JEJIOITPON3BOJCTBO B CYIE

NoNe

Tepmun

0

dopmaTUpOBaHUE TEKCTA

1. Ilpouecc odopmiieHust cTpaHuipbl, ad3ama, CTpokd, cumBona. OCHOBHas Iedb —
cliefaTh BOCIIPHUITHE TOTOBOTO JOKYMEHTA MPOCTHIM U MPUATHBIM JJIS TIOJIb30BATEIS.
2. YcTaHOBIEHHE TIOJICH CTpaHHWIBl, BBIpAaBHUBaHHWE ab3aleB, MEXIYCTPOUHOTO
HMHTEpBasIa. Bolgenenne supHbIM MIPHUPTOM UM KYPCUBOM HanOoJee BaKHbIX CIOB.

JIoOKyMeHT

1. 3adukcupoBaHHasi Ha MaTepUaILHOM HOCUTENE HHGOPMALIHS B BUE TEKCTA,
3BYKO3aIMCU WU U300paXKEHUsI C PEKBU3UTAMU, TTO3BOJISIOIUMU €€ UACHTU(PUIIUPOBATD.
2. MarepuanbHbiii 00bEKT, cofepKamui nHpopmaIuio B 3aMKCUPOBAHHOM BUJIE U
CIIeHMAJIBHO MpeHAa3HAYEHHBIN 1Sl €€ mepeiaud BO BPEMEHHU U TPOCTPAHCTRBE.

JlokyMeHTHpOBaHUE

1. Co3pganue NOKyMEHTa C UCIOJIb30BAaHUEM Pa3IMYHBIX METOJI0B, CIIOCOOOB U CPENICTB
(uKcupoBaHus HHPOPMALIUK HA MAaTEPUATBHOM HOCHUTEIE.

2. PermaMeHTHpOBaHHBIN MPOIECC 3aMTUCH HHPOpPMAIK HAa OyMare Uil HHOM
HOCHTEJIE 00ECIIEUNBAIOIIUNI €€ CHUITY.

JlokyMeHTOO00pOT

1. JIBmkeHue TIOKYMEHTOB B OpraHU3AIMKU C MOMEHTA UX CO3JIaHUsI WJIW TIOJTyYESHHUS J10
3aBEPIICHUS UCIIOJTHEHUS WU OTIIPABKH.

2. CymMapHO€ YMCJIO BHYTPEHHHX, UCXOSIIUX U BXOISIINX JOKYMEHTOB OpraHu3aIiuu
3a HEKUU MEPUOJ] BPEMEHHU

PexBu3UT 1OKyMeHTa

1. OGs3aTenbHbIN HHOOPMALIMOHHBIN 2JIEMEHT TOKYMEHTA, CTPOTO 3aKPETUICHHBIN 32
onpeaerIeHHbIM MECTOM Ha OJIaHKeE.

2. COBOKYITHOCTB 00sI3aTEIBHBIX TAHHBIX, MPEAYCMOTPEHHBIX JJI TOKYMEHTOB, 03
KOTOPBIX OHU HE MOTYT UMETh IOPUJIUYECKYIO CUJTY.

DopMyJIsIp JOKyMEHTa

1. Mopenb 1OKyMeHTa, Co/ieprKaillas KOHKPETHYIO COBOKYITHOCTh PEKBU3UTOB,
PACIOJIOKEHHBIX OTPEICICHHBIM 00pa30M.
2. COBOKYITHOCTh PEKBHU3UTOB JIOKYMEHTA U CXeMa MX PACTOJI0KECHHI Ha IOKYMEHTE.

JlenonpousBoICTBO

1. Cdepa gestenpbHOCTH, CBSI3aHHAS C TIPOIIECCOM CO3aHUS JOKYMEHTOB U




opraHu3zanuei paboTbl C HUMH.
2. OTtpaciib JesTeIbHOCTH, 0OecreunBaronas JOKyMEeHTUPOBAHUE U OpraHU3aINI0
paboThI ¢ ODHUIMAIEHBIMU JOKYMEHTAMH.

ens menonpon3BoaCTBA

1. I'maBHOH 11€NBIO AETOMPOU3BO/ICTBA SBISAETCS MH(POPMAIMOHHOE 00ecTIeueHHE
yIpaBICHHUS.

2. duxcupoBaHue MHGpOpPMAIMK, OpraHU3aIHsl padOThI ¢ JOKYMEHTaMU (CO3aHHe
yCIIOBUH, 00€CTIeYNBAIONINX IBMKEHHE, IOUCK U XpaHEHUE IOKyMEHTOB B MIPOIIECCE
JeTIONPOU3BOCTBA).

CYI[C6HOC ACITOIIPONU3BOJACTBO

1. YopaBnenueckas cuctemMa, KOTopasi HIOMOTaeT CUCTEMaTU3UPOBATh OOpaIeHUs
IPaKJaH B CyJl U YCKOPSIET MPOIecC 00pabOTKH IOKYMEHTAIIUU.

2. JlesiTenbHOCTD B CyZIcOHOM cucTeMe, o0ecrieunBaronias 0opadboTky nHbopmaru,
OpraHu3alMIo JOKYMEHTUPOBAHUS U JOKYMEHTO000POTa, a TAK)KE UCIOIb30BaHU, yUeTa
1 XpaHCHUsI CYACOHBIX TOKYMEHTOB.

[leHTpamu3oBaHHas CUCTEMA

ACIOIIPOMU3BOJACTBA

1. Cucrema, ncnonHsOUIAs ApXUTEKTYPY KIUEHT/ CEpBEp, TJ€ OJIUH WJIU K€ ATl Y3JI0B
HaIpsMYIO MOAKIIOYAOTCS K LIEHTPAIbHOMY CEPBEPY.
2. Bce menonpou3BoICTBEHHBIE MMPOLIECCHI COCPEAOTOUCHBI B €MHON KAHIICTISIPHH.
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JlenieHTpanu3oBaHHAas

CucTeMa ACIOIIPOU3BOJACTBA

1. Bce aenonpou3BoICTBEHHBIE OIEpaIlUU PACCPEAOTOUYEHBI MO OTACIBHBIM KaHIIEISPUIM
CTPYKTYPHBIX MOJAPA3ACICHUN.

2. Tlpouecc nepepacnpeneneHue, pacceuBanus PyHKIUHN, CUII, BIACTH, JIIOJCH UITU
BEIIEH OT UEHTPAIBHOTO MECTOIOI0KEHHUSI WIIN YIPABJIIIOLIETO OpPraHa.
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KoHTpOoJIb MCTIOJIHUTEIBCKON

JTUCIHUATLINHBI

1. IlpoBepka kauecTBa ynpaBiIeHUECKON AESITEIbHOCTH OCPEACTBOM COMOCTABIICHUS
(baKTHUECKH TIOCTUTHYTOTO YPOBHS IMTPOMEKYTOUHBIX UM KOHEYHBIX PE3yJIbTaTOB U
YPOBHS, yCTAaHOBJIEHHOI'O PEMIEHUSAMH, IOCTAHOBJIEHUSMHA, HOPMAaMH U IPYTUMU
HOPMATUBHBIMHU JOKYMEHTaMM.

2. KoHTpOJb UCTIOTHUTENBCKON TUCIUTUIHHBI IPU paboTe C JOKYMEHTaMH U
BBIIIOJTHEHUE MTOPYUYEHHBIX PYKOBOACTBOM aIMUHHUCTPALINH.
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JlokymeHT-Kamepa

1. CHCL[I/IaJ'IBHaH BHICOKaMEpa Ha MITATUBE, KOTOPAaA IIO3BOJIACT IMOJYUYHUTh U
TPAaHCIMPOBATHh B PCKUMC PCAJIbHOI'O BPCMCHH YCTKOC N PC3KOC 1/1306pa>1<eHI/Ie JTFOOBIX




00BEKTOB, B TOM YHUCJIE U TPEXMEPHBIX HA OOJIBIIION IKpaH (IKPaHbI).
2. V300peTeHne, KOTOPOe MO3BOJISIET OBICTPO M Ka4eCTBEHHO MIEPEBOANTD B ITU(POBOE
M300pakeHHE TOKYMEHTHI, poTorpadun, pUCYHKH, MPEIMETHI.

13 | UucTpyKIus 1o 1. UnucTpyknus pa3paboTaHa B IEJSIX COBEPIICHCTBOBAHUS JOKYMEHTAIITMOHHOTO
JeTONPOH3BOACTBY B oOecrneveHus AesITeIbHOCTH apOUTPaKHBIX CY/IOB M MOBBIIIEHUS €0 3PPEeKTUBHOCTU
myTeM YHU(PUKAIUN, a TAK)KE TPUMEHEHHUSI CUCTEM aBTOMATH3AIUH CYAOTPOU3BOCTBA U
apOUTpaKHBIX CyJax JeJIONPON3BOCTBA.
Poccuiickoii desieparun 2. VHCTpYKIIUS yCTaHABIMBAET €IMHYIO CUCTEMY OpraHU3alliu JeIO0MPOU3BO/ICTBA,
NOPSAZIOK pabOThI C MPOIECCYATbHBIMU U UHBIMU JOKYMEHTaMU, €IMHbIC TTpaBUiia
(mepBoOM, aneUIAIMOHHON U OpraHu3allly NMPUEMa, peTUCTpaIH, YUeTa TIOKYMEHTOB, UX MOJATOTOBKHA U 0OPMIICHHUS,
KACCAIIHOHHOM HHCTAHIH), PacCMOTpEHHUsI, OTIPABKU U BbIAAUU, IEYATH U TUPAKUPOBAHMS, TEKYILIETO XPAHCHUS U
nepenayr Ha XpaHEeHUe B apXHB, a TAK)KE OCYIIECTBICHUS] KOHTPOJIS 32 COOJII0/IEHUEM
YCTaHOBJICHHBIX MPABUJI JACJIOMPOU3BOACTBA BCEMU CTPYKTYPHBIMH MOJIpa3ICICHUSIMU
apOUTPAKHBIX CYJIOB.
14 | Ienonpou3BOJCTBO B 1. JlesTtenbHOCTDb, OOECIIEUMBAIONIAsl CO3/IaHUE OPUIIUATIBHBIX JOKYMEHTOB U
apGHIPaKHOM Cy/le opranu3anuio padbotsl ¢ HUMH B Cy1eO0HOM AenapTaMeHTe.
2. CTpyKTypHOE To/ipa3ieieHIue apOUTPaKHOTO Cy/1a, 3aHUMAIOIIEeCs
JIEIIOTIPOU3BOACTBOM, B COCTaB KOTOPOT'O BXOAAT YKa3aHHBIE BBIIIC CIICIIUATUCTHI; -
"apxuBapuyc' - 3aBEIYIOMIMN apXUBOM, CIICHUATUCT JCIOMPOU3BOACTBA, HA KOTOPOIO
BO3JIOYKE€HA 00513aHHOCTh PA0OTHI C apXMBOM CY/Ia.
15 [Tonpaszaenenue 1. Tloapa3zneneHue AeIONMPOr3BOACTBA U PEKUMA SIBIISETCS CAaMOCTOSITSIIBHBIM
T s— CTPYKTYPHBIM NOAPA3ACICHUEM TeppUuTOopraibHOro oprana MBJ[ Poccun u noguunsiercs

HETNOCPEICTBEHHO €T0 PYKOBOJUTENIO (HAUYaIbHUKY ).

2. TlogpasneneHue aenonpon3BOJCTBA U pEKUMa B CBOEH 1€ATEIbHOCTH
pykoBoactByercs Koncruryuuei Poccuiickoit @eaepannn, o01enpu3HaHHBIMA
NPUHLXAIIAMU ¥ HOpMaMU MEKIyHAapOJIHOTO MPaBa, MEXIyHaApPOIHBIMUA JOTOBOPAMH
Poccuiickoit @enepanuu, penepanibHbIMU KOHCTUTYIITMOHHBIMU 3aKOHAMH,
dbenepanbHbIMU 3aKkoHaMH, akTamu IIpesuaenta Poccuiickoit denepanuu u




[IpaButenbcTBa Poccuiickon denepannu, HOpMaTUBHBIMU IPAaBOBbIMHU akTaMu M B/
Poccun, ”HBIMM HOPMATUBHBIMU IPABOBBIMU AKTAMU U HACTOSIIUM.




