AHHOTaNUA K padoueil mporpaMMe IMCUMILIHHBI
«Bubl ynpaBjieH4eCKHX JOKYMEHTOB
Hampasnenue noaroroBku — 46.03.02 Joxymenmosedenue u apxugosedeniue
Hanpasnennocts (poduib) — «/Jokymenmayuonnoe obecneuenue ynpasieHusy
VpoBeHb BBICIIETO 00pa30BaHUS — OAKAIABPUAM
dopma 00yUuCHHS — OUHAs, 3A0YHAS

I'ox Havama moarorosku — 2017.

Hean n3yuenus | [loaroroska 6akanaBpoB k Oynyuieil npodeccuoHalbHON AeITeNbHOCTH Ha

AUCHHUILIMHBI OCHOBE U3YyY€HHUsl BUJOB YINPABICHUYECKUX JOKYMEHTOB, IPHOOPETEHUS
HaBBIKOB JOKYMEHTUPOBaHUs HHGOPMALIUK UCXOJIs U3 LieTel 1 3a1ay
yIIpaBJICHHUSL.

3agaun — M3YYUTh OCHOBHBIE HOpPMAaTHBHBIE IPAaBOBbIE AKTbl M METOAMYECKHUE

JOKYMEHTHI B 00J1aCTH IOKyMEHTHPOBAHUS YIIPABICHUECKOU eI TETbHOCTH;
— U3Y4YUTh OCHOBHBIE BU/IbI M (DYHKIMH YIIPaBJIEHYECKOH TOKYMEHTALUY;

— IIPOAHAIIM3UPOBATH NPABUJIA TOATOTOBKH YIIPABJICHUYECKUX TOKYMEHTOB;

— chopMupoBaTh NPAKTUYECKUE HABBIKM COCTABJIEHHMS pa3HbIX BHJIOB
YIPABJIECHYECKUX JTOKYMEHTOB.

Tembl Hopmamusnvie npagosvie u memoouyeckue 0CHO8bI OOKYMEHMAYUOHHO20
AUCHUTLITMHBI obecneuenus ynpasieHus

[ToHsTHs «HOpPMATHUBHBIN TmpaBoBoW akT», Kiaccubpukanus u cucrema
HOPMATHUBHBIX  MPaBOBBIX  akTOB, CBOWCTBO  IOPUIMYECKONH  CHIIBI
HOPMAaTHUBHOTO TIPaBOBOTO akTa, l[IpaBoBoe perynupoBaHHe padOTHI C
nHpopmanued, PermameHTanus JEJIONPOU3BOJCTBA B OpraHaxX BIACTH H
yhnpaBieHus, MeTtoauueckoe — oOecrieueHue  JIeJONMPOU3BOJCTBA B
TOCY/IapCTBCHHBIX ~OpraHm3arusax, [IpaBoBbIe OCHOBBI HCITOJIb30BAHHS
oQUIMaTBEHBIX CHUMBOJIOB B JOKyMeHTaX, [IpaBoBbIEé OCHOBBI CO3/IaHUs
ANEKTPOHHBIX JOKYMEHTOB M pa0OTHI C HUMH, [IpaBOBbIC OCHOBBI apXUBHOTO
nena, IIpaBoBble OCHOBBI paboThl ¢ oOpaimieHuUsMU TpaxnaaH, [IpaBoBbie
OCHOBBI pa0OTHI C JIOKYMEHTAMH COJICPKAIUMHU TOCYJIapCTBCHHYIO TaiHY,
[IpaBoBoe perynupoBaHue padOTBl C JOKYMEHTAaMH, COJEpPKAIIUMHU
CBEJCHHS  KOH(HJICHIIMAIBHOTO  XapakTtepa, [IpaBOBbIE  OCHOBBI
WCTONIb30BaHUs O(HIMATBHBIX S3BIKOB B paboTe ¢ JAOKyMEHTaMmH,
HarmmonaneHble cTaHIapThl B OOJACTH JEIIONPOU3BOCTBA, HOpmaTHBHBIC
npaBoBble akThl Pecriyonuku Komu B 061actu paboThI C TOKYMEHTaMHU.
Knaccugpurayusa ookymenma, kax obvexma u uHcmpymeHma ynpasieHus
Knaccudukanus TOKYMEHTOB 1O pPa3MYHBIM  KJIaCCU(DUKAITMOHHBIM
MpU3HaKaM: TI0 BUAY O(OpMIIEHUS, 1O CpeacTBaM (HUKCAIUU, IO CPOKaM
ucnonuenusi, [lo cogepxanuro, mo ¢opme (Mo yHUPHUIHMPOBAHHOCTH), IO
MECTy cocTaBjieHHusi (10 «apeajqy OOWTaHUS»), TO TPOUCXOXKICHHUIO, IO
MOJAJTMHHOCTH, TI0 CTENICHH TTACHOCTH, 110 CHCTeMaM JJOKYMEHTAIlUU U BUAAM
JOKYMEHTOB (110 TPHU3HAKY HA3HAYCHHWsI), IO CHUCTEMaM JTOKyMEHTaIuu (1o
chepe neATENbHOCTH). YHU(DUKAIMS CHCTEM JOKYMEHTAIlMd ¥ BHUJOB
JIOKYMEHTOB

Ilpasuna nodcomoexu u opopmienuss OOKyMeHmMo8

I'OCT P 7.0.97 — 2016. ObOmue mnpaBuia MOATOTOBKH W OQOpMIICHUS
nokyMeHToB. [IpaBuna oopMIIeHHS OTACTBHBIX PEKBU3UTOB JOKYMEHTOB.
Cucmema op2anu3ayuOHHO-NPABoBoL OOKYMEeHMAayuu




Ha3nauenne ©  OCOOCHHOCTH  CHCTEMBI  OPTaHHM3AIMOHHO-TIPABOBOM
nokyMmeHTanuu. OcCOOEHHOCTH  OTHENBHBIX  BUAOB  OPraHHU3AI[MOHHO
MPaBOBBIX JIOKYMEHTOB: YCTaB, YUpeAUTENIbHBIA 0TOBOp, [lomoxeHue o0
opranm3anu, [lomoxxeHue 0 CTPYKTYPHOM MOAPA3ICICHUH, KOJIETHAThHOM
(unmu  coBemarenbHOM) opraHe, I[lomokeHue o BuAe JEATEIBHOCTH,
Pernmamenr, IllTatTHoe  pacnucaHue, HNucTpykuus, JloIokHOCTHAS
unctpykuus, [lopsanok, [IpaBuna, Homenknatypa.

Cucmema pacnopsaoumenbHou 0OKyMeHmayuu

Haznauenne u 0cOOEHHOCTH CHUCTEMBI PACIOPAIUTEIBHON TOKYMEHTAIUH.
Oco0eHHOCTH OTIENBHBIX BUIOB PACIOPSAUTEIBHBIX JTOKYMEHTOB: MPHUKa3,
pacrnopsikeHue, yka3, ykazaHue, IOCTaHOBJICHHUE, PellIeHUE.

Cucmema ungopmayuoHHo-cnpagoyHoUu OOKYMeHMayuu

Haznauenme #u 0COOEHHOCTH CHCTEMbl HH(POPMAIIMOHHO-CIPABOYHON
nokymeHTanuu. OcCOOEHHOCTHM  OTHEIbHBIX BUJIOB  HH(OPMAIMOHHO-
CIPaBOYHBIX JOKYMEHTOB: JIOKJaJHas 3alucKa, Cchoy>keOHas 3almcka,
OOBSICHUTEIIbHAS 3aMMCKa, TPEUIOKCHHE, MPEICTaBICHHUE, 3asBIICHUE, BCE
Pa3HOBUAHOCTH JIEJIOBBIX IHCEM, MPOTOKOJI, aKT, CIpaBKa, 3aKIIOYEHUE,
OT3BIB, CBOJIKA, CITUCOK, TICPEYCHbB.

Cucmema naano8ou 0OKyMenmayuu

Haznauenme u  0COOEHHOCTM CHCTEMBI IUJIAHOBOW  JOKYMEHTAIUH.
Oco0eHHOCTH OTIENBHBIX BUIOB IUTAHOBBIX JIOKYMEHTOB: IUIaH, MPOTpamMma,
rpaduk, KapTa, MPOEKT, IIaH-TIPOTHO3.

Cucmema omuemHol 0OKymMeHmayuu

Haznauenme ¥  OCOOCHHOCTHM  CHCTEMBI OTUYETHOW  JTOKyMEHTAIWH.
OcCo0OEHHOCTH OTAENBHBIX BHJIOB OTUYETHBIX JOKYMEHTOB: Pa3HOBHIHOCTU
OTYETOB.

Cucmema yyemmotu 0OKymMeHmayuu

Haznauenme ¥  OCOOCHHOCTH  CHCTEMBbI  YYETHOH  JOKYMEHTAIIHH.
Oco0eHHOCTH OTJCNBHBIX BHUIOB YYETHBIX JOKYMEHTOB: KHHTA, >KypHAal,
MacmopT, KapTo4Ka, BEJOMOCTh, OIUCH

Cucmema 002080pHOL OOKYyMeHmMayuu

Haznauenme u 0COOEHHOCTHM CHCTEMBI JOTOBOPHOM JOKYMEHTAIUH.
Oco0eHHOCTH OTACNBHBIX BHUJIOB JIOTOBOPHBIX JIOKYMEHTOB: JIOTOBOPHI U
KOHTPAKTHI TPaXkIaHCKO-TIPaBOBOTO M TPYOBOTO XapaKTepa.

3asucumocmob  0mMOeNbHbIX 0eNONPOUIBOOCMBEHHBIX NPOYeoyp Om 6uod
00KyMeHnma

YTBepKaaeMple  JIOKYMEHTBI,  JIOKYMEHTHI  3aBepseMble  IEYaThio,
HEPETUCTPUPYEMBIE TOKYMEHTHI.




