Copnep>xaHue:

Mage noffpund or type unknown

BBepneHue

B nto6on opraHmnsaunm peweHmne npobaemMm OKyMeHTaLMOHHOro obecneyeHuns
ynpaBJieHMS BO3/1araeTcs Ha cneumnanm3npoBaHHOE CTPYKTYpPHOe rnogpasaeneHme -
ynpaBJieHne aenamu, obwnii oTaen, KaHuensapuo n ap. 3PQpeKTUBHOCTL Tpyaa
COTPYLAHMKOB CNy>Xbbl Ae/10Npon3BoACTBA B 3HAYNTENIbHOM CTEMNEHWN 3aBUCUT OT UX
KBanMpurkKaunm, a TakKe oT CTeNeHN OCHALLEHHOCTN COBPEMEHHbBIMUN TEXHNYECKNMN
cpeAcTBaMu, OT y4éTa NMpu co3gaHum cny>Xbbl 4enonponsBoACTBa TEXHNYECKOrO,
IOPMANYECKOTO N OPraHn3aLMOHHOIO acrnekToB.

MpakTuKa BbipaboTana Tpu popMbl opraHmnsaynm paboTbl C LOKYMeHTaMun B Nt0OOM
yrnpaBJIEHYECKOM anmnapaTe - LeHTPaJIM30BaHHYIO, AELLEHTPaIM30BaHHYO N CMELUaHHYIo.

Mcnonb3oBaHMe HOBEMLLINX KOMIMbIOTEPHbIX TEXHOJIOMUIA, Han4Yne akCUMUIbHbIX
annapaToB, pakCc-MOAEMHbIX YCTPONCTB KOMMbIOTEPOB NO3BOJISIOT OPraHN30BaTb NPUEM
N perncTpaumio NocTynamLwmnx JOKYMEeHTOB, KOHTPOJIb 3@ UX UCMOJIHEHUEM,
NHPOPMALMOHHO-CMPABOYHYIO paboTy B CTPYKTYPHbIX NoApa3nesieHusx.

[OKyMeHTUpOBaHME yrnpaBaeH4YeCcKon AeaTenbHOCTU. OCHOBHbIE MOHATUSA (OOKYMEHT 1”
MHopMaumsa, popMynap LOKYMEHTa, lopuandeckas cnaa AoKyMeHTa, TUNosaornsg
OOKYMEHTOB)

MNon NOKYMeHTUPOBaHWEM MOHUMAETCA 3anuchk (dbunkcaumsa) nHdhopMaLnm Ha pa3nnyHbIX
HOCUTENsAX Mo YCTAaHOBJIEHHbLIM NpaBuIaM.

HOKyMeHTUpoBaHMe - periaMeHTUPOBaHHbIN NpoLecc 3anncu nHgpopmaumm Ha bymare
UM NHOM HocuTene, obecneymBalLWNN ee PUONYECKYIO CUY.

JloOKyMeHTVpoBaHMNe BCeraa oCyLeCcTBAAETCS No onpeAesieHHbIM rnpasuiam,
YyCTaHOBJIEHHbIMW MPaBOBbIMW HOPMATUBHLIMU aKTaMn UM BbIpaboOTaHHbIMU
«Tpaauumen».


https://www.evkova.org/#evkova

Co3faHne OOKYMEHTOB UM NOKYMEHTUPOBAHME MOXXET OCYLLEeCTBAATLCS Ha
€CTEeCTBEHHOM f13blKE UJIN Ha UCKYCCTBEHHbIX A3blKaX C UCMOJ/Ib30BAaHMEM HOBbIX
HoCcUTenen nHpopMaLmn.

Mpn LOKYMEHTUPOBaHNM Ha eCTeCTBEHHOM f3blKe CO3[4al0TCA TEKCTOBblIE AOKYMEHTHI -
AOKYMEHTbI, coaep kallie pedyeByo MHPOPMaLnio, 3aPNKCUPOBaHHY0 JI0ObIM TUMOM
nnceMa nnam nbon cNCTemMomnm 3ByKO3anmncu.

TeKCTOBbI JOKYMEHT, CO3[aHHbI C MOMOLLbIO MUCbMA, - 3TO TPAANLMOHHbLIA IOKYMEHT
Ha 6yMa>KHOM HOCUTEesle UN BUAeorpamMmMa AOKYMEHTa - n300bpa’keHne JOKYMeHTa Ha
3KpaHe 3N1eKTPOHHO-JIy4eBO TPyOKN.

Mpn LOKYMEHTUPOBAHNM Ha MCKYCCTBEHHbIX Si3blKax CO34Al0TCA OKYMEHTLI Ha
MaLINHHbIX HOCUTENAX - OKYMEHTbI, CO3AaHHble C UCMOJ/Ib30BAHNEM HOCUTENEN N
cnocobos 3anucu, obecnevymBatowinx o6paboTKy MHGPOPMaALUKN SNTEKTPOHHO-
BbIYUC/INTENIbHOW MaLLUVUHOMN.

Mpn Ncnosb3o0BaHUN NMPOCTbIX OPYANN CO30aI0TCA PYKOMUCHbIE MNCbMEHHbIe LOKYMEHTbI
(TekcToBble [OKYMEHTbI, MHGOPMaLMA KOTOPbIX 3addKCcupoBaHa JtobbIM TUMNOM NUCbMa),
n3obpasunTesbHble LOKYMEHThI (AOKYMEHTbI, cogepxaline nHhpopmaunto, BbIpa>KeHHY0
nocpencTBoM n3obpakeHnsa Kakoro-nmbo obwvekTa) 1 rpanuyeckme 4OKyMeHTbl
(n306bpasunTenbHble 0OKYMEHTLI, B KOTOPbIX n30bpaxeHne ob6bekTa NONy4HeHO
nocpencTBOM JIMHUN, LUTPUXOB, CBETOTEHN).

OnpepeneHne NOHATUN «AOKYMEHT» N «MH(popMaLns».

FOCT 16487-70, onpenensBwnii NOHATNE OOKYMEHT KakK «CpefCTBO 3aKpernseHns
pa3inyHbiM cnocoboM Ha cneymasbHOM MaTepuane nHpopmMaumm o hakTax, cobbITUSAX,
ABNEHNAX OO BEKTUBHOWN OENCTBUTENLHOCTU U MbIC/IUTESIbHON AEATENbHOCTN YeNoBeKa»,
B HacTosLEee BpeMsa OTMEHEH.

«JJOKYMEHT» - 3annUCb MHOPMaALNKN HA PA3SINYHbIX HOCUTENSX MO YCTAaHOBJIEHHbIM
npaBunam. Hocutenem nHgpopmaumm MoxXxeT ObITb ByMara, nepdokapTa, poTonNeHKa,
MArHUTOMOHHAS NeHTa U T.M.».

dukcaynsa, otobparkeHne MHpopMaunm B LOKyMeHTe obecnevymnBaeT ee coXpaHeHune un
HakKonJieHne, BO3MOXXHOCTb Nepena4vn BO BPEMEHU N NMPOCTPAHCTBE, BO3MOXXHOCTb
obpawaTbCa K MHOPMaL MK CNYCTS MHOMO BPEMEHW Noc/e ee co3fgaHuns. B coynanbHoMm
nnaHe nbon opurunanbHbIn LOKYMEHT NOANGYHK-LUWOHANEH, T.e. O4HOBPEMEHHO
BbINOJIHAET HECKOJIbKO (DYHKLMW, YTO NMO3BOJIAET eMy YO0BNEeTBOPATb pa3/INnyHbIe



yenopeyeckme notpebHocTn.

TepMUH «MHGpOpPMaUna» MPOUCXOOUT OT JTIAaTUHCKOro cnoBa «informatio», 4To o3Ha4vaeT
CBeLleHNs, pa3bsaACHEHUSA, N3JTI0XKEHMeE.

B ®enepanbHOM 3akoHe oT 27 ntonsa 2006 roga Nel49-03 «0O6 nHhpopmayun,
MH(OPMALMOHHbBIX TEXHOJIOMNAX U O 3alMTe NHpopMaunm» NCMNONb3YIOTCA criegyrouine
OCHOBHbIE NMOHATUSA:

NHhopmaumns - ceeneHns (coobueHuns, gaHHbIE) HE3aBUCMMO OT (POPMbI UX
npencrtaBieHUs;

Posib  GYHKLUM B,OKYMEHTa B YNpaBJiIieH4€CKOM
BeATesIbHOCTHU

DYyHKUNA OOKYMEHTa - 3TO ero obuiecTBeHHas posib, CoLMaibHOe Ha3HavYeHme, Lerb,
3afa4a. [loKyMeHT - 06BbEKT, BbIMOJHAOWMIA P B3aMMOCBA3aHHbIX COLMabHbIX
(PYHKLWMN, BECb CNEKTP KOTOPbIX MOXKHO YCJIOBHO NOAE/INTb Ha TPWU rpynmnbl:

a) rnaBHas, Hambonee obobLLatoWan yHKUNA OOKYMEHTa - 3TO XpaHeHne 1 nepenada
(pacnpocTpaHeHne) NHGHOPMaLMN BO BPEMEHM N MPOCTPAHCTBE;

6) obLuMe PYHKLNM JOKYMEHTA XapaKTepHbl A4 BCeX NOKYMEHTOB, HE3aBUCUMO OT UX
TUNa n BUAa:

MHOPMaLMOHHAA PYHKLNS - 3TO CMOCOBHOCTL AOKYMEHTa yA0BNeTBOPATb NOoTpebHOCTH
obuwecTBa B MH(popMaLumn, T.e. CIYXUTb MCTOYHUKOM MHGOPMaUnK, 3HaHNN. OCHOBHbLIM
KputepueMm MHPOPMaTUBHOCTU OOKYMEHTa ABJIAETCA ero MHpopMauMoOHHAsA eMKOCTb,
T.€. KOJINYECTBO U KayeCcTBO MHGopMaUmnK, 3adMKCMPOBAHHON B AOKYMeHTe. ITa
PYHKLUNA onpenenseTcsd TaKUMN NMokKasaTensaMu, Kak rnosiesHoCTb, NOJIHOTa,
D0OCTOBEPHOCTb, LLEeHHOCTb, HOBU3Ha UHpopMauun n 1.4. MHpopMaummoHHaa pyHKLU NS
nMeeT CJZIOXKHYI0 CTPYKTYpPY. B ee cocTaB BXOAUT hnKcauuns, COXpaHeHue, nepenaya
WHopMaumnu;

KOMMYHUKATUBHAasA PYHKLMNS - 3TO CNOCOOHOCTb AOKYMeHTa BbiTb MHPOPMATUBHbBIM
CpencTBOM nepenayn, obMeHa, KOMMyHMKaLUK, 0BLLLEHNS, MPEeeMCTBEHHOCTU. [JOKyMeHT
obecneymBaeT AOKYMEHTHYO KOMMYHMKaLMO, KoTopasa 6e3 Hero 6biia 6bl HEBO3MOXKHaA.
B KOMMYHMKaTUBHON QYHKL NN MOXXHO BblAENNTb ABE NoAMYHKLNN, KOTOPbIM
COOTBETCTBYIOT ABE KAaTEropun JOKYMEHTOB: IOKYMEHTbI, OpUEHTUPOBAHHbLIE B



onpenesieHHOM HarnpaBJIEHUN: CBEPXY BHU3 (3aKOHbI, YKa3bl, MOCTAHOBJIEHUS, NMPUKa3bl,
WHCTPYKLMN) N CHN3Y BBEPX (AOKNaAHble 3aNNCKN, 3asBNIEHUS, )Xa1o00bl); HOKYMEHTHI
NBYCTOPOHHEro AenCcTBUS, B3aMMOCBsI3aHHble Mexay cobon (oenoBas n NM4Has
nepenncka, A0roBOpPHbIE JOKYMEHTHI);

KYMYNSTUBHAs PYHKLNSA - 3TO CMOCOOHOCTb AOKYMEHTa HakanJneaTb,
KOHLIeHTpMpoBaTb, COBMpPaTb 1 YyNopsiAoyYMBaTb MHHOPMALMIO C LIe/bio ee COXpPaHEHUA
151 HbIHELLIHEro 1 rpsayLuero nokKosIeHnn;

B) cneynanbHble PYHKUMM MPUCYLLN HE BCEM, a ornpenesieHHbIM Bugam n tmnam
OOKYMEHTOB, rage oHn npoaBnAaoTCA B bonblen cTeneHn B COOTBETCTBUN C
counalibHbIMKA I'IOTpe6HOCTF|MI/I obuwectBa. K HUM oTHOCATCS:

yrnpaBiieH4Yeckas unn perynsatuBHas QYHKLWS - BbINOJIHAETCSA AOKYMEeHTaMN, KOTopble
Cco34aHbl ANs Lenen ynpaBiaeHnsa 1 B NpoLecce ero peanansaunn (3aKoHbl, MOJIOXKEHUS,
yCTaBbl, PAaCNoOpsiXKeHWs, PELLEHUS, NPUKa3bl, NPOTOKOJIbI). YNpaBaeHYeCKne 0OKYMEHThI
OTpaXkaloT CTaAun yNpaBJIEHNS N CaMW OKa3blBalOT BO3AENCTBME Ha Cchepy ynpaBJieHUs.
B ynpaBneH4Yeckom yHKLNN OOKYMEHT BbICTyNaeT, Npexxae BCero, B HOPMaTUBHOM
PON, KaK PErynisiTop pa3/iMyHbIX CTOPOH AEATENbHOCTU 06LecTBa, rocy4apcTBa,
opraHusauuu;

npasoBas PyHKLUNS - 3TO CNOCODHOCTb JOKYMEHTA C/IY>KUTb CPeACTBOM AO0Ka3aTeNbCTBa,
noaTBep>XAeHns Kaknux-nmbo akToB (cBeaeHunin). NMpasoBon QyHKLMEN B NEPBYIO
ovyepenb obnagatoT opuUManbHble N34aHNA (KOHCTUTYUWS, 3aKOHbI, YKa3bl),
NCTOpUYECKME UCTOYHUNKN, Cay>Kallne cpeacTBoM cBnaetensctBoBaHud. Cioga e
MO>XHO OTHECTM BCE O0roBOPHbLIE OOKYMEHTbI, PUKCUPYOLWMNE OOrOBOPHbLIE OTHOLLEHUS;

byHKUMS yH4eTa OaeT KOJIMYECTBEHHYIO XapaKTePUCTMKY MHGOPMaLMK - 3TO
permcTpaunsa n rpynnupoBka B LUMGPOBOM BbipaXKeHUN MHOPMaLIMK, CBA3AHHON C
X03SACTBEHHbIMU, AEMOrPaPNIYECKMMU N UHBIMU COLMATbHBIMU NPOLLECCaMU C LIeNbIO NX
aHaNn3a N KOHTPONS. [JOKyMeHTbl, HafeNIeHHble (hYHKUNEN yYeTa, (OUKCUPYIOT B
cneundunyeckorn opmMe LNPOKNIN CNEKTP MHGoPMaLMK (CTaTUCTUYECKME N PUHAHCOBO-
3KOHOMUYECKNE OOKYMEHTbI);

no3HaBaTesibHas NN KOFHUTUBHAA PYyHKUMSA - CMOCOBHOCTb AOKYMEHTa CNYyXXUTb
CPeACTBOM MOJIYyYEHMSA N Nepefadn 3HaHNM 018 N3y4eHuns npoueccoB N SBAEHNN
npupoabl n obuiecTtsa. 9TO Ha3HavYeHNe AOKYMeHTa cocTouT B obecneyeHnmn obuiero v
npodeccruoHanbHOro rnpouecca obydyerHuns (y4ebHuK, MPakKTUKYM, XpecToMaTus u T.4.), a
Tak>Xe Hay4YHon neAaTeNbHOCTU (Hay4yHas MoHorpadusa, aucceptayns, otyet o HAP m
OKP);



obuwekynbTypHasa QyHKUMSA - CNOCOOHOCTb AOKYMEHTa COAEeNCTBOBATb Pa3BUTUIO
KynbTypbl 06WecTBa, BbICTyNaTb CPEACTBOM 3aKpenieHns u nepenayn KysabTypPHbIX
Tpaauunn, yCBOEHNS CUCTEMbI LLeHHOCTEWN, 3CTETUYECKNX HOPM, PUTYasoB, MPUHATbLIX B
obuiecTBe (MMTEpaTYpPHO-XYAOXKECTBEHHOE, HAay4YHOEe U3fgaHne, KNHo-puibM,
BUgeopuabM, otorpadus, oTKpbITKa, FpaBopa u ap.);

MeMopuaibHasa (NaMATHMKOBAA) PYHKUMSA - CNOCOOHOCTb OOKYMEHTA CNYXUTb
«BHELIHEeN NaMATblo» YesioBekKa 1 obuwecTBa B LLeJIOM, COXPaHATb MHHOPMaLNIO 1
nepegaBaTb ee OT O4HOro NOKOJIEHUA K ApYyroMy. 3Ta PyHKUNSA CBOMCTBEHHA
OOKYyMeHTaM-NaMaTHUKaM (apTedakTam), obnagatowmm ocobom counanbHO-KYbTYpPHOW
N NCTOPUYECKON LLeHHOCTbIO (PYKOMUCHas KHUra, peakme, oCObeHHO LeHHbIe U
YHUKaNbHbIE MO coAepXXaHuto, hopMe nam ycnoBusam ObITOBaHMA BO BHELLHEN cpefe
OOKYMEHTBbI);

refoHnYyeckas PyHKLMS - CNOCOOHOCTb NOKYMEHTa C/YXKUTb CPeACTBOM OTAbIXa,
pa3BsieyeHNs, paLMOHabHOMO UCMOJIb30BaHNA CBOOOAHOrO BpeMeHU (Npon3BeaeHuns
XY[00XXECTBEHHOW NMTEpaTyphbl, U3AaHNSA NO UCKYCCTBY, KNHOPUIbMbI, KOMMNAKT-ANCKMN,
MarHUTHbIE (POHOrPaMMbl 1 T.M.).

K cneymanbHbiM (OYHKLNSAM OOKYMEHTA MOXKHO Tak)Xe OTHEeCTU CTaTUCTUYECKY!IO,
NCTOYHUKOBYO, MOATBEP)XAEHNSA aBTOPCKOro aBToputTeTa 1 Ap. Konnyectso
creunanbHbiX MYHKLMIA OOKYMEHTa, Kak u notpebHocTen obuiectsa, HEMCHUCIUMO.

dopmMynap OOKYMeHTa.

dopmynsap-obpasel, AOKYMEHTa - 3TO MOAESb MOCTPOEHUSA AOKYMEHTA,
yCTaHaBAmBawWasa obnacTb NnpumMeHeHns, opMaThl, pa3Mepsbl nonen, TpeboBaHMA K
MOCTPOEHUND KOHCTPYKLMOHHON CETKN N OCHOBHbIE PEKBU3UTHI.

IOpup,uquKaﬂ CnJia AOKYMEeHTa

O6Lwure nNpaBuia opopMIEHUS NOKYMEHTOB FOBOPSAT, YTO B OKYMEHTaxX He JOoMnyCcKalTCcs
NCMPaB/IEHUS, YePKaHbS, CTUPAHMS, 3aKpallMBaHUsa. B cny4vae ownmboyHom 3anucu, ee
HeobxoAMMo nepevyepkHyTb, 06s3aTeNbHO CAeNaB OroOBOPKY B IOKYMEHTE 0 BHECEHHbIX
NCNpaB/IEHUAX.

YT0 6bl AOKYMEHT MMEJT IOPUANYECKYH CUJTY, B HEM A0JIXKHbI 6bITb C/1E€AYOLINE
PEKBU3UTHI:



Ha3BaHMe aBTOpa AOKYMeHTa (opraHu3aumns nam ee CTPyKTypHoe noapasneneHue,
PabOTHUK, YAHOBHUK UK PU3NYECKOoe NINLI0, KOTOPOEe NOANMUCHLIBAET AOKYMEHT).

[aTa gokymeHTa.
Ha3BaHue mecTa pa3paboTkun, nsgaHud, NPUHATUS WU NOANNCAHNA OOKYMEHTA.
Moanuceb

YT06bl AOKYMEHTbI OpraHn3aun UMesn IPUANYECKYO CUY, B HUX TaK XKe A0JIKHbI
ObITb YKa3aHbl:

Ha3BaHue Bnaa OOKYMEeHTa, 3a NCKJTIDYeEHNEM nncem
HOMep OOKYMEHTa

B onpefeneHHbIX Cly4yasax AOMOJIHUTENIbHO OTTUCK NevyaT U HaANMUCb UM OTMEeTKa 06
yTBEPXXOEHUN OOKYMEHTa.

Noannce [o/mkHa BbITb NogNMcaHa COOCTBEHHOPYYHO C paclun@poBKOn (MMSA 1
hamMunna) LONXKHOCTHOro nua.

B AOKyMeHTax opraHu3aunm nepcoHasbHasa noanucb obecnevymBaeT IOPUANYECKYIO CUY
TOJIbKO B C/ly4Yae, ecnim oHa CO6CTBEHHOPYYHO MOAMNCAHO JINLIOM, YbS OO/IXKHOCTb
yKa3aHa B JOKyMeHTe. B csiy4ae, Korga B AOKYMEHTE NoAroToBJsiIeHa NOANUCb O4HOI0
OOJIKHOCTHOIO /inua, a hakTUYeckn ero NnoANUCbIBaeT APYroe O0/IKHOCTHOE Nnu0
(3amecTuTeNnb NN NCNONHAKLWMNA 00693aHHOCTN), TO NOA4 Ha3BaHWEM O0/IXKHOCTM
HeobxoaMMo caenaTb COOTBETCTBYIOLLYIO MOMETKY AO0/IKHOCTU N PacCLUNGPOBKMN
nognucu.

B Tex ciy4yasix, Korga CorsiacHO 3aKOHY B IOKyMeHTe O0J/KHbl ObITb YKa3aHbl HECKOJIbKO
NoANMCEeNn, TO AOKYMEHT MoJlyvyaeT IpUaNYeCcKyto CUNy TONbKO Mocie Toro, Kak ero
NOAMNULLYT BCE COOTBETCTBYOLLIME NNLIA.

Knaccucpukauma AOKYMEHTOB

Knaccucdmnkaumsa 0OKYMEHTOB - pacrnpeneneHne JOKYMeHTOB Mo rpynnamM (Bugam) Ha
OCHOBeE MPU3HaKOB coLep>XXaHus, popMbl COCTaBSIEHNA U AP. C LeNblo OpraHu3aumnum v
noBbIlWEeHNS 3¢ppekKTUBHOCTU paboTbl C HUMMN.



YC/10BHO BOKYMEHTbl MO>XXHO pa3geJiInTb Ha
cnegyiowime BUAObI:

- Mo copep>xaHuto (BaXKHENLW NN BUL, KNacCugukaumm) - 3To MoryT bbiTb JOKYMEHTbI:
Nno aAMUHUCTPaTUBHbLIM BOMNPOCaM, BONMPoCcaM MaTepuasibHO-TEXHUYECKOro CHabxeHus,
nJaHNWpoBaHUs, ByxranTepckoro y4yeTa,

NOArOTOBKN KaZpoB, BHELUHETOProBON AeATeNbHOCTU N T.4.;

- M0 cNocoby AOKYMEHTUPOBaHUSA (PYKOMUCHbBIE, 3N1IEKTPOHHbIE, rpaduyeckmne, KUHo-,
dOoTO-, POHOOOKYMEHTbI);

- o cepe ncnonb3oBaHUsa (opraHM3aUMOHHO-pacnopsAnTesNbHbIE, (PUMHAHCOBO-
byxranTepckue, Hay4yHo-TeXHUYecKMe, No TPyay, OTYETHO-CTaTUCTUYECKNE N Ap.);

- M0 MecTy COoCTaBJieHUs (BXoasune, ucxonsiine, BHYyTPEHHME, BHELLIHME - MNOJlyYeHHble
yypexxaeHuem (Bxoasalme) nim HanpaBJieHHble UM 3a ero npeaens! (Mcxoasuine) n
BHYTPEHHUE - COCTABJIEHHbIE B IAHHOM YYPEXAEHUN U UCMNOJIb3yeMble BHYTPU ero;

no rpudy orpaHnyYeHns [ocTtyna (OTKpbITblie, C rPMEAOM OrpaHMYeHna 0ocTyna);

Mo NPONCXoXXaeHuto (opnuymanbHble, INYHbIE);

no }OpI/I,EI,I/I‘-IECKOIZ 3HAYNUMOCTM (MOOJIMHHUKW, KOMWUWK, 3aBepeHHble KOoMnmu, ,El,y6J'II/IKaTbI);

no chopMe N3NoXKXEeHUA (MHANBUAYaANbHbIE, TPAaapPETHbIE, TUMOBbLIE);

Mo CpOKaM XpaHeHns (NOCTOAHHOIO XpPaHeHUs, JONrOBPEMEHHOIO XpaHeHUS,
BPEMEHHOI0 XpaHEeHUS).

- Nlo HaMMeHOBaHWIO BbleNIAeTCA HECKOJIbKO OeCATKOB BUOAOB U pa3HOBMﬂHOCTePI
yrnpaBJieH4eCKNX JOKYMEHTOB - 3TO aKThbl, aHKeTbl, B€OMOCTHU, NMPOTOKOJIbl, UHCTPYKL NN,
OTHETbIl, NMPUKa3bl N T.A4.

- Mo KoNnYecTBYy 3aTPOHYTbIX BOMPOCOB (MPOCTLIE U C/I0XKHbIE)
- 1o orpaHn4eHunto gocTtyna (CekpeTHble, ONg Cy>XebHoro nosib30BaHUA, He Cy>XKebHble)

- Mo cteneHn oba3aTeNnbHOCTU (MHPOPMALMOHHbIE, ONPEKTUBHbIE)



3aKJsiloueHue

Co3paHne 0encTBEHHOW CUCTEMbI YNpaBieHNA ABASETCA CeroaHsa kKn4yeson npobnemon
00NbWNHCTBA OTEYECTBEHHbLIX OpPraHM3aunim n NpeanpusaTuin n sce bonblue opraHmnsaumnn
MOHMUMALIOT, 4TO UX IPPeKTMBHaA paboTa, yaydweHmne NHHOpPMaLMOHHO-
OOKYMEeHTaUMoHHOro ob6cnyxmBaHua cepbl ynpaBieHUs, NOBbILLEHNE
NPOV3BOANTESNIBHOCTU U KayYecTBa paboThbl ynpaBsieHYeCKOro annapaTa B LesioM
HEBO3MO>XHbl 6e3 BHegpeHNs COBPEMEHHbIX TEXHONOMMN 1 cneLnasbHOro NPorpamMmMHOro
obecneyvyeHuns. Takum obpasoM, apPeKTUBHOCTb yNpaBaeHUA CerogHsa HanpsaMyto
CBsi3aHa C NpUMEeHeHneM nepenoBbiX TEXHOJIOMMIA yrpaBieHNa LOKYMEHTaMun
(3N1eKTPOHHbLIM AOKYMEHTO060pOTOM), U HELQOOLLEHMBATbL AaHHYIO NpobsieMy Henb34. B
HacTosILlee BpeMs Haan4ume ycrnewHo AeNnCTByoWen CUCTeMbl aBToOMaTU3aunm
[enonpon3BoACTBa U LOKYMeHTo0bopoTa roBopuT 0 Barononydmm y4ypexxjeHus n ero
PYKOBOACTBA. 3TO O3HAYaeT MNOJIHYIO YNPaBaseMoCTb NOOYNHEHHbBIX PYKOBOOCTBY
annapaTa, UX KOMNeTEeHTHOCTb, CONIMAAPHOCTb, ANCUUNIVHNPOBAHHOCTb U
3aUHTEepPeCcOBaHHOCTb B MaKCMMaJIbHO YCMNeLwwHOM BbINOJIHEHUN NOPYYEHHOro Aena.
ABTOMaATM3NPOBaAHHAA CUCTEMa NMpencTaBisieT BO3MOXHOCTb MPOU3BOANTb OMepaTUBHbIN
N 3PPeKTUBHLIN 0OMEH MHPOPMaLNen Mexay BCeEMU y4aCTKaMu NPonM3BOLCTBEHHOMO
npowecca, No3BoadeT COKpATUTb BpeMs, Tpebyemoe Ha NOAFOTOBKY KOHKPETHbIX 3ajad,
NCKJIIOYUTb BO3MOXXHbIX MOSABEHUA OWLINOOK NOAFOTOBKM OTHYETHOW AOKYMEHTaLuNN.
BHeOpeHnn aBToMaTM3NpPoOBaHHON cnctemMbl obecnedunT yoobcTeo B paboTe,
paunOHasibHYO OpraHu3aunio NPoOnU3BOACTBA U CHUXKEHUE NCUXONOrNYeCKNX Harpys3ok.
Takxe CHU3ATCA PU3N0NOrn4YecKme Harpysku, T.K. C BHegpeHmneM CoOOTBeTCTBYOLWEro
nporpaMMHoro obecneyeHns BpeMs, 3aTpavyeHHoEe Ha 3Ty e paboTy, CcyLecTBEHHO
YMEHbLUNTCA. DTO NOJIOXUTENbHO NoBanseT Ha paboTocnocobHOCTb paboTHUKA, T.K.
NpuUBeOET K YMEeHbLUEHNIO KonnyecTBa obpabaTbiBaeMon NMHpopMaumnm, a Takxe y
nepcoHana nossBUTCA OOMNOJIHUTENIbHOE BpeMs A1 aHanm3a U NpUHATUSA
yrnpaB/ieHYeCKUX PeELUEHNN.
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