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LeAu:
1) U3y4UTb OPraHU3ALLUIO AOKYMEHTOO6OopPOTAa HaO Npumepe
cyAeObHoro yyactka Ne5 mnposoro cyabu KupoBckoro pauol
Nepmu;

2) paccMoTpEeTb CTPYKTYPY APXMBHbIX CNPABOYHUKOB HA
cyAebHOoM y4yacTKke Ne5 Kuposckoro panoHa r.llepmu;
3aaquu:

1) npoBecT 0630p HOPMATUBHO-CMPABOYHOU AUTEPATYPHI N
TEMAM;

2) onucaTb OPraHMU3ALLUIO AOKYMEHTOOOOPOTA HAO CyAeOHOM
y4yacTke Ne5 Kuposckoro panoHa r.fMepmu;

3) NPOAHAAU3ZUPOBATL NPOLLECC MOAb3OBAHUS APXUBHbIMU
CNPABOYHMKAMM HO cyAeBOHOM yqacTke Ne5 KupoBckoro pamc
r. Nlepmu;

4) 0O3HOKOMUTCS C HEKOTOPbIMU BUACGMU CNPABOYHUKOB B ApPX
cyAebHoro yqacTtka Ne5 Kuposckoro pavoHa r.lMepmm.
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Jles1onpou3BOACTBO COCTABJISACT
MOJIHBIN HUKJ 00padOTKU 1
JABUKEHUS JOKYMEHTOB ¢ MOMEHTA UX
co31aHu4 (MOJIyYeHus ) 10
3aBepUICHUS MCIIOJTHEHUS H
OTIIPABKH.

JIOKYMEHTBI 3aKPeIISIoT
IPOU3BOJICTBEHHbIC OTHOILIEHUS KAK
BHYTPH NPEANPUATHS, TAK U C
APYIrUMH OPraHu3alusaAMM, 1 HEPEIKO
CJIYKAT NUCbMEHHBIM
J0Ka3aTeJIbCTBOM IPU
BO3HUKHOBEHUM MMYLIECTBEHHBIX,
TPYAOBBIX M HHBIX CIIOPOB,
paccMaTpUBaeMbIX IPAKIAHCKUMMU,
apOUTPAKHBIMH U TPETEUCKUMU
CylaMM.
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HlokyMeHT0080pOT | JlokymenToodopor —
| ~ IBHJKCHHE JOKYMCHTOB B

“ OpPraHM3aIlHuHu ¢ MOMEHTA

MX CO3JAHUS HJIH

OJTy4CHHUS 10 3aBepIICHHS

MCIIOTHCHUS WJIH

OTIPABKH.

JIOKYyMeHTO000pOT
SIBJIAETCS BA’KHBIM 3BEHOM

ACJA0IPON3BOACTBA, TAK
Kak OoNpcacjgaiacT HEC TOJIbKO

HHCTAHIHNHU IBUKCHUSA

AOKYMCHTOB, HO 1
CKOPOCTD 3TOI0 ABM’KCHU .




s
R Ly T

N3HaYaJIbHYI0 OCHOBY
JTOKYMEHTO000pOTAa OTPAKAIT
TaKHe OPraHU3alMOHHbIE
JTOKYMEHTbI, KaK yCTaB,
IOJI0KEHHUSsI, IPUKA3bI 0
pacnpeneJeHnn 00s13aHHOCTEN,
OpPraHU3allMOHHASI CTPYKTYpa
yUpeKIeHUsl.

Taxkum o0pazom,
JTOKYMEHTO000POT YUpeKICHUA
IPeaCcTaBJIsAET C000il VIABHYIO
OPraHU3aALUOHHYI0 MPOolJIeMy
NEeATEJbHOCTH CJIYKObI
eJIONPOU3BOACTBA U NMPO0JIEeMy
TEXHOJIOT UM
JTOKYMEHTAIMOHHbIX
MPOLECCOB, MO3TOMY 3aHUMAET
MeCTO Y3JI0BOI'0 3B€HA JII00H
CUCTEMbI /1eJIONPOU3BOACTBA.
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Opranusanus
JTOKYMEHTO000pOTa —
3TO NMPaBUJIa, B
COOTBETCTBUH C
KOTOPbIMHM IIPOMCXOAMUT
ABUKEHHUE TOKYMEHTOB
B YYpeKICHUM.
Opranusanust
JTOKYMEHTO000pOTAa
npeaycMarpuBaeT
pauMoHaJbHOe
JABUKEHUE JOKYMEHTOB,
BKJIIOYAKOIIEE KAK
onepanuu ¢
JTOKYMEHTAMM, TAK H
BCe UX NepeMelieHus B
anmapare ynpaBJeHHUs.
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" Paszeumue
doxymenmooGopoma

TepMuH «10KYMEHT0000POT» NMOSIBHJICHA B
gureparype B 1920-e roasi. B padorax Takux
KPYIHbIX CHICHAJUCTOB B 00J1aCTH
YIPaBJEHYECKOr0 TPYAA U AeJIONPOU3BOACTBA,
kak 3.K. J/Ipesen, P.C. Maiizeanc, /1.P.
IHokposckuu, I1.M. Kep:xenues,
chopmMyIMpOBaHBI OCHOBHBIE IOJ0KEHUSI €TI0
OpPraHu3aluu, KOTOPas U B TO BpeMs
CBA3BIBAJIACH C PAIHOHAJIBHBIM MOCTPOCHUEM
CTPYKTYPbI FOCYIaPCTBEHHOI0 anmapara, ¢
YeTKHUM pacnpenejseHueM (PyHKIUNA MeKITY
Pa3JIMYHBbIMH CJIYKO0AMHU U UCTIOJTHUTEISIMHA.




IlepBas monbITKA
HOPMATUBHOU
periiaMeHTAlMU eTHHbIX
NPUHIUIIOB OPraHU3AUH
JTOKYMEHTO000pOTA C/IeJIaHA B
npoexkre «O0Imux npaBui
TOKYMEHTAIMU U
JTOKYMEHTO000pOTAa»,
noaroTosjieHuoMm B 1931 1.
NHCTUTYTOM TEXHUKU
ynpasjieHusi. B 374 roanl B
JIATEPAType TEPMUH
«TOKYMEHT0000pPOT»
NPAKTUYECKHU He
ynoTpeoasiiics.
O0o3Hauaemoe UM NMOHATHE
UJIM OTOKIAECCTBJISAJM C
JeJIONPOU3BOCTBOM B 1IEJIOM,
WM 3aMEHAJU TEPMUHOM
ALK TP eI CKID.
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C cepenunnl 1970-x
roA0B MOHATHE
«TOKYMEHT0000pPOT»
CTAHOBHUTCH
OJHO3HAYHBIM,
yemy
CIOCOOCTBOBAJIO
3aKperJieHue
ornpeaeJIeHus
TeEPMHHA B
rocy1apCcTBEHHOM
CTAaHAAapTEe HA
TEPMUHOJIOTHIO.
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JIOKYMEHT0000pPOT — CJIOKHBbIA
TEXHOJOIHYEeCKHHU MPOoIecce,
XaPaAKTePUIYIOIIUHUCH PA3IHYHBIMH
nmapaMeTrpamMu, CBA3aHHbIMH C
npoieccaMm JOKYMEHTHPOBAHUS U
CO BCCH JICATEIbHOCTHIO
OpraHu3anMMu.
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I nagnoe npasuno
OOKYMEHmoooopoma
- onepamueHoe
osuICceHue
OOKYMEHMO8 no
Hauoboee
KOPOMKOMY RYHU C
MUHUMAIbHBIMU
3ampamamu
épemeHu u mpyoa.




CHOGHBIMU NPAGUNAMU OPZAHU3AY
OOKYMEHMmMO000poma A6AA0m

* onepaTuBHOE MPOXO0KIEeHHE TOKYMEHTA, C
HaMMEeHbIINMH 3aTPaTaMU BpeMeHH ;

°* MAKCHMAJIbHOE COKPAILlleHHEe HHCTAHIIUH
MPOXOKACHUA TOKYMEHTA;

° MOPAJAOK NMPOXOKICHUS U MPOLIECC
00padOTKM OCHOBHBIX BU/I0B IOKYMEHTOB
TOJIKHBI ObITH €IMHOOOPA3ZHBIMMU.
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Bxooawue. Bxooawuit 00Kkymenm — 3mo 0OKymeHnm,
nocmynueuiuil 8 yupexcoenue. boavuuncmeo exooauux
OOKYMEHMO8 00JIHCHBL NOPOIHCOAMb COOMBEMCMEYIoujue
ucxooauiue, 8 ycmanoejiennole cpoku. Cpoku mozym 0vimo
YCMAaH081eHbl HOPMAMUBHBIMU AKMAMU,
NPEOnUCHIBAIOUWUMU MO WU UHOE 8PeMs Omeema Ha
COOMEEMCmEYIOWUIL 6X00AUUI 0OKYMEHM UIU MO2YM
Oblmb YKA3aHHble HENOCPEOCHBEHHO 80 8X00AULEM
O0OKymeHme.

Hcexooawue. Hexooawmuit 0okymenm - opunuuaioHwlil
OOKYMEHMm, OMANPABIAEMBLU U3 YUPEHCOCHUAL.
bonvumuncmeo ucxooauwux 00OKyMeHmog Aaaomcs
OMEEemoM OPZAHUAUUU HA 6X00AUUE 0OKYMEHMbL.
Hexomopasa wacmo ucxooauiux 00KymeHmoe 20mosumcs
HA OCHOBE 6HYMPEHHUX OOKYMEHMOB OPZAHU3AUUU.
Heoonvuoe uucno ucxooauux 00OKyMeHmo8 Moxcem
mpeooeamov NOCMYNJIEHUA 8X00AUUX OOKYMEHM 08




— ) g ; — ™ | - o TNl
: ) ) g B et O
e 3 “.WM_ e uﬁ_f

* Buympennue. Buympennuii 0okymenm - opuyuanvHulii
OOKYMeHm, He 8bIX00AULUIL 34 NPedesibl RO020MOBUBULEH €20
opzanuzayuu. /lannvlie OOKymeHmosl UCNOABLIYIOMCA 014
opanuzayuu padomol yupexcoenusn (opeanuzauyuu), max KaK
OHU 00ecneuusaiom yeileHanpasieHHoe peuienue
YnpaesieHuecKux 3aoau ¢ npeoeaax 00Hou opeanuzauuu. K

BHYMPEHHUM OOKYMEHMAM OMHOCAMCA OP2AHU3AUUOHHO-

npagoewvle, OP2aHU3AUUOHHO-PACNOPAOUmMENbHBIE 0OKYMEHMbL.
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3AaKAOYEeHMue

B CcBSI3U C pA3BUTUEM DAEKTPOHHO-
BbIMUCAUTEABHOU TEXHUKU U
BHEAPEHUEM ABTOMATU3UPOBAHHDbIX
CUCTEM YynpaBAeHUs Bonpoc o6
3P eKTUBHOCTHU
AOKYMEHTALLMOHHOro obecnevyeHus
yNnpAaBA€HUSA CTAHOBUTCS BCe Boaee
AKTYOAbHbIM. BHEAPEHME CUCTEMbI
3AEKTPOHHOIro AOKyMeHToobopoTa
SIBASIeTCA cnocobom
COBEpPLUEHCTBOBAHMUS
AOKYMEHTO0060pOTA. DAEKTPOHHbLIN
AOKYMEHTOOOO0pPOT cokpawLaeT
UHAPOPMALLMOHHbBIE MOTOKU AO
ONMTUMAABHOIO MMHUMYMQ,
ob6ecne4yuBaeT ynpoLLeHmne u
yA€LleBAEeHUe npoueccos cbopaq,
06paboTku M nepeAa4u MHOpPMALUK
C MOMOLLLbIO HOBEULLUX TEXHOAOTMU
ABTOMATM3ALUU DTUX NPOLLECCOB.
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