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BBE/IEHUE

Hacrosmme MeTonMyeckue pEeKOMEHJALUU  CIY’KaT PYKOBOJICTBOM  JUIS
OOy4YaromMXcs MPU BBIMOJIHEHUU MPAKTUYECKUX PabOT MO Mporpamme JUCLMILIAHBI
«/loxymeHTanmoHHoe o0ecrnieueHne YIPABJICHUS, YTBEPKJICHHON JUTSL
cnenuanbHocTh 38.02.01 «DKOHOMMKA U OYXTaNTePCKU y4eT (10 OTPacIIsiM)»

C ux NOMOUIpI0 OOYYalOIIMUCA CMOXET CaMOCTOSITENIbHO CIPABUTHCS C
BBIIIOJIHEHUEM 3a1aHUI.

Meronuueckue yka3zaHus MpeAHa3HAYeHbl [UIsi OOYy4YarolIMXCs, HW3y4arouux
IUCLUIUIMHY «JlOKyMEHTalMOHHOE OOECIEYEeHHE YIpaBICHUS», a TakkKe BCEX
M0JIb30BATENICH, JKENAIOIIUX CaMOCTOSTEIbHO OCBOUTh MPAKTHUECKYyI0 paboTy Ha
NEPCOHAILHOM KommbioTepe. IIpakTueckue paboThl COCTABIEHBI B COOTBETCTBUU C
AeicTByromeil nporpaMmon «JloKkyMeHTalmoHHOE OOecTeueHre YIpPaBICHUS» IS
oOyyarommxcsi Mo yTBepkaAeHHOW s crnenuanbHoctu 38.02.01 «DOkxoHOMUKA W
OyXranTepcKuid yder (110 OTpaciisim)»

CornacHo TpeOoBaHUAM (enepalibHOTO TOCYJapCTBEHHOTO 00pa30BaTEIbHOIO
CTaHjapTa CpeaHero MpoQecCHOHATLHOIO 00pa30BaHUs B pe3yJbTaTe€ OCBOCHUS
AUCUMIUIUHBL  «JlOKyMEHTAIllMOHHOEe OOeCHeueHue YIpaBlICHUsS», OO0ydarouIuiics
JOJDKEH YMETh HCII0JIb30BaTh U3yUYEHHBIE IPUKJIAIHBIE IPOIPAMMHBIE CPEJICTBA.
PaboTbl MpOBOJATCSA MO CIEIYIOUIUM TEMaM IPOrPAMMBI:

1. Opranu3anyoHHO - pacHoOPsAIUTEIbHbIE TOKYMEHTHI;
2. KagpoBasi TOKyMeHTaIus;

3. ®uHAHCOBO-pAacUETHAS JOKYMEHTALIMS;

4. JIoroBOpHO-IIpaBOBasi JOKYMEHTALIMS;

5. Opranuzanusi onepaTuBHOrO XpaHEHUs! JOKYMEHTOB;
6. Mcnons3oBanue [19BM B nenonpous3BojicTBe.

B mnactosimee Bpemsi B @I'OC cpeanero mnpodeccuoHaIbHOTO 00pa30oBaHus
chopMyIupOoBaHbl 001IME U TPO(ECCHOHATBbHBIE KOMIETEHIINN, KOTOPBIE TOJIKHBI ObITh
chopMUpOBaHbl y BBIMYCKHUKOB. Peanuzamus naHHOW 3amaud  TpeOyeT HOBBIX
MOJXO0/I0B K OpraHu3allid 00pa30BaTENbHOIO MPOLECcca, MPHU3BAHHBIX (POPMUPOBATH

KOMIICTCHIWH, OCO3HAHHBIC YMCHUA U @YHKHHOHaHBHBIG 3HaHMU:I. CDYHKHI/IOHEUIBHOCTB



3HAHMM  OMpeAeNseTcs IeJCHANpPAaBICHHBIM  (OPMUPOBAHUEM  JIEATEIHLHOCTHBIX
XapaKTePUCTUK MPEIMETHBIX 3HAHUN B MpoIlecce O0O0y4YeHUs, a OCO3HAHHOCTh YMEHUU
COOTHOCUTCSI C YMEHHUSMHU TepeHOoca OOOOIIEHHBIX OCHOB Yy4e€OHO-ITO3HABATEIbHOU
AESITENbHOCTH Ha Oyaylryio mMpodeccHOHANbHYIO JAEATEIbHOCTh B KOHKPETHBIX
CUTYyaIUsIX.

B cBa3u ¢ oSTuM yueOHBIE 3aHATHA JOJDKHBI OBITh OpPraHW30BaHbl Ha
TS TEIbHOCTHO-KOMIIETEHTHOCTHOM OCHOBE. OTHUM U3 3(PPEKTUBHBIX BUIOB YUEOHBIX
3aHATUH, B KOTOPBHIX JOMUHHUPYET MpaKTHYECKas JeATEIbHOCTh OOyYaroIuxcs,
OCHOBaHHas Ha JESITEeIbHOCTHO-KOMIIETEHTHOCTHOM OCHOBE, SIBJISIOTCS MPAKTHUECKUE
3aHSTHSL.

B pabGoueit  mporpamme = yueOHOM  JUCHUIUIMHBI «J{OKyMEHTaIlMOHHOE
oOecrieuyeHUe YMpaBICHUS» NPAKTUYECKUE 3aHiATHS cocTaBisaioT 30% oT obmiero
KOJIMYECTBA YaCOB, OTBEICHHBIX pabOYMMH y4eOHBIMH TUTAaHAMU M 3TO oOecrednBaeT
YpOBEHbB MOATOTOBKH BBITYCKHUKA, ONpeenéHHbIi [ ocynapcTBeHHBIMU TPeOOBaHUSIMU
®OI'OC 1o COOTBETCTBYIOLIEH CHEIHAIBHOCTH CpPeaHEro mnpodeccHoHaIbHOTO
oOpa3zoBaHus.

[enssmMu TpoBeICHMS MPAKTUYECKUX 3aHATUHN SBIISIOTCS:
- 0000menne,  cucremaruzalus,  yriayOJieHuWe,  3aKpelyieHHE  IOJIyYEHHBIX
TEOPETUYECKNX 3HAHWW MO KOHKPETHBIM TEeMaM JWCHUIUIMHBI «/OKyMeHTalnoHHOE
o0ecrieueHue yrnpaBiICHU»;
- (opMupoBaHHEe YMEHUH MPUMEHITHh MOTyUYEHHBIC 3HAHUS Ha MPAKTUKE, pean3aius
€IMHCTBA MHTEIJICKTYalIbHOW U MTPAKTHUUECKOH JeITeIbHOCTH;
- pa3BUTHE JUYHOCTHBIX KA4yeCTB, HAIPaBJICHHBIX Ha YCTOMYMBOE CTpEMJICHHE K
CaMOCOBEPIIEHCTBOBAHUIO: CaMOTO3HAHUIO, CaMOKOHTPOJIIO, CaMOOIICHKE,
CaMOPAa3BUTHUIO U CAMOPETYIISITNY;
- Pa3BUTHE UHTEIIEKTYATbHBIX YMEHHUH Y Oy IyIIMX CHEIUATNCTOB;
- BBIpa0OTKY TakuxX Mpo(ecCHOHATBbHO 3HAYMMBIX KA4eCTB, KaK CaMOCTOSITENbHOCTD,
OTBETCTBEHHOCTh, TOYHOCTbH, TBOPUECKAsT MHUITNATHBA.

KonunuectBo, 00beM U cojepKaHUE NPAKTUYECKUX 3aHATHI ONpeestoTcs

paboueii (aBTOPCKOM) MpOrpaMMoit o AUCIUIUINHE «J[oOKyMeHTallMoHHOE 00ecTieueHrE



YOPABJICHUS ISl CIIENUATBLHOCTEH  CpeIHero Mpo(ecCHOHATLHOTO 00pa3oBaHUs
COOTBETCTBYIOIIETO MPOUIIS.

[IpakThyeckue 3aHATUA MO JUCUHUIUIMHE «/[oKyMeHTanmoHHOEe oOecnedeHue
YIPaBJICHHS» HAMNpPaBJICHBI Ha (OPMHUPOBAHUE Y OOYUAIOIIUXCS MPAKTUUYECKUX M TPO-
(heCcCHOHAIbHBIX YMEHUN MpHU PEIICHUW 3a7a4 U IPU BBINOJHEHUHM OMPEICIICHHBIX
3a/1aHui, HEOOXOUMBIX B TTOCJIEAYIONICH MpodeccCuoHaIbHON AesTEIbHOCTH.
Conep:xaHue MPaKTUYECKUX 3aHATUU HA ypOKax MO AUCHUILIMHE «/[OKyMEHTAaIllMOHHOE
oOecrieyeHue ynpapieHUs» BKIIIOYAIOT B CeOs:

- IOMCK HYXHOW MH(OPMAIIUH TI0 ONIPEACIEHHON TEME;

- peuieHue pasHOro poja 3aJa4y, B TOM 4YHUCIE COJEpX aluxX 3aJaHus
npo(ecCUOHaNBbHON HANPaBIEHHOCTH;

- paboTy CO CIpaBOYHBIMH MaTE€pHaIaMHU.

Hapsny ¢ ¢opmupoBaHueM yMeHUN M HAaBBIKOB B IMPOIECCE MPAKTUYECKHUX
3aHATUNA  00O0OIIAOTCA, CUCTEMATU3UPYIOTCA, YIIYOJSIOTCS U KOHKPETU3UPYIOTCS
TEOPETUYECKHE 3HAHUS, BbIpaOaThIBAETCS CIIOCOOHOCTh M TOTOBHOCTH MCIIOJIb30BATh
TEOPETUYECKHUE 3HAHUS TP PELICHUU 3a]1a4.

ConepxaHue TPAKTUYECKUX 3aHATUH (QUKCUpyeTcss B paboueld ydeOHOM
nporpaMme JUCHUIUTMHBI «JlOKyMEHTaIllMOHHOE OOecCIieYeHUe YIPaBICHUS» B pasielie
«Conepxanue ydeOHOM MAMCHMIUIMHBD) M IUIAHHPYETCS C pPAacueroM, 4YToOBl 3a
OTBEJICHHOE BPEMsS OHU MOTJIN OBITh BHITIOJHEHBI OOJBIIMHCTBOM O0YUYaIOIIUXCSI.

KadecTBO opraHuzaiuu NPakKTUYECKUX 3aHSATUN SBISETCS OJHUM U3 OCHOBHBIX
ycioBui (hopMupoBaHus oOIIKUX U TPOPECCUOHATIBHBIX KOMIIETCHIIUN 00yUYaroIInXcsl.

[IpakTuueckoe  3aHATHE TPOBOAUTCA B  KabuHeTe «J{OKyMeHTalnOHHOE
oOecrieyeHUEe  yOpPABICHUS» U HUMEET  MPOAODKUTENIbHOCTh HE  MEHEE  JIBYX
aKaJIeMUYECKHUX 4acOB. BBIMTOTHEHUIO TPAKTUUECKUX 3aJaHUM MPEIIIEeCTBYET IPOBEPKaA
3HAaHUM CTYAEHTOB - UX TEOPETUUYECKON TOTOBHOCTH K BBIMIOJIHEHUIO 3a1aHUSI.

[IpakTHueckue 3aHATUS MO PELIEHUIO 3a/1a4 MOTYT HOCHTb:

- pETpOAYKTHBHBIA XapakTep. B ATOM cilydae mpu WX BBIMOJTHEHUU OOYYarOIIHECs
MOJIb3YIOTCSL Y4eOHON U CHEeUUaIbHOM JINTEpaTypoOil M BBINOJHAIOT PELIEHUE 3a/1ay 10

AITOPUTMY, pa3pabOTaHHOMY IMPEMNO/IaBATENEM;



- YaCTUYHO-TIOMCKOBBIN XapakTep. DT paboThl OTIMYAIOTCS TEM, YTO 00yJaronuecs He
MOJIB3YIOTCS TMOJAPOOHBIMH  WHCTPYKIHMSIMH, WM HE JaH TOPSAJOK BBINOJTHEHUS
HEOOXOAUMBIX JedcTBU. OHU JTOJKHBI CAMOCTOSITENBHO BBIOpATh CHOCOO pEIIeHUS
3a7a4M 110 MaTtepuanaM HHCTPYKTUBHOW, CIPABOYHOM U JIPYTOU JIMTEPATYPHI;

- TIOMCKOBBIN Xxapaktep. Takue pabOTBl XapaKTepU3YIOTCS TeM, YTO OOydaromIuecs
JOJDKHBI PEIIUTh HOBYIO JUISI HUX 3ajJady, ONUpPasCh Ha MMEIOIIHUECS TEOPETHYECKHE
3HAHMUSL.

[Ipy TUTaHUpPOBaHMM TPAKTUYECKUX 3aHATUH HEOOXOIMMO HAXOAHWTH OIITH-
MaJIbHO€ COOTHOILIEHHUE PETPOTyKTUBHBIX, YACTUYHO-IIOUCKOBBIX M MOUCKOBBIX padoT,
4TOOBI 00ECIIEUYNUTh BHICOKHM YPOBEHb UHTEIIEKTYaJIbHON JESTENbHOCTH.

Ha npaktrueckux 3aHATHIX MOTYT PUMEHSTHCS Cleayromue (OpMbl pabOTHI:

- (poHTanmpHAas - Bce 00yUaIOIMIKECcs PEIIAOT OJIHY U Ty XK€ 3a7a4y;
- WHAMBHUIYyaJIbHAS - KQXKIBIM CTYJEHT BBIMOJIHICT PElICHNEe WHANBHUIYAIbHBIX 33124
B 3aBHCHMOCTH OT YPOBHSI IOATOTOBKH CTY/ICHTOB.

['maBHas 1enb JaHHBIX MPAKTUYECKUX pabOT — MPAKTHUYECKOE 3aKpEIUICHHE U
yrayOneHne 3HaHWM, MOJNyYeHHBIX Ha TEOPETHUECKUX 3aHATUSAX MO JUCIHILIAHE
«/lokyMeHTalmoHHOE 00eCTieueHUe YIPaBICHUD.

JIJisi  yCTIeNIHOTO BBIMIOJIHEHUS] TMPAKTUYECKUX padboT oOyuaromuecs OOs3aHbI
O3HAKOMHTHCA C TOPSAKOM HX MPOBEACHUS W HM3YyYUTh COOTBETCTBYIOIIME pa3/eibl
TEOPETHUYECKOI0 Kypca.

Onucanne KaxAOW NPAKTUYECKOW pPaOOTHI COACPKHUT: TeMy, e padOTHI,
MOPSAZIOK BBIMOTHEHUS paOOTHI, a TaK K€ MEepPEUYeHb KOHTPOJIBHBIX BOMPOCOB, C LIETIBIO
BBISIBUTH U YCTPAHUTh HEJAOYETHI B OCBOEHUHU paccMaTpuBaeMoi Tembl. [ monydeHus
JOTIOJIHUTENIBHOK, OoJiee moApoOHOW WHGOpPMaMKW TO H3yYyaeMbIM BOIpPOCaM,
MPUBEICHO YYeOHO-METOInYeCKOe U HH(GOPMAIIMOHHOE 00ecIIeueHuE.

Kaxnas mnpaktuyeckas pabora BKIIOYaeT B CeOs KOHTPOJIbHBIE BOMPOCHI,

HarpaBJICHHBLIC HA ITPAKTHYCCKOC IIPUMCHCHHUC IMOJTYYCHHBIX 3HAHUH.



IMPAKTUYECKOE 3AHATHE Ne 1
«Cocrasienue u opopmieHue peksusntos OPJD

Tema: Yuuduxanus u cranaapruszanus JokymMeHtanuu. I[IpaBuia co3xanus u
o(opMJIeHHS IOKYMEHTOB
Hesn: OBnaners ymeHusiMu nipu oopmiieHnn peksuzuros OPJI.
[IpOnOmKATENBHOCTD 3aHATHI: 2 yaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIBHOE OBECITEYEHUE:

1.1. MuquBuyanbHbIE 3a/1aHUs

1.2. Meronnyeckne peKOMEHIAINN IO BBIMOJIHEHUIO IPAKTUYECKOTO 3aHATHS

1.3. Jluneiiku, pydku, Oymara
2. JINTEPATYPA: bacakoB M.U. JlenompousBonctBo (JlokyMeHTarimoHHOE

obecrieuenue ympasnenus): yueOnuk /M.U. bacakos, O.U. 3ambimkoBa. — PoctoB

H/[1: ®ennke, 2017
3. OBIIUE TEOPETUYECKHUE [NOJIOXKEHUA [1O BBITTOJIHEHMIO

[MPAKTUYECKOI'O 3AHATUA:

Cpenu 60JIBIIOTO pa3HOOOpa3usi BUAOB JICJIOBBIX JIOKYMEHTOB, OOpaIarommnXcs

Ha T[OPENnpusATASIX ©W B  OpPraHu3alusX, OpPraHU3ALUOHHO-PACIOPSAUTEIbHAS
nokymenranuss (OPJl) 3anumaer ocoboe wmecto. MOXKHO YTBEpXKJIaTh, 4YTO
OpraHU3allMOHHAs U YIpaBJICHUECKasl JEATeIbHOCTh IJIaBHBIM 00pa30M 3aKIJIFOYAaeTCsl B
pa3paboTKe W peanu3anuu perieHuii, fJokymeratupyemeix B OP/[. OP/] sBnsiercst Hau-
0oJiee MIMPOKO UCIOIH3YEMBIM BUIOM JIOKYMEHTAIUH.
OP/] xnaccuuuupyroT Ha TpU TPYIIIBL:
- OpraHU3alMOHHO-TIPABOBasl JOKyMeHTanus (ycTaB, MOJOXKEHHE, MpaBHIa, IITATHOE
pacruca’ue, MHCTPYKIIUHN);
- pacnopsaadTesibHas JOKyMEHTauus (IpUKas3bl, paCHOPSHKEHUs, IOCTAHOBJIICHHS,
pelIeHus, yKa3aHusl);
- uH(OPMAIIMOHHO-CIIPABOYHAs JOKYMEHTalUs, KOTOPYIO, B CBOIO OYEPEab, MOXHO
YCJIOBHO MOJIpa3/IeNIUTh Ha:
- onepamugHo-ungopmayuorHyo (muchbMa, TeaedoHorpamMmsbl, Gakchl U T. I1.);

-CnpagouHo-uHgopmayuonuyro (aKThbl, TPOTOKOJbI, JOKIATHbIE, CIY>KEOHbIE 3alUCKUA U



ap.).

Kpome Toro, Obmepoccuiickuii kiiaccu@ukaTop yrnpaBieHYECKON JOKYMEHTAINH
(OKVY ) B uncno OP/] BkiItOUaeT TOKYMEHTHI [0 JUYHOMY COCTaBY (Kajapam): 3asBiie-
HUS, JTUYHBIE KAPTOYKH, TMPUKA3bI (PACIOPSHKEHHS) O MMPUEeMe Ha padOTy W LEJbIA Psl
TPYTHX.

Odopmnenne OPJl  ocymiecTBisieTcss B COOTBETCTBUM C HOPMaMH W
tpeboBanusimu ['OCT P 6.30-2003, ycraHaBinuBaroniero TpedoBaHus K o(QpopMICHUIO
OP/] c yueToM HEKOTOPBIX 0COOEHHOCTEHN 0hopMIIEHHS TOKYMEHTOB (heslepaibHbIX
OpPraHOB HCHOJIHUTEIBbHOW BJACTH, OTOBOPEHHBIX THIIOBOM MWHCTPYKUHEN IO
JICJIONPOU3BOJICTBY B (pejiepabHBIX OpraHax UCIIOJHUTEIHLHOM BIIACTH.

CnyorcebnvimM  nonem  JTOKYMEHTa  SIBISIETCS  4acTh IUIomanad  ¢opmara,
NpeaHa3HaueHHAas JUIsl TOJIEW IOKYMEHTA U 3aKPEIUIEHUS €r0 B CPEACTBAX XPAHECHUSI.
llone ona pasmewenus yen06020 wmamna pacrojaraercs B JIEBOM BEPXHEM Iy
(dopmara UM B BEpXHEH €ro 4acTu Mpyu NpoJ0JbHOM BapUaHTE PACIONOKEHUS TaMIIa.
OcranbHas 4yacTh miomaau Gopmara COCTaBISIET paboyee noie OOKyMeHma.

I'OCT P 6.30-2003 ycraHnaBnuBaeT JBa CTaHAApPTHBIX (¢opmaTta OJIaHKOB
nokyMeHTOB - A4 (210 x 297 mm) u AS (148 x 210 mm). Kaxpiii TUCT JOKyMEHTA,
NOJKEH uMeTh nosist He meHee: 20 mM - seBoe; 10 MM - mpaBoe; 20 MM - BepxHEE U
HIKHEE TOJIS.

biianku OPJ] mpoeKTUpyIOT B COOTBETCTBUU C PACIIOJIOKEHUEM U TPAHUIIAMU 30H
pexkBu3uToB, npeaycMoTpeHHblx I'OCT P 6.30-2003, Ha OCHOBE Kak y2108020, TaK U
NPOO0IbHO20 UX PA3MEILEHUS.

JIns opraHu3anuu, €€ CTPYKTYPHBIX MOJpa3IeleHU, JOJKHOCTHOIO JIMLA
YCTaHOBJICHBI CJIEIYIOIIUE BUIbI OJaHKOB:

- 001U OJIaHK;
- OJIaHK MTHCHMa;
- 0JJaHK KOHKPETHOI'O BHJIa JOKYMEHTA.

I[Ipu moarotoBke ©  OQOPMIICHHUH  OPTraHU3AIMOHHO-PACTIOPAIATEIHLHOM
nokymeHTanuu B cootBeTctBuu ¢ ['OCT P 6.30 - 2003 wuCnonb3yroTCsl CHEAYIOIINE

PECKBHU3UTHI:



['ocynapcrBennsiii repd PD;

['ep6 cyOnekra PD;

OMOniemMa oOpraHu3allid WIM TOBapHBIM 3HAK - MOMENIAlOT Ha OJlaHKax B
COOTBETCTBHUHM C YCTABOM WJIM MOJIOKEHUEM OpPraHU3alNY;

Kon opranmsamuum — mnpoctaBisitor no OOuepoccuiickomy KiaccuukaTopy
NPEANPUATANA U OPTAHU3ALINM;

PeructpaniioHHbI HOMEP IOPUIUYECKOTO JHUIA — MPOCTABISIIOT B COOTBETCTBUU
C JJOKyMEHTaMH, BbIJIaBAEMbIMU HAJIOTOBBIMH OpTaHaAMU;

WNnentudukanmonnsii Homep Hanoromuiarensiuka (MHH);

Kon dhopmbl mokymeHTa — npocTasisitor no O61epoccuiickoMy KiiaccuukaTopy
YIIPaBIECHYECKOU TOKYMEHTALUN

HanmeHoBaHMe opraHu3aliuy — COKpalieHHOE HAaUMEHOBAHUE MPUBOJISIT TOJIBKO B
T€X CclydasX, KOIrJla OHO 3aKpeIUIEHO B YYPEIUTEIbHBIX JOKYMEHTaX
OpraHu3aluu;

CrpaBouHble JaHHBIE 00 OpraHM3aluu — MOYTOBBIA aapec, No TenedoHa, u

npyrue ceeaeHus (Ne cueta B 6anke, Ne (pakcoB, ajipec 3JIeKTPOHHOMN MOYTHI);

10. HaumeHoBaHue BUa JOKYMEHTA;

11. Jlata nokymeHnTa — sBisiercst AaToi ero noanucanus 02.10.2006 wiu

02 oxTsa6ps 2006 t.;

12. PerucTtpalimoOHHBII HOMEP — COCTOUT U3 €r0 MOPSAKOBOIO HOMEpA B Mpejeiax

KaJICHAApPHOTI'O IroJa,

13. Ccplnka Ha pETHCTPALIMOHHBIM HOMED U AAaTy NOKYMeHTa - Ne 1 1aTa TOKyMEHTa,

Ha KOTOpBIﬁ JOJIDKCH OBITH JaH OTBCT,

14. Mecto cocraBnenus unu uznanus (r. bpsaack, Mocksa, Caukt-IletepOypr);

15. Anpecar

I'enepanbHOMY IUPEKTOPY
OAO «Bocxom»
B.A.Cemuny



[Ipu agpecoBannu JTOKyMeHTa (PU3UYCCKOMY JIMIYy YKa3bIBAIOT (DAMUIMIO U WHHUITHAIIBI
MOJTy4aTessi, 3aTeM MOYTOBBIN aJipec:
Npanosy O.I1.
yn. CanoBas, 1.5, kB.12
r.bpsHck, bexxuukuii p-H,
241035
16. I'pud yTBepKaeHus TOKYMEHTa — YTBEPKIAETCsl T0KHOCTHBIM JIMIIOM
YTBEPX/IATO
IIpe3unent 3A0 «PocTekCTuIb»

B.A.Ilpommnn

JlaTa
17. Pe3omonus — paMuIMM U MHULUAIIBI UCTIOJIHUTEINICH, COJIep)KAaHUE TOPYUEHUS,
CPOK UCHOJIHEHUS, HOANUCH, J1aTy

Mopo3zosoit H.H.

[Ipomry moaAroToBUTH MPOEKT
JHloroBopa ¢ Ayautopckoi ¢pupmoit
k 01.02.2006
JIngHast moanucey
Jlara
18. 3aronoBok K TEKCTy — KpaTKOE CoAepKaHuEe JOKyMeHTa. OTBe4YaeT Ha BOIPOCHI:
0 KOM, 0 ueM?
19. Ormerka 0 KOHTposie — 0003HauaroT OykBoW «K», CIOBOM WM ILITAMIIOM
«KoHTpOIbY;
20. Texct — MOXKET OBITH MPEJICTABIICH B BUJIC:
mpagapem — 3apaHee OTIEYaTaHHBIA TEKCT C IMOCTOSHHOW WH(OpManen u
MPOITYCKaMH JIJIsl IEpeMEeHHOM nH(popMaIuu
mabnuya — TEPEeYeHb CBEACHUM, O YeM-IM00 WM O YHCJIOBBIX JAHHBIX,

MPUBEJICHHBIX B OMPEACICHHYIO CUCTEMY U PACIIOIOKEHHBIX IO Tpadam.



aHKema — OIPOCHBIA JIUCT JJISI TOJNYYEHHUs] OIPENIEIICHHBbIX CBEACHUU. TekcT
COJIEPKUT CIIOBECHYIO WIH ITU(PPOBYIO XapaKTEPUCTUKY OJTHOTO OOBEKTA IO Py
npu3HakoB. IlocrosHHas  uHpoOpManMs  NpEeACTaBI€HAa B TIIATEIBHO
MPOIYyMaHHBIX W C(HOPMYIMPOBAHHBIX Bompocax. [lepemeHHas — KOHKpeTHas
XapaKTepUCTUKA MPU3HAKOB, BbIpaXK€HA IOJTOTOBJIICHHBIM OTBETOM THMa — Ja,
HET;
21. OT™MeTKa 0 HAUIMYNH MPUITOKEHUSA:
IIpunoxxenue: Ha 5 1. B 2 9K3.
[Tpu HATMYMY HECKOIBKUX MPUIIOKEHUN UX HYMEPYIOT apaOCKUMu i pamu
[Tpunoxenue: 1. XXXXXXXXXXXXXXX
2. XXXXXXXXXXXXXXX (TEKCT HE 3aXOJUT 3a CJIIOBO MPUIOKEHHE)
22. lloanmucek — HAMMEHOBAHKE TOITUCH JIMIA, TUYHAS TIOJIUCh, paciu(poBKa
MOAMUCH
Jlupektop uHCcTUTYTAa  JU4Has noanuck M.B.ABneeHkoB
23. I'pud cormacoBanust nokymenta — coctout u3z cioBa COI'JIACOBAHO,
JOJDKHOCTA ~ JIMIA, JIMYHOM  TOJANMKMCH, PaclIUPpPOBKU  TMOJMNUCH, JIaThl
COTJIACOBAHMSI:
COI''TACOBAHO
Pextop ®unaHcOBOM akagemMun
[Ipu IIpaButenscrBe Poccuiickon @enepanuu
JImanasg mogmuce U.0O.D.
JlaTa
24. Bu3bl cOriacoBaHUs [IOKYMEHTa — MOJNUCh W JOHKHOCTh BU3UPYIOLIETO
JTIOKYMEHT, paciiu@poBKa MOAMKUCH, AaTa MOAMUCAHUS:
PykoBoauTenb IOpUIUYECKOrO OTIETa
JIngyHast moanuch A.C.OpnoB
JlaTa
25. OTTHUCK IeYaTn
26. OT™MeTKa 0 3aBEpEHUU KOINH:

Bepno



NHucniekTop cimy)0bl KapoB JInynas nognucek T.C.MBaHOBa
Jara

27. OtMeTka 00 UCTIOJHUTEIE — UHULIUAIIBI U (haMIuus UcrioTHUTENs, Ne TenedoHna:
B.A.IletpoB
512130

28. OT™MeTKa 00 UCIIOJTHEHUHU JOKYMEHTA U HallpaBJI€HUE ero B Jeno: «B nemnoy,

Ne nena, B KoTOpoM OyJIeT XpaHUTHCS IOKYMEHT;

29. OrmeTKa 0 MOCTYIUIEHWH JOKYMEHTa B OPraHU3alUI0 — MOPSAJIKOBBII HOMEp U
JlaTa MoCTYIUICHUS,

30. Unentudukatop S7IEKTPOHHONW KOMHUM JIOKYMEHTa — HauMeHoBaHue (aiina Ha

MalllMHHOM HOCHTCIIC, 1aTy U JPYTIHC ITOMCKOBLIC JJTaHHBIC.

4. TIOPAJOK BBIITOJITHEHM A PABOTHI
4.1. O3HaKOMJIEHUE C 3aJaHUEM.
4.2. O3HakoMJIEHHE C OOMIMMU M TEOPETHUYECKUMHU TOJIOKEHUSIMU TI0 TEeMe
MPAKTUYECKOTO 3aHSTHSI.
4.3. OdopmieHue TOKYMEHTOB U TTOKa3 UX MPEToaBaTelIIo.
5. BOITPOCHI JIA ITOBTOPEHUA:
5.1. Ilepeuncnure coctaB pexkBuznutoB OP/I.
5.2. Kakue Buzs! 6mankoB npexycmorpenst 'OCT P 6.30-2003?
5.3. HazoBure TpeboBaHuUsl, MPEAbIBISIEMbIE K TEKCTaM JOKYMEHTOB.
6. TOMAIIHEE 3AJJAHUE
6.1. OdbopMuTh OTHET.
3aoanue Ne 1
Bapuanr 1
3anoaHUTh HA CTaHAAPTHOM OJlaHKe (popMarta A4 Cleayrolre peKBU3UTHL: 5, 6, 8, 10,
11,12, 13, 15, 17, 18, 19, 20, 22, 25, 30.
Bapuanr 2
3anoJIHUTh Ha CTaHJAPTHOM OyiaHke popmara A4 ciaeayroniue pekBu3uThL: 5, 7, 8, 10,

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



IMPAKTUYECKOE 3AHSTHUE Ne 2
«CocraBienue u 0)opMIICHHE OPTaHU3ALMOHHO-TIPABOBBIX JOKYMEHTOB)

Tema: OpraHu3anoOHHO-NIPABOBAasi TIOKYMEHTAIUS

Heab: OBnaseTh yMEHUSAMU U HABBIKAMH IO COCTABJIEHUIO OPraHU3aI[MIOHHO-IIPABOBBIX
JIOKYMEHTOB U UX 0()OPMIICHHIO.

IIponOmKATENBHOCTD 3aHATHI: 2 Yaca

1. MATEPUAJIBHOE 1 JTOKYMEHTAJIBHOE OBECITEYEHUE:

1.1.  HMuauBuayanbHbIC 33/1aHUS

1.2.  Meronuyeckre peKOMEHIALMY MO BHITOJIHEHUIO MPAKTUYECKOTO 3aHTHUS

1.3. Jluneiiku, pydku, Oymara

2. JIMTEPATYVYPA: bacakoB M.M. [lenompousBoactBo (JlokymeHTallMOHHOE
oOecrieuenue ynpasienus): yueoOnuk /M.U. bacakos, O.U. 3ameiikoBa. — Poctos H//I:
®denukc, 2018

3. OBIHIME TEOPETMYECKUE IIOJIOXKEHUA 110  BBIIIOJIHEHUIO
I[MPAKTUYECKOI'O 3AHATUA:

OpranuzaioHHasi JACSTEIbHOCTh YUPEXKICHUS BBIpaKaeTcs B pa3padOTKe U
YTBEPKJIECHUU KOMIUIEKCA OpPraHMW3alMOHHO-IIPABOBBIX JOKYMEHTOB, COAEpPKAIINX
npaBujla, HOPMbI, TIOJIOKECHHS, YCTAHABIMBAIOUIME CTaTyC OpraHu3aluu, €€
KOMIETEHIIUIO, CTPYKTYpY, IITATHYIO YHUCIEHHOCTh M JIOJKHOCTHOM COCTaB,
(GYHKIIMOHAIBPHOE ~ COJEpKAHUE  JIEATEIbHOCTH  OpPraHW3alid B IIEJIOM, €€
nojpa3eieHuit U paOOTHUKOB, UX IpaBa, 00S3aHHOCTH, OTBETCTBEHHOCTh U JPYTHE
ACTIEKTHI.

Opranu3aliMOHHbIE JOKYMEHTBI ONPEACISIOT CTaTyC OpPraHM3alvi, MOPSIOK HX
paboThl. OHU SBJISIOTCS OCHOBOIOJIATAIOIIMMU B JESITEIBHOCTH JIFOOON OpraHu3aliiu U
00J1aat0T BBICIIEH FOPUINIECKON CHITOM.

[lens pa3paboOTKH OpraHU3allMOHHBIX JOKYMEHTOB - HamOoJiee palMoHaIbHOE
paszesieHre U Koomepalus Tpyaa MexXIay Moapa3ieeHUsIMU U paOOTHUKAMH.

Opranu3anoOHHO-TIPABOBbIE JOKYMEHTBI, C TOYKM 3pPEHHSI CpPOKa JEHCTBUS,
OTHOCSITCSI K 0€CCPOYHBIM U IEUCTBYIOT 10 MX OTMEHBI WJIM JI0 YTBEPKACHUS HOBBIX. B

CTaOMJIBHO PabOoTaIOIEM YUPEXKACHUM HEOOXOJUMOCTh NMEPECMOTPA, U3MEHEHHS WIIU



JOTIOJIHEHUST OPraHU3aIMOHHO-IIPABOBBIX JOKYMEHTOB MOKET BO3HUKATh OJIUH Pa3 B
HECKOJIbKO JIeT. B 3aBHCHMOCTH OT XapakTepa U riyOHMHBI U3MEHEHHUH B JESITEIHLHOCTH
YUPEKJICHUST OpPTraHU3alMOHHO-IIPABOBBIE JOKYMEHTHI JU0O0 pa3padaThiBalOTCsl 3aHOBO,
J100 B HUX BHOCATCS HEOOXOJIUMBIC M3MCHCHHUS M JIOTIOJHEHUS PACHIOPSIUTEIBHBIMHU
JOKyMEHTaMHu  (MPUKa30M WK  pacHopsbKeHueM  pykoBoauTens). B ciyuae
peopraHusanuu JIEITEIbHOCTH YUPEKICHUS pa3padaThIBatOTCS HOBBIC
OpraHu3aIlMOHHO-TIPABOBHIC IOKYMEHTHI U UX YTBEPXKJACHUE.

PazpabaTpiBaloTCsi  OpraHU3allMOHHO-TIPABOBBIE  JIOKYMEHTHI  PYKOBOJICTBOM
VUPSKJICHUS  WIM  TOJpa3JeleHus C  INPUBICUYCHHEM  KBaTU(OHUIIMPOBAHHBIX
CIEIUAJIUCTOB, XOPOIIO 3HAONIUX pPabOTy YUpexJeHHUS KaKk B IIEJIOM, TaK M IO
OTAEJIbHBIM HAIIPABIICHUSM.

OpraHu3amoOHHO-TIPABOBBIE JTOKYMEHTHI O(QOPMIISIOTCS HAa CTAaHIAPTHOM JIMCTE
Oymaru c 00s3aTeIbHBIM HAHECEHHEM BCEX HEOOXOJMMBIX PEKBU3UTOB: Ha3BaHUE
VUPEKJCHUS W/WUIU ToApa3feicHus (€cld JOKYMEHT YTBEPKIAeTCS PYKOBOJUTEIIEM
MOJIpa3/iesicHUs ), HAMMEHOBaHUE BUA JTOKYMEHTa, J1aTa, HOMEP JTOKYMEHTA, 3ar0JIOBOK
K TEKCTy, MOJANHUCh, Tpud yTBepKaeHus. Jlaroii opraHu3alMOHHO-IIPABOBOIO
JIOKYMEHTA SIBJISIETCS JaTa €r0 YTBEPKIACHHUS.

JlessTenbHOCTh JIF000T0 MPEINPUATHS IIEpPBOHAYAIILHO PEryJIUpYIOT
OpPraHu3aIMOHHO — MTPABOBBIE JOKYMEHTHI, K KOTOPBIM OTHOCSITCSL:

YcraB — CBOJI MOpaBWI, PETYJIUPYIOIIMUX AEATEIBHOCTh NPEAINPHUATHS, €T0
B3aMMOOTHOIICHUSI C JAPYTUMU OpraHu3alUsIMU, TPEANPUATHAMH, QUpPMaAMU U
rpaxkJlaHaMu, MpaBa M OOA3aHHOCTU B ONPEACICHHOW cdepe TrocyaapCTBEHHOIO
VIIPABIICHUSA, XO3AMCTBEHHOM WM WHOW JEATEIBHOCTH. YCTaB OTHOCHUTCA K
00s13aTeIbHBIM YUPEAUTEIIbHBIM JTOKYMEHTAM MPU CO3JIaHUH TIPEATPUSITHSI.

Ilono:xkeHUs1 — HOPMATHUBHBIC AaKThl, MMEIOIINE CBOJHBIA KOIW(PUKAIIMOHHBIN
XapakTep M  ONPEISSAIONIMEe TMOPSAJIOK 00pa3oBaHMS, CTPYKTYpPY, (QYHKIIHH,
KOMIUIEKTALUI0, 00SI3aHHOCTHU U OPraHU3AIMI0 PA0OTHI CUCTEMBI MPEATPUSITHS.

CTpykTypa TEKCTa MOJIOKEHHUSI O CTPYKTYPHOM MOJPA3ACIICHUH COCTOUT W3
CHEAYIOIINX Pa3aeoB:

1. O0mue MOJ0KECHUS;



2. OCHOBHBIC 3aJ1a4M;

3. OcHOBHBIE QYHKIINY;

4. Ilpaa;

5. OTBETCTBEHHOCTb.

NHCTpyKuMH — TIpaBOBbIE aKThl, M3/laBa€Mble WM YyTBEPXKIAaEMble B IEJISIX
YCTAHOBJICHUSI ~ TPaBWI,  PEryJUPYIOMIUX  OpPraHU3alMOHHBbIE,  (HUHAHCOBBIC,
TEXHOJIOTUYECKHUE U UHBIE CTOPOHBI JEATEIBHOCTU MPEANPUITHS.

IllTaTHOoe pacnucaHve — OpPraHU3allMOHHO —  TPAaBOBOM  JIOKYMEHT,
YCTaHABIIUBAIOIIMN KOJIMYECTBEHHBIM U KAYECTBEHHBIA COCTaB COTPYAHUKOB B COCTaBE
nojpasziefeHud (Ipy HAJIUYUK TAKOBBIX) TNPENNPHUSATHSA, a TaKKe pa3sMepbl HUX
MUHUMAJIbHOM (PUKCHUPOBAHHON MECSYHOM OIUIaThl TpyJa (OKJIazna) B COOTBETCTBUU C
3aHUMAEMbIMH JTOJKHOCTSIMH.

I[IpaBuia BHYTpeHHEro TPYAOBOIO PACHOPSAKA - JOKYMEHT, JeTajJbHO
pPErIaMEHTUPYIOLIUNA BOMPOCHI TOBCEHEBHOM ESITEILHOCTH IPEANPUSITHSI.

Jl01’KHOCTHBIE HHCTPYKUMHU — JTOKYMEHT, YCTaHABIUBAIOUIUN NJIsi COTPYIHHUKA
(KaTeropu COTPYIHUKOB) TMPEANPHUSATUS KOHKPETHBIE TPYJIOBbIE OOS3aHHOCTH B
COOTBETCTBHUH C 3aHUMAEMOM JOJIKHOCTBIO.

JloMKHOCTHAs MHCTPYKIUA odopmiisieTcss Ha oOmeM OJlaHKe OpraHu3aIvu.

CtpykTypa TEKCTa JOJKHOCTHOW HMHCTPYKIIMM MOKET BKJIIOYaTh B ceOs
CIEAYIOLINUE PA3AEbI:

1. OOuue monoKeHus

OyHKINU

JlomKHOCTHBIE 00SI3aHHOCTH

IIpaBa

2

3

4

5. OTBETCTBEHHOCTH
6. BzaumooTHoIeHUs (CBS3M MO JOJKHOCTH)
7. KBanupukanunoHHble TpeOOBaHUS

8. OueHka paboThI

4. TIOPAHNOK BBIIOJIHEHM A PABOTHI

4.1. O3HakOMJIEHHE C 3aJJaHUEM.



4.2.  O3HaKOMJICHHE C OOIIMMH U TEOPETHUESCKUMH TIOJIOKECHHUSIMU TI0 TEME
IIPAKTUYECKOTO 3aHATHS.

4.3. OdopmieHre TOKYMEHTOB U MOKa3 UX MPENoJaBaTelo.

5. BOIIPOCHI JIA ITOBTOPEHN A:

5.1.Kakue TOKyMEHTBI OTHOCATCA K OPraHU3allOHHO-IIPABOBBIM?

5.2. YUro BKitovaeT B ce0s PyHKIUS OpraHUu3alii CUCTEMbI U IPOLECCOB YIPABIICHUS?
5.3. Kakue paznenbl BKIOYAET B ¢e€0s1 TOJKHOCTHASL MHCTPYKLUA?

6. JOMAIIHEE 3AJIAHUE

6.1. OdopmMuth OTYET.

Bapuanr 1
3aoanue Ne 1
CocTaBUTh JOJKHOCTHYIO MHCTPYKIMIO A€IONPOU3BOAUTENS. JlonrcaTh HEIOCTAOIINE
pekBu3uThL. Paznenst Texcra: OOmue nonoxeHus; ®yHkiuu; JJomKHOCTHBIE
o0s3anHOCTH; [IpaBa; OTBETCTBEHHOCTH; B3anMOOTHOIIIEHUS, CBSA3H TIO JJOJIKHOCTH.
Crpykrypa Tekcra:
Pa3znen
X.X. JenonpousBoautenb paboTaeT B cCOOTBETCTBUU ¢ [IpaBuiamMu BHYTpEHHETO
TPYAOBOTO pACTIOPSAKA OPTaHU3ALUY.
X.X. Hmeer HOpMHUpOBaHHBIM pabo4Wii J€HH COTJIACHO  TPYJIOBOMY
3aKOHOJIaTEJILCTBY
X.X. Ilpn oueHke kadectBa palbOThI JEIONPOU3BOAMUTENS YUHUTHIBAECTCS, YTO
JEIONPOU3BOAUTEND JOJIKEH 3HATH:
X.X.X. IlonoxeHus 1 MHCTPYKIMHU 110 BEAECHUIO JIEJIONPOU3BOICTBA
X.X.X. PykoBoisimyii COCTaB OpraHu3aiuu
X.X.X. Mamunonuce, mnpaswia opdorpadur U TYHKTyaluH, MOPSIOK
PACIIOJIOKEHUSI MaTEPHUAa MPU MeYaTaHUU PA3TAYHBIX JOKYMEHTOB.
Paznen
X.X. enonpon3BOAUTENb MOJy4aeT HEOOXOIUMbIE PYKOBOJAUTENIO CBEICHUS OT

NO/Ipa3/IeJICHUI I UCTIOIHUTEINIEH, BBI3BIBAET M0 €r0 MOPYUYEHUIO paOOTHUKOB.



X.X.X. Opranmsyer TtenedoOHHbIE TEPETOBOPHI PYKOBOIUTENS, MPUHUMAET H
nepenaer renedoHOrpaMMBbl, 3alUCHIBAET B €r0 OTCYTCTBUE MPUHSTHIE COOOIIECHUS U
JOBOJUT A0 CBEJICHUS PYKOBOJUTENS UX COAEPKaHUE.

X.X.X. OcymectBrisger paboTy MO TOATOTOBKE 3aceJaHWW U COBEIIAHHMH,
MPOBOJUMBIX pyKOBoaUTeNEM (cOOp HEOOXOJUMBIX MaTepuaoB, OIOBEIICHHE
YYaCTHHKOB O BPEMEHH, MECT€ M TMOBECTKE JHS 3acelaHusl WIM COBELIAHUs, MX
perucrpaius), BeeT 1 opopmMiIsieT mMpOTOKOJIbI.

X.X.X. OOecneunBaeT paboyee MECTO PYKOBOIUTENS  KaHIICISIPCKUMHU
MPUHAJJICKHOCTSIMUA, CPEACTBAMU OPraHU3alMOHHONW TEXHUKH, CO3Ja€T YCIJIOBHS,
criocoOcTBytomme ero 3 HEeKTUBHOMN padoTe.

X.X. Ilepemaer u mnpuHUMaeT HUHGOPMALMIO 1O HPUEMHO-IIEPErOBOPHBIM
YCTPOMCTBAM.

X.X.X. Ileyataer mo yka3aHUIO PYKOBOAMTEISI pa3jIMuHblE Marepuaibl. Bexer
JEJIONPOU3BOACTBO,  NPUHUMAET  MOCTYyHAlOUIyld Ha UM PYKOBOJAMTENS
KOPPECMOHAEHIINIO, OCYIIECTBIISIET €€ CUCTEMATU3AIMI0 B COOTBETCTBUU C IPUHSITHIM B
OpraHu3allid TOPSIKOM U TepelaeT €€ TMocle PacCMOTPEHUS PYKOBOIUTENSIM
MOAPA3AEICHUS UM KOHKPETHBIM UCIIOTHUTENSM JIJIs1 UCIIOJIB30BAHUS B IMPOLIECCE
Paszaen

JlenonpousBoAuTENb ~ MMEET  NOpaBo  TpeboBaTh  OT  PYKOBOJUTENEH
MO/Ipa3/ieJICHUH, a B HEOOXOAUMBIX CIIy4asiX M OT JUPEKTOpa OPTaHHW3aIlUU TPUHSTHS
Mep IO COXPAaHHOCTHM COOCTBEHHOCTH OpraHu3aluy, OOECHEYEHHIO MPABUIbHON
OpraHu3aluy JOKyMEHTO000pOTa, KOHTPOJISI U UCTIOTHEHUS JOKYMEHTOB.

Pa3znea

X.X. lenonpou3BoAUTENb 00ECTIEUNBAECT OPTaHU3ALUIO U 00CITyKUBaHHE PAaOOTHI
PYKOBOJUTENSI OPraHU3alIUH.

X.X. Jlenonpou3BOAUTENh Ha3HAYaeTCS Ha JIOJDKHOCTH M OCBOOOXKIACTCS OT
JOJKHOCTH PYKOBOJMUTENEM OPTaHU3ALIMH.

X.X. Ha momKHOCTE AeIOnpOU3BOAUTENS HA3HAYAIOTCS JIUIA, UMEIOIINE 00IIIee
cpelnHee 00pa30BaHKE U CIIEHMATIbHYIO MOATOTOBKY MO YCTAHOBJIEHHON MTPOrpamMMe.

X.X. IIpuem u caaya jen npy Ha3HAYEHUH U OCBOOOKIEHUU JEIIONPOU3BOAUTENS



0 OPMIISIOTCS aKTOM TIOCJIE MPOBEPKU COCTOSIHHS TOKYMEHTAIIUH.
Paznen
X.X. [Henonpou3BOAUTENh MOMJIEPKUBAET KOHTAKT C KaJgpOBOM CIIyxKOOM
OpraHu3aluu, IPYTUMH CTPYKTYPHBIMHU MOJPa3ICICHUSIMU U T.1.
Paznen
Jlenonpou3BoAUTENL OOECIEYUBACT KOHTPOJIb 3a JOKYMEHTOOOOpPOTOM B

opraHmu3anuu.

Bapuanrt 2
3aoanue Ne 1

CoctaBuTh U O(OPMHUTH MOJOXKEHHE O OyXTraJTepCKOW Ciyk0e MpeanpusTus.
Henocratomue pexBu3uThl mnonanucath. Pazgensr Tekcra: OOmye MONOXKEHHUS;

OcHoBHbie 3aaaun; OcHoBHbIE (yHKIMH; [IpaBa; OTBETCTBEHHOCTD.

Crpykrypa Tekcra:
Paznen

X.X. ®opmupoBaHHe TOJHONW M JOCTOBEPHOW HWHGOPMAIIMU O JEATEIHLHOCTH
OpraHu3allid HW €€ MMYIIECTBEHHOM TMOJOXKEHUHU, HEOOXOAUMON BHYTPEHHHUM
MOJIH30BATENISIM ~ OyXTaJITePCKOM OTYETHOCTH - PYKOBOJUTEISAM, YUPEIUTEIISM,
YYaCTHHKAaM ¥ COOCTBEHHUWKAM HWMYIIECTBA OPTaHMU3AIlMU, a TaKXKe BHEIIHUM -
HWHBECTOpPAM, KPEAUTOPAM U IPYTHM T0JIb30BaTEIAM OyXTaJITepCKON OTUETHOCTH;

X.X. Oobecneuenue uHpopmalmeil, HeOOXOAUMON BHYTPEHHUM M BHEIIHUM
MOJIB30BATENSIM ~ OyXTaldTepCKOM OTYETHOCTH JJIsi  KOHTPOJIS 3a COONIOJCHUEM
3akoHOJarenbCcTBa Poccuiickor @Penepauvu NOpu  OCYUIECTBIEHUM OpraHU3aluen
XO3STUCTBEHHBIX ONEpaii U WX 1eIeCO00pPa3HOCThIO, HAIMYHMEM U JIBIDKCHHEM
UMYIIECTBA U 0053aTeNbCTB, MCIOJb30BAaHUEM MATE€pUATbHBIX, TPYAOBBIX U
(bMHAHCOBBIX PECYPCOB B COOTBETCTBUM C YTBEPKJICHHBIMU HOPMaMH, HOPMaTUBaMU U
CMETaMu;

X.X. IlpenmorBpallieHue€  OTPHULATENIBHBIX  PE3YJbTAaTOB  XO35MCTBEHHOU

ACATCIIbPHOCTU OopraHu3anuvu 151 BBISABJICHUC BHYTpHXOSHﬁCTBCHHBIX PE3CpPBOB



oOecrieueHus ee (PMHAHCOBON YCTONYMBOCTH.
Paszaen

X.X. 3ampamuBaTh U NOJy4aTh OT noapasfeneHuii Opranuzanuu HEOOXOqUMBbIE
11 paObOThI CBEICHUS M MaTepUabl U HAMPABJIATh UM HEOOXOIUMYIO HHPOPMAIHUIO 110
COOTBETCTBYIOIIMM BOIIPOCAM.

X.X. [IlpuBnekars nojpaszaeneHuss OpraHu3anvu K BBIIIOJHEHUIO COBMECTHBIX
paodoT.

X.X. IIpoBoauTh COBEWIAHHWS W YYAaCTBOBATb B COBELIAHUSAX JPYTUX MOM-
pazaenenuii Oprauu3alyy OpU PaCCMOTPEHUU BOMNPOCOB, BXOJSIIUX B KOMIIETEHLIUIO
byxranrepun.

X.X. BHOCUTB Ha paccMOTpeHHE pyKOBOACTBY OpraHnu3anuu:

X.X.X. Bompocsl, cBsizanHbIe ¢ (HDMHAHCOBO-DKOHOMHYECKOW MIESITEIbHOCTHIO
Opranuzanuu.

X.X.X. Ilpennoxenus o0 M3MEHEHMHM CTPYKTYpPhl W IITATHOTO paClUCaHUS
byxranrepun.

X.X.X. IlpennoxeHus: O MOOLIPEHUU B YCTAHOBJIECHHOM IIOPSJIKE COTPYAHUKOB
byxranrepuu 3a BBICOKUE pPE3yJIbTaThl TPYAQ.

X.X.X. Ilpemnoxenuss O NPUMEHEHUHM K COTpyAHUKaM byxranrepun wmep
JUCLUWIUIMHAPDHOW  OTBETCTBEHHOCTH B COOTBETCTBMM C  JCUCTBYIOIIMM  3a-
KOHOJIaTEJIbCTBOM.

X.X.X. [IlpemnoxeHuss o HampaBJI€HUH COTPYAHUKOB byxrantepun Ha yueOy
(mepenoAroToBKy, MOBBILIEHUE KBAIU(PUKALKK), HA CTAXKUPOBKH U B KOMaHAMPOBKH.

X.X. IIpencraBiare OpraHu3anyio B yCTAaHOBIEHHOM IIOPSIKE BO BCEX OpraHax U
OpraHu3alusx, a TaKKe B OTHOIICHHUSX C (PU3MYECKHUMH JIMIAMHU 10 BOIPOCaM,
OTHOCSIIMMCS K KOMIIETeHIIUU byxranrepuu.

Paszaen

X.X. OTBETCTBEHHOCTh 3a KAYECTBO M CBOEBPEMEHHOCTH BBIOJTHEHUS (PyHKLIUN
Oyxraiarepuu, MPEAyCMOTPEHHBIX HacTtosmmM [lojoxeHneMm, HeceT TJaBHBIN
oyxranrep.

X.X. Ha rnaBHOrO Oyxrairepa BOo3jaraercs nepcoHaibHasi OTBETCTBEHHOCTD 3a:



- CoOmtoneHue AEWCTBYIOUIETO 3aKOHOAATEIbCTBA B MPOIECCE PYKOBOJCTBA
Oyxrantepuei.

- Opranu3anuio AesaTebHOCTH OyXralTepuu MO BBINOJHEHUIO 3a7a4 U (PYyHKIUH,
BO3JIOKEHHBIX Ha OyXTaJITepuIo.

- CobOmogenne pabOTHHKaMU OyXraiaTepuud NPOU3BOJCTBEHHOW U TPYAOBOM
JUCIUIUIHHBI.

- OpraHu3anuio B OyXraiarepuu OIEpPaTHUBHOM M KAayeCTBEHHOH IOJArOTOBKHU
JOKYMEHTOB, BEICHHUE JEJONPOU3BOACTBA B COOTBETCTBUM C JCHCTBYIOUIUMU
IpaBUIaMU U HHCTPYKLIHSIMH.

- OOecnieyeHne COXPaHHOCTH HUMYIIECTBA, HAXOMAILIErocss B OyXrajaTepuu Hu
coOJII0ICHUE TIPaBUJI MTOKAPHOUN 0€30MaCHOCTH.

- CocraBneHue, yTBEpXkJACHUE U TMPEACTABICHUE TOCTOBEPHON HMH(OpMAaLUU O
JeSTENbHOCTH MTPOU3BOCTBA.

X.X. OTBETCTBEHHOCTh JPYrux pPaOOTHUKOB OyXraiaTepuu YCTaHABIMBAETCA

COOTBCTCTBYIOIINMMHU MHCTPYKIUAMU.

Paznen
X.X. byxrantepckas cmyx0a (mamee - byxrantepus) sBisieTcs camo-
CTOSITEIbHBIM CTPYKTYPHBIM MOJIpa3/IeICHUEM (manee - Opranuzanus).

X.X. Dbyxrantepus B CBOEH NEATENBHOCTH PYKOBOJCTBYETCS JIEUCTBYIOIIMM
3akoHOAATeILCTBOM Poccuiickonn ®denepamuu, Ykazamu IIpesumaenta Pocculickoi
Qenepanuu, IOCTAHOBICHUSAMHU U pacnopsbkenusamu  [IpasurensctBa Poccuiickon
@enepanuu, YcraomM OpraHusanuu, MpUKa3aMyd M pacropsiKeHUsAMU ['eHepanbHOro
nupekTopa Opranuzanuu, HactosuuM [lojoxkeHrneM W JApyrdMM HOPMATHUBHBIMU
aKTaMH.

X.X. byxranrepus MOIUYMHAECTCS HEMOCPEACTBEHHO T€HEPATLHOMY JIUPEKTOPY
Opranuzanum.

Paznen

X.X. ®opMUpPOBAHUE YUETHOU MOJIUTUKU B COOTBETCTBUM C 3aKOHOAATEIHCTBOM

0 OyXTaJTepCKOM Yy4YeTe W HCXOAS M3 CTPYKTYphl U OCOOCHHOCTEH JesATEeTbHOCTH

MPEANPUATHS, HEOOXOAUMOCTH 00eCeYeHUs ero (PUHAHCOBOM YCTOMYHUBOCTH;



X.X. Pabora mo moAroToBKE W TPHUHATHIO pabodYero IJiaHa CYeToB, (OpM
MEPBUYHBIX YYETHBIX JOKYMEHTOB, MPUMEHSEMBIX i1 OQOPMIICHUS XO3MCTBEHHBIX
OTIepaIyii, Mo KOTOPHIM HE MPEITyCMOTPEHBI TUIIOBBIE (POPMBI;

X.X. Pa3paborka ¢opM TOKyMEHTOB BHYTPEHHEH OyXraiaTepckoil OTUETHOCTH;

X.X.0O6ecnevyeHue nopsiaka MPoBEACHHS] THBEHTapU3aLU;

X.X. KoHTpOsb 32 npOBeIEHUEM XO3IUCTBEHHBIX ONEPALIUI;

X.X. OobecneueHue CcOOMONCHUS TEXHOJOTUH O0OpabOTKU OyXrajaTepckoi
uH(GOPMAIIUH U TTOPsIIKA TOKYyMEHTO000pOTa,

X.X. @opMHUpPOBaHUE U CBOEBPEMEHHOE MPEAOCTABICHUE ITOJTHOW U JOCTOBEPHOU
Oyxranrepckoil MH(poOpMalUu O JEATENBHOCTH HPEANPUSTHS, €r0 UMYIIECTBEHHOIO
MOJIO’KEHUS, TI0X0AaX U pacxojax;

X.X. CBoeBpeMEHHOE OTpaKEHHE Ha CcueTax OyXrajTepcKOro ydera orepaiui,
CBSI3aHHBIX C JBI)KEHHEM OCHOBHBIX CPEJICTB, TOBAPHO-MaTEPHAIBHBIX IEHHOCTEH H
JCHEKHBIX CPEJICTB;

X.X. CBoeBpeMEHHOE U IPaBUIIbHOE 0(OPMIICHHE JOKYMEHTOB.



MPAKTUYECKOE 3AHSITUE Ne 3
«CocraBiienne u opopmiieHHE PACTOPAAUTETbHBIX T0KYMEHTOB)

Tema: PacnopsiguresibHasi JOKYMeHTAIUS
Hean: OBnaneTs yMEHUSIMH U HABBIKAMU TI0 COCTABJICHUIO PACTIOPSAUTEIILHBIX
JOKYMEHTOB U UX 0()OPMIICHHIO.
[IpOnOmKATENBHOCTD 3aHATHI: 2 yaca

1. MATEPMAJIBHOE U TIOKYMEHTAJIbHOE OBECITEYUEHUE:

1.4. HMuauBuayanbHbIC 33/1aHUS

1.5. Meronuyeckre peKOMEHALMU MO BHITOJIHEHUIO MPAKTUYECKOTO 3aHTHUS

1.6. Jluneiiku, pydku, Oymara

2. JIMTEPATYVYPA: bacakoB M.M. [lenompousBoactBo (JlokymeHTallMOHHOE
oOecrieuenue ynpasienus): yueoOnuk /M.U. bacakos, O.U. 3ameiikoBa. — Poctos H//I:
denukc, 2017

3. OBIME TEOPETUYECKUE TTOJIOXEHNMA 110 BBITIOJIHEHUIO

[MPAKTUYECKOI'O 3AHATUA:

JIrobast opraHuzaius HaJeNsAeTCs TPaBOM HW3JaHUS  PaACIOPSIUTEIbHBIX
NOKyMeHTOB.  OCHOBHOE€  Ha3HAYEHHE  PACIOPSAIUTEIbHBIX  JOKYMEHTOB  —
pETryJIMpOBaHUE JEATEIHHOCTH, IO3BOJISIONIEE OpraHy VYIpaBJICHHS OO0ecreYnBaTh
peaau3aliio MOCTABJICHHBIX mepen HUM 3aaad. OT Toro, HAcKOJbKO 3(P(EKTUBHO
PETYIUPYETCS AeATENHHOCTh OPTaHU3AINH, 3aBUCST PE3YIIbTaThl €€ PaOOTHI.

PacnopsinurenbHas qesTeIbHOCTh OpraHU3aluu JOKYMEHTHPYETCS MOCPEICTBOM
W3/1aHUS IPUKA30B.

[Ipukas3pl monpa3fensioTCd Ha MPHUKa3bl 1O OCHOBHOU OeamelbHOCmU W No
JIUYHOMY COCMABY.

Ilpukazamu no ocnogHoil deamenvHocmu 0HOPMIIIOT PEIICHUS PYKOBOIUTEIS,
CBSI3aHHBIE C OpraHu3anuel paboThl, TOPSJIKOM JEATEIHLHOCTU MPEANPUATUS WU €T0
CTPYKTYpPHBIX Tojpazjaenenuii. OHu U31at0Tcs, Koraa TpedyeTcsi JOBECTH 0 CBEACHUS
JTUPEKTUBHBIC JTOKYMEHTHI, MIOCTYIHUBIITNE M3 BBHIMIECTOSAIINX OPTraHOB, U HEOOXOIMMO
HAMETUTh KOHKPETHBIC MEPOIPHUATHSA, OIPEACIUTh  OTBETCTBEHHBIX JIHI, CPOKH

BBITTOJTHEHUS TUX MEPONIPUATHM.



[Ipuka3el Moryt OBITh HOPMATHBHBIMH ¥ WHAUBUAYyanbHbIMH. [Iporiecc
cocTaBiieHUs] U 0OPMIICHUS MPUKa3a PErjIaMEeHTUPYETCS MHCTPYKIUSIMHU 1O paboTe ¢
JOKYMEHTaMH, MpaBUJaMU O TOPSAKE TOJITOTOBKH IPOEKTa MpUKa3za W JAPYTUMHU
MPaBOBBIMM aKTaMU. B HHUX MpeaycMaTpuBaeTcs 00s3aTeIbHOE COOIIOJCHHUE psaa
TpeOOBaHUM U MPaBWI, KOTOPHIE JTOHKHBI 00ECTICUUTh IOPUINYECKYIO MOJHOIIEHHOCTh
JIOKYMEHTOB, OIEPAaTUBHOE WX HCIIOJHEHHUE, MPABWIHLHOE U BCECTOPOHHEE PEIICHUE
BOIIpOCA.

[Ipoekr mpukaza TOMJICKUT O00S3aTEIBHOMY COIVIACOBAHUIO CO  BCEMU
3aMHTEPECOBAHHBIMU JIUIIAMHU JAHHOTO YUYPEXKICHUS, a TIPU HEOOXOAMMOCTH U JIPYTUX
opranuzanuii. B ciywyae HapyllieHUs YyCTAaHOBJICHHBIX MpPaBWJI M3JaHUS IpUKa3a OH
TEepsET IOPUANYECKYIO CHIY M MOMJIEKUT oTMeHe. K mpoekTy mpukasza mpuiararorcs
JTOKYMEHTBI, 000CHOBBIBAIOIITUE €TO IEIECO00Pa3HOCTb.

[Ipuka3 BcTymaer B CHJIy C MOMEHTA €ro MOAMUCAHUS, €CJIU MHOTO CpOKa He
yka3zaHo B Tekcre. [IpaBo moamnucu mpukasza ompenensercss 3aKkoHoAaTesbcTBOM. Kak
MpaBUJIO, MPABO MOJMUCH MPUKa3a UMEIOT PYKOBOJUTENN U UX MEPBbIE 3aMECTUTENH, a
TaKK€ HEKOTOpbIE JOJDKHOCTHBIC JIMIIa B COOTBETCTBHU C HMX OOS3aHHOCTSMH,
MOJTHOMOYHUSIMU U KOMIETEHIMEH (mpuioxeHue 1).

[Ipuka3pl W31al0T HA OCHOBAHMM W BO HCIIOJIHEHHE JCHCTBYIOIIMX 3aKOHOB,
yKa30B, IIOCTAHOBIICHWA U PEIICHUU TMPABUTEIbCTBA, TNPHUKA30B W HHCTPYKIIUN
BBHIIECTOAININX OpPraHoB. PyKOBOAWTENh MOXKET W3/IaTh MPUKA3 1O BCEM BOMPOCAM
CBOEH KOMIIETCHIIMH.

B GosibmiMHCTBE CilyyaeB MpuKa3 ACUCTBYET MOCTOSHHO, TIOKa HE OyJAeT OTMEHEH
WM TIOKa HE UCTEYET CPOK €ro JEHCTBHUS, OMPEICICHHbIA B TeKcTe Mpukaza. OTMeHa
MpUKa3a MOXET OBITh MPOU3BEJCHA TOJHKO KOMIIETEHTHBIM JIMIIOM WM OPTaHOM.
OTtMmeHa mpukasza pacrpocTpaHseTcs TOJIbKO Ha Oy/yiiee, B TO BpeMs Kak aHHYJINPOBa-
HUE TIpUKa3a YCTpaHseT Kak Oyaymue, Tak W HACTYyNUBIIHWE OPUTUYECKUC
MOCJIC/ICTBUS, BRI3BAaHHBIC M3JaHUEM TIPHUKA3a.

[Ipuka3el MO OCHOBHOHM JesTENHHOCTH O(POPMIISIOT HA OOmMX OJaHKax, KaK ¢
YTJIOBBIM, TaK M C IMPOJIOIBHBIM PACITOJIOKEHUEM PEKBU3UTOB.

TekcT mpukaza COCTOMT M3 JBYX YacTe - KOHCTATUPYIOWIEH U



PacOpSANTENBHOM.

B rkoncmamupyrowei wacmu w3nararoT LHEIM W 3a7a4d  MPEINKUCHIBAEMBIX
JEUCTBUI M MPUYMHBI U3JIaHUS TPHUKa3a, NAlOT CChUIKY HAa JIOKYMEHT, MOCTY>KUBIIUN
OCHOBAHUEM JIJIs1 U3aHUsl JAaHHOTO MPUKa3a.

Pacnopsoumenvras uwacmes TEKCTa UMEET TMOBEIUTEIBbHYIO (OPMY H3JIOKEHUS,
HauynHaeTcs cioBoM «[TPUKA3BIBAIO», koTopoe neyaTaroT NponucHbIMU OyKBaMu Ha
otaensHol cTpoke. Ilocme cnoBa «IIPMKA3BIBAIO» craBat naBoeroune. B
pacropsIUTEILHON  YacTU  UW3JIaraloT  MPEJANUChIBaeMble  JCHCTBHS, HAa3bIBAIOT
JOJKHOCTHBIX JIMI[, OTBETCTBEHHBIX 3a KX BBINOJIHEHUE, U YCTAHABIMBAIOT CPOKHU
WCMOJIHEHUS. JTa 4YacTh TEKCTa IIpHUKa3a MOXXET JCJIUThCS Ha IYHKThI, KOTOpPBIE
HyMepyloT apadckumu nudpamu. Kaxaplii MyHKT HAYMHAIOT C yKa3aHUs KOHKPETHOTO
JCHCTBUS, BBIPAKEHHOTO TJIATOJIOM B HEOMpeneiaeHHOW ¢dopMe, W yKa3aHHs
ucroiaHuTenss. B kadecTBe UCMONMHUTENEH MOTryT ObITh yKa3aHbl OpraHU3alluu WU
CTPYKTYpHbIE  TOApa3feicHus. HaumeHoBaHME  OpraHu3aiuu, CTPYKTYPHOTO
noApas3aeneHus, (GpaMUINI, JAOHKHOCTh HCIOJHHUTENICH, YKa3blBalOT B JIaTEIbHOM
nagexe. [locaeqHui MyHKT MpUKaza COJEPKHUT yKa3zaHWE O JIMIE, OTBETCTBEHHOM 3a
WCIIOJIHEHNE TpUKa3a B 1enoM. Ero msnmaraior cnemyronmm obpazom: «Kontpoins 3a
WCIIOJTHEHWEM TIpyUKa3a Bo3JjlaraeTcs Ha ... (MOJIHO€ HAMMEHOBAHHWE JIOJDKHOCTH W
(dbaMmIy B BUHUTEJIHLHOM MAJEKE).

Ilpukazamu no nauunomy cocmagy odopmisieTcss TpuUeM Ha padoTy,
NepeMeIlieHre T0 CIyk0e, yBOJbHEHHE, NPEIOCTaBICHUE OTIIYCKOB, OOBSBICHHUE
ITOOILPEHHM U T.JI.

B Tekcte mnpukaza mo JMYHOMY COCTaBY KOHCTaTHUPYIOIIash 4YacTh MOXKET
OTCYTCTBOBaTh. PacmopsiiurenbHas 4YacTh HAYMHAETCS TIJarojioM, 00O3HAYaroIuM
nevicteue: HA3BHAYUTDH, IIEPEBECTU, IIPEJOCTABUTL, OBBABUTH
BJIATOAAPHOCTDB, OCBOBOAUTD u T.4. I'naromnsl neyararorcst oT 0-ro moJioKeHus
TalyJATopa.

ConepkaHne TEKCTa HAYMHAIOT Te4aTaTh OT 1-TO TIOJIOKEHUS TalyJsaTopa
(®.1.0 nosHOCTHIO, NOKHOCTh, CTPYKTYPHOE MOApPA3ACICHUE, COICpKAHUE IEUCTBUS

B OTHOIIEHUU JIUIIA, O KOTOPOM HU3AETCs MPUKA3).



B npukasze o mpegocTtaBieHUM OTHYCKa YKa3bIBAIOT BHUJ OTIIYCKa, KOJIUYECTBO
MPEIOCTaBIECHHBIX PaO0OYMX THEW U AaThl HAYaJla U OKOHYAHMSI OTITYyCKA.

B npukaze 00 0CBOOOXKACHUHN OT 3aHUMAEMOM JTOJPKHOCTH YKa3bIBalOT CTAThIO, HA
OCHOBAaHHMH KOTOPOW MPOBOJIUTCS YBOJIbHEHHE.

[Tocne TekcTa NMUIIETCS OCHOBAaHME ISl U3JAHMS MNpUKaza OT 0-ro MoJoKeHUd
TalyJaTopa.

Pacnopsasicenue — 310 IpaBOBOU KT, U3/1aBAEMBbIH 10 ONEPATUBHBIM BOIIPOCaM
Ha npeanpusaTusiax. OHO UMEET OrpaHUYEHHBIN CPOK JEHCTBUSA U KacaeTcsl y3KOro Kpyra
JOJKHOCTHBIX JIULI, TPaKAaH U CTPYKTYPHBIX OApPa3ACICHUI.

TekcT pacnopspkeHUsT MMEET T€ K€ pa3feibl, 4TO U NpPHUKa3 0 OCHOBHOM
NEATEIBHOCTHA, TOJBKO B  PACHOPSAMTENBHOM  YacTH  MCIOJIB3YETCS  IJIaroJ
«ITPEJIJTAT AIO».

4. TTOPAIOK BBIITIOJIHEHUA PABOTHI

4.1. O3HakoOMJEHUE C 3aJaHUEM.

4.2.  O3HakoMJIEHHE C OOIIMMH U TEOPETUUECKUMU TIOJIOKEHUSIMU TI0 TEME
MPAKTUYECKOTO 3aHSTHSI.

4.3.  OdopmieHne TOKyMEHTOB U TIOKa3 UX MPETOIaBaTeIIIo.

5. BOITIPOCBHI JJIA ITIOBTOPEHHMA:

5.1.Kakue 1OKyMEHTbI OTHOCSITCSl K paCOPSIUTEIbHBIM?

5.2. Kak cTpouTCsl TEKCT KOHCTATUPYIOILIEH U pacopsAUTEIbHON YacTH MpuKa3a 1o
OCHOBHOM JIE€ATEIILHOCTU?

5.3. Kakue rinaromnsl HCHOJIB3YKOTCA B PACHOPAIUTEIIBHON YaCTH MPUKA30B MO JIUYHOMY
cocTtaBy? UTO coAepKUTCS B TEKCTE MPUKA3OB I10 JUYHOMY COCTaBy?

5.4. Ha30BUTE PEKBU3UTHI PACIIOPSIKEHUS.

6. JOMAIIHEE 3AJIAHUE

6.1. OdopmuTts otuer.

Bapuanr 1
3aoanue Ne 1

Odopmute npukas 1o OCHOBHOMU JIEATEIILHOCTH.



JlaHHbIE JJI1s1 COCTABJIEHUS MPUKa3a M0 OCHOBHOM JEATEIbHOCTHU:
KoHcratupyromias yacte TeKcTa: B 1ensix coBepiieHCTBOBaHUS AeSITeNbHOCTH AO
" " 1 B COOTBETCTBUHM C PEIIEHUEM AKIIMOHEPOB OPTraHU3AINU.
PacnopsnurenbHas 4acTh TEKCTA:

- cO3/1aTh OT/IeJl MAPKETUHTa;

- pa3paboTaTh MOJIOKEHNE 00 OT/Ie]Ie MAPKETUHTA;

- BBECTH B IITATHOE PACHUCAHUE allapaTa OpraHu3aluu CiIeAyIe U3MEHEHHUS:
700aBUTH B COCTAB CITY>KObI MapKETHHTA | MTaTHYIO €IMHUILY - HAYaJIbHUK OTJIeTIa
MapKeTHHTa C JOKHOCTHBIM okjIagoM 30 000 pyOmeii, 3 mITaTHBIX €IUHUAIIBI —
MEHEJ[KEP - MAPKETOJIOT ¢ JOJKHOCTHBIM OokJiafiom 15 000 pyOaeii;

- YBEJIMUUTH MeCAYHbIN (HOHJ orutaThl TpyAa Ha 75 000 pyoOsieid.

3aoanue Ne 2

Hcnonb3ys naHnHble 6a30BOr0 NPEaNpUsATUS, COCTABbTE U O(POPMUTE MPUKA3 O
npueMe Ha padoTy.
3aoanue Ne 3

Odopmure pacniopspkenne «O rpaduke oTnyckoB Ha 20 1.»

Tekcer:

1. PykoBoAUTENSIM CTPYKTYPHBIX MOAPA3AEIECHUN IPEIOCTABUTh HHCIIEKTOPY
oTJiena KaJpoB CIIUCKU pabOTHUKOB C YKa3aHUEM MPEANO0JIaraeMoro Cpoka 04epeIHOro
ormycka B 20 T.

2. Nucnexropy otaena kaapoB @.M.0O. cocTaBUTh CBOJIHBIN T'padUK OTIYCKOB
pabOTHUKOB npeanpusaTus Ha 20 T. ¥ NpeJCcTaBUTh MHE Ha yTBep)kaeHue. Cpok
npeaocTaBieHus cBoaHoro rpaduka — 10 saBaps 20 1.

Henocmronme PEKBHU3UTHI JOIMUIINUTE CAMOCTOATCIBHO.

Bapuanr 2
3aoanue Ne 1
CocraBbTe 1 0(hOPMHUTE MPHKA3 IT0 OCHOBHOM JCATCILHOCTH.

3aoanue Ne 2

Hcnonb3ys nanHble 0a30BOTO MPEANPUATHS, COCTABbTE U OPOPMHUTE MTPUKA3 O



IIPEIOCTABIECHUH OTITyCKa
3aoanue Ne 3
Hcnonb3ys nanHble 0a30BOT0 MPEANPUATHS, COCTaBbTE U OPOPMUTE IPHUKA3 00

YBOJIBHEHUH C pa0OTHI IO COOCTBEHHOMY >KEJIaHUIO.



IMTPUJIOXEHMUE 1
HANUMEHOBAHUWE OPI"TAHU3ALINN
CripaBouHble JaHHBIE 00 OpraHu3aluu (MHAEKC
NPENpUATHS CBA3H, IOUYTOBBINA anpec, No

tenedona, ¢akca U T. 1.

IMPUKA3

00 00.0000 Ne 00
MECTO COCTaBJIEHUS

3aroJIoBOK K TEKCTY HaYMHAETCS

C mpeajora «o», OTBEHYacT Ha BOIIPOC «O YEM»

B koHcTaTupyromeil 4acTu u3NaraloTcs OCHOBAaHMA, LENH, MOOYAMBIINE PYKOBOACTBO
OpraHu3alvyi U3AaTh NpUKa3. B HEKOTOPBIX Cily4asX, KOrJa OCHOBAHUSI OYEBUIHBI,
KOHCTaTHUpYIOIlas yacTh onyckaercs. PacropsauTenbHas yacTb HAUMHAETCS CO CJI0BA

[TPUKA3BIBAIO:

1. B Hauazne myHKTa NPUBOJUTCS HAMMEHOBAHHUE JOJKHOCTH ucnoyHurens, ero @. 1N.0., nium
HAaUMEHOBAHME CTPYKTYpPHOTO MOApAa3JeieHUs (B AATEIbHOM IAaJEXkKeE), 3aT€M YETKO M3J1aracTcs
coJiep)KaHue MpeJlaraeMblX JeMCTBHM (HAYMHAETCA C IJlarojla HeolpeaeleHHOW (opmbl) U
YKa3bIBA€TCSl CPOK UCIIOJTHEHHUS.

2. Crpykrypa MOCIHEAYIOIUX MyHKTOB aHanoruyHa. [IyHKTBI MOTryT pa30OuBaThCcsl Ha
noanyHkTsl (1.1, 2.3 u 1. 1.). B OTmenbHBIX ciayyasx TEKCT MOXET MPEJCTaBIATHCS B BHUJE
Ta0JIAIIBI.

3. B mocnenHeM MOyHKTE NpHKa3za MPUBOAMUTCS YKa3aHHE O KOHTPOJE 3a HCIOJHEHHEM
npuka3a: KoHTposb 3a UCIIOIHEHHEM TpUKa3a BO3JIOXKHUTH Ha... (YKa3bpIBaeTcs JOMMKHOCTh, O.1.O.
WM HaMMEHOBAaHHUE CTPYKTYPHOI'O NOJIpa3AeICHus).

HaunmeHnoBanue qoimKHOCTH

PYKOBOJMTEIIS (monmucek) N.0.®amumnus

Bu3br 3aunTepecoBaHHbIX JuIl Jl0IKHOCTH
noanuck U. O. pamunus

00.00.00



[TPMJIOKEHUE 2

[IpodeccnonanbHo-TexHnueckoe yuuaumnie Ne 10

BbIIINCKA U3 ITPUKA3A
00.00.00
Ne 00

r. bpsiHCK
«O0 obecrnieueHUN MPOTUBOMOKAPHOU
0€30MacHOCTU U YCWJICHUH OXPaHbl

B MIEPUO]I IPA3AHUYHBIX JTHEW

B nensax oGecrieueHust MpOTUBOINOKAPHON OE30MaCHOCTH U YCUJIEHUS! OXPaHBI B

NEepUO NMpa3JHUYHBIX AHEH 1 u 2 mas T.
[TPKA3BIBAIO:
4. BceMm coTpyAHMKaM y4uiauiia 1o okoH4aHuu padotst 30.04.  nau4dHO

npoBeputhb coctostare TCO u 351eKTponprubOpOB B KaOMHETAX M C1aTh KAOWMHETHI

3aMECTHUTEII0 TUPEKTOPA MO0 yueOHO-NPOU3BOACTBEHHOM padoTe 1o 15.00.

JlupekTop yuuiuia IToxnuce N.0.®amunus
Bepno
Cexkperapb [Tonnuce N.O0.®amunus

00.00.00



INPAKTUYECKOE 3AHSTHE Ne 4

«CocraBienue u 0)opMIeHHE CIPABOYHO-MH(POPMAIHOHHBIX JOKYMEHTOB)
Tema: CnpaBouHO-MHGPOPMALMOHHAS JOKYMEHTALIUSA
Hean: OBnaneTh yMEHUSIMA ¥ HABBIKAMH TI0 COCTABJICHUIO CIIPABOYHO-UH(POPMAITMOHHBIX
JIOKYMEHTOB U UX 0()OPMIICHHIO.

IIponomKATENBHOCTD 3aHATHI: 4 yaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIBHOE OBECITEYEHUE:

1.1. NuauBuyanbHbIC 3a/1aHUS

1.2. MeToauueckne peKOMEHIALMH IO BBIMOJIHEHHUIO IPAKTUYECKOTO 3aHATUS

1.3. Jlunetiku, pyuxu, Oymara

2. JIMTEPATYVYPA: bacakoB M.M. [lenompousBoactBo (JlokymeHTallMOHHOE
oOecnieuenue ympasinenus): yueonuk /M.U. bacakos, O.U. 3ambinikoBa. — Poctos H//1;
denukc, 2017
3. OBLIME TEOPETMYECKHME IIOJIOXKEHMA 110  BbIIOJIHEHUIO
[MPAKTUYECKOI'O 3AHATUA:

Poccuiickue rocynapCTBEHHbIE  OpraHbl  BBIMOJHSIOT — PacHoOpsIUTEIbHBIC
GYyHKIMM TI0O OTHOIIEHUI0 K HUXKECTOSIIMM (MTOJAYMHEHHBIM) U UCIHOJHUTEIBHBIE 10
OTHOILIEHHIO K BBIIIECTOSIINM YUPEKICHUAM U JIUILIAM.

JIOKyMEHTHpOBaHUE pA3IUYHBIX CBSI3€M M OTHOLICHWHA C MOJYMHEHHBIMU,
HIDKECTOSIIIMMU  OPTaHU3alMsAMU U OTJEJIbHBIMU JIMLIAMH, OCYLIECTBIIIETCS C MOMOLIBIO
JOKYMEHTOB OOILIEro MOpsiika — IUCbMa, TEJNErpaMMbl, MPOTOKOJIbI, CIPaBKU, AKTHI,
JOKJIaIHbIE U OOBSACHUTENbHBIE 3aIIUCKH U T.JI.

B cocraB cnipaBouHO-MH(MOPMAIIMOHHOM JOKYMEHTAIIMU BXO/IST:

1. TIpoTokoibHbIE JOKYMEHTBI (ITPOTOKOJI, aKT);

2. JlokyMeHTBI mepefaBaeMble IO KaHalaM CBS3U (Telierpamma, TelieoHOrpaMma,
CITy>keOHO€ TTCHMO);

3. ChopaBouHble JTOKYMEHTHI (3asiBIICHUE, AOKIAaAHAsl 3amucka, OOBSICHUTENbHAs
3aIlMCKa, CIIPaBKa, PacIuCKa).

Ilpomokon  duxkcupyer Xoj O0OCYXIEHHs BONPOCOB Ha COOpaHMSX, COBEIAHUSIX,

3acenanusax. [lo cmocoO0y W TONHOTE 3amMch MOTYT OBbITh  CTEHOrpaUUYECKUMH,



KOHCTIEKTUBHBIMHU M KPAaTKUMH. B 3aBUCHUMOCTH OT TMOJTHOTHI OCBEIICHUS XO7a 3aceIaHus
MPOTOKOJIbI MOTYT OBITh KpaTKUMH M TOJHBIMU. [laToil mpoTokona sBisieTcs Jara
3ace/laHMs KOJUIeTHaIbHOro oprana. Hymepaiys BeneTcs B mpeaenax KaJleHAapHOro roja.
3aroJ0BOK MPOTOKOJIA — HA3BaHUE KOJUIETHAIbHOIO OpraHa.
TekeT mpoToKOsIa COCTOUT:
v’ 6600nan uacmo
- IpezicenaTelNb
- CeKpeTaphb
- COCTaB MPUCYTCTBYIOMIUX (B ajipaBUTHOM TIOPSI/IKE)
- moBecTka aHsA (mewaraercss or (0-ro MONOXKEHHWs] TaOyJsATOpa, MYHKTHI HYMEPYIOTCS
apaObCKuMH 1Tudpamu)
v’ ocnoenas uacmo

CtpouTtcs B COOTBETCTBUM C BOIpOcaMU MoBecTkH AHA. [locTpoeHue 3anmcu oocyxaeHus
KaKI0ro Borpoca ocymiectsisiercss no cxeme: CIIYIHAJIM — BBICTYIIMJIN —
[TOCTAHOBUWUJIN. Tlepen cnoBoMm cTaBiT HOoMep noBecTkH IHs. Ilocne cioBa craBAT
nBoetourie. VMHummansl U (paMuivio MOKJIAAYMKa TUITYT B WMEHHUTEIILHOM Majeke W
3alMCHIBAIOT M3JI0)KEHUE COJEPKAHUE BBICTYILICHHUS. [IpoTokon moAnMCcHIBaeTCS
NPEACENATENIEM H CEKPETAPEM.

[Tporokonbsl 0ohOpMISIFOT Ha OOIMX M CHEMUATbHBIX OnaHkax Qopmara Ay
(mpunoxenue 1).
Axm peeu3uu Kaccol
PeBu3ust kacchl POBOAUTCS B OMPEETICHHBIX CIyYasX, K 3TUM CITydasM MOKEM OTHECTH:
- CMeHa MarepualibHO OTBETCTBEHHOI'O JIMIIA, KOTOPBIA HEMOCPEICTBEHHO OTBEYAET 3a
Kaccy;
- [Ipu oOHapyKeHUU Kpasky ICHEKHBIX CPEJICTB UIIM KACCOBBIX JOKYMEHTOB U3 KaCChI;
- [Ipu MMKBUAALIMY NPEANPUSTUS WIH €€ PEOPraHU3aIIML;
- [lepen hopmupoBaHueM ro10Boi OyXTranTepCcKOil OTYETHOCTH;
- Ecnu nponsonm, Kakue-To Ype3BblYaliHbIE [IPOUCILIECTBHUS.

AKT pEBU3UU COCTABIISIETCS PEBU3MOHHOW KOMHCCHEW HAa OCHOBAaHUU PE3YJIbTAaTOB

MPOBEJICHHOM MTPOBEPKU KacChl (TPUIIOKEHHE 2).



Ecnu mpoBepka mpoBOAUTCSI BHYTpHU (UPMBI, TO IS 3TOTO MEPOIIPHUATHUS CO3/IAETCS
KOMHCCUSI B COCTaBe HE MeHee Tpex dYejoBeK. OObIMHO B HEE OTJIENIbHBIM IPHUKA30M
JMPEKTOpa BKITFOYAIOTCS OyXraiTep, NMpeACTaBUTENb PYKOBOJICTBA, HAYAILHUK OJHOTO W3
CTPYKTYPHBIX TOJPA3ACIICHUNA OpraHu3ali. MaTepruaabHO-OTBETCTBEHHBIN COTPYIHUK
TIPY 3TUX JICHCTBUSX TAKKe JIOJDKCH TIPUCYTCTBOBATH, OTHAKO B KOMUCCHIO
OH HE BXOJIUT.

Tenegponozpamma

[lepenaya pa3M4YHBIX COOOIEHHI B Tpeeiax JACHCTBHS CBSI3M 3HAYUTEIBHO YCKOPSIET U
YIPOIIAET MPOIIECC TIepeiaun CPOUHON HH(OPMAIIUH.

[Ipu nepenaue TenedoHOrpaMMBbI CIIEAYET MPUACPKUBATHCS CIEAYIONIUX PEKOMEHTAIINN:

- TIepeIaBaTh KPaTKyIo ¥ CPOUHYIO HHPOPMAITHIO

- IPOBEPSITHh MPABWIILHOCTH 3aITUCH TTOBTOPHBIM YTCHUEM

- TEKCT He JI0JDKEH BKIoYaTh Oonee 50 cios

- TeniepoHOTpamMMa JI0JDKHA OBITh JATUPOBAHA U TIOJIIFCAHA JIUIIOM, OT UIMEHH KOTOPOTO OHA
nepenaeTcsl.

CocraBisieTcss B OJHOM DJK3EMIUISpE, ITOJAMUCHIBACTCS PYKOBOJIUTEICM WA
OTBETCTBEHHBIM HcmonHuTeneM. s odopmienus ucnonb3yercss OnaHku dopmara As
(mpunoxenue 3).

Cnyscebnoe nucomo

OCHOBHBIM CPEJICTBOM YIPABICHYCCKON KOMMYHHUKAIIMM CIIyXaT MHCHMA.
[lepenucka 3aHuMaeT B 001eM oObeMe AoKymMeHTauuu yupexaeHus 10 80%. Buabl
JICIIOBOM TICPENMMCKU W WX Ha3BaHWs (ITMChMO, TeJerpamma, Teliekc, (akcorpamma
(dakc), TenepoHOrpaMma) OnpeaestoTCs Crocodamu nepeaadu Ae10Bor nHGOpMaInH,
KOTOpBIE TOJIPa3/ICAIOTCS Ha JBa OCHOBHBIX BHJA - IMOYTOBAs CBS3b W DJICKTPOHHAs
CBS3b (MIpUIIOKEHUE 4).

ConepxaHueM TMEpPernucKd MOTYT ObITh 3alpOChl, YBEIOMJICHUS, COTJIAIICHHUS,
HAITOMUHAHUS, TPEOOBAHMSI, Pa3bsICHEHUS, TOATBEPKIACHUS, MPOCKOBI, PEKOMEHIAITNH,
rapaHTyU U T. [I.

B 3aBHCHMOCTH OT THIa TUChMa M €r0 COACP)KAHUS TEKCT IUChbMa MOXKET OBITh

IMPOCTBIM HUJIM CIIOKHBIM.



IIpocThie mUCbMA COCTOST U3 OJHOM - JIBYX YacT€Wd - BCTYIUICHUS WU 3aKIIOUYCHUS.

CHoXHble NIHCbMa COJAEPXKAT: BCTYIJIEHWE, OCHOBHYIO 4YacTh (JOKa3aTelbCTBO),
3aKJIFOYEHHE.

Bce nucema MOXKHO pa3fenuTs N0 GyHKIMOHATBHOMY IPU3HAKY Ha JBE TPYIIIIHL:

1. NuunmatuBHbIe (3ampoc, npockda, NPeTeH3MOHHOE MUChbMO, HATIOMUHAHUSA )
1. OrBeTHble (MHPOPMALMOHHO-PA3bSICHUTENIbHBIE, MHCbMAa-3aMPEIICHHs], TMChMa-
paspernieHusi, COnpoBOAUTEIbHbIE MIUCHMA)

Kaxnp1il Bug opuiaibHOro MUcbMa UMEET CBOIO SI3bIKOBYIO (pOopMyITy.
3aaenenue ohopmiseTCs TUIHO PAaOOTHUKOM OT PyKH B IPOMU3BOJILHOM (hopme, moaeTcs,
KaKk TpaBWJIO, HA UMl TIEPBOTO PYKOBOAMTEIIS JJIsl MIPUHATHS peleHus. B 3asBienun He
NPUHATO MHCaTh MPENJIOr «OT», a TaK >K€ YHOTpeOsATh apxau3Mbl (3apaHee  Bam
NPU3HATENIEH, IPOIY HE OTKa3aTh U T.1.). 3asBJIECHUE C PE30JIIOLMEN SBISETCSI OCHOBAaHHEM
U W3JaHUS  paclopsAuTeNIbHOro JokyMeHta. Odopmisiercs Ha Qopmare As, 3TO
obecrnieunBaeT 0HOPOPMATHOCTh JOKYMEHTOB JINYHOTO JIEA.

Jloknaouvle u o00vACHUMmMENbHbIEe 3anucku ObIBAIOT BHYTPEHHUMH W BHEUTHUMHU.
OdopMIISFOTCST pYKOITUCHBIM CIIOCOOOM Ha Oymare popmara As.
JloknasHasi 3amucKa COAEPKHUT — OOCTOSATEIbHOE H3JIOKEHHWE BOMNpOca C BBIBOJAMU U
MPEIIOKEHUAMU COCTaBUTENS. B 00bsCHUTENBbHOM 3armucke pabOTHUK OOBSICHSET PHYUHBI
HEBBIIOJHEHUSI KAaKOro-JIMOO PACHOPSIKEHMS], MHCTPYKLMH, YCTHOIO YKa3aHWs, a TaK K€
HapYIICHNS TIPABUIL.
4. ITIOPAJOK BBIIIOJIHEHU S PABOThI

4.1 O3HaKOMIIEHHE C 33JIaHUEM.

4.2.03HakomyieHHE C OOIMMU U TEOPETUUYECKUMHU TMOJOXKEHUSAMH TI0 TeMe

MPAKTUYECKOTO 3aHSTHSI.

4.3. OdopmiieHHEe TOKYMEHTOB U MOKa3 UX MPENoAaBaTeNo.
5. BOITPOCHI 1JI TIOBTOPEHUA:

5.1.Kakue TOKyMEeHTbI OTHOCSTCS K CIIPAaBOYHO-UH(DOPMATUOHHBIM?

5.2. HazoBuTe COCTaBHbIE YAaCTH MPOTOKOJIA U UX COAEPKAHUE.

5.3. Kakue cnpaBouyHO-MH(POPMALIMOHHBIE JTOKYMEHThI MOTYT OQOpMISATHCA Ha

dbopmate As?



6. JOMAIIHEE 3AJJAHUE

6.1.0bopMHTH OTYET.

Bapuant 1
3aoanue Ne 1

CocraBbTe U 0)OpMUTE TPOTOKOJI OOIIETO COOPAHUS AKITUOHEPOB.
[ToBectka nmus: OO yBeNMUYEHUH YCTABHOTO KaluTama.
CJIIVIIAJIN: C npennmokeHueM 00 YBEJIMYCHMHM YCTaBHOTO KamuTaia OOIIECTBa.

[TIOCTAHOBUJIM: VYBenuuuth YCTaBHOM KamuTaa oOIIecTBa Ha

pyoneir. I'OJIOCOBAJIN: «3A» - royiocoB, «I[TPOTHUB» - r0JIOCOB,
«BO3IEPXKXAJINCD» - TOJIOCOB.
3aoanue Ne 2

CocTaBbTe NOKJIAHYIO 3aMKUCKYy B apeC PYKOBOJUTENS OPTaHU3AIMU O TOM YTO, OTAEI
OCHAIllEH KOMIMBIOTEpAMHU YyCTapeBIIUX MOJEJIEH, MHOTHME U3 KOTOPHIX HMEIOT
HEHAJIe)KHBIE DKCIUTyaTallHOHHBIE KayecTBa, 4YTO, B CBOIO O4Yepe]b, OTPUIIATEIILHO
CKa3bIBaeTCs Ha paboTe OTAea.
3aoanue Ne 3
CocraBbTe TenedoHOrpaMMy B aapec MPEAIPUSTHS O TOM, YTO B CBS3HU C MIPOBEICHUEM
pabot Ha razompoBoae cpeaHero nasieHus 00.00.00 Oyxer mpekpailieHa Ha CYyTKH
nojayva raza Ha o0bekT. HeocTaroiire peKBU3UThI COCTAaBbTE CAMOCTOSITENIBHO.
3aoanue Ne 4
CocraBbTe U 0hOpMUTE OTBETHOE MUCHMO.

OTtkpseiToe akiuorepHoe oomiectBo «PEKOP1»

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 .

Texuuueckomy nupexropy OO0 «Dopmynay

[To Bameill mnpocrbe HampaBisieM BaM NPANC-IMCThI Ha 1EHBl KOMILUIEKTOB



TOProBOro 00OpYyJOBaHMSA, a TakXKe HOBBIE peKJIaMHble MpocnekTel. [lpum
MOJIO)KUTEIBHOM ~ PELIEHUH BOMpOCa O 3aKylKe TOProBOro  00OpYIOBaHUSA
COOTBETCTBYIOIINE JOKYMEHTHI JOJKHBI OBITh HAlpaBJ€Hbl HAYAJIbHUKY OTIeda cObITa
Hrnarosy B. II.

Havanenuk otnena mapkerunra U. 1. Pynenko.

Bapuant 2
3aoanue Ne 1

CocraBbTe 1 0pOPMHUTE aKT PEBU3UU KACCHI.

Komuccueii, Ha ocHoBanuu npukasa Ne 256 ot “30” nosi6ps 2019 rona, B mpuCyTCTBUH

pabOTHHKa, OTBETCTBEHHOro 3a BeaeHue Kacchl Cene3neBod HMpunbl IleTpoBHBI,

npoBenena pesusus kaccol npeanpuatus OO0 «3edup» 1o cocTostHUIO HA “2” neKadps

2019 ropa. B pesynbTaTe NpOBEACHHOW PEBU3UHU YCTAHOBIECHO cieayromiee: Ocratok

HaJIMYHBIX JICHEKHBIX CPEACTB B Kacce IO COCTOsHUIO Ha “2” nekabps 2019 rona

cocrasisger 100 565 pybneit. O6HapyxeHa HepocTaya B pazmepe coctanisieT 00 pyOueit

00 xomeek. akTUYECKUW OCTATOK HAJUYHBIX JIEHEXKHBIX CpPEICTB B Kacce II0

coctosiHuIo Ha “2” nexadbps 2019 roga cocrasmusier 100 565 py6neii.

3aoanue Ne 2

CocraBbTe 1 0OPMHUTE 3asIBJICHUE O MPEAOCTABIECHNUN OTITYCKa.

3aoanue Ne 3

CoctaBbTe 1 0pOpMHUTE OOBSICHUTENIbHYIO 3aIIUCKY O Mponycke Bamu 3aHsTHI.

3aoanue Ne 4

CocTaBbTe U 0OPMHUTE MUCHMO-TIPUTIIAIIIEHHE B COOTBETCTBUU C MIPaBUIIaMHU.
BricTaBOUHBI LIEHTP, PACHOJOXKEHHBIM 1O azapecy: T. Open, nOpocnekT

AHpnporioBa, 23, TPOBOAWT BBICTABKY-SPMApKy TOBApOB HAPOJHOTO MOTPeOICHUs

«Ocenb-201 » m npocut noarBepauTh AO «Ypoxkail» UX yyacTue B BHICTABKE spMapKe

M BBICJIATh MMEIOIIHUECS MPOCIEKTh U MaTepuaiabl Uil 0)OPMIIECHUS TEMATHYECKOIO

crenaa. [lucemo noanucan pykosoaurens npoekra B. JI. UecHOKOB.



[MPUJIOXXEHUE 1
5
[TPOTOKOJI
10 11
13
17 (bopma 3acenanust)
IIpencenarens: N.O.Oamuus
Cexkperapsb: N.O0.®amunus
IIpucyrcrBoBanu: (M1.0.Damunus nam npuiaraeTcsi CHUCOK
MPUCYTCTBYIOIINX )
I[TOBECTKA JIHA:
1. ITepserit Bonpoc (popmynupoBka). Jloknaaunk (HAMMEHOBAaHKE JTOJKHOCTH, (haMuTus,
MM, OTYECTBO).
2. Bropoii Bonpoc (popmynupoBka). Jloknaguuk (opopmiaeHre aHATOTHYHOE).
1. CJIYIIAJINA:

®amunus 1.0. - kpaTkoe Wi pa3BEpHYTOE U3NI0KEHHUE COJEpKaHus (OT MEPBOIro
JUIQ).

BBICTVYIINJIA:

®amunus 1.0. - uznaraercs coaep:kaHue BbICTYIUICHHS (1TOCe paMUIUU MOKET
OBITH TIPUBEJICHA TOJDKHOCTh BBICTYIIAIOIIETO).

[NOCTAHOBWIJIN:

1.1. M3naraerca GpopMyIHMpOBKa MOCTAHOBJIEHHUS IO IEPBOMY BOMPOCY -
yKa3bIBaeTCs JICUCTBUE B HEOMPEAETICHHON (hopme (MMOPYUnTh, OpraHu30BatTh U T.11.),
UCIIOJIHUTEND (J0JDKHOCTHOE JIUIIO, CTPYKTYPHOE MOApa3/iesieHre), CPOK UCTIOTHEHUS.

1.2. Ananornaao opopMIIsieTcs: MyHKT BTOPOU MOCTAHOBJICHHS 110 TIEPBOMY
BOIIPOCY.

2. CJIVIIAJIMA:
Odopmienre BTOpOro BONpoca MoBECTKU JHS CTPOUTCS aHAIIOTMYHO MIEPBOMY .
[Ipencenarens (moamucs) N.0.®amunus

Cexkperapb (moamucs) N.0O. Gamunms



5

8

AKT

10 11
PEBU3UHU KACChI

OcHoBaHUeE:

[TPMJIOXKEHUE 2

CocTaB KOMHUCCHU:
IIpencenarens:

YJ1eHbl KOMUCCUU:

noJpkHOCTE, .O.Damumms
IOJDKHOCTR, 1.O0.Damunus

JOJLKHOCTD, 1.O0.Damunus

[IpucyrcTBOBaNN: JIOJDKHOCTh MaTE€pHaJIbHO OTBETCTBEHHOTO JIUIIA,
N.O.®amunusa
« » I'. KOMHUCCHEW mpoBeieHa peBu3us kKacchl. [lo mroram

IPOBEPKU YCTAHOBJIEHO:

1. Ilo yueTHBIM JaHHBIM B Kacce JOJDKHO OBITh

2. ®akTUYECKHU B Kacce 0OHAPYKEHO

(cymma)

(cymma)

3. YdeTHbIe JaHHBIE COBMAAAIOT (HE COBIMAIAIOT) C (PaKTUYECKUM HATHUYHEM.

CocraBJjicH B ABYX 3K3CMILIApaAx:

1-i1 B Oyxranrepuio;

2-11 B KaHIIEJSPUIO.
[Ipencenarens

YJ1eHpl KOMUCCUU

[TpucyrctBOBan (a) npu

COCTAaBJICHHMH aKTa

IIOAITNCH
IIoAIInCh

IIoAITNCH

IIOAIIUCH

N.0.Oamunus
N.0.®amuimis
N.0.®amunus

N.0.®amunus



[MTPMJIOXKEHUE 3

HAMMEHOBAHUE OPI'AHU3ALIMA 15

TEJIE@OOHOI'PAMMA
10 11

17

TEKCT TEJIE@OHOI'PAMMBI (ue 6onee 50 cioB)

JlomKHOCTB (moAmIuUCH) N.O0.®amunus
Ilepenana: cekperapp ©.1.0. [Ipunsua: cexperapp ©.N.0O.
tea. 000 00 00 test. 000 00 00

Bpewms nepegaun: 00 yac. 00 MuH. Bpewms mpuema: 00 yac. 00 MuH.
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denepanbHOE OIOKETHOE YUPSKICHHE
"Beepoccuiickuii Hay4HO-
UCCIIEIOBATEIbCKUI HHCTHTYT
JIOKyMEHTOBEICHHS U apXUBHOTO Jiena"
(BHUUOA)

[Ipodcorosnas yiu., a. 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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[MTPMJIOXXKEHUE 4



INPAKTUYECKOE 3AHSATHE Ne §
«CocraBienue u 0popMIIEHHE TOKYMEHTOB 110 TPYAOBBIM IMPABOOTHOIICHUSIM))
Tema: /lokymeHTanus M0 TPYAOBbIM NPABOOTHOIIEHUSIM
Hean: OOecrneunTh 3aKpervieHHe TEOPETUYSCKUX 3HAHWKA W TPUBUTUE HABBHIKOB B
COCTaBJICHUH JIOKYMEHTOB OMPEACISIONINX TPYA0BbIC IPABOOTHOILICHUS
[IpOnOmKATENBHOCTD 3aHATHI: 2 yaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIBHOE OBECITEYEHUE:

1.1. NuauBuyanbHbIC 3a/1aHUS

1.2. Meroauyeckne peKOMEHIAIMA IO BBIMOJIHEHUIO IPAKTUYECKOTO 3aHATHS

1.3. Jlunetiku, pyuxu, Oymara
2. JINTEPATYPA:

2.1. bacakoB M.U. JlenompousBoactBo ([loxymenTtarmonHoe oOecrieueHue
ynpasienus): yueonuk /M.U. bacakos, O.U. 3ameitikoBa. — PoctoB v//1; ®enukc, 2017
3. OBIIME TEOPETUMYECKHUE TIIOJIOXEHUA T10  BBIIOJIHEHUIO
[MPAKTUYECKOI'O 3AHATUA:

PacnopsiiutenbHas qeaTeIbHOCTh OPTraHOB YIIPABIICHUS 3aKII0OYAIOTCS B TOM, YTO
OHM 3aHMMAIOTCA TOJ0OPOM M PACCTAHOBKOW KaJpoOB, HU3AIOT PsA JOKYMEHTOB,
HEO0OXOMMBIX TPaXkJIaHaM MPU OCYIIECTBICHUU UMU TIpaBa Ha TPY/.

JIoKyMeHTaIusl 0 JTUYHOMY COCTaBY BEJIETCSI C MOMEHTA MOCTYIUIEHUS TPaKIaH
Ha OPEANpPUSITUE, K HUM OTHOCSTCA JOKYMEHTBI: TPYJIOBbIE JOTOBOPBI, MPHUKA3bl MO
JUYHOMY COCTaBY, 3asIBJICHUS, XapaKTEPUCTUKHU, TPYJAOBbIC KHUKKH, TUIHBIC KAPTOUKH
U T.J.

OCHOBHBIM JOKYMEHTOM IO YYETYy JMYHOTO COCTaBa B YUPEKICHHH SBIISIETCS
JUYHas KapTouka paboTHUKA. Bce 3amucu B HEMl JOJDKHBI OBITh JOKYMEHTAJIBHO
00OCHOBAHBI.

OcHoBHOI (opmoil peanmzanuu npaBa Ha TPYH SBJISETCS 3aKIIOUYCHUE
mpyo006020 002060pa (KOHmpaKkma) B opranu3anuu (npuioxenue 1).

AHnkema 3anonHsAeTCS PAOOTHUKOM COOCTBEHHOPYYHO Mpu O(GOpMIICHHH Ha
npeanpusitie. JlaHHble BHOCATCS Ha OCHOBaHUU JIOKYMEHTOB, IPOBEPSIOTCS

CHELUAIIUCTOM IO KaJipaMm, 3aBEPSIOTCA MOJMUCHIO U MeYaThio (IPUIOKEHHE 2).



Xapakmepucmuxka — 5T0 OOQHUIMATLHBIA JOKYMEHT, KOTOPBIM BBIJAET
aJIMUHUCTPALINS YUPEKACHUS CBOEMY paOOTHHUKY TP PEIICHUH psifia BOMPOCcoB. B Heil
MIPUBOJUTCA OT3bIB O CIIyKEOHOU, OOIECTBEHHON NESITEIHbHOCTH PAOOTHHKA, OLICHKA
€To JCJIOBBIX U MOpaJIbHBIX KadecTB. Odopmitsiercs Ha hopmate As (mpuitokerue 3).

B TekcTe xapaKTepUCTHKH MOXKHO BBIJICJIIUTH JIOTHUYECKH CBSI3AHHBIE MEXKIY
co00#1 COCTaBHBIE YACTH:

1 wacte — ankerHble naHHble (D.M.0O., JOMKHOCTh, YUYEHYIO CTENEHb M 3BaHUE, TOJ
POXKJICHUS, HAIIMOHAJILHOCTh, 00pa30BaHuUE).

2 4YacTb — JaHHBIE O TPYJOBOW HEITENBHOCTH (MPOAOIAKUTEILHOCTh pabOThl B
OpraHu3alliy, CBEJCHUS O MPOJBIKEHUU MO CIY>KOe, YpoBEeHb MNPOGECCHOHAIBHOTO
MacTepCTBa).

3 4acth — COOCTBEHHO XapaKTEpUCTHKA - OLEHKA JEIOBBIX M MOPAJIbHBIX KadyeCTB
(oTHOIIEHHE K paboTe, ydyacTue B OOIIECTBEHHOW JKM3HMU, IOBEJICHHUE B OBITY,
OTHOIILIEHHE K KOJIjIeram o padore).

4 yacTp — 3aKJIIOYUTEIbHAS — COAEPKUT BBIBOJ, B KOTOPOM YKa3bIBA€TCSl Ha3HAUEHUE
XapaKTEePUCTUKHU.

Texcr xapakrepuctuku wusziaraercs B Qopme 3-ro nuna. [loamuceiBaer
XapaKTepUCTUKY, KaK MpaBUJIO, PYKOBOIUTENb OpraHU3alMH. 3aBepsieTcsi repOoBoi
MeyaThio.

4. TIOPANOK BBITIOJIHEHUA PABOThI
4.1. O3HaKOMJIEHHUE C 3aJJaHUEM.
4.2. O3HakOMJICHHE C OOIIMMH U TEOPETUYECKHUMH TOJOXKEHUSIMH IO TeMe
MPAKTUYECKOTO 3aHSATHUS.
4.3. OdopmiieHre TOKYMEHTOB U TTOKa3 UX MPENoIaBaTeio.
5. BOITPOCHBI JIA ITOBTOPEHUA:
5.1. Kakue BHIIBI JOKYMEHTOB OTHOCATCS K JJOKYMEHTAIMU 110 JINYHOMY COCTaBy?
5.2. Kakue 1oOKyMEeHTbI IPEABSIBIAIOTCS MPU MprUeMe Ha padoTy?
5.3. YUem oTau4aroTCs MpHUKa3bl MO OCHOBHOM JAESTEIBHOCTH OT MPHUKA30B IO
JIMYHOMY COCTaBy?

6. JOMAIIHEE 3AJTAHUE



6.1.0bopMuTH OTYET.
Bapuanrt 1
3aoanue Ne 1
CocTaBuTh 1 0OPMHUTH PEIOME.
3aoanue Ne 2
CocTaBuTh U 0POPMUTH XaPaKTEPUCTHUKY .
3aoanue Ne 3
CocTaBuTh U 0QOPMUTDH AHKETY.
Bapuant 2
3aoanue Ne 1
CocTaBuTh 1 0POPMHUTH PEIIOME.
3aoanue Ne 2
CocTaBuTh U 0QOPMUTH XaPAKTEPUCTHUKY .
3aoanue Ne 3

CocTaButh 1 0GOPMUTH TPYIOBOM AOTOBOP (KOHTPAKT).



[MPMJIOXXEHUE 1
TPYJIOBOM KOHTPAKT
C paOOTHUKOM
r. « » 201__r.

B JIMIEC

>

JNEUCTBYIOIIETO HA OCHOBaHUU ,
nMeHyeMbli B ganpHenmieM «Ilpexmpusitue», ¢ OIHOW CTOPOHBI, WU TIP.
, TacropT: cepust ,
Ne , BBIJIAHHBIN , IPOXKHUBAIOIINK MO aJIpeCy:
, MMEHYEMbIN B
nanpHenmeM «Pa0OTHMK», C Jpyrom CTOPOHBI, MMEHYEMbIE B JAJIbHEHIIEM
«CTOpOHBI», 3aKIIOUWIM HACTOSIIWKM JIOTOBOP, B JaibHeWmem «Jlorosop», o

HUDKECIIEYIOLIEM:

1. HPEIMET JOT'OBOPA

1.1. IIPUHUMAETCS Ha
paboTy Ha MpEeANnpUATHE B KayecTBe ; HA JOJDKHOCTD

JIIsA BBIITOJIHCHU S TPYIOBBIX 00s13aHHOCTEH

b

2. CPOK KOHTPAKTA

2.1. Kontpakr 3akmrovaercs mexnay I[lpennpustuem u PaGoTHHMKOM CpoKOM Ha
roga M JEUCTBYET C « _ » 201 1. mo «__ »

201 r.; Ha HeONpeNereHHbI CPOK; Ha BpPEMs BBIOJIHEHUS

paboThl, 00yCIOBIEHHOW HacTOAIMM KOHTPAKTOM (HEHYKHOE BBIYEPKHYTH).

3. OBIIME YCJIOBUA KOHTPAKTA

3.1. 3akmrouass HACTOSIIMK KOHTpakT, PaOOTHUK NpUHUMAeT BO BHHMAaHUE, 4YTO

IIpennpustue sBusercs .

3.2. UcnionHsisi CBOM HEMOCPEACTBEHHBIE TPYAOBbIE O0S3aHHOCTU B COOTBETCTBUU C

HactosiiuM  KouTtpakrtom, PabotHuk Oyaer ucxomute u3 YcraBa (Ilomoxxenws)

[Ipenmpustus.

3.3. PaGotHuk MOAYHUHSETCSA HEIMOCPEACTBEHHO PYKOBOJUTEIIO,
a Takxke Jlupekropy

[Ipennpustus.

3.4. PaboTHUK sBiIsSIE€TCA TOJHONpPABHBIM YJEHOM TPYIOBOTO  KOJUIEKTHBA
[Ipenmpusitusi, y4acTByeT C MPaBOM PEIIAIOIIETO I0j0ca B AEATEILHOCTH €0 00IEero
coOpanus (KOHGEPESHITHN).

3.5. PabGoTHuk BIpaBe BBICKa3bIBaTh JIMYHOE MHEHHE IO JIFOOOMY BOIIPOCY
nestenbHocTy [Ipeanpusitus.

3.6. PaboTHUK MMeeT mpaBO B Cilyuyae HEOOXOJIUMOCTH 3HAKOMHUTBLCS C MpaBUJIAMU
BHYTPEHHETO TPYJIOBOTo pacrnopsiaka [Ipeanpusitusi, KOMIEKTUBHBIM JOTOBOPOM H
TPYJIOBBIM 3aKOHOAATEIbCTBOM.

3.7. PaboTHHKY TrapaHTUpyeTCsl OeCHpensITCTBEHHOE OCYUIECTBICHUE IIpaBa Ha
oObeauHeHue B mpodcoro3. Juckpumunaius PaboTHHKa B peXMMe BpEMEHU U
BPEMEHHU OT/IbIXa, OIUIaT€ TPpyJa W APYIHX CYIIECTBEHHBIX YCIOBHUSAX PalOOTHI IO
IPUYUHE €T0 Yy4acTus B Mpo(coro3e He AOMyCKaeTCsl.



4. OBA3AHHOCTHU CTOPOH

4.1. PaboTHHUK 00513yeTCH:

4.1.1. BBIIONMHATH B COOTBETCTBUU CO CBOEH mpodeccueil, ChenuaIbHOCTHIO,
KBaupUKanueu (10KHOCTBIO) CIEeAYIOIIUe paboTHI:

2

4.1.2. 3a Bpems [JEWCTBUSA KOHTPAKTAa JOCTHYb CIEAYIOUIUX PE3yJIbTaTOB

>

4.1.3. 10OpOCOBECTHO, CBOEBPEMEHHO, Ha BBICOKOM MPOQPECCHOHATILHOM YPOBHE U

TOYHO HMCHOJHATH CBOM TPYJOBBIE O0SI3aHHOCTH, COOJI0/IaTh MpPaBUJIa BHYTPEHHETO

TpyZloBOTO pacnopsaka Ilpennpusitusi, uCnonb30BaTh Bce pabodee Bpems IS

IIPOU3BOAMTEIBHOIO TPYZa, BO3JAEPKHUBATHCA OT JCHCTBUM, MEIIAIOIUX APYTHM

COTPYJIHHUKAM BBIMOIHITh UX TPYI0BbIE 00S3aHHOCTH;

4.1.4. 3a00TUTBCA O COXPAHHOCTH OOOPYIOBAaHWUS, CHIPHS, TOTOBOW MPOAYKIIHH H

uHoro umyiectsa [IpennpusTus, a Takxke COOCTBEHHOCTH JIpYTHUX paOOTHHUKOB;

4.1.5. cBOEBpEMEHHO M TOYHO HCIIOJHATH pacnopsbkenus upexropa llpeanpustus n

HEIMOCPEJICTBEHHOT'O PYKOBOJUTEIIS;

4.1.6. no pacnopsbkeHuro Jlupexkropa npeAnpusITHS BbIE3KaTh B KOMaHIUPOBKH;

4.1.7. "e pazrnamath 0€3 coriacusi HEMOCPEICTBEHHOIO PYKOBOAUTEIS MOTYyYEHHYIO

BO BpeMmMsi pabOThl HAYyYHO-TEXHHUYECKYID U HHYI0 KOMMEpPYECKYI0 H

KOH(DUIeHIIUATbHYI0 HH(OPMAIHIO;

4.1.8. HEMEQIEHHO CTaBUTh B M3BECTHOCTh aAMUHHUCTpauuto Ilpeanpustus o

HapylIeHUU TEXHOJOTUH NPOU3BOJCTBA, HEBBIIOJIHEHWH HOPM TpyJa, Clydasx

XUIIEHUs U nopun umyiectsa [Ipennpustus.

4.2. llpennpusitue 00A3yeTcs:

4.2.1. mpenoctaBnsTh PaboTHHKY pabOTy B COOTBETCTBUHU C YCIOBUSIMU HACTOSIIIETO

KonTtpakra;

4.2.2. obecrieunBaTh PabOTHUKY yCIOBUS Tpyda, HEOOXOAUMBIE IJIs BHIIOJHEHUS UM

oOs3aHHOCTE MO HacrosuleMy KOHTpakTy, B TOM 4YuCie, NPEJOCTABISTH B

pacnopsKeHUe COTPYJHUKA HEOOXOJUMBbIE TEXHHUUECKHE U MaTepUalIbHbIE CPEACTBA

B UCIIPABHOM COCTOSIHUU;

4.2.3.000pynoBath  pabouee Mecto PabGoTHuka  cienywomed — TEXHHKON
;

4.2.4. obecnieunBaTh PaboTHUKaA cienyromiel crelualbHON OAXKIOH, CrelruaIbHOM

00yBbIO U JIPYTUMHU CpeACTBaMH WHVMBH1YyaJIbHON 3aIHThI

OpraHM30BaTh HaJJIeKAIIMHA  yXOJ 32 JTUMU

CpEIICTBAMHY;

4.2.5. cobmoaaTh 3aKOHOIATENICTBO O TPYAE U MpaBUiIa OXPaHbI TPY/a;

4.2.6. obecrieunBaTh YCIOBUS OIUIATHI TPYy/Aa, HOPMBI pab0OvYero BPeMEHU M BPEMEHH

OTIbIXa B COOTBETCTBUM C HacrtosuuMm KOHTpakTOM U JEHCTBYIOIIUM

3aKOHOJATENbCTBOM;

4.2.7. oOecrnieunTh  TOBBIIEHHE PaboTHMKOM  KBanu(pUKaMu HU  pocTa

Npo(ecCHOHANbHOTO ~ MacTepcTBa  3a  CYET  COOCTBEHHBIX  CPEICTB B
B TEUECHHE roja;

4.2.8. obecneunTh COXPaHHOCTh JTUYHOTO UMYIIECTBA, HHCTPYMEHTA, TPAHCIOPTHBIX

CpelICTB paOOTHUKA HA TEPPUTOPUU TIPEANIPUSATHUS;




4.2.9. mpemocTaBUTh AaBTOMOOWIb JUIsI CIY)KEOHBIX TIO€30K WJIM BBITUIATUTD
KOMIICHCAIIMIO TIPU MCIIOJIB30BAHUU JUISl CIIY>KEOHBIX L€ JTMYHOTO aBTOMOOWIS B
CJIETIOLIEM MOPSAJIKE ;
4.2.10.8B cnyuyae cmeptu PaOOTHMKA WM HAaCTYIUIEHHS Y HEr0 MHBAJIUIHOCTHU MpU
WCIIOJIHEHUH TPYJIOBbIX OO0S3aHHOCTEH NPOJOJKATh BBIIUIAYMBATH JI0 HCTEUYEHHUS
CpOKa KOHTpaKTa €ro CeMb€ WIM €My CyYMMYy B pa3Mepe CpeaHero 3apadboTka,
nostydueHHoro PabotHukoM 3a Bpems pabotsl o KoHTpakTy;

4.2.11. cnenuth 3a TeMm, 4yTOObI BHEIPEHHE HOBOW TEXHUKU U OOOPYJIOBAaHUS HE
YXYALIAI0 yCIOBUS TPpyAa; IPUHUMATh HEOOXOMMBbIE MEPHI 111 OXPaHbl 3I0POBbS U
0e3onacHocT PaboTHHKA 1Tpu paboTe C HOBOM TEXHUKOM U B HOBBIX YCIOBHSIX.

Bce 3aTpartsl o 3TOMy NOANYHKTY Bo3nararorcs Ha [Ipennpusitue.

5. OIVTATA TPYJA

5.1. 3a 10O6pocoBECTHOE UCITOTHEHNE TPYIOBBIX 00S3aHHOCTEH B TEUYCHHUE MECSIHOM
HOpMBI pabodero BpeMeHM PaOOTHUKY rapaHTUpyercs BBIILIATa JOJHKHOCTHOTO
oknana (TapudHON CTaBKH) B pa3Mmepe pyOneit B Mecs. JommKHOCTHOM
okiajg (Tapud) TMOBBINIAETCS B 3aBUCUMOCTH OT HWHJEKCACTOMMOCTH KU3HH,
OIPEENSIEMOr0 3aKOHOAATEILCTBOM.

5.2. PabOTHUK KMMeE€ET MpaBO HA MOJYyYEHHE MO pe3yJbTaTaM CBOEU JAESITEIbHOCTH
pa3nUYHbIX HaJ0aBOK, JOIJIAT, MPEMUM, JPYTrUX BO3HATPAXKIECHUM B COOTBETCTBUU C
CUCTEMOM OIUIATHI TpyAa, AehcTBYroIEen Ha [Ipennpustun.

5.3. PaboTHUKY yCTaHaBIMBAIOTCS CIEAYIOIIME BO3HArpaXkIEHUs IO pe3yJsibTaTaM
paboTel 3a MecdAl (KBapTajJ) @O CJIEAYIOUIMM IIOKa3aTelssM U B pa3Mepe:

5.4. PaGoTHUKY BBIIUIAYMBAETCS] BO3HArpaXkJ€HUE MO pe3yJsibTaTaM padoThl 3a TOA B
pasmepe pyOuIei.

6. PABOYEE BPEMS 1 BPEMS OTABIXA

6.1. PaGoTHUKY yCTaHaBIMBAETCS HOPMHUPOBAHHBIM (HEHOPMHUPOBAHHBIN) pabounii
JI€Hb.

6.2. MecsuHast HOpMa pabouero BpeMEHU COCTAaBIISET
HopmainbHast poJoIKUTENBHOCTh padoyero AHs HE JOJKHA MpeBbIath 8 (4) yacoB
B JeHb. llepephlB Ajis OTAbIXa W MHUTAaHUS HE BKIIOYAETCS B paboyee BpeMs.
[lepepaboTka cBepX HOPMAJILHON MPOJOJIKUTEIHHOCTA PabOYero Hs OIUIauYMBAETCS
B JIBOMHOM pa3zMepe 3a Ka)Ibld 4Jac.

6.3. Bpems Hayana U OKOHYaHMs pabOuero JHA, a TAKXKE NepepbiBa JJs OTAbIXA U
nutaHus  onpenensercs IIpaBwiaMu  BHYTPEHHEro  TPYAOBOIO  pacnopsjka
[Ipennpustus U pacriopsKEHUSI PyKOBOJAUTEIEH.

6.4. HopManbHasi mpoJo/KUTENbHOCTh pabouell Henlelau, Kak MpaBuilo, HE JO0JDKHA
npesbimate 41 (20,5) wac B Hexemo. IlepepaboTka cBepX HOPMaIbHOM
MPOJOJKATEIBHOCTH padoyeil HEJIEIH OIIaYUBAETCS B IBOMTHOM pa3Mepe 3a Kax bl
yac. BbIXOJHBIE JAHM NpPENOCTaBIsAOTCA PaOOTHHKY B COOTBETCTBUMU C MPABHIAMHU
BHYTPEHHET0 TpyA0BOro pacnopsiaka [Ipennpusitus.

JlomyckaeTrcst 1Mo Mepe HEOOXOAMMOCTH TNiepepadoTKa CBEpX HOPMaIbHOU
MPOJIOJKATEIBHOCTH  paboyero BpEeMEHH, HO TMpPU 3TOM MPOJOJLKUTEIBHOCTD
paboyero BpeMEHH 3a yYETHbIN mepuon ( Mecslla) He JIOJKHA MPEBBICUTh
HOPMAaJILHOTO YHca paboynx 4acoB ( qaca).




6.6. Hounbim cunrtaercs Bpems ¢ 10 yacoB Bedepa 110 6 yacoB yTpa. PaboTa B HOUHOE

BpEMsI OIUIAYMBAETCS B OJYTOPHOM pa3Mepe.

7. OTIIYCK

7.1. PaOOTHHUK UMEET MPaBO Ha €KETOIHbI OCHOBHOW OTIYCK MPOJIOJIKUTEIbHOCTHIO
KaJICHJApHbIX JHEH. B 3aBUCUMOCTH OT pe3ysbTaTOB padOThI EMY MOKET

ObITh MPEJOCTABICH JIOMOJHUTENbHBIM OTHyck. K  eXeromHoMmy OTHYCKY

BBIIUTAYMBAETCS] MaTepUalibHas MOMOIIb B pa3Mepe pyOeil.

8. COHMAJIBHOE CTPAXOBAHUE U COUAJIBHOE OBECITEYEHUE

8.1. PabotHuk B mnepuon nedctBus KoHTpakTa MNOANEKUT COLMATIBHOMY

CTPAaXOBAaHHIO M COLMAJIbHOMY OOECHEYEHHI0O B COOTBETCTBUU C JEHCTBYIOIIKUM

3aKOHO/IaTeIbCTBOM O TPY/JIE€ U COLMAIBHOM O0ECIIEUECHUH.

8.2. Ilpyn moOCTOSHHOW yTpaTe TPYIOCHOCOOHOCTH (MHBAJIMIHOCTH) B pe3yJbTaTe

HECYACTHOTO ClIydas Ha MPOU3BOJICTBE PAOOTHHUKY BBITLIIAYMBAETCS JOMOJIHUTENBHO K

YCTAaHOBJICHHOMY 3aKOHOJIATEJIbCTBOM E€JMHOBPEMEHHOE TIOocoOMe B pasMepe
OKJIAJIOB.

8.3. B ciiydae MHBaJIMIHOCTH 1O OOJIE3HH WM B PE3YJIbTATE HECUACTHOIO CIIy4dasi, HE

CBA3aHHOIO C MPOMU3BOACTBOM, PaOOTHUKY BBIINIAYMBAETCA €IUHOBPEMEHHOE

nocodue B pazMepe OKJIAJ0B.

8.4. B cnyuae cmeptu PaboTHuMKa B TepuOJl AEUCTBUS KOHTPAKTa €ro CEMbE

BBITUTAYMBAETCS JIOMOJIHUTEIBHO K YCTAHOBJIEHHOMY 3aKOHOJATENbCTBOM MOCOOUE B

paszmepe OKJIAJIOB.

8.5. Ilpu BpeMeHHOW yTpaTe TPYAOCHOCOOHOCTH paOOTHUKY OIUIAUYUBAETCS

CTOMMOCTh JIEKAPCTB M IUIATHBIX YCIYI MEIUUMHCKHX YUYPEXKICHHH, B pazMmepe

9. COHUMAJNBHO-BBITOBOE OBCJIY’KUBAHUE

9.1. ComnmanbHo-ObITOBOE  0oOchmykuBaHue  PaboTHUKAa  OCYIIECTBISETCS
pykoBojcTBOM [IpeanpusiTiss B COOTBETCTBUM C pELMIEHUWEM OOILIEro coOpaHus
TPYJIOBOTO KOJUIEKTHBA U 33 CUET CPEJCTB, HAIIPABJISIEMBIX HA TH LIEJIH.

9.2. PabOTHUKY MNPENOCTaBISAIOTCS CIEAYIONIUME YCIYTH U JIbIOThI MO COI[MATILHO-
OBITOBOMY 00CITY’KMBaHHUIO, HE YCTAHOBJICHHbBIE ACHCTBYIOIINMM 3aKOHOAATEIbCTBOM:
9.2.1. BBIIUIaTa €AMHOBPEMEHHOI'O MOCOOHS K €XKEroJHOMY OTIYCKY B pa3Mepe

>

9.2.2. CKCTOOAHOC IIPCAOCTAaBJIICHUC Pa6OTHI/IKy N YJICHaM C€ro CEMbU IIYTCBKHU B

CaHAaTOpUW WM JIOM OTJbIXa C OIUIaTOM pPabOTHHUKOM % cTouMocTU
MyTEBKH;
9.2.3. peAOCTaBICHUE KBapTUPbI PaGotHuKYy Ha YCIOBUSIX

10. UBSMEHEHUME, IPOJOJIKEHUE U ITPEKPAIIIEHUE KOHTPAKTA
10.1. I3meHeHne yciioBUi KOHTPAKTA, €r0 MPOUIEHUE U MPEKPALLEHUE BO3MOKHO 10
COIVIALLIEHHUIO CTOPOH B JIFO00E BpeMs.

10.2. Tlo wucreuennn cpoka KOHTpakTa OH npeKpamaercs. OTO IPABHIO HE
pacnpocTpaHsieTcss Ha Cciaydad, KOrja TpyAOBble OTHOUIEHUS (PaKTUYECKH
IPOJOJDKAIOTCS U HU OJIHA U3 CTOPOH HE NMOTpeboBajia MX NpekpalieHus. B stom
cinydae KOHTpakT mpoaieBaeTCsl Ha TaKOM K€ CPOK U C MPEKHUMU YCIOBUSMH.

10.3. KoHTpakT MOANEKUT PacTOP>KEHUIO TOCPOYHO MO MHUIMaThBe PaOoTHHMKa B



ciIyyae:

10.3.1. ero 0osie3HH WJIM UHBAIUIHOCTHU, MPETSITCTBYIOMINX BBIIOJHEHUIO pabOThI MO
Konrpakry;

10.3.2. HapymeHuss pykoBOACTBOM lIpeanpusatus 3akOHOAATENBCTBA O TPYAE HWIH
Hacrosmero Konrpakra;

10.3.3. npyrux yBa)KUTEIbHBIX TPUINH ;
10.4. KoHTpakT A0 UCTEYEHMs] CPOKa €ro JACMCTBUS MOXET ObITh PACTOPTHYT MO
nHunmaTuse [Ipennpuarus mo clieIyrommuM OCHOBAHHUSM:

10.4.1. wu3MeHEHHsT B OpraHu3alMyd TPOM3BOJICTBA U Tpylda (JTUKBUIAILIUS
[Ipennpusitrs, COKpall€HUWE YWCICHHOCTH WJIM IITaTa COTPYIHHKOB, M3MEHEHUE
YCJIOBUH TpyJia U T.I1.);

10.4.2. oOHapyxuBIII€eCs] HECOOTBETCTBHE PaboOTHHMKA BBHITIOJHIEMOW paboTe mpu
OTCYTCTBUM BUHOBHBIX JIEUCTBUM C €r0 CTOPOHBI;

10.4.3. BuHOBHBIC JelcTBHUS PaboTHHWKA (CHCTEeMaTHYeCKOe HEWCIOJTHEHuEe 0e3
YBOXUTEIHHBIX TPUYHUH TPYIOBBIX 00S3aHHOCTEH, MTPOTYJIOB, MOSBIEHUE HA paboTe B
HETPE3BOM COCTOSIHUM M JPYTve HapyILIECHUs] TPYJIOBOM NUCIUIUIMHBI, pa3riiallleHue
KOMMEPUYECKOM TaiHbl, HapywmeHue ILI. 12.3 Hacrosmero KoHTpakra, coBepuieHue
XUIIESHHS 1 T.I1.).

10.5. YBonbHeHne no mHunMaTuBe [Ipennpustus OCyIIECTBISETCS HA OCHOBAaHHUU
COOTBETCTBYIOILIETO 3aKJIIOUYECHUS PYKOBOIAUTENS CTPYKTYPHOTO IOJpa3IeICHUs
[Ipeanpusarus, ¢ cobt0IEHUEM MPU ITOM TPEOOBAHUI TPYAOBOTI0 3aKOHOIATEIHCTRA.
11. KOMIIEHCALIMUA 1ITPU TIPEKPAIIIEHUUN KOHTPAKTA

11.1. TIpu npekpaimennn KoHTpakTa mo OCHOBaHUSAM, NpeayCMOTPEHHbIM B 11.10.3 1
m.10.4 PaboTHUKY BBIIUIAYMBACTCS BBIXOJAHOE II0COOME B pa3Mepe CpeIHEro
MecsuyHOoro 3apabotka. [lpm mpekpamennn KoHTpakta 1O  OCHOBaHMSIM,
npeaycMoTpeHHbIM B 11.10.4 3a PaGOTHHKOM Takke COXpaHSETCS CPEAHEMECSYHBIN
3apabOTOK Ha MEpPUOJ MOUCKA pabOThl B TEUEHNWE BTOPOTO U TPETHETO MECALA CO JIHA
YBOJIbHEHHUSI, €Clii OH B TeueHue 10 kaneHOapHbIX JHEHM TMOCIE€ YBOJbHEHUS
3apEruCTPUPOBAJICS B CIIYkKO€ 3aHATOCTH B KAYECTBE JIMIIA, UIYIIETO padoTy.

11.2. ITpu ycioBum mpekpamieHusi KOHTpakTa (1Mo YBaKUTEIbHBIM MPUUYUHAM) HAPSAY
C BBIIUIATAaMHU, TPEAYCMOTPEHHBIMH JICUCTBYIOIIUM  3aKOHOJATEILCTBOM U
HactosmuM KoHTpakToM PaOGoOTHUKY BBITUTAUMBAETCS TaKXe €IUMHOBPEMEHHOE
nmocobue B pazMepe pyOJIei.

12. OCOBBIE YCJIOBUA

12.1. Ipennpusitue cayxut ajsg PaboTHUKAa OCHOBHBIM MeCTOM paboThl; PaboTHHK
npuHUMaeTcss Ha pabotry Ha I[lpeampusrtue MO COBMECTUTENHCTBY (HEHYXKHOE
3aUEepPKHYTH).

12.2. TpynoBeie (yHKIMHM, HE BBITEKalOmue W3 HacTtosimero KoHTpakTta, MOTYT
ocymiecTBisiThcss  PaboTtHukom  BHyTpu Ilpenmpusaruss numb ¢ corjacus
PYKOBOJUTENS CTPYKTYPHOIO MOApa3aeneHus u nupekropa [pennpustus.

12.3. PaboTHHMK HE HMEET IpaBa BBINOJIHATH IO JOrOBOpaM C JIPYTUMHU
NpEANPUATUIMHU u OpraHu3ausIMu pabory, CBSA3aHHYIO C
, o Hacrosimiemy KoHTpakTy, a Takxke 3aHMMaTbCs
JOOBIM APYTUM BUJIOM JICSITEILHOCTH B MHBIX MPEANPUITHAX U OpPTaHU3ALUIX, €CITU
9TO MOJKET HAHECTH JKOHOMHMYECKHMU wiau wuHoM yiepd I[Ipenmpusturo. He




HCIIOJHEHHE JTAHHOTO ITYHKTA SBIIIETCS JOCTATOYHBIM OCHOBAHHMEM JIIS YBOJIbLHCHHS
PaborTHuKA.

12.4. Tlpeanpusitue BbluTaunBaeT PaboTHHUKY B TedeHHe JHEWU T0CIIe
3akmroueHus KoHTpakTa e€IuHOBPEMEHHOE IMOCOOHE B pa3mepe pyOIei.
[Tocobue He siBisieTcst HOPMOM OTUIaThI TPYAQ.

12.5. Ilpeanpusitue exxeMecsIHO BhIIauuBaeT PaOoTHUKY pyOJIei.

12.6. Bce wmarepuanbl, co3gaHHble ¢ ywyacThueM PaOoTHHMKa W 1O 3aJaHUsM
[Ipennpusitus SABASIOTCS COOCTBEHHOCTHIO [Ipennpustust.

12.7. CtopoHsl O6epyT Ha ceOsi 00s13aTeNbCTBA HE pasrialiaTth YCIOBUS HACTOSIIETO
Konrakra 6e3 0000 JHOTO COTJIacus.

12.8. VYcnoBus Hacrosimiero KoHTpakTta MOryT OBITh HW3MEHEHBI TOJBKO TIO
COTJIALIEHUIO CTOPOH.

12.9. CropoHBl HECyT OTBETCTBEHHOCTh 3a BBINOJHECHHE OO0S3aHHOCTEH II0
HactoseMy KoHTpakTy B COOTBETCTBUM C ACHCTBYIOIINM 3aKOHOIATEILCTBOM.
12.10. Coopsl, BO3HMKarolmue MexAy cropoHamMu KoHTpakra, paspemaroTcs B
YCTaHOBJICHHOM JIEUCTBYIOIIUM 3aKOHOJIATEILCTBOM MOPSIJIKE.

12.11. Bo Bcem oOCTanpbHOM, HE MPEIyCMOTPEHHOM HacTtoAmnM KoHTpakToM
CTOpOHBI pykoBojacTBytoTcs HopMamu K3oTa P® wu VYcraBa (Ilonoxxenus)
IIpennpustus.

13. TPOYME YCJIOBUA

13.1. Hacrosmmuii KoHTpakT cocTaBi€H B ABYX OJK3EMIUIAPAX: IO OJHOMY JIS
KaXJIOW U3 CTOPOH U CUUTAETCA NEHCTBUTEIBHBIM TOJBKO MPU HAIUYHMM MOIIMUACEH
oOeux ctopoH: PabotHuka u [IpeanpusTusi, 3aBepeHHBIX M1€YaThIO MOCIEIHETO.

14. OPUJIJMYECKUE AJIPECA U IIJIATEKHBIE PEKBU3UTHI CTOPOH

MpeanpusaTtue PaboTHuK

HOp. agpec: Pernctpauus:
lNouToBLIN agpec: MoyToBbLIV aapec:
NHH: MacnopT cepus:
KIrT: Howmep:

BaHk: BbigaH:
Pac./cuérT: Kewm:

Kopp./c4érT: TenedoH:

BUK:

15. IOAIIMCH CTOPOH

MNpennpustue PaboTHuK




1.

damunns
Nmsa
Ot4ecTBO dorokapTouKu

[MPUJIOXXEHUE 2
AHKETA
3anoaHseTcss COOCTBEHHOPYYHO

Mecto nnsa

4x6

Ecnu u3MeHsmm pamMuinio, uMs Win
OTYECTBO, TO YKAXKUTE UX, & TAKKE,
KOTJa, TI€ ¥ 0 KaKOW MPUYUHE
W3MEHMIIN

T'on, yncno, u MmecTo poxIeHUS
(cemo, nepeBHs, TOPOJI, paiioH,
o0acTh, Kpaii, pecrryOnmka)

I'paxxaHcTBO (€I U3MEHSIIH, TO
YKQOKHUTE, KOrga U 10 KaKou
IpUYHHE)

OO6pa3oBaHue, KOT/1a U Kakue
yueOHbIC 3aBEJICHHS OKOHYIIIH,
HOMeEpa JUIJIOMOB, CIICIIHATLHOCTD
no auriomy. Kanudukanus no
JUAIIOMY

VYueHas cTeneHb, y4eHOE 3BaHUE,
KOTJ]a PUCBOCHBI, HOMEPA TUIJIOMOB

Kakumyu HHOCTpaHHBIMH SI3BIKAMH U
s3bIKaMu Hapoa0B Poccuiickoi
denepauny BIAJCETE U B KAKOU
CTENeH! (UMTAaeTe U MOXKETE
OOBSICHSITHCS, BJIAJIEETE CBOOOTHO)

brumn nu Bel unn Bamm
POICTBEHHUKH CYJMMBI, KOT/Ia U 3a
uTO

bbutn v 3a rpaHuIeil, Te, Korjaa u ¢
KaKOU LIEJIBI0

10

Brimonusiemas pabota ¢ Hauana TpyJa0BOU AESITETbHOCTH (BKIIIOYas y4eOy B BBICIINX
U CPEIHUX CHENHATbHBIX YUeOHBIX 3aBEeICHUX, BOCHHYIO CIIyk0y, paboTy 1o

COBMCCTHUTCIILCTBY, IPCANPUHHUMATCIIBCKYIO ACATCIbHOCTh U T.H.)

Mecsan u
roja

BCTYII-
JeHUs

yxoja

JIOJDKHOCTB C yKa3aHUEM MecToHax0XICHUE YUPEKICHHUS,
YUpEXKICHUS, OPraHU3ALNH, OpPTraHM3ALNH, IPEIITPUITHS
MpeanpUsITUs (HE3aBUCHMO OT
COOCTBEHHOCTH U BEJJOMCTBEHHOM
MIPUHAJICKHOCTH )




[Ipu 3amoaHEHWW JAHHOTO TYHKTA HEOOXOAMMO WMEHOBATh YUPEKICHUS,
OpraHu3alyy, IPEeANpPUITHS TaK, KAK OHU HA3bIBAJOCh B CBOE BPEMSI, BOCHHYIO CIYyKOy
3aMUCHIBATh C YKa3aHUEM JOJKHOCTH U HOMEpPa BOMHCKOM YacTH.

11. Bamu 65v3Kk1e poJACTBEHHUKH (KE€HA, MYX, OTEIl, MaTh, OpaThsi, CECTPHI)

Cremnenb OamMuius, UM, l'onn Mecto paboThl, AJZlpec MECTOKHUTENBCTBA
poJIcTBa OTYECTBO MECTO JOJKHOCTh
POKJICHUS

12. Nmerotesa nmu y Bac win skeHbl (My»a) pOACTBEHHUKH, IOCTOSIHHO MPOKUBAIOIIUE
3a rpaHuIleil (yKaKkuTe ux GaMuiInio, UMs, OTYECTBO, TOJ POXKJICHHUS, CTEIIEHb POJICTBA,
MECTO KHUTEIbCTBO, C KAKOT'O BPEMEHU OHU MPOKUBAIOT 32 FPaHULEH

13. OTHOIIIEHNE K BOMHCKONW 00S3aHHOCTH Y BOMHCKOE 3BAHUE

14. lomanHuii agpec u Homep TenedoHa
15. [TacnmopT uau JOKYMEHT, €ro 3aMEHSIONINUM (HOMep Cepuu, KEM U KOT/ia BbIIaH)

16. lonoHuTenbHbIE CBEACHUS (TOCYAapCTBEHHBIC HATPAIbl, y4acTHE B BHIOOPHBIX
IPEICTAaBUTEIIBHBIX OpraHax, TaKxke apyras HHpopmMarlys, KOTopyo ohopmIIsseMblit
KeJIaeT COOOTUTh O cede)

« » 20 T. IHoxmuce

doTokapToUKa 1 JaHHBIE O TPYJOBOH ACSITEIBLHOCTH, yuebe 0hopMIsieMOro
COOTBETCTBYIOT IOKYMEHTaM, yJIOCTOBEPSIIOLINM JIMYHOCTb, 3aIIUCSAM B TPYI0BOM
KHMJKKE, IOKYMEHTaM 00 00pa3oBaHUU, BOMHCKOH CITyk0e.

M. IL.
(ITonmucek, hpamunus pabOTHUKA KAaJPOBOU CITYKOBbI)



[MTPMJIOXKEHUE 3
XAPAKTEPUCTUKA

Hacrosmas xapakrepuctuka Bbigana Ilerpuuenko Banepuro AnartonbeBuuy, |
HOsI0pst 1978 roma poknenus, padortaromemy B LleHTpe conmanbHON 3anIuThl IETEH.
Anpec: yn. Kynaruna 25 (pexBusuthl opranmzanmuu) c¢ 16 mas 2013 roma mno
CETOIHSIIHUI IeHb Ha JOKHOCTH « COLMATbHBIN paOOTHHUK.

Cewmeiinoe nonoxenue: xkeHar. Cynpyra Ilerpuuenko Muua IlerpoBna, 11. 12.
1979 r.p. Heru: Ilerpuuenko Buranuii, 2000 rona poxnaenus u IletpudyeHko AHHa,
2002 roga poxaeHus.

[Terpuuenko B.A. oxonumn Bousrorpanckuii [lemarornueckuid Y HUBEPCUTET MO
cnenuanbHocTH «IIcuxonorusy, UMeeT KpacHbI TUIIIIOM.

JlaHHBII COTPYIHUK OTJINYACTCSA BBICOKUM po(hecCHOHATU3MOM,
MYHKTYaJIbHOCTBIO U OTBETCTBEHHOCTHIO0. [IUCIUMTIIMHAPHBIX B3bICKAHUI HE UMEET, €CTh
MOOILIPUTENIbHBIE TPaMOThl 3a YydyacTue B KOHpepeHIuu «3ammra Jereid —
OTBETCTBEHHOCTH I'OCYIapCTBa».

C koJuleraMu ¥ MOJAYMHEHHBIMU HaXOJUTCS B JOOPOKEIATEIbHBIX OTHOIICHUSX,
BCErJa IMpPOSIBISIET CAEPKAHHOCTb, TEPIEHUE M JCIHUKAaTHOCTb. B CIIOXKHBIX,
KOH(IMKTHBIX CUTYyallUsX C KIMEHTaAMHM YUYPEKICHHsI BCErla BbIIEpXKaH, KOPPEKTEH,
00JaaeT CHOCOOHOCTBIO CIIAAUTh NPOOJEMY M IEPEBECTH €€ B PYCIO MHUPHOTO
KOHCTPYKTHUBHOTO pelleHusa. BpeaHbix npuBbluek He umeeT. KU3HEHHbIE OPUEHTHPHI
NpaBUJIbHBIE, CTPEMUTCS TIOMOTaTh JETSAM M3 HEOJIaronoyiydHbIX CEMEW, YUUThIBas UX
noTpeOHOCTH U *kenaHuss. C paJoCTbl0 NPUHUMAET Y4YacTHE B OOIIECTBEHHOM >KHU3HU
KOJUIEKTHBA, IIOCEIIAeT TPEHUHIMW JIMYHOCTHOIO pOCTa M KYpChl IIOBBILICHUS
KBaJTU(DUKALIUH.

JlaHHas xapakTepHCTHKA BblaHa A NpenoctaBieHus B OpraHbl COLUAIbHOM

3aIUTHI HEOJArOMOJyYHBIX CEMEH.

Hauansnuk otnena LlenTpa

CoiuraapHOU 3alIUThl IETEN bobOkoBa Haranes MuxaityioBHa



INPAKTUYECKOE 3AHSATHE Ne 6
«CocraBienue u 0popMIIeHHE JOKYMEHTOB 110 (PMHAHCOBO-PACYETHBIM
onepanusivy
Tema: JlokymMeHTalUsl 110 (PMHAHCOBO-PACYETHBIM ONEPALUAM
Henb: OBnaneTh yMEHUSAMU W HaBBIKAMU TIO0 COCTABJICHUIO JIOKYMEHTOB 1O (PMHAHCOBO-
pacueTHBIM OIEpaIUsIM U UX 0(OPMIICHHIO.
IIpoao/KNTEIbHOCTD 3aHSITHH: 2 Yaca
1. MATEPUAJIBHOE 1 TIOKYMEHTAJIbHOE OBECITEUEHUE:
1.1. MuquBuyanbHbIE 3a/1aHUs
1.2. Meronnyeckre peKOMEHIAIMN IO BBIMOJIHEHUIO IPAKTUYECKOTO 3aHATHS
1.3. JIuneiiku, pyuku, Oymara
2. JINTEPATVYPA:
2.1. bacakoB M.U. [enonpousBoAcTBO (/lokyMeHTalmoHHOE OOecreueHue
ynpasienusi): yueOHuk /M.U. Bacakos, O.M. 3ambiukoBa. — PoctoB v//l: ®denukc,
2017
3. OBIIME  TEOPETUMYECKHWE TIOJIOXKEHUA  TI10  BBIIIOJIHEHUIO
[MPAKTUYECKOI'O 3AHATUA:

YyetHas mnonuTuka (UPMBI, TPaMOTHBIM aHaNIU3 (UHAHCOBO-XO3SICTBEHHOM
NESATETbHOCTH, B3aUMOJICUCTBUE C HAJIOTOBBIMU CIYyKOaMu - 3TO MPUHLUNHAIbHBIC,
KIIOYEeBbIE MOMEHTHI B pabore I000ro mNpeanpusTusi, OO0JaJaroONIero IOTHOU
CaMOCTOSITEJTbHOCTBIO ¥ BEIKUBAIOIIETO B YCIOBUSIX OCTPON KOHKYPEHTHOU OOpPHOBI.

BaxxHbpIM HampaBieHUEM YJIydllleHus padoThl JIIOOOW OyXrajirepuu SsBIsETCA
COBEpIICHCTBOBAHME OpraHU3allid MW BHEAPEHUE JEJIONPOU3BOJICTBA B 3TOM
noapasneneHuu. IlpaBuiibHOE cocTaBiieHHEe U O(QOpMIIEHHE JOKYMEHTOB IO
(MHAHCOBO-PACYETHBIM OIEPAIUSIM B COOTBETCTBUU C JCHCTBYIONTUMU HOPMAMH - OJTHA
U3 00s13aHHOCTEN PaOOTHUKOB OyXTaJITepUH.

Jpyroii CyliecTBEHHOW CTOPOHOW BEIECHUS MAEJONPOU3BOACTBA OyXrajaTepuu
SBIIICTCS CUCTEMAaTHU3aIusl M XpaHEHUE BCEX 00pa3yIoIUXcs 371eCh JOKYMEHTOB, HE00-
XOJIUMBIX BIIOCJICACTBUM HE TOJIBKO [UJIi aHaiu3a (PUHAHCOBO-XO3SIMCTBEHHOM

NESTENbHOCTH (UPMBI, HO U JJIA NMPEABIBICHHS 3TUX JOKYMEHTOB MPU ayIUTOPCKOM



MpOBEpPKE, a TaKxke Uil CAa4d Ha XpaHEHUE B YCTAHOBICHHOM MOpAJIKE B
BEJIOMCTBEHHBIE U TOCYJJaPCTBEHHBIE APXUBBI.

JIokyMeHTBI 110 (PUHAHCOBO-PACUETHHIM OIEPALIUSIM OAPA3IAEISIOTCS:
-pacnopsaIUTeNIbHbIE — COJIEpKallle MPUKa3 O MPOU3BOJACTBE ONepalnuu (Pacxo/HbIe
KacCCOBBIE OpJiepa, ICHEKHBIC YCKH );

- onpaBjAaTeNibHbIe (IPUXOIHBIE KACCOBBIE OpJiepa, KOIMU TOBAPHOTO YeKa, OOBIBICHUE
Ha B3HOC HAJIMYHBIMH);

- OyXTaJITepCKUE — COCTaBJIsIEMbIC 10 JaHHBIM OyXraJTepCKOro yuera (OT4eT Kaccupa,
aBaHCOBBIM OTYET, aKT PEBU3UH KACChI);

- OaHKOBCKHME — CBSI3aHHbIE C O(OPMIIGHHEM JICHEKHBIX OIlepalui Mo cYeTam,
MOJIyYEHUEM U TIOTallleHUEM KPEIUTOB (3asBICHUE HA OTKPHITUE TEKYILETrO CUeTa,
MJIATEXKHOE OPYUYEHUE);

- OIO/PKETHBIE — CBSI3AHHBIC C YIJIATON HAJIOTOB U MOJYYEHUEM OFOJIPKETHBIX
ACCUTHOBAHUU.
PykoBomurenun npeanpuaATHA  HECYT NEPCOHAIBHYK) OTBETCTBEHHOCTH 34

JTOKYMEHTAJIbHBIA (POHT IPETIPUSITHSL.

Jist  XpaHeHHsl JEHEXHBIX CPEJACTB M OCYIIECTBICHUS PacueToB OaHKH
OTKPBIBAIOT TPEIANPUSATUSM B 3aBUCUMOCTH OT XapakTepa WX JeATEIbHOCTH H
HMCTOYHUKOB (PMHAHCHUPOBAHUS PACUETHBIC, TEKYIIIUE U APYTHE CUETa.

OcHoBHas Macca IUIATEXKEH MPOU3BOAUTCA B TOPSIKE OC3HAIMYHBIX PACUETOB,
T.e. TOCPEICTBOM MEPEUYUCICHUSI CYyMM C pacyeTHOro cyeTa IUlaTeNblldKa Ha
PACYETHBIN CYET MOJIyYaTeNsl.

Omnepaiuu 1Mo pacyeTHOMY (TEKYIEMYy) CYETy MPOU3ZBOAITCS YUPEKICHUSIMU
0aHKa MO JOKYMEHTaM CHEIUadbHOU YTBEPKJIEHHOU (hOPMBI, KOTOPHIE BBINUCHIBAIOT
pabOTHUKHU (PUHAHCOBOTO OTJIEJa WIIK OyXTaJITEPUU TIPEATIPUSTHS.

Hauboinee yacto npuMeHsIOTCS CIEAYIOIINE: TUIATeKHOE MOPYUYEHUE, MIIaTEKHOE
TpeOOBaHHE-TIOPYUYEHUE, CUET-(DaKTypa, OOBSABICHUE HA B3HOC HAJIUYHBIMU, JICHEKHbIE
U pacyeTHbIE YEeKH, BHITUCKHA U3 PACUETHBIX (TEKYIIUX) CUETOB, 3asBlieHUs (00 OTKa3ze
OT aKIIEINTa, Ha aKKPEIUTHUB, HA BbIJIAYy CCYJIbI U JP.).

[TopsimoK OTKPBITUSL U 3aKPbITUSI PACUETHBIX, TEKYIIMX W OIOJIKETHBIX CUETOB

NPEeANPUATUIM (OpraHU3aLUAM, YUPEKICHUSIM), a TaKKe IIPaBUiIa COBEPILIECHUS 0 HUM



Onepanui ONpenesIeHbl COOTBETCTBYOUIMMUA HOPMATUBHBIMU JOKYMEHTAMM.
Jlist opopMIIeHHST OTKPBITHS MPEACTABISIOTCA CIEAYIOLIUE IOKYMEHTHI:

- 3asBJIeHUE 00 OTKPBITUH CYETA;

- KONMs JOKYMEHTA O CO3/1aHUU NPEANPUITHUS;

- KOMHUS YTBEPKIAEHHOTO YCTaBa (ITOJIOXKEHU);

- KapToyka ¢ 00pa3laMu NoJNuced U OTTUCKOM IeYaTu U Ap.

3asBiieHHE 00 OTKPBITUM cueTa MpPEACTaBIsAETCS IO YTBEPKIEHHOU (opme
(npunosxenue 1).

Kaprouka ¢ oOpasuamu moxamucedl M OTTUCKOM I€YaTHh MPEJCTaBISIeTCS 110
yTBEp)KJIEHHON dopMe B JABYX IK3eMIULsIpax. B Hee BkiItouyaroTcs oOpasiibl MOJMUCEH
BCEX JIMI, KOTOPBIM NIPENOCTABIECHO MPABO MEPBOM M BTOPOW IMOIIKCH HA JCHEKHO-
pacyeTHbIX JOKyMeHTax. KapTouka 3aBepsercd MHOINUCHIO PYKOBOAWUTENS (MM €ro
3aMECTHUTEJIEM) BBIIIECTOALEH OpraHU3alMK U MeYaThi0 WK HOTapUAIbHOW KOHTOPOU
(npunoxxenue 2).

Bce ¢uHaHCcOBO-pacueTHblE JAOKYMEHTBI COCTABIISIFOTCS 3a JIByMS MOANUCAMHU
(nepBoii 1 BTOpOK).

IIpaBo mepBOW MOANWCH NPUHAIJIEKUT PYKOBOIUTEIIO NPEANPUATHSA, KOTOPOMY
OTKphIBaeTca cuer. llepByro moanuch MOryT CTaBUThb TAaKXKE€ U JOJDKHOCTHBIE JIMIIA,
YIIOJITHOMOYEHHBIE CAMUM PYKOBOJMUTEIEM, €CIU TaKOE IEPEAOBEPUE ITOJTHOMOYHMS HE
3aIPENICHO BBILIECTOSIIEH OpPraHU3auen.

[IpaBo BTOpOW MHOANWCH MNPUHAJICKHUT TIaBHOMY Oyxrantepy. OH CaHKUMOHUPYET
3aKOHHOCTb MPOU3BOJUMBIX orepauuil. [Ipy oTcyTCTBUYM B IITATE II1aBHOTO OyXrairepa
IpaBO BTOPOM MOANHUCH MOXKET OBbIThb MPENOCTABICHO OyXrajrepy WId APyromy
JOJIKHOCTHOMY JIMILY, Ha KOTOPOE BO3JI0KEHO BeJIeHUE OyXrajTepcKoro yyera u OT4eT-
HOCTH.

CBOOOJHBIE CTPOKHM B MECT€, OTBEJCHHOM MJisi O0Opa3LoB MOINMCEH, JOIKHBI
OBITh TPOYEPKHYTHI.

Pesynbratel peBuszun odopmisiiorcs aktoM. B akte peBusum (paxTHueckue
OCTaTKH JECHEXKHON HAIIMYHOCTH COMOCTABJISIOTCS C YYETHBIMM JAHHBIMH, TIOCIIE YETO

OIpEENSIeTCS] HEIOCTa4ya MM M3JIMILEK JEHEXHBIX CPENCTB. AKT 0popMIIsieTCsl B ACHb



PEBU3HMH KacChl HE MEHEE YeM B JIBYX AK3eMIUIsIpax (MpuoxeHue 3).

3aTeM aKT MpPEACTABISAECTCS Ha YTBEPKICHHUE PYKOBOAUTEIIO MPEINPUATHS,
opranuzanuu. Pe3ynbTaThl peBU3MU HAXOMST CBOE JajlbHEHIIEee OTpaKEHUE B CueTax
OyXTanTEepCKOTO ydeTa: W3JIHINKKH TPUXOAYIOTCS, a HemocTrada YIepKHUBAETCS C
MaTepUaIbHO-OTBETCTBEHHBIX JIUII.

[InarexxHOe MOPYYEHUE - ITO PACHOPSHKEHUE MPEANPUATHS YUPEKICHUIO 0aHKa O
CIIMCAaHUHU C €ro0 PACUETHOIO CYETa OMPENEJICHHOM CyMMBI (COTJacHO MpHJIaraeMbIM
JIOKyMEHTaM) B TOTaIlllEHUE CBOUX 00s3aTesibcTB. OHO COCTaBIISIETCS Ha CTaHJIAPTHBIX
Omankax (mpuiioxeHue 4).

Ecnu nnatenpluk  mepeduciiieT  CpeicTBa  OAHOBPEMEHHO  HECKOJIBKUM
MoJiyyaTessiM, TO MOXHO HCIIOJIb30BaTh CBOJHOE IUIATEXKHOE mopyudeHue. B oaHo
MOPYYCHUE MOTYT BKIIOYATHCS JMOO TOJBKO MECTHBIC MOPYYCHHS, JTHUOO TOJIBKO
WHOTOPOJHHUE.

[InaTeXHbIMU MOPYUYECHUSIMU MOTYT MPOU3BOAUTHCS:

- pacueThl 32 TOBapHO-MaTepuaIbHbIe IIEHHOCTU, BBHIMIOJHEHHBIE paOOThl U OKa3aHHbIE
YCIYyTH,
- pacueThl IO HETOBAPHBIM ONEPALUSIM;
- LEJEBbIE MEPEBOJbl MUHUCTEPCTB, BEIOMCTB U JPYTUX OPraHOB XO3AWCTBEHHOI'O
yIpaBlE€HUs] Ha TOTAIICHHE MPOCPOUYCHHOM 3aJI0KEHHOCTH MOABEIOMCTBEHHBIX WM
NPEANPUATANA 32 TOBAPHO-MATEPHUAIbHBIE IIEHHOCTH, BBITIOJHEHHBIE PaOOTHI,
OKa3aHHBIE YCIYTH U IO CCy/1aM OaHKOB.
4. TIOPANOK BBITIOJIHEHUSA PABOThI

4.1. O3HaKOMJICHHE C 3aJaHUEM.

4.2. O3HakOMJICHHME C OOIIMMH UM TEOPETUYECKUMHU TIOJIOKEHUSIMU TI0 TEeMe

MPAKTHYECKOTO 3aHSATHS.

4.3. OdopmiieHrEe TOKyMEHTOB M MOKa3 WX MPENoAaBaTeNo.
5. BOITPOCHI IJIA ITOBTOPEHUA:

5.1. Kakue moKyMeHTBI OTHOCSTCS K (PMHAHCOBO-PACUETHBIM?

5.2. Ilepeuncnure TpeOOBaHMS, MPEAbIBISIEMbIE K O(DOPMICHUIO U COJAEPKAHHIO

(bMHaHCOBO-PAaCYETHBIX JOKYMEHTOB.



5.3. KakoBsI 11€11 1 MOPSAJIOK OTKPBITHS cYeTa B OaHKe?

5.4. Kak cocTaBisieTcsl akT pEBU3UH KacChl?
7. JOMAIIHEE 3AJJAHUE

6.1.0popmuTs oTUeT.
3aoanue Ne 1
CocraButh ¥ 0GOpPMUTH 3adBJICHUE HA OTKPBITHE CU€Ta, KAPTOUKYy € oOpasiamu
MOJAMKUCEN U OTTUCKOM TIE€YaTH.
3aoanue Ne 2
3anoJIHUTh TIATEKHOE MOPYUYEHUE HA OCHOBAHHUHU CIICIYIOIINX JAHHBIX:
OAO «HoBomaxTtuHckuii Mexaunndeckuii 3aoa», MHH 615103357,
cueT Ne 40702810000000000077 uepe3 ®Kb «Jlon TexcOank» r.HoBoiaxTuHcka
(BUK 046014916, cuer 30101810700000000916) munarexxusim nopyueHueM Ne 19
ot 04.02.20  r. mpou3Bes OIIaTy 3a BOAY, 3a0UpaeMyro U3 BOJIOXO3IMCTBEHHON
cuctemsl coryiacHo ¢ T 13 3akona P® «O6 ocHoBax HajloroBoi cucrteMbl POy 3a
4 xBaptan 1998 r. B cymme 300 py6., B Toit uncne HIAC 50 py6. Omnara
npousBojutcst B Mectubiii 6roxer (MHH 6151005996, cuet
02048451352251900501). PexBusutsl 6anka nony4darens: Otnenenue Cb PO
250 MaxTunckoe, r.1IaxTer, BUK
046014635, cuer 30101810900000000635. Bux mmaTexa - 3JIEKTPOHHO, BUJ OILIIATHI
01, cpok mnarexa 04.02.20 , ouepegHOCTH - 3.
3aoanue Ne 3

CocTaBuTh U OPOPMUTH AKT PEBU3UU KACCHI.



I[MTPUJIOXXEHUE 1
3ASBJIEHUE HA OTKPBITHE CYETA

(HaI/IMeHOBaHI/Ie MPEANPUATHA, OPpraHU3alN, YIPEKIACHUSA - IIOJTHOC U TO‘IHO@)

IMpocum OTKPBITh cder

(pacyeTHbIi, ACTIO3UTHBIA BaJIOTHBIHN, CIIEUHAIbHBIA OAHKOBCKHIA U TIp.) (BUZ BaJIIOTHI)
Ha ocHoBaHuM nojoxeHuit 'K PO u HopMaTuBHBIX JOKYMEHTOB baHka

Poccun,
HAM H3BECTHBIX M UMCIOIINX 00513aTCIBHYIO CHITY.

_ (Tmomuch) (®.11.0.)

(HammeHoBaHUE JOHKHOCTH

PYKOBOJIUTES)

I'maBHbI OyxTantep (Ipu HATTHYIIH)
(moamuch) (®.1.0.)

M.IL « » 20 T.
PACHOPSI’KEHUE BAHKA
Pa3pemaro oTKpbITH cyer B
(Tum cuera) (BUJ BJIIOTHI)

(HauMeHOBaHME TIPEIPHUSTHS, OPraHU3aINHY, YIpexXaeHus, Ne 1 1ata 10roBopa)

<HaumMeHo8aHue 00J1HCHOCHU PYKOBOOUMEIs (HOJEHCL) (®.1N.0.)
banka> « » 200 .

I[OKyMCHTLI Ha OTKPBITHUE CUCTA MPOBCPCHLBIL

(TOMIKHOCTB) (Tozmucs) (®.1.0.)
« » 200 .

Cuet(a) oTKpBIT(bI):

Ne uneBoro cuera

Ne 1uneBoro cuera

<HaumeHosanUe O0JIHCHOCHU PAGOMHUKA, OMKPbLEULE20 .
cuema> (TToamMCh) (®.N.0.)« »

20 r.


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

Kaprouka

¢ o0pasuaMu noanucei U OTTUCKA NeYATH

KiuenT (Bnmagener cuera)

[MTPMJIOKEHUE 2

[Ipunoxenue 1

Kk MHcerpykuun banka Poccun

o1 30.05.2014 N 153-1

"O0 OTKPBITHHU U 3aKPBITHH OAaHKOBCKUX
CUETOB, CUETOB I10 BKJIa aM (JIeTI03UTam),
JIETTO3UTHBIX CYCTOB"

Kon dopmbl

JOKYMEHTa
no OKY [
0401026

OrmeTka OaHka

MecTo HaX0XIeHUS (MECTO KHUTEIHCTBA)

(moamuce)

20 T

Ten. N

Bank

[Ipoune oTmMeTkH




O6opoTHas CTOpOHA

N cueTta
(cokpamieHHOEe HAaNMEHOBAaHUE KIIMECHTA
(Bmamenbiia cuera)
damunus, UM, OTYECCTBO Oobpasery Cpox oTHOMOYHHA

OAIMNUCHU

O06pa3zer oTTHCKA TTeYaTH
Jlara 3anonHeHust

[Moanuck knueHTa (Biagenbla cuera)

MecTo 11 yAOCTOBEPUTEIBHON HAIIUCH O

o BBII[aHBI JCHCKHBIC YCKHU
CBUJACTCIbCTBOBAHUH ITOJJIMHHOCTH ITOAIINCEU

nara cN no N nara cN no N




8

9

AKT

11 12
PEBU3UHU KACChI

OcHoBaHUeE:

[MTPMJIOXKEHUE 3

CocTaB KOMHUCCHU:
IIpencenarens:

YJ1eHbl KOMUCCUU:

noJpkHOCTE, .O.Damumms
IOJDKHOCTR, 1.O0.Damunus

JOJLKHOCTD, 1.O0.Damunus

[IpucyrcTBOBaNN: JIOJDKHOCTh MaTE€pHaJIbHO OTBETCTBEHHOTO JIUIIA,
N.O.®amunusa
« » I'. KOMHUCCHEH MpoBeieHa peBu3Hs Kacchl. [1o uroram

IPOBEPKU YCTAHOBJIEHO:

4. Tlo y4eTHBIM JIaHHBIM B Kacce JIOJKHO OBITh

5. ®aKTHYECKH B Kacce 0OHApyKEHO

(cymma)

(cymma)

6. YdeTHbIC JaHHBIEC COBMAAAIOT (HE COBIAIAIOT) C (PaKTUYECKUM HATUUYHEM.

CocraBJjicH B ABYX 3K3CMILIApaAx:

1-i1 B Oyxranrepuio;

2-11 B KaHIIEJSPUIO.
[Ipencenarens

YJ1eHpl KOMUCCUU

[IpucyrcTBOBa (a) mpu

COCTAaBJICHHMH aKTa

IIOAITNCH
IIoAIInCh

IIoAITNCH

IIOAIIUCH

N.0.Oamunus
N.0.®amuimis
N.0.®amunus

N.0.®amunus



[MTPMJIOXKEHUE 4

TIpunoxenue 2

k [Tomoxxenuto banka
Poccun

ot 19 urons 2012 roga Ne
383-I1

“O npaBuiax
OCYIIECTBICHHS IIEPEeBOa
JeHeXXHBIX CpeacTB”

HOCTyH. B OaHK IUIaT. CriucaHo co c4. IiaT.

IVIATEXKHOE ITIOPYYEHHME Ne

Jlara Bup nnarexa

Cymma
MIPOIUCHIO
VHH KIIIT Cymma

Cu. Ne
IInarenpumk

BUK

Cu. Ne
BaHK miaTenbimKa

BUK

Cu. Ne
Bank nosnyyaresst
WHH KIITT Cu. Ne

Bun om. Cpok 1iar.

Has. m. Ouep. miat.
Ilomygarens Kon Pes. mone
Hasnayenue marexa

TTonmucu Ot1MeTKH OaHka

INPAKTUYECKOE 3AHATHUE Ne 7



«CocraBienue u 0popMIeHHE TOKYMEHTOB 110 CHAOKEHUIO U COBITY»
Tema: /loroBopHO-nipaBoBasi JOKYMEHTALUS
Henb: OBnaneTh yMEHUSAMU U HaBBIKAMHU IO COCTABJIECHUIO CHA0KEHYECKO-COBITOBBIX
JOKYMEHTOB U MX O(OPMIICHHIO.
[IpOnOmKATENBHOCTD 3aHATHI: 2 yaca
1. MATEPUAJIBHOE 1 TIOKYMEHTAJIbBHOE OBECITEYEHUE:
1.1 UaauBuyanbHbIE 3a1aHUS
1.2 Meronnieckue peKOMEHIAIMH IO BHITOJHEHUIO MPAKTHYECKOTO 3aHATHS
1.3 JIuneiiku, pydku, Oymara
2. JINTEPATVYPA:
2.1. BbacakoB M.U. [enompouszBoactBo (/lokyMeHTalmoHHOE oOecrneueHue
ynpasnenus): yueonuk /M.U. bacakos, O.U. 3ambitikoBa. — PoctoB u//l; ®enukc,
2017
3. OBIUIME TEOPETUYECKHUE [IIOJIOXKEHUA 110  BBIIOJIHEHUIO
I[MPAKTUYECKOI'O 3AHATUA:

Kommepueckne noroBopbl (KOHTPAKThl) SIBJISIIOTCSI OCHOBHBIMU TPaBOBBIMU
JOKYMEHTAaMH BO B3aMMOOTHOLICHUSX MEXKIy OpraHumzauusMu. B moroBope
OTPAXKAKOTCSA:

- XapaKkTep CHEIKU;
- YCIOBHUS: CpOKHM, II€HA, KaueCTBO MNPOAYKIHMH, OIJIaTa, TapaHTUH, @paBa U
00s13aHHOCTH CTOPOH, TTOpsIoK paspernierus criopos (IIPUJIOXEHUE 1).

JloroBOpHBIE OTHOIIIEHUSI MOTYT OBITh YCTAHOBIICHBI:

- TyTEM HampaBJICHUS oepThl - MUCBMEHHOTO TMPEUIOKEHHUS O 3aKIOUYEHUU
noroopa. O¢depra J0KHA COEPKATh OCHOBHBIE YCIOBUS MPEIIaraeMoil CAenKu (CT.
435 TK P®). Ilpunstae UpeAJIOKCHHUS JPYyrod CTOPOHOM CUMTACTCS AaKIENTOM
(cornacuem);

- IIyTE€M IPEACTABJIEHUS] OAHOM U3 CTOPOH MPOEKTa Aorosopa. [lomyuns npoexr, npyras
CTOPOHA PACCMAaTPUBAET €r0 U, €CJIU HET BO3PAXKEHU, NOANUCHIBAET. OIMH 3K3EMILISP
JIOTOBOPA BO3BPAILAETCS CTOPOHE, MMOATOTOBUBIIEH ITPOEKT.

OOMeH TOKyMEHTaMH1 MEXXTy CTOPOHAMHU MOYET IMMPOUCXOIUTH TTOCPEJICTBOM ITOUTOBOM,



tenerpadHOM, TeleTaunmHON, (aKCUMUIBLHOM, JJIGKTPOHHOM WM HWHOH CBS3H,
MO3BOJIAIOLIEN JIOCTOBEPHO YCTAHOBUTH, YTO JIOKYMEHT MCXOJUT OT CTOPOHBI IO
KOHTpakTy (cT. 434 'K PD).

B noroBope 10KHBI OBITH:
- yeTKas GopMyJIHUPOBKaA MPaB U 00SI3aHHOCTEN CTOPOH, HE JIOMYCKaIOIIasi BO3MOKHOCTh
MHOT'O TOJIKOBAaHUS;
- MPEeIyCMOTPEHA BO3MOKHOCTh PACTOPIKEHUSI JIOTOBOPA JIFOOOM U3 CTOPOH;
- 1eHa B pyOnsx (JOMyCKaeTcs WCIOJb30BAaHUE JAPYroM BaIlOThl, HO TOJIKO B
dbopMyIHpOBKe "TOMICKUT OIIaTe B PyOdsIX B CyMMe, SKBHBAJICHTHOH CyMMe B
MHOCTpaHHOM BaioTe");
- CaHKIMU K KaXJOW U3 CTOPOH 3a HEBBINOJHEHHE O00s3aTenbCTB. JlOroBOpPHI
(KOHTpakKTbl) OTHOCSTCA K JIOKYMEHTaM, KOTOPBIE SIBIISIIOTCS BOKHEUILINMU
JI0Ka3aTeIbCTBAMU
B apOUTPaXXHOM CyJi€¢ B CiIyyae BO3SHUKHOBEHHUS CrOpoB. OopMIIeHbI OHU JTOTKHBI
OBITH 0€3yKOPU3HEHHO.

PexoMeHtyeTcs moanyucu CTOPOH J0r0OBOPa MPOCTABIISITH:
- pa30opurBO (A1 OAHO3HAYHOTO YCTAHOBJICHHSI aBTOPA TOJIMHCH);
- (PMOJIETOBBIM WJIM CHHUM LIBETOM (YTOOBI OTJIUYUTH OT KOIHH);
- Ha KaXXJIOM JIUCTE (UTOOBI UCKIIOUUTHh BHECEHHE HEOTOBOPEHHBIX U3MEHEHU ).

JloroBopsl opopMIIIIOTCS Ha OJ1aHKE JOrOBOpA WIIM Ha CTAaHAAPTHBIX JTUCTaX.
JloroBop A0JKEH UMETh PEKBU3UTHI: HAUMEHOBAHUE BUA JOKYMEHTA; J1aTy; HOMED;
MECTO COCTAaBJICHHUS; 3ar0JI0BOK (JJOTOBOP KYILUIU-IIPOJIa’KU, KOHTPAKT HA MOCTABKY
TUII, KOHTPAKT O TEXHHYECKOM COACHCTBHM); TEKCT; MOJMUCH JTOKHOCTHBIX JIUIT (C
yKa3aHHUEM JIOJIKHOCTEH, paciimdpoBOK MOAMUCEH U 1aT MOANUCAHUS JOKYMEHTOB);
MeYyaTy OpraHu3aIui-KOHTPareHTOB.

Jlatoii poroBopa sBIsieTCS Jara €ero IoAnucaHus cropoHamu. Hywmepauwus
JIOTOBOPOB MPOMU3BOJUTCS B BAJOBOM MOPSAKE C sSTHBApS MO JAEKaOph B Ipejesiax rojaa
(Ne 1, Ne 2 u 1. n.). [Ipu GonbIIOM KOJNHMYECTBE TOTOBOPOB K HOMEPY MOXKET OBITh
nobapneHo ycioBHoe o6Oo3HaueHue (Ne 1-KC - kamncTpouUTeNnbCTBO) WM HOMEDP

koHTparenta (Ne 1/5 - roe 5 mopsakoBbII HOMEp J10rOBOpa, MPUCBOEHHBIM IpyTroi



CTOPOHOI).
Tekcr JoroBopa COEepkKUT:
- HAMMEHOBAHUS CTOPOH (ITOJIHBIE HA3BaHUSI OpraHU3aLINN);
- PEAMET JI0r0BOPa;
- YCJIOBUS M CPOKH TIOCTABKH, NIEPEBO3a, XPAHEHHUSI, YIAKOBKH, MapKUPOBKH, PEKJIAMbI U
peanuszanuu;
- YCJIOBUS ¥ CPOKH OIJIaThl, 0COOEHHOCTH U NOPAJOK pacUy€TOB;
- IOPSAOK CIaYyu-IIpreMa BBIMOJHEHHBIX PadoT;
- OTBETCTBEHHOCTh CTOPOH;
- TapaHTHH, CTPaAXOBaHKE U (POPC-MaKOPHBIE 0OCTOATEIHCTBA;
- Iepexo/] MpaBa COOCTBEHHOCTH U PUCKHU;
- IOPSA0K pa3pelIeHus CIIOPOB;
- IOpUJUYECKUE aJpeca CTOPOH (C yKa3aHMEM IIOYTOBBIX aJpecoB, OaHKOBCKUX
PEKBU3UTOB, HOMEPOB TeJIE(POHOB, (haKCOB);

[IpoTokosnbl pazHoriacuil K JOroBopaM COCTaBIISIOTCA B T€X CIIydasx, KOTAa IO
NPEJIO)KEHHOMY — MOCTaBIIMKOM TPOEKTY JIOroBOpa y TMOKyIaTedass HMEIOTCS
Bo3pakeHus. OjHaKo OH 00s3aH HOJANMUCATh JOrOBOpP, a IO CHOPHBIM YCIOBUSM
COCTaBUTh IIPOTOKOJI PA3HOTJIACH.

[IpoTokon pa3HOrjgacuii K JOroBOpaM COCTaBJISIETCS B TpeX 3K3eMIuripax. J(Ba
AK3EMIUISIPA HAIPABJISIFOTCS MOCTABIIUKY OJHOBPEMEHHO C IMOJNUCAHHBIM JOTOBOPOM.
ITocraBmMK, TONYYMBIIMKM [OANMCAHHBIM IMOKYyIATEJEM IIPOEKT J0roBopa ¢
MPOTOKOJIOM pa3Horiacuii, o0s3aH B TeueHue 10 gHEl paccMOTpeTh €ro, BKIIOYUTH B
JIOTOBOP BCE MPUHATHIE UM MPEAJIOKEHUS [TOKYNAaTeNs, a CIOPHbIE BOIPOCHI IIEpeiaTh B
TOT K€ CPOK Ha pacCMOTpEeHHE apOuTpaka, COOOLIMB 00 3TOM MOKYMATEIO.

Ecnu B TedyeHHE YKa3aHHOIO CpOKa ITOCTABIIMK HE IMEPENacT CIIOPHbIE BOMPOCHI Ha
paccMOTpeHHe apOUTPaKHOTO CyJa, TO YCJIOBUS JOTOBOpa IO ATHM ITyHKTaM CUMTa-

1oTcst npuHATbIMU noctaBiukoM ([TPUJIOXEHUE 2).

4. ITOPAOOK BBITIOJIHEHUS PABOTDI



4.1. O3HaKOMJIEHHUE C 3aJaHUEM.
4.2. O3HakOMJICHME C OOIMMMH W TEOPETUUYCCKUMHU TIOJIOKCHHUSAMU 110 TEMe
MPAKTUYECKOTO 3aHSATHUS.

4.3. OdopmiieHHE TOKYMEHTOB M MOKa3 UX MPENOAaBaTEINO.

5. BOITPOCHI JIJIA ITOBTOPEHUA:
5.1. Kakue TOKyMEHTBI OTHOCATCS K CHa0)KEHUECKO-COBITOBBIM JIOKyMEHTaM?
5.2. Ilepeuncnure TpeOOBaHMS, MPEAbIBISIEMbIE K O(DOPMICHUIO U COJEPKAHUIO
CHa0XEHYECKO-COBITOBBIX TJOKYMEHTOB.

5.3. ITouemy M KaK cCOCTaBISI€TCA MPOTOKOJI pa3HOTIJIACHI K JOrOBOpam?

6. TJOMAIIIHEE 3AJIAHUE

6.1.0popmuts otuer.

3aoanue Ne 1
CocTaBuTh 1 0OPMHTH JIOTOBOP KYTUIH-TTPOJIAXKH.
3aoanue Ne 2

CoctaBuTh 1 0OPMUTH MPOTOKOJI PA3HOTIACUH K JOTOBOPY KYIUIU-TIPOTAKH.

[TPUJIOXEHHE 1



JOI'OBOP
KYIUIU-TIPOIAXKHU
(orToBOM MapTUH TOBAPOB)
T. « » 202 .
ITPOAABELI: ,
B JIUIIE ,
JEUCTBYIOLIETO HA OCHOBAHUHU ,
C OJHOW CTOPOHBI, U
ITOKVYITATEJIb: ,
B JIUIIE ,
JICVCTBYIOIIETO HA OCHOBAHUH ,
C Ipyrou CTOPOHBI, 3akaounin Hactosmuit JJoroBop 0 HHXKECIEAYIOMIEM

1. ITPEAMET JOTI'OBOPA
1.1. ITIPOABEL] o0s3yeTcsi MOCTaBUTh U MeEpeaTh B COOCTBEHHOCTh (TIOJIHOE
xo3siictBeHHoe BeaeHue) I[IOKVYITATEJIA tosap, a IIOKVYIIATEJIb o06s3yercs
IIPUHATH TOBAP M OILIATUTH €ro Ha ycioBusax Hacrosmero /lorosopa.
1.2. HaumenoBanue ToBapa:
1.3. U3roToBuTtens ToBapa:
1.4. MecToHax0XI€HHE TOBAPA:
1.5. JloxymenTsl Ha ToBap, kotopbie [IPOJIABEIL] 06s13an nepenathb
I[TOKVYITIATEJIIO:

2. KOJIMYECTBO
2.1. Equnuia u3aMepeHus KoJIu4ecTBa ToBapa:
2.2. O0b1ee KOIMIECTBO TOBapa:

3. ACCOPTUMEHT

3.1. I'pynmoBoi acCOPTUMEHT MOCTABIISIEMOTO TOBApa:

1. B KOJINUYECTBE

2. B KOJINYECTBE

3.2. Pa3BepHyThIi aCCOPTMMEHT IIOCTABIsIEMOTO TOBapa OIpENEseTcs B
ITpunoxenuu Ne 1 k Hacrosmemy Jlorosopy.

4. KAYECTBO
4.1. KauectBo noctasisiemoro [TPOJJABIIOM ToBapa 1071KHO COOTBETCTBOBATh

4.2. [TonTBepxxaeHuem kadectBa co cropoHbl IIPOJIABIIA sBnsetcs

4.3. TapanTuiiHbIi CpPOK OJKCIUTyaTallMu (TOJHOCTH, XPaHEHHS): C MOMEHTa

4.4. Cpok ycTpaHeHHs HEJOCTATKOB WJIM 3aMEHbl TOoBapa B IIpeaenax
rapaHTUMHOTO CpOKa C MOMEHTa
oOHapyxeHus 1ePEeKTOB.




5. KOMIUIEKTHOCTD
5.1. KommnektHocts nocrtasisiemoro I1TPOJJABLIOM ToBapa ompenensieTcs mo

6. CPOKH U ITOPAIOK ITOCTABKHA
Toap nomked ObITh mnosHOCTHIO mocTaBieH [IOKVYIIATEJIKO B Teuenue
C MOMEHTa

7. HEHA
7.1. llena 3a eguHUIly TOBapa:
7.2. O6mas nena no Hacrosimemy JloroBopy:
7.3. 3a cokpalieHue CPOKOB ITOCTABKH 0oJiee ueM Ha JTHEU
[TOKVYITIATEJIb npoussoaut ITPOJABLY nomnnaty B pa3mepe
OT CYMMBI JIOCPOYHO MTOCTABJICHHOTO KOJIMYECTBA TOBApA.
7.4. Lensl no Hactosimemy JloroBopy ykazansl 6e3 yuera H/IC (¢ yuetom
HIC).

8. [IOPAIOK PACUETOB

8.1. IlpenBaputenbHasi orjiata B pasmepe % OT LIEHBI JOTOBOpA JOJIKHA

obITh niepeunciena [TPOJABLY B Teuenue C MOMEHTa
8.2.

OkoHYaTeNBbHBII CPOK OIUIaTBl TOBAapa COCTABIISIET C MOMEHTa

8.3. Ilopsimok oriathl:

8.4. Bua pacyeTos:

8.5. ®opMa pacueros:

8.6. TIOKVITATEJIb o6s3an uzBectutsh [IPOJJABIIA 00 ocymiecTBieHuu
IJIaTexka B CPOK C MOMEHTA myTeM

8.7. Homnara no 1. 7.3 Hacrosimero JloroBopa BIIIIaUMBAETCS B TOM K€
MOPSAKE, YTO U OCHOBHAsI CyMMa IIJIaTexka.

9. YCJIOBUA TTOCTABKHA
9.1. ITocTaBka TOBapa OCYIIECTBISECTCSA HA YCIOBUSIX:
9.2. Ilepexon npaBa cOOCTBEHHOCTH Ha TOBApP MPOUCXOIUT B MOMEHT:

10. ITYHKT ITOCTABKH
[TIynkrom nocrtaBku ToBapa 1o Hacrosmemy /lorosopy siBisercs:

11. TAPA U YIIAKOBKA

11.1. ToBap nomxeH ObITh 3aTapeH u ynakoaH [IPOJJABLIOM Ttakum oGpaszom,
YTOOBI UCKJIIOUUTH MOPUY W/UIM YHUUTOXKEHUE €ro Ha NEepUOoJ MOCTABKU 0 NPHUEMKHU
toBapa [IOKVYIIATEJIEM.

11.2. CtoumMocTb Tapbl ¥ yIAaKOBKH BXOJUT (HE BXOJAMT) B LIEHY TOBapa.



12. MAPKHMPOBKA

12.1.ToBap momxeH OBITH MPOMAPKUPOBAH CIEAYIOMNM 00pa3oM: (yKa3bIBaeTCs
TEKCT W/WIA PUCYHOK MapKHUPOBKHU Ha Tape).
13. OTTPY3KA U TPAHCIIOPTHUPOBKA

13.1. ITyHKT OTrpy3KH:

13.2. Cpoku OTrpy3KH: B TEUEHUE C MOMEHTa

13.3. Bun tpancnopra:
14. CPOK JEMCTBU HACTOSILEIO JOI'OBOPA

Hacrosmmuii JIoroBop BCTyaeT B CHIIy ¢ MOMEHTA MOJAIKUCAHUS €70 CTOPOHAMU U
JEHCTBYET O MOMEHTa €ro OKOHYATEIbHOTO HCIIOJIHEHHWS, HO B JIIOOOM cCiyyae /0
« _» 200 .
15. OTBETCTBEHHOCTDH CTOPOH

15.1. 3a napymenue yciaoBuil Hacrosmero JloroBopa BHHOBHas CTOPOHA
BO3MENIAET MPUYUHEHHbIE 3TUM YOBITKM, B TOM YHCJIE€ HEMOJY4YEHHYIO NpPHUObLIL B
MOPSAKE, MPETyCMOTPEHHOM ACHCTBYIOIINM 3aKOHOIATEIHCTBOM.

15.2. TIOKVIIATEJIb mno Hacrosmemy JloroBopy HECET CIEAYIOLIYIO
OTBETCTBEHHOCT:

- 3a mTpadHas HEYyCTOMKa B pa3Mepe % ot
CyMMBI (JIOroBOpa, J0JIra).

15.3. ITPOJABEI] o Hactosimemy JloroBopy HECeT CJIeAYIOLIYIO
OTBETCTBEHHOCT:

- 3a mrpadHas HEeycTOWKa B pazMmepe % ot
CyMMBI (JI0TOBOpa, J10JIra).

15.4. 3a oqHOCTOPOHHHUI HEOOOCHOBAHHBIM OTKA3 OT UCITOJTHEHHUS CBOMX
o0s3aTeNbCTB B TedyeHWe JeicTtBus Hactosimero JloroBopa BHHOBHAs CTOpPOHA
yIUIa4uBaeT mrpad B pazmepe

16. PASPEIIEHUE CIIOPOB

16.1. Bce ciopbl MeXly CTOPOHAMM, 110 KOTOPBIM HE ObLIO JOCTUTHYTO
COIJIALLICHUE, PAa3pEeLIatOTCA B COOTBETCTBUU C 3aKOHOIATENBCTBOM Poccuiickomn
deneparuu B ApOUTPaKHOM CYJI€.

16.2. CTOopOHBI YCTaHABIMBAIOT, YTO BCE BO3MOKHBIE TPETEH3UHU 110
Hacrosimemy [loroBopy J0JKHBI OBITh pACCMOTPEHBI CTOPOHAMU B TEUCHUE

IHEN ¢ MOMEHTA MOJy4YEHUS TPETEH3UU.
17. UBMEHEHUE YCJIOBUI HACTOSILETO JIOTOBOPA
17.1. VYcnosus Hacrosimero JloroBopa MOryT OBITh U3MEHEHBI 1O B3aUMHOMY
COTJIacHIO C 00S3aTEIHPHBIM COCTABICHIUEM TUCHMEHHOTO JOKYMEHTA.
17.2. Hwu ogHa u3 CTOpOH HE BHpaBe IepenaBaTh CBOM Ipasa no Hacrtosmemy
JloroBopy TpeTbel CTOpoHE 0€3 MMCbMEHHOIO COTJIacusl IPYTroil CTOPOHBI.
18. YCJIOBUA COT'JIACOBAHUA CBA3U MEXY CTOPOHAMU
[TomHOMOYHBIMU  TIPEACTABUTENSAIMU CTOpPOH 1o Hacrosmemy [loroBopy
SIBJISTIOTCSL:
I[MPOJABELI: TenedoH
I[TOKVYIIATEJIb: tenedon




19. ITPOYME YCJIIOBUA

19.1. Hacrosmmui JloroBop COCTaBJIEH B JBYX NOMJIMHHBIX JK3EMIUIIPAX IIO
OJIHOMY JJISI K&XKJIOU U3 CTOPOH.

19.2. B cnyuasx, He npeaycMoTpeHHbIx Hacrosmmm J[oroBopomM, CTOPOHBI
PYKOBOJICTBYIOTCSI ~ JCMCTBYIOIIMM  TPaXJAHCKUM  3aKOHOJATENbCTBOM (WM
YKa3bIBa€TCsl KOHKPETHBIM HOPMATUBHBIM JOKyMeHT, Hanpumep Ilosnoxenue o
MOCTaBKaX TOBapOB HAPOJIHOTO MOTPEOICHUS).

19.3. Tlocne mnoxamucanus Hacrosimero JloroBopa Bce INpeaBapUTEIbHBIC
IIEPETOBOPHI 110 HEMY, NEPENKCKA, IPEABAPUTEIBHBIE COIVIAIICHHUS W IPOTOKOJIBI O
HaMEpEeHUsAX IO BOIpocaM, TaK WIM HMHaude Kacaromumcs Hacrosmero Jlorosopa,
TEPSIOT IOPUINYECKYIO CUITY.

19.4. Croponbl 00s3y10TCs Npu KicnioyiHeHUH Hacrosmmero /loroBopa He CBOAUTH
COTPYJHHYECTBO K COOJIIOJIEHUIO TOJIBKO CoOjepKaluxcs B HactosimeM JloroBope
TpeOOBAHMI, OJAECPKUBATH JI€TOBbIE KOHTAKTHI M IPUHUMATh BCE HEOOXOAUMBIE MEPBI
i obecnieueHust 3PHEKTUBHOCTH U PA3BUTHS MX KOMMEPUYECKHUX CBA3EH.

20. OPUAMYECKHUE AAIPECA CTOPOH

20.1. IIOKVYIIATEJIb:

[TouToBBIN aApeEC U UHIEKC:

Tenedon , TCIICTAMII , pakc ,
Pacuernsbrit cuet Ne B ,
BUK , AHH/KIIII

Koppecnonaentckuii cuet 6anka [IOKYITATEJIA:

[Toanucse: ( 1.0.Damunus)

M. IL

20.2. [TPOJABELI:
ITouToBBII aApeC U UHIIEKC:

Tenedon , TCICTAMII , pakc ,
PacueTHbiii cuet Ne B ,
BUK , AHH/KIIII

Koppecnonaentckuii cuet 6anka [TPOJABILIA:

IToanucse: ( 1.0.®amunus)

M. 1L



pas3pelieHus pa3HoTIacHi IO JOTOBOPY

ITPOTOKOJI

[NPUJIOXXEHUE 2

OT « » T.
MEXY
Ne i/mn Penakums nokymnarens Penakmus mocraBiimka CornacoBaHHas peakius [Ipumeyanne
1 2 3 4 5
[TocraBmuk IToxynarens

M.IL

M.IL




MPAKTHYECKOE 3AHSTUE Ne 8
«CocrabJjienue u opopmiienre GopM KypHAJIOB BXOISIIMX, HCXOAAIINX
¥ BHYTPEHHHUX JIOKYMEHTOB)»
Tema: Opranuszanus 10KyMeHTO000POTAa OpPraHU3aIluH
Hean: OBnaneTh yMEHUSMHM W HaBBIKAMH IO COCTABJICHHIO W O(OPMIICHHIO JKypHAJIOB
PETUCTPAITUH BXOSIINX, UCXOIAIINX U BHYTPEHHHUX JIOKYMCHTOB.
[Tpoa0mKUTEIBHOCTD 3aHATHIA: 2 Yaca
1. MATEPUAJIBHOE U JIOKYMEHTAJIbHOE OBECITEYEHUE:
1.1 NunuBuayanbHbIE 3a0aHUS
1.2 Meronuieckre peKOMEHIAIMH TI0 BHITTOTHEHUIO MPAKTUYECKOTO 3aHSATHS
1.3 Jluneiiku, pydku, Oymara
2. JINTEPATVYPA:
2.1. BbacakoB M.U. JenompousBoactBo (/lokyMeHTalmoHHOE oOecTneueHue

ynpasienus): yueoOnuk /M.M. bacakos, O.1. 3ambinikoBa. — PoctoB H//]: ®eHukc,

2017
3. OBIHUE TEOPETHUYECKHUE IIOJIOKEHUA 110  BBIHIOJIHEHHIO
I[TPAKTUYECKOI'O 3AHATHUA:

Perucrpanys J10KyMeHTa — IPUCBOCHUE JOKYMEHTY PETHCTPAlMOHHOTO HOMEpa H
BHECEHHE JTAHHBIX O JIOKYMEHTE B PETHCTPAIIMOHHO-YUYETHYIO (hOpMYy.

Perucrpanuonno-yuetnas ¢opma - JOKYMEHT (KapTouka, *ypHaj), B TOM 4YHUCJIE B
3JIEKTPOHHOM BUJIE, UCIIOJIB3YEMBbIN I 3aIIMCH CBEICHUN O JOKYMEHTE B LIEJISIX y4eTa,
MOMCKa U KOHTPOJISL.

Cy1iecTBYIOT TpH (POPMBI pETUCTPAUU TOKYMEHTOB:

e KypHaJIbHas;

e KApTOYHAs;

e ABTOMATU3MPOBAHHAS.
Kypnanbhas cuctemMa TpuUMEHseTCs OOBIYHO TOTrAa, KOIJIa y4YeT JOKYMEHTOB
BBICTYIIA€T Ha MEPBBIN IJIaH, B KypHAJIaX OOBIYHO PETMCTPUPYIOTCS HamboJsee 1eHHbIe
JOKYMEHTBI, HAPUMEpP IMAcIopTa, TPYIOBBIC KHIDKKH, JOKYMEHTHI 00 0Opa3oBaHUMU.

banku BeyT KypHasbl ydera JOTOBOPOB O JEMO3UTHOM BKJIAJE, CYETOB (PUPMBI U T.I.



KypuanbHast cucTeMa perUCTpalliy UCIIOJBb3yeTcsl B paboTe C  JIOKyMEHTaMu
OTPaHUYECHHOTO JOCTyMNa: CEKPETHBIMU, KOHUAeHIMaNbHbIMU. CTOUT cKa3aTh, IS
KaKJIOW KaTeropuud JOKYMEHTOB OOBIYHO pa3padarbiBaeTcsi CBOsA (opMa >KypHaia C
pa3HOM CTENEHBIO IPOOHOCTH CBEJICHHM O JOKYMEHTE.

Tax, )xypHan yyeTa KOHQUICHIUAIbHBIX JOKYMEHTOB UMEET CIEAYIOIINE rpadbl:
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XKypnanbHas cuctema peructpanuu Obuta yaoOHa B OpraHU3alMsIX J0 TeX Mop,
MOKa OHU TOJTy4ajii HE3HAYUTEIIbHOE KOJIMYECTBO TOKyMeHTOB. [Ipu OonbiioMm o0beme
JOKyMEHTO000pOTAa KypHAJIbHAsI CUCTEMA UMEET PsiJ] CYIIECTBEHHbBIX HEJOCTATKOB.

Tak kak perucrpauus B )XypHaje BEAETCA B MOCJIEA0BATEIBHOCTH MOCTYIUICHUS
JIOKYMEHTOB, €€ OJIHOBPEMEHHO MOXXET BECTH TOJbKO OJIUH ueloBek. [Ipu Oosbiiom
KOJINYECTBE TOJYUYEHHBIX JOKYMEHTOB MPOLIECC PETUCTPAUUM 3aHUMAET MHOTO
BpEMEHU M 3aJIep’KMBACT JalbHEWIIy0 paboTy ¢ AokymeHTamu. Vckirodasi Bblle
CKa3aHHOE, >KypHaJbHasi CUCTEMa PETHCTpPAllUM YacTO TMPUBOAUT K TOBTOPHOM
pErucTpanuy JIOKYMEHTOB B APYTUX CTPYKTYPHBIX IMOAPA3ACIICHUAX, KyJAa TOKYMEHT
nepenaercs. Ho caMblil IIIaBHBIA HEJOCTATOK KYPHAJIBbHOW CUCTEMBI PETMCTPALIUU - 3TO
HEBO3MOXXHOCTh OpPraHM30BaTh KOHTPOJb 3a CPOKAaMHM HCIOJHEHUS JOKYMEHTOB U
OTIEpaTUBHO BECTU MH()OPMAITMOHHO-CITPABOYHYIO PA0OTy IO TOKyMEHTaM.

Kaprounas cucrema peructpaiiuy no3BOJISIET MPEOJIOIETh JaHHbIE HEJOCTATKH,
TaK Kak KapTOYKM MO>KHO pacrnoJjiaraTh B KApTOTEKaxX B JIFOOOW MOCIIEI0BAaTEIbHOCTH, 1a

U pETUCTPUPOBATL AJOKYMCHTBI MOI'YT HCCKOJIBKO YCJIOBCK OJHOBPCMCHHO, CO3aaBasd

Mo KOIIMPKY HYKHOC KOJIUYCCTBO SK3CMILIAPOB pCFHCTpaHHOHHOﬁ KapTOYKH.



dopma  perucTpalliOHHOM  KapTOYKH MOXKET OBITh  ONpejesieHa CaMHM
YUPEXKIACHUEM U 3aIIMCHIBACTCS B MHCTPYKLUU IO JI€JIONPOU3BOJICTBY.

I[Ipu »sToM Hambosee palMOHAIBHOW HAa CErOJHSAIIHUN JeHb Oyjer
aBTOMATU3MPOBAaHHAsl CUCTEMA PErUCTPALMM JOKYMEHTOB Ha KomibroTepe. CTouT
3aMETHUTb, YTO OHA TO3BOJISIET, BEIs PETUCTPALMIO HAa Pa3IU4HbIX pabOYMX MecTax,
OOBEAMHUTH BCE CBEACHUS O JOKYMEHTaxX B €JuHYI0 0a3y JaHHBIX, Ha 0a3e KOTOPOM
MO>XHO OpPraHMU30BaTh IIEHTPAJIU30BAHHYIO HH()OPMAIMOHHO-CIIPABOUYHYIO paboTy U
KOHTPOJIb 33 UCTIOTHEHUEM JIOKYMEHTOB.

Bxonsamme AOKyMEHThl OOBIYHO PEruCTPUPYIOTCS —LEHTpajdu3oBaHHO. B
HEOONBIION (upMe HX PpErucTpupyeT CcekpeTapb, B YUYPEXKACHUH, HMEIOIIEM
KAHLIEJIAPUIO, - CIIELUAJIbHO BBIJCICHHbIA pPaOOTHUK WIIH, €CId OOBEM MOCTYHAOLIUX
JOKYMEHTOB BEJIMK, IPYIIIA PErUCTPALIHH.

Peructpupyiorcs 10KyMEHTbI HE3aBUCHUMO OT IYyTH UX MOJYYEHUS: MOCTYNHUBIIHNE
0 MOYTE, MOJIYYEHHBIE Yepe3 Kyphepa, 1o (akcy, JEKTPOHHOMN MoYTe.

B peructpannonnyio (Gpopmy 0ObIYHO BHOCSITCS CIEAYIOIIUE JAHHBIE O BXOMSIIEM
JOKYMEHTE:

e JaTa MOJIyYEHUS,

e BXOJSIIUH pErUCTPALIMOHHBIN HOMED, [IPUCBAaNBAEMBbIN JIOKYMEHTY

YUPEKACHUEM-TI0TyYaTeIIEM;

e aBTOp (KOPPECHOHJIEHT) - T.€. YeH ITO JOKYMEHT;

e J1aTa JOKyMEHTA, MPUCBOCHHAS EMY YUPEKICHUEM-aBTOPOM;

e PETUCTPALlMOHHBIA HOMEp JIOKYMEHTa, IPUCBOEHHBIM €My YYpexKICHUEM-
aBTOPOM;

« 3aroJIOBOK (0 YeM JOKYMEHT);

e Ppe30JroLHs;

e CPOK UCIIOJHEHUS MMOJYYEHHOTO JOKYMEHTA;

e UCIHOJHUTENb (KTO OyneT paboTaTh C MOJIYYEHHBIM JOKYMEHTOM);

« Xxon wucnonHeHus ((PUKCHUpPYIOTCS Bce Mepedaud JOKyMEHTa M pe3ysbTar

UCIIOJIHEHHUS);

« N nena (Kyaa JOKYMEHT IOMEIIEH MOCJE UCTIOJIHEHUS).



Peructpanmrionnyio QgopMy BXOIAMIETO JOKyMEHTa 3allOJIHSIIOT CHaJajlia He
MOJHOCTHIO. J[0 mepenaum NJOKyMEHTa PyKOBOAMUTENO HA JOKYMEHTE HET PE3O0JIOLINH,
CPOKAa HCHOJHEHHUS W WCIOJHUTEINS, JaHHbIE  BHOCATCS TIOCHE PACCMOTPEHUS
JTOKyMEHTa pykoBoautesieM. CBeIeHUSI O X0/1€ UCIIOJIHEHUS IOKYMEHTa U HOMEp Jiesa B
pPEruCTpaIMOHHYI0 (POPMY BHOCSTCS YK€ MO XOAY U MOCJIE UCTIOTHEHUS JOKYMEHTA.

dopma pErucTpalMOHHOrO KypHaia BXOIAIINX JOKYMEHTOB IPOCTa U MOXKET UMETh

Takue rpadml:
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B peructpannoHHo# KapTOUKe JaHHBIC K€ JAaHHBIE MOTYT OBITh PACIIONIOXKEHBI TAK:
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NMeHHO Takasi KapTOuKa MOXKET KOHCTpyupoBaThcsi Ha (opmarte AS (148x210)
nnu A6 (105x148). Ee pasmHokaroT, BEIOpaB JOCTATOYHO IUIOTHYIO Oymary.

JIJ1st pa3IMYHBIX TPYIIT PETUCTPUPYEMBIX IOKYMEHTOB MOKHO HCIIOJB30BaTh KAPTOUYKU
Pa3HbBIX LIBETOB, [IBETOBHIE MOJIOCHI IO BEPXHEMY TOJIIO WM O IUArOHAIH.

[Ippu  aBTOMATU3MPOBAHHOW CHUCTEME perucrpanuMd Haubosnee  yao0OHa
(npennaraercsd OOJBIIMHCTBOM KOMIBIOTEPHBIX IPOrpamMM) BBIBOJAMMAs Ha 3KpaH
dbopma peructparmonHoir kaprouku (PKK), B koTopyro 3aHOCATCS CBEIeHUS O
JOKYMEHTE, aHaJIOTUYHO TPAJUIIMOHHON PYYHOI KapTOouke Ha OyMakKHOW OCHOBE.

[Ipn aBTOMATU3UPOBAHHOW CUCTEME PErHCTPALUU CBEACHHS O JIOKYMEHTE MOYKHO

Jerko onojHuTh. K npumepy, 100aBUTH:



e BUJ JOKYMEHTA,

« Teorpaduueckoe MECTOHAXOXK/IEHUE aBTOPA TIOKYMEHTA;

* aBTOP PE3OJIOINH;

+ Ha3BaHUE CTPYKTYPHOTO MOAPA3/ICICHNUS;

e KOJHMYECTBO JHUCTOB B JIOKYMEHTE;

e KOJINYECTBO JINCTOB NPUIIOKEHUN;

e CBSI3aHHBIC JIOKYMEHTHI.

3anojHEHUE PETUCTPAIIMOHHOM KapTOYKM Ha HKpaHE KOMIBbIOTEpa BO MHOIOM
AQHAJIOTUYHO 3aMOJIHEHUIO TPAJAUIMOHHON OyMa)XHOW KapTOYKHA, HO HWMEET U CBOM
OCOOEHHOCTH.

dopma 3IIEKTPOHHON PETUCTPANMOHHON KapTOUKH TPATUIIMOHHO COJICPKHUT Kak
JMaHHBIC (TOJs), 3amoNHSAEMbIE BPY4YHYIO (HampuMmep, HOMEp H JaTra BXOJSIIETO
JIOKYMEHTa, KpaTKoe COJIep)KaHHe, TEKCT PE30JIOLNH), JaHHbIe (MOJisI), KOTOPHIC
BBOJISITCS aBTOMATHUYECKH (J1aTa PETUCTPAIliN, PETUCTPAIMOHHBIA HOMEP JOKYMEHTA), U
JaHHBIE (I10JIs), KOTOPBIE BBOJSITCS MyTEeM BbIOOpa MH(OpPMAIMU U3 PACKPBHIBAIOIIUXCS
cnuckoB. Takoil BBOJ HMHQOpMalMKU HE TOJBKO YCKOPSET MNPOUEAYPY 3arOoTHEHUS
PErUCTPAallUOHHON KapTOYKH, HO MW, YTO OCOOEHHO Ba)XHO, TIO3BOJIAET H30€KaTh
OTI€YaTOK W Pa3HOUYTEHUH, KOTOPBIE MOTYT 3HAYUTEIBHO 3aTPYIHUTh WU JJaXKe CAENaTh

HEBO3MOKHBIM aBTOMATHU3UPOBAHHBIN MMOMCK HHPOPMAIIUN O TOKYMEHTE.




C noMOIIbI PAaCKPBIBAIOIIUXCS CIUCKOB TPAJULIHUOHHO 3aIOJHSIOTCS JIaHHbIE
(moms):

e BHJ JOKYMEHTA - TaK KaK KOJIMYECTBO BUJOB JOKYMEHTOB OTPAHUYECHHO;

e ABTOP PE30JIOLMU - CIIMCOK PYKOBOASIIMX JIUIl OPraHU3allNH;

e CTPYKTYpPHOE MOAPA3JICIICHUE - CIIUCOK CTPYKTYPHBIX MMOJIPA3ACICHUM;

e HCHOJIHUTENW - KAaK MPaBWIO, 3TO MOJIE COCTOUT M3 ABYX YACTEH - HA3BaHUS
(w/mnu WHIEKca) CTPYKTYPHOTO TojapasjeieHuss W (aMUIMM W WHUIMAJIOB
WCTIOJIHUTEIS;

o No nenma - cBsi3aH ¢ HOMEHKJIATYPOU JI€]I OPraHU3aLNH;

e CBSI3aHHBIE JIOKYMEHTbl - JaHHbIE JIaHHBIE  YCTAHABIMBAIOT  CBA3b
pPErUCTPUPYEMOr0  JAOKYMEHTa ¢ JpyrumMu (Hampumep, JAOKYMEHT-OTBET
CBSI3bIBAETCSI C MHULIUATUBHBIM JOKYMEHTOM).

C mnoMouipl0  MOMOJHSIEMOro  CIUCKAa  3aloJHSI0TCA  JaHHble  (I0Jie)
«KoppecnoHneHT». OpraHuzanuv, C KOTOPbIMU MOJJAEPKUBACTCS MOCTOSHHAsS
MepenucKka, BBIOMpPAIOTCS M3 ChOucka. B ciydae peructpanuv JTOKyMEHTa,
MOCTYNMBIIETO OT HOBOTO KOPPECHOHIEHTA, CBEICHUS O HEM 3aHOCATCS B CIIHCOK.
CBeneHuss 0 KOPPECHOHAEHTaX MOTYT B JAJIbHEHIIEM HCIOJIb30BATHCS B CIPABOYHOM
pabore, 11 GopMUPOBaHUS CIMCKOB HA PACCHUIKY H T.II.

3aTpaTUB OJMH pa3 BPEMs HA CO3/IAHUE TAKUX CIIHCKOB, JOCTUTAIOT 3HAYUTEIIbHON
HPKOHOMUU BPEMEHU B TIPOIIECCe JaTbHEHIIeH paOoTHI.

Peructpannonnsie GOpMbl IJI1 UCXOIAIIUX JTOKYMEHTOB BO MHOTOM AaHAJIOTHYHBI
pErucTpalmoHHbIM (opMaM Ha BXOJSIIME JOKYMEHTBI, HO 3alOJHSIIOTCS JIPYTUMHU
JAHHBIMU. Y Ka3bIBAKOTCA:

e Ha3BaHUE MOJAPA3JCICHHUS, TOATOTOBUBIIETO TOKYMEHT,

e HCXOIALINN HOMEP TOKYMEHTA;

e JaTa JOKyMEHTa;

e ajpecar, T.€. HA3BaHUE OPTaHU3aLMH, Ky/1a OTIIPABISAETCS JOKYMEHT;

e KpaTKOE COJEpKaHUE JIOKYMEHTA;

e (amMuIMs UCTIOTHUTENS, TOATOTOBUBIIIETO JOKYMEHT;

e KOHTPOJIbHAA JaTa OKUAACMOI'0O OTBCTA,



+ CCBhUIKA Ha BXOJSIINM TOKYMEHT, €ClIi JOKYMEHT Oy/IeT OTBETOM;

e HOMEp Jenia, KyJa MOJIIMBAETCA KOMMS OTHPABICHHOIO JOKyMEHTa (WiH

MOJJIMHHUK, €CIIU JOKYMEHT OTIPABIISIETCS O (PAKCY).

MoryT ObITh 100aBJIEHBI U JIpYTHe CBEACHUS O JOKYMEHTE, HalmpuMep KOJIUYECTBO
JIMCTOBY HaJW4Ke MPUIIOKEHUID HOMEp OlaHKa, TOPSAIO0K OTHPABKHU U T.JI.

Hcxondmue JOKYMEHTbl OOBIYHO PErMCTPUPYIOTCS UEHTPAIU30BAHHO HA YYaCTKE
OTIIPaBKU KOPPECIOHICHIUH.

BHyTpeHHuEe JOKYMEHTBI YaCTO PErUCTPUPYIOTCS ACLIEHTPATU30BAHO MO IPyIIam
B T€X OTJeNax, e COo3JaroTcs U OQOPMIISIOTCSA: B OyXraiarepuu, OTAele KaJapos,
KaHLEJSPUU U T.JI.

PeructpupoBarbcs BHYTpPEHHHE JAOKYMEHTHI JTOJDKHBI B JIEHb NOJANUCAHUS WIH
YTBEPKJICHUS.

[Ipu peructpanuyi BHyTPEHHETO TOKYMEHTA 3allOHSIIOTCA CAEAYIOIINE JaHHbBIE O HEM:

e TOPSAKOBBIN PErMCTPALMOHHBIN HOMED, IPUCBANBAEMBIN JOKYMEHTY;

e JaTa JOKyMeHTa (pEerucTparumn);

e KpaTKOE COJIep)KaHHUE;

e TOJpa3JeleHHe, IOArOTOBUBLIEE JOKYMEHT;

¢ HCIIOJIHUTENb;

e CPOK HCIIOJHEHHUS;

e OTMETKa 00 UCMIOJIHCHHUH (X0 UCTIOJTHCHHUS );

e HOMeEp Jea, KyJa NOAIIUT JOKYMEHT.

AHAJIOTUYHO TOMY, KaKk M B NpPEAUIECTBYIOMIHME (OPMbI BXOISAMIMX M UCXOIAIINX
JOKYMEHTOB, B (OpMYy pETUCTpallMd MOTYT OBbITh [J0OABICHBI JApPYTue JIaHHBIE:
KOJIMYECTBO JIMCTOB, HATMYUE MPUIIOKEHUH U T.1.

Kaxnaplit Bua mokymeHTa (TpUKas3bl, pacHOpSKEHHs, JOTOBOPHI, JOKJIATHBIC
3allUCKU) PErucTPUPYETCsl M HyMepyeTcs camocTosiTeNnbHO. [lopsakoBelii HOMep,
MPUCBAaMBAEMbIH JTOKYMEHTY B MOMEHT PErHCTpaluu, NMEPEHOCUTCS Ha JOKyMeHT. K
HOMEpY MOTYT ObITh J00aBieHbl OykBbl. K mpumMepy, K mpukasy mo JUYHOMY COCTaBY
— «JIC», T. €. JIMYHBIN COCTaB, UJIU «K» — KaJIpbl, K HOMEPY paclopsiKeHus-0yKBa «p»-

pacropsHKeHue  T.J1.



[ToctanoBKa palMOHAIBHONW CHCTEMBI PETUCTPAllMU JIOKYMEHTOB TO3BOJISIET
ciry>k0e JIeTONPOr3BO/ICTBA BIaJIeTh MH(OPMAIIMEH 0 BCeX JOKYMEHTaxX OpTraHU3alliy 1
BBITIOHATh KBAIM(UIIUPOBAHHO TaKWE Ba)XXHbIE 3aJaud, KaKk HWHPOPMAIIMOHHO-
crpaBoyHas paboTa U KOHTPOJb 33 UCIIOJTHEHUEM JIOKYMEHTOB.

4. TTIOPAIOK BBITIOJIHEHM S PABOTHI
4.1. O3HaKOMJICHHUE C 3aJJaHHUEM.
4.2. O3HakOMJICHME C OOIMMH W TEOPETUYCCKUMHU TIOJIOKCHHUSAMU 110 TeMe
MPAKTUYECKOTO 3aHSATHUS.

4.3. OdpopmiteHre TOKYMEHTOB 1 TTOKa3 UX MPENO1aBaTeIo.

5. BOITPOCBI JIA [TIOBTOPEHUA:
5.1. Kakue noToku aenoBoil fokyMeHTaunu Bel 3Haere?
5.2. HazoBuTte ¢popMbl peructpaiuu J0KyMEHTOB.
5.3. B ueM 3akiro4aeTcs NpEUMyLIECTBO AIEKTPOHHOM PETUCTPALIMHU JOKYMEHTOB?
54. B Kkakux ciy4asX HUCHOJB3YyeTCsl JKypHajbHas Qopma perucrpaiuu
JOKYMEHTAIu?

6. JOMAIIHEE 3AJIAHUE

6.1.0bopMHTH OTYET.

3aoanue Ne 1

CoctaButh 1 0hOPMUTH KypHAJT PETUCTPAIIMU BXOAIEH JOKYMEHTAIIMU
3adarue Ne 2

CoctaBuTh 1 0)OPMUTH KypPHAJT PETUCTPAIIUA UCXOAIIEH TOKYMEHTAITUN
3aoanue Ne 3

CocTaBuTh 1 0OPMHUTH KyPHAII PETUCTPAIIUU BHYTPEHHEH TOKyMEHTAIlUN



INPAKTUYECKOE 3AHSTHE Ne 9
«CocraBienue 1 0popMIiIeHHE BHYTPEHHEH ONMCH, HOMEHKJIATYPbI JAeJD»
Tema: Opranusanus J0KyMeHTO000POTa OpPraHu3aIluu
Hean: OBnagers yMEHHUSIMHU M HABBIKAMHU TI0 COCTABJICHUIO U O(DOPMIICHUIO BHYTPEHHEU
OIMCH, HOMEHKJIaTyphI JeJ1.
[IpOnOmKATENBHOCTD 3aHATHI: 2 yaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIBHOE OBECITEYEHUE:
1.1 NunuBuayanbHbIE 3a0aHUS
1.2 MeTtoauueckue peKOMEH IAIUH 10 BBHITIOJTHEHHIO TPAKTHYECKOTO 3aHATHUS
1.3 Jluneiiku, pydku, Oymara
2. JINTEPATYPA:
2.1. bacakoB M.U. JlenompousBoactBo (JlokyMeHTanmoHHOE OOecCTeYeHHe

ynpasienus): yueonuk /M.U. bacakos, O.1. 3ambinikoBa. — PoctoB H//]: ®eHukc,

2017
3. ObIIME TEOPETUYECKHUE IIOJIOXKEHMA IIO  BBIIOJIHEHMIO
I[MPAKTUYECKOI'O 3AHATHUA:

B nenompous3BoACTBE OMUCH Ha Jiela COCTABISIOTCA B KaXKIOM CTPYKTYPHOM
noApa3feieHud  pabOTHUKAMU  CIOYXObl  JTOKYMEHTAI[MOHHOTO  OOecreyeHus
yrpaBieHus. OTBETCTBEHHOCTh 3a KAaYeCTBEHHOE W CBOEBPEMEHHOE COCTABIICHHE
OTHCEH JIe] CTPYKTYPHBIX MOpa3IeIeHU HECYT UX PYKOBOAUTEIIH.

BayTpeHHsisi onuch JOKYMEHTOB COCTAaBISAECTCS TOJBKO MJIA TeX JAEN, KOTOpbIe
MOJIJIekKAT MOTHOMY O(DOPMIICHHIO, a TAK)Ke JJIsl IeTl 110 JIMYHOMY COCTaBy HE3aBHUCUMO
OT CPOKOB UX XpaHeHus. ['0ToBas onuch pacrojaraeTcsi B Hayajie ToMa M CIIUBAETCS B
00J10’KKYy BMECTE C JOKyMEHTaMH (mpuiioxkeHue 1).

OnucarenbHasi CTaThd BHYTPEHHEW ONUCH Jefla JOJDKHA BKJIIOYaTh B ceOs
CJIETYIOLUE DIIEMEHTBI:

- OPSAJIKOBBIN HOMEP TIOKYMEHTA;

- UHJIEKC IOKYMEHTA;

- JlaTa JOKYMEHTA;

- 3aroJIOBOK IOKYMCHTA,



- HOMepa JIUCTOB JIENa;

- IpUMEYaHUE.

[lopsimok cucTemMaTHU3alMyd JOKYMEHTOB 3aKpeIUIAeTCS B HOMEHKJIAType [ed,
KOTOpasi HCIIOJIb3yeTcss Npu (OPMHUPOBAHUHU [I€J, TMPOBEACHUU DKCHEPTU3BI HUX
LEHHOCTH, MepeJjayll Ha apXMBHOE XpAHEHHE, U SIBISIETCS 00s3aTENbHBIM JIOKYMEHTOM
JUTs1 JTIFOOOM OpraHu3aiuu.

HomenknaTypa nen uCmoib3yercsi Kak CXeMa paclpeielieHHs W TPYNIHPOBKU
UCIIOJIHEHHBIX JOKYMEHTOB B JIeja, yKa3aTellb HHACKCAlUU JOKYMEHTOB U JIeJl, CPOKOB
UX XpaHEHUS, a TAK)KE KaK CXeMa MOCTPOCHHUS CIIPABOYHOM KAPTOTEKH HE UCITOJTHEHHBIX
IOKyMEHTOB. Kpome Toro, oHa sIBJISIETCSI YYETHBIM JIOKYMEHTOM B JICJIONIPOU3BOJICTBE U
apXuBE€ YUPEKIAEHUS 1 Jed BpeMeHHOro (10 10 JeT BKIIFOUUTENBHO) XpaHEHUS!.

OTBETCTBEHHOCT, ~ 3a  pa3pabOTKy  HOMEHKJATyphl  BO3Jaraercs  Ha
JEJIONPOU3BOACTBEHHYIO  CIIy’)KOy — yupexkaeHus (ciyxkO0y JAOKYMEHTallMOHHOTO
obecnieuenust ynpasieHuss — JIOY): ynpapneHue nenamu, KaHUEAspUio, OOIIUA WU
aAMUHHACTPATUBHO-XO35IMCTBEHHBIN OTJEN U T.JI. IPU YYaCTUM apXWBa OpraHuzanuu. B
HEOOJbIINX OpPraHU3alUsAX, HE UMEIOUUX OTAeNbHOU caykO0bl JJOY, 0TBETCTBEHHOCTh
3a pa3pabOTKy HOMEHKJIATyphl el BO3JIaraeTcsi Ha JUI0, OTBETCTBEHHOE 33 apXMB (Kak
MpaBUJIO, HA CEKpeTaps).

PykoBogutens ciryx0b1 JIOY COBMECTHO € OTBETCTBEHHBIM 3a apXUB OpraHu3aluu
IIPOBOJUT COBEIIAHKUE C YYACTHEM MPEJICTABUTEIEH BCEX CTPYKTYPHBIX MOIPA3AEICHUI.
Ha takoMm coBelanuu, KoTopoe 0O0bIYHO MpoBoauTces B IV kBapTane, moJBOASTCS UTOTU
10 (OPMHUPOBAHUIO JIEN B TEKYILIEM FO/ly U JAKOTCS YKa3aHUS O MOPSAKE COCTaBICHUS U
cpokax mpenacraBieHus B ciayxk0y [IOY Homenknatype nen Ha Oyayuuil roj
CTPYKTYPHBIMH MOPA3ACICHUSIMHI OPTaHU3AIUH.

HomeHkiatypa n1en yupexIeHHs edaTaeTcs B TPeX IK3EMIULIpax (IpHII0KEHHE
2).
[lepBbIil 3K3EMIUISIP XPAHUTCS B CIIy>KO€ AEIONPOU3BOICTBA, BTOPOW - MCHOJIB3YETCS
9TOM CchmyX00l B KadecTBe pabodero JK3eMIUIIpa, TPETHH - HaXOAUTCS B
BEJIOMCTBEHHOM apxuBe (y JIMI[Aa, OTBETCTBEHHOI'O 3a apXMB) B KA4e€CTBE YUYETHOTO

JIOKYMEHTA.



Homenknatypa nen yupexaeHus nepecMaTpuBaeTcsl He pexe OJJHOTO pasa B MATh

JeT.
Pa3paboTka HOMEHKIATYPHI 1€ CKJIabIBACTCA U3 HECKOIBKUX STAIOB:

- OIpeJIeNIeHre Kpyra JOKYMEHTOB Ui BKJIIOUEHHUSI B HOMEHKIIATYPY;

- COCTaBJIEHUE 3ar0JIOBKOB (HAMMEHOBAHMIA) JIET;

- pa3paboTka KJIAacCU(PUKAIMOHHOM CXE€Mbl HOMEHKJIATYyphl, T.€. TMOpsAIKa

PAcCIIONIOKEHUS JIEIT;

- OTIIpeJICIICHNEe CPOKOB XpaHEHHUSI JIeT,

- OIpeJIeNIeHe CUCTEMbl UHIEKCAIIMU U YCTaHOBJICHUE UHAECKCOB JIE;

- 0OpMJICHHE U yIOCTOBEPEHHE HOMEHKJIATYpPbI AEII.

OOmue TpeboBaHNs K HOMEHKIATYPE JeIL:

- 0XBaT BCEX JOKYMEHTOB, MOJIy4a€MbIX U CO3/1aBaEMBIX B Ipolecce ACSITEIbHOCTU
OpTaHU3alNH;

- pasnenbHasi TPYNIUPOBKA B Jiea JOKYMEHTOB MIOCTOSTHHOTO U BPEMEHHOTO CPOKOB
XpaHEeHHUS;

- KOHKpETHas W dYeTkas (OpMyJIHMpOBKa 3arojioBKa Jejia, KOTOpas IOJHOCTHIO
OTpa)kaeT COCTaB U COJECp’KaHUE JIOKYMEHTOB B HEM M HCKIIOYAeT BO3MOXKHOCTb
BKJIFOUEHUSI B JIEJIO JIOKYMEHTOB, HE COOTBETCTBYIOLIUX €r0 COAECPKAHHIO U CPOKY
XpaHEHUS;

- cucTeMaTH3alusl JeNl BHYTPU pa3/ejoB HOMEHKJIATyphl B COOTBETCTBHUHU CO
CTETICHbIO BAXKHOCTH U CPOKOM XPaHEHHsI TOKyMEHTAIUH.

Obs13aTenbHbIe pEKBU3UTHI JOKyMeHTa « HomeHnkmarypa nem»:

- HAUMEHOBaHKE OpraHu3aluy (YUpEKACHU);
- HAMNMEHOBAHKE BHJIA IOKYMEHTA,

- rpud yTBEPKICHUS;

- TEKCT JJOKYMEHTA;

- TIO/IMIHCH;

- BU3BI COTJIaCOBAHUS;

- 1Ie4aTh yTBEP/KIAIOIIETO OpraHa.



[logmucys  nokymenta «HomeHknmaTypa  menm»:  OTBETCTBEHHBIM  JIMIIOM  TI0
JICJIONPOU3BOJICTBY.
Homenknatypa nen opopmiisieTcs: Ha oo1iem osanke popmara A4.

4. ITIOPAJOK BBIIIOJIHEHUA PABOTBI
4.1. O3HaKOMIIEHHE C 3a/IaHHEM.
4.2. O3HakOMJICHHE C OOIIMMH W TEOPETHUYECKHMMH TOJOKEHUSIMHU IO TeMe
MPaKTUYECKOTO 3aHITHSI.
4.3. OdopmiieHrEe TOKYMEHTOB U TTOKa3 UX MPENo/iaBaTeio.
5. BOITPOCHI JIA [TIOBTOPEHU A:
5.1. JlaitTe onpeneneHne BHyTPEHHEN ONUCHU 1€, HOMEHKIIATYPBI JIEI.
5.2. Ha MOKyMEHTBI C KaKUM CPOKOM XpaHEHHs O(QOpPMIISIETCS BHYTPEHHSAS OIMCH
1€, HOMEHKJIaTypa Aei?
5.3. Kakue o6s13aTesibHbIe pEKBU3UTHI BXOJSAT B COCTaB HOMEHKJIATYPHbI J1e1?
6. JOMAIIHEE 3AJTAHUE
6.1.0popmuTs oTUeT.

3aoanue No 1

CoctaBuTh 1 0OPMHTH BHYTPEHHIOIO OIHCH JIETT
3adarue No 2

CocTaBuTh 1 0OPMHUTH HOMEHKJIATYPY JEI



®opma BHYTPEHHEN ONUCU JTOKYMEHTOB JIEI

I[MTPMJIOXKEHUE 1

BHYTPEHHAA OIINCH
JOKYMEHTOB Jiey1a No

Ne WNupekc [Hara 3aronoBok | Homepa nucroB | Ilpumeuanue
n/n JIOKYMEHTOB JOKYMEHTOB JIOKYMEHTa nerna

1 2 3 4 5 6
Hroro JOKYMEHTOB

udpaMu 1 TPOTHCHIO

KonnuecTBo 1MCTOB BHYTPEHHEN ONMCHU

urMdpamMu U TPONKUCHIO

HomxuocTh noanucek U. O. @amunus



(HOHHOG, COKpALICHHOC HAa3BaHUEC Opl"aHI/ISaHI/II/I)

[TPMJIOKEHUE 2

HOMEHKJIATYPA JIEJ
No
(mara)
(ropon)
Ha roJ
HNnpexc Kon-Bo Cpox XpaHeHum
o 3aroyI0BoOK JIeia oL X u Ne crareit [Tpumeuanue
8 A Xp- 10 TIEPEYHIO
2 3 4 5 6
3aB. KaHUEIApUEH
(Toamuck) (pacmudpoBKa MOAMUCH)
3aB. ApxuBoM
(moamuce) (pactmugpoBKa TOAMMCH)
COI''TACOBAHO COI''TACOBAHO
[TpoTokon K [TpoTtoxon DIIK (Ha3BaHue
0 Ne ApPXUBHOTO YUPEKICHUS)

T
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(nara)

oT No

(mata)

IMMPAKTUYECKOE 3AHATHUE Ne 10
«CocrasJjieHHe JIEKTPOHHBIX JOKYMEHTOB)
Tema: Opranuszanusi JOKyMeHTO000POTA OPraHU3aIUuN
Hean: OBnagers yMEHHSAMHU M HaBbIKAMH MO COCTABJIEHUIO U OPOPMIIEHHUIO IEKTPOHHBIX
JOKYMEHTOB.
[IpOnOmKATENBHOCTD 3aHATHI: 2 yaca
1. MATEPHUAJIbHOE U IOKYMEHTAJIbHOE OBECITEYEHUE:
1.1 NunuBuayanpHbIE 3a0aHUS
1.2 Meroguueckne peKOMEHTAlUH 10 BBIIOJTHEHHIO ITPAKTUYECKOTO 3aHATHUS
1.3 Jluneiiku, pyuku, Oymara
2. JINTEPATVYPA:
2.1. BbacakoB M.U. JlenompouszBoactBo (/lokyMeHTalmoHHOE oOecrneueHue

ynpasiienus): yueouuk /M.U. bacakos, O.U. 3amsbiikoBa. — Poctos u//l; ®enukc,

2017
3. OBIIME TEOPETUYECKHUE IIOJIOXKEHMUA TIO  BBIIOJIHEHUIO
ITPAKTUYECKOI'O 3AHATHUAL:

[TosiBieHne TEpPMUHA «IJIEKTPOHHBI JOKYMEHT» CBS3aHO C HWHTEHCUBHBIM
MpUMEHEHHEM HH()OPMAIIMOHHBIX TEXHOJOTUNM HA MPEANPUATUSIX U B OpraHU3aIUsAX U
dbopMHpOBaHUEM Ha MAIIMHHBIX HOCUTEISIX Pa3HOOOpa3HOW WHGOpPMAIMHU: HAYYHO-
TEXHUYECKOU, IPOU3BOJACTBEHHOM, YIIPABICHYECKOU U AP.

ONEeKTPOHHBIA JOKYMEHT — wuHbopManus, 3adUKCUpOBaHHAS Ha MAalIUHHOM
HOCHUTEJIE U COOTBETCTBYIOIIAsl TPEOOBAHUSAM, YCTAHOBIICHHBIM HACTOSIIIIUM 3aKOHOM.

MamuHHbI HOCUTENIb — MAarHUTHBIA JAUCK, MarHUTHAas JICHTA, JIAa3€PHBIA AUCK U
WHbIE MaTepUaJIbHbIE HOCUTEIHN, UCTIOIB3YEMbIC JIJISl 3alIUCH U XpaHeHUsI HTHGOPMAIIUU C
MTOMOIIBIO 3JIEKTPOHHO-BBIYUCIUTEILHON TEXHUKH.

DNEKTPOHHBINA JOKYMEHT JIOJKEH COOTBETCTBOBATH CIIEAYIOIIUM TPEOOBAHUSIM:

- co3JaBarhbCs, O0O0pabaThIBaThCA, NEPEAaBaTbCSI W XPAHUTHCS C  TMOMOIIBIO

IIPpOrpaMMHBIX U TCXHUYCCKHUX CPCACTB,



- HUMETb CTPYKTYpY, YCTAaHOBJIEHHYID 3aKOHOM, W COJIEpkaTh PEKBHU3UTHI,
MO3BOJISIIONITUE €€ UICHTUPUITUPOBATD;

- OBITh MPEJCTABICHHBIM B (hOpMe, TOHSATHOM ISl BOCIIPUSTUS UETIOBEKOM.

DONEKTPOHHBIA JOKYMEHT COCTOWT W3 JIBYX HEOThEMJIEMBIX YacTe — oOmiei
U 0COOEHHOM.

OO6111ast 4acTh AEKTPOHHOIO TOKYMEHTa COCTOUT U3 MH(OpMALIMHU, COCTABIISIOLIEN
conepkanue nokyMenrta. Mudopmaius o0 agpecare OTHOCUTCS K OOIIEH YacTH.

OcobOeHHas 4acTh 3JEKTPOHHOTO JOKYMEHTAa COCTOMT M3 OJIHOM WJIM HECKOJIBKHUX
AJIIEKTPOHHBIX MU(PPOBBIX MMOTUCEN.

OnextponHas uudposas noanuck (D1II) - Habop cMMBOJIOB, BbIpaOATHIBAEMBIiA
CpeACTBAMHU SJIEKTPOHHOU HU(PPOBOU MOJAMUCH U SBJISIOMIUICST HEOTHEMIIEMOMN YaCThIO
AJIEKTPOHHOTO JIOKYMEHTA.

OUIT ucnonb3yercss GU3NIECKUMHU U IOPUIUYESCKUMHU JTUIIaMUA B KaueCTBE aHaJIora
COOCTBEHHOPYUYHOU MOJIMUCH JJISI IPUAAHUS SJIEKTPOHHOMY JIOKYMEHTY HOPUIANYECKON
CWJIbI, PABHOM IOPUIUYECKON CHIIe TOKYMEHTa Ha OyMa>KHOM HOCHTENE, MOAIUCAaHHOTO
COOCTBEHHOPYYHO MTPABOMOYHBIM JIMIIOM M CKPEIIJIEHHOTO MeYaThlo.

CpencrtBa 2JIEKTPOHHON IM(GPOBOM MOIMUCH - MPOTPAMMHBIE U TEXHHUYECKHE
CpelicTBa, 00ECIeYNBAIOIINE BHIPAOOTKY M IIPOBEPKY JIECKTPOHHOU HU(PPOBON MOATUCH
U UMEIoIKUEe CcepTU(UKAT COOTBETCTBHUS WU YIOCTOBEPEHHUE O MPU3HAHUU
ceprudukara, BemaHHOTO B HarmonampHOW cucteme ceprudukanuu PecmyOnuku
benapycs.

Jis popmupoBanust DL ucnonb3yroTcs cpecTBa KpUNTOrpaQUUeCKOn 3alUThl
undopmarmu (CK3U), ucnonb3yroniye Tak Ha3bIBAEMbIE aCUMMETPUYHbBIE aJTOPUTMBI,
B KOTOPBIX MPUMEHSIOTCS OTKPBITBIM U JIMYHBIN KIIIOUYH KaXJI0TO MOJIH30BaTEIS.

JIM4HBIN KITFOY TOJMMCH — HA0OP CHUMBOJIOB, TPUHAICKAIINN KOHKPETHOMY JIUITY
Y UCIIOJIb3YyEeMbIU TP BBIPAOOTKE AIIEKTPOHHOM HU(PPOBON MOAMKCH.

OTKpBITBIN KJIIOY MPOBEPKHU MOJIMUCH - HA0Op CHUMBOJIOB, JOCTYIIHBIA MJI1 BCEX
3aMHTEPECOBAHHBIX JIMIl W UCIOJB3YyeMbId TMPHU TPOBEPKE SIECKTPOHHOU HHU(PpPOBOI

MOJIIHCH.



Kaprouka OTKpBITOrO KIt0O4a MTPOBEPKH TMOIMUCH - JOKYMEHT Ha OyMakHOM
HOCHUTEINIe, COJCpKallUii 3HAUYEHHE OTKPBITOTO KJII0Ya TMPOBEPKU TMOAMUCH U
MOATBEPKIAIONIUNA ~ €r0  MPUHAMICKHOCTh  KAKOMY-THOO  (U3NYECKOMY  WJIH
IOPUUIECKOMY JTUITY.

JIMYHBIN KITIOY TTOJIB30BATEINISI XPAaHUTCS Ha MAITMHHOM HOCHTEJE B HEAOCTYITHOM
JAPYTHUM JIMIIAM MECTE, OTKPBITBI KJIIOU TIepeacTcss BCEM YyYacTHHKaM oOOMeHa
nHpopMarueit.

DNEKTPOHHBIA JIOKYMEHT MOXKET MCIIOJIb30BaThCsl BO BCeX cdepax JNesTelIbHOCTH,
r7ie TPUMEHSIOTCS TPOrpaMMHBIE W TEXHHUYECKHE CpPENICTBA, HEOOXOAUMBIC IS
co3faHus, 00pabOTKH, XpaHEeHWs, mepenadyd u npuema uHbopmaruu. C MOMOIIBIO
AJNIEKTPOHHBIX JIOKYMEHTOB MOTYT COBEPIIATHCA CHCTKH (3aKITI0YaThCS JIOTOBOPHI),
MIPOU3BOAUTHCS PACUETHI, OCYIIECTBISATHCA TIEPENHCKA U Tepeada JOKYMEHTOB U UHOM
uHdopmanuu.

DNEKTPOHHBIC JOKYMEHTBI MOTYT TEPECBUIAThCS C TIOMOIIBIO JIFOOBIX CPEICTB
CBSI3M, BKJIIOYash MHGOPMAIIMOHHBIE CHCTEMbl U CETH, €CJIM 3TO HE MPOTUBOPEUYUT
3aKOHOJIATEIbCTRY.

dopMoit BHYTPEHHETO MPEACTABICHUSI JIEKTPOHHOTO JOKYMEHTA SIBJISIETCS 3aITUCh
nH(MOpMAIH, COCTABIISIONICH AJIEKTPOHHBINA JOKYMEHT, Ha MAllTMHHOM HOCHUTETIE.

@dopMoOii  BHEIIHETO  TPEICTaBICHUS dJIEKTPOHHOTO  JOKYMEHTAa  SIBIISETCS
BOCITPOU3BEJICHUE AJICKTPOHHOTO JIOKYMEHTA Ha DKpaHE NUCIUIes, Ha OyMa)KHOM JIMOO
WHOM OTJCIMMOM OT MAIIMHHOTO HOCHUTENISI MaTepUaTbHOM OOBEKTE B JOCTYITHOM JIJIS
BU3yaJIbHOTO 0003peHus BUjie (0€3 HOMOTHUTEIBHBIX TEXHUUYECKUX MTPUCTIOCOOJICHHIT) U
dbopme, MOHATHOM 1711 BOCHIPUATHS YETOBEKOM.

OpurvHajm 3JICKTPOHHOTO JIOKYMEHTA CYIIECTBYEeT TOJIBKO HA MAIIMHHOM
HocuTeNne. Bce HK3eMIUIpbl  3JIEKTPOHHOTO JIOKYMEHTa, 3a(UKCUPOBAHHBIC Ha
MalTMHHOM HOCHTEJIC U UJICHTUYHBIE OJIUH IPYTOMY, SIBJISIOTCS OPUTHHAIAMH U UMEIOT
OJIMHAKOBYIO IOPUINYECKYIO CHUITY.

B ciydae, xorma ogHUM JIMIIOM CO3/AIOTCS JOKYMEHT Ha OyMaKHOM HOCHUTEJE U

SHGKTPOHHBIﬁ AOKYMCHT, HACHTUYHLIC 110 COACPIKAHMIO, 00a JOKYMCHTA IPHU3HAIOTCA



CaMOCTOATETHLHBIMHU JIOKYMEHTaMH. B 3TOM ciydae TOKyMeHT Ha OyMa)KHOM HOCHUTENE
HE SIBJISIETCSI KOMUEN 3JIEKTPOHHOTO JOKYMEHTA.

Koy  3/I€eKTPOHHOTO  JIOKYMEHTa CO3JAl0TCs  IMyTEM  YJOCTOBEPEHHUS B
YCTAaHOBJICHHOM 3aKOHOJATEIbCTBOM TOPSAKEe (OPMBI BHEIIHETO TIPE/ICTABICHUS
AJNIEKTPOHHOTO JIOKyMEHTa Ha OymMaxxHoM Hocutese. Konuu 371eKTpoHHOro JOKyMeHTa
Ha OyMa)XHOM HOCHUTEJNE JOJDKHBI COAEpP’KaTh YKa3aHUE HA TO, YTO OHM SIBISIOTCS
KOIUSMH COOTBETCTBYIOIIETO AIEKTPOHHOTO JJOKYMEHTA.

VY nocroBepenue (HopMbl BHEIIHETO MPEACTABICHUS 3JIEKTPOHHOTO JOKYMEHTa Ha
OyMaXHOM HOCHUTEJIE MOKET OCYLIECTBIIATHCA:

- HOTapuyCOM WJIH HWHBIM JHUIOM, UMEIIINM IPAaBO COBEPILIATH HOTapUAIbHBIE
JeNCTBUS,

- UHAUBUIYAJIbHBIM MPEAIPUHUMATENIEM WIH IOPUIUYECKUM JTUIOM, UMEIOIUMU B
COOTBETCTBHHM C 3aKOHOJIaTEJILCTBOM IIPABO HA OCYILECTBIIEHUE TAKOU JAESTEIbHOCTH.

BocnpousBeneHue 53JIEKTPOHHOTO JOKYMEHTa Ha HMHOM, KpoMe OyMa)KHOro,
OTJIEIMMOM OT MAIIIMHHOTO HOCHUTENsS MaTepHaIbHOM O0BEeKTe JHOO ero Komus Ha
OyMa)XHOM HOCHUTENe, HaajexaluM o0pa3oM HE YJIOCTOBEpEHHas, HE HMEIOT
FOPUINYECKOMN CUIJIbI KOMMU 3JIEKTPOHHOTO JOKYMEHTA.

DJIEKTPOHHBIA TOKYMEHT Ha MAlIMHHOM HOCHUTEJIE NIPUPABHUBAETCA K JOKYMEHTY
Ha OYMa)KHOM HOCHTEJIE U UMEET OJIMHAKOBYIO C HUM IOPUAMYECKYIO CHITY.

OpuruHambsl 3JIEKTPOHHBIX JIOKYMEHTOB M HUX KOMUU HA OyMa)KHBIX HOCHUTEISNX
UMEIOT OJJUHAKOBYIO IOPUIUYECKYIO CUTTY.

4. TIOPANOK BBITIOJIHEHUSA PABOThI
4.1. O3HaKOMJIEHHUE C 3aJJaHUEM.
4.2. O3HakoMJIeHHE C OOIIMMHU U TEOPETUYECKUMH TOJOXKEHUSIMH IO TeMe
MPAKTUYECKOTO 3aHSATHUS.

4.3. OdopmileHHEe TOKYMEHTOB U MOKa3 UX MPENoaaBaTeNio.

5. BOITPOCBHI JIA ITIOBTOPEHUA:
5.1. JTaiiTe onpeneneHnue 3JIeKTPOHHOIO TOKYMEHTA.

5.2. Kakum TpeOoBaHUSAM JOKEH COOTBETCTBOBATH 3JIEKTPOHHBIN JOKYMEHT?



5.3. PaBHO3HAYHYIO JIU IOPUIUYECKYIO CUIIYy UMEIOT JOKYMEHTBI U3TOTOBJIECHHbBIE Ha

AJIIEKTPOHHBIX U OyMaKHBIX HOCUTEIISX ?

6. JOMAIIHEE 3AJIAHUE

6.1.0popmuts otuer.

3aoanue Ne 1

CocTaBuTth 1 Oq)OpMI/ITB BHGKTpOHHLIﬁ JAOKYMCHT.
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