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BBEJIEHUE

Hacrosiiie  MeTogMdeckre pEeKOMEHJAlMM  CIY>KaT PYKOBOJICTBOM  JUJIst
00yyJaroumxcsi Mpy BBIMOJHEHUU MPAKTUYECKUX padOT MO Mporpamme JAUCIUILUIMHbI
«JloKyMeHTallMOHHOE obecrieueHue YIPaBICHUSD, YTBEPKICHHON TUTST
crienrabHOCTH 38.02.01 «OKOHOMHKA U OYyXTaATEPCKUM yUeT (110 OTPaCTISIM )»

C ux mnoMouIpl0 O0O0YyYalolUMHCA CMOXET CaMOCTOSITEbHO CIPABUTHCS C
BBITIOJIHCHUEM 3aJIaHU M.

Meroauueckue ykazaHus MpeAHa3HAYEHbl ISl OOYy4YaroIIMXCs, HW3Yy4arol[ux
TUCIUTUINHY  «JlOKyMeHTanmmoHHOe OOecredeHnue YIpaBlIeHUsS», a TakkKe BCeX
MOJI30BATENICH, JKENAIOIMIUX CaMOCTOSITEIbHO OCBOWTH MPAKTHUYECKYH paboTy Ha
NEePCOHAILHOM KoMmImbioTepe. [IpakTuueckue pabOThl COCTABIEHBI B COOTBETCTBHM C
JEUCTBYIONIEH TporpaMmoit «JlOKyMEeHTalmMOHHOE OO0eCreYeHUue YIPaBICHUS» IS
oOyvarmuxcss Mo yTBepkaeHHOM g crnennanbHocTH 38.02.01 «DKkoHOMUKA W
OyXTalaTepCKUi y4eT (10 OTPacysiM)»

CornacHo TpeOoBaHMAM (eepaibHOTO TOCYAapCTBEHHOTO 00pa30BaTEIbHOIO
CTaHJapTa CpeaHero MNpoQecCHOHATILHOTO O00pa30oBaHUsl B peE3yJbTaTe€ OCBOCHUS
JTUCIUTIINHBL  «JlokymMeHTanimoHHOe oOecreueHrne YIpaBlICHUsS», O0O0yJaroniuiics
JOJKEH YMETh MCIOJb30BATh U3yUYEHHbIE IPUKIIAIHbIE IPOrPAMMHBIE CPEACTBA.
PaboTbl MpOBOJSATCA MO CIEIYIOUUM TEMaM MPOTPAMMBI:

1. Opranu3aloOHHO - paCHOPAIUTEIIbHbIE TOKYMEHTHI,
2. KaapoBas 1oKyMeHTaIus;

3. ®uHAHCOBO-pacUeTHAs JOKYMEHTAIIUS;

4. JIoroBOpHO-IIpaBOBasi JOKYMEHTAIIHS;

5. Opranusanys onepaTuBHOrO XpaHEHUs JOKYMEHTOB;
6. Ucnonb3oBanre [I9BM B nenonpon3Bo/ICTBE.

B nacrosimee Bpemss B ®I'OC cpexgnero mnpodeccruoHanbHOro 00pa3oBaHMS
chopMynrpoBaHbl 00mKMEe U MPO(HECCHOHAIBHBIE KOMIETEHIIMU, KOTOPBIC JTOJKHBI
ObITh CHOPMHUPOBAHBI y BBIMTYCKHUKOB. Peanmm3arus maHHOW 3amayMl TpeOyeT HOBBIX
MOJAXO0/J0B K OpraHu3aluh 00pa3oBaTEIbHOTO MPOIECcca, MPU3BAHHBIX (OPMUPOBATH

KOMIICTCHIINHN, OCO3HAHHBIC YMCHUS U Q)YHKHHOHaHBHI)IC 3HAaHU. (D}’HKL[I/IOHEIHBHOCTB



3HaHUW  OMpenessieTcsl  LEeJCHANPaBICHHBIM  (OPMHUPOBAHUEM  JIEATEIHHOCTHBIX
XapaKTepUCTHUK MPEAMETHBIX 3HAHUI B Mpoliecce o0yueHusi, a OCO3HAHHOCTh YMEHUH
COOTHOCUTCS C YMEHHUSIMU IIE€peHOca OOOOIIEHHBIX OCHOB Y4€OHO-IIO3HABaTEJIbHOM
JESTENIbHOCTH Ha OyAyllyl0 MNpo(QecCUOHANBbHYIO JAESITENbHOCTh B KOHKPETHBIX
CUTYaLUsX.

B cBa3u ¢ oTtuM yuyeOHbIE 3aHATHUS JIOJDKHBI OBITh OpPraHHW30BAaHBI Ha
JeSITeIbHOCTHO-KOMIIETEHTHOCTHOM OCHOBE. OHUM M3 3PPEKTUBHBIX BUIOB YUEOHBIX
3aHATUNA, B KOTOPBIX JOMUHUPYET IIpaKTUYecKas JEATEIbHOCTh OOyYaroIuxcs,
OCHOBaHHasl Ha JESTeIbHOCTHO-KOMIETEHTHOCTHON OCHOBE, SIBIISIIOTCS NMPAKTUYECKUE
3aHATHUA.

B  paboueii  mporpamMmme  y4eOHON  OUCHUIUIMHBI «JlOKYMEHTAIMOHHOE
obOecrieueHre yMpaBICHUS» TMpaKTUYeCKue 3aHsATus coctaBisioT 30% ot obmiero
KOJIMYECTBA YacCOB, OTBEIECHHBIX pabOuMMHU y4eOHBIMM IIJJaHAMHM U 3TO 00ECIIEUMBAET
yYpPOBEHB MOATOTOBKH BBIMYCKHUKA, ONpenea¢HHbIN [ ocynapcTBeHHBIMU TPeOOBaHUSIMU
®I'OC 1o COOTBETCTBYIONIEH CHEIHAIBHOCTA CpPEIHEro MpodecCHOHATBLHOTO
00pa3oBaHUsl.

ensimu mpoBeieHNsI TPAKTUUECKUX 3aHATUH SIBISIOTCS:
- 0000mieHne,  cucremaruzanus, — yriayOJeHue,  3aKperjieHue  MOJIyYEHHBIX
TEOPETUYECKNX 3HAHWW MO0 KOHKPETHBIM TeMaM JUCHHUIUIMHBI «/OKyMeHTallmoHHOE
oOecrieueHne yrnpapiaeHUs»;
- (¢opMHpOBaHHE YMEHUH MPUMEHITHh MOJyYEHHbIC 3HAHUS HAa MPAKTHKE, pean3aius
€IMHCTBA UHTEIJICKTYaJIbHOM U MPAKTHYECKOH 1EeATEIbHOCTH;
- pa3BUTHE JIMYHOCTHBIX KAyeCTB, HAIPABJICHHBIX Ha YCTOMYMBOE CTpPEMIIEHUE K
CaMOCOBEPIIICHCTBOBAHHIO: CaMOIIO3HAHHUIO, CaMOKOHTPOJTIO, CaMOOIICHKE,
CaMOpPa3BUTHIO U CaMOPETYJISIIHHY;
- pa3BUTHE UHTEIUICKTYaIbHBIX YMEHUHN Y OYIyIUX CIEIUATHCTOB;
- BBIPAOOTKY TakuX Mpo(ecCHOHATFHO 3HAYUMBIX KadeCTB, KaK CaMOCTOSITEIbHOCTD,
OTBETCTBEHHOCTh, TOUHOCTb, TBOPUYECKAsi MHUIIMATHBA.

KonuyectBo, 00beM U cojepaHUE MPAKTUUECKUX 3aHATUH ONpeesstoTCs

paboueii (aBTOPCKOI) MpOrpaMMOi 10 AUCHUILUIUHE «J[OKyMEHTAaIIMOHHOE 00eCTIeueHre



yIpaBICHUS» Uil CIIEHUATBbHOCTEH CpelHero MnpodeccHOHAIbHOTO 00pa3oBaHUs
COOTBETCTBYIOILIETO MPODUIIS.

[IpakTuueckue 3aHATAS 1O JUCHUIUIMHE «/JoKymMeHTalmoHHOEe obecneyeHue
yIpaBieHUS» HamnpaBieHbl Ha (OPMUPOBAHUE Yy OOYUYAIOIIUXCS MPAKTHUECKUX U IMPO-
(dbeccuoHaNbHBIX YMEHUW MpPU PEIIEHUWH 3a7a4 M TMPHU BHIIIOJHEHUH OINPEEICHHBIX
3a/IaHuH, HEOOXOUMBIX B MTOCIIEAYIONICH TPodeCcCUOHATILHON IeATEIbHOCTH.
CopepxaHre MPaKTUYECKUX 3aHATHIA HA YPOKax IO AUCHUILUIMHE «J[OKyMEHTAIllMOHHOE
obOecrieueHue yrnpaBIeHUs» BKIIOYAIOT B CEOI:

- IOMCK HYXXHOW MH(OPMAaLIUU IO ONPEEIEHHON TeMe;

- pelleHuWe pa3HOro poJa 3aJad, B TOM 4YHUCJIE COJAEpXKaIUMX  3aJaHHS
npodecCHOHaAbHON HANIPaBICHHOCTH;

- paboTy CO CIIpaBOYHBIMH MaTepHaIaMu.

Hapsiny ¢ ¢gopMupoBaHueM ymMeHUN W HaBBIKOB B IPOIIECCE€ MPAKTHUYECKUX
3aHATUM 000OIIAIOTCS, CUCTEMATU3UPYIOTCS, YIIYOJSIOTCS U KOHKPETU3UPYHOTCS
TEOPETUYECKHE 3HAHUS, BbIpadaThIBAE€TCS CHOCOOHOCTH M TOTOBHOCTH HCIOJIB30BaTh
TEOPETUUYECKHE 3HAHUS [IPU PEILICHUH 3a/1ay.

ConepxaHue TPAKTUYECKUX 3aHATUH (QuKcUpyeTcss B pabouedt ydeOHOU
nporpaMme JUCHUIUTMHBI «JlOKyMEHTAallMOHHOE OOeClieYeHUe yIpaBjieHUs» B pasiese
«Conepxanue ydyeOHOM MAMCUMIUIMHBD)Y M IUIAHUPYETCS C PacueToM, 4ToObl 3a
OTBEJICHHOE BPEMsI OHU MOTJIU OBITh BHITIOJHEHBI OOJIBITMHCTBOM O0YUYarOIIUXCS.

KadecTBO opranuzanuu MpakTHUECKUX 3aHSATUH SBISETCS OJHUM M3 OCHOBHBIX
yciioBuii popMupoBaHust o0IUX 1 MPOGHECCHOHATBHBIX KOMIETEHITUN 00yJIarOITIXCSl.

[IpakTuueckoe  3aHATHE TPOBOJIUTCA B  KaOuHeTe «J{oKyMeHTalnoHHOE
o0OecrieueHrWe  yOpaBICHUS» U HMMEET MPOAOKUTENIBHOCTh HE  MEHee JIBYX
aKaJIeMUYECKHX YacOB. BBITIOTHEHNIO MPAKTUYECKUX 3aJaHUI MPEIIIECTBYET IPOBEPKA
3HaHUH CTYJEHTOB - UX TEOPETUUYECKON TOTOBHOCTH K BBIMIOJHEHHUIO 3aJaHUSI.

[IpakTrUueckue 3aHATUS [0 PELICHUIO 3a71a4 MOTYT HOCHUTh:

- pENpOAYKTHBHBIM XapakTep. B »TOM ciydae mpu UX BBIMOTHEHUH OOYYArOIIHECs
MOJIB3YIOTCSl YU€OHOM U CIEUMATBLHOM JIUTEpaTypOl U BBIMOJIHAIOT PEIICHHUE 3a7ad 1o

AITOPUTMY, pa3pabOTaHHOMY IPEMNO/IaBaTeNIeM;



- YaCTUYHO-TIOMCKOBBIIN XapakTep. DTH pabOThl OTIIMYAIOTCS TEM, UTO O0yUaIOLIUecs He
MOJIB3YIOTCS MOAPOOHBIMH HMHCTPYKIUSIMH, MM HE JaH TMOPSJOK BBIIOJTHEHHUS
HEOOXOAUMBIX JeicTBUil. OHM JOJDKHBI CaMOCTOSITENBHO BBIOPATH CIOCOO pELICHMS
3a/1a4y 110 MaTepruajiaM UHCTPYKTUBHOMW, CIIPABOYHOM U APYTOM JIUTEPATYPHI;

- IOMCKOBBIN xapakrep. Takue paOOTBl XapakKTEpU3YIOTCS TEM, YTO OOy4aroUIuecs
JOJDKHBI PEIINTh HOBYIO JUISl HUX 3aJady, ONUPasCh HA MMEIOIIMECS TEOPETUYECKUE
3HAHUA.

[Ipy 1UIaHUPOBAHMM TPAKTUYECKUX 3aHATUH HEOOXOJUMO HAXOAWUTh OITH-
MaJIbHO€ COOTHOILIEHUE PENPOTyKTUBHBIX, YACTUYHO-IIOUCKOBBIX M MOUCKOBBIX padoT,
YTOOBI 00ECTIEYUTh BHICOKHI YPOBEHb MHTEIICKTYaIbHOM JIEATEIbHOCTH.

Ha nmpakTryeckux 3aHSITHSIX MOTYT IPUMEHATHCS CleAyommue GopMbl paboThI:

- (ppoHTanmpHas - Bce 00yUarOMUEcs PEIIalOT OJIHY U Ty XKe 3a7a4y;

MHIMBUYaIbHAs - KK CTYJCHT BBIMIOJIHSIET PElICHNEe WHANBUIYaIbHBIX 3a/1a4
B 3aBUCUMOCTH OT YPOBHS IIOATOTOBKHU CTYICHTOB.

['maBHast 1eNIb JAaHHBIX MPAKTHYECKUX Pa0OT — MPAKTHYECKOE 3aKpeIuieHHue U
yrIyOJICHHE 3HAHWH, MOJIyYCHHBIX HA TEOPETUYCCKHUX 3aHITHUAX [0 JUCIUILIAHE
«JlokymMeHTanmoHHOE 0OecTieueHNe YIPaBICHUS.

JIJisi  yCHEeNHOTrO BBINOJIHEHUS! MPAaKTUYECKUX padoT oOyuarommecs: oOs3aHbI
O3HAKOMHUTBCS C TIOPSIIKOM HMX TMPOBEICHHUS W H3YyYUTh COOTBETCTBYIOIIUE Pa3JIelibl
TEOPETHUUECKOI0 Kypca.

Onucanue Kaxa0i NPAKTHYECKOW pabOThl CONEPKUT: TeMy, LEeIu PadoTH,
HIOPSIOK BBHITIOJHEHUSI Pa0OThI, & TaK e IMepedyeHb KOHTPOIBHBIX BOIIPOCOB, C IENBIO
BBISIBUTH M YCTPAHUTh HEJIOUETHI B OCBOCHUHU paccMaTpuBaeMon TeMbl. lJis moirydeHus
JOTIOJTHUTENbHOW, OoJiee NOoApOoOHON HH(POPMALMK IO M3y4YaeMbIM BOIPOCAM,
MpUBEACHO Y4eOHO-METOInUeCKOoe U HH(GOPMAITMOHHOE 00ecTieueHue.

Kaxnmas mnpaktuueckas paboTa BKJIHOYAET B Ce0s KOHTPOJIbHBIC BOIPOCHI,

HaIpaBJICHHLIC HA ITPAKTUYCCKOC IIPUMCHCHHEC IMOJTYYCHHBIX 3HAHUM.



INPAKTUYECKOE 3AHSTHUE Ne 1
«Cocrasjienue u opopmienue peksusuros OP /1)

Tema: YHupuxanusa u cranpaprusauus JokymMenramuu. I[lpaBuna co3ganus u
oopMiIeHHS JOKYMEHTOB
Hean: OBnanets ymeHussMu ipu opopmiieHur pekBuzutos OP/I.
[Tpo10IKUTENIBHOCTh 3aHATHI: 2 Yyaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECIIEUEHUE:

1.1. MlnguBuayanbHbIC 3a1aHUs

1.2. Meronnyeckre peKOMEHAAIUY O BBIMOJIHEHUIO PAKTUYECKOTO 3aHATHS

1.3. JIuneiiku, pydku, Oymara
2. JIMTEPATYPA: bacakoB M.U. JlenonpousBoactBo (JlokymeHTarimoHHOE

obecrieuenue ymnpasienwns): yueonnk /M.U. bacakos, O.M. 3ambikoBa. — PoctoB

H/]1: ®enuxc, 2017
3. OBIIME TEOPETUYECKUE [TOJIOXXKEHMA [10 BBIIOJIHEHHIO

[TPAKTUYECKOI'O 3AHATUA:

Cpenu 0osbIIOro pa3HOOOpa3usi BUJOB JIEJIOBBIX JTOKYMEHTOB, OOpallaronxcs

Ha TMOPENNpUsATASIX U B  OpraHU3alusX, OPraHU3alMOHHO-PACIIOPSAUTEIbHAS
nokymeHtamusi  (OPJl) 3anumaer ocoboe mecto. MOXHO yTBepXKAaTh, 4YTO
OpraHu3alMOHHAs U yNpPaBJICHYECKas ESITeIbHOCTh TJIABHBIM 00pa30M 3aKJII0YaeTCs B
pa3paboTKe U peanu3anuu penieHui, qokymeHTupyembix B OPJl. OPJl sBnsieTcs nam-
0oJee MUPOKO UCHOIB3YEMbBIM BUIOM IOKYMEHTALIUU.
OPJI knaccuuuupyroT Ha TPU TPYIIIIHL:
- OpraHu3alMOHHO-NPAaBOBasi JOKyMEHTalMs (yCTaB, MOJOKEHHUE, MpaBuia, IITATHOE
pacrnucanue, UHCTPYKIIUH);
- pacnopsaauTesibHas JOKyMEHTanusi (IpUKa3bl, PpACHOPSIKEHUS, IOCTAHOBIICHUS,
pelieHus, yka3zaHus);
- UH(POPMAIIMOHHO-CIIPABOYHAsL JOKyMEHTAIUsl, KOTOPYIO, B CBOIO OYE€PE/Ib, MOMKHO
YCJIOBHO MOJIpa3/IeNIUuTh Ha:
- onepamugHo-ungpopmayuonryto (MUchbMa, TeaedoHorpaMmsbl, Gakchl U T. 11.);

-cnpasoyHo-ungopmayuonuyro (aKThl, TPOTOKOIIBI, TOKJIAJHbBIE, CITYKEOHbIE 3aUCKH U



zp.).

Kpowme toro, Obuiepoccuiickuii kKiracCUpUKaTOp ynpaBIeHIECKONH JOKYMEHTAIUN
(OKVY ) B uncno OPJ] BkirOUaeT JOKYMEHTBI 110 JUYHOMY COCTaBy (Kajapam): 3asBiie-
HUS, JTUYHBIE KAPTOYKH, PHUKA3bl (PACTIOPSKEHUS) O MpUeMe Ha paboTy W eI Pl
JIPYTHUX.

Odopmnenne OPJl ocymiecTBiasieTcss B COOTBETCTBUM C HOPMaMH U
tpeboBanusimu 'OCT P 6.30-2003, ycranaBnuBaroiero TpeboBaHus K 0(OpMICHUIO
OP]] c yyeToM HEKOTOPBIX 0COOEHHOCTEH 0(hopMIIeHHS TOKYMEHTOB (hesiepanbHbIX
OpPraHOB WCHOJIHWTEJIIBHOW BJIACTH, OrOBOPEHHBIX TUNOBOM HMHCTPYKLMEH IO
JIETIOTIPOU3BOICTBY B (heZIepaIbHBIX OPTaHaX UCIIOJIHUTEILHOMN BIACTH.

CnyoceOnviv  nonem  JIOKYMEHTa  SIBJISIETCSl 4acTh IUlomaaud  Qopmara,
NpeIHa3HAaYeHHas JJIs [0JIe TOKYMEHTa U 3aKPEIIEHUS €0 B CPEACTBAX XPAHEHUS.
llone ona pazmewenusi yenogo2o wimavna pacrioiaraercs B JIEBOM BEPXHEM YTy
dbopmara WIM B BEpXHEH €ro 4acTu MNpU NPOJOJLHOM BapHaHTE PACHOJIOKEHUS
mrrammna. OcTanbHas 4acTh oM GopMaTa COCTaBISIET paboyee nojie 0OKyMeHma.

I'OCT P 6.30-2003 ycraHaBiauBaeT JBa CTaHAApPTHBIX ¢opmaTa OJIaHKOB
nokyMeHTOB - A4 (210 x 297 mm) u AS (148 x 210 mm). Kaxapiii 1uctT 10KyMeHTa,
JOJKEH UMETh moJisi He MeHee: 20 MM - seBoe; 10 mm - mpaBoe; 20 MM - BepXHee U
HUKHEE TIOJIS.

bianku OP/] mpoeKTUPYIOT B COOTBETCTBUU C PACHOJI0KEHHEM U TPAHULIAMH 30H
pexBu3nToB, npeaycMoTpeHHbix ['OCT P 6.30-2003, Ha OCHOBE Kak y2108020, Tak U
NPOO0IbHO20 UX PA3MEILEHU.

Jlns opraHuzanuu, €€ CTPYKTYPHBIX TMOJpa3/elieHuil, TOJKHOCTHOTO JIMIA
YCTaHOBJICHBI CJIEIYIOLIUE BUbI OJIaHKOB:

- o0mmii OaHK;
- OJ1aHK IIUCHMA;
- 0J1aHK KOHKPETHOT'O BHUJIa JOKYMEHTA.

[Ipu moarotoBke w  OQOPMICHHUU  OPraHU3AIMOHHO-PACTIOPSIUTEIHHON
nokyMmeHTauu B cootBeTcTBUM ¢ ['OCT P 6.30 - 2003 wucnonp3yroTcsi CIAeayromme

PEKBU3UTHI:



. T'ocynapctBennsiii rep6 PO;

. I'ep6 cyobexTa PO;

OmMOneMa opraHu3alMi WIM TOBAPHBIM 3HAK - TOMEIIAIOT Ha OJIaHKax B
COOTBETCTBHUU C YCTABOM WJIM MOJIOKEHUEM OpraHU3alluu;

Kon opranumszanmuum — mnpoctapisitor no OOiiepoccuiickoMy KiiacCu@uKkaropy
MPEANPUATHNA U OpTaHU3ALUN;

. Perucrparnuonssiii HOMEp OPUAUYECKOTO JIUIA — MPOCTABISIOT B COOTBETCTBUU
C JIOKYMEHTAaMH, BbIJJaBA€MbIMU HAJIOTOBBIMHU OpraHaMu;

. Unentnduxanmonnsiii Homep Hasoromnatenbiuka (MHH);

Kon dhopmbl mokymenTa — npocTasisitor mo O6mepoccuiickoMy Kiaccuduratopy
YIIPABJIIEHYECKON JOKYMEHTALIUU

. HanmeHnoBanme opranm3zanuu — COKpamieHHOe HauMEHOBAaHUE MTPUBOIST TOJIBKO B
TE€X clydasX, KOIJla OHO 3aKpeIUIEHO B YYPEIUTEIbHBIX JOKYMEHTaxX
OpraHu3allly;

CrpaBoyHble JaHHBIE OO0 OpraHM3aIluu — MOYTOBBIA aapec, No Tenedona, u

npyrue ceefeHus (Ne cuera B 6anke, Ne gpakcoB, aapec 371€KTPOHHON MOYTHI);

10. HaunMeHOBaHME BH/Ia JOKYMEHTA;

11. Jlata noxymeHnTa — sBiusiercs gatou ero noanucanus 02.10.2006 wim

02 oxTs16ps 2006 1.;

12. PerucTtpaiimoHHBIII HOMEP — COCTOUT W3 €ro MOPSAKOBOIO HOMEpA B IMpejienax

KaJICHAApPHOTI'O IroJa,

13. Ccblika Ha perucTpallMOHHBIN HOMEP U J1aTy TOKYMEHTa - Ne 1 jaTa JOKYMEHTa,

Ha KOTOPBIN JIOJKEH OBITh IaH OTBET;

14. Mecro cocraBnenus unu uznanus (r. bpsack, Mocksa, Cankt-IletepOypr);

15. Anpecar

['enepanbHOMY TUPEKTOPY
OAO «Bocxom»
B.A.Cemuny



[Tpu anpecoBanny JOKyMEHTa (PU3NYECKOMY JIMIY YKA3bIBAIOT (PaMUIHIO U WHUITHAIIBI
NoJIy4arTesis, 3aTeM IMOYTOBBIN ajjpec:
Nanory O.I1.
yi. CanoBag, 1.5, kB.12
r.bpsHCck, bexxuuknit p-H,
241035
16. I'pud yTBEpk)ACHUS TOKYMEHTA — YTBEPKAACTCS JOHKHOCTHBIM JIUIIOM
YTBEPXIAIO
[Tpe3uaent 3A0 «PocTEeKCTHIbY

B.A.Ilpommn

Jara
17. Pezomtonust — hamMminy U MHUIMAIBI UCIIOJTHUTENEH, CoJlepKaHue MOPYUYEHHUs,
CPOK MCIIOJIHEHHUSI, TOANHUCH, 1aTy

Mopo3zoson H.H.

[Ipoury moagroToBUTH NPOEKT
JHoroBopa ¢ Ayautopckoit ¢pupmoit
k 01.02.2006
JIngHas moanuce
Hara
18. 3arojgoBOK K TEKCTY — KpaTKOE coAepKaHue To0KyMeHTa. OTBe4aeT Ha BOIPOCHI:
0 KOM, 0 ueM?
19. OtmMeTka 0 KOHTposie — 0003Ha4aroT OykBOMl «K», CIIOBOM WM IITaMIOM
«KOHTpOJIBY;
20. Texct — MOXKET OBITH MPEICTABJIEH B BUJIC:
mpagapem — 3apaHee OTIEYATaHHBIM TEKCT C MOCTOSHHON HH(OpManuen u
IIPOITyCKaMU JIJIsl IepeMEHHON nHpopmanuu
mabauya — TEepeYeHb CBEACHUH, O YeM-TMOO0 WJIM O YMCIOBBIX JIaHHBIX,

MIPUBEJICHHBIX B ONPEICTICHHYIO0 CUCTEMY U PACIIOJIOKEHHBIX 10 rpadam.



aHKema — OIPOCHBIM JIMCT JUIA IOJIyYEHHs] ONPEACIICHHBIX CBEACHHU. TekcT
COJICPKUT CIOBECHYIO WM IIUPPOBYIO XapaKTEPUCTUKY OJJHOTO OOBEKTA MO PSITY
npuszHakoB.  [loctosHHass  uHboOpMmanuMs  HOpeAcTaBieHa B TINATEIBHO
NPOAYMaHHbIX M Cc(hOPMYJIHMPOBAHHBIX Bompocax. [lepemeHHass — KOHKpeTHas
XapaKTepUCTHKA MPU3HAKOB, BBIPAXKEHA IMOArOTOBJICHHBIM OTBETOM THIIA — 4,
HET;
21. OTMeTKa O HaJU4YMH PUIIOKEHHUS:
[Tpunioxenue: Ha 5 1. B 2 3K3.
[Ipn HaMM4YUK HECKOJIBKUX MPUIIOKEHUN UX HyMEPYIOT apaOCKUMU IU(ppaMu
[Tpunoxenue: 1. XXXXXXXXXXXXXXX
2. XXXXXXXXXXXXXXX (TEKCT HE 3aXOJIUT 32 CJIOBO MPHUIIOKEHHUE)
22. Iloanuck — HAaMMEHOBaHUE MOANKCH JIMIIA, JTUYHAS TIOJIUCH, paciIn(poBKa
MOAIUCH
JupekTtop mHCTUTYTa  JW4HasA noanvucb M.B.ABneeHKOB
23. I'pud cormacoBanus mpokymenta — coctoutr u3 cioBa COI'JIACOBAHO,
JNOJDKHOCTH  JIMIA, JIMYHOM  MOANMCH, paclMpoBKA TOANHUCH, JaThl
COTIJIACOBAHUA:
COI'JTACOBAHO
PexTop ®uHaHcoBOM akageMuu
ITpu IIpaBurensctBe Poccuiickon denepauu
JIngnasg nognuce U.O.D.
JlaTa
24. Bu3bl cOIVIacOBaHMs JOKYMEHTa — IMOANMCh M JOJDKHOCTh BU3HUPYIOLLETO
JIOKYMEHT, paciin(poBKa MOAMKUCH, 1aTa TOAMUCAHUS:
PykoBoauTens FOPUANYECKOTO OTAEIA
JInuHas moANuUCH A.C.OpJioB
JlaTa
25. OTTHCK nevaTu
26. OT™METKa O 3aBEpEHUM KOITHUH:

Bepno



HNucnekrop ciyx0bI KaapoB JInunast nognuce T.C.MiBaHOBa
JlaTa

27. OTMeTKa 00 UCMIOJIHUTENE — MHULIMAIIBI ¥ pamMuius ucnoiHutens, Ne tenedona:
B.A.IlerpoB
512130

28. OTMeTKa 00 UCTIOTHEHUU JOKYMEHTA U HalpaBjIeHue ero B Aeno: «B memo»,

Ne nena, B koTopom OynieT XpaHUTHCS TOKYMEHT;

29. OTMeTKa O MOCTYIUICHWH JOKYMEHTA B OPraHU3alMI0 — MOPSIKOBBIA HOMEp U
JaTa NOCTYIUICHUS;

30. Unentudukatop 3JIEKTPOHHOM KOMUU JOKYMEHTa — HauMEHOBaHME (ailia Ha

MalllMHHOM HOCHTCIIC, 1aTy U JPYTHUC ITIOUCKOBLIC JaHHBIC.

4. TIOPAIOK BBITIOJIHEHMA PABOTHI
4.1. O3HaKOMJICHHE C 3aJaHUEM.
4.2. O3HakoMJieHHE C OOMMMHU ¥ TEOPETUYECKUMH TMOJIOKEHUAMU TI0 TeMe
MPaKTUYECKOTO 3aHSTHSI.
4.3. OdopmiieHne JOKYMEHTOB U MTOKa3 MX MPENO1aBaTelo.
5. BOITPOCHI U1 TIOBTOPEHUMA:
5.1. Ilepeuncnute coctaB pekBu3uToB OP/I.
5.2. Kakue Buapl 0nankoB npegycMmotrpensl 'OCT P 6.30-2003?
5.3. HazoBute TpeboBaHusl, IpeIbsBIIeMble K TEKCTaM JTIOKYMEHTOB.
6. JIOMAIIHEE 3AJIAHUE
6.1. ObopMuTh OTHET.
3aoanue Ne 1
Bapuant 1
3anoIHUTh Ha CTaHJIAPTHOM OytaHke popmara A4 creayroye peKBU3uThL: 5, 6, 8, 10,
11,12,13,15,17, 18, 19, 20, 22, 25, 30.
Bapuanr 2

3anoJIHUTh Ha CTaHJIApTHOM OytaHke popmara A4 creayronye pekBU3uThL: 5, 7, 8, 10,

11,12,13,16, 17, 18, 19, 21, 22, 26, 30.



INPAKTUYECKOE 3AHSTUE Ne 2
«CocraBienue u 0popMIeHHE OPTaHU3ANNOHHO-TIPABOBBIX JOKYMEHTOB)

Tema: OpranuzauMOHHO-IPABOBAsI TOKYMEHTAIUS

Heab: OBnagerb yMEHUSIMU U HaBbIKAMU IO COCTABJICHUIO OPraHU3allMOHHO-TTPABOBBIX
JOKYMEHTOB U UX O(OPMJIICHHIO.

[Tpo10IKUTENBHOCTh 3aHATHI: 2 Yyaca

1. MATEPUAJIBHOE 11 JOKYMEHTAJIBHOE OBECITEYEHUE:

1.1. HMuauBuayanbHbIC 33JaHUS

1.2. Meroauueckne peKOMEHIAMY 10 BHITOJTHEHUIO MPAKTUYECKOT0 3aHSTHS

1.3. Jluneiiku, pyuku, Oymara

2. JIMTEPATYPA:  bacakoB M.U. JlenonpousBoactso (JlokymeHTallMOHHOE
obecrieuenue ynpasnenus): yaueOnuk /M.U. bacakos, O.U. 3ampitikoBa. — PoctoB u//1;
®enmukce, 2018

3.  OBIUIME TEOPETHUYECKHE TIOJIOXKEHUA 110  BBIIOJIHEHMIO
[TPAKTUYECKOI'O 3AHATUA:

OpranuzanuoHHasi JEATEIbHOCTh YUPEXKIACHUS BBIpAXKAETCS B pa3pabOTKe U
YTBEPKIECHUU KOMILUIEKCA OpraHMW3alMOHHO-TIPABOBBIX JOKYMEHTOB, COJAEpKAIIUX
npaBuia, HOPMbI, TMOJOXKEHHUS, YCTAHABIMBAIOLUIME CTATyC OpraHu3aluu, €€
KOMIIETEHILIUIO, CTPYKTYpYy, IITATHYI0 YHCIEHHOCTh U JIOJDKHOCTHOM COCTaB,
GyHKIIMOHATFHOE  COACp)KaHWE  JCATEIBbHOCTH  OpraHW3alWk B IIEJIOM, €€
nojpasziefiecHui u pabOTHUKOB, MX MpaBa, 00SI3aHHOCTH, OTBETCTBEHHOCTb M JIPYTHUE
aCIEKTHI.

Opranu3alioHHbIE JTOKYMEHThI OMNPEIENISAIOT CTaTyC OpraHu3alvii, MOpSIOK HX
paboTbl. OHU SIBJSIFOTCS OCHOBOIIOJIATalONIMMHU B JIETEIBLHOCTU JIFOOOM OpraHu3aluu U
00J1a1ar0T BBICIIEN FOPUAMYECKON CHITOM.

Lens pa3pabOTKu OpraHU3alMOHHBIX JIOKYMEHTOB - HauOoJiee palrdoHaIbHOE
paszieneHue 1 Koornepauus Tpyia MeKIy MoApa3AeieHUsIMU U paOOTHUKAMHU.

OpraHu3alMOHHO-NPABOBBIE JOKYMEHTBI, C TOYKH 3pPEHHUS CpOKa JEWUCTBUS,
OTHOCATCSI K OECCPOUHBIM U JIEUCTBYIOT 10 UX OTMEHBI WM J0 YTBEPKACHUS HOBbIX. B

CTaOWIBHO paboTaloMEeM YUpexJACHUH HEOOXOIUMOCTh MEPECMOTpa, U3MEHEHHS WIIN



JONIOJIHEHUSL OPTaHU3aLMOHHO-TIPABOBBIX JOKYMEHTOB MOXET BO3HMKATH OJHUH pa3 B
HECKOJIBKO JIeT. B 3aBucCMMOCTH OT XapakTepa U IIyOMHBI U3MEHEHHUH B JAESITEIbHOCTU
YUPEXKJIEHUSI OPraHU3aLlMOHHO-IIPaBOBbIE JOKYMEHTHI JIM00 pa3pabaThIBAIOTCS 3aHOBO,
a100 B HUX BHOCSTCS HEOOXOAMMBIE U3MEHEHUS U JOTOJIHEHUS PaCHOPSIUTEIbHBIMU
JOKYMEHTaMu (IpHUKa3oM WIM paclopshKEeHUEM pykKoBoautens). B ciywae
peopraHu3anuu NEATEIbHOCTH YUPEKACHUSA pa3palaTbIBatOTCs HOBBIC
OpPraHU3alMOHHO-IIPABOBBIE JOKYMEHTBI U UX YTBEPKIACHUE.

Pa3pabarbiBatoTcsl  OpraHMU3allMOHHO-IIPABOBBIE  JTOKYMEHTBI  PYKOBOJICTBOM
YUPEXKIEHUS  WIM  TOApa3AeNieHUuss C  MPUBJICUYEHHUEM  KBaTH(PHUIIMPOBAHHBIX
CHEIMAIMCTOB, XOPOIIO 3HAIOIMIUX pPadOTy ydUpekIeHHs Kak B IIeJIOM, TaK U IO
OTJZIECJIbHBIM HaIPABJICHUSM.

Opranu3almoOHHO-IPABOBbIE TOKYMEHTHI O(QOPMIIAIOTCS HAa CTAaHAAPTHOM JIUCTE
Oymaru c o00s3aTEJbHBIM HAHECEHMEM BCEX HEOOXOAUMBIX PEKBU3UTOB: HA3BAHUE
YUPEXKJEHUS W/WIKM nojpas3iesieHuss (eciau JOKYMEHT YTBEP)KIAAETCS PYKOBOIUTEIEM
NOJIpa3/ieNiCHus1), HAUMEHOBAHKUE BHJIa JOKYMEHTA, 1aTa, HOMEP JOKYMEHTa, 3ar0J0OBOK
K TEKCTy, MOANMUCh, Tpud yTrBepkAeHUs. Jlaroil opraHU3alMOHHO-IIPABOBOrO
JOKYMEHTA SIBIISIETCS 1aTa €T0 YTBEPKACHUS.

JesaTenbHOCTh  JIH0OO0TO IIPEANPUATHS [IEPBOHAYAILHO  PETYJIHPYIOT
OpPraHU3alMOHHO — IIPABOBBIE TOKYMEHTHI, K KOTOPBIM OTHOCSITCS:

YcraB — CBOA IIpaBWI, PEryJUPYIOIIUX JEATEIBHOCTh NPEANPUATHSA, €TI0
B3aMMOOTHOIIEHUS C JPYTMMM OpraHU3alMsIMM, NpeaupuaTUsMU, (upMamMu u
rpaXJaaHaMu, MpaBa U OOS3aHHOCTH B OIpEAENeHHOW cdepe ToCyIapCTBEHHOTO
YOPaBIEHUs, XO3AWCTBEHHOW WJIM WHOW JEATEIBHOCTH. YCTaB OTHOCHUTCS K
00s13aTeNbHBIM YUYPEAUTEIbHBIM JOKYMEHTAM IPU CO3AAHUU IPEIIPUITHSL.

Ilo10:keHUsA — HOPMATHUBHBIC AKThI, MUMEIONINE CBOJHBIA KOMU(PUKAIMOHHBIN
XapakTep M  ONpEeAeNslue MOpAJOK 00pa3oBaHuUs, CTPYKTYpy, (YHKIUH,
KOMIUIEKTALNIO0, 00SI3aHHOCTU ¥ OPTaHU3ALNI0 paOdOThl CUCTEMBI IPETPUSTHSL.

CTpykTypa TEKCTa MOJOXKEHHS O CTPYKTYPHOM IOAPA3JAEIECHUN COCTOUT U3
CIIEYIOLIUX PA3ACIIOB:

1. O0mue moI0KEeHNUS;



2. OCHOBHEIC 3a/4a4H;

3. OcHoBHbIE (HYHKIINH;

4. ITpaBa;

5. OTBETCTBEHHOCTb.

NucTpyKknum — TpaBOBbIE aKThl, W3/IaBa€Mble WM YTBEpP)KJIaeMble B IIEJISAX
YCTAHOBJICHWs]  TIPaBWJI,  PETyJUPYIOIMIMX  OpraHU3allMOHHbIE,  (UHAHCOBHIE,
TEXHOJIOTUYECKHUE ¥ UHBIE CTOPOHBI JEATEILHOCTH MPEIITPUSITHS.

IllTaTHOe pacnucaHWe — OpPraHU3allMOHHO —  TPAaBOBOM  JIOKYMEHT,
YCTaHABIMBAIOIINA KOJTUYECTBEHHBINM U KaU€CTBEHHBI COCTaB COTPYIHUKOB B COCTaBE
nojapasneneHuid (Ipy HAJIWYUK TaKOBBIX) TPEINPHUATHSA, a TakKe pa3sMepbl HUX
MUHHUMaJIbHON (DUKCUPOBAHHOW MECSIYHOM OIIaThl Tpyjaa (OKJaaa) B COOTBETCTBHUH C
3aHMMAaEeMBIMH JOJKHOCTSIMH.

IlpaBujia BHYTpPeHHEro TPYAOBOI0 PACHOPSIAKA - JIOKYMEHT, JCTaJIbHO
periaMeHTUPYIOIIUN BOTIPOCH! TOBCEITHEBHOM AEATEILHOCTH MIPEATIPUATHS.

JIOI’KHOCTHBIE MHCTPYKIMHU — JIOKYMEHT, YCTAHABIIMBAIOIIUIN NJIT COTPYIHHUKA
(kaTeropuu COTPYAHUKOB) TIPEANPHUSATUS KOHKPETHBIE TPYJIOBbIE OOS3aHHOCTH B
COOTBETCTBHMH C 3aHUMAEMOM JOKHOCTBIO.

Jlo;okHOCTHAsE MHCTPYKIUS odopmisieTcss Ha oOIieM OJlaHKe OpraHu3aIlvH.

CtpykTypa TEKCTa JOJKHOCTHOM WHCTPYKIIMM MOJXET BKJIIOYaTh B ce0s
CIEAYIOIINE Pa3ebl:

1. OO0ume moa0KeHus
OyHKIUU
JlomKHOCTHEIE 00SI3aHHOCTH
IIpaBa
OTBETCTBEHHOCTH
B3aumMooTHomeHus (CBSI3U MO TOJKHOCTH)

KBanudukannonasie TpeOOBaHUS

® N kLD

Onenka paboThI
4. TIOPAJIOK BBIITIOJIHEHUA PABOTBI

4.1. O3HaKOMJICHHE C 3aJaHUEM.



4.2. O3HaKOMJIEHHE C OOIIMMH U TEOPETUUECKUMU MOJIOKEHUSAMU 10 TEME
MPAKTHYECKOTO 3aHATHSI.

4.3. OdopmieHrue TOKYMEHTOB U TIOKa3 UX MPENOIaBaTeNo.

5. BOITPOCBHI IJI1 TIOBTOPEHUA:

5.1.Kakue 10KyMeHTbI OTHOCSITCSI K OpPraHU3allMOHHO-ITPaBOBBIM ?

5.2. Yro BKkIOYAET B ce€0s1 PYHKIMS OPraHU3aluy CUCTEMBI U NPOLIECCOB YIIPaBICHUS?
5.3. Kakue pa3nensl BKIIOYAET B ce0s JODKHOCTHASI UHCTPYKLIUS?

6. JOMAIIHEE 3AZJAHUE

6.1. Odopmuts oTUeT.

Bapuanr 1
3aoanue Ne 1
CocTaBUTh JOJDKHOCTHYIO HHCTPYKIHIO ACIONPOU3BOAMUTENS. JlonrcaTs HEAOCTAIOIINE
pexBu3uThl. Paznensl Tekcra: O6mue nosnoxenus; @yHkuuu; JloJKHOCTHBIE
obsi3anHoCTH; [IpaBa; OTBETCTBEHHOCTDH; B3anMOOTHOIIIEHNS, CBS3U TIO JIOJKHOCTH.
Crpykrypa Tekcra:
Pa3znen
X.X. HenonpousBoauTeias paboTaeT B COOTBETCTBUU ¢ [IpaBuiiaMu BHYTPEHHETO
TPYAOBOTO paclopsiika OpraHU3AIUY.
X.X. HWmeer HOpMHpOBaHHBI pabO4YMii JE€Hb COTJIACHO  TPYJIOBOMY
3aKOHOJATEIBCTBY
X.X. Ilpu omeHke kadecTBa paOOThI JEIOMPOU3BOIUTENSI YUUTHIBACTCS, UYTO
JIEIIOITPOU3BOAUTEIb T0JDKEH 3HATH:
X.X.X. IlonoxeHus 1 MHCTPYKIAU 10 BEACHUIO JEJIOIPOU3BOICTBA
X.X.X. PykoBo11ui1 COCTaB OpraHu3alvu
X.X.X. MammHonuck, mnpaswia opdorpa@uu U NYHKTyalUH, MOPSIOK
pAacoJIOKEHUS MaTepralia MPU NEYATAHUU PA3JIMYHBIX JIOKYMEHTOB.
Pa3znen
X.X. Jlenonpou3BOaUTEIb OTy4aeT HEOOXO0MMbIe PYKOBOJIUTEIIO CBEJICHUS OT

HOI[paBI[eJICHI/Iﬁ nin HCHOHHHTeHeﬁ, BBI3BIBACT I10 €T0 ITOPYYCHUTO pa6OTHI/IKOB.



X.X.X. Opranuzyer Tene(OHHBIE MEPErOBOPHl PYKOBOIUTEINS, NPUHUMAET U
nepeaaeT Tene(oHOrpaMMBbl, 3aIMMCHIBAET B €T0 OTCYTCTBUE MIPUHSATHIE COOOIICHUS U
JOBOAUT 10 CBEACHUS PYKOBOJIUTEIS UX COACPIKAHUE.

X.X.X. OcymectBisieT paboTy MO TMOATOTOBKE 3aceIaHWii M COBCIIAHUH,
IPOBOJUMBIX pyKoBoauTeneM (cOOp HEOOXOIUMBIX MaTepUaioB, OMNOBEIICHHE
YYaCTHUKOB O BPEMEHH, MECTE€ M IMOBECTKE [HS 3aCEIaHUs WIM COBELIAHUS, HUX
peructpaiys), BeeT u 0hopMIISIET MPOTOKOJIBI.

X.X.X. O6ecneunBaeT pabodyee MECTO PYKOBOIUTENS  KaHIICISIPCKUMHU
MPUHAJICXKHOCTAMU, CPEACTBAMU OPTraHU3ALUMOHHOW TEXHUKH, CO3HACT YCIIOBUS,
criocoOcTBytomue ero A GexTuBHOM padoTe.

X.X. TIlepemaer u mnpuHUMaeT HHPOPMALMIO MO NPUEMHO-TIEPErOBOPHBIM
YCTPOUCTBAM.

X.X.X. Ileyaraer nmo yka3aHUIO PYKOBOAMUTEIS pAa3JIMYHbIC Marepuaiibl. Bemer
JEJIONPOU3BOJACTBO,  NPUHMMAET  NOCTYNAKOUIylD  HA UM PYKOBOIUTEIIS
KOPPECHOHAEHIINIO, OCYLIECTBIISIET €€ CUCTEMATU3ALMIO B COOTBETCTBUU C IMPUHSATHIM B
OpraHM3alii MOPSAJKOM M TMEPENAET €€ TMOCIe PAaCCMOTPEHUS PYKOBOIUTEISM
MOAPA3AEJIEHUs WM KOHKPETHBIM UCIIOJHUTENSM JUJI KCIIOJIB30BaHUS B MPOLIECCE
Pa3znea

HenonmpousBoauTenb  MUMEET  NOpaBo  TpeboBaTh  OT  PYKOBOJUTENEH
No/Ipa3/iefiecHui, a B HEOOXOJUMBIX CIIy4asiX U OT JUPEKTOpAa OpraHU3AIMU TPHHSITHS
MEp MO COXPAaHHOCTH COOCTBEHHOCTH OpTraHM3alud, OOECIEUYEHUIO IMPaBUIHHOM
OpraHu3aINH TOKYMEHTO000POTa, KOHTPOJISI M HCTIOTHEHUS JOKYMEHTOB.

Paznen

X.X. enonpou3BouTeb 00ECIeYnBACT OPraHU3aInio U 00CTYKMBAaHUE PAOOTHI
PYKOBOJUTENSL OPraHUA3ALINH.

X.X. Jlenonpou3BoAuTeIh Ha3HAYAeTCs Ha JOHKHOCTH M OCBOOOXIAETCS OT
JOJKHOCTHA PYKOBOAUTEIIEM OPTaHU3AIUY.

X.X. Ha momkHOCTh Jenonpon3BOAUTENS Ha3HAYAIOTCA JIMIA, UMEIOIIHNE o0IIee
cpenHee 00pa30BaHUE U CHEMAIBHYIO MOATOTOBKY MO YCTAaHOBJIEHHOM MporpaMMme.

X.X. Ilpuem u cmaya e npu Ha3HAYCHUH U OCBOOOXKICHUH JEIOPONU3BOIUTESA



0(OPMIISIOTCSI AKTOM TIOCIIE TIPOBEPKH COCTOSTHUS JOKYMEHTAIIHH.
Pa3znen
X.X. Jlenonpou3BOAUTEIb TOMJIECPKUBACT KOHTAKT C KaJIpOBOM CIIykKOOM
OpTraHU3aluN, IPYTUMH CTPYKTYPHBIMH NOAPA3ACICHUSMU U T.1.
Pa3znea
Jlenonpou3BoauTEhL OOECIeUYnBaeT KOHTPOJb 3a JOKYMEHTOOOOpOTOM B

OpraHU3aLMH.

Bapuant 2
3aoanue Ne 1

CocraButh U O0QOPMUTH TOJIOKEHUE O OyXTralTepCKOW ciyk0e MpeAnpusTHsl.
Henocratormue pexBu3uThl moanucath. Pazgenbr Tekcra: OOmuye MONOKEHUS;

OcHoBHble 3aaaun; OcHoBHbIE (pyHKIMH; [IpaBa; OTBETCTBEHHOCTD.

CrpykTypa Tekcra:
Pa3znea

X.X. ®@opMupoBaHHE€ TOJHONW W JTOCTOBEPHOM HMH(OpPMAMKU O NEATEIHHOCTH
OpraHu3alMi M €€ UMYIIECTBEHHOM TIOJIO)KEHUH, HEOOXOJMMON BHYTPEHHUM
MOJIb30BATENSIM ~ OyXTalTepCKOM  OTYETHOCTU - PYKOBOAMUTENSIM, YUPEAUTEISIM,
YY4aCTHHKaM ¥ COOCTBEHHHWKAM HWMYIIECTBA OPTaHM3AIlMH, a Tak)KE BHEITHUM -
MHBECTOPaM, KPEIUTOPaM U JIPYTUM IOJIb30BATENSAM OYXTalTEPCKON OTYETHOCTH;

X.X. Ob6ecneuenue uHPOpMaIMe, HEOOXOAUMOW BHYTPEHHHM U BHEIIHUM
MOJIB30BATEISIM ~ OyXTalATePCKOM OTYETHOCTH JIJII  KOHTPOJIS 32 COONIOACHUEM
3akoHomarenbcTBa Poccuiickon dDexepanuy 1pu  OCYIIECTBICHUM OpraHU3alUMEH
XO3SUCTBEHHBIX OMEpaluii W WX IeJIeCOOOPa3HOCThI0, HAIUYHEeM W JIBIKEHUEM
UMyIlleCcTBa U  0053aTeNIbCTB, HCIOJIb30BAHUEM MaTepUabHBbIX, TPYAOBBIX U
(MHAHCOBBIX PECYPCOB B COOTBETCTBUM C YTBEPXKICHHBIMU HOPMAaMH, HOPMATHBAMHU U
CMETaMHU;

X.X. IlpemorBpailieHue€  OTPHULIATENIBHBIX  PE3YJbTaTOB  XO35MCTBEHHOU

ACATCIBbHOCTH OopraHu3anuvu u BBISIBJICHUC BHYTpHXOBHﬁCTBCHHBIX PE3CPBOB



oOecrnieueHus ee (GUHAHCOBOM YCTOMYMBOCTH.
Paszaea

X.X. 3ampamuBaTh U TOJy4aTh OT NojpazaeneHuii Opranu3anuyu He00X0uMbIe
JUTst pabOTHI CBEJICHUSI U MaTEPHUAIIbl U HAMIPABIISATH UM HEOOXOMUMYIO0 HH(HOPMAITHIO 110
COOTBETCTBYIOIIUM BOIPOCAM.

X.X. IlpuBnekars noapaszaenenuss OpraHu3aluu K BBIIOJHEHUIO COBMECTHBIX
pabor.

X.X. IlpoBomuTh COBEHMIaHHWS M Y4YACTBOBATh B COBEIIAHUAX JPYTUX IOA-
paznenenuii OpraHu3aluyd OIPpU PaCCMOTPEHHUH BONPOCOB, BXOASIIMX B KOMIETEHIHUIO
byxranrepun.

X.X. BHOCUTB Ha paccMOTpeHHE pyKOBOJACTBY OpraHu3alnu:

X.X.X. Bompocsi, cBsizaHHbIE C (HUHAHCOBO-DKOHOMHYECKOW JIESITEIIBHOCTHIO
Opranuzanuu.

X.X.X. Ilpennoxenuss o0 H3MEHEHUM CTPYKTYpPhl W INTATHOTO pPaCHUCAHUS
byxranrepun.

X.X.X. IlpemnoxeHus 0 MOOUIPEHUH B YCTAHOBIIEHHOM MOPSIAKE COTPYIHUKOB
byxranrepuu 3a BBICOKHE PE3YJIBTATHI TPY/IA.

X.X.X. IlpemnoxeHuss O NPUMEHEHUH K COTPpYJIHUKaAM byxraiarepum wMep
JUCLHUIUIMHAPHOW  OTBETCTBEHHOCTM B COOTBETCTBUM C  JCHUCTBYIOIIMM  3a-
KOHOJATEIIbCTBOM.

X.X.X. TlpemnoxxkeHus 0 HaIpaBJICHHWH COTPYAHUKOB byxrantepuum Ha yuely
(TepenoAroTOBKY, MOBBINIEHHE KBATH(PUKAINK), HA CTAXHUPOBKH M B KOMAaHIUPOBKH.

X.X. IIpeacraBisate OpraHu3anuio B YCTAHOBIEHHOM MOPSIKE BO BCEX OpraHax
U OpraHu3aiusix, a TaKKe B OTHOIICHMSIX C (PU3UYECKUMHU JIMLIAMH IO BOIPOCAM,
OTHOCAIIMMCS K KOMIIETEHIUU byxrantepuu.

Pa3znea

X.X. OTBETCTBEHHOCTb 32 KAYECTBO U CBOEBPEMEHHOCTh BBHIMOJIHEHUSI (DYHKIIHIA
OyxranTepuu, NPEeIyCMOTPEHHBIX HacTosmuM [lojmokeHneM, HECeT TJIaBHBIN
oyxranrep.

X.X. Ha rnmaBHoro 6yxranrepa Bo3jiaraeTcs IepCOHaNbHasi OTBETCTBEHHOCTD 3a:



- Cobmonenne AEMCTBYIOIIETO 3aKOHOJATENIbCTBA B IMPOLIECCE PYKOBOICTBA
Oyxranrepueil.

- Opranu3zaiuio AesaTeIbHOCTH OyXTalTepUH 1O BBIIOJHEHUIO 3a/1a9 U (PYHKIIHA,
BO3JIO)KCHHBIX Ha OyXTajaTepHro.

- CoOmonenne pabOTHUKAMU OyXTalTepud TPOU3BOACTBEHHON W TPYIOBOM
JTUCIUTUTAHBIL.

- Opranuzamnuio B OyXraiaTepud OINEPaTUBHONW W KAYECTBEHHOW IOATOTOBKU
JIOKYMEHTOB, BEJCHHE [EJIONMPOM3BOJCTBA B COOTBETCTBUH C JCHCTBYIOIIUMHU
IpaBUJIAMU U HHCTPYKIHSIMH.

- OOecreyeHne COXPAaHHOCTU HMYIIECTBA, HAXOMASIIErocs B Oyxraatepuu u
COOJTFOZICHHE TTPABHIIT TTOKAPHOU OE30IMaCHOCTH.

- CocraBieHue, yTBEpKACHHE M TPEICTABICHHUE TOCTOBEPHOW HMH(OpPMAIMH O
JIeSITEIIbHOCTH MPOU3BOJICTBA.

X.X. OTBETCTBEHHOCTh JPYTUX paOOTHUKOB OyXrajiTepuu YCTaHABIMBACTCS

COOTBCTCTBYIOIINMHU MHCTPYKIMUAMMU.

Pa3znea
X.X. byxranrepckas cayx6a (mamee - byxrantepusi) sBisieTcs camo-
CTOSATEIbHBIM CTPYKTYPHBIM MOAPa3/I€ICHUEM (rnanee - Opranu3zanus).

X.X. Dbyxramrepus B CBOE€H AEATEIBHOCTH PYKOBOJCTBYETCS IEUCTBYIOIIUM
3akoHoAaTenbCcTBOM Poccuiickonn @enepanuu, Yxkaszamu Ilpesupenta Pocculickoi
Qenepaunu, IMOCTAHOBICHUAMU U pacnopsbkeHusMu [IpaBurensctBa Poccuiickon
®enepaunu, YcraBom OpraHuzanuu, NpuKazaMyd M paclopshKEeHUsMH [ eHepaabHOro
mupekrtopa Opranusanuu, HacTosmuM llosokeHueM W JpyruMH HOPMAaTHBHBIMU
aKTaMHu.

X.X. byxranarepus noguMHSAETCS HEMOCPEACTBEHHO T'€HEPAIBHOMY IUPEKTOPY
Opranuzanum.

Pa3znea

X.X. ®OpMHUPOBAHUE YUETHOM IMOJIUTUKU B COOTBETCTBUM C 3aKOHOJATEIHCTBOM

0 OyXraiaTepCcKoM y4eTe W HUCXOJs U3 CTPYKTYpbl U OCOOEHHOCTEH esITeIbHOCTH

OpeanpUsITHsI, HEOOXOTUMOCTH 00ecredeHns ero (PMHAHCOBOW yCTONYMBOCTH;



X.X. Pabora mo moAroTOBKE M MPUHATUIO paboyero IUlaHa cyeToB, (QopMm
NEPBUYHBIX YYETHBIX JTOKYMEHTOB, MPUMEHSIEMBIX IS O(QOpPMIICHUS XO3SHCTBEHHBIX
oIeparuii, o KOTOPbIM HE MPEAYCMOTPEHBI TUIIOBBIE (POPMBI;

X.X. Pa3zpaborka popMm HOKYMEHTOB BHYTpPEHHEH OyXraJTepckoll OTYETHOCTH;

X.X.00ecneueHue mopsaKa MpoBeICHUs] MHBEHTapHU3allHi;

X.X. KOHTpOJIb 32 IPOBEACHUEM XO3IMCTBEHHBIX ONEPaIINii;

X.X. O6ecneueHue coONIOEHUSI TEXHOJOTUU O0pabOTKH OyXraaTepcKon
nH(pOpMaIKU U TIOpsIIKa JOKYMEHTO000pOTa;

X.X. ®opMHUPOBAHUE U CBOEBPEMEHHOE IIPENOCTABICHUE ITOJTHON U TOCTOBEPHOMN
Oyxranrepckoil mHpOpMalMu O JEATENBHOCTH NPEANPUATHSA, €r0 HUMYLIECTBEHHOIO
MOJIOKEHUS, 10X0JIaX U Pacxo/iax;

X.X. CBOEBpEMEHHOE OTpaXEHHE Ha cueTax OYXTaJlTepCKOro ydyeTa Omepalu,
CBSI3aHHBIX C JBM)KEHHEM OCHOBHBIX CpPEJCTB, TOBAPHO-MATEPUAIBHBIX LIEHHOCTEW U
JIEHEKHBIX CPEJICTB;

X.X. CBOEBpEeMEHHOE U MTPaBUILHOE O(DOPMIICHHE TOKYMEHTOB.



IHNPAKTUYECKOE 3AHSATHE Ne 3
«Cocrasiienne u ogopmiieHHEe PACTIOPSAUTEIbHBIX IOKYMEHTOB

Tema: Pacnopsiaure/ibHast JOKYMEHTALUSA
Heab: OBnaneT yMEHUSIMUA U HABBIKAMU 110 COCTABJIEHUIO PACHIOPSAUTENBHBIX
JOKYMEHTOB U UX O(OPMJIICHHIO.
[Tpo10IKUTENBHOCTD 3aHATHI: 2 Yyaca

1. MATEPUAJIBHOE 1 JOKYMEHTAJIBHOE OBECITEYEHUE:

1.4. WuauBuayanbHbIC 33 JaHUS

1.5.  Meroauueckne peKOMEHIALMH T10 BBITOJHEHUIO PAKTUYECKOTO 3aHATHS

1.6. Jluneiiku, pyuku, Oymara

2. JIMTEPATYPA:  bacakoB M.U. JlenonpousBoactso (JlokymeHTallMOHHOE
obecrieuenue ynpasnenus): yaueOnuk /M.U. bacakos, O.U. 3ampiiikoBa. — PoctoB v//1;
®enmukce, 2017

3. OBIIME TEOPETUYECKUE TTOJIOXXEHU A 110 BBITIOJIHEHUTO

I[MPAKTUYECKOI'O 3AHATUA:

Jrobass opraHuzanms HaAeNseTcs MPaBOM H3JaHUS  PACTOPSIUTENbHBIX
TOKyMeHTOB. ~ OCHOBHOE  HA3HAUYEHUE  PACHOPSAUTENIBHBIX  JOKYMEHTOB  —
peryjaupoBaHue JI€ATeTbHOCTH, IO3BOJISIONIEE OpraHy yIpaBieHUsi oOecleyuBaTh
peanu3aluio MOCTaBICHHBIX mepel HuM 3anad. OT Toro, HacKoOJbKO 3(PPEKTUBHO
pETYyIUpYETCs ASATENHPHOCTh OPTaHU3AINH, 3aBUCST PE3YIbTaThl €€ PAOOTHI.

PacniopsiauTenbHast 1eITeIbHOCTh OpraHU3alMK IOKYMEHTUPYETCS OCPEACTBOM
W3/1aHUs IPUKA30B.

[Tpukaspl MOApa3AeNAOTCd Ha MOPUKa3bl 1O OCHOBHOU OesImeIbHOCMU W Ho
JIUYHOMY COCMABY.

Ilpukazamu no ocnoenoil desamenvHocmu 0HOPMIISIOT PEIICHUS PYKOBOIUTEIIS,
CBSI3aHHBIE C OpraHu3alMel padboThl, MOPSAKOM JEATEIbHOCTH MPEANPUITUS WA €0
CTPYKTYPHBIX ToJipazfeneHuii. OHM U31al0TCs, KOorja TpeOyeTcsl TOBECTH 10 CBEACHUS
JTUPEKTUBHBIC JOKYMEHTHI, TIOCTYNMUBIINE U3 BBIMIECTOSIINX OPraHOB, U HEOOXOAMMO
HAMETUTh KOHKPETHBIE MEPOINPUATUSA, OINPEACIUTh  OTBETCTBEHHBIX JIUI, CPOKHU

BBIITOJIHCHUA 3THUX MGpOHpHﬂTHﬁ.



[Ipuka3pr MoOryT OBITh HOPMAaTUBHBIMM W HWHIAUBUAYyaldbHbIMU. [Iporecc
COCTaBlieHUS] U O(OPMIICHUS MPHUKa3a PErIaMEHTUPYETCSl MHCTPYKUUSAMU MO padoTe ¢
JOKYMEHTaMH, IpaBWIaMHU O TMOPSAKE MNOJATOTOBKM MPOEKTa NpHKaza MU JAPYyTUMHU
NpaBOBBIMU akTaMu. B HHX mnpemycmarpuBaercsi oOs3aTenbHOe COOMIOZCHHE psiaa
TpeOOBaHUI U NPaBWI, KOTOPBIE JTOJKHBI 00ECIEUNTh IOPUAUUYECKYIO MOJHOLEHHOCTh
JOKYMEHTOB, OIEPATUBHOE HUX HCIIOJIHEHUE, NMPABUIBHOE U BCECTOPOHHEE PEILCHUE
BOIIpOCaA.

[Ipoekr mnpukasa NOMIEKUT 0O0A3aTENBHOMY COIJIACOBAHMIO CO  BCEMHU
3aMHTEPECOBAHHBIMU JIUIIAMH JAHHOTO YUPEKIEHUS, a MPU HEOOXOJUMOCTU U APYTUX
opranuzainuii. B ciydae HapylieHHs YCTAaHOBJIEHHBIX MpPaBWJI W3JaHUS MpPHKa3a OH
TEPSIET IOPUINYECKYIO CUIIYy U MOAJEKHUT OTMeHe. K mpoekTy npukasza NnpuiiararoTcs
JOKYMEHTbI, 000CHOBBIBAIOILIME €TI0 L[EIECO00Pa3HOCTb.

[Tpuka3 BCTymaeT B CHJy C MOMEHTa €ro IOJNUCAHMs, €CJIM MHOTO CpOKa He
ykazaHo B Tekcte. [IpaBo moamucu npukasza ompenensercs 3aKOHOAATeIbCcTBOM. Kak
IPaBUJIO, IPABO MOAMNKMCH MPHUKa3a UMEIOT PYKOBOJUTEIHN U UX MIEPBBIC 3aMECTUTENH, a
TaKK€ HEKOTOpbIE JOJDKHOCTHBIE JIMLA B COOTBETCTBUUM C MX O0OS3aHHOCTSIMU,
MOJIHOMOYMSIMU M KOMIETEHIMEN (MpUiiokeHue 1).

[Tpuka3pl M31aI0T HA OCHOBAaHMU U BO HCIOJHEHHME ACHCTBYIOUIMX 3aKOHOB,
yKa30B, IIOCTAHOBJIEHUM U PEIICHUU I[PAaBUTENIbCTBA, IPUKA30B M HHCTPYKUUH
BBIIIECTOSIIIMX OpraHoB. PykoBoauTenb MOXKET W3aTh IMPHKa3 MO BCEM BOMPOCAM
CBOEU KOMIIETCHIINH.

B OonbuminHCTBE cay4yaeB MpHUKa3 AEUCTBYET MOCTOSHHO, MOKa He Oy/l1eT OTMEHEH
WIN TIOKa HE MCTEUeT CPOK €ro ACHCTBUs, ONpeneTeHHbIN B TeKCTe mpukaza. OTMeHa
IpHUKa3a MOXET ObIThb IPOU3BEAECHA TOJIbKO KOMIIETEHTHBIM JIMIIOM WM OPIaHOM.
OTMmeHa mpuKa3a paclpoCTpaHsIeTCs TOJbKO Ha Oyayiiee, B TO BpeMs Kak aHHYJIHPOBa-
HUE [IpuKa3a yCTpaHsieT Kak Oyaylmue, TaKk M HACTYNHBIIUE FOPUIUYECKHUE
HOCJIEACTBUSI, BBI3BAHHBIE U3/IaHUEM IIPUKa3a.

[Ipuka3pl O OCHOBHOW JEATENBHOCTH O(DOPMIIAIOT Ha OOMIMX OJIaHKax, Kak C
YIJI0BBIM, TaK U C IPOJOJIBHBIM PACIOI0KEHUEM PEKBU3UTOB.

TexkcT 1mpukaza COCTOMT M3 JBYX 4YacTeéM - KOHCTATUPYIOIIEHM U



pacopsSIANTEILHOM.

B koncmamupyroweu uacmu wu3naraloT UETM W 3aJayd  IPEANUCHIBAEMbIX
JNEUCTBUNA W MPUYMHBI U3JAHUS MPUKa3a, JAIOT CCbUIKY HA JOKYMEHT, MOCTYKUBIIUN
OCHOBaHMEM JJISl U3JJaHUSI IAHHOTO IIPUKa3a.

Pacnopsoumenvnaa yacms TEKCTa MMEET MOBEIUTEIBHYIO (POPMY H3IIOKEHUS,
HaunHaetcs cioBoM «I[IPUKA3BIBAIO», koTopoe rnedararoT MponucHbBIMA OyKBaMU Ha
otaenbHo cTpoke. Ilocme cnoBa <«IIPUKA3BIBAIO» craBsat nBoeroume. B
pacnopsiIUTENIbHOM — YacTH  M3JaratoT NPEANKChIBaeMble  JTEWUCTBUS, Ha3bIBAIOT
JIOJDKHOCTHBIX JIMI], OTBETCTBEHHBIX 3a MX BBINOJHEHUE, W YCTAaHABIMUBAIOT CPOKHU
UCIIOJHEHUs. JTa 4YacTh TEKCTa MPUKa3a MOXKET JEJIHUThCS Ha IMYHKThI, KOTOPBIE
HyMepyIoT apabckumu nudpamu. Kaxaplii MyHKT HAYMHAIOT C YKa3aHUS KOHKPETHOTO
JIEUCTBUS, BBIPAXKEHHOTO TJIArOJIOM B HEompeneleHHOW ¢dopme, W  yKa3aHUs
ucrnonHurtens. B kadectBe ucnosHUTENEH MOrYT ObITh yKa3aHbl OpraHU3allud  WJIU
CTPYKTYpHBIE  mozapasneneHusi. HaumeHoBaHue  opraHusainuu, CTPYKTYPHOTO
nojapasneneHus, (HaMmivi, TODKHOCTh HCIIOJHUTENEH, YKa3bIBAlOT B JIAaTEILHOM
nagexe. [locaenHuil MyHKT MpuKa3a COAEPKHUT yKazaHUE O JIMIE, OTBETCTBEHHOM 3a
WCIIOJIHEHNE TpuKa3a B 1enoM. Ero m3marart ciemyronum obpazom: «KoHTposb 3a
UCIIOJIHEHHEM TIpHKa3a BO3JlaraeTcss Ha ... (MIOJIHO€ HAMMEHOBAHUE JOJDKHOCTH U
dbaMmIMKy B BUHUTEIBHOM TaJIeXKe).

Ilpukazamu no auynomy cocmagy odopMmisieTcs TmpueMm Ha paboTy,
nepeMelieHre Mo Ciyk0e, YBOJbHEHHE, MPEAOCTABICHUE OTIIYCKOB, OOBSIBICHUE
MOOIPEHNN U T.[I.

B Tekcre mnpukaza Mo JUYHOMY COCTaBy KOHCTaTHUPYIOIIasi 4YacTh MOXKET
OTCYTCTBOBaTh. PacnopsiiurenbHas 4YacTb HAYMHAETCS IJIaroJioM, O0O03HAYarou[uM
nevicteue: HA3HAUUTH, [IEPEBECTU, IIPEJOCTABUTH, OBBABUTH
BIIATOAAPHOCTD, OCBOBOJUTD u T.1. I'narossl neyararorcs ot 0-ro mojaoxeHus
TalynsaTopa.

ConepkaHne TEKCTa HAYMHAIOT Te4aTaTh OT 1-r0 TOJMIOKEHHS TaOyssTopa
(®.1.0 nonHOCThI0, JOIKHOCTh, CTPYKTYPHOE MOpa3eieHHe, COepKAHUE TEUCTBUS

B OTHOIIEHUU JIUIIA, O KOTOPOM HU3AAETCS MPHUKA3).



B mpukasze o npenocTaBiI€HUM OTIYCKAa YKa3bIBAalOT BHJI OTIYCKa, KOJUYECTBO
IPEIOCTABICHHBIX pabouuX THEH U JaThl Hauaja U OKOHYaHHUS OTITyCKa.

B npukaze 06 0cBOOOXKIEHUH OT 3aHMMAEMOM JOJDKHOCTH YKa3blBalOT CTaTblo,
Ha OCHOBAHHMH KOTOPOU MPOBOJUTCS YBOJIbHEHUE.

Ilocne TekcTa mUUIETCS OCHOBAHME IUIA M3JAaHMs NpHKaza oT 0-ro mosoKeHus
TalysTopa.

Pacnopsascenue — 310 IPaBOBOU aAKT, U31ABAEMBIH 110 ONIEPATUBHBIM BOIIPOCAM
Ha npeanpuatuax. OHO UMEET OrPaHUYEHHBIN CPOK JEHCTBUS U KacaeTcs y3KOro Kpyra
JOJDKHOCTHBIX JIULL, TPAKIAH U CTPYKTYPHBIX MOAPa3AEICHHI.

TekcT pacnopspKeHHsT MMEET Te€ K€ pasdesbl, 4TO W IPUKA3 IO OCHOBHOMU
NEATEIbHOCTH, TOJBKO B  PAaCHOPSAMTEIBHOM  YacTH  MCIIOJIB3YETCs — IJIaroJl
«ITPEJIJTAT AFO».

4. TIOPAAOK BBIITOJIHEHM A PABOTDI

4.1. O3HaKOMIJICHHE C 3aJaHUEM.

4.2. O3HaKOMJIEHHE C OOIIMMH U TEOPETUUECKUMU MOJIOKEHUSAMU 10 TEME
IIPAKTUYECKOIO 3aHATHS.

4.3. OdopmieHne TOKYMEHTOB 1 TTOKa3 UX MPETOIaBaTEIIIO.

5. BOIIPOCBI JJIA1 IIOBTOPEHUA:

5.1.Kakue 10KyMEeHTBI OTHOCATCS K paCIOPSIUTEIbHbBIM?

5.2. Kak cTpouTCs TEKCT KOHCTAaTUPYIOLIEH U PacCOpAAUTENBHOM YaCTH IPHUKA3a 110
OCHOBHOM J€ATEIbHOCTH?

5.3. Kakue riarosisl HCIOJIb3YOTCS B PACIOPSIUTEIBHON YacT MPUKA30B 10 TUYHOMY
coctaBy? UTO cOAEpKUTCS B TEKCTE MPUKA30B 1O JUYHOMY COCTaBY?

5.4. HazoBuTe pEKBU3UTHI PACIIOPSKEHHUS.

6. IOMAIIHEE 3AJTAHUE

6.1. OdopmMuTh OTYET.

Bapuant 1
3aoanue Ne 1

OdopmuTte mpukas 1Mo OCHOBHOM JCSTEIHHOCTH.



JlaHHBIE 17151 COCTABJICHHMSI IPHKa3a [0 OCHOBHOM JIESITEIBHOCTU:
KoHcratupyromas yacte TekcTa: B nensx coBepiieHcTBoBaHus AesTenbHocTr AO
" " 1 B COOTBETCTBUM C PEIICHUEM aKIIMOHEPOB OPraHU3aIINH.
PacnopsauTenbHas 4acTh TEKCTA:

- cO34aTh OTAEJI MAPKETUHTA;

- pa3paboTarhb MoJ0KEeHUE 00 OT/AeNIe MAPKETUHIA;

- BBECTHM B LITATHOE PacCHMCaHUE anmnapara OpraHu3aluu CJIeIyomue N3MEHEHHMS:
100aBUTH B COCTAB CIIy>KObI MapKeTUHTa | MTaTHYIO €IMHUILY - HAYaJIbHUK OTJeJa
MapKEeTHHTa C TOJKHOCTHBIM okaoM 30 000 pyOreit, 3 mTaTHBIX €IUHUIBI —
MEHEKEP - MAPKETOJIOT ¢ JOKHOCTHBIM oKianoM 15 000 pybnei;

- YBEIIMUUTH MeCAUHbIN (poH oriaTel TpyAa Ha 75 000 pyoOsiei.

3aoanue Ne 2

Hcnonb3ys nanHbie 6a30BOTr0 MPEANPUATHS, COCTABbTE U OPOPMHUTE MPUKA3 O
npueMe Ha paloTy.
3aoanue Ne 3

Odopmure pacniopspkenne «O rpaduke oTnyckoB Ha 20 1.»

Tekcr:

1. PykoBoguTensiM CTPYKTYPHBIX MOJAPa3I€IECHUN NPEIOCTaBUTh UHCIIEKTOPY
OT/ieNia KaJpoB CIUCKU PAOOTHUKOB C YKa3aHUEM MPEJINOIaraeMoro cpoka ouepeHoro
ormycka B 20 T.

2. Uncnekropy otaena kaapo @.M1.0. coctaBUTh CBOAHBIN rpaduK OTIYCKOB
pabOTHUKOB npeanpusaTus Ha 20 . ¥ NpeaCcTaBUTh MHE Ha yTBepxkaeHue. Cpok
npeocTaBleHus: CBOIHOTO rpaduka — 10 suBaps 20 1.

HCI[OCT&IOHII/IC PEKBHU3UTLI AOMMUIIUTE CAMOCTOATCIIBHO.

Bapuanr 2
3aoanue Ne 1

CocraBbTe 1 0)OpMHTE NMPUKA3 IO OCHOBHOM JESITEIILHOCTH.
3aoanue Ne 2

Hcnonb3ys ganHbie 0a30BOr0 NPEANPUSTHS, COCTaBbTE U O(POPMUTE MPHUKA3 O



MPEAOCTaBICHUU OTITyCKa
3aoanue Ne 3
Hcnonb3yst nanHbie 6a30BOT0 NPEANPUATHS, COCTaBbTE U 0(DOPMUTE MPUKaA3 00

YBOJILHEHUU C paOOTHI IO COOCTBEHHOMY KEIaHHUIO.



[TPUJIOKEHME 1
HAMMEHOBAHUWE OPT'AHU3ALINUU
CripaBouHbIe JaHHbBIE 00 OpraHu3anuy (MHAEKC
MPEANPUATHS CBSI3H, IOYTOBBINA ajpec, Ne

tenedoHa, ¢pakca u T. 1.

ITPUKA3

00 00.0000 Ne 00
MECTO COCTABJICHUS

3aroJ0BOK K TEKCTY HAUMHAETCS

C mpcajiora «o», OTBEYaCT Ha BOIMMPOC «O YCM>»

B koHcTaTtupyromiei 4yacTu M31araroTcsi OCHOBAHMS, IICJIH, MOOYIUBIINE PYKOBOJCTBO
OpraHu3aIy W37aTh NMpHKa3. B HEKOTOPBIX Ciydasx, KOTJla OCHOBAaHHWS OYEBH]IHBI,
KOHCTATHPYIOIIas YacTh OnmycKaeTcs. PacropsauTenbHas 9acTh HAYMHAETCS CO CJIOBA

IMPUKA3BIBAIO:

1. B Hayasie nmyHKTa NpUBOJAUTCS HAMMEHOBAHUE NOKHOCTU UcnionHuTeNs, ero @. 1.0., unu
HaWMEHOBAaHHE CTPYKTYPHOTO TMOJpa3zeiicHus (B JaTEIHHOM ITaJIe)kKe), 3aTeM YETKO H3JIaraerTcs
coJiepKaHUE TpeAJIaraeMbIX JCUCTBUN (HAYMHAETCS C TJjaroja HeompeneaeHHON (opMbl) U
YKa3bIBA€TCSl CPOK UCIIOJIHEHHUSI.

2. CrpykTypa NOCIHEAYIONIMX IYHKTOB aHanorumuHa. [IyHKTBI MOTryT pa30uBaThCs Ha
moanyHkTel (1.1, 2.3 u T. n.). B oTmenpHBIX cioydasx TEKCT MOXET MPEACTABIATHCS B BHJIC
TaOJIUIIBL.

3. B mocieaHeM myHKTE MNpHUKa3a MPUBOIUTCS YyKa3aHHE O KOHTPOJIE 33 HCIOIHEHUEM
npukasa: KoHTpob 3a UCIIONIHEHHEM IIPHUKa3a BO3JIOXKUTH HA... (YKa3bIBaeTCs 1OJKHOCTh, D.1.0.
WM HAaUMEHOBAHUE CTPYKTYPHOTO TOAPA3ICIICHNUS ).

HaunmenoBaHnue TOKHOCTH

PYKOBOJIHUTEINS (moamucek) N.0.®amunusa

Bussl 3auHTEepecoBaHHbIX JIKL J{OTKHOCTD
noanuck W. O. pamunms

00.00.00



[MPUJIOXXEHUE 2

[IpodeccronanpHo-TexHUUecKoe yuumuiie Ne 10

BBITTMICKA U3 TITPUKA3A
00.00.00
Ne 00

r. bpsiHCK
«O6 obecnieueHnr TPOTUBOMOKAPHOI
0€30IaCHOCTH U YCHIJIEHUH OXPaHbI

B NIEPUOJ NIPA3THUYHBIX JTHEWN

B OeIax oOecrneueHus HpOTPIBOHO)K&pHOfI 0e301acHOCTH U YCHUJICHHUA OXpPaHbl B

nepuo Npa3JHUYHBIX THEH 1 u 2 mas T.
[TPUKA3BIBAIO:
4. BceM coTpyaHUKaM yUUJIMIIA 110 okoHYaHuu paboTel 30.04. nudHO

npoBepuTh coctosHre TCO u 3neKkTporpudopoB B KaOMHETaX U CIaTh KaOMHETHI

3aMECTHUTEIIO TUPEKTOpa MO yueOHO-NIPOU3BOICTBEHHOM padote 10 15.00.

JupexTop yunnuiia [Toanuck N.O0.®amunus
Bepno
Cexkperapb [Tonnuce N.O0.®amunus

00.00.00



INPAKTUYECKOE 3AHSITUE Ne 4

«Cocrasienue u oopMiIeHHE CIPABOYHO-MH(POPMAIMOHHBIX JOKYMEHTOB
Tema: CipaBoYHO-UH(POPMALMOHHAS JOKYMEHTALMS
Hean: OBnageTh yMEHUSIMU W HABBIKAMH TIO COCTABJICHUIO CIIPABOYHO-UH(POPMAITMOHHBIX
JOKYMEHTOB U UX O(OPMJIICHHIO.

[Tpo10IKUTENBHOCTD 3aHATHI: 4 Yaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECITEUEHUE:

1.1. MuauBUyanbHbIE 3a/1aHUS

1.2. Meroauyeckure peKOMEHIAIUHY O BBIMOJIHEHUIO MPAKTUYECKOTO 3aHITHS

1.3. Jluneiiku, pyuku, Oymara

2. JIMTEPATYPA:  bacakoB M.U. JlenonpousBoactso (JlokymeHTallMOHHOE
obecrieuenue ynpasnenus): yaueOuuk /M.U. bacakos, O.U. 3ampinikoBa. — PoctoB u//1;
®enmukce, 2017
3.  OBLIME TEOPETMYECKHME [IIOJIOXKEHMA  TIO  BBHIOJIHEHMIO
[TPAKTUYECKOI'O 3AHATUA:

Poccuiickue rocynapCTBEHHbIE OpraHbl  BBINOJHSIOT — PacHOpPSIUTEIbHBIC
GYHKIIMA TI0O OTHOIIEHUIO K HWDKECTOSIIMM (MOJMYMHEHHBIM) U UCIOJHUTEIBHBIE 10
OTHOIIEHUIO K BBIIIECTOSIIUM YUPEXKICHUIM U JTUIAM.

JIOKyMEHTHpOBAaHUE PA3JIUYHBIX CBSI3€H W OTHOIIEHWA C TIOAYMHEHHBIMHU,
HIDKECTOSIIMMU OPraHU3alUSAMUA U OTIEJIbHBIMU JIULIAMH, OCYIIECTBIISIETCS C TMOMOIIIBIO
JOKYMEHTOB OOILIEro MOpsiika — MUChbMA, TEJIErPaMMbl, MPOTOKOJbI, CIPABKH, AaKThI,
JOKJIATHBIE ¥ OOBSICHUTEIBHBIC 3aIHCKU H T.]I.

B cocTaB cipaBoyHO-MH(DOPMAITMOHHON JOKYMEHTAIIUH BXOJIST:

1. TIpoTOKOIBbHBIE TOKYMEHTHI (IIPOTOKOJ, aKT);

2. JIokyMeHTBI TiepeiaBacMble 10 KaHajlaM CBSI3U (Tenerpamma, TenedoHorpamma,
CITy>ke0HOE TTCHMO);

3. CnpaBoyHble JOKYMEHTHI (3asBJICHUE, AOKJIAaHAs 3alKCKa, OOBSCHUTEIIbHAS
3aIlCKa, CIPaBKa, pacIuCKa).

Ilpomokon  ukcupyer xom OOCYXIEHHS BOIPOCOB HAa COOpPaHMSIX, COBEIIAHUSX,

3aceganusix. Ilo cmoco0y W TMONMHOTE 3amucu MOTYT ObITh CTEHOTrpahuiecKumy,



KOHCIIEKTHBHBIMHA M KPaTKUMH. B 3aBUCHMOCTH OT MOJTHOTBI OCBEILEHHS XOAa 3acEHaHus
MPOTOKOJIBI MOTYT OBITh KpaTKUMH M TOJHBIMU. JlaToil mpoToKoma sBiseTCsl 1ara
3ace/laHusl KoJlerHalibHOro oprana. Hymepaiius Beaercst B npejeniaXx KajleHAapHOro roja.
3aroIoBOK POTOKOJIa — HA3BaHHUE KOJUIETHAIBHOIO OpraHa.
TekcT NpoToKOIa COCTOUT:
v’ 8600Has uacmeo
- IpeiceaTelNb
- CEKpeTaphb
- COCTaB MPUCYTCTBYIOMIHX (B ajI(haBUTHOM TIOPSIIIKE)
- moBecTka aHs (mewaraercs oT (-ro TOJOKEHUs TalyssITOpa, IMyHKTHI HYMEPYIOTCS
apabckumu 1udpamu)
v’ ocnoenas uacmo

Ctpoutcsi B COOTBETCTBUH C BOMpOCaMH MOBecTKU AHA. [locTpoeHue 3amucu oocyKaeHus
KaKaoro Bompoca ocyimecteisiercss no cxeme: CIIVIIAJIM — BBICTYIIJIN —
[TOCTAHOBUJIN. Ilepen cnoBoMm cTaBsIT HOMEp mnoBecTkM IHs. Ilocne crnoBa craBst
nBoetoure. MHunmansl M QaMuivio JOKJIAAYuKa MUIIYT B MMEHHUTEILHOM Majeke U
3alMCHIBAIOT W3JI0)KEHUE COJIEPKAHUE  BBICTYIUICHHMS. [IpoTokonm mnoANMCHIBAaETCA
NpeACeaaTeNIeM U CEKPETAPEM.

[TpoTokonbsl OGOPMIISIFOT Ha OOIIMX M CHEMUAIbHBIX OJlaHkax ¢opmara Ay
(mpunoxenue 1).
AKm pesusuu Kaccol
PeBu3us kaccel POBOAMTCS B OMPEAETICHHBIX CIYYasX, K 3TUM CIIy4asM MO>KEM OTHECTH:
- CMmeHa MarepuallbHO OTBETCTBEHHOI'O JIMIA, KOTOPBIA HEMOCPEACTBEHHO OTBEYAET 3a
Kaccy;
- ITpu 0OHapyKEHUH Kpasky IEHEXKHBIX CPEACTB MJIM KaCCOBBIX IOKYMEHTOB U3 KaCChl;
- [Ipu muKBUAALIMY TPEANPUSTHS U €€ PEOpraHr3alig;
- [lepen popmupoBaHreM TOI0BOM OYXTranTepcKol OTYETHOCTH;
- Ecyn mponsonum, Kakue-To 4Ype3BblYaiiHble IPOUCIIECTBUS.

AKT peBU3MHU COCTABJISIETCS PEBU3MOHHOW KOMHCCHEM HAa OCHOBAHWU PE3YJIHTATOB

NPOBEJICHHOMN MPOBEPKU Kacchl (PUIIOKEHHE 2).



Ecnu npoBepka mpoBoaUTCS BHYTpU (PUPMBI, TO ISl 3TOIO MEPOIIPUSATHS CO3/AAETCS
KOMHUCCHSI B COCTaBe He MeHee Tpex d4enoBeK. OOBIMHO B HEE OTAENbHBIM MPUKA30M
JMPEKTOpa BKJIFOYAIOTCS OyXrajatep, NpeACcTaBUTENb PYKOBOACTBA, HAYAIBHUK OJHOTO U3
CTPYKTYPHBIX NOJPA3AEICHUN OpraHusalyyu. MarepraabHO-OTBETCTBEHHBIM COTPYAHMK
NP 3TUX JIEHCTBUSX TAKXKE IOJDKEH MPUCYTCTBOBATH, OJTHAKO B KOMUCCHIO
OH HE BXOJIUT.

Tenegonocpamma

[lepenaya paznuyHbIX COOOILEHHI B MpeAenax JEUCTBUS CBSI3U 3HAYUTENILHO YCKOPSIET U
YIIPOILAET MPOLECC MePeavr CPOUHON UH(POPMAIHH.

[Tpu nepenaye TenepoHOrpaMMBbI CIeIyeT IPUACPKUBATHCS CIACAYIOMIMX PEKOMEH AN

- TIepe/iaBaTh KPaTKyI0 U CPOUHYIO0 MHPOPMAIUIO

- IPOBEPSTH MPABWIILHOCTH 3aITUCH TIOBTOPHBIM YTCHUEM

- TEKCT HE JIOJDKEH BKJIIoUaTh Oosee 50 ciioB

- TeneoHOrpamMma JI0JKHA ObITh JATUPOBAHA U TIOJKMCAHA JTULIOM, OT UMEHH KOTOPOTO OHA
HepeacTcs.

CocraBisieTcss B OJHOM DK3EMIUISIpE, TOMANUCHIBAETCS PYKOBOAUTENIEM WM
OTBETCTBEHHBIM ucTonHuTeneM. [yt odopmiieHns wucnoib3yercst Omanku ¢opmara As
(mpunoxxkenue 3).

Cnysceonoe nucomo

OCHOBHBIM CPEJICTBOM YIIPABICHYECKON KOMMYHHUKAIIMA CIyXaT MHCbMA.
[lepenucka 3aHuMaeT B 001eM o0bemMe AOKYMEHTaluu yupexjaeHus 1o 80%. Bumabl
JICIIOBOM TEpenucK W HMX Ha3BaHUs (MHUCHhMO, TeJlerpaMma, TelleKc, (akcorpamma
(paxkc), TenedonorpamMma) onpeaeIIOTCS CocodaMu Tepeaadun AeI0Boi nHpopMaIuy,
KOTOpbIE TOJPAa3JEsAOTCd Ha JBa OCHOBHBIX BHJA - MOYTOBAs CBS3b M DJIEKTPOHHAsS
CBsI3b (MpuJioKeHue 4).

ConepxaHueM MEpPernucKd MOTYT ObITh 3alpoChl, YBEIOMJICHHUS, COTJIAIICHHUS,
HAllOMUHAHUs, TPEOOBAHUS, PA3bSICHEHUS, MOATBEPKICHUSI, TPOCHOBI, PEKOMEH IalluH,
TapaHTuy U T. 1.

B 3aBHCHMMOCTH OT TMIIA TUCbMA U €T0 COJIEPXKAHUS TEKCT MUChbMa MOXKET OBITh

IMPOCTBIM HUJIM CJIOKHBIM.



[IpocThle mUCbMa COCTOAT W3 OJAHOM - JBYX YacT€d - BCTYIUICHHS W 3aKJIIOYCHUSI.

CnokHble THMCbMa COJEpKaT: BCTYIUIEHWE, OCHOBHYIO 4YacTh ([OKa3aTeNIbCTBO),

3aKJIIOUCHUE.
Bce nmuceMa MOXKHO pa3faenuth no pyHKIHOHAIBHOMY MTPU3HAKY HA JIBE TPYTIIbL:
1. MaunmatuBHbBIE (3a1IpOC, MPOCch0a, MPETEH3MOHHOE MTMChMO, HATTIOMUHAHUS )
1. OtBetHBIe (MHPOPMAIMOHHO-PA3bICHUTENBHBIC, MHUChMa-3apelieHHs], TUChMa-
pas3pelieHus, COnpoBOAUTEIbHbIE TUCHMA)

Kaxxapiii Buj opuinaibHOTO MMChMa UMEET CBOIO SI3BIKOBYIO (DOPMYITY.
3asenenue ohopmIsieTCst IMIHO PAOOTHUKOM OT PYKH B MPOU3BOJIBHON (opMe, Moaaercs,
KaK MpaBWJIO, HA MMs TEPBOTO PYKOBOIUTEINS Ul MPHUHATHA pelieHus. B 3asBreHun He
NPUHATO THCATh TPEJIOT «OT», a TaK JK€ YINOTPeONsATh apXaw3Mbl (3apaHee  Bam
NpU3HATENeH, MPOILY HE OTKa3aTh U T.1.). 3asBJICHHUE C PE30IOLMEH SBIIETCS OCHOBAHUEM
JUIL W3aHus  pacropsimutenbHoro aokymenta. Odopmusiercss Ha dopmare Asg, 9TO
obecrieunBaeT 0 JHOGOPMATHOCTh JJOKYMEHTOB JINYHOTO JIENa.

Jloknaousle u o00vAcHUmMenvHble 3anucku ObIBaIOT BHYTPEHHUMH U BHEIIHHMHU.
OdopMIISIFOTCSI pYKOITUCHBIM CITIOCOOOM Ha Oymare popmara Ay.
JloknajHas 3amucKa COACPXKUT — OOCTOSATENIbHOE HW3JIOKEHHE BONpPOCa C BBIBOJAMHU U
NpEeIIOKEHUSMH COCTaBHUTENS. B 00BsICHUTEIbHOM 3amucKe paOOTHUK OOBSICHSET IPUYHHBI
HEBBITOTHEHUSI KaKOTO-TMO0 pPaCIOpsHKEHHSI, MHCTPYKIIMK, YCTHOTO YKa3aHHWS, a TaK JKe
HapyIICHHS MPaBUJIL.
4. ITIOPAIOK BBITIOJIHEHU S PABOTBI

4.1 O3HaKOMJIEHHE C 3aJaHUEM.

4.2.03HakOMJICHHE C OOIMMU U TEOPETHUYECKUMHU TMOJIOKEHUSIMH 10 TeMe

IPAKTHYECKOTO 3aHSATHSI.

4.3. OdbopmiieHre TOKYMEHTOB M TIOKa3 WX MPETOaBaTENIo.
5. BOITPOCHI JIA ITIOBTOPEHU A:

5.1.Kakue 1oKyMeHTBI OTHOCSITCSI K CIIPaBOYHO-UH(POPMAITUOHHBIM?

5.2. HazoBuTe cOCTaBHbIE YACTU MPOTOKOIA U UX COJIEpPKAHUE.

5.3. Kakwe cnpaBoyHO-WH(OPMAIMOHHBIE TOKYMEHTHI MOTYT O(GOpPMIISITHCS Ha

dbopmare As?



6. JOMAIIIHEE 3AJTAHUE

6.1.0dbopMuTh OTYET.

Bapuanr 1
3aoanue Ne 1

CocraBbTe 1 0OpMUTE TPOTOKOI OOIIETO COOpaHUs aKIIMOHEPOB.
[ToBecTka nHsA: OO yBENMYEHHH YCTAaBHOTO KaIUTAJIA.
CJIIVIIAJIN: C npennmokeHueM 00 YBEJIWYEHMHM YCTAaBHOTO KamuTania OOIIEeCTBa.

[TOCTAHOBWJIN: VYBennuuTh yCTaBHOM KamuTan oOIIecTBa Ha

pyoneit. TOJIOCOBAJIN: «3A» - rojiocoB, «I[IPOTUB» - rOJIOCOB,
«BO3EPXAJIMCb» - rOJI0COB.
3aoanue Ne 2

CocTaBbTe IOKJIAHYIO 3alIUCKY B aJpeC PyKOBOAUTEINSI OpraHU3allud O TOM 4TO, OTIEN
OCHAIIIEH KOMIIBIOTEpAMHU YCTApEBIIUX MOJENIed, MHOTHME€ M3 KOTOPBIX HMEIOT
HEHAJeKHbIE SKCIUTyaTallHOHHBIE KAayecTBa, YTO, B CBOKO OYEpPE]b, OTPHULATEIILHO
CKa3bIBaeTCs Ha paboTe OTeNa.
3aoanue Ne 3
CocraBbTe TenedoHOrpaMMy B aJpec NPEANpPHUsATUS O TOM, UTO B CBSI3U C MPOBEJACHUEM
pabot Ha raszomnpoBojie cpeanero aamiaeHus 00.00.00 Oymer mpekpalieHa Ha CYTKH
nojlaya raza Ha o0bekT. Hemocraromue pekBU3UThI COCTaBHTE CAMOCTOSTEIBHO.
3aoanue Ne 4
CocTtaBbTe U 0OPMUTE OTBETHOE MHUCHMO.

OTtkpriToe akimonepHoe oomiectBo «PEKOP[]»

V. lentpanshas, a. 14, r. Boponex, 456789

p/c 78900987654321234567 B 6anke «Poccuiickuii kpeauT»

k/c N2 89765689456534543212, BUK 456321908

23.04.2010 N2 45

Ha N2 01/56 ot 06.04.201 .

Texunueckomy nupekropy OO0 «Dopmynan

[lo Bameit mpochOe HampaBisieM BaM MPANWC-TUCTHI HA IIEHHI KOMILJIEKTOB



TOProBOro 00OpYyZOBaHMS, a TakXKe HOBBIE peKJIaMHble mpocnekTel. [lpu
MOJIOKUTEIBHOM ~ PEIIEHUH BOMpOcCa O 3aKylKe TOProBOro  0OOPYJIOBaHHUS
COOTBETCTBYIOIIME JOKYMEHTHI JOKHBI ObITh HAIPABJIEHBl HAYAJILHUKY OTZENa cObITa
Hrnarosy B. II.

Hauvanenuk otnena mapkerunra U. 1. Pynenko.

Bapuant 2
3aoanue Ne 1

CocraBbTe 1 0OPMHTE aKT PEBU3UHU KACCHI.

Komuccueit, Ha ocHoBanuu npukasza Ne 256 ot “30” Hos6ps 2019 roga, B mpUCyTCTBUH

paboTHHKa, OTBETCTBEHHOTO 3a BejeHue Kacchl Cene3HeBod Mpunbl IleTpoBHHBI,

npoBeeHa peBusus kaccol npeanpusatus OO0 «3edpup» mo coCcToAHUIO Ha “2” nekaldpst

2019 ropa. B pesynbTaTe NpOBEACHHOW PEBU3MH YCTAHOBJIEHO cieaytomiee: OcraTok

HaJIMYHBIX JICHEXKHBIX CPEACTB B Kacce MO cocTosiHuio Ha “2” aexadps 2019 rona

cocrtasisieT 100 565 py6uneit. ObHapysxeHa HepocTaua B pazmepe cocraisieT 00 pyOneit

00 xomeek. akTUYECKUM OCTATOK HAJUYHBIX JICHEKHBIX CPEACTB B Kacce [0

coctosiHUIO Ha “2” nekabps 2019 roaa cocrasnser 100 565 pyoineit.

3aoanue Ne 2

CocraBbTe 1 0OpMHUTE 3asBJICHUE O MPEAOCTABICHUN OTIIYCKa.

3aoanue Ne 3

CoctaBbTe 1 0OpMUTE OOBSICHUTENIbHYIO 3aIIUCKY O Mponycke Bamu 3aHsATHI.

3aoanue Ne 4

CocTtaBpTe 1 0OPMUTE MUCHMO-TIPUTIIAIIICHIE B COOTBETCTBUU C MPAaBUIIAMH.
BricTaBouHBI 1EHTp, pacmoyioKeHHBbId Mo ajpecy: Tr. Open, MOpOCHEKT

AungponoBa, 23, TPOBOAWT BBICTABKY-SPMapKy TOBApOB HAPOAHOTO MOTPEOICHUS

«Ocenb-201 » 1 npocut noareepauTb AO «Ypoxkail» uX y4acTUe B BBICTABKE SIPMapKe

U BBICJIATh MMEIOUIMECS MPOCHEKTHl U MaTepualibl JUisi 0GOpMIICHUS TEMaTHYECKOTO

crenaa. [lucemo moanucan pykooaureins npoekra B. [I. UecHOKOB.



[MTPMJIOXKEHUE 1

5

ITPOTOKOJI

10 11

13

17 (bopma 3acenanus)

[Ipencenarens: N.O.®amunus

Cexkpetaps: N.O0.®amunus

IIpucyrcrBoBanu: (1.0.®amuins Uiy NpuIaraeTcsi CUCOK
IPUCYTCTBYIOILKX )

ITOBECTKA JJHA:

1. ITepBerit Bompoc (popmynupoBka). Jloknaaunk (HAUMEHOBAaHKE TOJDKHOCTH, (haMuUIHs,
HMsl, OTYECTBO).

2. Bropoii Bonpoc (dhopmynupoBka). Jloknaauuk (opopmiIeHHE aHATOTUYHOE).

1. CJOIVIIAJIA:

®amunus 1.0. - kpaTkoe WM pa3BepHYTOE U3N0KEHHUE COAEpKaHus (OT MEPBOro
JUIIQ).

BBICTYIINJIN:

®amunus N.0. - uznaraercs cojepkaHue BhICTYIUIEHUS (Toce GaMUiiyu MOXKET
OBITh MPUBEIEHA TOJKHOCTD BBICTYIAIOIIETO).

[TOCTAHOBWIJIN:

1.1. Uznaraercsa popMmynupoBKa MOCTAHOBJICHUS 10 IEPBOMY BOIIPOCY -
yKa3bIBAETCs ICUCTBUE B HEoNpeaeneHHO! popme (MOPYyUUuTh, OpPraHu30BaTh U T.11.),
UCIIOJIHUTENb (JOHKHOCTHOE JIMIIO, CTPYKTYPHOE MOAPAa3/iesieHUE), CPOK UCTIOTHEHUS.

1.2. AHanoru4Ho opopmiIseTcss MyHKT BTOPOH MOCTAHOBJICHUS IO TIEPBOMY
BOIIPOCY.

2. CJIVIIAJIMA:
Odopmienre BTOPOro BONpoca MOBECTKU JHS CTPOUTCS aHAJIOTHYHO MIEPBOMY.
[Ipencenarens (moamnucs) N.O0.damunus

CexpeTapb (moamuce) N.0O. ®amunus



5

8

AKT

10 11
PEBHU3UU KACCHI

OcHoBanue:

[MTPMJIOKEHUE 2

CocTaB KOMHUCCHH:
[Ipencenarens:

YiieHbl KOMUCCHUH:

TOKHOCTD, 1.0.damunus
TO0MKHOCTD, 1.0.damunus

O KHOCTD, 11.0.Damunus

[IpucyrcTBOBaNM: JIOJDKHOCTh MAaT€PUAIBHO OTBETCTBEHHOTO JINIIA,
N.O0.®amunus
« » r'. KOMUCCHEN IpoBeIeHa peBru3us Kaccel. [lo mroram

IIPOBEPKHU YCTAHOBJIEHO:

1. Ilo yuyeTHBIM JaHHBIM B Kacce JOHKHO OBIThH

2. daxkTudecKku B Kacce OOHAPYKEHO

(cymma)

(cymma)

3. YderHble TaHHBIE COBMAAAIOT (HE COBMAJAIOT) C (DAKTHUECKUM HATHUUEM.

CocraBiicH B ABYX JK3CMILJIsIpax:

1-i1 B Oyxranrepuio;

2-i1 B KaHIIEJSIPUIO.
IIpencenarens

YJieHbI KOMUCCUN

[IpucyrcTBOBa (a) Mpu

COCTaBJICHHUHU aKTa

IIoAIInuCh
IoAIInuCh

MIOJIIUCH

MOJITHUCH

N.0.®amumnus
N.0.®amumnus
N.0.®amunus

N.O.®amunus



[MTPMJIOXKEHUE 3

HANUMEHOBAHUWE OPI"’AHU3 AL 15

TEJIE@OHOI'PAMMA
10 11

17

TEKCT TEJIE®@OHOI'PAMMEI (ue 60mee 50 cioB)

J10JDKHOCTD (moamnucs) N.O.Damunus
[Tepenana: cekperapp ©.1.0. [Tpunsina: cexperaps O@.1N.0.
ten. 000 00 00 ten. 000 00 00

Bpewms nepenauu: 00 yac. 00 MuH. Bpems npuema: 00 gac. 00 muH.



Pocapxus

DenepalibHOE OIOHKETHOE YUPEIKICHHE
"Bcepoccuiickuii Hay4yHO-
HCCIIEA0BATEIbCKUN UHCTUTYT
JIOKYMEHTOBEJICHUS M apXUBHOTO jiena"
(BHUUOA)

[Tpodcoroznas yi., 1. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
WHH/KIIIT 7708033140/771001001
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[TPMJIOKEHUE 4



IMPAKTUYECKOE 3AHSITUE Ne 5
«CocraBienue u 0popMIIeHHE TOKYMEHTOB 10 TPYAOBBLIM MPABOOTHOIIECHUSIV))
Tema: JokymMeHTAIMS 110 TPYAOBbIM MPABOOTHOLICHUAM
Hean: OOecrmeunTh 3aKpeIICHUE TEOPETUYCCKUX 3HAHWKA W TIPUBUTHE HABBIKOB B
COCTaBJICHUH JIOKYMEHTOB ONPEAEISIONIUX TPYI0BbIE IPABOOTHOIICHUS
[Tpo10IKUTENBHOCTD 3aHATHI: 2 Yyaca
1. MATEPUAJIBHOE N TIOKYMEHTAJIbHOE OBECITEYEHUE:

1.1. MuauBUyanbHbIE 3a/1aHUS

1.2. Meroauyeckre peKOMEHAIUY O BBIMOJIHEHUIO MPAKTUYECKOTO 3aHITHS

1.3. Jluneiiku, pyuku, Oymara
2. JIUTEPATYPA:

2.1. bacakoB M.MU. enonpouszBoactBo (JlokymeHTallMOHHOE OOecreyeHue
ynpasienus): yueonuk /M.U. bacakos, O.W. 3ambirikoBa. — PoctoB H//]: ®denuke, 2017
3. OBLIME TEOPETMYECKHME [IIOJIOXKEHMA  TIO  BBHIOJIHEHMIO
[TPAKTUYECKOI'O 3AHATUAL:

PacniopsiauTenbHas A€SITENIbHOCTh OPTaHOB YIIPABJICHUS 3aKII0YAIOTCA B TOM, YTO
OHU 3aHMMAIOTCS MOJAOOPOM M PACCTAHOBKOM KaJpoB, M3JAIOT psi JOKYMEHTOB,
HEO0OXOAMMBIX TpaXKJIaHaM MPU OCYIIECTBICHUN UMHU MIpaBa Ha TPY/.

JlokyMeHTaIus 10 JIMYHOMY COCTaBy BEJIETCA C MOMEHTA MOCTYIUJICHUSI TpaxaaH
Ha TPEANpUsITAE, K HUM OTHOCSTCS JOKYMEHTBI: TPYAOBBIE JOTOBOPHI, MPHUKA3bl IO
JUYHOMY COCTaBY, 3asiBJICHUS, XapaKTEPUCTUKU, TPYAOBbI€ KHUKKH, JTUUYHbIE KAPTOUKU
U T.J.

OCHOBHBIM JOKYMEHTOM IO YYETy JMYHOTO COCTaBa B YUPEKICHUM SIBISETCA
JUYHas KapTouka paOoTHUKA. Bce 3ammcu B HEW JOJKHBI OBITH JOKYMEHTAJIbHO
000CHOBAHBI.

OcHoBHOI (opmoOIl peannzanuu TpaBa Ha TPy SBISETCS 3aKIIOYCHHUE
mpyo006020 0020680pa (KoHmpaxkma) B opraHuzanuu (npuioxexue 1).

Ankema 3anonHsieTcsi paOOTHUKOM COOCTBEHHOPYYHO MpH O(OpPMIIEHUH Ha
npeanpusatve. JlaHHble BHOCSATCS Ha OCHOBAaHUM JOKYMEHTOB, IIPOBEPSIOTCS

CIELUAJIMCTOM I10 KaJpaMm, 3aBEPSAIOTCS NOAIMUCHIO U MEYaThIO (IPUIIOKEHUE 2).



Xapakmepucmuka — 3T0 oO(UIMATBHBIA JOKYMEHT, KOTOPBIA BBIJAET
aJIMUHUCTpALUS YUPEKICHHUs] CBOEMY paOOTHHUKY P PEIlIeHUH psiaa BONpocoB. B Hel
IPUBOJUTCS. OT3BIB O CIIy’)KEOHOW, OOIIECTBEHHOW NESITEIbHOCTH pabOTHHKA, OLIEHKA
ero JIeJIOBBIX U MOpabHBIX KauecTB. Odopmisiercs Ha popmare A4 (puiiokenue 3).

B Tekcre xapakTEpUCTHUKKM MOXHO BBIICIUTH JIOTUYECKU CBSI3AHHBIE MEXKIY
co00# COCTaBHBIC YACTH:

1 yacte — anketHble naHHbie (P.M.0., TOIKHOCTh, YUYEHYIO CTEIIEHb W 3BAaHUE, O]l
POXJIEHUSI, HALIUOHAJILHOCTh, 00pa30BaHUE).

2 YacTh — JaHHbIE O TPYAOBOM JESATENbHOCTH (IIPOJOJIKUTENBFHOCTh pabOTHl B
OpraHM3aliy, CBEACHHUS O MPOJBMKEHHHM MO CIyXk0e, YpOBeHb MPO(HEeCcCHOHATBLHOTO
MacTepCTBa).

3 4yacTh — COOCTBEHHO XapaKTEPUCTHKA - OLIEHKA JIEJOBBIX M MOPAJIBHBIX KayeCTB
(oTHOlIEHHE K paboTe, ydyacTue B OOIIECTBEHHOW JKM3HMU, IIOBEJICHHE B OBITY,
OTHOIIIEHHUE K KoJIJIeraM 1o padorte).

4 yacTp — 3aKJIIOYUTENbHAS — COJEPKUT BBIBOJ, B KOTOPOM YKa3bIBAETCS HAa3HAUYEHUE
XapaKTEPUCTHUKHU.

Texct xapakrepuctuku wu3naraercss B ¢opme 3-ro smna. [loanuceiBaet
XapaKTEPUCTUKY, KaK IMPaBUIIO, PYKOBOJWTENIh OpraHu3aluu. 3aBepsieTcs repOooBoi
NeYaThIo.

4. TIOPAJOK BBIIIOJIHEHUA PABOThI
4.1. O3HaKOMJIEHHUE C 3aJJaHUEM.
4.2. Os3HakoMJICHHE C OOIIMMH U TEOPETUYECKUMHU TOJOKEHUSIMHU 10 TeMe
IPAKTUYECKOIO 3aHATHS.
4.3. OdopmiieHre JOKYMEHTOB U MOKa3 UX MPEnoaaBaTeto.
5. BOITPOCHI JTA ITOBTOPEHUMA:
5.1. Kakue BUbI JOKYMEHTOB OTHOCSTCS K JOKYMEHTAIIMH 10 JUYHOMY COCTaBy?
5.2. Kakue TOKyMEHThI NpeIbsBISIOTCS MpU MpueMe Ha padoTy?
5.3. UeM OTaM4arOTCA MpPHUKa3bl MO OCHOBHOM JE€ATEIBHOCTH OT MPUKA30B I10

JUYHOMY COCTaBy?

6. JOMAIIIHEE 3AJTAHUE



6.1.0dbopMuTh OTYET.
Bapuanr 1
3aoanue Ne 1
CocTaBUTh U 0OPMUTH PE3IOME.
3aoanue Ne 2
CocTtaBUTh U 0QOPMUTH XaPAKTEPUCTHUKY.
3aoanue Ne 3
CocTtaBUTh U 0QOPMUTH AHKETY.
Bapuant 2
3aoanue Ne 1
CocTaBuTh 1 0QOPMUTDH PEIIOME.
3aoanue Ne 2
CocTtaBUTbh U 0QOPMUTH XaPAKTEPUCTHUKY.
3aoanue Ne 3

CocTaBUTh U OOPMUTH TPYIOBOM TOTOBOP (KOHTPAKT).



[MTPUJIOXEHME 1
TPYJIOBOM KOHTPAKT
¢ paOOTHUKOM
r. « » 201 T

JNIEUCTBYIOIIETO Ha OCHOBaHUU ,
uMeHyeMbli B nanbHenmeM «lIpexmpusite», € OJHOW CTOPOHBI, H TP.
, TACIIOPT: cepus ,
No , BBIJTAHHBIN , TPOKUBAIOLINN TI0 AJIPECY:
, MMEHYEMBIN B
nanpHeimem «Pa0OoTHMK», € Jpyroil CTOPOHBI, MUMEHYEMbIE€ B JalbHEHIIEM
«CTOpOHBI», 3aKIIOYWIM HACTOSAIIMN JOTOBOp, B JalbHeiem «JloroBop», o

HDKECIIEIYIOLEM:

1. HPEIMET JOT'OBOPA

1.1. IIPUHUMAETCS Ha
paboTy Ha MpeANnpUATHE B KAueCTBE ; Ha JOJDKHOCTD

JUIsL  BBIOJHEHWS  TPYAOBBIX  OOs3aHHOCTEU
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2. CPOK KOHTPAKTA

2.1 Kontpakr 3axmovaercs mexnay Ilpennpustuem u PaGoTHMKOM CcpokoMm Ha
roga M JEHUCTBYET C « _ » 201 1. mo «__ »

201 r.; Ha HEOMNpEeNEeJEHHbIA CPOK; HAa BpPEMS BBHIIIOJTHEHUS

paboThl, 00ycoBICHHON HacTOAIUM KOHTpakTOM (HEHYKHOE BBIYEPKHYTH).

3. OBIIME YCJIIOBUA KOHTPAKTA

3.1. 3axmrodas HaAcCTOAIIMI KOHTpakT, PaOOTHHMK NpPUHMMAeT BO BHHUMAaHUE, YTO

[Ipennpustue sBuseTCA .

3.2. UcnionHsisi CBOM HEMOCPEACTBEHHBIE TPYAOBBIE 00S3aHHOCTH B COOTBETCTBUU C

HactosamuM Kontpaktom, PabotHuk Oyner ucxomuth u3z YcraBa (IlomoxxeHus)

[Ipenmpusrus.

3.3. PaboTHuk MOAYUHSACTCS HEIOCPEIACTBEHHO PYKOBOIUTEIIO,

a Takke Jlupexropy

[Ipenmpusrus.

3.4. PalGoTHuk sBIsSETCA TOJHONPABHBIM WIEHOM TPYIOBOTO  KOJUIEKTHBA
[IpeanpusTusi, y4acTBYET C MPAaBOM PEHIAIOIIETO Tojloca B ACSITEIIbHOCTH €ro 00IIero
cobpanus (KoH(DEpeHITUN).

3.5. PabGoTHuk BOpaBe BBICKa3bIBaTh JIMYHOE MHEHHUE TI0 JIIOOOMY BOIPOCY
nesrenbHoCcTH [Ipennpusitus.

3.6. PaboTHUK HMMeeT mpaBo B ciiydyae HEOOXOJAMMOCTH 3HAKOMHUTHLCS C MpaBUIIAMU
BHYTPEHHEro TpyAoBOro pacmopsiaka [Ipeanpusitusi, KOJJIEKTUBHBIM JOTOBOPOM U
TPYAOBBIM 3aKOHO/IATEIHCTBOM.

3.7. PaGoTHHKY rapaHTHpyeTcs OECHpEmsITCTBEHHOE OCYIIECTBICHHE IIpaBa Ha
o0benuHeHue B mpodcoro3. JuckpumuHanus PaOoTHuka B pexXuMe BpeMEHH U
BPEMEHH OT/bIXa, OIJIaTe Tpyda U APYTUX CYIIECTBEHHBIX YCIOBHUSX pabOThl MO
IPUYUHE €T0 Yy4acTus B Mpo(dcoro3e He AOMyCKaeTCsl.



4. OBA3AHHOCTU CTOPOH

4.1. PaGOTHHUK 00513yeTCH:

4.1.1. BBINOTHATH B COOTBETCTBHH CO CBOCH mpodeccueld, CHerralbHOCThIO,
KBaTu(UKAIIUEH (1OJIKHOCTBIO) [ (91 4% {1117 S pabOThI:
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4.1.2. 3a BpeMs JCWUCTBUS KOHTpakKTa JOCTHYb CIEAYIOIIUX pPEe3yJIbTATOB
)

4.1.3. 10GpOCOBECTHO, CBOEBPEMEHHO, Ha BBICOKOM TNMPO(PECCHOHATBHOM ypPOBHE U

TOYHO HCHOJHATH CBOM TPYJOBBIE O0S3aHHOCTH, COOJIIOJATh MpaBUiia BHYTPEHHETO

TpyAaoBoro pacnopsaka Ilpennpusitus, wucmoiib30BaTh Bce pabodee BpeMs IS

IPOU3BOAUTENILHOTO TpyJa, BO3ACPKUBATHCS OT JCHCTBHUM, MEUIAIOMIMX APYTUM

COTPYJHHUKAM BBINOJHATH UX TPYAOBbIE 00SI3aHHOCTH;

4.1.4. 3a00TUTBCS O COXPAHHOCTH OOOPYIOBAaHMS, CHIPhS, TOTOBOW MPOMYKIIMH U

uHOTro umyiectsa I[Ipennpustus, a Takxke COOCTBEHHOCTH APYTUX PaOOTHUKOB;

4.1.5. cBOEBpEMEHHO U TOYHO UCTIONHATH pacnopsixenus Jupexropa [Ipeanpustus u

HEIMOCPEICTBEHHOTO PYKOBOIUTEIIS;

4.1.6. no pacnopsxeHuto Jupekropa npeanpusaTrs BbIE3KaTh B KOMaHINPOBKH;

4.1.7. e pazrnamathk 0e3 corjaacusi HEMOCPEICTBEHHOTO PYKOBOJUTEINS OJIYYEHHYIO

BO BpeMsi pabOThl HAYYHO-TEXHUYECKYID W HHYIO KOMMEPUYECKYID H

KOH(HIEHIUATIbHYIO HH()OPMAIHIO;

4.1.8. HEeMeIJEeHHO CTaBUTh B M3BECTHOCTh aaMuHHCTpanuio Ilpennpusarus o

HapyLIEHUH TEXHOJOTMH MPOM3BOJACTBA, HEBBIIOJHEHUH HOPM TpyAa, Claydasx

XMILEHUs U nopun umyiectna [Ipennpusrus.

4.2. llpennpusitue 00s3yeTcs:

4.2.1. npenocrapnsate PaboTHHKY paOOTy B COOTBETCTBUU C YCIOBUSMHU HACTOSIIETO

KonTtpakra;

4.2.2. obecrieunBath PaOOTHUKY yCIOBUS TPYy1a, HEOOXOAUMBIE JJIsl BBITIOJHEHUS UM

o0si3aHHOCTeW 1O HacTosuieMy KOHTpakTy, B TOM 4YHCIE, NPEIOCTaBIATH B

pacnopsKeHUE COTPYJIHUKA HEOOXOIMMBIE TEXHUUYECKUE U MaTepUalIbHbIE CPEACTBA

B UCIIPAaBHOM COCTOSIHHH;

4.2.3.000pynoBath  pabouee Mmectro PaGoTHuka  ciemyromeld = TEXHHKOM

>

4.2.4. obecrieunBaTh PaOOTHHKA CIEAYIOMICH CTHCIIMANTBHON OJEKION, CIICIHATLHON
00YBBIO u JIPYTUMU CpeICTBaMu W HIMBUYJIbHOM 3aIUTHI
OpPraHW30BaTh HAUICKANIUK  YXOJ 3a OTHMH

CpeACTBaMHu;

4.2.5. cobmoaaTh 3aKOHOJATEILCTBO O TPY/IE U MPaBHIIa OXPaHbI TPY/Ia;

4.2.6. obecrieunBaTh YCIOBUS OIUIATHI TPYyZa, HOPMbI pabouero BpeMEeHH U BpeMEHH

OTAbIXa B COOTBETCTBMM ¢ HacTosAmmM KoOHTpakToM #  JIeHCTBYIOIIMM

3aKOHO/IaTEJIbCTBOM;

4.277. obecneunTs mOBbIIeHHE PaboTHMKOM  KBanMpUKAMK U  poCTa

npo)eCCUOHAIBHOIO ~ MacTepcTBa  3a  C4eT  COOCTBEHHBIX  CpPEICTB B
B TCUCHUE roja;

4.2.8. obecnieunTh COXPaHHOCTh JIMYHOTO MMYILECTBA, HHCTPYMEHTA, TPAHCIIOPTHBIX

CPEICTB pabOTHUKA HA TEPPUTOPHUH MIPEATIPUSITHS;




4.2.9. mpemocTaBUTh aBTOMOOWIb [IJsi CIYKEOHBIX TOE3J0K WM BBHILIATUTDH
KOMITEHCAIIMIO TIPU UCIOJIb30BAHUU ISl CITYKEOHBIX LieJiel JTMYHOrO0 aBTOMOOUJIS B
CJIEIYIOLLEM MOPSIIKE ;
4.2.10.B cmydyae cMepTtu PaGoTHWKA WM HACTYIUICHUS Y HETO WHBAJIUIHOCTU TPHU
UCIIOJIHEHUHM TPYJIOBBIX OO0S3aHHOCTEH NPOJOJDKATh BBHIIUIAYMBATBH JI0 HCTEUECHHS
CpOKa KOHTPAKTa €ro CEeMb€ WM €My CYMMY B pa3Mepe CpeAaHero 3apadoTka,
nosiydueHHoro PabotHukom 3a Bpems paboThl o KoHTpakTy;

4.2.11. cneauth 3a TeM, 4TOObI BHEAPEHUE HOBOM TEXHUKU U OOOpYIOBaHUS HE
YXYALIAI0 YCIOBUS TPpyZAa; IPUHUMATh HEOOXOIMMbIE MEpbI AJIsi OXPaHbl 310POBbSI U
6e3onacHocTu PaboTHUKA Mpu paboOTe C HOBOM TEXHUKON M B HOBBIX YCIIOBHUSIX.

Bce 3aTpartsl o 3ToMy MOAMYHKTY Bo3yaratorcs Ha [Ipennpusitue.

5. OIIVIATA TPYJA

5.1. 3a 106pocoBeCTHOE MCIIOJHEHHUE TPYIOBBIX O0S3aHHOCTEH B TEUECHUE MECSIHOM
HOpMBI pabouero BpemeHH PaOOTHUKY rapaHTupyercs BbIIIaTa JOJKHOCTHOTO
okJjiana (TapudHON CTaBKH) B pazMmepe pyosieit B Mecs. Jl0JbKHOCTHOM
okjan (Tapud) TMOBBIIMIAETCS B 3aBUCUMOCTH OT HWHJIEKCACTOMMOCTH YKU3HH,
ONPEEIIEMOTO 3aKOHOJATEIBCTBOM.

5.2. PaboTHHK HMMEeT MpaBO Ha MOJIyYEHHE MO pe3yJibTaTaM CBOEH AEeSTENbHOCTU
pa3IMyHBIX HaA0aBOK, JOIUIAT, IPEMUI, IPYTrUX BO3HATPAXAECHUI B COOTBETCTBUHU C
CHUCTEMOM OILIAThI TPy, AeHcTBYIOMEN Ha [Ipeanpustun.

5.3. PaboTHUKY ycTaHaBIMBAIOTCA CJEIYIOIIME BO3HATPAXKICHUS IO pe3yibTaTaMm
paboTel 3a Mecsl (KBapTaja) IO CIEAYIOIIUMM IIoKa3zaTelssM M B pa3Mepe:

5.4. PaOOTHMKY BBIIUTAUYMBAETCSl BO3HArpa)J€HUE MO pe3yibTrataM paboThl 3a roJl B
pa3mepe pyOueil.

6. PABOYEE BPEMSA U BPEMSA OTABIXA

6.1. PaGoTHUKY yCTaHABIMBAETCS HOPMHUPOBAHHBIM (HEHOPMHUPOBAHHBIN) paboumii
JIEHb.

6.2. MecsiuHasi HOpMa paboUYero BpeMEHU COCTaBIISET
HopmanpsHas npoAgomKuTenbHOCTh pabovyero AHS He TO0JDKHA MPeBbIIIaTh 8 (4) yacos
B JeHb. llepepplB 111 OTApIXa W THUTAHHWS HE BKJIIOYAaeTcs B pabouee Bpemsl.
[TepepaboTka cBepX HOPMATBHOU MPOJOJDKATEILHOCTH Pab0YEro JHS OIJIaunBacTCs
B JIBOITHOM pa3Mepe 3a KaxIbli Jac.

6.3. Bpemst Hayana u OKOHYaHUsI paboOdYero JHs, a TakXKe MepephiBa I OTAbIXa U
nuTaHus  omnpenensiercs [IpaBuinamMu  BHYTpEHHEro TpPYAOBOTO  pacmopsjika
[IpeanpusTust u pacriopsKEHUs] pYKOBOAUTEIIEH.

6.4. HopmanbHasi npoJoiKUTENbHOCTh paboyeil Helenu, Kak mpaBuio, HE JI0JDKHA
npesbimate 41 (20,5) wac B Hegemo. IlepepaboTka cBepX HOpMaIbHOMN
POJIOJKUTEILHOCTH paboyuel HeJIeu OIJIaYMBAETCsl B IBOMHOM pa3Mepe 3a KaK bl
yac. BeixonHbele AHU MpeaocTaBisitoTcss PaOOTHUKY B COOTBETCTBUM C MpaBUIIAMH
BHYTPEHHETO TPYyAOBOro pacnopsaka [Ipennpustus.

JlommyckaeTcsi mo Mepe HeoOXOIMMOCTH mepepadoTka CBEpX HOPMAaJIbHOM
OPOAODKUTEILHOCTH pabOyero BpEeMEHH, HO TMPU 3TOM MPOJOJIKHUTEILHOCTD
paboyero BpeMEHHU 3a YUETHBIH MEpHof ( MecsIa) HE JOJKHA MPEBBICUTH
HOPMAaJIbHOTO YHCciia pabOYuX YacoB ( qaca).




6.6. Hounbim cuntaercs Bpems ¢ 10 yacoB Bedepa 10 6 yacoB yrpa. PaboTta B HOuHOE

BpEMs OIUIAYMBAETCS B TIOJYyTOPHOM pa3Mepe.

7. OTIIYCK

7.1. PaOOTHUK MMEET MPaBO Ha €KETOIHBI OCHOBHOM OTITYCK ITPOJIOKUTEILHOCTHIO
KaJICHJApHBIX JAHEH. B 3aBUCUMOCTH OT pe3ynbTaToB pabOThl €My MOXET

ObITh TMPEJOCTABICH JIOMOJHUTENbHBIM OTmyck. K  eXeromHoMy OTHYCKY

BBIIUTAYMBAETCS MaTepUalibHas MOMOIIb B pa3Mepe pyOueil.

8. COHUAJIBHOE CTPAXOBAHUE U COIIUAJIBHOE OBECIIEYHEHUE

8.1. Pabornuk B mepuwon aAciicTBus KoHTpakTa TMOUIKUT  COIUATBHOMY

CTPaxOBaHMUIO M COLMAJIBLHOMY OOECIEYEHHIO B COOTBETCTBUU C JEHCTBYIOIIUM

3aKOHOAATEIHLCTBOM O TPYJIE€ U COLMATBHOM O0ECIICUEeHHUH.

8.2. Ilpu mOCTOSHHOW yTpaTe TPYAOCHOCOOHOCTH (MHBAJIMIHOCTH) B pE3yJbTaTe

HECYACTHOTO CJIy4asi Ha IPOU3BOJICTBE pAOOTHUKY BBITUIAUYMBAETCS JIOTIOJIHUTEIHLHO K

YCTAaHOBJIICHHOMY 3aKOHOJIaTE€JILCTBOM E€JMHOBPEMEHHOE TI0COOME B pa3Mmepe
OKJIaJIOB.

8.3. B ciiydyae MHBaIMAHOCTHU 1O OOJIE3HU WJIM B pe3yJIbTaTe HECUACTHOTO CIyvasi, He

CBA3AHHOTO C MPOU3BOACTBOM, PaOOTHUKY BBIIUIAYMBAETCS €IUHOBPEMEHHOE

nocodue B pazmepe OKJIaJIOB.

8.4. B cayuae cmeptu PaboTHHMKa B mepuoj JACUCTBUS KOHTPAKTa €ro CeMbe

BBIIUIAYMBAETCS IOMOJIHUTEIBHO K YCTAHOBJIEHHOMY 3aKOHOAATEIbCTBOM MOCOOUE B

pasmepe OKJIAJIOB.

8.5. ITlpu BpeMeHHOW yTpare TPYIOCHOCOOHOCTH pPaOOTHUKY OIUIAYMBACTCSA

CTOMMOCTh JIEKAPCTB W IUIATHBIX YCIYTr MEIUIMHCKUX YUpEKICHUH, B pa3zMmepe

9. COOUAJIBHO-BBITOBOE OBCJTY KNBAHUE

9.1. CommanbHO-ObITOBOE  OOcimykuBaHue  PaboTHHMKAa  OCYIIECTBISIETCS
pykoBOACTBOM [IpennmpusTuss B COOTBETCTBHU C PEIICHHEM OOIIETr0 CcOoOpaHus
TPYJIOBOTO KOJUIEKTHUBA U 33 CUET CPEJCTB, HAMPABIISIEMbIX Ha 3TH LIEJIH.

9.2. PabOTHUKY TPENOCTaBISAIOTCS CIEAYIONIUE YCIYTM W JIbIOThI MO COIMAJILHO-
OBITOBOMY OOCITY>KHMBAHUIO, HE YCTAHOBJICHHBIE IEUCTBYIOIIUM 3aKOHOIATE€IbCTBOM:
9.2.1. BBIIIaTa €IWHOBPEMEHHOTO TIOCOOMS K E€XErOJHOMY OTIYCKYy B pasMepe

b

9.2.2. exeromHoe mpenoctaBieHne PaOOTHMKY M dYjieHaM €ro CeMbH IYTEBKH B

CaHATOpUW WM JIOM OTHbIXa C OIUIATOM pPabOTHUKOM % croumocTu
yTEeBKH;
9.2.3. Mpe1oCTaBlIeHNE KBapTHUPHI PaGoTHuKy Ha YCIIOBHSIX

10. ISMEHEHHUME, ITPOJOJI’KEHUE U IIPEKPAIIIEHUE KOHTPAKTA
10.1. i3MeHeHne ycloBUi KOHTPAKTa, €ro MPOJICHNE U MIPEKpaIeHUEe BO3MOXKHO 110
COTJIAIIEHUIO CTOPOH B JII000E BpeMs.

10.2. ITo wucreyenun cpoka KoHTpakTa OH mpekpamiaercs. OTO MNPaBHIO HE
pacnpocTpaHsieTcsi Ha Cclydyad, KOIJla TPYJIOBbIE OTHOIIEHUS (PaKTUUYECKH
IPOAOJDKAIOTCS. U HU OJIHA U3 CTOPOH He MOoTpeboBasia MX MpekpaiieHus. B stom
ciydae KoHTpakT nposieBaeTcst Ha TaKOH K€ CPOK U C MPEKHUMH YCIOBUSMHU.

10.3. KoHTpaKT MOJICKHUT PACTOP>KEHUIO JTIOCPOUYHO MO MHHUIHMATHBE PaboTHHMKA B



ciIyyJae:

10.3.1. ero 00yie3HU WM UHBATUIHOCTH, MPEMATCTBYIOMIUX BBITOJIHEHUIO PaOOTHI IO
KonTtpakry;

10.3.2. napymenust pykoBoAcTBOM lIpenanpusitusa 3aKOHOAATENBCTBA O TPYAE WIIHU
Hactosinero Konrpakra;

10.3.3. Apyrux yBaXXUTEIbHBIX PUYNH ;
10.4. KoHTpakT A0 UCTEYEHHsS] CPOKa €ro JACMCTBUS MOXKET OBbITb PACTOPTHYT IO
nHunatuse [IpenanpusTis mo cieayrommumM OCHOBAHUSIM:

10.4.1. wu3MeHeHMsT B OpraHu3alud MPOU3BOJCTBA U Tpylaa (JUKBUJALUS
[Ipennpustusi, COKpalleHUE YWCICHHOCTH WM INTaTa COTPYJHHUKOB, HU3MEHEHHUE
YCIIOBUM TpyJia U T.I1.);

10.4.2. oOHapyxuBII€eCs HECOOTBETCTBHE PabOTHHKA BBITIONHIEMOW paboTe mpu
OTCYTCTBUM BUHOBHBIX JIEICTBUH C €r0 CTOPOHBI;

10.4.3. BuHOBHBIC pAeciicTBUs PaboTHHMKa (CHCTEMAaTHUECKOE HEHUCIOJIHEHHE 0e3
YBXUTENbHBIX IPUYHUH TPYAOBBIX 00A3aHHOCTEH, MPOTYJIOB, MOSBJICHUE HA paboTe B
HETPE3BOM COCTOSIHUM W JPYrUe€ HapYLIEHUs TPYAOBOM TUCUUILUIMHBI, pasrialieHue
KOMMEPUYECKOM TailHbl, HapymeHue ILI. 12.3 Hacrosmero KonTpakra, coBepiieHue
XUILICHUS U T.II.).

10.5. YBosnbHeHne no mHunMatuBe l[Ipennpusatvs OCylIecTBISETCS HA OCHOBAaHHUU
COOTBETCTBYIOILIETO 3aKJIIOUEHHUS] PYKOBOAMUTENSA CTPYKTYPHOIO MOAPA3ACIICHUS
[Tpennpusitus, ¢ cOOMIOAEHUEM ITPU 3TOM TPeOOBAaHUI TPYIOBOr0 3aKOHOJATENHCTBA.
11. KOMIIEHCALIMU 1TPU TIPEKPAIIEHNUU KOHTPAKTA

11.1. IIpu npekpamennn KoHTpakTa mo OCHOBaHUSAM, NPEAYCMOTPEHHBIM B 11.10.3 1
m.10.4 PabGoTHUKY BBHIIJIAYMBACTCS BBIXOAHOE II0COOME B pa3Mepe CpPEIHEro
MecsyHoro 3apaborka. Ilpm mpekpamennn KoHTpakta 10  OCHOBaHHUSIM,
npeaycMoTpeHHbIM B 11.10.4 32 PaOOTHMKOM Tak»e COXpaHSETCs CpeIHEMECIYHBIH
3apabOTOK Ha MEpPUOJl MOUCKa padbOoThl B TEUEHHUE BTOPOTO U TPETHETO MECALA CO JIHS
YBOJIGHEHUSI, €Clii OH B TeueHue 10 kaneHHapHbIX [HEH IMOCIE€ YBOJbHEHUA
3apETUCTPUPOBANICS B CIYKO€ 3aHATOCTH B KAUECTBE JIUIA, UITYIIETO paboTy.

11.2. Ilpu ycioBuM npekpaieHuss KOHTpakTa (10 yBaXKUTEJIbHBIM IPUYUHAM ) HAPSATY
C BBIIJIATaMHU, MNPEIYCMOTPEHHBIMU JEHUCTBYIOIIMM  3aKOHOJATEIbCTBOM U
HacTtosimiM  KoHTpakToM PaOOTHUKY BBIIUIAYMBAETCA TaKXKE €IUHOBPEMEHHOE
nocodue B pazMepe pyOneit.

12. OCOBBIE YCJIOBUA

12.1. Ilpennpusitue caykut ajisg PaGoTHHKAa OCHOBHBIM MecTOM paboThl; PaboTHuK
npuHUMaeTcss Ha paboty Ha Ilpeanpusrve MO COBMECTUTENLCTBY (HEHYXHOE
3a4EPKHYTh).

12.2. TpynoBesie (PyHKIIMH, HE BBbITEKawIlIMe W3 Hacrosuero KoHTpakTta, MOryT
ocyulecTBisiThcsi  PaGoTtHukoM BHyTpu [lpeanpusaruss numbs ¢ corjiacus
PYKOBOJUTENSL CTPYKTYPHOTO NoApa3aeneHus u gupekropa [peanpusitus.

12.3. PaboTHMK HE HMEET IpaBa BBINOJHATH 1O JOTOBOpPaM C JPYTUMH
NpEANPUATASIMU u OpraHu3alusIMu paborty, CBS3aHHYIO c
, Mo HacrosimieMy KOHTpakTy, a TakKe 3aHUMAaTbCs
JTHOOBIM JPYTUM BUAOM JACSTEIBHOCTH B UHBIX MPEANPUITHIX U OPTaHU3AIUAK, €CITH
9TO MOXKET HAHECTH OKOHOMUYeckuid wim wuHOM ymepO IIpemmpustuio. He




WCIIOJTHEHUE JTAHHOTO MYHKTA SIBJSIETCS] IOCTATOYHBIM OCHOBAHHMEM JIJISl YBOJBLHCHUS
PaGoTHuKa.

12.4. Tlpennpusitue BbIIUIaYUBaeT PaOOTHUKY B TeUYeHUE JIHEW mociie
3akioueHuss KoHTpakTa eIMHOBpEMEHHOE IMocoOue B pasmepe pyOneit.
[Tocobue He sBisieTcst HOpMOM OTIaThl TPYAa.

12.5. Ilpeanpusitue exxeMecsYHO BhITIauuBaeT PaboTHUKY pyOJIeii.

12.6. Bce wmarepuanbl, co3gaHHble ¢ ydyacTueM PaOoTHHMKa W 1O 3aJaHUSM
[Ipeanpustus siBASIOTCS COOCTBEHHOCTHIO [Ipeanpustus.

12.7. Ctoponsl O6epyT Ha cedsi 00s13aTebCTBA HE pasriialiaTh yCIOBUS HACTOSIIETO
KonTakTa 0e3 000101HOTO coryiacusi.

12.8. VYcnoBust Hactosmero KoHTpakta MOTyT OBITh HM3MEHEHBI TOJIBKO TIO
COTJIAIIEHUIO CTOPOH.

12.9. CrTopoHBl HECyT OTBETCTBEHHOCTh 3a BBITNOJHECHHE OO0S3aHHOCTEH II0
HacTosmeMy KOHTpakTy B COOTBETCTBUU C ICMCTBYIOIINM 3aKOHOIaTEILCTBOM.
12.10. Croopsl, BO3HHKarIKe MeXAy cropoHamMu KoHTpakrta, paspemarorcs B
YCTaHOBJICHHOM JIEUCTBYIOIIUM 3aKOHOJIaTE€ILCTBOM MOPSIJIKE.

12.11. Bo BceM oOcCTanpHOM, HE MNPEAYCMOTPEHHOM HacTosumM KoHTpakTom
CTOpOHBI pyKOBOACTBYIO0TCSI HopMmamu K3o0Ta P® wu VYcraBa (Ilonoxenus)
[Ipennpustus.

13. TPOYHUE YCJIOBUSA

13.1. Hacrosammuii KoHTpakT cocTaBi€H B ABYX 3K3EMIUISIpax: MO OJHOMY IS
KaXJ0M U3 CTOPOH U CUUTAETCS ACHUCTBUTEIIBHBIM TOJIBKO MPU HAJIWYUU MOAIMUCEU
obeux ctopoH: PabotHuka u [Ipennpusitus, 3aBepeHHBIX MEYaAThIO MOCIETHETO.

14. OPUJJUYECKUE AJIPECA U IIVIATEXXHBIE PEKBU3UTHI CTOPOH

Hpennpusitue PaGoTHnk

FOp. agpec: Peructpanus:
[ToutoBbIU aapec: [TouToBBI agpec:
NHH: [Tactiopt cepus:
KIIIT: Howmep:

bank: Brinan:
Pac./cuér: Kewm:

Kopp./cuér: Tenedon:

BUK:

15. MIOAIIMCHU CTOPOH

[Ipennpusitue PaboTHuk




damumus
Nwmsa
OrtuecTBO dorokaprouku

[MPMJIOXXEHUE 2
AHKETA
3anonHseTcs COOCTBEHHOPYYHO

Mecto s

4x6

Ecnu u3mensu pamMuimio, uMs Win
OTYECTBO, TO YKAXHUTE UX, & TAKKE,
KOTJ1a, TA€ ¥ 110 KaKOW NpUYrHE
H3MCHUIIN

lNox, yncno, u MecTo PoKICHUS
(ceno, nepeBHsl, rOpo, paioH,
00J1acTh, Kpaii, pecriyOnnka)

I'paxxnancTBO (eciy U3MEHSIIH, TO
YKaXHUTE, KOTJa U 10 KaKou
IIPUYMHE)

OO6pa3zoBaHue, KOT/1a U KaKkue
y4eOHBIC 3aBEeICHUS OKOHYMIIH,
HOMEpa TUIJIOMOB, CIICIHATbHOCTh
no auriomy. KBamudukarus mo
JUTLIOMY

VYueHas cTeneHb, y4eHOE 3BaHUE,
KOT/Ia TPUCBOEHBI, HOMEPA JUILIOMOB

Kakumu HHOCTpaHHBIMU SI3BIKAMU H
si3pIKaMu HapoJ0B Poccuiickoii
denepaunu BIaJCETE U B KAKOU
CTENeHU (YUTAECTE U MOXKETE
OOBSICHSITLCS, BIIAJICETE CBOOOTHO)

b nmu Bel nin Bamm
POACTBEHHUKH CYIMMBI, KOT/1a U 32
qTO0

bputn v 3a rpaHuIen, rae, Koraa u ¢
KaKOH LEIILI0

10

Brmmonasemas paboTa ¢ Havaia TPyIOBOW JACATEIBHOCTH (BKJIIOUYas y4e0y B BBICIIIHX
U CPEeHUX CIEIUATBHBIX YUeOHBIX 3aBEJICHUSIX, BOCHHYIO CITYk 0y, paboTy 1Mo

COBMECTUTENIBCTBY, NPEIPUHUMATEIBCKYIO IEATEIHHOCTD U T.I1.)

Mecsn n
roja

BCTYII-
JICHUS

yxozaa

JIOJDKHOCTB € yKa3aHUEM MecToHax0XAeHUE YUPEKACHMUS,
YUPEXKIEHUS, OPTaHNU3ALNH, OpraHU3alyH, IPEATPUATHS
IpeIIpUATHS (HE3aBUCUMO OT
COOCTBEHHOCTHU M BEJOMCTBEHHOMN
MPUHAJICKHOCTH)




[Ipu 3amonHEeHWM MJAHHOTO TIYHKTAa HEOOXOAWMMO WMEHOBATh YUYPEKICHHS,
OpTaHU3aINH, TPEANPUATHS TaK, KAK OHW HAa3bIBAJIOCh B CBOE BPEMSs, BOGHHYIO CITYyKOy
3aMMCHIBATh C YKa3aHUEM JOJKHOCTH M HOMEpa BOMHCKOM YacTH.

11. Bamm 651u3kue poJCTBEHHUKH (JKeHA, MYXK, OTEIl, MaTbh, OpaThs, CECTPHI)

CreneHn Ddamunus, nMma TI'onn MecTto padoThI AJnpec MECTOKUTEILCTBA
2 b b
poacTBa OTYECTBO MECTO JTOJKHOCTD
POXKICHHS

12. Umerores nu 'y Bac wim »xeHsl (My»Xa) pOJICTBEHHUKH, TOCTOSHHO MTPOKUBAIOIINE
3a rpaHuLel (YKakuTe ux (GaMuiInio, UMs, OTYECTBO, TOJ] POKICHUS, CTEIIEHb POACTBA,
MECTO KHUTEJIbCTBO, C KAKOI'O BPEMEHHU OHU MPOKUBAIOT 3a TPaHULIEH

13. OrHOlIEHHE K BOMHCKOUN 00SI3aHHOCTHA U BOUHCKOE 3BAHHE

14. lomanHuii aapec 1 Homep TesnedoHa
15. [TacnopT unu JOKYMEHT, €ro 3aMEHSIOIINM (HOMEp CeprHr, KEM U KOrJa BbIJaH)

16. JlononHUTEIBHBIC CBEICHUS (TOCYIapCTBEHHBIC HATPAIbl, Y4aCTHE B BRIOOPHBIX
NPEJICTAaBUTEIIBHBIX OpraHax, TaKxke apyras HHpopmarws, KOTOpyro 0(hopMIIIeMBbIit
JKeJaeT cooOImuTh o cebe)

« » 20 T. Ilommice

doTokapTOUKa M JaHHBIE O TPYIAOBOH JAESITETHLHOCTH, yiebe 0hopMIIsIeMOro
COOTBETCTBYIOT JOKyMEHTaM, yIOCTOBEPSIONINM JIUYHOCTh, 3aIKCSIM B TPYTOBOM
KHIKKE, TOKyMEeHTaM 00 00pa30BaHUH, BOUHCKOM CITykOe.

M. IL
(IToamuce, hamunus pabOTHUKA KaIPOBOM CITY>KOBbI)



[MTPMJIOXKEHUE 3
XAPAKTEPUCTUKA

Hacrosmas xapakrtepuctuka Bbiiana [lerpuuenko Banepuro AnatonbeBuuy, |
HOs10pst 1978 roma poknmenusi, paboraromeMmy B LleHTpe conmanbHON 3amuThl IETEH.
Anpec: yn. Kynarumna 25 (pexBu3uThl opranu3auuu) ¢ 16 mas 2013 roma mno
CETO/IHAIIHUM JI€Hb Ha TOJKHOCTH «COIMaNbHbIN paOOTHUK.

Cewmeitnoe nosioxxenue: xeHatr. Cynpyra Ilerpuuenko Muna IlerposHa, 11. 12.
1979 r.p. Hetu: Ilerpuuenko Butanuii, 2000 roga poxaenus u IlerpuueHko AHHa,
2002 roga poxxacHus.

[lerpuuenko B.A. oxonuun Boarorpanckuii Ilemarornueckuii YHUBEpCHUTET 1O
cnenuranbHocTh «lIcuxonorus», MeeT KpacHbIN AUILIOM.

JlaHHBIN COTPY/XHUK OTJINYACTCSA BBICOKUM po(heCcCHOHATTU3MOM,
NYHKTYaJIbHOCTBIO U OTBETCTBEHHOCTHIO. JIMCIIMINIMHAPHBIX B3bICKAaHUM HE UMEET, ECTh
NOOILIPUTENbHBIE TPaMOThl 3a y4yacTue B KOHGepeHIMu «3ammra JeTeil —
OTBETCTBEHHOCTb I'OCYJIapCTBay.

C koJuieraMu ¥ MOJAYMHEHHBIMU HaXOJUTCS B JOOPOKENATEIbHBIX OTHOLICHUSX,
BCErJa IMpPOSIBISIET CIAEP)KAHHOCTb, TEPIEHWE M JEIMKAaTHOCTb. B  CIOXKHBIX,
KOH(JIMKTHBIX CUTYalUsAX C KIMEHTaMH YUYpPEKICHHs BCErla BblIEpXaH, KOPPEKTEH,
o0JazaeT CHOCOOHOCTBIO CIIAgUTh NPOOJEeMy U TEpPEBECTH €€ B PYCIO MHUPHOTO
KOHCTPYKTHUBHOTO pelleHns. Bpeanslx npuBbluek He uMmeeT. JKU3HEHHbIE OPUEHTHUPBI
NpaBUJIbHBIE, CTPEMUTCS TIOMOTaTh JETAM M3 HEOJAronoJyYHbIX CEMEW, YUUThIBAs UX
noTpeOHOCTH U *kenaHuss. C pagoCThi0O MPUHUMAET Yy4acTUe B OOLIECTBEHHOM >KU3HU
KOJUIEKTHBA, IIOCEIIAeT TPEHUHIW JMYHOCTHOIO pOCTa M KYpChl IOBBILIEHUS
KBaJTU(UKAIIUU.

JlaHHasi XapakTEpHCTHKA BblAaHa I MpefocTaBieHus B Opransl COUUAIbHOU

3aIMThl HEOJArOMOTYYHBIX CEMEN.

Havanenuk otnena I{enTpa

ConunaaprHOU 3alUThI IeTEN bobOkoBa Haraness MuxaiiiioBua



INPAKTUYECKOE 3AHSTHE Ne 6
«Cocrasjienue u opopMIIeHHEe JOKYMEHTOB 110 (PMHAHCOBO-PACYETHBIM
onepanusv»
Tema: lokymeHTanus 1o (MHAHCOBO-PACYETHBLIM OIlEPALIUAM
Hean: OBnagerh yMEHUSMH W HAaBBIKAMU 10 COCTABJICHUIO JOKYMEHTOB IO (DMHAHCOBO-
pacyeTHBIM OTEPALHSIM U UX OPOPMIICHHUIO.
IIpoxo/KnTeILHOCTD 3aHATHI: 2 yaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECIIEUEHUE:
1.1. e muBuayanbHbIE 3a1aHUS
1.2. MeTtoanyeckne peKOMEHAALMH IO BBITOJIHEHHUIO IPAKTUYECKOTO 3aHATUS
1.3. JIuneiiku, pydyku, Oymara
2. JINTEPATVYPA:
2.1. bacakoB M.M. [lenonpousBoacTBO (/lokyMeHTalmoHHOE oOOecreueHue
ynpasienus): yueonuk /M.U. bacakos, O.W. 3ambiiikoBa. — PoctoB H//[: deHukc,
2017
3. ObIHIME  TEOPETMYECKHWE IIOJIOXKEHMA 110  BBIIIOJIHEHHIO
[TPAKTUYECKOI'O 3AHATUA:

VYyeTHass nonuTuka (UPMBI, TPaMOTHBIA aHaIM3 (UHAHCOBO-XO3SIICTBEHHOM
NeSATEIbHOCTH, B3aUMOJICMCTBUE C HAJIOTOBBIMHU CIIY’)KOaMH - 3TO MPUHIMIHUAIbHBIE,
KIIOUEBBIE MOMEHTHI B paboTe I000TO MpeAnpusTHs, OO0JaJar0IIer0 MOJHON
CaMOCTOSITEJIbHOCTBIO U BBIKMBAIOIIIETO B YCIOBUSAX OCTPOM KOHKYPEHTHON OOPHOBI.

BaxupilM HampaBieHueM yIaydlieHHs paboThl 000N OyXraiaTepuu SBISETCS
COBEPILECHCTBOBAHUE OpPraHU3allMM W BHEAPEHHUE JICJIONPOU3BOJACTBA B  3TOM
noapasnenenuu. IlpaBuiibHOe cocTaBiieHHe U OQOpPMIIGHHE JOKYMEHTOB IO
(MHAHCOBO-PACYETHBIM OTEPAIUSIM B COOTBETCTBUH C JICHCTBYIOIIUMHA HOPMaMH - OJHA
13 00s13aHHOCTEN PAaOOTHUKOB OyXTaJITePUH.

Jlpyro#i CyliecTBEHHOW CTOPOHOW BEICHHS JEJIONPOM3BOJICTBA OyXTralTepuu
ABJICTCS CUCTEMAaTU3allug U XpaHEHHE BceX 00pa3yromuxcs 37eCh JOKYMEHTOB, HE00-
XOJUMBIX BIOCJIEJCTBUM HE TOJBKO JUIsl aHaiu3a (PUHAHCOBO-XO3SHCTBEHHON

JESATENbHOCTH (DUPMBI, HO M U TPEIBSIBICHHUS 3TUX JOKYMEHTOB IMpPH ayIUTOPCKON



IPOBEPKE, a TaKkKe [UIsl CJauyd Ha XPAaHEHHWE B YCTAaHOBJIEHHOM IOpPSIKE B
BEJIOMCTBEHHBIE U TOCYIapCTBEHHBIE AaPXUBBI.

JIOKyMEHTBI 110 (PUHAHCOBO-PACYETHBIM ONEPALUAM MOAPA3IEISIOTCS:
-pacropsiATENIbHBIE — COJAEpPIKAIME MPUKa3 O MPOU3BOJCTBE OMNEpalHH (PacxXOIHbIE
KaCcCOBbIE OpJIEpa, IEHEKHBIE YEKH );

- olpaBJaTeabHbIE (MPUXOIHBIE KACCOBBIE OpJEpa, KOMMU TOBAPHOIO YeKa, OObSIBICHUE
Ha B3HOC HaJUYHBIMU);

- OyXrajaTrepckue — COCTaBJsieMbIE M0 JaHHBIM OyXTalTepCcKOro yuyera (0T4eT Kaccupa,
aBaHCOBBIN OTYET, aKT PEBU3UHU KACCHI);

- OaHKOBCKHE — CBfI3aHHbIE C O(OpPMIICHHEM JCHEKHBIX ONEpaluid MO cueTam,
NOJIy4YeHUEM M TOTalllEeHWEeM KPEAMTOB (3asBJICHHE HA OTKPBITHE TEKYLIEro Ccuera,
IJIaTEKHOE TOPYUECHHE);

- OIOKETHBIE — CBSI3AHHBIC C YIIJIATON HAJIOTOB U MOJYyYCHUEM OI0JPKETHBIX
ACCUTHOBAHUMU.
PykoBomutenun mnpeanpuATHH  HECYT MEPCOHAJIBHYK) OTBETCTBEHHOCTh 34

JOKYMEHTaJIbHbIN (POH]T IPEAIPUSATHUS.

JUis  XpaHEHHMsS JIEHEXHBIX CpPEICTB U OCYLIECTBICHHS pPacyeToB OaHKH
OTKpBIBAIOT MPEINPUATHSIM B 3aBUCUMOCTH OT XapakTepa HUX JEATENbHOCTH MU
UCTOYHUKOB (PMHAHCUPOBAHUS PaCUETHBIE, TEKYIIUE U JPYTHUE CUETA.

OcHoBHasi Macca TUIaTeXel MPOU3BOAMTCA B MOPSIKE O€3HAJMYHBIX PacueToB,
T.€. TMOCPEICTBOM IIEPEUUCIEHHS CYMM C pacue€THOro cuera IIIaTeNblIMKa Ha
pacyeTHbIN CUET MMOTyYaTesl.

Onepauuu 1o pacuyeTHOMY (TEKyIIEMY) CYETYy IMPOU3BOIATCSA YUPEKACHUAMU
0aHKa MO JOKYMEHTaM CHELHUAIbHON YTBEp)KIEHHOW (POPMBI, KOTOPBIE BHIIUCHIBAIOT
paOoTHUKHU (PMHAHCOBOTO OT/ENA WIH OyXTaaTepUn MpeTpUsITHSL.

Haubonee yacto npuUMEHSIOTCS CIEIYIOIINE: TUIATEKHOE TOPYUYCHUE, MIIATEKHOE
TpeOoBaHUE-TIOpYUYCHHE, CUET-(HaKTypa, OOBSIBICHHE Ha B3HOC HAIMYHBIMU, ICHEKHbBIC
U pacyeTHbIE YEKH, BBIITUCKU U3 PACUETHBIX (TEKYILIUX) CUETOB, 3asiBIeHUS (00 OTKa3e
OT aKIIETITa, Ha aKKPEIUTUB, Ha BbLAAUy CCYJbI U JIp.).

[TopsAmoK OTKPBITUS M 3aKpPBITHS PACUETHBIX, TEKYIIUX U OIOMKETHBIX CUETOB

NPEANPUATUSIM (OpraHU3alUAM, YUPEKICHUAM), a TAKKE MpaBUila COBEPIICHUS IO HUM



oTIepanuii ONpeieNIeHbl COOTBETCTBYIONTUMH HOPMATHUBHBIMH JIOKYMEHTAMHU.
Jlist opopmIteHHS OTKPBITHUS TIPEACTABIISIOTCS CIEIYIONNE JOKYMEHTHI:

- 3asiBJICHHE 00 OTKPBITHH CUETA,

- KOTIHS TOKYMEHTa O CO3/IaHUH MPEAIPUSITHS;

- KOITUsI yTBEPKJACHHOTO ycTaBa (TIOJ0KEHU );

- KapToUKa ¢ o0pa3amMu MOINICEeH U OTTUCKOM TIe9aTH U JIp.

3asBneHue 00 OTKPHITUM CYETa MPEACTABISAETCS MO YTBEPXKICHHOW (dopme
(mpunoxenue 1).

Kaprouka c¢ oOpasmamu moAmmMced W OTTUCKOM TI€YaTHh MPEACTABISAETCS IO
YTBEPKICHHON (opMe B ABYX IK3eMIULIpax. B Hee BKIOYarOTCS 00pasibl MOIMUCEH
BCEX JIUI], KOTOPHIM MPEAOCTaBICHO MPaBO MEPBOM M BTOPOW MOJIMCU HA JIEHEKHO-
pacyeTHBIX JOKyMeHTaX. KapTouka 3aBepseTcs TOIIMUCHI0 PYKOBOAUTENS (MU €ro
3aMECTUTENIEM) BBIIICCTOSINEH OpraHU3aIK U MeYaThi0 WJIM HOTAPUAIBHON KOHTOPOH
(mpuitoxenue 2).

Bce ¢dunHaHCOBO-pacueTHBIE JOKYMEHTBI COCTABIISIFOTCS 3a JIBYMS TOJIUACSIMHU
(mepBoit U BTOPOH).

[IpaBO mnepBOM MOMNWCH NPHUHAMICKUT PYKOBOIUTEIIO NPEANPUITHSA, KOTOPOMY

OTKpbIBaeTcsi cyer. llepByl0 moanmuch MOTYT CTaBUTh TaKK€ M JOJDKHOCTHBIE JIUIIA,
YIOJIHOMOYEHHBIE CAMUM PYKOBOAMTEJIEM, €CIM TAaKO€ IEpPEeOBEpUE MOJTHOMOUYUS HE
3aIIpPEILEeHO BBIIIECTOSALICH OpraHu3aluen.

[IpaBo BTOpOW MOMNWCH MNPUHAIICKHUT TIaBHOMY Oyxranrepy. OH CaHKIHMOHUPYET

3aKOHHOCTb MPOU3BOAUMBIX onepauuid. [Ipy oTCyTCcTBUU B 1ITaTe riIaBHOTO OyXrairepa
IpaBO BTOPOM MOANMHMCH MOKET OBITh MPEAOCTABICHO OyXraiarepy WIH JIpyroMy
JOJDKHOCTHOMY JIMILY, HA KOTOPOE BO3JIOKEHO BEAECHUE OyXTalTEPCKOro y4eTa U OTYET-
HOCTH.

CBOOOJHBIE CTPOKHM B MECTE, OTBEJECHHOM MJii OOpa3LOB IMOANHUCEN, ITOJKHBI
OBITh IPOYEPKHYTHI.

Pesynbratel peBusun oQoOpMIIOTCS akToM. B akTte peBU3uMM (pakTHUECKHE
OCTATKHU JICHEKHOM HAJIMYHOCTU COIOCTABJISIOTCA C YYETHBIMU JIAHHBIMU, ITIOCJIE YETO

onpecAcCIACTCA HEAOCTa4da WM U3JIMIICK JCHCKHBIX CPCIACTB. AKT O(i)OpMH?[eTCﬂ B JCHDb



PEBU3HMH KAaCChl HE MEHEE YEM B JIBYX 3K3eMILIsIpax (IpUIIOKEHHUE 3).

3aTeM akT MpPEeACTABISIETCS HA YTBEPKICHUE PYKOBOJIUTEIN MPEANPUATHS,
opranu3anyu. Pe3yibTaTsl peBU3MHM HAaXOLAT CBOE JAJbHEHMIIEE OTPaXKCHUE B CUETAX
OyXraiaTepckoro yd4eTa: H3JIMIIKA TPUXOAYIOTCS, a HeJocTada YACpKHUBAETCS C
MaTepUaIbHO-OTBETCTBEHHBIX JIULI.

[InarexxHo€ MOpPYUYEHHE - 3TO PACHOPSIKEHHUE MPEANPUATUS YUPEXKIECHUIO OaHKa O
CIIMCAHWU C €ro PacyeTHOro CYeTa ONPEIEIEHHOM CyMMBbI (COTJIACHO IMpHUiIaraeMbIM
JOKYMEHTaM) B IOTALIEHUE CBOMX 00s13aTeNbCTB. OHO COCTaBISETCS HA CTAHAAPTHBIX
Onmankax (mpuioxxenue 4).

Ecnu miaTenplMK MEPEeYrciIsieT CpelICTBA  OJAHOBPEMEHHO  HECKOJIbKHM
IOJIy4aTessiM, TO MOKHO HCIOJIb30BaTh CBOJHOE ILIATEKHOE MopydeHue. B omHO
NOpyYEHHUE MOTYT BKIIOUATHCS JUOO TOJNBKO MECTHBIE MOPYYEHHUS, JUOO TOJIBKO
UHOTOPOJHUE.

[InaTe:KHBIMHA TOPYYEHUSAMH MOTYT IPOU3BOAUTHCS:

- pacyeThl 3a TOBapHO-MAaTEpUAIbHbBIE IIEHHOCTH, BBIMOJIHEHHbIE pa0OThl M OKa3aHHBIC
YCIIyTH;
- pacyeTsl [0 HETOBAPHBIM OINEPaLIUsM;
- LEJIEBBIE IIEPEBOJbI MUHHUCTEPCTB, BEIOMCTB M JAPYTMX OPIraHOB XO3SMCTBEHHOTO
YIPABJICHUS Ha IOralleHUe MPOCPOYEHHOW 3aJ0JDKEHHOCTH ITOJBEIOMCTBEHHBIX WM
OpEeanpUsITUiA 32 TOBapHO-MAaTE€pPHANIbHBIE IIEHHOCTH, BBINOJHEHHbIE PaloTHI,
OKa3aHHBIE YCIIYTU U IO CCyJ1aM OAHKOB.
4. TIOPAJOK BbIIIOJIHEHUA PABOTbI

4.1. O3HaKOMIIEHHE C 3a/IaHHEM.

4.2. O3HakOMJIEHHE C OOMMMHM M TEOPETHUUYECKUMU TOJOXKEHUSIMU [0 TEME

MIPAKTUYECKOTO 3aHATHS.

4.3. OdopmiieHrE JOKYMEHTOB U MOKa3 UX MPENoaaBaTelto.
5. BOITPOCHI JUIA IIOBTOPEHUAL:

5.1. Kakue 1oKyMeHTBI OTHOCSITCS K (PUHAHCOBO-PACUETHHIM?

5.2. Ilepeuncnure TpeGoBaHUs, MPEABABISEMbIE K OPOPMIICHUIO U COJEPKAHUIO

(UHAHCOBO-PACYETHBIX JOKYMEHTOB.



5.3. KakoBblI 11€711 ¥ OPSA0K OTKPBITHS cUeTa B OaHKe?

5.4. Kak cocraBisieTcsi akT pEBU3UU KacChbl?
7. JOMAIIHEE 3AJIAHUE

6.1.0dbopmMuTh OTYET.
3aoanue Ne 1
CoctaBuTh M O(QOPMUTH 3aABJICHHE Ha OTKPBITUE CUETa, KApTOUYKYy C O0Opasiamu
MOANUCENA U OTTUCKOM TeYaTH.
3aoanue Ne 2
3anoJIHUTH MJIATEKHOE NOPYUYEHNE HA OCHOBAHUU CJIEAYIOIINX JIAHHBIX:
OAO «HoBomaxtuHckuii Mmexanndeckuii 3asoa», MHH 615103357,
cuet Ne 40702810000000000077 uepe3 ®Kb «/lon Tekcbank» r.HoBormaxTruHcka
(BUK 046014916, cuer 30101810700000000916) nnatexubiM nopyueHuem Ne 19
ot 04.02.20 . mpou3Bes omiaTy 3a BOAY, 3a0MpaeMyro U3 BOJAOXO3SIHCTBEHHOM
cucteMsl cornacHo ¢ T 13 3akona PO «O6 ocHoBax HanoroBoit cucremsl POy 3a
4 xBaptan 1998 r. B cymme 300 py6., B Toit yncie HJIC 50 py6. Omnata
npousBoautcs B Mectabiii 6romker (MHH 6151005996, cuet
02048451352251900501). PexBuzutsl 6anka nomyuatens: Otaenenue Cb PO
250 IMaxTunckoe, r.11IaxTer, BUK
046014635, cuer 30101810900000000635. Bu nnarexa - 3JIeKTPOHHO, BU OTLIATHI
01, cpok mnarexa 04.02.20 , ouepeaHoCTb - 3.
3aoanue Ne 3

CocTaBUTh U OPOPMUTH AKT PEBU3UH KACCHI.



[MPUJIOXEHUE 1
3AABJEHUE HA OTKPBITHE CYETA

(HanMeHOBaHHE PEANPUATHS, OPTaHU3AINH, YIPS)KICHUS - TOTHOE B TOYHOE)

TIpocum OTKPBITh cyeT

(pacueTHBIH, IEMO3UTHBIA BAIOTHBIH, CIICIIAATBHBINA OAHKOBCKHUH H TIp.) (BUI BATIOTHI)
Ha ocHoBaHUHM nojoxeHuit 'K PO 1 HopMaTuBHBIX JOKyMeHTOB baHka

Poccun,
HAM U3BECTHBIX U UMECIOIINX 00513aTCIBHYIO CUITY.

_ (moxnuce) (®.1.0.)

(HanmmeHOBaHWE TOJDKHOCTH

PYKOBOJIUTEIIS)

I'maBHEIH Oyxranrep (MIpW HATUIHUN)
(moamuch) (©.1.0.)

M.IL. « » 20 T.
PACHOPSI’KEHUE BAHKA
Pa3pemaro oTKpBITH c4yeT B
(Tum cyera) (BU BAITIOTHI)

(HanMeHOBaHUE MIPEIIPUATHS, OpPraHU3aAINH, YIpexkaeHs, Ne i 1aTa JoroBopa)

<HaumeHoB8aHue 001HCHOCIU PYKOBOOUNeNA (HOLEI/ICL) (®.1.0.)
Bbanka> « » 200 .

JIOKyMEHTHI Ha OTKPBITHE CUeTa MPOBEPEHEI

(1OIKHOCTB) (moamnucs) (®.1.0.)
« » 200 r.

Cuet(a) oTKPBIT(bI):

Ne iuueBoro cuera

Ne iuueBoro cuera



http://blanker.ru/doc/zayavlenie-otkritie-scheta

<HaumeHoB8aHUe 00IHCHOCU PAOOMHUKA, OMKDPbIEULIE20
cuema>

(nozalxm,) (D.1.0.)« o
20 T.

[MTPMJIOXKEHUE 2

[Mpunoxenne 1

K MHerpykuuu banka Poccun

ot 30.05.2014 N 153-U

"OO0 OTKPBITUH U 3aKPBITHN 0AaHKOBCKHX
CYETOB, CUETOB I10 BKJIaJlaM (JIETO3UTaM),

JIETTO3UTHBIX CYETOB"

Kon dpopmbr
JTOKyMEHTa
o OKV ][
0401026
Kaprtouka
¢ o0pa3uaMu MoANMUCe M OTTHCKA MeYaTH
KimenT (Bnagernern cuera) OrMeTKa OaHKa
(moamuce)
" n 20 r

MecTo HaxOXAeHHS (MECTO KHUTEIHCTBA)

Telr. N

Bank

IIpoune oT™MeTKH




O06opoTHast cTopoHa

N cuera
(cokpaleHHOC HAUMCHOBAHHE KIIMEHTA
(Bmazenpia cyera)
damwis, UMs, OTIECTBO Oopaszeny Cpox OTHOMOYHIA

IO AITUCH

O0paser OTTHCKa NeYaTH
Jlara 3anoaHeHust

[Moamuck kmueHTa (BIagenblia cuera)

MecTo 11 yAI0CTOBEPUTEIILHON HAIIUCH O

o BI)I,HaHLI JCHCXKHBIC UCKU
CBHACTCIbCTBOBAHNH ITOJJIMHHOCTHU MOAIIUCCHU

nara cN no N naTta c N no N




8

9

AKT

11 12
PEBU3HHU KACCHI

OcHoBanue:

[MTPMJIOXKEHUE 3

CocTaB KOMUCCHH:
[Ipencenarens:

YiieHsl KOMUCCHH:

[IpucyrcrBoBanu:

« »

noJDKHOCTE, .O.Damunus
TOJLKHOCTE, 1.O0.Damunus
JOKHOCTD, 11.0.Damunus
JIOJ>KHOCTh MaTEPUAIbHO OTBETCTBEHHOTO JIUIIA,

N.O0.®amuius

I'. KOMHACCHEW TTPOBEACHA peBU3US KaccChl. [0 utoram

IPOBEPKU YCTAHOBJIEHO:

4. Tlo y4eTHBIM JaHHBIM B Kacce JOJKHO OBIThH

5. dakTU4ECKH B Kacce 0OHAPYKEHO

(cymma)

(cymma)

6. YdeTHble TaHHBIE COBMAAAIOT (HE COBMAJAIOT) ¢ (DAKTHUECKUM HATHUUEM.

CocraBiicH B ABYX JK3CMILJIsApax:

1-i1 B Oyxranrepuio;

2-i1 B KaHIIEJISIPUIO.

IIpencenarens

YJieHBI KOMUCCUN

MIOIIINCH N.0.®amunus
IIOJIIIUCH N.0.®Oamunus

MOJIINUCH N.0.®amunus



[IpucyrcrBoBain (a) npu

COCTAaBJICHHUH aKTa IIoAITNChH

HOCTyH. B OaHK IIar. CrmcaHo co cu. Iiar.

IIVIATEKHOE ITIOPYYEHMUME Ne

N.0.®amumnus

I[MTPUJIOKEHUE 4

Ipunoxenue 2

K [Tonoxenuto banka

Poccun

ot 19 uronst 2012 roma Ne

383-I1
“O npaBuiIax

OCYIIECTBIICHUS [TEPEBOIA
JICHEXXHBIX CPENCTB”

Jlata Bun mnarexa
Cymma
MIPOIHCHIO
WHH KIIIT Cymma
Cu. Ne
ITnarenpmuk
BUK
Cu. Ne
baHk mnaTensuka
BUK
Cua. Ne
bank nomyuarens
WHH KIIII Cu. Ne
Bup omn. Cpok mar.
Has. mn. Ouep. miat.
ITonyyaTens Kon Pes. mone

HasnaueHue rarexa

TToxmucu

OtmeTkH OaHKa




IMPAKTUYECKOE 3AHATUE Ne 7
«CocrasjieHue 1 0(popMiIeHHE JOKYMEHTOB 110 CHA0KEHHIO U COBITY»
Tema: loroBopHo-nipaBoBasi JOKyMeHTAIUSA
Hean: OBnagerb yMEHUSMU U HABBIKAMHM IO COCTABJICHHIO CHA0KEHYECKO-COBITOBBIX
JOKYMEHTOB M MX O(hOPMIICHHIO.
[Tpo10IIKUTENBHOCTD 3aHATHI: 2 Yyaca
1. MATEPHUAJIBHOE 1 TJOKYMEHTAJIBHOE OBECIIEHEHME:
1.1 ManuBuyanbHbIE 3a1aHNS
1.2 Meronuieckue peKOMEHIAIMH TI0 BHITOJHEHUIO MPAKTUYECKOTO 3aHATHS
1.3 Jlunetiku, pyuku, Oymara
2. JINTEPATVYPA:
2.1. BbacakoB M.U. JlenompousBoactBo (JlokymeHTanmmoHHOE oOecmedeHne
ynpasneHus): yueonuk /M.U. bacakos, O.1. 3ambiikoBa. — Pocto H//]: ®enuke,
2017
3.  ObIHIME TEOPETHMYECKHUE [IIOJIOXKEHMUA 110  BBIIOJIHEHUIO
[MPAKTUYECKOI'O 3AHATUA:

Kommepueckne n0roBopbl (KOHTPAKThI) SIBJISIFOTCSI OCHOBHBIMHU IPABOBBIMU
JIOKyMEHTaMH BO B3aMMOOTHONICHHMSIX MEXAYy opraHusauusmu. B goroBope
OTPaXKAKTCA:

- XapaKTep CHIEIIKU;
- YCIOBHMS: CpOKM, II€Ha, KayeCTBO TMPOAYKIIMH, OIUlaTa, TapaHTHH, IpaBa U
00s13aHHOCTH CTOPOH, TTOpsinok paspemieHus: copos (ITPUJIOXKXEHUE 1).

JloroBOopHbIE OTHOLIEHUSI MOTYT ObITh YCTAHOBJICHBI:

- MyTeM HampaBJICHUS odpepTbl - MUCHbMEHHOTO TMPEUIOKEHUS O 3aKIIOUYECHUU
noroBopa. Odepra H0KHA COAEPKATh OCHOBHBIE YCIIOBUS MpEAIaraeMoi CAenku (CT.

435 TK P®). Ilpunsatrue mnpeioKEHUS JPYyrod CTOPOHON CUMUTACTCS AaKIENTOM



(cormacuem);
- IyTEM NPEACTABJIEHUS] OJHOM U3 CTOPOH MPOEKTA AOTOBOpaA. [lomyunB npoexr, npyras
CTOpPOHA PacCMAaTPUBAET €r0 U, €CJIIH HET BO3PAXKEHUM, noAnuckIBaeT. OAUH 3K3EMIUISP
JIOrOBOPA BO3BPAILIAETCS CTOPOHE, MOJATOTOBUBLIEH MPOEKT.
OOMeH TOKYMEHTaMH MEX]1y CTOPOHAMHU MOXKET MPOUCXOUTH OCPEICTBOM MTOYTOBOM,
tenerpadHOM, TeleTanmHOM, (QaKCUMUIBHON, SJEKTPOHHOW WM HMHOM  CBS3H,
MO3BOJISIFOIIEN JOCTOBEPHO YCTAHOBUTH, YTO JOKYMEHT HCXOJIUT OT CTOPOHBI IO
KOHTpakTy (cT. 434 'K PD).
B moroBope m0mKHBI OBITH:
- yeTkas (OpMYIMPOBKA IIPaB U 00S3aHHOCTEHN CTOPOH, HE JIOMYCKAIOIIas BO3MOKHOCTh
WHOTO TOJIKOBAHUS;
- MPEYCMOTPEHA BO3MOKHOCTh PACTOPIKEHHUS JOTOBOPA JIF000# M3 CTOPOH;
- IleHa B pyOssiX (JOMyCKaeTcsi HCIOJb30BaHUE JAPYTrOM BallOThl, HO TOJBKO B
dbopMynupoBKe "MOUIEKUT OIUIaTe B PyOJIsIX B CyMMe, SKBUBAJEHTHOM CyMMe B
WHOCTpPaHHOM Bamtote");
- CAaHKUMU K KaXJOW U3 CTOPOH 3a HEBBINOJHEHHE 0053aTenbcTB. JloroBopbl
(KOHTpaKThl) OTHOCSTCS K JIOKYMEHTaM, KOTOpPBIE SIBJISIFOTCS BOKHEUITUMU
JI0Ka3aTeIbCTBAMU
B apOUTpaXHOM CyJi€ B cllydae BOSHUKHOBEHHUs criopoB. OPOpMIIEHBI OHU JTOKHbI
ObITh 0€3YKOPU3HEHHO.
PexoMeHtyeTcs MOANMCH CTOPOH AOTOBOPA MPOCTABIATH:
- pa30opurBO (711 OAHO3HAYHOT'O YCTAHOBJICHHS aBTOPA MOJIIHCH);
- (hrONETOBBIM MM CHHUM IBETOM (UTOOBI OTJIMYUTH OT KOTIHH);
- Ha KaXJI0M JIUCTE (YTOOBI UCKIIOYUTH BHECEHNE HEOTOBOPEHHBIX U3MEHEHHUM ).
JloroBopb! opopMIstoTCS Ha OIaHKE JOTOBOPA MM HA CTAHIAPTHBIX JIMCTAX.
JIorOBOp AOJIKEH UMETh PEKBU3UTHI: HANMEHOBAHHUE BUJA JOKYMEHTA; 1aTy; HOMEP;
MECTO COCTAaBJICHHUS; 3aT0JIOBOK (JIOTOBOP KYIUIU-IIPOJIa’Ku, KOHTPAKT Ha MOCTABKY
THUII, KOHTPAKT O TEXHUYECKOM COJAEHUCTBUM); TEKCT; MOJAMKUCH JTOTAKHOCTHBIX JIUII (C
yKa3aHUeM JO0JHKHOCTEH, paciin@poBOK MOAMUCEN U 1aT MOANUCAHUS IOKYMEHTOB);

neyaTu OpFaHHBaHHﬁ—KOHTpaFeHTOB.



JlaToii poroBopa sBIsSE€TCA JaTa €ro MoAmucaHus crtopoHamu. Hymeparus
JIOTOBOPOB MPOU3BOAUTCS B BAJIOBOM IOPSIIKE C SIHBaps IO JAekaOpp B mpenenax roja
(Ne 1, Noe 2 u 1. n.). I[Ipu OonBIIIOM KOJUYECTBE JOTOBOPOB K HOMEPY MOXKET OBITh
nobasneHo ycinoBHoe oOo3HaueHne (Ne 1-KC - kamctpouTenbCTBO) WM HOMEpP
koHTpareHTta (Ne 1/5 - rme 5 MOpsAAKOBBIM HOMEpP JOTOBOpA, MPUCBOEHHBINA APYroi
CTOPOHOM).

TexcT noroBopa CoIepKuUT:

- HAMMEHOBaHUS CTOPOH (MOJHBIE HA3BAHUS OpraHu3aIlii);

- IPEIMET JAOTOBOPA;

- YCIIOBUS U CPOKH MOCTABKHU, IEPEBO3a, XpaHEHUS, YIIAKOBKH, MAPKUPOBKH, PEKJIAMBI U
peanu3anuu;

- YCIIOBUS M CPOKH OIJIaThl, 0COOEHHOCTH U TOPSAIOK PAaCUETOB;

- IOPSAOK CIaYU-TIpUeMa BBIMOJIHEHHBIX paldoT;

- OTBETCTBEHHOCTb CTOPOH;

- TApaHTUH, CTpaXxOBaHue U POpPC-MaKOPHbIE 0OCTOSATENbCTBA;

- Iepexo/1 MpaBa COOCTBEHHOCTH U PUCKU;

- IOPSAJIOK pa3pelIeHHsI CTIOPOB;

- IOpUJMYECKHE ajpeca CTOPOH (C yKa3aHHMEM IIOYTOBBIX aJpecoB, OaHKOBCKUX
PEKBU3UTOB, HOMEPOB Teae(OHOB, (PaKcoB);

[IpoTokosnbl pazHoriacHii K JOrOBOpaM COCTaBIISIIOTCA B T€X ClIydasx, KOTAa IO
NPEAJIOKEHHOMY — MOCTaBIIMKOM TPOEKTY JIOroBOpa y TMOKyHaTeias HMEHOTCS
Bo3pakeHusa. OgHako OH 00s3aH MOANHUCATH JOTOBOP, a MO CIOPHBIM YCJIOBHSIM
COCTaBUTb MPOTOKOJI Pa3HOTJIACHH.

[IpoTtokon pasHorjacuii K JOroBOpaM COCTaBIISIETCS B TpeX 3K3eMIuisapax. J[Ba
IK3EMILISIpa HAMPAaBISIOTCSA MOCTABIIMKY OJHOBPEMEHHO C MOJAMUCAHHBIM JOTOBOPOM.
[locTaBuiK, MOJYYMBIIMKA MOJANUCAHHBIA MOKyNaTeleM [MPOEKT JO0TroBOpa C
IPOTOKOJIOM pa3Horjacuii, o0s3aH B TeueHue 10 qHEN paccMOTpeTh €ro, BKIIOUHUTH B
JIOTOBOP BCE MPUHATHIE UM MPEUI0KEHHS TOKyaTells, a CIOPHBIE BOIIPOCHI MepeaaTh B
TOT K€ CPOK Ha pacCMOTpEHHE apOuTpaXka, COOOLIUB 00 3TOM MOKYTATEIO.

Ecau B Teuenue YKa3aHHOTO CpPOKa IMOCTABHIMK HC ICpCaAacT CIIOPHBIC BOIIPOCHI Ha



paccCMOTpEHHUE apOUTPaKHOTO Cy/a, TO YCJIOBHUS JOTOBOPA IO ITHM IYHKTaM CUHTA-

1otcst npuHAThIMU ntoctaBiukoM (ITPUJIOXEHUE 2).

4. IIOPAIOK BBIITOJIHEHUA PABOTDI
4.1. O3HaKOMJIEHHUE C 3aJJaHUEM.
4.2. Os3HakoMJICHHE C OOIIMMH U TEOPETUYECKUMHU TOJOKEHUSIMHU 10 TeMe
IPAKTUYECKOTO 3aHATUS.

4.3. OdbopmiieHre TOKYMEHTOB M TIOKa3 WX MPEMOAaBaTENIo.

5. BOITPOCHBI JJIA ITOBTOPEHUMA:
5.1. Kakue 10KyMEeHTBI OTHOCSITCS K CHA0KEHUECKO-COBITOBBIM TOKYMEHTaM?
5.2. Ilepeuncnure TpeOGOBaHUs, MPENBABISEMbIE K OPOPMIIECHUIO U COJEPKAHUIO
CHA0’KEHYECKO-COBITOBBIX IOKYMEHTOB.

5.3. IloueMy 1 Kak COCTaBISAETCS MPOTOKOJ pa3HOIIacuil K A0roBopam?

6. JOMAIIIHEE 3AJTAHUE

6.1.0popmuts otuer.

3aoanue Ne 1
CocTtaButh 1 0)OPMUTH JOTOBOP KYIUIA-TIPOJAAXKH.
3aoanue Ne 2

CocTaBUTh U 0OPMUTH MPOTOKOJ PA3HOTIACHI K TOTOBOPY KYIUTU-TIPOAAXKH.



[MTPUJIOXEHME 1
JTOI'OBOP
KYIUIU-TTPOAAXKHU
(onToBOI MapTUX TOBApOB)
T. « » 202 r.
IMTPOAABELI: ,
B JIALIE
JEWCTBYIOIIETO HA OCHOBAHUU
C OJIHOW CTOPOHBI, U
I[TOKVIIATEJIb:
B JIULIE
JEWCTBYIOIIETO HA OCHOBAHUU
C IPyror CTOPOHBI, 3aKiirouriii Hactosmmi JJoroBop 0 HUKECIEAYIOIIEM:

1. ITPEAMET IOTI'OBOPA
1.1. TIPOAABEIL 06s13yeTcst mocTaBUTh U MepeaaTh B COOCTBEHHOCTh (ITOJTHOE
xo3saiictBenHoe BeaeHue) I[TOKVYIIATEJIA TtoBap, a IIOKVYIIATEJIb o06s3yercs
IIPUHATH TOBAP M OILIATUTH €T0 Ha ycnoBusax Hacrosmero Jlorosopa.
1.2. HaumeHoBaHue TOBapa:
1.3. U3roroButensb ToBapa:
1.4. MecToHax0XIC€HUE TOBAPA:

1.5. HoxymeHnTsl Ha ToBap, kotopsie [IPOJJABELL 06s13an nepenaTh
[TOKVYITATEJIIO:

2. KOJIMYECTBO
2.1. Enunuiia u3MepeHus: KoJu4ecTBa ToBapa:
2.2. O011ee KOJIMYECTBO TOBapa:

3. ACCOPTUMEHT

3.1. I'pynnoBoii acCOPTUMEHT MOCTABISEMOI0 TOBapa:

1. B KOJIMYECTBE

2. B KOJIMYECTBE

3.2. Pa3BepHyThIiI acCCOPTUMEHT IIOCTaBISEMOI0 TOBapa ONPEIEISIETCS B
[Tpunoxenuu Ne 1 k Hacrosmemy Jlorosopy.

4. KAYECTBO
4.1. KauectBo nocrasisiemoro [TIPOJIABIIOM ToBapa 101KHO COOTBETCTBOBATH

4.2. ITontBepxnennem kadectBa co cropoHbl I[IPOJJABIIA sBusercs



4.3. T'apanTuiHBIi CpPOK HKCIUTyaTalu (FOJAHOCTH, XpaHEHUs): C MOMEHTa

44. Cpok ycTpaHeHHs HEIOCTAaTKOB WM 3aMEHBl TOBapa B Tpeaernax
rapaHTUIHOTO CpoKa C MOMEHTa
obHapyxeHus 1eheKTOB.

5. KOMIUIEKTHOCTb
5.1. KommektHocTs nocrasisiemoro ITPOJJABILIOM ToBapa omnpezaensercst mo

6. CPOKUA U TIOPAJOK ITOCTABKHM
Toap momken ObITh monHOCTHIO mOcTaBieH [IOKYITATEJIKO B Tteuenue
C MOMEHTA

7. HEHA
7.1. llena 3a equHUILy TOBapa:
7.2. O6mas nena no Hacrosimemy [loroeopy:
7.3. 3a cokpallleHHe CPOKOB IIOCTABKU 0oJiee yeM Ha JTHEN
[TOKVYIIATEJIb npouzsoaut [TIPOJABILY nomnaty B pazmepe
OT CYMMBI JIOCPOYHO MOCTABJICHHOTO KOJMYECTBA TOBapa.
7.4. llenst mo Hactosimemy JloroBopy ykazansl 6e3 yuera HIIC (¢ yuetom
HIC).

8. ITIOPAIOK PACYHETOB

8.1. IlpeaBaputenpHas orjiata B pa3Mepe % OT 1LEeHbl JOTOBOpa AOJIKHA

owITh Tiepeunciena [IPOJIABILY B teuenue C MOMEHTa
8.2.

OkoHYaTeNbHBIA CPOK OIUIaTBl TOBapa COCTABISET C MOMEHTa

8.3. [lopsaiok omiaThl:

8.4. Bun pacyeros:

8.5. @opMa pacueTos:

8.6. IIOKVYIIATEJIb o6s3an nzBectutsh [IPOJJABIIA 06 ocymiecTBieHun
IJIaTeXa B CPOK C MOMEHTAa yTeM

8.7. Jomutara no n. 7.3 Hacrosimero JloroBopa BBIIIJIaYUBAETCS B TOM K€
MOPSIAKE, YTO U OCHOBHAsI CyMMa IJIaTexXa.

9. YCJIOBUA ITTOCTABKHA
9.1. IloctaBka ToBapa OCYILECTBIISAECTCS HA YCIOBUSIX:
9.2. Ilepexon npaBa cOOCTBEHHOCTH HAa TOBAp MPOUCXOJIUT B MOMEHT:

10. ITYHKT ITOCTABKHA
[TynkroMm noctaBku ToBapa no Hacrosimemy JloroBopy siBisiercst:



11. TAPA U YIIAKOBKA

11.1. ToBap nowken ObITh 3aTapeH U ynakoBan [IPOJJABIIOM Ttakum oOpasom,
YTOOBI UCKIIIOYUTH MOPUY W/UIM YHUUYTOXKEHUE €ro Ha MEPHO] MOCTABKU 10 MPUEMKHU
toBapa [IOKVYIIATEJIEM.

11.2. CtouMoCTh Taphbl U YIAKOBKU BXOJUT (HE BXOJUT) B IIEHY TOBapa.
12. MAPKIMPOBKA

12.1.ToBap momxeH ObITh MPOMApKUPOBAH CIEAYIOIIUM 00pa3oM: (yKa3bIBaeTcCs
TEKCT W/WJIA PUCYHOK MapKHUPOBKU Ha Tape).
13. OTTPY3KA U TPAHCITIOPTHUPOBKA

13.1. IIyHKT OTrpy3KH:

13.2. Cpoxu OTrpy3KHU: B TEUEHUE C MOMEHTa

13.3. Bun tpancnopra:
14. CPOK JIEUCTBHUS HACTOSIIEIO JIOTOBOPA

Hacrosimit JloroBop BCTyIaeT B CUJIy C MOMEHTa MOJAMUCAHUS €r0 CTOPOHAMHU U
JNEUCTBYET 10 MOMEHTA €ro OKOHYATEJIbHOT'O HCIOJHEHHS, HO B JIOOOM ciydae A0
« _» 200 .
15. OTBETCTBEHHOCTbH CTOPOH

15.1. 3a mnapywmenue ycnoBuii Hacrosmero [loroBopa BHHOBHas CTOpOHA
BO3MEINACT MPUYMHEHHBIC 3TUM YOBITKH, B TOM YHCJIE HEMOJYYCHHYIO NPHUOBUIH B
NOPSIJIKE, MPEIYCMOTPEHHOM JIEUCTBYIOIIHUM 3aKOHOIATEIbCTBOM.

15.2. TIOKVIIATEJIb mno Hacrosmemy [loroBopy HeceT -CIEIyIOUIYIO
OTBETCTBEHHOCTH:

- 3a mrpadHas HEyCTOWKa B pa3mepe % ot
CyMMBbI (J1I0TOBOpa, 10JTa).

15.3. ITPOJABEI] o Hacrositemy JIoroBopy HECET CIEAYIOUIYIO
OTBETCTBEHHOCTH:

- 3a mrpadHas HeycTolKa B pa3mepe % or
CyMMBI (JIOTOBOpA, 10JITa).

15.4. 3a otHOCTOPOHHUI HEOOOCHOBAHHBIM OTKA3 OT UCIIOJIHEHHS CBOMX
o0s3aTenbCTB B TeueHue nedctBus Hacrosimiero JloroBopa BHHOBHAs CTOpOHA
yIUIaYUBAET mrpad B pa3mMepe

16. PASPEILIEHUE CITIOPOB

16.1. Bce ciopsl Mex 1y CTOPOHAaMH, O KOTOPBIM HE OBLIO TOCTUTHYTO
COIVIAIEHUE, PA3PEMIAOTCA B COOTBETCTBUM C 3aKOHOIATEILCTBOM Poccuiickoi
®enepannu B ApOUTPaKHOM CYyJE.

16.2. CtopoHbBI YCTaHABIMBAIOT, UYTO BCE BO3MOXHBIE TPETEH3UU 110
Hactosmemy JloroBopy JOKHBI OBITH pACCMOTPEHBI CTOPOHAMU B TEUCHHE

JHEW C MOMEHTA MOJIy4€HUs PETEH3UN.
17. UBMEHEHUE YCJIOBUI HACTOSIIIET'O JOI OBOPA

17.1. VYcnoBus Hacrosimiero /foroBopa MOryT ObITh M3MEHEHBI 1O B3aWMHOMY
COTJIACHIO ¢ 00s13aTEIbHBIM COCTABIIEHUEM MTMUCbMEHHOTO JOKYMEHTA.



17.2. Hu omna uM3 CTOpOH HE BIpaBe IMepeaaBaTh cBoM Mpasa mo Hacrosmemy
JloroBopy TpeThelt CTOpOHE 0€3 MMCHbMEHHOTO COTJIACHS IPYTrOi CTOPOHBI.
18. YCJIOBUS COI'JTACOBAHUMSA CBA3U MEX] Y CTOPOHAMU
[ToMHOMOYHBIMH ~ TIPEJICTAaBUTENIIMH CTOpoH 10 Hacrosmemy JloroBopy
SIBJISTFOTCSI:
ITPOJIABELI: tenedoH
ITOKVYIIATEJIb: tenedoH

19. ITPOYUE YCIJIOBHA

19.1. Hacrosiumii /loroBop cocTtaBieH B JABYX MOJJIMHHBIX 3K3EMIUISIpAX IO
OJHOMY JUISl KaXKJ0M U3 CTOPOH.

19.2. B cnyuasx, He npenycMmorpeHHbIXx Hacrosmum J{oroBopom, CTOpPOHBI
PYKOBOJCTBYIOTCSI ~ JEUCTBYIOIIMM  TPAXJAHCKUM  3aKOHOJATENbCTBOM (WK
YKa3bIBA€TCs KOHKPETHBbIH HOPMATHUBHBIM JOKYMEHT, Hanpumep Ilonoxenue o
[IOCTaBKax TOBapOB HAPOAHOI'O NOTPEOIEHUS).

19.3. Tlocne mnoamucanuss Hacrosmero JloroBopa Bce IpenBapUTENbHBIE
IEPETrOBOPhl [0 HEMY, IEPENUCKA, MPEABAPUTENIBHBIE COIVIALIEHUS U MPOTOKOJBI O
HaMEpPEeHUsAX MO BoIpocaMm, Tak WM HMHauye Kacaroummcs Hacrosimero [lorosopa,
TEPSIIOT FOPUIUYECKYIO CUITY.

19.4. Croponbl 00s3y10TCs pu uctiotHeHur HacTosiero JloroBopa HEe CBOIUTH
COTPYIHUYECTBO K COOJIIOJIEHUIO TOJBKO COAepXaluxcsi B HactosimeM JloroBope
TpeOOBaHUil, MOAAEP)KUBATH J1€JI0BbIE KOHTAKTHI U MPUHUMATh BCE HEOOXOAUMBIE MEPbI
i obecrieueHus 3PPEKTUBHOCTU U Pa3BUTHS KX KOMMEPUECKUX CBSI3EH.

20. OPUIMNYECKUE AZIPECA CTOPOH

20.1. TIOKVYIIATEJIb:

[louyTOBBIN aapec U UHAEKC:

Tenedhon , TeJIETauI , pakc ,
PacueTnniii cuet Ne B ,
BUK , MTHH/KITIII

Koppecnonnentckuii cuet 6anka [IOKYITATEJIA:

[Toamnuce: ( 1.0.Damumnus)

M. IL

20.2. ITPOAABELL:
[louyTOBBIN aapec U UHAEKC:

Tenedpon , TeJleTaun , (hakc ,
Pacuetnsblii cuet Ne B ,
BUK , MTHH/KITIII

Koppecnonnentckuii cuet 6anka [IPOJIABIIA:

[Toamnuce: ( 1.0.Damumnus)

M. IL
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INPAKTUYECKOE 3AHSTHUE Ne 8
«Cocrasienue u opopmieHue (popM KypPHATIOB BXOIAAIIUX, HCXOASAIIMX
U BHYTPEHHHUX J0KYMEHTOB)
Tema: Opranuzanusi J0KyMeHTO000pPOTAa OPraHU3aluu
Hean: OBnaneTb yMEHUSIMH U HaBBIKAMH IO COCTABJICHUIO U O(OPMIICHUIO >KYpHAJIOB
PErMCTpalK BXOSIINX, UCXOASIINX U BHYTPEHHUX JOKYMEHTOB.
[TpoaOmKUTENBHOCTD 3aHATHI: 2 yaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECITIEUEHMUE:
1.1 WNHnuBryabHbIE 3a1aHAS
1.2 Meroauueckne peKOMEHIALMH 10 BBITOJIHEHUIO IPAKTUYECKOTO 3aHATHS
1.3 Jluneliku, pydku, Oymara
2. JINTEPATVYPA:
2.1. bacakoB M.U. JenonpousBoacTBo (JlokyMeHTalIMOHHOE oOOeCIeueHue

ynpasienus): yueonuk /M.U. bacakos, O.H. 3ambitikoBa. — PoctoB H/]l: denuke,

2017
3. ObIIME TEOPETMYECKHUE IIOJIOKEHMA 110  BBIIOJIHEHHWIO
[TPAKTUYECKOI'O 3AHATHUA:

Perucrpauus J10KyMeHTa — MPHCBOEHUE JOKYMEHTY PErMCTPAllMOHHOIO HOMEpa |
BHECEHHE JJAHHBIX O JIOKYMEHTE B PETHCTPAIIMOHHO-YIETHYIO (opMYy.

Perucrpanuonno-yuernas ¢opma - JOKYMEHT (KapTouka, >KypHal), B TOM 4YHUCJE B
AJIEKTPOHHOM BUJE, UCIIOIb3YEMbIN /1JIsl 3aMUCU CBEACHUMN O IOKYMEHTE B IIE/SAX yUeTa,
MOUCKA U KOHTPOJIA.

CymuiecTtBy1OT Tpu (POPMBI pErUCTPALIUU JOKYMEHTOB:

e JKypHaJbHas;

o KapTO4YHas;

e ABTOMATHU3UPOBAHHAs.
KypunanbHasi cuictemMa TpUMEHsAETCS OOBIYHO TOTrAa, KOTJa Yy4YeT JIOKYMEHTOB
BBICTYTIAE€T Ha MEPBBIN IJIaH, B )KypHAJIaX OObIYHO PETUCTPUPYIOTCS HauOoJiee LIEHHbIE
JIOKYMEHTBI, HAPUMEp TacropTa, TPYIOBbIE KHWXKH, TOKYMEHTHI 00 0Opa3oOBaHHH.

banku BemyT *ypHaibl yueTra JOrOBOPOB O JEMO3UTHOM BKJIA/€, CU€TOB (PUPMBI U T.1.



KypnanpHas

CUCTEMa pPCrucCTpanmu UCIOJb3YCTCA B pa60Te C

JIOKYMEHTAMU

OTPaHUYCHHOI'O AO0CTYyIIa: CCKPCTHBLIMU, KOHCI)I/II[eHHI/IaJ'IBHBIMI/I. Crout CKa3zaTrb, AJIs1

KQKJ0M KaTeropuu JIOKYMEHTOB OOBIYHO pa3pabarbiBaeTcs cBosA (popma sxkypHayia ¢

pa3HOU CTENEHBIO IPOOHOCTH CBEACHUM O JOKYMEHTE.

Tak, *ypHai yyeTa KOHQUIECHIIMATbHBIX JOKYMEHTOB UMEET CIEAYIOIINE rpadbl:

Hauvmern-
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16

KypHanbHas cuctema peructpanuu Oblia yqoOHa B OpraHM3alusx 0 TeX Mop,
[IOKa OHM IOJTy4aIu HE3HAYUTEJIbHOE KOJIMYECTBO JOKyMEHTOB. [Ipu Oosbiiom o0beme
JIOKYMEHTO000pOTa KypHAJIbHAs CUCTEMA UMEET PsI/ CYIIECTBEHHBIX HEIOCTATKOB.

Tak kak perucTpauus B *KypHaje BEAETCS B MOCIEAOBATEIBHOCTU MOCTYIUICHUS
JOKYMEHTOB, €€ OJHOBPEMEHHO MOXKET BECTU TOJBKO OJMH 4enoBeK. llpu Gombiiom
KOJIMYECTBE TIOJYYEHHBIX JIOKYMEHTOB IIPOLIECC PEruCTpallMd 3aHUMAET MHOTO
BPEMEHM M 3aJ€pKUBACT JAJbHEHIIYI0 PabOTy ¢ AOKyMeHTamu. Vckirouas BbllIe
CKa3aHHOE, >XypHajbHasi CHCTEMAa PETUCTPAllMd 4YacTO IPUBOAUT K IOBTOPHOMN
perucTpauyyu JOKYMEHTOB B JIPYIMX CTPYKTYPHBIX MOAPA3JIEICHUSAX, KyJa JTOKYMEHT
nepenaercs. Ho camblii raBHBIM HEAOCTATOK KYPHAJIBHON CUCTEMBI PETUCTPALUU - 3TO
HEBO3MOKHOCTh OpPraHM30BaTh KOHTPOJb 3a CPOKAMHU HCHIOJIHEHUS JOKYMEHTOB U
OTEepaTUBHO BECTU MH(POPMAIIMOHHO-CIPABOYHYIO PAa0OTY MO JOKYMEHTaM.

Kaprounas cucrema perucrpanuu n0o3BOJSET IPEOJOJIETh JaHHBIE HEAOCTATKH,
TaK KaK KapTOYKH MOKHO pacrojiarath B KapTOTE€Kax B JIIOOON MOCIEI0BATEIbHOCTH, J1a

N PECruCTpUupOBaATb AOKYMCHTBI MOI'YT HCCKOJBKO YCJIOBCK OAHOBPEMCHHO, CO3aaBas

10J1 KOIIUPKY HY>KHOE KOJIMYECTBO 3K3EMIUISIPOB PErUCTPALIMOHHON KapTOUYKH.



dopMa  PErHCTPAlIMOHHOM  KapTOUKH MOXKET OBITh  OMpeaeliecHa CaMHUM
YApexKICHUEM U 3aMMCHIBACTCSA B UHCTPYKIIUHU TI0 IETTOTIPOU3BOJICTBY.

[Ipu »sTomM Haubosiee palMOHANBHOW Ha  CErOJHSAIIHUN  JIeHb OyAeT
aBTOMATU3UPOBAHHAS CHUCTEMa PETUCTPAIMHM JOKYMEHTOB Ha KommbioTepe. CtouT
3aMETUTh, YTO OHA IMO3BOJISIET, BEMAsl PETHCTPALMI0O HA PaA3JIMYHBIX padO4YMX MeECTax,
00bEIMHUTH BCE CBEJEHUSI O JOKyMEHTaxX B €JuHYyI0 0a3y JaHHbIX, HAa 0a3e KOTOPOM
MOXHO OpPTaHW30BaTh IEHTPAIM30BAHHYIO WH(POPMAIMOHHO-CIIPABOYHYIO pabOTy u
KOHTPOJIb 32 UCIIOJTHEHUEM IOKYMEHTOB.

Bxopsmue AOKyMEHTHI OOBIYHO PETHCTPUPYIOTCS IIEHTPAIM30BaHHO. B
HEOONBIION (QUPME WX PETUCTPUPYET CEKpeTapb, B YUPESKICHUU, HMMEIONIIEM
KaHIIJIAPHIO, - CIIELUUATIBLHO BBIJECICHHBIA paOOTHUK WM, €CId 00beM MOCTYNAOIIUX
JIOKyMEHTOB BEJIHK, TPYTIa PETUCTPAIIHH.

Peructpupyrorcs T0KyMEHTbI HE3aBUCUMO OT MyTH UX MOJTYYEHUS: MOCTYHUBIINE
O MOYTE, MOJYyYEHHbIE Yepe3 Kypbepa, 1o (akcy, IEKTPOHHOU MouTe.

B peructpammonnyo ¢gpopMy 0OOBIYHO BHOCSATCS CIEAYIOIINE NAHHBIE O BXOISIIEM

JIOKYMEHTE:

e JlaTa MOJIYYCHHUS;

e BXOASNIMM  PErucCTpallMOHHBI  HOMEp,  MPUCBAUBAEMbBIM  JOKYMEHTY
yUpexKACHUEM-TIONydaTeNeM;

e aBTOp (KOPPECHOHJICHT) - T.€. YeH 3TO TOKYMEHT;

e JlaTa JIOKYMEHTA, IPUCBOCHHASl EMY YUPEKIECHUEM-aBTOPOM;

e PETHCTPAllMOHHBIA HOMEP JOKYMEHTA, NPHUCBOCHHBIA €My YUYPEKICHUEM-
aBTOPOM;

e 3aroJIOBOK (O 4YeM JJOKYMEHT);

s PE3OJIOLNS;

e CPOK UCIOJIHEHHUS MOJTYYEHHOTO JOKYMEHTA;

e HCHOJIHUTENH (KTO OyJeT paboTaTh C MOJyYEHHBIM JOKYMEHTOM);

o xon wucnoiHeHus ((PUKCHPYIOTCS BCE TEpenadyd JTOKYyMEHTAa H Pe3yJIbTar

WCIIOJTHEHUS);

o N nmena (KyJa TOKYMEHT MOMEIIEH MOCJI€ UCTIOJIHEHHUS).
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Peructpanmonnyio ¢opMy BXOZSIIEr0 JOKYMEHTa 3alofiHSAIOT CHadaja He
NOJIHOCTBI0. [0 mepeaauyn TOKyMEHTa pyKOBOAUTENIO HA JOKYMEHTE HET PE30JIIOLHH,
CpOKa WCIIOJHEHUS W MCIOJHUTENS, JaHHBIE  BHOCATCS IIOCJIE€ PACCMOTPEHUS
JNOKyMeHTa pykoBoauTeneM. CBeIeHHsI O X0/1€ UCIIOJIHEHUS JOKYMEHTA U HOMED JIeJia B
PEruCTpallMOHHYI0 (POPMY BHOCATCS YKE MO X0y U MOCIIE UCTIOJHEHUS TOKYMEHTA.

dopMa perucTpamoOHHOrO KypHaia BXOASAIIMX JOKYMEHTOB MPOCTa U MOKET UMETh

Takue rpagpbl:

Hata mo- | Pervctpa- | HKoppec- | Hoeepw | Copep- | Peagaw- | Honon- | Cpog we- | OTmeTsa M nena

nyjieHda LIHDHHHﬁ NEHA2HT AdTa go- AHaHHS yuA HUTENS | NaaHeHHA | of Mcnan-
HOMED HyM=HTa HiEHMA
1 Z 3 & ] & 7 a g 13

B perucrpanuoHHoO# KapTOUKe TaHHBIE )K€ TAHHBIE MOTYT OBITh PACIIOJIOKEHBI TAK:

1234567891011 1213 1415161718 1920 21 22 23 24 25 26 27 28 20 30 31
-HGDDEL‘I'IIJH.I].E'HT (apTop]

.,ﬂ_ala MOAYHEH A [ Brogawmi NE -,ﬂal 3 AoKYMEHTA .NE ADEYHEHTA
-_'!-an:uu.mn:m [0 uem) - - -

PezoniuMa

HMcnonnutenes (YHa3sB3eTCR HaMMAHA M HHHLMWANG)
Auyedas cropoMa

Eof, MCNoAHeHHA

M2 nena

QPO POM KA CHIOPOHa

HMmenHO Takasi KapTouKa MOKET KOHCTpyupoBatbcs Ha ¢opmate AS (148x210)
unu A6 (105x148). Ee pasmHokaroT, BBIOpaB 10CTaTOYHO IUIOTHYIO Oymary.

JIJis pa3nuyHBIX TPYII PErHCTPUPYEMBIX TOKYMEHTOB MOXKHO MCIOJIB30BaTh KaPTOUKHU
Pa3HbIX IIBETOB, [IBETOBBIE MOJIOCHI IO BEPXHEMY MO0 WM MO AUArOHAJH.

[Ipy  aBTOMATU3MPOBAHHOM CHUCTEME perucrpaudd Haubosee  yaoOHa
(mpeanaraercs OOJBIIMHCTBOM KOMIBIOTEPHBIX IPOTPAaMM) BBIBOJMMAsi Ha D3KpaH
dopma peructpanmonHoit kaprouku (PKK), B koTtopyro 3aHOCSTCS CBeAeHHS O
JOKYMEHTE, aHAJIOTUYHO TPATUIIMOHHON PyYHOU KapTOUKe Ha OyMa)KHOW OCHOBE.

[Ipn aBTOMATH3MPOBAHHOW CHUCTEME PETHCTPAILUU CBEACHUA O JOKYMEHTE MOKHO

Jerko nonoyHuTh. K npumepy, 100aBUTH:
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e BHU/JI IOKYMEHTA;

o reorpaduueckoe MECTOHAX0XICHNE aBTOpa TOKYMEHTA;

e ABTOP PE3OJIIOLINY;

o Ha3BaHHE CTPYKTYPHOT'O MOJpa3AeieHUs;

¢ KOJMYECTBO JIMCTOB B IOKYMEHTE;

o KOJHMYECTBO JINCTOB MPUIIOKEHUI;

o CBSI3aHHBIC JOKYMEHTHI.

3anojHEeHUe PErucTPAallMOHHON KapTOYKM Ha JKpaHe KOMIIbIOTEpA BO MHOTOM
AQHAJIOTMYHO 3aMOJIHEHUIO TPAJUIMOHHON OyMa)kKHOM KapTOYKH, HO HUMEET U CBOH
0COOEHHOCTH.

dopma 3IIEKTPOHHOM PETUCTPALMOHHONW KapTOYKH TPAJULMOHHO COAEPKHUT Kak
naHHble (TOJIs), 3amoJHSEMbIE BpPYYHYIO (Hampumep, HOMEp M JaTa BXOJSIIETO
JIOKyMEHTa, KpaTKOe COJep)KaHue, TEKCT pe30JIIOLMH), JaHHbIe (MOJsi), KOTOPHIE
BBOJISITCSI aBTOMAaTUYECKH (JlaTa perucTpaluy, perucTpaliOHHbII HOMEp T0KyMEHTA), U
naHHbIE (T10JIs1), KOTOPBIE BBOAATCS MyTeM BbIOOpa MH(YOPMALMK U3 PACKPBIBAIOIINXCS
cnuckoB. Takoil BBOA HMH(POpPMAnUu HE TOJBKO YCKOPSET HPOLEAYPY 3arOJHEHUS
PETUCTPAIIMOHHOM KAapTOYKH, HO M, YTO OCOOCHHO Ba)XXHO, IO3BOJSET H30EKaTh
OIIEYaTOK M PA3HOUYTEHUM, KOTOPbIE MOTYT 3HAUUTENIbHO 3aTPYJHUTh WIN JAXe CAeIaTh

HCBO3MOXKHBIM aBTOMaTI/ISHpOBaHHHﬁ ITOHUCK I/IH(bOpMaI_IHI/I 0 TOKYMCHTC.




C noMOIIbI0 PACKPHIBAIOIIMXCS CIHUCKOB TPAJUIMOHHO 3alOJHSAIOTCA JTaHHBIC
(moist):

e BHJI JOKYMEHTA - TaK KaK KOJMYECTBO BUAOB IOKYMEHTOB OTPaHUYECHHO;

e ABTOP PE30JIIOIUU - CIUCOK PYKOBOISAIINUX JUI OpraHU3allUH;

e CTPYKTYpPHOE MOJIpa3/IeJI€HUE - CIIUCOK CTPYKTYPHBIX MOPA3/ACIICHUI;

e HCIOJHUTENM - KaK MPaBWIO, 3TO MOJIE COCTOUT M3 JABYX 4YacTeW - Ha3BaHUSA
(w/mnmM WHAEKCA) CTPYKTYPHOTO TojapasfeicHuss W (GaMUJIUd W WHUIUAJIOB
VCIIOJIHUTEJIS;

o No niena - cBA3aH C HOMEHKJIATYpOU JI€] OpraHu3aluu;

e CBSI3aHHBIE JIOKYMEHTbl - JIaHHbIE JaHHbIE  YCTAHABJIMBAIOT  CBS3b
PErUCTpUPYEMOTO  JIOKYMEHTa C JpyruMu (Hampumep, JOKYMEHT-OTBET
CBSI3BIBACTCS] C UHUIIMATUBHBIM IOKYMEHTOM).

C mnoMouipl0  MOMOJHSEMOrO  CIUCKAa  3aloJHSI0TCA  JaHHble  (I0Jie)
«koppecnoHneHT». OpraHuzalud, C KOTOPBIMU MOJAEPKUBACTCS  MOCTOSITHHAs
MepenucKka, BBHIOMPAIOTCS W3 CHOHMCKa. B cioydae peructpanuu JTOKYMEHTA,
MOCTYIHUBIIETO OT HOBOTO KOPPECIOHAEHTA, CBEJACHHMS O HEM 3aHOCSTCS B CITUCOK.
CBenieHUsa 0 KOPPECHOHAEHTAX MOTYT B JaJbHEHIIEM HCIOJIL30BaThCS B CHPABOYHOU
pabore, 11t POPMUPOBAHUS CIUCKOB HA PACCBHUIKY U T.II.

3aTpaTuB OJIMH pa3 BpeMsl Ha CO3/IaHUE TAKUX CHHUCKOB, IOCTUTAIOT 3HAYUTEIHHOM
HPKOHOMHH BPEMEHH B TIPOIIecCe JanbHEHIIeH paboThI.

Perucrpaimonnsie GpopMbl i1 UCXOASIIMX JTOKYMEHTOB BO MHOT'OM AaHAJIOTMYHBI
pPETHCTPAllMOHHBIM (popMaM Ha BXOIAIIME JOKYMEHTHI, HO 3amOJHSIOTCS JPYyTUMU
JTAaHHBIMHU. YKa3BIBAlOTCH:

o Ha3BaHHUE MOJAPA3/ENEHUs, TOJATOTOBUBIIETO JOKYMEHT,

e HCXOJAIIUN HOMEP TOKYMEHTA;

o JlaTa JIOKYMEHTA;

e ajpecar, T.. Ha3BaHHE OPTaHMU3aIMH, Ky/a OTIPABISAETCS JOKYMEHT;

¢ KpaTKOE COAEep>KaHUE JOKYMEHTA;

o (pammiMs UCIOTHUTENS, MOATOTOBUBILETO JOKYMEHT;

e KOHTPOJIbHAA AaTa OKHAACMOI'0 OTBCTA,
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e CCBUIKA HAa BXOJAIIUN JOKYMEHT, €CITU JOKYMEHT OyJIeT OTBETOM;

e HOMEp JieNla, KyJa NOJAIIMBACTCS KOMUS OTIPABICHHOrO JIOKYMEHTa (WiH

MOJJIMHHUK, €CITU JOKYMEHT OTIpaBIIsieTcs Mo (akcy).

MoryT ObITh 100aBIEHBI U APYTHE CBEACHUS O JOKYMEHTE, HAPUMEP KOJUYECTBO
JIMCTOBY HaJM4Ke MPUJIOKEHUID HOMEp OJIaHKa, OPSAIOK OTIPABKH U T.1I.

Hcxondime AOKYMEHTbl OOBIYHO PErMCTPUPYIOTCS IEHTPAIM30BAaHHO Ha Y4YacTKe
OTIPaBKU KOPPECHIOHICHITUU.

BHyTpeHHUE JOKYMEHTBI YaCTO PETUCTPUPYIOTCS ACLIEHTPATU30BAHO O IPYIIINaM
B TE€X OTAeNax, TAe CO3MaloTcsa M OQOPMIIOTCS: B OyXraiTrepuu, OTACNEC KaJpoB,
KaHIEISPUH U T.J1.

PeructpupoBatbcsi BHYTpEHHHE AOKYMEHTHl JIOJDKHBI B JIEHb MOJNUCAHUS WM
YTBEPKICHUS.

[Tpu peructpaiyii BHyTPEHHETO TIOKYMEHTA 3allOJIHSII0TCS CASAYIOIINE JAHHBIE O HEM:

o TOPSAKOBBIN PErUCTPALIMOHHBIN HOMEP, TPUCBAUBAEMbIN JOKYMEHTY;

e JlaTa IOKYMEHTa (pEerucTpalumn);

o KpAaTKOE€ COAEpPKaHUE;

e MOJIpa3/ieJICHUE, MOATOTOBUBIIIEE IOKYMEHT;

o HCIIOJHUTED;

e CPOK UCIOJIHEHUS,

e OTMETKa 00 MCIOJHEHUH (X0 UCTIOTHEHUS );

e HOMEp JIeNa, KyAa MOIIUT JOKYMEHT.

AHaJIOTUYHO TOMY, KaK M B MPEIIICCTBYIONINE (HOPMBI BXOIANIUX M HCXOJSAIINAX
JTOKyMEHTOB, B (opMy perucrpanmuu MOTYT OBITh JOOABIEHBI JPYrUe€ TaHHBIC:
KOJIMYECTBO JIMCTOB, HAIMYUE TIPUIIOKEHUH U T.1.

Kaxnapiii BuA JOKyMeHTa (MPUKa3bl, PACHOPSKEHUS, JOTOBOPBI, JOKJIAIHBIC
3aMUCKUA) PErUCTPUPYETCS U HyMepyeTcsi camocTosTenbHOo. [lopsinkoBwiii HoOMep,
NPUCBAMBAEMBIA JTOKYMEHTY B MOMEHT PETrMCTpallviy, MEePEeHOCUTCS Ha JOKyMeHT. K
HOMEPY MOTYT OBITHh 100aBieHBI OyKBHI. K mpuMepy, K mpuKaszy Mo JIUYHOMY COCTaBY
— «JIC», T. €. IMYHBIN COCTaB, WIH «K» — KaJpbl, K HOMEPY pacropsLKeHHUsI-OyKBa «p»-

pacnopspKeHHe | T.JI.


http://%D0%B7%D0%B0%D1%87%D1%91%D1%82%D0%BA%D0%B0.%D1%80%D1%84/

[locTaHoBKa palMOHAIBHON CHUCTEMBl PETUCTPALMU JIOKYMEHTOB IO3BOJSET
ciyx0e J1e0Mpor3BOACTBA BIaAeTh MHPOPMAIIHEH O BCeX JOKYMEHTaX OpraHU3aliy U
BBIMOJHATh KBaJIU(PUIMPOBAHHO TaKWE BaXKHbIE 3aJauyM, KaK HWHPOPMAIMOHHO-
crpaBoYHast paboTa ¥ KOHTPOJIb 32 UCTIOJTHEHHEM JOKYMEHTOB.

4. IIOPAIOK BBIITOJIHEHUA PABOTDI
4.1. O3HaKOMJIEHHUE C 3aJJaHUEM.
4.2. Os3HakoMJICHHE C OOIIMMH U TEOPETUYECKUMHU TOJOKEHUSIMHU 10 TeMe
IPAKTUYECKOTO 3aHATUS.

4.3. OdbopmiieHre TOKYMEHTOB M TIOKa3 WX MPEMOAaBaTENIo.

5. BOITPOCHI JIJIA ITOBTOPEHUA:
5.1. Kakue notoku nenoBoi JokyMeHTaluu Bol 3HaeTe?
5.2. HazoBute (hopmbl perucrpanuu JOKyMEHTOB.
5.3. B ueMm 3aKiIr04aeTcsl MPEUMYLIECTBO AJEKTPOHHON PErUCTPAllU JOKYMEHTOB?
54. B kakux ciydasx HCHOJB3YeTCS  JKypHaJIbHas ¢opMa perucTpainuu
JIOKYMEHTAIUU?

6. JOMAIIIHEE 3AJIAHUE

6.1.0popmuts otuer.

3aoanue Ne 1

CoctaButh 1 0OPMUTH KypHAJT PETUCTPAIIUUA BXOIAIICH IOKYMEHTAIIUN
3aoanue Ne 2

CoctaBuTh 1 0OPMHTH KYPHAIT PETUCTPAIIUN UCXOIAIIEH JOKYMECHTAINH
3aoanue Ne 3

CocTaBUTh U OPOPMUTH KypHAJ PErHCTPAIlMN BHYTPEHHEH JOKYMEHTAIUH



INPAKTUYECKOE 3AHSTHUE Ne 9
«CocraBienue u 0popMiIeHHE BHYTPEHHE ONMCH, HOMEHKJIATYPHI JeJD)
Tema: Opranusanusi JOKyMeHT0000POTAa OPraHu3aluu
Hean: OBnaneTh yMEHUSMHU M HAaBBIKAMU TIO0 COCTABIICHUIO W O(OPMIICHHUIO BHYTPEHHEH
OIKCH, HOMEHKJIATYphI Je71.
[Tpo10IKUTENBHOCTD 3aHATHI: 2 Yyaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECIIEUEHUE:
1.1 NuauBuyanbHbIE 3a1aHus
1.2 MeTtoauueckre peKOMEHIAIUU 110 BHITOTHEHUIO MPAKTUYECKOT0 3aHSTUS
1.3 Jluneiiku, pydku, Oymara
2. JINTEPATVYPA:
2.1. bacakoB M.U. JlenompousBoactBo (JlokymeHTanmmoHHOE oOOecmedeHne

ynpasienus): yueonuk /M.U. bacakos, O.H. 3ameitikoBa. — PoctoB H/]l: denuke,

2017
3.  ObIHIME TEOPETHMYECKHUE [IIOJIOKEHUA 110  BBIIOJIHEHUIO
[TPAKTUYECKOI'O 3AHATHAL:

B nemonmpou3BoJCTBE OMUCH HA Ji€Ja COCTABJISIOTCS B KaXXKJIOM CTPYKTYpPHOM
nojpasiefieHun  paOOTHUKAMHM  CIY>KObl  JIOKYMEHTAallMOHHOTO  OOecredyeHus
ynpaBieHusi. OTBETCTBEHHOCTh 3a KAYECTBEHHOE W CBOEBPEMEHHOE COCTaBIICHHE
OMHCEH 1e]1 CTPYKTYPHBIX MOIpa3/IeICHUH HECYT UX PYKOBOIUTEIH.

BuyTpeHHsis onuch JOKYMEHTOB COCTaBIISIETCSI TOJBKO JIsI TE€X J€J, KOTOPhIE
MOJIJIEXKAT TTOTHOMY O(DOPMIICHHIO, a TAKXKe IS JIeIT TI0 JIMYHOMY COCTaBy HE3aBHCHUMO
OT CPOKOB UX XpaHeHHs. ['0TOBast onmuch pacrosiaraercsi B Hauajae ToMa M CIIMBAETCS B
00JI0’KKY BMECTE C IOKyMeHTaMu (TipriokeHue 1).

OnucarenbHasi CTaThsd BHYTPEHHEW OMHMCH Jella JIOJDKHA BKJIOYaTh B ce0s
CJIEIYIOLIUE DIIEMEHTBI:

- IOPSAJIKOBBIN HOMEP IOKYMEHTA;

- UHJIEKC JIOKYMEHTA;

- laTa JOKYMEHTA,

- 3aroJIOBOK JOKYMCHTA,



- HOMEpA JINCTOB JIEN1a;

- IPUMEYAHUE.

[lopsimok cucTeMaTu3auvMyd JIOKYMEHTOB 3aKpEIUIAETCS B HOMEHKJIAType e,
KOTOpasi HCIIONb3yeTcs Mpu (OPMUPOBAHUU €N, MPOBEACHUU DKCIEPTU3BI HUX
LEHHOCTH, Mepejayl Ha apXMBHOE XPAHEHUE, U SIBJISETCS 00s13aTEIbHBIM JTOKYMEHTOM
JUTs1 JIF0OOM OpraHu3alMH.

Homenknatypa nen HCHOJIB3yeTCS KaK CXeMa pPacHpeieseHus U TPYyNIUPOBKU
VCIIOJTHEHHBIX IOKYMEHTOB B JI€JIa, YKa3aTellb UHACKCALNN TOKYMEHTOB U JIEJ, CPOKOB
UX XpaHEHMS, a TAK)KE KaK CXeMa OCTPOCHMS CIIPAaBOYHOM KAPTOTEKU HE UCITOJIHEHHBIX
JNOKyMEHTOB. KpoMe Toro, oHa sBIS€TCA YYETHBIM JOKYMEHTOM B JEIONPOU3BOACTBE U
apXuBe YUpEeKIeHUs IS 1e7 BpeMeHHOro (710 10 JieT BKIIOYUTENbHO) XpaHEHUS.

OTBETCTBEHHOCT, ~ 3a  pa3pabOTKy  HOMEHKIATyphl  BO3Jlaraercsi  Ha
JIEJONPOU3BOJCTBEHHYIO  CIIykO0y  yupexaeHus (Ciayx0y JOKYMEHTAI[MOHHOIO
obecnieuenus ymnpasienus — JHOVY): ynpapienue Aenamu, KaHLEISAPUIO, OOUIMI WU
aAMUHHACTPATUBHO-XO35IMCTBEHHBIN OTIE U T.J. IIPX y4aCTUM apXuBa OpraHu3anuu. B
HEOOJIBIIINX OpPraHU3alUsAX, HE UMEIOIUX OTAENbHOU ciayk0bl JJOY, 0TBETCTBEHHOCTH
3a pa3pabOTKy HOMEHKJIATyphI JeJl BO3JIaraeTcs Ha JIMI0, OTBETCTBEHHOE 3a apXuB (Kak
paBuiIo, HA CEKpeTaps).

PykoBogutens ciryx0b1 IOY cOBMECTHO C OTBETCTBEHHBIM 32 apXUB OpraHU3allUU
IIPOBOAUT COBELIAHUE C yYACTUEM MPEICTABUTENEN BCEX CTPYKTYPHBIX ITOAPA3ACICHUN.
Ha takom coBemanuu, Koropoe 00bI4HO npoBoauTcs B IV kBaprase, moJBOASTCS UTOTU
o0 GOPMHUPOBAHUIO JIE] B TEKYIIEM T'OAY U AAIOTCS YKa3aHUS O MOPSAKE COCTABICHUS U
cpokax mpexactaBieHus B chayxk0y JIOY Homenkmatype aen Ha Oyaymuid TOJ
CTPYKTYPHBIMH NOJIPA3AECICHUSIMH OPraHU3ALUH.

HomeHkiiaTypa J1en yupeKIeHHs Ie4aTaeTcs B TPEX IK3EMIULIpax (IpHIIOKEHHUE
2).
[lepBbIli AK3EMIUIAP XPAHUTCS B CIYKO€ JEIONMPOU3BOACTBA, BTOPOM - HCIIOIB3YETCS
3TOH ciyx00if B KadecTBe paboyero »SK3eMIUIApa, TPETHHl - HAXOAUTCA B
BEJIOMCTBEHHOM apxuBe (y JIMIAa, OTBETCTBEHHOI'O 3a apXMB) B KAadye€CTBE YYETHOTO

JTIOKYMEHTA.



HomMenknaTtypa nen yupexaeHus nepecMaTpuBaeTCsl HE PeXe OJHOTO pa3a B MATh

JIET.
Pa3paboTka HOMEHKJIATYpHI JIeJ1 CKIIAJBIBACTCS U3 HECKOJIBKHUX ATAIOB:

- OIpeJIeTIEHNE Kpyra JOKYMEHTOB JIJIsl BKJIIOUEHHS] B HOMEHKIATYPY;

- COCTaBJIEHUE 3ar0JIOBKOB (HAUMEHOBAaHMI) J1eT;

- pa3paboTka KJIACCU(PUKAMOHHOM CXE€Mbl HOMEHKJIATyphl, T.€. TMOpSAIKa

PaCIIOJIOKEHUS JET,

- OIpe/ieNIeHUe CPOKOB XPaHEHUS JET;

- OIIpEeJIETIEHNE CUCTEMbI HHACKCAIIMU U YCTAHOBJIECHUE UH]IEKCOB JIET;

- ohopMIIeHHE U YIOCTOBEPEHUE HOMEHKIIATYPHI JIETI.

OO61mue TpedoBaHMs K HOMEHKIIATYpe Je:

- OXBaT BCEX JOKYMEHTOB, MOJYyYaeMbIX U CO3/1aBA€MbIX B MPOIECCE JNEATEIBHOCTH
OpraHu3allly;

- pazzienpHas TPYIIUPOBKA B Jieja JOKYMEHTOB MOCTOSTHHOTO U BPEMEHHOTO CPOKOB
XpaHCHMUS;

- KOHKpeTHas M 4YeTkas (OpMYJIMpPOBKA 3arojioBKa Jieja, KOTOpas MOJHOCTHIO
OTPAXKAET COCTaB U COJEpKaHUE JTOKYMEHTOB B HEM M HCKIIOYA€T BO3MOXKHOCTH
BKJIFOUEHUSI B JIEJI0 JOKYMEHTOB, HE COOTBETCTBYIOIIMX €r0 COACPKAHUIO M CPOKY
XpaHEeHUs,

- cUCTeMaTh3auusi Jed BHYTPU pa3lieIoB HOMEHKJIATypbl B COOTBETCTBHHM CO
CTEIEHBIO0 BAXKHOCTH Y CPOKOM XPAHEHUS JOKYMEHTAIINH.

OO0s3aTenbHbIE peKBU3HUTHI JoKyMeHTa « HoMeHkmatypa nem»:

- HAMMEHOBAHUE OpraHu3aluu (YUPEKICHHUS);
- HAMMEHOBaHUE BUJIa IOKYMEHTA;

- rpud yTBEPKICHUS;

- TEKCT JJOKYMEHTA,

- MIOJINKCH;

- BU3bI COTJIACOBAHUS,

- Ie4aTh YTBEP/KIAIOLIET0 OpPraHa.



[logmuces  noxkymenta «HomenknaTtypa  nmem»:  OTBETCTBEHHBIM  JIUIIOM  TI0
JIEJIONPOU3BOICTBY.
Homenknatypa nen opopmiisieTcs Ha oomiem oanke popmara A4.

4. TIOPAJIOK BBITTIOJIHEHUA PABOThI
4.1. O3HaKOMJIEHHE C 3a/aHUEM.
4.2. O3HakoMJIeHHE C OOIIMMH M TEOPETHUYECKUMHU TOJIOKEHUSIMU IO TEMe
MPAKTUYECKOTO 3aHSITHSI.
4.3. OdopmiieHrEe JOKYMEHTOB U MOKa3 UX MPEnogaBaTeto.
5. BOITPOCHI JIJIA ITOBTOPEHUA:
5.1. [laiiTe onpeaeneHre BHYTPEHHEN OIUCH A€, HOMEHKJIATYPBI JIEII.
5.2. Ha mMOKyMEHTHI C KaKUM CPOKOM XpaHEHHUsSI 0(hOpMIISICTCSI BHYTPEHHSSI OIMHUCH
1€, HOMEHKJIaTypa jaein?
5.3. Kakue o0si3aTenibHbIe pEeKBU3UTHI BXOJIAT B COCTAaB HOMEHKJIATYPHI J1eJ1?
6. JOMAIIIHEE 3AJIAHUE
6.1.0popmuts otuer.

3aoanue Ne 1

CocTaBuTh 1 0OPMHUTH BHYTPEHHIOIO OMHCH JIETT
3aoanue Ne 2

CocTtaButh 1 0)OPMUTH HOMEHKJIATYPY ACI



dopma BHYTPEHHEN ONIUCH JOKYMEHTOB €I

[MTPMJIOXKEHME 1

BHYTPEHHAA OIINUCH
JIOKYMEHTOB Jiesia Ne
Ne Nunekc Hara 3aroyioBOK Howmepa nucros | Ilpumeuanue
n/n JOKYMEHTOB JOKyMEHTOB JOKyMEHTa nena
1 2 3 4 5 6
Htoro JAOKYMCHTOB

udpaMu 1 TPOITHUCHIO

KonndecTBo nmuctoB BHYTpCHHCﬁ OIINCH

udpaMu 1 TPOITHUCHIO

JomxrocTts noanucek Y. O. ®amunms



[MPUJIOXXEHUE 2

YTBEPXKJIAIO

Hupexrop

(TmoHOE, COKpaIlleHHOE Ha3BaHUE OPTaHU3AIHN)

(Ha3BaHME OpraHU3alUN)

HOMEHKIJIATYPA I[E,H (moamnuck) (N.0. damumnus)
No « » 20 T.
(mara)
(ropox)
Ha Tronq
HWupekc Koxn-Bo Cpox XpaHeHUHH
3aroy0BOK ziena u Ne crarei IIpumeyanue
Jena ell. XP.
10 IEPEYHIO
2 3 4 5 6
3aB. KaHIeIsIpueu
(moanmch) (pacumbpoBKa MOIIHUCH)
3aB. ApXxuBOM
(moanmch) (pacumgpoBKa MOIIHUCH)

COTI'JIACOBAHO COTI'JTACOBAHO
[Tporokos DK ITpoTtokon DIIK (Ha3BaHue
0T Ne ApPXMUBHOTO YUPEKIECHUS)

(mara)

oT Ne

(mara)


http://blanki.ucoz.ru/news/2011-02-16-83

INPAKTUYECKOE 3AHSTHUE Ne 10
«CocraBiieHHe JIeKTPOHHBIX JOKYMEHTOB»
Tema: Opranusanusi JOKyMeHT0000POTAa OPraHu3aluu
Hean: OBnageTs yYMEHUSMHU U HAaBBIKAMH IO COCTABJICHUIO U O(OPMIICHUIO 3JICKTPOHHBIX
JTIOKYMEHTOB.
[Tpo10IKUTENBHOCTD 3aHATHI: 2 Yyaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECIIEUEHUE:
1.1 NuauBuyanbHbIE 3a1aHus
1.2 MeTtoauueckue peKOMEHIAIUU 10 BBITOTHEHUIO MPAKTUUECKOT0 3aHSTHS
1.3 Jluneiiku, pydku, Oymara
2. JINTEPATVYPA:
2.1. bacakoB M.U. JlenompousBoactBo (JlokymeHTanmmoHHOE oOOecmedeHne

ynpasienus): yueonuk /M.U. bacakos, O.H. 3ambitikoBa. — PoctoB H/]l: denuke,

2017
3.  ObIIME TEOPETHMYECKHUE [IIOJIOKEHMUA 110  BBIIOJIHEHUIO
[TPAKTUYECKOI'O 3AHATHAL:

[losiBieHre TEpPMUHA «INEKTPOHHBIA JOKYMEHT» CBSI3aHO C WHTEHCUBHBIM
puMEeHeHuEM MH(GOPMAIMOHHBIX TEXHOJIOTUN Ha MPEANPUITUSAX U B OpPraHU3alUIX U
dbopMHupoBaHHEM Ha MAINIMHHBIX HOCHUTENISX pPa3sHOOOpa3HON WHOOpPMAIMU: HAyYHO-
TEXHUYECKOM, MPOU3BOACTBEHHOM, YIIPABICHYECKOMN U 1.

DNeKTpOHHBIA JOKYMEHT — uH(popMarus, 3aukcupoBaHHAsT HA MaITUHHOM
HOCHTEJIC U COOTBETCTBYIOIIAsI TPEOOBAHUSM, YCTAHOBIICHHBIM HACTOSIIIIAM 3aKOHOM.

MauvHHbI HOCUTENIb — MAarHUTHBIA JIMCK, MAarHUTHAs JIEHTA, JIA3CPHBIN JUCK U
WHBIC MaTepUaIIbHBIE HOCUTEIH, UCTIOJB3YEeMBbIe IS 3aITUCH U XpaHEHUS HH(POpMaIUu ¢
MIOMOILBIO AJIEKTPOHHO-BBIYUCIUTEILHON TEXHUKH.

DJIEKTPOHHBIA IOKYMEHT JI0JIKEH COOTBETCTBOBATH CICAYIOIIUM TPEOOBAHHUSM:

- co3maBaThCs, 0OpabaThIBaThCS, TEPENaBaThCsi W XPAHUTHCS C  TIOMOIIBIO
MIPOTPAMMHBIX U TEXHUYECKUX CPEJICTB,;
- UMETh CTPYKTYpPY, YCTAHOBJICHHYIO 3aKOHOM, U COJIEpkKaTh PEKBHU3UTHI,

MO3BOJIAIOIINE €€ UICHTU(PUIIUPOBATE;



- OBITH MIPEICTAaBICHHBIM B (hOpMe, MOHATHOM JIsI BOCIIPHUSITHSI YEIIOBEKOM.

DNEKTPOHHBIA JOKYMEHT COCTOMT W3 JBYX HEOThEMJIEMBIX dYacTeil — oOmei
U 0COOEHHOM.

OO11ast 4acTh MEKTPOHHOTO TOKYMEHTa COCTOUT U3 UH(OpMALIUU, COCTABIISAIONIEH
conepxanue n1okyMenta. Mudopmanus 06 agpecaTe OTHOCUTCS K 001N YacTH.

Oco0OeHHast 4acTh 3JIEKTPOHHOTO JIOKYMEHTa COCTOUT M3 OAHOW WJIM HECKOJbKHUX
AIIEKTPOHHBIX HU(DPOBBIX MOAMHCEH.

OnexktponHas nudposas noanuck (DLIIT) - Habop cuMBOJIOB, BbIpabaThIBaEMbIi
CpencTBamMu 3JIEKTPOHHOW MU(PPOBOI MOIMUCH U SBISIOMUNACS HEOTHEMIIEMON YacThIO
AJIEKTPOHHOTO JOKYMEHTA.

OUII ucnonb3yercs: PU3NYECKUMH U FIOPUIUMYECKUMU JIMIIAMU B KQUe€CTBE aHajora
COOCTBEHHOPYUYHOM MOJIHUCH ISl IPUJAHUS 3JIEKTPOHHOMY JTOKYMEHTY HOPHAUYECKOM
CUJIbl, PABHOW IOPUAMYECKON CHIJIe JOKYMEHTA Ha OyMa)KHOM HOCHTEJIe, MOJITUCAaHHOTO
COOCTBEHHOPYYHO ITPABOMOYHBIM JIUIIOM U CKPEIJICHHOTO MeYaThio.

CpenctBa 3MEeKTpOHHOM IMGPOBON MOAMUCH - MPOrpaMMHBIE U TEXHUYECKHE
cpencTBa, 00ecneynBarolie BRIPa0OTKY U IIPOBEPKY JIEKTPOHHOU LU(PPOBON MOAIUCU
U HUMEIoIIMe CcepTU(UKAT COOTBETCTBUS WM YAOCTOBEPEHHWE O MPU3HAHUH
ceptudukara, BbIaHHOro B HanuonanbHOU cucrteMe ceprudukauuu PecrmyOnuku
benapycs.

Hnsa dopmupoBanus DI ucnonab3yroTes: cpeacTBa KpUnTorpapuyeckon 3amuThl
uHopmaruu (CK3H), ucnonb3yromye Tak Ha3blBa€Mble aCUMMETPUYHBIC aJITOPUTMBI,
B KOTOPBIX MPUMEHSIOTCS OTKPBITHIM U JIMYHBIN KIIFOYM KaXKJI0TO MOJIb30BaTENS.

JIMYHBIN KITH0Y TOJIUCH — HAOOp CUMBOJIOB, IPUHAJICKAIINA KOHKPETHOMY JIUILY
Y UCIOJIb3yEeMbIU TP BBIPAOOTKE 3JIEKTPOHHOUN LIUPPOBON MOAMKCH.

OTKpBITBIA K04 MPOBEPKU MOJIMUCH - HAOOp CHUMBOJIOB, JOCTYIIHBIM AJi1 BCeX
3aMHTEPECOBAHHBIX JIMI[ W HCIOJb3yeMbIM MHpPH MPOBEPKE 3JIECKTPOHHOM HHUQPPOBOI
MOATHUCH.

Kaprouka OTKpBITOTO KIIO4a MPOBEPKH TMOJIIUCH - JOKYMEHT Ha OyMa)KHOM

HOCHUTENIe, COAEpKAlIUi 3HAUYEHHE OTKPBITOTO KJ04Ya MPOBEPKU MOAMNHCH U



MOATBEP)KIAIONMNA  €r0  MPUHAMICKHOCTh  KAKOMY-THOO  (U3UYECKOMY  WJIH
IOPUIUICCKOMY JTUITY.

JIM4HBINA KIIIOY MOJB30BATENS XPAHUTCA Ha MAIIMHHOM HOCHUTEJNE B HEIOCTYITHOM
JIPYTUM JIMIIaM MECTE, OTKPBITHIM KIIIOU TMepefaeTcs BCEM YYacTHHUKaM OOMEHa
uHpopmarmei.

DNEeKTPOHHBIA TOKYMEHT MOXET UCIOJIb30BaThCSA BO BceX cepax AesiTeNbHOCTH,
rJic TPUMEHSIIOTCS TPOTPaMMHBIE M TEXHUYECKHE CPEICTBA, HEOOXOIUMBIC ISt
co3llanusi, 00pabOTKH, XpaHeHus, nepeaayud u npueMa uHdopmamuu. C MOMOIIBIO
AJIEKTPOHHBIX JIOKYMEHTOB MOTYT COBEPIIATHCA CHEIKH (3aKII0YaThCS JIOTOBOPHI),
MIPOU3BOIUTHCS PACUEThI, OCYIIECTBISATHCS TIEPEMICKA U Tepeiada JOKyMEHTOB U MHON
uHdopManuu.

DNEKTPOHHBIC JOKYMEHTBI MOTYT TMEPEChUIaThCS C TIOMOIIBIO JIFOOBIX CPEACTB
CBS3U, BKJIOYas WH(OPMAIMOHHBIE CUCTEMBI U CETH, €CIU 3TO HE MPOTUBOPEUUT
3aKOHOAATEIHCTRY.

dopMoil BHYTPEHHETO MPEACTABICHUSI JIEKTPOHHOTO JOKYMEHTA SIBJISIETCS 3aIUCh
uH(OPMAITUH, COCTABIISIONICH dJICKTPOHHBIA JOKYMEHT, HA MAIIMHHOM HOCHTEIIC.

@dopMoOil  BHENIHErO0  TMPEJCTABICHUS YICKTPOHHOTO  JIOKYMEHTa  SIBJISICTCS
BOCTIPOM3BEJICHUE DIIEKTPOHHOTO JOKYMEHTA Ha DKpaHe AWCIUIes, Ha OyMakHOM JHO0
WHOM OTJEIMMOM OT MAIIMHHOT'O HOCHUTENISI MaTepUaIbHOM OOBEKTE B JOCTYITHOM JIJIS
BU3YaJIbHOTO 0003peHus BHje (0€3 JOMOJHUTEIBHBIX TEXHHUYECKUX MPUCTIOCOOICHUN)
U hopme, TIOHATHOM JIJI BOCIIPUATHUS YCIIOBEKOM.

OpurnHasl SJIEKTPOHHOTO JOKYMEHTA CYIIECTBYEeT TOJIBKO Ha MAIIUHHOM
HOocUTene. Bce HK3eMIUISphl JJIEKTPOHHOTO JIOKYMEHTa, 3a(UKCHpOBaHHBIC Ha
MaITHHHOM HOCHTEJIC M UJACHTHYHBIC OJWH JAPYTOMY, SIBJISIOTCS OPUTHHAJIAMU U HMCIOT
OJIMHAKOBYIO IOPUANYECKYIO CHITY.

B cnyuae, xorga OHUM JIMIIOM CO3JAIOTCS JOKYMEHT Ha OyMa)KHOM HOCHTENE U
ANICKTPOHHBIA JOKYMEHT, WJICHTUYHBIC IO COJICPKaHHUI0, 002 JOKyMEHTa MPU3HAIOTCS
CaMOCTOSITEJIbHBIMU JIOKYMEHTaMH. B 3TOM citydae TOKyMEHT Ha OyMa)KHOM HOCHUTETIE

HE SIBJISIETCSI KOTUEHN AJIEKTPOHHOTO JOKYMEHTA.



Konum »leKTpOHHOTO  JIOKyMEHTA CO3JAlOTCS  MyTeM  yJOCTOBEPEHHS B
YCTaHOBJICHHOM 3aKOHOAATENBCTBOM MOpPsiAKE (OPMbI BHEIIHETO MPEACTaBICHUS
3JIEKTPOHHOI'O JTOKYMEHTa Ha OyMa)kHOM Hocutene. Konuu 31eKTpOHHOro JOKyMEHTa
Ha OyMa)XHOM HOCHTENE JOJDKHBI COJEp)KaTh yKa3aHWE Ha TO, YTO OHH SIBIISIFOTCS
KOIUSIMU COOTBETCTBYIOLLETO JIEKTPOHHOT'O IOKYMEHTA.

VY aocroBepeHue (opMbl BHELIHETO MPEICTABICHUS MIEKTPOHHOIO JOKYMEHTa Ha
OyMa)>XHOM HOCHUTEJIE MOXKET OCYLIECTBIATHCS:

- HOTApUyCOM WJIM WHBIM JIMIIOM, MMEIOIIUM IPaBO COBEPLIATh HOTapUaJIbHbIC
JICUCTBUSI,

- UHIUBUAYaJIbHBIM MIPEANPUHUMATENEM WIN IOPUINUYECKUM JTUI[OM, UMEIOIIUMH B
COOTBETCTBHH C 3aKOHOJATEITHLCTBOM IIPaBO Ha OCYIIECTBICHUE TAKOU JCSITEILHOCTH.

BocnpousBenenue 53JIEKTPOHHOTO JOKyMEHTa Ha HMHOM, KpoMe OyMa)HOro,
OTIECJIMMOM OT MAalIMHHOI'O HOCHUTENS MaTepuaibHOM OOBEKTe JMO0 €ro KOomws Ha
OyMa)XHOM HOCHTENE, HaJJIeKalM o00pa3oM HE YAOCTOBEpEHHas, HE HMEIOT
IOPUAMYECKOM CUITBI KOITUHU 3JIEKTPOHHOTO TIOKYMEHTA.

DNEKTPOHHBIA JOKYMEHT Ha MAIIMHHOM HOCHTEJIE MPUPABHUBACTCS K TOKYMEHTY
Ha OyMa)>XHOM HOCHTEJIE U UMEET OJMHAKOBYIO C HUM IOPUINYECKYIO CHUITY.

OpuruHaibl SJEKTPOHHBIX JOKYMEHTOB M WX KOMWU HAa OYMa)KHBIX HOCHUTEIIAX
UMEIOT OJJMHAKOBYIO IOPHINICCKYIO CHITY.

4. TIOPAOK BBIITIOJIHEHU A PABOTBI
4.1. O3HaKOMJIEHHUE C 3aJJaHUEM.
4.2. Os3HakoMJICHHE C OOIIMMH U TEOPETUYECKUMHU TOJOKEHUSIMHU 10 TeMe
MPAKTHYECKOTO 3aHATHSI.

4.3. OdopmiieHre JOKYMEHTOB U MOKa3 UX MPEnoaaBaTeto.

5. BOITPOCHBI JJIA1 ITOBTOPEHUA:
5.1. [laiiTe onpeaeneHue 3JIEeKTPOHHOTO JOKYMEHTA.
5.2. Kakum TpeboBaHUAM JOJIKEH COOTBETCTBOBATH SJIEKTPOHHBIN JOKYMEHT?
5.3. PaBHO3Ha4YHYIO JIM IOPUINYECKYIO CUIIYy UMEIOT JOKYMEHTbI U3TOTOBJICHHBIE HA

9JICKTPOHHBIX U 6YM3)KHBIX HOCUTEIIIX?



6. JOMAIIIHEE 3AJTAHUE

6.1.0popmuts otuer.

3aoanue Ne 1

CocTaBuTh U 0QOPMUTD IEKTPOHHBIA JOKYMEHT.
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