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1 ObBIIME CBEJEHUA «JOKYMEHTALMOHHOE OBECIIEYHEHHUE
YIIPABJIEHW D

1.1  Mecro mucuumuinHbl B cTpykrype IIIICC3

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

1.2 TpeboBanus K pe3yJbTaTaM 0CBOEHHs YUeOHOM IMCUUIITHHBI
ba3oBas yacTth

C uenbto peanuzanuu TpeOoBaHU paboTojaTeneil U OpuUEHTALMU MPOodecCHoHaATbHOMN
HOJATOTOBKU MOJI KOHKpETHOEe pabouee MecTo, 00ydJaromuics B paMKax OBJIAJICHUS yKa3aHHBIM
BUIOM NMPO(ECCHOHANBHOM JeSITeIbHOCTH JOKEH:

B pe3ynbrate 0CBOCHUS NUCHUIUIMHBI CTYACHT JOJKEH:

- YMETb!

1) opopMIATP M TPOBEPATH TNPABMIBHOCTE O(POPMIICHHS JOKYMEHTAIlMH B

COOTBETCTBUH C YCTAHOBJICHHBIMHA TpC6OBaHI/I$[MI/I, B TOM YHCJIC HCIIOJIb3Yys I/IH(bOpMaIII/IOHHble

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

oOecrnieueHus yrnpaBIeHUS;

2) CUCTEMBI JIOKYMEHTAIIMOHHOTO 00CCIICUEHUS YITPABJICHUS, UX aBTOMATH3AIHIO;

3) KJTaCCU(UKAIIUIO TOKYMEHTOB;

4) TpeOOBaHUS K COCTABICHUIO U O(DOPMIICHUIO JOKYMEHTOB;

5) OpraHu3aIi0 JOKYMEHTO00O0pOTa: MpueM, 00paboTKy, peTUCTPaIlni0, KOHTPOIb,

XPAaHCHUEC NOKYMCHTOB, HOMCHKIIATYPY ACII

BapuatuBHasi yacThb HampaBiieHa Ha YIUIYOJIEHHE TIOATOTOBKH, OTMpEIeIsieMoit

coJiep;kaHueM 0053aTeIbHON YacTH.
CopepxaHne NUCHUIUIMHBI JOJKHO OBITh OPUEHTUPOBAHO HA MOATOTOBKY CTYAECHTOB K
ocoeHnuto nmpodeccuonanbHbXx Moaysei OIIOII o cnenmansaocTy CITO 38.02.04 Kommepiiust

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



IIK 2.2. OdopmisiTh, POBEPSITH MPABHIBHOCTh COCTaBIICHUs, 00€CIIeunBaTh XpaHECHUE
OpTraHU3aI[MOHHO-PACTIOPSAUTEIBHBIX, TOBAPOCOMPOBOAUTEIBHBIX W HWHBIX HEOOXOIUMBIX
JIOKYMEHTOB C UCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

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

OK 1. Ilonumartp CyIIHOCTh W COLMAJIbHYIO 3HAaYMMOCTb CBOEW Oyaymied mpodeccuw,
IIPOSIBJIATH K HEW YCTOMYMBBIN UHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JAESTEIbHOCTb, BHIOMpATh TUIIOBBIE METOIbI U
CIocoObI BBIIMOIHEHUS MTPO(ecCHOHANBHBIX 33/1a4, OLIEHUBATh UX 3P(PEKTUBHOCTD U KAYECTBO.

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

OK 4. OcymecTBisaTh MOUCK M HUCIOJB30BaHWE HWHPOpPMAIUU, HEOOXOAUMOU s
3¢ peKTUBHOrO BHIMOTHEHUS MPOPECCHOHANBHBIX 33/1a4, MPOPECCHOHANBHOIO U JTUYHOCTHOTO
pa3BUTHA.

OK 6. Paborath B KOJJIEKTHBE W B KOMaHzae, 3(pPeKTHBHO 00mAaThCA C KOJUIETaMH,
PYKOBOACTBOM, OTPEOUTEIISIMH.

OK 12. Cobmromath aeicTByIollee 3aKOHOJATENbCTBO M 00s3aTeNbHbIE TPEeOOBaHUS

HOPMATUBHBIX JOKYMCHTOB, a TAKKC Tp€6OBaHI/I$I CTaHAApPTOB, TCXHUYCCKUX YCHOBHﬁ.

1.3 O0bem yueOHOI IMCUMILUIMHBI U BU/IbI Y4e0HOI padoThl

Buj y4yeOHoi#l neATeIbHOCTH O0bem yacoB
MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 72
O0s3aTesqbHAsI Ay IUTOPHAA Y4eOHAsi Harpy3Ka (Bcero) 48
B ToM uucne:

71a00paTOpHBIE 3aHATHS HE MPEyCMOTPEHO
NPaKTUYECKHUE 3aHATHS 40
KOHTPOJIbHBIE paOOTHI HE MPEeyCMOTPEHO
CamocrosiTe/ibHasi padoTa cTy/AeHTa (BCero) 24
B ToM uucne:
KypcoBasi paboTa (IIpoeKT) HE MPEyCMOTPEHO
JIPYTHUe BUJBI CAMOCTOSITEILHON pabOThI 24

WtoroBas arrectauus B popme Jugpgdepenyuposannviii 3auem




2. CTPYKTYPA U COJEPXXAHUE VUYEBHOM JUCHMIUIMHBI «JIOKYMEHTAIITMOHHOE OBECIIEYEHME

YIIPABJIEHU »

2.1 TemaTnyecKuii MJIaH U copep:KaHue

HaumeHnoBanue pas3zenoB u TeMm Conepxanne y4eOHOrO MaTepuana, J1adOpaTOpHbIE M TPAKTHYECKUE O6bem yacoB YpoBeHb
paboThl, caMOCTOsSITeNIbHAS paboTa 00yYaIOIUXCSL. OCBOCHUS
Tema 1 Copep:xkanue u ocHoBHbIe | ConepxaHue yueOHOro Marepuana 1
3a/1a4um coppemenHnoro | 1 | [Ipenqmer,  comepxanwe,  Lend,  33agadd W [PUHIUIBI 2
AOKYMEHTAIHOHHOT 0 olecrieuyeHust JIEJIONPOU3BOJICTBA; MECTO M POJIb JOKYMEHTOB B YIpPaBICHUU Ha
ylpaBJieHUs COBPEMEHHOM JTare; Kjiaccu(uKaus JOKyMEeHTOB.
JlaboparopHsble 3aHATHS HE MPEAYCMOTPEHO
[TpakTHdeckue 3aHATHS HE MPEyCMOTPEHO
KonTponbHbie paboTh HE MPEAYCMOTPEHO
CamocrositenbHas pabora oOy4daroniuxcs: [1oAroToBUTE MpE3eHTALMIO 110 2
Teme «VcTopusi BOBHUKHOBEHUSI U JTAaIlbl PA3BUTHA JEIONPOU3BOICTBA B
Poccuny»
Tema 2 HopmaruBHo-Metoguueckas | CojepxaHue yueOHOro MaTepuasa 1
0a3za 1okyMeHTaUMOHHOro odecnevenus | 1 | CocraB HOpMatuBHO-MeToau4eckor 0a3el JIOY; cranmapTu3amus u 2
ylpaBJieHUSs yaupukanuu cucremsl JIOY; obmepoccuiickue Kiaccu(pukaTopbl
JIOKYMEHTaluu, rocyaapcrseHHas cucrema JI0Y.
JlaGopaTopHbI€ 3aHATHS HE MPETYCMOTPEHO 3
[TpakTudeckue 3aHATHS
1 | Noe 1 M3ydyeHne HOpMaTHUBHO-NIPAaBOBOM 0a3bl JOKYMEHTAllMOHHOIO 2
obecreyeHnst yrnpaBieHus
KoHTpobHBIE paOOTHI HE MPETYCMOTPEHO
CamocTtosTenbHas paboTa 00y4Jaronmxcs: HE MPEeTyCMOTPEHO
Tema 3 OcHoBHble TpedoBanusi k | ConepxaHue yueOHOro Marepuana 1
COCTABJICHUIO " opopmaennio | 1 | rocT p o 7,0.8-2013. Hanmonaneneiii  crannapr Poccuiickoit 2
JAOKYMEHTA

®enepannn. CucremMa cTaHAapTOB 0 MHPOPMAIMH, ONOINOTEUHOMY
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H HU3JaTCIIbCKOMY JICIY. I[CJ'IOHpOI/IBBOI[CTBO U apXMBHOC JA€JO0.

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

JlaGopaTopHble 3aHATHS

HE IPETYCMOTPEHO

HpaKTI/I‘ICCKI/IC 3aHATUA

1 | Ne2 M3yueHune pacrnonoKeHusi peKBU3UTOB U I'PaHULbI 30H OJaHKOB 2
JIOKYMEHTOB

2 | Ne3 M3yueHue CTPyKTYpHI IOKyMEHTOB 2
KonTponbHbie paboTh HE MPEAYCMOTPEHO
CamocrositennpHass pabora oOyuaromuxcs: [loAroToBUTh KOHCIEKT Ha 2
Temy: TpebGoBaHMsI K H3TOTOBJICHUIO, YYETY M XPAHEHHIO TI'epOOBBIX
0JIaHKOB.

Tema 4 Cucrembl J1OKyMEHTALNH CopepxaHue yaueOHOro Marepuana 1

1 | Cuctema opraHu3aliOHHON JOKYMEHTAIIUH, aBTOMATH3AIIHS
2 | Cucrema pacnopsIUTeNbHOM TOKYMEHTAllMN; aBTOMAaTH3aIs
3 | Cucrema  uHGOPMAIMOHHO-CIPABOYHON  JOKYMEHTAIIUH, X

aBTOMaTu3anus;

JlaGopaTopHblie 3aHATHS

HE IPETyCMOTPEHO

HpaKTI/I‘-ICCKI/Ie 3aHATUA

1 | Ne4 CocraBnenue u opopMiIeHHE OpraHU3allMOHHBIX JTOKYMEHTOB 2

2 | Ne5 Cocranenue 1 oopMIIeHHE pacliopsIUTEIbHBIX JOKYMEHTOB 2

3 | Ne6 CocraBinenne u odopmieHHe HH(POPMAIMOHHO-CIIPABOYHBIX 2
JJOKYMEHTOB

4 | Ne7 U3zyuenue ocoOEHHOCTEM coCTaBieHUS U  OPOPMIECHHUS 2
JJOKYMEHTOB 110 00IIIMM BOIIpOCaM

S5 | Ne8 MW3ywyenue ocoOeHHOCTEH cocTaBieHUs U o(opMIeHHUs 2
JIOKYMEHTOB T10 JITYHOMY COCTaBY

6 | N9 MW3yyenue ocoOeHHOCTEH cocTaBieHHs U o(opmIeHHUs 2
JIOKYMEHTAITUH 110 TPYAOBBIM OTHOIIICHHSIM

7 | Nel10 Usyuenne ocodennocreit opopmienus auanbix gen (1C) 2

8 | Nell CocraBnenne u  odopMiIeHHE NPETEH3MOHHO-UCKOBOM 2
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‘ JIOKYMEHTAITUN

KonTponbHbie paboThl

HE NMPEAYCMOTPEHO

CamocTrosTenpHas padora oOydarommxcs: cooOmienne Ha Temy «Poib 2
OpraHU3aIMOHHBIX, PACTIOPSIIUTEIBHBIX U HH()OPMAIIIOHHO-CIIPABOYHBIX
JIOKYMEHTOB B c(hepe yrnpaBiIeHus»
CamocrostenpHas pabora oOywaromuxcs: [1oaroroBuTh KpoccBopa Ha 4
TeMy «BUIbI OpraHu3aIMOHHO-PACTIOPSIUTEILHBIX JOKYMEHTOB).
CamocrosiTenbHas pabora 00yYaroInXCs: Brimonaenue 4
WHIMBUIYTbHBIX 3aJIaHUH.
Tema 5 OOmme ocHOBBI JeoBoii | ConepxaHue yueOHOro Marepuaia 1
KOppeCcnoHAeH T 1 | CnyxeOHasi mepenucka Ha TPEANPUSATHH; JCIOBas pedb U ee
rpaMMaTH4eCKHe 0COOEHHOCTH; JIOTHYECKOE IIOCTPOCHHE
JIOKYMEHTOB.
JlaGopaTopHbI€ 3aHATHS HE MPEyCMOTPEHO
[IpakTHyeckue 3aHATUSL
1 | Nel2 M3yuenue 0coGeHHOCTEHl HOOTOBKH CITY)KeOHBIX THCEM 2
KonTponbHbIe paboTh HE MPelyCMOTPEHO
CamocrositenbHas pabota oOyvaronuxcs: [1oaroToBUTh T0KIIAL HA TEMY: 2
OcoOeHHOCTH s3bIKA, CTUJS W PENAKTUPOBAHUSA  YIPaBIEHYECKUX
JTIOKYMEHTOB.
Tema 6 Opranusanus | ConepxaHue yueOHOro Marepuana 1
AOKYMEHT0000poTa. 1 |IlonaTve ¥  NOPUHIOUOBI  OpPraHMU3AIMH  JOKYMEHTOO00OpPOTa;

MNPOXOKACHUEC W TOPAAOK HMCIIOJIHCHUA BXOAAIIHUX JOKYMCHTOB,
MPOXOKACHUC HUCXOOANUX U BHYTPCHHHUX JOKYMCHTOB, pa60Ta C

KOH(QHICHIIMATHHBIMI  JIOKyMEHTaMu; paboTa ¢ THUCbMaMu |
00OpalIeHusIMHU TPaKIaH.
JlabopaTopHbIe 3aHATHS HE ITPEYCMOTPEHO
[TpakTHyeckue 3aHsATUS
1 | Nel3  Uzyuyenue  OCOOEHHOCTEH  JKypHalIbHOW  perucTpanuu 2
JTIOKYMEHTOB.
2 | Nel4 Pabora ¢ KOHOUACHITMATEHBIMU IOKYyMEHTAMHA 2
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3 ‘ Nol5 Pabota ¢ miucbMaMu U 0OpaIeHUsIMHA TPaK/IaH.

2

KonTtposbHbie paboThl

HE MPETYCMOTPEHO

CamocTtosTenbHas paboTa 00y4Jaroumxcs:

HE NMPEAYCMOTPEHO

Tema 7 TexHoJiorust
ABTOMATH3HUPOBAHHOM 00padoTkmn
JOKYMEHTAI MU

Conepkanue yaeOHOro MaTepuaia

1 | TexHomoruss aBTOMATU3UPOBAHHOW OOPAaOOTKH  JOKyMEHTAI[UU
OO0mas xapakTepuCTHKa OPraHU3allMOHHBIX TEXHHUYECKHUX CPEICTB.
ABTOMAaTHU3UPOBAaHHBIE  CHUCTEMBI  jenompousBojactBa.  O0630p
COBPEMEHHBIX CPECTB OPITEeXHUKH IJiA Tepeladyd M IepepadoTKu
uHopmanuu. IlpaBuina U MOPAIOK THUPAKUPOBAHUS JOKYMEHTOB.
OnekTpoHHas nouyrta. CucreMa onTUYECKOT0 paclioO3HAaBaHUSI TEKCTOB.

1

JlaGopaTopHblie 3aHATHS

HE MPEAYCMOTPEHO

HpaKTI/I‘ICCKI/Ie 3aHATUA

1 | Nel6 Uzyuenue nporpammsl DIEKTPOHHBIN JOKYMEHTO000POT

2

2 | Nel7 Co3nanue 2JCKTPOHHOTO SIIMKAa W paboTa ¢ 3IEKTPOHHOMN
O4YTOM

2

KonTponbHbie paboTh

HC IIPCAYCMOTPCHO

CamocrosiTenpHas paboTa 00ydarIMXCs: MOJATOTOBUTE JOKIa] HA TEMY: 2
«llepcieKTUBBI ~ UCHOJIb30BAHUSA  AJIEKTPOHHBIX  JIOKYMEHTOB B
YIPABICHUYECKON NEATEIIbHOCTI.

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

1 | CocraBnenre HOMEHKJIATYpPHI 1ed; (HOopMHUpOBaHHE U OQOpMIICHUE
JIeJT; TIOATOTOBKA U TIepejadya JOKYMEHTOB Ha apXUBHOE XPaHEHHE.

JlaGopaTopHblie 3aHATHS

HE IPETyCMOTPEHO

HpaKTI/I‘-ICCKI/Ie 3aHATUA

1 | Nel8 HM3yuenue ocoOeHHOCTEH COCTaBIEHHMSI HOMEHKIJIATyphbl el 2
TPE TP THS

2 | Nel19 Usyuenue ocobenHocTel (hOpMUPOBAHUS U OPOPMIICHUS JCIT 2

3 | Ne20 Uzydyenne ocoOCHHOCTEH TOJITOTOBKY H TIepeadn JIOKYMCHTOB 2

Ha apXHUBHOC XPAHCHUC

KonTtposbHble paboThl

HE MTPEYCMOTPEHO

CamocrositenpHas pabota oOyvaronuxcs: [IoaroToBUTh T0KIIAM HA TEMY:

2
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«XapakTepucTuka U TMOPANOK JocTyna K JOKYMEHTHPOBaHHOU
uHopmanuu ¢ rpupom «Jis ciy:ke6HOro moIb30BaHUS.
CamocrosrenbHas pabora oOyyaronuxcsa: Hamucats acce Ha Temy «Moe 2
noHsiTuE 0 JoKymeHTe. Ponb genompou3BojcTBa B Moel Oynyrieit
npoQeccum.
CamocTtosrenpHas padora o0yyaronmxcs: [[oaroToBUTh H0KIaa HA TEMY: 2
«[IpeumyIiecTBa 1 HETOCTATKH IEKTPOHHBIX APXHBOB JOKYMEHTOB.
[TpumepHas TemaTnka KypcoBoil paboThI (ITpoeKTa) HE IPETYCMOTPEHO
CamocrosiTenbHas paboTa 00yJaronuuxcsi HaJ KypcoBoil paboToii (ITPOEKTOM) HE TIPETYCMOTPEHO
Bcero: 72
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3. YCJIOBUA PEAJIM3ALIMU TTPOT'PAMMBI IUCLIUTTIJIMHBI

1.1. TpeGoBaHusI K MUHUMAJIbLHOMY MaTepPHAJbHO-TeXHUYECKOMY o0ecrevyeHuIo
YuebHast ayauTopus A TPOBEACHHS Y4YEOHBIX 3aHATUH (YpOK, HPAKTUYECKOE 3aHSTHE,

nabopaToOpHOE 3aHATHUE, JICKIHSA, CEMUHAP), TPYIIOBBIX M WHAMBHUIYAIbHBIX KOHCYJIbTALUH, TEKYIIETO
KOHTPOJISI U TPOMEXYTOUHOM aTTecTaluu:

Kabuner JlokymMeHTallMOHHOTO 00ecreueH s YIpaBICHU

ABTOMaTH3MpOBaHHBIE paboyre MecTa oOydaromuxcs - 20 IIT., aBTOMaTU3UpPOBaHHOE pabouee
MECTO IpenojaBaTeins - | IT., MyJIbTUMEAUMHBIA IPOEKTOp, 3KpaH, Aocka MapkepHad — | mr., [IK
(monuTop AOC — 21,5, cucremusiii 610k 610k B-TRONIX OFFICE Nel 3.1TTm, /4Th, 500; xamepa;
Oducubiii MOBOEPT (haumIapT)

I1O: 1. Microsoft Windows 7 Professional Russian, OOO "butponukc BmaguBocTok"
KontpaktNe 0320100030814000018-45081 ot 09.09.14, nmunensus Ne64099496, G6eccpouno; 2. Google
Chrome (cBo6oanoe); 3. Adobe Acrobat Reader (cso6oamoe); 4. Adobe Flash Player (cBoboanoe); 5. 7-
Zip 18.01 (x64) cBOoGOIHOE

3.2. UudopmannonHoe obecneyeHne o00y4deHusi (mepeyeHb PpPeKOMEHAyeMbIX Y4eOHBIX
u3nanui, UHTEepHET-pecypcoB, 10NMOJHUTEIbHOM JUTEPATYPbI)

OcHoBHasi IuTEpaTypa
1 HlysanoBa, H. H. [dokymeHTannoHHOe oOecriedeHHe YIpaBICHUS : YYCOHHK M TPAKTHKYM IS

cpenHero npodeccuoHansHoro oopasosanus / H. H. lllysanosa. — 2-e¢ uzn. — Mocksa : M3garensctBo FOpaiiT,
2021. — 265 c. — (Ilpodeccuonansuoe obpazosanue). — ISBN 978-5-534-00088-7. — Tekcr : 31eKTpOHHBIH //
OBC Opaiir [caiit]. — URL: https://urait.ru/bcode/469832 (nara oOpamenus: 23.05.2021).

JlonoJIHUTeIbHAS JTUTepaTypa

1 Kopnees, U. K. JlokymeHTannonHoe oOecriedeHrne ynpaBiieHUs : yYeOHUK U MPAaKTUKYM
s cpenHero npodeccuonansHoro oopazosanus / M. K. Kopuees, A. B. [Tmenko, B. A. Mamypues. —
2-e u3A., nepepad. u jnon. — Mocksa : U3narensctBo FOpaiit, 2020. — 384 c¢. — (IlpodeccnonanbHoe
obpaszopanmne). — ISBN 978-5-534-05022-6. — Texkcr : anexrponnsii / IBC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/453688

2 HoponuHna, JI. A. JlokyMeHTallMOHHOE o0ecleyeHne YIpaBiIeHus | yueOHUK U MPAKTUKYM
s cpeaHero mpodeccuonanbHoro obpaszosanusi / JI. A. Jloponuna, B. C. UputukoBa. — Mocksa :
WznarensctBo FOpaiit, 2020. — 233 c. — (IIpodeccuonansHoe obpaszoBanue). — ISBN 978-5-534-
05783-6. — Tekcrt : anekrponnsii / DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/453767

3 Kyzuenon, U. H. JlokymeHTanuonHoe oOecnieueHue ymnpasiieHus. J[okymMeHTooO0opoT u
JIeTIOTIPOU3BOCTBO | y4eOHUK M MPAKTUKyM JAJs npukiagHoro 6akamaspuara/ WM. H. Kysnenos. — 3-e

u3M., nepepad. u gon. — Mocksa : M3natensctBo HOpaiit, 2019. — 461 c. — (bakanasp. [IpuxmnagHoi


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

kypc). — ISBN 978-5-534-04275-7. — Tekcr : anexktponnbii // OBC IOpaut [caiit]. — URL:
https://urait.ru/bcode/431759 (nara obpamenus: 23.05.2021).

HOpMaTI/IBHLIe AOKYMEHTBI:

1. ®enepanbhblii 3akoH oT 27.07.2006 N 149-®3 (pen. ot 18.03.2019) "O6 unpopmaruwy,
MH(POPMALMOHHBIX TEXHOJIOTUSAX | O 3amuTe uHopMauu" (C U3M. U J01., BCTYIL B cuity ¢ 29.03.2019)
/IJeKTPOHHbII pecypc / Pexxum JlocTymna:
http://www.consultant.ru/document/cons_doc_LAW_61798/54e508fb63403bf6cf29e07ddc4ce2ecdce2lf
c9/

2. I'OCT P 7.0.8-2013. Hamumonanbubii ctanaapT Poccuiickoit ®enepaunn. Cucrema
CTaH/IapTOB M0 MH(pOpMaIK, OMOIMOTEYHOMY U U3JIATEIbCKOMY Neny. Jlelonponu3BOACTBO U apXUBHOE
neno. Tepmunbl u omnpeneneHusi (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 cTaHzapToB IO
uHpopManuy, OHONIMOTEYHOMY W  H3JIaTeNbCKOMy aAeny. OpraHu3alMOHHO-PACHOPSAUTENbHAS
nokymenramus. TpeboBanus kK opopmieHHI0 T0KyMeHTOB" (yTB. mpukazom denepanbHOTO areHTCTBa Mo
TEXHUYECKOMY PErylupoBaHuio0 U merponioruu ot § naekabps 2016 r. N 2004-ct) (c u3MeHEHUsIMU U
JOTIOTHEHUAMH ) / DIIeKTpOHHBIN pecypce / Pexxum moctyna: https://base.garant.ru/71634352/

HNHuTepHeT pecypcsl

1 CrmpaBouHasi mpaBoBasi cucreMa «KOHCYJIBTAHT ILIIOCY /DJICKTPOHHBIN pecype /:http://
www.consultant.ru

2 CnpaBounasi cuctema «["apanty. /JnekTpoHHbIi pecype / http://www.aero.garant.ru

3 Kypnan «Jlenonponus3BoacTBO». /IACKTPOHHBIH pecype / Pesxxum nocryma: http://www.top-
personal.ru/officework.html?43

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

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

4. KOHTPOJIb 1 OUEHKA PE3VJIbTATOB OCBOEHUA AMCHAITIMHBI

KonTponb © oIleHKa pe3ylbTaTOB OCBOCHUS Y4YeOHOW JMCHUIUIMHBI OCYIIECTBISETCS
MpenojaBaTelieM B TPOILECCe TPOBEICHHSI TMPAKTHUYECKUX 3aHATHH U J1abopaTopHBIX padoT,
TECTUPOBAHUsS, a TaKKe BBINOTHEHUS OOYYAIOUIMMUCS WHAWBHUIYaIbHBIX 3aJaHUi, MPOEKTOB,
HCCIIEIOBaHHI.

Pe3yabTarnl 00yyeHus (0CBOEHHbIE D®opMbI U METOIbI KOHTPOJISI U OLICHKH Pe3yJibTAaTOB
YMeHHs1, 0CBOCHHbIE 3HAHUA) o0yueHust
Ymenus:

O(bOpMJBITL U TPOBCPATH NPABUIBHOCTDH Ha6J’IIO,I[CHI/IC 3a JCATCIBHOCTBIO B MNPOHCCCC OCBOCHUSA
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oopmienus JOKYMEHTalu1 B
COOTBETCTBUM  C  YCTaHOBJICHHBIMU
TpeOOBAaHUSAMH, B TOM YHCJIE UCHOIb3Ys
MH(POPMALMOHHbIE TEXHOJIOTHH;

MPOrpaMMbl JUCIUIUIMHBI CTYJEHTa U OLEHKA TOCTHKEHUS
pe3ysibTaTa 4epe3: - aKTHUBHOE y4YyacTHE B XOJE 3aHATHS; -
YCTHBIII W THCBMEHHBIM OINpOC; -peuieHre IpoOIeMHO-
CUTYAlLlMOHHBIX 3a/1a4 HA IPAKTUUYECKUX 3aHATUAX; - 3a/laHUs
JUISL CAMOCTOSITEJIbHON paboThI;

HaGntonenne 3a JesTEIbHOCTBIO B TIPOLIECCE OCBOCHUS
MIPOrpaMMbl JUCIUIUIMHBL CTYJEHTa U OLEHKA JTOCTHKEHUS
pe3ysibTaTa 4epe3: - aKTHUBHOE y4YacTHE B XOJE 3aHATHS; -
YCTHBIII W THCBMEHHBIM OINpOC; -peuieHre MIpoOIeMHO-
CUTYAllMOHHBIX 3a/1a4 HA IPAKTUUYECKUX 3aHATUSAX; - 3a/laHUs
JUISL CAMOCTOSITEJIbHON paboThI;

MIPOBONTH ABTOMATHU3HPOBAHHYIO
00paboOTKy TOKYMEHTOB;

OCYIIECTBISTH  XpaHEHHE U  IOHUCK
JTOKYMEHTOB;

HaGntonenne 3a JesTENbHOCTBIO B TPOLIECCE OCBOCHUS
MIPOrpaMMbl JUCIUIUIMHBL CTYJEHTa U OLEHKA JTOCTHKEHUS
pe3ysibTaTa 4epe3: - aKTUBHOE y4YacTHE B XOJE 3aHATHS; -
YCTHBII W THCBMEHHBIM OINpOC; -peuieHre MIpoOIeMHO-
CUTYAlLlMOHHBIX 3a/1a4 HA IPAKTUYECKUX 3aHATUSAX; - 3a/laHUs
JUISL CAMOCTOSITEIbHON paboThI;

HCIIOJIb30BAaTh TCJICKOMMYHUKAIITMOHHBIC

HaGmronenne 3a JEATCILHOCTBIO B mponecce OCBOCHUA

TEXHOJIOTUU B JIEKTPOHHOM | IPOTPAMMBbI JUCLUIUIMHBI CTYJEHTa U OLEHKA JOCTH)KCHHUS

JOKYMEHTO00OPOTE; pe3yibTaTa 4epe3: - akKTMBHOE Y4YaCTHE B XOJE 3aHATHS; -
YCTHBIH M THCBMEHHBIM ONpPOC; -pelieHue MNpoOIeMHO-
CUTYAlIMOHHBIX 3a7]a4 HA IPAKTUYECKUX 3aHATUAX; - 3aaHus
JUIsl CAMOCTOSITEJIbHON paboThl;

3Hanus:

OCHOBHBIC MOHSATHA: e, 3axadud U | HaGmioneHue 3a JA€ATENBHOCTBIO B IPOLECCE OCBOEHUS

IIPUHIAIIBI JOKYMEHTAMOHHOTO | IIPOrpaMMbl JUCLUIIJIMHBI CTYJIE€HTA U OLEHKA JTOCTHKCHUS

obecrieyeHus yrpaBaeHMs; pe3ysibTaTa 4epe3: - aKTHUBHOE y4acTHE B XOZE 3aHATHS; -
YCTHBIA W  INHCBMEHHBIM  OIPOC; 3afaHus A
CaMOCTOSITEJIbHON pabOThI;

CUCTEMBI JOKyMeHTalnoHHoro | HaOmoneHne 3a A€ATEIbHOCTBIO B IIPOLIECCE OCBOEHUS

obecrieyeHus yrpaBaeHUs;

IIPOrpaMMBbl JUCLUIUIMHBI CTYJEHTA U OLEHKA JTOCTHKEHUS
pe3yabTaTa 4epe3: - akTUBHOE y4acTHE B XOJE 3aHATUS; -
YCTHBII W  NUCBMEHHBIM  ONpOC; - 3aJaHusd Ui
CaMOCTOSITENIbHOM paboTHI;

KJIacCU(PUKALIMIO TIOKYMEHTOB;

HaOmtoneHne 3a JeSTENbHOCTBIO B IIPOLIECCE OCBOEHUS
MIpOrpaMMBbl JUCLHUIIIMHBI CTYJAEHTA U OLIEHKA JOCTHUKECHUS
pe3yibTaTa 4epe3: - aKTMBHOE Y4YaCTHE B XOJE 3aHATHS; -
YCTHBII M  NHUCBMEHHBIM  OIPOC; 3afaHus A
CaMOCTOSITENIbHON pabOThI;

TpeOOBaHUST K  COCTaBJICHHIO  H
0(pOPMIICHHUIO IOKYMEHTOB;

HabGmronenne 3a AeqTeIbHOCTBIO B MPOIECCE OCBOCHUS
MPOrpaMMbl TUCIUILJIMHBI CTYI€HTAa U OLEHKA JOCTHUKEHUS
pe3yjibTata 4epe3: - akTUBHOE Y4YacTHE B XOJE 3aHATHUS; -
YCTHBIA W THCBMEHHBIA  OMpPOC; 3aaHug  UIA
CaMOCTOSITENILHOU paboTHI;

OPTaHM3AIIIO JOKyMEHTO000poTa:
npueM,  00pabOTKy,  pErucTpaluio,
KOHTpPOJIb, ~ XpaHEHHE  JIOKyMEHTOB,

HOMCHKIJIATypYy ACJI

HaOmtoneHne 3a JesTENbHOCTBIO B IIPOLIECCE OCBOEHUS
IIPOrpaMMbl JUCLUIUIMHBI CTYJEHTA U OLEHKA JOCTHKEHUS
pe3yabTaTta 4epes3: - akTUBHOE y4acTHe B XOJ€ 3aHATUs; -
YCTHBII ¥  NUCBMEHHBIM  ONpOC; - 3aJaHus Ui
CaMOCTOSITENIbHOM paboTHI;
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1 NEPEYEHb ®OPMWPYEMbIX KOMMNETEHLN

No Kon

o/ | xommerermmn dopMyIupOBKa KOMIIETEHIIMH

1. OK I. [ToHMMAaTh CYITHOCTH M COLMANBHYIO 3HAYMMOCTh CBOCH OyayIiel npodeccuu, MposBIsATh K HEH YCTOHYMBBIN HHTEpEC.

2. | OK2. OpraHu30BbIBaTh COOCTBEHHYIO 1€ TEIbHOCTh, BBIOMPATh TUIIOBBIE METO/IbI U CIIOCOOBI BBIIOIHEHUS PO(ECCHOHATBHBIX
3aJa4, OLCHUBATh UX Y3PPEKTUBHOCTh U KAYECTBO.

3. | OK3. [IpuHuMaTh penieHus B CTaHIaPTHBIX U HECTAHIAPTHBIX CUTYalUAX U HECTH 3a HUX OTBETCTBEHHOCTbD.

4. | OK 4. OcymecTBiATh IMOMCK M HUCHOJNb30BaHUE HMH(OpManuu, HeoOXoauMoll anst  3((EKTUBHOrO  BBHIIOJIHEHUS
poecCHOHATIBHBIX 33]a4, MPO(EeCCHOHAIBHOTO U JINYHOCTHOTO Pa3BUTHSL.

5. OK 6 Paborats B KOJUIeKTHBE U KOMaH 1€, 3PHEKTUBHO OOIIATHCS C KOJIJIETaMH, PYKOBOJICTBOM, IMTOTPEOUTEIISIMHU.

6. | OK12. CoOnronate JeiicTByrOIIee 3aKOHOJATEIbCTBO M 00s3aTesbHblE TpeOOBaHMS HOPMATUBHBIX JOKYMEHTOB, a TaKKe
TpeOOBaHUS CTaHIAAPTOB, TEXHUUECKUX YCIOBUH.

7. | TIK2.2. OdopMisaTe, TPOBEPATh NPABUIBHOCTH COCTaBJIEHMSI, OOECIEUMBATh XPaHEHUE OPraHU3aLUOHHO-PACIOPAIUTENbHBIX,

TOBApPOCONPOBOJAUTECIILHBIX U MHBIX H606XOI[I/IMI)IX JOKYMCHTOB C MUCITOJIb30BAHMEM aBTOMATU3WUPOBAHHBIX CUCTEM.




2 NMNEPEYEHb OLIEHO4YHbLIX CPEOCTB

OrneHounble cpeacTBa™

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

pPErucTpanuio, KOHTPOIIb,
XpaHEHUE JTOKyMEHTOB,
HOMEHKJIATYPY Jell

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

[IpakTryeckue 3anstus Ne 1-20
BapuaHThl NpakTHYECKUX 3a/1aHUH

st i depeHIMpoBaHHOTO 3a4eTa
(1-3)




TEXHOJIOTHH B
ANEKTPOHHOM
JIOKYMEHTO000pOTE;

3 OMNMNCAHWME NPOUEAQYPbLI OLUEHBAHUA

[Ipomexxyrounass — aTTecTanus IO  JUCHUILIMHE  «J/{OKyMEHTallMOHHOE  oOOecredeHue
VIPaBICHUS» BKIIOYACT B c€0S TEOPETHUECKHUE 3a/IaHusl, TO3BOJISIONINE OIICHUTh YPOBEHb YCBOCHUS
00ydJaronuMucs 3HAHWM, W TPAKTUYECKUE 3aJaHusl, BBIABISIIONINE CTENECHb C(HOPMUPOBAHHOCTH
yMeHUH U BiageHuu (cMm. pasznaen 4).

YCBOGHHBIE 3HAHUS TIPOBEPSAIOTCS TPH IMOMOIIM AJICKTPOHHOTO TECTUPOBAHMS, YMEHUS
MIPOBEPSIOTCS B XOIC BBHITTOJHEHUS TIPAKTHUECKUX 3a/IaHUH.

O0beM M KauyecTBO OCBOCHHUS OOYYArONTUMHUCS TUCIHUILIMHBI, YPOBEHb CHOPMHPOBAHHOCTH
JTUCITUTUIMHAPHBIX KOMITETEHIIMI OILEHUBAIOTCA 10 pe3ysibTaraM TEKYIIUX U MPOMEKYTOYHOU
aTTeCTaLUH.

Kputepuu onieHUBaHHUs YCTHOTO OTBETA

(oLIEeHOUHBIE CPENICTBA: cobecedosanie, OUCKYCCUsL, ONPOC)

5 6a10B - OTBET MMOKA3BIBACT MPOYHBIC 3HAHUS OCHOBHBIX IPOIIECCOB M3y94aeMOH MPeIMETHON
00J1acTH, OTJIMYACTCSl TIIYOMHOW W TIOJHOTOW PACKPBITHS TEMBbI; BJIAJICHUE TEPMUHOJIOTHUCCKUM
anmapaTroM; YMEHHE OOBSCHSTH CYIIHOCTh, SBJICHHM, TMPOIECCOB, COOBITHH, AeNaTh BBIBOABI U
00001IeHNs, JlaBaTh apryMEHTHPOBAHHBIC OTBETHI, MPUBOIUTH IPHMEPHI; CBOOOIHOE BIIAJICHUE
MOHOJIOTHYECKON PEeYb0, JIOTHYHOCTh M TIOCIIC0BATEIIFHOCTh OTBETA; YMCHHE TMPUBOIAUTH MPUMEPHI
COBPEMEHHBIX MPOOJIeM U3ydaeMoi 00JIaCTH.

4 fanna - OTBET, OOHAPYKMBAIOIIMI IMPOYHBIE 3HAHUS OCHOBHBIX IPOILIECCOB H3Y4aeMOi
NpeMETHOW 00JacTH, OTIMYAeTCS TIYOMHOH M  TIOJHOTOW PACKpBITHS TEMbI; BJIJICHUE
TEPMHHOJIOTHYCCKAM aNmapaToM; YMEHHE OOBSICHATh CYIIHOCTb, SIBJICHHM, MPOIECCOB, COOBITHIA,
Jenath BBIBOABI W 0000INEHUs, JaBaTh apryMEHTHPOBAHHBIE OTBETHI, NPUBOJUTH MPUMEPHI;
CBOOOHOE BIIAJICHHE MOHOJIOTHYECKON PEUbI0, IOTHYHOCTh U IMOCIIE0BATEILHOCTh oTBeTa. OHAKO
JOTTYCKaeTCs OJTHA - IB€ HETOYHOCTH B OTBETE.

3 Gamia — OTBET, CBUJICTEILCTBYIOIINNA B OCHOBHOM O 3HAHHMH TIPOIIECCOB H3ydaeMoOu
MpEeIMETHOW 00JIaCTH, OTIMYAIOLIUICS HEAOCTATOYHOW TIIYOMHOW W TMONHOTOW PACKPBITUS TEMBI;
3HAHHEM OCHOBHBIX BOIPOCOB TEOPHUH; CJIa00 CHOPMUPOBAHHBIMH HABBHIKAMHU aHAIM3a SIBICHUH,
MPOIIECCOB, HEIOCTATOYHBIM YMEHHEM J1aBaTh apryMEHTHPOBAHHBIC OTBETHI U MPUBOAHUTH MPUMEPHI;
HEJIOCTAaTOYHO  CBOOOJHBIM  BIAJCHHEM  MOHOJIOTHYCCKOW  peYbl0,  JIOTHYHOCTBIO |
MOCIIE0BATEIHHOCTRIO OTBeTa. JlomyckaeTcss HECKOJNBbKO OIMOOK B COAEP)KAaHUM OTBETa; HEYMEHUeE
MIPUBECTH MIPUMEP PA3BUTHS CHTYAIIMH, TPOBECTH CBSA3b C APYTUMHU aCTICKTAMHU H3ydaeMOi 00JIacTH.

2 0ana — OTBET, OOHAPYKUBAIOIIMI HE3HAHHE MPOIECCOB M3y4aeMON MpeaIMeTHOH o0nacTy,
OTJIMYAMOIIANACS HETITYOOKHMM PACKPBITHEM TEMbl; HE3HAHHEM OCHOBHBIX BOIIPOCOB TEOPHH,
HecOPMUPOBAHHBIMU ~ HaBBIKAMH  aHajdW3a  SIBICHUN, TMPOIECCOB; HEYMEHHEM  JaBaTh
apryMEHTHPOBAHHBIE OTBETHI, CIIA0BIM BIIAJICHUEM MOHOJOTHICCKOW PEUbI0, OTCYTCTBUEM JIOTUIHOCTH
U TOCIeN0BaTeNbHOCTH. J[OMyCKalTCs Cepbe3Hble OIIMOKHM B COJEp)KaHUU OTBETa; HE3HAHUE
COBpPEMEHHOM NnpolaeMaTuki u3yyaeMon o0IacTH.
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4 KOMMNNEKT OLEHOYHbIX CPEAOCTB

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

TEKYLLIEM KOHTPOJE N MPOMEXYTOYHOW aTTecTaumnm

Conepxanune Tun KOHTPOJIBLHOrO0 3a1aHus (TEKYIIMI KOHTPOJIb) Tun KOHTPOJBLHOIO 33/1aHus (IPOMEKYTOYHAS (UTOrOBasl)
y4e0HOro Marepuaja aTTecTanus)
monporpamme VII - vy Tyr Ty3 [v4 [31 |32 |33 |34 |35 |VlI |y2 |v3 |v4 |31 [32 |33 |34 |35
Tema 1 Conep:xanue B1- Bl1- T T Nel | TNel | TNel | TNel
U OCHOBHBIE 321a4H 6,154- 6,154 Nel
COBPEMEHHOT0 162 -162
AOKYMEHTALHOHHOI0 Cl
odecnevyeHust
ynpaBJieHHsI
Tema 2 HopmaTusHo- TI3Nel B7- B1-9 | B1-9 | B1-9 | B1-9 | T T Nel | TNel | T Nel | T Nel
MeToauuYecKas 6a3a 13,17 Nel
AOKYMEHTALHOHHOI0 5-177
odecrneveHust
ynpaBJIeHHsI
Tema 3 OcHOBHBIE I13Ne2 B14- B1-9 | B1-9 |B1-9 [BI-9|T T Nel | TNel | T Nel | T Nel
TpeOOBaAHU K 3 33C2 Nel
COCTABJICHHIO U
odopmiieHuo
JAOKYMEHTA
Tema 4 CucreMbl TI3Ne4 B34- B1-9 | B1-9 | B1-9 [ B1-9 | T T Nel | T Nel | T Nel | T Nel
AOKYMEHTAlNu -11 59,91- Nel
123
C3-5
Tema 5 O0mme TI3Nel B60- B1-9 BI1-9 BI1-9 BI-9 | T T Nel | TNel | T Nel | T Nel
OCHOBBI JIeJI0BOIH 2C6 90 Nel
KOpPPeCHnOHIeHIHH
Tema 6 Opranmsamusa | [13Nel B124 | B1-9 | B1-9 |B1-9 |B1-9|T T Nel | TNel | TNel | T Nel
J0KYMEHT0000poTA. 3-15 -153 Nel




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

00pabdoTKHn C7

JIOKYMEHTALUH

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

XpaHeHHe el

I13 — mpakTHyecKoe 3aHsATHE
T- tecr

B — Bapuant

C — camocTodaTenbHas pabora
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5 SAJAHUVA ANA NMPOBEAEHUA TEKYLWEIO KOHTPOJIA
5.1 ONEPATVBHbIN (TEKYLWWMIN) KOHTPOJIb

[TepeueHb BONpOCOB Kk coOece10BaHHIO

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

. IlpenMeT u 1enp N3ydyeHus: AUCUUIIINHBL;

3. OcHOBHbIE (YHKIIMH TOKYMEHTA;

4. ®opMbl OpraHu3aluy AeJ0NPOU3BOACTBA;

5. Onpenenenue NOHATUN «MHGOPMALUA» U «TOKYMEHTY;

6. Kimaccudukamust TOKyMEHTOB.
7
8

N

. Maiite onpeseneHne NOHATHIO KHOPMATUBHO-METOInYecKas 6azan.

. CocraBistoniyie HOpMaTUBHO-METOANYECKOM 0a3bl AEIONPOU3BOACTBA.

. Kakue cymectBytoT 'OCTbI Ha TOKyMEHTaIO?

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

11. Haitre onpenenenue «I ocynapcreennas cucrema JOY».

12. Hens 'CAOY?

13. Paznens TCIHHOY?

14. B cootBerctBuu ¢ kakuM 'OCTom, ohopmIisitoT JOKYMEHTHI B OpraHU3aluy;

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

16. Ciry>keOHble OTMETKHU Ha JOKYMEHTE;

17. TpeboBaHUs K TEKCTY TIOKYMCHTA;

18. DneMeHThI TEKCTa JOKYMEHTA;

19. CornacoBanue JOKyMEHTa;

20. YTBepxkaAeHUE TOKYMEHTA;

21. Opopmnenue pekBusuta «lloamucey.

22. Kak odopmusiercs pekBusuT «['pud yrBepxkaenus» u «'pud cormacoBanus»?. Kakossl
0COOEHHOCTH MX oopmiIeHuUs?

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

24. Pacckaxute o npaBuiiax opOPMIICHUS PEKBU3UTA ITOATHCH»?

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

26. Kakue MeXcTpOUHbIE HHTEPBAJIbI UCIIOIB3YIOTCA IPU OPOPMIICHUN PEKBU3UTOB?

27. Yrto npexacrasusier coboil Gopmymsipsl OPJl ¢ yrioBeIM M MPOJOJIBHBIM PacHoIOKEHUEM
PEKBU3HUTOB?

28. Omnpenenenne «OJIaHK JOKYMEHTAY;

29. BapuaHThl pacroyioskeHus1 OJ1aHKOB;

30. BapuaHThI pacionioXeHusi pEKBU3UTOB OJIaHKOB;

31. Buasl 0J1aHKOB;

32. PexkBU3UTH OJ1aHKA IMHCHMA;

33. PexBu3uThI 00111eT0 OJ1aHKA M OJIaHKAa KOHKPETHOTO BUA JOKYMEHTOB.

34. KakoBsl 3HaueHue 1 QyHKIHUN OpraHU3aI[IOHHO-TIPABOBBIX JTOKYMEHTOB?

35. JlaiiTe XapakTepUCTUKY OPraHU3allMOHHBIM JOKYMEHTaM;

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

37. Bunbl ycTaBoB;

38. YcraB opraHu3aiyu 1 €ro CTpyKTypa;

Ne)
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39
40
41
42
43
44

. Kto yrBepxxnaer ycras?

. ara ycraBa?

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

. Buapl nosioxeHuil.

. [laiiTe onpeneneHue «rmpuKas.

45. Buapl npuKa3os.

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

58

59.

60

Ha kaxom 6manke oopmisiercs mpukas mo O/]?

Hata npukaza?

C Kakoro MOMEHTa IIPUKA3 BCTYNAET B IeUCTBUE?

N3 kakux yacTeil COCTOUT TEKCT MpuKaza?

Uto yka3pIBalOT B KOHCTATUPYIOIIECH YacTH MpUKaza?

Uro yka3bpIBalOT B pacloOpsIUTENIbHOM YacTH NpuKasa?

Kak ¢opmynupyeTcs 3aroioBok K npukazy?

Kak oopmiisitoTest MyHKTHI TpUKa3a’?

Kaxoit hopmMynupoBKO#l 3aKaHYMBACTCS TEKCT MpUKa3a?

KaxoBo 3nauenue nHpopMaImoHHO-CIIPABOYHBIX JOKYMEHTOB?

Kakue ToKyMeHTbI OTHOCATCSA K MH(POPMALIMOHHO-CITPABOYHOM TOKyMEHTAIUN?
Oxapakrepu3yiite nHHOPMAITMOHHO-CITPABOYHBIC TJOKYMEHTHI.

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

. JlaliTe ompeneneHne «IOKIaAHAs 3alMCKa», «aHAJTUTHUECKas 3alucKa», OOBICHUTEIbHAS

3arurcKa.

61.
62.

63

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

N3 kakux yacTeil COCTOAT 3aUCKu?

Kto noanuceiBaer 3anucku?

. Komy agpecyrorcs 3anucku?

Jaiite onpenenenne «ciayxeOHble MUChbMay.

['naBHas uenp nucbma’?

Urto npeacrarisieT co00# rapaHTUHHOE TUCHMO M KTO €TI0 MOANMKUCHIBACT?
Kakue noToku nucem Bbl 3HaeTe?

Pacckaxute o hopMax M310KEHHUS TEKCTA UChMA.
Knaccugukarus cnyxeOHbIX MHUCEM.

CrpykTypa ciykeOHOro nmucbMa.

KTo umeer npaBo noanucu Ha NucbMax?

W3 kakux yacTei COCTOUT TEKCT MUChMa, YTO B HUX U3J1araercs?
KakoB0O MakcuManbHOE KOJIMYECTBO aApECaToB?

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

[lepeuncnure peKBU3UTHI MHCHMA.

Kakoii pexkBu3ut He opopmisiercs Ha nucbme?

78. OT KaKoro nouoxeHus TadymnsTopa ohopmisiercs aapecar?

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

W 4ro B HEM yKa3bIBaeTCs MPHU aAPECOBAHUU JOIKHOCTHOMY JIUILY?
[lepeuncnure peKBU3UTHI OJaHKa MUCbMA.
Omnpenenenue «renerpaMmmay, «reaeoHOrpaMMan.
Ha yem odopmisitoT TenerpamMmbi?

Kareropuu tenerpamm.

PexBusnuThI TCJIICTpaMMBI.

Kak odopmisieTcst TEKCT TenerpaMmbl?

Kax opopmMiisroTcst 3HaKu penmuHAHUS?
PexBusuth TenedoHOrpaMmMBbI?

B ckonbkux sx3eMinuisipax tenedonorpamMmma’?

Kem nmoamnuckiBaercs tenegonorpamma?
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90. TpeboBaHUs K TeCTy TenePOHOTPaAMMBI?

91. KakoBo 3Ha4yeHHE HHPOPMAIIMOHHO-CITPABOYHBIX IOKYMEHTOB?

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

94. 13 xakux 4acTeil COCTOUT IPOTOKOJI M UTO B HUX YKa3bIBatOT?

95. KTo noanuceiBaeT NpoToKoa?

96. M3 kakux yacTeil COCTOMT TEKCT MPOTOKOIa?

97. Yto yka3bIBalOT B BOJAHOI 4acTH MPOTOKOJIA?

98. Kak cTpouTcsi OCHOBHAsI 4acTh MPOTOKOIA?

99. Uro siBnsieTcst 1aToil mpoToKoJia?

100.KakoBo 3HaueHrne MHPOPMAITMOHHO-CIIPABOYHBIX IOKYyMEHTOB?
101.0xapakTepu3yiite ”HGOPMAIIMOHHO-CITPABOYHBIE JOKYMEHTHI: aKT.
102.Kakue TpeboBaHMs MIPEIBSBIISAIOT K COCTABICHUIO U O(OPMIICHHIO aKTOB?
103.1aliTe onpeneneHue NOKYMEHTY — akT. M3 Kakux 4yacTell COCTOMT TEKCT aKTa W YTO B HHUX
yKa3bIBAIOT?

104.KTo moanuceiBaeT MpOTOKOJ, aKT?

105.Yro sBasiercst naToi akra?

106.YeMm perynupyroTcs TpyA0BbI€ OTHOLLEHUA?

107.Ha3znauenue JOKyMEHTAIIUHU 110 JINYHOMY COCTaBYy.

108.Buibl 1OKyMEHTALUH 110 TPYAOBBIM OTHOIICHUSIM.

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

113.Ha xakoii cpok 3aKIr04aeTcsi TpYAOBOM TOTOBOP?

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

116.PexBu3uthl Tpya0BOrO 10roBopa’?

117.Buasl nmprka3oB 10 JIMYHOMY COCTaBY.

118.TpebGoBanus k opopmiieHHIO TeKcTa nmpruka3os 1o JIC.
119.YVHuudunmposannsie popmsl npukazon mo JIC?

120.Cpoxu xpaHnenus npukasos o JIC?

121.Ha ocHOBaHuu, Kakoro JA0KyMeHTa, u3/iatoTcs npukassl mno JIC?
122.Yt0 3amoyHAI0T Ha OCHOBaHUM Npukasa no JIC?

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

124. [TaiiTe onpeaeneHus «10KyMeHTO000pOT».

125.IToToku TOKyMEHTAIUH.

126.9tansl 00pabOTKU U ABMKEHUS TOKYMEHTOB.

127.06beM 1okyMeHTO000pOoTA.

128./1n51 yero Hy>xHa BeJINYMHA 00bEMa JTOKyMEHT0000poTa?

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

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

133.KT0 MOXKET CHSITh IOKYMEHT C KOHTPOJIS?

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

136.Kakue n1oKkyMEHTBI HE MOAJIEkKAT PETUCTpaun?

137.®omsbl perucTpanuy JOKyMEHTOB.

138.CKOJIBKO a3 pErucTpUpyroTCs JOKYMEHTHI?

139.Peructpupytot a1 TOKyMEHT IIpH Nepeiayul B Ipyroe nojapaseseHue?
140.0OcHOBHBIE PEKBU3UTHI PETUCTPALIUH.
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141.{aiiTe onpeneneHue «odpaieHue»

142 . Knaccuduxarus oOpalieHuii o coep kaHuio 1 mo Gopme.
143.Knaccudukamnust oOparieHuii rpaxaaH Mo 0COOEHHOCTSIM UX PACCMOTPEHHS.
144.Cpoxu paccMOTpeHHUs 00pallieHui rpakiaH?

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

146.YTo 10KHO coepKaTh MMCbMEHHOE oOpareHue?

147.Yt0 10IKHO cofepKaTh MHTEPHET-00paIieHue?

148.Kak BegeTcs TMUYHBIN NTpUeM rpaxjaan?

149.@opmsbl perucTpanyy o0pameHuii rpaxJaH.

150.Benercss a1 1eI0NMpPOU3BOACTBO MO OOpaIIeHUSIM TpakJaH OTIEIbHO OT JPYIHMX BHJIOB
JIeIONPOU3BOJICTBA?

151.Vau4TOX)KaeTCs 11 KOHBEPT aBTOpa odpareHus?

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

154.B ueM 3akit04aeTCs CYIIHOCTh KOH(PUICHIIUATHHOTO JEIONPON3BOACTBA?
155.PackpoiiTe moHsATHE «KOH(DUICHIMAIBHBIA JOKYMEHT.

156.11epeuncnute BUIBI CBEACHUI KOH(MUIECHIIMATLHOTO XapaKTepa.

157.9T10 coboi mpeacTaBsAIOT MEPCOHATBHBIC TaHHBIC?

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

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

162.0cob6eHHOCTH JOKYMEHTUPOBaHHS KOH(PHISHIINAIbHON HHpopMarmm?
163.]1aiiTe onpeneneHne «KHOMEHKIATypa AeD».

164.Buibl HOMEHKIATYPHI JIE.

165.Ha3zHaueHrne HOMEHKIIATyphI eIl

166.Yem pykoBoactByercs OB/] npu cocTaBieHUN HOMEHKIIATYph A€ ?
167.Kem cocTaBnsieTcs U COOTBETCTBEHHO MOJIITUCHIBAETCS HOMEHKIIATypa Aein?
168.C kem coracoBbIBaeTCSI HOMEHKIATypa e’

169.Kem yTBepk1aeTcst HOMEHKIaTypa aein?

170.Korna BBOAMTCS B JCHCTBUE HOMEHKIIATYpA e’

171.YTo siBAsieTCS HA3BaHUSIMU Pa3/IeJIOB HOMEHKIATYpPhI Je1?

172.0OcHOBHBIE TPU3HAKU 3aBEJICHUS €717

173.Kakas 3anuch 1e71aeTcsi B HOMEHKIIAType Je 0 OKOHYaHUU roja?

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

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

177.0¢opmiieHne peKBU3NUTa «BU3a COITIACOBAHUS».

178.TexHODOTHS aBTOMAaTU3UPOBAHHON 00pabOTKH TIOKYMEHTAIIUN

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

181.11paBuna u mOpsAIOK TUPAKUPOBAHUS TOKYMEHTOB.

CamocTosaTenbHas paboTta oby4yaroLmnxcs:

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

®opmMa KOHTPOJISI: 3alIUTa TPE3CHTAUN

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

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

dopma KOHTPOJIS: IPOBEPKaA TETPaJieH, BHICTYILIICHUE

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

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

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

®opmMa KOHTPOJIS: BBICTYIIJICHUE

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

®opmMa KOHTPOJISI: BHICTYIIJICHUE

Ne®  IloaroroBuTh JOKJNAJ Ha TeMy: «XapakTepuUCTUKa U MOPSJOK JOCTyna K
JOKYMEHTHpOBaHHOU MH(opMaruu ¢ rpudoM «ljist ciry>keOHOTO MOIb30BaHUS.

®opMa KOHTPOJISA: BBICTYIIJIEHUE

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

dopMa KOHTPOJIA: IPOBEPKA TETPaaeH

NelO IloaroroButhk noknan Ha Temy: «lIpemmyinecTBa U HEZOCTAaTKU 3JIEKTPOHHBIX apXHUBOB
JIOKYMEHTOB.

®opMa KOHTPOJISA: BBICTYIIJIEHUE

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

®opmupyemsblie ymeHnus: yl

eau 3aHaTHA:
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N3yunTs:

® HOPMATHUBHO-TIPABOBYIO 0a3y JOKYMEHTAIMOHHOTO O0ECTICUeHUs YIIPaBICHUS
Hayuurscs:

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

B terpaau mis nmpakTuueckux paboT HEOOXOUMO:

J yKa3aTh TEMY U HOMEp MPAaKTUIECKO paboThI

J LIeJIb 3aHATHUS

o OTPa3UTh XOJ BHITOJIHEHUS pabOTHI

J OTBETUTh IUCbMEHHO HA KOHTPOJIbHBIE BOIIPOCHI
J clienath BbIBOA 110 padoTe

KOHTpOJIbeIe BOITPOCHI:

1. Kakue ocHOBHBIE 3aKOHBI peryaupyot JJOY?

2. Kaxoit ctangapt ucnonab3yroT st 0OpMIICHUST OPraHU3alMOHHO-

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

4. Uro mpencraBiasier  coboit  YHudHUMpOBaHHas ~— CHCTEMa

nokymeHToB (JJOY)?

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

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

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

1. W3yunth HOpMaTHUBHO-TIPaBOBYIO 0a3y JAOKYMEHTAI[MOHHOTO

obecrieueHus yrpaBieHHUs! BKIIOYAIOMIYIO:
. 3axonvt PD:

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

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

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

ot 27 nexabps 2002 1. Ne 184-D3;
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— 3akoH Poccuiickoit @enepannn «O rocynapcTBeHHOU TaitHe» oT 21 utonsa 1993 r.

Ne 5485-1.
. I'OCTo1 PP:

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

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

OIIpeCIICHUS»

— IlepedyeHp THUNOBBIX  YIpPaBJIEHYECKUX  JOKYMEHTOB, OOpa3yloIIHUXCS B

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

Oo6uepoccuiickne KJIaccu(puKaATOPHI:

O6mepoccutickuit knaccupuxatop npoaykuuu (OKIT)

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

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

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

Crangaprusanusa M yYaudukanusa cucremsl J1OY

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

Ion ynuguxayueri moHUMaeTCs MPUBEACHUE YEr0-JIN00 K eIUHOMN cucTeme, hopmMe, eTnHO00pa3uio.
YHI/I(bI/IKaHI/ISI OOKYMCHTOB TIIPOM3BOAUTCA B MHCIIAX COKpall€HHUA KOJIUYECTBA IPHUMCHACMBIX B
VIIPaBIICHYECKOW JICATEIBHOCTH JIOKYMEHTOB, THIH3aIUK WX (OPM, YCTAHOBICHHS €IMHOOOPa3HBIX
TpeboBaHUT K OQOPMIICHUIO JJOKYMEHTOB, CO37[aBAEMBIX MPHU PENICHUH OJHOTHITHBIX YIPABIECHUYECKUX
3ajla4, CHIKCHUIO 3aTpaT Ha IMOJrOTOBKY M 00pabOTKy JOKYMEHTOB, JHOCTHXXEHUS WH()OPMAIIMOHHOM
COBMCECTHUMOCTH 6213 JaHHBIX, CO31aBacMBbIX B Ppa3INYHbIX OTpaciisax JCATCIBbHOCTH.

28


file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Закон%20РФ%20О%20государственной%20тайне.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Закон%20РФ%20О%20государственной%20тайне.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Делопроизводство%20и%20архивное%20дело.docx
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Делопроизводство%20и%20архивное%20дело.docx
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/LAW195394_0_4D553FABB3B94833F149A4A672D4BD8320161011_141405_54635.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/LAW195394_0_4D553FABB3B94833F149A4A672D4BD8320161011_141405_54635.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/ОК%20034-2014%20(КПЕС%202008).%20Общероссийский%20классификатор%20продук.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/ОК%20034-2014%20(КПЕС%202008).%20Общероссийский%20классификатор%20продук.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/ОК%20011-93.%20Общероссийский%20классификатор%20управленческой%20докум.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/ОК%20011-93.%20Общероссийский%20классификатор%20управленческой%20докум.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/ОК%20029-2014%20(КДЕС%20Ред.%202).%20Общероссийский%20классификатор%20видо.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/ОК%20029-2014%20(КДЕС%20Ред.%202).%20Общероссийский%20классификатор%20видо.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Общероссийский%20классификатор%20профессий.pdf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Общероссийский%20классификатор%20профессий.pdf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/LAW47274_0_20161011_141405_54627.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/LAW47274_0_20161011_141405_54627.rtf

PanmonansHO OpFaHH30BaHHBIﬁ KOMIIJICKC B3aMMOCBA3aHHBIX ITOKYMCHTOB, CO3JaHHBIM I10 €IHHBIM
npaBujiaM H Tpe60BaHI/I$IM n HpI/IMGH}ICMBIf/i B onpe;[eneHHOﬁ ob0macTu JACATCIbHOCTH, HA3bIBAIOT

yHUpuyuposannou cucmemou ooxymernmayuu (YCI).

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

ONTUMAIBHBIX TIPAaBUI W TpeOOBaHWN IO pa3padOTKe M O(POPMIICHUIO JOKYMEHTOB, INPHHSITHIX B
YCTAHOBJICHHOM IMOpSAKE Ui BceoOIIero W MHOTOKPAaTHOTO WX MPHUMEHEHHUS B JEIONPOM3BOJCTBE.
Pesynbrarel  paspabotkum mpu  3ToM odopmisitorcss B Buue MexrocynaapctBeHHbx  ('OCT),
rocynapctBeHHbIX (I'OCTP), otpacnesbix (OCT) cTaHmapToOB U CTaHAAPTOB MPEANPHATHH, YIPEKICHUN
u opranuzanuii (CTII).
Pesynprarom paboTsl 0 YHH(UKANNK ¥ CTAaHAAPTH3AIMHA MOTYT OBITh KaK CTaHAAPTHI HA OTAEIbHBIC
BB T0KyMeHTOB (Hanmpumep "MFOCT 7.32-2001. MexrocyaapcTBeHHbIM cTaHaapTt. Cucrema
cTaHaapToB no uHdopmauum, 6MbnoreuHoMy U uspatenbCKoMy aeny. OTyer o HayyHo-
uccnepoBatenbckoit pabore. CrTpyktypa wu npaBwia odcdopmnenua."” (BBegeH
MocraHoBneHunem lNoccraHpaapra Poccun ot 04.09.2001 N 367-cT) (pea. ot 07.09.2005),
TaK U Ha yHUQUIMPOBAHHBIE cUCTEeMbI JoKyMeHTaumu. Hanpumep, MoctaHoBneHmne MNoccraHpapra
P® ot 03.03.2003 N 65-ct "O npuHATUM U BBeOgEeHUU B OEACTBUE FOCy[apCTBEHHOro
ctaHgapTta Poccunckon ®egepauun” (Bmecte ¢ "NOCT P 6.30-2003. NocynapcTBeHHbIN
ctaHgapt Poccunckon ®Pepepauun. YHucbUuMpoBaHHbIe CUCTEMbI AOKYMEHTaLUW.
YHudmumpoBaHHaa cuctemMa oOpraHusauuoOHHO-pacnopsAUTeNbHOW AOKYMeHTauuu.
TpeboBaHusa Kk ocdopMneHur0 OOKYMEHTOB") BXOIWT B COCTaB yHH(PHIIUPOBAHHOW CHCTEMBI
opra"m3anoHHO-pacnopsauTeabHoil gokymentanuu (YCOPJ[). Kpome Toro, B cTpaHe neiCTBYIOT
YHUQUIMPOBAHHAS CHCTEMa OAaHKOBCKOW JIOKYMEHTAINH, TOKYMEHTAIUH 10 YUEeTy TPyAa U €ro OIUIATHI,
BHEIIIHETOPrOBOM JOKYMEHTallMd © T.JO. ToJHBIA mnepededb YCJ| man B OOmiepoccuiickom
KJ1acCu(UKaTOpe yrnpasjieHueckoi nokymenTarmu OK 011-93.
TpedoBanus K pa3padoTke YHH(PUIIHPOBAHHBIX (JOPM TOKYMEHTOB
1. YHaudumupoBanHbsie GOPMBI JOKYMEHTOB pa3pabaThIBaIOTCS P HEOOXOAUMOCTH
(opMHpOBaHUS HOBBIX [OKa3aTeled s pemieHust 3ajad  ynpaBieHus. He nomyckaercs

IyOnMpoBaTh OKa3aTeNn B Pa3JInUHbIX (popMax JOKyMEHTOB.

2. PexBu3utel ¢GopM IOKyMEHTa pa3MelIaloT Ha OCHOBe (opMylsipa-o0pasia,
MOCTPOCHHOTO C YYETOM pAalUOHAIBHOTO HCIOJb30BAaHHUS JABYX CTOPOH JUCTa It (opMm
JOKYMEHTOB, OJaHKM KOTOPBIX H3rOTAaBIMBAIOTCS TUHOrpadcKuM crocobom. Btopas wu
NOCJIEAYIONINE CTPAaHUILbI JOJDKHBI OBITH MPOHYMepoBaHbl. Homepa CTpaHMIl MPOCTaBISIOTCS B

CepeIMHE BEPXHETO MOJIS JICcTa apabCKUMK TUPpaMH.

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

sxoHoMu4eckoi napopmaruu (OKTON).
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4. B nanmvenoBaHmAX Tpad, B KOTOPHIX HpeayCMaTPHUBAETCS MPOCTaHOBKA KOJOB,
ClelyeT yKa3aTh COKpallleHHbIE HAWMCHOBAHUS HCIIONB3YEMBIX KJIACCU(UKATOPOB WU

MPUHATYIO ISl HUX HISHTH(UKAIIHIO.

5. [loctossHHBIE peKkBU3UTHI (HOpPM  JOKYMEHTOB JOJDKHBI, KakK IIpaBuIIo,
MIpeIIIecCTBOBaTh NepeMeHHbIM. [lepBrie rpadbl TabMMIBI B 30HE, COAEpIKamledl pPEeKBU3WTH,
noJiyIekanme oopaboTke CpeCTBAMH BBIYMCIUTENFHOW TEXHUKH, JOJDKHBI OBITh OTBEACHBI JIJIS

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

6. [Ipu ucnonp30BaHUM METO/IA KOHTPOJIBHOTO CYMMHPOBaHUS PEKOMEHIYETCSI IS
3alMCH KOHTPOJBHBIX CYMM, MpEJHAa3HAYEHHBIX Ui 3aIIUTHl MH(OpMAMU OT CIy4alHBIX
omnOOK, OTBOAUTH TMOCIETHIO CTPOKY Tabiuubel W (unm) ee rpady c yderom TpeOOBaHHA

BBIUMCITUTEIBHBIX CPEJICTB, MPUMEHIEMBIX ITpH 00padOTKe TaHHBIX.

7. TpeboBanus K TEKCTaM JOKYMEHTOB M MOPSIIOK MX H3JI0KEHHS ONPENEIISIOTCS 110

HOPMATHBHBIM JOKYMCEHTAM HAa OPraHU3allMOHHO-PACTIOPAAUTCIIBHYIO JOKYMEHTAIUIO.

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

JIEHCTBYIONTUM TIpaBmiIaM opdorpadun 1 MyHKTyaluy U coKpameHusM, npuHiaTeiM B OKTOU.

Kaaccupuxkanus yauguuupoBaHHbIX GopM JOKYMEHTOB

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

YeThIpe KaTeropuu:

— rocyaapcTBeHHbIE (00IIePOCCHICKHE);

— oTpacneBble (BeJOMCTBEHHBIE);

— cybwekToB Poccuiickoii @enepannu;

— (OpMBI TOKYMEHTOB 00beIMHEHUH, PEANPHUITHI, OpraHU3aLHH.

[MpakTuyeckoe 3aHAaTME Ne2 CTpyKTypa ynpaBneHus JOKYMeHTaunen

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

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

JOKYMCHTaMM.

KOJLy:

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

[Ipaxktuxym: Mcnone3ys OKVY /], onpenennre kiacc, NOJAKIACC U BUJ JTOKYMEHTa IO €ro

Bapuant 1 - 03010022
BapwmanT 2 - 02520519
30



BapuanT 3 - 05045013
Bapuanr 4 - 06150551
Bapuant 5 - 08020025
Bapuanr 6 - 04013548

HazoBuTe OCHOBHBIE 3Tambl pabOTHl ¢ AOKyMEeHTamH, KoTopble Bwiaesior B EI'C/I,
I'CHAOY.

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

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

®opmupyembie yMeHus: yl
eau 3aHaATHA:
U3YYHUTh:

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

B rerpanu ans npakTHueckux paboT He0OX0IUMO:

. yKa3aTh TEMY U HOMEpP MPaKTUYECKOM pabOThI

L4 1ICJIb 3aHATUSA

o OTPa3UTh XOJ BBITOIHEHUS pabOThI

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

KOHTpOJII)HbIe BOITPOCKHI:

1. CoctaB  peKBHU3UTOB, KOTOpbIE HCHOJB3YIOTCA IpHU
MOJIFOTOBKE U OPOPMIIEHUH YIIPaBICHUECKUX JTOKYMEHTOB

2. Pacrnono)xeHne peKkBU3UTOB U IPpaHULbI 30H Ha popmate A4
YIJI0BOT'O U MPOJOJILHOTO OJIAHKOB OpraHU3aLUu.

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

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

dbopmate A4 yrinoBoro u npogoiasHoro 6mankoB corigacao ['OCT P 6.30-
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2003 «YHubuIupoBaHHBIE CUCTEMBI JTOKYMEHTAIIMU. Y HUDUIIMPOBAHHAS
CHUCTCMAa oprT: aHI/I3aI_II/IOHHO-paCHOPﬂHHTeHBHOﬁ AOKYMCHTAIlUH.
TpeboBanust K 0(OPMIICHUIO TOKYMEHTOB

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

3. CamocrosrenbHo B pegaktope Microsoft Word cocraButh u
0(pOPMUTH CIICAYIONIUE BUABI OJAHKOB TIPEIITPHUSITHS

e 0o0mMi OJIAHK MPEITPUATHUS

® YrI0BOM OJIaHK MUCHhMa TPEIIPUITHS

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

e (OJIaHK KOHKPETHOT'O JIOJDKHOCTHOTO JIMI[A

[MpakTnyeckas paboTa Ne4 CocTtaBneHue n oopMIieHne

opraHnm3aumnMoHHbIX JOKYMEHTOB
®dopmupyeMblie 3HAHUSI U YMeHHs: 33,

ean 3ansaTHSA

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

Couepmarme oTyerTa:

B Terpanu nns npakTuueckux pabot HEOOX0IUMO:

. yKa3aTh TEMY U HOMEpP MPaKTUYECKOM pabOThI

° LIENIb 3aHATHSA

° OTPa3UTh XOJ BBITOIHEHUS pabOThI

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

KoHnTpoJibHbBIE BOIPOCHI:

1. OpranuzaimoHHbIC JOKYMEHTHI: YCTaB, MOJOXKEHNE, HHCTPYKIIHS, ITAaTHOE PacICaHueE,
MpaBujia BHYTPEHHETO TPYIOBOTO PaCIOpsIKa.

3aI[aHl/lﬂ, BbIHCCCHHbIC HA 3AHATUA:

32


file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Государственный%20стандарт%20РФ%20ГОСТ%20Р%206.30-2003%20_Унифицированны.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Государственный%20стандарт%20РФ%20ГОСТ%20Р%206.30-2003%20_Унифицированны.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Государственный%20стандарт%20РФ%20ГОСТ%20Р%206.30-2003%20_Унифицированны.rtf
http://eokd.tolgas.ru/euk/dou/spavka/obrazec.doc
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Государственный%20стандарт%20РФ%20ГОСТ%20Р%206.30-2003%20_Унифицированны.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Государственный%20стандарт%20РФ%20ГОСТ%20Р%206.30-2003%20_Унифицированны.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Государственный%20стандарт%20РФ%20ГОСТ%20Р%206.30-2003%20_Унифицированны.rtf
file:///C:/Users/Client/Desktop/Обновлено%20для%20набора%202019/К%20практике/К%20практическим%20работам/Государственный%20стандарт%20РФ%20ГОСТ%20Р%206.30-2003%20_Унифицированны.rtf

1. UByunth 0COOEHHOCTU COCTABIEHUS OPTaHU3AIIMOHHBIX TOKYMEHTOB:
¢ YycTas
® IOJIOKEHUE
® HHCT us

® JOJKHOCTHAA MHCTPYKIIHUA

® INTAaTHOC paClucCaHuec

® CTPVYKTYpa U HiTaTHasd YMCJICHHOCTD

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

pacnopAaanTesribHbIX JOKYMEHTOB
®opmupyeMblie 3HAHUSI U YMEHHS:

ean 3anaATUA

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

Conep:xanue oryera:

B terpaau mis nmpakTuueckux paboT HEOOXO0UMO:

L4 YKa3aTb TEMY U HOMCD HpaKTHHeCKOﬁ pa6OTBI

L4 O Ciab 3aHATHA

L4 OTpa3uTh X0/ BBIITOJIHCHUA pa60T1>1

o OTBCTUTH NMCbMCHHO Ha KOHTPOJIbHBIC BOIIPOCHL
L4 CAcjaaThb BBIBOJ I10 pa60Te

KoHTpoJibHbIE BONIPOCHI:

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

3. Kakue nOKyMEHTBI OTHOCATCS K YHHU(UIUPOBAHHBIM (OpMaM MNEPBUYHOM YYETHOM
JOKYMEHTAlluu 10 YYeTy TOProBbIX omepauuid B coorBercTBUM ¢ [locTaHoBieHuEM
I'ockomcrara N 132 ot 25 nekaOpst 1998 r. "O0 yTBepkaeHUN YHUDUIIUPOBAHHBIX POPM
MEPBUYHOM YYETHOH TOKyMEHTAlLlUU M0 YUYETY TOPTrOBBIX oneparuii"?

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

1. H3yyutrs o0co0eHHOCTH cOCTaBjaeHHA W OGOpPMIICHUS
PacnopsiIuTeNbHbIX JOKYMEHTOB:

¢ [IpUKaA3
® DpPaCIopsXKCHHUEC

® JTIOCTAHOBJICHHUEC

® YKA34daHHC
® PCIHICHUC

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

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

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

e T2. JInyHnasg KapTOUyKa

e T3. IllTaTHOE pacoucaHue

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

e T5a. [Ipukas (pacropsKeHue) 0 epeBoie paboTHHKA Ha IPYIVIO paboTy

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

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

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

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

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

e TI10. KoMaHAMPOBOYHOE VIIOCTOBEPEHUE

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

€I'0 BBITIOJIHCHUU

e TI11. [Ipukas (pacuopsiykeHue) o IOOUIPEHUN paOOTHUKA

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

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

4. O¢opmuTs npuKa3 N0 OCHOBHOW JeSITeJIbHOCTH Ha
OCHOBE TMPENJIOKEHHbIX 00pa3snoB B NpPHIOKeHMHM 2 W 3 K
NpaKkTHYeCcKoil padore.
B coorBerctBun ¢ Pacnopsokenuem Mununctpa ot 04.03.20 Ne 115 «O6 ycunenuun

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

B pacnopsiantenbHON 4acTH BBIAEIUTH 4 IIyHKTA:

1. O6 opranuzanuu yOOpKH TeppUTOPUN O0BETUHEHUS

2. O mpoBepKEe COCTOAHUS AIEKTPONPOBOIKHI

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

4. KoHTpomb 32 UCIOJIHEHUEM BO3JIaraeTcsl Ha ri1aBHOro nHxeHepa oobenunenus [1.P. XKaposa.
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Kaxapiii myHKT paccMoTpeTh no cxeme «Komy?», «HUTo Hy»KHO caenatb?», «Jlo kKakoro cpoka?».
Hanpumep, k n.1 3aBeayromemy ckiagom O.H. HukutuHy opranuzoBaTh YOOPKY TEpPPUTOPUU
10 07.03.20__.

[IpocTaBuThH BU3Y IJ1aBHOTO UHXKEHEPA

[TocTaBuTh oT™METKY 00 HcnionHuTeNe. Ucnonautenem spisiercst ConobeBa Tenedon 302-34-56

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

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

2. O6 opranmsanuu 3aHsaTHi 1o m3ydeHuto CTII 02-601 co cnenmamucTamMu UM WHKCHEPHO-
TEXHOJIOTHYECKHUM IepcoHaioM (¢ yKkazanueMm «Komy» U ¢ Kakoro 4ucia)

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

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

[IpocraButh Bu3y ropuckoncynbta I1.K. JIyHoBa

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

IIpuiaoxenue 1

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

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

(moamnuce) A.B. 3axapoB
20.02.2009

IIpusioxkenue 2

OBPA3EIl ITIPUKA3A 11O JIMYHOMY COCTABY
36



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

KOHTPAKTY.

OcnoBanue: TpynoBoit koHTpakT Ne 20 ot 05.03.2009

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

HaumenoBanue MHUHUCTCPCTBA
WJIM BEAOMCTBaA

HaumenoBanue opranuzanuu
[TPUKA3
00.00.0000 Ne
MecTto n3manus

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

TekcT KOHCTaTHPYIOIIEeH YacTH MpHKa3a. MPUBOIATCS (DaKThl, MOCTY>KUBIIUE OCHOBAHUEM JUIS
u3anus npukasza. KoHcratupyromas 4acTe MOXKET OTCYTCTBOBaTh. PacmopsauTenbHas 4acTb
HaunHaetcs ciioBoM [TPUKA3BIBAIO (numiercst oTaenbHO Ha CTPOKE)

1. IlonHoe HauMmeHoBaHue AOJKHOCTU ucnoynHuTend M.0. @amunus B JaTeIbHOM MaJieXKe WU
HAUMEHOBAHHME CTPYKTYPHOTO TOJApa3JelieHuss — HeoOXOAUMbIEe [EHCTBUS, BbIPAKECHHBIC
TJIar0JIOM B HEOTIpeIeIeHHOM (hopMe, - CPOK JeicTBuUs (0e3 CIIoBa «CPOK»)

2. [lonnoe HanmenoBanue AopkHOCTH M.O. @amunus win CTpyKTypHOE Moapas3aeneHue (eciu B
IIYHKTE HECKOJIBKO JIEHCTBUH, pa3HbIX 10 XapaKTepy, TO KaKJ0€ BbIIEIAETCS B OJIYHKT):

2.1 JlelicTBHE U CPOK UCIIOJIHEHUS

2.2 To xe

3. [MocneaHuii MyHKT UMEET MOCTOSHHYIO (POPMYIUPOBKY:

KoHTposb 3a ncnosHeHneM nprkasa BO3JI0KUTh Ha (CTPYKTYpPHOE MOApa3JIeIeHUe Uil JIMIIO, Ha
KOTOpOE BO3JAraercs KOHTPOJIb, HAMMEHOBAaHWE JOJDKHOCTH, (aMuius, WHUIUANBI B
BUHHUTEIILHOM TAJICKE).

HaumenoBaunue
JIOJ>KHOCTH PYKOBOIAUTENS N.0. ®amunus

Ecnu Heo0xo1MMo, 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»

ITPUKA3
10.04.2009 Ne 32

MockBa

O mepax 110 00eCIeYeHUI0 COXPAaHHOCTH IOKYMEHTOB

B mensx coBeplIeHCTBOBaHUS OPraHU3AIMOHHOTO M JIOKYMEHTAIMOHHOTO OOecreyYeHus
JEeSTEIIbHOCTH OPraHu3allii U 00ecieueHus] COXPaHHOCTH JOKYMEHTOB

[TPUKA3BIBAIO:

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

UneHbl KOMUCCHUU:

1. 3amecturens rmaBHoro Oyxranrepa Cunopona C.C.

2. HayanwpHuk otaena kajapoB BacuibseBa B.B.

3. Menemxep Pomanosa P.P.

2. Komuccuu mpoBepUTh OpPraHU3allMI0 U YCIOBUS XpPaHEHHs YIPaBICHUYECKHX JOKYMEHTOB U
IIPEJICTaBUTh Ha YTBEPXKIACHHUE aKTa IpoBepku 10 25.04.2017

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

Jupekrop N.N. NBanos
Haganeauk obmiero otmena A.Jl. KazakoBa
[TaBnosa N.N.

123 45 67
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Ipuiaoxkenue S
HANMEHOBAHUWE OPI"TAHU3ALINUU

Pacnopsixkenue
JHara Ne

MecTto n3nanus

3arnaBue HaYMHAETCS ¢ Borpoca - O uem...

TekcT TOKyMeHTa MOXKET HAaUMHAThCS ¢ KOHCTATUPYIOIICH YacTH M3J1araeTcs el Wi MPUIHHA
co3nanus. KoHcTaTupyromas 9acTb MOXKET OTCYTCTBOBATb.

PacniopsimuTenpHasi 4acTh HAUWHACTCS CIIOBOM

OBA3bIBAIO:

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

[Tocnemuuii MyHKT pactopsiKeHus: GOPMYITHPYIOT CIEAYIOIIMM 00pa3oM:

KOHTpOJIB 3a BBIIOJHCHUCM PACIHOPSAKCHUA BO3JIOKWUTH Ha HAMMCHOBAHUC HOJIKHOCTH,
WUHUIHAAIBI, paMuIus.

Tekct neuatatot yepe3 1,5 unrepnana,

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

I'pud cornmacoBanus
WM BU3BI

Ucnonautens, TenedoH
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IIpuno:xenue 6

OTKpBITOE aKITMOHEPHOE OOIIECTBO
«ABCOJIIOT»

PACIIOPS’KEHUE

15.04.2009 Ne 125
O npoBeAeHUH PEMOHTHBIX paboT

B cBsi13u ¢ aBapuiiHBIM COCTOSIHUEM OTONMUTENBHOM cucTemMbl B KoMHaTe Ne 40
OBA3BIBAIO:

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

2. KoHTpomb 3a WCIIOJHEHHEM pACHOpSHKEHUS BO3JIOKUTh HA TJIAaBHOTO HMHXKeHepa A.B.
Tepexona

I'enepanbHbIi JIUPEKTOP B.C.Cemenos
['1aBHBIN HHXKEHEP b.K.CaBenbeB
15.04.2009

Tepenrsena N.E.

233 67 88
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[MpakTnyeckas paboTa Ne6 CocraBsneHune n odopmneHne

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

ean 3anaATUA
H3YYUTh:
. OCHOBHBIC BHJIbI YIIPABICHUYECKUX JTOKYMEHTOB

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

Conep:xanue oryera:

B Tetpaau ans npaktudeckux paboT He0OX0AUMO:

. yKa3aTh TEMY U HOMEp IMPaKTUIECKOi paboThI

L4 1ICJIb 3aHATUA

o OTpPa3uTh XOJ1 BHITOJHEHUS pabOThI

o OTBETHUTH MMCHbMEHHO Ha KOHTPOJIbHBIE BOIIPOCHI
o cIeNaTh BBIBOJI IO paboTe

KOHTpOJIbeIe BOITPOCHI:

e HHdopmaloHHO-CIIpaBOYHBIE JOKYMEHTBI: aKT, IPOTOKOJI, JOKJaJHas 3aIucKa,
00BsICHUTENIbHAS 3alIUCKa, CIIPABKA, TEJIErpamma.
3agaHus, BbIHeCeHHbIE HA 3aHATHS:

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

® AaKT
® IIPOTOKOJI

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

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

3. Byxranrep O.M. YuaeBa

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

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

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

2-11 5K3. -IUPEKTOPY MPEANPUITHS

3-1 9K3. - TJ1. OyxTanTepy

B npunoxenun oObscHUTENbHAs 3amucka kaccupa B.JM. MakcumoBoit Ha 1 1. B 1 3k3. (camy
OOBSCHUTEIIBHYIO 3alMCKY MHCAaTh HE HYXXHO, HEOOXOIMMO B TEKCTE aKTa CleJaTh MOMETKY O
HAIMYUU TPUIIOKEHH)

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

Ucnonautens B.A. Anykun narta 25.03.20 .

3aganue 2.
CocTaBuTh OOBSICHUTENBHYIO 3aIIMCKY HAa UM 3aBEAYIOLIETO OTIEICHUEM O IPUYUHE OMO3JaHUs
Ha l-ro mapy 17.12.20 . B Tekcre yka3aTh IPUUMHY OIO3/IaHHUS.

3amanme 3.

CocraButh nokiagHyro 3anucky or 18.03.20 . HanucaHHyH HadaiabHUKOM ymnpasieHus B.O.
WnbunsiM, agpecoBaHHyto ['enepanbHomy nupekropy OAO «llepeozku» T.II. Jlanununy o
NIEPEBOJIE HA JOJDKHOCTD.

IIpnunHOM, IOCIYKMBIIEH COCTABJICHHUIO JOKJIAIHOM SBISETCA peopraHu3anus CTPYKTYpbI
VYhopaBineHuss U yKpYIHEHHE OTAEIOB B Ppe3yNbTaTe 4Yero IMPOMCXOAUT IEpepaclperesieHue
(GYHKIHMI COTPYIHUKOB.

Havaneauk ynpasinenus WnsuH npocut nepesectu crapuero skoHomucra C.T. Huxonaesa u3
oTIeNa aBTOMOOWJIBHBIX II€PEBO30K B TaMOXXCHHBIE OTAEN C IMOCIEIyIOIUM BHECCHHUEM
WU3MEHEHHUH B IITaTHOE PaCIMCAHHUE.

Hcnonp3yiite npunoxenus 3 u 4.
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Ipuioxenne 1
Maker akTa
HaumeHnoBanue MuHucCTEpCTBa YTBEPXXAEHUE

WJIM BEJIOMCTBA (pu HEOOXOMMOCTH )

HANMEHOBAHUWE OPI"AHU3ALINU
HaumeHnoBaHnue CTpyKTypHOTO

NoJpa3aeICHuUs
AKT
00.00.0000 Ne

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

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

IIpencenarens Haumenosanue nomxknoctu N.0. @amunus

YUneHbl KOMHCCUU HanmenoBanue nomwkaoctu N.0O. @amunus (pacronaraioTcs B
andaBUTHOM TOPSIKE Yepe3 3amATylo, uepe3 1 nHTepBan)

[TpucyrcrBoBanm Haunmenosanue nomkaoctu M.O.damunnu auiy,

MNPUCYTCTBOBABIIUNX ITPU COCTABJICHUHU AKTA, PACIIOJIAralOTCA TAKIKE
qcpes 3aIATYyIO.

Texkct KOHCTATUPYIOIIEWM YacTH aKTa: ONHMCAHWE TMPOBEACHHOW paboThl, (dukcanus
YCTaHOBJICHHBIX (DAaKTOB, BBIBOABI W 3aKIIIOUEHUS KOMHCCHH, KOHKPETHBIE MPEATOKEHUS.
KoHcratupyromass 4acTh MOXKET OBITh pasjiefieHa Ha IMyHKTHl WU odopmiieHa HUGPOBOA
tabnuuei. Texer mumyt udepe3 1,5 uHTepBana. Ilpu HEOOXOAMMOCTH yKa3aTh KOJIUYECTBO
AK3EMILISIPOB:

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

IIpencenarens [Honnuce H. O. ®amunus

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

Oopa3en akra

I''TABHOE VYIIPABJIEHUE
[NPOMBIIJIEHHOCTH
CTPOUTEJIBHBIX MATEPHUAJIOB

AKT
10.10.2009 Ne 7
r. Tyna

YcranoBieHue GpakTHIECKOU
MIPOU3BOUTEIHHOCTH
TEXHOJOTUYECKON JIMHUU

OcHoBaHue IIpuka3 MuHHCTpa IPOMBIIUIEHHOCTH CTPOUTEIBHBIX MaTEPUAJIOB
o1 10.09.2009 Ne 108

CocraBiieH KOMHCCHEN

IIpencenarens I'maBHbIi TexHOOT ynpasieHus .M. [lerpos

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

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

B mepuon c 10.10.2009 mo 12.10.2009 komwuccusi mpoBena padbOTy IO YCTaHOBJIECHUIO
dakTUyecKkol  MPOM3BOAMTENHLHOCTH  TEXHOJOTHYECKOM  JIMHUM 1O  W3TOTOBICHUIO
acOecTOIleMEHTHBRIX JIMCTOB Ha 3aBoje Ne 1.

JIuHus mpuHATa B AKCIUTyaTalnuio B aekadpe 2008 roga co cpepHelt mporM3BOAUTENBHOCTHIO 88
JUCTOB/4ac. 3a MpoIIelIee BpeMs MPOU3BOJUTENBHOCTh JIMHUM 3HAYUTENBbHO Bo3pocia. s
YTOYHEHMSI TPOU3BOAMUTEIBHOCTH JIMHMM W KadecTBa MPONYKLIMU KOMMCCHS paccMoTpena
MaTepuaibl: CBEAEHUS O paboTe JIMHHUU 3a BECh NIEPHO/J]; PUZNKO-MEXaHUYECKUE TTOKa3aTelH.

B pesynbrate paboThl KOMHCCHS ONpeAeniia 4acoBYIO NPOU3BOAUTENBHOCTh JuHMM 400
JIUCTOB, YTO COOTBETCTBYET T0/10BOM MomHOCTH 300 MIIH. TUCTOB B TOJI.

CocTaBiieH B TpeX IK3eMILIApaX:
1-i1 - I'maBacbecry;

2-it - HUmpoexkracOecry;

3-i - 3aBozy Ne 1.

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

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

IToamuces nara
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IIpunoxenne 3

Makert ci1y:ke0HOM 3aNNCKH

HanMenoBaHne MUHHUCTEPCTBA UITH
BEJIOMCTBA
HANMEHOBAHUWE OPI"AHU3 AU
CtpykTypHOE noJpa3aesieHue
CJIIY)XEBHAS 3ATTMCKA (AOKJIIAJTHASA
3AIIMCKA)

00.00.0000 Ne

3arojloBOK K  TEKCTy,  BbIpaKCHHBIN
OTTJIarOJIbHBIM CYIIECTBUTEIIbHBIM B

MMPEATIOKHOM MaACKE, HAUMHACTCA IpCajiora
O

HaumeHnoBanue  nmomkHOCTH — ajgpecata C
BKJIFOYEHUEM HAMMEHOBAHUSI OPraHU3alUd B
JIaTEeIIbHOM MaJexKe

N.0. ®amunus

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

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

Tekct cocTouT M3 ABYX YacTeil. B mepBoil yacTu m3nararoTcsi NpUIHHbI, (PaKThI UM COOBITHS,
MOCIYKUBIIME IIOBOJOM JJII €€ HallMCaHWs, BO BTOPOM 4YacTH — AaHAIU3 CIIOKHUBLIEHCS
CUTyallM¥, BO3MOXXHBbIC€ BapUAHTHl PEHICHUS, B TPETbe — BBIBOABI W TPEIJIONKEHHUSI O
KOHKPETHBIX JIEHCTBUAX, KOTOPBIE, 10 MHEHHUIO aBTOPa JOKYMEHTa, HEOOXOAUMO MPEIIPHUHSTD.
Bropas yacth B 1OKJIaqHOM 3alMCKE MOXKET OTCYTCTBOBATh, B 3TOM CIy4ae €€ TEKCT COACPKHUT
000CHOBaHNE U BBIBOJIbI WIIH MIPEATIOKEHUSI COCTABUTEIS.

Ecnu cBenenus, mpuBOAMMBIC B JIOKJIATHOM 3alMCKe, OTHOCATCA K OMPEICICHHOM IaTe WU
OTPE3KY BPEMEHH, TO 3TO BPEMSI BKIIFOUAETCA B 3aI'0JIOBOK.

OdopmIsIOT IPUIIOKEHNE, €CIIH OHO €CTh, IMTOCTIE TEKCTA.

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

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

HanmMeHnoBaHue 101KHOCTH
JM1a, MOANKUCABIIETro
JIOKYMEHT

Jluunas noonuce

N.0.®amunus

B neno 00-00
ITonmmce
JlaTa
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IIpunoxenne 4

Oo0pa3zen 1okyIaHAas 3aMIMCKA

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

O Ha3zHaYeHUU JOKYMEHTAJIbHON
peBu3un 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 JOKYMEHTAIbHYIO PEBU3MIO TOBapHbIX omnepanuil marasuHa Ne 000 c
01.01.2009 o 09.04.2009.

3amMecTUTEND
HavaJIbHUKA OT/AeiIa Iloanuce T1.A. Komun
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[MpakTuyeckaa pabota Ne7  3ydeHMe OCODEHHOCTEN COCTaBMEHUS W

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

ean 3anaATUA

H3YUYUTh!:

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

npoecCuOHaNBHOM e TeIbHOCTH

OCOOCHHOCTH COCTaBJICHUS U O(OpPMIIEHUS TEPBUYHOM  y4eTHOM

JIOKYMEHTAIMU 110 Y4eTy TOPrOBbIX Omepanuit

HAy4YUTbHCA:

Couepma}me oTyerTa:

B Tetpaam ans mpaktudeckux paboT HE0OX0AUMO:

yKa3zaTh TEMY U HOMEP MPAKTUYECKON pabOTHI
1ICJIb 3aHATUA

OTpPa3uTh XOJ1 BHITOJHEHUS PabOThI

OTBETHUTH MMCHbMEHHO Ha KOHTPOJIbHBIE BOIIPOCHI
c/IeNaTh BBIBOJI IO paboTe

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

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

eI TENLHOCTH:

ﬂOBC[!eHHOCTB

JloroBOp IOCTAaBKHU

T'ocymapcTBeHHBIM OOTOBOP Ha BBINOJHEHHWE 3aKa3a Ha IOCTaBKY

15044

HOFOBOD HNOPYYCHHUA HA IPOAAXKY IMPOAYKITUN

JIoTroBOpP KOMUCCHUHM HA IPOJAKY OPOJAYKIIUU

JlOroBOp KYIJIU-TIPOAaKH TOBAPOB B KPEIUT

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

HOFOBOD Ha IIOCTAaBKY IPpOAYKIIUN MaATCPHUAJIBHO-TEXHHUYCCKOT'O

Ha3HAa4YCHUA

Joropop Ha ABTOMOOMJILHbBIE OEPEBO3KHU I'PY30B

JlOoTOBOp Ha IOCTaBKY TOBAPOB

Jlorosop 00 yCTYIIKE€ TOBApHOI'O 3HAKa

JOroBOp CKIAJCKOTO XpaHEHMUS

JOroBOp TPaHCHOPTHOM AKCIEAUIIAHN
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1. N3yunTh OCOOEHHOCTH COCTaBJICHUS M O(POPMIICHHS
IIEPBUYHOM YUETHOU JOKYMEHTALMU 110 YYETY TOPIOBBIX OIlEpaLuil:

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

. AKT 00 YCTAaHOBJICHHOM PAacXOXKACHHU 10 KOJMYECTBY M Ka4yeCTBY IPU
NPUEMKE TOBApHO-MaTepualibHbIX IIeHHocTel (popma TOPI'-2)

. AKT 00 yCTaHOBJIEHHOM PACXOXKICHHH MO KOJIHYECTBY M KayeCTBY IpH
preMKe UMIIOPTHBIX ToBapoB (bopma TOPI™-3)

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

npennpusatus OO0 «3Be3ga» (1. Jlennnoropek) ot 12.12.20 , nupextop
Anpgpeii FOpreBuu KonpapaiioB, Ha 3akIlOYEHHE JOTOBOPOB HOPUCTY
npennpustus Esrennto BanoBuuy Mapduny, nacopt 9203 Ne 125478,
Bbiad 12.03.20  I'POB/] r. Jleunnoropcka. IIpennpusrue nercTByer Ha
OCHOBaHMU YcTaBa, JOBEPEHHOCTb BbIJaeTcss Ha | rojg 06e3 mpasa
nepenosepusd. Mcnonp3yiite npunoxenue 1.

3. CocTaBbTe 3aBEpPEHHYIO OT/AEJIOM KaJIpOB IOBEPEHHOCTH OT
23.09.20  nHa mpaBO MOJy4YeHHUsS 3apaOOTHOM TIIaThl HA OCHOBAaHUU
[Tpunoxxenus 3.

HauanbHuk ciyx6b1 cobita OOO «Berac» r. Jlenunoropck Banentuna IlerpoBna Eroposa
JIOBEpSIET 3aMECTUTENI0 pykKoBoauTens nmo obmuM BompocaM AHHe KophneeBne TpodumoBoii
HOJY4YHUTh 3apabOTHYIO ATy 3a aBI'YCT MECSLL.

Hannbie EropoBoii:

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

Jannsie TpopumoBoii:

[MTacmopt cepun 9205 Ne 449796 eiman 'POB/] r. Jlenumnoropcka 06.10.2005
[TpoxxuBaet: r. Jlennnoropck np. Jlenuna 6-14

Ipunoxenune
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YVrRepRACHO TIPHKAIOM
POIVT «3apog anexkTponnoro

sMawnHocTpoeHise Munnpoytopra
Pocenn o1 02.07.2010 Ne 30-0/a

MY «3apoa MEKTPOHHOND MAMHHOCTPOCH A MuHnpovTopra Poccun

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

JAOBEPEHHOCTDb MNe
fopoa Mocksa

LA PO Ol

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

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

HACTOHIUEH 1082 PEHHOCTLIO YTIVTHOMOM I BAST

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

e I KO AR WA

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

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

MonHoMouHA MO HACTOAWEH JOBEPEHHOCTH HE MOTYT BbITL MEPEIAHL APYTHM JHLAM,

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

Heabp pa6oTbl: HAYYUTHCS OPOPMIIATH OCHOBHBIE JOKYMEHTBI 0 JIMYHOMY COCTaBY
pabOTHUKOB Ha MPEANPUITUI

TeopeTnyeckuii MaTepua

[Tpuka3 — OCHOBHOM MpPaBOBOW aKT, M3AABACMBIA PYKOBOJIUTEIIEM OpPTraHHU3AIH JTHOO0U
OpraHu3alMOHHO-TIPaBOBOKH (OpMBI WM (OPMBI COOCTBEHHOCTH, ACUCTBYIOIIMM Ha OCHOBE
eauHoHavanus. [lpukaspl U3arOTCs B LENAX pa3pelieHUs OCHOBHBIX U OMEPAaTUBHBIX 3ajad,
CTOSAIIUX TIIepe]l OpraHu3aleil, a Takke I10 aIMUHUCTPATUBHBIM BOINPOCAM, TPeOYIOIUM
MpaBOBOTO  PEIICHUS, U 10 BOIPOCaM  TPYJIOBBIX  OTHOIICHHM  MEXIy pabOTHHUKOM
U paboToaTeseM.

Jlapuca CankuHa, KaHJ. UCT. HAayK, AOLEHT Kadeapsl fokymeHToBeaenus PI'TY, Mocksa

Bunel nprikazon

B kaxnol opraHusanuu pyKOBOJIWTENb H3JA€T IPUKA3bl JABYX BHJOB: IO OCHOBHOH
NeSITeIbHOCTH U 10 JINYHOMY cocTaBy. O0s3aTeIbHOCTh U3JaHUs IIPUKA30B 110 JMYHOMY COCTaBy
ycraHoBlieHa TpynoBsiM Konekcom PD. Hampumep, oHM HEOOXOIMMEBI MpH MpHeMe Ha padoTy
(ct. 68 TK PD), npu nipexpaiieHuu TpyaoBoro qorosopa (ct. 841 TK PD).

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

[Tpukazamu 1o TMYHOMY COCTaBY OPOPMIISIOT CIIEAYIOIINE TPOLIEAYPHI:

. pueM Ha padory;

. MepeBo/ Ha IpYTyio paboTy;

. yBOJIbHEHUE (PACTOP>KEHUE TPYIOBOTO JOTOBOPA);

. MIPEIOCTABIIEHNE OTITYCKOB (OT3bIB U3 OTITYCKA);

. KOMaHIUPOBaHUE;

. BHECEHUE U3MEHEHUI B YUETHBIE IOKYMEHTHI;

. MIPUMEHEHHUE K paOOTHUKY MEp MOOIIPEHUS;

. HaJIO)KEHUE Ha paOOTHHUKA JUCIUIUIMHAPHOTO B3BICKAHUS.

Bce npukasbl 110 JINYHOMY COCTaBY T'OTOBHUT KaJlpoBas CiIyXkO0a, a Mpu €€ OTCYTCTBUU —
paOOTHUK, OTBEYAOIMi 3a paboTy ca3TOW JOKyMeHTanue. M3naHue mnpukasa BKIIOYAeT
HECKOJIBKO 3TaroB: IMOAT0TOBKA, O()OPMIIEHUE, PETUCTpaLusl, BUBUPOBaHHUE (WIN COTJIACOBAHUE),
O3HaKOMJICHHE C HUM pabOTHHKA.

[ToaroroBka npukasza

[ToaroroBka mpuKaza HAYMHAETCS C 00S3aTEIBLHOTO KOHTPOJSI KauyecTBa TEPBUYHBIX
JIOKYMEHTOB, KOTOpPBIE B MOJABISIONIEM OOJIBIIMHCTBE CIIy4aeB COCTABIAIOTCS pPaOOTHHUKAMH
OpraHU3aIy | TMEPEaloTCsl B KaJpOBYIO CiIyk0y. JIOKyMEHTHpOBaHHE MpUEMa, YBOJIbHEHUS
U IBWKEHUS KaJpoB NPelycMaTpUBaeT NEPBOHAYAIILHOE COCTABJICHHE TAKUX JIOKYMEHTOB,
KaK 3asiBJICHUS, JIOKJIQTHBIC 3alMCKH, TMPEIACTABICHUS, YBEIOMJICHUS W JIp. OTH TIEPBUYHBIC
JOKYMEHTHI HA3bIBAIOT JOKYMEHTAMH-OCHOBAHHSIMH IS U3JAHUS TPUKA30B IO JTUYHOMY
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cocraBy. Kazapomas cmyx6a (paOOTHHK, OTBEYAlOMIMK 3a paboTy CITOH JOKYMEHTAIIHEH)
JIOJDKHA 3HaTh, Kak OQOPMIISIETCS KaXIbld W3 3TUX IOKYMEHTOB. Ha OCHOBE ITOKYMEHTOB-
OCHOBAHHH U T'OTOBATCS IIPUKAa3bI 11O IUIHOMY COCTaBY. I[O IIOATOTOBKU IIPHKAa3a HA ICPBUYHOM
JIOKYMEHTE KaJPOBHK OO0sI3aH MOJYYHUTh PE3OJIOIMI0 PYKOBOIMTEIIS OpraHU3aiuu. Pe3omorust
MUIIETCS. OT PyKH Ha MEPBOM JIUCTE JOKYMEHTa CIpaBa M BHIPAXKACT PEIICHUE PYKOBOIUTEIIS
10 3aTPOHYTOMY B IOKYMEHTE BONpocy. Ha KaapoBbIX JOKYMEHTaX pE30JIOIUsS HOCUT
«Pa3peINTEIbHBINY W «3alPETUTEIbHBINY XapakTep, BO3MOXKHO, KOHKPETU3UPYET MOPSIIOK
U XapaKTep HCIOJHEHUs JOKYMEHTa. Pe3osronms J0/mKHA comepkarh: (GpaMuiinio pabOTHHKA
KaJIpOBOM CITy>KOBI, KOTOPOMY JIaeTCsl TIOPYYCHUE, COICPKAHUE TTOPYUCHHUS, CPOK HUCIIOIHEHHUS,
JMYHYIO TOIIKCh PYKOBOIUTENS U JaTy COCTaBJICHUS PE30JIOUuu (npumepvr 1 u 2).
JIOKYMEHTBI-OCHOBaHHS K MPUKa3aM [0 JJUYHOMY COCTaBy C PE3OJIOLUECH pPYKOBOIAMUTEIIS
OpraHM3aluy SBJISIOTCS MPABOBOW OCHOBOHM JEHCTBHS, KOTOPOE YCTAHABIMBACTCS B MPHKA3e.
Kpome toro, BIIOOOM mpHKa3e I10 JUYHOMY COCTaBy JOJDKHA COJEPXKATHCS —CChUIKA
Ha HAaMMEHOBAHKE JIOKYMEHTA, €ro aBTOpa M Jary.

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

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

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

A A, AJieKCaHNpOBY
JIOKJTAJIHASA 3ATTUCKA

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

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

Haganuuux oraena Cugopoba E.K. Cugoposa

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

Tabauya
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HaumenoBaHue npuka3a (pacnopsiKkeHust)
®opma Ne

O npueme paboTHHKA HA PabOTy

T-1

O npueme pabOTHHUKOB Ha paboTy

T-1a

O nepeBoze pabOTHUKA HA JPYTYIO paboTy
T-5

O nepeBoze paOOTHUKOB HA APYTyI0 padoTy
T-5a

O mpenocTaBiIeHNUU OTITYCKa PAOOTHUKY

T-6

O mpenocTaBiIeHNHU OTIyCKa paOOTHUKAM
T-6a

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

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

O HampaBneHHH paOOTHUKA B KOMAaHAUPOBKY
T-9

O HampaBneHHH paOOTHUKOB B KOMaHIUPOBKY
T-9a

O nooupeHnu paboOTHUKA

T-11

O noompeHn pabOTHUKOB

T-11a

Jlob6aBneHue JUTEphl «a» K HOMEpPY YHU(PHUIMPOBAHHOW (QOpPMBI O3HAYaeT, YTO OHA
npeIHa3HaueHa JUIsl JOKYMEHTAIBHOTO O(OpMIICHHS MpHKa3a MO0 JUYHOMY COCTaBY, B KOTOPOM
OJTHO pacHOpsIUTENIbHOE JIeHicTBME (HampuMep MpueM Ha paboTy) paclpocTpaHsercs
Ha HECKOJIBKUX paOOTHUKOB. YHUQHUIUpPOBaHHbIE (OpPMBI MPHUKA30B 0€3 JTUTEPhl  «a»
UCTIONB3YIOTCS A OQOPMIIEHHS HWHAMBUIAYalIbHOTO TIpUKaza (OJHO paclopsIuTeIbHOe
JIEWCTBHE HA OJHOTO paOOTHUKA).

3arojoBoYHas 4acTh YHU(HUIMPOBAHHBIX (JOPM MPHUKA30B MMEET OJMHAKOBBIN cOCTaB
PEKBM3UTOB: HaWMEHOBaHMEe opraHuszauuu, ee kox 1o OKIIO  (OOmepoccuiickuit
KJaccu(uKaTop NpeANpUsATUI U OpraHU3alvii), HAMMEHOBaHUE BHJA JOKyMeHTa ((hopMbl) U ee
kon 1o OKVY]] (Obmepoccuiickuii kiaccu(pUKATOp YNPaBICHYECKOW TOKYMEHTAIMH), HOMEp
¥l JlaTa COCTaBJICHUs IOKyMeHTa (npumep 3).

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

. HAaMEHOBAHHE OpPTaHM3allMd — aBTOpa JOKYMEHTa JOJDKHO COBIANATh

C HAMMEHOBaHUEM, 3aKPEIICHHBIM B €€ YUPEAUTEIbHbBIX JOKYMEHTAX;

. 00s3aTeNbHO YKa3aHHE PETUCTPALlMOHHOIO HOMEpa MpuKasa;

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

r § mimaps 2004 1 N |

Ko
Dopva no OKY/I 0301004

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

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

Perucrpanus, opopmienue, noanucaHue

Homep mpukasa npocraiisieTcsi IIpH €ro perucrpanuu. B npenenax kajneHAapHOro roaa
KaJpOBbI€ IPHUKA3bl PETUCTPUPYIOT MOPAIAKOBBIMM HOMEpPaMH C JA00aBJICHHEM OYKBEHHOI'O
uHaekca. Cucrema MHACKCALUU IOKYMEHTOB CO3JaeTCsl B KaXKJI0M KaJpOBOW CITy>KOE U 3aBUCHT
OT IPUHATHIX B OPraHU3aLMM MIPABUI PETUCTPAllMM U KOJUYECTBA M3JaBaeMbIX NpukKa3oB. Bce
IIPUKa3bl 110 JINYHOMY COCTaBY JAEJATCS Ha IPYIIbI B COOTBETCTBUU CO CPOKAMM HX XPaHEHMSL.
Yame Bcero c unaekcoM «JIC» (umm «K») perucTpupyroT mpukasbl J0JTOBPEMEHHBIX CPOKOB
XpaHeHus (3TO MpHUKa3bl O INpueMe Ha padoTy, IepeBoJax, YBOJBHEHHU C paboThl). A BOT
y IIPUKa30B O MPEJOCTABIECHUU €XETOJHBIX OIJIAYMBAEMbIX, a TAKXKe Y4YeOHBIX OTILYCKOB,
KPaTKOCPOYHBIX KOMAHIMPOBKAaX, B3bICKAHUSAX CPOK XpAHEHHs OTPAaHUYEH IISTHIO TOJIaMH,
clleZloBaTeNIbHO, OYKBEHHBI WHAEKC Y HUX JIOJDKEH OTJIMYaThCs (Hampumep IpHKa3bl
0 MPEAIOCTaBICHNUHN €XKETOIHBIX OIJIAYMBAEMbIX OTIIYCKOB PETUCTPUPYIOT C UHIEKCOM «O»).

PerucrpanmoHHplii HOMEp NpUKa3a HEOOXOIUM Ui yyeTa JOKYMEHTOB, HO, IOMHUMO
3TOro, OH SIBJISIETCSA OJAHMM W3 PEKBU3UTOB, INMPHUAAIOIINX JOKYMEHTY IOPUAMYECKYIO CHILY,
TO €CTh JEJIAIONIUX JOKYMEHT OECCIIOPHBIM C TOUKH 3pEHMS €ro 0(pUIMATBbHOCTH.

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

B nmpukazax 1o JIMYHOMY COCTaBy NPEAYCMOTPEHO IPOCTaBICHHE TAaKOTO PEKBU3UTA,
KaK JlaTa U3JaHus MpHKa3a, KOTopas pa3MellaeTcst B €ero 3arojioBouHoi yactu. Cienyer UMeTh
B Buay: cT. 68 TKP® ompeneneno, dro mpuka3 o npueMe Ha padoTy o00bsABJIsAETCS
Pa0OTHUKY IO POCHUCH B TPEXIHEBHbIN CPOK €O AHA (paKTHUeCKOro Hayaja padoThl.
3HA4YUT, U JaTa U3/1aHus IpHUKa3a JOHKHA COOTBETCTBOBATH 3TOMY CPOKY.

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

ITpu pabore c mpuKa3aMu I0 JIMYHOMY COCTaBy CleIyeT YAeIsITh 0co00oe BHUMAaHUE
O(QOpPMIIEHHIO JIaT — yKa3aHUEM JaThl CONPOBOXKJAETCS PACHOpSIUTENIbHOE JIEHCTBUE, BH3a
O3HAKOMIICHHUS paOOTHHKA, CChUIKA HA JIOKYMEHT-OCHOBaHHUE U T.1. (npumep 4).

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

[Tocne okOHYaHHST OCHOBHOTO TEKCTa MpPHKa3a BO BCeX YHH(PUUIMPOBAHHBIX (opmax
nuniercs  cnoBo «OcCHOBaHME:» M BHOCSATCS HauMMEHOBaHME, JlaTa U HOMEp JOKyMEHTa
(TOKYMEHTOB), KOTOpBIE SIBIISIIOTCS OCHOBaHMEM JUIA M3JIaHMs NpHUKa3za. B yHuuIupoBaHHBIX
dopMax mepeurcieHbl JOKYMEHTbI, KOTOpbIE MOTYT OBITh OCHOBaHMEM JUJISl M3JIaHUS IpHKa3a
B KQXKJIOM KOHKpETHOM ciiyyae. OJIHaKo cieiyeT UMeTh B BUIY, YTO MPAaBHIbHOE O(QOpMIICHHE
ATOr0 PEKBU3HUTA IMpelyCMAaTpUBAaET HE TOJIBKO YIOMHHAHUE JOKYMEHTOB, HO M YKa3aHUE
WX BBIXOJHBIX JaHHBIX. Hanpumep: «3asenenue Heanosa H.H. om 27.09.2009 Ne 21y,
«Ilpeocmasnenue nauanvhuxa omoena Ilemposa ILIL. om 21.09.2009 Ne 27» u T.71.
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[Tocnennuii 3Tan MOArOTOBKU IpUKa3a — €ro noanucanue. Ha moanuce pyKoOBOIUTEIIO
OpraHM3aliyl  IPEJCTAaBISICTCA TOJHOCTHIO  3alojHeHHass  yHuduuupoBaHHas  ¢opmMa.
OdopmiieHne MOMNMUCH MPEIyCMaTpUBAET yKa3aHHE JOJDKHOCTH PYKOBOJIUTENS, €ro JIMYHON
MOJMUCH, HTHUIIUAJIOB U (haMUITHH.

Ha mpaktuke emie BCTpedaroTCss cilydad, KOIJa Iepel JOJDKHOCTBIO PYKOBOIUTEINS
OT PYKHM MHUIIYTCS «3a», «3aM.» WM npoctasisgercs kocas yepra. [OCT P 6.30-2003 u unbie
JIEUCTBYIOIIME HOPMATUBHBIC JOKYMEHTBI HE JOMYCKAIOT MCIOJIb30BAaHUE MOJIOOHBIX MPUEMOB:
3TO JINIIAET JOKYMEHT FOPUIUYECKOU CUJIBI.

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

Ilpumep 4
Ocwomanme;

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

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

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

[Ipukasbl B TEKCTOBOM hopme

ITomuMo npHKa30B B YHUGHUIMPOBAHHOW (oOpME, KaJpOBbIE CIYKObl TaKKe M3AI0T
npuKa3sl B TeKCToBOW  ¢opme. Tak, He yHUQUIMPOBAHBI  TPHKa3bl, HW3AaBaEMbIC
npu opopMIIeHHH B3bICKaHUI PaOOTHUKOB (32 UCKIIIOUEHHEM YBOJIbHEHHS), OT3bIBAa U3 OTIIYCKa,
0 BHECCHHH U3MEHEHUH B YUETHBIC JJOKYMEHTBI, HAIPUMEP MPH U3MEHEHUH (haMuimu.

ITonoGHble mpuKa3bl OGOPMIAIOT Ha OJaHKe, KOTOPBIH MCIONB3YyeTCs MJIs U3JaHUs
MPUKA30B PYKOBOAMTENS I10 OCHOBHOW J€ATENbHOCTU. biaHK mpukaza I0JKEH CcolepikaTh
HalMEHOBAHME BBIIIECTOALIET0 oOpraHa (IpW €ro HalW4yMM), HAaUMEHOBaHME OpraHU3aINH
(yupexneHus, MNpeAnpusiTusi), BUJ JOKyMeHTa (IpHKa3), MECTO €ro Hu3/aHus, MEeCTO
JUIS IPOCTaBJIICHUS MHJEKCca TOKYMEHTa, JAaThl. PerucTpannoHHbIil HHIEKC U AaTa o(popMIISIOTCS
10 TEM K€ MPaBHJIaM, YTO ¥ MIPH 3aMOJTHEHHH YHU(UITMPOBAHHBIX (POPM.

ITpuka3 B TekcToBOW (hopMe 00s3aTeNbHO COMPOBOXKAAETCS 3aroJIOBKOM, KOTOPBIN
dbopMynupyeTrcss B COOTBETCTBUHU € BUJOM Ipukasza. Hampumep, mpukas o yem? — «O enecenuu
U3MEHEeHUl 6 yuemnvle  OOKymenmoul», «00 obvasénenuu  evicosopa», «006 om3vige
U3 04epedH020 OMNYCKay.

[Ipuka3 mo TMYHOMY COCTaBY, M3aBaeMblii B TEKCTOBOM (hopMe, TaK K€ Kak U MpHUKa3
B YHUQUIIMpOBAaHHOW (opme, MokeT O0QOpMIATh OJHO PpaCHOPSAIUTENIHOE JIeHCTBUE
OTHOCHUTEJIBHOTO OJTHOTO MJIM HECKOJIBKMX paOOTHHUKOB. B mepBoM ciydae TeKCT mpukasza Oyaer
coJlep’KaTh OJMH MYHKT. Bo BTOpOM (Takue MpHKa3bl Ha3bIBAIOT CBOJAHBIMH) — TEKCT JOJKEH
COJIEp’KaTh COOTBETCTBYIOIIEE KOJIMUECTBO ITYHKTOB.

CopepxarenpHasi 4acTh IpHUKa3za IO JUYHOMY COCTaBY, O(OpPMIIIEMOTO B TEKCTOBOMH
dopme, Kak MpaBUJIO, HAUMHACTCA YKa3aHUEM Ha paclopsAuTeNbHOe neicTBue: «O0vasumo
6b12060p...» «Omo3eamp u3 ouepeono20 onnavueaemo2o omnycka...»
u 1.11. [Ipn popMynupoBke TekcTa pacropsaUTENbHBIX JTOKYMEHTOB CIEayeT J00UBaThCS TOTO,
YyTOOBl OH TOYHO BBIpAXKAJl pAaclOpSAUTEIbHOE JAEWCTBHUE, HE OMYyCKall €ro pa3jin4HbIX
TOJIKOBAHUH.
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[Tocne OkoOHUaHHWsSI TEKCTa OT HErO OTCTYMAIOT ABAa-TPU MHTEpBaja, IMEYaTalOT CIIOBO
«OcHnoganue:» 1 1AI0T CChUIKY Ha Ha3BaHUE, 1aTy U HOMEP JOKYMEHTa (JOKYMEHTOB), KOTOpbIE
SIBIISTIOTCSI OCHOBAHHEM ISl M3aHUs TIPUKa3a.

Ha noanuce pykoBOJUTENIO OpPraHU3alUU HPEACTABISIETCS MOJHOCThIO O(QOPMIICHHBIN
¥ 3aBU3UPOBAHHBI TpoeKT npukaza. OdopmieHHe MNOANUCH MpeayCMaTpUBACT yKa3aHUE
JOJDKHOCTU PYKOBOJUTEISA, €10 JIMYHYIO NOJINCh, THULIUANBI U (haMUIIUIO.

Takum o0pa3zoM, K opOpPMIICHHIO TIpUKa3a U B yHU(PUIMPOBAHHOW, U B TEKCTOBOU
dopmMax NpPeABABISAIOTCS OJHU M T€ )K€ TpeOOBaHMs: B 3aroJOBOYHOM YacTH HEOOXOIUMO
HaJIMYMe Ha3BaHWSA OpraHu3alMM, JaThl W HOMEpa TIpUKas3a, 3arojioBKa K TEKCTY;
B opopmirstromelt yactu o0s3aTesibHa COOCTBEHHOPYYHAs! MOANUCH PYKOBOJAUTENSI OpraHU3aluu
¥ BU3a O3HAKOMJICHHs paOOTHHUKA.

CoOnrofieHne yCTaHOBJIEHHBIX TpeOOBaHHUN K O(QOPMIICHHMIO IPHKA30B 10 JUYHOMY
COCTaBy T'apaHTUPYET COXpAaHEHHUE 3HAYCHUS ATOTO JOKYMEHTa U JJis paboTonarens (Hampumep
IIPY IPOBEPKAX TEPPUTOPHAIBHBIX OTIENeHUN MHCneKkuuu 1o Tpyay WM MPH MpeIbsIBICHUH
JIOKYMEHTOB B CYZ€), U JUI1 paOOTHUKA, KaK B MIEPHO €ro paboThl B OPraHU3alUH, TaK U MOCTe
YBOJIbHEHUSI W3 Hee. MHOrue NpuKasbl SBISAIOTCA JTOKYMEHTAMU CO CPOKOM XpaHeHus 75 jer
¥ TIOTOMY COXPaHSIOT CBOE 3HAUE€HHE MHOTO JIET CITYCTS ITOCIIE UX M3TaHuUs.

Cornacosanue

OTnenbHBIX MOSICHEHUH TpeOyeT Takol 3Tal NOArOTOBKM IPHUKa3a 110 JIUYHOMY COCTaBY,
KaK €ero COIjlacOBaHME, TO €CTh BHU3MPOBAHUE TEMU JOJDKHOCTHBIMU JIMI[AMH OpraHU3aluu,
KOTOpbIE HMMEIOT OTHOLIEHHE K TOMY MWJIM MHOMY IIPpaBOBOMY OTHOIIEHUIO pabOTHUKA
U paboTonarens.

CocrtaB nu1, BU3MPYIOIIMX MpPHUKa3bl 110 JIUYHOMY COCTaBY, B Pa3HBIX OpraHU3aIMsIX
UMEET CYyIIEeCTBEHHbIE pa3nuuus. [losToMy mpaBmjia BH3HMpPOBaHHUSI NMPHUKA30B 110 JUYHOMY
COCTABY B KOHKPETHOM OpraHu3aluu J0JKHbI ObITH OIpeeseHbl KaJApOBOH CJIy:k00il
U PYKOBOJACTBOM OPraHU3allMid M 3aKpelJieHbl B MHCTPYKIHMHM 10 padore ¢ KagpOBbIMHU
JAOKYMEHTAMH WM HHOM JIOKaJIbHOM HOPMAaTUBHOM aKTe.

Busbel npocTaBifrOTCS WM B HKHEH 4YacTH TIOCJIEIHEro JIMCTa IpuKasza (Imocie
noJnucei), Wik Ha 0O00POTHOIM CTOPOHE MOCIJIEAHETO JIUCTA MTOJIMHHUKA IIPUKa3a.

Cormnacho 1. 3.24 TOCT P 6.30-2003 odopmieHHE BU3BI TOJDKHO COCTOSTH U3 TIOITHCH
JMIA, BHU3HMPYIOLIETO JOKYMEHT, €ro JOJDKHOCTH, paclIM(pPOBKH MOANUCH (T.€. YyKa3aHHUA
WHUIAAIOB U (paMuiinn), 1aTel BU3UpoBanus. Hampumep:

HauanbHuk oTnena

>Boponoe K.T. BopoHos

24.09.2009

I'maBHbII Oyxrantep

Pomanosa A.B.Pomanoa

25.09.2009

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

B cootBerctBun c 1. 3.28 I'OCT P 6.30-2003 noKyMEHT IOJDKEH COIEP/KAaTh OTMETKY
00 UCIIOJTHEHUM U HaNpaBJICHUM €ro B JeN0. ODTO MpaBWIIO KacaeTcs TaKkKe | KaJApOBBIX
nprka3oB. OTMETKY 00 MCIOJIHEHHHM JOKYMEHTa W HAlpaBJICHUU €ro B JIEJ0 CTaBAT B JICBOM
HIDKHEM YTIIy IpHKa3a. DTOT PEKBU3UT BKIIIOUAET B ce0s cielyrolIre JaHHble: cioBa «B aemoy,
HOMED JieNia, B KOTOPOM OyZIeT XpaHUTHCS JOKYMEHT.

B nemxo Ne 02-09

Heankoea 07.10.2009

OtmeTka 00 UCHIOJHEHHM JIOKYMEHTa U HalpaBJIEHUHW €ro B JIeJI0 IOJIUCHIBAETCS
U IaTUPYETCs] UCIIOJHUTENIEM JOKYMEHTa WM PYKOBOJUTENIEM CTPYKTYPHOTO MOApa3eNCHHs,
B KOTOPOM HCITOJIHEH JTOKYMEHT.

IIpunoorcenue 1
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O6pa3zen opopmiieHUs] YHUPHUIMPOBAHHON (OPMBI MPUKa3a (pacTopsyKeHNs)

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

Koa

Dopsea so OKYL 1301001

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

AR R PR

Hosep soxymenra | Jlara cocranachan

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

LU

Tabcanamn nosep

Pomanosy Hpuwy Huxosoeeny 153

[T

STPVRTIPO® TV LN
2 A

L 2
I e L O I S N BB

Teress sperei i pilory patep ploTe

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

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

[T TR

B acao N O4-07
Cabrura 07102009

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

IPHKA3
12 oxmadipa 2OOT ¢ Ne 95«
Mocksa

O npeaocrasncHuu aun oramxa Huxonosy K. I1.

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

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

Tpnzopocf  C.M. I'puropren

127102009

C HPHXAIOM OIHAKOMJICH!

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

B neno Ne O%-07F

Cabrunia 15102009

Ne9  U3yyeHne  ocobeHHOCTEM  COCTaBfieHUMss U 0dPOPMIIEHUs
AOKYMEHTaUnn no TpyaoBbIM OTHOLLEHUSIM

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

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

2. I/ISy‘lI/ITB 0COOEHHOCTH I[Ol"OBOpHO-Hp&BOBOfI JAOKYMCHTAIMU W NOKYMCHTAUUH II0
TPYAOBbBIM OTHOUICHUSM.

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

OTHOIICHHSIM.
[Tpuem Ha paboty HEO0OX0IUMO HaJIeKAITAM ob6pazoM 0(hOpMUTE.
[Tpu MOCTYIUICHUU Ha paboty pabOTHUK JIOJDKEH NPEIbSIBUTH Macropr,

COOTBETCTBYIOIIIMM  3aKOHOJATENILCTBY O MMAaCHOpTax, a  TaKXKe TPYAOBYKO  KHHKKY
WIN CIIPAaBKYy O MOCJIETHEM 3aHATUH, €CIM OH IIOCTymaeTr Ha  paboTy  BIEpBEHIC.
JIJist BOGHHOOOSI3aHHBIX TPEAYCMOTPEHO TAK)KE MPEIbSIBICHIHE BOCHHOTO OWJeTa, a JJIs JIUIl OT
14 nmo 16 ner—cBuaeTeNbCTBA O  POXKIACHUH. B Tom cmyuae, korma Ha  paboTy
MPUHUMACTCS CIICIIHAIUCT, OT KOTOPOTO TPeOyeTCs CHeIHUalbHbIC 3HAHWS WM ONpe/eIICHHAs
KBaJTH(PUKAIIHS, aJIMUHUCTpALIUS TIPEIIPUATHS 00s13aHa noTpeOOBaTh NPEAbSBICHHE
COOTBETCTBYIOIIETO OPHUTHHAJIA HITH IPYTOTO TOKYMEHTA, CBHJICTEIBCTBYIOMIETO O MOJIYYCHHOM
00pazoBaHuM, KBATM(DHUKAIIUH, CTaKE pabOTHI U T.JI.

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

[Ipy MONOXKUTETHLHOM pEIIeHHH BOMpOCa C IMOCTYMAIIUM Ha paboTy 3aKiIrdaeTcs
TPYIOBOM JTOTOBOp (KOHTPAKT), U3JAETCS TIPUKA3 O IpHEME Ha padoTy.

«TpynoBoii  nmoroBop  (KOHTpPakT)  €CTh  COIJIALIGHHE  MEXAY TPYIAILIUMCS
" INPEANPUATHEM,  YUPEKICHUEM,  OpraHu3alued, 10  KOTOpOMYy  TpYZASIIMHCS
00s3yeTcs BBIMONHATL ~ paboOTy MO  ONpPENEIeHHOM  CHEeNMabHOCTH,  KBaJU(UKALUU
WIM JTOJKHOCTU € TOJAYMHEHUEM BHYTPEHHEMY TPYAOBOMY  PacloOpsiAKy, a IMpearpusTHe,
yUpexXJIeHUE, opraHusanus o0s3yI0TCs BbIIIAYMBATh TpyAsieMycs 3apaboTHYIO
iaty ¥ oOecreyuBaTh YCIOBHS TPyla, IPEIyCMOTPEHHbIE 3aKOHOJATEIbCTBOM O TpYE,
KOJUIEKTUBHBIM JIOTOBOPOM M COTJIAILIEHUEM CTOPOH).

B koMMeHTapusaX 3aKOHOAATENIBCTBA O TPYAOBOM J0roBope ormedaercs, 4yro TK PO
ynoTpeOsieT TEPMUHBI «TPYIOBOM  JOTOBOP» U «KOHTPAKT» KaK PaBHO3HAYHBIE MOHSITHS,
OMOHMMBI. «Takoe COCeICTBO  O3HA4aeT, 4YTO 3aKOHOJATENb HE BHUIUT  PA3IUYUU
MEXIY TPYIOBBIM JOIOBOPOM M KOHTPAKTOM.

«TpynoBoii 10oroBop (KOHTPAKT) 3aKJt04YaeTcsl B mucbMeHHOH ¢opme. [Ipuem Ha paboty
odopmisiercs npuka3oM  (pacmopsbKeHHEeM) — aAMUHUCTPALUM NMPEINpUATHS,  YUPEKICHHS,
OpraHM3aIiHy. [Tpuxkas (pacmiopsikeHHe) 00BsIBIIAETCS pAaOOTHHUKY TIOJ] PACTIHCKY.
Taxkum oOpa3oM, «B HacTosIee BpeMs NHUCbMEHHas (opma oOs3aTesbHa ISl BCEX TPYIOBBIX
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JIOTOBOPOBY, W 3aKJIOUYCHHUE JOTOBOpa (KOHTPAKTa) HE MCKIIOYAeT HEOOXOIWMOCTH CO3JTaHM
MpHKa3a.

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

K JomonmHHUTENhHBIM  OTHOCSTCS YCIIOBUS TPYJIOBOTO IOTOBOpa  (KOHTpaKTa),
KOTOPBIC MOTYT KacaTbCsl JIIOOBIX  HMHBIX BOIPOCOB TPYyla, a TaKKe COIHATIbHO-OBITOBOTO
oOCITy>)kMBaHUsl paOOTHHKA, HAlPUMEpP, YCTAHOBIICHHE HMCIBITATEIILHOTO CPOKa, COBMEIICHUE
npodeccuit (I0KHOCTEH ), TIEPENoAroToOBKa, 00ydeHne BTOPOoi Mpodeccuu U Ipyrue.

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

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

WCIIBITAHUU O3HA4aeT, 4YTO paOOTHUK MPUHAT Oe3 ucnbiTaHug. CpoK HUCHBITAaHUS HE MOXKET
MPEBBINIATh TPEX MECALEB, a JJIsi PYKOBOJIUTEICH OpraHu3aluii U WX 3aMECTUTENICH, TJIaBHBIX
OyXrajTepoB W HX 3aMECTUTEJICH, PYKOBOIUTENCH (IIINATIOB, IMPEACTABUTEILCTB W HHBIX
000COOJICHHBIX CTPYKTYPHBIX TIOJIpa3/IeIICHUI OPTaHU3aIH - TIIECTH MECSIICB.

B cootBercTBuM co cTaTheit 58 TK PO TpynoBbie 10rOBOPHI 3aKIIFOYAIOTCS:
— Ha HEOIpeeNICHHBIN CPOK, T.€. HA TIOCTOSIHHYIO paboTy;
— Ha OTpeeNIEHHBIN CPOK, He OoJiee MATH JIeT (CPOUHBII TPYIOBOU JOTOBOP).

TPYZIOBOW OrOBOP 1. Mpeanpuatue (opraHusaums)

___(HaumeHoBaHuMe) B nnLe

(monxkHocTb, pammnma, umsa, oTYECTBO)

, MeHyemoe B

JanbHenwem «Mpeanpuatme» u rpaxaaHnH

__(dammnua, umsa, oTyecTBo) MMeHyeMmblli B AasibHelwem «PaboTHUKY, 3aK0UMAN HACTOALLMIA
[OroBOp 0 HKecneaytowem: 2. PaboTHUK
(damunnus,

MM$, OTYECTBO) NPUHMMAETCA Ha paboTy
(HaumeHoBaHUe

CTPYKTYPHOrO noapasgeneHusa NnpeanpuaTus: Lex, otaen, nabopaTtopua nT. 4. )
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___no npodeccmm, A0NKHOCTH
(nonHoe HaumeHoBaHWe

npodeccun, AONKHOCTU) KBaNUDUKaLUK

_ (pa3pag, kBanudbukauma, kateropus) 3. [lorosop asnsetcs: [LoroBopom No ocHoBHoOM pabote /
[oroBopom No COBMeCTUTENbCTBY (HY*KHOE NoAYepPKHYTb) 4. Bua, Aorosopa: Ha HeonpeaeieHHbIN CPoK
(beccpoyHbIit) Ha onpeaeneHHbIn CPoK (CPOUHbIN)

(yKa3aTb NpUYMHY 3aKNHOYEHNA

CPOYHOrO I0roBOpa) Ha BPemMs BbINOAHEHUA onpeaeneHHon paboTsbl
(ykasaTtb Kakoi) 5. Cpok aeincteuma gorosopa.

Havano paboTbl

OKOH4YaHue paboTbl
6. Cpok

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

0693aHHOCTU:

__(yKa3bIBalOTCA OCHOBHbIE XapaKTEPUCTUKM paboTbl M TPE6OBaHMA K UX BbINOJHEHMIO)

___8.Mpeanpuatve 06a3aHO OpraHN30BaThb TPya PaboTHUKA, CO34aTb YyCN0BUA oA 6e3onacHoro u
adpdeKkTMBHOrO Tpyaa, obopyaosatb paboyee MecTo B COOTBETCTBUM C MPaBUIaMM OXPaHbl Tpy4a U
TEXHUKM 6e30NacHOCTM, CBOEe-BPEMEHHO BbIN/1aunMBaTh 0OYC/I0BNEHHYO 4OFOBOPOM 3apaboTHYIO NaaTy.

__(yxa3bIBaloTCA KOHKpPETHbIE Mepbl MO OpraHM3aLmMm NPoM3BoACTBEHHOIO npoLecca, o6opyaoBaHMIO
pabouyero mectauT. 4. )

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

no4yacosan pa60Ta

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

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

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

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

Llesib 3aHATHA: OCBOUTH TEXHOJIOTUU O()OPMIICHUS JINYHON KAPTOUKU COTPYTHHKA.
3aganud.
Ha ocnoBanuu npaktuyeckoi paboTsl Ne§ 0(opMHUTH TUYHYIO KAPTOUKY COTPYIHUKA

Ne11 CocTtaBneHue n opopmneHne npeTeH3noHHO-UCKOBOW LJOKYMEHTaumm

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

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

1) Kak odopMIsSIOTCS TPETEH3UHM NPEINPHUITHA 10 HAPYIICHUIO JOTOBOPHBIX
00s13arenbCTB?

2) Coneprxanue u QyHKIIMHA UCKOBOTO 3asBICHHSI.

3ananus:

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

UroObl BBINONHUTH 3aJaHUE, HEOOXOAMMO O3HAKOMHUTBHCS C THUIOBBHIM MaKETOM
JIOKYMEHTOB, COJIEPKAIIINM:

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

- TMPETeH3UI0 K aBTOTPAHCIOPTHOMY MpEANpPUATHIO O HEAOoCTadye rpy3a MpHU
LEHTPAJIN30BaHHON JOCTaBKE;

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

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

3aKOHOJaTCIIbCTBA.
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B nemsax yperyaupoBaHHMs CIIOPOB BUHOBHOM CTOPOHE HAIIPABIISIOTCS IPETECH3HMOHHBIE
MUCbMA.

[IpereH3un NpPeABSBISAIOTCS B OTHOLICHHM KayecTBa TOBapa, OOBEMOB U CPOKOB
IIOCTAaBKH, YIIAaKOBKH, MapKUPOBKH, IIJIATEKa U APYTUX YCIOBUN KOHTPAKTa. B NMpeTeH3nOHHOM
NUCbME, KpOME OOIINX PEKBU3UTOB MMHCHbMA, TOJDKHBI OBITh YKa3aHBI:

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

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

- CPOK A OTBE€Ta Ha IPCTCH3HWH, €CJIM IOTOT CPOK HEC YCTAHOBJICH CIICHUAJIbHBIM
HOPMAaTUBHBIM aKTOM;,

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

VckoBoe 3asBiieHuE - 3TO TpeOOBaHHE K KOMIIETEHTHOMY OpPraHy O 3alllUTe HapyLIEHHOIO
IIpaBa OpraHU3aLNM, IPEAIPUS TUS, YIPEKICHUS.

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

PexBU3UTHI HCKOBOTO 3asBJICHUS CIEIYIOIINE:
- HAaMMEHOBaHHUE apOUTpaxa;
- HAUMEHOBAHME U aJIpeca CIIOPALINX OpraHU3aIHii;

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

- U3JI0OKCHUC CYHNIHOCTHU CIIOpa U O6CTO$IT€J'II)CTB, CJIy’KallluX OCTHOBAHHUEM JJIA UCKaA,

- CChUIKA HA HOPMATHBHBIC aKThl W JIOKA3aTEIbCTBA, MOATBEPK IAIOIINE HU3TOKEHUE
00CTOSATEILCTB;

- TpeOOBaHUE UCTIIA;
- IPUYHHBI BO3PAKEHUS IPYTrOd CTOPOHBI;

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

B xonme HCKOBOro 3asBIICHUS YKa3bIBa€TCA IPUIIOKCHHUE: IIEPCUCHb AJOKYMCHTOB,
npujaaracMbiX K 3asBJICHUIO. I[JISI OTACIBbHBIX KaTCI‘OpPIﬁ CIIOpOB TIICPCUCHb JOKYMCHTOB,
noJuIC)Kalux MpeaAbABICHUIO B ap6HTpa>1<, YKa3bIBACTCA B MHCTPYKIIMOHHLIX IMHUCbMax.

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

2) Iopsinox oopMiIeHUs OT3bIBA HA HCKOBOE 3asIBIICHHE.

Tema: " O6Limne ocHOBbI AENOBOW KOppecnoHaeHummn"

[Mpaktnyeckaa pabota Ne12 WM3ydyeHme ocobeHHOCTEN NOLrOTOBKU

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

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

B Tetpanu nmns npakTuueckux paboT HE0OX0IUMO:

o yKa3aTb TeMy U HOMep MPaKTU4YeCKOil paboThI

o LeJIb 3aHATHUS

o OTPa3UTh XOJ BBIIOJHEHUS PabOThHI

. OTBETUTh MUCbMEHHO HA KOHTPOJIbHBIE BOIIPOCHI
o clienath BbIBOJ 0 paboTe

KOHTpOJII)HbIe BOITPOCHI:

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

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

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

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

2. CamocTosiTeJIbHO O(POPMUTH CJeAYIOIINEe BHIAbI CIYKEOHBIX
nnceM:

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

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

Hcnonp3yiiTe npunoxenue 1.

e Cocmasvme eapanmutinoe nucomo Ne 589 om 23.09.20 _ no creoyrowum
OQHHBIM:
OO0 «Mwur» rapantupyer AO «BocTopr» OTIpy3Ky akKyMyJSITOPHBIX OaTapeil Ha cymmy
324000 (Tpucra nBaauate yeTsipe ThicsYM) pyosieir 00 koreek B TeUeHUE 2-X HENIEeIb C MOMEHTA
NOCTYIIEHUS JI€HEKHBIX CPEJCTB Ha PACUETHBIN CUET.

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

Hcnonp3yiiTe npunoxenue 1.

o (Cocmasvme ungopmayuonnoe nucomo Ne 59 om 12.09.20  no credyrowum
OaHHbIM:
MockoBckuii nonurpaduueckuii TEXHUKYM cooOmaer aupekropy mkoiasl Ne 12 B.C.
AHTOHOBOH O TOM, YTO B HOBOM y4eOHOM IOy TEXHUKYM OTKPBIBAET 1B HOBBIX (paKynbTeTA:

JlazepHble TEXHOJIOTUU B ToNMUrpadun
KOpunnuecknii
[TpaBuiia npuema oOuIMe 171 BCeX.

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

Hcnonp3yiiTe npunoxenue 1.
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[Tpunoxenue 1.

HaumeHnoBanue opranuzanuu PexBu3uT «Anapecary

CnpaBouHbI€ IaHHbIE OpraHU3aAINH- OTIPABUTEIS

OTIPABUTEIIS

No oT

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

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

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

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

[MpakTnyeckaa pabota Ne13 MayyeHne ocobeHHOCTEN XKypHaribHOM
permcrtpaumm AOKyMEHTOB

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

e JBWXCHHUC IOOKYMCHTOB Ha IMNPCANPHUATHH C MOMCHTAa HX CO3JaHHA OO0 3aBCPIICHUA
HCIIOJIHEHUA UJIN OTIIPaBKH.

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

B terpaau mis nmpakTuueckux paboT HEOOXOUMO:

. yKa3aTh TEMY U HOMEP MPAKTUIECKON padOThI

. LIEJIb 3aHATUSA

. OTPa3UTh XOJ BHIMOJHEHUST PaOOTHI

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

KoHTpoabHbIE BONPOCHI:
1. Yto Takoe JOKyMEHTOOOOPOT MPEANPUATHS, U KAKOBBI IIPUHIIMITBI €70 OpraHu3aun?
2. KakoB nopsiiok MpOX0XKAECHUS U UCIIOTHEHUS BXOASIIUX JOKYMEHTOB?
3. B yem 3axioyaroTcst 0COOEHHOCTH pabOTHI C MOCTYMAIOIMMH JOKYMEHTAMU?
4. IlpaBuna u popMbl pErUCTpaLUN JOKYMEHTOB U UX 0COOEHHOCTH?
5. KakoB nopsi1ok MOATOTOBKHU M MTPOXOXKICHHS UCXOAAIINX JTOKYMEHTOB?
6. OnumuTe NOPAAOK MPOXOKICHNUS BHYTPEHHUX JOKYMEHTOB?
7. KakoBbI 3a1auu, BUJIbI U CPOKH KOHTPOJISI UCTIOJIHEHHSI TJOKYMEHTOB?
3aganusi, BbIHeCEHHbIE HA 3aHATHUS:

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

° JKypHai perucrpaiinm UCXOIIIEd KOPPECITOHAECHIIUNU
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(] H(VDHEU'[ PETUCTPALIMU ITIPUKA30B

2. CaMOCTOSTEHHO 3aMOJIHATD CIAEAYIOIINE BU/IBI )KYPHAIOB PETrUCTPALIHH:
e JKypHan perucrpauuu BXOIAIIEH KOPPECHOHAECHIUN

e JKypHan perucrpauuu UCXOIAILIECH KOPPECHOHACHIUN

e Kypnain perucrtpanuu npuxka3on

[Mpaktnyeckoe 3aHAaTME Ne14 Pabota ¢ KOHmaeHUManbHbIMU

OJOKYMEHTaMIN

Heas 3aHATHA: HAy4IUThCS OGOPMIATH CHCTEMY JOCTyNMa K KOH(HUICHIHAIHHBIM
JIOKYMEHTaM.

OcHamenne padoThl: JOKYMECHTbI Pa3JIMYHOTO BUJIA.
MeToauueckue yka3aHusi:

KondunennuanbHble TOKyMEHTHI SBISIOTCA JOKYMEHTaMHU OIPaHUYEHHOI'0 A0CTYyMa. DT
03HA4YaeT, 4TO 3HAKOMUTHCS M paboTaTh C HUMH MOTYT TOJIBKO JIMIA, TOJYYMBIIME HA TO
COOTBETCTBYIOIIME paspemieHus. [lopsaok mnomydeHus U O(QOpPMIICHUS TaKUX pa3pelieHui
YCTAHABIMBAETCS Ha KaXJIOM MPEINpHUSITHM CHCTEMON JocTyna K KOH(HUAECHLINAIbHBIM
JIOKyMEHTaM, KOTOpasi MPEeACTaBIsAeT CO00M COBOKYITHOCTh HOPM U MPABUII, ONPEACISIONINX, KTO
U3 PYKOBOAMTENEH MPEeANnpUsATUS U CTPYKTYPHBIX MOApA3JEICHHI, KOMY U3 II0JIb30BaTENIEH U C
KaKUMH KaTeropusMH KOH(UIEHIIMAIBHBIX JOKYMEHTOB MOJET JaBaTh paspelleHrue Ha
03HAKOMJIEHHE, a TAK)Ke, KAKUM 00pa3oM O(pOpPMIISIOTCS TaKue pa3pelieHHs] B 3aBUCUMOCTU OT
BUga ydera JokyMeHToB. IIpum pa3paboTke cucTembl AOCTyna K KOH(pHIESHIIHAIbHBIM
JIOKyMEHTaM HEOO0XOMMO PYKOBOACTBOBATHCS CIEIYIOIIMMHU MOIX0/1aMU.

1. ocTyn K KOHQUACHINATIbHBIM JOKYMEHTAM MOKET MPEJOCTaBIATHCS TOJIBKO JIUIIAM,
UMEIOIUM O(OPMIIEHHBI B YCTAaHOBJIEHHOM HOpsijiKe (KOHTPAKTOM, IMPHKAa30M) JOMYCK K
COOTBETCTBYIOILIEMY BHJly TallHbl W JABIIMM IUCbMEHHOE 0053aTEIbCTBO (B KOHTPAKTE WIIU
CHelManbHOM MOAMUCKE) O HepasIallleHMH CTaBIIMX UM HW3BECTHBIMHM KOH(UICHIMAIBHBIX
cBeZicHUM. JIOMyCK K COOTBETCTBYIOILEMY BHJY TalHbBI SBJISETCS OCHOBAHMEM Ul JOCTYyNa K
KOHKPETHBIM JJOKYMEHTaM B MpejiesiaX 3TOro BU/1a TalHBI.

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

3. Cuctema J0CTyma JI0JKHA JaBaTh BO3MOXKHOCTh 00ECTIeUYnBaTh MOJIb30BaTEIeH BCeMU
HEOOXOMMBIMH UM B CHUJTy CIIY)KEOHBIX 00sS3aHHOCTEH KOH(UICHIIMATBHBIMU TOKYMEHTaMHU, HO
TOJILKO TE€MH, KOTOpBI€ IEHCTBUTEIHHO HEOOXOMUMBI JJIsi BBINOJHEHUS KOHKPETHBIX BHUIOB
pab6ot. K coxaneHuto, 3TOT MoX0/1 He Beeraa 4eTko cobmomaaercs. C 0THON CTOPOHBI, CTPEMSICh
MaKCHMaJIbHO COKPATUTh KOJMYECTBO JIUII, JOMYCKAaeMbIX K KOHOUACHIIUATHHBIM JOKYMEHTaM,
Ha HEKOTOPBIX MPEANPUATHIX HE 3HAKOMST YacTh TOJb30BaTelied ¢ HEOOXOIWMOW WM st
CiykeOHO AesaTenbHOCTH HH(OpMaIUel U TEM CaMbIM CHHKAIOT Ka4eCTBO 3TOH JeATeIbHOCTH,
C JIpyrod CTOPOHBI - 3HAKOMAT IOJIb30BaTeNeH ¢ KOH(DHICHIMAIBHBIMU JOKYMEHTAMH, HE
CBS3aHHBIMU HANPSIMYI0 C WX (QYHKIMOHATBHBIMU OOS3aHHOCTSMHU, HO, KaK BBIPAXKAIOTCH,
HEOoOXOIUMBIMU UM "miis obmiero pa3BuTus" Wi "pacmiMpeHus: Kpyrosopa', 4To MPUBOJIUT K
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pasriameHuio nHPOpMalKH, T.€. HEPAaBOMEPHOMY JTOBEICHUIO MH(OPMAIUK 10 JIUI], KOTOPbIE
HE JOJDKHBI €€ 3HATh.

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

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

Hoctyn  nmomkeH  oQOpMIISITBCS  MHCBbMEHHO MO KaXJAOMY  KOHKPETHOMY
KOH(HICHIIMATHHOMY TOKYyMeHTY. [Ipn HeoOX0aMMOCTH 03HAKOMIICHHS TOJIb30BATENS TOJIBKO C
4YacThlO JOKYMEHTa B pa3pellieHud Ha O3HAKOMIIEHUE JTOJIKHBI ObITh YKa3aHbI pa3zielibl, MyHKTbhI
WIM CTPAHUILIBI, C KOTOPBIMU MOKHO 3HAKOMUTb I10JIb30BATENS.

CocraButenu  (MCHOJHUTENM) JOKYMEHTOB W JIMIA, KOTOpble  BU3UPOBAIH,
COIJIACOBBIBAJIM, MOINUCHIBAIM, YTBEPKAAIN JOKYMEHThI, @ TAaK)K€ JIMIA, YKA3aHHbIE B TEKCTE
pacropsAAUTENbHbIX JIOKYMEHTOB, JIOIYCKAlOTCS K TakuM JOKyMeHTaM 0e3 odopmieHus
JIOTIOJTHUTEIIPHBIX Pa3peuIeHui, ecI OHU MPOJOJDKAIOT BBIMOIHATH T€ XK€ (DYHKIMOHAIbHBIC
o0si3aHHOCTH. B mepBoMm ciydyae 3TO OOYCIIOBJIEHO TE€M, YTO IEPEUYHMCICHHbIE JHIAa Kak Obl
ABTOMATHYECKH B CHITY CBOETO CIY)KEOHOTO IMOJIOKEHHS YK€ TOJTYYHIIH JTOCTYI K JOKYMEHTaM
Ha CTaAMM UX IOAIOTOBKM, BO BTOPOM - T€M, UYTO C HOPYYEHHEM, COJAEp)KAIIUMCS B
pacnopsAUTENbHOM JTOKYMEHTE, UCIIOJIIHUTENb J0JKEH OBbITh 03HAaKOMJIEH 0053aTelbHO, YTOOBI
3HaTh, YTO €My MOPYYEHO, [03TOMY O(GOPMIIEHUE JOMOJHUTEIBHOIO JOCTyNa TEpsSeT BCAKUMI
cmblcia. Ilockonpky cuctema mocTyna K KOH(QUIACHIMAIBHBIM JOKYMEHTaM COJEPKUT B cebe
3HAYUTENIBHOE KOJIMYECTBO MPABOBBIX MOJOXKEHUH, a HapylIeHue ee TpeOOBaHU, npuBoAdLIee,
KaKk TpaBWIO, K pasrialleHu0 KOH(QUACHIHATbHOW wWH(pOpMAaIMM, BIeYeT 3a COoO0O0i
JUCLMIUIMHAPHYIO, — TPa)X/JIaHCKO-IPABOBYD M B HEKOTOPBIX  ClIydasX  YTrOJIOBHYIO
OTBETCTBEHHOCTb BUHOBHBIX JIMI, TO €€ CJIEAYET 3aKpEeIUISTh B CHEIHAJbHOM HOPMAaTHBHOM
JIOKYMEHTE, KOTOpbIii 00bluHO Ha3biBaerca «llonmoxkeHue o cucteme JocTyma K
KOH(UICHIIMATBHBIM TOKYMEHTaM.

Tlonoxxenue JOJI?’KHO OCHOBBIBATHCS HA BBIIICU3JIOKCHHBIX IMTOAXO0AaX U MOXKCET BKJIIFOUATH
B ce0s cIeayIoNIe pa3/ensbl.

1. OO1ue MOJI0KEHHUS.

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

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

B nepBom paszgene ykaspiBaroTCs: HazHaueHHE [1010KeHUsI; HOPMATUBHBIE TOKYMEHTHI,
Ha KOTOpBIX OHO Oasupyercs; cdepa ero pacHpoCTpPaHEHHUsS; OCHOBHBIC 3314l U TPHHIIMUIIBI
CHUCTEMBI JOCTyIa; Ha KOTO BO3JIaraeTCsi OTBETCTBEHHOCTh 3a HEBBITIOJIHEHHE TpPeOOBaHUMN
[TonokeHus; KeM OCYIIECTBISIETCS KOHTPOJIb 3a coOmoneHneM HopMm llomoxkenus. Ilpu stom
CJIeMyeT OTPa3uTh, YTO OTBETCTBEHHOCTH 3a HEBBINOJIHEHUE TpeOoBaHui [lomokeHnss HECYT BCe
JOJKHOCTHBIE JIMIIA, UMEIOIIHNE MPaBO J1aBaTh pa3pelieHHe Ha JOCTYN K KOH(PHUACHIHUATHHBIM
JIOKYMEHTaM, a Tak)Ke BCE€ IOJIb30BaTeNM KOH(DHUACHIIMAIBHBIX JOKyMEHTOB. KOHTpOib 3a
BHIMIOJTHEHHEM HOpM llonokeHusT JOMDKEH BO3JMaraTbCsl Ha PYKOBOAUTENECH  CIYXKOBI
0e30MacHOCTH, MO/Apa3/ieieHuss KOH(GUIECHIIMATFHOTO JEJIOMPOU3BOJICTBA M YIPABICHUYECKO-
MPOU3BOJICTBEHHBIX MOAPA3ACICHUN B Mpeenax uX KOMIETEHIUH.
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Bo BTOpOM pa3zgene MOMKHBI OBITH MEPEYUCIICHBI BCE JOJKHOCTHBIC JIHMIIA, KOTOPBIC
MOTYT J1aBaTh pa3pelieHue Ha JOCTYI K KOH(QUIACHIIMAIbHBIM TOKYMEHTaM, C YKa3aHHEeM, KaKoil
KaTeropuH MOJIb30BaTeNel U K KAKOMY COCTaBY JOKYMEHTOB.

B Tperpem paznene ompenensercss Mopsaok o(OpMIICHHUS pa3pelleHuil Ha IOCTyH K
KOH(HICHIIMATIBHBIM JTOKYMEHTaM, 3aperHCTPUPOBAHHBIM [0 pPA3JIMYHBIM BHJAM y4YeTa.
Pa3pemienne Ha 03HaKOMJICHHE C KOH(UICHIMAIBLHBIME JOKYMEHTAMH JOJKHO O(OPMIIATHCS:
[0 TMOCTYIMBIIUM ¥ W3AaHHBIM JOKYMEHTaM B (OpMe pe30JIIOIUN Ha JOKYMEHTE; 110
JIOKYMEHTaM, 3aperUCTPUPOBAHHBIM IO y4YeTy JOKYMEHTOB BBIACICHHOTO XpaHEHHs, B (opme
PE30JIONMKH Ha JOKYMEHTE WJIM MOJIIMCAHHOTO COOTBETCTBYIONIMM PYKOBOJHMTEIEM CITHCKA
MOJIb30BaTEICi HA BHYTPEHHEW CTOPOHE OOJIOKKH JOKYMEHTA, TUTYJIBHOM JIMCTE JIHOO B
KapTOYKe yd4eTa BBIAAYM JOKYMEHTa. Pa3penieHue Ha MOCTYN K KOHQUICHIHMAIBHBIM JeJIaM
odopmIIsieTcs B HOMEHKIIATYpe eIl

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

3aoanue. HCIIOJIb3YsL MMPCAIIOKCHHBIC AOKYMCHTEIL O(bOpMI/ITB AOCTYIL K
KOH(i)I/IZIGHIII/IaJII)HI)IM AOKYMCHTaM.

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

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

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

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

[Tonstue oOpaimieHue rpakAaHWHA, MPEIJIOKEHUE, 3asBieHue, kanoda. OCHOBHBIE
3a/1a4Ml CIIYKObl JOKYMEHTAllMOHHOTO OOecleueHus] YIpaBJIeHUs MO OpraHu3aluu paboThl ¢
oOpaiieHussMU ~ TpaXKaaH, ee ocoOeHHocTH. DopMuUpoBaHHWE HOpPMATHUBHOW  0asbl,
perJIaMeHTHPYIOIIEH OpraHu3alui0 paboThl ¢ OOpalIeHUSIMUA TPaXJaaH B TOCYAapCTBEHHOM
anmapare. 3aKOHOJATeNbHAasl periaMeHTanusi padoThl C MPEATOKEHUSMH, 3asBICHUAMU H
)kaimobamu rpaxkaad. Omnepanuu 10 NpUEMY, PETHCTPALMHM, KOHTPOJIO HCIIOTHEHUS,
NPUHITUIO peHIeHuid 1Mo oOpamieHusM rpaxkaaH. OO0oOieHne, aHalu3 M HCIOJIb30BaHHE
JAHHBIX O paboTe C OOpallleHUSIMH TpakKJIaH B amnmapare yrnpaBieHus. GOpMbl U METOIbI
COBEpPIIICHCTBOBAHUS PabOThI ¢ 0OpaIllEeHUsIMHU TPaXKIaH B OpraHax rocy1apCTBEHHOW BIACTH U
yVOpaBJeHUs, B OOIIECTBEHHBIX oOpraHu3anusx. OpraHuzamuss TmpueMa TpakKIaH B
rOCYJapCTBEHHBIX YUPEKICHUSX.

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

2. 3anoJIHUTh PEruCTPAllMOHHO-KOHTPOJBHBIM JKypHAJI YydeTa M PpacCMOTPEHUS
MIPEIIOKEHHH, 3asIBICHUIN U 3Kajo0;

3. 3amOJHUTD KypHAJ PETUCTPAIIMM TUCbMEHHBIX 00pallieHii rpak1aH;
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4. 3aroHUTD KYpHAJT PETUCTPALIMH YCTHBIX 00palleHuil rpax/iaH;
5. 3amoHUTB CBOJKY C 0000IIEHHEM Pe3yIbTaTOB pabOThI ¢ 0OpAIICHUSIMU TPaXK/IaH,

6. 3anoJHUTH CBOJAKY O HapyUIEHMSX CpOKa HCIOJHEHUS W HEUCIOJHEHHBIX
o0paIleHHUsX rPpakJaH.

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

a) OJTHOTO JHS;

0) nsATH THEH;

B) TpeX JTHEH.

8. OOpaienre MOXeT ObITh HAPABIICHO:

a) TOJIBKO B MTMCBMEHHOU (hopMe;

0) TOBKO B JOpME IEKTPOHHOTO JOKYMEHTA;

B) B MIMCBMEHHOMN (hopMe Win B GOpME IIEKTPOHHOTO JOKYMEHTA, a TAK)KE YCTHOE
oOpalieHue rpaxxJIaHiHa B TOCYIapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYTIPaBICHHUS.
9. I'paxkiaHuH IIPU pacCMOTPEHUH 00pAIeHNsI UIMEET MPaBo:

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

0) MoTy4aTh MUCHMEHHBIH OTBET I10 CYIIECTBY IIOCTABICHHBIX B OOpAIIeHUH BOIIPOCOB;
B) 00palnaThCs ¢ 3asBICHUEM O NPEKPAIIEHNH PACCMOTPEHUS 00paIleHus.

PexomMeHganum K BbINOJHEHUIO MPAKTHYECKOH PadoThI:

1. TlomroroBka K MpaKTHYECKON paboTe JOKHA HAYUHATHCA C HM3YUYCHHS
COOTBETCTBYIOIIEH yueOHON U CIIeUaIbHON JIUTEPATYpPhI IO TeMe MPAKTHYECKOI paboThI.

2. YcBOMB MPOYUTAHHOE, HEOOXOAUMO BHUMATEJILHO O3HAKOMMTBLCS C COJEpPIKAHUEM,
PEKOMEH/I0BaHHBIX K 3TOM TeMe HOPMATHUBHBIX akTOB. OCOOEHHO BHHMMATEIbHO CIEAYyeT
OTHECTUCH K YCBOEHHUIO TEX HOPMATUBHBIX MPEANHCAHUMN, 10 IOBOLY KOTOPBIX B JIMTEPATYPE
BEJyTCS AUCKYCCHUU.

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

4, HCO6XOI[I/IMO BHUMATCIIbHO BBIINIOJIHATE MPAKTUYCCKOC 3aJldHUC. IToMumo 9TOro,
H€06XOI[I/IMO BJIaACTb TCOPCTHYCCKUMH 3HAHUAMH, KOTOPLIC CBA3aHBI C MPEATTOKCHHBIMU
3aJaHUsAMU.

[MpakTnyeckoe 3aHATME Ne16 WMaydyeHwe nporpamMmbl  INEKTPOHHbLIN
OOKYyMEHTOO6opOoT

Heapb 3aHATHSA: U3YYUTH CUCTEMY 3JIEKTPOHHOTO TOKyMEeHToo0opoTa Documentumy.

OcHamenne paboOThI:  KOMIIBIOTEp, MPOTPaMMHOE  OOecreueHue dIEKTPOHHOTO
JTIOKyMeHTO000O0poTa Perucrpamus 10KyMeHTOB opranu3aiuu 4.3.

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

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

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

AJuroput™ padoThI:

1) Ucnonwszys MWarepHer (OecruiaTHBI MO4YTOBBIA cepBep - Mail.ru), aapec -
www.mail.ru/

(pecucmpayus NOYMOBO20 AUUKA U NPOCMOMP NOYUMbL)

1. YcranoBure coenunenue ¢ IHTepHeTOM.

2. 3anyctute nporpammy Internet Explorer.

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

5. Ha crpanune «Perucrpamuss mNOUYTOBOrO SIIMKa» 3alOJHUTE OKHA 3ampoca
(BHUMATEIBHO YATAUTE UHCTPYKIIUH):

- BbIOepuTe cBO# e-mail 1 cBOM mapoip

- €CJIM BBl 3a0yJieTe napoiib

- JIONIOJIHUTENbHAsE HHpOPMaLKs O MOJIb30BaTese
- 3aIIUTa aBTOMAaTHYECKUX PETHCTPALIU.

6. Ilocne BBOAa Bcelt HEOOX0AUMOM MH(OPMALIMK HA)KMUTE KHOIKY «3aperucTpupoBaTh
MIOYTOBBIN SLIUK»

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

8. Hns Toro, 4ToOBI MPOCMOTPETH TMOUYTY, HEOOXOAUMO BOCIIOIB30BATHCS CCHUIKON
«Bxomsaume»

(co30anue nucoma u e2o0 OMnpasKa)

9. Yro0Onl co31aTh MUCBMEHHOE COOOIIEHHWE HEOOXOIMMO BOCIIOIB30BATHCSA CCHUIKOUN
«Hanucats mUCbEMOY.
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10. BunmarenbHo 3anonnute nosst 3anpoca (Komy u rema).

11. B TekcTOBOM I10JIe HAMUIIHUTE TEKCT COOOINEHUS W BOCIOJIB3YHTECh KOMAaHIHOU
KHOMIKOU «OTIPaBUTH.

12. lHora BMecTe ¢ TEKCTOBBIM COOOLIEHMEM MOXKHO OTHPABIATH (ailiibl (OTKPBITKH,
KapTUHKHU, IPOTPaMMBbl U T.A.). [Jisg 3TOro HeoOX0AUMO BOCHOIB30BATHCS KOMAHAHON KHOIKOW
«[Ipuxkpenuts haimy.

3ananuda:

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

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

IIpumepnoe cooeporcanue:
3npascTByiite, Hanexna BuranseBHa.

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

C yBaxenueM, Gammiins ums.

prweqcmue: HC 336y,[[bT6 3aII0JHUTD 00s3aTeNbHbIE ITOJIS CBOETO MMUCHMA.

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

2. 3Byk u Buzeo B MHTEpHETE.

3. Ortuka B MHTEpHETE.

4. Mob6uneHbIl MHTEpHET.

5. DnexTpoHHas kommepuus B UHTepHere.

6. LludpoBblie neHbrH.

7. InTepHeT - Mara3uHsl.

8. banHepsl.

9. XocTHHr.
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10. daiinoBsie apXUBBI.

11. UaTepHeT — urpsl.

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

14. JlocTonHCTBa U HEIOCTATKHU AJIEKTPOHHOM MOYTHI.

76



Tema: "dopmmnpoBaHune n xpaHeHue gen"

MpakTnyeckoe 3aHaTME Ne18 WMayyeHne ocobeHHOCTEN cocTaBneHus

HOMEHKNAaTypbl AeJ1 NpeanpunaTnd
ean 3anaATHA

HAYYHUThCH:

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

1. Uro Takoe HOMEHKIaTypa Aein npeanpustus? Ee Buasl u 3HaueHue?

3ana}mﬂ, BbIHECCHHbIC HA 3aHATHUA:

1. N3yunth  OCOOEHHOCTH  COCTABJIEHUS  HOMEHKJIATYpbl  JIEeJ
OPEIIPUITHSL.
2. Coxpannure Ha paboueM CTOJe HOMEHKIATYpy Jen. Mcmomb3ys

HCDGHGHB TUIIOBLIX YHPABJICHYCCKUX APXWBHBIX AOKYMCHTOB, YKAXXHUTC CPOKHU

XPaHCHUSA JOKYMCHTOB.

MpakTtnyeckoe 3aHaTME Ne19 N3yuyeHne ocobeHHOCTEN POPMUPOBAHUS U

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

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

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

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

MeToau4yeckue yKa3aHus:

Odopmnenne KOHGUICHIMAILHOTO Jella BKJIIOYAeT OINUCaHWE Jena Ha OOJOXKKe,
MPOCTABJICHHE HA BHYTPEHHEHW CTOPOHE OOJIOKKH WHUIIUAIIOB M (DaMUIIUNA JIHII, JOITY-IIEHHBIX K
JleNly, 3aBEJCHHE KApTOYKM ydeTa BbIJayd JIeJIa, 3allOJHEHUE OIMCH JOKYMEHTOB J€la,
HyMEpalHIO JINCTOB, COCTaBJIECHHUE 3aBEPUTEIbHON HAAMUCH, MPOIIMBKY M ONEYaThIBAHUE Jea.
[Tpu 3aBeieHnu Jena Ha 00JI0KKE YKAa3bIBAKOTCS:

rpu¢ KoH(UIEHIINAIBHOCTH JIEa;
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- Ha3BAHME NPEAIIPUATHUS;

- Ha3BaHUE CTPYKTYPHOTO MOApa3jefieHus (€clu B [0 IOMEIIAITCS JOKYMEHTHI
OJIHOTO CTPYKTYPHOTO TTOAPA3ACIICHHUS ),

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

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

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

OTH K€ JaHHBIE TPOCTABISIIOTCA HAa 00JI0KKAX YUETHBIX )KYPHAIOB WIH (IIPU KAPTOYHOM
crioco0e yuyeTa) Ha OT/EIbHOM JIUCTE, HAKJIIEMBAEMOM Ha KapToTeky. Kpome Toro, Ha 0010xkKax
YYETHBIX JKYPHAJIOB IIPU 3aBEICHUU IPOCTABIIACTCA KOJIUYECTBO UMEIOIUXCS B HUX JIUCTOB.

B Tedenne rona Ha 00J105KKE MOTYT MPOCTABIISATHCS

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

. HOBOE Ha3BaHWE MNPEINPHUITUS HIH CTPYKTYPHOTO IOJpPA3JCNCHUS TPH

U3MCHEHHH WX Ha3BaHWU WM B CIydYae MOJYYCHHUs JeJIa U3 APYroro MPEANPHSTHS, TPH
9TOM HOBOE Ha3BaHHE IHIIETCA HUXKE MPEKHET0, a MPEKHEE HaMMEHOBaHUE Oepercs B
CKOOKMU.

HpI/I 3aKPLITHH CJIa HA 00105KKE IMPOCTaBJIAIOTCA:

* KpaliHuEe JaThl JOKYMEHTOB JI€Jla, KOTOpBIE OJKHBI COOTBETCTBOBAThH JaTaM HM3JaHMs
(moamucaHusl, YTBEPXKIEHUS) WM IIOCTYIUIEHMSI C€aMOro paHHEro M CamMoro IO3JHEro
JIOKYMEHTOB, BHE 3aBUCHUMOCTH OT PACIIOJIOXKEHUS JTHUX JOKYMEHTOB B JIEJIE; PACXOXKICHUE
MEXy JlaTaMHU, IPOCTaBIIIEMbIMU B HOMEHKJIAType U Ha 00JI0XKKaX 1€, 00YCIIOBIEHO TEM, YTO
JaThl, IPOCTABIIIEMBIE B HOMEHKJIATYPE, B CIIydae yTpaThl Jeja IO3BOJSAIOT ONPENEInTh, KOrua
OHO OBLJIO 3aBEJIEHO WJIM, KOT'JIa 3aKpbITO, YTO O0JIerdaeT MOMCK JieNa, a JaThl, IPOCTaBIIseMble
Ha 00JIOXKKE, TTOKa3bIBAIOT, K KAKOMY IEPUOJIy OTHOCATCS JOKYMEHTHI, HAXOASIIUECS B AeJe, 3TU
JIaThl YCKOPSIOT MOUCK HEOOXOJUMBIX JOKYMEHTOB U IEPEHOCATCS B OIMUCH JIEN, MOJIeKaIInX
nepesadye Ha apXUBHOE XPAHCHHUE;

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

[Ipu 3aKkpsITHN YyYETHOM KAPTOTEKH ITPOCTABIISIETCS KOJIMYECTBO KAPTOYEK.

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

Haanucu Ha 0010%Kax JA0JKHBI TPOU3BOAUTHCS YETKO, CBETOCTOMKMMU YepHUIaAMH WIIN
TYILIBIO.

[epen 3aBeeHNEM KaxI0TO KOH(PHICHIIMATIBHOTO Jiejia JIIo0Oro CpoKa XpaHEHUs B HErO
MO/IIIABACTCS TPUOIM3UTEILHO HEOOXOIMMOE KOJIMYECTBO JIMCTOB OMKCH JOKYMEHTOB JIEla,
UMEIONIeH CIeTyIoNIyIo GopMmy.

HaHHHe 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 MpOU3BOAUTCA
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orMeTka "H/c". Eciu B Aeno moAmmMBaeTcs JOKYMEHT, MMEIOLIUHM MPUIIOKEHHS, B TOM YHUCIIEe
OTKPBITHIE, TO 3aMUCh B Tpadax 3 win 4 MPOU3BOAUTCS OJTHOM MO3UIIMEH 32 HOMEPOM OCHOBHOTO
JOKYMEHTa 0€3 OTMETOK O HAJIMYMK NPUII0KEHUH, C TPOCTABICHUEM B Tpade 6 HoMepoB 001IeTo
KOJINYECTBA JIMCTOB, BKIIIOYAsl JIUCThI MpuiiokeHuil. Ecinu [okyMeHT BHYTpeHHU, To B rpade 5
YKa3bIBAa€TCS TOJIBKO €r0 KpaTKOe Cojep)kaHue. B omucu TOKYMEHTOB J1€71 BPEMEHHOTO CpOKa
XpaHeHUs IpU HEeOOJIBIIOM 00BbeMe CIIPABOYHOM padoThI 1O JOKYMEHTaM Ipada 5 MOXET He
3aMOIHSTHCS.

[Ipu 3aBeneHMu Jena Ha BHYTPEHHIOID CTOPOHY OOJOXKKH Jielna MEpeHOCATCS U3
HOMEHKJIATypbl WMHULIMAIBI UM (aMHUIMM JIML, KOTOPHIM IPEICTAaBIEHO IIPABO IOJIb30BAHUS
nenoM. CHHCOK 3aBepsieTcsl TOANUCHI0 PAa0OTHUKA TOAPA3JCICHUs] KOH(PUICHINATBHOTO
JIENIONPOU3BOJCTBA.  ODTO MO3BOJSET MPU ONPENENEHUU IPABOMEPHOCTH BbIIAYM  JieNa
MOJIb30BATENIO HE 00panaThesi K HOMEHKarype nen. OTHOBPEMEHHO 3aBOJIUTCS KapTOUKa ydera
BbIJIauH JieJIa, KOTOPas UMEET CIEAYIOUIYI0 (hopMy.

KAPTOYKA YYETA BblJAYUM OENA

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

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

[Tpu 3akpeiTUM [e51a HA 00I0KKE IPOCTABIIAIOTCA:

* KpallHMe JaThl JOKYMEHTOB Ji€Jla, KOTOPBIE JOJIKHBI COOTBETCTBOBATh JaTaM W3JaHUs
(moamucaHusi, YTBEPXKIEHUS) WM IOCTYIUIEHMSI C€aMOro paHHEro M CaMoro IO3JHETro
JIOKYMEHTOB, BHE 3aBUCUMOCTH OT PACIOJIOKEHHS 3TUX JOKYMEHTOB B JIEIIE;

* PacXOKJIEHUE MEXIY JaTaMu, MPOCTaBIsIEMbIMU B HOMEHKIIATYpe U Ha O0JOXKKax e,
00YCJIOBJIGHO T€M, YTO JaThl, MPOCTaBIA€Mble B HOMEHKJIAType, B CJlydae yTpaThl Jena
MO3BOJIIOT OMPEIENIUTh, KOTJIa OHO OBLIO 3aBEJEHO WM KOT/a 3aKPhITO, YTO O0JierdaeT MOUCK
Jena, a JaThl, MPOCTaBJseMble Ha OOJOXKE, IMOKAa3bIBAIOT, K KAaKOMY MEPHOY OTHOCSTCS
JIOKYMEHTBI, HaXOJsIINecs B Jiele, 3TH JaThl YCKOPSAIOT MOUCK HEOOXOIUMBIX JTOKYMEHTOB U
MEPEHOCSTCS B OMKCH JIEJI, TOAJIeKAIIHNX MTepeaade Ha apXUBHOE XpaHEHUE;

* KOJINYECTBO JIUCTOB (C Y4YETOM JIMTEPHBIX W MPOMYIIEHHBIX HOMEPOB JIMCTOB, HO 0e3
JUCTOB ONHUCH JOKyMEHTOB Jena). llpu 3akpblTuum y4dyeTHOW KapTOTEKH MPOCTaBIISETCS
KOJIMYECTBO KapTouek. Kpome TOro, mpu 3akpelTUM Jejla YTOUYHSIOTCS 3arojIOBOK M CpPOK
XPaHEHUs JieNla ¢ BHECEHUEM COCTOSIBILIMXCSI U3MEHEHHMI Ha OOJIOKKY JieJa U B HOMEHKJIATYpy
nen. Hannmucu Ha 06J10)KKax JOJDKHBI MPOU3BOAMTHCSA YETKO, CBETOCTOMKMMHU YEpHUIIAMHU WIIN

TYLIBIO.

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

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

(rpud ROHDICIE KIGATE KO CTH)

(HATBAIGe MPEANPHATICN

(MazBaNG(e CTPYRTYPHONO NOMPASIANE HIUT)

JEJIO Ne
TOM e

«__» 20 r.
«_» 20 r.

(xpafiHue AaTel JOKYMEHTOB)

JHCTax
NnepevHA

Oo6paszer O6;1aHka 0OJIOKKH J1ena

(rpud KOHPHUIEHITMATEHOCTH)

(Ha3BaHUE TPEATIPUATHSA)

(Hazsanue cmpyKmypHo2o noopaszoeieHus)

JIEJIO e
TOM Ne
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(3a201060k Oena)

« »

« »

20 T

20 T

(kpaliHue JaThl JOKYMEHTOR)

Ha JUCTax
XpaHUTH cT. No mepeuns
Oopa3zen
OIMTMCbh JOKYMEHTOB JEJIA Ne TOM Ne 3220 T
Ne | Jata Howmep n Howmep n Otkyna Ne OtmeTka o
JOKYMEHTa JUCTOB
/T rpud rpud MOCTYIHII MECTOHAXOXKCHY
nena
KOH(UICHIIMATLHOCTH | KOH(UICHIIMATLHOCTH | WUTH Ky U3BATOTO
MOCTYIHBIIICTO W3JIaHHOTO a/ZipecoBaH u3 Jena
JIOKyMEHTa JOKYMEHTa JIOKYMEHT JTOKYMEHTa
U €ro
HAaUMEHOBAaHHE
1 2 3 4 5 6 7
(moamMMCh, MHUITUAIBI, (paMUITUS JIMIIA, COCTABUBIIETO OIKUCH, 1aTa)
KAPTOUKA YUETA BbIJIAYU AEJIA
(urnexc (Homep) u rpud KOHDUISHIIMATLHOCTH Jiefia, HOMEp TOMa, 3ar0JIOBOK Jefia)
[Hara KomnuectBo |Komy ITognuce 3a|lloamuce 3a
BBIJTAYN JIUCTOB BBIIAHO MOJIy4eHUE |BO3BpAT
1 2 3 4 5

I'pada 2 HeoOxoauma MOTOMY, YTO B Tpolecce (OPMHUPOBAHUS J€la MEHSETCS ero
KOJINYECTBO JIMCTOB.
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Kaprouka momemiaercss B OyMakHbII KapMaH, HMPUKJICCHHBIH K BHYTPEHHEH CTOpoHE
00JIOKKH 1eia.

JIuctel fena HyMepyroTcs (3a UCKIIIOUEHUEM JIMCTa C 3aBEPUTENIbHOM HAaAIHUCHIO). JIUCThI
ONMCHU JIOKYMEHTOB JI€Jla HYMEPYIOTCS OTJEIbHO IIPU Hayaje 3allOJIHEHUs Ka)KJIOro JIUCTA,
OCTaBIIMECS YUCTBIE JIUCThI HE HyMepyrTcs. Hymepamus aucToB nena NPOU3BOAUTCS IPU
NOJIIMBKE JOKyMEHTa apaOCkuMu Lu(ppaMu YepHBIM TpadUTOBBIM KapaHAAUIOM B IPaBOM
BEpPXHEM YTy JiicTa 6e3 3aTparuBaHus TEKCTa IOKyMEHTa.

HpI/I HU3BATUH JOKYMCHTOB U3 JCJI CTapas HyMepalus JJUCTOB COXPAHACTCA.

3aBepuTesbHas HAJIUCh COCTABISICTCS MPU 3aKPHITHH JIeJia Ha OT/IETbHOM YHUCTOM JIUCTE
no cueaytouieit popme.

3ABEPUTEJIbHAA HAATIMCD JAEJIA Ne T. Ne

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

JInTepHble HOMEpPA JIUCTOB

(wachpann)

[IpomnymienHnsie HOMEpa

(umdpamn)

Ha nucrax Ne HaKJIEEHO

(uudpamu) (MponuChHIO)

IOKyMeHTOB ((hoTooTneuaTkoB) 3a y4. No

(ayxHOE O JUepKHYTh) (1Edpamn)

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

HpI/I HE3aIOJIHECHUH KaKHX-ITH00 HOSI/IHI/Iﬁ 3aBepHTeHLHOI>’I HaAIIMCH B HHUX ACIACTCA
IMPOYCPK. He3amonseHHBIE THCTHI OIHCH AOKYMCHTOB JI€JIa HC YUUTBIBAOTCA.

JIucThl KaXXa0ro TOMa Aena MpH 3aKPhITUM TOMa MPOBEPSAIOTCA, MPOIIUBAIOTCS TIIOTHON
HUTKOM B YETBIPE MPOKOJA M OMEYATHIBAIOTCS WM IUIOMOMPYIOTCS TakuM OOpa3oM, 4TOOBI
3aXBaThIBAINCh 00a KOHIIA HUTH TPOIIMBKHU. Jlera MOTYyT MeperuieTaTbes, B 3TOM Cllydae HX
OIeYaTbIBaHUE HE IPOU3BOIUTCS

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

He.m, 3AHATUA U3YUUTDH:

. O3HAaKOMUTBCI C OCHOBHBIMH 3JTallaMHu pa6OTI)I 0 IIOATOTOBKE
JOKYMCHTOB K apXMBHOMY XPAaHCHUIO.

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

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

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

XPaHEHUsI C UCIIOIH30BAHUEM CICIYIOMIHNX (hOpM:

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

5.2 SAOAHVA ANA NMPOBEAEHUA ONOPEPEHLIMPOBAHHOIO
3AYETA

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

YcaoBust BbINOJIHECHUS 3aJaHUS:
1. Mecto (BpeMmsi) BBITIOTHEHUS 3aIaHUsI: KaOMHET
2. MakcuManbHOE BpeMsl BBIIIOJIHEHUA 3aJaHusi: 15 MuH.
3. BoiGpars oguH BapuaHT otBeTa (15 BOmpocoB B TecTe)
Tect Ne6
Kakoii u3 peKBU3MTOB COAEP:KUT YKa3aHHEe OTHOCUTEJIbLHO pemleHusi (IOATOTOBKH
pelnieHus) BONPOCAa, U3JI03KEHHOT0 B IOKYMEHTe:

IIOATHUCH

pe30JI01HA

BU3bI COINIACOBAHUS IOKYMEHTA
rpu¢ yTBepxKAeHUS TOKyMEHTa

2
JJOKYMeHT, YCTAaHABJIMBAIOWUIA CTPYKTYpPY, IUTATHBIA COCTaB M IUTATHYIO
YHCJICHHOCTH OPraHU3AlUM C ee YCTABOM:

MIOCTaHOBIICHNE
HIOJIOKEHUE

IITATHOE PAaCcIUCAHHe
yKa3aHue

3

OTnpasisieMasi KOppPeCHOHACHIUA — ITO ...

MMHACHEMO-OTBET
BHYTPEHHHUE JOKYMEHTBI
HUCXOASIIIHE TOKYMEHTbI
BXO/JIAIINE TOKYMEHTHI

4
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JdoxymeHr, COCTaBJICHHBI HEeCKOJbKHMH JHMIIAMHA, MOATBEP KA LIUI
ycTaHoBJIeHHbIe (PaKThbl. COOBITHS WU 1elCTBHA:

npUKa3
aKT

IPOTOKOJ
CITyeOHOe IMUCHMO

5

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

35-20-10-15

15-20-35-10

20-10-20-20

20-15-10-35

6
B kakoii mocjie1oBaTeJIbHOCTH CTPOUTCH OCHOBHAA YaCTh MPOTOKOJIA:

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

7
JlokyMeHT, OOBACHSIOIIMIA BBIIIECTOSIIEMY HEMOCPEeICTBEHHOMY PYKOBOJUTEIIO
NPUYUHBI HEBBITIOJHEHHUS KAKOr0 JI1M00 MOpy4YeHUus  T.II.

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

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

KOHTPOJIb
KOH(HIEHIINATILHO
KaJlpoBas cayx0a
KOIHS

9
PexBu3ut «HammMeHoBaHHUE BHA JOKYMEHTa>» HE YKa3bIBACTCH:

Ha CIIpaBKax

HA NMCbMaXx

Ha UHCTPYKLUAX
Ha PacHopsKEHUAX

10
JlaTa Ha JOKyMeHTe MpoCcTaBJIsieTcs ciaelyIoUUM 00pa3om

4.3.2002
05.02.2002
16.3.2002
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24.04.02

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

OTMETKa 00 UCIIOJTHEHUH JOKYMEHTA U HAMPABJICHUH €T0 B JIEJIO
pe3oJironus

BH3a

IIOIIHUCH

12
Hs MEPEINUCICHHBIX TOKYMEHTOB HE saBasieTcsa pacnopaauTeJIbHbBIM

IIpHKas 1o OCHOBHOM ACATCIIbHOCTHU
M0JIO’KEeHHe

perieHne

yKa3aHue

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

[Ipemararo
ITocTanoBmsro
OO0s3bIBaIO
IIpuka3sbiBaro

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

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

15
EXMHCTBEHHBIH JK3eMILIAP [JOKYMEHTa, O(OpMJICHHBII M NOANMCAHHBIA C
YEPHOBHMKA B COOTBETCTBHHU € YCTAHOBJIEHHBIMH TPeOOBAHUAMM:

MOATHHHHUK
KOITHS
nyOIuKaT
aHKeTa

16

JoxyMeHTHpOBaHHE - ITO

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

4acTh AeJIONPOU3BOCTBA, HENMOCPEACTBEHHO CBA3AHHAA C CO3JaHHEM JOKYMEHTOB

ACATCIIBHOCTD allllapaTta YIPaBJICHHWA, OXBATbIBAIOM[aA BOIIPOCBI HOKYMEHTHPOBAHUSA U
OopraHu3anuu

17
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K npunuunam 1OY HE oTtHocuTCs:

3¢ pexTUBHOCTD
HAJC)KHOCTh
KOMILIEKCHOCTh
COBOKYIHOCTH

18
OannMm u3 TpedoBanmnii kK MHGOpMaUK ABJISETCS:

HETpeICKa3yeMOCTh
TOYHOCTh
CHEeM(PUIHOCTD

19
HNudopmanus — 310

MaTepUajIbHbIi O00BEKT ¢ HHPOpPMAIMel, 3aKpelyieHHOW CO3[JaHHBIM YEJIOBEKOM
Croco0oM /i €€ Tepeaud BO BPEMEHHU U MTPOCTPAHCTBE

COBOKYITHOCTb JEWCTBUI, MEp M METOJOB YIPABICHUS IIOJbMU Ha MPEIIPUSITUH,
HaIpaBJIECHHBIX UCKIIIOUUTEILHO JJIS TOCTHXKCHHS TIOCTABIICHHBIX 3a71a

CBeJleHHsl O JIMIaxX, NpeaMerax, ¢akrTax, coObITHUSIX, SIBJEHHAX U IMpoueccax
HEe3aBUCHMMO OT JOPMBI UX NpPeACTABIEHUS

20

K 0CHOBHBIM CBOHCTBAM JOKYMEHTA OTHOCHTCSH:
uHopmMaTuBHOE

OpPraHHU3alMOHHOE

IOPUANYECKOE

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

OTKPBITBIE
PYKOIIHMCHBIE
JJIEKTPOHHBIE
rpaduyeckue

KHHO-, ()OTOJTOKYMEHTBI.

22
K knaccudukanum 10KyMeHTOB 110 cepe HCI0Ib30BAHUSI OTHOCUTCH

OPraHu3alHMOHHO-PACIIOPAIUTEIbHbIE
BHYTPEHHUE
BHEILIHHE

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

HAYYHO-TEXHUIECCKUC
IMPOCTHIC
CJIOKHBIC

24
K kiuaccnpuxanum 10kyMeHTOB 110 MecTy coctaBiaeHuss HE orHocsiTest
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OTKPBITHIE
BHYTpPEHHUE
BHEIIIHUE

25
K kiuaccnuxkanum 10KkyMeHTOB 10 creneHu riuacHoctu HE orHocsiTest

OTKPBITHIE
JIMYHbIE
¢ rpuoM OrpaHUYCHHUS JOCTYIA

26
K kimaccnpuxkanum J0KyMEHTOB 10 IPOUCXO0KIEHUI0 OTHOCATCH

OpPHUTHUHAIIBI
cayxeOHbIE
PYKOIIHCHBIC

27
K kiaccnpuxkanum 10KkyMeHTOB 1o wopuanveckoi cuiie HE orHocsiTest

OpUIruHaJbl WX NOAJIMHHUKHA
THUIIOBBIC

KOITnusAd

OTTHUCK

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

WH/IUBUyaJIbHBIC
TpadapeTHble
BBINMCKHU

29
K kiuaccnpuxkanum 10KyMeHTOB 10 cpokam ucnojHeHuss HE orHocsiTest

CpOYHBIC
KPaTKOCPO4YHbIE
HECPOYHBIC

30
JloxkyMeHTallHOHHOE o0ecnieyeHre YIPpaBJeHus - 3TO

COBOKYIIHOCTb [JEHCTBUM, MEpP M METOAOB YIPABJICHHUS IIIOABMH Ha IPEANPUATHH,
HaIIPaBJIECHHBIX UCKIIFOYUTENIBHO ISl TOCTUKEHUS TOCTaBICHHBIX 33]1a4

AeATeIbHOCTh annapara ylpaBJieHH, 0XBATBHIBAIOIIAS BOIIPOCHI
AOKYMEHTHPOBAHHMS U OPraHM3aluM padoThl ¢ JOKYMEHTAaMHU B IpoLecce OCylIeCTBICHUS
UM yIpaBjieH4eCKHX GyHKUMT

4acTh JEJIONPOU3BOJCTBA, HENOCPEACTBEHHO CBSI3aHHAsA C CO3JJaHUEM JOKYMEHTOB.

31
K ¢opmam IOY HE otHOCHTCSH:

YHH(PHIMPOBAHHAA
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LEHTpaIN30BaHHAs
JEIEHTPATM30BaHHAS
CMellaHHas

32
JlokymeHTHpOBaHHAsA HHGOPMALMS (JOKYMEHT) - 3TO

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

COBOKYIIHOCTb JEWCTBUHM, MEp M METOJOB YIPABIEHUS JIIOJbMU Ha NPEIIPUSITHH,
HaIlpaBJIEHHBIX UCKIIFOYUTENBHO ISl TOCTHKEHUS IOCTABJICHHBIX 3a]1a4

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

33

JarTa noKymeHTra — 3T10:

JaTa ero NOANMCAHUS, IPUHITHS
JlaTa €ro COCTaBICHHUS

JaTa ero MoJMUCAHUs, IPUHATHS, YTBEPXKICHUS, COCTABJICHUS, 1aTa COOBITHS
aTta COOBITHSA

34
JJoxkyMeHT, (pMKCHPYIOIIUI X0 00CYy:KIeHHSI BOIMPOCOB M NPUHATHS pPelleHuid Ha
co0paHusX, 3aceJaHUNX, COBEIIAHUAX U T.I.:

OOBSCHHUTENIbHAS 3aITHCKa
JOKJIA/IHAsK 3aIHCKa

aKT

MPOTOKOT

35
Ecau Bam Heo0Xx01uMO0 CO00IIUTH 0 MPOBEIeHNH Meponpusitusi, Bol cocraBuTe

COIIPOBOJUTENIEHOE ITUCBMO
MIACBMO-TIOATBEPKICHHE
JOTOBOPHOE ITUCHMO
HH(poOpMANNOHHOE THCHEMO

36
Eciu Bam Heo0XoaummMo cOCTaBMTHh NHCbMO, HH(pOPMHpYMIOLIee aapecara o
HANpPaBJICHUM K HEMY IPUCHLIAEMBIX J10KYMEHTOB, BbI cocTaBuTe

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

37
Ecim Bam Heo0XoaumMo yBeAOMHUTH OTHPABHUTEISI O NMOJY4YeHHH JOKYMEHTOB, BbI
COCTaBHTE

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

38

Ecan pacnopsaauTe/JibHast 4aCTb TEKCTA HAYMHACTCHA CJI0OBaAMU “065[3LIB310”, TO 3TO

npuKa3
3asBJICHUE
pacnopsixeHue
yKa3aHue

39
Ecan pacnopsiaiuTe/ibHAs YaCTh TEKCTA HAYUHAETCH CJIOBAMH “Iipeayiaraiw’, To 370

MpHUKa3
pacnopsbKeHue
UHCTPYKIUS
yKa3aHue

40
Oxapakrepu3yiiTe ¢ TOYKHM 3pPeHHS] NMPHHAMJIEKHOCTH K PEKBHU3UTAM CJeAYHOIIMI

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

rpu¢ yrBepxaeHUS

HOJIIHCh

O0TMETKA 0 3aBePEeHMHU KONHMHU
pe30Ious

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

¢pparment: 3am. nupexropa Ilmoxuny UK. Ob0ecnieunth ycJIOBHS BBINIOJTHEHHUS MOCTABOK
no 16.01.2020. »a/m 18.11.2019

MIOJIITHCh
3aroJIOBOK
BHU3a
pe3oJonus

42
Oxapakrepu3yiiTe ¢ TOYKH 3peHHs] MPUHAMIEKHOCTH K PeKBU3MTAM cJedyI0LIHUIi

¢pparment: O6 nHPOpMALIMOHHOM O0ecTiedeHU U

BH3a
3aroJIOBOK
pe3oonus
TEKCT

43
Oxapakrepu3yTe ¢ TOYKHM 3pPEHHS] NMPUHAIEKHOCTH K PEKBH3UTAM CJEAYHOIIMI

¢pparment: Cumonon 989-78-35

rpud yrBepxKaeHHS
HCIIOJIHUTEIb

pe3oonus

OTMETKA O 3aBEPEHUU KOIIUU

44
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IlepeuncinTe OCHOBHBbIE BUIbI 0JIAHKOB

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

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

Hepeqnc.JmTe OCHOBHBIC 3JICMCHTHBI J0KJIaJ1a

OCHOBHAsl 4aCTh; BBIBOJIbI (PEKOMEHIAIINH )

BCTYIUICHUE; BBIBOBI (PEKOMEHIAITNH )

BCTYIUICHUE; OCHOBHAS YaCTh

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

46

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

NpUKa3
yKa3zaHue
pelieHue
pacnopspKeHue

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

cucreMma [[OKYMGHTaIII/II/I

CTaH):[apTI/I3a].lI/Iﬂ

ELCJl

AOKYMCHTAIITMOHHOC O6CCHC‘ICHI/IC YIIpaBJICHUA

48
PacrlOpﬂI[l/ITe.]'l])HbIﬁ AOKYMEHT KOJIJICTHAJIbHOI'0 opraHa yrnpaBJICHHUA, H31aBaeMblil
MHUHHUCTEPCTBAMU, BEIOMCTBAMHU, HAYYHBIMHU COBETAMH — 3TO

pelieHue
yKa3aHHe
pacropsbkeHue
pHKa3

49

CBoa nmpaBuJI, peryJIMpylommXx AesATeJbHOCTh OPraHu3anuid, X B3aMMOOTHOIICHHUS
¢ [JpYyrMMH OpPraHM3auMsIMH M TIpakIaHaMH, @paBa H 00s13aHHOCTH B c(epe
rocy1apCTBEHHOM MJIM X0351iICTBEHHOM 1eATeJIbHOCTH — 3TO

LITaTHOE pacIUCaHue
IIOJIOXKEHUE

JOJDKHOCTHAs! MUHCTPYKIIUS
ycras

50
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Crangaprusanusi — 3T0

CTaHJapTHOE PACIOJIOKEHHE MaTepuaia

COTJIACOBAHUE C TEKCTOM 3aWHTEPECOBAHHBIX JIUIT

ynotpebiaeHne yCTOHYUBBIX 000POTOB

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

IlepeyeHb 00bEKTOB KOHTPOJISI M OLIEHKH

KpurepueM ouLeHKH SBJISETCS YPOBEHb YCBOCHHS CTYACHTOM MaTepuala, MpeayCMOTPEHHOTO
IpPOrpaMMOil  IHUCUHUIUIMHBI, YTO BBIPAXKAETCS KOJIMYECTBOM TPABUIBHBIX OTBETOB Ha
MPCAJIOKCHHBIC TCCTOBBIC 3aJaHU .

HaumeHoBaHHe 00HEKTOB Ouenka
OcHOBHbIE IOKA3aTeIH OLEHKHU pe3yJbTaTa
KOHTPOJISI M OlIEeHKH

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

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

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

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

3) KIacCU(PUKAIHIO
JIOKYMEHTOB;

4) TpeboBaHusA K
COCTaBJICHUIO U O(OopMIICHHIO
JIOKYMEHTOB;

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

3AJAHHUE Ne 2 (npaxmuuyeckoe)

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

OdopMuTh mpHKa3 IO OCHOBHOM AESITETLHOCTH CO BCEMU PEKBU3UTAMU

SpocnaBckuil TOCyJapCTBEHHBI YHUBEpCHUTET. IIpuka3 0 Hay4HO-MCCIEI0BATEIbCKOM
pabote Ha

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

roj npukaspiBar: 1. HampaBuTh B mepro JETHUX KAHUKYJI HAYYHYIO SKCIECAUIUIO IS
W3YYEHHUS S3bIKA U

donbkiiopa HapogoB Cesepa. 2. 3aBeAyromyro Kadeapoi pycCKOTo S3bIKa U JIUTEPATYPHI,
KaHauaaTa (QUIONOTHYECKUX Hayk, jgoueHTa CkBOpuoBy A.A. Ha3HAYUTh PYKOBOAUTEIEM

sKcneauuuy. 3. PykoBoauTento
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skcnienuiu CKBOPIOBOM A.A. MPEICTaBUTh Pa3BEPHYTHIN IJIaH PaOOTHI AKCIICTUIINNA HA
3aceganue YueHoro cosera 18.05.2010. 4. KoHTponb 3a UCHIOJHEHMEM IIPUKa3a BO3JIOKUTH Ha
ceKpeTapsi YUEeHOro COBeTa

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

2 BapuaHT

OdopMuTh pacropsiKeHHE CO BCEMU PEKBU3UTAMU

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

nocenke ['neboBckoe. Spocnamnb. J[ns opraHuzanuu padboT MO MOATOTOBKE Jiareps B
nocenke [1e0oBckoe U B 1eNsiX oOecriedeHusl BRIMOTHEeHHs Pacniopsnkenus [ maBuHTYpHUCTa OT
26.03.2010 Ne 17 obs3siBato: 1.

HupexropoB roctunun, CrporanoBy W.II., I'aBpuiioBy A.M.: 1.1. OtkomanaupoBatb B
narepb Ha nepuos ¢ 18.05.2010 mo 10.06.2010 pabounx CTPOUTEIBHBIX CIECIHATBLHOCTEH s
BBITIOJIHEHHUST paboOT ¢ orwiaroi mo cpeanemy. 1.2. CocTaBuTh IUIaH PEMOHTHBIX padOT 0
20.04.2010. 1.3. Ob6ecneunTs paboTAOMUX HEOOXOAUMBIM 000PYJIOBAHUEM U HHCTPYMEHTOM. 2.
KoHTposib 32 UCIIONHEHUEM paclopsKEHUs BO3JI0KUTh Ha TJIaBHOrO MH)KeHepa batypuna B.I
I'enepanbubiii aupextop B.C.MBaHoB

3 BapuaHT

OdopMHUTh JOKIIATHYIO 3aIHUCKY CO BCEMH PEKBH3UTAMH

Mexannueckuit 3aBoj. [lokinagHas 3amucka 0 HECOOMIOACHUN TEXHUKH 0€30MacHOCTH Ha
crpoityyactke. CTpouTenbHO-MOHTaxkHOE yrpaiieHue Ne 1. 'maBHOMy umHxkeHepy WUrHaTheBy
C.®. 3aBoj1 HEOTHOKPATHO CTaBWII Tepes; Bamu Bompoc 0 coOII0ICHIN TEXHUKH 0€3011aCHOCTH
Ha cTpoitydactke. OnHako A0 cux mop: 1. OTCYyTCTBYIOT OTpa)xJACHHUSI B MECTaxX MPOU3BOACTBA
CTpOUTENbHBIX paboT. 2. He orpaxkmaroTcss MecTa CBapOUYHBIX padoOT, T/I€ MOTYT MagaTh
npeaMeTsl ¢ BeICOTHL. 3. [Ipu mpousBojcTBe paboT B pailoHe MEXaHOCOOPOYHOTO I1eXa BEIeTCs
OCTOHHPOBAHUE KOJIOHH, XOTs OTPaKJIEHWE KOTJIOBaHA He cjenaHo. [Ipormry cpoyHO TPHUHSTH
Mepsl. Umkenep no texuuke 0e3omnacnoctu B.C.Wnbun

4BapuaHT

OdopMuUTh CIIPaBKY CO BCEMH PEKBU3UTAMHU

PemonTHO-CcTponTensHOe ynpasieHnue Ne 21. CopaBka 0 XOJ€ KalUTAIBHOIO PEMOHTA
KWIbIX JoMOB no riany | kBaprana 2010 roma. HawanbHuky YmpaBieHUs KalMTaJIbHOIO
pemonTa IIpaBurensctBa SApocnasns Camoiinoy C.M. BBon B 3KCIUTyaTanuo KUiI0i 1iIomaim
no ruany I kBaprana 2010 roga coctaBnsier 5324 m2. CMOHTHPOBAHO KUiIoH 1omanu 4066 M2,
MO/JICKUT JEMOHTaXy W MOHTaxy 1574 m2. Ilepemano monm otmenoudnbie paboTel 2551 m2.

[Tepenano moj caHTEXHHUYECKHE M AJIEKTpOTeXHUUYEeCKHe padboTel 4066 M2. B cMOHTHPOBaHHBIX
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MOMEIIEHUAX TOJIeKAT BBIIOJHEHUIO BHYTPEHHUE CTOJISIPHOOTIENIOUHbIE PabOThl 00BEMOM
1500 m2. HeynoBnerBoputensHo Benaytcst pabotel CY-11 Tpecra Ne 3 moueHTpanbHOMY
OTOIUIEHUIO, BOJOIPOBOAY M KaHaiM3auuu B Aome N 55 1o mpocnekty MammHOCTpPOUTENEH.
HauaneHuk peMOHTHO-cTpouTeNbHOro ynpasieHusa B.I'.Kapmos.

5 BapuaHT

Odopmuths crpaBKy €O BCeMH peKBU3UTaMH IIpuOOpOCTpOMTENbHBI  3aBOJ
(yn.dmurtpuena, 1.25, SApocnasib, 193198, T1e1.298 87 34).

CnopaBka B HAJIOTOBYIO MHCIIEKIMIO 3aBOJKCKOTO paiioHa fApocnaig. Epemun Bacunuii
MuxaiinoBuu paboTaer Ha 3aBoje ciecapeM MexaHocOopouHoro 1exa. CpeaHemecsyHas
3apabotHas miara 9700 py6nei. Jupexrop 3aBoma W.M.Kapmo. ['naBHbI Oyxrantep
A.A.AGpamoga.

6 BapuaHT

OdopMUTh aKT CO BCEMHU PEKBU3UTAMU

I'maBHOE ynpaBiieHUE IPOMBIIIEHHOCTH CTPOUTEIbHBIX MaTepHaIOB. AKT YCTaHOBJICHUS
(dakTUYeCKO NPOU3BOJUTENBHOCTH TEXHOJIOTUYECKOW JuHMU. T.fIpocnaBib. 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., crapumuii nnxenep ynadoparopun Cumaxos 1O.B.
[TpucyrcTBoBan rnaBHbl uHkeHep 3aBoja Ne 1 Pagun M.II. B mepuon ¢ 10.10.2009 no
12.10.2009 xomuccusi mpoBesa padoTy MO YCTAHOBICHHUIO (PAKTUYECKOW MPOU3BOAUTEIHHOCTH
TEXHOJIOTUYECKOM JIMHUM 0 U3TOTOBJIEHUIO acOECTOLEMEHTHBIX JUCTOB Ha 3aBoje Ne 1. JIunus
MpUHATA B OJKCIUTyaTanuio B jJekadpe 1998 1. co cpemgHelt mpou3BOAUTENHHOCTHIO 250
JUCTOB/4ac. 3a MpolIeliee BpeMs MPOU3BOJUTENBHOCTh JIMHUM 3HAYUTENbHO Bo3pocia. Jls
YTOYHEHMSI TPOM3BOAMUTEIBHOCTH JIMHUM M KadyecTBa MPOAYKIMM KOMMCCHS paccMOTpena
MaTepHajbl: CBeleHUs! 0 paboTe JIMHUM 3a BeCh NMepUo; GU3NKO-MeXaHHYecKre nokasarenu. B
pe3yabpTaTe KOMHUCCUS OTpEJENnia YaCOBYIO MPOU3BOAUTENHHOCTh JUHUU B 400 MUCTOB, YTO
COOTBETCTBYET rojjoBoi MomHOCTH 300 MiH.JIucTOB B rofl. CocTaBiieH B TpeX dK3eMIuapax: 1-i
— I'maBacGecry; 2-it — HUWnpoekracOecty; 3-ii — 3aBony N 1. YTBepkaaeT 3aMecTHTENb
munuctpa A.B.Ceprees.

7 BapuaHT

OdopmuTts prKa3 o mpuemMe Ha paboTy CO BCEMU PEKBU3UTAMHU

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

AHJipeeBa
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Cepres IlerpoBuua HauambHHKOM J1abopatopuu N 3 ¢ 03.02.2010 ¢ okmagoM COrIacHO
mratHoMy pacnucanuto. OcHoBanue: 3asBiaeHue Anapeesa C.II. or 01.02.2010 c¢ Buzamm
HaYaJbHUKA OT/IeNa KaJpoB U riaBHOTO Oyxranrepa. Jupekrop AO3T M.O.I1aBnos

8 BapuaHT

Odopmuts mpuka3 00 yBOJIbHEHHH CO BCEMH PEKBU3UTAMHU

AxkunonepHoe o6mecTBo 3akpbeitoro tuma "lIpuboit". fpocnasns. [Ipukas. YBoautsb
I'opoxoBa CranucnaBa [lerpoBuua, mHxenepa 1mexa Ne 2, ¢ 15.02.2010 mo coOGCTBEeHHOMY
s)kenannto B coorBeTcTBUM 1.3 cT.77 TK P®. OchnoBanme: 3asBienue ['opoxoa C.II. ot
01.02.2010. HQupektop AO3T M.O.IlaBnoB. Bussl HavanpHuka mnexa N 2 CemenoBa B.H.,
HavanpbHUKa oTnena kaapos Hukonaera K.C., rmaBHoro Oyxrantepa Hukudoposoii B.JI.

9 BapuaHt

Odopmuts TenedoHorpaMMy CO BCEMU PEKBU3UTAMU

Munnpomctpoit PO. [lepenan — cekpetaps Cepreesa, Ten.147 83 35. Spocnasnbcrpoii N
8. Ilpunsin — cekperapr MypamoBa, ten.375 92 48. Bpems nepemauum: 11 gac. 30 mun. 27
¢depans 2010 rona B

10.00 cocroutca Komneruss MuHuctepctBa. SIBKka HavaibHUKA SIpociaBiabCTpoOs

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