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\



NK-11 - BhapeHne HaBbiIKaMn aHanusa
UHpopmaumm o PyHKUMOHNPOBAHUN CUCTEMDI
BHYTPEeHHero 4OKyMeHTOoOOopoTa opraHm3auum,
BeOeHnA 0a3 AaHHbIX NO pPa3fNUYHbIM NOKa3aTenam
n dopmupoBaHua MHPOPMaALMUOHHOIO
obecneyeHns y4aCTHUKOB OPraHM3aLUUOHHbIX
NPOEKTOoB

bobikoBa T. A. [lokymeHTaUMOHHOE obecneyeHne
ynpasneHns (0enonpon3BoacTBO) [ONEKTPOHHbIN
pecypc] : yueb. nocobue / T. A. BbbikoBa, T. B.
KysHeuoBa, J1. B. CaHknHa. - 2-e naa., nepepad. v
pon. - M. : UHOPA-M, 2017. - 304 c. - Pexum
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Cnymﬁa IlOKyMEHTaHHOHHOFO
oﬁecneqemm ynpaBjieHUs (JIOY)

- 3TO CTPYKTYPHOE€ IOApa3aeIeHue, Ha ROTopoe
BO3JI0KEHBI AEJI0ONPOU3BOACTBEHHbIE OIePaLM
(perucTpanusi, KOHTPOJIb UCIIOJTHEHUSI,
XpaHeHHe, UCII0JIb30BAHHE JOKYMEHTOB M T.II.)

370 MOXKeT BbITh:
- YNPaeneHue aenamm;

- 06U oTAeA;

- RaHLUenApus;

- CeKkpeTapuar.
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< 10 000 zoxymentor | Cekperaphb Mausle npeanpsTIL,
PYKOBOZIHTEJIS HeGOIBIIIHE KOMMEPYE CKIIE
4 kiaace bupum1
10 000 — 25 000 OTtnen [Tpeanpusarisa u
JTOKYMEHTOB JICTIONPOU3BO/ICTBA OpraniBalln CpeaIHero
3 Kiaace pasmepa
25000 — 100 000 | O6uwii otzen e —
TOKYMEHTOB npehnpuxa B
2 KJ1ace PRI
> 100 000 ViipaBieHue enamMu | AZAMHHICTPALuLs
JOKYMEHTOB IIpesnaenta P(;}Q
1 kaac paBIITeTReTRo P 'Ip .
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Opranmzanua COY: HanMeHoBaHHE H CTPYKTYPa cny:xd OV

1lycTaHasnmeaeTcn B COOTBETCTEBMM C NPUHAANEXKHOCTBIO K
onpeneneHHoON rpynne OpraHmn3aummn,
2)onpenenfeTcs ee LenAMM, 330a4amMi 1 YHKLUAAMMA

HanmeHoBaHMA CTpyKTypHLIE [ONKHOCTHLIE
cnyx(s JANIEMEHTE] Cﬂyms nvua cnyms

o) o Jxcneguuna, rpynna i - - N\
AOKYMEHTOB, rpynna (ynpaBneHna genammn,
KOHTPONA NCMONMHEHNA, KaHuenapum, oTaena);
OTgen OOY; OTAEN NWCEM, - Cneynanmcrol
Kanuenspwus; AL ALGTVC OB 1 (apxMBMCT, MeToauCT,
Cekperapb KOMMPOBASNLHO- NHCNeKTop);

(AOMKHOCTHO® MHOXMTENLHOE BHOPO, - TexHuyeckue

MCMNONHUTENN
nnug) ApPXWB, NPOTOKONLHaA (skcneguTophl
L ]

cnyxba, otaen Oenonpon3BoanTenu,
pauMoHann3auum MaLMHWUCTKN )

\ J/  \genonponiBoAcTBa ik

YnpasneHue
aenamm;

3agauu u Pyvacgua caywia JOY spinonager 80 p3aUMOIeHCTRHY ¢ APVIHMK
noapasgeneHuame 1 Caymiamu 0praauanuy (OPHITYecKol, PuH., MepcoHana U ap.)




CJl_ymﬁa OV pemmraeTr Tpy OCHOBHBIX KOMILTEKCA 3a/{a9:

obecneyeHne AOKYMEHTUPOBAHUSA
VrpaB/AEHYECKON AEATENILHOCTHU;

opraHusauuna paboTbl ¢ AOKYMEHTaMM B
yuperKaeHuu;

COBEpPLIEHCTBOBaHME popm U METOAOB
paboThbl C AOKYMEHTAMM.




3agayn obecnevyeHna A0KYMEHTUPOBAHMUSA
VPaBAEHYECKON ACATENbHOCTU MOTYT ObITb
PELIEHbI C NOMOLLbI BbIMOJAHEHWUSA

CNeaVIoLWLUX QYHKLIUNA:

® pa3pa60TKa U NMPOEKTUPOBAHWE 6/1aHKOB, obecneyeHus

UX U3TOTOBAEHWUHA;

e obecneyeHue U3roToBAEHNSA AOKYMEHTOB, KO POBaHUA U
TUPaRUPOBaAHWUHA;

® KOHTPONb KauecTBa NOArOTOBKU U ODOPMNEH LS
AOKYMEHTOB, COBAAEHUE YCTAHOBAEHHONW NPOLEAYPS
COr/TacoOBaHUA U YAOCTOBEPEHUE AOKYMEHTOB.




3agayn opraHusaunm paboTbl C AORYMEHTamMU B
VUPEKALHUM PeLLaTCH BbINMOAHEHUEM CAE AYHOLLLKX

QYHKLMNA:

® YCTaQHOBASHWE eANHOTO NOpAAKa NPOXOXKASHUA AOKYMEHTOB
| AOKYMEHTOOBOPOTa YHPEeKASHNA);

® JKcneAMUUMOHHan oBpaboTKa BXOAALLMX U UCXOAS LLUX

AO0OKYMEHTOB,

¢ Peructpauma v y4eT NOcTyNaWUX, OTNPaBAfSMbIX U BHYTPEHHMX
AOKYMEHTOB]

e KOHTpOﬂb 3a NCNOAHEHWEM JORKYMEHTOB,

¢ CucTemMaTM3alua AOKYMEHTOB, obecnedyeHne nx XpaHeHue u
UCMOAb30BaHWE; OpraHM3auns paboTel ¢ obpaleHUAMM TpaXKaaH.

® ObecneyeHne 3aWmnTbl MHOOPMaLUK.




334241 COBE pLUIEHCTBOBaHWA GOpM N MeToA0B paboThl ¢
AOKYMEHTaMW BKNIOYAIOT B cebs BbINOAHEHWE cheayiowux GyHKLWA:

® DA3PaBOTKY U NEPEPABOTRY HOPMATUEHBIX, MHCTPYRTUBHbLIX, METOANYECKUX
NOKYMEHTOR W AORENEHUE X N0 CEENEH WA PAOOTHUKOE OPFaHM3ALNW;

® METOAWYECKOE PDYKOROACTED W KOHTPONb 38 COBMIDAGH NEM VCTa HORAEHH bIX NPABUA
PABOThl C AOKYMEHTEMMW B CTPY KTYPHbIX MOAPIINENEHUAX OPTAHUAA LMK,

® MOBbIWEHUE KEaANDUKI LMK PABOTHUKOB OPraHn3aLnmn U NX KOHCYILTUPOBAHNE NO
BONPOCam PaboThl C AORYMEHTAMMN;

& VIOPAAOYSHME AOKYMEHTSUMW OPrannlalling, nposeacHe paboT no yHUOUKI LMY
NORYMEHTOB, PA3PaboTra Tadbena n Ansboma POPM AOKYMEHTOER;, NPUMEHAEMbBIX B
ACATENBHOCT OPTaH MAaUNK;

® Da3PABOTKY 1 BHEAPEHWME HORLIX DOPA 1 METOACE PABOTHI C ACKYMEHTIMM,
COBEPLIEHCTEOBAHWE NOKYMEHTOOB0POTA OPTraHMIFL NN, NOELILLEHKE
WCRIOAHUTENBHOW BUCLWNIAHbI;

® NOCTAaHOBKY 330284 PA3paboTky 1 COBEPWEHCTEOBIHNA BBTOMATHIN PORAH HbIX
WHIDO PAMA LLMOHH BIX CHCTEM 1 B3 AaHHABIX AN PaBOoThl € AOKYMBHTAMN.




C  mempro permaMeHTaIlml IelOIpPOIBOACTBEHHOIO IIpollecca,
OIpeeneH I IMPUeMOB 11 CIIOCOOO0B CO3AAHIIT U 00PabOTKII JOKYMEHTOB B
OpTraHIT3aAINII OTAENE] AeIOMIPOI3BOACTBA Pa3padaThBalOT MHCTPYKINII 110
OEeTOIIPON3BOACTRY, KOTOpBIe YUPEKJAFOTCI IIPHKA30M PYKOBOAUTET
VUPEeKIeHI.

HemocpeacTeeHHOe BeleHIle elOIIPOIRBOACTBA OCYIIECTBIIISTCA
JOIDKHOCTHBIMIT JIIIIAMII, HAa KOTOPBIX BORIOKEHA OTBETCTBEHHOCTH 3a
OEeIIOIPOI3BOACTBO, YUeT II COXPAHHO CTh TOKYMEHTOB Ha e JIIPILTTIIL
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HCTPYKLUS T10 JICJOIPOU3BOICTBY

® CO3/IaHME HOPMATUBHO-METOAUYECKON Oa3bl
JEJIONIPOU3BOICTBA (MHCTPYKIIMHU, TTOJIOKEHUH,
PEKOMEH 1AM U Jp.);

e 0Opa3oBaHME pAlIMOHAJIBHOW OpraHU3allMOHHON
CTPYKTYpPbI M OIPEJCICHUE ONTUMAIbHON YHUCIEHHOCTH
pPa0OTHUKOB CITYKOBI JICTIONMPOU3BOJICTBA, a TAKKE
CHUCTEMBI B3aMMOCBA3€H YKa3aHHOW CIYKOBbI C APYTUMHU
CTPYKTYPHBIMU TOAPA3ACIICHUAMU;

® YIIOPSJIOUEHHUE cocTaBa M (hOpM JTOKYMEHTAlIHH,
TEXHOJIOTHHU €€ MOATOTOBKH U O(OPMIICHHUS;

® YCTAHOBJICHHUC PAllMOHAJIbBHOTO TOPpsZAKa IMPOXOXKACHUA U

00pabOTKH JTOKYMEHTOB M T.JI. -




2.OpraHnsauus gernonpon3BoacTBa.

\



OcHOBHbIE 3agauum
aenonpou3BoAcCTBa:
4

® co3gaHue OOKYMEHTOB, T.e. pukcauma nx Ha
KakKoM-rinbo HocuTtene;

® nepenavya OOKYMEHTOB ANS UX Nocreaylowero
MUCMONHEHUS UNN NPUHATUA PELLEHUN;

® perucTpauus AOKYMEHTOB ANS OCYLEeCTBeHUS
KOHTPONS Ha4 UX UCTONHEHUEM;

® cucrematTusauumsa U XxpaHeHUe NOKYMEHTOB,

® ObLICTPbLIN NMOUCK AOKYMEHTOB MO Mepe
HaaoOHOCTM.




= Jist A pexkTuBHOI padOTHI ¢ JOKYMEHTAMU
NOJIKHBI ObITH NPEIYCMOTPEHBI:

UHCMPYKYUA O 0C/IONPOU3BO0CHIBY
npeonpusmus

pabbbbbbobi

00pasuvl npasuIbHO OPOPMIEHHBIX
ookymenmog (na I1K)

HOMEHK/lamypa 0ell npeonpPUAnu

O0/LHCHOCHIHbLE UHCMIPYKUUU
padomuukos

mexHu4eckoe odyuenue nepconana
HOGBIM MEXHO/IOZUAM PadOmuL ¢
OOKyMeHmamu




Jlist 3ppexTUBHOI padOTHI ¢ JOKYMEHTAMU
NOJI2KHBI ObITh PEAYCMOTPEHDI:

bhhabaud

*  Memoouueckoe pykoeoocmeo co
CHIOPOHDL CILYIHCO
0€J/10npPou3600cmaea

UH(opmuposanue pykosoocmea
0 COCMOAHUU PADOMbL C
OOKyMeHmamu
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HA3HaA4enue OmeemcmeeHHbLX
JIUY 30 OP2AHUZAUUIO
0e/10npou3600cmad 6
nOOpa3zde/leHusx
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AdeuxeHue OpeaHu3auyus
u yyem XPaHeHus
OOKyMeHmoe OOKYyMeHmos8

Co30aHue
OOKyMeHmoe



N OoKYyMeHTOO0OO0pPOT - aro
npouecc ABMXEHUA AOKYMEHTOB B OpraHm3auum c

MOMEHTa UX co3aaHunAa Uinn noisfiyyeHmsa Ao
3aBepueHunsa nx NCnorfiHeEHA U nepenayvdn B apxmas.

[poaBMXXEHNE NOKYMEHTA NPOUCXOAUT:
® B npocTpaHCTBE: BHYTPU NPEeAnpuUATUS U 3a ero npeaenamu.

e Bo BpeMeHU: OT MOMEHTAa CO34aHUSA UMK NONYyYEHUS
[IOKYMEHTAa [0 ero oTnpaBku agpecary unu nepegadyum Ha
XpaHeHue.

BHeWwHU KOHTYP AOKYMEHTOObopoTa
(perucTpauna Bxoaauinx 1 MCXoaaLmx nmcem)
BHYTpEeHHUN KOHTYP AOKYMEHTOO0bopoTa

(MHULIMAUMA-NCTIONTHEHNE-COrTIacoBaHUE-YTBEPXK A EHNE -
perucrpaumus)
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e Apxue — 3TO MECTO AONTOBPEMEHHOIO oo
XpaHeHUa JOKYMeHTaUuu co cneLlunanbHom
opraHusauuein MaccMBoB AOKYMEHTOB,
rapaHTUpyrLLEN BOSMOXHOCTL A0CTYNA K

HUM MO ofnpeierieHHbIM MNMpaBuriam.

e ApxusHoe 0esio — 3TO COCTaBHaA 4acTb
aenonpousBoacTea, obecneymBatoLLas
OpraHusaLni CUCTEMaTUIUPOBAHHOIO
[OMNroBPEMEHHOro XpaHeHUs JOKYMEHTOB.
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PopMbl OpraHu3aLuumn
aenonpou3BoacTBa:

* UEeHTpanu3oBaHHas
el eHTpann3oBaHHas
e CMEeLUaHHas



IlenTpasau3zoBanHas popma
AeJIONPOU3BOACTBA MPEANOJIAracT:

* 4TO BCE BUBI pa0OT ¢ JOKYMEHTAMM MPOBOJATCS B
OJTHOM MECTE (B KaHIIEJISIPUH, B CITYKOE
NOKYMEHTALMOHHOIO 00€CII€YEHUA YIIPABJICHUSA, Y
CeKpeTaps);

O 5Tta opma Haubosee 3(pPEeKTUBHA B OPraHU3aLMAX C
HEOOJIBIIIUM JOKYMEHTOOOOPOTOM, TaK KaK OHA
MO3BOJIAET MAKCUMAJIbHO aBTOMATU3UPOBATh U
MEXAHU3UPOBATh TPYAOEMKHUE OIEPALAM T10
00pabOTKE TOKYMEHTOB, KOHTPOJUPOBATH BECH
JEJIONMPOU3BOJACTBEHHBIN MIPOLECC U CO3aBaTh
€IUHYIO CIIPABOYHO-UH(OPMAIMOHHYIO CUCTEMY IO
TOKYMEHTAM.



JleneHTpa/inzoBaHHasa popma
1€JIONPOU3BOACTBA

NPUMEHSIETCS B OpraHU3aLMsaX, UMECIOIIMNX
TEPPUTOPHUATIBHO PA30OIIECHHBIC CTPYKTYPHBIE
NoJpa3ACaCHUs, ¢ OOJIBIINM
JTIOKYMEHTOOOOPOTOM.

Jta (hopMa NPEAroIaract, YTo B KaKa10M
CTPYKTYPHOM MNOJPA3JICIICHUU €CTh CBOS
cinyxk0a JIOY nnu oauH padOTHUK, KOTOPBIM
CaMOCTOSITEJILHO BBIIIOJHIET BCE BUIBI padOT
C JOKYMCHTaMHM.
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Cmemiannast popma
1€JIONPOU3BOACTBA

B KpymHBIX OpraHu3aumsax ¢ 00JIbIIUM 00BEMOM
JOKYMEHTOOO0POTA YaIlle BCEro NPUMEHSICTCS
cMemiaHHasi ¢opma aeJ1I0npou3BOACTBA, IIPU
KOTOPOM OJHA 4acCTh JCJIONMPOU3BOJICTBEHHBIX
omnepanui OCyIIECTBIIACTCS [IEHTPAIN30BAHHO
(HampuMep, MPUEM U EpBOHAUYaIbHas 00padoTKa
NOKYMEHTOB, UX PETUCTpaLud), a Apyras
(HampuMep, TEKYILEe XpaHEHHUE U IMOATOTOBKA K
CIaue JIe] B apXMB) IIPOBOJUTCS B CTPYKTYPHBIX
MOAPA3ACTICHUAX .
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. Cucrema ynpaeneHua JOKyMeHTaMu
MeTogonorna NPOSKTUPOBAHUA N BHEAPEHUA CUCTEMbI

ynpaBneHnA AOKYMEHTaMM

MNMpoekTUpOBaHUe M BHEADEHME CUCTEM YNPARNEHWMA JOKYMEHTAMM

3ran 1 3ran 2 AHanus : Sran 3 _ | m 5 J1an 6
Mpogenenue ynpaenexueckon P Onpgueneuue — onpemgnng : M poe KT HPOBAHHE
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FTOCT P UCO 15489-1-2007 CUBUL.
YnpaBneHue gokymeHtamu. OdLwmne tpedboBaHus

HALUMOHANBbHbLI CTAHOAPT POCCUMCKOW
OENEPALNU

Cucrtema ctaHOapToB Mo MHopMaLuuu,
bnbnnoTeyHoMy 1 nsgaTteribCKoMy aeny

YTPABJIEHUWE JOKYMEHTAMU

Nata BBegeHnsa 2007-07-01
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