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BBEJIEHUE

Hacrosmue wmeToaMYecKUe PEKOMEHJAlUM CIIy»KaT PYyKOBOJCTBOM IS
00yYaroIMXCsl MPU BBIMOJHEHUHM MPAKTUYECKUX PadOT MO MporpaMMme JUCHUILIMHBI
«loxymeHTanmonHoe oOecrieyeHue YIPABICHUS, YTBEPKJIEHHOMN TUTST
cnenuaibHocTH 38.02.01 «OKOHOMUKA U OYXTaITEPCKU yUeT (110 OTPACIISIM)»

C ux mnoMOmpl0 OOYYalOUUMHCS CMOXKET CaMOCTOSITEIbHO CIPABUTHCS C
BBITIOJIHEHUEM 3a/IaHHH.

Mertonuueckue yKa3zaHWs TpEeAHA3HAYCHBI ISl OOYYaIOIIMXCS, HW3YYaroIuX
TUCIUTUINHY  «JlOKyMEeHTanMoHHOE OOecredeHnue YIpaBICHUsS», a TakkKe BCeX
M0JI30BATENICH, JKENAIOIIMX CAMOCTOSITEIbHO OCBOMTH IPAKTHUECKYIO0 paboTy Ha
nepcoHaIbHOM KoMiibtoTepe. [IpakTuueckue pabOThl COCTaBIE€HBI B COOTBETCTBHUH C
NeNcTByIoEen mnporpaMmoil «JloKkyMeHTallMoOHHOE oOOecreyeHue YIpaBiIeHUs» s
oOyuaromuxcst 1Mo yTtBepkaeHHOM s cnenuanbHocT 38.02.01 «DxoHOMUKA W
OyxTanTepckuil ydet (110 OTPaciisiM)»

CornacHo TpeOoBaHUAM (PeepaIbHOrO TOCYAAPCTBEHHOTO 00pa30BaTEIbHOTO
CTaHAapTa CpPEeAHEro MpO(PECCHOHAILHOIO 00pa30BaHUS B peE3yJbTaTe€ OCBOCHUS
JUCIUTUINHBI «J[0OKyMeHTalnOHHOE 00ecieYeHEe YIIpaBiIeHUs», 00yUYatomuUnics JOJIKEH
YMETb UCMOJIb30BATh U3yUYCHHBIC MPUKIIAIHBIC MPOrPaMMHBIE CPEJICTBA.

PaboTs! MpoBOATCS MO CIEYIONUM TEMaM POTPAMMBI:
1. Opranu3anmoHHO - PACTIOPSAUTENIbHbIEC JOKYMEHTHI;
2. KagpoBast noKkyMeHTaIus;

3. ®UHAHCOBO-pacUeTHAS JOKYMEHTALIHS;

4. JloroBOpHO-TMIpaBOBasi JOKyMEHTAIIHS;

5. Opranun3anys ONepaTuBHOTO XpPAHEHUS JOKYMEHTOB;
6. cnonw3oBanue [I19BM B nenonpous3BoJICTBE.

B mnacrosmee Bpemss B ®I'OC cpeanero mnpodeccuoHaabHOro 00pa3oBaHUS
chopMynupoBaHbl 00ITHE U TPOGECCHOHAIBHBIC KOMIIETEHIIMH, KOTOPBIE JOJIKHBI OBIThH
c(hopMHUpPOBaHbI Y BBHIITYCKHUKOB. Peannzanus qanHoi 3a1a4u TpeOyeT HOBBIX MOJIX0I0B
K Opranu3anuu 00pa3zoBaTebHOTO MPOoIEecca, IPU3BaHHBIX (POPMUPOBATH KOMIIETEHIINH,

OCO3HaHHBIE yMEHUS U (PYHKIMOHAIbHBIC 3HAHMS. OYyHKIMOHATHLHOCTh 3HAHUUN



oTpesieNsieTcs LeJeHanpaBIeHHbIM (OPMUPOBAHUEM JACSITEIBHOCTHBIX XapaKTEPUCTUK
IpPEeIMETHBIX 3HAHUM B mpouecce 00y4eHHs, a OCOZHAHHOCTh YMEHHIl COOTHOCHUTCS C
YMEHUSIMU TepeHoca OOOOIEHHBIX OCHOB y4e€OHO-IIO3HABATEIbHOM NEATEIbHOCTH Ha
OyAyLIyI0 MPO(ECCHOHAIBHYIO AESITEIbHOCTh B KOHKPETHBIX CUTYAIUX.

B cB3M ¢ O3TUM yuyeOHbIE 3aHATUA JODKHBI OBbITh OpPraHM30BAaHbl HA
JeSITeIbHOCTHO-KOMIIETEHTHOCTHOM OcHOBE. OHUM M3 3(PPEKTUBHBIX BUIOB yUEOHBIX
3aHATUH, B KOTOPBIX JIOMUHHUPYET IpaKkTHYECKas JEesATENbHOCTh OO0yYaroluxcs,
OCHOBAHHAsI Ha JESATEIbHOCTHO-KOMIIETEHTHOCTHOM OCHOBE, SIBJISIFOTCS NMPAKTHYECKUE
3aHSATHSL.

B paboueii nporpammMe yueOHON AUCIUTLIUHBI «J{OKyMEHTaIMOHHOE 00eCIieueHHe
YIOPABJICHUS» MPAKTHYECKHUE 3aHATHS cOCTaBISAIOT 30% OT o01Iero KojaM4ecTBa 4acos,
OTBEJICHHBIX pab0o4YMMU Y4EOHBIMH IUIAHAMU U 3TO 00ECIIEYMBAET YPOBEHb OJTOTOBKU
BBIIIYCKHUKA, omnpenenéHusli ['ocynapctBeHHbiMu — TpeboBanusiMu DI'OC  no
COOTBETCTBYIOIEH CHEMATIBLHOCTH CPEHEr0 MPOECCHOHAIBLHOIO0 00pa30BaHUsl.

[enstmu npoBeieHNsI NPAKTUYECKUX 3aHATUH SIBISIFOTCS:

- 0000mmenue, CHCTEeMaTH3aIus, yriryosieHue, 3aKperyieHue MOTYyYEeHHBIX
TEOPETUYECKUX 3HAHUN IO KOHKPETHBIM TeMaM JIHUCLUIUIMHBI «/[0OKyMeHTalmoHHOe
obOecrieueHue ynpaBaeHUsD;

- (opMUpOBaHME YMEHUH MPUMEHSTHh MOJyYEHHbIC 3HAHUS Ha MpPAKTHKE, pealu3alus
€IMHCTBA UHTEIJIEKTYAJIbHON U IPAKTUUECKOM 1€ATEIbHOCTH;

- Ppa3BUTHE JMYHOCTHBIX KA4yeCTB, HAIPABICHHBIX HAa YCTOMYHMBOE CTPEMJIEHUE K
CaMOCOBEPILIEHCTBOBAHHUIO: CaMOIIO3HAHUIO, CaMOKOHTPOJIIO, CaMOOLICHKE,
CaMOPAa3BUTHUIO U CAMOPETYJISIUY;

- Pa3BUTHE UHTEIJIEKTYAIbHBIX YMEHUHN Y Oy IyIIMX CIIELUATUCTOB;

- BBIPA0OTKY TaKHUX MPOPECCHOHATBHO 3HAYMMBIX KaU€CTB, KaK CAMOCTOSATENBHOCTD, OT-
BETCTBEHHOCTb, TOUHOCTh, TBOPUYECKAS] HHUIIMATHBA.

KonnuectBo, 00beM U cojaepikaHHWE MPAKTUUYECKUX 3aHATUHA OMNPEIENIIIOTCS
paboueii (aBTOpCKOI) IporpaMMoii 1o AUCUUIIINHE «J[OKyMEHTAllMOHHOE O0ecreueHne
YIOpaBIEHUS» Il CHEIUAIbHOCTEH CpeAHero mnpoQecCHoHaIbHOrO0 00pa30BaHUS

COOTBETCTBYIOIIETO MPOUIIS.



[lpakTrueckue 3aHATHA 1O JUCHUIUIMHE «/[oKymMeHTarmoHHOEe oOOecTneueHue
yIpaBJieHUs» HampaBlieHbl Ha (OPMUPOBAHKUE y OOYUYAIOIIUXCS MPAKTUYECKUX U TMPO-
(ecCHOHANIbHBIX YMEHUH MpU PEIICHUU 3a7a4 U IPU BBINOJHEHUM ONPEACIICHHBIX
3a/laHuii, HEOOXOAUMBIX B MOCIIEayIOIeH MpodecCuoHaTbHOM eITeTbHOCTH.
ConepxkaHue MPaKTUUECKUX 3aHITHUH Ha YpOKax MO IUCHUIUIMHE «J[OKyMEeHTallMOHHOE
obecrieueHre ynpaBJICHUs BKIIOYAIOT B ceO0s:

- IOMCK HYXHOW MH(OpPMAIIUHU IO ONPEACIIEHHON TEME;

- peleHue pa3Horo poja 3a/1a4y, B TOM YUCIIE COEPKAIUX 3a1aHus PO eCCHOHATBHON
HaIlPaBJICHHOCTH;

- paboTy CO CIIPaBOYHBIMU MaTepHUATIAMH.

Hapsany ¢ ¢opmupoBaHueM yMEeHHH W HaBBIKOB B MPOLECCE MPAKTUUYECKUX
3aHATHN 0000IIAI0TCS, CHUCTEeMATU3UPYIOTCS, YIIYOJSIOTCS U KOHKPETH3UPYIOTCS
TEOPETUYECKUE 3HAHMs, BhIPAOATHIBACTCS CIIOCOOHOCTh M TOTOBHOCTH MCIOJIB30BATh
TEOPETUYECKHE 3HAHUS TIPU PEILICHUH 3a]1ay.

CognepxaHue TPAKTUYECKUX 3aHATUN (QuKcupyeTcss B pabouedt ydeOHOU
porpamMme TUCHUTUINHBI «JlOKYMEHTAIIMOHHOE O0ECTIeYeHUE YIPaBICHUS) B pasiesie
«Conepxanue ydeOHOM AMCHMIUIMHBD)Y M TUIAHUPYETCS C pPacueToM, 4ToObl 3a
OTBEJIEHHOE BPEMsI OHU MOTJIU OBITh BBITIOJIHEHBI OOJIBIITMHCTBOM O0YYarOIIUXCSI.

KauecTBO opraHu3zanuy NpakTUYECKUX 3aHSATUN SBJISETCA OJHUM U3 OCHOBHBIX
ycioBuid popMupoBaHust oOUX U MPOPECCUOHATBHBIX KOMIETEHIIUN 00yYaroInXcsl.

[IpakTyeckoe  3aHsATHE MNPOBOAUTCA B  KabOuHere «J|oKyMeHTallMOHHOE
oOecrieyeHUE yMOPABICHUS» U HMEET MPOJODKUTEIIBHOCTh HE  MEHEe JIBYX
aKaJIeMUYECKUX YacOB. BBITTOTHEHNIO TPAKTUYECKUX 3aJaHU MPEIIeCTBYET TPOBEPKa
3HaHUM CTYAEHTOB - UX TEOPETUUYECKON TOTOBHOCTHU K BBHIMIOJIHEHUIO 3aaHUSI.

[IpakTHueckue 3aHATUS MO PELICHUIO 3a1a4 MOTYT HOCHUT:

- PEeNpOayKTHBHBIN XapakTep. B 3ToM cilyyae mpu UX BBINIOJTHEHUU OOydYarouiuecs
MOJIB3YIOTCSl YY€OHON U CIEIMaIbHOM JINTEpaTypOl U BBITIOJHSIOT PEIICHHUE 3a7a4 0
AITOPUTMY, pa3pabOTaHHOMY IPEINO/IaBaTeNIeM;

- YaCTUYHO-TIOMCKOBBIN XapakTep. ITU pabOThl OTINYAIOTCS TEM, YTO 00YUarOIINECs HE

IMOJIB3YIOTCA HOI[pO6HI>IMI/I HHCTPYKOUAMH, HM HC JaH IIOPAAOK BBIIIOJHCHHA



HE0OX0oMMMBIX JedcTBUd. OHU JIOJDKHBI CaMOCTOSITENIBHO BBIOpATh CHOCOO pEIIeHUS
3a1a4M 110 MaTepuaiaM HHCTPYKTUBHOU, CIIPABOYHOU U IPYrOMl JIMTEPATyPhI;

- TIOMCKOBBIN Xapaktep. Takue pabOTBHI XapaKTEpU3YIOTCS TEM, YTO OOydYaroIuecs
JOJKHBI PEIIUTh HOBYIO IS HUX 3ajady, ONUPasCh HA MMEIOIIHUECS TEOpEeTUUYECKUe
3HaHUSI.

[Tpu mutaHMpOBaHUM NPAKTUYECKUX 3aHATUNA HEOOXOAMMO HaXOUTh ONTUMAJIbHOE
COOTHOIIICHHE PENpPOJTYKTUBHBIX, YACTUYHO-TIOMCKOBBIX M TOUCKOBBIX palbOT, YTOOBI
o0ecneunTh BHICOKHI YPOBEHb MHTEIICKTYaIbHOU JESTEIbHOCTH.

Ha npaktuueckux 3aHATHSIX MOTYT IPUMEHSTHCS clieAyromue GopMbl pabOThI:

- (poHTanbHAL - BCe O0yYaIOIIUECs PEIIAOT OJHY U TY XKe 3a/1auy;
- MHAMBHIYyaJIbHAS - KQXKIBIM CTYJCHT BBIMOJIHICT pPElICHINEe WHANBUAYAIbHBIX 3a7a4
B 3aBUCUMOCTH OT YPOBHS MOJATOTOBKH CTYACHTOB.

['maBHast 1eb AAHHBIX MPAKTHUYECKUX Pa0dOT — MPAKTHUYECKOE 3aKpEIUIeHHE |
yrayOieHue 3HAaHWM, MOJyYEHHBIX Ha TEOPETHMUYECKUX 3aHATUSAX 10 JUCLUILIMHE
«/loxymeHTanmoHHoe 0OecrieueHHEe YIIpaBICHUS.

JIis yCHEImHOTO BBIMOJHEHHUSI MPAKTUYECKUX paboT oOydarommecs OO0sS3aHbI
O3HAKOMUTBHCA C MOPSAKOM HMX MPOBEACHHUS M HM3YyYUTh COOTBETCTBYIOLIUE pPAa3CIIbl
TEOPETHUYECKOT0 Kypca.

Onucanue KaxaoW NPAKTUYECKOW pPabOTBI COACPKHUT: TeMy, LI padoThl,
MOPSJIOK BBIMOJHEHUSI pabOThI, @ TaK K€ MEpPeueHb KOHTPOJIBHBIX BOIPOCOB, C IIEJIbIO
BBISIBUTH U YCTPAHUTH HEAOYETHl B OCBOGHUHU pacCMaTpUBAEeMOM TeMbl. JlJis momydeHus
JOTIOTHUTENBHON, OoJiee TOoApOoOHON HHGPOPMAMK 10 H3yY4aeMbIM BOIPOCAM,
IPUBEAEHO Y4eOHO-METOIMYECKOE U MH(POPMALIMOHHOE 00€ecIIeueHue.

Kaxnas mpaktudeckas paboTa BKIIOYaeT B ceOs KOHTPOJBbHBIE BOIPOCHI,

HaIIPaBJICHHBIC HA MIPAKTHYCCKOC ITPUMCHCHHUC IMOJTYUCHHBIX 3HAHUU.

INPAKTUYECKOE 3AHATHE Ne 1

«CocraBiaenue u opopmiieHue pekpusuros OPJD



Tema: Yuupuxkauus u craHgaprusauus AokymMeHtauuu. IlpaBuia cosganust u

o(popmIIeHHS TOKYMEHTOB

Heab: OBnaners ymenusimu npu opopmiiernu peksuzutoB OPJI.

[TponomKUTENIbHOCTh 3aHATHIA: 2 Yaca

1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECTIEYUEHUE:
1.1. MnquBuyanbHbIC 3a1aHUs
1.2. MeTtoanyeckrue peKOMEHIAIUH TI0 BBIITOTHEHUIO MPAKTHUYECKOTO 3aHATHS
1.3. JIuneiiku, pyuku, Oymara

2. JIMTEPATYPA: bacakoB M.U. [enonpousBogactBo (JlokyMeHTalIMOHHOE
obecnieueHnue ymnpasienus): yueOnuk /M.U. bacakos, O.W. 3ambiiikoBa. — PoctoB
H/[[: ®ennkce, 2017

3. OBIIME TEOPETUYECKUE [TOJIOXKEHUA 1o BBITTOJIHEHUIO
[TPAKTUYECKOI'O 3AHATUA:

Cpenu 60ab110T0 pa3HO00pa3ust BUAOB JICTOBBIX JOKYMEHTOB, OOpalaromxcs Ha
NPEANPUATUIX U B OPTaHU3AIUSAX, OPTaHU3ALMOHHO-PACTIOPSAUTENbHAS JJOKYMEHTAITUS
(OPJ]) 3anmmaer ocoboe Mecto. MOXHO YTBEpXkAaTh, YTO OpPraHU3AI[MOHHAS U
yIpaBJIeHUECKasi ACSTENbHOCTh TJIaBHBIM O0pa3oM 3akiIlo4yaeTcsi B pa3paboTke U
peanuzaiuu pemeHui, nokymeHtupyemoix B OPJl. OP/] sBnsercs Hambosiee MIUPOKO
UCIIOJIb3YEMbIM BUIOM JOKYMEHTALIUH.

OP/]] xnaccuuuupyroT Ha TPU TPYIIIIbL:

- OpraHu3allMOHHO-NPaBOBasi JAOKyMeHTalus (ycTaB, IMOJOXKEHHUE, MpaBuia, IITATHOE
pacnucaHue, UHCTPYKIIHHN);

- pacrnopsauTeNbHas JOKyMeHTanus (TpPUKas3bl, paclopsHKeHUs, TOCTaHOBJICHUS,
pEILIEeHHUs], YKa3aHus);

- MH(POPMALIMOHHO-CIPABOYHAS JOKyMEHTAIUsl, KOTOPYIO, B CBOIO OuY€pedb, MOXKHO
YCJIOBHO NOJIPa3/IeUTh Ha:

- onepamugHo-uHgopmayuorHyro (mucbma, TeneonorpamMmsl, Gakchl U T. 11.);
-CnpagouHo-uH@opmayuoHuyro (aKThl, TPOTOKOJbI, TOKIAIHbIE, CITYKEOHBIC 3aUCKU U
ap.).

Kpowme Toro, Obmepoccuiickuii kiiaccupukaTop yrnpaBiIeHYECKON JOKYMEHTAIINH



(OKY 1) B uncno OP/] BkitouaeT JOKYMEHTHI 10 TUYHOMY COCTaBYy (KaJapaMm): 3asBJICHUS,

JUYHBIE KAPTOUKH, MPUKA3bI (PACTIOPSIKEHUS) O TTpUeMe Ha paboTy U LEIbIN psil APYTUX.
Odopmiterne OPJ] ocyriecTBIsieTCS B COOTBETCTBUH C HOPMaMH U TPEOOBaHUSIMU

['OCT P 6.30-2003, ycranapnuBaroiiero tpebopanus k opopmieHuto OPJl ¢ ydyerom

HEKOTOPbIX 0COOEHHOCTEN 0POpMIIEHUSI JOKYMEHTOB (perepaibHbIX

OPraHOB HCHOJIHUTEIBHOM BJIACTH, OTOBOPEHHBIX THUIOBOM HMHCTPYKLMEH 10

JIEJIONIPOU3BOCTBY B (peiepalbHbIX OpraHax UCIOJHUTEIHLHON BIIACTH.

CnyotceOnvimM  nonem  JOKyMEHTa SIBIsSIETCS  4acTh Iuiomanu  (opmara,
npeAHa3HauYeHHas JUIsl OJIEW IOKYMEHTA U 3aKPEIUIEHUS €r0 B CPEACTBAX XPAHEHUSI.
llone ona pazmewenuss yenogoz2o wmamna pacroyiaraeTcs B JIEBOM BEPXHEM YTy
¢dopmaTa uiM B BEpXHEH €ro 4acTH MPHU MPOAO0IHHOM BapHAHTE PACTIONOKECHHS IITAMIIA.
OcranpHas yacTh iomaau (opMara COCTaBISIET pabouee nojie QOKyMeHma.

I'OCT P 6.30-2003 ycranaBiauBaeT JBa CTaHAApTHBIX (Qopmara OJIAHKOB
TOKyMeHTOB - A4 (210 x 297 mm) u AS (148 x 210 mm). Kaxnaplid TUCT TOKYMEHTa,
JIOJKEH UMeTh 1oJis He MeHee: 20 MM - sieBoe; 10 MM - mpaBoe; 20 MM - BepXxHee U
HUKHEE TOJIS.

bnanku OPJ] mpoeKTUpyIOT B COOTBETCTBUH C PACTIOI0KEHUEM U TPAHUIIAMU 30H
pekBu3uToB, npeaycMorpeHHslx ['OCT P 6.30-2003, Ha oCHOBE Kak 21068020, TaKk U
NPOO0IbHO2O UX Pa3MEIICHUS.

s opraHuzanuu, €€ CTPYKTYPHBIX MOApPa3AesieHud, IOKHOCTHOTO JIMIA
YCTaHOBJIEHBI CJIETYIOLIUE BUbI OJaHKOB:

- o01Mi OJIaHK;
- OJIaHK IIHCHMa;
- OJ1aHK KOHKPETHOI'O BHUJIa JOKYMEHTA.

[Ipy moarotoBke u  O(QOPMIIEHUH  OPraHU3AIMOHHO-PACTIOPSIUTEIHHON
nokymeHTanuu B coorBerctBUM ¢ ['OCT P 6.30 - 2003 wucnonb3yroTcsi CIeayronme
PEKBU3UTHI:

1. T'ocynapcTBeHHbIi rep6 PD;
2. T'epb cyobekTa PO;



3. DmbOnemMa opraHu3aluud WM TOBApHBIM 3HAK - MOMENIAIOT Ha OJIaHKax B
COOTBETCTBHUH C YCTAaBOM WJIM MOJIOKEHUEM OpPraHU3aluy;
4. Kox opranuzauuu — HpocTaBIAOT Mo OOmEepocCHicKoMy KiaccUu(UKaTopy
MPEANPUATANA U OpTaHU3ALUN;
5. PerucrpanvoHHbIA HOMEP OPUIUYECKOTO JIMIA — POCTABIISIFOT B COOTBETCTBUH C
JOKYMEHTaMH, BblJaBa€MbIMHU HAJIOTOBBIMU OPTaHaMU;
6. WnentudukannonHslii HoMep Hajoromiarensiyka (MHH);
7. Kox ¢popmbl 1oKyMeHTa — MPOCTaBIAOT 110 O01mepoccuiickoMy KiaccuukaTopy
YIPABJIEHYECKON JOKyMEHTAL[UU
8. HamMeHoBaHME OpraHu3anuu — COKpalleHHOE HAMMEHOBAHUE TIPUBOJAT TOJIBKO B
TEX CIIy4asiX, KOI/la OHO 3aKPEIJIEHO B YUPEAUTEIbHBIX JOKYMEHTAX OpraHu3aliy;
9. CnpaBouHbI€ JaHHBIE 00 OpraHu3aluu — NoYTOBIN anapec, Ne renedona, u aApyrue
ceenenus (Ne cuera B 6anke, Ne akcoB, aapec 31EKTPOHHON MOYTHI);
10. HanmeHoBaHuE BUJa TOKYMEHTA;
11. Jlata noxymeHTa — aBisiercs gatoi ero noanucanus 02.10.2006 wiu
02 oxTs0pst 2006 1.;
12. PerucTtpaiimoHHBIII HOMEP — COCTOUT U3 €ro MOPSIKOBOTO HOMEpPA B IMpeaenax
KaJICHJapHOTO ro/1a;
13. Ccbuika Ha perucTpallMOHHBIA HOMEP U ATy TIOKyMeHTa - Ne u jaTa JOKyMEHTa,
Ha KOTOPBIH JI0JKEH OBITh J1aH OTBET;
14. Mecro cocraBiienus unu uznanus (r. bpsack, Mocksa, Cankr-I1letepOypr);
15. Anpecar
I'enepanbHOMY AUPEKTOPY
OAO «Bocxom»
B.A.Cemuny

[Ipu anpecoBaHuM AOKYMEHTa (PU3NYECKOMY JIMLY YKa3bIBAIOT (PaMWIMIO M WHUIMAIIBI

IIOJIy4aTciiia, 3aTCM MMOYTOBBIN aJapcc:



NBanony O.I1.
yi. CanoBas, 1.5, kB.12
r.bpsHck, bexxnnuknii p-H,
241035
16. I'pud yTBEpkKACHUSA JOKYMEHTA — YTBEPKIAACTCS JOHKHOCTHBIM JIMLIOM
YTBEPXIAIO
ITpesunent 3A0 «PocTekcTuib»

B.A.Ilpomnn

Jlata

17. Pe3onmonus — GpaMuiIny 1 MHULUAIBl UCHIOJHUTENEH, colepKaHue MOpyUYEHus,
CPOK UCITOJIHEHUS, IOJINACH, ATy

Mopo3zosoit H.H.

[Ipoiry noAroTOBUTH MPOEKT
HoroBopa ¢ Ayautopckoi hupmoit
k 01.02.2006
JInunas moamnuch
JlaTa
18. 3aroioBoK K TEKCTYy — KpaTKOE cojiep:KaHue JoOKyMeHTa. OTBe4aeT Ha BOIIPOCHI:
0 KOM, 0 ueM?
19. OtmeTka 0 KOHTpojJe — oOo3HadaroT OykBoM «K», clI0BOM WM MITAMIIOM
«KoHTpOIIBY;
20. TekcT — MOXKET OBITH MPEJICTABICH B BUJIE:
mpagapem — 3apaHee OTIEUATAHHBIM TEKCT C MOCTOSSHHOW uHMOpMauuen u
MPOITYCKaMH JIJIsl IEpeMEeHHOM nHpopManuu
mabauya — TEPEUYCeHb CBEACHUN, O 4YeM-JIMOO WJIM O YHUCIOBBIX JaHHBIX,
MPUBEJCHHBIX B OMPEICICHHYIO CUCTEMY U PACIIOJIOKEHHBIX 10 rpadam.
ankema — OIPOCHBIN JUCT IJi TOJIyYEHHUs ONPENEIICHHBIX CBeAeHUU. Tekcr
COJIEPKUT CIIOBECHYIO WK [U(POBYIO XapaKTEPUCTUKY OJIHOTO OOBEKTA MO Py

npu3HakoB. [locTossHHAs nHPOpPMAaIKS TPEICTaBIICHA B TIATEIHHO MPOTyMaHHBIX



1 chopMyIMpOBaHHBIX Bompocax. [lepemeHHass — KOHKpETHas XapaKTEPUCTUKA
IIPU3HAKOB, BBIPAYKEHA IMOJATOTOBJICHHBIM OTBETOM THUIIA — /14, HET;
2]1. OT™MeTKa O HAINYNHA NIPUAITOKEHUSA:
[Ipunoxxenue: Ha S 1. B 2 3K3.
[Tpy HAJIMYMK HECKOIBKUX MPUIIOKEHUI UX HYMEPYIOT apaOCKUMU LUPpamMu
[Tpunoxenue: 1. XXXXXXXXXXXXXXX
2. XXXXXXXXXXXXXXX (TEKCT HE 3aXOJIUT 32 CJIOBO MPHUJIOKEHUE)
22. Ilognucey — HAMMEHOBAHKE TTOITUCH JIMIIA, TUIHAS TIOJIKCh, paciu(poBKa
MOJITHUCH
Jlupextop uHCcTUTYTa  JuyHas nognucb M.B.ABneeHkos
23. I'pud cormacoBanusi gokymenta — cocrouT u3 cioBa COI'JTACOBAHO,
JNOJDKHOCTH — JIUIA, JIMYHOM  MOAMHCH, pACHIM(PPOBKK  MOJIMUCH, JAAThI
COTJIACOBAHUSA:
COT'JIACOBAHO
PexTop ®rHaHCOBOM aKkageMuu
IIpu IIpaBurenscTBe Poccniickon denepannu
JInynas nmoanuce U.O.D.
JlaTa
24. Bu3pl coriiacoBaHus JOKyMEHTa — IOANMCh W JOJDKHOCTh BH3UPYIOLIErO
JIOKYMEHT, paciuindpoBKa MOAMKUCH, JaTa MOIMUCAHUS:
PykoBoauTens FOPUANYECKOTO OTaEIA
JInuHas moanuch A.C.OpioB
JlaTa
25. OrTHck nevyaTu
26. OTMeTKa 0 3aBEPEHUM KOIHHU:
Bepno
HNHcnekTop ciryKObI KaapoB JInunas noanuce T.C.MBaHoBa
JlaTa
27. OtMeTKa 00 UCIIOJIHUTENE — MHULMAIBI U pamMuiins ucnoiaHutens, Ne trenedona:

B.A.Iletpos



512130

28. OTMeTKa 00 UCTIOTHEHUHU JJOKYMEHTA U HalpaBJIeHUE ero B Aeno: «B nemoy,

Ne nena, B koTOpoM OyJ€T XpaHUTHCA JOKYMEHT;

29. OTMeTKa O MOCTYIUIEHUMU JOKYMEHTa B OpPraHHM3alHi0 — MOPSIKOBBIA HOMEp U
J1aTa MOCTYTUICHUS;

30. Unentuduxatop SJIEKTPOHHONW KOMUHU JOKyMEHTa — HaWMEHOBaHHE (aiijia Ha

MAallMHHOM HOCHUTCIJIC, 1aTy U APYTUC ITIOUCKOBBIC TaHHBIC.

. HOPAJOK BBIIIOJITHEHUA PABOTbI

4.1. O3HaKOMJICHHE C 3aJaHUEM.

4.2. O3HakOMJIEHUE C OOIIMMH M TEOPETUYECKHUMH IIOJOKEHUSAMH [0 TEME
MIPAKTHYECKOTO 3aHATHUS.

4.3. OdopmieHre JOKYMEHTOB U MIOKa3 UX MPEero/iaBaTelo.

. BOITPOCHI UIA IIOBTOPEHM A:

5.1. Ilepeuncnute coctaB pekBu3uToB OP/I.

5.2. Kakue Bugsl 6;mankoB npexycmorperst 'OCT P 6.30-2003?

5.3. HazoBure TpeboBaHus, NpeIbsIBIsEMbIE K TEKCTaM JIOKYMEHTOB.

JOMAIIHEE 3AJIAHUE

6.1. OpopMuUThH OTUET.

3aoanue Ne 1

Bapuanr 1

3anoaHUTH HA CTAaHAAPTHOM OJlaHKe popMarta A4 CIIETyIONTUE PeKBU3UTHL: 5, 6, 8, 10,

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

Bapuanr 2

3amoJIHUTh Ha CTaHJIApTHOM OyaHke popmara As creayromue pekBU3uThL: 5, 7, 8, 10,

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

MPAKTUHYECKOE 3AHSITUE Ne 2
«CocraBJjieHue 1 o(popMIIeHHE OPraHU3ANMOHHO-TIPABOBBIX IOKYMEHTOB)»
Tema: OpranuzanmoOHHO-NIPABOBasi JOKYMEHTAINS

I_[e.m,: OBJ'IaI[eTB YMCHUAMU W HABBIKAMU I10 COCTABJICHUIO OPIraHU3AIMOHHO-IIPABOBLIX



JIOKYMEHTOB U UX O(OPMIICHHIO.

[IpOnOmKATENBHOCTD 3aHATHI: 2 yaca

1. MATEPUAJIBHOE 1 JOKYMEHTAJIBHOE OBECITEYEHUE:

1.1. MuauBugyaabHbIC 33 JaHUS

1.2. Meroauueckue peKOMEHIAIIMH 110 BHITOJTHEHHUIO MPAKTUUECKOTO 3aHATHUS

1.3.  Jluneiiku, pyuku, Oymara

2. JIMTEPATYPA: bacakoB M.U. JlenonpousBoactBo (JlokymMeHTallMOHHOE
obecrieuenue ynpasinenus): yueOnuk /M.U. bacakos, O.U. 3ampiiikoBa. — PoctoB #//1:
®enukc, 2018

3.  OBIHIME TEOPETMYECKUE IIOJIOKEHUA TI0  BbIIOJIHEHUIO
[TPAKTUYECKOI'O 3AHATUA:

OpranuzaimoHHas JesATEIbHOCTh YUpEXKJACHHUS BbIpakaeTcsi B pa3paboTke u
YTBEPKJICHUU KOMILUIEKCA OpraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB, COJEp KallluxX
paBUjla, HOPMBI, TIOJIOKEHHS, YCTAHABIMBAIOUIME CTaTyC OpraHu3aluu, €€
KOMIIETEHLIUIO, CTPYKTYpYy, IITaTHYIO YHCIEHHOCTh U JIODKHOCTHOM COCTaB,
(GYHKIIMOHAIBHOE COAEPKAHUE JIESITEIbHOCTH OPraHU3allMK B LIEJIOM, €€ MOoIpa3ieICHUI
U paOOTHUKOB, UX MpaBa, 00s13aHHOCTH, OTBETCTBEHHOCTD U JAPYTUE aCIEKTHI.

OpraHuszaiioHHbIe JTOKYMEHThI OMNPEIENISIOT CTaTyC OpraHu3aluid, MOPSIOK HX
paboThl. OHU SBISIFOTCS OCHOBOIIOJNIATAIONIMMHU B JIETEIBHOCTH JIFOOOM OpraHu3alvu U
001a/1a10T BBICIICH IOPUINYECKON CHIIOMN.

enp pa3pabOTKK OpPraHU3ALMOHHBIX JIOKYMEHTOB - Haubojee paluoHalbHOE
pasneseHue u Koomepaius Tpyia Mexay MoApa3aeieHusIMHA U paOOTHUKAMU.

OpraHu3almoOHHO-NIPABOBBIE JOKYMEHTBI, C TOUYKH 3pEHHUS CpOKa JEeUCTBUS,
OTHOCATCS K 0€CCPOUYHBIM U IEUCTBYIOT JI0 UX OTMEHBI WM JI0 YTBEPKICHHS HOBBHIX. B
cTabMIIbHO paboTalolIEeM YUpPEXKACHUH HEOOXOJIMMOCTh MEPECMOTpa, U3MEHEHUS WU
JIOTIOJITHEHUSI OPTaHU3allMOHHO-TIPABOBBIX JJOKYMEHTOB MOXXET BO3HHMKATh OJIUH pa3 B
HECKOJIBKO JIeT. B 3aBHCHMOCTH OT XapakTepa W TiyOMHBI U3MEHEHUN B JCSTEIHHOCTU
YUpEeXKACHUS OpraHU3allMOHHO-TIPABOBBIE JOKYMEHTHI JIMOO pa3padaThIiBalOTCs 3aHOBO,
au00 B HUX BHOCATCS HEOOXOJMMble U3MEHEHUSI U JOMOJHEHUS PACIOPSAUTEIbHBIMU

JOKyMEHTamMu  (MPUKa30M WJIM  PacHnopsbKEHUEM  pykoBoautensi). B ciyuae



peopranu3almy 1eITeIbHOCTH yUPEeXKIeHUS pa3padaThIBatOTCsl HOBbIE OpraHU3alMOHHO-
IIPaBOBBIE IOKYMEHTHI U UX YTBEPKIECHUE.

Pa3pabateiBaroTcsi  OpraHM3alMOHHO-IIPABOBBIE  JIOKYMEHTBI ~ pYyKOBOACTBOM
YUpEXKACHUS  WIM  MOJpa3JesieHus] C  MpUBJICYEHUEM  KBaJIU(UUIHUPOBAHHBIX
CHEUHUAIMCTOB, XOPOILIO 3HAIOUIMX padOTy YUYPEeXIECHHUS KaK B I€JIOM, TaK U IO
OTJIE€JIbHBIM HAIPABIICHUSAM.

Opranu3zanmoHHO-IIPaBOBbIE JOKYMEHTHI O(OPMIISIOTCS Ha CTaHAAPTHOM JIHCTE
Oymaru ¢ 00s3aTEIIbHBIM HAHECEHHEM BCEX HEOOXOJMMBIX PEKBHU3UTOB: HA3BaHUE
YUPEXJEHUS W/WIK Tojpa3fesieHust (eciau JOKyMEHT YTBEP)KIAeTCs PYKOBOIUTENIEM
No/ipa3/ieJIeHus), HAMMEHOBAHKUE BUJIA IOKYMEHTA, /1aTa, HOMEp JIOKYMEHTa, 3ar0J0BOK
K TEKCTY, IOJIMUCH, Tpu yTBepKAeHH. [laToi OpraHn3ainoHHO-IIPaBOBOIO JOKYMEHTA
ABJISIETCS 1aTa €r0 YTBEPKICHUS.

JlesiTenbHOCTD 00010 IpeAnpUsTUS NEPBOHAYAILHO  PEryJIUPYIOT
OpPraHU3alMOHHO — IIPAaBOBBIE JIOKYMEHTBI, K KOTOPBIM OTHOCSITCS:

YcraB — CBOA IMpaBWI, PETYJUPYIOIIUX JEATEIBHOCTh NPEANPHUATUS, €0
B3aMMOOTHOIICHUA C JPYIMMH OpTaHU3AlMSIMH, TNPEANPUATUHAMU, (QUpMaMu H
rpaxkaHamMu, IpaBa U OO0S3aHHOCTU B OIpPEIEICHHOW cdepe TrocyIapCTBEHHOTO
YIIPABJICHUs, XO3SMCTBEHHOW WJIM WHOM JCATEIIBHOCTU. YCTaB OTHOCUTCS K
00s13aTeIbHBIM YUPEAUTEIBHBIM JOKYMEHTAM MPU CO3/1aHUU IPEIIPUSITUS.

Ilon0:keHHus1 — HOPMATUBHBIE AKThI, MMEIOIIME CBOJHBIN KOJIU(PUKAIMOHHBIN
XapakTep U ONpENeNAIIne TMOPSAIOK 00pa3oBaHus, CTPYKTYypy, (QYHKIUH,
KOMIUIEKTAIINIO, 00SI3aHHOCTU M OPTaHU3aLUI0 PAOOThI CUCTEMBI TPETPUSITHSL.

CTpykTypa TeKCTa MOJOXKEHUS O CTPYKTYPHOM NOJAPA3JIECIECHUU COCTOUT U3
CIEAYIOUIUX Pa3AEIOB:

1. OO111€e OJIOKEHMUS,

2. OCHOBHBIC 3a/1a4U;

3. OcHOBHBIE QYHKIIUU;

4. ITpaBa;

5. OTBETCTBEHHOCTb.



MHCTpyKIUM — TIpaBOBBIC aKThl, H3/IaBa€Mble WM YTBEpP)KJIaeMble B IIEIIAX
YCTAaHOBJICHHMSI ~ TPABWJI,  PETYJIHPYIONIUX  OpraHU3aldOHHBIC,  (PUHAHCOBBIC,
TEXHOJIOTUYECKHUE U UHBIE CTOPOHBI JACATEIHHOCTH MIPEATPUSTHS.

IllTaTHOe pacnucaHve —  OpPraHU3Al[MOHHO —  TPAaBOBOM  JIOKYMEHT,
yCTaHABJIMBAOIINN KOJUYECTBEHHBIM U KaYE€CTBEHHBIN COCTAB COTPYJIHUKOB B COCTAaBE
noApazfencHuid (MpY HAIMYMKM TaKOBBIX) TMPEANPHUATHS, a TakkKe pasMepbl HX
MUHHMMaJIbHON (PMKCUPOBAHHOW MECAYHOW OIUIaThl Tpynaa (OKJazga) B COOTBETCTBHUH C
3aHUMACMBIMH JIOJKHOCTSIMH.

IlpaBujia BHYTpPEeHHEro TPYAOBOI0 PACHOPSIAKA - JIOKYMEHT, JCTalIbHO
perJIaMeHTUPYIONTUI BOTIPOCHI IIOBCETHEBHON JACATEIHHOCTH MPEATIPUSITHSL.

JI017KHOCTHBIE UHCTPYKIMHU — JIOKYMEHT, YCTAHABIMBAIOIINKI 1T COTPYIHUKA
(kaTeropuii COTPYIHUKOB) TIPEANPHUSATUS KOHKPETHBIC TPYJOBbIE OOS3aHHOCTH B
COOTBETCTBHMH C 3aHMMAeMOM JOJDKHOCTBIO.

JlolokHOCTHAsE WHCTpYKIMs odopmisieTcs Ha oO0memM OJaHKe OpraHu3alluH.

CtpykTypa TEKCTa JOJKHOCTHOM HHCTPYKIIMU MOXET BKJIOYAaTh B ce0s
CIEAYIOIINE Pa3ebl:

1. OO0Oume monoKeHust

OyHKIUH

. JlolbkHOCTHBIE 0053aHHOCTH

IIpaBa

2

3

4

5. OTBETCTBEHHOCTh
6. B3auMooTHo1IeHUs (CBS3U MO JOJKHOCTH)

7. KBanudukanronusle TpeOOBaHUS

8. OrieHka paboThI

4. TIOPAOOK BBIITOJIHEHUSA PABOTHI

4.1. O3HakOMJICHHE C 3aJaHUEM.

4.2. O3HaKoOMJICHHUE C OOIIMMHU ¥ TEOPETUIECKUMU TTOJIOKEHUSIMU T10 TEME

IMPAKTUYCCKOI'O 3aHATHA.

4.3. OdopmieHue TOKYMEHTOB U MIOKa3 UX MPENOJaBaATENo.

5. BOITPOCHBI AJIA ITOBTOPEHUA:



5.1.Kakue 10KyMEHTbI OTHOCATCS K OPraHU3al[MOHHO-ITPAaBOBBIM?
5.2. Yto BKIIOYAET B ceOsl PYHKIMSI OpraHU3alMi CUCTEMbI U TPOLIECCOB YIIPABJICHHUS?
5.3. Kakue pazziesnsl BKIOYAET B CE0sl TOJKHOCTHAS MHCTPYKIUSA?

6. TOMAIIIHEE 3AJAHUE

6.1. OdopmMuth OTHET.

Bapuanr 1
3aoanue Ne 1
CocTaBUTh JOJDKHOCTHYIO MHCTPYKITUIO JACIONpou3BoauTeNs. Jlonrucars HeI0CTaroINe
pexkBu3uThl. Paznensl Tekcra: O6mue nosnoxenus; @yHkuuu; J{oaKHOCTHBIE
o0si3anHOCTH; [IpaBa; OTBETCTBEHHOCTh; B3anMOOTHOIIIEHHUSI, CBSI3U IO IOJKHOCTH.
CrpykTypa TeKcTa:
Pasznen
X.X. Jlenonpou3BoauTENh pabOTaeT B COOTBETCTBUU C [IpaBuiaMu BHYTpEHHETO
TPYAOBOTO paclopsiKa OpraHu3aIuu.
X.X. Hmeer HOpMHpPOBaHHBI pabOYMil J€Hb COIVIACHO  TPYIOBOMY
3aKOHOJIaTEJILCTBY
X.X. Ilpn ouenke kadecTBa pabOThl JEIONPOU3BOIUTENSI YUUTHIBAETCS, UTO
JIEJIONPOU3BOIUTEND JTOJKEH 3HATH:
X.X.X. [TonoxeHus 1 MHCTPYKIMH IO BEACHUIO NEIOMPOU3BOICTBA
X.X.X. PykoBoasmuii cocTaB OpraHu3anuu
X.X.X. Mamunonuch, mnpaBwia opdorpaduu u MyHKTyallud, MOPSIAOK
pacmnoJIOKEHUsI MaTepralia MPU NeYaTaHUU PA3JIMYHBIX JIOKYMEHTOB.
Paznen
X.X. Jlenonpou3BoAUTENb MOJy4aeT HEOOXO0IUMbIE PYKOBOIUTEIIO CBEJACHUS OT
NoApa3/eiCHUN WU UCTIOTHUTENEH, BBI3BIBACT MO €0 MOPYUYEHUIO paOOTHUKOB.
X.X.X. Opraam3yer TeneoHHbIE TEPETOBOPHI PYKOBOIWUTENS, MPUHUMAET |
nepeaacT TeaedOoHOrpaMMBbl, 3aIMMChIBAET B €0 OTCYTCTBUE MPUHSATHIC COOOIICHUS U
JIOBOJIAT 10 CBEACHHUS PYKOBOJIUTENS UX COACPIKAHUE.

X.X.X. OcymectBisieT paboTy IO TMOJATOTOBKE 3aceJaHUil W COBEIIAHUMH,



MPOBOJMMBIX pyKOBoauTeneM (cOOp HEOOXOIUMBIX MaTEepUaOB, OIOBEIICHHE
YYaCTHHUKOB O BPEMEHHU, MECTE W IOBECTKE JHSA 3aCEIaHUs WIM COBCIIAHUSA, HUX
perucTparus), BeAeT U 0hOpMIISIET MPOTOKOJIBI.

X.X.X. OOecrieunBaer pabouee MECTO PYKOBOAUTENS KaHLEISIPCKUMHU
MPUHALJICKHOCTAMH, CPEJCTBAMU OPTraHU3AIMOHHOW TEXHHMKH, CO3AET YCIIOBMS,
criocoOcTByromue ero 3 PpexTuBHOM padore.

X.X. TIlepemaer u mnpuHUMaeT HHPOPMALMIO IO MPUEMHO-TIEPETOBOPHBIM
YCTPOMCTBAM.

X.X.X. Ilewaraer 1o yka3aHHIO PYKOBOJHUTEJNS pa3iIMyHble Marepuaibl. Bener
JNETONPOU3BOACTBO,  MPUHUMAET  MOCTYNAOIIyHd HAa  WUMS  PYKOBOAUTEINA
KOPPECHOHAEHINIO, OCYIIECTBIIIET €€ CUCTEMATU3ALMIO B COOTBETCTBUU C MPUHSTHIM B
OpraHu3alydy TOPSAJKOM M TMEPENaeT €€ I0CIe PAacCMOTPEHUS PYKOBOIUTEISAM
MOJpa3ACJICHUS WM KOHKPETHBIM UCIIOJTHUTEIISAM ISl UCTIOJIb30BAHUS B ITPOLIECCE
Pa3znen

Jlenonpou3BOAUTENIb UMEET MIPABO TPEOOBATH OT PYKOBOAMUTENEH MOIpa3IeICHU,
a B HEOOXOUMBIX CITy4asiX U OT JUPEKTOPa OPraHU3alNK IPUHATHS MEP 110 COXPAHHOCTHU
COOCTBEHHOCTHU OpraHH3alnH, o0ecrieyeHuto paBUIILHON OpraHu3aluu
JIOKYMEHTO000pOTa, KOHTPOJISI M UCIIOJIHEHUST TOKYMEHTOB.

Pa3znen

X.X. Jlenonpou3BoauTens 00ecreuynBaeT Opranu3aliio u 00cmyKkuBaHue padoThl
PYKOBOAUTENSI OPraHU3aLINH.

X.X. Jlenompou3BoAUTEh HA3HAYAECTCS Ha JIOJDKHOCTH M OCBOOOXKIACTCS OT
JOJHKHOCTHA PYKOBOAUTENIEM OPTraHU3aIUU.

X.X. Ha noymKkHOCTh AENONPOU3BOAUTENSI HA3HAYAIOTCS JIMIA, UMEIoIUEe o01iee
cpenHee 00pa30BaHUE U CIECIHAIBHYIO MOJrOTOBKY MO YCTaHOBJICHHOM MporpaMMme.

X.X. Ilpuem u cnaya aen npu Ha3HAYCHUHU U OCBOOOXKICHUH JICJIONPOU3BOIUTEIIS
0(OPMIISIFOTCSI AKTOM TIOCTIE TIPOBEPKH COCTOSTHUS JJOKYMEHTAIIHH.

Pasznen
X.X. [enonpou3BOAUTENb TMOAACPKUBAET KOHTAKT C KaJpoBOM Ciy»00it

OpraHu3aluu, IPYTUMHA CTPYKTYPHBIMU NOAPA3ICICHUSIMH U T. 1.



Pasznen
JlenonpousBoAuTENh O00ECIEYUBACT KOHTPOJIbL 3a JOKYMEHTOOOOPOTOM B

OpraHU3aLMH.

Bapuanrt 2
3aoanue Ne 1

CoctaButh U O0QOPMUTH TOJOKEHHE O OyXralaTepCKOW Ciyk0e MpeAnpusTHs.
Henocraronue pekBu3uThl noanucarb. Paznens Tekcta: O01ue nojaoxenus; OCHOBHbIE

3anaun; OcHoBHble GpyHKuuu; [IpaBa; OTBETCTBEHHOCTD.

Crpykrypa Tekcra:
Pasznen

X.X. ®opmupoBaHue MOJHOM M JOCTOBEPHOM HH(MOpPMAIMU O JEATEIbHOCTH
OpraHM3allii M €€ HWMYIIECTBEHHOM IOJOXEHUH, HEeO0OXOIUMONl BHYTPEHHUM
MOJIB30BATENISIM ~ OYXTaJITEPCKOM  OTYETHOCTU - PYKOBOAMTEISIM, YUPEIUTEISM,
YYaCTHHKaM M COOCTBEHHUKAM HMYIIECTBA OPraHU3alUd, a TakK€ BHEIIHUM -
MHBECTOPAM, KPEIUTOPAM U JIPYTUM MOJIb30BATENSIM OYXTalTEPCKON OTYETHOCTH;

X.X. Obecneuenue uHpopmalmei, HEOOXOAUMON BHYTPEHHUM M BHEIIHUM
HOJIb30BATENSIM ~ OYXTalNTepCKOM OTYETHOCTH JJIi  KOHTPOJS 3a COOJIOJCHHEM
3akoHozarenbcTBa Poccuiickonn dDepepanmv 0pyU  OCYIIECTBICHUM OpraHU3alUen
XO3SMCTBEHHBIX ONEpalMii M HUX LeJeco00pa3HOCThI0, HAJIMYUEM U JABUKEHUEM
UMyIIIeCTBA U  0053aTeNbCTB, MCIOJIb30BAaHUEM MAaTE€PUAIBHBIX, TPYAOBBIX U
(bMHAHCOBBIX PECYPCOB B COOTBETCTBUM C YTBEP>KICHHBIMU HOPMaMH, HOpMAaTHUBaMU U
CMETaMH;

X.X. IlpemorBpaimieHue  OTPULIATEIIBHBIX  PE3yJbTAaTOB  XO3SMCTBEHHOU
NEATEIbHOCTH  OpraHuM3alMyd W BBISBICHHE BHYTPUXO3AMCTBEHHBIX  PE3EPBOB
obecrieuenus ee (PUHAHCOBOW YCTOWYUBOCTH.

Pasznen
X.X. 3ampammBaTh U NOJy4aTh OT HoApazaeneHuii Opranuzanuu HEOOXOJUMbIE

JJIs pa6OTI>I CBCACHUA U MAaTCPHAJIbl 1 HAIIPABJIATH UM HGOGXOI[I/IMYIO I/IH(bOpMaHI/HO I10



COOTBETCTBYIOIIUM BOIIPOCAM.

X.X. IlpuBnekars noxapasaeneHuss OpraHu3anuy K BBIIOJHEHUIO COBMECTHBIX
paborT.

X.X. IlpoBoauTh cOBEWaHHWS MU Y4YaCTBOBATh B COBELIAHUAX JPYyIUX IIOA-
pasznenennit OpraHu3alyy IPU pacCMOTPEHUHM BOINPOCOB, BXOJSIIMX B KOMIIETEHIUIO
byxranrepuu.

X.X. BHOCUTB Ha paccMOTpeHnEe pyKoBOCTBY OpraHu3aluu:

X.X.X. Bompocsl, cBszaHHBIE C (PUHAHCOBO-DKOHOMHYECKOW ACSITEIBHOCTHIO
Opranuzanum.

X.X.X. Ilpennoxenus o0 U3MEHEHHHM CTPYKTYpPhl W IUTATHOTO paCIUCaAHUS
byxranrepuu.

X.X.X. IlpennoxeHus 0 MOOLIPEHUU B YCTAHOBJICHHOM IIOPSJKE COTPYIHUKOB
byxranrepuu 3a BBICOKHE pPE3yJIbTaThl TPYAA.

X.X.X. Ilpemnoxenuss 0 NPUMEHEHUM K COTpyAHUKaM byxranrepum wmep
JUCHUIUIMHAPHOM  OTBETCTBEHHOCTM B COOTBETCTBUM C  JCHUCTBYIOIIUM  3a-
KOHOJIaTEJIbCTBOM.

X.X.X. TlpemnoxxeHuss 0 HalpaBJICHUH COTPYAHHKOB byxrantepuu Ha ydely
(mepenoAroToBKY, MOBBIIIEHNE KBaTU(UKAIMKM), HA CTAXKUPOBKU U B KOMAHJAUPOBKHU.

X.X. IIpencraBnsate OpraHu3aiiio B yCTAHOBICHHOM MOPSIIKE BO BCEX OpraHax U
OpraHu3alMsX, a TaKKe B OTHOIICHMSIX C (U3MUECKHUMH JIMIAMH [0 BOIMPOCaM,
OTHOCAIIMMCS K KOMITETeHIIMH byxranrepuu.

Pa3gea

X.X. OTBETCTBEHHOCTh 32 KaU€CTBO U CBOEBPEMEHHOCTh BBITIOJIHEHUS (PyHKIIHI
OyXxTanTepuu, MpeayCMOTPEHHBIX HacTOSAINM [lo0keHreM, HECET TIaBHBIN OyXTanTep.

X.X. Ha rnaBHoro Oyxranrepa BO3JiaraeTcsi IepcoHaabHas OTBETCTBEHHOCTb 3a:

- CobOnrofgeHue JeHCTBYIOIIETO0 3aKOHOJATENbCTBA B IPOLIECCE PYKOBOJICTBA
OyxranTepuei.

- Opranuzanuio AesTeIbHOCTU OyXrajaTepuu MO BBIMOJHEHUIO 3a/1a4 U QyHKIIHH,
BO3JIOXKEHHBIX HA OyXTaiaTEepHIo.

- CobOmronenue pabOTHHKAMU OyXraaTepu MPOU3BOACTBEHHOW W TPYAOBOU



JUCUUIUIVHBI.

- Opranuzanuio B OyXrajaTepuu OINEpPaTUBHON M KayeCTBEHHOM MMOATOTOBKHU
JNOKYMEHTOB, BEJICHHE JIEJIONPON3BOICTBA B COOTBETCTBHUHU C JECUCTBYOIMMHU IPABUIIAMH
Y UHCTPYKLHSIMHU.

- OOecrnieueHHe COXPAHHOCTH MMYLIECTBA, HAXOJAILIErocss B OyXrajirepuu u
coOJro/IeHre TpaBuJl MOKapHOM 0€3011aCHOCTH.

- CocraBnenue, yTBEpXKACHHE W TPEJCTaBICHUE JOCTOBEPHONM HMHQPOpPMALIUU O
NEATEIIbHOCTH IPOU3BOACTBA.

X.X. OTBETCTBEHHOCTh JpYruxX paOOTHUKOB OyXraiarepuu YyCTaHaBIMBAETCA
COOTBETCTBYIOIIMMU UHCTPYKIUSAMH.

Pa3gea

X.X. byxranrepckas cinyx0a (nanee - Byxrantepus) aBisieTcsi CaMOCTOSTEIbHBIM
CTPYKTYPHBIM MOJIpa3ieICHUEM (manee - Opranuzanus).

X.X. Dbyxrantepuss B CBOEH AEATEIBHOCTH PYKOBOJACTBYETCS JEMCTBYIOIIUM
3akoHOJAaTenbCTBOM Poccuiickonn ®denepanun, Ykazamu IIpesunenta Poccuiickon
denepanuy, NOCTAHOBIEHUAMU U pacnopspkeHusmu lIpasurenscrBa Poccniickon
@epnepanuu, YcraoM Opranuzanuu, MpUKa3aMud U pacnopspKeHUsAMH [ eHepaabHOro
nupekropa Opranuzanuu, HacrosmuM [lonokeHnemM W APYrMMH HOPMaTHUBHBIMU
aKTaMH.

X.X. byxranrepus NOAYUHSIETCS HEMOCPEICTBEHHO I€HEPAJIbHOMY IUPEKTOPY
Opranuszauuu.

Pa3gea

X.X. ®opMupoBaHUE YUETHON NIOJIUTUKU B COOTBETCTBUU C 3aKOHOAATEILCTBOM O
OyXTaJTEPCKOM YyYE€T€ M HCXOId M3 CTPYKTYpbl U OCOOEHHOCTEW [€ATEIbHOCTH
IPEeANpUsATHs, HEOOXOAUMOCTU 0OecTeueHns ero PUHAHCOBOM yCTOMYHUBOCTH;

X.X. Pabora mo mMOAroTOBKE M MPHUHATHIO padodvero IjaHa c4eToB, (opMm
HNEPBUYHBIX YYETHBIX JTOKYMEHTOB, NMPUMEHIEMBIX i1 O(QOPMIICHUS XO3SHCTBEHHBIX
orepaluii, Mo KOTOPHIM HE MPEAYCMOTPEHBI TUTIOBBIE (POPMBI;

X.X. PazpaboTka (popM HTOKYMEHTOB BHYTPEHHEH OyXrajaTepCKOl OTYETHOCTH;

X.X.O06ecmneueHue nopsaKka MpoBeACHUSI MHBEHTAPU3AIIHI;



X.X. KOHTpOJIb 32 TPOBENECHUEM XO3UCTBEHHBIX ONEpaLUid;

X.X. ObecrnieueHne CcOOMIOICHUS TEXHOJOTHMH 00paboTKu OyXraiaTepckoi
uHbOpMaIUH U IOPsIIKA TOKyMEHTO000pOTa;

X.X. ®opMUpPOBAHUE U CBOEBPEMEHHOE MPEIOCTABIICHUE TTOJTHOW U TOCTOBEPHOU
OyxranTepckoil MH(pOpMalUU O AESITENbHOCTH MNPEAUPUITHS, €r0 UMYIIECTBEHHOTO
NIOJIOKEHMS, 10X0JaX U pacxo1ax;

X.X. CBoeBpeMEHHOE OTpa)K€HUE Ha cueTax OyXrajaTepcKoro ydera omneparui,
CBSI3aHHBIX C JBHKEHMEM OCHOBHBIX CPEJICTB, TOBAPHO-MAaTEPUAIBHBIX LIEHHOCTEN H
JEHE)KHBIX CPENICTB;

X.X. CBOEBpEMEHHOE U MTPaBUIbHOE 0(hOPMIIEHHE IOKYMEHTOB.

INPAKTUYECKOE 3AHSTHUE Ne 3
«CocraBjieHue u opopMJIeHHE PACTIOPAAUTEIbHBIX JIOKYMEHTOB
Tema: PacnopsiiuresibHasi JOKYMEHTALMS
Heab: OBnageTb yMEHUAMHU U HABBIKAMU 10 COCTABJIEHUIO PACHOPSIIUTEIBHBIX

JIOKYMEHTOB U UX 0(hOPMJICHHUIO.



[Tpo10JDKUTEIBHOCTD 3aHATHI: 2 Yaca

1. MATEPUAJIBHOE 1 IOKYMEHTAJIbHOE OBECITEYEHUE:

1.4. HWuguBuayanbHbIC 331aHUS

1.5.  Meronuyueckue peKOMEHIAIMY 110 BHITIOTHEHHUIO MPAKTUYECKOTO 3aHATHS

1.6. Jluneiiku, pydku, Oymara

2. JIMTEPATYPA: bacakoB M.U. [enonpousBoactBo (JlokymMeHTaIllMOHHOE
obecnieueHue ynpapieHus): yaeonuk /M.U. bacakos, O.U. 3ameikoBa. — PoctoB v//1;
®enuxc, 2017

3. OBILIME TEOPETUYECKUE TTOJIOXXEHUW A 10 BBITTOJIHEHUO

I[TPAKTUYECKOI'O 3AHATUA:

Jlrobast opraHm3anus HaJENSeTCs TPABOM HW3JAHHS  PACIOPSIUTEIHHBIX
nokymMeHTOB. OCHOBHOE Ha3HAYEHUE PACTIOPSAUTEIbHBIX TOKYMEHTOB — PETYJIMPOBaHUE
NEATEeIbHOCTH, TIO3BOJISIIOIIEE OpraHy ymOpaBieHUs O0O0ECIeYuBaTh peau3aluio
MOCTABJICHHBIX Tiepen HUM 3amad. OT Toro, HacCKOJBKO IPHEKTUBHO PETYIHPYETCS
NEeSITEeNHLHOCTh OPraHu3aliu, 3aBUCST PE3yJIbTaThl €€ PabOThI.

PacnopsurenbHas AesTEIbHOCTh OPraHU3AMU JOKYMEHTUPYETCS MOCPEICTBOM
U3JIaHUA IPUKA30B.

[Tpuka3zbl moapa3esstoTCsl Ha TPUKA3bl HO OCHOBHOU 0esimelbHOCHU U HO JIUYHOM)
cocmasy.

Ilpuxazamu no ocnoenoill deamenbhocmu oOPOPMIISIOT PELICHUSI PYKOBOIUTETIS,
CBSI3aHHBIC C OpraHu3aluei padoThl, MOPSAKOM ACATEILHOCTU MPEANPUSITUS WU €ro
CTPYKTYPHBIX ToJipa3aeneHuii. OHM U31ar0TCs, Korjaa TpeOyeTcst JOBECTH /10 CBEACHUS
JUPEKTUBHBIE JOKYMEHTHI, OCTYNHUBIINE U3 BBIMIECTOSIIIMX OPTaHOB, U HEOOXOAUMO
HAMETUTh KOHKPETHBIE MEPOIPHUATHSA, OINPEACIUTh  OTBETCTBEHHBIX JIUI], CPOKH
BBITIOJIHEHHUS STUX MEPOIPUSTUH.

[Ipuka3el MoOryT OBITh HOPMATHBHBIMH M WHAWUBUAYyaJTbHBIMU. [Ipomecc
cocTaBJIeHHS U O(OPMIICHUS TPHUKA3a PETIaMEHTHUPYETCS MHCTPYKIUSIMH 10 paboTe ¢
JOKyMEHTaMH, MpaBUJaMU O TMOPSJIKE MOJrOTOBKM MPOEKTa MpUKaza U JPYTUMU
NPABOBBIMH aKTaMW. B HHUX MpeaycMaTrpuBaeTcsl 00s3aTelIbHOE COOIOICHHUE psia

TpeOOBaHMI M TIPABUJ, KOTOPBIE JODKHBI 00ECIICYUTh IOPUINIECKYIO MOJTHOIICHHOCTh



JOKYMEHTOB, OIEPATUBHOE UX MCIOJHEHUE, NPABUIBHOE M BCECTOPOHHEE PEIIEHUE
BOIIpOCA.

[IpoekT mpukKasa TMOIECKUT O00A3aTEIBHOMY COIJIACOBAHHUIO CO BCEMH
3aMHTEPECOBAHHBIMU JIMI[AMHU JAHHOTO YUPEXKACHHS, a MPU HEOOXOJUMOCTH U APYTHUX
opranuzauuii. B ciyuyae HapylleHUs YCTaHOBJEHHBIX MpaBWJI M3JaHUSA TpUKa3a OH
TEpSIET IOPUAUYECKYIO0 CHUIIY M IOJUIEKUT OTMEeHe. K MmpoekTy mpukasa MpuiiararoTcs
JIOKYMEHTBI, 000CHOBBIBAIOIIUE €T0 1[EJIECO00PA3HOCTD.

[Ipuka3 BcTymaer B CHIy C MOMEHTa €ro IMOANMCAHMS, €CIM MHOTO CpOKa HE
yKa3aHo B Tekcte. IIpaBo moanmucu mpukasza onpeaensercs 3aKoHoAarenbcTBoM. Kak
paBuJIO, MPaBO MOJINUCU MPUKa3a UMEIOT PYKOBOJUTENH U UX MEPBbIE 3aMECTUTENH, a
TAaK)K€ HEKOTOPbIE JIOJDKHOCTHBIE JIML@ B COOTBETCTBUM C HMX OOS3aHHOCTSMH,
MOJIHOMOYMSIMHU M KOMIIETEHIUEH (nmpusoxxenue 1).

[Ipuka3pl u3aIOT HA OCHOBAHMM W BO HCIIOJIHEHHME JCHCTBYIOLIUX 3aKOHOB,
YKa30B, TIOCTAHOBJEHUW U PpEIICHUH IPAaBUTEIbCTBA, IPUKA30B U HHCTPYKUHUMA
BBILIECTOSIUX OPraHOB. PyKOBOIUTENb MOXKET U3JaTh IIPUKA3 [0 BCEM BOIPOCAM CBOEH
KOMITETEHLIUU.

B GonpmmHCTBE ciiydaeB MpHUKa3 ASHCTBYET MOCTOSHHO, IMOKAa HE Oy/IeT OTMEHEH
WIM TIOKa HE MCTEYET CPOK €ro JIEHCTBHUSI, ONPEIEICHHbIA B TeKcTe npHkaza. OTMeHa
mpUKa3a MOXET ObITh TNPOW3BEACHA TOJIBKO KOMIETEHTHBIM JIMIIOM WM OPTraHOM.
OTMmeHa npuKasza pacpocTpaHseTcs TOJIbKO Ha Oyayliee, B TO BpeMsl Kak aHHYJIUPOBa-
HUE NPHUKa3a yCTPAHSIET Kak Oy Iyliye, TaKk U HACTyIUBLINE IOPUANYECKUE MTOCIEACTBUS,
BbI3BAHHBIC U3/IAHUEM IIPUKA3a.

[Ipuka3pl MO OCHOBHOHM AEATENBHOCTH O(POPMIISIIOT HAa OOHIMX OJlaHKaX, KakK ¢
YTJIOBBIM, TaK U C MPOJOIbHBIM PACIIOJIOKEHUEM PEKBU3UTOB.

TekcT mpuka3a COCTOUT U3 ABYX YacCTEl - KOHCTATUPYIOLIEH U paCIOPSIUTEIBHOM.

B koncmamupyroweti uacmu W3NaralT LM W 33Ja4d  IPEANHCHIBAEMbIX
JNEUCTBUN M NPUYMHBI W3aHUSI MPUKA3a, AAIOT CChUIKY Ha JOKYMEHT, MOCIYKHBILIHI
OCHOBAHUEM JJI U3JaHUS JTaHHOTO IPHUKa3a.

Pacnopaoumenvuas uacms TEKCTa WUMEET MOBEIUTEIbHYIO (HOPMY H3IIOKEHUS,

HauynHaetcs cioBoM «[IPUKA3BIBAIO», koTopoe neuatatoT mponucHbIME OyKBaMu Ha



otnensHor cTpoke. Ilocnme cnoBa «IIPMKA3BIBAIO» craBat naBoerouue. B
pacropsiITEIbHOM  YacTH  HW3JIaraloT  MPEeNUChiBaeéMble  JEHCTBUS, HAa3bIBAIOT
JIOJDKHOCTHBIX JIMI[, OTBETCTBEHHBIX 3a WX BBIMIOJIHEHWE, W YCTAaHABIMUBAIOT CPOKU
UCIIOJTHEHHUs. OJTa 4YacTh TEKCTa IpUKa3a MOXKET JENUTbCS Ha IYyHKTBI, KOTOpPHIC
HyMepyIoT apadckumu nudpamu. Kaxapiii MyHKT HAYMHAIOT C YKa3aHUS KOHKPETHOTO
JEUCTBUSA, BBIPAXEHHOTO TIJIArOJIOM B HEONpeaeneHHOW Gopme, W  yKa3aHUs
ucroiaHuTe 1. B kadecTBe MCMONMHUTENEH MOTryT ObITh YKa3aHbl OpraHU3allud WU
CTPYKTYypHbIE  TOApa3feieHus. HaumeHoBaHHME  OpraHu3ald, CTPYKTYPHOIO
nojpasneneHus, (HaMuiInioo, JIOJDKHOCTh HWCIIONHHUTENEH, YKa3blBalOT B JIaT€ILHOM
nagexe. [locneaHuil MyHKT MpUKaza COJEPNKHUT yKa3zaHUE O JIMIE, OTBETCTBEHHOM 3a
WCIIOJIHCHNE TprKa3a B 1esioM. Ero m3mararor ciemyronum obpazom: «KoHTposb 3a
UCIIOJTHEHWEM TIpUKa3a BoO3Jjlaraercs Ha ... (MOJIHO€ HAMMEHOBAHHWE JIOJDKHOCTH U
dbaMmIny B BUHUTEJIHLHOM MaCKe).

Ilpuxazamu no nuunomy cocmaegy opopmMisieTcs mprueM Ha padoTy, epeMenieHue
o CiIy’kK0e, yBOJIbHEHUE, TPEAOCTaBICHNE OTITYCKOB, OOBSBIICHUE TIOOLIPEHUN U T. 1.

B Tekcre mnpukaza 1mo JUYHOMY COCTaBYy KOHCTaTUPYIOIIAs YacTh MOXET
OTCYTCTBOBaThb. PacmopsaurenbHass 4YacTh HAuMHACTCS TJIarojioM, 0O0O3HAYarolIuM
nevicteue:  HA3HAUUTH, [IEPEBECTHU, IIPEJOCTABUTHL, OBbBABUTH
BJIATOAAPHOCTDB, OCBOBOAUTD u 1.4. I'maronsl neyararorcst oT 0-To MOJIOKEHUS
TalynsaTopa.

CopeprkaHue TEKCTa HAUMHAIOT NIevararh oT 1-ro nosoxenus radymnstopa (O.1.0
MOJIHOCTBIO, JOJIKHOCTb, CTPYKTYpHOE MOApPA3JECICHUE, COJIEpKAHHE [ECUCTBUS B
OTHOIIICHUH JIUIIA, O KOTOPOM U3/IAa€TCs IPUKa3).

B npukasze o mpeaocTaBiIeHUU OTIYCKa YKa3bIBAIOT BHJ OTITYCKA, KOJUYECTBO
MPEAOCTABICHHBIX pa00YMX JIHEHW M 1aThl HaYajga U OKOHYaHUS OTITyCKa.

B npukaze 06 0cBOOOXACHUHU OT 3aHUMAEMOM JOJIKHOCTH YKa3bIBAIOT CTaThIO, HA
OCHOBaHUH KOTOPOH MPOBOAUTCS YBOJIbHEHUE.

ITocne Tekcrta muieTcs OCHOBaHWE IS M3AaHUS MpuKaza oT 0-ro MoJIOKEHUS
TadyJsATopa.

Pacnopsasicenue — 510 IpaBOBOM aKT, U31ABAEMBIH 110 ONIEPATUBHBIM BOIIPOCaM



Ha npeanpuaTuax. OHO UMEET OrpaHUYEHHBIN CPOK JEHCTBUA U KacaeTcsl y3KOro Kpyra
JOJKHOCTHBIX JIULI, TPAXAaH U CTPYKTYPHBIX MOAPA3ACICHUM.

TekcT pacnopskeHHs MMEET Te K€ pas3delibl, 4TO W IpPUKa3 MO0 OCHOBHOM
NEATENbHOCTH, TOJBKO B  PacCHOPSAMTEIBHOM  YacTH  MCIIOJIB3YETCS  IJIaroll
«ITPEJJIAT AIO».

4. TIOPAAOK BBIITOJIHEHUA PABOTBI

4.1. O3HaKOMIJICHHE C 3aJaHUEM.

4.2.  O3HakoOMIIEHHE C OOIMIMMH U TEOPETHUECKUMHU MOJIOKEHUSAMHU IO TEME
IPAKTUYECKOTO 3aHIATHS.

4.3. OdopmieHue TOKYMEHTOB U MOKa3 UX MPENoJIaBaTelo.

5. BOITPOCHI JIA ITOBTOPEHUA:

5.1.Kakue 10KyMEHTbI OTHOCSTCS K paCIOPAIUTEIbHbBIM?

5.2. Kak cTpOUTCS TEKCT KOHCTATUPYIOLIEH U PACIIOPAANTEIbHON YaCTH IIPpUKa3a 1o
OCHOBHOM J€ATEIbHOCTH?

5.3. Kakue riarossl HCIIOJIB3YIOTCS B PACIOPAIUTEIBHON YaCTH IPUKA30B 110 JIMYHOMY
coctaBy? UTO cOIEpKUTCS B TEKCTE MPUKA3OB 10 JUYHOMY COCTaBY?

5.4. Ha3zoBuTe peKBU3UTHI PACIOPSIKEHU.

6. IOMAIIHEE 3AJIAHUE

6.1. Odopmuts oTuer.

Bapuanr 1
3aoanue Ne 1

OdopmuTe nprka3 no OCHOBHOH J€SITEIbHOCTH.
JlaHHBIE JIsI COCTABJICHUS MPHUKA3a 10 OCHOBHOM JI€ATEIbHOCTH:
KoHcrarupyromas yacTe TeKCcTa: B 1esix coBepiieHCTBOBaHUS AesITeNbHOCTH AO
" " ¥ B COOTBETCTBUH C PEIIEHUEM aKI[MOHEPOB OPraHU3alINH.
PacniopsimurensHas 4acTh TEKCTA:
- CO3/1aTh OT/IE€Jl MAPKETUHTA;

- pa3zpaboTath MoyiokeHne 00 OT/IeIe MapKETHHTA;

- BBCCTH B IITATHOC PACIIMCAHHNC allllapaTa OpraHnu3ainuu CJICAYIOIMNC N3MCHCHHA!



N00aBUTh B COCTaB CIIyObl MApKETHUHTa | IITaTHYIO €IMHUIY - HA4YaJIbHUK OT/ENa
MapKETUHIa C IOJKHOCTHBIM okJiagoM 30 000 py6sei, 3 mTaTHBIX €AMHUIBI —
MEHEIKEP - MAPKETOJIOT C JOKHOCTHRIM OoKjIanoM 15 000 py6inei;

- YBEJIMUUTH MeCSIYHbIN (hoH orutaTel Tpyaa Ha 75 000 pyOrei.

3aoanue Ne 2

Hcnonp3ys ganHble 0a30BOTO NPEAIPUATHS, COCTaBbTE U O(hOPMHUTE IPUKA3 O
npueMe Ha padory.
3aoanue Ne 3

Odopmute pacniopspxenne «O rpaduke otmyckoB Ha 20 T.»

Tekcr:

1. PyxoBoguTensiM CTpyKTYPHBIX NTOAPA3AEIECHUN IPEIOCTABUTh UHCIIEKTOPY
OTJIeNa KaJIpOB CIIUCKU PaOOTHUKOB C yKa3aHUEM IIPENII0JIaraeMoro CpoKa 04epeHOro
ornycka B 20 T.

2. Uucnexropy otnena kaapoB @.M.O. cocTaBUTh CBOIHBIN TpadUK OTITYCKOB
paboTHUKOB npeanpuATus Ha 20 T. U IpeJCTaBUTh MHE Ha yTBepxkaeHue. Cpok
npenocTaBiaeHust cBogHoro rpaguka — 10 suBaps 20 1.

HCI[OCTaI-OH_II/IG PCKBHU3UTBI AOIMMUITHUTC CAMOCTOATCIIBHO.

Bapuanr 2
3aoanue Ne 1
CoctaBbTe U 0POPMUTE MPUKA3 10 OCHOBHOU JACSTETHHOCTH.
3aoanue Ne 2
Hcnonb3ys nanHble 0a30BOTO MPEANPUATHS, COCTaBbTE U OPOPMHUTE MTPUKA3 O
IPEIOCTABIECHUH OTITyCKa
3aoanue Ne 3
Hcnonb3ys naHHble 6a30BOTO MPEANPUSATHS, COCTaBbTE U OPOPMUTE IPUKA3 00

YBOJIBHEHUH C pa0OTHI IO COOCTBEHHOMY >KEJIaHUIO.



HANMEHOBAHUWE OPI"AHU3ALINN
CnpaBouHble JaHHbIE 00 OpraHu3aly (MHIEKC
MPEANPUATHS CBSI3H, IOYTOBBINA azpec, Ne

tenedoHna, ¢pakca u T. 1.

ITPUKA3
00 00.0000 Ne 00

[NPMJIOXEHUE 1



MECTO COCTABJICHHS
3aroyioBOK K TEKCTY HaUMHAETCA

C mpeaiiora «o», OTBEYaCcT Ha BOIIPOC «O YEM»

B KkoHcTaTtupylomed 4acTH M3JaraloTcsi OCHOBAHUS, LIEIH, MOOYIUBIINE PYKOBOJICTBO
OpraHM3alMy MU3/aTh NpHUKa3. B HEKOTOpHIX CilydasX, KOTJa OCHOBAHMsI OYEBHJIHBI,
KOHCTaTHPYIOIasl 4acTh OIycKaeTcs. PacnopsiinTenpHas yacTh HAUMHAETCS CO CJIOBA

ITPUKA3BIBAIO:

1. B Hauane myHKTa NpUBOAUTCS HAMMEHOBAaHUE JOJDKHOCTH ucnonanutens, ero ®. N.0., win
HAaUMEHOBAHHUE CTPYKTYpPHOTO IMOApa3/ieieHus (B JaTeIbHOM MajeXkKe), 3aTeM YETKO HM3J1araeTcs
co/Iiep)KaHue TMpejyIaraéMbIX JCHCTBUN (HAYMHAETCS C TIJlaroja HeompenaeaeHHOW ¢GopMbl) U
YKa3bIBAETCS CPOK UCIIOTHEHMUS.

2. CTpykTypa TOCIEIYIOUIMX IyHKTOB aHajloruyHa. IIyHKTBI MOTyT pa30uBaThCcs Ha
noAnyHkKTel (1.1, 2.3 u T. 1.). B OTAEABHBIX CIy4yasX TEKCT MOKET MIPEACTABIATHCS B BUAE TAOTHUIIBL.

3. B nocnegHeM myHKTE IpHUKa3a NPUBOAUTCS yKa3aHHE O KOHTPOJIE 3a UCIIOJIHEHUEM TIpUKa3a:
KoHTposnb 3a MCHOJHEHHWEM MpHKa3a BO3JIOXKUTH Ha... (yKa3bplBaercss AokHOCTh, @.M.O. umm
HAaUMEHOBAHUE CTPYKTYPHOT'O MOAPA3ACICHUS).

HanmeHnoBaHue 1OIKHOCTH

PYKOBOIUTEIS (moamuce) N.O0.®amunus

Busbl 3auHTEepecoBaHHbIX JUIl JJOMKHOCTH
noanuck U. O. pamumus

00.00.00

[MTPUJIOXXEHUE 2

[TpodeccuonanpHo-Texanueckoe yurmiuiie Ne 10

BbBIIINCKA 13 I[TPUKA3A
00.00.00
Ne 00



r. bpsiHCK
«O0 obecrnieueHnH MPOTUBOMOKAPHOU
0€30I1aCHOCTH U YCUJICHUH OXPaHbl

B [IEPUOJ IPA3IHUYHBIX JHEN»

B OCIAaX oOecneueHus HpOTHBOHO)KapHOﬁ 0e30IacCHOCTH U YCUICHUA OXPAHbI B

MEPUOJT MPA3THUYHBIX JTHEN | U 2 mas I.
[TPUKA3BIBAIO:
4. Bcem coTpyAHUKAM YUUJIMIIA 10 okoHYaHuU padotsl 30.04.  nu4HO

npoBeputh coctosinne TCO u 31eKTponpuOOpOB B KAOMHETAX U CIaTh KAOMHETHI

3aMECTUTEIIIO TUPEKTOPA MO YICOHO-IPOM3BOACTBEHHOM padoTe g0 15.00.

Jupexrop yunnunia [Toamuck N.O0.®amunus
Bepno

Cexkperapb [Toanuck N.O0.®amunus
00.00.00

IHNPAKTUYECKOE 3AHSTHUE Ne 4
«CocrasJjienue u opopMmiieHre CIPABOYHO-UH(POPMAITHOHHBIX TOKYMEHTOB)»
Tema: CipaBouHO-MHGpOPMAITUOHHAS TOKYMEHTAIUS
Hean: OBnageTh yMEHUSIMU U HABBIKAMH TIO0 COCTABJICHUIO CIIPABOYHO-WH(GOPMAIIMOHHBIX
JIOKYMEHTOB U UX O(OPMJIICHHIO.

[Tpo10IDKUTENBHOCTD 3aHATHI: 4 Yyaca

1. MATEPHMAJIBHOE 1 JOKYMEHTAJIbHOE OBECITEYEHUE:



1.1. MHauBUyalbHBIC 3a/1aHUS

1.2. MeToanyeckne peKOMEHAAITNH TT0 BBITOJHEHUIO TIPAKTHUECKOTO 3aHITHS

1.3. JIunetiku, pyuku, Oymara

2. JIMTEPATYPA:  bacakoB M.U. JlenonpousBoactBo (JlokymMeHTallMOHHOE
obecnieueHue ynpasieHus): yueouuk /M.U. bacakos, O.U. 3ameikoBa. — PoctoB H//l;
®denukc, 2017
3. OBLIME TEOPETMYECKHME IIOJIOXKEHMA  TIO  BBIIOJIHEHUIO
[TPAKTUYECKOI'O 3AHATHS:

Poccuiickue rocygapcTBeHHbIC OPTaHbl BBITIOIHSIIOT PACHOPAIUTEIbHBIC ()YHKIITUH
10 OTHOIIICHUIO K HIYKECTOSIINM (TIOTYMHEHHBIM) U UCIIOJTHUTEIILHBIE TI0 OTHOIIEHUIO K
BBIIIECTOSAIIAM YUIPEKIACHUSIM U JIUIIAM.

JIOKyMEHTHUpOBAHUE PA3IMYHBIX CBSI3€H W OTHOIIEHWHA C TIOAYMHEHHBIMHU,
HIDKECTOSIIIMMHU OPTaHU3AIMAMU W OTJICIbHBIMHU JIMIIAMH, OCYIIIECTBIISICTCSI C TIOMOIIBIO
JIOKYMEHTOB OOIIIEro TMOpsiika — TMHChbMa, TEJIErPaMMBbI, MPOTOKOJbBI, CIPABKH, AaKThI,
JIOKJIaJTHBIE U OOBSICHUTENbHBIC 3aIIUCKU U T.II.

B cocTaB cnipaBouHO-MHMDOPMAITMOHHOM JOKYMEHTAIIAN BXO/IST:

1. ITpoToKOJIbHBIE TOKYMEHTBI (IIPOTOKOJ, aKT);

2. JlokyMeHTBhI TiepefiaBaeMble MO KaHajiaM CBs3M (Tejierpamma, TenedoHorpamma,
CITy>keOHOE TTCHMO);

3. CnpaBouHble JOKYMEHTHI (3asBJICHUE, AOKJIAaHAs 3alKcKa, OOBSCHUTENbHAS
3aIiCKa, CIIPaBKa, PacIvCKa).

Ilpomokon  Quxcupyer Xoj o0OCYXIEHHS BOIIPOCOB Ha COOpaHUSIX, COBCIIAHUSX,
3acemanuax. Ilo cmocoOy W TOMHOTE 3amMcd MOTYT OBITh  CTEHOIpaUUECKUMH,
KOHCTICKTUBHBIMH M KPAaTKUMH. B 3aBUCHMOCTH OT ITOJTHOTBHI OCBEIICHHS XOJa 3aCEIaHUs
MPOTOKOJIbI MOT'YT OBITh KPATKMMH U TIOJHBIMHU. J{aTO# MpOTOKOIIa SABJSIETCS 1aTa 3aceJaHus
KOJUIETHAIBHOTO opraHa. Hymepaiius BefieTcs B nipesiesiax KaJeHIapHOro roja. 3arojioBoK
MPOTOKOJIa — HA3BaHUE KOJUIETMAIbHOTO OpraHa.

TekcT NpoToKOIa COCTOUT:

v’ 6600Has uacmp

- TIpeiceIaTeNb



- CEeKpeTapb
- COCTaB NPUCYTCTBYIOIIMX (B ajI(paBUTHOM HOPSIKE)
- moBecTka aHA (medataerca OT 0-ro MOJOXEHHsI TaOyJnsTOpa, MyHKThl HYMEPYHOTCS
apabckumu udpamu)

v’ ocHnoenas uacmo
CtpowuTcsi B COOTBETCTBUH C BOMPOCAMH MOBECTKU AHA. [locTpoeHue 3amucu o0CyKaeHus
KaXaoro Bompoca ocyimiecteisiercss no cxeme: CIIYIHAJIM — BBICTYIIMJIN —
[TIOCTAHOBWUJIN. Ilepen cimoBoM craBiaT HOMEp mnoBecTkH AHsA. llocne cnoBa craBsT
nBoetouyne. Muummansl U QaMuinio MOKIAAYUKA MUIIYT B WMEHHUTEIBHOM TaJeKe U
3allUCBhIBAIOT WBJIOKEHUE COJICPIKAHUE BBICTYILICHHUS. [IpoTokon mnoAnuUCHIBaeTCS
NpeJICeIaTeNIEM U CEKPETAPEM.

[TpoTokonsl 0oGOpMIISIFOT Ha OOIMMX M CHEMUAIbHBIX OJlaHkax ¢opmara Ay

(mpunoxenue 1).

AKm pesu3uu Kaccwl

PeBu3us kaccel POBOAMTCS B OINPEEIICHHBIX CITyYasiX, K 3TUM CIIy4asM MOXKEM OTHECTH:

- CMeHa MaTepualibHO OTBETCTBEHHOTO JIMI[A, KOTOPBIM HEITOCPEICTBEHHO OTBEYAET 32 KAcCy;
- [Ipu oOHapy>KeHUM Kpasku ICHEKHBIX CPEICTB MJIH KaCCOBBIX JOKYMEHTOB U3 KacChl,

- [Ipu MMKBUAALIMY IPEANIPUSITUS WIK €€ PEOPraHU3aluig;

- [lepen popmupoBaHrEM TOI0BOM OYXTanTepCKOH OTYETHOCTH;

- Ecniu mpou3onuim, Kakue-To 4pe3BbIYaiiHbIe MPOUCIIECTBHSL.

AKT pEeBU3MH COCTABIIACTCS PEBU3HMOHHOM KOMHUCCHUEM HA OCHOBAHHUU PE3YJIbTATOB
MIPOBEACHHOM MTPOBEPKU Kacchl (IPUIIOKEHHE 2).

Ecnu npoBepka npoBoauTcsi BHYTpU (GUPMBI, TO JUISI STOTO MEPONPUSTHS CO3AAETCs
KOMHCCHSI B COCTaBe HE MeHee Tpex dYenoBeK. OOBIMHO B HEE OTACIBHBIM IPHKA30M
JMPEKTOpa BKJIIOYAIOTCS OyXrajirep, NpeAcTaBUTENb PYKOBOACTBA, HAYAILHUK OIHOTO W3
CTPYKTYPHBIX MOAPA3ACIICHUN OpraHn3auuy. MaTtepruaibHO-OTBETCTBEHHBIN COTPYIHUK PU
ATHUX JIEUCTBUSIX TAKXKE IOJDKEH MPUCYTCTBOBATh, OJTHAKO B KOMUCCHIO
OH HE BXOJIUT.

Tenegponozpamma

[lepenaya paznuyHBIX COOOIIEHHWI B Tpeenax JICHCTBUS CBSI3U 3HAYMTEILHO YCKOPSIET U



YIPOIIAET MPOIIECC Mepeiaur CPOUHOI HHPOPMALIUH.

[Ipu nepenade TeneOHOrpaMMBI CIISAYET MPUACPKUBATHCS CIICTYFOIINX PEKOMEH AN

- IepeiaBaTh KPaTKyro U CPOUHYIO0 HHPOPMAITUIO

- IPOBEPSTH NPABUIILHOCTH 3aITUCH TTIOBTOPHBIM YTEHUEM

- TEKCT HE JIOJDKEH BKJIoUaTh 6onee 50 ciioB

- TeneoHOrpamMma J0JDKHA OBITh JATUPOBAHA M TIOIMCAHA JIUIIOM, OT UMEHHU KOTOPOTO OHA
nepenaeTcs.

CocraBisieTcss B OIHOM DK3EMIUISIPE, TOMAINMCHIBACTCS PYKOBOAUTENEM WM
OTBETCTBEHHBIM ucmonHuTeneMm. st odopmieHus ucnoib3yercs Omanku (opmarta As
(mpunoxenue 3).

Cnysrcebnoe nucomo

OCHOBHBIM CpPEJICTBOM YIIPaBJICHYECKON KOMMYHHUKAIIMM CIIyX)aT MHUChMA.
[lepenucka 3aHumaeT B 001eM oObeMe JOKyMeHTauuu yupexaeHus 10 80%. Bunbl
JISJIOBOM TEPENUCKU M UX Ha3BaHMs (ITMCbMO, TeJIerpaMma, Tejeke, pakcorpamma (dakc),
TenedoHOrpaMma) ONPENENSIOTC CrocodamMu  Tepefadd JIeJI0BOM  MH(POpPMaINH,
KOTOPBIE TOJIPA3esIOTCS Ha JBa OCHOBHBIX BHJA - MOYTOBAsl CBSI3b M DJCKTPOHHAS
CBsI3b (NIpUIIOKEHUE 4).

ConepkaHueM TEPENUCKH MOTYT OBITh 3alpOChl, YBEIOMJICHHSI, COTJIAIICHUS,
HAIIOMUHAHUS, TPEOOBAHMS, Pa3bsICHEHUS, TOATBEPIKICHUS, POCHOBI, PEKOMEHIAINH,
rapaHTy U T. [I.

B 3aBHcHMOCTH OT THIIA TUCHMA U €T0 COJEPIKAHMS TEKCT MUChMa MOXKET OBIThH
MPOCTHIM WJIHA CJIOKHBIM.

[IpocThie MMCBbMA COCTOAT W3 OJHOM - JIBYX YacT€W - BCTYIUICHUS M 3aKJIIOUYECHHUS.

ChoxkHble NHCbMa COJEPXKAT: BCTYIUIEHHME, OCHOBHYIO YacTh (JOKAa3aTeJIbCTBO),

3aKJII0YEHUE.
Bce nucbma MOXKHO pa3ienuTh Mo PyHKIMOHATILHOMY MPU3HAKY Ha JIBE TPYIIIbI:
1. NaunmatuBHbIE (3a11poc, Mpockda, MPETEH3MOHHOE MUChMO, HATIOMUHAHMS )
1. OtBerHble (MH(POPMALMOHHO-PA3BSICHUTENIbHBIC, MHChbMa-3alpelleHus], TuChMa-
pa3pelleHusi, COMPOBOUTEIbHbBIC THChMA)

Kaxxapiii Bua opuIimaaIsHOTo MIChbMa HMEET CBOIO SI3BIKOBYIO (hOPMYITY.



3anenenue ohopmisieTcs JIMIHO PAOOTHUKOM OT PYKH B MPOU3BOJILHON (hOpMeE, MMOIAeTCHs,
KaK MPaBWJIO, HA MMs TIEPBOTO PYKOBOIUTEINS [UIA MPHHATHS pelieHus. B 3asBreHnn He
HPUHSTO MUCATh MPEAJIOT «OT», a TAK XKe YIOTPeOIIATh apXan3Mbl (3apaHee BaM MPH3HATENICH,
IPOLIY HE OTKa3aTh U T.1.). 3asBJICHUE C PE30JIOLMEH SIBISETCS OCHOBAaHUEM JUIs U3JJaHUS
pacniopsinutenibHoro  Aokymenra. Odopmisiercss Ha (opmare A4, 3TO obOecrieurBaeT
0HO(OPMATHOCTh JJOKYMEHTOB JIMYHOTO JIEJIA.
Hoxnaonvie u o00vaAcHumenvHvle 3anucku ObIBAIOT BHYTPEHHUMHM M BHEUIHHUMM.
OdopMItsIoTCsS pyKONHCHBIM CIOCOO0M Ha Oymare ¢opmata Ag.
JloknajHas 3amucKka COICP)KUT  OOCTOATENIbHOE H3JI0KEHHE BONpPOCa C BBIBOJAMH U
NPEAJIOKEHUSAMHU COCTaBUTENS. B 00bACHUTENBHOM 3a1ucKe pabOTHUK OOBSICHAET MPUYMHBI
HEBBIMOIHEHUST KaKOTO-TM00 pPaCTIOpsHKEHHS, MHCTPYKLMH, YCTHOTO YKa3aHUs, a TaK JKe
HapyIIEeHHs PaBUIIL.
4. TIOPAJOK BBIIIOJIHEHU S PABOThI

4.1 O3HaKOMJIEHUE C 3a/IaHUEM.

4.2.03HakOMJIEHHE € OOLIMMH M TEOPETUUYECKUMHU IMOJIOKEHUSMU [0 TEMeE

MPAaKTHYECKOTO 3aHATHSI.

4.3. OdgopmiieHrEe JOKYMEHTOB U [TOKa3 UX MPENOJaBaTEINO.
5. BOITPOCHI JIA ITIOBTOPEHU A:

5.1.Kakue 10KyMeHTBI OTHOCSITCS K CIIPaBOYHO-UH(POPMAITUOHHBIM?

5.2. Ha3zoBute cocTaBHbIE YaCTH NIPOTOKOJIA U UX COJIEPIKAaHUE.

5.3. Kakue cnpaBoYHO-UH(GOPMAIIMOHHBIE TOKYMEHTHI MOTYT O(GOpPMISATHCS Ha
dbopmare As?
6. IOMAIIIHEE 3AJIAHUE

6.1.0dbopMuTH OTYET.

Bapuanr 1
3aoanue Ne 1

CoctaBbTe U OQPOPMUTE MPOTOKOJI OOIIETO COOPAHUS AKIIMOHEPOB.
[Toectka nusa: O6 yBeTMYEHUH YCTAaBHOTO KaIlMTAaA.

CIYIIAJIN: C mupemnokeHHeM 00 YBETWYEHUH YCTAaBHOTO KamuTajia OOIIeCTBa.



[TIOCTAHOBUJIN: VYBenmuunth yCTaBHOM KamuTaja oOIIecTBa Ha

pyouseit. TOJIOCOBAJIN: «3A» - rosnocoB, «I[TPOTHUB» - rOJIOCOB,
«BO3AEPXAJIUCD» - TOJIOCOB.
3aoanue Ne 2

CocTaBbTe OKJIAHYIO 3alUCKY B aipeC PyKOBOAMUTEIS OPraHU3aldyd O TOM UTO, OTJIEI
OCHAIllEeH KOMIIBIOTEpAMHM YyCTapeBIIMX MOJENE, MHOTME U3 KOTOPBIX HMEIOT
HEHAJIC)KHbIE DKCIUTyaTallMOHHBIE KayecTBa, 4YTO, B CBOIO OYEpElb, OTPULIATEIIBHO
CKa3bIBaeTcsl Ha paboTe oTAena.
3aoanue Ne 3
CocraBbTe TenedoHorpaMMy B aJipec MPEANPUITHS O TOM, YTO B CBSI3U C MPOBEJACHUEM
pabot Ha razompoBojae cpeanero nasieHust 00.00.00 Oyner mpekpailleHa Ha CyTKH
nojava raza Ha o0ObekT. Heocraroniye peKBU3UThl COCTABLTE CAMOCTOSATEIBHO.
3aoanue Ne 4
CoctaBbTe 1 0pOPMUTE OTBETHOE MUCHMO.

OTtkpeiToe akroHepHoe o61iectBo «PEKOP1»

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

p/c 78900987654321234567 B 6anke «Poccuiickuii KpeauT»

k/c N2 89765689456534543212, BUK 456321908

23.04.2010 N2 45

Ha N2 01/56 ot 06.04.201 .

Texunueckomy aupexkropy OO0 «Dopmymna

[To Bame#t mpocrOe HaTTpaBiIsieM BaM MPaNC-IUCTHI Ha IIEHBI KOMIUIEKTOB TOPTOBOTO
000pyI0BaHUs, a TAK)KE HOBBIEC PEKJIAMHBIC MMPOCIEKTHI. [Ipy MONM0KUTEIBHOM pellieHUN
BOIIPOCA O 3aKYIKE TOProBOro 00OpPYJOBaHUSI COOTBETCTBYIOIINE JIOKYMEHTHI JTOJKHBI
OBITh HAIIpaBJICHbl HAYAIBHUKY OT/ena cObiTa Mruarory B. I1.

Hauanenuk otnena mapkerunra U. Y. Pynenko.

Bapuanr 2
3aoanue Ne 1

CoctaBbTe 1 0(OPMUTE AKT PEBU3UU KACCHI.



Komuccueii, Ha ocHoBanuu npukaza Ne 256 ot “30” nosiopst 2019 roga, B IpucyTCTBUU

paboTHHMKA, OTBETCTBEHHOTO 3a BeleHue kacchl CenezneBoid HMpunbsl [leTpoBHBI,

npoBeeHa peBusus kaccol mpennpusatas OO0 «3edgup» Mo cOCTOAHUIO Ha “2” nexadps

2019 ropa. B pesynbTaTe NpOBEACHHOW PEBU3MHU YCTAHOBJIEHO cieaytoiiee: OcraTok

HaJUYHBIX JICHEKHBIX CPEACTB B Kacce MO COCTOsSHUIO Ha “2” nexadps 2019 rona

coctasisieT 100 565 py6neit. O6Hapy)eHa HefocTada B pazmepe coctasisieT 00 pyOneit

00 xomneek. DakTUUYECKUI OCTATOK HAJIMYHBIX JIEHEKHBIX CPEACTB B KACCE M0 COCTOSIHUIO

Ha “2” nexadps 2019 rona cocrasisier 100 565 pyOnei.

3aoanue Ne 2

CocTaBbTe U 0OPMHUTE 3asIBJICHUE O MPEAOCTABICHUN OTITYCKa.

3aoanue Ne 3

CoctaBbTe 1 0popMUTE OOBSICHUTENIbHYIO 3aITUCKY O Mponycke Bamu 3aHsTuii.

3aoanue Ne 4

CoctaBbTe 1 0OPMHUTE MUCHMO-TIPUTIIAIIICHUE B COOTBETCTBUH C MPABUIIAMHU.
BricTaBOUHBIN LIEHTP, PACIIOJIOKEHHBIN 110 aapecy: r. Opeln, npocnekT AHAPOIIOBa,

23, IpOBOJUT BBICTABKY-IPMApKy TOBapoB HapoaHoro norpedsneHuss «Ocenb-201 » u

npocuT noATrBepauTbh AO «Ypoxkail» MX ydacTHE€ B BBICTABKE SpPMApKe U BBICIATH

UMEIOIIMECS TPOCIEKThl W MaTepuanbl sl O(QOpMIIEHHS TEMAaTHYECKOro CTEHJA.

[InceMo noanucan pykooautens nmpoekra B. J[. UecHOKOB.

[MPUJIOXKEHHE 1
5
ITPOTOKOJI
10 11
13
17 (bopma 3acenanusi)
[Ipencenarens: N.0.Oamunus
Cexkperaps: N.O0.®amunus

IIpucyrcrBoBanu: (1.0.Damunus niam NpuiaraeTcsi CHUCOK



MPUCYTCTBYIOIIMX )
I[TOBECTKA JIHA:
1. ITepBerit Bonpoc (hopmynupoBka). Jloknaaunk (HAMMEHOBaHUE TOJDKHOCTH, (haMUIus,
UMSI, OTYECTBO).
2. Bropoii Bompoc (popmynupoka). Joknaguuk (opopMiaeHrue aHaAIOTMYHOE).
1. CJIVIIAJINA:

®amunus 1.0. - kpaTkoe Wi pa3BepHyTOE U3JI0KEHHUE COAepKaHus (0T MepBOTo
JUIIA).

BBICTYITNJIA:

@amunus 1.0. - uznaraercs cojepkaHue BbICTYIUIEHUS (1MOCIe (paMUITUU MOKET
OBITh IPUBEEHA JIOJXKHOCTH BBICTYMAIOIIETO).

[TOCTAHOBUWJINA:

1.1. Wznaraercst popmyMpoBKa MOCTAHOBJIEHHUS 10 IIEPBOMY BOIIPOCY -
yKa3bIBaeTCs JIEUCTBUE B HEOIpeaeaeHHON (popme (IOpyUuTh, OPraHu30BaTh U T.I1.),
UCIIOJIHUTEND (JI0JDKHOCTHOE JIUIIO, CTPYKTYPHOE MOAPa3iesieHre), CPOK UCTIOTHEHUSI.

1.2. AHanoru4Ho opopmisieTcss MyHKT BTOPOW MOCTAHOBJICHHUS 110 IEPBOMY
BOIIPOCY.

2. CJIVIIAJINA:

OdopmieHre BTOpOro BOMpoca MOBECTKU JTHS CTPOUTCS aHAIOTHIHO TIEPBOMY.

[Ipencenarens (moamucs) N.O0.damuiis
Cexkperapb (moamuce) N.0. ®amunus
[MPMJIOXXEHUE 2
5
8
AKT
10 11

PEBU3HUHU KaCChl

OcHoBaHue:

CocTaB KOMUCCHU:

[Ipencenarens: nokHOCTh, M.O.Damunus



YJieHbl KOMUCCHU: IoJDKHOCTE, .O.Damums

ToJDKHOCTR, .0 .Damunus

[IpucyrcTBOBaNm: JOJ>KHOCTh MaTEPUAIIBHO OTBETCTBEHHOTO JIMIIA,
N.O0.®amunus
« » I'. KOMHCCHEN NpoBeeHa peBru3us Kaccol. [Io nroram

IMPOBCPKH YCTAHOBJICHO!

1. Ilo yyeTHbIM JaHHBIM B Kacce JOJKHO OBbITh

(cymma)
2. ®aKkTUYECKHU B Kacce OOHApYyKEHO

(cymma)
3. VYdeTrHble JaHHBIE COBMANAIOT (HE COBMAAAIOT) ¢ (PAaKTUUECKUM HATUYUEM.

CocTaBieH B ABYX IK3EMIUISPAX:
1-ii B Oyxranreputo;

2-11 B KaHLIEJSPUIO.

[Ipencenarens MOJIUCH N.O.Oamunus
YeHpl KOMUCCHUU HOAIUCH HN.O0.Oamunus
MOJIIIHCH N.O0.Oamumus

[TpucyrcTBoBa (a) mpu

COCTaBJICHUHU aKTa MOJITNCH N.0.Oamunus
[MPMJIOXXEHUE 3
HAMMEHOBAHUWE OPT'AHU3ALINA 15
TEJIEOOHOI'PAMMA
10 11

17



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

JloJKHOCTD (moamuce)

[Tepenana: cekperaps ©.1.0.
ten. 000 00 00

Bpewms nepenauu: 00 yac. 00 MuH.

Pocapxus

denepanbHOE OIOHKETHOE YUPEIKICHUE
"Bcepoccuiickuii Hay4HO-
HCCIEA0BATEIIbCKUN HHCTUTYT
JIOKYMEHTOBEACHUS M apXUBHOTO Jena"
(BHUMJA)

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

N.0.Oamunus

[Tpunsina: cexperapp ©.1.0.
tea. 000 00 00

Bpewms npuema: 00 gac. 00 MuH.

[MTPMJIOKEHUE 4



Ha N oT

17

18

19

22

25

INPAKTUYECKOE 3AHSTHE Ne §
«CocrasiieHue 1 0(popmiIeHHE IOKYMEHTOB 10 TPYAOBbLIM MPABOOTHOILICHUSIM))
Tema: JlIokymeHTaLUSI 110 TPYAOBBIM MPABOOTHOLLICHUSIM
Hean: OOecneunuTs 3aKperyieHWEe TEOPETUYECKUX 3HAHUW M TPUBUTHE HABHIKOB B
COCTAaBJIEHUU JIOKYMEHTOB OIPEICISAIOIIUX TPY/IOBbIE TPABOOTHOILICHUS
[Tpo10JDKUTEIBHOCTD 3aHATHIA: 2 Yaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIBHOE OBECITEYEHUE:
1.1. UnnuBHyanibHbIe 3a1aHAS

1.2. MGTOI[I/I“IeCKI/Ie PECKOMCHAAIWH I10 BBIIIOJIHCHHIO ITPAKTHYCCKOI'O 3aHATHA



1.3. Jlunetiku, pydxu, Oymara
2. JINTEPATVYPA:

2.1. bacakoB M.MU. [enonpousBoiactBo (JlokymeHTalMOHHOE oOecneyeHue
ympasienus): yueonuk /M.U. bacakos, O.W. 3ambinikoBa. — PoctoB u/[l: ®enukc, 2017
3. OBIIME TEOPETMYECKHME TIIOJIOXKEHMA  TIO  BBIIIOJIHEHUIO
[MPAKTUYECKOI'O 3AHATUA:

PacniopsiautenbHas 1eSITeIbHOCTh OPTraHOB YIIPABJICHUS 3aKJIIOYAIOTCS B TOM, YTO
OHM 3aHUMAIOTCA TMOAOOPOM UM PACCTAHOBKOW KaJIpoB, HW3MAIOT PSAI JTOKYMEHTOB,
HEOOXOMMBIX TPaXKJIaHaM MPHU OCYIIECTBICHUU UMU TIpaBa Ha TPY/.

JIOKyMEHTAIMs 10 JIMYHOMY COCTaBYy BEIETCS C MOMEHTA MOCTYIICHUS TPaXKIaH
HA TPEANPHUATHE, K HAM OTHOCSTCS JOKYMEHTBI: TPYIOBBIC TOTOBOPHI, MPUKA3BI I10
JUYHOMY COCTaBY, 3asBJICHUS, XapaKTEPUCTUKU, TPYAOBbIE KHUKKU, JINYHbIE KAPTOUKU
U T.JI.

OCHOBHBIM JOKYMEHTOM IO y4Y€Ty JUYHOTO COCTaBa B YUPEKICHHUH SIBIISCTCA
JUYHAs KapTouka palOoTHuKa. Bce 3amucu B HEW AOMKHBI OBITh JOKYMEHTAJIBHO
000CHOBaHBI.

OcHoBHOI GopMoOi peanuzaniuu rpaBa Ha TPY/ SBISIETCS 3aKJIIOUEHUE MPYO08020
002060pa (Konmpakma) B opranu3anuu (npuiioxeHue 1).

Ankema 3amnonHseTcs pPaOOTHUKOM COOCTBEHHOPYYHO Mpu O(OpMICHHH Ha
npeanpusatve. JlaHHble BHOCSTCS Ha OCHOBAaHMM JIOKYMEHTOB, IIPOBEPSIOTCS
CTEIUATICTOM 10 KaJpam, 3aBEPSIOTCS MOIIMUCKHIO U MeYaThIo (MIPUIIOKEHUE 2).

Xapakmepucmuka — 95T0 OQUIMATBHBIA JOKYMEHT, KOTOPBIM BBIIAET
JIMUHHUCTPAIHS YIPEKACHUS CBOEMY paOOTHHUKY IPHU PEIICHUH psia BOMPOCOB. B Helt
MIPUBOIUTCS OT3BIB O CITY>KeOHOM, 00IIIeCTBEHHOU JAeATENHHOCTH PAaOOTHUKA, OTICHKA €TO
JIEJIOBBIX M MOpaJIbHBIX KauecTB. Odopmiisercs Ha popmate A4 (ripusoxenue 3).

B TekcTe xapakTepuCTUKHA MOYKHO BBIJICIIUTD JJOTUYECKU CBSI3aHHBIC MKy COOOM
COCTaBHBIC YACTH:

1 dacte — anketHwsle AaHHble (P.M.O., AOMKHOCTb, YUYEHYIO CTENEHb M 3BaHHUE, TOJ
POXKIEHUs, HAMOHAIBHOCTh, 00pa30BaHHUE).

2 4YacTh — JaHHBIE O TPYJOBOM HEATENBHOCTH (MPOAOIKUTEILHOCTh pabOThI B



OpraHu3alliM, CBEJEHUS O MPOJBIKCHHH IO CIyX0e, ypoBeHb MPO(EeCcCHOHATHLHOTO
MacTepCTBa).

3 4yacTh — COOCTBEHHO XapaKTEPHCTHKA - OICHKA JEIOBBIX M MOPAJIbHBIX KAdeCTB
(oTHOIIEHHE K paboTe, yyacTue B 001IECTBEHHOM KU3HU, TOBEACHHE B OBITY, OTHOIICHHE
K KoJUIeraM 1o paborte).

4 yacTh — 3aKJIIOYUTENbHAS. — COAEP>KUT BBIBOJI, B KOTOPOM YKa3bIBAETCS Ha3HAYCHUE
XapaKTEPUCTUKHU.

Texct xapakrepuctuku wu3naraercss B ¢opme 3-ro smna. [loxmuceiBaer
XapaKTEPUCTHKY, KaK IMPaBUIIO, PYKOBOJIWUTEIh OpraHu3aIiu. 3aBepsieTcsi repOboBoi
MevyaTho.

4. ITIOPAOK BBITOJIHEHM A PABOTHI
4.1. O3HaKOMJIEHHE C 3aJJaHUEM.
4.2. O3HakoMJIeHHE C OOIIMMH M TEOPETHUYECKUMHU TOJIOKEHUSIMU 10 TEME
MPAKTUYECKOTO 3aHSATHUS.
4.3. OdopmiieHre TOKYMEHTOB M MOKa3 UX MPEroAaBaTeio.
5. BOITPOCHI IJIA ITOBTOPEHU A
5.1. Kakue BHIBI JOKYMEHTOB OTHOCATCS K JOKYMEHTAIMU I10 JIMYHOMY COCTaBy?
5.2. Kakue 1oOKyMEHTBI PEIbSBIISIIOTCS MPU pUeMe Ha paboTy?
5.3. UeM oTiInMyarOTCs MPUKa3bl 0 OCHOBHOM JAECSATEIBHOCTH OT IIPHUKA30B M0 JTUIYHOMY
cocTaBy?
6. JOMAIIHEE 3AJIAHUE
6.1.0bopMHTH OTYET.
Bapuasnr 1
3aoanue Ne 1
CocTaBuTh U OPOPMHUTH PEIOME.
3aoanue Ne 2
CocTaBuTh 1 0OPMUTH XAPAKTEPUCTHUKY .
3aoanue Ne 3

CoctaBUTb U OPOPMUTH AHKETY.

Bapuant 2



3aoanue Ne 1
CocTaBuTh U OPOPMHUTH PEIIOME.
3aoanue Ne 2

CocTaBuUTh U 0POPMUTH XaPAKTEPUCTHUKY .

3aoanue Ne 3

CocTaBuTh 1 0POPMUTH TPYIOBOH JOTOBOP (KOHTPAKT).

TPYJIOBOH KOHTPAKT
¢ paOOTHHKOM

TI. « »

[MTPMJIOKEHUE 1

201 .

B JIHLC

JNIEUCTBYIOIIET0 HA OCHOBaHUU

>

MeHyembld B jnanbHenmem «Ilpexnmpusitue»,

C OIHOW CTOpPOHBI, U TIP.
, IacIopT: cepus ,

Ne , BBIJJAHHBIN

, TIPOXKUBAIOIIUI O aJpecy:

, MMEHYEMBbIN B

nanpHedeM «PaboTHMK», C JApYrod CTOPOHBI,

HMCHYCMBIC B IL&HBHCﬁH.ICM

«CTOpOHBI», 3aKJIIOYWIM HACTOAIIUM JOTOBOp, B JajbHeiiieMm «Jlorosop», o



HIDKECIEAYIOIEM:

1. IPEAMET JOI'OBOPA

I.1. IIPUHUMAETCSA Ha
paboTy Ha IpeanpusTHe B KayecTBE ; Ha JIOJDKHOCTD
JUISL  BBIOJHEHUS  TPYAOBBIX  OOs3aHHOCTEU

b

2. CPOK KOHTPAKTA

2.1.Kontpakr 3akmtouaercs mexnay Ilpennpustuem u PaboTHMKOM CpokoM Ha
roga M JEUCTBYET C « _ » 201 r. mo «__ »

201 r.; Ha HeompeeICHHBIN CPOK; HA BPEMs BBIMIOJHEHUS PaOOTHI,

oOycnoBneHHoM HacTosiuM KoHTpakToM (HEHY>KHOE BHIYEPKHYTh).

3. OBIIME YCJTIOBUA KOHTPAKTA

3.1. 3akimrouas HACTOSIIMK KOHTpakT, PaOOTHHK NpWHWMAaeT BO BHHUMAHHE, YTO

[Ipennpustue sBaseTCA .

3.2. VcnionHsist CBOM HEMOCPEICTBEHHBIE TPYIOBbIE 00S3aHHOCTH B COOTBETCTBUU C

HacrosiiuM KoutpaktoMm, PabotHuk Oyaer ucxomuth u3 YcrtaBa (Ilonoxxenus)

[Ipennpusrtus.

3.3. PaboTHuk MTOYUHACTCSA HEITOCPEACTBEHHO PYKOBOJUTEIIO,
a Takxke Jupexropy

[Ipennpusrus.

3.4. PaGoTHUK SBISETCA TOJHOMPABHBIM UJICHOM TPYAOBOTO KOJIJICKTHUBA
[IpennpusaTus, y4acTByeT ¢ MPaBOM PEIIAIOIIETO T0J0Ca B IEATEILHOCTH €ro 00IIero
cobpanus (koHpepeHIun).

3.5. PabGoTHMK BIpaBe BbICKA3bIBaTh JIMYHOE MHEHUE MO JII0OOMYy BOIPOCY
nesitenbHocTH [Ipeanpusitus.

3.6. PaboTHUK mMeeT MpaBo B Cilydae HEOOXOJUMOCTH 3HAKOMUTHLCS C IMpaBUIaMU
BHYTPEHHETO TPYJOBOTO pacrnopsiaka [Ipeanpusitusi, KOMIEKTUBHBIM JOTOBOPOM H
TPYZOBBIM 3aKOHOJIaTEIbCTBOM.

3.7. PaboTHHMKY rapaHTUpyeTcsi OecHpemnsiTCTBEHHOE OCYIIECTBICHUE IMpaBa Ha
o0benuHenue B npodcoro3. JuckpumuHanuss PaOoTHMKa B pexXuMe BpPEMEHH H
BPEMEHH OT[bIXa, OIJIaTe TpyJda U APYTUX CYIIECTBEHHBIX YCIOBHUSX pabOThI MO
IPUYUHE €TO y4acTus B Mpo(dcoro3e He AOMyCKaeTCsl.

4. OBA3AHHOCTHU CTOPOH

4.1. PadoTHHUK 00s13yeTCH:

4.1.1. BBINOJHAT, B COOTBETCTBUU CO CBOEH mpodeccueil, CrenuaibHOCThIO,
KBaJTu(UKALIHCH (TOMKHOCTBIO) CIeAyIOIIUe paboThI:

b

4.1.2. 3a BpeMs JEWUCTBUS KOHTPAKTa JOCTUYb CIEIYIOUIUX pe3yIbTaToB
5

4.1.3. 1oOpOCOBECTHO, CBOEBPEMEHHO, Ha BBICOKOM MPOQPECCHOHATILHOM YPOBHE H
TOYHO UCHOJHSTH CBOM TPYJOBbIE 00SI3aHHOCTH, COOJIOJATh MPaBHUJia BHYTPEHHETO
TpyaoBoro pacmnopsiaka llpennpustus, wucnonb3oBaTh Bce pabodee BpeMs IS
IPOU3BOJUTENBFHOTO TPYy/a, BO3ACPKUBATHCS OT JCHCTBHM, MEMIAIOMIMX APYTUM
COTPYJIHUKAM BBITIOJHATH UX TPYAOBBIE 0053aHHOCTH;

4.1.4. 3a00TUTBCA O COXPAaHHOCTH OOOPYAOBAHMS, CHIPbS, TOTOBOM MPOAYKLHMH H




uHoro umyinectsa [IpennpusTus, a Takxke COOCTBEHHOCTH APYTUX paOOTHUKOB;

4.1.5. cBOEBpPEMEHHO U TOYHO UCIIOJIHATH pacnopspkeHus Jupekropa Ilpennpusarus u

HENOCPEICTBEHHOI'O PYKOBOJIMUTEIIS;

4.1.6. no pacnopsbkeHuto Jlupexkropa npeanpusaTUs BbIE3KaTh B KOMaHIUPOBKH;

4.1.7. ne pazrnamarhb 0e3 COryiacus HEMOCPEICTBEHHOTO PyKOBOIUTEINS MOTYYCHHYIO

BO Bpemsi pabOThl HAYyYHO-TEXHHUYECKYHD U HHYI0 KOMMEpPYECKYI0 H

KOH(UIEHIUATBHYI0 UH(OPMAIHIO;

4.1.8. HEMeIIEHHO CTaBUTb B M3BECTHOCTh aAMUHHCTpaumio I[Ipennpustus o

HapyLIEHUU TEXHOJOTHMHM TPOU3BOJICTBA, HEBBINOJIHEHUU HOPM TpyAa, CIydasx

XMILEHUS U Topuu umyuiectsa [Ipeanpustus.

4.2. llpexnpusitue 00s13yeTcH:

4.2.1. npenocraBisaTh PaboTHUKY paboTy B COOTBETCTBUU C YCIOBUSIMU HACTOSILIETO

KonTtpakra;

4.2.2. obecrieunBaTh PabOTHUKY yCIIOBUS TPYJa, HEOOXOAUMBIE ISl BBIMOJIHEHUS UM

oOsi3aHHOCTe 1O HactosumemMy KoHTpakTy, B TOM 4YucCle, MpPEIOCTaBIATh B

pacrnopsKeHue COTpyAHUKA HEOOX0IUMbIE TEXHUYECKHE U MaTepUalIbHbIE CPEICTBA B

UCIIPAaBHOM COCTOSIHUU;

4.2.3.000opynoBath  pabouee Mectro  PaGoTHuka  ciemyromeld = TEXHHKOU
5

4.2.4. obecrieunBath PaboTHHKa cienyromel crenuanibHON OACKI0M, crenualbHOMU

00yBbIO U IpYTrUMU CpelICTBAMHU WHUBUY AJIbHON 3aILUATHI

OpPraHM30BaTh HAJUIEKALIUH  yXO4 3a ITUMH

CpelICTBaMU;

4.2.5. cobnoaaTh 3aKOHOAATENLCTBO O TPY/IE U MPaBUiIa OXPaHbl TPY/a;

4.2.6. obecrieunBaTh YCJIOBHS OILIATHI TPY/Aa, HOPMbI padOUYEero BpeMEHU U BPEMEHHU

OTAbIXa B COOTBETCTBMM ¢ HactodAmuM KoHTpakToM U JAEUCTBYIOIIMM

3aKOHOJATEIbCTBOM;

4.2.7. obecnieuntb TIOBbIIeHHE PaboTHMKOM  KBamudukKamuum W pocTa

npo(ecCHOHAIBHOTO ~ MacTepcTBa  3a  CY€T  COOCTBEHHBIX  CpPEICTB B
B TEUCHHE roja;

4.2.8. obecneunTh COXpPAaHHOCTh JUYHOTO UMYULIECTBA, HHCTPYMEHTA, TPAHCIOPTHBIX

CpeACTB paOOTHUKA HA TEPPUTOPUU TIPEATPUSITHUS;

4.2.9. mnpenocTaBUTh aBTOMOOWIb [JIsl CIIYKEOHBIX IIO€3/I0K WJIM BBIIJIATUTH

KOMIICHCAIIMIO MIPU MCTOJb30BAHUM JJIsSI CIY>KEOHBIX LieJIel JIMYHOTO aBTOMOOUIIS B

CJIeIYIOIEM MOPSIJIKE ;

4.2.10.B cmyuyae cmeptu PaboTHMKa WM HACTYIUJICHUS Y HEro MHBAJIMIHOCTH TPH

UCIIOJIHEHUH TPYJOBBIX OO0S3aHHOCTEH NPOJOJDKATh BBIIUIAYMBATH JI0 HCTEUEHHUS

CpOKa KOHTpPAaKTa €ro CeMbe WM €My CYMMY B pa3Mepe CpeaHero 3apaboTka,

nosrydeHHoro PabotHukoMm 3a Bpems paboTsl 1o KoHTpakTy;

4.2.11. cnenuth 3a TeM, YTOOBI BHEJIPEHUE HOBOW TEXHUKH U OOOPYJOBAHMS HE

YXYIIIAIO yCIOBUSA TPYyAa; TPUHUMATh HEOOXOAMMBIC MEPHI ISl OXpaHbI 370POBbS U

oe3onacHoctu PaboTHuKa rpu paboTe ¢ HOBOM TEXHUKON U B HOBBIX YCIIOBHSIX.

Bce 3arpatsl o 3TOMy NOANYyHKTY Bo3naratotcs Ha [Ipennpusitue.

5. OIVIATA TPYJIA

5.1. 3a 10O6pOoCOBECTHOE UCIIOTHEHUE TPYAOBBIX O0SA3aHHOCTEH B TEUEHUE MECSIYHOM




HOpMBI pabodero BpeMeHH PaOOTHUKY rapaHTUpyeTCs BbIIUIATa JOJDKHOCTHOTO
okiana (TapudHOW CTaBKH) B pa3zMmepe pyoieir B Mecsil. JloJDKHOCTHOM
oknajg (Tapud) MOBBIMIAETCS B 3aBUCUMOCTH OT HWHJIEKCACTOMMOCTU KHU3HH,
ONPEIENIIEMOT0 3aKOHOAATEIHLCTBOM.

5.2. PaboTHHK MMeeT MpaBO Ha MOIYYCHHE MO PE3yJIbTaTaM CBOCH JAESITeIbHOCTU
pa3IMYHBIX HAA0aBOK, JOTUIAT, MPEMUM, TPYTUX BO3HATPAKICHUN B COOTBETCTBUHU C
CHUCTEMOM OILIATHI TpyAa, AcUCTBYIoLIEe Ha [Ipennpusaruu.

5.3. Pa0OTHUKY YCTaHABIMBAIOTCS CIEAYIOIIME BO3HArpakKJACHUsS IO pe3yjbTaTram
paboThl 3a Mecsl (KBapTaj) IO CIEAyIOIMM TIOKa3aTelasiM W B pa3Mepe:

5.4. PaGOTHUKY BBIIJIAYMBACTCS BO3HATPaXJACHUE MO pe3yjbTaTaM paboThl 3a TOJl B
pazmepe pyOuIei.

6. PABOYEE BPEMSA U BPEMA OTABIXA

6.1. PaboTHuKy ycTaHaBIMBaeTCS HOPMHUPOBAHHBINH (HEHOPMHUPOBAHHBIN) pabounii
JIEHb.

6.2. MecsiuHast HOpMa paboyero BpeMEHU COCTAaBIISET
HopmaiibHast npo0JKUTENBHOCTh pad0OYero AHS He JOJIKHA MpeBbIaTh 8 (4) yacos
B JeHb. llepepblB mji1 OTApIXa W NHUTAHMS HE BKIIOYAEeTCsl B pabouee Bpems.
[lepepaboTka cBepX HOPMAILHOM MPOJOIKUTEIBHOCTA PAa00OYEro THA OIUIaYUBAETCS
B JIBOITHOM pa3zMepe 3a Kaxabli vac.

6.3. Bpemst Hayana u OKOHYaHUsl paboyero JHsS, a TakXe MepepbiBa JUisl OTAbIXa U
nutaHus  onpenensercss llpaBunamMm  BHYTPEHHErOo  TPYAOBOIO  pacnopsika
[IpennpusTrs U pacopsyKEHUs] pyKOBOJIUTEIIEH.

6.4. HopmanbHasi npoAoiKUTENbHOCTh pabodeil Helenu, Kak MpaBuio, HE JI0JDKHA
npesbimate 41 (20,5) wac B Hememo. IlepepaboTka cBepxX HOpPMaIbHOMN
MPOIOJDKUTEIHLHOCTH paboue HeJIeH OTJIaYMBACTCSl B IBOMHOM pa3Mepe 3a KaXKIbIi
yac. BbixonHble nHU MpenocTaBisitoTcs PaOOTHHUKY B COOTBETCTBUU C IMpaBUIAMU
BHYTPEHHETO TPYAOBOro pacnopsiaka [Ipennpustus.

Jomyckaercss 1Mo Mepe HEOOXOAMMOCTH NepepadoTKa CBEPX HOPMaIbHOU
IPOJOJIKUTENBHOCTH pabovero BpEMEHH, HO ITPU ATOM MPOAOJKUTEIIBHOCTD padoyero
BPEMEHU 3a YYeTHbIM mnepuoy ( Mecslla) He JOJDKHA IPEBBICUTH
HOPMAJILHOT'O YKCJIa paboyux 4acos ( yaca).

6.6. Hounbim cunraercs Bpems ¢ 10 yacoB Beuepa 10 6 yacoB ytpa. PaboTta B HOuHOE

BpEMSI OTUIAYMBAETCS B OJYTOPHOM pa3Mepe.

7. OTIIYCK

7.1. PaBOTHUK MMEET MPaBO HA €KETOJAHBIH OCHOBHOM OTITYCK MPOJAOIKUTENEHOCTHIO
KaJIeHJapHbIX JHEH. B 3aBUCUMOCTH OT pe3yibTaToB pabOThl €My MOXET

ObITh MPEJOCTABIICH JIOMOJHUTENBHBIM oOTmyck. K  exeromHoMy OTIYCKY

BBIIUIAYMBAETCS] MaTEpUaIbHas IOMOILb B pa3Mepe pyOeii.

8. COOHUAJIBHOE CTPAXOBAHHUE U COIMAJIBHOE OBECIIEYEHUE

8.1. PaboTHuk B mepuoy nevictBust KoHTpakTa MoAJIeKUT CONMATIEHOMY CTPAXOBAHHIO

U COILIMAIIBHOMY OOECIIEYEHHIO B COOTBETCTBUH C IEUCTBYIOIIHMM 3aKOHOAATEIbCTBOM

0 TPYJI€ U COLMAIBHOM OOECIICUEHHH.

8.2. Ilpu mocTostHHOHN yTpaTe TPYyAOCHOCOOHOCTH (MHBAJUIHOCTH) B pE3yJbTaTe

HECYACTHOIO ClIy4asi Ha IPOU3BOICTBE pAOOTHUKY BBITUIAYMBAETCS TOMOJIHUTEIBHO K




YCTaHOBJIEHHOMY 3aKOHOJIATEJIbCTBOM E€AMHOBPEMEHHOE IOcCOOMe B pa3mepe
OKJIAJIOB.

8.3. B ciydae MHBaJIMIHOCTH 10 OOJIE3HU WM B PE3yJIbTaTe HECYACTHOIO CiIyyasi, He
CBA3aHHOTO C MPOU3BOJICTBOM, PaOOTHUKY BBIINIAYMBAETCA €IMHOBPEMEHHOE I10COOME
B pazMepe OKJIaJIOB.

8.4. B cnyuae cmeptu PabGoTHHMKa B mepuoj JACUCTBUS KOHTPAaKTa €ro CeMbe
BBIIUIAYMBAETCS IONOJIHUTEIBHO K YCTAHOBJIEHHOMY 3aKOHOAATENbCTBOM MOCOOUE B
pasmepe OKJIaJIOB.

8.5. IIpu BpeMeHHOM yTpaTe Tpy10CIIOCOOHOCTH paOOTHUKY OIIIaYMBAETCSI CTOUMOCTD
JeKapcTB W IUIATHBIX  YCIyI  MEOUIUHCKUX  YYpEeXKJIEHUH, B  pa3Mepe

9. COIUAJIBHO-BBITOBOE OBCJIY KNBAHUE

9.1. CounanbHo-0bITOBOE 00CTYXHBaHUE PaOOTHHKA OCYIIIECTBIAECTCS PYKOBOJICTBOM

[IpennpusaTust B COOTBETCTBUHU C PEIICHUEM OOIIIETO COOpaHUs TPYJOBOTO KOJUICKTHUBA

Y 32 CUET CPEJICTB, HAMPABIISIEMBIX HA 3TH LIEJIH.

9.2. PaBOTHUKY MPEAOCTaBISAIOTCS CIEAYIONIUE YCIYTd U JIbIOThI MO COIUAILHO-

OBITOBOMY 00CITY>KMBaHHUIO, HE YCTAHOBJICHHBIE ICHCTBYIOIINM 3aKOHOAATEIbCTBOM:

9.2.1. BBIIUIaTa €IMHOBPEMEHHOI'O0 MOCOOMS K €XEroJHOMY OTIYCKY B pa3Mmepe
;

9.2.2. exeronHoe mnpenocraBieHre PaOOTHUKY M 4YjieHaM €ro CeMbHM IyTEBKH B

CaHaTOPUM WK JIOM OT/IbIXa C OTUIATON paOOTHUKOM % CTOMMOCTH ITyTEBKHU;

9.2.3. IPEAOCTABJICHUE KBapTUPbI PaGoTHuky Ha YCHOBUAX

10. U3SMEHEHUE, ITPOJOJ/KEHUE U IPEKPAIIEHUE KOHTPAKTA
10.1. I3meHeHne yclIOBUI KOHTPAKTa, €r0 MPOJIEHUE U NMPEKPAIIEHUE BO3MOXKHO 110
COTJIALLIEHUIO CTOPOH B JII000€ BpeMs.

10.2. Ilo wucreuenun cpoka KoHTpakTa OH mpeKpamaerca. IOTO MPaBUIO HE
pacmpocTpaHsieTCss Ha clydad, KOrJa TpPYJOBbI€ OTHOIIEHUS (HaKTHUYECKU
IPOJOJIKAIOTCS U HU OJIHA M3 CTOPOH HE MOTpedoBasla WX IpekpaileHus. B stom
cinyudae KoHTpakT npojjieBaeTcs Ha TaKOM K€ CPOK U C IPEKHUMHU YCIOBUSIMH.

10.3. KOHTpaKT MOMJIEKUT PACTOPKEHUIO JOCPOYHO MO MHUIMATHBE PaboTHHKA B
ciyyae:

10.3.1. ero 00Jie3HU WM UHBATUIHOCTH, MPEMATCTBYIOIIMX BBIIIOJIHEHUIO PAOOTHI 1O
KoHnrpakry;

10.3.2. HapymeHuss pykoBoACTBOM lIpeanpusitus 3akOHOAATENBCTBA O TPYAE WIH
Hacrosero Konrpakra;

10.3.3. Apyrux yBaXXUTEIbHBIX IPUUUH ;
10.4. KoHTpakT [0 UCTEYEHHs] CPOKa €ro JACUCTBUS MOXET ObITh PACTOPTHYT IO
uHunratuse [Ipennpuarus no cienyrommumM OCHOBAHUSIM:

10.4.1. u3MeHeHMss B OpraHu3alMyd MPOU3BOJCTBA MW Tpylda (JUKBUIALHUS
[IpennpusiTus, COKpalleHUE YHUCIEHHOCTH WM IITaTa COTPYJHUKOB, W3MEHEHHE
YCIIOBUM TpyJia U T.I1.);

10.4.2. obnapy:xuBLIeecs HECOOTBETCTBUE PaboTHHKA BBINONHIEMON paboTe mpH
OTCYTCTBUY BUHOBHBIX JICCTBHH C €r0 CTOPOHBI;

10.4.3. BuHOBHBIC neiicTBUs PabOoTHHMKa (CHCTEMaTHYECKOE HEHUCIIOJHEHHE 0e3




YBOXXUTEIbHBIX IPUYUH TPYIOBBIX 003aHHOCTEH, MPOTyJIOB, MOSBIECHUE Ha padoTe B
HETPE3BOM COCTOSIHUM M JAPYTMe HAPYLICHUs TPYIOBOW IHUCLUIUIMHBI, PAa3IIALICHUE
KOMMEPUYECKOHN TaWHbl, HapyweHue IL.I. 12.3 Hacrosmero KonTtpakra, coBepuieHue
XHUIIECHUS 1 T.IL.).
10.5. YBosnbHeHne no mHMIMaTuBE [Ipennpuarus oCyleCTBIAETCS HA OCHOBAHUM
COOTBETCTBYIOIIETO 3aKJIFOUEHUSI PYKOBOJAUTENS CTPYKTYPHOI'O MOJpa3IeiICHUS
[Ipeanpusarus, ¢ cobIr0IeHUEM MIPU ITOM TPEOOBAHUI TPYAOBOI0 3aKOHOIATEIHCTBA.
11. KOMIIEHCAIIM ITPU ITPEKPALIEHUU KOHTPAKTA
11.1. IIpn npexpamennn KoHTpakTa mo OCHOBaHMAM, NPENyCMOTPEHHBIM B 11.10.3 1
n.10.4 PaGoTHMKY BBIIIJIAUMBAETCA BBIXOJHOE IOCOOHME B pa3Mepe CPEIHEro
mecsiyHoro  3apaborka. Ilpu  mpekpamenun KoHTpakTa 1O OCHOBAaHMSM,
npeaycMOTpeHHbIM B 11.10.4 3a PaOOTHHKOM Take COXpaHSeTCsl CpeIHEMECSYHBIN
3apaboOTOK Ha MEpPHO/ MoUcKa paboThl B TEUEHUE BTOPOTO U TPETHETO MecsIa CO JHS
YBOJIBHEHMS, €ClIM OH B TedeHHe |0 KaJeHIapHBIX IHEH I10CIE€ YBOJBHEHHUS
3aperucTpUpPOBANICS B CIy>KO€ 3aHATOCTU B Ka4eCTBE JIUI[A, UITYIIEro padoTy.
11.2. Tlpu ycnoBuu npekpameHus KOHTPaKTa (10 yBaXKUTEJIbHBIM IPUYUHAM ) HAPSATY
C BBIIUIATAMH, ITPEyCMOTPEHHBIMU IEUCTBYIOINAM 3aKOHOAATEIBCTBOM U HACTOSIIIIUM
KontpakTom PaGoTHUKY BBIIIJIAUMBAETCS TAKKE €AMHOBPEMEHHOE ITOCOOUE B pazmepe
pyouIeit.
12. OCOBBIE YCJIOBUA
12.1. Ilpennpusarue ciayxut st PaboTHHKAa OCHOBHBIM MeCTOM paboThl; PaboTHUK
OpUHUMaeTcss Ha paboty Ha Ilpeamnpustue MO COBMECTUTENBCTBY (HEHYXHOE
3a4EPKHYTh).
12.2. TpynoBele (GyHKIMH, HE BbITEKaroluMe M3 Hacrosiero KoHTpakra, MOTyT
ocyiecTBIAThCS PaboTHIKOM BHYTpH [IpeinpusiTvst AU C COTaacusi pyKOBOIUTENS
CTPYKTYPHOI'O NIOApa3AciieHus u qupekropa lpeanpusarus.
12.3. PaboTHHMK HE WMeEeT TpaBa BBINOJHATH IO JOTOBOpaM C JPYTUMU
IPEANPUATHIMU U OpraHu3alusIMU paborty, CBA3aHHYIO c
, o HacrosmeMy KOHTpakTy, a Takke 3aHUMAaTbCs
JHO0BIM JPYTUM BUJIOM JIESITEIIBHOCTH B UHBIX MPEANPUATHIX U OpraHu3alusiX, €Ciu
3TO MOXXET HAHECTH OSKOHOMHUYeckuid wunu wuHOM ymepO Ilpeampusaruio. He
WCIIOJTHEHNE JAHHOIO ITYHKTA SIBJIAETCS AOCTATOYHBIM OCHOBAaHHUEM I YBOJBHEHHMS
PaGoTtHuka.

12.4. Tlpennpustvue BbIIIauuBaeT PaOOTHHKY B TEUYEHHE JHEW I10CIIe
3akitroyeHus: KoHTpakTa equHOBpeMEHHOE MocoOue B pa3Mepe pyOIeil.
[TocoOue He siBnsieTca popmoil oraTel Tpyaa.

12.5. Tlpeanpusitue exeMecsIYHO BhIIIaunBaeT PaboTHUKY pyOuIei.

12.6. Bce wmatepuansl, co3laHHble ¢ ydactueM PaboTHMKa W 1O 3aJaHusIM
[Ipennpusitus aBns0TCS COOCTBEHHOCTHIO [pennpusrus.

12.7. Croponsl 6epyT Ha cebs 00s3aTeIbCTBA HE pasrialiaTh YCIOBHS HACTOSIIETO
KonTakTa 0€3 00010/1HOTO coryiacusi.

12.8. VYcnoBus Hacrosmero KoHTpakTa MOryT OBITh HU3MEHEHBI TOJBKO IIO
COIJIAIIEHUIO CTOPOH.

12.9. CropoHbl HECyT OTBETCTBEHHOCTb 3a BBINOJHEHUE OOS3aHHOCTEH IO
HacTosieMy KOHTpakTy B COOTBETCTBHHM C JE€HCTBYIOIIMM 3aKOHOIaTEIbCTBOM.



12.10. Cnopsl, BO3HUKaromue Mexay cropoHamu KoHTpakrta, paspemiaroTcs B
YCTAHOBJICHHOM JICHCTBYIOLIUM 3aKOHOAATEIbCTBOM IOPSJIKE.

12.11. Bo BceM oCTanbHOM, HE ITPENYCMOTPEHHOM HACTOSIIUM KOHTPaKTOM CTOPOHBI
pykoBozctBytoTcst Hopmamu K3o0Ta PO u Ycrasa (Ilonoxenus) [peanpusrus.

13. TPOYME YCJIOBUA

13.1. HacTosimuit KOHTpakT cOCTaBJIEH B ABYX DK3EMIUIAPAX: O OJHOMY JUIA KaXI0U
U3 CTOPOH U CUUTAETCSA JECUCTBUTENIBHBIM TOJBKO MPU HAIUYUU MOJNUCEH 00enx
cTtopoH: PabotHuka u Ilpennpusitusi, 3aBepeHHbIX M€YaThIO MOCIEAHETO.

14. OPUJUYECKUE AJIPECA U INIATEXKHBIE PEKBU3UTHI CTOPOH

Ipennpusitue PaboTHuk

FOp. agpec: Perucrpanus:
[TouToBbIi anpec: ITouToBsIii aapec:
NHH: [Tactiopt cepus:
KIIIT: Howmep:

bank: Brinan:
Pac./cuér: Kewm:

Kopp./cuér: Tenedon:

BbUK:

15. MIOAIIMCHU CTOPOH

[Ipennpusitue PaGoTHux
[MTPUJIOXEHUE 2
AHKETA
3anoJyiHsIeTCs COOCTBEHHOPYYHO

1. Oamunust

Nwms Mecrto st

OtuecTBO (boToKapTOUKH

4x6
2 Ecnu nu3MeHsnmu pamMumimio, uMs Win

OTYECTBO, TO YKAXHUTE UX, a TAKKE,
KOT/1a, T/I€ U 110 KaKO# IpUUnHE
W3MECHUIIN

3 I'on, yucno, u MecTo poKICHUS
(ceno, nepeBHsi, TOPOJ, paiioH,




obnacTh, Kpaii, pecryOnmka)

4 I'paxnancTBO (€Cau U3MEHSUIH, TO
YKa)KUTe, KOrJa U o Kakoi
IIPUYKHE)

5 OO0pa3oBaHue, KOria U Kakue

y4eOHBIC 3aBEACHUS OKOHYHIIH,
HOMEpa JIUILIOMOB, CIEIUATBHOCTD
o auriomy. KBanudukarms mo

JUTIIIOMY
6 VYueHas cTeneHb, y4eHOe 3BaHHE,

KOIJla MPUCBOEHBI, HOMEPa JUIIJIOMOB
7 Kakumu HHOCTpaHHBIMU SI3bIKAMH U

s3bIKaMU HapooB Pocculickoi
denepalvy BIaJCETE U B KAKOU
CTENEHU (UUTAECTE U MOXKETE
O0O0BSCHSITHCS, BIQJICETE CBOOOTHO)

8 beumn mm Bel nan Bamm
POACTBEHHUKH CYJIMMBI, KOT/Ia U 3a
qTOo
9 beun nu 3a rpanuien, e, Koraa u ¢
KaKOH IEIIbIO
10 BrimonHsemas padoTta ¢ Hadayia TpyI0BOH JACSITCIBHOCTH (BKIIFOUAs yueOy B BBICIITUX

Y CPEIHMX CITEUATLHBIX YYEOHBIX 3aBE/ICHUSAX, BOCHHYIO CIIY»)O0Y, paboTy 1o
COBMCCTHUTCIILCTBY, IPCAIPUHHUMATCIIBCKYIO OCATCIIBHOCTb U T.H.)

JIOJKHOCTB € yKa3aHUEM MecToHaXO0XICHUE YUPEKICHUS,
~ YUPCIKACHUA, OPraHnu3alunu, opraHu3anuvu, NpCAaAnpuiaTUL
%f npeanpusiTus (He3aBUCUMO OT
g = COOCTBEHHOCTH U BEIOMCTBEHHON
~

MIPUHAJICI)KHOCTH )

BCTYII-
JIEHUS
yxoJa

[Ipn 3amojaHeHUM JaHHOTO WYHKTA HEOOXOAMMO HMMEHOBAaTh YUPEKICHHUS,
OpraHu3alNH, TPEINPUATHS TaK, KAK OHU HAa3BIBAJIOCH B CBOE BPEMsI, BOCHHYIO CITyXOy
3alUChIBATh C YKa3aHUEM JOJKHOCTH U HOMEpa BOUHCKOM YacTH.

11. Bamu 65113K1e pOJICTBEHHUKH (3KEHA, MK, OTEIl, MaTh, OpaThsi, CECTPHI)

CrermneHb damMuius, UM, T'ogn Mecto paloThl, AJlpec MECTOKUTENHCTBA
poJCTBa OTYECTBO MECTO JOJKHOCTh
POXKJICHHS

12. Nmerotcs nu 'y Bac unu xeHbl (My>a) pOJCTBEHHUKH, IOCTOSIHHO MPOKUBAIOIINE



3a rpaHuIei (YKaxuTe ux GaMIIAIO, UMs, OTYECTBO, TOJT POXKJICHHS, CTCIICHb POJCTBA,
MECTO XKHUTEIbCTBO, C KAKOTO BPEMEHU OHM ITPOKUBAIOT 33 TPAHULICH

13. OTHOIIEHNE K BOMHCKOU 00SI3aHHOCTU U BOMHCKOE 3BAHUE

14. lomamrauii aapec u Homep TenaedonHa
15. [TaciopT uiau AOKYMEHT, €ro 3aMEeHsIIOIIUNA (HOMEep CepUH, KEM U KOT/1a BhIJIaH)

16. JlononHuTenbHble CBeACHUS (TOCY1apCTBEHHBIE HArpabl, y4acTUe B BHIOOPHBIX
IPEICTaBUTENBHBIX OpraHax, TaKxXe Jpyras HH(popmalus, KOTopyro opopmiIsieMblil
JKeJIaeT coOoOIIUTh 0 cebe)

« » 20 . [Toamuce

doTokapToUKa M JAaHHBIE O TPYIOBOM NEATEILHOCTH, yuebe oopmisieMoro
COOTBETCTBYIOT IOKYMEHTaM, yIOCTOBEPSIIONTUM JIMYHOCTH, 3aIUCAM B TPYAOBOU
KHIDKKE, TOKyMeHTaM 00 00pa3oBaHUM, BOMHCKOM CITykOe.

M. IL.
(ITonmucek, hamuins pabOTHUKA KaAPOBOU CITY>KObI)

[MTPUJIOXEHHE 3
XAPAKTEPUCTHKA

Hacrosimias xapakrepuctuka Bbigana Ilerpuuenko Baneputo AnarosnbeBuuy, 1
HOs10pst 1978 roma poknmenus, paboratomemy B LleHTpe conmanbHOM 3alIUThI JETEH.
Anpec: yn. Kymaruna 25 (pexkBusuthl opranuzanuu) ¢ 16 mas 2013 roma mo
CETOJIHSIIIIHUMI JI€Hb Ha JOJDKHOCTU «COLMaIbHBIN paOOTHUKY.

Cewmeiinoe nonoxenue: xkeHar. Cynpyra Ilerpuuenko Muua IlerpoBna, 11. 12.
1979 r.p. Hetu: I[lerpuuenko Buranmii, 2000 roga poxaenus u [lerpuuenko Anna, 2002

ro/1a pOKACHUS.



[Terpuuenko B.A. oxonumn Bousrorpanckuii Ilegarornueckuii Y HUBEpCUTET MO
criennabHOCTH «IIcuxomorusy, UMEET KpaCHBIN JUILIIOM.

JlaHHBII COTPYIHUK OTJINYACTCS BBICOKUM po(heCcCHOHATTU3MOM,
MYHKTYaJIbHOCTBIO U OTBETCTBEHHOCTHIO. [[MCHUIIMHAPHBIX B3bICKAHUI HE UMEET, ECTh
NOOLIPUTENIbHBIE TpaMOThl 32 Yy4yacTue€ B KOHQpEepeHIMH «3amura Jerer —
OTBETCTBEHHOCTb TOCYIapCTBAY.

C kosuleraMy ¥ MOJYMHEHHBIMU HaXOJUTCS B JOOPOKEIATEIbHBIX OTHOIICHUSIX,
BCETJa MPOSIBIAET CACPKAHHOCTb, TEPIIEHUE M JEIUKATHOCTb. B  CIIOXKHBIX,
KOH(MDIIUKTHBIX CUTYyaIMsX C KIMEHTaMH YUYPEXKICHHsI BCETJa BbIIACP)KaH, KOPPEKTEH,
o0nagaeT CHnoCOOHOCTBIO CIJIAJUTh NpPOOJEMy M TEpPEBECTH €€ B PYCIO MHUPHOIO
KOHCTPYKTHUBHOTO peleHusi. BpeaHbix npuBbluek HE uUMeeT. KU3HEHHbIE OPUEHTHPHI
paBUJIbHBIE, CTPEMUTCA MOMOTaTh JETSAM M3 HEOJIaronoyiydHbIX CEMeW, YUUThIBAs UX
notpedHocTH U xenanus. C pagocThbl0 NPUHUMAET YyYacTHE B OOUIECTBEHHOM >KU3HU
KOJUIEKTHBA, MOCEIAET TPEHUHIW JIMYHOCTHOIO pOCTa M KYpPChl IOBBIIICHUS
KBaTU()UKAIIUH.

JlaHHas XapakTepUCTUKA BbIJIaHA JJIsl MpeAocTaBiieHUss B Opranbl COUUAIBHOMN

3allIUThI HC6JIaFOHOJIy‘IHBIX CEeMEH.

Havanenuk otnena Lientpa

ConmanabHOU 3alIUThI IeTEN BbobOkoBa Haranesgs MuxaitsioBHa

INPAKTUYECKOE 3AHSTHE Ne 6
«CocraBienue u oopmiieHrEe JOKYMEHTOB 10 (UHAHCOBO-PACYETHBIM
onepanusivy
Tema: lokymeHTaumst 10 (PMHAHCOBO-PACYETHBIM ONEPALMAM
Heanb: OBnaner yMEHUSIMU U HaBBIKAMU TIO0 COCTABJICHUIO JIOKYMEHTOB IO (DMHAHCOBO-
pacyEeTHBIM OTIEPAIHSIM U UX OPOPMIICHHUIO.
IIpoao/KUTEILHOCTD 3aHATHIA: 2 Yaca
1. MATEPUAJIBHOE 1 JIOKYMEHTAJIbHOE OBECITEYEHUE:

1.1. MnquBuyanbHbIC 3aIaHUs



1.2. Meroanyeckne peKOMEH ALK 110 BBIITOJHEHNIO IIPAKTUYECKOTO 3aHATUS
1.3. JIuneiiku, pyduku, Oymara
2. JINTEPATYPA:
2.1. bacakoB M.U. J[lenonpousBoactBo (JlokyMeHTaliMoOHHOE oOOecreYeHne
ynpasienusi): yueOnuk /M.U. Bacakos, O.M. 3ambiukoBa. — PoctoB v//l: ®denukce,
2017
3. ObIIME TEOPETHMYECKHE IIOJIOXKEHUA 110  BBIIOJIHEHMIO
[TPAKTUYECKOI'O 3AHATUA:

YyerHas mnonuTuka (UPMBI, TPAMOTHBIA aHAIU3 (UHAHCOBO-XO3SMCTBEHHOM
NEeSATENbHOCTH, B3aUMOJIEUCTBUE C HAJOTOBBIMHU CIIY)KOAaMH - 3TO MPUHIUIHUAIbHBIC,
KJIIOUEBbIE MOMEHTBI B paboTe J000ro NpeAnpusiTus, o00JaAarolero MoJIHOU
CaMOCTOSATENbHOCTBIO U BBIKMBAIOILIETO B YCIOBUSX OCTPOM KOHKYPEHTHON OOPBOBI.

BaxHbIM HampaBj€HUEM YJIy4dllleHUs padoThl JIOOOW OyXraiarepuu SsBISETCA
COBEPILICHCTBOBAHUE OpPraHU3AallMM W BHEAPEHHE JIEJONPOM3BOJICTBA B  3TOM
noapasneneHuu. [IpaBmibHoe cocTaBieHue U 0hopMIIEHHE TOKYMEHTOB M0 (PUHAHCOBO-
pacyeTHbIM OIlepalusM B COOTBETCTBUM C JEHCTBYIOIIMMHU HOPMaMH - OJHA W3
00s13aHHOCTEH paOOTHUKOB OyXTaaTEPHH.

Jlpyroii CyliecTBEHHOM CTOPOHOW BEIEHMS JIEJIONPOU3BOJICTBA OyXrajTepun
SIBJISIETCS] CUCTEMAaTH3allusl U XpaHEHUEe BceX 00pa3yoIIUXCs 3/1€Ch JOKYMEHTOB, HEOO-
XOJUMBIX BIIOCIEJCTBUM HE TOJBKO Ui aHaiu3a (HUHAHCOBO-XO3SHCTBEHHON
NeATEeNbHOCTH (PUPMBI, HO W ISl TIPEABSIBICHUS dTHX JOKYMEHTOB TMPH ayJIUTOPCKOU
MIPOBEPKE, a TAKIKE JJISI CIAYM HAa XPAHEHHE B YCTAHOBJICHHOM MOPSJKE B BEJOMCTBEHHbBIE
U TOCY/apCTBEHHbIE aPXUBBHI.

JIOKyMEHTBI 110 (PUHAHCOBO-PACUYETHBIM ONEPALIMAM MOAPA3IEISIOTCA:
-pacropsiAMTENbHBIE — COJEp Kalllue MpUKa3 O MPOU3BOJICTBE ONepanuu (pacxoIHbIe
KAaCCOBBIE OpJiepa, ICHE)KHBIC YCKH);

- olpaBJaTeNbHbIC (IPUXOHBIE KACCOBBIE OPEpa, KOIMH TOBAPHOTO YeKa, OObSIBICHHUE
Ha B3HOC HAJUYHBIMU);
- OyXranTepcKue — COCTaBJsieMble IO JaHHBIM OYXTalaTepcKOro ydera (OT4eT Kaccupa,

aBaHCOBBIM OTYET, aKT PEBU3UU KACCHI);



- OaHKOBCKHME — CBfI3aHHbIE C O(OpPMIIEHHEM JCHEKHBIX ONepaluil IO CcYeTam,
MOJlyYEHUEM W TIOTAIlIEHUEM KpEIUTOB (3asBJICHHE Ha OTKPHITHE TEKYIEro cuera,
IUIATEKHOE TIOPYUEHHUE);

- OIO)KETHBIC — CBSI3aHHBIC C YIIJIATON HAJIOTOB U MOJYyYCHUEM OIOIKETHBIX
ACCUTHOBAHUM.
PykoBogurenu npeanpuaTHid  HECYT NEPCOHAIBHYK) OTBETCTBEHHOCTH 34

JIOKYMEHTAJIbHBINA (POHI MPENPUATHSL.

J1J1st XpaHeHHsI IEHEKHBIX CPEJICTB M OCYIIECTBIICHUS PacueTOB OAHKH OTKPBHIBAIOT
OPEeANpUATASIM B 3aBUCMMOCTH OT XapakTepa WX JIEATeIbHOCTH M HCTOYHHKOB
(dbUHAHCUPOBAHUS pacueTHhIE, TEKYIIUE U JIPYTUe CUueTa.

OcHoBHas Macca MIaTeXel MPOU3BOAUTCS B TIOPSAIKE OC3HATMYHBIX PACUETOB, T.€.
MOCPEJICTBOM TEPEUUCIIEHUSI CYMM C PACcUETHOTO CYeTa IUIATesIbIIMKa HA PAcueTHBIN
CYET MoJIy4aTesl.

Onepauun Mo pacuyeTHOMY (TEKYyLIEMY) CUETy MPOU3BOIATCA YUPEKICHHUSIMU
O0aHKa MO JOKYMEHTaM CHEIUMajbHOM YTBEPXKIECHHOU (POPMBI, KOTOPHIE BBIMUCHIBAIOT
pabOTHUKYN (PMHAHCOBOTO OT/IENA WK OYXTAITEPUU TIPEIIPUITHA.

Hauboiee yacto npuMeHsIOTCS CIAEAYIOIINE: TUIATEKHOE MOPYUYEHHUE, MIIATEKHOE
TpeboBaHUE-TIOPYyUEHHE, CUeT-(HaKTypa, OObSIBICHHUE HA B3HOC HAJTMYHBIMHU, JICHEKHBIE U
pacyeTHbIC YE€KH, BBIITUCKHU U3 PACUETHHIX (TEKYIINX) CUETOB, 3asBlieHUs (00 OTKa3e OT
aK1erTa, Ha aKKpeJIMTUB, Ha BbIJa4y CCYJIbI U JIp.).

[TopsiIoK OTKPBITUSL M 3aKPbITUSI PACUETHBIX, TEKYIIMX U OHOJKETHBIX CUETOB
NPEeANpUATUSIM (OPraHU3ALUAM, YUPEKICHUAM), a TAKXKE MTpaBUiIa COBEPIICHUS IO HUM
omnepalui onpeaesieHbl COOTBETCTBYIOITUMHA HOPMAaTUBHBIMU JJOKYMEHTAMM.

Jlist obopmIteHHSI OTKPBITHS TIPEICTABIIIOTCS CIEIYIONUE JOKYMEHTHI:
- 3asiBJIeHUE 00 OTKPBITUU CYETA;

- KOUSI JOKYMEHTA O CO3/IaHUU TPEeANPUSITHUS;

- KOTIUSI YTBEPKIAECHHOIO yCTaBa (MOJI0KEHUSA);

- KapTouka ¢ oOpa3iaMu MoJANUCce U OTTUCKOM TIeYaTH U Jp.

3asBiaeHue 00 OTKPHITUM CYETa MPEACTABISETCS MO YTBEPXKICHHOU (dopme
(mpuioxenue 1).

Kaprouka c¢ oOpa3uamu mnoanuced MU OTTUCKOM I€YaTH MPEACTABISIETCS IO



yTBEPXKJIEHHON (opMe B ABYX 3K3eMIuisipax. B Hee BkimrodaroTcs oOpasiibl MOANMUcCen
BCEX JIMI, KOTOPBIM NPENOCTABIECHO MPABO MEPBOM M BTOPOW MOIINHUCH HA JIEHEKHO-
pacyeTHbIX JokyMeHTax. KapTouka 3aBepseTcsi MOJIINUCHIO PYKOBOAMUTENS (WM €ro
3aMECTHUTEJIEM) BBIIIECTOSAIIECH OpraHu3aliy 1 MevaTbio WIM HOTApUAIbHOW KOHTOPOU
(npunoxenue 2).

Bce ¢uHaHCOBO-pacueTHbIE JOKYMEHTBHI COCTaBISIOTCS 3a JIBYMS TOJIUACAMH
(epBoit 1 BTOPOH).

[IpaBo 1epBOM MNOANWCH TNPHUHAMICKNAT PYKOBOIUTEIIO NPEANPUATHSA, KOTOPOMY

OTKpPBIBACTCA CYCT. HepBon IIOAIINCh MOI'YT CTABUTb TAKXKC W JOJIKHOCTHBIC JIMIIA,
YIOOJIHOMOYCHHBIC CaMUM PYKOBOAUTCIICEM, €CJIM TAKOC ICPCAOBCPHUEC ITOJITHOMOYMHA HC

3aIIpPEILEHO BBIIIECTOAIEH OpraHu3aueil.

[IpaBo BTOpOW NOANMCU MPUHAMICKUT TJIaBHOMY Oyxrantepy. OH CaHKIIMOHUPYET
3aKOHHOCTb MPOU3BOAUMBIX omnepaiuil. [Ipu oTCyTCTBUM B 1ITaTE IrI1aBHOTO OyXrajirepa
IIpaBO BTOPOH TOANMHMCH MOXKET OBITh NPEIOCTABICHO OyXTalTepy WIH APYromy
JOJDKHOCTHOMY JIMITY, Ha KOTOPOE BO3JI0’KEHO BeJeHHE OyXTaJITepCKOTO y4yeTa U OTYET-
HOCTH.

CB0OOIHBIE CTPOKH B MECTE, OTBEJICHHOM JIJIs1 00pa3IloB MOIUCEH, JOJKHBI OBITh
MPOYECPKHYTHI.

PesynbpraTel peBusum oQopMISIOTCA akTOM. B akrte peBusmM (paKTHUYECKHE
OCTaTKH JCHEKHON HAJIMYHOCTU COTIOCTABJISIOTCS C YYETHBIMH JIAHHBIMH, TOCJIE YEro
OTIpeIeISICTCS. HeIOCTavya WU M3JIMINCK JICHEeKHBIX CPEeNCTB. AKT odopmMiIsieTcs B ICHb
PEBU3HMHU KacChl HE MEHEE YEeM B JIBYX dK3eMIUIsApax (MpuiiokeHue 3).

3aTeM aKkT MPEJCTaBISACTCS Ha YTBEPXKJICHHE PYKOBOAUTENIIO MPEANPHUSITHS,
opranu3zanuu. Pe3yiabTaThl peBU3UU HAXOASIT CBOE JalbHEHIIEe OTpa)KEHUE B cUeTax
OyXTalTepCKOTO ydYeTa: W3JIUIIKA MPUXOAYIOTCS, a HeJaocTadya YJIepKUBACTCA C
MaTepUaibHO-OTBETCTBEHHBIX JIUII.

[TnaTexxHoe MOPYUCHHE - ITO PACTIOPSHKCHUE TIPEANPHUATHS YUPEKIACHUIO OaHKA O
CIIUCAaHUHM C €r0 PacUeTHOI'0 CyYeTa OMPEICICHHOM CyMMBbI (COTJIaCHO MpHJIaraeMbIM
JIOKYMEHTaM) B TOTallleHHe CBOUX 00s3aTeabcTB. OHO COCTaBIISIETCS HA CTAHJIAPTHBIX

Onmankax (mpuiioxxeHue 4).



Ecnu nnatenplnMk  MNEpedUciiieT CpPEeAcTBa OJHOBPEMEHHO  HECKOJIBKUM
noJiyyaTessiM, TO MOXHO HCIIOJIb30BaTh CBOJHOE IUIaTEXHOE mopyueHue. B oaHo
MOPYYCHUE MOTYT BKIIOUATHCS JHOO TOJIBKO MECTHBIC MOPYYCHHs, JTHUOO0 TOJIBKO
WHOTOPOJTHUE.

[1naTeXHbIMU MOPYUESHUSIMU MOTYT MPOU3BOIUTHCS:

- pacueTsl 32 TOBapHO-MaTepUaIbHbIE IIEHHOCTH, BBHIMIOJHEHHBIE pa0OThl U OKa3aHHBIE
yCIIyTH;
- pacyeThbl IO HETOBAPHBIM OIEPALUSIM;
- LEJEBbIE MEPEBOJbl MUHUCTEPCTB, BEIOMCTB U JAPYTUX OPraHoOB XO3SKWCTBEHHOI'O
yIpaBieHUs] Ha TOTalleHHe MPOCPOUYCHHOMN 3aJ0KEHHOCTH MOJABEJOMCTBEHHBIX WM
MPEANPUATHAN 32 TOBAPHO-MATEpUATIbHBIC IICHHOCTH, BHITIOJHEHHBIE pa0OThI, OKa3aHHBIE
YCIIYTH U 110 CCyJlaM OaHKOB.
4. TIOPAOK BBITOJIHEHW A PABOTHI
4.1. O3HaKOMJICHUE C 33JIaHUEM.
4.2. O3HakoMJIEHHE C OOMIMMH W TEOPETUYECKUMHU TIOJIOKCHHUSIMU 110 TEMe
MPAKTUYECKOTO 3aHATHSI.
4.3. OdopmiieHre TOKyMEHTOB M MOKa3 WX MPENoAaBaTeo.
5. BOITPOCHI IJIA ITOBTOPEHUA:
5.1. Kakue moKyMeHTBI OTHOCSTCS K (PHAHCOBO-pacYeTHHIM?
5.2. Tlepeuucnure TpebOBaHUS, MPEAbIBIsIEMble K O(QOPMICHUIO U COJEPKAHHUIO
(MHAHCOBO-PACUETHBIX JOKYMEHTOB.
5.3. KakoBbl 11e/11 ¥ OPS0K OTKPBITHS cyeTa B OaHKe?
5.4. Kak cocTaBisieTcs akT peBU3UH KacChl?
7. JOMAIIHEE 3AJJAHUE
6.1.0popmMutsb otuer.
3aoanue Ne 1
CoctaBuTh W O(QOpPMHUTH 3asBIICHHE HA OTKPHITUE CUETa, KAPTOYKYy C OOpasiamu
MOJNKUCEH U OTTUCKOM TEYATH.
3aoanue Ne 2

3anoJIHHATh IJIATCKHOS IMOPYYCHUC Ha OCHOBAHHH CICAYIOIIHNX NAHHBIX!



OAO «HoBomaxtuHckuii Mmexaunndeckuii 3aoa», MHH 615103357,

cueT Ne 40702810000000000077 uepe3 ®Kb «lon TexcOank» r.HoBomaxTuHcka
(BUK 046014916, cuer 30101810700000000916) nnarexxubim nopyueHuem Ne 19
ot 04.02.20 . mpou3Ben OIuIaTy 3a BOAY, 3a0MpaeMyto U3 BOJAOXO03SIHCTBEHHOM
cucteMsl cornacHo ¢ T 13 3akona PO «O6 ocHoBax HanoroBoii cucremsl POy 3a
4 xBaptan 1998 r. B cymme 300 py6., B Toit uncine HIC 50 py6. Omnara
npousBoutcst B Mectabiii 6romker (MHH 6151005996, cuer
02048451352251900501). PexBuzutsl 6anka nonyvaresns: Otaenenue Cb PO
250 MaxTuackoe, r.1laxTer, BUK

046014635, cuer 30101810900000000635. Bux naTexa - 3JIEKTPOHHO, BUJ, OTLIATHI
01, cpok mnarexa 04.02.20 , ouepeaHOCTb - 3.

3aoanue Ne 3

CocTaBuTh U OPOPMHUTDH AKT PEBU3UU KACCHI.

[MTPMJIOXKEHME 1
3ASBJIEHVE HA OTKPBITHE CYETA

(HaI/IMeHOBaHI/IC npeanpuAaTrs, Opranu3alu, YUpeKACHUA - IIOJIHOC U TOqHOG)

ITpocum OTKpBIThH cyer

(pac4eTHBIH, IETIO3UTHBIN BaJIOTHEIN, CIIEHHAEHBIH OaHKOBCKUIT U TIp.) (BU BAJTFOTHI)
Ha ocHoBaHuM nojoxxenuil 'K PO u HopMaTuBHBIX TOKYyMEHTOB baHka

Poccun,
HaM M3BECTHBIX M UMEIONINX 005S3aTEIBHYIO CHITY.


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

_ (monmuce) (®.11.0.)
(HanmeHoBaHMe 10HKHOCTH
PYKOBOAMTEIS)

I'maBHBIi OyxTanTep (Mpu HATUINN)

(Tmomuce) (®.1.0.)
M.IL « » 20 I.
PACIHIOPSI’KEHUE BAHKA
Pa3pemaro oTKphITH cyer B
(Tun cuera) (B BAJIIOTHI)

(HauMeHOBaHHE TPEINPHUATHS, OPTaHU3AINH, YIpexaeHus, Ne 1 1aTa 10roBOpa)

<HauMeHOo8aHUEe 00JIHCHOCHIU PYKOBOOUmeNs (HOII;I/ICL) (®.1.0.)
banka> « » 200 _r.

I[OKyMeHTLI Ha OTKPBITUE CUETA ITPOBEPCHBI

(JTOIKHOCTD) (Tmoamuce) (©.1.0.)
« » 200 .

Cuer(a) oTKpBIT(bI):

Ne 1uneBoro cuera

Ne 1uneBoro cuera

<HaumeHosaHUE 00IHCHOCHU PADOMHUKA, OMKPbIEULEZ0 L
cuema> (Tmomuce) (®.N.0.)« »

20 T.

[MTPUJIOXXEHUE 2

[Tpunoxenue 1

Kk MHacrpykuun banka Poccun

o1 30.05.2014 N 153-U

"OO0 OTKPBITUH U 3aKPBITHH OAHKOBCKUX
CYETOB, CYETOB IO BKJIA/IaM (JIETIO3UTaM),
JICTIO3UTHBIX CYETOB"

Kox dopmer
JOKYMEHTa
no OKY ][

0401026




Kaprouka

¢ o6pa3uamMu noJanuceii M1 OTTUCKA MeYATH

Kiuenr (Bragener cuera) OtMmeTka OaHKa

(monmnuck)

MecTto HaxOXKACHHS (MECTO KHUTEIHCTBA)

Ten. N

bank

IIpoune ormeTkH

OO6opoTHas cTopoHa

N cyera
(cokparieHHOe HauMEHOBaHNE KITUEHTa
(Bazenbua cuera)
damunus, UMsl, 0OTYECTBO O6pazen Cpok noTHOMOYH

IIOAIMHUCHU




JlaTa 3anoiHeHUs

IToanuch kneHTa (BIajenblia cuera)

OO0pa3sell OTTUCKA TTeYaTH

Mecto JJIA yI[OCTOBCpHTCJILHOﬁ HaJIIrucu o
CBHJACTCIIBCTBOBAHWH ITIOAJIMHHOCTH HOHHHCCﬁ

BI)II[aHI)I JCHC)KHBIC YCKH

Jara

cN

no N narta cN no N

8

9

AKT
11 12

PCBU3HUHU KACChI

[MTPUJIOXXKEHUE 3



OcHoBaHue:

CocTaB KOMUCCHU:
[Ipencenarens:

YJieHbl KOMUCCHU:

ToJDKHOCTR, .O.Damunus
NOJDKHOCTE, 1.O.Damunus

IoJDKHOCTE, .O0.Damunus

[IpucyrcTBoBanu: JTOJKHOCTh MaTEPUAIIbHO OTBETCTBEHHOTO JIMIIA,
N.0.®amunus
« » I'. KOMUCCHEN TPOBEIeHa peBU3us Kaccol. [1o utoram

IIPOBEPKHU YCTAHOBJIEHO:

4. Tlo yuyeTHBIM JaHHBIM B Kacce JI0JKHO OBbITh

5. @akTHUYECKH B Kacce OOHapyKEHO

(cymma)

(cymma)

6. YdeTHble JaHHBIC COBMANAIOT (HE COBIMAAAIOT) C (PAaKTUUECKUM HATUYHEM.

CocraBiieH B ABYX JK3CMILJIAIpax:

1-ii B Oyxranreputo;

2-i1 B KaHIICJISPHIO.
[Ipencenarens

YJieHbl KOMUCCHUH

[TpucyrcTBOBa (a) mpu

COCTaBJICHHUM aKTa

IO IITUCH N.0.damunus
MOJIINUCH N.0.®Oamunus
MOJIINCH N.0.Oamunus
MOJIITHCH N.0.Oamunus
ITPUJIOXEHUE 4

[punoxenue 2

k [Tonoxenuto banka
Poccun

ot 19 urons 2012 roga Ne
383-I1

“O npaBuiIax
OCYLIECTBIIEHUs IEpeBoia
JICHEXXHBIX CPEeCTB”

IMoctym. B OaHK mJiaT. CriicaHo co cy. miar.



IIVIATE2XKHOE ITIOPYYEHMUME Ne

Jlata Bun mnarexa

Cymma
MPOMHCHIO
WHH KIIIT Cymma

Cu. Ne
ITnarenpumk

BUK

Cu. Ne
BaHK miaTebImKa

BUK

Cu. Ne
bank nomyyaresist
WHH KIITT Cu. Ne

Bupn om. Cpok riar.

Has. . Ouep. mar.
Ionyyarens Kon Pes. none
Haznauenue ruiatexa

Tloamucu OtmeTkH OaHKa

M.IL

IHNPAKTUYECKOE 3AHSTHUE Ne 7
«CocraBienue u 0popMIIeHHE TOKYMEHTOB 110 CHAOKEHUIO U COBITY»
Tema: loroBopHo-npaBoBasi JOKyMeHTALUS
Hean: OBnagerb yMEHUSMH W HABBIKAMH TI0 COCTABJICHHUIO CHA0)KEHYECKO-COBITOBBIX
JOKYMEHTOB U MX 0(hOPMIICHHIO.

[IpOnOmKATENBHOCTD 3aHATHI: 2 Yaca



1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECIIEUEHMUE:
1.1 MunuBuiyalibHbIE 3a1aHUS
1.2 Meroanueckne peKOMEHIALNH IO BBITTOJIHEHUIO ITPAKTUYECKOTO 3aHATHS
1.3 JIunetiku, pyuku, Oymara
2. JINTEPATVYPA:
2.1. bacakoB M.U. JlenonpousBoactBo (JlokyMeHTamMoHHOE oOecreueHue

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

2017
3. ObIIME TEOPETUMYECKHUE IIOJIOKEHMA I10  BBIIOJIHEHUIO
[TPAKTUYECKOI'O 3AHATUA:

Kommepueckue n0roBOpbl (KOHTPAKTHI) SIBISIOTCSI OCHOBHBIMH MPAaBOBBIMU
JOKYMEHTAMU BO B3aMMOOTHOIIEHHSX MEXIy oOpranuszauusmu. B porosope
OTPaXKarOTCA:

- XapaKTep CHECIIKY;
- YCIIOBHUS: CPOKH, LIEHA, Ka4eCTBO MPOIYKLHUH, OIJIaTa, FApAHTHH, IpaBa U 00s13aHHOCTH
CTOPOH, nopsaok paspewenus cnopos (ITPUJIOXKEHUE 1).

JIoTOBOpHBIE OTHOIICHUS] MOTYT OBITh YCTAHOBJICHBI:

- yTEM HampaBieHUs O(GEepPThI - TUCEMEHHOTO MIPEIIOKEHHS O 3aKITI0YSHUH TI0TOBOPA.
Odepra nomkHa coiepKaTh OCHOBHBIE YCIIOBUS TIpesiaraemoit cienku (ct. 435 'K PD).
[TpuHsATHE TPENTIOKEHUS IPYTrOil CTOPOHON CUMTAETCS aKLENTOM (COrJIacHeEM);

- IyTEM IPEACTABJIEHUS] OAHOM U3 CTOPOH MPOEKTA A0roBopa. [lonyuns npoekr, apyras
CTOPOHA PACCMATPHUBAET €r0 U, €CJIM HET BO3PAXKEHNUN, NOANUCHIBAET. OMH IK3EMILLIP
JIOTOBOpa BO3BPALIAETCS CTOPOHE, OATOTOBUBILIEH IPOEKT.

OOMeH TOKYMEHTaMH MEX]Iy CTOPOHAMHU MOKET MPOUCXOAUTH MOCPEIACTBOM MTOUTOBOMA,
tenerpadHoO, TeleTanHoM, (akCUMUIBHON, SIEKTPOHHOW WM HMHOM  CBS3H,
MO3BOJISIFOLIEN JOCTOBEPHO YCTAHOBUTH, YTO JOKYMEHT HCXOJIHUT OT CTOPOHBI II0
KOHTpakTy (cT. 434 'K PD).

B moroBope M0KHBI OBITS:

- yeTkasi GOpMyJIMpPOBKA IIPAaB M 00A3aHHOCTEHW CTOPOH, HE JOMYCKAIOIas BO3MOKHOCTh

HHOT'O TOJIKOBAaHMUAA,



- IPeyCMOTPEHA BO3MOKHOCTh PACTOPIKEHUS JOTOBOPA JF000 13 CTOPOH;
- 1eHa B pyOasx (JOMyCKaeTcs WCMOJb30BAHUE JAPYroM BalIlOThI, HO TOJIBKO B
dopMynupoBKe "MOANEKHUT OMIIATE B pPyOJsAX B CyMMe, DKBHUBAJCHTHOH CyMME B
WHOCTpaHHOU BajtoTe");
- CAaHKIIUH K KaXJI0M U3 CTOPOH 32 HEBBIMIOJIHEHUE 00513aTeNIbCTB. J{0roBOpbI (KOHTPAKTHI)
OTHOCSITCS K IOKYMEHTaM, KOTOPBIE SIBIIIIOTCA BAXKHEUIIMMU JOKa3aTEIbCTBAMU
B apOUTpaXHOM CyJi€ B Clly4ae BOSHMKHOBEHHUsS cropoB. OQopMiIeHbl OHU JTOKHbI
ObITH 0€3YKOPHU3HEHHO.

Pexomenayercs noAnucu CTOpOH J0roBOpa IMPOCTaBIIATh:
- pa36opuuBO (1151 OJTHO3HAYHOTO YCTAHOBJICHUS aBTOPA MOIIUCH);
- (pUOJIETOBBIM WJIM CUHUM IIBETOM (YTOOBI OTJIUYUTEH OT KOMHUIA);
- Ha KaXJIOM JIUCTE (YTOOBI UCKIIOYUTh BHECEHNE HEOTOBOPEHHBIX U3MEHEHHUM ).

JloroBopbl 0opopMIISIIOTCA Ha OJIaHKE JOrOBOpA MM HA CTaHJAPTHBIX JIMCTAX.
JIoroBop H0JKEH UMETh PEKBU3UTHI: HAMMEHOBAHHUE BU/IA IOKYMEHTA; JaTy; HOMED;
MECTO COCTaBJICHUS; 3aT0JI0BOK (JIOTOBOP KYIUIU-IIPOJIaXKH, KOHTPAKT Ha MOCTABKY
THII, KOHTPAKT O TEXHUYECKOM COACHCTBUM); TEKCT; MOJMUCH JTOTKHOCTHBIX JHUIL (C
yKa3aHUeM J0DKHOCTE!, paciin(poBOK MOAMKUCEH U 1aT MOANUCAHUS IOKYMEHTOB);
MeYaTh OPraHu3aluii-KOHTPAreHTOB.

Jlatoil noroBopa SBIISIETCS JaTa €ro noAnucaHus cropoHamu. Hywmepanus
JIOTOBOPOB IIPOM3BOIUTCS B BaJIOBOM TOPSIZIKE € STHBApPS MO JAeKadpb B mipenenax roja (Ne
I, Ne2 uT. 1.). [Ipu GOJIBIIIOM KOJIMYECTBE JOTOBOPOB K HOMEPY MOXKET OBIThH T0OABICHO
ycinoBHoe o6o3HaueHue (Ne 1-KC - kancrpoutenscTBo) win HoMep KonTparenrta (Ne 1/5
- II€ 5 NOPSIIKOBBIA HOMEP JI0rOBOPA, MPUCBOECHHBIN APYTOi CTOPOHOM).

TekcT noroBopa COAEPKUT:

- HAUMEHOBAHMS CTOPOH (ITOJIHBIE HA3BaHUSI OpraHU3aIIN );

- IPEIMET JI0r0BOPA;

- YCIIOBUSI M CPOKH MOCTaBKH, NIEPEB0O3a, XPAHEHUS, YIIAKOBKH, MAPKUPOBKH, PEKIAMbI U
peanuzanuu;

- YCIIOBUS U CPOKH OILIATHI, OCOOCHHOCTHU U MOPSAIO0K PACUETOB;

- HOPAOOK CHa4YU-IIpHUCMa BBIITOJIHCHHBIX pa60T;



- OTBETCTBEHHOCTh CTOPOH;
- rapaHTUH, CTPaxoBaHUE U POpC-MAKOPHBIE 0OCTOATENIBCTBA;

- Iepexo/ IpaBa COOCTBEHHOCTH U PUCKHU;

- IOPSI0OK pa3penieHus CIOpoOB;

- IOpUJMYECKHE aJpeca CTOPOH (C yKa3aHMEM IIOYTOBBIX aJpecoB, OAHKOBCKUX
PEKBU3UTOB, HOMEPOB TeIePOHOB, (PaKCOB);

[IpoToKOmBI pazHoTIacuii K JOTOBOPAM COCTABJISIIOTCS B TEX CIydasx, KOTJa 1o
NPEAJIOKEHHOMY MOCTABIIMKOM IIPOEKTY JOTOBOPA Y MOKYIATEIISI UMEIOTCS BO3PAXKEHUS.
Opnako oH 00s13aH MOANMUCATH JOTOBOP, & TIO CIIOPHBIM YCIIOBUSIM COCTaBUThH MPOTOKOJ
pa3HOIJIACUN.

[IpoTokon pa3HoOriacuili K JIOroBOpaMm COCTAaBIAETCS B TpeX dK3eMmiuisipax. [[Ba
AK3EMIUISIpa HAMPABIISIFOTCS MOCTABIIMKY OJHOBPEMEHHO C MOANUCAHHBIM JOTOBOPOM.
[TocTaBUIMK, NOJYYUBIINHN ITOANMMCAHHBIN ITOKYIIATEIEM IPOEKT JOTOBOPA C MIPOTOKOIOM
pasHoriacuii, 00s3aH B TedeHue 10 mHeN paccMOTPETh €ro, BKIIOYUTH B JIOTOBOP BCE
NPUHATHIE UM TIPEJIOKEHUSI TTOKYTaTelisl, a CIIOPHbIE BOMPOCHI MEPeaTh B TOT K€ CPOK
Ha pacCMOTpEeHHUE apOuTpaxa, CooOIUMB 00 ITOM MOKYIATENIO.

Ecnu B TedyeHue yka3aHHOrO CpoOKa IMOCTaBUIMK HE IMepeAacT CIOPHBbIE BOMPOCHI Ha
paccMOTpeHHe apOUTPaKHOTO CyJa, TO YCJIOBHS JOTOBOPA IO ATUM MTyHKTaM CUUTAIOTCS

npuHATbiMU noctaBmukoM (ITPUJIOXEHUE 2).

4. TIOPAJOK BBIIIOJIHEHUA PABOTBI
4.1. O3HaKOMJICHHE C 3aJaHHUEM.
4.2. Os3HakomiieHHE C OOIMMMHU M TEOPETUYECKUMHU TMOJOKCHUSIMH 10 TEMe
IPAKTUYECKOTO 3aHATUS.

4.3. OdopmiieHrE TOKYMEHTOB U MOKa3 UX MPENoaaBaTeIo.

5. BOITPOCHBI JJIA1 TIOBTOPEHUA:
5.1. Kakue 1OKyMEHTBI OTHOCSTCS K CHa0KEHUECKO-COBITOBBIM IOKyMEHTaM?

5.2. Tlepeuucnure TpeOOBaHUS, MPEAbIBIsIEMble K OQOPMICHUIO U COJEPKAHHUIO



CHa0XXEHYECKO-COBITOBBIX JIOKYMEHTOB.

5.3. Ilouemy ¥ KaK COCTaBISAETCA MPOTOKOJ PA3HOTIJIACHH K JOTOBOpaM?

6. JOMAILHEE 3AJIAHUE

6.1.0popmMuts otuer.

3aoanue Ne 1
CocTaBuTh 1 0POPMHUTH TOTOBOP KYTUIA-TTPOIAXKH.
3aoanue Ne 2

CocTaBuTh U OPOPMHUTH MPOTOKOJ PA3HOTIACUI K JOTOBOPY KYIUIH-TIPOJAXKU.

I[TPUJIOXXEHMUE 1
JOI'OBOP
KYTUTU-TIPOIAKHU
(omTOBOM MAPTUH TOBAPOB)
T. « » 202 1.
ITPOIABEILL:
B JIMILIC
JICMCTBYIOIIErO HAa OCHOBAHUU
C OHOM CTOPOHBI, U
ITOKVYITATEJIb:
B JIMIIC
JICUCTBYIOIIEr0 HA OCHOBAHUU
C IIPyroM CTOPOHBI, 3aKIF0uiii HacTosmmui JJoroBop 0 HUKeECIEyOIIEM:




1. TIPEAMET IOTI'OBOPA
1.1. ITPOJIABELL 06s3yeTcss MOCTaBUTh M MepeaaTh B COOCTBEHHOCTH (ITOJIHOE
xozsiictBeHHoe Benenue) I[IOKVYIIATEJIA tosap, a IIOKVYIIATEJIb o006s3yercs
MIPUHSATH TOBApP U OIUIATUTH €ro Ha ycioBusax Hacrosmero Jlorosopa.
1.2. HaumeHoBaHue TOBapa:
1.3. 3rotoBuTenb TOBapa:
1.4. MecToHaxox/I€HUE TOBapa:
1.5. loxymeHnTsl Ha ToBap, koTopbie IIPOJIABELL 06s13an nepeaatsb
[TOKVIIATEJIIO:

2. KOJIMYECTBO
2.1. Enunuiia u3MepeHus: KOJIM4ecTBa ToOBapa:
2.2. O01ee KOTUYECTBO TOBApa:

3. ACCOPTUMEHT

3.1. I'pynmoBoii aCCOPTUMEHT MOCTABISIEMOT O TOBApa:

1. B KOJIMYECTBE

2. B KOJIMYECTBE

3.2. Pa3BepHyThIi aCCOPTUMEHT IIOCTABJISIEMOTO TOBapa OMNPEACISICTCS B
[Tpunoxenuun Ne 1 k Hacrosmemy Jlorosopy.

4. KAYECTBO
4.1. KauectBo nocrasnsemoro ITPOJIABIIOM ToBapa J0J5KHO COOTBETCTBOBATH

4.2. ITonrBepxaenuem kadectBa co cropoHbl IIPOJIABIIA sBasercs

4.3. T'apanTuiiHbIi CpPOK OHKCIUTyaTalMu (TOJHOCTH, XPaHEHUs): C MOMEHTa

4.4. Cpok ycCTpaHeHHs HEIOCTaTKOB WJIM 3aMEHBI TOBapa B TIpenaenax
TapaHTHHHOTO CpPOKa C MOMEHTa
oOHapy>keHus 1eEeKTOB.

5. KOMIUIEKTHOCTD
5.1. KommiektHocts nocrasisiemoro ITPOJIABIIOM toBapa omnpenensercs: mo

6. CPOKU U TTOPAOOK ITOCTABKHA
Toap nomken ObITh moaHOCTHIO TocTaBiieH IIOKVYIIATEJIFO B TedeHue
C MOMEHTA

7. HEHA
7.1. llena 3a equHUIY TOBapa:
7.2. O6mas niena mo Hacrosimemy /lorosopy:
7.3. 3a cokpallleHHue CPOKOB MTOCTABKU 00Jiee ueM Ha JHEW




I[TOKVITATEJIb npouzsoaut ITPOJABILY nomnaty B pazmepe
OT CYMMBI JIOCPOYHO ITOCTABJIEHHOI'O KOJIMYeCTBa TOBapa.

7.4. Ilenst mo Hactosmemy JloroBopy ykazausl 6e3 yuera HJIC (c yueTom
HIC).

8. IIOPAIOK PACYHETOB

8.1. IlpenBaputenbHas oriata B pazMepe % OT 1IeHBI JOrOBOpa J0JDKHA

owITh nepeunciaena [IPOJIABILY B Teuenue C MOMEHTA
8.2.

OKoHYaTENbHBIM CPOK OIUIaThl TOBapa COCTABJISET C MOMEHTa

8.3. IlopsiioK omiaThl:

8.4. Bujg pacyeTos:

8.5. dopMma pacueros:

8.6. IIOKVIIATEJIb o6s3an uzBectutsh [IPOJIABIIA 00 ocymecTBiaeHnn
1JiaTexa B CpOK C MOMEHTA myTeM

8.7. Homnara no . 7.3 Hacrosmero J[oropopa BeIIUIAYUBAETCS B TOM XK€
NOPsIAKE, YTO U OCHOBHASI CyMMa ILJIaTexkKa.

9. YCJIOBUA TIOCTABKHA
9.1. IlocTaBka TOBapa OCYIIECTBIISIETCS HA YCIOBUSIX:
9.2. Ilepexon npaBa cOOCTBEHHOCTH Ha TOBAP MPOUCXOIUT B MOMEHT:

10. ITYHKT [TIOCTABKHA
[Tynkrom nocraBku ToBapa no Hacrosimemy [loroBopy siBisiercs:

11. TAPA 1 YITAKOBKA

11.1. ToBap gomxeH ObITh 3aTapeH u ynakoad [IPOJJABIIOM Ttakum o6pazom,
YTOOBI UCKITIOUNTH MOPYY W/WIM YHUYTOKEHHE €r0 Ha MEPHOJ MOCTABKU 0 MPUEMKHU
toBapa [IOKVYIIATEJIEM.

11.2. CtouMOCTb Tapbl U YHAaKOBKM BXOAUT (HE BXOJMT) B IIEHY TOBapa.
12. MAPKMPOBKA

12.1.ToBap noJKeH ObITH MPOMAPKUPOBAH CIEAYIOMUM 00pa3oM: (yKa3bIBaeTCs
TEKCT W/WUJIM PUCYHOK MapPKUPOBKU HA Tape).
13. OTTPY3KA U TPAHCIIOPTHUPOBKA

13.1. ITyHKT OTrpy3KHu:

13.2. Cpoku OTrpy3Ku: B TEUEHHUE C MOMEHTA

13.3. Bug Tpancnopra:
14. CPOK JIEMUCTBHS HACTOSILEIO JIOTOBOPA

Hacrosmuii JloroBop BCTymmaeT B CHIIy ¢ MOMEHTA MOAMUCAHUS €70 CTOPOHAMU U
JIEUCTBYET 10 MOMEHTa €ro OKOHYATEJIhbHOTO HCIOJHEHHWs, HO B JIIOOOM Ciydae /0
« » 200 .
15. OTBETCTBEHHOCTDH CTOPOH




15.1. 3a napywenue ycnoBuii Hacrosiero [loroBopa BHUHOBHasi CTOpPOHA
BO3MEIIAET MPUYMHEHHBIC STUM YOBITKH, B TOM YHCIIE HEMOJYYCHHYI0 NPHUOBUIL B
NOPSIAKE, MPEIYCMOTPEHHOM JICHUCTBYIOIINM 3aKOHOIATEILCTBOM.

15.2. TIOKVIIATEJIb mno Hacrosmemy JloroBopy HeceT CIEAYIOIIYIO
OTBETCTBEHHOCTH:

- 3a mTpadHas HEyCTOMKa B pa3Mepe % ot
CyMMBI (JIOTOBOpa, J0JITa).

15.3. ITPOJABEILI no HacrosmemMy /JloroBopy HECET CIAEAYIOLIYIO
OTBETCTBEHHOCT:

- 3a mTpadHas HEyCTOWKa B pa3mepe % ot
CyMMBI (JIOTOBOpA, JI0JITa).

15.4. 3a omHOCTOPOHHUI HEOOOCHOBAHHBIN OTKA3 OT UCIIOJIHEHHS CBOUX
o0s3aTenbCTB B TedeHWe neictBus Hacrtosimero [loroBopa BHHOBHas CTOpOHA
yIUIaurBaeT mrpad B pazmepe

16. PASPEIIIEHUE CITOPOB

16.1. Bce criopbl Mex1y CTOPOHAMU, [0 KOTOPHIM HE ObLJIO IOCTUTHYTO
COIIAIIEHUE, PAa3PEIAOTCA B COOTBETCTBUM C 3aKOHOIaTEIIbCTBOM Poccuiickoit
depepaiu B ApOUTPaKHOM CYJI€.

16.2. CTOopOoHBI yCTaHABIMBAIOT, YTO BCE BO3MOXKHBIE MMPETEH3UM 110
Hacrosiemy JloroBopy A0JKHBI ObITh PACCMOTPEHBI CTOPOHAMH B TEUEHHUE

JTHEW C MOMEHTA MOJy4YEeHUS MPETEH3UU.

17. IBMEHEHUE YCJIOBUI HACTOSIIEI'O JIOTOBOPA
17.1. VYcnoBus Hacrosimero JloroBopa MOTyT ObITh M3MEHEHBI MO B3aUMHOMY

COTJIaCHIO C 00S3aTEIHLHBIM COCTABICHUEM MTMCEMEHHOTO JJOKYMEHTA.

17.2. Hu ogHa U3 CTOPOH HE BIIpaBe IepelaBaTh CBOU IpaBa no Hacrosmemy

JloroBopy TpeTheit CTOpOHE 0€3 MUCHMEHHOTO COTJIACHS APYTOM CTOPOHBI.

18. YCJIIOBMA COTJIACOBAHUA CBA3U MEXY CTOPOHAMUA
[TostTHOMOYHBIMU TIpEICTAaBUTEISIMU CTOPOH 110 Hactosimemy JloroBopy sSIBASIFOTCS:
ITPOIABEILL: TenedoH
ITOKVYIIATEJIb: tenedoH

19. ITIPOYUME YCJIOBUA

19.1. Hacrosimumii [loroBop cocTaBieH B JBYX MOJJIMHHBIX AK3EMIUISIpAX IO
OJIHOMY JIJIsl KaXKJIOM U3 CTOPOH.

19.2. B cayuasx, He npeaycMmorpeHHbix Hacrosmum JloroBopom, CTOpPOHBI
PYKOBOJICTBYIOTCS IEUCTBYIOIIUM I'PaXKIAHCKUM 3aKOHOIaTEIBCTBOM (MJTU YKa3bIBACTCS
KOHKPETHBI HOPMATUBHBIM JOKYMEHT, HanpuMmep l[lonoxxeHue o moctaBkax TOBapoOB
HApOJHOTO TOTPeOICHNUS).

19.3. Tlocne mnomnucanusi Hacrosimero [loroBopa Bce mpeaBapUTESIbHbIC
MEPEroBOphl MO HEMY, MEPENUCKa, MpeABaApUTEIbHBIC COTJIAIICHUS W MPOTOKOJIBI O
HaMEpPEHMSIX IO BOIPOcaM, Tak WM nHaue Kacaromumest Hactosiero Jlorosopa, Tepsitor
IOPUJIUYECKYIO CUITY.

19.4. Croponsbl 00s13y10TCsl pu ucnoiHeHun HacTosimiero JloroBopa He CBOJIUTH



COTPYJAHHYECTBO K COOJIIOJIGHUIO TOJILKO COJIep)Kamuxcsi B HactosimeM JloroBope
TpeOOBaHMIA, TOJACPIKUBATH JIETOBBIE KOHTAKTHI U TPUHUMATh BCE HEOOXOIUMBIE MEPHI
1St obecniedeHus 23PHEKTUBHOCTH M PA3BUTHS UX KOMMEPUECKHUX CBSI3EH.
20. OPUJIMYECKUE AJIPECA CTOPOH

20.1. IIOKVYITATEJIb:

[TouyToBBIV agpeC U UHIEKC:

Tenedon , TEJICTaMII , hakc ,
PacueTHbiii cuet No B ,
BUK , MTHH/KIIII

Koppecnonaentckuii cuet 6anka [IOKYITATEJIA:

[Toamnuce: ( 1.0.Ddamunus)

M. IL
20.2. ITPOABEILI;:
[TouTOBBII aApEC U UHJIEKC:

Tenedon , TEJICTAMII , akc ,
Pacuernsbiii cuet No B ,
BUK , MTHH/KIIII

Koppecnonaentckuii cuet 6anka [IPOJABIIA:

[Toamnuce: ( 1.0.Ddamunus)

M. IL



IMTPUJIOXXEHUE 2
I[MPOTOKOJI

pa3pelieHus: Pa3HOTIaCHiA TIO JOTOBOPY

OT « » 200 T.
MEXKIY
Nen/m | Penakuus nokynaresns Penakuus nocrasimka CorlacoBaHHasl peJakIus [Ipumeuanue
1 2 3 4 5
ITocTaBmuk IToxynaresnb

M.IL M.IL



MPAKTUYECKOE 3AHSTUE Ne 8
«CocrasJjienue u opopmiienne GpopMm KypHAJIOB BXOISIIIMX, HCXOASIINX
U BHYTPEHHHUX JJOKYMEHTOB)
Tema: Opranusanusi JOKyMeHT0000pPOTAa OPraHu3anuu
Heab: OBnaserb yMEHUSIMA M HaBBIKAMH TI0 COCTAaBJICHUIO M O(POPMIICHHIO KYpHAJIOB
PETUCTpALIMU BXOJSIINX, UCXOASMIINX U BHYTPEHHHUX JIOKYMEHTOB.
[TpomomKUTEIbHOCTh 3aHATHIA: 2 Yaca
1. MATEPUAJIBHOE 1 IOKYMEHTAJIBHOE OBECIIEHEHUE:
1.1 NuuBuayanbHbIe 3a0aHUS
1.2 Meroauieckre peKOMEHIAIMH TI0 BHITIOJTHEHUIO MPAKTHYCCKOTO 3aHATHS
1.3 JIuneiiku, pydku, Oymara
2. JINTEPATVYPA:
2.1. bacakoB M.U. JlenonpousBoAcTBO (JlokyMeHTaliMoHHOE oOecrneueHue

ynpasienus): yueonuk /M.U. bacakos, O.W. 3ampitikoBa. — PoctoB v//1: dennkc,

2017
3. ObBIIME TEOPETUMYECKHUE IIOJIOKEHMA 110  BBIIOJIHEHUIO
I[TPAKTUYECKOI'O 3AHATHAL:

Perucrpanus poxkymeHnta — MNPHUCBOCHHUE JOKYMCEHTY PETrHCTPAllMOHHOIO HOMEpa H
BHECEHHE JIAHHBIX O JJOKYMEHTE B PErMCTPALlMOHHO-YUYETHYIO (hopMy.

Perucrpaimonno-yuetnas ¢opma - JOKYMEHT (KapTouyka, >KypHajia), B TOM YHUCIE B
JIEKTPOHHOM BHJI€, HCIIOIb3YEMBIH I 3alICH CBEACHUI O JOKYMEHTE B LIEJSAX yUerTa,
IIOMCKa U KOHTPOJISL.

CymiecTByrOT TpH (POPMBI pErUCTPALUUA JOKYMEHTOB:

e JKypHaJIbHas;

e KapTOYHas;

e ABTOMAaTHU3UPOBAHHAS.
XKypHanbHas cucTeMa NpUMEHSETCsl OOBIYHO TOr/[a, KOI'/1a yUeT IOKyMEHTOB BbICTYIIAET
Ha MEPBBI IJ1aH, B )KypHaJaX 00BIYHO PErUCTPUPYIOTCA HauboJsee IeHHbIe TOKYMEHTHI,
HalpUMep Macropra, TPYIOBble KHWKKH, JOKYMEHThl 00 oOpa3oBanHuu. banku BemyT

KYpHaJbl y4eTa JOrOBOPOB O JIETIO3UTHOM BKJIaJE, cueTOB (GUpMBbI U T.1. JXKypHanbHas



CUCTEMAa PErUCTPALUH UCTIONB3YETCS B pabOTe ¢ TOKYMEHTaMH OTPAaHUYEHHOTO JOCTyTa!

CCKPCTHBIMU, KOH(l)I/II[GHL[I/IaJ'IBHBIMI/I. Crout CKas3aThb,

Ui KaXJIOU KAaTeropuu

JOKYMEHTOB OOBIYHO pa3pabaTeiBaeTcs CBOsI (opMa >KypHaja C pa3HOM CTENEHbBIO

JTpOOHOCTU CBEICHUM O JIOKYMEHTE.

Tax, )KypHai yueTa KOH(QUIECHIUATbHBIX JOKYMEHTOB UMEET CIEAYIOIIHE rpadbl:
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ED SIKIEMONAPRDE,
IAPErACT PHPD-
BB D Yy ETy
AQEYMEHTDE BEI-
ASREHHSIIT =Xpa -
HZHKA

16

XKypnanbHas cuctema perucrpanuu Obula yI0OHA B OpraHu3aiusix A0 TeX Iop,
MOKa OHU TIOJTyYaii HE3HAYUTEIIbHOE KOJIMYECTBO TOKyMeHTOB. [Ipu GonbimoMm o0beme
JIOKyMEHTO00O0pOTAa KypHAJIbHASI CHCTEMA UMEET PsiJl CYIIECTBEHHBIX HEIOCTATKOB.

Tak kak peructpaiusi B )XypHajie BEJACTCS B MOCJIEI0BATEILHOCTH MOCTYIUICHUS
JIOKYMEHTOB, €€ OJIHOBPEMEHHO MOKET BECTH TOJIbKO OJUH 4esioBeK. [Ipu Oosbiiom
KOJIMYECTBE MOJTYUYEHHBIX JOKYMEHTOB MPOIECC PETUCTPALIMHI 3aHUMAET MHOTO BpEMEHU
U 3a/IepKUBAET JNalbHEUIIYI0 paboTy ¢ JOKyMeHTaMu. Vckitouasi Bblllie CKa3aHHOE,
KypHaJIbHasi CHCTEMA PEruCTpaldd YacTO MPUBOAUT K TMOBTOPHOW pPErUCTpalUU
JIOKYMEHTOB B JIPYTUX CTPYKTYPHBIX MOJpa3eCHUIX, Ky1a TOKYMeHT nepenaercsa. Ho
CaMblii IJIaBHBIN HEJIOCTATOK KYPHAIbHON CUCTEMbI PETUCTPAIIMU - ITO HEBO3MOKHOCTD
OpraHu30BaTh KOHTPOJIb 32 CPOKAMU HMCIIOJIHEHHUS JOKYMEHTOB M ONEPAaTUBHO BECTHU
MH()OPMAIIMOHHO-CTIPABOYHYIO pabOTy MO JTOKYMEHTaM.

Kaprounas cucrtema peructpanuu mOo3BOJISIET MPEOJOJIETh AAHHBIE HEIOCTATKH,
TaK KaKk KapTOYKM MO>KHO pacroJjiaraTh B KapTOTEKax B JIIOOOW MOCIEI0BATEILHOCTH, J1a
U PETUCTPUPOBATH JOKYMEHTBI MOTYT HECKOJIBKO Y€JIOBEK OJTHOBPEMEHHO, CO3/1aBasi O/

KOIHUPKY HY>KHOE KOJIMYECTBO SK3EMILISIPOB PETUCTPALIMOHHON KapTOUYKH.



dopma  perucTpallMOHHOM  KAapTOYKU MOXKET  OBITh  OIpejeseHa CaMUM
YUPEKICHUEM U 3aIUChIBAETCA B UHCTPYKLUH I10 JETONPOU3BOICTBY.

[Ipu »o>TomM Hambonee palMOHAIBLHOW HA CETOJHSAIIHMNA JIeHb  OyJeT
aBTOMAaTU3MPOBAaHHAs CHUCTEMAa PErUCTPAallMM JOKYMEHTOB Ha KoMibroTepe. Crout
3aMETHUTb, YTO OHA MO3BOJISIET, BEIs PETUCTPAIMI0 HAa Pa3IMYHBIX pabOuMX MECTax,
00BEIMHUTH BCE CBEJEHUS O JOKyMEHTaxX B €AUHYI0 0a3y JMaHHBIX, Ha 0a3e KOTOPOU
MOKHO OpPraHU30BaTh LIEHTPAJIN30BAHHYI HH(POPMALMOHHO-CIIPABOUHYIO paboTy U
KOHTPOJIb 33 UCIIOJTHEHUEM JIOKYMEHTOB.

Bxonsmme JA0KyMEHThl OOBIYHO PErHCTPUPYIOTCS LEHTpajiu3oBaHHO. B
HEOONbUION (UpME HUX PErucTpUpPYET CEKpeTapb, B YUPEKIACHUH, HMEIOLIEM
KaHLIEJSIPUIO, - CIELUAJIbHO BBIJCICHHBI paOOTHUK WIH, €CIM 00BEM MOCTYHMAIOIINX
JOKYMEHTOB BEJIMK, TPYIIIa PErUCTPALMH.

Peructpupyrorcs TOKyMEHThl HE3aBUCUMO OT IIYTH UX MOJIyYEHHs: TOCTYIHUBILNE
10 [I0YTe, MOJIYUYEHHbIE Uepe3 Kypbepa, 1o Gakcy, 3JeKTPOHHOU MouTe.

B perucrpannonnyo ¢popMy 0OBIYHO BHOCSITCSI CIEAYIOLIME JAHHBIE O BXOJISALIEM
JNOKYMEHTE:

e J1aTa IOJIy4YCHMUS;

e BXOMMIUUM  PErucTPallMOHHBIN HOMED, IIPUCBaNBaEMBbII JOKYMEHTY

YUPEKACHUEM-TI0TyYaTeIEM;

e aBTOp (KOPPECIOHMAEHT) - T.€. YeH 3TO JTOKYMEHT;

e J1aTa TOKYMEHTA, IPUCBOEHHAs €EMY YUPEKIACHUEM-aBTOPOM;

e PErUCTPAllMOHHBIM HOMEpP JOKYMEHTa, INPHUCBOCHHBI €My YUYPEKJIECHUEM-
aBTOPOM;

¢ 3aroJIOBOK (O YEM JOKYMEHT);

e pe3onrouus;

e CPOK HCIOJIHEHMS ITOJIYYEHHOIO IOKYMEHTA;

e HUCHOJHUTENb (KTO OyJ1eT paboTaTh C MOITYYEHHBIM JOKYMEHTOM);

e XOJ wucnojgHeHus ((UKCHUPYIOTCSI BCe Ieperayd JOKYMEHTa U pe3ysbTar

UCIIOJTHEH U );

o N nena (KyJ1a JOKYMEHT IIOMEIIIEH MOCJIE€ UCTIOTHEHHUS).
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Peructpanmonnyto ¢gopMy BXOIAIIErO JOKyMEHTa 3aloOJHSIOT CHayaiga He
MOJHOCTHIO. J[0 mepenaun NJOKyMEHTa PYKOBOJUTENIIO HA JOKYMEHTE HET PE30JIOIUU,
CpPOKA MCIIOJIHEHHS Y UCIIOJIHUTENS, JAHHBIE BHOCSTCS MOCJE PACCMOTPEHUS JOKYMEHTA
pykoBoauteneM. CBeleHMS O XOJ€ MCIOJHEHUS JIOKYMEHTa W HOMEp [ejla B
PETUCTPAlMOHHYI0 (OPMY BHOCSTCS yKE MO X0y U MOCIIE UCTIOTHEHUS TOKYMEHTA.

dopma pErucTpalMoOHHOrO XypHaia BXOAAIINX JTOKYMEHTOB IIPOCTa U MOXKET UMETh

Takue rpadmi:

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

nyveHMa LIIv'lI:IHHI:-Iﬁ NEHA2HT naTa go- HaAHMHE KA HUTENS | NoaHeHEA | off Wocnan-
HOMED HyMHTA HEHMM
1 Z 3 & ] 7] 7 a a 1

B pCFI/ICTpaHI/IOHHOﬁ KapTOYKC JAaHHBIC KC JaHHBIC MOI'YT OBITH PaCIIOJIOKCHBI TaK:
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NmMeHHO Takasi KapToyka MOKET KOHCTpyHpoBaThcsi Ha popmare A5 (148x210)
i A6 (105x148). Ee pasMHOkar0T, BHIOpaB JOCTATOYHO TUIOTHYIO Oymary.

JIns pa3snu4HbIX TPYIIT PETUCTPUPYEMBIX TOKYMEHTOB MOKHO HCIIOJIb30BaTh KAPTOUKH
Pa3HBIX LBETOB, [IBETOBBIE MTOJIOCHI [0 BEPXHEMY ITOJIIO UM IO THATOHAJIN.

[Ipy  aBTOMATU3MPOBAHHOW CHUCTEME perucrpanud Haubosee  yaoOHa
(npemaraercs OOJIBIIMHCTBOM KOMITBIOTEPHBIX MPOTPAMM) BBIBOJIMMAs Ha 9KpaH hopma
peructpaumonHoil kaprouku (PKK), B KoTopyro 3aHOCATCS CBEAEHHS O JOKYMEHTE,
aHAJIOTMYHO TPAJIUIIMOHHON PYYHOU KapTOYKe HAa OyMa)KHOI OCHOBE.

[Ipn aBTOMATU3UPOBAHHOM CUCTEME PETUCTPALIMU CBENECHUS O JOKYMEHTE MOXHO

jerko aonoaHuTs. K npumepy, 106aBUTH:
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e BHJ JIOKYMEHTA;

o Treorpaduueckoe MECTOHAXOXKIEHUE aBTOpa TIOKyMEHTA;

e aBTOP PE3OJIIOLINN;

e HAa3BaHUE CTPYKTYPHOT'O MOAPA3ICICHUS;

¢ KOJHMYECTBO JIUCTOB B IOKyMEHTE;

e KOJIMYECTBO JINCTOB MPUIIOKEHUH;

e CBSI3aHHBIC JJOKYMEHTHI.

3amnomHEeHNWE PETUCTPAIMOHHONW KapTOYKH Ha JKpaHE KOMIBIOTEpa BO MHOTOM
AQHAJIOTUYHO 3aMOJHEHUIO TPAJAUIIMOHHON OyMa)KHOW KapTOYKH, HO HMMEET U CBOU
OCOOEHHOCTH.

dopMa DJIEKTPOHHON PETUCTPANMOHHONW KapTOUKH TPAAUIIMOHHO COJNCPKHUT Kak
JMaHHble (MOJs), 3amojHsEMble BPY4YHYIO (HampuMmep, HOMEp M Jara BXOJSIIETO
JIOKYMEHTa, KpaTKO€ COJIep)KaHHE, TEKCT PE30JIIOLUM), JaHHbIe (TOJis), KOTOPBIC
BBOJISITCS. aBTOMATUYECKH (J]JaTa PETUCTPAIUHU, PETUCTPAIMOHHBIA HOMEDP IOKYMEHTA), U
JaHHbIe (I10JIs), KOTOPBIE BBOJSTCS MyTEeM BbIOOpa MH(OpPMAIIMU U3 PACKPBIBAIOIIUXCS
cruckoB. Takoil BBOJM HWH(pOpPMANUU HE TOJIBKO YCKOPSIET MPOIEAYPY 3allOTHCHUS
PErucTpallMOHHON KApTOUKH, HO U, YTO OCOOCHHO BaKHO, IMO3BOJISIET U30€XKATh OTIEYaTOK
M Pa3HOYTCHHUU, KOTOPBIE MOTYT 3HAYUTENIbHO 3aTPYAHUTb WM Jaxe Ccleiarh

HCBO3MOXKHBIM aBTOMaTI/IBI/IPOBaHHblﬁ IIOUCK HH(bOpMaHHH 0 JOKYMCHTC.




C noMoI1IbIO paCKPBIBAIOIIMXCS CIIUCKOB TPAIULIMOHHO 3aMOJHSAIOTCS TaHHBIE (TI0JIS):

e BHJ JJOKYMEHTA - TaK KaK KOJIMYECTBO BUJOB JOKYMEHTOB OIPaHUYCHHO;

e ABTOP PE30JIIOIUU - CIIUCOK PYKOBOJISIIMX JUI OpraHU3alllH;

e CTPYKTYPHOE NMOAPA3IAEIEHUE - CIUCOK CTPYKTYPHBIX MOIpa3/IcIICHU;

e HCIOJIHUTEJIH - KaK IMPAaBUJIO, 3TO TM0JIE€ COCTOUT U3 IBYX YacTel - Ha3BaHUs (U/WIH
WHJIEKCA) CTPYKTYPHOTO MOJIpa3eieHus U (aMUINU U HHUIIMAIOB UCIIOJTHUTEIIS;

o No nena - cBA3aH ¢ HOMEHKJIATYpOU J€ OpraHu3aluu;

e CBsI3aHHBIE JOKYMEHTBHl - JIaHHbIE  JaHHbIE  YCTAHABJIMBAIOT  CBSI3b
PETUCTPUPYEMOTO  JOKYMEHTa ¢ JpyruMu (Hampumep, JOKYMEHT-OTBET
CBSI3bIBACTCS C MHULIMATUBHBIM JOKYMEHTOM).

C noMo1IbI0 MOMOJIHIEMOT0 CITUCKA 3aMOIHSIOTCS TaHHBIC (IT0JI€) «KOPPECTOHACHTY.
Opranuzaium, ¢ KOTOPBIMU MOJJIEPKUBACTCS TOCTOSIHHAS MEPENnCcKa, BEIOUPAIOTCS U3
criicka. B ciyyae peructpanuu JOKyMeHTa, TOCTYUBILIETO OT HOBOTO KOPPECTIOHICHTA,
CBEJICHUSI O HEM 3aHOCATCS B chnHCOK. CBeAeHUs O KOPPECHOHAEHTaX MOTYT B
JaNbHEHIIeM UCIOb30BaThCsl B CIPABOYHON padoTe, At GOpMUPOBAHUS CIIUCKOB Ha
PAaCCBhUIKY U T.1I.

3aTpaTuB OJMH pa3 BpEMs Ha CO3JAaHUE TAKUX CIMCKOB, JOCTUTAIOT 3HAYUTEIBHOMN
SKOHOMMH BPEMEHHU B MPOILIECCE NalIbHEMIIEe paboThI.

Peructpamnmonnsie GopmMbI 11 UCXOASIIUX JOKYMEHTOB BO MHOTOM aHaJOTUYHBI
pPEruCTpallMOHHBIM (OopMaM Ha BXOJAIIME JOKYMEHTBI, HO 3alOJHSIOTCS JIPYTUMU
JTAaHHBIMHU. Y Ka3BIBAIOTCH:

e Ha3BaHUE MOAPA3JEIECHUS, TOATOTOBUBLIETO IOKYMEHT,

e HCXOJAIINUNA HOMEP JOKYMEHTA,

e JlaTa IOKYMEHTA;

e azpecar, T.€. HA3BaHUE OPraHU3ALNH, KyJa OTIPABIISETCA JOKYMEHT;

e KpaTKOE COJEp>KaHUE JOKYMEHTA;

o (bammnst UCTIOTHUTEINS, TOATOTOBUBIIETO JOKYMEHT;

e KOHTPOJIbHAS JaTa 0KHIAEMOT0O OTBETA;

e CCBbIIIKA Ha BXOI[)IH_[I/Iﬁ JAOKYMCHT, €CJIM IOKYMCHT 6YI[GT OTBCTOM,
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e HOMEp Jena, KyJa IOJAIIMBAETCS KONMS OTIPAaBICHHOIO JOKyMEHTa (Win

NOJIMHHUK, €CIIA JJOKYMEHT OTIIPaBIIAETCS 10 (hakcy).

MoryT ObITh 100aBJIEHBI U JAPYTHE CBEACHUS O JOKYMEHTE, HAIPUMEP KOJUYECTBO
JIMCTOBY HaJU4Ke MPUIIOKEHUID HOMEp O1aHKa, MOPSAIOK OTHPABKHU U T.JI.

Hcxondimue AOKYMEHTbl OOBIYHO PErHMCTPUPYIOTCS UEHTPAIU30BAaHHO HA YYacTKe
OTIPABKU KOPPECIIOHJAEHIMY.

BHyTpeHHME JOKYMEHTBI YaCTO PErUCTPUPYIOTCA NELEHTPAIU3OBAHO IO TPYyIIaM
B T€X OTHENax, INe CO3JaroTcs W OGOpPMISIIOTCS: B OyXraiarepuu, OTAele KaJapoB,
KaHLEJSIPUU U T.JI.

PeructpupoBarbcsi BHYTPEHHHE JOKYMEHTBl JOJDKHBI B JIEHb MOJMNUCAHUS WIH
YTBEPKICHUS.

[Ipu perucTpany BHyTPEHHETO JOKYMEHTA 3aMOJHSIOTCS CICIYIOIINE TaHHBIE O HEM:

e TOPSAAKOBBIN PErUCTPALIMOHHBIN HOMED, IPUCBAUBAEMBIN JOKYMEHTY;

e JlaTa IOKYMEHTA (pEerucTpaimm);

e KpaTKOE COAEpKaHUE;

e IOApa3/eNICEHNE, NOATOTOBUBIIEE TIOKYMEHT;

e HCIIOJIHUTEIID;

e CPOK UCIOJIHEHHS,

e OTMETKa 00 MCIIOJHEHUU (X0 UCTIOTHEHUS);

e HOMED JIeNa, KyJa NOAIINT TOKYMEHT.

AHANIOTHYHO TOMY, Kak M B MpeAUIeCTBYIOmUE (HOPMBI BXOIANMX M HCXOMSAIIUX
JOKYMEHTOB, B (OpMYy pPETrUCTpallud MOTYT ObITh [100aBJIEHBl JApPYTHUE JaHHBIE:
KOJIMYECTBO JIMCTOB, HATMYUE MPUITOKEHUMN U T. 1.

Kaxaplii Bua AokymeHTa (IIpUKa3bl, PACIOPSKEHHS, JOTOBOPBI, JIOKJIAIHBIE
3aMUCKU) PErUCTPUPYETCS U HYMepyeTcsi camocTosATeabHO. [lopsinkoBwliii HOMED,
PUCBAMBAEMbIH JIOKYMEHTY B MOMEHT PErucTpaluu, MEepeHOCUTCS Ha JOKyMeHT. K
HOMEpY MOTYT ObITh J00aBieHbl OykBbl. K npumepy, K npukasy Mo JUYHOMY COCTaBy —
«JIC», T. €. JINYHBIM COCTaB, WIH «K» — KaJIpbl, K HOMEPY paclopsHKeHUS-OyKBa «p»-

pacnopspKeHHE | T.JI.


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

ITocraHOBKa palMOHAIBHONW CHUCTEMBbI PETUCTPAIMU JOKYMEHTOB I103BOJISIET
ci1y>k0€ JIeJIONPON3BOJICTBA BIIaJIeTh HH(POpMAIIMEN O BCEX JOKYMEHTAaX OpraHu3alluu U
BBITIOJIHATh KBaTU(UIIMPOBAHHO TaKWe BaXXKHBIC 3a1add, Kak WHOOPMAIMOHHO-
CIipaBOYHas paboTa U KOHTPOJIb 3a UCIIOJTHEHHUEM JIOKYMEHTOB.

4. ITOPSAJIOK BBITIOJIHEHUS PABOTHI
4.1. O3HaKOMIJIEHHE C 3aJITaHUEM.
4.2. O3HakoMJICHHE C OOIIMMH M TEOPETUYECKUMHU TIIOJOKCHUSIMH TI0 TeMe
MPAKTUYECKOTO 3aHSATHUS.

4.3. OdopmileHrE TOKYMEHTOB U ITOKa3 WX MPEIOaaBaTEeIIO.

5. BOITPOCHI IJIA ITOBTOPEHU A
5.1. Kakue noroku aenoBoi 1okymeHTaiuu Bel 3HaeTe?
5.2. HazoBute (hopMBbI perucTpaiuu J0KyMEHTOB.
5.3. B ueM 3akiir04aeTcsi IPEUMYLIECTBO JIEKTPOHHON PETUCTPALIMU JOKYMEHTOB?
54. B kakux ciy4asx HCHOJb3yeTCs KypHaibHas (opma perucrpanuu
JOKyMEHTAaIuu?

6. JOMAIIHEE 3AJTAHUE

6.1.0popmMuts otuer.

3aoanue Ne 1

CocTaBuTh 1 0OPMHUTH KyPHAIT PETUCTPAIIUN BXOAIICH JOKYMEHTAITMH
3aoanue Ne 2

CocTaBuTh 1 0OPMHTH KYyPHAIT PETUCTPAIIUN UCXOAIICH TOKYMECHTAIINH
3aoanue Ne 3

CocTaBuTh 1 0POPMHUTH KYpPHAJI PETUCTPALMU BHYTPEHHEH TOKYMEHTAIlUU



INPAKTUYECKOE 3AHSTHUE Ne 9
«CocrasieHue U oopmiIeHHE BHYTPEHHEH OIUCH, HOMEHKJIATYPBI J1eJD)
Tema: Opranuzanus 10KyMeHTO000POTA OPraHU3aINU
Hean: OBnaseTh yMEHUSMHU M HAaBBIKAMU IO COCTAaBJICHUIO M OGOPMIICHUIO BHYTPEHHEH
OIHCH, HOMEHKJIATYPbI €.
[Tpo10JDKUTEIBHOCTD 3aHATHIA: 2 Yaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECIIEUEHMUE:
1.1 NuauBuayanbHbIe 3a1aHUS
1.2 MeTtoauueckue peKOMEHIAI|H 10 BBITIOJIHEHUIO TPAKTUYECKOTO 3aHSATHS
1.3 JIuneiiku, pydku, Oymara
2. JINTEPATVYPA:

2.1. bacakoB M.U. JlenonpousBoactBo (JlokyMeHTamMoHHOE oOecrneueHue

ynpasienus): yueonuk /M.M. bacakos, O.W. 3ambitikoBa. — PoctoB H//1: denukc,

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

B nenonmpous3BoACTBE ONMUCH Ha Jiela COCTABJISIOTCS B KAXKIOM CTPYKTYPHOM
nojipa3aeieHuu pabOTHUKAMU CITy>KObI JOKYMEHTAIIMOHHOTO 00€CTICYeHUS yIIPABICHHUS.
OTBETCTBEHHOCTh 3a KAUYECTBEHHOE M CBOEBPEMEHHOE COCTABJIECHHUE OMNUCEH JIell
CTPYKTYPHBIX NOJIpa3/IeICHUN HECYT UX PYKOBOJIUTEINH.

BHyTpeHHssT ONUCh JTOKYMEHTOB COCTAaBISI€TCA TOJBKO JUISl T€X JAEN, KOTOpbIE
NOJIeKAT MOJTHOMY O(DOPMIIEHHIO, a TAKXKe JJIs el 10 JIMYHOMY COCTaBY HE3aBUCHUMO
OT CPOKOB UX XpaHeHHs. ['0TOBas omuCh pacnosiaraeTcs B Havajae TOMa M CUIMBAETCs B
00JI0%KKY BMECTE C IOKyMeHTaMu (TipuiiokeHue 1).

OnucaTtenbHasi cTaThd BHYTPEHHEW ONUCH Ji€fla JOJDKHA BKJIOYaTh B ceOs
CJIEIYIOILLME DIIEMEHTBI:

- IOPSAJIKOBBII HOMEP IOKYMEHTA;

- UHJIEKC JIOKYMEHTA;

- 1aTa IOKYMEHTAa;

- 3aroJIOBOK JOKYMCHTA,



- HOMEpa JIMCTOB JIeNa;

- IPUMEUYAHUE.

[lopsanok cucrteMaruzauMu AOKYMEHTOB 3aKpEIUIIeTCS B HOMEHKIIATYpE e,
KOTOpas UCIOJIb3yeTCsl TPH (POPMUPOBAHUU J€], TPOBEICHUN YKCIIEPTU3bI UX LIEHHOCTH,
nepeayv Ha apXUBHOE XpaHEHUE, U SBJISETCA 00513aTeNIbHBIM JJOKYMEHTOM JIJIsl JIFOOOM
OpraHu3aluH.

HoMmeHknaTypa Aen HMCHOJb3yeTcsi Kak CXeMa pPAacHpelesieHUs W TPYNIHPOBKU
VCIIOJIHEHHBIX JIOKYMEHTOB B JI€J1a, YKa3aTelb MHIICKCAIMA JOKYMEHTOB U J€J, CPOKOB
VX XPaHEHHMS, a TAKKE KaK CXeMa IIOCTPOCHUS CIPABOYHOM KapTOTEKU HE UCTIOJIHEHHBIX
JTOKYMEHTOB. Kpome TOro, oHa sIBJISIETCA YYETHBIM JTOKYMEHTOM B JIETIOMPOU3BOJICTBE U
apXUBE YUPEKIACHUS JIs1 J1e] BpeMeHHOro (10 10 et BKIOYUTENbHO) XpaHEHUSI.

OTBETCTBEHHOCTh 32  pa3pabOTKy  HOMEHKJATyphl  BO3Jaraercs  Ha
JEJNIONPOU3BOACTBEHHYIO  CIIykO0y  yupexiaeHus (cinyx0y AOKYMEHTALlMOHHOI'O
obecrieuenus ymnpasnenus — JIOVY): ynpapienue aenamu, KaHLIETSPUIO, OOMIMI WIIH
aIMUHUCTPATUBHO-XO35IMCTBEHHBIN OTJEN U T.JI. IPU YYaCTUM apXuBa OopraHu3anuu. B
HEOONBIINX OPraHU3alUAX, HE UMEIOLUX OTAeIbHON ciyx0b1 JJOY, 0OTBETCTBEHHOCTD
3a pa3pabOTKy HOMEHKJIATyphl JIe] BO3JaraeTcsl Ha JIUI0, OTBETCTBEHHOE 32 apXUB (KaK
MpaBUJIO, HA CEKpeTaps).

PykoBoautens ciryx0n1 JIOY cOBMECTHO ¢ OTBETCTBEHHBIM 33 apXHB OpraHU3aIuN
IIPOBOJUT COBEIIAHUE C YUACTUEM MPEACTABUTENEH BCEX CTPYKTYPHBIX MOAPA3ACICHUN.
Ha takom coBemanuu, KOTopoe 00bIYHO NpoBoauTCA B [V KBapTanie, moJABOASTCS UTOTH
1o GOpPMHUPOBAHUIO JIeTT B TEKYIIIEM TOJIy U JAIOTCSA YKa3aHUs O MOPSIIKE COCTABJICHUS U
cpokax mpejactaBieHus B ciayx0y JIOY HomeHknatype naen Ha Oyaymuid roj
CTPYKTYPHBIMU MTOAPA3ACIICHUAMU OPTaHU3ALNH.

Homenknatypa nien yupexIeHus eyaTaeTcss B TpeX 3K3eMIusipax (MpuiiosKeHue
2).
[lepBoIil AK3EMIUISP XPAHUTCS B CIYKOE€ JETOMPOU3BOJICTBA, BTOPOM - HCIIOJIB3YETCS
ATOM CITy)00M B Ka4eCTBE paboyuero FK3eMIUIIpa, TPETUN - HAXOJAUTCS B BEJOMCTBEHHOM

ApXHUBC (y Juna, OTBETCTBCHHOT'O 3a apXI/IB) B Ka4CCTBC YUYCTHOI'O JOKYMCHTA.



HomeHnkiatypa J1en yupexxIeHHs IEpECMaTPUBAETCSI HE PEKE OJHOrO pas3a B IIATh

J€T.
Pa3paboTka HOMEHKIIATYpBhI €] CKIAbIBAETCS U3 HECKOJIBKHUX ATAIOB:

- OIpEJeJIEHNE KPYyTra JOKyMEHTOB JUIsl BKIFOUEHUSI B HOMEHKIIATYPY;

- COCTaBJICHUE 3ar0J0BKOB (HAUMEHOBAHUM) AEI;

- pa3pa0oTka KiIacCU(PUKAIIMOHHOM CXeMbl HOMEHKIATyphl, T.e. IOpsIKa

pacroiokKeHus J1e;

- OIIpe/IeJIEHNE CPOKOB XPaHEHUS €Il

- OIIpE/ICJIEHNE CUCTEMbI MHIEKCALlUU U YCTAaHOBJIEHUE UHIEKCOB JET;

- 0(OpMJIEHHE U yIOCTOBEPEHUE HOMEHKIIATYPBI AEII.

OOmue TpedoBaHNs K HOMEHKIATYPE JEIL:

- 0XBaT BCEX JIOKYMEHTOB, IIOJIy4a€MbIX U CO3/1aBAEMBIX B IIPOLIECCE AESITEIbHOCTU
OpraHu3aluu;

- pa3zaeiibHAsi TPYNIUPOBKA B JI€JIa JOKYMEHTOB ITIOCTOSIHHOTO ¥ BPEMEHHOI'O CPOKOB
XpaHEHUS;

- KOHKpEeTHas M 4YeTKas (OpMyJHMpOBKAa 3aroJioBKa Jena, KOTopas MOJHOCThIO
OTpa)kaeT COCTaB M COJCpP)KAHUE JIOKYMEHTOB B HEM M HCKIIOYAET BO3MOYKHOCTb
BKJIFOYEHHSI B JIEJO JOKYMEHTOB, HE COOTBETCTBYIOILUX €ro COACPKAHUIO U CPOKY
XpaHEHHS;

- cucTeMaTH3auus Jejl BHYTPU pa3lielOB HOMEHKJIATypbl B COOTBETCTBUHM CO
CTENEHBIO BAXKHOCTU U CPOKOM XPAHEHHSI TOKYMEHTALUH.

O0s13aTenbHbIe peKBU3UTHI JoKyMeHTa « Homenknarypa nem»:

- HAMMEHOBaHUE OpraHu3auuu (yupexaeHus);

- HAMMEHOBAaHUE BUJA IOKYMEHTA;

- rpud yTBEpKICHUS;

- TEKCT IOKYMEHTA;

- IOJIIUCE;

- BU3bI COIJIaCOBaHUS;

- I1e4aTh yTBEPKAAIOUIET0 OpPraHa.



[Mlogmucsr  noxkymenta «HomeHknaTypa  nmenm»:  OTBETCTBEHHBIM — JIMIIOM IO
JIEIIOTIPOU3BOJICTBY.
Howmenknartypa nen opopmisiercst Ha obmiem Onanke Gpopmata A4.

4. TIOPAJOK BBIIIOJIHEHUA PABOTBI
4.1. O3HaKOMIIEHHE C 3aJJaHUEM.
4.2. O3HakoMJIEHHE C OOIIMMH M TEOPETHUYECKUMHU TOJIOKEHUSIMU 10 TEME
PAKTUYECKOTO 3aHITHS.
4.3. OdgopmiieHrEe JOKYMEHTOB U [TOKa3 UX MPENOJaBaTEINO.
5. BOITPOCHBI JJIA1 TIOBTOPEHUA:
5.1. JlaitTe onpeneneHre BHyTPEHHEN OMUCH 1€, HOMEHKIIATYPbI €.
5.2. Ha 1OKyMEHTBI C KAKUM CPOKOM XpaHEeHUs 0POPMIIIETCS BHYTPEHHSISI OIIUCH e,
HOMEHKJIaTypa Jiein?
5.3. Kakue o0s13aTenbHble pEKBU3UTHI BXOJAT B COCTaB HOMEHKJIATYPbI €17
6. JOMAIIHEE 3AJIAHUE
6.1.0popmMutsb otuer.

3aoanue Ne 1

CocrtaButh 1 0OPMUTH BHYTPESHHIOIO OITHCH AL
3aoanue Ne 2

CocTaBuTh 1 0pOPMHUTH HOMEHKJIATYPY JEI



dopMa BHyTPEHHEN ONUCH TOKYMEHTOB JIEJ

[MTPAJIOXEHME 1

BHYTPEHHAA OIINCH
JIOKYMEHTOB ziesia No
Ne WNupekc [Hara 3aros0BoK Howmepa nmucroB | Ilpumeuanue
n/n JIOKYMEHTOB JOKYMEHTOB JOKYMEHTa nena
1 2 3 4 5 6
Htoro JIOKYMEHTOB

udpamMu U IPOIHUCHIO

KonnyecTBo 1uCTOB BHYTPEHHEN ONMCH

udpamMu U IPOTHUCHIO

Jomkuocts noanuck Y. O. @amunus



[TPUJIOXEHMUE 2

YTBEPXIAIO

Jupekrop

(moHOE, COKpaleHHOe Ha3BaHUE OPTraHM3aINN)

(Ha3BaHWE OpPTaHU3AIINN)

HOMEHKIJIATYPA JIEJI (mozmucs) (U.0. ®amunus)
No « » 20 T.
(mata)
(ropox)
Ha rox
Nunexc Koin-Bo Cpox XpaHeHvHﬂ
3aroyioBoK acjia U Ne crarei HpI/IMeanI/Ie
nena eI, Xp.
0 TICPEUHIO
2 3 4 5 6
3aB. KaHUEIApUEH
(ToAnKcCh) (pacudpoBKa TOAMUCH)
3aB. ApXuBOM
(ToAnKcCh) (pacudpoBKa TOAMUCH)
COI''TACOBAHO COI''TACOBAHO
[TpoTokon DK [TpoTokon DIIK (HazBaHue
oT Ne APXUBHOTO YUPEHKICHHU)

(nara)

oT No

(nata)


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

INPAKTUYECKOE 3AHSTHUE Ne 10
«CocragpiieHHe 3JIEKTPOHHBIX JJIOKYMEHTOB)
Tema: Opranuzanusi J0KyMeHTO000POTA OPraHU3aAINU
Hean: OBnagers yYMEHUSMHU U HABBIKAMH IO COCTABJICHHUIO U O(OPMIICHHIO 3JIEKTPOHHBIX
JOKYMEHTOB.
[Tpo10JDKUTEIBHOCTD 3aHATHIA: 2 Yaca
1. MATEPUAJIBHOE 1 JOKYMEHTAJIbHOE OBECIIEUEHMUE:
1.1 NuauBuayanbHbIe 3a1aHUS
1.2 Meronnyeckue peKOMEHIAIMH 110 BBIIOIHEHUIO IPAKTUYECKOTO 3aHATUS
1.3 JIuneiiku, pydku, Oymara
2. JINTEPATVYPA:
2.1. bacakoB M.U. JlenonpousBoactBo (JlokyMeHTamMoHHOE oOecrneueHue

ynpasienus): yueonuk /M.M. bacakos, O.W. 3ambitikoBa. — PoctoB H//1: denukc,

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

[TosiBneHne TEpMHUHA «IJNEKTPOHHBIM JOKYMEHT» CBSI3aHO C WHTEHCHUBHBIM
MPUMEHEHUEM UH(POPMAIMOHHBIX TEXHOJOTUI Ha MPENNPUITUSX U B OpraHU3alUixX U
dbopMupoBaHHEM Ha MAIIMHHBIX HOCHUTEISAX pa3zHOOOpa3HOW HHGOpMAIUU: HAyIHO-
TEXHUYECKOU, IPOU3BOJACTBEHHOM, YIIPABICHYECKOU U AP.

DIEeKTPOHHBIM JOKYMEHT — wuHpopManus, 3adHUKCHPOBaHHAS Ha MAaIIMHHOM
HOCHUTEJIE U COOTBETCTBYIOIIAs TPEOOBAHUSAM, YCTAHOBIICHHBIM HACTOSIIIIUM 3aKOHOM.

MalvHHBIA HOCUTENIb — MATHUTHBIA JUCK, MAarHUTHAs JIEHTA, JA3€PHBIN JTUCK U
WHbIE MaTepUaIbHbIC HOCUTEIH, UCTIOIb3YEeMbIC JIJIS 3alTUCH U XpaHeHUs UHGOpMAIUHU ¢
MOMOIBIO 3JIEKTPOHHO-BBIYNCIUTEIILHON TEXHUKH.

DIIEeKTPOHHBIA TOKYMEHT JIOJKEH COOTBETCTBOBATH CIICAYIOIIUM TPEOOBAHUSM:

- co3maBarhCs, O00pabaThIBaThCS, TMEpeNaBaThCs W XPAHUTHCS C  MOMOIIBIO
MIPOrPAaMMHBIX U TEXHUYECKUX CPEJCTB;

- UMETh CTPYKTYpY, YCTAHOBICHHYIO 3aKOHOM, U COJEpXKaTb PEKBU3UTHI,

MO3BOJISIOLIME €€ UACHTU(PUIUPOBATD;



- OBITh MPEICTABIECHHBIM B (hOpMeE, IOHSATHOM JIJIs1 BOCIIPUSTUS YEIIOBEKOM.

DONEeKTPOHHBIM JTOKYMEHT COCTOUT H3 JIBYX HEOThEMJIEMBIX dYacTed — oOuiei
Y OCOOEHHOI.

OO611ast 4acTh IEKTPOHHOTO IOKYMEHTa COCTOUT U3 MH(OpMAIHU, COCTABIISIONIEH
cojaepkanue nokymenrta. Mudopmarius 06 agpecare OTHOCUTCS K OOIIIEH YacTH.

OcobeHHast 4acTh 3JEKTPOHHOTO JOKYMEHTa COCTOUT M3 OJHOM WJIM HECKOJIbKUX
AJIEKTPOHHBIX LIU(PPOBBIX MMOITUCEHN.

OnextpornHas nudposas noamuck (D1IT) - Habop cMMBOIOB, BBIpaOaTHIBAEMBIi
CpeICTBaMHM SJICKTPOHHON ITU(PPOBOM MOINNCH U SBIISIIOIIAUCSI HEOTHEMIIEMOMN YacThIO
AIEKTPOHHOTO TOKYMEHTA.

OUII ucnonb3yercst (pU3NYECKUMH U FOPUIUNYECKUMHU JIUI[AMU B KAUE€CTBE aHajIora
COOCTBEHHOPYUYHOUN MOJANUCH JJIsl IPUAAHUS JIEKTPOHHOMY JOKYMEHTY FOPUIUYECKON
CHWJIbI, PABHOM IOPUJIMYECKON CHUJIE IOKYMEHTa Ha OYMa)KHOM HOCHUTEJIE, MOAMUCAHHOTO
COOCTBEHHOPYYHO MPAaBOMOYHBIM JIMLIOM M CKPEIIJICHHOI'O MEYaThIo.

CpeacrtBa 2JIEKTPOHHOM IU(GPOBOM MOANMUCH - MPOrPaMMHBIE W TEXHUYECKUE
CpeICTBa, 00eCTeunBaloIne BEIpaOOTKY U MPOBEPKY MEKTPOHHOU HKU(POBOI moAmHcH
U UMEIoNUE cepTU(UKAT COOTBETCTBUS WM YAOCTOBEPEHUE O IPU3HAHUU cepTU(UKaTa,
BbIJITaHHOTO B HanmonansHoOM cucteme ceptudukanuu Pecnyonuku benapyce.

s popmupoBanust DI ucnons3yroTcs cpecTBa KpUNTOTPaPUIECKON 3aIUThI
undopmaruu (CK3H), ncronb3yrolue Tak Ha3bIBaeMble aCHMMETPUYHBIE aJITOPUTMBI, B
KOTOPBIX IPUMEHSFOTCS OTKPBITHIN Y JJUYHBIA KIIOUH KaXKJI0TO MOJIb30BATEIA.

JIn4HBIN KITF0Y TOAMUCH — HA0Op CUMBOJIOB, MIPUHAJICKAITUN KOHKPETHOMY JIHUILY
Y UCIOJIb3YyEeMbIH MTPU BBIPAOOTKE 3JIEKTPOHHOMN LIU(PPOBON MOAMKCH.

OTKpBITBI KJIHOY MPOBEPKU MOAMHUCH - HAOOpP CHMBOJIOB, JOCTYIHBIM ISl BCEX
3aMHTEPECOBAHHBIX JIMIl W HUCIOJIb3yeMbld IMPU TPOBEPKE SJIECKTPOHHOU HUPPOBOM
MOATHUCH.

Kaprouka OTKpBITOTO KIIO4a TPOBEPKH TMOJIUCH - JOKYMEHT Ha OyMakHOM
HOCUTEJE, COAEpXKalllMil 3HAY€HUE OTKPBITOrO KIOYa MPOBEPKH TMOANHUCU U
NOATBEPKIAIOIMN  €r0  NPUHAMIECKHOCTh  KAKOMY-TMOO  (PU3MYECKOMY  WJIU

IOPUANYECKOMY JIULLY.



JIn4HBINA KITIOY TOJIH30BATENS XPAHUTCA Ha MAITUHHOM HOCHTEJNE B HEOCTYITHOM
JIPYTUM JIUIIaM MECTe, OTKDBITHI KII0U TMepeacTcss BCEM YyYacTHHKaM oOOMeHa
uHpopMaIuen.

DNEeKTPOHHBIA TOKYMEHT MOKET MCIOJIb30BaThCcsl BO BCeX cepax AesTeIbHOCTH,
IJic TMPUMCHSIOTCS TPOTPAaMMHBIE M TEXHUYECKHE CPEACTBA, HEOOXOIUMBIC s
co3faHusi, 00pabOTKH, XpaHeHus, nepegaud U mpuema uHopmanuu. C MOMOUIBIO
AJIEKTPOHHBIX JIOKYMEHTOB MOTYT COBEpINAThCSA CHETKHU (3aKII0YaThbCAd JIOTOBOPHI),
MIPOU3BOAUTHCS PACUETHI, OCYIIECTBISATHCS MEPENHCKa U Mepeaada JOKYMEHTOB U WHOM
uHpopMaIuu.

DNEKTPOHHBIC JOKYMEHTHI MOTYT TEPEChUIaThCS C TIOMOIIBIO JIFOOBIX CPEICTB
CBSI3M, BKJIOYas WHGOPMAIIMOHHBIE CHUCTEMBI W CETH, €CIU 3TO HE MPOTHBOPCUUT
3aKOHOJIATEIBCTRY.

dopMoil BHYTPEHHETO TIPEICTABIICHUS dJIEKTPOHHOTO JTOKYMEHTA SIBJISICTCS 3aIKCh
uH(OpMAINH, COCTABIISIONICH YJIEKTPOHHBINA JOKYMEHT, Ha MAllTMHHOM HOCHUTETIE.

@dopMoOil  BHEIIHEr0  MPEJCTABICHUS AIEKTPOHHOTO  JIOKYMEHTa  SIBJISIETCS
BOCTIPOM3BEJICHUE JIEKTPOHHOTO JOKYMEHTa Ha 3KpaHe TUCIUIes, Ha OyMa)KHOM JIHOO
MHOM OTJEJIMMOM OT MAIIMHHOT'O HOCHUTEINS MaTepUaIbHOM OOBEKTE B JOCTYITHOM JJIs
BU3yaJIbHOTO 0003peHus BUjIe (0€3 IOMOTHUTEIBHBIX TEXHUUECKUX TPUCITOCOOICHHI) U
dbopme, TOHATHOM J71s1 BOCIPHUSIITHS YEITOBEKOM.

OpuruHan 3JeKTPOHHOT0 JJOKYMEHTa CYHIECTBYET TOJILKO HA MAIIMHHOM HOCUTEJIE.
Bce ax3eMIuIsIipbI 2IeKTPOHHOTO TOKYMEHTA, 3aUKCUPOBAHHBIC HA MAIITTHHOM HOCHTEIIE
U UJCHTUYHBIC OJWH JPYroMy, SIBISIOTCS OpPWUTMHAJaAMU W HMEIOT OJMHAKOBYIO
IOPUINYECKYIO CHITY.

B cnyuae, korga oHUM JMIIOM CO3JAIOTCS JOKYMEHT Ha OyMa)KHOM HOCHUTENE U
AJIEKTPOHHBIN JTOKYMEHT, UACHTHUYHbIE TIO COJIEP’KaHUIO, 00a JTOKYMEHTa MPU3HAIOTCS
CaMOCTOSATEILHBIMHU JIOKYMEHTaMH. B 3TOM cilydae TOKyMEHT Ha OyMa)KHOM HOCHUTEJIE
HE SIBJISIETCS KOMUEH JIEKTPOHHOTO JOKYMEHTA.

Komuu  37IeKTpOHHOTO  JIOKYMEHTa CO3JAI0TCA  MyTeM  YIAOCTOBEPEHUs B
YCTAaHOBJIICHHOM 3aKOHOJATEIbCTBOM TMOPSAKEe (OPMBI BHEITHETO MPEICTABICHUS

QJICKTPOHHOI'O IOKYMCHTA Ha 6YMa)KHOM Hocutene. Konuu QJICKTPOHHOI'O IOKYMCHTA Ha



OyMa)KHOM HOCHTEIIE TIOJDKHBI COJIepKaTh YKa3aHUe Ha TO, YTO OHU SBJISIFOTCS KOTIHSIMU
COOTBETCTBYIOIIETO AIEKTPOHHOTO JJOKYMEHTA.
VY nocroBepenue (HopMbl BHEIIHETO MPEACTaBICHUS 3JIEKTPOHHOTO JOKYMEHTa Ha
OyMa)KHOM HOCUTEJIE MOKET OCYILECTBISATHCS:
- HOTApUyCOM WJIM HUHBIM JIUIIOM, UMEIOIIUM MpPaBO COBEPIIATh HOTApUAIIbHbBIC
JICHCTBUS;
- UHIUBUIYaJIbHBIM NPEINPUHUMATEIIEM I IOPUIAYECKUM JIULIOM, UMEIOIIMMU B
COOTBETCTBHHM C 3aKOHOJIATEJILCTBOM MIPABO HA OCYIIIECTBICHUE TAKOU €SI TEILHOCTH.
BocmpousBenenue AIEKTPOHHOTO JOKyMEHTa Ha WHOM, KpoMmMe OyMaKHOTO,
OT/CIMMOM OT MAIIMHHOT'O HOCHUTENSI MaTrepuajbHOM OOBEKTEe JMOO €ro KOmus Ha
OyMa)XHOM HOCHUTENE, HaajexamuM oOpa3oM HE YJIOCTOBEPEHHAs, HE HMEIOT
IOPUINYECKON CUITbI KOMTMU 3JIEKTPOHHOTO JIOKYMEHTA.
DNEeKTPOHHBIA JTOKYMEHT Ha MAIIMHHOM HOCHUTEJIE MIPUPABHUBACTCS K JOKYMEHTY
Ha OyMa)KHOM HOCHTEJIE U UMEET OJIMHAKOBYIO C HUM IOPUINYECKYIO CHITY.
OpurvHanmbel 3J1€KTPOHHBIX JIOKYMEHTOB M MX KONMUU Ha OyMaKHBIX HOCHUTEISX
MMEIOT OJIMHAKOBYIO IOPUIUYECKYIO CUITY.
4. TIOPAJOK BBITIOJJHEHUA PABOTBI
4.1. O3HaKOMJICHHE C 3aJaHHUEM.
4.2. O3HaKOMJICHHE C OOIMMH ¢ TEOPETHYECKUMHU TOJIOKEHUSIMU TI0 TEeMe
MPAKTUYECKOTO 3aHATHSI.

4.3. OdopmiieHrE TOKYMEHTOB M MIOKa3 UX MPEMOAaBaTEINO.

5. BOITPOCHI IJIA ITOBTOPEHU A:
5.1. laitTe onpenesnieHre 3JIEKTPOHHOTO JOKYMEHTA.
5.2. Kakum TpeboBaHUSIM JOJIKEH COOTBETCTBOBATH AJICKTPOHHBINA JOKYMEHT?
5.3. PaBHO3HaYHYIO JIU IOPUAUYECKYIO CHIIYy UMEIOT JTOKYMEHTBI U3rOTOBJICHHBIE HA

QJICKTPOHHBIX U 6YMa)KHI>IX HOCHUTEAX?

6. JOMAIIIHEE 3AJTAHUE

6.1.0bopMHTH OTYET.



3aoanue Ne 1

CoctaBuTh U OQPOPMUTH SJICKTPOHHBIA JOKYMEHT.
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