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BBEJIEHUE

Hacrosmue MeTogudyeckue peKOMEHJAlUM CIYyKaT PYKOBOJICTBOM IS
oOy4Yarommxcsi Mpy BBIMOJHEHUN MPAKTUYECKUX pabdOT MO MporpaMme JAUCIUIUIMHBI
«/lokyMeHTalnoHHOe oOecrieueHue yIpaBJICHUSD, YTBEPKIACHHON TUTSt
cnenuanbHocTH 38.02.01 «DKOHOMMKA U OyXTaITEPCKUd yUeT (110 OTPACIISIM )»

C ux mnoMouipl0 O00yYaroUMHCs CMOXET CaMOCTOSITENIbHO CIPaBUTHCA C
BBITOJIHEHUEM 33/IaHUN.

Meroandeckue peKOMEHIallUuU TTPeIHA3HAYCHBI IS 00YUaIONUXCsl, U3Y4YaIouX
TUCIUTUINHY  «JlOKyMEHTalMOHHOe OOecreYeHne YIpaBlICHUS», a TakkKe BCexX
MOJIb30BATENICH, JKENAIOIUX CAMOCTOSITEIbHO OCBOUTH MPAKTHUYECKYI0 paboTy Ha
NepPCOHANBLHOM KoMmImbioTepe. [IpakTudeckue paboThl COCTABIEHBI B COOTBETCTBUU C
AeicTByIolEerd mnporpaMmon «JloKyMeHTallMOHHOE oOeclieueHue YIpaBiIeHUs» s
oOyuaromuxcsi 1Mo yTBepxkAeHHOM mis  crennanbHocTH 38.02.01 «DxoHOMUKA W
OyXraJTepCKuid y4eT (110 OTPaCIISIM)»

CornacHo TpeOoBaHUsIM (PeAepaIbHOTO TOCYJAPCTBEHHOIO OOpPa30BaTEIbHOTO
CTaHJapTa CpeaHEro MpOo(EeCCHOHATLHOTO O00pa30BaHUS B PeE3yJbTaTe OCBOCHHS
TUCIUTUINHBI «J[OKyMEeHTaMOHHOE 00eCTieYeHNE YITPABICHUS», 00YUJAIOIIUNICS TOJKEH
YMETh UCMOJIb30BATh U3YUEHHBIE IPUKJIIAHBIE TPOrPAMMHBIE CPEJICTBA.

PaGoTs! MpoBOJATCS MO CIEYIOUUM TEMaM MPOTPaAMMBI:
1. Opranu3aioHHO - pacopsAIUTENbHBIE TOKYMEHTHI,
2. KaapoBas 1oKyMeHTaIus;

3. ®unaHCcOBO-pacUeTHAs JOKYMEHTAIIHS;

4. JloroBOpHO-NpaBOBasi JOKYMEHTAIIUS;

5. Opranunsanys ONepaTuBHOTO XPaHEHUS TOKYMEHTOB;
6. cnonb3oBanue II9BM B nenonpon3BoaCTBeE.

B mnacrosmee Bpemss B ®I'OC cpeagHero mpodeccHoHaAIbHOTO 00pa30BaHMUs
chopmyIHpoBaHbI 001THE U TTPOGECCHOHAIBHBIC KOMIIETEHIIMH, KOTOPHIE JOJIKHBI OBITH
chopMHpPOBaHbI y BHITYCKHUKOB. Peanuzanus qaHHoi 3a1aun TpeOyeT HOBBIX MOX0I0B
K OpraHu3alii 00pa3oBaTeIbHOIO Mpoliecca, MPU3BaHHBIX (POPMUPOBATH KOMITETECHIIUH,

OCO3HAHHBIC YMCHHUA H (I)YHKHI/IOHaJIBHBIC 3HaHM:L. CDYHKIII/IOHaHBHOCTL 3HAHUU



OTIpeIeNsIeTCs TeICHANPaBICHHBIM (OPMUPOBAHUEM JCSATEIHHOCTHBIX XapaKTEPUCTHK
IpEeIMETHBIX 3HaHUI B mpouecce 0Oy4eHHUs, a OCO3HAHHOCTh YMEHHUI COOTHOCHUTCS C
YMEHUSIMU TiepeHoca O00OOIIEHHBIX OCHOB y4eOHO-TIO3HABATEIBHOM JESITEIbHOCTH Ha
Oyy11yto NPOPECCUOHANBHYIO JIEATETbHOCTh B KOHKPETHBIX CUTYAIUsIX.

B cBa3u ¢ o3TUM yueOHBbIE 3aHATHUS JODKHBI OBITh OpPraHM30BaHbBl Ha
JeSATENbHOCTHO-KOMIIETEHTHOCTHOU OocHOBE. OTHUM M3 3((HEKTUBHBIX BUJIOB yUYEOHBIX
3aHATHH, B KOTOPBIX JOMHUHUPYET MPAKTUYECKAsl JEATEIbHOCTh OO0Yy4YaroIIuXcs,
OCHOBAaHHAs Ha JEATEIbHOCTHO-KOMIIETEHTHOCTHON OCHOBE, SBJSIOTCSA MPAKTHYECKUE
3aHATHS.

B paboueii mporpamme yaeOHOM TUCIUTIINHBL «J|OKyMEHTaIlMOHHOE 00eCTICUeHHE
YIPABJICHUS» MPAKTUUECKHE 3aHATHS COCTaBIAIOT 30% OT OO0IIero Kojam4yecTBa 4acos,
OTBEJICHHBIX PaOOYUMHU YUYECOHBIMU TUIAHAMH U 3TO 00ECIEUUBAECT YPOBEHb MOJITOTOBKU
BBITTYCKHUKA, omnpeacnéHueii  ['ocymapctBennbiMu — TpeboBanusmu DOI'OC  mo
COOTBETCTBYIOIIEH CIIEIMAIBHOCTH CPETHEr0 MPOGECCUOHAIBHOTO0 00pa30BaHusl.

[{enssMu mpoBeeHUs MPAKTUYECKUX 3aHATUH SBISIOTCS:

- 0o0oOuieHue,  cucremaTu3auus,  yriyOJieHHe,  3aKpelieHHE  IMOJYyYEHHBIX
TEOPETUYECKUX 3HAHUI MO KOHKPETHBIM TE€MaM JHUCLUMIUIMHBI «/JOKyMEHTalMOHHOE
o0ecrnieueHre yrnpaBIeHUs;

- (opmupoBaHue yMEHUN MPUMEHSATHh MOJYYCHHBbIC 3HAHUS Ha MPAKTUKE, peasn3alius
€IUHCTBA UHTEJUIEKTYaJIbHON U MPAKTUYECKON AEATEIbHOCTH;

- pa3BUTHE JIMYHOCTHBIX KAueCTB, HAIMPABICHHBIX HAa YCTOMYMBOE CTPEMJICHHUE K
CaMOCOBEPUIEHCTBOBAHUIO: CaMOITO3HAaHUIO, CaMOKOHTPOJIIO, CaMOOIIEHKE,
CaMOpa3BUTHUIO U CAMOPETYIISIUY;

- Pa3BUTHUE UHTEIUIEKTYaJbHBIX YMEHUHN Y OyAyIIUX CIIELUATUCTOB;

- BBIPA0OTKY TaKMX MPOPECCUOHAIBHO 3HAYUMBIX Ka4€CTB, KaK CAMOCTOATENBbHOCTD, OT-
BETCTBEHHOCTbh, TOUHOCTh, TBOPUYECKAsA HHUIIMATHBA.

KonnuectBo, 00beM U conxepikaHWe MPAKTHUYECKUX 3aHATUNH OMPEIeNIIOTCS
paboueii (aBTOPCKOI) MPOrpaMMOM 10 JUCITUIIINHE «JIOKyMEHTAIIMOHHOE 00SCIICUCHHE
yHOpaBICHUS» UIsl  CIIELMAJIbHOCTEH CpelHero MnpodeccuoHaIbHOrO 00pa3oBaHUs

COOTBETCTBYIOIIETO MPOGUIISL.



[TpakTHyeckue 3aHATHS 1O AUCUUIUIMHE «J[OKyMEHTallMOHHOE obecreyeHue
yIpaBJeHUs» HampaBieHbl HA (GOPMUPOBAHUE Yy OOYHAIOIIMXCS MPAKTUUECKUX U IMPO-
(deccuoHaNBbHBIX YMEHUW MpPU PEHICHUW 3a7a4 U TPHU BBIIOJHEHUU OIPECICHHBIX
3a/laHuii, HEOOXOAUMBIX B MOCHEYIOUIEH TPO(PEeCCHOHATBLHOMN eI TEIbHOCTH.
CopeprkaHue MPakTUYECKUX 3aHATUNA HA ypOKax MO AUCHUILUIMHE «JlOKYMEHTAllMOHHOE
obOecrieyeHue yrpaBieHUs» BKIIOUAIOT B ce0s:

- IOUCK HYKHON MH(POPMALIMH 1O ONPEEeIEHHON TEME;

- peuieHue pa3Horo poja 3aaad, B TOM YUCJIE COAEPKAINX 3aJaHus TPo(ecCHOHATTbHON
HaIlpaBJIECHHOCTH;

- paboTy CO CIIpaBOYHBIMHU MaTepHalaMu.

Hapsiny ¢ ¢opMupoBaHueM yMEHMH M HaBBIKOB B IPOLECCE NPAKTHUECKUX
3aHATUH 0000IAI0TCs, CHUCTEeMATHU3UPYIOTCS, YIIAyOJsioTCs M KOHKPETU3UPYIOTCS
TEOpPETHUYECKUE 3HaHUS, BbIPAOATHIBAETCA CIIOCOOHOCTh M TOTOBHOCTh MCIOJB30BAThH
TEOpETHYECKUE 3HAHUA [IPU PEILICHUH 3a/1a4.

CopepxaHue NPAKTUYECKUX 3aHATUN (uKcHpyeTcs B paboueld yueOHOM
nporpamme JUCHUILIMHBL «JlOKyMEeHTallMOHHOE 00€ecleueHue YIpaBIEHUs» B pa3zelie
«Conepxanue y4eOHOM AUCHMUIUIMHBY M IUIAHUPYETCS C pacdyeroM, 4YToObl 3a
OTBEJICHHOE BPEMsi OHU MOTJIN OBbITh BBHITIOJHEHBI OOJIBIIMHCTBOM O0YyUYaIOUTIXCA.

KauecTBO opraHuzanyy NMPAaKTHYECKUX 3aHATHN SIBISETCS OJHHUM W3 OCHOBHBIX
yCIoBHM popMupoBaHuUs 00IUX U MPOGECCHOHATBHBIX KOMIETEHIIUN 00yYarOIInXCsl.

[IpakTuueckoe  3aHsATHE TMPOBOAUTCA B  KaOuHeTe «JloKyMeHTalmoHHOe
o0OecrieueHUEe yOpaBJICHUS» U HUMEET MPOAOKUTEIIBHOCTh HE MEHEE JIBYX
aKaJeMHUYeCKNX 4acoB. BBIMOMHEHUIO MPAKTUUECKUX 33JaHUi MPEALIECTBYET MPOBEPKA
3HAHUH CTYJEHTOB - UX TEOPETUYECKON TOTOBHOCTH K BBINOJHEHUIO 3aJaHUSI.

[TpakTHueckue 3aHATUS 10 PELIECHUIO 33/1a4 MOTYT HOCHUTh:

- penmpoIyKTHBHBIA Xapakrep. B 3ToMm ciydae mpu WX BBIIOJIHEHHWH OOydaroluecs
MOJIB3YIOTCSA YYCOHOW W CIIEMAILHOM JIUTEpaTypOl M BBITIONHSIIOT PEIICHHE 3a7a4 10
JITOPUTMY, pa3pabOTaHHOMY IpernoaBaTesIeM;

- YaCTUYHO-TIOMCKOBBIN XapakTep. DTH pabOThl OTIMYAIOTCS TEM, YTO O0Oydaroluecs He

ITOJIB3YIOTCA HOI[pO6HI>IMH HHCTPYKOUAMHU, HM HC JaH IIOPAAOK BBIIIOJIHCHHUA



HE0OXOoAUMBIX NeicTBUi. OHU JODKHBI CAMOCTOSTEIBLHO BBIOpATh CIOCOO peIIeHUs
3a7]a4¥ 110 MarepuagaM HHCTPYKTUBHOM, CIPABOYHOU U IPYrOM JIUTEPATYPHI;

- TOHMCKOBBIM Xapakrep. Takue paOOThl XapaKTepU3YIOTCS TEM, UTO OOywaroluecs
JOJDKHBI PELIMTh HOBYIO IS HUX 3aJauy, ONUPAsICh HA HMMEIOIIMECS TEOPETUUECKUE
3HAHHUS.

[Ipu mraHUpPOBaHUY MPAKTUUECKUX 3aHATUN HEOOXOIUMO HAXOAUTh ONTUMAIIBHOE
COOTHOILICHHE PENPOAYKTUBHBIX, YACTUYHO-TTOMCKOBBIX U TMOUCKOBBIX pPabOT, YTOOBI
00eCIeunTh BRICOKUN YPOBEHb HHTEIUICKTYIbHON JESTETHHOCTH.

Ha npaktuueckux 3aHATHSIX MOTYT IPUMEHSATHCS CIEAYIOIIEe (OPMBI pabOTHI:

- (poHTanbHas - Bce 00yJaronIfecs pemaroT OHy U Ty XK€ 3a/1auy;

WHAMBUIyaJIbHAS - KQX/IbIH CTYJIEHT BBIIOJIHSAET pEllIeHNE UHIUBUAYaJIbHBIX 3a/1a4
B 3aBUCHUMOCTH OT YPOBHS IMOATOTOBKH CTY/ICHTOB.

I'maBHas 1enb AAHHBIX MPAKTHUYECKUX PAOOT — MPAKTUYECKOE 3aKperuieHHe U
yrayOJeHne 3HaHWKA, TOJYYCHHBIX Ha TEOPETHUECKHX 3aHATHUAX IO JUCIUILINHE
«JlokyMeHTalmoHHOe 0becreueHue yIpaBICHU.

JUJis yCHemrHoro BBITIOJHEHHUS MPAaKTHUYECKUX padoT oOydaromiuecs: 0O0sS3aHbI
O3HAaKOMHTBCSI C TOPAAKOM HMX TPOBEACHHUS M W3YYUTh COOTBETCTBYIOIIHNE Pa3feiibl
TEOPETUUYECKOTO Kypca.

Onucanue KaxIoW NPaKTUYECKON pabOThl COAEPKUT: TeMy, LeIU pPaboThl,
MOPSIOK BBITIOJHEHUSI pabOThI, a TaK K€ IepedyeHb KOHTPOJIBHBIX BOIIPOCOB, C LEIBIO
BBISIBUTH U YCTPAHUTh HEJJOYETH B OCBOGHUH paccMaTpuBaeMon TeMbl. JJis moryueHus
JIOMOTHUTENBHOM, Oosee moapoOHOW HH(OpMAUMK 1O H3y4YaeMbIM BOMPOCAM,
MPUBEJECHO YYEOHO-METOANYECKOE U UH(OPMAIMOHHOE 0OecTIeueHuE.

Kaxnass mpaktudeckas paboTa BKIIOYaeT B ce0S KOHTPOJBHBIE BOIPOCHI,

HaIpaBJICHHBLIC HA MPAKTHYCCKOC ITPUMCHCHHUC ITOJTYUCHHBIX 3HAHUH.

IHNPAKTUYECKOE 3AHATHE Ne 1

«Cocrasiienue u opopmiienue pekBusuros OP /1y



Tema: YHupuxkaumsas u crasgaprusanus JAokymeHtauud. llpaBmwia co3ganusi u

o(popmiIeHHS TOKYMEHTOB

Henb: OBnaners ymenussMu nipy opopmiieHnn peksusuto OPJI.

[TpoaomKATENBHOCTD 3aHATHIA: 2 Yaca

1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECITIEUEHUE:
1.1. UanuBuyansbHbIE 3a1aHUS
1.2. MeTroanyeckue peKOMEHIAIMH 10 BBIMOTHEHHUIO MPAKTUYECKOTO 3aHATHUS
1.3. Jlunetiku, pydku, Oymara

2. JINTEPATYPA: bacakoB M.UN. JlenonpousBoactBo (/lokymeHTalmoHHOE
oOecrieuenue ynpasienus): yueounuk /M.U. bacakos, O.M. 3amsbiikoBa. — PoctoB
u/J1: ®enuxc, 2017

3. OBIIME TEOPETUYECKHUE [TOJIOXXEHMA 10 BBIITOJIHEHMIO
I[TPAKTUYECKOI'O 3AHATUA:

Cpenu 60b110T0 pa3HO00pa3us BUIOB JICJIOBBIX TJOKYMEHTOB, 00pAIIAIOIINXCS Ha
MPEANPUATUSIX U B OPTaHU3aLNIX, OPTaHU3AMOHHO-PACTIOPSIANTENbHAS IOKYMEHTAIUSI
(OPI) 3ammmaer ocoboe mecto. MOXHO YTBEpXAaTh, YTO OpraHU3aIllMOHHAS U
yIpaBjieHYecKass JesATEIbHOCTh TJaBHBIM 00pa3oM 3akKilouaeTcs B pa3paboTKe u
peanu3anuu pemieHui, nokymentupyembix B OPJI. OPJ] sBasiercss Hanbonee mmpoko
UCIIOJIb3YEMbIM BUJOM JOKYMEHTALIUH.

OP/] knaccuuuupyrot Ha TP TPYIIIIbL:

- OpraHu3allMOHHO-TIPABOBas JOKyMEHTanus (yCTaB, MOJIOKEHUE, MpaBujia, IITaTHOE
pacnucaHue, UHCTPYKIIUK);

- pacnopsauTenbHas JOKyMeHTalusi (MpUKa3bl, pPACHOPSHKEHUS, MOCTAHOBIICHHS,
pelIeHus], yKa3aHusl);

- UHGOPMAIIMOHHO-CIIPABOYHAS JTOKyMEHTAIUsA, KOTOPYI0, B CBOIO OuY€peab, MOKHO
YCJIOBHO MOAPA3AEINUTh Ha!

- onepamugHo-uH@popmayuouryro (MucbMa, TeaeoHorpaMmmel, hakcel  T. I1.);
-CnpagouHoO-uHGopmayuoHHyto (aKThl, TPOTOKOJIbI, JOKIATHbIEC, CIY>KEOHbIE 3aITUCKUA U
Ap.).

Kpome Toro, Obmepoccuiickuii KiiacCuQuKaTop yrnpaBieHYECKON JOKYMEHTALUH



(OKVY 1) B uncno OP/I BKIItOYaeT JOKYMEHTHI 10 IMYHOMY COCTaBY (KaJpam): 3asiBJICHUS,

JUYHBIC KAPTOUKH, TPUKA3BI (PACTIOPSHKEHMS) O IpUeMe Ha paboTy U LETBIA P IPYTHX.
Odopmiienne OPJ] ocyiecTBiasieTcs: B COOTBETCTBUM C HOPMaMHU U TpeOOBaHUSIMHU

I'OCT P 6.30-2003, ycranaBiuBatouiero tpedoBanus k opopmienuto OPJ] ¢ yuerom

HEKOTOPBIX 0COOEHHOCTEH 0(hOpMIIEHHS TOKYMEHTOB (heiepaibHbIX

OpPraHOB HCHOJIHWTEIIBHOW BJIACTH, OTOBOPEHHBIX TUNOBOM MWHCTPYKIMEN IO

JICIOTIPOU3BOICTBY B (heZIepaIbHBIX OpraHax UCTIOJHUTEILHON BIIACTH.

CnyoceOnviM  noiem  JOKYMEHTa  SIBJSIETCS 4YacTh Iuiomaau  ¢opmara,
MpeHa3HaYeHHAas JIJIs TTOJIe JOKYMEHTA U 3aKPEIJICHUSI €r0 B CPEJCTBAX XPAHEHUS.
Ilone ona pazmewenus yenoo2o wmamna pacrioiaraeTcsi B JIEBOM BEPXHEM YTy
(dbopmara UM B BEpXHEH €ro 4acTu Mpu NpoAO0JIbHOM BapUaHTE PACIONIOKEHHUS ITaMIIa.
OcranbHas 4acTh II0Mmaau popMara COCTaBISET pabouee nojie OOKyMeHma.

I'OCT P 6.30-2003 ycranaBnuBaeT JBa CTaHAApPTHBIX Qopmara OJaHKOB
nokyMeHToB - A4 (210 x 297 mm) u AS (148 x 210 mm). Kaxasiii 1MCT TOKyMEHTa,
JOJDKEH MMETh 1o He MeHee: 20 MM - nesoe; 10 mMm - mpaBoe; 20 MM - BepxHEe H
HUKHEE MOJIA.

bnanku OPJ] mpoeKkTUpyIOT B COOTBETCTBUU C PACIIOI0KEHUEM U TPAHUIIAMU 30H
pekBu3uToB, npeaycMorpeHHbix 'OCT P 6.30-2003, Ha oCHOBE Kak 21068020, Tak U
Nnpo00IbHO20 UX Pa3MEIIEHUS.

g opranuszanuu, €€ CTPYKTYPHBIX MOAPA3AEIEHUM, HJOJKHOCTHOTO JIMIA
YCTaHOBJICHBI CIEAYIOIINE BUJIbI OJJTAHKOB:

- 00mUMiA OJTaHK;
- OJIaHK MHCHMA;
- OJTaHK KOHKPETHOTO BHJIa TOKYMEHTA.

[Ipy moarotoBke u  OQOPMICHHUH  OPraHU3AIMOHHO-PACTIOPSAUTEIHHON
nokymeHTauu B cootBercTBUM ¢ ['OCT P 6.30 - 2003 wucnosib3yroTcs CIEAYIOII1e
PEKBU3UTHI:

1. T'ocynapcrBennslit repo PD;
2. T'ep0 cyonbekTa PO;



3. DmOniema opraHu3anid WM TOBapHBIA 3HAK - IOMEIIAIOT Ha OJaHKax B
COOTBETCTBHUHM C YCTABOM WJIM MOJIOKEHUEM OpraHU3alluu;
4. Kox opranuzanuu — mpocTaBisitoT 1o OOmepoccuiickoMy KiaccupukaTopy
IPEANPUATUNA U OpraHU3aLui;
5. PeructpaiimoHHbII HOMEDP HOPUINIECKOTO JIUIIA — TPOCTABISAIOT B COOTBETCTBUU C
JIOKYMEHTaMHU, BbIJJaBA€MbIMU HAJOTOBBIMU OpTaHaMU;
6. Wnentudukaunonnsiii HoMep Hanorormnarensiuka (MHH);
7. Kon popmbr mokyMeHTa — mpocTaBiisitoT o O01mepoccuiickomy KiacCupuKaTopy
YIPaBICHUYECKON JOKYMEHTAlUU
8. HamMmeHoBaHmMe opraHu3zaly — COKpallleHHOE HAMMEHOBAHUE TPUBOST TOIBKO B
TEX CIy4asiX, KOrJa OHO 3aKPEIJIEHO B YUPEAUTEIbHBIX JOKYMEHTAX OpraHu3alluu;
9. CnpaBouHble JaHHbIE 00 OpraHU3aIuu — OUTOBBIN anapec, Ne renedona, u apyrue
ceenenus (Ne cuera B 6anke, No pakcoB, ajipec AIEKTPOHHOM MOYTHI);
10. HanmmeHOBaHuE BU1a TOKYMEHTA;
11. Jlara nokymeHnTa — siBisiercs narou ero noanucanua 02.10.2006 wnm
02 oxTsa6ps 2006 t.;
12. PeructpanOHHBIM HOMEpP — COCTOMT M3 €ro MOPSAKOBOrO HOMEpA B IMpEesiax
KaJICHIAPHOI0 ro/a;
13. Ccblka Ha peruCTPALIMOHHBIN HOMED U AaTy AOKyMeHTa - No 1 jata IOKyMeHTa,
Ha KOTOPBII TOHKEH OBITh 1aH OTBET;
14. Mecro coctapnenust unu uznanus (r. bpsack, Mocksa, Cankr-IletepOypr);
15. Anpecar
['enepanbHOMY TUPEKTOPY
OAO «Bocxon»
B.A.Cemuny

[Ipu aapecoBanuu qOoKymMeHTa GU3UUECKOMY JIMILY YKa3bIBAIOT (aMUJIMIO U MHUITUATIBI

IMOJIy4aTciiia, 3aTCM MMOYTOBBIMN aJpec:



Nanory O.I1.
yi. CagoBas, 1.5, kB.12
r.bpsHCk, bexxunknit p-H,
241035
16. I'pud yTBepk1eHUs TOKYMEHTA — YTBEPXKIACTCS JOJDKHOCTHBIM JIUIIOM
YTBEPXJIAIO
[Ipe3unent 3A0 «PocTekcTriib»

B.A Ilpommn

Jlarta
17. Pe3ontorust — paMuUIMM U UHUIIMATIBI UCTIOJIHUTENIEH, COAep)KaHue MOpyYCHHUs,
CPOK MCIIOJIHEHHS, IOAINCH, 1aTy

Mopo3zosoit H.H.

[Ipormry moaAroToBUTH MPOEKT
JHoroBopa ¢ Ayautopckoit pupmoii
k 01.02.2006
JIngnast moanucey
Jlarta
18. 3arosoBoK K TEKCTYy — KpaTKOe cojaepKaHue JoKyMeHTa. OTBe4aeT Ha BOMPOCHI:
0 KOM, 0 ueM?
19. OtmeTka 0 KOHTpoJe — oOo3HavyaroT OykBOM «K», CIOBOM WM IITaMIIOM
«KOHTpOJIbY;
20. TexcT — MOXeT OBITh IPEACTABJICH B BUJIC:
mpagapem — 3apaHee OTINEYATaHHBIA TEKCT C IMOCTOSHHOW WH(OpManuend u
MPOMYyCKaMH JiJis IEpeMEHHON nHGOpMauu
mabauya — TEPEUYeHb CBEACHUH, O 4YeM-TMOO0 WM O YHCIIOBBIX JaHHBIX,
IPUBEJICHHBIX B OMPEICTCHHYIO CUCTEMY U PACIIOJIOKEHHBIX TI0 Tpadam.
aHKema — OIUPOCHBIA JIMCT Uil TOJIYYECHHUS ONPEAECICHHBIX CBEICHUU. TEeKCT
COJICPKUT CIOBECHYIO WJIH ITU(POBYIO XapaKTEPUCTUKY OJHOTO OOBEKTA MO ALY

IIPU3HAKOB. ITocTostnHas I/IH(l)OpMaIII/IH IMpCaACTaBJICHA B TIIATCIBHO IIPOAYMAHHBIX



u copmynupoBaHHBIX Bompocax. [lepemeHHass — KOHKpETHAasl XapaKTepUCTUKA
MIPU3HAKOB, BBIPA)KE€HA IMOJITOTOBJICHHBIM OTBETOM THUIIA — /14, HET;
21. OT™MeTKa 0 HATMYKUK TPUII0KEHUS:
[Ipunoxxenue: Ha 5 1. B 2 3K3.
[Ipy HaMMYKU HECKOIBKUX MPUIIOKEHUN UX HYMEPYIOT apaOCKUMH IudpaMu
[Tpunoxkenue: 1. XXXXXXXXXXXXXXX
2. XXXXXXXXXXXXXXX (TEKCT HE 3aXOJUT 3a CIIOBO MPHUIOKECHUE)
22. Tloanmuch — HAMMEHOBAHUE TIOIITUACH JIUIIA, INYHAS TTONKCH, pacimpoBKa
MOITUCH
JlupekTop MHCTUTYTa  Ju4Had noanucs M.B.ABneeHKOB
23. I'pud cormacoBanus pokymeHta — coctoutr u3 cinoBa COI'JIACOBAHO,
JNOJDKHOCTH  JIMIA, JIMYHOM  MOANHUCH, pacliu@poBKA MOANHUCH, JaThl
COTJIACOBAHUA:
COI'JTACOBAHO
Pextop ®uHaHCOBOW akageMuu
[Ipu IIpaBurenscTBe Poccuiickonn denepannmn
JInunas nogmucey 1.0.D.
Jata
24. Bu3bpl coryacoBaHusl JOKyYMEHTa — TMOJNHCh M JOJKHOCTh BHU3HUPYIOIIETO
JIOKYMEHT, paciuiu@poBKa MOAMUCH, J1aTa MOAMUCAHUS:
PykoBoauTens OPUANYECKOTO OTIETA
JInynag moanuce A.C.OpiioB
Jlarta
25. OTTHUCK neyaTu
26. OT™METKa O 3aBEpEHUH KOIINH:
Bepno
HNHcniekTop city»ObI KaipoB JInunas noanuce T.C.MBaHOBa
Jata
27. OtMeTKa 00 UCMIOJIHUTEIE — MHUIMAIBI ¥ pamMiuius ucroHuTes, No TenedoHna:

B.A.IletpoB



512130

28. OTmeTKa 00 UCIIOJTHEHUH JIOKYMEHTA M HaIlpaBJICHHE €ro B Je0: «B aemoy,

Ne nena, B koTopoM OyzieT XpaHUTHCS IOKYMEHT;

29. OT™MeTKa O MOCTYIUICHUH JOKYMEHTAa B OPTraHHU3alMI0 — MOPSIKOBBIA HOMEpP U
JaTa MOCTYTIJICHUS;

30. Unentudukarop SI€KTPOHHOM KOMWU JOKyMEHTa — HauMEHOBaHuE (Qaiina Ha

MAallIMHHOM HOCHTCIIC, NaTy U JPYI'UC ITOUCKOBBLIC TaHHBIC.

. ITOPAOOK BbIITIOJIHEHM A PABOTHI

4.1. O3HaKOMJIEHHE C 3aIaHUEM.

4.2. O3HaKkOMJIEHUE C OOIIMMH U TEOPETUYECKUMH TMOJOKEHUSAMH IO TeMe
MPaKTUYECKOTO 3aHATHSL.

4.3. OdopmieHre TOKYMEHTOB U MIOKa3 UX MPernojiaBaTelo.

. BOITPOCBHI JIA ITOBTOPEHU A:

5.1. Ilepeunciure coctaB pekBu3uToB OP/I.

5.2. Kakue Bunst 61ankoB npexycmotperst [[OCT P 6.30-2003?

5.3. Ha3zoBute TpeboBaHUs, MPEIBIBIIEMbIE K TEKCTaM JIOKYMEHTOB.

. JOMAIIHEE 3AJJAHUE

6.1. OpopmuTs otyer.

3aoanue Ne 1

Bapuanr 1

3anoJIHUTh Ha CTaHJIapTHOM OJaHke opmarta A4 ClIeyIolIe peKBU3UTHL: 5, 6, 8, 10,

11,12, 13, 15, 17, 18, 19, 20, 22, 25, 30.

Bapuanr 2

3anoJIHATH Ha CTaHJIAPTHOM OaHke popMara A4 cieayromuye peKBU3uThL: S5, 7, 8, 10,

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

MPAKTHYECKOE 3AHSTUE Ne 2
«CocraBJjieHue 1 0(popMIIeHHEe OPTraHU3AIMOHHO-TIPABOBBIX IOKYMEHTOB)
Tema: OpranuzauHOHHO-TIPABOBAsI IOKYMEHTALUS

HCJI]): OBJ'IaI[eTB YMCHUSIMU U HABBIKAMH 110 COCTABJICHHUIO OPraHNU3allMOHHO-IIPABOBBLIX



JTOKYMEHTOB M UX 0(hOPMIICHHIO.

[Tpo10IKUTENBHOCTD 3aHATHI: 2 Yaca

1. MATEPUAJIBHOE 1 TOKYMEHTAJIbHOE OBECITEYUEHUE:

1.1. HMuauBuayanbHbIC 3a1aHUS

1.2.  Meromuveckue peKOMEHIAIMH 110 BBITIOJTHEHHIO MTPAKTUIECKOTO 3aHATHS

1.3.  Jluneiiku, pydku, Oymara

2. JINTEPATYPA:  bacakoB M.U. [enonpousBoactBo (JlokymMeHTallMOHHOE
oOecrnieuenue ynpasienus): yueonuk /M.U. bacakos, O.W. 3ambiikoBa. — PoctoB v//1:
®enunkc, 2018

3. OBIIME TEOPETMYECKHUE TIIOJIOJKEHUA TI0  BBIIOJIHEHUIO
I[TPAKTUYECKOI'O 3AHATUA:

OpraHu3aimoHHas JeATEIbHOCTh YUYPEKICHHS BBIpaXKaeTcs B pa3paboTke U
YTBEP)KICHHH KOMILJIEKCA OPTraHW3allMOHHO-TIPABOBBIX JOKYMEHTOB, COJIEpPIKAIIUX
npaBuja, HOPMBI, TIOJOKCHUsS, YCTAHABIMBAIONIME CTATyC OpTaHW3allid, ¢
KOMITCTCHIIMIO, CTPYKTYpy, IINTaTHYIO YHUCICHHOCTb U JOJIKHOCTHOH COCTaB,
(GyHKIMOHATBLHOE CO/IEpKAHUE JEATETHHOCTH OpPTraHU3aIUY B 1I€JIOM, €€ MOoApa3IeIeHuN
1 paOOTHUKOB, UX IIpaBa, 00s3aHHOCTH, OTBETCTBEHHOCTH U APYTUE aCIICKTHI.

OpraHu3aloHHbIE JOKYMEHTBI OMNpEACIISIOT CTaTyC OpraHM3alldd, TMOPSIOK HX
padotbl. OHM SBJISIOTCS OCHOBOIIOJIATAIOIIMMU B JCATEIBHOCTH JIFO00I OpraHu3aldud U
00J1aIatoT BBICIIECH IOPUINYECKON CHUJION.

[{eas pa3pabOTKM OpraHU3AIMOHHBIX JTOKYMEHTOB - HanOoliee palmoHAIbHOE
paszielieHUe M KOOoTepalvs Tpy/1a MEX Iy MoApa3AeICHUsIMHA U paOOTHUKAMHU.

OpraHu3almOHHO-TIPABOBEIC JIOKYMEHTBI, C TOYKH 3pPEHUS CpOKa JICHCTBUS,
OTHOCATCS K 0€CCPOYHBIM U JICMCTBYIOT JIO X OTMEHBI WJIU JI0 YTBEPKIACHUS HOBHIX. B
CTa0MIBLHO paboTaroIEeM YUPEKICHHH HEOOXOIUMOCTh IEPECMOTpa, M3MEHEHHS WJIU
JIOTIOJTHEHHSI OPTaHM3allMOHHO-TIPABOBBIX JOKYMEHTOB MOXKET BO3HHMKATh OJIUH pa3 B
HECKOJIBKO JIeT. B 3aBUCMMOCTH OT XapakTepa U TNIyOMHBI H3MEHEHUHN B JEATEIbHOCTU
YUPEKJICHUST OpraHU3allMOHHO-TIPABOBBIE JOKYMEHTHI JTUOO pa3pabaThIBalOTCs 3aHOBO,
au00 B HUX BHOCSATCS HEOOXOIUMBIC M3MCHCHHS W JIOTIOJHEHUS PACIOPSIUTEIbHBIMU

JOKyMeHTaMu  (IIPUKAa30M WM  paclopssKeHUeM — pykoBoauTens). B ciywae



pEOpraHu3alny ASATSIbHOCTH YUPSKICHUS pa3padaThIBalOTCS HOBBIC OPTaHU3AIIMOHHO-
MIPABOBBIE IOKYMEHTHI U UX YTBEPXKICHUE.

PazpabaTeiBaloTCsi  OpraHM3allMOHHO-TIPABOBBIC  JIOKYMEHTBI ~ PYKOBOJICTBOM
VUPESKICHUS WM  TOJAPa3lCIeHUss ¢  MPUBJICYCHUEM  KBATU(PUIIMPOBAHHBIX
CICLMAIIMCTOB, XOPOIIO 3HAIOIMIMX paldOTy YUYPEKICHHUS Kak B II€JOM, TaK U IO
OT/ICJIbHBIM HAIPaBJICHUSM.

OpraHu3armoOHHO-TIPABOBEIE TOKYMEHTHI OGOPMIISIOTCS Ha CTAaHAAPTHOM JIHCTE
Oymarum ¢ o00s3aTeIbHBIM HAHECEHHEM BCEX HEOOXOJMMBIX PEKBH3WTOB: Ha3BaHHE
VUPEKJICHUS W/WIIM TOApa3elieHus (eclid JOKYMEHT YTBEP)KIAeTCs PYKOBOIUTEIEM
MoJIpa3/iesiCHus ), HAMMEHOBaHUE BUAA JJOKYMEHTA, JlaTa, HOMEpP JIOKyMEHTa, 3ar0JIOBOK
K TEKCTY, MOJIUCH, Ipud yTBEepkKAeHU. [laToil opraHu3alimoOHHO-IIPABOBOTO JOKYMEHTA
SIBJISIETCS ]JaTa €r0 YTBEPKACHUSL.

JlesaTeabHOCTh JIF000T0 MPEINPUATHUS MepBOHAYAIILHO PEryJUpYyIOT
OpraHU3alMOHHO — MPABOBbIE JOKYMEHTHI, K KOTOPBIM OTHOCSITCSI:

YcraB — CBOJ TMpaBWi, pPEryJIUPYIOMIUX JIESITEIbHOCTh MPEANPUSITUSA, €r0
B3aMMOOTHOIIICHUS ¢ JPYTMMH OpPTaHU3aNMAMH, MPEIIPUATHIMH, Q(UPMaAMH H
rpakJaHaMd, TpaBa W OOS3aHHOCTH B OIPEACICHHON cdepe TrocyaapCTBEHHOIO
YIIPABJICHUS, XO3SWCTBEHHOM WJIM MWHOM JEATEIBHOCTH. YCTaB OTHOCHUTCSH K
00s13aTeNIbHBIM YUPEAUTEIBHBIM JOKYMEHTAM MPU CO3JaHUU TPEATTPUSITHUS.

IHono:xkenusi — HOPMATUBHBIE aKThl, MMEIOIIUE CBOAHBIN KOJAU(PUKAIIMOHHBII
XapakTep W  ONpENeNsAIoIIMe TMOpAIOK 00pa3oBaHWs, CTPYKTYpPY, (QYHKIIHH,
KOMIUIEKTAIINIO, 00sI3aHHOCTH M OpraHU3aI[MI0 pad0Thl CUCTEMBI TPEATPUSITHUSL.

CtpyKTypa TEeKCTa MOJOXKEHHS O CTPYKTYpPHOM NOAPA3ACICHUU COCTOUT U3
CIEIYIOIINX Pa3IeyoB:;

1. OOmMe MoJI0KEHUS;

2. OcHOBHBIC 33/1a4H;

3. OcHOBHBIE (DYHKITUH;

4. IlpaBa;

5. OTBETCTBEHHOCTD.



NHCcTpyKIMU — NpaBOBBIE aKThl, W3/1aBAa€Mble WJIM YTBEPKIAEMbIE B LEJAX
YCTAaHOBJEHUS  TpaBWJ,  PETYJUPYIOLIUMX  OpraHU3alMOHHbIE,  (DHHAHCOBBIE,
TEXHOJIOTHYECKHUE U UHBIE CTOPOHBI JEATEIbHOCTH MPEIITPUATH.

IIlTaTHOe pacnucaHWe —  OpPraHU3allMOHHO —  TPABOBOM  JIOKYMEHT,
YCTaHABJIMBAIOMINIA KOJUYECTBEHHBIM U KAU€CTBEHHBI COCTaB COTPYJHUKOB B COCTaBE
nojApaszieNeHuid (Ipyd HaJIWMYMM TaKOBBIX) NPEANPUATHS, a TaKXKe pasMepbl HX
MUHUMAIbHON (PUKCHPOBAHHON MECSYHOU OIaThl Tpynaa (OKJIaga) B COOTBETCTBHU C
3aHUMAEMBIMU JTOJKHOCTSIMHU.

IIpaBuiia BHYTPEHHEro TPYAOBOIO PaCHOPHAIKA - JOKYMEHT, JIE€TaJbHO
pErIaMEHTUPYIOLIUI BOIIPOCHI [IOBCETHEBHON AEATEIbHOCTH MPEAIPUITHS.

JIOJI’KHOCTHbIE HHCTPYKIMHM — JOKYMEHT, YCTAHABIIMBAIOIIMM I COTPYIHUKA
(kaTeropuu COTPYAHUKOB) MPEANPHUATHUS KOHKPETHBIE TPYIOBbIE OOA3aHHOCTH B
COOTBETCTBUH C 3aHUMAEMOM JOJIKHOCTHIO.

JlomkHOCTHAsT UHCTPYKUMST odopmisieTcss Ha oO0ueM OJlaHKe OpraHu3aluu.

CTpykTypa TeKcTa JOJDKHOCTHOM HWHCTPYKIIMM MOXET BKIIOUaTh B ce0s
CIEAYIOIIHE PA3IEIbI:

1. O6uiue moaoKeHus

DOyHKIIUU

JloJKHOCTHBIE 003aHHOCTH

IIpaBa

2

3

4

5. OTBETCTBEHHOCTh
6. BzanmooTHoIIeHUs (CBS3U MO JOJKHOCTH)
7. KpanudukanmoHHble TpeOOBaHUS

8

Ornenka paboThl
4. TIOPAOOK BBITTIOJIHEHW S PABOTHI
4.1. O3HakoOMJIEHHE C 3aJJaHUEM.
4.2. O3HaKoOMJIEHHE C OOIIMMH U TEOPETUUECKUMU MOJIOKEHUSIMHU 10 TEME
PAKTUYECKOTO 3aHSTHSL.

4.3. OdopmieHue TOKYMEHTOB U TIOKa3 UX MPENoiaBaTeto.

5. BOIIPOCBI JJIA ITIOBTOPEHHMA:



5.1.Kakue TOKyMEHTBI OTHOCATCSI K OpraHU3allMOHHO-TPABOBBIM?

5.2. Uto BKiItOYAET B ceOst GyHKIMS OpTraHU3aIlMi CUCTEMbI U TIPOLIECCOB YIIPABICHHUS ?
5.3. Kakue paznensl BKIOYAET B ceOsl TOKHOCTHAS MHCTPYKIUS?

6. JOMAIIIHEE 3AJIAHUE

6.1. OdopmMuth oTYET.

Bapuanr 1
3aoanue Ne 1
CocTaBuTh JOJKHOCTHYIO MHCTPYKIUIO AENONpou3BoaAuTeNs. Jlonrucars HegocTaroume
pekBu3uThI. Paznensl Tekcra: O61mue nonoxenus; @yHkunu; JloIKHOCTHBIE
o0s3anHoCTH; [IpaBa; OTBETCTBEHHOCTD; B3anMOOTHOIIIEHNS, CBSI3U TIO JTIOJKHOCTH.
CrpykTypa Tekcra:
Paznen
X.X. JlenonpousBoaurenab padoTaer B cOOTBeTCTBUU ¢ [IpaBuiiaMyu BHYTPEHHETO
TPYAOBOT'0 PACTIOPSIIKA OPTaHU3ALIAH.
X.X. Hmeer HOpMHpPOBaHHBIM paboO4YMii JEHb COIVIACHO  TPYIOBOMY
3aKOHOJIATENBCTBY
X.X. Ilpn omenke kadecTBa pabOTHI JEIOMPOM3BOIUTENS YUUTHIBACTCS, UYTO
JEJIOIPOU3BOAUTEID T0JKEH 3HATH:
X.X.X. IlosoxkeHust 1 MUHCTPYKIHUU T10 BEJICHUIO JEIIONPOU3BOIACTBA
X.X.X. PykoBoasuiuii cocTaB Opranu3aluu
X.X.X. MamuHonuch, mnpaBwia opdorpaguu U TyHKTyalud, MOPSAOK
pacmoJIOKEHUsl MaTepualia Mpy NeYyaTaHUM Pa3JIMYHbIX JIOKYMEHTOB.
Pazgen
X.X. Jlenonpou3BOAUTENb NOJIYYaeT HEOOXOAUMBIE PYKOBOJUTEIO CBEJICHUS OT
MOApa3eICHUN UM UCTIOTHUTENEH, BHI3BIBAET MO €r0 MOPYUECHHUIO PAOOTHHUKOB.
X.X.X. Opranmsyer TeneOHHbIE TEPETOBOPHI PYKOBOIWTENS, MPUHUMAET H
nepeaaeT TeeOHOrpaMMBbl, 3aMMCHIBAET B €r0 OTCYTCTBUE IPUHSTHIE COOOIIIEHUS U
JOBOJHUT JI0 CBEJACHUS PYKOBOJUTENS UX COACPKAHUE.

X.X.X. OcymecTBiaser padboOTy I0 TMOATOTOBKE 3acelaHUd W COBCIIAHHH,



IPOBOAMMBIX PYKOBOAHUTENEM (COOp HEOOXOAMMBIX MAaTEpUajoB, OIOBELICHHE
YYaCTHHUKOB O BPEMEHH, MECTE€ M IIOBECTKE [IHS 3aCEJaHMs WIM COBEIIaHUA, UX
perucrpanus), BeAeT U 0popMIISIET TPOTOKOJIBI.

X.X.X. O0ecrieunBaer pabodyee MECTO PYKOBOAUTENS  KAHLEISIPCKUMHU
MIPUHAJIEKHOCTAMH, CPEACTBAMH OPraHU3aLMOHHOW TEXHUKH, CO3/IA€T YCIOBHS,
criocoocTBytomue ero 3¢HEeKTUBHOM padoTe.

X.X. llepemaer u mnpuHMMaerT HUHGOPMALMIO MO ITPUEMHO-IIEPErOBOPHBIM
YCTPOMCTBAM.

X.X.X. IledaTtaer o yKa3aHHIO PyKOBOIMTENS pa3iIu4Hble Marepuanbl. Bemer
JEIONPONU3BOACTBO,  NPUHUMAET  IOCTYNAIOUIYHD  HAa WM PYKOBOJIMTEI
KOPPECIOHAEHIINIO, OCYILECTBIAET €€ CUCTEMATU3ALUI0 B COOTBETCTBUU C IIPUHSATHIM B
OpraHu3alli¥ IOPSAKOM M IIEpENaeT €€ II0CIIe PACCMOTPEHUs PYKOBOIUTEISAM
NOPA3JIEIICHUS WIN KOHKPETHBIM HCIIOTHUTENSIM IS UCIIOJIB30BAHUS B IIPOLIECCE
Pasnen

Jlenonpou3BOAUTENb UMEET IPABO TPEOOBATH OT PYKOBOAUTENEN MOIpa3IeIeHUH,
a B HEOOXOJIMMBIX CIIy4asiX U OT AMPEKTOPA OpraHu3alui TPUHATHUS MEP 110 COXPaHHOCTH
COOCTBEHHOCTH OpraHu3aluny, o0ecreyeHuo IIPAaBUJIBHOU OpraHHU3allH
JOKYMEHTO000pOTa, KOHTPOJIA U UCIIOJTHEHHSI TOKYMEHTOB.

Pa3znen

X.X. Jlenonpou3BoauTenb 00€CIIeUMBaET OPraHU3alnIo0 U 00CITy)KUBaHUE pabOThI
PYKOBOJHTEIS OpTraHU3ALMH.

X.X. enonpou3BOAUTENb HA3HAYAETCS HA JIOJDKHOCTb M OCBOOOXKIAETCS OT
JNOJKHOCTH PYKOBOJIUTENIEM OPraHU3ALNH.

X.X. Ha 10o/mKHOCTh ACNONPOU3BOAUTENS Ha3HAYAIOTCS JIUIA, UMEIoIue o0Iiee
cpelnHee 00pa30BaHME U CIIELMAIBHYIO MOJrOTOBKY IO YCTaHOBJIEHHOU MpOrpaMMe.

X.X. IlpueM u craya aen npu Ha3HAYCHUH U OCBOOOXKICHUH JAETOTPOU3BOIUTES
0(OpPMIIAIOTCS aKTOM TOCIIE MPOBEPKU COCTOSHUS IOKYMEHTALIUU.

Pa3nen
X.X. Jlemonpou3BOAUTENb TOJJIEPKABACT KOHTAKT C KaJpPOBOM CIY>KOOM

OpraHu3aluu, IPYTUMHU CTPYKTYPHBIMH MOpa3IeICHUSIMU U T.]I.



Pa3znea
JenonpousBoauTeabr O0ECIeUnBaET KOHTPOJb 3a JIOKYMEHTOOOOpPOTOM B

OpraHu3alum.

Bapuanr 2
3aoanue Ne 1

CoctaButh 1 OQOPMUTH TOJIOKEHHE O OYyXTaaTePCKOW CIyKOe MpeampusITHS.
Henocraromue pekBusuthl noanucats. Paznenst rexcra: O6mue nonoxxennsi; OCHOBHBIC

3anaun; OcHoBHble GhyHKIUY; [IpaBa; OTBETCTBEHHOCTD.

CrpykTypa Tekcra:
Pazaen

X.X. ®opmupoBaHHE MOJHOM M JOCTOBEPHOW HHGOOpPMAIMU O JEATEIbHOCTH
OpraHu3allii M €€ UMYIIECTBEHHOM IIOJOXKEHUH, HEO0OXOIUMONW BHYTPEHHUM
MOJIB30BATEISAIM  OyXTaNTepCKOW OTYETHOCTH - PYKOBOAUTEISM, YUYPEIUTEIISIM,
YYaCTHUKaM M COOCTBEHHHMKAM HWMYIIECTBA OpraHW3allud, a TakKe BHEIIHUM -
WHBECTOpaM, KPEJAUTOPaM U IPYTUM IOIb30BaATEISAM OyXTalITepCKON OTYETHOCTH;

X.X. Ob6ecneuenne uHpopmaiuent, HEOOXOIUMON BHYTPEHHUM U BHEIIHUM
MOJIb30BATENISIM ~ OyXTraldTepCKOM OTUETHOCTH [UJIi  KOHTPOJS 32 COONIOACHUEM
3akoHomarenbcTBa Poccuiickon ®Penepauuyd 0Opud  OCYHIECTBICHUM OpraHU3aluen
XO3MCTBEHHBIX OIEpalMii M HMX I1eJIeCO0OPa3HOCThbIO, HAIMYMEM U JIBUKEHHUEM
MMYIIECTBA U  0053aTENIbCTB, MWCIOJIB30BAHUEM MaTEpUAIbHBIX, TPYJIOBBIX W
(MHAHCOBBIX PECYPCOB B COOTBETCTBUU C YTBEPKICHHBIMA HOPMaMH, HOPMATHBAMU U
CMETaMu,;

X.X. IlpenmorBpamieHne  OTPULIATEIBHBIX  PE3YJIbTATOB  XO3AWCTBEHHOM
NEATEIIbHOCTH  OPraHU3alUd U BBIABICHUE BHYTPUXO3SWCTBEHHBIX  PE3EPBOB
oOecrieueHus ee (PUHAHCOBOM yCTOWYUBOCTH.

Paznen
X.X. 3ampamuBarh ¥ MoJiy4aTh OT mojipasaeineHuii Opranuzanuu HeoOXouMbIe

IUTsl paOOThI CBEJEHUSI U MAaTEpUAIIbl U HAIMIPABJIATh UM HEOOXOIUMYIO UH(OPMALIHUIO 110



COOTBETCTBYIOIIUM BOIIPOCAM.

X.X. TlpuBnekats noapazaeneHusi OpraHu3aiy K BBINOJHEHUIO COBMECTHBIX
paborT.

X.X. IIpoBoauTh COBELIAHUS M Yy4YaCTBOBaTh B COBELIAHUAX APYTUX IMOJ-
pazaenenuit OpraHusalyy MpU PpacCMOTPEHUHU BOMPOCOB, BXOASIIMX B KOMIIETECHIIUIO
byxranrepuu.

X.X. BHOCHTB Ha pacCMOTpeHUE PYKOBOJACTBY Opranusanuu:

X.X.X. Bompocsl, cBsizaHHbIe C (HUHAHCOBO-DKOHOMHYECKOW JESITEIbHOCTHIO
Opranu3zanum.

X.X.X. Tlpennoxenuss 00 W3MEHEHHHM CTPYKTYpPbl W IITATHOTO PACIHUCAHUS
byxranrepun.

X.X.X. IlpemyioxxkeHus O NMOOLIPEHUN B YCTAHOBIIEHHOM IOPSAKE COTPYIHUKOB
Bbyxrantepun 3a BEICOKHE PE3YJIbTAThI TPY/IA.

X.X.X. IlpemynoxeHnss O NPUMEHEHWH K COTpyAHUKaM byxranrepum wMep
JUCHUIUIMHAPHOM  OTBETCTBEHHOCTM B  COOTBETCTBUM C  JCUCTBYIOIIMM  3a-
KOHOJATEIIbCTBOM.

X.X.X. [Ilpemnoxenus o HampaBlIeHUH COTPYAHUKOB byxrantepum Ha ydely
(MepenoaroToBKy, MOBBIIIEHNE KBATM(UKAIMK), HA CTAXUPOBKH M B KOMAaHIMPOBKH.

X.X. IlpencraBnsate OpraHu3anuio B yCTAHOBJIEHHOM IMTOPSIKE BO BCEX OpraHax u
OpraHmM3alusXx, a TaKXe B OTHOIICHHSX C (PU3MYECKUMH JIMIIAMU TI0 BOMpPOCaM,
OTHOCAIIIMMCS K KOMIIETEHIIMHU byxranrepun.

Paszpnen

X.X. OTBETCTBEHHOCTH 32 KaYECTBO U CBOCBPEMEHHOCTH BBHIMOJHEHUS (DYHKITHIA
Oyxraitepuu, MpeayCMOTPEHHBIX HacTOSAIIUM [lookeHreM, HEeCeT IIIaBHBIN OyXranrep.

X.X. Ha rmaBHOro 0Oyxraiarepa Bo3Jaaraercs nepcoHaibHasi OTBETCTBEHHOCTh 3a:

- CoOnrogeHne JeHCTBYIOMIETO 3aKOHOJATENbCTBA B MPOIIECCE PYKOBOJCTBA
OyxranaTepuei.

- Opranuzanuio AesTeNbHOCTH OyXTraaTepHUH MO BBHITOJIHEHHIO 3a1a4 U (QYHKIIHH,
BO3JIO)KEHHBIX Ha OyXTanTepuio.

- CobOmtonenue paboTHUKaMU OyXrajaTepud HPOU3BOACTBEHHOM W TpPyAOBOM



JUCUUIUINHBIL.

- OpraHuzanuio B OyXrajaTepuu OINEpaTUBHOW M KAayeCTBEHHOW MOJITOTOBKU
JOKYMEHTOB, BEJICHUE JAEJIONPONU3BOICTBA B COOTBETCTBHUHU C IEUCTBYIOLIMMH ITPAaBUIIAMU
Y UHCTPYKIUSMHU.

- OOecrnieueHne COXPAaHHOCTH HMYULIECTBA, HAXOMSILErocss B OyXrajirepuu u
coO0JII0ICHUE MTPABUII MTOXKAPHON 0€30MaCHOCTH.

- CocraBiieHue, yTBEpKIACHHE M TPEICTABICHUE TOCTOBEPHONM HMH(OpManuu o
NEeATEIIbHOCTH IPOU3BOACTBA.

X.X. OTBETCTBEHHOCTh JAPYTUX paOOTHUKOB OyXrajnTepuu YyCTaHaBIUBAETCS
COOTBETCTBYIOIIUMHU UHCTPYKIUSMH.

Paszgen

X.X. Byxranrepckas ciyx0a (nanee - bByxranrepus) siBisieTcsi caMOCTOSATENbHBIM
CTPYKTYPHBIM MOJIpa3ieICHUEM (manmee - Opranuzarus).

X.X. Dbyxranrepus B CBOEH AEATEIBHOCTH PYKOBOJACTBYETCS AECHCTBYIOIIMM
3akoHomarensCcTBOM Poccniickon @epepanun, Ykaszamu Ilpesmpenta Poccuiickon
@enepanuy, MOCTAaHOBICHUSIMU U pacnopspkeHusimua  [IpaButenscrBa Poccuiickon
®epnepanuu, YcrtaBom OpraHuzaiuu, NpUKa3aMud U pacrnopsikeHUusMu [ eHepanbHOro
nupekropa Opranuszanuu, HacTosmuM llosokeHMeM W JIpyruMM HOPMaTHUBHBIMU
aKTamu.

X.X. Dbyxranrepus MOAYUHSIETCS HEIMOCPEACTBEHHO T€HEPATBbHOMY IUPEKTOPY
Opranu3zanum.

Paszpnen

X.X. ®opMUPOBAHNE YUYETHOU MOJUTHUKU B COOTBETCTBUM C 3aKOHOAATEIBCTBOM O
OyXrajaTepckoM ydeTe W HCXOAs U3 CTPYKTYphl U OCOOEHHOCTEW JeATEIbHOCTH
MPEANPUSTHSI, HEOOXOIUMOCTH O00ECTICUeHHS eT0 (PMHAHCOBOM yCTOWYHBOCTH;

X.X. Pabora mo moAaroToBke W MPHUHATHIO paboOYero IjiaHa CcYeToB, (opM
NEPBUYHBIX YYETHBIX JOKYMEHTOB, MPUMEHSEMBIX M1 OQOpPMICHUS XO3UCTBEHHBIX
orepaluii, o KOTOPHIM HE MPEyCMOTPEHBI TUITOBBIE ()OPMBI;

X.X. Pazpabotka ¢opM JTOKYMEHTOB BHYTpEHHEH OyXraiaTepcKoil OTYETHOCTH;

X.X.O06ecneuenue nopsaka NpoBeAeHU MHBEHTAPU3ALINIA;



X.X. KOHTpOJIb 32 IPOBEAEHUEM XO3MCTBEHHBIX ONEPALIUA;

X.X. Ob6ecnieueHre COOMIOICHUSI TEXHOJOTUU O0OpabOTKU OyXrajaTepcKoi
MH(pOpMaIU U NOPsi/IKa TOKyMEHTOO00pOTa;

X.X. DOpMHUPOBAHUE U CBOEBPEMEHHOE IIPEAOCTABIIEHUE [IOJIHON U IOCTOBEPHOM
OyxraJiTepckod HMH(pOpMalUUU O ACSITEIbHOCTH NPEANPHUATUS, €r0 HMYIIECTBEHHOTO
ITOJIOKEHMS, JOX0AaX U pacxoaax;

X.X. CBOEBpEMEHHOE OTPaKEHUE Ha cueTax OyXrajaTepcKoro yyera oneparui,
CBA3aHHBIX C JBHKEHHEM OCHOBHBIX CPEJICTB, TOBAPHO-MAaTEPUAIBHBIX LICHHOCTEH H
JEHE)KHBIX CPENCTB;

X.X. CBOEBpEMEHHOE U MTPaBUIILHOE O(DOPMIICHHE IOKYMEHTOB.

ITPAKTHYECKOE 3AHATHE Ne 3
«CocrapiieHue 1 0()OpMJICHHE PACTIOPAIUTEIBHBIX JOKYMEHTOB)»
Tema: PacniopsiaureabHast JOKYMeEeHTaALUSA
Heanb: OBnageTs yMEHUAMU U HABBIKAMU 10 COCTABIIEHUIO PACHIOPSIUTEIBHBIX

JOKYMEHTOB ¥ UX 0(POPMIICHHIO.



[Tpo10mKUTEIBHOCTh 3aHATHM: 2 Yyaca

1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECITEYEHUE:

1.4. WuauBugyanbHbIC 3a1aHUS

1.5.  Meroauyeckue peKOMEHAAIMH 10 BHIMOJIHEHUIO MPAKTUYECKOTO 3aHATHS

1.6.  Jluneiiku, py4ku, Oymara

2. JINTEPATYPA:  bacakoB M.U. [enonpousBoactBo (JlokymeHTallMOHHOE
oOecrieuenue ynpanienus): yueonuk /M.U. bacakos, O.1. 3ameiikoBa. — PoctoB wv//1:
®denunkc, 2017

3. OBILLIME TEOPETUYECKUE TTOJIOXEHU A 110 BBITTOJIHEHUIO

[MPAKTUYECKOI'O 3AHATUA:

JIrobass opraHuzanMs HaAeNseTCs MPaBOM M3JaHUS  PACTIOPSAUTEIbHBIX
TOKyMeHTOB. OCHOBHOE Ha3HAUYCHHE PACTIOPSIUTEIIBHBIX JOKYMEHTOB — PEryJIMPOBaHUE
NEATEeIbHOCTH, TIO3BOJISIIOIIEE OpraHy yHpaBjieHUs OOECHeYuBaTh peaau3aluio
MOCTaBJICHHBIX Mepel HUM 3aaad. OT TOro, HACKOIBKO 3(P(EKTUBHO PEryJHpyeTCs
TESTETFHOCTh OPTAHU3AINH, 3aBUCST PE3YyIbTaThI €€ PaOOTHI.

PacnopsurenbHasi 1€AT€IbHOCTh OpraHU3aluu JOKYMEHTHPYETCSI TOCPEICTBOM
W3/IaHUS IPUKA30B.

[Ipukassl moapa3aeisitOTCs Ha MPUKA3bl KO OCHOBHOU 0esiMmenlbHOCU U HO TUYHOMY
cocmasy.

Ilpukazamu no ocnoenoit desmenvHocmu 0HOPMIISIOT PEIICHUS PYKOBOIUTEIIS,
CBSI3aHHBIC C OpraHMU3allue pabOoThl, MOPSAKOM JEATEIbHOCTU MPEANPUATUS U €ro
CTPYKTYpPHBIX Tojapa3zaencHuil. OHU U31ar0TCs, Korjaa TpeOyeTcs JOBECTU 0 CBEACHUS
JTUPEKTUBHBIE JOKYMEHTHI, TOCTYNHUBIINE W3 BBIIMIECTOSIINX OPraHOB, U HEOOXOAUMO
HAMETUTh KOHKPETHBIE MEPONPUSTHS, OMPEACIUTh  OTBETCTBEHHBIX JIUIl, CPOKHU
BBITIOJIHEHHS 3TUX MEPOTIPHUATHUH.

[Ipuka3el MoOryT OBITh HOPMATHMBHBIMM U UWHAWBUAyalbHbIMU. [Iporecc
COCTaBJICHHUS U O(OPMIICHUS TIPUKa3a PETIAMEHTHPYETCS UHCTPYKIUSIMU 10 paboTe ¢
JOKyMEHTaMu, MpaBUJIaMU O TOPSAJIKE MOATOTOBKM MPOEKTa NpHUKaza U JPYyTUMU
MpaBOBbIMU akTaMHu. B HUX mpegycmarpuBaercsi oOs3aTelibHOE COOJIOJIEHHUE psna

TpGGOBaHI/Iﬁ 1 IIpaBuJl, KOTOPLIC HOJIKHBI 00eCIIeYnTh IOPUANYCCKYIO IMOJHOOCHHOCTD



JOKYMEHTOB, ONEPATUBHOE WX MCIIOJHEHUE, MPABUIBHOE U BCECTOPOHHEE PEIICHUE
BOIIpOCA.

[IpoekT mpuKaza TMOMJICKUT O00S3aTEIbHOMY COTJIACOBAHUIO CO  BCEMHU
3aMHTEPECOBAHHBIMH JIMI[AMU JTAHHOTO YUPEXKJCHUS, a IPU HEOOXOIUMOCTH U JPYTUX
opra"nusanuii. B ciydae HapylieHHsi YCTaHOBJICHHBIX MpPaBWJ HW3JaHUs IIpUKa3a OH
TEPSIET IOPUIUYECKYIO CUIIy U HOMJICKHUT OTMEHE. K MpoekTy mpukasza mpuiiararorcs
JOKYMEHTBI, 000CHOBBIBAIOIIME €T0 1IEIECO00Pa3HOCTb.

[Ipuka3 BcTymaer B CHJIy C MOMEHTa €ro IMOJIUCAHUS, €CJId MHOTO CpOKa He
yka3zaHo B Tekcte. [IpaBo moamucu mpukasa omnpenensieTcs 3aKoHoJaTenbcTBoM. Kak
IPaBUJIO, MPABO MOANKUCHU MPHUKA3a UMEIOT PYKOBOAUTENHN U UX MEPBbIC 3aMECTUTENH, A
TaKK€ HEKOTOpbI€ JOJDKHOCTHBIE JIMIIA B COOTBETCTBUM C HUX OOS3aHHOCTSIMH,
MOJTHOMOYMSIMU YU KOMIETEHIIUEH (mpuitoxkeHue 1).

[Ipuka3pl M3Ma0OT HA OCHOBAaHMM M BO MCIIOJHEHUE ACHCTBYIOIIMX 3aKOHOB,
YKa30B, TIOCTAHOBJICHUM W PEIICHUU MPABUTENICTBA, MPUKA30B U UHCTPYKIUU
BBIIIECTOSIIIUX OPraHOB. PyKOBOAUTENh MOKET U3/1aTh IPUKA3 10 BCEM BOIIPOCAM CBOEH
KOMIIETEHIIUH.

B GonpImmHCTBE ciydaeB MpUKa3 JEHCTBYET MOCTOSIHHO, MOKa He Oy/IeT OTMEHEH
WM TI0Ka HE UCTEYET CPOK €ro JACHCTBUS, ONPEACIICHHBIM B TeKkcTe nmpuka3a. OTMeHa
npuKa3a MOXET ObITh NpPOW3BEACHA TOJIBKO KOMIIETEHTHBIM JIMIIOM HJIM OPraHoM.
OTMeHa npuKa3za pacpoCTPaHIETCs TOJbKO Ha OyyIiee, B TO BpeMsl Kak aHHYJIMpPOBa-
HUE MPUKa3a YCTPaHsET Kak Oyayliue, TaK U HACTYUBIINE FOPUANIECKUE TOCIIEICTBUS,
BbI3BAHHBIC U3JJAHUEM ITPUKA3a.

[Ipuka3el O OCHOBHOHM JesATEIBbHOCTH O(GOPMIIIOT Ha OOmMX OJlaHKaX, KakK C
YIJIOBBIM, TaK U C IPOJIOJIbHBIM PACIOIOKEHUEM PEKBU3UTOB.

TekcT mpukasa COCTOUT U3 IBYX 4aCTEU - KOHCTATUPYIOLIEH U paCIOPSAAUTEIIBHOM.

B komcmamupyroweu uwacmu W3NararoT UEIM W 3aJa4yd  IPEANUCHIBAEMbIX
JNEUCTBUM M NPUYMHBI U3IaHUS NPUKa3a, AAlOT CCBUIKY Ha JOKYMEHT, MOCIIYKHBILHMA
OCHOBAHHEM I U3JAHUS TAHHOTO MPHUKA3a.

Pacnopsoumenvnaa uacme TeKCTa MUMEET MOBENMUTENBbHYIO (GOPMY H3JI0KEHUS,

HaunHaetcs cioBoM «[IPUKA3BIBAIO», koTopoe nedararoT NpONUCHBIMA OYKBaMU Ha



otaenbHor crpoke. Ilocme cnoBa <«IIPUKA3BIBAKO» craBsat naBoeroune. B
pacropsiAUTENbHOM YacTH  HW3JIAraloT  MPEINHUChIBAEMbIE  JIEWCTBUS, HAa3bIBAIOT
JTOJDKHOCTHBIX JIMI, OTBETCTBEHHBIX 3a WX BBINIOJHEHUE, W YCTAHABIMBAIOT CPOKHU
HCIIOJHEHUsl. DTa YacTh TEKCTa IMPUKa3a MOXET JCJIUThCS Ha IYHKTBhI, KOTOPHIC
HyMepytoT apadckumu mudpamu. Kaxaplii MyHKT HaYMHAIOT C yKa3aHUS KOHKPETHOTO
JEUCTBUS, BBIPAKCHHOTO TIJarojioM B HeompelneslieHHOW ¢dopme, H  yKa3aHUs
UCTIONHUTENA. B KauecTBe UCMOTHUTENEH MOTYT ObITh YKa3aHbl OpraHU3ald WK
CTPYKTYypHBIE  mojapasieneHus. HaumeHoBaHnue  opraHusaiuu, CTPYKTYpPHOTO
nojapasneneHus, (GpamMwinio, JOHKHOCTh HCIOJHUTENICH, YKa3bIBAlOT B JaTEIbHOM
nagexe. [locneaqHuii MyHKT MpUKa3a COAEPKUT YKA3aHHUE O JIMIE, OTBETCTBEHHOM 3a
UCIIOJIHEHHE MpHKa3a B menoM. Ero mznararor cieayronum obOpazom: «KoHTposb 3a
HCIIOJHEHUEM TMIpYKaza Bo3jaraercs Ha ... (MOJIHO€ HAaMMEHOBAHUE JOJKHOCTH H
(haMmIMKM B BUHUTEILHOM TaJIeXKe).

Ilpukazamu no auynomy cocmagy opopmiIeTCs MpUueM Ha paboTy, IEpeMEIICHUE
o CIIyk0€, YBOJIbHCHHE, MPEOCTABICHUE OTITYCKOB, OOBSIBICHNE TTOOIIPEHUH H T.]I.

B Tekcre mnpukaza MO JUYHOMY COCTaBY KOHCTaTUPYIOLIAs 4YacTh MOXET
OTCYTCTBOBaTh. PacmopsimurenpHas dYacTh HAYMHACTCS TIJ1arojioM, 0003HAYaronuM
nevcreue: HA3SHAUUTH, I[IEPEBECTHU, IIPEJOCTABUTL, OBbBABUTH
BIIATOJAPHOCTDB, OCBOBOAUTD u T.4. ['narosiel nevararorcs oT 0-ro mojaoKeHus
TalynsaTopa.

CopeprkaHue TEKCTa HAYMHAIOT Nevyararh oT 1-ro nonoxenus tadymnstopa (O.1.0
MOJHOCTBIO, JOJDKHOCTh, CTPYKTYpPHOE TMOJpa3/ielieHue, CcojepKaHue JACHCTBUS B
OTHOIIICHUH JIUI[A, O KOTOPOM U3/Ia€TCs IPUKA3).

B npukaze o mpegocTaBiIeHUU OTIMYCKa YKa3bIBAIOT BUJ OTIIYCKa, KOJIUYECTBO
MPEOCTABICHHBIX pa0OUYMX JAHEHN U 1aThl HaYalla U OKOHYAHHUS OTITYCKa.

B npuka3ze 06 0cCBOOOXKAECHUH OT 3aHUMAEMOM JIOJDKHOCTH YKa3bIBAIOT CTAThIO, HA
OCHOBaHHUH KOTOPOM MPOBOAUTCS YBOJIbHEHUE.

[Tocne TekcTa MUILETCS OCHOBaHUE sl U3AaHUA Mpukaza oT 0-ro MoJIOKEHUS
TalysaTopa.

Pacnopﬂafcenue — 9TO HpaBOBOﬁ aKT, HBI[aBaCMBIfI I10 OIICPATUBHBIM BOIIPpOCaM



Ha npeanpuAtusax. OHO UMEET OrPAHMYEHHBIN CPOK JEHCTBHS U KaCaeTCsl y3KOro Kpyra
JOJDKHOCTHBIX JIMLL, IPAKJAAH U CTPYKTYPHBIX MOIPa3AEICHUMN.

TekcT pacnopspKeHUs MMEET Te K€ pa3lielibl, YTO M IpUKa3 MO0 OCHOBHOM
JEeSTEeNbHOCTH, TOJBKO B  pACHOPSAUTENIbHOM YacTH  HUCIOJB3YeTCs  TJIaroil
«ITPEJIJTAT AFO».

4. TIOPAAOK BBIITOJIHEHW A PABOTBI

4.1. O3HakOMJIEHHE C 3aJaHUEM.

4.2. O3HaKOMJIEHHE C OOIIMMH M TEOPETUICCKUMU MTOJIOKEHUSIMHU 10 TEME
IIPAaKTUYECKOIO 3aHATHS.

4.3. OdopmieHue JOKYMEHTOB U TTOKa3 X MPENO0/1aBaTeo.

5. BOIIPOCBI JJIA ITOBTOPEHHM A:

5.1.Kakne TOKyMEHTBI OTHOCATCS K PACIOPSAAUTEIbHBIM?

5.2. Kak cTpoUTCs TEKCT KOHCTATUPYIOLIEN U PACIIOPSAAUTEIbHON YaCTH ITpUKa3a 1o
OCHOBHOM JE€ATEIBbHOCTU?

5.3. Kakue riarossl HCHOJIB3YIOTCS B PACTIOPSIAUTENBHON YaCTU PHUKA30B 10 JINYHOMY
cocTtaBy? UTo cOnepKUTCS B TEKCTE MPUKA30B M0 JUYHOMY COCTaBY?

5.4. HazoBuTE pEKBU3HUTHI PACTIOPSAKEHUS.

6. JOMAIIIHEE 3AJTIAHUE

6.1. OdopMuTh OTYET.

Bapuanr 1
3aoanue Ne 1

OdopmuTe mpuka3 Mo OCHOBHOU JESATEIHHOCTH.
JlaHHBIE JUIs1 COCTaBJIEHUS MPUKA3a 10 OCHOBHOM JIESITEIbHOCTH:
Koncratupyromas yacts Tekcra: B 1ensx coBepuieHcTBOBaHUS AesitenbHocT AO
" " 1 B COOTBETCTBUU C PEUIEHUEM AKIIMOHEPOB OPraHU3aLINH.
PacnopsinurenbHas 4acTh TEKCTA:
- CO31aTh OT/AEJI MAPKETUHTA;

- pa3paboTarh MOJIOKEHUE 00 OT/IeJIe MAPKETHUHTA;

- BBCCTHU B ITATHOC paCIIMCAHUC aIlllapaTa OpraHn3ain CJICAYIOIMIUC N3MCHCHU !



100aBUTh B COCTaB CIIy>KObI MapKETHHTA | MTaTHYIO €IMHUITY - HAYaIbHUK OT/eIa
MapKeTHHTa C TOKHOCTHBIM oKJaoM 30 000 pyOiieid, 3 mTaTHBIX €IUHUIIBI —
MEHEJKEP - MApKETOJIOT ¢ JIOJHKHOCTHBIM okiagioM 15 000 pyoineit;

- YBEJIMYUTH MeCSUHbIA (PoH oriaTel Tpyaa Ha 75 000 pyosiei.

3aoanue Ne 2

Hcnonb3ys nanHbie 6a30BOr0 MPEANPUATUS, COCTaBbTE U 0()OPMUTE MPUKA3 O
npuemMe Ha padoTy.
3aoanue Ne 3

Odopmute pacniopspkenne «O rpaduke oTmyckoB Ha 20 T.»

Tekcr:

1. PykoBoguTensiM CTPYKTYPHBIX MOJpa3IeiIeHUN MPe0CTaBUTh HHCIIEKTOPY
OT/ieJIa KaJpOB CIUCKH paOOTHUKOB C YKa3aHUEM MPENOIaraeMoro cpoka o4epeiHoro
ornycka B 20 T.

2. Nucnexropy otaena kaapos @.M.O. cocTaBuTh CBOAHBIN I'paUK OTITYCKOB
paboTHUKOB mpeanpusatus Ha 20 T. ¥ MpeICTaBUTh MHE Ha yTBepkIeHne. Cpok
npeaocTaBieHus cBogHOro rpaduka — 10 saBapst 20 T.

HGI[OCTaIOHII/IC PCKBU3UTHI AOIMHIINTC CaAMOCTOATCIIBHO.

Bapuanr 2
3aoanue Ne 1
CocraBbTe 1 0()OpPMHTE MTPUKA3 TI0 OCHOBHOM JICSITEIILHOCTH.
3aoanue Ne 2
Hcnionp3yst nanAbie 6a30BOTO MPEANPHUATHS, COCTABETE U 0POPMHUTE MTPUKA3 O
MPEIOCTABIICHUN OTITyCKa
3aoanue Ne 3
Hcnonb3ys ganHbie 6a30BOTO MPEANPUATHS, COCTaBbTE U OPOPMHUTE MIPUKa3 00

YBOJIbHCHHUH C pa60TBI 110 CO6CTBCHHOMy KCIIaHHIO.



HAMMEHOBAHUWE OPI'TAHU3 AL
CripaBouHbIC JaHHBIC 00 OpraHU3aIuy (MHACKC
MpEANPUITHS CBA3H, IOYTOBBIA ajapec, No

tenedoHa, ¢pakca u T. 1.

ITPUKA3
00 00.0000 Ne 00

IMPUJIOXEHUE 1



MECTO COCTABJICHUS
3aroa0BOK K TCKCTY HAYMHACTCA

C nOpcajiora «o», OTBEYACT HA BOMIPOC «O YCM»

B xoHcTatupyromel 4acTu M3NIaraloTcsi OCHOBAHHUSA, LENH, MOOYAMBIINE PYKOBOACTBO
OpraHu3aluy U3JaTh NpHUKa3. B HEKOTOPBIX CiydasiX, KOTa OCHOBaHUS OYEBHJIHBI,
KOHCTaTUPYIOIIAs 4acTh ONyCcKaeTcs. PacnopsaauTenbHas 4yacTb HAUMHAETCS CO CJIOBA

[TPMKA3BIBAIO:

1. B Hayase myHKTa MPUBOAUTCS HAUMEHOBAHUE NOJKHOCTU ucnonHuTens, ero @. N.0., nimn
HAaMMEHOBAaHHME CTPYKTYPHOTO MOApa3jesieHus (B AaTEJIbHOM MaJexkKe), 3aTe€M UYETKO H3JIaraeTcs
collep)KaHHEe TpeajiaraeMbIX JeHCTBUM (HAYMHAETCS C TJarojia HEompeesieHHOW (opMbl) U
YKa3bIBa€TCSl CPOK UCIIOJIHEHHUS.

2. Crpykrypa NOCIEYIOIIMX IyHKTOB aHajoruyHa. I[IyHKTBI MoOryT pa30uBaThCcsi Ha
noanyHKThI (1.1,2.3 u 1. 1.). B 0TA€TBHBIX CITyyasX TEKCT MOKET MPEACTABIATHCS B BUIE TAOJIUIIBL.

3. B nocnenneM MyHKTE NMpUKa3a IPUBOJIUTCS YKa3aHUE O KOHTPOJIE 32 UCIIOJIHEHUEM MTPUKa3a:
KonTponb 3a ucnonHeHHeM MpuKa3a BO3JOXKUTH Ha... (yKasbiBaeTcsi MoikHOCTh, P.JM.O. umu
HaMMEHOBaHHE CTPYKTYPHOIO MOIpa3/IesieHus ).

HaumeHnoBanue n10mKHOCTH

PYKOBOJIMUTENS (moamuck) N.0.damunusa

Busbl 3auHTEpecoBaHHbIX JIHIL J{OTKHOCTH
noanucek U. O. dpamunms

00.00.00

IMTPUJIOXXEHUE 2

[IpodeccuonanbHo-Texunueckoe yunuiie Ne 10

BBITIVICKA U3 ITPUKA3A
00.00.00
Ne 00



r. bpstack
«O0 obecnieueHny TPOTUBOMOKAPHOU
0€301aCHOCTH U YCUJIEHUH OXPaHbI

B IIEPHUOJ TPA3IHUYHBIX JHEN»

B nensix obecrnieueHus: mpOTUBOIIOKaPHOW O€30MaCHOCTH U YCUIIEHUSI OXPAHBI B

Mepuo Mpa3JHUYHbIX IHEN 1 u 2 mas T.
ITPMKA3BIBAIO:
4. BceM coTpyAHMKaM YYHIIMINA IO OKOHYaHUM padoTsl 30.04. au4HO

npoBeputh coctosiHue TCO u 2neKTponpuOopoB B KaOUHETaX U CJIaTh KAOMHETHI

3aMECTUTEIII0 TUPEKTOpaA MO Y4eOHO-TIPOU3BOACTBEHHOM padoTe a0 15.00.

JlupexTop yunnuiia [Toanuck N.O0.®amunus
Bephno

Cexkperapb [Tonnuce N.O0.®amunus
00.00.00

IPAKTUYECKOE 3AHSITHUE Ne 4
«Cocrasienue u oopmiieHrEe CIPABOYHO-MH(OPMAIMOHHBIX JOKYMEHTOB)
Tema: CnpaBouHO-MHGOPMAITHOHHAS TOKYMEHTALINS
Hean: OBnagerb yMEHUSAMH U HABBIKAMH IO COCTABJICHHUIO CIIPABOYHO-UH(POPMAITMOHHBIX
JOKYMEHTOB U UX 0(POPMIICHHIO.

[TponomxuTenbHOCTD 3aHATHIA: 4 yaca

1. MATEPUAJIBHOE 1 TIOKYMEHTAJIbHOE OBECITEYEHHUE:



1.1. MuauBuyaabHbIC 3a1aHUs

1.2. Meronnueckre peKOMEHAAIUY 10 BBIMOJIHEHUIO IPAKTUYECKOTO 3aHATHS

1.3. Jluneiiku, pyuku, Oymara

2. JIMTEPATYPA:  bacakoB M.U. [enonpousBoactBo (JlokymMeHTallMOHHOE
obecnieuenue ynpapienus): yueonuk /M.U. bacakos, O.U. 3amsbirkoBa. — PoctoB H//1;
denukc, 2017
3. ObIIME  TEOPETMYECKHE TIIOJIOXKEHUA  I1O0  BBIIOJIHEHUIO
I[MPAKTUYECKOI'O 3AHATUA:

Poccutiickue rocyapcTBEHHBIE OpTaHbl BHITIOIHSIOT PACIOPAUTEIbHBIE (DYHKITHH
110 OTHOLIEHUIO K HUYKECTOSIINUM (MIOJYUHEHHBIM) U UCTIOJHUTEIbHBIC IO OTHOLLIEHUIO K
BBILIECTOSIIIUM YUPEKICHUSAM U JIULAM.

JIOKyMEHTHpOBaHUE PA3JMYHBIX CBSI3€M M OTHOLIEHUM C TOJYUHEHHBIMH,
HUKECTOSIIIIMMU  OpPraHU3allisIMA M OTJICJIbHBIMU JIULIAMH, OCYIIECTBIISIETCS ¢ TOMOIIIBIO
JOKYMEHTOB OOIIIETO TMOpsiJIKa — MHUCbMa, TEIErpaMMbl, MPOTOKOJIbI, CHPABKH, AaKThI,
JIOKJIQ/THBIE U OOBSICHUTENIbHBIC 3aITMCKU U T.JI.

B coctaB cnpaBouHO-MHMDOPMAITMOHHOM JOKYMEHTAIIMN BXO/ISIT:

1. IIpoToKOJIbHBIE JOKYMEHTHI (ITPOTOKOJ, aKT);

2. JIokyMeHTHI mepeaBaeMble MO KaHajiaM CBSI3U (Teserpamma, TenedoHorpamma,
CITy’K€OHOE IMUCHMO);

3. CnopaBouHble JOKYMEHTHI (3asiBIEHHE, JOKJIaJHasi 3alucka, OOBSICHUTEIbHAsS
3amKcKa, CIIpaBKa, paclucKa).

Ilpomokon  Qukcupyer Xon OOCYXIEHHS BOIPOCOB Ha COOpaHUSAX, COBEILAHMSIX,
3acemanusix. [lo cmoco0y W TMOMHOTE 3amuMcH MOTYT OBbITh  CTEHOTpaduuecKrMu,
KOHCIEKTUBHBIMU U KPaTKUMH. B 3aBUCHMOCTH OT IMOJIHOTHI OCBELIEHHS XO/a 3ace/laHus
MIPOTOKOJIBI MOT'YT OBITh KPATKUMH U TIOJTHBIMHU. [{aToil MpOoTOKONA SBISIETCS IaTa 3aceIaHus
KOJUJIETHAJIbHOTO opraHa. Hymepauus Beaercs: B npeaenax KajleHIapHOro roja. 3arojioBoK
POTOKOJIa — HA3BaHUE KOJUIETHAIBHOIO OpraHa.

TekcT npoTOKOIa COCTOUT:

v’ 8600nasn wacmo

- IpeziceiaTelnh



- CEeKpeTapb
- COCTaB MPUCYTCTBYIONIUX (B aJI(haBUTHOM MOPSIIKE)
- moBecTka aHA (mewaraercs oT (0-ro MONOKEHUs TalyisITOpa, MYyHKTHI HYMEPYIOTCS
apabckuMu nudpaMn)

v’ ocnoenas wacmo
Crpoutcsi B COOTBETCTBUMH C BONPOCAaMH MOBECTKU AHA. [locTpoenue 3anucu oocyxaeHus
Kaxaoro Bompoca ocymiectsiusiercs no cxeme: CIIVIIHAJIM — BBICTYIIMIIA —
I[TOCTAHOBUIJIN. Ilepen cnoBoM cTaBsIT HOMep mHoBecTku AHs. Ilocime crmoBa craBsiT
nBoetoure. MHunmansl U (paMuiiio OKIAIUMKa THUITYT B WMEHHUTEILHOM TMajieke W
3allUChIBAIOT WBJIOKEHHE COJIEPIKAHUE  BBICTYIUICHUSI. [IpoTokon mnoAnuckIBaeTCs
NPEACENATENEM U CEKPETAPEM.

[Iporokonbsl OQOpMISIIOT Ha OOIIMX W CHEUUATBHBIX OnaHkax (opmara Ay

(mpunoxenue 1).

AKm pesu3uu Kaccwi

PeBu3us kacchl MPOBOANTCS B OMPEIEIIEHHBIX CIyYasx, K 3TUM CIIy4asiM MO>KEM OTHECTH:

- CMeHa MaTepHaIbHO OTBETCTBEHHOT'O JIMLA, KOTOPBI HEITOCPEACTBEHHO OTBEYAET 3a KACCY;
- [Ipu oOHapykeHUM Kpasku IEHEKHBIX CPEACTB WM KaCCOBBIX IOKYMEHTOB U3 KaCCHI;

- [Ipu MMKBUAAUMY IPEANIPUATHS WIH €€ PEOPTraHU3ALMH;

- Ilepen hopmupoBaHreM ro10BoM OyXTraaTepCcKOi OTYETHOCTH;

- Ecni mpou3onumy, Kakue-To Ype3BblyaliHble MPOUCIIECTBHSI.

AKT PEBU3MHM COCTABJISETCS PEBU3MOHHOW KOMHUCCHEH Ha OCHOBAHUM PE3YyJIbTATOB
MPOBEICHHOMN TPOBEPKHU Kacchl (PHIIOKEHHE 2).

Ecnu npoBepka npoBoAUTCSI BHYTPU (PUPMBI, TO AJIsI STOTO MEPOIPHSTUS CO3TAETCs
KOMHUCCHSI B COCTaBe He MeHee Tpex uenoBeK. OOBMHO B HEE OTAENbHBIM NPUKA30M
JUPEKTOpa BKIIOYAIOTCS OyXrajirep, MpeACTaBUTENb PYKOBOJICTBA, HAYAJIbHUK OIHOTO W3
CTPYKTYPHBIX IOJPa3Ae/ICHUI OpraHu3atuy. MarepruanbHO-OTBETCTBEHHBIN COTPYAHUK IPU
ATHUX JIEUCTBUSIX TAKIKE IOJKEH ITPUCYTCTBOBATh, OJTHAKO B KOMHUCCHIO
OH HE BXOJIUT.

Tenegponocpamma

Ilepenaua paznuuHbIX COOOIIECHUI B Mpeaenax JEUCTBUS CBS3U 3HAUUTEIILHO YCKOPSIET U



YIIPOILAET MPOLECC MePeiaun CPOUHON HHPOPMALIUH.

[Tpu nepenaue TenedoHOrpaMMBI ClIeIyeT TPUACPKUBATHCS CISIYIOIMINX PEKOMEHIAIINN:

- TIepeiaBaTh KPaTKyIo U CPOUHYIO MH(POPMAIIIO

- IPOBEPSATH NMPABIIILHOCTH 3aITUCH TTOBTOPHBIM UYTCHHUEM

- TEKCT HE JOJDKEH BKITI0YaTh 6osiee S0 ciioB

- TenehoHOTpamMMa JTOJKHA OBITh TaTUPOBaHA U TMOJIKCaHA JIMIIOM, OT UMEHH KOTOPOTO OHa
nepenaeTcs.

CocraBrsieTcs B OJHOM OJK3EMIUISpE, TMOJIMCHIBACTCS PYKOBOIUTENEM WA
OTBETCTBEHHBIM HcHonHUTENneM. It ogopmiennss ucnonb3yercs Omankud (opmara As
(mpunoxenue 3).

Cnyscebnoe nucomo

OCHOBHBIM CPEJIICTBOM YIIPABICHYECKOM KOMMYHHUKAIIMKM CIIyXaT IHUChMA.
[lepenucka 3aHUMaeT B 00IIeM 00beMe JOKyMEHTauu yupexiaeHus a0 80%. Bubl
JIEJI0BOM MEPENUCKU U UX Ha3BaHUs (MUCbMO, TelerpaMmma, Tenekc, hakcorpamma (akc),
TeneoHOTpaMMa) OMpPENeNsIoTCsS crmocobamMu Tepefadd  JAeoBod  HH(opManuy,
KOTOpbIE TOAPA3NIETSIOTCS Ha JIBA OCHOBHBIX BHJIA - TMOYTOBAsI CBA3b M DIIEKTPOHHAS
CBSI3b (MIpUIIOKEHUE 4).

CopnepxaHueM TEPENUCKH MOTYT OBbITh 3ampoChl, YBEIOMJICHHS, COTJIAIICHHUS,
HAallOMUHaAHUs, TPEOOBAaHMS, PA3bSICHEHUS, MOATBEPXKICHUS, MPOCKOBI, PEKOMEHIAIINH,
TapaHTHH | T. 1.

B 3aBHCHMOCTH OT THIIa TUCBMA U €T0 COJEP)KaHMS TEKCT MHUChMa MOXKET OBIThH
MIPOCTHIM WJTH CIIOKHBIM.

IIpocThie mUCbMa COCTOSIT W3 OOHOM - JIBYX 4YacTEW - BCTYIUICHUS WU 3aKIIOUYCHUA.

CioxkHBIE TIHMChbMA COJIEp)KAT: BCTYIUIEHHWE, OCHOBHYIO YacTh (JI0Ka3aTEIbCTBO),

3aKJIHOYEHHE.
Bce nucsma MOXHO pa3fenuTth no GyHKIMOHATEHOMY MPU3HAKY HA JIBE TPYIIIHL:
1. MUuunmatuBHbIE (3ampoc, Npockda, MPEeTeH3MOHHOE MTMChMO, HATTOMUHAHMUS )
1. OtBetHbIe (MH(MOPMAIIMOHHO-PA3BSICHUTEIbHBIC, TUChMa-3aMpPENIECHUs, MUChMa-
paspenieHusi, COnpoBOAUTENbHbIE MHUChMA)

Kaxnpiii Bua opuiimasbHOro NuchMa UMEET CBOIO SI3bIKOBYIO (hOpMYITY.



3aaenenue ohopmiseTcs TMIHO PAOOTHUKOM OT PYKU B MPOU3BOJILHOM (opme, ToaeTcs,
KaK IMpaBWJIO, HA UMS NIEPBOrO PYKOBOJMTENS Ul MPUHATUS pelleHus. B 3asBneHuu He
IPUHATO MCATh IPEAJIOT «OT», a TAK XKe YIIOTPEOIATh apXanu3Mbl (3apaHee BaM IIPU3HATENIEH,
MPOIy HE OTKa3aTh U T.J.). 3asBJIECHUE C PE3OJIIOLUEN SIBJISIETCS OCHOBAHUEM JJISl M3aHuUs
pacniopsimutensHoro  gokymenta. Odopmisiercss Ha Qopmare A4, 3TO obOecreurBaeT
0JTHO()OPMATHOCTh JOKYMEHTOB JIMYHOT'O JIENa.
Jloknaonvle u o0o0vacnumenvHvle 3anucku ObIBAIOT BHYTPEHHUMH M BHEIIHHUMH.
OdopMIISIFOTCS] pYKOITUCHBIM CITOCOOOM Ha Oymare (popmara Ay.
JloknanHasi 3amucka COAEPXKUT  OOCTOATENbHOE W3JIOKEHHE BOIpOCa C BHIBOJAAMH U
HpeIOKEHUAMU cocTaBuTeNs. B 00bsicCHUTENBHOM 3amiucke pabOTHUK OOBACHSIET IPUUYHMHBI
HEBBINOJHEHUSI KaKOTr0-IMOO paclopsDKEHUsl, MHCTPYKLMH, YCTHOIO YKA3aHWsl, a TaK e
HapyIIEHUs NpaBUIL
4. ITIOPAJOK BBIIIOJIHEHU A PABOThI

4.1 O3HaKOMJIEHUE C 3aJaHUEM.

4.2.03HakoMJIeHME C OOIIMMU M TEOPETUYECKUMHU IIOJOKEHUAMH TI0 TEMeE

MPAKTUYECKOTO 3aHATHUSL.

4.3. OdbopmiieHre TOKYMEHTOB M TIOKa3 WX MPENOaBaTelIo.
5. BOITPOCHI JIA TIOBTOPEHUA:

5.1.Kakue 10KyMeHTbI OTHOCSITCS K CIIPAaBOYHO-UH(OPMALIMOHHBIM?

5.2. Ha3o0BuTE COCTaBHBIE YACTH MMPOTOKOJIA U UX COJEPIKAHUE.

5.3. Kakue cnpaBo4HO-MH(OPMALIMOHHBIE JOKYMEHTBI MOTYT O(OpMIISATHCS Ha
dbopmate As?
6. JIOMAIIIHEE 3AJIAHUE

6.1.0¢dopMuTh OTUET.

Bapuanr 1
3aoanue Ne 1

CocraBbTe U 0(hOopMHUTE MPOTOKOJI OOLIET0 COOpaHUs aKIIMOHEPOB.
[ToBectka nHs: OO yBETMYEHUH YCTAaBHOTO KallUTaIa.

CJIIVIIAJIN: C npemyoxeHueM 00 YBEIMYECHMHM YCTaBHOTO KamuTajla OOIIECTBA.



ITOCTAHOBWJIN: VYBenuuuTh yCTAaBHOM KaIllMTal oOOIIeCTBa Ha

pyoneir. I'OJIOCOBAIJIN: «3A» - rosnocoB, «I[[POTUB» - TOJIOCOB,
«BO3JIEPXKAJINCb» - rOJIOCOB.
3aoanue Ne 2

CocTaBbTe JOKIAIHYIO 3aIIUCKY B aApEC PyKOBOJUTENSI OpraHU3alMKi O TOM YTO, OTIEN
OCHAILIEH KOMIBIOTEPAMHU YCTApeBIIUX MOJENEeH, MHOTME€ M3 KOTOPBIX HMMEIOT
HEHAJIeKHbIE JKCIUTYyaTAllMOHHBIE KAayecTBa, 4YTO, B CBOK OYEpPElb, OTPHULATEIHHO
CKa3bIBaeTcs Ha paboTe oTAena.

3aoanue Ne 3

CocraBbTe TeneoHOrpaMMy B aJpec MPEINpUsITHS O TOM, YTO B CBSI3U C IPOBEICHUEM
pabor Ha rasompoBojyie cpeanero gasieHuss 00.00.00 Oyzaer mpekpaieHa Ha CYyTKH
nojaya ra3za Ha o0bekT. Henocratonme peKBU3UTHI COCTaBbTE CAMOCTOSTENBHO.
3aoanue Ne 4

CocraBbTe U 0()OPMHUTE OTBETHOE MUCHMO.

OtkperToe akironepHoe odmiectBo «PEKOP [I»

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

p/c 78900987654321234567 B 6anke «Poccuilckuii KpeauT»

k/c N2 89765689456534543212, BUK 456321908

23.04.2010 N2 45

Ha N2 01/56 ot 06.04.201 .

Texnnueckomy nupekropy OO0 «Popmyina»

ITo Bameii mpockOe HarpapisieM BaM Mpanic-TUCThI Ha IEHbI KOMILJIEKTOB TOPIOBOTO
000pyI0BaHUs, a TAKKE HOBbIE PEKJIIAMHBIE TPOCTIEKTHI. [IpH MOI0KUTETLHOM pelIEHUN
BOIIPOCA O 3aKYIKE TOPrOBOI'0 00OPY/IOBaHMSI COOTBETCTBYIOLIUE JOKYMEHTBI JOJKHBI
OBITh HallpaBJiEHbl HAYaJIBHUKY OTzena cobiTa Uruatosy B. I1.

Hauvaneauk otnena mapkernnra M. U. Pynenko.

Bapuanr 2
3aoanue Ne 1

CocrtaBbTe 1 0(DOPMUTE aKT PEBU3UH KACCHI.



Komuccueit, Ha ocHoBanuu mipukasza Ne 256 ot “30” nHos6ps 2019 roga, B mpucyTcTBUA

paboTHHKA, OTBETCTBEHHOTro 3a BeneHue kacchl CenesneBoir Mpunbsl [leTpoBHBI,

npoBejieHa peBu3us kacchl peanpusatus OO0 «3edupy» mo cocrosHuo Ha “2” nekadps

2019 roga. B pe3ynbTare nmpoBEACHHOW PEBU3UU YCTAHOBJIEHO cieaytoiiee: OcraTok

HaJIMYHBIX JICHE)KHBIX CPEJCTB B Kacce MO COCTOsHMIO Ha ‘2”7 nekabps 2019 roma

coctasisier 100 565 pybneit. OOHapyxkeHa HemocTaua B pazmepe coctasinset 00 pyoiieit

00 koneek. ®akTUUECKUN OCTATOK HAUIMYHBIX JIEHEKHBIX CPEJICTB B KACCE MO COCTOSTHUIO

Ha “2” nexabps 2019 roaa cocrasnsier 100 565 pyOnei.

3aoanue Ne 2

CocraBbTe U 0(hOopMHUTE 3asBIICHUE O MPETOCTABICHUH OTITyCKa.

3aoanue Ne 3

CocraBbTe U 0(hopMHUTE OOBSICHUTENBHYIO 3aIIUCKY O Mponycke Bamu 3aHsTHi.

3aoanue Ne 4

CocraBbTe 1 0hOpMUTE MUCHMO-TIPUTTIAIIIEHNE B COOTBETCTBUU C MPABUIJIAMH.
BricTaBoUHBIN LIEHTP, PACIIONIO0KEHHBIN 1O aapecy: r. Open, NpocnekT AHIPOIoBa,

23, MpOBOAUT BBICTaBKY-IpMapKy TOBAapOB HapoaHoro norpednenus «Ocenb-201 » u

nmpocuT noaTBepAuTs AO «Ypoxkan» UX ydacTHE B BBICTABKE SIPMAapKe W BBICIATH

UMEIOIIHECS] TPOCTIEKTHl W MaTephaibl i OGOPMIICHUS TEMAaTUYECKOTO CTEHJA.

ITucemo noanucan pykosoaurens rmpoekra B. JI. UecHOKOB.

IMPUJIOXXEHUE 1

5
ITPOTOKOJI
10 11

13

17 (bopma 3acenanmus)
IIpencenarens: N.O0.®amunus
CexkpeTaps: N.O0.®amunus

[IpucyrcrBoBanu: (N.0.Damunust Uiy IpuiiaraeTcsi CucoK



MPUCYTCTBYIOIINX )

[TOBECTKA JIHA:
1. Tlepasrit Bonpoc (popmyaupoBka). Jloknaqauk (HAaUMEHOBAHUE JTIOHKHOCTH, (haMUIIUs,
HMsl, OTUECTBO).
2. Bropoii Bonpoc (GpopmynupoBka). Joknaguuk (opopMIeHnE aHATOTHYHOE).
1. CJIVIHAJIMA:

®amunus N.O. - kpaTkoe WM pa3BepHYTOE U3I0KEHHE COACPKAHUS (OT IEPBOTO
JIM1A).
BBICTYIINJIU:

Gammmus 1.0. - uznaraercs coqepikanue BhICTYIUICHHS (ocie haMUIMu MOKET
OBITH MTPUBEEHA JOKHOCTD BHICTYIAIOIIETO).
[TOCTAHOBUJIN:

1.1. Mznaraercs ¢popMyMpoBKa MOCTAHOBIIECHUS 1O IEPBOMY BOMPOCY -
YKa3bIBaeTCs ACHCTBUE B HEONpPEAEIeHHOW GopMe (MOpYyUHUTh, OPraHU30BaTh U T.I1.),
UCIIOJHUTEIND (AOKHOCTHOE JIUIO, CTPYKTYPHOE TOpa3AeNieHIE), CPOK UCIIOTHEHUS.

1.2. Ananoruaao opopMIIsieTcs MyHKT BTOPOU MTOCTAHOBJICHHUS TI0 TIEPBOMY

BOIIPOCY.

2. CJIVIIAJIU:
OdopmiteHre BTOPOro BOMpoca MOBECTKU JHSI CTPOUTCS aHAJIOTUYHO TEPBOMY.
[Ipencenarens (TToamHrCH) N.0.®amunus
Cexkperapb (moamucs) N.0. Gamunus

[MTPUJIOXXEHUE 2

5

8

AKT

10 11

PCBU3UHN KACChI

OcHOBaHUE:

CocCcTaB KOMUCCHU:

IIpencenarens: JIOKHOCTD, M.O.Damuns



YieHbl KOMUCCHU: IoJDKHOCTD, 1.O.damunns

IoJpKHOCTh, M.O.damuus

[IpucyrcrBoBanu: JIOJDKHOCTh MaTE€pUaIbHO OTBETCTBEHHOTO JIUIIA,
N.O.Oamunus
« » . KOMUCCHEN mpoBeeHa peBu3us kaccel. [lo uToram

IPOBEPKH YCTAHOBJIEHO:

1. Ilo yuyeTHbIM JaHHBIM B KaCcC€ JIOJXKHO OBITh

(cymma)
2. ®akTUYECKHU B Kacce 0OOHApPYKEHO

(cymma)
3. YueTHbIEe TaHHBIE COBMAAAIOT (HE COBIAIAIOT) C (DAKTUYECKUM HATHMYHEM.

CocraBinieH B IBYX dK3EMILIsIpax:
1-ii B OyXranTepuro;

2-1 B KaHIIEJSIPUIO.

IIpencenarens MOJIUCH N.0.damunusa
YneHpl KOMUCCUU HOJANUCH N.O.Oamunus
OJIITNCH N.O.Oamunus

[IpucyrcrBoBain (a) nmpu

COCTaBJICHUHU aKTa IOJIUCH N.O.Oamunus
I[TPJIOXEHUE 3
HAUMEHOBAHHWE OPI'AHU3ALINU 15
TEJIEOOHOI'PAMMA
10 11

17



TEKCT TEJIEOOHOI'PAMMEI (ue 601ee 50 cioB)

JIOIKHOCTD (moamucs) N.O.®amunus
[lepenana: cekperapp @.1.0. [Tpunsina: cexperapp ©.1N.0.
ten. 000 00 00 tea. 000 00 00
Bpewms nepenauu: 00 vac. 00 muH. Bpewms npuema: 00 yac. 00 MuH.
[TPUJIOXXEHUE 4
Pocapxus

denepanbHOE OIOJKETHOS YUPEIKICHHE
"Bcepoccuiickuii Hay4HO-
UCCIIeIOBATEIbCKHI HHCTUTYT
JIOKYMEHTOBEJICHUSI U apXUBHOTO Jiefia"
(BHUMIAM)

[Tpodcorosnas yi., 1. 82, Mocksa, 117393
Ten./dpaxc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKTIO 02842708; OI'PH 1027700380795;
WHH/KIIIT 7708033140/771001001
N
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IHNPAKTUYECKOE 3AHSTHE Ne 5
«Cocrasienue u oopmiIeHHE JOKYMEHTOB 110 TPYAOBbIM MPABOOTHOIIEHUSIM)
Tema: JIoOKyMeHTaLUsI 10 TPYAOBBIM IPABOOTHOLCHUSIM
Hean: OOecreynTh 3aKpeIVICHUE TEOPETUYECKUX 3HAHMA M TPUBUTHE HABBIKOB B

COCTaBJICHUN JOKYMCHTOB OIIPCACIIAIONIUX TPYAOBBIC IIPABOOTHOIICHUA

[TpoaomKATENBHOCTD 3aHATHIA: 2 Yaca

1. MATEPUAJIBHOE 1 TIOKYMEHTAJIbHOE OBECITEYEHHUE:

1.1. ManmBryanbHbIE 3a1aHUS

1.2. Meronnyeckne peKOMEHIAIMH 10 BBIIOIHEHUIO PAKTUYECKOTO 3aHATHUS



1.3. Jluneiiku, py4ku, Oymara
2. JINTEPATVYPA:

2.1. bacakoB M.U. [enonpouszBoactBo (JlokymMeHTallMOHHOE oOOecreueHne
ynpasienus): yueonuk /M.W. bacakos, O.1. 3amebirkoBa. — PocroB u//1: ®ennke, 2017
3. OBLIME TEOPETMYECKHME [IIOJIOXKEHMA  TIO  BBIHIOJIHEHUIO
[TPAKTUYECKOI'O 3AHATHUA:

PacniopsautenbHas A€STENbHOCTh OPraHOB YIIPABICHUS 3aKI0YAlOTCA B TOM, YTO
OHM 3aHUMAIOTCS NOAOOPOM M PACCTAaHOBKOW KaJapoOB, HW3JAIOT psAl JIOKYMEHTOB,
HEO0OXOAMMBIX I'pakJaHaM IPH OCYIIECTBICHUH UMM IIPaBa HA TPY/IL.

JlokymMeHTanus Mo JIMYHOMY COCTaBYy BENETCS ¢ MOMEHTA MOCTYILICHUS TPaXaaH
Ha TPEANpUSATHE, K HUM OTHOCSATCA JOKYMEHTBI: TPYJOBBIE AOTOBOPBI, MPHUKA3bl MO
JUYHOMY COCTaBY, 3asIBJICHUS, XapaKTEPUCTUKH, TPYJOBbI€ KHUKKH, JTUUHbIE KAPTOUKU
U T.J.

OCHOBHBIM JOKYMEHTOM IO y4Y€Ty JUYHOIO0 COCTAaBa B YUYPEXKICHUU SIBISETCA
JUYHas KapTouka paboTHuKa. Bce 3ammcu B HEH JOJDKHBI OBITH JOKYMEHTAJIbHO
00OCHOBAaHBI.

OcHoBHOM (hopMOi1 peanu3annu mpaBa Ha TPYA ABISETCS 3aKIIOUYCHUE MPY006020
002060pa (Konmpakma) B OpraHu3anuu (Ipuioxenue 1).

Ankema 3anoiiHsgeTcs pPabOTHUKOM COOCTBEHHOPYYHO Mpu O(GOPMIICHHH Ha
npeanpustae. J{aHHbIE BHOCATCSI HAa OCHOBAaHWU JIOKYMEHTOB, MPOBEPSIOTCS
CHEIUATIMCTOM I10 KaJpam, 3aBepSI0TCS MOAMUCHIO U MeYaThio (IPUIIOKEHHUE 2).

Xapakmepucmuxka — 3T0 OQUUUATBHBIA JOKYMEHT, KOTOpBIM BBIIAET
aIMUHUCTpALIMS YUPEKACHUSI CBOEMY paOOTHUKY MPU pEUIEHUH psfa BOIpPOcoB. B Hel
MPUBOAMTCS OT3bIB O CIYKEOHOM, 00I1IECTBEHHOU AeATENbHOCTH PAOOTHHKA, OLIEHKA €ro
JEJOBBIX U MOpaJbHBIX KauecTB. Odopmiraercs Ha popmarte Ay (pusoxkeHue 3).

B TekcTe xapakTepuCTUKH MOKHO BBIJIEIUTH JOTHUECKH CBSI3aHHBIE MEXKTY COOOH
COCTaBHbIE YACTH:

1 yactb — ankernbie gaHHbie (D.N.O., 10MKHOCTH, yUEHYIO CTENEHb W 3BaHUE, T'0Jl
POXKJIEHUSI, HAIIMOHAJIBHOCTh, 00pa30BaHUE).

2 4YacTb — JaHHBIE O TPYAOBOM MAEATEILHOCTU (MPOJOJDKUTEIBHOCTh pPabOTHl B



OpraHM3aliy, CBEACHHUS O MPOJABMKEHHHM MO CIyk0e, YpoBeHb MPO(EeCCHOHATBHOTO
MacTepCTBa).

3 4Yactb — COOCTBEHHO XapaKTEpUCTHKA - OIEHKa JEJIOBBIX U MOPAJIBHBIX KayeCTB
(oTHOWIEHME K padOTe, yyacTre B 00IIECTBEHHON KU3HU, TOBEJIEHUE B ObITY, OTHOLICHUE
K KOJUJIETaM 10 padorTe).

4 yacTh — 3aKJIIOYUTENbHAS — COAEPKUT BBIBOJ, B KOTOPOM YKa3bIBAE€TCS Ha3HAUCHUE
XapaKTEPUCTHUKHU.

Texct xapaktepuctuku wusznaraercss B (opme 3-ro naumma. IloamuceiBaet
XapaKTePUCTHKY, KaK MPaBUJIO, PYKOBOJUTENb OpPTraHM3allUd. 3aBepsieTcs TepOoBOi
eYyaThblo.

4. ITOPAAOK BBIITOJIHEHM A PABOTHI
4.1. O3HaKOMJICHHE C 3aJaHHUEM.
4.2. O3HakoMJIeHHE C OOIMMH M TEOPETHUYECKUMHU TOJIOKEHUSIMU IO TeMe
MPaKTUYECKOIO 3aHATHSL.
4.3. OdbopmiteHre TOKYMEHTOB M TIOKa3 WX MPEMOIaBaTEIIIO.
5. BOITPOCHI JJIA ITOBTOPEHUMA:
5.1. Kakue BHbI JOKYMEHTOB OTHOCATCS K IOKYMEHTAIMU T10 JJUYHOMY COCTaBy?
5.2. Kakue TOKyMEHThI PEIbSBISIOTCS MPU NpueMe Ha padboTy?
5.3. Yem oTamyaroTCs NpUKa3bl 10 OCHOBHOM AESATEIHHOCTU OT MPUKA30B MO JINYHOMY
COCTaBy"?
6. JOMAIIIHEE 3AJJAHUE
6.1.0¢dopmMuTh OTUET.
Bapuasnr 1
3aoanue Ne 1
CoctaButh 1 0HOPMHUTH pe3IOME.
3aoanue Ne 2
CoctaButh U 0HOPMHUTH XaPAKTEPUCTHUKY .
3aoanue Ne 3

CocTtaBuTh U 0HOPMHUTH AHKETY.

Bapuanr 2



3aoanue Ne 1
CocraButh U 0HOPMHUTH pE3IOME.
3aoanue Ne 2

CocTtaBuTh U 0OPMHUTH XaPAKTEPUCTHUKY .

3aoanue Ne 3

CoctaButh U 0()OPMHUTH TPYAOBOM AOTOBOP (KOHTPAKT).

TPYJOBOM KOHTPAKT
C paOOTHHKOM
T. « »

[MTPUJIOXXEHHUE 1

201 .

B JIMIIE

JNIEUCTBYIOIIET0 HA OCHOBaHUU

]

uMeHyembli B nanbHeunmiem «llpeampusituey,

C OJHOM CTOPOHBI, U TP.
, IaCIopT: cepus ,

No , BBIJJAHHBIN

, TPOKUBAIOLIMM T10 aApeCy:

, UMEHYEMBII B

nanpHeineM «Pa0OTHMK», C Jpyroil CTOPOHBI,

HNMCHYCMBIC B I[EU'IBHGIZH.IGM

«CTOpOHBDY, 3aKIIOYMJIM HACTOSALIMM JIOrOBOp, B JAanbHelmeMm «Jlorosop», o



HIDKECIIENYIOLIEM:

1. IPEAMET JOI'OBOPA

1.1. IIPUHUMAETCA Ha
paboTy Ha MpeArnpusiTUE B KayecTBE ; HAa JOJDKHOCTD
JUISL  BBIIOJIHEHUS  TPYAOBBIX  OO0sS3aHHOCTEU
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2. CPOK KOHTPAKTA

2.1.Kontpakr 3axmouaercs Mmexny Ilpenmpusituem u PabGoTHUKOM CpokoMm Ha
roga M JEUCTBYET C « __ » 201 r. mo «__ »

201 r.; Ha HeONpeIEeJIEHHBIN CPOK; HA BPEMS BBIIIOJHEHUS PadOTHI,

o0ycioBieHHON HacTosAMM KOHTpakTOM (HEHY>KHOE BHIYEPKHYTh).

3. OBIIME YCJIOBUS KOHTPAKTA

3.1. 3akirouass HacTOSAUIMI KOHTPakT, PaOOTHMK NpUHUMAET BO BHUMAaHHUE, YTO

IIpeanpustue sBuseTCA .

3.2. UcnonHss cBOM HEMOCPEACTBEHHBIE TPYJOBbIE 00S3aHHOCTH B COOTBETCTBUU C

HacrosimiuM Kontpaktom, PaGotHuk Oyaer ucxomute u3 YcraBa (Ilomoskenws)

IIpennpusrtus.

3.3. PaGotauk MTOTYMHSIETCS HEIOCPEICTBEHHO PYKOBOJIUTEIIO,
a Takxe Jlupekropy

[Ipennpusrus.

3.4. PaboTHUK sBJISIETCS TMOJHONPABHBIM YJIEHOM TPYAOBOTO  KOJUJIEKTHBA
[Ipeanpusitusi, y4acTBYET C MPABOM PELIAIOUIETO IoJloca B ACSITEIBHOCTH €r0 00IIEro
coOpanus (KoH(MepeHIUN ).

3.5. PabGoTHuk BIpaBe BBICKA3bIBaTh JIMYHOE MHEHHE IO JIHOOOMY BOIPOCY
nesitenbHocTH [Ipennpustus.

3.6. PaboTHUK MMeeT MpaBo B ciaydae HEOOXOIMMOCTH 3HAKOMUTBCS C IMpaBUIIAMU
BHYTPEHHET0 TPYyAOBOro pacnopsaka [lpeanpusitvsi, KOJUIEKTUBHBIM JOTOBOPOM H
TPYIOBBIM 3aKOHOJATEIbCTBOM.

3.7. Pa0GoTHuKy rapaHTUpyeTcsi OeCHpemsTCTBEHHOE OCYLIECTBICHHE IIpaBa Ha
o0benuHeHue B mpodcor3. Juckpumunanus PaboTHuka B pexXume BpEeMEHH U
BPEMEHM OTJbIXa, OIUIaTe TpyJa WU APYTUX CYIIECTBEHHBIX YCIOBHUSX PAaOOTHI IO
MPUYMHE €ro y4acTus B MPo(dcoro3e He AOMyCKaeTCsl.

4. OBA3AHHOCTHU CTOPOH

4.1. PaboTHHUK 00s13yeTcs:

4.1.1. BBIMOJHATH B COOTBETCTBUU CO CBOEH TMpodeccuer, CrenuaibHOCThIO,
KBaJIM(pUKALIMEH (IOMKHOCTBIO) cienyroume paboTHI:

b

4.1.2. 3a BpeMms JEWUCTBUS KOHTPAaKTa JOCTUYL CIEIYIOUIUX pe3yJIbTaToOB
;

4.1.3. 106pOCOBECTHO, CBOEBPEMEHHO, HAa BBICOKOM MPO(PECCHOHAIBHOM YPOBHE H
TOYHO HCHOJHATH CBOM TPYJOBBIC O0SI3aHHOCTH, COOJIIOAATh MpaBUjia BHYTPEHHETO
TPYJIOBOTO pacnopsnka I[lpennpusitus, WCIONb30BaTh Bce pabodee Bpems s
POU3BOAUTENLHOIO TPYJa, BO3JIEPKUBATHCA OT ACHCTBUH, MeEHIAIOUUX APYTUM
COTPYJTHUKAM BBITOJHATH UX TPYAOBbIE 00S3aHHOCTH;

4.1.4. 3a00TUTBCSI O COXPAHHOCTH OOOPYAOBAHMS, CHIPhS, TOTOBOM MPOAYKIIUH U




nHoro umyiiecrna IIpennpustus, a Takxke COOCTBEHHOCTH APYTHMX PAaOOTHUKOB,;

4.1.5. cBOEBPEMEHHO U TOYHO UCIIONHATH pacniopsikeHus: Jupexkropa [peanpusitus u

HEIOCPEICTBEHHOI'O0 PYKOBOIMUTEIIS;

4.1.6. o pacnopsbkennto JJupexkropa npeanpusiTus Bbl€3KaTh B KOMaHIUPOBKHU;

4.1.7. He pazriamath 0e3 coriacusi HEMOCPEICTBEHHOIO0 PYKOBOJUTENS OJTYYEHHYIO

BO BpeMs pabOThl HAYyYHO-TEXHUYECKYID M HHYID KOMMEPYECKYI0 H

KOH(PUIEHIIUATbHYI0 HH()OPMAIIHIO;

4.1.8. HEMEeOJIEeHHO CTaBUTb B M3BECTHOCTb aaMuHHCTpaumio Ilpennpusarus o

HapyUIEHUW TEXHOJIOTMM TIPOU3BOJICTBA, HEBBIMOJIHEHUH HOPM Tpyda, CiIydasx

XUIIeHUs 1 nopuu umyniectsa [Ipennpustusi.

4.2. llpennpusitue 00s3yercsi:

4.2.1. npenoctaBisaTh PaboTHUKY pabOTy B COOTBETCTBUH C YCIOBUSIMH HACTOSIIIETO

Kontpakra;

4.2.2. obecrieunBath PabOTHUKY YCIOBUS TPY/la, HEOOXOAUMBIE JJIS BHIMOJIHEHUS UM

o0s3aHHOCTEl 1O HacrosdwmeMy KoHTpakTy, B TOM 4MHCIIEe, MPEIOCTaBIATH B

pacnopspKeHUe COTpyAHUKA HEe0OX0IMMbIe TEXHHYECKUE U MaTepuaIbHbIe CPEICTBA B

HCIIPAaBHOM COCTOSIHUU;

4.2.3.000pynoBate  pabouee Mecto PabGoTHuka  ciemymoomeln — TEXHUKOH
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4.2.4. obecrieunBath PaboTHHKA ClenyIONIEeH ClielMalbHON OACKAON, CleUaTbHON

00yBBIO u IPYTUMU CpelcTBaMu WHIMBU Ty AIbHON 3aIIUThI

OpraHU30BaTh HAJIeKAUMH  yXOd 32 3TUMH

CpeACTBaMU;

4.2.5. cobnroaaTh 3aKOHOAATEIHCTBO O TPYJE U IIpaBUiia OXpaHbl TPYIa;

4.2.6. obecnieunBaTh yCIOBUS OIIATHl TPyAa, HOPMBI pab0odero BpEMEHH U BPEMEHH

OTAbIXa B COOTBETCTBHMM C HacTtosmuM KOHTpakToM W JEHCTBYIOIIUM

3aKOHOJIaTEIbCTBOM;

4.2.7. obecnieunTh TOBbIIEHHE PaboTHMKOM  KBamuduKauu W pocTa

NpoeCCHOHAIBHOIO ~ MacTepcTBa  3a  CYET  COOCTBEHHBIX  CPEICTB B
B TEUCHHUE rona;

4.2.8. obecrieuuTh COXPAHHOCTH JJUYHOTO UMYIIECTBA, HHCTPYMEHTA, TPAHCIIOPTHBIX

CpeICTB pabOTHHUKA HA TEPPUTOPUHN TIPEATIPUSTHSI;

4.2.9. npenocTaBUTh aBTOMOOWIJIb JJISl CIIY)KEOHBIX II0€3/JI0K HWJIM BBIIIATUTH

KOMITCHCALIMIO MPU MCIIOJIb30BAHUU ISl CY>KEOHBIX LieJIel JTMYHOrO aBTOMOOWJIS B

CJIEIYIOILLEM ITOPSIIKE ;

4.2.10.B ciyyae cmeptd PaboOTHMKA WM HACTYIUJIEHUS Y HEro MHBAJIMIHOCTH TpPU

WCTIOJHEHUHN TPYJOBBIX OO0S3aHHOCTEN MPOAOJKATH BBIMIAYUBATH JO HCTECYCHUS

CpOKa KOHTpPAaKTa €ro CeMbe WM €My CyMMYy B pa3Mepe CpeIHero 3apadoTka,

nostydyeHHoro PabotHukom 3a Bpems paboTsl 1o KoHTpakTy;

4.2.11. cnenuth 3a TeM, YTOOBI BHEJIPEHHE HOBOM TEXHUKU M OOOPYIOBAaHHS HE

yXyJIaJI0 yCJIOBUS TPyAa; IPUHUMATh HEOOXOIUMBIE MEPHI JJIsl OXPaHbI 3JJ0POBbS U

6e3onacHocTr PaboTHuka npu paboTe ¢ HOBOW TEXHUKON M B HOBBIX yCIIOBUSIX.

Bce 3arparsl o 3TOMy NOAIYHKTY Bo3nararorcs Ha [Ipennpustue.

5. OIUVIATA TPYJIA

5.1. 3a 106pOCOBECTHOE MCIIOTHEHHE TPYIOBBIX 00sI3aHHOCTEN B TE€UEHUE MECSYHON




HOpMBI pabodero BpeMeHH PaOOTHUKY TrapaHTUpyeTcs BbIILIaTa JOJKHOCTHOIO
oknana (TapudHON CTaBKH) B pa3Mepe pyOseii B Mecstl. JloMKHOCTHON
oknag (Tapud) MOBBIMIACTCS B 3aBUCUMOCTH OT HHJIEKCACTOMMOCTU >KW3HH,
OTIPEIEISIEMOTO 3aKOHOIATEIIbCTBOM.

5.2. PaGoTHHK MMeEeT MpaBO Ha MOJYYEHHE MO Pe3yJIbTaTaM CBOEH AesATeNbHOCTU
pPa3NTUYHBIX HaA0aBOK, JOTUIAT, IPEMUM, JPYTHUX BO3HATPAKICHUN B COOTBETCTBUU C
CHUCTEMOM OIUIAThI TPYyAa, ACUCTBYIOILIEH Ha [Ipennpudaruu.

5.3. PabOTHUKY yCTaHaBIMBAIOTCS CIEAYIOUIME BO3HArPAXKICHUS IO pe3yJibTaTraM
paboTbl 3a wMecsl (KBapTaj) IO CIEAYIOIIMM TOKa3aTreasM ©U B pa3Mepe:

5.4. PaGOoTHHKY BBIIUTAYMBAETCSl BO3HArpaX<JI€HUE MO pe3yibTraraM pabOThl 3a ol B
pazmepe pyOJIeii.

6. PABOYEE BPEMS 1 BPEMS OTABIXA

6.1. PaboTHUKY ycCTaHaBIMBAaE€TCd HOPMHUPOBAaHHBIM (HEHOPMHMpOBAHHBIN) pabounii
JIEHb.

6.2. Mecsiunast Hopma paboyero BpEMEHU COCTABIISIET
HopmainibHast npo0JKUTEIbHOCTh padovero AHS He JTOJKHA MpeBbaTh 8 (4) yacos
B JeHb. llepepplB 1 OTAbIXa M NUTaHUS HE BKJIIOYAaeTcs B pabouee Bpems.
[IepepaboTka cBEpX HOPMAJIBHOMN MPOJOJIKUTENIBHOCTH PabOyYero JAHs OIIaYMBAETCS
B JIBOMHOM pa3Mepe 3a KaKIblid yac.

6.3. Bpems Hauana u okOHuYaHUs pabodero JHs, a TAKXKe MepepbiBa JUIsl OTIbIXa U
nutanus  onpenensercs llpaBunamu  BHYTpEHHEro TPYIOBOTO  pacropsijika
[Ipennpusitus 1 pacnopsKEHUs] pYKOBOAUTEIIEH.

6.4. HopmanbHasi IpoJoIKUTENBHOCTh paboyeil Helenu, Kak MpaBuio, HE JIOJKHA
npeBbimath 41 (20,5) wac B Hememo. IlepepaboTka cBepx HOpPMaILHOM
IPOAODKUTEIBHOCTH paboueii HEleIH OIJIauuBAETCs B IBOMHOM pa3Mepe 3a KaXk bl
yac. BbIXoJHbIE AHM TpPEeNOCTaBiIsAOTCS PaOOTHHKY B COOTBETCTBUU C MPABHIIAMH
BHYTPEHHETO TPYAOBOro pacnopsiaka IIpenmnpustus.

JlomyckaeTcss mo Mepe HeOoOXOAMMOCTH TNepepadoTKa CBEpX HOpPMalbHOU
MPOJOJKUTEILHOCTH pab0vYero BpeMEHU, HO IIPU 3TOM MPOAOHKUTEILHOCTh pabovero
BPEMEHU 3a YYETHBIM mepuop ( Mecslla) HE [JOJDKHA IIPEBBICUTH
HOPMAJIBHOT'O YuCia padourX 4acoB ( qaca).

6.6. HounbiM cuntaetcst Bpemsi ¢ 10 yacoB Beuepa a0 6 yacoB yrpa. Pabora B HOUHOE

BpEMsI OIIAUYMBAETCS B IOJIyTOPHOM pa3Mepe.

7. OTIIYCK

7.1. PaboTHHMK MMEET MpaBo Ha €KErOAHbIA OCHOBHOM OTITYCK MPOAOKUTEIBHOCTHIO
KaJIeHAApHBIX AHEH. B 3aBUCMMOCTH OT pe3ynbTaTroB pabOThl €My MOKET

ObITh NIPEJOCTABJIEH JONOJHUTENbHBIA OTHycK. K  eXeromHomy OTIYCKY

BBIIJIAYMBAETCSl MaTEPUAJIbHAS IOMOILb B pa3Mepe pyOneii.

8. COIMAJIBHOE CTPAXOBAHHME U COIIMAJIBHOE OBECIIEYEHHME

8.1. PaboTtHuk B nepuop neiictBust KoHTpakTa Mojieskut COLMaIbHOMY CTPaXxOBaHUIO

U COLIMAIbHOMY 00€CII€YEHHIO B COOTBETCTBUU C JCHCTBYIOIIMM 3aKOHOAATEIHCTBOM

O TPYZE U COLIMAIbHOM 00€CIIeUeHUH.

8.2. Ilpu mocTOsIHHON yTpaTe TPyAOCHOCOOHOCTH (MHBAIUMIHOCTH) B pE3yJIbTaTe

HECUaCTHOTO ClTyyasi Ha IPOU3BOJCTBE paOOTHUKY BHIIUIAYUBAETCS JOMOJHUTEIBHO K




YCTAHOBJIEHHOMY 3aKOHOJATEJIbCTBOM €IMHOBPEMEHHOE TocoOMe B pa3zMepe
OKJIAJI0B.

8.3. B ciydyae MHBaJIMAHOCTH 110 OOJIE3HU WJIM B PE3yJIbTaTe HECYACTHOrO CiIyyasi, He
CBSI3aHHOTO C MPOU3BOJICTBOM, PabOTHUKY BBIIJIAYMBAETCSA €IMHOBPEMEHHOE IT0CO0Me
B pa3mepe OKJIa/I0B.

8.4. B cmyuae cmeptu PaGoTHuMka B Tiepuoja JCHCTBUS KOHTPAKTa €ro CEMbE
BBITUIAYMBAETCS JIOMOJHUTENFHO K YCTAHOBJICHHOMY 3aKOHOAATENIbCTBOM MOCOOUE B
pasmepe OKJIJOB.

8.5. IIpu BpeMeHHOi1 yTparte TpyA0CIOCOOHOCTH pabOTHUKY OTIIAYMBAETCS CTOUMOCTD
JEeKapCcTB W IUIATHBIX  yCIYT  MEIMIMHCKUX  YUYPEXKIAEHUH, B  pasMepe

9. COHMAJIBHO-BBITOBOE OBCJIY)KUBAHUE

9.1. ConmanbHO-0bITOBOE 00CTyXBaHHE PabOTHUKA OCYIIECTBISETCS PYKOBOACTBOM

[IpennpusTyisi B COOTBETCTBUU C PEIIEHUEM O0IIET0 COOpaHUs TPYAOBOT0O KOJUIEKTHBA

Y 32 CYET CPEJICTB, HAIIPABJISIEMbIX HA ATH LIEJIH.

9.2. PabGoTHUKY NpenoCTaBIAIOTCSA CIEAYIOIUE YCIYTHM U JIbFOTHI MO0 COLMAJIbHO-

OBITOBOMY OOCITY’KMBAHHIO, HE YCTAHOBJIEHHBIE JIEHCTBYIOLIUM 3aKOHOJATEIbCTBOM:

9.2.1. BBIIaTAa €AMHOBPEMEHHOTO ITOCOOMS K €XKErOJHOMY OTIIYCKY B pa3Mepe
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9.2.2. exerogHoe mnpenocrtaBieHue PaOOTHUKY M WiI€HaM €ro CeMbd ITyTEBKH B

CaHaTOPHM WK JIOM OT]IbIXa C OIUIATON paOOTHUKOM % CTOMMOCTH ITyTEBKH;

9.2.3. MPEJIOCTABJICHUE KBapTUPHI PaGoTHuky Ha YCIIOBUSIX

10. UBSMEHEHUE, NIPOJOJI’KEHUE U IPEKPAIIEHUE KOHTPAKTA
10.1. U3meHeHne yCcnoBUM KOHTPAKTA, €ro NPOJICHUE U PEKPALIEHUE BO3MOXKHO 110
COTJIAIIIEHUIO CTOPOH B JIF000€ BpeMsi.

10.2. Ilo wucreuennn cpoxka KoHTpakTta OH mpekpamaercs. OTO MPaBUIO HE
pacmpocTpaHsieTcs Ha Clly4ad, KOrjJia TpYJIOBbI€ OTHOIICHUS (HAaKTUUECKU
MPOJOJKAIOTCS U HU OJIHA M3 CTOPOH HE MOTpedoBaia uX mpekpaiieHus. B stom
cinyyae KoHTpakT npojsieBaeTcsa Ha TaKOM e CPOK U C MPEKHUMU YCIOBUSIMU.

10.3. KOoHTpakT MOIJIEKHUT PAaCTOPKEHUIO JTOCPOYHO MO MHMIMAaTHBE PaboTHHKA B
ciIyyae:

10.3.1. ero 601€3HU UM UHBAJIMTHOCTH, MPEMSITCTBYIOIIMUX BBITOJTHEHUIO PAOOTHI IO
Kontpakry;

10.3.2. Hapymenuss pykoBoAcTBOM [lpennpusarus 3aKOHOJATENbCTBA O TPYJE WU
Hactosimero Konrpakra;

10.3.3. n1pyrux yBaKUTENbHBIX IPUYUH ;
10.4. KoHTpakT 10 MCTEUYEHHUS CpOKa €ro ACHCTBUS MOXET OBITb PACTOPTHYT IO
nHunmaTuse [peanpustus no ciaeayronmM OCHOBAHUSIM:

10.4.1. w3MeHEHUs B OpraHu3ald TMPOM3BOJACTBA W TpyAa (JUKBUIALMS
[Ipennpusarus, cCOKpalleHue YHUCJICHHOCTH WM IITaTa COTPYJAHUKOB, H3MEHEHUE
YCJIOBUU TpyJAa U T.IL.);

10.4.2. obnapy:xuBIIeecs HecooTBeTcTBUE PaboTHMKA BBINONHSAEMON paboTe mpH
OTCYTCTBUY BUHOBHBIX JICICTBHUM C €0 CTOPOHBI;

10.4.3. BuHOBHBIC nelicTBUs PaboTHuKa (cHcTeMaTH4ecKoe HEHUCIONHeHuEe 0e3




YBOXUTEIBHBIX TPUUUH TPYAOBBIX 00s13aHHOCTEH, MPOTYJIOB, MOSIBICHNE HA padoTe B
HETPE3BOM COCTOSIHUM M APYTvMe HapyLIECHHsS TPYJOBOW JNMCUUIUIMHBI, pa3rianieHue
KOMMEPUYECKON TaiHbl, HapylieHue I.1. 12.3 Hacrosmero KonTpakra, coBepiieHue
XUIIECHUS U T.IL.).
10.5. YBosnbHeHne no mHuIMaTUBE llpennmpuarus OCymIeCTBIETCS Ha OCHOBAaHHUU
COOTBETCTBYIOIIETO 3aKJIIOYEHUS PYKOBOJIUTENSA CTPYKTYPHOI'O IOJAPA3IEIICHUS
[Ipeanpusitusi, ¢ cOOIIOACHUEM MPU FTOM TPeOOBaAHUH TPYAOBOr0 3aKOHOIATENHCTBA.
11. KOMIIEHCAIUA ITPU TIPEKPAIIEHUU KOHTPAKTA
11.1. TIpu npekpamennn KonTpakra mo OCHOBaHUSIM, IPEAYCMOTPEHHBIM B 11.10.3 1
m.10.4 Pa0oOTHUKY BBIIIJIAYMBACTCS BBIXOJHOE TMOCOOME B pa3Mepe CpeaHEro
MecsuyHOTO  3apabotka. [lpu mpekpamennn KoHTpakTa 1O  OCHOBaHWUSIM,
npeaycMoTpeHHbIM B 11.10.4 3a PaGoTHUKOM TakyKe COXpaHSIETCS CpeaHEMECSUHbIN
3apabOTOK Ha MEPHO/ MONCKa paboThl B TEUEHUE BTOPOTO U TPETHETO MeECsIa CO JAHS
YBOJIbHEHHUS, €cau OH B TeueHHe |0 KameHIapHbIX AHEH TMOCJe YBOJbHEHUS
3apEruCTPUPOBAJICS B CIYKOE 3aHATOCTH B KAUECTBE JIMLA, UILYLIErO padoTy.
11.2. Tlpu ycnoBun npekpaiieHrus KOHTpakTa (10 yBaKUTEIbHBIM IPUYUHAM) HAPSTY
C BBIIIATAMHU, IPETYCMOTPEHHBIMU JIEVCTBYIOIINM 3aKOHOAATEIBCTBOM M HACTOSIIIIUM
KonTpakToM PaboTHUKY BBIIIIAUMBAETCS TAK)KE €IMHOBPEMEHHOE ITOCOOUE B pazMepe
pyouIeii.
12. OCOBBIE YCJIOBUA
12.1. llpennpusarue ciyxuT st PaGoTHHKAa OCHOBHBIM MeCTOM paboThl; PaboTHUK
npuHUMaeTcs Ha pabotry Ha Ilpeanpusitie 1O COBMECTUTENBCTBY (HEHYXHOE
3a4EepKHYTH).
12.2. TpynoBbie ¢GyHKIMU, HE BBITEKarolue W3 Hactosmiero KoHTpakTta, MOTyT
ocyiecTBisAThCs PaboTHrkoM BHYTpH [IpeanpusiTus auiib ¢ coraacus pyKOBOAUTENS
CTPYKTYpPHOTO nojpaszaeneHus u aupexropa [pennpustus.
12.3. PaboTHMK HE WHMeEeT IpaBa BBINOJHATH 1O JOTOBOpaM C JPYTUMH
npeanpUATUIMHA u OpraHu3alusIMu pabory, CBSI3aHHYIO C
, o HacrosmeMy KOHTpakTy, a Takke 3aHUMAaTbCs
JTOOBIM IPYTUM BUIOM JEATEIHPHOCTA B MHBIX MPEANPHUATUSIX U OPTaHU3AIUAX, €CITU
9TO MOKET HAaHECTHM »OKOHOMHYECKMM wuiu wuHoW ymepo Ilpeanpusituro. He
WCIIOJIHEHHUE TaHHOTO IYHKTA SIBJISIETCSA JOCTATOYHBIM OCHOBAHUEM IS YBOJIBHEHUS
PaGoTHuKa.

12.4. Tlpeanpusrue BblIulauuBaeT PaOOTHUKY B TeueHue JHEW TocCIe
3akmroueHUs KoHTpakTa €IMHOBPEMEHHOE IOCOOMe B pa3zMepe pyOJIIei.
[Tocobue He sBisieTcst popMo omiaTel Tpyaa.

12.5. Ilpeanpusitue exxeMecsIYHO BhIIIaunBaeT PabOTHUKY pyOJIeii.

12.6. Bce wMarepuanbl, co3gaHHble ¢ ywyacTueM PaOoTHuUKa M 1O 3aJaHUSIM
[Ipennpusrus sBIAOTCA cOOCTBEHHOCTHIO [Ipennpustusi.

12.7. CropoHbl 6epyT Ha cebsi 00s3aTenbCTBA HE pa3riianiaTh yCJIOBUS HACTOSIIETO
Kontakra 6e3 000101HOTO COTIacHsl.

12.8. VYcnoBuss nHacrosiiero KoHTpakTa MOryT OBITh HM3MEHEHBI TOJBKO IIO
COTJIAIIEHUIO CTOPOH.

12.9. CropoHBl HECYT OTBETCTBEHHOCTb 32 BBINOJHEHUE OO0S3aHHOCTEH IO
HacroseMy KOHTpakTy B COOTBETCTBHUU C ACHCTBYIOIINM 3aKOHOAATEIbCTBOM.



12.10. Coopsl, BO3HMKawIIHE MeXAy cTropoHamu KoHTpakTa, paspemiarorcs B
YCTAHOBJIEHHOM JICWCTBYIOIIMM 3aKOHOJATEIbCTBOM MOPSJIKE.

12.11. Bo BceM ocTanbHOM, HE IPEAYCMOTPEHHOM HACTOSIMM KOHTPAaKTOM CTOPOHBI
pykxoBoacTBytoTcsi Hopmamu K30Ta PO u Vcrasa (Ilonoxenus) [pennpusitusi.

13. TPOYME YCJIOBUA

13.1. Hacrosimuii KOHTpakT cCOCTaBIEH B IBYX AK3EMILIAPAX: MO OJHOMY ISl KaXKI0M
U3 CTOPOH M CUUTAETCA JACUCTBUTENIbHBIM TOJHKO MPU HAIWYUU TOANUCEN 00enx

cTopoH: PaboTHnka u [IpeanpusTys, 3aBEpEHHBIX ICYaTHIO OCIIEHETO.
14. OPUINYECKHUE AJIPECA U IVIATEXXHBIE PEKBU3UTBI CTOPOH

IIpexnpusitue PaboTHuk

IOp. anpec: Peructpanus:
ITouyToBBI anpec: ITouToBBIN aapec:
NHH: [Tacnopr cepusi:
KIIIT: Howmep:

bank: Brinan:
Pac./cuér: Kewm:

Kopp./cuér: Tenedon:

BUK:

15. HOAIIMCH CTOPOH

[Tpeanpusitue PaboTHuk
ITPUJIOXEHUE 2
AHKETA
3anoyHAETCS COOCTBEHHOPYYIHO

1. damunus

Nwms Mecro ms

OTuecTBO GoToKapTOUKH

4x6
2 Ecnu u3mensanu ¢pamMunuio, uMs Win

OTYECTBO, TO YKAKUTE HX, a TAKXKE,
KOTJa, I71€ ¥ 110 KaKOW NpU4HuHe
WU3MEHWIN

3 I'on, yucno, 1 MECTO POKIAECHUS
(ceno, nepeBHs, rOpo, paioH,




o01acTh, Kpai, peciyoauKa)

4 ['paxxnancTBO (€ciiv U3MEHSITH, TO
YKaXHUTE, KOrJa U 10 KaKon
IPUYUHE)

5 OO6pa3oBaHue, KOT/Ia M KaKKe

y4eOHbBIC 3aBEACHUS OKOHYHIIU,
HOMEpa AUIIOMOB, CIIEIIUAILHOCTD
o quruiomy. KBanmdukanwst mo

JIUTIOMY
6 VYueHas cTeneHb, yUeHOe 3BaHUE,

KOI'Jla MPUCBOCHBI, HOMEpa JUIIJIOMOB
7 Kakvmu HHOCTpaHHBIMHU SI3bIKAMH U

sI3pIKaMU HapoJ0B Poccuiickoi
denepaniu BIaJeeTe U B KAKOU
CTeNeHH (YUTaeTe U MOXKETE
00BSCHATHCS, BIIaJIe€Te CBOOOIHO)

8 beimm mu Be1 nnmn Bamm
POACTBEHHUKH CYIMMBI, KOT/Ia U 3a
4TO
9 brun 1 3a rpanuiel, rae, Koraa u ¢
KaKoOH IeJIbI0
10 Brmonasemast paborta ¢ Hadajga TPyAOBOW A TEIHHOCTH (BKIIOYasi yueOy B BBICIIINX

U CPETHUX CIIEIUAIBHBIX yUeOHBIX 3aBEJICHUSX, BOCHHYIO CIIykO0y, paboTy 1o
COBMECTUTEICTBY, NPEANPUHUMATEIBCKYIO JIESITEIbHOCTD U T.I1.)

JIOKHOCTB € yKa3aHHEM MecToHaxoXIeHUE YUPEKACHNUS,

= YUPEXKAECHUs, OpraHu3aluy, OpraHu3aluy, NPEeIIpUATHS

=) OpeanpusITHs (He3aBUCUMO OT

5] = COOCTBEHHOCTHU Y BEJOMCTBEHHOMH
= £ IPUHA]JIEKHOCTH)

- ® | ®

E | &

EE| e

O O X

= I= I

[Ipn 3amojaHEeHUM JAHHOTO WYHKTAa HEOOXOAMMO WMMEHOBAaTh YUPEXKIICHHS,
OpraHU3aIlNH, TPEIMPHUATHS TaK, KAK OHU HAa3bIBAJIOCh B CBOE BPEMS, BOCHHYIO CITYy KOy
3aMUChIBATh C YKa3aHUEM JOJKHOCTA M HOMEPA BOMHCKOM YacTH.

11. Bamm 651m3kue poJICTBEHHUKH (JKeHA, MYK, OTEIl, MaTbh, OpaThs, CECTPHI)

Crenenp damunus, ums, l'onn Mecto paboTsl, Anpec MECTOKUTENIBCTBA
poxcTBa OTYECTBO MECTO JOJDKHOCTh
PpOXKICHUS

12. Umerorcs mu y Bac wiin skeHbl (My»a) pOJICTBEHHUKH, TOCTOSIHHO MTPOKUBAIOIIHE



3a rpaHuIlel (YKaxuTe ux (aMunio, UMs, OTYECTBO, TOJ POXKICHHS, CTCTICHh POJICTBA,
MECTO XKUTEIBCTBO, C KAKOTO BPEMEHU OHM ITPOKUBAIOT 33 TPAHULIEN

13. OTHOILIEHUE K BOMHCKOI 00S3aHHOCTU U BOMHCKOE 3BAHME

14. lomamauii agpec u Homep TenedoHa
15. [NacopT UM TOKYMEHT, €ro 3aMeHSIoIUN (HOMep CepuH, KEM U KOT'/1a BbIJIaH)

16. JlonoTHUTEIIbHBIC CBECHUS (TOCYIapCTBEHHBIC HArPaJibl, y94acTHE B BBLIOOPHBIX
IPEACTaBUTEIIBHBIX OpraHax, Takke Apyras HH(OpMaIHs, KOTOPYIO 0(POPMISICMBbIi
’KeaaeT cooOIHUTh O cebe)

« » 20 T. Iloamuce

@DOoTOKAPTOUKA U JAHHBIE O TPYAOBOM AEATEIBHOCTH, yueOe oPpopMIsIEMOTO
COOTBETCTBYIOT JIOKYMEHTaM, yJIOCTOBEPSIOLIMM JIMYHOCTb, 3aIIUCAM B TPYIOBOH
KHIDKKE, TOKYMEHTaM 00 00pa30BaHuU, BOMHCKOM CITy»KOe€.

M. IL.
(ITonmuck, pamunst pabOTHUKA KaPOBOW CITY>KOBI)

[TPUJIOXXEHUE 3
XAPAKTEPUCTHUKA

Hacrosimas xapakrepuctuka Beinana Ilerpuuenko Banepuro AnaTtonbeBuuy, |
HOs10pst 1978 roma poxaenus, padoraromeMy B LleHTpe conuanbHON 3alMTHI ETEH.
Anpec: yn. Kynaruna 25 (pexBusuthl opranuzanuu) c¢ 16 mas 2013 roma mo
CETOJIHSAIIHUYN JIeHb Ha JOJDKHOCTH « COIMaabHbIN PaOOTHUKY.

CementHoe nonoxenue: xeHar. Cynpyra [lerpuuenko Muna Ilerposna, 11. 12.
1979 r.p. Hderu: Ilerpuuenko Buranuii, 2000 roga poxxnenus u Ilerpuuenko Axna, 2002

roJia poXkKJACHUS.



[Terpuuenko B.A. oxonunn Bousrorpanackuii Ilenarornueckuid YHUBEPCUTET MO
crienuaibHOCTH «IIcuXoorusy, UMeeT KpacHbIN JUIIIOM.

JlaHHBIH COTPYIHUK OTJIMYACTCS BBICOKHM po¢eCCHOHATU3MOM,
MYHKTYaJbHOCTBIO U OTBETCTBEHHOCTHIO. JIMCIUIUIMHAPHBIX B3bICKAHW HE UMEET, €CTh
MOONIPUTENIBHBIE TPaMOThl 3a ydyacThue B KOH(pepeHIMu «3amura Jered —
OTBETCTBEHHOCTh IOCYJapCTBaY.

C xouteraMy Y MOJYMHEHHBIMU HAaXOJUTCS B I0OPOKENATEIbHBIX OTHOILICHUSX,
BCErJa MPOSBISIET CHEPKAHHOCTb, TEPHNEHHE W JCIUMKATHOCTb. B  CIOXHBIX,
KOH(DJIMKTHBIX CHUTYaIUSAX C KIMCHTAMH YYPEXKIACHHUS BCETJa BBIACPIKAaH, KOPPEKTECH,
o0saaeT CIOCOOHOCTHIO CIUIAJIUTh NPOOJEeMy M IEPEBECTH €€ B PYCIO MHPHOTO
KOHCTPYKTUBHOI'O pelieHus. Bpeaubix nmpuBbiuek HEe UMeeT. JKU3HEHHbIE OPUEHTUPDI
IpaBUJIbHBIC, CTPEMUTCS TIOMOTaTh ACTSAM M3 HEOJarornoaydHbIX CeMeH, YUMThIBas MX
noTpedbHoctn u kenaHus. C pajocThi0 NMPUHUMAET Y4acTUE B OOIIECTBEHHOM >KH3HU
KOJUICKTHUBA, IMIOCEIIAET TPEHUHTU JIMYHOCTHOTO POCTa M KYpPChl IOBBIIICHUS
KBIM(PUKALIMH.

JlaHHasg XapakTepUCTUKA BbIJAHA JJIA OpeaocTaBieHus B OpraHbl COUUAIBHON

3aIMATHl HEOJArOMOIYYHBIX CEMEN.

Havaneauk otnena L{enTpa

ConmaiabHOH 3aIUTEI IeTer bob6koBa Hartanest MuxaiinoBua

INPAKTUYECKOE 3AHATHUE Ne 6
«CocraBiienue u ogopmiieHre JOKYMEHTOB 10 (UHAHCOBO-PACYETHBIM
onepanusavy
Tema: JlIokymMeHTalUsI 110 (PMHAHCOBO-PACYETHHIM OIlEPALMAM
Heas: OBnanerh yMEHUSIMH UM HaBBIKAMHU 10 COCTABJICHUIO JOKYMEHTOB IO (PUHAHCOBO-
pacyeTHBIM ONepaIsIM U UX 0POPMIICHHIO.
IIpoxo/LKUTEILHOCTD 3aHATHI: 2 yaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIBHOE OBECIIEYEHHE:

1.1. UanuBuyansbHbIE 3a1aHUS



1.2. Meroanyeckre peKOMEHIALUH 0 BBIITOJTHEHUIO IPAKTUYECKOTO 3aHATUS
1.3. JIuneiiku, pyuku, Oymara
2. JINTEPATYPA:
2.1. bacakoB M.M. JenonpousBoactBo (/lokymeHTalmoHHOE oOOecreueHue
yopasienus): yueOuuk /M.U. bacakos, O.W. 3amsbikoBa. — PocroB v//l: ®deHukc,
2017
3. ObIIME TEOPETMYECKHE TIIOJIOXKEHUA 10  BBIIOJIHEHUIO
I[MPAKTUYECKOI'O 3AHATUA:

VYyeTHas moauTHKA (QUPMBI, TPAMOTHBIA aHaIu3 (HUHAHCOBO-XO3SMCTBEHHOMN
JESITETbHOCTH, B3aUMOJICCTBHE C HAJIOTOBBIMHU CIIY)O0amMH - 3TO MPUHIIUIHUAIBHBIC,
KJIIOYEBbIE MOMEHTHI B paboTe m000ro mpeAnpusTHs, O00JaJalolIero MOJIHON
CaMOCTOATENbHOCTBIO U BBIKMBAIOILIETO B YCIOBUSAX OCTPO KOHKYPEHTHOM OOPBHOBI.

BaxHbIM HarpaBieHUEM YIIyYIIEHUs] padOThl 000N OyXraiaTepuu SBISETCS
COBEpILIECHCTBOBAHME OpPraHU3allMM M BHEAPEHUE JIEJTONPOM3BOJCTBA B  3TOM
nonpaszaenenuu. [IpaBunsHoe cocTaBneHue u 0hopMiIeHHE JOKYMEHTOB 1O (PMHAHCOBO-
pacyeTHbIM OMepalusM B COOTBETCTBUU C JACHCTBYIOIIMMU HOpPMamu - OJIHA U3
00s13aHHOCTEH paOOTHUKOB OyXraiaTepuu.

Jpyroii CyIIeCTBEHHOW CTOPOHOM BEACHUS JEIOMPOU3BOACTBA OyXTraaTepUH
ABJISIETCS] CUCTEMaTH3allisa U XpaHEHUEe BCeX 00pa3yromuxcs 3/1ech JOKYMEHTOB, HEOO-
XOJIMMBIX BIIOCJIEICTBMM HE TOJBKO [UJIsi aHajiu3a (PUHAHCOBO-XO35HWCTBEHHOU
NEATeIbHOCTH (PUPMBI, HO M JIJISI TIPEABSIBICHUS 3TUX JOKYMEHTOB IPHU ayJAUTOPCKOM
MIPOBEPKE, a TAKXKE JJIs CIAYM HA XPAaHEHHUE B YCTAHOBJIEHHOM MOPSIKE B BEIOMCTBEHHbIE
Y TOCYapCTBEHHbBIEC APXUBBHI.

JIokyMeHTBI 110 (PMHAHCOBO-PACUYETHBIM OIEPAIUsIM MOAPA3ACIISIIOTCS:
-pacHopsiANTENBHBIE — COAEpKAIUE MPUKA3 O MPOU3BOJCTBE OMNEpalUU (PacXxOIHbIE
KAaCCOBBIE OpEPA, ICHEKHBIE UEKH );

- OlpaBJiaTeIbHbIE (MMPUXOHBIE KACCOBBIE OpJEpa, KOMUU TOBAPHOIO YeKa, OOBSIBICHUE
Ha B3HOC HAJUYHBIMH);
- OyXTaJITepCKHE — COCTABIIIEMbIC 1O JJAHHBIM OYyXTaJITEPCKOro ydera (OTYET Kaccupa,

ABAHCOBBIN OTUET, aKT PEBU3HU KACCHI);



- OaHKOBCKHE — CBsI3aHHBIE C OGMOPMIICHHEM JCHEKHBIX OINEpaluii MO CcuYeTaM,
NOJIyYEHHEM U TOTall€eHUEM KpEIWUTOB (3asBJICHUE HA OTKPBITUE TEKYIIEro CYeTa,
IIaTeXKHOE TOPYUCHHUE);

- OIO/KETHBIE — CBSI3aHHBIE C YIJIATOM HAJIOTOB UM MOJyYeHUEM OO/ IKETHBIX
ACCUTHOBAHUMU.
PykoBogutenu mpeanpuaATH HECYT MEPCOHAIBbHYI) OTBETCTBEHHOCTh 3a

JOKYMEHTaJIbHBIN (POH]T IPEAIPUATHUS.

Jyis XxpaHeHUS IEHEKHBIX CPEJICTB U OCYIIECTBICHHUS PACU€TOB OaHKU OTKPBHIBAIOT
OPEeNNpUATHSIM B 3aBHCHUMOCTH OT XapakTepa WX JeATEIbHOCTH W HMCTOYHHKOB
(buHAHCHPOBAHUS paCUETHBIC, TEKYIIHE U JPYTHUE CUETA.

OcHoBHas Macca IIaTeXeil MPOU3BOJUTCS B MOPSAKE O€3HATHYHBIX PACUETOB, T.C.
MOCPEACTBOM MEPEUUCICHUS] CYMM C Pacuye€THOTO cueTa IUIaTeNblIMKa Ha PacyeTHBIN
CUET MOJTyyYaTes.

Omnepauuu Mo pacuyeTHOMY (TEKyIIEMYy) CUETy IPOU3BOJATCSA YUPEKICHUIMU
0aHKa MO JOKYMEHTaM CHEIUaJIbHON YTBEPKIEHHON (OPMBI, KOTOpPBIE BBIITUCHIBAIOT
pabOTHUKHU (PMHAHCOBOTO OT/IE€Na WK OyXTraiTepuu MpeaAnpusTUsL.

Haunbonee yacTo NpUMEHSIOTCS CIELYIOIINE: IUIATEKHOE TOPYUECHUE, IIIIATEKHOE
TpeOoBaHUE-TIOpYUYCHHE, CUeT-(PaKTypa, 00bIBICHUE HAa B3HOC HAIMYHBIMU, ICHEKHbIE U
pacueTHbIC YEeKH, BBIMHCKU U3 PACUETHBIX (TEKYIIMX) CUETOB, 3asBICHUS (00 OTKa3ze OT
aKIernTa, Ha aKKpeIUTHB, Ha BbIAYy CCYbI U Ip.).

[TopsimoK OTKPBITUSL M 3aKpPbITHSI PACUETHBIX, TEKYIIMX U OIOJKETHBIX CUYETOB
OPEeaNpUITUSIM (OpraHu3alusIM, YUPEXKICHUAM), a TAKKE IIPABUIIa COBEPILEHUS 110 HUM
oleparuii onpee’aeHbl COOTBETCTBYOIMMU HOPMAaTUBHBIMU JOKYMEHTaMH.

Jiist oopMITeHHS OTKPBITUS TIPEICTABISIOTCS CIEAYIONNE TOKYMEHTHI:
- 3as1BJIEHHE 00 OTKPBITUH CYETA;

- KOIHS JJOKYMEHTa O CO3JaHUU MPEIPHUSITHS;

- KOMUS YTBEPKIECHHOT O yCTaBa (ITOJI0OKEHU);

- KapTouKa ¢ o0pa3LaMu NOJNUCEN U OTTUCKOM IeYaTu U Jp.

3asBiieHHEe 00 OTKpBITUM CuUeTa MPEACTABIAETCA IO YTBEPXKIECHHOU (opme
(mpunoxxenue 1).

KapTqua C O6p3.3HaMI/I HOHHHCGﬁ N OTTHCKOM IICYATH MPCACTABILACTCA II0



yTBEpKIIeHHON (hopMe B JBYX dK3eMIULsipax. B Hee BKitowaroTcs oOpasibl MOIMUCEH
BCEX JIML[, KOTOPBIM IIPEAOCTABJICHO IPABO IEPBOM U BTOPOW IMOIIKUCH HA JCHEKHO-
pacueTHBIX JOKyMeHTax. Kaprouka 3aBepsieTcsi MOANUCHIO PYKOBOIUTENS (MM €ro
3aMECTHUTENIEM) BBILIECTOSIIECH OpraHu3alui U Me4aThio WIM HOTApUAIbHOW KOHTOPOU
(npunoxxenue 2).

Bce (uHaHCOBO-pacyeTHbIE JOKYMEHTBI COCTABIISIIOTCS 3a JIBYMS MOJIUCAMH
(mepBoit U BTOPOI).

[IpaBo 1epBOM MOANWCH MNPUHAMICKUT PYKOBOAUTEIIO MNPEANPUATHS, KOTOPOMY

OTKPBIBACTCA CYCT. HepBon IIOAIMMCh MOI'YT CTABUTb TAKXKC WM AOJLDKHOCTHBIC JIMIIA,
YIIOJTHOMOYCHHBIC CaMHUM PYKOBOIHUTCIICM, CCJIM TAKOC IICPCAOBCPHUC IMTOJIHOMOYMHA HC

3allpCIICHO BBIH.I€CTO$IHICﬁ opraHmauHeﬁ.

[IpaBo BTOpOI MOANWCH MPUHAIICKHUT TIaBHOMY Oyxranrepy. OH CaHKIHMOHUPYET
3aKOHHOCTh MPOU3BOANMBIX ornepanuid. [Ipu oTcyTcTBHUM B mITaTe TIaBHOTO OyXranrepa
IpaBO BTOPOH TMOAMHCH MOXXET OBITh TMPEAOCTABICHO OyXraiarepy WM JIpyroMy
JIOJHKHOCTHOMY JIMILY, HAa KOTOPOE BO3JIOKEHO BEICHUE OyXTalTEepCKOro y4eTa U OT4eT-
HOCTH.

CB0OOIHBIE CTPOKHU B MECTE, OTBEJICHHOM JJIs1 00pa310B MOMHUCEH, JOKHBI OBITH
IPOYEPKHYTHI.

Pe3ynbraThl peBU3UU OQOPMIISIOTCS aKToM. B akTe peBu3um (akTHUecKue
OCTaTKH JICHEeKHOW HATMYHOCTH COIMOCTABIISIFOTCS C YYETHBIMH JaHHBIMH, TIOCIE YeTro
OTIpeeIIAETCSl HeloCTaya WU M3JIMIIEK JIEHEKHBIX CPEelCTB. AKT 0opMIIsieTCs B ICHb
PEBU3UM KacChl HE MEHEE YEM B JIBYX 3K3eMIUIApax (MpuiioxeHue 3).

3areM aKT TMPEACTaBISETCS HAa YTBEPXKICHHE PYKOBOIUTENIO MPEATPHUSATHS,
opranuzanuu. Pe3ynbTarbl peBU3MHM HAXOIAT CBOE JajibHEHIee OTpak€HUE B CUETax
OyXrajaTepckoro yuera: H3JIMIIKA MPUXOAYIOTCA, a HeAocTaya YACpKUBACTCS C
MaTepuaibHO-OTBETCTBEHHBIX JIMII.

[InaTexxHoe MOpyYEHUE - 3TO PACIIOPSHKEHHE MPEIIPUATHS YUPEKICHUIO OaHKa O
CIHCAaHUU C €r0 PacueTHOrO CYEeTa OIpPENEeNIeHHOW CyMMBI (COTJIACHO MpUIIaraeMbIM
JOKYMEHTaM) B TOTallleHrne CBOMX 00s3aTenbecTB. OHO COCTaBISETCS HA CTAaHAAPTHBIX

Osankax (mpunoxxenue 4).



Ecnu miarenpliMK NEPEYrcasieT CPEeICcTBAa  OAHOBPEMEHHO  HECKOJIBKHUM
[OJIy4aTesisiM, TO MOKHO MCIOJIb30BaTh CBOJHOE IUIATEXKHOE IOpydeHue. B omHO
IOpYyYEHUE MOTYT BKJIIOUAThCA JIMOO TOJBKO MECTHBIE IOPYYEHHMs], JIMOO TOJIBKO
WHOTOPOJIHUE.

[TnaTe>XHBIMU TOPYUYEHUSMUA MOTYT TPOU3BOAUTHCS:

- pacyeThl 32 TOBAPHO-MaTepUaIbHbIE IEHHOCTH, BBINOJHEHHbIE pa0OThl U OKa3aHHbIE
YCIIyTH;
- pacyeTsl 10 HETOBAPHBIM ONEPALIHM;
- LEJNEBblE€ NEPEBOJBI MUHHUCTEPCTB, BEIOMCTB M JAPYIMX OPraHOB XO3SIMICTBEHHOI'O
yYIpaBJICHUS Ha MOTAalIEHUE MPOCPOYEHHOM 3aJ0JDKEHHOCTH ITOJBEIOMCTBEHHBIX WM
OPEIPUITUNA 32 TOBAPHO-MAaTEPHAJIbHBIE LIEHHOCTH, BBIIIOJHEHHBIE pa0O0ThI, OKa3aHHBIE
YCIIYTH ¥ IO ccyiaM OaHKOB.
4. TIOPAJOK BBIIIOJIHEHUA PABOTbI
4.1. O3HaKOMIJIEHHUE C 33]IaHUEM.
4.2. O3HakOMJICHHE C OOMIMMH M TEOPETHUYECKUMH TOJOXKEHUSIMH IO TeMe
PaKTUYECKOIO 3aHATHS.
4.3. OdopmiieHre TOKyMEHTOB U TIOKa3 UX MPETOaBaTeNIo.
5. BOITPOCHI U ITOBTOPEHMA:
5.1. Kakue 10KyMEHTBI OTHOCSTCS K (PUHAHCOBO-PACUYETHBIM?
5.2. Tlepeuucnute TpeOOBaHUS, MPEABABISAEMbIE K OPOPMIICHUIO U COAECPKAHUIO
(bMHAHCOBO-PACUETHBIX JOKYMEHTOB.
5.3. KakoBbl 11e/1M U TOPSAOK OTKPBITHS cUeTa B OaHKe?
5.4. Kak cocTaBnsieTcss akT pEBU3UU KacChl?
7. JOMAIIHEE 3AJTAHUE
6.1.0¢dopMuTh OTUET.
3aoanue Ne 1
CoctaBuTh M OQOPMHUTH 3asBJICHHE Ha OTKpBITHE CUE€Ta, KapTOUYKy ¢ oOpaszuamu
HOJNUCEN U OTTUCKOM IE€YaTH.
3aoanue Ne 2

3amnoJIHUTh TUIATEIKHOE MOpYy4YCHUC HA OCHOBAHWH CJICAYIOIMUX JTaHHbIX!



OAO «HoBomraxtuackuii Mexanndeckuiut 3asoa», MHH 615103357,

cuet Ne 40702810000000000077 uepe3z ®Kb «Jlon Texcbank» r.HoBommaxTuHcka
(BUK 046014916, caer 30101810700000000916) nnaTexubiM mopyueHruem Ne 19
ot 04.02.20 . mpou3BeN oIIary 3a BOAy, 3a0MpaeMyto U3 BOJOXO03SICTBEHHOM
cucteMsbl cornacHo ¢ T 13 3akona PO «O6 ocHoBax HanoroBoii cucremsl POy 3a
4 xBaprtan 1998 r. B cymme 300 py6., B Toit uucine HIC 50 py6. Omnara
npousBoautcs B Mecthslit Oromxer (MHH 6151005996, cuer
02048451352251900501). PexBusursl 6anka nomyyarens: Oraenenue Cb PO
250 ITaxTunackoe, r.111axTer, BUK

046014635, cuer 30101810900000000635. By nnatexa - 3JIEKTPOHHO, BUJ OILIAThI
01, cpok mnarexa 04.02.20 , ouepeaHOCTH - 3.

3aoanue Ne 3

CocTtaButh U 0(OPMHUTH aKT PEBU3UU KACCHI.

[MTPMJIOKEHUE 1
3AABJIEHUE HA OTKPBITUE CYETA

(HaI/IMCHOBaHI/Ie npeanpuAaTus, Opranmu3aliu, YUpeKACHHUA - IIOJHOC U TO‘IHOG)

[Ipocum OTKPBITh cyeT

(pacueTHBIH, ETIO3UTHBIN BaJIOTHBIN, CTIEIHAIBHBI OAaHKOBCKHIT U TIP.) (BU BAITIOTHI)
Ha ocHoBaHuM nojoxeHuit 'K PO u HopmaTuBHBIX J0KyMeHTOB banka

Poccun,
HaM H3BECTHBIX M UMEIOIINX 0053aTEIEHYIO CHITY.


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

_ (moamuce) (©.1.0.)
(HanMeHOBaHUE TOKHOCTH

PYKOBOAUTENS)
I'maBHBIN OyxTanTep (MpH HATAYIHAN)

(moxnuce) (®.11.0.)
M.IL « » 20 r.
PACHHOPA)KEHUE BAHKA
Paspemar oTKpbITH cyeT B
(Tun cuera) (BUA BaNIOTHI)

(HauMeHOBaHME TPEIPHUATHS, OPTaHU3AINH, YUpexIeHus, Ne n ata 1oroBopa)

<HAUMEHO08aHUe O0JIHCHOCMU PYKOBOOUMEeNA (moamnuce) (®.1.0.)
banka> « » 200 .

I[OKyMeHTI)I Ha OTKPBITHUEC CUCTA MTPOBCPCHBL

(TOMKHOCTB) (moznuce) (®.1.0.)
« » 200 r.

Cuet(a) oTKpBIT(bI):

Ne uneBoro cuera

Ne 1uueBoro cuera

<HaumeHOB8aHUE O0JIHCHOCHMU PAOOMHUKA, OMKPbLEULE20 o
cuema> (moamuce) (D.1.0.)« »

20 I.

I[TPUJIOXEHUE 2

[Ipunoxenue 1

Kk Mucrpykiuun banka Poccun

ot 30.05.2014 N 153-1

"O0 OTKPBITHU M 3aKPHITHH OAHKOBCKHIX
CYETOB, CYETOB IO BKJIJIaM (JENO3UTaM),
JIETTO3UTHBIX CUETOB"

Kox ¢opmbr
JIOKYMEHTa
o OKVY/]
0401026




Kaprouka

¢ o0pa3uaMu noamucei ¥ OTTUCKA MeYaTH

Kiuent (Bnagener cyera)

OrMmerka OaHKa

MecTo Hax0XACHHUS (MECTO KHUTEIILCTBA)

(Toamuch)

Tea. N

Bank

IIpoune oTmMeTKH

(COKpaHICHHOG HaMMCHOBAHHUEC KJIIMCHTa

(BmagenbIla cuyera)

N cuyera

OO6opoTHas cropoHa

damunus, UM, OTYECTBO

Obpaserng
HOJIHUCH

CpoK nOoJTHOMOYU I




Jlara 3anonHeHus

[Momnuce kIMeHTa (BIageNnbla cueTa)

OO6pa3zer oTTHCKa TIeYaTH

MecTo /U1 yA0CTOBEPUTEILHON HAAMUCH O
CBUJIETEIbCTBOBAHNH HOMIMHHOCTH MTOIMMCEN

BI)II[aHI)I JCHCXKHBIC UCKH

ara

cN

mo N JaTa cN no N

8

9

AKT
11 12

PCBU3HUH KACChI

[TPUJIOXXEHME 3



OcHOBaHUE:

CocTaB KOMHCCHHU:
IIpencenarens:

YneHbl KOMUCCHUU:

IOJKHOCTD, M.O.Damuins
JOKHOCTD, M.O.Damuns

JOKHOCTD, M.O.DamMuins

[TpucyrcTBOBaNM: JIOJKHOCTh MaTEPUAIbHO OTBETCTBEHHOTO JINIIA,
N.O0.Pamunus
« » r'. KOMUCCHEN POBEeIeHAa peBru3usl Kacchl. [1o utoram

MPOBEPKH YCTAHOBJIEHO:

4. Tlo y4eTHBIM JIaHHBIM B Kacce JOJKHO OBITh

5. dakTUYeCcKH B Kacce 0OHAPYKEHO

(cymma)

(cymma)

6. YueTHbIC JaHHBIC COBIIadarOT (HC COBl'Ia,Z[aI-OT) C q)aKTI/I"ICCKI/IM HaJIM4YUCM.

CocraBJjieH B ABYX 3K3CMILJIApax:

1-ii B Oyxranrepuio;

2-11 B KaHIIEISAPUIO.
IIpencenarens

YJieHbI KOMUCCUU

[IpucyrcrBOBa (a) mpu

COCTAaBJICHHUHN aKTa

HOIIHUCH N.0.damunusa
OOIIHUCH N.0.damunusa
MMOAINUCH N.0.damunusa
MOJIUCH N.0.damunusa
I[MTPMJIOXEHUE 4

IIpunoxenue 2

K lonoxxenuto banka
Poccun

ot 19 mronst 2012 roga Ne
383-I1

“O mpaBmIax
OCYLIECTBIICHUS IIEPEBOJIA
JICHEXXHBIX CPeCTB”

IMocTyn. B 6aHK ruiat. CriicaHo o cy. Iiar.



IIVIATE2XKHOE ITIOPYYEHMUME Ne

Jlata Bup miarexa

Cymma
MIPOITHCHIO
WHH KIIIT Cymma

Cu. Ne
ITnaTenpmmk

BUK

Cu. Ne
BaHk miaTesnplinka

BUK

Cu. Ne
Bank moxyuarenst
WHH KITIT Cua. Ne

Bupn on. Cpok miat.

Has. . Ouep. miat.
Honyuarens Kon Pes. none
Hasnauenue nnatexa

Toamucu OrMeTkH OaHKa

INPAKTUYECKOE 3AHATHUE Ne 7
«CocraBiienue u ogopmiieHHEe JOKYMEHTOB M0 CHAOKEHHNIO U COBITY»
Tema: JloroBopHo-nipaBoBasi J10KyMeEHTALUs
Hean: OBnagerb yMEHUSMU U HABBIKAMH IO COCTABJICHUIO CHA0XKEHYECKO-COBITOBBIX
JIOKYMEHTOB Y X O(POPMIICHHIO.

[TpoaomKATENBHOCTD 3aHATHIA: 2 yaca



1. MATEPUAJIBHOE U IOKYMEHTAJIbHOE OBECITIEYEHUE:

1.1 nnuBu Ty asibHBIE 3a/1aHUS

1.2 Meronuyeckue peKOMEHIAI|K TI0 BHITOTHEHUIO MPAKTUYECKOTO 3aHSTHS

1.3 Jluneiiku, pydku, Oymara

2. JIMTEPATYPA:
2.1. bacakoB M.U. [enonpouszBoactBo (/lokyMeHTallmoHHOE oObOecreYeHue
ynpasnenus): yueouuk /M.U. bacakos, O.U. 3ambirikoBa. — Poctos u//l: denukc,
2017

3. ObBHIME TEOPETUMYECKHUE [IIOJIOXKEHMA 110  BBIIOJIHEHUIO
I[MPAKTUYECKOI'O 3AHATUA:

KoMMmepueckrne J0roBopbl (KOHTPAKThI) SIBISIOTCS OCHOBHBIMH IPABOBBIMH
JOKYMEHTAMH BO B3aMMOOTHOLICHHSIX MEXKIy OpraHumsauusMu. B morosope
OTPAKAKOTCA:

- XapaKTep CHEJKHU;
- YCJIOBHUSI: CPOKH, IIEHA, KA4eCTBO MPOIYKIIUU, OTJIATa, TApaHTHH, ITpaBa U 00s13aHHOCTH
CTOPOH, NopsaokK pazpemienus cnopos (ITPUJIOXXEHUE 1).

JloroBopHbBIE OTHOILIIEHUS MOTYT OBITh YCTAHOBJICHBI:

- IIyTeM HarpaBjieHus 0(]epThl - TUCbMEHHOI'O MPEAJIOKEHHS O 3aKII0YEHUH J0T0BOPa.
Odepra noikHa coAepKaTh OCHOBHBIE YCIIOBHS npearaeMoi caenku (ct. 435 'K PO).
[IpuHsATHE NPENTIOKEHUS IPYTOM CTOPOHOU CUUTAETCS AKLIETITOM (COrJIacheM);

- IIyTEM MPEACTABIECHUSA OJHOM U3 CTOPOH MpOEKTa A0rosopa. Ilomydns mpoexr, apyras
CTOpOHA PacCMaTPHUBAET €r0 U, €CIM HET BO3PAXKEHU, moaAnuchiBaeT. OUH 3K3EMILTIP
JIOTOBOpa BO3BPALIAETCS CTOPOHE, MOJITOTOBUBILIEH MTPOEKT.

OOMeH JOKyMEHTaMH MEXKIYy CTOPOHAMHU MOXET IPOUCXOIUTh MOCPEICTBOM MMOYTOBOM,
tenerpadHoOr, TeleTalnmHoON, (aKCUMUIBHOM, DJJIGKTPOHHOM WM HWHOW  CBS3H,
MTO3BOJISIFOIIEN JOCTOBEPHO YCTAaHOBUTH, 4YTO JOKYMEHT MCXOJIWUT OT CTOPOHBI IIO
KOHTpakTy (cT. 434 'K PO).

B noroBope 101KHBI OBITh:

- yeTkas (popMyIHpOBKa MpaB U 00S3aHHOCTEN CTOPOH, HE AOIYCKaIoIasi BO3MOKHOCTb

HHOI'O TOJIKOBAHM:I,



- MPeyCMOTPEHA BO3MOXKHOCTh PACTOPIKEHHUS JOTOBOPA JII000# 13 CTOPOH;
- meHa B pyOssix (JomycKaeTcsi HMCIOJIb30BaHUE JPYTrod BalllOThl, HO TOJBKO B
dbopMyaupoBKe "MOIJIEKHUT oOIjIaTe B PyOdsiX B CyMMe, SKBUBAJICHTHOM CyMMme B
MHOCTpaHHOM Basote");
- CAaHKIIUHU K KaXJ0¥ U3 CTOPOH 32 HEBBIMIOJIHEHUE 00513aTeNbCTB. JJoroBophl (KOHTPAKTHI)
OTHOCSITCA K JIOKyMEHTaM, KOTOPBIE SIBJISIFOTCS BAXKHEHIIMMU JOKa3aTEIbCTBAMU
B apOUTpaXHOM Cyj€ B CiIydae BOSHUKHOBEHHS CTIOpOB. OPOpPMIICHBI OHU JTOKHBI
OBITH OE3YKOPU3HEHHO.

PexomeHtyeTcs Moanrucu CTOPOH A0r0BOPa MPOCTABIISITH:
- pa36opunBO (A1 OJJHO3HAYHOTO YCTAHOBJICHHS aBTOPA MOJTKCH);
- ()MOJICTOBBIM MJIM CUHUM LIBETOM (4TOOBI OTJIUYUTH OT KOIHH);
- Ha KaXJIOM JIUCTE (UTOOBI UCKIIFOYUTH BHECEHUE HEOTOBOPEHHBIX U3MEHEHHUM ).

JloroBopsl opopMIIsIFOTCS Ha OJIaHKE JOTOBOpa WM Ha CTaHJAPTHBIX JIUCTaX.
JIoroBOp J0JIKEH UMETh PEKBU3UTHI: HAMMEHOBAHKE BUJIA JJOKYMEHTA; 1aTy; HOMEP;
MECTO COCTAaBJICHHS; 3aTOJIOBOK (OTOBOP KYILTU-MIPOJAAXXKH, KOHTPAKT HA MOCTABKY
THII, KOHTPAKT O TEXHUYECKOM COJACHCTBHUH); TEKCT; MOANMUCH TOJKHOCTHBIX JIUII (C
yKa3aHUuEeM JOJIKHOCTEH, paciiipOBOK IMOIMUCEH U 1aT MOAMUCAHUS JOKYMEHTOB);
neyaTyu OpraHu3aluii-KOHTPareHToB.

Jaroii nmoroBopa sBIsETCS JaTa €ro IMOANMCaHHs cTopoHamu. Hymepanwus
JIOTOBOPOB MIPOU3BOIUTCS B BAJIOBOM MOPSIAKE C sTHBAPs 110 JIeKaOphb B mpezenax rojaa (Ne
1, Noe2 uT. 1.). [Ipu 60Jb1110M KOJTUYECTBE JOTOBOPOB K HOMEPY MOXKET OBITH J0OABICHO
yciaoBHoe o6o3HaueHue (Ne 1-KC - kancTpouTenbCcTBO) Ui HoMep KoHTparenta (Ne 1/5
- TJIe 5 TOpSIAKOBBIN HOMEP J0TOBOPA, MPUCBOEHHBIN APYTOil CTOPOHOI).

TekcT qoroBopa COAEPKUT:

- HAMMEHOBAHUS CTOPOH (TIOJIHBIE HA3BaHUSI OpraHu3alui);

- IPEeAMET JA0T0BOPA;

- YCIIOBHS U CPOKH IOCTABKH, IEPEBO3A, XPAHEHUSI, YIIAKOBKH, MAPKUPOBKH, PEKIIAMBI U
peanuzanuu;

- YCIIOBUSI M CPOKH OILIAThl, 0OCOOCHHOCTH U MOPSIJIOK PacueToB;

- HOPAAOK CAauU-TIprEMa BBIITOJIHCHHBIX pa60T;



- OTBETCTBEHHOCTb CTOPOH;

- rapaHTHH, CTpaxoBaHUe U GOpC-MaKOPHbIE OOCTOSTEIHCTRA;

- Iepexo/1 paBa COOCTBEHHOCTH U PUCKH;

- IOPSZIOK Pa3pelleHusl CIIOPOB;

- IOpUJMYECKUE ajapeca CTOPOH (C yKa3aHMEM IIOYTOBBIX aJpecoB, OAHKOBCKHUX
PEKBU3UTOB, HOMEPOB TeIe(OHOB, (HaKCOB);

[TpoTOKOBI pa3HOIIacuii K JOrOBOPAaM COCTABIISIIOTCSA B T€X Clydasx, KOrJa Io
MIPEAJIOKEHHOMY ITOCTAaBIIMKOM MPOEKTY JOTOBOPA Y MOKYIIATEN S UMEIOTCS BO3PAKEHHUS.
OpanHako OH 00s13aH MOJMUCATh JOTOBOP, a MO CIIOPHBIM YCIOBHUSIM COCTaBUTh MPOTOKOJ
Pa3HOIJIACU .

[IpoToKON pa3HOINIACHl K JOTOBOpPaM COCTAaBIIIETCS B TpeX dK3emIuispax. /[Ba
AK3EMIUISIPA HAMPABJISIOTCS MOCTABIIUKY OJHOBPEMEHHO C MOJNUCAHHBIM JOTOBOPOM.
[TocTaBUIMK, MOTYYUBIINN ITOANTMCAHHBINA ITOKYIIATEIIEM IIPOEKT JOrOBOPA C MPOTOKOIOM
pasHoryiacuid, o0s3aH B TeuyeHue 10 nHeW paccMOTPETh €ro, BKIOYUTH B JIOTOBOP BCE
MPUHATHIE UM NPELIOKEHHS TOKYNATelIsd, a CIOPHbIE BOMPOCHI IEPEIATh B TOT K€ CPOK
Ha pacCMOTpeHue apouTpaxa, CoOoOmuUB 00 ITOM MOKYIATENIO.

Ecnu B TedyeHHe yKa3aHHOIO CpOKa IOCTaBIIMK HE MEPENacT CIOpPHbIE BONPOCHI HA
pPaccMOTpEHHE apOUTPAXKHOTO CY/JIa, TO YCIOBUSA JOTOBOPA MO 3TUM ITyHKTAM CUUTAIOTCSA

npuHAThIMU nTocTaBikoM (ITPUJIOXKEHUE 2).

4. ITIOPAOK BBITOJIHEHM A PABOTHI
4.1. O3HaKOMIIEHHE C 3a/IaHHEM.
4.2. O3HakoMJICHHE C OOIMMMH W TEOPETHYECKUMHU TOJIOKECHUSMU TI0 TeMe
MPAKTUYECKOTO 3aHATHSI.

4.3. OdopmiieHre TOKYMEHTOB M MOKa3 WX MPENoaBaTelio.

5. BOITPOCHI JJIA ITOBTOPEHUMA:
5.1. Kakue TOKyMEHTBI OTHOCSTCS K CHa0KEHUECKO-COBITOBBIM JJOKYMEHTaM?

5.2. Tlepeuucnute TpeOOBaHUS, NPEABABISIEMbIE K OPOPMIIEHUIO U COAECPKAHUIO



CHa0KEHYECKO-COBITOBBIX JIOKYMEHTOB.

5.3. ITouemy ¥ Kak COCTaBISETCS MPOTOKOJ Pa3HOIIACHH K IOrOBOpam?

6. JOMAIIHEE 3AJJAHUE

6.1.0dopMuTh OTUET.

3aoanue Ne 1
CocTtaBuTh 1 0QOPMUTH JIOTOBOP KYILIH-TIPOTAKH.
3aoanue Ne 2

CoctaButh U 0(OPMHUTH MPOTOKOJI PA3HOTIIACUHN K JIOTOBOPY KYILTU-TIPOIAKH.

[MTPUJIOXKEHHUE 1
JNOT'OBOP
KYIUTA-ITPOJAXKH
(omTOBOM MapTUH TOBAPOB)
r. « » 202 1.
[TPOABEILL:
B JIULIE
JNEHUCTBYIOLIErO0 HA OCHOBAHUH
C OHOM CTOPOHBI, U
[TOKVYIIATEJIb:
B JIMIIE
JEVCTBYIOIIETO HA OCHOBAHUHU
C IPyroM CTOPOHBI, 3aKIrourIM Hactosmmi JJoroBop 0 HUKECIEAYIOLIEM:




1. MIPEAMET JOI'OBOPA
1.1. ITIPOAABEIL] o0si3yeTcsi moCcTaBUTh U Mepeaarb B COOCTBEHHOCTh (ITOJIHOE
xo3siictBeHHoe BeneHue) I[TOKVYIIATEJIA Toap, a IIOKVYIIATEJIb o6s3yercs
IIPUHATH TOBAp U OIUIATUTH €ro Ha ycioBuax Hacrosiero [Jorosopa.
1.2. HaumeHoBaHue ToBapa:
1.3. U3roroBuTens ToBapa:
1.4. MecToHaxoXI€HHUE TOBapa:
1.5. JlokymeHTsl Ha ToBap, kotopbie [IPOJIABEL] 06s13an nepenath
I[TOKVYIIATEJIIO:

2. KOJIMYECTBO
2.1. EnuHnna u3MepeHus KOJIu4ecTBa TOBapa:
2.2. O011ee KOJUYECTBO TOBapa:

3. ACCOPTUMEHT

3.1. I'pynmoBoii acCOPTUMEHT MOCTABJISIEMOTO TOBAPA:

1. B KOJINYECTBE

2. B KOJINYECTBE

3.2. Pa3BepHYTBHII AaCCOPTHUMEHT IIOCTABISIEMOr0 TOBapa OMNPEACISIETCS B
ITpunoxenun Ne 1 k Hacrosiemy /Jorosopy.

4. KAYECTBO
4.1. KauectBo nocraBnsiemoro [TPO/JABLIOM ToBapa JOJKHO COOTBETCTBOBATh

4.2. ITonrBepxaenuem kadectBa co cropoHbl [TPOJIABIIA sBnsgetcs

4.3. TapaHTuiiHbIA CpPOK O3KCIUTyaranuu (TOIHOCTH, XPaHEHHUs): C MOMEHTa

44. Cpok ycTpaHeHHS HEJOCTATKOB WJIM 3aMEHbl ToBapa B IIpeaesax
rapaHTUHHOTO CpOKa C MOMEHTa
oOHapyKeHHs 1ehEKTOB.

5. KOMIUIEKTHOCTb
5.1. Kommnektnocts nocraisiemoro [TIPOJIABIIOM ToBapa omnpenensieTcs 1mo

6. CPOKU U TTOPAJOK ITOCTABKU
ToBap nomxkeH ObiTh mosiHOCTHIO moctaBieH [IOKYIIATEJIFO B TeueHue
C MOMEHTA

7. HEHA
7.1. llena 3a equHUILy TOBapa:
7.2. O6mas niena o Hactosimemy /{lorosopy:
7.3. 3a cokpalleHue CPOKOB ITOCTABKH 0oJiee ueM Ha JTHEHn




I[TOKVYIIATEJIb npousBoaut [IPOJJABILY nomnary B pazmepe
OT CYMMBI IOCPOYHO MOCTABJIEHHOTO KOJIMYECTBa TOBApPA.

7.4. Heunsl no Hacrosimemy JloroBopy ykazansi 6e3 yuera H/IC (¢ yuetom
HIC).

8. ITOPAIOK PACYHETOB

8.1. IlpeaBapurenpHas ormiata B pa3Mepe % OT 1eHbl JOroBOpa AOJIKHA

owITh nepeunciiena [IPOJABILY B Teuenue C MOMEHTA
8.2.

OKOHYATENIbHBIN CPOK OIUIATBI TOBAapa COCTABIIAECT C MOMEHTa

8.3. [Topsnok onnaTel:

8.4. Bun pacueros:

8.5. ®opMa pacyeToB:

8.6. IIOKVYIIATEJIb o6s3an u3sectuth [IPOJIABIIA 006 ocyiiecTBieHnn
nJiaTexa B CpoK C MOMEHTA nyTeM

8.7. [omnara no 1. 7.3 Hacrostero JloroBopa BbIIIIAYMBAETCSI B TOM K€
MOPSKE, YTO U OCHOBHASA CyMMa IJIaTexXa.

9. YCJIOBUA TIOCTABKHA
9.1. IlocTaBka TOBapa OCYIIECTBISETCA HA YCIOBUSIX:
9.2. Ilepexon npaBa cOOCTBEHHOCTH HA TOBAP MPOUCXOJUT B MOMEHT:

10. ITYHKT ITOCTABKHA
ITynkroM mocraBku ToBapa 1o Hacrosmemy JloroBopy sBiseTcs:

11. TAPA U YITAKOBKA

11.1. ToBap gomxeH ObITh 3aTapeH U ynakoad [TPOJJABILIOM Ttakum obpazom,
YTOOBl UCKIIOUUTh MOPUY WU/WJIM YHUYTOXKEHHE €ro Ha MEPUO]l MOCTaBKU J0 MPUEMKH
toBapa [IOKVYIIATEJIEM.

11.2. CTouMOCTb Taphbl M yIaKOBKH BXOAUT (HE BXOJIMT) B IICHY TOBapa.
12. MAPKNPOBKA

12.1.ToBap nomkeH OBITH MPOMAPKUPOBAH CIEAYIOMIUM 00pa3oM: (yKa3bIBaeTcs
TEKCT U/UJI PUCYHOK MAPKUPOBKH HA Tape).
13. OTTPY3KA U TPAHCIIOPTUPOBKA

13.1. ITyHKT OTrpy3KH:

13.2. Cpoku OTrpy3KHu: B TEUCHUE C MOMEHTa

13.3. Bug Tpancnopra:
14. CPOK JEMCTBUS HACTOMIIET'O JIOTOBOPA

Hacrosmuii /foroBop BCTynaer B CUJly ¢ MOMEHTA ITOAIIMCAHUS €r0 CTOPOHAMU U
JEHUCTBYET 10 MOMEHTa €ro OKOHYATEJIbHOTO MCIOJHEHHUs, HO B JIIOOOM cCiyyae 10

« » 200 .

15. OTBETCTBEHHOCTDb CTOPOH




15.1. 3a napymenue ycnoBudh Hacrosimero [loroBopa BHHOBHasi CTOpPOHA
BO3MEIIAET MPUYMHEHHBIE 3TUM YOBITKH, B TOM YHCIE HEMOJYYEHHYIO NpHUObUIL B
MOPSIKE, MPETyCMOTPEHHOM JEHCTBYIOIINM 3aKOHOAATEIBCTBOM.

15.2. TIOKVIIATEJIb mno Hacrosmemy JloroBopy HeceT CIEAYIOUIYIO
OTBETCTBEHHOCTb:

- 3a mTpadHas HEYCTOWKa B pa3Mepe % ot
CyMMBI (JIOTOBOpA, JI0JITA).

15.3. ITPOJIABEIL] o Hactosiiiemy JloroBopy HeceT ClIeayIOIyIo
OTBETCTBEHHOCTb:

- 3a mTpadHas HEyCTOHWKa B pa3Mepe % ot
CyMMBI (JIOTOBOpA, 10JITa).

15.4. 3a omHOCTOPOHHMIT HEOOOCHOBAHHBIN OTKAa3 OT UCIOJHEHUS CBOUX
o0s3aTenbCTB B TedueHWe neidctBus Hacrosmero JloroBopa BHHOBHAs CTOpOHA
yIUIa4UBaeT mrpad B pazmepe

16. PASPEIIIEHUE CIIOPOB

16.1. Bce criopbl Mexay CTOPOHAMU, 10 KOTOPBIM HE OBLIIO IOCTUTHYTO
COIJIAILICHUE, pa3peIIatoTCs B COOTBETCTBUH C 3aKOHOIATEILCTBOM Poccuiickon
®deneparuu B ApOUTpaKHOM CYy/€.

16.2. CTopoHBI YCTaHABIMBAIOT, YTO BCE BO3MOXKHBIE TTPETEH3UH 110
Hacrosimmemy JloroBopy J0JKHBI OBITh PACCMOTPEHBI CTOPOHAMH B TCUEHUE

JHEW C MOMEHTA MTOIYy4YEeHUs IPETEH3UU.

17. IBSMEHEHUE VCJIOBUM HACTOSIIEI'O JJOI' OBOPA
17.1. VYcnosus Hacrosimero JloroBopa MOryT ObITh U3MEHEHBI IO B3aUMHOMY

COTJIaCHIO ¢ 00s13aTEIbHBIM COCTABIICHUEM MTUCbMEHHOT'O IOKYMEHTA.

17.2. Hu ogHa u3 CTOpOH HE BOpaBe IepenaBarth CBOM npaBa no Hacrtosmemy

JloroBopy TpeTbeit cTopoHe 0€3 MUCHbMEHHOTO COTJIACHSI IPYTOil CTOPOHBI.

18. YCJIOBUA COI'NTACOBAHUA CBA3U MEXY CTOPOHAMU
[ToJTHOMOYHBIMY TTPEICTABUTEIISIMUA CTOPOH 110 HacTosiemy JloroBopy SBISFOTCS:
I[TPOJIABEILLI: TenedoH
ITOKVITATEJIb: TenedoH

19. ITPOYUE YCIIOBUA

19.1. Hacrtosiumuii JloroBop cOCTaBJIEH B JIBYX HOJJIMHHBIX AK3EMIUIApax IO
OIHOMY JUISl KaXKJIOW U3 CTOPOH.

19.2. B cayyasx, He npeaycMoTpeHHbIX Hacrosmmm [[oroBopoMm, CTOpPOHBI
PYKOBOJCTBYIOTCSI JI€HCTBYIOIUM IPaKJaHCKUM 3aKOHOIaTEIbCTBOM (MJIM YKa3bIBAETCS
KOHKPETHBI HOPMAaTWMBHBIM JOKYMEHT, Hanpumep llomoxkeHne o mocraBkax TOBapoOB
HApOJHOTO MOTPEOJICHHUS ).

19.3. Ilocne mnoanmucanus Hactosmero JloroBopa Bce mpenBapUTENbHBIC
[IEPEroBOpPLI 110 HEMY, NEPENUCKA, IPEABAPUTEIBHBIE COIVIAIIEHUS U HIPOTOKOJBI O
HaMEpEeHUX 110 BOIIpOcaM, TaK WM HHade kacaromumces Hacrosmero /forosopa, TepsroT
IOPUIMYECKYIO CHITY.

19.4. Croponbl 00s13yt0TCs 1pu ucnoHeHnu Hacrosimero JloroBopa He CBOJIUTH



COTPYJHHUYECTBO K COOJIIONEHUIO TOJIBKO COAEpXKAIIUXCs B HactodmeM JloroBope
TpeOOBaHUM, NOACPKUBATH IE€JIOBbIE KOHTAKThl U IPUHUMATh BCE HEOOXOAUMBIE MEPHI
1t obecniedeHust 3PHEKTUBHOCTH U PA3BUTHUS UX KOMMEPUYECKHUX CBSI3EH.
20. OPUANYECKHUE AJPECA CTOPOH

20.1. IIOKYIIATEJIb:

[TouToBBIN agpec U UHAEKC:

Tenedon , TeJIETaKI , hakc ,
Pacuernsbiii cuet No B ,
BUK , THH/KTIIT

Koppecnonaenrckuii cuet 6anka [IOKYITATEJIA:

I[Toanuce: ( N1.0.Damumnus)

M. IL

20.2. ITPOJIABELI:
[TouToBBIN agpec U UHIEKC:

Tenedon , TeJIeTauI , hakc ,
Pacuernspiii cuet No B ,
BUK , AHH/KIIIT

Koppecnionnenrckuii cuet 6anka [IIPOJIABIIA:

[Tonnuce: ( N1.0.Damunus)

M. IL



[TPUJIOKEHUE 2

ITPOTOKOJI
pa3pelICHUS PA3HOIJIACHH T10 IOTOBOPY
OT « » 200 T.
MEKTY
Ne i/ Pepakuus nokymaresst Penaknusg nmocraBIinka CornacoBaHHasi peaaKIus [Tpumeuanue
1 2 3 4 5
[TocTaBumk [Tokymarens

M.IL. M.II.



INPAKTUYECKOE 3AHSTUE Ne 8
«Cocrayenue u opopmiieHue Gopm KypHAJIOB BXOAAIIMX, UCXOAAINX
U BHYTPEHHHUX JT0KYMEHTOBY
Tema: Opranuszanusi JOKyMeHTO000POTAa OPraHu3aluu
Henb: OBnaneTh yMEHHSMH U HaBBIKAMH IO COCTABJIECHUIO M O(DOPMIICHHUIO >KypHAJIOB
PETUCTPAIK BXOJISIINX, UCXOASIINX U BHYTPEHHUX JJOKYMEHTOB.
[ TpooIKUTENBHOCTD 3aHATHIA: 2 Yyaca
1. MATEPUAJIBHOE 1 TJOKYMEHTAJIbHOE OBECITEYEHUE:
1.1 NunuBuayanbHbIE 3a0aHUS
1.2 MeTonueckue peKOMEHIAIUH 10 BBITOTHEHHUIO IPAKTUYECKOIO 3aHATHS

1.3 Jlunetiku, pyuku, Oymara

2. JINTEPATYPA:

2.1. bacakoB M.U. [enonpouszBoactBo (/lokyMeHTallmoHHOE oObOecTeYeHue
ynpasienus): yueonuk /M.U. bacakos, O.W. 3ambitkoBa. — Poctos H//1: denuxe,

2017

3.  ObIHIME TEOPETHMYECKHUE [IIOJIOKEHMA 110  BBIIOJIHEHUIO
[TPAKTUYECKOI'O 3AHATHA:

Peructpamust 10KymeHta — IMPUCBOCHHUE JOKYMEHTY PErMCTPAllMOHHOIO HOMeEpa H
BHECEHME JIaHHBIX O JIOKYMEHTE B PETrUCTPALUOHHO-YUYETHYIO (POpMY.

Perucrpaumonto-yuetHas ¢opma - JOKYMEHT (KapTouka, *ypHaji), B TOM 4YHUCJIE B
AIIEKTPOHHOM BHJI€, UCIOJb3YEMbIN ISl 3aIIUCH CBEAEHUN O JOKYMEHTE B LIEJISAX yUETa,
IIOMCKA U KOHTPOJISL.

CymiecTByIOT Tpu (POPMBI pErUCTpaIK JOKYMEHTOB:

o KypHaJIbHas;

e KapTOYHas;

e aBTOMATHU3UPOBAHHAS.
XKypHanbHas cucremMa NpUMEHSETCsl OOBIYHO TOT' /1A, KOT/Ia YYET JOKYMEHTOB BBICTYIIAET
Ha MEPBBIN IUIaH, B )KypHaJIaX OObIYHO PETUCTPUPYIOTCS HanbOosee LIECHHbIE JOKYMEHTHI,
HaIlpuMep MacrnopTa, TPYAOBbIE KHUKKH, TOKYMEHThl 00 oOpa3zoBaHuu. baHku BegyT

KypHaJbl y4eTa JOTOBOPOB O JIEMTO3UTHOM BKJIaJE, cueToB (GUpMbI U T.1. JXKypHanabHas



CHUCTEMAa PETUCTPALUU UCTIOIB3YETCS B pabOTe ¢ TOKYMEHTaMU OTPAHUYEHHOTO JI0CTYTA!

CEeKpEeTHBIMHM, KOH(}uAeHIIMadIbHbIMA. CTOUT CKa3aTh,

JUI  KaXJIOM KaTeropuu

JOKYMEHTOB OOBIYHO pa3pabarbiBaeTcs CBOS (opMa >KypHalla C Pa3HOM CTENEHbIO

JTPOOHOCTU CBEACHUMN O JOKYMEHTE.

Tak, xypHan yyeta KOH(UIESHIUATIbHBIX JOKYMEHTOB UMEET CIeAYIOIINe rpadsl:
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Kypuanbnas cuctema peructpanuu Obula yo0HA B OpraHM3AIUsAX 10 TeX IMOop,
MIOKa OHU TOJy4alii HE3HAYUTEIBHOE KOJIMUECTBO TOKyMEHTOB. [Ipu OosbiioMm o0beme
JOKYMEHTOO0O0pOTa KypHAJIbHASI CHCTEMA UMEET PsiJ] CYIIECTBEHHBIX HEIOCTATKOB.

Tak kak perucrpauus B )KypHaje BEAETCA B MOCIEHOBATEIbHOCTU MOCTYILICHUS
JIOKYMEHTOB, €€ OJIHOBPEMEHHO MOKET BECTH TOJIbKO OJWH 4esioBeK. [Ipu Oombiiom
KOJINYECTBE MOJYUYECHHBIX JIOKYMEHTOB IIPOLIECC PETUCTPALIMU 3aHUMAET MHOTO BPEMEHHU
U 3aJIepKUBACT JaJIbHEUIYI0 paboTy ¢ JoKyMeHTamu. M ckirouas BBIIIE CKa3aHHOE,
KypHaJbHasi CUCTEMa PETUCTPAMA YacTO MNPUBOAUT K MOBTOPHOM pPETHCTPalUU
JOKYMEHTOB B JPYTUX CTPYKTYPHBIX MOJAPA3ACICHUAX, Kyaa JOKYMEHT nepenaercs. Ho
CaMbIi TJIABHBIA HEJOCTATOK )KYPHAIBHON CUCTEMBI PETUCTPALMHU - 3TO HEBO3MOKHOCTh
OpraHMW30BaTh KOHTPOJIb 3a CPOKAaMH HMCIIOJIHEHUS JOKYMEHTOB M ONEPATUBHO BECTHU
UH(}OPMAIMOHHO-CITPABOYHYIO padOTy MO IOKYMEHTaM.

Kaprounas cucrema peructpaiuu mo3BoOJseT MPEOo0JIeTh TaHHbIE HEAOCTATKH,
TaK KaK KapTOYKH MOXHO pacroJiaraTh B KapTOTEKax B JHO00M MOCIE10BaTEIbHOCTH, J1a
Y PETUCTPUPOBATH JOKYMEHTHI MOTYT HECKOJIBKO YEJIOBEK OJJHOBPEMEHHO, CO34aBasl MO/

KOIIMPKY HY’>KHO€ KOJIMYECTBO SK3EMIUIIPOB PETUCTPALMOHHON KAPTOUKH.



dopmMa  pETHCTPAIMOHHOM  KapTOYKH MOXKET OBITh  OmpelaelieHa CaMUM
YUpEKIACHUEM U 3aMUCHIBACTCS B UHCTPYKIIUHU T10 JICIONTPOU3BOJICTBY.

[Ipy »sTomM Hambosiee palUMOHAIBHOW Ha CErOJHSALIHUN  JeHb Oyjer
aBTOMAaTU3MPOBAaHHAs CHUCTEMAa PETUCTpallMM JOKYMEHTOB Ha KomibtoTepe. CTouT
3aMETUTh, YTO OHA MO3BOJSET, BEls PETUCTPAlMIO Ha Pa3IMYHBIX pabOuyMX MECTax,
OOBEIMHUTH BCE CBEACHUS O JOKYMEHTax B €JuHYyI0 0a3y JaHHBIX, Ha 0a3e KOTOPOM
MOKHO OpPraHHU30BaTh I[EHTPAIM30BAHHYI0 WH(OPMAIMOHHO-CIPABOYHYIO paboTy u
KOHTPOJIb 34 HCIIOJTHEHUEM JOKYMEHTOB.

Bxopsiue JOKYMEHTBI OOBIYHO PErHCTPUPYIOTCS LEHTpaiu3oBaHHO. B
HEOONbIION (QUPME HX PETUCTPUPYET CEKpPeTapb, B YUPEKICHUHU, HMEIOLIEM
KaHIIeNAPHUIO, - CIEUUATbHO BBIJICICHHBIA pa0OTHUK WM, €CIM 00bEeM MOCTYIMAIOIINX
JOKYMEHTOB BEJMK, TPYyMIa PEruCTPalvy.

Peructpupytorcsi JOKyMEHTHI HE3aBUCUMO OT MYTH UX MOJTYYEHHUS: TIOCTYTUBIIINE
0 MOYTE, MOJYYEHHBIE Yepe3 Kypbepa, o (hakcy, 3JEKTPOHHON MOUTE.

B perucrpanuonnyio ¢opMy 0OBIYHO BHOCSTCS CIEAYIONIME JAHHBIE O BXOJSAIIEM

JOKYMEHTE:

e JlaTa MOJIy4YCHHS;

e BXOMSIIMM  PErucTPallMOHHBIN HOMED, IIPUCBAaNBAEMBbIN JIOKYMEHTY
yUpeKICHUEM-TI0TydaTesIeM;

¢ aBTOp (KOPPECHOH/IEHT) - T.€. Uil 3TO TOKYMEHT;

o JlaTa JOKYMEHTA, IPUCBOEHHAS EMY YUPEKIECHUEM-aBTOPOM;

e PErucCTpallMOHHBIA HOMEP JOKYMEHTAa, NPHUCBOCHHBIM €My YUYpPEKIECHUEM-
aBTOPOM;

e 3aroJIOBOK (0 YeM JJOKYMEHT);

o pe3onouus;

e CPOK UCIIOJIHEHHS MOJYYEHHOTO JJOKYMEHTA;

e HCHOJHUTENB (KTO OyJieT paboTaTh C MOJIYYEHHBIM JOKYMEHTOM);

o Xoa wucnosHeHus ((GUKCUPYIOTCS BCe TNepelayd JOKyMEHTa M pe3yJibTar

WCTIOJTHEHHUS);

o N gena (kyna TOKYMEHT HOMEIIEH MTOCJIE UCIIOJIHEHUS).
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Perucrpanmonnyto ¢GopMy BXOIAMIEro JOKyMEHTA 3aloJjHSIOT CHayajga He
NOJHOCTHIO. J[0 mepenaun NJOKyMEHTa PyYKOBOIAUTEINIO Ha JOKYMEHTE HET PE3OJIIOLUH,
CPOKAa MCIIOJIHEHHUS U UCIIOJIHUTENSA, JaHHBIE BHOCATCS IIOCJIE PACCMOTPEHUS JOKYMEHTA
pykoBoauteneMm. CBeleHUs O XOJI€ UCIOJHEHUA JOKYMEHTa M HOMEp Jena B
pPEruCTpaoOHHYI0 (POPMY BHOCSTCS yKE IO XOAY U MOCIIE UCTIOTHEHUS TOKYMEHTA.

dopma PErucTpaMoOHHOr0 KypHaja BXOIAIINX JOKYMEHTOB ITPOCTA U MOXKET UMETh

Takue rpadsor:

Hata ng- | Pervctpa- | Koppec- | Homepw | Copep- | Peagaw- | Monon- | Cpok sc- | OtmeTsa M pena

nyveHMa LIIv'lI:IHHI:-Iﬁ NEHA2HT naTa go- HAHMHE yuA HUTENS | NoaHeHEA | off Wcnan-
HOMED HyMHTA HiEHMM
1 z 3 & ] 7] 7 a a 1

B peructpanmoHHo# KapTOUKe JIaHHBIE K€ IAaHHBIE MOTYT OBITh PACIIONIOKEHBI TAK:
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MIMeHHO Takasi KapTOyka MOKET KOHCTpyupoBaThcs Ha (popmarte AS (148x210)
unu A6 (105x148). Ee pasmHoxkatoT, BBIOpaB JOCTaTOYHO IJIOTHYIO Oymary.

JUis pa3nuyHBIX TPYI PErHCTPUPYEMBIX TOKYMEHTOB MOKHO MCIOJIb30BaTh KapTOUKU
pa3HbIX I[BETOB, LIBETOBBIE MTOJIOCHI IO BEPXHEMY MOJIIO WK MO TUArOHAJIH.

[Ipyu  aBTOMaTHM3MpPOBAHHOW CHUCTEME perucTpanuu Haubosiee  yaoOHa
(npenmaraercst GOJBITMHCTBOM KOMIIBIOTEPHBIX MPOrPaMM) BEIBOJAMMAs HA dKpaH (Gopma
peructpauuonHoi kaprouku (PKK), B koTopyio 3aHOCATCS CBeACHHS O JOKYMEHTE,
aHAJIOTMYHO TPAJAUIIMOHHON PYYHOUM KapTOUKe Ha OyMa>KHOU OCHOBE.

[Ipy aBTOMATH3MPOBAHHOW CHCTEME PErHCTPAIlMU CBEACHUS O JOKYMEHTE MOKHO

Jerko nonoyiHuTh. K npumepy, 100aBUTh:


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

e BHJ IOKYMEHTA;

o reorpaduueckoe MECTOHAXOXKICHUE aBTOPa JJOKyMEHTA;

e aBTOP PE3OJIIOINH;

¢ Ha3BaHUE CTPYKTYPHOI'O MOJAPA3/IETICHUS;

¢ KOJIMYECTBO JIUCTOB B JOKYMEHTE;

e KOJMYECTBO JIMCTOB IPUIOKEHUM;

e CBS3aHHBIC JOKYMECHTBHI.

3anogHeHWEe PETUCTPAIIMOHHON KapTOUYKM Ha JKpaHe KOMIIBIOTEpa BO MHOTOM
AQHAJIOTUYHO 3aMOJTHEHUIO TPAJAUIMOHHON OyMa)XHOW KapTOYKH, HO HUMEET U CBOM
OCOOEHHOCTH.

dopma BIEKTPOHHOM PETUCTPALMOHHOW KapTOYKU TPAJULMOHHO COJIEPKUT Kak
JaHHble (T0J1s1), 3aroJIHSEMble BPYUYHYIO (HampuMmep, HOMEp M JaTa BXOJSIIETO
JIOKYMEHTa, KpaTKOe COJAEp)KaHUE, TEKCT PEe3OJIONHM), JaHHbIe (T0JIsI), KOTOPBIE
BBOJISATCS aBTOMATHYECKH (JlaTa PETUCTPAIlIU, PETUCTPAIMOHHBIA HOMEP JOKYMEHTA), U
JaHHBIC (TTOJIsT), KOTOPBIE BBOASTCS IyTeM BBIOOpa MH(DOpPMAIIUU U3 PACKPHIBAIOIIIUXCS
cnuckoB. Takoil BBOJA HH(POpPMANUA HE TOJIBKO YCKOPSIET MPOIEAYPY 3arOTHEHUS
pPEerucTpalMOHHON KapTOUYKH, HO 1, YTO OCOOCHHO BaXHO, TO3BOJISIET U30€KaTh OIIEUaTOK
M PA3HOYTCHHUM, KOTOPbIE MOTYT 3HAUUTEIHHO 3aTPyJHUTH WU JaXe ClelaTh

HEBO3MOXHBIM aBTOMaTI/I?)I/IpOBaHHBIﬁ ITOHUCK I/IH(i)OpMaHI/II/I 0 JOKYMCHTC.




C noMoIIbI0 PaCKPBIBAOIINXCS CIIMCKOB TPAIUIIMOHHO 3aMOJHAOTCA JaHHbIE (1T0J1s):

e BHUJ JOKYMEHTA - TaK KaK KOJIMYECTBO BUJIOB IOKYMEHTOB OTPAaHUUYEHHO;

e aBTOP PE3O0JIIOLHUH - CIIUCOK PYKOBOISIINX JIMLl OPTaHU3ALINH;

e CTPYKTYPHOE MOJpa3/IeJIEHUE - CIIUCOK CTPYKTYPHBIX MOAPA3ACICHUN;

e HCIIOJIHUTENHM - KaK MPaBUJIO, ITO MOJIE COCTOUT U3 ABYX YacTel - Ha3BaHUs (U/UiIu
MHJIEKCA) CTPYKTYPHOTO MOApa3AeieHusl U (DaMUINU U MHUILIUAJIOB UCTIOTHUTEJIS,

o Ne nena - cBSI3aH ¢ HOMEHKJIATYPOU JIe] OpraHu3alluy;

e CBs3aHHbICE JIOKYMEHThl - JaHHbIE J@HHbIE YCTAHABJIMBAIOT  CBS3b
pPETUCTPUPYEMOrO  JOKYMEHTa ¢ JpyruMu (Hampumep, JOKYMEHT-OTBET
CBS3BIBACTCS] C MHUITUATUBHBIM JJOKYMEHTOM).

C noMoI11b10 MONOJHAEMOT0 CIIUCKA 3aMOJHSAI0TCS JaHHBIE (TI0JIE) «KOPPECTIOHACHT .
Opranuzanum, ¢ KOTOPBIMU TIO/ICPKUBAETCS MOCTOSIHHAS MEPENUCKa, BHIOUPAIOTCS U3
cniicka. B ciyuae peructpanuu JOKyMEHTa, TOCTYIUBIIETO OT HOBOTO KOPPECIIOH/ICHTA,
CBEJICHUSI O HEM 3aHOoCiITCA B chnucoK. CBeJeHUs O KOPPECMOHIEHTaX MOTYT B
JaNTbHEHIIEeM MCTO30BaThCSl B CIPABOYHOUN paboTe, Mg (GOpMUPOBAHUS CIIMCKOB Ha
PacChUIKY U T.II.

3aTpaTuB OJWH pa3 BpeMs Ha CO3JaHUE TAKUX CIHCKOB, JOCTUTAIOT 3HAYUTEIBHOMN
HPKOHOMUU BPEMEHU B TIpolIecce JalbHEHIIeH padoThl.

Perucrpanmonnsie GOpMbI AJsi UCXOMASIIUX JOKYMEHTOB BO MHOTOM aHaJOTUYHBI
pEerucTpanvoHHbIM (opMaM Ha BXOJAIIME JOKYMEHTBI, HO 3alOJIHAIOTCA JPyTUMU
JTaHHBIMH. Y Ka3bIBAlOTC:

e Ha3BaHUE MOJpa3/eIEHUs, MOJTOTOBUBIIETO IOKYMEHT,

e HCXOJAIINA HOMEP IOKYMEHTA;

e JlaTa IOKYMEHTa;

e ajpecar, T.. HA3BaHUE OPraHU3alMH, KyJia OTIPABIAETCS JOKYMEHT;

e KpaTKOE COJIEpkKaHUE IOKYMEHTA;

o (pamuIMs UCHOTHUTENS, TOJTOTOBUBILETO TOKYMEHT;

e KOHTpPOJIbHAS JaTa 0)KUJAAEMOTO OTBETA;

e CCBIJIIKA Ha BXO)ISIIJ_[I/II\/'I JAOKYMCHT, €CJIN JOKYMCHT 6y):[eT OTBETOM,


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

e HOMEp JeNla, KyJa MOJUIMBAETCS KOMNHUS OTIPABICHHOTO JOKyMEHTa (Wi

MOJIJTMHHUK, €CITU JOKYMEHT OTIPABIISIETCS IO Pakcy).

MoryT ObITh 100aBJIEHBI U APYTUE CBEACHHUS O JOKYMEHTE, HAlpUMEp KOJIUYECTBO
JIMCTOBY HaJIMUue MPUII0KEHUI» HOMEp OJlaHKa, MOPSIOK OTIPABKU U T..

Ucxopsiue MOKYMEHTBI OOBIYHO PETUCTPUPYIOTCS LEHTPATM30BAHHO HA YYacTKe
OTIPaBKU KOPPECTIOHACHIIUU.

BayTpeHHuE JOKYMEHTBI YaCTO PETUCTPUPYIOTCS ACIIEHTPATM30BAHO 10 TPyIIIaM
B T€X OTAeNax, TJe CO3MalTcs U OQOPMIAIOTCS: B OyXTraiTepuu, OTJAeNe KaJpoB,
KaHUEJSPUU U T.1.

PeructpupoBarbcsi BHyTPEHHUE JTOKYMEHTHI JOJKHBI B J€Hb NOANHCAHUS WU
YTBEPKIACHUSL.

[Ipu peructpaiuy BHyTPEHHETO JOKYMEHTA 3aMOJIHSIIOTCS CJICAYIONINE IAHHBIE O HEM:

o IIOPAAKOBBIN PErUCTPALMOHHBIA HOMED, IPUCBAUBAEMbIN JIOKYMEHTY;

e JlaTa JIOKYMEHTAa (PETUCTPALIHHN);

o KpAaTKOE€ COJIEP)KaHUE;

e TMOJpa3/elieHUE, NOATOTOBUBIIIEE IOKYMEHT;

e HCIOJIHUTEIb;

e CpPOK UCIOJIHEHUS;

e OTMETKa 00 UCHOJHEHUH (XOJ UCTIOJTHEHU);

e HOMEp JeJa, KyJa NOJIUIUT TOKYMEHT.

AHQJIOTUYHO TOMY, KaK M B MpPEAlIeCTBYIOUME (OPMBI BXOASIIMX U HCXOJSAIIAX
JOKYMEHTOB, B (OpMYy pErucTpaiud MOTyT ObITb J00aBJIEHBI JApyrue JdaHHBIE:
KOJIMYECTBO JIMCTOB, HAJIMYKE MPUIIOKEHUHN U T. 1.

Kaxnplii BuA JOKyMeHTa (NPUKa3bl, PACHOPSLKEHHS, JOTOBOPHI, JOKIAJHBIC
3allUCKU) PErUCTPUPYETCS M HYMEpPYETCs caMocCTosATeNnbHO. llopsiakoBbli HOMeED,
PUCBAUBAEMbI JOKYMEHTY B MOMEHT PErucCTpali, MEPEHOCHTCS Ha JOKyMeHT. K
HOMEpY MOTyT ObITh 100aBieHbl OykBbI. K nmpumMepy, K npukaszy 1o JM4HOMY COCTaBY —
«JIC», T. €. JIMYHBIA COCTaB, WM «K» — KaJpbl, K HOMEPY PACIOPSKEHUA-OYKBa «P»-

pacnopspKeHHe | T.JI.


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

[ToctaHOBKa palMOHAIBHON CHCTEMBI PETUCTPAlldU JOKYMEHTOB IO3BOJISIET
cimy>k0e JIeJIONPON3BOJICTBA BJIaJIETh HH(POpMaIIMEi 0 BCEX JOKYMEHTAaX OpraHu3aIuu U
BBITIOJTHATh KBAIM(UIIMPOBAHHO TaKWE BaKHbIE 3aJa4M, KakKk HWH(POpMAIIMOHHO-
cripaBo4Has paboTa U KOHTPOJIb 32 UCIIOJHEHUEM JJOKYMEHTOB.

4. [IOPA1OK BBITIOJIHEHU S PABOThI
4.1. O3HaKOMJICHHE C 3aJaHHUEM.
4.2. O3HaKOMJICHHE C OOIMMMH H TEOPETHUYCCKUMHU TIOJIOKCHUSIMU 10 TEME
MPAKTUYECKOTO 3aHSATHSI.

4.3. OdopmileHrE JOKYMEHTOB 1 ITOKa3 UX IIPEI0 aBaTelIIo.

5. BOITPOCHI JJIA1 IIOBTOPEHUMA:
5.1. Kakue noroku nenoBoi 1okymeHTaiuu Bel 3HaeTe?
5.2. HazoBute (hopMbl perucTpanuu JOKyMEHTOB.
5.3. B 4eM 3aKIIr04aeTcs MPEMMyLIECTBO AJIEKTPOHHOM PErUCTPAUi JOKYMEHTOB?
54. B Kakux ciyyasx MCHOJB3YETCA JKypHaJbHas (opMa perucrpauuu
JTOKYMEHTAIun?

6. JOMAIIHEE 3AJJAHUE

6.1.0dopmuTth otuer.

3aoanue Ne 1

CoctaBuTh 1 0QOPMUTH KypHAJ PETUCTPALIUU BXOJIAIICH IOKYMEHTAIIUN
3aoanue Ne 2

CoctaButh 1 0QOPMUTH KypHAJT PETUCTPALIUH UCXOJAIIECH TOKYMEHTAIlUU
3aoanue Ne 3

CocraButh 1 0(hOPMHUTH KypPHAIT PETUCTPAIIMN BHYTPEHHEH TOKYMEHTAIIUN



INPAKTUYECKOE 3AHSTHUE Ne 9
«CocraBienue u ogopmiieHHe BHYyTPEHHEH ONUCH, HOMEHKJIATYPbI J1eJD)
Tema: Opranuszanusi JOKyMeHTO000pPOTAa OPraHu3aluu
Henb: OBnaneTh yMEHUSIMU M HaBBIKAMHU IO COCTABJICHHIO M O(POPMIICHUIO BHYTPEHHEH
OIKCH, HOMEHKJIATYPhI JIE]1.
IIponomKnTENbHOCTD 3aHATHI: 2 yaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECIIEYEHUE:

1.1 NunuBuayanbHbIE 3a0aHUS

1.2 Meroauueckue peKOMEHJAINH IO BBITIOIHEHUIO TPAKTUYECKOTO 3aHSATHS

1.3 Jlunetiku, pydku, Oymara

2. JINTEPATYPA:

2.1. bacakoB M.U. [enonpouszBoactBo (/lokyMeHTallmoHHOE oObOecTeYeHue

ynpasienus): yueoHuk /M.U. bacakos, O.W. 3ambitikoBa. — Pocto v//1: denuke,

2017
3.  ObIHIME TEOPETHMYECKHUE [IIOJIOKEHMA 110  BBIIOJIHEHUIO
[TPAKTUYECKOI'O 3AHATHA:

B nemompoun3BoacTBe omHMcH Ha JeNia COCTABISIFOTCS B KaXJIOM CTPYKTYPHOM
MoIpa3ielieHu paOOTHUKAMHU CITY)KOBI JOKYMEHTAIIMOHHOTO O0SCIICUCHUS YITPaBICHUSI.
OTBETCTBEHHOCTh 3a Ka4eCTBEHHOE W CBOEBPEMEHHOE COCTABJICHHWE OMHCEH Jaen
CTPYKTYPHBIX TTOIpa3IeNICHU HECYT UX PYKOBOTUTEIIH.

BHyTpeHHssT OomHMCh JOKYMEHTOB COCTaBIISICTCS TOJBKO MJI TEX JEN, KOTOPHIC
MOJIJIEXKAT TMOJTHOMY O(OPMIICHHIO, a TAKXKe IS JIEN 110 JJUYHOMY COCTaBY HE3aBHCHMO
OT CPOKOB MX XpaHeHHs. ['0TOBast omuCh pacnoyiaraeTcsi B Hayajae ToMa U CIIMBAETCS B
00JI0KKY BMECTE C JOKyMEHTaMu (mpuiioxeHue 1).

OnucarenbHas cTaThsi BHYTPEHHEH ONHWCH Jejia JOJDKHA BKIOYaTh B ceOs
CJICYOIINE YIEMEHTHI:

- IOPSAAKOBBIN HOMEp TOKYMEHTA,

- HHJICKC JIOKYMCHTA;

- 1aTa TIOKyMEHTa;

- 3aroJIOBOK JOKYMCHTA,



- HOMEpA JIUCTOB JIENa;

- IpUMEYaHUE.

[Topsimok cucTteMarn3alud JOKYMEHTOB 3aKpEIUISIETCS B HOMEHKIIAType e,
KOTOpasi UCIOJIb3yeTCs ITpU (POPMUPOBAHUY JIEJI, TPOBEACHUU IKCIIEPTU3BI UX IICHHOCTH,
nepeayu Ha apXUBHOE XpaHEHUe, U SIBJISETCS 0053aTeIbHBIM IOKYMEHTOM JIJIs JIF00O0M
OpraHu3aluH.

Homenknatypa nen HMCHONB3yeTCsl KaK CXeMa pachpeicsieHUuss U TPYNIUPOBKU
HCIIOJHEHHBIX IOKYMEHTOB B JI€JIa, YKa3aTelb UHACKCAINU IOKYMEHTOB U JI€J, CPOKOB
UX XpaHEHUs, a TAK)KE KaK CXeMa MOCTPOCHUS CIIPABOYHON KapTOTEKU HE UCIIOJTHEHHBIX
IOKyMEHTOB. KpoMe Toro, oHa SBJISIETCSI YYETHBIM JIOKYMEHTOM B JEJIONPOU3BOICTBE U
apXuBe YUPEKIEHUs ISl 1e] BpeMeHHOTo (110 10 JIeT BKIIOYUTENbHO) XpaHEHUS.

OTBETCTBEHHOCTh  3a  pa3pabOTKy  HOMEHKJIATypbl  BO3JlaraeTcs  Ha
JIEJONPOU3BOJACTBEHHYIO  CIYKOy  yupexaeHus (Cinyk0y  JTOKYMEHTallMOHHOIO
obecnieuenust ynpasieHus — J{OVY): ynpasieHue aenamu, KaHUEISIPUIO, OOIIUN WK
aIMUHHUCTPATUBHO-X035MCTBEHHBIN OT/IEN U T.J. P y4acCTHUHU apXuUBa opraHuzanuu. B
HEOOIBIINX OpraHU3aIUAX, He UMEIOIIUX OTAEIbHOU cIIy)O0bl JIOY, OTBETCTBEHHOCTH
3a pa3pabOTKy HOMEHKJIATYPHI JIe] BO3JIaraeTcs Ha JIUI0, OTBETCTBEHHOE 3a apXUB (KaK
paBuUJIO, HA CEKpeTaps).

PykoBogutens ciyx0b1 JIOY cOBMECTHO C OTBETCTBEHHBIM 32 apXUB OpraHU3alun
MIPOBOJUT COBEIIAHUE C YYACTUEM TMPEICTaBUTEIEH BCEX CTPYKTYPHBIX MOpa3IeIeHUN.
Ha takoMm coBemianuu, KOTopoe 00bIuHO MpoBoauTcs B IV kBapTasie, moaBoaATCS UTOTH
o (OpMUPOBAHUIO JIET B TEKYIIEM Oy U JTAIOTCA YKa3aHUs O MOPSIKE COCTABICHUS U
cpokax mpeactaBieHus B ciayxk0y JIOY wHomenkmatype aem Ha Oyaymuid TOJ
CTPYKTYPHBIMH MOJIpa3ACIICHUSIMUA OPTaHU3ALINH.

Homenknatypa aen yupexaeHus rneyataercsi B TpeX AK3eMIUIapax (MpUI0KEeHUE
2).
[lepBbIil SK3eMIUIAP XpaHUTCS B CIYXO0€ IEIONMpPOU3BOACTBA, BTOPOM - MCIOIB3YETCA
ATOM CITY>K00M B KauecTBe pabovero SK3eMILIsIpa, TPETUM - HAXOAUTCS B BEIOMCTBEHHOM

APXUBC (y Jnna, OTBCTCTBCHHOTI'O 3a apXI/IB) B KQ4UCCTBC YUCTHOI'O JOKYMCHTA.



Homenknarypa nen yupexaeHus nepecMaTpuBaeTcsl He peke OJHOTO pa3a B ISATh
JeT.
Pa3paboTka HOMEHKJIATYpPbI €] CKJIaIbIBAETCS U3 HECKOJIBKUX 3TaIOB!

- Olpe/iesIeHne Kpyra JOKYMEHTOB JJIs BKIIOYEHUS! B HOMEHKIIATYpPY;

- COCTaBJICHUE 3aroJI0BKOB (HAMMEHOBAHUI) J1€7T;

- pa3paboTka KJIacCU(PUKAMOHHOM CXE€Mbl HOMEHKJIATyphl, T.€. MOpSAIKA

pacnoIOKEeHUS eI

- OIIpe/IeJIEHNE CPOKOB XPAaHEHUS JEIT;

- OIIPE/ICJIEHNE CUCTEMBI MHIEKCAlMU U YCTAHOBIIEHUE UHIEKCOB JIET;

- 0OpMIIEHHE U yIOCTOBEPEHHE HOMEHKIATYPbI Al

OO6mume TpeboBaHMUs K HOMEHKIIAType Je:

- OXBaT BCEX JOKYMEHTOB, ITOJIy4a€MbIX U CO3/1aBAEMBIX B IMPOLIECCE ACSITEIbHOCTU
OpraHM3aluy;

- pa3zgenbHas TPyNIMPOBKA B J€J1a TOKYMEHTOB IMOCTOSSHHOTO U BPEMEHHOT'O CPOKOB
XpaHEHUS;

- KOHKpeTHas M 4eTkas (OpMYJIMpPOBKA 3arojoBKa J€jla, KOTOpas IMOJHOCTBHIO
OTPa)XaeT COCTAB M COJEPKAHHE JIOKYMEHTOB B HEM U HCKIIOYAE€T BO3MOKHOCTH
BKJIFOYEHHUS! B JIEJO JOKYMEHTOB, HE COOTBETCTBYIOIIMX €r0 COAEPKAHUIO U CPOKY
XpaHEHUS;

- cucTeMaTu3alusi Jell BHYTPU pa3/ieJiOB HOMEHKJIATyphl B COOTBETCTBUHU CO
CTENEHbI0 BAXKHOCTH U CPOKOM XpaHEHUS JTOKYMEHTALUH.

Oo6s13aTenbHbIE peKBU3UTHI JoKyMeHTa «HoMenknaTypa nem»:

- HAMMEHOBaHUE OpraHu3aluu (yUpexJIeHus );
- HAMMEHOBAaHUE BUJA TOKYMEHTA;

- rpud yTBEPKICHUS;

- TEKCT JIOKYMEHTA;

- TIO/ITUCH;

- BU3BI COTJIaCOBaHUS;

- ICYATh YTBCPKAAOIICT'O OpraHa.



[Mlogmucey  moxkymenta «HomenknaTypa  jgem»:  OTBETCTBEHHBIM  JIMIIOM  TI0
J€JIOIPOU3BOICTBY.
Homenknatypa nen odpopmiisieTcs Ha oO1iem Oianke ¢popmara A4.

4. TIOPAOOK BBIITOJIHEHU A PABOTHI
4.1. O3HaKOMIIEHHE C 3a/IaHHEM.
4.2. O3HakomJIeHHE C OOIMMH M TEOPETHUYECKUMHU TOJIOKEHUSIMU IO TeMe
MPAKTUYECKOTO 3aHSATHSI.
4.3. OdopmiieHre TOKYMEHTOB M MIOKa3 WX MPENoaBaTelio.
5. BOITPOCHI JIJIA ITIOBTOPEHUA:
5.1. JlaitTe onpenesieHre BHYTPEHHEN OMUCHU J1€]l, HOMEHKJIATYPHI JIell.
5.2. Ha 1OKyMEHTBI ¢ KaKMM CPOKOM XpaHeHHUsI 0(hOPMIISIETCS BHYTPEHHSISI OUCH e,
HOMEHKJIaTypa Jien?
5.3. Kakue o0si3aTenbHble peKBU3UTHI BXOIST B COCTaB HOMEHKJIATYPHI Aei?
6. JOMAIIIHEE 3AJIAHUE
6.1.0dopmuTth otuer.

3aoanue Ne 1

CoctaBUTh U 0()OPMHUTH BHYTPEHHIOIO OIHCH JIETT
3aoanue Ne 2

CoctaBuTh 1 0()OPMHUTH HOMEHKJIATYPY JE



@dopmMa BHYTPEHHEN ONUCH TOKYMEHTOB €]

[MTPMJIOKEHUE 1

BHYTPEHHAA OIINCDH
JTIOKyMEHTOB siesia No
Ne Nupekc [Hara 3aronoBok | Homepa nuctoB | Ilpumeuanne
n/n JOKYMEHTOB JIOKYMEHTOB JIOKyMEHTa nena
1 2 3 4 5 6
Utoro JIOKYMEHTOB

nudpaMu 1 TPOMHUCHIO

KosnuecTBo IMCTOB BHYTPEHHEN ONIUCH

udpaMu 1 TPOMUCHIO

HomxuaocTth noanuck Y. O. ®amunus



I[TPUJIOXEHUE 2

YTBEPXIAIO

Hupexrop

(HOHHOC,COKpMHeHHOGIHBB&HHCOpFaHH3aHHH)

(Ha3BaHHE OpraHU3AIH)

HOMEHKIJIATYPA JIEJI (monmuch) (1.0. Gamunus)
No « » 20 T.
(mara)
(ropox)
Ha ron
WNunekc Koi-Bo Cpox xpaHeriml
3aroJIoBOK Jeiia u Ne cratent [Ipumeuanue
aena el. Xp.
10 TIEPEYHIO
2 3 4 5 6
3aB. KaHUEspUeEH
(momuch) (pacumpoBKa ITOIIHCH)
3aB. ApxuBom
(moanuce) (pacmugpoBKa NOAINUCH)

COI'NTACOBAHO COI'JTACOBAHO
[Tporokon OK [Iporokon JIIK (Ha3BaHue
OT Ne ApPXUBHOTO YUPEKIACHUS)

(nara)

oT No

(mata)


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

MPAKTHYECKOE 3AHATUE Ne 10
«CocraBJjieHHe YJIEKTPOHHBIX JOKYMEHTOB)
Tema: Opranuszanusi JOKyMeHTO000pPOTAa OPraHu3aluu
Iean: OBnageTs YMEHHUSIMH W HaBBIKAMH T10 COCTABJICHUIO U O(OPMIICHHIO 3JICKTPOHHBIX
JOKYMEHTOB.
[TpooIKUTENBHOCTD 3aHATHIA: 2 Yyaca
1. MATEPUAJIBHOE U IOKYMEHTAJIbHOE OBECITEYEHUE:
1.1 NunuBuayanbHbIE 3a0aHUS
1.2 Meronudeckue peKOMEHIAIMH TI0 BHITIOJTHEHUIO MPAKTUYECKOTO 3aHSATHS
1.3 Jlunetiku, pydku, Oymara
2. JINTEPATYPA:
2.1. bacakoB M.U. [enonpouszBoactBo (/lokyMeHTallmoHHOE oObOecTeYeHue

ynpasienus): yueoHuk /M.U. bacakos, O.W. 3ambitikoBa. — Pocto v//1: denuke,

2017
3.  ObIHIME TEOPETHMYECKHUE [IIOJIOKEHMA 110  BBIIOJIHEHUIO
[TPAKTUYECKOI'O 3AHATHA:

[TosiBneHne TepMHHA «AJIEKTPOHHBIA JTOKYMEHT» CBA3aHO C WHTCHCUBHBIM
MpUMEHEHUEM HHGOPMAIMOHHBIX TEXHOJIOTUN HAa MPEANPUITUSX U B OpraHU3alUsIX U
(dbopMHpOBaHHEM Ha MAUIMHHBIX HOCUTENSX pPa3HOOOpa3HOM uHMOpMauu: Hay4dHO-
TEXHUYECKOU, TPOU3BOACTBEHHOM, YIIPABIECHYECKOM U JIp.

DONEKTPOHHBIA JOKYMEHT — wWH(popManus, 3apUKCUpOBAaHHAS HA MAIIAHHOM
HOCHUTEJIC U COOTBETCTBYIOIIAs TPEOOBAHUSM, YCTAHOBJIICHHBIM HACTOSIIIIAM 3aKOHOM.

MamvHHBIA HOCUTEIb — MAarHUTHBIA JIMCK, MarHUTHAS JICHTA, JIA3CPHBIA JIUCK H
WHBIE MaTepyaJIbHbIC HOCUTEIHN, UCIIOIB3YEMbIC JIJIS 3aIIUCH U XpaHEeHUsS HH(OPMAIIUH C
MOMOIIBIO 3JIEKTPOHHO-BBIYHCIUTEILHON TEXHUKH.

DJIEKTPOHHBIA IOKYMEHT JOJIKEH COOTBETCTBOBATH CJIEAYIONTUM TPEOOBAHUSIM:

- co3JaBaThCs, 00pabaThIBaThCA, TMEpeAaBaThbCs M XPaHUTHCS C  MOMOIIBIO
MPOTPAMMHBIX U TEXHUUYECKUX CPEJICTB;
- UMETh CTPYKTYpY, YCTAHOBJICHHYIO 3aKOHOM, U COJIepXKaTb PEKBU3UTHI,

NO3BOJISIIOLIUE €€ UACHTU(ULIUPOBATH;



- OBITH MPEICTABIICHHBIM B (hOpME, TOHSATHOM /I BOCIIPUATHUS YEITOBEKOM.

DONEKTPOHHBIM JOKYMEHT COCTOMT M3 JBYX HEOTHhEMJIEMbIX 4YacTel — oOiei
U OCOOCHHOM.

OO6mu1as 4acTh 3JIEKTPOHHOTO JOKYMEHTA COCTOMT U3 MH(POPMALIMU, COCTABIISIONIEH
cojiepkanue jokymeHnTa. Mudpopmariius 06 aapecare OTHOCUTCS K OOIIEH 4acTH.

OcobOeHHas 4acTh AJIEKTPOHHOTO JOKYMEHTa COCTOMT M3 OJHOW MJIM HECKOJIbKHUX
AIEKTPOHHBIX ITU(POBBIX MOMKUCEH.

OnexrponHas mudposas noamuch (D1I1) - Habop cuMBOIIOB, BhIpabaTHIBAEMBbIi
CpeACTBaMHM SJICKTPOHHOU ITH(PPOBOM MOINNCH U SBISIOMIUICS HEOTHEMIEMOMN YacThIO
3JIEKTPOHHOI'O IOKYMEHTA.

OUIT ucnionb3yercss PU3NYECKUMH U IOPUAMYESCKUMU JIMIIAMU B KQYECTBE aHAJIOTa
COOCTBEHHOPYYHOM MOAMUCH JI MPUAAHUS JIEKTPOHHOMY JOKYMEHTY FOPUIUYECKON
CWJIbI, pAaBHOW IOPUIMYECKON CHIJIE JOKYMEHTAa Ha OyMa>KHOM HOCHTEIE, OIUCAHHOTO
COOCTBEHHOPYYHO IIPABOMOYHBIM JIMLIOM U CKPEIJIEHHOTO MeYaTho.

CpenctBa »lEKTPOHHOM IU(PPOBON MOJAMUCH - MPOrPaMMHBIE U TEXHUYECKHUE
CpelcTBa, 00ECIEeYnBaOIINE BRIPA0OTKY M MIPOBEPKY JIEKTPOHHOU HU(PPOBOK MOAMUCH
1 UMeronue cepTuUKaT COOTBETCTBUS UITU YIOCTOBEPEHHE O MPU3HAHUM cepTUduKara,
BbIIaHHOTO B HarmonanbHo# cucteme ceprudukannu Pecyommku benapych.

Hst dopmupoBanus DI ucnonb3yroTcs cpencTBa KpUNTOrpapUIECKON 3aIUThI
undopmaruu (CK3M), ncronb3yromme Tak Ha3bIBaeMble ACHMMETPUYHBIC AITOPUTMBI, B
KOTOPBIX MPUMEHSIOTCSI OTKPBITHINA U TMYHBIN KITFOUH KaXOTO MOJIb30BATEIIS.

JInuHbIN KITH0Y TOANKUCH — HA0OpP CUMBOJIOB, MIPUHAJICKAITUI KOHKPETHOMY JIHUILY
U MCIIOJIb3YyEeMbIH MTPU BBIPAOOTKE AIIEKTPOHHOM LIU(PPOBON MOAMKCH.

OTKpBITHIA KJFOU TPOBEPKU MOMAMKUCH - HAOOP CHMBOJIOB, JAOCTYIHBIA JJIsI BCEX
3aMHTEPECOBAHHBIX JIMI[ M UCIOJb3YyEMbId TMPU MPOBEPKE SJIEKTPOHHOU LHUPPOBOM
MTOJIITKCH.

KapTtouka OTKpBITOro Kiro4a MPOBEPKU MOMAMKCH - JOKYMEHT Ha OyMaXHOM
HOCHUTENE, COJEPKAIMN 3HAYEHUE OTKPBITOrO KIKOYa IIPOBEPKM TNOAINUCH U
NOATBEPXKIAIONIUNA  €r0  MPUHAMICKHOCTh  KAaKOMY-THOO  (U3MUYECKOMY  WIIU

IOPUIUYECKOMY JTUILY.



JIMYHBIA KITIOY MOJIb30BATENS XPAHUTCSI HA MAallIMHHOM HOCHUTEJIE B HEJOCTYITHOM
APYTMM JIMLAM MECTE, OTKPBITBI KIIIOYU IMEpeaeTcss BCEM YYacTHHKaM oOMeHa
uHopMmarmeil.

DJIEKTPOHHBIA TOKYMEHT MOXET HMCIIOJIB30BAaThCsl BO BCeX cepax IesTebHOCTH,
rie TPUMEHSIOTCS TMPOTPaMMHBIE M TEXHHYECKHE CpPEJCTBA, HEOOXOAMMBIE st
co3gaHusi, oOpabOTKM, XpaHEeHHs, nepeaadud W npuema uH@opmanuu. C MOMOIIbIO
AIIEKTPOHHBIX JIOKYMEHTOB MOTYT COBEpIIAThCS CAETKU (3aKIII0YaThCsl JOTOBOPHI),
MIPOU3BOJUTHCS PACUeThl, OCYIIECTBIATHCS NEPENUCKa U Mepeaada JOKyMEHTOB U MHON
uHpopmaruu.

DJEeKTPOHHBIE JOKYMEHTHl MOTYT IMEpechUIaTbCs C MOMOUIbIO JIIOOBIX CPENCTB
CBSI3M, BKJIIOYash MH(MOPMAIIMOHHBIE CUCTEMBI M CETH, €CJIM 3TO HE MPOTUBOPEUUT
3aKOHOJIaTEIBCTBY.

®opMoil BHYTPEHHETO MPECTAaBICHUS HIEKTPOHHOTO JOKYMEHTA SBIISIETCS 3aIKCh
uH(pOpPMaIIU, COCTABIISIONICH SIEKTPOHHBINA JOKYMEHT, Ha MAaIlIMHHOM HOCHTEE.

@dopMoli  BHEWIHETO  MPEJCTaBICHUS JICKTPOHHOTO  JTIOKyMEHTa  SIBIISETCS
BOCTIPOM3BEICHUE AJIEKTPOHHOTO JOKYMEHTA Ha JKpaHe AUCIIEs, Ha OyMakHOM JHO0
WHOM OTAEIMMOM OT MAalIMHHOTO HOCHUTENSI MaTepHATbHOM OOBEKTE B JOCTYITHOM JIJIs
BU3YaJbHOr0 0003peHus Buae (06€3 TOMOJHUTENbHBIX TEXHUYECKUX TPUCTIOCOOTICHHI) U
(dbopMe, MOHATHOM JIsl BOCIIPUSITHSI YEIIOBEKOM.

OpuruHan 3JIeKTPOHHOTO IOKYMEHTA CYIIIECTBYET TOJIbKO HA MALTMHHOM HOCHUTEIIE.
Bce sK3eMILIsIphI 3JIeKTPOHHOTO IOKYMEHTA, 3a(MKCUPOBaHHbIE HA MAIIIMHHOM HOCHUTEJIE
U HJICHTHUYHBIE OJUH JPYroMy, SIBISIIOTCS OpPUTHHAJAMH W HUMEIOT OJWHAKOBYIO
IOPUINYECKYIO CHITY.

B cmydae, korma oHUM JIMIIOM CO3JIAIOTCSA TOKYMEHT Ha OyMa)kKHOM HOCHUTEJE H
AIIEKTPOHHBINA JOKYMEHT, WICHTHYHBIE MO COACPKAHHIO, 00a JOKYMEHTa MPHU3HAIOTCS
CaMOCTOSITENIbHBIMH TOKyMEHTaMu. B 3TOM cilydae JOKyMEHT Ha OyMa)XKHOM HOCHTEIE
HE SIBJISIETCSI KOMKEH AJIEKTPOHHOTO TIOKyMEHTA.

Konuu  31ekTpoHHOrO  JOKyMEHTa CO3JAl0TCA  IyTEM  yAOCTOBEPEHHUS B
YCTAaHOBJICHHOM 3aKOHOAATENbCTBOM TMOpPsiAKE (OPMbl BHEIIHErO MPEACTaBICHUS

QJICKTPOHHOI'O JOKYMCHTA Ha 6YM2DKHOM Hocutene. Konuun QJICKTPOHHOT'O IOKYMCHTA HAa



OyMa)KHOM HOCHUTEJIC JIOJDKHBI COJIepKaTh YKa3aHHUE Ha TO, YTO OHH SBJISIOTCS KOTHUSIMH
COOTBETCTBYIOIIETO JIEKTPOHHOTO JOKYMEHTA.
VYnocroBepenue (GpopMbl BHEIIHETO MPEICTABICHUS MICKTPOHHOTO JOKYMEHTa Ha
OyMa)>kHOM HOCHUTEJIE MOXKET OCYIIECTBIISATHCS:
- HOTApUyCOM WIM HUHBIM JIMIIOM, UMEIOIIUM TMPaBO COBEPIIATh HOTApUAJIbHbBIC
JICHCTBUS,
- UHAUBUIYaJbHBIM MPEINPUHUMATENIEM WU IOPUIUYECKUM JIUIIOM, UMEIOIUMHU B
COOTBETCTBHUHM C 3aKOHOJIATEILCTBOM IIPAaBO HA OCYIIIECTBIECHUE TAKOU I€SITEIbHOCTH.
BocnpousBenenne 3IEKTPOHHOTO JOKYMEHTa Ha HWHOM, KpoMe OyMaKHOro,
OTJCIMMOM OT MAIIMHHOTO HOCHTENSI MaTepuallbHOM OOBEKTE MO0 €ro KOomus Ha
OyMa)XHOM HOCHUTENIe, HJICKAIIUM O00pa3oM HE YyJAOCTOBEPECHHAs, HE HMEIOT
IOPUANYECKON CUJIBI KO 3JIEKTPOHHOTO IOKYMEHTA.
DJIEKTPOHHBIM JOKYMEHT Ha MAIlMHHOM HOCHUTEJIC MPUPABHUBACTCA K JOKYMEHTY
Ha OyMa)KHOM HOCHUTEJIC U UMEET OJIMHAKOBYIO C HUM IOPUINUYECKYIO CHITY.
OpuruHainbl 3JeKTPOHHBIX JOKYMEHTOB M WX KOMUU HAa OyMa)KHBIX HOCHUTEJISIX
MMEIOT OJJMHAKOBYIO IOPUIUUECKYIO CUITY.
4. [IOPAIOK BBIITIOJIHEHU A PABOThI
4.1. O3HaKOMJICHHE C 3aJITaHHUEM.
4.2. O3HakOMJIEHHE C OOIIMMH U TEOPETUUYECKUMHU IIOJIOKCHUSIMH TI0 TeMe
MPAKTUYECKOTO 3aHSATHSI.

4.3. OdopmiieHrEe TOKYMEHTOB U MOKa3 WX MPENoaaBaTelio.

5. BOITPOCHI IJIA ITOBTOPEHUA:
5.1. JlaitTe onpenesieHHE JIIEKTPOHHOTO JOKYMEHTA.
5.2. Kakum Tpe6oBaHUSAM JOJIKEH COOTBETCTBOBATH SJIEKTPOHHBINA JJOKYMEHT?
5.3. PaBHO3HA4YHYIO JIM IOPUJIMYECKYIO CHUITy UMEIOT TOKYMEHTBI U3rOTOBJICHHBIE HA

QJICKTPOHHBIX U 6YMa)KHLIX HOCHUTEIAX?

6. JOMAIIHEE 3AJJAHUE

6.1.0¢dopMuTh OTUET.



3aoanue Ne 1

CocTtaButh U 0HOPMUTH DIEKTPOHHBIA TOKYMEHT.
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