIpa3/ieeHuil 0 yIpaBICHUIO

JIOKYMCHTAMH OpraHnu3anunuu

TpeGoBanust Kk 00pa30BaHUIO U OOYUECHHIO

Briciiee oOpazoBaHue - bakanaBpuat

VT

Briciiee oOpazoBanue (HepopUIBLHOE) -
OakanaBpuaT U JOMOJHUTEIbHOE
rpodeccroHaibHOE 00pa3oBaHuE -
[IporpamMMbl po(hecCHOHAIBHOM
MEPEOATOTOBKH ITO HpO(bI/IJ'IIO ACATCIIBHOCTH

TpeboBaHMsI K ONBITY NPAKTUUYECKOI pabOThI

Oco0ble YCIIOBUS JIOMyCKa K paboTe

[IpoxosxaeHre 00y4eHHsI MepaM MOoKapHOM
0e30macHOCTH <3>

[TpoxoskaeHue 00y4eHus 1o OXpaHe Tpya u
[IPOBEPKU 3HAHUS TPeOOBaHUM OXpaHbl TpyAa
<4>

Hanuuue cormacust paboTHUKA O COOTIOICHUN

YCJIOBI/Iﬁ KOH(bI/II[eHI_II/IaJ'IBHOCTI/I




MH(bOpMAIIMHY, a TAKXKE C MEpaMK
OTBETCTBEHHOCTH 3a X HapyIlleHHe (pH
HEOOXOUMOCTH ) <5>

/Ipyrue xapakTepuCTUKU

JlononHuTenbHOE TPO(hecCHOHATBEHOE
00pa3oBaHME - MPOTrPaMMbI TTOBBIIICHHS
KBaJIM(DUKAITIY 110 TPOPIITIO 1EATEITHHOCTH
HE peXe 0OJJHOTro pa3a B TPU roja

JlOTOJIHUTE/IbHbIE XapPAKTEPUCTUKHI

HanmenoBanue nokymeHra Kon HanmenoBanue 6a30B0ii TPYIIIIBL,
JIOJDKHOCTH (TIpodeccun) niiu
CTEeUATBHOCTH
OK3 2422 CroenuanvcTsl B 00J1aCTH ITOJIMTUKA
QIMUHUCTPHPOBAHUS
EKC <6> - JToxkymeHTOBE
OKIIJTP <7> 21792 JlokymMeHTOBe 1
OKCO <8> 7.46.03.02 JlOKyMEHTOBEIEeHUE 1 apXHBOBEIICHHE
3.1.1. TpynoBasi pyHkumsi
HaumenoBanu |Pa3pabotka u Bueapenue [Kox  |A/01.6 'YpoBeHb (TI0TypOBEHB) (6
e MOKaJIbHBIX KBaJTH(PUKAIIN
HOPMATHUBHBIX aKTOB B
00JacTH yrpaBICHUS
ITOKYMEHTaMHU
OpraHu3aIyu n
[Tpoucxoxaenue OpuruHan X  [3auMCTBOBaHO
TPYIOBOU (HYHKITUN 13 OpUTHHAIIA
Kon PerucrpanuonHslii
OpUTHHANA HOMED
npo¢eCCHOHATBLHOTO
CTaHIapTa

|prI[OBI)Ie JNENUCTBUSA

|HpOBelleHI/Ie aHaIn3a JJOKAJILHBIX



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l0
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HOPMAaTUBHBIX aKTOB OPraHU3aLUU IS
OIIPEAEICHUS UX COOTBETCTBUS HOPMATUBHBIM
rpaBoBbIM akTaM Poccuiickoit denepanuu B
00J1aCTH yIpaBJIeHUs T0KyMEHTaMU
OpraHu3anyu

[lonroroBka MpOEKTOB JOKAJIBHBIX
HOPMATHBHBIX aKTOB OpraHU3aIlK B 0071aCTH
lyIpaBiI€HUs JOKYMEHTAMHU OpraHUu3aliu

AKTyaJ'II/ISaI_[I/IH CHCTEM KJ'IaCCI/I(l)I/IKaHI/II/I u
I/I,ZLGHTI/I(i)I/IKaLII/II/I JOKYMCHTOB OpraHu3alun

CoBepIlIeHCTBOBaHHE CXEM MapIIPyTH3AIUU
ITOKYMEHTOIIOTOKOB OpraHu3aliuu

DopMUpoOBaHUE MPEIIOKEHUN TTO
COBEPLICHCTBOBAHMIO JJOKAJIbHBIX
HOPMAaTUBHBIX aKTOB 10 YIPABICHUIO
TOKYMEHTaM1 OpraHu3aluu

KoncynpTupoBanue pabOTHUKOB
OpraHU3aLMK 110 BOIIPOCAM YIPABICHUS
TOKYMEHTaMU, 3aKPETNIEHHBIMH B JIOKAJIbHBIX
HOpPMAaTUBHBIX aKTaX OpraHu3aluu

OKka3zaHue METOANYECKOHN TOMOILIA
[pabOTHHUKAaM OpraHu3aliu 1o padore ¢
paCHOpﬂILI/ITeJII)HBIMI/I ZIOKYMGHTaMI/I

[IpencraBieHne NPOEKTOB JIOKAIbHBIX
HOPMAaTUBHBIX aKTOB OPraHU3allluU B 00JIaCTH
yIIpaBJICHUS JOKYMEHTaMU OpraHU3aluy Ha
COIIACOBAaHUE PYKOBOJCTBY IOAPA3IEICHUS
[10 YIIPABICHUIO TOKYMEHTAMU U DKCIIEPTHOU
KOMMCCHM OpPTaHU3alin

Heo6xonumble yMeHUS

[Tonp30BaThCs MOUCKOBBIMU CHCTEMAMH,
H(OpPMallMOHHBIMU pecypcaMu, 0a3amMmu
ITAaHHBIX B 00JIACTH YNPaBJIEHUS TIOKyMEHTaMU
OpraHu3aIH

KnaccuduupoBaTh nHpOpMALKIO B
COOTBETCTBHH C 33Ja4aMH yIIPABICHUS
ITOKYMEHTaMH OpraHu3aluu

Pa3pabaTbiBaTh MPEIIOKEHHS 110
COBEPILICHCTBOBAHHIO JIOKAJIbHBIX
HOPMATUBHBIX aKTOB OpraHHU3allu 110
YIIpaBJICHUIO IOKYMEHTAMHU

C06J'IIOI[aTL HOPMBI OTUKHU ICJIOBOTO O6IJ_ICHI/ISI

HeoOxonnMele 3HAHUI

HopmaTtuBHBIE paBoBBIE akThl Poccuiickon
Deneparyn B 0071aCTH YIIPaBICHUS
TOKYMEHTaMU OpraHU3alI

HopmaTtuBHBIE paBoBbIE akThl Poccuiickon

Denepanuu B 001acTi HHPOPMAIIHH,




H(POPMAIIMOHHBIX TEXHOJIOTHA U 3aIUTHI
H(pOpMaLHH, IEPCOHANIBHBIX TaHHbIX,

1 poBoii Tpanchopmanuu

MeTtoanueckue JOKYMEHThI ¥ HallUOHAJIbHbIE
CTaHapThl B 00J1aCTH yIIPaBICHUS
NTOKYMEHTaMH OpraHu3aluu

JlokasbHbIE HOPMATUBHbIE AKThl OPraHNU3aLUU
DYHKIMH, TOJTHOMOYHS U OTBETCTBEHHOCTh
CTPYKTYPHBIX MOApa3eJICHII OpraHu3aluu
[IpaBuiia U IOPSAAOK COCTABJICHUS U
o(opMIIeHHs TOKaTbHBIX HOPMATUBHBIX
AKTOB OPraHU3ALUH, PETYIUPYIONINX PadOTy
ee [0J{pa3/ieeHusl B 00JIaCTH yIIpaBJICHUS
TOKYMEHTaMH OpraHu3aluu

[IpaBuia cocraBieHus: 1 0hopMIICHUS
ITOKaJIbHBIX HOPMAaTUBHBIX aKTOB,
OIIpeIeIAIONINX TOPSII0K paboThI C
JTOKYMEHTaMU B OpraHu3alku
PersiiamMeHTanus 1€10MpOU3BOICTBEHHBIX
[poreccoB

TpeboBaHus 0XpaHbl TpyJa

Jlpyrue xapakTepucTHKU -

3.1.2. TpynoBas pyHkums

HaumenoBanu |Opranuzanus Koxn |A/02.6 YpoBeHb (0aypoBeHb) [0
e TOKYMEHTHUPOBAHUS KBTI (DUKAITIH
TeITeILHOCTH B
OpraHHU3aIH
[IpoucxoxaeHue Opurunan X  [3aMMCTBOBAaHO
TPYAOBOH (yHKITUN 13 OpUrHHAala
Konx Perucrpanmonubiit
OpUTHHAIA HOMEp
npodeccrnoHalbHOTO
CTaHaapTa
TpynoBbie NeiHCTBUS Pa3paboTka yHUPHUITUPOBAHHBIX (HOpM

JIOKYMCHTOB, UCITIOJIB3YEMBIX B obnacTn




yIpaBJIeHUs! JOKYMEHTAMHU OpraHU3aluN

Pa3paboTka mpoekToB Tabes u aibooma
YHU(UIHPOBAaHHBIX (HOPM TOKYMEHTOB,
MCTIOJIb3yEMBIX B JICSITEILHOCTH OPraHU3aluu

[ToaroroBKa MpeAIOKEHUH 10 TEXHOIOTHH
pa3paboTKU IPOEKTOB JIOKYMEHTOB U €€
3aKpeIICHUE B JIOKATbHBIX HOPMATUBHBIX
AKTaxX OpraHu3anuun

PazpaboTKa IEKTPOHHBIX OJIAHKOB U
DJICKTPOHHBIX 11a0JIOHOB JOKYMCHTOB IJI
MCTIOJIb30BAHUS M PAa3MEIICHHS B CUCTEME
PIEKTPOHHOTO JIOKYMEHTO000pOTa
OpraHu3aIyu

KoHTposb cobittoieHust TpeOoBaHUM K
[OrOTOBKE U O(OPMIICHUIO TOKYMEHTOB U
VIOKQJIbHBIX HOPMATHBHBIX aKTOB B o0OJacTu
YTIpaBJICHUS TOKYMEHTAMH OpPTraHU3aluH

OHTI/IMI/ISaHI/Iﬂ COCTaBa JOKYMCHTOB
OpraHu3anuu B COOTBCTCTBUHU C €C
NCATCIIBHOCTBIO

KoHTposb mepeBojia B 3JIEKTPOHHBIN BUJT
TOKYMEHTOB M IOKYMEHTUPOBaHHON
MH(OpMAIINY, CO3/1aBaeMOI B OpraHu3alun

HeoOxoaumblie yMeHUS

PaboTath ¢ m1abJ0HaMH JOKyMEHTOB B
H(OPMAaIIMOHHON CUCTEME OpraHU3aluu

PaboTaTh ¢ 3JEKTPOHHBIMU OJIaHKAMH
JTOKYMEHTOB

Pa3pa6aTBIBaTB QJICKTPOHHBIC OJIaHKH H
DJICKTPOHHBIC a0JIOHBI JOKYMCHTOB

PazpabaTbiBaTh TpeOOBaHMS K HHPOPMALIUU U
ITAaHHBIM, BKJIFOYa€MBIM B JIOKYMEHTHI
OpraHu3aIku

lcrionp30BaTh OpraHU3alMOHHBIE U
TEXHUYECKHE CPENICTBA I IEPEBOA B
DIIEKTPOHHBINA BUJI JOKYMEHTOB U
ITOKYMEHTUPOBAaHHOM MH(pOpManuu
OpraHu3anyu

cnonb30BaTh OPUCHYIO TEXHUKY B PaMKax
cBOEH MpodecCHOHATBHOM NesITETbHOCTH

HeoOxonnMele 3HAHUA

HopmaTtuBHBIE paBOBBIE akThl Poccuiickon
Deneparnyn B 0071aCTH YIIPaBICHUS
TOKYMEHTaMU OpraHU3alu

Meroandeckue JOKYMEHTBI U HallMOHAIbHBIE
CTaH/IapThl B 00J1aCTH yIpaBICHUS
NTIOKYMEHTaMU OpraHUu3aluu

HopmaTtuBHBIE npaBoBbIE aKThl Poccuiickon




Denepanuu B 00671acTH HHPOPMAIIHH,
MH(POPMAIIMOHHBIX TEXHOJIOTHIA U 3aIUTHI
MH(OpMAaILIUY, TIEPCOHALHBIX JTaHHBIX,
dpoBoi TpaHCHOpMALTHH

[IpaBuia COCTABICHMS PA3JIMYHbBIX BUI0B
JIOKYMEHTOB

O61mue TpedoBaHus K 0POPMIICHHUIO
ITOKYMEHTOB, B TOM YHCJIC OPraHU3alMOHHO-
[pacriopsINTeILHON IOKYMEHTAIINN

[TpaBwmia pabOTHI C TOKYMEHTAMH,
coep KalMy KOH(UICHIINAIBHYIO
H(pOpMAaIHIO

[Topsiok GyHKITMOHUPOBAHUS
H(GOPMAIIMOHHBIX CHCTEM B 00J1aCTH
YIIPABJICHHS TOKYMEHTAMH OpPraHU3aluu

CTpyKTypa OpraHu3aiuu u IopsIoK
[pacrpesesieHus: MOJTHOMOYHI B 00J1acTH
CO3/1aHUS JOKYMEHTOB MEXY €€
CTPYKTYPHBIMH MOAPA3ICICHUSIMH U
TOJDKHOCTHBIMH JIMIIAMU

BuoBol cOCTaB IOKYMEHTOB OpraHU3aluu

[IpaBmiia cocTaBneHus! TEKCTOB JOKYMEHTOB
OpraHu3aIn

HpI/IHI_[I/IHBI " MCTOABI YIIOPAAOUCHUA COCTABa
JIOKYMCHTOB OpraHMU3an U UX JaHHBIX

KpI/ITCpI/II/I OLICHKH Ka4eCTBa CO3/1aBaeMoil
JIOKYMCHTAIlUN

Jlpyrue xapakTepuCTHKH

3.1.3. TpynoBasi pyHKuus

HaumenoBanu [Opranuzanus Kon |A/03.6 YpoBeHb (II0JypOBEHb)
e ITOKyMEHTO00O0pOTa B KBaTH(UKAITTT
OpraHu3aIm
[Tpoucxoxaenue Opurunan X  [3auMCTBOBaHO
TPYAOBOH (DYHKITHH 13 OpUTHHAIIA
Kon PerucrpanuonHslii
OpUTHHANA HOMED
poeCCHOHATBLHOTO

CTaHIapTa




TpynoBbie 1€CTBUS

BrinosHeHue onepanuii o
[peABAPUTEIILBHOMY PACCMOTPEHUIO U
[perucTpalyy JOKyMEHTOB OpraHU3aliH

Benenne perucTpalmoOHHBIX M YYETHBIX (OpM
JIOKYMEHTOB OpraHU3alyu

OcCy1ecTBIEHHE BHYTPEHHET0 KOHTPOJIS
[epenayu TOKyMEHTOB MEX/y YPOBHIMHU
YIIpaBJIEHUS U UCIIOJIHUTEISIMU B
OpraHu3anu

PazpaboTka npeioKeHui 1o mopsaaKy
COTJIACOBAHUS U YIOCTOBEPCHUS JOKYMEHTOB
B OpraHn3annuun

[IpoBenenue ananu3a HPOPMALMOHHBIX U
JIOKYMEHTAlMOHHBIX ITIOTOKOB B OpraHU3alliu

[ToaroToBka NpeayIOKEHUN 110
(hOpMUPOBAHUIO MAPIIPYTOB U MOJATOTOBKA
MApIIPYTHBIX KapT ABUKEHUS JOKYMEHTOB B
OpraHu3alu

[ToaroToBka NpemyIOAKEHUN 110
(hbopMUPOBaHHIO (PYHKIIMOHAIBHBIX
TpeOOBaHUI CHCTEMBI 3JICKTPOHHOTO
TOKYMEHTO00O0pOTa OpraHU3aINH

Pa3paboTka TeXHOJIOTHUH paboThI €
KOH(HIEHIIMATbHBIMU JOKYMEHTaMHU

Pa3paboTka TEeXHOJIOTHUH paboThI €
ITOKyMEHTaMH U HHpopmanuei B
OpraHu3aIH

HeoOxonnMble ymeHUs

Co3zaBaTh M HCIIOJIB30BATh METaIaHHBIE
TOKYMEHTOB B MPOIIECCe UX JIBIKEHUS U
00pabOTKH B OpraHu3aIiu

KoHTpoMpoBaTh BHINIOJIHEHHE MPOLIEAYD
MBIDKEHUSI U1 00paOOTKU TOKYMEHTOB,
MICIIOJIb3YEMBIX B 00JaCTH YIIPaBICHUS
TOKYMEHTaMHU OpraHU3aINHI

Bectu yueT u aHanu3 oobema
ITOKYyMEHTOO0OpOTa OPraHU3alNH B
COOTBETCTBHUE C MHCTPYKIIHEH IO
IIeTTONPON3BOCTBY OpTaHU3aIuN

["0TOBUTH NpeAIokKeHUs 0 (POPMUPOBAHHIO
[apamMeTpoB pabOThl CUCTEMBI AIEKTPOHHOTO
TOKYMEHTO000pOTa OpraHu3aluu

OpTaHI/ISOBLIBaTB B3aUMOJCHCTBHE

Nopa3IeNICHUI OpraHNu3aliy B IIPOIIECcCe




pa3pabOTKU U UCTIOTHEHUS Pa3IMYHbBIX BUOB
JIOKYMEHTOB

Co3maBarh 6a3bl TaHHBIX MO JOKYMEHTaM O
NEATEIbHOCTH OPraHU3aluy U OCYILIECTBIATh
KOHTPOJIb UX BEJCHUS

Co3zaBaTh CUCTEMY MHJIEKCALUU JOKYMEHTOB
OpraHu3alyy U UCII0Ib30BaTh €€ B
H(OPMAIIMOHHO-CIIPABOYHBIX IEIISX

Heo0xonuMble 3HaHUS

HopMmatuBHbIE TTpaBOBBIE aKThl Poccuiickoi
Denepanyu B 00J1aCTH YIIpaBJIEHUS
TOKYMEHTaMH OpraHu3aluu

HopmaTtuBHBIE paBoBbIE akThl Poccuiickon
Denepanun B 001acTH HHPOPMALIHH,
MH(GOPMAIIMOHHBIX TEXHOJIOTHIA U 3aIUTHI
H(pOpMaLNH, IEPCOHANIBHBIX TaHHbIX,

1 poBoii TpaHCHOPMALTUT

MeTtoauueckre JOKyMEHTH U HallHOHAJIbHBIE
CTaHJapTHI B 00JIaCTH PabOTHI C JOKYMEHTaMH
1 nH(pOpMaIel B OpraHu3ayn

JIokanbHbBIC HOPMATUBHBIC dKThl OpraHu3allun

[IpaBuna pabOTHI ¢ JOKYMEHTAMU
OpraHu3aIiK, yCTAHOBJICHHBIC €€
VIOKQJIbHBIMHW HOPMATUBHBIMH aKTAMU

DYHKIMN, TOJIHOMOYHS U OTBETCTBEHHOCTh
[PYKOBOJICTBA OpPTaHHU3AIIMHU U €€ CTPYKTYPHBIX
[0 ipa3IeJICHUI

DYHKIMOHATbHBIE 0COOEHHOCTH CHUCTEMBI
HIIEKTPOHHOTO IOKYMEHTO000pOoTa
OpraHu3au

[Topsiok U cofepxaHue mpoieayp mo padbore
C JOKyMEHTaMH OPTaHU3alliU U UX TaHHBIMU

/Ipyrue xapakTepuCTHKHN

3.1.4. TpynoBas pyHKuus

Haumenosanu [[IpoextupoBanue, Kon |A/04.6 YpoBeHb (110 JypOBEHb)
e BHE/[PEHHE U pa3BUTHE KBaJTH(UKAITAN
CUCTEMBI JIEKTPOHHOI'O
ITOKYMEHTO00O0pOTa
ITpoucxoxaenne Opurumran X [BammcroBano




TPyZIOBOU (yHKINU

3 opurunana | |

Kon Peructpanmonublit
OpUrvHaa HOMED
podeCcCHOHATLHOTO
cTaHjapTa

TpynoBbie 1EHCTBUS

[IpoBencHue aHaIM3a ACUCTBYIOLIEH CUCTEMBI
YIIPaBJIEHUS JOKYMEHTaMH OpraHUu3aluu JJIs
OIIpeeIICHUs 3a1a4 110 €€ aBTOMATU3allHH,

Mo iepHu3aluy, 1UGpoBol TpaHCHOpMaALUU

[ToaroroBKa TEXHMYECKOTO 3aJaHUs HA
BHE/IPEHUE OTEYECTBEHHON CUCTEMBI
HIIEKTPOHHOTO JIOKYMEHT0000pOTa B
OpraHM3aly B paMKaX CBOMX KOMIETECHINH

Pa3paboTka 010K-cXeM, OMUCHIBAIOIIUX
OH3HEC-TIPOLIECCHl OpPraHU3alUu, IPOLECCHI U
[pOLIEYPHI IO YIPABICHUIO JOKYMEHTAMH
OpraHu3aIu

Kiraccudukanms, HHICKCUPOBaHKE

ITOKYMEHTOB M X JJAHHBIX, HEOOXOAUMBIX IS
OCYIIIECTBICHUS MPOIIECCOB CO3JaHMs U BBOJA
B CHCTEMY JICKTPOHHOT'O JOKYMEHTO00OpOTa

BHeceHye npeaoKeHui o0 KpUTEPUSIM
BEIOOpA OTEUECTBEHHOM CUCTEMBI
HIIEKTPOHHOTO JOKYMEHT0000pOTa st
OpTraHu3aIH

Ocyl1iecTBIeHNE TECTUPOBAHUS PAOOTHI
CHCTEMBI JJIEKTPOHHOTO IOKYMEHT0000pOTa 1
OIIpeieNIeHue 3a/1a4 0 ee aJanTaluy K
CHel(pUKe CUCTEMBI YIIPaBJICHUS
ITOKYMEHTaMH OpraHu3aluu

MeTtouuecKoe COMpPOBOKACHUE MPOIIECCOB
BHEIPEHUS U DKCIUTyaTal[id CHCTEMBI
PIIEKTPOHHOTO JIOKYMEHTO000pOTA B
OpraHHU3alH

Heo6xoanmMblie yMeHUs

[Ipon3BoaNTH 0OPAaOOTKY JOKYMEHTOB U
TaHHBIX: PErHCTPAINI0, CHCTEMATU3ALINIO,
MICII0JIb30BAHNE, XPAHEHHUE, YHUUTOKEHHE

[IpruMeHATh METOA0JIOTHIO
OPraHU3aLMOHHOTO MTPOEKTUPOBAHUS IIPU
QHAJIM3€ CUCTEMbI YITPABICHUSI JOKYMEHTAMU

[IpencraBisaTh pe3yabTaThl aHAIN3A
[POLIECCOB YIPABJICHUS TOKYMEHTaMU

OpraHH3allii B l"pa(bI/I‘-ICCKOM BUIC




BBIABIATE IPUOPUTETHBIC HAIIPABIICHUS
ABTOMATU3ALIMM YIIPABICHUSA JOKYMEHTAMU B
OpraHu3anyuu

[IpuMeHATH cUCTEMY 3JIEKTPOHHOTO
ITOKYMEHTO00O0POTA JJIs1 BEITIOJTHEHHS
1eJI0MPON3BOJICTBEHHBIX Ollepanui

OneHuBaTh 3PPEKTUBHOCTH MEPOIIPUSATHIL 110
ABTOMATHU3AIlMU YIIPABICHUS JOKYMEHTaMU B
OpraHu3au

IHeoOxoaumble 3HAHUSA

HopmaTtuBHBIE paBoBbIE akThl Poccuiickon
Denepanuu B 001acT HHPOPMAIIHH,
H(POPMAIIMOHHBIX TEXHOJIOTHA U 3aIUTHI
H(pOpMaLNH, IEPCOHANIBHBIX TaHHbIX,

(G poBOIi TpaHCHOPMALINH, YIPABICHUS
NTOKYMEHTaMH OpraHu3aluu

MeXyHapOAHbIE U HALlMOHAJIbHBIC
CTaHIapThl B 00J1aCTH yIpaBICHUS
[TOKyMEHTaMU

C110co0BI CHUCTEMATHU3allM JaHHBIX O
JICATCIIbHOCTH OpraHru3alin

[ IpyHIMIIBI GOPMUPOBAHUS IPOLIECCOB
OpraHu3anyuu

MeTobI HCCIeI0BaHMs, aHAJIN3a,
[MPOEKTUPOBAHUS U PA3BUTHS CUCTEMBI
ynpaBneHHﬂ I[OKYMGHTaMI/I B OpFaHI/I3aIII/II/I

HpOFpaMMHHe MMPOAYKTHI I10 aBTOMATHU3allUN
YIpaBJICHUA TOKYMCHTAMH B OpraHru3aln

DyYHKIMOHATBHBIE 0COOCHHOCTH Pa3IMYHbIX
OTCUYCCTBCHHBIX CUCTEM 3JICKTPOHHOT'O
ITOKYMEHTOO000pOTa, UCTIOTIB3YEMBIX B
00J1aCTH yIpaBIICHUS TOKYMEHTaMHU
OpraHu3aIu

/Ipyrue xapakTepuCTHKH

3.1.5. TpynoBas pyHkums

Haunmenosanu |OcymiecTBienune

e H(pOpMAaIMOHHO-
CIPaBOYHOMN pabOTHI C
TOKyMEHTaMu
OpraHu3aIu

Kox

A/05.6 VpoBeHb (IIOypOBEHB)
KBTI (DUKAITIH




IIpoucxoxaeHue
TPyIOBOH (HYHKIIHH

Opurunan X

3aMCTBOBAaHO
13 OpUruHaia
Kon PerucrpanuonHslii
OpUTHHAaJa HOMeEp
npodeccrnoHaIbHOTO
CTaHaapTa

TpynoBbie 1eCTBUS

dopMupoBaHre TPeOOBAHMH K
H()OPMAIIMOHHO-TIOMCKOBBIM CHCTEMaM
CTPYKTYpPUPOBAHHBIX JaHHBIX
TOKYMEHTHUPOBAHHBIX Cep NeATSIEHOCTH
OpraHu3aIu

dopmupoBaHue U BeieHne 0a3 TaHHBIX O
1eATEIbHOCTH OPraHu3aluu

DopMupoBaHue TPeOOBAHMM K
[pa3rpaHUYeHHIO YPOBHEH JOCTyIa
[PaOOTHUKOB K JJAHHBIM O JESTEIHLHOCTH
OpraHHU3allHi B COOTBETCTBUU C
BBITIOJTHSAEMBIMUA UMHU () YHKITUSIMU

[IpenocraBiieHrE JOCTYIIA K
CTPYKTYPUPOBAHHBIM JIaHHBIM
ITOKYMEHTUPOBAaHHBIX C(ep AeITeTbHOCTH
OpraHu3ayu

Pa3paboTka Gopm mpeacraBiieHus
I/IH(bOpMaIII/II/I 0 JCATCIBbHOCTH OPraHu3alun

HOI[FOTOBKa OTYCTOB U aHAJIMTUYCCKUX
CIIPaBOK PYKOBOACTBY 110 BOIIpOCaM
YIpaBJICHUA TOKYMCHTAMHU B OpraHHU3allin

[Touck u npeaocTaBaeHre HHPOPMALIUHU O
CTPYKTYpPUPOBAHHBIX JaHHbBIX
ITOKYMEHTUPOBAaHHBIX C(ep AeITeTbHOCTH
OpraHU3alUH 10 3a1pocaM pabOTHUKOB
OpraHu3alu

Heobxomumbie ymeHuUs

PaboTtatrh ¢ HCTOUHMKAMU UH(DOPMAIIHH,
BBISIBJIITH KPUTEPUU €€ OLIEHKH U 0TOOpa

[TonOupath, cuCTEMaTU3UPOBATH U
KIIaCCU(UIIUPOBATH CTPYKTYPUPOBAHHBIE
TaHHBIC JIOKYMEHTHPOBAHHBIX cdep

e TeIbHOCTH OpraHU3aIluy 10
OTIpeICIICHHBIM KPUTEPHUSIM

Co3aBarh, aIMUHUCTPUPOBATH U
MCII0Ib30BaTh JOKYMEHTHI U UX JaHHBIC B
paSJ'II/I‘IHBIX o6nacmx OCATCIIBHOCTHU




OdopmisaTe HHYOPMAIUIO B HATTISAHOM
CHCTEeMaTH3MPOBAHHOM BUJIE B COOTBETCTBHH
C MIpebSBIIEMBIMU TPEOOBAHUSIMHU

PaGoTtath c 3NeKTPOHHBIMH 0a3aMU JaHHBIX U
CHCTEMOM AJIEKTPOHHOTO IOKyMEHTO000pOoTa
OpraHu3au

Heo0xonuMble 3HaHUS

MeTtoauuecKkre JOKyMEHTHI U HallHOHAJIbHBIE
CTaHJapTHl B 00J1IaCTH PabOTHI ¢ JOKYMEHTaAMH
1 nH(pOpMaIel B OpraHu3aun

[IpaBuia, nopsaoK GOPMHUPOBAHUS U yIeTa
0a3 TaHHBIX OPraHU3aALUH

OcobeHHOCTH (PYHKIIMOHUPOBAHUS
CIIPaBOYHO-UH(DOPMAIIHOHHBIX
H(pOPMAIIMOHHO-TIOMCKOBBIX CHCTEM
OpraHu3alum

[Topsiaok mocTyma K pa3jIuyHbIM KaTeTOPHUsIM
MH(OpMalUY B OpraHU3aIiu

CriocoOblI nostydeHus nHhopMaluu u3
[pa3JIMYHBIX HCTOYHHKOB

dopmbl IpeicTaBICHUS HHOOPMALIMK U UX
0COOEHHOCTH

[IpaBuia coctaBneHus: U ohopmiIeHuUs
0TYETOB, 0030POB, AHATUTHYECKUX CIPABOK

TexHonorus paboThl ¢ TOKyMEHTaMU U
MH(}OopMalvel OrpaHMYEHHOTO JOCTyNa

/Ipyrue xapakTepuCTHKHN

3.1.6. TpynoBas pyHKuus

HaumenoBanu [OcymiecTBieHue Konx |A/06.6 YpoBeHb (TI0ypOBEHbD)
e KOHTPOJIA Ipouecca u KBTI (UKAITTT

CPOKOB HCIIOJTHEHUS

ITOKYMEHTOB B

OpraHu3aIyu
[Tpoucxoxaenue Opurunan X  [3auMCTBOBaHO
TPYAOBOH (DYHKITHH 13 OpUTHHAIIA

Kon PerucrpanuonHslii
OpUTHHANA HOMED
poeCCHOHATBLHOTO

CTaHIapTa




TpynoBbie 1€CTBUS

[locTaHOBKa TOKYMEHTOB U MOPYYCHHI
[PYKOBOJICTBA OpraHu3aliy Ha KOHTPOJIb

OcylecTBI€HHE BHYTPEHHEr0 KOHTPOJIS
MCIIOTHEHUS! JOKYMEHTOB OpTraHU3allun
HECKOJIbKUMH HCIIOJHUTEISIMH, YCTaHOBKA
0YEpPEIHOCTH UX UCTIOJTHEHUS

KOHTpPOJIb 3TanoB BBIITOJIHEHUS PEILEHUN WU
orepanuii, 3aUKCUPOBAHHBIX B JOKYMEHTaX

MOHHMTOPHHT X0/ UCIIOTHEHUS U cTaTyca
TOKYMEHTOB B mporiecce paboThl C HUMH B
OpraHu3aIu

Pa3paboTka TpeOGoBaHUI K TPOTOKOIAM
KOHTPOJIbHBIX 3amKcei 00 onepanusx,
[IPOU3BEACHHBIX C JOKYMEHTaMH B
OpraHu3alu

KoppekTupoBka CpOKOB UCTIOTHEHHS
ITOKYMEHTOB B OpraHU3aIu

CHsATHE JOKYMEHTOB U [IOpYYEHUN
[PYKOBOJICTBA OpraHu3allii ¢ KOHTPOJIs

HO,Z[FOTOBKa AHAJIIMTUYICCKUX CIIPABOK O
COCTOSIHUH HCIOJIHUTEIBCKOMN JUCIUIIIIMHBI B
OpraHHu3alnun

Heo6xonumble yMeHUs

BHOCHUTB JaHHBIE O CPOKaX U crienupuKe
MICIIOJIHEHUS IOKYMEHTOB B KOHTPOJIbHBIE
KapTOTEKH U aBTOMAaTU3UPOBAHHBIE CUCTEMBI
KOHTPOJISI OPraHU3allud B COOTBETCTBHE C
HOPMATHBHEIM ITPABOBBIM aKTOM,
OpraHU3aLIOHHO-PaCIIOPSAUTEIbHBIM
NTOKYMEHTOM WJIM PE30JIOIMENH PYKOBOAUTEIS

AHaTM3UPOBATH HHPOPMAIIUIO O X0/ U
[pe3yiabTaTax UCIOJHEHUSI JOKYMEHTOB B
OpraHu3aIu

PaBpa6aTBIBaTB NEepCUYHU JOKYMCHTOB
OpraHnu3alrii C TUIIOBBIMH CPOKaMH HUX
M CITOJTHCHU A

OrnpeaensaTh BUABI U TOPSIOK KOHTPOJISI
MCTIOJTHUTENbCKON JUCIUITIINHBI B
OpraHu3aIn

HCO6XOI[I/IMBIC 3HaHUA

HopmaTtuBHBIE paBoBbIe akThl Poccuiickon
Denepanny, yCTaHaBIMBAIOIINE TUIIOBBIE
CPOKH MCIIOJIHEHHUs] TOKYMEHTOB

HOpSIJIOK OmnpeacCICHUA CPOKOB UCITOJIHCHU A

JIOKYMCHTOB B OpraHu3aliun




MGTOI[I/IKI/I BCACHU KOHTPOJIA UCITIOJTHCHHU A
JIOKYMCHTOB

[TopsimOK BHECEHHUS PE30ITIOINIA
[PYKOBOAMTENS] OPraHU3aIN B
[perucTpaioHHyI0 hopmy

TexHoMIornuecKre Tarmbl padoTHI ¢
[PAa3JIMYHBIMU KaTErOpUsIMU JOKYMEHTOB
OpraHu3auu

[lops10K NCTIOJTHEHUSI TOKYMEHTOB B
OpraHu3alu

Y cioBUs CHATHUS JOKYMEHTA C KOHTPOJIS B
OpraHu3aIu

/Ipyrue xapakTepucTUKU

3.1.7. TpynoBasi pyHkumsi

HaumenoBanu |Opranusaiust xpanenust [Kox — |A/07.6 YpoBeHb (I01ypOBEHbD)
e ITIOKYMEHTOB B KBTI (DUKAITIH
OpraHu3aliy U Mepeladn
1len Ha apXUBHOE
XpaHeHue
[Tpoucxoxaexnue OpuruHan X  [3auMCTBOBaHO
TPYAOBOH (DYHKITHH 13 OpUTHHANIA
Kon PerucrpanuonHslii
OpHUTHHANA HOMED
npogeccuoHaIBLHOTO
CTaHIapTa

TpynoBeie 1EeHCTBUS

KOHTpOJIb KOMIUIEKTOBaHUS JOKYMEHTOB B
eNia ¥ OpraHu3aIus UX XpaHSHHs B
[Opa3ACICHUSIX OpTraHnu3aIuu

KoHTposb co31aHus U BEIEHHS CIIPABOYHO-
[MOMCKOBBIX CPEJICTB T10 JOKYMEHTaM H 0a3am
MTAaHHBIX, XPAHALIUMCS U BETyIIUMCS B
[Opa3ACICHUSIX OpTraHnu3aIuu

CocraBiieHue, BeJleHue HOMEHKIIATYPhI el
OpraHu3aly U UTOrOBOM 3aMKCH K HEil

HpOBepKa JAaHHBIX O COXPaHHOCTU CO3AaHHBIX




B OpraHun3anuy JOKYMCHTOB Ha PA3JIMYHBIX
[HOCHUTCIIAX

KOHTpOJIB BbIJIA4YH1 B OIICPATUBHOC
0JIb30BaHKE JOKYMEHTOB OPTaHHU3alUU U UX
BO3BpaTa

[IpoBeaeHnE SKCEPTU3HI IIEHHOCTH
TTOKYMEHTOB B COCTaBE KCIEPTHON KOMHUCCUU
OpraHu3alu

[IpenocraBiieHHe TOKYMEHTOB MJIU UX CKaH-
KOTIMH JJIsl OTBETOB Ha 3aIpOChl
[OApa3AeIICHUA OpraHu3aluu 1
(dhenepanbHBIX OPraHOB HCIIOTHUTEIHHON
BJIACTHU

HOI[FOTOBKa JOKYMCHTOB JJid IIE€pCaAaviun B
APXWB WJIN HA YHUYTOXCHUC

HeoOxonuMble ymeHUs

[IprMEHATh HOMEHKIATYPY J€1 CTPYKTYPHOTO
[IOAPAa3ACIICHNS U CBOJHYIO HOMEHKIIATYPY
1eJ1 OPraHu3aliy, UTOTOBBIE 3AIIMCH K HUM

HacrtpauBath napamMeTpsl pa3ieiioB
HOMEHKJIATYPBI J€J1 B CHCTEME 3JICKTPOHHOTO
TOKYMEHTO00OPOTa OpraHU3AIIH

CrcreMaTU3UpOBaTh JOKYMEHTBI U
mHpopManuio 6a3 NaHHBIX, POPMHUPOBATH
1ieJ1a B COOTBETCTBUU C HOMEHKIIATYPOH €]
OpraHu3ayu

OCYH.[CCTBJ'IHTL IMMOUCK JOKYMCHTOB U UX
JITAHHBIX B MIPOLCCCC TCKYUICTO XpaHCHUA B
OpraHHu3alnun

OCyIIeCTBIATE METOAUYECKOE PYKOBOJCTBO
OpraHu3aiyei XxpaHeHus JOKYMEHTOB U 6a3
TaHHBIX B CTPYKTYPHBIX MOAPA3/IEICHUSIX
OpraHMU3allK, OKa3bIBaTh UM IIPAKTUYECKYIO
[TOMOIIIb

KonTponupoBats (opMUpOBaHUE, XPAHEHHE
1 nepeady Jied B apXUB OpraHu3aluu

KoHTpoinpoBaTh apxuBUpoBaHue 0a3
TAaHHBIX CTPYKTYPHBIX MO/Apa3AeIeHUN
OpTraHu3aIH

HOI[FOT&BJII/IBaTL OIMMCU NJOKYMCHTOB 1
JTAHHBIX, IIEPCIAaBACMBIX B APpXUB
OpTraHHu3alli WJIN apXUBHUPYCMBIX Ha
[HOCUTCIIN

HpOI/I3BOIII/ITB OKCIICPTU3Y HCHHOCTU
JIOKYMCHTOB OpraHuU3aiu U UX JaHHBIX,
OIPCACIIITE CPOKU XPAHCHUSA

O6ecrieynBaTh 3alIUTY TOKYMEHTOB U




JITAHHBIX OpraHu3anuu OT
HCCAHKITMOHHUPOBAHHOI'O NOCTYIIA UJIN
YHUYTOXKCHHU A

Heo0xonuMble 3HaHUS

HopMmatuBHbIE TTpaBOBBIE aKThl Poccuiickoi
Denepanuu B 0061acTH HHPOPMAIIHH,
MH()OPMALIMOHHBIX TEXHOJIOTHI U 3aIlUTHI
MH(OpMAILINY, IEPCOHALHBIX JTaHHBIX,
dpoBoit TpaHchopMaluy, apXUBHOTO Jieia

MeToan4ecKre TOKYMEHTHI U HAallMOHATIbHBIC
CTaHJapThl B 00J1acTH pabOTHI ¢
IOKYMEHTAaLel 1 HH(GOpMaIUeid, apXUBHOTO
nena

[IpaBuia paboThI ¢ JOKYMEHTaMU
OpraHu3aly, YCTAHOBJICHHBIE €€
ITOKaJIbHBIMU HOPMATUBHBIMU aKTaMH,
[Y4ETHON MTOJIMTUKON

[lopsa0K U coaepkaHue Npoueayp
OpraHU3aIK ONEPATUBHOTO XPAHCHUS
ITOKYMEHTOB M X JIJAHHBIX, TOATOTOBKU K
[epegayde B apXuB OpraHu3aliy Wik
APXMBUPOBAHUIO HA HOCUTEJISIX

MeToauka pa3pabOTKU ¥ BEICHUS
HOMEHKJIATYPHI JIeJl OPraHU3aliu, B TOM
4rCIIe B CHCTEME €€ JIEKTPOHHOTO
ITOKYMEHTO0000poTa

HpaBI/IJ'Ia cucreMaTu3anmm 1 KJ'IaCCI/I(i)I/IKaL[I/II/I
JIOKYMCHTOB, KOOTUPOBAHUA HH(bOpMaHHH

(OCOOEHHOCTH XpaHEHUs JIEKTPOHHBIX
JTOKYMEHTOB

KpI/ITepI/II/I ONpeaACIICHUA ICHHOCTU
JIOKYMCHTOB U UX NAHHBIX JJIA 0T60pa Ha
maTbHEHIIee XPAHCHUC UJIM YHUUYTOXKCHUC

/Ipyrue xapakTepuCTUKHU

3.2. O0001meHHas TPyAOBas PyHKUMS

HanmenoBanu [PykoBOJCTBO IE€SITENBHOCTHIO
e [10Ipa3/IeJICHUS 110
YIIPABJICHUIO IOKYMEHTaMHU
OpraHu3alu

Konx YpoBeHb kBanupuKanuu 7




IIpoucxoxaeHue
0000IIIEHHON TPYI0BOM

byHKIIUN

Opurunan X

3anMCTBOBAHO
13 OpUTUHAIA

Kon Peructpanmonublit
OpuUrvuHaa HOMED
podeCCHOHATLHOTO
cTaHjapTa

IBo3MOKHBIE HAMMEHOBAHHUS JOJKHOCTEH,
rpodeccuit

PykoBoauTens nmoapasaenacHus 1o
YIIPABJIEHUIO JOKYMEHTaMU OpPraHU3alHH
(memapTaMeHTa, YyIpaBJICHHUS, CITYKOBbI,
oTJIeTIa)

PykoBouTeNnb 0T/AEa 10 PAa0OTE C JAHHBIMU
NTOKYMEHTUPOBAHHBIX C(ep AeATeIbHOCTH

OpraHu3aIn

TpebGoBanwms K 00pPa30BaHUIO U OOYUICHUIO

Briciiee 00pa3oBaHKe - MarucTparypa

T

Briciiee oOpa3oBanue (HenpodmisHOE) -
MarucTpaTypa u JOTOJIHUTEIBHOS
rpodeccrnoHabHOE 00pa30BaHUE -
[pOrpamMMsbl MPO(HeCCHOHATLHOM
MCPCOATrOTOBKHU 1O HpO(l)I/IJ'IIO ACATCIIBHOCTHU

TpeboBaHMs K ONBITY MPAKTUYECKOI paboThI

He menee Tpex jeT B 0061acTH
ITOKYMEHTAIMOHHOTO 00eCTIeYeHUS
OpraHu3aIu

(OcoOble yciioBus JoIycka K padoTte

[IpoxoxaeHre 00y4eHns Mepam MoKapHOM
0e301acHOCTH

[IpoxoxaeHure o0y4eHus 1o OXpaHe Tpyia u
[MPOBEPKU 3HAHUS TPEOOBAHUM OXpaHbI TPYyAa
Hanuuue cormacusi paboTHUKA O COOJTIOICHUN
yCIOBUH KOH(PUIEHIIMATBHOCTH
MH(pOpMaIUY, a TAaKXKe C MEPAMH
OTBETCTBEHHOCTH 3a X HapyIIeHHe (TpH
HEe00X0IMMOCTH)

/Ipyrue xapakTepuCTUKN

JlonOTHUTENBHOE NTPO(ECCHOHATIBHOE
00pa3oBaHMe - MPOrPaMMbl TOBBIILICHHS
KBaJIM(pUKAIMK B 00JIACTH YIPaBIIEHUS
TOKYMEHTaMH HE pEXe OJHOTO pas3a B TpU
roaa

JIOTIOJIHUTE/IbHbIE XaPAKTEPUCTUKHI




HaumenoBanue nokymeHnTa Kon HanmenoBanue 6a30BOi TPYIIITHI,

JOJDKHOCTH (TIpodeccn) uitu
CHEIMAIBHOCTH

OK3 1219 Ynpasistomuye GUHaHCOBO-

SKOHOMUYECKOU U

AQIMUHUCTPATUBHOMN JESITEIIbHOCTHIO,

HE BXOJSIINE B APYrue TPYIIbI

EKC - HavanbHuk otaena (0x0po, Tpymibl)
(B IPOMBITINICHHOCTH )

OKIIATP 24695 HavansHuk otaena (puHaHCOBO-
PKOHOMHYECKOTO U
A IMUHUCTPATHUBHOTO)

OKCO 7.46.04.02 JIOKyMEHTOBE/IEHHE U apXUBOBEJICHUE

3.2.1. TpynoBasi pynkumsi

HaumenoBanu |Opranuzanus Kox [B/O1.7 YpoBeHns (moaypoBenb) |/
e eI TeIbHOCTHU KBaTH(UKAITTT

[10/1pa3eJICHUs 10

YIIPaBJIEHUIO

TOKyMEHTaMu
[Ipoucxoxaenue Opurunan X  [3aMMCTBOBaHO
TPYIOBOU (QYHKITUN M3 OpUTHHAJIA

Kon Perucrpanmonnslii
OpUTHHAlA HOMeEp
npodeccrnoHalbHOTO
CTaHaapTa

TpynoBbie 1eCTBUS Ornpenenenue neneu, 3a1ad u QyHKITAN

[oApa3AesieHUs 10 YIPaBICHUIO
ITOKyMEHTaMHU OpTaHU3AINH U €TO

a0OTHUKOB
Pacnipenenenune MTOMKHOCTHBIX 00sS3aHHOCTEH
MeX 1y paOOTHUKAMHU MOIPa3/IeIICHUs 0
YITPaBJICHUIO JTOKYMEHTaAMHU OpraHU3aIii
Pa3paboTka TOKaTbHBIX HOPMATHBHBIX aKTOB



https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

[10 YIPaBJICHUIO JIOKYMEHTAMH OpTraHU3aluu
1 JOJDKHOCTHBIX MHCTPYKIIMH €€ paOOTHHUKOB

HHaHI/IpOBaHI/Ie ACATCIIBHOCTU ITIOAYHNHCHHOT'O
[10JIpa3/ICICHUs C YUETOM PaIlMOHAIBHOTO
pactipezneseHus pabot u o0beMa
[TPON3BOJICTBEHHBIX 33]1a4 OpraHU3aIiH

KOHTpOHB JACATCIIbHOCTH pa6OTHI/IKOB
IMOApPa3aCJICHHUA 110 YIIPABJICHHUIO
JIOKYMCHTAMH OpTraHu3alliu

[IpoBeenne MEpONPUATHH 110 TOAOOPY
[IEpCOHAJIA HA 3aMELICHUE BAKAHTHBIX
JTOJDKHOCTEH TIOTYMHEHHOT'0 NI0Ipa3/IeIeHuUs

Pa3paboTka rpadrka o0yueHus U MOBBIIICHUS
KB (pUKAIKA PAOOTHUKOB IO JYHHEHHOTO
[10]Ipa3/ieICHUs] OpraHU3aIHK

KoHTponb cobmoaeHns pabOTHUKaAMH
[OJUMHEHHOT'O TTO/Ipa3IeNICHHs TPEOOBaHUI
OXpaHbl TPYAA, TPYAOBON JUCHUILINHBI,
[PaBUJI BHYTPEHHETO TPYIOBOTO paciopsiika
1 JIOKAJIbHBIX HOPMATHBHBIX aKTOB
OpraHU3aLIH

Onpenenenre NOTPEOHOCTH MOAYUHEHHOTO
[10Ipa3/IeJICHUS] OPTaHU3allH B
000pyIOBaHUH, POTPAMMHOM 00ECIICUEeHUH,
MaTepuaibHBIX U (DMHAHCOBBIX pecypcax

[ToarotroBka mpeanoKeHui Mo MOAEPHU3AIUN
[pabounx MECT paOOTHUKOB MOAPA3ICTICHUS
[0 YIpaBIECHUIO JOKYMEHTAMU OpTaHU3alluu

Ornenka 3 heKTUBHOCTH I€ITEITHOCTH
MMOYUHEHHOTO MOIpa3ieNIeHus] OpraHU3aIiH

HeoOxonuMble ymeHUs

O0ecreunBaTh B3aUMOJIEHCTBHE
[OIpa3IeNIeHUs M0 YIPABICHUIO
ITOKyMEHTaMH OpPTaHU3aIHA CO
CTPYKTYPHBIMH MOAPA3ICICHUSIMH U
TOJHKHOCTHBIMH JIMIIAMH OPTaHU3aIIN

O6ecrieuynBaTh pallMOHAIBHYIO 3aTPY3KY U
[PACCTAHOBKY IO TYMHEHHOTO TIEPCOHAJIA C
y4eTOM KBaTH(PHUKAIUN, 00HEMOB H
CII0)KHOCTH paboT

Y cTanaBnuBaTh JUIst KaXX10M pyHKUINN
[pabOTHHKA CITY>KOBI 11O YITPABICHHIO
TOKYMEHTaMU OpTraHu3alluy IpaBa u
OTBETCTBEHHOCTb, 00ECIICUHNBAIOLIHE
KOPPEKTHOE BBINOJIHEHNE 3TON (YHKIINH B
aMKax J1eTeIbHOCTU OpraHU3aluH

[[prHEMAaTHh MEpBI IO YCTPAHEHUIO




HE0CTATKOB B pabOTe MOTYMHEHHOTO
CTPYKTYpPHOTO MOJpa3ieJeHIs] OpraHu3aluu

OneHnBaTh KA4ECTBO BBINOJIHEHHBIX
[10TYMHEHHBIM [IEPCOHAIOM PabOT IO
YIPaBJICHUIO JOKYMEHTAMU OpraHU3aliu

KoHTponupoBath coOm0IeHIE B
1oJIpa3/ieleHuu TpeOoBaHUN OXpaHbl Tpy/a,
TPYJOBON JUCLMILIMHBL, IIPAaBUII BHYTPEHHETO
TPYLOBOIO paclopsiika U JOKaJIbHBIX
HOpPMAaTUBHBIX aKTOB OpraHU3aluN

OnpenensTb IPUOPUTETHHIC HATIPABICHUS
[Pa3BUTHS TTO/IPA3/ICIICHUS 110 YIIPABICHUIO
TOKYMEHTaMH OpraHu3aluu

Pa3pabaThiBaTh MEPHI IO TTOBBIICHUIO
PO PEKTUBHOCTH IEATETLHOCTH pAOOTHUKOB
[MOTYUHEHHOTO TTOIPa3/ICIICHUs] OPTaHU3AIIH

BHe,I[pHTB HOBBIC TCXHOJIOITMH U MECTObI
pa6OTBI B ACATCIBHOCTD ITIOJYHHCHHOI'O
IIOAPA3ACIICHHA OPraHn3aliun

Heo0xoauMble 3HaHUS

HopwmaTruBHBIE TPaBOBBIE aKThl Poccuiickon
Denepanuu B 0061acTH HHPOPMAIIHH,
MH(OPMALIMOHHBIX TEXHOJIOTHI U 3aIllUTHI
MH(OPMAIIAY, TICPCOHALHBIX JTAHHBIX,
dpoBoii TpaHchopMaLIUU, YIIPABICHUS
TOKYMEHTaMU OpraHu3aluu

MeToaudecKre TOKyMEHTHI U HallMOHAJIBHBIE
CTaH/IapThl B 001acTU pabOTHI C TOKYMEHTaMU
1 nH(OpMaIel, apxMBHOTO Jiesa

[IpaBuia coctaBieHust U ohopmIeHUs
ITOKaJIbHBIX HOPMaTUBHBIX aKTOB,
OIIpEIENIAIONUX IPABOBOE MOJIOKEHHE
CTPYKTYPHBIX MOApa3eNeH’i 1 pabOTHUKOB
OpraHu3au

CTpyKTypa opraHu3zaluy, ee Noapa3esIeHus
11 paOOTHUKH, 3a/1IeCTBOBaHHbBIE B IIpOIECCaX
yIIpaBJIEHUs JOKyMEHTaMU OpTaHU3aluu

Oco0eHHOCTH perjlaMeHTaluu Tpyia
[PaOOTHHUKOB MOAYMHEHHOTO MOJIPa3/IeICHUs
OpTraHu3aIH

DyHKIIMKM paOOTHUKOB OpPraHU3alluu U
[TOAPAa3ACIICHUS 110 YIIPABICHUIO
ITOKYMEHTaMH, a TAKXKE MOJTYNHEHHBIX EMY

CTPYKTYD

[IpaBmiia HOpMUPOBAaHUS TPYJa U pacuera
SIBOYHOW YHMCIIEHHOCTH IIEpCOHAIIA

IMOApa3ACIICHU 110 YITPABJICHUIO




JIOKYMCHTaAMM OpraHu3alunuu

[IpaBuiia opraHu3anuy padoYrx MecT
[paOOTHHUKOB OpraHU3aINH

MeToAMKH yIIPaBIICHHS [IEPCOHATIOM
OpraHu3alu

TpeboBaHus OXpaHbl TpyJa

HpaBI/IHa OpraHnU3allMOHHOTO
IIPOCKTUPOBAHUA IJI OpraHu3allin

/Ipyrue xapakTepucTUKu

3.2.2. TpynoBas pyHkums

HaumenoBanu [Pa3pabotka momutuku  [Kom — [B/02.7 YpoBeHs (moaypoBenb) |/
e YIIpaBJICHUS KBaTH(UKAITTT
TOKyMEHTaMu
OpraHu3aIH
[IpoucxoxneHue Opurunan X  [3aMMCTBOBAaHO
Tpya0BOU (QyHKIHU 13 OpUruHaia
Kon Perucrpanmonnslii
OpUTHHAlA HOMED
npodeccrnoHalbHOTO
CTaHaapTa

TpynoBele IeHCTBUS

OrnpezenieHre HANPaBIECHUN MOTUTHKA
YIIpaBJICHUSI JOKYMEHTaMU OpraHu3aluu
PyKkoBOJICTBO pa3pabOTKOM JIOKaTbHBIX
HOPMAaTHUBHBIX aKTOB OPraHU3alIUU B
COOTBETCTBHUHU C €€ MOJIUTUKON yIPaBIECHUS
TOKYMEHTaMU OpraHu3aluu
CoriacoBaHnue, yTBEpPKACHHUE JIOKATbHBIX
HOPMAaTHUBHBIX aKTOB OPTaHU3aIIUU 10
[TOKYMEHTHBIM CHCTEMaM OpraHUu3aluu
Opranusanys KOHCYJIbTUPOBAHUS
[PaOOTHUKOB OpTaHU3AIMH 0 BOIIPOCAM
[IPUMEHEHHUS JIOKAJTbHBIX HOPMATUBHBIX aKTOB
1 UCTI0JIb30BAHUSI METOJIMK YIIPABJICHUS
TOKYMEHTaMU OpraHu3alHiH

Opranu3anys akTyaaIu3aiy JOKaJIbHbBIX




[HOPMATUBHBIX aKTOB U MCTOAUYCCKUX
JIOKYMEHTOB OpraHu3ainuuy 1o yrpaBJICHHUIO
JIOKYMCHTaAMM OpPraHun3anunuu

HeoOxoaumblie yMeHUs

[[pyMeHSTh MPaBOBBIE HOPMBI JIJIs
cocTaBICHUS 1 0()OPMIICHHS JIOKATBHBIX
HOPMAaTUBHBIX aKTOB OpraHU3alluu

OpFaHI/ISOBLIBaTB ACATCIIbHOCTD pa6oq1/1x
PYIIIL 110 TOATOTOBKE INPOCKTOB JIOKAJIbHBIX
HOPMATHBHBIX AKTOB OpraHnU3alnuu 110
JIOKYMCHTHBIM CUCTCMaM

Opranu3oBbIBaTh PACCMOTPEHHE,
00CYXJIeHUE, YTBEPIKICHHUE U COTIAaCOBAaHHE
[IPOEKTOB JIOKAJIbHBIX HOPMATHBHBIX aKTOB
OpTaHHU3AINH, TOCBSIIICHHBIX MTOJINTUKE
yIIpaBIeHUS TOKYMEHTaAMH

[[pMeHsTh Mephl, 00eCIeUrBaOIINE
BBINOJIHEHUE TPeOOBAHUH, 3aKPEIIEHHBIX B
ITOKaJIbHBIX HOPMATUBHBIX aKTax I10
YIIpaBJICHUIO TOKYMEHTaMH OpraHU3aluu

HeoOxoauMble 3HAHUSA

HopmaTtuBHBIE paBoBbIE akThl Poccuiickon
Denepanun B 001acTH HHPOPMAIIHH,
MH(GOPMAIIMOHHBIX TEXHOJIOTUN U 3aIUTHI
H(pOpMaLMH, IEPCOHANIBHBIX TaHHbIX,

(G poBOIi TpaHCHOPMALINH, YIPABICHUS
NTOKYMEHTaMH OpraHu3aluu

MeTtoanueckre TOKYMEHThI U HAllMOHAJIbHBIE
CTaH[IapThI, CoepkKaIirue TpeOOBaHUS K
OpraHU3alMK YIIPABICHUS IOKYMEHTAMHU
OpraHu3auu

TunoBkie u IMPUMCPHBIC ITOJIOKCHUA U
MHCTPYKIUU B obOacTu YIIpaBJIICHHUA
JIOKYMCHTaAMH OPraHn3alnuu

TpeboBaHMsI K CTPYKTYpE U COIEPKAHUIO
OT/ENTbHBIX BUJIOB JIOKAJIbHBIX HOPMATHUBHBIX
AKTOB

[IpaBuna pa3paboTku U 0popMIICHUS
TTIOKYMEHTOB

HOpSI)IOK O3HAaKOMIJICHHUA pa6OTHI/IKOB C
VIOKAJIbHBIMH HOPMAaTUBHBIMH aKTaMU
OpraHnu3aln

TpeboBanus 0XpaHbl Tpyaa

/Ipyrue xapakTepuCcTUKH

3.2.3. TpynoBas pyHKuus




HaumenoBanu [[Ioctpoenue cuctemsl  |[Kog — |B/03.7 YpoBeHs (moaypoBeHsb) |7
e yIIpaBiIeHUS KBTI (DUKAITIH
TOKyMEHTaMu
OpraHu3aIyu
IIpoucxoxaeHue Opurunan X  [3aMMCTBOBAaHO
Tpya0BOU (QYyHKIUU 13 OpUruHaia
Kon PerucrpanuonHslii
OpUTHHAJa HOMEp
npo¢ecCuOHaTHLHOTO
CTaHaapTa

TpynoBble neicTBUs

[IpoBeneHue aHanmsa xapakrepa J1eI0BOH
EeATeIIbHOCTH OpraHu3ally, €€ IPaBOBBIX,
[PECYPCHBIX U TEXHOJIOTHYECKUX
BO3MO>KHOCTEH

'Y CTaHOBJIEHUE PUCKOB, BIUAIOLIUX Ha
NIEJIOBYIO JIEATEIbHOCTh OpPraHU3aly B
[1€JIOM, U PUCKOB, KOTOPBIMH MOXHO
YIIPaBIISITh TOCPEACTBOM YIIPABIICHUS
JTOKYMEHTaMU

BrisBiieHrE COOTBETCTBUSI XapaKTEPUCTUK
ITOKYMEHTHBIX CUCTEM OpraHU3aluu
TpeOOBaHUSIM K HAJIKHOCTH, 0€30MMaCHOCTH,
COOTBETCTBHUIO, KOMIIJICKCHOCTH U
CHCTEMHOCTU

HpI/IMeHeHI/IC KOpPHIOPATUBHBIX CTAHAAPTOB
JIOKYMCHTHBIX CUCTEM OpraHu3anuu B
YOPaBJICHUH JOKYMCHTAMU OpraHu3aluin

Koopaunarius AesITeNbHOCTH 10 CO3AaHUI0 U
COBEPILIEHCTBOBAHUIO TOKYMEHTHBIX CHUCTEM
OpraHu3aIn

[IpoBeneHNE MEPOITPUATHI 11O
B3alMOJICVCTBUIO MTOAPA3ICICHUI
OpraHU3aIMH MPU PEIICHUH 3a7a49 B 00J1acTH
YIIPABJICHHS TOKYMEHTAMH OpPTaHU3alluu

KoHTposib PyHKITMOHUPOBAHUS CHCTEMBI
YIIPABIICHHS JOKYMEHTAMU U UX JAHHBIMU
OpraHu3au

Hozmepn(aHHe CHUCTCMBI YITPABJICHUA




JIOKYMCHTaAMH OPraHn3aliu B aKTyaJIbHOM
COCTOSAHHUU

BHepeHne COBPEMEHHBIX METOJIOB, CPEACTB
00paboTKu MH(GOPMAITUHU U TAHHBIX B paMKax
[peasn3ay CKBO3HON TEXHOJIOTHH CUCTEMBI
yIIpaBJICHUs JOKYMEHTaMH OpTaHU3aluu

PyKOBOZICTBO CO3/ITaHUEM CHCTEMBI
yIpaBiIeHUs! JOKYMEHTAMHU OpraHU3aliN

PyKkoBOJICTBO pa3pabOTKOM JOPOKHBIX KapT
[pEeILICHHS 3a/1a4 B 00JIACTH MTOCTPOCHUS
CUCTEMBI YIIPaBJICHUS JOKYMEHTaMHU
OpraHu3aln

Onpenenenue GyHKIUH, BBITOJIHIEMbIX
CUCTEMOH 3JIEKTPOHHOTO JIOKYMEHTO000pOTa
OpraHu3alliy, U €€ aKTyaan3alus

[InaHupoBaHUE KOHCYJIBTHPOBAHUS
[paOOTHHKOB 1O BOIIpocam padoThI ¢
NTIOKYMEHTHBIMHM CUCTEMaMH OpraHU3aliu

HeoOxonuMble ymeHUs

AHAJIM3UPOBATH NIEPEAOBON OTEUECTBEHHBIN U
3apyOeKHBIN OIBIT B 00JIACTH YIIPaBICHUS
TOKYMEHTaMU OpraHu3aluu

(O00CHOBBIBATH MOJIOKEHUS CTPATETHH
[PA3BUTHS U TIOJIUTUKU OPTaHU3ALNH B
00J1acTH yIpaBiIeHUs TOKYMEHTaMU
OpraHu3aIu

[Ipon3BoaANTH aHANHU3 UH(POPMALIUU O
COCTOSTHUM CUCTEMBI YIPaBIECHUS
NTOKYMEHTaMH OpraHu3aluu

BHOCHTB apryMEeHTHUPOBAHHBIE
OpraHU3alMOHHBIE U TEXHOJIOTUYECKHE
[IPEIIOKEHUS 110 OPraHU3aLU U
COBEPLICHCTBOBAHUIO CUCTEMBI YIIPABIICHUS
TOKYMEHTaMU OpraHU3alNN

OOecrieunBaTh B3aUMOJCHCTBHE
HOI[paSI[eJ'ICHI/Iﬁ opraHuianuu 1o BOIIpocam
a0OTHI C JAOKYMCHTHBIMH CUCTCMAMHU

OnennBath 3(pPEeKTHBHOCTD MPOILIECCOB
YIIpaBJICHUA TOKYMCHTAMH OpraHu3alinn

OnpenensaTs QyHKIMH, BBITOIHAEMbIE
CHCTEMOM DIIEKTPOHHOTO JIOKyMEHTO000pOoTa
OpraHu3aIM, U OTCIEKNUBATH €€
AKTYyaTH3aIHIO

[IprHUMAaTh pelIeHUs B CII0KHBIX U CIIOPHBIX
CUTYyalUsIX B pAMKax CBOEH
npodeccuoHaTbHON 1€ TeTbHOCTH

PemraTts 3ala4i HOPMATUBHOI'O U




METOINYECKOT0 00eCIIeYeHHs YIIPaBIICHUS
NTOKYMEHTaMH OpraHu3aluu

IHeoOxoaumeble 3HAHUSA

HopmaTtuBHBIE paBoBbIE akThl Poccuiickon
Denepanun B 001acTH HHPOPMAIIHH,
H(POPMAIIMOHHBIX TEXHOJIOTHA U 3aIUTHI
H(pOpMaLMH, IEPCOHANIBHBIX TaHHbIX,

1 poBOii TpaHChOpMALIUHU, YIPABICHUS
NTOKYMEHTaMH OpraHu3aluu

MeTtoauuecKkre JOKyMEHTHI U HallHOHAJIbHEIE
CTaHIapTHl B cpepe ynpaBiIeHUs
TOKyMEHTaMH OpraHU3alHU 1
H(OPMAIIMOHHBIX TEXHOJIOTHIA

Mesx1yHapOAHbIE CTaHIAPTHI B 00JIaCTH
yIIpaBJIeHUsS] JOKYMEHTaMH1

[TepenoBoOii OTE4EeCTBEHHBIN ONBIT U HAYYHBIE
pa3paboTku B 00acTH HH(OPMAIH U
YIIpaBJICHUS TOKYMEHTaMU OpraHu3aliu

MubopmanmoHHBIC YCIYTH: CpeacTBa cOopa,
repeaadn U 00padoTKu HHMOpPMAIUU

[Topsaok pa3paboTku, ohopMIICHHUS,
YTBEPIKICHUS M BHEIPCHUS JIOKAIBHBIX aKTOB
OpraHu3aIuu

CTpyKTypa U HalpaBJIeHUS IEATEIbHOCTH
OpraHu3anuu

DYHKIUY U TOPSAIO0K B3aUMOJICHCTBUS
[10(pa3IeJICHU OpraHu3aluu

MCTOI[I)I MMPOCKTUPOBAHUA U TIJIAHUPOBAHUS
aboT B OopraHnu3annunu

[Topsimok pa3pabOTKK U YTBEPIKICHUS
MEePCTIIEeKTUBHBIX U TEKYIIHUX TUIaHOB padoT,
JIOPOKHBIX KapT OpraHru3aliun

MeToapl aHau3a IoKazareiied IeITeIbHOCTH
110 YNPaBJIEHUIO TOKYMEHTAMU OpraHu3aiuu

TpebGoBaHus 0XpaHbl TpyJa

Jlpyrue xapakTepuCTHKH

3.2.4. TpynoBasi pyHkums

HaumenoBanu [KoHTpoIb

e (b yHKIIMOHUPOBAHUS
CUCTEMBI YIIPaBJICHUS
ITOKyMEHTaMHU

Kon

B/04.7 YpoBens (mogypoBeHs) |7
KBaTH(UKAITTT




lopranmsanun

IIpoucxoxaeHue
TPyIOBOH (HYHKIIHH

Opurunan X

3aMCTBOBAaHO
13 OpUruHaia
Kon PerucrpanuonHslii
OpUTHHAala HOMeEp
npodeccrnoHaIbHOTO
CTaHaapTa

TpynoBble neicTBuUS

KoHTposb BeleHus: JOKYMEHTaIBHOTO (hoH 1A
OpraHu3aIi U CBOEBPEMEHHOE NMPUHATHE
Mep 10 NpeayNpekISHUI0 HapyIIeHu !

KOHTpOJH) HCITIOJTHCHUS JIOKAJIbHBIX
HOPMATHBHBIX dKTOB 1 MCTOAUYCCKUX
NIOKYMCHTOB JOKYMCHTHBIX CUCTEM
OpraHnu3annuun

KOHTpOJIb BBISIBICHUS HApYLICHUH B
[IOrOTOBKE U 00pabOTKE TOKYMEHTOB
OpraHu3alMM, ONIPeIeIEHuEe Mep 10 UX
YCTpaHEHUIO

KOHTPOJIb HCIIOTHUTENBCKON TUCIUTITUHEI
[pabOTHUKOB OpraHU3allN

KoHTpOoJIb PYHKIIMOHUPOBAHUSI CUCTEMBI
PIIEKTPOHHOTO JJOKYMEHTO000pOoTa
OpraHU3aIMK U €€ CBOEBPEMEHHOM
AKTyaTH3alun

KoHTposb cucTemMaTu3anuu JaHHBIX,
(hopMHUpPOBaHHUS JI€TT U OpraHU3AINH
OIIEPATUBHOTO XPAHEHUSI IOKYMEHTOB B
OpraHu3alu, apXUBUPOBAHUS JTAHHBIX

[[1aHupoBaHUe U KOHTPOJIb Tpaduka
[IPOBEICHUS TIPOBEPOK TOKYMEHTHBIX CUCTEM
[10/1pa3IeJICHUI OpraHU3aliu

MOHHMTOPHHT pPe3yIbTaTOB OPraHU3aALNH
yIIpaBJIE€HUS JOKYMEHTaMH U OLIEHKHU
COOJIIO/ICHHSI YCTAaHOBIICHHBIX TPEOOBaHUIT K
ITOKyMEHTaM

KOHTpOHL CBOCBPCMCHHOI'O YCTPAHCHUSA
HCIOCTAaTKOB B pa60Te C JOKYMCHTaMH1
OpraHHu3aln

Onenka 3¢pHeKTUBHOCTH MEPOTIPUATHI 110
COBEPIIEHCTBOBAHUIO CUCTEMBI YIIPABICHUS
TOKYMEHTaMU OpraHu3aluu




HeoOxonuMble ymeHUs

ObecneunBaTh POpMUPOBAHUE U
COXPaHHOCTh IOKYMEHTAJIBHOIO (OHa
OpraHU3al1Ki B COOTBETCTBUHU C
TpeOOBAHUAMU HOPMATUBHBIX ITPABOBBIX
axkToB Poccuiickoit denepanuu 1 JOKaIbHBIX
HOPMAaTUBHBIX aKTOB

BHocuTh Opranu3aloHHbIE U
TeXHOJIOTUYECKHE MPEATIOKEHUS 1O
OpraHu3aIy U COBEPIICHCTBOBAHUIO
CUCTEMBI YIIPaBJICHUS JOKYMEHTaMU
OpraHu3alu

[IpencraBisaTh pe3ysbTaTbl KOHTPOJIBHON
NIEATEIBHOCTH 110 BOIIPOCAM YIIPaBJICHMUS
JTOKYMEHTaMH B OTYETaX OpraHU3alNN

Opranu3oBbIBaTh paboTy 10 cOOpy U
CHUCTEMAaTH3alluM CBEJCHUI B 00s1acTH
YIIpaBICHUS TOKYMEHTaMU OpraHU3aIuH,
OCYIIECTBIISITH PYKOBOJCTBO 3PPEKTUBHBIM
MCIIOJIb30BaHNEM CBEJICHHI U €ro KOHTPOJIb

OpFaHI/I?,OBI)IBaTI) CI/ICTeMaTI/I?;I/IpOBaHHI)Iﬁ
YUICT, XpaHCHUC JIOKAJIbHBIX HOPMATUBHBIX
AKTOB OpraHH3alrH 110 BOIIpOoCaM
JIOKYMCHTHBIX CUCTEM U YIIPABJICHUSA
JIOKYMCHTaAMM OpraHun3anuu

CBOEBpeMEHHO HH(POPMUPOBATH 00
M3MEHEHHSIX B JIOKAJTbHBIX HOPMaTHBHBIX
aKTaX O JOKYMEHTHBIX CHCTEMax
OpraHu3aIH

[IpyuHUMAaTH peleHus ¢ y4eTOM KOHKPETHOM
CUTYalMH 10 BOIPOCaM, BOSHUKAIOIIUM B
X0J1€ KOHTPOJIBHOM U aHAJIIMTUYECKOU

eI TeIbHOCTH B 00JIaCTH YIIPaBIICHUS
ITOKYMEHTaMH OpraHu3aluu

HCO6XOI[I/IMBIG 3HaHUA

HopmaTtuBHBIE paBoBbIE aKThl Poccuiickon
Denepanyu B 06J1aCTH HHPOPMAIIHH,
1H(OPMAIIMOHHBIX TEXHOJIOTHH U 3aIlUTHI
H(OpMalUY, TePCOHABHBIX TaHHBIX,

1 poBOi TpaHChOpMAalLIUH, YIPABICHUS
TOKYMEHTaMH1 OpraHU3alu

MeToaudecKkre TOKyMEHTHI U HallnOHAJIbHbIE
CTaH/IapThl B 00J1aCTH yIpaBICHUS
TOKYMEHTaMU OpTraHu3alliy U
H(OPMAIIOHHBIX TEXHOJIOTHI

Me)KJIYHapO,Z[HBIC CTaHAApThI B o0iactu
YIpaBJICHUA JOKYMCHTaAMU

HpaBI/IJ'Ia oprann3ali NOKYMCHTHBIX CUCTCM




B COOTBETCTBUU C JIOKAITbHBIMU
HOpPMAaTHUBHBIMH aKTaMH

DYHKIMU U TOPSAIOK B3aUMOJICHCTBUS
[o/1pa3elIeHuii OpraHu3aluu

MeTo1pl aHaIM3a U OLEHKU TToKa3aTeen
e TEIbHOCTH B 00JIACTH YIIPABIICHUS
TOKyMEHTaMu

[TpaBwiia U METOBI KOHTPOJIS COOITIOICHUS
HOpM B 00J1aCTH yIpaBIeHUs TOKYMEHTaMU
MeTo 16l aHATH3a BBIIOJIHEHUS TPOTPaMM
OpraHHU3aIKi U COBEPLUICHCTBOBAHMUSI B
00J1acTH yIpaBICHUS TOKYMEHTAMH U
onpeeacHus ux 3PpGHEeKTUBHOCTH
MeTouKH ydeTa, MOPSIOK U CPOKU
COCTaBJICHUS OTYETHOCTH 10 BOIIPOCAM
YIIpaBIICHUS JIOKYMEHTAMH

KpuTtepun IeHHOCTH JOKYMEHTOB U UX
TAaHHBIX JJIS] KCTIOJIb30BAHUS, XPaHEHUS WU
BBEICTICHUS K YHUITOXCHHUIO

TpeboBanus oXpaHbl Tpyaa

/Ipyrue xapakTepuCTHKH

3.2.5. TpynoBasi pynkumsi

HaumenoBanu [CoBepilieHCTBOBaHHE Kon |B/05.7 'YpoBeHb (o1ypoBeHb) |7
e CHCTEMBI YIIPaBJICHUS KBTI (PUKALUN
TOKyMEHTaMu
OpraHU3alyu
IIpoucxoxnenue OpuruHan X  [3auMCTBOBaHO
TPYI0BOU (QyHKIUU 13 OpUrnHaia
Kon PerucrpanuonHslii
OpUTHHaJa HOMED
npo¢eCCHOHATBLHOTO
CTaHJapTa

TpynoBeie 1EeHCTBUS

Pa3paboTka cOBpeMEHHBIX MOIX0I0B K
YIIPaBICHUIO JOKYMEHTaMH, CHCTEMaMH U
MporeccaMu




OmnpeneneHre BOSMOXKHOCTEH MOIUPUKAIIIH
VT TIPUMEHEHUST COBPEMEHHBIX
H(POPMAIIMOHHBIX TEXHOJIOTHIA B 00JIACTH
YIIpaBJICHUS TOKYMEHTaMH OpPTaHU3alliH Ha
OCHOBC M3YUYCHUA TCHI[GHI_II/Iﬁ HX PA3BUTUA

O0o0cHOBaHUE HEOOXOIMMOCTH
COBEPIIICHCTBOBAHUS CUCTEMBI YIIPABIICHHUS
ITOKYMEHTaMH OpraHu3aluu

KoopauHalyst AeTeIbHOCTHU 110 MOBBIIICHHIO
YPOBHS OpraHU3alUy CTPYKTYPUPOBAHHBIX
ITAHHBIX U METaJaHHBIX JOKYMEHTHPOBAHHBIX
cdep IesTeIbHOCTH OpraHu3alun

OnpeneneHI/Ie AKTYaJIbHOCTHU MO,Z[GJIGI;'I CBiA3HU
CTPYKTYPHPOBAHHBIX JAHHBIX U MCTAJaHHBIX
JIOKYMCHTHBIX CUCTEM OpPraHU3aluu

PazpaboTka MeTamoaemnu (apXUTEKTYpHhI)
CTPYKTYPHPOBAHHBIX JaHHBIX U METaIaHHBIX
JIOKYMCHTHBIX CUCTEM OpPraHu3aluu JJid
1eJIOBBIX MMOTPEOHOCTEH OpraHu3aliu

[lonroroBka Kiaccu(uKaTopoB u
CIIPaBOYHUKOB, CO/ICPIKAIINX
CTPYKTYpUPOBaHHbIE JaHHbBIE U METAJaHHbIE
TOKYMEHTHPOBAHHBIX c(hep AeSTeTbHOCTH
OpraHu3auvu, JJ1d BHCAPCHUA U
MCTIOJIH30BAHUS

KoopanHaius qesTeaIbHOCTH 1o pa3paboTKe U
BHEAPEHUIO KJIACCU(PUKATOPOB U
CIPaBOYHHMKOB CTPYKTYPHUPOBAHHBIX JIaHHBIX
1 METaJaHHBIX JTOKYMEHTHPOBAHHBIX cep
NesITeIbHOCTH OpraHu3aluu

HeoOxonnMble ymeHUs

PaboTaTh ¢ OOJBLIINMU O0OBEMAMU
H(bOopMau

BbISBIATH €M U 337a4d JOKYMEHTHBIX
crcteM JUIs Lu(dpoBoil TpaHchopmanuu
ITOKYMEHTUPOBAHHBIX cep AesATEIIbHOCTH
OpraHu3aIyu

BHOCHTBH OpraHU3aIlMOHHBIC H
TEXHOJIOTUYECKHE TPEATIOKEHHS 110
[PA3BUTHIO TOKYMEHTHBIX CHCTEM IS

1 poBOii TpaHChOpMaLIUU
ITOKYMEHTHPOBAaHHBIX C(ep AeITEeTbHOCTH
OpraHu3aIyu

CocTaBnaTh TpeOOBaHUS K TEXHUYECKOMY
3aJIaHUI0 HA IPOEKTUPOBAHUE U BHEIPEHUE
LudpoBoii TpaHchopmanuu

JIOKYMCHTHPOBAHHBIX C(bep JACATCIIBHOCTH




OpraHu3alu

(O0G0CHOBBIBaTh HEOOXOIMMOCTh BHEIPEHUS
ITOKYMEHTHOM CHCTEMbI, 00€CTIeunBaroIeit
yIIpaBJIeHUE JOKYMEHTAMH M JIOCTYIT K HUM

AKTyaJIn3upoBaTh JIOKaJIbHbIE HOPMAaTHBHBIE
AKTBl OPTaHU3AIMH C YIE€TOM COBPEMEHHBIX
METOJIOB YIIPABICHUS TOKYMEHTAMH U
BHEApEHHS LU(PPOBOI TpaHCHOPMALIUU
ITOKYMEHTHPOBAHHBIX c(hep AeSATeTbHOCTH
OpraHu3aIu

Heo0xonuMble 3HaHUS

HopMmatuBHbIE ITpaBOBBIC aKThl Poccuiickoi
Denepanuu B 061acTH HHPOPMAIIHH,
MH(OPMALIMOHHBIX TEXHOJIOTHI U 3aIllUTHI
MH(OPMAIINHY, TICPCOHATLHBIX JTAHHBIX,
dpoBoii TpaHchopMaLIUU, YIIPABICHUS
ITOKYMEHTaMU OpraHU3aINH

Meroandeckue JOKYMEHTBI U HAlMOHAIbHBIE
CTaH/apThl B 00J1aCTH yIPaBICHUS
NIOKyMEHTaMU OpraHu3anuu U
H()OPMAIIMOHHBIX TEXHOJIOTHIA

CriocoObl ¥ METOJIBI CTPYKTYPUPOBAHUS
TAaHHBIX TOKYMEHTUPOBAHHBIX chep
NesITeIbHOCTH OpraHu3aIluu

[ [pyHIMIIBI CTPYKTYPUPOBAHUS JAHHBIX
ITOKYMEHTHUPOBAHHBIX c(hep AeSITeIbHOCTH
OpraHu3aIu

MeTo1bI TPOEKTUPOBAHUS U IIJIAHUPOBAHUS
paldoT Mo yNpaBJIEHUIO TOKyMEHTaMU
OpraHusainuu 1 nuppoBoi TpaHchopmaluu
ITOKYMEHTUPOBAHHBIX Cc(ep AeITeTbHOCTH
OpraHu3aluu

Crieriuaau3upoBaHHOE IPOrPaMMHOE
oOecnieueHre At 00paboTKU OOIBIINX
00BEMOB JIaHHBIX U €0 (PYHKIIMOHAJIbHBIE
BO3MOYKHOCTH

HbopManoHHbIe yCIyTH, CpeacTBa coopa,
nepenayn 1 06paboTku HHGOpMaIUn

TpeboBaHus 0XpaHbl Tpyaa

Jlpyrue xapakTepuCTHKH

3.3. O600meHHas TpyaoBass yHKIHS




HaumenoBanu |Yrnpasnenue eaunoit cucremoii [Kox  |C [YpoBens kBanudukanim 7
e ITOKYMEHTO000pOTa
OpraHu3aIyu
IIpoucxoxnenue Opurunan X  [3aMMCTBOBAaHO
0000IIIEHHON TPYI0BOM 13 OpUTHHAJIA
byHKIIUN
Kon Peructpanmonublit
OpUTHHANA HOMED
po¢ecCuOHaIBLHOI0
CTaHJapTa

IBo3MOKHBIE HAMMEHOBAHHUS JOJKHOCTEH,
npodeccuit

Y IIpaBIsAOINAN JOKYMEHTAaMU

3aMecTHTEh PYKOBOIUTENS OpPraHU3aIHU 110
BOTIpOCaM YIPaBICHHUS JOKYMEHTAMH
JIMPEKTOP 0 TAaHHBIM TOKYMEHTHPOBAHHBIX
cep IesATSIIBHOCTH OpPTraHu3alun
PyKOBOMTENb CAMOCTOSITEIIBHOTO
[10JIpa3/IeICHNUS 110 YIPABICHHIO
ITOKYMEHTaMH OpraHH3allniy (JIernapTaMeHTa,

yIpaBJIeHUs)

TpeGoBanust Kk 00pa30BaHUIO U OOYUECHHIO

Briciiee oOpa3oBaHue - MarucTparypa

120031

Briciiee oOpa3oBaHue - MarucTparypa
(Herpo(UIbHOE) U TOTIOTHUTEIBHOE
rpodeccroHaibHOE 00pa30BaHUE -
[porpamMMsbl MpohecCHOHaIbHON
MEPEenoIrOTOBKH MO MPOQIITIO NEeSITETLHOCTH

TpeboBaHMs K ONBITY MPAKTUYECKOI pabOThI

He meHee a1 j1eT Ha pyKOBOIALINX
TOJDKHOCTSIX B 00JIaCTH yIIpaBJICHUS
ITOKYMEHTaMH OpraHu3aluu

OcoOble yciioBus JoIycka K padoTe

[IpoxosxaeHne 00y4eHHus Mepam MoKapHOM
0e30MacHOCTH

[IpoxoxaeHre o0y4eHus 1o OXpaHe Tpya u
MMPOBEPKU 3HAHUS TPEOOBAHHI OXpaHBI TPYyAA
Hanuuue cormacust paboTHUKA O COOTIOICHUN
YCIOBUYM KOH(PUACHIINATHFHOCTH
MH(pOpMaIUU, a TAKXKe C MEPAMH
OTBETCTBEHHOCTH 32 MX HapylIeHue (mpu

HEe00X0IMMOCTH)




/Ipyrue xapakTepUCTUKHU

JlonoaHUTENbHOE MPO(hecCHOHATBEHOE
00pa3oBaHue - MPOTPAMMBbI TIOBBIIICHUS
KBaJTM(UKAIMN TIO YITPABICHHIO
TOKyMEHTaMH, JTaHHBIMH U
MH(POPMAIIMOHHBIMHE 00BEKTaMU
TOKYMEHTHPOBAHHBIX c(hep AeATeTbHOCTH
OpraHu3aIu

JlonoTHUTEe/IbHbIE XAPAKTEPUCTUKH

HaunmenoBanue nokymeHnra

Kon HanmenoBanue 6a30B0ii TPYIIIIBL,

JIOJDKHOCTH (TIpodeccun) niiu
CHCIMATBHOCTH

OK3

1213

PykoBonuTenb B 0051aCTH
OTpe/IeJICHUS TTIOJIUTUKU U
MJIAaHUPOBAHMS JICSITCIIBHOCTH

EKC

JlupexTop (reHepanbHbIN AUPEKTOP,
YIpaBIsIOIIUI) PEANPUATHUS

OKTIITP

25042

HavanpHUK yrpaBiIeHUs
(ceruanu3upoBaHHOTO B IPOUYUX
OTPACIAX)

OKCO

7.46.04.02 JloKyMEHTOBEICHUE M apXWBOBEJICHUE

3.3.1. TpynoBas pyHkuus

HaumenoBanu [CTparerndyeckoe

e [JIJAaHUPOBAHUE U
[PYKOBOJICTBO
[TOCTPOEHUEM CUCTEMBI
yIIpaBJIE€HUS
TOKyMEHTaMU
OpraHu3aIu

Kox

C/01.7 'YpoBeHs (moaypoBens) |7
KBTI (pUKAITIH

[Ipoucxoxnenue Opurunan X
TPyZIOBOH (HyHKIUU

3anMCTBOBAHO
13 OpUTHHAIIA

Konx PerucrpanmonHublit
OpUrvMHaja HOMED


https://normativ.kontur.ru/document?moduleid=1&documentid=393365#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=122405#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=286683#l0

npodeccrnoHaIbEHOTO
cTaHaapra

TpynoBbie 1€CTBUS

PazpaboTka cTpaTeruu M MOJTUTHKH
YIIpaBlIeHUS JOKYMEHTaMH OpPTraHU3alluy B
udpoBoii cpene

PykoBOACTBO pa3pabOTKOM, BHEAPEHUEM U
KOHTPOJIEM JIOKYMEHTHBIX IPOLIECCOB U
CPEICTB YIIPABJIEHUS UMH B LETAX
COOTBETCTBUS MTOJUTHKE YIIPABICHUSI
JIOKYMCHTAMM OpPraHu3aluu

BrIsiBIIeHNE CTENIEHN PUCKA AEATEIbHOCTU
OpraHU3al1K [IPU IPUMEHEHUH CPEJICTB
YIIpaBJIEHUS TIOKyMEHTaMU, HE OTBEYAIOIUX
IIEJIOBBIM [TOTPEOHOCTSM U TPEOOBAHUAM
[10JIOTYETHOCTH OpPTraHU3aINH

anaBneHHe pUCKaMH, CBA3aHHBIMU C
HAJIMYHUEM UK OTCYTCTBHUEM
JIOKYMCHTAJIbHBIX TOKA3aTCJIbCTB
OCYIICCTBJICHUA ACATCIIbHOCTU OpTraHrU3allnun

PYKOBOI[CTBO CO3JaHUECM HAACKHBIX,
BAIIUIICHHBIX, COOTBETCTBYIOIIUX
YCTaHOBJICHHbBIM TpC6OBaHI/I${M AOKYMCHTHBIX
CHCTEM H/UJIH CUCTEMEI OJICKTPOHHOI'O
I[OKYMCHTOO60p0Ta

PyKOBOJICTBO BHEIPECHUEM COBPEMEHHBIX
METOA0B, CPEACTB U TEXHOJIOTUM CKBO3HOM
CHUCTEMBI YIIpaBJIEHUS JOKYMEHTaMHU
opranuzanuu B nudpoBoi cpene

PyKOoBOJICTBO CO3/TaHUEM CKBO3HOM CHCTEMBI
YIIpaBJI€HUS JOKYMEHTaMH OpPraHU3allid B
1udpoBoii cpene

PykoBocTBO IM(POBOIL TpaHChopManueit
ITOKYMEHTUPOBAHHBIX cep AesTEIbHOCTH
OpraHU3alMi U MUHUMU3aLHENH PUCKOB B
rporieccax U poBU3aNUN

PyKoBOACTBO cucTeMaTU3alMel 1
KiaccuuKkanueil TOKyMEeHTOB,
KOJAMPOBaHUEM WH(GOPMAIIHHA JIJIS
(bopMupoBaHU HHPOPMALIUOHHO-
CIIPABOYHBIX CUCTEM, PEECTPOB U
CIPAaBOYHUKOB JOKYMEHTUPOBAaHHBIX chep
NesITeIbHOCTH OPTaHU3aINH

HeoOxoanmMble yMeHUs

OHpe,I[CJ'I}ITB IIPUOPUTCTHLIC HAITPABJICHU L




[PA3BUTUS CUCTEMBI YIIPABICHHUS
TOKYMEHTaMU OpTraHu3aluy B HU(poBOH
cpene

PazpabaThIBaTh MOJUTUKY U CTPATETHH
YIIpaBlIeHUS JOKYMEHTaMH OpPTraHUu3alluy B
udpoBoii cpene

BrIOMpaTh OTEUECTBEHHBIE IPOrPAMMHBIC
IIPOAYKTHI JIA YIIPABJICHUA JOKYMCHTAMU U
CHCTEMBI JIEKTPOHHOT'O JIOKYMEHTO000pOTa
opranu3ayy ¢ 000CHOBaHHUEM BBIOOPA

KiraccudumnmpoBaTs HHGOPMAILIUIO U
BBICTPaUBaTh WH(HOPMAIMOHHO-CIIPABOYHBIE
0a3bl TaHHBIX U UHPOPMAITUOHHBIC CHCTEMBI
OpTraHu3aII

OneHuBaTh PUCKH YIIPABICHUS JOKYMEHTaAMH
opraHu3anyu B mudGpoBoi cpese u
[peOTBpaIaTh X 1100 MUHUMH3HPOBATh

'Y cTaHaBIMBaTH ITOJTHOMOYHS U
OTBETCTBEHHOCTh PYKOBOUTENEH
CTPYKTYPHBIX MOAPA3ACICHU OpraHu3aluu B
cdepe ynpaBieHHUs TOKYMEHTaMU BO
BBEPEHHBIX UM TO/IPA3/ICICHUAX

Y cTaHaBIMBAaTh CPOKH UCIIOITHEHUS
ITOKYMEHTOB BO BCEX JOKYMEHTHBIX CUCTEMAaX
OpraHu3alu

YTpaBiasATh B3aMMOIEHCTBHEM CTPYKTYPHBIX
[o/ipa3IesIeHuii opranu3aluu B cepe
yIIpaBJIEHUs TOKyMEHTaMHU B IIM(POBOH cpesie

Pa3pabaTbiBaTh MEpPHI MO MOBBILICHUIO
A (EKTUBHOCTH YIpPaBICHUS JOKYMEHTaMH
opraHu3aiyu B UGpoBoit cpee

[IpoBOAUTH MOHUTOPUHT U3MEHEHUN B
HOpPMaTUBHOM 0a3e, periaMeHTHPYIOIeH
BOIIPOCHI IIU(POBOH TpaHChOpMaIUn
ITOKYMEHTHUPOBAHHBIX C(hep A TeIbHOCTH
OpraHu3auu

(O60CHOBBIBATH BHIOODP BHJI0B HOCUTENIEH
H(pOopManuu, GOpMaTOB XpaHEHUS
DIIEKTPOHHBIX TOKYMEHTOB, HX JTaHHBIX,
OCHOBBIBASICh Ha IIEHHOCTH JJOKYMEHTOB
OpTraHU3aINK U CPOKAX MX XPAHECHUS

HeoOxonnMele 3HAHUA

HopmaTtuBHBIE paBoBBIE akThl Poccuiickon
Denepanuu B 061acTH HHPOpPMAIIHH,
MH()OPMAIIMOHHBIX TEXHOJIOTHH H 3aIIUTHI
MH(OpMaIIUY, TEPCOHATBHBIX TaHHBIX,

Qg poBoi TpaHCHOPMAIINH, YIIPABICHH




JIOKYMCHTaAMM OpraHu3alunuu

MeTtoauuecKkre JOKyMEHTHI U HallHOHAJIbHEIE
CTaHIapTHl B cpepe ynpaBiIeHUs
ITOKYMEHTaMH OpraHu3alnu

Mesx1yHapOIHbIE U 3apyOeKHbIe CTAaHIAPTHI,
crienn(pUKaUN, TEXHUIECKUE OTYETHI IO
[YIPaBJICHHUIO JOKYMEHTaMH U 110
H(GOPMAIIMOHHBIM TEXHOJIOTHUSIM,
MICIIOJIb3YEMBIM B YIIPABICHUU

[lepenoBoil 0TeYeCTBEHHBIN, 3apyOeKHbIN U
ME>KTYHAPOIHBIN OIBIT M HAYYHBIC
[pa3paboTKU B 0OJIACTH yIPaBICHUS
TOKyMEHTaMH

CTpyKTypa OpraHu3aiuu 1 €€ pyKOBOISIIHNI
cocTaB, QYHKIIMH U pacrpeieiicHue
00s13aHHOCTEN

Harnpasinenus nesaTeapHOCTH OpraHu3aluu,
(YyHKIIMU ee CTPYKTYPHBIX MOpa3IeIeHUi 1
[TOPSIOK UX B3aUMOJCHCTBUSA

[IpaBmia nocTpoeHus U GyHKIIMOHUPOBAHHUS
ITOKYMEHTHBIX CHUCTEM OPraHu3aIuu

[IpaBuia 1 METOBI IOCTPOCHUSA
H(OPMAIIMOHHO-CIIPABOYHBIX CHCTEM
OpraHu3alK, BKIOYas 6a3bl JaHHBIX

NHpopmaninoHHbIe U
TE€JIEKOMMYHUKALIUOHHBIE YCIIYTH,
[Ipel0CTaBIIIEMbIE JUIsl YIIPaBJICHUS
TOKYMEHTaMu

OTedecTBEHHbIE TPOTrPAMMHBIE POTYKTHI,
MICIIOJIb3YEMBIE B YIIPABIECHUU IOKYMEHTAMH,
11 CUCTEMBI 3JIEKTPOHHOT'O IOKYMEHTO000pOTa

Bunbsl HocuTeneit nHGopMaIuu u crenuduka
X IIPUMEHEHUS

MeTo/1bI TPOLIECCHOTO MMPOEKTUPOBAHUS U
[1aHUPOBaHUs paboT

[Topsimok pa3pabOTKK U YTBEPKICHUS
[epCIEKTUBHBIX U TEKYIINX MJIAHOB
YIIpaBJICHUA JOKYMCHTaMHU, a TAKXKE ITOPAA0K
[MOATOTOBKH OTYETOB 00 MX UCTIOTHEHHUH

MeToabI aHAIM3a ITI0Ka3aTelnel AeITEILHOCTH
[10 BOIIPOCAM yNPABIICHUS TOKYMEHTaMU
OpraHu3aIn

TeXHOJOrM U METOIbI YHpaBJICHUA
MCPCOHAJIOM OpraHu3alnuu

TpebGoBaHus oxpaHbl TpyJa




Ulpyrie XxapakTepucTHKH

3.3.2. TpynoBas pyHkums

HaumenoBanu |Pazpaborka momutuku  [Kom  |C/02.7 'YpoBeHb (Ho1ypoBeHsb) |/
e yIIpaBJIeHUs KBTI (PHKALUN
ITOKYMEHTOO00POTOM
OpraHu3aluu
[Tpoucxoxaenue OpuruHan X  [3auMCTBOBaHO
TPYAOBOH (DYHKIHH 13 OpUTHHANIA
Kon Peructparnmonublit
OpUTHHANA HOMEDP
npogecCuoHaIbLHOr0
CTaHJapTa

TpynoBble 1EHCTBUS

MOHUTOPHHT IPOLIECCOB JEIOBOM
NesITeIbHOCTH OpraHU3aluy Ul pa3paboTKu
[TOJIMTUKY U LEJIeW yIpaBiIeHUs JOKYMEHTAMU
OpraHu3alu

OrnpezeneHue 1nenel u mocie0BaTeIbHOCTH
X pelieHus B 00JacTH YIpaBlIeHUs
TOKyMEHTaMU OpraHU3aAINH

OnpeneneHnue CpeaCcTB yIPaBICHUS
OpraHU3alMIOHHBIMHM PUCKaMU YIIPaBJICHUS
TOKYMEHTaMu

KOHTpOHL MMPO3PAYHOCTHU U KOMIIJICKCHOCTU
JICJIOBBIX IMMPOLECCOB YITPABJIICHHUA
JIOKYMCHTAMH OPraHn3alnuu

PyKoBOJICTBO MOCTpOEHNEM UHPOPMAIIIOHHO-
paBoBOM 0a3bl JAHHBIX OpraHU3aALUU

OmnpeneneHne He0OOXOANMBIX PECYPCOB U
MICTOYHUKOB UX OO€CTIeUeHUs st
OecriepeOoitHOr0 (PYHKIIMOHUPOBAHUS
CHCTEMBI yIIpaBJIeHHUs JOKYMEHTaMHU
OpTraHu3aIH

MOHHMTOPHHT IPOLIECCOB JEIOBOU
NesITeIbHOCTH OPTaHU3aluy Ul pa3paOdoTKu
ITOKaJIbHBIX HOPMATHBHBIX aKTOB MO




YOpaBJICHUIO JOKYMCHTHBIMU CUCTCMaMU
OpraHHu3aIlun

PyKkoBOJICTBO pa3pabOTKON METOAMIECKHUX
ITOKYMEHTOB I10 yIIPaBJICHHUIO TOKYMEHTHBIMU
CHUCTEMaMU

Y TBEpKICHUE JIOKAIBHBIX HOPMATUBHBIX
AKTOB M METOJMYECKUX TOKYMEHTOB
OpPraHU3aLMH 110 YIIPABJICHUIO
TOKYMEHTHBIMH CUCTEMAaMH U CUCTEMOU
yIpaBiIeHUs JOKYMEHTaMU OpraHUu3alyu

PyKoBOICTBO pa3pabOTKOM JIOKaIbHBIX
HOPMATUBHBIX aKTOB U METOJUYECKUX
ITOKYMEHTOB OpPraHU3alluy Mo BOIIPOcaM
OpraHU3alKi 00eCTIeYeHUS] COXPAHHOCTH,
MICIIOJIb30BaHUS, YHUUTOXKCHHS,
ApPXUBUPOBAHMS JIOKYMEHTOB U UX JIaHHBIX B
cocTaBe JOKYMEHTaIbHOTO (hoHIa
OpraHu3aIn

PykOBOJCTBO IOCTPOEHUEM PEECTPOBOM
H(GOPMAIIMOHHO-TIPABOBOM 0a3bl JAHHBIX
JTOKYMEHTHBIX CUCTEM OpraHu3aluu

PyKkoBOJICTBO aKTyanu3anuen JOKaIbHBIX
HOPMAaTUBHBIX aKTOB IO yIPABICHHUIO
ITOKYMEHTHBIMH CUCTEMaMHU U CUCTEMOI
yIIpaBleHuUsl JOKYMEHTaMH OpraHu3aluu

Heo6xonumble yMeHUS

[IprMeHATH TpaBOBbIE HOPMBI PU
COCTaBJICHUH U O(DPOPMIIEHHUH JIOKATBHBIX
HOPMAaTUBHBIX aKTOB IO YIIPABJICHUIO
TOKYMEHTHBIMH CUCTEMAaMH U CUCTEMOU
yIIpaBJIeHUs! JOKYMEHTaMH OpraHu3aluu

ONTUMHU3UPOBATH MPOIECCHI U PECYPCHI
[TyT€M MHTErPALMU JOKYMEHTHBIX IPOLIECCOB
1 BUJOB JAESATEIbHOCTH

OO0ecreunBaTh COBMECTUMOCTh CHCTEM
IMCHCIDKMCHTA

[IpuMeHATh UH(OPMAIIMOHHBIE TEXHOJIOTUU
TSI TOCTPOEHUS PEECTPOBOIM
H(OPMAaIIMOHHO-TIPABOBOM 0a3bl JAHHBIX
OpraHu3alu

OneHuBaTh y4acTHe PyKOBOAUTENEHN
CTPYKTYPHBIX TIOJIpa3iesieHUI B Mpolieccax
yIIpaBJIEHUs JOKYMEHTaMU OpTraHU3aIliH

'Y craHaBinuBaTh 11 PyKOBOAUTEIIEH
CTPYKTYPHBIX MOJIpa3ICIICHUN OpraHu3aliu
[paBa U OTBETCTBEHHOCTD 3a BBIIIOJIHEHHUE UX

(byHKIIMI B cHiCTeMe yIpaBJIeHHs




JIOKYMCHTAMHM OPraHnu3aluunu

[[pUMeHATh CUCTEMATHYECKUN 1
BepUPUITUPYEMBIN TTOIXO]] K YIIPABICHUIO
ITOKYMEHTaMH U JOKYMEHTAITAOHHBIMU
[polieccamMmu, CBSI3AHHBIMHU C JEATEIbHOCTHIO
MHBIX CUCTEM MEHEHKMEHTA

OLIeHUBATh PUCKH YIIPABIICHUS JTOKYMEHTaMU
1 IPEIOTBPAILATh X

PykoBOIUTH (hOPMUPOBAHUEM,
MICTI0Ib30BAHUEM U COXPAHHOCTBIO
TOKYMEHTaJIbHOTO (hOH/Ia OpraHu3aIiu

IHeoOxoaumble 3HAHUSA

HopmaTtuBHBIE paBoBbIE akThl Poccuiickon
Denepanun B 001acTH HHPOPMALIHH,
MH(GOPMAIIMOHHBIX TEXHOJIOTHIA U 3aIUTHI
H(pOpMaLNH, IEPCOHANIBHBIX TaHHbIX,

(G poBOIi TpaHCHOPMALINH, YIPABICHUS
NTOKYMEHTaMH OpraHu3aluu

MeTtonuecKkre TOKYMEHThl 1 HAlMOHAJIbHBIE
CTaH[IapThl, COAepKaIIue TPeOOBaHUS K
[YITPABJICHUIO IOKYMEHTAMHU

Me:x1yHapOIHbIE CTaHJAPTHI, clienupUKALIUN
1 TEXHUYECKUE OTUEThl B 00J1aCTH
yIpaBJiI€HUs] JOKYMEHTAMHU

CrcTeMbl MEHEJKMEHTA yIPABIICHUS
ITOKYMEHTaMH

TpeboBaHMs K CTPYKTYpE U COJCPKAHUIO
ITOKaJIbHBIX HOPMAaTUBHBIX aKTOB
OpraHu3aIyu

[IpaBuia U MOPSAOK COCTABICHUS,

o opMIIeHNs, YTBEPKICHUS U BHEAPEHUS
ITOKQJIbHBIX HOPMATHBHBIX aKTOB
OpraHu3anuu

[TpaBuna pazpaboTku 1 0HOpPMIICHHS
ITOKYMEHTOB, pErfIaMEeHTHPYIOIINX
e TEIbHOCTh OPraHu3alnun

[Topsimok GyHKIIMOHATHHOTO HATIOTHEHUS
NEATEIbHOCTH CTPYKTYPHBIX MOAPa3IeIICHUI
OpraHU3allK, CO3/1aBaEMbI€ U UCITOJIb3YEMbIE
B HUX JIOKYMEHTHI B COCTABE JaHHBIX U
MeTaJaHHbBIX

HbopMalOHHbIE TEXHOJIOTHH,
CTOJIB3YEMBIE TTPU TOCTPOCHUN PEECTPOBOM
H(OPMAIIMOHHO-CIIPABOYHOM CHCTEMBbI
(0a3bl JaHHBIX) JOKYMEHTHBIX CUCTEM
OpraHu3aluu

TpebGoBaHus oXpaHbl TpyJa




Ulpyrie XxapakTepucTHKH

3.3.3. TpynoBas pynkums

HaumenoBanu [KoHTposib Kon |C/03.7 'YpoBeHb (Ho1ypoBeHsb) |/
e (b yHKIIMOHUPOBAHUS KBaTH(UKAITTH
CUCTEMBI YIIPABJICHUS
TOKyMEHTaMu
OpTraHU3aINK U €€
TOKYMEHT0000pOoTa H
[Ipoucxoxaenue Opurunan X  [3aMMCTBOBaHO
TPYI0BOU (QYHKIIUU 13 OpUTHHAJIA
Kon Peructparnmonnblit
OpUTHHAJIA HOMED
po(hecCuOHaTBLHOTO
CTaHJapTa

TpynoBele 1EHCTBUS

KoHTpoJsib cOONMIOACHUS TEXHOJIOTUI
pa3paboOTKU U BHEAPEHUS CHCTEM YIIPaBICHHUS
JIOKYMCHTAMHM OpPraHu3annuu

KoHTpoib cobmtoaenus TpeboBaHUN K
COCTaBJICHUIO U 0(hOPMIICHHIO JJOKYMEHTOB,
BepudUKalMU X JaHHBIX B OpraHU3alUuN

PykoBOJICTBO MPOEKTaMH ONITUMH3AIUN
COCTaBa M CTPYKTYpPBbI JAHHBIX TOKYMEHTOB,
CITPAaBOYHHUKOB U KIJIACCU(UKATOPOB
TOKYMEHTO00O0pOTa OpraHU3aIlui U KOHTPOJIb
X 2 (HEKTUBHOTO UCIOJIb30BAHUS

KoHTpois a3 pexTuBHOCTH
(YHKITMOHUPOBAHMSI CUCTEMBI AIIEKTPOHHOTO
ITOKYMEHTO000pOTa OpraHu3aluu

PYKOBO,Z[CTBO ACATCIIbBHOCTBIO I10 KOHTPOJIIO
M CITOJIB30BaHUA JaHHBIX I/IH(i)OpMaI_II/IOHHO-
TIPAaBOBLIX 0a3 OopraHu3alnun

PyKOBOICTBO JIEATETHLHOCTHIO TI0 KOHTPOJTIO
[pa3pabOTKU U BHEJPEHUS CUCTEM
HIIEKTPOHHOTO JIOKYMEHT0000pOTA 10

HAITPaBJICHUAM NCATCIILHOCTHU OpraHrU3allun




PyKOBOJICTBO €STEIBHOCTBIO IO KOHTPOJTIO
o0OecrieueHrs COXpPaHHOCTH IOKYMEHTOB U UX
ITAHHBIX B CUCTEMAaX 3JIEKTPOHHOIO
TOKYMEHT0000pOoTa

PyKOBOICTBO JIEATEIBLHOCTHIO TI0 KOHTPOJTIO
(YHKIIHOHHUPOBAHUS U
KaTacTpo()OyCTONYIUBOCTH CHCTEMBI
XpaHEHHsI JAHHBIX JJOKYMEHTaIbHOTO (hOH/A
OpraHu3anuvu, uX JOCTYIIHOCTH,
MCII0JIb30BAHUS M COXPAHHOCTH

HeoOxoaumblie yMeHUs

YpaBiATh poeKkTaMu coopa, aHaIIK3a,
CHUCTEMaTH3alluu U UCIIOJIb30BaHUs CBEJICHUMN
00 yIrpaBiIeHUH JOKYMEHTaMU OpraHU3aliy U
KOHTPOJIMPOBATH WX MCIOJIb30BAaHUE

Hpe,[[CTaBJ'ISITL PE3yIbTaThl KOHTpOJ’IbHOﬁ n
AHAJTUTUYCCKON JCSITCIILHOCTHU IO BOIIpocaM
YOpaBJICHUA JOKYMCHTaAMU

KoHTpOJIMpOBAaTh CBOEBPEMEHHOCTH BHECEHHU S
M3MEHEHUH B JIOKAJIbHBIE HOPMATUBHBIC aKThI
OpraHu3aly N0 YIPABJICHUIO JOKYMEHTAMH

Onpenensitb pucku GyHKIIMOHUPOBAHUS
CHUCTEMBI JIOKYMEHTOO00POTa U B OTACIIBHBIX
ITOKYMEHTHBIX CUCTEMax OpTraHU3alllu,
MpEeAOTBPAIATh UX

KoHTpomMpoBaTe JOCTYN K CHCTEME
YIIpaBJICHUS JOKYMEHTAMHU OPraHU3alluU U ee
MICIIOIb30BAHUE

HpI/IHI/IMaTB peHICHUs IO KOHKPETHBIM
CUTyallusIM, BO3SHUKAIOIIHM B XOIC
KOHTpOJ’ILHOﬁ ACATCIIBHOCTHU B obactu
YOpaBJICHUA NOKYMCHTAMU OpraHu3alinun

HCO6XOI[I/IMBIG 3HaHUA

HopmaTtuBHBIE IpaBoBbIE aKThl Poccuiickon
Denepanyu B 06J1aCTH HHPOPMALIHH,
1H(OPMAIIMOHHBIX TEXHOJIOTHH U 3aIlUTHI
H(OpMalUY, TEPCOHABHBIX JIaHHBIX,

11 poBOI TpaHCHOpPMALIUH, YIPABICHUS
TOKYMEHTaMU OpraHU3alu

MeTtoanueckue JOKYMEHTBI U HallHOHAIbHBIE
CTaHIApTHI, COJEPKAIIe TPEOOBAHUS K
YIIPaBICHUIO TOKYMEHTAMH

Crcrembl MCHC/PKMCHTA YIIPAaBJICHUSA
JIOKYMCHTaMU

[ [pyHIMIIBI 1 METO/IBI aHAJIM3a ITOKa3aTeNei
eI TeIbHOCTH B 00JIACTH YIIPaBIICHUS
ITOKYMEHTaMH OpraHu3aluu

MCTOJII)I KOHTPOJIA CO6J'IIOJ1€HI/I$I IIpaBuJI 1




HOPM B o0ractu YIIpaBJICHUA JOKYMCHTaAMH
OpraHHu3aIlun

[IpaBusia u MeTo1bl 0OecIeUeHUs
COXPAHHOCTH Y UCIIOJIb30BaHUs
ITOKYMEHTAJIBHOTO (hOH/Ia OpraHU3AIIH

[IporpammHOe obecnieueHue, UCIOIb3yeMoe B
crucTeMax KOHTPOJIS e TeIbHOCTH B 001aCTH
YIIpaBJIE€HUS JOKYMEHTaMH U KOHTPOJIS
BBITIOJHEHUS IOPYYECHUN

MeTom0JI0THsI IPOBEICHHS aHAIN3a ITPOCKTOB
OpraHU3aI|K [0 COBEPIIICHCTBOBAHUIO
CHCTEMBI yIIPABICHHS JOKYMECHTaMHU
OpraHHU3aIUK U OTPEICIICHHUIO UX

P HEeKTHBHOCTH

TpeboBaHus oXpaHbl Tpyaa

/Ipyrue xapakTepuCTHKHU

HaunmenoBanu
€

IIpoucxoxaeHue
TPYI0BOU (QyHKIUU

3.3.4. TpynoBasi pyHkums

Vupasnenue npoektamu [Kong — (C/04.7 'YpoBeHb (mo1ypoBeHs) |/
BHEPEHUS U KBTI (pUKAITIH
MOTU(UKAITIH CUCTEMBI
HIIEKTPOHHOTO
ITOKyMEHTO00O0pOTa
OpraHu3aIuiy,
[pa3pabOTKH CTpaTeTuu ee
a3BUTUS H
Opurunan X  [3aMMCTBOBaHO
13 OpUTHHANIA
Kon PerucrpanuonHslii
OpUTHHANA HOMeEp
npodeccrnoHalIbHOTO
CTaHIapTa

TpynoBeie 1EHCTBUS

PykoBO/ICTBO pa3pabOTKOM MPOEKTa CUCTEMBbI
PIEKTPOHHOTO TOKYMEHTO000pOoTa B
OpraHU3aINH C YIETOM SKOHOMUYECKON

3(1)(1)CKTI/IBHOCTI/I 1 BO3SMOJKHBIX PUCKOB




yIpaBiI€HUs] JOKYMEHTaAMHU

PYKOBOI[CTBO IIpOBCACHUECM aHaIn3a U
OLICHKN I[OKyMGHTOOGOpOTa I10 BCEM
CUCTEMAaM JOKYMCHTALWH, ITOJJIC)KAIIIUM
BKIIFOYCHUIO B CUCTEMY 3JICKTPOHHOT'O
I[OKYMCHTOO60pOTa OpraHr3alnu

PyKOBOJICTBO MOJATOTOBKOM TEXHUYECKOTO
3alaHKs Ha POEKTUPOBAHUE CUCTEMBI
PIEKTPOHHOTO JOKYMEHTO000pOoTa B
OpraHU3allK C Y4€TOM BO3MOKHBIX PUCKOB
yIIpaBJIeHUS JOKYMEHTaMH

Br100p crcTeMBbI AIEKTPOHHOTO
ITIOKYMEHTO000POTa OTEUECTBEHHOM
OpraHu3alu-pa3padoTInKa

PykoBOACTBO pa3paboTKOI ypoBHEH JocTymna
[PYKOBOAMTEIIEH CTPYKTYPHBIX
[10JIpa3/ieIeHuil oprauu3anuu K HHpopMauu
B CHCTEME IEKTPOHHOIO0 JOKYMEHTO000pOTa
C Y4ETOM MX IIpaB U OTBETCTBEHHOCTH

O11eHKa MJIOTHOTO BHEPEHUS CUCTEMBI
PIEKTPOHHOTO JOKYMEHTO000pOoTa B
OpraHu3aIn

PykoBOACTBO IPUEMKOH U
[10JTHOMACIITAOHBIM BHEAPEHUEM CHCTEMBI
HIIEKTPOHHOTO JOKYMEHTO000pOTa B
OpraHu3alu

PykoBOICTBO OpraHu3anueit o0yueHus
[PYKOBOJAMTENEH CTPYKTYPHBIX
[ospasaesieHnit paboTe B CUCTEME
HIEKTPOHHOTO JOKYMEHTO000pOTa U B
CUCTEME YIIPABJICHUA JOKYMEHTaAMU
OpraHu3alu

HeoOxonuMble ymeHUs

AHaITM3UPOBATH UHPOPMAIIUIO O COCTOSTHUU
CHUCTEMBI YIIPABIICHUS JOKYMEHTaMU
OpraHu3au

PyKkoBOIUTH TPOEKTUPOBAHUEM U
BHEIPEHUEM CHCTEMBI DJIEKTPOHHOTO
TOKYMEHTO000pOTa OpraHU3aINH

BriOupaTh cUCTEMY SJIEKTPOHHOTO
ITOKYMEHTOO00O0pOTa, OTBEUAIONIYIO 3a/1a4aM
OpraHu3aIn

Opranu3oBbIBaTh 00yUeHHE PYKOBOIUTENEH
OpraHU3ali COBPEMEHHBIM METOAAM
YIIPaBJICHUSI JOKYMEHTaMHU, CUCTEMOI
HIIEKTPOHHOTO IOKYMEHTO000pOTa

OpraHu3aIn




IHeoOxoaumble 3HAHUSA

HopmaTtuBHBIE IpaBoBbIE akThl Poccuiickon
Denepanuu B 001acTi HHPOPMAIIHH,
H(POPMAIIMOHHBIX TEXHOJIOTHA U 3aIUTHI
H(pOpMaLMHY, IEPCOHANIBHBIX JaHHbIX,

1 poBOIi TpaHCHOpPMALIUH, YIPABICHUS
NTOKYMEHTaMH OpraHu3aluu

MeTtoandeckue JOKYMEHThI U HallMOHAIbHBIC
CTaHapThl B 00J1aCTH yIpPaBICHUS
TOKyMEHTaMU ¥ HHPOPMAITHOHHBIMH
TEXHOJIOTUSIMU YIIPABJICHUS

[TepenoBoii OTEYECTBEHHBIN U 3apyOeKHBIH
OTIBIT U HAyYHBIE pa3pabOTKH 110
[IpeI0TBPALICHIIO/yCTPAaHEHHUIO
MMOTEHIIMAJIBLHBIX PHUCKOB B cpepe ynpaBiIeHUs
PIEKTPOHHBIMU JOKYMEHTaMH OpraHu3aluu

MeTop! IITaHUPOBAHUS M peaTu3aiu padoT
0 pa3padOTKEe U BHEIPEHHUIO CHCTEMBI
HIIEKTPOHHOTO JOKYMEHTO000pOTa B
OpraHU3aLIH

COBpeMeHHHe CHUCTCMBI 3JICKTPOHHOI'O
,Z[OKYMGHTOO60pOTa Hu uXx (1)YHKI_II/IOH3J'ILHLIC
BO3SMOXXHOCTH

[IporpaMMHBIe IPOIYKTHI B 00JIACTH
PIIEKTPOHHOTO JJOKYMEHTO000pOoTa U
H(GOPMAIIMOHHBIX YCIYT [0 HAalPaBICHUIM
NesITeIbHOCTH OpraHu3aluu

TpeboBaHMs OXpaHbl TPyAa

Jlpyrue xapakTepuCTHKU

3.3.5. TpynoBas pyHkums

HaumenoBanu |CtpaTeruueckoe

e [IaHUPOBAaHKUE U
[pa3pabOTKa CUCTEMBI
XpaHEHUS
TOKYMEHTaIbHOTO (hOHa
OpraHu3aIm

Kon

C/05.7 YpoBeHb (II0JypOBEHb) 7]
KBTI (pUKAITIH

IIpoucxoxaeHue Opurunan X
Tpya0BOU (QyHKIUU

3aMCTBOBAHO
13 OpUTHHAIA

Konx Peructpanmonusit



OpUTHHANA HOMEp
1pohecCuOHATBLHOTO
CTaHzapTa

TpynoBble 1EHCTBUS [Tonnepka TOCTOBEPHOCTH, LIETOCTHOCTH
ITOKYMEHTOB U UX JaHHBIX, HEOOXOIUMBIX JAJIs
BAIUTBI OT HCCAHKITUOHUPOBAHHOI'O
M3MECHEHHUS

[Tomnepx’ka ayTeHTUYHOCTH JOKYMEHTOB M UX|
JTAHHBIX

PazpaboTka cxeM MeTaJaHHbIX JOKYMEHTOB,
CBA3aHHBIX C JOKYMEHTaMU Ha IIPOTKEHUU
X CyIIECTBOBAHMS

PazpaboTka cTpaTeruu yrnpaBieHHs
MCIIOJIb30BAHUEM, XPAHCHUEM U
YHUYTOKCHUEM JOKYMCHTOB
ITOKYMEHTAJIBHOTO (POH/a OpraHU3aluK U UX
JTAaHHBIX

OmnpeieneHre IPUOPUTETHBIX HAITPABICHHIA
[Pa3BUTHUA CUCTCMbI XPaHCHUA,
ApXHUBHUPOBAHMUS TAHHBIX TOKYMEHTAIHHOTO
(dhoH/1a OpraHu3anuu

PyKOBOACTBO ITPOEKTOM IOCTPOEHHUS
H()OPMAIIMOHHO-CITPABOYHON CUCTEMBI
XpPaHEHHS U UCIIOJIb30BaHUA
ITOKYMEHTaJIbHOT0 (hOH/1a OpraHU3aIiH

PYKOBOI[CTBO MMPOCKTaAMHU
COBCPUICHCTBOBAHUA CUCTCMbI XPaHCHHA
JIOKYMCHTAJIbHOT'O (bOHHa OpraHnu3anuun

KoHTpOIh BHEIPEHUST OTEUECTBEHHBIX
H(GOPMAIIMOHHBIX TEXHOJIOIUN B CHCTEMY
XpaHEHUs JOKYMEHTAJIbHOTO OHaa
OpTraHU3alMK U X MCIIOJIb30BAaHUS B paMKax
VIIpaBJICHUS JOKYMEHTHBIMH CHCTEMaMHU
OpraHu3aIyu

DopMUpOBaHUE FKCIIEPTHOW KOMHCCUU
OpTraHu3aIH

Heo6xoanmMblie yMeHUs [IpoBOIUTH MOHUTOPUHT UCIIOIb30BAHUS
ITOKYMEHTAIBHOTO (POH/Ia B paMKax
NesITeIbHOCTH OPraHU3aIiK, €r0 XpaHeHHs U
VHHUYTOKCHHUS JOKYMEHTOB C MCTEKITUMH
CpOKaMH XpaHEHHS

[TpoBOIUTH MOHUTOPUHT BHEIPECHUS
COBPEMEHHBIX MH()OPMAITMOHHBIX TEXHOJIOTHUH]




B CUCTEMY XPaHEHHS JTOKYMEHTAJIbHOTO
(hoH1a OpraHn3aluu

[IpuMEHATH NEPEOBOM OTEYECTBEHHBIN U
MEXXTyHapOAHBIHM ONBIT B 0071aCTH
OpraHMU3alMK UCII0JIb30BAHUS, 00eCIIEUEHUS
COXPAHHOCTH, YHUUTOKEHUS, ApXUBUPOBAHUS
TAaHHBIX IOKYMEHTaJIbHOTO (hoHIa
OpraHu3alu

OLeHUBATh ¥ PEIOTBPAIATh PHCKU B
00JIaCTH UCIIOTIB30BAHMUS, XPAHEHUS U
[YHUUTOXKEHHS IOKYMEHTAJILHOTO (hoHIa
OpraHu3aluu

Knaccuduuuposars, BepupuIupoBaTh
MHGOPMAIIHIO JOKYMEHTAIBHOTO (POoHIa
OpPraHU3alUK U PYKOBOJHUTH IIOCTPOCHHEM
H(OPMAIIMOHHO-CIIPABOYHBIX CHCTEM H 0a3
TAHHBIX OpTraHH3aLUH

[IpOBOANTH SKCIIEPTU3Y LICHHOCTH
[TOKYMEHTOB, PO3BICK HEJOCTAIOLIUX €]
[TIOCTOSIHHOTO CPOKA XpPaHEHUS U Al 110
ITMYHOMY COCTaBY, O(POPMIIATH TOKYMEHTHI
U1l IIEpelayd B apXHUB OPraHU3aliN

Heo0xoauMble 3HaHUS

HopMatuBHbIE ITpaBoBbI€ aKThl Poccuiickoi
Denepanuu B 0061acTH HHPOPMAIIHH,
MH(OPMAIIMOHHBIX TEXHOJIOTHI U 3aIIUTHI
MH(pOpMaIUU, TEPCOHATBHBIX TAHHBIX,

1 poBoii TpaHchOpMALIUU, YIIPABICHUS
TOKYMEHTaMU OpraHu3aluu

MeTtoanueckue AOKYMCHTBI 1 HAITUOHAJILHBIC
CTAHJAPTHI IO BOIIPOCAM apXMBHOI'O JI€j1a

[lepenoBast oTedecTBEHHAs, MEX1yHApOAHAS
[IPAKTHKA OpraHU3allu UCIIOJIb30BaHHUS,
oOecrieueHns: COXpPaHHOCTH, YHUUTOXKEHUS
TTOKYMEHTAJIBHOTO (pOHAa OpraHu3auu

[IpaBusia u METO/IBI yueTa, COCTABJICHHUS,

o OopMIIeHH S, UCTIONH30BAHUS, XPAHSHUS U
[YHUYITOXKEHUSI IOKYMEHTOB OpTaHU3AINH ¥ HX
TAaHHBIX

HpaBI/ma 1 METOABI MIPOBEACHUS DKCIICPTU3BI
HHCHHOCTHU JOKYMCHTOB OpPraHU3alluu

MeTo1bl TPOBEAEHUS aHATN3a
PPPEKTUBHOCTH CHCTEMBI XpaHEHUS
TOKYMEHTaIBHOTO ()OH/Ia OPTraHU3aIUH,
0000I1IeHNS TOTYYEHHBIX PE3yIbTaTOB

MeTom010Tus MMOCTPOCHUA I/IH(I)OpMaI_II/IOHHBIX

CHCTEM U 0a3 JAHHBIX 11O JOKYMCHTaM




OpraHu3aIyy U TPeOOBaHMS K HOPMATHBHOMY
oOecreueHnI0 uX (PyHKITMOHUPOBAHMS

HbopManoOHHbIE TEXHOJIOTHH,
MICIIOIB3YEMBIE B OPraHU3aLUK y4eTa,
MCTIOJIb30BaHUS, 00ECIICUEHHUS] COXPAHHOCTHU U
[YHUUYTOXKEHHUS JOKYMEHTaJIbHOTO (hOH1a
OpraHu3anyu

Kpurepnu HEHHOCTH U CPOKU XpaHEHUs
[TIOKYMEHTOB OpraHU3aLlly, IPUHLUIIBL
[IPUHATHS PELICHUH 10 BOIIPOCY UX
NTAJIBHEHIIETO XPaHEHUsI MM YHUYTOXKCHHUSI

[[pyUHLKITBI ¥ METOJIBI COBEPIIICHCTBOBAHUS
CUCTEMbI XpaHEHHS IOKYMEHTAILHOTO (pOHA
OpraHu3aIu

TpC6OBaHI/I${, NpCAbABIIICMbBIC K YICHAM
E)KCHepTHOI\/JI KOMHCCHUHN OpPraHu3alu

TpeboBanus oXpaHbl Tpyaa

/lpyrue xapakTepucTUKu

IV. CBenenus 00 opranusanusix - pa3padoryuxax
npo¢ecCHOHAIBLHOI0 CTAHIAPTA

4.1. OTBeTCTBEHHAS OPraHU3aAUUA-PA3PA0OOTUMK

HII "HauuonanbsHas accoruaius oruCHBIX
CIIELMATUCTOB U aIMUHUCTPATUBHBIX
paboTHHKOB", ropo] MockBa

J{upekrop XmocHesa JIrogmuna [letpoBHa

4.2. HaumeHOBaHUA OPraHU3anMH-Pa3padOTYNKOB

AO "UT Dxcnept", ropox Mocksa

00O "TakckoM", ropox Mocksa

00O "lenTp skcniepTussl U cepruduxanmu’, ropog Mocksa

DPI'BOY BO "llen3zeHckuii rocyapcTBeHHbIN yHUBEpcUTeT", ropox Ilensa

[SIEY YN

MockBa

DPI'BOY BO "Poccuiickuil Tocy1apCTBEHHBIM T'yMAHUTAPHBIA YHUBEPCUTET", TOPOJT




6 |®I'BIIOY "Komnemk MU Poccun", ropox Mocksa
7 |®I'bY "BHUU tpyna" Muntpyna Poccuu, ropon Mocksa

<1> OGmmepoccuiickuii ki1accuukaTop 3aHATHHA.
<2> OO0mepocCcuiicKuii Ki1accuuKaTop BUAOB SKOHOMUYECKON JEATEILHOCTH.

<3> Ilocranosnenue I[IpaBurensctBa Poccuiickoit @enepannu ot 16 centsadpst 2020 r. N 1479
"O6 yrBepxkaenuu [IpaBun npoTuBomoxkapHoro pexuma B Poccuiickoit @enepanun', neicTByeT
10 31 nexabps 2026 r. BKIIOYUTEIHHO.

<4> [TocranoBnenue IIpaButenscrBa Poccuiickoit @enepanuu ot 24 nexadps 2021 r. N 2464 "O
nopsake oOydeHHs IO OXpaHe Tpyda M IPOBEpKHM 3HaHMA TpeOoBaHMH oOxpaHbl Tpyna'",
neiicrByet 1o 1 centsops 2026 r.

<5> Cratps 11 denepansHoro 3akoHa ot 29 uroins 2004 r. N 98-d3 "O komMepueckoit Taitne".

<6> Enunbiii kBanmu(UKaUOHHBIA CIIPABOYHUK TOJKHOCTEH PYKOBOAUTENEH, CIIEHUATNCTOB U
CITYXKaIIUX.

<7> OOmepoccuiickuii kiaaccupukarop npodeccuil padouyux, TODKHOCTEH ClyXallux H
Tapu(HBIX pa3psioB.

<8> OO6mmepoccuiickuii Ki1accu(UKaTop CrenuaIbHOCTEH M0 00pa30BaHHUIO.
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