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Mpenucnoewne

Llenu « npuAuMne cTangapTuaagin B Poccrcko i Pegepausqs yeTadoaneHs PegepansHsiy 3asoHomM oT
27 pewabpr 2002 r. Ne 184-03 ¢ TeXHUYECKOM DENYNMDOEIHWK L, 8 NPAEHIE NPHMEHEHWA HALKOHANBHEBIX
crangaptoe Pocowiceol Pegepauyus — [OCT P 1.0—2004 «Crangaptraayms B Poccrickoil Pegepayun.
CHeHOBHEBIE NOMNOMEHAAD

CoensHWA 0 CTaHAAaRTS

1 NOOrOTOBNEH TocypapcTeedkes ydpexaedies: BoepoocHickim Hay4HO-MCCNa0BaTaNLCKMM
HHCTHTYTOM QOKYMEHTOREOSHHA M apxuBHore gena « BHAWMOAD » Ha acHOBE COOTRETCTRYIOLETD Y TEHTHYHO-
ronepascna MakdyHapoaHoro CTaHOapTa, YKasamHoro B myHeTe 4

2 BHECEH TexHuqackrs: KOMUTETOM N0 cTangapTHaauuy TK 197 s HayuHo-TexHu4eckas HHopmaumna,
GUANKHOTEYHOE M HAOATENECKOE O8N0

3 YTBEP¥OEH WM BBENEH B OEMCTBME Mpueazom GenepansHoro areHTcTES MO TEXHWHYECHOMY PEY-
NUPOBAHKKD W MeTpononas o7 12 mapTta 2007 r. Ne 28-c1

4 HacToAWMWA CTAKOAPT MOEHTHYEH MEXDYHAROAHOMY cTaHgapTy MCOD 15489-1: 2001 « MudopMadHa v
AokymedTagua. Ynpaenadwe aanucamd. Obigwe nonowesuar (IS0 15488-1:2001 «Information and documen-
tation — Records management — Genarals).

HaumeHoBaHKe HACTOAWETD CTAHOARTA MIMEHEHD OTHOCHT 2MEHD HAWMEHOBAHMA BYTEHTHYHOMD NEEE-
BOga OnA npueegedra B cooTeatcrene ¢ NOCT P 1.5—2004 (nymer 3.5).

MpK NprYsEHeHAW HACTOAWETO CTAMOADTA PEHOMEHOYETCH MCNONLEICEATE BMECTO CCINOHHbLIX ME# Ty Ha-
POOHBIX CTAHOAPTOR COOTRATCTEYIOWME WM HBLUMOHANEHEE CTAHGADTE Poccuickon Tegepaund, CRedaHna &
EOTOPRR MPUEEOEHL B QONINHATENLHOM NPANCHEHKN A

5 BBEJEH BMNEPBLIE

HMiuchopanua o vaMeHesUay K Hacmoailesy cmaddapmy ayGnukyemcs & exesodno uadagacmon
UHDOpMELUOHHOM YRa3amens « HayuoHanbHsie cmandapmes, 8 MENCIT UIMEHEHUT U NOMPEE0K — 8 BXEME-
CAYHO U3dasasibix UHDODMAULOHHEX FR33amanay «Hauuorankhse cmandapmsis. B clyYas Nepecymomps
(AR B} LU CMMEHE HSCMOAWLE20 cmaxsdaiima coomaamomeayouies yeedomnerue Sydem amyinukoaaso
8 emaMecayHo uidasaeMon yHasamene sHayuoHansHse cmasdapmeis. Coomeememayiowan uHghopna-
YUA, yeedoMmoNUe U MEKCME DAIMeLUEmcR MaKKe 8 uHgopMayuornol cucmeme oBlWesn NoNbI0EE-
HLUA — HE offuyuanedon caldme CedepaneHO20 a2EMMCIMES N0 MEXHUYECKOMY peSynuposanlo U
MEMPONOSUL & Cemu FumapHam

© Cravgaptundopm, 2007

HacToRLWWA cTaHOapT He MOKaT BiTh NONHOCTE MMM YACTHWYHO BOCNPOMIBE0EH, THRAKWDORAH U pac-
NpOCTREHEH B KAYECTEE oPUUManLHOro HanaHuA Bea paspewe na degepansHoro aranTeTeEa No TEXHUYECKD-
Y PEMYIHDOBAHMID M METPOMNOTHIA
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HAUMOHANBHBIA CTAHOAPT POCCHMWUCKOW GEOEPALUM

CHcTeMa CTAHOAPTOR NO WHpOopMaUKHK, BRENWOTEYHOMY H HIAATANLCKOMY &Ny
YNPABNEHWE OOKYMEHTAMK
ObuwuMe TpeboBaHmA

Svatam of standards on information, librananahip and publishing.
Records management. General requirements

Oata eepeqessn — 2007 —07—01

1 OBnacTe NPUMEHEHHA

HacToAwWi cTakaapT parynupyeT NpoLeccsl YNPaaneHHA DOoKYMEHTaAMA roOcyJapCTREHHB, KOMBMED-
YECHHX M ODLWBCTREHHBIX OpraHnaaLni, NPelHAIHAYaeMEIMK AR BHYTDEHHEND KT BHELIHETS NONLI0BaHAR.

MonoxeHWsa HACTOALLEND CTAHAARTA ABNAKTCA PEKOMEHAALWAMK N0 COINAHMID CUCTEM YNDABNeHKA
OOEYMEHTAMA, BRMOYSHAIC B HEE OOKYMEHTOR, 3 TAKKE 0DBCNEYEHHIO COOTBETCTBMA A0KYMEHTOR YCTAHOBMEH=
HEM B CTAHAAPTE XADaKTEDUCTHEIM.

HacToAwwi cTangapT:

- PACNPOCTRAHAETCA HA YNPARNEHHME DOKYMEHTAMK (BCEX PODMATOR M HA BCEX HOCHTENAK], COI0aBAE-
MMM, M NONY42eMEMH TOCY0apCTREHHON, KOMMEDYECKDA mnK oOWeacTeaHHOR CpraMHzauHel B npouscce
& JEATENEHOCTA WM NHUOM, Ha EOTOPOrS BOAno#eHa obAIaHHOCTE CO30ABATE M COXPEHATE OOKYMEHTE
(Danee — opraqMu3IaLmWM);

- COAERM®MT NONoHMEHWA 08 OTEETCTEBEHHOCTH, NONWTHEE, NPOUELYpax, CUCTEMAaX ¥ NPOLECcax, CEAIaH-
HE4E C QOKYMEHTMM OPTAHAIE LM,

= COABDHHT PYKOBOASLWWE YEAZIAHWA NO YNDABENEHWD JOKYMEBHTIMH B DAMEAX NPOUSCCOE YNDABNEHIS
KAYECTEOM M YNPAENEHHA oKDY HSI0WaR Cpefod B COOTBETCTREMM C MENIYHAPOOHBIMK cCTaHgapTamK MCO 9004
HACO 14001;

- COOBDHMT METOOWYECKME DEXGMEHOALMN N0 NPOSKTHPOBAHWID M BHEJDEHU CUCTEM YNPARNEHHA O0KY-
MEHTAMM.

HacToAWME CTAHOADT HE DACTIPOCTPAHASTCA HA YNDABNEHWE ADXHEHLMH JOKYMEHTAMA, XDAHALIWMKHCA
B ApXUBHBLIX YHDE#IEHHAK.

Hactoawui cTaHoapT NnpegHaIHaYeH Qna:

- PYHOBOAMTENEA {MEHEIHED0R ) OPTaHNIALHNA;

= CNEUHANMCTOE B 0ANACTH YNPAaRNEHWA O0KYMEHTAMH, KHOOPMALNSA 1 TEXHONOTHRAMK,

= COTPYOHHKDE (MepCOHANE ) OpraHnIa LM,

= (PHAMHECKME ML, 08A3aHHEIX COZ0ABATE W COXPAHATE O0KYMEHThL.

2 HopMaTHBHLIE CCbINKK

B HACTORALLEM CTaHOADTE MCMONBI0BAHLI HOPMATHEHbIE COBINMKA HA CNENYHILWE CTAHOADThI:

HMCO 5127-11: 87 Wudopmauua i qokymadTauws. Cnosaps

WMCO 5963—85 NokyMeHTauWA. MeToasl aHandsa OOoKyMeHTOR, Onpeieneqdds Mx Tembl | nogbopa
HHOBKCHPOBAHHLIX TEPMUHOE ONA COCTIABNEHWA YHIIATEN &K

HMCO 90012000 CucTeMsl MEHERMERTA KadecTEa. TpefosaHua

MCO 14001—96 CucTemes ynpasnaius okpysaowed cpagol. Tpebosanua W pyKoeoacTEO NO NpMME-
HEHMID

LENEETEY ofpHyHENEHOE
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3 TepMuHbI M onpegeneHMA

B HACTOALLEM CTAHZAPTE NPWMEHEHE! CIBOVIOWLKE TEPMUHE! C COOTRETCTEYIOWHMH ONDEJENEHHAMM!

3.1 apXMBHLIA OpPrad; apXUBHOE yupexnedde (archival authority): YypesgeHwe, OTEETCTEEHHDE 34
oTHop OOKYMEHTOR Ha XDaHEHWE, HOMNNEKTORAHWE U OOECTIEYEHME COXPAHHOCTH apXHBHOrD doxaa, npeao-
CTABMNEHWE QOCTYNA K pXHEHEIM JOKYMEHTAM 1 COMACOBAHNE YHUHTOMEHWA JOKYMEHTODR, HE NoONEaLny
HPAHEHWI.

1.2 cucTema ynpaBRneduA goKyMmedTame (records system) Mudopmaunossas cHoTema, obecnadu-
Ba0Wan OO DOKYMEHTOR [ BEMKHYEHWE QOKYMEHTOR B CUCTEMY ), YNDABMEHWE JOKYMEHTAMK W DOCTYN K HAM.

3.3 powyment (record): 3adMicvpoBEaHHER HE MATEPUANEHOM HOCUTENS MOEHTHEULMPpYEMaR MHgOp-
MALUHR, COAOAHHAR, NONYHEHHAR W COXPAHARMEA OPraHKuIaLMed WK PUIHYECKMM NHLOM B KA4ECTRE OORaad-
TENsECTES NPW NOATESDEIEHKM NPEBOBLE COAIATENLCTE MW SENOB0H QEATENEHICTH.

34 poctyn (access) [Npaso, BOIMOEHOCTE, COEACTEA ANA NOWCKA, HABMNEYEHHA WM HCHONEICBEAHKMA
WM OPMSLIMIA.

3.5 vHasKcupoRaHWe (indexing): MNMpoyecc NPOCTABMNEHHA YCNOBRHER 0B0IHAYEHHEA W COCTABMEHWA
YEAIATENSA, CRYMALME ONA YNDOWEHHA A0CTYNE K QOEYMEHTAM W (T ) MHEODMaLIMIA.

3.6 wnaccwdmrkauma (classification). Cucrematiyeckas MASHTHOHEAUWMA W YyNOPALOYEHHE O8N0B0N
OeATENEHOCTIA W {WNK) QOEYMEHTOR M0 KATEMOPUMAM B COOTERTCTBHA C NOTHYECKW CTDYKTYPUDORAHHBLIBK YCIo-
BHAMK, METSIaMA W NPOLEYDHEMK NPABMNAMK, TPEOCTARMNEHHEMK B KNacCHMKaLMOHHOA CHCTEME.

3.7 KoHBEpTHRpOBAHWE (conversion): MNMpousco epeMelLe A DOKYMEHTOR C OJQHOMN HOCHTENA Ha apy-
Fod N W3 oaHoro opMaTta e gpyrod. Cp. marpagua (cam. 3.11).

3.8 wowTpone (tracking): Cosnadue, BEMOYEHNE B CHCTEMY YNDABNEHHA OOKYMEHTAMK K COXpaHEHME
WMHPOPMELMA O GEVHEHHK M HCNONBI0BAHWH AOKYMEHTOR.

3.9 woWTpOnb OgeRcTEWA (action tracking): Mpoueco OTCNEXMBAHWA CROKOB COBEDLLEHINA JBRCTEMMA, A
Take NDOUEce YETAHOBNEHWA CEAZ ITHX OTAENEHEN BeRcTEME ¢ Aen0osoil AeATENEHOCTEID B LIEMNOM.

3.10 meraganmMkie (Mmetadata), JadHes, ONUCEIBAOWHE KOHTEKCT, COOEMMAHNE, CTRYETYRY QOKYMEH-
TOR M YRR HAE HKM.

3141 murpauyna {migration): MNepesMeleniie JoKYMEHTOR M3 00H0H CUCTEME! B ADYTYIO C COXPAHEHHEM
AYTEHTHYHOCTH, UENOCTHOCTH, AGCTOBEPHOCTH ADKYMEHTOR W HX NEMIogHOCT A ANR MCNONBI0EaHHA. Cp. KoH=
BepTHpoBanMe (cM. 3.7

312 ocbecnaveHde coXpaHHocTH (presemrvation): Mpoueccsl i oneapalWi no ofecneqaHin TexHi4ec-
KO M HHTENMEKTYANBHOW 3YTEHTHYHROCTIA JOKYMEHTOE B TEHEHWE BDEMEHK.

3.13 orBop v nepegada (disposition): TNpoyeccsl peanvIayng yNpagneHYeckis peleHni, Jaqurcu-
pOBAHHBIX B NEQEYHAX JOKYMEHTOE WAK OPYTHME MHCTRPYMEHTAX YNPABNEHWA OOKYMEHTAMM, M KACAIOLWWKCA
YHUHTOMEHHA QOKYMEHTOR MNW NEDESAYN WX HA NOCNEQYIOWEe XDAHBHWE.

3.14 nepemeweHre (transfer) (B OTHOWEHWH MEBCTA XpAHEHHA) MaMeHEHHE MECTA XDAHBHHA Qoky-
MEHTA.

315 nepepava{transfer) (a oTHOWeHWMK cnocoba xpadesna); Masmexedne cnocoDa XpaHesus GOy Me K-
TOR, Npaga COBCTREHHOCTH M (MNK) OTBETCTREHHOCTK 38 OOKYMEHTEI.

316 oTyaTHOCTL (accountability): MpUHUKN, BCOOTEETCTEMMK C KOTORBIM YACTHBIE NWUA, OPTaHHMIaLMM K
0BLWECTEO OTEETCTEEHHSE! 33 CEOW GEHCTBHA.

317 perwcTpauwa (registration): MNpucooeHne OOKYMEHTY YHUKANEHOM WOSHTHIMEATODE NPX ero Bao-
0 B CUCTaMY.

318 yHuuTomerue (destruction): Nukergadms gokyMenTos Sea Kakoi-nubo BoIMOMHOCTH BOCCTAHDR-
NEHWA.

3.19 ynpasnedue OKYMBaHTAMK (records management), COBOKYNHOCTE NNAHOMEDHED W MO eKTHE-
HelX OJ2ACTBHA NO COAGAHWK, WCNONBIoBAHKI0, XDAHEHME W YHUHTOREHWID JOKYMEHTOR B OpradUIauung
LENsi JOXaiaTeNeCTRA NpoRedaHUs Jenosslx (YyNpane e clEs | onepaumni.

4 MpexmyliecTBa yNnpaBneHWa AOKYyMeHTaMK

YNpapnedue 0oKyMEHTIMK PACTIPOCTRAHASTCA HA NPAKTHYECHYI0 eATENEHOCTE MUY, OCYLWESCTENAKLLMAY
YNPABMEHNE QOKYMEHTIMM, 3 TRI0KES N, COAMAOLLNN UMK MCOONEIYHLAN A0KYMEHTE B X008 CROSH Qenoso
OEeATENEHOCTIH. YNPARNEHWE SOKYMEHTAMA B OPrasMIaL9n BnouasT o ceda;

a) NPUHATHE NONWTIXEM W CTAAA0TOR B CEOeDe YIPARNEHAA JOKYMEHT M,

b} pacnpeganeHUe OTBETCTEAHHOCTIA U NONHOMOYME N0 YIIDABMNEHKID JOKYMEHTEMIA,

[ ]

FOCT P UICO 15489-1-2007, Cuctema ctaHOapToB No MHdopmaLummu, GubnmoteyHomy 1 nsgatensckoMy aeny. YnpasneHue gokymeHtamu. O6ume tpeboaHu

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


http://www.gostexpert.ru
http://gostexpert.ru/gost/gost-15489-1-2007
http://gostexpert.ru/gost/gost-15489-1-2007

rocT P ACO 15489-1—2007

C) YCTAMOBNBHWE, BHELPEHHE W PACTPOCTPAHEHNE PYEDBOIALLMY VEA3AHKWA W pernaMeHTon padote C
QOEYMEHTAMY,

d) npegocTaBNEHWe pAGA YONYT, OTHOCALMECA K YNPABNEHMI0 DOKYMEHTAMW W MCHONEIOBEAHAN Q0KY-
MEHTOR;

@) NPOBKTAROBAHWE, BHEOPEHME W A0MUHWCTPWPOBAHKE CIELHMANHIMPOBaHHEN CHCTEM ONA ynpaana-
HIAA OOKYMEHTAMM,

f) MHTErpYpoRAMME NDOUECCOR YNPABNEHHA JOKYMEHTAMK B CUCTEME W NPOUBCCEH QEN08cd QeATeNk-
HOCTH.

NokyMeHTsl COgepHaT WHPODMALKHID, ARMNAWYIOCA LEHHEM PECYDCOM W BANMHEM INEMEHTOM 0EM0-
BON ABRTENEHOCTH. CUCTEMHEIN NOGKOL K yIPABNSHM QOEYMEHTAMK NOIBCNAST OPraHHaaywnam 1u obwecTay
AW WLLATE M COXPAHATE OOKYMEHTE B KAYECTRES A0KAIATENECTEA A8RCTEME. CHCTEMAE YIRABNEHAA JOKY MEH-
TaMW NOJBONRET CO3gaBaTh MHOOPMALMONKEIA PECYPS O AEN0BOA AEATENEHOCTH OPTAHAIALMM, KOTODbIA
MOMET NOOOSPKWBATE 86 NOCNEYICLIYI0 DEATENLHOCTE M OTOeNbHLE PEWEHWA; 3 Takke 0BeCNeYrBaTeE
OTYETHOCTE.

JokyMaHTk NoIB0NAKT OpraMdIaLMRmM:

- OCYLUECTENATE CEOK GEATENEMOCTE YIOPALOYEHHD, HPEesTHEHD 1 OTBETCTEEMHO,

= NPEgoCTARNATE MHOPMALHID NOCNeA0EATENEHE W 00 LEKTHEHD,

- OBECNEYHEATE MHBOPMALIMOHHY D TIOA0E DHKY MEE NDHHATYE YyNDEENSHYECKHE DELIEHMEA,

- pfecneyHeaTs COrMAacsEaHHOCTh, HEMPERMBHOCTE M NPCWIB0AWTENEHOCTE ASN0B0H M YNPaRNEHYaCc-
KO N8RTENBEHOCTI;

= NMOBRIWATE 3P PeKTUEHOCTE JeATENBHOCTH BOBA OQRraHMaIaLMiIA;

- pbecneyneaTte BecnepeboiHOCTE DEATENEHOCTI B CNYHEE YPEIBRYARH X CHTYALMA;

- coBnogarte TpeboBaHKA HOPMaTUAHOKH Cpa0L, B TOM YWcna 8 oBnacTy apxueaHoH, ayJuTopCKOR KW Hag-
I0PHOA J8ATENEHOCT I,

- oBeCNeYHBaTE JALWTY W Nogoepy 8 CygebHe ABNaK, BKNOYaEA DHCKH, CBATAHHBLIE © HAMHYHEM Wik
OTCYTCTEHEM OOKYMEHTaNbHE BOKAIATENLCTE, COOSDMALIMX CERASHKWA O ASATENEHOCTH OPradMIaLHN;

= BAWMLLATE AHTEDECE OPraHMIaLM| W NDARE COTPYOHMKOR, 3 TANKE BORX IAMHTEPACOBAHHBEL CTODOM,

= ofecneyHEaTE W AOKYMEHTHPOBATE HAYYHO-WCCNEI0BATENBCKWE W 0Nkl THO-KOHCTRYKTOPCKKE paboTe,
HHHOBAUWOHHYI0 ABATENEHOCTE, & TAKHKE MCTORWHECKHE MCCRNafoBa KA,

- NPEROCTARNATE AOKYMEHTHDOBAHHEE NOKASATENLCTEA NWYHDR, OB ECTEEHHON M 0en0BoH QeATaNkb-
HOCTH,

- ofecneyYHBEaTe ASN0BY, NEPCOHANEHY KD M KYNBTYEHY R MOS8HTHYHMOCTE,

= NOOQEPHHBATE HOPNODETUEHYI0, MHOKBEWOYANEHYI0 1 COLMANLHYHY MAMATL.

5 HopmaTueHas cpega

Boem opraMqaauMan Heobxogummo n0gHTHOUUMPOBAETE HODMAETHBHYH CRBAY, PECYAMPYIOLYID MX fed-
TEMNEHOCTE W TREDOBAHWA K ACKYMERTHPOBAHHIO WX OeATENEHOCTH. MNonuTHEa W NpoLeaypsl JeATensEHOCTH
OPrasdIagin JomaHel YYHTREBATS TPEEOBAHWA HOPMATHEBHOW Cpafs. HOpMaTUaHEIE OQOKYMEHTR, OTREMAK-
WKE ASATENEHOCTE OPFraHWIALMA, J0MKHE COOBQMATL COOTEETCTBYIOWWE AOKAIATENLCTES 88 COOTEETCTRMA
HOPMATHEHON cpage.

HopmaTiEHaA cpega skmoYaeT B ceba:

d) 3AKOHB M HODMATHBHLIE KT, PEryNUpyiowke cdepy Denosol 0eaTensHoCTA B UeNow ¥ B cnekdu-
YECHHX OTRACNAK, B TOM YHCME 1aK0HE M HOPMATHBHEIE aKTE, OTHOCALLMBCA HENOCPEaCTBEHHD K GOy MEHTaM,
apxXMBan, OCTYNY, KOHPMAEHUWANEHOCTH, AGKASATENECTEAM, ANSKTROHHOR KOMMEDLWK, 3AWHTE JaHHEIX,
HHDOPMALWK,

b) cTaugapTe, OTHOCAWMECH K NPaKTHYECKOH OEATENEHOCTH,

C} MPABANEG peKoMEHOATENEHOMD XADAKTEpaA, OTPAMALWME NEPEI0B0N OMNBT,

d) JoBpoRONEHS NDHMEHREMENE ITHHECKHE KOQEHCE 1 HODMBL,

&) MAEHTHPALUDYBMER COLWANBHEIR OMWOAHWA {NOTEE0HOCTH ), KACAKILMeCH AEKBATHOMD NoBSNEHIAA
B CTELAQWYECHOR OTRACA HNH SPrasdH3auqn.

Tun opradnagayivg U OTRACHK, K KOTOROA OHA NDHHALNERWT, CNPESENANT, KAKHE W3 3TUX ANEMEHTOR HOp-
MATHEHOR Cpaabi {NO OTOENLHOCTH HNW BMECTE ) B HANGONLLIEA CTETEHN NPUBMEHKMMEl NP YyTIPARMNEHNAA J0KY-
MEHTAM MW B KOHEDETHOH ODTaHAIALNM.
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& MonuTHKa ynpaeneHnA QOKYMEHTaMHW W OTEETCTEEHHOCTE

6.1 OBilMe NONoKEHWA

Oprasmaayna, cTpeMAWaacs K cobmogere TpeboBaHmuil HACTOALLErD CTAHGAPTA, OONHHA NPHUHUMATE,
A0KYMEHTANEHC HECH POBATE, NOGAS PHHESETE W PACNPOCTREHATE NPWHL ML NOMWTARY, NROLSAYPE 1 MDaKTH-
Ky YNPEBNEHHA JOKYMEHTaMy © Tesm, 4Tobe obecneduears sHeobxognmee OnA paboTel QOKa3ATENLCTEE,
OTHETHOCTE W MHYH MHPOPMaLMID 0 CBOEA JeATENBHOCTH.

6.2 MpUHLKNB] NONHTHEA

OprasMaayiyd OOMeHs SNpeqenaTe 4 AOKyMEHTANBHD DHKCHPOBATE NDMHLMTL NONHTHEA B 00NacTv
YNPARNEHAA AOKYMEHTAMMA. LIEMLI0 3TOW NONWTAKA A0MEHE BT COI0aHHE W NOLNSMHES CHETE M YTIDARME-
HHA 3y TEHTHY HEM K, BOCTOBEDHEMMK N NPANGAHBMA ANA MCNONLICBAHWA JOKYMEHTaMM, cnocoBHoR Nopne -
BaTh ASM0AYK JEATEMLHOCTE B TEHEHHE YCTANDRNEHHOTD (HeobxoguMora) nepuoga spemany. OpradnIanii
OoN#HE OBecnevnBaTte WHROPMWDOBaHWE O MNPOEOOWMONE NOMUTHEE W &8 NDUMeHEHHE Ha BCex
OpTaHN3ALMCHHEBIX YDOBHAX.

MpHHLEME: NOMETHER So0MmsHs! B8 Th TPUHATE H 00000 s HA BRICLLEM YDOBHE NPUHATHA YNpagneHyeac-
KHX PELEHWA W DACNPOCTPAHEHE BO BCER CpradvIauun. Takde cnegyeT pacnpefenate CTEaTCTRBEHHOCTR 38
ee cobnoggHue.

MpHHLMNE NOMMTHER CNEgQYeT paspataTeiBaTe Ha OCHOBE AHaNHIa ABNOBOE DEATENEHOCTH. OHa aonm-
Ha ONPeaenATE, B Kakky 06nacTax B HanBonsileld CTENEHW NDMMEHRIOT TE HINA HHBIE HOPMATHBHBIE 3KTE [ 33H0-
Hil, HODMAaTHEHLIE AKTH, CTAHOADTEl, NPAKTUYECKWE DEKOMBHAALMK), PEMMAMEBHTUDYICLWWE COANAHME DoK'=
MEHTOR, CBRIAHHLIX C ASNOB0H O8ATEnBEHOCTE. Tpd 3TOM ORraHdZauHd JON#HL YYHTHEEATE CBOM
OpTaHNIALMOHHYIO COeay, 8 TAKKE IKOHOMWHECKWE acnerTel TTPUHLKMNAE NONUMTKKY CNE0YeT PETYNapHD Nepe-
CMATPWEATE C© TeM, YToOs 0BacneYyHBaTE OTPANEHWE S0 TERYLUWY NOTRpebHOCTER ABNCRo A OBRTENEHOCTIA.

6.3 OTEETCTEEHHOCTL

OTRETCTEEHHOCTE M NOMHOMOYAA B 0BNACTH YNPaBMEHHA 0K MEHTAMN 0OMEHS DhiTh $8TRG SNpagene-
Hil W A0BE0EHE A0 CBEOEHHA BCEA OPraHkIaUL WK ¢ Tem, 4ToOs! BsiND SCHO, KTO HECET OTEETCTEEHHOCTE 33 pabo-
TY © EOHKDETHBIMW OOKYMEHTAMH. 3Ta OTEETCTEEHHOCTE JOMEHA ObiTh PACTPENENEHA MENOY BOeME
COTPYOHUKAMK OPFraHWIALUWA (B TOM YKCNE YNPABENAKWHME OOKYMEHTALKER, CNELWANWCTAMA CRMENHEX
WHhOpMALKOHHbIX Npodeccyid, pYKOBOOCTEONM OpraHdIalnn, pYRoEOOWTENAMN CTRYKTYDHEX Nodpasgansa-
HHH, A0MHHACTRETOPAMKM CHCTEM YNPABNEHAA DOKYMEHTAMK M APYTAMIA NHUAMK, BNA KOTOREX paboTa o goky-
MEHTAMH BXOOMT B WX JONMHOCTHGIE OOA3AHHOCTA) W OTPaEeHa B OONMHOCTHBIX WHCTDYRLWAX ©
OpTaHNAALMOHHO-PACNopAINTENLHBIX QOKyMEHTaX opraqu3auun. Ocofan oTBeTCTREHHOCTE B 0BNacTi ynpae-
NBHWA JOKYKMaHTaMK Jo0NHHA BTk BOANOKEHA HA NWYD, obnaganwes CooTRETCTBYIOWHMK NOMHMOYHA MK
BHYTPM  OpTaHkaauWd. HajHadesde OoTBETCTBEHHBNY  MWY  J0MsHD  OkiTe  DEMAMEHTHREOBIHD
pacnopAAUTENLHEI OOKYMEHTOM.

OTEeTCTEEHHOCTE B 0OGMACTH YNDABNSHKA JOKYMEHTAMK JONHHE BKN04aTs B cef68 cnegyiowmne nono-
HEHWA:

a) CNeyranvcTel B oGNacTy yNpaeneHiA A0KYMEHTAMA OTEEYINT 33 BCE ACMB KT YNDARNEHWA GOKYMEH-
Tamy, B TOM HHMCNE 38 NPOSKTHROBAHWE, BHEODEHNHE W COXPAHHOCTE CUCTEM YNPARNEHHA GOKYMEHTAMA W WX
IKCTIMYATALUMOHHBIE XADAKTENMCTHEM, 3 TAKKE 13 00 yUeHWE NONBI0RATENEHR YNDABNEHKID JOKYBEHTIMM M NDH-
MEHEHWI0 CHCTEM YIPABNSHAA BOKYMSHTAMA B HHOHEMOYANEHON NRAKTHYSCKON DEATENLHOCTH,

b} OTBETCTEEHHOCTE DYKOBOOCTEA IAKMKIHMASTCA B NOALSDWHE NDHMEHEHHA NONWTHEM yNPASMEHWA
OOKYMEHTAMMK BO BCEA CRraHM3aLmMm;

C) agMHHWCTPATODE! CHCTEMEI YNDABNEHKWA JOKYMEHTAMW OTBEYAT 38 To, YTOSL BCA JOKYMEHTALUMA
Geina ToyHoR, YOo0HoR ONA BOCNPHATHA ¥ Q0CTYNHOA ANA NEPCOHANE CPrasduaauny,

d} Bce COTPYOHWEN ORraHvIanMi OTEETCTEEHHE 38 COXDAaHEHME Sy TEHTUHYHOCTH, LENoCTHOCTH, J0CTo-
BEDHOCTA W NPAMOOHOCTA 4NA WCNoNsA0BAHWA JOKYMEHTOR, OTPEMAKLLME WX QEATENEHOCTE.

B npouecce nNaHKMpOEaHKA M BHELPEHUA NONUTHEY M NDOUEQYE yNPABMEHWMA GOKYMEHTAMK DOTHHE! M-
HAMATE YHACTHE APKHUBHEIE OPraHb .

7 TpeboBaHWA K yNPaBNEHWIO OOKYMEHTAMMK

T4 NpuruKrne paipaBoTEH NPOrpaMM YNpasneHua QoKyMeaHTaMH

LokyMeHT B CO30AI0TCA, NOCTYNAKNT W MCNONLIYIOTCA B NPOUeCos OCyLLECTENEHIWA AEN0R0A JeATENEHOC-
™. [nA obecnedvedms HenpepeBHOCT Denosoi QesTeneHocTIA, cofnngeHds cooTRETCTENA HODMaETUBHOR
cpene i 0SecneYeHnA HEOGXOOWMOR OTHETHOCTH ORraHMIaLMKA JON¥H COINABATE W COXPAHATE ayTeHTH4-
Hil€, HAOEMHEIE W NPWIOOHBE GNA MCNOMNEACBAHWA DOKYMEHTE, & TAKKE 3FWMILATE LENOCTHOCTE 3THX QOKY-
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MEHTOB B TedeHde Tpebyewmoro spemedd. [na atoro Opradviaudd AomHsl NDHHWMAaTE M BbiNONHATE
KOMMMEECHYHD NEOrpasmy yNpaBneHda OOKYMEHTAME, BRNOYa0WYIo 8 cebn:

a) NepevHd OoOKYMEHTOR AMNA KAXA0ro NpoUecca enseoi ABATENEHOCTH U Tpefoaanna K nHopMaLLw,
NoANEHalEd BLIKYEHMID B BORYMEBHTER

b} pewennA, kaKor GOpME W CTDYETYDE A0MEHE Ok Te CO30ABABMBIE H BENOY3EMEIE B CUCTEMY JOKY-
MEHTES M KEAKME TEXHONOMK JNA MX coagadua M 0GpatoTid CNegyaTr HenonNk30BaTk;

c} TpeGoRaAHWA K COCTARY METANAMHHLIX, HX CTRYVETYDE H Y PEBNEHD MMK,

dj yocTaHoenedne TpeboRaHn@ K NoNCKY, MCNONBEI0RAHKID W NEpedaqe DoKYMENTOR, 8 TAKHE CROoKaM Xpa-
HEHWA DOKYMEHTOR,

8] PEWeHUE, KaK OpTaHHInELIBATE JOKYMENTE C T, YTOGE GHK OTEEYANK TPESOERHHARM, NPEdLARMAR-
MbIb K HX MCMONBI0BAHMID,

) OUBHEY PHCKDB, CBAIAHHLIX C OTCYTCTBHUEM OHWLWANEHLX ACKYMEHTOR, OTPEKAIOWWY OEATENLHICTE
OprasHW3IaL Wi,

g) ofecneYeHHe COXPAaHHOCT AORYMEHTOR M JOCTYIA K HUM B LENAX BEMOMHEHHA Tpebosadui nenosoi
OEATENLHOCTH M OSLWECTBBHHBIX HUOEHNEA;

Ny CoOTRETCTRME NMPABCBELIM TREDOBRAMWAM, HODMAETWEHCOW CPeOE, CTAHAAPTAM W NOMNWTHEE OpraHn-
23LMK;

i) cbecneyaHus XpaHeHa QOKYMEHTOR B Bea0NacHOM W ZaLHMWLEHHON Cpane,

i1 oBecneyeHHe XpaHeHWA JOKYMEHTOR B TEYEHHE HE0oBXogMsMorg mnu TpebyeMoro cpoka,

k] onpegenedie M oLeHKY BOSMOSHOCTEN NOBRIWEHWR 2PeKTHEHOCTH H De3yNbTATHRHOCT M DpraxdMaa-
LWOHHEY NPOUECCOs, pelLeHri 1 DeRCTEMH B palyNLTATE KEAYeCTEEHHOND YNDaRNe A QoK MEHTaM M.

Mpaswna coagaHiA OOKYMEHTOE M METATAHHEX O AOKYMEHTAN W KX BEMIOYEHHA B CHCTEMY YyNpaBnNeHda
OOEYMEHTEMA ACMHHE Gl Te BHEAPaHE B NPOLESYPE, PEMYNMPYIOWWE BOE NPOLECCE ENOBOR A8ATANEHOCTIA,
ONA KOTODRIX TReBYeTCA AOKAIATENLCTED OCYLLECTENEHWA DERCTBAM.

Nonrocpoudoe NNAHKPOBAHKME OEMOBON OSATENLHOCTM M MEPR B CMNY4Yas HenpeasuoeHHb obctoA-
TENLCTE BOMEEHBL & PEHTHROBETE, YTO GOKYMEHT B, BRHHEIE BNA NDOEOEHA TENLHOMD Yy HKNOHHPOBAHKA Opra-
HHIALMH, IBLLMLLEHE M MOTYT DbiTh BOCCTAHORNIEHL B CNYYaE HEODKOOWBA0CTI.

7.2 XapakTepHCcTHEN QOKYMEHTS

7.2.1 Obwme nonoMeHHA

HorysaeHT aomseH 08 LeKTHEHC OTPEHMATE TO, YT0 COOBLEHD MW DELEHD, WK NEEANPHHATO Q8RCTERE.
OoxymedT qonses oTeg4aTe NoTpeiHoCTAM J8NoBei JeATeNEHOCTH, K HOTOPORA OH OTHOCHTCR, W HCNoNB30-
BATLCA B WEMAK OTHETHOCTH.

SNEKTPOHHBIR A0KYMEHT O0MHEH COOeDMATE UITH NOCTOAHHS ObiTh CER3AH C META0AMHBIMK, OTDaMAK-
LWMMK ONEPaLKK, COBEDLLABMBIE C NOKYMEHTOM B NPOLBCCE OENOBOA QEATENLHOCTH. MpW 3ToM:

a) CTPYHTY[RE SOKYMEHTa, ero OpMaT M BIaHMOCEAIM MER Oy COCTABMAMLLMMIA TOKVIMEHT JNSMEHT AN
OON#HbI OCTARATECH HEMAMEHHEBIMMW, HE UCHAMEHHBIMM METANAHHLIMM;

b) BaMETagaiHBN O O0KYMEHTE J0MKEH GBITh OTPAMEH KOHTEKCT 8ro COA0AHWA, NOMYYEHHRA W KCNoNkag-
BAHWA (B TOM YMCNE NPOLScs AeN0B0H DEATENEHOCTI, YACTEI KOTOROro ABNARTCA AaHHaR ONepayna, 0arta |
BpEMA JaHHOW CNEQalii K 88 YHacTHHKK),

C} BMETAAAHHEIX O JOKYMEHTE 0MEHE DETh NPESCTARMNE His CEATH MENOY OTOAENEHEIMA JOKYMEHTIMK,
COCTABRMAKLLKMM B COBOKYTHOCTIA @JWHEIH KOMNINEKS DOKYMEHTOR.

MpHHYMNS NONATHER, NPOUENYDE] 1 NDAKTHER YTRAANeHWA GOKYMEHTAMW JOMHHE SOacneYeaTe coaga-
HIE NOONHMHHEIX AOKYMEHTOR, 00NagaW Ky XapakTepUCTHEAMM, YEa3arisM B 7.2 2 — T .2 5.

T.2.2 AYTOHTHYHOCTE

NokysaeHT ABNASTCA aYTEHTHYHLIM, BCITH O’

a) COOTRETCTRYET YCTAHOBMEHHEIM NEABMIEM,

by Gein coagad KNH STNPABMNEH NALOM, YNIONHOMOHEHHEBIM HA 3TO;

c} OBN CO30aH KNW OTNRARNEH B TO BREMA, KOTOROE 0B0IHAYEHO B JORYMEHTE.

HTobsl ofecnevydBaTe ayTeHTHYHOCTE JOKYMEHTOR, OPraHHIaLut J0NMHE BHEOADATE W JOKYMEHTANBHO
PUKCHPOBETE NEMHUKNE NOMATAEY W NPOUEAYDE| KOHTDONA AL COIGaHHen, NOMNyHaHHeM, NEpedaqai, spaHe-
HHEM W OTEOPOM (MIBLATHEM | A0KYMEHTOR U TEM CAMBIM FADAHTMDORATE, YTO CO30ATENK GOKYMEHTOR YNOMHO-
MOHEHE! HA 3TO W MOMYT BelTe MOEHTHRMUWPOREHE!, 8 JOKYMEHTE JAWWLEHE OT HECAHKLMOHHPOBAHHOMD
QONONHEHWA, YOANSHKA, WAIMEHEHNA, HCNONBIDBAHWA M CONPETHA (JACEKDEYHBAMHA).

7.2.3 OocToBepHOCTE

NocToRepHbIM ARNASTCA ACKYMEHT, COASMEAHME KOTOPOMND MOMHD CHUTATE NOMHBLIM W TOYHEIM NpeacTaa-
NEHKEM NOOTREPHIIEMEL ONEDaUMA, DEATENEHOCTA UMW QAKTOR W KOTOROMY MOXHD JOBBDATE B NOCNE 0y K-
LAY ONEDELHAX HNA 8 NOCTanyUER JeATeNsHOCTH. [Joky MEHTsI CN8IYeT COINABaATE BO BREMA WNK CPAIY We

]
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NOCHE ONEPEUKK KNW CUTYAUWE, K KEOTODBIM OHA OTHOCATCA, NHUEMK, JOCTOBEDHD SHAMWKMK DaKTel, Wk
CREOCTEAMM, OfbIMHO MCRONEIYEMBIMA B QEN0BOW JEATENEHOCTA NPW NRPOEEOSHWA JAHHON ONEpaLuiA.

7.2.4 UenocTHOCTE

LlanocTHOCTE QOKYMEHTA ONPELENASTCA 8o NONHOTOR M HEMIMEHHOCTBI0.

Heobxogumo, 4To0k A0KYMEHT BhiN 38WNHLEH OT HECAHELWOHWPOBAHHOTD MAMaHaHWA . [oNWTrEa 1 npo-
LEAyPkl YyNPARNEHWA OOKVMEHTAMA O0MEHE YXAILIBATE, KAKWE OONONHEHWA HWNE HIMEHEHHA MOTYT ObiTe
N MEHENL] K O0KYMEHTY NOCNE 8r0 COIGaHWA, NPH K3y oOCTOATENRLCTRAR QONONHEHWA MK HIMEHEHWA MO-
ryT ObiTh DAIDELLIEHE! A KTO YNONHOMOYEH CAENaTs 3T0. [T6me CaHKWOHWDOBAHHEIR WaMEHa WA, AobaaneHHA
WK YAaNEHKA B AOKYMEHTE CNE0YeT 4eTE0 Ch0aHaYyaTe M KOHTPONHWDCEATE.

T7.2.5 MNparogHocTs ANA MCNONLIOBAHKA

MpWrofHEM ANA KCONEX0BAHMA ABNABTCA ORYMEHT, KOTOREIA MOMHG NOKANH30BATE, HARTH, BOCNIPOH 3=
BECTA M HHTEPNPETUROEATE. [TPH BOCNPOMIBSO8HWH OH JOMEEH OTPANETE CEAIL C AENOE0H JeATENLHOC TR
WM onapauwei, B peayneTate WOTopoi oM Oen coagan. KOMTEKCTHBIE CCbIMEN QOKYMEHTOR QOMEHE HECTH
WHIROPMALMID, HEOBXOQRMYIO ONA NOHHMAHAA ONEfaUMid ENoR0H DEATENEHOCTH, B KOTODGLIX 3TH AOKYMEHTE
GhinK coaNaHE M NDHMEHANKCE. JonkKa BsiTh NP8A0CTARNEHA BOIMOMHOCTE MOSHTHDWUMPOBATE GOKYMEHT B
LUMDOKOM KOHTEKCTE QEN0B0H J8ATENEHOCTHA W EyHELWE. CBAIH MEk Oy 0oy MEHTaMK, (DUKCHDYIOLWHE NOCE-
O0BATENEHOCTE J8RCTEMA, QOMeHEl BETE COXDaHEHb .

-] I'Ipneu'rupnnauue 1 BHeOpeHWEe CHCTEMbB! YNpaENeHWA AOKYMEHTaMK

8.1 OBuwmMe nonNoKEHKUA

CTparerds ynpaenesa QOKYMEHTaMY DCHORLIBAETCA Ha paspaboTie v BHEOPEHWK B NpakTuky paboTe
MOMHUMIOR NONATHEM, TROLEDYD W NEABKN ACKYMEHTHDOBAHKA, 3 TAIDKE HA NDOEKTHROEAHWNA 1 BHEADEHHK CAG-
TEM YNPABNEHHA GOKYMEHTAMM, COOTESTCTEYIHUME TEEYILMM NOTReEOHOCTAM Opradnaauny | HODMaTUBHON
CREne.

MpHMHATAA OpraskaanMel CTpaTerMs YIPEBNeHMA JORYMEHTaMK COBCTREHHON OENOBOA OeATENLHOCTH
OOrMEHA aNpedenATs, KakWe JoKyMEeHTLl, KOTOA, K3k W FAe CNegyeT BRNoYaTs B CHCTEMY YNPARNeHHA JoKyMeH-
Tami.

CTpareris BHeqpeHna COOTEETCTEYIOLYEH CUCTEMEl YIPABMEHAA 0Ky MEHTAM K MOMET BENI0YaTE Bceba

A} NPOEKTHROGAHKE CUCTESME! YTRABMEHWA HORYMEHTIMN;

b} ooRyMEeHTHPOREHHE NPOUECCOR YHKLNOHUPOBAHWA CHCTEME YITDABNEHWA HOKY MEHT 38,

C) NOOroTOERY COTDYOHWEDD, DaBoTIIOWMY & O0KYMEHT AMM,

d} HOHBEDTHPOBIHWE OOKYMEHTOR B HOBYID CHCTEMY YNPABNEHHA DOEYMEHTAMA W HOBbIE QODMaTEI,

8) YCTaHOBMEHHE CTAHOARTOR, NPOESDKY COOTEETCTEMA M M MK COBNIDOSHKA;

f] onpegenesHne COOKOE XPaHEHWA W NDHHATHE DEWEHKA OTHOCHTEMEHD LEHHOCTH JOKYMEHTOR (NP«
COBMOOEHNM COOTRETCTRAA HOPMATHEHON cpage).

CTparerys yNpaeneHna oy MEHTamY JomeHa S Th J0KYMEHTANEHO 33(DHUECHPOBAHE B COOTBETCTEY -
e NNaHe, HANPUMEP B CTRATENMHEckom MIaHe Ne yNEasne e MHOOpMaLMel, KOTOPLIA GOIGHEH BXOOWUTL B
COCTEE NNaHO0B0-HHMHAMCOBON QOKYMEHTALWA CPrasM3an .

MHEopMaUlHoHHBIE CHCTEMEB!, NPUENAOHEE NROTPEMME! W EOMMYHREAUMOHHBIE CHCTEMBI, 8 TAKKEe Nog-
NEDWUHBAEMEIE WMIA NPOUSCCH AEN0B0H OBATENBEHOCTA CNEOYeT NEoeKTWPOBATE, MOSWMUWDOESTE WITH
NepenpoeKTHPOEATE TaK, 4TOGR B NPOUSCCE NOBCeIHEBHOR A8 NOBOR JEATENEHOCTH 3TO HE MELLAND COZAAHMIKD
COOTRETCTEY LMY BOKYMEHTOR KK COCTABHOM YACTH CUCTEMB! YNPARTEHMA GOKYMEHTARMM.

8.2 XapakTepHCTHEHM CHCTEM YNPARNEHWA JOKYMEHTAMHK

8.2.1 BeegaHuie

CHCTEMb YNPABNSHHA JOKYMEHTAMK JONHHE NOANEDHWEATE SOKYMEHTE, 0FNa1AI0WWE XADAKTEHCTH-
Hakil, YHAIaHHBIMK B 7.2, 3 CamMii CHOTEMBb! yNIPaENeHKA A0MHHE o0NadaTe XapakTeprucTHAMKA, YCTaHOBMNEH-
HelMna 8.2 2 — 8.2 6.

8.2.2 HagewHoCTL

NwGan cHcTeMa, MCNoNkLIYEMaN ONA YNPABNEHUA O0KYMEHTAMKA, DOMEHA DeiTy CROCOOHOE ANUTENBHD M
SpDeRTHERD PYHELHOHHDOBATE B COOTBETCTEHIK C TpebyemMbiMeA NpoUSOYDaMEA.

CucTema ynpasneHna GOKYMEHTAMM J0MHHA:

a4} BKMOHATE BoR JOKYMEHTE B DAMEAX OXBATHEAEMON 210 OEN0BOH A8ATENLHOCTH 8 COOTBETCTRMM C
YCTAROBNEHHBIM MODAKDM;

G
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b) OpraHy3cBELIBATE OOKYMEHTE TakMM obpasom, YTobel OTpawaTe NPOUECCEHL ABNOENH A8ATENEHOCTIA
CoIgaTens (MCNONHUTENA) QOKYMEHTOR,

C] 3ALMUATE JOKYMEHTE OT HECAHKLWOHWDOBAHHOMND HAMEHEHKA, WIBATHA WK YHAYTOMEHHUA,

d} BEICTYNATE B KAYECTEE OCHOBHOMD MCTOYHWES WHAOPM AWHK O DERCTRWAK, I3MHUECHPOEIHHEY B O0KY-
MEHTAX,

&) oBeCneYrBaATE JOCTY KO BCEM OTHOCALMMER K ONDEEneHHOMY BONPOCY AOKYMEHTAM W CEAIAHHEIM
C HHMK META0AHHLIR.

MoKaIaTen HAGEXHOCT W CHCTEM b YNPEBNEHWA AOKYMEHTAMK A0MHHE Bl Te JOKyMEHTaNLHO 3adHKcy-
poOBaHbI MY TEM COZ0AHWA W COXPaHEHWA AOKYMEHTOR, PErNamMeHTHRYI0 LMK NOPAOOK paSoTel AaHHOR CUCTEMbL.
3T OCKYMEHTE! BONEHL TOOTEEMHOATE COOTEETCTENE JaHHOA CUCTEME! YNIPARNEHWA BOKYMEHTAMK KPHTE0H-
AM NEQEYHUCTEHAN ) — 8.

CHCTEMA YNPEaBNEHWR JOKYMEHTAMA JOMNHKHA PEArHPOBEATE HA HIMEHEHWA NOTpebHoCTEH OENCROK JeA-
TENEHOCTH, HO MDGEE MAMEHEHKA B CUCTEME HE JOMEHE BAMATE HA XapaETepUCTHEY A0KYMEHTOR, BRNIOYEH-
Hex B Hed. [MepemellpHie JOKYMBHTOR W3 OOHOW CHCTEME YNDABRMEHWA OOKYMERTAMH B OPYIYI0 Cnegyer
NPOBOOMTE TakMu oDpazom, YTobk HE OKa3HBATE HEBNATONPUATHOMD BOAOSWCTEMA HA XapaKTepUCTHEA 0Ky -
MEHTOE.

8.2.3 UenocTHOCTE

AnA npelcTEpaWeHNA HECAHELHOHNPOBAHHOrD GOCTYNE K OOKYMEHTAM, MK YHUSTOMEHWA, MIMEHEHNA
MK NEDEMELLBHAA B CHCTEME YNDARNEHKWA NOKYMEHTAMK CNEIYET NDHAMEHATE KOHTPONBHEE MERONDHATHRA,
TAKWE KAK MOHUTORUHT A0CTYNA, BEPUOHEIUAA NONBEI0BATENSH. YHUUTOMEHWE QOKYMEHTOR W WX 3308 KPeYHBa-
HHE JONWHE SeiTh CAHKUWOHWDOBAMELL. TAKOH KOHTDOME MOMET OGCYWECTENATLCA BHYTPKM CAMOH CHCTEME
YNDARNEHMA O0KYMEHTAMEY MMM BhiTe BHSWHWAM N0 OTHOLUEHHIO K KOHKPETHON cucTeme. B oTHOWEHMM 3nexT-
POHHBIX JBOEYMEHTOE OPraHWMIALWA AOMHHA MMETE BOIMORHOCTE AOKA3IATH, 4TO Mobke cHCTEMHBbIE cBou,
O0HOBNEHHA NPCTPaMMHONT OBECNEYEHNA K PETYNAPHAA IKCNTYATALMA CHCTEMbl YTPABNEHWA DOKYMEHTA-
M HE BNAAKNT H3 KEAYECTRED COXPAHHOCTH QOKYMEHTOR.

8.2.4 CooTReTcTEME

CHUCTEME! YAPDABNEHHA GOKYMEHTAMW B ODrAHHIAUKAY OONKHEl BRTe YNPARNASMEl B COOTRETCTRMK CO
OCEMK TPEGoRaHMAMA, NPENLARNASMbIMKE TEEYLIEA A8M0R0H JeATENbHOCTEID, HOPMETHEHCOA Cpegod MW
COWECTREEHHEIMK CHMOAHKAMK. COTDYIHWMKA, COZORI0LLHE BOKYMEHTEL, JOMKHE NOHHMATE, KaK 3Tk Tpebosa-
HWUA BNAAKT Ha OEACTEMA, KOTORLIE OHW BaINCAHAOT. COOTRETCTEME CHCTEME! YNPSBNEHUA JOKYMEHTAMK
TEKWM TREBCEAHKWAKM CNedyeT peryNRpHD NPOREPATE, 8 DOKYMEHTE ATHX NPOBED0K CNEAVET XDEaHNTE B LENAX
OoKazarenkCcTea.

8.2.5 KoMnneKcHOCTE

CHCTEME! YNDABMNEHWA AOKYMEHTAMM LOMNKHL YNPAEMNATE GOKYMEHTAMN, SEMAAMLWMIACA DEIYNETATOM
BCEX BUO0B OENOB0R DeATENEHOCTIA OPraHW3ALIKIA WK 88 CTRYETYDHOM NOGPaaanaHMR.

8.2.6 CHCTEMHOCTE

JOorysaeHTe CNegyeT COINaBaTE M COXDaNATE CHCTEMHD, CHCTEMHOCTE padoT B clhepe yNpaaneHna JoKy-
MEHTEMMW GOCTUIAETCA NYTEM NPOEKTUDORAHWA M NPHMEHEHHA KE2K CUCTEME! YNPABNEHWA JOKYMEHTAMK, TAK M
OpYIAX CHCTEM YNDABNEHWA OBNOBROE OEATENEHOCTEI0.

CHCcTama yNPasneHna AoKyMEHTAMA JOMHHE WMETE TOHHY I ACKYMEHTANEHD 38 HKCH POBEHHYED NONH-
THEY, pacnpegeneHite oTRETCTEEHHOCTIA 1 POpManeHye MeTOOoN0MMIa YNDAEMTEHHA 210,

8.3 NpoekTHpoBaAHME W BHEAPEHWE CHCTEM YNIPABNEHHA OOKYMEHTI MK

8.3.1 Obwme nonoeHHA

CHCTEME yNPABNEHAA OKYMEHTaMKA JonsHa ofnagars fyHKLWOHANEHbIMA XaDaKTepHCTHEAMK, fo3aa-
AAMALAMK BENOMHATE H HOOSS0HWEaTE NPOUSCCH YIPAANSHWA GORYMEHTAMN, CNHCAHNHLIE B pasgens 8.

MpH NEWHATAN PELUEBHWE, CERIAHHLEX C NMDOEKTHROBAHKEM W BHEADEHWEM CHCTEMB] YNIDABNEHWA N0KY-
MEHTAMMW K NOQOEQHUBAHWEN 210 NPOUECCOR YNPARMEHWA JOKYMEHTAMW, CNEOYET NPHHAMATE BO BHAMaHHE
HEoBX0JUMOCTE MY CODTRETCTEMA OPraHkaaLMOHHLIM CTRYKTYDAM YNIDaBNeHnA.

8.3.2 JoxymeHTMpoBaHME onepaymi

CHCTEME! YNPABTEHAA BOKYMEHTAMK SONHMHSE NOMHO W TOYHO OTREMATE BCE ONEPALWA, NPOWIRSI8HH S
HENOCPEACTBEHHD ¢ KOHKDETHEM AOKYMEHTOM, 3 TAICHE NPOUSCCE, CEAIAHHBIE C HWM. 3TH CESOEHHA MOy T
ObiTe 3aMHCHPOBaHE] B METANAHHBIX O JOKYMEHTE UMK B KOHTRPONEHBEK NPOTOKONAX CUCTEMHE Y NDOUECCOB.

MpPOTORONE! KOHTPONA CHCTEMHBIX NPOUECCOR CNEOYET XDaHWTE, KK MAHMMYM, CTOMNBED ¥E, CRONBKD XPaHAT
OOKYMEHT, K KOTOROMY DMK OTHOCATCA.

8 , CucTeMa CTaHAapToB Mo MHopMaLMK, BUBRMOTEUHOMY 1 M3aaTeNbCKoMy Aeny. YnpasneHue JokyMeHTamu. Oblume TpeGosanm
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8.3.3 MarepHansHbla HOCHTEMNH HHOOPMALMKA W WX DHIMYECKARA JAWUTA

Mpia NPOEKTAPOBAHWA CACTEM B YTDARNEHKA AOKYMEHTAMMK CNEOYEeT BIGUpaTE NOOXOOALLYIO CREaY Xpa-
HEHKHA W HOCUTENA HHQOpMaUKK, CPeacTaa MUINECHOR J3WKHT, NPOUEIyDeEl 0SpaboTH M CHCTEMbBE XDake-
HuA. Beiop wocuTens wHAopMaUWy 33BMCMT OT CROKOE XpPaHEHMA OoKyMeHdTos. CucTema ynpasneHHA
ACKYMEHTAMM O0NHHA GbiTh NOOrOTORMNEHE K YDEIBRYANRHBIM CHTYALMAM TAK, YTOBE ONPESenATE W yMEHBLWLATE
prcEn. Bo BpeMA 1 NOCNE BOCCTAHORNEHHA A8RTENEHOCTI CRraHuIaumi, NOCTRaJABWER 0T YpeaBkYaiHex
CHTYALMA, CUCTEME YNPARNEHKE AOKYMEHTAMM JONHHA COXPAHATE CROK LENOCTHOCTE W A8MOHCTRMPOBATE
3T0.

8.3.4 PacnpepenesHos ynpasneHue

CHCTEME! YIPABNEHNA JOKYMEHTAMH J0MHKHE Dbk CNOCOGHE NOOGEPHMBATE ANLTEPHATHEHEE Ba-
PHAHTE PAIMELLIEHMA JOKYMEBHTOR. B HEKOTOREX CMYYaAX, SCMKM NPABCEAA W HOPMATHEHAA CPERa NO3BCNAKT
3T, OOKYMEHTE OOMYCKAETCA DHIMYECKH XPEHWTE B O0NON ORraHHIALNY, 8 yIPasnaHie UMK 1 OTBAETCTREH-
HOCTE 33 HHUX MOMHO BOAnarate NUBS Ha OpRradyIauqio-cosgatend, nuio 1a gpyrod NonHoMOoONMHBIR Oprad.
Tarkoi NopALDK PAIMELLEHHA, PAZNWYAIOWHA XDAHEHWE, BNAOEHAES K OTEETCTEEHHOCTE 38 AGKYMEHTEI, X8 paKk-
TepaH ONA ANEKTROHHEE JOKYMEHTOR, PAIMELLEHHEE B 3NeETROHHBX CHCTEMAaX YNPABNEHWA OOKYMEHTIMH,
MepeMalleHHe GOKYMEHTOR MOKET NPONCKOONTE B M0G0Ee BREMA, NPM 3TOM OHO O0NHHD DklTh KOHTRONHPYEMO
W OOKYMEHTANEHD OORAMMEHD.

8.3.5 KonBepTHpOBaAHME H MArpaLMA

CHMCTEME! YNPABNEHWA OOKYMEHTAMH CRegyeT NPosKTHROBATE Tak, 4Tobb A0KYMEHTE OCTABANMCE
AYTEMTHYHEIMM, HAOEWKHBIMA W NDATOOHEIME ANA KCNONBAOBAHKA HEIARMCHMO OT MOGEE WIMBHEHIAR B CHCTE-
W2 YIPEBNEHMA DOKYMEHTAMA (B TOM YHCNE NEH KOHBEDTHROBAHWN (PODMATOR, MUTPALIMK MENOY TEXHASECKRM
0GOpYACBAHMEM, ONERALHOHHEIME CHCTEMAMKA WK CISLWAT EHEMK NROTPAMMHEMA NDMNOHMEHWAMK) B TEYe-
HHE BORMO NEPUO0a WX XPaHeHUA (B COOTRETCTEMN C B_3).

8.3.6 OdocTyn, NOWCK W MCNONLIOEAHHE

CHCTEMBI YNPRENSHWA OOKYMEHTAMK J0MKHE 058 CNEYHBaTE CROSEDEMEHHBIA K 2R DERTHEHEIA NOWCE K
OOCTYN K GOEYMEHTaM, HE0BX0MMBIM ONA CCYWECTENEHWA JaN0B0A eATeNbHOCTH M OTYETHOCTK.

CHCcTeMEl YIPABNEHWA QOKYMEHTAMM O0MHHE HMETE M NPUMEHATE CHEACTEA KOHTRONA JoCTYNA, STOoDkE
0SeCcNEYHBaTh COXPaHKOCT B QOKYMEHTOR, DMK ZONMKHSE 00ECNEYNEATE COIAHNE M NOOOE PEEY NPOTOKONE KOH-
TOONA CUCTEMHEIX NPOUBCCOBR WNW ADYTWME METOOL, NOIBONANWKE IhPEKTHEHG 33LHILATE AOKYMEHTEl OT
HECAHKLWOHKDOBAHKOTD WCNONEICRARNA, WIMEHEHWA WNH YHALTOMEHAR .

8.3.7 XpaneHHe W yHHUTOMEHHS JOKYMEHTOBR

CHCTEMBL YNIDABNEHWA QOKYMEHTEMH JONKHE 0BECnaduMaaTh NPOLEctsl XpadeHus, oTEopa W nepegadqm
ACKYMEHTOR ONA NOCMNEIIOWEnD XPAHEHHa I yHryToxeHA. JedcTerg no oTopy ¥ nepegade QokyMeHToR
Ha JansHedlLes XPaHEHHE WK YHUHTOMEHME MOMYT DeiTe NPEgnpUHATE 8 MOBOA NepUO MUIHEHHOND LHENA
AOKYMEHTA, B TOM YHCNE HA CTAOMKA NDOSKTHPOBAHWA CHCTEME YNPABNEHHA JokyMedTamd. JomkHa Geime
NpeqyCMoTPEHa BOIMOKHOCTE SETOMaTHYSCKOMD OTBOpa (WIRATHA) OOKYMEHTOR M3 CUCTEME YRPABTEHWA
OOKYMEHTAMK ANA NEpedavy X Ha JaneHEAWEs XDaHEHHE MKW YHUHTOMEHHE. CUCTEME! YIPABMEHAA Q0K -
MEHTAMM O0MEHE NOLOEMMHBATE NPOTOKONE KOHTROMNA CHCTEMMHLIX NPOUECCOR MAK QDYIMe METOOL, 0Decne-
YHBAILLWE CTCREMMBAHWE BoEX OBACTBAA NO oTEOPY K NEPEIAYE AOKYMEHTOR Ha AaNEHERLIEE XPaHEHNE KK
YHUHTOMEHHE.

8.4 MerononordaA NPoeKTHROBAHKA W BHEAPEHHA CHETEMb YNPABNEHHA AOKYMEHTAMA

MEK NPOEKTUPOBAHMK M BHEJDEHMH CUCTEME YTRARNEHHA GOKYMEHTaMK 0Co008 IHAYEHME MMEaT METOo-
AONOTAA @8 NPOSKTHPOBAHMA 0 BHSODEHNA, BEMKYANLLEA HHEKENSDEYHCNeHHBIE ATAN.

MeTogonorka, ONMCEBAEMAN B NEPEYUCNEHWAX a) — h), He ARNASTCR NUHeRHoR. 3TH 3a0a4K ANYCKa-
ETCA BRINOAHATE Ha PAINHYHEIX CTATAAX, MHOTOKDATHD, YACTMUHO MMM NONHOCTERY, B COOTEETCTEMIA & OpraHm-
FALMOHHEIMKA NOTRPEEHOCT AMK, 0D HLKANEHBIMA TPEECRAHMAMK M MIMEHEHUAMA ORTSHNISUMOHHONA CRE T kL0 K
CPEak YNPARNEHNA GOKYMEHTAMM.

a} MNpegeapyTensHoe 0GCneloBaHne BEMNKYaeT 8 ce0A.

= chop MHdropMaLMK HE OCHOBE AHANKIA JOKYMEHTANLHLX ACTOMHUEOE W MY TEM MHTEDELMPOBAHNA,

- MIYYEHKE enef i 38084 OPradHaaLkK, 88 CTPYRTY DR, HOPMATHEHON, OenNcaoi U NoNMTWEECKOR CRe LI,
KPHTHYECKHY (PaKTOpO8 W HEZOCTATHOR, CEAZAHHEIX CYyTIPARNEHMEM OOKYMEHTAMH.

D) Axanna gpenoacd QEATENEHOCTH BKNKYaeT 8 cebA:

= CHOp MHOPMALMN W3 O0KYMEHTANBHEK MCTOMHUKSE W MYyTEM WHTEDERIOMBOBEIHAA,

= MOEHTHOMKALMD M O0KYMEHTHPOBAHKE K2MA0E DyHILMY, BnOa OEnNoB0R DEATENsHOCTA W ONERaLnMH;

« YCTAHOBMEHWE MK MEpaPXHIA;

- MOOAMNHPOBAHKKME NPOLSCCOB M COCTABMAKLLIWX WX OnepaliiE.
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c) Onpepenssue TpeboBAHWA K QOKYMEHTaM BENIOUaaT B ceba:

= CHOp MHDODMALIMK W3 DOKYMEHTAMNEHBIX HCTOMHWKDR M MyTEM MHTEDBLKWDOBaHKWA;

- BEABRMNEHWE KEEOoR hyHELWKM 1 BWAA 0enoBoi JeATENEHOCTH, PEanHayamelx G NOMOL B0 JOKYMEHTOR
(aTH TpefoBaHKA MOTYT BuITh BENOMHEHN HA DCHOBE 3HANK3IA HOPMATHEHOR CO8AL OPrAHNIALWH B COOTBET-
CTEMK C paagenom 5);

- ONpEganeHHe CTEMEHA PUCKa B CNY4Yas, 8CNH GOEYMEHTE He Dbl i cOa0aHb W (MMNK) HE COXpaHEHbI,

= ONpEegensHKe TOrD, KaK Kkaxaoe TpeBosaHme MomeT BT BeiNQNHeHD B DAMEAX NPOLECCOB YDA BNeHMA
QOEYMEHTAMI,;

- yeTkoe opMYNMDOBRAHKNE 1 JoKyMEHTaNsMoe ofopMneste TpeboBaHKiA K GORYMEHTaM;

- BeIfop NoAXOOALLEA CTPYRTY PR OOKYMEHTOR, HEWMyYilun oipaioM cooTRETCTEYRLER Kan@od drymu-
WM, BIOY SernoRoi GeATENsHOCT MK Onepalbu,

d) OueHKa CYLLSCTEYEW WY CUCTaM YNPABNEHUA A0KYMEHTAMH NpeAcTaBnAaT coboi:

= WOSHTUMKALMIO W SHANK3 CYLECTEYIOWMY CHUCTEM YIPABNEHWA JOKyMEHTAMK W OpyTHx Medopma-
LMOHHEEX CHCTEM B LIEMNAK OUSHKN MX IKCINYATAUWOHHEN XaRAKTEPHCTHE Ha NpEgMeT cooTReTCTaMA Tpebosa-
HHAM, NDEOBEARMASMGEIM K QORYMEHTaM.

&) Obecnedesne cobnoaerua TpeboBaHKi K JOKYMEHTaM BENKYIET B caba:

- onpagenamMe W opMynuposasie TpeboBaHHi K oKy MEHTaM,

- YCTAHOBMEHWE NPHHLKNOE NONKUTHEY, CTAHO3PTOR, NROUSAYD M NPaKTHYECKH: OeRCTBKA,

= NPOEKTHPOBAHWE HOBEIX CHCTEM YNPAENSHWA SOKYMEHTAMA W BHEODeHUE WX TaM oBpazom, YTobk
coBNEanncE YCTAKORMNEHHEE TRE00RAHKA K JOKYMEHTAM.

CTpaTeria MOsaT GhiTh NPMMEHEHA K KaMI0MY TReGOBRAHWI0 K A0KYMEHTAM OTOSNEH0 WK B KOMBHHA LM
Crpaterna gonwHa BeiTe BelGpala Ha OCHOBE CTEMNEHM PUCKA B CNYyYae HessinonHexns Tpeboaania nuio &
pamkax pyHELAK (0NA NOASSDMAHKA KOTOROR NPEgHAZHAYEHA CHCTEMA YIIPAENEHWA SOKYMEHTAMK), CYWacT=
BYIOLLEN CACTEMMON CPE0E HNH KOPNOPAaTHEHON KYNETYPE, B KOTORON NPUMEHAKT CTPaTerig, cornacHo pai-
neny 7.

f) MpoeKkTHPoBAKKWE CHCTEMEI YIPABNEHWA JOKYMEHTaMH BEN04aeT B ceba;

- paspalBo Ty CTPATEMH, NPOUBCCOR W NPHWHLHTOE NPAKTHEK, NUCEIBISMEY B HACTOALEM CTAHOADTE,

- piecneveHne Toro, 9Tobe CHCTeMA YIIPERNEHUA DOKYMEHTAMW NOLASUEANE NPOURCCE O8NoBoH
LEATENEHOCTH, 3 HE MELLEANA WM,

= DUEHEY W, B CIYyYae HeobxoqMMoCTH, NepeanpoekTHROBaHKE NpOUEcCos BeN0B0A JEATENLHOCTH, 3 TakK-
WE HCNONBIYEMEBX HHPODMALWOHHO-KOMMY HMEALMOH HEIX CHMCTEM ANA BKNMYEHUA B HWXL NPOLEeCCoR NO YyNpag-
MEHMID SOKYMEHTAMKA.

g) BHeopeHHe CHCTEMbL YIPARNEHMA OOKYMEHTIMM

BuegpeHne cHcTeMb: yNpaeneHHa QOKYMEHTAMN CNEOYeT NPOROAHTE CHCTEMMD C HCNoNLIDBRHKEM NpO-
EKTHOMD MAZHWDOBARUA W METOOONOMNMA, NOOXO0AWNY GNA GaHH0R CUTYaUMM, 8 TAKKE C LEMNBK MHTErpaUmMiA
pabBoTR 3TOH CHCTEME B NPOUECCH! OSN0R0OH O8ATENEHOCTH W JDYIMEe CEAIAHHLIE C HEH CUCTEMES.

h) ObGcnenoBasue Nocne BHeapeHnA NPEACTAENAST COG0H:

= HEOTBEMMNEMEIA W HENPEDBIBHLIR NpoUece cEopa MHgOPMaULKA O paboTe CHCTEME! YIIDARMEHWA O0KY=
MEHTaMW. ITO MOMET BulTe NPOREGEHD NYTEM HHTEDELMPOBAHKA PAGOTHHKOR W OCHOBMSEIX MCNONHATENEH C
MOMOLLE D SHEET, HaBNoOEHHe 33 CUCTEMON B ARCTRIK, M3YYeHKa NROLEOYPHBIX MHCTRYELWA, yuebikix MaTe-
PUANDE W OPYIONR J0KYMEHTELWK, 8 TAIOHE MyTeM NpoeaqesA BelBopoqHbix NPOERPOK KAYBCTEA OOKYMEHTOR,
MCTNONB30EIHWA KOHTPOME MK MED,;

= CONPOBCHOSHWE CUCTEME! YNPARNEHHA J0KYMEHTAMKA NYTEM NPOBSDHE M OLEHEN 82 padoTul;

= noafepxka paboTel CHCTEMEL YTIDARMNEHWA OOKYMEHTAMM NYTEM WHHLHHMPOBAMHA M MOHWTODMHIE Kop-
PEKTADYIOLLWY OeRCTEHN,

= KOHTROMNS YHELWOHNDOBAHMA CUCTEME! YIDABNEHWA DOKYMEHTAMK NYTEM YCTAMOBNEHWA DEXMMA
HENPEPRIEHOND MOHATORMHIE 4 DETyNADHOA DLEHKN.

8.5 MpexpawaHue NPHMEHEHWA CHCTEM YTIDABRMEHWA GOKYMEHTIMMW

B cnyyas NpekpagHiva MCNoNbIsBaHAA CHCTEME! YNIDARNEHAA JOKYMEBHTAMM KWNK YyTPATE 50 NEMTHM-
HOCTH JOKYMEHTEl BONbLUIE HE CAEOYET BKNKDHATE B 3Ty CHCTEMY, OOHAKD HAXOORWWECA B HEH TOKYMEeHTs
pomeHbl GeiTh NOCTYNHE. [JoKyMEHTE MOTYT GbiTe NEpeMaLaHE K3 CUCTEME YIDABNEHWA SOKYMEHTAMIA B
COOTEETCTEWN C JERCTEVIOWLMMA NDABMNEMA XpaHeHua 1 oTEopa (Nepeaadm) MnW B COOTERTCTBMK 0O CTPaTEMM-
AMK EOHBEDTHROBSHHA W MWIPALKA: TpoUace NpeKpalieHMA NDWMEHEHKA CACTEME YHIDABNEHWA JOKYMEHTAMIA
GonsEH BeiTe QOKYMEHTANEHD SAdMECHPORaH B TOR MEDE, B KOTOPOR 3T0 NOTPeBYETCA ANA COXNPAHEHNA ayTaH-
THHHOCTH, QOCTOBERHOCTH, NPUMCOHOCTH GNA HCNONLICBAHWA W UENOCTHOCTH OOKYMEHTOR, NO-TIPERHEMY
HAaXOOALWMWXCA B 3TOH CHCTEME, BHNHYAR MN3HB KOHBEDTHDOEAHWA MNK NpeabpailosaHMA faHHBxE (CM. 7_2).

8 , CucTeMa CTaHAapToB Mo MHopMaLMK, BUBRMOTEUHOMY 1 M3aaTeNbCKoMy Aeny. YnpasneHue JokyMeHTamu. Oblume TpeGosanm
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9 Mpouecck! yNnpaBNeHWA OOKYMEHTAMMK W KOHTPONb

9.1 JxcneprHia AOKYMEHTHPOBAHHOW WHhOOPMALKWKA, NOONeEXAWER BEMOYEHWIO B CACTEMY
YNpagnedMa oKyMeHTaMiA

OnpepaneqWe COCTARA AOKYMEHTHPOBAHHOR MHDOPMaLIM, NOANEKALIEA BEMIDYSHKI0 B CHCTEMY ypas-
NEHWA JOKYMEHTAMK, Ga3MDYETCA HA AHANWAE HODMATHEHOR CRE0bL ¥ NOTREBHCCTEH Danosol QA TENTLHOCTH M
OTYETHOCTH, 3 TAKKE HA OLEHKE CTETEHA PHCKOB B CNYYaE, SCNH 3TH GOKYMEHT B He By YT BENoYEHbl B CUCTEMY .
TpeboBaHKa MOrYT PAINMYETECH B 33BHCHMOCTH OT THNA OPTaHWIaLMKH, NPAB0OBOTD M COLWANEHOND KOMTEKCTA,
B KOTOROM OHa JERCTEYET.

[okyMenTs COI0aM0T B CAMOR OPradiaalbg M NoNYyUYaI0T MABME HA DAINKEHBIX HOCWTENAX W © WCMonba0-
BAHKEM NOCTORMMO MEHAKILMXCA TEXHONOMA, JoKyMEHTUDORAHHAR WHHODMALWA ABNRETCA AMHAMWYHOA,
OHE MOMET BT COIQAHA MHOMECTEOM MCNONHWTENER, CYLULECTROBATE B MECKONBKKY BEDCHAX M HAXOOWTECA HA
paznMuHelx CTAOMAX HOPMUPOBAHHA B TEYEHWE DAINWYHEIX NEDHUOL0E BRSMEHIA.

OokyMaHTUDOBAHHYIO MHIOPMaLHI0 CNedyeT BINOYaTE B CHCTEeMY YIPaBNeHnA OKYMEHTAMM B KaYac-
TEE GOKYMEHTOR | CEBAILBATE C METAZAHHEIMK, XAPAKTERHAYIOWMMA 22 oCoDRIn 0eNoBoi KOHTEKCT, B CNyYas,
0N OHa NOBYOEaeT OpraHUIa LMK K QEACTEMIO, CIYHAT ANA WX OTYETHOCTH, 8 TAOKE JOKYMEHTANEHO UKCMpY-
&T QEACTEMA, DELLEHA MNK NDOUECCE NPWHATHA DELLIEHAR.

9.2 OnpegeneHWe CROKOBE XPAHEHKMA QOKYMEHTOR

MpHHATHE DEWEHWA O CROKaX XPaHeHNA AOKYMEHTOR B CHCTEME YyTIPABNEHNA J0KYMEHTA MK OCHOBLIBAET-
CA Ha OUEHKE HOPMATHEHOM cpene, noTpebHocTeil AenoBol QeATENEHOCTH M OTYETHOCTH, 8 TAKKE Ha OUBHEE
prckoB. B Hayane npouecoa K NPWHATHIO TAKMK PELIEHWE CNeqyeT NpMENSKaTE CTRYKTYRHBIE NO4Da3ReNeHAA,
A0MHHUCTDHPYHILME KOHEPETHEA BHD JenoBoH JeATeNsHOCTH, OTRETCTREHHOND COTPYAHMEE cnywbel ynpas-
NEHHA OOKYMEHTAMM M ODYIHE NKUE, NDWYACTHERE K3TOMY NPOUSCCY, B COOTBETCTEMM C BHELLHER W BHYTPEHHEH
NOMNETHECH yRpasneHua JOKYMEHTaRMA MM cTavaapTami. NpaBoBEME WA WHBMKE TREG0BaHW AMK HODMETHE-
HOM CpEakt YCTAHABNMBAOTCA MM HMMANEHEIE CROKH XPAHEHWA TOKYMEHTOB B CHCTEME YITPARNEHWA GOKYMEH-
TaMM, BMECTE C TEM K DRLLEHKIO 3TOMO BONPOCE CAEOVET NPMBNEKATE YNONHOMOUSHHEE Oprakk [3pXUBHEE
OpTaMis WA ayguTopos). MpK onpegensasid CPOoKoB XDaHeHWA JOEYMEBHTOE CNedyeT y4nThiBaTk NRaBa il nHTe-
peckl BCEX JaVMTEpecoBaMHbE Nuy. TpHHAMaEMBpe DEWEHWA HE JO0M%HE NpegHamepeHHs HapywaTk
KaKHe-NUED Npana 0ocTyna.

YNpasneHue XpaseHMen DOEYMBHTOR OOMEHO OCYILeCTENATECA ANA

a) COOTBETCTEMA TEKYLLMM M By OywMM NoTpeGHOCTAM enoBod AeATENLHOCTH NOCRECTROM !

1} coXpaHeHMa MHGODMALIMK O NPOWIEX W HACTORWKWE DELIEHWAX W BUOAX NeATaNBHOCTIA (KaK YacTH
KODMOPaTHBHON NAMATH) B UENAX MHQOPMALMOHHOND CBacneYyeH A PELLSHRA W JeRTEMEHOCTH B HACTOALESM H
Gy Oyuem,

2} coxXpaseHMA AOKA3ATENBLCTE NPOWNoHA H HACTORAWEN AEATENEHOCTH ANA COBNKaaHHA 0GA3aTENLCTR
OTYETHOCTH,

3) CEORBPEMEHHOID CAMKLMOHNPORAMHOM W CHCTEMaTWIECKOND YHMHTOMEHHS QOKYMEBHTOR, KOTODRIE
GonNsLLUE He MCNONBIYIITCA,

4} COXpaHeHHMA KOMTEKCTa QOKYMEHTA AN Toro, 4Tobk BygylWWe NonNsaceaTend MOrmM cYrTaTe GoRy-
MEHTEl AYTEHTHYHEIMMY KW QOCTORSDHBIMK 024 B TEX CNy4Yanx, KOraa cHCTeMB YIDABNEHWA OOKYMEHTAMEA, B
KOTOPRED OHA XD3HWMKCE, NPEKPATHAY CEOE CYLUECTROBIHNE WNW NOABEDINHCE CYLLBCTERHHBLIE HIMEHSHHAM;

b} COOTBETCTBMA NPABCELM HOPMAM NYTEM JOEYMEHTHROBAHHA, PATLACHEHHA W NDHMEHEHHA TpeboRa-
HAH HOPMATHEHON Cpekl B COOEpE yNPARNEHNA GOKYMEHTAMM B KOHEPETHOM HANPAENE WK GENOBON LEATeNk-
HOCTH,

C) COOTEETCTEMA TEKYLYMM W ByOy LW KM NOTReEHOCTAM BHYTREHHMY 1M BHELHUY JARHTEDECORAHHEIX NML,
NoCpaacTROM:

1) MOBHTAHKALAK IAKOHHELE HHTEQECOR, KOTOPLIE 3AMHTEPECOBAHHEE MULA MOMYT MMETE B OTHOWE-
HYM COXPAHHOCTH JOKYMEHTOB B TeYaHHe Bones QNUTENEHOMD CROKS, Y8M 3TO HE0BX0quM0 CamoR OpTaHmnaa-
UuW. B COCTAR JAMHTEPDECOBAHHLIX NWL MOrYT BXO0WTE OEnOBBE NapTHEDL, KNAEHTE A OpYrEe NWMua, Ha
KOTOEEX BNAAIT DEWEHMA 4 JEACTENA JaHHOM ODraHnIanmd, a TaKe Te, KoMy OpradHaay e omsHa npeao-
CTABNATE QOCTYN K CBOHM JOEYMEHTAM B LIEMNAX OTYSTHOCTH (aY,OHTODB], OpraHil BNACTH W YIPaBTeHHA, OpraHl
CNEfcTEWA, SPERHBEHEE ORraHs MNW MCCNegoBaTenu},

2} yoTaMoBNSHHA W OLEHKH NPaBoELIK, HHHAHCORERX, NOMMTMYECKMN, COLMAMTRHEE MMM 0DYIAK T3 THE-
HulX peIyNeTaTOs OT COXPaHEMHA DOKYMEHTOR ONA CNYyMEeHWA MHTepecaM wccnegoeatensed v obwecTea B
LEnom,
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3) cofniogesda TpeboBaHWE COOTEETCTEYMILEND ARXHBHOID OpraHa B pamMeax AeRCTEYIOLWArS 33K H0-
gaTenscrea.

K ookyMEHTaM JNATENLHOM0 WA NOCTOARHOND COOKa XPaHeHMa 08 Y HO OTHOCAT JOKYMEHTE, KOTODbIE!

- COAERMAT CREOEHUR O NONMTHES M GEACTEWAX ODraHUIaLMK,

- COOep#aT CRedaHHA O BIZUMO0e ACTEHA ORraHyuIaUmMK ¢ OBCnyHMBAEM MK &0 KNHEHTaMH,

- AOKYMEHTANEHO GUMECHPYIOT NIERa 1 0DBAIAHHOCTH OTHEMNEHEBX NAL 1 SPraHHIaLMHiA;

« MCMONBIYIOT ANA COA0aHWA «MNaMATH: 00 OpraHuaaykd B HaYYHLD, KYNbTYPHBEX WK WCTORHYSCHMX
L s,

= COABDWAT CEELEHWA O 0eATENEHOCTH, NPEACTARNAKLEHE KHTEDEC NS BHYTREHHAX M BHELWHMWE JAWHTE-
PECOBAHHLIX MWL,

9.2 BrnoYeHHs JOKYMOHTOR B CHCTEMY YNPABNaHHA AOKYMEHTAMH

BrnioveHwen O0oKyMEHTOR B CHCTEMY YIPERNSHWA JORYMEHTAMK JOCTUEKTCH SIS0y iLME Lemnu:

= YCTAHOBMEHWE BIAMMOCEAIBA MENTY JOKYMEHTOM, B0 COIQaTenaM M KOMTeHCTOM COIDaHdR O0oKy-
MEHTA;

- pAIMELLeHnE [DHHCALWA ) ADKYMEHTA, METANAHHEIX O HEM W 8r0 BIAWMOCEAIEN B CHCTEME YNDABNEHKA
OOEYKEHTaMA;

= YCTAHOBMNEHWE CBAISNA & OPYTAMKA JOKYMEHTAMIA

MpH BENKYEHMW AOKYMEHTA B INEKTROHHYKD CHCTERMY YNDARNEHWA NOKYMEHTAMH MY MOMYT GbiTE NpKA-
CaOEHE M8TAOAHHLIE, BEMOYEHHEE, NPHCOBOHHEHHLIE WNH CEAIEHHBIE C HWM HEIZBWCKHMO OT eéro dopMaTa.
370 fonMH0 BeiTE NpEgYCMOTREH0 B NDOUERYEaX CHCTEMEl YIPABMNEHHA OKYMEHTAMK, TAKHE MeTagZaHHkIE
ocobaHHD HE0BX 00 MMEl GNA KOHTPOMA CTATYCA, CTRYETYPE M ENOCTHOCTM AOKYMEHTE B NCBOE BDEMA, 8 TAKE
ONA NOE3a 8o CRAIaH ¢ ADYTHME JORYMEHTAMA.

MeTogsl, ofecnayMeaiowWe BENIOYSHHE OOKYMEHTA B CUCTEMY YNPaBNEHWA JOKYMEHTAMA, MOy T BEMH-
YaTk B oefna:

a) ¥nacchiMKauMio W MHOSKCHPOBAHKE, KOTODLIE NOIBONRKDT COOTBETCTRYIOWMM oOpasoM co3faBats
COBINEM, NPCBOOWTE MRYNMUPOBKY, NPACEIMBATE MMEHA, JFWNLATE KOHEUISHUNANEHOCTL, 0GECIeYHBEaTE
AOCTYN QMR NoNe30BATENed, a TAKKe NDORSONTE NOMCK, 0TBOP M MOEHTARUKAUMID HeobioauMulX (BocTpabo-
BAHHBIX) AOKYMEHTOR,

bl pacnonomeHye OoKYMEHTOR B NOTUY4ECKOR NOCNegoBaTensHoCTH (KaKk ByMadHeix Jen, Tak i anekT-
POHHBLIX DUPEKTIPAR], YNPOLWEFWER NOCNS0YIWEE MCNONLI0BAHWE A0KYMEHTOR W CNpaBoYHYW patoTy,

C} PErdCTpauws, KoTopand oSecnequeasT O0kaIaTensCTES CYLECTEOBAHWA OOKYMEHTOR B CHCTEME
YNDARNEHKA OOKYMEHTAMM,

dl cHCTeMb, OPMANMIVIOLIME MOOENK OeACTENA, OCYILECTENAEMEIX B NpOUEcee OenoRol OeATaNk-
HOCTH:

1) COAOAKDT METANAHHBIE, OMACHBAKWIHE KOHTEECT,

2) obecneynBacT 00KAIATENLCTBO MECTONONOKEHNA OOKYMEHT ;]

3) MAEHTHDALMPYIOT, KIKWE N@ACTBIAA NOONERANA BCNONHEHWKD, HO HE BENONHEHs,

4) WoEHTHOWLWPYIOT, KTO WAMEN AGCTY K ACKYMEHTY,

3) HOeHTHDWLMDYIOT, KOTOa TAKoW GQOCTYN WMEN MEeCcTo,

6] obecnevuuBaeT CEBMOeTENLCTES 00 onepaurax, NEOUMIBaOSHHED & 0OKY MEHTOM.

9.4 ParucTpaums

B cHcTeme yNDasnaHda AOKYMEHTAMH, OCYILECTRMNAKILLLENA NDOUSCCE DENMCT RALMIA

a) OOKYMEHT PRIHCTRHDYIOT NPH BKNICYEHAA 270 B CHCTEMY YNPABNeHHE GOKYMeHTaMA;

bl 00 3aBeplueHnA PericTPaALWE JOKYMEHTA HE OONYCKABTCA NpeanpHHRMaTE KakMe-nuwbo JelcTERA,
BRHAKLLWAE Ha HETO.

OCHOBHEIM HAAHAYEHWEM PEFMCTRAUWMK RBNAGTCA obecnaqveHwe A0Ka3aTeNsLCTES TOMD, Y10 OKYMEHT
Gl COANAH WK BENMYEH B CHCTEMY YNDERNEHKA OOKYMEHTAMK, 8 GONONHUTENsHEIM HAIHAYSHHEM — YIpo-
LWEHME NOUCKa OoKyMeHTa. PerdcTpauus BrNoHaeT B ceba KpaTHoE ONUCaHWE NOKYMEHTE WITH 3aNKcs MeTa-
OAHHEN 0 AOKYMEHTE, 3 TACKE NPACBOEHKE OOKYMEHTY HASHTWAHKATOPA, YHUEANEHOMD BHYTDW ONpEaeneH 0N
CHCTEMB YNPABNEHUA DOKYMEHTaEMM. PerncTpaymna opManyayaTt BENoYEHHE QOKYMEHTE B CHCTEMY YNpaBna-
HWA DOKYMEHTIMM.

OokysdaHTel MOrYT GoiTe SAPETUCTPUDOBEAHE] B CHCTEME YIPAENEHHA JOKYMEHTAMM K3k UEHTRaN-IosaH-
HO, TAK M JEUSHTPANMI0EAHHD. B anesTpoHHCH Cpade CHCTEME YNPABMNEHWA O0RYMEHTAMA MOTYT Bkl Tk CHpOeK-
THPCRAHEE TAK, YTO0E DETUCT PHPOBETE GOKYMEHTR NOCPEOCTECM ABTOMATHHRCKHY NDoUECCoB, HE TpeByiowmMx
BMELLATENLCTES COTRYIHAKA CITyH OBl YyNPABNEHKA OKYMEHTAMM.
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9.5 Knaccudkalma

9.5.1 KnaccudprEaywa qenoBon eATenLHOCTH

KnaccrdmEauma 0enoecl QeATENbHOCTH ARNRETCR MOWHEIM WHCTDYMEHTOM, NOMOTSOWHM BeJ8HHHD
AEnoBoR NEeATENLHOCTH, M NPMMEHARTCA B0 MHOTHX NPOUSCCAX NO YyNDARNSHMD N0KYMEHTAMM, B4R B
cebfin:

a) YyCTaHOoRMNEHWEs CEAILR MEMdy OTARNLEHEIMA J0KYMEHTAMW ONA 0DBCNIEYEHWA HENPEDLIBHOTO QOKY-
MEHTHROBAHWA JeATENbHOCTH,

b} COrmacoBaHHOE NPUCEBOBHWE MMEH JOKYMEHTAM B TEYEHWE NUTENLHOID BRSMEHI;

C) OKAIAHNE MOMOLLA NPW NOWCKS BCEX J0KYMEHTOE, OTHOCALUMECH K ONPEaIeneHHON Oy HELMEA WK Bugy
OenoBol NeATENEHOCTH,

d) onpeageneHie NOOXo0ORLEA GNA PEINWYHEDN TREYIN GOKYMEHTOE JAWMMTE KOMMOSHLEWANEHOCTI, 8
TAKNE DAIMDAHHYSHAE OOCTYNA,

) pPAIPAHAYEHKE NDEE NONLICEATENEW HA OOCTYN WAK H3 NPOBESEHWE A2RCTEMA C ONDeaEnEHHbIMH
rEYNName GoKyMeHToR,

fl pacnpenensHyue OTBETCTREHHOCTH N0 YNPABENSHHIO ONPENeNeHHEMKA MDYNNamMA QOKYMEHTOR,

g} pacnpegeneHUe oEYMEHTOR No OTIeNbHEIM NPOUSOYPaM B DaMKax 0eNOB0A JeATENBHOCTN,

h} onpefeneHye CooTBETCTRVIOLIME CPOKOB XPAHEHWA W ASACTEHA No 0TEODY AOKYMEHTOE HA XPAHSHWE
WA YHAYSTOMEHHE

5.5.2 KnaccuprEaLMOHH LIS CHCTEM

KnacondmEagMoHHBEIR CUCTEMbB OTDAMENT NEATENEHOCTE OpPraHnaaLKy, B KOTORON OHM CO3TaHbL, M
ObbMHG BAIMDYIOTOA Ha AHANKIe OEMO0BOK OEATENBHOCTA OPradWIagWd. KnaccuguiauoHHse CHCTEMb
MOTYT MCNONE30BATECA ANA NOASEDKEN PRINWYHEX NPOUECCOB YNDEENEHUA GUEYMEHTaMK. Cpradniaumam
HEOOXOMMO ONPEgenATs CTENEHL KNACCHDWEALWOHHOMD KOHTPONA, HeoBx0OuMoro Qne Wenel Wy Qenosoi
OeATENEHOCTH.

9.5.3 CnomapH HCNONL3IYEMLIX TERPMHUHOEB

KnaccWfMEaUMOoHHBIE CUCTEMBL M YEAAATENKH MONYT BbiTh J0NOMHEHSE] CNOBAPARMA MCNON LAY EMEBIX TEDMKE-
HOE, PATRACHAKLLMMK CHEUMUYecka GNA OpradH3anun TERMKHE M MK MCNoNBICBAHNE,

59.5.4 MHaskcHpoBaHde

HHOekCHDOBEIHWE MOMHO NPOBOOHTE CBRYYHYKIS WKW AETOMETHYSCKA M OXBATHEATE ANEMEHTI, B DAZHOH
CTENEHK OGLEAHHEHHBIE B CHCTEME YNPAENEHAR DOKYMEHT M.

9.5.5 HaanavyeHWe MHOSKCOB W KOOOB

MNP CCBINMKAY HAa AOKYMEHTE 0B6HHO HCRONEYOT BONEE HPETHWE (DODME], Y8 3aranosd (KaK Npaguno,
WHOEKCH, HOMERA W KOO |, KOTOPRE NO3R0NA0T WOeHTHEWLWDOBATE OOKYMEHTEI.

MHgekcauua Noascnaet YCTAHABNWEATE MECTOMDNOMEHWE QOKYMEHTA, NOCKONBKY 80 MHOEHS, HOMEaD
WK KON yEAILI BN T «30pEcH ONPEJENeHHOTD DOKYMEHTA, N0 KOTODOMY JOKYMEHT MOMET SbiTh HAKIESH B CHCTE-
ME YNPABNEHAA OOKYMEHTAMA.

9.6 XparenHe W obpaljeHne ¢ QOKYMEHTAMH

OoeyMeHTs cCNegyeT XpaHiTh Ha HOCUTENAK, KITODEIE 0BECnNeYHBAINT WX NPMIoaH0CTE ONA KCNoNEI0ES-
HWA, AOCTOREPHOCTE, AYTEHTHHHOCTE W COXDEAHHOCTE B TEYEHWE YCTAHOBNEHHOMO Nepuoga Bpemen: (CM. 8.2).
Mepk, obecneyrBarowwe Kpareike, 05paweHnE ¥ MCNoNE3I0BHWE OKYMEHTOR, CIeYaT NPWHRMETE Ha Npo-
TAKEHHH BCET0 NEPUOOE WX MHIHEHHOTD LWENE.

JoEyMeHT s TREEIoT TAKMX YCAOBWA 1 TEXHONOMR XDaHEHHA, KOTODLIE VYN THIBANT MX ocobse duansec-
KHE M XHMHYECHHE CBOACTRA. LIgHHEE OORYMEHTR TReBYIOT Bonee Ka4ecTEEHHOM 0 XPEaHEHWA W 0BCyHHMEaHHA
CTEM, 4700k COXPaHATE WX 00 TEX NOQ, NOKS OHW HE YTPATAT CBGID UEHHOCTE, YCNOBMA W TEXHOMOMAK XpaHeHHA
OOKYMEHTOR ACNMHE! BHTE CNPOEKTULROBAHE] TAKMM 05pa3oMm, 4ToDG 33 1LMILATE OKYMEHTHI OT HECAHKLMOHK-
pORAHHONS OCTYNE, YTRATR WK NOBDERISHMA, 8 TAKHME OT KPAKK M HDeIBRYaRHbLIX CUTYaUMA.

Oprasniayiy Jomss paipabaTeeatk v NPUMEHATE WHCTRYELWK NG KOHBERTUROEAHKUKY M MUTPaLKH
OOKYMEHTOR W3 OAHOWA CUCTEME YNIDABNSHWA TOKYMEHTIMK B OQYIYHD.

ANEKTDORHBIE CUCTEMbL YIPABRMEHWA OOKYMEHTAMK OOMHE ObiTE CNPOEKTMPOBAHL! Tak, YTobel Doky-
MEHTEl OCTABANNCE QOCTYIHEMM, AYTEHTHYHBIMKA, O0CTORE DHBIBMA HNDATOOHLIBMA ANA HCNoNLI0BEAHWA HEIARH-
CAMO OT MOoBLIX WIMEHEHHA B CMCTEME HA NPOTAMEHWH BCETO NEDHOOA HN XDAHEHWR W ACNONLIOBAHWA.
HMameHEHA B INSKTROHHOW CUCTEME YNDABNSHWA JOKYMEHTIMA MOMYT BHNOYATE MANPALUMIO, KOHBEDTWDORS-
HHE, BOCTpOWIBEdeHne B Apyrix dhopmaTax uny niodee apyrve Oyaywue cnocobsl BoCNponIBefeHydA Doky-

mMeHToR, ECnMTakne Npouyecchl NpOMCXOQAT, CNeqyeT coXpalaTs CANQETENECTEO NPOWIBEGEHHEIX MIMEHE MK,
a Taike noapofHoe onMcaHKe MOGEEX MIMeHEHHA DoPM W OOPMATOR JOKYMEHTOR.
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9.7 Oocryn

CpradMIgLmMiE GonHe: paIpaba Tl BaTE 1 NPAMEHATE HHET PYELKA, DerNamMedTHDYIoWWe BOnNpocsl JOCTY-
Na K A0KyREHTaM.

HopmaTHEHAA CPEAA, B KOTOPOH hyHKLMOHKMPYET OPraHkadaL WA, yCTAHABNHEAET OCHOBHBIE HODMB! 068C-
MNeYeHHA NEEE, YoNoEMA 1 ONPaHUHEHHA J0CTYNEA, KOTOPRIE OOMHHL YYMTRBATRCR NPK paboTe © CUCTEaMOH
YNDABNEHKWA QOKYMEHTaMA. Takne cdrepsl A8ATENLHOCTH, KAK KOHDHASHUMANEHOCTE, Be30nacHocTe, cacboga
HHPOPMALMA W APXHBE, PEMYAKPYIOTCA CNEUMANEHEIM 3aH0HOGATENECTROM, [OKyMEHTE MOMYT COQBpHaTs
MEpCoOHANEHYI0, KOMMBPHECKYHE WNH clykebhyio nHopMaumio. B Taknx cnyqass gocTyn K QOKyMEHTam i
HHPOPMALMA O HMX CNEQYET OfpaHrYMBaT .

OrpaHMYeHMA GOCTYNE MOryT PACcTpoCTRPAHATLCR KAK HA COTRYOHWEDE CPradH3aunmn, TaK 1 Ha NoCTopOH-
HKUX noneaceatensi. JocTyn K QokyMeHTaM cleqyeT orpaHu<meaTts, ecnd aToro TpedyeT Jencean aeaTek-
HOCTE WNK HOpMaTHEHaA cpeda. OrpadudeHra JocTyna AcnsHe JeRcTROBRaTE B TedeMue ODoCHOBaHHOD
YETAHOBMEHHOMD NEPHONE BOEMEHH, NO MCTEYSHHUH KOTOROMM NoONEKaT OTMEHE.

CfecneYarHmns CcoOTRETCTRYIOWEND KOHTRONA GOCTYNA OCYLWECTENASTCA NYTEM NPWCEOEHKA ONpeaenaH-
HOM CTATYCR DOCTYNA KaK A0KYMEHTAM, TAK M OTAeNk MM NHUam.

Ynpasnedswes NpoLECCoM QOCTYNE NpeaycMaTpueasaT, 4To:

a) JOKyMEHTE pACMPEgeEHs Mo KATErOQKMAM B CODTEETCTEMNA C WX CTATYCOM AOCTYNA B ONREAaneHHDE
BpEMA;

b) OOKyMEHTE DOCTYIMSE TONSKD NALAM, OBMNALEKWKM NDABOM GOCTYNE K HAM;

C) IACEKPEYMEHHBIE OOKYMEHTE NWEo OKYMEHTE G ONMPEHHYEHHEIM OO0CTYROM MOMYT GRTe MDOYTEHE
TONBED MRA HANHYYH COOTRETCTEYIOWETD DaZDESILIEHWS;

d) Npouecck K ONERALMWA C A0KYMEHTAMMK OCYLLEBCTENAKT TONBED TE, KOMY DAIDELIEHD WX BENONHATE;

&) NOQPa3nenaHKd A opraHvIaU[dn, OTEETCTEEHHEIE 33 ONPEaEnNeHHEE GYHELMKE JEN0B0OA DeATENEHOCTH,
YETAHABMWBAIDT CTENEHE JOCTYRHOCTA ONA DOKYMEHTOR, OTHOCALLMKCA K 0BNacTi MX OTBETCTBEHHOCTH.

MosuTopMHr M oToDpaxeHMe Npas W 0GR3AHHOCTEA NONEI0BATENA NP QOCTYNE K OOKYMEHTAM ABNAETCA
HEMNPEPEHBIM NPOLYECCOM, NPOUCKOOALIMM B0 BCEX CHCTEMaX YyNPEaBNEHUA QUKYMEHTAMN HEIZBNCHMD OT MX
popMaToR. INEKTROHHEIE CHETEMbL YNDARNEHHA JOKYMEHTAM M, BHACTHOCTH, TEDDHTOPWANEHO PACNpEaenaH-
HEAE, BOMYT NONYYATE NPOTOKCN B! MOSHTUHOHMEILAM TONLI0BATENEA K3 ODYIME NPUNCEEHHA 4 CHOCTEM.

9.8 Koutpone gokymeHToodopoTa

9.8.1 O6wme nonoxeHMA

KoHTpons JEWHEHWA W MCNONBE30BAHKWA NOKYMEHTOR B CHCTEME YNDABNEHWA DQORYMEHTaMW TpebyeTca
anA:

a) HOeHTHEOUEIL WA HEBEINONHEHHA TPpeSyemblx Q8 RCTEIA;

b) obecneweHHA NOWCKa DOKYMEHTA:

c} NpegoTEpalUEHUA YTRETE JOKYMEHTOR;

d) MOHWTODHHTA MCTONEIOBAHHA CHCTEME! YIPAEMEHHA JOKYMEHTAMA B LBNAX COXPAHEHWA 1 38LLHTE
HHDOPMALWK, 8 TAKHEe COXDaHEHWA KOHTDONBHEIY JANHCEA O NPOMIBEISHHEK C DOKYMEHTaMK ONEpaUMAs (B
TOM YHCNE O BRMNIOYEHWH B CUCTEMY, DETUCTPALKWM, KNACCHDWEALMK, MHOEECHDOBAHWK, XPaHeHWH, OOCTYNE |
HCTIONBI0BAHNUA, MHIPALWA 1 epagaYa);

@) coxpaHenna cnocobHOCTH HEEHTHDMLWMPOBATE, B PEIYNETATE KakWy onepaumi {00beaHeHmK 1nK
MHTDALMN CHCTEM ) BOIHWENM OTQENEHBIE DOKYMEHTES,

9.8.2 KoWTpons oedcTaMA

KoHTpOMs ASHCTEMA B CHCTEME YNPABNEHWA JOKYMEHTAMW JONYCKAETCA NDHMEHRTE ANA NPOUBCCOE, B
HOTOPRIX ASHCTEHA OMPEaHUHEH bl BREMEHHEIMW DAMEAMK, YCTAHARNTMBASMBIBN ORraHMIaLMer MNK AN Opradt-
33U, KoHTpONs GEACTBIA:

a) onpejerAeT ITaMNk BENoNHEHRA DEWeHKRR HNK oNepaund, 3afHECHDOBaHHEIX B JOKYMEHTE:

b) pacnpegendaaT Memiy HCNoNHATENAMK OTEETCTEEHHOCTE 38 JBRCTEMA,

c) (PHECHPYET JaTe NpeanonarasmMoro M pEankHOrD Bl NONHEHHA GEACTREAA.

KouTpone 0eAcTaMid MOKHO 2(De THBHO NPAMEHATE, TONBKD BCNM OKYMEHT 32DETHCTRMPOBAH B CUCTE-
M YNpaENaHuA DoOKYMEHTaMH NPEXOEe, YeM HANPESENEH MCIONHKTENAM.

9.8.3 KoMTponks MeCTOMHAXOMOBHNWA

Npieanue QOKyMEHTOR JONHHD BbiTh AOKYMEHTANLHC IANUECHPOBAHD NA ODECNEYSHHUA JOCTYTA K HAM
BCcarga, korga ato Tpedyerca. Mexanuamsl KoOHTDoNA MoryT NEPEAYCMaTpMBEAaTE PUKCALMID WOeHTrbUKaTopa

OOKYMEHNTA, M0 13roNoBKa, COE0eHMA O COTPYOHMKE UMY NOSPasnensHiil, obBNagamuen DoKYMeHTOM, W
BREMEHA [1aTE) NEDEMELLEHWA OKYMEHTA.
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CucTama ynpaaneHua OOKYMEHTAMW J0MEHS KOHTPONUPOBAT L BROAYY, NERESaYY MEHTY COTRYIHHEIMM
W BOIBPAT 0Ky MEHTOR HA MECTO MX PACTICNOHMEHWA MK XPAHEHNA, 8 TAKME WX MILATHE M3 CUCTEME! YITDARTE-
HHA QOHYRMEHTAMM ON1R YHRSTOMEHUA N0 4NA Nepagasin Opyrol yNonHoMoHes ol CTODOHHER OpradkaaLing,
B TOM YHCITE ADXWEHEIM SRraHam, 4NA JansHERWero XpaHeHns.

9.9 OrGop v nepegavya AOKYMEHTOR HA NOCNSaYIOWEs XPAHEHWE WNH YHHYTOKEHHE

Mpaeuna, oNpeJsnaAolke B COOTBETCTEMN C© JeACTEYIOWWM JaKCHOAATENECTROM NCPRACK oTBOopa M
NEpefaYqy JORYMEHTOE HA NOCHEOYIOWES XDAHEHHE WNW YHHUTOMEHWE, CNeayeT NPHMEHATE CHCTEMHD W B
YETAHOBNEHHOM NOQAOKE B X008 0GkIMHO R 08NCEoR J8ATENEHOCTI. Hukakus 4eRcTanid no otdopy 1 nepenade
OOKYMEHTOR HE NOCNE0YI0WEE XPEaHEHNE HMA YHUYTONMEHHE HE OONMHO NPEaNPAHUMATECA Ge3 YEEDEHHOCTH B
TOM, 4TO ONPENENEHHBIR GOKYMEHT Bonklie He TpedyeTeA, paboTa © KM 3aBBDHUSHA W OH He NoTpehyeTch B
KAYECTEE OOKaIaTENLCTRA.

Dedctavs no oTHopy # NEpegayse JOKYMEHTOE HA NOCNEOYIOUEE XDAHEHWE WKW YHUHTOMEHWE MOMYT
npegyCcMaTpHBaTh:

a) HenocpeqcTEeHHo: HHINYECHDE YHUHTOMEHWE, BINIOYAR NBDE3anyce W CTHpasne painos;

B} ganeHEAWes XPAHEHKE B CTRYETYDHOM NOOPAI0ENeH A OpraduIann-,

C) NepeMelleHHe B COOTRETCTEYIOWES XPAHWMALE WM HA COOTEETCTRYHILLMA HOCHTENE (NOS KOHTRO-
Nk OpraHWaaLmiAg;

d} nepegady B Apyryio OpraHy3aLMio, KSTOPAA NPHHANA Ha CelA OTEETCTEEHHOCTE 38 COOTBETCTRYI-
LYI0 MENORYID JERTENEHOCTE B EIVILTATE DECTRYETYDNIAUMHE, NPCGANK MK NDHEATAIALNM,

&) nepegady OOKYMEBHTOB B XPAaHMNUWLE, yNPABMNASMOE B HMHTEPECAX OPraHd3auuy HEIZBMCHMbBIM
NOCTABLMKOM YCNYT NO COOTRETCTEYIOWEMY KOHTREKTHOMY COTNaLUEHWD,

f} nepagadvy OTEETCTREHHOCTH 338 YNPABNEHWE GOKYMEHTAMK COOTRETCTBYIOWMM ORraHam, 8 70 BDeMS
KA DOKYMEHT b DHIHYECKH XPAHWT OPradM3auMa-coiaaTens,

g} nepagady b apkue opraHnIaLmiAg;

h} nepegady B apXHBHLIE YYDEXOEHNA,

MpK HHINYECKOM YHIH TOHEHNA GOKYMEHTOR CNE0YET DYKOROLCT BOBATRCR CRSOYIOLLNARK N HLENEMIA

= YHANTOREHKE OOMEHD ObiTh CAHELWOHWDOBIHHLIKM W NPOBOJWTLECA B COOTRETCTEMM ¢ TPEGOBAHUAMM
HOPMATUEHOH Cpedkl;

- OOKYMEHTE, CBRIAHHLIE CNPEACTORLLIMMK MMM NPOBOSHUMEMK CY I20HEIMKY pAIGMPaTENLCTBAMK M paC-
CNefOBaHKAMK, YHUYTORATE HE CNeayeaT,

- YHUMTOHEHKE OKYMEHTOE CNenyeT NpoEcddTe Takdm obpazom, 4Tobel ofecneduBaTte KOHQMOeH-
LHANBHOCTE NIDBOR COOEDMALLEHCA B HWX WHOPMAaLIHH,

= CAEAYST VHHYTOMAETE BCE KONHW QOKYMEHTOR, DAIDEILEHH B K YHFTOMEHMID, BENI0H4EA NepCoHankHBIg,
CTPAX0ERIE W DEIBPEHLIE KOMKAW.

910 OokymMaHTHROBAHWE NROLGCCOB YIRABNEHMA QOKYMEHTAMA

JosyMeHTaLKA, ONWCEIBA0WAA NDOLECCE YNIPABNEHIKA DOKYMEHTAMA 4 CHCTaMB YIDABNEHHA GOKYMEH-
TaMK, OOMEHE OTEEYETE COOTEETCTRYIOWHM NPAB0ELIM, ORrAHMIBLUMOHHEIM W TEXHWYECKUM TRaloBaHuaM.
AonxHe BkiTh YETED YCTAHORNEHE NONHOMOYKA N0 BENONHEHKIO TAKKY NPOLSCCOR YNRABNEHWA OOKyMEHTa-
M, KAK KNACCHPHEALMR, HHOSKCHPOBAHMWE, JKCTIEDTHIA LEHHOCTH, O0THOD 1 Nepegaqa AoKYMEHTOR Ha Nocne-
OYHOLLLEE XDAHEHWE UMW YHIRITOME HHE.

CooTRETCTEYIOWEE JAKOHOOATENECTRO, CTARIAPTE M MONUTHES OpraHkiIanMn GOImeHe DblTe GOKYMEH-
TaneHo 3aciMKCH PO BaHL], YTOBLI ONpeaenaTs TPEGOBaHMA K NpAKTUEE, 0ECNeN0RaAHMID, MTPOBEDKE M TECTHDCRA-
HHIO NDOUECCOR YNPAANEHWA JoKyMEHTaMK. Ocobos BHUMaHWE CNefyeT ¥OenATE ADYIAM HHDODMALWOHHEIM
CHCTEMEM W NPEBANAM [CTDATErHAM, NONKTHEAM |, NEAMEHASM b8 BHY TR OPTEaHAIaUA M, HT00 COXDaHATE KOp-
NOPATHBHYI LEMOCTHOCTE CREAE! YTDAENEHKA WHODMALMEA.

Boe pewedna O BENIDYEHHK QOKYMEHTOR B CHCTEMY YNIPABNEHHA JOKYMEHTAMK 1 YCTAHOBNEHHI CROKOR
WX XPEHEHWR CNENYET YETHD OOKYMEHTHUDORATE W XDAHWTE. JTH PEWEHAA MOMYT BhiTe odiopMnens B BUOE
HHCTDYKLMK Mo oTOapy W Nepagadqs JoKyMEeHTOR Ha NOCNeAYHLES XDAHEHKE HNH YHAYSTOHeEHHe . OgMLHans-
HAA GOKYMEHTALMA, ONpegensiowan NopALOK AHANKNIA M OUSHKM A0KYMEHTOR, HE OCHOBE KOTOROR NDMHWMAKT
PELISHAA O BEMKGHEHWH OO0HYMEHTOR B CHCTEMY YNPIBNEHKA JOKYMEHTAMW W X XPAHEHHM TaM, 0NHHA BbiTk
NOOroTOEMEHE | NPegcTanneaHa Ha YyTEEQHIEHWE BRICILEMY DYKOROOCTEY. Takas OoKyMEHTALWA JonMHa
codep#aTrk nogpobuoe onucamwe JeNoBod JeATENEHOCTH M JOKYMEHTOR, OTPAMAOLLMX KaROEIA B Qenoaoi
OSATENEHOCTH, CHETHHM 1 OAHOIHAYHEIR YESIAHHMENM CROKDR MK XpaHEHWMA 1 J8FCTBMA No oTOODY W Nepenaqe
OOKYMEHTOR HA NOCNSAYHOLLEE XPAHEHWE MK YHEYToREHWE. CoDBITHA, HHWLAWDYIOLWMKE WNM Da3peuanide
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OeRcTaEMA No oTEORY W NEPefaYe JOKYMEHTOR Ha NOCTENYIOWEE XPAHEHWE UMK YHHYTOREHE, J0MKHE BeiTe
YETKD onpenenaHt. Tame DoNwHE GeTe pazpaboTadil M MCNONEI0BaHE] HCTDYHLKA N0 Nepenaqye 00Ky MaH-
TOB Ha ANBTEDHATHABHMOE XPRHEHWE (HANDUMED. BHECETEROE XpaHaHue). Takan OoKYMEHTAUMA QOTKHa BTy
NpeacTaEneHa Ha corNacobaHMe CTOPOHHKM YIONHOMOYSHHEIM OPraHaM, TAKAM KK apXMBHEIE DRraHLl, aygn-
TOpEI M T.N. CNegyeT XpaHnTe JOKYMEHTR, OTPEHaI0WHE BeNoNHeHHe QEACTEWA No oTEOpY W NepesaYe OoKy-
MEHTOE Ha MOCNE0YIoLEE XDaHEHHE HUITH YHRHTOMEHHE,

10 MoHUTOpHHr U ayauT

[nA obecneveHHa CoOTEETCTEHA NDOLEQYD W NPOUSCCOR, NPOMCKOQALLWMK B CACTEME YNIPaARNEHKA J0Ky-
MEHTAMM, TREBORAHKAM CPTaHHIALMA W ANA NONYYEHUA CRHOAEMBIX PEIYNLTATOR CNEAYET PEMYAADHD NPOBE0-
OWTE WX MOHMTODMAT. Takoh MOHATOPWHT OOM&eH NQOBEQATE KAYBCTBO pafoTkl CHCTEMBl YNpabnedHws
OOKYMEHTAMA B OPraHW3aUuMK, WCNONHEHHE NoNbIOBATENAMM CEOME OBAIATENLCTE B OTHOLWEHWH CUCTEME
YNpARNEHHS JOKYMEHTAMK, A TAKHKE YOORNETEODEHHOCTE NONEICEATENEH JaHHON CHCTEMOA.

HopmaTHBHaA cpega MomeT TpefoeaTe NPpOBASHHA MOHWTODMHIE M 8Y0WTa CTOPOHHKMM OpraHkaa-
LA,

B cnyyae oBHapyHEHHA HENDUIOOHOCTH MNK HeahgeTHEHOCTH MCNONEIYEMOR CUCTEMEL YTIRABNEHIAA
OORYMEHTAMEA ¥ NPOLECCOR YNDABNEHHA O0KYMEHTAMMW OHK AOMHHE GBITe MOIWHUNDOBaHE.

CoOTRETCTEME CUCTEM YNPABNEHWA O0KYMEHTAMH YCTAHOBNEHHEM TREBoBaHWAM, & TAKKE MOHHUTORHHT
ChefyaT QOKYMENTANEHO HECHPOBATE, 3 OTHETHBIE AOKYMEHTE XPAHKTE.

11 OBy4eHune

CpravMaaums, CTpemMAWaaca cofnonars TpeGoeaHua HACTOAWLErD CTAKOAPTE , 0NKHA NPUHHMATE 005-
rOCROYHYI0 Nporpamsty obyderna B ofinacTy ynpaenedus dokysmeHTami. Nporpamme oBy4eHns yNpasneaHino
QOKYMEHTAMN AOMHHE OXBATEIBATE PONKM W OTEATCTEEHHOCTE BCEX COTRYAHWKOE W BT aQpecoBaHl BOas
PYHOBOOAWMM, WTATHEM, BOEMEHHEM PAGOTHUEAM, Neuam, paBoTamlMM Ha oBWeCTEEHHSIX HAYanax, 1
MOBEIM DPYTHM NHLAM, OTEETCTECHHEM 33 COI0aHNE QOKYMENTOR B0 BPEMA WX DaB0Tel M 33 BXM04EHHE ITHX
OOKYMEHTOR B CHCTEMY YNIPABNEHUA A0KYMEHTAMM. YYeGHbIE NPOrpamMuel MOMYT GiTe NOAroTOBNEHS! W PEANN-
20BAHE B0 BIAMMOSSACTEMM CO CTOROHHMMA ORTaHNIZUHMAMK.
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MpeameTHLIE YEaZaTans

APNHEHOE YHREELEHAR
APAHEHbIR OPraM, M. BRNHEHOE YUPBRIEHHE
AYOMT yNpAaBENEHHA O0KYMEHTAMH
AYTEHTHYHHOCTE GOKYMEHTOR

BEMWYaHHE JOKYMEHTOE B CHCTeMY YNIPpABREHWA AOCKY MEHTAMA

EngApeHWe CHCTEMBI YNPABNEHHA BOKYMEHTAMH
OENOEOA QEeATENGLHOCTH AHANKI

DENOBON AEATENLHOCTH Kﬁﬂﬁﬂhd}HEEHHﬂH HEBR CHCTEMA

OOKYMEHT
OORYMEHTHDOBAHWE ONEpa L ACEYMEHTEMMA
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NONUTHES YNPEENEHAA QOKYMEHTIMEH

ngekpagHHe NpAMEHEHHA CACTEME! YNPABN@HHAA OOKY MERTAMH

NEOrpaAMME yNpaBneHWA GOEY MEHTEMM

NPSEKTHPOESHHE CHCTEME! YRPEBENEHAA QOKYMEHTAMA
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Kminuenele CnoBa; QOKYMEHT, JOKYMEHTHAR WHDODMALAA, YIPARNauwe NOKYMEHTAMN, CHCTEMA YIPADNe A
LOKYMEHTAMM, NPOSKTHPORAHWE W BHEIDEHME CHCTEME! YNPARNEeHUa J0KyMEHTaMK, NpOLECcCEl YIPAanea KA
[OKYMEHTAMM, PEMMCTDALWA OOKYMEHTOR, METAOAHHER O OOKYMEHTS, JECMEPTHIA LEHHOCTH AGKYMEHTOR,
ofECNEYRHME COXPAHHOCTIA OOKYMAHTOR, XPAHEHINE NOKYMEHTOR, YHUTOKEHHUE NOKYMEHTOR, BOCTYN K O0Ky-
MEHTAM, 32WMTA OOKYMEHTOR, MCNONEI0BAHME JOKYMEHTOR, JOKYMEHTHPORAHIE
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