HOPMATHBHO-
METOIUYECKA S BA3A
JEJIOITPOM3BOJICTBA



JIOKyMEeHT -

3TO MaT€pHaIbHBIM O0OBEKT, C 3aKPEIJICHHOM
Ha HEM MH(OpMaLHen IS nepeaadu €€ Bo
BPEMEHHU U B MMPOCTPAHCTRBE.



OYHKIHWAU JOKYMEHTA

VHopmayuoHHas;
Op2aHu3ayuoHHas;

Kom MYHUKamueHas, i+ SOTOBAHK10PH 90

FOpuouyeckas; |

BocriumameribHas.
ik o

JOKYMEHT Ha cTone
v
ILLYCH / ®otobank fg[m SoTOOAMA '



CucreMa 10KyMEHTAIMU- 3TO COBOKYITHOCTD
B3aAMMOCBSI3aHHBIX JIOKYMEHTOB , HCITOJIb3YEMBIX
B pa3JINYHBIX c(hepax YEIOBEUECCKOM
HESITEIIbHOCTH.

YHUDUIUPOBAHHASA CUCTEMA JOKYMEHTAIIUM —
pallMOHAIILHO OPraHU30BAHHBIN KOMIIJIEKC
B3aUMOCBSI3aHHBIX JIOKYMEHTOB, CO3JaHHBIN I10
€IVHBIM IIPaBUIaM U TPCOOBAHUSM,
IIPUMEHAEMBIN JUIA YIIPABICHUS B OINIPEICIICHHON
cepe AeITeIbHOCTH.



Jle1ompoOn3BOACTBO -

3TO OTPACIb ACATCILHOCTH, 00CCICUMBAIOIIAs
TOKYMEHTHUPOBAHUE Y OPraHU3AILMIO pa0OTHI C
o(uLMaIbHEIMU JOKYMEHTaMU.



,ZZQJZOVZpOLB@O@CWZ@O cocmoum us.

JIOKYMEHTHPOBAHMA - 3alIMCh HH(OpMALAH
Ha Pa3JIAYHbIE HOCUTEIIM M0 YCTAHOBJIICHHBIM
IpaBUIAM;

Opranusanum padorbl ¢ JOKYMEHTAMM -
OpraHu3alus JOKYMEHTOO00pOTa, XpaHECHUE U
MCII0JIb30BAHME JIOKYMEHTOB B TEKYILIEH
NESATCIILHOCTH HPEOIIPHUSTHUSL.



Cucmema denonpouzeoocmaed
npeocmaensiem cobou COB0KYNHOCMDb:

OO11en3BECTHRIX NPUHIIUIIOB 00Pa0OTKHU
TOKYMCHTOB;

IIpreMoB B pabOTE C JOKYMEHTaMU
KOHKPETHOT'O IMPEAIpUSTHS.



DAKTOPBI, BJIUAIOIUE HA CUCTEMY
JIEJIOITPOU3BOJICTBA

Hcnonbp3yemass HOpMaTHBHO-METOAUYECKas 0a3a
JEITIOMPOM3BOJICTBA;

CII0’)KMBIIAsICS HAIlMOHATIbHAS TPAJAUIINS B
paboTe C IOKYMEHTaMU,;

Macmtad npeanpusTys;

YcTaHOBICHHBIC PYKOBOACTBOM MPEAIPUSTHS
[paBuiia padOTHI C JOKYMECHTaMU;

KBanudukanus paOOTHUKOB
HEJIOMPOU3BOACTBEHHOM CIIY>KOBI IPEATIPUITHS.



HopMaTuBHO-MeTOAMYECKAS OCHOBA
eJIONPOM3BOACTBA —

COBOKYIIHOCTh  TPeOOBaHMH,  HOPM,
[IPaBUJI XU PEKOMEHIAUN I10 COCTABJICHUIO
JOKYMEHTOB M pabOT€ C  HHMH,
YCTAHOBIICHHBIX  IIPAaBOBBIMH  aKTaMH,
CTaHIapTaMH, MHCTPYKIHUSIMHU 5
METOJNYECCKUMU ITOCOOUSIMU.



HopMaTruBHO-MeTOANYECKASI OCHOBA
TeJIOIPON3BOACTBA PeryjIupyer:

IIpaBuita opopMiIEeHUS TOKYMEHTOB;
[IpaBuia pabOTEI ¢ JOKYMEHTAMU;
OOecneyeHne COXpaHHOCTH JOKYMEHTOB;

Ilopssnok niepenayn JOKYMEHTOB HA apXUBHOE
XpaHECHUE;

Paboty ciy:O0bI 1€I0NPOU3BOACTBA ((PYHKIIUH,
CTPYKTYypa, IITATHI);

BHeapenne HOBBIX HH()OPMAIMOHHBIX
TEXHOJIOTUM B padOTE C JOKYMCHTAMMU;

PaboTy ¢ 1OKyMEHTaMu, UMEIOIIUMHU T'PHU
OrpaHUYCHMS JOCTYIIA. ..




Bonpochl 1eJ10NPoOU3BOACTBA PEryJIUPYIOTCS:
3akoHaMu PO;

['ocynapCTBEHHBIMHU U OTPACIIEBBIMU
CTaHIapTaMu;

OO01IepOCCUMCKUMHU KIacCU(UKATOPAMU;

FOCYI[EIPCTBGHHBIMI/I H OTPaCJICBbIMHU
HHCTPYKIOUAMMU 110 JCIIOIIPOU3BOLACTBY,

NHCTPYKIMIMUA 110 IEIIOMPOU3BOJICTBY
KOHKPETHOI'O MPEANIPUATHUA.



VHUDUKAIIUS U CTAHJIAPTU3ALIMS B
JIEJIOTTPOU3BOJICTBE



Cymo ynugukauyuu
CBOJMTCA K  COKpPAIlICHUIO  HEONPaBAaHHOIO
MHOI'000pa3us TOKYMEHTOB, IPUBEACHHUE K
€AMHOOOpa3ui HX (POpM, CTPYKTYpPHI, S3BIKOBBIX
KOHCTPYKIIUM M OIepanui mo oO0padOTKe, y4YeTy H
XPaHEHHUIO.

Cymb cmanoapmuzauuu

3aKJIF0YAETCSl B BO3BEACHUN B HOPMY, 00SI3aTEIbHYIO
JUI1 HPUMEHEHMS, ONTUMAJIbHBIX HOPaBUJI M TPEOOBAHUIM
10 pa3padoOTKe U O(OPMIICHUIO JOKYMEHTOB, IPUHSITHIX
B YCTAHOBJIICHHOM IMOpSJAKE JJIsI BCEOONIEro u
MHOTOKPATHOI'O UX MPUMEHEHHUS B ASIOMPOU3BO/ICTBE.



OCHOBHBIE CTAHIAPTHIL, IIPUMEHSEMBIE
B HAILIEU CTPAHE

I'OCT 6.10.4-84 VYauduuupoBaHHBIE  CHCTEMBI
noKyMeHTamuu.  llpugaHve  OpUIUYECKOM  CHJIBI
JIOKYMEHTaM Ha MAallIUHHOM HOCUTEJIE 51
MalllMHOTpaMMme, CO3/1aBa€MbIM CpeacTBaMHU
BBIYHUCIIUTEIbHON TEXHUKU. OCHOBHBIE TT0JIOKEHUS.

I'OCT 6.20.1-90 DnaekTpoHHBIM OOMEH JaHHBIMA B
yIIPpaBJICHUM, TOPTOBJIEC W Ha TpaHCHoOpTe (3AU(DAaKT).
CHUHTaKCHYECKHE ITpaBUJIa.

I'OCT 6.30-2003 YHU(ULUPOBAHHBIE CHUCTEMBI
TOKYMECHTALIUH. YHupuuupoBaHHas CHUCTEMA
OpraHU3allMOHHO-PACHOPSAUTCIbHON  JOKYMEHTAIIMH.
TpeboBaHus K OPOPMIICHHUIO JOKYMEHTOB.



KIIACCUDUKAIINA TEJIOBOU
JTOKYMEHTAILIUU



10 BUJAM JIESITEJIbHOCTU:

10 AAMHUHHUCTPATUBHBIM BOIIPOCAM,

BOIIPOCAM MaTE€pHAIbHO-TEXHUYECKOIO
CHAOXKXEHUS;

[IJJaHUPOBAHMS;
OyXraJaTepCKOro y4eTa,;
OATOTOBKH KaJIpPOB;

BHEIITHETOPIOBOM ACATEIBHOCTH. ..



[10 TIPOUCXOX IEHUIO :

Cay:xeOHbIe CO31at0TCS OpraHu3alusIMU UIIH
HOJKHOCTHBIMH JIMIIAMH I10 OIIPEACIICHHBIM
IpaBuiIaM (CTaHIApTaMm).

JInuHble JOKYMEHTBI CO31AI0TCs JIMLAMU BHE
ceprl UX CIIyKEOHOU AEATEIbHOCTH.



11O MECTY COCTABJIEHHWA:

BHelnHue - N0oJIy4YEeHHbIE YUPEKICHUEM
(BXOSIIIME) UIIM HAIPABIICHHBIC UM 32 €TI0
peaeibl (UCXOISIINE).

BHyTpeHHHE - COCTABJICHHBIE B JIAHHOM
YUPEKIECHUN U UCIIOJIb3YEMBIE BHYTPH €T0.



[10O CITOCOBY ®UKCALNN NTHOOPMAILINUN:

v TIHCHMCHHEIC;
v IpaUIECKUE;
v (poto- , GoHO- 1 KHHOTOKYMCHTHI.



11O CTEIIEHN YHUDOUKALIMUA:

TUIIOBBIC;
npuMepHbIC (00Pa3IOBHIC);
UHIUBUYaIbHBIC;

TpadapeTHbIC (aHKETA, TA0IMIIA).



110 CTEIIEHA 110 CPOKAM

CJIOXHOCTU: NCITOJIHEHUW A
NPOCThIE CPOYHBIE,
7R YCHTEL HECPOYHEIE.
coziepIKaT OJUH
BOIIPOC,

CJIO’KHBIE, COACPIKAT
HECKOJILKO
BOIIPOCOB.



110 CTEIIEHM
[JIACHOCTH:

OTKPBITHIE;

C OrpAaHUYEHHBIM
JHOCTYIIOM (COBEPILICHHO
CEKpPETHBIC, CEKPETHBIE,
KOH(DUICHIIUATBHEIE).

[10 FOPUJTMYECKOU
CHUIJIE:

OAJIHMHHBIE
(ACUCTBUTEIILHEIC U
HEJICHCTBUTEIIBHEBIC);

HOoAJIO?KHBIC.



11O CTAAWAM 11OAI' OTOBKMU:

YepHOBHUK — JIOKYMEHT, IIOATOTOBICHHBIN 11
JAJILHEUIIETO O(POPMIICHHS.

IOMIMHHUK — € IUHCTBEHHBIW DK3EMILIAP
OOKYMEHTA, O(D)OPMIICHHBIA U NOANUCAHHBINA C
YEPHOBUKA B COOTBETCTBUU C
yCTAHOBJICHHBIMU TPEOOBAHUSIMH.



Konus- UICHTUYHOE, 3ABEPEHHOE
JTOJIKHOCTHBIM JIMIIOM BOCIIPOU3BEICHUE
TTOIJIMHHUKA.

OTnyck — KOnmus JOKyYMEHTA, OCTAIIAsACS B
Jejax OpraHu3alnu, Kak CBUIETEIHCTBO
BBIIIOJTHEHHOMN paOO0ThI, H3rOTaBIMBAETCS
OJTHOBPEMEHHO C MOAJIMHHUKOM U 3aBEPSIETCA.

BeInucka u3 10KyMEHTAa —3aBEpPEHHAsA YacTh
TEKCTA IMONJIMHHUKA.

JyOoamkar - BTOPOU SK3EMIUISIP TOKYMEHTA,
MMEIONINU OJIMHAKOBYIO CUJIY C IOJJIMHHUKOM.



110 CPOKAM XPAHEHMUAI:

ITIOCTOAHHOI'O CPOKA XPAHCHUAI,

BPEMEHHOI'O CpoKa XpaHeHus (40 10 net, cBbImIe
10 ner).



[1O0 XAPAKTEPY 10 CTEIIEHM
COLAEPXAHUWA: OBASATEJIbHOCTU:

[IEPBUYHBIC; UH(MOPMALIMOHHBIE;

BTOPUYHBIE. JTUPEKTUBHBIE.



