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npenucndsue

Llenn u npuHLuns! crasaaptvsaiuv B Poccuiickon ®@egepauum ycraHoBrnensl denepansHbiM 3aKOHOM OT
27 pexabps 2002 r. Ne 184-03 «O TexHW4YecKoM perynuposBaHnmn», a npasuna NpuMeHeHns HauuoHanbHbIX
cTaHaapToB Poccuitckon CDe,qepauMM —T'OCT P 1.0—2004 «Cranpaptvizaums B Poccwwcxow depepaumn.
OcHOBHbBI€E NMONOXeHNA»

CBepneHns o cTaHzapTe

1 MOArOTOBNEH lMocynapcTBeHHBIM yupexaeHvem BcepoccniickMM HayYHOo-UCcCrnenoBaTensCkuM
MHCTUTYTOM JOKYMEHTOBEAEHWNSA U apXxuBHoro fena « BHUMOAL» Ha ocHoBe coorsemmyrow,ero ayTeHTU4Ho-
ro nepeso/ia MexXayHapoaHOro CTaHAApTa, YKa3aHHOro B NYHKTE 4

2 BHECEH TexHu4ecknM KoMUTETOM NO cTaHaapTnaauum TK 191 «Haquo-TeXHquCKa;i uHopmauus,
6ubnnoTeyHoe n N3naTeNbLCKoE Oenoy»

3 YTBEPX[EH ¥ BBEAEH B OENCTBWE Mpukazom GenepansHOro areHTCTBa o TeXHUHeckoMy pery-
nMpoBaHuio u metponorin ot 12 mapta 2007 r. Ne 28-cT

4 Hacroawmin ctaHgapT naeHTUYeH MexayHapogHomy ctasaapty MCO 15489-1:2001 «Mndopmauus n
[oKyMeHTauus. YnpasneHue sanmcamu. Obuime nonoxenusa» (1ISO 15489-1:2001 «Information and documen-
tation — Records management — General»).

HanmeHoBaHue HacTORALLEro CTaHAAPTa N3MEHEHO OTHOCUTENLHO HAUMEHOBAHWSA ayTeHquHoro nepe-
Boaa ans npuseneHus B cootsetcTeue ¢ FTOCT P 1.5—2004 (nyHkT 3.5). ‘

Mpu ApUMEHEHUU HACTOALLEro CTaAHAAPTA PEKOMEHOYETCS UCMONL30OBATL BMECTO CChINOYHBIX MEXayHa-
pOAHbLIX CTaHAApPTOB COOTBETCTBYIOLME UM HAUMOHANbHbIE CTaHAapThl POccuicKkon Genepaumm, CBEAEHUS O
KOTOPbIX MpyBeaeHb! B 4ONOMHUTETEHOM NPUOKEHUM A ‘

5 BBEJEH BIEPBbIE

Unpopmayus 06 usmeHeHusx K Hacmosiuemy cmanOapmy ny6nukyemcsi 8 exe200H0 u3dasaeMoM
UHGhOPMAaUUOHHOM yKazamerie «HayuoHansHsie cmaHdapmbly, 8 MeKem U3MeHeHUU U rornpasoK — 8 exemMe-
CAYHO u3dasaembiX UHGHOPMAUUOHHbLIX ykadamensx «HayuoHansHbie cmandapmei». B cnyyae nepecmompa

(3ameHbi) unu ommeHs1 Hacmosweao cmardapma coomeemcmesyiouwee ygedomneHue 6ydem onybrukoeaHo

8 exeMecsyHO usdasaemom ykazamene «HauuoHansHele cmanOapme». Coomeememeyiowias UHpopMa-
yus, yeedomiieHue U MeKcmbi pasMeLlalonmcs makxe 8 UHopmMauyuoHHoU cucmeme obweao nosb308a-
Hus — Ha oguyuaneHoM catime @edepanbHO20 a2eHmcemea [10 MEXHUYECKOMY PezysiuposaHuio: u
Mempornozuu 8 cemu UimepHem

© CrangapTnHdopM, 2067

HacTosiuii cTaHaapT He MoXeT GbiTb NOMHOCTLIO MMM YACTUMHO BOCNPOU3BEAEH, TUPAXMPOBAH 1 pac-
NPOCTPaHeH B kayeCTBe oduLmansHoro naganus 6es paspeileHns PegepanbHOro areHTCTBa No TEXHUYECKo-
MY PErYNUPOBaHMIO U METPOSIOTHM
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HALUWOHANBHBIA CTAHAOAPT POCCUUCKOW OSOEREPALUMU

CucTema CTaHAapToB No MHpOPMauUK, 6MGNMOTeYHOMY M U3[aTENLCKOMY Aeny
YNPABNEHWE QOKYMEHTAMWA
O6bwue TpeboBaHuA

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

Darta BBegeHus — 2007—07—01

1 O6nacTb NPpUMEHeHUs

HacToswni ctaHpapT perynupyer npouecchl ynpaBneHus JoKyMeHTamm rocyjapCTBEeHHbIX, KOMMep-
YeCcKUX 1 06LEeCTBEHHLIX OpraHn3aLii, npegHasHavyaemMbiMn Ans BHYTPEHHETO UM BHELIHETO NOMb30BaHMS.

MonoxeHns HacToAWEero cTanfapTa ABNATCA PEKOMEHAaUNsAMN NO CO3TaHUI0 CUCTEM YnpaBneHna
DOKYMEHTamM, BKITIOHEH W0 B Hee IOKYMEHTOB, a Taike obecrneyeHnio COOTBETCTBUSA JOKYMEHTOB YCTAHOBIEH-
HblM B CTaHOapTe XapakTepucTmkam.

HacToswwmn ctangapt: 7

- pacnpocTpaHseTcs Ha ynpasneHve fokymeHTamu (Bcex ¢opmaTtos 1 Ha BCEX HOCUTENSAX), co3daBae-
MbIMWU UK MOfTy4aeMbIMK rOCydapCTBEHHOW, KOMMEPYECKON U OGLWECTBEHHON OpraHn3aunen B npouecce
66 AeATENbHOCTY UM NULOM, Ha KOTOPOro BO3noXeHa o6a3aHHOCTb co3AaBaTh W COXPaHsiTe JOKYMEHThI
(nanee — opranusauumn); ‘ o

- COAEPKUT NONOXeHs 06 OTBETCTBEHHOCTU, NONMTUKE, NpoLieAypax, CMCTEMAX U NPOLECCaX, CBA3aH-
HbIX C JOKYMEHTaMM OpraHu3aLImni,

- COOEPXUT PYKOoBOASLLME yKasaHua No ynpaesieHnio JOKYMEHTAMU B paMKax NpoLeccos ynpaseHus
Ka4eCTBOM W YNIPaBNEHNS OKPYKatoLLen CpeAon B COOTBETCTBUM C MeXAYHapoaHbIMK cTaHdapTamu MCO 9001
nCO 14001;

- COOEPKUT METOANYECKME PEKOMEHAALIUM MO NPOEKTUPOBAHUIO Y BHEAPEHUIO CUCTEM YIPAaBMEHWS HNOKY-
MEHTamMu.

HacTtoswmin cTanaapT He pacnpocTpaHAeTCs Ha ynpaBnexsne apXMBHbIMN LOKYMEHTaMU, XPaHAWNMNCS
B apXV1BHbIX Y4pexOeHuUsX.

HacToswimin ctanaapT npepgHasHaveH ans:

- pykoBoamTenen (MeHepKepoB) OpraHn3aLmi;

- cneuManuncToe B 061acTu ynpasnieHmns SOKYMeHTaMmn, MHopMaLUmen U TEXHONOTUAMM;

- COTPYAHMKOB (repcoHana) oprannsaumnm; .

- (hnanyeckmx nuu, oba3aHHbIX Co3haBaTh U COXPaHATL OOKYMEHTbI.

2 HopmaTuBHbI€ CCbINTKK .

B HacTosIWemM cTaHaapTe UCnosb30BaHbl HOPMATUBHBIE CObINKM Ha CneayloLme cCTasgapTsi:

MCO 5127-11:87 WHcopmaums un gokymeHTaums. Cnosapb

NCO 5963—85 [okyMeHTauus. MeToabl aHanusa JOKYMEHTOB, onpefeneHvs nx Tembl u noabopa
WHOEKCUPOBaHHbLIX TEPMUHOB ANA COCTABNEHUSA YKkasaTenel

NCO 9001—2000 CucTtembl MEHeOKMEHTa KavecTea. TpebosaHus

NCO 14001—86 CucTemMbl ynpasneHns okpyxatowen cpegon. TpeboBaHua 1 pyKOBOLICTBO NO NpUMe-
HEHUKD :

Ns3pnaHue opuumansHoe
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3 TepmunHbI 1 onpeaeneHns

B HacToALeM cTaHaapTe NPpMMeHeHb! Crieaylolive TepMHb! C COOTBETCTBYIOWLMMU ONpedeneHnamMn: -

3.1 apxuBHbIU OpraH; apxuBHoe yupexaeHnue (archival authority): YupexgeHue, otBeTcTBEHHOE 3@
0TGOp AOKYMEHTOB Ha XpaHEHWe, KOMIIIeKToBaHue U obecnedeHe coXpaHHOCTh apXuBHoro goHaa, npeao-
CTaBneHue AOCTYNa K apXMBHBLIM JOKYMEHTaM U COrnacoBaHne YHUHTOXEHWUS JOKYMEHTOB, HE noAnexaiimx
XpaHeHUIo.

3.2 cucTema ynpaBneHus QOKyMeHTaMmu (records system) WndbopmaumnonHana cuctema, obecreun-
Batowas cOop JOKYMEHTOB (BKIIOYEHWE [OKY MEHTOB B CUCTEMY ), YNIPaBieHne JOKYMEHTaMmM v AOCTYTI K HUM.

3.3 pokymeHT (record): 3advkcmpoBaHHas Ha MaTepuansHOM HocuTerne UaeHTUnLpyemas nHepop-
Malus, Co3aHHan, MoNyyeHHas y CoxpaHsieMas opraHusaunert unmn husamyecknM NLoM B Ka4ecTBe Jokasa-
TenbCTBA NPV NOATBEPXAEHUY NPaBOBbiX 06A3aTENbCTB UMY AEN0BOR 4eATENBHOCTH.

3.4 poctyn (access): lpaBo, BO3MOXHOCTb, CPeACcTBa A NONCKE, USBNEYEHUS UK UCTTONB3OBaHUSA
MHhopmaumu, -

3.5 unpexcuposaHue (indexing): Mpouecc NPOCTaBNeHUA YCNoBHLIX 0BO3HaYeRUN U COCTaBNEHUS
yKaaaTeneii, Cnyxallumx 4 yNpoLLEeHUs AOCTYa K AOKYMeHTaM U (M) MHdhopMaLmu.

3.6 knaccuduraunn (classification): Cuctematuyeckas naeHTudukauma u ynopsgodeHme oenoBomn
LESTEeNBHOCTY U (UN) AOKYMEHTOB MO KaTeropusiM B COOTBETCTBUM C HOFMYECKN CTPYKTYPUPOBAHHbLIMU YCIO-
BMAMU, METOAAMM U NPOLIEedYPHbLIMW NpaBUnamu, NpeacTasneHHbIMKU B KNAacCUPUKaLIMOKHOW CUcTEME.

3.7 koHBepTMpoOBaHKe (conversion): [MpoueccnepemeLleHns GOKYMEHTOB C OAHOIro HOCUTErNA Ha SpY-
ron nnm n3s ogHoro doopmara s gpyroit. Cp. murpaums (cm. 3.11).

3.8 koHTponb (tracking): CoapaHue, BKNIOUEHWE B CUCTEMY YNpaBNeHWsl [OKYMEHTaMn U COXpaHeHne
MHbopMaLuY 0 ABMKEHNN ¥ UCNIONb30BAHNM JOKYMEHTOB.

3.9 KoHTponb AencTeuK (action tracking): lMpouecc oTCNeXUBaHNS CHOKOB COBEPLLIEHUS AeNCTBUI, a
TaKKe NpoLece YCTaHOBNEHNS CBA3M STUX OTAEbHbIX JEACTBUA C A48M0BOW AeATENbHOCTbIO B LIEMOM.

3.10 meTapaHHbie (metadata): [aHHble, onMcbIBAOLIME KOHTEKCT, COAEPXKaHUE, CTPYKTYPY AOKYMEH-
TOB U ynpaefieHne UMun.

3.11 murpaums (migration): NepemelleHve LOKYMEHTOB U3 OOHOM CUCTEMBI B APYIYIO C COXpaHEHUEM
ayTEeHTUMHOCTH, LENOCTHOCTU, OCTOBEPHOCTM AOKYMEHTOB W MX MPUrO4HOCTY A5 CNOMb3oBaHuA. Cp. KOH-
BepTUpOBaHMe (CM. 3.7).

3.12 obecneyeHune coXpaHHOCTH (preservatron) [Mpouecch U onepalmmu nNo obecrneveHunIo TexHuyec-
KOWM W MHTEMMNEeKTyanbHOW ayTeHTUHHOCTU JOKYMEHTOB B TEHEHWNE BPEMEHU.

3.13 oTbop n nepepaya (disposition): Mpoueccsl peanu3ayum ynpaBrieHYeckMX pelleHnn, 3aduKeu-
POBaHHbIX B NEPEYHSIX AOKYMEHTOB UMK OPYrMX UHCTPYMEHTAaX yripasrneHusl JOKYMeHTaMK, U KaCatolmxcs
YHAUYTOXEHNS OKYMEHTOB MUY NEpPe[ayy UX Ha nocrneaynilee XpaHeHme,

 3.14 nepemeuieHue (transfer) (8 oTHOWeEHUM MeCTa XpaHeHus): MameHeHWe MeCTa XpaHeHusa OoKy-
MEHTa.

3.15 nepepnaua (transfer) (B oTHoWweHuUy cnocoba xpaHeHus). NameHeHue crnocoba xpaHeHns AOKyMEH-
TOB, NpaBa cOOCTBEHHOCTU M (MINU) OTBETCTBEHHOCTY 3@ SOKYMEHTDI.

3.16 oTyeTHOCTL (accountability): MpWHLMN, B COOTBETCTBUM CKOTOPLIM YaCTHBIE NN, OpraHnaaLmmm
06wecTBO OTBETCTBEHHb! 38 CBOW AEACTBUS.

3.17 perucTpaums (reglstratlon) IpuceoeHue LOKYMEHTY YHUKaNbHOIo naeHTUhnkaTopa npm ero Beo-
A€ B cUcTeMmy.

3.18 yHuuroxeHue (destruction): ﬂMKBM,qauMﬂ D,OKyMeHTOB 6es KaKow-nm6o BO3MOXHOCTU BOCCTAHOB-
nexus,

3.19 ynpaBnexue gokyMeHTaMu (records management): COBOKYNHOCTE NNaHOMEpHbIX U 3 heKTUB-
HbIX [EelCTBUIA MO COZAEHNI0, NCMONB30BAHUIO, XPaHEHWMIO Y YHUUTONKEHMIO OOKYMEHTOB B OpraHmM3aumnsix ¢
Lenbio AoKalaTensLCTBa NpoBeAeHNs AenoBbiX (YNpaBneH4YeckuX) onepauuii.

4 lpeumyuwecTBa ynpaBneHns JOKYMEHTaMK

YnpasneHue 4OKyMeHTamy PacnpoCTPEHAETCS Ha NPaKTUHECKYI0 AESTENBHOCTb UL, OCYLLECTBIIAOLUMX
yrnpasreH1e AOKYMEHTaMK, a Taloke Ny, CO3AAI0LLMX UMU NCMNONBIYIOWMX JOKYMEHTH B XO4Ee CBOEW AENOBOM
AeaTenbHOCTH. YNpasneHue JOKyMeHTaMm1 B Opraln3aLm BKAOYaeT B cebs:

a) NpUHATWE NOMUTKKMU M CTaHAAPTOB B cdhepe yrpasneHns JoOKyMeHTaMu;

b) pacnpefenerue oTBETCTBEHHOCTU M NONHOMO4MIA MO YIIPABNEHMIO [OKYMEHTaMM;
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¢) yCTaHOBNEHWe, BHeOpeHMe U pacnpocTpaHeHne PyKOBOASALLMX YKa3aHUi 1 pernamMeHTos paboTel C
DOKYMEHTamy;

d) npepocTaBneHuve pana ycnyr, OTHOCALULMXCH K ynpasneHuio JOKYMEHTaMy 1 UCNONb30BaHWIO JOKy-
MEeHTOB;

€) NpoeKTMpPOBaHUE, BHeZpeHue 1 aLl,MMHMCTpMpOBaHMe crelnanusnpoBaHHbiX CUCTEM AN yripasne-
- HNSE AOKYMEHTaMWu;

f) wHTerpvpoBaHue nNpoLeccoB yrnpaBneHns QOKYMEHTaMN B CUCTEMBI M NPOLECCHl AENOBoH AeATe b-
HOCTH.

[ OKyMeHTbI cofepxaT nHhopmaLmio, SBNSIOLLYIOCS LIEHHBIM PECYPCOM U BaXHbLIM 3fIEMEHTOM L,eN0-
BOWV fleATenbHOCTU. CUCTEMHbBIN NOAXOA K YNPaBIEHNI0 AOKYMEHTaMM NO3BOSIAET OpraHnaaumsam 1 obuectsy
3aWMLLaTh M COXPaHS T AOKYMEHThI B Ka4YeCTBe A0Ka3aTeNnbCcTBa AencTBMiA. CucTema ynpasneHns 4oKyMeH-
TaMu Ne3BONSIET CO34aBaTh MHAOPMALKUCHHLIA PECYPC O LENOBOM SEeATESbHOCTN OpraHu3auunn, KoTopbii
MOXET NOAAEePKMBaTL €€ MocrneaynLwyo 4eaTeNbHOCTh U OTAENbHbIE pelueHus, a Takke obecneunBaTs
OTYETHOCTb.

[lokyMeHTbLI NO3BOMAIT OpraHn3aumsm;

- OCYLLECTBNSATL CBOID AEATENBHOCTL YNOPSAOYEHHO, 3hheXTUBHO U OTBETCTBEHHO;

- NPeaoCcTaBnsATsL HOPMaL M0 NOCNe[0BATENBHO U OO BEKTVBHO;

- oBecneunBaTh MHOOPMALIMOHHYIO NMOAAERKKY NPU NPUHATMK YNPaBNEHHYECKMX PELLEHWH;

- obecnevnBaTb COrNacoBaHHOCTb, HENPEePBIBHOCTL M NPOM3BOANTENBHOCTL EerI0BOM U ynpaBneHyec-
KOM [EATENBHOCTY;

- NoBbLILLATb acbcbeKTMBHodﬂ DeATensHOCTU BCE OpraHn3aumy;

- obecneunBatb HecnepeboNHOCTL EATENBEHOCTU B CNyYae Ype3BbiHatHbIX CUTYaLIKA;

- cobniogaTts TpeboBaHns HOPMATUBHOMN Cpefbl, B TOM Yucre B 06M1acTy apXuBHOW, ayauTOPCKOW W Ha-
30PHOW AeATENBHOCTY;

- obecneunBaTb 3aLLMTY M NOQOEPXKKY B CyAebHbIX genax, BKNoYasa PUCKK, CBSi3AHHbLIE C HANMMUMeM unm
OTCYTCTBUEM LOKYMEHTalbHbIX JOKa3aTeNbCTB, COAEPXKaLUMX CBEAEHUS O AeATENbHOCTN OPraHusaumum;

- 33lMILATL UHTEPECHI OpraHu3aLmm n npasa CoTPYAHUKOB, a Taloke BCEX 3aUHTEPECOBAaHHLIX CTOPOH;

- obecneynBaTb M JOKYMEHTUPOBATL HayYHO-UCCNEA0BATENbCKUE U ONLITHO-KOHCTPYKTOPCKME paboThl,
MHHOBAUMOHHYIO 0eATESbHOCTb, 8 Taloke CTOPUHECKME CCrenoBaHus;

- NPeaoCTaBNATL [OKYMEHTUPOBAHHbIE A0Ka3aTeNbCTBa NMUYHON, OBLLECTBEHHOM 1 AENOBON AeATe Nb- .
HOCTHY;

- oBecneunBaTh 4enoByio, NEPCOHANBHYIO U KYNbTYPHYIO UAEHTUYHOCTL;

- NOAAEePXMBATL KOPNOPATUBHYIO, UHOUBUOYANBLHYIO M COLMaNbHYIO NaMaTb.

5 HopmaTuBHas cpena

Bcem opraHusauuam Heo6xoaMMo MAEHTMDNUMPOBATL HOPMATUBHYIO cpealy, PEryrnvpyioLLyio UxX aes-
TenbHOCTL K TpeboBaHUA K JOKYMEHTUPOBAHUIO UX geaTenbHoCTY. [TonmMTuka U npouesypsl AEATENEHOCTU
opraHu3saumit AOrKHbLl yuThiBaTh TpeboBaHus HOpMaTMBHONW cpeabl. HOpMaTUBHbIE QOKYMEHTbI, OTpaxato-
e AEATENBHOCTL OPraHu3aLmy, NOMKHbI COAEPHaTs COOTBETCTBYIOWME ,qoxaaaTeanTsa €€ COOTBETCTBUSA
HopMaTuBHON cpee. ’

HopmaTtusHas cpefa BkniovaeT B cebs:

a) 3aKOHbI M HOPMATVBHbIE aKThl, PErynmpyloLue ccepy AeoBON AeSTENbHOCTH B LENOM 1 B crieumndi-
YeCKNX OTpacnsx, B TOM YMCI1e 3aKOHbI ¥ HOPMATUBHBIE aKTbi, OTHOCALUMECS HEMOCPEACTBEHHO K AOKYMEHTaM,
apxvBam, [OCTYNY, KOHMUASHLUANLHOCTH, QOKa3aTenbCTBaM, SNIEKTPOHHON KOMMEpPLMN, 3aluuTe SaHHbIX,
MHAOpMaUnu;

b) crangapThl, OTHOCALWMECS K NPAKTUYECKON AenaTeNbHOCTY;

C) npasura pekoMeHAaTenbHOro Xxapakrepa, oTpaxXatoLmne nepeoBom OfbIT;

d) po6poBONLHO NMPUMEHSIEMbIE 3TUYECKNE KOGEKCHI M HOPMb;

e) naeHTUdMLMpyemble coumanbHbie oXuaaHus (noTpebHocTH), Kacaowmecs ageKkBaTHOro noseaeHUs
B cneundmn4ecKon oTpacriv unm opraHnsaumu.

Twn opraHnsaunm v cTPacnu, K KOTOPOW OHa NPUHAANEXUT, ONPEASNSAIOT, KaKUe 13 3TUX ANEMEHTOB HOP~-
MaTWBHOM cpeabl (N0 OTAENBHOCTM UMW BMECTE) B HaMBOoNbLLEl CTENEHN NPUMEHUMBI NP YNpaBneHUm AOKy-
MEHTaMU B KOHKPETHOW OpraHusaunmy.
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6 Nonurtuka ynpaBJiieHnA JOKyMeHTaMn U OTBETCTBEHHOCTDb

6.1 O6wme nosnoKeHUn

Opranuszaumns, cTpemsilancs k cobniogeHnio TpebosaHwii HacTOALLEro CTaHaapTa, A0MKHa MPYUHUMATD,
LOOKYMEHTanbHO (hrkevpoBsaTs, NeaaepXueath U pacnpoCTpaHaTe NPUHLMILI NOMUTIKK, NPOLEAYPbI U NpaKTy-
Ky ynpaBneHusi JOKYMeHTaMu ¢ TeM, 4tobel obecnednsate HeobxoauMble O paboTei [oKa3aTensLCIBa,
OTHETHOCTB W MHYIO MHDOPMALIMIC O CBOEW AEATENBHOCTA.

6.2 MpuHUKMNbI NONUTHUKHN

OpraHn3aunm JOMKHbI ONpeaensitTe U AOKYMEHTaNLHO (hUKCUPOBATL NPUHLINALI NOMUTUKK B oBnactu
ynpaeneHus gokyMeHTaMu. Liensio 3Toi NonmTuky JormkHbl OblTe CO34aHWE ¥ NOAAEPKKA CUCTEMBI yNipaBne-
H1S 8y TEHTUYHBIMM, [OCTOBEPHBIMU M NMPUroLHEIMM 4115 MCMNOSIb30BaHKUA SOKYMEHTaMK, cCnocoBHo M nogaepku-
BaTb A4ENOBYIO OeSATENBHOCTb B TEYEHNE YCTAaHOBMNEHHOro (Heobxoaumoro) nepuoaa epeMenn. OpraHmsaumm
OO/pKHLI  obecneynBaTt WHGOPMUPOBaHWE O NPOBOOAMMON MONMUTMKE W ee MNPUMEHEHWEe Ha BCex
OpraHM3aLnNoHHbIX YPOBHSAX.

T pUHUMNLE MONUTUKN A0MXKHbI BbITh NPUHATLI U 0[00PEHbI Ha BLICLLEM YPOBHE NPUHATUS YIpaBnieHdec-
KX peLLeHNii 1 pacnpocTpaHeHbl BO BCEM opranuaalvm. Taioke cnegyeT pacnpeaensTb OTBETCTBEHHOCTD 3a
ee cobnoneHue.

MpuHUKUib RONUTUKKY cnefyeT paspabaTkiBaTh Ha OCHOBE aHanvaa 4enoBon AesTensHOCTW. OHa fonx-
Ha ofNpeAensTh, B kakux obnactsx 8 HanbonbLLien cTeneHn NPUMEHSIIOT T UINW MHbLIE HOPMaTVBHbLIE aKThl (3aKo-
Hbi, HOPMaTUBHbIE aKTbl, CTaHAapThl, NPaKTU4ECKMe pekoMeHAaunn), pernaMmeHTupyowmne cosgaHune oky-
MEHTOB, CBf3aHHbIX C AENOBOW LeATeNnbHOCTb. Tlpu 9TOM opraHn3auvMn [OMKHb YYMTbIBATb CBOK
OpPraHN3aLnoHHYIo cpealy, a Taioke 3KOHOMUYECKNE acnekTsl, MpuHuMnbl NONUTUKK CRegyeT PerynsipHo nepe-
cMaTpuBaTth C TeM, 4ToDB 06ecneunBaTh OTpaKeHne ero TeKyWux noTpebHocTen 4enoBol 4eATeNBHOCT!.

6.3 OTBeTCTBEHHOCTb

OTBETCTBEHHOCTE U MOMTHOMOYUS B 06M1acTu ynpasneHmst LOKyMeHTaMu 4OMmKHbl BbiTe YETKO onpegene-
Hbi M AOBEeAEH b 40 CBEAEHUA BCEW Oprann3aumm ¢ Tem, 4tobsl 6biro icCHO, KTO HeCeT OTBETCTBEHHOCTL 3a pabo-
TY C KOHKPETHLIMU OOKyMeHTamy. 3Ta OTBeTCTBEHHOCTb AOJKHa ObiTb pacnpegeneHa Mexoy Bcemu
COTPYAHUKAMKU OpraHmn3aunv (B TOM yucne ynpaensiowMMK OOKYMEHTAUMen, CrneunanuctaMmm CMeXHbIX
MHPOPMALMOHHBIX NPOgeccuit, pYKOBOACTBOM OpraHU3auuu, PyKoBOAUMTENSMU CTPYKTYpPHbIX nogpasgene-
HWiA, a0MUHUCTPaTOPaMKU CUCTEM YNpaBneHvs SOKyMEHTaMM U ApYrMMuM NULamMu, Anst KoTopbiX paboTa ¢ QoKy-
MEHTaMN BXOAUT B WX [OMKHOCTHbIE OOA3aHHOCTU) W OTpPaXeHa B [AOMKHOCTHLIX WHCTPYKUMAX ¢
opraHu3aLnoHHO-pacrnopaanuTenbHLIX A0KYMeHTax opraHusaunm. Ocobas OTREeTCTREHHOCTL B 06nactuynpas-
neHnst BOKYMeHTamu JorkHa 6biTb BO3rioxeHa Ha nvuo, obrnagaiouiee COOTBETCTBYIOLIMMM NMOMNTHOMOYUAMM
BHYTPW  opraHusauun. HasHayeHue OTBETCTBEHHbIX Ny  JOrbKHO ObiTb  pernamMeHTVpoBaHo
pacnopsamTesibHbIM JOKYMEHTOM.

OTBeTcTBEHHOCTL B 06NacTu ynpasneHMsa QOKyMEHTaMM JOMKHA BKIOYaTh B cebsi criegyioLine nono-
XeHus:

a) cneuuanncTbl BobnacTiynpasneHusa JOKYMEHTaMMU OTBEYAaIOT 3a BCe aCNeKThbl yrnpaBneHus JOKYMeH-
Tamy, B TOM YMCNe 3a NPOeKTUPOBaHUE, BHEAPEHNE N COXPAHHOCTL CUCTEM YNpPaBfeHua JOKYMEHTaMM 1 KX
SKCMTyaTauMoHHble XapakTePUCTUKHY, a Takke 3a obyyeHre nonb3oBaTenen ynpasneHuio JOKYMeHTaMu U npu-
MEHEHMIO CUCTEM ynpaBneHms JOKyMeHTaMW B UHOVBUAYANBHOW NPaKTU4ECKOW AeATENbHOCTY;

b) OTBETCTBEHHOCTb PYKOBOACTBA 3aK/tOYAETCA B MOAAEPKKE NPUMEHEHUS! NOSIMTUKA YNpaBrieHns
HOKyMeHTaMu BO BCel opraHusaumy; g

C) aOMWHMCTPATOPbl CUCTEMbI yrpaBneHns JOKYMEHTaMu OTBEYAIOT 3a TO, YTO6bl BCS OOKYMEHTauus
6ina TouHOM, YAoBHOW AN BOCNPUSTUS U OCTYNHOW ANA NepcoHarna opraHnsaumm;

d) BCe COTPYAHMKM OpraHu3aumn OTBETCTBEHHbI 38 COXPaHEHWE ayTEHTUYHOCTH, LENOCTHOCTU, OCTO-
BEPHOCTY U NPUroHOCTU A8 UCTONb30BaHNS JOKYMEHTOB, OTPaXakLmX X AeATENbHOCTS.

B npotiecce nnaHMpoBamust v BHeApeHUs NONUTUKY M poueayp yNpaBneHUst LOKYMeHTaMU A0MMKHbI pu-
HUMaTb y4acThe apX1BHbIE OpTraHbl.

7 Tpe6oBaHWUA K YNpaBneHUIO OOKYMEHTaMM

7.1 MNpuHuMnbl pa3paboTkn NporpamMM ynpaBneHUs AOKYMeHTaMy

[lokyMeHTbI co3aalnTcs, NOCTYNaoT 1 NCNONb3YIOTCA B FIPOLLECCE OCYLUECTBNEHUS Je0BOU AeATerNbHOC-
TW. N8 o6ecneyenns HENPEPLIBHOCTW AeroBof AERTENbHOCTU, COGMIOAEHUA COOTBETCTBUS HOPMAaTUBHON
cpepe n obecneyeHnss HEOBXOAUMOA OTHETHOCTM OpraHW3auy AOIKHBLI CO34aBaTh U COXPaHATL ayTeHTHY-
Hble, HaZleXHbie 1 NpUroaHble ANs UCNOMb30BaHUA AOKYMEHTLI, @ TaKKe 3aLlMLLaTh LENOCTHOCTL 3TMX AOKY-
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MeHTOB B TedeHue Tpebyemoro Bpemenu. [ns 3TOro opraHu3auym OOMKHbI NPUHUMETbL U BLINOMHATh
KOMIMEKCHYIO NMporpamMmy yrnpasneHns LOKYMEHTami, BKITIoHaLwyto 8 cebs:

a) nepeyHy JOKYMEHTOB AN K& A0ro npouecca genoBov AeaTernbHOCTU M Tpebosanmna K nidopmaumn,
noanexatern BKIIOYEHUIO B JOKYMEHThI;

b) pelueHus, kakon bopmMbl M CTPYKTYPh! A0MKHBE ObiTh CO3AABaEMbIE N BKNIOYAEMbIE B CUCTEMY JOKY-
MEHTbI 1 KaKne TEXHONOrMW 418 X co3ganus n o6paboTku crieqyer ucnonb3osarh;

c) TpeboBaHUA K COCTaBy METaLaHHbIX, MX CTPYKTYPE M YNPaBAeHUIO MMU;

d) yctaHoBneHwe TpeboBaHW K NONCKY, NCNONb30BAHMIO 1 epejade J0KYMEHTOB, & TaKKe CpOKaM Xpa-
HEeHUs DOKYMEHTOB;

€) peLieHne, KAk OPraHM3oBLIBATb AOKYMEHTb! C TeM, YTODbI OHu OTBeqanu TpeboBannam, npegbaensae-
MBIM K UX UCTOMb30BaHMID;

f) oueHKy p1ckoB, CBA3AHHbLIX C OTCYTCTBUEM OhuLmanbHBIX OKYMEHTOB, OTPaXaoWwuX AesiTeNbHOCTb
opranvnsauny;

g) obecneyeHre COXpaHHOCTY 4OKYMEHTOB M SOCTYNA KHUM B LENSX BbINONHEeHNs TpeboBaHuiA 4eroBoi
DEATENLHOCTY 1 00LLeCTBEHHbIX OXUAAHNA;

h) cootBeTCTBUE NparoBbiM TPeOOBaHWSIM, HOPMATUBHOR cpepe, CTaHOoapTaMm W MOAUTUKE OpraHu-
3auuu;

i} obecneveHne xpaHeHUs BOKYMEHTOB B Ge30nacHon # 3aliniieHHON cpeje;

j) oBecneverne xpaHeHus JOKYMEHTOB B TedeHne Heo6Xo4uMoro nny Tpebyemorc cpoka;

k) onpegeneHvie 1 OLEHKY BO3MOXHOCTEN NOBbILLEHUSA 3DMDEKTUBHOCTU U pe3ynbTaTMBHOCTY OpraHmnaa-
LIMOHHbIX NPOLECCOB, peLLeHit U EACTBUN B pe3ynbTaTe Ka4eCTBEHHOIO yNpaBneHns JOKYMEHTaMu.

Mpasuna co3gaHusa JOKYMEHTOB Y MeTafaHHbIX O [OKYMEHTaX K UX BKIIOYEHUS B CUCTEMY YIPaBrieHust
AOKYMEHTaMMW JOMKH bl ObiTh BHEAPEHbI B TPOUEAYPbI, PETYNNPYIOLLME BCE NPOLECCHI 4eNOBON AeATENBHOCTY,
ONA KOTopLIX TpebyeTes 4oKkasaTeNnbCTBO OCYLLECTBNEHUS OENCTBUN.

[JlonrocpoYHoe nnaHMpoBaHWe OefOBOW OeATenbHOCTM W Mepbl B Cryyae HernpeaBugeHHblX o6cTos-
TenbCTB AOMKHbI rapaHTPOBaTh, YTO JOKYMEHTbI, BEXKHLIE 415 NPOSOINKUTENLHOIo OYHKLNMOHMpOBaHUs opra-
HU3aLUK, 3aLLnLLeHbl U MOTYT BbiTh BOCCTAHOBMEHL! B CMyYae HeOOX0ANMOCTH.

7.2 XapaKTepuCTUKM LOKYMEeHTa

7.2.1 O6wme NonoxeHus

[JOKYMEHT fonxeH 06beKTUBHO OTPaXATbL TO, YTO COOBLIEHO UMK PeLLeHO, UNv NPEANPUHATO feicTBre.
[oKyMeHT JomKkeH oTBeYaTh NoTpeSHOCTAM AenoBON SeATENbHOCTH, K KOTOPOW OH OTHOCUTCSH, U MCNOSL30-
BaTbCA B UENAX OTHETHOCTH,

OneKTPOHHbIA JOKYMEHT QOMXKEH coaepXaTb Wn NOCTOAHHO ObiTh CBA3aH ¢ MeTagaHHbIMKM, OTpaxaro-
LMY onepaLu, copepLiaemMblie C JOKYMEHTOM B NpoLecce AernoBon 4esTenbHoCcTH. [py aToM:

a) CTpyKTypa JOKYMEHTa, ero hopmMaT U B3aMMOCBSI3N MEXAY COCTaBAWNMK JOKYMEHT arieMeHTaMu
OOIMKHbBI 0CTABATLCA HENBMEHHbBIMW, HE UCKEXKEHHBIMU METaQaHHbBIMMK;

b) BMeTagaHHbIX 0 BOKyMeHTe OoskeH BbiTe OTpaXkeH KOHTEKCT ero Co3aaHns, NoNy4YeHUs U NCnonb3o-
BaHUs (B TOM YMCne NPoLLece BenoBon JenaTenbHOCTH, 4acTbio KOTOPOro ABMSETCA AaHHAs onepauws, gata un
BPEMS JaHHOM onepaunm u ee y4acTHUKK),

€) BMeTafaHHLIX O AOKYMEHTE AOMKHbI BbiTh MPeACTaBMeHb! CBA3Y MeXAY OTASNBHbIMU OKYMEHTaMy,
COCTaBNALWMMN B COBOKYNHOCTW €0UHbIA KOMINEKC JOKYMEHTOB.

[TpPUHLIMNBI NONUTUKK, NpoLeaYPbl U NPakThKa ynpasneHs AoKyMeHTamMu JomkHbl oBecnevnsats co3na-
HUE NOANMHHbIX AOKYMEHTOB, 06nagatoLLmx XapakTepucTUKaMu, ykasanHbiMuB 7.2.2 — 7.2.5.

7.2.2 AYyTEHTUYHOCTb

[okyMeHT siBrsieTCs ayTEHTUYHbIM, €CIN OH:

a) COOTBETCTBYET YCTaHOBIEHHLIM NPaBunam;

b) GblLr cosgaH unv oTnPaBNeH NMLOM, YNONHOMOYEHHbBIM Ha 3TO;

¢) Obinco3paH nnm oTNpasneH B TO BPEMs, KOTOpoe 0603HAYEHO B JOKYMEHTE.

YT106kI 06ecneunBaTh ayTEeHTUHHOCTE JOKYMEHTOB, OpraHn3auny AOIDKHbI BHEAPSATb M OOKYMEHTaNnbHO
PUKCUPOBETL MPUHLMNBI MONUTUKM W NPpoLeayphl KOHTPOMS Haf co3naHnem, NonyYeHnem, nepegaveit, xpaHe-
HUEM 1 OTEOPOM (M3BATUEM) OOKYMEHTOB 1 TEM CaMblM rapaHTUPOBaTh, YTO CO3QaTENN AOKYMEHTOR YNOMHO-
MOYeHbl Ha 3TO W MOTYT ObiTb MOEHTUDUUMPOBAHLI, a JOKYMEHTHI 3aLLUiLEHbl OT HECAHKLMOHUPOBAHHOIO
AOMOMNHEeHUs, yaaneHus, U3MEHEHWS, NCMNONb30BaHWA U COKPbITHA (3acexpeymBaHns).

7.2.3 JocTOoBEpPHOCTL

[locToBepHbIM SBNSIETCH JOKYMEHT, Cogep)KaHne KOTOPOro MOXHO CHUTATb NOMHBIM M TOUHbLIM NpeAcTaB-
neHviemM NOATBEPKAaEMbIX OnepaL i, OeATensHOCTM NN (hakToB 1 KOTOPOMY MOXHO JOBEPATL B NOCEAyIo-
LX onepaumsax unu B nocnedyouien 0eaTensHOCTH. [JJOKyMEHTh CreayeT cosfasaTk BO BPEMS UMK Cpasy Xe
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nocre onepauuy Uy CUTyauuu, K KOTOPbIM OHU OTHOCATCSA, NMLAMKY, [IOCTOBEPHO 3HaWMUMK (haKTbl, Unn
cpeacTBamu, 06bIYHO UCMOMb3YEMbIMU B 1ENO0BOIN AEATENBHOCTU NPY NPpOBEAeHUM AaHHON onepaLuunn.

7.2.4 LenocTHOCTb

LlenocTHOCTb JOKyMEHTA ONpefensieTCcs ero noMHOTON 1 HEM3MEHHOCTLI.

Heobxoammo, 4Tobbl AOKYMEHT Obln 3aLUMiLEH OT HECAHKLIMOHNPOBAHHOTO n3meHeHus!. MonuTtuka u npo-
Ueaypbl yripaBneHust AOKYMEHTaMU AOMKHLI yKa3biBaTh, KakMe AOMONHEHUs UNU U3MEHEHUs MOoryT BbiTkb
NPUMEHEHbI K JOKYMEHTY NOCIe ero co3gaHus, Npu Kaknx o6cToaTenscTBax AONONHEHUA UMK N3MEHEHUA MO-
ryT 6bITh paspeLleHbl M KTO YNONHOMOYEH caenaTth aTo. Jitobbie caHkUKOHMpOBaHHbIe U3MeHeHUs, JobaBreHus
Unuv yaareHus B AOKyMeHTe criefyeT 4eTko o603HavaTh ¥ KOHTPONUpoBaTh.

7.2.5 MpurogHocTb ANS KCNOJIbL3OBaHWUA

MpuyrogHbiM 115 UCNIONL30BaHWUS IBNSETCA QOKYMEHT, KOTOPbIN MOXHO NMOKann3oBaTh, HalTu, BOCMPon3-
BECTU M MHTEpnpeTUpoBaTh. [NpyU BOCNPOU3BEAEHUA OH JOMKEH OTPaXaTh CBSA3b C AeNOoBOW AEATENBHOCTLIO
Wny onepaumewn, B pesynbTare KOTOpon oH 6bin cosfaH. KOHTEKCTHbIE CCbINKM [OKYMEHTOB OOMKHbI HECTH
nHdopmaLmio, HeoBXOLUMYIO 4N NTOHUMAEHUSA onepauuit 4eN0oBOV OERTENLHOCTHN, B KOTOPbLIX 3TN 4OKYMEHTbI
Obin co3gaHbl M NPUMeHANUCL. JorpkHa BbITs NpenocTaBneHa BO3MOXHOCTL NASHTU(MNLMPOBATE JOKYMEHT B
LUMPOKOM KOHTEKCTE AeNOBOW [esTENbHOCTM 1 chyHKUMIA. CBS3n Mexay AOKYMeHTamu, hukeupytowme nocre-
[0BaTenbHOCTb 4eUCTBMI, J0MmKHbI ObiTb COXpaHeHbl.

8 FlpoeKTupoeaHMe U BHeOpeHUe CUCTeMbI ynpaeneHns QOKyMeHTaMu

8.1 ObLwuKe nonoxeHun

Crparervs ynpasneHus 4OKYMEHTaMW OCHOBLIBAETCS Ha pa3paboTke U BHeAPEHUM B NpakTuUKy paGoThl
MPMHLMNOB NONUTUKM, NPoLEeAYP U NPaBun AOKYMEHTUPOBaHKS, a8 TaKKe Ha NPOEKTUPOBaHUM U BHEAPEHUM CUC-
TEM YNPaBreHns SOKYMEHTaMu, COOTBETCTBYIOLIMNX TEKYLWUM NOTPEOHOCTAM OpraHv3aumMm 1 HOpMaTUBHON
cpene.

[puHsiTas opraHusaLmen cTtpaTerus yrnpaBneHns NoKyMeHTaMu cobCcTBeHHOW 1enoBoil OesATenbHOCTH
OOMKHa oNpefensTh, KakMe JOKYMEHTb!, KOFAa, Kak v rae cnefyeT BKI4aTh B CUCTEMY yIpaBnieHmst JOKyMeH-

Tamu.
CTpaTerMSI BHeApeHuA COOTBeTCTBy}OLIJ,eVI CUCTEeMbi yNpaBneHna JOKYMEHTaMn MOXKEeT BKNio4aTh B cebs:

a) npoeKkTUpoBaHUe CUCTEMbI ypaBneHNs JOKYMEHTaMU;

b) OOKYMeHTVpoBaHWE NPOoLECcoB BYHKUNOHUPOBAHMS CUCTEMbI YNPABEHNS OKYMEHTAMU;

C) noAroTOBKY COTPYAHUKOB, paboTaloLLWX ¢ AOKYMEHTaMu;

d) KOHBEpTMpOBaHUE JOKYMEHTOB B HOBYIO CUCTEMY YRpaBIIEHMS 4OKYMEHTaMin U HoBble hopmaTsl;

€) yCTaHOBMEeHWe CTaHAaPTOR, NPOBEPKY COOTBETCTBUS UM M X COBMIOOEHNS;

f) onpepeneHue CPOKOB XPaAHEHUS W NPUHATAE PEeLIeHNA OTHOCUTENBHO LEHHOCTU JOKYMEHTOB {npu
cobnrogeHnn COOTBETCTBMSA HOPMaTUBHOW cpeae).

CrpaTtervs ynpasresns JOKYMEHTamu [OMkHa 6biTs BOKYMEHTanbHO 3ahUKCMPOBaHa B COOTBETCTBYO-
LEeM NiiaHe, Hanpumep B CTpaTerM4eckom niiaHe no ynpasneHnio MHopMaLmMen, KOTOpbi AOMKEH BXOANTL B
COCTaB MnaHoBO-(PMHAHCOBOW JOKYMEHTaLU NN opraHn3aumm,

WHbopmaumoHHbIe CUCTEMbI, NPUKITaAHbIE NPOrpaMMbl i KOMMYHUKaLWOHHbIE CUCTEMbI, a TalkoKe Noj-
[EPXMBaeMbie UMW MPOLECChl JeroBoi OeATENbHOCTU criedyer rnpoeKkTMpoBath, MOaMdUUMPOBATL WK
nepenpoekTMpoBaTh Tak, YToObi B NpOLecCe NOBCEAHEBHOM 4EfOBON AeATeNbHOCTM 3TO HE MeLLaso Co3gaHunio
COOTBETCTBYIOLMX JOKYMEHTOB KaK COCTABHOM 4acTh CUCTEMBI YIPaBieHns OKyMeHTaMu.

8.2 XapaKTeprCTHUKW CUCTEM yripaBneHusi 40KyMeHTaMu

8.2.1 BBeneHne

CucTembi yripaeneHms GOKYMEHTaMu fOMKHbI NOAAepXKUBaTb 4OKYMEHTHI, 06najalowme XxapakrepncTm-
Kamm, yKazaHHbIMW B 7.2, @ CaM1 CUCTEMbI YNPaBenys QoM KHbl 061agaTh XapakTepucTukamu, yCTaHOBNeH-
HbiMnB 8 2.2 — 8.2.6.

8.2.2 HapexHOCTb

Thobasi cuctema, uecnonbayeMas Ans YNpaerneHust LOKYMEHTaMu, NOMmKHa ObiTb CrIoCOBHOW ANUTENbHO U
3thpekTNBHO hYHKLMOHUPOBATL B COOTBETCTBUM ¢ TpebyembiMU NpoLeaypamu.

Cuctema ynpaeneHns JOKYMEHTaMu JOMKHa:

a) BKIO4aTL BCE QOKYMEHTbI B paAMKax OXBaTbiBEEMOM €10 [enoBoi GEATeNbHOCTU B COOTBETCTBUM C

YCTaHOBIEHHbLIM MOPALKOM;
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b) OpraHu30BbIBATH JOKYMEHThLI TakuM 06pasoM, 4TOBbI OTpaxaThb NMpoLeccs nenoaom OeATensHOCTU
co3partens (MCNonHUTEenNs ) LOKYMEHTOB;

C) ‘3alipiiaTh OOKYMEHThI OT HECAHKLMOHNPOBAHHOIO 3MEHEHNR, U3BATUA UMW YHUUTOXKEHUS;

-d) BbICTYNaTL B KAYECTBE OCHOBHOFO UCTOUYHUYKA UHCDOpMALIUK O AeNCTBUSAX, 3atDUKCUPOBAHHbIX B [OKY-
MeHTaXx;
e) obBecrneunBaTh [LOCTYN KO BCEM omocammmca K oTipeieneHHOMY BONPOCY p,OKyMeHTaM Y CBSIBAHHBIM
C HAMU METaLaHHbIM. -

MokasaTenu HafeXHOCTM GUCTEMBI YNPABNASHUS AOKYMEHTAMM NOIKHBI ObITh AOKYMEHTANLHO 3adnKCH-
pOBaHbI MyTEM CO34aHUSA 1 COXPaHEHUS OKYMEHTOB, pernameHTUPYIOLLMX NOPAAOK paboThl JaHHON CUCTEMbI.
3TV BOKYMEHThI ACIKHbI NOATBEPXKAATL COOTBETCTBUE AHHON CUCTEMbI YNpaBneHUs JOKYMeHTaMu KpuTepu-
AM Nepeyncnenii a) — e). ,

CucTema yrpaBneHusi AOKyMeHTaMu IONXHa pearMpoBaTh Ha U3MEHEeHUs NOTPeBHOCTel AenoBoit aes-
TEMLHOCTH, HO N0GblE MBMEHEHNS B CUCTEME HE NOMKHbI BNUATH HA XapaKTEPUCTUKN JOKYMEHTOB, BKITKOYEH-
HbIX B Hee. MepemeliieHrie JOKYMEHTOB U3 OfHOW CHCTEMb! YNPaBReHUs JOKYMEHTaMn B ApYyryio cneayeT
NpoBOAWTL Takum 06pa3oM, UToOb! HE CKa3sbiBaTh HEBNAronNpUSTHOrO BO31eMCTBMS Ha XapakTepUCTUKU JOKY-
MEHTOB.

8.2.3 UenocrHocTb

Lnst npefoTepatlieHnst HECaHKLMOHUPOBAHHOIO AOCTYNA K JOKYMEHTAaM, UX YHUUTOXEHWS, N3MEHEHUS
“nu nepeMeLLeHns B cUCTEME YrpaBneHns JOKyMeHTaMu cneayeT NpUMEHSTb KOHTPOIbHEIE MEPONPUSTUS,
TaK1e Kak MOHUTOPWHT [OCTYyNa, BepudUKaLMA Nonb3osaTernei. Y HUUTOXEHUE AOKYMEHTOB W WX 3aceKpeumnBa-
HVE [OMXHbl BbiTb CAHKUMOHMPOBAHbL. TaKoW KOHTPOMb MOXET OCYLUECTBASTLCS BHYTPU CAMOIA CUCTEMDbI
ynpaBreHusi ROKYMEHTami UM 66iTb BHELLIHNM MO OTHOLLEHWIO K KOHKPETHOM cucTeMe. B oTHOLLEHUM 3MeKT-
POHHbIX OOKYMEHTOB OpraHu3auus formkHa UMeTb BO3MOXHOCTE [loKa3aTb, YTO ﬂ}OGbIé CUCTEMHbIE 060M
o6HoBNEHNs MPOTPaMMHOTO OBeCrieyeHIs Ui PEryisipHas SKCTITyaTauys CUCTEMbI YpaBeHns AOKyMeHTa-
MU HE BITUAIOT Ha Ka4€CTBO COXPaHHOCTU OKYMEHTOB,

8.2.4 CooTBeTcTBMUE

CucTeMbl ynpaBneHus AOKYMeHTamy B opraHusauusax AOMmkHe! 6biT ynpaBnseMb! B COOTBETCTBUM CO
BCEMU TpebBoBaHWsSIMW, NPEeAbABNSEMbIMU TEKyLUel [enoBOW AEATEnbHOCTLbIO, HOPMaTUBHOW Cpeson M
obtiecTBeHHbIMK oxuaaHnsamMu. CoTpyAHUKM, co3datolume OOKYMEHTbI, JOMKHBI NOHWMaTh, Kak 9T Tpebosa-
HUS BNWSIIOT Ha OEeUCTBUA, KOTOPbIE OHW BbINONHAKT. COOTBETCTBME CUCTEMbI YNpaBeHUs AOKyMeHTamu
Takum TpeboBaHUSAM cneayeT perynsipHo NpoBeEPSiTh, & AOKYMEHTLI 3TUX NPOBEPOK CneayeT XpaHuTs B Lensax
JoKasaTenscrea.

8.2.5 KomnnekcHocTk _

CucTembl ynpaBrneHns AOKYMEHTaMW AOMMKHbI YNpaBnsTh JOKYMEHTaMU, ABASIOLLUMUCA pe3ynbTaTtom
BCEX BUZOB AENOBOW OEATENbHOCTM OPrarnaaLim U ee CTPYKTYPHOrO NOAPa3aeneHus.

8.2.6 CucreMHOCTL

[oKkyMeHTbI cneflyeT co3naBaTh ¥ COXpaHATb cMCTEMHO. CUCTEMHOCTL paboT B cchepe ynpaeneHus foky-
MEHTaMK JOCTUraeTCs NyTEM NPOEKTUPOBaHNUS U NPUMEHEHUS KaK CUCTEMbI YNIPaBneHWs JOKyMEHRTamu, TaK 1
APYTVIX CUCTEM yrpaBneHusi 4enoBoM 4eATeNbHOCTbI0.

CucTema ynpapneHns 40KYMEHTamMy A0JPKHA MMETh TONHYIO IOKYMEHTanbHO 3ahKCMPOBaHHYI0 MOMNu-
TUKY, pacnpeieneHme OTBETCTBEHHOCTM 1 (hOPManbHYI0 METOLONOTUIO YIPaBIEHNs et0.

8.3 MNpoekTupoBaHMe ¥ BHeAPEHUE CUCTEM YNIPaBNEHWUs AOKYMEHTaMM

8.3.1 O6wue nonoxeHnn

CucremMa ynpasneHus JOKyMEHTaMu JonxkHa obnagate (pyHKU,VIOHaJ'IbeIMM XapaxkrepucTukamu, no3Bo-
NISIOLWMMM BLINOIMHATH U floaAepXvBaTh Npoueccsl ynpaslieHns JOKYMEHTaMu, ONincaHHble B pasgene 9.

[Mpu NPUHATUM peLLeHUit, CBR3aHHbIX C NPOEKTUPOBaHNEM U BHEPEHUEM CUCTEMSL! YNPaBNeHUs AOKY-
MEHTaMu 1 NoAAepKUBaHUEM €10 NPOLECCOB YNpPasneHusi A0KYMEHTAMM, CneayeT NpuHiiMaTte BO BHUMaHWE
Heo6X04MMOCTb UX COOTBETCTBYS OPraHW3aLMOHHBIM CTPYKTYpaMm ynpasneHus.

8.3.2 [lokyMeHTUPORaHUE OnepaLluu '

CucTembt ynpaBreHust JOKYyMeHTaMu JOMDKHLI NONHO ¥ TOYHO OTPaXaTh BCE onepaLiym, npousseeHHbIe
HenocpPeaCTBEHHO C KOHKPETHLIM AOKYMEHTOM, @ TaKkke NPOoLeCcChl, CBA3aHHbIE C HUM. JTH CBEOEeHWst MOTyT
BbiTk 3ahUKCUPOBaHLI B MeTaJaHHbLIX O [OKYMEHTE UMW B KOHTPONBHBIX MPOTOKONAX CUCTEMHLIX MPOUECCOoR.
MpoToKOMb KOHTPOMS CUCTEMHBIX MPOLLECCOB crneayeT XpaHMTb KaK MUHUMYM, CTOIBbKO X€, CKOMbKO XPaHSAT
BOKYMEHT, K KOTOPOMY OHU OTHOCATCS.
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8.3.3 MaTepuanbHbie HocUTeNM UHhopMaLuum u ux chusmyeckas sawmra

Mpy NPOEKTUPOBAHUW CUCTEMbI YNPABEHUst JOKYMEHTamu crniefyeT BuibUpaTh NOAXOOALLYIO Cpeny Xpa-
HEHUSI U HOCUTENN UHDOPMaLIMK, CPeACTBa PU3UHECKON 3aLLMTbI, MpoLeaypbl 06paboTku U CUCTEMBI XpaHe-
H1st. BbiBop HocuTens uHcpopmauu 3aBUCUT OT CPOKOB XPaHEHUsi JOKYMEHTOB. Cuctema ynpasrneHus
JOKYMeHTaMu [omxHa GbITb NOArOTORIEHA K 4PE3BbIYa#HbIM CUTYaLIMAM Tak, YToBbi OnpeaensiTs U yMeHbLUaTh
pucku. Bo BpeMs 1 nocne BOCCTAHOBIIEHUS! NeATENbHOCTY Oprarn3aalium, NocTpaaasLued OT YpesBblHamHbiX
cUTyaLuit, cucTeMa yripaBneHus JOKYMeHTaMU JOMKHa COXPaHATL CBOK LeNoCTHOCTL U IeMOHCTPUpORaTh
3T0.

8.3.4 PacnpeperneHHoe ynpaBrneHue ~

CucteMbl yrpaBneHus JOKYMEHTamu OMKHb ObiTh CﬂOCOﬁHbi nogaepxuBaTh aanepHaTMBHble Ba-
pUaHTbI pa3MeLleHst JOKyMeHTOB. B HekoTopbix cryyasx, ecnv npaBosasi U HopMaTUBHasi cpefia No3BoNsAT
3TO, LOKYMEHTbI [0MNYCKaeTCA (PM3nNYeckn XpaHuTb B OHON OpraHnsauum, a ynpaBneHue UMY U OTBETCTBEH-
HOCTb 3@ HMX MOXKHO BO3raraTb NGO Ha OpraHM3auuMio-co3aaTens, NGO Ha APYroi NONHOMOUHBIM OpraH.
Takow NopsAoK pasmelLieHns, pasnnyalowMin XxpaHeHne, BnageHne N oTBeTCTBEHHOCTL 3@ AOKYMEHThI, Xapak-
TepeH s 3MeKTPOHHLIX JOKYMEHTOB, pasMeLlleHHbIX B N1IEKTPOHHbLIX CUCTEMaX yripaBneHnust LOKyMEHTaMM.
Mepemellerne OKYMEHTCB MOXET NPOUCXOANTL B 160 BpeMsl, NPy 3TOM OHO A0MKHO ObiTb KOHTPONNPYEMo
1 OKYMeHTarnbHO 0QOpMIIeHO.

8.3.5 KoHEepTHpOBaHUE U MUrpauus ‘

CvcTeMbl yripaBrieHusi JOKYMeHTaMu criefyeT NpoeKkTuposaTtb Tak, 4YTobbl JOKYMEHTL! OCTaBanuch
ayTeHTUYHBLIMM, HaAEXHbLIMU M NPUrOAHBIMKY ANR UCNOML30BAHWS HE3aBUCUMO OT NMOBbIX U3MEHEHNA B cUCTe-
Me YNPaBnenrs [OKYMEHTaMu (B TOM YMCHIE NP KOHBEPTUPOBAHUM DOPMaTOR, MUIPaLIMK MEXTY TEXHUHMECKUM
obopyaoBarueM, ONepaLnoHHbIMU CUCTEMAMU UK CReLManbHbIMY NPOrPaMMHBIMA NPUMNOXKEHUSIMU) B TEYE-
Hue BCero nepvoaa ux xpaHeHus (B cooteeTcTeum ¢ 8.5).

8.3.6 docTyn, nouck U ucnosfib3oBaHue

CuvicTeMbl ynpaBneHusl QOKyMeHTaMy SO KHbl o6ecneunBaTh CBO@BPEMEHHDbIN M 3hhEKTUBHLI NOVCK 1
BOCTYI K JOKYMEHTaM, HeOOXOAUMbBIM NS OCYLIECTBIEHUS AENOBOV feATENLHOCTU M OTYETHOCTH.

CucTeMbl ynpaBneHusi JOKYMEHTaMU JOMKHbE UMETE M MPUMEHATL CPEACTBa KOHTPOMNS 40oCTyNa, YTobbl
obecneumBaTb COXpaHHOCTb AOKYMEHTOB. OHW AOMKHbI 0BecneymBaTh CO3aHUe W NoA4epXKKY NPOTOKoMa KOH-
TPOMsi CUCTEMHbIX MPOLIECCOB UK Apyrue MeTodbl, NO3BoNALWmne 3HeKTUBHO 3alUMLLaTh AOKYMEHTLI OT
HeCaHKL/OHMPOBAHHOTO UCMOMb30BAHUSA, USMEHEHIS UIN YHUHTOKEHMS.

8.3.7 XpaHeHMe ¥ YHNUTOXEeHUE LOKYMEHTOB

CucTteMbl ynpaeneHust OKYMeHTaMu JOMxKHbl obecneunBaTs NpoLeces! xpaHeHus, oTbopa 1 nepegayu
[IOKYMEHTOB AN NOCMEAYIOLENO XPaHEHUS UK YHUUTOXEHUSR. [1eCTBUs no oTGopy U Nepeaade JOKYyMEHTOB
Ha AanbHelllee XpaHeHUe UNKU YHUUTOXEHUE MOrYT ObITb NpeAnputHATLI B NI0B0M Nepuog, XM3HEHHOTO LMKNa
AOKYMEHTa, B TOM YMChNe Ha CTaauu NpoeKTMPOBaHWA CUCTEMbI yrpaBneHus AoKyMeHTaMu. [omkHa ObiTh
npeaycMoTpeHa BO3MOXHOCTL aBTOMATUYECKOro otbopa (M3bsiTUS) JOKYMEHTOB U3 CUCTEMbI YNPaBIEHUs
OOKyMeHTaMu Ansi nepegayn ux Ha anbHenlee XpaHeHne unu yHuutoxerne. CUCTeMsl yripaBrieHrsa SOKY-
MEHTaMK OMKHbI MOALEPKUBATL NPOTOKOIbl KOHTPOMA CUCTEMHBIX NPOLECCOR UK APYTUe MeToabl, obecne-
YMBAIOLLNE OTCMEXMBaHVE BCEX AeNCTBUI No 0TEOPY U Nepegade JOKYMEHTOB Ha AalbHelee XpaHeHne nnm
YHUYTOXEHME.

8.4 MeToaonorus NPOeKTUPOBaHUA U BHEAPEHUA CUCTEMbI YNPABNEHNA AOKYMEHTaMHU

[Mpuy NpoekTUpoOBaHUW Y BHEAPEHUU CUCTEMbI YNIPaBEeHUst LOKYMEHTAMU 0CoB0e 3HaYeHue UMeeT MeTo-
LOnorns ee NPOeKTUPOBAHWUA U BHEL PEHMSE, BKIIOYAIOLWAs HUXKeNepencrieHHble 3Tarnb!.

MeTtogornorus, onuceiBaemas B nepedvcriedusx a) — h), He sBNAeTCA NMHEWHOR. 3Ty 3agaqu gonycka-
€TCA BbIMOSTHATL Ha paanuyHbiX CTaansX, MHOTOKPaTHO, 4aCcTUYHO MW NONHOCTLIO, B COOTBETCTBUM C OpraHu-
3aUMOHHbIMU NOTPEBHOCTAMM, otbrLiManbHLIMU TPEBOBAHUAMU 1 KAMEHEHWUSMY OPraHWM3aLMOHHON Cpeabl Mnu
cpefbl ynpaBneHus AOKYMEHTaMU,

a) MpensapuTerisHoe o6cnenoBanke BrNOYAET B ceba:

- c6op uHbopmaLmmn Ha OCHOBE aHanM3a [OKYMEHTaNBHBIX MCTOYHUKORB U MyTEM MHTepBb}OMpOBaHMﬂ

- U3yueHune Lieriei 1 3aaad opraHuaalimn, ee CTPYKTYpbl, HOpMaTUBHOM, AENOBOW U NOSIMTUMECKON cpedbt,
KpUTKUHECKMX (paKTopoB U HEAOCTATKOB, CBSI3AHHLIX C YNpasneHnem JOKYMEHTaMM.

b) AHanus genoBon 4esTenbHOCTY BKoYaeT B cebs:

- cOop uHbopmaLmm n3 JOKYMEHTaNbHbIX NCTOYHUKOB U NYTEM WHTEPBLIOMPOBAHUS;

- NOEHTUDMKaALMIO M JOKYMEHTUPOBaHNE Kamom DYHKLUUK, BUOE AETOBOM SEATENLHOCTY U onepaumu;

- YCTaHOBMEHNE UX nepapxum;

- MOLe/IMPOBaHMe NPOLECCOB W COCTaBIIAIOLVX UX onepauwu
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c) OnpegeneHve TpeboBaHMii kK AJOKYMEHTaM BKITIOHaeT B cebs:

- c6op MHDOPMaLNM 13 LOKYMBHTAabHbIX MCTOYHVKOB 1 NMYyTEM MHTEPBLIOVPOBaHNS;

- BbISIBMIEHUE KaXa0W DyHKUMN M BULA enoBov GeATENbHOCTH, peanuayemMbiX C TOMOLLbIO AOKYMEHTOB
(aTv Tpe6oBaHus MOryT ObITb BbINONHEHLI HA OCHOBE aHanuaa HopmamsHoﬁ cpeab! OpraHn3aLmum B COOTBET-

CTBWM C pa3genom 5);

- onpeaeneHue cTeneHy pucka B criydae, ecriv AOKYMeHTbl He Bbinv cosaaHbl U (UrM) He COXPaHeHbI;

- onpeaeneHne Toro, kak kaxxaoe rpebosaHne MoXeT BbIThb BLINONHEHO B paMkax npoLEeCccoB ynpasneHus
[OKYMEHTaMM;

- yeTKoe (hopMynUpPOoBaHUE M JOKYMEHTaNbLHOE 0hopmMrieHue TpeboBaHWt K JOKYMEHTaM;

- BbIOOP NOAXOAALER CTPYKTYPbl AOKYMEHTOB, HAUMyyLLInm 06pa3omM COOTBETCTBYIOUEN KaxXbon yHK-
uun, BUOY L,en0BON OEATENBHOCTH UNK OnepaLunu.

d) OueHka CyweCTBYIOWMNX CUCTEM YNPAaBEeHUA JOKYMEHTaMu npeacTasniseT cobom:

- NOEHTUDVKALMIO U aHanW3 CYLUECTBYIOLUX CUCTEM YNpaBneHns OKYMEeHTamMu U apyrux nHbopma-
LMOHHbIX CUCTEM B LiefsiX OLEHKM MX IKCTUTYaTaLMOHHBIX XapaKTepuCTUK Ha NpeaMeT CooTBeTCTBUS TpeboBa-
HUSIM, NPpeabsaBMAEMbIM K SOKYMEHTaM.

e) ObecneveHne cobniogeHus TpeboBaHWii K AOKYMEHTaM BKNYaeT B.cebs:

- onpegerneHue u hopMynUpoBaHve TpeGoBaHUi K AOKYMEHTaM;

- YCTaHOBIIEHME NPUHLNNOB NONWTUKK, CTaH4apTOB, Npoueayp ¥ NPaKTUYeCKX JeNCTBUHA;

- NPOEKTMPOBAHNE HOBbLIX CUCTEM YNPaBIEHUs AOKYMEHTAMU K BHeOpeHUe WX TakuM oBpasom, 4Tobbl
cobnioganuck yctaHosneHHble TpeboBaHNS K JOKYMEHTaM. ,

Crpatervsi MOXeT ObITb IPUMEHEHA K KaXKAOMY TPEBOBaHMIO K AOKYMEHTaM OTAEMbHO U B KOMBUHALMM.
Crparerusi pormkHa 6biTb BbiGpaHa Ha OCHOBE CTENEHW pUcka B cnyvae HesbinornHexus TpeGosaHusa nuéo B
pamkax hyHKLUK (ANs NoSAEPKaHUa KOTOPOW NpeaHasHauyeHa CUCTEMA YNPaBIEHUst GOKYMEHTaMU), CyLLecT-
BYIOLLIEA CUCTEMHONM CpeAbl U KOPNOPaTUBHOWM KyNbTYpPbl, B KOTOPOW NPUMEHSIOT CTPaTeri, COrnacHo pas-
peny7.

f) MpoexTvposaHne CUCTEMbI YNIPABNEHUs SOKYMEHTaMK BKNoYaeT B cebsi:

- pa3paboTky cTpaTernn, NPoLEcCoB M NPUHLMNOB NPAKTUKK, ONUCHIBAEMbLIX B HACTOSIIEM CTaHaapTe;

- obecneyeHve Toro, H4TOGbl CUCTEMa ynpasreHusl JOKyMEeHTaMn nopaepxusana npoueccs! 4eroBoi
OEeATenbHOCTN, 8 HE MeLlana uM;

- OUEeHKY U, B cny4ae HeobXoauMocTH, NepenpoekTupoBaHue NPoLeccoB 4eNoBOW 4eATEeNbHOCTY, a Tak-
e Uenons3yeMbix UHHOOPMaLIMOHHO-KOMMYHUKALIMOHHBLIX CUCTEM AN BKITHOUEHKS B HUX NPOLECCOB No ynpae-
NeHUIO SOKYMEHTaMM,

g) BHenpeHue cUCTeMbl yNpaBneHnWs SOKyMEHTaMK

BHeppeHue cucrembl ynpasneHns AOKYMEHTaMN criegyeT NPOBOAUTE CUCTEMHO C UCNONb30BaHNEM Npo-
EKTHOro NNaHWPOBaHKA U METOAONOMIA, NOAXOAAWMX AN AaHHOW CUTYALIMM, @ TaKKe C LUerbio UHTerpawmMm
paboTkl 3TOM CUCTEMEI B NPOLLECCH AE0BON AEATENBHOCTU U ApYrue CBA3AHHLIE C HEW CUCTeMbI.

h) OBcnenoBanue nocrie BHeApeHUs npeactaenset coboi:

- HEOTBEMMEMbIY U HENpepLIBHLIN Npolecc c6opa uHgopmaLum o paboTe CUCTEMb! yNpaBneHns 4oKy-
MEeHTaMu. 370 MoOXeT OblTb NMPOBELEHO NYTEM MHTEPBLIONPOBAHUS PABOTHUKOR Y OCHOBHbLIX UCMOSTHUTENEN C
NOMOLLLIO aHKeT, HabnogeHus 3a CUCTEMON B AeACTBUN, U3yHEeHUS MTPOLESYPHBIX UHCTPYKLMIA, y4ebHbIX MaTe-
pyarioB U pyroi JOKyMEHTaLWK, a TAKKE NyTeM NpoBeaeHUs Bblﬁopqublx NPOBEPOK KA4eCTBA AOKYMEHTOB,
MCNOMNb30BaHUS KOHTPOITbHBIX Mep;

- COMPOBOXAEHWE CUCTEMb! YNpaBNeHUs! QOKYMEHTaMU MyTeM nposepkm v oLEeHKM ee paboTsl;

- NoAZEepPXKa paboThl CUCTEMBI YNPABNEHUS JOKYMEHTAMU NYTEM UHULIMMPOBAHUS 1 MOHUTOPUHIa KOp-
PEKTUPYHOLLMX AEACTBUN;

- KOHTPOINb (DYHKUMOHUPOBAHUA CUCTEMbI YNPABMNEHUsI AOKYMEHTaMy MyTeM YCTaHOBNEHUS pexumMa
HenpepLIBHOrO MOHUTOPUHIA W PErynsipHOA OLUEHKM.

8.5 lMpekpaiieHne NPpUMeHeHNs CUCTEM ynpaBrieHusi LOKYMeHTaMu

B cnyqae npekpalleHns UcronbL30BaHUA CUCTEMb! YIPaBNEeHUA QOKYMEHTaMN UMK yTpaThl €10 NErMTuM-
HOCTM JOKYMEHTbl Bonbliue He cnegyeT BKITHOYATh B 3TY CUCTEMY, OAHAKO HaxoOSLLMECS B HEW JOKYMEHThI
[OMKHBbI BbITh JOCTYNHBLI. [JOKYMEHTEI MOryT BbiTh NepemMelleHb! U3 CUCTEMbI YNpaBreHWUsl JOKYMeHTaMu B
COOTBETCTBUN C AENCTBYIOLLMMMW NpaBunamMn xpaHeHws v otbopa (nepenaqn) urnm B COOTBETCTBUY CO CTpaTern-
AMW KOHBEPTUPOBAHUA U MUrpaLmn. [poLece npexpailieHAa NpMMeHeHNA CCTEMbI YTPaBITeHUA [OKYMEHTaMu
BomkeH BbiTb AOKYMEHTanNbHO 3ahUKCHpPOBaH B TOW MEPE, B KOTOPOW 3TO NOTPeBYeTCA NS COXpaHeHUs ayTeH-
TUYHOCTM, [OCTOBEPHOCTH, MPUrOOQHOCTU AN UCMONb30BEHUSA U LENOCTHOCTU AOKYMEHTOB, NO-NpexHemy
HaxoRAWMXCH B 3TOM CUCTEME, BKINIOHaA NNaHbl KOHBEPTUPOBAHUSA UK Npeobpa3oBaHuUa faHHbIX (CM. 7.2).
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9 MNpouecchl ynpaBneHust 4OKYME@HTaMn U KOHTPOnNb

9.1 3kcnepTusa AOKYMEHTHPOBAHHOW wuHdOpMauuM, NOANeXalled BKIIOYEHUIO B CUCTEMY
ynpaBrieHUs BOKYMEeHTaMHM

OnpepeneHne cocTaBa AOKYMEHTUPOBAHHOW MHbOpMaLn, noanexallen BKNIoYeHUo B CUCTeMy ynpas-
neHus [OKyMeHTaMu, 6asnpyeTca Ha aHanmae HopMaTUBHOM cpebl M NoTpebHOCTeN AenoBoi AeATeNbHOCTN U
OTUYETHOCTH, @ TAKKE Ha OLIEHKE CTEMEHN PUCKOB B CMy4ae, eChu 3T! JIOKYMEHTbi He ByayT BKIHOUEHbI B CUCTEMY.
Tpe6oBaHUs MOTyT pa3nnM4aThbCs B 3aBUCMMOCTW OT TUMa OpraHn3aLnm, NpaBoBOro U COLMANLHOIO KOHTEKCTa,
B KOTOPOM OHa JenCTBYeT.

[lokyMeHTLI CO34a10T B CaMOWN OPraHmM3auum 1 nony4aT U3BHE Ha Pa3NUYHbIX HOCUTENSX U C MCNOMb30-
BaHWEM MOCTOSHHO MEHSIOWMXCA TexHonorui. JokyMeHTupoBaHHas uiopMauma aBnaeTca ANHaMNYHON,
OHa MOXET ObITh CO31aHa MHOXECTBOM UCTIONHUTENEMN, CYLLIECTBOBATL B HECKONBKUX BEPCUAX U HAXOAUTLCS Ha
pPasanuyHbIX CTagusix (GOPMUPOBaHUS B TEYEHWE Pa3NUYHbLIX NEPUOAOB BPEMEHM.

JokyMeHTpoBaHHY!0 MHdOpMaLUUIO CriefyeT BKITIoHaTh B CUCTEMY YrpaBrieHns JOKYMeHTamu B Kayec-
TBE IOKYMEHTOB U CBA3bIBATL C MeTaAaHHbIMU, XapaKTepusyioLmnumm ee ocobblii AENOBOM KOHTEKCT, B Cry4ae,
ecnu oxa nobyxaaeT opraHu3aLmm KAeACTBUIO, CITYXKUT ONA UX OTHETHOCTH, @ TakKe JOKYMEHTarbHO puKeupy-
eT [lelCTBUS, PeLLEHNS UMW NPOLECCHI NPUHATUS PELLEHUIA,

9.2 OnpeperieHue CPOKOB XpaHeHUs1 LOKYMEHTOB

* - MpurHATWE peLUEHNI O CPOKaX XpaHeHNs AOKYMEHTOB B CUCTEME yNpaBreHUs JOKyMeHTaM1 OCHOBLIBaeT-
CSl Ha OUeHKe HOPMaTUBHOW cpeapl, NoTpebHoCTel fernoBoy AesATEeNbHOCTM U OTHETHOCTH, a TAKKE Ha oLeHke
pvickoB. B Hayane ripouecca K NpUHATUIO TakMX peLleHnii crneayeT NpuBnekaTh CTPYKTYpHbIe NoapasfeneHus,
aAMUHUCTPUPYIOLLME KOHKPETHBIW BUA AeNOBOR AeATeNIbHOCTH, OTBETCTBEHHOTO COTPYAHMKA CNyx6bl ynpas-
NeHnsi BOKYMEHTaMu 1 Apyrve nuua, Npru4acTHbLIEe K 3TOMY NpoLeccy, B COOTBETCTBUMN C BHELLHEW M BHYTPeHHe!
MOSIMTUKOW ynpasneHnsi LOKyMEHTaMn v cTangaptamu. INpasoBbiMK MM MHBIMM TpeGoBaHWSIMW HOPMaTHB-
HOW cpefbl yCTaHaBNMBAOTCA MUHUMAIbHBIE CPOKN XPaHEHUS JOKYMEHTOB B CUCTeMe YNpaBneHns OKyMeH-
TaMW, BMECTE C TeM K pPELEHKNI0 3TOro BonNpoca creayet NpuBeKaTb YNoNHOMOYeHHbIe OpraHbl (apXMBHbIe
opraHbi Unu aygutopoes). [pu onpeaeneHnn Cpokos XpPaHeHUs AOKYMEHTOB CriedyeT yuuTbiBaTb Npasa u HTe-

‘pecbi BCEX 3aWHTEpPecoBaHHbIX NWU. [pUHMMaembie pellieHWs He AOSKHbI NpeaHaMEpPeHHO HapylaTb
Kakue-nubo npasa gocTyna.

YripasreHue XpaHeHneM JOKYMEHTOB IOMKHO OCYLueCTBHFITbCﬂ ans:

a) COOTBETCTBUA TEKYLLIUM 1 ByayLiMM NOTPeGHOCTAM eN0BON REATENBHACTU NOCPEACTBOM:

1) coxpaHeHusi MHPOPMALIMM O NPOLUMBIX M HACTOALLMX PELLEHMUAX U BUOAX A8ATENbHOCTU (KaK 4acTtu
KOPMopaTnBHOW NaMATH) B LiensiX tHhOPMaLMOHHOTO 0GEeCneUeH s PeLLeHHIt 1 ,u,emeanocm B HacTosILEM U
bynyuiem,

2) coxpaHeva [AoKas3arensCTB NPOLLNOW M HacTosIL e AesTenbLHOCTU 4ns cobriogeHns obsizartenscTe
OTYETHOCTH,

3) CBOEBPEMEHHOrO CaHKLUMOHMPOBAHHOIO U CUCTEMAaTMUECKOrO YHUUTOXEHNS [OKYMEHTOB, KOTOpbIie
BonblLLe He NCTOSb3YIOTCH,

4) coxpaHeHus KOHTEeKCTa AOKYMeHTa anst Toro, 4Tobbi b'y,qyume nonb3oBaTenu MornyM CYMTaTh LOKY-
MEHTb! 8YTEHTUYHBIMK 1 JOCTOBEPHBIMKM AaXe B TEX CAYYasX, KOraa cMcTeMbl YNpasneHs JOKYMeHTaMu, B
KOTOPLIX OHW XPaHWUIUCh, MPEeKPaTUn CBOE CYLLIECTBOBAHME WU NOABEPIINCH CYLIECTBEHHLIM M3MEHEHUAM;

b) cooTBeTCTBUS NPaBOBLIM HOPMAaM NyTEM AOKYMEHTHMPOBAHUS, Pa3bACHEHWS U NnpuMeHeHWA Tpebora-
HWIA HopMaTKUBHON cpeab! B cdepe ynpaeneHus JOKYMeHTamu B KOHKpETHOM HanpaeneHun [enoBon AeaTens-
HOCTH;

C) COOTBETCTBUA TEKYLLUMM U ByayLumMm noTpebHoCTaM BHyTpeHHMX W BHELLIHUX 3aMHTepeCOBaHHbIX nuy,
MOCPeACTBOM:

1) MAEHTUPUKELNM 3GKOHHBIX MHTEPECOB, KOTOPbLIE 3aMHTEpPECoBaHHbIE NMNLA MOTYT UMETbL B OTHOLLE-
HUW COXPEHHOCTHM JOKYMEHTOB B Te4eHne 6onee gnMTenbHOro Cpoka, Yem ato Heo6xoammo camor opraHmusa-
uMun. B cocras 3anmHTEpecOBaHHbIX ML MOTYT BXOOWUTL OEOBbie NapTHepbl, KIMEeHTsl U Opyrne nuua, Ha
KOTOPbIX BAUAIOT peLUeHUs N JeACTBUS AaHHOW OpraHn3aumm, a TaKke Te, KOMy opraHusauus AoMmKHa Apeao-
CTaBNSATL JOCTYNK CBOWM [JJOKYMEHTaM B LENAX OTYETHOCTU (ayANTOPbI, Opl"aHbl BNNACTM M yNpaBreHus, oprambi
cne,u,cnam;l apX1BHbIE OpraHbl UMu uccneposarenu),

2) yCTaHOBMEHMS 1 OLIEHKMN MPaBOBbIX, (IUHAHCOBbIX, NONUTUHECKUX, COLUMAMNLHbBIX UK APYTUX NO3UTHB-
HbIX PE3yNbTATOB OT COXPaHEHWUs JOKYMEHTOB [Ms CNYXEHUst UHTepecam uccneaosateneit M obiiectsa B
Henom,
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3) cobriopeHns TpeBoBaHWii COOTBETCTBYIOLLErO apXMBHOTO OpraHa B paMKaXx AefCTBYIOLLEro 3aKoHO-
aarternbCcTBa.

K ookyMeHTam ANUTenNbHOro Ny NOCTOSHHOTO CpoKa XpaHeHus 0BbIMHO OTHOCST AOOKYMEHTbI, KOTOpPbIE!

- cogepXKaTt cBeieHna O NOINUTUKe U ,D,eMCTBMFlX Oprann3salnu,

- coepxart cBegeHuns o B3aMMOLENCTBMM Opranmaaimnm ¢ 06Cﬂy)KVIBaeMbIMVI €10 KnueHTamu,

- OOKYMEHTanbHO CbMKCMPYI'OT npaeau O6ﬂ3aHHOCTVI-OT,qu'Ibe|X nnuw 0praHV|3aU,V|M,

~ UCAONb3YIOT ANA COo34aHUsA «NamMaTu» 06 opraHu3daLin B Hay4HbiX, KyNbTYPHbLIX TN KCTOPHUYECKMX
HEenNax;

- cofepxart ceBeeHns o 4eAaTesIbHOCTH, npencTasnsiolLLen MHTepec ans BHYTpeHHMX n BHEeLWHKX 3anHTe-
pecoBaHRbIX T,

9.3 BknioyeHHe AOKYMEHTOB B CUCTeMY yNpaBneHUs BOKYMEeHTaMu

BkriodeHuem AOOKYMEHTOB B CUCTEMY YNpaBneHns AOKyMeHTamMu JOCTUraloTCcAa cnefywuime Lenu:

~ YCTaHoBneHne B3aNMOCBSA3el MeXy A0KYMEHTOM, erc cosfjareneM ¥ KOHTEKCTOM CO34aHna OOKY-
MEeHTa;

- paamMelleHue (CbVchaLll/lﬂ) OOKyMeHTa, MeTaaHHbIX O HEM U ero B3auMMOCBSA3eN B cucteme ynpasnexunsa
AOKyMeHTamu; :

- yCcTaHoslieHne CBsi3eil ¢ OpPyrrMu LOKYMEeHTaMu.

Mpu BKMIOYEHUU JOKYMEHTA B SNIEKTPOHHYIO CUCTEMY YMPABIIEHWSi OKYMEHTaMN eMy MOFYT BbiTb Npu-

CBOEHbl MeTafaHHble, BKITIYEHHSIE, NPUCOAMHEHHbIE UMK CBA3AHHbIE C HUM HE3aBUCUMO OT ero hopmMara.
370 AOMKHO GbiTb NPEAYCMOTPEHO B NpoLedypax CUCTEMbI YNIPaBNEHUst JOKYMEHTamy. Takue MeTafaHHble
ocobeHHO HeoBX0AMMBbI A5t KOHTPONSA CTaTyca, CTPYKTYPbi M LIENIOCTHOCTU IOKYMEHTA B io60oe BpeMs, a TakKe
AN NOKa3a ero CBA3EW C APYrvMU LOKYMEHTaMM,

MeTogbl, o6ecnedmnBatoLne BKIOYEHUE [OKYMEHTA B CUCTEMY YNpaBeH st JOKYMEHTaMU, MOTyT BKITKO-

4aTh B cebs:
a) kraccuukaumio U MHOSKCUPOBaHUE, KOTOpPbIe NO3BONAIT COOTBETCTRYIOWUM o6pasomM cosnaeaTth

CChINKW, NPOBOAUTL IPYNNUPOBKY, NPUCBanBAaTL MMEHa, 3allMuiath KoHduaeHUMansHocTs, obecnedymrBars
L0CTYR ANS nonb3oBaTenei, a Takke NPoBOAMTL NOUCK, 0TEOP W naeHTUdUKaUu HeobxoanMbix (BocTpebo-
BaHHbIX) OKYMEHTOB; _ .

b) pacnonoxeHwne OOKYMEHTOB B NOrM4ECKOM NocneoBaTeNbHOCTY (kak ByMaxHbIX Aen, Tak U anekT-
POHHbIX AUPEKTOPWIA), ynpoLaroLLe nocneayoLiee MCoNb30BaHMe JOKYMEHTOB M cnpaBoyHyio paboTy; -

C) perucrpaumnio, kotopas obecnednBaeT LoKa3aTeNnbCTBO CYLECTBOBAHWUS OOKYMEHTOB B CUCTEME
yNpaBnNeHns JOKYMEHTaMu;

d) cucTembl, (hopManusyioLime Moaenu AenCTBUA, OCYLLECTBIISeMbIX B NPoLecce AeroBoi AesTenb-
HOCTH: _ :

1) cosgaloT MeTadaHHble, ONUChHIBAIOLLIME KOHTEKCT;

2) obecne4nBaioT 4OKa3aTeNbLCTRO MECTONOMNOXEHNA AOKYMEHTA;

3) MOeHTNDNUMPYIOT, Kakue 4eNCTBUS NOLNEXANU UCNOSTHEHUIO, HO He BbmonHeHbl

4) npeRT™MMBULNPYIOT, KTO MMEr OOCTYT K AOKYMEHTY;

5) uaeHTMDULMPYIOT, KOrAa Takon A0CTYN Mest MecTo;

6) obecneunBaloT CBUAETENLCTBA 06 onepaLmsx, npomaae,quHblx C AOKYMEHTOM.

9.4 Pernctpauun .
B cucTeMe ynpaBrneHnus [OKYMEHTaMM, OCYLLUECTBNAIOLLEN NPOLECCH perncTpauuu:

a) [OKYMEeHT PErMCTPUPYIOT MY BKIMTKOYEHUM €70 B CUCTEMY YNPaBNeHus AOKyMEHTaMu,

b) [o 3aBeplieHns perncTpaumm JOKymMeHTa He JoMycKaeTCs NpeanpuHuMaTh Kakue-nmbo nencramns,

BIVAIOLLAE Ha Hero. ,
OCHOBHLIM HasHa4eHueM perucTpaiinm aensieTcs obecneveHne OokasaTenbCcTBa TOro, YTO OOKYMEHT

6birt co3gat MK BKITIOYEH B CUCTEMY YNIPaBeHVs AOKYMEHTaMM, 8 LOMONHNTENbHBIM Ha3HaYeHUEM — YNpo-
LLieHne noucka foKyMeHTa. Pernctpaumsi BkTio4aeT B cebst KpaTkoe OnmucaHve AOKYMEHTa uimn-3anucb MeTa-
AAaHHBIX 0 JOKYMEHTE, a TaKKe PUCBOEHWE AOKYMEHTY UAEHTUDMKATOPA, YHUKaTbHOFO BHYTPM OnpeaenieHHOW
CVCTEMBI YNpaBIIeHNs JOKYMEHTaMu, PerncTpaunsa hopmanvayeT BKIYEHNe JOKYMEHTa B CNCTeMy yrnpasie-
HMA JOKYMeHTamy. ’

J10KyMeHTbI MOTyT BbiTb 38PErMCTPUPOBaHbI B CUCTEME YPaBNEHUS ,qoxymeHTaMM KaK LleHTpanu3oBaH-
HO, TaK ¥l JeLLeHTPanmn3oBaHHo. B 311eKTPOHHOM cpeje CUCTEMbI YIpaBeHnst JOKYMEHTamm MoryT BbiTb Cripoek-
TUPOBaHbI TaK, YTOObI perucTpUpPOBaTE AOKYMEHTbLI NOCPEACTBOM aBTOMATUYECKMX NPOLECCOoB, He Tpe6y+oumx
BMeLLaTenbCTBa COTPYAHMKE CryXBbl ynpaBrierus AOKYMEHTaMM. :
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9.5 Knaccudmkauus

9.5.1 Knaccudpukauus nenoson gesreribHOCTH

Knaccudbukaums [enosor ResTenbHOCTH ABASETCS MOLWHEIM UHCTPYMEHTOM, NOMOTalowMM BeOEHMIO
OEeNOBOW LEeSTENLHOCTY, U NMPUMEHSIETCS BO MHOMX NpoLeccax no ynpasneHuio JOKYMeHTaMu, BKToYas B

cebsq:
a) ycTaHoBMneHWe CBA3el MeXAy OTAeNnbHLIMM JoKyMeHTamu A4ns obecnevyeHns HerpepbIBHOO AOKY-

MEHTUPOBaHNA AeATENbHOCTH,

b) cornacoBanHOE NPUCBOEHUE UMEH AOKYMEHTAM B TEYEHUE ONTUTESTLHOTO BPEMEHH;

C) OKazaHue NOMOLLM NP NMOMCKE BCEX AOKYMEHTORB, OTHOCALLMXCS K OnpeaerneHHon OyHKUMK 1k Buay
aenoaon?a LeATeNnbHOCTH, '

d) onpeheneHve NOSXOASWEN ONSA PA3NMHYHbIX TPYNN AOKYMEHTOB 3aluuThl KOH(UAEHLMaNLHOCTY, a
TaKke pasrpaHnyeHve JOCTYNa;

e} pasrpaHvyeHve Npas Nonb3oBaTenel Ha AOCTyr UAN Ha npoBeaeHne AENCTBUA € OnpeNeneHHbIMM
rpynnamu JOKYMeHTOB;

f) pacnpegeneHwe OTBETCTBEHHOCTU NO YIPaBIEHUIO OrpedeneHHbIMY rpynnamm JOKyMEeHTOB;

g) pacnpeaeneHne JOKyMEHTCB MO OTASMbHbIM NpoLeaypam B pamkax genoBoi geaTenbHOCTH;

h) onpeaenernue COOTBETCTBYIOLUMX CPOKOB XPaHEHUS U AeCcTBuUM N 0TOOPY AJOKYMEHTOB Ha XpaHeHWe
Unn yHUYTOXKEHNE.

9.5.2 KnaccudmkaumorHble CUCTEMBI

KnaccutukaumoHHble CUCTEMbI 0TPaXalT AeATeNbHOCTb Opranusauni, B KOTOPOA OHU CO3AaHbI, U
o6biyHO Ba3upyloTcA Ha aHanvae AenoBoW OesTerbHOCTWM oprannsaunn. KnaccmucdukauWoHHble cucTeMbl
MOTYT UCMNOML30BATLCA NS NMOAAEDPKKY PA3NUYHbLIX NPOUECCOB ynpasneHus AoKyMeHTaMmu. OpraHm3aumsm
Heo6xoaMMo onpeaensaTh CTeneHb KNnaccuukaunoHHoro KoHTpons, Heobxooumoro 4ns uene Mx 4enoBoi

AesITENbHOCTY.

9.5.3 Cnosapu Ucrnonb3yemMbiX TEPMUHOB

KnaccuourkalmoHHbie CHCTEMBI M YKa3aTeny MOryT ObiTh AONONHEHb! CrIOBapsAMM NCMONb3YEMbIX TEPMU-
HOB, PazbACHSIOLWMMM crieunnyeckme AN OpraHN3aLmMn TEPMUHBI U UX UCTONb30BaHKeE.

9.5.4 WHpekcupoBaHue

ViHOeKcupoBaHme MOXHO NPOBOAUTE KBPYYHYIO» T 2aBTOMATUYECKU M OXBATLIBATEL ANeMEHThI, B PA3HON
creneHn obbeanHeHHble B CUCTEME YpaBneHUs OOKYMeHTaMHU.

9.5.5 HasHa4eHuUe MHOEKCOB U KOQORB

INpu cebinkax Ha AoKyMeHTh 066IMHO MCNoNB3YHT Bonee kpaTkne hopMbl, YeM 3aronoeku (Kak Npasuno,
WHOEKChI, HOMepa U KO4bl), KOTOPLIE NO3BONSIT MAEHTUMDUUMPOBATL AOKYMEHThI

NHoekcauus no3BonseT ycraHaBnnBaTe MECTOMNONOXEHNE JOKYMEHTA, NOCKOMNbKY €ro MHOEKC, HoMep
WINMW KOZ YKa3bIBAIOT «a4pecy OnpeJeneHHOro JOKYMEHTA, O KOTOPOMY OKYMEHT MOXeT ObiTh HAWLeH B CUCTE-
M€ ynpaBneHns JOKYMEHTaMMu.

9.6 XpaHeHue u obpauieHne ¢ JOKYMEHTaMM

LOKYMEHTbI criefyeT XpaHuTb Ha HOCUTENAX, KOTopbie obecneqnBaloT X NPUrogHOCTb 41 NCTIONb30Ba-
HUsA, JOCTOBEPHOCTb, 8YTEHTUHHOCTb M COXPaAHHOCTL B TEYEHME YCTAHOBEHHOTO Nepuoaa BpeMerm (cM. 8.2).
Mepbi, o6ecneunBaroLiye xpaHeHue, obpalleHne 1 NCNonNbSOBaHNe JOKYMEHTOB, CriedyeT NPUHUMATL Ha Npo-
TSXKEHUN BCEro Nepuoa MX KU3HEHHOIO LiMKNa. i

HokymeHTbi TpeByIoT TaKUX YCNOBUIA M TEXHOOTUI XpaHEeHUS], KOTOPbIE YUMTLIBAIOT X 0CobbIe hnanyec-
Kve 1 XuMUHecKne cBOMCTBa. LieHHble fokyMeHThl TpebytoT Bonee ka4eCTBEHHOro XpaHeHus n o6CcnyxvBaxna
CcTeM, 4ToBhl COXPaHATL UX 10 TEX NOP, NOKA OHU He YTPAaTAT CBOK0 LEHHOCTL Y CIOBUS 1 TEXHOMOMMUN XpaHeH!s
JOKYMEHTOB JOKHbI BbITh CrIpOEKTMPOBAaHL! TaKMM 06pPa30M, YTOBk! 3aLLMLLATb JOKYMEHTL! OT HECaHKLMOHU-
poBaHHOro AOCTYNa, YTpaTb! UMW NOBPEXAESHUSA, @ TaKKe OT KPaXHM 1 Ype3BblH4aiHbIX CUTyaLUui.

OpraHunsaummn [onKkHe! paspabaTbiBaTe M NPUMEHATE UHCTPYKLIMM 110 KOHBEPTUPOBEHKIO M MUTpaLmMm
DOKYMEHTOB U3 O4HOW CUCTEMBI YripaBeHNs [JOKYMEHTaMU B APYTYIO.

OneKTPOHHbIE CUCTEMBI YTNPaBIIeHUA OKYMEHTAMU OOMKHBI BbiTe CNPOEKTVPOBaHbI Tak, 4ToBbl AOKY-
MEHTbI 0CTaBance AOCTYNHLIMK, Ay TEHTUYHBIMM, DOCTOBEPH bIMM ¥ TPUIO4HBLIMW 15 UCNONb30BAHMSA He3aBK-
CUMO OT MoBblX M3MEHEeHWA B CUCTEME Ha MPOTSHKEHMK BCErO Nepnoga UX XpaHeHWsl U MCTIONb30BaHUS.
M3ameHeHns B 3NEKTPOHHOW CUCTEME yrpaBneHns 4OKYMEHTaMM MOTYT BKITIOUATb MUTpaumio, KOHBEPTUPOBa-
HWe, BocnpoussegeHune 8 Opyrux hopmaTax nmm nobele gpyrve ygylumne crnocobbi BOCIPON3BELEHMS JOKY-
MEHTOR. Ecnu Takune NpoLecchi NPOUCXOST, CneayeT COXpaHsiTh CBUAETENBCTBO NPOU3BEAEHHLIX U3MEHEHWH,
a Taioke noapo6Hoe onucanme nobbix usmeHeHui hopM 1 hopMaToB LOKYMEHTOB.

12



roCT P UCO 15489-1—2007

9.7 Doctyn

OpraHuaaLmn 4oMKHbI paspabaTbiBaTe M MPUMEHS Tb MHCTPYKLUW, PEFNaMeHTUPYIOLIME BOMPOCHI A0CTY~
na K AJOKYMeHTaM.

HopmaTueHan cpena, B KOTOpon yHKLMOHUPYET OpraHn3auus, yctaHasnmeaeT OCHOBHbIE HOPMbI 06ec-
neYeHus Npas, YCrOBUK W OrpaHUYeHniA 4oCTyna, KOTopble OOMKHbl y4uThIBaThCs Npu pabote ¢ CUCTeMOoM
ynpaBeHus LoKkyMeHTamm. Takue cchepbl 4eATENBHOCTH, KaK KOHthugeHUnabHoCTb, 6eaonacHocTe, cBoboaa
MHDOPMaUNW 1 apXMBbl, PETYITMPYIOTCS CneunanbHbIM 3aKoHodaTenbCTBOM. [JOKYMEHTLI MOTYT COaepKaTh
NepCcoHanbHy, KOMMEPHYECKYIO Ui CNyeBHYo nHpopMaumrio. B Taknx cny4asx 4OCTyn K JOKYMEHTam Unum
HDOpPMaLMK O HUX CneayeT orpaHnymnBaTh.

OrpatuyeHns JocTyna MoryT pacrpoCTPaHATECA Kak Ha COTPYAHMKOB QpraHn3aumm, Tak n Ha NOCTOPOH-
HWUX nonbaoBaTtenei. JocTyn k JoOKyMeHTaM crefyeT orpaHu4nBate, ecnu atoro TpebyeT genosas gestenb-
HOCTb MNU HopMmaTtuBHas cpefa. OrpaHndeHWss 4OCTyNa OOMKHbI JeNCTBOBATL B TeyeHue 0BOCHCBAHHO
YCTaHOBIIEHHOIO NEPUOLa BPEMEHMU, N0 UCTEMEHIW KOTOPOro NOANEKAT OCTMEHE.

ObecneyeHne COOTBETCTBYIOLLErO KOHTPONA AOCTYNa OCYLeCTBSETCA NyTeM NPUCBOEHWS orpefeneH-
HOro CTaTyca AOCTYNA KaK SJOKYMEHTaM, Tak M OTAENbHbIM fiiLaM.

YnpasneHue npoLeccoM ocTyna npeaycMaTpmBaeT, YTo:

a) LOKYMEHTbI pacnpefenieHbl NO KATErOPUSIM B COOTBETCTBUM C UX CTATYCOM AOCTYNa B OnNpeaeneHHoe
Bpems;

b) LoKyMeHTBI 4OCTYMHLI TOMLKO NuLiaM, obnagaoLym NpaBom JOCTYra K HUM;

C) 3acekpeueHHble AOKYMEHTHI NMMDO [OKYMEHTLI C OrpaHUMEeHHBIM AOCTYNOM MOTYT BbITh NpOMTeHbI
TOMbKO NpW HANWYMKU COOTBETCTRYIOLLENO pa3pelleHus;

d) npouecchl 1 onepaumm ¢ GOKYMEHTaMM OCYLLECTBIAIOT TOMBKO T€, KOMY Pa3peLleHo VX BEINOMHATY;

e) noapasfieneHnsi opraHnzanum, OTBETCTBEHHbIE 3a onpeAeneHHbie (OYHKLNM NeNOBOA AeATENLHOCTH,
yctaHaBnmnBakT CTENEeHb JOCTYNHOCTU ANA AOKYMEHTOB, OTHOCALLMXCA K obnacTi UX OTBETCTBEHHOCTU.

MOHUTOPUHT 1 OTOBPpaxkeHWe Npas U 0BA3aHHOCTEN NONb30BATENS NPY AOCTYNE K JOKYMEHTaM ABNAETCS
HenpepbiBHbIM MPOLIECCOM, NPOUCXOARILMM BO BCEX CUCTEMAX YNPaBTIeHNs JOKYME@HTaMKn He3aBnUCcUMO CT UX
hopmaToB. SNeKTPOHHBLIE CUCTEMBI YNPaBNEHNs QOKYMEHTaMu, B 4aCTHOCTH, TEPPUTOPUATIbHO pacnpegerneH-
Hble, MOTYT NONYy4aTb NPOTOKONbI MAEHTUDMKALUK NONb30BaTENEN U3 OPYTUX NPUNOKEHUA U CUCTEM.

9.8 KoHTponb gokymeHTOoO60pOTA
9.8.1 O6wme nonoXxeHns
KOHTponb ABMXEHWA U UCMONb30BAHNA SOKYMEHTOB B CUCTEME yNpaBsieHus NOKyMeHTamu TpebyeTcs

a) vaeHTUUKaLMm HeBbINONHEHWA TpebyeMbiX AeUCTBUN;

b) ofecneveHns NONCKa JOKYMEHTE;

C) npefoTBpalLEHUs yTpaTsi JOKYMEHTOB;

d) MOHMTOPWHIa UCMONb30BaAHNS CUCTEMbI YNPaBNeHWA JOKYMEHTaMK B LensiX COXPaHeHUs 1 3aiumThl
MHMDOPMaLIMK, 3 TAKKE COXPEHEHUSI KOHTPOSbHLIX 3anucen o Npou3BefeHHbIX ¢ JOKYMeHTaMu onepaumnax (B
TOM YMCIIe O BKITIOYEHUN B CUCTEMY, permcTpaumm, knaccudmkaumm, MHAEKCUpPOBaHNUKN, XpaHEHWUW, OCTYME U
MCMONb30BaHWN, MUIPaLINK U fiepedade);

e) coxpaHeHus cnocobHOCTU MaeHTUULMPOBaTL, B pesynLTaTe KaKVlX onepauuin (06 bLegUHEHUH UNn
MUFpPaLMM CUCTEM) BOSHUKIU OTLEMNbHbLIE JOKYMEHTHI.

9.8.2 KoHTponb genicTeun

KoHTponb AeNCTBMI B CUCTEME YNPaBneHWs JOKYMEHTamMy JONyCKaeTcst NPUMEHsTL ANS NPoLeccos, B
KOTOpLIX ASNUCTBUSA OrpanuyeHb Bpe MEHHLIMU PaMKaMu, YCTaHaBANBaEMbIMW Opranu3aLiMen Unu Ana opraHu-
3aumn. KOHTponb AencTBui:

a) onpegenseT aTanbi BLNOMHEHWS PELLeHWA Unu onepaumni, 3adMKCMPOBaHHLIX B JOKYMEHTE;

b) pacnpegenseT mexay NCNONHNTENSIMK OTBETCTBEHHOCTb 338 AENCTBUS;

c) dhmKeupyeT AaThbi NpeanonaraeMoro 1 peanbHOro BbIMONHEHRUA e UCTBUIA.

KoHTponke gencTBrUiA MOXHO 3PheKTUBHO NPUMEHATL, TOSbKO ecrivt JOKYMEHT 3aperncTpupoBaH B cUCTe-
Me ynpaBneHvs AOKYMEeHTaMu npexae, YeM HanpasrneH UCNIONHUTENSM.

9.8.3 KoHTponb MeCTOHaxoXaeHus

[BWxeHne JOKYMEHTOB JOMKHO 6biTh AOKYMEHTaNbHO 3a¢wu<cmposaHo ans obecneveHnn JOCTyna K HUM
BCeraa, korga ato 1pebyetcsa. MexaHWsmMbl KOHTPONS MOTYT NpeaycMaTpuBaTth hukcaumio ngeHTudmkaTopa
JOKYMEHTa, ero 3arofloBka, CBeAeHUN O COTpYOHWKe unu nogpasfeneHnud, obnafaowieM AOKYMEHTOM, U
BPEMeHU (JaThl) nepemeLleHmns JOKyMeHTa.
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Cvicrema ynpasneHvs JOKYMeHTaMM JOIMKHa KOHTPOSIMPOoBaTh Bblfiady, nepeaady Mexay coTpyaHuKamMm
1 BO3BPAaT JOKYMEHTOB Ha MECTO UX PACIONOXEHNS UMY XPaHeHWA, a TaKKe NX U3bATHE U3 CUCTEeMbI ynpasne-
HUs1 QOKYMEHTaMuU AN YHUUTOXEHUA nubo ons nepenaqu 4pyroun yrnosIHOMOYEHHOM CTOPOHHEN OpraHnsatni,
B TOM YMCIie apXMBHbIM OpraHaM, Ans gansHenero XxpaHeHms.

9.9 OT60p M Nepeaava [OKYMEHTOB Ha nocneaylouee XxpaHeHue Ui YHHUToOXeHue

Mpasuna, onpegensaolive B COOTBETCTBUM C BENCTBYIOLMM 3aKOHOAATENLCTBOM NOpAAoK otbopa un
nepegayn OOKYMEHTOB Ha Mocrenylolee XpaHeHNe NN YHUUTOXEHWe, criefyeT NPUMEHSTb CUCTEMHO U B
yCTaHOBMNEHHOM nopsigke B xoge o6bIMHON 4eST0BON feaTenbHOCTU. Hrkakux aencTaui no otbopy n nepegaqe
AOKYMEHTOB Ha NOCreayloLLee XpaHeHne U YHUYTOXEHWE He AOMKHO npeanpuHumMaTthes 6e3 yBepeHHocTU B
TOM, YTO ONpeaeneHHbli SOKyMeHT bonbLue He TpebyeTcs, paboTa ¢ HAM 3aBepLieHa U OH He roTpebyeTcs B
Ka4ecTBe JoKasaTenbeTaa.

[elictema no otbopy U nepefaye JOKYMEHTOB HA NocCneayloulee XpaHeHne unu yHUUTOXEHNE MoryT
npegycmarpusarh:

a) HEeMoCPEeACTBEHHOE (HUSUYECKOE YHUHTOXEHWE, BKINIONAs Nepe3anicb U ctupanue hannos;

b) fnanbHekiee xpaHeHne B CTPYKTYPHOM MOAPa3aerieH opraHnsaunm;

€) nepemeLleHne B COOTBETCTBYIOLEE XPaHUNULLE UK HA COOTBETCTBYIOLUA HOCUTEND (MO KOHTPO-
nem opraHuzavum);

d) nepepady B Apyrylo opraHuaaiuio, KoTopas npuHana Ha cebsi OTBETCTBEHHOCTL 3@ COOTBETCTBYHO-

Wyto AenoBylo AeATeNbHOCTh B pe3ynbraTte pecTpyKTypu3aLnu, NPOL4aKH Uik MPUsaTu3aumm;

e) nepenavy OOKYMEHTOB B XpaHWnulie, YrnpasrsemMoe B MHTEpEcax OpraHWsauum He3aBUCUMbIM
NOCTaBLUMKOM YCIyT M0 COOTBETCTBYIOWEMY KOHTPAKTHOMY COrnatleHunio;

f) nepepadvy OTBETCTBEHHOCTU 3a ynpaBneHne AOKyMeHTaMn COOTBETCTBYIOLNM OpraHaM, B TO BpEMS
KaK JOKYMEHTbI (hU3NUECKU XPaHWUT Opralinsalns-cosaarens;

g) nepefady B apxuvB opraHmnsauuu;

h) nepepavy B apxvBHbIE yHPEXAEHMUS.

Mpn bU3NYEeCKOM YHUHUTOXEHMU JOKYMEHTOB CNeayeT PYKOBOACTBOBATLCH CNEAYIOWLMMY NMPUHLMIAMU:

- YHUHTOXEHUE [OMKHO BbiTh CAHKUMOHUPOBAHHBIM U NPOBOAWUTLCA B COOTBETCTBUMN ¢ TpeBGoBaHUSMN
HOpMaTUBHOW Cpeabl;

- OOKYMEHTbI, CBA3AaHHbIE C NPEACTORWMNMM UK NPOBCAMMbIMM CYAEOHbIMY pa3bupaTenbcTBaMu u pac-
Clle4oBaHMAMU, YHUMTOXATL HE crieqyerT;

- YHUYTOXEHWE [NOKYMEHTOB ChnefyeT NpoBoAvUTbL Taknm obpasom, yutobbl obecneumBath KoHpUAEH-
unanbHOCTL Nbo cofepKallencs B HUX nHopMauum;

- CreayeT YHUYTOXATh BCe KOMUW JOKYMEHTOB, pa3petleHHbiX K YHUMTOXEHUIO, BKITIOMAR NepCoHanbHbie,
CTpaxoBble N pe3epBHbIE KoM,

9.10 JokyMeHTUpOBaHKe NpoLeccoB YrpaBNeHUs AOKYMEHTaMK

[oxymeHTauus, onnckIBaioLLas NpoLeccsl ynpasieHWs JOKYMEHTaMN U CUCTEMBI YNpaBreHUs JOKYMEK-
Tamu, fONXHa oTBeYaTb COOTBETCTBYIOLUM MPaBOBbIM, OPraHN3aLMOHHBIM N TEXHUHYECKUM TpeloBaHuAM,
[orkHbl BbiTh YETKO YCTaHOBNEHb! MONHOMOYMA MO BbINOMHEHWI0 TAKUX NPOUECCOB YnpaBneHns JOKyMeHTa-
MU, KaK Kraccudnkalus, MHAEKcUpoBaHme, aKkenepTvaa ueHHocTu, oT6op 1 nepenada QOKYMEHTOB Ha nocrie-
Ayree XxpaHeHNe Ui YHUYTOXEHKE. .

CooTBeTCTBYIOLLEE 38KOHOOATENbCTBO, CTAHAAPTLl M NONUTMKA OpraHv3aLn AOMKHbI BbiTe JOKYMEH-
TanbHO 3adMKCUpoBaH.l, 4ToBkLI onpeaenaTs TpeboBaHusA Kk npakTuke, 06crnenoBaHunio, NPOBEPKE U TECTMPOBA-
HMIO NPOLLECCOB yrpasneHnsa AokyMenTamu. Ocoboe BHUMaKWe cnegyeT yAensTh ApyrMM MHOPMaUMOHHbLIM
cucTeMam 1 npasunam (CTpaTernsm, onMT1kam), NPUMEHsIEMbIM BHYTPY OpraHusaumm, YTobbsl COXpaHATE Kop-
NopaTUBHYIO LIENOCTHOCTL CPeAbl YipaBneHnsa nHpopMaymnen.

Bce pelleHus 0 BKITIOYEHUN AOKYMEHTOB B CUCTEMY YNPaBneHus AOKYMEHTaMU U YCTaHOBNEHWUY CPOKOB
UX XpaHeHWsl CredayeT YeTKO SOKYMEHTUPOBAaTE U XPaHUTb. DTY pelleHns MoryT ObiTb 0POpMIIeHsbl B BUae
MHCTPYKUMK No O0TOOPY U Nepegaye JOKYMEHTOB Ha Nocnegyouee XpaHeHne nim yauutoxenme, Odbuunans-
Has JOKYMEHTauus, onpeaensiiowas Nopsaok aHanuaa u OLIeHKN JOKYMEHTOB, Ha OCHOBE KOTOPOW NPUHMAIOT
peLieHUs O BKITIOYEHUN JOKYMEHTOB B CUCTEMY YNPABIIEHUA JOKYMEHTAMUN U WX XPaHEHUWN TaM, JOMXKHA ObITh
NOAroTOBMEHa U MPeACTaBieHa Ha YTBEPXKASHWE BhICLIEMY PYKOBOACTBY. Takas [OKyMEHTaUuMsA OOMmKHa
cofepxaTts nogpobHoe onucarue AENOBON ASATENLHOCTY ¥ AOKYMEHTOB, OTPAXKAOLIMX KaX bl BUA AeNOBOiA
LEeATEenbHOCTH, C YETKUM 1 0JHO3HaYHbIM YKasaHWEM CPOKOB UX XpaHeHUs U OecTBuMiA No oTOOpY v nepeaade
AOKYMEHTOB Ha rnocneayioLiee XxpaHeHne unm yHuuToxenue. CobbiTs, THULMMPYIOLLIME UNW pa3peLlalolime
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AeicTBUS no oTEOpY ¥ Nepeaave JOKYMEHTOR Ha NOCNeayiollee XpaHeHne nnu yHUYTOoXeHue, BOMKHbI 6biTb
YETKO onpegeneHbl. Takke SOMmKHbI ObITh pa3paboTaHb! M MCMoNb30BaHbL! MHCTPYKLWKA MO nepefade JOKYMeH-
TOB Ha anbTepHaTVBHOE XpaHeHne (Hanpumep, BHeCETeBOe XpaHeHne). Takas JOKyMeHTauus QomkHa BuiTb
rpeacTaBnela Ha cornacoBaHue CTOPOHHMM YTONHOMOMEHHLIM OpraHam, TakuM Kak apXvBHLIE OpTaHs!, ayau-
TOPbI M T.N. CriegyeT XpaHWUTe GOKYMEHTLI, OTpaxaroLme BbiNoNHeHne JencTaui no oT6opy n nepegave AoKy-
MEHTOB Ha NMocrieayloLlee XxpaHeHne UM YHUUTOXEHNE.

10 MOHWUTOPUHr U ayauT

[ns oBecrneyeHusi COOTBETCTBUS NPOLIEAYP W MPOLIECCOB, MPOUCXOASALMX B CUCTEME YNPABIEHUST AOKY-
MeHTamu, TpeBoBaHUAM OpraHu3aLim U AN Noy4YeHUa OXXuLaeMbIX pesyibTaToB CrieayeT perynspHo NpoBo-
OUTb X MOHUTOPUHI. Takol MOHWUTOPWMHI AOMMKEH NPOBEPATb KayecTBO paboTbl CUCTEMb! YNpaBreHus
AOKYMEHTaMMU B OpraHu3aumy, MCNOoMHeHWe Norb3oBaTensMu CBOMX 06R3aTensCTB B OTHOWEHWM CUCTEMBI
yNpaBneHusl JOKyMeHTaMu, a TakKe Y4,0BI1eTBOPEHHOCTL NoNb3oBaTenei faHHoW CUCTEMOIA.

HopmarueHan cpega MOXeT TpeGoBaTh NpoBefeHnss MOHUTOPUHIa M ayauTa CTOPOHHUMU opraHuaa-
UMMM,

B cnyyae o6HapyxXeHUst HenpUrogHoOCTU UNK He3EKTUBHOCTH UCNONL3YEMON CUCTEMBI YTIPaBNeHUs
LOKYMEHTaMM M MPOLECCOB YNPaBIeHNs JOKYMEHTaMM OHW AOMKHbI 6biTb MOAUMULNPOBEHbI.

COOTBETCTBME CUCTEM YNPaBeHUs 4OKYMEeHTamMu yCTaHOBeHHbIM TPeBOBaHMAM, & TaKKe MOHUTOPUHT

creayeT AOKYMEHTamNbHO (PUKCUPOBATh, 8 OTHETHLIE AOKYMEHTbI XpaHUTh.

11 O6yueHune

Opranuaauun, ctpemsiwancs cobniogarts TpeboBaHust HAaCTosALEero cTangapTa, 4OKHA NPUHUMAETE JoN-
rocpouHyo nporpammy o6yyenus B obnacTtv ynpasneHus OKyMeHTamu. [porpaMmsl 06y4eHns yripasneHmio
[AOKYMEHTaMM JOKHbl OXBaTbIBaTb POSN M OTBETCTBEHHOCTL BCEX COTPYAHMKOB M BbiTh agpecoBaHbl BCEM
PYKOBOZAAWMM, LITATHbIM, BPEMEHHLIM paboTHUKaM, nuuam, paboTalowmm Ha obLLeCcTBeHHbIX Ha4anax, u
no6bIM APYTUM NULLAM, OTBETCTBEHHbLIM 3@ CO34aHUe JOKYMEHTOB BO BPEeMS UX paboThl U 38 BKITIOYEHNE STHX
LOKYMEHTOB B CUCTEMY YripaBreHmns SoKyMeHTaMu, YueGHbie nporpammsl MOryT BbiTb NOATOTOBIEHI 1 peanu-
30BaHbl BO B3aUMOOENCTBUAMN CO CTOPOHHUMM OpraHM3aLMamMu.
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MpeameTHLIN yKa3zaTens

apXuBHoOE yupexaeHue
apXUBHbI OpraH, CM. apXUBHOE yupex/eHue

ayauT ynpaBneHus JoKy MeHTaMu

ayTEeHTUYHOCThL AOKYMEHTOB

BKIHOMEHUEe AOKYMEHTOB B CUCTEMY YrpaBNeHUs [OKYMEHTaMu
BHEAPEHME CUCTEMI YNPaBNeHUA OKyMeHTaMu
AEeNOBON OeATeNLHOCTU aHann3

AEeNOBOM OesATeNlbHOCTU KnaccuduKauMoHHas cucTeMa
AOKYMeHT

OOKYMEHTUPOBaHUe onepaLmil c LOKYMeHTamMu
AOKYMEeHTUpOBaHMe NOSIMTUKK ynpaBneHus JOKYMeHTaMu
AOKYMEHTHMPOBaHHMe NPoLEeCCOoB YNpaBNeHUs JOKYMeHTaMM
HOKyMeHTHpOBaHHas uHhopmaLus

DOCTOBEPHOCTb AOKYMEHTA

[ocTyn

M3MeHeHMe JOKYMeHTa

UHAEKCUpOBaHne

WCMONMb30BaHUE AOKYMEHTOB

MCNONL30BaHUE CUCTEM YNPABNEHNS AOKYMEHTaAMMU
KnaccuurKalMOHHbIe CUCTEMbI

Kknaccudukaumsa

KoObl, CM. HOMepa U Koabl

KOMIMNEKCHOCTb CUCTEMbI YITPABNEHVA JOKYMEHTaMMU
KOHBEPTHPOBaHUe

KOHTPOIb

KOHTPOJTb OEUCTBUMA

KOHTPONbL MECTONOSIOXEHUR [JOKYMEHTOB

MeTafaHHbIe O AOKYMEHTE

METOAONOIUA BHEAPEHUSA

MEeTOA0MOrMA NPOEKTMPOBAHUSA

MMUIpaUUsi JOKYMEHTOB

MOHUTOPUHT

HaAeXHOCTb CMCTEMbI yNIPaBNeHUs1 LOKYMEHTAMM
HOoMepa U koAbt

HOpMaTMBHasl cpena

HOCHUTESb, CM. XPaHEHNE JOKYMEHTOB

obecneyeHue COXPaHHOCTU AOKYMEHTOB
obcnenoBaHue riocne BHeApeHus

obcrenoBanve npegBapuTenbHoe

obyuenmne

oT60p U nepenaya

OTBETCTBEHHOCTh

OTYETHOCThL

OL)eHKa CYLLeCTBYOL{UX CUCTEM

NOUCK, CM, AOCTY, UHAEKCUPOBaHUE

NONUTUKa yNpaBneHus QOKYMeHTaMu

npekpaileHue NpUMeHeHUA CUCTEeMbI YNpaBNeHUs AOKYMEeHTaMm
nporpamma ynpaeneHnsa JOKyMeHTaMu
NpoeKTUpoBaHUEe CUCTEMbI YNIPaBNEHUA [OKYMEHTaMU
NPOTOKOMb! KOHTPOITA CUCTEMHLIX NPoLleccoB
npouecchi ynpageneHysi 40KyMeHTamu
pacripegenieHHoe yrpassieHue

perucTpaumus OKYMEHTOB

cUCTeMa yrpaBrieHUss LOKyYMeHTaMu

CUCTEMHOCThb

crnosapm

coorBeTcTBHE TPeGoBaHUAM
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CPOKM XpaHeHust
cTparerusl ynpaeneHus AOKYMEHTaMU

TepMMUHb! U onpesenexHns

TpeboBaHWUA K OKYMEHTaM

YHUYTOXEHUE BOKYMEHTOB

ynpagseHue QOKyMeHTaMn

XpaHeHue JOKYMEHTOB

LeSTIOCTHOCTL JOKYMEHTa

LIenoCTHOCTbL CUCTEeMb! YNPaBNEHNA BOKYMEHTaMH
ype3BbiYafiHbie CUTYaUnK

3MNeKTPOHHbIe AOKYMEHTbI

SreKTPOHHAS! CUCTEMA YIIPABNEHUA BOKYMEHTAMN
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MpunoxexHune A
(cnpaBoyHoe)

CRefleHUA 0 COOTBETCTBUM HaLMOHANbHLIX cTaHaapTor Poccuinckon Pepgepaunu

CCbINTOYHbLIM MeXAayHapoaoHbIM CTaHAapTaM

O6o3HayeHne CCbIIOYHOMo
MEXAYHapOAHOro cTaHaapTa

O6o3HaveHUe 1 HauMeHOBaHKEe COOTBETCTBYIOWEro HaLMOHaNLHOTO CcTaHaapTa
Poccuiickon depepavum

WCO 5127-11—87

FOCT 7.69—95 Cucrema cTaHaapToB No MHGopMauuu, GubnmoTedHOMY U U3aa-
TensCKoMy Aeny. AyMOBU3yanbHble A0KyMeHTbl. OCHOBHLIE T@PMUHLI 1 ONpeaeneHust

nCO 5963—85

FOCT 7.66—92 CwucTtema cTaHgapToB No UHopMauuu, BuBnuoTeyHoOMy U usaa-
TenbckoMmy neny. VWHaekcvpoeaxue aokymeHToB. Qbme TpeboBaHMA K KOOPAUHaTHOMY
UHOEeKCUpOBaHUK

nCO 9001—2000

FOCT P UCO 9001—2001 CucTtembl MeHe)KMeHTa kauecTBa. Tpeboeanus

NCO 14001—96

FOCT P UCO 14001—98 CucTembl ynpasneHus okpyxatoLlei cpegon. TpeGosarus
¥ PYKOBOACTBO NO NPUMEHEHNIO
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YOK 005.92: 006.354 OKC 01.140.20 T62

KriioueBble criosa: AOKYMEHT, AOKYMEHTHas WHGopMaLWs, ynpasreHe AOKYMEHTaMu, CUcTema ynpasneHus
LOKYMEHTaMK, NPOeKTUPOBaHUE U BHEAPEHWE CUCTEMbI YNPaBeHns JOKYMEHTaMW, NPoLECChl YrpaBneHns
LOKYMEHTaMM, PerucTpaums AOKyMEHTOB, MeTaZaHHbie O AOKYMEHTE, 3KCMepTWU3a LIeHHOCTU [OKYMEHTOB,
obecneyeHne CoXPaHHOCTYU IOKYMEHTOB, XpaHeHe AOKYMEHTOB, YHUYTOXEHUE NOKYMEHTOB, AOCTYM K [OKY-
MEHTaM, 3aLUMTa JOKYMEHTOB, UCNONb30BaHUE JOKYMEHTOB, [OKYMEHTUPOBaHUe
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