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[lpeaucnoBue

Llenn un npuHunnbl ctTaHaaptTmnsaunm B Poccnnckon epepaumnm yctaHosneHol PeaepanbHbiM 3aKOHOM OT
27 nekadbpsa 2002 r. Ne 184-03 «O TeXHUYECKOM perynmpoBaHuny», a npasnna NpUMeHEHN HaLMOHANbHbIX
ctaHaapToB Poccunckon Pepepaumm — OCT P 1.0—2004 «Ctanpaptmnsauma B Poccunckon denpepaumn.
OCHOBHbIE NONOXEHUAY

CBepgeHunA o cTaHpapTe

1 NMOAINrOTOBJIEH lNocypnapcTBEHHLIM yypexaeHneMm BcepoccUncKnM Hay4yHO-UcCcneaoBaTeNbCKNM
NHCTUTYTOM AOKYMEHTOBeaeHUA n apxueHoro aena « BHUOAL» Ha OCHOBE COOTBETCTBYIOLLETNO ayTEHTUYHO-
ro nepeBoaa MeXxXayHapoaHoro ctaHaapTa, YKa3aHHOro B NyHKTe 4

2 BHECEH TexHn4yecknm komuteToM No ctaHaapTndaummn TK 191 «Hay4Ho-TexHn4eckaa nHdpopmaums,
BUONNOTEYHOE N N3naTenNbCKoe AENO»

3 YTBEPXXOEHWBBEOEHB OEVNCTBUE [Tpynkaszom PeanepanbLHOro areHTCTBa NO TEXHUYECKOMY pery-
nmposaHuio U MeTponornm ot 12 mapta 2007 r. Ne 28-cT

4 HacTtoawnn ctaHaapT naeHTndeH mexayHapogHomy ctaHaapty MCO 15489-1:2001 «MHpopMmauma n
NOKYMeHTauuna. YnpasneHune 3anncammn. O6wme nonoxeHna» (1ISO 15489-1:2001 «Information and documen-
tation — Records management — Generaly).

HanmeHoBaHMe HacTOSALWEro CTaHaapTa N3MEHEHO OTHOCUTENBHO HAUMEHOBaHUA aYTEHTUYHOIO nepe-
BoAaa ana npmueeaeHus B cooteetctBue ¢cOCT P 1.5—2004 (nyHKT 3.5).

[1py NpUMEHEHNN HACTOALLIErO CTaHAaPTa PEKOMEHAYETCA CNONb30BaTb BMECTO CChINOYHbIX MEXAYHa-
POOHbLIX CTAaHAAPTOB COOTBETCTBYIOLME UM HAaLUMOHanNbHble cTaHaapTel Poccnnckon depepaunn, cBeaeHna o
KOTOPbIX NpMBEeAEHbl B AONONHNTENBHOM MNPUNOXEHNN A

5 BBEAEH BINEPBbIE

NHpopmayus o6 uaMeHeHUsX K HacmosweMy cmaHoapmy nybnukyemcsi 8 eXXe2o00HO u30asaeMoM
UHhOopMalUOHHOM yKa3amersie « HayuoHarbHble cmaHoapmel», a mekcm UaMeHeHUU U nonpasok — 6 exemMe-
CS4YHO U30asaeMbix UHhOpMaUUOHHbIX ykazameisax « HayuoHanbHele cmaHlapmebly. B criydae nepecmompa
(3aMeHbl) unu ommMeHbl Hacmosuwieao cmaHdapma coomsememesyruiee ysedoMreHue bydem onybnukoeaHo
8 eXeMecs4YHO u3fasaeMoMm ykalamene «HauyuoHanbHble cmaHlapmely. Coomaeememeyowas UHpopMa-
yusi, yeeOoMseHUe U meKkcmbl pasMewaromces makxe 8 UHhopMayUuoHHoOU cucmemMe obuiez2o nofb308a-
HUs1 — Ha oguyuanbHoM caume ®@edepalslbHO20 azeHmemea M0 MexXHUYeCKOMY peaynuposaHuilo U
Memposoz2uu e cemu IHmepHem

© CraHpapTrnHpopm, 2007

HacTosawmm ctTaHaAapT He MOXET ObITb NONHOCTbLIO NN YACTUYHO BOCMNPOU3BEAEH, TUPAXUPOBaH U Pac-
NPOCTPaHEH B Ka4eCcTBe 0hMLMAnNbHOro n3naHna 6es paspelueHns PenepanbHOro areHTCTBa NO TEXHNYECKO-
MY PErynmpoBaHuio n METPONOrmm
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HAUWOHAINBbHBILU CTAHOAPT POCCUMUCKOWNW OSGOEOLEPALUNMN

Cuctema ctaHgapToB No MHopmaLumn, 6UONNOTEYHOMY U N3gaTeNbCKOMY Aeny
YINMPABJNEHUE OOKYMEHTAMW

Obuwme TpedoBaHNA

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

[fdata BBeaeHua — 2007—07—01

1 O6nacTtb NpUMEeHeHuUs

HacToawmm ctaHaapTt perynmpyeTt npouecchbl ynpaBneHna 4OKYMEeHTaMU rocyaapCcTBeHHbIX, KOMMep-
YeCKNX N 06LLIeCTBEHHbIX OpraHn3aunn, npeaHasHavaeMbiMm ANA BHYTPEHHEro Ny BHELWHEro NonNb3oBaHUA.

[TonoXeHna HacToAWEero ctaHaapra aBnalTCcaA PeKoOMeHaAaunaMn no Co3aaHUK CUCTEM yNpaBneHus
OOKYMEHTaMMW, BKNIOYEHUIO B HEE€ AOKYMEHTOB, a TakKe 0becneyeHnio COOTBETCTBUA AOKYMEHTOB YCTaHOBNEH-
HbIM B CTaHA3PTE XapaKTePUCTUKAM.

HacToawmun ctaHpapT:

- pacnpocTpaHAaeTca Ha ynpaBneHne AoOKYMeHTaMun (Bcex opMaTOB N Ha BCEX HOCUTENAX), CO3aaBae-
MbIMM UNU NONYy4YaeMbIMM rocyaapCTBEHHON, KOMMEPYECKOW NN o0 EeCTBEHHOWN OpraHn3aumen B npouecce
ee NeATEeNbHOCTU UNU NULIOM, Ha KOTOPOro BO3NoXeHa 00A3aHHOCTb CO30aBaTb U COXPaHATb OOKYMEHTDI
(nanee — opraHnsauunn);

- COOEPKNT NONOXEHNA 00 OTBETCTBEHHOCTU, NONUTUKE, NpoLeaypax, CUCTeMax N NpoLeccax, CBA3aH-
HbIX C QOKYMEHTaMN OpPraHn3auum;

- COOEPXUT PYKOBOAALLUME YKA3aHUA MO ynpaBneHUio AOKYMEHTaMN B paMKax nNpoueccos ynpaBneHns
Ka4yeCTBOM N yrpaBNeHNA OKPYXKatoLen cpeaon B COOTBETCTBUM C MeXayHapoaHbiMU cTtaHaapTamn MCO 9001
n1CO 14001;

- COOEPXUT MeTOANYECKME PEKOMEHOAALIMN MO NPOEKTNPOBAHUIO U BHEAPEHNIO CUCTEM YNPaBNEHNA AOKY-
MEeHTaMMn.

HacTtoawmm ctTaHaapT He pacnpocTpaHaeTca Ha yrnpaBneHne apxXmBHbIMU AOKYMEHTaMN, XPaHALLMMNUCA
B apPXUBHbIX yYpexxaeHunsax.

HacToawwmm ctTaHaapT npeaHasHavyeH ana:

- pykoBoauTenen (MeHeaXXepoB) OPraHN3aLmnn;

- crneunanncToB B 0bNacTn ynpaBneHna AOKYMeHTaMn, tHdopmaLmen n TEXHONOMMAMMI;

- COTPYOHUKOB (NepcoHana) opraHn3aLuni;

- oU3nyeckux nuu, 06A3aHHbIX CO3aaBaTb U COXPaHATb AOKYMEHTDI.

2 HopmaTuBHbIE CCLINIKU

B HacToAaweM cTaHaAapTe UCNONb30BaHbl HOPMATUBHbLIE CCbINKM HA cneaywme CTaHaAapTh!:

NCO 5127-11:87 WUHdpopmaumnamn aokyMmeHTaumna. Cnoeapb

MCO 5963—85 [NokymeHTauma. MeToabl aHann3a AOKYMEHTOB, onpeaeneHna nx teMbl U noabopa
NHAEKCNPOBAHHLIX TEPMUHOB ANSA COCTaBNeHUs ykasaTenen

MCO 9001—2000 CwuctemMbl MeHeQXKMeEHTA KavecTBa. TpeboBaHuUs

NMCO 14001—96 Cuctembl ynpaBneHna okpyxatLlen cpenon. TpeboBaHna 1 pykoBoaCTBO NO NpUMe-
HEHWIO

U3paHue ohumumnanbHoe
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3 TepMuUHbI U onpeaeneHus

B HacToAwWweM cTaHaapTe NPUMEHEHLI cneayowmne TepMUHbI C COOTBETCTBYIOLLMMM onpeaeneHnaMu:

3.1 apXUBHbIN OpraH; apxmBHoOe yuypexaeHue (archival authority): Y4ypexaeHue, OTBETCTBEHHOE 33
OTOOP AOKYMEHTOB Ha XpaHeHue, KOMNNeKToBaHMe n obecnevyeHne COXPaHHOCTU apXUBHOro hoHAa, Npeno-
cTaBneHmne AocTyna K apXmBHbIM OKYMEHTaM U COrnacoBaHuUe YHUYTOXEHUA LOKYMEHTOB, HE NoaneXallnx
XpPaHEeHUIO.

3.2 cucTtema ynpaBneHua AokyMeHTaMm (records system). MHdpopmaunoHHaa cuctema, obecneudm-
BaoLaa cOop AOKYMEHTOB (BKNOYEeHUEe AOKYMEHTOB B CUCTEMY ), yNpaBneHne AOKYMEHTaMn 1 A0CTYN K HUM.

3.3 AOKYMeHT (record): 3adoukcmMpoBaHHaaA Ha MaTeprnanbHOM HOCUTeNe naeHTudunumpyemana MHOOP-
Mauuna, co3naHHaa, NoNny4YeHHaa U cCoXpaHaemMasn opraHnsaumnen nnm nsn4ecknm nNMUoM B Ka4eCcTee goKa3sa-
TeNbCTBA NPW NOATBEPXAEHUN NPABOBbLIX 00A3aTENLCTB NNU AENOBOW AEATENLHOCTM.

3.4 poctyn (access). [1paBo, BO3MOXHOCTb, CpeAcTBa ANna NOUCKa, n3snedeHmna nnm ncnonb3oBaHUA
NHPOPMALNN.

3.5 uHgekcupoBaHMe (indexing): lNpouecc npocTaBneHna yCNOBHLIX 0O03HAYEHMN N COCTaBNeHUN
yKasaTteneu, cnyxawmx ana ynpoLieHna 4oCcTyna K AOKYMeHTaM U (Mnn) nHgpopmaumn.

3.6 xnaccudgpmkauma (classification): Cncremartndeckaa naeHtMdmnkauma n ynopaaoveHne Aenosou
0eATEeNbHOCTU U (MNN) AOKYMEHTOB NO KaTeropmsam B COOTBETCTBUN C NOMMYECKN CTPYKTYPUPOBAHHLIMWU YCIO-
BUAMWU, METOAAMU U NPOLEAYPHBIMM NpaBUNaMu, NpeacTaBneHHbIMU B KNaCCUPNKALNOHHON CUCTEME.

3.7 KOHBepTUpoBaHue (conversion): lNpouecc nepemelieHna AOKYMEHTOB C OOHOro HOCUTENA Ha ApY-
ron nnu n3 oaHoro opmara B gpyron. Cp. murpauymna (cm. 3.11).

3.8 xoHTpONb (tracking). Co3aaHue, BKNIOYEHME B CUCTEMY yNpaBneHNa AOKYMEHTaMN U COXPaHEHNe
NHGOPMaLMKN O ABMKEHNN N NCNONb30BaHUN OOKYMEHTOB.

3.9 KOHTpONb AeUCcTBUMU (action tracking): lNpouecc oTcnexnBaHua CPOKOB COBEPLLUEHNA AENCTBUMN, a
TaKkKe NpoLecc yCTaHOBNEHNA CBA3N 3TUX OTAENbLHbLIX AENCTBUU C AENOBOU AeATENBLHOCTbLIO B LIENOM.

3.10 MeTapgaHHble (metadata). [aHHble, ONUCLIBaKOLWME KOHTEKCT, CoAepKaHne, CTPYKTYPY OOKYMEH-
TOB U yripaBneHne nMn.

3.11 murpauma (migration): lNepemelneHne AOKYMEHTOB N3 OAHOW CUCTEMbI B APYrYIO C COXPaHEHMNEM
ayTEHTUYHOCTMU, LLENOCTHOCTN, AOCTOBEPHOCTN AOKYMEHTOB U UX NPUrOAHOCTU ANA NCNONb30BaHUA. Cp. KOH-
BepTUpOBaHue (CM. 3.7).

3.12 obecne4vyeHue coxpaHHOCTHU (preservation):. lNpouecchl n onepauunn No obecneveHnto TEXHNYEC-
KOW N HTENNEKTyanbHON ayTEHTUYHOCTU OOKYMEHTOB B TEYEHUE BPEMEHMWN.

3.13 oTOop n nepepaya (disposition): lNpouecchl peann3aunmn ynpaBneH4YeCcKkmnx peLueHnn, 3apounkcu-
POBaHHLIX B NepevyHAX AOKYMEHTOB UNu Apyrmx MHCTPYMEHTaX yrnpaBneHnsa OOKYMEHTaMU, N KacaloLlwmnxcs
YHUYTOXEHNA AOKYMEHTOB UNK Nepeaayn nx Ha nocneagyollee xpaHeHue.

3.14 nepemelwyeHme (transfer) (B OTHOWEHUN MecCTa XpaHeHunsa). IsaMeHeHne MmecTa XpaHeHnA OOKY-
MEHTA.

3.15 nepepava (transfer) (B oTHOWEHUN cnocoba xpaHeHUa). NaMeHeHne cnocoba XpaHeHUs AOKYMEH-
TOB, NpaBa COOCTBEHHOCTN U (MNKN) OTBETCTBEHHOCTU 33 AOKYMEHTHbI.

3.16 oT4yeTHOCTb (accountability):. NpuHUKMN, B COOTBETCTBUN C KOTOPLIM YAaCTHbIE NULLE, OPraHn3aLnMnm
o0LLEeCcTBO OTBETCTBEHHbI 33 CBOM OENCTBUS.

3.17 perncTtpauma (registration): NpnceoeHmne AOKYMEHTY YHUKANbHOIo MAEHTNOUKATOPA NPU ero BBO-
0e B CUCTEMY.

3.18 yHunuTOoXeHue (destruction): linkenaauna AOKYMeHTOB 0e3 KaKon-nMdbo BO3MOXKXHOCTN BOCCTAHOB-
neHuns.

3.19 ynpaBneHue poKymMeHTaMum (records management). COBOKYNHOCTb NNaHOMEPHbIX N 3P EKTUB-
HbIX AENCTBUN MO CO3OAHUID, NCMONb30BaHUIO, XPAHEHUIO N YHUYTOXEHUIO AOKYMEHTOB B OpraHusaumax ¢
LLenbio A0Ka3aTeNbCTBA NPoBeAeHNA AeNO0BbIX (YNpaBneHYeCKUX) onepaLmmn.

4 [lpenmyllecTBa ynpaBneHUA OOKYMEeHTaMu

YnpaBneHne OKYMEHTaMM pacnpoCcTPaHAETCA Ha NPAKTUYECKYIO AeATENbHOCTb NULL, OCYLLECTBAAIOLLMX
yrpaBneHne JOKYMEHTaMM, a TaKkKe Ny, CoO3Aa0LLKMX NN NCMONb3YIOLWNX AOKYMEHTbI B X04€ CBOEN AEeN0BOW
NeaATenbHOCTU. YNpaBneHne JOKYMEHTaMM B OPraHn3aLium BKNIOYaEeT B ceds:

a) NPUHATHE NONUTUKM N CTaHAAPTOB B chepe ynpaBneHns AOKYMEHTaMU;
b) pacnpeneneHne oTBETCTBEHHOCTM U NONHOMOYMI NO YNPaBNEHNIO AOKYMEHTaMW;
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C) YCTaHOBMNeHune, BHeAPEHNE M PacnpocTpaHeHue PyKoBoAALWMNX YKa3aHUM N pernamMeHToB paboThl C
OOKYMEHTaMu,

d) npepoctaBneHue pana ycnyr, OTHOCALUMXCA K ynpaBNeHU0 AOKYMEHTaMMN N NCMONb30BaHUIO AOKY-
MEHTOB;

€) NPOEKTUPOBAHME, BHEAPEHNE N aAMUHNCTPUPOBAHME CNeLNann3npoBaHHbIX CUCTEM ANA ynpasBne-
HNA OOKYMEHTaMM;

f} MHTerpupoBaHMe NpoueccoB ynpaBneHna AOKYMEHTaMn B CUCTEMbI U NPOLLECChl AENOBOU AeATENb-
HOCTMW.

LOKYMeHTbLI coagepat MHOPMaLUMIo, ABNAIOLLYIOCA LLEHHbLIM PECYPCOM U BaXXHbIM 3NeMeHTOM Aeno-
BOW AeATENbHOCTU. CUCTEMHBLIN NOAXO0A K YyNPpaBNeHUIo AOKYMEHTaMN NO3BONAET OpraHn3aumnuam n odoLecTsey
3almulaTh U COXPaAHATL AOKYMEHTbI B KA4YeCTBE A0Ka3aTeNnbCcTBa AencTBnn. CUcTemMa ynpaBneHna OKYMEH-
TaMn No3BoONAeT co3aaBaTb UHPOPMALMOHHBIN pecypc O AeNOBOU AEATENBHOCTU OPraHn3aLnn, KOTopbin
MOXeT NnoaaepPXMBaTb €€ Nocneaywylo 0eaTenbHOCTb U OTAENbHbLIE pelleHna, a Takke obecnevnBaThb
OTYETHOCTb.

[OKYMEHTbI NO3BONAOT OPraHn3aLnaMm:

- OCYLLIECTBNATb CBOIO AEATENBHOCTb YNOPAA0OYEHHO, 3 HEKTUBHO N OTBETCTBEHHO;
- NPeocTaBNATb MHPOPMALINIO NOCNeA0BaTENBbHO U OO bEKTUBHO;

- obecneynBaTb MHPOPMALIMOHHYIO NOAAEPKKY NPY NMPUHATUN YNPaBNEHYECKMX PELLEHNI;
- obecneymBaTb COrMacoBaHHOCTb, HEMPEPbLIBHOCTb U MPOU3BOAUTENBHOCTL AENOBON U YNPaBneHYec-

KON 0eATeNbHOCTU;
- NOBbLILWATL IPPEKTUBHOCTL AE€ATENBLHOCTU BCEN OPraHn3aumnm;

- obecnevnBaTb HecnepeboNHOCTb AEATENBHOCTUN B CNy4ae Ype3BblHaNHbIX CUTYALNN;
- cobnoaaTtb TpebOBAHMA HOPMATUBHOWN CPebl, B TOM Ynucne B 06NacTn apXuBHON, ayaAUTOPCKON N HaA-

30PHON 0EeATENLHOCTMW;
- obecneyvmBaTb 3aLLUUTY U NOAAEPKKY B CyAeDHbIX Aenax, BKNo4Yaa PUCKU, CBA3AHHbIE C HanNnn4nem nnu
OTCYTCTBUEM OOKYMEHTANbHbIX A0Ka3aTeNbCTB, coaepXalwmnx ceeaeHna 0 AeaTeNbHOCTU OPraHn3aunu;

- 3aluillatTb UHTEPEChI OPraHn3alnn n ripaea COTPYAHWKOB, a TAKAKE BCEX 3aNHTEPECOBAHHbLIX CTOPOH,
- obecnevynBaTb U OOKYMEHTNPOBATb HAYHHO-NCCNeaoBatTernbCkKue N OnbiTHO-KOHCTPYKTOPCKUE p860TbI,

MHHOBALIMOHHYIO AEATENBHOCTD, a TAKKe UCTOPUYECKNE NCCNeaoBaHUS;
- NPenoCcTaBNATb AOKYMEHTUPOBAaHHbIE AOKa3aTenNbCcTBa NNYHON, OOLLIECTBEHHOW N AEeNOBOW AeATENb-
HOCTW;

- obecnevnBaTb AENOBYIO, NEPCOHANbHYIO U KYNbTYPHYIO MOEHTUYHOCTD;
- NOAAEPKMBATb KOPNOPATUBHYIO, UHAMBUAYANbHYIO U COLMANbHYIO NaMATb.

5 HopmaTuBHasa cpepa

Bcem opraHnsaumam HeobxoanmMo naeHTMOULIMPOBATbL HOPMATUBHYIO Cpeay, perynupyrowyo nx aes-
TENbHOCTb M TPEDOOBAHNA K AOKYMEHTUPOBAHNIO UX AeATEeNbHOCTU. [lonnTnka n npouenypbl AeATENbHOCTY
OpraHm3aumm AOMKHbI y4NTbIBATb TPEOOBAHMA HOPMATUBHON cpeabl. HOPpMaTUBHbLIE AOKYMEHTLI, OTPaXalo-
LLIne AeATENBHOCTb OPraHM3aunmn, AOMKHbI COAEPXKaTb COOTBETCTBYOLLNE AOKA3aTENLCTBA €€ COOTBETCTBUSA
HOPMaTUBHOU cpeae.

HopMmaTuBHaA cpena BkNo4vaeT B cedA:

a) 3aKOHbl U HOPMATUBHbIE aKTbl, perynupytowmne cepy AenoBon 4eATENLHOCTU B LLENOM W B crie Wndon-
4YeCKNX OTpacnax, B TOM YnCne 3aKOHbl U HOPMAaTUBHbIE aKTbl, OTHOCALLMECA HENOCPEACTBEHHO K AOKYMEHTaM,
apxueaMm, OoCTyny, KOHPMAEHUNANBHOCTN, AOKA3aTENbCTBAM, 3MEKTPOHHON KOMMEPLMN, 3aLUNTE AAHHbIX,
NHPOPMaLNU;

b) cTaHaapTbl, OTHOCALWMECA K NPAKTUYECKON NEATENBbHOCTM;

C) npaBuna pekoMeHaaTenbLHOro XxapakTepa, oTpaxatLwune nepeaoBon OnbIT;

d) nobpoBONLHO NPUMEHAEMbBIE 3TUHECKNE KOOAEKCHI U HOPMBbI;

e) naeHTnduLmMpyemMble counanbHblie 0XXnaaHnsa (NOTPeObHOCTU), KacaLmecs aaekBaTHOro NoBeAeHNA
B crneumngony4eckon oTpacnm nnv opralnsaLmm.

Tvn opraHn3aumnm n oTpacnu, K KOTOPOKN OHa NPUHAANEXNT, ONPeaensaoT, KaKme N3 3TUX 3NEMEHTOB HOpP-
MaTUBHOM cpeabl (MO OTAENBbHOCTU NN BMECTE ) B HanbonbLlen cteneHmn NPUMEHUMbI NPKY ynpaBneHnn OOoKy-
MEHTaMM B KOHKPETHOW OpraHnsauuu.
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6 NMonutuka ynpaBneHuns AOKYMEHTaMM U OTBETCTBEHHOCTDb

6.1 O6wme NnonoxeHunnA

OpraHnaauma, cTpeMsaLlasca K coonaeHuo TpeboBaHUW HACTOSLWErO CTaHAapPTa, A0MKHAE NPUHNMATD,
OOKYMEHTanbHO (PUKCUPOBATL, NOAAEPXUBATL U PACNPOCTPaHATb NPUHLMMLI NONUTUKKU, NPpoLeaYypPbl U NPaKTU-
Ky ynpaBneHnsa AOKYMEHTaMn C TeM, YTODObl obecnevmBaTb HEOOXoAMMbIE ANA PaboThbl AOKA3aTeNbCTBA,
OTYETHOCTb N UHYIO UH(POPMALMIO O CBOEN AeATENBHOCTMN.

6.2 MNMpMHUUNBLI NONUTUKN

OpraHnsaumm OoMmKHbl onNpenenaTb U AOKYMEHTanbHO (OUKCUPOBATb NPUHLUMALI NONUTUKN B ODNACTK
yNpaBneHna AoOKyMeHTamMu. Llenbio 3Tom NONUTUKKM AOMXKHbI ObITh CO3AaHNE N NoAAEPKKa CUCTEMbI yNpaBne-
HUA aYyTEHTUYHbIMIN, AOCTOBEPHBLIMU M NPUroAHbLIMU ANA UCMONb30BaHNA AOKYMEHTaMU, CNOCODHOW NoaaepKn-
BaTb A€NOBYIO AEATENbHOCTbL B TEYEHNE YCTAHOBNEHHOrO (HEOOXO0AMMOro) nepuoaa BpemMmenn. OpraHmsaumm
NOMKHbI 0b0ecneunBatb WHPOPMUPOBAHWME O MPOBOANMON MONUTUKE WU €€ MNPUMEHEHNE Ha BCEX
OpraHn3aunoOHHbLIX YPOBHSX.

[TprHUMABLI AONNTUKN AOMKHLI ObITb NPUHATLI N 0A0OPEHDLI Ha BbICLLEM YPOBHE NPUHATUSA yNpaBneH4ecC-
KUX peLleHnn n pacnpocTpaHeHbl BO BCeW opraHmn3aumnn. Takke cneayer pacnpenenaTtb OTBETCTBEHHOCTb 34
ee cobnaeHue.

[TpuHUMNBLI NONNTUKN cCNeayeT pa3padbaTtbiBaTb HA OCHOBE aHann3a AenoBoun AeATenbHOCTN. OHA AOMXK-
Ha onNpenenaTh, B KAKMX 0ONaCTAX B HAMOONbLLUEN CTENEHN NPUMEHSIOT T€ UMW MHbIE HOPMATUBHbIE aKTbl (3aKO-
Hbl, HOPMaTUBHbIE aKTbl, CTAHAAPTHI, NPaKTU4YECKME PEKOMEHOaLnNn), pernaMmeHTnpyLme codaaHne Aoky-
MEHTOB, CBA3aHHbLIX C AOeNOBON AOeATeNbHOCTbI. [lpn 3TOM OpraHm3aumm AOOMXKHbl Y4YUTbIBATL CBOKO
OPraHn3aLMOHHYIO cpeay, a TaKkKe 3KOHOMUYecKkne acnekThbl. [NpuHLUMNLI NONUTUKK cCNeayeT PperynapHo nepe-
CMaTPUBATbL C TEM, YTODObI 0DecnevmBaTb OTPaXKEHUE €10 TEKYLLMX NOTPEOHOCTEN AENOBOWN AEATENBHOCTW.

6.3 OTBEeTCTBEHHOCTb

OTBETCTBEHHOCTb M MOMHOMOYMA B 06NACTU ynpaBneHna AOKYMEHTaMN AONXHbI ObITb YHETKO onpeaene-
Hbl M AOBEAEHbI A0 CBEAEHUA BCEN OPraHn3aLmnmn ¢ TeM, HTOObI BbINO ACHO, KTO HECET OTBETCTBEHHOCTb 33 Pabo-
TY C KOHKPETHbIMM AOOKYMEHTaMM. JTa OTBETCTBEHHOCTb AOMKHA ObiTb pacnpeaeneHa Mexay BCceEMU
COTPYAHMKAMMN OpraHm3auum (B TOM 4Ymcne ynpaBnsloWMMW AOKYMEHTaAUMEN, CcneunanmctaMm CMEXHbIX
NMHAOOPMALIMOHHbIX Npodeccun, PpyKoBOACTBOM OpraHusauun, pykoBoanTensamMmn CTPYKTYPHbIX noapasaene-
HUW, aAMUHNCTPATOPAaMUN CUCTEM YNPaBNEHNA AOKYMEHTAaMU U APYrMMUN NNLLIAMUN, ANA KOTOPbLIX paboTa ¢ AOKY-
MEHTAMM BXOAUT B WX AOOMKHOCTHblE O0ODA3aHHOCTWM) WM OTPaXeHa B AOOMKHOCTHbIX WHCTPYKUMAX W
OpraHn3auUnoOHHO-pacnopAaANTENbHbLIX AOKYMEHTaX opraHmn3aunn. Ocobaa oTBETCTBEHHOCTL BOONacTV ynpas-
NneHna AOKYMEHTaMUM AOMKHA ObITb BO3NOXEHA Ha NULLO, 0bnaaatlollee COOTBETCTBYOLLMMM NONHOMOYUAMM
BHYTPWU  OpraHmsaumn. HaszHavyeHue OTBETCTBEHHLIX NULL  AO0MKHO ObiTb  pernameHTUPOBAHO
pacnopaanTenbHbIM AOKYMEHTOM.

OTBETCTBEHHOCTb B 0ONACTM ynpaBneHna AOKYMEHTAMMN AOMKHA BKNOYaTh B cebsa cneayiowme nono-
KeHUA:

a) cneunanunctbl BOobnacTuynpasneHna AOKYMEeHTaMM OTBEYAIOT 3a BCE aCNEKTh! yrpaBneHna AOKYMEH-
TamMu, B TOM 4Yncne 3a NPOoeKTUpOBaHNE, BHeAPEHNE U COXPaHHOCTbL CUCTEM yNpaBneHna AOKYMEHTaMN U UX
dKCNNyaTauWUOHHbIE XapaKTEPUCTUKK, a8 TaKKe 33 00yHeHne NoNb3oBaTeNeEN ynpaBneHNio AOKYMEHTaAMW N NPU-
MEHEHWIO CUCTEM yNpaBneHna AOKYMeHTaMn B UHONBNAYaNbHON NPAaKTUYECKOU AeATENBLHOCTN;

b) OTBETCTBEHHOCTb PYKOBOACTBA 33KNIOYAETCA B NoAAEpKKe NPUMEHEHUS NONUTUKU ynpaBneHus
OOKYMeHTaMn BO BCEN OpraHn3aunm;

C) aAMWUHUCTPATOPbl CUCTEMBI YNIPaBNEHNA AOKYMEHTAMWN OTBEYAIOT 33 TO, YTOObI BCA AOKYMEHTALMNA
Obina TO4HON, YAOOHOW ANA BOCNPUATUA U AOCTYNHOW ANS NepcoHana OpraHn3aLmnu;

d) BCe COTPYAHUKN OPraHn3aLnm OTBETCTBEHHbI 338 COXPaHEeHne ayTEHTUHHOCTH, LLeNOCTHOCTN, AOCTO-
BEPHOCTU U NPUroAHOCTU ANA NCNONb30BaHNA AOKYMEHTOB, OTpaXaloWwmnx nx AeaTenbHOCTb.

B npouecce nnaHnpoBaHna U BHEAPEHNS NONUTUKU U NPOLLeaYP YNPaBneHMs AOKYMEHTaMN AOMKHbI NPK-
HUMaTb Y4aCTNE apXMBHbIE OPraHbl.

7 TpeboBaHUA K ynpaBrneHU0 4OKYMEHTaMu

7.1 MpuHUuMNbI pa3padboTkM nporpamMmm ynpaBneHUA AO0KYMEHTaMM

[1OKyMeHTbI CO30atoTCca, NOCTYNaT U UCNONL3YIOTCA B NPOoLEecce OCyLecTBNeHNA AeNOBOU AeATENbHOC-
™. [1na obecnevyeHna HeNnpPepbIBHOCTN AENOBON AeATENBHOCTU, COBNIOAEHNA COOTBETCTBUSA HOPMATUBHOW
cpene n obecneyvyeHna HeOHXOANMOWN OTHETHOCTU OpPraHn3aunn AOMXKHbI CO30aBaTb U COXPAHATb ayTEHTUY-
Hble, HaaeXHble U NpUrogHble ANa UCNONb30BaHNA AOKYMEHTLI, 8 TaKXe 3almaTtb LenOCTHOCTb 3TUX A0KY-
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MEHTOB B Te4deHue TpedbyemMoro BpemMeHu. [lna 3Toro opraHunsaumm AOMKHbl APUHMMATb W BbINONHATL
KOMMMNEKCHYIO NporpamMmmy ynpaBneHna AOKYMEHTaMmM, BKNIOYAaIOLWLYI0 B cebs:

a) nepeyHn AOKYMEHTOB ANA KaXXaoro npouecca AenoBon AeATeNbHOCTU U TPEBOBaHNA K UHGpOPpMaLN,
noanexallen BKNYEeHNI0 B AOKYMEHTHDI;

b) pelleHns, Kakon PopMbl U CTPYKTYPbI AOMKHLI ObITb CO3AaBaEMbIE U BKNOYAaEMbIE B CUCTEMY AOKY-
MEHTbI M KaKkmne TeXHONOMMM ANa X co3aaHnsa n obpaboTkm cneayeT nCNoNb30BaTb;

C) TpeboBaHUA K COCTaBY METaAaHHbIX, NX CTPYKTYPE U yNpaBNEeHNIO NMU;

d) yctaHoBneHue TpedoBaHNN K NOUCKY, UICNONBb30BaHNIO U Nepeaaye AOKYMEHTOB, a8 TaKKe CPOKaM Xpa-
HEeHUA AOKYMEHTOB;

€) pelleHne, Kak opraHn3oBbIBaTb AOKYMEHTLI C TEM, YTODLI OHM OTBEYanu TpebdboBaHUAM, NpeabaBNsae-
MbIM K X UICNONb30BAHWUIO;

f) oueHKY PUCKOB, CBA3AHHbIX C OTCYTCTBUEM OPUNLIMENBbHbLIX AOKYMEHTOB, OTPAaXaKLWNX AEATENbHOCTb
OpraHn3auum,

g) obecnevyeHmne COXpPaHHOCTU AOKYMEHTOB M AOCTYNAa KHUM B LLENAX BbINONHEHNA TPebOBaHUN AE€NOBON
neaTenbHOCTN N OB ECTBEHHbIX OXXKUAAHWMA;

h) coOTBETCTBUE MPABOBLIM TPeOOBAHMAM, HOPMATMBHOW cpeae, CTaHaapTaM M NONUTUKE OpPraHm-
3aLuum;

1) obecneyeHne XxpaHeHUa AOKYMEHTOB B 6€30nacHOM 1 3aLULLIEHHOWN cpeae;

]} obecnevyeHne XpaHeHNA NOKYMEHTOB B Te4EHNE HEODXOAUMOro Unn Tpedyemoro cpoka;

k) onpeaeneHne noLEeHKY BO3MOXHOCTEN NOBbILLEHNA 3P PEKTUBHOCTN U PE3YNLTATUBHOCTM OPraHn3a-
LIMOHHbIX NPOLLECCOoB, peLleHnn N AEUCTBUN B pe3ynbTaTe Ka4eCTBEHHOro yripaBneHna AOKYMEHTaMu.

[lpaBmnna co3aaHna AOKYMEHTOB N MEeTaAaHHbIX O AOKYMEHTaX N UX BKNIDYEHNA B CUCTEMY yNpaBneHns
NOKYMEHTaMUN A0NXHbI ObITb BHEAPEHLI B NPOLIEAYPbLI, PErYNUPYIOLLNE BCE NPOLIECCHI AENOBON AEATENBHOCTN,
nnsa KOTopbIX TpebyeTca AoKa3aTeNbCTBO OCYLLECTBNEHNA AEUCTBUN.

[onrocpo4yHoe nnaHMpoBaHWe AeNOBON AeATENBLHOCTU N MEPbLI B Crny4vae HenpeaBnaeHHbIX 0DCTOSA-
TEeNbCTB AOMNXHbI FaPaHTUPOBATL, YTO AOKYMEHTLI, BaXKHble ANA NPOAOMKNTENBHOIO PYHKLMOHNPOBAHNSA Opra-
HM3aLUuK, 3aLUnLLEHBI U MOTYT ObITb BOCCTAHOBNEHLI B CNy4Yae HEOOXOAUMOCTMW.

7.2 XapakTepuCTUKUN OKYMEHTa

7.2.1 Oowme nonoxeHun

[1OKYMEHT AOMKEH OO BEKTUBHO OTPaXaTb TO, YTO COODLLEHO NNKN PeLLEHO, NN NPEeANPUHATO AENCTBUE.
[OKYMEHT AOMKeH OTBeYaTb NOTPEOHOCTAM AENOBON AEATENBHOCTU, K KOTOPOWU OH OTHOCUTCA, U NCMOMb30-
BaTbCA B LLEeNAX OTYETHOCTMW.

ONEKTPOHHbLIW AOKYMEHT AONXKEH COAEPXKATb NNN NOCTOAHHO ObITb CBA33H C METAAaHHbIMIN, OTPaXalo-
LLIMMM OnepaLnn, COBePLLIAEMblIE C AOKYMEHTOM B NpoLecce AenoBOU AeATENBHOCTU. [1pn 3TOM:

a) CTPVYKTYpa AOKYMEHTA, ero oopmaT U B3aUMOCBA3U MeXay COCTaBNALLMMN AOKYMEHT 3NEMEHTAMN
NOMKHbI OCTaBaTbCA HEU3MEHHbIMWU, HE NCKaXXEHHbIMN METaAaHHbIMM;

b) BMeTaaaHHbIX O AOKYMEHTE AOMKEH ObITb OTPAXXEH KOHTEKCT ero co3aaHuna, Nony4eHna n CNonb3o-
BaHMA (B TOM 4Yncne NpoLuecc AenoBon AeATENBLHOCTU, YaCTbIO KOTOPOro ABNAETCA AaHHAA onepauuns, Aata m
BpeMsa AaHHOM onepaunn n ee y4aCcTHUKN),

C) B METaaaHHbIX O AOKYMEHTE A0MXKHbI ObITh NPpeacTaBnNeHb! CBA3U MeXAY OTAENbHbIMN AOKYMEHTaAMM,
COCTaBNSALLNMN B COBOKYNMHOCTMN €ANHbIN KOMMMEKC AOKYMEHTOB.

[TpuHUMNBLI NONUTUKKU, NPOLEAYPLI N NPAKTUKE ynpaBneHna AOKYMEHTaMU AOMKHbI 0becneynBaTb CO3aa-
HWE NOANWHHBLIX AOKYMEHTOB, 00NaaatoLLnX XapakTePUCTUKaMK, YKa3aHHbIMUB 7.2.2 — 7.2.5.

7.2.2 AYTEHTUYHOCTb

[OKYMEeHT aBNnaeTCcA ayTeHTUYHbIM, €CINN OH:

a) COOTBETCTBYET YCTAHOBMNEHHbLIM NPaBUNaM;

b) ObIN CO3AaH NN OTAPAaBNEH NULIOM, YNTONHOMOYEHHbLIM Ha 3TO;

C) Obln co34aH UNKM OTNPAaBNEH B TO BPEMS, KOTOPOe 0003HaYEeHO B AOKYMEHTE.

UTOoObLI 00ecnevmnBaTb ayTEHTUHHOCTb AOKYMEHTOB, OPraHn3aLmnn A0MKHbl BHEAPATb N AOKYMEHTANbHO
donkcnpoBaTb NPUHLMNLI NTONUTUKU N NpoLeaypbl KOHTPONA Haa co3aaHneM, nonyvYeHneMm, nepenaven, xpaHe-
HUEM N OTOOPOM (N3BATNEM) AOKYMEHTOB N TEM CaMbIM rapaHTUPOBAaTb, YTO CO3aaTENN AOKYMEHTOB YNOMNHO-
MOY€EHblI H3 3TO N MOryT ObiTb NAEHTUOULNPOBAHDLI, 8 AOKYMEHTbI 3aLUMLLEHBI OT HECAHKLMOHUPOBAHHOMO
NOMNONHEHNA, yaaneHns, U3MEHEHNS, NCMONb30BaHUA N COKPbLITUA (3aCEKPeYMBaHNA).

7.2.3 [JOCTOBEpPHOCTL

[1ocTOBEpPHLIM ABNAETCA AOKYMEHT, coaepXXaHne KOTOPOro MOXHO CHUTATb NONHbLIM N TOYHLIM NpeacTaB-
neHneMm noaTeepKaaemMbix onepaunn, AeaTeNbHOCTU NN PAKTOB U KOTOPOMY MOXXHO AOBEPATL B NOCNeayIo-
LLINX onepaunax nnu B nocneayollen neatenbHoCcTU. [IoKyMeHThbl cneayeT co3naBaTh BO BpeMSA NNn cpasy xe
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nocne onepaunm UNn cUTyauumn, K KOTOpbIM OHU OTHOCATCA, NULAMN, AOCTOBEPHO 3HAKLWNMKN HaKTbl, NNn
cpeacTBaMu, 0ObIYHO CNONb3YEMbIMU B JENOBOWN AeATENBHOCTY NPU NPOBEAEHMN A3HHOW onepaLum.

7.2.4 LlenocTHOCTDL

LlenOCTHOCTb AOKYMEHTA onpeaenaeTca ero NONHOTOU N HEN3MEHHOCTLIO.

Heobxoanmo, 4TOObI AOKYMEHT ObiN 3aLUMLLEH OT HECAHKLMOHUPOBAHHOIO N3MeHeHua. [Nonnutrka n npo-
Leaypbl ynpaBneHna AOKYMEHTAaMU AOMKHbl YKa3blBaTb, KAKME AOMONHEHUA WUNN U3MEHEHUA MOTYT ObiTb
APUMEHEHBbI K AOKYMEHTY NOCNe ero cCo3aaHus, Npm Kaknx o0CToOATENBLCTBAX AONOMNHEHNA NN N3MEHEHNS MO-
ryT ObITb pa3peLlleHbl U KTO YNIONHOMOYEH cAeNaTh 3TO. JIloOble CAHKLUMOHNPOBAHHLIE UBMEHEHNA, A0DaBNEHNA
NN yaaneHnsa B AOKYMEHTE cneayeTt YeTKo 0003Ha4aTb U KOHTPONUPOBAaTbD.

7.2.5 lNpuroaHocTb ANA UCNONb30BaHUA

[TpurogHbIM ANA NCNONb30BaHNA ABNAETCA AOKYMEHT, KOTOPbLIU MOXXHO NOKaNn30BaTb, HAUTU, BOCMNPOU3-
BECTU N NHTEPNPEeTUPOBaATL. [1pn BOCNponsBeaAeHNN OH AOMKEH OTPaXaTb CBA3b C A€NOBOU ACATENbHOCTLIO
nNn onepaunen, B pesynbTaTe KOTOPOWN OH Obin co3aaH. KOHTEKCTHbIE CChINKN AOKYMEHTOB AOMXXHbI HECTH
NHPOPMALMIO, HEODXOANMYIO ANA NOHMMaHNA onepaunn AenNOBON AeATENBHOCTU, B KOTOPLIX 3TN AOKYMEHTDI
ObiNV cO3AaHbl N NPUMEHANNCL. [JoMKHa ObITb NpeaocTaBNeHa BO3MOXHOCTbE MAEHTUPULIMPOBATL AOKYMEHT B
LLUMPOKOM KOHTEKCTE AeNOBOU AeATENBLHOCTU U PYHKLUMIN. CBA3N MeXAay AOKYMEHTaMK, (pukcnpyoLme nocne-
NOBATENbLHOCTb AENCTBUN, AOMKHbI ObiTb COXPAHEHbI.

8 lNpoeKkTupoBaHue U BHeApPEeHUe CUCTEMbI YNPaBrieHUA AOKYMEHTaMM

8.1 Oowme NnonNoXXeHnA

CTpaTterna ynpaBneHnsa AOKYMeHTaMn OCHOBbLIBAETCA Ha pa3padoTke n BHeapPEeHUU B NPAKTUKY paboThl
NPUHUWMNOB NONNTUKK, NpoLeayp N NpaBnn AOKYMEHTUPOBAHUA, @ TAKXKe Ha NPOEKTUPOBAHUN U BHEOPEHNN CUC-
TEM ynpaBneHna AOKYMEHTaMWU, COOTBETCTBYIOLLUMX TEKYLNM NOTPEOHOCTAM opraHn3aunm u HOPMaTUBHOM
cpene.

[TpnHATaA opraHnsaumnen cTpaTterna ynpaBneHna AOKYMeHTaMmn cobCTBEHHON AeNOBON AEATENbHOCTH
OOMKHa onpenenaTb, Kakne AOKYMEHTbI, KOraa, Kak n rae cneayeT BKNoYaTb B CUCTEMY ypaBneHUs AOKYMEH-
TaMW.

CTpaTterna BHeApPEHNA COOTBETCTBYIOLLEN CUCTEMBbI YNPaBNEHUA AOKYMEHTAMMN MOXET BKNIOYATL B Ce6S:

a) NPOEKTNPOBAHME CUCTEMBI YIPABNEHUA AOKYMEHTAMM;

b) AOKYMEHTMpoBaHME NpoLecCcOoB DYHKLUMOHUPOBAHNA CUCTEMBI YIPaBNEHUS AOKYMEHTAMM;

C) NOAroToBKY COTPYAHUKOB, paboTaLWmMX C AOKYMEHTaMWU;

d) KoHBEepTUPOBAHNE AOKYMEHTOB B HOBYIO CUCTEMY YNpPaBNeHNA AOKYMEHTAaMU N HOBble hOpMaThl;

€) yCTaHOBneHwe CTaHaapToB, NPOBEPKY COOTBETCTBUA UM N NX COBNI0AEHNS;

f) onpeaeneHne CPOKOB XpPaHEHUA U NPUHATNE PeLleHNN OTHOCUTENbHO LEHHOCTN AOKYMEHTOB (npw
cobnaeHnun COOTBETCTBNA HOPMATUBHON cpene).

CTpaTterns ynpasneHmna AOKYMEHTAMWN AOMKHA ObITb AOKYMEHTANbHO 3aPNKCUPOBaHAE B COOTBETCTBYIO-
LLIEM NNaHe, HanPUMeP B CTPaTernYeckom nnaHe No ynpasneHuto NHhopMaLumnen, KOToOpPbIN AOMXEH BXOAUTb B
cocTaB NNaHoBO-OUHAHCOBOW AOKYMEHTALUN OpraHmn3auum.

MHOPMALMOHHBIE CUCTEMBI, NPUKNAAHLIE NPOrPaMMbl 1 KOMMYHUKALIMOHHbIE CUCTEMBI, a TaKXe Noa-
aepXxvBaemble MMM NpoLecchl AeNnOBOU AeATeNnbHOCTU cneayeT NpoekTUpoBaTb, MOAUMPULNPOBATL UMK
NepPenpPOEKTUPOBATL TaK, YTOObI B NpoLecce NOBCEAHEBHON AENOBOW AEATENBHOCTN 3TO HE MELLIANO CO3A3HUIO
COOTBETCTBYIOLNX AOKYMEHTOB KakK COCTaBHOW YaCTn CUCTEMbI YNpaBneHUsa A0OKYMEHTaMM.

8.2 XapaxkTepuCTUKU CUCTEM yNnpaBneHUA AOKYMEeHTaMM

8.2.1 BBeapeHue

Cuctemsbl ynpasneHna AOKYMEHTaMMN AOMKHbI N0AAEPXKMBATb AOKYMEHTLI, 0bnaaatolmne xapakTepucTun-
KaMW, YKa3aHHbIMU B 7.2, 3 CAMN CUCTEMBbI YNIPaBNEHNA AOMKHbI 00NaaaTh XapakTrepucTmkammn, yCTaHOBNEH-
HbiMB 8.2.2 — 8.2.6.

8.2.2 HapexHoCTb

INobaa cuctema, ncnonb3yemana Ana ynpaBneHmna AOKYMeHTaMU, A0MKHA OblTb CNOCOOHON ANNTENBLHO U
3P EKTNBHO PYHKLIMOHNPOBATL B COOTBETCTBUU C TPEDYEMBLIMU NpoLLeaAYPaMMN.

Cuctema ynpaBneHus AOKYMEHTaMUN AOMKHA:

a) BKNYaTb BCE AOKYMEHTbI B paMKax OXBaTblBAEMOW €10 AeNOBOW A€ATENbHOCTU B COOTBETCTBUMN C
YCTaHOBNEHHbLIM NOPSAAKOM;

6
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b) opraHn3oBbIBATb AOKYMEHTbLI TAKMM ODPa3oM, YTODbI OTPaXKaTb NPOLECChl AeENOBON AEATENBbHOCTH
cosaartensa (MCNnoNHUTENS ) AOKYMEHTOB;

C) 3aWmuwaTtb AOKYMEHTb! OT HECaHKLMOHNPOBAHHOIO N3MEHEHNA, N3BATUA NN YHUUTOXEHUS;

d) BbICTYyNaTb B KA4€CTBE OCHOBHOIO UCTOMHMKA MHOPMALIMK O AENCTBUAX, 3aOUKCUPOBAHHbLIX B AOKY-
MEHTAX,;

e) obecneunBaTb AOCTYN KO BCEM OTHOCALLUMMCA K OnpeaeneHHOMY BOMPOCY AOKYMEHTaM U CBA3aHHbIM
C HUMWU METaA3HHbIM.

[Toka3aTenn HaneXXHOCTU CUCTEMbI yNpaBNeHns AOKYMEHTAaMMN AOMKHbI OblTb AOKYMEHTanNbHO 3adOUKCU-
POBaHbI NyTEM CO34aHNA N COXPaAaHEHNA AOKYMEHTOB, pernaMeHTUPYIoLWnX Nnopaaok padoTbl AAHHOW CUCTEMDI.
ST AOKYMEHTbI AOMKHbI NOATBEPXAaTb COOTBETCTBUE A3GHHON CUCTEMbI YNPaBNeHUa A0KYMEHTaMN KpUTepu-
AM NepevncneHnn a) — e).

Cuctema ynpaBneHna AOKYMEHTaMn AOMXKHA pearnpoBaTbh Ha N3MeHEeHNA NOTPEBbHOCTEN AenOBON Aen-
TeNbHOCTU, HO NOObIE N3MEHEHNA B CUCTEME HE AOMXKHbI BNMNATb Ha XapakKTEPUCTUKN AOKYMEHTOB, BKMNIOYEH-
HbIX B Hee. [lepemMelleHne NOKYMEHTOB M3 OOHOWU CUCTEMbI yNpaBneHna AOKYMEHTaMU B APYryo cneayer
NpPOBOAUTbL TAKMM 0D0pa30M, YTOObI He OKa3biBaTb HEDNAroNPUATHOINO BO3AENCTBUA HA XapPaKTEPUCTUKN OOKY-
MEHTOB.

8.2.3 LlenocTHOCTL

[na npegoTtepalleHna HeCaHKUMOHUPOBAHHOINO A0CTYNa K AOKYMEHTaM, UX YHUYTOXEHNA, U3BMEHEHUNSA
NNn nepemMeLlleHna B cucteMe ynpasneHna AoOKyMeHTaMn cneayet NPUMEHATb KOHTPONbHbIE MEPONPUATUSA,
Takne Kak MOHUTOPUHT AOCTYNa, Bepupunkauna nonb3oBaTenen. YHNUTOXeHUE NOKYMEHTOB M X 3acekpevnBa-
HUe OOMXKHbl OblTb CaHKUMOHNPOBAHbLI. TakOW KOHTPOMNb MOXeT OCYLWEeCTBNATLCA BHYTPU CaMOW CUCTEMDI
ynpaBneHna AOKYMeHTaMn nnu 6biTb BHELLHUM MO OTHOLLEHUIO K KOHKPETHOWN cucTeMe. B OTHOLLEHNN 3MEKT-
POHHbIX AOKYMEHTOB OpraHmsauma AOMKHa UMEeTb BO3MOXHOCTb A0Ka3aTb, UTO NOOble CUCTEMHble cOOMW,
ODHOBNEHNA NPOorpaMMHOro obecneveHna nnNn perynapHas akcnnyaraunsa CUCTEMbI YNpaBneHNA AOKYMEHTa-
MW HE BNUAKOT HA Ka4€CTBO COXPaHHOCTN AOKYMEHTOB.

8.2.4 CootBeTcTBME

CucteMbl ynpaBneHnsa AOKYMEHTaMMN B OPraHM3aumnsax AOMKHbl ObiTb yNpaBnaeMbl B COOTBETCTBMN CO
BCEMU TpeboBaHMAMN, NPeabABNAEMbIMU TEKYLLEN AENOBON AEATENbHOCTbIO, HOPMATUBHOW Cpeaon Wm
obLLEeCTBEHHBIMU OXMAaHNAMN. COTPYAHUKKN, CO3AAI0LLME AOKYMEHTbI, AOMKHbI MOHUMATb, KaK 3TN TPeboBa-
HUA BNUAIOT HA OENCTBUSA, KOTOPblE OHM BbLIMNONHAT. COOTBETCTBME CUCTEMBI YNPaBNEHUA OJOKYMEHTaMMU
Takum TpeboBaHnaAM cneayeT perynsapHo NpoBepATb, @ AOKYMEHTbI 3TUX NPOBEPOK CneayeT XPaHuTb B LLeNaX
NoKa3aTenbCTBA.

8.2.5 KoMnneKkcHOCTL

CuncrtemMbl ynpaBneHna AOKYMEHTAMU AOMKHbI YNPaBNATb AOKYMEHTAMU, ABNAKOLMMNCSA PE3YNbTATOM
BCEX BUAOB AeNOBOW AeATENBHOCTU OpraHn3auum UnNn ee CTPYKTYPHOro noapasaenexHuns.

8.2.6 CucteMHOCTL

[JOKyMeHTbl cneayeT co3aaBaTh N COXPaHATb CUCTEMHO. CUCTEMHOCTL PaboT B cdhepe ynpaBneHNa AOKY-
MEHTaMM AOCTUraeTCA NyTEM NPOEKTUPOBAHUA U MPUMEHEHNSA KaK CUCTEMbI ypaBneHmnsa AOKYMEHTaMU, TaK U
OpYyrnx cCUCTeM ynpaBneHna AenoBon AeATeNbHOCTLIO.

Cucrtema ynpaBneHns AOKYMEHTaMM AOMKHA NMETb TOYHYIO AOKYMEHTaNbHO 3aOUKCUPOBAHHYIO MNONKN-
TUKY, pacnpeneneHne oTBETCTBEHHOCTU N POPMaNbHYIO METOAONOMNNIO YAPAaBNEHNS €I0.

8.3 lpoexTupoBaHue n BHeApPEeHNE CUCTEM yrnpaBneHUA A0KYMEeHTaMMN

8.3.1 O6wWwmMe nonoXxxeHunnA

Cucrtema ynpaBneHna AOKYMeHTaMu AoMKHa obnanatb PYHKLUMOHANbHLIMU X3aPaKTEPUCTUKAMU, NO3BO-
NA0LWMMN BINONHATL U NOAAEPXKNBATL NPOLLECCHI YNPaBNeHNA AOKYMEHTAMU, ONNCAaHHbIE B pa3aene 9.

[1pn NPMHATUN pelieHNN, CBA3AHHbIX C MPOEKTUPOBAHNEM U BHEAPEHMNEM CUCTEMbI YNPaBNEHUA AOKY-
MEHTaMM U NoaaepPXMBaHNEM €10 NPOLIECCOB yNpaBneHna AOKYMeHTaMun, cneayeTt NPpUHNMaTbe BO BHUMaHNE
HEODXOANMOCTb UX COOTBETCTBUSA OPraHn3aLMOHHbLIM CTPYKTYPaM yrpaBneHns.

8.3.2 [JokyMeHTUpOBaHMe onepauun

CucteMbl ynpaBneHnsa AOKYMEHTAaMMN AOMKHbI MONHO M TOYHO OTPAaXaTb BCe onepaunn, Npom3BeaeHHbIe
HENOCPEACTBEHHO C KOHKPETHbLIM AOKYMEHTOM, 8 TaKke NPOLLECChl, CBA3aHHbIE C HUM. 3TN CBEAEHNSA MOTYT
ObITb 3a(PUKCNPOBAHbI B METAAAHHbIX O IOKYMEHTE UMW B KOHTPOMbHbLIX MPOTOKONAX CUCTEMHbIX NPOLECCOB.
[1pOTOKONbI KOHTPONSA CUCTEMHbIX MPOLIECCOB CrneayeT XPaHuTb, KAK MUHUMYM, CTOMNbKO e, CKONbKO XPaHAT
NOKYMEHT, K KOTOPOMY OHWN OTHOCATCS.
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8.3.3 MatepunanbHble HOCUTENUN MHPOpPMaLMKM U UX (PpU3nYecKan 3almTa
[1pn NPOEKTUPOBAHNN CUCTEMBI YNPABNEHNS AOKYMEHTAMN cCNeayeT BbIOUpaTb NOAXOAALLYIO cpeny Xpa-

HEHMA N HOCUTENW MHPOPMALIMK, cpencTBa ON3NYECKON 3aLLKUTbI, Npoleaypbl 06paboTkn N CUCTEMbI XpaHe-
HUS. Bblbop HOcMTENSa mMHGpOPMAaLUUM 3aBUCUT OT CPOKOB XPaHEHUS AOKYMEeHTOB. CuUcteMa ynpaBneHus
NOKYMEHTaMWN AOMXHa ObITb NOArOTOBNEHA K Ype3Bbl4aHbIM CUTYALMAM TaK, YTODbI onpeaenaTb U YMEHbLIATb
puckn. Bo Bpemsa n nocne BOCCTAHOBNEHNA AEATENBHOCTU OPraHn3aLmnmn, NocTpanasLlen OT YPe3BbIYaNHbIX
CUTYaLMN, CUCTEME YNPaBNEHMSA AOKYMEHTAaMUN AOMKHA COXPaHATb CBOK LLENOCTHOCTb M AEMOHCTPUPOBATL
3TO.

8.3.4 PacnpeaeneHHoOe ynpaBneHue
CuctemMbl ynpaBneHna AOKYMEHTAMMN OOMKHbI ObiTb CNOCOBHBLI NOAAEPXUBATL anbTepPHATMBHLIE Ba-

PUaHTbI pa3mMelleHna AOKYMEHTOB. B HEKOTOPbLIX cny4asax, ecnu NpaBoBasa n HOPMaTUBHAA cpena No3BoNsIoT
9TO, AOKYMEHTbI AonycKaeTca Ppn3ndeckn XpaHnTb B OQHOW OpraHnsauun, a yrnpasneHmne Mm 1 OTBETCTBEH-
HOCTb 338 HUX MOXHO BO3naratb NMOO Ha OpraHusaunio-co3gartena, NMbo Ha Apyrov NONHOMOYHbLIW OPraH.
Takon NopaaoK pasmelleHnsa, pasnnuyaioLllnn XxpaHeHne, BnageHne n OTBETCTBEHHOCTb 338 AI0OKYMEHTbI, Xapak-
TepPEeH ANSA SNEKTPOHHbIX AOKYMEHTOB, Pa3MeELLEHHbIX B 3NEKTPOHHbIX CUCTEMAX YrpaBNEHNA AOKYMEHTAMMN.
[lepemMelleHne AOKYMEHTOB MOXET NPOMCXoanTb B N0DOE BpeMa, NP 3TOM OHO A0MKHO ObiTb KOHTPONUPYEMO
N AOKYMEHTaNbHO OPOPMNEHO.

8.3.5 KoHBepTUpOBaHue n MUrpaumn
CuctemMbl ynpaBneHns AOKYMEHTaMW cneayeT NPOEKTUPOBaTb TakK, YTOObI AOKYMEHTbl OCTaBanuUcChb

aYTEHTUYHBLIMKW, HAAEXHBIMU U NPUroAHLIMU ANS UCMONb30BAHUA HE3ABUCUMO OT MOOLIX N3MEHEHNN B CUCTE-
Me ynpaBneHna AOKYMeHTaMu (B TOM Yncne NP KOHBEPTUPOBAHNN (DOPMATOB, MUTPALIMN MEXAY TEXHUYECKNM
00opyaoBaHMEM, ONEPALMOHHBLIMN CUCTEMAMM UM cneunanbHbIMU NPOrPaMMHbIMU MPUNOXKEHNAMN) B TEYE-
HUe BCEro nepnoaa nx XpaHeHms (B COOTBETCTBUN C 8.5).

8.3.6 [locTyn, noncKx n ucnonb3oBaHue

Cuctembl ynpaBneHna AOKYMeHTaMmn A0MNXHbl 0becneyumnBaTb CBOEBPEMEHHbLIN N 3O EKTUBHBLIN MOUCK U
OOCTYN K AOKYMEHTaM, HEODXOANUMbIM ANA OCYLLLECTBNEHUA AENOBON AEATENBHOCTU N OTYETHOCTM,

CuncrtemMbl ynpaBneHna AOKYMEHTAMU AOMKHbI UMETb U MPUMEHATL CPEACTBA KOHTPONA A0CTYNa, YTOOb!
obecneynBaTb COXPaAHHOCTb AOKYMEHTOB. OHU AOMKHbI 0becneyYmnBaTb CO3AaHMNE U NOAAEPKKY NPOTOKONA KOH-
TPONA CUCTEMHbLIX MPOLLECCOB NN Apyrue MeToabl, No3BoNarLwWmne 3PPEKTUBHO 3alLMLLATE AOKYMEHTbI OT
HeCaHKLUMOHNPOBAHHOIO NCMONb30BaHNA, U3MEHEHNSA NN YHUUTOXEHNS.

8.3.7 XpaHeHMe N YHUUTOXEeHNE AOKYMEHTOB

Cuctemsbl ynpaBneHnUa AOKYMEHTaMU AOMKHbI 0becneymBaTb NPoLECCHl XpaHeHUA, 0TOOpa n nepenaydn
NOKYMEHTOB ANA NOocneavioLwero XpaHeHnsa unvu yHn4ToXxXeHna. lenctemna no otoopy n nepenave AOKYMEHTOB
Ha AanbHeWLLEeE XpaHEHMNE NNN YHUYTOXEHNE MOTYT ObITb NPeanPUHATLI B NHOOON nepuoa KN3HEHHOMO LMKNa
NOKYMEHTA, B TOM 4YMCNe Ha CTaaun NPOEKTUPOBAHNA CUCTEMbI ynpaBneHna AoKyMeHTamMun. [omkHa ObiTb
npeaycMoTpeHa BO3MOXHOCTb aBTOMATUYECKOro oTbopa (M3bATUA) AOKYMEHTOB M3 CUCTEMbLI YNpPaBNeHNSN
ONOKYMEHTaMn Ana nepeaadn nx Ha aanbHeuwee XpaHeHne nnn yYHNYToXXeHne. CUCTEMbI ynpaBneHna AOKY-
MEHTaMM OOMKHbI NOAAEPXKMBATL MPOTOKONbI KOHTPOMNA CUCTEMHbIX MPOLLECCOB NNU Apyrme Metoasbl, obecne-
YMBaKOLLUNE OTCNEXNBAHNE BCEX AENCTBUN NO OTOOPY U Nepenave AOKYMEHTOB Ha AanNbHeNLLEE XPaHEHNE NNK
VHUYTOXEHME.

8.4 MeTtopgonorua npoekTupoBaHUA U BHeAPEHUA CUCTEMbI ynpaBNeHUA A0KYMeHTaMM

[1pn NPOEKTNPOBaAHNN N BHEOAPEHNN CUCTEMBbI YIPAaBNEHNA AOKYMEHTAMM 0CODOE 3Ha4YEHNE UMEET METO-
nonorna ee NPOEKTUPOBaAHNA N BHEAPEHNA, BKNIOYAIOLLAA HUWXenepevncneHHble 3Tanbl.

MeToaonorna, onnucbiBaemMas B nepedncnennsax a) — h), He aBNSAETCA NMHENMHOW. IDTU 334a4n AONyCKa-
€TCA BbINOMHATb HAa Pa3nNnYHbIX CTaanaX, MHOFOKPaTHO, HaCTUYHO UNW NONHOCTbLIO, B COOTBETCTBUWN C OPraHu-
3aLUMOHHbIMN NOTPEDHOCTAMN, OhULINANBHBLIMKN TPEDOBAHUAMN U N3MEHEHUAMM OPraHN3aLMOHHOW Cpeabl NNn
cpenbl ynpaBneHNa AOKYMEHTaMM.

a) lNpeaBaputenbHOe 06CNeaoBaHME BKNOYAET B cebs:

- cOOp MHPOPMALIMM Ha OCHOBE aHanNn3a AOKYMEHTaNbHbIX NCTOYHMKOB U NYTEM UHTEPBLIONPOBAHUS;

- N3y4yeHue uenen n 3agad opraHnsauuun, ee CTRYKTYpPbl, HOPMaAaTUBHOW, A€NOBON U NONNTUYECKOUN cpeabl,
KPUTUYECKNX PaKkTOPOB U HEAOCTATKOB, CBA3aHHbIX C ypaBneHnemM AOKYMEHTaMM.

b) AHann3 oenoBon AeATENbHOCTU BKMNIOYAET B cebA:

- cOOp MHpopMaLNN N3 AOKYMEHTANbHbLIX UCTOYHMKOB N NYTEM MHTEPBLIONPOBaHNS;

- LAEHTNOUKALNIO U AOKYMEHTUPOBaHME Kaxaon dyHKUMK, BUaa AeNOoBOW AeATENbHOCTU U onepaLmn;
- YCTAHOBNEHNE NX NepPapxXum;

- MOENNPOBaHME NMPOLLECCOB M COCTaBNAOLLNX X OnepaLni.
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c) OnpeneneHuve TpebOBAHMIA K AOKYMEHTAM BKNIOYaET B cedA:
- cOop MHOPMaLNKM N3 AOKYMEHTANbHbLIX NCTOYHMKOB U NYTEM UHTEPBLIOMPOBaHUS;
- BbiABNEHME KaXA0WN PYHKLMM 1 BUAE AENOBON AEATENbHOCTHN, Peann3yeMbliX ¢ MOMOLLIbIO AOKYMEHTOB

(3TK TpeboBaHNA MOryT ObiTb BbINONHEHLI HA OCHOBE aHAaNM3a HOPMATUBHOW CPeAbl OPraHn3aLnn B COOTBET-
CTBUM C pa3aenom 5);

- onpeneneHne cTeneHn puUcKka B crny4vae, ecnu AOKYMEHTbI He BbinNn co3aaHbl N (MNN) HE COXPaHEHDI;

- onpeneneHne Toro, Kak kaxxaoe TpedboBaHme MOXKET ObITb BbIMONHEHO B paMKaX MPOoLECCOB yrpaBneHus
OOKYMEHTaMMU;

- YeTkoe PopMynNMpPoOBaHNE U AOKYMEHTanNbHOEe O0hopMneHune TpeboBaHNM K AOKYMEHTaM;

- BbIDOP NoaxoasaLlen CTPYKTYPbl AOKYMEHTOB, Hanny4Lwnm odpasoM COOTBETCTBYIOLLEN KaXXA0WN PYHK-
LN, BNOy AenNOoBOU AeATENbHOCTN NN onepauun.

d) OueHka cywecTBYIOLWNX CUCTEM YNpaBNeHNs AOKYMEHTAMU NPEACTABNAET CODOMN:

- MAEHTUPNKALUNIO U aHANNU3 CYLLECTBYIOWNX CUCTEM YNPaBneHna AOKYMeHTaMn N apyrux nHQopmMma-

LLMOHHbIX CUCTEM B LIENAX OLLEHKN UX 3KCNNyaTaLMOHHbIX XapaKTepuUCTUK Ha NpeaMeT COOTBETCTBUA TpeboBa-
HUAM, NPeabABNAEMbIM K JOKYMEHTaM.

e) ObecneveHune cobnaeHna TpeboBaHU K AOKYMEHTAM BKNOYaeET B cebs:

- onpeneneHue n popmynnposaHne TpeboBaHNN K AOKYMEHTAM;

- YCTAHOBMNEHUe NPUHUMNOB NONUTUKN, CTAHOAPTOB, NpoLeayp N NpakTU4eCcknx 4eNCcTBUM;

- NPOEKTUPOBAHNE HOBbIX CUCTEM YNpaBneHna AOKYMEHTaMU U BHEAPEHNE UX TakMM 0DpPa3oM, YTOOb!
cobnioaannck YyCTaHOBNEHHbIE TPEDOOBAHNA K AOKYMEHTaM.

CTpaterna MoXeT OblTb NPUMEHEHa KKaXXaoMy TpeDOBaHUIO K AOKYMEHTaM O0TAENbHO NN B KOMONHALNN.

Ctparterma AonHa ObITb BbIDpaHa Ha OCHOBE CTENEHU PUCKA B CNy4ae HEBLINONHEHNA TPeboBaHna NMbO B
paMkax PyHKUUK (ANA noaaepXXaHma KOTOPOU NpeaHa3HavYeHa cucTemMa ynpasneHna AOKYMEHTaMM), CYLLIECT-
BYIOLLEN CUCTEMHOMN cpeabl UNU KOpnopaTUBHOWU KYNbTYPbl, B KOTOPOWU NPUMEHSAIOT CTPpAaTernio, CoOrNacHo pas-
aeny /.

f) TpoekTnpoBaHmne cUCTEMbI yNpaBNeHNA AOKYMEHTAaMUM BKNOYAET B Ced1:

- pa3paboTKy cTpaTernn, NPoLeCcCcOB N NPUHLIMNOB NPAaKTUKN, ONMUCbIBAEMbIX B HACTOSILLEM CTAHAAPTE;

- obecneyeHne TOro, 4YTOObLI cCMCTEMA ynpaBneHnsa AOKYMEHTaMn noagaepxueana npoueccbl 4enoBoun
0EATENbHOCTHU, a HE MeLlana nMm;

- OLLEHKY N, B cny4ae HeEODX0AUMOCTH, NepenpPOEKTUPOBaHNE NPOLLIECCOB AENOBON AEATENBHOCTHN, a8 TaK-
Xe ncnonb3yemMbiX UHPOPMaLNOHHO-KOMMYHUKAaLUMOHHbBIX CUCTEM ANA BKNIOYEHNA B HUX NPOLLECCOB MO yrnpaBs-
NEeHUIO AOKYMEHTaMM.

g) BHeapeHune cuctembl ynpaBrneHns OKYMEHTaMN

BHeapeHne cnctemMbl ynpaBneHMa AOKYMEHTaMM cneayeT NpoBOANTbL CUCTEMHO C UCMONb30OBAHMUEM NPO-
E€KTHOro NNaHNPOBaHUA U METOA0NOrMIN, NOAXOAALLMX ANA AAHHON CUTYAaLMN, 8 TakKKe C LeNbio MHTerpaumnm
PaboTbl 3TON CUCTEMBI B MPOLLECCHI AENOBON AEATENBHOCTU N APYINE CBA3aHHbIE C HEN CUCTEMBI.

h) O6bcneaoBaHue Nocne BHeapeHUA NpeacTaBnNaeT cOHO0M:

- HEOTBLEMNEMbIN U HENPEPLIBHLIN Npouecc cbopa nHpopmaumm o padboTe CUCTEMbI YNpaBnNeHNA AOKY-

MEHTaMN. OTO MOXET ObITb NPOBEAEHO NYTEM MHTEPBbLIOMPOBAHUA PAOOTHUKOB N OCHOBHbIX UCNONHUTENEN C
NMOMOLLbIO aHKET, HabnaeHnsa 3a CUCTEMON B IENCTBUN, N3Y4EHUA NPOLLEAYPHbIX MHCTPYKLMN, y4eOHbIX MaTe-
pPNanoB N Apyron AOKYMeHTaLUun, a Takke NnyTeM NpoBeaeHns BbIBOPOUYHLIX NPOBEPOK KaYeCTBa AOKYMEHTOB,
NCNONb30BaHUSA KOHTPOMNbHbIX MEP;

- CONPOBOXAEHMNE CUCTEMbBI YIPaBNEeHNA AOKYMEHTaMU NYTEM NPOBEPKU U OLLEHKN ee paboThl;

- nopaepXKa padboTbl CUCTEMbI YNPaBNEeHNA AOKYMEHTaMU NyTeM UHULUUPOBaHNA N MOHUTOPWUHIA KOpP-
PEKTUPYIOLLNX AENCTBUW;

- KOHTPONb (PYHKUMOHUPOBAHNA CUCTEMbI yNpaBneHna AOKYMEHTaMMn NyTEM YCTAHOBNEHUA PEXUMA
HenpepbIBHOrO MOHUTOPUHIa 1 perynsapHou OLEHKN.

8.5 lpekpalieHne npuMeHeHNA CUCTEM ynpaBneHUA 40KYMEeHTaMM

B cny4yae npekpalweHna Ucnonb3oBaHMA CUCTEMbI ynpaBneHna AOKYMEHTaMMN N yTpaThbl €10 NermTuM-
HOCTWU OOKYMEHTbI BoNnblle He crneayeT BKNIOYAaTb B 3TY CUCTEMY, OQHAKO HaxoaAalmneca B HEN OOKYMEHTLI
OOMKHbI ObITb AOCTYNHbI. JOKYMEHTbLI MOryT ObiTb NepeMelleHbl N3 CUCTEMbI YNpPaBneHna AOKYMEHTaMun B
COOTBETCTBUM C AENCTBYIOLLMMU NpaBNNaMun XpaHeHns n 0Toopa (nepenayn) unm e cCOOTBETCTBUN CO CTPAaTENN-
AMW KOHBEPTUPOBaHUA U MUrpaumnn. [lpouecc npekpaLleHmna npUMeHEHNA CUCTEMbI YyNpaBNeHna OKYMEHTaMMN
OOMKeH ObITb AOKYMEHTanbHO 3aOUKCUPOBaH B TON MepPE, B KOTOPON 3TO NOTPEebyeTCcAa ANA COXPaHEHNS ayTeH-
TWYHOCTU, OOCTOBEPHOCTN, NPUroaHOCTN ANA UCNONb30OBaAHMA U LENOCTHOCTN OOKYMEHTOB, MO-MPeXHeMy
HaxoasaLWMXCAa B 3TON CUCTEME, BKNOYASA NNaHbl KOHBEPTUPOBAHNA NN NPeobpa3oBaHNA AaHHbIX (CM. 7.2).



F'OCT P UCO 15489-1—2007

9 lNpoueccobl ynpaBneHUa AOKYMEHTaMU U KOHTPONb

9.1 3xcnepTnsa AOKYMEHTUPOBaHHOM MHcopMauun, noanexaiwen BKMAIOYEHWIO B CUCTEMY
ynpaBneHua AOKYMEeHTaMMn
OnpepneneHne cocTaBa AOKYMEHTUPOBaAHHOM MHOPMaLIMK, NoANEXaLLEeN BKNIOYEHNIO B CUCTEMY YNPaB-

neHna AoKyMeHTaMu, 0asnpyeTca Ha aHann3e HoOpMaTUBHOW cpeabl U NOTPEeOHOCTEN AeNOBON AeATENbHOCTU N
OTYETHOCTMH, a TAKXKe Ha OLLeHKE CTENEHU PUCKOB B Cry4vae, eCnu 3TN AOKYMEHTbI He OyayT BKNOYEHbI B CUCTEMY.
TpeboBaHUAa MOTyT pa3nnM4aTbCca B 3aBUCUMOCTM OT TUNA OpraHmM3aunm, NpaBoBOro U COUManNbLHOIO KOHTEKCTA,
B KOTOPOM OH3a AEUCTBYET.

[loKyMeHTbI CO3Aa10T B CAMOWN OPraHn3aLmm n Nony4atoT U3BHE Ha Pa3NMYHbIX HOCUTENAX U C UCNOMNb30-
BAHWEM MOCTOAHHO MEHSIOLLNXCA TEXHONOMMN. [JOKYMEHTUPOBAHHAA NHOPMaLMA ABNAETCA ANHAMUYHON,
OHa MOXeET ObITb CO3aHa MHOXXECTBOM UCMONHNTENEMN, CYLLIECTBOBATb B HECKONbKMX BEPCUAX MHAXOAUTLCS HA
Pa3NUYHbIX CTaaANAX GOPMNPOBAHUSA B TEYEHME PA3NNYHbIX NEPNOAOB BPEMEHM.

[oKyMEeHTMPOBAHHYI0O MH(OPMALMIO cCneayeT BKNoYaTbh B CUCTEMY YNPaBNeHUs AOKYMEHTaMM B Kayec-

TBE NOKYMEHTOB N CBA3bIBATb C METAAaHHbIMN, XapaKTepPU3yLnMMN ee 0cobbin AENOBOW KOHTEKCT, B Cny4ae,
eCnn oHa NobyKaaeT opraHn3aLmnn K AENCTBUIO, CAYKUT ANA UX OTYETHOCTM, a TAKXKE AOKYMEHTaNbHO (PNKCUPY-
eT AeNCTBUA, peLleHna nnm NpoLecchbl NPUHATNA PeLLeHUN.

9.2 OnpepeneHne CPOKOB XpaHEHUA AOKYMEHTOB

[TpnHATUE peLLeHn O CPOKaX XpaHEHNA AOKYMEHTOB B CUCTEME YNPaBNeHNa AOKYMEHTAMN OCHOBLIBAET-
CA Ha OLLEHKE HOPMATUBHOM cpeabl, NOTPEObHOCTEN AENOBON AEATENBHOCTN N OTYETHOCTHU, 8 TAKXKE HAa OLLEHKE
PUCKOB. B Ha4ane npouecca K NPUHATUIO TAKNX PELLIEHUA cNneaveT NPUBNEKATL CTPYKTYPHbLIE NOoApa3aeneHus,
aAMUHUCTPUPYIOLLIME KOHKPETHbLIN BUA AENOBOW AeATENbHOCTU, OTBETCTBEHHOIO COTPYAHMKA CNyXObl yrnpas-
NeHnsa AOKYMeHTaMn n apyrme nnua, Npu4acTHble K 3TOMY NpoLeccy, B COOTBETCTBUM C BHELLIHEN N BHYTPEHHEWN
NONUTUKON yrnpaBneHna AOKYMEHTaMM UNn ctaHaapTamu. [NpaBoBbIMM NN NHBIMK TPEDOBAHNAMN HOPMATUB-
HOW cpeabl YCTaHaBNUBAKTCA MUHUMANbHbIE CPOKU XpaHEHUA AOKYMEHTOB B CUCTEME YNPaBNEeHNA AOKYMEH-
TaMn, BMeCTe C TEM K peLleHNIo 3TOro BoNpoca cneayeTt npmenekaTb YNONHOMOYEHHbIE OpraHbl (apXUBHbIE
opraHbl UNu ayautopos). [Npu onpeaneneHnn CPOKOB XpaHeHNA AOKYMEHTOB cneayeT y4nTbiBaTb NpaBa N UHTE-
pecbl BCEX 3aUHTEpPeCcOBaHHbIX Nuu. [NpnHMMaemMble pelleHna He AOMKHbl npeaHaMepeHHO HapywaTb
Kakne-nnbo npasa AoCcTyna.

YnpasneHue XpaHeHNEM AOKYMEHTOB AOMKHO OCYLLIECTBNATLCA ANS:

a) COOTBETCTBMA TEKYLIMM M OyayLLIMM NOTPEebHOCTAM AenoBON AEATENBHOCTM NOCPEACTBOM:
1) coxpaHeHns NHOOPMALIMK O NPOLLUNbIX N HACTOALLMX PELLEeHUsaX N BUAax AeaTenbHOCTY (KaK 4acTu

KOpNopaTUBHOWU NaMATU) B LleNAX MHOOPMaLMOHHOIo obecneyeHna pelleHnn n AeaTenbHOCTU B HACTOALLEM U
Oyaywem,

2) cOoXpaHeHUs 0oKa3aTenbCTB MPOLLMNON U HACTOALLEN AeATENbHOCTM ANa cobniaeHns 00A3aTenbCTB
OTYETHOCTM,

3) CBOEBPEMEHHOIO CaHKLUMOHUPOBAHHOIO U CUCTEMATUYECKOTO YHNUTOXEHNA AOKYMEHTOB, KOTOpPbIE
bonblle He NCNONbL3YIOTCA,

4) coxXpaHeHUA KOHTEKCTa AOKYMEHTa Ans Toro, 4tobbl Oyayline nonb3oBaTenm MOrnn cHYNTaTb OOKY-
MEHTbl aYyTEHTUYHLIMW N AOCTOBEPHLIMWN AaXe B TeX cnydasx, Koraa cuctemMbl yrnpaBneHna AOKYMEHTaMu, B
KOTOPbIX OHN XPaHMUIMUCh, NPEKPATUNN CBOE CYLLIECTBOBaHNE UNN MNOABEPINNCH CYLLECTBEHHBIM N3MEHEHUSAM;

b) cooTBeTCTBUA NPABOBbIM HOPMaM NYTEM AIOKYMEHTUPOBAHUS, PA3BACHEHNSA N IPUMEHEHUSA TpeboBa-
HUIN HOPMATMBHOM cpenbl B chepe ynpaBneHMsa AOKYMEHTaMN B KOHKPETHOM HanpaBneHnn AenoBon AeATENb-
HOCTW;

C) COOTBETCTBMA TEKYLLNM M ByayLLIMM NOTPEOHOCTAM BHYTPEHHMX U BHELLHNX 3aMHTEPECOBaHHbIX NULY,
NnocpeacTBOM:

1) naeHTMNKaLMN 3aKOHHbIX MHTEPECOB, KOTOPbIE 3aUHTEPECOBAHHbIE NULLA MOTYT UMETb B OTHOLLE-

HUN COXPaHHOCTN AOKYMEHTOB B Te4deHne bonee ANUTENbHOrO CPOKa, YEM 3TO HEODXOANMO CaMOW OPraHN3a-
uMn. B cocTtaB 3anHTEpPECOBaHHbLIX NUL, MOrYT BXOAWUTb AENOBble NAapTHEPbI, KNMMEHTblI U Apyrne nNuua, Ha
KOTOPbLIX BNUAIOT PeLlUeHnsa n AeNCTBNA AaHHOW OPraHn3aunmn, a TaKkke Te, KOMy OpraHmn3aumna AoMmKHa npeno-
CTaBNATb AOCTYN K CBOMM AOKYMEHTAM B LLENAX OTYETHOCTU (ayANTOPLI, OpraHbl BNacTU N ynpaBneHns, opraHbl
cneacTensA, apxXmBHbIE OpPraHbl UNU UccneagoBaTenn),

2) yCTaHOBNEHUNA U OL,EHKN NPaBOBbIX, PNHAHCOBLIX, MONMUTUYECKMX, COLMANbHbIX NN APYTMX NO3UTUB-
HbIX PE3yNnbTaTOB OT COXPaHEHUA AOKYMEHTOB ANA CNY)XEeHUs MHTepecamMm uccnenoparenen n obllecTea B
LLenom,
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3) cobnoaeHna TpeboBaHMI COOTBETCTBYIOLLIErO apXMBHOIO OpraHa B paMKax AeNCTBYIOLLEro 3aKOHO-
naTenbcTBa.

K AoKyMeHTaM AnUTeNbHOIo UMM NOCTOAHHOIO CPOKa XPaHEHNSA OObIYHO OTHOCAT AOKYMEHTbI, KOTOpPbIE:

- coaepXKart cBeeHUA O NONUTUKE N ENCTBUAX OPraHn3aLmu;

- COAepXKaT cBeEeHMSA O B3aNMOAENCTBUN OPraHn3aLmn ¢ 006CNyXMBaeMbIMU €10 KMMEHTAMM;

- NOKYMEHTanbHO PUKCMPYIOT NpaBa n 06A3aHHOCTN OTAENbHbIX NUL, N OPraHN3aLnii;

- NICNOMb3YIOT ANA CO3AaHUA «NamMaTN» 00 OpraHM3aunn B HayYHbIX, KYNbTYPHbIX UMW NCTOPUYECKNX
LLensx;

- COAEepKaT CBeaAeHNs 0 AEATENbHOCTU, NPEACTaBNAKLLEN MHTEPEC ANS BHYTPEHHNX U BHELLHUX 3aNHTE-
PECOBaHHbIX NUL,

9.3 Bxknio4vyeHne 4OKYMEHTOB B CUCTEMY YN PaBNeHUA AO0KYMEHTAMM

BknoyeHnemM AOKYMEHTOB B CUCTEMY YNPaBNeHNA AOKYMEHTaMN AOCTUrATCA cneayloLlme Lenn:

- YCTAHOBNEHME B3aMMOCBA3EN MeXay NOKYMEHTOM, ero co3aartenemM M KOHTEKCTOM CO3[AaHMA AOKY-

MEHTa;

- pa3mMmellieHne (hukcaumsa ) JOKYMEHTa, METaaHHbIX O HEM M ero B3aMOCBSA3EeN B CUCTEME YNPaBneHns
NOKYMEHTAMMW;

- YCTAHOBNEHME CBA3EN C APYIMMM AOKYMEHTAMM.

[pw BKNIOYEHNN AOKYMEHTA B 3NEKTPOHHYIO CUCTEMY YNPaBNeHNa AOKYMEHTAMN €My MOrYyT ObITb NPW-

CBOEHbl MeTaAaHHble, BKNIOYEHHbIE, NPUCOeANHEHHbIE NNU CBA3aHHbIE C HUM HE3aBMCUMO OT ero oopmara.
OTO AOMKHO ObITb NPeaAyCMOTPEHO B npoLeaypax CUCTEMbI ynpaBneHna AOKYMeHTaMn. Takne meTaaaHHble
O0CODEHHO HEODXOAMMBI ANA KOHTPOMSA CTATyCa, CTPYKTYPLI U LLENOCTHOCTU AOKYMEHTA B Nt060E BPpEMS, a TaKXKe
0NA NOKas3a ero cBA3ew ¢ ApyrmMn AOKYMEHTaMM.

MeTtoabl, 00ecnevymnBaroLLne BKNIOHEHNE AOKYMEHTA B CUCTEMY YNpPaBNeHNa AOKYMEHTaMM, MOTYT BKIIO-
4yaTh B cebs:

a) Knaccudoukauuio n MHAEKCNPOBaHNE, KOTOPble NO3BONAIT COOTBETCTBYIOWMM OOpPa3oM CcO30aBaTh
CCbINKM, NPOBOANTL MPYNMNUPOBKY, MPUCBanBaTb UMEHAa, 3allMlaTbh KOHPUAEHUMNANbHOCTL, 0becneyYnBaTh
NOCTYN ANSA NONb30BaTENEN, a TaKke NPoBOANTL NOUCK, OTOOP N MAEHTUUNKALIMIO HEODXOANMBIX (BOCTPEDO-
BaHHbIX) AOKYMEHTOB;

b) pacnonoxeHne AOKYMEHTOB B NOrMYeCKON NocneaoBaTenbHOCTU (KaK OYMaXHbIX AeN, TaK U 3MeKT-
POHHbLIX ANPEKTOPUN), YNpOoLLaoLWen nocneayrouiee MCNoNb3oBaHNE AOKYMEHTOB U CMPaBOYHYI0 paboTy;

C) perucTpaumio, KoTopaa obecnevymBaeT AOKA3aTENbLCTBO CYLWECTBOBAaHUA OOKYMEHTOB B CUCTEME
ynpasneHns AOKYMeHTaMW;

d) cuctembl, hopmanmayoine Moaenn AeNCTBUN, OCYLLIECTBNAEMbIX B NpoLecce AenOBON AeATENb-
HOCTM:

CcOo34aiT MeTaldHHbBIE, ONMNCbIBAKOLLNE KOHTEKCT,
obecne4ynBaloT AOKA3aTENbCTBO MECTOMNONOXEHUA AOOKYMEHTA,

NAESHTUPULNPYIOT, KAKMe AencTBna NnoaneXxanm NCnonNHeHUo, HO He BbINOMHEHDI;
NAEHTUPULNPYIOT, KTO UMeN AOCTYN K AOKYMEHTY;
NAEHTUPULNPYIOT, KOraa Takou AocTyn nMen MecTo;

obecnevnBaloT CBUAETENBLCTBA 00 onepaunax, NPon3BeaeHHbIX C AOKYMEHTOM.
9.4 PermcTpauun
B cucteme ynpasneHmna AOKYMeHTaMU, OCYLLECTBNAKOLWEN NPOLECCHI perucTpaumnm:

a) NOKYMEHT PErncTpupyioT Npu BKNIOYEHNN €TI0 B CUCTEMY YNpaBNeHnsa JOKYMEHTaMMU;

b) O 3aBeplUEHNA perncTpaunm AOKYMEHTA He AONycKaeTca NpeanpuHMMaTh Kakme-nmbo AencTeums,
BNUSAIOLLINE HA HETO.

OCHOBHbIM Ha3Ha4YeHNEM permcTpaumm aenaetca obecnedeHne AoKa3aTenbCTBa TOr0, YTO AOKYMEHT

ObIn co34aH NN BKIIOYEH B CUCTEMY YNPaBNeHUs JOKYMEHTAMM, a JONONHUTENbHbLIM Ha3Ha4YeHUeM — ynpo-
LLeHWe NoncKka AOKYMeEHTA. Perncrpaunsa BknovaeT B ceba KpaTkoe onucaHme AOKYMEHTA UNn 3annucb MEeTa-
NlaHHbIX O NOKYMEHTE, a TaKXe NPUCBOeHMNE JOKYMEHTY NOEHTUMDMKATOPA, YHUKANbHOTO BHYTPU onpeneneHHon
CUCTEMbI YNpaBneHna AOKYMeHTaMKn. Pernctpauna hopmMannayeT BKNIOYEHNE NOKYMEHTA B CUCTEMY YNpaBne-
HNSA JOKYMEHTaMMW.

[LOKYMEHTbI MOryT ObITb 32pPErMCTPUPOBAHbI B CUCTEME YNPaBNEHNS AOKYMEHTAMM KaK LIeHTPann3oBaH-
HO, TaK N AeLEHTPanNn3oBaHHO. B anekTpoHHOM cpeae CUCTEMbI YIPaBNEHNA AOKYMEHTAMM MOTYT ObITb CPOEK-
TUPOBAaHbI TaK, YTOObI PErMCTPMPOBATH AOKYMEHTbI NOCPEACTBOM aBTOMATUYECKUX NPOLLECCOB, HE TPpebylounx
BMELLATENbCTBA COTPYAHMKA CNYX0Obl yNpaBneHns NOKYMEHTaMM.

ek
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9.5 Knaccucdukauuma

9.5.1 Knaccudumkauma nenoBon AeATENbHOCTI

Knaccugukauma nenoBon AeaTenbHOCTU ABNAETCA MOLWHBIM UHCTPYMEHTOM, NOMOraloLwnM BeAEHNIO
0enoBOUN AeATENbHOCTU, U NPUMEHAETCA BO MHOIMMX npoueccax no ynpaBneHnio AOKYMEeHTaMUn, BKNoYaa B
cebas:

a) YyCTaHOBNEHME CBA3EN MeXAy OTAENbHLIMU AOKYMEHTaMM Ana obecnevyeHnsa HENPEPbLIBHOMO AOKY-
MEHTUPOBAHNA AEATENBbHOCTH;

b) cornacoBaHHOE NPUCBOEHNE NMEH AOKYMEHTAM B TeYEeHNE ANNTENBHOIO BPEMEHMW;

C) OKa3aHme NOMOLLW NPY NOUCKE BCEX AOKYMEHTOB, OTHOCALLUMXCA K onpeaeneHHON PYHKLNKM nnn sBnay
nenoBon AeATENbHOCTMU;

d) onpepeneHne noaxoaswWen ANa pPasnUYHbIX rpynn AOKYMEHTOB 3aLWNTbl KOHOUAEHLUMANbHOCTH, a
TaKke pasrpaHudeHne AoCcTyna;

€) pas3rpaHndyeHne npae NoONb3oBaTeNen Ha AOCTYN NNK Ha NpoBeaeHNe AEUCTBMN C onpeaeneHHbIMN
rpynnamMmm oOKYMEHTOB;

f) pacnpeneneHmne OTBETCTBEHHOCTU NO yNpaBneHuto onpeaeneHHbLIMU rpynnamMm AOKYMEHTOB;

g) pacnpeneneHmne AOKYMEHTOB N0 OTAENbHLIM NpoLUeaypaM B paMKax AeNOBON AEATENBHOCTMN;

h) onpeneneHne COOTBETCTBYIOLLMX CPOKOB XPpaHEHNA U AENCTBUN NO OTOOPY AOKYMEHTOB Ha XPaHeHne
NN YHUHTOXKEHWNE.

9.5.2 KnaccuchnkauyMoHHble CUCTEMDI

KnaccupukaunoHHbIE CUCTEMbI OTpaxalT AeATEeNbLHOCTb OpraHn3aunn, B KOTOPOWU OHU CO3AaHbl, U
OObI4YHO DAa3UPYIOTCA Ha aHanu3e AenoBOW AeATENLHOCTU OopraHm3aunn. KnaccndpukaunoHHble CUCTEMDI
MOrYT UCNONb30BaTbLCA ANA NOAAEPXKKN Pa3NUYHbIX NPOLLECCOB yNpaBneHna AOKyMeHTaMmn. OpraHn3aumnam
HeobX0AMMO onpeaenaTb CTENEHb KNACCUPUKALMOHHOINO KOHTPONA, HEODX0ANMOro ANA Luenen ux AenoBou
NeAaTenbLHOCTN.

9.5.3 CnoBapu ucnonbilyemMbiX TEPMUHOB
KnaccupunkaunoHHbIE CUCTEMbI M YKa3aTENN MOTYT ObITb AONOMHEHbI CNOB3PSAMU NCMOMNb3YEMbIX TEPMMU-

HOB, PAd3bACHAKLLNMA cneuwcbmqecme ana opraHn3aumn TepmnHbl n X NCMoNnb3oBaHUE.

9.5.4 UHpekcunpoBaHue
NHAaeKCcnpoBaHNE MOXXHO NPOBOANTL «BPYHHYIO» UMM aBTOMATUYECKU U OXBATbIBATb 3NMEMEHTLI, B PA3HOW
cTreneHn o0 beANHEHHbIE B CUCTEME YrpaBneHna AOKYMEHTaMM.

9.5.5 HazHayeHMe NHOEKCOB U KOAOB

[1pn cCbinNKax Ha AOKYMEHTbI 0ObIHMHO UCNONBL3YIOT bonee KpaTkne PopPMbI, HEM 3aronoBKN (Kak NpaBuno,
NHOEKCHI, HOMEPA U KOAbl), KOTOPbIE NO3BONAKT NAEHTUONLMPOBATL AOKYMEHTbI.

MHaekcaumna Nno3BonNaeT ycTaHaBNMBaTb MECTOMNONOXEHNE AOKYMEHTA, NOCKONbLKY €ro MHAEKC, HOMeEpP

NN KOA YKa3bIBAIOT «aapec» onpeaeneHHoro A0KYMEHTAa, MO KOTOPOMY IOKYMEHT MOXET ObiTb HANAEH B CUCTE-
Me ynpaBneHnsa JOKYMEHTaMM.

9.6 XpaHeHMe N obpalleHne C AOKYMEHTaAMM

[oKyMeHTbI cneayeT XpaHUTb Ha HOCUTENAX, KOTOpble 06ecnednBaoT X NPUroaAHOCTbL ANA NCNONb30Ba-
HUK, OCTOBEPHOCTb, aYyTEHTUYHOCTb U COXPAaHHOCTb B TEYEHUE YCTAHOBNEHHOIO NEPNOaa BpeEMEHM (CM. 8.2).
Mepbl, 0becnedmnBatlone XpaHeHne, obpalleHne n ncnonb3oBaHNE AOKYMEHTOB, cneayeT NPUHUMAaTDL Ha NPOo-
TS)KEHUN BCETO Nepnoaa Ux }XKM3HEHHOro LIMKNa.

[lokyMeHTbI TPpebYIOT TaKMX YCNOBUIM U TEXHONOTUIM XPaHEHNSA, KOTOPbIE YYNTBLIBAIOT X 0CODble hnanyec-
KNe N Xxmummnyeckme cBOMCTBA. LleHHble AOKYMEHTLI TPedYIOT Bonee Ka4eCTBEHHOro XpaHeHUs n 06cnyXmBaHus
C TeM, YTOO bl COXPaAHATb NX A0 TEX NOP, MOKA OHWN HE YTPATAT CBOIO LIEHHOCTbL. Y CNOBUSA U TEXHONOMMN XPaHEHNA
NOKYMEHTOB AOMXHbI 6bITb CIPOEKTUPOBAHLI TAKMM 06pa3oM, YTOObI 3aLLUNLLATL AOKYMEHTbLI OT HECaHKLMOHMN-
POBAHHOIO AOCTYNA, YTPaTbl UM NOBPEXKAEHNSA, 8 TAKXKE OT KPaXkn N Ype3Bbl4aNHbIX CUTYaLUN.

OpraHm3auun JOomKHblI pa3pabaTtbiBaTb U MPUMEHATb MHCTPYKLMM NO KOHBEPTUPOBAHUIO N MUTPALIUN

NOKYMEHTOB M3 OAHOMN CUCTEMBbI YNPaBNeHNA AOKYMEHTaMU B APYTYIO.

ONEKTPOHHbIE CUCTEMBI YrpaBNeHNs AOKYMEHTAMM OOMKHbI ObITb CNPOEKTUPOBAHbI TaK, YTODbI AOKY-
MEHTbI OCTaBaNNUChb AOCTYNHbLIMW, aYyTEHTUYHbLIMU, AOCTOBEPHbLIMMU U NPUrOAHLIMU ANA NCMONBb30BaHNA HE33BU-
CUMO OT NOOLIX N3MEHEHMN B CUCTEME Ha MNPOTAXEHMU BCEFO NeEpMoaa X XpaHeHUs U NCNOMNb30BaHUA.
N3meHeHna B aNEeKTPOHHOW CUCTEME ynpaBneHna AOKYMEHTaMU MOryT BKNO4YaTb MUIPaLmnio, KOHBEPTUPOBA-
HUe, BOCNPOU3BEAEHME B APYrnx popmaTtax nnm nobble apyrme dyaylime cnocobbl BOCNPOMN3BEAEHNA AOKY-
MEHTOB. ECnNn Takne npouecchbl NPONCXoaaT, cneayeTt CoXpaHATb CBUAETENLCTBO NPon3BeaeHHbIX USMEHEHUN,
a TaKxe noapodbHoe onncaHme NodLIX N3MeHEHNN POPM N POPMATOB AOKYMEHTOB.
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9.7 OocTtyn

OpraHmnsaunm QONXHb! paspabdbaTbiBaTh UNPUMEHATb MUHCTPYKLNW, pernaMeHTUpYIoLWmne BONPOChI AOCTY-
Na K AOKYMEHTaM.

HopmaTtmBHas cpena, B KOTOPOU PYHKLMOHNPYET OpraHn3aums, yctaHaBNMBaeT OCHOBHbIE HOPMbI 0DeC-
nevyeHna npase, YCNOBUN N OrpaHNYeHUN AOCTYNa, KOTOPble AOMKHbLI YYUTLIBATLCA NPU paboTe ¢ CUCTEMON
ynpaBneHna AoOKyMeHTaMu. Takme chepbl AeATENbHOCTU, KaK KOH(PMAEHLUMANbHOCTb, 0€30NaCHOCTL, CBO6OAA
NHOPMALNN N aPXUBbI, PErYNUPYIOTCA cneuuanbHbiM 3aKOHOAAaTENbCTBOM. [JOKYMEHTbl MOTYT CoaepXaTb
NepPCOHAaNbHY0, KOMMEPYECKYI0 NNn cNyXXebHyo nHpopmauuio. B Takmx cnydaax gocTyn K AOKYMeHTaM nnu
MHGOPMaLUKN O HUX cneayeT OrPaHNYnBaTD.

OrpaHnvyeHna gocTyna MOryT pacnpoCcTPaHATLCA KaK Ha COTPYAHMKOB OpraHm3aumnmn, Tak n Ha NOCTOPOH-
HUX Nonb3oBaTtenen. JoCTyn K AOKYMeHTaM cneayeT orpaHndmMBaTh, €CNN 3TOro TpedyeT aenoBasa AeaTenb-

HOCTb UNN HopMaTtmBHaa cpena. OrpaHMyYeHns OOCTyna AOMKHbI AENCTBOBaTb B TedeHne 0OOCHOBAHHO
YCTaHOBNEHHOIO Nepmnoaa BPeEMeHN, N0 NCTEYEHUN KOTOPOTro NOANEXAT OTMEHE.

ObecnevyeHune COOTBETCTBYIOLLETNO KOHTPONA A0CTVIAa OCyLlUeCcTBNAEeTCA NyrTemM npncBOEHNA ONnpeiereH-
HOIo CTAaTyCad A0CTYINa KaK JOKYMEHTAM, TAKWN OTAENbHbLIM NNLUaM.

YnpaeneHne npoueccoM A4oCTyna npeaycMaTpmBaeT, YTO:

a) AOKYMEHTbI pacnpeneneHbl NO KAaTeropnam B COOTBETCTBUU C UX CTATYCOM OOCTYNa B onpeaeneHHoe
BpeMs;

b) AOKYMEHTblI AOCTYMNHbI TONBLKO NUUaMm, 0bnaaanLwmm NpaBoM AOCTYNA K HUM;

C) 3aceKkpe4deHHble AOKYMEHTbl NMMOO AOKYMEHTbl C OrpaHUdYeHHbIM AOCTYNOM MOryT ObiTb NPOYTEHb!

TONbLKO NPU HAaNNYMN COOTBETCTBYIOLLETD pa3peLleHns;

d) npouecchl honepaunm ¢ HOKYMEHTAMM OCYLLECTBNAOT TONbKO TE, KOMY Pa3peLLeHO UX BbIMONHATD;
e) noapasneneHus opraHn3aunm, OTBETCTBEHHbIE 3a onpeaeneHHble MYHKLMN AeN0OBON AEATENBHOCTMN,
yCTaHaBNMBAIOT CTENEHb AOCTYNHOCTY ANA AOKYMEHTOB, OTHOCALUMXCS K 06NacTN UX OTBETCTBEHHOCTMW.

MOHUTOPUHI N 0TOBpaxkeHne npae n 06a3aHHOCTEN NONb30BATENA NPU AOCTYNE K AOKYMEHTAM ABNAETCA
HeNpPepPbIBHbIM NPOLIECCOM, MPOUCXOAALLNUM BO BCEX CMCTEMAX YNPaBNeHNa AOKYMEHTAaMN HE33BMCUMO OT UX
hopmaToB. DNEKTPOHHbIE CUCTEMBI YNIPABNEHNA AOKYMEHTAMU, B YaCTHOCTU, TEPPUTOPUNANBHO pacnpeneneH-
Hble, MOTYT MONy4YaTb NPOTOKObI NAEHTUMUKALNK NONb30BaTENEN N3 APYIMX MPUNOXEHUIA N CUCTEM.

9.8 KoHTponb AoKyMeHTOOOOpOTA

9.8.1 OOLWMe nonoXxeHunnA

KOHTpONb ABUXEHNA N NCNONb30OBAaHNA AOKYMEHTOB B CUCTEME YNPaBneHnsa AOKYMeHTaMn Tpebyertca
nns:

a) UAeHTUMUKALMN HEBBLINONHEHNA TPEOYEMbIX AENCTBUIA;

b) obecnevyeHna NONCKa AOKYMEHTA;

C) NpenoTBpalleHna yTPaTbl AOKYMEHTOB;

d) MOHWUTOPWHra NCNONbL30BaHUA CUCTEMbI YNIPABNEHNA JOKYMEHTAMM B LIENAX COXPaAHEHNA N 3aLUNTD
NHOPMALNKN, 3 TAKKE COXPAHEHUA KOHTPOMNbHbLIX 3aNNCen O NPON3BEAEHHbIX C IOKYMEHTaMN onepaumax (B
TOM 4YMCNE O BKMIOYEHUN B CUCTEMY, PEMMCTPALIUN, KNaccnpnkaunm, MHAEKCUPOBAHNN, XPaHEHUN, AOCTYNE U
NCMONb30BaHUN, MUTPaLIUN N Nepenave);

€) COXpPaHEeHUAa CNOCOBHOCTU MAEHTUMPUNLNPOBATL, B pe3ynbTaTte Kakux onepaumm (06beagnHeHnn nnu
MUrPaLUN CUCTEM) BO3HUKNN OTAENbHbLIE AOKYMEHTbI.

9.8.2 KoHTponb gencreun

KOHTpONb AENCTBNI B CUCTEME YNPaBNEHNA AOKYMEHTAMWN AOMYCKAETCA NPUMEHATL ANS NPOLECCOB, B
KOTOPbIX AENCTBUA OrPaHNYEH bl BPEMEHHbBIMU PaMKaMK, YCTaHABNUBAEMbIMM OPraHn3aLmen NN Ansa opraHun-
3aunn. KOHTpONbL AeUCTBUMN:

a) onpepnensieT aTanbl BbINONHEHUA peLleHnn UNK onepaunmn, 3aPUKCNPOBaHHbLIX B AOKYMEHTE;

b) pacnpenenseT Mexay MCNONHNTENAMW OTBETCTBEHHOCTb 3a AEUCTBUA;

C) (hUKCUpyeT AaThl NpeanonaraemMoro n peanbHOro BbiNONHEHNA AENCTBUN.

KOHTPONbL AEUCTBUU MOXHO 30 PEKTUBHO MPUMEHATL, TONbKO €CNN A0OKYMEHT 33perncTpupoBaH B CUCTE-
Me ynpaBneHna AOKYMEHTaMU npexae, YeM HanpaBneH UCNONHNTENAM.

9.8.3 KoHTpONb MecTOHaxXoXaeHUA

[BnxXeHne AOKYMEHTOB A0MKHO ObITb AOKYMEHTaNbHO 3aOUKCUPOBAHO ANa obecne4vyeHns AOCTyNa KHUM
BCeraa, koraa ato Tpedyerca. MexaHn3ambl KOHTPONA MOTYT NpeaycMaTpuBaTb PUKCaUUIO MOEHTUUKATOPA
OOKYMEHTa, ero 3aronoBka, cBeeHun O COTPyAHUKE vnu nogpasgeneHnn, obnagawwemM AOKYMEHTOM, Y
BpeMeHU (aaTbl) NepeMelleHmna AOKYMEHTA.
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Cucrtema ynpaBneHnsa AOKYMEHTaMMN A0NXXHA KOHTPONMUPOBATL BblAayy, nepenady Mexay CoTpyaAHnKamm
N BO3BPAaT AOKYMEHTOB Ha MECTO UX PacnonoXeHna Unu XpaHeHns, a Takke nx U3batme n3 CUCTeMbl ynpasne-
HUA AOKYMEHTaMM ANs YHUYTOXEHNA NMOO ANa nepenayn Apyron ynonHOMOYEHHON CTOPOHHEN OPraHn3aLmm,
B TOM YMCNe apXmMBHbIM OpraHam, Ana AanbHenLwero XxpaHeHus.

9.9 OTOOp MNepeaaya AOKYMEHTOB Ha nocneaywollee XpaHeHUue UM YHUUYTOXEeHue

[1paBuna, onpegensaowme B COOTBETCTBUMN C AENCTBYIOLLUMM 33KOHOOATENBLCTBOM MOPAAOK OTOOPA M
nepenavyn AOKYMEHTOB Ha nocneayollee XpaHeHne Unu yHUYToXeHne, cneayet NpuMeHATb CUCTEMHO U B
YCTaHOBNEHHOM NOpPsaKe B Xoae 0ObIYMHON AeN0OBON AeATENbHOCTN. HMKaknx aencTtesnm No oToopy n nepenave
NOKYMEHTOB Ha NocneaylLlee XpaHeHne Nnnu YHNUTOXKEHUE HE A0OMXKHO NpeanpuHnMaThbca 6e3 yBepeHHOCTU B
TOM, YTO onpeaeneHHbIN AOKYMEHT Donblie He TpebyeTcs, paboTa ¢ HUM 33aBepPLUEHA N OH HE NOTPpebyeTcA B
Ka4yecTBe AOKa3aTENbLCTBA.

Ldenctena no oToopy U Nepenade AOKYMEHTOB Ha nocneayolee XpaHeHne Unm YHNYTOXEHNEe MOryT
npeaycMaTpuBaThb:

a) HenocpeacTBeHHOE PN3NYECKOE YHUUTOXEHNE, BKNIOYAasA Nepes3annucb n cTUpaHmne ¢annos;

b) AanbHenllee XpaHeHne B CTPYKTYPHOM noapasaeneHnm OpraHmn3aLmm;

C) nepemelleHne B COOTBETCTBYIOLLEE XPaHUNNLLE NNU HA COOTBETCTBYIOLLUMN HOCUTENDb (NOA KOHTPO-
nem opraHnsaLnn);

d) nepenayy B Apyryo opraHM3auunio, Kotopas npmHANa Ha cebsa OTBETCTBEHHOCTb 338 COOTBETCTBYIO-

LLLYIO AENOBYI0 AEATENBHOCTL B PE3yNbTaTe PECTPYKTYPU3aLMN, NPOAAXKN UNN NPUBATU3ALNN;

e) nepenayvyy OOKYMEHTOB B XpaHuMNuLle, ynpaBnaeMoe B MHTEPecax opraHu3auum He3aBUCUMbIM
NOCTaBLLMKOM YCNYr NO COOTBETCTBYIOLLEMY KOHTPAKTHOMY COrNaLLEHMIO;
f) nepepayvy OTBETCTBEHHOCTM 3a yNpaBneHne NOKYMEHTAaMMN COOTBETCTBYIOLLMM OpraHaMm, B TO BpeMs

KakK AOKYMEHTbI (OU3N4ECKU XPaHUT OpraHn3auma-cosaarens;

g) nepenadvy B apxmB opraHn3aunm;

h) nepepavy B apXnBHbIE yUpeXAEHUA.

[1pn PU3NYECKOM YHNYTOXEHUN OOKYMEHTOB CneayeT PpyKOBOACTBOBATLCA cneayownMmn NPUHLUNAMM:

- VHUYTOXXEHUE AOMKHO OblTb CaHKUMOHUPOBAHHLIM N NPOBOANTLCA B COOTBETCTBMU C TPEDOBAHUAMN
HOPMaTUBHOW Cpenbl;

- OOKYMEHTbI, CBA3aHHble C NpPeaCcTOoALLMMN NNKU NPOBOAUMBIMU cyAeOHbIMU pa3bnpaTensLCTBaMm n pac-
CNenoBaHUAMN, YHNUTOXAaTb HE CNeaverT;

- VHUYTOXEHNE AOKYMEHTOB cneayeT NpoBOoAuUTb TakuM O0bpa3oM, 4ToDObl 0becnevnBaTb KOHPMAOEH-
LIMANbHOCTbL NOON coaepKaLlenca B HUX MHPOPMaLLNK;

- cnegyeTt YHUYTOXaTb BCe KON AOKYMEHTOB, pa3pelleHHbIX K YHUYTOXEHUIO, BKNDYaa NepCcoHanbHblE,
CTpaxoBble U pe3epBHbIE KOMUN.

9.10 [JokymeHTUpOBaHME NpoUeCcCcOB ynpaBneHUA 4OKYMeHTaMMn

[okyMeHTauua, onucbiBaloLwwana NpoLecchl ynpaBneHna AOKYMEeHTaMn U CUCTEMbI yripaBneHna AOKYMeEH-
TaMn, AOMKHA OTBEYaTb COOTBETCTBYIOLWMM MNPaBOBbIM, OPraHN3aLMOHHbIM U TEXHNYECKUM TPpeboBaHNAM.
LOMKHbI ObITb YETKO YCTAHOBMEHbI MONHOMOYNSA NO BbINOMHEHUIO TaKnX NPOLECCOB YNpaBNeHNa AOKYMEHTa-
MW, KaK Knaccudomkauma, MHOeKCMpoBaHue, akcnepTn3a LeHHOCTN, OTOOP U Nepenavya AOKYMEHTOB Ha nocne-
ayoulee xpaHeHue nnm yHUYTOXEHMe.

COOTBETCTBYIOLLEE 3AKOHOAATENLCTBO, CTAHAAPTHI N NONUTUKE OPraHn3aumn A0MKHbI ObITb AOKYMEH-
TanbHO 3aOUKCUPOBaAHbI, YTOOLI ONpeaenaTh TPebOoBaHNA KNpaKTnKe, 06cneaoBaHUIo, NPOBEPKE N TECTUPOBA-
HUIO NPOLLEeCCOB ynpaBneHmna AokyMmeHTamn. Ocoboe BHUMMaHne cneayeT yaenaTe ApyrmMm MHPOOPMaLUUOHHbIM
cucTeMamunpaesmnam (cTtparermam, NONNTNKaM), NPUMEHAEMbIM BHYTPU OpraHn3aumnmn, HTo0bl COXPaHATE KOp-
NOPaTUBHYIO LLENOCTHOCTL cpeabl yrnpaesneHna nHpopmaumen.

Bce pelieHna o BKNOYEHUN AOKYMEHTOB B CUCTEMY ynpaBneHna AOKYMEeHTaMn U yCTaHOBNEHUU CPOKOB
NX XpaHeHna cneayeTt YeTKO AOKYMEHTUPOBATb U XPaHUTb. ITU pellueHna MOryT ObiTb O(POPMNEHLI B BNAE
MHCTPYKLUKM NO OTOOPY U Nepenadye AOKYMEHTOB Ha nocneaywllee XpaHeHune nnu yHndToxeHne. Oguymans-
Haa AOKYMeHTauua, onpeaenanLwan nopaaok aHanm3a v oLeHKU A0OKYMEHTOB, Ha OCHOBE KOTOPOW NPUHNMAIOT
peLleHnsa O BKNIOYEHUN AOKYMEHTOB B CUCTEMY YNPaBNEHNA OOKYMEHTaMN U NX XpaHEHUN TaM, AOMKHA ObITb
noaAroToBNeHa U nNpeacraBneHa Ha yTBepXAeHue BbiCLleMy PYKOBOACTBY. Takasa OOKYMeHTauua OOMKHa
coaepxaTb NOAPOOHOE ONNCaHNE AENOBOW AEATENBHOCTU U AOKYMEHTOB, OTPAaXAaIoLWKNX KaXXabin BUA AENOBOW
0eATenbLHOCTN, C YHeTKMM U OOHO3HAYHbIM YKa3aHUEM CPOKOB UX XpaHeHNA U AeNCTBUN MO OTOOPpY U Nnepeaade
OOKYMEHTOB Ha nocneayioliee XxpaHeHmne nnnm yHn4YToxkeHne. Codbbitna, MHULUMUPYIOLWLKE NN paspeluatoLlme
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0encTena no oTbopy n nepenave AOKYMEHTOB Ha Nocneaytollee XpaHeHNe NN YHUYTOXEHNE, AOMKHbI ObITb
4YeTKO onpeneneHbl. Takke AOMKHbI ObITb pa3paboTaHbl N UCNOMNb30BaHbLI MHCTPYKLMW MO Nepenaye AOKYMEH-
TOB Ha anbTepPHATUBHOE XpaHeHne (HanpumMmep, BHECETEBOE XpaHeHne ). Takaa AOKYMeHTaumna A0MKHA OblTb
npeacraBneHa Ha cornacoBaHne CTOPOHHUM YNONHOMOYEHHbIM OpraHam, TaKMM KaK apXuUBHbIE OPraHbl, ayan-
TOpbl N T.N. CNneayeT XpaHNTb AOKYMEHTDI, OTpaxatoLmne BbiNONHEeHNe AeUCTBUN NO OTOOPY N Nepenaye AOKy-
MEHTOB Ha nocneaytollee XxpaHeHne nnn yYHUYTOXKeEHNe.

10 MOHUTOPUHr U ayauT

[na obecneveHna COOTBETCTBUA MpoLeayp v NPOLECCOB, NPOMUCXOAALLNX B CUCTEME YNpaBNeHNa OOKY-
MEeHTaMW, TPebOoBaHUAM OpPraHu3aLnn n ansa NoNyyYeHnsa OXxuaaemMbl X pe3ynbTaToB cneayeT perynapHo NpoBo-
ONTb UX MOHWUTOPUHr. TakOn MOHUTOPUHI AOMKEH NPOBEPATEL Ka4yeCTBO PaboTbl CUCTEMLI YNpaBneHUN
OOKYMEHTaMW B OpraHm3auvmn, NCrofnHeHne Nonb3oBaTtenamMn CBoux 0b6A3aTenbCTB B OTHOLLIEHUN CUCTEMD
ynpaBneHna AOKYMEeHTaMM1, a TakXe yaoBneTBOPEeHHOCTb NoNb3oBaTenen AaHHOU CUCTEMOMN.

HopmaTtmBHasa cpena MoxeT TpeboBaTb NPoBeAEHNA MOHUTOPUHIA U ayanuTa CTOPOHHUMN OpPraHn3a-
LINAMMN.

B cny4yae obHapyXeHna HenpUroaHoCTU NN He3(PPEKTUBHOCTN UCNONL3YEMOWN CUCTEMbBI YNpaBNeHUs
OOKYMEHTaMU U NPOLLECCOB yrpaBneHUa AOKYMEHTaMW OHU AOMXKHbI ObITb MOANOULIMPOBAHDI.

COoOTBETCTBUE CUCTEM YNpaBNeHN AOKYMEHTAMUW YCTAaHOBMNEHHbLIM TPeOOBaHNAM, a TAKXKE MOHUTOPUHT
cnenyeT AOKYMEHTanNnbHO (PUKCUPOBATL, 8 OTYETHbIE AOKYMEHTbLI XPaHUTb.

11 Oby4yeHue

OpraHunsaums, cTpemawanca cobnoaaTb TpeOOBaHMA HACTOALLErO CTAHAAPTA, AOMKHA NPUHMMATL A0N-
FOCPOYHYIO MporpamMmy odyyeHns B 06nacTtu ynpaBneHus AoKyMeHTamu. NporpaMmbl 0O6y4eHns ynpaBneHnio
NOKYMEHTAaMWN AOMXHbl OXBATbIBaTb PONN N OTBETCTBEHHOCTb BCEX COTPYAHMKOB M ObiTb aApeCcoBaHbl BCEM
PYKOBOOSALLNM, LUTATHbIM, BPEMEHHbIM pPaboTHUKAM, nNuuaMm, padboTalLlmMM Ha OOLLECTBEHHbLIX Ha4yanax, w
nobdbIM APYrMM NULAM, OTBETCTBEHHbLIM 33 CO3AaHNE AOKYMEHTOB BO BPEMSA UX PabOTbl M 33 BKIIOUEHNE 3TUX
NOKYMEHTOB B CUCTEMY YNpPaBNeHNA AOKYMEHTaMK. Y4ebHble nporpamMmbl MOryT ObITb NOArOTOBNEHBLI U peanu-
30BaHbl BO B3aUMOAENCTBUN CO CTOPOHHMMM OPraHn3aLmnamu.
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[lpeaMeTHbLIN yKa3aTenb

apxXuBHOE yupexaeHue 3.1
aPXUBHbIN OPraH, CM. apXnBHOE yupexaeHune 3.1
ayauT ynpasneHUAa AOKYMeHTaMn paspen 10
AYTeHTUYHOCTb AOKYMEHTOB [.2.2
BKNOYeHNEe AOKYMEHTOB B CUCTEMY YNpaBleHUA AOKYMeHTaMu 9.1,9.3
BHeApeHUe CUCTEeMbI YNIpaBNeHUA OOKYMeHTaMu 8.4, nepevncneHue g)
0enoBon NeATeNbHOCTU aHaNU3 8.4, nepeuncneHune b)
0eNoBOMU AeATeNbHOCTU KNnaccudmkKkaumoHHana cuctema 9.5.1
AOKYMEHT 3.3,3.9,7.2,9.1
OOKYMEeHTUpOBaHUe onepaunun ¢ AOKyMeHTaMKn 8.3.2
AOKYMEHTUpPOBaHMUE NONTIUTUKU YNpPaBNeHUA AOKYMEHTaMM 3.2.6
AOKYMEHTUPOBaHME NPOLIeCCOB ynpaBNeHUA AOKYMEeHTaMMn 9.10
AOKYMeHTUpoBaHHaA uHpopmMmaumnn 9.1
AOCTOBEPHOCTb AOKYMEHTA 7.2.3
aocTyn 3.4,8.3.6,9.7
M3MeHeHune OOKYMeHTa 7.2.4
MHOEeKCUpoOBaHUue 3.5,9.3,9.5.3,9.54
MCnonb3oBaHWe AOKYMEHTOB 7.2.5
MCnonb3oBaHWe CUCTEM ynpaBNeHNA OKYMeHTaMIn 3.3.6
KnaccuPprmkKaumoHHbIe CUCTEMBbI 9.5.2
Knaccudgpumkaumnn 3.6,9.5,9.3
KoAbl, CM. HOMepa U koAbl 9.5.5
KOMMNEKCHOCTb CUCTEeMbI YNpaBneHnA JOKYMeHTaMu 3.2.5
KOHBEepPTUpOBaHUe 3.7,8.3.5
KOHTPONb 3.8, 9.8
KOHTPONb AeNCTBUN 3.9,9.8.2
KOHTPONb MeCTONONOXEHUA AOKYMEHTOB 9.8.3
MeTaAaHHble O AOKYMEeHTe 3.10,8.3.2,9.1, 9.3
MeToAoNornA BHeApeHUA 8.4
MEeTOA0NOrMA NPOEeKTUPOBaHNA 8.4
MUrpaumna AOKYMEHTOB 3.11,8.3.5,9.6
MOHUTOPUHSI pasnen 10
HaAeXHOCTb CUCTEMbI YNpaBnNeHUa A0KYMeHTaMu 3.2.2
HOMepa U Koabl 9.5.5
HOpMaTUBHaA cpeaa pasnens
HOCUTEenNb, CM. XpaHeHne AOKYMEHTOB 8.3.3,8.3.7,9.2,9.6,9.9
obecnevyeHne COXPaHHOCTU AOKYMEHTORB 3.12,9.6
obcneaoBaHMe nocne BHeApPEeHUA 8.4, nepeuncnexue h)
obcnepoBaHue npeaBapUTenbHoOe 8.4, nepevncneHume a)
obGyuyeHune pasgen 11
oTOOP U Nepenava 3.1,3.13,3.15,8.3.7,9.9
OTBEeTCTBEHHOCTb 3.16,6.3
OTYETHOCTb 3.16,6.3
OLeHKa CYLLeCTBYOLWNXCUCTEM 8.4, nepevncnenHme d)
NOUCK, CM. AOCTYN, UHAEKCUNPOBaHNE 3.4,8.3.6,9.3
NONUTUKA yNpaBfeHUA AOKYMeHTaMMn 6.2,8.2.6
npekKpaiweHne npMMeHeHUA CUCTEMbI ynpaBneHnA AOKYMeHTaMMu 3.5
nporpamma ynpasfieHusa AOKYMeHTaMu 7.1
npoeKTUpoBaHne CUCTEMbI YNPaBNeHUA LOKYMeHTaMM 8.4, nepevyncneHue f)
NPOTOKONbI KOHTPONA CUCTEMHbIX NPOLIECCOB 8.3.2
npouecchl ynpaBneHna A40KyMeHTaMMn pas3nen9
pacnpeneneHHoe ynpasneHue 3.3.4
perncrpauna AOKYMEHTOB 3.17,9.3,9.4
CUCTeMa ynpaBneHna A0KYMeHTaMMu 3.2,8.2
CUCTEMHOCTDb 8.2.6
cnoBapu 9.5.3
COOTBETCTBME TPeboBaHNAM 8.2.4, paspen 10
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CPOKMN XpaHeHus 9.2
CTpaTerusa ynpasneHuna AOKYMeHTaMmn 8.1
TepMUHBLI U onpeaeneHus paspen 3
TpeboBaHMA K AOKYMEHTaM 8.4, nepeuncneHus c), e)
YHUUTOXEeHUe AOKYMEHTOB 3.18, 9.9
ynpaBneHue JOKYMeHTaMM 3.19, paspen 4
XpaHeHue AOKYMEHTOB 8.3.3,8.3.7,9.2,9.6,9.9
LeNOCTHOCTb AOKYMEHTAa 7.2.4
LEeNOCTHOCTb CUCTEMbI YNpaBneHUA AOKYMeHTaMKn 8.2.3
ypesBbl4auHble CUTYyaLIUN 8.3.3
3NeKTPOHHbIEe AOKYMEHTbDI 7.2.1,9.6, 9.7
3NIeKTPOHHaA CUCTeMa ynpaBneHua A0KYMeHTaMIn 9.3,9.6
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[TpunoxeHue A
(cnpaBo4HOe)

CBeaeHNA 0 COOTBETCTBMM HaUMOHaNbHbIX cTaHaapToB Poccunckon ®epepaumnmn

CCbINMOYHbIM MeXAYyHapoAHbIM CTaHA4apTaMm

Ob03HavYeHne CChINMOYHOro
MEXAYHapOAHOro cTaHaapTa

O603HavYeHne N HAaMMEHOBaHUE COOTBETCTBYIOLLErO HAaLUOHANBHOrO ctaHaapTa
Poccuinckon ®@egepannn

NCO 5127-11—87

[OCT 7.69—95 Cuctema ctaHpaptoB no nHdopmauumn, dubnmnotevyHomMmy U nU3na-
TenbCKoMy Aeny. AyanosusyanbHble AOKYMEHTbI. OCHOBHbIE TEPMUHBLI N ONpeaeneHns

NCO 5963—85

[OCT 7.66—92 Cuctema ctaHaaptoB no uHdbopmaumm, BdNMoTe4YHOMY N U3na-
Tenbckomy aeny. IHaekcnpoBaHne AokymeHToB. Obwwmne TpeboBaHUsA K KOOPANHATHOMY
NHAEKCUPOBAHUID

MCO 9001—2000

[OCT P NCO 9001—2001 Cuctembl MeHeaKMeEHTa kadecTBa. TpeboBaHus

MCO 14001—96

[OCT P NCO 14001—98 Cucrtembl ynpaBneHUs okpy:xatwulen cpeaon. TpedboBaHus
N PYKOBOACTBO MO NPUMEHEHWUIO

18




F'OCT P UCO 15489-1—2007

YAK 005.92: 006.354 OKC 01.140.20 162

KnioyeBble cnoBa: AOKYMEHT, AOKYMEHTHaA MHpOpMaLMA, ynpaBneHne AOKYMEHTaMU, CUCTEMA YNpaBneHns
NOKYMEHTaMn, NPOEKTUPOBaAHNE U BHEAPEHNE CUCTEMbI YNpaBneHUs AOKYMeHTaMn, NPOLLecChl YyNpaBneHns
NOKYMEHTAMM, PErncTpaums AOKYMEHTOB, METaAaHHble O JOKYMEHTE, 3KCNepTn3a LLEeHHOCTN NOKYMEHTOB,
obecnevyeHne COXpPaHHOCTUN AOKYMEHTOB, XPaHEHNE AOKYMEHTOB, YHNUTOXEHME AOKYMEHTOB, AOCTYN K AOKY-
MEHTAaM, 3aLUMTa AOKYMEHTOB, UCNONb30BaHUE AOKYMEHTOB, AOKYMEHTUPOBAHNE

19



Penaktop P.I. losepdosckasn
TexHuviecknin pepaktop H.C. lpuwiaHosa
Koppektop M.B. byyHas
KomMmnbloTepHasa Bepctka M.A. HanelukuHou

CpaHo B Hatop 22.03.2007. TMoanucaHo B nedatb 25.04.2007. ®opmat 60 x 84%. bymara odpcetHad.  ['apHUTypa Apuan.
[levatb ochceTHad. Ycn.ned.n.2,79. Yu.-m3a.n. 2,30. Twupax 1014 3k3. 3ak. 357. C 3970.

Oryrn « CTAHOQAPTUAHOOPM», 123995 Mockea, 'paHaTHbIA nep., 4.
www.gostinfo.ru info@gostinfo.ru
HabpaHo Bo OI'YIlN « CTAHOAPTUHOOPM» Ha NM3BM.
OTtnevaTtaHo B counuane Oyl « CTAHQAPTUHOOPM» — Tun. «kMockoBckuia nedatHuk», 105062 Mockea, JlsnuH nep., 6.



