AHHOTaMs K padoyeil mporpaMmme JUCUMILIMHBI
«JlokyMeHTalIMOHHOE 00ecneyeHrne YIIPABJIEHUS B JHEPTreTHKe))

Hanpasiaenue noaroroBku: 46.03.02 JIokyMEHTOBEICHUE U ApXUBOBEICHUE
HanpasiaeHHocTb (mpoduiin): JlokyMeHTalmoHHOE oOecrieueHue
yrIpaBjeHus B IudpoBoi cpese

KBanudukamusi BbINYCKHUKA: OakaiaBp

esb 0cBOCHUA JMCUUIIMHBI: H3yYEHUE IPUHLINAIIOB U METOI0B IOKYMEHTUPOBAHUS
nH($OpPMaIlMU U OpraHu3aluy padoThl C TOKyMEHTaMU B SHEPTeTHUECKOM OTpaciy;
M3Y4YEHUE OCHOBHBIX IMOHATHM, UCTIONIb3yeMbIX B JIOY 3HepreTrueckoil oTpaciu;
M3y4YeHUE HOPMATHUBHO-TIPAaBOBBIX 0CHOB J{OY 3HepreTnuecKkoi 0Tpaciv; n3y4yeHue
CHeU(PUKNA COBPEMEHHOTO TJOKYMEHTAlIMOHHOTO 00ECIeUeHHs yIPaBICHUS B
DHEPreTUYECKON OTPACIIH

Oobem gucuuninnabl: 3 3E, 108 yac.
Cemectp: 4
Kpatkoe cogep:kanne 0CHOBHBIX pa3/ejioB IMCIUILINHBI:

Ne n/m |OcHOBHEIE pa3iems
KpaTkoe conep:kanue pa3aenoB TUCHUILUINHBI
pasenaiiCLHIIIMHE]
Pasnen 1. Xapakrepucrtuka OHepreruyeckas oTpaciab. OyHKIUU SHEPreTUUECKOn
1 YUpEXKIECHUMN, OPraHU3aLNN, orpaciu. CocTaB NpeANpUATUI SJHEPTETUYECKOM
[PEANPUATHI YHEPIETUYECKON orpaciu. CTpyKTypbl HOJUMHEHUS. Bupl
OTpAacCIIH. pHeprokomnanuii. OCHOBHBIE c(hepbl 1 TEIHOCTH.
CtpykTypa, GyHKIHH, COCTAB CIY>KObI
TOKYMEHTallMOHHOT'O 00eCieueHNUs yIpaBICHUS
Paznen 2. MecTo 1 poib CiIy)X0bl  [yUpeXJIeHHH, OpraHu3aiuii, IpeanpusITHi
5 TOKYMEHTAllMOHHOT'O 00eCTIeueHHs PHEPreTUUECKO oTpaciu (Ha mpuMepe NpeanpusTui
YIPaBJIECHUS Ha NPEATNPUATHAX pHepreTudeckoit orpacnu Pecryonuku TatapcTan).
OTpAacCIIH. HopmaTtuBHoe obecnieuenue. Opranusanusi padoThl.
B3aumoneiictue ciyx6 JJOY co cTpyKTypHBIMU
10/1pa3/IeJICHUSIMHU.
3aKOHOJATEIbHbIE U UHBIE HOPMATHUBHO-IIPABOBbHIE
Pasnen 3. [IpaBoBoe obecrieyeHme
aKTBhl, PETIIaMEHTHUPYIOIINE JOKYMEHTAIl[MOHHOE
TOKYMEHTAILlMOHHOTO 00ecrieueHus
obOecrieueHue Ha peAnpusTUsaX orpaciu. Cocras
3 YIPaBIEHUS B yUPEKICHUIX,
HOPMAaTUBHBIX U IPABOBBIX IOKYMEHTOB,
OpraHU3aIUsIX, TPEITPUITUIX
oTpaciH perIaMeHTUPYIOMINX AeATeabHOCTh cityk0 JJOY Ha
PEIIPUITHIIX OTPACIIH.
YHUGbUIUPOBaHHBIE CUCTEMBI IOKYMEHTAIIMH Ha
[IPEINPUATHIX OTpaciId. Buasl JOKyMEHTOB.
4 Pasnen 4. Cucremsl fokyMeHTanuy |[Ha3HaueHUe U COCTAaB JOKYMEHTAIIUH Ha
B DHEPIETUUYECKOM OTpacian peanpuATHsIX oTpacind. CocTaB TEXHUYECKON
TOKyMEHTaluu. Y HU(pUIUpOBaHHbBIE (POPMBI
JTOKYMEHTOB.
Paznen 5. OcobennocTu Crioco0bl TOKYMEHTHPOBaHUS HH(OPMAaLIUK Ha
5 NTOKYMEHTHPOBaHUS HH()OPMAIMHK BIPEAPUATUIX SHEPTETUUECKOI OTPACITH.
YUpEXKJIEHUAX, oprauu3anusax 1 [HopMaTuBHBIE JOKYMEHTBI IPEANPUATHI OTPACIIH,




MPEINPUATHIX SJHEPIeTUYECKOM
OTpaCIIH.

perynupyone J10KyMeHTHpOBaHUE UH(DOPMALIHH.
DJIEKTPOHHOE TOKYMEHTHPOBAaHKE HH(POPMAIIH.

Paznen 6. Opranuzaius u
TEXHOJIOTHUS TOKYMEHTAIIMOHHOTO
00ecreueHNsl B SHEPIreTHKE.

@DopMBI OpraHu3aluy JeI0IPON3BOICTBA HA
[PENPUATHIX SHEpreTUKkU. Oprannzanus
nokyMeHTooOoporTa. Perucrpanus u yuer
[IOCTYNAOIIUX JTOKYMEHTOB. [lonroroska u
pErucTpanys OTIPABIAEMBIX JOKYMEHTOB.
[TpoxoskaeHrne BHYTPEHHHUX TJOKYMEHTOB. Y4eT o0beMa
nokyMeHToo0opoTta. KOHTpoIb 32 HCIIOJTHEHNEM
ToKyMeHTOB. Pabora ¢ oOpalieHus MU rpax/iaH.

Pasznen 7. Cucrema 31€KTPOHHOTO
TOKYMEHTO000pOTa B
DHEPIreTUYECKON OTPACIN

[loHsITHE «TIEKTPOHHOE MTPABUTEIHCTBOY,
«OIIEKTPOHHBIA TOKYMEHTO000POT», CHCTeMBI D/,
MCII0JIb3yEMBbIE HA MPEINPUATUSIX IHEPTETUKH, ITpaBUIa
paboTsl B cucteme D/, 1 OCHOBHbIE HOPMATHUBHBIE
aKThI, KOTOPBIC PETYIUPYIOT PabOTy B CHCTEME.
Cucrema aBTOMaTH3aLUU JEIONPOU3BOJCTBA U
noxkymeHnToobopota «Jleno-IIPEATIPUATUE.
Cucrema KaipoBOTO JAEJIONPOU3BOACTBA MPEATPUATHUS
«deno-KAJIPbI». Cuctema aBTOMaTu3anuu apxmBa
npennpuatus «Jleno-APXUBy.

Paznen 8. Opranu3zanus paboThI ¢
TOKYMEHTaMH, COCPKAIITUMU
WH(OPMALIHIO OTPaHUYEHHOTO
ToCTyTIa Ha TIPEATIPUSATHIX
SHEPreTUYEeCKOH OTPacIH.

denepanbublil 3akoH PD ot 27.07.2006 Ne 49-D3 «O6
nH(popMaLru, THPOPMAIIMOHHBIX TEXHOJIOTUAX U
zamuTe nHGopMmanumn». denepanbHbIX 3aK0H PO ot
29.07.2004 Ne 298 - @3 «O kOMMEpUECKOH TaifHE».
Bupl koH(DHIeHIIMATEHON HH(OpMAIUH.
Kommepueckas taiina. [lepeuens cBeneHui,
COCTaBIISIONIUX KOMMepUecKyto TaiiHy. CiyxeOHas
TaiiHa. OpraHu3aloOHHbIE MEPHI 110 3aIIUTE

1H(OpMaLMU, COCTABIIAIONIEH KOMMEPUYECKYIO TalHY

DopmMa NPOMEKYTOYHOM ATTECTALMHU: K3aMEH




