MHWHOBPHAYKHU POCCUU
dejiepanbHoe rocyaapeTBeHHOE GIOIKETHOE o0pasoBareiibHOE yupexKIeHne
BbICHIEr0 00pa3oBaHus
«BmaauBocTokeknil rocyapeTBeH bl YHUBEPCHTET 5KOHOMHKH M CEPBHCA»

OBHOBJIEHO

juig Habopa 2019r.
2 3am. exTopa rno YP
< -~ O.A. YauTuHa

2020r

PABO‘IAtﬂ INPOI'PAMMA
YYEBHOU JUCHMUITJIMHBI

OI1.04 IOKYMEHTALIMOHHOE OBECITEYEHUE YITPABJIEHUS
38.02.04 Kommepuwst (110 oTpacisim)
ba3oBblii ypoBeHb N0ArOTOBKH

Ounas dopma 06yyenus

Yeeypuiick 2020




Pabouas nporpamma paspaboTana Ha OCHOBe DeziepanbHOr0  rocyIapCeTBEHHOTO

00pa3oBaTe/IbHOTO CTaHAAPTA 10 CHeIHATLHOCTH CpeHero npogeccHoHanbHOro o6pasosanus

MPOTPAMMBI TIOZITOTOBKH CHEUMAIHCTOB cpe/iHero 3seHa 38.02.04 Kommeprmst (o orpacswm),

YTBEPAKACHHOM 1pHKa3som MunncTepersa o6pasoBanns u Hayku P.®. ot 15 mas 2014 r. N 539,

PaspabGorana:

bacamok T. I', npenonasaren (puanana ®I'BOY BO «BI'YIC» BT. Yeceypuiicke
Pacemotpena  wa  sacemammm  [[MK IKOHOMHYECKHX,  MaTeMaTHYECKHX,
ccrecmemx(m?quux U _1IPABOBBIX JAHCIMIUINH

[Tpotokon Ne f ot «L » 4 r.
[Tpesacenarens IIMK bacamoxk T.I'.

o0Hx



COJIEP)KAHUE

1. O6mue cBeneHus «J{OKYMEHTAIIMOHHOE 00CCTICYCHHUE YIIPABIICHUS ...uvveenveenereenreenereanseenereennees 4
2. CtpyKTypa u cojiepKaHue yaeOHOU JUCIHUILTUHBI «TOKYMEHTAIIHOHHOE 00eCIIeYCHHE

VIIPABIICHIIS ..vvvveenvreenureeeauseeessseeessseeessseeessseeasssesssssesenssseanssssssssssssssesasssssssssssssssssssessssseesssseesssseesnns 6
3. YcnoBust peaiv3aiuy TPOTrPAMMBL JTUCHHATIITHBL. ...cc..veeerureeerireeenireeeireesnireesnuseesseeesiseessseesnnnes 11
4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOCHUS JUCHUIIIHHBL. ....veeeeenerreeeenirreeesnnereeesnanneeessnnneeeens 12



1 OBIIME CBEIAEHUA «IOKYMEHTALIMOHHOE OBECIIEUEHUE
YIIPABJIEHW

1.1  Mecro mucuuminHbl B cTpykrype IIIICC3

VYyebnas qucruruinHa «J{okyMeHTallMOHHOE 00ecTIeueHre YIIpaBIeHUs» MPUHAJICKUT K
UKITY 001IenpodecCHOHATBHBIX TUCIUTIINH.

1.2 TpeboBanus K pe3yJbTaTaM 0CBOEHHs YUeOHOMH IMCHUIIITHHBI
ba3oBas yacTth

C penpio peanusauuu TpeOoBaHUM paboTomaresiell M OpUEHTALMU MPO(PECCHOHANBHOM
MOJTOTOBKU TOJI KOHKpETHOE pabodee MecTo, 00y4aromuics B paMKaxX OBJIAJCHUS yKa3aHHBIM
BUOM NMPO(ECCHOHANBHOM eI TeTbHOCTH JOKEH:

B pe3ynbraTe 0CBOGHUS NUCLUILIMHBI CTYIEHT JOJDKEH:

- YMETh!

1) opopMIATH M TPOBEPATH TNPABWIBHOCTE O(DOPMIICHHS JOKYMEHTAIlMH B

COOTBCTCTBUH C YCTAHOBJICHHBIMH TpC6OBaHI/I$[MI/I, B TOM YHCJIC HCIIOJIb3Yys HH(bOpMaIII/IOHHI)Ie

TEXHOJIOTHH,
2) MIPOBOANTH aBTOMATU3UPOBAHHYIO 00pabOTKY JOKYMEHTOB;
3) OCYIIECTBIISITh XPAaHEHUE U MIOUCK JIOKYMEHTOB;
4) UCIIOJIB30BaTh  TEJIEKOMMYHHUKAIIMOHHBIE  TEXHOJOTMM B DJIEKTPOHHOM
JIOKyMEHTO000pOTE;
- 3HaTh:
1) OCHOBHBIE TMOHATUA: UEIM, 33Jaud U [PUHLMIBl JOKYMEHTAIIMOHHOIO

oOecrnieueHus yrnpaBIeHUS;

2) CHCTEMBI JOKYMEHTAI[HOHHOTO 00ECTICYCHHUS YITPaBIICHHS, UX aBTOMAaTH3aIUIO;

3) KJIacCU(UKALUIO IOKYyMEHTOB;

4) TpeOOBaHUS K COCTABIECHUIO U OPOPMIICHHUIO JOKYMEHTOB;

5) OpraHu3alUI0 JOKYMEHT0000pOTa: MpHeM, 00paboTKy, PEerUCTpaIfio, KOHTPOJIb,

XPAaHCHUEC NOKYMCHTOB, HOMCHKIIATYPY ACI

BapuatuBHasi 9acThb HampaBiieHa Ha YIJyOJICHHME TIOJTOTOBKH, OTMpeIeIsieMoit

coJiep;KaHueM 0053aTeIbHON YacTH.
CopepxaHne MUCHUIUIMHBI JOJKHO OBITh OPUEHTUPOBAHO HA MOATOTOBKY CTYACHTOB K
ocBoeHnuto npodeccuonanbHbXx Moayiei OIIOII o cnenmansaocTH CITO 38.02.04 Kommeprius

(Mo oTpaciisiM) U oBJaieHuIo npodeccrnoHanbHbIMU KoMrieTeHIusaMu (11K):



IIK 2.2. OdopmisiTh, IPOBEPSITH MPABHIBHOCTh COCTaBIICHUS, 00€CIIeUYnBaTh XpaHECHUE
OPTaHU3AI[MOHHO-PACTIOPSAUTENBHBIX, TOBAPOCOMPOBOAUTEIBHBIX U WHBIX HEOOXOIUMBIX
JIOKYMEHTOB C UCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

B nmpouecce ocBoeHus ITUCHUILUIMHBI Y CTYIAEHTOB JOJDKHBI (OopMHpOBaTh oOmIME
komrereHuu (OK):

OK 1. Ilonumarp CyIIHOCTh W COLMAIIbHYIO 3HAYMMOCTh CBOEW Oyaymied mpodeccuw,
IIPOSIBJIATH K HEW YCTOMYMBBINA UHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JAESTEIbHOCTb, BHIOMpATh TUIOBBIE METOIBI U
CIocoObI BBIMOIHEHUS MTPO(ecCHOHANBHBIX 33/1a4, OLIEHUBATh WX 3()PPEKTUBHOCTh U KaYeCTBO.

OK 3. [IpunuMath pelieHus B CTaHJAPTHBIX U HECTAHIAPTHBIX CUTYalMSIX U HECTH 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBisaTh HOUCK U HUCIOJIB30BaHUWE HWHGPOpPMAIUU, HEOOXOAUMOM s
3¢ exTUBHOrO BHIMOMHEHUS TPOGECCHOHATIBHBIX 3a7ad, MPO(EeCCHOHATFHOTO U JTUYHOCTHOTO
pa3BHUTHSL.

OK 6. Paborath B KOJJIEKTHBE W B KOoMaHzae, 3(pPeKTHBHO 00mAThCsA C KOJUIETaMH,
PYKOBOJICTBOM, OTPEOUTEIISIMH.

OK 12. Cobmromath aeicTBYyIOIEE 3aKOHOJATENLCTBO M 00s3aTeNbHbIE TPEeOOBaHUS

HOPMAaTUBHBIX JOKYMCHTOB, a TAKKC Tpe60BaHI/I$I CTaHAapTOB, TCXHUYCCKUX YCHOBHﬁ.

1.3 OO0bem yueOHOI TUCHUNJIMHBI M BUAbI y4eOHOH padoThI

Buj y4eOHol neATeIbHOCTH O0bem yacoB
MakcumanbHas yyeOHast Harpy3ka (Bcero) 72
O0s3aTesqbHAsI Ay IUTOPHAA Y4eOHAsi Harpy3Ka (Bcero) 48
B ToM uucne:

1abopaTopHbIE 3aHATHS HE MPETyCMOTPEHO
MPAKTUYECKUE 3AHATUSA 40
KOHTPOJIbHBIE paOOTHI HE MPETyCMOTPEHO
CamocrosiTe/ibHasi padoTa cTy/AeHTa (BCero) 24
B ToM uucne:
KypcoBasi paboTa (IIpoeKT) HE MPEyCMOTPEHO
JIpYTHUe BUBI CAMOCTOSITEILHON pabOThI 24

Htorosas arrecrauus B popme Jugpghepenyuposannuiii 3auem




2. CTPYKTYPA U COJEPXXAHUE VUYEBHOM JUCHMIUIMHBI «JIOKYMEHTAIITMOHHOE OBECIIEYEHME

YIIPABJIEHU A »

2.1 TemaTnuyeckuii NJIaH U copep:KaHUe

HaumenoBanue pa3aennos u Tem Conepxanne y4yeOHOrO MaTepuana, J1adOpaTOpHbIE U IPAKTHYECKHUE O06beM yacoB YpoBeHb
paboThl, caMoCTOsITeNIbHAS paboTa 00yUaIOIUXCSL. OCBOCHUS
Tema 1 Copep:kanue u ocHoBHbIe | ConepxaHue yueOHOro Marepuaa 1
3aa4u coppemennoro | 1 | [Ipeamer, coziepKaHue, eI, 3a7a4u u MIPUHLIMIIBI 2
AOKYMEHTAIMOHHOT 0 olecrieueHust JIEJIONPOU3BOJCTBA; MECTO M POJIb JOKYMEHTOB B YIpPAaBICHUU Ha
ylpaBJieHUSs COBPEMEHHOM JTare; Kjiaccu(uKanus JOKyMEHTOB.
JlaboparopHsble 3aHATHS HE MPEAYCMOTPEHO
[TpakTHdeckue 3aHATHS HE MPEAYCMOTPEHO
KonTponbHbie paboThl HE MPEAYCMOTPEHO
CamocrositenbHas padora oOydaromuxcs: [1oAroToBUTH pe3eHTalUIO IO 2
Teme «VcTopusi BOBHUKHOBEHUS U 3TAaIlbl PAa3BUTHUA JEIONPOU3BOICTBA B
Poccuny»
Tema 2 HopmaruBHo-Meroaumueckas | Conep:kaHue yueOHOro Marepuaia 1
0a3za 10KyMeHTaUMOHHOro odecnevenus | 1 | CocraB HOpMaTuBHO-MeToqu4eckor 0a3el JIOY; cranmapTu3amus u 2
ynpaBJieHUSs yaupukanuu cucremsl JIOY; obmepoccuiickue Kiaccu(pukaTopbl
JIOKYMEHTaluu, rocyaapcrseHHas cucrema JI0Y.
JlaboparopHble 3aHATHS HE IPETyCMOTPEHO 3
[TpakTHdeckue 3aHATHS
1 | Ne 1 M3yueHue HOpMaTHBHO-IIPABOBOM 0a3bl JOKYMEHTAIIMOHHOTO 2
obecreueHust yrnpaBlIeHus
KoHTpobHBIE pabOTHI HE IPEyCMOTPEHO
CamocTosTenpHas paboTa 00y4Jaronxcs: HE IIPEyCMOTPEHO
Tema 3 OcHoBHble TpedoBanusi k | ConepxaHue yueOHOro Marepuaia 1
COCTABJICHUIO " ojopmaenmio | 1 | rocT P 7,0.8-2013. Hanmonaneneiii  crannapr  Poccuiickoit 2
JAOKYMEHTA

®enepannn. Cucrema cTaHAapTOB 0 MHPOPMAIMH, OUOINOTEUHOMY
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U U3JaTenbcKoMy Jeiny. Jlenonpous3BOACTBO M apXHBHOE JEJO.
Tepmunbl u onpenenenus (yrB. Ilpuxazom Poccrangapra ot
17.10.2013 N 1185-cT)

JlaGopaTopHble 3aHATHS

HE IIPETyCMOTPEHO

HpaKTI/I‘ICCKI/IC 3aHATUA

1 | Ne2 M3ydyeHue pacnosiosKeHUsI PEKBU3UTOB M IPaHMIIBI 30H OJIAHKOB 2
JIOKYMEHTOB

2 | Ne3 MzyueHue CTpyKTypbl IOKYMEHTOB 2
KonTponbHbie paboThl HE MPEAYCMOTPEHO
CamocrositenpHas pabora oOydarommxcs: [loAroTOBUTH KOHCIEKT Ha 2
Temy: TpebGoBaHMsI K H3rOTOBJICHUIO, YYETY M XPAHEHHIO TepOOBBIX
0JIaHKOB.

Tema 4 Cucrembl JIOKYyMEHTALNH CopepxaHue yaeOHOro MaTrepuana 1

1 | Cucrema opraHu3aliiOHHON TOKYMEHTAIlMU, aBTOMAaTH3allUs
2 | CucreMa pacropsIuTeNIbHON TOKYMEHTALUN; aBTOMATHU3aIIHs
3 | Cucrema  WH(POPMAIMOHHO-CIIPABOYHON  JOKYMEHTAIIUH, 170

aBTOMaTu3alus

JlaGopaTopHblie 3aHATHS

HE IPETyCMOTPEHO

HpaKTI/I‘-ICCKI/Ie 3aHATUA

1 | Ne4 CocraBnenue u opopmiieHuEe OpraHu3allMOHHBIX TOKYMEHTOB 2

2 | Ne5 CocraBneHue U 0(hopMIIEHUE pacliopsIUTEIbHBIX JOKYMEHTOB 2

3 | Ne6 CocraBnenue u odopmieHHe HHGPOPMALMOHHO-CIPABOYHbBIX 2
JJOKYMEHTOB

4 | Ne7 MH3yueHue ocoOeHHOCTEHl cocTaBieHHUS U O(OpMIICHUS 2
JJOKYMEHTOB 110 00IIIMM BOIIPOCaM

5 | Ne8 H3zyuenwe ocoOeHHOCTEH cocTaBieHUS W O(GOpPMIICHUS 2
JTOKYMEHTOB 10 JIMYHOMY COCTaBYy

6 | N9 H3zyuenue ocoOEHHOCTEH cCOCTaBIeHHS U OQOPMIICHHS 2
JIOKYMEHTAITUH 110 TPYAOBBIM OTHOIICHHSIM

7 | Nel0 Usyuenue ocobennocrerr opopmienus auanbix gen (1C) 2

8 | Nell CocraBnenue wu oQOpMIICHHE TMPETEH3MOHHO-UCKOBOM 2

7




‘ JIOKYMEHTAIUN

KonTponbHbie paboThl

HE MPEAYCMOTPEHO

CamocTrosTenpHas padora oOydarommxcs: cooOmierne Ha Temy «Poib 2
OpraHU3alUOHHbBIX, PACTIOPAAUTEILHBIX U HHPOPMAIIMOHHO-CIIPABOYHBIX
JIOKYMCHTOB B c(hepe yrpaBIeHUs

CamocrositenbHas pabora oOyuaromuxcs: [1oAroTOBHUTE KPOCCBOPA Ha 4
TCMY «BI/IILBI OpraHn3allMOHHO-PACTIOPAINUTCIIBHBIX JOKYMCHTOB).

CamocrosiTenbHas pabora 00yYaroIInXCsi: BeimonHeHue 4

HHIWBHUIYAJIbHBIX 33.[[21HPII>1.

Tema 5 OOmme ocHOBBI JeoBoii | Conepxanue yueOHOro Marepuaina 1
KOppeCcnoHAeH T 1 | CnyxeOHasi mepenucka Ha TMPEANPHUATHU; [eJIOBasi peub M ee
rpaMMaTH4eCKHe 0COOEHHOCTH; JIOTHYECKOE MIOCTPOCHHE
JIOKYMEHTOB.
JlaGopaTopHbIe 3aHATHUS HE MPEyCMOTPEHO
[IpakTHyeckue 3aHsATUS
1 | Nel2 M3yuenne 0co6eHHOCTEl OATOTOBKH CTYKEOHBIX THCEM 2
KonTponbHbIe paboTh HE MPelyCMOTPEHO
CamocrositenbHas pabota oOyvaronuxcs: [1oaroToBUTh 10KIIAL HA TEMY: 2
OcoOeHHOCTH s13bIKA, CTWJS UM PENAKTUPOBAHUSA  YIPaBIEHYECKUX
JTIOKYMEHTOB.
Tema 6 Opranusanus | CoaepxaHue yueOHOro Marepuana 1
AOKYMEHT0000poTa. 1 | [lonsTHe W  OPUHIMIBI  OpPraHU3allid  JTIOKYMEHTOOOOpOTa;

MNPOXOKACHUEC W TOPAAOK HMCIIOJIHCHUA BXOAAIIHUX JOKYMCHTOB,
MNPOXOKACHUC HUCXOMAINNX U BHYTPCHHHUX JOKYMCHTOB, pa60Ta C

KOH(QUICHIMATBHBIMU  JIOKYMEHTaMH; paboTra ¢ MNHCbMaMH H
00palIeHUsIMHU TPaKIaH.
JlaGopaTopHble 3aHATHUS He NPEelyCMOTPEHO
[TpakTHyeckue 3aHATHS
1 | Nel3  W3yuenue ocoOeHHOCTEH  KYpPHAJIBHON  perucrpaiuu 2
JIOKYMEHTOB.
2 | Nel4 PaGota ¢ KOoH(UIEHIIMATIBHBIMH JOKYMEHTaMU 2
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3 ‘ Nol5 Pabota ¢ miucbMaMu 1 0OpaleHUsIMHA TPaK/IaH.

2

KonTtposbHbIe paboThl

HE MPEYCMOTPEHO

CamocTosrenbHas paboTa 00y4Jaronmxcs:

HE NMPEAYCMOTPEHO

Tema 7 TexHoJiorust
ABTOMATH3HPOBAHHOM 00padoTkm
JOKYMEHTAL MU

Conepkanue yaeOHOro MaTepuaia

1 | TexHomoruss aBTOMATH3UPOBAHHOW O0OpPabOTKM  JTOKYMEHTAIUU
OO0mass xapakTepuCTHKa OPraHU3alMOHHBIX TEXHHUYECKHUX CPEICTB.
ABTOMaTHU3UPOBAaHHBIE  CHUCTEMBI  jeiompousBojactBa.  O0630p
COBPEMEHHBIX CPEJCTB OPITEeXHUKH IJiA Tepeladyd M IepepadoTKu
uHopmanuu. IlpaBuina U MOPAIOK THUPAKUPOBAHUS JOKYMEHTOB.
OnekTpoHHas nouyra. CucreMa onTUYECKOr0 paclioO3HAaBaHUSI TEKCTOB.

1

JlaGopaTopHble 3aHATHS

HE NPEAYCMOTPEHO

HpaKTI/I‘ICCKI/Ie 3aHATUA

1 | Nel6 M3ydyenue nporpaMMbl DJIEKTPOHHBIA JOKYMEHTOOOOPOT

2

Nel7 Co3pmanue 3JEKTPOHHOTO SIIMKAa W pabdoTa ¢ 3IICKTPOHHOMN
O4YTOM

2

KonTponbHbie paboThl

HC IIPCAYCMOTPECHO

CamocrosiTenpHas paboTa 00ydarIMXCs: MOJATOTOBUTE JOKIa] HA TEMY: 2
«llepcieKTUBBI ~ UCIHOJIB30BAHUSA  AJIEKTPOHHBIX  JIOKYMEHTOB B
YIOPABICHYECKON NEATEIIBHOCTI.

Tema 8 ®opmupoBanue u xpanenue aeqa | Comepxanue yueOHOro Marepuana 1

1 | CoctaBineHue HOMEHKIATYphl Ael; (GopMupoBaHue u odopmieHue
JIeJT; IOATOTOBKA U TIepejavya JOKYMEHTOB Ha apXUBHOE XpaHEHHE.

JlaGopaTopHblie 3aHATHS

HE IPETyCMOTPEHO

HpaKTI/I‘-ICCKI/Ie 3aHATUA

1 | Nel8 U3yuyenune ocoOEHHOCTEH COCTaBIEHUS HOMEHKJIATYphl Je 2
OpENPUSTHS

2 | Nel9 Uzyuenmne ocobeHHOCTEH (opMHUpOBaHHUS U OPOPMIICHUS €T 2
ITpakTuyeckas pabora

3 | Ne20 Uzyuenune ocoOeHHOCTEH MOJATOTOBKU U Mepelaun TOKyMEHTOB 2

Ha apXWBHOC XPaHCHUC

KoHTtposbHble paboThl

HE MPEYCMOTPEHO




CamoctosrenbHas padora odyyatonuxcs: [loaroToBuTh A0KIaa Ha TEMY:
«XapakTepucTuka U IOpPAJOK JocTyna K JIOKYMEHTHPOBaHHOU
uHpopmanuu ¢ rpudom «/1s1 ciy:ke6HOro MoJIb30BaHU.

CamocrosiTenbHast padora oOywaromuxcs: HamucaTs scce Ha Temy «Moe 2
HOHATHE O JOKyMmeHTe. Poib Jeiompou3BOACTBa B Moeil Oymymiei
npodeccuny.

CamocrosTenbHas paboTa o0yvaromuxcs: [10AroToBUTh JOKIaA HA TEMY: 2

((HPGHMYIIICCTBa N HCAOCTATKU 3JICKTPOHHBIX apXHWUBOB JOKYMCHTOB)).

[IpumepHas Tematnka KypcoBoii paboThl (IIPOEKTa)

HC IIPCAYCMOTPCHO

CamocTosrenbHas pabota o0yyaroumxcs HaJl KypcoBoi paboToi (IIpOeKTOM)

HE MPEAYCMOTPEHO

Bcero:

72
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3. YCJIOBUA PEAJIM3ALINU ITPOT'PAMMBI IUCLHUTTIIMHBI

1.1. TpeGoBaHusi K MUHUMAJIbHOMY MAaTePUAJIbLHO-TEXHUYECKOMY 00ecledeHH 0
YuebHast ayauTopus A TPOBEACHHS Y4YeOHBIX 3aHATUH (YpOK, HPAaKTUYECKOE 3aHsTHE,

nabopaToOpHOE 3aHATHE, JICKIHSA, CEMUHAP), TPYIIOBBIX M WHAMBHUIYAIbHBIX KOHCYJIbTALUH, TEKYIIETO
KOHTPOJISI U IPOMEXYTOUHOM aTTecTaluu:

Kabuner JlokymMeHTallMOHHOTO 00ecreueH s YIpaBICHUs

ABTOMAaTH3MpOBaHHBIE paboyre MecTa oOydaromuxcs - 20 IT., aBTOMaTU3UpPOBaHHOE pabouee
MECTO IpenojaBaTens - | IT., MyJIbTUMEAUMHBIA IPOEKTOp, 3KpaH, Aocka MapkepHad — 1 mr., [IK
(monuTop AOC — 21,5, cucremusiii 610k 610k B-TRONIX OFFICE Nel 3.11Tm, /4Th, 500; xamepa;
Oducublii MOTBOEPT (haum4apT)

ITO: 1. Microsoft Windows 7 Professional Russian, OOO "butponukc BmaguBocTokx"
KontpaktNe 0320100030814000018-45081 ot 09.09.14, nunensus Ne64099496, Geccpouno; 2. Google
Chrome (cBob6oanoe); 3. Adobe Acrobat Reader (cBoboanoe); 4. Adobe Flash Player (cBoGonnoe); 5. 7-
Zip 18.01 (x64) cBOoGOIHOE

3.2. Uuopmanuonnoe obecneyeHue oOydeHUusi (mepevyeHb PEKOMEHIYyeMbIX Y4eOHBIX
u3nanui, UHTEepHeT-pecypcoB, 10NMOJHUTEILHOM JUTEPATYPbI)

OcHoBHas1 JIUTepaTypa

l. [lyBanosa, H. H. /lokymMeHTalimoHHOe 0OecrieueHre yrnpaBieHusl : y4eOHUK U PaAKTUKYM
I cpeHero npodeccuonanbHoro oopazosanus / H. H. lllyBamoBa. — Mocksa : U3natensctBo KOpaiiT,
2019. — 221 c. — (IIpodeccuonanvHoe obOpasoBanue). — ISBN 978-5-534-00088-7. — Tekcer :
anekTpoHHbIH // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/433679

JlonmoJTHUTeIbHAS JIUTepaTypa

1 Kopnees, U. K. JlokymeHTaloHHoe oOecrie4eHrne ynpaBiIeHUs : YYEOHUK U MPaKTUKYM
s cpenHero npodeccuonansHoro oopazosanus / . K. Kopuees, A. B. [Tmenko, B. A. Mamypues. —
2-e u3A., nepepad. u non. — Mocksa : U3narensctBo FOpaiit, 2020. — 384 c¢. — (IlpodeccnonanbHoe
oOpazoBanue). — ISBN 978-5-534-05022-6. — Texkct : snexkrponusiii / 9bC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/453688

2 Hoponuna, JI. A. JlokyMeHTallMOHHOE Oo0ecleyeHne YIpaBiIeHus | yueOHUK U MPAKTUKYM
s cpenHero mnpodeccuonansHoro obpaszoBanus / JI. A. Jloponuna, B. C. UputukoBa. — Mocksa :
M3narensctBo IOpaiit, 2020. — 233 ¢c. — (IIpodeccuonanbroe obOpazoanue). — ISBN 978-5-534-
05783-6. — Texcrt : anexrponnsbiit // DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/453767

3 Kysnenos, U. H. JlokymeHTanmonHoe obecnieueHue yrpasieHus. JJokyMeHToo0opoT u
JeNONPOU3BOACTBO : yueOHHK U npakTukyMm ais CIIO / U. H. Ky3neuoB. — 3-e u3a., nep. u gon. — M. :
MznarensctBo FOpaiit, 2018. — 462 ¢. — (Cepus : IIpodeccrnonansuoe oopazoanue). — ISBN 978-5-


https://urait.ru/bcode/433679
https://urait.ru/bcode/453688
https://urait.ru/bcode/453767

534-04604-5. — /OnextponHbli pecypc / Pexxum noctyma : www.biblio-online.ru/book/A7E915F2-
DB9B-406C-9ABB-2405SEC3AD7EL.

HOpMaTI/IBHLIe AOKYMEHTBI:

1. @denepanbHblil 3akoH oT 27.07.2006 N 149-®3 (pen. ot 18.03.2019) "O6 unpopmaruwy,
MH(POPMAIIMOHHBIX TEXHOJIOTUSX H O 3amuTe nHopMaruu" (C U3M. U J01., BCTYIL B cuity ¢ 29.03.2019)
/INeKTPOHHBIN pecypc / Pexxum JlocTyna:
http://www.consultant.ru/document/cons_doc_LAW_61798/54e508tb63403bf6cf29e07ddc4ce2ecdce2 1f
c9/

2. I'OCT P 7.0.8-2013. Hamumonanbusii ctanaapT Poccuiickoit ®enepaunn. Cucrema
CTaH/apTOB MO0 MH(pOpMaIKK, OMOIMOTEYHOMY U U3JIaTEIbCKOMY Jeny. Jlemonpon3BoACTBO U apXUBHOE
neno. Tepmunbl u omnpenenenust (yrB. Ilpukaszom Poccranmapra ot 17.10.2013 N 1185-ct) /
DNEeKTPOHHBIH pecypc / Pexum JoCTyma:
http://www.consultant.ru/document/cons_doc_LAW_163800/

3. Hanumonanenenii crangapr PO T'OCT P 7.0.97-2016 "Cucrema cTaHmapToB IO
uHbopManuy, OHONIMOTEYHOMY W  H3JaTeNbCKoMy aAeny. OpraHU3alMOHHO-PACHOPSAUTEIbHAS
nokymenramus. TpeboBanus k opopmieHno T0KyMeHTOB" (yTB. mpukazom denepanbHOTO areHTCTBa Mo
TEXHHUYECKOMY PErylupoBaHui0 U MmeTposioruud ot § aekadbps 2016 r. N 2004-ct) (c u3MEHEHUsIMU U
JIONOJTHEHUAMU) / DIEKTPOHHBIN pecypc / Pexxum nocryna: https://base.garant.ru/71634352/

HNHTepHeT pecypcsl

1 CrpaBounasi mpaBoBasi cucremMa «KOHCYIbTaHT IUTIOC» /DIEKTPOHHBIA pecypc /:http://
www.consultant.ru

2 CrpaBouHas cucrema «l apanT». /neKkTpoHHbIN pecype / http://www.aero.garant.ru

3 Kypuan «Jlenonpou3BoacTBoO». /INeKTpoHHBIN pecypc / Pexxum moctyna: http:// www.top-
personal.ru/officework.htm1?43

4 Kypnan «Cekperapckoe Jeno». /OIeKTpoHHbIM pecypc / Pexum pocryna:

http://www.sekretarskoe-delo.ru/

4. KOHTPOJIb 1 OLIEHKA PE3VJIbTATOB OCBOEHUA ANCHUITJIMHBI

KonTponb u oOlleHKa pe3ynbTaToB OCBOEHUS Y4YeOHOW JAMCHUUIUIMHBI OCYIIECTBISETCS
mpernojaBaTesieM B TIpOIEcce NPOBEACHUS MPAKTUYECKUX 3aHATHH W Jab0paTOpHBIX pador,
TeCTI/IpOBaHI/ISI, a TaKXE BBIITOJIHCHUS O6yanOHII/IMI/IC$[ I/IH)II/IBI/IJIyaJ'II)HI)IX SaJIaHHﬁ, HpOCKTOB,
HCCIICIOBAHUM.

| PesyabTarbl o6yuennsi (OCBOCHHbIE | @opMBI M METOABI KOHTPOJISI M OLICHKH |
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YMEHUS, OCBOCHHBIC 3HaHl/[SI)

pe3yJbTaToB 00yYeHust

YmMmenuns:

oopMIIATE M TIPOBEPSTH MPABHILHOCTH
oopmienus JOKYMEHTalu1 B
COOTBETCTBUM  C  YCTaHOBJICHHBIMH
TpeOOBAHUSAMH, B TOM YHCJIE UCHOIb3Ys
MH(OPMALMOHHbIE TEXHOJIOTHH;

HaGmioneHune 3a JESITENBHOCTBIO B IIPOLIECCE
OCBOGHHSI TIPOTPaMMBbl JHCLUIUIMHBI CTYACHTa W
OLICHKA JOCTM)KEHHsI pPe3ybTaTa 4epe3: - aKTUBHOE
ydacTHe B XOJI€ 3aHATHS; - YCTHBIN U MHUCHMEHHBIH
OIpOC;  -pellIeHHuEe  MNPOOJEMHO-CUTYaLHOHHBIX
3a7a4 Ha MPAKTUYECKUX 3aHATHAX; - 3aJaHHS IS
CaMOCTOSITENILHON pabOThI;

MIPOBOJNTH ABTOMATHU3HPOBAHHYIO
00paboOTKy TOKYMEHTOB;

HaGmioneHue 3a JESTENBHOCTBIO B IIPOLECCE
OCBOGHHSI TIPOTPaMMBbl JHCLUIUIMHBI CTYACHTa M
OLICHKA JOCTM)KEHHsSI pe3yibTaTa 4epe3: - aKTUBHOE
ydacThe B XOJI€ 3aHATHS; - YCTHBII U MHChMEHHBIH
OIpOC;  -pellleHue  MNPOOJEMHO-CUTYaLHMOHHBIX
3a7a4 Ha MPAKTUYECKUX 3aHATHAX; - 3aJaHHS IS
CaMOCTOSITENTLHON pabOTHI;

OCYLIECTBIIATh
JOKYMEHTOB;

XPaHCHHUC nu IIOUCK

HaGmronenne 3a JE@ATENBHOCTBIO B IIpolecce
OCBOCHHUSI MPOrpamMMbl JHCUUILIMHBI CTYJIEHTa H
OLICHKA JOCTHUKEHHUSI PE3yJIbTaTa Yepe3: - AKTUBHOE
y4acTUE€ B XOJI€ 3aHATHUS; - YCTHBIM U MUCbMEHHBIN
OMpOC;  -pelieHue  MPOOIEMHO-CUTYalMOHHBIX
3a7a4 Ha MPAKTUYECKUX 3aAHATUAX; - 3aJaHUS IS
CaMOCTOSTEIIbHON paboThI;

HCIIOJIb30BATh TCJICKOMMYHUKAIITMOHHBIC

HaGmronenne 3a  JESTENBHOCTHIO B MPOILECCE

TEXHOJIOTUU B JIEKTPOHHOM | OCBOCHMS TPOrpaMMbl JUCHMIUIMHBI CTyJIEHTa U

JOKYMEHTO000pOTE; OLIEHKa JTOCTHUKEHUS pe3yJibTaTa yepe3: - aKTUBHOE
y4JacTHe B XOJI€ 3aHATHS; - YCTHBIM U MUChMEHHBIH
OIpOC;  -pellleHue  MNpPOOJIEMHO-CUTYaLHOHHBIX
3aJa4 Ha MPaKTHUUYECKUX 3aHATHUAX; - 3aJaHus I
CaMOCTOSITENIbHOM paboThI;

3Hanus:

OCHOBHBIE TMOHATHS: Ienu, 3afaud U | HaOmioneHune 3a JedTenbHOCTBIO B IIpoLiecce

ITPUHIIMIIBI JOKYMEHTAILMOHHOTO | OCBOEHHUSI IPOTrpamMMbl IUCLUUIUIMHBI CTyJEHTa U

o0ecrieueHus yrnpaBJIeHUS; OLIEHKa JOCTHMKEHUS pe3yJsibTaTa yepe3: - aKTUBHOE
y4acTHE B XOJ€ 3aHATHUS; - YCTHBIM U MUCbMEHHBIN
OIIPOC; - 3aJJaHUsl 111 CAMOCTOSITETIbHOM paboThlI;

CHUCTEMBI JOKyMeHTaluoHHoro | HabmoeHne 3a  JesaTenbHOCTBIO B Ipoliecce

o0ecrnieueHus yrnpaBJeHHUS;

OCBOEHHUSI TPOrpamMMbl JHCUUIUIMHBI CTYJIEHTa H
OLIEHKA JIOCTH)KEHUS PE3YJIbTaTa Yepes3: - aKTUBHOE
Y4acCTHE€ B XOJI€ 3aHATHS; - YCTHBIM U MUCbMEHHBIN
OTIPOC; - 3aJ]aHMs ITIS1 CAMOCTOSITETIbHOM paboThI;

KJIacCU(PUKALIMIO TOKYMEHTOB;

HaOmoienne 3a  JI€ATEIBHOCTBIO B IIPOIIECcCe
OCBOGHHUSI TPOTPAMMBI TUCIUIUIMHBI CTYACHTAa H
OIICHKA JTOCTHIKCHHS pe3yJibTaTa 4epe3: - akKTHBHOS
y4acTUE B XOJI€ 3aHSTHUS, - YCTHBIM U MTUCHMEHHBIN
OIIPOC; - 3aJ]aHMS JIJIST CAMOCTOSTeIILHOM PabOTHI;

TpeOOBaHUST K  COCTaBJICHHIO W
0(OPMIIEHHUIO IOKYMEHTOB;

HabGmronenne 3a JeATEIbHOCTBIO B IPOLIECCE
OCBOEHHUSI TMPOrpamMMbl JUCHUIUIMHBI CTYJIEHTa H
OLIEHKA JIOCTH)KEHUS PE3YJIbTATa YEPE3: - aKTUBHOE
Y4acTH€ B XOJI€ 3aHATHS; - YCTHBIM M MUCHMEHHBIN
OTIPOC; - 3aJ]aHM ISl CAMOCTOSTETTLHOM paboThI;
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OpTaHU3aIHIO JOKYMEHT0000pOoTa:

npueM,  00paboTKY,
KOHTpPOJIb,  XpaHCHHUE
HOMEHKJIATYpy Jel

pETrUCTpaLINIO,
JIOKYMEHTOB,

HaGmronenne 3a eATENBHOCTBIO B TIpolecce
OCBOCHHUSI TPOrpamMMbl JHCUUIUIMHBI CTYJIEHTa H
OIIEHKA JIOCTH)KEHUS PEe3yiIbTara 4epes3: - aKTUBHOE
y4acTUE B XOJI€ 3aHATHUS; - YCTHBIM U MUCbMEHHBIN
OTIPOC; - 3aJaHUs JUIsI CAMOCTOSITEIbHON pabOTHI;
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[Ipunoxenune
K paboueit mporpaMme AUCLMILUIMHBI
«JlokymMeHTauMOHHOe o0ecrnedeHune yrpaBieHHs

MUHUCTEPCTBO OBPA30BAHMS U HAYKHU POCCUMCKOM
®EJIEPALIMUA

BJIAJIMBOCTOKCKHM I'OCY IAPCTBEHHBIA YHUBEPCUTET

SKOHOMMWKHU U CEPBUCA

Ouanan GPI'BOY BO «BI'VDOC» B r Yecypuiicke

OI1.04 JokymeHTaunOHHOE oOecrneyeHue yrnpasJjieHus!
DoH/1 OLEHOUHBIX CPEJACTB JUIsi IPOBEACHUS TEKYLLIEH U MPOMEeKYTOYHOM
aTTecTauuy odydvaroiuxcs

38.02.04 Kommepuus (1o oTpacisam)

Yeeypuiick 2020
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®oHjl OLEHOYHBIX CPE/ICTB Ul [POBEJCHHS MPOMEXKYTOYHON arTecTalnH 00yHalomUXCH,
paspaGoran B coorsercTBun ¢ TpeGoBanusmu PIOC CIIO mo cneumanshoctn 38.02.04
Kommepuus (no orpacasm) "OO6 yrsepxksienuu [lopsika opraHu3alii W OCYIIECTBJICHHSA
oOpasoBaTeabHON JIeATEIbHOCTH 1o o0pa3zoBaTebHbIM [porpamMMam CpeJHero
npodeccnonaibioro obdpazosanus” (yrB. Ilpukasom MunucrepcetBa 00pazoBaHus M HayKH
Poccuiickoii denepaunu (Munobprayku Poceun) ot 14 mions 2013 r. N 464 r. Mocksa).

CocTaBuTeNb:
bacamok T.I'.

YTBepiKIeHa Ha 3aceaHHH LIMKJIOBOH MCTO?NCCKOﬁ KOMHCCHH

o/l 0040 nporoxon Ned”

[lpescenarent HHKIOBOH METOAHYECKOH KOMUCCHH bacamok T.I'.
nos hammins,
HHHLUHANbI

s Y 20d0

[Tpescesaresp HMKIOBOIH METOIHYECKONH KOMUCCHH (BBINTYCKAKOLIEH)
/ bacamok T.I'"..
S haMuans, HHHUHAIbI

[Moanuce

«'/5 » W Z(Dw
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1 NEPEYEHb ®OPMWPYEMbIX KOMMNETEHLN

Ne Kon

L — DopMyITUPOBKA KOMIETEHIMH

1. OK 1. [lorrMaTh CYITHOCTE ¥ COIMATBFHYIO0 3HAYMMOCTE CBOEH OyayIiel mpodeccrun, IposBISATh K Hel YCTOWIMBBIA HHTEPEC.

2. OK 2. Opranmn3oBBIBaTE COOCTBEHHYIO NEATEIHHOCTH, BEIOMPATHh THUIOBBIE METONBI W CHOCOOBI BBITIONHEHHS MPO(eCcCHOHANBHBIX 3ajad,
OLIeHMBATh MX 3()(HEKTUBHOCTH U KAa4eCTBO.

3. OK 3. IIpuHuMaTh peleHns B CTaHAAPTHBIX U HECTAHJAPTHBIX CUTYAlUsIX U HECTH 3a HUX OTBETCTBEHHOCTb.

4. OK 4. OcyIecTBIsATh MOUCK M UCTIOJNB30BaHNE UHPOpMAIK, He0OX0AUMOM A7t () (EKTUBHOTO BHIMOIHEHHS MPo(ecCHOHATBHBIX 33134,
Mpo¢eCCHOHANBEHOTO U TMYHOCTHOTO Pa3BUTHSI.

S. OK 6 PaboTath B KOJIEKTHBE U KOMaH e, SQPEKTHBHO OOIIATHCS ¢ KOJUIEraMH, PYKOBOACTBOM, TIOTPEOUTENSIMH.

6. OK 12. CobmomaTh NEHCTBYOIIEE 3aKOHOATENIHLCTBO M 0O0sM3aTeNbHbIE TpeOOBaHUS HOPMATHBHBIX JOKYMEHTOB, a TaKkke TpeOoBaHUS
CTaHIAPTOB, TEXHUYECKUX YCIOBHH.

7. [IK 2.2. OdopMisaTh, MPOBEpPATh MPABIIBHOCTH  COCTABICHUS, OOECHeYnBaTh XpaHEHHE OPraHW3alMOHHO-PACTIOPSIAUTENBHBIX,

TOBAapOCOIIPOBOAUTEIIBHBIX U UHBIX H606XO,Z[I/IMI>IX JAOKYMCHTOB C UCITIOJIb30BAHUECM ABTOMATHU3UPOBAHHBIX CUCTCM.




2 NMNEPEYEHb OLIEHO4YHbLIX CPEOCTB

Onenounsle cpencrpa™

No Konpl komneTeHIMil U IIaHUPYyEMBbIE pPe3yIbTaThl
n/n o0yueHus
HaumenoBanue
1. |IIK 2.2. Odopmiars, | 3HATH: [Tepedens BompocoB k cobecenoBanmio 1-174,

MPOBEPATh PABHILHOCTH
COCTaBIICHHS,
obecrieunBaTh  XpaHCHHE
OpraHU3aIMOHHO-
PaCIOPSIUTENBHBIX,
TOBapPOCONPOBOTUTEITHHBIX
U WHBIX HEOOXOJUMBIX
JIOKYMEHTOB c
WCTOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM.

1) OCHOBHBIE
MOHSATHS: TIeNH, 3aJIa4H U
TIPUHLIUTIBI
JIOKYMEHTAI[HOHHOTO
obecrieueHus
YIpaBJIeHHST,

2) CUCTEMBI
JIOKYMEHTAI[HOHHOTO
obecrieueHus
YIpaBJICHHS, 170:¢
aBTOMAaTHU3AIIUIO;

3) KJIACCU(PUKAITUIO
JIOKyMEHTOB;

4) TpeOoBaHUsST K
COCTaBJICHHIO u
o opMIIEHUIO
JIOKyMEHTOB;

5) OpraHU3aINIO
JIOKyMEHT0000pOTa:
TIpHeM, 00paboTKy,
PETUCTPALINIO, KOHTPOJIb,
XpaHEHHE [TOKYMEHTOB,
HOMEHKIIATYpy Ael

Camocrostenbabie pabotel Nel-10 ([loxnan,
Mpe3eHTALNs, KPAaTKHI KOHCIIEKT, COOOIIEHHE,
acce)

YMETh: 1)
odopmIIATh u
MIPOBEPSITH
MPaBUIILHOCTD
odopmteHUs
JIOKYMEHTAIUH
COOTBETCTBHUH c
YCTaHOBJICHHBIMU
TpeOOBaHUSIMH, B TOM
YquCIe HCTIONB3YS
WH(POPMAIMOHHBIS
TEXHOJIOTHH;
2) MPOBOJIUTH
aBTOMATHU3UPOBAHHYO
00pabOTKy JOKYMEHTOB;
3) OCYITIECTBIIATH
XpaHEeHHe U TOHUCK
JIOKyMEHTOB;
4) HCIIOJIH30BaTh
TEJICKOMMYHHUKAITHOHHBIC
TEXHOJIOTHH B
3JIEKTPOHHOM
JIOKYMEHTO000POTE;

IIpakTnueckne 3ansatus Ne 1-20
BapuaHTbl pakTHUECKUX 3aJlaHUi 114
nmuddepernrpoBanHoro 3aueTa (1-3)




3 OMNMNCAHWME NPOUEQYPbLI OLUEHBAHUA

[IpomexxyTounasi — arrectaiusi IO  JUCHUIUIMHE  «JlOKyMEHTallMOHHOE obecneueHue
YIIPaBJICHUS BKIIIOYAET B ceOsl TEOPETUUECKUE 3a[aHMs, TIO3BOJISIONINE OLIEHUTh YPOBCHb YCBOCHUS
00y4aromyMuUCs 3HAHUM, W TPAKTHUECKUE 3aJaHUsl, BBIABISIONIME CTEHEHb C(HOPMUPOBAHHOCTH
yMEHUH U BIageHu# (cM. paszuen 4).

YCBOEHHBIC 3HAHUS MPOBEPAIOTCA IPH TIOMOIIM BJIEKTPOHHOTO TECTUPOBAHUS, YMEHHS
IPOBEPSIFOTCS B XOZI€ BHIMOTHEHUS TPAKTHUECKHUX 3aJaHUH.

OO0BeM M Ka4ecTBO OCBOCHUS OOYYAIONMMHKCA AMCLUUIUIMHBIL, YPOBEHb C(HOPMUPOBAHHOCTH
JMCUUIUIMHAPHBIX KOMIICTCHIMH OLCHWBAIOTCA IO pe3yilbTaTaM TEKYIIMX M IPOMEKYTOYHON
aTTecTalui.

Kpurepuu onieHuBaHus yCTHOTO OTBETA

(OlLIEHOUHBIE CPENICTBA: cobecedosane, OUCKYCCUsL, ONPOC)

5 6aJ10B - OTBET MOKA3bIBACT MTPOYHBIC 3HAHUSI OCHOBHBIX IIPOIIECCOB M3Y4aeMOW MPEIMETHOM
001acTH, OTIMYAETCS] TIIyOWHOW W TOJHOTOW PACKPBITHS TEMBI; BJaJCHHE TEPMUHOJIOTHUYECKUM
amnmapaToM; yMEHHE OOBSICHATH CYIIHOCTb, SIBJICHUH, MPOIECCOB, COOBITHHA, JeNaTh BBIBOABI M
00001IeHUs, J1TaBaTh apryMEHTHPOBAHHBIC OTBETHI, MPUBOIUTH IPHMEPHI; CBOOOIHOE BIIAJICHUE
MOHOJIOTHYECKOH PeUbl0, JIOTMYHOCTh M TTOCIIEAOBATEILHOCTh OTBETA; YMEHUE MPHUBOAUTH MPUMEPHI
COBPEMEHHBIX MPOOJIeM U3ydaeMoi 00JIacTH.

4 fanna - OTBET, OOHAPYKMBAIOIIMI IMPOUYHBIE 3HAHUS OCHOBHBIX IPOLIECCOB H3Y4aeMoOi
NpeMETHOW 00JacTH, OTIMYaeTCs TIYOMHOH M TIOJHOTOW  PAcKpBITHS TEMbI; BIIJICHUE
TEPMUHOJIOTHYECKUM aNIlapaToM; yMEHHE OOBSICHATH CYIIHOCTb, SIBJICHUH, MPOIECCOB, COOBITHIA,
JeNaTh BBIBOJBI M OOOOIICHMS, JaBaTh apryMEHTHPOBAHHBIC OTBETHI, MPHUBOJUTH IPHUMEPHI;
CBOOOJHOE BJIaJICHUE MOHOJIOTHYECKOW peubl0, JOTHYHOCTh M MOCIEI0BATENBHOCT OTBeTa. OHAKO
JIOITYCKAETCs OJIHA - TBE HETOUYHOCTHU B OTBETE.

3 Ganmna — OTBET, CBUACTENBCTBYIOIIMI B OCHOBHOM O 3HAaHUHM INPOIECCOB HM3y4aeMOM
NPeMETHOW 00JaCTH, OTIMYAKOIIUICS HEJOCTATOYHOW TIIYOMHOW M IOJHOTOW PACKpPBITHUS TEMBI;
3HaHHEM OCHOBHBIX BOIIPOCOB TEOPHH; CIa00 CPOPMHUPOBAHHBIMH HABBIKAMH aHAN3a SIBICHHM,
MPOIIECCOB, HEJJOCTATOYHBIM YMEHHEM JaBaTh apryMEHTUPOBAHHBIC OTBETHI U MPUBOAUTH MPUMEDHI,
HEIOCTaTOYHO  CBOOOJHBIM  BIIQJIGHUEM  MOHOJIOTMYECKOHW  pedublo,  JIOTHYHOCTBIO U
HIOCJICIOBATEEHOCTRIO OTBEeTa. JlomycKaeTcsi HECKOJIBKO OIMOOK B COACP)KAHWU OTBETA; HEYMEHHE
NPUBECTH NMPUMEP Pa3BUTHS CUTYAIMH, TIPOBECTH CBSI3b C IPYTUMH aCIIEKTaMH U3y4aeMoi 00JIacTH.

2 fana — oTBET, OOHAPYKUBAIOIIMI HE3HAHUE MPOIIECCOB M3Y4aeMOil MPeAMETHON 00JacTH,
OTJIMYAIONIMIACS HETJTyOOKHM PpACKPhITHEM TEMbI, HE3HAHHEM OCHOBHBIX BOIPOCOB TEOPHH,
HeCOPMHUPOBaHHBIMU ~ HABBIKAMU  aHAlM3a  SBJICHMI, MPOIECCOB; HEYMEHHEM  JIaBaTh
apryMEHTHPOBAaHHBIC OTBETHI, CIIA0BIM BIIaJICHUEM MOHOJIOTUYECKON pPeUbl0, OTCYTCTBUEM JIOTHYHOCTH
U TIOCIIeIOBAaTeNIbHOCTH. JlOMyCcKaloTCsl Cephe3HbIe OIMMOKH B COJEPKAaHWUM OTBETa; HE3HAHUE
COBPEMEHHOM Nnpo0IeMaTuKi u3yyaemMon o0IacTH.
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4 KOMMNNEKT OLEHOYHbIX CPEACTB

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

TEKYLLIEM KOHTPOJE N MPOMEXYTOYHOW aTTecTaumnm

Conepxanune Tun KOHTPOJIBLHOrO0 3a1aHus (TEKYIINI KOHTPOJIb) Tun KOHTPOJIBLHOIO 3a/1aHus (IPOMEKYTOYHAS (UTOTOBasl)
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- BI1- T T Nel | TNel | TNel | T Nel
¥ OCHOBHBIE 32141 6,154- 6,154 Nel
COBPEMEHHOI0 162 -162
AOKYMEHTALHOHHOI0 Cl
odecnevyeHus
ynpaBJieHHsI
Tema 2 HopmaTusHo- TI3Nel B7- B1-9 | B19 |B19 |B19|T T Nel | TNel | T Nel | T Nel
MeToanYecKasi 6a3a 13,17 Nel
JAOKYMEHTALHOHHOI0 5-177
odecrneveHust
ynpaBJIeHHsI
Tema 3 OcHOBHBIE I13Ne2 B14- B1-9 | B1-9 | B1-9 | B1-9| T T Nel | TNel | T Nel | T Nel
TpeGOBaAHU K 3 33C2 Nel
COCTABJICHHIO U
odopmiieHu10
JAOKYMEHTA
Tema 4 CucreMbl TI3Ne4 B34- B1-9 | B19 |B19 |B19|T T Nel | TNel | T Nel | T Nel
AOKYMEHTAUH -11 59,91- Nol
123
C3-5
Tema 5 O0mme TI3Nel B60- B1-9 B1-9 B1-9 B1-9 | T T Nel | TNel | T Nel | T Nel
OCHOBBI JI€JI0BOi 2C6 90 Nel
KOpPPeCHOHIeHIHH
Tema 6 Opranmsamusa | [13Nel B124 | BI-9 | B1-9 | B1-9 |BI9 | T T Nel | TNel | TNel | T Nel
AOKYMEHTO0000pOTA. 3-15 -153 Nel




Tema 7 Texnosorusi TI3Ne TI3Ne B175- B1-9 | B1-9 | B1-9 | B19 | T T Nel | T Nel | T Nel | T Nel
ABTOMATH3MPOBAHHOI 16,17 16,17 181 Nel

00pabdoTKHn C7

JIOKYMEHTALUH

Tema 8 TI3Ne C8-10 B163 | B1-9 | B1-9 | B1-9 | BI-9|T T Nel | T Nel | T Nel | T Nel
dopMupoBaHHe H 18-20 -174 Nel

XpaHeHHe e

I13 — mpakTHyecKoe 3aHsATHE
T- tecr

B — Bapuant

C — camocTodaTenbHas padora
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5 SAJAHUVA ANA NMPOBEAEHUA TEKYLWEITO KOHTPOJIA
5.1 ONEPATVBHbIN (TEKYLWWMIN) KOHTPOJIb

[Tepeuenb BONpOCOB K cOOECE10BaHHIO

1. JlaiiTe ompenencHUe TAaKUM IOHATHUSM, KaK «JleIomnpou3BOACTBO», «JIOKYMEHTHPOBAHUEY,
JOKYMEHTOO00POT» U «apXUBHOE JIEJI0»;

. IlpenmMer u 1enp N3ydyeHus: AUCUUILIINHBL;

3. OcHOBHbIE (YHKIIMH TOKYMEHTA;

4. ®opMbl OpraHu3aluy AeJ0NPOU3BOCTBA;

5. Onpenenenue NOHATUN «MHGOPMALUD» U «TOKYMEHTY;

6. Kimaccudukamust TOKyMEHTOB.
7
8

[\

. aiite onpeseneHne NOHATHIO KHOPMATUBHO-METOInYecKas 6azan.

. Cocrapistoniyie HOpMaTUBHO-METOANYECKOM 0a3bl AEIONPOU3BOACTBA.

. Kakue cymectBytoT 'OCTbI Ha TOKyMEHTaAHIO?

10. B COOTBETCTBUH c KaKuM I'OCTom oopmsIIOT OsaHKu 51
OpraHU3aIIOHHOPACIIOPSATUTENbHBIE TOKYMEHTHI?

11. Haitte onpenenenue «I ocynapcreennas cucrema JOY».

12. Hens 'CAOY?

13. Paznens TCHOVY?

14. B cootBerctBuu ¢ kakuM 'OCTom, ohopmIIsitoT JOKYMEHTHI B OpraHU3aIuy;

15. Odbopmienue noneit mokymeHTOB B cooTBeTcTBUU ¢ ['OCT P 6.30-2003 YHUDUIIMpOBaHHAS
CHUCTeMa JIOKYMEHTalUWW. YHHUPUIMPOBAHHAS CHCTEMa OpraHU3allMOHHO-PACTIOPSIUTEIbHON
JnokyMmeHTauuu. TpeboBaHus K OPOPMIIEHUIO TOKYMEHTOB;

16. Ciry>keOHble OTMETKHU Ha JOKYMEHTE;

17. TpeboBaHUs K TEKCTY TIOKYMCHTA;

18. DneMeHThI TEKCTa JOKYMEHTA;

19. CornacoBanue JOKyMEHTa;

20. YTBepxkaeHUE TOKYMEHTA;

21. Opopmnenue pekBusuta «lloamucey.

22. Kak odopmusercs pekBusuT «['pud yrBepxaeHus» u «'pud cormacoanus»?. Kakosbl
0COOEHHOCTH MX opopmiIeHuUs?

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

24. Pacckaxute o npaBuiiax opOpPMIIEHUS PEKBU3UTA «ITOANUCHY?

25. Kto moxer ObITh B KauecTBe ajpecata? Packpoiite ocoOeHHOCTH 0GOpMIIEHHS PEKBH3HUTA
«aapecat»?

26. Kakue MeXCTpOoUHbIe HHTEPBAJIbI HCHOIB3YIOTCS IIPU O(hOPMIIEHUN PEKBU3UTOB?

27. Yrto npexacrasnsier coboil Gopmyispsl OPJ ¢ yrioBeIM U MPOJIOJIBHBIM PacHoIOKEHUEM
PEKBU3HUTOB?

28. Omnpenenenne «OJIaHK JOKYMEHTAY;

29. BapuaHThl pacroyioskeHus OJ1aHKOB;

30. BapuaHThI pacosioKeHUusi pEKBU3UTOB OJIaHKOB;

31. Buas! 0J1aHKOB;

32. PexBU3uTHI OJIaHKA IHCHMA;

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

34. KakoBsl 3HaueHue 1 QyHKIHUN OpraHU3aIIOHHO-TIPABOBBIX TOKYMEHTOB?

35. JlaiiTe XapakTepUCTUKY OPraHU3allMOHHBIM JOKYMEHTAM;

36. OnpeneneHue «I0JI0KEHUE», «YCTaBy», «I0JDKHOCTHASI HHCTPYKLIUS;

37. Bunbl ycTaBoB;

38. YcraB opraHnu3aiuiu 1 €ro CTpyKTypa;

Ne)
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39
40
41
42
43
44

. Kto yrBepxkaer ycras?

. Jara ycraBa?

. Pacckakute 0 Ha3HAYEHUH U COJIEPIKaHUU TIOJIOKEHUsA?
. TpeboBaHMS K TEKCTY MOJIOKEHUS?

. Buapl nosioxeHuil.

. [laiiTe onpeneneHune «mpuKas.

45. Buapl npuKa3os.

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

58

59.

60

Ha kaxom 6manke oopmisiercs mpukas mo OJ1?

Hata npukaza?

C Kakoro MOMEHTa IIPUKa3 BCTYIAET B IEUCTBUE?

W3 kakux yacTeil COCTOUT TEKCT MpuKaza?

UTo yka3pIBalOT B KOHCTATUPYIOIIECH YacTH MpuKaza?

Uro yka3bpIBalOT B pacloOpsIUTENBHOM YacTH NpuKasa?

Kak ¢popmynupyercs 3aroinoBok K npukazy?

Kak oopmiisitoTest MyHKTHI TpUKa3a’?

Kaxoit ¢hopmMynupoBKO#l 3aKaHYMBACTCS TEKCT MpUKa3a’?

KaxoBo 3naueHue nHpOpMaImOHHO-CIIPABOYHBIX JOKYMEHTOB?

Kakue 1oOKyMeHTBI OTHOCSTCS K MH(POPMAIIMOHHO-CITPABOYHOM TOKYMEHTAIUU?
Oxapakrepu3syiite nHHOPMAIMOHHO-CITPABOYHBIC TJOKYMEHTHI.

. Kakyto posib BBIIOJIHSIOT 3Ta rpyImina JOKYMEHTOB 110 OTHOIIEHUIO K Ipyrum?
Yto U3Aar0T Ha OCHOBAHUH MH(POPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB?

. JlaliTe ompeneneHue «IOKIaJHAs 3allMCKa», «aHAJUTHUECKas 3aMUCKa», OOBSICHUTEIbHAsS

3alurcKa.

61.
62.

63

64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
77.

N3 kakux yacTeil cCoCTOAT 3auCKu?

Kto noanuceiBaer 3anucku?

. Komy agpecyrorcs 3anucku?

Jaiite onpenenenne «ciayxeOHble TUChbMay.

['naBHas nesnp nucbma’?

UYto npexacrasisieT coO0# rapaHTUHHOE TUCBMO U KTO €TI0 MOANKUCHIBACT?
Kakue noToku nucem Bbl 3HaeTe?

Pacckaxkute o hopMax M310KEHHS TEKCTA MUChMA.
Knaccugukarus ciyxeOHbIX MHCEM.

CrpykTypa ciykeOHOro nmuchbMa.

KTo nmeer npaBo noanucu Ha NUCbMax?

W3 kakux yacTtei COCTOUT TEKCT MMChbMA, YTO B HUX M3J1araercs?
KakoBo MakcuManbHOE KOJIMYECTBO APECaTOB?

B ckonbkux sk3emiusgpax opopMisieTcs ciaykedHoe TucbMo?
Ha uem odopmitsitor nucsma?

[lepeuncnure peKBU3UTHI MHCHMA.

Kakoii pexkBu3ut He opopmisiercs Ha nucbme?

78. OT KaKoro nouoxeHus TadymnsTopa odhopmisiercs aapecar?

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

W 4To B HEM yKa3bIBaeTCs MPHU aAPECOBAHUU JOIKHOCTHOMY JIUILY?
[lepeuncnure peKBU3UTHI OJaHKa MHCbMA.
Onpenenenue «renerpaMmmay, «reaeoHOrpaMMan.
Ha yem odopmisitoT TenmerpamMmbi?

Kareropuu tenerpamm.

PexBusnThI TCJIICTpaMMBI.

Kak oopmiisieTcst TEKCT TenerpaMmbl?

Kax opopMiisroTcst 3HaKu pemMHAHUS?
PexBusuth TenedoHOrpaMmMBbI?

B ckonbkux sx3eMiuisipax tenedonorpamma?

Kem nmoamnuckiBaetcs tenegonorpamma?
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90. TpeboBaHUs K TeCTy TenepOHOTPaMMBbI?

91. KakoBo 3HaueHHE HHPOPMAIIMOHHO-CITPABOYHBIX IOKYMEHTOB?

92. OxapaxTepu3syiite HH)OPMAITMOHHO-CIIPABOYHBIE JIOKYMEHTBI: IPOTOKOI.
93. Kakue TpeOoBaHUs MPEABSIBISAIOT K COCTABJIICHHIO TPOTOKOJIa?

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

95. KTo noanuceiBaeT NpoToKoa?

96. M3 kakux 4acTeil COCTOMT TEKCT MPOTOKOIa?

97. Yto yka3bIBalOT B BOAHOM 4acTH MPOTOKOIA?

98. Kak cTpouTcsi OCHOBHAsI 4acTh MPOTOKOIA?

99. Uro sBusieTcs 1aToi npoTokosa’?

100.KakoBo 3HaueHne MHGOPMAITMOHHO-CIIPABOYHBIX IOKYyMEHTOB?
101.0xapakTepu3yiite ”HGOPMAIIMOHHO-CITPABOYHBIE JOKYMEHTHI: aKT.
102.Kakue TpeboBaHMs MPEIBSBIISAIOT K COCTABICHUIO H O(OPMIICHHIO aKTOB?
103.JaliTe 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 perynupyroTcs TpyA0BbI€ OTHOLLEHUA?

107.Ha3znauenue JOKyMEHTAIMU 10 JINYHOMY COCTaBYy.

108.Buibl 1OKyMEHTALUH 110 TPYAOBBIM OTHOILICHUSIM.

109.Koraa odopMisieTcst TOKyMEHTAIUs IO TPYJOBBIM OTHOIICHUSIM?
110.Kak BegeTcst JOKyMEHTAIMs 10 TPYIOBbIM OTHOLUEHUSAM?
111.Kaxkoii xapakTep HOCUT JOKYMEHTALMs 110 TPYAOBbIM OTHOLIEHUSIM?
112.0npenenenue «TpyaoBOM 1OTOBOPY

113.Ha xakoii cpok 3aKIr04aeTcsi TpYAOBOM TOTOBOP?

114.B cKOIBKHMX 3K3EMIUISIpax COCTaBISAETCS TPYIOBOM 10roBOp?
115.'ne xpanutcs Tpy10BOM 1OroBOp?

116.PexBu3uthl Tpya0BOro 10roBopa’?

117.Buasl npruka3oB M0 JIMYHOMY COCTaBY.

118.TpeboBanus k opopmiieHHIO TekcTa nmprka3os 1o JIC.
119.YVHuudunuposannsie popmsl npukazon no JIC?

120.Cpoxu xpanenus npukasos no JIC?

121.Ha ocHOBaHuu, Kakoro J0KyMEHTa, u3/1atoTcs npukassl no JIC?
122.Yt0 3amoyHAI0T Ha OCHOBaHUM Npukasa no JIC?

123.Yto 00s13aTenbHO yKa3bIBAIOT B KOHIIE Mpukasa o JIC?

124.[TaiiTe onpeaeneHus «10KyMeHTO000pOT».

125.IToTOKM JOKYMEHTAIIMH.

126.9tansl 00pabOTKU U ABMKEHUS TOKYMEHTOB.

127.06beM 10KyMEeHTO000pOTA.

128./1n51 yero Hy>xHa BeJINYMHA 00bEeMa JJOKyMEHT0o000opoTa?

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

131.3amaum rpynmbl KOHTPOJIS 32 UCTIOJIHEHUEM JTOKYMEHTOB?
132.3Tamnbl KOHTPOJs (32 CPOKaAMU) UCHIOJTHEHHUS TOKYMEHTOB.

133.KT0 MOXKET CHAITh IOKYMEHT C KOHTPOJIS?

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

136.Kakue n1oKyMEHTBI HE OAJIEkKAT pETUCTpaluu?

137.®omsbl perucTpanuy J0OKyMEHTOB.

138.CKOJIBKO a3 pErUCTpUPYIOTCS JOKYMEHTHI?

139.Peructpupytot a1 TOKyMEHT MU Nepeayul B IpYyroe mnojapasaesnenme?
140.0OcHOBHBIE PEKBU3UTHI PETUCTPALIUH.
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141.aiiTe onpeneneHue «oOparieHe»

142 . Knaccuduxarus oOpaiieHuii o coep kanuio u mo Gopme.
143.Knaccudukanus oOpaiieHnii rpaxaaH mo 0COOEHHOCTSM UX PACCMOTPEHHS.
144.Cpoxu paccMoTpeHus 0OpalieHui rpakaan?

145.Cpoku paccMOTpeHus: 0OpaIieHnii BOGHHOCTY)KAIINX U UX ceMeit?

146.YTo 10KHO coiepKaTh MMCbMEHHOE oOpareHue?

147.Yt0 10IKHO cofepKaTh MHTEPHET-00paIieHue?

148.Kak BegeTcs TMYHBIN MIpUeM rpaxjaan?

149.@opmbl perucTpanuu o0pameHuii rpax1aH.

150.Benercss 11 1eI0MPOU3BOACTBO MO OOpaIIeHUsIM TpakJaH OTICIbHO OT JPYIHMX BHJIOB
JIeIONPOU3BOICTBA?

151.Vau4TOX)KaeTCs 11 KOHBEPT aBTOpa odparieHus?

152.Kakum gokymeHTOM OpopmitsieTcss oOpalieHre, moCTynuBInee 1o Tenedony?
153.KT0 moanuceiBaeT OTBET Ha oOpalieHue?

154.B uem 3akitouaeTCsi CYIIHOCTh KOHPUACHIIUATHHOTO JEIONPON3BOACTBA?
155.PackpoiiTe moHsATHE «KOH(DHUICHIIMAIBHBIA JOKYMEHT.

156.11epeuncnute BUIBI CBEACHUN KOH(MUIECHIIMATLHOTO XapaKTepa.

157.9T10 coboii mpeCcTaBIsAIOT MEPCOHATBHBIC TaHHBIC?

158.Kakue cBefieHus1 OTHOCATCS K MH(OPMAIUH, COCTABIIAIONICH KOMMEPUECKYIO TailHy?
159.Ut0 oTHOCHUTCS K MPAaBOBBIM MepaM 3ailuThl uHGopmamu?

160.B 1yeMm 3akir04aroTCsi OpraHU3alMOHHBIM MEPHI 3aIIUTHI HHPOpMAUU?
161.Yto Takoe rpud KoHPpHICHIHATBHOCTH?

162.0cob6eHHOCTH JOKYMEHTUPOBaHHS KOH(PHISHIINATBHON HHpopMarmm?
163./laiiTe onpeneneHne «KHOMEHKIATypa AeD».

164.Bubl HOMEHKIATYPHI J1E1.

165.Ha3zHaueHrne HOMEHKJIATyphI el

166.Yem pykoBoactByercs OB/] npu cocTaBieHUN HOMEHKIIATYphbI A€ ?
167.Kem cocTaBnsieTcs 1 COOTBETCTBEHHO MOINUCHIBACTCS HOMEHKIATYpa Jen?
168.C kem coracoBbIBaeTCSI HOMEHKJIATypa e’

169.Kem yTBepk1aeTcst HOMEHKIaTypa aein?

170.Korna BBogUTCS B IeWCTBUE HOMEHKJIATypa Aei?

171.YTo siBAsieTCS Ha3BaHUSIMU Pa3J/I€JI0OB HOMEHKIATYpPhI J1e1?

172.0OcHOBHBIC PU3HAKH 3aBEJICHUS €77

173.Kakas 3anuch 1e7aeTcsi B HOMEHKIIAType Jel 0 OKOHYaHUU roja?

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

175.Kak odopmisercs pekBu3ut «I'pud yrBep>KaeHUs» JOTKHOCTHBIM JTHIIOM.
176.Kaxue BUIBI coriiacoBaHus OBIBAIOT?

177.0dbopmiieHre peKBU3UTA «BU3a COTJIACOBAHMS».

178.TexHOD0THsI aBTOMAaTU3UPOBAHHON 00paOOTKH TIOKYMEHTAILIUN

179.0061mas xapakTepucTuKa OpraHU3aIMOHHBIX TEXHHYECKUX CPEJICTB.
180.ABTOMATU3MPOBAHHBIE CUCTEMBI JEIONPOU3BO/ICTBA.

181.11paBuia u mopsOK TUPAKUPOBAHUS TOKYMEHTOB.

CamocToaTenbHas paboTta oby4aroLmnxcs:

Nel TlogroroButh mnpe3eHTanuiro 1Mo TeMe «HMcTopusi BO3HMKHOBEHUS M 3Tambl Pa3BUTHS
Jnenonpoun3BocTBa B Poccum»

®opMa KOHTPOJISI: 3alIUTa TPE3CHTAUN

Ne2 TloaroToBUTH KOHCIEKT Ha Temy: TpeOoBaHHsS K HM3TOTOBIEHUIO, YUYETY M XPaHEHUIO
repOOBBIX OJAHKOB.
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®opma KOHTPOJISI: TIPOBEPKA TETpaaeH

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

dopma KOHTPOJIS: IPOBEPKaA TETPaJieH, BHICTYILIICHUE

Ne4  TlogroroButrh KpoccBOpZ Ha TeMy «Buabl opraHM3alMOHHO-PACIOPSAIUTENbHBIX
JIOKYMEHTOB.

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

Ne6 IloaroroButh noknax Ha TeMy: OCOOEHHOCTH f3blKa, CTWIS U PEJaKTUPOBaHUS
yIPaBJIE€HYECKUX JOKYMEHTOB.

®opmMa KOHTPOJIS: BBICTYIIJICHUE

Ne7 nonroroButh Aokian Ha TeMy: «llepcrieKTUBBI UCIIOIB30BAaHUS AIEKTPOHHBIX JOKYMEHTOB B
YIPaBICHUYECKON ACSITETbHOCTIY.

®opMa KOHTPOJISI: BHICTYIIJICHUE

Ne®  IloaroroBuTh JO0KNAJ Ha TeMy: «XapakTepuUCTUKa U MOPSJOK JOCTyna K
JIOKYMEHTHPOBaHHON MH(opMaru ¢ TpudoM «liist cirykeOHOro MoJIb30BaHMD».

®opMa KOHTPOJISA: BBICTYIIJIEHUE

Ne9 Hanucarp scce Ha Temy «Moe MmoHsATHE O JOKyMeHTe. Poib nenonpousBoacTBa B Moei
Oyayeit npodeccum.

dopmMa KOHTPOJIA: IPOBEPKA TETPaaCH

NelO IloaroroButh noknan Ha Temy: «lIpeumyiecTBa M HEJOCTATKU 3JIEKTPOHHBIX apXHUBOB
JTOKYMEHTOB.

®dopMa KOHTPOJIS: BBICTYIIJIEHUE

Mpaktnyeckoe 3aHsaTMe Ne 1 KM3yyeHne HopmaTmBHO-NpaBoBon 6a3bl
OOKYMEHTaUMOHHOro obecneyeHms ynpasneHus

®opmupyemsblie ymeHnus: yl

eau 3aHaTHA:
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N3yunts:

® HOPMATHUBHO-TIPABOBYIO 0a3y JOKYMEHTAIMOHHOTO OOECTICUCHHs yIIPaBICHUS
Hayuurbcs:

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

B terpaau mis nmpakTuueckux paboT HEOOXOUMO:

J yKa3aTh TEMY U HOMEp IPaKTUIEeCKOH paboThI

o LIeJIb 3aHATHUS

o OTPAa3UTh XOJ BHITOJIHEHUS pabOTHI

o OTBETUTh NUCbMEHHO HA KOHTPOJIbHBIE BOIIPOCHI
J clienath BbIBOJA 10 padoTe

KOHTpOJIbeIe BOITPOCHI:

1. Kakue ocHOBHBIE 3aKOHBI peryaupyot JJOY?

2. Kaxoit ctangapt ucnonab3yroT st 0hOpMIICHUST OPraHU3alUuOHHO-

pacropsauTeNbHbIX JOKYMEHTOB?
3. Yro moHMMaeTcs 1ol yHU(UKAIMEH U CTaHAapTH3alnueii?

4. Uro mpencraBiasier  coboii  YHuduuuMpoBaHHas ~— cHcTeMa

nokymeHToB (JJOY)?

5. C kakol 1enbto papadoran u BBeaeH B aeiicteue "['OCT P 7.0.97-
2016. HanmonaneHseiid crangapt Poccuiickoit @enepanyn. Cucrtema CTaHIapTOB
no uHbopmaluu, OMOTUOTEUHOMY M HM3JaTenbCKOMY neny. OpraHu3aliioHHO-
pacriopsiAuTeNbHas TOKyMeHTanus. TpeboBaHus K OPOPMIIEHUIO JTOKYMEHTOB'

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

3a)lamm, BbBIHECCHHBIC HA 3aHATHUA:

1. W3yunth HOpMaTHUBHO-NIPaBOBYIO 0a3y JAOKYMEHTAI[MOHHOTO

obecrieueHus yrpaBieHHUs! BKIIOYAIOIIYIO:
. 3axonvt PD:

— @enepanbHblil 3akoH «O0 MHPOpMAaLUU, UHPOPMALMOHHBIX TEXHOJIOTUSAX U O

3amute nHGopmarum» ot 27 uronst 2006 . Ne 149-D3;

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

ot 27 nexabps 2002 1. Ne 184-D3;
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— 3akoH Poccuiickoit @enepanun «O rocyaapcTBeHHOM TaiiHe» oT 21 urons 1993 r.

Ne 5485-1.
. I'OCTo1 PP:

"TOCT P 7.0.97-2016. Hammonanwsubiii ctangapt Poccuiickoit denepanuu.
Cuctema craHmaproB 1o uHpOpMauuu, OMOIMOTEYHOMY M H3AATENbCKOMY JIEINy.
OpraHu3alioOHHO-PACTIOPAIUTENIbHAS JOKyMeHTanusl. TpeOoBaHus K OQOPMIICHHUIO
nokymeHToB" (yrB. Ilpmkazom Poccranmapra ot 08.12.2016 N 2004-ct) (pem. ot
14.05.2018)

— I'OCT P 51141-98. «/lenonpou3BoACTBO U apXuUBHOE [en0. TepMuHBI U

OIIpeCIICHUS»

— IlepedyeHp THUNOBBIX  YIpPaBIEHYECKUX  JOKYMEHTOB, OOpa3yloIIUXCS B

ACATCIIBHOCTH OpFaHI/I?»aLII/II‘/'L C YKa3aHUECM CPOKOB XpaHCHUA

OO6mepoccuiickne KJiIaccu(puKaToOpbI:

O6mepoccutickuit knaccuduxatop npoaykuun (OKIT)

Ob6mepoccuiickuii knaccudukarop ymnpasieHnueckoit nokymenranuu (OKY 1)
Obmmepoccuiickuii kaccupukaTop BUI0B SKOHOMHUYECKOH nearenbHocTu (OKBO/)

Oo6mepoccuiickuii kiaccupukarop mpodeccuii padodmx, JOHKHOCTEH CIIyKaUX W TapUPHBIX
paspsanos (OKIIATP).

IlocranoBiienus I'ockomcrara Poccun:
[TocranoBnenue I'ockomcTara Poccun ot 5 siuBapst 2004r. Nel;
H3yuyure TeopeTHyecKHii MaTepua:

Crangaprusanusa M yaudukanusa cucremsl J1OY

Bonpmias 9acte ynpaBineHUeCKOd WHQOpMalMH 3aKperuisieTcs B Buie JoKyMeHTOB. CaMm mpolecc
yIpaBIICHUsST XapaKTePeH 3HAYMTEIBHBIM DPa3HOOOpa3HeM M TOBTOPSEMOCTHIO PabOYMX CHUTyalud W
MPEITPUHUMATENLCKUX JIEUCTBUI 10 uX paspemeHuto. OCHOBHBIM HAITPAaBIIEHUEM COBEPIIEHCTBOBAHUS
JIOKYMEHTAIIMH SIBJISIOTCS YHU(DUKAIIUS U CTAHAaPTU3AIHSL.

[lon ynuguxayueri noHUMaETCs MPUBEACHUE YEr0-JIN00 K eIUHOMN cucTteme, hopmMe, eInHO00pa3uio.
YHI/Iq)I/IKaHI/ISI OOKYMCHTOB TIIPOM3BOAUTCA B MCIIAX COKpall€HUA KOJIHMYECTBA IMPHUMCEHACMBIX B
VIIPaBIIEHUYECKOW JICATEIBHOCTH JIOKYMEHTOB, THIH3alUK WX (OPM, YCTaHOBICHHS €IWHOOOPa3HBIX
TpeOoBaHUT K OQOPMIICHUIO JIOKYMEHTOB, CO37[aBa€MBIX MpPU PEIICHUH OJHOTHITHBIX YIPaBICHUECKUX
3ajla4u, CHIKCHHUIO 3aTpaT Ha IMOJATOTOBKY M 00pabOTKy JOKYMEHTOB, JIOCTHXXCHHUS WH(POPMAIMOHHON
COBMECTHUMOCTH 6213 JaHHBIX, CO31aBaCMBbIX B Ppa3INYHbIX OTpaciisax JCATCIIBHOCTH.
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PanmonansHO OpFaHH30BaHHbIﬁ KOMIIJICKC B3aHMMOCBSA3aHHBIX OOKYMCHTOB, CO3JaHHBIM II0 €IMHBIM
npaBujiaM H Tpe60BaHI/I$IM n HpHMGH}ICMBIfI B OHpeHCHeHHOﬁ obmacTu JACATCIbHOCTH, HAa3bIBAIOT

yHUpuyuposanunou cucmemou ooxymernmayuu (YCI).

CyTI) cmaHOapmwauuu 3aKJIFOYaC€TCd B BO3BCACHUHM B HOPMY, 065133TCJ'H>HYIO AJid TIPUMCHCHMUS,

ONTUMAJILHBIX MpaBUl W TpeOoBaHWII TO pa3paboTke W OQOPMICHHIO JOKYMEHTOB, MPUHSTHIX B
YCTAHOBJICHHOM IMOPSAKE Ui BCEOOIIEr0 M MHOTOKPAaTHOTO WX IMPHUMEHEHUS B AEIOMPOU3BOJCTBE.
Pesynpratel  paspabotku mpu  3ToM odopmisitorcss B Buue MexrocynapctBeHHbX  (I'OCT),
rocynapctBeHHbIX (I'OCTP), otpacnesbix (OCT) cTraHmapTOB U CTaHAAPTOB MPEANPHATHH, YIPEIKICHUN
u opranuzanuii (CTII).
Pesynprarom paboThl 10 YHH(UKANNKA ¥ CTAaHAAPTH3AIMHA MOTYT OBITh KaK CTaHAAPTHI HA OTAEIbHBIC
BB T0KyMeHTOB (Hanmpumep "MFOCT 7.32-2001. MexrocyaapcTBeHHbIM cTaHaapTt. Cucrema
cTaHAapToB nNo uHdopmauum, 6MbnoreuHoMy U uspatesibCKoMy aeny. OT4yer 0 HayyHo-
uccnepoBaTenbckoit pabore. CrTpyktypa M npaBwia odcdopmnenua."” (BBegeH
MocraHoBneHnem lNoccraHpapra Poccum ot 04.09.2001 N 367-cT) (pean. ot 07.09.2005),
TaK U Ha yHUQUIMPOBAHHBIE cUCTEeMbI JoKyMeHTanmu. Hanpumep, MocTtaHoBneHmne MNoccraHaapra
P® ot 03.03.2003 N 65-ct "O npuHATUM U BBeOEHUU B OEACTBUE FOCYAapCTBEHHOro
ctaHgapTta Poccunckon ®egepauun” (Bmecte ¢ "NOCT P 6.30-2003. NocynapCcTBeHHbIN
ctaHgapt Poccunckon ®Pepepauun. YHucbuumMpoBaHHbIe CUCTEMbl AOOKYMEHTaLUMW.
YHudmumpoBaHHaa cuctemMa oOpraHusauuoOHHO-pacnopsAUTEeNbHON AOKYMeHTauuu.
TpeboBaHusa Kk ocdopMneHurd OOKYMEHTOB") BXOIWT B COCTaB yHH(PHIIUPOBAHHOW CHCTEMBI
opra"m3anroHHO-pacnopsaauTeabHoil gokymeHtanuu (YCOPJ[). Kpome Toro, B cTpaHe OEHCTBYIOT
YHUQUIMPOBAHHAS CHCTEMa OaHKOBCKOW JIOKYMEHTAINH, TOKYMEHTAINH 10 YUEeTy TPyAa U €ro OIUIATHI,
BHEIIIHETOPrOBOM JOKYMEHTallMd # T.J0. ToJHBIA mnepedeHb YCJ| man B OOmiepoccuiickom
KJaccupukarope ynpasienueckoit qokymenranud OK 011-93.
Tpe6oBanus k pa3padoTke yHH(PUIMPOBAHHBIX GOPM JOKYMEHTOB
1. YHaudumupoBanHsie GOpPMBI JOKYMEHTOB pa3pabaThIBAIOTCS P HEOOXOAUMOCTH
(opmMHpoBaHUS HOBBIX I[OKa3aTeNed Ui pelleHds 3ajad  yhnpasieHus. He momyckaercs

IyOnMpoBaTh MOKa3aTes B Pa3JInYHbIX PopMax JOKYMEHTOB.

2. PexBu3utel ¢GopM IOKyMEHTa pa3MelIaloT Ha OCHOBE (opMylsipa-o0pasna,
MOCTPOCHHOTO C YYETOM palUOHAJIBHOTO HCIOJb30BaHUS ABYX CTOPOH JUCTa A (opm
JOKYMEHTOB, OJaHKM KOTOPBIX H3rOTAaBIMBAIOTCS TUHOrpadckuM crnocobom. Btopas wu
NOCJIeNYIOUINE CTPAaHUIbI JOJDKHBI OBITH MPOHYMepoBaHbl. Homepa cTpaHMIl MPOCTABISIOTCS B

CepeIMHE BEPXHETO MOJIs JICcTa apabCKUMK TUPpaMH.

3. HanmeHoBaHUSI PEKBU3WUTOB YHU(PHUIMPOBAHHBIX (OPM JOKYMEHTOB JOJDKHBI
COOTBETCTBOBATh HAaWMEHOBAHUSAM, MPHUHATHIM B OOIIEPOCCHUICKUX KIIacCU(PUKATOPaX TEXHHUKO-

sxoHoMH4eckoi napopmaruu (OKTON).

30



4. B nanvenoBaHuAX Tpad, B KOTOPHIX HpPEIyCMaTPHUBAETCS MPOCTaHOBKA KOJOB,
ClemyeT yKa3aTh COKpAllleHHbIC HAWMCHOBAHUS HCIIOJIB3YEMBIX KJIacCU()UKATOPOB  WIIH

MPUHATYIO ISl HUX HISHTH(UKAIHIO.

5. [loctossHHBIE  peKkBU3WUTHI (HOpPM  JOKYMEHTOB JOJDKHBI, KakK TIpaBUIIo,
MIpeIIIecCTBOBaTh NepeMeHHbIM. [lepBrie rpadbl TabMMIBI B 30HE, COAep)Kamledl pPEeKBU3UTHI,
noyIekamnme oopaboTKe CpeCTBAMH BBIYMCIUTENFHOW TEXHHUKH, JOJDKHBI OBITh OTBEICHBI IS

PEKBU3UTOB, HACHTUPHULIMPYIOMUX TpH BBoAE B OBM nHpopmanuio, pa3MeeHHyI0 B CTPOKE.

6. [Ipu ucnonp30BaHUM METOJIa KOHTPOJIBHOTO CYMMHPOBaHHs PEKOMEHIYETCS ISt
3alMCH KOHTPOJBHBIX CYMM, MpEJHAa3HAYEHHBIX Ui 3aIIUThl MH(OpMAlMU OT CIydalHBIX
omnOOK, OTBOAUTH TMOCIENHIOI CTPOKY Tabmuubl W (win) ee rpady c ydeToMm TpeOOBaHMMA

BBIUMCITUTEIBHBIX CPEJICTB, MPUMEHIEMBIX ITpH 00padOTKe TaHHBIX.

7. TpeboBanus K TeKCTaM JOKYMEHTOB M MOPSIIOK MX M3JI0KEHHS ONPENEIISIOTCS 110

HOPMATHBHBIM JOKYMCHTAM Ha OpPraHU3allMOHHO-PACTIOPAAUTCIIBHYIO JOKYMCHTAIUIO.

8. Coxkpaimenust  cjioB B (opmax JOKYMEHTOB JO/DKHBI — COOTBETCTBOBAThH

JIEHCTBYIONTUM TIpaBmiIaM opdorpadun 1 MyHKTyalnu 1 coOKpameHusM, mpuaiTeiM B OKTOU.

Kaaccupuxkanus yauguuupoBaHHbIX GopM JOKYMEHTOB

B 3aBucumocTH OT YpOBHS YTBEpKICHHS YHU(HUIMPOBAHHbIE (DOPMBI JOKYMEHTOB pa3leNSIOTCS Ha

YeThIpe KaTeropuu:

— rocyaapcTBeHHbIE (00IIePOCCHICKHE);

— OTpacieBble (BeJOMCTBEHHBIE);

— cybwekToB Poccuiickoii @enepanuu;

— (OpMBI TOKYMEHTOB 00beIMHEHUH, PEANPHUITUI, OpTaHU3aLNH.

[MpakTnyeckoe 3aHATME Ne2 CTpyKTypa ynpaBneHuss JOKYMEHTaUeN

OcHOBHBIE BOIIPOCHI, paCCMaTPHUBAEMbIE HA 3aHSITHUHU:
1. IToHsATHE TOKYMEHTALMOHHOTO 00ECIeueH sl YIPABIEHUS U €r0 COCTABIISIOLINE.
2. [IpaBoBo€ obecneyeHne JOKYMEHTAIHOHHOTO 00eCTIeYeHUs YIIPABICHHMSL.

3. HOpMaTI/IBHO-MeTOIII/IquKI/Ie AKThl, COJACPKAIINUC OCHOBHLIC ITPUHIHUIILI pa6OTBI C

JOKYMCHTaMM.

KOJLy:

4. KagpoBoe obecriedeHne T0KyMEHTallMOHHOTO 00ecneueH s YIpaBIeHuUsI.
5. Vaudukanus u cTangapTu3alnys B yIpaBJIeHUH T0KyMEHTalUEeH.

[Ipaxktuxym: Mcnone3ys OKVY /], onpeaennre kiacc, NOAKIACC U BUJ JTOKYMEHTa IO €ro

Bapmuant 1 - 03010022
Bapuanrt 2 - 02520519
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Bapuant 3 - 05045013
Bapuanr 4 - 06150551
Bapuanrt 5 - 08020025
Bapuanr 6 - 04013548

HazoBuTe OCHOBHBIE 3Tambl pabOTHl ¢ JAOKyMEeHTamH, KoTopble Bbiaesitor B EI'C/I,
I'CHOY.

Odopmurte 3TH CBeIeHUS B BUJIE CXeMBI (paboyas marka).

npaKTVI‘-IeCKOG 3aHaTMe Ne 3 V|3y‘-leHMe pacnonoxeHna pexkBn3nTos U
rpaHnubl 30H GnaHkoB OOKYMEHTOB

®opmupyembie yMeHus: yl
eau 3aHaTHA:
H3YYHUTh:

® COCTaB M PAcIOJIOKEHHE PEKBU3UTOB M TPAaHUIIBI 30H Ha (popmaTte A4 yrioBoro u
IIPOJIOJIBHOTO OJIAaHKOB OpraHU3allku.
HAY4YHUThCS:
e paspabarbIBaTh CTAHJAPTHEIC OJTAHKU OPTaHU3AIINH.
Conep:xkanue oryera:

B rerpanu ans npakTHueckux paboT He0OX0IUMO:

. yKa3aTh TEMY U HOMEp MPaKTUYECKOM pabOThI

L4 1ICJIb 3aHATUSA

J OTPa3UTh XOJ BBITOIHEHUS pabOThI

J OTBETUTh MUCHMEHHO HA KOHTPOILHBIE BOMTPOCHI
. cZeNaTh BBIBOJ IO paboTe

KOHTpOJII)HbIe BOITPOCKHI:

1. CoctaB  pEeKBU3UTOB, KOTOpbIE HCHOJB3YIOTCA IpHU
MOJrOTOBKE U OPOPMIIEHUH YIIPABIEHYECKUX TOKYMEHTOB

2. Pacrnono)xeHne peKBU3UTOB U IPaHULIbI 30H Ha popmate A4
YIJI0BOT'O U MPOJOJILHOTO OJIaHKOB OpraHU3aLUH.

3. Pa3zpaboTka craHmapTHRIX OJIAHKOB OpraHU3aIIUH.
3agaHus, BbIHeCEHHbIE HA 3aHATHS:

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

dbopmate A4 yrinoBoro u npogoisHoro 6mankoB corigacao 'OCT P 6.30-
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2003 «YHuuUIUpoBaHHBIE CUCTEMBI JOKYMEHTAIIMH. Y HUDUIIMPOBAHHAS
CHUCTCMA oprT: aHI/I3aI_II/IOHHO—paCHOPﬂHHTeHBHOﬁ AOKYMCHTAIIUH.
TpeGoBanus K 0pOPMIICHUIO TOKYMEHTOB

2. Paccmotpets 00pa3iib OJIaHKOB JIOKYMEHTOB,
npencrasiaennsie B 'OCT P 6.30-2003 «YHuPHUIUPOBAaHHBIE CHUCTEMBI
JOKYMEHTaluu.  YHU(DUUIUpOBAHHAA  CHCTEMa  OPraHU3alMOHHO-
pacropsauTeNnbHON  JTOKyMeHTauuu. TpeOoBanus K  0(OPMIICHUIO
JOKYMEHTOB.

3. CamocrositensHo B pepakTope Microsoft Word coctaBuTh u
0(OPMUTH CIIEAYIONIUE BUABI OJAHKOB TIPEITPHUSITHS:

e 0o0mMi OJIaHK MPEITPUATHUS

® yrIoBOM OJIaHK MHUCHhMA TPEIIPUITHS

® [IPOJIOJIbHBIN OJaHK MHCHMA TIPEIITPUATHS
e (JIaHK KOHKPETHOTO BHJIa JIOKyMEHTA

e (OJIaHK KOHKPETHOT'O JIOJDKHOCTHOTO JIMI[A

[MpakTnyeckas paboTa Ne4 CocTtaBneHune n ohopmMIieHne

opraHnm3aumnMoHHbIX JOKYMEHTOB
®opmupyeMble 3HAHUSI U YMeHHs: 33,

ean 3ansaTHSA

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

Couepmarme oTyerTa:

B Terpanu nis npakTHueckux paboT HEOOX0IUMO:

. yKa3aTb TEMY U HOMEp MPAKTHUECKON paboThI

° LIEJIb 3aHATHSA

° OTPa3UTh XOJ BBITOIHEHUS pabOThI

(] OTBCTUTH ITMCBMCHHO Ha KOHTpOJ’IBHI)Ie BOHpOCBI
° C/eNaTh BBIBOJ IO paboTe

KoHnTpoJibHbBIE BOIPOCHI:

1. Opra"u3anMoOHHbIE TOKYMEHTHI: YCTaB, MOJOKEHHIE, HHCTPYKITUS, MITATHOE pacIucaHue,
MpaBujia BHYTPEHHETO TPYIOBOTO PACIOpsIIKa.

38[[3Hl/lﬂ, BbIHCCCHHbIC HA 3AHATUA
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1. V3yuuTh 0COOEHHOCTH COCTABIICHUS OPTaHU3AIMOHHBIX JOKYMEHTOB:
¢ YycTas
® IOJIOKEHUE
® HHCT us

® JOJXKHOCTHAA MHCTPYKIIHUA

® INTAaTHOC paClucCaHuc

® CTPVYKTYpa U miTaTHasd YMCJICHHOCTb

® JIpaBHJIda BHYTPCHHCIO TPYAOBOI'O paCIIOpPAaKaA.
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[MpakTnyeckas paboTa Ne5 CocraBsneHune n odopmneHne

pacnopAaanTesribHbIX JOKYMEHTOB
®opmupyeMblie 3HAHUSI U YMEHHS:

ean 3anaATUA

U3YYHTh:
. OCHOBHBIE BH/Ibl YIIPABICHUYECKUX JTOKYMEHTOB
. yHU(DUIUPOBAaHHBIE (OPMBI TMEPBUYHOM YUETHOH HOKYMEHTAIHH
0 Y4eTy TpyJa U €ro OIUIaThI
. 0COOEHHOCTH COCTaBICHHUA U OGOPMIICHHUS PaACIIOPAIUTEIbHBIX
JIOKYMEHTOB
HAaYYUTBHCA!
) 0hOpMIIATH PACIIOPSIAUTENbHBIC JOKYMEHTBI

Coaep:xanue oryera:

B terpaau mis npakTuueckux paboT HEOOXOUMO:

L4 YKa3aTb TEMY U HOMCD HpaKTHHeCKOﬁ pa6OTBI

L4 O CJab 3aHATHA

L4 OTpa3uThb X0/ BBIITOJIHCHUA pa60T1>1

° OTBCTUTH NMCbMCHHO Ha KOHTPOJIbHBIC BOIIPOCHL
L4 CACJaaThb BBIBOJ I10 pa60Te

KoHnTpoJsbHbIE BONIPOCHI:

2. PacnopsauTenbHble JOKYMEHTBI: NPHUKA3, pPacHoOpsbKEHHE, MOCTAHOBIIEHUE, YyKa3aHUE,
pelleHue.

3. Kakue NOKyMEHTbI OTHOCATCS K YHU(MUIMPOBAHHBIM (OpMaM NEpBUYHON YYETHOM
JOKYMEHTAllMuu 10 YYeTy TOProBbIX omepauuid B coorBercTBUUM ¢ [locTaHoBieHuEM
I'ockomcrara N 132 ot 25 nexabpst 1998 r. "O0 yTBepkaeHNN YHUDULIUPOBAHHBIX (POPM
NEPBUYHOMN YUEeTHOH TOKyMEHTAllUU M0 YYETy TOProBbIX onepanui"?

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

1. H3yyutrs oco0eHHOCTH cocTaBjaeHHA W OGOpPMIICHHUS
pPacnopsiIuTeJNbHbIX JOKYMEHTOB:

¢ [IpUKaA3
® DpPacCIopsXKCHHC

® JIOCTAHOBJICHHUEC

® YKA34aHHC
® PCHICHUC

e [lpeTeH3MOHHOE NUCHEMO
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2. N3yunth yHUUIHpPOBaHHBIE (POPMBI EPBUYHONW YUETHOU
JOKYMCHTAIUU I10 YUCTY TpyAa U €ro OIuIaThblL:

e TI1. IIpukas (pacuopskeHue) o mpueme pabOTHUKOB HA paboTy

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

e T2. JInyHasg KapTOUyKa

e T3. IllTaTHOE pacoucanue

e T5. Ilpukas (pacunopsikeHue) o rnepeojiec pabOTHUKA HA APYIYVIO paboTy

e T5a. [Ipuxkas (pacropspKeHue) o epeBoie paboTHHUKA Ha IPYI'YIO paboTy

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

e Té6a. [Ipukas (pacnopsHKeHHE) 0 IIPENOCTABIEHNH OTIIVCKA PA0OTHUKY

e T8. Ilpukas (pacropspkeHne) 0 OpekpanieHun (pacTOpKEHHUHU) TPYIAOBOTO
JIOrOBOPa ¢ paOOTHUKOM (YBOJIBbHEHUH)

e T9. IIpukas (DaCHODH}KeHI/Ie) O HaITpaBJICHUH Da6OTHI/IKa B KOMaHJIHWPOBKY

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

e TI10. KoMaHAMPOBOYHOE VIIOCTOBEPEHUE

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

€I'0 BBITIOJIHCHUU

e TI11. [Ipukas (pacuopsiyKeHue) o IOOIIPEHNN paOOTHHUKA

3. OdopMurs npukas mo JMYHOMY COCTABY HA OCHOBeE
JAHHBIX 3a]aHUs U 00pa3ua NpuJioxkeHus 1 k npakTuveckoii padore.
[Ipukaz Ne 65k ot 05.03.20  «O mpenocTaBlIeHMHM Y4YEHHYECKOI'O OTIIYCKa» KacCUpy 3aBoja

N.I1. UBanosoii ¢ 06.03.20  no 18.03.20  npoaomKUTENbHOCThIO 13 KaJleHIapHBIX JHEW Ha
ocHOBaHuU cipaBkH-BbI3oBa Ne 5655 ot 01.03.20  u 3asaBienus kaccupa M.I1. IBanoBHOI.
[IpoctaBuTh BH3y coryacoBaHusl HadaibHUKa oTAena kaapoB O.A. CepreeBoil U OTMETKY 00
03HAaKOMJICHHMH C NpUKa30M BaHOBOM.

4. O¢opmuTs npuKa3 MO0 OCHOBHOH JeSITeILHOCTH Ha
OCHOBE TMpENJIOKEHHBIX 00pa3’noB B NpPHIOKeHMHM 2 W 3 K
NpaKkTHYeCKoil padore.
B coorBerctBun ¢ Pacnopsbkenuem Mununctpa ot 04.03.20 Ne 115 «O6 ycunenuun

IPOTUBOMNOXAPHON 0€30aCHOCTM M YCUJICHUM OXpaHbl B IEpPUOJ MPA3IHUYHBIX JHE»
coctaButh npukaz Ne 245 or 06.03.20  u3nanHblil qupekTopoM HaydHO-IpOM3BOJACTBEHHOTO
o0beuHeHns «Arponpubdop» r. Yccypuiicka M./I. I"'ankunbiM.

B pacniopsinntenbHON 4acTH BBIIETUTH 4 IIyHKTA:

1. O6 opranuzanuu yOOpKH TeppUTOPUN 00BETUHEHUS

2. O mpoBepKe COCTOSIHUS IEKTPOIPOBOJIKH

3. O mpenocTraBleHMH B CEKpeTapuaT T€HEPaJbHOIO JUPEKTOpa CIHMCKAa COTPYJHHUKOB,
npeObIBaHNE KOTOPBIX HE00X0AUMO Ha TEPPUTOPUU O0BETUHEHUS B TIPA3THUYHBIE THU

4. KoHTpomb 32 UCIIOJIHEHUEM BO3JIaraeTcsl Ha Iri1aBHOro nHxkeHepa oobenunenus [1.P. XKaposga.
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Kaxaplii myHKT paccMoTpeTh o cxeme «Komy?», «HTo HykHO crienath?», «Jlo kakoro cpoka?y.
Hanpumep, k n.1 3aBeayromemy ckiagom O.H. HukutuHy opranunzoBaTh YOOPKY TEPPUTOPUU
10 07.03.20__.

[IpocTaBuTh BU3Y II1aBHOTO UHXKEHEPA

[TocTaBuTh oT™METKY 00 ucnionauTene. Ucnonautenem spisiercst ConoBbeBa Tenedon 302-34-56

S. Od¢opmurs pacnopsizkenue Ne 137 or 10.03.20
IJIABHOTO HMH:KeHepa MOCKOBCKOr0 CTaHKOCTPOMTEIbHOIO 3aBOjAA
«Texmam» .M. ConnueBa «O BHeapenun crangapra OPJl CTII 02-
601» Ha ocHOBe NpeaT0KEeHHBIX 00Pa310B B IPUJIOKEeHUHU S U 6.
B pacnopsautenbHOl 4yacTu ykas3aTh 4 MyHKTA:

1. O Baenpenuu cranmapra OPJ] CTII 02-601 Bo Bcex cimy»0ax, Ha ydacTKaxX U B CTPYKTYPHBIX
nozpaszeneHusix 3asonaa ¢ 01.04.20 .

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

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

4. KoHTpOJIb 32 UCIIOJIHEHUEM PACHOPSKEHUS BO3JIOKHUTH HA 3aMECTUTENS IUPEKTOPA IO 00IUM
Bornpocam M.K. buposa.

[IpocraButh Bu3y ropuckoncyinbta I1.K. JIynoBa

[ToctaButh 0TMETKY 00 McnonuuTene. Mcnomaurenem sisisiercs XKypasnesa Tenedon 308-34-16

IIpuioxkenue 1

OBPA3EL 3ASABJIEHUSA
['enepanbHOMY qUpEKTOPY
AO «Ydanedrerazctpoit»
P.b. TyxBaryinuny
Oyxranrepa A.B. 3axapoBa
3ASBJIEHUE

[Tpomy mpenocTaBUTh OYepeqHOM OTIMYCK Ha ocHoBaHMM Tpaduka ormyckoB ¢ 01.03.2009 nmo
28.03.2009 npoaoKUTENBHOCTBIO 28 KaJIeHIapHBIX JHEH.

(moamnuce) A.B. 3axapoB
20.02.2009

IIpuioxkenue 2

OBPA3EIl ITIPUKA3A 110 IMYHOMY COCTABY
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TOO «Cgetnana»
[TPUKA3
10.03.2009 Ne 68
O npueme Ha paboTy
[TPUKA3BIBAIO:
[Tpunsare C.M. PakuTuHy Ha IOJDKHOCTH TiaBHOro Oyxramrepa mexa Ne 1 ¢ 05.03.2009 c
okimagoM 10000 (mecsiTb ThICAY) pPyOJEH B MeCSI] COTJIACHO 3aKIIOUYEHHOMY TPYAOBOMY

KOHTPAKTY.

OcnoBanue: Tpynosoit kouTpakT Ne 20 ot 05.03.2009

['enepanbHbIN AUPEKTOP O.B. Cunopos
3amMecTuTeNb TUPEKTOpa Mo Kaapam C.M. [1aBnoBa
KOpuckoncynbT C.K. UrnarbeB
C npuka3om o3HakomiieHa 10.03.2009 C.M. Pakutuna
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IIpunoxenue 3
MAKET ITPUKA3A IO OCHOBHOM JESATEJBHOCTH

HaumenoBanue MHUHUCTCPCTBA
WJIM BEAOMCTBa

HaumeHnoBanue opranuzanuu
[TPUKA3
00.00.0000 Ne
MecTto n3nanus

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

TekcT KOHCTaTHPYIOIIEeH YacTH MpHKa3a. MPUBOIATCS (DaKThl, MOCTY>KUBIIUE OCHOBAHUEM JUIS
u3nanus npukaza. KoHcratupyromas 4acTh MOXKET OTCYTCTBOBaTh. PacropsiauTenbHasi 4acTh
HaunHaetcs ciioBoM [TPUKA3BIBAIO (numiercst OTaebHO Ha CTPOKE)

1. ITomHoe HamMmeHOBaHUE AOKHOCTH HcnoiHuTens .0, @amunus B JaTENbHOM MaJieke WU
HAUMEHOBAHHME CTPYKTYpHOTO TOJpa3JelieHuss — HEeoOXOAUMbIe JEHCTBUS, BbIPAKECHHBIC
[JIaroJIOM B HEOTpEeNIeHHOH Popme, - CpoK AeicTBHs (03 CIIOBA «CPOK»)

2. [onnoe nHanmenoBanue aopkHOCTH M.O. @amunus wim CTpyKTypHOE Moapa3aeneHue (eciu B
MYHKTE HECKOJBKO JEHCTBUM, Pa3HBIX 110 XapaKTEPy, TO KAKI0E BBIICISACTCS B MOIIMTYHKT):

2.1 JlelicTBHE U CPOK UCIIOJIHEHUS

2.2 To xe

3. [locneaHuii MyHKT UMEET MOCTOSHHYIO POPMYITUPOBKY:

KoHnTposnb 3a ucnosHeHneM nprkasa BO3J0KUTh Ha (CTPYKTYpPHOE MOApa3 IeIeHUe Uil JIMIIO, Ha
KOTOpOE BO3Naraercs KOHTPOJIb, HAMMEHOBAaHWE JOJDKHOCTH, (aMuius, WHUIUANBI B
BUHHUTEIILHOM TIAJIEKE).

Hanmenosanue
JIOJKHOCTH PYKOBOJAUTENS N.0. ®amunus

Ecnu Heo0x01MMo, TO B ’TOM MECTE YKa3bIBatOT BU3bI (0€3 CIIOBa «BH3a»)
Halpumep

['maBHbI Oyxranrep N.0. ®damunus

Jara
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IIpunoxenue 4

OBPA3EIl IIPUKA3A 110 OCHOBHOM NEATEJbHOCTH

3A0 «MHpOpMALIMOHHBIE CUCTEMBI»

I[TPUKA3
10.04.2009 Ne 32

MockBa

O mepax 110 00eCIeUeHUI0 COXPAaHHOCTH JIOKYMEHTOB

B mensx coBeplIeHCTBOBaHUS OPraHU3AIMOHHOTO M JIOKYMEHTAI[MOHHOTO OOecreyYeHus
JESTENIbHOCTH OpPraHu3alluu U 00ecTeueHs] COXPaHHOCTU JJOKYMEHTOB

[TPMKA3BIBAIO:

1. Co3maTh KOMHCCHIO B COCTaBe: MpeJceaareib — 3aMECTHTENh AUPEKTOpa MO IepCcoHaly
ITerpos IL.IL.

UsneHbl KOMUCCHUU:

1. 3amecturens rmaBHoro Oyxranrepa Cunopona C.C.

2. HayanbpHuk otaena kajapoB BacuiseBa B.B.

3. Menemxep Pomanosa P.P.

2. Komuccun mpoBepUTh OpPraHU3allMI0 U YCIOBUS XPaHEHHs YIPaBICHUYECKHX JOKYMEHTOB U
IIPEJICTaBUTh Ha YTBEPKJEHHUE aKkTa rpoBepku 10 25.04.2017

3. KonTposs 3a ucnoiHeHueM npurkasza Bo3loxuTth Ha cexkperaps @.U. Eropony.

Hupexrop N.N. NBaHoB
Haganpauk obmiero otmena A.Jl. KazakoBa
[TaBnosa U.N.

123 45 67
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Ipuiaoxkenue S
HANMEHOBAHMWE OPI"AHU3ALINU

Pacnopsixkenue
Jara Ne

MecTto u3manus

3arnaBue HaYMHAETCs ¢ Borpoca - O uem...

TekcT ToOKyMeHTa MOXKET HAaUMHAThCS ¢ KOHCTATUPYIOIIEH YacTH M3J1araeTcs 1ejlb I IPUIHHA
co3nanus. KoHcTarupyromas 9acTb MOXKET OTCYTCTBOBATb.

PacniopsimuTenpHasi 4acTh HAUMHACTCS CIIOBOM

OBA3bIBALIO:

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

[Tocnemuuii MyHKT pacropsiKeHUs: GOPMYITHPYIOT CIEAYIOIIUM 00pa3oM:

KOHTpOJIB 3a BBIIIOJIHCHUCM pPACIHOPsKCHUA  BO3JIOKUTH HAa HAMMCHOBAHUC OOJIKHOCTH,
WUHUIHAAIBI, paMuIus.

Tekct neuatatot yepe3 1,5 unrepBana,

HanmMeHnoBaHue 101KHOCTH JIULIA,
MOJIMUCABIIETO JOKYMEHT N.O0.®amunus

I'pud cornacoBanus
WM BU3BI

Ucnonautens, TenedoH
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IIpuno:xenue 6

OTKpBITOE aKITMOHEPHOE OOIIECTBO
«ABCOJIIOT»

PACIIOPSKEHUE

15.04.2009 No 125
O npoBeeHUH PEMOHTHBIX PaboT

B cBsi3u ¢ aBapuiiHBIM COCTOSIHUEM OTONMUTENBHOM cucTeMbl B KoMHaTe Ne 40
OBA3BIBAIO:

1. ITpoBectu pemonTHBIE paboThl B KoMHATE Ne 40 10 01.05.2009. OTBeTCTBEHHBIN — HAYAIBHUK
TexHu4ueckoro otaena B.C. AHTOHOB

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

I'enepanbHbIl IUPEKTOP B.C.Cemenon
['1aBHBIN UHXKEHEP b.K.CaBenbeB
15.04.2009

Tepenrsena N.E.

233 67 88
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[MpakTnyeckas paboTa Ne6 CocraBsneHune n ocdopmneHne

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

ean 3anaATUA
H3YYUTh:
. OCHOBHBIC BUJIbI YIIPABICHUYECKUX JTOKYMEHTOB

. 0COOEHHOCTH COCTaBICHHSI U OQOpMIICHHS HH(POPMAIIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB

Conep:xanue oryera:

B tetpaau ans npaktudeckux paboT HE0OX0AUMO:

. yKa3aTh TEMY U HOMEp MPaKTUIECKOH paboThI

L4 1ICJIb 3aHATUA

o OTpPa3UTh XOJ1 BHITOJHEHUS PabOThI

o OTBETHUTH MMCHbMEHHO Ha KOHTPOJIbHBIE BOIIPOCHI
o clIenaTh BBIBOJI IO paboTe

KOHTpOJIbeIe BOITPOCHI:

e HHdopmalOHHO-CIIpaBOYHBIE JOKYMEHTBI: aKT, IPOTOKOJ, JOKJIAJHAs 3alucKa,
00BsICHUTENIbHAA 3alIUCKa, CIIPABKa, TEJIErpamMmma.
3agaHus, BbIHeCEHHbIE HA 3aHATHS:

1. W3yanth OCOOEHHOCTH COCTaBJICHUS H  O(QOPMIICHHS
WH(POPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB!

® AaKT
® IIPOTOKOJI

2. IIpn nmomomm npunoxeHus | U 2 cOCTaBUTh aKT PEBU3HN
kaccel npeanpusatus TOO "Cnaprak" Ne 15 ot 14.03.20 . OcHOoBaHuEM
aBiseTcs npukas aupexropa Ne 165 or 13.03.20 .

B cocraB xomuccnu, IpoBoAsILEd peBU3HIO BXOIAT:
ITpencenarens - 3am. qupekropa C.H. Koznos
Unenst komuccun: 1. ['n. 6yxrantep H.M. Porosa
2. Cr. 6yxranrep 3.A. OpnoBa

3. Byxrantep O.U. YuaeBa

[IpucyrcrBoBanu: 3am. 1. 6yxrantepa [.H. Kopones
kaccup B.M. Makcumosa
PeBusus Obuta nmposezaeHa B nepuos ¢ 14.03.20 1o 16.03.20
B pe3ynbrare npoBeeHHON PEBU3UH YCTAaHOBIIEHO:
1. OcraToK HaIUYHBIX JIEHET B Kacce Mo cocTosHuio Ha 14.03.20  coryiacHo KaccoBOW KHUTH U
JAHHBIM OYyXTaJITepCcKoro yuera joykeH coctaBiarb 5000 pyo.
2. ®aKTUYECKU OCTAaTOK HAJIMYHBIX JEeHET B Kacce cocraBisier 4800 py6. Hemocraua nener B
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kacce - 200 pyo0.

3. HemocTtaua Hanmu4HBIX ACHET B Kacce oOpa3oBajiack 1Mo BuHe kaccupa B.M. MakcumoBoit

AKT cocTtaBlieH B 3-X 3k3eMIuisipax: 1-i 7k3. - B nemno Ne 05-11

2-#1 9K3. -TUPEKTOPY NPEANPUITHUS

3-# 9K3. - 1. Oyxrantepy

B npunoxennn oObscHUTENbHAs 3amucka kaccupa B.M. MakcumoBoit Ha 1 1. B 1 3k3. (camy
OOBSCHUTEIIBHYIO 3alMCKYy MHCAaTh HE HYXXHO, HEOOXOIMMO B TEKCTE aKTa CleaTh MOMETKY O
HAJIMYUU TPUITOKEHHH )

Odopmuts rpud yrBepxaenus: nupekrop A.A. bepkyr, nara yreepxxaenus 18.03.20 .
OdopmuTh pekBU3UT "OTMETKA O HAIIPaBJICHUHU JOKYMEHTA B J1e10"

Ucnonuurens B.A. Anykun narta 25.03.20 .

3aganue 2.
CocTaBuTh OOBSICHUTEIHHYIO 3aIIMCKY Ha UMS 3aBEIYIOIIETO OTACICHUEM O MPUYKUHE OMO3AaHUS
Ha l-ro mapy 17.12.20 . B Tekcre yka3aTh IPUUMHY OIO3/IaHMUS.

3amanmue 3.

CocraButh nokianHyro 3anucky ot 18.03.20 . HanucaHHyH HadaiabHUKOM ymnpasieHus B.O.
WnbunsiM, anpecoBaHHyto I'enepanbHomy nupektopy OAO «llepeozku» T.II. [Janmnuny o
NIEPEBOJIE HA JOJDKHOCTD.

IIpnunHOM, IOCIYKMBIIEH COCTABJICHHUIO JOKJIAIHOM SBISETCA peopraHu3anus CTPYKTYpbI
VYropasneHuss U yKpYIHEHHE OTAEIOB B Ppe3ylbTaTe 4Yero IMPOMCXOAUT IepepaclperelieHue
(GYHKIMI COTPYIHUKOB.

Havaneauk ynpasinenuss MnsuH npocut nepesectu crapuero skoHomucrta C.T. Hukonaesa u3
oTIeNa aBTOMOOWJIBHBIX II€PEBO30K B TaMOXXEHHBIE OTAEN C MOCIEeIyIOIUM BHECCHHUEM
W3MEHEHHUH B IITATHOE PaCIMCAHHUE.

Hcnonp3yiite npunoxenus 3 u 4.
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Ipuioxenne 1
Maker akTa
HaumeHnoBanue MuHuCTEpCTBA YTBEPXXIAEHUE

WJIM BEJIOMCTBA (pu HEOOXOMMOCTH )

HANMEHOBAHUWE OPI"AHU3ALINU
HaumeHnoBaHnue CTpyKTypHOTO

NoJpa3aeICHUs
AKT
00.00.0000 Ne

T'opon
Kpartkoe coneprkanue coObITHS
wim pakra, chopMyIMPOBAHHOE
OTIJIArOJIbHBIM CYIIECTBUTEIBHBIM
B UMCHUTCIIbBHOM I1aICKE
OcHoBaHue PacniopsiiuTeNbHbINA WM HOPMAaTUBHBIN JIOKYMEHT, YCTHOE

pacrnopspKeHHE, TTOCTY)KUBIIIEE OCHOBAaHUEM IS HAITMCAHUS aKTa
(aepe3 1 maTEpBAN)
CocraBiieH KOMHCCHEH

IIpencenarens HaumenoBanue nomknoctu N.0. @amunus

YUneHbl KOMHCCUU HanmenoBanue nomxkaoctu N.0O. @amunus (pacnoararorcs B
andaBUTHOM TOPSIKE Yepe3 3alATyro, uepe3 1 nHTepBan)

[TpucyrcrBoBanm Haunmenosanue nomkaoctu M.O.damunnu auiy,

MMPUCYTCTBOBABIIUNX ITPU COCTABJICHUHU AKTAa, pACIIOJIAratOTCA TAKIKE
4Ucpes 3aIATYyIO.

TexkcT KOHCTaTHpyOIIEW YacTH akKTa: OIHMCAaHUWE TMPOBENEHHOM paboThl, (uKcanus
YCTQHOBJICHHBIX (DaKTOB, BBIBOJBI M 3aKIIOUYEHUS KOMUCCHHM, KOHKPETHBIE MPEJIOKEHHS.
KoHcratupyromass 9acTe MOXKET OBITH pa3/iefieHa Ha IyHKTHl WU odopmiieHa HU(POBOH
tabmuuei. Texct numyt yepe3 1,5 unrepBana. Ilpm HeoOXonuMoCTH yka3aTh KOJUYECTBO
AK3EMILISPOB:

CocraBiieH B IBYX 3K3eMILIAPAX:
1-ii-xomy (Kyna);
2-ii - KoMy (KynIa).

IIpencenarens [Honnuce H. O. ®amunus

YiteHpl KOMHUCCHUH TTonnmce H. O. Gamunus
Iloamuce N. O. Gammims
Tloamuce H. O. Damumus
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Ipuio:xxkenne 2

Oopa3en akra

I''TABHOE VIIPABJIEHUE
[NPOMBIIIJIEHHOCTH
CTPOUTEJIBHBIX MATEPHUAJIOB

AKT
10.10.2009 Ne 7
r. Tyna

YcranorieHue GpakTHIECKOU
MIPOU3BOUTEIHHOCTH
TEXHOJOTUYECKON JIMHUU

OcHoBaHue [Ipuka3 MuHHCTpa IPOMBIIUIEHHOCTH CTPOUTEIBHBIX MaTEPUAJIOB
o1 10.09.2009 Ne 108

CocraBiieH KOMHCCHEN

IIpencenarens I'maBHbIi TexHoOOT ynpasienus .M. [lerpos

HieHsl KOMUCCUHU PyxoBonutens naboparopuu C.M. MakapoB, cTapiinii MHXeHEp
naboparopuu 10.B. Cumakos

IIpucyrcrBoBan I'maBubiit naxxenep 3aBoga Ne 1 MLI1. Panun

B mepuon c 10.10.2009 mo 12.10.2009 komwuccusi mpoBena pabOTy IO YCTaHOBJIECHUIO
dakTUyecKko ~ MPOM3BOAMTENHHOCTH  TEXHOJOTHYECKOM  JIMHUM 1O  W3TOTOBICHUIO
acOecTOIlEMEHTHBRIX IMCTOB Ha 3aBoje Ne 1.

JIuHus mpUHATa B HKCIUTyaTalnuio B aekadpe 2008 roga co cpepHelt mporM3BOAUTENLHOCTIO 88
JUCTOB/4ac. 3a MpoIIelIee BpeMs MPOU3BOJUTENBHOCTh JIMHUM 3HAYUTENbHO Bo3pocia. s
YTOYHEHMsI TPOU3BOAMUTEIBHOCTH JIMHMM W KadecTBa IPONYKLIMH KOMMCCHSI paccMoTpena
MaTepuaibl: CBEACHUS O paboTe JIMHHUU 3a BECh NIEPHOJ; PUZNKO-MEXaHUUECKUE TTOKa3aTeIH.

B pesynbrate pa®oThl KOMHCCUS ONpeAenjia 4acoBYIO MPOU3BOAUTENBHOCTH JuHMM 400
JIUCTOB, YTO COOTBETCTBYET T0/10BOM MomHOCTH 300 MIIH. JTUCTOB B TOJI.

CocTaBIieH B TpexX 3K3eMILIApax:
1-it - 'maBacOecTy;

2-ii - HUMnpoexTacOecry;

3-1 - 3aBoxy Ne 1.

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

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

IToamuces nata
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Makert cJ1y:ke0HOM 32NN CKH

IIpunoxenne 3

HanmMeHoBaHWe MUHHCTEPCTBA WA BEIOMCTBA
HAUMEHOBAHUWE OPI"AHU3 AL
CrpykTypHOE TToIpa3aeieHue
CIIYXEBHAS 3AIIMCKA (JOKJTAJTHAA
3AIIMCKA)

HanmenoBanme JIOJDKHOCTH
BKIIIOYEHHUEM HaWMEHOBAHUS
JIaTEILHOM MaJeKe

N.0. damunus

00.00.0000 Ne

3aroyioBok K TEKCTY, BBIPQYKCHHBIN
OTIJ1ar0JIbHEIM CYIIECTBUTCIHHBIM B
MIPETOKHOM Tajieke, HaunmHaeTcs npemiora O

aapecara C
opraHu3aniua B

MamMHONMCHBIN TEKCT AOKIaAHOM 3aMMCKH MevaTaroT yepes 1,5 nareppaina.
He cnenyer Texcr HaunHaTh cioBamu: "JloBoxy no Bamero cenenust..."
TekcT cocTouT U3 ABYX 4acTed. B mepBoil yacTu M3jararoTcs MPUYUHBI, (PAKThl UIU COOBITUS,
MOCIYKUBIIUE TIOBOJOM JJIS €€ HalKUCaHWs, BO BTOPOM YaCTH — AaHAIU3 CIIOKHUBIIEHCS
CUTyallid, BO3MOXKHbIC€ BapHUAHTHl pEIICHUS, B TPETbe — BBIBOABI M MPEAJIONKEHUS O
KOHKPETHBIX JIEHCTBUSIX, KOTOPBIC, 10 MHCHHIO aBTOPa JOKYMEHTa, HEOOXOAUMO TPEIIPHHSTH.
Bropas yacTb B AOKJIQIHOW 3alKMCKE MOKET OTCYTCTBOBATh, B 3TOM CIy4yae €€ TEKCT COACPKHUT
000CHOBAHUE U BBIBOIbI UJTU TIPEIJIOKEHHS] COCTABUTEIIA.
Ecnu cBeneHwus, mpuBOAMMBIC B JIOKJIAJHON 3alMCKE, OTHOCATCS K ONPEICICHHOW IaTe WU
OTPE3KY BPEMEHH, TO 3TO BPEMsI BKIIFOUAETCS B 3aT'0JIOBOK.
OdopMIIsIOT IPUITIOKEHUE, €CIIH OHO €CTh, ITOCJIE TEKCTA.

[Tpunoxenue: 1. [lnan-rpadguk Ha 2 1. B 2 3K3.

2. Tabnuma pacueToB Ha 1 1. B 2 9K3.

HanmenoBanue JOJDKHOCTH Jluunas noonuce

JIna, moanyucaBmero J0KyMEHT

N.0.®amunusa

B neno 00-00
IToamuce
Jara
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IIpunoxenne 4

Oo0pa3zen 1okyIaHAs 3alIUCKA

KoHTpOsbHO-pEBU3NOHHBIN I'enepanbHOMY qUpEKTOPY
oTaen 00BeAMHEHUS
N.N. BaHoBY
JOKJIAJJHAA 3ATIMCKA
10.04.2009
Mocksa

O Ha3zHa4YeHUU JOKYMEHTAJIbHON
peBu3nun B Marazune Ne 000

[Tpu mHBeHTapu3auuu ToBapHbIX (oHAOB MarazuHa Ne 15 09.04.2009 oGHapykeHa HemocTaya
pa3IuYHbBIX TOBapoB Ha cymmy 1321 py6.

[Ipomy Bac Ha3HauuTh NOKYMEHTAIbHYIO PEBU3HIO TOBapHbIX omnepainuil marazuHa Ne 000 c
01.01.2009 o 09.04.2009.

3amMecTUuTEND
HavaJIbHUKA OT/Aeia Iloanuce T1.A. Komgun
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[MpakTuyeckaa pabota Ne7  3ydeHMe OCODEHHOCTEN COCTaBMEHUS W

OCbOpMJ'IeHVIFI OOKYMEHTOB No obwmm BOrMpocam
®opmupyeMblie 3HAHUSI U YMEHHS:

Mean 3anaTUA

H3YUYUTh:

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

poecCuOHANBHOM e TeIbHOCTH

OCOOCHHOCTH COCTaBJICHUS U O(OpPMIIEHUS TEPBUYHOM  y4eTHOM

JIOKYMEHTAIUU 110 Y4eTy TOPrOBbIX OINepanuit

HAy4YHUTbHCA:

Couepma}me oTyerTa:

B Tetpaam ans mpaktudeckux paboT HE0OX0AUMO:

yKazaTh TEMY U HOMEpP MPAKTUYECKON PabOTHI
1ICJIb 3aHATUA

OTpPa3UTh XOJ1 BHITOJHEHHUS PabOThI

OTBETHUTH MMCHbMEHHO Ha KOHTPOJIbHBIE BOIIPOCHI
clIeNaTh BBIBOJI IO paboTe

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

1. U3yunTh 0COOEHHOCTH cOCTaBiICHHUS M O(QOPMIIEHUS JOKYMEHTOB IO NMPOQeccCHOHAIbHON

eI TENLHOCTH:

ﬂOBC[!eHHOCTB

JlOoroBOp IOCTAaBKHU

T'ocymapcTBeHHBIM OOTOBOP Ha BBINOJHEHHWE 3aKa3a Ha IOCTaBKY

15044

HOFOBOD HNOPYYCHHUA HA TPOAAXKY IMPOAYKITUN

JIoToBOP KOMHCCHUH HA IPOJAAKY OPOJAYKIIUU

JlOoTOBOp KYIJIU-TIPOJaKH TOBAPOB B KPEAUT

HOFOBOD KYIUIU-TTPOJaXX TOBApPOB C YCJIOBHUEM HDCI[B&DI/ITeJII)HOfI OIIIaThI

HOFOBOD Ha IIOCTAaBKY IPOAYKIIUN MATCPHUAJIBHO-TEXHHUYCCKOT'O

Ha3HA4YCHUA

Joropop Ha ABTOMOOMJILHBIC NEPEBO3KHU I'PY30B

JlOoTOBOp Ha IOCTaBKY TOBAPOB

Jlorosop 00 yCTYIIKE TOBapHOI'O 3HAKa

JOTroBOp CKIAJCKOTO XpPaHEHHUS

JOroBOop TpaHCHOPTHOM AKCIEAUITUN
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1. N3yunTh OCOOEHHOCTH COCTaBJIEHUS M O(POPMIICHHS
IIEPBUYHOM YYETHOU JTOKYMEHTALMU 110 YYETY TOPrOBBIX OIlE€paLuil:

o Akt 0 mpuemke ToBapoB (popma N TOPI'-1)

. AKT 00 yCTQaHOBJICHHOM PAcCXOXXJICHMM IO KOJMYECTBY M KAdyeCTBY IPH
preMKe TOBapHO-MaTepualbHbIX ieHHocTel (hpopma TOPI-2)

. AKT 00 yCTaHOBJIGHHOM PACXOXKICHHH IO KOJIMYECTBY M KA4e€CTBY IpPH
MpUEMKe UMIOPTHBIX ToBapoB ((popma TOPI-3)

. AKT 0 mpHeMKe TOBapa, MOCTYIHBIIEro Oe3 cyeTa mocTaBiivka (dpopma
TOPI'-4)
o Tosapuas Haxiaggas (popma TOPI-12)
2. CocTaBpTe CHELUAIbHYIO JIOBEPEHHOCTb OT HMEHU

npennpusatust OO0 «3Be3na» (1. Jlennnoropek) ot 12.12.20 , nupexrop
Angpeint HOpbeBnu KoHapamioB, Ha 3aKkiIrO4eHHE JIOTOBOPOB IOPUCTY
npennpustus Esrennto BanoBuuy Mapduny, nacopt 9203 Ne 125478,
BbiAad 12.03.20  I'POB/] r. Jleunnoropcka. IIpennpusarue neicTByer Ha
OCHOBaHWM YcCTaBa, JOBEPEHHOCTh BBIJaeTcss Ha | Tox 0e3 mpama
nepenosepus. Mcnonp3yiite npunoxenue 1.

3. CocTaBbTe 3aBEpPEHHYIO OTZIEJIOM KaJIpOB JOBEPEHHOCTh OT
23.09.20  Ha mpaBO MOJy4YeHUsS 3apabOTHOM TIaThl HA OCHOBAaHUU
[Tpunoxxenus 3.

HauanbHuk ciyx6s1 cObita OOO «Berac» r. JlenuHoropck Banentuna IlerpoBHa Eroposa
JIOBEpSIET 3aMECTUTENI0 pyKoBoauTeds mo obmuM BormpocaM AHHe KopaeeBHe Tpodumonoit
HOJY4YHUTh 3apabOTHYIO ATy 33 aBI'YCT MECSLL.

Janubie EropoBoii:

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

Jannsie TpopumoBoii:

[Tacniopt cepun 9205 Ne 449796 Bbinan [ POB/I r. Jlenunoropcka 06.10.2005
ITpoxwusaert: r. Jlennnoropck mnp. 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 cocTaBneHnsa n oopMIieEHNA OOKYMEHTOB MO
NNYHOMY cOCTaBy

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

TeopeTnyeckuii MaTepua

[Tpuka3 — OCHOBHOM MpPaBOBOW aKT, M3AABACMBIA PYKOBOJIUTEIIEM OpPraHHU3AIH JTHOO0U
OpraHu3alMOHHO-NIPaBOBOKH (OpMBI WM (OPMBI COOCTBEHHOCTH, ACUCTBYIOIIMM Ha OCHOBE
eauHoHavanus. [lpukaspl U3garOTCs B LENAX pa3pelieHUs OCHOBHBIX U OMEPAaTUBHBIX 3ajad,
CTOSAIIMX TIIepe]l OpraHu3aleil, a Takke I10 aIMUHUCTPATUBHBIM BOIPOCAM, TpPeOYIOIUM
MpaBOBOTO  PEIICHHUS, U 10 BOIPOCaM  TPYJIOBBIX  OTHOIICHHM  MEXIy pabOTHHUKOM
U paboToaTeIeM.

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

Bunel nprikazon

B kaxnoli opraHusanuu pyKOBOJWTENb H3JA€T IPUKaA3bl ABYX BHJOB: 110 OCHOBHOM
NEeSITeIbHOCTH U 10 JINYHOMY cocTaBy. O0s3aTeIbHOCTh U3aHUs IPUKA30B 110 JMYHOMY COCTaBYy
ycraHoBlieHa TpynoBsIM Konmekcom P®. Hanpumep, oHu HEOOXOAMMEI MpH MpHEME Ha padoTy
(ct. 68 TK PD), npu nipexpaiiieHuu TpyaoBoro qorosopa (ct. 841 TK PD).

[Ipuka3 — Ba)KHEWIINI TOKYyMEHT B CUCTEME KaJipoBOW JOKyMeHTauu. C ero nmoMoIibko
OPOUCXOIUT O(GOpMIIEHHE IpUeMa Ha paboTy, BHYTPEHHUX IE€PEBOAOB, YBOJBHEHUS U T.1.
Ha ocHoBe npuka3oB BeayTcs Bce ydeTHbIe popMbl (JIndHast KapTouka padotrHuka (popma Ne T-
2), nuLeBble cYeTa), 3alOIHAIOTCS JIMUHBIE JIe1a, TPYJOBbIe KHI)KKH U P IPYTUX JOKYMEHTOB.
[Ipuka3 moxarBepkgaer (akt pabOTHl OTAETBPHOTO YeNOBEKAa Y KOHKPETHOro paboTomarerns
Y HE TOJIBKO B HACTOSILEE BPEMS, HO U CIIyCTsI MHOTO JIET.

[Tpukazamu o TMYHOMY COCTaBY OPOPMIISIOT CIIEAYIOIINE TPOLEAYPHI:

. pueM Ha padory;

. MepeBo/ Ha IPYTryio paboTy;

. yBOJIbHEHUE (PACTOP>KEHUE TPYJOBOTO JOTOBOPA);

. MIPEIOCTABIIEHUE OTIIYCKOB (OT3bIB U3 OTITYCKA);

. KOMaHIUPOBaHUE;

. BHECEHUE U3MEHEHUI B YUETHBIE IOKYMEHTHI;

. MIPUMEHEHHE K paOOTHUKY MEp MOOIIPEHHUS;

. HaJIO)KEHUE Ha paOOTHHUKA JUCIUIUIMHAPHOTO B3BICKAHUS.

Bce mpukasbl 1o JMYHOMY COCTaBy TOTOBUT KaJpoBasi CIyx0a, a mpH ee OTCYTCTBUU —
pabOTHHUK, OTBEYAlOUIMil 3a paboTy C3TON JoKyMeHTamue. M3maHue mpHKaza BKIIOYAET
HECKOJIBKO 2TaloB: MOATOTOBKA, 0()OPMIICHHE, PETUCTpAIlsl, BU3UPOBaHUE (WJIM COTJIacCOBaHUE),
03HAKOMJICHHE C HUM PabOTHHKA.

[TogroroBka npukasza

[ToaroroBka mpuKaza HAYMHAETCS C 00s3aTE€IBLHOTO KOHTPOJS KadyecTBa MEPBUYHBIX
JOKYMEHTOB, KOTOpPBIE B MOJABISIONIEM OOJIBITUHCTBE CIy4aeB COCTABISAIOTCS pPaOOTHUKAMU
OpraHu3aIy | MEPEaloTCsl B KaJIpoBYIO CiIyk0y. JIOKyMEHTHpOBaHHE MpUEMa, YBOJIbHEHUS
U IBWKEHUSA KaJpoB NPelycMaTpUBaeT NEPBOHAYAIILHOE COCTABJIEHHE TAKUX JIOKYMEHTOB,
KaK 3asiBJICHUS, JOKJIATHBIC 3alMCKH, TMPEIACTaBICHUS, YBEIOMJICHUS W JIp. OTH TIEPBUYHBIC
JOKYMEHTHl HA3bIBAIOT JOKYMEHTAMH-OCHOBAHHSIMH IS U3JAHUS TPUKA30B IO JTUYHOMY
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cocraBy. KanpoBas ciyx0a (paOoTHHK, OTBe4aroIMil 3a pabOTy C3TOM JOKYMEHTAIUei)
JOJDKHA 3HATh, Kak oQopMIIseTcss KaXIblii M3 3TUX JOKYMEHTOB. Ha OCHOBE JOKyMEHTOB-
OCHOBAHUI ¥ TOTOBATCS IMPUKA3kI 10 IUIHOMY COCTAaBY. I[O IIOATOTOBKU IIPHKAa3a HAa ICPBUYHOM
JOKYMEHTE KaJpPOBUK O0sI3aH IMOJYYHTh PE3OJIOLHMI0 PYKOBOJIHUTENS OpraHu3anuu. Pesomorus
NUIIETCS OT PyKM Ha IEPBOM JIMCTE JIOKYMEHTAa CIIpaBa U BBIPAXKACT PEIICHHE PYKOBOIUTEIIS
II0 3aTPOHYTOMY B JIOKYMEHTE Bompocy. Ha KaapoBbIX JOKYMEHTaX pE3OJIOLHS HOCHUT
«pa3peIINTENbHBINY» WM «3alPETUTEIBHBIN» XapaKTep, BO3MOXKHO, KOHKPETU3UPYET MOPSIOK
Y XapaKTep HCIIOIHEHHs JIOKyMeHTa. Pe3ononus IO/DKHA colepikaTh: (aMUIINI0 pabdOTHHKA
KaJIpOBOIl CITy>KOBI, KOTOPOMY JaeTcsi MOpy4YEHHE, COJCPIKAaHNE MTOPYUCHHUS, CPOK HCIIOJIHEHUS,
JUYHYK TOIIHCh PYKOBOJMTENSl U ATy COCTaBICHUSI PE3ONIIOLMU (npumepvt 1 u  2).
JIOKyMEHTBI-OCHOBaHMsI K IPHKa3aM [0 JIMYHOMY COCTaBy C PE3OJIIOLHUCH PYKOBOAUTEIS
OpraHu3aluy SIBISIFOTCS NPABOBOHM OCHOBOW JIGHCTBUSI, KOTOPOE YCTAHABIMBACTCS B ITPUKA3e.
Kpome Toro, Bma000M mpHKase I10 IMYHOMY COCTaBy JIOJDKHA COJEPIKAThCS —CCBUIKA
Ha HAMMEHOBAHUE JOKYMEHTA, €ro aBTopa  JaTy.

Ipumep 1
Oraen TeACMAPKETHHIA Hupexropy 3A0 «Danagas
ALA. Anekcanaposy
3ASIBJIEHUE

19102009 Ne 38

Cemenoeoi C.C.
06 yBonbHEHHM Nodeomosame npoexm npuxasa
N0 COGCTBEHHOMY XENaHN0 06 yesossuenuy Heawosod H.H. 23,70.2009
Arexcandpos 15.10.2009

IMpoury yBOMHTE MEHA N0 COBCTBEHHOMY XeAaHH0 23 oKTAGps 2009 1,

Crnenmanucry UBansBa HU. M. Usarosa
Ilpumep 2
Oraen TeACMapKETHHTA Hupexropy 3A0 «Daaanas

AA. AJieKCaHNpOBY
JIOKJNNAJTHASA 3ATTMCKA

19102009 No W5 Cemenoeod C.C,
Mod20mosuimé RPOEKM RPUKGSE O CWRAME

npemay & pasmepe 10000 pybred
Arexcandpoe 22.10.2009

B cBs3M ¢ OTAMMHEMM NOKA3aTEANAMH B paboTe, NPOAC/KHTCABHEM CTAXCM TPYIOBOR
peareasHocTH B 3A0 «Danagas u npubanxaommmes S0-aeTHeM Npomy BHIIATHTE 3AMECTH-
TENI0 PYKOBOAWTEAA oTAens Teaemapkerunra Hukonaesy Huxkonaw Huxoaaeswuay acHexHYO
npeMmio B pasmepe 15 Toicsy pyGaei.

Hawanuuux ornena Cugopoba E.K. Cugoposa

[TocranoBnennem ['ockomcrata Poccun ot 05.01.2004 Ne 1 yHubuuupoBansl (popMbl
CIEYIOIIUX TPUKA30B (CM. mabauyy).

Tabauya
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HaumeHnoBaHue npuka3a (pacnopsikeHust)
®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 mpenocTaBiIeHUU OTITYCKa PAOOTHUKY

T-6

O mpenocTaBieHNUN OTITyCKa paOOTHUKAM
T-6a

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

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

O nanpaBieHUH paOOTHUKA B KOMaHAUPOBKY
T-9

O nanpaBieHUH paOOTHUKOB B KOMaHIUPOBKY
T-9a

O nooupeHnu pabOTHUKA

T-11

O noompeHn pabOTHUKOB

T-11a

Jlob6aBneHre IUTEphl «a» K HOMEpPY YHU(PHUIMPOBAHHOW (QOpPMBI O3HAYaeT, YTO OHA
npeHa3HaueHa Uil JOKYMEHTAIbHOTO O(OpMIICHHS MpHKa3a MO JUYHOMY COCTaBY, B KOTOPOM
OJTHO pacHopsiIUTENIbHOE JielicTBME (HampuMmep MpueM Ha paboTy) pachpocTpaHsercs
Ha HECKOJIbKUX paOOTHUKOB. YHUQUUUpPOBaHHbIE (OpPMBI MPHUKA30B  0€3 JTUTEPhl  «a»
UCTIONB3YIOTCS A OQOpMIICHHST HHAMBHUIYalbHOrO MpHKa3a (OJHO pacHopsIUTENbHOE
JIEHCTBHUE HA OJHOTO paOOTHUKA).

3arojoBoYHas 4acTh YHU(HUIMPOBAHHBIX (OPM MPHUKA30B MMEET OJMHAKOBBIN cOCTaB
PEKBM3UTOB: HaWMEHOBaHWEe opraHuszauuu, ee kox 1o OKIIO  (OOmepoccuiickuit
KJaccu(uKaTop NpeANpHUsATUH U OpraHu3alMii), HAMMEHOBaHUE BHUJA JOKyMeHTa ((opMel) u ee
koq 1o OKVY/] (Ob6mepoccuiickuii kinaccupuKaTop yrnpaBIeHYECKOW TOKYMEHTAIMH), HOMEp
U JlaTa COCTaBJICHUs JOKyMeHTa (npumep 3).

[Tpu moaroTOBKE MpOEKTa TMpHKa3a C WCMOJIB30BAHWEM YHU(DUIIUPOBAHHBIX (opMm
ciefyeT coOaroAaTh CleaAyroIIre IpaBuia:

. HAaMEHOBAaHHWE OpPTaHM3allMd — aBTOpa JOKYMEHTa JOJDKHO COBIANATh

C HAMMEHOBaHUEM, 3aKPEIJICHHBIM B €€ YUPeAUTEIbHbBIX JOKYMEHTAX;

. 00s13aTeNIbHO YKa3aHUE PETUCTPALlMOHHOIO HOMEpa MpuKasa;

. JaTa B 3aroJIOBOYHOM YacTH JIOJKHA COOTBETCTBOBATH JaTe H3AaHUs
npuKasa.
Ilpumep 3
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(pacnopsixenne)
0 HEPEROIe PAGOTHNEA HA APYIYI0 padoTY

Perucrpanus, opopmienue, noanucasue

Homep mpukasa npocrasisieTcsi IIpU €ro perucrpanuu. B npenenax kajneHAapHOro roaa
KaJpOBbl€ IPHUKA3bl PETUCTPUPYIOT MOPAAKOBBIMM HOMEpPaMH C JA00aBICHHEM OYKBEHHOIO
uHaekca. CucremMa WHACKCALUU IOKYMEHTOB CO3JaeTCsl B KaXKJIOM KaJpOBOW CITy>KO€ U 3aBUCHT
OT IPUHATHIX B OPraHU3alMM MPABUI PETUCTPALlMM U KOJUYECTBA M3JaBaeMbIX NpuKa3oB. Bce
IIPUKa3bl 110 JINYHOMY COCTaBY JAEJATCS Ha IPYIIbI B COOTBETCTBUU CO CPOKAMM UX XPaHEHMSL.
Yame Bcero c unaekcoMm «JIC» (umm «K») perucTpupyror mpukasbl JOJITOBPEMEHHBIX CPOKOB
XpaHeHus (3TO MpHUKa3bl O INpueMe Ha padoTy, IepeBoJax, YBOJBHEHHUU C paboThl). A BOT
y IIPUKa30B O MPEJOCTABIECHUU €XETOJHbIX OIJJaYMBAEMbIX, a TAaKXKe Y4YeOHBIX OTIIYCKOB,
KPaTKOCPOYHBIX KOMAaHIMPOBKAaX, B3bICKAHUSAX CPOK XPAHEHUs OTPAaHUYEH TIISTHIO TOJIaMH,
clleZloBaTeNIbHO, OYKBEHHBI HWHAEKC Y HUX JIOJDKEH OTJIMYaThCs (HampuMmep IpHKa3bl
0 MPEAIOCTaBICHNUHN €XKETOIHBIX OIIAYMBAEMbIX OTIIYCKOB PETUCTPUPYIOT C UHIEKCOM «O»).

PerucrpanmoHHblii HOMEp NpUKa3a HEOOXOIUM Ui yyeTa JOKYMEHTOB, HO, IOMHUMO
3TOro, OH SBJISIETCA OAHMM W3 PEKBU3UTOB, INMPHUAAIOIINX JOKYMEHTY IOPUAMYECKYIO CHILY,
TO €CTh JEJIAIONIUX TOKYMEHT OECCIIOPHBIM C TOUKH 3pEHHS €ro O(pUIHATbHOCTH.

Cucrema uHAEKCAlMM JOKYMEHTOB IO KaJipaM 3aBUCHUT OT IPHUHSTHIX B OpraHU3alUU
IPaBUJI PETUCTPALIMM U KOJTMYECTBA U3/1aBaCMbIX ITPUKA30B

B nmpukazax 1o JIMYHOMY COCTaBy MPEAYCMOTPEHO IPOCTaBICHHE TAaKOTrO PEKBU3UTA,
KaK JlaTa U3JaHus MpHKas3a, KOTopas pa3MellaeTcs B €ro 3arojioBouHoi yactu. Cienyer UMeTh
B Buay: cT. 68 TKP® ompeneneno, dro mpuka3 o npueMe Ha padoTy o00bsABJIsAETCS
Pa0OTHUKY IO POCHUCH B TPEXAHEBHbIN CPOK €O AHA (PaKTHUYECKOro Hayaja padoThl.
3HA4YUT, U JaTa U3/1aHus IpHUKa3a JOJKHA COOTBETCTBOBATH ITOMY CPOKY.

B cootBerctBun c aeictyronum ['OCT P 6.30-2003 «YHuUIMpPOBaHHBIE CHCTEMBI
JIOKYMEHTaI1H. YHudunupoBaHHas cucTema OpraHU3allMOHHO-PACTIOPAIUTENBHOMN
NokyMeHTanuu. TpeOoBaHus K OQOPMIIEHHIO  JJOKYMEHTOB», YTB.  IIOCTaHOBJIEHHUEM
I'occranmapra Poccum ot 03.03.2003 Ne 65-ct, matel MOryr ObITh OGOpPMIIEHBI JABYMS
crioco0amu: U(GPOBBIM (nanmpumep 02.09.2009) WIH CIIOBECHO-IIU(PPOBBIM
(nanpumep 02 cenmaopa 2009 2.).

ITpu pabore c nmpuKa3aMu I0 JIMYHOMY COCTaBYy ClEIyeT YAeNsITh 0co00e BHUMAaHHE
O(QOpPMIIEHHIO JIaT — yKa3aHUEM JaThl CONPOBOXKJAETCS PACHOpSAIUTENIbHOE JEHCTBUE, BH3a
03HAKOMJICHHUSI pa0OTHHKA, CChUIKA HA JIOKYMEHT-OCHOBAaHUE U T.J. (npumep 4).

Odopmrnenue coJiepKaTeNbHON 4acTu npuKasza 0 JINYHOMY COCTaBy
B YHU(UIIMPOBAHHBIX (popMax He MPeJICTaBIAET CIOKHOCTU — OHA 3aIOJIHSAETCS B COOTBETCTBUU
C UMEIOIIUMCS [TOICTPOYHUKOM.

Ilocne okOHYaHHsT OCHOBHOTO TEKCTa MpHKa3a BO BCeX YHM(PULIMPOBAHHBIX (opmax
numiercs  cnoBo «OcCHOBaHME:» U BHOCSATCS HauMMEHOBaHME, JlaTa U HOMEp JOKyMEHTa
(TOKYMEHTOB), KOTOpBIE SIBIISIIOTCS OCHOBaHMEM [UIA M3JIaHMs NpHUKa3za. B yHuUIIMpoBaHHBIX
dopMax mepeurcieHbl JOKYMEHTbI, KOTOpbIE MOTYT OBITb OCHOBAaHMEM JUISl M3JIaHUS IpHKa3a
B KQXXJIOM KOHKpETHOM ciiyyae. OJIHaKo cienyeT UMeTh B BUIY, YTO MPaBHIbHOE O(QOpMIICHHUE
ATOr0 PEKBU3HUTA IMpelyCMaTpUBAaeT HE TOJIBKO YIOMUHAHUE JOKYMEHTOB, HO M YKa3aHHE
WX BBIXOAHBIX JaHHbIX. Hampumep: «3asenenue Heanoea U.H. om 27.09.2009 Ne 21y,
«Ilpeocmaenenue nauanvnuxa omoena Ilempoea ILIL. om 21.09.2009 Ne 27» v T.1.
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[Tocnennuii 3Tan MOArOTOBKM IMpHKa3za — €ro noAnucanue. Ha moanuchk pyKkoOBOIUTEIIO
OpraHM3alMyl  IPEJCTAaBISICTCS TOJHOCTHIO  3alojHeHHass  yHuduuupoBaHHas  ¢opmMa.
OdopmiieHne MOMNMUCH TPEIyCMAaTpUBAET yKa3aHHE MOJDKHOCTH PYKOBOJIMUTENS, €r0 JIMYHON
MOJIMUCH, HTHUIIUAJIOB U (haMUITHH.

Ha nmpaktuke emie BCTpe4aroTCss Cillydad, KOIJa Iepel JOJDKHOCTBIO PYKOBOIUTEINS
OT PYKHM MHUIIYTCS «3a», «3aM.» WM npoctasigercs kocas yepra. [OCT P 6.30-2003 u unbie
JIEUCTBYIOIIME HOPMATUBHBIC JOKYMEHTHI HE JOMYCKAIOT MCIOJIb30BAaHUE MOJOOHBIX NMPHUEMOB:
3TO JINIIAET JOKYMEHT FOPUIUYECKON CUJIBI.

[Tocnemuuii peKBU3UT, KOTOPHIM 3amlOHAETCS B YHH(PHUUIMPOBAHHBIX (hopMax, — BU3a
O3HAKOMJIEHUS pabOTHMKA, cocTosmias U3 ciioB «C MPUKa30M O3HAKOMIICHY», JTMYHOM MOANHCU
pabOTHHKA U 1aThl 03HAKOMJICHUS.

Ilpumep 4
Ocwomanne:

WINCHSIING K TPYS0BOMY A0FOBOPY O « i3 . Mapma 0 09 r N 25/09

AR APy IOt JoxyMeins sangnewue pabomnuxa om 16.10.2009 W41
PPy KOSOANT AN 0PN S Aupexmop fluxoraes H.H. Hurkonaes

C mpusa rom (pacnopaacines) p.u'mnm. OIMAROM oM CV\,‘jo’,o% . R4 D et O ® pL )

[Ipukasbl B TEKCTOBOH hopme

ITomuMo npHKa30B B YHUGHUIMPOBAHHOW (opMe, KaJpOoBble CIIY)KObI TAaKKE M3AAI0T
npuKassl B TeKCToBOW  ¢opme. Tak, He yHUQUIMPOBAHBI  TPHKa3bl, HU3AaBaeMbIC
npu opopMIIeHUH B3bICKaHUI PaOOTHUKOB (32 UCKIIIOUEHHEM YBOJIbHEHHS), OT3bIBA U3 OTIIYCKa,
0 BHECCHHH U3MEHEHUH B YUETHBIC JOKYMEHTBI, HAIPUMED MPU U3MEHEHUH (paMuinu.

ITonoGHble mpuKa3bl 0GOpMIAIOT Ha OJaHKe, KOTOPBIM MCIOJB3yeTcs s U3AaHUs
MPUKA30B PYKOBOAMTENS I10 OCHOBHOW J€ATENbHOCTU. biaHK mnpukaza I0JKEH CcolepikaTh
HalMEHOBAHME BBIIIECTOALIETO oOpraHa (IpW €ro HaJIW4YMM), HAaUMEHOBAaHHWE OpraHu3aluu
(yupexneHus, TNpeAnpusiTus), BHUJ JOKyMeHTa (IIpUKa3), MECTO €ro W3JaHus, MEeCTO
JUIS IPOCTaBJICHUS MHJEKCca TOKYMEHTa, JaThl. PerucTpanoHHbIi HHIEKC U AaTa o(popMIISIOTCS
10 TE€M K€ MPaBUJIaM, YTO U MPH 3aM0JIHEHUN YHU(PUIIUPOBAHHBIX (HOPM.

ITpuka3 B TekcToBOW (opMe 005A3aTENBHO CONPOBOXKAAETCS 3aroJOBKOM, KOTOPBIN
dbopMynupyeTrcss B COOTBETCTBUHU € BUJOM Ipukasza. Hampumep, npukas o yem? — «O enecenuu
U3MEHEeHUl 6 yuemHvle  OOKymenmul», «00 obvasénenuu  evicosopa», «006 om3vige
U3 04epeoH020 OMNYCKay.

[Ipuka3 mo TMYHOMY COCTaBY, M37aBaeMblii B TEKCTOBOM (hopMe, TaK K€ Kak U MpHUKa3
B yHUQUIIMpOBaHHOW (opme, MoXeT O0QOpMISATh OJHO PpaCHOpPSAIUTENbHOE JIeHCTBUE
OTHOCHUTEJIBHOTO OJITHOTO MJIM HECKOJIbKMX paOOTHHUKOB. B mepBoM ciydae TeKCT mpukasza Oyaer
coJlep’kaTh OJMH MYHKT. Bo BTOpOoM (Takue MpHKa3bl Ha3bIBAIOT CBOJHBIMH) — TEKCT JOKEH
COJIEp’KaTh COOTBETCTBYIOIIEE KOJIMUECTBO ITYHKTOB.

CopepxarenpHasi 4acTh IpHUKa3za IO JUYHOMY COCTaBY, O(OpPMIIIEMOTO B TEKCTOBOMN
dopme, Kak MpaBUJIO, HAUMHACTCA YKa3aHUEM Ha paclopsAuTeNbHOe neicTBue: «O0vagumo
6b12060p...» «Omo3eamp u3 0uepeono20 onnavueaemo2o omnycka...»
u 1.11. [Ipn popMynupoBke TekcTa pacropsaUTENbHBIX JTOKYMEHTOB CIEayeT J00HUBaThCS TOTO,
YyTOOBl OH TOYHO BBIpAXKAJl pAaclOpSAUTENbHOE JAEWCTBHUE, HE OMYyCKall €ro pa3jin4HbIX
TOJIKOBAHUH.
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[Tocne OkOHUaHMS TEKCTa OT HErO OTCTYMAIOT ABA-TPU MHTEpBaja, IEYaTalOT CIOBO
«OcHnoganue:» 1 1AIOT CChUIKY Ha Ha3BaHUE, 1aTy U HOMEP JOKYMEHTa (JOKYMEHTOB), KOTOpbIE
SBJISTIOTCSI OCHOBAHHEM JJISl M3aHUs TIPUKa3a.

Ha noanuce pykoBOJUTENIO OpPraHU3alMU HPEACTABISIETCS MOJHOCThIO O(QOPMIICHHBIN
¥ 3aBU3UPOBAHHBI TpoeKkT npukaza. OdopmieHrne MNOANUCH MPEIyCMATPUBAECT yKa3aHHE
JIOJDKHOCTH PYKOBOJMTEISA, €70 JIMYHYIO NOJINCh, THULIUANBI U (haMUIIUIO.

Takum o0pa3zoM, K opOpPMIICHHIO TIpUKa3a U B yHU(PUIMPOBAHHOW, U B TEKCTOBOU
dopMax NpPeABABISAIOTCS OJHU M T€ )K€ TpeOOBaHMS: B 3ar0oJOBOYHOM 4YacTH HEOOXOIMMO
HaJIMYMe Ha3BaHMSA OpraHu3alMM, JaThl W HOMEpa TIpUKas3a, 3arojioBKa K TEKCTY;
B opopmIrstromelt yacTu o0s3aTesibHa COOCTBEHHOPYYHAs! MOANUCH PYKOBOAUTENSI OpraHU3aluu
¥ BU3a O3HAKOMJICHHS paOOTHHUKA.

CoOnrofieHne yCTaHOBJIEHHBIX TpeOOBaHUN K O(OPMIICHHMIO IPHKA30B 10 JUYHOMY
COCTaBy TapaHTUPYET COXpaHEHHE 3HAYCHHS ITOr0 JOKyMEHTa U JJis paboTonarens (Hampumep
IIPY IPOBEPKAX TEPPUTOPHAIBHBIX OTIENeHUN MHCcneKkuuu 1o Tpyay WM NPH NpeIbsBICHUH
JOKYMEHTOB B CYZ€), U JUI1 paOOTHUKA, KaK B MIEPHOJ €ro padoThl B OPraHU3alUH, TaK U MOCTe
YBOJIbHEHUSI U3 Hee. MHOrue npuKasbl SBISIOTCS JIOKYMEHTaMHU CO CPOKOM XpaHeHus 75 jer
U TIOTOMY COXPaHSIOT CBOE 3HAUE€HHE MHOTO JIET CITYCTSI ITOCIIE UX M3IaHUSs.

Cornacosanue

OTaenpHBIX MOSICHEHUH TpeOyeT Takol 3Tar MOArOTOBKU MPHUKa3a MO JIMYHOMY COCTaBY,
KaK €ero COrjlacoBaHME, TO €CTh BHU3MPOBAHUE TEMU JOJDKHOCTHBIMM JIMLAMH OpraHU3allUH,
KOTOphIE HMMEIOT OTHOILIEHHWE K TOMY WJIM UHOMY TIPaBOBOMY OTHOIICHHIO pabOTHHKA
U paboTonarens.

CoctaB nuI, BH3UPYIONIMX MPUKA3bl IO JUYHOMY COCTaBY, B Pa3HbIX OpraHM3aIUsIX
UMEET CYyIIEeCTBEHHbIE pa3nuuus. [losToMy mpaBmjia BH3HMpPOBaHHUSI NMPHUKA30B I10 JUYHOMY
COCTABY B KOHKPETHOM OpraHu3aluy J0JKHBI ObITH OIpeleseHbl KaJpOBOH CJIy:k00ii
U PYKOBOJACTBOM OPraHU3allii W 3aKpelieHbl B MHCTPYKIHMHM 10 padore ¢ KagpOBbIMHU
AOKYMEHTAMU WIH UHOM JIOKQTbHOM HOPMaTHUBHOM aKTe.

Busbl npocTaBisioTCS WM B HUOKHEHW YacTH TIOCIIEIHEro JIMCTa TMpuKasa (mocie
nojmnucei), Win Ha 000POTHON CTOPOHE MOCIEAHETO JUCTA MOATUHHUKA IPUKa3a.

Cornacuo 1. 3.24 TOCT P 6.30-2003 odopmiieHre BU3bI JOJKHO COCTOSITH U3 MOIAMUCH
JUIa, BU3HPYIOIIETO JOKYMEHT, €ro JOJDKHOCTH, paciIu(ppOBKH MOAMUCH (T.€. yKa3aHUs
WHUITMAIOB U (paMIINHN ), TaThl BU3UpOBaHUs. Hampumep:

HavansHuk oTnena

>Boponoe K.T. BopoHos

24.09.2009

I'maBHbII OyxranTtep

Pomanosa A.B.Pomanosa

25.09.2009

[Ipuka3 BCTymaeT B CHJIy C MOMEHTa MOJMUCAHUS, PETUCTPUPYETCS B ITOT KE JACHb
1 00BSABIISIETCS paOOTHUKY TOJT POCTIHCH.

B cootBerctBun c 1. 3.28 I'OCT P 6.30-2003 noKyMEHT IOJKEH COIEPKAaTh OTMETKY
00 UCIIOJTHEHUM U HANpaBJICHUM €ro B Jel0. ODTO MpaBWJIO KacaeTcs TaKKe | KaJpOBBIX
npukazoB. OTMETKY 00 UCTIOTHEHHH TOKYMEHTa W HAMPABICHHH €ro B JEN0 CTaBAT B JIEBOM
HIKHEM YTIIy IpHKa3a. DTOT PEeKBU3UT BKIIIOYAET B ce0s CieNyrolIMe NaHHble: cioBa «B aemoy,
HOMeEp JieTia, B KOTOPOM Oy/IeT XpaHUTHCS JOKYMEHT.

B nemno Ne 02-09

Heankosa 07.10.2009

OtmeTka 00 UCTIOJTHEHUM JIOKYMEHTa U HalpaBJIEHUHW €ro B JIEJI0 IOJIUCHIBAETCS
U TaTUPYETCS WCIOIHUTENEeM JIOKYMEHTa WM PYKOBOAHMTENIEM CTPYKTYPHOTO IMOAPA3IEICHUS,
B KOTOPOM HCITOJIHEH JTOKYMEHT.

IIpunoorcenue 1
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O6pa3zen opopmiieHUs] YHUPUIMPOBAHHON (GOPMBI IIPHKa3a (pacropsyKeHUs)

Yundmunponawnan fopwa N 1.1
Yivepaacas noc ramon e Fockoncrsrs Foconn
o S miomapu 2004 N0

Ko
Dopsa so OKYIL 1301001
3axpemoe axuoRepHOe obuwiecmao «3denvesios 3AD «Ideneeeics) o OKI110O 12345678

AR PR T

Hosep soxymenra | Jlara cocramachns

NPHUKA3 85« 06.10.2009
(pacnopasenne)
O npueste paborinka wa pabory
ara
Hpuusrs na pabory ¢ 05.10.2009
LU

Tabeansun nosep

Pomanosy Hpuny Huxosaeeny 153

[N

FTPERTIPOS TV LN
de. dumenes

AURSE TR (R T AP Gee s ML A e (LA & e ] s e

Torans speres s pilory wapatep piloTe

© TapiiioR cranxoil (oK 1oM) 1_)5&0.0. mo. 00  wom.
naxbasxof .2'0‘2?_ p6. 00 xom
© ICHMTAINCM 163 CPOK odum MecHim(en)
Ocnwomanme:
Ipyaosoll wtosopore 05 oxmatps 20 09 r = 3209
Pyxosoanress oprammrannn  [ewepanunwd dupexmop Hasun ;au.m.uu
A [T e

C npaxa 1o (pacnopaaennes) paboTuns o xmaKomien: Poumanoba -« 7 - ounsbps M0 09 1

[T

B acao N: O4-07
Cabruna 07102009

Ipunoowcenue 2
O06pas3err opopMIIeHHS ITPUKA3a B TEKCTOBOU (hopme
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Jakpuwroe axumonepnoe obmectTso «Ineansefics
(3A0 «Dneanseitcs)

IIPUKA3
12 oemadipa 2009 ¢ Ne 9%«
Mocksa

O npenocrasacHum aus oranxa Huxonosy K.I1.

3a pabory B BRXOAHON icHSL 4 OXTAGPS 2009 1. 1PCAOCTARNTL CACCAPIO -HRAANYHKY YHACTKA
Ne 3 Huxonosy K.I1. aens otanixa 16 oxraGpa 2009 r.

Ocnonanue: saansenne K.I1. Huxonona or 09.10.2009 Ne 21,
Fenepansuuit Aupexrop Hasun H.H. Mapun
Havanssnx ywacrxa Ne 3

Tputopof  C.M. Ipuropsen

12102004

C HPHKAIOM OIHAKOMJICH:

Checaph-Hananumx uexa N 3 Huxonol K.I1. HuxoHons
713.70 2009

B neno Ne O%-07F

Cabrunia 15102009

Ne9  UayyeHne  ocobeHHOCTEM  cocTaBfieHMss UM 0GOpMIEeHUs
AOKYMEHTaunn no TpyaoBbIM OTHOLUEHUSIM

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

Xon paboThI:
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1. N3yuyenune OIaHKOB JOTOBOPHO-NPABOBOM JOKYMEHTAallUM W JIOKYMEHTAIlUH I10
TPYZOBBIM OTHOILICHUAM U TpeOoBaHUN K 0()OPMIICHUIO.

2. I/ISy‘lI/ITB 0COOEHHOCTH HOFOBOpHO-HpaBOBOI;'I AOKYMCHTAIIMKU W IOOKYMCHTAUUHU I10
TPYAOBbBIM OTHOLICHUSM.

3. 3anonHeHue I[Ol"OBOpHO-Hp&BOBOfI JOKYMCHTAIIMKM M JOKYMCHTaUHWH II0 TPYAOBBIM
OTHOIICHUAM.

I[Ipuem Ha pabory HeoOXoaMMO  HaIeKamuM  oOpa3om opopmuts. [lpu
MOCTYIUIEHUU HA paboTy pabOTHUK JODKEH MPeIbsSBUTh MAaclopT, COOTBETCTBYIOIIUN
3aKOHOJATEIbCTBY 0 Tmacroprax, a TaKXe TPYJIOBYIO KHIKKY WIH CIIPaBKY
0 MOCTIeTHEM 3aHATHUH, €CIM OH IIOCTyNmaeT Ha padoTy BrepBbe. J[1si BOGHHOOOS3aHHBIX
IPEIYyCMOTPEHO TAaKXKe MPEeIbsIBICHNE BOEHHOro Owuiera, auigaunor 14 pmo 16 jer —
CBHJIETEIILCTBA O POXKACHUHU. B ToM ciydae, koraa Ha paboOTy HMPUHUMAETCS CIICIUAIUCT, OT
KOTOPOTO TpeOyeTcst crielualIbHbIC 3HaHUS WA OTIPE/ICIICHHAS KBaJIM(pHUKAIIvS,
aIMUHHCTpAIUS NpeAnpusaTus o0s3aHa noTpedoBaTh MPeIbsIBICHIE COOTBETCTBYIOIIETO
OpUTHHAJIA WK APYroro J0KYMEHTa, CBUACTEIbCTBYIOIIETO O MOJIYYEHHOM  OOpa30BaHUU,
KB (UKAINK, CTa)Ke pabOTHI U T.]I.

[locrynatomuii Ha paboTy mNHIIET JWYHOE 3asBIEHHUE C IPOCKOO O  MpHeMme.
B HeMm yka3zbiBaeTcs JOMKHOCTh, CTPYKTYPHOE MOApa3ieieHue, Kyaa IPOCUT IPUHATh Ha paboTy
3asgBUTENb, U YCIOBHUS MpHeMa (HampuMep, Ha OMpPEeICHHbIN CPOK WM Ha BPeMsl BHITTOJIHEHUS
KOHKpeTHOH paboTel u T.m.). Okxjanu gara mnpuema Ha paboTy OyayT yka3aHbl B BU3aX
WIM PE30JIIOLIMY PYKOBOAUTENS. 3asBJICHUE IOANMCHIBAETCS U JaTUPYETCS.

[Ipy MONOXKUTETHPHOM pEHIEHHH BOMpPOCAa C MOCTYMAIOUIMM Ha paboTy 3aKII0YaeTcs
TPYZOBOM AOrOBOP (KOHTPAKT), U3aeTCs MPUKA3 O MpueMe Ha paboTy.

«TpynoBoii  1oroBop  (KOHTpPAakT) €CTb  COIJIAIICHHE MEXIYy TPYAALMMCS U
IPENIPUITHEM, YUPEKIECHUEM, OpraHu3ainuei, o KOTOPOMY TPy IALIUICS
00s13yeTcs BBIMOJMHATL ~ pabOTy O  OMNpENeNIEHHOW  CNEeLUAIbHOCTH,  KBaJH(pHUKAIUU
WIM TOJDKHOCTU C  TOJAYMHEHUEM BHYTPEHHEMY TPYAOBOMY  PacHopsiAKy, a IMpearpusTHe,
YUpEeXJIEHUE, OpraHu3alus 00S3YIOTCS BBIIJIAYUBATh  TPYISAIIEMYcs 3apabOTHYIO IUIAaTy U
oOecrieunBaTh YCIOBUS TPyJa, IPEAYCMOTPEHHBIE 3aKOHOJATEIBLCTBOM O TPYAE, KOJUIEKTUBHBIM
JIOTOBOPOM U COTJIALIEHUEM CTOPOH».

B xoMMeHTapusaX 3aKOHOAATENBCTBA O TPYAOBOM J0roBope ormedaercs, yro TK PO
ynoTpeOsieT TEPMUHBI «TPYIOBOM  JOTOBOP» U «KOHTPAaKT» KaK PaBHO3HAYHBIE MOHSTHS,
omoHuUMBI. «Takoe COCencTBO  O3HAYAeT, YTO 3aKOHOJATENIb HE BHUAWUT  pa3av4dui
MEXIY TPYIOBBIM JOIOBOPOM M KOHTPAKTOM.

«TpynoBoit 10roBOp (KOHTPAKT) 3aKirovaeTcs B mucbMeHHou (opme. [Ipuem Ha paboty
oopmisieTcs puKazoM  (pacropssKeHUEM)  aAMUHHCTPAIUH MPEANpPUsITUS,  YUPEXKICHUS,
OpraHu3aIu. [Ipuka3 (pacnopsikeHue) OO0BSBISAETCS] paOOTHUKY TIOJT PACTIUCKY».
TakuMm oOpa3om, «B HacToslIee BpeMs HHChbMEHHasi ¢opMa oOs3aTenbHa I BCEX TPYIOBBIX
JIOTOBOPOBY, U 3aKJIIOUEHUE TOTroBopa (KOHTPAKTa) HE HCKIIOYAET HEOOXOAMMOCTH CO3IaHUS
npuKasa.
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TpynoBoii 1oroBop uMeeT THUIIOBYIO POPMY, B KOTOPYIO BHOCATCS WHIUBUIYyaJbHbIC
yCIIOBHS PabOTHI COTpYIHUKA, JOJKHOCTD, JOJDKHOCTHBIE 0053aHHOCTH.
Pa3znnuatoTcs OCHOBHBIE U JIOTIOJIHUTENbHBIE  YCJIOBMSI TPYJOBOIO JOrOBOpa  (KOHTpAaKTa).
K OCHOBHBIM yCJIOBUSIM TPYZOBOT'O JOrOBOpa (KOHTPAKTA) OTHOCATCS COTJIAIIEHUS: 0 padoTe 1Mo
OJTHOW WJIM HECKOJIBKMM CIIEHUAIBHOCTSAM (IOJDKHOCTSIM), COOTBETCTBYIOIICH KBAJTH(HUKAIINH;
MecTe paboThl (MIPEeANPHUSTHE, €T0 CTPYKTYPHOE MOApa3esieHre, UX MECTOHAX0XK/IEHUE); CPOKE
JENCTBUS U BUJIE TPYAOBOT'O J0roBOpa (KOHTPaKTa); 00 YCIOBHIX OIUIATHI TPYAA.

K /1ONOJHUTENBHBIM  OTHOCSTCS YCJIOBHUS TPYJOBOTO IOTOBOpa  (KOHTpPAaKTa),
KOTOPBIE MOTYT KacaThCsl JIIOOBIX  HMHBIX BOIPOCOB TPYyHa, a TaKKe COIHMAIbHO-OBITOBOTO
oOCITy>)kMBaHUsl paOOTHHKA, HAlPUMEpP, YCTAHOBIICHHE HMCIBITATEILHOTO CPOKa, COBMEIICHUE
npodeccuit (I0KHOCTEH ), TIEPEToAroTOBKa, 00ydyeHne BTOPOM MPOGeCcCHuu U Ipyrue.

Cormacno ctatee 71 TK PO mnpu 3akiaroyeHUH TPYIOBOTO JOTOBOPA MOXKET OBITh
00YyCIIOBJICHO COTJIALIIEHHEM CTOPOH WCIIBITAaHUE C LIEJIbI0 TPOBEPKHU COOTBETCTBUS
paboTHHKA TOpyYaeMon emy paborte. Ycnosue 06 WCIIBITAHUU JOJIKHO OBITH
yKa3aHo B TPYJIOBOM JoroBope. OTCYTCTBHE B TPYJOBOM JIOTOBOpPE YCIIOBHS 00 HCIIBITAHUU
03HAYACT, YTO PAOOTHHUK MPHHAT O0e3 ucmbITaHusA. CPOK UCTIBITAHUS HE MOXKET MPEBBIMIATH TPEX
MECSILEB, a JUIsl pyKOBOJUTENEH OpraHU3aluil U UX 3aMECTUTENEH, IJIaBHbIX OyXraJTepoB U HUX
3aMECTUTENICH, PYKOBOAMTENCH (WIMAIOB, TMPEICTABUTEIBCTB M HWHBIX 000COOJICHHBIX
CTPYKTYPHBIX IOAPA3ACICHUN OPTaHU3aLUNI - IIIECTH MECSLEB.

B cootBercTBuM co cTaTheit 58 TK PO TpynoBbie 10rOBOPHI 3aKIIOYAIOTCS:
— Ha HEOIpe/IeJICHHBIN CPOK, T.€. HA IIOCTOSIHHYIO paboTy;
— Ha OTpe/IeNICHHBIN CPOK, HEe OoJiee MATH JIeT (CPOUHBIN TPYIOBOH AOTOBOD).

TPYZIOBOW OrOBOP 1. Mpeanpuatue (opraHusaums)

___(HaumeHoBaHuMe) B nuLe

(monxkHocTb, pammnma, uma, oT4ecTBO)
, UMeHyemoe B

JanbHenwem «Mpeanpuatme» n rpaxaaHnH

__(damumnua, umsa, oTyecTBo) MMeHyeMmbIli B AasibHelwem «PaboTHUK», 3aKI0UMAN HACTOALLMIA
[lOroBOp O HUXecneayolem: 2. PaboTHUK
(damunnus,

WM$, OTYECTBO) NPUHMMAETCA Ha paboTy
(HaMmeHoBaHUe

CTPYKTYPHOrO noApasaeneHna NpeanpuaTua: uex, otaen, nabopatopua nT. 4. )

___no npodeccmm, AONKHOCTH
(nonHoe HaumeHoBaHWe
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npodeccun, AONKHOCTU) KBaNUUKaLUK

_ (pa3spag, keanndurauma, kateropmsa) 3. [lorosop asnsaerca: [Jorosopom nNo ocHoBHoM pabote /
[oroBopom no COBMeCTUTENBLCTBY (HY»KHOe NoAdYepKHyTh) 4. Bua aorosopa: Ha HeonpeaeneHHbIn CPoK
(beccpoyHbIit) Ha onpeaeneHHbIn CPoK (CPOUHbIN)

(yka3aTb NpUUKNHY 3aKI04EHUS

CPOYHOro A0roBopa) Ha BPeMs BbINOIHEHUA onpeaeneHHoN paboThbl
(ykasaTtb Kakol) 5. CpoK geincreus gorosopa.

Hauano paborbl

OKoHYaHue paboTbl
6. Cpok

ncnblTaHua: a) 6e3 ucnbiTaHns
6)
(NpoAoMKUTENBHOCTD UCNbITaTENbHOTO CPOKa) 7. PaBOTHUK A0/KEH BbIMNONAHATL Caeayolme

ob6Aa3aHHOCTU:

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

__ 8. Mpeanpuatve 06s3aHO OpPraHN30BaTb TPYA PabOTHMKA, CO34aTb YCI0BUA A/1a 6e30nacHoro u
addeKkTMBHOrO TpyAa, obopyaosatb paboyee MecTo B COOTBETCTBUM C MPaBUIaMM OXPaHbl Tpy4a U
TEXHUKKM 6e30NacHOCTM, CBOE-BPEMEHHO BbiNlaynBaTh 06YC/I0BAEHHYIO 4OFOBOPOM 3apaboTHYIO NaaTty.

__(yra3bIBalOTCA KOHKPETHbIE Mepbl MO OPraHM3aLLMM NPOU3BOACTBEHHOIO NpoLiecca, 0bopya0BaHMIO
pabouero mectauT. 4.)

___ 9. 0O6szaHHOCTb paboTogatens no obecneyeHuUto yCI0BUA Tpyaa Ha paboyem MecTe C yKasaHMem
[AOCTOBEPHbIX XapaKTEPUCTUK, NPeA0CTaBAAEMbIX KOMMNEHCALMKN U bFOT PabOTHUKY 3a TAXKe ble, 0060
TAXKe ble PaboTbl U PaboTbl C BpeAHbIMU, 0COH0 BPELHbIMU UM ONACHBIMW YCIOBUAMM TpyAa. 25
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__10. OcobeHHOCTH perkMMma paboyero BpeMeHU: HENOHbIN paboynin AeHb
HenoJsiHaA paboyvas Heaenn

no4yacosan pa60Ta

11. PaboTHUKY
YCTaHaBAMBAETCA: AO/MKHOCTHOM OKNag (TapudHan ceTka) py6. B Mecaw, unu

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

CTaBKe, oKnaay); 12. PaboTHUKY yCTaHaBANBAETCA EXKeroiHblii onaaunsaemblii OTNycK
NPOAO/IKUTENIbHOCTbIO: OCHOBHOM pabounx gHen AONONHUTENbHbIN pabounx
AHen. 13. pyrve ycnosuaA 40rosopa, CBA3aHHbIe CO cneunduKkon Tpyaa

___Npeanpuatue (paboTtoaaTens): (d., u., 0,
[O/IKHOCTb)
Appec:
(noanuchb) « » 20
r. PaboTHUMK: (., n., 0., AaHHbIE NacnopTa)
Appec:
(mnoanuce) « » 20
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Ne10 3y4yeHne ocobeHHoCcTENn OPOPMITEHNS NINYHbIX Aen

Ilesib 3aHATHSI: OCBOUTH TEXHOJOTUH OOPMIICHUS JIMYHON KaPTOUYKH COTPYIHHUKA.
3ananus:
Ha ocHoBanuu npaktuyeckoit padbotel Ne§ opopMHUTh TUUHYIO KAPTOUKY COTPYAHHKA

Ne11 CocTtaBneHue n opopmneHne npeTeH3noHHO-MCKOBOW LJOKYMEHTaL MK

Ienp 3aHATHA: OCBOUTH TEXHOJIOTMHM COCTABJICHUS IPETEH3UM M HMCKOBBIX 3asBICHUN
IpY HapYyLICHUH JOTOBOPHBIX 00s3aTEIbCTB.

AKTyaJ'II/I3aL[I/I5I OITIOPHBIX 3HAHWH U IMPAKTUYCCKOI'0 OIIBITA ITPU AOITYCKE K pa60Te:

1) Kak odopMIsSIOTCS TPETEH3UH NPEINPUATHA 10 HAPYIICHUIO JIOTOBOPHBIX
00s13arebCTB?

2) Coneprxanue u QyHKIIMK UCKOBOTO 3asBIICHHSI.

3ananus:

1) cocraBuTh 1 0OPOPMUTH MPETSH3UIO 32 HEAOIIOCTABKY PO TYKITHH;
2) cocTaBUTh U OPOPMUTH UCKOBOE 3asBIICHUE B apOUTPAXKHBIN CY/I.
MeToauyeckue ykazaHus

UtoObl BBIONHUTH 3aJaHUE, HEOOXOAMMO O3HAKOMHUTHCS C THIIOBHIM MaKETOM
JIOKYMEHTOB, COJIEPKAIIIUM:

- IPETEH3HUI0 00 yIlaTe HeyCTOWKH 3a HEIOMOCTaBKY (IPOCPOUKY MOCTABKH) MPOTYKIINH;

- TPETeH3UI0 K AaBTOTPAHCIOPTHOMY MpPEANpPUATHIO O HEAOoCTadye rpy3a MpH
LEHTPaJIN30BaHHON JOCTaBKE;

- MCKOBO€ 3asIBJICHHE O B3BICKAHUM CTOMMOCTH HEJIOCTa4d Ipy3a MpH NEPEBO3KE IPy30B
aBTOTPAHCIIOPTOM;

- ICKOBOE 3asIBJICHUE O B3bICKAHUU CTOMMOCTH HEAOCTAIOIIEH MPOIYKIIUU (TOBapa).
IIperen3uss — 310 TpeOoBaHUE O JOOPOBOJILHOM YCTPaHEHUU HApyILIEHUS

3aKOHOAAaTCJIbCTBA.
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B nemsax yperyaupoBaHMs CIIOPOB BUHOBHOM CTOPOHE HAIIPABISIOTCS IIPETCH3UOHHBIC
MHCbMA.

[IpereH3un NpPeABABIAIOTCS B OTHOLICHHM KadyecTBa TOBapa, OOBEMOB U CPOKOB
IIOCTAaBKH, YIIAaKOBKH, MapKUPOBKH, IJIATEKa U APYTUX YCIOBUN KOHTPaKTa. B ImpeTeH3nOHHOM
NUCbME, KpOMe OOIINX PEKBU3UTOB MMHCHbMA, TOJDKHBI OBITh YKa3aHBI:

- TpeOOBaHMs, IpPEIbsIBIAEMbIE 3asgBUTEIEM OpraHU3allld, KOTOPOIl HampaBiseTcs
IIPETEH3US;

- MOJIPOOHBII pacyeT CyMM, KOTOPBIE 3asBUTEIb IPOCUT TIEPEUNCIINTH;
- OCHOBaHHsI TPEOOBAHUH 3aBUTEIIS;

- CPOK A OTBE€Ta Ha IMPCTCH3HWH, €CJIM IOTOT CPOK HE YCTAHOBJICH CICHHAJIbHBIM
HOPMAaTUBHBIM aKTOM;,

- GaHKOBCKHE PEKBU3UTHI 3asBUTENS (pu HeoOxoaumocTH). [Iperen3us noanuceiBaeTcs
PYKOBOAMTEIIEM NPEAIPUATHS WIHM €70 3aMECTUTEIIEM.

VckoBoe 3asBiieHuUE - 3TO TpeOOBaHUE K KOMIIETEHTHOMY OpPraHy O 3all[UTe HapyLIEHHOIO
IIpaBa OpraHU3aLNM, IPEAIPUS TUS, YUPEKICHUS.

HckoBbie 3asBICHUS IIOJAar0TCA B ap6HTpa>K C HpOCB6OI71 O B3BbICKAHHMH C OTBCTYHUKOB B
MNPUHYAUTCIIBHOM MOPAAKE MPCTCH3MOHHBIX CYMM.

PexBU3UTHI HCKOBOTO 3asIBICHUS CIIEAYIOIIHUE:
- HAaMMEHOBaHHUE apOUTpaxa;
- HAUMEHOBAaHME U aJipeca CIIOPALINX OpraHU3aLHii;

- HAaMMCHOBAHHMC MUHHUCTCPCTB M BCAOMCTB, B CHUCTEMY KOTOPBIX BXOIAT CIHOPANIHE
OpTraHH3alnu,

- U3JI0OKCHUC CYHNIHOCTHU CIIopa U O6CTO$IT€J'II)CTB, CJIy’KallluX OCTHOBAHHUEM IJIS1 UCKA,

- CChUIKAa HA HOPMATHBHBIC aKThl W JIOKA3aTEIbCTBA, MOATBEPK IAIOIINE HU3IOKEHUE
00CTOSATEILCTB;

- TpeOOBaHUE UCTIIA;
- IPUYHHBI BO3PAKEHUS IPYTrOd CTOPOHBI;

- CyMMa HUCKa,
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- AaTa moJgavu 3ad4BJICHUA U IOANINCH PYKOBOAUTCIIA.

B xonme HCKOBOro 3asBIICHUS YKa3bIBa€TCsA IMPHUIOXKCHUE: IICPEUYCHbL JOKYMCHTOB,
npujaracMbiX K 3asBJICHUIO. I[JISI OTACIBbHBIX KaTeI‘Opl/If/’I CIIOpOB TICPCUYCHb JOKYMCHTOB,
nmoJuIC)Kalux MpeaAbABICHUIO B ap6HTpa>I<, YKa3bIBACTCA B MHCTPYKIIMOHHLIX IMHUCbMax.

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

2) Iopsinok oopMiIeHUs OT3bIBA HA HCKOBOE 3asIBIICHHE.

Tema: " O6Limne ocHOBbI AENOBOW KOppecnoHaeHummn"

[Mpaktnyeckaa pabota Ne12 WM3ydyeHme ocoBeHHOCTEN MNOLrOTOBKU

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

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

B Terpanu nns npakTHueckux paboT HEOOX0IUMO:

o yKa3aTb TEMY U HOMep MPaKTUIECKOH paboThI

o LIeJIb 3aHATHUS

o OTpa3uTh XOJ BBIIOJHEHUS pabOThI

. OTBETUTh MUCbMEHHO HA KOHTPOJIbHBIE BOIIPOCHI
o clienath BbIBOJ IO padoTe

KOHTpOJII)HbIe BOITPOCKHI:

e B dem 3akmodaroTcss 0COOGHHOCTH SI3bIKA U CTUJIS CITY>KEOHBIX JOKYMEHTOB (Ha IpUMepe
nucbema)?

e KaxkoBo (I)YHKI_[I/IOHEUILHOC Ha3HAYCHUEC KOMMCPUYCCKHUX mcem?
e Ha3oBuTte morndeckue 3I1€MEHTHI ITHCHMA.

e Ilepeuncnure oCHOBHbIE TPEOOBAHUS K JIETIOBOM peyH.
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3a[laHl/lﬂ, BbBIHCCCHHbIC HA 3AaHATHUSA

1. N3y4uth 0C00EHHOCTHM NOArOTOBKH Ciay:xke0HbIX mnmucem. Ha
npuMepe NUCbLMa-NPocbObl U NMCbMA-NIOATBEP:KICHHS.

2. CamocTosiTeJIbHO 0(OPMHUTHL CJeAYyIOIHe BHUAbI CJIYKEOHBIX
nuceM:

e Cocmasvme nucomo—npuenauenue Ne 544 om 10.07.20 __ no cn. OanHvim:

NHcTUTYT TOUYHBIX TPHOOPOB TOCHUIAET MHUCHBMO — TMpuniameHnue aupekropy [HHUU
«IIpomereii» Koncrantuny CepreeBuuy ¢ MNpUITIALIEHUMEM IIOCETUTh MEKIYHAPOIHYIO
CHEUAJIN3UPOBAHHYIO BBICTaBKY «OKOHOMHUS MATE€pPHAIbHBIX M TOIIMBHO—3HEPreTUYECKUX
pPECYPCOB B CTPOMTEILCTBE W IMPOMBILUIEHHOCTH». BbicTaBka cocroutcss B I. MockBa B
NaBWJIbOHE BbICTaBOUHOrO LieHTpa Ha Kpacnoii [Ipecne 18 aBrycta 20 roxa ¢ 9.00 mo 20.00.
AJlpec MTHCTUTYTa TOYHBIX TIprOOpoB r. Mocksa yi. [lnexanosa 36, Ten. 237-87-77. {upexrop
uHcTuTyTa TOUHBIX TTprdopoB C. K. Ceprees.

Hcnonp3yiiTe npunoxenue 1.

o Cocmasvme eapanmutinoe nucomo Ne 589 om 23.09.20 _ no creoyrowum
OaHHBIM:
00O «Mwur» rapantupyer AO «BocTopr» OTIpy3Ky akKyMyJSTOPHBIX OaTapeil Ha cymmy
324000 (Tpucra nBaauate yeTsipe ThicsYM) pyosieir 00 Komeek B TeUeHUE 2-X HENIEeIb C MOMEHTA
NOCTYIUIEHUS JI€HEKHBIX CPEJCTB Ha PACUETHBIM CUET.

Anpec OOO «Mur» 1. Mocksa yi. CanoBas 36, ten. 237-87-87. Qupekrop OO0 «Mur» M.
K.Makcumos.

Hcnonp3yiiTe npunoxenue 1.

o (Cocmasvme ungopmayuonnoe nucomo Ne 59 om 12.09.20  no credyrouum
OAHHbIM:
MockoBckuii nonurpaduueckuii TEXHUKYM cooOmaer gupekropy mkoiasl Ne 12 B.C.
AHTOHOBOH O TOM, YTO B HOBOM y4eOHOM IOy TEXHUKYM OTKPBIBA€T 1B HOBBIX (PaKyIbTEeTA:

JlazepHble TEXHOJIOTUU B ToNMUrpadun
KOpunnuecknmii
[TpaBuiia npuema oOuie 171 BCeX.

Anpec MockoBckoro noiurpaduyeckoro Texuukyma r. Mocksa yin. Mupa 86, ten. 337-87-87.
Hupexrop texnukyma M.C.Urnarbesa.

Hcnonp3yiiTe npunoxenue 1.
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[Tpunoxenue 1.

HaumenoBanue opraHuzanuu PexBuzut «Aapecar»

CrpaBoyHbI€ JaHHBIE OPraHU3AINU- OTHPABUTES

OTTIPaBUTENS

Ne OT

Tekct nucbma. [Tlucbma — mpuriameHus HAYMHAKTCA CO CIOB «YBAXKACMBIH ........... I'»

Tekct FapaHTHﬁHOFO MMchMa HaunMHaeTcs co ciaoB «HacTosmmum rapaHTUupyEem ...»

TGKCT I/IH(i)OpMaIII/IOHHOFO IIMcbMa HAUYUHACTCA CO CJIOB «AZ[MI/IHI/ICTpaHI/Iﬂ TGXHI/IKYMa
CcOoOOIIIaeT, 4To ...»

JlomKkHOCTE OTIIpaBUTENIA H. O. ®amunus
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Tema: "OpraHusaunsa gokymeHtooboporta™

[MpakTnyeckaa pabota Ne13 MNayyeHne ocobeHHOCTEN XKypHaribHOM
pernctpaunm AoOKyMEHTOB

@®opMupyeMble 3HAHUS U YMEHUS:
ean 3ansaTus
H3YYHUTh:

e JBWXCHHUC IOOKYMCHTOB Ha IMNPCANPHUATHH C MOMCHTa HX CO3JaHHA OO0 3aBCPIICHUIA
HCIIOJIHEHUA UJIN OTIIPaBKH.

HAYIUTbLCH:
e CaAMOCTOATCIIbHO 3allOJIHATD ) KYPHAJIbI pErUCTpallii ABMIKCHUSA JOKYMCHTOB
Couepma}me oTyeTa:

B terpaau mis nmpakTuueckux paboT HEOOXOIUMO:

. yKa3aTh TEMY U HOMEp MPAKTUIECKON padOThI

. LIEJIb 3aHATUSA

. OTPa3UTh XOJ BHIMOJHEHUS PAOOTHI

. OTBETUTh MMCbMEHHO HA KOHTPOJIbHBIE BOIIPOCHI
. cenaTh BBIBOJ 10 paboTe

KoHTpoabHbIE BONPOCHI:
1. UYro Takoe T0OKyMEHTOOOOPOT NPEANPHUATHS, U KAKOBBI IPUHLIUIIBI €T0 OpraHu3aluu?
2. KaxoB nopsaok NpoXoKJAeHNs U UCIIOJTHEHUS BXOJSAIIUX JOKYMEHTOB?
3. B ueM 3akitouaroTcs 0COOEHHOCTH padOThI € MOCTYNAIOIMIMMH JOKYMEHTaMu?
4. IlpaBuna 1 GOpMBbI PETUCTPALIUU JOKYMEHTOB U UX 0COOEHHOCTH?
5. KaxoB mopsiiok NOArOTOBKY U MPOXO0XKACHUS HCXOISIINX JOKYMEHTOB?
6. Onumure NOpsAJOK MPOXOXKICHUS BHYTPEHHUX TOKYMEHTOB?
7. KaxoBbl 3a/1a41, BU/IbI U CPOKH KOHTPOJISI UCTIOJHEHHS TOKYMEHTOB?
3aganusi, BbIHeCEHHbIE HA 3aHATHUS:

1. U3yunTh 0COOEHHOCTH KypHAIbHON PETUCTPALIUU TOKYMEHTOB:
. Kypnas perucrpanuy BXoAsAew KOppeCHOHACHIIMT

° JKypHai perucrpaiinm UCXOISIIEd KOPPECHOHAEHIIUNA
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(] }KVDHEU'[ PETUCTPAlIMU ITIPUKA30B

2. CaMOCTOATENBHO 3al0JIHUTh CIEAYIOLIUE BUIBI )KYPHAJIOB PETUCTPALIMN:
e KypHnan perucrpanuu BXOASAIIEH KOPPECIIOHACHIIUN

e JKypHan perucrpauuu UCXOIAIIEH KOPPECHOHACHIUN

e Kypnan peructpauuu npuka3on

[Mpaktnyeckoe 3aHaTMEe Ne14 Pabota C KOHuaeHUManbHbIMU

OJOKYMEHTaMIN

Heas 3aHATHA: HAY4IUThCS OGOPMIATH CHCTEMY JOCTyNMa K KOH(HUICHIHAIHHBIM
JIOKYMEHTaM.

OcHamenne padoThl: JOKYMECHTBI Pa3JINYHOTO BUJIA.
MeToauueckue yka3aHusi:

KondunennuanbHble TOKyMEHTHI SBISIOTCSA JOKYMEHTaMHU OIPaHUYEHHOI0 A0CTYyMa. DT
03HAYaeT, 4YTO 3HAKOMUTHCS U PabOTaTh C HUMU MOTYT TOJIBKO JIMIA, MOJYYHUBIIME Ha TO
COOTBETCTBYIOIIME paspemieHusd. [lopsaok mnomydeHuss U ohOpMIICHHS TaKUX pa3pelieHui
YCTaHABJIMBAETCS Ha KaXJIOM MPEINpHUSITHM CHCTEMON JocTyna K KOH(HUAECHLIHAIbHBIM
JIOKyMEHTaM, KOTOpasi MPeACTaBIIsAeT CO00 COBOKYIMTHOCTh HOPM U MPABUJI, OMPEICISIFOIINX, KTO
U3 PYKOBOAMTENEH MPEeANpUsATUS U CTPYKTYPHBIX MOJpa3JeIeHUN, KOMY U3 IOJb30BaTeNIEH U C
KaKUMH KaTerOpUsMH KOH(UIEHIIMAIBHBIX JOKYMEHTOB MOXET JaBaTh pa3pellieHue Ha
03HAKOMJIEHHUE, a TAK)Ke, KAKUM 00pa3oM 0pOpMIISIOTCS TaKUE pa3pelleHusl B 3aBUCUMOCTH OT
BUga ydera JokyMeHTOB. IIpu pa3paboTke cucTemMbl JOCTynma K KOH(PHIACHIUATbHBIM
JIOKYMEHTaM HEOO0XOMMO PYKOBOICTBOBATHCS CIIEIYIOIIMMHU MOIX0/IaMU.

1. I[OCTYH K KOH(l)I/II[CHIII/IaJ'II)HI)IM JOKYMCHTAM MOXKET IMPEAOCTABIATHECA TOJBKO JIMIAM,
UMCIOIIINM Oq)OpMHeHHBIﬁ B YCTAHOBJICHHOM IIOPAIKE (KOHTpaKTOM, HpI/IKaSOM) AO0IYCK K
COOTBECTCTBYIOIIEMY BUIY TalHBI U JaBOIMM IIMCBMCHHOC 00513aTeNILCTBO (B KOHTPAKTE HJIN
CHGHH&HBHOﬁ HOI[HI/ICKG) O HEpa3rJIaliCHUNW CTABHINX WM H3BCCTHBIMU KOH(I)I/I,HCHI_[I/IaJ'ILHBIX
CBCHCHHﬁ. I[OHyCK K COOTBCTCTBYIOLICMY BUIAY TalHBI SABJSIETCS OCHOBAaHHEM AJiL J0CTyla K
KOHKPETHBIM JOKYMCHTAM B IPCACIax 3TOro Buja TaWHEL.

2. Joctyn K KOHGUIEHIUATBLHBIM JIOKYMEHTaM JIODKEH OBITh OOOCHOBAaHHBIM U
MIPaBOMEPHBIM, T.€. 0a3UPOBATHCS Ha CIY>KEOHOU HEOOXOUMOCTH 03HAKOMIICHHUSI C KOHKPETHBIM
JIOKYMEHTOM MMEHHO JTAaHHOTO JIUIIA.

3. Cuctema J0CTyma JIOJKHA JaBaTh BO3MOXKHOCTh 00€CTIeYnBaTh MOJIb30BaTeIeH BCeMU
HEOOXOJMMBIMH UM B CHUJTy CITY)KEOHBIX 00sS3aHHOCTEHW KOH(MUICHIIMATBHBIMU TOKYMEHTaMHU, HO
TOJILKO TE€MH, KOTOpBIC NEHCTBUTEIBHO HEOOXOIUMBI ISl BBHITIOJHEHHS] KOHKPETHBIX BHUIOB
pab6ort. K coxanenuto, 3TOT Moxo/1 He Bceraa 4eTko cobmoaaercs. C 0THON CTOPOHBI, CTPEMSICh
MaKCHMaJIbHO COKPATUTh KOJMYECTBO JIUII, JOMYCKAeMbIX K KOH(MUICHIIMATHLHBIM JOKYMEHTaM,
Ha HEKOTOPBIX TPEANPUATHIX HE 3HAKOMST YacTh TMOJb30BaTelied ¢ HEOOXOMWMOW UM IS
CiykeOHOH JesaTenbHOCTH HH(OpMalUel U TEM CaMbIM CHHKAIOT Ka4eCTBO 3TOH JeATeIbHOCTH,
C JIpyrod CTOPOHBI - 3HAKOMAT IOJIb30BaTeNe ¢ KOH(DHICHIHMAIbHBIMU JOKYMEHTAMH, HE
CBS3aHHBIMU HANpPSIMYI0 C WX (QYHKIMOHATBHBIMU OOS3aHHOCTSMHU, HO, KaK BBIPAXKAIOTCH,
HEOoOXOIUMBIMU UM "miis olmiero pa3Butusa" WM "pacHmiMpeHus Kpyrosopa', 4To MPUBOJIUT K
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pasriameHuio nHpOpMalnH, T.€. HeIPAaBOMEPHOMY JIOBEJICHHIO WH(OPMAIMU JI0 JIHILI, KOTOpPhIE
HE JOJDKHBI €€ 3HaTh.

Joctyn K KOH(UISHIMANbHBIM JOKYMEHTaM JOJDKEH ObITh CAaHKIIMOHMPOBAHHBIM, T.€.
OCYILECTBIIATHCS TOJIBKO 110 COOTBETCTBYIOLIEMY Pa3pELLECHHUIO.

5. Joctyn K KOH(MUICHIMAIBHBIM JOKYMEHTAM MOTYT IPEIOCTABIATh TOJBKO
YIIOJTHOMOYEHHBIE Ha TO JOJDKHOCTHBIC JIUIA, TIPU 3TOM COOTBETCTBYIOIIEE JOKHOCTHOE JIHIIO
MOJKET JaBaTh pa3pellieHHe Ha O3HAKOMJICHHE C BXOASIIMMH B CQepy ero JIesTeIbHOCTH
KOH(UJICHIIMATLHBIMA JIOKYMEHTAMH TOJBKO YCTAHOBJICHHOMY KPYr'y JIMII M TOJBKO IIO
CITyKeOHO HEOOXOIUMOCTH.

Hoctyn  nmomkeH  opOpMISITbCS  MHCBbMEHHO MO KaXJAOMY  KOHKPETHOMY
KOH(HICHIIMATBLHOMY TOKyMeHTY. [Ipn HeoOX0aMMOCTH 03HAKOMIICHHS TTOJIb30BATENS TOJIBKO C
YacThIO JOKYMEHTA B pa3pellieHny Ha O3HAKOMIIEHUE JTOJKHBI ObITh YKa3aHbI pa3fielibl, MyHKTbHI
WIM CTPAHMIIbI, C KOTOPHIMU MO>KHO 3HaKOMUTbH M10JIb30BATENS.

CocraButenu  (MCHOJHUTENM) JOKYMEHTOB W JIMIA, KOTOpble  BU3UPOBAIN,
COIIACOBBIBAJIM, MOJIUCHIBAIN, YTBEPKAAIN JOKYMEHTBI, a TAK)KE JIMLA, YKa3aHHbIE B TEKCTE
pacropsAAUTENbHbIX JIOKYMEHTOB, JIOIYCKAlOTCS K TakuM JOKyMeHTaM 0e3 odopmieHus
JIOTIOJIHUTEIbHBIX PA3PEUICHUM, €CIM OHM MPOJOJIKAIOT BBIIOJHATH T€ ke (YHKIMOHAJIbHBIE
o0si3aHHOCTH. B mepBoM ciydyae 3TO OOYCIIOBJIEHO TE€M, YTO IEPEYHMCICHHbIE JHIAa Kak Obl
ABTOMATHYECKH B CHITY CBOETO CIY)KEOHOTO IMOJIOKEHHS YK€ TOJIYYHIIH JOCTYI K JOKYMEHTaM
Ha CTaAMM UX IOJArOTOBKM, BO BTOPOM - T€M, UYTO C HOpPYYEHHEM, COJAEp)KAIIUMCS B
pacnopsAUTENbHOM JTOKYMEHTE, UCIIOJIHUTENb J0JKEH OBbITh 03HAaKOMJIEH 0053aTelbHO, YTOOBI
3HaTh, YTO €My MOPYYEHO, [03TOMY O(OpPMIIEHHE JIOMOJIHUTEIBLHOTO JOCTyNa TepsieT BCAKUM
cmblca. Ilockonbky cuctema nocTyna K KOH(QUACHIMAIbHBIM JIOKYMEHTaM COAEPXKHUT B cede
3HAYUTENIbHOE KOJIMYECTBO MPABOBBIX MOJOXKEHUH, a HapyllIeHne ee TpeOOBaHUi, IpuBoadLIee,
KaKk TpaBWIO, K pasrialleHui0 KoH(QUACHIWATIbHOW WH(MOpMAIMM, BIEYET 3a COOOM
JUCLMIUIMHAPHYIO,  TPaXJaHCKO-TIPABOBYD M B HEKOTOPBIX  CIIydasX  YTrOJIOBHYIO
OTBETCTBEHHOCTb BMHOBHBIX JIMI, TO €€ CJIEAYET 3aKPEIUISTh B CHEIHAJbHOM HOPMAaTHBHOM
JIOKYMEHTE, KOTOpblii 00bluHO Ha3biBaercsa «llomokeHme o cucreme jgocTyna K
KOH(UIEHIIMATBHBIM TOKYMEHTaM».

Tlonoxxenue JOJI’KHO OCHOBBIBATHCS HA BBIIICU3JIOKCHHBIX IMTOAXO0AaX U MOXKCET BKJIIFOUATH
B ce0sl CIIeAyIONIe pa3/ebl.

1. OO1ue mOJI0KEHHUS.

2. IlomaoMouns JOJDKHOCTHBIX JIMI[ IO pa3pCHICHUIO JOCTyIa K KOH(i)I/IJleHIII/IaJ'II)HI)IM
JAOKYMCHTaM.

3. [Mopsimok oopmieHust pa3peieHuit Ha T0CTYI K KOH(UIEHIINATBEHBIM TOKYMEHTAM.

B nepBom paszgene ykaspiBaroTCs: HazHaueHHE [100XkeHUs; HOpPMATUBHBIE TOKYMEHTHI,
Ha KOTOpBIX OHO Oasupyercs; cdepa ero pacHpoCTpaHEHHUsS; OCHOBHBIC 3314l U TPHHIIMUIIBI
CHUCTEMBI JOCTyIa; Ha KOTO BO3JIaraeTcsi OTBETCTBEHHOCTb 3a HEBBHIMIOJIHEHHE TpeOOBaHUM
[TonokeHus; KeM OCYIIECTBISIETCS KOHTPOJIb 3a coOmoneHueM HopM [lomoxkenus. Ilpu stom
CJIeMyeT OTpPa3uTh, YTO OTBETCTBEHHOCTH 3a HEBBINOJIHEHUE TpeOoBaHui [lomokeHnss HECyT BCe
JOJKHOCTHBIE JIMIIA, UMEIOIINE TPaBO J1aBaTh pa3pelieHre Ha IOCTYN K KOH(QUICHIHATbLHBIM
JIOKYMEHTaM, a TakKe BCE€ IOJIb30BaTeIN KOH(MHUICHIMAIBHBIX JTOKYMEHTOB. KoHTpomb 3a
BHIMIOJTHEHHEM HOpM llonoskeHusT JOMDKEH BO3JMaraThCsl Ha PYKOBOAUTENECH  CIYkKOBI
0e30MacHOCTH, TOJApa3ieNeHuss KOH(QUICHIIMATFHOTO JEIOMPOU3BOJICTBA M YIPABICHUYECKO-
MIPOU3BOJICTBEHHBIX MOAPA3ACIICHUN B Mpeenax uX KOMIETEHIUH.
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Bo BTOpOM pa3zzgene MOMKHBI OBITH MEPEYUCIICHBI BCE JOJKHOCTHBIC JIHMIIA, KOTOPBIC
MOTYT J1aBaTh pa3pelieHue Ha JOCTYN K KOH(QUIACHIIMAIbHBIM TOKYMEHTaM, C YKa3aHHEeM, KaKoil
KaTeropuH MoJb30BaTeNiel U K KAKOMY COCTaBY JOKYMEHTOB.

B Tperpem paznene ompenensercss Mopsaok oGOpMIICHHS pa3pelieHHid Ha JOCTYI K
KOH(HICHIIMATBHBIM JTOKYMEHTaM, 3apeTUCTPUPOBAHHBIM [0 pPa3IMYHBIM BHJAM y4YeTa.
Pa3pemenne Ha 03HaKOMJICHHE C KOH(UIECHIMAIBHBIMA JOKYMEHTAMH JOJKHO O(OPMIIATHCS:
[0 TOCTYIMBIIUM ¥ W3JaHHBIM JIOKyMEHTaM B (opMe pe30JIIONMU Ha JOKYMEHTE, IO
JIOKYMEHTaM, 3apeTUCTPUPOBAHHBIM MO y4YeTy JOKYMEHTOB BBIACICHHOTO XpaHEHHs, B (hopme
PE30JIONMH Ha JOKYMEHTE WJIM MOJIIMCAHHOTO COOTBETCTBYIONIMM PYKOBOJHUTEICM CITHCKA
MOJIb30BaTEICi HAa BHYTPEHHEW CTOPOHE OOJIOKKU JOKYMEHTAa, THTYJIBHOM JHCTE MO0 B
KapTOYKe yd4eTa BBIAAYM JOKYMEHTa. PaspemieHue Ha JOCTYN K KOH(HICHIMAIBHBIM JeliaM
odopmIIsIeTCsS B HOMEHKIJIATYpe eIl

OtnenbHbIM paszaenoM I[lonoxkeHuss MOXeT ObITh HPENYCMOTPEH MOpPSIOK JOCTyNa K
KOH(HICHIIMATIBHBIM JOKYMEHTaM JIMI, HE paboTalmuX Ha JaHHOM MpeanpusTuu (mpu
BBINOJIHEHUH COBMECTHBIX paldoT u 11p.).

3aoanue: HCIIOJIb3Ys IMPCIJIOKCHHBIC AOKYMCHTEIL O(bOpMI/ITB AOCTYIL K
KOH(i)I/IZIGHIII/IaJII)HI)IM AOKYMCHTaM.

dlopma KonmpoJia: IPpOBEpPKa COACPIKaHNUA COCTABJICHHOTO TOKYMEHTA.

[MpakTtnyeckoe 3aHsaTMe Ne15 Pabota ¢ nucbMamu 1M obpalleHnamm
rpaxkgaH.

e padoThI: HAYYUTHCS COCTABIATH OTBET HAa OOpaleHne
3aanue 1Js CTY/I€HTOB

1. TpeOoBaHUSI O TeOPETHYECKOl TOTOBHOCTH CTYAEHTOB K BbINOJHEHUIO
NMPAKTHYECKHUX 3a1aHHM:

[Tonstue oOpaiieHue rpakAaHWHA, MPEIJIOKEHUE, 3asBieHue, kanoda. OCHOBHbBIE
3a/1a4M CIIyKObl JOKYMEHTAIlMOHHOTO OOeCTeueHus YIpaBiIeHUs 10 OpraHu3anuu paboThl C
oOpalieHusIMH ~ TpaXKAaH, ee ocoOeHHocTH. DopMuUpoBaHHWE HOpPMATHUBHOW  0asbl,
perJIaMeHTHPYIOIIEH OpraHu3alui0 padoThl ¢ OOpalIeHUsIMUA TPaXKJaaH B TOCYAapCTBEHHOM
anmapare. 3aKOHOJATeNbHAsl perJaMeHTalusi padoThl C MPEANOKEHUSMH, 3asBICHUSIMU H
kanobamu rpaxaad. Omnepanuu 10 NpUEMY, PETHCTPALUHM, KOHTPOJIO HCIIOTHEHUS,
NPUHIATUIO peHIeHHi Mo oOpamieHusM rpaxkaaH. OOoOiieHne, aHadu3 M HCIOJIb30BaHHE
JAHHBIX O paboTe C OOpalleHUSMH TpakJIaH B amnmapare ymnpasieHus. DOpMbI U METOJIbI
COBEPIIIEHCTBOBAHUS PabOThI ¢ 00pallleHUs MU TPaXKIaH B OpraHax rocy1apCTBEHHON BIACTH U
yVOpaBJi€HUs, B OOIIECTBEHHBIX oOpraHm3anusx. OpraHuzanusi TMpueMa TpPakKIaH B
FOCYJAapCTBEHHBIX YUPEKICHUSX.

IIpakTHYeckoe 3a1aHue:
1. 3anoaHUTH PErUCTPAllMOHHO-KOHTPOJIbHYIO KAPTOUKY;

2. 3anoJIHUTh PEruCTPAllMOHHO-KOHTPOJBHBIM JKypHAJl YydeTa M PpPacCMOTPEHUS
MIPEJIOKEHHH, 3asIBICHUHN U 3Kajo0;

3. 3amOJHUTH KYypHAJI PETUCTPAIIMM TUCHbMEHHBIX 00pallleHHii rpaxk1aH;
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4. 3amoHUTD KYpHAJT PETUCTPALIMH YCTHBIX 00palleHuil rpaxiaH;
5. 3amoHUTh CBOJKY C 0000IIEHHEM Pe3yIbTaTOB PabOThI ¢ OOpAICHUSIMU TPAK/IaH;

6. 3anoJHUTH CBOJAKY O HapyUIEHMSIX CpOKa HCIOJHEHUS U HEUCIOJHEHHBIX
00paIeHUsX rpaXkJaH.

7. B TeueHne Kakoro BpeMEHH IOJUIeKHUT PETUCTPALluy MMCbMEHHOE 00palieHue,
MOCTYIUBIIIEE B TOCYIapPCTBEHHBII OpraH, OpraH MECTHOTO CAMOYIPABJICHUS WIIH
JOJDKHOCTHOMY JIMILY:

a) OJTHOTO JHS;

0) nATH THEH;

B) TpeX JTHEH.

8. OOpaienne MOXeT ObITh HAPABIICHO:

a) TOJBKO B MMMCEMEHHOU (hopMme;

0) TOBKO B (JOpPME IIEKTPOHHOTO JOKYMEHTA;

B) B MIMCBMEHHOM (hopMe Win B GOpPME IIEKTPOHHOTO TOKYMEHTA, a TAKXKE YCTHOE
oOpalieHue rpaxxJIaHiHa B TOCYIapCTBEHHBII OpraH, OpraH MECTHOTO CaMOYTIPaBIICHHS.
9. I'paxkiaHuH IIPpU pacCMOTPEHUH 00pAIIeHNsI UMEET MPaBo:

a) 3aIpalInBaTh MPOMEKYTOUHbIE HHPOPMALMOHHBIE MATEPUAIIBI O XOJI€ PACCMOTPEHHUS
oOpalieHus, B TOM YHCIIe 10 TeNIe(oHy;

0) moTy4aTh MMCHMEHHBIH OTBET I10 CYLIECTBY IMOCTABJICHHBIX B 0OpaIlleHHH BOIIPOCOB;
B) 00palnaThCs ¢ 3asBICHUEM O MTPEKPAIIEHUH PACCMOTPEHUS O0paIleHus..

PexomMeHganum K BbINOJHEHUIO IPAKTHYECKOH PadoThI:

1. TlomroroBka K MpaKTHYECKON pabOTe JOMKHA HAYUHATBCA C HM3YUYCHUS
COOTBETCTBYIOIIEH yueOHOU U CIeMaTbHOM JTUTepaTyphl 0 TeME MPAKTHYECKOM paObOTHI.

2. YcBOMB MPOYUTAHHOE, HEOOXOAUMO BHUMATEIILHO O3HAKOMMTBLCS C COJEpKAHUEM,
PEKOMEH/IOBaHHBIX K 3TOM TeMe HOPMATHUBHBIX akTOB. OCOOEHHO BHHMMATENbHO CIEAYyeT
OTHECTUCH K YCBOEHUIO TEX HOPMAaTUBHBIX IPEINUCAHUI, IO MOBOLY KOTOPBIX B JIMTEPATYpE
BEJyTCS AUCKYCCUU.

3. HOI[FOTOBK& K HpaKTquCKOﬁ pa60Te 3aBCpIIACTCs BBINIOJIHCHUCM ITPAKTUYCCKUX
SaI[aHHfI. HpI/ICTyrIaS{ K BBIIIOJIHCHHUTIO pa6OTI)I, CTYACHT JOJIKCH YACHUTH CYIIHOCTD 3adaHU .

4, HCO6XOI[I/IMO BHUMATCIIbHO BBIINIOJIHATE IHPAKTUYCCKOC 3aJlaHUC. IToMumo 9TOro,
H€06XOI[I/IMO BJIaACTb TCOPCTHYCCKMMH 3HAHHUAMH, KOTOPBLIC CBA3aHbI C MNMPCAJIOKCHHBIMU
3aJaHUAMU.

[MpakTnyeckoe 3aHATME Ne16 WMaydyeHwe nporpamMmbl  INEKTPOHHbLIN
OOKYyMeHToo6opoT

Heapb 3aHATHSA: U3YYUTH CUCTEMY JIEKTPOHHOTO JOKyMeHTooOopoTa Documentumy.

OcHamenne pabOThI:  KOMITBIOTEp, MPOTpPaMMHOE  OOecledeHHe dIEKTPOHHOTO
JTIOKyMeHTO000O0poTa Perucrpamus 10KyMeHTOB opranu3aiuu 4.3.

3agaHme: uCNoNb3ys CHUCTEMY DJIEKTPOHHOTO JOKyMeHTooOopora Perucrparus
JOKYMEHTOB oOpranuzaiuu 4.3 u3y4uTh ero padboTry U O(OPMHUTH COOTBETCTBYIOIIMMHU
JIOKYMEHTaMHU.
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®opmMa KOHTPOJIS: TIPOBepKa O(hOPMIICHHBIX JTOKYMEHTOB.

MpakTuyeckoe 3aHaTne Ne17 CosgaHue aneKTPOHHOro swmka u paboTta c
9NEKTPOHHOM NOYTON

Ileib:HAaydUTHCST pPETUCTPUPOBATH CBOM IIOYTOBBIM SIIMK, IIPOCMATpUBAaTh IIOYTY,
CO31aBaTh U OTIPABJIATH IIUCHMA.

AJuroput™ padoThI:

1) Ucnonwszys WHrepHer (OecruiaTHbIi MO4YTOBBIA cepBep - Mail.ru), aapec -
www.mail.ru/

(pecucmpayusi nOYMOBO20 AUUKA U NPOCMOMP NOYUMbL)

1. YcranoBure coenunenue ¢ IHTepaeToM.

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» 3allOJIHUTE OKHA 3ampoca
(BHUMATEJIBLHO YATAUTE UHCTPYKIIUH):

- BbIOepuTe cBOM e-mail 1 cBo¥ maposp

- ecJIu BBl 3a0yJieTe napoiib

- IONIOJIHUTENIbHAs HHpOPMaLKs O MOJIb30BaTese
- 3aIIUTa aBTOMAaTHYECKUX PETHCTPALIUH.

6. Ilocne BBOAa Bcelt HEOOX0AUMOM MH(OPMALIK HAKMUTE KHOIKY «3aperucTpupoBaTh
MIOYTOBBIN SLIUK»

7. Ecnm monp3oBaTeNb C BallMM HMEHEM YK€ 3aperMCTPUPOBAaH, TO BBl MOXKETE
BOCIIOJIb30BaThCSl MOJCKAa3KOW M M3MEHUTh CBOE MM U CHOBa 3aperucTpUpOBaTH MOYTOBBIN
SALTUK

8. Hns Toro, 4ToOBI MPOCMOTPETH TOUYTY, HEOOXOAUMO BOCIIOIB30BATHCS CCHLIKON
«Bxopsaume»

(co30anue nucoma u e2o0 OMnpasKa)

9. Yto0Onl co31aTh MHUCBMEHHOE COOOIIEHHE HEOOXOIMMO BOCIIONB30BATHCA CCBHUIKOM
«Hanucath MUCbEMOY.
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10. BuumarenbHo 3anonHute noiis 3anpoca (Komy u tema).

11. B TekcTOBOM I10JIe HAMUIIHUTE TEKCT COOOINIEHUS W BOCIOJIB3YHTECh KOMaHIHOU
KHOMKOU «OTIPaBUTH.

12. lHorza BMeCTe ¢ TEKCTOBBIM COOOLIEHMEM MOKHO OTHPABIATH (ailabl (OTKPBITKH,
KapTUHKHU, IPOTPaMMBbI U T.A.). i 3TOro Heo6X0AUMO BOCIIOIB30BATHCSI KOMAH/IHOW KHOTIKOM
«[Ipuxkpenuts hainm».

3ananuqa:

1. Ha xomnbioTepe co3naiite ¢aitn «Coobiienney», B KOTOPOM HAIMIIUTE COOOIIEHHE Ha
3aJlaHHYI0 TeMy (He Oosee 2 cTpaHuI).

2. OrtnpaBbTe 3TOT ¢aia (Kak BIOKECHHBIM) B MUChME K YUYHUTETI0 HHPOPMATHKUA —
Kpacrok H.B. o agpecy schO1 pOl@mail.ru

IIpumepnoe cooeporcanue:
3npascTByiiTe, Hanexna BuranseBHa.

Otnpapinsito BaM pe3yNbTaT 3a/laHusl MPAKTUYECKOW paboThl MO Teme: DJIeKTPOHHAas
mouta. DTo BIOXKeHHBIN (aiin «CooOIIeHne.

C yBaxenueMm, GamMuius UMsl.

prweanue: HC 336y,[[bT6 3aII0JHHUTE 00s3aTeNIbHEIE MTOJII CBOEro IIMChHMa.

Tembl cO001IEHUIT: OTIPEAEIIAIOTCS 110 HOMEPY KOMIIBIOTEPA.
1. CounanbHble CETU: 32 U IPOTHUB?

2. 3Byk u Buzeo B lIHTEpHETE.

3. Oruka B MHTEpHETE.

4. Mob6uneHbIl MHTEpHET.

5. DnekTpoHHas komMmepuus B UHTepHeTe.

6. LludpoBblie neHbIH.

7. IHTEepHET - Mara3uHsl.

8. banHepsI.

9. XocTHHr.

76



10. daiinoBsie apXUBBI.

11. InTepHeT — 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 NnpeanpunaTnd
Mean 3anaATUA

HAYYHUThCH:

. OTIpEeCIIATh CPOKU XpaHEHUS €T MPEANpUsTUs
KoHTposbHbIE BOIPOCHI:
Dopmuposanue u xpanerue 0eJ:

1. Uro Takoe HOMEHKIaTypa Aen npeanpusatus? Ee Buasl u 3HaueHue?

3ana}mﬂ, BbIHECCHHbIC HA 3aHATHUA:

1. N3yuntb  OCOOEHHOCTH  COCTABJIEHUS  HOMEHKJIATYpbl  JIeJ
OPEAIPUATHS.
2. Coxpanute Ha paboyeM cTOJie HOMEHKJIATypy jen. Mcrmonb3ys

HepequL TUIIOBLIX YHPABJICHYCCKUX APXMUBHBIX JTOKYMCHTOB, YKAXXHUTC CPOKHU

XPaHCHUSA JOKYMCHTOB.

Mpaktnyeckoe 3aHaATME Ne19 N3yyeHne ocobeHHOoCcTeNn hOPMUPOBaHUS U

othopmneHus aen
He.]'ll) 3aAHATUA U3YIHUTD:

. npouecc (GopMUPOBaHUS JEN; O3HAKOMHUTHCSI C OCHOBHBIMHM 3TanamMu
paboTHI 110 MOATOTOBKE IOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

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

° O010KKa JACJ1a TIOCTOAHHOI'O M BDEMCHHOTI'O XpaHCHUA

MeToauyeckue yKa3aHus:

Odopmnenne KOHGUICHIMAILHOTO Jelia BKJIIOYAeT ONUCaHUE Jena Ha OOJOXKKe,
MPOCTABJICHHE HA BHYTPEHHEHW CTOPOHE OOJIOKKH WHUIIUATIOB M (DaMUJIUNA JIHII, JOITY-IIEHHBIX K
JleNly, 3aBEJCHHUE KApTOYKM ydeTa BbIJAYM JIeJIa, 3allOJHEHHE OIMCH JOKYMEHTOB J€Ia,
HyMEpalHIO JINCTOB, COCTaBJIECHHUE 3aBEPUTEIbHON HAAMUCH, MPOIIMBKY U ONEYaThIBAHUE Jea.
[Tpu 3aBeieHnu Jena Ha 00JI0KKE YKa3bIBAKOTCS:

rpu¢ KoH(DUIEHIINAIBHOCTH JIEa;
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- Ha3BAHME NPEAIIPUATHUS;

- Ha3BaHUE CTPYKTYPHOTO MOJApa3jeiieHus (eclu B €0 IOMEIAITCS JOKYMEHTBI
OJIHOTO CTPYKTYPHOTO TTOApPAa3ACIICHHUS ),

- uHzeKC (HoMep) JIena;
- 3ar0JIOBOK JIeNa;

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

- CPOK XpaHEHHUs W HOMepa CTaTed IO NEPEeYHI0 JOKYMEHTOB C YKa3aHHEM CpPOKOB
XpaHEHHUS.

OTH K€ JTaHHBIC TPOCTABIISIFOTCA HAa 00JI0KKAX YUETHBIX )KYPHAIOB WIH (IIPU KAPTOYHOM
crioco0e yuyeTa) Ha OT/AEIbHOM JIMCTE, HAKJIIEMBAEMOM Ha KapToTeky. Kpome Toro, Ha 0010xkKax
YYETHBIX JKYPHAJIOB IIPU 3aBEICHUM IPOCTABISAECTCA KOJINYECTBO UMEIOLIUXCS B HUX JIUCTOB.

B Tedenne roga Ha 00J105KKE MOTYT IPOCTABIISATHCS

. HOMEp ToMa (TIpU 3aBEJICHHH BTOPOTO TOMa HOMEP TOMa MPOCTABISAETCS U
Ha BTOPOM, M Ha IEPBOM TOMax Je€la; €CId OHO OJHOTOMHOE, HOMEp ToMa He
YKa3bIBaeTCs);

. HOBOE Ha3BaHWE TNPEINPHUITUS HIH CTPYKTYPHOTO IOJpPA3JCNCHUS TPH

U3MCHEHHMH WX HA3BaHWU WM B CIydYae MOJYYCHHUs JeNia U3 APYroro MPEANPHSTHS, TPH
9TOM HOBOE Ha3BaHHUE IMHIIETCS HUKE MPEKHET0, a MPEKHEE HaMMEHOBaHUE Oepercs B
CKOOKMU.

HpI/I 3aKPLITHH [CJIa HA 00105KKE IMPOCTaBJIAIOTCA:

* KpaliHue JaThl JOKYMEHTOB JI€Jla, KOTOpBIE IOJKHBI COOTBETCTBOBAThH JaTaM HM3JaHMs
(moamucaHusi, YTBEPXKIEHHUS) WM TIOCTYIUIEHMSI C€CaMOro paHHEro M CamMoro IO3JHEro
JIOKYMEHTOB, BHE 3aBUCHUMOCTH OT PACIOJIOXKEHUS JTHUX JOKYMEHTOB B JIEIIE; PACXOXKICHUE
MEXy JlaTaMHU, IPOCTABIIIEMbIMU B HOMEHKJIAType U Ha 00JI0XKKaX 1€, 00YCIIOBIEHO TEM, YTO
JIaThl, POCTABIIIEMBIE B HOMEHKJIATYPE, B CIIydae yTpaThl Jeja IO3BOJSAIOT ONPENEInTh, KOrna
OHO OBLJIO 3aBEJICHO WJIM, KOTJla 3aKpbITO, UTO O0JIerdaeT MOMCK JieNa, a JaThl, IPOCTaBIIseMble
Ha 00JIOXKKE, TOKa3bIBAIOT, K KAKOMY IEPUOJIy OTHOCATCS JOKYMEHTHI, HAXOASIIUECS B AeJe, 3TU
JIaThl YCKOPSIOT MOUCK HEOOXOJUMBIX JOKYMEHTOB U IEPEHOCATCS B OMUCH JIEN, MOJJIeKaIIUX
nepesadye Ha apXUBHOE XPAHCHHUE;

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

[Ipu 3akpbITHN YyUETHOM KAPTOTEKH ITPOCTABIISIETCS KOJIMYECTBO KAPTOYEK.

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

Haanucu Ha 0010%KaxX JA0JKHBI TPOU3BOAUTHCS YE€TKO, CBETOCTOMKMMU YepHUIaAMH WIIH
TYLIBIO.

[epen 3aBeeHNEM KaxI0TO KOH(PHICHIIMATIBHOTO Jiejia JIFo0Oro CpokKa XpaHEHUs B HErO
MO/IIIMBACTCS TMPUOIM3UTEILHO HEOOXOIMMOE KOJIMYECTBO JHMCTOB OMKMCH JOKYMEHTOB JIEla,
UMEIOIeH CIeTyIoNIyo GopMmy.

HaHHI)Ie 0 JOKYMCHTAaX BHOCATCA B OIIMCb B MOMCHT IMOAIIHMBKKU AJOKYMCHTOB. HpI/I
INOAIIMBKE B KOH(I)I/IIICHLII/I&HBHBIC AcJIa OTKPBITBIX TOKYMCHTOB B rpa(bax 3 unu 4 MIPpOU3BOAUTCA
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orMeTka "H/c". Ecim B Aeno moAammMBaeTcs JOKYMEHT, MMEIOLIUHM MPUIIOKEHHS, B TOM YHUCIIEe
OTKPBITHIE, TO 3aMKCh B Tpadax 3 win 4 MPOU3BOAUTCS OJHOM MO3UIIUEH 32 HOMEPOM OCHOBHOTO
JOKYMEHTa 0€3 OTMETOK O HAJIMYMU NPUII0KESHUH, C TPOCTABICHHEM B Tpade 6 HoOMepoB 0011eTo
KOJIMYECTBA JIUCTOB, BKIFOYAs JIMCTHI IpUiiokeHui. Ecinu JOKyMeHT BHYTpEeHHHMIA, TO B rpade 5
YKa3bIBA€TCsl TOJIBKO €r0 KpaTKOe cojepkaHue. B omucu TOKyMEHTOB /1€71 BPEMEHHOTO CpOKa
XpaHEHUsl MpHU HEOOJBIIOM O0BEME CIPABOUYHOI pabOTHI MO JOKyMEeHTaM rpada 5 MoOXeT He
3aMOIHSATHCS.

[Ipu 3aBeneHMu Jena Ha BHYTPEHHIOID CTOPOHY OOJOXKKH Jielna MEpeHOCATCS U3
HOMEHKJIATypbl WHUIMAIBI UM (aMHUIMM JIML, KOTOPHIM IPEICTAaBJIEHO IIPAaBO IOJIb30BAHUS
nenoM. CHHCOK 3aBepsieTcsl TMOANUCHI0 PA0OTHUKA TOAPA3JCICHUs] KOH(DUICHINATBHOTO
JIEJIONPOU3BOJCTBA.  ODTO MO3BOJSET MPU ONPENENEHUU IPABOMEPHOCTH BbIIAYM JIeNa
MOJIB30BATENI0 HE 00palaThesi K HOMEHKarype nen. OTHOBPEMEHHO 3aBOJIUTCS KapTOUKa ydera
BbIJIaUH JIeJIa, KOTOPas UMEET CIEAYIOUIYI0 (hopMy.

KAPTOYKA YYETA BblJAYM OENA

(MHaekc (Homep) ¥ rpud KOHGUASHUMANbHOCT U Aena, HOMEP TOMa, 3aroNos oK Ae-

na)
DNara Konu- Komy Moa- Moa-
BbiaauM YecTso BblgaHo | nucb3ano- | nuce3a
NUCT 0B nyyenve | soaepar
1 2 3 - <1

[Tpu 3akpeiTUM [€i1a Ha 00I0XKKE IPOCTaBIAIOTCA:

* KpaliHMe JaThl JOKYMEHTOB JI€Jla, KOTOPBIE JOJKHBI COOTBETCTBOBATh JaTaM W3JaHUs
(moamucaHusi, YTBEPXKIEHUS) WM IIOCTYIUIEHMSI C€aMOro paHHEro M CaMoro IO3JHETro
JIOKYMEHTOB, BHE 3aBUCUMOCTH OT PACIOJIOKEHHS 3TUX JOKYMEHTOB B JIEIIE;

© pacXOKJIEHUE MEXAY JaTaMu, MMPOCTaBIsIEMbIMU B HOMEHKIIATYpe U Ha OOJOXKKax e,
00YCJIOBJIGHO T€M, YTO JaThl, MPOCTaBIsAeMble B HOMEHKJIAType, B cCJlydae yTpaThl Jefa
MO3BOJIIOT OMPEIEINTh, KOTJIa OHO OBLIO 3aBEJEHO MM KOT/a 3aKPBITO, YTO O0JierdaeT MOUCK
Jena, a JaThl, MPOCTaBJseMble Ha OOJOXKE, MOKAa3bIBAIOT, K KAaKOMY MEPHOJY OTHOCSTCS
JIOKYMEHTBI, HaXOJsIINecs B Jiele, 3TH JaThl YCKOPSAIOT MOUCK HEOOXOJIUMBIX JTOKYMEHTOB U
MEPEHOCSTCS B OMKCH JIEJI, TOAJIeKAIIHNX Mepeaade Ha apXUBHOE XpaHEHUE;

* KOJIMYECTBO JIUCTOB (C Y4YETOM JIMTEPHBIX U MPOMYIIEHHBIX HOMEPOB JIMCTOB, HO 0e3
JUCTOB ONHUCH JOKyMEHTOB Jena). llpu 3akpblTuum y4dyeTHOW KapTOTEKH MPOCTaBIISETCS
KOJIMYECTBO KapTouek. Kpome TOro, mpu 3akpelTUM Jejla YTOUHSIOTCS 3arojIOBOK M CpPOK
XpaHEHUs JieNla ¢ BHECEHUEM COCTOSIBIIMXCSI U3MEHEHHMI Ha OOJIOXKKY JieJa U B HOMEHKJIATYpPY
nen. Hannmucn Ha 00JI0)KKax JOJDKHBI MPOU3BOAMTHCSA YETKO, CBETOCTOMKMMHU YEpHWJIAMHU WIIN

TYLIBIO.

3aoanue:
1.opopmMHTBH 00T0XKKY J1€Ta.
2. KapTOYKYy y4yeTa BblJauy Jiesna

Dopma koHmpoas: npoBepka 0POPMIEHHBIX TOKYMEHTOB.
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Oo0pa3zen 00,10:KKH eJia.

(rpud xoxdICEKIGEATEHO CTH)

(HaTBarG(e MPEMPHATICL)

(Ma3BaNG(e CTPYRTYPHONO NOMPASIANEHIUT)

JEJIO Ne
TOM e

«_» 20 r.
«_» 20 r

(xpafiHue AaTel JOKYMEHTOB)

JHCTax
nepevdHa

Obpaszer 6;1aHka 0OJIOKKH Jena

(rpuc KOHPHUIEHITHATEHOCTH)

(Ha3BaHUE TPEATIPUATHSA)

(Hazsanue cmpyKmypHo2o noopaszoeiieHus)

JIEJIO e
TOM Ne
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(3a201060k Oena)

« »

« »

20 T

20 T

(kpaliHue JaThl JOKYMEHTOR)

Ha JUCTax
XpaHUTH ct. No mepeuns
Oopa3zen
OIMNCbh JOKYMEHTOB JEJIA Ne TOM Ne 3220 T
Ne | Jata Howmep n Homep n Otkyna Ne OtmeTka o
JOKYMEHTa JTUCTOB
/11 rpud rpud MOCTYIHII MECTOHAXOXKCHY
nena
KOH(UICHIIMATLHOCTH | KOH(UICHIIMATLHOCTH | WUTH Ky U3BATOTO
MOCTYIHBIIICTO W3JIaHHOTO a/ZipecoBaH u3 Jiena
JIOKyMEHTa JOKYMEHTa JIOKYMEHT JOKYMEHTa
U ero
HAaUMEHOBAaHHE
1 2 3 4 5 6 7
(moanMMCh, MHUITUAIBI, (paMUITUS JIMIIA, COCTABUBIIETO OIKUCH, 1aTa)
KAPTOUKA YUETA BbIJIAYU AEJIA
(urnexc (Homep) u rpud KOHDUISHIINATLHOCTH Jiefia, HOMEp TOMa, 3ar0JIOBOK Jefa)
[Hara KomnuectBo |Komy ITognuce 3a|lloamuce 3a
BBIJTAYN JIUCTOB BBIIAHO MOJIyYeHUE |BO3BpAT
1 2 3 4 5

I'pada 2 HeoOxoauma MOTOMY, YTO B Tpolecce (OPMHUPOBAHUS J€la MEHSETCS ero
KOJINYECTBO JIMCTOB.
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Kaprouka momemiaercss B OyMakHbI KapMaH, HPUKJICCHHBIH K BHYTPEHHEH CTOpoHE
00JIOXKKH Jea.

JIuctel fena HyMepyroTcs (3a UCKIIIOUEHUEM JIMCTa C 3aBEPUTENIbHON HAAIHUCHIO). JIUCThI
ONMCHU JIOKYMEHTOB JI€Jla HYMEPYIOTCS OTIEIbHO IIPU Hayaje 3allOJIHEHUS KaKJOro JIUCTA,
OCTaBIIMECS] YHUCTBIE JIUCThI HE HyMmepyrTcs. Hymepamus aucTtoB 1ena NpPOU3BOAUTCS IPU
NOJIIMBKE JOKyMEHTa apaOCkuMu LuppaMud YepHbIM TpadUTOBBIM KapaHAAIOM B IPaBOM
BEpPXHEM YTy JiicTa 6e3 3aTparuBaHus TEKCTa TIOKyMEHTA.

[Ipu u3bsITUM JOKYMEHTOB U3 €] CTapasi HyMepalusl JIUCTOB COXPaHAETCsI.

3aBepuTesbHas HAIUCh COCTABISIETCS MPU 3aKPHITUH JI€JIa Ha OT/IETbHOM YHUCTOM JIUCTE
o cieaytouieit popme.

3ABEPUTEJIbHAA HAATIMCH AEJIA Ne T. Ne

B nene noamuro, npoHyMEPOBAHO U ON€YaTaHO NeyaTbio Ne
JIMCTOB + JIMCTOB OMMCH JTIOKYMEHTOB JI€Ja.
(TIpomnuchIo)

JIuTepHsble HOMEpPA JINCTOB

(wachpann)

[IponymienHusie HOMepa

(umdpamn)

Ha nucrax Ne HaKJIEEHO

(uudpamu) (MponuChHIO)

JIOKYyMeHTOB ((hoTooTneuaTkoB) 3a y4. No

(HykHO€ TOTYepKHYTH) (Ludpamu)

(moanuch, MHUIMAIBI, (paMUITus JIM1a, OPOPMUBILETO 3aBEPUTENbHYIO HAAMKCh, aTa)

HpI/I HE3aIOJIHECHUH KaKHX-JIH00 HO3PII.IHI>1 3aBepHTeHLHOI>’I HaAIIMCH B HHUX ACIACTCA
IMPOYCPK. He3amonseHHbBIE THCTHI OIHCH AOKYMCHTOB JI€JIa HC YUUTBIBAOTCA.

JIucThl KaXXaA0r0 TOMa Aena MPHU 3aKPhITUU TOMa MPOBEPSAIOTCA, MPOIIMBAIOTCS TIIOTHOMN
HUTKOM B YETBIpE MPOKOJA M OMNEYATHIBAIOTCS WM IUIOMOMPYIOTCS TakuM OOpa3oM, 4TOOBI
3aXBaThIBAINCh 00a KOHIIA HUTH TPOIIMBKHU. Jlea MOTYT MeperuieTaTbCs, B 3TOM Cliydae HX
OIeyaTbIBAHUE HE IPOU3BOIUTCS

MpakTtnyeckoe 3aHsaTne Ne20 NayueHmne ocobeHHOCTEN NOATOTOBKU U
nepenaym JOKYMEHTOB Ha apXMBHOE XpaHeHue

He.m, 3AHATUA U3YUUTDH:

. O3HAaKOMUTBCI C OCHOBHBIMH JTallaMHu pa6OTI)I 0 IIOATOTOBKE
JAOKYMCHTOB K apXUBHOMY XPAaHCHUIO.

KoHnTpoJibHbBIE BOIPOCHI:
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9. KakoB nopsiiok nepegayu aen B apxus?

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

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

XpaHEHUsI C UCIIOJIH30BAHUEM CICIYIOMIHNX (hOpM:

. JIucT 3aBepUTENL eIa
o O0510Ka 1ej1a HOCTOSIHHOTO U BPEMEHHOTO XPaHEHUS
o BuyTpensss onuch JOKYMEHTOB J€Jia

5.2 SAOAHVA ANA NMPOBEAEHUA ANOPEPEHLIMPOBAHHOIO
3AYETA

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

YciaoBust BbINOJIHECHUS 3a1aHUS:
1. Mecto (BpeMmsi) BBITIOJTHEHUS 3aIaHUsI: KaOMHET
2. MakcuManbHOE BpeMsl BBIIIOJIHEHUSA 3aaHus: 15 MuH.
3. BoiGpars oquH BapuaHT otBeTa (15 BOmpocoB B TecCTe)
Tect Ne6
Kakoii u3 peKBU3UTOB COJAEP:KUT yYKa3aHHe OTHOCUTEJIbLHO pelleHusi (MOATOTOBKH
pelnleHus) BONPOCA, U3JI03KEHHOT0 B IOKYMeHTe:

MIOATHUCH

pe30JI01HA

BU3bI COIIACOBAHUS IOKYMEHTA
rpu¢ yTBepKACHUS TOKyMEHTa

2
JJOKYMeHT, YCTAaHABJIMBAIOWUNA CTPYKTYpPY, IUTATHBIA COCTaB M IUTAaTHYIO
YHCJICHHOCTb OPraHU3alUH C €€ YCTaBOM:

MIOCTaHOBIICHNE
HIOJIO’KEHUE

IITATHOE PAacIUCaHHe
yKa3aHue

3
OTnpasisieMasi KOppPeCHOHACHIUA — ITO ...

MMHACHEMO-OTBET
BHYTPEHHHUE JOKYMEHTBI
HUCXOASIIIHE TOKYMEHTbI
BXO/JIAIINE TOKYMEHTHI

4
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JoxymeHr, COCTABJICHHBI HEeCKOJbKHMH JHUIAMH, MOATBEeP KA LIUI
ycTaHoBJeHHbIe (PaKkThl. COObITHS WU AeHCTBHA:

npuKa3

aKT

IIPOTOKOJI
CIly’KeOHO€ MUCHMO

5

Pasmepnl nmoJieii 1e10BbIX IOKYMEHTOB J0JI:KHbI ObITH (JIeBO€e — IpaBoe — 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 IMMPOTOKOJIA:

CJIIYIIAJIN - ITOCTAHOBWJIA — BBICTYITNJIA
BBICTVYIINJIX — PEIINJIN — ITIOCTAHOBUJIN
CJHYHWIAJIM - BBICTYIINJIA - TIOCTAHOBWJIN
I[TOCTAHOBUJIN — CJIVIIAJIN — BBICTVYIINJIN

7
JlokyMeHT, OOBSACHSIIOIIMIA BBIIIECTOSINIIEMY HENMOCPEeICTBEHHOMY PYKOBOJUTEIIO
NPUYUHBI HEBBITIOJHEHHUS KAKOr0 JIM00 MOpyYeHHus U T.1I.

nH(pOPMAIMOHHAS 3aITCKa
ciy>xeOHasi 3arucka
JIOKJIaJHas 3aI1cKa
00bsICHUTEILHAS 3aMHCKA

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

KOHTPOJIb
KOH(HIEHIINATILHO
KaJipoBas ciayxoa
KOIHS

9
PexBu3ut «HamMeHoBaHHE BU/IA JOKYMEHTA>» HE€ YKA3bIBACTCHA:

Ha CIIpaBKax

HA NMCbMax

Ha UHCTPYKLUAX
Ha PacHopsKEHUAX

10
JlaTa Ha JOKyMeHTe MPoCTaBJIseTcs caelyIUUM 00pa3om

4.3.2002
05.02.2002
16.3.2002
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24.04.02

11
Haanuch, Ha J0KyMeHTe, cAeJaHHAsi JIOJKHOCTHBIM JIMIIOM M  cojep:Kamiasi
NPUHATOE pelieHne, HA3bIBAETCHA

OTMETKa 00 MCIIOJTHEHUH IOKYMEHTA U HANPaBJICHUH €r0 B JICIO
pe3oJonus

BU3a

MTO/IITUCH

12
Hs MEPEIUCICHHBIX TOKYMEHTOB HE saBasieTcsa pacnopsaauTeJIbHbBIM

IIpHKas 1o OCHOBHOM ACATCIIbHOCTHU
M0JIOKEeHHe

perieHue

yKa3aHue

13
PaCl'lopﬂ)_II/ITeJ'lI)Haﬂ YaCThb B [IPUKA3€¢ HAYUHACTCH CJIOBOM

[Ipemarato
ITocTanoBnsro
OO0s3bIBaIO
IIpuka3ssiBaro

14
I'OCTom, koropblii ycTaHaBJMBaeT NOPSAAOK OGoOpMJIEHHS W PACHOJIOKEHHUS
pexBu3uToB 15 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 JK3eMILISAP JO0KYMEHTa, O(GOpPMJICHHBII M NOANHMCAHHBIH C
YEPHOBHMKA B COOTBETCTBHHU € YCTAHOBJIEHHLIMH TPeOOBAHUAMM:

MOATHHHHUK
KOITHS
nyOIuKaT
aHKeTa

16

JoxyMeHTHpOBaHHE - ITO

JBHYKEHUE JJOKYMEHTOB OT MOMEHTA CO3/IaHUsl UM INOIYYEHUs 10 MOMEHTA UCIIOJIHEHUS
HJIN OTIIPaBKH

4acTh AeJIONPOU3BOCTBA, HENMOCPEACTBEHHO CBA3AHHAA C CO3JaHHEM JOKYMEHTOB

ACATCIIBHOCTD allllapaTta YIPaBJICHHWA, OXBAaTbIBArOM[asA BOIPOCbI HOKYMCHTHPOBAHUSA U
OopraHu3anuu

17
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K npunuunam 10OY HE oTrHocuTCsi:

3¢ pexTUBHOCTH
HAJC)KHOCTh
KOMILIEKCHOCTh
COBOKYIHOCTH

18
OanuMm u3 TpedoBanmnii kK MHGOpMaUK ABJISAETCH:

HENpeICKa3yeMOCTh
TOYHOCTh
CHEM(PUIHOCTD

19
HNudopmanus — 310

MaTepuajgbHbli O00BEKT ¢ HHpOpMAIMEH, 3aKpelIeHHOW CO3JJaHHBIM YEJIOBEKOM
Croco0oM JJis €€ Tepeiaud BO BpPEMEHHU U MTPOCTPAHCTBE

COBOKYITHOCTb JICWCTBUH, MEp M METOJOB YIpPABICHUS IIOJbMU Ha MPEIIPUSTUH,
HaIPaBJICHHBIX UCKIIIOUUTEILHO JJIS TOCTHXKCHHS TIOCTABIICHHBIX 3a71a

CBeJleHHsl O JIMLAX, NpeaMerax, ¢akrTax, COOBITHAX, SBJIEHHAX M Mpoleccax
He3aBUCHMMO OT (OpPMBI UX NpPeACTABIEHUS

20
K 0CHOBHBIM CBOMCTBaM AOKYMCEHTA OTHOCUTCH:

uHopmMaTuBHOE
OpPraHU3alMIOHHOE
IOpUANYECKOE

21

K kanaccudukanum 10KkymMeHTOB 10 criocody nokymenTuposanuss HE orHocuTces
OTKPBITBIE

PYKOIIUCHBIE

JJIEKTPOHHBIE

rpaduyeckue

KHHO-, ()OTOJTOKYMEHTHI.

22
K knaccudukanum 10KyMeHTOB 110 cepe HCI0Ib30BAHUSI OTHOCHUTCH

OPraHu3aNHMOHHO-PACIIOPAIUTEIbHbIE
BHYTPEHHUE
BHEILIHHE

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

HAYYHO-TEXHUIECCKUC
IMPOCTHIC
CJIOXKHBIC

24
K kiuaccnpuxanmum 10kyMeHTOB 110 MmecTy coctaBienusi HE orHocsiTest
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OTKpPBITHIE
BHYTpPEHHUE
BHEIIIHUE

25
K kiaccnuxkanum 10KkyMeHTOB 10 creneHu riuacHoctu HE orHocsiTest

OTKPBITHIE
JIMYHbIE
¢ rpuoM OrpaHUYCHHUS JOCTyIA

26
K kiuaccnpukanum 10KyMEHTOB 110 MPOUCXO0KIEHNUI0 OTHOCATCS

OPHUTHHAIIBI
cayxeOHbIe
PYKOIIHCHBIC

27
K kiaccnpuxkanum 10KkyMeHTOB 10 opuanyeckoi cuiie HE oTtHocsaTcs

OpUIrvHaJIbl WX NOAJIMHHUKHA
THUIIOBBIC

KOIInusd

OTTHUCK

28
K knaccuurkanum 10KyMeHTOB 110 ¢popMe u3noxeHus (creneHu ynupukanuu) HE
OTHOCATCH

WH/IMBUyAJIbHBIC
TpadapeTHble
BBINMCKHU

29
K kiuaccnpuxkanum 10KyMeHTOB 10 cpokam ucnojHeHuss HE orHocsiTest

CpOYHBbIC
KPaTKOCPO4YHbIE
HECPOYHBIC

30
JIoKyMeHTallMOHHOE o0ecneYeHne YIIPABJICHHUS - 3TO

COBOKYIHOCTb [JEHCTBUM, MEpP M METOAOB YIPABJICHUS IIIOABMH Ha IPEANPUATHH,
HaIIPaBJIEHHBIX UCKIIFOYUTENBHO ISl TOCTHKEHUS ITOCTABJICHHBIX 33]1a4

AeATEeIbHOCTh annapara ylpasBJieHH, 0XBATBHIBAIOIIAS BOIIPOCHI
AOKYMEHTHPOBAHHMS U OPraHM3aluM padoThl ¢ JOKYMEHTAMHU B IpoLecce OCylIeCTBICHUS
UM yIpaBjieH4eCKHX PyHKIMT

4acTh JEJIONPOU3BOJCTBA, HEMOCPEACTBEHHO CBSI3aHHAsA C CO3/aHUEM JIOKYMCHTOB.

31
K ¢opmam 1IOY HE otHOCUTCSH:

YHH(PHIMPOBAHHAA
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LEHTpaTU30BaHHAs
JEIEHTPAIM30BaHHAS
CMelIaHHas

32
JlokymeHTHpOBaHHAsA HHpOPMALMSA (JOKYMEHT) - 3TO

MaTepuaIbHbIli 00beKT ¢ MHpOpManMeid, 3aKpeNJeHHON CO3JaAHHBIM 4YeJ10BEKOM
€roco00M /ISl ee nmepeaay BO BpeMEHHU M IIPOCTPAHCTBeE

COBOKYIIHOCTb JEWCTBUH, MEp M METOJOB YIPABICHUS JIOJbMU Ha IPEINPHUITHH,
HaIlpaBJIEHHBIX UCKIIFOYUTENIBHO ISl TOCTHKEHUS TOCTABJICHHBIX 3a]1a4

CBENIEHUS O JIMIAX, MpeaMeTax, (pakrax, COOBITHAX, SBJICHUAX U MPOILECcax HE3aBHCUMO
oT (hopMBI UX MIPENICTABICHUS

33
Jara foKymeHTra — 3T10:

JaTa ero NOANMCAHUS, IPUHITHS
JlaTa ero COCTaBIEHHUS

JaTa ero MoMUCAHUs, TIPUHATHS, YTBEPXKICHUS, COCTABJICHUS, 1aTa COOBITUS
aTta COOBITHSA

34
JlokyMeHT, (pMKCHPYHOIIHI X0 00CY:KIeHHsI BOIMPOCOB M NPUHATHS pPelIeHUid Ha
co0paHusAX, 3aceJaHUAX, COBEIIAHUAX H T.I.:

OOBSCHHUTENbHAS 3aITHCKa
JOKJIA/IHAs 3aIHCKa

aKT

NPOTOKOT

35
Ecau Bam Heo0Xx01uMO cO00IIMTH 0 NPOBEAeHNH MeponpusATHs, Bbl coctaBute

COIIPOBOJUTENIEHOE ITUCBMO
MIACBMO-TIOATBEPKICHUE
JOTOBOPHOE ITUCHMO
HH(pOpMALNOHHOE THCHEMO

36
Eciu Bam Heo0Xoaummo cocTaBUTh NHMCbMO, HH(pOPMHpYIOLIEe aapecara o
HaNpaBJECHUHM K HEMY NPUCHLIAEMbIX I0KYMEHTOB, Bbl cocraBure

COMpPOBOAUTEC/IBbHOEC MUCHbMO
IMUCbMO-YBCIAOMIICHUC
MMHUCbMO-TIOATBECPIKIACHHUC
AOTOBOPHOC IMMUCBbMO

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

PIH(I)OpMElL[PIOHHOC U CbMO
AOTOBOPHOC IMUCBbMO
COMMPOBOAUTCIILHOC IMTNCBbMO
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NUCbMO-IIOATBEPKICHHUEC

38
Ecan pacnopsaauTe/ibHast 4aCTb TEKCTA HAYMHACTCH CJI0OBaAMU “065[3I>IB310”, TO 3TO

npuKa3
3asBJICHUE
pacnopsixeHue
yKa3aHHe

39
Ecan pacnopsiauTe/ibHAs YaCTh TEKCTA HAYNHAETCHA CJI0BAMH “mpeajiaraiw”, To 3To

MIpHUKa3
pacnopsipKeHue
UHCTPYKIUS
yKa3aHue

40
Oxapakrepu3yiiTe ¢ TOYKHM 3peHHS] NMPUHAJIEKHOCTH K PEKBHU3UTAM CJeAYHOIIMI

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

rpu¢ yrBepxacHUS

HOJIIKCh

O0TMETKA 0 3aBePEeHMHU KONHMHU
pe3oonus

41
OxapaRTepnsyﬁTe C TOYKH 3PCHHUA NPUHALJICKHOCTH K PEKBU3UTaAM cneuymmm‘»i

¢pparment: 3am. nupexropa Ilmoxuny UK. Ob0ecrieunTh ycJIOBHS BBIIOJHEHHS MOCTABOK
10 16.01.2020. a/m 18.11.2019

MOJTITHCh
3aroJIOBOK
BU3a
pe3oJonus

42
Oxapakrepu3yiiTe ¢ TOYKH 3peHMs] NPUHAVIEKHOCTH K PEeKBU3MTAM CJje1yI0LIHUI

¢pparment: O6 nHPOpMALIMOHHOM ODecTiedeHU U

BH3a
3aroJIOBOK
pe3oonus
TEKCT

43
Oxapakrepu3yiiTe ¢ TOYKH 3pPEeHHS] NMPHHAIEKHOCTH K PEKBH3UTAM CJEAYHOIIMI

¢pparment: Cumonon 989-78-35

rpu¢ yrBepxaeHUS
HCIIOJIHUTEJIb

pe3oonus

OTMETKA O 3aBEPEHUU KOIIUU

44
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IlepeuncinTe OCHOBHBbIE BUIbI 0JIAHKOB

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

CYIIECTBYET TOJBKO OJIAHK C MPOJIO0JIBHBIM U YIJIOBBIM PACIIONIOXKCHHEM PEKBH3UTOB
CYIIECTBYET TOJIBKO OJaHK JJIs TUCEM
CYIIIECTBYET TOJILKO OOIIHI OJaHK

Hepeqnc.JmTe OCHOBHBIC 3JICMCHTBI JO0KJIaJa

OCHOBHAs! 4aCTh; BBIBOJIbI (PEKOMEHIALINH )

BCTYIUICHUE; BBIBOBI (PEKOMEHIAITNH )

BCTYIUICHHE; OCHOBHAS YacCTh

BCTYIJIEHHE; OCHOBHASI YACTh; BHIBO/IbI (PEKOMEHIANH)

46

HpaBOBOﬁ aKT, H31aBaeMbIi PYKOBOAUTECJIEM MNpEeaANPpUATUSA, IleﬁCTByl{)llIel"O Ha
OCHOBAHHM €IUHOHAYAIMA, TJIA PpaspelicHUdA OCHOBHBIX M OIECPaTHBHBLIX 3aJa4
NnpeaAnpuiaATUa — 3TO

NpUKa3
yKa3zaHue
pelieHue
pacnopsbKeHue

47
Hpouecc YCTAHOBJCHUA M NPUMEHECHUS MNpaBUWJI ¢ OEJIbIO YHOPAA0OYCHUSA
ACATECJIBHOCTH B 1€JI0MIPOU3BOACTBE — 3TO

cucreMma [[OKYMeHTaHI/II/I

CTaH):[apTI/I3a].lI/Iﬂ

ELCJL

AOKYMCHTAIIMOHHOC O6CCHC‘ICHI/IC YIIpaBJICHUA

48
PaCl'lopﬂI[l/ITeJ'l])HbIﬁ AOKYMECHT KOJJICTHAJIBHOI'0 OpraHa yrnpaBJICHHUS, H31aBaeMbli
MHUHHUCTEPCTBAMU, BEIOMCTBAMHU, HAYYHBIMHU COBETAMHU — 3TO

pelieHue
yKa3aHHe
pacropsbkeHue
pHKa3

49

CBoa nmpaBuJI, peryJIMpylommXx AesATeJbHOCTh OPraHu3anuid, X B3aMMOOTHOLICHHUS
¢ JpYyrMMH OpPraHM3auMsIMH H TIpakiaHaMH, IpaBa Hu o00s13aHHOCTH B cdepe
rocy1apCcTBEeHHOM MJIM X0351iICTBEHHOM 1eATeJIbHOCTH — 3TO

LITATHOE pacIUCaHue
IIOJIOXKEHUE

JOJKHOCTHAs! UHCTPYKIIUS
ycras

50
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Crangaprusanusi — 3T0

CTaH/IapTHOE PACIOJIOKEHNE MaTepuaia

COTJIACOBAHUE C TEKCTOM 3aWHTEPECOBAHHBIX JIUIT

ynotpebiaeHne yCTOHYUBBIX 000POTOB

Npouecc YCTAHOBJEHHMS M TPUMEHEHHS] TMPABWJI C UeJbI0 YHOPSI0YEeHHSs
1eATeJIbHOCTH B /1eJIONPOU3BO/ICTBE.

IlepeyeHb 00bEKTOB KOHTPOJISI M OLIEHKH

KpurepueM ouLeHKH SBJISETCS YPOBEHb YCBOCHHMS CTYAEHTOM MaTepuala, MpeayCMOTPEHHOTO
OpOrpaMMOil  IHUCUUIUIMHBI, YTO BBIPAXKAETCS KOJIMYECTBOM TPABUIBHBIX OTBETOB Ha
MMPCIJIOKCHHBIC TCCTOBBIC 3aJaHU .

HaumeHoBaHHe 00bEKTOB Ouenka
OcHOBHbIE IOKA3aTeJIH OLEHKHU pe3yJbTaTa
KOHTPOJISI M OlIEeHKH

1) OcHOBHbIC ~ nMOHATHA: | [Tpy BEpHBIX OTBETAX Ha:

Hem, - 3anain W NPUHIHIRL | 6004 tecToBBIX 3amanuii (12-14) 3 (yIOBJIETBOPUTENILHO)

AOXYMEHTAIHOMNHOTO 75% TecToBbIX 3ananuii (15-18) 4 (xopouio)

obecrieueHns yIIpaBIICHS,;
2) CHCTeMBI 95% TtecroBbix 3amanuii (19-20) 5(0TIHMYHO)
JOKYMEHTAIJHOHHOT'O
o0ecreueH sl yIpaBJICHUS, HX
ABTOMATHU3aLHIO;

3) KI1acCH(UKAITIIO
JIOKYMEHTOB;

4) TpeOoBaHUA K
COCTaBJICHUIO U O(OpMIICHHIO
JIOKYMEHTOB;

5) OpraHU3aIUIo
JIOKYMEHTO000pOTa:  TIpHUEM,
00paboTKy, pETUCTpAIHIO,
KOHTPOJIb, XpaHEeHUe
JOKYMEHTOB,  HOMCHKIATYDPY
aen

3AJAHHUE Ne 2 (npaxmuuyeckoe)

Texer 3axanus: BoINOJIHUTE yCI0BHE NPAKTHYECKOI0 3a1aHUHA
YciaoBust BbINOJIHEHUS 3a1aHUS:
BapuaHThI NpaKTHYECKHUX 3aJaHUH
1 eapuanm

OdopMuTh mpHKa3 IO OCHOBHOM €ATEILHOCTH CO BCEMU PEKBU3UTAMU

SpocimaBckuil TOCYJapCTBEHHBI YHUBEpCHUTET. lIpuka3 0 Hay4dHO-MCCIEI0BATEIbCKON
pabote Ha

JMeTHUN mepuoa. B cooTBeTcTBUM € MJIaHOM HAay4HO-HCCIEAOBATEIbCKOM paboThl Ha
2009/2010 yuebHbIit

roj npukaspiBar: 1. HampaBuTe B mepHol JETHUX KAHUKYJ HAYYHYIO SKCHEAUIIHIO IS
W3YUYEHHUS S3bIKA U

donbkiiopa HaposoB Cesepa. 2. 3aBeAyromyro Kadeapoi pycCKOTo S3bIKa U JIUTEPATYPHI,
KaHauaaTa (QUIONOTHYECKUX Hayk, goueHTa CkBoOpuoBy A.A. Ha3HAYUTh PYKOBOAUTEIEM

sKcneauuuy. 3. PykoBoauTento
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skcnienuny CKBOPIOBOM A.A. MPEICTAaBUTh Pa3BEPHYTHIN IUIaH paOOTHI SKCTICAUIINH Ha
3acenanue Yuenoro cosera 18.05.2010. 4. KoHTponb 3a UCHIOJHEHMEM INIPUKa3a BO3JIOKUTH Ha
ceKpeTapsi YUEHOIo COBETa

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

2 BapuaHT

OdopMHTh pacriops’KEHHE CO BCEMU PEKBU3UTAMHU

Otnenenune «MHTypucT». PacnopseHue O BBIIOIHEHUM MEPONPUSITUNA MO MOATOTOBKE
jareps B

nocenke ['neboBckoe. Spocnamnb. J[ns opranuzanuu paboT MO MOATOTOBKE Jiareps B
nocenke [eboBckoe U B 1ensix obecrieueHus BoInoyiHeHus: Pacriopsbxenus [maBUHTYpuCTa OT
26.03.2010 Ne 17 o0s3siBato: 1.

HupexropoB roctunul, CrporanoBy W.II., I'aBpuioBy A.W.: 1.1. OtkomanaupoBatb B
narepb Ha nepuon ¢ 18.05.2010 mo 10.06.2010 paboynx CTPOUTEIBHBIX CICIHATILHOCTEH IS
BBIIIOJIHEHUST paboT ¢ omnaroi no cpeaHemy. 1.2. CocTaBuTh IJIaH PEMOHTHBIX paboT [0
20.04.2010. 1.3. O6ecneunTh paboTaOMUX HEOOXOAUMBIM 000PYJIOBAHUEM U HHCTPYMEHTOM. 2.
KoHTposib 32 ucCnonHeHneM pacnopsKeHUs BO3J0KUTh Ha TJIaBHOrO MH)XeHepa batypuna B.I
I'enepanbubiii aupextop B.C.MBaHOB

3 BapuaHT

OdopMHT TOKITAJHYIO 3aMUCKY CO BCEMU PEKBH3UTAMHU

Mexanunueckuit 3aBo. JlokiagHas 3amucka 0 HECOOMIOICHUN TEXHUKU 0€30IacHOCTH Ha
crpoityyactke. CTpouTenbHO-MOHTaxkHOE yrpaiieHue Ne 1. 'maBHOMy uHxkeHepy WUrHaTheBy
C.®. 3aBoj1 HEOTHOKPATHO CTaBWII nepes; Bamu Bompoc 0 coOII0A€HIN TEXHUKH 0€30MacHOCTH
Ha cTpoifyuactke. OnHako 10 cux mop: 1. OTCyTCTBYIOT OTrpaxk/ieHUsl B MECTax MPOU3BOJICTBA
CTpPOUTENbHBIX pabor. 2. He orpaxkmaroTcss MecTta CBapOUYHBIX padoOT, T/I€ MOTYT MagaTh
npeaMeTsl ¢ BBICOTHL. 3. [Ipu mpousBojcTBe paboT B pailoHe MEXaHOCOOPOYHOTO I1eXa BEIETCs
OeTOHMpPOBaHUE KOJIOHH, XOTSI Orpa)<JeHHE KOTJIOBaHa He ciaenaHo. [Ipoiry cpoyHO NMpUHATH
Mepsl. Umkenep no texuuke 0e3omnacuoctu B.C.Wnbun

4BapuaHT

OdopMuUTh CIIPaBKY CO BCEMH PEKBU3UTAMHU

PemonTHO-cTpOonTensHOe ynpasieHnue Ne 21. CopaBka 0 XOJ€ KalUTAIBHOIO PEMOHTA
KWIbIX JoMOB 1o miaHy [ kBaprana 2010 roma. HavanbHuky YmpaBieHUs KallMTaIbHOIO
pemonTa IIpaBurensctBa Apocnasns Camoitnoy C.M. BBoa B 3kCIUTyaTanuio KUiaoi 1iiomaim
no ruany I kBaprana 2010 roxa coctaBnsier 5324 m2. CMOHTHPOBAHO kWiIoH 1omaau 4066 M2,
MOJJICKUT JEMOHTaXy W MOHTaxy 1574 m2. Ilepemano mon otaenmodnbie paboTel 2551 m2.

[Tepenano moj caHTEXHHYECKHE M AJIEKTpOTeXHUYEecKne padboTel 4066 M2. B cMOHTHPOBaHHBIX
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MOMEILEHUAX TOJIeKAT BBIIOJHEHUIO BHYTPEHHUE CTOJISIPHOOTIENIOUHbIE PabOThl 00BEMOM
1500 m2. HeynoBnerBoputensHo BenyTcst pabotsl CY-11 Tpecra Ne 3 moueHTpanbHOMY
OTOIUIEHUIO, BOJOIPOBOAY M KaHaiM3auuu B AoMme N 55 mo mpocnekty MammHOCTPOUTENEH.
HauanbHuk peMOHTHO-CTpouTeNbHOrO ynpasieHusa B.I'.Kapmos.

5 BapuaHT

Odopmuth crpaBKy €O BCeMH peKkBU3UTaMH lIpubopocTpouTeNnbHBI  3aBOJ
(yn.dmurtpuena, 1.25, SApocnasib, 193198, 1e1.298 87 34).

CnpaBka B HAJIOTOBYIO MHCIIEKIMIO 3aBOJKCKOTO paiioHa fApocnasig. Epemun Bacunuii
MuxaiinoBuu paboTaer Ha 3aBoje ciecapeM MexaHocOopouHoro 1exa. CpeaHemecsyHas
3apabornass miaara 9700 py6neit. Jupexkrtop 3aBoma W.M.Kapmos. ['nmaBubiii Oyxranrep
A.A.AGpamoBa.

6 BapuaHT

OdopMUTh aKT CO BCEMHU PEKBU3UTAMU

I'maBHOE ynpaBiieHHE IPOMBIIUIEHHOCTH CTPOUTEIbHBIX MaTepHaIOB. AKT YCTaHOBJICHUS
(dakTUYeCKO NPOU3BOJUTENBHOCTH TEXHOJIOTHYECKOW JuHMU. T.SIpocnaBib. OcHoOBaHHE:
MPUKAa3 MHUHUCTPA MPOMBILUIEHHOCTH CTpouTeNbHbIX MarepuanoB oT 10.09.2009 Ne 108.
IIpencenarens — rnaBHbIA TexHOJOr ympasiieHus Ilerpos /.M. Uiensl komuccuu —
pykoBoauTenp Jiabopatopun Makapos C.U., crapmuii nnxenep ynadoparopun Cumaxos 1O.B.
[TpucyrcTBoBan rnaBHbl uH¥keHep 3aBojga Ne 1 Pagun M.II. B mepuox c 10.10.2009 mo
12.10.2009 xommccus mpoBena paboTy MO YCTAHOBIEHUIO (PAKTUUYECKOW MPOU3BOAUTEIHHOCTH
TEXHOJIOTUYECKOM JIMHUM TI0 U3TOTOBJIEHUIO acOECTOLIEMEHTHBIX JUCTOB Ha 3aBoje Ne 1. JIunus
MpUHATA B OJKCIUTyaTtanuio B jJekadpe 1998 1. co cpemHeidt mnpou3BOAUTENHHOCTHIO 250
JUCTOB/4ac. 3a mpolieuiee BpeMs MPOU3BOAUTENBHOCTh JIMHUM 3HAYUTENbHO Bo3pocna. s
YTOYHEHMSI TPOU3BOAMUTEIBHOCTH JIMHUM M KadyecTBa MPOAYKIMM KOMMCCHS paccMOTpena
MaTepHajbl: CBeleHUs] 0 paboTe JIMHUM 3a BeCh NMepUoj; GU3NKO-MeXaHUYecKhe nokasareinu. B
pe3yabpTaTe KOMHUCCUS OTpEeNniia YaCOBYIO MPOU3BOIUTENHHOCTh JUHUUA B 400 JIHUCTOB, YTO
COOTBETCTBYET rojjoBoi MomHOCTH 300 MiH.JIucTOB B rof. CocTaBiieH B TpeX dK3eMIuiapax: 1-i
— I'maBacGecry; 2-it — HUWnpoekracOecty; 3-ii — 3aBony N 1. YTBepkaaeT 3aMecTHTENb
muHuctpa A.B.Ceprees.

7 BapuaHT

OdopmuTts prKas o mpuemMe Ha paboTy CO BCEMU PEKBU3UTAMHU

AkunonepHoe o6miecTBo 3akpbiToro tuna "IIpuboii". fApocnasns. [Ipuka3. Haznauute

AHJipeeBa
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Cepres IlerpoBuua HauampHuKOM J1aboparopuu N 3 ¢ 03.02.2010 ¢ okmagoM COTIacHO
mratHoMy pacnucanuto. OcHoBanue: 3asBiaeHue AnapeeBa C.II. or 01.02.2010 ¢ Buzamu
HaYaJIbHUKA OT/IeNa KaIpoB U riaBHOro Oyxranrepa. Jupekrop AO3T M.O.I1aBnos

8 BapuaHT

Odopmuts puka3 00 yBOJILHEHUH CO BCEMH PEKBU3UTAMHU

AxnmonepHoe o6mecTBo 3akpeitoro tumna "[lpuboi”. fApocmasnbe. [Ipukas. YBOIUTH
I'opoxoBa CranucnaBa IlerpoBuua, mHxenepa nexa Ne 2, ¢ 15.02.2010 nmo coOGcTBEeHHOMY
s)kenanuio B coorBeTcTBUM 1.3 cT.77 TK P®. OcnoBanme: 3asBienue I'opoxoa C.II. ot
01.02.2010. Hupektop AO3T M.O.IlaBnoB. Busbl HavanbHuka mnexa N 2 CemenoBa B.U.,
HavanpbHUKa oTnena kaapo Hukonaera K.C., rmaBroro Oyxrantepa Hukudoposoii B.JI.

9 Bapuant

OdopmuTts TenedoHorpaMMy CO BCEMU PEKBU3UTAMU

Munnpomctpoii PO®. [lepenan — cekperaps Cepreesa, Ten.147 83 35. SApocnasnbctpoit N
8. Ilpunsin — cexperapr MypamoBa, ten.375 92 48. Bpems nepemaum: 11 wac. 30 mun. 27
¢depans 2010 rona B

10.00 cocroutca Komneruss MuHuctepcTBa. SIBKka HavaibHUKA SIpociaBiabCTpoOs

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