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1 ObBIIME CBEJEHUA «JOKYMEHTALMOHHOE OBECIIEYHEHHUE
YIIPABJIEHW D

1.1  Mecro mucuumuinHbl B cTpykrype IIIICC3

VYyebnas qucruiuinHa «J{okyMeHTallMOHHOE 00ecTIeueHHEe YITpaBIeHUs» MPUHAJICKUT K
UKITY 001IenpodecCHOHaTbHBIX TUCIUTIINH.

1.2 TpeboBanus K pe3yJbTaTaM 0CBOEHHs YUeOHOM IMCUUIITHHBI
ba3oBas yacTth

C uenbto peanusanuu TpeboBaHMil paboTojaTesiedl U OpUEHTAMH NMPOQecCHOHATbHON
HOJATOTOBKU MOJI KOHKpETHOEe pabouee MecTo, 00ydJaromuics B paMKax OBJIAJICHUS yKa3aHHBIM
BUIOM NMPO(ECCHOHANBHOM JeSITeIbHOCTH JOKEH:

B pe3ynbrate 0CBOCHUS NUCHUIUIMHBI CTYACHT JOJKEH:

- YMETb:

1) opopMIATP M TPOBEPATH TNPABMIBHOCTE O(POPMIICHHS JOKYMEHTAIlMH B

COOTBETCTBUH C YCTAaHOBJICHHBIMHA Tpe6OBaHI/I$IMI/I, B TOM YHCJIC HCIIOJIb3Yys I/IH(bOpMaHI/IOHHBIC

TEXHOJIOTHH,
2) MIPOBOAMUTH aBTOMATH3UPOBAHHYIO 00pabOTKY JOKYMEHTOB;
3) OCYIIECTBIISITh XPAHEHHUE U MOUCK JIOKYMEHTOB;
4) UCIIOJIb30BaTh  TEJIEKOMMYHHUKAIIMOHHBIE ~ TEXHOJOTMM B DJIEKTPOHHOM
JIOKyMEHTO000pOTE;
- 3HaTh:
1) OCHOBHBIE TMOHATHUA: UM, 3aJaud W [PUHLMNBl JOKYMEHTAIIMOHHOIO

oOecrnieueHus yrnpaBIeHUS;

2) CUCTEMBI JIOKYMEHTAIIMOHHOTO 00CCIICUEHUS YITPABJICHUS, UX aBTOMATH3AIHIO;

3) KJTacCHU(UKALIUIO TOKYMEHTOB;

4) TpeOOBaHUS K COCTABICHUIO U O(DOPMIICHUIO JOKYMEHTOB;

5) OpraHu3aIio JOKYMEHTO000pOoTa: MpueM, 00paboTKy, PeTUCTPall0, KOHTPOJIb,

XPAaHCHUEC NOKYMCHTOB, HOMCHKIIATYPY ACII

BapuatuBHasi yacThb HampaBiieHa Ha YIUIYOJIEHHE TIOATOTOBKH, OTMpEIeIsieMoit

coJiepskaHueM 0053aTeIbHON YacTH.
CopepxaHrie AUCHUIUIMHBI JOKHO OBITh OPUEHTHPOBAHO HA TMOJTOTOBKY CTYAEHTOB K
ocoeHnuto nmpodeccuonanbHbXx Moaysei OIIOII o cnenmansaocTy CITO 38.02.04 Kommepiiust

(o oTpaciisiM) U OBJIaieHUI0 TpodeccroHanbHbIMU KommneTeHuusamu (11K):



IIK 2.2. OdopmisiTh, POBEPSITH MPABHIBHOCTh COCTaBIICHUS, 00€CIIeUYnBaTh XpaHECHUE
OpPTraHU3AIMOHHO-PACTIOPSAUTENBHBIX, TOBAPOCONPOBOAUTENBHBIX W HWHBIX HEOOXOIUMBIX
JIOKYMEHTOB C UCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

B mpouecce ocBoeHus IUCHUIUIMHBI Yy CTYACHTOB JOJDKHBI (DOPMHUPOBATH 0OIIHE
komrereHuu (OK):

OK 1. Ilonumarpe CyIIHOCTh W COLMAIBHYIO 3HAaYMMOCTb CBOEW Oyaymied mpodeccuu,
IIPOSIBJIATH K HEW YCTOMYMBBIN UHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JAESTEIbHOCTb, BHIOMpATh TUIIOBBIE METOIbI U
CIocoObI BHIMOTHEHUS TPO(EeCcCHOHANIBHBIX 33/1a4, OLIEHUBATh UX 3(PPEKTUBHOCTD U KAYECTBO.

OK 3. [IpuHuMath pelieHus B CTaHJAPTHBIX U HECTAHJIAPTHBIX CUTYallUsX U HECTH 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBisaTh MOUCK M HUCIOJB30BaHWE HWHPOpPMAIUU, HEOOXOAUMOU s
3¢ pexTUBHOrO BHIMOMHEHUS MPOGECCHOHANBHBIX 33134, MPOPECCHOHATBHOIO U JHYHOCTHOTO
pa3BHUTHSL.

OK 6. PabGorath B KOJJIEKTHBE W B KoMaHzae, 3(p(eKTHBHO 00mAaThCs C KOJUIEraMw,
PYKOBOACTBOM, OTPEOUTEIISIMH.

OK 12. Cobmromath aeicTByIollee 3aKOHOJATENbCTBO M 00s3aTeNbHbIE TPEeOOBaHUS

HOPMATUBHBIX JOKYMCHTOB, a TAKKC Tp€6OBaHI/I$I CTaHAApPTOB, TCXHUYCCKUX YCJIOBI/II\/JI.

1.3 O0bem yueOHOI IMCUMILUIMHBI U BU/IbI Y4e0HOI padoThl

Buj y4yeOHoil feATeIbHOCTH O0bem yacoB
MakcumanbHas yyeOHas Harpys3ka (Bcero) 102
O0s3aTesqbHAsI Ay IUTOPHAA Y4eOHAsi Harpy3Ka (Bcero) 68
B ToM uucne:

71a00paTOpHBIE 3aHATHS HE MPEyCMOTPEHO
NPaKTUYECKHUE 3aHATHS 34
KOHTPOJIbHBIE paOOTHI HE MPEeyCMOTPEHO
CamocrosiTe/ibHasi padoTa cTy/AeHTa (BCEro) 29
B ToM uucne:
KypcoBasi paboTa (IIpoeKT) HE MPEyCMOTPEHO
JPYTUE BHIIBI CAMOCTOSITEIIEHOW PabOTHI 29
Koncynbranus 5

Urorosas arrectanus B hopme Jughghepenyuposannviii 3auem




2. CTPYKTYPA U COJEPXXAHUE VUYEBHOM JUCHMIUIMHBI «JIOKYMEHTAIITMOHHOE OBECIIEYEHME

YIIPABJIEHU »

2.1 TemaTnyecKuii MJIaH U copep:KaHue

HaumeHnoBanue pas3zenoB u TeMm Conepxanue y4yeOHOrO MaTepuasia, J1adOpaTOpHbIE M IPAKTHYECKHUE O6bem yacoB YpoBeHb
paboThl, caMOCTOsSITeNIbHAS paboTa 00yYaIOIUXCSL. OCBOCHUS
Tema 1 Copep:xkanue u ocHoBHbIe | ConepxaHue yueOHOro Marepuana 2
3a/1a4um coppemennoro | 1 | [lpenqmer,  comepxanwe,  Lend,  33agadd W [PUHIUIBI 2
AOKYMEHTAIHOHHOT 0 olecrieuyeHust JIEJIONPOU3BOJICTBA; MECTO M POJIb JOKYMEHTOB B YIpPaBICHUU Ha
ylpaBJieHUs COBPEMEHHOM JTare; Kjiaccu(uKaus JOKyMEeHTOB.
JlaboparopHsble 3aHATHS HE MPEAYCMOTPEHO
[TpakTHdeckue 3aHATHS HE MPEyCMOTPEHO
KonTponbHbie paboTh HE MPEAYCMOTPEHO
CamocrositenbHas padora oOydaromuxcs: [1oAroToBUTH Mpe3eHTaLUIO TIO 3
Teme «VcTopusi BOBHUKHOBEHUSI U JTAaIlbl PA3BUTHA JEIONPOU3BOICTBA B
Poccuny»
Tema 2 HopmaruBHo-Metogunueckas | ConepxaHue yueOHOro MaTepuasa 2
0a3za 1okyMeHTaUMOHHOro odecnevenus | 1 | CocraB HOpMatuBHO-MeToau4eckor 0a3el JIOY; cranmapTu3amus u 2
ylpaBJieHUSs yaupukanuu cucremsl JIOY; obmepoccuiickue Kiaccu(pukaTopbl
JIOKYMEHTaluu, rocyaapcrseHHas cucrema JI0Y.
JlaGopaTopHbI€ 3aHATHS HE MPETYCMOTPEHO 3
[TpakTudeckue 3aHATHS
1 | No 1 M3ydyeHne HOpMaTHMBHO-NIPABOBOM 0a3bl JOKYMEHTAIMOHHOIO 2
obecreyeHnst yrnpaBieHus
KoHTpobHBIE paOOTHI HE MPETYCMOTPEHO
CamocTtosTenbHas paboTa 00y4Jaronmxcs: HE MPEeTyCMOTPEHO
Tema 3 OcHoBHble TpedoBanusi k | ConepxaHue yueOHOro Marepuana 4
COCTABJICHUIO " opopmaennio | 1 | roct p o 7,0.8-2013. Hanmonaneneiii  crannapr Poccuiickoit 2
JAOKYMEHTA

®enepannn. CucremMa cTaHAapTOB 0 MHPOPMAIMH, ONOINOTEUHOMY
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H HU3JaTCIIbCKOMY JICIY. I[CJ'IOHpOI/IBBOI[CTBO U apXMBHOEC JCJIO0.

Tepmunbl u onpenenenust (yrB. Ilpukazom Poccranpapra ot
17.10.2013 N 1185-cr1)

JlaGopaTopHble 3aHATHS

HE IPETYCMOTPEHO

HpaKTI/I‘ICCKI/IC 3aHATUA

1 | Ne2 M3yueHune pacrnonoKeHusi peKBU3UTOB U I'PaHULbI 30H OJaHKOB 2
JJOKYMEHTOB
2 | Ne3 Odopmnenue OIaHKOB JOKYMEHTOB: OOmmi OnaHK, OJaHK 2

n1ucbMa

KoHTponbHbIe paboThI

HE NPEAYCMOTPEHO

CamocrostenbHas pabora oOywaromuxcs: [loArOTOBUTH KOHCIIEKT Ha 2

TeMy: TpeOoBaHWS K H3TOTOBICHHIO, YUETY M XPAaHEHUIO TepOOBBIX

OJIaHKOB.

Tema 4 CucremMbl J10KYyMEHTALNH Copnepxkanne yaeOHOro maTepuana

1 | Cucrema opraHn3alliOHHOMN JOKYMEHTALIUH, aBTOMATH3ALIHsI 2

2 | Cucrema  OpraHM3allMOHHOW  JTOKyMEHTAllUU (odopmiienne 2
OpraHU3alMOHHBIX IOKYMEHTOB)

3 | CucreMa pacropsIUTeIIbHON TOKYMEHTAIINN; aBTOMATH3AIIHS 2

4 | CucremMa  pacHopsiAMTENbHOM  JokyMeHTauuu  (odopmiieHue 2
pacropsANTEIbHBIX JOKYMEHTOB)

5 |Cucrema  MH(OPMAIIMOHHO-CIIPAaBOYHOW  JIOKyMEHTAllUH,  HX 2
ABTOMATH3AIHSI

6 | Cucrema HMH(POPMaIMOHHO-CIIPAaBOYHOM JTOKYMEHTaIUH 2
(opopmnenue MH(POPMAIITMOHHO-CIIPABOYHBIX JIOKYMEHTOB
JJOKYMEHTOB)

JlaGopaTopHble 3aHATHS

HE IPETyCMOTPEHO

HpaKTI/I‘-ICCKI/IC 3aHATUA

1 | N4 CocraBienne u odopmiieHHE OpPraHU3alUOHHBIX JOKYMEHTOB! 2
JTOJDKHOCTHAS! HHCTPYKITUS
2 | Ne5 CocraBienne u 0QOpMIICHHE PACTOPSAUTEIHHBIX JTOKYMEHTOB: 2

IMMPpUKa3 10 JUYHOMY COCTAaBY, PACIIOPAKCHUC
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3 | Ne6 Cocrapnenrne U oOpMIICHHE PACIIOPSAIUTEIBHBIX JOKYMEHTOB: 2
IOpUKa3  OCHOBHOM  JEATENBHOCTH WM aJIMHUHHCTPATUBHO-
XO03sICTBEHHBIM BOITPOCAM

4 | Ne7 CocraBienue u odopmieHHe HH(POPMAIMOHHO-CIIPABOYHBIX 2
JIOKYMEHTOB: aKT

5 | Ne8 CocraBnenue u odopmieHne HHGOPMAIMOHHO-CIIPABOYHBIX 2
JIOKYMEHTOB: IIPOTOKOJI

6 | N9 CocraBnenue u odopmieHne HHGHOPMAITMOHHO-CIIPABOYHBIX 2
JIOKYMEHTOB: CITy)KeOHasi 3amrcKa

7 | Nel0 CocraBnenue u odopmiieHHe HHGOPMAIMOHHO-CIIPABOYHBIX 2
JIOKYMCHTOB: 3asIBJICHUE, CITPaBKa

8 | Nell CocraBnenne u odopmieHue HHGOPMAIMOHHO-CIPABOYHBIX 2
JJOKYMEHTOB: JIOBEPEHHOCTb

9 | Nel2 CocraBnenne u odopmieHue HHGOPMAIMOHHO-CIPABOYHBIX 2

JIOKYMEHTOB: IIPEJICTABJIEHNE

KonTponbHbie paboTh

HC IIPCAYCMOTPECHO

CamocrosiTennpHass pabota oOydaronuxcsi: coobiienne Ha Ttemy «Poib 3
OpPTaHHU3AI[MOHHBIX, PACTIOPSAUTEIBHBIX U WH()OPMALIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB B chepe yrnpaBICHUS
CamocrosTenbHas pabdora oOywaromuxcs: [1oaroToBuTh KpoccBopl Ha 4
Temy «BHJIBI OpraHn3amoHHO-PaCIOPSANTENBHBIX JJOKYMEHTOBY.
CamocrosTenbHas pabora 00yYaroImuxcsi: Brinonuenue 4
WH/IMBUTYQTbHBIX 3aJIaHUH.
Tema 5 OOmme ocHOBBI JesoBoii | ConepxaHue yueOHOro Marepuana 2
KOpPpeCcnoHAeH T 1 | CnyxeOHass mepenucka Ha TMPEANPUATHU; JAeNoBas pedb U ee
rpaMMaTH4YecKue 0COOEHHOCTH; JIOTHYECKOE MIOCTPOCHHE
JTIOKYMEHTOB.
2 | CayxeOHas mepenucka Ha npeAnpusatuu (0hopMIICHUE CITyKeOHBIX 2
TTHUCEM)

JlaGopaTopHblie 3aHATHS

HE IPETyCMOTPEHO

HpaKTI/I‘-ICCKI/IC 3aHATUA




1 | Nel3 Odopmienne nucbMa-npochObl, MUChMa 3asBKU

2 | Nel4 Odopmnenre TrapaHTUHHOTO THCbMA, COMPOBOJUTEIHHOTO 2
UCbMa
3 | Nel5 Odopmienne npereH3nn 2
4 | Nel6 OdopmiieHre oTBETa Ha IPETCH3UIO 2
KontposbHble paboThl HE [IPEelyCMOTPEHO
CamocrosrenbHas padora odydatouuxcs: [1oaroToBuTh J0KIaA HA TEMY: 3
OcoOeHHOCTH  s3bIKA, CTWJIA W PEJAKTHUPOBAHUS  YIPABICHUECKUX
JTIOKYMEHTOB.
Tema 6 Opranm3anus | Conepxanue yueOHOro Marepuana 2
AOKYMEHT0000poTA. 1 |Ilowdatve ¥  NOPUHUMIBI  OpPraHM3alMM  JOKYMEHTO00O0pOTa;
IPOXOXKJICHUE U TOPAIAOK MCIOJHEHHUS BXOMIAIIMX JOKYMEHTOB;
NPOXOXKJICHHE HCXOSIIUX M BHYTPEHHUX JIOKYMEHTOB; padoTa C
KOH(QHIEHIIMATIbHBIMI  JIOKyMEHTaMu; paboTa ¢ NUCbMaMu U
oOpallleHUsIMU T'paX/1aH.
JlaGopaTopHble 3aHATHUS HE MPelyCMOTPEHO
ITpakTueckue 3aHsATHUS
1 | Nel7 H3zyuenume o0coOEHHOCTEH  KypHalIbHOH  perucrpanuu 2
JTIOKYMEHTOB.
KonTtpomnbHbIe paboThI HE MPETYCMOTPEHO
CamocrosiTenbpHas paboTa 00y4aroIuXcs: HE MPelyCMOTPEHO
Tema 7 Texnomaorust | Conepxanue yueOHOTO MaTepraia 2
aBTOMATH3UPOBAHHOM o0padorku | 1 | TexHonorus aBTOMAaTU3UPOBAHHOW 00pabOTKM  JOKYMEHTAalUU
AOKYMEHTAIUU OOmast xapakTepUCTHKA OPTaHM3AIMOHHBIX TEXHHYECKHX CPE/ICTB.
ABTOMAaTHU3UPOBAaHHBIE  CHUCTEMBbI  jeionmpousBojactBa.  OO630p

COBPEMEHHBIX CPEJCTB OPITEeXHUKH Ji Tepefadyd M IepepadoTKu
uHpopmanuu. IlpaBuna ¥ MOPSAOK THPAKUPOBAHUSA JIOKYMEHTOB.
OnexTpoHHas noyra. Cucrema ONTHYECKOr0 PAaCO3HABAHUS TEKCTOB.

JlaGopaTopHbIe 3aHATHS

HE MTPEYCMOTPEHO

ITpakTueckue 3aHsATUS

1 ‘ Ne18 3nakoMcTBO ¢ mporpaMmoi DJIEKTPOHHBIN JOKYMEHTOOOOPOT

2
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KonTponbHbie paboThl

HE MPETYCMOTPEHO

CamocrosTenbHas paboTa 00ydJaromuXxcs: MOJATOTOBUTH JIOKJIAJ HA TEMY: 3
«IlepcneKTUBBI ~ HWCIOJB30BAHUSA  DJIEKTPOHHBIX  JOKYMEHTOB B
YIPaBJICHYECKOH IEeITETLHOCTHY.

Tema 8 ®opmupoBanne n xpanenue aea | Coxepxanue yueOHOro Marepuaa 2
1 | Homenknarypa nen (MOHATHE, BHJIBI).
2 | ®opmupoBanue W OQGOpPMIICHHE [el; IOArOTOBKAa M Ieperada 2

JIOKYMEHTOB Ha apXMBHOE XpaHEHHE.

3 | O6o6menue kypea: quddepeHnpoBaHHbIN 3a4eT 2

JlaGopaTopHblie 3aHATHS

HE NPEAYCMOTPEHO

HpaKTI/I‘ICCKI/Ie 3aHATUA

1 | Nel9 H3yuenme OCOOEHHOCTEH COCTaBICHHS HOMEHKIIATYPHI el 2
PEIPUSTHSI

2 | Ne20 Uzyuenue ocobeHHOCTEH (hOpMUPOBAHUS U OPOPMIICHUS JEIT 2

KoHTpoJibHBIE PabOTHI HE MPEyCMOTPEHO

CamocrostenbHas padbora ooy4atomuxcs: [1oqroToBuTh J0KIaa HA TEMY: 2

«XapakTepuCcTUKa M MOPSAJOK  JOCTyNa K  JOKYMEHTHPOBAHHOU

nHdopmanmu ¢ rpudom «/ist cirykeOHOTO MOJIB30BAHUSY.

CamocrositenpHas pabora obyvaronuxcsi: Hamucate scce Ha Temy «Moe 3

NOHSTHE O JOKyMeHTe. Poib /enompom3BOJICTBa B Moel Oyaymiei

npodeccum.

CamocrosTenbHas padoTa oOyyaronuxcs: [IoAroTOBUTH TOKIIAA HA TEMY: 2

((HpGI/IMYHIeCTBa N HCAOCTATKU 3JICKTPOHHBIX aPXWBOB JOKYMCHTOB)).

[IpumepHas TemaTuka KypcoBoi paOoThl (IIpoeKTa)

HE IPETyCMOTPEHO

CamocrosTenbHas paboTa 00ydaronmxcs HaJl KypcoBoil paboToit (ITpoeKToM)

HE MPEAYCMOTPEHO

KoHncynbranus

5

Bcero:

102

10




3. YCJIOBUA PEAJIN3ALIMU TTPOI'PAMMEBI JUCHUITJIMHBI

1.1. TpebGoBanus K MHHUMAJIbLHOMY MaTepPHAJIbHO-TEXHUYECKOMY
o0ecrne4eHHI0
VYyeOHast ayquTopus AJid NPOBEACHUS YUeOHBIX 3aHATUN (YPOK, PAKTUUYECKOE 3aHATHE,

nabopaTopHOE 3aHATHE, JIEKIHS, CEMHUHAp), TPYNIOBbIX W WHIUBUAYAIbHBIX KOHCYJbTAlUH,
TEKYIIEro KOHTPOJIS U MPOMEXYTOUHOM aTTeCTaliu:

Kabuner JlokyMeHTaIMOHHOTO 00eCIICUeHUs YIPABICHUS

ABTOMaTH3UpOBaHHbIE paboune mMecTta oOydaromuxcst - 20 IIT., aBBTOMaTU3UPOBAHHOE
pabouee MecTo npenogaBaTess - 1 mT., MyJIbTUMEIUIHBIA TPOEKTOP, IKPaH, JOCKa MapKepHas —
I mr., TIK (MmornuTop AOC — 21,5, cucremusniii 6510k 610Kk B-TRONIX OFFICE Nel 3.11T,
/4TB, 500; kamepa; Oducuslii MOIEOEPT (haUImIapT)

I1O: 1. Microsoft Windows 7 Professional Russian, OOO "butponukc BmaguBocTok"
KontpaktNe 0320100030814000018-45081 ot 09.09.14, muuensus Ne64099496, 6eccpouno; 2.
Google Chrome (cBo6oanoe); 3. Adobe Acrobat Reader (ceo6oanoe); 4. Adobe Flash Player
(cBobomHOE); 5. 7-Zip 18.01 (x64) cBOOOAHOE

3.2. UndopmannonHoe obecnieyenne oO0ydeHusi (mepevyeHb PeKOMEHIyeMbIX
yueOHbIX u31aHuil, UHTepHeT-pecypcoB, 10NOJHUTEILHON JUTEPATYPHI)

OcHoBHasi IMTEpaTypa
1 yeanoBa, H.H. J[lokymeHTanmonHoe oOecriedyeHHUEe YOpaBiCHUs : Yy4eOHUK H

MPAKTUKYM JUIS cpemHero npodeccruonansaoro oopasosanus / H. H. lllyBanosa. — 2-e u3n. — Mocksa !
WznarensctBo FOpaiit, 2021. — 265 c. — (Ilpodeccronansuoe obpasoBanue). — ISBN 978-5-534-
00088-7. — Tekct : anexrponHslii / DBC FOpaiit [caiir]. — URL: https://urait.ru/bcode/469832 (narta
obpamenus: 23.05.2021).

JlonoTHUTEIbHASI JTUTEPATypa

1 Kopueer, U. K. JlokyMeHTallMOHHOE OOECIICUCHHE YIPABJICHUS : y4EOHUK U
NPaKTUKYM Ui cpeaHero npodeccuoHambHoro odpaszoBanus / U. K. Kopuees, A. B. ITmenko,
B. A. MamrypuieB. — 2-e u3g., nepepad. u gomn. — Mocksa : M3marensctBo HOpaiit, 2020. —
384 ¢c. — (IlpodeccuonansHoe oOpaszoBanue). — ISBN 978-5-534-05022-6. — Tekcr
anektponHbi / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/453688

2 HoponunHa, JI. A. JloKkyMeHTalMOHHOE OOeCIieueHHEe YIPaBICHHS | YYCOHHK |
MpakTUKyM U1 cpeaHero  mpodeccuoHanmpHoro  oOpazomanusi/  JI. A. JlopoHuHa,
B. C. UputukoBa. — Mocksa : U3natensctBo FOpaiit, 2020. — 233 ¢. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-05783-6. — Texkct : anextponssiii // ObC FOpait [caiit]. —
URL: https://urait.ru/bcode/453767

11


https://urait.ru/bcode/453688
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3 Ky3neros, U. H. JIoKyMeHTaImOHHOE obecrieueHne YIIpaBJICHHUS.
JIOKyMEHTOOOOpPOT H  JIENOMPOU3BOJICTBO : Y4YEOHHK ¥ TPAKTHKYM [UIS  TPUKIATHOTO
OakamaBpuarta/ W. H. Ky3nenoB. — 3-e¢ wu3n., mepepad. u gom. — Mocksa : M3marenscTBo
Opaiit, 2019. — 461 c. — (bakanaBp. Ilpuxnamgnoni kypc). — ISBN 978-5-534-04275-7. —
Texkcr : anektponnbii / OBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/431759 (mara
oOpaiuenus: 23.05.2021).

HOpMaTHBHBIe AOKYMEHTBI:

1. Oenepanbhbiii 3akoH 0T 27.07.2006 N 149-@3 (pea. ot 18.03.2019) "O6
uHpopmanny, UHOOPMAIIMOHHBIX TEXHOJOTHSAX M O 3ammre HHpopmauuu" (C M3M. U JIOIL.,
Betym. B cuny ¢ 29.03.2019) /3nekTpoHHbI pecypc / Pexum jocrtyna:
http://www.consultant.ru/document/cons_doc_LAW _61798/54e508fb63403bf6cf29e07ddc4ce2e
cdce21fc9/

2. I'OCT P 7.0.8-2013. Hanuonanwubiii cranmapt Poccuiickoit ®Depepanum.
Cucrema craHmaproB 1o HMHPOpPMAUWH, OUOIMOTEYHOMY ¥ HM3AATENBCKOMY  JETy.
Jlenonpou3BoACTBO U apXuBHOE Neno. Tepmunbl u onpezaenenus (yrB. [Ipukazom Poccrangapra
or 17.10.2013 N  1185-ct) / DOmnexrtponHslii pecypc / Pexum  nmocryna:
http://www.consultant.ru/document/cons_doc_LAW_163800/

3. Haumonaneueii crangapr PO I'OCT P 7.0.97-2016 "Cucrtema craHaapToB IO
uHpopmaiu, OMOIMOTEUHOMY U HW3JaTEIbCKOMY aeny. OpraHu3alMOHHO-PacCHOpsIUTEIbHAS
nokymeHTanusa. TpeboBanust Kk odopmieHUI0 JoKymMeHTOB" (yTB. mpukazoM DeaepaibHOro
areHTCTBA M0 TEXHUYECKOMY PEryJIMPOBaHUIO U MeTpoJsioruu oT 8 nekadps 2016 r. N 2004-ct) (¢
U3MEHEHUSIMU U JIOTIOJIHEHWsIMM) /  ONeKTpoHHBIH pecypc / Pexum  joctyna:
https://base.garant.ru/71634352/

HNHTtepHeT pecypcesl

1 CrpaBouHasi mpaBoBasi cucteMa «KOHCYNbTaHT IUTIOCY /DJEKTPOHHBIA pecypc
[:http:// www.consultant.ru

2 CnpaBouHas cucremMa «["apanHTy. /ONEKTPOHHBIN pecypc /
http://www.aero.garant.ru

3 Kypnan «JlenonpousBoAcTBO». /DNeKTpoHHBIH pecypc / Pexum pocrymna:
http://www.top-personal.ru/officework.html?43

4 Kypnan «Cekperapckoe Aeno». /OnekTpoHHBIM pecypc / Pexum nmocryma:

http://www.sekretarskoe-delo.ru/
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4. KOHTPOJIb U
JIACITUTUIMHBI

OIIEHKA

PE3VJIbTATOB OCBOEHUA

KoHTposb U OlLleHKa pe3ynbTaTOB OCBOECHMSI YYEOHOM IUCLMILIMHBI OCYLIECTBIISIETCS
IpernojaBaTesieM B Ipolecce MPOBEACHHUS MPAKTUUYECKUX 3aHATHI U 1abOpaTopHBIX padoT,
TECTUPOBAHUS, a TAK)KE BBIMOJIHEHUS 00yYarOIIMMUC MHIMBUAYAJIBHBIX 33JaHUHN, TPOEKTOB,

HUCCIIEIOBAHUMN.

Pe3ysabTarsl 00yyeHus (0CBOCHHbIE
YMEHHUS$, 0CBOEHHbIE 3HAHUS)

@®@opMbI 1 METObI KOHTPOJISI U OIIEeHKH Pe3yJIbTAaTOB
o0yueHust

YMmenusd:

0pOpMIIATH M TPOBEPSTH NMPABHIBHOCTh
oopmienus JOKYMEHTaluu B
COOTBETCTBUM  C  YCTAHOBJICHHBIMU
TpeOOBaHUAMH, B TOM YHCJIE UCHOIb3Ys
MH(}OpPMaLIMOHHBIE TEXHOJIOTUH;

HaOnroneHue 3a JeSATEIbHOCTBIO B IIPOLECCE OCBOEHUS
OporpaMMbl  JMCLUUIUIMHBL ~ CTyI€HTa U OLICHKa
JIOCTHKEHUS pe3ysibTaTa 4epe3: - aKTUBHOE y4acTHE B
XOJle 3aHATHS; - YCTHBIM M IMCBMEHHBIH OIPOC; -
pelieHne  MpOOJIeMHO-CHTYAIllMOHHBIX — 3ajJad  Ha
HPAaKTUYECKUX 3aHATUSAX; - 3aJJaHus Ui
CaMOCTOSITENIbHOI paboThlI;

POBOIUTh ABTOMATHU3UPOBAHHYIO
00paboTKy TOKYMEHTOB;

HaGnronenue 3a nesTeIbHOCTBIO B MPOLIECCE OCBOEHUS
IIpOrpaMMbl  JHCHMIUIMHBI ~ CTyA€HTAa M  OLICHKA
JOCTHXKEHUS pe3yJIbTaTa 4epe3: - aKTMBHOE y4acTHE B
XO[€ 3aHATUSd, YCTHBIA M IUCBMEHHBIA ONIpPOC; -
pelieHHe  NpOOJEMHO-CUTYallMOHHBIX  33Jad  Ha
IIPaKTUYECKHUX 3aHATUSAX; - 3a/laHUs JUIS
CaMOCTOSITeJIbHON pabOThI;

OCYLIECTBIIATh
JIOKYMEHTOB;

XPaHCHUC n ITIOHUCK

HaOnroneHue 3a OesTEIbHOCTBIO B MIPOLECCE OCBOEHUS
OporpaMMbl  JMCLUIUIMHBI ~ CTYAE€HTa U OLEHKa
JOCTH)KEHUS pe3yibTara uepe3: - aKTMBHOE ydacTHE B
XOZ€ 3aHATHsI, - YCTHBIH M IHUCBMEHHBIH OIpPOC; -
pemieHne  MpoOJEMHO-CUTYallMOHHBIX  3a/ad  Ha
MIPAKTUYECKUX 3aHATHSAX; - 3a/laHus JUIS
CaMOCTOSITENIbHOI paboThlI;

HCIIOJIB30BAaTh TCJICKOMMYHUKAIITUOHHBIC

Ha6n}01[eHHe 3a JCATCIBHOCTBIO B ITPOLIECCE OCBOCHUMA

TEXHOJIOTHH B JJIEKTPOHHOM | POTPaMMbl  JUCHUIIMHBI ~ CTYJEHTA MW  OLEHKa

JOKyMEHTO000POTE; JOCTHIKEHHS PE3ylibTaTa 4epe3: - aKTUBHOE y4acTHUE B
XOJ€ 3aHATUS; - YCTHBIM M NMCBMEHHBIM OIpOC; -
pelieHHe  NPOOJEMHO-CUTYallMOHHBIX — 33Jad  Ha
MIPaKTUYECKHUX 3aHATUSAX; - 3a/1aHUS JUTS
CaMOCTOSITENIbHON pabOThI;

3Hanus:

OCHOBHBIC TOHATHA: Lenu, 3anaud M | HaOmroneHue 3a AeATENbHOCTBIO B MPOIECCE OCBOCHMS

IIPUHIUIIBI JIOKYMEHTAllMOHHOTO | IPOrpaMMBbl  JHMCLMIUIMHBI ~ CTyACHTA M  OIICHKa

oOecrieyeHus yrpaBieHUs; JOCTHKCHHUS PE3ylIbTaTa 4epes3: - aKTUBHOE y4acTHE B
XOJI€ 3aHATUS; - YCTHBIM W NHUCBMEHHBIM OIpOC; -
3aJJaHus JJIs CAMOCTOSITEIIbHON pabOThI;

CHUCTEMBI JNOKyMeHTalmoHHoro | HaGmroenue 3a 1e4TeIbHOCTBIO B MPOLIECCE OCBOCHUS

oOecrieyeHus yrpaBieHUs;

IporpaMMbl  TUCIUIUIMHBI ~ CTYIGHTa M OIICHKA
JIOCTYDKCHHST pe3ysibTaTa 4epe3: - aKTUBHOE ydacTHE B
XO0Jle 3aHATHS; - YCTHBIM M NHCbMEHHBIM OIpoc; -
3aJIaHMsl IJ1s1 CAMOCTOSITEIbHON PabOTHI;

KJIaCCU(UKALIMIO TOKYMEHTOB;

Ha6J'IIOJIGHI/Ie 3a JCATCIBbHOCTBIO B ITPOIECCE OCBOCHUA
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OporpaMMbl  JAUCHUUIUIMHBL ~ CTy€HTa U  OLCHKa
JIOCTHXKEHUS pe3ysibTaTa 4epe3: - aKTUBHOE y4acTHE B
XOJle 3aHATHs; - YCTHBIM M IMCBMEHHBIH OIPOC; -
3aJaHus U1 CAMOCTOSITEJIbHON padOThI;

TpeOOBaHHUs K  COCTAaBICHUIO  H
0(OPMIICHHIO TOKYMEHTOB;

HaGnroneHue 3a nesTeIbHOCTBIO B IIPOLIECCE OCBOEHUS
IIporpaMmbl  JUCUMIUIMHBL  CTyJE€HTAa M  OLICHKA
JOCTHKEHUS pe3yJIbTaTa 4epe3: - aKTMBHOE y4acTHE B
XOJIe 3aHATHA; - YCTHBIM M INHMCBMEHHBIM OIpOC; -
3aJJaHus JJIs CAMOCTOSITEJIbHON paboThI;

OpraHu3aIUI0 JOKYMEHT0000pOTa:
mpueM,  o0pabOTKy,  PErucTpaluio,
KOHTPOJb,  XpaHCHHE  JOKYMEHTOB,

HOMEHKJIATYPY J1eJ

HaOnroneHue 3a JeATEIbHOCTBIO B IIPOLECCE OCBOEHUS
OporpaMMbl  JMCLUUIUIMHBL ~ CTyI€HTa U OLICHKa
JOCTHKEHUS pe3ysibTaTa 4epe3: - aKTUBHOE y4acTHE B
XOJle 3aHATHS; - YCTHBIM M IMCBMEHHBIH OIPOC; -
3aJaHusl Ul CaMOCTOSITENIbHOM paboThl;
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MHNHOBPHAYKHN POCCUN

BJIAJJMUBOCTOKCKHWI I'OCYJIAPCTBEHHBIN YHUBEPCUTET
SKOHOMMUKU 1 CEPBUCA

KOHTPOJIBHO-OLIEHOYHBIE CPEACTBA
JUIS1 TPOBEJICHUS TEKYIIETO KOHTPOJISA U MPOMEXKYTOUYHOU aTTECTAIUU
1o npo(heCcCUOHAIIBHOMY MOJTYJIIO
OI1.04 ZJOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHW A

MPOTPaMMBbI OJITOTOBKU CTICIIUATUCTOB CPEHETO 3BEHA
38.02.04 Kommepius (o oTpacisim)

®dopma oOydeHUs: OUHAas

Yccypuiick 2022
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KOHTPOJILHO-0LEHOUHbIE CPEACTBA UL NPOBEACHHUA TEKYLIEro KOHTPOJA M IPOMEKYTOHHOH
arrecralu no npodeccuonansioMy Moaymo OIL.04 JlokymeHTaHoOHHOE 0DecrieueHie yrpaBieHns
paspaGoTanbl B cootBeTcTBHH ¢ TpeboBanuamu GIOC CTIO no crnenuanbHOCTH 38.02.04 Kommepums (1o
OTpaciaM), YTBEPHKIEHHOTo nprkasom Munobpuaykn Pocenn ot 15.05.2014r. Ne 539, paboueit
nporpaMmoi yueOHOH THCIHITIHHBL.

Paspaborunk(u): T.I'. bacamok. npenogasarteib

PaceMOTpeHO H 0100peHO Ha 3ace]aHMH LIHKIOBOH METOAMYSCKON KOMHCCHH SKOHOMHUECKHX,
MaTeMaTH4ecKHX, OOIINX eCTECTBCHHOHAYYHBIX W TIPABOBBIX [IMCLHMILIHH

TTpoToxon Ne iOT « M» 2 07 20 A LA

Ipencenarens LMK &;%, T.I'. bacamox
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PaceMOTpeHO M 0106pEHO Ha 3aCEA@HHH LHK/IOBOH METOIHUYECKOH KOMHCCHH IKOHOMHUECKHX,
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[pencenarens [IMK T.I'". bacanwok
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1 NEPEYEHb ®OPMWPYEMbIX KOMMNETEHLN

No Kon

o/ | xommerermmn dopMyIupOBKa KOMIIETEHIIMH

1. OK I. [ToHMMAaTh CYITHOCTH M COLMATBHYIO 3HAYUMOCTH CBOCH Oyaymiei mpodeccuu, NposiBIATh K HE yCTOWYMBBIN HHTEpEC.

2. | OK2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTD, BBIOMPATh TUIIOBBIE METOJIbI U CIIOCOOBI BBIMOJIHEHUS NMPO(EeCCHOHAIBHBIX
3aJa4, OLCHUBATh UX Y3PPEKTUBHOCTh U KAYECTBO.

3. | OK3. [IpuHUMaTh pelieHns B CTaHIapTHBIX U HECTAHAAPTHBIX CUTYalUsIX U HECTHU 32 HUX OTBETCTBEHHOCTD.

4. | OK4. OcymiecTBiATh MOMCK M HUCHOJNb30BaHUE HMH(pOpPMaLuM, HEOOXoauMoH i 3(G(EeKTUBHOIO  BBIIOIHEHUS
poecCHOHATIBHBIX 33]a4, MPO(EeCCHOHAIBHOTO U JINYHOCTHOTO Pa3BUTHSL.

5. OK 6 Paborats B KoJuIeKTHBE U KOMaH 1€, 3P(HEKTUBHO OOIIATHCS C KOJUIETaMU, PYKOBOJICTBOM, ITOTPEOUTEIISIMH.

6. | OK12. CoOnronate JeicTByOIIEe 3aKOHOJATENbCTBO M 00s3aTeNbHble TPeOOBaHMS HOPMATUBHBIX JIOKYMEHTOB, a TaKXke
TpeOOBaHUS CTaHIAAPTOB, TEXHUUECKUX YCIOBUH.

7. | TIK2.2. OdopMinsaTe, TPOBEpATh NPABUIBHOCTh COCTaBJIEHMs, OOECHEUMBATh XPAaHEHHWE OpPraHU3aLMOHHO-PACIOPAIUTEIbHbIX,

TOBApPOCONPOBOJAUTECIILHBIX U MHBIX H606XOI[I/IMI)IX JOKYMCHTOB C MCITOJIb30BAHHUEM aBTOMATU3HUPOBAHHBIX CHUCTCM.




2 NMNEPEYEHb OLIEHO4YHbLIX CPEOCTB

OrneHounble cpeacTBa™

Ne Kobl komnereHuii 1 IaHupyeMsble pe3yabTaThbl
wn 0byueHHs HanmenoBanue
1. |OK 2.2, Odopmusrs, | 3HaTH: Ilepedyens BOIPOCOB K
IPOBEPATH MPABHILHOCTH | 1) OCHOBHBIC cobecenoBanuro 1-174,
COCTaBJICHUS, MOHATHUS: 1enH, 3a1a4n U |  CamocrosarenbHbie paboTel Nel-10
ofOecrieunBaTh  XPaHEHUE | IPUHIIMIIBI (Hoxnan, nmpe3eHTanus, KpaTkuit
OpraHu3aIMoOHHO- JOKYMEHTAI[HOHHOT'O KOHCIIEKT, COOOIIEHHUE, ICCe)
pacrnopsiAUTEIbHBIX, obecrnieueHus
TOBApPOCONPOBOAUTENBHBIX | YIIPABICHHUS;
U HHBIX HEOOXOJMMBIX | 2) CUCTEMBI
JOKYMEHTOB C | TOKyMEHTAIlMOHHOTO
HCIOJIb30BaHUEM obecrniedeHus
ABTOMATH3UPOBAHHBIX yIIpaBJICHUS, ux
CUCTEM. ABTOMATHU3AIIHIO;
3) KJIacCH(pUKAIUIO
JTIOKYMEHTOB;
4) TpeOoBaHuUs K
COCTaBJICHUIO "
0(OPMIICHUIO
JOKYMEHTOB;
5) OpraHu3aIuio
JOKYMEHTO000pOTA:
pueM, 00paboTKy,

pPErucTpanuio, KOHTPOIIb,
XpaHEHUE JTOKyMEHTOB,
HOMEHKJIATYPY Jell

YMETB: 1)
oopMIATH "
MIPOBEPATH
MIPaBUIBHOCTb
oopmIteHUs
JTOKYMCHTAIUH B
COOTBETCTBUH c
YCTaHOBJICHHBIMH
TpeOOBaHUSMH, B TOM
qHCIIe UCTIOJB3YSI
WH(POPMAIIMOHHBIC
TEXHOJIOTHUH;
2) IPOBOJIUTH
ABTOMATHU3UPOBAHHYIO
00paboTKy TOKYMEHTOB;
3) OCYIIECTBIIATH
XpaHEeHHEe U TOHMCK
JIOKYMEHTOB;
4) HCITOJIB30BaTh
TEJICKOMMYHHKAIIMOHHBIC

[IpakTryeckue 3anstus Ne 1-20
BapuaHThl IpakTHYECKUX 3a/laHUH

st i depeHIMpoBaHHOTO 3a4eTa
(1-3)




TEXHOJIOTHH B
ANEKTPOHHOM
JIOKYMEHTO000pOTE;

3 OMNMNCAHWME NPOUEAQYPbLI OLUEHBAHUA

[IpomexxyTounast — aTTecTamus IO  JUCHUIUIMHE  «J/loKyMeHTanmnmoHHOe obecreueHue
VIPaBICHUS» BKIIOYACT B c€0S TEOPETHUECKHUE 3a/IaHusl, TO3BOJISIONINE OIICHUTh YPOBEHb YCBOCHUS
00ydJaronMMucs 3HAHWK, W TMPAKTHYECKUE 3aJaHUs, BBIABISIIONINE CTENEHb C(HOPMUPOBAHHOCTH
yMeHUH U BiageHuu (cMm. pasznaen 4).

YCBOGHHBIE 3HAHUS IPOBEPSIOTCSA TPH IOMOINM JJICKTPOHHOTO TECTUPOBAHUS, YMEHHS
MIPOBEPSIOTCS B XOIC BBHITTOJHEHUS TIPAKTHUECKUX 3a/IaHUH.

O0beM M KauyecTBO OCBOCHHS OOYYArONTUMUCS TUCIUILIMHBI, YPOBEHb C(HOPMHPOBAHHOCTH
JTUCITUTUIMHAPHBIX KOMITETEHIIMI OILEHUBAIOTCA 10 pe3ysibTaraM TEKYIIUX U MPOMEKYTOYHOU
aTTeCTaLUH.

Kputepuu onieHuBaHus yCTHOTO OTBETA

(oLIEeHOUHBIE CPENICTBA: cobecedosanie, OUCKYCCUsL, ONPOC)

5 6a10B - OTBET MMOKA3BIBACT MPOYHBIC 3HAHUS OCHOBHBIX IPOIIECCOB M3y94aeMOH MPeIMETHON
00J1acTH, OTJIMYACTCSl TIIYOMHOW W TIOJHOTOW PACKPBITHS TEMBbI; BJIAJICHUE TEPMUHOJIOTHUCCKUM
anmapaTroM; YMCHHE OOBSCHSTH CYIIHOCTH, SIBJICHHM, TMPOIECCOB, COOBITHH, ICNaTh BBIBOABI U
00001IeHNs, JlaBaTh apryMEHTHPOBAHHBIC OTBETHI, MPUBOIUTH IPHMEPHI; CBOOOIHOE BIIAJICHUE
MOHOJIOTHYECKON PEeYb0, JIOTHYHOCTh M TIOCIIC0BATEIIFHOCTh OTBETA; YMCHHE TMPUBOIAUTH MPUMEPHI
COBPEMEHHBIX MPOOJIeM U3ydyaeMOi 00JIaCTH.

4 fanna - OTBET, OOHAPYXUBAIOIIMK MPOYHBIE 3HAHUS OCHOBHBIX MPOIECCOB HM3ydaeMOu
NpeMETHOW 00JacTH, OTIMYAeTCS TIYOMHOH M  TIOJHOTOW PACKpBITHS TEMbI; BJIJICHUE
TEPMHHOJIOTHYCCKHM aNlapaToM; yYMEHHUE OOBSCHITH CYIIHOCTb, SIBJICHUW, IMPOIECCOB, COOBITHH,
Jenath BBIBOABI W 0000INEHUs, JaBaTh apryMEHTHPOBAHHBIE OTBETHI, NPUBOJUTH MPUMEPHI;
CBOOOHOE BIIAJICHHE MOHOJIOTHYECKON PEUYbI0, IOTHYHOCTh U IMOCIIE0BATEeILHOCTE oTBeTa. OHAKO
JOTTYCKaeTCs OJTHA - IB€ HETOYHOCTH B OTBETE.

3 0amia — OTBET, CBUICTEILCTBYIOIIWNA B OCHOBHOM O 3HAHUHM IPOIECCOB HM3ydaeMOM
MpEeIMETHOW 00JIaCTH, OTIMYAIOUIUICS HEAOCTAaTOYHOW TIIyOMHON M TOTHOTON pPACKPBITHUS TEMBI;
3HAHHEM OCHOBHBIX BOIPOCOB TEOPHUH; CJIa00 CHOPMUPOBAHHBIMH HABBHIKAMHU aHAIM3a SIBICHUH,
MPOIIECCOB, HEIOCTATOYHBIM YMEHHUEM JIaBaTh apryMEHTHPOBAHHBIE OTBETHI M MPUBOIUTH MPUMEPHI;
HEJOCTAaTOYHO  CBOOOJHBIM  BIQJCHHEM  MOHOJOTMYECKOW  pedblo,  JIOTHYHOCTBIO U
MOCIIE0BATEIHHOCTRIO OTBeTa. JlomyckaeTcss HECKOJNBbKO OIMOOK B COAEP)KAaHUM OTBETa; HEYMEHUeE
MIPUBECTH MIPUMEP PA3BUTHUS CHUTYAIIHH, IPOBECTH CBS3b C IPYTHMMH aCTIeKTaMH U3y9aeMOi 00IacTH.

2 fansia — OTBET, OOHAPYKUBAIOIIMI HE3HAHHUE TIPOIECCOB M3ydaeMOl MpeaMETHONH 001acTu,
OTJIMYAMOIIANACS HETITYOOKHMM PACKPBITHEM TEMbl; HE3HAHHEM OCHOBHBIX BOIIPOCOB TEOPHH,
HecOPMUPOBAHHBIMU ~ HaBBIKAMH  aHajdW3a  SIBICHUN, TMPOIECCOB; HEYMEHHEM  JaBaTh
apryMEHTHPOBAHHBIE OTBETHI, CITA0BIM BJIAJICHUEM MOHOJOTHICCKOW PEUbI0, OTCYTCTBUEM JIOTHYHOCTH
U TOCIeN0BaTeNbHOCTH. JlOmyCcKalTcs cepbe3Hble OIMMOKM B COJEp)KaHUU OTBETa; HE3HAHHE
COBpPEMEHHOM NnpolaeMaTuki u3yyaeMon o0IacTH.

20




4 KOMMNNEKT OLEHOYHbIX CPEAOCTB

4.1 NACMOPT KOMMJIEKTA OLUEHOYHbLIX CPEOCTB
4.1.1 PacnpegeneHve TUMNOB KOHTPOSbHbLIX 3aaHUM MO 3rieMeHTaM 3HaHUN U YMEHUN, KOHTPOSIMPYyEeMbIX Npu

TEKYLLIEM KOHTPOJE N MPOMEXYTOYHOW aTTecTaumnm

Coaepxanue Tun KOHTPOJIBLHOrO0 3a1aHus (TEKYIIMI KOHTPOJIb) Tun KOHTPOJIBLHOIO 32/1aHUs (IPOMEKYTOYHAs (MTOrOBas)
y4e0HOro Marepuaja aTTecTanus)
monporpamme VII - vy Tyr Ty3 [v4 [31 |32 |33 |34 |35 |VlI |y2 |v3 |v4 |31 [32 |33 |34 |35
Tema 1 Conep:xanue B1- Bl1- T T Nel | TNel | TNel | TNel
U OCHOBHBIE 321a4H 6,154- 6,154 Nel
COBPEMEHHOT0 162 -162
AOKYMEHTALHOHHOI0 Cl
o0ecrevyeHust
ynpaBJieHHsI
Tema 2 HopmaTuBno- | II3Nel B7- B1-9 | B1-9 | B1-9 | B1-9 | T T Nel | TNel | T Nel | T Nel
MeToauYecKas 0aza 13,17 Nel
AOKYMEHTALHOHHOI0 5-177
obecrnevyeHust
ynpaBJIeHHsI
Tema 3 OcHOBHbBIE I13Ne2 B14- B1-9 | BI-9 | B1-9 [B1-9 | T T Nel | TNel | T Nel | T Nel
TpeOOBaAHU K 3 33C2 Nel
COCTABJICHHIO U
odopmiieHuo
JAOKYMEHTA
Tema 4 CucreMbl TI3Ne4 B34- B1-9 | B1-9 | B1-9 [ B1-9 | T T Nel | T Nel | T Nel | T Nel
AOKYMEHTAlNu -11 59,91- Nel
123
C3-5
Tema 5 O0mme TI3Nel B60- B1-9 | BI-9 [ B1-9 |B19|T T Nel | T Nel | T Nel | T Nel
OCHOBBI JIEJI0BO# 2C6 90 Nel
KOpPPeCHnOHIeHIHH
Tema 6 Opranmsanusa | [13Nel B124 | B1-9 | B1-9 |B1-9 |B1-9|T T Nel | TNel | TNel | T Nel
J0KYMEHT0000poTA. 3-15 -153 Nel




Tema 7 Texnosorusi TI3Ne TI3Ne B175- B1-9 | B1I-9 | B1-9 |B1-9|T T Nel | T Nel | T Nel | T Nel
aBTOMAaTH3MPOBAHHOI 16,17 16,17 181 Nel

00pabdoTKHn C7

JIOKYMEHTALUH

Tema 8 TI3Ne C8-10 Bl163 | B1-9 | B1-9 | BI-9 |[B1-9| T T Nel | T Nel | T Nel | T Nel
dopmupoBanue u 18-20 -174 Nel

XpaHeHHe el

I13 — mpakTHyecKoe 3aHsATHE
T- tecr

B — Bapuant

C — camocTodaTenbHas pabora
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5 SAJAHUVA ANA NMPOBEAEHUA TEKYLWEIO KOHTPOJIA
5.1 ONEPATVBHbIN (TEKYLWMN) KOHTPO/b

[TepeueHb BONpOCOB Kk coOece10BaHHIO

1. JlaiiTe ompeneneHUe TAaKUM IOHATHUSIM, KaK «JleIomnpou3BOACTBO», «JIOKYMEHTHPOBAHUEY,
JOKYMEHTOO0O0POT» U «apXUBHOE JIEJI0»;

. IlpenMeT u 1enp N3ydyeHus: AUCUUIIINHBL;

3. OcHOBHbIE (YHKIIMH TOKYMEHTA;

4. ®opMbl OpraHu3alyuy AeJ0NPOU3BOICTBA;

5. Onpenenenue NOHATUN «MHGOPMALUA» U «TOKYMEHTY;

6. Kimaccudukamust TOKyMEHTOB.
7
8

N

. Maiite onpeseneHne NOHATHIO KHOPMATUBHO-METOInYecKas 6azan.

. CocraBistoniyie HOpMaTUBHO-METOANYECKOM 0a3bl AEIONPOU3BOACTBA.

. Kakue cymectBytoT 'OCTbI Ha 1OKyMeHTaLUIO?

10. B COOTBETCTBUU c KaKuM I'OCTom oopmIsIIOT OnaHKH u
OpPraHU3aIIOHHOPACTIOPSATUTENbHBIE TOKYMEHTHI?

11. Haitre onpenenenue «I ocynapcreennas cucrema JOY».

12. Hens 'CAOY?

13. Paznens TCIHHOY?

14. B cootBerctBuu ¢ kakum 'OCTom, 0opMIISIOT JOKYMEHTHI B OpraHU3aIUH;

15. Odbopmienue noneit 1okymeHTOB B cooTBeTcTBUU ¢ ['OCT P 6.30-2003 YHUbUIIMpOBaHHAS
CHUCTeMa [OKYMEHTalWW. YHUPUIMPOBAHHAS CHCTEMa OpraHU3alMOHHO-PACIOPSIUTEIHHON
JnokyMmeHTauuu. TpeboBaHus K OPOPMIIEHUIO TOKYMEHTOB;

16. Ciry>keOHble OTMETKHU Ha JOKYMEHTE;

17. TpeboBaHUs K TEKCTY TIOKYMCHTA;

18. DneMeHThI TEKCTa JOKYMEHTA;

19. CornacoBanue JOKyMEHTa;

20. YTBepxkaAeHUE TOKYMEHTA;

21. Opopmnenue pekBusuta «lloamucey.

22. Kak odopmusiercs pekBusuT «['pu¢ yrBepxaeHus» u «'pud cormacoanus»?. Kakosbl
0COOEHHOCTH MX opopmIIeHuUs?

23. Kak odopmisiercss pekBU3UT «OTMETKa O HAUYUU IMPUIIOKEHUS», €CIM OHO Ha3BaHO B
TEKCTE, €CIM OHO HEe YKa3aHO B TEKCTe, €CIM HUX HECKOJIbKO, B MPWIOKEHUH K
pacropsAUTEIbHOMY TOKYMEHTY?

24. Pacckaxxute o npaBuiax oQOpPMIIEHUS PEKBU3UTA ITIOIIUCH)?

25. Kto moxer ObITh B KauecTBe ajpecata? Packpoiite ocoOeHHOCTH 0hOpMIIEHHUS PEKBH3HUTA
«anpecar»?

26. Kakue MeXcTpOUHbIE HHTEPBAJIbI UCIIOIB3YIOTCA IPU OPOPMIICHUN PEKBU3UTOB?

27. Yrto npexacrasnsier coboil Gopmymspsl OPJ ¢ yrioBeIM U MPOJOJIBHBIM PacHoIOKEHUEM
PEKBU3HUTOB?

28. Omnpenenenne «OJIaHK JOKYMEHTAY;

29. BapuaHThl pacroyioskeHus1 OJ1aHKOB;

30. BapuaHThI pacionioXeHusi pEKBU3UTOB OJIaHKOB;

31. Buasl 0J1aHKOB;

32. PexkBU3UTH OJ1aHKA IMHCHMA;

33. PexBu3uThI 00111eT0 Os1aHKA M OJIaHKAa KOHKPETHOT'O BHJ1A JIOKYMEHTOB.

34. KakoBsl 3HaueHue ¥ QyHKINN OpraHU3aI[MIOHHO-TIPABOBBIX TOKYMEHTOB?

35. JlaiiTe XapakTepUCTUKY OPraHU3allMOHHBIM JOKYMEHTaM;

36. OnpeneneHue «IOJI0KEHUE», KYCTaBy», «I0KHOCTHASI HHCTPYKIIMSI;

37. Bunbl ycTaBoB;

38. YcraB opraHu3aiyiu 1 €ro CTpyKTypa;

Ne)
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39
40
41
42
43
44

. Kto yrBepxkaer ycran?

. ara ycraBa?

. Pacckakute 0 Ha3HaYEHUH U COJIEP’KaHUU TIOJI0KEHUsA?
. TpeboBaHMS K TEKCTY MOJIOKEHUS?

. Buapl nosioxeHuil.

. [laiiTe onpeneneHue «rmpuKas.

45. Buapl npuKa3os.

46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.

58

59.

60

Ha xaxom 6manke oopmsiercs mpukas mo OJ1?

Hata npukaza?

C Kakoro MOMEHTa IIPUKA3 BCTYNAET B IeUCTBUE?

N3 kakux yacTeil COCTOUT TEKCT MpuKaza?

Uto yka3pIBalOT B KOHCTATUPYIOIIECH YacTH MpUKaza?

Uro yka3bpIBalOT B pacloOpsIUTENIbHOM YacTH NpuKasa?

Kak ¢opmynupyeTcs 3aroioBok K npukazy?

Kak oopmiisitoTest MyHKTHI TprKa3a’?

Kaxoit hopmMynupoBKO#l 3aKaHYMBACTCS TEKCT MpUKa3a?

KaxoBo 3nauenue nHpopMaImoHHO-CIIPABOYHBIX JOKYMEHTOB?

Kakue ToKyMeHTBbI OTHOCATCSA K MH(POPMALIMOHHO-CIIPABOYHOM TOKYMEHTAIUU?
Oxapakrepu3yiite nHHOPMAIMOHHO-CITPABOYHBIC TJOKYMEHTHI.

. Kakyto posib BBIIOJIHSIOT 3Ta rpymna JOKYMEHTOB 110 OTHOIIEHUIO K Ipyrum?
Uto U3Aar0T Ha OCHOBAHUM MH(POPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB?

. JlaliTe ompeneneHne «IOKIaJHAs 3allMCKa», «aHAJTUTHUECKas 3aMUCKa», OOBSICHUTEIbHAs

3arurcKa.

61.
62.

63

64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
71.

N3 kakux yacTeil cCOCTOAT 3auCKu?

Kto noanuceiBaer 3anucku?

. Komy agpecyrorcs 3anucku?

Jaiite onpenenenne «ciayxeOHble MUChbMay.

['naBHas uenp nucbma’?

UYto npexacrasisieT coO0# rapaHTUHHOE TUCEMO U KTO €0 MOANKUCHIBACT?
Kakue noToku nucem Bbl 3HaeTe?

Pacckaxkute o hopMax U310KEHHUS TEKCTA MUChMA.
Knaccugukarus cnyxeOHbIX MHUCEM.

CrpykTypa ciykeOHOro nmucbMa.

KTo umeer npaBo noanucu Ha NucbMax?

W3 kakux yacTteil COCTOUT TEKCT MHUChbMA, YTO B HUX M3J1araercs?
KakoB0o MakcuManbHOE KOJIMYECTBO apeCaToB?

B ckonbkux sx3eMIusipax odpopmisieTcs cirykedHoe TuchbMo?
Ha uem odopmitsitor nucema?

[lepeuncnure peKBU3UTHI MHCHMA.

Kakoii pexkBu3ut He opopmisiercs Ha nucbme?

78. OT KaKoro nouoxeHus TadymnsTopa ohopmisiercs aapecar?

79.
80.
81.
82.
83.
84.
85.
86.
87.
88.
89.

W 4to B HEM yKa3bIBaeTCs MPU aAPECOBAHUH JOKHOCTHOMY JIUILY?
[lepeuncnure peKBU3UTHI OJaHKa MUCbMA.
Omnpenenenue «renerpaMmmay, «reaeoHOrpaMMan.
Ha yem odopmisitoT TenerpamMmbi?

Kareropuu tenerpamm.

PexBusnuThI TCJIICTpaMMBI.

Kak odopmisieTcst TEKCT TenerpaMmmbl?

Kax opopmMiisroTcst 3HaKu penmuHAHUS?
PexBusuth TenedoHOrpaMmMBbI?

B ckonbkux sx3eMinuisipax tenedonorpamMmma’?

Kem nmoamnuckiBaercs tenegonorpamma?
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90. TpeboBaHUs K TeCTy TenePOHOTPaAMMBI?

91. KakoBo 3HayeHHEe HHPOPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB?

92. OxapaxTepu3syiite HH)OPMAITMOHHO-CIIPABOYHBIE JIOKYMEHTHI: IPOTOKOI.
93. Kakue TpeOoBaHUs MPEABABIAIOT K COCTABIICHUIO TIPOTOKOIA?

94. 3 xakux 4acTeil COCTOUT IPOTOKOJI M UTO B HUX YKa3bIBaIOT?

95. KTo noanuceiBaeT NpoToKoa?

96. M3 kakux 4acTeil COCTOUT TEKCT MPOTOKOJa?

97. Yto yka3bIBalOT B BOJAHOI 4acTH MPOTOKOJIA?

98. Kak cTpouTcsi OCHOBHAsI 4acTh MPOTOKOIA?

99. Uro siBnsieTcst 1aToil mpoToKoJia?

100.KakoBo 3HaueHrne MHPOPMAITMOHHO-CIIPABOYHBIX IOKYyMEHTOB?
101.0xapakTepu3yiite ”HGOPMAIIMOHHO-CITPABOYHBIE JOKYMEHTHI: aKT.
102.Kakue TpeboBaHMs MIPEIBSBIISAIOT K COCTABICHUIO U O(OPMIICHHIO aKTOB?
103.1aliTe onpeneneHue NOKYMEHTY — akT. M3 Kakux 4yacTell COCTOMT TEKCT aKTa W YTO B HHUX
YKa3bIBAIOT?

104.KTo moanuceiBaeT MpOTOKOJ, aKT?

105.Yro sBasiercst naToi akra?

106.YeMm perynupyrorcs TpyA0Bbl€ OTHOLIEHUSA?

107.Ha3znauenue JOKyMEHTAIIUHU 110 JINYHOMY COCTaBYy.

108.Buibl 1OKyMEHTALUH 110 TPYAOBBIM OTHOIICHUSIM.

109.Koraa ohopMisieTcst TOKyMEHTAIUs IO TPYJIOBBIM OTHOIICHUSIM?
110.Kak BegeTcst JOKyMEHTAIMs 110 TPYIOBbIM OTHOLIEHUSAM?
111.Kaxkoii xapakTep HOCUT JOKYMEHTALMS 110 TPYAOBbIM OTHOLIEHUSAM?
112.0npenenenue «rpyaoBOi 1OTOBOPY

113.Ha xakoii CpoK 3aKII04aeTcsi TPYA0BOW JOTOBOP?

114.B cKOIBKHUX 3K3EMIUISIpax COCTaBISAETCS TPYIOBOM 10roBOp?
115.'ne xpanutcs Tpy10BOM 10roBOp?

116.PexBu3uthl Tpya0BOrO 10roBopa’?

117.Buasl nmpruka3oB 10 JIMYHOMY COCTaBY.

118.TpebGoBanus k opopmiieHHIO TeKcTa nmpruka3os 1o JIC.
119.Vuudunuposannsie popmsl npuxazosn 1o JIC?

120.Cpoxu xpaHnenus npukasos o JIC?

121.Ha ocHOBaHuu, Kakoro JA0KyMeHTa, u3/iatoTcs npukassl mno JIC?
122.Yt0 3amoyHAI0T Ha OCHOBaHUM npukasa mno JIC?

123.Yto 00s3aTenbHO yKa3bIBAIOT B KOHIIE Nnpukasa mno JIC?

124. [TaiiTe onpeaeneHus «10KyMeHTO000pOT».

125.1ToTOKM TOKYMEHTAIIUH.

126.9tansl 00pabOTKU U ABMKEHUS TOKYMEHTOB.

127.06beM 1okyMeHTO000pOoTA.

128.J1n51 yero Hy)xHa BeJIMYMHA 00bEMa JIOKyMEHT0000poTa?

129. /1151 yero Hy»eH KOHTPOJIb 32 UCIIOJTHEHHUEM TOKYMEHTOB?
130.Buabl koHTpOIsA?

131.3amaun rpynmbl KOHTPOJIS 32 UCTIOJIHEHUEM TOKYMEHTOB?
132.3Tamnbl KOHTPOIs (32 CPOKAMU) UCTIOTTHEHUS TOKYMEHTOB.

133.KT0 MOXKET CHSITh IOKYMEHT C KOHTPOJIS?

134./TaiiTe omnpeneneHue: - perucTpanus; - PErUCTPALMOHHBIA HOMEpP; - PETUCTPALMOHHO-
yuetHas ¢popma 135.1lenu perucrpanum.

136.Kakue n1oKkyMEHTBI HE MOAJIEkKAT PETUCTpaun?

137.®omsbl perucTpanuy JOKyMEHTOB.

138.CKOJIBKO a3 pErucTpUpyroTCs JOKYMEHTHI?

139.Peructpupytot a1 TOKyMEHT IIpH NEepeAaydu B APyroe nojapasjenenue?
140.0OcHOBHBIE PEKBU3UTHI PETUCTPALIUH.
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141.MaiiTe onpeneneHue «oOpareHe»

142 . Knaccuduxarus oOpalieHuii o coep kaHuio 1 mo Gopme.
143.Knaccudukamnust oOparieHuii rpaxaaH Mo 0COOEHHOCTSIM UX PACCMOTPEHHS.
144.Cpoxu paccMOTpeHust 00palieHui rpakaan?

145.Cpoku paccMOTpeHus: 00palieHnii BOGHHOCTY)KaIIUX U UX ceMeit?

146.YTo 10KHO coiepKaTh MMCBMEHHOE oOpareHue?

147.Yt0 10IKHO cofepKaTh MHTEPHET-00paIieHue?

148.Kak BegeTcs TMUYHBIN NTpUeM rpaxjaan?

149.@opmsbl perucTpanyy o0pameHuii rpaxJaH.

150.Benercst a1 1eI0MPOU3BOACTBO MO OOpaIeHUSIM TpakJaH OTICIBbHO OT JPYIHMX BHJIOB
JIeIONPOU3BOJICTBA?

151.Vau4TOoX)KaeTcs 11 KOHBEPT aBTOpa odparieHus?

152.Kakum gokymeHTOM OpopmitsieTcss oOpalieHre, mocTynuBInee 1o tenedony?
153.KTo moanuceiBaeT OTBET Ha oOpaiieHue?

154.B uem 3akit0uaeTCsi CYIIHOCTh KOH(PUICHIIUATHHOTO JEIONPON3BOACTBA?
155.PackpoiiTe noHsATHE «KOH(DHUICHIMAIBHBIA JOKYMEHT.

156.11epeuncnute BUIBI CBEACHUI KOH(MUIECHIIMATLHOTO XapaKTepa.

157.9T10 coboi mpeacTaBsAIOT MEPCOHATBHBIC TaHHBIC?

158.Kakue cBefieHUs1 OTHOCATCS K MH(OpPMAIMHU, COCTABIIAIONICH KOMMEPUECKYIO TaltHy?
159.Uto oTHOCHUTCS K MPaBOBBIM MepaM 3ailuThl uHGopmamu?

160.B yeM 3akir04ar0TCsl OpraHU3alMOHHBIM MEPHI 3aIIUTHI HHPOpMAUU?
161.Yto Takoe rpud KoH(PpHICHIHATBHOCTH?

162.0cob6eHHOCTH TOKYMEHTHPOBaHUS KOH(PHICHIIMATBHON HHDOopMarum?
163.]1aiiTe onpeneneHne «KHOMEHKIATypa AeD».

164.Buibl HOMEHKIATYPHI JIE.

165.Ha3zHaueHrne HOMEHKIIATyphI eIl

166.Yem pykoBoactByercs OB/] npu cocTaBieHUN HOMEHKIIATYph A€ ?
167.Kem cocTaBnsieTcs U COOTBETCTBEHHO MOJIITUCHIBAETCS HOMEHKIIATypa Aein?
168.C kem coriacoBbIBa€TCSI HOMEHKJIATypa aemn?

169.Kem yTBepk1aeTcst HOMEHKIaTypa aein?

170.Korna BBoUTCS B IeMCTBHUE HOMEHKJIATypa Aei?

171.YTo siBAsieTCS HA3BaHUSIMU Pa3/IeJIOB HOMEHKIATYpPhI Je1?

172.0OcHOBHBIE TPU3HAKU 3aBEJICHUS €717

173.Kakas 3anuch 1e1aeTcsi B HOMEHKIIAType JIe] 0 OKOHYaHUU roja’?

174.B kakoi CpoK HEOOXOIUMO CO37aTh HOBYIO HOMEHKJIATYPY JIeJ, €CJIH TMOSBUIOCH HOBOE
CTPYKTYPHOE MOJpa3aeieHue?

175.Kak opopmisercs pekBu3uT «I'pud yTBepKaeHUS» JOHKHOCTHBIM JIUIIOM.
176.Kaxue BUIbI coritacoBaHus OBIBAIOT?

177.0dbopmiieHre pEKBU3HUTA «BU3a COTJIACOBAHUS».

178.TexHODOTHS aBTOMAaTU3UPOBAHHON 00pabOTKH TIOKYMEHTAIIUN

179.0061mas xapakTepucTuKa OpraHU3aIMOHHBIX TEXHHYECKUX CPEJICTB.
180.ABTOMATU3MPOBAHHBIE CUCTEMBI JIETONPOU3BOJICTBA.

181.11paBuna u mOpsAIOK TUPAKUPOBAHUS TOKYMEHTOB.

CamocToaTenbHas paboTta oby4varoLmnxcs:

Nel TlogroroButh mnpe3eHTanur 1Mo TeMe «HMcTopusi BO3HMKHOBEHUS M 3Tambl Pa3BUTHS
JIenonpoun3BocTBa B Poccum»

®opmMa KOHTPOJISI: 3alIUTa TPE3CHTAUN

Ne2 TloaroToBUTH KOHCIEKT Ha Temy: TpeOoBaHMS K HW3TOTOBICHHIO, YUETy U XPaHEHUIO
repOOBBIX OJAHKOB.
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®opmMa KOHTPOJISI: TIPOBEPKA TETpaaei

Ne3 coobmienne Ha Temy «Ponb OpraHM3allMOHHBIX, PACIOPSIUTENBHBIX U HH()OPMAIIMOHHO-
CIIPABOYHBIX IOKYMEHTOB B cepe yrpaBIeCHUS»

dopma KOHTPOJIS: IPOBEPKaA TETPaJieH, BHICTYILIICHUE

Ne4  TlogroroButrh KpoccBOpZ Ha TeMy «Buabl opraHM3allOHHO-PACIOPSAIUTENIBHBIX
JIOKYMEHTOB.

®opmMa KOHTPOJIsI: TIPOBEPKA TETpaaei
No5 BpinonHeHre MHAMBUAYATbHBIX 3aJaHUMN.
®opmMa KOHTPOJISI: IPOBEPKA TOKYMEHTOB

Ne6 TloproroButh pmokmang Ha Temy: OCOOCHHOCTH S3bIKA, CTHWIIA M PEIAKTHPOBAHUS
yIPaBJIE€HYECKUX JOKYMEHTOB.

®opmMa KOHTPOJISI: BBICTYIIJICHUE

Ne7 nonroroButh Aokian Ha TeMy: «llepcreKTUBBI UCIIOIB30BaHUS AIEKTPOHHBIX JOKYMEHTOB B
YIPaBICHUYECKON AESITETbHOCTIY.

®opmMa KOHTPOJISI: BHICTYIIJICHUE

Ne8 TlogrotoButh [OKNAaX Ha TeMy: «XapakTepuUCTUKa U TMOPSJIOK JOcTyma K
JTIOKyMEHTHUPOBaHHOM nHopMaruu ¢ rpudom «J1st cayeOHOro MoTb30BaHUs».

®opMa KOHTPOJISA: BBICTYIIJIEHUE

Ne9 Hanucarp scce Ha Temy «Moe MoHATHE O JOKyMeHTe. Poib nenonpousBoacTBa B Moei
Oyayeit mpodeccum.

dopMa KOHTPOJIA: IPOBEPKA TETPaaeH

NelO IloaroroBuths nokian Ha Temy: «lIpemmyiecTBa U HEAOCTATKU 3JIEKTPOHHBIX apXHWBOB
JIOKYMEHTOB.

®opMa KOHTPOJISA: BBICTYIIJIEHUE

Mpaktnyeckoe 3aHsaTMEe Ne 1 WM3yyeHme HopmaTMBHO-NpaBoBon 6a3bl
OOKYMEHTaUMOHHOro obecneyeHms ynpasneHums

®opmupyemsblie ymeHnus: yl

eau 3aHaTHA:
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N3yunTs:

® HOPMATHUBHO-TIPABOBYIO 0a3y JOKYMEHTAIMOHHOTO O0ECTICUEHUs yIIPaBICHUS
Hayuurscs:

®  OCYIIECTBJIATH MMOMCK HEOOXOAMMBIX HOPMATHBHO-TIPABOBBIX aKTOB
Conep:kanue oryera:

B terpaau mis nmpakTuueckux paboT HEOOXOUMO:

J yKa3aTh TEMY U HOMEp MPAaKTUIECKO paboThI

J LIeJIb 3aHATHUS

o OTPa3UTh XOJ BHITOJIHEHUS pabOTHI

J OTBETUTh NMCbMEHHO HA KOHTPOJIbHBIE BOIIPOCHI
J clienath BbIBOA 110 padoTe

KOHTpOJIbeIe BOITPOCHI:

1. Kakue ocHOBHBIE 3aKOHBI peryaupyot JJOY?

2. Kaxoit ctangapt ucnonab3yroT st 0OpMIICHUST OPraHU3alMOHHO-

PacHOPSIUTENBHBIX JOKYMEHTOB?
3. Yro moHMMaeTcs 1o yHU(UKAIMEH U cTaHAapTU3anueii?

4. Uro mpencraBiaser  coboit  YHuduuMpoBaHHas ~— cHCTEMa

nokymeHToB (JJOY)?

5. C kakol 1enpto papadoran u BBeaeH B aeiicteue "['OCT P 7.0.97-
2016. HanmonaneHseiii crangapt Poccuiickoit @enepanyun. Cucrtema CTaHIapTOB
no uHbopmaluu, OMOTUOTEUHOMY W HM3JaTeNbCKOMY neny. OpraHu3alioHHO-
pacriopsiauTeNbHas TOKyMeHTanus. TpeboBaHUs K OQOPMIICHUIO JTOKYMEHTORB'

(yrB. IIpukazom Poccrannapra ot 08.12.2016 N 2004-ct) (pexn. ot 14.05.2018)?

38}13HI/IH, BbIHCCCHHBIC HA 3aHATHUA:

1. W3yunth HOpMaTHUBHO-TIPaBOBYIO 0a3y JAOKYMEHTAI[MOHHOTO

obecrieueHus yrpaBieHHUs! BKIIOYAIOMIYIO:
. 3axonvt PD:

— @enepanbHblil 3akoH «O0 MHPOpPMaLUM, UHPOPMAMOHHBIX TEXHOJIOTHUSX U O

3amute naGopmarum» ot 27 uronst 2006 . Ne 149-03;

— @enepanbHbli 3ak0H Poccutickoit @enepannn «O TEXHUYECKOM PETYITUPOBAHUM

ot 27 nexabps 2002 1. Ne 184-D3;

28


file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Федеральный%20закон%20Об%20информации%20от%2027.07.2006%20N%20149-ФЗ%20(ред.%20от%2029.07.2017.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Федеральный%20закон%20Об%20информации%20от%2027.07.2006%20N%20149-ФЗ%20(ред.%20от%2029.07.2017.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Федеральный%20закон%20О%20техническом%20регулировании%20от%2027.12.2002%20N%20184-ФЗ%20(ред.%20от%2029.07.2017.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Федеральный%20закон%20О%20техническом%20регулировании%20от%2027.12.2002%20N%20184-ФЗ%20(ред.%20от%2029.07.2017.rtf

— 3akoH Poccuiickoit @enepannn «O rocynapcTBeHHOU TaitHe» oT 21 utonsa 1993 r.

Ne 5485-1.
. I'OCTo1 PP:

"TOCT P 7.0.97-2016. Hammonanwsubii crangapt Poccuiickoii dDepepamnuu.
Cuctema craHmaproB 1o uHPOpMaLWU, OMOIMOTEYHOMY M H3AATEIBCKOMY JIEIy.
Opranu3annoOHHO-pacTIOpAAUTENbHAS JAOKYMEHTAMs. TpeboBaHMs K OQOPMIICHHIO
nokymeHToB" (yrB. Ilpmkazom Poccranmapra ot 08.12.2016 N 2004-ct) (pem. ot
14.05.2018)

— T'OCT P 51141-98. «/lenonpou3BoACTBO U apXuUBHOE [en0. TepMuHBI U

OIIpeCIICHUS»

— IlepedyeHp THUNOBBIX  YIpPaBJIEHYECKUX  JOKYMEHTOB, OOpa3yloIIHUXCS B

ACATCIIBHOCTH OpFaHI/I?»aLII/II‘/'L C YKa3aHUEM CPOKOB XpaHCHUA

Oo6uepoccuiickne KJIaccu(puKaATOPHI:

O6mepoccutickuit knaccupuxatop npoaykuuu (OKIT)

Ob6mepoccuiickuii knaccudukarop ympasieHnueckoit nokymenranuu (OKY 1)
Ob1mepoccuiickuii kaccupuKaTop BUI0B SKOHOMHUYECKOH nesrenbHocTy (OKBO/)

O6mepoccuiickuii kiaccudukarop npodeccuit pabounx, MTOJPKHOCTEH CIyX alluX U Tapu(PHBIX
paspsanos (OKIIATP).

ITocranoBiienus I'ockomcrara Poccun:
[TocranoBnenue I'ockomctara Poccun ot 5 siuBapst 2004r. Nel;
H3yuyure TeopeTHYecKHil MaTepHaJL:

Crangaprusanusa M yYaudukanusa cucremsl J1OY

Bonpmias 9acte ynpaBneHUeckoil WHQOpMalMM 3aKperuisieTcs B Buie JoKyMeHToB. CaMm mporecc
yIpaBIICHUsST XapaKTEPeH 3HAYMTEIBHBIM pPa3HOOOpa3HeM M TOBTOPSEMOCTHIO PabOYMX CHUTyaluil W
MPEITPUHUMATENLCKUX JEUCTBUH 10 uX paspemeHuo. OCHOBHBIM HAIPaBICHHUEM COBEPIICHCTBOBAHUS
JIOKYMEHTAIIMHU SIBJISIOTCS YHU(DUKAITUS U CTAHAaPTU3AIHSL.

Ion ynughuxayueri moHUMaETCs MPUBEACHUE YEr0-JIN00 K eIUHON cucTeme, hopmMe, eTnHO00pa3uio.
YHI/I(bI/IKaHI/ISI OOKYMCHTOB TIIPOM3BOAUTCA B MHCIIAX COKpall€HHUA KOJIUYECTBA IPHUMCHACMBIX B
VIIPaBIICHYECKOW JICATEIBHOCTH JIOKYMEHTOB, THIH3aIUK WX (OPM, YCTAHOBICHHS €IMHOOOPa3HBIX
TpeboBaHUT K OQOPMIICHHIO JIOKYMEHTOB, CO37[aBAEMBIX IMPHU PEIICHUH OJHOTHITHBIX YIIPABIECHUECKUX
3ajla4, CHIKCHUIO 3aTpaT Ha IMOJrOTOBKY M 00pabOTKy JOKYMEHTOB, JHOCTHXXEHUS WH()OPMAIIMOHHOM
COBMCECTHUMOCTH 6213 JaHHBIX, CO31aBacMBbIX B Ppa3INYHbIX OTpaciisax JCATCIBbHOCTH.
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PanmonansHO OpFaHH30BaHHBIﬁ KOMIIJICKC B3aMMOCBA3aHHBIX ITOKYMCHTOB, CO3JaHHBIM 110 €IHHBIM
npaBujiaM H Tpe60BaHI/I$IM n HpI/IMGH}ICMBIf/i B onpe;[eneHHOﬁ ob0macTu JACATCIbHOCTH, HA3bIBAIOT

yHUpuyuposannou cucmemou ooxymernmayuu (YCI).

CyTI) cmaHOapmwauuu 3aKJIFOYa€TCd B BO3BCACHUHM B HOPMY, 065133TCJ'II>HYIO AJid  IIPUMCHCHUA,

ONTHMAJIBHBIX TPAaBUI W TpeOOBaHMU IO pa3padOTKe M O(POPMIICHUIO JOKYMEHTOB, INPHHSITHIX B
YCTAHOBJICHHOM IMOpSAKE Ui BceoOIIero W MHOTOKPAaTHOTO WX MPHUMEHEHHUS B JEIONPOM3BOJCTBE.
Pesynbrarel  pa3pabotku mpu  3TOM OodopMisiOTCs B BHAe MexkrocynapcrBeHHbix  ([OCT),
rocynapctBeHHbIX (I'OCTP), otpacnesbix (OCT) cTaHmapTOB U CTaHAAPTOB MPEANPHATHH, YIPEKICHUN
u opranuzanuii (CTII).
Pesynprarom paboTsl 0 YHH(UKANNK ¥ CTAaHAAPTH3AIMHA MOTYT OBITh KaK CTaHAAPTHI HA OTAEIbHBIC
BB T0KyMeHTOB (Hanmpumep "MFOCT 7.32-2001. MexrocyaapcTBeHHbIM cTaHaapTt. Cucrema
cTaHaapToB no uHdopmauum, 6MbnoreuHoMy U uspatenbCKoMy aeny. OTyer o HayyHo-
uccnepoBatenbckoit pabore. CrTpyktypa wu npaBwia odcdopmnenua."” (BBegeH
MocraHoBnenHunem lNoccraHpgapra Poccun ot 04.09.2001 N 367-cT) (pea. ot 07.09.2005),
TaK U Ha yHUQUIMPOBAHHBIC CUCTEMbI JoKyMeHTamu. Hanpumep, MoctaHoBneHune MNoccraHpapra
P® ot 03.03.2003 N 65-ct "O npuHATUM U BBeOgEeHUU B OEACTBUE FOCy[apCTBEHHOro
ctaHgapTta Poccunckon ®egepauun” (Bmecte ¢ "NOCT P 6.30-2003. NocynapcTBeHHbIN
ctaHgapt Poccunckon ®Pepepauun. YHubUUMpOBaHHbIE CUCTEMbI [AOKYMEHTauuu.
YHudmumpoBaHHaa cuctemMa oOpraHusauuoOHHO-pacnopsAUTeNbHOW AOKYMeHTauuu.
TpeboBaHusa Kk ocdopMneHur0 OOKYMEHTOB") BXOIWT B COCTaB yHH(PHIIUPOBAHHOW CHCTEMBI
oprasm3anoHHO-pacnopsauTenpHoi gokymentanuu (YCOPJ]). Kpome Toro, B cTpaHe AEWCTBYIOT
YHUQUIMPOBAHHAS CHCTEMa OAaHKOBCKOW JIOKYMEHTAINH, TOKYMEHTAIUH 10 YUEeTy TPyAa U €ro OIUIATHI,
BHEIIIHETOPrOBOM JOKYMEHTallMd © T.JO. ToJHBIA mnepededb YCJ| man B OOmiepoccuiickom
KJ1acCu(UKaTOpe yrnpasjieHueckoi nokymenTarmu OK 011-93.
TpedoBanus K pa3padoTke YHH(PHIIHPOBAHHBIX (JOPM TOKYMEHTOB
1. YHaudumupoBanHbsie GOPMBI JOKYMEHTOB pa3pabaThIBaIOTCS P HEOOXOAUMOCTH
(opMHpOBaHUS HOBBIX [OKa3aTeled s pemieHust 3ajad  ynpaBieHus. He nomyckaercs

IyOnMpoBaTh OKa3aTeNn B Pa3JInUHbIX (popMax JOKyMEHTOB.

2. PexBu3utel ¢GopM IOKyMEHTa pa3MelIaloT Ha OCHOBe (opMyIsipa-o0pasna,
MOCTPOCHHOTO C YYETOM pAalUOHAIBHOTO HCIOJb30BAaHHUS JABYX CTOPOH JUCTa It (opMm
JOKYMEHTOB, OJaHKM KOTOPBIX H3rOTAaBIMBAIOTCS TUHOrpadcKuM crocobom. Btopas wu
NOCJIEAYIOUINE CTPAaHUILbI JOJDKHBI OBITH MPOHYMepoBaHbl. Homepa cTpaHMI MPOCTABISIOTCS B

CepeIMHE BEPXHETO MOJIS JICcTa apabCKUMK TUPpaMH.

3. HanmeHoBaHUSI PEKBU3UTOB YHU(PHUIIMPOBAHHBIX (OPM JTOKYMEHTOB JOJIKHEI
COOTBETCTBOBATh HAaWMEHOBAHUSAM, MPHUHATHIM B OOIIEPOCCHUICKUX KIIacCU(PUKATOPaX TEXHHUKO-

sxoHOMHYeckoi napopmarun (OKTON).
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4. B nanvenoBaHHAX Tpad, B KOTOPHIX HpPeIyCMaTPHUBAETCS MPOCTaHOBKA KOJOB,
ClelyeT yKa3aTh COKpallleHHbIE HAWMCHOBAHUS HCIIONB3YEMBIX KJIACCU(UKATOPOB WU

MPUHATYIO ISl HUX HISHTH(UKAIIHIO.

5. [loctossHHBIE peKkBU3UTHI (HOpPM  JOKYMEHTOB JOJDKHBI, KakK IIpaBuIIo,
MIpEeIIIecTBOBaTh NepeMeHHbIM. [lepBrie rpadbl TabmUIBI B 30HE, COAEpIKAIEH PEKBU3UTHI,
noJiyIekanme oopaboTke CpeCTBAMH BBIYMCIUTENFHOW TEXHUKH, JOJDKHBI OBITh OTBEACHBI JIJIS

PEKBU3UTOB, HACHTUPHULINPYIOMUX TpH BBoAE B OBM nHpopManuio, pa3MeeHHyI0 B CTPOKE.

6. [Ipu ucnonbp30BaHUM METO/IA KOHTPOJIBHOTO CYMMHPOBaHUSI PEKOMEHIYETCSI AJIs
3alMCH KOHTPOJBHBIX CYMM, MpEJHAa3HAYEHHBIX Ui 3aIIUTHl MH(OpMAMU OT CIy4alHBIX
omnOOK, OTBOAUTH TMOCIETHIO CTPOKY Tabiuubel W (unm) ee rpady c yderom TpeOOBaHHA

BBIUMCITUTEIBHBIX CPEJICTB, MPUMEHIEMBIX ITpH 00padOTKe TaHHBIX.

7. TpeboBanus K TEKCTaM JOKYMEHTOB U HOPSIIOK UX M3JI0KEHHS ONIPEIEIISIOTCS 10

HOPMATHBHBIM JOKYMCEHTAM HAa OPraHU3allMOHHO-PACTIOPAAUTCIIBHYIO JOKYMEHTAIUIO.

8. Coxkpaimenusi  cjioB B (opmax JAOKYMEHTOB JO/DKHBI COOTBETCTBOBAThH

JIEHCTBYIONIUM TIpaBmiIaM opdorpadun 1 MyHKTyaluu U coKpameHusM, mpuaITeiM B OKTOU.

Kaaccupuxkanus yaupuuupoBaHHbIX GopM JOKYMEHTOB

B 3aBucumocTH OT YpOBHS YTBEepKIEHHS yHU(UIMPOBAHHBIE (OPMBI JOKYMEHTOB pa3leNIOTCS Ha

YeThIpe KaTeropuu:

— rocyaapcTBeHHbIE (00IIePOCCHICKHE);

— oTpacneBble (BeJOMCTBEHHBIE);

— cybwekToB Poccuiickoii @enepanuu;

— (OpMBI TOKYMEHTOB 00beIMHEHNH, IPEANPHUITUH, OpraHU3aLHH.

[MpakTuyeckoe 3aHAaTME Ne2 CTpyKTypa ynpaBneHus JOKYMeHTaunen

OcHOBHBIE BOIIPOCHI, paCCMaTPHUBAEMbIE HA 3aHSITHUHU:
1. IToHsATHE TOKYMEHTALMOHHOTO 00ECIeUeHHsI YIPABIEHUS U €r0 COCTABIISIOLINE.
2. [IpaBoBo€ obecneyeHne JOKYMEHTAIHOHHOTO 00eCTIeYeH s YIIPaBIEHHUS.

3. HOpMaTI/IBHO'MeTOI[I/ILIeCKI/Ie AKThl, COJACPIKAIIUC OCHOBHLIC IPHUHIHUIILI paGOTLI C

JOKYMCHTaMM.

KOJLy:

4. KagpoBoe obecrieueHne T0KyMEHTallMOHHOTO 00ecnieueH s YIpaBIeHHUsI.
5. VYHudukauus u cTanapTU3alus B yIpaBJleHUH TOKyMEHTalUEeH.

[Ipaxktuxym: Mcnone3ys OKVY /I, onpenennure kiacce, NOAKIACC U BUJ JOKYMEHTA IO €0

Bapuant 1 - 03010022
BapwmanT 2 - 02520519
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BapuanT 3 - 05045013
Bapuanr 4 - 06150551
Bapuant 5 - 08020025
Bapuanr 6 - 04013548

HazoBuTe oCHOBHBIE 3Tambl pabOTHl ¢ JOKYMEHTaMH, KoTopble Bhimesitor B EI'CJI,
I'CHAOY.

Odopmurte 31U CBeIeHUS B BUJIE CXeMBI (pabouas marnka).

npaKTVI‘-IeCKOG 3aHaTMe Ne 3 l/I3yquV|e pacnonoxeHna pexkBun3nToB U
rpaHnubl 30H 6naHkoB OOKYMEHTOB

®opmupyembie yMeHus: yl
eau 3aHaATHA:
U3YYHUTh:

® COCTaB M PAcIOJIOKEHHE PEKBU3UTOB M TPaHUIIBI 30H Ha (popmaTte A4 yrioBoro u
IPOJOJIBHOrO OJIAHKOB OpraHU3aLUu.
HAY4YHUThCS:
e pazpabarbIiBaTh CTaHIAPTHBIC OJIAHKU OpraHU3aIIH.
Copaeprxanue oTyera:

B rerpanu ans npakTHueckux pabot HeoOX0IUMO:

. yKa3aTh TEMY U HOMEpP MPaKTUYECKOM pabOThI

L4 1ICJIb 3aHATUSA

o OTPa3UTh XOJ BBITOIHEHUS paOOThHI

. OTBETUTh MUCHMEHHO HA KOHTPOILHBIE BOMTPOCHI
. c/eNaTh BBIBOJ IO paboTe

KOHTpOJII)HbIe BOITPOCKHI:

1. CoctaB  peKBHU3UTOB, KOTOpbIE HCHOJB3YIOTCA IpHU
MOJrOTOBKE U OPOPMIIEHUH YIIPaBIEHYECKUX TOKYMEHTOB

2. Pacrnono)xeHne peKkBU3UTOB U IPpaHULbI 30H Ha popmate A4
YIJIOBOT'O U MPOJOJILHOTO OJIAaHKOB OpraHHU3aLUu.

3. Pa3paboTka craHmapTHRIX OJIAHKOB OpraHU3aIIUH.
3anaHusi, BbBIHECEHHbIE HA 3aHATHSL:

1. I/I3y‘-II/ITB PacCioJIOKCHHUEC PCKBU3UTOB U T'paHUIBI 30H Ha

dopmare A4 yrimosoro u npoaosbHoro 6aankos cornacHo 'OCT P 6.30-
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2003 «YHubuIupoBaHHBIE CUCTEMBI JTOKYMEHTAIIMU. Y HUDUIIMPOBAHHAS
CHUCTCMAa oprT: aHI/I3aI_II/IOHHO-paCHOPﬂHHTeHBHOﬁ AOKYMCHTAIlUH.
TpeboBanust K 0(OPMIICHUIO TOKYMEHTOB

2. Paccmotpets 00pa3iib OJIaHKOB JIOKYMEHTOB,
npencrasiaennsie B 'OCT P 6.30-2003 «YHupHUIUPOBAaHHBIE CHUCTEMBI
JOKYMEHTaluu.  YHU(UUIUpOBAHHAA  CHCTEMa  OpPraHU3alMOHHO-
pacropsauTeNbHON  JOKyMeHTauuu. TpeOoBanus K  0(OPMIICHUIO
JIOKYMEHTOB.

3. CamocrosrenbHo B peaaktope Microsoft Word cocraButh u
0(pOPMUTH CIEAYIONINE BUIBI OJAHKOB MPEIIPUSTHS

e 0o0mMi OJIAHK MPEITPUATHUS

® YrI0BOM OJIaHK MUCHhMa TPEIIPUITHS

® [IPOJIOJIbHBIN OJaHK MHCHMA MIPEIITPUATHS
e (JIaHK KOHKPETHOTO BHJIA IOKyMEHTA

e (OJIaHK KOHKPETHOT'O JIOJDKHOCTHOTO JIMI[A

[MpakTnyeckas paboTa Ne4 CocTtaBneHue n oopMIieHne

opraHnm3aumnMoHHbIX JOKYMEHTOB
dopmupyeMble 3HAHUSI U YMEHHs: 33,

ean 3ansaTHSA

U3y4YeHHE:
. OCHOBHBIX BUJIOB YIIPABJIEHYECKUX JOKYMEHTOB
. 0COOEHHOCTE cocTaBlieHHs U O(OPMIIEHUS OpraHU3alMOHHBIX
JIOKYMEHTOB

Conepma}me oTyerTa:

B Terpanu nns npakTuueckux pabot HEOOX0IUMO:

. yKa3aTh TEMY U HOMEpP MPaKTUYECKOM pabOThI

° LIENIb 3aHATHSA

° OTPa3UTh XOJ BBITOIHEHUS pabOThI

(] OTBCTUTH ITMCBMCHHO Ha KOHTpOJ'IBHI)Ie BOHpOCBI
° CZeNaTh BBIBOJ IO paboTe

KoHnTpoJibHbBIE BOIPOCHI:

1. OpranuzarmoHHbIC JOKYMEHTHI: YCTaB, MOJIOKEHUE, MHCTPYKIIUS, IITATHOE PACIIUCAHHE,
MpaBujia BHYTPEHHETO TPYIOBOTO PaCIOpsIKa.

3aI[aHl/lﬂ, BbIHCCCHHbIC HA 3AHATHUA:
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1. UByunth 0COOEHHOCTU COCTABIEHUS OPTaHU3AIIMOHHBIX TOKYMEHTOB:
¢ YycTas
® IOJIOKEHUE
® HHCT us

® JOJKHOCTHAA MHCTPYKIIHUA

® INTAaTHOC paClucCaHuec

® CTPVYKTYypa U 1TaTHasd YMCJICHHOCTD

® JIpaBHJida BHYTPCHHCIO TPYAOBOI'O paCIiOpAaKa.
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[MpakTnyeckas paboTa Ne5 CocraBsneHune n odopmneHne

pacnopAaanTesibHbIX JOKYMEHTOB
®opmupyeMblie 3HAHUSI U YMEHHS:

ean 3anaATUA

U3YYHTh:
. OCHOBHBIE BH/Ibl YIIPABICHUYECKUX JTOKYMEHTOB
. yHA(DUIIPOBAaHHBIE (OPMBI TMEPBUYHOM YUETHOH HOKYMEHTAIHH
0 Y4eTy TpyJa U €ro OIUIaThI
. 0COOEHHOCTH COCTaBICHHA U OGOPMIICHUS PaACIOPITUTEIBHBIX
JIOKYMEHTOB
HAaYYUTBHCA!
) 0hOpMIIATH PACIIOPSIAUTENbHBIC JOKYMEHTBI

Conep:xanue oryera:

B terpaau mis nmpakTuueckux paboT HEOOXO0UMO:

L4 YKa3aTb TEMY U HOMCD HpaKTHHeCKOﬁ pa6OTBI

L4 O Ciab 3aHATHA

L4 OTpa3uTh X0/ BBIITOJIHCHUA pa60T1>1

o OTBCTUTH NMCbMCHHO Ha KOHTPOJIbHBIC BOIIPOCHL
L4 CACJaaThb BBIBOJ I10 pa60Te

KoHTpoJibHbIE BONIPOCHI:

2. PacnopsiiuTenbHble JTOKYMEHTBHI: TPHKa3, paclopshkKeHHe, MOCTAHOBIEHHE, YyKa3zaHUe,
peleHue.

3. Kakue nOKyMEHTBI OTHOCATCS K YHHU(UIUPOBAHHBIM (OpMaM MNEPBUYHOM YYETHOM
JOKYMEHTAllMu 10 YYeTy TOProBbIX omepauuid B coorBercTBUM C [locTaHOBiIEeHHEM
I'ockomcrara N 132 ot 25 nekaOpst 1998 r. "O0 yTBepkaeHUN YHUDUIIUPOBAHHBIX POPM
NEPBUYHOMN YUETHOH TIOKyMEHTAllUU 10 Y4eTy TOProBBIX onepanui"?

38}13HI/IH, BbBIHCCCHHBIC HA 3aHATHUA:

1. H3yyutrs o0co0eHHOCTH cOCTaBjaeHHA W OGOpPMIICHUS
PacnopsiIuTeNbHbIX JOKYMEHTOB:

¢ [IpUKaA3
® DpPaCIopsXKCHHUEC

® JTIOCTAHOBJICHHUEC

® YKA34daHHC
® PCIHICHUC

e [IpeTeH3MOHHOE HUCHEMO
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2. N3yunth yHUUIHpPOBaHHBIE (POPMBI MEPBUYHONW YUSTHOU
JOKYMCHTAIUU I10 YUCTY TpyAa U €ro OIJiaThblL:

e TI1. IIpukas (pacuopsikeHue) o mpueme pabOTHUKOB Ha padoTy

e Tla. [Ipuxka3s (pacuopskeHue) o npueMe paboOTHUKOB Ha paboTy

e T2. JInyHnasg KapTOUyKa

e T3. IllTaTHOE pacoucaHue

e T5. Ilpukas (pacunopsikeHue) o rnepeojiec paboTHUKA HA APYIVIO paboTy

e T5a. [Ipuxkas (pacropsKeHue) 0 epeBoie paboTHUKA Ha IPYIVIO paboTy

e T6. Ilpukas (DaCHODX}KCHI/Ie) O IMpCAOCTABJICHHUH OTIIYCKa Da6OTHI/IKV

e To6a. [Ipuxkas (pacruopssKeHue) 0 NPEJIOCTABIEHUNA OTIIYCKA PAOOTHUKY

e T8. Ilpukas (pacropspKeHne) 0 OpekpanieHun (PacTOpKEHHUHU) TPYIAOBOTO
JIOTOBOPa ¢ paOOTHUKOM (YBOJIBLHEHHUN )

e T9. [Ipukas (DaCHODX}KCHI/Ie) O HaITpaBJICHUH Da6OTHI/IKa B KOMaHJIHWPOBKY

e T9a. ITpuka3s (DaCHODSI)KeHI/IC) (6} HarrpaBJICHUN Da6OTHI/IKa B
KOMaHJIHNPOBKY

e TI10. KoMaHAMPOBOYHOE VIIOCTOBEPEHUE

e TI10a. CnyxkeOHOE 3aMaHue UId HAIPABJIECHUS B KOMAHAUPOBKY WU OTYET O

€I'0 BBITIOJIHCHUU

e TI11. [Ipukas (pacuopsikeHue) o IMOOIIPEHNN paOOTHHUKA

3. O¢gopmurs npukas mo JHYHOMY COCTABY HAa OCHOBeE
JAHHBIX 3a]aHUs U 00pa3ua NpuJioxkeHus 1 k npakTuyeckoii padore.
[Tpuxa3z Ne 65k ot 05.03.20  «O mpenocTaBl€HUHM YYEHHMYECKOI'O OTIIYCKa» KacCHpy 3aBoja

W.I1. UBanoBoii ¢ 06.03.20 no 18.03.20  npoaomKUTENbHOCThIO 13 KalleHJapHbIX JHEH Ha
ocHoBaHuU cipaBku-BbI3oBa Ne 5655 ot 01.03.20  u 3asaBnenus kaccupa W.I1. IBanoBHOIA.
[IpoctaBuTh BH3y coryacoBaHusl HadaibHUKa oTaena kaapoB O.A. CepreeBoil U OTMETKY 00
03HAaKOMJICHHMH C MpUKa30M BaHOBOM.

4. O¢opmuTs npukKa3 N0 OCHOBHOH JeSiTeILHOCTH Ha
OCHOBE TMPENJIOKEHHbIX 00pa3snoB B NpPHIOKeHMHM 2 W 3 K
NpaKkTHYeCcKoil padore.
B coorBerctBun ¢ Pacnopsokenuem Mununctpa ot 04.03.20 Ne 115 «O6 ycunenuun

MPOTUBOMNOXKAPHON O€30aCHOCTM M YCUJICHHMM OXpaHbl B IEpPUOJ MPA3JIHUYHBIX JHE»
coctaBuTh npukaz Ne 245 or 06.03.20  uzgansHbil qupekTropoM HaydHO-TIpOM3BOJACTBEHHOTO
o0beuHeHns «Arponpubdop» r. Yccypuiicka M./I. I"'ankunbiM.

B pacnopsiantenbHON 4acTH BBIAEIUTH 4 IIyHKTA:

1. O6 opranuzanuu yOOpKH TeppUTOPUN O0BETUHEHUS

2. O mpoBepKE COCTOAHUS IEKTPONPOBOIKHI

3. O 1mpenocTraBleHMH B CEKpeTapuaT TI'€HEPalIbHOIO JUPEKTOpa CIHCKa COTPYIHHUKOB,
npeObIBaHNE KOTOPBIX HEO0X0AUMO Ha TEPPUTOPUU OOBETUHEHHUS B TIPA3THUYHBIE THU

4. KoHTpomb 32 UCIOJIHEHUEM BO3JIaraeTcsl Ha ri1aBHOro nHxeHepa oobenunenus [1.P. XKaposa.
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Kaxapiii myHKT paccMoTpeTh o cxeme «Komy?», «HUTo Hy»KHO caenath?», «Jlo kakoro cpoka?».
Hanpumep, k n.1 3aBeayromemy ckiagom O.H. HukutuHy opranuzoBaTh YOOPKY TEpPPUTOPUU
10 07.03.20__.

[IpocTaBuThH BU3Y IJ1aBHOTO UHXKEHEPA

[TocTaBuTh oT™METKY 00 HUcnionHuTene. Ucnonautenem spisiercss ConobeBa Tenedon 302-34-56

o. Odopmurs pacnopsizkenme Ne 137 or 10.03.20
IJIABHOTO MH:KeHepa MOCKOBCKOr0 CTaHKOCTPOMTEIbHOIO 3aBOJAA
«Texmamn» .M. ConnueBa «O BHeapenun crangapra OPJl CTII 02-
601» Ha ocHOBe NpeaT0KEeHHBIX 00Pa310B B NPUJIOKEeHHH S U 6.
B pacnopsautenbHO# 4acTu ykas3aTh 4 yHKTA:

1. O Baenpenuu cranmapra OPJ] CTII 02-601 Bo Bcex cimyx0ax, Ha ydacTKaxX U B CTPYKTYPHBIX
nozpaszzeneHusix 3asoja c 01.04.20 .

2. O6 opranmsanuu 3aHsaTHi 1o m3ydeHuto CTII 02-601 co cnenmamucTamMu UM WHKCHEPHO-
TEXHOJIOTHYECKHUM IepcoHajoM (¢ ykazanuem «Komy» u ¢ Kakoro ymcrna)

3. O6 opranuzauuu TupaxkupoBaHus OmankoB OPJI, TUMOBBIX TEKCTOB U YHU(DPUIIMPOBAHHBIX
dopm (¢ ykazanuem «Komy?»)

4. KoHTpOJIb 32 NCIIOJIHEHUEM PACHIOPSKEHUS BO3JIOKUTH HA 3aMECTUTENS IUPEKTOPA IO 00IUM
Bornpocam M.K. buposa.

[IpocraButh Bu3y ropuckoncynbta I1.K. JIyHoBa

[TocraButh 0TMETKY 00 UcnonuuTene. Mcnomaurenem sisisiercs XKypasnesa Tenedon 308-34-16

IIpuiaoxenue 1

OBPA3EL 3ASABJIEHUSA
I'enepanbsHOMY DUpEKTOPY
AO «Ydanedrerazctpoit»
P.b. TyxBaryinuny
oyxranrepa A.B. 3axapoBa
3ASBJIEHUE

[Tpomy mpenocTaBUTh OYepeqHOM OTIYCK Ha OcHOBaHMHU Tpaduka ormyckoB ¢ 01.03.2009 no
28.03.2009 npoaomKATENBHOCTBIO 28 KaJeHIapHbIX THEH.

(moamnuce) A.B. 3axapoB
20.02.2009

IIpusioxkenue 2

OBPA3EIl ITIPUKA3A 11O JIMYHOMY COCTABY
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TOO «Cgetnana»
[TPUKA3
10.03.2009 Ne 68
O npueme Ha paboTy
[TPUKA3BIBAIO:
[Tpunsare C.M. PakuTuHy Ha IOJDKHOCTH TiaBHOTO Oyxramrepa mexa Ne 1 ¢ 05.03.2009 c
oknagom 10000 (mecstb Thics4) pyOsied B MecAll COTJIACHO 3aKJIIOYEHHOMY TPYIOBOMY

KOHTPAKTY.

OcnoBanue: TpynoBoit koHTpakT Ne 20 ot 05.03.2009

['enepanbHbIN AUPEKTOP 0O.B. Cunopos
3amecTuTeNb IUPEKTOpa Mo Kaapam C.M. [1aBnoBa
KOpuckoncynbT C.K. UrnarneB
C npuka3om o3zHakomsieHa 10.03.2009 C.M. Pakutuna
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IIpunoxenue 3
MAKET ITPUKA3A IIO OCHOBHOM JESTEJbHOCTH

HaumenoBanue MHUHUCTCPCTBA
WJIM BEAOMCTBaA

HaumenoBanue opranuzanuu
[TPUKA3
00.00.0000 Ne
MecTto n3manus

3aroyioBOK (KpaTkoe coJiepKaHue, BHIPaKEHHOE
OTTJIaroJIbHBIM CYHICCTBUTCIIbHBIM B IIPCIJIOKHOM
naziexe, HaunHaeTcst mposiorom «O...»)

TeKkcT KOHCTAaTHPYIOIIEeH YacTH MpHKa3a. MPUBOIATCS (DAKTHI, MOCTYKUBIIUE OCHOBAHUEM JIISI
u3nanus npukaza. KoHcraTtupyromas 4acTh MOXET OTCYTCTBOBaTh. PacmopsiauTenbHas 4acTh
HaunHaetcs ciioBoM [TPUUKA3BIBAIO (numiercst OTaenbHO Ha CTPOKE)

1. ITomHOE HamMeHOBaHUE AOJKHOCTH HcnojgHuTens M.O. @amumnus B 1aTeIbHOM NAACKe WU
HAUMEHOBAHHME CTPYKTYPHOTO TOJApa3JelieHuss — HeoOXOAUMbIEe [EHCTBUS, BbIPAKECHHBIC
[JIaroJIOM B HEOTIPEIeNIeHHOH opme, - CpoK AeicTBHs (03 CIIOBA «CPOK»)

2. [lonnoe HanmenoBanue AopkHOCTH M.O. @amunus win CTpyKTypHOE Moapas3aeneHue (eciu B
MYHKTE HECKOJBKO JEHCTBUM, Pa3HBIX 110 XapaKTePy, TO KAKI0€ BBIIEISACTCS B MOIMYHKT):

2.1 JlelicTBHE U CPOK UCIIOJIHEHUS

2.2 To xe

3. [MocneaHuii MyHKT KUMEET MOCTOSHHYIO (POPMYITUPOBKY:

KoHTposb 3a ucnosHeHneM nprkasa BO3JI0XKUTh Ha (CTPYKTYpPHOE MOApa3IeIeHue UiIH JIMIIO, Ha
KOTOpOE BO3JAraercs KOHTPOJIb, HAMMEHOBAaHWE JOJDKHOCTH, (aMuius, WHUIUANBI B
BUHHUTEIILHOM TAJICKE).

HaumenoBaunue
JIOJ>KHOCTH PYKOBOIAUTENS HN.0. ®amunus

Ecnu Heo0xo1MMo, TO B ’TOM MECTE YKa3bIBatOT BU3BI (0€3 CIIOBa «BH3a»)
Halpumep

['maBHbI Oyxranrep N.0. ®amnnus

Jara
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IIpunoxenue 4

OBPA3EIl IIPUKA3A 110 OCHOBHOM NEATEJbHOCTH

3A0 «MHpOpMALIMOHHBIE CUCTEMBI»

ITPUKA3
10.04.2009 Ne 32

MockBa

O mepax 110 00eCIeYeHUI0 COXPAaHHOCTH IOKYMEHTOB

B mensx coBeplIeHCTBOBaHUS OPraHU3AIMOHHOTO M JIOKYMEHTAIMOHHOTO OOecreyYeHus
JESTENIbHOCTH OpPraHu3aluu 1 00ecreyeHns] COXpaHHOCTHU JJOKYMEHTOB

[TPUKA3BIBAIO:

1. Co3maTh KOMHCCHIO B COCTaBe: MpeJcelareib — 3aMECTHTENh AUPEKTOpa MO MepCcoHaly
ITerpos IL.IIL.

UneHbl KOMUCCHUU:

1. 3amecturens rmaBHoro Oyxranrepa Cunopona C.C.

2. HayanbHuk otaena kajapoB Bacuibsesa B.B.

3. Menemxep Pomanosa P.P.

2. Komuccun mpoBepUTh OpPraHU3allMI0 U YCIOBUS XpPaHEHHs YIPABICHUECKUX JTOKYMEHTOB U
IIPEJICTaBUTh Ha YTBEPXKIACHHUE aKTa IpoBepku 10 25.04.2017

3. KonTpossb 3a ucronHeHueM nprkasa Bo3loxuTth Ha cexkperaps @.U. Eroposy.

Jupekrop N.N. NBanoB
Haganeauk obmiero otmena A.JI. KazakoBa
[TaBnosa N.N.

123 45 67
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Ipuiaoxkenue S
HANMEHOBAHUWE OPI"TAHU3ALINUU

Pacnopsixkenue
JHara Ne

MecTto n3nanus

3arnaBue HaYMHAETCS ¢ Borpoca - O uem...

TekcT ToOKyMeHTa MOXKET HAauMHAThCS ¢ KOHCTATUPYIOIICH YaCcTH U3J1aracTcs 1eNb WM MPUYUHA
co3nanus. KoHcTaTupyromas 9acTb MOXKET OTCYTCTBOBATb.

PacniopsimuTenpHasi 4acTh HAUWHACTCS CIIOBOM

OBA3bIBAIO:

1. PacniopsiiuTenibHbIE MyHKTHI CTPOST IO CXEME: UCIIOIIHUTEND - JIEHCTBUE - CPOK.

[Tocnemuuii MyHKT pactopsiKeHus: GOPMYITHPYIOT CIEAYIOIIMM 00pa3oM:

KOHTpOJIB 3a BBIIIOJJHCHUCM  PACIOPSOKCHUA  BO3JIOKUTH HAa HAMMCHOBAHUC OOJIKHOCTH,
WUHUIHAAIBI, paMuIus.

Tekct neuatatot yepe3 1,5 nnrepnana,

HanmMeHoBaHue 10KHOCTH JIULIA,
MOJIMUCABIIETO JOKYMEHT N.O0.®amunus

I'pud cornmacoBanus
WM BU3BI

Ucnonautens, TenedoH
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IIpuno:xenue 6

OTKpBITOE aKITMOHEPHOE 00IIECTBO
«ABCOJIIOT»

PACIIOPS’KEHUE

15.04.2009 No 125
O npoBeAeHUH PEMOHTHBIX paboT

B cBsi3u ¢ aBapuitHBIM COCTOSTHEM OTONHTENBHOM cucTeMbl B KoMHaTe Ne 40
OBA3BIBAIO:

1. IlpoBectu pemonTHBIE paboThl B KOMHaATE Ne 40 10 01.05.2009. OTBETCTBEHHBIN — HAYAIBHUK
TexHuueckoro otaena B.C. AHTOHOB

2. KoHTpoib 3a HCHOJNHEHMEM paclOpsDKEHHsS BO3JIOKUTh Ha IJIaBHOro HHXeHepa A.B.
Tepexona

['enepanbHbIil TUPEKTOP B.C.CemenoB
['1aBHBIN HHXKEHEP b.K.CaBenbeB
15.04.2009

Tepenrsena N.E.

233 67 88
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[MpakTnyeckas paboTa Ne6 CocTtaBneHue n odopmneHne

NHPOPMAaLIMOHHO-CNPaBOYHbIX JOKYMEHTOB
®opMupyeMble 3HAHUS U yMeHus: 33,

ean 3anaATUA
H3YYUTh:
. OCHOBHBIC BHJIbI YIIPABICHUYECKUX JTOKYMEHTOB

. 0COOEHHOCTH COCTaBICHHSI U OQOpPMIICHHS HH(OPMAIIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB

Conep:xanue oryera:

B tetpaau ans mpaktudeckux paboT HE0OXO0AUMO:

. yKa3aTh TEMY U HOMEp IMPaKTUIECKOi paboThI

L4 1ICJIb 3aHATUA

o OTpPa3uTh XOJ1 BHITOJHEHUS PabOThI

o OTBETHUTH MMCHbMEHHO Ha KOHTPOJIbHBIE BOIIPOCHI
o cIeNaTh BBIBOJI IO paboTe

KOHTpOJIbeIe BOITPOCHI:

e HHdopmalOHHO-CIIpaBOYHBIE JOKYMEHTBI: aKT, IPOTOKOJ, JOKJIaJHas 3aIllcKa,
00BsICHUTENIbHAS 3alIUCKa, CIIPABKA, TEJIErpamma.
3agaHus, BbIHeCeHHbIE HA 3aHATHS:

1. N3yanth OCOOEHHOCTH COCTaBJICHUS H  O(QOPMIICHHS
UH(POPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB:

® AaKT
® IIPOTOKOJI

2. IIpn nmomomm npunoxeHus | U 2 COCTaBUTh aKT PEBU3HNU
kaccel npeanpusatus TOO "Cnaprak" Ne 15 ot 14.03.20 . OcHOBaHueM
aBIsieTcs npukas aupexropa Ne 165 or 13.03.20 .

B cocraB xomuccum, MpoBOISIIECH PEBU3HIO BXOJIAT:
[Tpencenarens - 3am. qupekropa C.H. Ko3znos
Unenst komuccun: 1. ['n. 6yxrantep H.M. Porosa
2. Ct. 6yxrantep 3.A. OpnoBa

3. Byxranrep O.M. YuaeBa

[TpucyrcrBoBanu: 3am. i1. 6yxrantepa [.H. Kopones
kaccup B.M. MakcumoBa
PeBusus Obuta nmposezeHa B nepuos ¢ 14.03.20 1o 16.03.20
B pe3ynbrare npoBeeHHON PEBU3UH YCTAHOBIIEHO:
1. OcraToK HaIMYHBIX JEHET B Kacce Mo cocTosHuio Ha 14.03.20  coriacHO KaccoBOM KHUTH U
JAHHBIM OyXTaJlTepcKoro ydera josnkeH coctasiste 5000 pyo.
2. ®aKTUYECKU OCTaTOK HAJIMYHBIX JeHeT B Kacce cocraBisier 4800 py6. Hemocraua aener B
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kacce - 200 pyo0.

3. HemocTraua Hanmu4HBIX ACHET B Kacce oOpa3oBajack 1Mo BuHe kaccupa B.M. MakcumoBoit

AKT cocTaBlieH B 3-X 3k3eMIuisipax: 1-i sk3. - B gemno Ne 05-11

2-11 5K3. -IUPEKTOPY MPEANPUITHS

3-1 9K3. - TJ1. OyxTanTepy

B npunoxenun oObscHUTENbHAs 3amucka kaccupa B.JM. MakcumoBoit Ha 1 1. B 1 3k3. (camy
OOBSICHUTENIbHYIO 3alUCKY MUCAaTh HE HYKHO, HEOOXOJIMMO B TEKCTE aKTa cJieJaTh MOMETKY O
HAJIMYUU TPUITOKEHHI)

Odopmuts rpud yrBepxaenus: nupekrop A.A. bepkyr, nara yreepxxaenus 18.03.20 .
OdopmMuTh peKkBU3UT "OTMETKA O HAIIPaBJICHUHU JOKYMEHTA B J1e10"

Ucnonuutens B.A. Anykun narta 25.03.20 .

3aganue 2.
CocTaBuTh OOBSICHUTENHHYIO 3aIIMCKY HAa UMS 3aBEIYIOIIETO OTACIIEHUEM O MPUYHUHE OMO3/1aHus
Ha l-ro mapy 17.12.20 . B Tekcre yka3aTh IPUUMHY OIO3/IaHHUS.

3amanme 3.

CocraButh nokiaanyro 3anucky ot 18.03.20 . HanucaHHyr HadajabHUKOM ynpasieHus B.O.
WnbunsiM, aapecoBaHHyto I'enepanbHomy nupektopy OAO «llepeozku» T.II. [Janmnuny o
NIEPEBOJIE HA JOJDKHOCTD.

IIpnunHOM, IOCIYKMBIIEH COCTABJICHHUIO JOKJIAIHOM SBISETCA peopraHu3anus CTPYKTYpbI
VYhopasneHuss U yKpyIHEHHE OTAEIOB B pE3yJbTaTe 4Yero IMPOUCXOMUT IepepaclpelelieHue
(GYHKIHMI COTPYIHUKOB.

Havanpnuk ynpasnenus MnsuH npocut nepesectu crapmero skoHomucra C.T. Hukomaesa us
oTIeNa aBTOMOOWJIBHBIX II€PEBO30K B TaMOXXCHHBIE OTAEN C IMOCIEIyIOIUM BHECCHHUEM
WU3MEHEHHUH B IITaTHOE PaCIMCAHHUE.

Hcnonp3yiite npunoxenus 3 u 4.
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Ipuioxenne 1
Maker akTa
HaumenoBanue MmuHucTepcTBa YTBEPXIEHUE

WJIM BEJIOMCTBA (pu HEOOXOMMOCTH )

HAVNMEHOBAHUWE OPI"AHU3ALINU
HaumeHnoBaHnue CTpyKTypHOTO

NoJpa3aeICHuUs

AKT

00.00.0000 Ne

T'opon
Kpartkoe conepikanue coObITHS
win pakra, chopMyIUPOBAHHOE
OTIJIArOJIbHBIM CYIIECTBUTEIBHBIM
B UMCHUTCIIbBHOM I1aICKE
OcHoBaHmue PacniopsiiuTeNbHbIN WM HOPMATUBHBIN JJOKYMEHT, YCTHOE

pacrnopspKeHHE, TTOCTY)KUBIIIEE OCHOBAHUEM IS HAITUCAHUS aKTa
(aepe3 1 maTEpBAN)
CocraBiieH KOMUCCHEH

IIpencenarens Haumenosanue nomxknoctu N.0. @amunus

YUneHbl KOMHCCUU HanmenoBanmne nomxknoctu N.0. @amunus (pacmoiaraiorcs B
andaBUTHOM TOPSIKE Yepe3 3amATylo, uepe3 1 nHTepBan)

[TpucyrcrBoBanm Haunmenosanue nomkaoctu M.O.damunnu auiy,

MNPUCYTCTBOBABIINX IIPU COCTABJICHUHU AKTa, PACIIOJIATraltOTCA TAKKC
qcpes 3aIATYyIO.

Texkct KOHCTATUPYIOIIEWM YacTH aKTa: ONHMCAHWE TMPOBEACHHOW paboThl, (dukcanus
YCTaHOBJICHHBIX (DAaKTOB, BBIBOABI W 3aKIIIOUEHUS KOMHCCHH, KOHKPETHBIE MPEATOKEHUS.
KoHcratupyromass 4acTh MOXKET OBITH pasziefieHa Ha MyHKTHl Wi odopmieHa HUGPOBO
tabnuuei. Texer mumyt udepe3 1,5 uHTepBana. Ilpu HEOOXOAMMOCTH yKa3aTh KOJIUYECTBO
AK3EMILISIPOB:

CocraBiieH B IBYX 3K3EMILIAPAX:
1-it-komy (kyna);
2-i1 - xomy (Kyna).

IIpencenarens [Honnuce H. O. ®amunus

YireHpl KOMHUCCHUH ITonmuce H. O. Gamunus
Iloamuce N. O. Gamumims
Tloamuce H. O. Damumus
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Ipuio:xkenne 2

Oopa3en akra

I''TABHOE VYIIPABJIEHUE
[NPOMBIIJIEHHOCTH
CTPOUTEJIBHBIX MATEPHUAJIOB

AKT
10.10.2009 Ne 7
r. Tyna

YcranoBieHue GpakTHIECKOU
MIPOU3BOUTEIHHOCTH
TEXHOJOTUYECKON JIMHUU

OcHoBaHue IIpuka3 MuHHCTpa IPOMBIIUIEHHOCTH CTPOUTEIBHBIX MaTEPUAJIOB
o1 10.09.2009 Ne 108

CocraBiieH KOMHCCHEN

IIpencenarens I'maBHbIi TexHOOT ynpasieHus .M. [lerpos

YieHsl KOMUCCUU PyxoBonutens naboparopuu C.M. MakapoB, cTapiinii MHXEHEp
naboparopuu }0.B. Cumakos

IIpucyrcrBoBan I'maBubiit nnxxenep 3aBoja Ne 1 MLI1. Panun

B mepuon c 10.10.2009 mo 12.10.2009 komwuccusi mpoBena padbOTy IO YCTaHOBJIECHUIO
dakTHyecKkol  MPOM3BOAMTEIBLHOCTH  TEXHOJOTMYECKOW  JIMHUM MO  W3TOTOBJICHUIO
acOecTOIIeMEHTHBIX JTUCTOB Ha 3aBoje Ne 1.

JIuHus mpuHATa B AKCIUTyaTalnuio B aekadpe 2008 roga co cpepHelt mporM3BOAUTENBHOCTHIO 88
JUCTOB/4ac. 3a MpoIIelIee BpeMs MPOU3BOJUTENBHOCTh JIMHUM 3HAYUTENBbHO Bo3pocia. s
YTOUYHEHUsS] TMPOU3BOAMTENBHOCTH JIMHUM M KadyecTBa MPOAYKIHMH KOMHCCHUS paccMoTpera
MaTepuaibl: CBEAEHUS O paboTe JIMHHUU 3a BECh NIEPHO/J]; PUZNKO-MEXaHUYECKUE TTOKa3aTelH.

B pesynbrate paboThl KOMHCCHS ONpeAeniia 4acoBYIO NPOU3BOAUTENBHOCTh JuHMM 400
JIUCTOB, YTO COOTBETCTBYET I0/10BOI MomHOCTH 300 MJIH. JTUCTOB B TOJI.

CocTaBiieH B TpeX IK3eMILIApax:
1-i1 - I'maBacbecry;

2-it - HUmpoexkracOecry;

3-i - 3aBozy Ne 1.

IIpencenarens JA.M.Ilerpos
UneHbl KOMUCCUU C.!.Makapos

10.B.CumaxkoB
IIpucyrcrBoBain M.II. Paguun
B neno 00-00

IToamuces nara
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IIpunoxenne 3

Makert ci1y:ke0HOM 3aNNCKH

HanMenoBaHne MUHHUCTEPCTBA UITH
BEJIOMCTBA
HANMEHOBAHUWE OPI"AHU3 AU
CtpykTypHOE noJpa3zesieHue
CJIIY)XEBHAS 3ATTMCKA (AOKJIIAJTHASA
3AIIMCKA)

00.00.0000 Ne

3arojloBOK K  TEKCTy,  BbIpaKCHHBIN
OTTJIarOJIbHBIM CYIIECTBUTEIIbHBIM B

MMPEATIOKHOM MaACKE, HAUMHACTCA IIpEajiora
O

HaumeHnoBanue  nmomkHOCTH — ajgpecata C
BKJIFOYEHUEM HAMMEHOBAHUSI OPraHU3alUd B
JIaTEeIIbHOM MaJexKe

N.0. ®amunus

MaimHONUCHBIN TEKCT AOKJIAIHOM 3alUCKHU NIeYaTaroT yepe3 1,5 unrepnana.

He cnenyer Texct HaunHath cinoBamu: "J{oBoxky 1o Bamero cBenenus..."

TekcT cocTouT M3 ABYX YacTeil. B mepBoil yacTu W3nararoTcsi IPpUYUHBI, (HAKThl UM COOBITHS,
MOCIYKUBIIME TOBOJOM JUIs €€ HalMCAaHMs, BO BTOPOM YacTH — AaHAIWU3 CIIOXKHUBLIEHCS
CUTyallM¥, BO3MOXXHBbIC€ BapUAHTHl PEHICHUS, B TPETbe — BBIBOABI W TPEIJIONKEHHUSI O
KOHKPETHBIX JIEHCTBUSAX, KOTOPBIE, 10 MHEHHUIO aBTOpa JOKYMEHTa, HEOOXOAUMO MPEANPUHSTS.
Bropas yacth B 1OKJIaqHOM 3allMCKE MOXKET OTCYTCTBOBATh, B 3TOM CIIy4ae €€ TEKCT COICPKUT
000CHOBaHNE U BBIBOJIbI WIIH MIPEATIOKEHUSI COCTABUTEIS.

Ecnu cBenenus, mpuBOAMMBIC B JIOKJIATHOM 3alMCKe, OTHOCATCA K OMPEICICHHOM IaTe WU
OTPE3KY BPEMEHU, TO 3TO BPEMsI BKIIFOUAETCS B 3ar0JIOBOK.

OdopmsIoT IPUIIOKEHNE, €CIIH OHO €CTh, MOCTIE TEKCTA.

[Tpunoxenue: 1. Ilnan-rpaguk Ha 2 11. B 2 3K3.

2. Tabnuua pacyetoB Ha 1 1. B 2 3K3.

HanmMeHnoBaHue 101KHOCTH
JM1a, MOANKUCABIIETro
JIOKYMEHT

Jluunas noonuce

N.0.®amunus

B neno 00-00
ITonmmce
JlaTa
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IIpunoxenne 4

Oo0pa3zen 1okyIaHAas 3aMIMCKA

KoHTpOsbHO-pEBU3NOHHBIN I'enepanbHOMY qUpEKTOPY
oTzen 00beAMHEHUS
N.N. BanoBYy
JOKJIAJJHAA 3ATIMCKA
10.04.2009
Mocksa

O Ha3zHaYeHUU JOKYMEHTAJIbHON
peBu3nun B Marazune Ne 000

[Tpu mHBeHTapu3auuu ToBapHbIX (oHmoB MarazuHa Ne 15 09.04.2009 oOnapykeHa HemocTauya
pa3IuYHbBIX TOBapoB Ha cymmy 1321 py6.

[Ipomy Bac Ha3HauuTh JOKYMEHTAIbHYIO PEBU3MIO TOBapHbIX omnepanuil marasuHa Ne 000 c
01.01.2009 o 09.04.2009.

3amMecTUTEND
HavaJIbHUKA OT/AeiIa Iloanuce I1.A. Komun
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[MpakTuyeckaa pabota Ne7  3ydeHMe OCODEHHOCTEN COCTaBMEHUS W

OCbOpMJ'IeHVIFI OOKYMEHTOB o obwmm BOrMpocam
®opmupyeMble 3HAHUSI U YMEHHS:

ean 3anaATUA

H3YUYUTh!:

. OCOOEHHOCTH COCTAaBJIEHHS U O(l)OpMJ'IeHI/IH JOKYMEHTOB IIO

npoecCuOHaNBHOM e TeIbHOCTH

OCOOCHHOCTH COCTaBJICHHS W O(QOpPMIIEHHS TEPBUYHOM  y4eTHOM

JIOKYMEHTAIMU 110 Y4eTy TOPrOBbIX Omepanuit

HAy4YUTbHCA:

Couepma}me oTyerTa:

B Tetpaam ans mpaktudeckux paboT HE0OX0AUMO:

yKa3aTh TEMY U HOMEpP MPAKTHIECKON pabOTHI
1ICJIb 3aHATUA

OTpPa3uTh XOJ1 BHITOJHEHUS PabOThI

OTBETHUTH MMCHbMEHHO Ha KOHTPOJIbHBIE BOIIPOCHI
c/IeNaTh BBIBOJI IO paboTe

38}131—[1/[5[, BbBIHCCCHHBIC HA 3aHATHUA:

1. U3yuutb 0coOEHHOCTH COCTaBJIeHUS U OQOPMIIEHMS TOKYMEHTOB IO Mpo¢ecCHOHaTbHON

eI TENLHOCTH:

ﬂOBC[!eHHOCTB

JloroBOp IOCTAaBKHU

T'ocymapcTBeHHBIM OOTOBOP Ha BBINOJHEHHWE 3aKa3a Ha IOCTaBKY

15044

HOFOBOD HNOPYYCHHUA HA IPOAAXKY IMPOAYKITUN

JIoTroBOpP KOMUCCHUHM HA IPOJAKY OPOJAYKIIUU

JlOoTroBOp KYIIU-TIPOJaKH TOBAPOB B KPEAUT

HOFOBOD KYIUIU-TTPO a1 TOBAPOB C YCJIOBHUEM HDGI[B&DHTGHBHOﬁ OITIaThI

HOFOBOD Ha IIOCTAaBKY IPpOAYKIIUN MaATCPHUAJIBHO-TEXHHUYCCKOT'O

Ha3HAa4YCHUA

Joropop Ha ABTOMOOMJILHbBIE NEPEBO3KHU I'PY30B

JlOoTOBOp Ha IOCTaBKY TOBAPOB

Jlorosop 00 yCTYIIKE€ TOBApHOI'O 3HAKa

JOroBOp CKIAJCKOTO XpaHEHMUS

JOroBOp TPaHCHOPTHOM AKCIEAUIUN
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1. N3yunTh OCOOEHHOCTH COCTaBJICHUS M O(POPMIICHHS
IIEPBUYHOM YUETHOU JTOKYMEHTALUHU 10 Y4ETY TOPIOBBIX OIIepaLlUid:

o AxTt 0 npuemke ToBapoB (popma N TOPI'-1)

. AKT 00 YCTAaHOBJICHHOM PAacXOXKACHHU IO KOJMYECTBY M Ka4eCTBY IPU
NPUEMKE TOBApHO-MaTepualibHbIX IIeHHocTel (popma TOPI'-2)

. AKT 00 yCTaHOBJIGHHOM PAaCXOXKICHHH IO KOJIMYECTBY M KA4eCTBY IpH
preMKe UMIIOPTHBIX ToBapoB (bopma TOPI™-3)

. AKT 0 IpHEMKe TOBapa, IOCTYIHUBIIEro 0e3 cyera mocraBinuka (hopma
TOPT™-4)
o ToBapnas HaknazHas (bopma TOPT-12)
2. CocTaBpTe CHEIUAIBHYIO JIOBEPCHHOCTH OT HWMEHU

npennpusatust OO0 «3Be3na» (r. Jlenunoropek) ot 12.12.20 , nupexrop
Angpeit HOpbeBuu KoHgpamioB, Ha 3aKkiIrO4eHHE JIOTOBOPOB IOPUCTY
npennpustus Esrennto BanoBuuy Mapduny, nacopt 9203 Ne 125478,
Bbiad 12.03.20  I'POB/] r. Jleunnoropcka. IIpennpusrue nercTByer Ha
OCHOBaHWHM YcCTaBa, JOBEPEHHOCTHb BbAaeTcss Ha 1 rom 0Oe3 mpaBa
nepenosepusd. Mcnonp3yiite npunoxenue 1.

3. CocTaBbTe 3aBEPEHHYIO OTZIEJIOM KaJpOB JOBEPEHHOCTh OT
23.09.20  nHa mpaBO MOJy4YeHHUsS 3apaOOTHOM TIIaThl HA OCHOBAaHUU
[Tpunoxxenus 3.

Hauanbhuk ciyx6s1 cObita OOO «Berac» r. Jlenunoropck Banentuna IlerpoBna Eroposa
JIOBEpSIET 3aMECTUTENI0 pyKoBoauTeds mo obmuM BormpocaM AHHe KopaeeBHe Tpodumonoit
HOJY4YHUTh 3apabOTHYIO ATy 3a aBI'YCT MECSLL.

Hannbie EropoBoii:

[Tactiopt cepun 9203 Ne 458796 Bbinan OB/J] r. Jlenunoropcka 06.09.2001
[TpoxxuBaert: r. Jlennnoropck np. [lamuna 33-14

Jannsie TpopumoBoii:

[Tacniopt cepun 9205 Ne 449796 Bbinan ' POB/I r. JIenunoropcka 06.10.2005
[TpoxxuBaet: r. Jlennnoropck np. Jlenuna 6-14

Ipunoxenune
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YVrRepRACHO TIPHKAIOM
POIVT «3apog anexkTponnoro

sMawnHocTpoeHise Munnpoytopra
Pocenn o1 02.07.2010 Ne 30-0/a

MY «3apoa MEKTPOHHOND MAMHHOCTPOCH A MuHnpovTopra Poccun

HHH/KIIN 7722897856,76 1 022006, vr. Boponexekan, 1. 23, w. |, Mocxoa, TE2107, Ten.: (4951 956-77.89

JAOBEPEHHOCTDb MNe
fopoa Mocksa

LA PO Ol

IV «3apos MTEKTPOHHOID MAWHHOCTPOEHIA: MunnpoyTopra PoCCcHH B LS TeHe-

PETHHOMD AHPEKTORS 5 - 5 JEﬁETﬂ}'IDLI.I,E:FD Ha OCHOBRHHH l'!I"I.{:"].'E.H,
urivtisd 10k

HACTOHIUEH 1082 PEHHOCTLIO YTIVTHOMOM I BAST

mmlnnh.mmu: [LEaN]
{macnopT: cepus Ne LBwlmAW )

e I KO AR WA

MPeICTARTATE NPaBa W 3aKoHHbe wHTepecsl DPIYT] «3ap0a WIEKTPOHHOTD MAWNHOCTPOSH WS

MunnposvTopra Poccii, BeCTH JEAa B TEPPHTOPHATEHBIX Opranax (MenepaibHOTO AreHTCTER Mo
HEQPONOIBI0BAHMID B CBSEIN ¢ OfOpAIEHNEM W e peohopyIe HHEM IMLUEHINH HA IEHTEILHOCT b,
HD.IL’IE:KBLLI}"JGJHI.IEHEHFGEHIIH}D B CDOTBETCTEHH 'C,]E:ﬁETE}'lDJ.lI_HlI FHEKOHOIATC TRCTROM Poccuii=
CROH mmtpﬂ.LUlH, BTHY. MOIABATE M NMOANHACEHBATE 334 E,"IIEIIIIH,, I'IDEB.DETEEIIHTEII HHBIE ,EI_DK}'!IEI{TL],
MOAYVYATE JOKYMEHTE, PACTHCHBATLCH 38 MOIYYEHHE JOKYMEHTOR, COBEPLUATE HHEE JeHCTEI,
HEOBNONHMBIE LA BEITIONTHEH M HACTOALIETO NOPYHEHHA,

MonHoMouHA MO HACTOAWEH JOBEPEHHOCTH HE MOTYT BbITL MEPEIAHL APYTHM JHLAM,

HacTosiuas josepeHHOCTE I8HCTERTEIBHE 10 20 rooa.
Monnucs VAOCTOBEPHIO.
Ewn‘--lﬂﬁ.mlﬂul OOCETI g |
EH':DH.'EI:HI:.I“.CIHD: KTOP ToErse Paapzmes VLT
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Ne8 3y4yeHne ocobeHHOCTeN cocTaBneHna N oPopMIIEHNA OOKYMEHTOB MO
NNYHOMY cOCTaBy

Heabp pa6oTbl: HAYYUTHCS OPOPMIISITH OCHOBHBIE JOKYMEHTBI IO JHYHOMY COCTaBY
pabOTHUKOB Ha MPEANPUITUI

TeopeTnyeckuii MaTepua

[Tpuka3 — OCHOBHOM MpPaBOBOW aKT, M3AABACMBIA PYKOBOJIUTEIIEM OpPTraHHU3AIH JTHOO0U
OpraHu3alMOHHO-TIPaBOBOKH (OpMBI WM (OPMBI COOCTBEHHOCTH, ACUCTBYIOIIMM Ha OCHOBE
eauHoHavanus. [lpukaspl U3gar0TCs B LENAX pa3pelieHUs OCHOBHBIX U OMEPATUBHBIX 3ajad,
CTOSAIIUX TIIepe]l OpraHu3aleil, a Takke I10 aIMUHUCTPATUBHBIM BOINPOCAM, TPeOYIOIUM
MpaBOBOTO  PEIICHUS, U 10 BOIPOCaM  TPYJIOBBIX  OTHOIICHHM  MEXIy pabOTHHUKOM
U paboToaTeseM.

Jlapuca CankuHa, KaHJl. KCT. HayK, AOLIEHT Kadeapsl qokymeHToBeaeHus PI'TY, Mocksa

Bunel nprikazon

B kaxnoli opraHusanuu pyKOBOJIWTENb H3JA€T IPUKaA3bl JABYX BHJOB: 110 OCHOBHOM
NeSITeIbHOCTH U 10 JINYHOMY cocTaBy. O0s3aTeIbHOCTh U3JaHUs IIPUKA30B 110 JMYHOMY COCTaBy
ycraHoBlieHa TpynoBsiM KonekcoMm PD. Hampumep, oHn HEOOXOIMMEBI MpH MpHeMe Ha padoTy
(ct. 68 TK PD), npu nipexpaiieHuu TpyaoBoro qorosopa (ct. 841 TK PD).

[Ipuka3 — Ba)XKHEHIINI TOKYyMEHT B CUCTEME KaJipoBOU JOKyMeHTauu. C ero nmoMoIibko
OPOUCXOIUT O(pOpMIIEHHE IpUeMa Ha paboTy, BHYTPEHHUX IE€PEBOAOB, YBOJBHEHUS U T.1.
Ha ocHoBe npuka3oB BeayTcs Bce ydeTHbIe popMbl (JIndHas KapTouka padorHuka (popma Ne T-
2), TULEeBbIE CYETa), 3aOIHAIOTCS JIMUHBIE JIe1a, TPYJOBbIe KHI)KKH U P IPYTHX JOKYMEHTOB.
[Tpuka3 moxarBepkgaer (akt pabOTHl OTAETHPHOTO YENOBEKAa Y KOHKPETHOro paboTomarens
1 HE TOJIBKO B HACTOSILEE BPEMS, HO U CIIyCTsI MHOTO JIET.

[Tpukazamu 1o TMYHOMY COCTaBY OPOPMIISIOT CIIEAYIOIINE TPOLEAYPHI:

. npueM Ha pabory;

. MepeBo/ Ha IpYTyio paboTy;

. YBOJIbHEHUE (pacTop>KeHUE TPYAOBOTO JIOTOBOPA);

. MPEI0CTaBIIEHUE OTITYCKOB (OT3BIB M3 OTIYCKA);

. KOMaHINPOBAHUE;

. BHECEHUE U3MEHEHUI B YUETHBIE IOKYMEHTHI;

. MIPUMEHEHHE K paOOTHUKY MEp MOOIIPEHUS;

. HaJOXeHHe Ha paOOTHHUKA TUCIUTUTMHAPHOTO B3BICKAHHUS.

Bce npukasbl 110 JINYHOMY COCTaBY T'OTOBHUT KaJlpoBas CiIyXkO0a, a Mpu €€ OTCYTCTBUU —
pabOTHUK, OTBEUalOUIMil 3a paboTy cATOM JoKyMeHTamue. M3maHue mpHKaza BKIIOYAET
HECKOJIbKO 2TAaloB: MOATOTOBKA, 0(hOPMIICHHE, PETUCTpAIlsl, BU3UPOBaHUE (WJIM COTJIaCOBaHUE),
03HAKOMJICHHE C HUM PabOTHHKA.

[ToaroroBka npukasza

[ToaroroBka mpuKaza HAYMHAETCS C 00S3aTEIBLHOTO KOHTPOJSI KauyecTBa TEPBUYHBIX
JIOKYMEHTOB, KOTOpPBIE B MOJABISIONIEM OOJIBITUHCTBE CIy4aeB COCTABISAIOTCS pPaOOTHUKAMU
OpraHU3aIy | TMEPEaloTCsl B KaJpOBYIO CiIyk0y. JIOKyMEHTHpOBaHHE MpUEMa, YBOJIbHEHUS
U IBWKEHUS KaJpoB NPelycMaTpUBaeT NEPBOHAYAIILHOE COCTABJICHHE TAKUX JIOKYMEHTOB,
KaK 3asiBJICHUS, JIOKJIATHBIC 3alMCKH, TMPEICTaBICHUS, YBEAOMJICHUS W JIp. OTH TIEPBUYHBIC
JOKYMEHTHl HA3bIBAIOT JOKYMEHTAMH-OCHOBAHHSIMH IS U3JAHUS TIPUKA30B TI0 JTUYHOMY
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cocraBy. Kazapomas cmyx6a (paOOTHHK, OTBEYAlOMIMK 3a paboTy CITOH JOKYMEHTAIIHEH)
JIOJDKHA 3HaTh, Kak OQOPMIISETCS KaXIbld W3 3TUX TOKYMEHTOB. Ha OCHOBE ITOKYMEHTOB-
OCHOBAHHH U T'OTOBATCS IIPUKA3kI 10 TUIHOMY COCTAaBY. I[O IIOATOTOBKU IIPHKAa3a HA ICPBUYHOM
JIOKYMEHTE KaJPOBHK OO0sI3aH MOJYYHUTh PE3OJIOIMI0 PYKOBOIMTEIIS OpraHU3aiuu. Pe3omorust
MUIIETCS. OT PyKH Ha MEPBOM JIUCTE JOKYMEHTa CIpaBa M BHIPAXKACT PEIICHUE PYKOBOIUTEIIS
10 3aTPOHYTOMY B IOKYMEHTE BONpocy. Ha KaapoBbIX JOKYMEHTaX pE30JIOIUsS HOCUT
«Pa3peINTEIbHBINY W «3alPETUTEIbHBINY XapakTep, BO3MOXKHO, KOHKPETU3UPYET MOPSIIOK
U XapaKTep HCIOJHEHUs JTOKYMEHTa. Pe30sronus Io/mKHA coaepkaTh: (paMuiinio pabOTHHKA
KaJIpOBOM CITy>KOBI, KOTOPOMY JIaeTCsl TIOPYUYCHHUE, COJCPKAHUE TTOPYICHUS, CPOK UCIIOTHEHUS,
JMYHYIO TOIIKCh PYKOBOIUTENS U JaTy COCTaBJICHUS PE30JIOUuu (npumepvr 1 u 2).
JIOKYMEHTBI-OCHOBaHHS K MPUKa3aM [0 JJUYHOMY COCTaBy C PE3OJIOLUECH pPYKOBOIAMUTEIIS
OpraHHM3aluy SBJISIOTCS MPABOBOW OCHOBOHM JEHCTBHUS, KOTOPOE YCTAaHABIMBACTCS B IPHKa3e.
Kpome toro, BIIOOOM mpHKa3e I10 JUYHOMY COCTaBy JOJDKHA COJEPXKATHCS —CChUIKA
Ha HAaMMEHOBAHKE JIOKYMEHTA, €ro aBTOpa M Jary.

Ilpumep 1
Oraen TeACMAPKCTHHTA Hupexropy 3A0 «Danagas
ALA. Anekcanaposy
3ASIBJIEHUE
15102009 Ne 58
Cemenosoi C.C.
OG0 yBOABHEHHM Nodzomosame npoexm npuxasa
No COBCTBEHHOMY XeAaHNI0 o6 yeossuenuu Heawosod H.H. 23,70.2009
Anexcandpos 15.70.2009

[Mpoury yBOMHTE MEHA MO COBCTBEHHOMY XKeAaHH0 23 okTAbps 2009 1,

Cneumanucr Ubansba HU.H. Usanosa
Ilpumep 2
Oraen TeACMapKeTHHIA Hupexropy 3A0 «Daaanas

A A, AJieKCaHNpOBY
JIOKJTAJIHASA 3ATTUCKA

19102009 N W3 Cemenoeoi C.C,
Tod20mosume RPOEKM APUKA3E O SNRATME
npemay & pasmepe 10000 pybred
Arexcanopoe 22.70.2009

B cBs3M ¢ OTAMMHNMM NOKA3ATCANAMH B paboTe, NPOAC/LKHTCABHEIM CTAXCM TPYIOBOMR
peareasHocTH B 3A0 «Danagas u npubanxaommumes S0-aeTHeM Npolny BHIIATHTE 3AMECTH-
TENI0 PYKOBOAWTEAA oTAena Tenemapkerunra Hukonaesy Huxkonaw Huxoaaeswuy acHeXHYIO
npemuo 8 pasmepe 15 roicsy pyGneit.

Haganuuux oraena Cugopoba E.K. Cugoposa

[TocranoBnennem I'ockomcrara Poccuu ot 05.01.2004 Ne 1 yrudunmpoBansl Gopmbl
CIEYIOIINX TPUKA30B (CM. mabauyy).

Tabauya
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HaumenoBaHue npuka3a (pacnopsiKkeHust)
®opma Ne

O npueme paboTHHKA HA PabOTy

T-1

O npueme pabOTHHUKOB Ha paboTy

T-1a

O nepeBoze pabOTHUKA HA JPYTYIO paboTy
T-5

O nepeBoze paOOTHUKOB HA APYTyI0 padoTy
T-5a

O mpenocTaBiIeHNUU OTITYCKa PAOOTHUKY

T-6

O mpenocTaBiIeHNHU OTIyCKa paOOTHUKAM
T-6a

O npekpariennn (pacTOPKEHUH ) TPYAOBOTO JOTOBOpa ¢ PAOOTHUKOM (yBOJIHHEHHH )
T-8

O npekparieHnu (pacTOp>KEHUU) TPYIAOBOTO T0rOoBopa ¢ pabOTHUKAMU (YBOJIbHEHHUN)
T-8a

O HampaBneHHH pabOTHUKA B KOMAaHAUPOBKY
T-9

O HampaBneHHH PaOOTHUKOB B KOMaHIUPOBKY
T-9a

O nooupeHnu paboOTHUKA

T-11

O noompeHn pabOTHUKOB

T-11a

Jlob6aBneHue JUTEphl «a» K HOMEpPY YHU(PHUIMPOBAHHOW (QOpPMBI O3HAYaeT, YTO OHA
npeIHa3HaueHa JUIsl JOKYMEHTAIBHOTO O(OpMIICHHS MpHKa3a Mo JUYHOMY COCTaBY, B KOTOPOM
OJTHO PpacHopsIIUTENIbHOE JieHicTBME (HampuMep MpueM Ha paboTy) pachpocTpaHsercs
Ha HECKOJIBKUX paOOTHUKOB. YHUQHUIUpPOBaHHbIE (OpPMBI MPHUKA30B 0€3 JTUTEPhl  «a»
UCTONB3YIOTCS A1 OQOpMIICHHS HHAMBHUIYalIbHOTO TNpHKa3a (OIHO PpacHoOpsIUTEIbHOE
JIEWCTBHE HA OJHOTO paOOTHUKA).

3arojoBoYHas 4acTh YHU(HUIMPOBAHHBIX (OPM MPHUKA30B MMEET OJMHAKOBBIN cOCTaB
PEKBM3UTOB: HaWMEHOBaHMEe opraHuszauuu, ee kox 1o OKIIO  (OOmepoccuiickuit
KJaccu(puKaTop NpeANpUsATUH U OpraHU3alvii), HAMMEHOBAaHUE BHUJA JOKyMeHTa ((hopMbl) U ee
kon 1o OKVY/] (O6mepoccuiickuii kinaccupuKaTop yNpaBIeHYECKOW TOKYMEHTAIMK), HOMEp
¥l JlaTa COCTaBJICHUs IOKyMeHTa (npumep 3).

[Tpu moaroTOBKE MpOEKTa TMpHKa3a C WCMOJIB30BAHWEM YHU(DUIIUPOBAHHBIX (opMm
cienyeT coOIroAaTh CleAyIoIIre IpaBuia;

. HAaMEHOBAHHE OpPTaHM3allMd — aBTOpa JOKYMEHTa JOJDKHO COBIANATh

C HAMMEHOBaHUEM, 3aKPEIICHHBIM B €€ YUpeAUTEIbHbBIX JOKYMEHTAX;

. 00s3aTeNbHO YKa3aHHE PETUCTPALlMOHHOIO HOMEpa MpuKasa;

. JaTa B 3aroJIOBOYHONM YacTH JIOJKHA COOTBETCTBOBATH JaTe H3AaHUs
npuKasa.
Ilpumep 3
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Vundmanposanman fopua M 1.5
Vrsepxaena mosTanonnaiimen Focxonmerars Poccin

r § mimaps 2004 1 N |

Ko
Dopva no OKY/I 0301004

FOKPHMOS GXUUOHEPHO? 00wWwecmeo +Facceems [3A0 «FPaccaems) no OKHO 12345678

Ellu\s.p » mu\m:l lata cocTanscies
IPHKA3 | 19102000
(pacnopsKenne) = =— i ———
0 HEPeEOIe PAGOTHHKA HA APYIYI0 pAdOTY

Perucrpanus, opopmiienue, noanucanme

Homep mpukasa npocrasiisieTcsi IIpU €ro perucrpauuu. B npenenax kajneHAapHOro roaa
KaJpOBbI€ IPHUKA3bl PETUCTPUPYIOT MOPAIAKOBBIMM HOMEpPaMH C JA00aBJICHHEM OYKBEHHOI'O
uHaekca. Cucrema MHACKCALUU IOKYMEHTOB CO3JaeTCsl B KaXKJI0M KaJpOBOW CITy>KOE U 3aBUCHT
OT IPUHATHIX B OPraHU3aLMM MIPABUI PETUCTPAllMM U KOJUYECTBA M3JaBaeMbIX NpukKa3oB. Bce
IIPUKa3bl 110 JINYHOMY COCTaBY JAEJATCS Ha IPYIIbI B COOTBETCTBUU CO CPOKAMM HX XPaHEHMSL.
Yame Bcero c unaekcoM «JIC» (umm «K») perucTpupyroT mpukasbl J0JTOBPEMEHHBIX CPOKOB
XpaHeHus (3TO MpuUKa3bl O IpueMe Ha padoTy, IepeBoJax, YBOJBHEHHUU C paboThl). A BOT
y IIPUKa30B O MPEJOCTABIECHUU €XETOJHBIX OIJIAYMBAEMbIX, a TAKXKe Y4YeOHBIX OTILYCKOB,
KPaTKOCPOYHBIX KOMAHIMPOBKAaX, B3bICKAHUSAX CPOK XpAHEHHs OTPAaHUYEH IISTHIO TOJIaMH,
clleZloBaTeNIbHO, OYKBEHHBI WHAEKC Yy HUX JIOJDKEH OTJIMYaThCs (Hampumep IpHKa3bl
0 MPEAIOCTaBICHNUHN €XKETOIHBIX OIJIAYMBAEMbIX OTIIYCKOB PETUCTPUPYIOT C UHIEKCOM «O»).

PerucrpanmoHHplii HOMEp NpUKa3a HEOOXOIUM Ui yyeTa JOKYMEHTOB, HO, IOMHUMO
3TOro, OH SBJISIETCA OJHMM W3 PEKBU3UTOB, MPUAAOIIMX JOKYMEHTY HOPUIUYECKYIO CHUIY,
TO €CTh JEJIAIONIUX JOKYMEHT OECCIIOPHBIM C TOUKH 3pEHHS €ro O(pUIMATBLHOCTH.

Cucrema MHAEKCAlMM JOKYMEHTOB IO KaJjpaM 3aBUCHUT OT IPHUHSTHIX B OpraHU3alUU
IPaBUJI PETUCTPALIMM U KOJMYECTBA U3/1aBaCMbIX ITPUKA30B

B mpukazax 1o JJMYHOMY COCTaBy NPEAYyCMOTPEHO IPOCTaBICHUE TAaKOIO PEKBHU3UTA,
KaK JlaTa U3JaHus MpHKa3a, KOTopas pa3MellaeTcs B ero 3arojoBouHoi yactu. Cienyer UMeTh
B Buay: cT. 68 TKP® ompeneneno, dro mpuka3 o npueMe Ha padoTy o00bsABJIsAETCS
Pa0OTHUKY IO POCHUCH B TPEXIHEBHbIN CPOK €O AHA (paKkTHUeCKOro Havyaja padoThl.
3HA4UT, U JaTa U3/1aHus IpHUKa3a JOJKHA COOTBETCTBOBATH ITOMY CPOKY.

B cootBerctBun ¢ aeiictyronm ['OCT P 6.30-2003 «YHuUIMPOBaHHBIE CHCTEMBI
JIOKYMEHTaI1H. YHudunupoBanHas cucTema OpraHU3aIlMOHHO-PACTIOPAIUTENBHOMN
NoKyMeHTanuu. TpeOoBaHHMs K OQOPMIIEHHIO  JJOKYMEHTOB», YTB.  IIOCTaHOBJIEHHUEM
Ioccranmapra Poccum ot 03.03.2003 Ne 65-ct, matel MoryT OBITH OQOPMIIEHBI JIBYMS
croco0amH: U(GPOBBIM (mampumep 02.09.2009) WIH CIIOBECHO-IIM(PPOBBIM
(manpumep 02 cenmsaops 2009 2.).

ITpu pabore c nmpuka3aMu IO JIMYHOMY COCTaBY CJEAyeT YAEISATh 0co0oe BHUMaHME
O(QOpPMIIEHHIO JIaT — yKa3aHUEM JaThl CONPOBOXKJAETCS PACHOpSIUTENIbHOE JIEHCTBUE, BH3a
O3HAKOMIICHHUS paOOTHHKA, CChUIKA HA JIOKYMEHT-OCHOBaHHUE U T.1. (npumep 4).

Odopmrnenue coJiepKaTeNbHON 4acTu npuKasza 0 JINYHOMY COCTaBy
B YHU(UIIMPOBAHHBIX (pOpMax He MPeJICTaBIsAET CI0KHOCTU — OHA 3aIOJIHAETCS B COOTBETCTBUU
C UMEIOIIUMCS [TOICTPOYHUKOM.

[Tocne okOHYaHHST OCHOBHOTO TEKCTa MpPHKa3a BO BCeX YHH(PUUIMPOBAHHBIX (opmax
numiercs  cnoBo «OcCHOBaHME:» U BHOCSTCS HauMMEHOBaHME, JlaTa U HOMEp JOKyMEHTa
(TOKYMEHTOB), KOTOpBIE SIBIISIIOTCS OCHOBaHMEM JUIA M3JIaHMs NpHUKa3za. B yHuUIupoBaHHBIX
dopMax mepeurcieHbl JOKYMEHTbI, KOTOpbIE MOTYT OBITh OCHOBaHMEM JUJISl M3JIaHUS IpHKa3a
B KQXKJIOM KOHKpETHOM ciiyyae. OJIHaKo ciiefyeT UMEeTh B BUJY, YTO MPAaBHIBHOE O(QOpMIICHHE
ATOr0 PEKBU3HUTA IMpelyCMaTpUBAET HE TOJIBKO YIOMUHAHUE JOKYMEHTOB, HO M YKa3aHHE
WX BBIXOJHBIX JaHHBIX. Hanpumep: «3asenenue Heanosa H.H. om 27.09.2009 Ne 21y,
«Ilpeocmasnenue nauanvhuxa omoena Ilemposa ILIL. om 21.09.2009 Ne 27» u T.71.
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[Tocnennuii 3Tan MOArOTOBKU IpUKa3a — €ro noanucanue. Ha moanuchk pykoOBOIUTEIIO
OpraHM3aliyl  IPEJCTAaBISICTCA TOJHOCTHIO  3alojHeHHass  yHuduuupoBaHHas  ¢opmMa.
OdopmiieHne MOMNMUCH MPEIyCMaTpUBAET yKa3aHHE JOJDKHOCTH PYKOBOJIUTENS, €ro JIMYHON
MOJMUCH, HTHUIIUAJIOB U (haMUITHH.

Ha nmpaktuke eme BCTpedaroTCsl Ciydad, KOTJa Iiepe] JOJDKHOCTBIO PYKOBOIUTEINS
OT PYKHM MHUIIYTCS «3a», «3aM.» WM npoctasisgercs kocas yepra. [OCT P 6.30-2003 u unbie
JIEUCTBYIOIIME HOPMATUBHBIC JOKYMEHTBI HE JOMYCKAIOT MCIOJIb30BAaHUE MOJIOOHBIX MPUEMOB:
3TO JINIIAET JOKYMEHT FOPUIUYECKON CUJIBI.

[Tocnemuuii peKBU3UT, KOTOPBIM 3amONHAETCS B YHH(PHIMPOBAHHBIX (hopMax, — BU3a
O3HAKOMJICHUS pabOTHHKA, cocTosmias U3 ciioB «C MPUKa30M O3HAKOMIICHY», JIMYHOM MOANHCU
pabOTHHKA U ATl O3HAKOMJICHUS.

Ilpumep 4
Ocwomanme;

MOIMCHSTING K TPYS0BOMY A0FOBOPY O « i3 - Mapma 0 09 r N 25/09

AN APV rodt goxysent sananenue pabomnuxa om 16.10. 2009 W41
PYKOSOANT AN OPEan A Aupexmop Huxoraes H.H. Huronaes

C mpyxa 1om (pacuopaacines) patornuk oMo 1en: CV\‘,joroG . T » Dt Ot Pl

[Ipukasbl B TEKCTOBOM hopme

ITomuMo npHKa30B B YHUGHUIMPOBAHHOW (oOpME, KaJpOBbIE CIYKObl TaKKe M3AI0T
npuKassl B TeKcToBOoW  ¢opme. Tak, He yHMQUIMPOBAHBI  TPHKa3bl, HW3AaBaeMbIC
npu opopMIIeHHH B3bICKaHUI PaOOTHUKOB (32 UCKIIIOUEHHEM YBOJIbHEHHS), OT3bIBAa U3 OTIIYCKa,
0 BHECCHHH U3MEHECHUH B YUETHBIC JJOKYMEHTBI, HAIPUMEP MPH U3MEHEHHH (haMuInu.

ITonoGHble mpuKa3bl OGOPMIAIOT Ha OJaHKe, KOTOPBIH MCIONB3YyeTCs MJIs U3JaHUs
MPUKA30B PYKOBOAMTENS I10 OCHOBHOW J€ATENbHOCTU. biaHK mpukaza I0JKEH CcolepikaTh
HalMEHOBAHME BBIIIECTOALIET0 oOpraHa (IpW €ro HaJIW4YMM), HAaUMEHOBAHHWE OpraHu3aluu
(yupexnaeHus, MNpeAnpusiTusi), BUJ JOKyMeHTa (IIpHKa3), MECTO €ro W3JaHus, MECTO
JUIS IPOCTaBJIICHUS MHJEKCca TOKYMEHTa, JAaThl. PerucTpannoHHbIil HHIEKC U AaTa o(popMIISIOTCS
10 TEM K€ MPaBHJIaM, YTO ¥ MIPH 3aMOJTHEHHH YHU(UITMPOBAHHBIX (POPM.

IIpuka3 B TekcToBOH (hopMe 00A3aTENBHO COMPOBOXKAACTCS 3aroJIOBKOM, KOTOPBIH
dbopMynupyeTrcss B COOTBETCTBUU € BUJOM INpukasza. Hampumep, npukas o yem? — «O enecenuu
U3MEHEeHUl 6 yuemnvle  OOKymenmoul», «00 obvasénenuu  evicosopa», «006 om3vige
U3 04epedH020 OMNYCKay.

[Ipuka3 mo TMYHOMY COCTaBY, M37aBaeMblii B TEKCTOBOM (hopMe, TaK K€ Kak U MpHUKa3
B YHUQUIIMpOBAaHHOW (opme, MoxkeT oQOpMIATH OJHO PpPacHoOpsSIUTENIbHOE JIEeWCTBUE
OTHOCHUTEJIBHOTO OJTHOTO MJIM HECKOJIBKMX paOOTHHUKOB. B mepBoM ciydae TeKCT mpukasza Oyaer
coJlep’KaTh OJMH MYHKT. Bo BTOpoM (Takue MpHKa3bl Ha3bIBAIOT CBOJHBIMH) — TEKCT AOKEH
COJIEp’KaTh COOTBETCTBYIOIIEE KOJIMUECTBO TYHKTOB.

CopepxarenpHasi 4acTh IpHUKa3za IO JUYHOMY COCTaBY, O(OpPMIIIEMOTO B TEKCTOBOMH
dopme, Kak MpaBUJIO, HAUMHACTCA YKa3aHUEM Ha paclopsAuTeNbHOe neicTBue: «O0vasumo
6b12060p...» «Omo3eamp u3 ouepeono20 onnavueaemo2o omnycka...»
u 1.11. [Ipu popMynupoBke TekcTa pacrnopsIUTENbHBIX JTOKYMEHTOB CIeayeT J100MBaThCs TOTO,
YyTOOBl OH TOYHO BBIpAXKAJl pAaclOpSAUTEIbHOE JAEWCTBHUE, HE OMYyCKall €ro pa3jin4HbIX
TOJIKOBAHUH.
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[Tocne OkOHUaHHWSI TEKCTa OT HErO OTCTYMAIOT ABA-TPU MHTEpBaja, IEYaTalOT CIOBO
«OcHnoganue:» 1 1AI0T CChUIKY Ha Ha3BaHUE, 1aTy U HOMEP JOKYMEHTa (JOKYMEHTOB), KOTOpbIE
SIBIISTIOTCSI OCHOBAHHEM ISl M3aHUs TIPUKa3a.

Ha noanuce pykoBOJUTENIO OpPraHU3alUU HPEACTABISIETCS MOJHOCThIO O(QOPMIICHHBIN
¥ 3aBU3UPOBAHHBIN TpoeKT mnpukaza. OdopmieHrne MNOANUCH NpPEAyCMAaTPUBAET YKazaHUE
JIOJDKHOCTU PYKOBOJUTEISA, €0 JMYHYIO NOJIUCh, UHULIHAAIBI U (PaMUIIUIO.

Takum o0pa3zoM, K opOpPMIICHHIO TIpUKa3a U B yHU(PUIMPOBAHHOW, U B TEKCTOBOU
dopmMax NpPeABABISAIOTCS OJHU M T€ )K€ TpeOOBaHMS: B 3aroJOBOYHOM 4YacTH HEOOXOJMMO
HaJIMYMe Ha3BaHMSA OpraHu3alMy, JaTbl W HOMEpa TIpUKas3a, 3arojioBKa K TEKCTY;
B opopmirstromelt yactu o0s3aTesibHa COOCTBEHHOPYYHAs! MOANUCH PYKOBOJAUTENSI OpraHU3aluu
¥ BU3a O3HAKOMJICHHs paOOTHHUKA.

CoOnrofieHne yCTaHOBJIEHHBIX TpeOOBaHHUN K O(QOPMIICHHMIO IPHKA30B 10 JUYHOMY
COCTaBy T'apaHTUPYET COXPAHEHUE 3HAYCHMS HTOTO JTOKYMEHTa U i paboTojaTens (Hampumep
IIPY IPOBEPKAX TEPPUTOPHAIBHBIX OTIENeHUN MHCneKkuuu 1o Tpyay WM MPH MpeIbsIBICHUH
JIOKYMEHTOB B CYZ€), U JUI1 paOOTHUKA, KaK B MIEPHO €ro paboThl B OPraHU3alUH, TaK U MOCTe
YBOJIbHEHUS W3 Hee. MHOrue NpuKasbl SBISAIOTCA JTOKYMEHTAMU CO CPOKOM XpaHEHMs /5 JeT
¥ TIOTOMY COXPaHSIOT CBOE 3HAUE€HHE MHOTO JIET CITYCTS ITOCIIE UX M3TaHuUs.

Cornacosanue

OTaenpHBIX MOSICHEHUH TpeOyeT Takol 3Tar MOArOTOBKU MPHUKa3a MO JIMYHOMY COCTaBY,
KaK €ero COIjlacOBaHME, TO €CTh BHU3MPOBAHUE TEMU JOJDKHOCTHBIMU JIMI[AMH OpraHU3alluu,
KOTOpbIE HMMEIOT OTHOILIEHHWE K TOMY WJIM UHOMY TIPaBOBOMY OTHOIICHHIO pabOTHHKA
U paboTonarens.

CoctaB nuI, BH3UPYIONIMX MPUKA3bl IO JUYHOMY COCTaBY, B Pa3HbIX OpraHHU3aIUsIX
UMEET CYyIIEeCTBEHHbIE pa3nuuus. [losToMy mpaBmjia BH3HMpPOBaHHUSI NMPHUKA30B I10 JUYHOMY
COCTABY B KOHKPETHOM OpraHu3aluu J0JIKHbI ObITH OIpeleseHbl KaJApOBOH CJIy:k00il
U PYKOBOJACTBOM OPraHU3allMid M 3aKpelJieHbl B MHCTPYKIHMHM 10 padore ¢ KagpOBbIMHU
AOKYMEHTAMU WIK UHOM JIOKQJTbHOM HOPMAaTHUBHOM aKTe.

Busel mnpocTaBifrOTCS WM B HKHEH 4YacTH TIOCJIEIHEro JIMCTa IpuKasza (Imocie
nojmnucei), Wik Ha 000POTHOW CTOPOHE MOCIEAHETO JUCTA MOATUHHUKA IPUKa3a.

Cornacuo 1. 3.24 TOCT P 6.30-2003 odopmiieHre BU3bI TOJKHO COCTOSITh U3 MOAIMUCH
JMIA, BHU3HMPYIOLIETO JOKYMEHT, €ro JOJDKHOCTH, paclIM(pPOBKH MOANUCH (T.€. YyKa3aHHUA
MHUIMAJIOB U (paMuIInN), 1aThl BUu3upoBaHus. Hampumep:

HauanbHuk oTnena

>Boponoe K.T. BopoHos

24.09.2009

I'maBHbII Oyxrantep

Pomanosa A.B.Pomanoa

25.09.2009

IIpuka3 BcTymaeT B CHIIy C MOMEHTa MOAMMCAHUS, PETUCTPUPYETCS B ITOT K€ JCHb
1 00BSABIISIETCS paOOTHUKY TOJT POCTIHCH.

B cootBerctBun ¢ 1. 3.28 I'OCT P 6.30-2003 noKyMEHT IOJDKEH COIEPKAaTh OTMETKY
00 UCIIOJTHEHUM U HaNpaBJICHUM €ro B Jel0. ODTO MpaBWJIO KacaeTcs TaKXkKe | KaJpOBBIX
nprka3oB. OTMETKY 00 MCIOJIHEHHHM JOKYMEHTa W HAlpaBJICHUU €ro B JIEJ0 CTaBAT B JICBOM
HIDKHEM YTIIy IpHKa3a. OTOT PEKBU3UT BKIIIOUAET B ce0sl cielyrolIre JaHHble: cioBa «B aemoy,
HOMED JieNia, B KOTOPOM OyZIeT XpaHUThCS JOKYMEHT.

B nemxo Ne 02-09

Heankoea 07.10.2009

OtmeTka 00 UCHIOJHEHHM JIOKYMEHTa U HalpaBJIEHUHW €ro B JIeJI0 IOJIUCHIBAETCS
Y IaTUPYETCSl WCIOJIHUTENIEM JOKYMEHTA WJINM PYKOBOAMTENIEM CTPYKTYPHOIO IOAPA3IEICHMUS,
B KOTOPOM HCITOJIHEH JTOKYMEHT.

IIpunoorcenue 1
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O6pa3zen opopmiieHNs] YHUPUIMPOBAHHON (POPMBI IPHKa3a (pacropsyKeHUs)

Yundmunponawnan $opwa M 1.1
Yivepaacas noc ramon o Fockonscrsrs Foco
o Smiomapu 2004 ¢ No I

Koa

Dopsea so OKYL 1301001

3axpEmoe aRLoRSPHOE 0bwieoman «3densesion (3AD «Ideneeeics) m OK1O 12345678

AR R PR

Hosep soxymenra | Jlara cocranachan

NPHKA3 85 06.10.2009
(pacnopamenne)
O npuese padoTunka na padory
o
Hpuusrs ua pabory ¢ 05.10.2009

LU

Tabcanamn nosep

Pomanosy Hpuwy Huxosoeeny 153

[T

STPVRTIPO® TV LN
2 A

L 2
I e L O I S N BB

Teress sperei i pilory patep ploTe

© Tapiiof cranxoil (oK 1oM) "ng?ﬂ mo. 00 wom.
naxbanxof .2?‘2?' pye. 00 xom
© NCTMTANMEM 183 CPOK odun Mecaa(en)
Ocnosanme:
Ipyaosoll wtonopore 05 oxmatps 0 0 r M 3209
Pyxosoanress opramwmanun  [enepanunwd dupexmop Hasum M'.‘M. Hneuw
A Ty P T

C npaxaton (pacnopaaennes) paboTuns o xaKomien: Poumanoba « 7 - oumsbps 20 09 1.

[T TR

B acao N O4-07
Cabrura 07102009

Ipunoowcenue 2
O06paserr opopMIIeHHS ITPUKA3a B TEKCTOBOU (hopme
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3akpuroe akunonepuoe obmecTso «Ineanneics
(3A0 «Dneanseiics)

IPHKA3
12 oxmadipa 2OOT ¢ Ne 95«
Mocksa

O npeaocrasncHuu aun oramxa Huxonosy K. I1.

3a pabory B BRXOAHOM icHL 4 OXTAGPS 2009 1. NPCAOCTABHTL CACCAPIO-HAAAAYHKY YHACTKA
Ne 3 Hukonosy K.I1. aens omamxa 16 oxrabps 2009 r.

Ocnonanue: sasnsenne K.I1. Huxonona or 09.10.2009 Ne 21,
Fenepansuuit Anpexkrop Hrsun H.H. Mapun
Havanssnx ywacrxa Ne 3

Tpnzopocf  C.M. I'puropren

127102009

C HPHXAIOM OIHAKOMJICH!

Crecapb-Hanaaumx uexa Ne 3 Huxonol K.I. HuxoHos
13.70 2009

B neno Ne O%-07F

Cabrunia 15102009

Ne9  U3yyeHne  ocobeHHOCTEM  COCTaBfieHUMss U 0dPOPMIIEHUs
AOKYMEHTaunn no TpyaoBbIM OTHOLUEHUSM

I_IeJ'IL 3aHATHUA: Hay‘{I/ITLCH IMpaBUJILHO O(bOpMJISITL U COCTABJIAATh NOTOBOPHO-IIPABOBYIO
JOKYMCHTAIIUIO U JOKYMCHTAIUIO 11O TPYAOBBIM OTHOIICHHUAM.

Xon paboThI:
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1. N3yuyenue OIaHKOB JOTOBOPHO-TIPABOBOM JTOKYMEHTAllUM W JIOKYMEHTAllUH TI0
TPYZOBBIM OTHOILICHUAM U TpeOOoBaHMI K 0(POPMIICHHUIO.

2. I/I3y‘lI/ITB 0COOEHHOCTH HOFOBOpHO-HpaBOBOI;'I JAOKYMCHTAIMU W NOKYMCHTAUUH II0
TPYAOBbBIM OTHOUICHUSM.

3. 3anonHeHue I[Ol"OBOpHO-Hp&BOBOfI JOKYMCHTAlUKM W OOKYMCHTALMKU 110 TPYAOBLBIM
OTHOIICHUAM.

[Tpuem Ha paboty HEO0OX0IUMO HaJIeKAITAM o06pazoM 0(hOpMUTE.
[Tpu MOCTYIUICHUU Ha paboty pabOTHUK JIOJDKEH NPEAbSIBUTH nacropr,
COOTBETCTBYIOIIIMM  3aKOHOJATENILCTBY O MMAaCHOpTax, a  TaKXKe TPYAOBYKO  KHHKKY
WIN CIIPAaBKYy O MOCJIETHEM 3aHATUH, €CIM OH IIOCTymaeTr Ha  paboTy  BIEpBEHIC.
JIJist BOGHHOOOSI3aHHBIX TPEAYCMOTPEHO TAK)KE MPEIbSIBICHIHE BOCHHOTO OWJeTa, a JJIs JIUIl OT
14 nmo 16 ner—cBuaeTeNbCTBA O  POXKIACHUH. B Tom cmyuae, korma Ha  paboTy
MPUHUMACTCS CIICIIHAIUCT, OT KOTOPOTO TPeOyeTCs CHeIHUalbHbIC 3HAHWS WM ONpe/eIICHHAs
KBaJTH(PUKAIIHS, aJIMUHUCTpALIUS TIPEIIPUATHS 00s13aHa noTpe0OBaTh MPEAbSBICHHUE
COOTBETCTBYIOIIETO OPHUTHHAJIA HITH IPYTOTO TOKYMEHTA, CBHJICTEIBLCTBYIOMIETO O MOJYYCHHOM
00pazoBaHuM, KBATM(DHUKAIIUH, CTaKE pabOTHI U T.JI.

[locrynatomuii Ha paboTy mNHIIET JWYHOE 3asBIEHHUE C IPOCKOO O  MpHeMe.
B HeMm yka3biBaeTcs JOMKHOCTh, CTPYKTYPHOE MOApa3ieieHue, Kyaa IPOCUT IPUHATh Ha paboTy
3asgBUTENb, U YCIOBHUS IpHeMa (HampuMep, Ha ONMPESICHHbIN CPOK MM Ha BPEeMsl BHITTOJIHEHUS
KOHKpPETHOU paboThI U T.IL.). Oxnan u nata npruemMa Ha paboty
OyIyT yKa3aHbl B BU3aX WIH PE30JIIOLIMU PYKOBOIUTEIIS.
3asiBIEHHUE TOJIUCHIBAECTCS U JATUPYETCS.

[Ipy MONOXKUTETHPHOM pEHIeHHH BOMpPOCAa C MOCTYMAIOUIMM Ha paboTy 3aKII0YaeTcs
TPYIOBOM JTOTOBOp (KOHTPAKT), U3JAETCS TIPUKA3 O IpHEME Ha padoTy.

«TpynoBoii  nmoroBop  (KOHTpPakT)  €CTh  COIJIALIGHHE  MEXAY TPYIAILIUMCS
" NPENNPUATHEM,  YUPEKICHHEM,  OpraHM3alueil, 1o  KOTOpOMYy  TpYZASIIMHCS
00s3yeTcs BBIMONHATL ~ paboOTy MO  ONpPENEICHHOM  CHEeUMabHOCTH,  KBaJU(UKALUU
WIM JTOJKHOCTU € TOJAYMHEHUEM BHYTPEHHEMY TPYAOBOMY  PacloOpsiAKy, a IMpearpusTHe,
yUpexXJIeHUE, opraHusanus o0s3yI0TCs BbIIIAYMBATh TpyAsieMycs 3apaboTHYIO
iaty ¥ oOecreyuBaTh YCIOBHS TPyJa, IPEIyCMOTPEHHbIE 3aKOHOJATENbCTBOM O TpYIE,
KOJUIEKTUBHBIM JIOTOBOPOM M COTJIAILIEHUEM CTOPOH).

B koMMeHTapusaX 3aKOHOAATENIBCTBA O TPYAOBOM J0roBope ormedaercs, 4yro TK PO
ynoTpeOsseT TEPMUHBI «TPYIOBOM  JOTOBOP» U «KOHTPAKT» KaK paBHO3HAYHbIE IOHSTHS,
OMOHMMBI. «Takoe COCeICTBO  O3HA4aeT, 4YTO 3aKOHOJATEIb HE BHUIUT  PA3IUYUU
MEXIY TPYIOBBIM JOIOBOPOM M KOHTPAKTOM.

«TpynoBoii 10oroBop (KOHTPAKT) 3aKJt04YaeTcsl B mucbMeHHOH ¢opme. [Ipuem Ha paboty
oopmisiercs npuka3oM  (pacmopsbKeHHEeM) — aAMHUHUCTPALUM NMPENNpUATHS,  YUPEKICHHS,
OpraHM3aIiHy. [Tpuxkas (pacmiopsixeHue) 00BsIBIIsIETCSI pAOOTHHUKY TIOJ] PACTIHCKY.
Taxkum oOpa3oM, «B HacTosIee BpeMs NHUCbMEHHas (opma oOs3aTesbHa ISl BCEX TPYIOBBIX
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JIOTOBOPOBY, W 3aKJIOUYCHHUE JOTOBOpa (KOHTPAKTa) HE MCKIIOYAeT HEOOXOIWMOCTH CO3JTaHMS
MpHKa3a.

TpynoBoii 1oroBop UMeeT THUIIOBYIO POPMY, B KOTOPYIO BHOCATCS WHIUBUIYyaJbHbIC
yclI0BUs pabOThI COTPYJHUKA, JOJKHOCTB, JOJDKHOCTHBIE 00513aHHOCTH.
Pa3znnuatoTcs OCHOBHBIE U JONIOJIHUTENbHBIE  YCJIOBMSI TPYJIOBOIO JOrOBOpa  (KOHTpAaKTa).
K OCHOBHBIM yCJIOBUSIM TPYIOBOTO JOrOBOpa (KOHTPAKTA) OTHOCATCS COTJIAIIEHUsS: 0 padoTe 1o
OJTHOW WJIM HECKOJIBKHM CIIEHUAIBHOCTSAM (JIOJDKHOCTSIM), COOTBETCTBYIOIICH KBAJTH(HUKAIINH;
MecTe paboThl (HpeanpusTUe, ero CTPyKTYpHOE MOJpa3ieiieHHe, HUX MECTOHAXOXKICHHE);
CpPOKe JAEWMCTBUS U BUJIE TPYIOBOrO IOTOBOpa (KOHTpaKTa); 00 YCIOBUAX OIJIATHI TPY/a.

K  JomonmHHUTENbHBIM  OTHOCSTCS YCIIOBUS TPYJIOBOTO IOTOBOpa  (KOHTpaKTa),
KOTOPBIC MOTYT KacaTbCsl JIIOOBIX  HMHBIX BOIPOCOB TPYyla, a TaKKe COIHATIbHO-OBITOBOTO
o0CITy>)KMBaHUsI pa0OTHHKA, HAlPUMEpP, YCTAHOBIICHHE HCIIBITATEIILHOTO CPOKA, COBMEIICHHE
npodeccuit (I0KHOCTEH ), TIEPENoAroTOBKa, 00ydeHne BTOPOM MPodeCcCuu U Ipyrue.

Cornacho ctatbe 71 TK P® mnpu 3akioyeHHH TPYIOBOTO IOTOBOPAa MOXET OBITh

00YCIIOBJICHO COTJIALIIEHHEM CTOPOH UCIBITAaHUE C LIETIBI0 TPOBEPKU COOTBETCTBUS
paboTHHKA TOpyYaeMOn emy paborte. Ycnosue 06 WCIIBITAHUU JOJHKHO OBITh
YKa3aHo B TPyIOBOM  foroBope.  OTcyTcTBHE B TPYJOBOM  JOTOBOpPE  YCIIOBHUs 00

WCIIBITAHUU O3HA4aeT, 4YTO paOOTHUK MPUHAT Oe3 ucnbiTaHug. CpoK HUCHBITAaHUS HE MOXKET
MPEBBIINIATh TPEX MECALEB, a NIl PYKOBOJIUTENECH OpraHu3aliii U UX 3aMEeCTUTENeH, TJIaBHBIX
OyXrajTepoB W HX 3aMECTUTEJICH, PYKOBOIMUTENCH (DHUIMANIOB, IMPEICTABUTEIBCTB M WHBIX
000COOJICHHBIX CTPYKTYPHBIX TIOJIpa3/IeIICHUI OPTaHU3aIH - TIIECTH MECSIICB.

B cootBercTBuM co cTaTheit 58 TK PO TpynoBbie 10rOBOPHI 3aKIIFOYAIOTCS:
— Ha HEOIpeeNCHHBIN CPOK, T.€. HA TIOCTOSIHHYIO paboTy;
— Ha OTpe/IeTICHHBIN CPOK, HEe OoJiee MATH JIeT (CPOUHBIN TPYIOBOM JOTOBOD).

TPYZIOBOW OrOBOP 1. Mpeanpuatue (opraHusaums)

___(HaumeHoBaHuMe) B nuLe

(monxkHocTb, pammnma, umsa, oTYECTBO)
, UMeHyemoe B

JanbHelwem «MNpeanpuaTue» n rpaxaaHuH

__(damumnua, umsa, otuecTBo) MMeHyembll B AasibHeNwem «PaboTHUK Y, 3aK0UMAN HACTOALMIA
[OroBOp 0 HKecneaytowem: 2. PaboTHUK
(damunnus,

MM$, OTYECTBO) NPUHMMAETCA Ha paboTy
(HaumeHoBaHUe

CTPYKTYPHOrO noApasaeneHna NpeanpuaTma: uex, otaen, nabopatopua nuT. 4. )

62



___no npodeccmm, A0NKHOCTH
(nonHoe HaumeHoBaHuWe

npodeccun, AONKHOCTU) KBaNUDUKaLUK

_ (pa3pag, kBanudbukauma, kateropus) 3. [lorosop asnsetcs: [LoroBopom No ocHoBHoOM pabote /
[oroBopom No COBMeCTUTENbCTBY (HY*KHOe NnoadYepKHyTb) 4. Bua Aorosopa: Ha HeonpeaeneHHbI CPOK
(beccpoyHblit) Ha onpeaeneHHbIn CPoK (CPOUHbIN)

(yKa3aTb NpUYMHY 3aKNHOYEHNA

CPOYHOrO I0roBOpa) Ha BPemMs BbINOAHEHUA onpeaeneHHon paboTsbl
(ykasaTb Kakol) 5. Cpok gencreus gorosopa.

Havano paboTbl

OKOH4YaHue paboTbl
6. Cpok

ncnblTaHUA: a) 6e3 ucnbiTaHuA
6)
(NPoAONKUTENBHOCTD UCNbITaTENbHOTO CPOKa) 7. PaBOTHUK A0/MMKEH BbINOAHATL Caeaytolme

0693aHHOCTU:

__(yKa3bIBalOTCA OCHOBHbIE XapaKTEPUCTUKM paboTbl M TPEBOBAHMSA K UX BbINOSHEHWUIO)

___8.Mpeanpuatve 06a3aHO OpraHN30BaThb TPya PaboTHUKA, CO34aTb YyCN0BUA oA 6e3onacHoro u
addeKkTMBHOrO Tpyaa, obopyaosatb paboyee MecTo B COOTBETCTBMM C NPaBUIAaMMN OXPaHbl TpyAa U
TEXHUKM 6e30NacHOCTM, CBOE-BPEMEHHO BbIN/1aunMBaTh 0OYC/I0BNEHHYO 4OFOBOPOM 3apaboTHYIO NaaTy.

__(yxa3blBaloTCA KOHKpPETHbIE Mepbl MO OpraHn3aLmMM NPoM3BOACTBEHHOIO npoLecca, o6opyaoBaHMIO
pabouyero mectauT. 4. )

___ 9. 0O6szaHHOCTb paboTogaTtens no obecneyeHu1to yc10BUA TpyAa Ha paboyem MecTe C yKasaHuem
[AOCTOBEPHbIX XapaKTEPUCTUK, NPeA0CTaBAAEMbIX KOMMNEHCALMKN U IbFrOT PabOTHUKY 3a TAXKeble, 0060
TAXKeble paboTbl U paboTbl C BpeAHbIMU, 0COH0 BPeAHbIMU UM ONACHbIMW YCIOBUAMM Tpyaa. 25
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__10. OcobeHHoOCTU perkMMma paboyero BpeMeHMU: HeNoHbIN paboynin AeHb
HenonHas paboyan Hegens

no4yacosan pa60Ta

11. PaboTHUKY
YCTaHaBAMBAETCA: AO/IKHOCTHOW OKnag (TapudHan ceTKa) py6. B mecaL, unu

py6. 3a 1 yac paboTt HagbaBKa (gonnatbl U Apyrue BbiNAaTbI) py6. (B % K

CTaBKe, oknaay); 12. PaboTHWMKY yCTaHaBAMBAETCA eXKeroAHblii oniavmMBaemblii OTNYCK
NPOAONKUTENbHOCTbIO: OCHOBHOM pabounx gHeln AoNONAHUTENbHbIN pabounx
AHel. 13. Opyrue ycnosua Aorosopa, CBAsaHHble co cneuuduKkoi Tpyaa

___Npeanpuatue (pabotoaaTens): (b., n., 0,
[O/MKHOCTb)
Appec:
(noanuce) « » 20
r. PaboTHuK: (¢., n., 0., BaHHbIE NacnopTa)
Appec:
(noanuce) « » 20
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Ne10 N3yyeHne ocobeHHoCcTeN 0GPOPMNEHUS NINYHbIX Aen

Llesib 3aHATHA: OCBOUTH TEXHOJIOTUU O()OPMIICHUS JINYHON KAPTOUKU COTPYTHHKA.
3aganud.
Ha ocnoBanuu npaktuyeckoid padoTsl Ne§ 0(hopMUTH THUHYIO KAPTOUKY COTPYAHHUKA

Ne11 CocTtaBneHune n opopmneHne npeTeH3noHHO-UCKOBOW LJOKYMEHTaumm

Ienp 3aHATHA: OCBOUTH TEXHOJIOTMM COCTABJICHUS IPETEH3UM M HMCKOBBIX 3asBICHUN
IIPU HapyUIEHUH JOTOBOPHBIX 0053aTEIbCTB.

AKTyaJ'II/ISaI_[I/ISI OITIOPHBIX 3HAaHUU U MMPAKTUYICCKOI'0 OIIbITA ITPU JOITYCKE K pa60Te:

1) Kak oQopMIsSIOTCS TPETEH3UHM NPEANPHUATHA 10 HAPYIICHUIO JIOTOBOPHBIX
00s13arenbCTB?

2) Coneprxanue u QyHKIIMHA UCKOBOTO 3asBICHHSI.

3ananus:

1) cocraBuTh 1 0OPOPMHUTH MPETCH3UIO 32 HEAOMOCTABKY TPOIYKIIHH;
2) cocTaBUTh U OPOPMUTH UCKOBOE 3asIBIICHUE B ApOUTPAKHBIN CY/I.
MeToauyeckue ykazaHus

UroObl BBINONHUTH 3aJaHHE, HEOOXOAMMO O3HAKOMHUTHCS C THIIOBHIM IaKETOM
JIOKYMEHTOB, COJIEPKAIIINM:

- IPETEH3HUI0 00 YIUIaTe HEYCTOMKH 3a HEJOMOCTaBKY (IPOCPOUKY MOCTABKU) MPOIYKIINU;

- TMPEeTeH3UI0 K aBTOTPAHCIOPTHOMY MPEANpUATHIO O HEeAOocTaue rpys3a IMpu
LEHTPAJIN30BaHHON JOCTaBKE;

- HCKOBO€ 3asIBJICHHE O B3BICKAHWM CTOMMOCTH HEJIOCTa4d Ipy3a MpPH MEPEBO3KE IPY30B
aBTOTPAHCIIOPTOM;

- ICKOBOE 3asiBJIEHHE O B3bICKAHUU CTOMMOCTH HEAOCTAIOMIEeH MPOIYKIMH (TOBapa).
IIperen3uss — >T0 TpeboBaHKE O JOOPOBOIHHOM YCTPAHEHUHU HAPYIICHUS

3aKOHOJaTCIIbCTBA.
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B nemsax yperyaupoBaHMs CIIOPOB BUHOBHOM CTOPOHE HAIIPABISIOTCS IIPETCH3UOHHBIE
MUCbMA.

[IpereH3un NpPeABSBISAIOTCS B OTHOLICHHM KayecTBa TOBapa, OOBEMOB U CPOKOB
IIOCTaBKH, YIIAKOBKH, MapKUPOBKH, IIJIATEKa U APYTUX YCIOBUH KOHTpPakTa. B mpereH3noHHOM
NUCbME, KpOME OOIINX PEKBU3UTOB MHCHbMA, TOJDKHBI OBITh YKa3aHBI:

- TpeOoBaHMs, MpPEIbsABIAEMbIE 3asgBUTEIEM OpraHU3alldd, KOTOPOIl HampaBiseTcs
IIPETEH3US;

- MOJIPOOHBII pacyeT CyMM, KOTOPBIC 3asBUTEIb IPOCUT TIEPEUNCIIUTH;
- OCHOBaHHUsI TPEOOBAHUH 3aIBUTEIIS;

- CPOK A OTBE€Ta Ha IMIPCTCH3HWH, €CIIM IOTOT CPOK HEC YCTAHOBJICH CICHHAJIbHBIM
HOPMAaTUBHBIM aKTOM;,

- OaHKOBCKHE PEKBU3UTHI 3asBUTENS (Ipu HeoOxoaumocTH). [IpereH3us noanuceiBaeTcs
PYKOBOAMTEIIEM NPEAIPUATHS WIHM €70 3aMECTUTEIIEM.

VckoBoe 3asBiieHuE - 3TO TpeOOBaHUE K KOMIIETEHTHOMY OpraHy O 3alllUTe HapyILEHHOTIO
IIpaBa OpraHU3aLNM, IPEAIPUS TUS, YIPEKICHUS.

HckoBbie 3asBICHUS IIOJAar0TCA B ap6HTpa>K C HpOCB6OI71 O B3bICKAHHMH C OTBCTUHMKOB B
MPUHYAUTCIIBHOM MMOPAAKE MPCTCH3MOHHBIX CYMM.

PexBU3UTHI HCKOBOTO 3asBJICHUS CIICAYIOIIHUE:
- HAaMMEHOBaHHe apOUTpaxa;
- HAUMEHOBAHME U aJIpeca CIIOPALINX OpraHU3aIHii;

- HAaMMCHOBAHHMC MUHHUCTCPCTB UM BCAOMCTB, B CHUCTEMY KOTOPBIX BXOIAT CHOPANIHE
OpTraHH3alnu,

- U3JI0OKCHUC CYHNIHOCTHU CIIOpa U O6CTO$IT€J'II)CTB, CJIy’KallluX OCTHOBAHHEM [IJIS1 UCKaA,

- CChUIKA HAa HOPMATHBHBIC aKThl W JIOKA3aTENbCTBA, MOATBEPK "HAIOIINE H3JI0KECHUE
00CTOSATEILCTB;

- TpeOOBaHUE UCTIIA;
- IPUYHHBI BO3PAKEHUS IPYTrOd CTOPOHBI;

- CyMMa HUCKa,
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- AaTa moJgavu 3adBJICHUA U MTOATINCh PYKOBOOUTCIIA.

B koHIEe HMCKOBOro 3asBIICHHS YKa3bIBa€TCA MNPUIIOKEHHE: NE€PEUYeHb JOKYMEHTOB,
MpUJIAraéMbIX K 3asABICHUIO0. J[JI1 OTIENbHBIX KATErOpUM CIIOPOB IMEPEYEHb JIOKYMEHTOB,
MOJJICKATUX MPEIbABICHUIO B apOUTPaxk, YKa3blBaeTCsl B MHCTPYKIIMOHHBIX MUChMaX.

KoHTposbHBIE BOIIPOCHL:
1) B kakux ciay4asx 1 Kak COCTaBJISIOTCS KOMMEpPUYECKHUE aKThl?

2) Iopsinox oopMiIeHNs OT3bIBA HA HICKOBOE 3asiBIICHUE.

Tema: " O6Limne ocHOBbI AENOBOW KOppecnoHaeHummn"

[Mpaktnyeckaa pabota Ne12 WM3ydyeHme ocobeHHOCTEN NOLrOTOBKU

CJ'Iy)Ke6HbIX nncem.
@®opMupyeMble 3HAHUS U YMEHUS:

ean 3ansaTHSA
H3YYHUTh:
. O0COOCHHOCTH COCTABJICHUS U OPOPMIICHHUS CITYKEOHBIX JOKYMEHTOB.
HAYYHUTHCH:
. CaMOCTOSTENIbHO 0(OPMIIATH B CITY>KEOHBIE TUCHhMA
Conep:xanue oryera:

B Tetpanu nmns npakTuueckux paboT HE0OX0IUMO:

o yKa3aTb TeMy U HOMep MPaKTU4YeCKOil paboThI

o LeJIb 3aHATHUS

o OTPa3uTh XOJ BBIIIOJHEHUS pabOThI

. OTBETUTh MUCbMEHHO HA KOHTPOJIbHBIE BOIIPOCHI
o clienath BbIBOJ 0 paboTe

KOHTpOJII)HbIe BOITPOCHI:

e B dem 3akmouaroTcss 0COOEHHOCTH SI3bIKA U CTUJIS CITY>KEOHBIX JOKYMEHTOB (Ha IpUMepe
nucbma)?

e KaxkoBo (I)YHKI_II/IOHEU'ILHOC Ha3HaAYCHUEC KOMMCPUYCCKUX micem?
e Ha3oBuTte morndeckue 31€MEHTHI ITHCHMA.

e Ilepeuncnaure ocCHOBHbIE TPEOOBAHUS K JIETIOBOM peyH.
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3a[laHl/lﬂ, BbBIHCCCHHbBIC HA 3AHATHUSA

1. N3y4uth 0C00EHHOCTHM NOArOTOBKH Ciay:xke0HbIX mnucem. Ha
npuMepe NUCHLMa-NPOChObI U MUCbMA-TIOATBEPKICHHS.

2. CamocTosiTeJIbHO O(POPMUTH CJeAYIOIINEe BHIAbI CIYKEOHBIX
nnceM:

e Cocmasvme nucomo—npuenauerue Ne 544 om 10.07.20 __ no cn. OauHvim:

NHcTUTYT TOYHBIX TPHOOPOB TOCHUIAET MUCHBMO — MpuniameHnue aupekropy [HHUU
«IIpomereii» Koncrantuny CepreeBuuy ¢ MNpUIVIALIEHHMEM IIOCETUTh MEKIYHAPOIHYIO
CHEUAJIN3UPOBAHHYIO BBICTaBKY «OKOHOMHUS MATE€pPHAIbHBIX M TOIIMBHO—3HEPreTHYECKUX
pPECYPCOB B CTPOMTEILCTBE W IMPOMBIIUIEHHOCTH». BbicTaBka coctoutrcs B I. MockBa B
NaBWJIbOHE BbICTaBOUHOrO LieHTpa Ha Kpacnoii [lpecne 18 aBrycta 20 roxa ¢ 9.00 mo 20.00.
AJlpec MTHCTUTYTa TOYHBIX TIprOOpoB r. MockBa yi. [lnexanosa 36, Ten. 237-87-77. upexrop
uHcTuTyTa TOUHBIX TTprdopoB C. K. Ceprees.

Hcnonp3yiiTe npunoxenue 1.

e Cocmasvme eapanmutinoe nucomo Ne 589 om 23.09.20 _ no creoyrowum
OQHHBIM:
OO0 «Mwur» rapantupyer AO «BocTopr» OTIpy3Ky akKyMyJSITOPHBIX OaTapeil Ha cymmy
324000 (Tpucra aBanuath 4eTbipe Thicsun) pyoseir 00 koreek B TeueHUe 2-X HelelIh C MOMEHTA
NOCTYIUIEHUS JI€HEKHBIX CPEJCTB Ha PACUETHBIN CUET.

Anpec OOO «Mur» . MockBa yi. CanoBas 36, ten. 237-87-87. qupekrop OO0 «Mwur» M.
K.Makcumos.

Hcnonp3yiiTe npunoxenue 1.

o (Cocmasvme ungopmayuonnoe nucomo Ne 59 om 12.09.20  no creoyrowum
OaHHbIM:
MockoBckuii nonurpaguueckuil TEXHUKYM cooOmmaer aupekropy mkonsl Ne 12 B.C.
AHTOHOBOH O TOM, YTO B HOBOM y4eOHOM IOy TEXHUKYM OTKPBIBAET 1B HOBBIX (paKynbTeTA:

JlazepHble TEXHOJIOTUU B ToNMUrpadun
KOpunnuecknii
[TpaBuiia npuema oOuue 17 Beex.

Anpec MockoBckoro noiurpaduyeckoro TexHukyma r. Mocksa yia. Mupa 86, ten. 337-87-87.
Hupexrop texuukyma M.C.UrnarbeBa.

Hcnonp3yiiTe npunoxenue 1.
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[Tpunoxenue 1.

HaumeHnoBanue opranuzanuu PexBu3uT «Anapecary

CnpaBouHbI€ IaHHbIE OpraHU3aAINH- OTIPABUTEIS

OTIPABUTEIIS

No oT

Texker nucema. [Incbma — NpUIIAIEHUs] HAYUHAIOTCS CO CIOB «Y BAXKAEMBIH ........... I'»

TekcT rapaHTUHHOrO MUChbMA HAUMHAETCA CO 0B «HacTodimmm rapauiTupyem ...»

TGKCT I/IH(i)OpMaIII/IOHHOFO IIMCbMa HAYUWHACTCIA CO CJIOB ((AI[MI/IHI/ICTpaLII/ISI TeXHI/IKyMa
CcOoOOIIIaeT, 4To ...»

JIOJDKHOCTB OTIIPAaBUTEIIA H. O. ®amunus
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Tema: "OpraHusaunsa gokymeHtoobopota™

[MpakTnyeckaa pabota Ne13 MayyeHne ocobeHHOCTEN XKypHaribHOM
permcrtpaumm AOKyMEHTOB

@®opMupyeMble 3HAHUS U YMEHHS:
Hean 3ansaTus
H3YUYHUTh:

e JBWXCHHUC IOOKYMCHTOB Ha IPCANPHUATHH C MOMCHTa HX CO3JaHHA [0 3aBCPIICHUSA
HCIIOJIHEHUA UJIN OTIIPaBKH.

HAYIUTbCH:
e CaAMOCTOATCIIbHO 3aIllOJIHATD ) KYPHAJIbI pErUCTpali ABMKCHUA JOKYMCHTOB
Couepma}me oTyerTa:

B terpaau s nmpakTuueckux paboT HEOOXO0UMO:

. yKa3aTh TEMY U HOMEpP MPAKTHYECKON pabOThI

. LIEJIb 3aHATUSA

. OTPa3UTh XOJ BHIMOJHEHUST PaOOTHI

. OTBETUTh MMCbMEHHO HA KOHTPOJIbHBIE BOIIPOCHI
. cienaTh BBIBOJ 10O paboTe

KoHTpoabHbIE BONPOCHI:
1. Yto Takoe JOKyMEHTOOOOPOT MPEANPUATHS, U KAKOBBI IIPUHIIMITBI €70 OpraHu3aun?
2. KakoB nopsi1oK NPOXO0XKAECHUS U UCIIOTHEHUS BXOIALIMX JTOKYMEHTOB?
3. B yem 3axioyaroTcst 0COOEHHOCTH pabOTHI C MOCTYMAIOIMMH JOKYMEHTAMU?
4. IlpaBuna u popMbl pErUCTpaLUN JOKYMEHTOB U UX 0COOEHHOCTH?
5. KakoB nopsi1ok MOATOTOBKHU M MTPOXOXKICHHS UCXOAAIINX JTOKYMEHTOB?
6. OnumuTe NOPAIOK MPOXOXKICHUS BHYTPEHHUX TOKYMEHTOB?
7. KakoBbl 3a1auu, BUJIbI U CPOKH KOHTPOJISI UCTIOJIHEHHSI TJOKYMEHTOB?
3aganusi, BbIHeCEHHbIE HA 3aHATHUS:

1. U3yuutb 0cOOEHHOCTH KYPHAIBLHON perucTpanuu JOKyMEHTOB:
. Kypnan perucrpanuy BXoAsIew KOpPEeCHIOHICHIIMT

° JKypHai perucrpaiivy UCXOIIIEd KOPPECTOHAEHIIMNA
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(] H(VDHEU'[ PETUCTPALIMU ITIPUKA30B

2. CaMOoCTOSITEIHHO 3aI0JIHATD CIAEAYIOIINE BUIBI )KYPHATIOB PETUCTPAIUH:
e JKypHan perucrpauuu BXOJIAIIEH KOPPECHOHACHIUN

e JKypHan perucrpauuu UCXOIAILIECH KOPPECHOHACHIUN

e Kypnain perucrtpanuu npuxka3on

[Mpaktnyeckoe 3aHAaTME Ne14 Pabota ¢ KOHmaeHUManbHbIMU

OJOKYMEHTaMIN

Heasb 3aHaTHA: HAy4IuThCS OGOPMIIATH CHUCTEMY JOCTyNMa K KOH(HUACHIUAIBHBIM
JIOKYMEHTaM.

OcHamenne padoThl: JOKYMECHTbI Pa3JIMYHOTO BUJIA.
MeToauueckue yka3aHusi:

Kondunennuansupie TOKyMEHTHI SIBISIFOTCS JOKYMEHTaMH OTPaHUYSHHOTO JJOCTYMa. DTO
03HA4YaeT, 4TO 3HAKOMUTHCS M paboTaTh C HUMH MOTYT TOJIBKO JIMIA, TOJYYMBIIME HA TO
COOTBETCTByIOIIME paspemieHus. [lopsaok mnomydeHuss U oGOpMIICHHS TaKUX pa3pelieHuit
YCTAHABIMBAETCS Ha KaXJIOM MPEINpHUSITHM CHCTEMON JocTyna K KOH(HUAECHLINAIbHBIM
JIOKyMEHTaM, KOTOpasi MPEeACTaBIsAeT CO00M COBOKYITHOCTh HOPM U MPABUII, ONPEACISIONINX, KTO
U3 PYKOBOAMTENEH MPEeANpUsATUS U CTPYKTYPHBIX MOAPA3JIEICHUNA, KOMY U3 II0JIb30BaTENe U C
KaKUMH KaTeropusMH KOH(UIEHIIMAIBHBIX JOKYMEHTOB MOJET JaBaTh paspelleHrue Ha
03HAKOMJIEHHE, a TAK)Ke, KAKUM 00pa3oM O(pOpPMIISIOTCS TaKue pa3pelieHHs] B 3aBUCUMOCTU OT
BUga ydera JokyMeHToB. IIpu pa3paboTke cuctembl JocTynma K KOH(PHACHUIUATbHBIM
JIOKyMEHTaM HEOO0XOMMO PYKOBOACTBOBATHCS CIEIYIOIIMMHU MOIX0/1aMU.

1. ocTyn K KOHQUACHINATIbHBIM JOKYMEHTAM MOKET MPEJOCTaBIATHCS TOJIBKO JIUIIAM,
UMEIOIUM O(OPMIIEHHBI B YCTAaHOBJIEHHOM HOpsijiKe (KOHTPAKTOM, IMPHKAa30M) JOMYCK K
COOTBETCTBYIOILIEMY BHJY TallHbl M JABIIMM IHCbMEHHOE 0053aTelbCTBO (B KOHTPAKTE WIIU
CHelManbHOM MOAMUCKE) O HepasIallleHMH CTaBIIMX UM HW3BECTHBIMHM KOH(UICHIMAIBHBIX
cBeZicHUM. JIOMyCK K COOTBETCTBYIOILEMY BHJY TalHbBI SBJISETCS OCHOBAHMEM Ul JOCTYyNa K
KOHKPETHBIM JIOKYMEHTaM B IIpe/iesiaX 3TOr0 BU/1a TailHbI.

2. Joctyn K KOHGUIEHIUATBLHBIM JIOKYMEHTaM JODKEH OBITh OOOCHOBAaHHBIM U
MIPaBOMEPHBIM, T.€. 0a3UPOBATHCS Ha CIY>KeOHOI HEOOXOIMMOCTH 03HAKOMIICHUS C KOHKPETHBIM
JIOKYMEHTOM MMEHHO JIaHHOTO JIUIIA.

3. Cuctema J0CTyIa JIOJKHA JaBaTh BO3MOKHOCTh 00€CIIeYrBaTh MMOJIb30BaTEIeH BCeMU
HEOOXOMMBIMH UM B CHUJTy CIIY)KEOHBIX 00sS3aHHOCTEH KOH(UICHIIMATBHBIMU TOKYMEHTaMHU, HO
TOJILKO TE€MH, KOTOpBI€ IEHCTBUTEIHHO HEOOXOMUMBI JJIsi BBINOJHEHUS KOHKPETHBIX BHUIOB
pabort. K coxaneHuto, 3TOT MOX0/] He Bceraa yeTko cobmomaaercs. C 0JIHON CTOPOHBI, CTPEMSCH
MaKCHMaJIbHO COKPATUTh KOJMYECTBO JIUII, JOMYCKAeMbIX K KOH(QUICHIIMATBHBIM JOKYMEHTaM,
Ha HEKOTOPBIX MPEANPUATHIX HE 3HAKOMST YacTh TOJb30BaTelied ¢ HEOOXOIWMOW WM st
CiykeOHO AesaTenbHOCTH HH(OpMaIUel U TEM CaMbIM CHHKAIOT Ka4eCTBO 3TOH JeATeIbHOCTH,
C JIPyrod CTOPOHBI - 3HAKOMAT IOJIB30BaTeNeH ¢ KOH(DHICHIHMAIbHBIMU JTOKYMEHTAMH, HE
CBS3aHHBIMU HANPSIMYI0 C WX (QYHKIMOHATBHBIMU OOS3aHHOCTSMHU, HO, KaK BBIPAXKAIOTCH,
HEOoOXOIUMBIMU UM "miis obmiero pa3BuTus" Wi "pacmiMpeHus: Kpyrosopa', 4To MPUBOJIUT K
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pasriameHuio nHPOpMalKH, T.€. HEMPABOMEPHOMY JIOBEIEHUIO MH(OPMAIMH 10 JIUI, KOTOpPbIE
HE JOJDKHBI €€ 3HATh.

JocTyn K KOH(UISHIMATbHBIM JOKYMEHTaM JOJDKEH ObITh CAaHKIIMOHMPOBAHHBIM, T.€.
OCYILECTBIIATBHCS TOJIBKO 110 COOTBETCTBYIOLIEMY Pa3pELICHHUIO.

5. Joctyn K KOH(QUICHIMAIBLHBIM JOKYMEHTAM MOTYT IPEIOCTaBISTh TOJBKO
YIIOJTHOMOYEHHBIE Ha TO JOJDKHOCTHBIC JIUIIA, TIPU 3TOM COOTBETCTBYIOIIEE JOKHOCTHOE JIHIIO
MOJKET JaBaTh pa3pellieHHe Ha O3HAKOMJICHHE C BXOISAIUMH B C(epy €ro IesATeIbHOCTH
KOH(UICHIIMATBLHBIMA JIOKYMEHTAMH TOJBKO YCTAHOBJICHHOMY KPYry JIMII M TOJBKO IIO
CITyKeOHOM HEOOXOIUMOCTH.

Hoctyn  nomkeH  opOpMIISTHCS ~ MHUCBMEHHO MO KaXJAOMy  KOHKPETHOMY
KOH(HICHIIMATHHOMY TOKYyMeHTY. [Ipn HeoOX0aMMOCTH 03HAKOMIICHHS TOJIb30BATENS TOJIBKO C
4YacThlO JOKYMEHTa B pa3pellieHud Ha O3HAKOMIIEHUE JTOJIKHBI ObITh YKa3aHbI pa3zielibl, MyHKTbhI
WIM CTPAHMIIBI, C KOTOPHIMM MO>KHO 3HAaKOMUTH MOJIb30BATEIS.

CocraBurenn  (MCIOJIHUTENM) JOKYMEHTOB W  JIMIA, KOTOPBIE  BH3HPOBAIH,
COrJIaCoOBbIBaJIM, MOAIUCBIBAIN, YTBCPIKAAJIN JOKYMCHTBI, 4 TAKXKC JIMIA, YKAa3aHHBIC B TCKCTC
pPacHOPSIUTENBHBIX JOKYMEHTOB, JIONYCKAIOTCS K TakuM JOKyMeHTaM 0e3 odopMieHus
JOITOJIHUTECIIbHBIX pa3pemeHHﬁ, €CJIM OHU MPOAOJIKAIOT BBIIIOJHATH TC KC q)YHKIII/IOHaJII)HI)Ie
o0s3aHHOCTH. B mepBoMm ciydae 3TO 0OOYCIOBJIEHO TE€M, YTO IEPEYMCIICHHBIC JIMIA Kak Obl
ABTOMATHYECKH B CHITY CBOETO CIY)KEOHOTO IMOJIOKEHHS YK€ TOJTYYHIIH JTOCTYI K JOKYMEHTaM
Ha CTaJuM WX MOJTOTOBKH, BO BTOPOM - TE€M, YTO C IOPYYEHHEM, COJEpXKAUIUMCS B
pactopsIANTEIILHOM JIOKYMEHTE, UCIIOTHUTENb JAOHKEH OBITh O3HAKOMJIEH 00s13aTE€IbHO, YTOOBI
3HaTh, YTO €My IMOPYYECHO, MOATOMY O(POPMIICHUE TOMOJHHUTEIBHOIO JOCTYIA TEepseT BCSAKUM
cmbicit. [TockonbKy cuctema JocTyna K KOH(DUACHIMAIBHBIM JOKYMEHTaM COJEPXKHT B cede
3HAYUTEIBHOE KOJMUYECTBO MPABOBBIX ITOJIOKCHUH, a HapylIeHHne ee TpeOOBaHMH, TPUBOISIIEE,
KaKk TpaBWIO, K pasrialleHu0 KOH(QUACHIHATbHOW wWH(pOpMAaIMM, BIeYeT 3a COoO0O0i
JUCUUIUIMHAPHYIO,  TPAXIAHCKO-TIPABOBYIO W B HEKOTOPBIX  CIIydasiX  yroOJOBHYIO
OTBCTCTBCHHOCTb BHUHOBHBLIX JIMI, TO €€ CICAYCT 3aKpCIUIATL B CICHHUAJIBHOM HOPMATHBHOM
JOKYMEHTe, KOTOpbIii 00blHO HaspiBaeTcs «l[lomokeHme o cucremMe JocTyma K
KOH(l)I/I)IGHHI/IaJ'H)HBIM JAOKYMCHTaM».

Tlonoxxenue JOJI’KHO OCHOBBIBATHCS Ha BBIIIICU3JIOKCHHBIX ITOAXO0AaX U MOXKET BKIIFOYATH
B ce0sl CIeAyIoNIe pa3ebl.

1. OO1ue MOJI0KEHHUS.

2. TlomHOMOYMSI JOJKHOCTHBIX JIMII 1O Pa3pelieHuI0 J0CTyna K KOH(QUACHIHAIbHBIM
JIOKYMEHTaM.

3. [Mopsimok oopmieHust pa3pemieHnit Ha TOCTYI K KOH(UIEHIINATbHBIM TOKYMEHTAM.

B nepBom pasznene ykaspiBaroTcsi: HazHadeHue [lonokeHus; HOpMAaTUBHBIE TOKYMEHTHI,
Ha KOTOpBIX OHO Oasupyercs; cdepa ero pacHpoCTpPaHEHHUsS; OCHOBHBIC 3314l U TPHHIIMUIIBI
CHUCTEMBI JOCTyIa; Ha KOTO BO3JIaraeTCsi OTBETCTBEHHOCTh 3a HEBBITIOJIHEHHE TpPeOOBaHUMN
[TonokeHus; KeM OCYIIECTBISETCS KOHTPOJIb 3a cobmtoneHueM HopM [lomoxkenus. Ilpu stom
CJIeMyeT OTPa3uTh, YTO OTBETCTBEHHOCTH 3a HEBBINOJIHEHUE TpeOoBaHui [lomokeHnss HECYT BCe
JOJKHOCTHBIE JIMIIA, UMEIOIIHNE MPaBO J1aBaTh pa3pelieHHe Ha JOCTYN K KOH(PHUACHIHUATHHBIM
JIOKYMEHTaM, a TakKe BCE IOJIb30BaTeIM KOH(MUICHIIMATBHBIX JOKYMEHTOB. KoHTpoib 3a
BHIMIOJTHEHHEM HOpM llonokeHusT JOMDKEH BO3JMaraTbCsl Ha PYKOBOAUTENECH  CIYXKOBI
0e30MacHOCTH, MO/Apa3/ieieHuss KOH(GUIECHIIMATFHOTO JEJIOMPOU3BOJICTBA M YIPABICHUYECKO-
MPOU3BOJICTBEHHBIX MOAPA3ACICHUN B Mpeenax uX KOMIETEHIUH.
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Bo BTOpOM pa3ziene MOMKHBI OBITH MEPEUUCIICHBI BCE JTOJDKHOCTHBIE JHUIA, KOTOPHIC
MOTYT J1aBaTh pa3pelieHue Ha JOCTYI K KOH(QUIACHIIMAIbHBIM TOKYMEHTaM, C YKa3aHHEeM, KaKoil
KaTeropuH MOJIb30BaTeNel U K KAKOMY COCTaBY JOKYMEHTOB.

B Tperpem paznene ompenensercss MopsaokK o(OpMIIEHHS pa3pelieHHid Ha JOCTYN K
KOH(HICHIIMATBHBIM JIOKYMEHTaM, 3aperUCTPUPOBAHHBIM [0 pPA3IMYHBIM BHIAM yYeTa.
Pa3pemienne Ha 03HaKOMJICHHE C KOH(UICHIMAIBLHBIME JOKYMEHTAMH JOJKHO O(OPMIIATHCS:
[0 TMOCTYIMBIIUM ¥ W3AaHHBIM JOKYMEHTaM B (OpMe pe30JIIOIUN Ha JOKYMEHTE; 110
JOKYMEHTaM, 3aperUCTPUPOBAHHBIM IO y4YEeTY JOKYMEHTOB BBIJCICHHOTO XpaHEHUs, B (Gopme
PE30JIONMKH Ha JOKYMEHTE WJIM MOJIIMCAHHOTO COOTBETCTBYIONIMM PYKOBOJHMTEIEM CITHCKA
MOJIb30BaTEICi HA BHYTPEHHEW CTOPOHE OOJIOKKH JOKYMEHTA, TUTYJIBHOM JIMCTE JIHOO B
KapTOYKe yd4eTa BBIAauu JOKyMeHTa. PaspernieHue Ha JOCTYN K KOH(QUWICHIMAIBHBIM JejaM
odopmIIsieTcs B HOMEHKIIATYpe eIl

OtnenpHbiM paznenioM [lojoxkeHuss MoXeT ObIThb NMPEAYCMOTPEH MOPSAOK JOCTyMa K
KOH(HICHIIMATIBHBIM JTOKYMEHTaM JIMI], HE paboTalmuX Ha JaHHOM MpeanpusiTiu (Tpu
BBIMIOJTHEHUH COBMECTHBIX padoT U 1Ip.).

3aoanue. HCIIOJIb3YsL MMPpCAIIOKCHHBIC AOKYMCHTBI O(i)OpMI/ITB AOCTYII K
KOH(i)I/IZIGHIII/IaJII)HI)IM AOKYMCHTaM.

dlopma KOHmpO./1a. IPOBEPKA COACPKAHUs COCTABJICHHOTO JJOKYMEHTA.

[MpakTtnyeckoe 3aHsaTMe Ne15 PaboTta ¢ nucbmMamu 1 obpalleHnamm
rpakgaH.

e padoThI: HAYYUTHCS COCTABIATH OTBET HAa OOpaleHne
3aanue 1Js CTYJAE€HTOB

1. TpeGoBaHusi MO TeOPETHYECKOH TOTOBHOCTH CTYAEHTOB K BbINOJHEHUIO
NMPAKTHYECKHUX 3a1aHUM:

[Tonstue oOpaimieHue rpakAaHWHA, MPEIJIOKEHUE, 3asBieHue, kanoda. OCHOBHBIE
3a/1a4M CIIyKObl JOKYMEHTAllMOHHOTO OOecTeueHus yNpaBiIeHUs 10 OpraHu3anuu paboThl C
oOpalieHussMU ~ TpaXKAaH, ee ocoOeHHocTH. DopMuUpoBaHHWE HOpPMATHUBHOW  0asbl,
perJIaMeHTHPYIOIIEH OpraHu3alui0 paboThl ¢ OOpalIeHUSIMUA TPaXJaaH B TOCYAapCTBEHHOM
anmapare. 3aKOHOJATeNbHAasl periaMeHTanusi padoThl C MPEATOKEHUSMH, 3asBICHUAMU H
kanobamu rpaxnaan. Omnepanuu 1O NpUEMY, PETUCTPALMH, KOHTPOJIIO HCIOIHEHUS,
NPUHITUIO peHIeHuid 1Mo oOpamieHusM rpaxkaaH. OO0oOieHne, aHalu3 M HCIOJIb30BaHHE
JAHHBIX O paboTe C OOpallleHUSIMH TpakKJIaH B amnmapare yrnpaBieHus. GOpMbl U METOIbI
COBEpIIICHCTBOBAaHUS PabOThI ¢ 0OpallleHUsIMHU TPaXxJIaH B OpraHax rocy1apCTBEHHOW BIACTH U
yVOpaBJeHUs, B OOIIECTBEHHBIX oOpraHu3anusx. OpraHuzamuss TmpueMa TpakKIaH B
rOCYJapCTBEHHBIX YUPEKICHUSX.

IIpakTH4Yeckoe 3a1aHue:
1. 3anoMHUTH PErUCTPALIMOHHO-KOHTPOJIBHYIO KAPTOUKY;

2. 3anoJIHUTh PEruCTPAllMOHHO-KOHTPOJBHBIM JKypHAll ydeTa M PpacCMOTPEHUS
MPEJIOKEHUH, 3asIBIICHUIN U 5KaJio0;

3. 3amOJHUTD KypHAJ PETUCTPAIIMM TUCbMEHHBIX 00pallieHii rpak1aH;
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4. 3aroHUTD KYpHAJT PETUCTPALIMH YCTHBIX 00palleHuil rpax/iaH;
5. 3amoaHUTh CBOJKY C 0000IIEHHEM Pe3yIbTaTOB pabOThI ¢ OOpAICHUSIMHU TPAK/IAH;

6. 3anoJHUTH CBOJKY O HapyLIEHMSX CpOKa MCIOJHEHUS W HEUCIOJHEHHBIX
o0paIleHHUsX rPpakJaH.

7. B TeueHne Kakoro BpeMEHH IOJUIEKHUT PETUCTPALluy MMCbMEHHOE 00palieHue,
MOCTYIUBINIEE B TOCYIapPCTBEHHBII OpraH, OpraH MECTHOTO CaMOYTIPaBIICHHS WIN
JOJDKHOCTHOMY JIMILY:

a) OJTHOTO JHS;

0) nsATH THEH;

B) TpeX JTHEH.

8. OOpaienne MOXeT ObITh HAPABIICHO:

a) TOJIBKO B MTMCBMEHHOU (hopMe;

0) TOBKO B JOpME IEKTPOHHOTO JOKYMEHTA;

B) B MIMCBMEHHOMN (hopMe Win B GOpME IIEKTPOHHOTO JOKYMEHTA, a TAK)KE YCTHOE
oOpalieHue rpaxxJIaHiHa B TOCYIapCTBEHHBII OpraH, OpraH MECTHOTO CaMOYTIPaBIICHHS.
9. I'pakiaHuH MIpU PacCMOTPEHUH O0pAIeHNsI UMEET MPaBo:

a) 3aIlpalInBaTh MPOMEKYTOYHbIE HHPOPMALMOHHBIE MATEPUAIBI O XOJI€ PACCMOTPEHUS
oOpalieHus, B TOM YHCIIe 10 TeNIe(oHy;

0) moTy4aTh MMCHMEHHBIH OTBET I10 CYIIECTBY ITOCTABJICHHBIX B 0OpaIllEeHHNH BOIIPOCOB;
B) 00palnaThCs ¢ 3asBJICHUEM O NPEKPAIIEHUH PACCMOTPEHUS O0paIleHusl.

PexomMeHganum K BbINOJHEHUIO MPAKTHYECKOH PadoThI:

1. TlomroroBka K MpaKTHYECKON paboTe JOKHA HAYUHATHCA C HM3YUYCHHS
COOTBETCTBYIOIIEH yueOHOU U CIeMATbHOM JTUTEPaTyphl IO TeME MPAKTUYECKOM pabOTHI.

2. YcBOMB MPOYUTAHHOE, HEOOXOAUMO BHHUMATEIBHO O3HAKOMHUTBCS C COJEPKAHUEM,
PEKOMEH/I0BaHHBIX K 3TOM TeMe HOPMATHUBHBIX akTOB. OCOOEHHO BHHMMATEIbHO CIEAYyeT
OTHECTUCH K YCBOEHHUIO TEX HOPMATUBHBIX MPEINUCAHUMN, TI0 IOBOLY KOTOPBIX B JINTEPATYpE
BEJyTCS AUCKYCCHUU.

3. HOI[FOTOBK& K HpaKTquCKOﬁ pa60Te 3aBCpUIACTCA BBINIOJIHCHUCM IPAKTHYCCKUX
SaI[aHI/II\/'I. HpI/ICTyrIaS{ K BBIIIOJIHECHUTIO pa6OTI)I, CTYACHT JOJIKCH YACHUTH CYIIHOCTD 3adaHUs.

4, HCO6XOI[I/IMO BHUMATCIIbHO BBIINIOJIHATE MPAKTUYCCKOC 3aJldHUC. IToMumo 9TOro,
H€06XOI[I/IMO BJIaACTb TCOPCTHYCCKMMH 3HAHHUAMH, KOTOPLIC CBA3AHLI C MPCATOKCHHBIMU
3aJaHUsAMU.

[MpakTnyeckoe 3aHATME Ne16 WMaydyeHwe nporpamMmbl  INEKTPOHHbLIN
OOKYyMEHTOO6opOoT

Heapb 3aHATHSA: U3YYUTH CUCTEMY 3JIEKTPOHHOTO TOKyMEeHToo0opoTa Documentumy.

OcHamenne paboOThI:  KOMITBIOTEp, MPOTPaMMHOE  OOecredeHue dIEKTPOHHOTO
JTIOKyMeHTO000O0poTa Perucrpamnus 10KkyMeHTOB opranu3aiuu 4.3.

3agaHme: UCNONB3ys CHUCTEMY DJIEKTPOHHOTO JOKyMeHTooOopora Peructparus
JOKYMEHTOB opranuzanuu 4.3 u3y4uTh €ro padoty U O(OPMHUTH COOTBETCTBYIOIIMMHU
JIOKYMEHTaMHU.
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®opmMa KOHTPOJISA: IPOBepKa O(YOPMIICHHBIX JTOKYMEHTOB.

MpakTuyeckoe 3aHaTne Ne17 CosgaHue aneKTPOHHOro swmka u paboTta ¢
3NEKTPOHHOM NOYTON

Ileib:HAydUTHCST PETUCTPUPOBATH CBOM IIOYTOBBIM SIIMK, IIPOCMATPUBATh IIOYTY,
CO311aBaTh U OTIPABIIATH ITUCHMA.

AJuroput™ padoThI:

1) Hcnomszys HWurepHer (OecriatHbli mOYTOBBIM cepBep - Mail.ru), ampec -
www.mail.ru/

(pecucmpayus NOYMOBO20 AUUKA U NPOCMOMP NOYUMbL)

1. YcranoBure coenunenue ¢ IHTepHeTOM.

2. 3anyctute nporpammy Internet Explorer.

3. B oxne Anpec nosiBuBIierocs 6paysepa Habepure mail.ru.
4. OTKpHITH CcChUIKY «Peructpanus B moure»

5. Ha crpanune «Perucrpamusi mMOYTOBOrO SIIMKA» 3allOJHUTE OKHA 3ampoca
(BHUMATEIBHO YATAUTE UHCTPYKIIUH):

- BbIOepuTe cBO# e-mail 1 cBOM mapoip

- €CJIM BBl 3a0yJieTe napoiib

- JIONIOJIHUTENbHAsE HHpOPMaLKs O MOJIb30BaTese
- 3aIIUTa aBTOMAaTHYECKUX PETHCTPALIUH.

6. Ilocne BBOAa Bcell HEOOX0AMMOM MH(OPMALIUNK HAXKMUTE KHOIKY «3aperucTpupoBaTh
MIOYTOBBIN SLIUK»

7. Ecim monbp30BaTellb C BalllUM HMEHEM YiKE 3apCrucCcTpupoBaH, TO BbI MOXKETC
BOCITIOJIb30BAaThCS MOJCKAa3KOM M HM3MEHHTH CBOS MM U CHOBa 3apCruCTprupoOBaTh IIOYTOBBIM
SITUK

8. Hns Toro, 4ToOBI MPOCMOTPETHh MOUYTY, HEOOXOAMMO BOCIOJIB30BATHCS CCHUIKOU
«Bxomsaume»

(co30anue nucoma u e2o0 OMnpasKa)

9. Yro0Onl co31aTh MUCBMEHHOE COOOIIEHHWE HEOOXOIMMO BOCIIOIB30BATHCSA CCHUIKOUN
«Hanucats mUCbEMOY.
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10. BuumarenbHo 3anonaHute noiis 3anpoca (Komy u tema).

11. B TekcTOBOM I10JIe HAMUIIMTE TEKCT COOOINEHUS W BOCIOJIB3YHTECh KOMaHIHON
KHOMIKOU «OTIPaBUTH.

12. lHora BMecTe ¢ TEKCTOBBIM COOOLIEHMEM MOXKHO OTHPABIATH (ailiibl (OTKPBITKH,
KapTUHKHU, IPOTpaMMBbl U T.1.). i 3T0Oro He0OX0AUMO BOCIIOIB30BATHCSI KOMAH/IHOW KHOTIKOM
«[Ipuxkpenuts haimy.

3ananuda:

1. Ha xomnbioTepe co3paiite ¢aitn «Coobiienrey», B KOTOPOM HAIMIIUTE COOOIIEHHE Ha
3aJlaHHyI0 TeMy (He Oosee 2 cTpaHuI).

2. OrnpaBbTe 3TOT ¢aia (Kak BIOKECHHBIM) B MUChbME K YYUTEIIO HHPOPMATHKU —
Kpactok H.B. o agpecy schO1 pOl@mail.ru

IIpumepnoe cooeporcanue:
3npascTByiite, Hanexna BuranseBHa.

Otnpainsito BaM pe3yNbTaT 3a/laHusl MPAKTUYECKOW paboThl MO Teme: DJIeKTpPOHHAas
nouta. DTo BIOXKeHHBIN (aiin «CooOIIeHne.

C yBaxenueM, Gammiins ums.

prweqcmue: HC 336y,[[bT6 3aII0JHHUTE 00s3aTeNIbHEIE MTOJII CBOEr0 IIMUChHMa.

Tembl co001IEHUIT:OTIPEAEIIAIOTCS 110 HOMEPY KOMIIBIOTEPA.
1. CounanbHble CETU: 32 U IPOTHUB?

2. 3Byk u Buzeo B MHTEpHETE.

3. Ortuka B MHTEpHETE.

4. Mob6uneHbIl MHTEpHET.

5. DnexTpoHHas kommepuus B UHTepHere.

6. LludpoBblie neHbrH.

7. IHTEepHET - Mara3uHsl.

8. banHepsl.

9. XocTHHr.
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10. daiinoBble apXUBBI.

11. UaTepHeT — urpsl.

12. Jlyumas nouckoBas cuctema B MIHTepHeTe.
13. O6pa3oBanue B HTEpHETE.

14. JlocTonHCTBa U HEIOCTATKHU AJIEKTPOHHOM MOYTHI.
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Tema: "dopmmnpoBaHune n xpaHeHue gen"

MpakTnyeckoe 3aHaTME Ne18 WMayyeHne ocobeHHOCTEN cocTaBneHus

HOMEHKNAaTypbl Aes1 NnpeanpunaTund
ean 3anaATHA

HAYYHUThCH:

. OTIpEACIISATh CPOKU XPaHEHUS €T MPEANpUsTUS
KoHTposbHbIE BOPOCHI:
Dopmuposanue u xparenue 0el:

1. Uro Takoe HOMEHKIaTypa Aen npeanpustus? Ee Buasl u 3HaueHne?

3ana}mﬂ, BbIHECCHHbIC HA 3aHATHUA:

1. MN3yuntb  OCOOEHHOCTH  COCTABJIEHUS  HOMEHKJIATYPbl  JIeJ
OPEIIPUSATHS.
2. Coxpanute Ha paboueM crTosie HOMEHKJIaTypy jen. Mcmomb3ys

HCDGHGHB TUIIOBLIX YHPABJICHYCCKUX APXWBHBIX AOKYMCHTOB, YKAXXHUTC CPOKHU

XPaHCHUSA JOKYMCHTOB.

MpakTtnyeckoe 3aHaTMe Ne19 N3yyeHne ocobeHHOCTeNn hOPMUPOBaHUS Y

othopmneHus aen
He.]'ll) 3aAHATUHA U3YIUTD:

. npouecc (GopMUPOBaHUS JEN; O3HAKOMHUTHCSI C OCHOBHBIMM 3TanamMu
paboTHI 10 MOATOTOBKE IOKYMEHTOB K apXUBHOMY XPAaHEHUIO.

38}13HI/IH, BbIHCCCHHBIC HA 3aHATHUA:

° O010KKa JA€J1a TIOCTOAHHOI'O M BDEMCHHOTI'O XpPAaHCHUA

MeToau4yeckue yKa3aHus:

Odopmnenne KOHGUICHIMAILHOTO Jella BKJIIOYAeT OINUCaHWE Jena Ha OOJOXKKe,
MPOCTABJICHHE HA BHYTPEHHEHW CTOPOHE OOJIOKKH WHUIIUAIIOB M (DaMUIIUNA JIHII, JOITY-IIEHHBIX K
JleNly, 3aBEJCHHE KApTOYKM ydeTa BbIJayd JI€JIa, 3allOJHEHUE OIMCH JOKYMEHTOB JEla,
HyMEpalHIO JINCTOB, COCTaBJIECHUE 3aBEPUTEIBLHON HAAMKCH, MPOIIMBKY M ONEYaThIBAHUE JIEJIA.
[Tpu 3aBeieHnu Jena Ha 00JI0KKE YKAa3bIBAKOTCS:

rpu¢ KoH(UIEHIINAIBHOCTH JIEa;

78


file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Номенклатура%20дел.docx
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Номенклатура%20дел.docx
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/nomenklaturа.doc
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/LAW195394_0_4D553FABB3B94833F149A4A672D4BD8320161011_141405_54635.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Oblozhka_dela.doc
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Oblozhka_dela.doc

- Ha3BAHME NPEAIIPUATHUS;

- Ha3BaHUE CTPYKTYpPHOrO MOApa3/ieicHHs (€cau B JAEIO0 IOMEINAIOTCS JTOKYMEHTHI
OJIHOTO CTPYKTYPHOTO ITOJIpa3/IeeHus);

- uHzEeKC (HoMep) JIena;
- 3aroJIOBOK JIeNa;

- TOJl 3aBEJICHHS JIeNia Ha OOJIOKKAX JeJ C IUIAaHAMHU U OTYeTaMHu (BMECTO KpaHHX JaT
JIOKYMEHTOB JIeJia);

- CPOK XpaHEHHUS U HOMEpa CTaTeld IO NEPEeYHI0 JOKYMEHTOB C YKa3aHHEM CpPOKOB
XpaHEHHUS.

OTH K€ JaHHbBIE POCTABISIFOTCA Ha 00JI0XKKAX YUETHBIX KYpHAJIOB WK (IPU KAPTOYHOM
crioco0e yuyeTa) Ha OT/EIbHOM JIUCTE, HAKJIIEMBAEMOM Ha KapToTeky. Kpome Toro, Ha 0010xkKax
YYETHBIX JKYPHAJIOB IIPU 3aBEACHUU IIPOCTABIISAECTCA KOJINYECTBO UMEIOIIUXCS B HUX JIUCTOB.

B Tedenne rona Ha 00J105KKE MOTYT MPOCTABIIATHCS

. HOMEp ToMa (TIpU 3aBEJICHHH BTOPOTO TOMa HOMEP TOMa MPOCTABISETCS U
Ha BTOpPOM, M Ha IEPBOM TOMax Je€la; €CId OHO OJHOTOMHOE, HOMEp ToMa He
YKa3bIBaeTCH);

. HOBOE Ha3BaHME TNPEINPHUATUS HIH CTPYKTYPHOTO IOJpPA3JeNCHUS TPH

U3MCHEHHH WX HA3BaHWU WJIM B Cydae MOJYYEHHUS Jeiia U3 JAPYyroro MpeanpusiThs, Mpu
9TOM HOBOE Ha3BaHHE IHIIETCA HUXKE MPEKHET0, a MPEKHEE HaMMEHOBaHUE Oepercs B
CKOOKMU.

HpI/I 3aKPLITHH CJIa HA 00105KKE IMPOCTaBJIAIOTCA:

* KpaliHuEe JaThl JOKYMEHTOB JI€Jla, KOTOpBIE OJKHBI COOTBETCTBOBAThH JaTaM HM3JaHMs
(moamucaHus, YTBEPXKIEHUS) WM IOCTYIUIEHMSI C€aMOro paHHEro M CamMoro IO3JHETro
JIOKYMEHTOB, BHE 3aBUCHUMOCTH OT PACIIOJIOXKEHUS JTHUX JOKYMEHTOB B JIEJIE; PACXOXKICHUE
MEXy JlaTaMHU, IPOCTaBIIIEMbIMU B HOMEHKJIAType U Ha 00J0XKKaxX Jiel, 00yCIOBIEHO TE€M, YTO
JIaThl, POCTABIIIEMBIE B HOMEHKIJIATYPE, B CIIydae yTpaThl Jeia MO3BOJISIOT ONPENEIUTh, KOT1a
OHO OBLJIO 3aBEJIEHO WJIM, KOT'JIa 3aKpbITO, YTO O0JIerdaeT MOMCK JieNa, a JaThl, IPOCTaBIIseMble
Ha 00JIOXKKE, TOKAa3bIBAIOT, K KAKOMY IEPUOJIy OTHOCSITCS JOKYMEHTHI, HAXOASIIUECS B AeJe, 3TU
JIaThl YCKOPSIOT MOUCK HEOOXOAMMBIX JOKYMEHTOB U NEPEHOCATCS B OMUCH JIEN, MOJIeKAIIUX
nepesadye Ha apXUBHOE XPAHCHHUE;

¢ KOJIMYECTBO JIMCTOB (C YUETOM JIMTCPHBIX W MNPONYIICHHLBIX HOMCPOB JIUCTOB, HO 0e3
JIMCTOB OIIMCHU NOKYMCHTOB ,Z[eJ'Ia).

[Ipu 3aKpbITUN yUETHON KAPTOTEKH ITPOCTABIIETCS KOJIMYECTBO KAPTOUEK.

Kpome Toro, mpu 3akpeITUH Jefla YTOUHSIOTCS 3arojIOBOK M CPOK XpaHEHMs Jiena ¢
BHECEHHEM COCTOSIBIIMXCSI U3MEHEHUI Ha 00JIOKKY Jlesla U B HOMEHKIIATYypy €.

Haanucu Ha 0010%Kax JAOJKHBI TPOU3BOAUTHCS YETKO, CBETOCTOMKMMU YepHUIaMH WIIH
TYILIBIO.

[epen 3aBeeHMEM KaxI0T0 KOH(DHICHIIMAIBHOTO Jieja JIFoOOro CpoKa XPaHEHHUS B HETO
MO/IIIABACTCS TPUOIM3UTEILHO HEOOXOIMMOE KOJIMYECTBO JIMCTOB OMKCH JOKYMEHTOB JIEla,
UMEIONIeH CIeTyIoNIyo GopMmy.

HaHHHe 0 JOKYMCHTAaX BHOCATCA B OIIMCb B MOMCHT IMOAIIHMBKKU AJOKYMCHTOB. HpI/I
INOAIIMBKE B KOH(I)I/IIICHLII/I&HLHLIC ACJIa OTKPBITHIX TOKYMCHTOB B rpaq)ax 3 wm 4 MMPOU3BOJUTCA
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orMeTka "H/c". Eciu B Aeno moAmmMBaeTcs JOKYMEHT, MMEIOLIUHM MPUIIOKEHHS, B TOM YHUCIIEe
OTKPBITHIE, TO 3aMUCh B Tpadax 3 wim 4 MPOU3BOIUTCS OJHOM MO3UIIMEH 32 HOMEPOM OCHOBHOTO
JOKyMEHTa 0€3 OTMETOK O HaJIMYMU MPUIIOKEHUH, ¢ IpOCTaBIeHnEeM B rpade 6 HomepoB 001Iero
KOJINYECTBA JIMCTOB, BKIIIOYAsl JIUCThI MpuiiokeHuil. Ecinu [okyMeHT BHYTpeHHU, To B rpade 5
YKa3bIBAa€TCS TOJIBKO €r0 KpaTKoe cojep)kaHue. B omucu TOKyMEHTOB Ji€71 BPEMEHHOTO CpOKa
XpaHeHHs IpU HEeOOJIBIIOM 00beMe CIPABOYHOM paldoThl 10 JOKYMEHTaM rpada 5 MOXKeT He
3aMOIHSTHCS.

[Ipu 3aBeneHMu Jena Ha BHYTPEHHIOID CTOPOHY OOJOXKKH Jielna MEpeHOCATCS U3
HOMEHKJIATypbl WHUIMAIBl U (aMUIUU JIUL, KOTOPBIM IPEACTaBIECHO IPaBO IOJIb30BAHUSA
nenoM. CHHCOK 3aBepsieTcsl TOANUCHI0 PAa0OTHUKA TOAPA3JCICHUs] KOH(PUICHINATBHOTO
JIENIONPOU3BOJCTBA.  ODTO MO3BOJSET MPU ONPENENEHUU IPABOMEPHOCTH BbIIAYM  JieNa
MOJIb30BATENIO HE 00panaThesi K HOMEHKIarype nen. OMHOBPEMEHHO 3aBOAUTCS KapTOUKa ydeTa
BbIJIauH JieJIa, KOTOPas UMEET CIEAYIOUIYI0 (hopMy.

KAPTOYKA YYETA BblJAYUM OENA

(MHaekc (HoMep) v rpud KOHMAeHUManbHOCT U gena, HOMEP TOMa, 3arofoe oK ge-

na)
fata Konw- Komy Moa- Moa-
Bbiaaum yecTso BbigaHo | nucb3ano- | nucb3a
nucT o8 nyyenue | soaspar
1 2 3 - <1

[Tpu 3akpeiTUM [ei1a Ha 00I0XKKE IPOCTABIIAIOTCS:

* KpallHMe JaThl JOKYMEHTOB Ji€Jla, KOTOPBIE JOJIKHBI COOTBETCTBOBATh JaTaM W3JaHUs
(moamucaHusi, YTBEPXKIEHHUS) WM TMOCTYIUIEHMS CaMOro paHHEro M CaMoro I03JHEro
JIOKYMEHTOB, BHE 3aBUCUMOCTH OT PACIOJIOKEHHS 3TUX JOKYMEHTOB B JIEIIE;

* pacxXoXKACHUC MCXKIY daTaMU, IPOCTABIACMbIMH B HOMCHKJIATYPC U Ha 00JI0)KKaX A€,
06YCJ'IOBJ'I€HO TEM, 4YTO JAaThbl, IMPOCTABIACMBIC B HOMCHKJIATYpC, B CJIyda€ YyTpaTbl ACJia
MMO3BOJIAIOT OMPEACIINTL, KOI'’Ja OHO OBLIO 3aBCJACHO WJIK KOrJa 3aKpbITO, YTO o0JIeryaer MmoMcCK
Acia, a OaTbl, IPOCTABJISICMBIC Ha O6J'I0)KKC, IMMOKAa3bIBAKOT, K KaKOMY MNEPpHUOAY OTHOCATCA
JAOKYMCHTBI, HaXOAMUCCA B JCJIC, OTU HaTbl YCKOPSAIOT ITOUCK HeO6XOI[I/IMLIX JAOKYMCHTOB U
MEPCHOCATCA B OITMCH ACI, IMMOMJIC)KAINUX MEPEAAaUC Ha APXUBHOC XPAHCHUC,

* KOJINYECTBO JIUCTOB (C Y4YETOM JIMTEPHBIX W MPOMYLIEHHBIX HOMEPOB JIUCTOB, HO 0e3
JUCTOB ONHUCH JOKyMEHTOB Jena). llpu 3akpblTuum y4dyeTHOW KapTOTEKH MPOCTaBIISETCS
KOJIMYECTBO KapToueK. Kpome TOro, mpu 3akpbelTUM JAejla YTOUHSIOTCA 3arojIoBOK U CpPOK
XPaHEHUs JieNla ¢ BHECEHUEM COCTOSIBILIMXCSI U3MEHEHHMI Ha OOJIOKKY JieJa U B HOMEHKJIATYpy
nen. Hannmucu Ha 06JI0)KKax JOJKHBI MPOU3BOAMTHCSA YETKO, CBETOCTOMKMMHU YEpHUIIAMHU WIIN

TYLIBIO.

3aoanue:
1.opopmMuTh 00T0XKKY J1€Ta.
2. KapTOYKYy y4eTa BblJauH Jiesna

Dopma koHmpoas: NpoBepka 0POPMIEHHBIX TOKYMEHTOB.
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Oo0pa3zen 00,10:KKH geJia.

(rpud ROHDICIE KIGATE KO CTH)

(HATBAIGe MPEANPHATICN

(MazBaNG(e CTPYRTYPHONO NOMPASIANE HIUT)

JEJIO Ne
TOM e

«__» 20 r.
«_» 20 r.

(xpafiHue AaTel JOKYMEHTOB)

JHCTax
NnepevHA

Oo6paszer O6;1aHka 0OJIOKKH J1ena

(rpud KOHPHUIEHITMATEHOCTH)

(Ha3BaHUE TPEATIPUATHSA)

(Hazsanue cmpyKmypHo2o noopaszoeieHus)

JIEJIO e
TOM Ne
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(3a201060k Oena)

« »

« »

20 T

20 T

(kpaliHue JaThl JOKYMEHTOR)

Ha JUCTax
XpaHUTH cT. No mepeuns
Oopa3zen
OIMTMCbh JOKYMEHTOB JEJIA Ne TOM Ne 3220 T
Ne | Jata Howmep n Howmep n Otkyna Ne OtmeTka o
JOKYMEHTa JUCTOB
/T rpud rpud MOCTYIHII MECTOHAXOXKCHY
nena
KOH(UICHIIMATLHOCTH | KOH(UICHIIMATLHOCTH | WUTH Ky U3BATOTO
MOCTYIHBIIICTO W3JIaHHOTO a/ZipecoBaH u3 Jena
JIOKyMEHTa JOKYMEHTa JIOKYMEHT JTOKYMEHTa
U €ro
HAaUMEHOBAaHHE
1 2 3 4 5 6 7
(moamMMCh, MHUITUAIBI, (paMUITUS JIMIIA, COCTABUBIIETO OIKUCH, 1aTa)
KAPTOUKA YUETA BbIJIAYU AEJIA
(urnekc (Homep) u rpud KOH(PUICHIIMATBFHOCTH Jefia, HOMEP TOMa, 3aroJIOBOK JIefia)
[Hara KomnuectBo |Komy ITognuce 3a|lloamuce 3a
BBIJTAYN JIUCTOB BBIIAHO MOJIy4eHUE |BO3BpAT
1 2 3 4 5

I'pada 2 HeoOxoauma MOTOMY, YTO B Tpolecce (OpMHUPOBAHUS Jeja MEHSETCS €ro
KOJINYECTBO JIMCTOB.
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Kaprouka momerniaercss B OyMakHbI KapMaH, NPUKJICCHHBIH K BHYTPEHHEH CTOpOHE
00JIOKKH 1eia.

JIuctel fena HyMepyroTcs (3a UCKIIIOUEHUEM JIMCTa C 3aBEPUTENIbHOM HAaAIHUCHIO). JIUCThI
ONMCHU JIOKYMEHTOB JI€Jla HYMEPYIOTCS OTJAEIbHO IPU Hayalle 3aloIHEHMsI Ka)J0ro JIHMCTa,
OCTaBIIMECS] YUCTHIE JIMCThI HE HymepyroTcs. Hymepamus nucTtoB nena MpPOU3BOAUTCS IpU
NOJIIMBKE JOKyMEHTa apaOCkuMu Lu(ppaMu YepHBIM TpadUTOBBIM KapaHAAUIOM B IPaBOM
BEpPXHEM YTy JiicTa 6e3 3aTparuBaHus TEKCTa IOKyMEHTa.

HpI/I HU3BATUH JOKYMCHTOB U3 JICJI CTapasi HyMCcpaluusa JJUCTOB COXPAHACTCH.

3aBepuTesbHas HAJIUCh COCTABISIETCS MPU 3aKPHITUU JIeJia Ha OT/IETbHOM YHUCTOM JIUCTE
no cueaytouieit popme.

3ABEPUTEJIbHAA HAATIMCD JAEJIA Ne T. Ne

B nene noamuro, npoHyMEPOBAHO U ONeYaTaHO NeyaTbio Ne
JIMCTOB + JIMCTOB OMMCH JIOKYMEHTOB JI€Ja.
(TIpomnuchIo)

JInTepHble HOMEpPA JIUCTOB

(wachpann)

[IpomnymienHnsie HOMEpa

(umdpamn)

Ha nucrax Ne HaKJIEEHO

(uudpamu) (MponuChHIO)

IOKyMeHTOB ((hoTooTnedaTkoB) 3a y4. No

(HykHO€ TOTYePKHYTH) (Ludpamu)

(moanuch, MHUIMAIBI, (paMuIus 1A, OPOPMUBILETO 3aBEPUTENIbHYIO HAAMKCh, aTa)

HpI/I HE3aIOJIHECHUH KaKHX-ITH00 HOSI/IHI/Iﬁ 33.BepPITeJ'IBHOfI HaAImuMCu B HHUX ACIACTCA
IMPOYCPK. He3amonseHHbBIE THCTHI OITUCH JOKYMCHTOB JI€JIa HC YUUTBIBAOTCA.

JIucThl KaXXa0ro TOMa Aena MpH 3aKPhITUM TOMa MPOBEPSAIOTCA, MPOIIUBAIOTCS TIIOTHON
HUTKOM B YETBIPE MPOKOJA M OMEYATHIBAIOTCS WM IUIOMOMPYIOTCS TakuM OOpa3oM, 4TOOBI
3aXBaThIBAINCh 00a KOHIIA HUTH MPOIIMBKHU. Jlera MOTyT meperieTaThCcsi, B 3TOM Clydae HUX
OIeYaTbIBaHUE HE IPOU3BOIUTCS

Mpaktnyeckoe 3aHsaTne Ne20 NayyeHmne ocobeHHOCTEN NOATOTOBKU U
nepegaym JOKYMEHTOB Ha apXMBHOE XpaHeHue

He.m, 3AHATUA U3YUUTDH:

. O3HAaKOMUTBCA C OCHOBHBIMH 3JTarlaMu pa6OTI)I 10 IIOATOTOBKEC
JOKYMCHTOB K apXUBHOMY XPAaHCHUIO.

KoHnTpoJibHbBIE BOPOCHI:
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9. KakoB nopsiiok nepegayu aei B apxuB?

33}13HI/IH, BbBIHCCCHHbIC HA 3aHATHUSA:

1. I/I3yT-II/ITB oopsAaoK d)ODMI/IDOBaHI/ISI ACI U Od)ODMJICHI/ISI X A1 apXWBHOI'O

XPaHEHUsI C UCIIOIH30BAHUEM CICIYIOMIHNX (hOpM:

° JIucT 3aBepUTED eIa
o O0510Ka ej1a HOCTOSIHHOTO U BPEMEHHOTO XPaHEHUI
o BuyTpeHHss onuch JOKYMEHTOB JeJia

5.2 SAOAHVA ANA NMPOBEAEHUA ONOPEPEHLIMPOBAHHOIO
3AYETA

3AJJAHHUE Ne 1 (meopemuueckoe)
Teker 3ananus: PackpbiTh cymHocTs 10Y

YcaoBust BbINOJIHECHUS 3aJaHUS:
1. Mecto (BpeMmsi) BBITIOTHEHUS 3aIaHUsI: KaOMHET
2. MakcuManbHOE BpeMsl BBIIIOJIHEHUS 3ajaHus: 15 MuH.
3. BoiGpars oguH BapuaHT otBeTa (15 BOmpocoB B TecTe)
Tect Ne6
Kakoii u3 peKBU3UTOB COJAEP:KUT YKa3aHHe OTHOCUTEJbLHO pelleHusi (MOATOTOBKH
pelnieHus) BONPOCAa, U3JI03KEHHOT0 B IOKYMEHTe:

IIOATHUCH

pe30JI01HA

BU3bI COINIACOBAHUS IOKYMEHTA
rpu¢ yTBepxKAeHUS TOKyMEHTa

2
JJOKYMeHT, YCTAaHABJIMBAIOWUIA CTPYKTYpPY, IUTATHBIA COCTaB M IUTATHYIO
YHCJICHHOCTh OPraHU3alUH C €€ YCTaBOM:

MIOCTaHOBIICHNE
HIOJIOKEHUE

IITATHOE PAaCcIUCAHHe
yKa3aHue

3

OTnpasisieMasi KOppPeCHOHACHIUA — ITO ...

MMHACHEMO-OTBET
BHYTPEHHHUE JOKYMEHTBI
HUCXOASIIIHE TOKYMEHTbI
BXO/JIAIINE TOKYMEHTHI

4

84


file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Порядок%20формирования%20дел.docx
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Порядок%20формирования%20дел.docx
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/List_zav_dela.doc
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/List_zav_dela.doc
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Oblozhka_dela.doc
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Oblozhka_dela.doc
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Vnutrennyayaopis'dela.doc
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Vnutrennyayaopis'dela.doc

JdoxymeHr, COCTaBJICHHBI HEeCKOJbKHMH JHMIIAMHA, MOATBEP KA LIUI
ycTaHoBJIeHHbIe (PaKThl. COOBITHS WU AeHCTBHA:

npUKa3
aKT

IPOTOKOJ
CITyeOHOe IMUCHMO

5

Pa3mepnl nmoJieii 1e10BbIX IOKYMEHTOB J0JI:KHbI ObITH (JIeBO€e — IPpaBoe — BepXHee —
HUIKHee), MM:

35-20-10-15

15-20-35-10

20-10-20-20

20-15-10-35

6
B kakoii mocjie1oBaTeJIbHOCTH CTPOUTCH OCHOBHAA YaCTh MMPOTOKOJIA:

CJIIYIIAJIN - ITOCTAHOBWJIA — BBICTYITNJIA
BBICTVYIIMJIX — PEIINJIN — ITOCTAHOBUJIN
CJHYIIAJIM - BBICTYIINJIA - TIOCTAHOBWJIN
I[TOCTAHOBUJIN — CJIVIIAJIN — BBICTVYIINJIN

7
JlokyMeHT, OOBACHSIOIIMIA BBIIIECTOSIIEMY HEMOCPEeICTBEHHOMY PYKOBOJUTEIIO
NMPUYUHBI HEBBITIOJIHEHUS KAKOr0 JIM00 MOpy4YeHus U T.1I.

nHGOPMAIMOHHAS 3aITHCKa
ciy)xeOHas 3arucka
JIOKJIaJHas 3aI1cKa
00bSICHUTEILHAS 3aIMUCKA

8
Oopasen 3Toro mramna Ha fokymenre "K' o6o3naqaer:

KOHTPOJIb
KOH(HIEHIINATILHO
KaJlpoBas cayx0a
KOIHS

9
PexBu3ut «HammMeHoBaHHUE BHA JOKYMEHTa>» HE YKa3bIBACTCH:

Ha CIIpaBKax

HA NMCbMaXx

Ha UHCTPYKLUAX
Ha PacHopsKEHUAX

10
JlaTa Ha JOKyMeHTe MpoCcTaBJIsieTcs ciaelyIoUUM 00pa3om

4.3.2002
05.02.2002
16.3.2002
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24.04.02

11
Haanuchr Ha J0KyMeHTe, cAeJaHHAs JIOJKHOCTHBIM JIMIOM M Cojep:Kamiasi
NPUHATOE pelieHne, Ha3bIBAETCs

OTMETKa 00 UCIIOJTHEHUH JOKYMEHTA U HAIPABICHUH €T0 B JIEIIO
pe3oJironus

BH3a

IIOIIHUCH

12
Hs MEPEINUCICHHBIX TOKYMEHTOB HE saBasieTcsa pacnopaauTeJIbHbBIM

IIpHKas 1o OCHOBHOM ACATCIIbHOCTH
M0JIO’KEeHHe

perieHne

yKa3aHue

13
PaCl'lopﬂ)_II/ITeJ'll)Haﬂ YaCThb B [IPUKAa3€¢ HAYNHACTCH CJIOBOM

[Ipemarato
ITocTanoBmsro
OO0s3bIBaIO
IIpuka3sbiBaro

14
I'OCTom, koropblii ycTaHaBJMBaeT NOPSAA0K OGOpPMJIEHHS W PACHOJIOKEHHS
pexBu3uToB s OP/l, aBasiercs

I'OCT P 6.30 — 2003
I'OCT P-1,5-92
I'OCT P 7.0.97-2016
I'OCT P 6.10.4 - 97

15
EXMHCTBEHHBIH JK3eMILIAP JAOKYMEHTa, O(OPMJIEHHBI M NOANMCAHHBIA C
YEPHOBHMKA B COOTBETCTBHHU € YCTAHOBJIEHHBIMH TPeOOBAHUAMM:

MOATHHHHUK
KOITHS
nyOIuKaT
aHKeTa

16

JoxyMeHTHpOBaHHE - ITO

JBHKEHUE JJOKYMEHTOB OT MOMEHTA CO3/IaHUsI UM NOIY4YEHUs 10 MOMEHTA UCIIOJIHEHUS
HJIN OTIIPaBKH

4acTh AeJIONPOU3BOICTBA, HENMOCPEACTBEHHO CBA3AHHAA C CO3JAaHHEM JOKYMEHTOB

ACATCIIBHOCTD allllapaTta YIPaBJICHHWA, OXBATbIBAIOM[aA BOIIPOCBI HOKYMEHTHPOBAHUSA U
OopraHu3anuu

17
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K npuauunam 1OY HE oTrHocuTcsi:

3¢ pexTUBHOCTD
HAJC)KHOCTh
KOMILIEKCHOCTh
COBOKYIHOCTH

18
Oannm u3 TpedoBanmnii kK MHGOPMAaLUH ABJISIETCS:

HETpeICKa3yeMOCTh
TOYHOCTh
CHEeM(PUIHOCTD

19
HNudopmanus — 310

MaTepuajgbHbli O00BEKT ¢ HHpOpMAIMEH, 3aKpeIIeHHOW CO3JIaHHBIM YEJIOBEKOM
Croco0oM /i €€ Tepeaud BO BPEMEHHU U MTPOCTPAHCTBE

COBOKYITHOCTb JICWCTBUI, MEp M METOJOB YIPaBICHHUS IIOJbMU Ha MPEANPHUITHH,
HaIpaBJIECHHBIX UCKIIIOUUTEILHO JJIS TOCTHXKCHHS TIOCTABIICHHBIX 3a71a

CBeJleHHsl O JIMIAaxX, NpeaMerax, ¢(akTax, COOBITHAX, SBJIEHHAX WU Mpoleccax
HEe3aBUCHMMO OT JOPMBI UX NpPeACTABIEHUS

20

K 0CHOBHBIM CBOHCTBAM JOKYMEHTA OTHOCHTCSH:
uHopmMaTuBHOE

OpPraHHU3alMOHHOE

IOpUANYECKOE

21
K KJIaCCI/I(l)HKaIII/II/[ AOKYMEHTOB I10 CHOCOﬁy AOKYMEHTHPOBaAHUA HE otHOCHUTCSH

OTKPBITBIE
PYKOIIHMCHBIE
JJIEKTPOHHBIE
rpaduyeckue

KHHO-, ()OTOJTOKYMEHTBI.

22
K knaccudukanum 10KyMeHTOB 110 cepe HCI0Ib30BAHUSI OTHOCUTCH

OPraHu3alHMOHHO-PACIIOPAIUTEIbHbIE
BHYTPEHHUE
BHEILIHHE

23
K knaccudukanum 10kymeHToB 1o cogep:xxanuio HE ornocsarces

HAYYHO-TEXHUIECCKUC
IMPOCTHIC
CJIOKHBIC

24
K kinaccnpuxanmum 10KkyMeHTOB 110 Mmecty coctaBienuss HE orHocsiTest
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OTKPBITHIE
BHYTpPEHHUE
BHEIIIHUE

25
K kiaccnduxanum 10kyMeHTOB 110 crenenu riuacuoctu HE oTHocsiTes

OTKPBITHIE
JIMYHbIE
¢ rpuoM OrpaHUYCHHUS JOCTYIA

26
K kimaccnpuxkanum J0KyMEHTOB 10 IPOUCXO0KIEHUI0 OTHOCATCH

OpPHUTHUHAIIBI
cayxeOHbIE
PYKOIIHCHBIC

27
K kiaccnpuxkanum 10KkyMeHTOB 1o wopuanveckoi cuiie HE orHocsiTest

OpUIruHaJbl WX NOAJIMHHUKHA
THUIIOBBIC

KOITnusAd

OTTHUCK

28
K knaccupuxkanum 10KyMeHTOB 10 ¢opMe u3inoxeHus (creneHu ynupukanuu) HE
OTHOCATCH

WH/IUBUyaJIbHBIC
TpadapeTHble
BBINMCKHU

29
K kiuaccnpuxkanum 10KyMeHTOB 10 cpokam ucnojHeHuss HE orHocsiTest

CpOYHBIC
KPaTKOCPO4YHbIE
HECPOYHBIC

30
JloxkyMeHTallHOHHOE o0ecnieyeHne YIpaBJIeHUs - 3TO

COBOKYIIHOCTb [JEHCTBUM, MEpP M METOAOB YIPABJICHHUS IIIOABMH Ha IPEANPUATHH,
HaIIPaBJIEHHBIX UCKIIFOYUTENIBHO Il TOCTHKEHUS TOCTABJICHHBIX 33]1a4

AeATeIbHOCTh annapara ylpaBJieHH, 0XBATBHIBAIOIIAS BOIIPOCHI
AOKYMEHTHPOBAHMS U OPraHM3aluM padoThl ¢ JOKYMEHTAMH B IIpoLecce OCyIeCTBICHUS
UM yIpaBjieH4eCKHX GyHKUMT

4acTb JEJIONPOU3BOJCTBA, HEMOCPEACTBEHHO CBSI3aHHAsA C CO3/IaHUEM JIOKYMCHTOB.

31
K ¢opmam IOY HE otHOCHTCSH:

YHH(PHIMPOBAHHAA
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LEHTpaIN30BaHHAs
JEIEHTPATM30BaHHAS
CMellaHHas

32
JlokymeHTHpOBaHHAsA HHGOpPMALNS (IOKYMEHT) - 3TO

MaTepHaIbHbIli 00beKT ¢ MHpoOpManueid, 3aKpeNJIeHHON CO3JaHHBIM 4YeJI10BEKOM
€roco00M /ISl ee nmepeaay BO BpeMeHHU M IIPOCTPAHCTBeE

COBOKYIIHOCTb JEWCTBUHM, MEp M METOJOB YIPABIEHUS JIIOJbMU Ha NPEIIPUSITHH,
HaIlPaBJIEHHBIX UCKIIFOUUTEIBHO AJI JOCTHXKEHHS OCTABJICHHBIX 33124

CBEJIEHUS O JIMIAX, MpeaMeTax, (pakrax, COObITHAX, SBJICHUAX U MPOILECcax HE3aBHCUMO
oT (hopMBI UX MIPE/ICTaBICHUS

33

JarTa noKymeHTra — 3T10:

JaTa ero NOANMCAHUS, IPUHITHS
JlaTa €ro COCTaBICHHUS

JaTa ero MoANMUCaHUs, IPUHATHS, YTBEPIKIACHHUS, COCTABIICHHUS, 1aTa COOBITHSI
aTta COOBITHSA

34
JJoxkyMeHT, (pMKCHPYIOIIUI X0 00CYy:KIeHHSI BOIMPOCOB M NPUHATHS pPelleHuid Ha
co0paHusAX, 3aceJaHUAX, COBEIIAHUAX H T.I.:

OOBSCHHUTENIbHAS 3aITHCKa
JOKJIA/IHAsK 3aIHCKa

aKT

MPOTOKOT

35
Ecau Bam Heo0Xx0a1uMO0 cO00IIMTH O MPOBEAeHHH MeponpusaTus, Bol coctaBurte

COIIPOBOJUTENIEHOE ITUCBMO
MIACBMO-TIOATBEPKICHHE
JOTOBOPHOE ITUCHMO
HH(poOpMANNOHHOE THCHEMO

36
Eciu Bam Heo0XoaummMo cocTaBUTHh NHMCbMO, HH(OPMHpYIOLIEe aapecara o
HANpPaBJICHUM K HEMY IPUCHLIAEMBIX J10KYMEHTOB, BbI cocTaBuTe

COMpPOBOAUTEC/IBbHOEC MUCHbMO
IMHUCbMO-YBCAOMIICHUC
MMHUCbMO-TIOATBCPIKIACHHUC
AOTOBOPHOC IMMUCBbMO

37
Eciim Bam Heo0XoauMo yBeAOMHTH OTHPABUTEIS] O NMOJY4YeHHHM AOKYMEHTOB, Bbl
COCTaBHTE

PIH(I)OpMElL[PIOHHOC IUCbMO
AOTOBOPHOC IMMUCBbMO
COMMPOBOAUTCIILHOC IMTNCBbMO
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NUCBbMO-TIOATBEPKICHHNE

38

Ecan pacnopsauTe/ibHast 4aCTb TEKCTA HAYUHACTCH CJIOBAMHU “06H3LIB310”, TO 3TO

npuKa3
3asBJICHUE
pacnopsixeHue
yKa3aHue

39
Ecan pacnopsiauTe/ibHAS YACTh TEKCTA HAYNHAETCHA CJI0BAMH “mipeajaraiw”, To 3To

MpHUKa3
pacnopsbKeHue
UHCTPYKIUS
yKa3aHue

40
Oxapakrepu3yiiTe ¢ TOYKH 3PeHHS] NPHHAJICKHOCTH K PEKBH3MTAM CJIeAYHOIINH

¢pparmenT: BEPHO Cekperaps-pedepent a/n U.K. Kontopkunna

rpu¢ yrBepxaeHUS

HOJIIHCh

O0TMETKA 0 3aBePEeHMHU KONHMHU
pe30Ious

41
OxapaRTepnsyﬁTe C TOYKH 3PCHHUA NPUHALJICKHOCTH K PEKBU3IUTaAM CJ'Ie)IleIIII/Iﬁ

¢pparment: 3am. nupexropa Ilimoxuny UK. Obecnieduth yc/I0BHS BBINOJTHEHHS MOCTABOK
no 16.01.2020. »a/m 18.11.2019

MIOJIITHCh
3aroJIOBOK
BHU3a
pe3oJonus

42
Oxapakrepu3yiiTe ¢ TOYKH 3peHHs] MPUHAMIEKHOCTH K PeKBU3MTAM cJedyI0LIHUIi

¢pparment: O6 nHPOpMALIMOHHOM O0ecTiedeHU U

BH3a
3aroJIOBOK
pe3oonus
TEKCT

43
Oxapakrepu3yiiTe ¢ TOYKH 3pPEeHHs] NPHHAIEKHOCTH K PEKBU3UTAM CJEAYHOLIMI

¢pparment: Cumonon 989-78-35

rpu¢ yrBepxaeHUs
HCIIOJIHUTEIb

pe3oonus

OTMETKA O 3aBEPEHUU KOIIUU

44
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IlepeuncinTe OCHOBHBbIE BUIbI 0JIAHKOB

1
o0mmii  0aaHK, OJaHK A8 NHceM, OJaHK C TMPOAOJBLHBIM M  YIJIOBBIM
pacnoJio;keHueM PEKBH3UTOB

CYIIECTBYET TOJBKO OJIAaHK C MPOJIOIBHBIM U YTIJIOBBIM PACIIONIOKCHHUEM PEKBH3UTOB
CYIIECTBYET TOJIBKO OJaHK JJIsI TUCEM
CYIIIECTBYET TOJILKO OOIIHI OJaHK

Hepeqnc.JmTe OCHOBHBIC 3JICMCHTHBI J0KJIaJ1a

OCHOBHAsl 4aCTh; BBIBOJIbI (PEKOMEHIAIINH )

BCTYIUICHHUE; BBIBOBI (PEKOMEHIAITNH )

BCTYIUICHUE; OCHOBHAS YaCTh

BCTYILJIEHHE; OCHOBHASI YACTh; BHIBO/IbI (PEKOMEH/IANH)

46

HpaBOBOﬁ aKT, H31aBaeMbIi PYKOBOOAUTECJIEM NMpPEANIPUATHA, HeﬁCTBymmeFO Ha
OCHOBAHHM €IUHOHAYAIMA, 1JIdA PpaspeaicHUsdA OCHOBHBLIX M OINEPaTHUBHBLIX 3aJa4
NnpeaAnpuaTua — 3TO

NpUKa3
yKa3zaHue
pelieHue
pacnopspKeHue

47
Hpouecc YCTAHOBJCHUA M [NPUMCEHECHUSA MNpPaBUWJI ¢ HEJIbIO YHOPAA0OICHUSA
ACATECJIBHOCTH B 1€JI0IIPOU3BOACTBE — 3TO

cucreMma [[OKYMGHTaIII/II/I

CTaH):[apTI/I3a].lI/Iﬂ

ELCJl

AOKYMCHTAIITMOHHOC O6CCHC‘ICHI/IC YIIpaBJICHUA

48
PacrlOpﬂI[l/ITe.]'l])HbIﬁ AOKYMEHT KOJ/UICI'HAJILHOTO OpraHa ynpaBJICHUS, u31aBaeMbIi
MHUHHUCTEPCTBAMU, BEIOMCTBAMHU, HAYYHBIMHU COBETAMH — 3TO

pelieHue
yKa3aHHe
pacropsbkeHue
pHKa3

49

CBoa nmpaBuJI, peryJIMpylommXx AesATeJbHOCTh OPraHu3anuid, X B3aMMOOTHOIICHHUS
¢ JpYyrMMH OpPraHM3auMsIMd W TpakiaHaMH, IpaBa H 00s13aHHOCTH B c(epe
rocy1apCTBEHHOM MJIM X0351iICTBEHHOM 1eATeJIbHOCTH — 3TO

LITaTHOE pacIUCaHue
IIOJIOXKEHUE

JOJDKHOCTHAs! MUHCTPYKIIUS
ycras

50
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Crangaprusanusi — 3T0

CTaHJapTHOE PACIOJIOKEHHE MaTepuaia

COTJIACOBAHUE C TEKCTOM 3aWHTEPECOBAHHBIX JIUIT

ynotpebiaeHne yCTOWYMBBIX 000pOTOB

Npouecc YCTAHOBJIEHHMST M TPUMEHEHHSI TMPABWJI ¢ UeJbI0 YHOPSI0YEeHHS
1eATeJIbHOCTH B /1eJIONPOU3BO/JCTBE.

IlepeyeHb 00bEKTOB KOHTPOJISI M OLIEHKH

KpurepueM ouLeHKH SBJISETCS YPOBEHb YCBOCHHS CTYACHTOM MaTepuala, MpeayCMOTPEHHOTO
IpPOrpaMMOil  THUCUUIUIMHBI, YTO BBIPAXKAETCS KOJMYECTBOM IPAaBUIBHBIX OTBETOB Ha
MPCAJIOKCHHBIC TCCTOBBIC 3aJaHU .

HaumeHoBaHHe 00bEKTOB Ouenka
OcHOBHbIE IOKA3aTeIH OLEHKHU pe3yJbTaTa
KOHTPOJISI M OlIEeHKH

1 OcHOBHBIC ~ MOHATHSA: | [Tpu BEepHBIX OTBETAX Ha:

e, - 3anain W TPUHIHIRL | 6004 TecToBBIX 3aqanuii (12-14) 3 (yIOBJIETBOPUTENIHLHO)

AOKYMCHTATHORHOTO 75% TecToBbIX 3ananuii (15-18) 4 (xopomo)

obecrieueHns yIIpaBIICHS;
2) CHCTEMBI 95% TtecToBbIX 3amanuit (19-20) 5(0TIUYHO)
JOKYMEHTAIJHOHHOTO
o0ecrieueHnsT yIpaBJICHUS, HX
ABTOMATHU3aLHIO;

3) KIacCU(PUKAIHIO
JIOKYMEHTOB;

4) TpeboBaHusA K
COCTaBJICHUIO U O(OopMIICHHIO
JIOKYMEHTOB;

5) OpraHHU3aIHIo
JIOKyMEHTO000pOTa:  TPHEM,
00paboTKy, pETUCTpAIHIO,
KOHTPOJIb, XpaHeHUe
JOKYMEHTOB,  HOMCHKIATYPY
nen

3AJAHHUE Ne 2 (npaxmuuyeckoe)

Texer 3axanus: BoINOJIHUTE yC10BHE NPAKTHYECKOI0 3a1aHUA
YciaoBust BbINOJIHEHUS 3aJaHUSA:
BapuaHThI NpaKTHYECKHUX 3aJaHUH
1 eapuanm

OdopMuTh pHUKa3 IO OCHOBHOM JI€ATEIHHOCTH CO BCEMH PEKBHU3UTAMU

SpocnaBckuil TOCyJapCTBEHHBI YHUBEpCHUTET. IIpuka3 0 Hay4HO-MCCIEI0BATEIbCKOM
pabote Ha

JTeTHUN mepuoa. B cooTBeTcTBUM € MIaHOM Hay4HO-HCCIEAOBATEIbCKOM paboThl Ha
2009/2010 yuebHbIit

roj npukaspiBar: 1. HampaBuTh B nMepHoJl JETHUX KAHUKYJ HAYYHYIO SKCIEIULUIO IS
W3YYEHHUS S3bIKA U

donbkiiopa HapogoB Cesepa. 2. 3aBeAyromyro Kadeapoi pycCKOTo S3bIKa U JIUTEPATYPHI,
KaHauaaTa (QUIONOTHYECKUX Hayk, goueHTa CKBOPIOBY A.A. Ha3HAYUTh PYKOBOAHUTEIEM

sKcneauuuy. 3. PykoBoauTento
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skcnienuiu CKBOPIIOBOM A.A. MPEICTAaBUTh Pa3BEPHYTHIN IIJIaH PabOThI AKCIICTUIINNA HA
3aceganue YueHoro cosera 18.05.2010. 4. KoHTponb 3a UCHIOJHEHMEM IIPUKa3a BO3JIOKUTH Ha
CEKpeTapsi YUEHOro coBeTa

Kosanenko ®.I1. Pektop ynusepcurteta I1.B.I'openon

2 BapuaHT

OdopMHTD pacropsKEHUE CO BCEMU PEKBU3UTAMHU

Otnenenune «MHTypucT». PacnopseHue 0 BBIIOIHEHUM MEPONPUSITUN MO MOATOTOBKE
jareps B

nocenke ['neboBckoe. SApocnamib. s opranuzanuu paboT MO MOATOTOBKE Jarepsl B
nocenke ['e6oBckoe U B 1ensix obecrieueHus BIoyHeHUs Pacriopsbxenus [ maBUHTYpuCTa OT
26.03.2010 Ne 17 obs3siBato: 1.

HupexropoB roctunun, CrporanoBy W.II., I'aBpuiioBy A.M.: 1.1. OtkomanaupoBatb B
narepb Ha nepuoj ¢ 18.05.2010 mo 10.06.2010 pabouux CTPOUTENBHBIX CHCIUATBHOCTEH ISt
BBINIOJHEHUST paboT ¢ omaroi no cpegHemy. 1.2. CocTaBuTh IJIaH PEMOHTHBIX paboT [0
20.04.2010. 1.3. Ob6ecneunTs paboTAOMUX HEOOXOAUMBIM 000PYJIOBAHUEM U HHCTPYMEHTOM. 2.
KoHTposib 32 UCIIONHEHUEM pacHopsKEHUs BO3J0KUTh HA IJaBHOro uHkeHepa batypuna B.I'.
I'enepanbubiii aupextop B.C.MBaHoB

3 BapuaHT

OdopMHTH JOKIAHYIO 3aMACKY CO BCEMU PEKBH3UTAMHU

Mexannueckuit 3aBoj. [lokinagHas 3amucka 0 HECOOMIOACHUN TEXHUKH 0€30MacHOCTH Ha
crpoityyactke. CTpouTenbHO-MOHTaxkHOE yrpaBiieHne Ne 1. ['maBHOMy uHxkeHepy WUrnHaTbeBy
C.®. 3aBoj1 HEOTHOKPATHO CTaBWII nepes Bamu Bompoc 0 coOII0OACHUN TEXHUKH 0€30MacHOCTH
Ha cTpoitydactke. OnHako A0 cux mop: 1. OTCYyTCTBYIOT OTpa)xJACHHUSI B MECTaxX MPOU3BOACTBA
CTpOUTENbHBIX paboT. 2. He orpaxkmaroTcss MecTa CBapOUYHBIX padoOT, T/I€ MOTYT MagaTh
npeaMeTsl ¢ BeICOTHL. 3. [Ipu mpousBojacTBe paboT B pailoHe MEXaHOCOOPOYHOTO I1eXa BEIeTCs
OeTOHMpPOBaHUE KOJIOHH, XOTSI Orpa)<JICHHE KOTJIOBaHa He ciaenaHo. [Ipoiry cpodHO MpHUHSATH
Mepsl. Umkenep no texuuke 0e3omnacnoctu B.C.Wnbun

4BapuaHT

OdopMuUTh CIIPaBKY CO BCEMH PEKBU3UTAMHU

PemonTHO-CcTponTensHOEe ynpasieHue Ne 21. CopaBka 0 XOJ€ KallUTAIBHOIO PEMOHTA
KWIbIX JIoMOB no riaHy [ kBaprana 2010 roma. HawanpHuky YmpaBieHUs KalMTaIbHOIO
pemonTa IIpaBurensctBa SApocnasns Camoiinoy C.M. BBon B 3KCIUTyaTanuo KUiI0i 1iIomaim
no tuiany I kBaprana 2010 roga cocrasnsier 5324 m2. CMOHTUPOBaHO Kuio miomanu 4066 m2,
MOJJICKUT JNEMOHTaxXy W MoHTaxy 1574 m2. Ilepemano mojn otaenouyHbie padboTel 2551 m2.

[Tepenano moj caHTEXHHUYECKHE M AJIEKTpOTeXHUUYEeCKHe padboTel 4066 M2. B cMOHTHPOBaHHBIX
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MOMEIIEHUAX TOJIEKAT BBIIOJHEHUIO BHYTPEHHHE CTOJISPHOOTIENOYHbIE paboThl 00bEMOM
1500 m2. HeynoBnerBoputensHo Benaytcst pabotsl CY-11 Tpecra Ne 3 moueHTpanbHOMY
OTOIUIEHUIO, BOJOIPOBOAY M KaHaiM3auuu B Aome N 55 1o mpocnekty MammHOCTpPOUTENEH.
HauaneHuk peMOHTHO-cTpouTeNbHOro ynpasieHusa B.I'.Kapmos.

5 BapuaHT

Odopmuths crpaBKy €O BCeMH peKBU3UTaMH IIpuOOpOCTpOMTENbHBI  3aBOJ
(yn.dmurtpuena, 1.25, SApocnasib, 193198, Te11.298 87 34).

CnopaBka B HAJIOTOBYIO MHCIIEKIMIO 3aBOJKCKOTO paiioHa fApocnaig. Epemun Bacunuii
MuxaiinoBuu paboTaer Ha 3aBoje ciecapeM MexaHocOopouHoro 1exa. CpegHemecsuHas
3apabornas miara 9700 py6neit. Jupexrop 3aBoma W.M.Kapmos. ['nmaBubiii Oyxranrep
A.A.AGpamoga.

6 BapuaHT

OdopMUTh aKT CO BCEMHU PEKBU3UTAMU

I'maBHOE ynpaBiieHUE IPOMBIIIEHHOCTH CTPOUTEIbHBIX MaTepHaIOB. AKT YCTaHOBJICHUS
(GakTUYeCKOM NPOU3BOJUTENIILHOCTH TEXHOJIOTHYECKON muHMM. T.SIpocnaBib. OcHOBaHME:
MPUKa3 MHUHUCTpPA MPOMBIIUIEHHOCTH CTpPOUTENbHbIX MaTepuaioB oT 10.09.2009 Ne 108.
IIpencenarens — rnaBHbIA TexHOJOr ympasiieHus Ilerpos /.M. Uiensl komuccuu —
pykoBoauTtenp Jabopatopun Makapos C.U., crapumii unxkenep nadoparopun Cumaxos 1O.B.
[TpucyrcTBoBan rnaBHbM uH¥keHep 3aBoja Ne 1 Pagun M.II. B mepuox c 10.10.2009 mo
12.10.2009 xomuccusi mpoBesa padoTy MO YCTAHOBICHHUIO (PAKTUYECKOW MPOU3BOAUTEIHHOCTH
TEXHOJIOTUYECKOM JINHUM 10 U3TOTOBJIEHUIO aCOECTOLEMEHTHBIX JIMCTOB Ha 3aBojie Ne 1. JIunus
MpUHATA B OJKCIUTyaTtanuioo B jJekadpe 1998 1. co cpemHedt mpou3BoauTENbHOCThIO 250
JUCTOB/4ac. 3a MpolIeliee BpeMs MPOU3BOJUTENBHOCTh JIMHUM 3HAYUTENbHO Bo3pocia. Jls
YTOYHEHMSI TPOM3BOAMUTEIBHOCTH JIMHUM M KadyecTBa MPOAYKIMM KOMMCCHS paccMOTpena
MaTepHalbl: CBeleHUs] 0 paboTe JIMHUM 3a BECh NMEepUo; (GU3NKO-MEeXaHUYecKre nmokasarenu. B
pe3yabpTaTe KOMHUCCUS OTpEeNniia YaCOBYIO MPOU3BOAUTENBHOCTh JTUHUU B 400 MUCTOB, 4TO
COOTBETCTBYET rojjoBoi MomHOCTH 300 MiH.JIucTOB B rofl. CocTaBiieH B TpeX dK3eMIuapax: 1-i
— I'maBacGecry; 2-it — HUWmnpoekracOGecty; 3-ii — 3aBoxy N 1. YTBepkaaeT 3aMecTHTENb
muHuctpa A.B.Ceprees.

7 BapuaHT

OdopmuTts prKa3 o mpuemMe Ha paboTy CO BCEMU PEKBU3UTAMHU

AxkunonepHoe obmiectBo 3akpbiToro tuna "Ilpuboii". Spocnasns. [Ipuka3. Haznauute

AHJipeeBa

94



Cepres IlerpoBuua HawanbHuKOM jaboparopuu N 3 ¢ 03.02.2010 ¢ okiagoM cCOriacHO
mratHoMy pacnucanuto. OcHoBanue: 3asBiaeHue Anzapeea C.UII. or 01.02.2010 c Bu3amu
HaYaJbHUKA OT/IeNa KaJpoB U riaBHOTO Oyxranrepa. Jupekrop AO3T M.O.I1aBnos

8 BapuaHT

Odopmuts mpuka3 00 yBOJIbHEHHH CO BCEMH PEKBU3UTaAMHU

AxnmonepHoe o6mecTBo 3akpeitoro tumna "[lpuboi”. fApocmasnbe. [Ipukas. YBoauThH
I'opoxoBa CranucnaBa [lerpoBuua, mHxenepa 1mexa Ne 2, ¢ 15.02.2010 mo coOGCTBEeHHOMY
s)kenannto B coorBeTcTBUM 1.3 cT.77 TK P®. OchnoBanme: 3asBienue ['opoxoa C.II. ot
01.02.2010. Hupextop AO3T M.O.IlaBnos. Buszel HawampHmka nexa N 2 CemenoBa B.M.,
HavanpHUKa oTnena kaapo Hukonaesa K.C., rmaBHoro Oyxrantepa Hukudoposoit B.JL.

9 BapuaHt

Odopmuts TenedoHorpaMMy CO BCEMU PEKBU3UTAMU

Munnpomctpoii P®. [lepenan — cekperaps Cepreesa, Ten.147 83 35. SApocnaBinbctpoit N
8. Ilpunsin — cekperapr MypamoBa, ten.375 92 48. Bpems nepemauum: 11 gac. 30 mun. 27
¢depans 2010 rona B

10.00 cocroutca Komneruss MuHuctepctBa. SIBKka HavaibHUKA SIpociaBiabCTpoOs

o0s3arenpHa. 3aBeayromuii ooumm otaenom B.K.Boponos.
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