TepMUHbI
S

fenonpon3BoacTBo: [lesaTenbHocTb, obecneymBaroLlas
NOKYMEHTMPOBaHWE, JOKYMEHTOODOOPOT, onepaTuBHOE
XpaHeHne N Ucnonb3oBaHne JOKYMEHTOB.

OOKYMeHTaUMoHHOe obecneveHune (ynpasnenus), OY:
[eatenbHOCTb, LleneHanpaBneHHo obecneymBatoLLlasa
doyHKUUM ynpaBrieHns1 JOKyMEHTaMu

yrnpaBrieHne JokyMmeHTamu: [1esaTenbHOCTb,
obecneynBaoLasa peanmsaunio eguHON NONUTUKN U
CTaHOapTOB MO OTHOLLEHWUIO K JOKYMEHTarnbHOMY

dooHAay opraHusauunu.



aenonpounssoacteso=[0Y
-

e [lokymeHTUpoBaHMeE — OpraHusaums paboTbl €
NPoLEecc co3aaHuns u AOKyMEHTamm
OCbOpMJ'IeHI/IFI npuem, oTripaBKa

KOppeCroHOAeHLU NN,
[OKYMEHTOB. PP AeHunn,

perncTpaumnd JOKyMeEeHTOB,

KOHTPOIb UCMOJTHEHUS
OOKYMEHTOB;

dopmMmupoBaHue gen;

nepegaya gen Ha apxmBHoe
XpaHeHue.



OOKYMEHT
.

MIHQbopmMaLuusa Ha maTepuanbHOM
HOcUTene c onpegeneHHbIMN
PEKBU3NTAMMUN, MO3BONAIOLLMNMU ee
MaeHTUdonUunpoBaTh



OdounumansHbin JOKYMEHT
o]

[1o0KyMeHT, co3gaHHbIM opraHu3auunen,
OOJMKHOCTHbLIM NMULUO UNK TpaXXgaHUHOM,
O(POpMNEHHbLIN B YCTAaHOBIMEHHOM MopsAaKe



opuanyeckasl 3HaYMMOCTb
OOKYMEeHTa

. CBOMCTBO OOKYMEHTA BbICTyNaTb B KAYECTBE
noaTBEPXOAEHUA AeNOBOW AeATENbHOCTU NUOOo
COObITUX NMNMYHOro Xapakrepa.



ropnanyvyeckKkasd Cusia AOKYMEHTa
.

. CBOUCTBO opuumanbHOro JOKyMeEHTa Bbl3blBaTb
NpaBoOBble NMOCNeaCTBUA.



UcTopua penonpousBoacTBa
[Mepuoabl
c

e [IpnkasHoe genonpomnssoacTBo (15 Bek)
e Konnexckoe genonponssoacteo (17 Bek)

e MuHuctepckoe (McnonHUTENLHOE)
nenonponssoacTteo (18 — 19 BB.)

e CoBeTckoe genonpon3soacTtso (20 Bek)



[MpukasHou nepuon

e Llapb
e bodapckas oyma
e [lpukasbl

e [lpukasHble n30bI



[MpukasHoun nepuoA
.

e [lpunkasbl — LeHTparnbHble OpraHbl
rocygapCTBEHHOW BiacTu (ynpasrneHune, coop
Haroros, cyq) bornee 50

e [IpyKasHble N30bl — OpraHbl BflacTu Ha MecTax



KagpoBbiu cocTaB npuka3oB (4657
yern.)

o Cyabs
e [Ibakn («4epHUn» OOKYMEHT)
e [logbsyune

cTapbin (CBepsAn OKYMEHT M NPOEKT,
yOOCTOBEPAN),

cpeaHen pyku (CocTaBnan NPoOeKT AOKYMEHTa),
Mosioawmnn («denun» OOKYMEHT)



Buabl AOKYMEHTOB NMPUKa3HOro
aeronpon3BoAcTBa

e Llapb nsgasan ykasbl, »xanoBaHHble rPaMoThl,
aKTbl

e bodapckas oyma nsgasana nNpurosop.bl

e [lpuKasbl Apyr Apyry nucanu namsTu, B
npukasHble n3bbl — rpPamMoThl

e [IpnKkasHble n30bl — OTMMNCKU
e [IpocTble noan — 4enobuTHbIE, NPOLLEHUSA



[lpenmMyLLecTBa NpUKasHOro
aenonpousBoAcTBa

e Cnoxunacb cucrtema
Oernonpon3BoacTBa



HepoctaTku npukKasHoro
Aenonpou3sBoacTBa

e He ObiInn pa3BuTbl onepaunun: permctpaums
[IOKYMEHTOB, XpaHEeHMe, KOHTPOSb MCMOJTHEHUS



Konnexckoe aenonpon3BoacTBO
.

e Tabenb 0 paHrax 24 aHBaps 1722 .
e 14 cTyneHen — Knaccos

e Konnexckmun cekpetapb — 10 knacc YnHa
(Hanpumep, akageMuk n Nnpodeccop nmenu
TAKOW Xe YNH)

e OOpalueHne — Balle bnaropogue



Konnexckoe aenonpon3BoacTBO
.

e 2/ doeBpana 1720 r. [letp | nspan
[ eHepanbHbIN pernamMmeHT

e KagpoBblli COCTaB KaHLENAPUN: CeKpeTapu,
HOTapuyChbl, PUcKanbl, apXmuBapuychbl, NUCLbI,
perucTpaTopbl 1 Ap.



Konnexckoe aenonpon3BoacTBO
.

e ViImnepatop

e CeHar (BbICLUMI OpraH ynpasneHuns)
e CuHOAO

e Konneruu

e MecTHble yypexaoeHua



[lpenmMyLLeCcTBa KOMNMeXcKoro
nepuoaa
S

e Pernctpaunsa nokymeHToB (KypHansl A, B —
Onsa permctpaumm JOKYMEHTOB U3
BblLLeCToSALWMX opraHnsauun; C, D — ang
OpYrnx 4OKYMeEHTOB)

e XpaHeHue JOKYMEeHTOB ((PpMHaAHCOBLIE B
apxuBe, KOTOpPbIX KypupoBana PeBU3NOH-
KONJIErns; octasribHble - B apXmBe rnoj
HabnogeHneM Konnernm MHOCTPaHHbIX en)

e TeTpagHasa dopmMa XpaHeHUst AOKYMEHTOB



NcnonHuTenbHoOEe
Aenonpon3BoACTBO

e ViImnepatop

e CeHar

e MuHuMcCTpLI

e [lenapTamMmeHThl
e OTOeneHus

e CTonbl



NcnonHuTenbHoOEe
Aenonpon3BoACTBO

e Yka3 1811 r. «O06Luee y4ypexaeHune
MUHUCTEPCTB»



NcnonHuTenbHoOEe
Aenonpon3BoACTBO

e Llapb nsgasan maHn@ecTbl, BbicoYanLlne
yKasbl, BbicOYauLLMe NoBeNeHns, peCcKpunThbl

e CeHar, MUHUCTEPCTBA, AENAPTaMEHTbI —
yKaabl, rnpeanncaHnd



McnonHuTenbHoOe Aenonpon3BoacTBO.
[MpenmyLliecTBa

e YrnoBOW LWUTaMn ncnosib3oBalics

e CTpyKTypa TekcTa: BBeaeHne, 000CHOBaHMe,
BbIBOAb

e [leneHue gen Ha HEOTNOXHble, OObIYHbIE,
Tekyuwme



NcnonHuTenbHoOEe
Aenonpon3BoACTBO

e Llapb nsgasan maHn@ecTbl, BbicoYanLlne
yKasbl, BbicOYauLLMe NoBeNeHns, peCcKpunThbl

e CeHar, MUHUCTEPCTBA, AENAPTaMEHTbI —
yKaabl, rnpeanncaHnd



McnonHuTenbHoOe Aenonpon3BoacTBO.
[MpenmyLliecTBa

e YrnoBOW LWUTaMn ncnosib3oBalics

e CTpyKTypa TekcTa: BBeaeHne, 000CHOBaHMe,
BbIBOAb

e [leneHue gen Ha HEOTNOXHble, OObIYHbIE,
Tekyuwme



CoBeTCKUM nepuon

e KaHuenapusa TepsaeT nonoxeHne ogHoro m3a
[MaBHbIX CTPYKTYPHbIX nNogpasaeneHnn B
annaparte ynpaBreHus,

e pabOTHMKM paccMaTpmUBaKOTCS TOSbKO Kak
TEXHUYECKMUE UCTIOSNTHUTENN,

e K paboTe npuBnekarTcs Nogn He nmeruimne
OocTaTto4yHOro obpasoBaHUs



CoBeTCKUM nepuon

B nepuon mexay ero cbesgamu nsbumnpancs BLUNK —
MCNOJTHUTESTbHAA BMacTb.

[1na HenocpeacTBEHHOrO ynpaBneHns CTpaHOoW
0obOpa30oBaHO NepBoOe COBETCKOE NPaBUTENBbCTBO -
CoBeT HapogHbix Komuccapos (CoBHapKom).

[ns pykoBoacTBa OTAENBbHBIMU OTPaACIAMMU
rocyapCTBEHHOIO yrnpaBneHnsa NoCTaHOBNEHNEM
Cbesna 6binn co3gaHbl nepBble 13 HAPOOHbIX
KOMMccapuaTtoB (HapKkomMaToB).



CoBeTCKUM nepuon

30 okTs6pa 1917 r. CHK nspaet gekpet «O nopsigke yTBepKAEHUS U
onyofINkoBaHMA 3aKOHOBY.

[TocTtaHoBneHne CHK ot 2 mapTta 1918 r.

«O dpopme 6naHKoB rocygapCTBEHHbIX YYPEXOEHUNY, B KOTOPOM
nepedncnanncb obasartenbHble PEKBU3UTLI BnaHka JOKYMEHTOB.

B nepuon ctaHOBNEHNS COBETCKOro rocyapCTBEHHOro annapara
MHOIO BHUMaHNS yaensnoch YnpoLweHNio 1 paumMoHanusaumm
agenonpousBoacTtea. 8 gekabps 1918 r. CoeT paboyen n
KpeCcTbSAHCKOW 0OOPOHbI n3gan noctaHoBneHne «O TOYHOM U
ObICTPOM UCNOMNHEHUN PACMNOPSIKEHUN LIEHTPaNbHOW BNacTu U
YCTPaHEHUN KaHLENAPCKOM BONOKUTBIY.



CoBeTckuu nepuoa. HOT

KepxxeHues .M. cosgan B 1923 r. n pykosoaun
caMon MaccoBOM OOLLIECTBEHHOW OpraHnu3auum
B cTpaHe - Jlura «Bpems», B ganbHeULLEM
nepenmeHoBaHHou B Jlury « HOT» — 1924 r.,
caenan B CBOUX UCCneaoBaHUSAX BaXXHbIU
BbIBO, O NepeHeceHnn yHMBepcanbHbIX
opraHn3aunoHHbIX MPUHLUMIMOB AEATENTbHOCTU
0OBLEKTOB U3 0gHON cdepbl B APYrYIO.



CoBeTckuu nepuoa. HOT

Poamunposund E.®. Bosrnaesuna MNHCTUTYT
TexHukn ynpasnenua (NTY) npu HapogHom
Komuccapmnarte Pabo4ve-KpeCTbAHCKON
nHcnekumn CCCP.

«Obwme npaBuna OOKyMeEHTaUun n
OOKYMEHTOObOopoTa»



CoBeTckuun nepvopg. HOT
«O0LWwme npasuna JOKyMeEHTaUMn v
OOKYMeHToobopoTa»

® opraHmsauyma genonpon3BoacTBa AoMmKHa ObiTb €OMHOW ANS BCEro
yuypexaeHus;

* perucrpauunst LOKYMEHTOB AOJSKHA ObITb OAHOKPATHOM U NPON3BOANTLCS
B CaMOW ynpoLleHHOU oopmMe; 0TKas, rae BO3MOXHO, OT perucrpaumu;

*  KONMMYECTBO UHCTAHLWI, Yepe3 KOTOPbIe MPOXOANT KaXKabI JOKYMEHT,
COoKpallaeTcsl 0 MUHUMYMA;

« cnpaBo4Has paboTa obecneymBaeTcs C HaMMeHbLLIEN 3aTpaTon aHEPrnun
N BPEMEHMU;

*  KOHTPOISb UCMOMHEHNSA JOKYMEHTOB A0IKEH OblTb NPOBEPKON MO
CYLLIECTBY, HE HOCUTb hopManbHbIN XapaKkTep;

* HabnwgeHue, PYKOBOACTBO U OTBETCTBEHHOCTb 3a NOCTAHOBKY
AEeNorpon3BoacTBa BO3riaraetcd Ha oripegerneHHoe Jinuo.



CoBeTckuu nepuoa. HOT

1 auBapa 1925 r. - OprcTpon. [lesaTernbHOCTb
Oprctpost Hocusa NPenMyLLECTBEHHO
npuKnagHown xapakrep (paspaboTka obpasuoBs
KaHLenspckon mebenun, obopyagoBaHus,
CPeacCTB OPrTEXHUKN)



CoBeTCKuUM nepuon
HOT

e OToen HopmanmMaaumm cCHETOBOACTBA,
OEeNnonpon3BoacTBa M CKnagckoro gena

(H.A. Butke) npu HapkomaTte paboue-
KPEeCTbAHCKOW MHCNEKL MU

B cekuun genonpounsBoacTBa 3aHMMariMcb COBEpPLLUEHCTBOBAHNEM
CTPYKTYpPbl 4ENONPON3BOACTBEHHbLIX CIYX0 B NAPTUMHOM U
rocygapCTBEHHOM arnapare, paunoHanusaunen KOHTPOJIS
NCNONHEHUs1, pa3paboTkon 060CHOBAHHbLIX HOPM BblpaboTKu Ang
OTAENbHbIX KAaTeropmnn ynpasreH4YeCcknx paboTHUKOB



CoBeTckuu nepuoa. HOT

B Aekabpe 1923 r. obpazoBaH CoBET Hay4YHOU
opraHusauum Tpyaa, NponsBoACcTBa U ynpaBneHus
(CoBHOT). lNo lNMonoxeHunto o CoseTe, yTBEPXKOAEHHOMY
26 nekabpst 1923 r., oH cTan NOCTOAHHO
OENCTBYHOLWMM coBeLlaTeNbHbIM OpraHomMm npu
konnernn HK PKA CCCP u 6bin npnsBaH
BblpabaTbiBaTb OCHOBHbIE NPUHLMMNbI TEXHUKU
aAMUHUCTPUPOBAHUS N HAYYHOW OpraHnu3auum
ynpaBneHusi, B YaCTHOCTUN €ro JOKYMEHTALMOHHOIo
obecneveHusi. CoBeT 3aHMMarncs Takke
paumoHanm3aumen TeEXHUKN N TEXHONOMK
Npon3BOACTBA.



CoBeTckuu nepuoa. HOT
CucrtemMbl AOKYMeHTaUuUn

[TnaHoBas
Ctatnctunyeckas
byxrantepckas



CoBeTckun nepuoa. B 1941 r.
cobupaetcs lNepBoe mexoTpacneBsoe
coBellaHue no oprrexHuke.

. B npoekTe nporpamMmmbl, BbiABUHYTOU
y4YacTHUKaMW COBeLLaHUSA, HaLlnu WNPOKoe
oTpaXeHue crnegyroLwine Bonpochl
OOKYMEHTALMOHHOro obecrnevyeHus
yrnpaBneHus:

* CO30aHune opraHnsaLnoHHO-MEeTOANYECKOro
LeHTpa Ons pykoBoaCTBa MNOCTAHOBKOU
OEenonpon3BoaCTBa;

* pa3paboTka HopMaTUBHOW Da3bl AEeATENBbHOCTU
crny>x6 genonpounsBoacCTBa;



CoBeTckun nepuoa. B 1941 r.
cobupaetcs lNepBoe mexoTpacneBsoe
coBellaHue no oprrexHuke

MexaHu3auus Tpyaa «KaHLUEeNspCcKnx» paboTHUKOB;

* MpoBeaeHne yHupukaumm n Tpadapetnsaumm
yrnpaBfieH4eCKON AOKYMEHTaLUNU;

¢ yCTaHOBNEHMe eJunHON CUCTEMbl MOATOTOBKA U
nepenoaroToBkM paboTHUKOB OEeNONpPou3BoaCTBa;

* CO3[aHne BCECOK3HOro Hay4YHO-nccneaoBaTenbCKOro
MHCTUTYTa ANs pa3paboTku kommnnekca npobnem
[OKYMEHTaLMOHHOro obecneveHus.



CoBeTCKUM nepuon
50-e — 60-e rr.

B noHe 1960 r. B MockBe cocTtosinock BcecotosHoe
COBeELLaHune rno BornpocamMm MexaHusauun Tpyaa
NHXXEHEPHO-TEXHNYECKUX PabOTHUKOB U pabOTHUKOB
agMUHNCTPaTUBHO-YMNpaBrieHYeCKoro annapara.
[TpHATBLIE peLleHns No CBOEMY COAEPXKaHUIO BO
MHOIroM coBnanu ¢ pekomeHaaunamm coeetlaHna 1941
r. — rNoATBEP)XAEHA aKTyalNlbHOCTb CO3aHUSA
cneymanm3mpoBaHHOro MHCTUTYTa C BO3J10XKEHMEM Ha
Hero 3agadm paspabdoTkm EgnHON cuctemsl
genonpoussoacTea, cdopmynupoBaHo rnoHatne HOT
" 0003Ha4YeHbl OCHOBHbIE HaNpaBnNeHUS
nccrnegoBaHuM.



CoBeTCKUM nepuon
50-e — 60-e rr.

e KoHTposnb 3a Aenonpon3BoacTBOM BO3JTOXEHO

Ha [ naBHoe apxuBHoe ynpasneHne MB[
CCCP

e BHANOAL

ErCA

[CA0OY

CTtaHgapThbl
Knaccudgoukatopbel TO U CU



NTtorum
« /00077

B nepuoa ¢ 1917 roga no 60-e rr. 20 Beka
Aenonpon3BoOACTBO paccMaTpuBaroch Kak
TeXHNYecKad PYHKUMA ynpaBneHus.

B 70-80-e rr. fOKyMeHTauMoHHOEe obecreveHune
TpaKTOBasioCb Kak BcrnomoraternbHas pyHKUMS
ynpaBneHus.

B 90-e rr. ynpaBneHnto 4OKyMeHTaUNEN B
opraHusaumm oTBOAUTCS POSflb OCHOBHOW QOYHKL UK
MEeHeI)KMeEHTA



CoBpeMeHHbIU nepuoa
90-e rrT.

YnpaBneHne JOKyMeHTaLUMewn

e PepnepanbHbiv YpoBeHb — [pe3naeHT, [paBnTensLCTBO,
PocapxuB, opraHbl cTaHOapTu3aumm, METPOOrnu,
cepTudpunkaymnm

e YpoBeHb cybbekTa — MECTHbIE OpaHbl BriacTu

e YpoBeHb MyHULMNANbHbIX 06pa3oBaHUn — opraHbl
MECTHOro camoynpaBfeHus]

® OpFaHbI BEOAOMCTBEHHOIO YyNnpaBlieHUA

e YpoBeHb OpraHu3auum — cneumanbHble CTPYKTYPHbIE
noapasaeneHuns



HopmMmaTnBHO-MeTOoan4YecKan b6asa
aenonpon3BoacTBa

e 3akoHoOaTenbHble aKTbl

e YKasbl 1 pacnopsxxeHus lNpesmaoeHTta PO,
NnocTaHoBNeHus, pacnopsxxenus lNpasutensctea PO

e [lpaBoBble aKkTbl peaepanbHbIX OpraHoB
NCNOSTHUTENBHOW BriacTn n cybbektoB PO - Pocapxus,
PoccTtaHpaprT.

e [octaHpapTthl, YCI, OK TOCHU

e [lpaBoBble aKkTbl METOONYECKOIO U MHCTPYKTUBHOIO
XapakTepa no opraHusaumm Oenonpon3BoacTBa



PK3 «OTocynpapcTrBeHHOM repoe PO»
oT 25.12.2000 Ne 2-PK3 (c
N3MEHEeHNAMM)

[TocTtaHoBneHue lNpaButensctea PO «O6 ynopagoyveHumn
N3roTOBMEHUSA, UCMOMb30BaHNSA, XPaHEHNS U
YHUUTOXEHUA rnevaTten n bnaHkoB C
BOCnponaseseageHnem 'ocygapcteeHHoro repba PO» ot
27.12.1995 Ne 1268

[OCT P 51511 — 2001 le4aTtn c Bocrnpon3BeaeHNeEM
[ocynapctBeHHoro repba P®. dopma, pasmepsl. /1
TeXHU4Yeckme TpedboBaHus.



DI PD 0127.07.2006 Ne 149 —D3 «O06
MH(OpMaLMK, UHPOPMAILMOHHBIX
TEXHOJIOTHSX U 3alUTE HH(POPMALIUI.

B rocygapCTBeHHbIX oOpraHax, opraHax MeCTHOro
camoyrnpaBrieHusa  OOKYMEeHTMpoBaHMe  MHJopmMaumnu
OCYLLEeCcTBNsgeTcA B COOTBETCTBUM C  NpaBuiiamMu
aernonpounssoacTea, yCTaHOBNEHHbIMU YNOMTHOMOYEHHbIM
degepanbHbiIM OpPraHOM WCMOSIHUTENNbHON BMacTu B
cdoepe apxmMBHOro aena v genonpon3BoacTBa.

(yacTtb 2 B pen. PegepanbHoOro 3akoHa ot 18.06.2017 N
127-D3)



®3 OF DJEKTPOHHOU MNOAMNNUCHU
ot 6 anpeist 2011 roxa N 63-D3

* [lonoxeHne o0 cucTteme MeXBe4OMCTBEHHOIO 3JIEKTPOHHOIO
OOKYMeHToOobopoTa. YTBEPXKAEHO NOCTAHOBNEHNEM
[MpaButenbctBa P® ot 22.09.2009 Ne 754

 [loctaHoBneHue lNpaButensctBa PP o1 06.09.2012 Ne 890 «O
Mepax No COBEPLUEHCTBOBAHMIO ANIEKTPOHHOIO
OOKYMeHTOOOOpOTa B opraHax rocygapCTBEHHOW BNacTuy

* [locTtaHoBneHue lNpasutensctBa PO o1 25.12.2014 «O6
yTBEpXAeHUn NpaBun obmeHa JOKyMEeHTaMN B 3N1EKTPOHHOM
BuAe nNpu opraHmsaymm MHEPOPMaLUNOHHOIo B3anMo4eNUCTBUS»



®3 OF DJEKTPOHHOU MNOAMNNUCHU
ot 6 anpeist 2011 roxa N 63-D3

 Pacnopsxenue lNpasutensctBa P® ot 02.10.2009 3 1403-p
«TexHunyeckune TpeboBaHMs K opraHn3aumnm B3anMogencTBus
CUCTEMbI MEXBEAOMCTBEHHOIO 3MNEKTPOHHOro
OOKyMeHToobopoTa heaeparnbHbIX OPraHoB NCNOMHUTENBHON

BI1aCTU»



3aKkoH P® «O rocyaapcTBeHHOU TaHe»
oT 21.07.1993 Ne 5485-1(c nsmeHeHnaMun
2007 r.)

e YKa3s npe3vageHTta PO «O0 yTBepxxaeHun
nepeYvHss cBeOEeHUN, OTHECEHHbIX K
rocygapctBeHHoW TanHe» oT 30.11.1995 Ne
1203



P3 «O KOMMepYeCKOU TanHe» OT
29.07.2004 Ne 98-03

e YKka3s lNpe3ngeHta PO «O6 yTBepXaeHun
nepeyHa ceegeHnn KoHduaeHumanbHOro
xapaktepa» oT 06.03.1997 Ne 188



PepgepansHbIN 3aKkoH oT 9 cheBpana 2009r. N 8-9d3
"Ob6 obecneyeHnn goctyna K uHcopmauum o
AeATerIbHOCTU rocyaapCcTBEeHHbIX OpPraHoB U OpraHoB
MeCTHOro camoynpaBrneHus"

IlocranoBjienue IlpaBureabcra P® or 03.11.1994 N 1233
(pex. or 18.03.2016) "O6 yrBep:kaenuu IloJio:keHus o
Mopsifike oOpameHus ¢cO CJay:;xkeOHou uHopManuen
OrPAHUYEHHOT0 PACNpPOCTPaHEeHHusA B (eaepabHBIX
OpraHax MCIHOJHHUTEJIbLHOH BJIACTH, YIOJHOMOYEHHOM
OpraHe yrnpapJjieHUsl UCIOJb30BAHHEM ATOMHOM SHEPruu
U YIHOJHOMOYEHHOM  OpraHe 1m0  KOCMHUYECKOM
aesiTeJbHOCTH "



P3 «O nepcoHanbHbIX AAHHbLIX» OT
27.07.2006 Ne 152-®3

e TpyooBou kogekc P®. maea 14

e [locTtaHoBrneHue NpaButensctea PP «O6 yTBEPXKOEHUM
TpeboBaHu K MaTepmnanbHbIM HOCUTENSIM DUOMETPUYECKUX
nepcoHanbHbIX JaHHbLIX U TEXHONMOMMAM XPaHEHUA TakuUX AaHHbIX
BHE MHJPOPMALMOHHbLIX CUCTEM NEepCOHanbHbIX AaHHbLIX» OT
06.07.2008 Ne 512

e [locTtaHoBrneHue lNpaButensctea PP «O6 yTBEpPXKOEHUM
[MTonoxeHna 06 ocobeHHOCTAX 00paboTKM NepCOHanbHbIX JaHHbIX,
ocyLlecTerngemMmoe 6e3 1Crnosb30oBaHUs CpeaCcTB aBToMaTu3aummny
oT 15.09.2008 Ne 687

e [loctaHoBneHue NpaButensctea PO «O6 yTBEPXKOEHUMN
TpeboBaHMN K 3aLLUUTE NepCcCoHanbHbIX AaHHbIX NP UX 0bpaboTke
B MHPOPMALIMOHHbIX CUCTEMAX NEPCOoHarbHbIX AaHHbIX» OT 1
Hos16ps1 2012 1. Ne 1119



P33 «O nopsagke paccMoTpeHus
oopalleHun rpaxaaH PO» ot 02.05.2006
Ne 59-¢3

Buabl obpalleHnn
rpaxkgaH

[Topssook paboTbl €
obpaLleHNAMI

CpOKM NCNOSTHEHUS



3aKOHbI O A3blKe
« "/ "7

e 3aKkoH P® «O ga3bikax Hapogos PP» oT
25.10.1991 Ne 1807 -1

e ®3 «O rocyonapcTtBeHHOM A3blke PP» OT
01.06.2005 Ne 53-93

e 3aKOHbI ABMAKTCH B3aUMOOOMNOSTHAOLLMMN



P33 «O6 apxuBHOM perne B PO» ot
22.10.2004 Ne 125-®3

e [1pn nukBngaumm BCEM cpasatb

OOKYMEHTbI MOCTOSAHHOIO,
BpemeHHoro 6onee 10 net cpoka
XpaHeHwus, rno rIn4YHOMY COCTaBy B



P3 «O06 apxuBHoM pgene B PP» oT
22.10.2004 Ne 125-®3 (c nsmeHeHNAMHU

« Cratba 22.1. CpoKM XpaHeHuUs1 OOKYMEHTOB MO JIMYHOMY
cocTaBy

o 1. [1OKYyMEHTDI no NMUYHOMY cocTaBy, 3aKOHY€EeHHble
ngenonpowussoacteomM Ao 1 aHueapa 2003 roga, XxpaHATca /5 ner.

e 2. [HOKymMeHTbl MO  JIMYHOMY  COCTaBy, 3aKOHYEHHblE
genonpoussoacteomMm nocrie 1 aHBapa 2003 roga, xpaHatca 50
ner.

« 3. Tlo WUCTEYEHUM CPOKOB XpPaHEHUs, YKa3aHHbIX B
" HacTosILLLe cTaTbW, AOKYMEHTbl MO JIMYHOMY COCTaBy,
obpasoBaBlUMecss B Mpouecce AeATeNnbHOCTU  UCTOYHMKOB
KOMMNEKTOBaHNS TOCYAapPCTBEHHbIX U MYHULUUNANbHbIX apXUBOB
apXMBHbIMM [OKYMEHTaMu, noanexaT JKCrneptTu3e LEeHHOCTU
[IOKYMEHTOB.


http://ivo.garant.ru/#/document/12137300/entry/2211
http://ivo.garant.ru/#/document/12137300/entry/2211
http://ivo.garant.ru/#/document/12137300/entry/2211
http://ivo.garant.ru/#/document/12137300/entry/2212

P3 «O6 apxuBHom agene B PO» ot
22.10.2004 Ne 125-P3 (c nsmeHeHUsIMM )

* 4. [lonoxeHnsa, npenycMoOTPeHHbIe n HacTosALLEN
CTaTbW, HE pPacnpoCTPaHATCA Ha [OOKYMEHTbl N0 JINYHOMY
COCTaBy, B OTHOLUIEHUM KOTOPbIX AOEUCTBYKOLLUMMN MNEPEYHAMN
apPXMBHbLIX [OOKYMEHTOB C VYKasaHMEM CpPOKOB WX XpaHeHus
YCTaHOBIEH NHOW CPOK XpaHeHUS.

e 5. [IOKyMEHTbI MO NMIMYHOMY cOCTaBy, obpa3oBaBLUMECS B CBA3U C
NPOXOXOEHMEM rpaxdaHamMn roCydapCTBEHHOM CIYyXObl, He
SIBNSAIOLLENCA rOCYdapCTBEHHOM rpaXKgaHCKOW Cny»X6bon, XpaHAaTCcs
B rOCyQapCTBEHHbIX OpraHax, B KOTOPbIX rpa)gaHe npoxoaunu
rocyOdapCTBEHHYKO CnyX0y, He SABMSAIOLWYCA rocyaapCTBEHHOM
rpakgaHckom cry>kbon, B TedeHne 75 neT nocrie npekpawieHnsd
rocyoapCTBEHHOW CNyX0Obl C NPOBEAEHMEM IKCMNEPTU3bI LIEHHOCTU
OOKYMEHTOB Mocrie UCTeYEHUS YKa3aHHOIo CpoKa XpaHeHus.


http://ivo.garant.ru/#/document/12137300/entry/2211
http://ivo.garant.ru/#/document/12137300/entry/2211
http://ivo.garant.ru/#/document/12137300/entry/2211
http://ivo.garant.ru/#/document/12137300/entry/2212

®3 O TOCYJJAPCBEHHOMU CJIVKBE
o

o QepnepanbHbiv 3akoH OT 27 masa 2003 r. N 58-
®3 "O cucteme rocygapCTBEHHOW CIyXObl
Poccumnckon ®egepaumn’

o QepnepanbHbiv 3akoH oT 27 niona 2004 r. N 79-
®3 "O rocygapcTBEHHOW rpaxaaHCcKom cryxbe
Poccunckon ®egepaumnn”



®3 O MYHUIINTTIAJIbHOU CJIYXXBE
o

depeparnbHbI 3aKOH OT 6 okTAbpPSA 2003 r. N
131-P3 "O06 obLwmx npuHUMnax opraHmn3aumnm
MeCTHOro camoynpasneHuns B Poccumckou
depepaumn”

depnepanbHbin 3aKkoH oT 2 mapta 2007 r. N 25-
@3 "O myHunumnaneHon cnyxbe B Poccunckon
depepaumn”



3aKOHbl 00 obLWecTBax
« "/ "7

o O3 «Ob akLMoHepPHbIX obulecTBax» OT
26.12.1995 Ne 208-93

e O3 «OO6 obuiecTBax ¢ orpaHNYEHHON
oTBeTCTBEHHOCTbLIO» OT 08.02.1998 Ne 14-93



Yka3bl lpe3naeHta PO
.

e O nopsake caaym KkBanudpmnkaymoHHOro
9K3aMeHa rocygapCTBeHHbIMU rpaXXgaHCKUMU
cnyxawmmm PO n oueHke nx s3HaHUN, HaBbIKOB

N yMeHun (npodpeccrnoHarnbHOro YpoBHS) OT
01.02.2005 Ne 111

e O npoBegeHnn atTectaymm rocyagapCcrBEHHbIX

rpaxgaHcknx cnyxawmx PO ot 01.02.2005 Ne
110



Yka3bl [lpe3unpgeHTta PP
.

e O KOHKypCe Ha 3aMelleHne BakaHTHOW

OOJTKHOCTW rocygapCcTBeHHOU rpakgaHckou
cnyx6bl PO ot 01.02.2005 Ne 112

e O nopsake NPUCBOEHUA N COXPAHEHUSA
KIMaCCHbIX YNHOB rocygapCTBEHHOW
rpakgaHckou crnyxobl PO dpegepanbHbIM

rocyaapCTBEHHbIM FPaXKAaHCKUM CrnyXXallinum oT
01.02.2005 Ne 113



Yka3bl lpe3naeHta PO
.

e O npumepHon popme cry>KebHOro KOHTpaKkTa o
NPOXOXOEHUN rocynoapcTBEHHON CnyXobl PO un
3amMeLlleHnn OOMKHOCTU rocygapCcTBEHHOW
rpaxkgaHckom cnyxobl PO ot 16.02.2005 Ne 159

e O6 yTBEpXaOeHUM [MonoXXeHns 0 nepcoHanbHbIX
OaHHbIX rOCY4apCTBEHHOIO rpaXXaaHCKoro criy>kawlero
P® n BegeHnn ero nuyHoro gena ot 30.05.2005 (c
nameHeHunamm 2008 r.)



PernamMeHT — COBOKYNHOCTb NpaBun,
onpeaenaroLWMX NOPAQOK
AeATeNIbHOCTU rocyaapCTBEeHHOrO
opraHa, yuypexapneHusi, opraHmsauum

e [locTaHoBneHue lNpaBuTenbCTBa
Poccunckon ®epgepauum ot 19.01.2005 N30
"O TunoBOoM pernamMmeHTe B3anMoaeuncTBuA
depepanbHbIX OPraHOB UCMNONMTHUTESNTbHON
BnacTtu'.

e [locTtaHoBneHue lNpaButTenbCcTBa
Poccuuckon ®epepaunm ot 28.07.2005
N452 «O TunoBOM pernnameHT BHYTPeHHeun
opraHusauumn pegepanbHbIX OpraHoOB
UCMOJTHUTENbHOU BNAacTU»



TunoBoOu pernameHT ycTaHaBnuBaeT
yeTblpe BUAa perrnameHToB

e pernamMmeHT cdegeparnbHOro opraHa UCNONMHUTENbHOWM
BMacTu,

® aQMWHUCTPATUBHbIE PernamMmeHTbl NCMOSTHEHUS
rocyaapCTBEHHbIX QOYHKLUNA,

® aJMWHUCTPATMBHbIE PernamMeHTbl NPeaoCTaBeHNns
rocyaapCTBEHHbIX YCNYr U

® [OJ/TKHOCTHbIE pernamMmeHTbl rpaxxgaHCKux
rocydapCTBEHHLIX CrnyXalwnx dpeaepanbHOro opraHa
NCNONMHUTENbHOW BNacTu



KaHanbl CBA3M
«. /7

e IlocranoBienue IlIpaBureancrBa PD® «O0

yrBep:kaennn  IlpaBua  oka3zaHusi  ycJayr
Tejaerpadguoi cBa3m» or 15.04.2005 Ne 222

e IIpukaz Munxomcssizu Poccun or 31.07.2014 N
234 "O0 yrBepxkaenuu IlpaBui okazanusa ycayr
IMOYTOBOM CBA3H"



AHTUKOppPYNUMOHHAA IKCNnepTU3a
HOPMaTUBHbIX NMPaBOBbLIX aKTOB

* [loctaHoBneHue lNpaButennctBa P® ot 26.02.2010
N 96 (pen. ot 10.07.2017) "O06 aHTUKOPPYNLMUOHHON
3KCnepTmn3e HOpMaTUBHbLIX MPaBOBbLIX aKTOB U
NPOEeKTOB HOPMaTUBHbLIX NPaBOBbLIX aKTOB"
(BmecTe ¢ "lMpaBunamm npoBeaeHUs
AHTUKOPPYNUUOHHOU IKCNEpPTU3bl HOPMATUBHbIX
NpPaBOBbIX aKTOB U MPOEKTOB HOPMAaTUBHbIX
npaBoBbIX aKkToB", "MeToankon npoBeneHus
AHTUKOPPYNUUOHHOU IKCNEepPTU3bl HOPMATUBHbIX
NpPaBOBbIX aKTOB U MPOEKTOB HOPMATUBHbIX
npaBoOBbIX aKTOB")



[locTaHoOBNeHne npasutenbcTtBa PP ot
15.06.2009 Ne 477 «O6 ytBepxaeHum lNpaBun
aenonpousBoAcTBa B (pepepanbHbIX OpraHax
MCMNONMTHUTESNIbHOU BNacTu»

METOONYECKME PEKOMEHOALNW  T10
PA3PABOTKE MHCTPYKLINW MO
OENONMPON3BOACTBY B ®OELNEPAJIbHbLIX
OPIAHAX NCMNONHUTESIbHOW BJIACTMU,
yTBEPXOEHbI [TPUKA3OM
OELNEPAIIBHOE APXMBHOE ATEHTCTBO
23 nekabpa 2009 . N 76



HopmMmaTuBHbIe OOKYMEeHTbI oTaena
KagpoB
c ... 00

NMoctaHoBneHue lNpasutenbctea P® o1 16.04.2003 N
225 (pen. ot 25.03.2013) "O TpyAoBbIX KHMXKKaxX"
(BmecTe ¢ "llpaBunamu BegeHUsA N XpaHeHUs
TPYAOBbIX KHMXEK, U3roToBfIeHUs 0rlaHKoB
TPYAOBOU KHUXKMN U obecneyeHna UMum
pabotopartenen™)

NoctaHoBneHue Muntpyaa Poccuum ot 10.10.2003 N
69 (pea. ot 31.10.2016) "OO6 yTBepxaeHUU
UHCTpYKUMK NO 3anNONTHEHUIO TPYAOBbLIX KHMXeK"



HopmMmaTuBHbIe OOKYMEeHTbI oTaena
KagapoB
...

e KBanmdumkauyMoHHbIN CnpaBOYHUK OOMKHOCTEN
PyKOBOAMUTENEWN, CreunannucToB U Opyrux cryxawimx,
yTBepXaaeTcda 1 OONONHAETCA NOCTaHOBNEHNAMM
MuHTpyaa n couuanbHoro passutus, 1998

e [loctaHoBneHua MuHTpyaa v cou.pasBuUTus OT
09.02.2004 Ne 9 «O0 yTBEPXKAOEHUM MOpPsSAKa
npumeHeHna ETKC gomkHOCTEN pyKOBOOAUTESEWN,
cneumnannucToB U Criy>KaLlunx»

e ETKC pabot n npodeccmnn paboumnx, 1985.



HopmaTuBHbIe OOKYMEHTbI OTAena KagpoB

« [locTtaHoBneHue npasutenbctea PO ot 22.01.2013 Ne 23 «O npaBunax
pa3paboTku, yTBEPXKOAEHUSA U NPUMEHEHMA NPOdECCUOHANBbHbIX
cTaHOapToOB»

« [lpukas MuHtpyaa n counanoHom 3awntbl PO ot 29.04.2013 Ne 170H
«O0 yTBEPXKOAEHUN METOANYECKNX PEKOMEHOAUNK NO pa3paboTke
npogeccruoHasrnibHOro cTaHgapTa»

* [lpukas MuHtpyga n counanoHoun 3awntbl PO o1 12.04.2013 Ne 147H
«O6 yTBEPXKOEHNUM MaKeTa NpodeCccnoHanbHOro ctTaHgapTa»

* [lpukas MuHtpyga n counanoHou 3awntbl PO o1 12.04.2013 Ne 148H
«Ob6 yTBEPXOEHUM YPOBHEN KBaNMdmkaumm B Lensax NoAroToBKu
NpodpeccnoHarbHbIX CTaHOapTOBY»



HopmaTuBHbIe OOKYMEHTbI OTAena KagpoB

e IlocranoBienue IIpaButenncTtBa P® ot 2/7.06.2016 N 584 "OO
0COOEHHOCTAIX TNpUMeHeHHusI MNpodecCHOHAIBHBIX CTAHAAPTOB B

4acTu TpedOBaAHMIA, 00s13aTeJIbHbIX I NPpUMEHEHUS
rocy1apCTBeHHbIMM  BHeOKIKeTHbIMM  (poHaamu  Poccuuickon
Denepanuu, rocy1apCTBEHHbIMU W MYHUIUINIATbHBIMHA

YYpEeKICHUAMHU, TOCYJAPCTBEHHbIMM MJM MYHUUHUIAJIbHBIMHU
YHUTAPHBIMUA NPEANPUATUIMHA, a TaKkKe TIO0CyJIapCTBEHHbIMU
KOPIOpPALUSMH, rocy1apCTBeHHbIMHU KOMIIAHUSIMH /|
XO3SIICTBEHHbIMH 00lIeCTBAMM, 00Jiee NATUACCATH IPOLEHTOB
aKuuid (1oJiell) B YCTABHOM KaluUTaje KOTOPbLIX HAXOAUTCH B
rocya1apCcTBEeHHOU COOCTBEHHOCTH WU MYHULIHUIAIHLHOU
cOOCTBeHHOCTH "



HopmaTuBHbIe OOKYMEHTbI OTAena KagpoB

 NMucbMmo MuHTpyaa Poccum ot 04.04.2016
N 14-0/10/B-2253 «OTBeTbl Ha TUMNOBbLIE
BOMPOCbI NO NPUMEHEHUIO
npodeccuoHaibHbIX CTaHAAPTOB>»
(BMmecTe ¢ "UHdopMmaumen MMHucrepcrea
Tpyda U COLMaJIbHOM 3aLLUTDI
Poccunckon depepaumnm no sonpocam
npMMeHeHus nNpodeccuoHasibHbIX
cTtaHpaapToB")



HopmaTuBHbIe OOKYMEHTbI OTAena KagpoB

* Mpuka3 Poctpyna ot 30.12.2016 N 538 "O6
yTBEepPXAEHUMN NnepeyvyHen nNpaBoBbIX aKTOB,
coaepxawmx obsasaTenbHble TpeboBaHUA,
cobnogeHne KOTopbIX oleHMBaeTCcs npu
npoBegeHUN MeponpuUATUN NO KOHTPOJIIO
(Hap30py), ocylecTBNAeMbIX
denepanbHOU Cry)X6ou no Tpyay u
3aHATOCTU"



HopmMmaTuBHbIe OOKYMEeHTbI oTaena
KagapoB

e MexoTpacneBble YKpPYMHEHHbIE HOPMAaTUBbLI BPEMEHM
Ha paboTy N0 KOMMNIEKTOBAHUIO U YYETY KaapoB
(yTBEPXOEHbI NOCTaHOBNeHMeM MuHTpyaa v
counanbHbix Bonpocos CCCP ot 14.11.1991 Ne 78)

e YKpPYNHEHHble HOPMbl BPEMEHU Ha pPaboThl,
BbIMOJTHAEMble B 0ObeAMHEHHbIX apXmBax, XpPaHALLNX
OOKYMEHTbI N0 IMYHOMY COCTaBY YUpexaeHUu,
opraHusauun, npeanpusaTuin (yTBepxaeHsbl
noctaHosrneHnem MuHTtpyga PO 18.12.1992 Ne 57)



HopmMmaTuBHbIe OOKYMEeHTbI oTaena
KagapoB
...

e Hopmbl BpemeHu Ha paboTbl No
aBTOMaTU3NPOBAHHOWN apXMUBHOWN TEXHOMOINU U
OOKYMeHTaUMnoOHHOMY obecrevyeHno opraHoB
ynpasreHns (yTeepXaeHbl NOCTaHOBIEHUEM
MuHTpygoa P® ot 10.09.1993 Ne 152



HopmMmaTuBHbIe OOKYMEeHTbI oTaena
KagapoB
...

e HopMmbl BpeMeHn Ha paboTbl NO AOKYMEHTALUOHHOMY
obecrnevyeHunto ynpaBreHYeCcKNX CTPYKTYP
doegeparnbHbIX OpraHoOB UCMONMHUTENBHOW BNacTy,
yTBepXaOeHHble noctaHoBneHnem MmnHuctTepcTea Tpyaa
N coymanbHoro passmutua Poccumnmckon dpegepaumm ot
26 mapta 2002 r. Ne 23;

e MexoTpacneBbie YKpynHEHHblIe HOPMAaTUBbI BPEMEHMU
Ha paboTbl MO AOKYMEHTAUMOHHOMY 0becneyeHmnto
yrnpasneHus, yTBepXaeHHble NOCTaHOBNEHNEM
MuHuctepctBa Tpyaa Poccunckom denepaumm ot 25
HoA0psA 1994 1. Ne 72;



[lepeyHn
.

e «[llepeyeHb TUNOBLIX YNpaBliEHYECKUX apXUBHbIX
OOKYMEHTOB, 0Dpa3syroLmMXca B nNpoLecce
rocygapCTBEHHbIX OpraHoB, OpraHoB MECTHOrO
CaMOyrpBIieHn, 1 opraHM3aumn, ¢ ykasaHMeM CPOKOB
XpaHeHusa» (yTeepxaeH npmkasom MuHkynetypbl PO ot
25.08.2010 Ne 558)

e «[lepeyeHb TUMOBbLIX apPXMBHbLIX JOKYMEHTOB,
oOpa3syloLwmnxcs B Hay4YHO-TEXHUYECKON U
NPOn3BOACTBEHHON OEATENBHOCTU OpraHm3aumm c
yYKa3aHMEM CPOKOB XpaHeHUs (YTBEPXOEH NPUKaA3oOM
MuHuUcTepcTBa KynbTYPbl U MAaCCOBbIX KOMMYHMKaLUA
P® o1 31.07.2007 Ne 1182



[lepeyHU
S

« NMpMepHbIN NepeyeHb JOKYMEHTOB,
06pa3yroLmnxca B AeATe/IbHOCTH
KpeaUTHbIX OpraHn3aumm, C yKasaHueM
cpokoB xpaHeHus" (yTB. PocapxuBom
10.03.2000)

* [poekT Npukasa PegeparbHOro apXUBHOro areHTCTBa "
LleHTpanbHoro 6aHka P® "O6 yrBepxaeHuu lNepeyHs
OOKYMEHTOB, 0Opa3yrLnxca B npouecce AesATeNbHOCTU
KpeauTHbIX opraHu3auumn, ¢ ykasaHnem CpokKkoB XpaHeHua"
(noarotoBneH Pocapxusom 13.01.2017)



ApXHBHOE XpaHEHHE
.

[IpaBuia opraHu3alvd XPAaHECHUS, KOMIUJICKTOBAHUS, y4€Ta U
UCTIOJIb30BAHUSA JIOKYMEHTOB APXUBHOTO doHma
Poccunickon denepanuu v Apyrux apXuBHBIX JOKYMEHTOB B
rOCYJIAPCTBEHHBIX W MYHHUIIUNAJIBHBIX aPXUBAX, MYy3€iX H
OmOIHMOTEKax, opranu3amnusax Poccuiickoi akageMuM HaykK.

YtBepxkaenol Ilpukazom  MuHUCTEpCTBA  KYJIBTYpHI U
MaccoBbiX KomMMmyHukamui P® or 18.01.2007 (c
n3meneHnussmu 2009 r.)



OCHOBHBIC IpaBUJIa PAOOTHI ApXHUBOB
opranu3anui, 2002 (MeTOIMYECKUN TOKYMEHT)

IlpaBuiia opranu3anyvu XpaHeHusd,
KOMILJICKTOBAHHUS, YUYETA U MCII0JIb30BAHMA
JTOKYMEHTOB ApXuBHOIo ponaa Poccuiickou
Denepanu M APYruxX apXMBHBIX JOKYMEHTOB B
OpPraHax rocyiapCTBeHHOHU BJIACTH, OPraHax

MCCTHOI'O CaMOYVYIIPpaABJICHHUA U OPraHU3alNAX.

-YTBepKIAeHbI NpukazoM MuHKYJAbTYPHI 0T 31 mapra 2015
Ne 526



FOCT P 7.0.8.-2013
.

HALMOHAINBbHbLI CTAHOAPT POCCUNCKOW
OENEPALINN

Cucrtema ctaHOapToB No nHdopmauuu,
omnbnmote4yHomMmy 1 nsgatenbLckomy geny

OENONPON3BOACTBO N APXUBHOE AEJIO



FOCT P 7.0.8-2013
.

Hoebin TOCT P 7.0.8-2013 «Cuctema ctaHgapToB No MHdopmMaumu,
bnbnuoTevyHomy 1 n3gatenbckomy geny. [1enonpon3soacTtBo U
apxuBHoe geno. TepMuHbl 1 onpeaeneHns» yTBepXaeH
npukasom PocctaHgapTta ot 17.10.2013 Ne 1185-ct B3ameH TOCT
P 51141-98 «[lenonpon3BoacTBO U apxmBHoe Aeno. TepMuHbl n
onpeneneHnsa,

BBeeH B gencrtene ¢ 1 mapta 2014 r. , yctaHaBnnBaeT TEPMUHBLI U
onpeaerieHnst OCHOBHbIX MOHATUIA, NCNOSIb3YEMbIX B 00f1acTu
Oenonpon3BoacTBa 1 apxXMBHOro agena.



CopepxaHue pa3genos

Pasnen «O6Lme NoHATUSA» BKAOYAET TEPMUHbI, B
PaBHOW CTEMNEeHU ynoTpebnsawLwmnecs B
[eNonpon3BoACTBE U apXUBHOM [Jene.

B pasgene «Jlenonpon3BoacTBO» BblAeNeHbl ABa
nogpasgena: «[JokymeHTnposaHne» n «OpraHnsauus
PaboTbl C AJOKYMEHTaAMNY.

B pasgene «ApxuBHoOe geno» — Tpu nogpasaena.
«XpaHeHMe " y4eT apXMBHbIX OJOKYMEHTOBY,
«KomnnektoBaHue apxmBa», «MIHpopmaynoHHagqa
0eATENIbHOCTb apxXmnBay.



Knaccudukartophbl
-

« OK011-93. O6bwepoccnmnuckum
KrnaccudgumkaTop ynpaBreH4YeCKoun
AokymeHTauum (yTB. lNocTtaHOBNeHuem
foccTtaHpapTa Poccum ot 30.12.1993 N 299)
(pen. ot 08.09.2017)



Knaccudukartophbl
-

« OK018-2014. O6iepoccUnNCKnMn
Knaccudukatop nHpopmMalumm o HaceneHuu
(npnHAT 1 BBeaeH B ageucteue lpukasom
PocctaHgapta ot 12.12.2014 N 2019-cT)
(pen. ot 01.12.2015)

« OOwepoccumnucknm knaccudgpukatop npoceccumn
pado4ynx, AOSMKHOCTEN crnyXawmx n TapnHbIX
pa3psagoB OK 016-94 (npuHAT n BBeaAeH BOEeNCTBUE
NMNoctaHoBneHue NocctaHpapta P® o1 26.12.1994 N
367 (pea. ot 19.06.2012)



Knaccudukartophbl
-

« OK 009-2016. O6wiepoccumnckmm knaccudpumkarop
cneumanbHOCTEU NO 0OpPa30BaHUIO (MPUHAT U

BBeaeH B aencrtBue MNMpukasom PoccTtaHpaapTta ot
08.12.2016 N 2007-cT)

« OK 033-2013. O6wepoccumnckum knaccucdmkaTop
TeppuToOprUn MyHMuUnanbHbIX obpa3oBaHuu (yTB.
NMpukasom PocctanpapTa ot 14.06.2013 N 159-cT)



YHndumunpoBaHHblIe CUCTEMbI
AOKYyMeHTauuun

e 02 VyHMOUUMPOBAHHAA cUCTeEMa OpraHuU3aLnOHHO-
pacnopaauTenbHOU OOKYMeHTauuu,

e 03 yHUPUUMpPOBAHHAA cUCTEMA NEPBUYHOU YYETHOU
OOKYMeHTauuum;

o 04 YHUpUUMpoBaHHag cucrtema BaHKOBCKOM
OOKyMeHTauuu;

e 05 yHMduumpoBaHHas cuctema oHaHCOBOWU, yYETHOU
N OTYETHOM ByXranTepckom OJOKYMEHTaUUN BOmMKETHbLIX
yupexgeHum n opraHmsauuu,



YHndumunpoBaHHblIe CUCTEMbI
AOKYyMeHTauuun

o 06 YHUUUmMpoBaHHagd cucrtema OTYETHO-
CTaTUCTUYECKOU OOKYMEHTaLMNU

e 07 yHuUpmumpoBaHHas cuctemMa YYeTHOU U OTYETHOWU
Bbyxrantepckon gOKYMeHTauUn NpeanpusaTun,

e 08 yHMUUMpPOBAHHAA cuUCTeMa OOKyMeHTauum no
TPyAYy UCKITKOYEHa,

e 09 yHMUMUMpOBAHHAA cuUcTeMa  [OOKYMeHTauuu
[leHCcnMoHHOro  doHaga  Poccuimckon — depepaunm
UCKJITIOYEeHa,

e 10 yHMdDMUMPOBAHHAsA CUCTEMA BHELUHETOProBoOW
OOKYMEeHTaLuuu;



FOCT P 54471-2011/1SO/TR
15801:2009

 «CHUCTeMBl  DBJIEKTPOHHOIO  JOKYMEHTOO0OOpOTA.
Ynopaeinenue — gokyMmeHrtanuei.  Muadopmarus,
coxpaHsemasl B 3JICKTPOHHOM Buje. PekoMenganuu
10 00€CICUECHUIO JOCTOBEPHOCTH U HAACKHOCTH

* JloxyMeHT BBeAEH B aercTBue ¢ 1 aBrycra 2012 rona.



FOCT P 54471-2011/1SO/TR
15801:2009

e CraHaapT MOXKET ObITh UCIOJIb30BaH JIH000M OpraHu3aluei,
KOTOpasi UCIOJb3YET CUCTEMY YIIPABJICHUSA JOKYMEHTAMHU U
MHGOPMALUEH 11 COXPAHECHHUSI BO BDEMEHM ayTEHTUYHOM,
HaJIC)KHOW M F'OJTHOM K MCIOJIb30BAaHUIO/YUTAEMOU
3JIEKTPOHHOW MH(POpPMAIIHH.

e Takue cucTeMbl BKJIIOYAIOT MOJUTUKY, TPOLETYPHI,
TEXHOJIOTUM Y TPEOOBAHUS K ayUTY, KOTOPbIE COBMECTHO
00€CIIeunBaIOT MOJIJIEPKaHHUE 1IEJIOCTHOCTH 3JICKTPOHHOM
MH(pOpMaLIMU IPU XPAHCHHUH.



FOCT P 53898-2013

* HaumoHanbHbIN cTaHgapT Poccunckon
depepaunn. Cucrembl 9NEKTPOHHOIo

OOKyMeHToobopoTa. B3anmooencreme cuctem
ynpaBrieHnst  AOKyMeHTaMu.  TexHu4yeckue
TpeboBaHUA K ANIEKTPOHHOMY COOBLLIEHUIO



FOCT P 53898-2013

CrangapToM YCTAHOBJIEHBI TEXHHYECKHE TPEOOBAaHHUS K IJICKTPOHHOMY
COOOIIIEHNUIO, 00ECIIEYMBAIOIIEMY B3aUMOJCHCTBUE CUCTEM YIIPaBJICHUS
JTOKYMEHTaMH, KOTOpPOE€ IepeaacTcs W3 CHUCTEMbl B CHUCTEMY B BHJIE
(haitna uim Habopa ¢aiiiaos.

[TactiopT siBsieTcs 00513aTE€IbHOM YaCThIO TAKOTO COOOIICHHUS, @ KOHBEPT
U JIONOJHUTEIbHBIC (hailibl — HeoOs3aTeIbHBIMM YacTaMU. llacmopt u
KOHBEPT JJCKTPOHHOIO COOOIICHUA MpeacTaBisitoT cobor XML-
JOKYMEHTBl YCTAHOBJICHHOM HACTOAIIMM CTaHIAPTOM CTPYKTYphI, C
3aJJaHHBIM COCTaBOM 3JIEMEHTOB U UX aTpUOYTOB.



FOCT P 54989-2012 (ISO/TR
18492:2005).

* Hanumonaneubiv cragmapt Poccurickon denepanum.
OOecrieyeHue T0JATOBPEMEHHON COXPAHHOCTH BJICKTPOHHBIX
JTOKYMEHTOB

e BBeneHud B neiictBue 1 mag 2013 rona.

[leap HacToOAmEro CraHgapra - IPEMUIOKHATh  SICHYIO
KOHIIECTILIMIO JJIs1 Pa3paObOTKU CTPATErdil M XOPOIINUX IMPAKTHUK,
IMPUMEHUMBIX K IIUPOKOMY CIIEKTPY SJIEKTPOHHBIX JIOKYMEHTOB
roCyJJapCTBEHHOI'O M YaCTHOI'O CEKTOPOB JjIs1 00ECHEUCHHUS UX
JOJITOBPEMEHHOU TOCTYITHOCTH 7| AyTEHTUYHOCTH.



I'oCT P 7.0.10-2010 (MCO 15836:2003) CUBU L.
HaOop 3;1eMeHTOB MeTagaHHbIX " JlyOJnHCKOE

HHpO"

« HabGop niieMeHTOB MeTagaHHbIX «JlyOInHCKOE
SIPO» - 3TO HOPMATHUB, JIJIs1 OOIIECUCTEMHOTO
onvcaHusl UHOOPMAIMOHHBIX PECYPCOB.



FOCT P NCO 23081-1-2008
.

« CUBUL. lNpouecckl ynpaBreHuUs
AoKyMmeHTamMu. MeTtapgaHHble Ans
AOKyMeHTOB. YacTtb 1. [pyHUnnbI



I'OCT 7.64-90

CUDBMU. IIpeacraBiieHue 1aT 1 BpeMEHH JTHA.
O01mue TpedoBaHUA

* mpuMep HanucaHus aatel 1 cenTsops 2006 roma BbI MISIAAT
CIEIYIONIUM 00pa3oM:

 Ilonnoe npeacrasnenue: 20060901 (ocHoBHOIM
dbopmar); 2006-09-01 (pacmmpennsiii hopmar);

* Cokpamennoe npeacrasieHue: 060901 (ocnoBHOM popMmar);
06-09-01 (pacmupennsblii hopMmar).



I'OCT 7.64-90
CUDBMU. IIpeacraBiieHue 1aT 1 BpeMEHH JTHA.
Oo01mue TpedOBaAHUA

OcuHoBHoM (popMat 232050 (moaHOE NpeaCTaBICHUE)
Pacmmpennsiit popmat 23:20:50 (moaHOE MpecTaBICHUE)

OcHoBHOM (opmat 2320 (npeacTaBieHUE C YMEHBIIICHHON
TOYHOCTBIO)

Pacmmpennsiii popmart 23:20 (mpeacTaBiaeHue C
YMEHBIIEHHON TOYHOCTBIO)

OcHoBHOM (popMaT (cokpanieHHoe npejcTapiaeHue) -2050

PacmipenHnbiii hopmat (COKpalleHHOE IPeICTaBICHUE) -
20:50



I'OCT P UCO 15489-1-2007 “CUBU .
YnpaBienue fokymMmenrtamu. Oo0mue rpedoBanust”.

Hactoawunn ctaHgapT perynmpyeT npoLecchl
yrnpaBneHns JOKYMeHTaMN rocygapCTBEHHbIX
NN KOMMePYECKNUX opraHusaLmu,
npegHasHavyaemMbiMy 418 BHYTPEHHEro unm
BHELUHEro nosb30BaHuA.

B 2016 rogay npuHaTa HoBaqa pegakuua 1SO
15489 -1: 2016



I'OCT P UCO 15489-1-2007 “CUBU.
Ynpasienue 1okymeHTamMu. O01mue rpedoBaHusa”.

e Perynupyet npouecchl ynpasneHuns
OOKYMEHTaMW rocyaapCTBEHHbIX,
KOMMEPYECKUX, OOLLLECTBEHHbLIX OpraHu3aumi.

e /13noXeHbl NPUHLUUMNLI OTBETCTBEHHOCTM.
e V/I3noXeHbl TEPMUHGI.



I'OCT P UCO 15489-1-2007 “CUBU.
Ynpasiienue nokymeHntamu. O0mue rpedoBanus’

e OnpeneneHbl BUAbI KOHTPOMA UCMNOMNHEHNS
OOKYMEHTOB (KOHTPOMb AEUCTBUN U KOHTPOSb
MECTOHaXOXOEHUA OOKYMEHTA).

e MeToanyeckne pekomeHaaLMm No NPOEKTUPOBAHUIO U
BHEJPEHWNIO CUCTEM YNPaBreHns JOKYMEHTaMM.

® COOEpPXUT pykoBoasdLLME yKa3aHUA Mo yrnpasfeHUIo
OOKYMEHTaMM B pamMKax npoLeccoB ynpaBneHuns
KayeCTBOM M ynpaBneHna oKpyxarLlen cpeaon B
COOTBETCTBUU C HaumoHanbHbiMu cTaHgaptamu FOCT
P NCO 9001 n roCT P CO 14001;



MeToauyeckue pekomeHOaLuum no
NPOEKTUPOBaAHNIO U BHEAPEHUIO CUCTEM
ynpaBrieHUs1 LOKyMeHTaMu

AHanun3 gesatenbHOCTU PUpPMBbI
OnpepneneHne TpeboBaHUN K AOKYMEHTaM

PaspaboTka NnpuHUMNOB, CTaH4apPTOB, NPoLEeayp v ap.
[IOKYMEHTOB

npOeKTI/IpOBaHI/Ie CnNCTEMbI ynpaBiieHnAa JOKYMEHTaMN
BHep,peHvle CncTemMbl ynpasneHnda 4OKYMEHTaMN

ObcnenoBaHue cUCTEMbI YNpaBNeHUs OOKYMEHTaMU
nocne BHeApPEHUS



Cucrtema ynpaBrieHUs
AOKYMEeHTaMMu

«Cncrtema meHeg)KMeHTa AOKYMEHTOB. OCHOBHbIe
NMNOJIOXKEeHUA N CrioBapb»

«Cnuctema MeHeg)XMeHTa AOKYMeHTOB. TpeboBaHus»

«Cucrema mMeHeg)XKMEHTa OOKYMEHTOB. TpeboBaHuA K
opraHam. [lpoBoasawMM ayauT U ceptudpmnkaumo»

«Cucrtema meHegXXMeHTa AOKYMeHTOB. PykoBoACTBO
Nno BHeApPEeHUIo»

«Cucrtema meHegXXMeHTa AOKYMEeHTOB. PykoBoACTBO
No oueHKe»



Cucrtema ynpaBrieHUs
AOKYMEeHTaMMu

« ISO 30300:2011 «Mubopmanus n fokymeHTarus - Cucrema
MEHEIKMEHTA TOKYMEHTOB - OCHOBHBIC MOJIOKECHHUS U
CJI0OBaphb»

« ISO 30301:2011 «Mudopmanus n fokymeHTamus - Cucrema
MEHEIKMEHTa JOKyMEeHTOB — TpeboBanus ( Requirements ).

« ISO 30302:2015 «Mudopmanus u gokyMmeHTamus - Cucrema
MEHEP)KMEHTA JIOKYMEHTOB - PYyKOBOJICTBO 110 peann3aiun
(Guidelines for implementation)



Cucrtema ynpaBrieHus
OOKYyMeHTaMu

rOCT P MCO 30300-2015 CHUBWUJI.
NHOOPMALIUSI UM JIOKYMEHTAIIUSL.

CUCTEMbI YIIPABJIEHUA
JOKYMEHTAMM. OCHOBHBIE
IHHOJIOKEHUA U CJIOBAPDH

BHHMJA/L moaAroTOBUII



FOCT P MCO 30300-2015
.

 O0uacrb npuMeHeHus: CTaHIapT yCTAHABIMBACT
nean ucnonab3oBanud CYJl, COAEPKUT IPUHIIUIIBI
CYJl, ommchiBacT IIPOLECCHBIM  MOJAXOJX M
onpeaesieT (yHKIMU BbICIIETO PYKOBOACTBA.

e C 1 wmmwuaa 2016 roma BBedeH B JdeHCTBHE



FOCT P MCO 30300-2015
.

o CraHgapT nNpeaHa3HauYeH Kak IS CHSIHAIICTOB B
oonactu JIOY, Tak u 11 pyKOBOJAUTEICH
OpTraHM3allui U BCEX COTPYAHUKOB, PaOOTAIOIIUX C
JOKYMEHTaMH.



FOCT P MCO 30300-2015
.

 nokyMeHT(bI) (record(s)

MH(OpMalKs, CO3JaHHAsA, IOJy4YEeHHas M
coxpaHseMas OpraHu3aluei Uil YaCTHBIM JIMIIOM B
Ka4eCTBE JOKa3aTEIhbCTBA M aKTHBA OpPTaHH3AlNU
MJIA YaCTHOTO JIMIIA IIPU HNOATBEPKICHUN MPABOBBIX
0043aTeILCTB WU NEJIOBOU JIEATEIIHLHOCTH



FOCT P MCO 30300-2015
.

e KOHBepTauus (conversion)
IIPOLECC MEPEMEIICHUS TOKYMEHTOB H3 OJHOIO

¢opmara B Apyrou

 [1PUMEP CkaHupoBaHue OOKYMEHTOB Ha
ByMaXHbIX HOCUTENSX ANSA co3faHus ux undpoBbIX
obpasoB (B chopmartax TIFF, JPEG, n gp.), nepeBoa
OOKyMeHToB 13 ¢dopmata Word B dopmat PDF, ns
dopmaTta TekctoBoro dauna UNIX B opmar
TekctoBoro dawuna Microsoft (Windows), nepesoa
doannos MS Word 13 Bepcuun 1 B Bepcuto 2.



FOCT P MCO 30300-2015
.

 MuUrpaunus (migration)

IIPOLECC NEPEMENIECHUSA JTOKYMEHTOB M3 OJHOU
armapaTHOM WM NPOrpaMMHOM KOH(UIypaluu B
Apyryro 0e3 u3MeHeHus (popMata

[TIPUMEP Ilepemerenue CBEIECHUU C
MAarHUTHOIO JUCKa Ha MarHATHYIO  JICHTY,
nepememenne 06a3 manHeix u3 CYBJ| Oracle B
CYbJ SQL Server (cm. nyskr 3.3.3 A
MOCIEIYIOIIETO UCIIOJIb30BAHMSA ).



FOCT P MCO 30300-2015
.

e ymnpanJjeHHe JokymMeHTaMmu (records management)

00JIaCTh ~ yINpABJCHUS, OTBETCTBCHHas 3a J(PQEKTUBHBIA U
CUCTEMATUYECKU KOHTPOJIb CO3JaHMS, MOJYUYECHHUS, COXPaHCHUS,
UCIIOJIb30BaHMs, OTOOpa W Mepeladyd JOKYMEHTOB, B TOM YHCIE
IpOIECChl  BKJIIOYEHHUS JIOKYMEHTOB B CHCTEMY M COXPaHCHUS
I0Ka3aTeabCTB U WH(OpManuu, 3a@uKCUpOBaHHBIX B  (popme
JTOKYMEHTOB, O JICJIOBOM JICSATEIbHOCTH U OMNEPaLUAX

« [MCO 15489-1:2001, onpenenenue 3.16]
« TIPUMEYAHMUE Taxxe Ha3bpIBACTCS IACITOMPOU3BOJICTBOM.



F'OCT P UCO 30300-2015

* JOKyMeHTHas cucteMma (records system)
MH(pOpMaIIMOHHAS CUCTEMA, o0ecrneyrnBaroas

BKJIFOUCHHC HOKYMCHTOB B CUCTCMY, YIIPABJICHHUC
HOKYMCHTAMH U NOCTYII K HUM B TCHCHHUC BPCMCHU

« Bwmecto CO/I



FOCT P MCO 30300-2015
.

 MHAeKcHupoBaHHe (indexing)
IIPOCTABJICHUE YCIOBHBLIX 0003HAUYCHUI U
COCTaBJICHUE yKa3aTeneHn IJIsA YIIPOIIEHUA JOCTYIIa



FTOCT P UCO 30300-2015
.

 JlocToBepHBIM SIBJSIETCS JOKYMEHT, COJCp>KaHUE
KOTOPOIO  MOKHO  CYUTaTh NOJHBIM H  TOYHbIM
IpeICTaBICHUEM MOATBEPKIAEMbIX onepanmii,
JESITEIBHOCTH WIH (PAKTOB, a TAKXKE JOKYMEHT, KOTOPOMY
MOXXHO JIOBEPATh B IIOCHEOYIOIIMX ONEpAlMSAX WIA B
nocleAyonen  AesITelbHOCTH. JIOKyMEHTBI  JOJIKHBI
CO3/1aBAThCS BO BpeMsfl HJIM Cpa3y Ke Mocje onepamuu
WId Cly4das, K KOTOPbIM OHHU OTHOCSTCS, JHIIAMH,
JOCTOBEPHO 3HAIOIIUMHU (PAKThI, WK CPEACTBAMHU, OOBIYHO
MCMHOJIb3YEMBIMHU B JICJIOBOM JIEATEILHOCTH MPHU MPOBEICHUM
JTAHHOHW OIIEpAIIUH.



FTOCT P UCO 30300-2015
.

 Yro0Bbl 00€CHCYUTh AYTEHTHYHOCTH (IMOJAJHHHOCTD)
JOKYMEHTOB,  OpraHu3aliud  JOJLKHbI ~ BHEAPUThL MU
JOKYMEHTAIbHO 3a(UKCUPOBATh IOJUTUKY W IPOLIEAYPHI
yIpaBJICHUS  CO3JaHUEM,  IIOJy4YEHHEM,  Iepeaayei,
COXpaHECHMEM U OTOOpPOM HJOKYMEHTOB. JTO TapaHTHUpPYET,
4TO C€O3JaTeJH JAOKYMEHTOB HMECIOT COOTBETCTBYIOIIUE
MOJHOMOYHS M MAEHTH(PHUIHUPOBAHBI, 1 YTO JOKYMEHTbI
3alMUIIEHbl OT HECAHKIMOHUPOBAHHOI'O  JIOIIOJHEHHUSI,
yIaJICHUsI, BHECCHUSI M3MCHEHMS B HHUX, HUCIIOJb30BaHUS U
COKPBITHS.



FTOCT P UCO 30300-2015
.

 IleJOCTHOCTHL JAOKYMEHTA OINpeaeasieTcl ero IMoJHOTOH |
HEM3MEHHOCTbIO.

« Heobxoagumo, 4TOObl  JOKYMEHT ObLLI 3alMIIeH oT
HECAHKIMOHMPOBAHHOIO H3MeHeHus. IloimuThka u  TIpoLEAYPHI
yIIpaBJICHUS JTJOKYMEHTAMHM JIOJKHBI YKa3bIBaTh, KAKUE JOMOJIHCHUS WU
IpUMEUYaHUsI MOTYT OBITh JOOABJICHBI K JOKYMEHTY IIOCJI€ €ro CO3/IaHusl,
IIpU KaKUX 0OCTOSITENILCTBAX JOMOJIHCHHUS WM IPUMEUYaHUsI MOTYT ObITh
paspelieHbl, MW KTO YHOJHOMOYEH MX Ipou3BOAUTh. JIr0ObIe
CAHKIIMOHMPOBAHHBIC IIpUMEUAHUS K JOKYMEHTY, J0OaBJICHUS WIIH
yaajJeHus M3 JOKYMEHTa CJeAyeT 4YeTKO JOKYMEHTHpPOBaTh U
KOHTPOJIHUPOBATh.



FTOCT P UCO 30300-2015
.

 3amMiieHHble JOKYMEHTHbIE CHCTEMbI IIPUMCHSIOT
COOTBCTCTBYIOIIIME  CPEACTBA  KOHTPOJIs, KOTOpPbIE
NPeIOTBPAIIAIOT HECAHKIUOHUPOBAHHbLIE  IelCTBHSA
(IOCTyHn, YHMYTOXXCHHE, H3MCHCHHE WM IEpPEMEIICHUE
JTOKYMEHTOB).  3allMIIECHHBIC JOKYMCHTHBIC  CHCTEMBI
OJIICP>KUBAKOT IIOJJ0TYETHOCTh OPraHr3alliy U YIIPABJICHUE
PHUCKaMH.



Cucrtema ynpaBrieHUs
AOKYMEeHTaMMu

e CxemaunslOCT
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roct P 1CO 30301-2014

Nudopmanus u 1okymMeHTauus. CucremMsl
MeHeIKMeHTAa 3anucer. TpedoBanusi

e Hacrogamun CTaHJIapT YCTAaHABJIMBACT TpeOOBaHMs,
KOTOpPBIM  JoJbkHa oTBedartb CYJl, 4ToObl 1IOMOYB
OpraHW3allMi B  BBIIIOJHECHHM CBOHMX  O0S3aTEIbCTB,
HA3HAYEHUS, CTPATETUN U TOCTHKECHUM LIEJIEN.

 Hacrosmuii ctangapt kacaercsi pa3paOOTKH U pean3aiyiu
MOJIUTUKYA U LEJIIEU BEICHUSA JOKYMEHTOB U IPEIOCTABIISET
CBEJICHUS O pe3yJIbTaTaX U3MEPEHUN U MOHUTOPUHTA

 Cramgapt mnoaroroBien OAO  «Bcepoccunickuu

Hay4HO-HCCIeJ0BaTEIbCKUH HUHCTUTYT
ceprudpuranun» (BHUNC)



roct P UCO 30301-2014

o JlaHHBIM JOKYMEHT YyCTAHABIMBACT TPECOOBAHMS,
KOTOPBIC TOJDKHEI OBITH BEHITIOJIHEHBI B CIIy4ae, €CIIH
OpraHM3allii  HEOOXOJMMO TOATBEPAUTH CBOIO
CIIOCOOHOCTh  CO3JaBaTb M  KOHTPOJMPOBATH
oOpasyromecs B XoA¢ €€ ACJIOBOM AESITEIbHOCTU
JOKYMEHTBI B TEUEHHE BCEro IMEpHOAa BPEMCHU,
IOKa  COXpaHsAeTCA  MOTPEOHOCTH B ATHUX
TOKYMCHTAX.



roct P UCO 30301-2014

* IlpenucnoBue
Beenenue
. O0nacth NpUMEHEHUS
. HopmatuBHbI€ CCHUTKM
. TepMuHBI U onpeieeHUs
. KonTekcr opranuzanuu
. JlupepctBo
. [ImanupoBanue
. [opnepxka
. OnepatuBHas AeATEIbHOCTh
9. Otenka > PeKTUBHOCTH
10. Ynyumenus
[Tpunoxenne A (uHpopmanmonHoe): [IpuMepbl ICTOUHUKOB UHPOPMALIMHN U TPEOOBAHUH,
MOMOTAIOIINX aHAIM3UPOBATH KOHTEKCT (YCJIOBHS), B KOTOPBIX OpraHu3aus
OCYILECTBIIAET CBOIO JIEATEIbHOCTD
bubnuorpadus

01N DN kK~ W -



roCT P UCO 30301-2014

* CTAHZAPT IIpeJHA3HAYEH [JJIA HCIIOIb30BaAHU
PYKOBOJUTEJIAMU, OTBEYAIOIINMHU 34 IIPUHATHE
pEINIEHNM O CO3JaHNH, OXBATEe U BHEPEHUU
CHCTEM MEHE/PKMEHTA JJOKYMEHTOB B CBOUX
opranusanuax. OT Tak:xKe JOJIKEeH
HCIIOJIb30BaThCSA JIUI[AMU, OTBEUAIOIINMU 3a
BHeZpeHue U noagaepkky CY/I.



CtaHpoapThl
-

FOCT P 6.30 — 2003. YHucdhuumpoBaHHbIe
CUCTEeMbl AOKYMEHTaLuu.
YHudmunpoBaHHasa cucrtema
OopraHu3aLMOHHO pacnopaauTesibHON
AOKYyMeHTauuun. TpedboBaHuA K
ohopMNneHUr0 AOKYMEHTOB



roOCT P 7.0.97-2016

Cucrema ctaHgapToB no nHopmMmauumm,

6MbaMoTeyHOMY M n3gaTtenibCKoOMy aeny.
OpraHmsauMoHHO-pacnopsanTesibHasas AOKYMEeHTaLUuA.
Tpeb6boBaHua kK 0popMIEHNIO AOKYMEHTOB



HomeHknaTypa gen
-

CuncremMaTusanpoBaHHbIN MepeyYeHb
3arosyioBKOB Aer Ha
npeanpuATUN C yKadaHUEM
CPOKOB XpaHEHUS



MHCTPYKUMA No Aenonpou3sBOACTBY
]

1. OBLWwme NonoXeHus

2. [lpaBuna opopmMneHns OOKYMEHTOB
(NnpunoXxeHne — PopMbl JOKYMEHTOB,
obpasubl)

3. OpraHusaunst paboTbl C AOKYMEHTaMWU
(Nnpmnem, oTnpasBka, permcrpaumsi, KOHTPOIIb
NCMOJTHEHNSA OOKYMEHTOB, dOPMUPOBAHMNE
nern, nepegada gern Ha apxmBHOE XpaHEHME)



Tabenb hopmMm AOKYMEHTOB
S

[lepeveHb pa3pelleHHbIX K MPUMEHEHUIO
YHUMPUUNPOBAHHbLIX POPM AOKYMEHTOB,
HeobXoaAMMBIX U OOCTaTOYHbIX ONA
peanunsaymm yHKUnn 1 3agad
yrnpasneH4YeCcKou OeATeNbHOCTH, C
XapaKkTepUCTUKON X KOPUONYECKOro cTaTyca,
9TanoB MOAroTOBKN N NPOXOXAEHNS



Ha3Ha4vyeHue Tabena popm
OOKYMEHTOB

e ONTUMMU3aLNSA cocTaBa PoOpM JOKYMEHTOB, UX
3aKkpenrneHne B HOpMaTUBHOM AOKYMEHTE;

e Knaccudpukauma opm OKYMEHTOB NO PYHKLUNAM,;
e VYHUMUKaAUNA POPM OOKYMEHTOB OopraHu3auum,

® yHMUMDUKALUUS N HOpMATUBHOE 3aKpernreHne
npoueaypbl NOAroTOBKM JOKYMEHTOB B OpraH13auum

® yropsagoyYeHmne OOKyMeEHTanbHoM 6asbl opraHmM3aumm B
Lenax noBblleHNs 9dEKTUBHOCTU UCMOSNb30BaHNSA
NMHJOPMAaLMNOHHbLIX TEXHOMNOIMMN B YnpaBfeHnn



Pa3paboTka Tabensa hopm
OOKYMEHTOB

e 1. T[lpennpoekTHoe obcrnegoBaHue.

o - onpeaeneHne Kpyra ynpasneH4Yeckmux pyHKUnn 1 3agad
donpmbil;
- dopmMmurpoBaHue CTpyKTypbl Tabensa opM OOKYMEHTOB;

: BbIOOp Hanbonee uenecoobpasHbix dopmMbl Tabens ¢
ydeToM cneundukm geatenbHOCTU PUPMBbI;

o - onpenerieHme maccuaa JOKYMEHTOB A1 BKIHOYEHUS B
Tabeneb.

e 3a 3 nocneaHux roga nay4daroTca Bce rpynnbl AOKYMEHTOB
opraHmsauyun. BeisiBnaroTcs nepnoanyHble JOKYMEHTHI.
[MpeaBapuTENbHO COCTABMSIETCS KapTa JOKYMEHTA: NonHoe
HanMeHoBaHMe bopMbl JOKYMEHTA, Ha3HaAYEHME OOKYMEHTA.
CBeaeHuna ob aTanax NoaAroToBKW.



Pa3paboTka Tabensa hopm
OOKYMEHTOB

e Bbibop dbopmbl Tabens 3aBMCUT OT 3aaau,
CTOALLMX Nepen paspaboTymkamu:

e ONTMMU3NPOBATbL COCTaB POPM OOKYMEHTOB
(rpadobl — HauMeHoBaHMe PopMbl, NEPNOONYHOCTb
co3daHug, noapasaeneHns, oTBETCTBEHHbIE 3a
co3gaHue);



Pa3paboTka Tabens doopm
OOKYMEHTOB

onTMMM3aums npoueaypobl
NoAroTOBKN JOKYMEHTOB,
criegoBaTerbHO
OOMONHAKTCA rpadbl 00
dTanax NnoaroToBKU;



Pa3paboTka Tabensa doopm
OOKYMEHTOB

eCnu uernb — perfnamMmeHTaumns rnpoLeccos
NOAroTOBKN N 0OPabOTKN U
OOKYMEHTO0bopoTa, TO Tabenb O0MmKeH
cogep)kaTb CBEOEHUS O perncTpaumu,
KOHTPOJSIE UCMONHEHUA, MECTE XPaHEHUS,
TUpaX JOKYMEHTOB.



Pa3paboTka Tabensa hopm
OOKYMEHTOB

. dopmMmmpoBaHme CTPYKTYypbl Tabensa — cBoero poaa
KBanMdunkaunoHHada cxema ynpaBneH4Yeckux pyHKUuMn n 3agad
dmpmbl. Pasgenbl Tabena — CTPYKTYpHble nogpa3aenieHnsa unu
doyHKUMK yripaBneH4Yeckne: opraHnsaums, nnaHnpoBaHue,
KOHTpOnb, dNUHaAHCOBOE obecrnevyeHne, matepuanbHO-TEXHNYECKOE
obecneyeHune, obecneyeHne Kagpamu, JOKYMEHTALMOHHOE
obecne4veHue.

e OTOOp hopm OOKYMEHTOB AS1S BKNOYEHUSA B Tabernb: opMbl,
yTBEPXOEHHbIe akTaMu BNacTn; oopMbl OTpaxatroLime
NPaKTUYECKYI0 OeATeNnbHOCTb PunpMbl. [opagok pacnonoxeHus ot
oOLero K YactHoMmy.



