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Metoauueckue yKkasaHusl I OpakTUYecKuxX 3aHsATHl mno aucuuiuinHe «IIpaBoBoe m
AOKYMEHTAIlMOHHOe o0ecrieyeHne YPaBJeHHsD» COCTABJICHbBI B COOTBETCTBUU ¢ TpeboBaHusmMu OI'OC
CIIO x monaroTroBKe BBIMTyCKa [JIs TMOJdy4YeHUs KBanudukanuu Oyxraarep. [lpennasHavyeHsl mis
CTYIEHTOB, OOydvaromuxcs 1o crenuanbHocTd 38.02.01 DxoHoMHMKa W OyXxrajrepckuid yder (Imo
0Tpacjsim).

B meroanueckux yka3zaHUSX AJIs BBIIOJIHEHUS MPAKTUUYECKHUX 3aHITUN coaepiKarcs LEIU U 33Jauu
MIPaKTUYECKONH paboThl, HOpMYIHpPOBKa 3aJaHMs, OCHOBHOE COJEpKAHHME IO IMPOBEICHUIO PalOTHI, a
TaK)K€ PEKOMEHyeMasl JIUTepaTypa.
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HosicHuTeabHASA 3aNMCKa

MeToaudeckie peKOMEHIAIIMN MPU3BAaHbI OKA3bIBATH MIOMOIIb CTYACHTAM B M3YYCHHH OCHOBHBIX
MOHATUH, HWACH, TEOpUMd M TMOJOKEHUW JTUCUUIUIMHBI, HW3YyYaeMbIX B XOJE€ KOHKPETHOTO 3aHSTHS,
CHOoCcOOCTBOBATh Pa3BUTHIO MX YMEHHUH, HABBIKOB M MPO(ECCHOHATBHBIX KOMIETCHIMA. MeToaudecKkue
PEKOMEHIAlMU ISl BBIIOJIHEHUS MPAKTUYECKUX pabOT MpelHa3Ha4YeHbl Ul CTYACHTOB CHEIUAIbHOCTH
CIIO 38.02.01 dxkonomuka u 6yxzanmepckuii yuem (no ompaciam).

OcoOeHHOCTBIO OOyuYeHUsl SBISETCS Hepa3pblBHAs CBsI3b TEOPUUM U TMPAKTUKH IO MPUBUTHIO
CTY/ICHTaM HaBBIKOB B pabore. Oco0oe 3HaYeHUE sl YCBOCHUS COACPKAHUS TUCIMUIUIMHBI U TPUBUTHS
MPAKTUYECKUX HABBIKOB HMMEET MpaBWJIbHAs M YeTKasg OpraHu3alus MPOBEICHUS U BBINOJIHEHUS
CTYJCHTAMH MPAKTUIECKUX PabOT ¢ TpeOyeMOoi TOYHOCTRIO MO/ KOHTPOJIEM IIPETojaBaTells.

[lepen HauanoOM BBINOIHEHUS KaXKIOW pabOTHI CTYIEHTHI JOKHBI 03HAKOMUTHCS C €€ OCHOBHBIMU
MOJIOKCHUSIMH, TIOPSIIKOM  BBITIONTHEHUST paboThl. [lociie  BBIMONHEHUS MPAKTUYECKOW pabOTHhI
HE00X0IMMO MPOU3BECTH 00PAOOTKY pe3yIbTaTOB U ClIeJaTh HEOOXOAUMBbIE BHIBOBI.

[enpro mpakTUYECKUX PabOT ydaluxcs SBISETCS OBJIAJICHUE OCHOBHBIMU 3HAHUSIMHU, YMCHHUSIMH U
HaBbIKaMH B cooTBeTcTBUHU ¢ TpeboBaHusMu PI'OC mno cnerumansHocTH CITO 38.02.01 DxOHOMUKA U
OyXxranTepckuil yder (1o OTpacisim).

Ilenvto usyuenua Oucyunaunwl SBISETCS TMONTYYCHHE TEOPETHUECKUX 3HAHMM W MPAKTUYECKUX
HaBBIKOB B OOJIACTH OpraHU3aIMu ACJIONPOU3BOJACTBA M JOKYMEHTOOOOpOTa Ha MPEANPHUATHUIX BCEX
($hopM COOCTBEHHOCTH.

B pesynbpraTe ocBoeHMs y4eOHOM MUCHUTUTMHBI 00yUYaIOIIUIACS T0KEH YMeTh!

— o(opMIIATH TOKYMEHTALMIO B COOTBETCTBUH C HOPMATUBHON 0a30i, B TOM YHKCJIE C UCIOJIb30BAHUEM
WH(OPMALIMOHHBIX TEXHOJIOTHH;

— OCBauBaTh TEXHOJIOTHU aBTOMATHU3UPOBAHHON 00pabOTKH TIOKYMEHTAIIUH;

— HCMOJb30BaTh YHUGUIIUPOBAHHBIE (DOPMBI TOKYMEHTOB;

— OCYIIECTBJISTh XPAaHEHHUE U TIOUCK JOKYMEHTOB;

—  HCHOJb30BaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTOO000POTE;

- HCMOJb30BaTh HEOOXOAUMbIE HOPMATHUBHBIE IOKYMEHTHI;

- 3aluIaTh CBOM IMpaBa B COOTBETCTBUM C TPAXKITAHCKUM, TPaKIaHCKO-TIPOIECCYaTbHBIM U TPYIOBBIM

3aKOHOAATEIHCTBOM;

- AHAJIM3UPOBATh W OLICHUBATh PE3yJbTAThl U TMOCIEICTBUS NEATETLHOCTH (0€31eMCTBUS) C MPAaBOBOM

TOYKH 3PEHUS.

B pesynbrare ocBoeHus yueOHON AUCHUIUIMHBI 00YJarOIUIiCs JODKEH 3HATh:

— TOHATHE, 1IeNU, 337ja4i ¥ MPUHIUIIBI JeIONPOU3BOICTBA;

—  OCHOBHBIE MTOHATHS TOKYMEHTALlMOHHOT'O 00€CIIeYeHUs YIIPaBICHHUS;

—  CHCTEMBI IOKYMEHTAIIUOHHOTO 00eCTIeueHHs YIIPaBIICHUS;

—  KJIacCU(UKAILHUIO JOKYMEHTOB;

— TpeOOoBaHHUS K COCTaBJICHUIO U 0(OPMIICHHIO JOKYMEHTOB,;

— OpraHM3aluio JIOKyMEHTOOOOpoTa: mpueM, 00pabOTKy, pErHUCTpalMio, KOHTpPOJIb, XpaHEHUe
JOKYMEHTOB, HOMEHKJIATypy A€I;

- ocHoBHbIe nonoxkenus Koncrurynun Poceniickoit ®eneparuu;

- IpaBa ¥ cBOOOJBI UeIOBEKa M rpaxIaHNHA, MEXaHU3MbI UX pealn3alluy;

- OCHOBBI IPaBOBOIO PETYIUPOBAHUS KOMMEPYECKHUX OTHOLIEHHH B cdepe mnpodeccHoHaIbHOM

JESITENbHOCTH;

- 3aKOHOJATeNIbHbIE aKThl M JIPyrMe HOPMATHBHbBIE JOKYMEHTBHI, PEryJIHpPYIOIIME MPaBOOTHOLIEHUS B

npoiiecce Npo(ecCHOHANBHOMN NesITeTbHOCTH;

- OpraHU3alMOHHO-TIPaBOBbIE (OPMBI FOPUIUUECKUX JIHIL;

- NIPaBOBOE IMOJIOKEHHE CYOBEKTOB MPEANPHUHUMATENIBCKON eI TEIbHOCTH;

- TpaBa U 00s3aHHOCTH paOOTHUKOB B cpepe MpodhecCHOHATHHOU IeATeTFHOCTH;

- TOPSAOK 3aKJII0YEHUS TPYAOBOIO JOIOBOPA U OCHOBAHUS I €r0 IPEKPaLCHMS;

- IpaBHJIa OIUIATHI TPYAA;

POJIb TOCYIaPCTBEHHOTO PETYIUPOBAHUS B 00€CIICUEHUH 3aHIATOCTH HACEIICHUS;

IPaBO COLIMAIBHOM 3alUTHI TPAXKAAH;

- TOHATHE TUCHUIUTMHAPHON U MaTepHaIbHON OTBETCTBEHHOCTH paOOTHHKA;
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- BU[bI AIMUHUCTPATUBHBIX MPaBOHAPYIICHUN U aIMUHUCTPATUBHON OTBETCTBEHHOCTH;
- HOPMBI 3aIIUTHI HAPYIICHHBIX TPaB U CyJACOHBIN MOPSIAO0K pa3peiieHus ClIOpoOB.

[IpakTuueckue 3aHATHSA MPOBOJAATCS Cpa3y IOCJI€ OKOHYAHHS M3YYEHUS COOTBETCTBYIOIIEH TEMBbI
JUCHUIUIMHBI OJTHOBPEMEHHO CO BCEU TPYIION MOJl pyKOBOACTBOM penojaBarens. [lepen nposeaeHuem
MPAKTUYECKUX 3aHATUH HEO0OXOJUMO O3HAKOMUTH CTYJIEHTOB C OOIIMMHU 3aJadyaMH 3TUX 3aHATH,
MOYEPKHYTh, 9YTO BHUMATEILHOE, OCO3HAHHOE BHIMIOJHEHHE PaOOT Ha MPAKTUYECKUX 3aHSATHSIX [TO3BOJIHT
3aKpeNUTh TEOPETHUECKUN MaTepuai, MPHOOpecTH OIpe/iejeHHbIe HaBbIKM U YMEHHUA, KOTOpble OYyayT
HEOOXOIMMBI B TIPAKTHYECKOHN JEATEILHOCTH Ha MPOU3BOJICTBE MPHU MPOXOKICHUU MPAKTUKH, a 3aTEM B
nepuo] paboThI IOCIIe OKOHYAHUS KOJIIeIXkKa.

Hakanyne mnpoBeaeHUS NPaKTUYECKOTO 3aHATHUS HEOOXOAMMO JaTh JIOMallHee 3aJaHue Ha
MOBTOPEHHE TEOPETUYECKOr0 MaTepuayia, 3HAaHHE KOTOPOTO HEOOXOAMMO Uil CO3HATEIBbHOTO
BBITIOJTHEHUS CTYJIEHTAaMU pabOT HAa TpaKTHYeCcKoM 3aHsATHH. CTyleHTaM HYXHO COOOIIUThH, KaKue
MPUHAJICKHOCTH M MHCTPYMEHTHI OHU JIOJKHBI MMETh IpPH BBIMOJIHEHHH pabOT Ha MPaKTUYECKOM
3aHsTud. [IpakTrueckue paboThl MOTYT BBITIOTHATCS ¢ UCIIOJIB30BAaHUEM KOMITBIOTEPHOTO 000 YAOBAHHUS.

B Hauane kaxaoro 3aHATUS HEOOXOAMMO KpAaTKO IOBTOPUTH HEOOXOIUMBIM TeOpeTHYeCKUi
Marepual, Mocjie Yero NPUCTYNUTh K BHITTOJIHEHUIO paloT.

B mporecce BbimonHeHuss paboOT Ha MPAKTHUECKOM 3aHATUU W JOMAIIHUX 3aHSATHH CTYAEHTHI
JOJDKHBI BeCTH 3amucu Ha juctax ¢opmara A4 B coorBerctBuu ['OCT. Ilocne mpoBeneHus Kaxaoro
3aHATHUS 3alMCU CHAIOTCA MPENoAaBaTeNio Ha MPOBEpKYy. B mpoiecce u3ydeHUs TEOPETHUECKOTO
Marepuaiga U BBIIOJHEHHUS CTYIACHTAMHU NPAKTUYECKUX PAOOT MO AUCHUIUIMHE Y YYaIIUXCs JIOJDKHBI
HAKaIJUBaThCS MAKEThl 3aMOJIHEHHBIX UMHU JOKYMEHTOB, KOTOpbIE COOMpAIOTCS B OTACIBHYIO MaIKYy-
CKOpPOCIIUBATEh U HA MOMEHT PYOSKHOTO KOHTPOJIS TOJKHBI OBITh TIPEIOCTABIICHBI IPEIOIaBATEII0 Ha
MIPOBEPKY B MOJIHOM OOBEME.

B ciydqae mporycka cTyieHTaMu MPAKTUYECKOTO 3aHATHS OHU O0S3aHBI OTPA0O0TATh 3TO 3aHITHE B
yKa3aHHOE MpenoaBaTesieM Bpemsl.

1. IJTAHBI IPAKTUYECKHUX 3AHSATHAM



IIpakTnueckoe 3ansaTHe Ne 1
Tema 1. OcHOBHBbIE MOHATHS TOKYMEHTALMOHHOI0 o0ecnevYeHnsi ypaBJIeHU sl

Heap pabdoThl: TOMOYb y4YalIMMCS OMNPEICNIUTh 3HAYCHHE AUCHMILTUHBI «/loKymMeHTanuoOHHOE
o0ecrnevyeHue ynpaBJeHHUs» U OCBOUTb OCHOBHBIC MIOHATHS, TEPMUHOJIOTHYECKUH arlrapar.
Bomnpocel 1u1s1 00Cy:KIeHUsI HA TPAKTHYECKUX 3aHATUSAX:
Omnpenenenue NOHATUS IEI0NPOoU3BoAcTBa. Llenu u 3a1aun TUCUUTUIMHEI.

JIOKyMEHTHUPOBaHHUE.

Opranu3zanus paboThI C TOKyMEHTaMHU.
JloxkymeHTo060poT. MHpOpMaLms.
JoxymenT. OduiinaabHble TOKYMEHTHI.
KOpununueckast cuna 10KyMeHTa.

Cucrema 10KyMEHTALUH.

© N o ok~ w DN PE

yHI/I(bI/II_II/IpOBaHHaf{ CUCTEMA JOKYMCHTALINH.

IIpennaraemsle AJs1 00Cy:K1eHNUsI TeMbl pedepaToB:
1. «Ucropudeckue Tamnsl I€JI0MPOU3BOACTBa B Poccumy

2. «/lenonpou3BOICTBO: BYEpPA U CETOIHS»
3. «O6mepoccuiickue knaccudukaropsl: OKIIO, OKY [, OI'PH»

Bomnpocsl 111 mpoBeaeHns codoece0BaHUMA:
1. KaxoB npeamer JOKyMEHTAMOHHOTO 00eCIeYeH s YIIPaBICHHUS?

2. Kak cBs3aHO JOKyMEHTAllMOHHOE oOO0ecledeHne YOpaBlIeHHs C JOKYMEHTOBEJIECHHEM,
J€T0ONPOU3BOACTBOM, APXUBOBEACHHEM?

3. Kakyro posib wurpaer JIOKYMEHTAIMOHHOE OOECIeUYeHWe B YIPABJICHUHW COBPEMEHHBIMU
OpraHu3anusMu’?

4. Kaxue HOpMaTHBHO-TIPABOBbIE AKThI PETYIUPYIOT JOKYMEHTAIIMOHHOE 00ecrieyeHne yrpaBaeHus ?

5. KakoBa mpakTudeckass 3HAUMMOCTh Y4YEOHOW AMCIUIUTMHBI «IOKYMEHTAI[MOHHOE OOecreyeHne

yIpaBiIeHUs»?

JlaTh orpeiesieHue MOHATHS IOpUIUYecKas CHila JOKyMEHTA.

PackpbITh cucTeMy TOKyMEHTAIIUH.

JlaThb onpeneneHne MOHATUS CTaHAAPTU3ALIMS?

© o N o

Jlatb onpeneneHre NOHIATUS YHUGUIUPOBAaHHAS CUCTEMa JOKYMEHTAIuu?

IIpakTuyeckoe 3ansiTue Ne 2
Tema 3. O0mme HOpMBI M IPaBHJIAa 0(pOPMJICHHS TOKYMEHTOB.
Bi1aHku 10KyMeHTOB U TpeGOBAHUS K HUM.

Heap paGoTbl: M3y4yuTh PacMoOiIOKEHHE PEKBU3UTOB W TpaHUIBl 30H Ha (opmare A4 yrioBoro u
npoponbHoro OmankoB cormacHo 'OCT P 6.30-2003 «YHuduuupoBaHHas cucTeMa OpraHU3allMOHHO-
pacnopsauTenbHON TokyMeHTauuu. TpeGoBaHus K 0pOpMIIEHHIO JOKYMEHTOBY
ITopsinok npoBeeHus 3aHATHS:

B Havane 3aHATHA clelyeT O3HAaKOMUTBCS CO CXE€MaMM pacloOXKEHUs PEKBU3UTOB
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX JTOKYMEHTOB ((OPMYIISIpBI) YIJIOBOTO M MPOAOIBHOTO OJIAHKOB



dbopmaroB A4.
3amanme:
Ha nmucre popmara A4 n300pa3uTh CXeMbI pACIIONIOKEHUS PEKBU3UTOB M TPaHUIIBI 30H Ha (popmare
A4 yraoBoro u mpoposnbHoro OmankoB corigacHo ['OCT P 6.30-2003 «YuuduuupoBaHHas cucrema
OpraHU3alOHHO-PACIOPSAUTENIBHON JOKyMEeHTauu. TpeboBaHus K 0POPMIICHUIO JOKYMEHTOB.
Bonpocs! 1151 npoBeieHus co0ece0BAHUS:
1. /[laiite ompezneneHue MOHATHUS «OPraHU3AaLMOHHO-PACIIOPSAUTENbHBIA JoKkyMeHT» (OPJl) u

NPUBEINTE KIACCU(PUKAIMIO 3TOTO BUAA JJOKYMEHTOB.
2. Ilepeuncnure coctaB pexkBuszutoB OPJ] mo I'OCT P 6.30 — 2003.
Urto Takoe «OJaHK JOKYMEHTa» U KaKue BHUJIbI OJJAHKOB BBI 3HAaETE?
4. Kakuwe BapuaHTBl pa3MeEIIeHUS HAa OJIAHKE IOCTOSIHHBIX PEKBU3HTOB BBl 3HaeTe? KakoBbI

0COOEHHOCTH UX o(hopMIICHHS?



CXEMbI PACIIOJIOXKEHHUA PEKBU3UTOB JOKYMEHTOB Pucynox 1 - Pacnonoxenue
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PEKBU3HUTOB U TPAHMIIBI 30H Ha (hopmaTe A4 yriaoBoro OjiaHKa
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Pucynok 2 - PacnionoxeHne peKBU3UTOB M IPaHUIIBI 30H Ha (hopmaTe A4 MpOoA0IbHOTO O1aHKa

IIpakTyeckoe 3ansaTHe Ne 3
Tema 4. TOCT P 6.30-2003. PekBuU3UTHI 1 UX NIPeTHAZHAYEHHE




Ienab padoThl: N3ydeHNE OCHOBHBIX HOPMAaTUBHO-METONYECKUX MATEPUAIIOB, COJEPKAIMX IpaBuia
JOKYMEHTAI[HOHHOTO 00€eCIeYeHUs AeATENbHOCTH; PEKBU3UTHI JOKYMEHTOB U UX 0()OpMIIEHHE.
3aganme: Ha nuctax popmata A4 odopmMHUTE PEKBU3UTHI JOKYMEHTOB, mpenycMoTpeHHbx ['OCT P
6.30-2003.
Bonpocs! 1151 npoBeaeHus codece0OBAHUSA:

1. Kakoso naznauenue ['OCT P6. 30-2003?

2. TloHsATHE: «PEKBU3UT» JOKYMEHTA.

3. Uro Takoe MOCTOSHHBIC W TEPEMEHHBIC PEKBU3UTHI OPTaHHU3AIMOHHO-PACTIOPSAUTEIHLHON
JOKYMEHTaluu?

4. KakoB cocTaB MOCTOSHHBIX W MEPEMEHHBIX PEKBH3UTOB OPTaHHU3AIMOHHO-PACTIOPSIAUTECIBHON
JOKyMeHTauu?

5. Kakue pexBU3UTHI UCTIOIB3YIOTCS B 3aTr0JIOBOYHON YaCTH OPraHU3alMOHHO-PACTIOPSTUTEIHHBIX
JIOKYMEHTOB?

6. Kakue pexkBU3UTHI HCHONB3YIOTCS B COJEP)KATEJIbHONM  YacTH  OpPraHHU3aI[MOHHO-
pacropsiANTENbHBIX JIOKYMEHTOB?

7. Kakme  pEKBU3HTHI  HCIOJNB3YIOTCS B OQOPMIISIIOIICH  YacTH  OpPTraHHU3AIMOHHO-

pPacnopAaANTCIbHBIX ,Z[OKYMGHTOB?

IpakTnyeckoe 3ansitue Ne 4

Tema 5. OpranusanuoHHble JOKYyMeHTbI. BUIbl, HA3HaUYeHHe, PaBUiIa 0popMIICHH S
Heap padoTbl: MpUOOPECTH HABBIKK B COCTABIECHUU U OPOPMIIEHUH PEKBU3UTOB OpraHU3AI[MOHHBIX
NoKyMeHTOB, pykoBoAcTBYysicb ['OCT P 6.30-2003 «YHuduuupoBaHHasi cucreMa OpraHM3al[MOHHO-
paclopsSANTENbHON JoKyMeHTauu. TpeboBaHus K 0pOPMIICHUIO TOKYMEHTOBY.
IMopsiaok npoBeaeHusi 3aHATHS:

B Havane 3aHATHS cleniyeT TOBTOPHUTH TMOPSJIOK  COCTaBileHUs U odopmieHus
OpPraHU3AIMOHHOTO TOKYMEHTA «/{0JKHOCTHAS MHCTPYKITUS.
3ananme Nel:

CocraBuTh JIOTKHOCTHYIO WHCTPYKIUIO TSt Oyxrairepa 3A0 «JIMPA»
[TaBnoBa H.A., mupextop ¢upmel CroupumonoB A.B., ocTalbHble pPEKBU3UTHI  YKaKHUTE
CaMOCTOATEIBHO.

Obpasey

HANMEHOBAHUWE OPI"AHU3ALINU YTBEPXIAIO
WNuaexc npeanpusTus CBs3H,
MOYTOBBIN ajpec,

Ne renedona, dakca u T.1. N.0. Gamumus

PYKOBO)II/ITeJ'IB opranmsanvu

« » T.

JOJDKHOCTHASA MHCTPYKIUA
« » 20 r. Ne

Oyxrantepa
10



1. OBILME ITOJIOKEHUA

1.1. Hacrosimasi TOJOKHOCTHASE MHCTPYKIUS ONpeaenseT pyHKIMOHAIBHEIC 00S3aHHOCTH, MTpaBa
1 OTBETCTBEHHOCTH Oyxranrepa " " (manee - "opranuzanus').

1.2. Byxranrep Ha3HadaeTcs Ha JOJDKHOCTh U OCBOOOXKAAETCS OT AOJDKHOCTH B YCTAaHOBJIEHHOM
JEHCTBYIOIUM TPYIOBBIM 3aKOHOJATEILCTBOM MOPSIIKE MPUKA30M PYKOBOAUTENS OPTaHU3aIINH.

1.3. ByxranTtep no4MHSETCS HETOCPEICTBEHHO OpraHu3aluy.

1.4. Ha nomkHOCTh OyXrajaTepa Ha3HA4aeTcs JIMIO, MMEIOIee:

1.4.1. byxranrep I kareropuu: BbiciIiee NMpodecCHoHANTbHOE (IKOHOMUYECKOE) 00pa3oBaHUE U
cTax paboThl B ToJHKHOCTH Oyxrantepa Il kateropun He menee 3 JieT.

1.4.2. byxrantep Il kareropuu: Boiciiee mpodeccuoHallbHOE (AIKOHOMUYECKOE) oOpa3oBaHue Oe3
npeabsBiIeHUsT TpeOOBaHM K CTaxy padoTbl WM cpeaHee NpodecCHOoHAIbHOE (PKOHOMHYECKOE)
o0Opa3oBaHMe U CTaXX pabOTHI B JOKHOCTH OyXrainTepa He MeHee 3 JieT.

1.4.3. bByxranrep: cpenHee mnpodeccHoHAIBHOE (IKOHOMHUYECKoe) oOpa3oBaHue 03
MpeIbsBICHUS TpeOOBaHUM K CTaXy paOOThl WM CHEHMATbHYIO TOATOTOBKY MO YCTAaHOBJIEHHOM
IIpOrpaMMe U CTaX paboThI MO yUETy U KOHTPOJIIO HE MeHee 3 JIeT.

1.5. byxranrep qoJIKeH 3HATh:

- 3aKOHOJATEJbHBIC AaKThl, TOCTAHOBJIEHUS, PACHOPSIKCHUS, TPUKA3bl, PYKOBOJSAIINE,
METOJIMYECKUE M HOpPMATHBHBbIE MaTepuajbl MO OpPTraHU3alMU OyXTralTEepCKOro ydeTra HWMYILECTBa,
00513aTEeITHLCTB M XO3HCTBEHHBIX OINEPAIMA U COCTABICHUIO OTYCTHOCTH;

- (opmbI U METOBI OYXTaITEPCKOTO y4eTa B OpraHu3alluu;

- IIJIaH ¥ KOPPECIIOH/IEHLIMIO CYETOB;

- OpraHu3alro JOKYyMEHTO000pOoTa MO y4acTKaM OyXTalTepCcKOro yuera;

- MOPAIOK JOKYMEHTAJIBHOTO O(OpPMIICHHS M OTPAKEHHUS Ha cUeTax OyXraJlTepCKOro ydera
orepaluii, CBSI3aHHBIX C JBUKECHHEM OCHOBHBIX CpEACTB, TOBapHO-MAaTepUAIbHBIX ILIEHHOCTEH U
JICHEKHBIX CPEJICTB;

- METO/IbI 5KOHOMHUYECKOT'0 aHAIN3a X03HCTBEHHO-(DMHAHCOBOM JIESTEIILHOCTH OpTraHU3allny;

- MMpaBWJIa SKCIUTyaTalliy BEIYMCIUTEIILHON TEXHUKU;

- SKOHOMHKY, OpTraHHU3aINI0 TPy/ia U YIIPaBJICHNUS;

- PBIHOYHBIE METO/IbI XO3SICTBOBAHUS;

- 3aKOHOJATENIbCTBO O TPYAE;

- MpaBWJIa U HOPMBI OXPaHbI TPYya.

2. ©YHKIIMOHAJIBHBIE OBA3AHHOCTU

2.1. byxranrep:

2.1.1. BeimonHsieT pabOTy MO BEICHHUIO OYyXTadTEpPCKOTO ydeTa UMYIIECTBA, 00S3aTeNbCTB U
XO3SICTBEHHBIX ONepanuil (y4eT OCHOBHBIX CPEJICTB, TOBApHO-MaTepUAIbHBIX IIEHHOCTEH, 3aTpaT Ha
MIPOM3BOJICTBO, PEAM3ALUI0 MPOIYKIUH, PE3YJIbTaTOB XO03AUCTBEHHO-(QPUHAHCOBOI N1€ATEIbHOCTH,
pacyeToB C MOCTABUIMKAMH U 3aKa3UYUKaMH, a TAKXKE 3a MPEIOCTABICHHbIE YCIYTH U T.I1.).

2.1.2. VuactByeT B pa3paboTKe M OCYIIECTBICHUHM MEPOIPHUATHI, HalpaBI€HHbIX Ha
coboieHre (MHAHCOBON AUCHUILIMHBI M PallMOHATIBHOE HCIIOIB30BaHUE PECYPCOB.

2.1.3. OcymecTBasieT nIpueM M KOHTPOJIb NMEPBUYHON JOKYMEHTALMU IO COOTBETCTBYIOLIUM
y4JacTKaM OyXraJlTepcKoro y4dera M MoAroTaBIMBaeT UX K CUETHOH oOpaboTke.

2.1.4. Otpaxaer Ha cYeTax OYXTaJTEPCKOTO ydeTa OIepallid, CBS3aHHBIE C JBUKCHUEM
OCHOBHBIX CPE/ICTB, TOBAPHO-MATEPUAIBHBIX [IEHHOCTEH U JICHEXKHBIX CPEJICTB.

2.1.5. CocraBisieT OTYETHbIE KaJIbKYISIUU CceO0ECTOMMOCTH NpoAyKIMH (paboT, yciyr),
BBISIBJIIET MCTOYHUKM OOpa3oBaHMs IOTEPh U HEMPOMU3BOIUTEIBHBIX 3aTpaTr, IMOATOTABIMBAET
MIPEJIOKEHUS TI0 UX MPEAYIPERKACHUIO.

2.1.6. Ilpom3BoauT HayMCICHHE M TNEPEUYMCICHHE HAJOroB M CcOOpoB B (peaepasbHBIi,
pPETMOHANBHBIM M MECTHBINH OIO/DKETBI, CTPAXOBBIX B3HOCOB B TOCYIAPCTBEHHbIE BHEOIOJKETHBIE
conuanbHele (OHIBI, IJaTexed B OaHKOBCKUE YUPEKICHHSA, CPEACTB Ha (UHAHCHPOBAHUE
KaIllUTaJIbHBIX BJIOKEHUM, 3apa00THOM MiaThl pabo4MX M CIyXalluX, APYTrUX BBIUIAT U IJIaTeXeH, a
TaKXe OTYUCIIEHUE CPEJCTB Ha MaTepPHAJIbHOE CTUMYJIHMPOBAHNE PAOOTHUKOB OPraHU3AIIUH.
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2.1.7. OOecrieunBaeT pPyKOBOAWTENICH, KpPEIUTOPOB, HWHBECTOPOB, ayAWTOPOB M JPYTUX
noJjib30BaTeyel  OyXraiaTepckol OTYETHOCTH COMOCTaBMMOM M JIOCTOBEpHOW OyXranrepckoi
uH(popMalrel o COOTBETCTBYIOIIKUM HANPABICHUSAM (Y4acTKaM) ydera.

2.1.8. Pa3pabaTbiBaeT paboumii TIaH CYETOB, (POPMBI MEPBUYHBIX JOKYMEHTOB, PUMEHSEMBIC
g oopMIICHHSI XO3SHUCTBEHHBIX OMNEPalUid, O KOTOPHIM HE MPEIyCMOTPEHBI TUIOBBIE (OPMBI, a
Takxke (HOpMbI JOKYMEHTOB JJIs1 BHYTPEHHEH OyXranrepcKoi OTYETHOCTH, YyYacTBYET B OIpPEICIICHUH
COJIEp>KaHusl OCHOBHBIX IIPUEMOB U METO/IOB BEJICHUS yUeTa U TEXHOJIOTUU 00paboTKU OyXraiaTepckoi
uHpopMaLuu.

2.1.9. VYuactByer B TMpOBEJACHUU HSKOHOMHUYECKOTO aHaJM3a XO35SHCTBEHHO-(DHMHAHCOBOM
NEeSITeIbHOCTH OpraHU3alliy M0 JaHHBIM OyXTaJTEpCKOro y4yeTa M OTYETHOCTH B LIEJSX BBISBICHHUS
BHYTPUXO3SIICTBEHHBIX ~PE3E€PBOB, OCYILECTBICHUS peXUMa SKOHOMHUM M MEpONPUATUH IO
COBEpIICHCTBOBAHUIO JTIOKYMEHTOO0OpOTa, B pa3paboTKe U BHEAPEHUU MPOTPECCUBHBIX (GOpM U
METOAOB OyXTaJITePCKOro y4eTa Ha OCHOBE NMPHUMEHEHHsSI COBPEMEHHBIX CPEICTB BBIYMCIUTEIHLHON
TEXHUKH, B IPOBEICHNN UHBEHTAPU3AINI I€HEKHBIX CPEJCTB U TOBAPHO-MATEPUATbHBIX IEHHOCTEH.

2.1.10. IMoaroraBnuBaeT JaHHBIC O COOTBETCTBYIONIMM YYacTKaM OYyXralaTepCKOTO ydera Ui
COCTaBJICHHS] OTYETHOCTH, CJIECTUT 32 COXPAHHOCTHIO OYXTaJdTepCKUX ITOKYMEHTOB, 0(hOpMIIIET UX B
COOTBETCTBUH C YCTAHOBJICHHBIM HOPSAIKOM JUJIS IEPEIAYU B apXUB.

2.1.11. Beoimonuser paboTel M0 (HOPMHUPOBAHHIO, BEICHUIO M XpaHEHUIO 0a3bl JAHHBIX
OyxranTepckoil MH(pOpMaNNUK, BHOCHUT W3MEHEHHs B CIPAaBOYHYI0 M HOPMATHBHYIO HH()OpPMAIHIO,
UCIOJIb3YEMYIO MPU 00paOOTKE TaHHBIX.

2.1.12. YuactByeT B GOpMYyITUPOBAHUN SKOHOMHUYECKON IMOCTAHOBKH 3314 JINOO OTICIBHBIX HX
3TanoB, PEIIAEMbIX C TIOMOIIbIO BBIUMCIUTENBHOW TEXHUKH, ONPEAEHSIET BO3MOKHOCTh
UCIOJIb30BaHUsl TOTOBBIX IPOEKTOB, AJITOPUTMOB, MAKETOB IPUKIIAJHBIX MPOrpPaMM, MO3BOJSIOLIMX
CO3/1aBaTh SKOHOMHYECKH 00OCHOBAHHBIE CUCTEMBI 00PaOOTKH SKOHOMUYECKON MH(POpMAIIHH.

3. IIPABA

3.1. ByxranTep umeer npaso:

3.1.1. TpeGoBaTh OT pyKOBOJACTBA OpPraHU3ALMM OKa3aHUS COJEHCTBHSA B MCIIOJHEHUHM CBOMX
JOJKHOCTHBIX 00sI3aHHOCTEH.

3.1.2. IloBbImaTh CBOIO KBATH(DUKALIHUIO.

3.1.3. 3HaKOMHTbCA C MPOEKTaMH PEUICHUH pPyKOBOJCTBA OpraHU3alMH, KacCAIOUIMMUCS €ro
JesITeTbHOCTH.

3.1.4. [TIlpencraBiaTh Ha pacCMOTPEHHE CBOETO HEMOCPEICTBEHHOTO  PYKOBOIUTEIS
MPEUIOKEHUS 110 BOIIPOCAM CBOEH JEATeNIbHOCTH.

3.1.5. TlomyuaTp oOT pabOOTHUKOB OpraHu3anuu UHPOPMAIMIO, HEOOXOOUMYI0 IS
OCYILECTBIICHUSI CBOEH JAESATEIbHOCTH.

4. OTBETCTBEHHOCTb

4.1. byxrantep HeCeT OTBETCTBEHHOCTb:

4.1.1. 3a HeucnojHEHHWE WIM HEHaJJIeXKallee MCIOJHEHHE CBOMX  OO0S3aHHOCTEH,
MIPEAYCMOTPEHHBIX HACTOSIIEW JOJPKHOCTHOM HHCTPYKUMEH, - B COOTBETCTBHM C JACHCTBYHOLIUM
TPYIOBBIM 3aKOHOJATEIbCTBOM.

4.1.2. 3a mpaBOHapylIIEHHUSs], COBEPIIEHHBIE B MEPHOJI OCYIIECTBICHUSI CBOEH JEATEIBbHOCTH, - B

COOTBETCTBUM  C  JACWCTBYIOUIMM  TPaXJaHCKUM,  aJMUHUCTPATUBHBIM ¥  YIOJOBHBIM
3aKOHOJATEIbCTBOM.

4.1.3. 3a npuUYMHEHHE MaTepUaIbHOTO Yyiepbda - B COOTBETCTBUH C JICHCTBYIOIIUM
3aKOHOJATEIbCTBOM.

4.1.4. 3a napymenue [IpaBus BHYTpEHHETO TPYJOBOTO pacropsiKa, IpaBuil NPOTUBONOXKApHOU
0€30MMacHOCTH U TEXHUKH 0€30I1aCHOCTH, YCTAHOBJIEHHBIX B OPTaHU3AlIUH.

5. YCJIOBUA PABOTDI
5.1. Pexxum paboTbl Oyxranrepa oIpenensercsi B COOTBETCTBUHM ¢ [IpaBuiamu BHYTpPEHHETO
TPYZAOBOIO PACIOPsIIKA, YCTAHOBICHHBIMU B OPraHU3aLMH.
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5.2. B cBI3uM ¢ TpOM3BOACTBEHHOW HEOOXOAMMOCTBIO OyXTajaTep MOXKET HaIpaBJIsTHCS B
CITy’)keOHbIE KOMaHIUPOBKH (B T.4. MECTHOTO 3HAYCHHS).

HaCTOHIJ_[aSI JOJDKHOCTHAaA HHCTPYKIUA pa3pa60TaHa B COOTBCTCTBHUH C

(HaMMeHOBaHUE, HOMEDP U JaTa JOKYMEHTA)

COI'JTACOBAHO
IOpuckoncynpt

(moamucek) (®.1.0.)
T.

C "HCTpYKIIUEN 03HAKOMJICH:

(moamuce) (®.1.0.)
n n
T.
Bomnpocs! 1U1st NpoBeeHUsI co0ece 0BAHMA:

1. KakoBsI ()yHKIMH OPTaHU3AIHOHHBIX JTOKYMEHTOB?

2. OcHOBHEIE BUJbI OpTaHU3AIIUOHHBIX JOKYMCHTOB.

3. KakoBbl TpeboBaHus K COIepKaHUI0 U 0OPMIICHUIO HHCTPYKIIMH?

3aganmne Ne2: 3anonHUTe YHH(PHUIUPOBAHHYIO (POPMY LITATHOTO PACHHCAHUS B COOTBETCTBUU C
MPOU3BOJACTBEHHOM 3a1aueil.

Ilopsinok npoBeeHust 3aHATHUS:

B Havame 3aHATHS cleqyeT  MOBTOPUTH  HOPSIOK  COCTaBleHUs U odopMieHus
OpraHM3aloHHOro 1okymenra «llltatHoe pacriucanuey.

®opma mratHoro pacnucanus Ne T-3 ucnonb3yercs anst odopMIIEHHUS CTPYKTYpBI, IITaTHOTO
cocTaBa M IUTAaTHOW YMCICHHOCTHM OPTraHM3allUd B COOTBETCTBUM C €€ JIEHCTBYIOIIUM YCTAaBOM.
IlItaTHOE pacnucaHue W3 TEPedYHs CTPYKTYPHBIX NOAPA3ACIEHUM, OJDKHOCTEH, CBEIEHUSA O
KOJIMYECTBE LITAaTHBIX €IMHHUII, TOJDKHOCTHBIX OKJa/Jax, Haj0aBKaxX M MecsiuHOM (oHAe 3apaboTHOM
wiatel npeanpusaTtus. ltaTHoe pacmucaHue YTBEp)KIAeTCsl NMPUKAa30M PYKOBOAMTENS OpraHu3aluu
WM YIOJHOMOYEeHHBIM UM JuioM. Koa gpopmsl o knaccugpukaropy OKY 1 0301017.

ITopsinok 3anonHenust popmsl T-3:

B rpade 4 "KonudecTBo mTAaTHBIX €AUHUIL" 110 COOTBETCTBYIOIIUM JIOJDKHOCTSIM, TSI KOTOPBIX
IpeycCMaTpUBAETCs COJEpyKaHUE HEMOJIHOMN IITAaTHOM €UHHUIBI ¢ y4eTOM 0cOOeHHOCTeH padoThl 1Mo
COBMECTUTEILCTBY B COOTBETCTBMM C JEHCTBYIOIIMM 3aKOHOJATeNbCcTBOM P®, mitaTHas eauHMIIA
yKa3bIBaeTcs B A0JsX, Hanpumep, 0,25; 0,5; 1,5 u 1.1.

3anonusst rpady 5 "Tapudnas ctaBka W mp." HEOOXOIUMO YKa3aTh MECSYHYIO 3apabOTHYIO
1aty no TapugHoi cTaBke (0KJIady), Tapu(HON CeTKe, IPOLEHTY OT BBIPYUYKH, J10JIE€ UITU ITPOLIEHTY OT
npubbud, Kodpdunuenty tpynoBoro yyactus (KTY), xoaddunmenty pacnpenenenus U T.A. B
pyOJIeBOM HCUMCIIEHUH, B 3aBUCHUMOCTH OT CHUCTEMbI OIUIAThl TPYAa, NMPHUHATON B OpraHu3alvyd B
COOTBETCTBUH C JEHCTBYIOIIUM 3aKOHOATENbCTBOM P®d, KOJIEKTUBHBIMU JI0TOBOPAaMH, TPYJAOBBIMU
JIOTOBOpPaMM, COTJIAIIEHUSIMHU U JIOKaJIbHBIMA HOPMATUBHBIMH aKTaMHU ITPEIITPUSTHSL.

anonusas rpadger 6 - 8 "HangOaBku" yka3pIBalOTCS CTUMYJHPYIOIIME M KOMIEHCAIlMOHHBIE
BBIMJIATHI (IPEMHH, OTIATHI, HOOIPUTEIbHbIE BHIIIIATHI, HAJ0ABKH), YCTAHOBJIEHHBIE JIEHCTBYIOIUM
3akoHoAarenscTBoM P® (Hampumep, ceBepHble Han0aBKH, HAJA0AaBKH 3a YUYEHYIO CTENEeHb U T.J.), a
TaK)K€ BBEJCHHBIE HA YCMOTPEHHE OpPraHU3aluu (HallpUMEp, CBA3AHHBIE C PEKMMOM WJIM YCIOBUSAMHU
Tpyna).

Ecnu 3anonnenue opranuzanueit rpad 5 - 9 B pyOJIeBOM HMCUMCICHUU HEBO3MOXKHO B CBSI3H C
IIPUMEHEHHEM B COOTBETCTBUHU C JIEMCTBYIOIUM 3aKOHOJATENbCTBOM PD MHBIX CUCTEM OILIATHI TPyAa
(marmpumep, 6ecrapudHas, cMelaHHas U T.1.) yKa3aHHbIE Tpadbl 3aNOTHIIOTCS B COOTBETCTBYIOIINX
eAMHUIAX U3MEpeHus (Hampumep, B MporeHTax, Koddpuuentax u T.1.).
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KoppekTrpoBKH B MITATHOE pacHHCaHUE BHOCSATCS B COOTBETCTBUU C IMPUKA30M PYKOBOJUTEIS
OpraHHU3aIMH UIH YIOJTHOMOYCHHBIM UM JIUI[OM.

[TpousBoacTBEHHAS 3a7a4a:

CocraButh mtaTHoe pacnucanue m\c Ne 3 «Auenymikay. 3aBenytromiast - 1, okian - 1000 pyo.,
oyxranrep - 1, okman - 900 py6., meroauct - 1, oxman - 800 py06., menpaboTHuK - 1, okman - 700 pyO.,
My3. pyKoBOAUTENb - 1, okman - 600 py0., Bocurarens - 7, okian - 500 py0., kmagoBowk - 1, oknay -
400 py6., mom. BociuTaTens - 7, okaaz - 350 py6., moBap - 3, okiazn - 300 py0., HOYHOW CTOPOXK -2,
oknax - 250 py6. Paiionnsrit koadumnment - 10%.

Bomnpocsl 11 poBeieHus1 codeceJ0BAHUA:
1. KakoBO cojepkaHHe TMOHSTHH «CHCTeMa JIOKYMEHTAIMW», «yHHU(PHUIIMPOBAHHAS CHCTEMa

nokymeHrtanuu»? [IpuBenute npuMepsl YHU(PHUIIMPOBAHHBIX CUCTEM JJOKYMEHTAIUH.
2. B uewm 3akmovaercs cyTh YHH(PHKAIMU M CTAaHIAPTU3ALUHU B I€TONPOU3BOACTBE?
3. Xapakrepuctuka u cocrtaB jgokymenta «llltatHoe pacmucanme». Ero HasHaueHnue B

KOMIUJICKCE JOKYMCHTAlIUU OpraHrU3allu.

IIpakTnyeckoe 3ansitue Ne 5
Tema 6. PacnopsiguresibHble JOKYyMeHTbl. BUabl, Ha3HaYeHHe, IpaBuJIa 0()OPMJICHUS

Lesanb padoThl: MPHOOPECTH HABBIKK B COCTABICHUU U O()OPMIICHUU PEKBU3UTOB PACHOPSAUTEIBHBIX
nokyMeHToB, pykoBoAcTBYysicb ['OCT P 6.30-2003 «YHuduunupoBaHHasi cucreMa OpraHM3al[MOHHO-
pacropsauTeIbHON ToKyMeHTauuu. TpeGoBanus K 0hOPMIICHHIO JOKYMEHTOB).

Iopsiaok npoBeaeHUsI 3aHATHS:

B Hawane 3aHATHS ~cieayeT MOBTOPUTH  MOPSAJOK  COCTaBiIeHUS M odopmiieHus
pacniopsiautenbHoro JokymenTa «llpukaszy.
3aganue:

CoctaBbTe MpHKa3 MO OTKPHITOMY akIHoOHepHOMY obmecTBy «HoBocubupckuili 3aBoj
XUMKOHIIGHTPaTOB» 00 YyTBEpPXKAEHWHM MHCTPYKIMM IO JEJNONpPOM3BOACTBY Ha 3aBoje. B
KOHCTAaTUPYIOUIEH 4YacTH yKaXUT€, YTO B COOTBETCTBUM C THIIOBOM HWHCTPYKIUEH IO
JIEJIONPOU3BOJICTBY B MHMHHCTEpPCTBAaX, BeaoMcTBax Poccuiickoil ¢enepanuu, yTBEp:KISHHOU
pacniopsbxenueM IIpaButensctBa Poccuiickoit dpeneparuu ot 24.06.1992 Ne 1118-p, u ¢ TOCT P 6.30-
2003 xanmenspueld 3aBojga pa3pabOTaHBl MOPSIOK MPOXOXKACHHUS JOKYMEHTOB M CTaHAApTHI Ha
OpraHU3alOHHO-PACTIOPSAUTENBHYIO JOKYMEHTALMK. B pacnopsIuTenbHON YacTU YTBEPAMTE
MHCTPYKLHMIO W TOPYYUTE 3aBeAyIolled KaHUenspueld oO0ecneunTbh METOJUYECKOE pPYKOBOJICTBO
OpraHm3alyeil JeNONpON3BOACTBA Ha NPEANPUATAA M YCTAHOBUTH KOHTPOIb 3a COONIOJCHUEM
TpeOOBaHUIN MHCTPYKIIMH, OCTAJIbHBIE PEKBU3UTHI YKAKUTE CAMOCTOATEIBHO.

Obpaszey

HAVMMEHOBAHUWE OPI"TAHU3ALIUUN

CrpaBouHbIe JaHHBIE 00 OPraHU3AINH

(MHACKC IPEANPUATHSI CBSI3H, TIOYTOBBIN

anpec, Ne renedona, akca u T. 1.

OKIIO OKVY )

IMPUKA3
00 00.0000 Ne 00

MECTO COCTaBJICHHUA

3aroJIoBoOK K TEKCTY HAYMHACTCA
C IMpeajiora «o», OTBEYACT HAa BOIIPOC «O YCM»
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B koHcratupyromei 4acTu W3JIaraloTcs OCHOBAaHWS, €M, MOOYAHMBIINE PYKOBOJCTBO
OpraHu3alMy u3JaTh TMpUKa3. B HEKOTOpBIX ciy4yasx, KOIrJa OCHOBAaHUS OYEBU[HBI,
KOHCTATUPYIOIIAas 4YacTh OITyCKaeTcs. PacropsauTesbHas 4YacTh HAYWHAETCS CO  CJIOBa
ITPUKA3BIBAIO:

1. B Havasie myHKTa MPUBOAUTCS HAMMEHOBAHUE JOJLKHOCTH ucnonHuTens, ero @. 1.0.,
WM HAaMMEHOBAaHHME CTPYKTYpPHOrO mMojipa3jiejieHuss (B JaTeIbHOM IMaJIekKe), 3aTeM YETKO
W3JIaraeTcsl COACpIKaHUE TpeyIaraéMbIX JACHCTBUN (HAYMHAETCS C IJIaroja HEONpeaeICHHOU
($OpMBI) U YKa3bIBACTCS CPOK MCIIOTHEHUS.

2. CrpykTypa MOCIAEAYIOIIMX ITYHKTOB aHaJOru4Ha. [IyHKTBI MOryT pa30uBaTbcs Ha
noanyHkTel (1.1, 2.3 u T. 1.). B OTACHBHBIX CIy4asX TEKCT MOXKET MPEIACTaBIATHCS B BUIC
TaOIUIIBL.

3. B mocnemHeM MyHKTE NMpHUKa3a MPUBOJIUTCSA YKa3aHHE O KOHTPOJIE 3a HCIIOTHEHUEM
npukaza: KoHTpoap 3a MCMOJHEHHEM MpUKa3a BO3JIOXKHUTH Ha... (YKa3bIBaeTCS JOKHOCTD,
@®.1.0. wim HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3CICHUS ).

HaumeHnoBanue qOmKHOCTH
PYKOBOJIMTEIS (moamucek) H. O. damumnus

Bu3sbl 3auHTEpECOBAaHHBIX JIMI]
JIOJDKHOCTB

noanuck U. O. pamumus
00.00.00

Ucnionautens (Gamumnus ninn Gamunust, Mms, OTuectBo)
tenedon (000 00 00)

B neno 00-00 (mmoamucek)

uaeHTuuKaTop
AIEKTPOHHOU KO
JTOKyMEHTa

Obpasey

OO611ecTBO ¢ OTPaHUYEHHON OTBETCTBEHHOCTHIO «OpoOuta-M»
000 «OPBUTA-M»

IIPUKA3
03.03.2016 Ne 34
Mocksa

O Ha3HAaYeHMH OTBETCTBEHHOI'0
3a y4eT, BeJleHHe, XpaHeHHe
U BbIIa4y TPYIOBBIX KHUKEK

B cBia3u ¢ HCO6XOZ[I/IMOCTBIO MMPaBUJIBHOT'O BEACHUA U XPAHCHUS TPYAOBBIX KHHIKCK U BKJIaabIIICH

ITPUKA3BIBAIO:

1. Hasmaunte BacwibeBy Mapuny BrnaauMupoBHy, MeEHe[Kepa IO IEpCOHAIY,
OTBETCTBEHHOM 3a yueT, BEJICHUE, XPAHEHUE U BblJauy TPYAOBBIX KHMKEK PaOOTHUKOB U

BKJIQJBIIIIEH K HUM.
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2. KOHTpOJII: 3a HUCIOJHCHHCM HACTOANICTO PCIICHUA BO3JIOXKUTH HA HAYaJIbHUKA OTHAC/Ia

kazpoB JIyroyto Onbry AjleKCaHIpOBHY.

Hupektop Iloonucw IT1.A. CrenanoB

C npuka3zomM 03HAKOMJICHBI:

Ioonuce O.A. JlyroBas
03.03.2016

Iloonucw M.B. BacuiibeBa
03.03.2016

Bomnpocsl 1151 mpoBeaeHns codece0BaHUMA:
1. KaxoBbl OCHOBHBIE (DYHKIIUU PACTIOPSIAUTEIBHBIX JOKYMEHTOB?

2. Ilepeuncnure cTaguu MOATOTOBKH PACIIOPIUTEIBHBIX JOKYMEHTOB.
3. Ipuxa3. [lonarue W BHUIBI MPUKa30B. 3HAYCHHE, CTPYKTypa U COJEp)KaHHE NpUKa3a IO

OCHOBHOM ACATCIIBHOCTH.

IIpakTnueckoe 3ansaTue Ne 6

Tema 7. Un¢popMallMOHHO-CIIPABOYHbIE JOKYMEHThI. Bubl, Ha3HAYeHHe, TpaBUIa 0POPMIICHHUS

Ileanb pabGoThbl: 3aKkpenuTh NOJIYYEHHBIE 3HAHUS; cHhOPMUPOBATH HABBIKUM O(OPMIIEHHUS CIIPABOYHO-
MH(OPMALIMOHHBIX TOKYMEHTOB.
ITopsaok BeINOJNIHEHHs paOOThI (CTYACHTHI BHIMOJIHSIOT JIBA 33JJaHUs U3 IPEIJI0KEHHbIX Ha BBIOOD):
1. Hanummre OTBETHI Ha CIEAYIOIINE BOIPOCHI:
e JlenoBble muchbMa: (QYHKIMH, KIacCUPUKALMSL.

L4 CprKTypa " PCKBU3UTHI ACTIOBOI'O ITUCbMaA.

2. CocraBbTe Cly:)keO0HO€ MHUIIMATUBHOE MMChMO-HATIOMUHAHKE 10 CIEAYIONIUM JaHHBIM:

aBTop nucbma — 3A0 «KKBAHTPAY,

aapec: nep. Ctpemsinnol, 36; Mocksa; 113054;

OKTIO 03944527,

OI'PH 1038800839857

MHH/KIIIT 5708022410/817002002;

MOJIKCHIBAET MUCHMO - qupekTop Bosoxos U.B.;

anpecart: qupektop TOO «JIMJIEP» Cokonos A.H.;

anpec: yi. Ocroxkenka, 1.9; Mocksa; 142274;

OKIIO 04956728; OI'PH 1056600849824;

MHH/KITIIT 2508022310/624002004.

[TuceMo sBNIsIETCS HAIOMHUHAHUEM O TOM, 4TO 00s3aTenbcTBa 1Mo KOHTpakTy Ne25 ot 14.02.2013 o
noctaBke MeOenr He BBIMOJHSIOTCS, CPOK OTIPY3KHM MCTEK 2 HEJeNd Hazal, U 3aJiep’KKa MOCTaBKU
MOXKET MPUBECTH K MPEKPAIICHUIO COBMECTHOM €SI TEIIbHOCTH.

3. CocTaBbTE OTBETHOE MHUCHMO, B KOTOPOM OyJIeT COOOIIEHO O MPUYUHE 3aJIeP>KKH TTOCTaBKH MeOeIn
U TIPUHSATHIX Mepax.
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4. CocTaBbTe IOKJIAJHYIO 3alMCKY HayaJlbHUKA IIAHOBO-KOHOMHYECKOI'O OTelNa, PYKOBOIUTEIIO
npeanpusaTis 00 obecreueHNH OT/eNa YeThIpbMsi KoMIbloTepaMu. OcTaibHbIE PEKBU3UTHI YKaKUTE
CaMOCTOSITENILHO.

5. CocraBpTe nOKIaAHYIO 3amucky Oyxranrepa Tumommuoit WM.II. rmaBHOoMy Oyxranrepy ¢upmbl
«Py6uny» badbuuery H.II. ot 15.09.2000 o mpousBenennoi Tumommuoin M.I1. mpoBepke BBITIOJHEHHS
npukaza gupekropa ¢upmser Ne 92 ot 12.01.2000 «O cocTosHUM OyXraaTepcKoro yuyera Ha
CTPOMUTENLCTBE 0a3bl OTAbIXA B pailone O6ckoro Mopsi». B npukase Oblin yka3aHbl KOHKPETHBIE CPOKU
JTUKBHJIAIIUU HEAOCTATKOB, OOHapyXeHHBIX B stHBape 2000 roma. B moknagHol 3anucKe JOHKHO OBITh
OTMEYEHO BBIMIOJIHEHWE BCEX IIYHKTOB IIpHKa3a, 3a HUCKIIOYEHHEM IYHKTOB 00 OpraHu3anuu
PaBHOMEPHOM €KeTHEBHOM claun paboyruMu HapsaoB Oyxrainrepy. Beisaieno, uro 25 despans 2000
r. ObUI0 caHo Tonbko 35,2% Bcex HapsmoB. OcranbHble Hapsaasl cnanbl 1 mapra. [lo rpaduky cpok
Clayu TMOCTEAHUX HaApPSIOB 3a MPOLUIBIA MECSI] YCTAaHOBJIEH MEPBOr0 4YMCia CIEAYIOLIEro Mecsla.
OcTanpHble JaHHBIE YKA)KUTE CAMOCTOSITENIBHO.

6. CocraBbTe MUCHBMO — IMpUIJAlIEHUE OO0bEIUHEHHUS «IKCIOUEHTP» C MPEUIOKEHUEM MPUHATH
ydyacTue B POCCHICKOM BBICTABKE Ha MEXIYHApOJIHOH oO0IeoTpacieBoi sipmapke B r. M3mupe
(Typuus), xoropas O6yaer npoxonuts ¢ 20 HoaOps mo 10 mexadbps 2013 rona M3mupckas spmapka
SBJIAETCS OJIHUM U3 KPYIHEHMIINX TOProBbIX MEPONPUSITUN CTpaH cpenHero u OnmxkHero Bocroka. B
TEeKCTe HAJ0 yKa3aTh, YTO y4dacThe B ATOW spMapKe MO3BOJSET MIMPOKO MPEICTABUTH IKCIOPTHYIO
MPOAYKIIHIO OPTaHU3AIMH, TPOAATh SKCIIOHATHI CO CTEH/IA, H3yYHTh OCOOCHHOCTH PBIHKA, OOMEHSATHCS
C IPYrUMH YYaCTHHKAMH SPMapKH HAY4YHO — TEXHMYECKOM HMH(]OpMamuend U 3aKII0YUTh BBITOIHBIC
C/IETIKU.

7. OdopMuTe HHUIIMATUBHOE MHCHMO, PACIONOKUB peKBU3UTHI B cooTBeTcTBHM ¢ [OCT P 6.30-2003:
JupexTopy pexiiamHoro arenrcTa «Jpay» H.U. UepkacoBy, np. Ctpouteneii, 5/2, r. Duck 29.05.2001
Ne 58/03-05. O6 u3roToBICHUH U pa3MELICHUH PAcTsHKKH. YBaxkaemblii Hukonait Banosuy [Ipocum
Bac u3roToBUTh U pa3MECTUTh PACTSKKY Yepe3 MPOoe3Kyko yacTh 1o yia. CanoBoil B pailoHe Mara3uHa
«Betb» Ha 23 naus (c 18 umrons mo 11 aBrycra). OmnaTy U3rOoTOBJICHMS, Pa3MEIIEHUS M apeHbI
rapaatupyem. C yBaxkeHueM. ['enepanbubiii qupextop M.A. IlaBnoB. ArToHOBa 45-83-98.

Bonpocsl 111 npoBeaenns codece0BaHUSA:
1. Yro Taxoe cinyxedHoe nucbMo? Ero Mecto B 1€710BOM Nepenucke.

2. Kaxkue TpeGoBaHMs HEOOXOAUMO COOIIOIATh IPY BEACHHUH MEPETHCKH.
3. KakoBa cTpykTypa 1enI0BbIX nHrcem?
4

Krnaccudukanys nenoBbIxX MHCEM.

Obpaszey cnysicedbHo20 nucoma

OTKpBITOE aKIIMOHEPHOE Hupekropy 3A0 «/lnanor»
obmiectBo «I"apanT» B.A. Opnosckomy

(OAO «I"apanT»)

yi. Mupa, 25, 246044, r. 'omens

ten.: (0232) 57 90 40, dakc: (0232) 68 30 25

E-mail: garant@garant.by

p/c 3031234560078 B punnane

OAO «benmpomctpoitbank» T. ['omens

M®O 202101234 YHH 600055
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14.01.2009 Ne 01-05/10
Ha Ne oT

O 3ampoce HpeUIoKEHNUs Ha IOCTABKY
XOJOAUIBHOTO 000PYAOBAHUS

VBaxkaemblii Bacunuii AHToHosuy!

[TpocuMm Bac BeIcTaTh Ha HaII aJipec MPEI0KEHNE Ha MTOCTAaBKY OOJIBIIION MapTHH
XOJIOUIIBHOTO 000pynoBaHusl. B nmpeiokeHnu MpocuM yKa3zaTh CTOUMOCTb OJIHOM XOJIOAWIIBHOM
KaMephblI IIPH ONTOBOW MOCTAaBKE, CPOKH IMOCTABKU, CTOUMOCTh TPAHCIIOPTUPOBKHU U (JOPMY OTLIATHIL.

3apanee OnarogapHsl U yOeXKIEHBI, YTO HAIIE COTPYAHUYECTBO OYyIET MIOA0TBOPHBIM.

C yBaxeHueM,
Hupektop Hecmeposuu C.B. Hecreposu

Obpasey cocmagieHuss nucoMa
HAUMEHOBAHUE OPT' AHU3ALINN Anpecar: HAMUMEHOBAHUE JI0JHKHOCTH
CripaBouHble JaHHBIE 00 OpraHU3aluU ®amunus 1.0. (Bce B AaT€IbHOM MAJIEKE)
(MHIEKC MPEeANPUSATHS CBSI3U, TOYTOBBIN [TouToBBIN UHACKC, apec
anpec, Ne renedona, akca u T. 1.
OKIIO OKYJ)

00.00.0000 Ne 00
Ha Ne 00 ot 00.00.0000

3aroyioBOK K TEKCTY, (OTBEYaeT
Ha Borpoc «O uem?», HaunHaeTCs
¢ npeziora «O»)

Ecam TekcT mucbMa coCcTOUT U3 ABYX M Oojiee ab3areB, TO MUChMO MeYaTaeTcsi ¢ 5-To 3Haka (0T
1-ro monoxenust Tadynsropa). Tekct 6e3 ab3aleB MOXKET MEYaTaThCs HEMOCPEICTBEHHO OT JIEBOTO
noJtst (0T 0-ro MosjoKeHus TadynsaTopa).

TekcT muchkMa JOMMHKEH BKIIOYATh TPU CTPYKTYPHBIX JIEMEHTA: BBOAHYIO YacCTh, U3JIArarollyro
II0OBOJA JII HaIlMCaHUs IIMCbhbMa, I[OKaSaTCHI)HYIO qacThb, HpI/IBOI[ﬂHIYIO JOBOABI, CCBIJIIKM Ha
HOPMAaTUBHBIE TOKYMEHTHI; 3aKIIOYUTEIHHYIO YacTh, B KOTOPOI M3Naraercst mpocb0a, coriacue, 0TKas
U 1p.

BosmoxkeH o0paTHBII TOPSA0K MOCTPOSHUS MUChMA: 3aKIIOUUTEIbHA YacTh MPUBOAUTCS MEpel
JI0Ka3aTeIIbHON. DTOT MOPSIOK XapaKTePeH IS IIHCEM BBIIIECTOSIIIAX OPTaHU3aINN.

[IpunoxeHue: Ha ...J1., B ...0K3.

HaumenoBanue nomkHOCTH
PYKOBOJIUTEIA (moamuck) H. O. ®amunus

Busbr:
JIOJIDKHOCTB

(moxmucek) N.0O. Gamunus

Ucnonautens (Gamunus ninun OamMunusi, UMsi, OTIYECTBO)
tenedon 000-00-00
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IIpakTuyeckoe 3ansaTue Ne 7

Tema 8. JlokyMeHTBI 10 TPyA0BbIM 0THOIIeHUsIM. Kitaccuukanus, npasuiia opopmiieHust
AOKYMEHTOB I10 JINYHOMY COCTABY

Heap padoThi: W3ydyuTh TPEOOBAHUS TOJATOTOBKE JOKYMEHTAIMA TIO TPYAOBBIM OTHOIICHHSIM,
KiIaccupukanuoo, MnpaBwia o(OpMIeHUS JOKYMEHTOB IO JIMYHOMY COCTaBy. DBrinonHeHnue
MPAKTUYECKOW paboOThl 3aKIOYaeTcss B OOYYCHHHM 4Yepe3 MPAKTHUKY, MOJACITUPYIONIYI0 peajbHbIC
TPYJOBBIE MPOIECChl MPEANPUATHS (OpraHU3aluK), a TaKXKe NMPUOOPECTH HABBIKM B COCTABICHUU U
oopMIIEHUN PEKBU3UTOB JJOKYMEHTOB IO JINYHOMY COCTaBY MpeAnpusitusi, pykooactBysice [OCT P
6.30-2003 «YHudumupoBaHHas CHCTEMa OPraHU3AIMOHHO-PACHIOPAIUTEILHON JOKYMEHTAIUH.
TpeboBanus kK 0HOPMIICHUIO JOKYMEHTOBY.

[TopsI0K BBIMOTHEHUS PAOOTHI:
B nauane 3aHATHS CclieqyeT MOBTOPUTH MOPSAOK COCTaBICHHS U O(QOPMIICHUS TOKYMEHTOB IO
JUYHOMY COCTaBY IPEIPUATHS (OpraHU3aLun).
3aganue 1. CocTaBuUTh 3asBlIEHUE O IPHEME Ha padoTy.
HcnonauTh He0OX01MMbIE BU3BI HA 3asIBJICHUU.
HanoxuTs pe3onronuo pyKoBOAUTENS IPEANPUATUS Ha 3asBJICHHE.
Obpaszey 3asa6nenus o npueme na pabomy

Hupexropy OAO «Pagyra»
Npanosy C.B.
IIerpoBa Bacunus ['puropseBuya
3asBJICHUE.

[Ipomy npuHATH MeHsI Ha paboTy cTapmiuM HHXkeHepoM ¢ 19.11.2012 r.
18.11.2012 Ilempos

Mertoanueckue yka3zaHus K padote

3asiBIIeHUE O MpUeMe Ha paboTy COJEPKUT MPOCKOY O 3aKITFOYSHUH TPYAOBOTO JIOrOBOpA.

bnank 3asBieHus o0 mpueMe Ha paboOTy UMEET TaKylo )K€ CTPYKTYpY, Kak OObIYHOE 3asBIICHHE.
[Mumercs Ha WM PYKOBOAMUTENS OpraHM3alMM, OT PYKM Ha Jucte Oymaru ¢opmara A4 wiu
HaOupaeTcss Ha KoMIbloTepe. B TekcTe ykasbiBaeTcs mpearnoaraeMas J0JDKHOCTh U JaTa IMpueMa Ha
pabory.

3asBiIeHHE OTIIPABIISAETCS B JMYHOE JEJ0 COTPYJHHKA M HA €ro OCHOBAaHUM H3JaeTcs MpPUKa3 O
npuemMe Ha paboTy.

Taxke mnpu ycTpoiicTBe Ha pabOTy COMCKATENI0 HEOOXOAMMO NPEIbSIBUTH CIEAYIOIINE
TOKYMEHTBI:

e MACIOPT;

e TPYAOBYIO KHUXKY,
e CTpaxoBO€ CBHACTECILCTBO IICHCHOHHOI'O (I)OH,Z[a;
e JIOKyMEHTBI BOMHCKOIO YYETa;

e JIOKyMEHT 00 0Opa30BaHUH.

3apanue 2. CoctaBuTh MPOPECCHOHATIEHOE PE3OME ITOMOIITHUKA OyXTranTepa.
Oopasey pe3rome HA 00JIHCHOCHIb NOMOUWIHUKA OyXzanmepa

Yepusasckasa Oubra CepreeBHa

Hara POKIEHUS: 05.05.1990 T.
Anpec NPOKUBAHMA: T. Mocksa, yIL borannueckas, Mecto gna |2
Ballew 19

doTorpaduu



http://working-papers.ru/zajavlenie-o-prieme-ne-raboty.html
http://working-papers.ru/zajavlenija

Teaedon: (495) 431-01-02
e-mail: chernyavskaya_o@yandex.ru

Heab: couckanue TOHKHOCTH MOMOIIHUKA OyXTayirepa.

OnbIT padoThI:
asryct 2012 r. — 00O «Mujaeam»
HACT. BpeMms Cdepa nesarenbHOCTH: TPAHCIIOPTHBIC YCIYTH
J0J1KHOCTB: TIOMOIIIHUK OyXTranTepa
OyHKIMOHAIbHBIE 00S3aHHOCTH:
* paboTa c MepBUYHOMN JOKYMEHTAaIMEH (cueTa-(haKkTyphl, aKThl);

*  BEJEHUE KaCChl;
*  BBIIOJIHEHUE NIOPYUYEHUH [NIaBHOTO OyXrairepa;

¢ IIOC3AKHU B HAJIOI'OBBIC OpIr'aHbl, DoHbI.

OopasoBanue: 2007-2012 1T., MOCKOBCKHIA TOCYyIapCTBEHHBI TEXHWYECKUH YHHBEPCHTET,

SKOHOMUYECKHUHU Q)aKYHBTCT, JUITJIOM CIICIHAaJIMCTA.

JononHurtenbHoe o0pazoBanue: HosA0pb 2012 r., kypesl «1C: byxranrepus 8.2.» B yueOHOM LIEHTpE
«byxcodt», r. Mockaa.

IIpodeccuonanbHble HABBIKM: yBEepeHHBINH moib3oBareiab [IK: MS Excel, Word, 1C: Byxranrepus
8.2, 3HaHHE OCHOBHBIX OYXTalITepPCKUX MPOBOJIOK.

JInunble Ka4yecTBa: YCUAUNBOCTD, BHUMATCIIbHOCTD, BBICOKas pa6OTOCHOCO6HOCTB,
OTBCTCTBCHHOCTD, UCITIOJIHUTCIIBHOCTDb, AKKYPATHOCTb.

3apnanue 3. CocTaBUTh NMPUKA3 O 3aUUCIEHWM HA pabOTy B COOTBETCTBYIOIIEE MOApa3eiieHue, C
OTIpEeIETIEHHOTO YKCa, C ONPEAETICHHBIM UCIIBITATEIbHBIM CPOKOM, C YCTAHOBJICHUEM YPOBHS OILTATHI
TpyZAa COTJIACHO JINYHOMY 3asIBJICHHIO, BU3aM M PE30JIOIMH HA HEM U TPYAOBOMY JIOTOBOPY.

Ilpukas (pacnopasxcenue). Oopazey (dhopma)

(0 npunamuu nHa pabomy)

HAUMEHOBAHUE OpcaHUu3ayuu

ITPUKA3
(pacnopsikeHue)
o mpueme paboTHHKA Ha paboTy
Ne
«» 20 r.
[TpunsATs Ha paboTy € « » 20 1.
Gdamunus, ums, omuecmeo compyOHUKa
6

HauMeHO8aHue CMpyKmypHo20 noopasoeienus KOMNaHUu

HAUMEHOBAHUE OONNHCHOCU

VCo8us npuema Ha pabomy, xapakmep pabomuol
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¢ okyazioM (TapudHOM CTaBKOIN) pyo KOTI,

Ha0aBKOU pyo KOII,
C UCTIBITATENIbHBIM CPOKOM Mecsa.
OcnoBanue: TpynoBoit 10roBop (KOHTPAKT) OT « » 20 roma Ne

PyKOBOI[I/ITeJ'H: OpraHnu3anunuunu

00JI2CHOCD NnOONUCD pacuughposxa noonucu

C npuka3om (pacropspKeHUEM ) «» 20 1.
O3HAKOMJICH nOONUCL pacuiugposka noonucu

Yuudunuposannas ¢opma Ne T-

1
YrBepxkaena IloctaHoBneHuem
T'ockomcrara Poccun

o1 05.01.2004 Ne 1

Kon
dopma o
OKVY I 0301001
o
OKIIO
(HaMMEHOBaHUE OPTraHU3aLINN)
Howmep [ara
JIOKYMEHTAa COCTaBJICHUSI
ITPUKA3
(pacnopsizkeHue)
0 npueMe padOTHHKA Ha padoTy
Jlara
IIpunsaTs Ha padorty c
1o

TabenpHBIN HOMED

(pamunus, uMs, OTYECTBO)

B

(CTpYyKTYpHOE TTOpa3ICIICHIE )

(ToKHOCTD (CHeHaNbHOCTD, Ipodeccus), pa3psij, Kiacc (KaTeropus) KBaaupuKaum)

(ycroBus mpreMa Ha paboTy, xapakTep paboThI)

¢ TapuHOi1 cTaBKO (OKIIaI0M) pyo. KOIL.
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(midpamn)

Ha0aBKON pyo. KOII.
(wcpamr)
Mecsia(eB
C MCTIBITAHHEM Ha CPOK )
OcHoBaHue:
TpynoBoil A0roBop
or “ ”? 20 1. Ne
PykoBoaurenn
OpraHu3anuu
(TOIKHOCTBD) (muHas (pacmudpoBka moanucy)
MTOATIHCH)
2

C npukazom (pacnopsikeHueMmM) PadOTHUK

03HAKOMJIEH “ ” 0 I.
(JInyHas MOAKCH)
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IIpakTnyeckoe 3ansaTHe Ne 8

Tema 9. YHupuuupoBanubie GopMbl JOKYMEHTOB 110 JUYHOMY cocTaBy. U31aHue npuka3zoB no
JINYHOMY COCTAaBY.

Henp paGorbl: O03HAKOMUTBHCS C TMOPSAKOM H3JaHUSA [PUKA30B IO JIMYHOMY COCTaBy ¢C
MCIOJIb30BaHUEM YHUDUIIUPOBAHHBIX (POPM TOKYMEHTOB.

3ananue 1.
OdopMuTh pHKa3 0 TUCHHUILTHHAPHOM B3BICKAHUHM pa0OTHUKA HA OCHOBE MpeJiaraeMoro oopasia.

OO011ecTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO «Cepar
[TPUKA3
«11» mapra 2016 roga Ne 267/x

O oucyuniuHapHoMm 83bICKAHUU

EBceeB Cemen BukropoBuu, Tokapp 2-ro paspszaa, 9 mapra 2016 roma orcyrcrBoBan Ha
pabouem mecte 6e3 yBaxuTenbHOM mpuuuHbl ¢ 13:00 go 17:00, yem Hapymun ct. 21 TK P® u
IIpaBWJia BHYTPEHHETO TPYI0BOTO paclopsiika KOMIaHUH.

Ha ocHOBaHuM BBIIIEH3IOKEHHOTO M panopra HadajdbHMKa cMmeHbl TapacoBa II. H. or
09.03.2016, mucemenHoro oobsicienust EBceesa C. B., ohopmiieHHOTO B IPUCYTCTBUN KOMUCCHH aKTa
00 orcyrcTBUM Ha pabore ykazaHHoro corpynuHuka oT 09.03.2016, rpaduka paGouero BpeMEeHHU Ha
Mmapt 2016 roga
ITPUKA3BIBAIO:

1. 3a rpyboe HapylieHHe TpPYyIOBBIX OOS3aHHOCTEH — OTCYTCTBHE Ha paboueM mecre 0e3

YBOKUTENbHBIX NPUYMH OoJiee YeThIpeX 4acoB MOJpPS] B TedueHue pabouero AHs (Mporysm)
EBceeBy Cemeny BukropoBuuy (tad. Ne 00365) 00BbsBUTH 3aMeUaHUE M CHU3UTh IPEMUIO 32
MaptT 2016 rona Ha 30%.

2. Wucnexropy no kagpam [epsounoit C. A. konuto npukasza HanpaBuTh B OTu3, o3HakoMHUTH

pa6OTHI/IKa o pacCIucKy.

Hupexrop OO0 «Cdodepa» Comnuxos /CotnukoB H. E./
C nmpuka3oM 03HAKOMJIEH: Escees /Ecees C. B./ 10.03.2016
3aganmue 2.

OdopmMuTh npuKa3 0 HampaBIeHUN paOOTHUKA B KOMAaHIMPOBKY Ha OCHOBE IIPEAJIaraeMoro oopasiia.
3anonHuTe YHUQUIUPOBAHHYIO GOPMY.
YaudunuposanHas popma Ne T-9

YTBepkIaeHa MTOCTaHOBJICHHEM
I'ockomcrara
Poccuu ot 06.04.01 Ne 26
Kon
®opmMma o
OKY]I 0301022
o
OKITIO
(raumenosanue opeanuzayuu)
'Homep | data \
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HanpaBuTbh B KOMaHJIUPOBKY:

JIOKYMEHTA

ITPUKA3

(pacnopsizkeHue)
0 HanpaBJieHUU Pa0OTHMKA B KOMAHAUPOBKY

TabGenbHbIi
HOMEp
(®HO)
(Oondrcnocms)
(cmpykmypnoe noopazoeieHue)
(Mecmo KOMaHOUPOBKU (Cmpaua, 20poo, opeanu3ayus))
KaJICHIapHBIX
CPOKOM Ha JHEW
c“ ” 20 rojga no “ ” 20 roga
c
(137

KomanmupoBka 3a
CpENCTB

OcHoBaHH"
e:

(cryoicebHoe 3a0anue, Opyeoe ocHo8aHue (Homep, oama))

PykoBoaurenn
OpraHu3auuu

(Oondchocms) (noonucw)

(pacwugpposka noonucu)
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C NMPHUKA30M (pacnopsizkeHHEeM) 2 roa

03HAKOMJIEH “ ” 0 a
(noonucv pabomuuxa)

3ananue 3.

OdopmMuts mpuka3 o HampaBlIeHHH paOOTHHKAa B OTIYCK Ha OCHOBE NpejajaraeMoro ooOpasma.
3anonHuTe YHUQUIUPOBAHHYIO POPMY.
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YHudmumnposaHHasa opma N T- 6
YTBepxaeHa noctaHoBneHnem Fockomcrata PO
01 05.01.2004 N 1

Kon
dopma no OKY[] 301005
000 "Bekmop" no OKIMO
HauMeHOBaHWe opraHu3auumn
Homep gokymeHTa [ata coctaBneHus
NMPUKA3 25-0 25.02.2013
(pacnopsikeHue)
O nNpefocTaBleHNUM oTnycka paboTHUKy
MpenocTaBUTL OTNYCK TabenbHbIN HOMep
lMaeneeea MapuHa CepzeeeHa 0012
damunus, UMs, 0TYECTBO
omaden ¢puHaHcoe
CTPYKTYpHOE nogpasfeneHve
¢huHaHco8bIl MeHedXep
JOIMKHOCTb (cneumanbHOCTb, Npodeccus)
3anepuog paboteic " 23 " siHeapssi 20 12 r. no" 22 " sAHeapssi 20 13 T
A. exxeroHbli OCHOBHOW onriayMBaemMbli OTMYCK Ha 28 KaneHgapHbIX AHen
c " 04 " mapma 20 13 r. no" 31 " mapma 20 13 T
n (unm)
B.

€XeroHbli 4OMOMHUTENBHO ONnaYnBaeMblil OTMYCK, yHebHbIN, 6e3 coxpaHeHus 3apaboTHOM NNaTsl U Apyrue

(ykasatb)
Ha KaneHAapHbIX AHeN

c " " 20 r. no" " 20 r.
B. Bcero otnyck Ha 28 KaneHgapHbIX AHen
c " 04 " mMapma 20 13 r. no" 31 " mMapma 20 13
PykoBoguTenb opraHMsaumm dupekmop Bbepe3sos P.B. bepe3oe

OOIDKHOCTb nnYyHasa noanuch pacm@poBKa noanucu
C npuka3om (pacnopspkeHue M) lMaeneesa "25 " ¢espans 20 13 .
paboTHUK O3HaKOMIEeH NM4yHas noanuch

IIpakTHyeckoe 3ansitue Ne 9

Tema 10. ®opmupoBaHue U BeJleHUE JUYHBIX e/l pA0OTHHKOB.

Lleas padoThl: 03HAKOMHUTHCS C MOPAIKOM (OPMHUPOBAHUS M BEACHHS JIMYHBIX el paOOTHUKOB B

OpraHu3aIyHy.
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JInyHoe /1e10 - COBOKYNHOCTh JOKYMEHTOB, COJEpXalllUX CBEACHUS O pPAaOOTHHUKE MU €ro
TpyAOBO# AesrenbHOcTH. DopMupyercs KaapoBoil ciyx 00l opraHu3anuy 1Mociie U3AaHus MpHKa3a o
npuemMe Ha paboTy.

3aBeqeHNe JIMYHOTO Jiea Ha pabOTHHKA, 1O 00LIeMy MpaBHily, HE SBISETCS 005A3aTEIbHBIM, TO
€CTh, HET HUKAKMX HOPMATHUBHBIX aKTOB, OOS3BIBAIOLIMX K 3TOMY paboTojaTelns, 3a HCKIIOYEHHUEM
®denepansHOTo 3aKk0Ha "OO OCHOBAX TOCYIapCTBEHHOM Cityk0bl Poccuiickoit @eneparuu’ (Ne 119-03
ot 31 urons 1995r.), 00s3BIBAIONIETO KAIPOBYIO CIIYKOY BECTH JIMYHBIE JieJla Ha TOCY/IapCTBEHHBIX
CITy>KalluX.

bonee Toro B HOpMaTuUBHBIX akTax, K mnpumepy "llepedeHb THHOBBIX YIPaBICHUECKUX
JOKYMEHTOB, 00pa3yloumxcs B JEATENbHOCTH OpraHu3alluii, C yKa3aHHEeM CpPOKOB XpaHEeHHs'",
YIOMUHAIOTCA JOKYMEHTBI, "HE BOILIEAIIME B COCTAaB JHUYHBIX Jen", a Takke 'XapaKkTepucTHKa
paboTHuka, He uMeromero juuHoro fena". Takum oOpa3om, cocTaB JOKYMEHTOB JIMYHOTO Jelia
paOOTHHKA HE PErNIAMEHTUPOBAH POCCHUICKUM 3aKOHOJATEIBCTBOM U IO CIOXHBILEHCS TPagulud
(mpuBBIYKE) MBI OTTAJKUBAaEMCS OT MPUHATOW TOCYJApPCTBEHHONW CHCTEMBI JI€JIOMPOU3BOJICTBA
COBETCKHX BPEMEH.

JIOKyMEHTBI, BKJIFOUYAaEMBbIE€ B COCTAB JIMYHOTO JIeNia, MOXHO (hOpMaibHO pa3AeuTh Ha:

1. IOKyMeHTBI, TPeOCTaBIIsIEMbIe PAOOTHUKOM H 3aIIOJIHSAEMBbIE COTPYIHUKOM KaJIPOBOM CIIyKObI TpH
odopmileHHnH IpueMa Ha paboTy, K HUM OTHOCSTCS:
— aHkera, aBToOmorpadus, pesrome;

— JIMYHOE 3asIBJIEHUE O IIPHUEME Ha padoTy;

— KOIMH JJOKyMEHTOB 00 00pa3oBaHUY;

— PEKOMEHJALUHU U XapaKTePUCTUKH;

— MEJMIMHCKUE CIIPaBKHU;

— TPYAOBOH JOTOBOpP;

— BBINKCKA U3 NIPUKa3a 0 pueMe Ha paboTy;

—  BBINHCKH U3 IPOTOKOJIOB 00 M30paHUU Ha JI0JKHOCTD;

— BBINKCKA U3 MPOTOKOJIA 00 UTOraX KOHKYpCa Ha BAKAHTHYIO JI0JKHOCTb;
— JIMYHas KapToyKa.

2. Z[OKyMeHTLI, JOIIOJIHACMBIC B TCUCHHUHN TPYHOBOﬁ ACATCIIbHOCTH

— BBINUCKHM (KOMWHU) M3 NPUKA30B O IMOOMIPEHMH M HArpakJIe€HUH, HAJIOXKEHUU U CHITUHU
AUCHUIIIIMHAPHBIX B3BICKaHHI>'I, NEepeBOJax U NMEPEeMCUICHUAX U T. 1.,

— KOIMU JIOKYMEHTOB, TOATBEP)KIAIOIUX HW3MEHEHHUs] aHKETHO-OMOTrpapHuuecKuX ITaHHBIX
(cBHIETENHCTBO O OpaKe WM PACTOPKEHHUS Opaka, CBUAETENbCTBO O POKICHUH JIETeH U T. 11.);

— KOIIMHU TOKYMEHTOB 00 00pa30BaHMM, MOBBIIICHUN KBATHU(PHUKAIINH;

— aTTeCTallMOHHBIE JIUCTHI;

— ciyxeOHbIe 3aIIMCKH, TUYHbIE 3asIBICHUS U O0OBSICHUTENbHBIE 3aITUCKH;

— AaKTBI, YBEAOMJICHUSA U T. A.

3. JJIoKyMEHTHI O MpEeKpalieHuH TPYAOBOTO JOTOBOPA.

Bce 2T 1OKYMEHTBI MMEIOT pPAa3JUYHbIE HOPMATUBHO YCTAHOBJIEHHBIE CPOKM XpaHEHUs Ha
MPEATPUITHH.

OCHOBBIBasICH Ha pas3jinini HOPMATUBHO-YCTAHOBJICHHBIX CPOKOB XPAaHCHUS PA3JIMYHLIX BUIOB
KaJIpOBBIX JIOKYMEHTOB, a TaKKe€ Ha TOM, YTO MHQpOpMAIUs O TPYIOBOW NEATEIBHOCTH pabOTHUKA
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¢dbukcupyercss B TUYHOM KapTOUKE, PEKOMEHJyeTCs He BKJIIOYaTh B JIMYHOE JEJIO0 KOMHUU MPHUKA30B
(BBIMKMCKHU) O MEPEBOJAX U MEPEMELICHUSX, OTITYCKAX, TOOLIPEHUSIX U T.1.

JIOKyMEHTBI, MOANIMBAaEMble B JIMYHOE JeN0 pa0OTHHKA B TEYEHHHM CpPOKa €ro TPYAOBOMH
JESTEeIbHOCTH, JIOJDKHBI OBITh BEICTPOCHBI B XPOHOJIOTMYECKON TOCIIEI0BATEIIEHOCTH.

Komnuu 10KkyMeHTOB (BBIIUCKHU) TOJIKHBI 3aBEPATHCS paOOTHUKAMU KaJIpOBOM CITY>KOBI.

JIOKyMEHTBI JIMYHOTO JieJia MOANIUBAIOTCSA B MANKy - "aeno". B cOOTBETCTBUU C OINpeesieHUEM,
3akpermienHomM ['OCT P 51141-98: "JEJIO" - COBOKYHHOCTh JOKYMEHTOB WM JOKYMEHT,
OTHOCSIINECS K OTHOMY BOIIPOCY HJIM YHYaCTKy J€STEITbHOCTH, TOMEIICHHBIE B OTACIBHYIO OOJI0XKY.

O6noxka "nena" opopmisercs B cootBercTBuM ¢ TpeboBaHusmu ['OCT 17914-72 "O6m0xku
JielT JUITENbHOr0 XpaHeHus. Turbl, pa3Mmepsl, TeXHU4ECKe TpeOoBaHus".

Ha 3aBenenHoe Ha pabotHuka "nemno" ohopmisieTcs BHyTPEHHSS OMUCH IOKYMEHTOB.

PaGoTHUKM NOJKHBI IEPUOJUYECKH OBITH O3HAKOMJICHBI C BEIYIIMMCS Ha HUX JIMYHBIM JIEJIIOM
(0OBIYHO OJIMH pa3 B TOA).
3ananmue 1.
3aBecTH MaIKy-CKOPOCIINBATEIb U 3alI0JHUTh TUTYJIbHBINA JUCT JIUYHOTO JIeNa.
3aganue 2. OQPopMUTH TUCT-3aBEPUTENH JIETa.

Jlena mocTtostHHOro U BpeMeHHoro (cBbime 10 JeT) cpoka XpaHEHMs] U 0 JIMYHOMY COCTaBy
MOCJie OKOHYaHMS KaJCHJApHOTO To/a, B KOTOPOM OHH 3aBEACHBI, IOJDKHBI OBITH MPUTOTOBJICHBI K
nepenade B apxuB. [IpemapxuBHasi mOArOTOBKA J€d BKJIIOYAET JIBE MPOLEAYpbl: O(OpMIIEHUE U
OIHCaHUE.

OdopmiieHre MpOU3BOANUTCS JTUIIOM, OTBETCTBEHHBIM 32 paboTy C JOKYMEHTaMHU.

Ha otnenpHOoM nucte-3aBeputene ycraHoBieHHOW (opmbl ([Ipunoxkenune 9 x m. 3.6.16
OcHOBHBIX IpaBWil pabOThl apXMBOB OpPraHM3ALMI) COCTABISAETCS 3aBepUTEIbHAs HAJIUCh JUYHOTO
Jena, KOoTopas OTpakaeT MpU HEOOXOAWMOCTH OCOOCHHOCTH €ro (U3WYECKOro COCTOSHUS U
¢dopmupoBanus. [loAnuCeIBaETCS JUCT €T0 COCTABUTENIEM.

Oopaszey oghopmaenun nucma-3agepumen 1UYHO20 0ea

Bcero npowm1To, NPOHYMEepPOBaHO
W CKpenaeHo nevyaTbio

( ) aucta(os)

OOpas3ibl BAPUAHTOB BY | €HEPa/bHbIA ANpeKTop

000 “Opbuta-M”

ryNepoBate [1powuutno, NpoHyMepOSao
< o 1 PO M 5 oS
TTpoutsTo Haduanme u yoocniosepeno noonucs0

} IUCTOB

S 0 20 (Isaduarmbs) Aucmos
B '1'.=nepanmtbif" RMPEKTOP d—ﬁw R B
LAD (KoKCTRHTE? S [énepansyviil Oupekmop
e O . au»3A0 «Buanveam»
T il T0.C. JKypasnes

3aganue 3. OPopMuUTE BHYTPEHHIO OMUCH JOKYMEHTOB pabOTHUKA.

Onuch MoJpKHA copeprkaTh HoMep | 3arojoBok (P.M.0.) gema, K KOTOPOMY OHA COCTABIISIETCS.
ILaJIee, B TaGJII/I‘-IHOf/'I €C 4Y9aCTu IO MCPC BKIIOYCHHA B MAMKY JIMCTOB, 3allOJIHAIOTCA CBCIACHUA O
MOAIIUTHIX OaHKax. 37ech yKa3bIBAeTCsl HOMEP IO MOPSAIKY, UHAECKC TOKYMEHTa (E€ClIH OH €CTh), €ro
HAaMEHOBAaHME, KOJIUYECTBO CTpaHUIl. B KOHIE chucKa HYXHO IH(paMH U MPOMUCHIO 3alHCaTh
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o61uee KOJIMYECTBO HpHJ’IO)KGHPIfI, a Taxke aucToB omucHu. CIHMCOK IOANMCHIBACTCS OTBETCTBCHHBIM
JIMIIOM, C YKAa3aHUCM C€ro JOJUKHOCTH, JIMYHBIX JAHHBIX, a4 TAKKC MPOCTABIACTCA JaTa COCTABJICHUS.

Oobpaszey enympenneii Onucu JUYHO20 0ed padomHuKa
BHYTPEHHSS OIMUCH

JIOKYMEHTOB JINYHOTO feia Ne 15
IIpoxynun Urops lletpoBuy
(Pammmmst, Ums, OtaecTBO pabOTHHKA)
Ne | Mupekc Hara 3aroJioBok Homepa | [lara Mpumeyanue
/N | JIOKYMEHTA | IOKYMEHTa | IOKYMEeHTOB, JIMCTOB | BKJIIOYEHHS
KpaTKoe coJepKanne nena JTOKYMEHTAa
B
JIMYHOE
€10
1 10.01.2014 | Jlnunas kapTOUYKa 1-4 10.01.2014
2 10.01.2014 | SWBACHHE O HpHEME Ha | o 10.01.2014
pabory
3 10.01.2014 | Anxkera 6-7 10.01.2014
4 10.01.2014 | Cormacue Ha | g 10.01.2014
pasriamenue [1/]
) 10.01.2014 | Komus macnopta 9-10 10.01.2014
6 10.01.2014 | Komus MHH 11 10.01.2014
7 10.01.2014 | Komus CHUJIC 12 10.01.2014
8 10.01.2014 | Kommst BoeHHoro Omiera | 13-15 10.01.2014
9 10.01.2014 | Konus gumioma 16-17 10.01.2014
10 10.01.2014 | Ko BOMMTEN. | 10 10.01.2014
YJIOCTOBEPEHHSI
11 12.07.2014 | 3asBieHue Ha OTIYCK 19 12.07.2014
12 05.02.2015 | 3asiBiieHHE Ha OTITYCK 20 05.02.2015
13 11.01.2016 | 3asBieHue HA OTIYCK 21 11.01.2016
14 29.02.2016 | S¥Brete %6 1 2 29.02.2016
YBOJIbBHCHUHT
Utoro 14 (YerbipHaanars) JIOKYMEHTOB

KonnuecTBo IMCTOB BHYTPEHHEN OMUCH

(unpamu 1 MPONHUCHIO)

1 (oguH)

(undpamu 1 POMUCHIO)
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HNucnekTop oTaena kaapos Pomanosa O.I1

(moamnuce) (pacmudpoBKa MOAMHCH)
29.02.2016

(mara)

Oopazey oghopmnenuns mumynoHo20 1UCmMa JUYHO20 0ela padOmHUKA

O01mecTBo ¢ OrpaHUuYeHHO 0TBEeTCTBEHHOCTHI0 «OPBUTA-M)»»

JIMUHOE JEJIO Ne
damumms
Nwms
OTt4ecTBO

Hauaro: « » 20 I.
OKOHYEHO: « » 20 I.
rog
XPAHUTDb JIET

IIpakTHyeckoe 3ansaTue Ne 10
Tema 11. TpynoBasi kKnukka. Begenue Tpy10BbIX KHHKeK. OCHOBHBIE 3a1IMCH B TPY10BOM

KHUKKe pa00THHKA

Ilesb padoThI: 03HAKOMUTHCS C MPABHIIAMU BHECEHUS 3alUCell B TPYAOBYIO KHIDKKY paOOTHHKA.
CeeneHusi 0 pabOTHUKE, yKa3blBaeMble Ha NEPBON CTpaHHULE (TUTYJIBHOM JIMCTE) TPYHOBOM
KHIKKH 3aI0JHAIOTCS CIIEAYIOIINUM 00pa3oM:
— ¢amuius, UM M OTYECTBO paOOTHUKA YKa3bIBAIOTCS IOJHOCTHIO, 0€3 COKpalleHust Ha

OCHOBAHHWU JIOKYMEHTA, yIOCTOBEPSIOIETO JTHIYHOCTH (MTACTIopT);

— Jata POXICHUS 3alHMCBhIBACTCS TOJHOCTHIO (YUCIO, MECSI, TOJ POXKIACHHSA) apaOCKUMHU
uudpam;

— 3anuch 00 00pa30BaHMM 3aAIOHIETCS TOJIPKO HA OCHOBAaHWUHU JIOKYMEHTOB 00 0Opa3oBaHHMH U

KBaJTM(HUKAIMHU (aTTECTaT, TUILIOM, YOCTOBEPEHHE, CBUIETEILCTBO).
30



YpoBHu o6pazoBanus B PO:
1) ocuoBHOe o61Iee (9 KaccoB 001e00Pa30BaTEILHOM HIKOJIBI);

2) cpennee obmee (11 kmaccoB cpenneit 001Ee00pa30BaTEILHOM HIKOJIBI);

3) cpenHee npodeccuoHaIbHOE (TEXHUKYM, YUHIIUIIE, KOJUIS/DK U MPOY.);

4) Beiciiee npogeccuonansHoe (BY3, yHuBepcuTer, akajeMus, HHCTUTYT U TIPOY. );

5) mocneBy30BcKoe MpohecCuoHaNbHOE (aCIUPAHTYPA, aABIOHKTYPa, TOKTOPAHTypa IPU HAy4YHO-
uccinenonarensckux uHcturyTtax (HUM), akanemusix, ynupepcuTeTax).

2. Ilocne ykazaHus naThl 3alOTHEHUS TPYJOBON KHIKKH paOOTHUK CBOEH MOJIUCHIO HA ITOM Ke

CTpaHUILC 3aBCPACT NPABUJIBHOCTL BHCCCHHBIX CBeﬂeHHﬁ.

3. TpyAoByI0 KHIKKY HOJIMUCHIBAECT JIMIIO, OTBETCTBEHHOE 3a BBIJA4y TPYAOBBIX KHIDKEK, Kak
[IPaBWJIO UHCIIEKTOP OTAEJIa KaJApPOB, I0CJIE YEr0 CTABUTCS I1€YaTh OPraHU3alNH.

3aganue 1. OGopMUTH TUTYIBHBIN JTUCT TPYAOBOI KHUKKU B COOTBETCTBHHU C 3aKOHOJATEILCTBOM 10
MIPEeAJIOKEHHOMY 00pasiry.

3anonnume mpyoosyto KHUNCKY ¢ Y4emom 8cex mpedo8anull 3aKoOH00amelbCmad.

1.1. Copoxkun Auexcanap CepreeBuu (05.08.1977 r. poxnenus) ycrpowmsics Ha padory B OOO
«[Tapyc» 3KOHOMUCTOM B pacuyeTHO-aHanuTu4eckuii oraen. [Ipukas o npueme Ha paboty Ne30-k ot 03
mapta 2016 roga. Copokun A.C. UMeeT AMIUIOM O BBHICIIEM NPO(ECCHOHATILHOM 00pa30BaHUU IO
CHEIHATbHOCTH SKOHOMHCT. Ajiekcanap CepreeBuu BIIEpBbIE YCTpauWBaeTcs Ha paboTy Mo cBoei
cnenuanbHocTd. MHcnekTop otaena xaapoB CemenoBa T.H. 3amonHuia TpynoByr0 KHUXKKY B J€Hb
u3JlaHus mpukasza o npueme Ha pabory Copokuna A.C.

1.2. Copokun A.C. mpopaboran B8 OOO «Ilapyc» 1 rog u 3 mecsima, 3aTeM Hamucall 3asiBICHUE 00
YBOJBHEHUH IO COOCTBEHHOMY >K€lIaHMIO0, Mpuka3 o0 yBoimpHeHUHM Bbimen 03 wuions 2017 ropa.
Coenaiime coomeemcmayowyio 3anucsb 8 mpyoo8otl KHUNMCKe paboOmHUKA.

1.3. ITpu 3anonHeHuu rpadsl 3 TpyAOBO KHMXKKU Oblia JonynieHa HeTOYHOCTb, CopokuH A.C. OblI
INPUHAT B PacYETHO-AHAIUTHUYECKUH OTIEN AKOHOMHUCTOM IO OYXTrajTepcKoMy Yy4yeTy M aHalIu3y
XO3SICTBEHHON JnesiTenbHOCTH. Coenatime 3anuce 6 mpyooeol KHUJCKe O MOM, 4mo 3anuchb 3d
Homepom I nedeticmeumenvra (03.06.2017).

Oopaszey oghopmaenun mumynpbHo2o 1ucma mpyooeoii KHUMNCKU padomHuKa
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TpynoBas rkHMKKA
TKIV X 8230487

PRI Monosa
i Aapos
peers Cepreeswa
v ponbeiais 12.12.1977
SipnssaeBbICUIEE NPOGECCUOHANbHOE

Hpodecows, compaaniocts  CNEUUANUCT
. No KaaacTpy T
DAY SOn0sH 03 MapTa ST ".(I!Z.G £
TR nonoaa
Modmuey o
HHON 3 podeitne TPYSGENY | KIoweK
MBaHoBa

Sy )

TpynoBasi KHM:KKAa — 3TO JOKYMEHT, B KOTOPOM COJEPXKHTCS BCS MH(OpMAIUS O TPYyI0BOMH
NeSTeILHOCTH €€ BIajieNiblla. 3amoJIHeHHE ee TpeOyeT OT pabOTHHKa KaJIpoB Tropa3fo OoJbIIei
BHUMATEJIbHOCTH W JAJIbHOBUAHOCTH, 4YeM oOQopmieHHe J1000ro apyroro mokymeHnrta. OmmuoOky,
JIOTYILIEHHYIO B MPUKAa3€e WIK B JOTOBOPE, JIETKO UCIPAaBUTh. Yallle Bcero HUKTO M HE y3HAET, YTO OHa
uMela MeCTO. A TIOCIEJCTBHS HE3aMEUCHHBIX M HEHUCIPABJIEHHBIX OIIMOOK B JIOKYMEHTE,
MOATBEPKIAIOIIEM TPYJIOBOM CTaX paOOTHHMKA, MOTYT BBIIBUTHCS TOJIBKO BO BpeMsi odopmiieHus
IIEHCHUH.

TpynoBble KHMXXKHM BeqyTCs Ha paOOTHUKOB BCEX NPEANPUATHNH HE3aBUCUMO OT (HOPMBI
COOCTBEHHOCTH U OpPTaHU3aIl[MOHHO-TIPaBOBON (hOPMBI, B KOTOPBIX OHU MPOpaboTaiu CBBIIIE 5 AHEH, B
TOM 4YHCJI€ Ha CE30HHBIX M BPEMEHHBIX PaOOTHUKOB, a co 2 OkTsa0ps 2006 roma TpynoBble KHUKKU
00s13aHbI BECTH TaKke U paboToJaTeN! - UHAUBHyaIbHbIe peanpuaumarenu (4. 3 ct. 66 TK PO).

Jlig moctymnaroniero Ha paboTy BIEpBBbIE KHIDKKa opopmiiseTcs He Mo3JHee 7 AHEeW co JTHS
npuema Ha paboTy.

®opma, TOPSAAOK BEIACHUS W XPAHEHUS TPYIOBBIX KHIDKEK, a TaKXKe MOPSAJOK H3TOTOBJICHHS
OJIaHKOB TPYJOBBIX KHMKEK M obecrieueHus: UMHU padoTojateneli ycraHaBiuBatorcs [IpaButenscTBoM
PO.

CornacHo npukazy Munduna PO Nell7 or 22 gexabps 2003 r., u3roroBieHue OJIaHKOB
TPYIOBOM KHHXXKM M BKIaJbllla B TPYAOBYID KHWXKY ocymiectBigercs OObeauHeHneM
rOCy/lapCTBEHHBIX MPEANPUATUNA M OpraHu3aldid IO IPOU3BOJACTBY TOCYAAPCTBEHHBIX 3HAKOB
"TO3HAK" Munduna Poccun.

HoBble OnaHKM TpyJOBBIX KHIJKEK, a TAaKKe MpaBUJa MX BEACHUS U XPAHEHUS YTBEP)KICHBI
[Toctanosnenuem IIpaButenscta PO ot 16 anpens 2003 r. N 225.

C 1 sauBaps 2004 r. paGoTHHKaM, BIEpBBIC MOCTYMAIOUIMM Ha PabOTy B COOTBETCTBUHU C
3aKJIIOYEHHBIM TPYIOBBIM J1I0TOBOPOM, 0(OPMIIIOTCS TPYIOBbIE KHIKKH TOJIBKO HOBOI'O 00pasLa.

IIpu 3TOM TpYyHOBBIE KHI)XKHM paHee YCTaHOBJIEHHBIX oOpasuoB (1938 u 1974 rr.), a Taxxke
TPYAOBBIE KHUKKH KOJIXO3HUKOB, JCHCTBUTEIbHBI.
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Ilo BHemHEMY BHly HOBas TPYyJOBasi KHUXKKA OTIMYAETCA OT MPEXHEH, pa3MepoM U TeM, UTO B
HEH HeT pazjiena Julsl CBEIEHUMH O Ha3HAUEHUH MEHCHUH, a pa3/eibl O HArpaKIACHUM U IMOOLIPEHUU
o0beuHEHbl. B cTpykType U opopMIIeHUH HOBOW KHMKKM M3MEHEHHMH HEMHOro: Ha OOJIOKKEe M Ha
TUTYJIBHOM JHcTe pazmerieH repd Pd, a B rpade 3 «CBenenust o pabore» NpeaycCMOTPEHO BHECEHHE
3aIucH 0 KBaIM(UKauu pabOTHUKA.

[TocranoBinennem MunucrepcTBa Tpyaa u conuanbHoro pazsutus PO ot 10 oxtabps 2003 r. N
69 yrBepxaeHa MHCTpyKLUS MO 3alI0JHEHUIO TPYIOBBIX KHUKEK MOPSAA0K IPUOOpETEHHs], XpaHEHUS U
BBIJIaYM TPYAOBBIX KHIKEK coTpyaHukam. HoBast MHCTpyKIUS MOAXOAUT Al pabOThl ¢ TPYIOBBIMHU
KHIKKaMM CTaporo U HOBOro oopasia.

Bce 3anucu B Tpy10BOIM KHIXKKE J€Iat0TCs 0€3 COKpALeHUH U UMEIOT CBOM MOPSIKOBBIN HOMED.
Henonyctumo, Hanpumep, B rpade 4 yKa3bIBaTh «IIp.» BMECTO «IIPHKa3». ITO KACAETCS U CChUIOK Ha
koHkpeTHble cTathl TK P®. Cnenyer nucarh: myHKT 3 4yacTh nepBas cratbsi 77 TpynoBoro kojaekca
Poccuiickoit ®enepanuu.

CBenieHuss 0 paOOTHHMKE TENepb MOXHO 3alOJIHATh HE TOJIBKO HAa OCHOBAaHMM Iaclopra, HO W Ha
OCHOBaHUM JIpYroro JOKYMEHTA, YAOCTOBEPSAIOIIEr0 JIMYHOCTh (BOAMTEILCKOTO YAOCTOBEPEHUS,
3arpaHnacrnopra, BOGHHOro Ouiiera u T.J.).

Bce 3amucu o BhIONHSIEMOH paboTe, MepeBojie Ha APYryr0 MOCTOSHHYIO paboTy, IPUCBOCHUHU
KBAJIM(HUKALMY, YBOJbHEHNH, a TAK)KE O HArpaKJJCHUHM BHOCATCS B TPYJIOBYIO KHM)KKY Ha OCHOBaHUU
COOTBETCTBYIOILIEIO IpHKa3a (pacnopshkeHus) paboTojaTels HE IO3/IHEe HENEIbHOro CpoKa, a Mpu
YBOJIbBHEHUU — B JIeHb YBOJbHEHMs. IIpM 3TOM 3amucu JOJKHBI TOYHO COOTBETCTBOBATh TEKCTY
npukasa (pacrnopsbkeHus). 3alucu B TPYJOBYH0 KHHXKKY O IpPHUYMHAX IPEKpalleHUus TPYAOBOIO
JI0OTOBOpa BHOCATCS B TOUHOM COOTBeTCTBUU ¢ (hopmyinupoBkamu TK P® unu unoro denepanbHoro
3aKOHa.

Buecenue 3anucu o pabome 6 mpyoogyio Knucky (oopazeu)

CBEJIEHI S O PABOTE TK-IV Ne 8230487
HaumenoBaHue,
Ceenenus o npueMe Ha paboTy, epeBojIe
ﬂaTa Jara nu HOMCED
= Ha JPYTYIO MOCTOSIHHYIO paboTy, KBanudukaimm,
o JTIOKYMEHTA,
S YBOJIbHEHU U
= o Ha OCHOBAaHUU
S (c ykazaHWeM TpPUYMH U CCHUIKOW Ha CTaThlo,
o1 | UMCIIO | MECAL | TOA | myHkT 3aKOHA) KOTOpOTO
£ BHECEHA 3aIUCh
1 2 3 4
OO0111eCTBO ¢ OTPAaHUUYEHHOM OTBETCTBEHHOCTHIO
«Opobuta-M» (OO0 «Opbura-M)
[Ipunara B otmen kamacTpa Ha AokHOCTH | [Ipukas oT
1 03 03 2016 cHelnuaIncTa 03.03.2016
10 KaJaCTPy BTOPON KaTerOpHH Ne 25

Buecenue 3anucu o nepeeooe na mexncoy cmpykmypHoimu noopaszoeienuamu (oopazey)

CBEJIEHI O PABOTE TK-IV Ne 8230487
HanmenoBaHme,
Ceenenus o npueMe Ha paboTy, epeBojIe
Jlata mata H HOMED

< Ha JPYTYIO MOCTOSIHHYIO paboTy, KBaluduKaimm,

o JIOKYMEHTA,

= YBOJIbHEHUH

= o Ha OCHOBAaHUHU

S (c ykazaHueM TNPUYUH U CCBHUIKOW Ha CTaThblo,

g | UHMCIO | MECSIL | TOX | ypkr 3aKoHa) KOTOpOro
BHECEHA 3aITHCh

1 2 3 4
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OO6111eCTBO ¢ OTPAaHUYEHHON OTBETCTBEHHOCTHIO

«Op6uta-M» (OO0 «Opbuta-M)

[Ipunsta B oTaen kajgacTpa Ha J0JDKHOCTH | [Ipukas oT
1 03 03 2016 CIIELIUAIACTA 03.03.2016
10 KaJaCTPy BTOPON KaTerOpuu Ne 25
IlepeBeneHa B cekperapuaT Ha JOJDKHOCTH | [Ipmkas oT
2|05 04 2016 CeKpeTaps 04.04.2016
Ne 62

BHecenne 3anucu 00 yBoJIbHEeHUN PA0OTHUKA
3anuch 00 yBOJIbHEHUHU POU3BOAUTCS B CIEIYIOIIEM MTOPSJIKE:
B rpade 1 craBUTCS MOPSATKOBBIM HOMED 3aIMUCH;

B rpade 2 yka3pIBaeTCs AaTa yBOJIbHEHUS (YUCII0, MECSALL, TOM);

B rpade 3 nemnaercs 3anuch 0 MPUUYMHE YBOJbHEHUS (CM. IPUMEYaHUE);

Brpade 4 yka3plBaeTCd HAaUMEHOBAHUE JOKYMEHTAa, HAa OCHOBaHMM KOTOPOrO BHECEHa

3allUCh, IIPUKAa3 UJIHW MHOC PCIICHUC pa60T0z[aTen;1, €ro JaTa U1 HOMECD.

Buecenue 3anucu 06 ysonvnenuu padomnuka (oopazey)

CBEJAEHUNSA O PABOTE TK-IV Ne 8230487
HaumenoBaHue,
Ceenenus o npueMe Ha paboTy, epeBojie
Jlata a 6 nara " HOMEP
- JPYTYI0 MOCTOSIHHYIO paboTy, KBanudukauuy,
o JOKYMEHTA,
= YBOJIBHEHUH
= o Ha OCHOBaHHUH
S (c ykazaHueM NPUYMH U CCBUIKOW Ha CTaThlo,
o1 | UMCIO | MeCAL | TOA | mypkT 3aKOHA) KOTOpOTO
~ BHECEHA 3aIIUCh
1 2 3 4
OO11ecTBO ¢ OTPAaHUYEHHONW OTBETCTBEHHOCTHIO
«Opbura-M» (OO0 «Opbura-M)
[Ipunata B oOTHEN KagacTpa Ha JODKHOCTH | [Ipuxa3s oT
o R e e 03.03.2016
10 KaJacTpy BTOPOU KaTeropuu Ne 25
[lepeBenena B cekperapuar Ha JOIDKHOCTH | [Ipuka3 oT
2|05 04 2016 CeKpeTaps 04.04.2016
Ne 62
TpynoBoit noroBop mpekparieH 1no cornamenuto | [Tpukas oT
2 | & % AU CTOPOH, 23.05.2016
nyHKT 1 uactu tpereit crateum 77 Tpynosoro No 71

KoJIeKca

Poccuiickon denepanuun

WNHcnekrop otaena Kagpos Ioonuce

HBanoBa
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Bnecenue 3anucu o nazpasxcoenusx, noowpenuax pabomnuka (oopazeu)

CBEJJEHNS O HATPAXJIEHUAX TK-IV  Ne
8230487
HanmenoBanmue,
Jlata nara u HOMEP
S CBenieHus 0 Harpa)X/AeHUAX (TIOOLIPEHUSIX ) JIOKYMEHTa,
E A P Hp Ha OCHOBaHHU
o | uncio | mecsn | rox KOTOpOTO
= BHECCHA 3aITUCh
1 2 3 4
OO011ecTBO ¢ OTPAHUYECHHONW OTBETCTBEHHOCTHIO
«Opbura-M» (OO0 «Opbura-M)
[IpemupoBana 3a xopomryio padory mo uroram | [Ipukas oT
Lo e AU TIEPBOTO 06.05.2016
kBapraia 2016 rona Ne 63

3anucs 6 céa3u co cmeHoll pabomuukom hamunuu (odpaszeu)

®avirmsa “Tlonosa™ wsMenena Ha daminno
Henameaa Ha OCHOBAHINN CBHIETEIbCTBa O Opake &F g 49
A
757 7044 2016 1 nacnopra 07 08 768234 | £28 LA
; 5«5»4“«?’ &
OrnenoM BHYTPEHHHX 1€l 5T e

na Camapsl. . ﬁ}{*é

TpynoBas kHUMKKA
TKIV X 8230487

TIoonuce Hepanoea

Ganny  —HeResa— HeHawesa

_fapea o i
Orie0Tio Cep!'eesﬂa
Data posidesmn 12 12 1977 ) f)

Ofipaonaine _Bbiclee QEO(beCC"OHaIIbHOQ

Haunt

Tpogwceinn, ey naAkioen, Cneu‘"an@q — =
flo KapacTpy
DaTa SAnOSHeINS ga ' MapT? i 'fl')l_s ¥
[Monoea

Tidtmes amiga,
MO HE e TPYOOBEX TR

WBaHoBa

prerhegan |

3anucs 6 ceéa3u ¢ nogvluienuem ypoeHusa oopazoeanus pabomuuxa (oopaszeuy)
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Ceenennia 00 0O0pasoBaHMH  JIOTIONHEHB!  3aITHCHIO 2
“BBICIIEE npodeccnoHatbHOE CBelleHNs o
npoeccint, CneluanbHOCTH  JONOMHEHBl  3aIHChIO

TpynoBas xkruKKa
TKIV M 8230487

“HHKeHep-cTponTens” Ha ocHopaHim mutoma ACI

Do UsaHoB
Monn Cepreﬁy
Oriecres _[1€TPOBUY
DOra oz 15;92'1__96,3 & : S
OBt e cpeaHee nNpogeccrnoHasibHoe,
BbiCwee npopeccuoHansHoe
ipadesionmit, crepmasmme, TeXHM& =
UHXXeHep-CTpouTens

K 1'\;“}“[3'

>\ OTAEN

0 Mepcotiaj IToonucs  Bacwibesa

mapra - 16
— 4 ) SR Y

DT 0710 0HN0E

MBaHoB

Modesey, s,
OO ML IO TRUOURIY T s

BacunoeBa

Csregeo)

IIpakTuyeckoe 3ansaTue Ne 1

Tema 12. JIokyMeHTBI 110 CHAOKEHUIO U COBITY.

Henp paGorbl: HayuuTbCs 3aMOJHATE M OPOPMIIATH JOKYMEHTHI 10 CHAa0XEHHIO U COBITY;
npUoOpecTH HaBBIKM B COCTaBIEHUU M OQGOPMIICHHM CJIEIYIOIUX JOKYMEHTOB: aKThl MPHUEMKHU
NPOAYKIMH (TOBApOB) MO KOJMYECTBY M KauecTBY; JOBEPEHHOCTH: pa30Bble, CHEIHAIbHBIE,
reHepaJIbHbIE.
ITosicHeHus: k padoTe: eciy KOJIMYECTBO M KAYECTBO MOCTYNUBILIKX TOBApOB COBMAAAIOT C JIaHHBIMH,
YKa3aHHBIMH B TOBapOpACIOPSIANUTENbHBIX JOKYMEHTaX IIOCTABIIMKA, KOMHUCCHS COCTABIIAET aKT O
npuemke ToBapoB (popma Ne TOPT'-1). Ecniu HeT - akT 0 mpuemMKe TOBapoB U aKT 00 YCTaHOBJIEHHOM
PAcXO0XACHUU 10 KOJUYECTBY M KAauecTBY IpPU MPHUEMKE TOBApHO-MAaTEepHATIbHBIX LIEHHOCTEH ((opma
Ne TOPT-2).

Jlns akTa O IpHUEMKE TOBAapoOB NpPeAyCMOTpeH TumoBoi Onank. Ero ¢opma yrBepkiaeHa
noctaHoBieHreM ['ockomcrata Poccun ot 25 nekabps 1998 r. Ne 132.

AKT COCTaBJISIFOT B OJTHOM 3K3EMIUISPE B JIEHb OCTYIUIEHUS TOBApPOB. AKT IOJAIUCHIBAIOT YJIEHBI
KOMUCCHH, KJIaJOBIIUK, [JIABHBII OyXrajiTep U yIBepkKAaeT PyKOBOAUTEIb OPTaHU3alUHU.

Cpok XpaHEHHMsI aKTa O IPUEMKE TOBAPOB B APXUBE OPraHU3ALINN - 5 JIET.

3ananme 1.

ITo noroBopy mocraBku ot 15 Hos0pst 2004 r. N 24 3A0 "AxTtus" npuodpeno y OOO "Tlaccus":

— 100 crynbes mo niene 1062 py6./mr. (B Tom uncne HIC - 162 py6.);

— 20 ctonoB no nene 1416 py6./mr. (B Tom uncie HJC - 216 py0.).

O6m1ast crouMocTh TOBapoB cocTaBuia 134 520 py0. (B Tom uncie HIC - 20 520 py6.).
"AKTHUB" MOJY4YWJI CIEAYIOIIME TOBAPOCONPOBOAUTEIBHBIEC JOKYMEHTHI:
— TOBapHYIO HaKJIaTHYIO OT 22 Hos0pst 2004 r. N 12;

— cuer-¢paktypy ot 22 Hos0ps 2004 r. N 17.
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Odgopmnenue akma o npuemke mosapos (oopazey) - 1

VuedhwyepoeaHnas opesa Be TOPT-1
VTRAPH AR NOCTIH0ENEHAEM [SERIRETAT
Pocced or 2512 95 K- 132

Kon
dopma no OKY 1330201
FAQ « Axmuar, Mocksa, yn. Cadesan, 151, men. 393-93-93 no OKNO 10062011
ORI, B0AC, howen Tenaowg
CTEpRTyTwod MErai e Temm
Bug peatenssocTy no QKON 4523318
Homep HamMepa
CEKLNA
(cHORAHWE ANA COCTARNEHWA AKTA NpPWKaZ, paciopameHne HOMER 26
HEHRATR 230N T nata 29 11 2004
Bug cnepaumm 34
Homep [arta YTBEPHOAAH
LOKYMEHTE COCTABRMEHNR A permon
SOTMHICTE
AHT 2 20.11.202 Bucuawes A M. Bocurwes
magmice CACUIRBDOBRE ROQTHCH
0 NPHEMKE TOBAPOE a 22 w Hoafipa 2004 r.
MecTo npuemkn ToEapa Mockea, ya, Cadosas, 1571
HacTOAWWA aKT COCTABNEH KOMUCCHER, KOTOPaA yoTaHoBuna: « 82 » Hoafdpa 2004 r.
N0 CONPOBCANTENHEIN JOKYMEHTAM mogaprhad Hawiaduaa N 12 om 22.11.2004
MR ORANING, MOWED, JITA
00CTaBneEH ToBApD. [OKYMEHT 0 BrI30BE NPEACTABNTENA rpy300TNPABWTENA, NOCTABLLWKE, NPOWIBOLNTENA
HARYHRMOS TMEORHYTE
Tenerpamma, hakc. TenedoHorpaMma, paguorpamma MNe _ — OTe = = — 200—_r.
AR IRy TE
[py3ooTnpaeuTens OO0 wllaccuss, Mockea, ya. Jecwas, 125 men, 545-11-45
MAMBRAMOBTMEG, BDEC, HOMED Tensgions
MNponzeoguTens —_
HIMMAHOE NG, TONEC, Hosap Z"ME!T..EH.?
MocTaewnk OFH_HE
HAMMEHOEIHIN, JOPEC, HoaD FE“E¢DHJ
CTpaxoean KOMNAHKA —
MAFAEHOBTME, SADRL. HOREE TN
Noroeop (KOMTP2KT) HA NOCTaBKY ToBApA Ne 24 T« A5 » HOoAGpA 2004 r.
Cuer-harTypa Ne 17 oT« 20 HOABPA 2004 r.
Kommepyeckui akt Ne — or - " 200 r.
BetepuHapHoe CBMAETENLETED (CBMAeTenLCTED) N — or = " 200 r.
MeneaHog0pOMHaR HaknagHaa Ne — or « " 200—r.
Cnocof pocTaekm a8modiypon Mo
SHY] TRGHEAILETHOND CPaacTes
Jlata otnpasnensa Togapa = 22 Hoadps 2004 r
CO CTAHUMK (MPUCTAHK, NOPTa) OTNPABNEHKA —
HaHMESRIEIHHE
UMM GO CKNEAa OTNPABMTENA TOBAPA OO0 allaceuas
HiHERIEIHHE
TeMMepaTyPa B TONWE MACA (pbifel) _ —  °C
[ATA, BPEMA, 4 muH.
MPWEMKN TOBApE
APHGHTHA TORAp HAHaND NPROCTAHOENEHNE BOZOAHOBNSHINE OROHHAHAE
22.11.2004 12 4 35 mun. — — 13w 00 mun.
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"AKT o nipueMke ToBapoB (dhopma Ne TOPT-1)": cp.1
Ogopmnenue akma o npuemke moesapos (oopaszey) — 2

Toeap Karero- EaunHMua LleHa, No foKyMeHTaM NOCTABLLMKA SHIYMNOCE
pHA, W3MEPEHKA pye. Kon,
T
HauMeHOBA- Ko top HauMe- Ko KOMKUHECTRO Macca CTOMMOCTE,
HIE KoBaHwe | no OKEW i pyd. Kon,
BOGHOM [ MecT, | DpyTTo | HeTTD
MECTE WTYE
1 2 3 4 5 5] 7 a g 10 11
I.Cmyawa | 36 — uem, — 900 3l 2 300 350 106 200
Ceptuhukar A POC JE.ME 69 A00857 dedemeumenen ¢ _ 01.10.2004 no _ 12.01.2005
2.Cmoam | 45 | — | wm. | — | i200] 20 1| 600 | 680 | 28320
Ceprudukar N POC JEME 809 . A00732 deiicmeumenen ¢ _ 01 102002  no_ 12.01.2003
—— -
..-"'""f
.-"'F.....'...
~—
"--._____-1---
'..........__,.-"""...’....r
—— =
.-'".....
——
Tapa
Tapud
Wrora 3 134 520-00
CoCTOAHME TOBAPA, TAPLI W YNaKoexM B momeHT acvotpa Il oépescdenuti mapovr nem.
Cnocof onpeaeneHds HegocTaoWwero Tosapa —
JaKN0HEHWE O NPUHWHAX ¥ MECTE 0OPAI0BAHMA HEJOCTA4M TOBADA
// _.__.--"’"r
——
.-...-..-

"AKT 0 npuemke ToBapoB (popma Ne TOPT-1)": ctp.2
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Ogopmnenue akma o npuemke moesapos (oopaszey) — 3

DaKTAHECKN Cymma HOC OTKNOHEHWE [+, =)
MPUHATO G YHETOM
HAE,
KOMWYECTED Macca CTOMMOCTE, pyrjﬁ?nn. CTABKA, | CYMMA, KOMU4ECTED Macca CTOM-
Pyl Kom. % pyl. Kon. MOCTh,

B OOHOM | MECT, | GpYTTO | HETTD B OfHOM | MECT | BpyTTD [HETTD py6. kon.
MECTE | WTYK MECTE | WITYK

12 13 14 15 16 17 13 19 20 21 22 23 24

a0 2 J00 | 350 | 106 200000106 200-00| I8 |16 20000 — — — — —
20 I GO0 | GRO | 28 320-00 | 25 320-00 | I8 4320-00 —_ —_ —_ —_ —_

pra
e 4
r
f/
P
.-’/
/ “
/?‘-“H‘-"'--.
J/'
.-‘/
¥ 3 — — 134 520000134 520-000 ¥ |20 520-00 X — — — —
J..”"_,"r___..-""_
-‘;><;i—"f
___,..-"

"AkT 0 mpuemke ToBapoB (popma Ne TOPI-1)": cp.3
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Boe 4neHbl KOMUGEWMH DIHAKOMAEHE! ¢ NPABUNAMHM NPUEMKIN TOBADOE N0 KONMYECTEY W KA4ECTEY W NpEOyNPesIeHsl 08 OTBETCT-
BAHHOCTH 32 NOJNMCAHWE AKTA, COASOMAWETD JAHHLIE, HE COOTBATCTEVIOWME AeRCTEMTENLEHOCTI

I'Ipaa MNEHOCTE KONKWHECTE W KA4ECTEA TOBAPA NOATEEPHAAEM.

MNpegcenatans KOMMUGEHE dupermop Bocuanes AH. Baocuanes
BT DadpTel, JOARRICTE MLATHEE paciHgpeEKD ROpImoN
'-*Ineum ICEIM WCCHK: __ fyxzaaxmep Ipuzopveaa M A I'puzopvesa
BT PAfOTEI, JOTRRICTE ROATHEE DaCuNGpTENd MOmINCH
/"
“?” |'l.|1 |'| \ 306, CRAATOI Heanos A.H. Heanos
AKTHHIII BARETO DG 0TeI, ONmRAcTs MOATHCE DACINpOERD RORIREH
&
\"i";'-u. / HOvaAbHuE yexa N 1 ITempos C.C. [Tempos
BAACTE Al OTRI, JIVURAICT MITHER DACGUHG e TOPCH

JAKNHHEHWNE KOMUCCHM Togap npunam noanocmsio,

Bpax u nedocmauu he biasnenbl.

MpencTaeMTaNk rPY300TNPABMTENA (NOCTABWWKA, NPOW3BOANTENR)
HoxymenT, yaoCTOREDAKWMA NONHOMOYNA

Ne — BhiQaH &« _— » — 200 —r.
BT DGO Tas, JoNmRacTe ROATHCE DasaEned, Band, OTveCTR
AKT © NPUADHEHNEM HA — AWETAX NOAY4MUN
TnaeHei (CTapWwit) Gyxrantep Bopucosa 0.B. Bopucosa
ACARHCE DACWMGEDOBK N0ATHCH
w 22 » HoaGpa 2004 r.
PelieHue pykoeoguTens =

//
"""-.._/‘/
,‘/,\
/’,’
/"/'

—

ToBap W TAPY HA OTEETCTEEHHOE XPAHEHWE NOMHAT

JABEAVIOLLWA CKNAA0M (KNanoBLLMK) Anmonos AH. Aumonosg
AT PGP EeRRd DEATHCH

Odghopmnenue akma o npuemke mosapos (oopazeu) — 4

"AKT 0 mpuemke ToBapoB (popma Ne TOPI'-1)": cTp.4




3ananue 2.

Odopmute akT 00 yCTaHOBICHHOM PACXOXKICHHUH 110 KOJIUYECTBY U KaYECTBY B COOTBETCTBUU CO
CIIEYIOIMMHU YCIOBUSIMHU:

ITo norosopy noctaBku ot 15 Hos1O6pst 2007 1. Ne 24 3AO0 "Aktus" npuoodpeno y OOO "Ilaccus"
50 cronoB 1o neHe 1652 py6./mr. (B Tom yrcne HJC - 252 py6.). O6mmiast CTOUMOCTh MAPTHH CTOJIOB
cocramia 82 600 py6. (B Tom uncne HIIC - 12 600 py6.).

"AKTUB" MOJY4UII CIEAYIOIINE TOBAPOCOIPOBOIUTEIbHBIE TOKYMEHTHI:

— TOBapHYI HakJagHy oT 5 pexadps 2007 r. Ne 37;

— cuer-dpakrypy ot 5 nexadps 2007 r. Ne 132,

5 nexabpst 2007 ronma cronel ObuM AocTaBieHbl Ha ckian "Axtua" Ne 1. Ilpu pasrpyske
TOBapoB OblIa OOHapykeHa HepocTada 10 cTosoB.
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Odgopmnenue akma 06 ycmanoeieHHOM PacxXoxcoeHUuu no Konuvecmey u Kkauecmey — 1

Viudmymposansan chopma Me TOPT-2
WTEBMENEHA MOCTRHOENSHMEN MOCKOMCTZTE
Poctwe 0T 25.12.98 Ne 132

Koq
0330202
40062011

Topma no ORYI
no QKNG

JAD e Axwmues, Mocrkea, ya. Cadosan, 151, men. 393-93-93

COTTHRAMMA, LOPEC, MOMED TENEPOHA

CTEYNTYMOS NOSDA3ENEHIE

4523318
27
12
12

Bup aeatensHocT no OKON

HOWER

faTa

NEMKLL, PREADHAMEHIS
I OO IRER M TR

OcHoBEHWE ANA COCTABNEHMA AKTA

05 2007

Bup onepawimn
VTBEPH A

duperatop
SRR T
Bacuavea AH,
P CLMERRR T
dexafpn 200_7_r.

Homep pokyMedTa | [JaTta cocTaengHWA
AKT 8 05122007

06 YCTaHOBNEHHOM PACXOXAEHUH NO KONUYECTBY
M Ka4YecTBY NpH NPMEMKE TOBApPHO-MaTepHanbHbIX UEHHOCTEH =

Mockea, ya. Cadosan, 151
HaCTOALLMIA 2KT COCTARNEH KOMMCCWER, KOTOPAA yoTaHosuna: = 05 »
mogapras Hakdadwas N 37 om 05,12 2007

AIHMEROBTHING, FOMED, 5IT3

rPY300TNNABMTENR, ROCTARHHANE, AOOWIRDANTER:

Factased

MBAMIE
i w

MecTo npreMen ToBapa

dexabips 2007 r.

Nno Conpoe0gnTENEHEIM LOKYMEHTAM

QOCTAENEH TOEAP. ,ﬂ[l KYMEHT O Bbl20BE NPEACTABNTENA

FOHYMHOE JEVEPNHYTE
TeRerpanmha, (DaKs, TeRehoHOrpamMme, painorpama Mo 368/A 05
HEHYWHOE SAE0RHY TS
000 sllaccuay, Moexea, ya. Jecnaa, 125, men, 545-11-45
ALEMEHORRNG, LIS, HOMEE TRNAIHI

e
L HEE

HARMEHOEINRE, JAPEC, HIMEE Tenaghaua

aT « dexalipa 2009 .

[py300TNPABMTENE

MpowzEogMTENSL

MocTaBLwmE

CTpaxoran KoMNaHWA

HIHMERIERHIE, JAPEC, HAMSD TENAhIAI

oT« _J5 =
05 =

Doroeop (KOHTPaKT) Ha NocTaeky Tosapa Mo 24 noglpsa 200_7_r.
2007 .
200__r.
200 r.

200

Cuet-thakTypa Ne 132 OT = dexafipa

KaMmepyeckui akt Mo oT = »

BeTepuHapHOe CEMABTENLCTBO (CBMAETENLCTBO) No ot « ”

MENEIHOADDOMHAR HaKnaqHan Ne oT #

PEOM
B TRAHEROETHOND CPSGCTAS

dexabdpn 2007 r.

Cnocof AocTaskm

Jara oTnpaenenms Tosapa « 05 »

HARMEH SRS
OO willaccuas
TR

CO CTEHLMK (MPWCTaHW, NOpTa) 0TNPAENEHNA

MK o0 CKNaga OTNPagHTeEna ToBapa

JIATA, BPEMA, 4 MuH,

NEWBBITRA TORAPE
Hil CTAHLMI

(MPUCTIHE, NOET)
HAIHEHEHWA

BCKPBITHA BINOHA,
BTOIYPraHa,
KOHTEAHEDE
W ApYTHX TRaMG-
NOPTHER CPENCTE

Bbl 340
TOREPA Op-
TraHW3aLHEA
TRAMCNDpTA

MOCTABKA TOBA-
P KA cKnan
O aHMZALMN-
NOMyHaTEA

Ha4ana
[ESFYIKM

NPHEMEN 108303

Ha4ancy

BOAAHDE-
NEHHE

npwocTa-
HOBNEHHE

OKOHYAHWE

0542 2007
10w 15 mun.

051 2. 207
fh w35 mun.

05122007
10w 35 mun.

0512, 2007

11w 30 mum.

"AKT 00 YCTaHOBJICHHOM pACXOXIEHHHM IO KOJHYECTBY M KadeCTBY IPH IPHEMKE TOBAapHO-
MaTepHaibHbIX LleHHocTel (popma Ne TOPT'-2)": ctp.1
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Ocopmnenue akma 06 ycmano61eHHOM PACXOHCOCHUU NO KOJTUYECMEY U KAYeCmEy — 2

CeapneHwA O COCTORHMKM BArDHOB, ﬂBTU[b:."pFDHDE W T. 4. Hamwame, anucakne YNEAKDBOYHLIX ADNLIKDE, NNOME TpaHcnopTa
Ha OTAENEHBIX MECTAX (CERTHRMKATOR, CNELNChMKALMA B BAMOHE, KOHTERKEDE) W OTNDABMTENECKAN MAPKUDORK

Mo CONPOBOAMTENLHBIM TPAHCNOPTHBIM AOKYMEHTAM 3HAYMTCR:

OrmeTra 0b on- | Konu4ecTeo Bua Hawmenoeanwe | Egunvua | Macca GpyTro Toeapa (rpysa) Ocodeie
NOMBMPOBAHAN MEGT YIAKOEKH ToRApA (Fpy3a) [ naMaperua no QOKYMEHTAM OTMETKW
TOBApa (rpyaa), MK HOMEDA —| OTNPABKMTENRA
COCTOAHWE BAFOHOB (KOH- OTNPABMTENN | TPAHCNOPTHOW | 5 yak nanHoi
nnom6 1 coaep- TEAHEPOB, 3B- Oprasn3aLim
HAHWE OTTHUCKA TODYProHoe {CTaHLMK, npu-
Mt 4. CTaHW, nopra)
1 2 3 4 5 B 7 8
05.12.2007 5 Kopoba | cpppu | wm. — — —
EEPHIUHHME

CeaABHMA O COCTOAHWA BATrOHOR, 8TOGYProHOR W T. 4. HanW4we, ONWCAHWE YCTAHOBNEHH BIX APNEIKOR, TNOMO TpaHcnopTa
Ha OTAENEHBIX MECTAX (CEpTHQMKATOR, CNeUndHMKALMK B BArOHE, KOHTERHEPE) (HaKTHHECKK
Asmoypzon 6 UCLPAEHOM COCMOAHULL,

naombol NOCMAs UKD M He YemahoeTerbl,

Macea, Kr CTaneHs 3anonHEHHA
TAPHOra MECTA, BArOHa,
KOHTEHHEPA W T, M.

PacxompeHne no KONWYECTBY MECT W Macce | KonW4ecTeo

8 aKTHPYEMOI NapTiW TOBAPA, OOHADYKEH- MECT
HbIE Ha CKNaje TOBApONONy4arena GpyTTo Tapd HETTO

Mo ADKYMEHTAM FPY300TADABKTENA 5 ————
—
DaKTHHECKW NOCTYNANG 4 - _________::-—-u-,
PacxompeHue (+, -) ——
Tosap Homep EanunLa Mamepedna Mo QOKYMEHTAM NOCTABLMKS 3HAYMTER
(HaMMEHD- MecTa
BaHME) HAMMEHOBA- | K04 No APTHEYN copt KONWYBCTED LgHa, CYMME,
HIlE DKEW TOBApPA {macca) pyG. kon. py6. kon.
i Z 3 4 ] f 7 a g
Cmoant _ LLFL. oG 625378 — 50 1652-00 | 82 60:0-00
"
— _..---...--.‘
— —
.--""--..-_
_--"--.-.l
—

"AKT 00 YCTAHOBJICHHOM PACXOXICHHUU II0 KOJHUYCCTBY HW KA4YCCTBY IIpU HNPUCMKEC TOBApPHO-

MarepuainbHbIX 1leHHoCcTel (popma Ne TOPI-2)": ctp.2
Ocpopmnenue akma 06 ycmano6neHHOM pacxoxrcoeHUU no Koauyecmey u kavecmey — 3
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YCNOBWA XpaHEHWA TOEApA (NPOOYKLUMK) 40 BMO BCKPRITMA HA CKNANE NONYHATENS:

HDMEIEHILE exaada omaniusaemes u OX[MIHAENCH.

Kopofiku yemanosaiens na cmeniaycu.

CEEMEHKA O TEMNEDATYDPE NPW DAIrPY2KE B BAroHe {pechpuaepatope 1 T. 0.) & Toeape, *C i

CocToAHWe Tapel W YMAKOBKM, MADKMDOEKA MECT, TORADA W TPkl B MOMEHT BHEWHErD OCMOTRE TORADA I:I'Illﬂﬂ'_l,l'HLl,Ii'IH]

Vnaxoera ne nospexdena,

Cogepanie Hapy#HOR MaDKMPOEKA Tapkl W DPYTME OAHHLIE, HA DCHOBAHMK KOTOPkIX MOMHO COENATE BLIB0OE! O TOM, B 4egQ
YNAKOBKE NPEALRBNEH TOBAD (NPOWIBOAMTENA WAK ATNPABMTENA)

Mapruposca 000 «llaccuan,

Data eckpeiTig Tapel « 0§ » dexalps 2007 r.

DpraHmuaalma, KOTOPAs BIBECHNA W ONNOMBMPORANA OTIPYMEHHLIR TOBAD, MCNPABHOCTE NAOME W COQEPMAHNE OTTUCKOE, COOT-
BETCTEWE NNOME TOBADOCONDOBOAHTENEHEIM LOKYMEHTIM

Mopagok oTG0pa ToRApa (NPOSYKLMA) ANA BEIGOPO4HON NPOREPKK C yKa3anuen MOCT, ocoBeix YCNORMA NOCTABKK NO AOTOROPY
(KOHTPAKTY), DCHOBAHWE BRIGOPOYHOR NPOBEDKM;

_—-"'---_

————
————
——

MAKTHYECKH DXAZANDCH bpax EoR (TKNOHEHKA Haomep
nac-
APTHEYN | CODT | ®OnM4e- | Ugka, CYMME, | KONWYE- | CYMME, [ KONM4E- | CyMMa, HEQOCTHA CROTTTTA nopTa
ToBapa CTeo | o won. | pyd.o KON, | CTEO . CTRD Py,
{Macca) (Macca) | KON, | (Macca) | konm | wOAWeE- | CyMMA, | KOOHYE- | CyMMA,
CTEO Py, Kom, CTED .
{macca) {macca) | won,
10 11 12 13 14 15 16 17 18 14 20 21 iy 23
625378 — 40 | 1652000 | G6 O50-00 | — — - — 10 |16 52040 — — -
..-—_.--'l'"-.--.-_
__-"'_.—-"".--.
I-________
___..--'-.--— _-?{ ——
_--'--'-'
.-""--'-
b

"AKT 00 YCTaHOBJICHHOM pACXOXAEHHHM IO KOJHYECTBY M KadeCTBY IPH IPHUEMKE TOBApHO-
MaTepHalbHbIX LieHHocTel (popma Ne TOPT'-2)": c1p.3
Ocpopmnenue akma 06 ycmamno61eHHOM PacxoxicoeHUU no Konuvecmaey u Kkayecmey — 4
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Onpejenenmne KONW4ECTEA TORAPA (NPOAYKLMI) NPOBOAMNOCE
BIBEUUNEARHAM, CHETOM MECT, MMBMH HT.m,

Cuemom mecm, GHYMPERHUM U GHEWHRUEM OCMOM POM MLADB

MECTO (NIPSENAHME KOTMHSCTER TORSDS (TROZVNLWH
BapelUMBAHME TORapOe {I‘I DD,III'_I.I'KLII.-'IH} NPOBOAWNOCE HA HCNPABHBIX EBCAX, NPOEEDEHHEIX B YCTAHOENEHHDOM NOQALKE. CBE,[[EH He
0ff MCNPEBHOCTH BECONIMEDUTENRHEIX NPMBOPOE (THN BECOE, MOA KNEAMEHUA)

[pyrue DakHsE

_—-='_'__'-_-_-__

Mo oCTankHEIM TOEAPHO-MaTEHanEHEIM LEHHOCTAM, NEPEYUCNEHHEIM B CONPOBOIWUTENbHBIX QOKYMEHTAX NDCTABLWWKE, pACKOM-
JEHWA B KONWYECTEE W KAYECTEE HET.

MogpobHoe onucaHne ABDEKTOR (XAPakTep HEQOCTAYM, HANWILKOE, HEHAONEXALLErD KajecTea, Gpaxa, G0R) W MHEHME KOMWC-
CHI T NPRYAHEX WX Uﬁ'DEEUEBHHH

Qdnoil KopofiKu co cMoraAMU He XEATRAET.

— S

JaKnKIMEHHE KOMWCCHL

Yemanosnena nedocmana 6 koruvecmase 10 emonros na cymmy 16 520 pyi. 00 kon.

YNneHbl KOMUCCHI NPEAYNPEMAEHE! 00 OTBETCTBEHHOCTI 33 NOAMMCAHWE AKTA, COASPMALIErO AAHHLIE, HE CODTBETCTRYIOWME
,EIEI;'IGTBHTEJ'II:HDCTI-"I.

JOKYMEHT, YAOCTOBRPAKLLMA NONHOMOYHA

Mpefcenatant KOMHGCHK dupexnmop Flcranet Bacuawes A H.
WOCTE FAEOTH, SOMKHICTL o PACLIMTRDORK NCUTIHCH
HneHe! KOMUCTHI. A foris st I'p
y ,-f—k WBCTD SAGOTE, BOMMHOGTE #Ch PECUNDOEAE MEqINCH
o “\.. . 208, cKALTOM Aiaantol Heanos A.H.
Moo AKTWUB® WBCTE G4GOTH, JATMNICTE [T PRCLLGDOBAE MO
'L_-g 8l HOYAABHUK Wexa N W Jeamlindt Hempos C.C.
'\W WBCTE [ 60TL, JAAKHICTL [T PACLINDOOBNS NOUIHCH
MpeACTABHTENb MPY300TNPABMTENA (NOCTABLIMKA, NPOMABOAWTENA)
OO0 allTaccuss, menedicep lfegsintt Heanoe A.A.
MECTO PROCTR, JOURHOCTE TOGHCL CACURINIOEKE FOMTHCH

nacnopm cepuin 45 0F

Me 487024 Bhigad = 1@« AWBAPA 2001 r.

AKTC NPHUNOXEHNEM Ha — NKCTAX NONYYKN

TMaBHBIR [CTAPWWA) ByxranTtep Ciaficot Bopucosa 0.8,
MORNRCE PRCILRNPORKS AL

Pewerme pyxosogurens _Hanpasums npemensuonnoe nucsemo nocmaswury — 000 «llaccus»

¢ mpefosanuem donocmasiuins HeJOCMAUEE KOAULLECTNE0 CMOL0E,

"AKT 00 YCTaHOBJIEHHOM pAacXOXJECHHUU IO KOJWYECTBY U KayecTBY IpPH MPUEMKE TOBAapHO-

MaTepHalbHbIX LeHHocTel (popma Ne TOPT™-2)": cTp.4
3ananue 3. 3aMoHUTE PA30BYIO IOBEPEHHOCTD.
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IMosicHenus k padore:

B OpITy 4acTO BO3HUKAIOT CUTYAIMH, KOT/Ia YEJIOBEK IMPOCTO HE YCIEBAET CAENaTh HECKOJIBKO
7€l OIHOBPEMEHHO, HAlpHMep, KOrJa HYXHO OTIPABUTHCS B KOMAHIMPOBKY M OJHOBPEMECHHO
COBEPIIUTHh Kakue-mubo aercTBUs aoma. Hambornee mpoCTHIM BBIXOJOM M3 3TOM CHUTYallMd CTaHET
BbIJ]a4a Pa30BO JIOBEPEHHOCTH.

JIOBEpEHHOCTBIO SIBISIETCS TMCbMEHHOE PACHOPsDKEHHE O Tepenavye KaKuX-IU00 MOJTHOMOYHIA
IS BBICTYTUICHUS] OT UMEHH JIOBEPUTEIIS TIepe]] TPETHbUMU JIHIIaMH.

CyOBexTamMu JOBEPEHHOCTH MOTYT OBITh M FOpUANYECKHE, U (PU3MUECKHEe JHIIA.

B 3aBucumocTH 0T 00beMa AeIerupyeMbIX NOJTHOMOYHUI B TEOPUH MPaBa pa3inyaroT:

—  Pa30BYIO JIOBEPEHHOCTH;

— CICOUaJIbHYIO JOBCPECHHOCTD,
— T'CHCPAIBbHYIO JOBEPECHHOCTD.

Pa3oBas 1OBEpPEHHOCTh OTIMYAETCS OT MHBIX BHJIOB TEM, YTO BBINAETCS IMPEACTABUTENIO AJIS
COBEpIIEHUSI OAHOTO AEHCTBUS OT UMEHH JOBEPUTEIISL.

IIpumepamu cuTyanuii i BbIIAYM Pa30BOM TOBEPEHHOCTH MOTYT CTaTh: MOJIyY€HUE JEHEKHON
CyMMBI Ha HMs JOBepuTeNs, Oo(popMieHHE OT ero WMEHH CHEIKH WM JOTOBOpa, MOJAdy HIIH
IIOJIy4YE€HUE TOKYMEHTOB.

OnHako nociieiHee BO3MOXKHO HE BO BCexX cilydasx. Hanpumep, coTpyqHUKH 1acIIOPTHOTO CTOJIA
JJa’Ke C JIOBEPEHHOCTBIO HE BBIJAAYT I1ACIIOPT HA PYKU APYTOMY JIMILY.

[To obmemy mpaBmity, GOpPMOI 3aKITIOYCHUST TOBEPEHHOCTH SIBJISIETCSI TUCHBMEHHBIA TOKYMEHT,
HO B 3aBHCHMOCTH OT COJEp)KaHHUS IIepelaBaeMoro IpaBOMOYMs, JOBEPEHHOCTb WHOTAA TpeOyeT
HOTApUAJIIBHOIO WM IPUPABHEHHOI'0 K HOTapUAJIbHOMY 3aBEPEHMUIO.

Cpok nelicTBUS JOBEPEHHOCTH B IL€JIOM M pPa3oBOM JOBEPEHHOCTH B 4YaCTHOCTH
3aKOHOJATEIbCTBOM HE OTPAaHUYHUBACTCS.

OnHako 00s3aTeNbHBIM PEKBU3UTOM €€ COCTaBJIEHUS SBISETCA JaTa 3aKJIIOYeHUs aKTa,
IIOCKOJIBKY B CJIy4ae OTCYTCTBHSI AAThl MIPEKPAILLEHUS TEHCTBUS JOKYMEHTA, JJOBEPEHHOCTh JIEHCTBYET
OJIUH TOJ] C €€ MOJIUCAHNSI TOBEPUTEIIEM.

K conepxanuio pa3oBOM JOBEPEHHOCTH OTHOCSTCS PEKBHU3UTHI JOKYMEHTa M IIEpEyYEHb
JEJIErUPYEMBIX NPEACTABUTEIIO TOJTHOMOYHIA.

PexBHU3UTEI TOBEPEHHOCTH:

—  MECTO COBEpILICHMS;

— JlaTa COCTaBJICHUS;

— cBeneHusa o poseputene: ®UO, agpec, BO3MOXKHO NHACIOPTHBIE JaHHbIE I (PU3UYECKOTO
JM1a, HANMEHOBAHUE U MECTO IOPUIANYECKON pPEruCcTpaluy il OpraHu3anuid. MoXKHO yKa3aTh
Y UHBIE CBECHMSI, HAIIPUMEP, KOHTAKTHYI0 HH(POPMAIHIO;

— cBeaenus o npeacrasurene: ®UO, aapec, MHbIE CBEACHUS, B TOM YHCJI€ TACTIOPTHBIE JAHHBIE;

—  TIOAIHUCH TIOBEPUTENS C pacIM(PPOBKOIA;

- TaKXe JOBEPEHHOCTb MOXET COAEpXkaTb CPOK NPEKpalleHWsl €€ NEHCTBUS, yKa3aHHE Ha
BO3MOXXHOCTh TIEPEIOBEPUS U UHbIE OOCTOSATENbCTBA.

CopepkaHHE Pa30BOM JOBEPECHHOCTH.
— YKa3aHHC Ha IepeaaBacMocC MpaBOMOYUC IMTPECACTAaBUTCIILCTBA,

— CPOK IpCKpalICHHA HGﬁCTBI/Iﬂ JOKYMCHTA, IMPHUYEM MOKCT OBITh YKa3aHa KOHKPETHAA aara, a
MOXKET COACPKATHCA YKazaHUC Ha MOMCHT CIWHCTBCHHOI'O HCIIOJIHCHUS IIPAaBOMOYHNA

nNpeACTaBUTCIILCTBA.

Oopaszey pazoeoit 0osepennocmu (61aHK)
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PA3OBASA JTJOBEPEHHOCTD HA 3AK/IIOYEHHME JTJOI'OBOPA

r. Mocksa « _» 201 r.

B JIUIIC

(HaMMEeHOBaHWE OPTaHU3AIIH )

, ICCTBYIOILIETO

(TOKHOCTD, (haMHITHSL, UMsI, OTYECTBO)
Ha OCHOBaHUU , TOBepsieT
B JIIIE

(HaMMEHOBaHUE OpPraHU3aluN)

, IEUCTBYIOILIETO

(TOKHOCTD, (haMHITHSL, UMSI, OTYECTBO)
Ha OCHOBAaHUU , 3AKJIIOYHUTH JJOTOBOP KYILIU-TIPOAAXKHU
( ) aKIHi

(KOJIM4€ECTBO MPOMKCHIO)

B COOTBCTCTBUHU C

(3MHUTEHT)
JoroBopoM komuccuu No OT «_ » 201 r.
Hacrosias 10BepeHHOCTh ACMCTBUTENBHA IO € » 201 T
PykoBogurens
(moamuch) (pammunus, u.0.)
I'n. Gyxranrep
(moamucek) (bamumnus, u.0.)

M.IL.
Oopasey pazoeoit 0osepennocmu (oopazeu)

JOBEPEHHOCTHD (PA3OBAS) HA IIOJIVUEHUME JIEHEI

JOBEPEHHOCTD

I'opon MockBa, nBaaiiaTh MATOTO JIEKaOpst ThICAYa JEBATHCOT
JEBSAHOCTO BTOporo roja. S, rpaxnannn BacunbeB FOpwuii IlerpoBuu,
MPOKUBAIOLIUHI 1O azipecy: I. MockBa, yi. Cene3HeBka, 1. 28, kB. 16,

JOBEPSIIO rpakaaHuHy AHTUnoBy Eropy KoHCTaHTMHOBHYY, IPOKUBAIOLIEMY B
r. Mockse, yn. Kpeimckas, a. 51, kB. 71, monyuuts B Kacce
KomuccuoHHOro marazuHa N 21 1. MockBel neHbru B cymme 78 900
(ceMbiecsiT BOCEMb ThICSY NIEBATHCOT) PYO., MpuuuTaronecss MHue 3a
peanr30BaHHbIC BEIIM COrJIaCHO KBUTAHIMU N 547897, 1 BBINOJIHUTH BCE
JEUCTBUSL, CBSI3aHHBIE C TAHHBIM MTOPYYCHUEM.
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Cpoxk noBepeHHocTH J1Ba Mecsiia.  [loanuce

JBanuate nsaToro naexadps 1992 ronma Hacrtosmias HOBEPEHHOCTh
yaoctoBepeHa MHOM, MiBaHoBbiM T.A., rocyapCTBEHHBIM HOTapUycoM 7-i
MOCKOBCKOM roCy1apCTBEHHON HOTAPUAIbHON KOHTOPBI.

HoBepennocts noanucana BacunseBbiM FOpuem llerpoBuuem B Moem
NpUCYTCTBUH. JIMUHOCTh JJOBEPHUTENS YCTAHOBIICHA, J1€ECIIOCOOHOCTH €T0
MIpoBepeHa.

3aperucTpupoBaHo B peectpe 3a N
B3pickaHO Tocy1apCTBEHHOMN MOUUIAHBI

['ocynapcTBeHHBIN HOTApUyC [Moanuce

IIpakTuyeckoe 3ansaTue Ne 12

Tema 13. @®uHaHCcOBasi JOKYMEHTAIIUs.

Ilesab padoThi: NpHOOPECTH HABBIKU B COCTABICHUU M OQOPMIICHUH YHU(HUIMPOBAHHOIO JOKYMEHTA
«Cuet-paktypa», pykoBoactByicb [OCT P 6.30-2003 «YuudunupoBanHas cHCTEMa
OpraHU3aIMOHHO-PACHIOPSAUTENIbHON JOKyMeHTalK. TpeboBaHus K 0pOPMIICHUIO TOKYMEHTOB.
Ilopsinok npoBeeHUsi 3aHATHUS

B Havame 3aHATHS cleqyeT  MOBTOPUTH  HOPS/IOK  COCTaBiIeHUS U odopMieHus
YHUPUIIUPOBAHHOTO TOKyMeHTa «CueT-hakTypay.

3aganue 1.

CocraButh cuer — Qaktypy Ne 117 or 1 ¢espans 2012 roma: 3AO «AKTHUB» OTTPY3HIIO
nomugopsl OO0 «ITaccuy. Llena 3a kunorpamm — 50 py6. KonnyectBo otrpyxkeHssix Toapos — 100
KHJIOTPaMMOB.

ITponaxa momua0poB obnaraercs Mo craBke 18 MPOIEHTOB.

Omnutata npou3BOIUTCS B pyOIIsX.

Takum oOpa3oM, CTOUMOCTh MAPTUU MOMUIOPOB 6e3 Hajora coctaBuia 5000 py0., a ¢ HIC —
5900 py6.

Anpec 3A0 «AxtuB»: 115561, r. Mocksa, yin. Cagosas, . 151.

WNHH: 7715221040.

KIIIT: 771501001.

«AKTHB)» IPOU3BOJIUT OTIPY3KY CAMOCTOSITEIBHO.

Anpec OOO «IlaccuB»: 116321, r. Mocksa, yi. JlecHas, a. 125.

WHH: 7729083775.

KIIII: 772906003.

Oopaszey cuem-ghaxmyput (oopazeu)
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Moumoxesue M2 1

K AOCTaH0E nesne Mpasn Bec B3
POcCMACIDR Se e alEn

o7 25 peadoR 2011 r. N2 1137

CYET-DAKTYPA Ne 8977 ot 27 tpeepann 2011 r.
MCNPABNEHWE Me or” N

Mponassy OBWECTES © OF PEHNUE HEOR OT BETCTEEHHD 0T 10 M SD 8700 KANEHE R N POKS BOQCTESHHER KOMMEDUE aR $ rps "Arpon pogass” (000 MIES Arponpogaec’)
Agpec: 142108, MO, r.Mogonsox, Eporswymosw ., 0.5

WHH / KNMN npoga eya: 50260188 ./ 50380100

MpyzooTnpaEsTen: W ero agpec: D00 MNKS Arponpogacc’, 142108, MO, r.Mogonece, Eporsnygroe w

MpyzononysTene v ero agpec 000 "AstocnesTp HH', 603122, Poocws, H.Hoeropoa, yn. Boropon crono

¥ nna7-pacu. gooweekmy N2 oT

Momynatene: 000 "Aetocnsrrp HH™
Agpec: 503122, PocowA, H Hoeopoa, yn. Boropoaceoro,
WHH / KMMN nogynatens: 526206617 /52820100

Banwra: won G543 ranweroeasre Foco feoni pyine

CTOMMOCTE
EnusnL CTOMMOSTE TOESPOE CTPEHE MPOHCE 0K 02 HHA
HEIME P2 HHA TOES OB [pator
LieHa {paGoT, Browm . :
Bunr:::m":: ':J.?r;:"uﬁzzm :ﬂﬂ:uﬁaﬂqi;i KonWy ; (Tapeg) 2 yenyry YHE- :‘:::; Cywm llilrr:::: L“ — HOMS P T3 0K S HHOW
BCTED B HHH 15y MMyl SCTES HH NS 3K- HANOra K LS NE pELHH
M 5CTE SHHOTD NP E3 Ko - WivepowkA | b npaE | uns CTEEES u;éanr:a:. Bt ““:‘1::“'”
[HaUROHAN ECaro D asTow KoL
HoS | Hanora lllmnnm
1 Z 2a 3 4 3 ] T g -] 10 10a 11
[ Beng TFT 15" GR00AD silver- ) ELEL HEBOE
ok fs e e T wr z  parassl 1634916 18 2050850 2000001 156 Kumsi o :fgii-.:..gfbm
MoxwTop Samsung TFT 137 343N - - a7 1 P . - e e 10127 1400 160308/00
[MYAKEE) black Sms 796 uT 2 9322 03 2844 06 8 335553 2198899 458 Mana#zrs oTEIET
Bcero k onnare: 35 §93.32 B406.78 42004000
FyoBQLRTENE OPTEHN YN i ! Tnaes=# Gysamep _ i
{nognmce) (& WO} {(mognmce) {$.1.0.)

(PEEBN3HTE CEXOSTENECTES O 1O Gy SPCTERHHO R
Vinuesn yansrs f npegnpe s Tens {nognecs) (b w.o) PETRCTREL MK WL MERD YEIN 0T O N PED NPHENL 3TENR)
NorveuEHme. 1. Me0EeA 38 NITAD CUETE-PE 6Ty Dsl, COCTEEMERH0ND B O MEKHO M HOCH TENE - MOENETE NE, STOP0A SLEMANAD - M0 EEL
2. Mg COZTEETEHNA OM2HRE 1WeR (U Ta-PaETYDE B SNeTDOHH0M 5102 NOEESaTe Nk « T FEEHEM SYIraMmep (Mo 0mcs) 2 M0 Jx He oDLMDYeTzR

Bonpocs 1151 npoBeaeHust codeceOBAHMS:
1.  Kakosa ponp Oyxranrepuu B peuieHHH (PMHAHCOBBIX 3a7]a4 OpraHU3aI?

2. JlaiiTe OOLIyI0 XapakTEPUCTUKY JOKYMEHTOB 10 (UHAHCOBO-PACYETHHIM
OTIEPALIHSIM.
3. OOs3aTenbHBIE PEKBU3UTHI cUeTa-(PaKTypHhI.

3ananme 2.

CocTaBuTh IUIATEKHOE TMOPYUYEHHE Ha IEPEUNCIICHHME JCHEr IMOCTABIIMKA 3a MOIYYEHHBIE OT
Hero fetainu mo cueéty Ne 84.

Hcxonnele nannbie: 18 mapra 2002r 3aBog OAO «Papyra» mimaréxssiM nopydeHuem Ne34
Mepevucini co cBoero pacuétHoro cuéra 108 Teicsau pyOneit, B Tom uucie HJIC18 Toicsau pyOuneit
3aBory OAO «IIpubop» B omary ero cuéra Ne 84.

PexBusutel OAO «Panyra» MUHH — 7617028930, p./c Ne816545214, BUK — 045030654, cuét Ne
301018105. Hupextop Boponun J[.A, rmaBubiii Oyxranrep byrko U.B; OAO «IIpubop» MHH —
7802114045, p/c Ne 240780610, cpok marexa 18.03.2002 r.

Bonpocsl 11 npoBeaeHns codece0BaHUS !

1.  Ha3zoBute 00s13aTenbHbIE PEKBU3UTHI (PUHAHCOBO-PACUETHBIX JOKYMEHTOB.

2.  Ilepeuncnute TpeOOBaHWs, TPEABABISIEMbIE K OQOPMICHHIO W COICPKAHUIO (UHAHCOBO-
pacyeTHBIX JOKYMEHTOB.

3. HazoBute 00s3aTenabHbIE PEKBU3UTHI IUIATEKHOTO MOPYUYECHHUS.

O6pa3eu 3ano0JIHEeHUA NJIAMENHCHO20 ROPYUEeHUA
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HDCT‘_\,-‘I'I. g GaHk nnar. Crucano co cy. nnar. 0401080

MNATEXHOE NOPYYEHWE Ne 11 02.07.2007 INEKTPOHHD
Os7s Ben MRETERS
MATecoT nATEAECAT pybnel 50 koneek
Cymma
NPONKUCEH
MHH 77123456789 KNM 0 Cymma | 550-50

M 18aHoE BaH FEBaHOEKY

Cu. Ne | 408001234567851234

[NnarensL WK
KE "HOHWACTPYM BAHK" (000) r. MOCKBA BMK | 044585184
Cu. Ne | 30101810600000000184

BaHk nnatenelnka
OTAENERHKE 1 MOCKOBCKOMD I'TY BAHKA POCCHA r. BMK | 044583001

MOCKBA Cu N
BaHk nomyJarenA
WHH 7743777777 KNn 774301001 Cu_ Ne | 40101810800000010041

ADHC Poccun WNed3 no r. Mockee

Buag on. |01 Cpok nnar.
Haa.nn. Ouep.nnar | 3
Monydarens Kog Pes. none
18210501010011000110 | 45277565000 | TN | KB.02.2007 | 0 [ 01/07/2007] HC
Ynnarta eguHoro Hanora
HazHaueHwe nnatexa
Mognucu OTtmetkn baHka

Bea neyatu

IIpakTnueckoe 3ansaTue Ne 13

Tema 14. TexHo0rus ¥ NPUHIUI OPraHU3ALUH JOKYMEHT0000p0OTA HA NPEeINPHUSITHH.



eanb padoThl: 3aKiaoyaeTcss B OOYYCHHH 4Yepe3 MPaKTUKY, MOICIHPYIONIYIO pPealbHBIE MPOIECCHI
JOKYMEHTO00OpOoTa TIpeanpustus (OpraHu3aluu), a TaKXKe MNPUOOPECTH HABBIKM B OpraHU3alUU
paboTHI C TOKYMEHTAMH.

Iopsiiok npoBeaeHUsI 3aAHATHS:

B Hauane 3aHATHS ClleTyeT MOBTOPUTH MOPSIOK OPraHU3aIMOHHONW PaOOTHI C IOKYMEHTOOOOPOTOM.
3aganmue 1.

OdopmuTte npenokeHHbIC JOKYMEHThI KaK Ha BXOJISIIYIO, TaK U HA UCXOJISIIYIO TOKYMEHTAIUIO.

Bomnipocsl 1u1s1 npoBeieHUs1 codeceJ0BAHUSA:
1. Yro moHuMaeTcs moj AJIOM B JEJIONPOU3BOICTBE?
2. UYrto moHMMaeTCs M0l HOMEHKIIATypou aein?
3. UrTo moHMMaeTCs Mo IKCIIEPTU30M?
4. Kak opopmisercs Bplgaya JTOKyMEHTOB BO BPEMEHHOE MOJIb30BaHUE?
5

KaxoBbl Cpoku XpaHeHUs TOKYMEHTOB?
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Oopa3zen opopmiieHHS KYPHAJIA PErUCTPAIMU UCXOASIIIEH JOKYMeHTaAlluu

Perucrpanuon- Kem Hononuurensa|OT™MeTKa 00
Hara N Koppecnonnent Kpatkoe co/iep)KaHue Ucnonuuren

HBII HOMED MOANMCAaH bI€ CBEACHUS O|HCIOJHEHU
ITOKYMEHTA (momyuarens) JIOKYMEHTa b

JIOKYMEHTa JIOKYMEHT JIOKYMEHTE u
1 2 5 4 5 6 7 8




Oopa3zen opopmiieHHs KYPHAJIA PErUCTPAIMU BXOASIIEH TOKYMEHTAIIUU

PCSOJ'II-OI_[I/IH HJIM KOMY HallpaBJICH JOKYMCEHT

Homnoaaut

Peructpa Pacnucka [OTmerka
.. |Koppec Kpatkoe €JIbHbIC
Jlata  |UMOHHBIN Hara [Homep 00
HOHJEH coEpKaH [ara CBeJcHUS
MOCTYN [HOMEP JIOKYM |JOKYM MOJIYYEHU |MCIIOTHEHU
T ue Cpok ABTOD IIPOCTaHOB (O
JIEHUs |IOKYMEH €HTa |eHTa Hcnonuut u
T (aBTOD) JIOKyMeHTa | . 3ananue UCIIOJTHEHH | pE30JTIOIHU |KH JIOKYMEHTE
o u pe3oionu
U
1 2 3 4 5 6 7 8 9 10 11 12 15 14




IIpakTnyeckoe 3ansaTue Ne 14

Tema 15. TexHo10rusi aABTOMATU3UPOBAHHON 00PpA0OTKH JOKYMEHTAI[UU.

Leuasb padoTbl: 3axitoyaercss B 00yueHHH 4epe3 MPaKTHKY, MOJCTUPYIOIIYIO PEalbHbIE MPOLECCHI
JOKYMEHTOO0OpOoTa Npeanpustus (OpraHu3aluu), a TakkKe NPUOOpPEeCTH HABBIKM B OpraHU3alluu
paboThl C JOKYMEHTaMH, HAyYUTHhCS CO3/1aBaTh OJJICKTPOHHBIN TOYTOBBIM SIIUK W OTIPABIATH
KOPPECHOH/ICHIIUIO 0 3JIeKTPOHHOM mouTte. [IpnoOpectu HaBbIKM B paboTe CO CIPaBOUHO-IPABOBOM
cucteMoil «KoHCYIbTaHT», HAYYUTCS] OPraHU30BBIBATH MMOUCK JIOKYMEHTOB I10 33/JaHHBIM PEKBU3UTaM.
Ilopsinok npoBeeHUsI 3aHATHUS:

3apanue 1. 3aperucTpupyirech Ha KakoM — JIMOO ITOYTOBOM CepBepe.

3apanue 2. OOMEHANTECH TOCIAHUSIMH C OJTHOKYPCHUKAMU.

Bol nomkubl oTipaBuTh HEe MeHee 3 nuceM. OJIHO U3 HUX JIOJDKHO COJIEpPKaTh TOJIBKO TEKCT, KO
BTOPOMY CJIEIyeT NMPUCOSAMHUTH (ailn (Hampumep, ¢ pe3ysbTaTOM OJHOTO M3 YIPaKHEHUH KakKoii-
60 mpeapIIyIel MPaKTUYeCKOi paboThl), @ TPEThE JOIKHO OBITH OTIIPABJICHO JIBYM aJIpecaTaM.

Bbl MokeTe co3maBaTh cOOOIIEHHS 3IEKTPOHHON MOYTHl U HE3aMEJIUTENbHO OTIPABIATH MX
WIM CO3/1aBaTh YEPHOBHUKH, K KOTOPBIM MOYKHO BEPHYTBCS IT03)KE, YTOOBI 3aBEPIIUTH CO3JIAaHUEC U
OTMPaBKy cooOmIeHui. Takke MOKHO CO3/1aTh COOOIICHHE U yKa3aTh BpeMsl B OyayieM, Korja ero
HE00XOIMMO OTIPABUTE.

[TapameTpsl co3ganusi cCOOOIIEHUI MOXKHO HacTpanBaTh Ha cTpanuiie Hactpoiiku > [Toura.

B 3aBucumocTH OT HACTPOEK MOYTHI NMPH HaKaTUU KHOMKU «HoBoe cooOmeHue» b0 Ha
naHenu nHCTpyMeHTOB «lIpumnoxkenne» oTkpoetcs Bkiaka «Co3nanue cooOIeHus», TU00 OTKPOETCs
OTJIEIbHOE OKHO CO3JaHMsI COOOIICHHUS.

1. Ha Bknaake «Iloura» Haxxmute kHOTIKY HOBOE cooO11eHue.

B 3aBuCMMOCTH OT HAaCcTpOEK 3JIEKTPOHHOM IMOYTHI MyCTas CTPaHHUIA CO3/IaHUSI COOOIICHUS
OTKPOETCS B HOBOW BKJIQJIKE WJIM B OTJEIIHHOM OKHE.

2. B rtexcroBom mone Komy BBenuTe agpeca 3MEKTPOHHOM MOYTHI JIHIA WK JIHI], KOTOPBIM
otmpamisiercs coobmenue. JInbo BBemuTe anpec, b0 Haxmute Komy, 9T0OBI
BBITIOJIHUTH MIOUCK 10 CITUCKY KOHTAKTOB WJIH TI100aTbHOMY CITUCKY aJpECOB.

[Tpumeuanue. BBIHOCKY ¢ aapecoM MOXKHO TEpeTaniuTh B TEKCTOBBIE moyst «Komwusy wmm
«CKpbITast KOMU», a TAKKE CKOMMMPOBATH MpH oMol coderanus knaBui CTRLA+c.

3. Ecnm HactpoeHo Oojbllle OJHMUX JIMYHBIX JMJAaHHBIX OJICKTPOHHOW TMOYTHI (Takxke
Ha3bIBaeMBIX oOpa3amu), mojie OT oToOpakaercst Hax nojieM Komy: . BeiGepute nuunbie
JaHHbIE, KOTOPbIE CIEAYET UCIOIb30BaTh /ISl JaHHOTO COOOLIEHUS 3JIEKTPOHHOM MOYTHI.

4. (HeobszatensHo) B pasnmene [lapamerpsr Haxxmute kHomky I[loamucu u BeiOepute
MOJITHUCh, KOTOPYIO CIeNyeT J00aBUTh K COOOIICHHUIO.

5. (HeoGs3atenbHo.) UT0OBI OTIIPaBUTH KOMUIO cooOMmIeHns apyruM aapecaram («Komus)
WIK CKpbITyl0 Komuio («CkpeiTasg komusi») 0e3 Beroma aapecaToB, BBEIUTE ajapeca
NEKTPOHHOMN NouThI B oJisAx «Konus» n «CKpeITas KOMUs».

[Tpumeuanue. MOXHO OTIPaBHUTH COOOIICHUE, HE colepikaiiee aapeca B moie «Komyy, ecnu

yKa3zaH aapec B KakoM-1u00 u3 nojei «Komus» nnn «CKphITas KOmusy.



1. B none Tema ykakuTe MorydaTelito, 0 4eM JaHHOE COOOIICHHE.
2. YroObI OTIIPaBUTH COOOLICHNE IIEKTPOHHOM MMOUYTHI, HAXKMHUTE KHONKY OTIPaBUTh.
Konust ornpaBiieHHOro cooO1ieHus OyneT coxpaHeHa B nanke «OTHOpaBiIeHHBIEY.

Ecnu cooOuieHue cieayeT oTnpaBUTh M03XKe, He HAKMMaNWTe KHONKY «OTHPaBUThY, a LEIKHUTE
CTpEJIKY PSIIOM C Heil U BbIOepuTe MyHKT OTNpaBUThH MO3Ke. B AramoroBoM okHE YKaKUTE BpeMs
OTIPABKH COOOIIEHHS BBEIUTE ATy M BpeMs, KOTAa CleqyeT OTHpaBuTh cooOmienue. CooOrieHne
coxpaHnsiercs B nanke «4epHOBUKNU» U aBTOMaTUYECKU OTIPABIISETCS B YKa3aHHYIO ATy U BpEMS.

3ananue 2.

Pa6ora co cripaBouHO-TIpaBoBO¥ cucteMoi «KOHCYIIbTaHT»; MOUCK JOKYMEHTOB.
1. 3arpysure CIIC «Koncynbrant ILmrocy
2. B okne mporpammel BeiOepuTe 3akianky «Kaprouka moucka» (puc. 1).

Il Mapronns comeonn  f] ancan e e I N s | Bl Ovasseds w

3aKONOAATENLCTRO *

B posynenta
Fpisommsuni opran
Lare

Homep

HaBanme Aogynesta
Texcr gokymenta
Mowex no crarycy
KOrAam nonyeen

Hara n Miwwocre
Homep n Mumwocte

VL vt s 10T § ) TR 0

Pucynok 1 — Kaprouka noncka

3. Tlepen namu oxkHO Kaprouka peKBHU3UTOB JOKYMEHTa, B KOTOPYIO BHOCSITCSI PEKBU3HTHI
JOKYMEHTA JIJIsl OpraHU3aly €ro MOMCKa.

4. Ouncrure Kaprouky pekBu3nuToB, eciu 310 Heodoxoaumo ([Ipaska - Y nanuts Bce).

5. YcranoBute kypcop Ha none Jlata u Beenute aaty 01.04.2003 u HaxxMuTe KHONKY BpiOpaTh
(puc. 2).

(SRS w—

Cowenie: 2957 350
™40

Yormn |

[ ] g [
Pucynok 2 — Beegenue natsl
5. B none HazBanue nokymenta umeercst CinoBapb. OH COAEPKUT BCE CJIOBA, BCTPEUYAOIIUECS B
HA3BaHMSIX BCEX JIOCTYIMHBIX JOKYMEHTOB. UTOOBI crcTeMa Haluia BCE JAOKYMEHTHI, B HA3BaHHSX
KOTOpPBIX BCTpEYAlOTCSl OTMEUEHHbIE BaMH CJIOBa C JIIOOBIMH OKOHYaHMSIMH (B  pa3HBIX
rpaMMaTH4ecKkux (popmax), BMECTO OKOHYAHHSI YKa3bIBACTCS 3BE3/I0UKa *.
6. B mone Ha3Banue nmoxymenta Habepute: 6e3namudaa™ (puc. 3). OTMeTsTe c10BO Oe3HAIMYH™ ¢
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IIOMOIIBIO KJIaBHUIIIN Insert. OHO MOSBUTCS B CIIMCKE OTMEUEHHEBIX CJIOB.

W Hazmammo pouymeTa

Oomaowi nowex | Pacuspomsdt noscs  Tlowox o crosspes |

Owcow: 713715888
EEIABAPVIIH® ~
BEIAKLIENTH®
BEJANKOrOnNkH*
EEIBMNETH"
BEIBECTH*
BE38M3"
BEIBOAPPATH®
BE3BOAMEINH"
BEIMPANIAHCTE"
BEINENCTE"
BEANENCTBYION]*
BEINEHEXH"
BEINETH
BESAOKYMERTAPH"
BEAMML{EHANOH
BEIHALENH"

BEsH0RRCE
REIOTNA v
<

>

Yorome - |0 -
Bulpans 1 =3
BESHANVMS"

[ o ] N Dowus |
Pucynok 3 — PaboTa co cioBapem
7. Haiinute 1 OTMEThTE TaKUM e 00pa3oM JBa JAPYIHX ciioBa: Gu3MUecK™ U pacu™. YKaxuTe
YCIIOBHE, C YYETOM KOTOPOTO STH CJIOBa JOJDKHBI BCTpeYaThCsl B Ha3BaHuu: ycioBue M. Haxwmwure
KHONKY BbpIOpath, uToOB! BepHYyThCsl B KapTouky noucka (puc. 4).

Ooomen sovon | Pacspewt nmse  Tknce o cruseen |

Owoie 13308 1958
PACTITENDH -
PACTOPIHYT*

PACTOPKEN"

PACTPAT"

PACOACOBK*

FACXO"

PACXOOH*

PACXOOOBAH"

PACYOQOBAT®

PACXOOSLL"

PACXOXIER"

PACUBETK*

PACLEHEH"

PACUEHMS"

PACUEHVEAT®

PACIIEHIN

F‘AChENDK‘
WCHETH® -

<« . »

Youse [0 -
Evlbonn 3

BEZHAS*

THITMMECK”

PACH®

. 2

Intgore i Isgme | Doy |

Pucynoxk 4 — ®opmupoBaHre Ha3BaHUS IOKYMEHTa
5. Haiinen 1 noxyment! PesynpTar noucka noiyden! (puc. 5).
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(TN 3wcceomarerocrss - SN—
Tost -
B 2ovmesty
T REel 00F b
DNara 01 04 2003

Hoswep

EEFANWUH' aNECK PACY"

TOecT Alcymasnitd

floecs no crarycy

Horan Doy

Dara 8 MssOcse

Hosed o Masocte

Narss wcaaTT e

W Lt e s b e - W h e e . v oy —
f hsar i it e [ia Vn——
w bo

L1 Tecmey mapee svvewrm PR K Qe ez

— Pt Faen mare: { a et

Pucynok 5 — Pe3ynbrar noucka

6. IloctpoiiTe cnucOK JOKYMEHTOB, HaxkaB KiaBumy [locTpouTh CHHMCOK JIOKYMEHTOB.
B3risiHuTe Ha mMONHOE Ha3BaHUE HaiileHHOro JoKyMeHTa (puc. 6). XoTs 3TO Ha3BaHHE He ObLIO
M3BECTHO TOYHO, BBl HALIUTU IOKYMEHT U YOEIMIINCh, YTO IOUCK SIBIISICTCS JISTKUM U TIOHSATHBIM.

Il Foww yomarparflia e

B o Theme B deen Cume Oue Neses Ot -Fn

Biwe - b B # Frn, -8 9 A et o2 R N
ety indesmonaneces o R e DTy e

S -

E TNOZCAEENE O DIPRLNT COYIECTINEHAN DESHATHYIOIL PACNETOO
SHSPRECTIADt TIHIAM B FOCCHBCKON SRIEPALBG

® Towsoma o Py

dyse. == b 01.04.2003 ¥ 222-1)

(Japerscopuposans 8 Manocse Pe 2%,046,2001 m 4400

S Lw e U] M §

Pucynok 6 — Ciucok JOKyMEHTOB
3ananusa:
1. Haiigute 3akon "O6 o6pa3oBanuu B Poccuiickoit deneparuu’.
2. Haiinute denepanbHble KOHCTUTYIIMOHHBIE 3aKOHBI, B KOTOPHIX PAacCMAaTPUBAIOTCS BOIPOCHI
cynoycrpoiictsa PO.

3. HaiinmuTe TOKYyMEHTHI, KacarolHecss BOCCTAHOBIICHUS CTYACHTA B BY3e.

4. Haitgure ct. 173 TpynoBoro koaekca P®D, B KOTOpoil coiepkarcs HOPMBI O TapaHTUAX H
KOMITCHCAIUSAX paOOTHUKAM, COBMENIAIONTUM PaboTy ¢ 00yuyeHHUEeM B BY3e€.
5. B Hanorosom konekce P® HaiiauTe pasmMepbl HAJIOTOBOTO BhIUETA HA JACTCH.

6. Haccam/lp BCPHYJ B XKCJIC3HOAOPOXKHYIO KaCCy HEMCIIOJIb30BaHHbIN OMICT 3a 5 4acoB 0

57



OTIPAaBJICHUA TTOC3aa HAJIBHCIO CJIICAOBAHUA. BBIHCHI/ITC, KaKyrl0 4aCTb CTOMMOCTHU OH MOKCT
MOJIYYHUTD.

7. BBIHCHI/ITC, KaK O0TO3BaThb pa6OTHI/IKa N3 KOMaHJIHUPOBKHU.

IIpakTnueckoe 3ansaTue Ne 15
Tema 16. Homenkiartypa aes. Buabl, Ha3HaueHue, NOPAAOK COCTABJICHUS.
Leab padoThl: HAYYUTHCS COCTABIATH HOMEHKIIATYPY JEIl.
I[Hosicuenune k padore:

HomMmeHkIaTypa JeJ mpeacTaBiseT co00i COCTaBICHHBIN M0 YCTaHOBIECHHON (OopMe nepedeHb

3aBOJIMMBIX 1€l B OpraHW3allMd C OIPENEICHHEM CPOKOB HMX XpaHEHHs. JTO OYCHb MOJIE3HBIN
JTOKYMEHT B JICJIIOTIPOM3BOJICTBE, HOO TIO3BOJISIET PALIMOHATIBLHO OPraHU30BaTh PadOTy C JOKYMEHTAMHU:

— TpYNIHPOBaTh JTOKYMEHTHI B Jiela IO OIpPEICICHHOW CHCTeMe — OOeCHeYMBaeT B Cilydae
HEOO0XOAMMOCTH ONEPATUBHOCTH MX ITOMCKA U COXPAHHOCTD,

—  HCIONB3YIOT B MPOIECCE PETUCTPAIMH JOKYMEHTOB — MPUCBAUBAIOT PETUCTPAIIMOHHBIA HOMED
COIJIaCHO pa3paboTaHHON Kiaccu(UKALUKN U UHJIEKCaM Jel,

— HCIOJB3YIOT KaK OCHOBHOHM JJOKYMEHT B IIpoliecce 0TOOpa e Ui claud MX B apXuB, 0TOOpa
JIeTT C UCTEKIIMMHU CPOKAMU JIJISl TATbHEHTIIET0 UX YHUUTOKEHUS,

— TPUMEHSAIOT KaK YYEeTHBIM JIOKyMEHT Jel BpPEMEHHBIX CpPOKOB XpaHEHHsI (MOKHO
JIONIOJTHUTEIbHO HUKAKHE ONUCU HE COCTABIIATH),

— B AapXMBHOM JIeJIeé CIY)KUT OCHOBOM JJIsi COCTAaBJIEHUS OIUCEH Jesl MOCTOSIHHOTO H
JOJITOBPEMEHHOTO XpaHEHHs, B TOM YHCJE MO JIMYHOMY COCTaBY, aKTOB Ha YHHUTOXXCHHE
JTOKYMEHTOB.

Kak BuUIMM HOMEHKJIaTypa /el — 3TO MHOTO(QYHKIIMOHAJIBHBIA JOKYMEHT M C NPaKTHUYECKOU
TOYKU 3PEHUS HY)KEH KaKJOW OpraHu3alMy AJs YIOpsAJOYeHMs TEeKYIIero AeNonpou3BojacTBa. s
TOCYJapCTBEHHBIX OPraHOB W MYHHUIMIAJIBHBIX YUPEKACHUH, KOTOpBIE IEpeNaloT ITOKYMEHTHl B
rOCYJapCTBEHHBIC HJIH MYHUITUTIATFHBIC apXUBBI, @ TAKKE IS aKITMOHEPHBIX OOMIECTB, HOTAPUYCOB U
Jp. COCTaBJICHHE HOMEHKJIATYPHI JIeJT SIBJISETCS. HOPMAaTUBHBIM TPEOOBAaHHEM.

Jaxe eciu Bbl paboTaeTe B HEOONbIIONW GupMe, BCe paBHO HEOOXOAMMO pa3padoTaTh s ceOst
HOMEHKJIATYypy JeJ, 4TOOBl PAliOHAJbHO BECTH AEIOMPOU3BOJACTBO M TEM CaMbIM OOJIETdHThH cede
paboTy 1Mo BOmpocaM OCHOBHOM JiesiTebHOCTH. M pocT 00beMa JOKyMEHTaIbHONW MacChl HE CTaHET B
OJIH MPEKPACHBIHN JIeHb MPOOIEMOH.

Homenknarypa gemn MoxeT ObITh:
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— pa3paboTaHa CaMOCTOSITEIbHO OpraHM3allHil, MOJOKUTEIbHOE — MaKCUMaJIbHAsi BO3MOXKHOCTh
OpraHM30BaTh BCE «I10A ceOs», T.K. HUKTO Jy4llle BaC HE 3HAET CIEeUU(UKY NeSTEIbHOCTH U
COOTBETCTBEHHO 00pa3yloIUXCs TOKYMEHTOB, MPHHITOM OpraHu3anuu padOThl C HHUMH,
oTpuliaTeNlbHOe — OonbIIas TPYIOEMKOCTb, NIPH OTCYTCTBHHM JOCTaTOYHOTO OIbITAa B
HOMEHKJIATYPY JIeJ MOT'YT OBbITh 3aJ105KEHBI OIINOKH,

— TIIOpYyYyEHO €€  COCTaBJICHME  CHELUAJIM3MPOBAHHOW  KOMIAHMM C  3aKJIIOUYEHUEM
COOTBETCTBYIOIIETO JIOrOBOPA MO OKA3aHUIO YCIYT, MMOJIOKHUTEILHOE — HE TPATUTE CBOE BPEMs
U TIOJTYyYEHHBIH JOKYMEHT, KaK MPaBUJIO, COCTaBJIEH I'PaMOTHO, OTPHIATEIbHOE — HE BCErja
3aJI0’KE€Ha camasl palliOHaJIbHas cUcTeMa pabOThI C TOKYMEHTaMHU.

[TocTapaiiTech HOMEHKJIATYPY JI€7T COCTaBISATh CBOMMHU CHJIAMH, JaK€ €CJIM B UTOTE MOTYT OBITh
Kakue-To HepocTaTku. [IpaBuna pa3paOoTKu MOHATH HE TPYAHO, OCHOBHAS CJIIOKHOCTh MIPUXOAUTCS Ha
aHAJIMTUYECKYI0 paboTy MO COCTAaBJICHUIO, CHUCTEMAaTH3allMM Ha3BaHUI 3aroJioBKOB el U
OIIpEIENICHUIO CPOKOB XPAaHEHUS 110 IIEPEUYHIO JTOKYMEHTOB.

IMopsiaok cocTaB/ieHUsI M YTBEP:KIEHUSI HOMEHKJIATYPHI AeJl

Pa6ota BCACTCA HAa OCHOBAHHWM HOPMATHMBHO-MCTOAMYCCKHMX AOKYMCHTOB. OTBETCTBEHHOCTD 3a

COCTaBJIeHHEe HOMEHKJIATYpPhbl Jes Bo3jaraercsi Ha ciay:k0y ae1ompouM3BOACTBa (cekpeTapuar,
KaHIEeJsIpust, OO OTACI U T.1.).

[Ipexxne Bcero, HEOOXOAUMO OINPEAETUTH COCTaB 00pa3yroIIMXCs JOKYMEHTOB. M3y4atoT ycras
WIA TIOJNOKEHHE 00 OpraHM3alluu, €€ CTPYKTYpPY, MOJO0XKEHUS O CTPYKTYPHBIX NOApa3JeNeHHsX,
Apyrue HUMEIOIIUEecss JIOKYMEHTBI, OINpeAessiolue JesSTeIbHOCTh OpraHu3aluu  (IOJOXKEHHUS,
perimaMeHThl, TpaBWjia W T.JA.), TUIAHOBBIE M OTYETHHIE JOKYMEHTHl OpraHW3allH, IOJIE3HO
MIPOCMOTPETh HOMEHKJIATYPY /€T 3a MPEIbI YA TO.

Cunraercs, 4TO CBOJHAs HOMEHKJATypa Jell OpraHu3allii COCTaBJseTCS Ha OCHOBAaHUU
COTJIACOBAaHHBIX C BEJOMCTBEHHBIM apXHMBOM HOMEHKJIATYp JeJl CTPYKTYPHBIX IOJpa3/ieieHuil.
CoTpyIHUKHM OTIENOB MPOCTO HE CHOCOOHBI pa3paboTarh TpeOyeMbll JOKYMEHT (OTCyTCTBHE
kBannukanyu, Bpemenu). [loaromy ocHoBHas paboTa JIOKUTCS Ha OTBETCTBEHHOI'O CIEIMAINCTA 3a
COCTaBJIEHHE CBOJHOIO JOKyMEHTa. byner mydimie A BceX, €CIM CTPYKTYpHbIE MOJpa3esieHus
MIPOCTO MPEACTABAT B CIIYKOY J€TONPOU3BOCTBA CIIMCOK Ha3BaHUN BCEX 3aBOJIUMBIX JIEI.

[Ipu 5>TOM BCe NOKYMEHTHpYEMBIE YYaCTKH TOJDKHBI OBITh OTpakeHbl. YacTo COTpYIHUKH
OTJIEJIOB TOBOPSAT «Ja y MEHsI TYT B CTOJIe», «4TOOBI Moj pykoit». BMmecre ¢ Tem mpasuiia TpeOyioT,
9TOOBI BCE 3aT0JIOBKM 3aBOAMMBIX JIENT OBLIIM BKIFOUEHBI B HOMEHKIIATYpY nei. W 3areM UCTOTHEeHHBIe
JTOKYMEHTHI (HOPMUPOBAIUCH B JIeJIa B COOTBETCTBUH € 3aJI0)KEHHONW CUCTEMOM.

Kak yxe oTMeuanoch BbIlIe camas CJIOXKHasg paboTa B pa3pabOTKe HOMEHKJIATYpBl JeN —
IIPaBUIBHO C(HOPMYJIUPOBATH 3ar0OJIOBKH J€J, CUCTEMAaTU3UPOBATh X U MPOCTABUTh CPOKHU XpaHEHUs
Jell CO CCBUIKOW Ha COOTBETCTBYIOLIYIO CTAaThl0 MO MEPEYHIO JOKYMEHTOB. DTO MBI PacCMOTPUM

[I03/IHEE HA KOHKPETHOM IIPUMEPE HOMEHKIIATYPBI €1 OPraHU3aLuU B CIEAYIOIIECH CTaThe.
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OdopmneHre CBOIHON HOMEHKIIATYPHI JIe] MIPOU3BOIUTCS Ha 00IIeM OJlaHKe OpraHu3aIuy, T1Ie
OCHOBHAs 4aCTh MPEJICTaBICHA B TAOMWYHON (hOpMe C periiaMeHTUPYEMBbIMU Ha3BaHUSIMH Tpad.
W 3areM B COOTBETCTBMU C HOPMATUBHBIMH TPEOOBaHUSIMH HEOOXOJMMO YTBEPIUTH IAHHBINA
nokyMeHT. OCHOBHBIE 3TaNbl YTBEP:KIeHNsS] HOMEHKJIATYPBI J1eJ1:
e BUBHPYETCSI OTBETCTBEHHBIM 32 apXUB OPTaHU3AIIHH,

o [IOANMCBHIBACTCA PYKOBOAUTCIICM CJIy)KGBI ACJIOMPOU3BOJACTBA,

e COTJIACOBBLIBACTCS C DKCHEPTHOM KOMHUCCHEH OpraHM3aIlUM C COCTaBIICHHEM IIPOTOKOJIa

3aceJaHus SKCIIEPTHOM KOMUICCHH,

e HAIIPaBIISETCS Ha paccMoTpeHue AKCIIEPTHO-TIPOBEPOYHON KOMUCCHEH
COOTBETCTBYIOIIETO apXWBHOTO YYPEKIEHUS — He pexke 1 pa3za B 5 et (maHHBIA 3Tamn
MPOMYCTUTh, €CJIU OpraHU3alUsl HE MepeacT JOKYMEHThl Ha TOCYIapCTBEHHOE XpaHEHHUE, He
SIBJIIETCS UCTOYHUKOM KOMILIEKTOBAHUS TOCApPXUBA),

e YTBEPKIa€TCSl PYKOBOAUTEJIEM OpraHu3aiuu (Tpud yTBEep:KIeHUS Ha CAMOM JIOKYMEHTE

WM 1IIpuKas 00 YTBCPKACHUNY HOMCHKJIATYPHI IIGJ'I).

OOpatuTe BHUMaHHE, YTOOBI M30€XKaTh TUIWYHOW OIMMOKKA — HENb3S MCHITh MECTaMHu JBa
nocinenHux drtana. CYuTaeTcs, YTo TOCapXHWB HMMEET IpaBO MOTpeOOBaTh BHECTH HM3MEHCHHUS B
HOMEHKJIATYpy nei. Ecinu ToKkyMeHT yTBepKIeH, TO €ro MO3/IHO C KeM-JIM0O0 COrIacoBLIBATh.

[To mpaBmwiamM [MOKHO OBITH YETHIPE/TPU HK3EMIUISIpA HOMEHKJIATYPHI €7 OpraHu3alllH,
KOTOPBIE XPAHSITCS:

e B ClTy’k0€ JIeNonpon3BOACTBA — TIOKYMEHT IMOCTOSSHHOTO XPaHEeHHSI,

eB TOCYIApCTBEHHOM apxuBe (PK3EMILIAP OTCYTCTBYET, €CIH HET COIJIACOBaHUS C
AKCTEPTHO-TIPOBEPOYHON KOMHUCCHEN COOTBETCTBYIOINIETO aPXUBHOTO YUPEKICHHUS),

e B apXHMBE OpraHU3AIINH,

e pabounii sk3eMIUIsIp (yAOOHEe MOJIb30BAaThCS B DIEKTPOHHOM BHJIE M PAa3MECTUTHh B
CBOOOHOM JIOCTYTIE JJIsi BCEX COTPYAHUKOB OpPraHU3alNN ).

Iopsinok Texkyuieil padoTbl ¢ HOMEHKJIATYPOH Aen

[Tocne yTBepxkaeHUS CTPYKTYPHBIC TTOAPA3ACIICHUSI MOTYYalOT BBIITUCKU U3 HOMEHKIIATYPHI J1eJT
Wi UHPOPMUPYIOTCS, TIe B OOIIEM JOCTyNe B JJIEKTPOHHOW (hopMe HaxXOIUTCS AOKYMEHT ISt
MPAKTUIECKOTO UCTIONB30BaHUs B paboTe.

Ha npencrosimuit ron cBogHAas HOMEHKIIATypa JIeJI OpraHu3alii pa3padaThIBa€TCs B YETBEPTOM
KBapTaJie KaKJI0TO To/1a.

Ecnu mnpoucxomsar 3HauuTeNbHBIE W3MEHEHHsS (YHKIUH W CTPYKTYpbl OpraHU3alluy,
COCTaBJISIETCSI HOBasi HOMEHKIJIATypa JIeN (XapakTepHO Ji TOCYJApCTBEHHBIX OPraHoB). DTO 3HAYUT,
YTO TpeOyeTCsl CHOBA B YCTAHOBJICHHOM TIOPSJIKE €€ YTBEPAUTh, BKIIFOUAsl COTJIaCOBAaHUE C IKCIEPTHO-

MPOBEPOYHON KOMHCCUEH apXUBHOTO YUPEKICHUS.
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B ciydae orcyrcTBUS TI00aNbHBIX M3MEHEHUI HOMEHKIJIATypa Jell B KOHIE KaXIOro roja

YTOYHACTCA (eCJII/I H€O6XOI[I/IMO I[O63.BJI$IIOTCSI BHOBb 3aBCJCHHBIC NOCJIa WKW YAAIAKOTCA YIiKC

HCHYXXHBIC, PCAAKTUPYIOTCA HA3BaHUA 3aroJiOBKOB JCJI U T.I[.) Hn BBOJHUTCA B ,Z[CI\/'ICTBI/IC cl sSIHBaps

MPEACTOSAIIETO ro/Ia.

[Tocne 3aBepmieHUS IEIONMPOU3BOACTBEHHOTO Tofa IO YCTaHOBJIECHHOH (hopMe cocTaBiseTcs

HUTOrOoBasA 3allMChb O KATCTrOpUAX U KOJUYCCTBEC 3aBCACHHBIX ACJ B OPraHru3alu.

Oobpaszey cocmasneHus HOMEHKIAMYPbL 0el 00PA306aAMETbHO20 YUPEHCOCHUA

YrBepxaaro:
3aBenywmas _Konockoea A.A.

Ipuka3 Ne 23 ot 30.12. 2015 .
Homenkiatypa aed

o0pa3oBaTenbHOC YUPEKICHUE JOMOIHUTEIIBHOTO 00pa3oBanus neTei «/[emckuii cad No 222)

Ha 2016 rox
Ne i/ [HaumeHnoBaHue aena Cpok xpaHeHusi
1 2 3
01 Opzanuzayuonno-npaesosoe ovecneuenue /[0Y 01
[locmosinno 00
01-01 |[Hopmamusno-npasogvie dokymenmul o dessimenvrocmu [JOY
3a.MeHbl HO8bLMU
[locmosanno 00
01-02 |Pewenus, pacnopsiocenus Yupeoumens o oesmenviocmu J[OY
3a.MeHbl HOBbLMU
\/[o MUHOBAHUS
01-03 |/Ipuxaswr opeanos ynpasnenus obpazosanus o oeasmenvnocmu JJOY e
HaoobHocmu
01-04 |lIpuxaswer 3aseoyroweii JJOY no ocnosnoil dessmenvrHocmu 5 nem
01-05 |Vemas yupeosicoenus [locmosanno
01-06 |Csudemenvcmeo o pecucmpayuu 6 HALO2080M OpeaHe [locmosinno
p - [locmosinno 00
01-07 VIuyensus na npaso eedenus 06pazoeamenbHou 0esimenbHOCmU

3aMmenbl HOBO1

HUTOI'O: nen BpeMeHHOr0 XpaHeHusi: 1

Jle1 NOCTOSIHHOTO XpaHeHus: 6
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Oobpaszey HomeHnKIamypsl 0e1 Opanu3ayuu

3akpbITOE aKIMOHEPHOE OOIIECTBO
«bobmast kars»

YTBEPXAIO
['enepanbHbIi TUPEKTOP

N.0. ®amunus
(BAO «bobmias Kars») 24.12.2014
HOMEHKIJIATYPA JIEJI
24.12.2014 Ne 1
r. Camapa
Ha 2015 rox
WNunekc | 3aronoBok nena | Kon-Bo Cpox [Tpumeyanue
nena (TOoMa, yacTeit) b1 () XPaHCHUS
(TOMOB, nena  (Toma,
qyacTeil) YaCTH)
u HOMEpa
craTei
10 TIEPEYHIO
1 2 3 4 5
01. Kannenspus
01-01 YupenutenbHble JOKYMEHTBl U [TocrossHHO [Tepeuenn
yCcTaB 00IIecTBa cT. 50 a, THUTTOBBIX
51-53 YIPaBIEHYECKUX
apXHUBHBIX
JTIOKYMEHTOB. ..
(M., 2010)
01-02 [Tonoxenus 00 opraHax ITocTrosiHHO Ilepexonsamee ¢
ynpasineHus (obmeMm coOpaHuun cT. 57 a 2013 .
aKI[MOHEPOB, COBETE JUPEKTOPOB,
IIpaBJICHNN)
01-03 raTHbIE pacnycaHus " ITocTrosiHHO Ilepexonsamee ¢
W3MEHEHUS K HUM cr. 71 a 2014 .
01-04 [lonoxxeHnss 0  CTPYKTYpHBIX ITocTrosiHHO Ilepexonsamee ¢
MTOAPA3ACIICHUSIX cr.55a 2013 r.
01-05 [Tpuxazbr reHepabHOI0 [TocTosiHHO
JUpPEKTOpa 1o OCHOBHOI cT. 19 a
TSI TeITbHOCTH
01-06 ITpuxazbr TEHEPAIbHOIO 5 ner
JIUPEKTOpa MO aAMUHHUCTPATUBHO- cr. 198
XO03sICTBEHHBIM BOIIPOCAM
01-07 | IIpoTokonel 0OmUX cobpaHumii [ocrosuno! | 'Brommerenn
aKIIMOHEPOB U JOKYMEHTBI K HUM cT. 18 m TOJIOCOBAaHUS —
110
IpeKpalieHus
JeSITeTTHHOCTH
AQ; mocJje
MpeKpaleHus: —
OIK
01-08 HNuctpykius 1o [TocrossHHO [Tepexomsmee ¢
JIEJIONIPOU3BOJICTBY cr.27a 2010 r.
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01-09 Homenkiarypa nen [TocTostHHO
cr. 200 a
1 2 4 5
01-10 Ilepenucka o BOIIpOCaM 5 ner OIIK
OCHOBHOH A€ITEIHLHOCTU cT. 35, 256
01-11 PesepBHblIil HOMEp
01-12 baza  nmaHHBIX ~ perucTpauuu 5 ner B anekrponHoit
BXOJIAIIUX TOKYMEHTOB CcT. 258 T dhopme
01-13 baza  pmamHbIX ~ perucrtpanuu 5 net B snexrponHoii
HUCXOJSIIUX JOKYMEHTOB CcT. 258 T dhopme
02. Otnen kagpoB
02-01 J10JDKHOCTHBIC UHCTPYKIUHU 75 ner
COTPYJHHUKOB cr. 77 a
02-02 Iraryeie pacnucaHus u 3 roma [lommmHHUKKH B
n3MeHeHusa kK uuM. Ko cr. 710 nene 01-03
02-03 [Tpukazbr TeHEPATBHOTO o [TonnuHHWKN B
TUPEKTOpA o OCHOBHOH MHHOBaHHUS KaHICISIPUA B
nesarenbHocTH. Komnu HaJ00HOCTH nene 01-05
cr.19a
02-04 [Ipukasbl TeHEPATLHOTO 75 net DIIK
JUPEKTOpa MO JIMYHOMY COCTaBy cr. 196
(o npueme, nepeMeIeHIH,
YBOJIbHEHUH U Jp.)
02-05 [Tpuxazbr reHepabHOIO 5 ner
TUPEeKTOpa O TMPeIOoCTaBICHUU cr. 196
€XKET0THBIX OILTAYMBAEMBIX
OTITYCKOB

Hauanpuuk KaHICIIPUU

OTBETCTBEHHEIH 3a apXuB

A.O. bopoBuuka

19.12.2014

COI''TACOBAHO
IIporoxon DK
oT 22.12.2014 Ne 3

Hrtorosas 3anuch 0 KaTeropusix U KOJIWYECTBE JIeJl, 3aBe/IeHHBIX B 2015 roxy

B 3AO «bompias karisa»

K.E. Typuunckas

B ToMm umcrne:

[To cpokam xpaneHus Bcero c OTMETKOM
MEPEXOAAINX "SIIK"

1 2 3 4
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IloctrosiHHOTO 30 8 —
Bpemennoro (cBeie 10 sier) 36 7 4
Bpemennoro (mo 10 net | 92 12 27
BKJIIOYUTENIHHO)

HNTOI'O: 158 27 31
Havanbauk xanuensipuu K.E. Typuunckas
24.01.2016

HToroBsie CBeCHMSI IEPEIAHBI B APXHUB

Cexkperapb J.b. 3a60xuHCcKas
26.01.2016

IIpakTnueckoe 3ansaTue Ne 16

Tema 17. IloaroroBka J0OKYMEHTOB K Iepefade Ha apxXuBHOe XpaHeHne. CpOKHM XpaHEeHHs
AOKYMEHTOB NpeANPUATHS.

He.]'lb paﬁoTLI: HAaY4YUTHCA MOAroTaBJIMBATH JOKYMCHTBI K IICPEAa4€ Ha apXHMBHOC XPAaHCHUC.
O3HaKOMUTH CTYJIEHTOB CO CPOKAMH XPaHEHUsI JOKYMEHTOB Ha MPEINPUATHH.
IHosicnenue k padore:

B cootBerctBHm c 4. 1 cr. 17 denepanpHoro 3akona ot 22.10.2004 N 125-®3 "O6 apxuBHOM
nene B Poccuiickoii ®denepanmu" opraHuzanuu 00s3aHbl 00eCHeunMBaTh COXPAHHOCTh APXUBHBIX
JOKYMEHTOB, B TOM 4HCJI€ JOKYMEHTOB IO JMYHOMY COCTaBYy, B TE€YEHHE CPOKOB WX XpaHEHHS,
YCTaHOBJICHHBIX (pe/lepabHBIMH 3aKOHAMH, UHBIMA HOPMAaTHUBHBIMHU MPABOBBIMU akTamu Poccuiickoit
®enepanuu (cM. TabIHILY), a TAKKE CIEAYIOUUMH MEPEYHSIMH TUITOBBIX aPXUBHBIX JTOKYMEHTOB:

- IlepeyHeM THNOBBIX YIPABICHUECKUX APXMBHBIX JIOKYMEHTOB, OOpa3yIOLIMXCS B Ipolecce
JeSITEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIMPAaBIEHUS U OpraHu3aluid, c
yKa3zaHHeM CpokKoB ux XxpaHeHus", yTB. [Ipumkazom MunkynsTypsl P® ot 25.08.2010 N 558 (cm.
yKazaresab BUAOB JJOKYMEHTOB K HEMY);

- IlepeyHeM THUNOBBIX APXMBHBIX JOKYMEHTOB, OOpa3yIOUIMXCS B HAy4YHO-TEXHMYECKOH W
MPOU3BOJACTBEHHON JEATEIbHOCTH OpPraHM3allMii, ¢ yKa3aHHUEM CpPOKOB XpaHeHus, yTB. I[Ipukazom
Munkynstypbl PO ot 31.07.2007 N 1182 (cM. yka3arenab K HEMY);

- IlepeuHeM THIOBBIX JOKYMEHTOB, OOpa3yIOIIUXCS B JEATEIBHOCTH T'OCKOMHUTETOB,
MUHHCTEPCTB, BEJOMCTB U JIPYTUX YUYPEKIACHUW, OpraHUu3alui, IPEANPUATHNA, ¢ YKa3aHUEM CPOKOB
xpanenus, yTB. [ maBapxuBom CCCP ot 15.08.1988.
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Jlig akMOHEpHBIX OOIIECTB CPOKH XPAaHEHHA UX JOKYMEHTOB ompenerneHsl [lojokeHuem o
MOpSIKE U CPOKaX XpaHEHUsl TOKYMEHTOB aKIIMOHEpHBIX o01iecTB, yTB. [locranosnennem ®KIb PO
ot 16.07.2003 N 03-33/mc.

Cpoku xpaHeHHs 00111epACIIPOCTPAHEHHBIX JOKYMEHTOB:

KaapoBble Jd0KyMeHTBI: IITaTHbIE pacOUCaHus — I[OCTOSIHHO;  IOATBEPKJIAIOIINE
IIPOMCUIECTBHE  HECYAaCTHOro  ciay4das — 45  jer; NOoATBEp)KIarolMe  BO3HUKHOBEHME
npodeccnoHanbHOro 3a0ojieBaHusl — 75 JeT; JUYHOE AeNo paboTHHKA — 75 JeT; Bce JOKYMEHTHI,
KacaroIIuecs esTeIbHOCTU COTPYIHUKA IPU OCOOBIX YCIOBHUAX Tpyna — 75 nerT.

duHaHCOBBIE JOKYMEHTBI: UMelre nHhopMauoo 00 MCUUCICHUH U yIUIaTe HaloroB — 4
rojia; MOJATBEPKJIAIOIIUE PACXO/Ib, TOHECEHHBIE B CBSI3U C O0yYEHHEM COTPYJHUKA — B TEUEHHUE BCETO
Cpoka 00y4eHus IUTIoC ele 1 Toj, ¥ He MeHee YEThIpeX JIeT; MOATBEPKAAI0NINE 00bEeM MEPEHECEHHBIX
Ha Oyayiiee yOBITKOB — B TEYEHHE BCETO CPOKa, ITOKa HAJIOTOBasi 6a3a yMEHbIIaeTCs Ha IepPEeHEeCEeHHBIN
yOBITOK; MOJATBEPXKAAIOIIME PAcUYeThl IO CTPaXOBBIM B3HOCAM BO BHEOIO/DKETHBIC (OHIBI — 6 JET;
ceprudukarsl DI HY)KHO COXpaHSTH €lle 5 JeT Mocie 3aBeplIeHUs roja, B KOTOPOM 3aKOHYHIICS
cpok neiictBus ceprudukara; npuHATeiE B PCC 1o KaHamaM 3JIEKTPOHHOW CBSI3M pacuer,
BbINOJIHEHHBIN B (popme 4-OCC, u KBUTAHLUSA O €ro MOIY4YEHUH — 5 JeT; OyXraaTepcKue JOKYMEHTHI,
PAacCKpBIBAIOIINAE y4€T M OTYETHOCTh — 5 JIET; KAaCCOBBIE YEKM, XKYpHaJbl KacCHUpPa-ONEPALMOHMCTA,
HaKonmuTenu (UCKATbHOW TMaMATH, OJCKTPOHHBIE KOHTPOJbHBIE JIEHTBL, JApyrue (OpMBI,
ITOATBEPKIAIOIINE PACUETHl HAIMYHBIMM JIEHEXKHBIMU cpeacTBaMu — 5 neT; nacnopt Bepcun KKT — B
TEYEHHE BCEr0 CpPOKa, [TOKa NachopT AehcTBUTENIeH. CpOKM XpaHEHHs JOKYMEHTOB B OpraHM3alud B
HEKOTOPBIX CIIy4asiX MOTYT ONPENEHAThCA HOPUANYECKUM JMLOM CaMOCTOATEIBHO, HO OHM HE MOTYT
OBITh MEHBIIIE CPOKOB, YKa3aHHBIX B 3aKOHOJIATEJIbHBIX aKTaX.

[Ipr yHUYTOXXEHUH JOKYMEHTOB COCTaBISIETCSA akT. YHH(PUUIUPOBAHHON (DOpMBI AJIsi TaKOTro
polla aKTOB HE CYLIECTBYET, OH COCTaBIsieTCs B CBOOOAHON (opme, 3aKpEIUIeHHON NpHUKa3oM
pykoBoauTensi. B HeM AOKHBI ObITh O0O3HAYEHBI HE TOJIBKO HAMMEHOBAHUE U BCE PEKBU3UTHI
OpraHM3allfy, HO TaKKe, OOBIYHO B BHJIE TaOJUIIbI, YKA3bIBAIOTCS HAMMEHOBAHUS JOKYMEHTOB (I€l),
Nepuojl, Koraa OHM ObUI CO3JaHbl, KOJMWYECTBO JHMCTOB WM, €CIM O00beM Jesa MOoJA OJHUM
HaMEHOBAHMEM BENIUK, TO KOJIMYECTBO TOMOB. B 3TOM ke akTe MOXHO 100aBUTH Ipadbl HAKIAJHON
Ha Iepeady-IpyueM JTOKYMEHTOB JJIsl YHUUYTOKEHHUS.

MuHMMaNbHBIM CPOK XpaHEHUs OyXraiTepcKMX IOKYMEHTOB - OJIUH ToiA. Takoil mepuon
MPEeyCMOTPEH JIMILIb IS OTIEIbHOW KaTeropuu Oymar, KoTopas BKIIIOYaeT KOPPECIOHACHIIMIO C
COOTBETCTBYIOIIMMHU OPraHaMu O BPEMEHM IPENOCTABIEHUS OTYETHOCTH. CpPOK XpaHEHMsS KaCCOBBIX
JOKYMEHTOB COCTAaBIISAET IIATh JIET. KpoMe HUX, aHaJIOTUYHBIN EPUOJ BPEMEHU JAOJKHBI HAXOIUTHCS B
apXxuBe U cleayromue OyMaKHble HOCUTEIH:

1. banaHcel 3a KBapTail.

2. OTyeThl OpraHM3allMM 3a YETBEPTh rojia C MPHUKPEIUIEHHBIMH K HUM OOBSICHUTEIBHBIMU
3alMCKaMH.

3. 'naBHas kHwura.

4. Bce npoTOKOJIBI 3aceAaHUi IO OOCYXKIEHHIO, a TAK)KE YTBEPXKICHUIO OallaHCOB 3a KBapTal U
OTUYETOB 32 TAKOU K€ MEPUOLI.

5. [ITaxMaTHbIE )KypHAIIBI.

6. KaccoBble KHUIM M OIIPaB/aTENbHbIE (IEPBUYHBIE) TOKYMEHTHI.

7. BenomocTtu (000pOTHBIE W HAKOMUTEIBHBIC) M0 cueTaM OanaHca (KaKk aHATUTUYECKUM, TaK U
CHUHTETHYECKUM).

8. Bce J0OKyMeHTbl BHECHCTEMHOrO, a TaKXe CHCTEMHOro Yydera (KOHTPOJIbHBIE H
BCIIOMOTATeNIbHbIE KHUTH, )KypHAaJIbl, KAPTOTEKH).

9. AKTBHI TpOU3BEICHHBIX PEBU3UN (PUHAHCOBON M XO3SUCTBEHHOW NEATEIPHOCTH KOMITAHUH, a
TaK)K€ BCEBO3MOJKHBIE IEPBUYHBIE MAaTEPUAIIBI K HUM.

10. KapTouku, KapTOTEKH U KHUTH T10 ONEPAMAM C MOJI0TYETHBIMHU JIUIIAMHU.

He MeHee necsaTu et T0IKHBI XPAaHUTHCS:

1. BamaHchl, a Takxe OT4YeThl OpraHu3zauuu 3a roj. K HUM 00s3aTeabHO AOJDKHBI MpUJIaraThes
OOBSICHUTEIIbHBIC 3AITHCKH.

2. Onucu MHBEHTAapS.

3. banaHchl IepeaTOYHOIO U Pa3AEIUTENBHOTO XapaKkTepa.
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4. CIuuuTeIbHEBIE BETOMOCTH.

5. banancel TMKBUAAIMOHHOTO XapakTepa. K HUM B 0053aTeIbHOM MOPSIKE TOKHBI IPUKIIAIbIBATHCS
OOBSICHUTEIIbHBIE 3aIIUCKH U IPOYNE MPUIIOKEHHSL.

6. KHury, no KoTopsIM BeieTCs YUET 3JaHUI U COOPYKEHUI.

7. IIpoTokomsl 3acejaHHii, Ha KOTOPhIX pacCMaTPUBAIMChH JINOO YTBEPXKAAIUCh OadaHChl U OTUYETHI 3a
roJI0BOM MEPHUO.

8. BceBo3aMokHBIE MaTepuaibl, cojepxkalue B ce0e CBENEHHs 10 MHBEHTapU3allul COOPYKEHUI,
3JIaHUM.

9. Ilporokomnbl 3acefaHMi, Ha KOTOPBIX pacCMaTpUBAIM CIUYUTENIbHBIE BEIOMOCTH IPOLIECCOB
WHBEHTapHU3aL1H.

IloaroroBka 1OKyMEHTOB K Iepeaadye Ha apXHBHOE XpPaHEHHUe.

IToaroToBka TOKYMEHTOB K XPAaHEHUIO SIBISETCA HEOOXOAMMBIM 3TAlloM B IIpoLEcce Mepeadu
JIOKYMEHTOB B apxuBHble (ouabl. CoriacHo 3akoHoAarenbcTBY Poccuiickoit ®eneparuu, Bce
JOKYMEHTbl KOMITAHUH JIOJKHBI IIPOMTH COOTBETCTBYIOILYIO OOPabOTKY, MPEXIe 4eM MOCTYNUTh Ha
apXMBHOE XpaHEHUE.

[TonroToBka TOKyMEHTOB K XPAaHEHUIO SIBJISETCS HEOOXOAMMBIM 3TAarloM B IIpoLEcce Mepeadu
JIOKYMEHTOB B apxuBHble (onabl. CorimacHo 3akoHoAarenbcTBY Poccwiickoit ®deneparmm, Bce
JOKYMEHTBbl KOMITAHUH JIOJDKHBI IPOMTH COOTBETCTBYIOILYIO OOPabOTKY, MPEXJIe 4eM MOCTYNUTh Ha
apXMBHOE XpaHEHUE.

ITonroToBka JOKYMEHTOB K XPaHEHHIO HEOOXOAMMa HE TOJbKO JUIl OOecHeueHHs XOpollen
COXpPaHHOCTH JJOKYMEHTOB, HO U JJISl TOTO, YTOOBI M30€XKaTh aJIMUHUCTPATUBHOW OTBETCTBEHHOCTH U
mTpadoB, CBI3aHHBIX ¢ HEKAYECTBEHHOW MOJITOTOBKOM IOKYMEHTOB K XpaHEHHUIO.

JTanbl NOATOTOBKH JOKYMEHTOB K XpaHEeHUIO

1. DkcmepTH3a HeHHOCTH:

[lepBhIii 3Tan NMOArOTOBKM JOKYMEHTOB K XPaHEHMIO 3aKJIFOUAETCS B MPOBEIACHUM IKCHEPTU3BI
LIEHHOCTH JTOKYMEHTOB. DKCIepPTHU3a IIEHHOCTH HE00XOAMMa Ui TOTO, YTOOBI BBIIBUTH JOKYMEHTHI,
KOTOpBIE IOJUIEKAT JAJIbHEHIIEMY COXPAHEHUIO WM YHUUYTOKEHHIO. C 3TOM LENbI0 COCTaBISETCS
OIIHMCH JEJI ¥ OIUCH TOKYMEHTOB JEIl.

B HeOonplmux KOMMAaHUAX C MPOLEAYpPOW MOATOTOBKH JAOKYMEHTOB K apXMBHOMY XpaHEHHIO
MOJKET CIIPaBUTbCA apXUBapUyC WIM YIOJIHOMOYEHHOE JHIO. J[iIs TOro urtoObl MOATOTOBUTH
JOKYMEHTBl B KPYIHBIX apXHMBaX, 4allle BCEro HEOOXOAMMa MOMOIIb BBICOKOKBAJIM(UIIMPOBAHHBIX
CIELMAIMCTOB U3 APXUBHBIX KOMITAHUH.

2. OmnpenejieHre MecTa XpaHEHHUs JOKYMEHTOB

Ha nanHoM 3Tane Hy)XKHO YCTaHOBHUTb MECTO Ul XpaHEHUs OKyMEHTOB. Cpelu BO3MOXKHBIX
aJIbTEpHATHB: XpaHEHHWE JOKYMEHTOB B oduce, cladya JOKYMEHTOB Ha BHEO(PHCHOE XpaHEHHUE U
CO3JIaHHE€ NIEKTPOHHOTO apXHBa.

3. XpaHeHHe IOKYMEHTOB B ojuce

Jlis Toro 4toOBl MOATOTOBUTH JOKYMEHTHI JJI XpaHeHUs B oduce, HEOOXOIUMO TI'PaMOTHO
OpPraHu30BaTh APXHWBHOE MPOCTPAHCTBO M OOECIEUYUTh COOTBETCTBYIOIIUN TEMIEPATypHBIA PEXHUM.
Tak>xe Ha JAHHOM CTa/JIMU HYKHO N03a00TUTHCS O 3aKYINKE apXUBHBIX CTEJUIaXel, apXUBHBIX KOPOOOB
u nanok. Kpome Toro, Hy»HO 3apaHee 1mo3ab0THTbCS O TOM, YTOOBI JieJia TOJKHBI OBLIM MPOIIUTHI U
neperieTeHsl. HU B Koem ciiydae Henb3s YIaKoBBIBATH JOKYMEHTHI B MOJUAITUICHOBBIE MAKEThI, TaK
KaK 3TO YMEHBLIaeT COXpPaHHOCTb Oymaru. Bo Bpems ¢opmupoBaHus apXuBa Manku M KopoOa
MOJNKUCHIBAIOTCS, U CaMble Ba)KHbIE MOCTABUTH TaK, YTOOBI B Cilydae HEOOXOAMMOCTH 00ecnedyuThb
OBICTPBIN 1OCTYI K HUM.

4. Cpa4ya 10KyMeHTOB Ha BHeo(dHcHOe XpaHeHHue

Ilepenaua NOKyMEHTOB Ha BHEO(HCHOE XpaHEHHE 3aKJIIOYAETCS B BHIBO3E JOKYMEHTOB B
XpPaHWINILE CTOPOHHEH AapXUBHOM KoMIaHuU. [IoAroToBKa NOKYMEHTOB K XPaHEHUIO B JaHHOM
cllyya€ MHUHUMaJIbHA, MOCKOJIbKY OTBETCTBEHHOCTh 3a 3TO OepeT apXHMBHas KOMMaHus. ['J1aBHOE BO
BpeMs TEpEeBO3KM — COXPAaHHUTh BCE JOKyMeHTbI B Hanmuuuu. [lompoOHee uumtaiite Bueoducnoe
XpaHEHUE TOKYMEHTOB.

5. Co3naHue 3J1eKTPOHHOIO apXHUBA
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[Ipu BBIOOpE AIIEKTPOHHOTO apXHMBa KaK CIIOCO0Aa XpPaHEHUsS TOKYMEHTOB 3aTpaThl KOCHYTCS
CKaHWPOBAHUS TJOKyMEHTOB. Ha OCHOBE CKaHMPOBAaHHBIX 00pa30B co3aaeTcs 0a3a NaHHBIX C CUCTEMON
noucka. [loaroToBka JOKYMEHTOB K apXHBHOMY XPaHEHHIO OyJIET 3aKII0UaThCsl B OTOOPE JOKYMEHTOB
Ha ckaHupoBaHue. [locne 3TOro yke mporpaMMHCTBI CO3JAI0T 0a3y JaHHBIX C YAOOHOW M OBICTPOM
CHCTEMOU TIOUCKaA.

ITopsinok npoBeaeHUsI 3AHATHA:
CryneHtaMm mpeuiaraercsi MpoBECTH JaHHYIO padOTy C MOMOLIbI0 OOCYKAECHUS MUCHMEHHBIX
pedepaToB Ha cieayoLue Npel0KEeHHbIE TEMBbI:
1. «CnpaBouHo-IipaBoBbI€ CUCTEMBI Poccuny,

2. «DopMupoBaHUE U XpaHEHUE T,

3. «ApxuBy.

Bonpocs! 1J1s1 npoBeeHus codecel0OBAHUA:

1.  OueHka 3HAYMMOCTHU JOKYMEHTOB U CPOKU UX XPAHEHUS.
Bubl apXuBHBIX TOKYMEHTOB.
[ToaroroBka e 115l Ciayv B apXUB.
ObecrieueHre COXpaHHOCTU JOKYMEHTOB.
OCHOBBI 3aKOHO/IATEIHCTBA [10 APXUBHOMY JIENY.
XpaHeHHe U y4eT apXUBHBIX JTOKYMEHTOB.
KommiekToBanne apXuBOB apXUBHBIMH JOKYMEHTAMH.

I[OCTyrI K aQpXHUBHBIM JOKYMCHTAM M UX UCIIOJIb30OBAHUC.

© 0o N o g B~ w DN

Kak OCYHICCTBIIACTCA CUCTCMATU3AlIUS U XPAaHCHUC JOKYMCHTOB B OpraHI/I3aLII/II/I?

-
©

Uro Takoe €10, ¢ TOYKM 3peHus JAoKyMmMeHToBeneHus? IlpuBeaure mnpumepsl nedn,

XPAHSIIMXCSA B OpTaHU3aIUH.

11. Packpoiite conaepkaHue MOHSTHS «HOMEHKJIaTypa Jem». Kakoe MO0KHOCTHOE JHIO B
OpraHu3alMi OTBEUYAET 32 COCTABJICHUE U BBEJICHUE B JIEWCTBHE HOMEHKIATYPHhI Ae1?

12. KakoBbI peKBU3UTHI HOMEHKIATYPHI J1e71?

13. KakoBa cojepkareiabHas 4aCTh HOMEHKIIATYPBI JeIT?

14. Kakwue npu3HaAKK 3aBEACHUS Jeia CIIONB3YIOTCS TPU (POPMHUPOBAHUH JIET?

15. KakoB OCHOBHO# MpUHIUT (OPMUPOBAHUS JOKYMEHTOB B Jiena?

16. Kakue HOpMaTUBHBIE TPeOOBaHUS HEOOXOIUMO COOMIOAATH IPH POPMUPOBAHUU €T ?

17. Yro Takoe 3KCHepTU3a LIEHHOCTH JOKYMEHTOB, U KaKue JOJKHOCTHBIE JIULAa B OPraHU3aluu
3aHUMAIOTCS €€ TPOBEACHUEM?

18. Kakue HOpMaTUBHBIE aKThl PETYIUPYIOT POBEACHUE IKCIIEPTU3BI IIEHHOCTH JIOKYMEHTOB B
OpraHu3anuu?

19. UYro aBnsercs pe3yabTaTOM MPOBEACHUS SKCIEPTU3HI IICHHOCTH TIOKYMEHTOB OpraHU3aIiu?

20. Kak ocymecTBiaseTcss MOArOTOBKAa Jel K apXWBHOMY XpaHEHUI0O B COBPEMEHHBIX

opraHu3anusx?
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3agaHns 1719 BHINOJHEHUS HA MPAKTUYECKOM 3aHATHH (HA BBIOOP):

1.CocTaBuTh JIMYHOE ACJIO COTPpYAHUKA U IOATOTOBUTH €0 JJId CAa4YU B apXUB.

2.CocTaBUThH OITHCH HaxXoodAmuxcsa B IUIHOM ACJIC JOKYMCHTOB.

3.HO,I[FOTOBI/ITI) aAKT IMpueMa-rnepeaadyun JUIHbIX IS B apXUB.
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Pexomenayemasi mureparypa

OcHoBHas1 JiUuTEpaTypa:

1. CumonsH P.S. JlokymMeHTaMOHHOE OOECIEYCHHWE CHCTEMbI YIPABICHHUS OpraHU3aIuei
[DnexTponHbIt pecype] : yaeOHoe mocodue / P.SI. CUMOHSH. — DJEKTPOH. TEKCTOBBIE JAaHHBIC. —
CaparoB: A# Ilm Dp Memma, 2018. — 180 c. — 978-5-4486-0167-5. — Pexum npocryma:
http://www.iprbookshop.ru/72458.html.

2. KysnenoBa, 1. B. JlokymMmeHTanIMOHHOE OOeCIieueHNe YIpaBJIeHUs [ DIEKTPOHHBIN pecypc] :
yaueonoe nocodue mist CI1O / U. B. Ky3nenosa, I'. A. XauarpsiH. — 2-e u3a1. — DJIEKTPOH. TEKCTOBBIC
nannbeie. — Caparos : [IpodobpazoBanue, At [Iu Op Menua, 2019. — 166 ¢. — 978-5-4486-0404-1,
978-5-4488-0216-4. — Pexum nocryna: http://www.iprbookshop.ru/80326.html

3.0pranu3anusi U TEXHOJIOTUS JOKYMEHTAI[MOHHOTO OOECIeueHusl YIMpPaBJICHUS : 3JIEKTPOHHOE
yuebHoe mocobue / MunuctepcTBo oOpazoBaHus M Hayku Poccuiickoit ®eneparuu, PenepaabHoe
rocy/lapCTBEHHOE OrO/IKeTHOE 00pa30oBaTelIbHOE YUpexkAeHHe Bhiciiero oopa3zoBanus «KemepoBckuit
TOCYy/IapCTBCHHBI  YHHUBEPCHTET», VIHCTUTYT HCTOpPHH, TOCYJapCTBEHHOTO YIpPABICHUS U
MEXIYHApOAHBIX OTHOIIeHHH U ap. - KemepoBo : KemepoBckuii rocyqapCTBEHHBI yHUBEPCHUTET,
2017. - 478 c. - bubmmorp. B kububmumorp.: c. . - ISBN 978-5-8353-2149-0 ; To xe [DneKTpOHHBIH
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=481592 (12.04.2018).

JonoHUTE/ILHAS JIUTEpaTypa:

1.TpynoBoii komekc Poccuiickoii ®Denepanuu [DIEeKTpOHHBIN pecypc] / . — DIEKTPOH.
TEKCTOBBIC JaHHBIC. — : DJIEKTpOHHO-OMOnMmoreunas cucrema IPRbooks, 2019. — 226 ¢. — 2227-
8397. — Pexxum nocryma: http://www.iprbookshop.ru/1251.html.

4 Konctutyuus Poccuiickoit ®enepauun [Tekcr]| : odunmansHoe uznanue. - PocroB w/Jl :
®ennke, 2021.

Ilepuonnueckne n3gaHus:
- Kypnan «/lenonpon3BoacTBo»
- XKypnan «Cekperapckoe 1e510»
- XKypnan «YnpasieHue nepcoHagIoM»

HNHTepHeT-pecypcebl:

1. http:// www.consultant.ru (Cucrema «KoHCYIbTaHT +»).

2. CnpaBounas cucrema «l apanr».

3. www.biblioclub.ru  (Jlenonpou3BOACTBO: COCTaBICHUE, PEIAKTUPOBAHHUE |
00paboTKa JOKYMEHTOB).

4. http:// www.klerk.ru (Bcé o OyxrantepckoM y4éTe, MEHEPKMEHTE, HAJIOTOBOM

npase, 6ankax, 1C u mporpaMMax aBTOMaTH3AIMH OyXTaaTEepCKOTO yuéTa).
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