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MNMpeaucnosue

Llenu n npuHuunel ctaHgapTusaumm B Poccunckon ®enepauumn yctaHosneHsl degepanbHbiM 3aKOHOM OT
27 pekabps 2002 r. Ne 184-d3 «O TexHU4EeCKOM perynmpoBaHuny, a npaBuna NpMMEHEHNs1 HauVOHambHbIX
ctaHgaptoB Poccuiickon ®egepaunm — FOCT P 1.0—2004 «CtaHpaptmnsaums B Poccunckon ®enepauuu.
OCHOBHbIE MOMNOXEHUSA»

CBepgeHusio cTaHpapTe

1 NOAIrOTOBJIEH lNocyaapcTBeHHbIM yypexaeHueM Bcepoccumnckum HaydHoO-uccnegoBaTenbCKUM
WHCTUTYTOM AOKYMeHTOBeAeHUs u apxuBHoro gena « BHUVOAL» Ha ocHOBe COOTBETCTBYHOLLLETO ayTEHTUYHO-
ro nepeBofa MeXxayHapo4HOro cTaHaapTa, yKa3aHHOro B NMyHKTe 4

2 BHECEH TexHuyeckum komuTeToM no ctaHaaptusaumm TK 191 «HayyHo-TexHu4eckas nHpopmauus,
onbnuoTeYHoe N n3gaTenbCcKoe Aeno»

3 YTBEPXOEHWBBEJEH B JEVCTBWE MNpukasom PeaeparnbHOro areHTcTBa No TEXHUYECKOMY pery-
nnpoBaHuto u metponorum ot 12 mapta 2007 r. Ne 28-cT

4 HacTtoswun cTangapT ugeHTu4eH mexayHapogHomy ctangapty MCO 15489-1:2001 «MHdopmaums n
AOKyMeHTauus. YnpasneHue 3anucamu. O6wme nonoxerus» (ISO 15489-1:2001 «Information and documen-
tation — Records management — Generaly).

HanmeHoBaHMe HacTosLWero ctaHaapTa U3MEHEHO OTHOCUTENBHO HAMMEHOBAHNS! ayTEHTUYHOIO Nepe-
Boda ans npuseneHns B cootsetctane ¢ TOCT P 1.5—2004 (nyHkT 3.5).

Mpy NpUMEHEeHNN HaCTOALLEro CTaH4apTa PEKOMEHAYETCS UCMONb30BaTh BMECTO CChINOYHbIX MEXAYHa-
pPOOHbIX CTaHAAPTOB COOTBETCTBYIOLLME MM HALMOHanbHble cCTaHaapTbl Poccuiickon ®enepaumm, cBeaeHus o
KOTOPbIX MPUBEAEHbI B 4ONOSHUTENBHOM NPUNoXeHnn A

5 BBEJEH BIEPBbIE

Ungpopmayusi 06 usMeHeHUsIX K Hacmoswemy cmaHOapmy nybnukyemcs: 8 exe2o00Ho u3dasaemMom
UHGopMayUOHHOM yKka3amerie « HayuoHarnbHble cmaHdapmbi», @ MeKCm uaMeHeHUU U rnornpasok — 8 exeme-
CAYHO u30asaeMbix UHGhOPMaUUOHHbIX yKkazamensix «HayuoHanbHbie cmaHOapmsi». B criyyae nepecmompa
(3ameHbl) uriu ommeHbl Hacmosiuje2o cmaHdapma coomseemcmesyruee yeedomrieHue bydem orybrukogaHo
8 exemecsiHHO u3dasaeMoM ykazamere «HayuoHanbHbie cmaHOapmebl». Coomeememeyiowasi UHghopma-
yusi, yeedomrieHue U meKcmbl pa3Mew,atomes makxe 8 UHhopMayUoHHOU cucmeme obujeeo nosnb308a-
Husi — Ha odpuyuanbHom calime ®elepanbHO20 az2eHmcmea Mo MEXHUYECKOMY peayrupo8aHuo U
memporsnoauu 8 cemu MIHmepHem

MepeunsgaHune (No coctossHMIO Ha aBryct 2008 r.)
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HAUMWOHANBbHBIAN CTAHOAPT POCCUUCKONW SGEOEPALUUM

Cuctema cTaHAapToOB Mo MHcopMauum, 6UGNIMOoTeYHOMY U U3paTesIbCKOMy Aeny
YMNPABJNEHUE OOKYMEHTAMMU
O6wue TpeboBaHUA

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

Data BBegeHna — 2007—07—01

1 ObnacTb NpuMeHeHus

HacToawmn ctangapT perynupyeT npouecchl ynpasneHns JOKYMEeHTaMu rocyAapCTBEHHbIX, KOMMep-
YeCKUX 1 0BLLeCTBEHHbIX OpraHu3auunin, npeaHasHadaemMbiMy A58 BHYTPEHHErO UW BHELLIHErO NoMb30BaHUS.

[MonoxeHnsa HacTosLWwero cTaHaapTa ABMSOTCA pekoMeHAauMsMmn no CO34aHuI0 CUCTEM YNpaBrieHns
OOKYMeHTaMMU, BKIIOYEHMIO B Hee JIOKYMEHTOB, a Takke obecrneyeHmnto COoTBETCTBMSA AOKYMEHTOB YCTaHOBMEH-
HbIM B CTaHAapTe XapaKTepnCTMKaM.

HacToswuin ctaHgapT:

- pacnpocTpaHsieTcsa Ha ynpaBneHne JOKyMeHTaMu (Bcex popMaToB 1 Ha BCex HOCMTENsX), co3gaBae-
MbIMW UMK NONyYaeMbiMU FOCYAapCTBEHHON, KOMMEPYECKON nnn obLecTBEHHOW opraHn3aumen B npowuecce
ee [AeATenbHOCTU NN NULOM, Ha KOTOPOro BO3SOXeHa 0b6s3aHHOCTb co3faBaTb U COXPaHATb AOKYMEHTbI
(oanee — opraHunsauun);

- COAEPXUT NoNoXeHnst 06 OTBETCTBEHHOCTU, NONMTHKE, NpoLedypax, cucteMax u npoueccax, CBs3aH-
HbIX C AOKYMEHTaMu opraHnsauni;

- COOEpPXNUT pyKoBoASALLME YKa3aHMs MO yNpaBreHnio JOKYMEHTaMmM B pamKax npoLeccoB ynpaBneHus
KayeCcTBOM U yrpaBrneHus OKpy><atoLLien cpeaov B COOTBETCTBUM C MexayHapoaHbiMu ctaHgaptamu MCO 9001
nCO 14001;

- COAEPXUT MeToauYecKke pekoMeHaaLmMm No NPoeKTUPOBaHMIO Y BHEOPEHMIO CUCTEM yrpaBeHNs JOKY-
MeHTaMu.

HacTtosawwmi ctaHgapT He pacnpocTpaHseTcs Ha ynpaBneHue apXMBHbIMU OKYMEHTaMU, XPaHALWMMUCS
B apPXMBHbIX YYPEXAEHMUAX.

HacTtoawwmi ctangapT npegHasHayeH ans:

- pykoBoauTenen (MeHeaxepoB) opraHnsauni;

- cneumManucToB B 06NacTy ynpaeneHms JOKyMeHTaMu, MHpopMaLmen n TeEXHONOrNAMU;

- COTPYOHUKOB (NepcoHara) opraHnsaumi;

- (buanyeckux nuu, 0683aHHbLIX CO3AaBaTh M COXPaHATb JOKYMEHTHI.

2 HopmaTuBHbIe CCbINKKN

B HacTosiLem cTaHgapTe MCNoNb30BaHbl HOPMATUBHbIE CChINIKM Ha CreaytoLme CTaHaapThl:

NCO 5127-11:87 UHbopmauna n gokymeHTaums. Cnosapb

NCO 5963—85 [okymeHTauusi. MeToabl aHanv3a OOKYMEHTOB, onpeaeneHus ux Tembl n nogbopa
WMHOEKCMPOBAHHbIX TEPMUHOB 419 COCTaBEHUS yka3aTenemn

MCO 9001—2000 Cuctembl MeHemXMeHTa kavecTBa. TpeboBaHusi

NCO 14001—96 CwncTembl ynpaBrneHus okpyxatoLlen cpeaoi. TpeboBaHMs u pyKoBOACTBO MO NpUMe-
HEHUIo

U3paHue ocbnumanbHoe
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3 TepMuHbI 1 onpeaeneHus

B HacTosiLem cTaHOapTe NPYMEHEHbI CriedytoLLMe TEPMUHBI C COOTBETCTBYHOLLMMM OnpeaeneHnsiMu:

3.1 apxuBHbIN opraH; apxuBHoe y4upexaeHue (archival authority): YupexaeHue, oTBETCTBEHHOE 3a
0TOOpP JOKYMEHTOB Ha XpaHeHWe, KOMMIeKToBaHne u obecrneyeHne CoXxpaHHOCTY apxnBHoro hoHaa, npeno-
CTaBneHue JOCTyna K apXMBHbIM JOKYMEHTaM U COrfacoBaHWe YHUUTOXEHUSA OOKYMEHTOB, HE noanexatimx
XpaHeHuto.

3.2 cucrema ynpaBneHusa goKyMmeHTamum (records system): MHdopmaumoHHas cuctema, obecneym-
BatoLlas cbop AOKYMEHTOB (BKITHOYEHNE JOKYMEHTOB B CUCTEMY), yIpaBneHne AOKYMEHTaMu 1 AOCTYM K HUM.

3.3 pokymeHT (record): 3adukcupoBaHHas Ha MaTepuanbHOM HOCUTeNe naeHTuduLmMpyemas nHpop-
Mauus, co3gaHHas, NnonyyYeHHas u coxpaHaemas opraHmsalmen unu guanyecknv NMLomM B Ka4ecTBe foKa3sa-
TenbCTBa NPV NOATBEPXKAEHUN NPaBOBbIX 0693aTENbCTB UIN OETOBON AeATENBHOCTY.

3.4 poctyn (access): [MpaBo, BO3MOXHOCTb, CPEeACTBa ANSA NOMCKa, U3BIEYEHNST U UCMONb30BaHUSA
nHopmauun.

3.5 uHpekcupoBaHue (indexing): lNMpouecc NpocTaBneHMs YCNoBHbIX 0603HAYEHWA N COCTaBMNEHUS
yKkasaTtenem, cnyxalimx Ans ynpoLieHns 4ocTyna K LOKyMeHTaMm v (Unu) nidopmaumu.

3.6 knaccudmkauumsa (classification): CucremaTtudeckas maeHTMdUKaUna 1 ynopsiaoyeHne 4enoBown
OEeATEenNbHOCTM U (M) JOKYMEHTOB NO KaTeropmnsim B COOTBETCTBMM C TOMMYECKN CTPYKTYPUPOBAHHbBIMM YCI10-
BMAMM, METOA4AMU 1 NpoLedypHbIMU NpaBunaMu, NpeacTaBneHHbIMU B KNnaccuukaLMoHHON CUCTEME.

3.7 koHBepTUpoBaHue (conversion): lNpouecc nepemelleHns AOKYMEHTOB C O4HOMO HOCUTENS Ha ApY-
rovi Unu u3 ogHoro oopmara B gpyron. Cp. murpaums (cm. 3.11).

3.8 koHTpons (tracking): CosgaHue, BKMOYEHME B CUCTEMY YNpaBNeHUs AOKYMEHTaMun 1 COXpaHeHue
NHOPMaLUN O ABMXKEHUN U UCMONb30BaHNM AOKYMEHTOB.

3.9 koHTponb gencTBuim (action tracking): Npouecc oTcnexmBaHMsa CPOKOB COBEPLLEHNS AEACTBUN, a
TakXke MpPoLECC YCTAHOBMNEHMWS CBA3M 3TUX OTAENbHbLIX AEACTBUN C ENOBON AEeATENBHOCTBIO B LIEMNOM.

3.10 meTapgaHHble (metadata): [aHHble, onucbiBaoLWME KOHTEKCT, CoOAepKaHne, CTPYKTYPY AOKYMeEH-
TOB W ynpaBneHne nMu.

3.11 murpaumsa (migration): lNepemelleHre JOKYMEHTOB U3 OOHOW CUCTEMbI B APYTYHO C COXpaHEHNEM
AYTEHTUYHOCTW, LLENOCTHOCTU, AOCTOBEPHOCTM AOKYMEHTOB U UX MPUTOAHOCTM AN ucnonb3oBaHus. Cp. KOH-
BepTupoBaHue (cm. 3.7).

3.12 obecneuyeHue coxpaHHOCTHU (preservation): lNMpouecckl n onepauuu No obecrneyeHnto TeEXHNYec-
KO M UHTEeNMNeKTyanbHON ayTEHTUYHOCTM AOKYMEHTOB B TEYEHNE BPEMEHM.

3.13 oT60p n nepepaya (disposition): lNpoLeccsl peanu3aunm ynpaBneHYeCcKnx peLleHni, 3admkeu-
POBaHHbIX B MEPEYHAX JOKYMEHTOB UMW APYIMX MHCTPYMEHTaxX ynpaBrieHns JOKYMEHTaMu, U KacarLwmnxcs
YHUUTOXEHUSA JOKYMEHTOB MW NepeAayn ux Ha nocrneayoLLee xpaHeHme.

3.14 nepemelueHue (transfer) (B oTHoweHUM MecTa xpaHeHus): MisMeHeHne mecTa XpaHeHus OOKy-
MeHTa.

3.15 nepepaua (transfer) (B oTHoweHMU cnocoba xpaHeHusd): ViameHeHne cnocoba xpaHeH s AOKYMEH-
TOB, NpaBa COGCTBEHHOCTU 1 (MNN) OTBETCTBEHHOCTM 3@ AOKYMEHTHI.

3.16 otyeTHOCTb (accountability): NMpuHLMN, BCOOTBETCTBUM CKOTOPbLIM YaCTHbIE NULA, OpraHmM3aLmmm
00LecTBO OTBETCTBEHHLI 3@ CBOV AENCTBUS.

3.17 peructpauumsa (registration): NpucBoeHne 0OKYMEHTY YHUKaNbHOIo naeHTudmkaTopa npm ero BBO-
e B CUCTEMY.

3.18 yHuuTOkeHue (destruction): NukBnaaumsa nokyMeHTOB 6e3 kakon-nMbo BO3MOXHOCTN BOCCTaHOB-
neHus.

3.19 ynpaBneHue gokymeHTamum (records management): CoBOKYMHOCTb NiIiaHOMEpPHbIX 1 3 dEKTUB-
HbIX AEACTBUN MO CO3[aHMI0, UCMONb30BaHMIO, XPaHEHNIO U YHUUTOXEHUIO JOKYMEHTOB B OpraHm3aumsix ¢
Lenblo foKasaTenbCcTBa NpoBeaeHns A4enoBbixX (YnpaBrneH4YecknX) onepauni.

4 ﬂpewmymeCTBa ynpaBrieHnsa AOKyMeHTaMu

YnpaBneHne 4OKYMeHTaMm1 pacrnpoCTPaHAeTCs Ha NPaKTUYeCKyo 4eATEeNbHOCTb fNL, OCYLLECTBASOLLIMX
ynpaBneHve JoKyMeHTaMu, a Takke NuLl, Co3AarLLMX U UCMOMb3YHOLLMX JOKYMEHThI B XO4€ CBOEN eN0BOA
AesATenbHOCTW. YNpaBneHue AOKyMEHTaMU B OpraHn3aLumm BKMovaeT B cebsi:

a) NPUHATUE MNONUTUKM M CTaHAAPTOB B chepe ynpaBreHnsl LOKYMeHTaMu;

b) pacnpeneneHne oTBETCTBEHHOCTM M MOMTHOMOYMIA NO YNPaBIEHMIO JOKYMEHTaMu;
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C) yCTaHOBrEeHWe, BHEAPEHNE 1 pacnpoCTPaHEHNE PYKOBOOSLLMX YKa3aHU 1 pernaMmeHToB paboThl ¢
JOKyMeHTamu;

d) npepocTaBneHue psiaa ycryr, OTHOCALWMXCS K YNPaBAeHUI0 JOKYMEHTaM1 1 UCMOSb30BaHNIO JOKY-
MEHTOB;

€) MPOEeKTUPOBaHWE, BHEAPEHME U aAMUHUCTPMPOBaHUE CneLmManm3npoBaHHbIX CUCTEM ANs ynpasne-
HWA JOKYMEHTaMu;

f) uHTerpmpoBaHMe NpoLeccoB ynpaBrneHnst AOKYMEHTaMU B CUCTEMBI 1 MPOLECChI AENOBON AeATENb-
HOCTW.

[okymeHTbl cogepxaT UHopMaLnio, ABNSAIOLLYIOCS LEHHbIM PECYPCOM U BaXXHbIM 3f1EMEHTOM erno-
BOW AeATeNbHOCTU. CUCTEMHbIN NOAXOA K YNPaBNEeHUIO JOKYMEHTaMM NO3BONSET OpraHmM3aumnsam n obLiecTsy
3almLLaTh U COXpaHATb AOKYMEHThI B KAYECTBE AoKasaTenbcTBa AencTeun. Cuctema ynpaBneHns AOKYMeEH-
Tamu no3BonseT co3gaBaTb MHAOPMALNOHHBLIN PECYPC O AENOBOWN AEATENbHOCTM OpraHu3aLnmm, KOTopbIn
MOXET Noaaep>KuBaTb ee NocneayLwyo 4eaTeNnbHOCTb M OTAENbHbIE peleHmns, a Takke obecnednsaTb
OTYETHOCTb.

[oKyMeHTbI N03BOMSAOT OpraHM3aLmsM:

- OCYLLLeCTBNATb CBOK AEATENbHOCTb YNOPAA0YEHHO, 3PPEKTUBHO N OTBETCTBEHHO;

- NpefocTaBnATb MHOPMaLMO NocnegoBaTeNibHO M 06 bEKTUBHO;

- obecneunBaTb MHOPMALIMOHHYHO NOAAEPKKY NPU MPUHATMM YNPABIEHYECKUX PELLEHWI;

- obecneuynBaTb COrMacoBaHHOCTb, HEMPEPbLIBHOCTb U MPOM3BOAUTENBHOCTL AENIOBON U yNpaBneHyec-
KON OEeATENbHOCTH;

- NoBbIWaTh 3PPEKTUBHOCTb AEATENBHOCTM BCEM OpraHm3aLmm;

- obecneunBaTb OecrnepeboNHOCTb AEATENBHOCTM B CIly4Yae Ype3BblHalHbIX CUTYaLNA;

- cobnogaTb TpeboBaHUA HOPMaTUBHON Cpefbl, B TOM YMcre B 06r1acT apXMBHOMW, ayaAUTOPCKOW U Haa-
30pHON OeATEeNbHOCTH;

- obecneunBaThb 3aWMTY U NOAAEPXKKY B CyAeOHbIX Aenax, BKYas pUCKU, CBA3AHHbIE C HanMynem unu
OTCYTCTBMEM JOKYMEHTarbHbIX JOKa3aTenbCTB, CoAepXallnx CBeAeHUs O AeATeNbHOCTU OpraHmu3auuu;

- 3alMLLaTb UHTepeChl opraHn3aLnm 1 npasa CoTPYOHUKOB, a TaKKe BCEX 3aUHTEPEeCOBaHHbIX CTOPOH;

- obecneunBaTtb M JOKYMEHTMPOBATL HAy4YHO-UCCNen0BaTENbCKNE U ONbITHO-KOHCTPYKTOPCKUE padoThl,
WHHOBALIMOHHYIO AeATENbHOCTD, a TaKKe UCTOPUYECKNe nccnegoBaHns,;

- NPeJoCTaBnATb JOKYMEHTUPOBaHHbIE JOKa3aTeNbCTBa NMYHOMW, OOLLECTBEHHON 1 AeN0BON AeATenNb-
HOCTU;

- obecneynBaTb 4EMNOBYH, NEPCOHANbHYIO U KYyNbTYPHYIO UOEHTUYHOCTD;

- NoAgepXXmBaTthb KOPNOpPaTUBHYI, MHOUBUAYASTbHYIO U COLManbHY0 NaMsThb.

5 HopmaTtuBHas cpena

Bcem opraHusaumam Heobxoaumo naeHTUdULMpoBaTb HOPMaTUBHYIO Cpeay, PErynmpyoLLyo nx aes-
TeNbHOCTb M TpeboBaHUSA K JOKYMEHTMPOBAHMWIO UX AesTenbHOCTU. [onMTuka v npoueaypbl 4eATeNbHOCTM
OopraHusauuin AOMKHbl yunTbiBaTb TpeboBaHUSA HOPMATMBHOWM cpeabl. HopmaTuBHbIE AOKYMEHTbI, OTpaxaro-
LiMe AeaTeNbHOCTb OpraHn3auny, A0SMKHbI COAepXKaTb COOTBETCTBYIOLME A0Ka3aTeNnbCTBa ee COOTBETCTBUS
HOpMaTMBHOW cpeae.

HopmaTtusHas cpefa BknovaeT B cebs:

a) 3aKoHbl M HOPMAaTUBHbIE akTbl, perynupytoLme cdepy AenoBon AeaTeNbHOCTU B LLENTOM U B cneuundu-
YeCKMX oTpacnsx, B TOM Yncne 3aKOoHbl U HOpMaTUBHbIE akTbl, OTHOCALLMECH HENOCPEACTBEHHO K JOKYMEHTaM,
apxmBam, OOCTyny, KOH(pMAEHUMaNbLHOCTU, AoKa3aTenbCTBaM, NIEKTPOHHOW KOMMEPLUWY, 3alumMTe OaHHbIX,
UHd opMaLmm;

b) ctaHgapTbl, OTHOCALWMECH K NPAKTUYECKON AEATENBbHOCTY;

C) npaBuna pekoMeHAaTeNbHOro xapakrepa, oTpaxatoLime nepeaoBom OnbIT;

d) Ao6pOBOMLHO NPUMEHSIEMbIE 3TUYECKNE KOAEKChI U HOPMBbI;

e) vmaeHTuduumpyemble coumarnbHble oxuaaHus (NoTpebHOCTH), KacaroLmecs ageKkBaTHOro NoBeAeHns
B cneundunyeckon 0Tpacnu unm opraHusauuu.

Twn opraH13aumm n 0Tpacnu, K KOTOpOW OHa NPUHAANEXUT, ONpeaenstoT, Kakue U3 3TUX ANIeMeHTOB HOp-
MaTMBHOW cpedbl (N0 OTAENbHOCTM UMW BMeCTe) B HanbonbLuen cTeneHy NPpUMEHUMbI NpY yNpaBneHny AOoKy-
MEeHTaMu B KOHKPETHOW OpraHusaumm.
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6 MonuTuka ynpaBneHUs JOKyMeHTaMU U OTBETCTBEHHOCTb

6.1 O6wme nonoxeHus

OpraHusaums, cTpemsLlascs K cobnrogeHunio TpeboBaHMn HacTosLLero ctTaHaapTa, AoMmKHa NpUHMMaThb,
OOKYMeHTanbHO oMKkcmMpoBaTh, NogaepXXmsaTh U pacnpoCcTpaHAaTb NPUHLMMLI NOANTMKN, NPOLeAypbl U NpaKTu-
Ky ynpaBneHus JOKYMeHTamu ¢ TeM, 4Tobbl obecneumBatb Heobxoaumble Ans paboTbl AoKasaTenbCTBa,
OTYETHOCTb M MHY0 MHpOPMALNIO O CBOEN AEATENBHOCTH.

6.2 MpuHUMNBI NONNTUKN

OpraHunsaummn JOmKHbI onpeaensaTe U AOKYMeHTanbHO rMKkcMpoBaTb NPUHLMNLI NONUTUKU B obnacTtu
yrnpaBneHus JokyMeHTamu. Lienbio 3Ton NonuTUkM AomkHbl BbiTb CO3AaHne 1 nogaepka cucTemsl ynpasre-
HWS ayTEHTUYHBIMU, 4OCTOBEPHBIMMW M MPUFOAHBIMU 151 UCNONb30BaHUSA OKYMEHTaMu, CNoCOOHOW NoaaepXu-
BaTb AENOBYI0 AeATeNbHOCTb B TeYEHNE YCTaHOBEHHOro (Heobxoammoro) nepmoaa BpemeHun. OpraHusaumm
OOMKHbl obecrneunmBaTb WHGOPMUPOBaHME O MNPOBOAMMOWN MOMUTMKE W ee MpPUMEHEeHWe Ha BCexX
OpraHn3aunoHHbIX YPOBHSIX.

MpYHLUMABI NOAUTUKN AOSKHBI ObITb MPUHATEI M 0[06PEHbI Ha BbICLLEM YPOBHE NPUHATUSA yrpaBneH4vec-
KMX peLleHnii 1 pacnpocTpaHeHbl BO BCeW opraHnsauun. Takke cnegyeT pacrnpenensatb OTBETCTBEHHOCTb 3a
ee cobntoaeHue.

MpuHUMNBI NOAMTWKKM criegyeT pa3pabaTbiBaTb HA OCHOBE aHanu3a 4enoBon agestensHocTu. OHa Jomx-
Ha onpefensTb, B Kaknx 06nacTsax B HanbonbLuen cTeneHn NPUMEHSIOT T€ UMW MHbIe HOPMaTUBHbIE aKTbl (3aKO-
Hbl, HOPMaTUBHbIE aKTbl, CTaHAAPTbI, MPaKTUYECKMe pekoMeHAaumn), pernameHTUpyloLmMe co3gaHne AokKy-
MEHTOB, CBS3@HHbIX C [OEenoBOM AeATenbHOCTblo. [lpy 3TOM oOpraHmsaumMm [OIDKHbI y4MTbiBaTb CBOHO
OpraHv3aunoHHYI0 cpefy, a Takke SKOHOMUYeckue acnekTbl. MpuHUUNbBI NONUTUKK cnegyeT perynsapHo nepe-
cMaTpuBaTb C TeM, YTOObI 0becneydnBaTb OTPaXeHne et TEKYLLMX NoTpebHOoCTen AenoBoW AeATENbHOCTH.

6.3 OTBeTCTBEHHOCTb

OTBETCTBEHHOCTb 1 MOFTHOMOYMSA B 06NacTy ynpaBneHus JOKYMeHTaMu OMKHbI BblTb YETKO onpeaerne-
Hbl M JOBEAEHbI 0 CBEAEHUSA BCEN OPraHM3aLnm ¢ TeM, YTOObI BbINO ACHO, KTO HECET OTBETCTBEHHOCTL 3a pabo-
TY C KOHKpPeTHbIMW [AOKyMeHTamu. 3Ta OTBETCTBEHHOCTb [OIKHa ObiTb pacrnpegeneHa mexay BCEMM
COTPYAHMKaMn opraHusauuu (B TOM 4Yuche ynpasBnsiowuMmn OOKYMeHTauuen, cneuuanictamm CMeXHbIX
NHMOPMaLMOHHbBIX NPOodeccuin, pykoBOACTBOM OpraHvu3aunv, pyKoBOAMTENSAMU CTPYKTYPHbIX nogpasaene-
HWI, adMUHUCTpaTopamMu CUCTEM YNpaBieHUsa 4OKyMEeHTaMu 1 ApyrMMuY NuuamMu, Ans kotopbix paboTa ¢ AoKy-
MEHTaMn BXOOAWT B WX [OOIPKHOCTHble OOA3aHHOCTM) M OTpaXeHa B [OIPKHOCTHbIX WHCTPYKUMAX WU
OpraHu3aLoHHO-pacnopsAnTENbHbIX AOKyMeHTax opraHusaumn. Ocobas 0TBETCTBEHHOCTb B 06nacTun ynpas-
NeHnst JOKYMeHTaMmn AomkHa ObiTb BO3MNOXeHa Ha nuuo, obnagatoLlee COOTBETCTBYOLMMY NOMHOMOYNSAMM
BHYTPVM  oOpraHm3aumu. HasHayeHne OTBETCTBEHHbIX MWL AOMKHO  OblTb  pernameHTUpoBaHoO
pacnopsaguTenbHbIM JOKYMEHTOM.

OTBeTCTBEHHOCTb B 06M1aCTK ynpaBneHns JOKyMeHTaMm1 JOSbKHA BKIoYaTh B cebs criegytowmne nono-
XKeHus:

a) cneumanucTblBobnacTuynpaBneHus OKyMeHTaMy OTBEYatoT 3a BCe acnekTbl yrpaBneHns AOKyMeH-
Tamu, B TOM YuUCre 3a NPOeKTUpPoOBaHNe, BHeAPEHMNE U COXPAHHOCTb CUCTEM YNPaBreHUs AOKYMEHTaMu 1 nx
3KCMyaTaLMoHHbIE XapakTePUCTUKN, a Takke 3a 0bydeHune nonb3oBaTenemn ynpasneHno JOKyMeHTaMu 1 npu-
MEHEHUI0 CUCTEM yrpaBneHUs JOKyMeHTaMy B UHANBMAYaNbHOM NPaKTUYECKON OeATENbHOCTY;

b) oTBETCTBEHHOCTL pyKOBOACTBA 3aKkniovaeTcsl B MOAAEPXKKE MPUMEHEHUS NOMUTUKU YNpaBrieHns
AOKyMEeHTaMu BO BCEl opraHnsaunu;

C) aAMUHUCTpPaTOpPbl CUCTEMbI YyNpaBneHnss OKYMeHTaMy 0TBeYaloT 3a To, YToObl BCS AOKyMeHTauus
Oblna TouHom, yaobHOM AN BOCMPUSATUS U AOCTYNHOW ANA NepcoHana opraHu3aumu;

d) BCe COTpyAHMKM OpraHu3aunm OTBETCTBEHHbI 38 COXpaHeHne ayTeHTUYHOCTK, LIeNTOCTHOCTU, AOCTO-
BEPHOCTU 1 NPUrOAHOCTM AN UCNOSb30BaHWSA AOKYMEHTOB, OTPaXKatoLUX NX AeATENbHOCTb.

B npouecce nnaHvpoBaHus U BHEAPEHWS NONUTUKM M MPOLLeAYp yNpaBieHns A0KyMeHTaMm OSKHbI Npu-
HMMaTb y4acTne apXmBHbIE OpraHsbl.

7 TpeboBaHuA K ynpaBneHUO JOKYMEHTaMuU

7.1 MpuHUMNBI pa3paboTKu NporpaMmm ynpaBneHusi LOKyMeHTamMmu

[oKkyMeHTbI co3aaloTcs, MOCTYNatoT M MCNONb3YHTCS B NpOoLeCcCe OCYLLECTBNEHNSA EeN0BON AeATENbHOC-
™. [Ins oGecneyeHnsa HenpepbIBHOCTU AEMNOBOM AeATeNbHOCTU, cObBnoaeHnss COOTBETCTBUA HOPMATUBHON
cpene n obecnevyeHnss HEOGXOAMMOM OTYETHOCTU OpraHM3aLnn OOSMKHbI CO34aBaTbh U COXPaHATL ayTEHTUY-
Hble, HaZleXHble U NPUroAHbIe ANs UCNONb30BaHNS AOKYMEHThI, @ Takke 3aluLiaTh LLeNOCTHOCTb 3TUX JOKY-
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MEHTOB B TedeHue Tpebyemoro BpemeHu. [ns 3TOro opraHumsauuu LOSDKHbI NPUHMMATb U BbIMOMNHATb
KOMMIEKCHYIO NporpamMMy ynpaBfieHnsi LOKYMEHTaMu, BKIOYaoLLYto B ceds:

a) nepeyHn JOKYMEHTOB ANs KaX4oro npoLecca AenoBon AesTenbHOCTM U TpeboBaHus kK uHdopmauum,
noanexatyen BKITFOYEHUIO B JOKYMEHTbI;

b) pelueHus, kakon opMbl U CTPYKTYPbI LOIMKHbI ObITb CO3A4aBaEMbIE U BKIMOYAEMbIE B CUCTEMY [OKY-
MEHTbI U Kakne TEXHOMOrMN NS Nx co3ganHns n obpaboTkm cnefyeT NCNonb30BaTh;

c) TpeboBaHMsA K cOCTaBY MeTaZaHHbIX, UX CTPYKTYPE U yNpaBreHnio NMu;

d) ycTtaHoBneHue TpeboBaHMI K MOUCKY, MICMNONb30BaHWIO U Nepeaaye AOKYMEHTOB, a TakXKe cpokam xXpa-
HEeHNSA OOKYMEHTOB;

€) pelleHune, Kak OpraHn3oBbIBaTb JOKYMEHTbI C TEM, YTOObI OHM OTBeYanu TpeboBaHnsIM, NpeabaBnse-
MbIM K X UCMONb30BaHUIO;

f) oueHKy pucKoB, CBA3aHHbIX C OTCYTCTBUEM OpMLIManbHbIX JOKYMEHTOB, OTpaXaloLUX AeATenbHOCTb
opraHusauuu;

g) obecneveHne COXpaHHOCTU AOKYMEHTOB U AOCTYNa K HUM B LIENSX BbINONTHEHWS TpeboBaHMIN 4enoBoO
OEeSATENbHOCTM U 0OLLECTBEHHbIX OXXUOAHWIA;

h) cooTBeTcTBME NpaBoBbIM TPEOOBaHUSM, HOPMATUBHOW Cpede, CTaHZapTaM U MONIMTUKE OpraHu-
3auuu;

i) obecneyeHue xpaHeHUs AOKYMEHTOB B 6e30MnacHow 1 3aluLLEeHHON cpeae;

j) obecneyeHne xpaHeHNa JOKYMEHTOB B TeYeHUe HeobBX0ANMOro unm Tpebyemoro cpoka;

k) onpeneneHve n oLeHKy BO3MOXHOCTEN NOBbILLEHUS 3D(PEKTUBHOCTA U pe3yrnbTaTUBHOCTN OpraHu3a-
LIMOHHBIX NPOLLECCOB, peLUEeHNA 1 JeNCTBUN B pe3yrbTaTe Ka4eCTBEHHOro ynpaBrneHns JOKyMeHTaMMu.

MpaBuna co3paHnst LOKYMEHTOB M MeTaZaHHbIX O AOKYMEHTaX N UX BKIMIOYEHMS B CUCTEMY yNpaBneHns
OOKyMeHTaMu JOMKHbI OblTb BHEAPEHbI B NpOLLeaypbl, perynupytoLine Bce NpoLecchbl A4eN0BON AeATENbHOCTH,
ONs KOTopbIX TpebyeTcs AoKa3aTeNbLCTBO OCYLLECTBNEHNSI LENCTBUN.

[onrocpoyHoe nnaHupoBaHWe OENOBOW OeATENbHOCTU U Mepbl B Criydae HenpeaBuaeHHbIX 06CcTos-
TEeNbCTB AOMKHbI rapaHTUPOBAaTh, YTO AOKYMEHTbI, BaXKHble A5 NPOAOMKUTENBHOMO OYHKLUOHUPOBAHWS opra-
HM3aL MK, 3aLLMLLEHbI U MOTYT BbITb BOCCTAHOBIEHbI B Clly4Yae HeobxoanmocTu.

7.2 XapakTtepuCTUKU AOKYMEHTa

7.2.1 O6wume nonoxeHus

[oKyMeHT fomkeH 06 bEKTUBHO OTpaXaTb TO, YTO COOOLLEHO UMK pEeLLEHO, N NPEANPUHATO AEACTBME.
[okyMeHT fomkeH oTBeYaTb NOTPEOHOCTSIM OeNOBON AeATENbHOCTU, K KOTOPOW OH OTHOCUTCS, U UCMOSb30-
BaTbCS B LIENsIX OTYETHOCTMU.

OneKTPOHHbIN OKYMEHT AOMMKEH coaepXaTb UM NOCTOAHHO ObiTh CBS3aH C MeTadaHHbIMU, OTpaXato-
LWMMU onepaLuum, coBeplLLaeMble C JOKYMEHTOM B NpoLiecce AenoBor AeatensHocTu. [pu aTom:

a) CTpyKTypa JOKYMeHTa, ero oopmMart 1 B3aMMOCBA3U MEXAY COCTaBMNAOLLMMN JOKYMEHT afiEMeHTaMu
OOIMKHbI OCTaBaTbCHA HEN3MEHHbLIMU, HE NCKaXKEHHBbIMU MeTafaHHbIMU;

b) B MeTagaHHbIX 0 [OKYMEHTE A0MKEH ObITb OTPaXXeH KOHTEKCT ero co3faHusi, NoNy4eHUs U UCMNonb30-
BaHVs (B TOM Yncrne NpoLecc AenoBon AeATeNnsHOCTU, YaCTbio KOTOPOro ABMSIeTCS AaHHasa onepauus, gata u
BpeMs JaHHOW onepaLnn 1 ee y4acTHUKN),

C) B MeTafaHHbIX O JOKYMEHTE AOMKHbI OblTb NPeACTaBEHbI CBA3WN MEXAY OTAENbHBIMU LOKYMEHTaMM,
COCTaBNALLMMN B COBOKYMHOCTU €4UHbIV KOMMMEKC JOKYMEHTOB.

MprHUKUNEI NONUTUKK, NPOLIEAYPLI M NPAKTUKA yNpaBneHns AOKYMeHTamMu 4OMmkHbI obecneynBaTh co3aa-
HMe NoAJIMHHBIX AOKYMEHTOB, 061a4aloLLMX XapakTePUCTMKAMM, yKasdaHHbIMU B 7.2.2 — 7.2.5.

7.2.2 AyTeHTUYHOCTb

[oKkyMeHT aBnsieTca ayTeHTUYHbIM, €CIN OH:

a) COOTBETCTBYET yCTAHOBMEHHbLIM NpaBuiam;

b) 6bin co3gaH unu oTnpasneH NULOM, yNoSIHOMOYEHHbLIM Ha 3TO;

€) ObIn co3aaH unu oTnpasreH B TO BpeMsi, KOTOpOoe 0603Ha4YEHO B JOKYMEHTE.

YTto6bl 06ecneynBaTh ayTEHTUYHOCTb AOKYMEHTOB, OpraHM3aunn OIMKHbI BHEAPATb Y JOKYMEHTanbHO
dmKCMpoBaTb NPUHLMMNBI MONUTUKX U NPOLeaypPbl KOHTPOMS Haf Co3A4aHneM, NonyYeHnem, nepegaden, xpaHe-
HMEM 1 OTOOPOM (M3BATUEM) JOKYMEHTOB U TEM CaMbIM rapaHTUPOBaTh, YTO CO3A4aTeNM AOKYMEHTOB YMNOJSHO-
MOYEHbI Ha 3TO U MOryT BbITb MAEHTUPULMPOBAHbI, @ JOKYMEHTbI 3alluLLeHbl OT HECAHKLMOHMPOBAHHOIO
OOMOMNHEHNs, yaaneHus, UaMeHeHUs, UICNosib30BaHUs U COKPbITUSA (3aceKkpeunBaHus).

7.2.3 [JocTOBEepHOCTb

[locToBEpPHbIM ABNSAETCA AOKYMEHT, COAEPXKaHMEe KOTOPOro MOXHO CHUTATbL MOMHbLIM U TOYHBIM NPeACTaB-
NeHnem NOATBEPXKAaeMbIX onepauun, AesaTENbHOCTM NN OaKTOB N KOTOPOMY MOXHO AOBEPSATH B NOCneayto-
LLMX onepauunsax unu B nocrneayoLlen oeatensHocTn. [JokyMeHTbl cneayeT co3gaBaTh BO BpEMS UMK cpasy Xe
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nocne onepauuv UnNn cUTyaummu, K KOTOpbIM OHU OTHOCATCS, NUUAaMu, JOCTOBEPHO 3HAKOLWMMK haKTbl, UK
cpencTeamm, obbIYHO MCMONb3yeMbIMY B ENOBOM AeATENBHOCTY MPU NPOBEAEHNW LaHHOW onepaumm.

7.2.4 LlenocTtHOCTb

LlenocTHOCTb AOKYMeHTa onpefensieTcs ero nofiHOTON U HEUM3MEHHOCTLIO.

Heob6xoamMmMo, 4To6bl AOKYMEHT Obif 3aLUMLLEH OT HECAHKLMOHUPOBAHHOIO N3MeHeHus. [Nonutuka v npo-
Luenypbl ynpaBneHuss JOKYMEHTaMW OOIDKHbI YKa3bliBaTb, KakMe OOMOSTHEHUS NN U3MEHEHMS MOryT ObITb
NMPUMEHEHBI K JOKYMEHTY MOCIIE ero CO34aHuUs, Npu Kakmx o6CcToaTenbCTBaxX AONOSIHEHMS U M3MEHEHMWS MO-
ryT ObITb paspeLUeHbl U KTO YNOSTHOMOYEH caenath 370. JTtobble CaHKLMOHNPOBaHHbIE M3MEHEHMS, A00aBNeHNs
Unv yaaneHus B OKyMeHTe cneayeT 4eTko 0603HayaTh 1 KOHTPONMpPOBaTh.

7.2.5 MpurogHoOCTb ANA NUCNONb30BaHUA

MpuroaHbIM 4N UCNONb30BaHUS ABASETCHA JOKYMEHT, KOTOPbIA MOXHO NOKann3oBaTthb, HakTW, BOCNPOU3-
BECTU U MHTepnpeTnpoBaTb. [pu BoCNponsBeaeHUM OH AOMKEH OTpaXaTb CBSA3b C AeN0BOW AeATENbHOCTLIO
unun onepaumen, B pesynbTate KOTOPon OH Bbin co3gaH. KOHTEKCTHLIE CChINKN AOKYMEHTOB AOMKHbI HECTU
MHopMaLuo, HeOOXOANMYIO ANS MOHNUMAaHWA Onepaumri 4enoBon 4eATEeNbHOCTH, B KOTOPbIX 3TN AOKYMEHTHI
Ob1nK co3gaHbl M NpuMeHanues. [lomkHa 6biTb NpeaocTaBieHa BO3MOXHOCTb MAEHTUMULMPOBATL AOKYMEHT B
LLMPOKOM KOHTEKCTE AENO0BOM AEATENBHOCTU N PyHKLUMA. CBA3N Mexay AOKYyMeHTamMu, OUMKCUMpYoLLme nocne-
A0BaTeNbHOCTb AEWCTBUN, AOIMKHbI ObITb COXPaHEHbI.

8 NMpoekTupoBaHue U BHeapeHNE CUCTEMBI ynpaBrneHuna oOKyMeHTaMun

8.1 OOLwWme nonoxeHns

CTtpaterus ynpaBneHuss JOKyMeHTaMu OCHOBbIBaeTCS Ha pa3paboTke 1 BHEAPEHMM B NPaKTUKy paboThl
MPUHLUMMNOB MNONUTUKM, MpoLeayp U NMpaBui JOKYMEHTMPOBAHMS, a TAKXKe Ha NPOEKTUPOBAHUU Y BHELPEHUN CUC-
TEM ynpaBreHust AOKYMEHTaMW, COOTBETCTBYHOLUUX TEKYLLMM NOTPEOHOCTSIM opraHvM3auum U HopMaTUBHOM
cpege.

MpuHATan opraHnsaumen ctpaTernsa ynpaBneHuss AOKyMeHTamu cO6CTBEHHOW AeNoBOM AeATENbHOCTHU
JOIDKHa onpefensTb, Kakne JOKYMEHTbI, KOoraa, Kak v rae cnegyeT BKovaTh B CUCTEMY yripaBrneHust JOKYMEH-
Tamu.

Crtpaterus BHegpeHusi COOTBETCTBYHOLLEN CUCTEMbI YIPABEHNS LOKYMEHTAMWN MOXET BKITOYaTh B Ce0S:

a) MPOEKTUPOBAHUE CUCTEMBI YIPaABNEHNSA JOKYMEHTaMMU;

b) mokymeHTupoBaHWe npoLeccoB PYHKLMOHMPOBaHUSA CUCTEMBI YIPABIEHMS JOKYMEHTaMMU;

C) MOAroTOBKY COTPYAHMKOB, paboTatoLwmx ¢ JOKyMeHTamu;

d) KoHBepTUpOBaHME AOKYMEHTOB B HOBYO CUCTEMY YNpaBleHNs JOKyMEHTaMu 1 HOBble hopmaThbl;

€) yCTaHOBIIEHME CTaHAApTOB, NPOBEPKY COOTBETCTBUS MM U NX COONOAEHUS;

f) onpepeneHne CpoKOB XpaHEHUSA U MPUHATUE PELLUEHUN OTHOCUTENbHO LIEHHOCTU OOKYMEHTOB (Mpu
cobnogeHun cooTBETCTBUS HOPMATUBHOW cpeae).

CTpaTterns ynpasneHusi JOKyMeHTamMu A0SKHa ObITb AOKYMEHTarnbHO 3aMkcnpoBaHa B COOTBETCTBYHO-
LLieM NriaHe, Hanpumep B CTpaTerM4eckom niaHe no ynpaeneHunto Hpopmaumnen, KoTopbi AOSMKEH BXOOUTL B
COCTaB MMaHoBO-(pMHAHCOBOM AOKYMEHTaLUN OpraHn3auum.

MHdopMaunoHHbIE CUCTEMbI, MPUKNaAHbIE NPOrpamMMbl U KOMMYHUKALMOHHBIE CUCTEMbI, @ Takke noa-
OepXuBaemble MU MPOLIECChI AENOBOW OeATENbHOCTU crnegyeT MpOoekTUpoBaThb, MOANMUUMPOBATL MK
nepenpoekTUpoBaTh Tak, YTOObI B MpoLiecce NOBCEAHEBHOMN AENOBOW AEATENTLHOCTN 3TO HE MELLIano CO34aHuIo
COOTBETCTBYHLLNX JOKYMEHTOB Kak COCTaBHOWM YacTu CUCTEMbI YNPaBeHUsA AOKYMEHTaMM.

8.2 XapakTepucTuku cuctem ynpasrieHUs LOKyMeHTaMu

8.2.1 BBepeHue

CucTteMbl yripaBneHus AOKyMeHTaMu OOMKHbI NogAePXXMBaTb AOKYMEHTbI, 0611agatoLLme XxapakTepucTum-
KaMu, yKasaHHbIMW B 7.2, @ CaMu CUCTEMbI YIpaBNeHUs OO0MKHbI 06ragaTh XapakTepucTkamu, yCTaHOBMNEH-
HbiMn B 8.2.2 — 8.2.6.

8.2.2 HapexHocTb

JTobas cuctema, ncnonb3yemas Anst ynpasneHus JOKyMeHTamu, AOIMKHa ObITb CNOCOBGHOW ANUTENBHO 1
3P eKTMBHO PYHKLMOHMPOBATL B COOTBETCTBUM C TPEOYEMbBIMM NPOLIEAYPAMU.

Cuctema ynpaBneHnsi AOKyMeHTaMu1 A0oSKHa:

a) BKMYaTb BCE LOKYMEHTbI B paMKax OXBaTbIBAEMOW €0 LEeNOBOM AeATENbHOCTM B COOTBETCTBUM C
YCTaHOBNEHHbLIM NOPSIAKOM;
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b) opraHu3oBbIBaTb 4OKYMEHTbI Takmm 06pa3oM, YTOObI OTpaxaTb NPOLECCh AeNOBON AeATeNbHOCTU
cosgaTens (UICNONHUTENS) AOKYMEHTOB;

C) 3awmwaTb JOKYMEHTbI OT HECAaHKLMOHMPOBAHHOMO U3MEHEHWS, UBATUS UITU YHUUTOXEHNS;

d) BbICTynaTb B Ka4eCTBEe OCHOBHOIO MCTOYHMKA MHEpOpMaLIMKM O AeNCTBUAX, 3aPUKCMPOBAHHbIX B JOKY-
MeHTaXx;

e) obecneymBaTb 4OCTYMN KO BCEM OTHOCALLMMCS K ONpeaeneHHOMY BONpocCy AOKYMEHTaM 1 CBA3aHHbIM
C HUMW MeTaAaHHbIM.

MNokasaTenu HageXXHOCTN CUCTEMbI YNPaBneHns A0KyMeHTaMM A0SMKHbl ObITb JOKYMEHTanbHO 3adUKCK-
poOBaHbI NyTeM CO34aH1s U COXPaHEHWS LOKYMEHTOB, perfnamMmeHTUPYLLMX NOPSA0K paboTbl AaHHOW CUCTEMBI.
OTU [OKYMEHTbI JOIMKHBI NOATBEPXKAATb COOTBETCTBUE AAaHHON CUCTEMBI YIIpaBneHus JOKYMEHTaMu Kputepu-
AM NepeyncreHnin a) — e).

Cuctema ynpaBneHusi LOKyMeHTaMu A0IDKHa pearnpoBaTh Ha n3MeHeHust noTpebHocTen AenoBon aes-
TENbHOCTU, HO NtoOble U3MEHEHNSI B CUCTEME HE OOIKHbI BNUATb HAa XapakTEPUCTUKN LOKYMEHTOB, BKITHOYEH-
HblX B Hee. [lepemMelleHne AOKYMEHTOB M3 OOHOW CUCTEMbl yrpaBrneHus AOKYMeHTaMu B Apyryto criegyet
NpoBOANTb TaknM 06pa3oM, YTobbI He Oka3biBaTb HEGNAronpUATHOro BO3AENCTBUSA HA XapakTepPUCTUKM JOKY-
MEHTOB.

8.2.3 UenoctHoCTb

[na npegoTBpalleHns HeCaHKLUMOHUPOBAHHOIO AOCTYMNa K AOKYMEHTaM, NX YHUYTOXEHNS, U3BMEHEHUS
NN NepemeLLLeHns B CUCTEME YrpaBrneHns JOKYMEHTaMu cneayeT NPUMEHSTb KOHTPOSTbHbIE MEPONPUATHUS,
Takue Kak MOHUTOPUHI JOCTyna, Bepudukaums nonb3osBatenemn. YHUUYTOXEHNE AOKYMEHTOB U UX 3aceKkpeynBsa-
HWe OOMMKHbl BblTb CaHKUMOHUPOBAaHbI. TakoM KOHTPOSb MOXET OCYLLEeCTBNATLCA BHYTPU CaMOW CUCTEMBI
yrnpaBneHust JOKyMeHTamMu Unu BbiTb BHELLIHUM MO OTHOLLEHWIO K KOHKPETHOM cucTteme. B OTHOLWEeHUn anekT-
POHHbIX OOKYMEHTOB OpraHu3auus OOShbkHa UMeTb BO3MOXHOCTb AoKa3aTb, YTO Mobble CUMCTEMHblE cHou,
0BHOBNEHMA MPOrpaMMHOro obecneveHns N perynapHas akcnnyaTaumsa CUCTEMbI yripaBrneHns AOKyMeHTa-
MW He BMUSAIOT Ha KAa4eCTBO COXPAaHHOCTN JOKYMEHTOB.

8.2.4 CootBetcTBME

CucTtembl ynpaBneHus AOKyMeHTaMmun B opraHu3aunsx AormkHbl BbiTb ynipaBnseMbl B COOTBETCTBUN CO
BCEMWU TpeboBaHUAMK, MpeabsaBnseMbiMU TeKyllen AeroBo AeATENbHOCTbI, HOPMATMBHOW Cpedon U
obLecTBeHHbIMU oXnaaHnsaMu. CoTpyaHUKKM, co3aatoLime AOKYMEHTbI, JOMKHbI MOHMMaTb, Kak 3Ty TpeboBa-
HUS BMMSIOT Ha OEWCTBUSA, KOTOPblE OHW BbIMONHAIOT. COOTBETCTBME CUCTEMbI YNpPaBneHUs AOKyMeHTamu
Takum TpeboBaHUAM criedyeT perynspHo NpoBepsTb, a JOKYMEHTbl 3TUX NPOBEPOK CriedyeT XpaHUTb B LiensxX
AokasaTenbCcTBa.

8.2.5 KomnnekcHocTb

CuncTtembl ynpaBneHus JOKYMeHTaMmn AOSKHbI yNpaBnsaTe 4OKYMEHTaMu, ABASIOWUMNCS pe3ynbTaTom
BCEX BUAOB AeMN0BON AeATENbHOCTM OpraHn3aunm nv ee CTPYKTYPHOro NoapasaerneHums.

8.2.6 CucremHoOCTb

[lokyMeHTbI cnegyeT co3gaBaTh U COXPaHATL CUCTEMHO. CUCTEMHOCTL paboT B chepe yrnpaBneHus 4oKy-
MEeHTaMu JOCTUraeTcsa nyTemM NPOeKTMPOBaHMSA N MPUMEHEHNS KaK CUCTEMbI YNpaBneHns AOKyMeHTamu, Tak u
APYrmx cMcTeM ynpasreHns 4ernoBov AeATeNbHOCTbIO.

Cuctema ynpasneHust JOKYMEeHTaMun AOMKHA MMETb TOYHYI0 AOKYMEHTanbHo 3adnKCMPOBaHHYO NOMu-
TUKY, pacnpegerneHne 0TBETCTBEHHOCTY U hopMaribHY0 MeTOA0MOr0 yNpasneHus eto.

8.3 lMpoekTMpoBaHue N BHeapeHNe CUCTEM YNpaBIieHUA AOKYMEHTamMun

8.3.1 O6wue nonoxeHus

Cuctema ynpaBneHus JOKyMeHTaMu omkHa obnagath yHKLMOHaNbHbLIMW XapakTepmucTmkamm, No3Bo-
NSAOLWUMK BbINOMHATHL U NogaepXunBaTb NPOLLECChI ynpaBneHus JOKyMeHTaMu, OnnucaHHble B pasgene 9.

Mpn NPUHATUN peLleHni, CBA3AHHbIX C NPOEKTUPOBaHNEM N BHEOPEHUEM CUCTEMbI yNpaBneHns 4OKy-
MEeHTaMu 1 NoadepXMBaHNEM €10 NPOLLeCCOB yNpaBreHns AoKyMeHTaMu, cnegyeT NpuHMMaTb BO BHUMaHue
HeobXoANMOCTb MX COOTBETCTBUS OPraHN3aLnOHHbIM CTPYKTYpPaM ynpaBrneHus.

8.3.2 [okymeHTUpOBaHue onepawumn

Cuctembl ynpaBneHus 4OKyMeHTaMmM JOIDKHbI MOTHO M TOYHO OTpaxaTtb BCe onepauum, NponsBegeHHble
HEeMnoCPeACTBEHHO C KOHKPETHbIM JOKYMEHTOM, a Takke MpoLecehl, CBA3aHHbIE C HAM. OTU CBEAEHUS MOryT
6bITb 3aPUKCUPOBAHbI B METaAAHHbIX O JOKYMEHTE UNWN B KOHTPOMbHbLIX NPOTOKONAX CUCTEMHbIX NPOLIECCOB.
[MpOTOKOSbI KOHTPOMSI CUCTEMHbLIX MPOLECCOB CrieAyeT XpaHUTb, Kak MMHUMYM, CTOSBbKO Xe, CKOSNbKO XPaHAT
OOKYMEHT, K KOTOPOMY OHU OTHOCATCS.
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8.3.3 MaTtepuanbHble HocuTenu uHopmauum u ux cpusnyeckas sawmra

[Mpn NPOEKTUPOBaHMUN CUCTEMBI YIIPABIEHMS OKYMEHTaMM criefyeT BbioupaTb MOAXOASLLYIO cpefy Xpa-
HEHWSA 1 HoCUTENU MHopMaLun, cpefcTea U3NYECKON 3aLLmThbl, NpoLeaypbl 06paboTKku u cUCTeMbI XpaHe-
Husi. BboiGop HocuTensa uHdopmauum 3aBUCUT OT CPOKOB XpaHeHust AokyMeHToB. Cuctema ynpaBneHus
OOKYMeHTaMM AorkHa ObiTb NOArOTOBMNEHA K YPE3BbIYaNHBIM CUTYyaLUMsIM Tak, 4Tobbl onpeaensaTb M yMeHbLUaTb
pucku. Bo Bpems 1 nocne BOCCTaHOBNEHUSA AeATENbHOCTU OpraHM3aumm, NocTpagaBLlen OT YpesBblHanHbIX
cuUTyauun, cuctema ynpasreHms JOKYMEHTaMU SOMKHA COXPaHsSTb CBOK LIENOCTHOCTb U 4EMOHCTPUPOBATh
3To.

8.3.4 PacnpepeneHHoe ynpaBreHue

Cuctembl ynpaBneHus 4OKyMeHTaMm JOJKHbI OblTb CNOCOOHbLI NoaaepXmBaTh anbTepHaTUBHbIE Ba-
puvaHTbl pa3MeLLeHnst AOKYMEHTOB. B HekoTOpbIX cny4vasx, ecnv NnpaBoBas U HOpMaTMBHasi cpeAa No3BOMsT
37O, LOKYMEHTbI JonycKaeTcst hU3MYeCKM XpaHUTb B OQHOW OpraHvM3auun, a ynpasneHue Mn u oTBETCTBEH-
HOCTb 3a HMX MOXHO Bo3naratb NMO0 Ha opraHu3auuto-cosgaTens, NMMbo Ha ApPYron NOSIHOMOYHbIA OpraH.
Takow NopsiAoK pasMeLLeHmnsl, pasnyatoLLnii XpaHeHne, BnageHue n 0TBETCTBEHHOCTb 3@ OKYMEHTbI, Xapak-
TepeH ANg 3NEeKTPOHHbIX JOKYMEHTOB, pa3MeLLEHHbIX B 3NIEKTPOHHbLIX CUCTEMaXx ynpasreHns AOKYMeHTaMu.
MepemeLlLeHe LOKYMEHTOB MOXET MPOUCXOAUTL B NI0G0E BpeMs, NPu 3TOM OHO AOSMKHO ObITb KOHTPONUPYEMO
N OKYMEHTanbHO 0hOpMIIEHO.

8.3.5 KoHBepTuUpoOBaHue n murpauus

Cuctembl ynpaBneHust JOKYMEHTaMu crieqyeT NpoekTUpoBaThb Tak, Y4ToObl AOKYMEHTbI OCTaBanucb
AYTEHTUYHBIMU, HAOEXHBIMU Y MPUrogHBIMU ANS UCMOMb30BaHUSA HE3ABUCUMO OT N0BbIX N3MEHEHUI B CUCTE-
Me ynpasneHus AoKyMeHTamu (B TOM YMCe NPU KOHBEPTUPOBaHUM (hopMaToB, MUrpaLLMm MeXay TEXHUYECKUM
obopyaoBaHueMm, onepaynuoHHbIMU CUCTEMaMN UMK cnelnansHBIMU NPOrpaMMHbIMU MPUMIOXKEHNSMN) B Teve-
Hue Bcero nepmoaa ux xpaHeHus (B COOTBETCTBUM C 8.5).

8.3.6 OocTtyn, noMCK M ucnonb3oBaHue

CwvcTembl ynpaBneHus 4OKyMeHTaMm1 OOIDKHbI obecneyvmBaTh CBOEBPEMEHHBIN U 3DPEKTUBHBIN MOUCK U
OOCTyN K AOKyMeHTaM, HeoOX0AMMbIM At OCYLLEeCTBNEHMS OEeTOBON AeATENbHOCTU N OTYETHOCTH.

CucrteMbl ynpaBneHus AOKyMeHTaMu AOSDKHbI UMETh U MPUMEHATb CPeacTBa KOHTPONSA 40CTyNa, YTobbl
obecneynBaTb COXpaHHOCTb AOKYMEHTOB. OHM AOMKHbI 06ecneumBaTh co3qaHue 1 NoaaepKKy NpOTOKOMa KOH-
TPOMs CUCTEMHbIX MPOLIECCOB UNU ApyrMe MeToAdbl, no3sonsowme aPPeKTUBHO 3alUmLLaTbh AOKYMEHTbI OT
HeCaHKLUWOHUPOBAHHOIO UCMOMNb30BaHUA, U3MEHEHNS UM YHUUTOXEHUS.

8.3.7 XpaHeHue N YyHUUTOXEHUE AOKYMEHTOB

Cucrtembl ynpaBneH1s JOKyMeHTaMmM 40SKHbI o6ecneynBaTth NPOLLECChI XpaHeHMs1, 0TOopa 1 nepegaym
OOKYMEHTOB A5 NOCneayoLero XpaHeHnsa unu yHn4ToxeHus. [lenctamsi no otbéopy 1 nepegaye AOKYMEHTOB
Ha AanbHenLee XpaHeHe UNu YHNYTOXeHMe MOoryT BbITb NpeanpuHATLI B M0O0M Nepmnoa XM3HEHHOMO LiMKNa
JOKYMEHTa, B TOM 4uUCre Ha CTaaum NPOEKTUPOBAHUS CUCTEMbI yNpaBneHnsa AokymeHTamu. [omkHa 6bITb
npegycMoTpeHa BO3MOXHOCTb aBTOMaTU4eCKoro otbopa (M3bsATUs) JOKYMEHTOB U3 CUCTEMbI YNpaBeHus
OOKYMeHTaMM A58 nepefaydn ux Ha JanbHenwee XxpaHeHue unn yHnyToxeHme. CUCTeEMbI ynpaBreHns AoKy-
MEeHTaMM JOMMKHbI NoAaepXNBaTh NPOTOKOSbI KOHTPOMSi CUCTEMHbBIX NPOLLECCOB UK Apyrne MeTofbl, obecne-
YMBaloLLME OTCIEXUBaAHNE BCEX AEWCTBUI MO 0TOOPY 1 nepefaye JOKYMEHTOB Ha JarbHeNLee XpaHeHne unm
YHUYTOXEHME.

8.4 MeTopgonormsa NnpoeKTMPOBaHUA U BHEAPEHUA CUCTEMbI YNIpaBIIeHUA JOKYMEeHTaMuU

Mpyn NPOEKTUPOBAHMUN N BHEOPEHMMN CUCTEMBI YIIPABINEHUSA JOKYMEHTaMM 0coboe 3Ha4YeHne MMeeT MeTO-
J0nnorvs ee NpoeKTMPOBaHUS 1 BHEOPEHMS, BKITHOYatOLLAs HUXKENEPEYUCTIEHHbIE 3Tarbl.

MeTogonorus, onucbiBaemas B nepedncrieHmsx a) — h), He aBnsieTcs NMHERHOW. ITK 3aga4m gonycka-
€TCS BbINOSMHATL Ha Pa3fnyHbIX CTaANsX, MHOrOKpaTHO, YaCTUYHO UK MOSTHOCTBIO, B COOTBETCTBUM C OpraHu-
3aUMOHHbLIMU NOTPEBHOCTAMM, OhmUManbHbIMM TPEBOBAHNSIMIU Y UBMEHEHUAMM OPraHN3aLMOHHON Cpeabl Unu
cpeabl ynpaBneHusi QOKYMeHTamu.

a) MNpenBapuTensHoe obcnegoBaHue BKKOYaET B cebsi:

- cbop nHdopmaummn Ha OCHOBE aHann3a AOKYMeHTalbHbIX UICTOYHMKOB U MyTEM NHTEPBBLIOUPOBAHNS;

- N3ydeHue Lienen n sagay opraHnsaunm, ee CTpyKTypbl, HOpMaTUBHOW, LENOBOM M NONUTUYECKON Cpeapl,
KpUTUYECKMX (DaKTOPOB N HEAOCTATKOB, CBA3aHHbIX C yNpaBneHUeM JOKYMEHTaMU.

b) AHanus genoBon oeATenbHOCTY BKINOYaET B ce0s:

- c6op nHdopmaLnn U3 OKyMEHTarbHbIX UCTOYHUKOB N MyTEM MHTEPBBLIOMPOBAHUS;

- NOEHTUMMKALMIO N JOKYMEHTUPOBAHME Kaxaon (OYHKLUMW, BUAa AENOBOV AEATENbHOCTM U OnepaLmm;

- YCTaHOBIEHME UX Nepapxuu;

- MOoZlennpoBaHme NPoLEeCcCoB N COCTaBMSIOLLNX UX OnepaLmn.
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c) OnpepeneHune TpeboBaHWI K JOKYMEHTaM BKItoYaeT B ceds:

- cbop uHdopMaLun 13 LOKYMEHTarbHbIX UICTOYHUKOB M NMyTEM MHTEPBbLIOMPOBAaHWS;

- BbISIBIIEHNE Kaxxaon PyHKUUY 1 BUAa AenoBon 4eATeNbHOCTH, peanm3yeMblX C MOMOLLbI0 JOKYMEHTOB
(3Tn TpeboBaHMsa MOryT 6bITb BbINOSIHEHLI HA OCHOBE aHanM3a HOpMaTUBHOW CpeAbl OpraHM3auun B COOTBET-
CTBUM C pasgenom 5);

- onpegeneHne CTeENeHN p1cka B criydae, ecnv AOKYMEHTbI He ObInn co3aaHbl U (M) He COXPaHEHB;

- onpegerneHe Toro, kak kaxxgoe TpeboBaHme MoXeT ObITb BbINONIHEHO B paMKax NpoLeCcCcoB yrnpaBreHns
OOKYMeHTamu;

- yeTKkoe hopMynupoBaHNe 1 AOKyMeHTansHoe oopmreHue TpeboBaHM K AOKYMEHTaM;

- BbIBOp noaxoasLLen CTPYKTYpbl AOKYMEHTOB, HaUMy4LIMM 06pa3oM COOTBETCTBYIOLLEN KaXaom dyHK-
uuun, BUAY AENOBON AeATENbHOCTU UK onepaumm.

d) OueHka CyLLeCTBYOLLMX CUCTEM YNPaBNEHUA JOKYMEHTaMu NpeacTaBnsaeT cobon:

- aeHTUrKaLmMio 1 aHanma CyLeCcTBYOLWMX CUCTEM yNpaBrneHus AOKYMEeHTamu 1 Apyrmx uHgpopma-
LIMOHHbIX CUCTEM B LIENSAX OLEHKM X 3KCMyaTaLMOHHbIX XapakTepuCTMK Ha MpegMeT COOTBETCTBUS TpeboBa-
HUSIM, NPeabABNAEMbIM K JOKYMEHTaM.

e) OGecneyeHune cobnogeHns TpeboBaHMIM K JOKYMEHTaM BKMoYaeT B cebs:

- onpegenexHne n opmynupoBaHue TpeboBaHUM K JOKYMEHTaM;

- yCTaHOBIEHWE NPUHLMMNOB MNOMMTUKW, CTaH4APTOB, NpoLeayp U NPakTU4EeCKUX 4ENCTBUN;

- MPOEKTMPOBaHNE HOBbIX CUCTEM yNpaBeHnss JOKyMeHTaMn U BHeApeHne nx Takum obpasom, 4TobbI
cobnoganvcb ycTaHoBMEHHbIE TPeOOBaHUSA K JOKYyMEHTaM.

Crtpaterns MoxeT 6bITb NPUMEHEHA K KaXX40MYy TpeOOBaHMI0 K AOKYMEHTaM OTAENbHO Ui B KOMOMHaUuu.
CrtpaTterusi gomkHa ObITb BoibpaHa Ha OCHOBE CTEMNEHW puUcka B Criyvae HeBbINONHeHUsa TpeboBaHusa nnbo B
pamkax yHKUMM (419 NoAdepXaHus KOTOpoK NpeaHa3HavyeHa cuctema ynpasneHus JOKYMeHTamu), CyLLecT-
BYIOLLEN CUCTEMHOWN CPEAbl UM KOPNOPATUBHOW KyNbTYphbl, B KOTOPOW NPUMEHSIIOT CTpaTeruio, CornacHo pas-
aeny7.

f) lNMpoekTupoBaHue cucTemsl ynpaBneHns JOKyMeHTaMu BKNovaeT B cebsi:

- pa3paboTKy cTpaTernv, NpoLeccoB 1 MPUHLMMNOB NPaKTUKKU, ONMUCbIBAEMbIX B HACTOSILLEM CTaHAapTe;

- obecneyeHne TOro, 4ToObI CcUCTEMA YMpaBrneHus AOKYMeHTaMu NoadepvBana npouecchl 4ernoBon
OEeSATENbHOCTH, a He MeLLana uw;

- OLIEHKY W, B Cry4ae HeobX0aANMOCTH, NepenpoeKTMPOBaHNE NPOLECCOB AENOBON AEATENBHOCTH, a Tak-
Xe UCMOoJb3yeMbIX MHOPMaLMOHHO-KOMMYHMKALMOHHBIX CUCTEM 4151 BKITIOYEHUS B HAX MPOLLECCOB MO ynpae-
NEHVIO OKYMEHTaMMU.

g) BHepgpeHwue cnctembl ynpaBneHus JOKYMeHTamu

BHegpeHune cuctembl ynpaBneHns OKyMeHTaMuy criegyeT NpoBOANTbL CUCTEMHO C UCTMONb30BaHUEM Mpo-
€KTHOro NNaHMpoBaHUSA 1 METOAONOMN, NOAXOAALWMNX ANS JaHHOW CUTYaLuMK, a Takke C Lenbio NHTerpaumum
paboTbl 3TON CUCTEMBI B NPOLLECCHI AEMNOBOWN AEATENLHOCTU U ApYrMe CBA3aHHbIE C HEN CUCTEMbI.

h) O6cnenosaHue nocne BHeApPEHWs NpeacTaBnsieT cobom:

- HEOTBbEMIEMBIV Y HEMPEPbIBHbIN NpoLecc coopa nHpopmaumm o paboTe CMCTEMbI yNIpaBNeHUs JOKY-
MEeHTaMn. ATO MOXET ObITb MPOBEAEHO MNYyTEM MHTEPBLIONPOBAHWS PABOTHUKOB Y OCHOBHbIX MCMOSTHUTENEN C
MOMOLLbIO aHKET, HabMAeHNS 3a CUCTEMOW B AENCTBUN, M3yYeHUs NpoLedypHbIX UHCTPYKUMI, y4eOHbIX MaTe-
pvanoB 1 Apyrov JOKYMEHTaL MK, a Takke nyTem NpoBeaeHnst BbIBOPOYHbIX MPOBEPOK KavyecTBa JOKYMEHTOB,
NCMNOSb30BaHUSA KOHTPOMbHbLIX Mep;

- COMPOBOXAEHWE CUCTEMbI YNPaBEeHNa AOKYMEHTaMU NyTeM MPOBEPKN 1 OLIEHKN ee paboThbl;

- nogaepxka paboTbl CUCTEMbI YNPaBNeHUs 4OKYMEHTaMM MYyTEM MHULMMPOBAHUS U MOHUTOPUHIA KOp-
PEKTUPYIOLLMX OENCTBUN;

- KOHTPOMb (PYHKLUUOHMPOBAHMSA CUCTEMbI YNpPaBreHUs AOKyMEeHTaMu NyTem YCTaHOBIEHUSA pexuma
HenpepbIBHOrO MOHUTOPWHIA U PErynspHOM OLEHKM.

8.5 lpekpalweHne npMMeHeHUs1 CUCTEM YyrpaBreHUsA AOKYMEeHTaMu

B cnyyae npekpalleHuns MCnonb3oBaHWs CUCTEMBbI YIPaBEHWS JOKYMEHTaMW UNn yTpaThl €10 NernTum-
HOCTW JOKyMeHTbl bonblue He cnefyeT BKMoYaTb B 3Ty CUCTEMY, OOHAKO HaxogsAWMecs B Hel JOKYMEHTHI
OOMMKHbI BbITb AOCTYMHbI. [IOKyMEHTbI MOryT ObITb MepemMeLLeHbl U3 CUCTEMbI YNpPaBneHnss JOKyMEeHTaMu B
COOTBETCTBUW C 4ENCTBYIOLUMU NPaBuUinaMm XxpaHeHuns n otbopa (nepegaydv) unm B COOTBETCTBUM CO CTpaTeru-
MU KOHBEPTUPOBaHMS M MUrpaumm. MNpouecc npekpaLleHns NPUMEHEHUS CUCTEMbI YNPaBneHns JOKYMEHTaMm
O0IKeH 6bITb JOKYMEHTanbHO 3aoMKCMPOBaH B TOM Mepe, B KOTOPOWN 3TO NOTpebyeTca Ansi COXpaHEHWs ayTeH-
TUYHOCTMK, JOCTOBEPHOCTU, NMPUrOQHOCTU ANS UCMNOMb30BaHUA U LLEeNOCTHOCTU AOKYMEHTOB, MO-NpPexHeMy
HaxoasLMXCA B 3TON cucTeme, BKIoYas NnaHbl KOHBEPTUPOBAHUS UNU Npeobpa3oBaHns AaHHbIX (CM. 7.2).
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9 lNpouecchl ynpaBneHUss LOKYMeHTaMu U KOHTPOSb

9.1 3kcnepTusa AOKYMEHTUPOBAHHOMW MHoOpmMaUuK, noanexawen BKMNHOYEHUIO B CUCTEMY
ynpaBneHus JOKyMeHTaMu

OnpepfeneHne coctaBa 4OKYMEHTMPOBaAHHOW MHGOpMaLnn, Noanexallen BKIOYEHMIO B CUCTEMY yNpaB-
NeHnsa LoKyMeHTaMun, basnpyeTcsi Ha aHanuae HopmaTUBHOW cpeabl U NOTPeOHOCTEN [eNOBOM AEATENBHOCTM U
OTYETHOCTMU, @ TaKXKe Ha OLleHKe CTENEHN PUCKOB B CINyYae, ECNN 3TU AOKYMEHTbI He OyayT BKIKOYEHbI B CUCTEMY.
TpeboBaHWs MOTyT pa3nuyaTbCs B 3aBUCMMOCTH OT TUMa OpraHM3aLiMum, NpaBoBOro 1 CounanbHOro KOHTEKCTa,
B KOTOPOM OHa JeNnCTBYeT.

[lokyMeHTbI co34at0T B CaMOm opraHmn3aLmm 1 noslyvaroT U3BHE Ha Pa3IIMYHbIX HOCUTENSIX U C UCNOSb30-
BaHMEM MOCTOSIHHO MEHSIOLLUXCS TEXHONOMMIN. [loKyMeHTUpoBaHHas nHdopmauns SenseTcs AMHaMUYHOMN,
OHa MOXeT ObITb CO34aHa MHOXXECTBOM UCMOSNTHUTENEN, CYLLLECTBOBATL B HECKOSIbKUX BEPCUSAIX M HAXOAUTLCA Ha
pa3nnyHbIX CTaguax opmMmMpoBaHMs B TEHEHME Pa3fINYHbIX NEPUOLOB BPEMEHM.

[OKyMEHTMPOBaHHYIO MHPOPMaLMIO crieayeT BKMoYaTh B CUCTEMY yNpaBeHnst JOKYMEHTaMM B Kadec-
TBE JOKYMEHTOB M CBSI3bIBaThb C METaZAaHHbIMW, XapakTepuayoLnMmn ee ocobbliin 4eNOBOM KOHTEKCT, B Cryyae,
€crnv oHa nobyxaaeT opraHn3aLmm K AeACTBUIO, CYXKUT OIS UX OTYETHOCTU, a Takke AOKYMEHTanbHO ouKCupy-
€T AEeNCTBMS, peLleHNs Ui NPOLIECCHI MPUHSATUS PEeLUEHUIA.

9.2 OnpeneneHve CPOKOB XpaHEeHUS AOKYMEHTOB

MpUHATME peLLEHUI O CPOKaX XPaHEHUS JOKYMEHTOB B CUCTEME YNPaBeHUs [OKYMEHTaM/ OCHOBLIBaET-
CSl Ha OLieHKe HopMaTUBHOW cpeabl, NOTPebHOCTeN AenoBo AeATENBHOCTU N OTYETHOCTH, @ TaKXkKe Ha oLeHKe
puckoB. B Hauane npoLecca K NPUHATUIO TaKUX peLLIEHWI cneayeT npuBrekaTb CTPYKTYPHbIE NoapasaeneHus,
aAMUHNCTPUPYIOLLNE KOHKPETHBIN BUA OEMOBON AeATENbHOCTU, OTBETCTBEHHOMO COTPYAHUKA CNyx0Obl ynpas-
NeHns JOKYMEeHTaMu 1 Apyrue nuua, npu4acTHble K 3TOMY NPOLLECCY, B COOTBETCTBUM C BHELLIHEN U BHYTPEHHEN
NONMUTMKOW yNpaBneHust JOKYMeHTaMu unu ctangaptamu. [NpaBoBbIMY UM UHBIMW TPpeBOBaHNSIMK HOpMaTUB-
HOW cpeabl yCTaHaBNMBAOTCA MUHMMAaSbHbIE CPOKU XpaHEHUS JOKYMEHTOB B CUCTEME yNpaBreHnst JOKYMEH-
Tamu, BMECTE C TEM K pELUEHU0 3TOro Bonpoca crnegyeT npueriekaTb YNoSIHOMOYEHHbIE OpraHbl (apXUBHbIE
opraHbl unu ayanTtopoB). [Mpu onpegeneHnm CpoKoB XpaHEHWsI LOKYMEHTOB CrieayeT y4YnTbiBaTh NpaBa U UHTe-
pecbl BCEX 3aMHTEPEeCcOBaHHbIX Nuu,. [NpuHMMaeMble pelleHns He OOJDKHbI NpegHaMEepeHHO HapylaTb
Kakue-nvbo npasa gocTyna.

YnpaBneHue xpaHeHneM JOKYMEHTOB JOJIKHO OCYLLECTBAATLCS ANS:

a) COOTBETCTBUS TEKYLLMM M ByayLmm noTpebHOCTAM AenoBO AeATENbHOCTM NOCPEACTBOM:

1) coxpaHeHust nHdopMaLmn O NPOLLSIBIX U HACTOSALLUX PELUEHUNAX U BUAAX OEATENbHOCTU (KaK YyacTu
KOprnopaTMBHOW NaMATH) B LIeNAxX MHpOPMaLMOHHOro o6ecneyeHuns peLleHnn n 4eaTenbHOCTM B HACTOSILLIEM U
Byaywewm,

2) coxpaHeHus AoKasaTerbCTB NPOLLION N HACTOSILLIEN OeATENbHOCTH Ansi cobnoaeHns 06s13aTeNnbCTB
OTYETHOCTH,

3) CBOEBPEMEHHOIO CaHKLUMOHMPOBAHHOIO N CUCTEMATMYECKOTO YHUUTOXEHMS JOKYMEHTOB, KOTOpPbIE
OornbLUe He NCNoNb3yHTCS,

4) coxpaHeHUs1 KOHTEKCTa AOKYyMeHTa ANs Toro, 4Todbl OyayLmMe nonb3oBaTenu MOrn cYUTaTb JOKY-
MEHTbl ayTEHTUYHBIMU U LOCTOBEPHbLIMUN faxe B TeX Cry4vasXx, Koraa cUCTeMbl yrpaBrieHust JOKYMEHTaMu, B
KOTOPbIX OHU XpPaHWUCh, NPEKPaTMUM CBOE CYLLECTBOBAHNE NN NOABEPININCH CYLLIECTBEHHLIM U3BMEHEHUSIM;

b) cooTBeTCTBMS NpaBOBbLIM HOpMaM NyTEM LOKYMEHTUPOBAHUS, pa3bACHEHUS U NPpUMeHeHus TpeboBa-
HUI HOpMaTUBHOM cpeabl B cdepe ynpaBneHns 4oKyMeHTaMu B KOHKPETHOM HanpasneHu AenoBo AesTenb-
HOCTW;

C) COOTBETCTBMS TEKYLLUMM U OyayLLIMM NOTPEOHOCTAM BHYTPEHHMX Y BHELLHMX 3aMHTEPECOBAHHbIX NNL
nocpeacTBoMm:

1) naeHTMdMKauumn 3aKOHHbIX UHTEPECOB, KOTOPbIE 3aMHTEPECOBaHHbIE ML MOTYT MMETb B OTHOLLE-
HUW COXPaHHOCTM OKYMEHTOB B Te4deHue bornee AnNUTenbHOro cpoka, 4em aTo HeobxoauMOo CaMol opraHnsa-
uun. B coctaB 3anHTepecoBaHHbIX NUL, MOTYT BXOAMTb AENOBble MapTHEpPLI, KIMEHTLI U Apyrue nuua, Ha
KOTOPbIX BNUSIOT peLLIEHUS U 4ENCTBUSI AaHHON OpraHM3auun, a Takke Te, KOMy opraHm3aunst 4OJKHa Npeao-
CTaBNSATb A4OCTYM K CBOUM OKYMEHTaM B LIENSAX OTYETHOCTY (QyauTOpPhI, OpraHbl BNacTy 1 yNpasBreHus, opraHbi
CcnencTBUsl, apXMBHbIE OpraHbl UNu UccregoBaTtenm),

2) yCTaHOBMEHWSs U OLEHKN NPaBOBbIX, PUHAHCOBLIX, MONIMTUYECKNX, COLMANbHbIX UK APYIMX NO3UTUB-
HbIX pe3ynbTaToB OT COXpPaHEeHMs1 JOKYMEHTOB Afsl CMYXeHUs nHTepecam uccrnegosaTtenen n obwectsa B
Lerom,
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3) cobntogeHus TpeboBaHUM COOTBETCTBYIOLLENO apXMBHOIO OpraHa B paMkax AenCTBYOLEro 3aKOHO-
paTtenbcTBa.

K [OKyMeHTaM AnNUTENbHOro UMW NOCTOSIHHOTO CpOKa XpaHEHUS 0ObIYHO OTHOCSIT JOKYMEHThLI, KOTOPbIE:

- coaep)kaT CBeAeHNs 0 MONUTUKE U AEACTBUSIX OpraHM3aLmm;

- copepkaTt cBeAeHus 0 B3aMMOOeNCTBUN OpraHn3aumm ¢ 06CnyxMBaeMbiMu1 €10 KITMEHTaMU;

- DOKyMeHTanbHO UKCUPYIOT NpaBa 1 0693aHHOCTU OTAENbHbIX NUL, U OpraHn3aunii;

- ICMONb3YIT AN CO34aHusA «MamMaTn» 00 OpraHM3auumn B HayYHbIX, KyNbTYPHbLIX UM NCTOPUYECKMX
Lensx;

- copepkaT CBeleHWs 0 AeATENbHOCTU, MPeACTaBMALWEN UHTEPEC A5 BHYTPEHHUX Y BHELLHWX 3anHTe-
pecoBaHHbIX NUL,.

9.3 BkIroyeHue JOKYMEHTOB B CUCTEMY yNpaBJieHUs1 LOKYMEeHTaMu

BkntoyeHnem JOKYMEHTOB B CUCTEMY YNpaBreHUs JOKYMEHTaMn JOCTUIalnTCs cneaytoLlme Lenm:

- YCTaAHOBIIEHNE B3aMMOCBS3EN MexXay LOKYMEHTOM, ero co3gaTenieM U KOHTEKCTOM CO34aHusA AOKy-
MEHTa;

- pasmelLleHue (burkcauns) [OKyMeHTa, MeTadaHHbIX O HEM M ero B3anMOCBSI3el B CUCTEME YNpaBreHus
OOKYyMeHTamu;

- YCTaHOBIIEHME CBA3EN C APYrMMU AOKYMEHTaMM.

Mpu BKNIOYEHUM AOKYMEHTA B 3NEKTPOHHYI0 CUCTEMY YNpaBreHUs JOKyMeHTaMun eMy MoryT 6biTb npu-
CBOEHbI MeTaJaHHble, BKITHOYEHHbIE, NPUCOEAMHEHHbIE NN CBA3AHHbIE C HAM HE3aBUCMMO OT ero dhopmarTa.
OT0 JOMKHO ObITh NPEeAYCMOTPEHO B NpoLeaypax CUCTEMbI YNpaBnieHus JOKyMeHTaMn. Takue metagaHHble
0Cco6eHHO HEOOXOANMbI AN KOHTPONSA cTaTyca, CTPYKTYPbI M LLENOCTHOCTU AOKYMEHTa B N060e BpeMs, a Takke
OJ151 NOKa3a ero CBsi3en ¢ ApyrumMm AOKyMeHTaMMu.

MeTogapl, obecneudnBatoLme BKNKOYEHE JOKYMEHTA B CUCTEMY YNpaBreHnst JOKyMEHTaMu, MOTyT BKIHO-
yaTtb B cebs:

a) krnaccudukaumio n MHOEKCUPOBaHWE, KOTOPbIE MO3BOMSIOT COOTBETCTBYIOLMM 00pa3om co3faBatb
CCbIfKK, NPOBOAUTL FPYMMNUPOBKY, NpPUCBanMBaTb MMEHa, 3almaTtbh KoHduaeHUnansHocTb, obecneunBaTb
OOCTyn Ansi nonb3oBaTenen, a Takke NpoBoaUTbL NOUCK, OTOOP U naeHTudmrkaumnio Heobxoammelx (BocTpebo-
BaHHbIX) LOKYMEHTOB;

b) pacnonoxeHue JOKYMEHTOB B NNOrMYeCKOM NOCnenoBaTenbHOCTU (Kak ByMakHbIX Aen, Tak U anekT-
POHHbIX AUPEKTOPUIA), yripoLLaloLLLen NocneaytoLLee NCnonb30BaHNe JOKYMEHTOB M CPaBoOYvHY0 paboTy;

C) peructpauuio, koTopasi obecneunmBaeT Ookas3aTesnlbCTBO CyLLECTBOBAHUS OOKYMEHTOB B cCUCTEME
yrnpaBneHusi AOKyMeHTamu;

d) cuctemsbl, hopmanuayloLlime Mogeny JencTBumn, OCyLLecTBSIeMbIX B NpoLecce 0enoBon AedTenb-
HOCTW:

1) cosgarT MeTagaHHble, ONUChIBaKOLLNE KOHTEKCT;

2) obecne4ymBaloT 4OKa3aTENbCTBO MECTOMNOMOXKEHWS JOKYMEHTA;

3) noeHTUMULMPYIOT, Kakne AeNCTBUS MOATEXann UCMONTHEHWIO, HO HE BbIMOSHEHDI;

4) naeHTUMUUMPYIOT, KTO Men AOCTYN K AOKYMEHTY;

5) npeHTUUUNPYIOT, KOorga Takom AOCTyn UMen MecTo;

6) obecneuynBatoT cBMAETENBLCTBA 00 Onepauunsax, NPoOnM3BEAEHHbBIX C JOKYMEHTOM.

9.4 Peructpauus

B cucteme ynpaBneHus JOKyMeHTaMu, OCyLLECTBASIOLWEN NPoLecchl perucTpaumm:

a) OOKYMEHT perucTpypytoT Npuy BKIKOYEHUN €ro B CUCTEMY yNpaBrieHNs AOKYMeHTamu;

b) oo 3aBeplleHMa perncTpaumm JOKYMeHTa He JOMnyckaeTcsa npeanpuHMMaTh Kakue-nmbo AencTBus,
BNUSIIOLLME Ha HEro.

OCHOBHbIM HasHa4YeHMEM perncTpaunmn saensieTcst obecrneyeHne gokasaTenbCTBa TOro, YTO AOKYMEHT
ObIT CO30aH UM BKIOYEH B CUCTEMY YNPaBIIEHUS AOKYMEHTaMU, a JONOSNTHUTENbHBIM HAa3HaYeHMEM — YMpPo-
LLieHMe noucKka OOKYMeHTa. Perncrtpauns BknodaeT B cedsi KpaTkoe onncaHue OoKyMeHTa Unm 3anucb meTa-
OaHHbIX 0 JOKYMEHTE, a TakKe MPUCBOEHME JOKYMEHTY AeHTMdUKATOPa, YHUKaNbHOro BHYTPU ONpeaeneHHon
CUCTEMbI yNpaBneHns JoKyMeHTamu. Pernctpauuns popmanmayeT BKITIOYEHNE AOKYMEHTa B CUCTEMY ynpaBre-
HUS1 LOKYMEHTaMW.

[OKyMeHTbI MOryT ObITb 3apErMCTPMPOBaHbI B CUCTEME YNPaBfeHUs JOKYMEHTaMM KaK LLleHTpann3oBaH-
HO, TaKk ¥ eLeHTpanu3oBaHHO. B anekTpoHHON cpefie cCUCTEMBI yNPaBeHNA JOKYMEHTaMM MOTyT ObITb CIPOEK-
TMPOBaHbI TaK, YTOObI pErMCTPUPOBaTh AOKYMEHTbI MOCPEACTBOM aBTOMAaTMYECKMX NPOLIECCOB, He TPeDYOLLIMX
BMeLLaTenbCcTBa COTPYAHMKA CryX0bl ynpaBneHust JOKyMeHTamu.
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9.5 Knaccudumkauus

9.5.1 Knaccudmkauus genoBom geaTenbHOCTU

Knaccudukaumsa genoBon AesTenbHOCTM ABNAETCS MOLLHBIM MHCTPYMEHTOM, NMOMOraloLmnM BeAEHUIO
OEenoBON AeATeNbHOCTU, U NPUMEHSETCA BO MHOMMX Mpoueccax no ynpaBieHUio AOKYMEeHTamu, BKIoYas B
cebs:

a) yCTaHOBIEHWe CBA3EN Mexay OTAeNbHbIMW OOKYyMEHTaMu Ansa obecneyeHnss HenpepbIBHOTO AOKY-
MEHTUPOBAHUS AEATENbHOCTMY;

b) cornacoBaHHOe NpNCBOEHME NMEH OKYMEHTaM B TeYEeHUe ANUTENbHOIro BpEMEHU;

C) OKa3saHWe MOMOLLM NPK NONCKE BCEX AOKYMEHTOB, OTHOCALLMXCS K ONpeAeneHHon pyHKUUN nnm Bugy
OEeNoBON OeATENbHOCTY;

d) onpegeneHve noaxoAsiwen Ans pasfnuyHbIX rpynn JOKYMEHTOB 3aluTbl KOHUAEHUMANbLHOCTY, a
Takxke pasrpaHMyeHne JOCTyna;

€) pasrpaHnyeHue npas norib3oBaTesnien Ha AOCTYN UMK Ha NPoBeAeHME AEUCTBUI C ONpeaeneHHbIMU
rpynnamMu JOKyMEHTOB;

f) pacnpegeneHne OTBETCTBEHHOCTU NO yNpaBneHnto onpeaeneHHbIMU rpynnamm 4OKYMEHTOB;

g) pacnpeferneHue JOKYMEHTOB Mo OTAEMNbHbLIM Npoueaypam B pamMmkax AernoBon AesATENbHOCTH;

h) onpeaeneHne COOTBETCTBYIOLLMX CPOKOB XpaHEHWsi U 4eNCTBUI N0 OTOOPY JOKYMEHTOB Ha XpaHeHune
UINN YHUYTOXEHNE.

9.5.2 KnaccudumkaumoHHble CUCTEMDI

KnaccudmkaumoHHble CUCTEMBI OTpaXKalT AEATENbHOCTb OpraHM3auuu, B KOTOPOW OHM CO34aHbl, U
00blYHO GasupyloTcs Ha aHanu3e OenoBON AedTenbHOCTM opraHu3auun. KnaccudurkaunoHHble cUCTEMBbI
MOTYT MCMONb30BaTbCSA ANS MOAAEPXKKN Pa3fnUYHbIX MPOLLECCOB ynpaBneHns gokymeHtamu. OpraHnsaumsam
HeobOxoanMo onpefensaTb CTeNeHb KNaccnuKaLMOHHOIO KOHTPOIS, HeEOOX0AMMOro Ans Lenen nx enoson
OEesATEeNbHOCTMU.

9.5.3 CnoBapu ncnonb3yeMbiX TEPMUHOB

KnaccudmkaumoHHble CUCTEMBI M yKa3aTenu MoryT 6bITb 4ONONHEHbI CII0OBapsiMU MCMOMb3YEeMbIX TEPMU-
HOB, Pa3bACHAKLUMM cneundmryeckue gns opraHm3almm TePMUHbI U X UCMONb30BaHUE.

9.5.4 UnpekcunpoBaHue

NHpekcupoBaHmne MOXHO NPOBOANTL « BPYHHYHO» UM aBTOMATUYECKN U OXBaTbIBaTb 3IEMEHTbI, B pa3HOM
cTeneHn o6begMHEeHHbIe B cUCTEME yrpaBrneHusi AOKYMEHTaMu.

9.5.5 HasHayeHMe NHOEKCOB 1 KOOOB

Mpwu cebinkax Ha AOKYMEHTbI 0ObIYHO UCMONB3YHOT Gonee kpaTkMe hopMbl, YEM 3arosfioBKM (Kak MpaBwurio,
WHOEKChI, HOMepa 1 Kodbl), KOTOPbIe NO3BONAT MAEHTUOULUPOBATL AOKYMEHTHI.

MHpekcauma no3BonsieT ycTaHaBNMBATh MECTOMNONOXEHMNE AOKYMEHTa, NOCKOIbKY €ro MHAEKC, HoMep
UIM KOA YKa3bIBAKOT «aapecy» onpeaerieHHOro JOKyMeHTa, M0 KOTOPOMY AOKYMEHT MOXET ObITb HaNAEeH B CUCTe-
Me ynpaBrieHns JOKyMeHTamu.

9.6 XpaHeHue n obpalleHne ¢ AOKYMeHTamun

[oKyMeHTbI crnegyeT XpaHUTb Ha HOCUTENSIX, KOTOpble 00ecneYmBatoT X NPUFOAHOCTb AN UCMONb30Ba-
HWUSA, LOCTOBEPHOCTb, ayTEHTUYHOCTb M COXPAHHOCTb B TEYEHME YCTAaHOBMNEHHOrO Nepruoaa BpeMeHu (cm. 8.2).
Mepsbl, 0becneumnBatoLLmne xpaHeHne, obpaLleHne 1 UCrnonb30BaHNe AOKYMEHTOB, CrefyeT NpUHUMaTh Ha Npo-
TSDKEHMM BCEro Nepuoaa Ux XM3HEHHOro Lukna.

[oKkyMeHTbI TpebyIOT TakMX YCIOBUN N TEXHOMNOMMIN XPaHEHUS!, KOTOPbIE YYUTLIBAKOT UX 0cObble hunsnyec-
KME M XMMUYeCKMe CBONCTBA. LieHHble oKyMeHTbI TpebyoT 6oree KaueCTBEHHOrO XpaHeHusi n 06CnyXnBaHms
C TeM, YTOObl COXPaHATL UX 40 TEX MOP, MOKA OHW HE YyTPaTAT CBOK LIEHHOCTb. YCIOBUS U TEXHONOMMN XpaHEeHs
OOKYMEHTOB JOMKHbI ObITb CNPOEKTUPOBAHbLI TaKMM 06pa3oM, YTOObI 3aLmLLaTh JOKYMEHTbI OT HECAHKLMOHM-
POBAHHOrO JOCTYNA, yTpaThl UK NOBPEXAEHMS, a TAKKE OT KpaXun N Ype3BblHaNHbBIX CUTYaLMNA.

Oprannsaumm gormkHbl pa3pabaTtbiBaTb M NMPUMEHATb MHCTPYKLUWM MO KOHBEPTUMPOBAHUIO U MUrpauun
OOKYMEHTOB 13 OHOWN CUCTEMbI yNpaBneHnsi JOKyMeHTaMu B ApYryHo.

OnNeKTPOHHbIE CUCTEMBI YPaBNeHWs JOKYMEHTaMM OOIDKHbI ObITb CNPOEKTUPOBaHbI Tak, YTOObI AOKy-
MEHTbI OCTaBanMCh 4OCTYMNHbIMW, Y TEHTUYHBIMW, AOCTOBEPHbLIMU U MPUTOL4HbLIMM 41151 UICNOSNb30BaHWS HE3aBU-
CUMO OT NOObIX M3MEHEHMI B CUCTEME Ha MPOTSKEHUM BCErO nepmoga UxX XpaHeHWs U UCMONb30BaHMS.
MI3MeHeHNs B 3NEKTPOHHOM cUCTeME ynpaBneHnsa JOKYMEeHTaMn MOryT BKMAOYaTb MUMpaLmMio, KOHBEPTUPOBA-
HWe, BOCMpou3BeaeHue B Apyrnx oopmaTax unu nobele gpyrue bygylimne cnocobbl BOCNPOU3BEOEHUS OOKY-
MeHTOB. Ecnu Takme npoLecchl NponMcxoasaT, cneayeTt COXpaHAaTb CBMAETENbCTBO NPOU3BEAEHHbIX U3MEHEHUIA,
a Takke nogpobHoe onncaHue nobbIX N3MEHeEHUN hopM 1 POPMaTOB JOKYMEHTOB.
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9.7 foctyn

OpraHnsaummn JomKHbl pa3pabaTbiBaTh U MPUMEHSATb MHCTPYKLUK, perfaMmeHTpyoLmue Bonpock! 4OCTY-
na K JOKyMEeHTaM.

HopmaTuBHas cpefia, B KOTOPOMN OYHKLMOHMPYET OpraHn3aLms, yctaHaBMBaeT OCHOBHbIE HOpMbI 0bec-
neyeHnsi Npae, YCNOBMIN U OrpaHMYEHMI OOCTYNa, KOTOPbIE OOIMKHbI YYUTEIBATLCSA NpU paboTe ¢ CUCTEMOM
yrnpaBneHus JokyMmeHTamMu. Takue cepbl 4eATENbHOCTH, Kak KOHUAeHUnansHoCTb, 6esonacHocTb, ceBoboaa
WMHopMaLUKN N apXmBbl, PEFYNIUPYIOTCA cneumanbHbiM 3aKoHOAATeNbCTBOM. [JOKyMEHTbI MOryT codepaTb
nepcoHarnbHy, KOMMEPYECKYHO UK CNYXeOHYI0 MHpopmauuio. B Taknx cnyvasix 4oCTyn K JOKYMEHTaM unm
WMHpopMaLUK O HUX CneayeT orpaHMyYnBaTh.

OrpaHunyeHnsa gocTyna MoryT pacnpoCTPaHATLCS Kak Ha COTPYAHWKOB OpraHu3anmm, Tak U Ha NOCTOPOH-
HMX nonb3oBaTtenen. [ocTyn K AOKYMEHTaM CrieyeT orpaHu4MBaTth, ECNu 3Toro TpebyeT aenosas aAeaTenb-
HOCTb UNU HopmaTtuBHas cpefa. OrpaHuMyeHus JocTyna OOJPKHbI LENCTBOBAaTb B TeyeHne 0BOCHOBaHHO
yCTaHOBIIEHHOIO NeprMoaa BPEMEHMU, MO UCTEYEHMM KOTOPOrO NOANEXaT OTMEHE.

Ob6ecneyeHne COOTBETCTBYHOLLEIO KOHTPOSA AOCTYNa OCYLLIECTBNAETCA NyTEM NPUCBOEHUS onpeaeneH-
HOro cTaTyca 4OCTyna Kak JOKYMEHTaM, TaK U OTAEMNbHbIM fMuam.

YnpasneHue npoLeccom JOoCTyna npeaycMaTpmuBaeT, YTo:

a) AOKYMEHTbI pacnpegerneHbl No KaTeropmsiM B COOTBETCTBMM C X CTATyCOM JOCTyna B onpegerneHHoe
BpEMS;

b) LOKyMEHTbI 4OCTYMHbI TOMbLKO NyLamM, 06ragaroLLmMm NpaBoM 40CTYNa K HUM;

C) 3acekpeyveHHble AOKYMEeHTbl MMb0 AOKYMEHTbI C OFPaHUYEHHbIM AOCTYNOM MOTYT ObiTb MPOYTEHbI
TOJIbKO NMPW HanM4nmM COOTBETCTBYHOLLLENO pa3peLLeHus;

d) npovecckl 1 onepauumn ¢ AOKyMEeHTaMu OCYLLECTBASAIOT TONBbKO T€, KOMY pa3peLleHO UX BbINOMHATb;

e) nogpasfgeneHns opraHu3aumnmn, OTBETCTBEHHbIE 3a OonpeaerneHHble PYHKLMN AeMN0BON AeATENbHOCTH,
yCTaHaBNMBAIOT CTENEHb AOCTYNHOCTM A5 JOKYMEHTOB, OTHOCSALLMXCS K 0011acTh MX OTBETCTBEHHOCTM.

MoHuTOpUHr 1 oToBpakeHne Npas 1 06593aHHOCTEN NONb30BaTENs NPY AOCTYNE K AOKYMEHTaM ABNSIeTCS
HenpepbIBHbIM MPOLLECCOM, MPOUCXOASLLMM BO BCEX CUCTEMAX yNpaBneHnsa JOKYMEHTaMn He3aBUCUMO OT MX
dopMaToB. ANEKTPOHHbIE CUCTEMbI YyNPaBreHNst LOKYMEHTaMu, B YaCTHOCTU, TeppuTopuanbHoO pacnpeaeneH-
Hble, MOTYT Nosly4aTb MPOTOKOSbI UOEHTUMKALMM NONb3oBaTENEN U3 APYTMX MPUMOXKEHUA N CUCTEM.

9.8 KoHTponb gokyMeHTOOGOpOTa

9.8.1 O6wue nonoxeHusi

KoHTponb OBWXEHUS U UCNOSb30BaHUSA JOKYMEHTOB B CUCTEME yNpaBrieHNss JOKyMeHTamu TpebyeTtcs
ans:

a) naeHTUMUKaLMm HEBbINONHEHNS TpeOyeMbIX AEACTBUN;

b) oGecneuyeHus noncka LOKYMeHTa;

C) npegoTBpaLleHus yTpaTbl AOKYMEHTOB;

d) MOHMTOPWHra UCMoMb30BaHUSA CUCTEMbBI YNPaBEHUs AOKYMEHTAMM B LENSAX COXPaHEHUS U 3aLUMUTbI
WMHpopMaLUK, a Takke COXPaHEHNS KOHTPOINbHbIX 3anucer 0 NPou3BeAeHHbIX C JOKYyMeHTaMu onepauusx (8
TOM YUCHE O BKMIOYEHUM B CUCTEMY, PErUCTpaLnm, Knaccudukaumm, MHAEKCUPOBAHUMN, XpaHEHUK, AOCTYME U
NCNonb30BaHWW, MUTpaLUKN 1 Nepedaye);

€) COXpaHeHus cnocobHOCTM MaeHTUULNPOBATL, B pe3ynbTaTe Kaknux onepauun (06beanHeHun nnm
MUrpaLmm CUCTEM) BO3HUKINN OTAENbHbIE JOKYMEHTHI.

9.8.2 KoHTponb goencteum

KoHTpornb AeicTBUi B cUCTEME yNpaBNeHns JOKYMeHTaMu 40MycKaeTcs NPUMEHATb ANs NpoLeccoB, B
KOTOPbIX AENCTBUSA OrpaHnyYeHbl BDEMEHHBIMY pamMmKamiu, yCTaHaBIMBaeMbIMU OpraHn3aumen unm ans opraHu-
3aunn. KoHTpornb 4eNCTBUIA:

a) onpegensieT atanbl BbINOSIHEHWS PELLEHNIA UK onepaLmin, 3adMKCUPOBAHHBIX B JOKYMEHTE;

b) pacnpepensieT mexay UCNONHUTENSAMU OTBETCTBEHHOCTb 3a 1eNCTBUS;

C) chukcupyeT gaTbl npeanonaraemoro U peanbHOro BbINMOMHEHUS AEACTBUNA.

KoHTponb AencTBmii MOXXHO 3(p(PEKTUBHO NPUMEHSATb, TONbKO €CNN AOKYMEHT 3aperMcTpnupoBaH B CUCTe-
Me ynpaBreHus JOKYMEHTaMu npexae, Yem HanpasneH UCNONHUTENSAM.

9.8.3 KOoHTpOonb MecToHaxoXxaeHus

[BWxeHne LOKYMEHTOB AOMKHO ObITb LOKYMEHTarbHO 3adhMKCMPOBaHO Ans obecneyeHns 4oCcTyna K HUM
BCerga, korga ato TpebyeTcs. MexaHnM3mbl KOHTPOMsS MOTYT NpeaycMaTpuBaTh ouKkcaumio nageHTndukaropa
OOKYMeHTa, ero 3arofloBka, CBe4eHWA O COTPYAHUKE UNWU noapasgeneHun, obnagarolemM SOKYMEHTOM, U
BPEMeHMU (OaTbl) NnepemMeLLeHnst JOKyMeHTa.
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CucTtema ynpaBneHus A0OKyMeHTaMu A0SMKHA KOHTPONMpOBaTh BblAavy, nepeaadvy Mexay coTpyaHukamm
1 BO3BpaT AOKYMEHTOB Ha MECTO MX PACMNOSIOXEHUS U XPaHEHWS, @ TaKKe UX N3bATUE U3 CUCTEMbI YNpaBne-
HUSA JOKYMEHTaMK AN YHUUTOXEeHNA Nnbo ans nepegayu pyron ynosIHOMOYEHHOW CTOPOHHEN opraHn3aumm,
B TOM YMCIIE€ apXMBHbIM OpraHam, Ang AanbHENLLEero XxpaHeHus.

9.9 OT60p M Nnepeaayva [OKYMEHTOB Ha nocregyloliee XxpaHeHne unm yHu4YToxeHue

MpaBuna, onpeaensiowne B COOTBETCTBMM C AENCTBYIOLLMM 3aKOHOOATENbCTBOM NOPSA0K oTOopa u
nepefadv JOKYMEHTOB Ha MOCreayoLee XpaHeEHNE UIMM YHUYTOXEHWE, creayeT NMPUMEHsSITb CUCTEMHO U B
yCTaHOBIIEHHOM NOpPsIAKE B XOA€E 0ObIMHOW AeN0BOM AesaTenbHOCTU. Hukakmx gerncTenii no otdbopy 1 nepegade
AOKYMEHTOB Ha nocreayoLee XpaHeHne U YHUUTOXEHNE He I0IDKHO NpeanpuHnMaThest 6e3 yBepeHHOCTU B
TOM, YTO onpefeneHHbIN AOKYMEHT Bonblue He TpebyeTcsd, paboTa ¢ HUM 3aBepLUueHa 1 OH He noTpebyeTcs B
KayecTBe AoKasaTernbCTBa.

OewnctBusa no otbopy u nepegavye JOKYMEHTOB Ha MOCneyloLlee XpaHeHne NN YHUUTOXEHUE MOryT
npegycmaTpuBaTh:

a) HemnocpeacTBEHHOE (hM3nYeckoe yHUUTOXEHME, BKIOYasi Nnepesannch 1 cTtupaHne gannos;

b) panbHeliwee xpaHeHne B CTPYKTYPHOM NoApasgeneHny opraHusauuu;

C) nepemelleHne B COOTBETCTBYIOLLIEE XPaAHUMNULLLE NN HA COOTBETCTBYIOLLIMIA HOCUTENb (N0 KOHTPO-
nem opraHusaumm);

d) nepegauvy B Apyrylo opraHusaLuio, Kotopasi NpuHsna Ha ceba OTBETCTBEHHOCTb 32 COOTBETCTBYIO-
LLYIO JIENOBYI0 AeATENbHOCTb B pe3ynbTaTe peCcTPYKTYpU3aLmu, NPoL4axu Unu npnueatmsaumu,

€) nepefayvy OOKYMEHTOB B XpaHunuuie, ynpaBnsieMoe B WMHTepecax OpraHusauvMm He3aBUCUMbIM
MOCTaBLLMKOM YCNyr N0 COOTBETCTBYHOLLEMY KOHTPAKTHOMY COrfaLleHuIo;

f) nepepadvy OTBETCTBEHHOCTM 3a yNpaBreHne JOKYMEHTaMu COOTBETCTBYIOLLMM OpraHam, B TO BpeMS
KaK JOKYMEHTbI (o13MYECKM XPaHUT OpraHn3aums-co3garernb;

g) nepepavy B apxvB opraHu3aLmu;

h) nepepayy B apxvBHbIE yupexaeHus.

Mpu pr3nM4ECKOM YHUUTOXEHUN JOKYMEHTOB CrieyeT pyKOBOACTBOBATLCH CNeAYOLWMMM NPUHLMNaMU;

- YHNYTOXEHWE AOMMKHO OblTb CaHKLMOHUPOBAHHLIM U MPOBOANUTLCS B COOTBETCTBUM C TpeOOBaHUAMMU
HOpMaTUBHOW cpeabl;

- DOKYMEHTbI, CBAA3aHHbIE C NPEACTOSALLMMMN UM MPOBOAUMbIMU cyaebHbIMK pa3bupaTtenbcTBammn u pac-
CrneAoBaHNsIMMU, YHUYTOXAaTb He cneayerT;

- YHUYTOXEHME OOKYMEHTOB CrneayeT NMpoBOAUTb Takmm obpas3om, 4Tobbl obecnevnBaTh KOHUAEH-
LmnansHOCTb MO0 cogepKaLLencst B HAX MHGopMaLnm;

- cneayeT YHUYTOXaTb BCE KON AOKYMEHTOB, pa3peLLeHHbIX K YHUUTOXEHUIO, BKIT0Yas NnepcoHanbHble,
CTpaxoBble U pe3epBHbIE KOMUN.

9.10 [JoKkymeHTMpOBaHMe NPOLIeCCOB yrpaBrieHUA AOKYMEeHTaMu

[okymeHTaLms, onuckiBaroLLas NpoLecchbl ynpaBneHns 4OKyMeHTaMu U CUCTEMbI yNipaBreHust LOKYMEH-
Tamu, JOJKHA OTBeYaTb COOTBETCTBYHOLLMM MPaBOBbIM, OPraHN3aUMOHHBIM U TEXHUYECKUM TPeboBaHUSIM.
[ormkHbl 6bITb YETKO YCTAHOBMNEHbLI MOSTHOMOYUS MO BbINOSTHEHUIO TAKMX NPOLECCOB YNpaBfeHUs AOKyMeHTa-
MU, KaK Knaccudmkaums, MHAeKCupoBaHmne, aKkcnepTu3a LeHHOCTH, 0TOOP 1 nepedaya AOKYMEHTOB Ha nocne-
AyoLee XpaHeH e I YHUYTOXEHNE.

CooTBeTCTBYyIOLEE 3aKOHOAATENLCTBO, CTAaHA4APThl U NOMNTMKA OpraHn3aumm JOMmKHbI O6biTb JOKYMEH-
TanbHO 3adUKCUpPOBaHhbI, 4TOObI onpeaenaTb TpeboBaHWS K pakTMke, 06CrnefoBaHMI0, MPOBEPKE U TECTUPOBA-
HMIO MpoLEeccoB ynpaeneHus gokymeHTamu. Ocoboe BHUMaHWe criegyeT YAeNnsiTb ApYrMM MUHPOPMaLVOHHbIM
cvucTeMaM u npaeunam (CTpaTernsam, NonmMTuKam), NPUMEHsIEMbIM BHYTPY OpraHm3aumnm, YToObl COXpaHATb Kop-
NopaTUBHYHO LIENOCTHOCTb Cpeabl yNpaBneHus nHdopmaunen.

Bce pelueHus o BKNHOYEHNN JOKYMEHTOB B CUCTEMY YNpaBNeHUsa JOKYMEHTaMn U YCTaHOBMEHNM CPOKOB
NX XpaHeHUs cnepyeTt YeTko OOKYMEHTMPOBATb M XPaHUTb. DT peLleHnsa MoryT ObiTb 0bopMIeHbl B BUAE
WHCTPYKLMM MO OTOOPY M Nepegave AOKYMEHTOB Ha nocriegyloLiee xpaHeHme unm yHnutoxexme. Oduymnans-
Hasi JOKyMeHTaLms, onpegenstoLwas nopsigok aHanuaa v oLeHKN JOKYMEHTOB, HA OCHOBE KOTOPOW NPUHMMatOT
pELLEHNS O BKITHOYEHUN JOKYMEHTOB B CUCTEMY yNpaB/ieHNs1 AOKYMEHTAMU U X XpPaHEHUM TaM, JOJKHA ObITb
MOAroTOBMEHA WM NpefAcTaBreHa Ha YTBEPXKAEHME BbICLUEMY PYKOBOACTBY. Takas AOKYMeHTauusl OOJbKHA
coaepxaTb nogpobHoe onMcaHme AeNOBON AEATENBHOCTU U JOKYMEHTOB, OTPaXatoLnX Kaxxabl BU 4EeN0BO
OEeATENbHOCTU, C YETKMM Y OQHO3HAYHbIM YKa3aHMEM CPOKOB MX XpPaHEHWS U AENCTBUIA MO OTOOPY M nepegadye
OOKYMEHTOB Ha NocneayroLllee XpaHeHe unu yHnutoxernme. CobbITusi, UHULMMPYIOLLME UMK paspeLatomne
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AencTBMSA No oTOopy M nepefave AOKYMEHTOB Ha nocneayollee XpaHeHWe UM YHUHTOXeHUe, A0MKHbI ObiTb
YeTKo onpeaeneHsl. Takke AomKHbI BbITb pa3paboTaHbl U UCNONBb30BaHbLI MHCTPYKLMK NO nepefade AoOKYyMeH-
TOB Ha anbTepHaTMBHOE XpaHeHue (HanpumMmep, BHECETEBOE XpaHeHue). Takas AoKyMeHTauns omkHa BbiTb
npeacTaBneHa Ha cornacoBaHme CTOPOHHUM YNOTHOMOYEHHbIM OpraHaM, TakMM Kak apXMBHbIE OpraHbl, ayau-
Topbl U T.N. CneayeT XpaHuTb AOKYMEHTBI, OTpakatoLLme BblNOoMHeHWe AeCTBUIA No oTOopy 1 nepeaade [oKy-
MEHTOB Ha nocrneayLlee XxpaHeHUe Unm YHUYTOXEHne.

10 MOHUTOPUHI U ayauT

[nsa obecneyeHns cCOOTBETCTBUSA NpoLeayp M NPOLLECCOB, MPOUCXOAALLNX B CUCTEME YNPABMEHUS JOKY-
MeHTaMu, TpeboBaHNSIM OpraHM3aunn 1 4N NoNyYeHUs OXXMAaeMbIX Pe3yNbTaToB CrieQyeT peryrsipHo NpoBo-
ONTb X MOHUTOPUHI. TakoW MOHUTOPWHI JOJPKEH MPOBEPSTb KayecTBO paboTbl CUCTEMbI YNpaBreHus
OOKyMeHTaMu B opraHusaumm, UCNOMHEHE Nonb3oBaTensMmn cBonx ob6a3aTtensCcTB B OTHOLLIEHUN CUCTEMbI
yrnpaBneHus JOKYMEHTaMK, a Takke yOOBMeTBOPEHHOCTb NOMb3oBaTenen JaHHON CUCTEMON.

HopmaTuBHasa cpega MoxeT TpeboBaTb NPOBEAEHUS MOHUTOPWHIa 1 ayauta CTOPOHHUMM opraHu3a-
Uunamn.

B cny4ae oGHapyXeHns HENPUrogHoCTH UM HeaHPEKTUBHOCTHN NCNONb3YEMOI CUCTEMbI YNpaBiieHNs!
OOKYMEeHTaMM 1 NPOLLeCCOB yNpaBreHns AOKYMEHTaMM OHW AOMKHbI ObITb MOOU(ULIMPOBAHDI.

CooTBeTCTBME CMCTEM YNPaBEHMS JOKYMEHTaM1 yCTaHOBIEHHbIM TPEOOBaHUSAM, a TakKe MOHUTOPUHT
cnegyeT AOKYMEHTanbHO (oMKCMPOBaTb, @ OTYETHbIE AOKYMEHTBI XPaHUTb.

11 OGyueHune

OpraHusauus, ctpemsascsa cobniogatb TpeboBaHUSA HACTOSALLEro cTaHAapTa, 4OMKHA NPUHUMAaTb 40I-
FOCPOYHYH NporpamMmMy obydeHuns B obnacTu ynpaeneHns AokymeHTamu. MNporpammbl 06yyYeHns ynpaBneHuio
OOKYMeHTaMM AOMKHbl OXBATbIBaTb POSN U OTBETCTBEHHOCTb BCEX COTPYAHWUKOB U ObITb agpecoBaHbl BCEM
PYKOBOASLLMM, LUTATHbIM, BPEMEHHBLIM paboTHUKaM, nuuam, paboTarlmMMm Ha obLEecTBEHHbIX Havanax, u
nobbIM APYrMM NMuaM, OTBETCTBEHHbLIM 3a CO3[aHue JOKYMEHTOB BO BpeMsi X paboThbl U 3a BKMOYEHME 3TUX
OOKYMEHTOB B CUCTEMY YNpaBreHNUs AOKyMEHTaMN. YYebHble NporpaMmMbl MOryT 6bITb MOATOTOBMEHbI 1 peanu-
30BaHbl BO B3aMOAEWCTBUN CO CTOPOHHUMM OpraHM3aLnusMi.
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MpeameTHbLIN yKa3aTenb

apXuBHOe yupexaeHue

apXVBHbIW OpraH, CM. apxX1BHOE y4pexaeHue

ayauT ynpaBreHus 4OKyMeHTamMun

ayTEeHTUYHOCTb JOKYMEHTOB

BKNIOYeHUe AOKYMEHTOB B CUCTEMY YNpaBrieHUsA fOKyMeHTaMun
BHeApeHue cUcTeMbl ynpaBrneHUs OKyMeHTamMmu
AenoBoMn OeATeNbLHOCTU aHanu3

AenoBoun AeATeNbHOCTU KnaccudgpukaumoHHasa cuctema
DOKYMEHT

AOKYyMeHTUpOBaHWe onepauui ¢ LOKyMeHTamMu
[OKyMeHTUpoBaHWe NONIUTUKMU YyNpPaBrieHUs JOKyMeHTaMu
[OKYyMeHTUpOBaHUe NpoLeccoB YyNpaBrneHUs AOKyMeHTaMu
AOKyMeHTUpoBaHHasi MHchopmauus

[OCTOBEPHOCTbL AOKYyMEHTa

pocTyn

M3MeHeHue JOKyMeHTa

MHOeKCUpoBaHue

Mcnonb3oBaHUe OKYMEHTOB

Mcnonb3oBaHWe CUCTEM yNpaBneHUs 4OKyMeHTamMu
KnaccudmkaunoHHble CUCTEMbI

Knaccudmkaums

KoAbl, CM. HOMepa 1 Koabl

KOMMJIEKCHOCTb CUCTEMbI YNPaBfieHUSA [OKYMEeHTaMu
KOHBepTUpOBaHue

KOHTPOJb

KOHTPOJIb AeACTBUN

KOHTPOJb MeCTOMNONOXEeHNSl AOKYMEHTOB
MeTafaHHble O JOKYyMeHTe

MeTOoAOoNOrnA BHeAPEeHUS

MeTOAOoNOrnA NPOeKTUPOBaHUA

MUrpaums LOKYMeHTOB

MOHWUTOPUHI

HaAeXHOCTb CUCTEeMbI yNpaBieHUs1 AOKYMeHTaMu
HOMepa U Koabl

HOpMaTUBHasA cpepa

HOCUTenNb, CM. XpaHEHNE JOKYMEHTOB

obecnevyeHne cCOXpaHHOCTU AOKYMEHTOB
obcrnepoBaHue Nocrie BHeAPEHUSA

obGcnepoBaHue NpegBapuUTeNibHoe

obyyeHue

oT60p M nepepava

OTBETCTBEHHOCTb

OTYETHOCTb

OLIEHKa CYLLeCTBYHOLMX CUCTEM

NOWUCK, CM. IOCTYM, MHOEKCUPOBaHNE

NoNMTMKa ynpaBneHus JOKyMeHTaMu

npekpaLieHue NpUMeHeHUsA CUCTeMbI yNpaBrieHUsA JOKyMeHTaMu
nporpamMma ynpaBrieHusi BOKyMeHTaMu
NpoeKTUpOBaHUE CUCTEMbI yNpaBreHUsi AOKYMeHTaMu
NPOTOKONbI KOHTPOJSIA CUCTEMHbIX NPOLIECCOB
npouecchbl ynpaBrieHUs1 BOKyMeHTaMu
pacnpefeneHHoe ynpaBneHue

pervcTpauus 4OKYMeHTOB

cucTtema ynpaBrieHusi AOKYMeHTaMum

CUCTEMHOCTb

cnoBapu

cooTBeTCTBUE TpeGoBaHNAM
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MpunoxeHune A
(cnpaBo4Hoe)

CBepgeHnsa 0 COOTBETCTBUM HaLMOHalbHbIX cTaHAApToB Poccuickon Pepgepaummn

CCbIJTOYHbIM MeXAOyHapoAHbIM CTaHAapTamMm

O603Ha4YeHne CCbINTOYHOro
MeXayHapoAHoro cTaHaapTa

O603Ha4eHne N HauMeHOBaHNE COOTBETCTBYHOLLLErO HauMoHarbHOro ctaHgapTa
Poccuiickon ®enepaumm

NCoO 5127-11—87

FOCT 7.69—95 Cuctema crtaHgapToB no uHdopmMauuu, 6ubnuoteyHomy u msga-
Tenbckomy aeny. AyanoBusyasbHble AOKyMeHTbl. OCHOBHbIE TEPMUHbLI U ONpeaeneHus

NCO 5963—85

FOCT 7.66—92 Cuctema crtanHgapToB no uHdopMauuu, bubnuoteyHomy u msga-
Tenbckomy geny. HaekcupoBaHue okymeHToB. O6Lime TpeboBaHMs kK KOOPAMHATHOMY
MHOEKCUPOBaHMIO

MCO 9001—2000

FOCT P NCO 9001—2001 CucTtembl MeHegKMeHTa kavecTBa. TpeboBaHus

NCO 14001—96

FOCT P UCO 14001—98 Cuctembl ynpasneHns okpyxatoLen cpegon. TpeboaHus
1 PyKOBOACTBO MO MPUMEHEHMIO
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YOK 005.92: 006.354 OKC 01.140.20 T62

KntoueBkle cnoea: LOOKYMEHT, JOKYMEHTHas I/IHCbOpMaLIMH, ynpaelieHne AJOKyMeHTaMun, CUCtemMa ynpasieHnsa
OOKYMeHTaMu, NpOoeKTUupoBaHMe U BHeapeHne CUCTeMbl ynpaBlieHNA OOKYyMeHTaMUn, nNnpouecChbl yrnpaBsrieHuna
OOKYMeHTaMu, permcrtpauna OOKYMEeHTOB, MeTadaHHble O OOKYyMeHTe, 3KCnepTnu3a UEeHHOCTU OOKYMEHTOB,
obecneyeHne COXPaHHOCTN OOKYMEHTOB, XpaHeHNe OOKYMEHTOB, YHUYTOXEeHNe OOKYMEHTOB, OOCTYN K OOKY-
MeHTaM, 3allinTa JOKYMEHTOB, NCMNOoJib30BaHNE OOKYMEHTOB, JIOKYMEHTUpoBaHne
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