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Mpeaucnosune

Lienn v npuHumnel cTaHgapTm3auum B Poccuiickoin @efepauym ycTaHoBneHbl ®efepanbHbiM 3aKkOHOM OT
27 pexabpsa 2002 r. Ne 184-93 «O TEXHUYECKOM peryimpoBaHuv», a npaBuna nprMeHeHns HaunoHasIbHbIX
cTaHfapToB Poccuiickoii ®epepaunn — FOCT P 1.0—2004 «CtaHgapTtusauus B Poccuiickoii ®egepauun.
OCHOBHbIE NOIOXEHUSA»

CeefeHus o cTaHgapTe

1 NMOATOTOBJIEH FocynapcTBEHHbIM yupexaeHueM Bcepoccuiickum Hay4yHo-UccrnefoBaTesibCKuM
WHCTUTYTOM JOKYMEHTOBEAEHUA N apxmBHoro gena «BHNVAAL» Ha OCHOBe COOTBETCTBYIOLLEr0 ayTEHTUYHO-
ro nepesoja MexayHapoAHOro ctaHgapTa, yKa3aHHOro B NyHKTe 4

2 BHECEH TexHnyeckum komuteTom no ctaHgaptmsauuy TK191 «HayuHo-TexHU4Yeckasa nHpopmayms,
61bnnoTeyHoe 1 n3gatenbckoe 4eno»

3 YTBEPXJEH VNBBEJEH B,EI,EI7ICTBVIE Mprka3om PenepasibHOro areHTCTBa No TEXHUYECKOMY pery-
NUpoBaHUIo U MeTposiorun oT 12 mapta 2007 r. N9 28-cT

4 HacTosiwmii cTaHgapT NaeHTUYEH MexayHapogHoMy ctaHgapTy MCO 15489-1:2001 «MHopmaums n
OOKyMeHTauus. YnpasneHue 3anucamu. Obwme nonoxeHns» (ISO 15489-1:2001 «Information and documen-
tation — Records management — General»).

HanmeHoBaHve HacTosLWero ctaHAapTa U3MeHEHO OTHOCUTENIbHO HAMMEHOBAHUSA ayTEHTUYHOrIO nepe-
BoAa ansa npusepeHus B cootsetctene ¢ FOCT P 1.5—2004 (nyHKT 3.5).

Mpv NpMMeHeHMn HacTosALWero cTaHAaapTa pekoMeHAyeTCs NCMN0/Ib30BaTh BMECTO CCbIJIOYHbIX MeXayHa-
POAHbIX CTaHAapPTOB COOTBETCTBYIOLLME UM HaLMOHa/bHbIE CTaHAapTbl Poccuiickoii degepaunm, ceefeHns o
KOTOPbIX NPUBEEHbI B JONOTHUTENIbHOM NPUIOXKEeHUN A

5 BBEJEH BIEPBbIE

MHopmauus 06 M3MEeHEHUAX K HACTOsILEMY CTaHAapTy Ny6avkyeTCcsl B eXerofHo n3jaBaemMom
MH(OPMaLMOHHOM YKasaTe e «HaunoHanbHble CTaHAapThi», a TEKCT U3MEHEHWI M NoNpPaBoK — B eXxeme-
CAYHO M3AaBaeMbIX MHAOPMALMOHHBIX YKa3aTensax «HaluoHanbHble cTaHgapThi». B ciydyas nepecmoTpa
(3aMeHBbI) MM 0T MEeHbl HACT OSILLEN0 CTaHAapTa CooTBeTCTBYIOLLee yBeJoM/eHne 6ygeT ony6MKoBaHo
B €XEMEeCSYHO M3[aBaeMoOM ykazaTene «HauuoHanbHble cTaHgapThi». COOTBETCTBYHLWAs nHopma-
uusl. yBeZloMNIeHMe N TeKCThl pasmellalnTcs Takke B MH(OPMaLMOHHONM cucTeme 06Liero nonb3oBa-
HUS — Ha odmunanbHOM caiiTe ®efepasbHOr0 areHTCTBa MO0 TEXHUYECKOMY PEry/MpoBaHuID U
MeTponorum B ceTu HTepHeT

© CraHgaptuHdopmMm, 2007

HacToswuii cTaHAapT He MOXeT 6bITb NO/IHOCTLIO UM YACTUYHO BOCMPOU3BEAEH, TUPAXXMPOBAH 1 pac-
MPOCTPaHEH B kKayecTBe ohuLmanbHOro usganus 6e3 paspelleHns ®efepasbHOrO areHTCTBa No TEXHUYECKO-
MY perysiupoBaHuio 1 MeTposiorum

I



FOCT P UCO 15489-1—2007

CopepxxaHne
1 OONACTD MPUMEHEHMS. ..c..teiiitie ettt eiteeaieeeateeaabeeestbeeaabseaasbeeasbeeaabee e asbe e 2abe e e e be e e abs e e ehb et eabeeeasbeeeaaseeesbeeanbeasanneeanen 1
2 HOPMATUBHBIE COBISTKM ...ttt ettt s e st e s e e e s e b e e e shb e e e b e e e sb e e s b b e e e be e s abbe e s beneene e 1
3 TEPMUHDBI VN OMPEIEITEHUIS e ieiieeetee ettt ettt e st e e sate e st e e san e e e are e e ssre e et st e esr e e e s e e aas e e anre e e anneenneeeereeeasnneennnneannee 2
4 TIpeuMyLLECTBA YNPABMEHNSA LOKYMEHTAMM.....c.eeiiuirieiereestetentetesteseesisessstesaestsbensesesse st ase e eseeseseebesbesesbeeesennennaee 2
5 HOPMATUBHAA CPE LA ceiiiiiieiieaiiiiieee et e e e rtieee e sinneee e 3
6 TMonuTuka ynpaBneHUst LOKYMEHTAMM M OTBETCTBEHHOCTD ..ccueitiutirtiitiateeseesietee st st st esesieesee sttt enee e e 4
6.1 OBLLME MOTTOMKEHYIT ...euteeittette it ettt e et ettt e bt ea e oe e e bt e st e bt e st e eh e e ehe e b e e bt ea bt e st e bt e b e et e es bt e naeebeene e b e enneas 4
6.2 TIPUHLMNBI MONUTUK ... 4
Lo @ = T= Fo =TT T T T PP 4
7 Tpe6oBaHUS KYNPABNEHUIO LOKYMEHTAMM ... .ceiieieieieaateteauteeaaueeaaseeaasseeaasaeaasseeaassasaaseesassesassseasseesnssessnsessansessns 4
7.1 MpuHUMNBI pa3paboTku NPOrpamMmm YNPaBAEHUSA LOKYMEHTAMVM ...cc.uccuieuieiriereeteereeereeire et sene e senesenes 4
7.2 XaPAKTEPUCTUKM [OKYMEHTB .eeiuerierurreeureesuieeesireesameeessreeassseassreeaassessaseeaasreesseeesneeeaneeessneeenneeeasnneensneeennneens 5
8 TpoeKTUpOBaHMe 1 BHEAPEHWNE CUCTEMbI YNPABMEHUS JOKYMEHTAMM....c.veueieeeiiaiereiesieseeseseeseeteseenesneseeseneeeas 6
8.1 OOBLLME MOSTOMKEHUS ..ttt euteteetieea it eeaitee e sttt e e bt e e aabeeeabe e e asbeeaas st e aateeea st e e aa b be e embe e 2 se e e easeeaebeeeahbeeenbeeeanneeensneeane 6
8.2 XapaKTepuUCTUKN CUCTEM YNPABAEHUA LOKYMEHTAMM ....ocuuviiiiiiiiiiie et s 6
8.3 lpoekTnpoBaHne nBHeLPEHNE CUCTEM YNPABNEHNSA LOKYMEHTAMM . ...cveevereeeineenenne

8.4 MeTtogonorus NPOEKTNpoBaHUA U BHeAPEeHNA CUCTEMbI ynpaB/1IEHNA JOKYMEeHTaMK.

8.5 TpekpalleHne NPUMEHEHNA CUCTEM YNPABAEHUSA JOKYMEHTAMM . .....vveeeiiiiiiieeeeieieee e e e 9
9 Tlpouecchl yNnpaB/ieHNA OKYMEHTAMM N KOHTPOID c.uuureeeiiiiieteeetitee e e ettt e e e st ee e s e sitre e e s aneseee s e sbeeeeesennneeenns 10

9.1 3kcnepTu3a JOKYMEHTUPOBaAHHOW UHGYOpPMaLmK, NoA/exallei BKIIYEHUIO B CUCTEMY yNpaBe-

LB T LY [T = L L OO 10

9.2 OnpepgeneHne CPOKOB XPAHEHNA JOKYMEHTOB ... ..oieiuuiirureerireeateeesreessieeesnreesssneessneeesneesneeassneesnneesaneens 10

9.3 BK/OYEHME [OKYMEHTOB B CUCTEMY YMPAB/IEHNA JOKYMEHTAMM ..ot 11

LS e =Y T (o o T= 1 L BT PP PP O PP PPPPPPP PRI 11

9.5 KNacCuMUKALUS. .......cccvveveeeiniiiiere e LG 12
9.6 XpaHeHue n obpalieHne ¢ 4OKYMeHTamMu.

LS A 1 K o ok 1 o SO P R PT ST 13
9.8 KOHTPO/Ib BOKYMEHTOOBDOPOTA .eiutieiiiiuieeieaitiatteetieaeeastesabesseeeste e et asbeasbeeabeebeeameeenbesebeabbeeneeaneeanbeenbesnneenees 13
9.9 OT60p 1 Nepefaya JOKYMEHTOB Ha nocneayLlee XpaHeHNEe NN YHUUTOXEHUEC .....cocceeriveeeriieeaieens 14
9.10 [oKkyMeHTMpOBaHME NPOLLECCOB YNPABAEHUA JOKYMEHTAMM.....ccoriiiiiiiiiiiieeiiieeeee e 14
10 MOHUTOPUIHT VLAY M T c.vieiiiie ettt ettt s e st e e h e e e ses e e e te e e s n e e e s e e e an e e e s e e aabe e e e n e e e eneeenrnesesnneeaenns 15
R O X o L=y PSP P O PRTPRROPN 15
TTPEOMETHBIN YKABATE T ..veutieiteeteauieauteasteeteeateasteasteaseeasseaeeaaeeasbesss e et eeeaeeambeeeeeesbeebeeemeeambesaseabeeeheeaneasnbeanbenneasneaans 16

MpunoxeHue A (cnpaBoyHoe) CBefeHUs 0 COOTBETCTBUM HALMOHA/bHBIX CTaHAapToB Poccuiickoit
®efepalym CCbITIOYHBIM MEXAYHAPOLHBIM CTAHAAPTAM .cueeeieieiaerierereeeereiesestssee e eeesasesessanas 18



FOCT P NCO 15489-1—2007

HALULMWOHANBHBIN CTAHAOAPT POCCUWNCKOWN GENLEPALUMN

Cuctema cTaHfapToB No MHdopmauum, 6U6NNOTEYHOMY U U3aTeNbCKOMY Aeny
YMNPABJEHVE JOKYMEHTAMN
O6lwwumne TpeboBaHuA

System of standards on Information, llbrananship and publishing.
Records management. General requirements

fNaTtaBBegeHna — 2007—07—01

1 O6nacTb NpPUMeHeHNA

HacTtosAwuii ctaHfapT peryvpyeT npouecchl ynpasB/ieHUs 4OKYMEHTaMy rocyAapCTBEHHbIX, KOMMep-
YeCKnx un 06LLI|eCTBE‘HHbIX opraHmsau.lel, npegHasHavYaeMbIMU ANA BHYTPEHHETO UK BHELLHEro nosib3oBaHUA.

MonoxeHns HacTOSALLEro cTaHAapTa SBASATCA pekoMeHAauusiMy no co3faHuio CUCTEM ynpaB/ieHUs
AOKYMeHTaMW, BK/TIDYEHUIO B Hee IOKYMEHTOB, a Takxe ob6ecnevyeHnto COoTBETCTBUSA OOKYMEHTOB YyCTaHOB/1EH-
HbIM B CTaHAapTe XapakTepucTuKaMm.

HacTtosAwuii ctaHgapT:

- pacnpocTpaHseTcs Ha ynpasneHne JoKkymeHTamm (Bcex popmaToB v Ha BCeX HOCUTEAX), co3haBae-
MbIMU UK MOSTyYaeMbIMU FOCYAAapPCTBEHHON, KOMMEpPYECKoi nin o6LecTBEHHO opraHusaLein B npouecce
ee [eATeNbHOCTM WAWN IMLOM, Ha KOTOPOro BO3/10XEeHa 06A3aHHOCTb CO34aBaTb U COXPaHATb AOKYMEHThI
(panee — opraHusauum);

- COAEPXNT NOJSIOXEHNSI 06 OTBETCTBEHHOCTU, MOMUTKKE, NpoLeAypax, cucTemax 1 npoueccax, CBa3aH-
HbIX C JIOKyMEHTamMu opraHnsaunii;

- COAEPXNT PYKOBOASALLNE yKa3aHUsi N0 ynNpaBieHN0 4OKYMEHTaMN B paMKax NpoLeccoB ynpaBeHus
KaueCTBOM U1 ynpaB/ieHUs OKpy>XatoLeil cpefoli B COOTBETCTBUM C MeXAyHapoaHbIMu cTaHgapTammu NCO 9001
nCO 14001,

- COAEPXKNT METOAMYECKME PEKOMEHAALMMN N0 NPOEKTMPOBAaHUIO Y BHEAPEHWIO CUCTEM YNpaB/IeHUS LOKY-
MeHTaMu.

HacToslwuii cTaHAapT He pacnpocTpaHsAeTCa Ha ynpaB/ieHUe apXnBHbIMY JOKYMEHTaMu, XpaHSALLUMUCS
B @PXVBHbIX YUpexAeHUsX.

HacTosawwuii ctaHaapT npefHasHayeH ans:

- pykoBoauTenei (MeHeaXepoB) opraHusaLuii;

- cneymanncToB B 061acT ynpaBieHns 4oKyMeHTaMu, nHhopmaumein n TeXHOIornsamu;

- COTPYAHMKOB (NepcoHasna) opraHn3auuii;

- OM3NYECKNX NULL. 0653aHHbIX CO34aBaTh Y COXPaHATb AOKYMEHTHI.

2 HopwmaTtuBHbIE CCbIIKU

B HacTosLwem cTaHapTe UCMO/Ib30BaHbl HOPMaTUBHbLIE CCbISIKU HA cneaytoLme cTaHAapThl;

NCO 5127-11:87 WHdopmauma ngokymeHTauus. Cnosapb

NCO 5963—85 [okymeHTauus. MeToAbl aHann3a JOKYMEHTOB, ONpefeneHns ux Tembl 1 nogbopa
VHAEKCUPOBAaHHbIX TEPMUHOB A1 COCTaB/EHNA yKa3aTenei

MCO 9001—2000 CucTtembl MEHEIXMEHTA KayecTBa. TpeboBaHus

NCO 14001—96 CucTembl ynpaBneHnus oKpyxatLei cpegoii. TpeboBaHuns 1 pyKoBOACTBO NO nprmMe-
HEeHWIo

N3paHne opuymnansHoe
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3 TepMuHbI 1 onpepeneHns

B HacToswem cTaHgapTe NpMMEHeHbI criegyloLine TEpMUHbI C COOTBETCTBYOLW MMM ONpeeneHnamu:

3.1 apxuBHbIi opraH; apxusHoe yupexaeHue (archival authority): YupexaeHue, oTBETCTBEHHOE 3a
0T6Op AOKYMEHTOB Ha XpaHeHve, KOMM/eKToBaHne 1 obecneyeHme CoOXpaHHOCTY apxXnBHOro oHAaa, npepao-
CcTaB/fleHMe A0CTyna K apXMBHbIM JOKYMEHTaM ¥ COracoBaHne YHUUTOXEHUSA JOKYMEHTOB, He Mojsiexalyux
XpaHeHuio.

3.2 cuctema ynpasneHus gokymeHtamu (records system): VHdopmauymoHHas cuctema, obecneun-
BatoLLas c60p AOKYMEHTOB (BK/OUYEHNE JOKYMEHTOB B CUCTEMY), YNpaB/ieHne JOKYMeHTamMy U A0CTYM K HUM.

3.3 pgokymeHT (record): 3adukcupoBaHHaa Ha MmaTepuanbHOM HocUTene ngeHTuduumpyemasn nHgop-
Mauwus. co3gaHHas, nonyvyeHHas 1 coxpaHsemas opraHusauuneii unm pmsnyeckum NMLOM B kayecTBe [okasa-
TenbCTBa NPV NOATBEPXAEHNN NPABOBbIX 0653aTeNbCTB MY Ae/10BOW AeATEeNIbHOCTHU.

3.4 pgoctyn (access): NpaBo, BO3MOXHOCTb, CPeACTBa A1 MOWCKa, N3B/IEYEHNA U UCNOMNb30BaHUSA
nHdopmaLmu.

3.5 nHpgekcupoBaHue (indexing): Mpouecc NPOCTaB/EHUS YC/IOBHbIX 0603HAYEHUI U COCTaBEHUSA
ykasartenei, cnyxaliux gnsa ynpoweHusa 4ocTyna K JoOKyMeHTam v (nu) nHdopmatimu.

3.6 knaccudukaumna (classification): CuctemaTtnyeckas ngeHtudmkayma n ynopsgodyeHue genosoi
[eATeNnbHOCTY 1 (M) AOKYMEHTOB MO KaTeropmsiM B COOTBETCTBUM C IOTMYECKN CTPYKTYPUPOBAHHbLIMY YC10-
BUSIMUW, METOAAMV U NpoLefypHbIMU NpaBuiamMu, NpecTaB/ieHHbIMU B KNacCudrKaLMOHHO cucteme.

3.7 KkoHBepTupoBaHue (conversion): lpouecc nepemMelleHns LOKYMEHTOB C OAHOr0 HOCUTENS Ha ApY-
roi unm n3 ogHoro choopmarta B gpyroii. Cp. murpauus (cm. 3.11).

3.8 koHTponsb (tracking). Co3sgaHue, BKIOYEHWE B CUCTEMY YNpaBieHUs AOKyMEHTaMW 1 COXpaHeHne
nHdopMaLMK O ABUKEHNUN N UCMNONb30BAHNMN [JOKYMEHTOB.

3.9 KoHTponb feicTBuit (action tracking): Mpouecc oTcnexvBaHNs CPOKOB COBEPLUEHUS AeCTBUIA, a
Takxe NpoLecc yCTaHOB/IEHNSA CBA3W 3TUX OTAEbHbIX AeNCTBUIA C Ae/10BOI AeATe/IbHOCTbIO B LIE/IOM.

3.10 meTagaHHble (metadata): [laHHble, OnuCbIBalOLLME KOHTEKCT, COAepXaHue, CTPYKTYPY AOKYMEH-
TOB W yripaBieHne nmu.

3.11 wmurpauusa (migration): lMepemelleHne JOKYMEHTOB M3 OAHOW CUCTEMbI B PYTYI0 C COXpaHeHneMm
ayTEHTUYHOCTU, LLeNIOCTHOCTH, OCTOBEPHOCTU OKYMEHTOB ¥ UX NPUFOLHOCTU A1 UCNO/b30BaHNSA. Cp. KOH-
BepTupoBaHue (cMm. 3.7).

3.12 ob6ecneyeHune coxpaHHOCTH (preservation): lpoueccsl 1 onepaymmn No o6ecnevyeHnto TexHmyec-
KOW 1 MHTeNNeKTyaslbHON ayTEHTUYHOCTN AOKYMEHTOB B TEYEHUE BPEMEHMU.

3.13 oT6o0p u nepegava (disposition): Mpouecchbl peannsaumm ynpasB/ieHYECKNX peLleHunit, 3adukcu-
pOBaHHbIX B MEpPeYHsAX AOKYMEHTOB WM APYIrMX WMHCTPYMEHTax ynpas/ieHus OKYMEHTaMu, 1 KacarLlmxcs
YHUUTOXEHNSA AOKYMEHTOB WU Nepejayn ux Ha nocnegyloliee xpaHeHve.

3.14 nepemelieHue (transfer) (B OTHOWEHMN MecTa XpaHeHus): VI3MeHeHne mecTa XpaHeHUs LOKY-
MeHTa.

3.15 nepepaua (transfer) (B oTHOLIEHMM cnoco6a XxpaHeHns): VI3ameHeHne cnocoba XpaHeHUs JOKyMeH-
TOB, Npasa CO6CTBEHHOCTY U (MNN) OTBETCTBEHHOCTY 3a AOKYMEHThI.

3.16 oTuyeTHOCTb (accountability): MpuHLWM, BCOOTBETCTBMM CKOTOPbIM YaCTHbIE IMLA, OpraHn3aunm n
06L,eCcTBO OTBETCTBEHHbI 38 CBOU JeCTBUSA.

3.17 peructpauus (registration): NpnucBOeHWE JOKYMEHTY YHUKa/IbHOTO AEHTUdMKaTopa Npu ero BBO-
[e B cuctemy.

3.18 yHuuTOXeHue (destruction): JIMkBugauus 4OKYMeEHTOB 6€3 Kakoli-Nn60o BO3MOXHOCTM BOCCTAHOB-
neHns.

3.19 ynpaBneHue gokymeHTamu (records management): COBOKYMHOCTb M1@HOMEPHbIX U 3PheKTUNB-
HbIX [eCTBUI MO CO3[aHWI0, UCMOb30BAHMNIO, XPAHEHMNIO M YHUUTOXEHUIO [OKYMEHTOB B OpraHusauunsx c
Lienblo oka3aTeIbCTBa NPOBeeHns fenoBbiX (ynpaBneH4Yeckux) onepawuii.

4 TMpeumyLlecTBa ynpasfeHns oOKyMeHTaMu

YnpaBneHve AoKyMeHTamMmy pacnpoCcTPaHAETCsA Ha MPaKTUYECKY0 AeATENbHOCTb WL, OCYLLECTBASIOLMNX
ynpas/ieHne AOKYMEHTaMW, a TakXe JIUL,. CO34aKLWMX UIN UCNOJb3YIOLLMX LOKYMEHThI B XOA€e CBOEi 4eM0BOi
[LesATeNbHOCTU. YNpaBneHne AoKyMeHTaMu1 B OpraHn3aLm Bk4vaeT B cebs:

a) NPUHATUE NOUTUKN 1 CTaHAapToB B cdhepe ynpaB/eHns fJoKyMeHTamu;

b) pacnpegeneHue oTBETCTBEHHOCTY M MOSIHOMOUMIA NO yNpaB/eHNI0 AOKYMEHTaMU.
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C) yCTaHOB/IEHWE, BHeJpeHne 1 pacnpocTpaHeHne pyKoBOAALMX YKa3aHUii 1 pernameHToB paboTsbl €
[loKyMeHTamu;

d) npepocTaBneHune psga ycnyr, OTHOCALMXCS K yNpaBAeHUo 4OKYMEeHTaMn U NCNOb30BaHNIo [AOKY-
MEHTOB;

€) MNpoeKTVpoBaHue, BHeApPEeHVe N afMUHUCTPUPOBaHME creymanu3npoBaHHbIX CUCTEM 418 ynpas/e-
HWA [LOKYMEeHTamu;

0 vHTerpupoBaHve NpoLeccoB yrnpaBneHns JOKYMEHTaMn B CUCTEMbI 1 MPOLLeCChl ,e/10BO feATeNb-
HOCTW.

[loKymeHTbI cofepxaT MHopMaLmnio, ABAAIOLLYIOCS LLeHHbIM PeCypcoM U BaXKHbIM 3/IEMEHTOM [eso-
BOW AesATeNbHOCTU. CUCTEMHBIN NOAXOA K yNpaBeHWI0 AOKYMEHTaMM NO3BOIAET OpraHn3aLmnsm nobLiecTsy
3almLLaTh M COXpPaHATbL JOKYMEHTbI B KaUecTBe foka3aTenbcTBa AelicTBUNiA. Cuctema ynpasneHns OKyMeH-
Tamu no3BoNseT co3faBaTb MHHOPMAaLMOHHBIA pecypc O 4en0BO AeATeNbHOCTY OpraHun3aunn, KoTopbli
MOXeT NoAAEPXMBATL ee NOoC/eayoLyo AeATe/IbHOCTb U OTAe/bHblEe peLleHus, a Takke obecneunBaTb
OTYETHOCTb.

[loKkyMeHTbl NO3BONAT OpraHn3auuam:

- OCYLLLEeCTBATbL CBOI AEATENbHOCTb YNOPAA0YEHHO, 3P EKTVBHO N OTBETCTBEHHO;

- NpepocTaBnATbL MH(hOpMaLLMI0 Noce0BaTes/IbHO M 0O bEKTNBHO;

- o6ecneynBaTtb MHPOPMALMOHHYIO NOAAEPXKKY NPU NPUHATUIN YNPaB/IEHYECKUX PeLLIEHWA;

- obecneymBaTb COrNacoOBaHHOCTb, HENPEPbLIBHOCTb M NPOM3BOANTENBHOCTL AE/10BOI 1 ynpaBieHyec-
KOV fesaTenbHOCTY;

- NoBbIWaTh 3 (heKTUBHOCTL AeATEeIbHOCTY BCEl OpraHu3aumu;

- obecneymBaTb 6ecnepeboinHOCTb AEeATENBHOCTY B C/lyyae Ypes3BblyaiHbIX CUTyaLunii;

- cobniogatb TpeboBaHsA HOPMATUBHOW cpefbl, B TOM Yync/ie B 061acT apXMBHOW, ayAMTOPCKON 1 Haa-
30pPHOI AESATENBHOCTMY;

- obecneynBath 3aWnTy 1 NOAAEPXKKY B CyAebHbIX Aenax, BK/IYas pUckv, CBSA3aHHbIE C HAMYMEM Un
OTCYTCTBMEM AOKYMEHTa/IbHbIX AOKa3aTeIbCTB, COAEPXaLlX CBeeHNs 0 4esTeNIbHOCTM opraHm3auuu;

- 3aWmMLaTh MHTEPECHI OpraHn3aLnm 1 npasa CoTPYAHUKOB, a TakKe BCeX 3aiHTepecoBaHHbIX CTOPOH;

- obecneymBaTh 1 JOKYMEHTUPOBaTb HayYHO-UCCIeA0BaTeNbCKNE U ONbITHO-KOHCTPYKTOPCKME paboThbl,
WHHOBALMOHHYI0 AeATEe/IbHOCTb, & Takke UCTOpUYeckme nccnefoBaHus;

- NpefocTaBnATb AOKYMEHTUPOBaHHbIE foKa3aTebCTBa SINYHOW, 06LLEeCTBEHHO 1 AenoBoli AesTeb-
HoCTW;

- ob6ecneymBaTh 4e/10BYI0, NEPCOHANBHYIO U KyNbTYPHYIO MAEHTUYHOCTb;

- noAAepXunBaTb KOPNOPaTUBHYIO, MHANBUAYAIbHYIO N COLMaNbHYI NamaTh.

5 HopmaTtuBHasaA cpepa

Bcem opraHm3aumsM Heo6X04UMO UAEeHTU(MLMPOBaTL HOPMATUBHYIO Cpedy, PerympyoLLyo nx ges-
TeNbHOCTb 1 TpeboBaHMA K AOKYMEHTUPOBAHUIO UX AeATEeNbHOCTU. MNonutuka v npoueaypbl AeATeNbHOCTH
opraHunsaunii 4O/MKHbI Y4NTbiBaTh TPe60BaHUS HOPMATUBHOM cpefbl. HOpMaTuBHbIE [OKYMEHTbI, OTpaxaro-
Lme AeATesIbHOCTb OpraHn3auum, AO/MKHbI CoAepXaTb COOTBETCTBYOLWME AoKa3aTelbCTBa ee COOTBETCTBUSA
HopmaTuBHOl cpefe.

HopmaTuBHas cpega BktoyaeT B Cebs:

a) 3aKoHbl ¥ HOpMaTMBHbIE akTbl, perynmpyoline coepy AenoBoii 4esTeNbHOCTM B Lie/IoM 1 B cneuudu-
YecKnx oTpacnax, B TOM YMC/e 3aKOHbl M HOPMAaTVBHbIE aKTbl, OTHOCSLLMECS HENOCPEACTBEHHO K JOKYMEHTaM,
apxvieaM, A0CTYyny, KOH(UAEHLMaNbHOCTH, foKa3aTe/lbCTBaM, 3/1EKTPOHHON KOMMEpPLWK, 3aluTe AaHHbIX,
MHopmaLuu;

b) cTaHAapTbl, OTHOCSALLMECS K NPaKTUYEeCKol AeATeNbHOCTY;

C) npaBswnia pekomeHAaTesIbHOro XxapakTepa, oTpaxaLiue nepesoBoi onbIT:

d) A06pPOBONLHO NPUMEHSAEMbIE 3TUYECKME KOLEKChI N HOPMbI;

e) ngeHTudunumnpyembie counansHble oxmngaHusa (ToTpebHOCTK), Kacarolmnecs agekBaTHOro noBeAeHus
B cnewumgmnyeckol oTpacan uim opraHmsaLmum.

Twvn opraHn3aummn noTpacau, K KOTOPOI OHa NPUHAANEXUT, ONPeAensioT, Kakue 13 aTUX 31eMEHTOB HOp-
MaTuBHOW cpeAbl (N0 OTAEBHOCTM AN BMECTE) B HanbobLUel CTENEHN NPUMEHVMbI NPU ynpaBieHnun foKy-
MEHTamMu B KOHKPETHOI opraHusamu.
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6 Monutnka ynpaBfieHnsl AOKYMEHTaMU U OTBETCTBEHHOCTb

6.1 O6wWmne NoNoXeHUSA

OpraHu3auus, cTpemsaLasca K cobnogeHmnio TpeboBaHnii HacTosALWero cTaHfapTa, A0/HKHA NPUHUMATD,
JOKyMeHTabHO (hMKCUpPOBaTh, NOALEPXMNBATL Y PACNPOCTPAHATL NPUHLMMbLI NONTUKK, NpoLefypbl Y NpakTu-
Ky ynpasreHus fOKyMeHTaMu C TeM. 4yTobbl obecneumsaTb HeobxoAumble AN paboTbl Aokas3aTenbCcTBa,
OTYETHOCTb U MHYI0 MHGOPMALMIO O CBOE ieATeNIbHOCTU.

6.2 MpUHLUUNBI NONUTUKN

OpraHusauuy Jo/mKHbl onpefenaTb U AOKYMEeHTasrlbHO (MKCUpoBaTb NPUHLUUMBLI NOAUTUKM B 061acTu
ynpaBsfieHus 4oKyMeHTamu. Lienbto aToli NoAnTuKM foMKHbI 6bITb CO34aHne 1 NoAAepXKa CUCTEMbI yrnpas/ie-
HUS ayTEHTUYHBIMM, ,OCTOBEPHLIMMW 1 NPUTOAHBIMY /151 UCMONb30BaHWSA OKYMEHTaMM, CMOCOBHON Noaaepxu-
BaTb [1e/10BYI0 IeATENbHOCTb B TeYEHMe YCTaHOBNIEHHOIO (Heo6xoAMMoro) nepuoa spemerun. OpraHmsaumm
OO/MKHbI  06ecneumBatb WHGOPMUPOBaAHME O MPOBOAMMON MOANTMKE W ee TMpPUMEHEHUe Ha BCex
OopraHu3aLnoHHbIX YPOBHSX.

MpYHUMALI TONUTUKN JO/MKHBI 6bITh NPUHATLI M 0J00PEHbI Ha BbICLLEM YPOBHE NPUHATUS yNpaBieHyec-
KNX peLleHnii n pacnpocTpaHeHbl BO BCel opraHusauumn. Takxe ciegyeT pacnpefensatb OTBETCTBEHHOCTb 3a
ee cobneHve.

MpuHUMNBI TONUTUKM cnedyeT pa3pabaTbiBaTb HA OCHOBE aHav3a 4,e0BOoi AeaTenbHOCTN. OHa AOIX-
Ha onpefenaTb, B Kaknx 061acTAX B HaMboNbLUei CTeNeHN NPUMEHSIIOT Te UK MHble HOPMaTWBHbIE akKTbl (3aKo-
Hbl. HOPMAaTUBHbIE aKTbl, CTaHAapPTbl, NPakTUYECKNe pekoMeHAaunu), pernameHTupyrolme cosgaHne foKy-
MEHTOB, CBSI3aHHbIX C [e/I0BO/ [AeATeNbHOCTbio. [lpM 3TOM oOpraHuM3auum AOSKHbI YyYuTbiBaTb CBOH
opraHu3auoHHYI0 cpefy, a TaKkke 3KOHOMUYeckMe acnekTbl. MpUuHUMNLI NOANTUKK CrefyeT perynsapHo nepe-
cMaTpuBaTh C TeM, 4TOObI 06ecneynBaTh OTPaXEHNE elo TeKYLLUX NOTpebHOCTel 4e/10BOI AeATeNIbHOCTH.

6.3 OTBETCTBEHHOCTb

OTBETCTBEHHOCTb 1 NOTHOMOYKSA B 061aCTN yNpasieHns AOKyMeHTamu AO/MKHbI 6bITb YETKO onpegene-
Hbl NAOBEAEHbI [0 CBELleHNA BCeli opraHm3aLum ¢ TeM, YTobbl 6bIS10 ACHO, KTO HECET OTBETCTBEHHOCTb 3apabo-
Ty C KOHKPETHbIMW [AOKYMeHTaMu. DTa OTBETCTBEHHOCTb AO0/MKHA OblTb pacnpefeneHa Mexpay Bcemu
COTpYAHUKaMy opraHusauuy (B TOM YWCAe yNpasnAoWMMU LOKYMeHTauuen, cneyuanmuctamyv CMeXHbIX
MHOPMaLMOHHBIX NPOheccuii, pykoBOACTBOM OpraHusauuv, pykoBoAMTENsAMU CTPYKTYPHbIX nogpasgene-
HWIA. agMUHVCTPATOPaMM CUCTEM YNpPaBAeHNa AOKYMeHTaMmn U ApyruMu muamm, ans KoTopbix paboTa ¢ fokKy-
MEeHTaMn BXOAMT B WX [AOJ/DKHOCTHble O06A3aHHOCTM) W OTpaxeHa B AO/DKHOCTHbIX WHCTPYKUUAX W
opraHu3aunoHHO-pacnopsaanTeNnbHbIX JOKyMeHTaxopraHusaymm. Ocobas oTBeTCTBEHHOCTbL Bo61acTu ynpas-
NeHna foKyMeHTaMu [o/mkHa 6biTb BO3/10XEHA Ha N0, obnagatollee COOTBETCTBYHOLWMMN MOMHOMOYNSAMY
BHYTPU  opraHusauun. HasHauyeHue OTBETCTBEHHbIX /UL,  AO/MKHO  OblTb  pernameHTMpoBaHo
pacnopaanTesibHbIM JJOKYMEHTOM.

OTBeTCTBEHHOCTb B 06/1aCTV yrpaBieHus 4OKYMeHTaMmn [o/KHa BKYaTb B cebs crefytoLine nono-
XEeHus:

a) cneuuanncTbl B06/1acTn ynpasieHns JOKyMeHTaMn OTBEYAloT 38 BCE acneKTbl yrpaBneHns OKyMeH-
Tamu, B TOM 4uc/le 3a NPOeKTpoBaHue, BHeApPEeHNEe N COXPaHHOCTb CUCTEM yrpaB/eHns AOKYMEeHTamMun n nx
aKCnyaTaLuoHHbIE XapakTeprucTuKK, a Takke 3a 06yyeHne nonb3oBarteneli ynpasieHnto LOKyMeHTamMu 1 npu-
MEHEHMIO CUCTEM yNpaBieHns OKYMeHTaMun B UHANBUAYa/IbHOW NpakTUYeCcKo AeATeNbHOCTY;

b) OTBETCTBEHHOCTb PYKOBOACTBA 3akniouvaeTcs B nogAepxke MpUMEHeHUs NONUTUKA ynpasneHus
[OKyMeHTamMu BO BCe opraHusaumu;

C) aAMWHUCTPAaTOPbl CUCTEMbI YNPaBAEHUs AOKyMEHTaMy OTBeYaloT 3a TOo, YTOObl BCA [OKyMeHTaums
6blna TOUYHOW, yA06HOI 15 BOCNPUATAA U AOCTYNHOM ANS NepcoHana opraHv3aumuy;

d) BCe COTPYAHVKM OpraHu3alun OTBETCTBEHHbI 3a COXpaHeHne ayTeHTUYHOCTH, LLesIOCTHOCTH, A0CTO-
BEPHOCTW M MPUTOAHOCTU AN UCMONb30BaHUS AOKYMEHTOB, OTpaXKatoLw X NX AeATenbHOCTb.

B npouecce nnaHnposaHnsa UBHeAPEHUSA NONUTUKM U NpoLLeayp yNpasieHUsa JOKyMeHTaMu AO/DKHbI Npu-
HUMaTb yyacTue apxXuBHbIe OpraHbl.

7 Tpe6oBaHWA K yNpaBAeHUIO AOKYMEHTaMM

7.1 MpuHUUNbI pa3paboTky NporpaMm ynpasfieHus LOKYMeHTaMu

[OKyMeHTbI CO3atoTCsl, MOCTYNAKT M MCMO/b3YIOTCS B NPOLIECCE OCYLLECTBEHNS Ae/10BOi AesiTebHOC-
. Onsi o6ecneyeHnst HeNpepbIBHOCTW Ae/0BOI AeATeNbLHOCTW, CO6/0AEHNsI COOTBETCTBUSE HOPMATHUBHO
cpefe v o6ecneyeHnss He06X0AMMON OTYETHOCTY OpraHU3aLuny AO/MKHbI CO34aBaTh M COXPaHATL ayTEHTWY-
Hble. HafleXHble Y NPUrofHbIe AN UCNONb30BaHNS [OKYMEHTbI, @ TakKe 3aluiaTh LeN0CTHOCTb 3TUX [OKY-
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MEHTOB B TeuyeHue Tpebyemoro BpemeHW. [ 3TOro opraHu3aumn [JO/DKHbI MPUHMMATbL W BbINOHATD
KOMM/IEKCHYIO Nporpammy yrnpas/ieHus OKYMEeHTamu, BKIoYaloLLyto B cebs:

a) nepeyHn AOKYMEHTOB A1 KaXA0ro npoLecca Aen0Boi AeATeNbHOCTY 1 TpeboBaHus K MHchopmaLuu,
noanexatiei BKIHOUYEHWUIO B [OKYMEHTbI;

b) pelueHus, Kakoli DOPMbl 1 CTPYKTYpPbl AO/KHbI ObITb CO3aBaeMble 1 BKIOYaeMble B CUCTEMY [,0KY-
MEHTbI 1 Kakve TeXHO0TUn AN UX co3aaHnsa n o6paboTkn cregyeT NCnonb30BaTh;

c) TpeboBaHUA K cCOCTaBy MeTafaHHbIX, UX CTPYKTYPE 1 ynpasfieHnto nMu;

d) yctaHoBneHue TpeboBaHUiA K MOUCKY, MICNOIb30BaHUI0 U Nepejaye JOKYMEHTOB, a Take Cpokam Xpa-
HEHWNA JOKYMEHTOB;

€) pelleHne, Kak OpraHn30BbIBaTh AOKYMEHTbI C TEM. YTOObI OHM OTBEYanu TpeboBaHUAM, NpeabsaBse-
MbIM K X UCMO/Tb30BaHUIO.

0 oueHKy pUCKOB, CBA3aHHbIX C OTCYTCTBMEM OpULMa/IbHbBIX JOKYMEHTOB, OTpaXKaloLmx 4eATeNIbHOCTb
opraHusaumu,

g) obecneyeHne COXpaHHOCTN [OKYMEHTOB UA0CTYNa K HAM B LieNAX BbINOSIHEHWSA TpeboBaHWii 4en0Boi
[eAaTeNbHOCTN N 06LLECTBEHHBIX OXUAAHWNA;

h) cooTBeTcTBME npaBoBbIM TpebOBaHWAM, HOPMATWMBHOW cpefe, CTaHAapTaM W NOAUTUKE OpraHu-
3auuu;

i) obecneuyeHne xpaHeHUs LOKYMEHTOB B 6e30nacHoli 1 3aluuLLeHHON cpee;

j) obecneueHne xpaHeHUs OKYMEHTOB B TeYeHne Heo6Xo4MMOro Un TpebyemMoro Cpoka;

k) onpegeneHne 1 oLeHKY BO3MOXHOCTE NOBbILLEHNS 3 (PEKTUBHOCTN 1 pe3y/ibTaTUBHOCTU OpraHunsa-
LIMOHHbIX NPOLLECCOB, pPeLUeHnit 1 AeiCTBWIA B pe3y/ibTaTe Ka4eCTBEHHOIO yNpaB/ieHns fLOKYMeHTaMu,

Mpasuna co3faHns OKYMEHTOB 1 MeTafaHHbIX O JOKYMEHTaxX U UX BK/TIOYEHUSA B CUCTEMY YNpaB/ieHUs
[OKyMeHTaMu O/XHbI 6bITb BHEAPEHbI B NPOLeAypbl, PErynnpytoLme Bce nNpoLecchl Ae/10BON feATeNIbHOCTH,
N5 KOTOPbIX TpebyeTcs f0Ka3aTeIbCTBO OCYLLECTBEHNUS AeACTBIIA.

JlonrocpoyHoe nnaHupoBaHuWe Ae/0BON AeATEeNbHOCTU U Mepbl B CriyYae HenpeABUAEHHbIX 06CToA-
TeNbCTB AO/KHbI FapaHTUPOBAaTh, YTO AOKYMEHTbI, BaXHble A/15 NPOA0/MKUTENBHOTO (PYHKLMOHMPOBaHWSA opra-
HMU3auUn. 3almLLeHbl U MOTYT 6bITb BOCCTAHOB/IEHbI B C/lyvyae He06XoANMOCTH.

7.2 XapaKTepucTuUKu SOKYMeHTa

7.2.1 O6wue NnonoxeHns

[OKyMeHT LO/IKeH 06bEKTUBHO OTPaxaThb TO, YTO COOBLLEHO MW PELLEHO, U NPEANPUHATO AelicTBue.
[loKyMeHT fo/mKeH oTBeYaTb NOTPEOHOCTAM Ae/10BOl AeSATeNbHOCTU, K KOTOPOl OH OTHOCUTCS, U UCMO/b30-
BaTbCA B LLeN1SX OTYETHOCTH.

DNEeKTPOHHBIN AOKYMEHT [O/MKEH COAEPXATb WU NOCTOAHHO ObITb CBA3aH C MeTafjaHHbIMU, OTpaxato-
LMMK onepaLumn, coBepLlaeMble C 40KYMEHTOM B NpoLecce AenoBoi AeATenbHocTn. Mpy aTom:

a) CTpyKTypa [AOKYMeHTa, ero popMart 1 B3auMOCBA3N MeX Ay COCTaBASALWNMN LOKYMEHT 3/leMeHTamMm
[OJTXHbI OCTaBaTLCA HEU3MEHHbLIMU, HE NCKAXEHHbIMU MeTagaHHbIMU;

b) B MeTafaHHbIX O JOKYMEHTe 0/IKEH ObITb OTPAXEH KOHTEKCT ero co3faHuns, nosy4yeHuns n ncnosb3o-
BaHWsA (B TOM YMcC/e NpoLecc Ae0Boi AeATeIbHOCTH, YacTbio KOTOPOro ABASETCA AaHHan onepauus, gata u
BpeMs JaHHOW onepauumn 1 ee y4acTHUKK),

C) B MeTafaHHbIX 0 JOKYMEHTE AO/MKHbI OblTb NPeAcTaB/eHbl CBA3W MEXAY OTAETbHbIMU AOKYMEHTaMMu,
COCTaBNALMMN B COBOKYNHOCTU €AVHbIA KOMNIEKC AOKYMEHTOB.

MPVHUMABLI NOAUTUKKW, NPOLEAYPbI M MPaKTVKa ynpasieHns foKyMeHTaMu fo/KHbI o6ecneunsaTtb co3ga-
HVe NOA/IMHHBIX OKYMEHTOB, 06/1a4al0LLmX XxapakTepucTukamm, ykasaHHbiMum B 7.2.2 — 7.2.5.

7.2.2 AYyTEHTUYHOCTb

[IOKYMEeHT ABNsAeTCsA ayTEHTUYHbIM, €C/IN OH:

a) COOTBETCTBYET YCTaHOB/IEHHbIM Npasuiam:

b) 6bl/1 cO34aH UK OTNPaB/IEH IMLOM, YNO/THOMOYEHHbIM Ha 3TO;

c) 6bl1co3gaH Uan oTNpas/ieH B TO BPEMS, KOTOPOe 0603HAaYeHO B JOKYMeHTe.

UTo6bl 06ecneumBatb ayTEHTUYHOCTb JOKYMEHTOB, OpraHn3auny AO/HKHbI BHEAPATL U fOKYMEHTa/IbHO
dvKcupoBaThb NPVHLMMLI NOAUTUKA U NPOLEAYpbl KOHTPONA HaZ Co3A4aHneM, NosyYeHnem, nepeaadein, xpaHe-
HMEM 1 0T6OPOM (M3bATUEM) AOKYMEHTOB M TEM CaMbIiM rapaHTUPOBaTh, YTO CO34aTe M AOKYMEHTOB YNOHO-
MOYEHbI Ha 3TO U MOTYT 6bITb MAEHTUMULMPOBAHLI, a JOKYMEHTbl 3allulleHbl OT HeCaHKLMOHUPOBAHHOIO
[ONONTHEHWSA, yAaneHus, U3MeHeHWs, CMONb30BaHNA U COKPbITUA (3acekpedrBaHns).

7.2.3 [JocTOoBEpHOCTL

[locToBepHbIM ABNSIETCA JOKYMEHT, COAiepPXaHune KOTOPOro MOXHO CUMTATb NMOJTHLIM UTOYHLIM NpeacTaB-
NeHneM noaTeepxAaemblx onepaumnii, 4eaTenbHOCTN A hakToB 1 KOTOPOMY MOXHO JOBEPATL B NOC/Aeayto-
L MX OnepaLusax unun B nocneaytouein aeatenbHoCcTU. JoKyMeHTbl cnefyeT co3faBaTb BO BpeMs UK cpasy xe
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nocsie onepauun uayM cuTyaunn, K KOTOPbIM OHU OTHOCATCS, /MLamu, AOCTOBEPHO 3HaoWMMM hakTbl, Uan
cpefctBamu, 06bIYHO UCMONb3YyEMbIMY B A€/10BOI AeSATENBHOCTU NPY NPOBEAEHUN aHHO onepaLum.

7.2.4 LlenocTHoCTb

LlenocTHOCTb AOKYMeHTa onpefesseTcs ero NosIHOTOM M HEM3MEHHOCTbIO.

Heo6xo41Mmo, 4TOObI 4OKYMEHT ObIN 3aLLMLLIEH OT HECAHKLMOHUPOBAHHOTO N3MeHeHus. MonnTuka n npo-
ueaypbl yrnpaBneHuss AOKYMeHTaMy OO/DKHbl yKasblBaTb, Kakue AOMOSIHEHUA WM U3MEHEeHUs MOryT 6biTb
NPVYIMEHEHbI K AOKYMEHTY MOC/Ee ero co3AaHus, Npy Kakmx 06CTOATENbCTBAX AOMO/THEHUS WU U3MEHEHUS MO-
ryT 6bITb paspeLleHbl MKTO YNOSIHOMOYEH cAenaTh 3T0. J1lo6ble CaHKLMOHMPOBaHHbIE M3MEHeHNs, o6aBneHns
Unu yganeHus B fOKyMeHTe cnefyeT 4eTko 0603HavaTb 1 KOHTPOMPOBATb.

7.2.5 TpUrogHoCTb 419 NCNO/b30BaHUA

MpurogHbIM 4719 UICNOb30BaHNS IBNAETCS AOKYMEHT, KOTOPbI/ MOXHO JI0Kan“3oBaTb, HaTW, BOCNPOU3-
BECTU U MHTepnpeTupoBaTb. [pn BOCNpon3BeAEHN OH AO/DKEH OTPaXaTb CBA3b C Ae/10BOI AeATENbHOCTbIO
Wnn onepauveii, B pesysbTtaTe KOTOPOl OH 6bla co3faH. KOHTEKCTHbIE CCbIIKM JOKYMEHTOB [O/MKHbI HECTM
MH(OpMaL Mo, HeO6X0AMMYIO A1 NOHMMaHUS onepauuii 4eNoBol AeATeNbHOCTH, B KOTOPbIX 3TW AOKYMEHTbI
6bl/IM cO3AaHbl Y NpUMeHANNCh. [lo/mkHa 6bITk NpeJocTaBieHa BO3MOXHOCTb MAEHTU(MLMPOBaTL JOKYMEHT B
LUMPOKOM KOHTEKCTE A,e/10BOl AesATeNbHOCTU 1 PYHKLMIA. CBA3N MeXay AOKYMeHTamu, dhukcupytowme nocre-
[l0BaTeNbHOCTb AECTBUIA. fOMKHbI 6bITb COXPAHEHBI.

8 npOEKTI/IpOBaHI/Ie 1N BHEAPEHNE CNCTEMDbI yrnpaB/1IEHNA OOKYMEHTaMU

8.1 O6uwmne NosoXeHUs

CTpatervs ynpaBfeHusi LOKyMeEHTaM/ OCHOBbIBAETCA Ha pa3paboTke U BHeAPEeHUW B NPaKTUKy paboTsl
NPUHLMNOB NOAUTUKKW, NPOLLeAYP Y NPaBunI LOKYMEHTUPOBaHNS, a Takke Ha NPOeKTVPOBAHUN N BHEAPEHWUN CUC-
Tem ynpas/fieHVs AOKyMEeHTaMu, COOTBETCTBYIOLUMNX TEKYLMM NOTPEOHOCTAM opraHusauuy 1 HOpMaTUBHOW
cpege.

MpuHATaa opraHu3auueii cTpaTerus ynpasieHns AOKYMeHTamMmy COGCTBEHHOW Ae/10BOi AeATeNbHOCTM
[O/MKHa onpeAenaTb, kakve AOKYMEHTbI, KOrfa, Kak virae cnegyeT BkIo4vaTb B CUCTEMY yNpaBieHNs JOKYyMEeH-
Tamu.

CTpatervs BHeApeHUsi COOTBETCTBYIOLLEV CUCTEMbI YNPaBieHNA ,OKyMEHTaMN MOXET BK/toUYaThb BCEOS:

a) NpOoeKTVPOBaHWe CUCTEMbI YNPaBAeHNs 4OKYMEeHTaMu:

b) [OKYMEHTMpPOBaHWe NpoLeccoB MYHKLNOHNPOBAHNA CUCTEMbI YNIpaB/IeHNs AOKYMEHTaMK,

C) NOATOTOBKY COTPYAHMKOB, paboTaloL X C AOKYMEHTaMM:

d) koHBepTuMpoBaHWe AOKYMEHTOB B HOBYH CUCTEMY YNpaBieHNs OKYMEHTamMun 1 HoBble hopMaThl;

e) ycTaHOB/IeHWe CTaHAapToB, NPOBEPKY COOTBETCTBUSA UM W X COB/TIOAEHNS;

f) onpepeneHne cpokoB XpaHeHWs W NPUHATUE PeLleHUn OTHOCUTE/NIbHO LEHHOCTU AOKYMEHTOB (Npu
co6M104eHNN COOTBETCTBUSA HOPMATUBHOI cpefe).

CTparterus ynpasneHust SOKyMeHTaMu J0/MKHa ObITb JOKYMEHTaIbHO 3adMKCpOBaHa B COOTBETCTBYIO-
LeM naaHe, HaNpUMep B CTPATErMUYECcKoM NJiaHe No ynpaBfieHnto nHpopmaumeit, KoTopblii JOMHKEH BXOANTL B
COCTaB N1aHOBO-(hMHAHCOBOW [OKYMEHTAL MM OpraHn3aLuu.

WHopmaLmoHHble cucTembl, NpukNagHble NporpamMmmbl ¥ KOMMYHUKaLWOHHbIE CUCTEMbI, @ TakkKe noj-
JepxXvBaemMble VMW NpoLEecCbl Ae/0BON [eATeNIbHOCTU crieAyeT MpoeKkTMpoBaTb, MOAWGULMPOBATL WK
nepenpoekTMpoBaTh Tak, YTOObI B NpoLiecce NOBCeAHEBHOW Ae/10BOI feATeNIbHOCTYN 3TO HE MeLLano Co34aHno
COOTBETCTBYHOLLMX [,OKYMEHTOB Kak COCTaBHOM YaCTU CUCTEMbI YyNpaBieHus LOKYMeHTaMu.

8.2 XapaKkTepucTuKn CUCTEM ynpaB/ieHUsa 4OKyMeHTaMun

8.2.1 BBepgeHue

CurcTeMbl ynpaBneHust [OKYMeHTaMmn 40/MKHbI NoALEePXKMBaTh LOKYMEHTbI, 06/1ajatoLLne xapakTepucTu-
Kamu. ykasaHHbIMW B 7.2. a CaMun CUCTEMbI YNPaBeHNs [OMKHbI 06/1a4aTh XapakTepucTukamu, ycTaHoBNEH-
HbiMn B 8.2.2 — 8.2.6.

8.2.2 HapgexHocTb

No6as cuctema, ncnonb3yemas Ana ynpasneHns oKkyMeHTamu, fO/MKHA 6bITb CNOCOOHOW ANINTENBHO U
3hheKTMBHO (PYHKLMOHMPOBATL B COOTBETCTBUM C TpebyeMbIMK NpoLiegypamu.

Cuctema ynpasneHna oKyMeHTaMu AoJKHa:
a) BK/1lOUaTb BCe AOKYMEHTbI B paMKax 0oXBaTblBaeMoli eto ,D,enOBOVI neATeNIbHOCTN B COOTBETCTBUM C

YCTaHOB/1IEHHbIM NOPAAKOM,

6
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b) OpraHM30BbIBATb JOKYMEHTbI TakuM 06pa3oM, 4To6bl OTpaxaTb NPOLEeCcChl A4eN0BON AeATe/TbHOCTH
cosgatens (MCNOMHUTENA)A0KYMEHTOB:

C) 3awmuiaTb 4OKYMEHTbI OT HECAHKLMOHMPOBAHHOIO N3MEHEHUS, U3BATUSA UIN YHUUTOXEHUS;

d) BbIicTynaTb B KayecTBe OCHOBHOIO UCTOYHMKA MHEpOpMaL K 0 AeACTBUSIX, 3a(DUKCUPOBAHHbIX B [OKY-
MeHTax:

e) obecneuymBartb AOCTYN KO BCEM OTHOCALLMMCS K ONpefesieHHOMY BONPOCY OKYMEHTaM 1 CBA3aHHbIM
C HUMUN MeTafaHHbIM.

MokasaTenu HafeXHOCT CUCTEMbI YNPaB/IeHUSA LOKYMEHTaMU AO/MKHbI ObITb OKYMEHTa/IbHO 3addUKCU-
poBaHbl NyTEM CO34aHNSA U COXPaHEHNS OKYMEHTOB, peramMmeHTUPYOLLMX NOPSAL0K paboTbl AaHHOK CUCTEMBI.
3TV AOKYMEHTbI AO/HKHbI NOATBEPX/AATb COOTBETCTBUE AHHOW CUCTEMBI YNIPABNEHNA AOKYMEHTaMN KpUTepu-
SIM NepeyncrieHnii a) — e).

CuncTema ynpaBrieHUsi LOKyMeHTamu Ao/hKHa pearmpoBaTh Ha M3MeHeHUss noTpe6HocTel fenoBoii aes-
TE/IbHOCTUW. HO Nt06ble N3MEHEHUS B CUCTEME He A0JDKHbI BNSATb HA XapaKTepUCTUKN LOKYMEHTOB, BK/TOUEH-
HbIX B Hee. MepemMelleHne AOKYMEHTOB U3 OfHOM CUCTEMbl YNpaBieHUs AOKYMeHTamu B Apyrylo crnegyet
NpoBOANTbL TakMM 06pa3oMm, YTO6bI He OKa3biBaTb HEG1ArONPUATHOTO BO3AENCTBUS HA XapaKTePUCTUKMN LOKY-
MEHTOB.

8.2.3 LlenocTHOCTb

[ns npepgoTBpalleHns HecaHKUMOHUPOBAHHOIO AOCTyNa K AOKYMEHTaM, UX YHUUTOXEHUS, N3SMEHEHNs
NN NepeMeLLeHns B cucTeMe ynpasieHus LOKyMeHTaMy criefyeT NPUMEHSATb KOHTPO/IbHbIE MEPONPUATUS,
Takve kak MOHUTOPUWHT A0CTyna, Bepudrkaums nosib3oBaTeneii. YHUUTOXKEeHMEe JOKYMEHTOB 1 UX 3aCeKkpeynBa-
HVe [0/KHbl OblTb CaHKLMOHMPOBAaHbI. Tako KOHTPO/Ib MOXET OCYLLeCTBASATLCA BHYTPWM Camoii CUCTEMbI
ynpaBneHust AOKyMeHTaMun UAn 6biTb BHELHUM MO OTHOLUIEHWIO K KOHKPETHOM cucTeme. B OTHOLIEHUN 31eKT-
POHHbIX AOKYMEHTOB OpraHusauns go/HKHa MMeTb BO3MOXHOCTb foKa3aTb, YTO Nt06ble CUCTEMHble cboum,
06HOB/IEHNS NPOrpaMMHOro obecneyeHns UM perynspHas sKkcrnyatauus CUCTeMbl ynpas/ieHns JOKyMeHTa-
MW He B/IMSAIOT Ha KA4eCTBO COXPAHHOCTU AOKYMEHTOB.

8.2.4 CooTBeTcTBUE

CucTtembl ynpasfieHns JOKYMeHTaMy B opraHusaumnax A4o/mMKHbl OblTb ynpaBisieMbl B COOTBETCTBUU CO
BCEMM TpebGoBaHWSAMMW, NpefbsABNSEMbIMU Tekyllel Ae0BO AeATeNbHOCTbI0, HOPMATWUBHON Cpefoin u
061 eCTBEHHbIMY OXUAaHuAMU. COTPYAHMKM, co3atoLine LOKYMEHTbI, JO/MKHbI NOHMMATb, Kak 3Tu TpeboBa-
HMA BAIVAIOT Ha AENCTBMA, KOTOPble OHW BbINOHAKT. COOTBETCTBME CUCTEMbI YNpaBieHuUs AOKyMeHTaMu
Takum TpeboBaHNAaM cnegyeT perynsipHo NPOBEpPsiTh, & AOKYMEHTbI 3TUX NMPOBEPOK CAeAyeT XpaHUTb B LieNsax
[okasaTenbcTBa.

8.2.5 KomnsekcHoCTb

CucTeMbl ynpaBneHns 4oKyMeHTaMn AO/MKHbI yNpaBnsATh 4OKYMeHTamu, ABASIOWUMUCS pe3ynbTaToM
BCEX BV/0B [1€/10BO AEATENLHOCTU OpraHn3anmmn uan ee CTPYKTYPHOTo NogpasfaesieHuns.

8.2.6 CnCTeMHOCTb

[okymeHTbI cnegyeT co3faBaTth M COXPaHATb CMCTEMHO. CUCTEMHOCTb paboT B cdepe ynpaBneHus foKy-
MeHTamMu OoCTUraeTcs nyTem NPOEKTUPOBaHNA U MPUMEHEHNS Kak CUCTEMbI yNpaBAeHus JOKYMEHTaMu, Tak 1
ApYrux cuctem ynpaBneHusi Ae/10BOW AeATeNbHOCTbIO.

Cuctema ynpasfieHust 4OKYMEHTaMM J0/HKHA UMETb TOUHYI0 AOKYMEHTas/lbHO 3atdMKCUPOBAHHY0 NOAN-
TUKY. pacnpefesieHne OTBETCTBEHHOCTU 1 (DOpPMasibHY0 MEeTOA0N0MMI0 YNpaBieHs eto.

8.3 lNpoekTupoBaHne v BHELPOHNO CUCTEM YNpaB/IeHUS OKYMeHTaMu

8.3.1 O6wume nonoxeHuns

Cuctema ynpasrieHns foKkyMeHTaMu fo/kHa 061agaTb YHKUMOHANBbHBIMUY XapakTepucTukamm, no3so-
NALWUMIN BbINONHATL U NOA4EPXMBATL NPoLecchl ynpasneHus JOKyMeHTaMu, onncaHHble B pasgene 9.

Mpu NPYHATUN peLLeHnid, CBA3aHHbIX C MPOEeKTMPOBaHUEM Y BHEAPEHUEM CUCTEMbI YNpaB/ieHNs [0Ky-
MeHTaMu 1 NnoaaepXMBaHMeM eto NpoLeccoB ynpaBneHns 4oKyMeHTaMu, cnegyeT npuHUMaTh BO BHUMaHne
Heo6X0ANMOCTb UX COOTBETCTBUA OpraHn3aLNOHHbIM CTPYKTYpam yrnpasieHus.

8.3.2 [lokymMeHTMpOBaHUe onepauunii

CucTtembl ynpaBneHus 4OKyMeHTaMu AO/IKHbI MOIHO M TOYHO OTpaxaTb Bce onepawuu, Npou3BeeHHble
HEMNocpeACTBEHHO C KOHKPETHbIM JOKYMEHTOM, a Takke MpoLecchl, CBA3aHHbIE C HAM. 3TV CBEAEHUSA MOryT
6bITb 3aPKCUPOBaHbl B MeTafaHHbIX O OKYMEHTE NN B KOHTPOJIbHbLIX MPOTOKO/1aX CUCTEMHbIX NPOLLECCOB.

[POTOKO/1bI KOHTPO/IA CUCTEMHbLIX NMPOLLECCOB CcriegyeT XpaHUTb, Kak MUHUMYM, CTOJIbKO Xe. CKOSIbKO XpaHAT
OOKYMEHT, K KOTOPOMY OHM OTHOCATCA.
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8.3.3 MatepuanbHbie HOCUTeNn nHopMaLun n nx usnyeckas sawuTa

Mpu npoekTMpoBaHnM CUCTEMbI yNpaBieHUs fOKYMeHTaMu cnefyeT BblonpaTb NOAXOAALLYI0 cpefy Xxpa-
HEHMS N HOCUTeNU UHopmauum, cpeacTea (U3NYECKON 3aluThl, NpoLeaypbl 06paboTKu U CUCTEMbI XpaHe-
HVA. BblGop HOCMTENs MHOpMauuy 3aBUCUMT OT CPOKOB XpaHeHus [OKyMeHToB. CucTema ynpasrieHus
AOKYyMeHTaMn A0/HXKHa ObITb noaroTtoBsieHa KHpe3BbIlIaI7IHbIM cUTyayunam Tak. 4YTOObI onpeaenAaTb NymMeHbLlaTb
puckn. Bo Bpemsi 1 nocne BOCCTAHOBMEHNA AeATe/IbHOCTU opraHm3alum, nocTpajaslueil oT Ype3BblyaiHbiX
cuUTyauuid, cuctema ynpas/ieHNst [OKYMEHTaMM [O/HKHA COXPaHSATb CBOK Le/IOCTHOCTb U IEMOHCTPMPOBAaTh
3To.

8.3.4 PacnpepeneHHoe ynpaBfeHne

CucteMbl ynpaB/ieHUsi AOKYMEHTaMU A0/KHbI OblTb CNOCOGHbLI MOALEPXMBATL aflbTEPHATUBHbIE Ba-
puvaHTbl pa3mMelleHns JOKYMEHTOB. B HEKOTOpbIX cyyasix, ec/im npaBoBas U HopMaTuMBHas cpefa No3BOoNsAT
3T0. LOKYMEHTbI fonyckaeTcs hrM3nyeckn XxpaHnuTb B OJHOW OopraHu3auuy, a ynpaBneHne VM1 1 OTBETCTBEH-
HOCTb 3a HUX MOXHO Bo3naraTb NGO Ha opraHu3auuio-cosgaTens, MM60 Ha APYroli NOSTHOMOYHLIA OpraH.
Takoli NopafoK pasMeLLeHnst, pasimyarlLnii XxpaHeHue, BNajieHne 1 0TBETCTBEHHOCTb 3a JOKYMEHTbI, Xapak-
TepeH A5 3/1eKTPOHHbIX JOKYMEHTOB, pa3MeLLeHHbIX B 3/IEKTPOHHbIX CUCTEMAX YNpaB/eHUS 4OKyMeHTaMu.
MepemeLleHne JOKyMEHTOB MOXET NPOUCXOANTL B060E BPEMS, MPY 3TOM OHO 0/IKHO ObITb KOHTPOMPYEMO
1 OKYMEHTa/IbHO OhOPMEHO.

8.3.5 KoHBepTuMpoBaHue n murpauuns

Cuctembl ynpaB/ieHNs JOKyMeHTamu cnegyeT NpoekTMpoBaTb Tak. YTOObl AOKYMEHTbl OCTaBalvChb
ayTeHTUYHbIMW, HaAEeXHbIMN U NPUTOAHLIMU ANA UCNONb30BaHNA HE3aBUCUMO OT NO6bIX UIBMEHEHUI B CUCTE-
Me ynpasneHusa fOKyMeHTaMu (B TOM YMC/ie NPY KOHBEPTUPOBaHUM (DOPMATOB, MUTPaLMN MEXAY TEXHNYECKAM
obopyaoBaHneM, onepaLoHHbIMU CUCTEMaMK WU cneuuanbHbIMY NPOrpamMMHbIMU NPUIOXKEHUSMN) B Teue-
HMe BCero nepuoja ux xpaHeHus (B cootTBeTcTeum c 8.5).

8.3.6 [ocTyn, NOUCKKN Ucnosib3oBaHne

CucTeMbl ynpaB/ieHNsi 4OKYMEHTaMU [0/HKHbl 06ecneynBaTb CBOEBPEMEHHbIV U 3 (DEKTUBHBI NOUCK 1
[OCTYyn K AOKYMeHTaM, He06X0ANMbIM /15 OCYLL,eCTB/IEHNS 4e/10BOI feATeNbHOCTU Y OTYETHOCTH.

CucteMbl ynpas/ieHnst OKYMEHTaMu JO/KHbl UMETb U NPUMEHSITb CpeACcTBa KOHTPOA A0CTyNa, YToObI
obecneynBaTb COXpPaHHOCTb A0KYMEHTOB. OHM A0/KHbI 06ecneynBaTh Co3aHune Y NoaaepXKy MPOTOKO1a KOH-
TPONSA CUCTEMHbIX MPOLECCOB WM ApYyrMe MeToAbl, No3Bonsowme apekTMBHO 3awmuiarb 4OKYMEHTbl OT
HeCaHKLMOHNPOBAHHOTO UCMO/Ib30BaHUSA, U3MEHEHUS UM YHUUTOXEHNS.

8.3.7 XpaHeHue N yHNUYTOXeHNe JOKYMEHTOB

CucTteMbl ynpassieHus AOKyMeHTaMu 40/KHbI 06ecneyunBaTth NPOLECChl XpaHeHus, oTbopa 1 nepegayn
[OKYMEHTOB A1 NOC/IeAYOLLEr0 XPaHEHNS WIN YHUUTOXEHUS. [leicTBMA No 0T60pY 1 nepesaye LOKYMEHTOB
Ha ganbHelillee XpaHeHe NN YHUUTOXeHNe MOryT 6biTb NpeanpuHATbI B 10601 Neprog XU3HEHHOTO Lmkia
[OKYMeHTa, B TOM YMC/le Ha CTafuu NPOEKTUPOBAHUSA CUCTEMbI YNpaBieHUs AOKYMeHTamu. [omxHa 6biTb
npeaycMoTpeHa BO3MOXHOCTb aBTOMAaTUYeCKOro otéopa (M3bATUA) LOKYMEHTOB U3 CUCTEMbI YrpaB/ieHns
AOKyMeHTaMu anda nepegayvyn nUx Ha ,u,aaneﬁmee XpPaHeHne Unn yHUUYToXeHune. cuctemsl ynpaBneHna Aoky-
MEHTaMM A0/MKHbI NoAAEPXKNBATL NPOTOKO/bI KOHTPOISI CUCTEMHbIX NPOLLECCOB UK Apyrue MeToabl, obecne-
ynBalLLme oTC/eXnBaHne BCex 4eNCTBMIA MO 0TOOPY M Nepegayve 4OKYMEHTOB Ha fasibHelllee XxpaHeHne nm
YHUUTOXEHNE.

8.4 MeTo[o0/0rna NpoeKTMPOBAaHNSA U BHEAPEHUSA CUCTEMBI yNpaBAeHNs 4OKyMeHTamMun

Mpv NPOeKTUPOBaHUN N BHEAPEHWUMN CUCTEMbI YNIPaBAEHUSA OKyMEHTaMn 0co0b60e 3HauYeHne umeeTt MeTo-
[0M10T1sA ee NPOeKTUPOBaHNS U BHEAPEHMS, BK/THOUAKOLLLAA H/XKENEPEUNCIEHHbIE 3TanNbI.

MeTogonorusi, onucbiBaemas B nepeuncneHmsax a) — h). He ABnseTCA NMHENHOK. DTK 3ajaum Jonycka-
eTCs BbINOMHATbL Ha Pa3/INYHbIX CTaAMAX, MHOTOKPATHO, YACTUYHO UM NOMHOCTLIO, B COOTBETCTBUM C OpraHu-
3aLMOHHbIMY NOTPEBHOCTAMU, OPULMaNbHBIMY TPEGOBAHNSMMW U U3MEHEHUAMU OPraHn3aLioHHON cpeabl Un
cpefbl ynpaBneHnsa 4oKyMeHTamu.

a) lMpepnBaputensHoe ob6cnenoBaHne BKIOYaET B cebs:

- c60p nHhopmaLun Ha 0OCHOBE aHann3a foKyMeHTalbHbIX UICTOYHMKOB M NYyTEM MHTEPBbLIOUPOBAHUS;

- M3yYeHue Leneii n 3agay opraHm3aLlun, ee CTpyKTypbl, HOPMATUBHOM, ,e/10BOI U NOIMTUYECKON cpeapbl,
KpUTU4YeCcKux pakTopoB 1 HeOCTATKOB, CBA3@HHbIX C yNpaB/ieHUEM JOKyMEHTaMu.

b) AHanu3 AenoBoW feATeNbHOCTN BK/IOYAET B ce6S;

- c60p MHhopMaLUn U3 OKYMEHTa IbHbIX UICTOYHUKOB U NYTEM UHTEPBbLIOMPOBAHNS.

- UOEHTUUKALMIO Y JOKYMEHTMPOBAaHNE Kax 4o (OyHKLUN, BUAa AeN0BOl AeATeNbHOCTU 1 onepauumu;

- YCTaHOB/IEHME VX NepapXumn:

- MOieNMpoBaHmne NPOLLECCOB 1 COCTaB/AIOLLUX UX ONepaLuii.
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c) OnpegeneHue Tpeb6oBaHUi K AOKYMEHTaM BK/loHaeT B cebs:

- c60p UHhopMaLMK U3 LOKYMEHTaIbHbIX UCTOYHWUKOB 1 NyTEM UHTEPBLIOVPOBAHUS;

- BbIIBNIEHME KaXKA0M (DYHKLMN 1 BUAA Ae0BOI [eATeNbHOCTU, peasin3yembliX C MOMOLLbIO OKYMEHTOB
(371 TpeboBaHNA MOryT 6bITb BbINO/IHEHbI HA OCHOBE aHann3a HOpMaTUBHON cpefbl OpraHn3auu B COOTBET-
CTBUM C pasgenom 5);

- onpegeneHune cTeneHn pucka B ciayyae, €Cnim 4OKYMEHTbl He 6bl/in co34aHbl U (M) He COXPaHEHbI;

- onpejenieHne Toro, kak Kaxaoe TpeboBaHne MOXeT OblTb BbINOTHEHO B pamKax NMpoL,eccoB yrnpaBieHus
[OKyMeHTamu;

- YyeTKoe hopmMynnpoBaHue 1 aAokymeHTasbHoe odyopmeHne TpeboBaHmi K JOKYyMEHTaM,

- BbIOOp noAxoAsLein CTPYKTypbl 4OKYMEHTOB, HaUy4LWMM 06pa3om COOTBETCTBYIOLLEN Kaxaon dyHkK-
uun, BUAY AeN0BOV AeATeNbHOCTU UK onepaLun.

d) OueHka cylecTByOLWUX CUCTEM YNpaBAeHNs AOKYMeHTaMmn npeactasnseT coboil;

- AEeHTUUKaLNIO N aHa/IM3 CYLLECTBYIOLUX CUCTEM YNpaBfieHUsa AOKYMEeHTaMu 1 ApYrnx nHgopma-
LIMOHHBIX CUCTEM B LLe/ISIX OLEHKM NX 3KCNyaTaLnOoHHbIX XapakTepucTuk Ha npeameT cooTBETCTBUA TpeboBa-
HVAM, NpeAbABNSAEMbIM K AOKYMEHTaM.

e) ObecneuyeHne cobnaeHnsa TpeboBaHNii K JOKYMeEHTaM BK/IOYaeT B cebs:

- onpegenexve 1 hopmysIMpoBaHue Tpe6GoBaHUI K A40KYMEHTaM;

- yCTaHOBEHWE MPUHLMMNOB MNOMNTUKKN, CTAHAAPTOB, NPOLIeAYP N NPaKTUYECKNX feiiCTBUIA;

- MPOEKTMPOBAHNE HOBbIX CUCTEM YNpaBfeHust JOKyMEHTaMn 1 BHefpeHne ux TakuMm 06pas3om, 4Tobbl
co61104aNNCb YCTAHOB/EHHbIE TPE6OBAHUS K JOKYMEHTAM.

CTpaTerns MoxeT 6bITb NPUMEHEHa KKaXXA0My Tpe60BaHMI0 KA0KYMeHTaM OTAENbHO U B KOMBUHaLMN.
Ctpaterns fomkHa 6biTb BbibpaHa Ha OCHOBE CTEeMNeHW pucka B C/lyyae HeBbINOSIHeHNUA TpebosBaHusa Nnbo B
pamMkax hyHKLUM (415 noaaepxaHusi KOTOpoli NpegHasHavyeHa cucTema ynpasieHus JoKkyMeHTamu), cyLecT-
BYIOLLLEI CUCTEMHOW cpefbl UK KOPNOPaTUBHOM KyNbTypbl, B KOTOPOI MPUMEHSIOT CTpaTernio, cornacHo pas-
neny7.

0 lpoekTUpoBaHNe CUCTEMbI yNpaB/IeHWUsA AOKyMEHTaMV BKIOYaeT B cebs:

- pa3paboTKy cTpaTeruu, NpoLeccoB Y NPUHLMNOB NPaKTUKX, ONUCLIBAEMbIX B HACTOSILLLEM CTaHAapTe;

- obecneyeHve TOro, YTo6blI CMCTEMA ynpaBieHnsa AOKYMeHTamMy noafdepxvBana npouecchl AenoBoi
[eATeNbHOCTU, a He MeLlana uw;

- OLLeHKY 1, B C/lyyae Heo6Xxo4MMOCTU, NepenpoekTpoBaHne NPOLLeCCOB Ae/10BO fesATeNbHOCTH, a Tak-
€ NCMONb3yeMbIX MHPOPMaLVOHHO-KOMMYHWKALMOHHbIX CUCTEM A1 BKIIOYEHNSA B HUX MPOLLECCOB MO ynpas-
NIEeHNI0 OKYMEHTamu.

4) BHeapeHve cucteMbl ynpaBneHust 4OKYMeHTamu

BHeapeHve cucTembl ynpaBieHna fOKyMeHTaMu cnegyeT NpoBOANTL CUCTEMHO C MUCNO/Ib30BaHeM Npo-
€KTHOro NnaHupoBaHWa U MeTOA0/OMMIA, NOAXOAAWMNX ANA AaHHOW CUTyauuK, a Takke C Liesibio nHTerpauymm
paboTbl 3TON CMCTEMbI B MPOLECCHI 1e/10BOW AESATENBHOCTN U APYrne CBSA3aHHbIe C Heli CUCTEMBI.

h) O6cnepoBaHue nocne BHeApeHNs NpeacTaBnsieT coboi;

- HEOTbEM/IEMBIN 1 HENpPepbIBHbIN NpoLecc céopa nHgopmalmmn o pabote cMCTEMbI yripaBieHns [OKy-
MeHTamMu. ITO MOXET 6bITb NPOBEAEHO NYTEM MHTEPBLIOMPOBAHUS PABGOTHUKOB M OCHOBHbIX UCMONHUTENEN C
NOMOLLbIO @aHKeT, HabNogeHNs 3a CUCTeMO B AeCTBMI, U3YHEeHNA NpoLeAyPHbIX UHCTPYKLUUIA, yHebHbIX MaTe-
pvanos v Apyroli AOKyMeHTauuu, a Takke nyTem npoBefeHns BblI6OPOUHbIX NPOBEPOK kKauyecTBa JOKYMEHTOB,
MCMO/Ib30BaHUSI KOHTPO/IbHBIX MEP;

- CONPOBOXAEHNE CUCTEMbI YPaBIEHNSA LOKYMEHTaMW MyTeM NPOBEPKN 1 OLLEHKM ee paboThbl;

- nogfepxka paboTbl CUCTEMbI yrIpaBAeHNS OKYMEHTaMmn NyTeM UHULMUPOBAHNA Y MOHUTOPUHIA KOp-
PEKTUPYIOLNX AeACTBUN;

- KOHTPONb (hYHKLUMOHNPOBAHNA CUCTEMbI YNpaBieHns [OKyMEeHTaMu MyTeM YCTaHOB/IEHUSI pexuma
HenpepbIBHOTO MOHUTOPWUHIA U PEryISPHON OLLEHKN.

8.5 TpekpalieHne NPUMEHEHNSI CUCTEM YNpaBaeHUsA OKyMeHTaMu

B cnyyae npekpalleHusi NCNosb30BaHUS CUCTEMbI YNpaB/IeHNA JOKYMEeHTaMn Uan yTpaTtbl el nerntum-
HOCTU AOKYMEHTbI 60/blie He cnepyeT BKAOYATb B 3Ty CUCTEMY, O[HAKO HaxoAsLWMeCcs B Hell AOKYMEHTbI
[OMKHbI BbITb AOCTYMHbI. [JOKYMEHTbI MOTYT GbiTb NepemMelleHbl N3 CUCTEMbI YNpaBIeHUss JOKYMeHTaMun B
COOTBETCTBMU CAEWCTBYOLMMY NPaBUIaMu XpaHeHns noTbopa (nepegayv) v BCcOOTBETCTBUM CO cTpaTerun-
AMU KOHBEPTMPOBAHUS N MUrpaLmm. MNpouecc npekpaLeHns NPUMEHEHNA CUCTEMbI YNPaBEHUS LOKYMEHTaMU
[0MKeH ObITb JOKYMEHTaIbHO 3ahMKCMPOBaH B TO Mepe, B KOTOPOI 3TO NoTpebyeTcs 415 COXpPaHEHUs ayTeH-
TUYHOCTKM, [OCTOBEPHOCTW, NPWUIOAHOCTW AN UCNOMIb30BAHUS W Le/IOCTHOCTU [OKYMEHTOB, NO-NpexHemy
HaxoAsALMNXCA B 3TON cucTeme, BKIOYas NaaHbl KOHBEPTUPOBAHUS UM NPeo6pa3oBaHns faHHbIX (CM. 7.2).
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9 lMpouecchbl ynpasneHnsa AoKyMeHTaMy N KOHTPO/ib

9.1 OkcnepTusa [OKYMEHTUPOBAHHOW WHgopMauun, nognexawieli BKAOYEHUIO B CUCTEMY
ynpasneHna oKyMeHTamu

OnpegeneHne coctaBa AOKYMEHTMPOBAHHON MHhOopMaLun, nognexallein BKIIUYEHUI0 B CUCTEMY YIpaB-
NeHnsa LoKyMeHTaMm, 6a3npyeTcs Ha aHam3e HOpMaTUBHOI cpefbl U NOTPe6GHOCTE AeN10BON feATENBHOCTU N
OTYETHOCTU, a TAKXXE Ha OLLeHKe CTEMNEHW PUCKOB B C/lyyYae, eC/iv 3TN OKYMEHTbI He By Ay T BK/TOUEHbI BCUCTEMY.
TpeboBaHVA MOryT pa3nnyaTbCs B 3aBMCMMOCTM OT TUMa opraHn3alum, NpaBoBOro U COLMabHOIO KOHTEKCTa,
B KOTOPOM OHa AeiicTByeT.

LloKkymMeHTbI CO34al0T B CamMOoli OpraHn3aLuuy 1 nosyyatoT U3BHE Ha PasIMyHbIX HOCUTENAX U C UCNOMb30-
BaHWEM MOCTOSAHHO MEHSAIOLNXCA TEeXHOMOrMA. JoKyMeHTUpoBaHHasa nHgopmauus ABnseTca ANHaAMUYHOWM,
OHa MOXET ObITb CO34aHa MHOXECTBOM UCNOSIHUTENEN, CYLLLECTBOBATb B HECKO/IbKUX BEPCUAX M HAXOANTLCA Ha
pasnunyHbIX cTafmax QOPMMPOBaHUSA B TeHEHUE pa3INyHbIX NeprogoB BPEMEHM.

JlokymeHT1poBaHHY0 MHOpMaLWIo criegyeT BKIOYaTb B CUCTEMY YNpaB/ieHWUs 4OKYMeHTaMun B kayec-
TBE [JOKYMEHTOB U CBA3bIBATb C METaAaHHbIMU, XapakTepusyLLMmn ee 0cobbIil eN0BOI KOHTEKCT, B Cy4vae,
eCnun oHa nobyxaaeT opraHn3auuy KAeNCTBUI0, CAYXUT 415 MX OTHETHOCTU, a TakKe OKYMEHTanbHO OUKCUpy-
eT AeliCTBMSA, peLleHns Namn NpoLecchl NPUHATUA PeLLEHWA.

9.2 OnpepferneHne CPOKOB XpaHeHUs LlOKYMEHTOB

MpUHATME PeLIeHNii 0 CPOKax XpaHeHNS OKYMEHTOB BCUCTEME YNpaBeHUst AJOKYMEeHTaMn OCHOBbIBaET-
CSl Ha OLleHKe HOpMaTUBHOI cpeAbl, NOTpebHOCTell Ae10BOl feATeNbHOCTM U OTYETHOCTH, a TakkKe Ha OLeHKe
pvckoB. B Hauane npouecca K NPUHATUIO TakUX PeLleHni cneayeT npuBaekaTb CTPYKTYPHble nogpasfeneHus,
afMVHUCTPUPYIOLLME KOHKPETHbI BUA AEN0BON AEATENbHOCTN, OTBETCTBEHHOIO COTPYAHMKA CYXObl ynpas-
NeHnsa AOKyMeHTamMu napyrue nuua, npuyacTHbie KITOMY NPoLLeccy, B COOTBETCTBUM C BHELLHEW U BHYTPEHHE
NONUTMKON ynpaBeHns AOKyMeHTamMu Unu ctaHgaptamu. NpaBoBbIMU NAW HbIMWU TPEHOBAHUSIMN HOPMATMB-
HOW cpefbl yCTaHaB/IMBAIOTCA MUHUMA/IbHbIE CPOKM XPaHEHUSI OKYMEHTOB B CCTEME yNpaBieHNs fOKyMeH-
TaMu. BMECTe C TeM K peLUeHNio 3TOro Bonpoca cnefyeT npusiekatb YNOTHOMOYEHHbIE OpraHbl (apXuBHbIe
opraHbl Un ayantopos). Mpu onpegeneHny CPOKOB XPaHEHNSA JOKYMEHTOB ciefyeT yunTbiBaTb NpaBa U uHTe-
pecbl BCeX 3auvHTepecoBaHHbIX nul. lNpVHMMaemble pelleHns He [LO/MKHbI NpefHaMepeHHO Hapylatb
Kakve-nmbo npaea goctyna.

YnpaBneHue xpaHeHeM JOKYMEHTOB [O/IKHO OCYLLeCTBNATLCA ANS:

a) COOTBETCTBMSA TEKyLWUM 1 ByayLnum noTpe6HOCTAM AeN10BO AeATeIbHOCTN NoCPeACTBOM:

1) coxpaHeHus uHdopmaLmmn O NPOLLUMbIX U HACTOALWMUX PeLleHnaX U Buiax AesaTebHOCTU (Kak YacTu
KOpnopaTBHOM NaMATK) B LieNIAX MHGOPMALMOHHOMO 06ecnevyeHns peLleHunii u 4esATeIbHOCTY B HACTOALLEM U
Gydyuiem.

2) coxpaHeHus gokasaTe/IbCTB NPOLLUION 1 HacToALW el f4eATeNbHOCTH AN cobnaeHns 065a3aTenseTs
oTYeTHOCTH,

3) cBOEBPEMEHHOIO CaHKLMOHWPOBAHHOIO M CUCTEMATUYECKOTO YHUUTOXEHUSA AOKYMEHTOB, KOTOpble
60/1bLLE He NCNOMb3YITCA.

4) coxpaHeHUs KOHTeKCTa AOKyMeHTa ANnS Toro, Yytobbl 6yaylime nonbL3oBaTesim MOrN cYnTaTh LOKY-
MEHTbI ayTEeHTUYHbIMW 1 AOCTOBEPHBLIMUN Aaxe B TexX C/yyasX, Koraa CUCTeMbl ynpaBieHns fOKyMeHTaMu, B
KOTOPbIX OHW XPaHWUIUCL, MPEKPaTUIN CBOE CYLLLeCTBOBAHNE UMW MOABEPINNCH CYLLLECTBEHHBIM U3MEHEHUAM;

b) COOTBETCTBMA NPaBOBbLIM HOPMaM NyTeM [JOKYMEHTUPOBaHUS, pa3bACHEHVSA N NpUMeHeHuns Tpebosa-
HWIA HopMaTuBHOI cpeabl B chepe ynpaBieHUsi LOKYMeHTaMu B KOHKPETHOM Hanpas/ieHnn AeN0oBoit feaTeNb-
HOCTW:

C) COOTBETCTBMA TEKYLUMM M ByAyLMM NOTPEOHOCTAM BHYTPEHHUX U BHELLHUX 3aUHTEPECOBaHHbIX L,
nocpesCcTBoM:

1) naeHTUUKaLNM 3aKOHHbIX MHTEPECOB, KOTOPbIE 3auHTepPecoBaHHble NnLa MOryT UMeTb B OTHOLLe-
HUWN COXPaHHOCTU AOKYMEHTOB B Te4eHne 6onee ANNTENBHOIO CPOKa, YeM 3TO He06X04MMO camoil opraHusa-
uun. B cocTaB 3avHTepecoBaHHbIX WL, MOTYT BXOAUTb Ae/0Bble NapTHEPbl, KAWeHTbl W Apyrue nvua, Ha
KOTOPbIX BIMSAIOT pelleHns 1 AeicTBUS faHHO opraHnsaunm, a Takke Te. KoMy opraHu3auus Ao/KHa npeao-
CTaBNATb AOCTYN KCBOUM [OKYMEHTaM B LIe1IX OTYETHOCTU (ayANTOPbI, OpPraHbl BNacTVi M yNpaBieHns, opraHbl
CNnefCcTBUSA, apXMBHbIE OpraHbl UK uccnegosarenn),

2) ycTaHOB/MIEHWA M OLEeHKN NPaBOBbIX, PUHAHCOBbIX, MONTUYECKUX, COLMANbHbIX AN APYTUX NO3UTUB-
HbIX pe3ynbTaToB OT COXPaHEHWS [OKYMEHTOB A5 CNYXEHUSA nHTepecam uccregosarteneli n obujectsa B
Lenom.
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3) cobnogeHns TpeboBaHNn COOTBETCTBYHOLLEr0 apXUBHOMO OpraHa B pamMmKax AeiCTBYOLLEero 3akoHo-
patenscTBa.

K AOKyMeHTaM ANUTesIbHOro UK MOCTOSIHHOIO CPOKa XpaHeHUs1 06bIYHO OTHOCAT AOKYMEHTbI, KOTOpbIE:

- cofepxar cBeieH1s 0 NONINTMKE U AeliCTBUSIX OpraHn3aumu;

- cofiepXart CBefleHNs 0 B3aMMOAERCTBMM OpraHm3aLmm ¢ 06CNyXnBaeMbIMy €10 KNMeHTaMu;

- [OKYMEHTa/IbHO YUKCMPYHOT NpaBa 1 06513aHHOCTM OTAE/NbHbIX JIUL, M OpraHn3aLunii;

- UCMOJIb3YHOT A/19 CO3[aHNA «MamMsATM» 06 opraHm3auvn B HayuHbIX, KY/IbTYPHbIX WU UCTOPUYECKUX
uensx;

- cogepXart cBefleHUs 0 AeATENbHOCTY, NpeAcTaB/AaoLLell MHTepec AN BHYTPEHHUX Y BHELLIHUX 3auHTe-
pecoBaHHbIX /1L,

9.3 BKNtOYeHME [OKYMEHTOB B CUCTEMY YNpaB/feHNS fOKYMEeHTamu

BkntoyeHneM OKYMEHTOB B CUCTEMY yNpaB/ieHus AOKyMeHTaMu JoCTUrainTesa cnegytowme uenu:

- yCTaHOB/IEHME B3aMMOCBA3el MexAy AOKYMEHTOM, ero cos3fjartesieM W KOHTeKCTOM CO34aHus LOKy-
MEHTa;

- pasmeLleHue (hrkcauus) LoKkyMeHTa, MeTafaHHbIX O HEM 1 er0 B3aUMOCBSI3eii B CUCTEME YNpaB/eHus
OOKyMeHTamu,

- yCTaHOB/IEHNE CBSA3Eii C APYTUMY AOKYMEHTaMMU.

Mpu BKNIOYEHUM AOKYMEHTA B 3/IEKTPOHHYIO CUCTEMY YNpaBneHUs JOKyMeHTaMn eMy MOryT 6biTb npu-
CBOEHbI MeTafaHHble, BK/IOYEHHbIE, MPUCOEAVHEHHbIE UK CBA3aHHbIE C HUM HE3aBUCUMO OT ero popmara.
370 [0/HKHO BbITb MPEeAYCMOTPEHO B NpoLeypax CUCTEMbI yNpaBieHnsa 4oKyMeHTaMu. Takne MeTagaHHble
0CO6EHHO HeOBX0AMMbI 419 KOHTPOS cTaTyca, CTPYKTYpbl U LEeIOCTHOCTU AJOKYMEHTa B /1l060e BpeMs, a Takke
[N Nnokasa ero cBs3eil ¢ 4pyrumMm oKyMeHTamu.

MeTogabl, 06ecneymBaloLLme BKIOYEHNE OKYMEHTA B CUCTEMY YNpaBieHns SOKYMEHTaMu, MOTyT BK/IHO-
yaTtb B Cebs:

a) knaccuukauui U MHAEKCMPOBaHNe, KOTOpbIe MO3BO/AKT COOTBETCTBYHOLWMM 06pa3om co3gaBatb
CCbI/IKW, NPOBOAMTL TPYNMMPOBKY, MpUCBavBaTh MMeHa, 3awuwaTb KOHUAeHUnanbHoCTb, obecneynBatb
[OCTyn Ana nosib3oBaTtesie, a Takke NPOBOAUTb NOUCK, 0TGOP U MAEHTU(IUKALMIO HEOBX0AMMBbIX (BOCTPe6O-
BaHHbIX) OKYMEHTOB;

b) pacnofnioxeHue AOKYMEHTOB B JIOTMYECKOW nociefoBaTenbHOCTY (Kak 6YMaxHbIX AeN, Tak U 3/1eKT-
POHHbIX ANPEKTOPWIA), ynpoLlatoLein nocneaytoLiee Ncnosib3oBaHve JOKYMEHTOB 1 CnpaBoyHyto paboTy;

C) peructpauuio, koTopas obecneyvBaeT foKa3aTeNbCTBO CYyL,ECTBOBaHWUA [AOKYMEHTOB B CUCTEME
ynpasfieHus LOKyMeHTamu;

d) cuctembl, hopmanusyowme Moaenu AeincTeunii, oCcyLWwecTBAsSEMbIX B NpoLecce Aen0Bol AesATeslb-
HOCTU:

1) cosgaloT MeTafaHHble, ONUCbIBAKOLLME KOHTEKCT;

2) obecneumBaloT foKaszaTeNbCTBO MECTOMOMOXEHNUS OKYMEHTa;

3) MAeHTUUUNPYIOT, Kakrne AeCTBMSA NOANEXANN UCTIONTHEHNIO, HO HE BbINOJIHEHbI;

4) nAeHTUPULMPYIOT, KTO UMen JOCTYN K AOKYMEHTY;

5) naeHTUULUMPYIOT, KOraa Takoi 4oCTyn UMen MecTo;

6) obecneumBaloT cBUAETENLCTBA 06 ONepauusx, Npou3BefeHHbIX C 4JOKYMEHTOM.

9.4 Peructpauus

B cucteme ynpaBneHus JOKYMeHTaMu, OCYyLLeCTBSLLEN NPOLEecChl perucTpauum.

a) [OKYMEHT perrcTpupytoT Npu BK/IKOYEHMMN €70 B CUCTEMY YNpaBieHns JOKYMeHTaMu;

b) [0 3aBepLUEeHNs perucTpaunm oKyMeHTa He fonyckaeTca npeanprHUMaTh kakue-nubo feincreus,
BAUSAOLLME HA Hero.

OCHOBHbIM Ha3HauyeHWeM perucrpauuun siBiseTcs obecnevyeHne gokasaTesnibCTBa TOr0, YTO AOKYMEHT
6b1/1 CO34aH UK BK/IKOYEH B CUCTEMY YNpaB/eHNs AOKYMeHTaMu, a AONONHUTEIbHbIM Ha3HaYeHnem — ynpo-
LleHne noucka gokyMeHTa. Peructpaumsa Bk4vaeT B cebsa kpaTkoe onucaHve OKyMeHTa Wan 3anucb MeTa-
[JaHHbIX 0 IOKYMEHTe, a TakxKe NPNCBOEHME JOKYMEHTY MAEHTUMNKATOPA, YHUKA/IbHOTO BHYTPY ONpeaesieHHOM
CHCTeMbl ynpaBneHus gokyMeHTamu. Pernctpauns doopmanmnsyeT BKIOUYEHME JOKyMeHTa B CUCTEMY ynpaB/e-
HVA OKYMEHTaMW.

[oKyMeHTbl MOryT 6bITb 3aperMcTpupoBaHbl B CUCTEME yNpaBieHUs LOKYMeHTaMy KakK LeHTpan3oBaH-
HO.TakuaeLeHTpasn3oBaHHO. B 3n1eKTpOHHOI cpefe cucTeMbl yrpaBneHys JOKYMeHTamMmu MoryT 6bITb CpoOek-
TMpOBaHbI TaK. YTOObI pErMcTpNpPoBaTh 4OKYMEHTbI MOCPEACTBOM aBTOMaTUYECKUX MPOLECCOB, He TPebyLWnx
BMeLlaTesibCTBa COTPYAHMKA CNYX6bl ynpasieHUs JoKyMeHTamMu.
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9.5 Knaccudukayms

9.5.1 Knaccudmkayus 4enoBoin AesTeNbHOCTH

Knaccndmkaumsa enosoi fesiTenNbHOCTN SABNSAETCA MOLHbIM MHCTPYMEHTOM, NOMOraloLlWmM BeeHuNio
[enoBoi [eATeNbHOCTH, U NMPUMEHSAETCA BO MHOIMMX npoueccax no ynpasfeHuto AOKYMeHTaMu, BKIYas B
cebs:

a) ycTaHoB/leHUe cBA3eli MexAay OTAeNbHbIMW fOKYMEeHTaMu ANs o6ecnevyeHns HenpepbIBHOTO [OKY-
MEHTVPOBaHUA [eATeNbHOCTY;

b) cornacoBaHHOe NPUCBOEHMNE UMEH AOKYMEHTaM B TeYeHUe A4INTENbHOIo BPEMEHU;

C) OKasaHve MOMOLLYM NPy NONCKE BCEX AOKYMEHTOB, OTHOCSILLMXCA K ONpeAeneHHol thyHKLUNN Uin Bugy
[enoBoi AeATeNbHOCTY;

d) onpepgeneHune nogxogdAuien AN PasnUYHbIX rPynn AOKYMEHTOB 3awuTbl KOH(VAEHUMaNbHOCTH, a
TaKke pasrpaHMyeHune goctyna,

e) pasrpaHuyeHvie npas nosib3oBartesieil Ha JOCTYN UK Ha NpoBeAeHne feCTBUIA ¢ onpeaeneHHbIMN
rpynnamu AOKyMEHTOB;

f) pacnpepeneHve oTBETCTBEHHOCTW NO ynpaB/ieHWIo onpeesieHHbIMY rpynnamu JOKyMeHTOB;

) pacnpegeneHue JOKYMEHTOB N0 OTAEe/IbHbIM NpoLeAypaM B paMKkax AeNoBoi fesATENbHOCTY;

h) onpepgeneHne cooTBETCTBYHOLMX CPOKOB XPAHEHUS 1 AECTBUIA N0 0TO6OPY AOKYMEHTOB Ha XpaHeHue
WSIN YHUUTOXEHNE.

9.5.2 KnaccugunkaunoHHble CUCTEMbI

KnaccmmkaunoHHble cUCTEeMbl OTpaxaloT feATeNbHOCTb OpraHusauun, B KOTOPOW OHWU CO3AaHbl, U
06bIYHO 6a3vpyloTCA Ha aHann3e [ef0BOi AeATeNbHOCTU opraHusaunn. KnaccudukaunoHHble CUCTeMbI
MOryT MCNONb30BaTbCA ANA MNOAAEPKKN Pa3/INyHbIX MPOLECCOB yNpaBieHns gokymeHtTamu. OpraHnsaumsam
Heo6x0AMMO onpefensaTh cTeneHb KnaccuguKaLMoHHOro KOHTPOS, HEO6X0ANMOro ANA Lenei ux fenosoi
[eATeNbHOCTY.

9.5.3 CnoBapu ncnosib3yeMbiX TEpPMUHOB

KnaccudrkaunoHHble cuctemMbl nykasaTenn MoryT 6biTb ONONHEHbI CI0BAPSAMU NCMONb3YEMbIX TEPMU-
HOB, pPa3bACHALWNMY cnelunuduyeckne ansa opraHnsannm TePMUHbI U UX UCMONb30BaHME.

9.5.4 NHpoeKkcupoBaHue

NHAekcnpoBaHne MOXHO NPOBOAUTL «BPYUHYH0» WX aBTOMaTUYeCKN MOXBaTbIBaTb 3/IEMEHTbI, B Pa3HON
cTeneHn o6beAnHEHHbIE B CUCTEME YNpaB/ieHNs JOKyMeHTaMu.

9.5.5 HasHauyeHue NHAEKCOB 1 KOAO0B

Mpu ccblkax Ha [OKyMeHTbl 06bIYHO NCNO/bL3YIOT 6onee kpatkMe hopmbl, 4eM 3aro/IoBKK (kak npasuso,
WHAEKCbl, HOMepa 1 KoAbl), KOTOpble NO3BOASAT MAEHTUMNLMPOBATbL OKYMEHTbI.

MHaekcaumsa no3BonsieT ycTaHaBIMBaTb MECTOMOMOXKEHNE [OKYMeHTa, NOCKO/IbKY ero MHAeKC, Homep
VIV KOA YKa3bIiBatoT «aApec» onpeesieHHOro oKyMeHTa, Mo KOTOPOMY JOKYMEHT MOXeT ObITb HallieH B cucTe-
Me ynpaBsieHuns OKyMeHTamu.

9.6 XpaHeHve 1 obpaleHue c fOKyMeHTammn

[lokymeHTbl cneayeT XpaHWUTb Ha HOCUTENAX, KOTopble 06ecneynBaloT X NPUrOAHOCTL A5 NCMONb30Ba-
HUSA. 4OCTOBEPHOCTb, ayTEHTUYHOCTb U COXPAHHOCTb B TEYEHNE YCTAHOB/IEHHOIO Nepnoaa BpeMeHu (cm. 8.2).
Mepbl, o6ecneunBatoLme XxpaHeHne, obpalleHne 1 ncnosib3oBaHne JOKYMEHTOB, cinefyeT NpUHUMaTh Ha npo-
TSXKEHWUMN BCETO NEPUOAA UX XXM3HEHHOTO LMKna.

[LoKyMeHTbI TPeOYIOT TakUX YCNI0BUIA M TEXHOOMNI XpaHEHMS, KOTOPbIE YUNTbIBaOT MX 0CO6ble dhnsmnyec-
Kne 1 xvmuyeckme cBoicTaa. LieHHble JOKyMeHTbl TpebytoT 60/1ee Ka4eCTBEHHOI0 XpaHeHns n 06cnyxmBaHus
CcTeM, YTOObI COXPaHATb UX 40 TEX NMOP. NOKA OHW HE yTPaTAT CBOK LLEHHOCTb. YCNOBUA U TEXHONOMMU XpPaHEHUS
[OKYMEHTOB A0/IKHbI ObITb CIPOEKTUPOBaHbI TAaKMM 06pa3oM, YTOObI 3alnLwaTh JOKYMEHTbI OT HECAHKLNOHN-
pOBaHHOro AOCTyna. yTpaTbl UK NOBPEXAEHNS, a TaKKe OT Kpaxu 1 Ype3BblyaliHbIX CUTYaLUnii.

OpraHusaumm 4o/MKHblI pa3pabartbiBaTb Y NPUMEHATb UHCTPYKLUM MO KOHBEPTUPOBAHWIO U MUrpaLum
[OKYMEHTOB V3 OfHOW CUCTEMbI yNpaBieHNa AOKYMeHTaMu B Apyryto.

O/IeKTPOHHbIE CUCTEMbI YNPaBAEHNS [OKYMEHTaMN AO/MKHbI OblTb CNIPOEKTUPOBaHbI Tak. YTO6bI [AOKY-
MEHTbI OCTaBa/IMCb OCTYMHbIMU, ayTEHTUYHBIMU, AOCTOBEPHbLIMU U MPUTOAHBIMU /151 UCNOJIb30BaHUSA HE3aBU-
CUMO OT Nt06bIX U3MEHEHUIA B CMCTEME Ha MPOTSXKEHUWM BCEro Nepuofa MX XpPaHeHUs W MUCMosb30BaHUs.
Mi3MeHeHns B 3NEeKTPOHHON cucTeMe ynpaBieHns AOKYMeHTaMun MOryT BKIOYaTb MUTpaLmio, KOHBEPTMPOBa-
HWe. BOCrpou3BedeHmne B Apyrux hopmartax unm nobble gpyrne 6yayuime cnocobbl BOCNPOU3BEeAEHNSA [OKY-

MeHTOB. EcninTakue npouecchl NPOUCXOAAT, CiefyeT COXpaHATb CBUAEeTENbCTBO MPOU3BEAEHHbIX U3MEHEHW,
aTakxe nogpobHoe onucaHune nbbIX N3IMEHeHN hopm 1 POPMaTOB AOKYMEHTOB.
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9.7 foctyn

OpraHun3aumy Ao/MKHbI paspabaTbiBaTb U NPUMEHATL MHCTPYKL MK, PErnaMeHTUpyoLwme BoNpoch! OCTY-
na «0KyMeHTam.

HopmaTvBHas cpega, B KOTOPOI (hyHKLMOHUPYET OpraHn3auuns, ycraHasBaeT OCHOBHbIE HOPMbI 06ec-
neyeHns npas, YC/MIOBWIA U OrpaHWUyeHnii [ocTyna, KoTopble A0/XHbI YUUTbIBATLCA NpU paboTe ¢ cucTemol
ynpasneHuns gokymeHTamu. Takume cpepbl 4eATENBHOCTH, Kak KOHMAeHUManbHOCTL, 6e3onacHocTb, cBo6oAa
MHchopMaumn 1 apxuBbl, PeryanpyroTca cneunanbHbiM 3aKOHOAATeNbCTBOM. [lOKyMEeHTbI MOryT cofiepxaTb
NepcoHasnbHy0, KOMMEPYECKYIO UN CyxebHyo nHopmauuio. B Taknx ciyyasx AOCTYN K 4OKYMeHTaM nnv
MHbopMaLUK 0 HUX creflyeT orpaHuynBeathb.

OrpaHnyeHnsa focTyna MoryT pacnpocTpaHATbCA Kak Ha COTPYAHMKOB OpraHm3aLum, Tak U Ha NOCTOPOH-
HVX nonb3oBaTesneii. JJocTyn K JOKyMeHTam cnefyeTt orpaHuumBaTh, eCnu aToro TpebyeT genosas gesarteb-
HOCTb WU HOpMaTuBHas cpefa. OrpaHWyeHus [ocTyna AO/KHbI feicTBOBaTb B TeYeHWe 0BOCHOBAHHO
yCTaHOB/IEHHOTO Nepunoga BpeMeHH, Mo UCTeYEeHNN KOTOPOro nogexaT oTMeHe.

Ob6ecneyeHne COOTBETCTBYHOLLErO KOHTPONSA JOCTYNa OCYLLLECTBAETCA NyTeM NPUCBOEHUS onpeeneH-
HOro cTaTyca AocTyna Kak JOKYMeHTaM, Tak U OTAe/IbHbIM inuam.

YnpaBneHue npoLeccom gocTyna npegycmarpusaeT, YTo:

a) [OKyMeHTbl pacnpegesieHbl Mo KaTeropyusm B COOTBETCTBMM C MX CTATyCOM AOCTyna B onpefeneHHoe
BpeMms:

b) AOKYMEHTbI OCTYNHbI TONLKO NLaM, 061ajaoWwum NpaBoM f0CTyna K HAM;

C) 3acekpeyeHHble JOKYMEeHTbl 60 [OKYMEHTbI C OrpaHWYyeHHbIM JOCTYNOM MOryT 6biTb NPOYTEHbI
TO/IbKO NPU HA/IM4MM COOTBETCTBYHOLLLEr0 paspeLleHms;

d) npouecchbl nonepauuy c LOKyMeHTamun OCyLeCcTBAAT TO/IbKO TO. KOMY paspeLLeHo UX BbINOAHATb;

e) nogpasfeneHus opraHnsauuy, oTBETCTBEHHbIE 3a onpeaeneHHble hyHKL N AeN0BOol AeATeNbHOCTH,
ycTaHaBNMBaloT CTeNeHb JOCTYNHOCTY 419 AOKYMEHTOB, OTHOCALLMUXCA K061aCTN NX OTBETCTBEHHOCTH.

MOHUTOPWHT M 0TOBpaXKeHne Npas 1 06si3aHHOCTel Nob30BaTe A NPy AOCTYNE K A0OKYyMEeHTaM sBnseTcs
HenpepbIBHbIM NPOLLECCOM, NPOUCXOAALLUM BO BCEX CUCTEMaX YNpaBfeHUs AOKyMEHTaMV HEe3aBMCUMO OT KX
dhopmaToB. D/1eKTPOHHbIE CUCTEMbI YNIPaB/IeHNA OKYMEHTaMu, BYACTHOCTU, TEPPUTOPUAIbHO pacnpeesneH-
Hble, MOTyT Nosly4aTb NPOTOKO/bI NAeHTUrkaumm nonb3osartenein u3 4pyrux NPUNOXKeEHUA 1 cucTem.

9.8 KoHTpO/b fOKYyMeHTOOGOpOTA

9.8.1 O6wme NoNoXeHUA

KOHTpONb ABMXEHNSA 1 UCMONb30BaHNA JOKYMEHTOB B CUCTEME YyrNpaB/ieHns foKyMeHTaMu TpebyeTcs
ans:

a) uaeHTUdrKaLn HeBbINOMHEHNS TpebyeMbIX AeiiCTBNYIA;

b) obecneyeHns nNouncka JoKyMeHTa:

C) npefoTBpalleHuns yTpaTbl 4OKYMEHTOB:

d) MOHMTOpUHra UCMONb30BAHUS CUCTEMBI YNpaB/IeHNA AOKYMEHTAMU B LLeNIAX COXPaHeHNs 1 3aluThbl
NHchopMaL K, a Takke COXpaHeHNA KOHTPO/IbHbIX 3anuceil 0 NPov3BeAeHHbIX C JOKyMeHTamy onepauuax (B
TOM Y/C/Ie O BK/IOYEHUMN B CUCTEMY, perncrpaumu, knaccudukauum, NHAEKCUPoOBaHUN, XpaHeHun, Aoctyne v
MCnonb30BaHUN, MUrpaLun n nepegave):

€) coxpaHeHusi CMoCOBHOCTU NAaeHTUULMPOBaTh, B pedynbTaTe kakux onepaunii (06beguHeHnn nnm
MUrpaLmm cMCTem) BO3HUK/IN OTAeNbHble AOKYMEHTI.

9.8.2 KoHTponb geicTBuii

KoHTponb feicTBuil B cucTeMe ynpaB/ieHns foKyMeHTamMu AonyckaeTca NPpUMEHATb 418 NPOLEeccos, B
KOTOpPbIX AeCTBNS OrpaHNyeHbl BPEMEHHbIMW paMkamu, ycTaHaB/IMBaeMbIMN OpraHu3aLmen nnm gnsa opraHu-
3auunn. KoHTponb AeicTBUiA:

a) onpepensieT atanbl BbINOSIHEHUS PELLEHW UK onepauuii, 3adMKCUPOBaHHbIX B LOKYMEHTE;

b) pacnpegenseTt Mexay UCNONHUTENSMU OTBETCTBEHHOCTL 3a ieicTBUS;

C) dhmKcupyeT gatbl npeanosaraeMoro 1 peanbHoro BbIMOSHEHWS AeNCTBUIA.

KoHTponb AeicTBUIn MOXHO 3P EeKTUBHO NPUMEHATL, TONIbKO ECNN AOKYMEHT 3aperncTpMpoBaH BCucTe-
Me ynpasfieHns fOKyMeHTaMu1 npexae, YeM Hanpas/ieH UCNONHUTENAM.

9.8.3 KOHTpO/Ib MECTOHAX0XAeHuUsA

[BMXeHve JOKYMEHTOB AO/KHO ObITb AOKYMEHTa/IbHO 3adMKCMPOBAHO A5 ob6ecneyeHmns 4oCTyna K HUM
BCeraa, korga ato TpebyeTcs. MexaHM3Mbl KOHTPONA MOTyT npegycmartpuaTh oukcauuio ngeHtTudunkaropa

[OKyMEHTa, ero 3arofioBka, CBEAEHWIA O COTpyAHWKE VAU mnofpasfenieHnn, 061ajatwLlem AoKYMEHTOM, U
BpeMeHU (4aTbl) NepeMeLleHns LoOKyMeHTa.
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Cuctema ynpasneHusa JOKyMeHTamm Jo/HKHa KOHTPOIMPOBaTh Bbifady, nepegady Mexay coTpyaHuKamu
1 BO3BPAaT OKYMEHTOB HA MECTO MX PACNOSIOKEHNS UMW XPAHEHNS, & TaKKe UX U3bATUE U3 CUCTEMDI YNipas/e-
HUSA OKYMEHTaMW ANS YHUUTOXEHUA MO0 ANA nepejayn Apyroli ynoHOMOYEHHOW CTOPOHHEN opraHu3aumu,
B TOM Y/C/1e apXMBHBIM OpraHam, A5 ganbHeiwero XxpaHeHus.

9.9 OT60p M Nepefaya JOKYMEHTOB Ha NOC/eAyloLLee XpaHeHNe NN YHUYTOXeHne

MpaBuna, onpejensiLine B COOTBETCTBUN C AECTBYIOLW MM 3aKOHOAATENLCTBOM NOPSAAOK oT6Oopa U
nepegaun AOKYMEHTOB Ha nocriefyloliee XpaHeHue Win yHUUTOXeHue, crefyeT NPUMEHATbL CUCTEMHO U B
yCTaHOB/IEHHOM Nopsifke B X0Ae 06bIYHOW e10BOW AesTeNbHOCTU. Hukaknx geicTeuii no otbopy n nepegave
[OKYMEHTOB Ha nocneaytoLiee XxpaHeHne Ui YHNUTOXEHWE He A0/KHO NpeanpuHMaTbes 6e3 yBepeHHOCTH B
TOM. YTO OnpefesieHHbIli AOKYMEHT 60/blue He TpebyeTcs, paboTa ¢ H/M 3aBepLUeHa 1 OH He NoTpebyeTcs B
KayecTBO fjoKa3aTesibCTBa.

[JelictBua no otéopy v nepefaye AOKYMEHTOB Ha NOC/eAylolee XpaHeHne Uan YHUUYTOXEeHne mMoryT
npegycmarpusathb:

a) HenocpeAcTBeHHOe (h3nyeckoe YHUUTOXeHNe, BKIYasa nepesanuck U cTupaHve aiinos;

b) JanbHelilwee XxpaHeHne B CTPYKTYPHOM NogpasfeneHnn opraHnsanum;

C) nepewmelleHne B COOTBETCTBYIOLLEE XPaHWU/IULLE UM Ha COOTBETCTBYHIOLWMIA HOCUTENb (NOA, KOHTPO-
nem opraHusaumm);

d) nepepadyy B ApYrylo opraHusauuio, KoTopas npuHana Ha ce6s OTBETCTBEHHOCTb 3a COOTBETCTBYIO-
LLYI0 [leN1I0BYI0 AeATeNbHOCTb B pe3y/ibTarte pecTpykTypusauny, Npoaaxmn nan npusatnsauum;

e) nepefavy [OKYMEHTOB B XpaHwnuuie, yrnpas/isieMoe B MHTepecax opraHusauuu HesaBUCHMbIM
MoCTaBLLMKOM YC/yT M0 COOTBETCTBYHOLLEMY KOHTPAKTHOMY COrflalleHunio;

f) nepepavy oTBETCTBEHHOCTM 3a yrnpas/ieHne JOKyMEeHTaM/ COOTBETCTBYIOLWMM opraHam, B TO Bpems
KaK [JOKyMeHTbl hU3nYEeCKN XpaHUT opraHn3auns-cosgarens;

) nepepadyy B apxus opraHvsauuu.

h) nepegauy B apxvBHble yUpexaeHus.

Mpy dU3NYECKOM YHUUTOXEHUN AOKYMEHTOB CeAyeT pyKOBOACTBOBATLCA C/ieAYOLWMMU NPUHLMNAMN:

- YHUYTOXEHNE [0/HKHO ObITb CAHKLMOHUPOBAHHBLIM U NPOBOAUTLCA B COOTBETCTBUM C TpeboBaHUSAMMN
HOpPMaTWBHOW cpefpbl;

- LOKYMEHTbI, CBA3aHHbIe C NPeACTOALMMMN AN NPOBOAVMBIMU CyAebHbIMK pa3bupaTtenscTBamu 1 pac-
CcnefoBaHUAMW. YHUYTOXATb He criegyerT;

- YHUUYTOXEHNE [OKYMEHTOB crieflyeT NpoBOAUTbL TakMM 06pasoM, 4Tobbl obecneunmBaTb KOHPUAEH-
LuanbHOCTb N1060I cogepxalleiics B HUX MHopMaLuu;

- cnepyeT yHUUYTOXaTh BCe KOMUU [JOKYMEHTOB, Pa3peLleHHbIX KYHUUTOXEHWIO. BK/Il0Yas NepcoHaslbHbIe,
CTpaxoBble 1N pe3epBHble KOMWK.

9.10 [ oKyMeHTMpOBaHMe NpoLeccoB ynpaB/eHnsa JOKyMeHTaMun

[lokymeHTauus, onuceiBatoLwas npoLeccsl ynpasieHns AOKYyMeHTaMy U CUCTEMbI yNpaBneHns JOKyMeH-
Tamu. JO/KHA OTBeYaTb COOTBETCTBYIOLMM NPaBOBbLIM, OPraHW3aLMOHHbIM N TEXHUYECKUM TpeboBaHUAM.
[lo/KHBI 6bITb YETKO YyCTAHOBEHBI NOSIHOMOYMSA MO BbINOIHEHNIO TaKMX NPOLLECCOB yNpas/ieHns JOKyMeHTa-
MW, KaK Kknaccutunkauus, HaekcupoBaHue, sKkcnepTnsa LeHHOCTU, 0T60p 1 nepefaya fOKYMEHTOB Ha nocrne-
Ayolee XxpaHeHve v YHUUTOXeHe.

CooTBeTCTBYIOLLEE 3aKOHOAATENbCTBO, CTAHAAPTLI U MONNTUKA OpraHn3auny AO/MKHbI 6biTb JOKYMEH-
TasbHO 3athmKCnpoBaHbl, YTOOLI OnpeaensaTb TpeboBaHWA K NpakTuke, 06cnefoBaHNio, MPOBEPKE M TeCTUPOBA-
HUIO NPOLLECCOoB ynpasneHus fokyMeHTamu. Ocoboe BHUMaHue cnegyeT yaenaTs Apyrum HOpPMaLNoHHbIM
cucTeMam v npasuaam (ctparternam, NoaUTUKam), NpUMeHseMbIM BHYTPW OpraHnu3anum, 4To6bl COXpaHATb KOp-
nopaTUBHYIO LLe/IOCTHOCTb Cpefbl ynpaBieHns nHopmaumei.

Bce pelueHuns o BKIOYEHWN JOKYMEHTOB B CUCTEMY yNpaB/iieHns OKYMEHTaMu U yCTaHOB/IEHUN CPOKOB
UX XpaHeHusi cnefyeT YeTKo JOKYMEHTMPOBATb U XpPaHUTb. OTU pelleHns MOoryT ObiTb ohopMeHbl B BUae
WHCTPYKLMK N0 0TOOPY 1 Nepefaye 4OKYMEHTOB Ha Nocneaylolee XxpaHeHne uam yHuutoxenme. Oduumans-
Has [OKYMeHTauus, onpefensiowas nopafok aHannsa n OLeHKN JOKYMEHTOB, Ha OCHOBE KOTOPOI NpUHUMatoT
peLleHns 0 BKNIOYEHNN AOKYMEHTOB B CUCTEMY YNpaBieHUsA JOKYMEHTAMM U UX XpaHEHUN TaM. J0/KHa 6bITb
noAroToB/ieHa W NpefcTaBfeHa Ha YTBEpX/eHWe BbICLIEMY PYKOBOACTBY. Takas AOKyMeHTauusa AosxHa
cogepxaTb NoAgpo6Hoe onucaHne AenoBol 4esTeNbHOCTU AO0KYMEHTOB, OTPadkatoLLMX KaXAbli BUA [,eN0BO
[EeATeNbHOCTY, C YETKMM U OAHO3HAUYHbBIM yKa3aHneM CPOKOB UX XpaHeHWs 1 aeincTenii no otbopy 1 nepegaye
[OKYMEHTOB Ha nocrnefytoliee XxpaHeHue uam yHuytoxeHue. CobbiTUs, MHULUMPYOLLWE unu paspellatLlmne
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ZelicTBnsi Mo 0TGOPY U Nepefaye [OKYMEHTOB Ha Nocneaytollee XpaHeHe Uy YHUUTOXEHUE, O/KHbI ObiTh
YyeTKo onpegeneHsl. Takxke AO/KHbI OblTb paspaboTaHbl U UCNOMb30BaHbl MHCTPYKLMM NO Nnepefaye fOKYMEH-
TOB Ha aNbTepHaTMBHOE XpaHeHue (HanpumMmep, BHeCeTeBoe XpaHeHue). Takas AoKyMeHTaLNUs Jo/MKHA 6biTh
npeAcTaB/eHa Ha COrNlacoBaHWe CTOPOHHUM YMNO/THOMOYEHHbIM OpraHam, TakuM Kak apX1BHbIE OpraHbl, ayau-
TOpbl U T.N. CrieflyeT XpaHnTb AOKYMEHThLI, 0TpaXarLLme BbiNO/IHEHVE AeiicTBUIA N0 0TGOPY v nepesaye JoOKy-
MEHTOB Ha noc/iefytolee XpaHeHUE U YHUUTOXEHNE.

10 MOHUTOPWVHI U ayaut

[na obecneyeHns cOOTBETCTBMS NPoOLLeAYp U NPOLLECCOB, NPOUCXOAALLUX B CUCTEME YNpaB/ie€HUS OOKY-
MeHTaMu, TpeboBaHMAM opraHm3auny nans NoyYeHNs OXMaaeMbiX pe3ynbTaToB cieayeT perysipHo npoBo-
ONTb X MOHWUTOPWHI. Takoli MOHWUTOPWHI AO/DKEH MPOBEPATb KayecTBO paboTbl CUCTEMbI YNpaBieHus
OOKyMeHTaMu B OpraHusauum, NCNosIHEHWE MOJIb30BaTEISIMU CBOMX 0653aTE/IbCTB B OTHOLUEHUN CUCTEMBI
ynpaBfieHns JOKYMEHTaMW, a Takxe yA0BNEeTBOPEHHOCTb NOMb30BaTe el AaHHON CUCTEMOIA.

HopmaTnBHas cpega MoXeT Tpeb6oBaTb NPOBEAEHNS MOHUTOPUHIA U ayauTa CTOPOHHUMK OpraHusa-
unamu.

B cnyyae o6HapyXeHusi HENPUrogHOCTM AN HE3IMEKTUBHOCTM MCMNONb3YEMOI CUCTEMbI YNpaBAeHNs
OOKyMeHTaMu 1 NpoL,eccoB ynpasieHus 4OKYMeHTaMn OHWN AO/MKHbI 6bITb MOANMULMPOBAHbI.

CooTBeTCTBME CUCTEM YNPaBEHNS ,OKYMEHTAMU YCTaHOBEHHbIM TPE60OBaHUSAM, a TakKe MOHUTOPUHT
cnefyeT AOKYMEHTaNbHO (DUKCUPOBATb, & OTYETHbIE JJOKYMEHTbI XPaHUTb.

11 O6yu4eHue

OpraHusauusi, cTpemsiascs cobnogate Tpe6oBaHNs HACTOALLEro cTaHAapTa, A0/HKHA NPUHUMATbLA0/-
rOCpPOYHYI0 NporpamMmmy 06yyeHns B 06/1aCTW yNpaBieHns JOKyMeHTaMu. NporpamMmMbl 06yUYeHUs ynpaBieHuo
[AOKYMeHTaMmy AO/MKHbI 0XBAaTbIBATb POIM U OTBETCTBEHHOCTL BCEX COTPYAHWKOB U GbiTh a4pecoBaHbl BCEM
PYKOBOASALLMM, LUTATHbIM, BPEMEHHbIM PaGOTHMKAM, Nvuam, paboTallMM Ha O6LLECTBEHHbIX Havyanax, u
NO6LIM APYrUM NnLiam, 0TBETCTBEHHBIM 3a CO3JaHNe JOKYMEHTOB BO BPEMS UX paBoThl U 3@ BKOUEHNE 3TUX
[lOKyMEHTOB B CUCTEMY YNPaB/EHNS JOKYMEHTAMU. YUYe6Hble NporpaMMbl MOTyT 6bITb MOATOTOB/IEHbI U peasiu-
30BaHbl BO B3aMOAENCTBUM CO CTOPOHHUMU OpraHm3aumsamu.
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MpeaMeTHbI ykasaTesnb

apxvBHOe yupexaeHue
apXUBHbIV OpraH, CM. apxuBHOE yuypexaeHue

ayauT ynpaBneHus LOKyMeHTamu

ayTEHTUYHOCTb JOKYMEHTOB

BK/TIOYEHWNE JOKYMEHTOB B CUCTEMY YyNpaBneHNs LOKYMEHTamu
BHeApeHWe CUCTeMbl ynpaBaeHns JOKyMeHTaMmn
AEeNnoBOI AeATeNbHOCTN aHanuns

AEenoBoOi feATeNbHOCTU KnaccudmkaLmoHHaa cuctema
[OKYMEHT

LOKYMEHTUpOBaHUe onepauunii c AOKyMeHTamu
AOKYMEHTUPOBAHMWE NONUTUKN yNpaBaeHUs AOKYMeHTamMu
AOKYMEHTMPOBaAHMWE NPOLECCOB yNpaBeHNss AOKYMeHTamu
[OKYMeHTUpoBaHHas NHopmauns

AOCTOBEPHOCTb AOKYMEHTa

poctyn

N3MeHeHne foKyMeHTa

MHAEeKcupoBaHue

Mcnonb3oBaHWe JOKYMEHTOB

MCnonb30BaHWe CUCTEM ynpaB/eHUs AOKYMeHTaMm
KnaccuuKaLuMOHHbIE€ CUCTEMbI

knaccudukaymnsa

KOAbl. CM. HOMepa 1 KoAbl

KOMMNMNEKCHOCTb CUCTEMbl YyNpaBfeHUA AOKYMEHTaMU
KOHBEpTUMpOBaHue

KOHTPONb

KOHTPO/Nb felicTBUI

KOHTPO/Ib MECTOMNOJIOXEHNS [OKYMEHTOB

MeTafaHHble 0 JOKYMeHTe

METOA0N0TNS BHELPEHUS

METOA0N0TNA NPOEKTUPOBAHUS

MuUrpauus JOKYMeHTOB

MOHUTOPWUHT

HafeXHOCTb CUCTEMbl YNpaBAeHUS JOKYMeHTamu
HOMepa u Kogbl

HopmaTuWBHas cpega

HOCUTENb, CM. XpaHeHne JOKYMEHTOB

o6ecneyeHne COXPaAHHOCTU JOKYMEHTOB
o6cnepoBaHne nocne BHeApPeHNS

o6cnepoBaHne npegBapuTenbHoe

obyyeHune

oT6op M nepegava

OTBETCTBEHHOCTb

OTYUETHOCTb

OLeHKa CyW eCcTBYWNXCUCTEM

nouck, CM. 4OCTYM, UHAEKCUpOBaHne

noNnTUKa ynpaBneHusa JOKyMeHTaMmn

npekpalw,eHne NPUMeHEHNS CUCTEeMbl yNnpaB/ieHnsa AOoKyMeHTaMmn
nporpamMmMa ynpaBneHus LOKyMeHTamu
NPoOeKTUpPOBaHWE CUCTEMbI YyNpaBeHUA AOKYMeHTaMun
NPOTOKO/bI KOHTPO/IS CACTEMHbIX NPOLECCOB
npouecchbl ynpaBneHus JoKyMeHTamu
pacnpegeneHHoe ynpaBieHune

perucTpauns LOKYMeHTOB

cuctemaynpaBaeHUs JOKyMeHTamu

CUCTEMHOCTb

cnosapu

cooTBeTCcTBME Tpe6OBaHUAM
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MpunoxeHune A
(cnpaBoyHOe)

CBefeHNs 0 COOTBETCTBUM HaLMOHANbHbLIX CTaHAapToB Poccuiickoii ®eaepauunn
CCbIZTOYHLIM MeXAyHapoAHbIM cTaHAapTam

O603HaUYeHNEe CCbIIOYHOTO O603HaveHne N HavMeHOBaHWe COOTBETCTBYIOLLENO HaLMOHaNbHO CTaHaapTa
MeX/yHapoHOro cTaHfjapTa Poccuiickoii ®eaepaumu
MCO 5127-11—87 FOCT 7.69—95 Cuctema cTaHAapToB no MHpopmauun, 6ubnmoTedyHomy v usga-
TenbCKoMy feny. AyAnoBu3yanbHble JOKYMEeHTbl. OCHOBHblE TEPMUHbI W onpejeneHuns
NCO 5963—85 FOCT 7.66— 92 Cuctema cTaHAapToB MO MHopMauun, 6M6aM0TeYHOMY W n3ga-
TenbCckoMy fieny. iHaekcupoBaHue gokyMeHToB. O6Wume Tpe6oBaHUs K KOOPAUHATHOMY
UHAEKCMPOBaHUIO
MCoO 9001—2000 FOCT P NCO 9001—2001 CwucTembl MeHea)XMeHTa kayecTBa. TpeboBaHus
MNCO 14001—96 FOCT P MCO 14001—98 CucTembl ynpaBieHus okpyxatwlueit cpegoii. Tpe6oBaHua

1 PyKOBOJCTBO NO NPUMEHEHUIo

18



FOCT P UCO 15489-1—2007

YAK 005.92:006.354 OKC 01.140.20 T62

KntoueBble cnoBa: AOKYMEHT, AOKYMEHTHas MHhopMaumsi, ynpaB/ieHne JOKyMeHTamu, cuctema ynpasieHus
[OKyMeHTaMU, NPOeKTUpOBaHNe U BHEAPEHME CUCTEMbI YNpaB/ieHNs AOKYMeHTamMu, Npouecchl ynpasBneHns
[OKYMEeHTaMU, pernctpauus AoKyMEHTOB, MeTafaHHble O AOKYMEHTE, 3KCnepTu3a LEeHHOCTM [LOKYMEHTOB,
obecneyeHne COXPaHHOCTW [OKYMEHTOB, XpaHeHNe JOKYMEHTOB, YHUUTOXEHUE [OKYMEHTOB, AOCTYN K AOKY-
MeHTaMm. 3alimTa OKYMEHTOB, NCNO/Ib30BaHWE AOKYMEHTOB, ;OKYMEHTUPOBaHMWE
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