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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. INIAHBI MIPAKTUYECKUX 3AHATHUI

IIpakTuyeckoe 3ansiTue Ne 1

Tema 1. OcHOBHBbIE€ TIOHATHSA AOKYMECHTAIIHOHHOI'O o0ecrneyeHus YupaBJicHUs

I_[e.m, paﬁoTLI: INOMOYb y4dalmuMcsa ONpCACINTb 3HAYCHUC AUCHUILIIMHBI «I[OKyMeHTaIII/IOHHOC

o0ecreueHue YunpaBJI€eHUSI» 1 OCBOUTH OCHOBHBIC ITIOHATHA, TepMI/IHOJIOFI/I‘ICCKI/Iﬁ alrrapar.
BOl'[pOC])I AJIs1 oﬁcym):[eﬂml Ha MPAKTUYIECCKUX 3aHATUAX:

© N o g &~ w e

Onpenenenne NOHATHS 1eI0NPOU3BOACTBA. Llenu u 3a1aun IUCHUIUIMHBI.
JIOKyMEHTUpPOBaHHUE.

Opranuzanus paboThl C JOKYMEHTaMHU.

HoxymenToobopot. Mabopmarius.

JokymenT. OdunmanbHbie JOKYMEHTHI.

IOpunnyeckas cuia 10KyMeHTa.

Cucrtema JOKyMEHTAIMH.

YHuuuupoBaHHas CUCTEMa JOKYMEHTALUU.

IIpennaraemsle Aj1s1 00CyKIeHUsI TeMbl peepaToB:

1.
2.
3.

«McTopuyeckue 3Tarnbl 1eI0Iporu3BoACTBa B Poccumy
«/lemonpon3BoACTBO: BUEpa U CETOTHS

«O6mepoccuiickue knaccupuraropsr: OKITO, OKY I, O'PH»

Bomnpocs! 1U1si MpoBeaeHHsI coOece10BAHMA:

1.
2.

© ®© N o

KaxoB npeamer JOKyMEHTAallMOHHOTO 00eCIIeYeHUs yIpaBICHUS?

Kak cBA3aHO [IOKyMEHTallUOHHOE OO0ECHEYEeHUE YIPaBICHUS C JIOKYMEHTOBEJCHHEM,
JIEJIONPOU3BOJCTBOM, apXUBOBEACHUEM?

Kakyto ponb wurpaer JOKyMEHTAIl[MOHHOE oOecrieueHHe B YIPaBICHHMH COBPEMEHHBIMHU
OpraHu3anusIMu?

Kakue HoOpMaTHBHO-TIPABOBBIE aKThI PETYIUPYIOT JOKYMEHTAIIMOHHOE O0ecleueHNe yIpaBieHus?
KakoBa mpakTuueckass 3HAUUMOCTh Y4€OHON AUCIMIUIMHBI «IOKYMEHTAI[MIOHHOE oOecredyeHue
YIIpaBICHUS»?

Jlatb onpenienieHre MOHITHS FOpUINYecKasl Cujla IOKyMEHTa.

PackpeITh cucTeMy JOKyMEHTalUU.

JlaTb onpeneneHne NOHATHS CTaHAapTU3aLus?

I[aTL OMPCACIICHUC ITIOHATUSA YHI/I(I)I/ILII/IpOBaHHaﬂ cucreMma JIOKyMCHTaI_II/II/I?

IIpakTnueckoe 3ansaTHe Ne 2
Tema 3. O01ue HOPpMBI ¥ IpaBHJIA 0(POPMJICHHUS JOKYMEHTOB.
Bi1aHkH 1OKyMEHTOB H TPeOOBAHUS K HUM.

Heap padoThbl: M3Y4UTh PACIOIOKEHHE PEKBU3UTOB W TPaHUIBI 30H Ha (opmare A4 yrioBoro u
npononsHoro OmankoB coracho ['OCT P 7.0.97-2016 «HamwonaneHbeiéi ctangapt Poccuiickoii
@enepanuu. CucremMa CcTaHzaproB Mo HHGoOpManuy, OWOIMOTEYHOMY W H3/aTEIIbCKOMY JIEIy.
Oprasu3aloOHHO-PACIIOPSIUTEIIbHAS JOKyMeHTaIus. TpeOoBaHus K 0OpOPMIICHHIO TOKYMEHTOR )
Ilopsitok MpoBeIeHUs 3aHATHSI:



B nHauane 3aHsATHS cleayeT O3HAaKOMHUTBCS CO CXEMaMH  PACMONOXKEHHS PEKBU3UTOB
OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB ((DOPMYISIpBI) YIJIIOBOTO M TPOAOILHOTO OJIAHKOB
dbopmaroB A4.
3ananmue:

Ha nucre gpopmara A4 n300pa3suTh CXeMbI pacoiOKEHUs PEKBU3UTOB M TPaHUIIBI 30H Ha (hopmare
A4 yrmoBoro u mpogoibHOoro oOmanko cormacio ['OCT P 7.0.97-2016 «HamumoHanbHBINA cTaHAapT
Poccutickoit @eneparuu. CucreMa cTaHAapToOB MO HMHGOpMAIMU, OUOIMOTEYHOMY M HM3JATEIBCKOMY
nemry. OpraHu3anoOHHO-pacIOPsAUTEIbHAS ToKyMeHTanus. TpeboBanus K 0hOPMIICHUIO JOKYMEHTOB.
Bomnipocsl 11t mpoBeieHus1 codeceJ0BAHUSA:

1. Jlaiite ompeneneHuE TMOHATHS «OPraHU3AMMOHHO-PACTIOPAIUTENbHBIA AokyMeHT» (OPIl) u

NPUBEIUTE KIACCH(DUKAIMIO 3TOTO BUAA JOKYMEHTOB.
2. Tlepeuncnure cocraB pekBuzuroB OPJ] mo 'OCT P 7.0.97-2016.
3. Uro Takoe «OIaHK JOKYMEHTa» M Kakue BUJIbI OJIaHKOB BbI 3HaeTe?
4. Kakue BapuaHThl pa3MelICHHs Ha OJaHKE MOCTOSHHBIX PEKBU3UTOB Bbl 3Haere? KakoBbl

0cobeHHOCTH UX 0(hOpMITCHUS?



CXEMbI PACIIOJIOXKEHHUA PEKBU3UTOB JOKYMEHTOB Pucynox 1 - Pacnonoxenue
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PEKBU3HUTOB U TPAHMIIBI 30H Ha (hopmaTe A4 yriaoBoro OjiaHKa
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Pucynoxk 2 - PacnionoxeHne peKBU3UTOB M I'paHUIIBI 30H Ha (hopmaTe A4 mpoaoiabHOTo O1aHKa




IpakTnyeckoe 3ansiTue Ne 3
Tema 4. TOCT P 7.0.97-2016. PexkBU3UTHI U UX NpeIHA3HAYEHHUE

Ienb padoThl: U3ydeHHE OCHOBHBIX HOPMAaTUBHO-METOUYECKMX MATEPUAIIOB, COJIEPKAIIMX IpaBuia
JOKYMEHTAI[HOHHOTO 00€eCIeYeHUs AeATENbHOCTH; PEKBU3UTHI JOKYMEHTOB U UX 0()OpMIIEHHE.
3apganme: Ha nuctax Gopmata A4 odopMHUTE PEKBU3HUTHI JOKYMEHTOB, mnpenycMorpeHHbix ['OCT P
7.0.97-2016.
Bonpocs! 1J1s1 npoBeeHus codecel0OBaAHUA:

1. Kakoso naznauenue ['OCT P 7.0.97-20167

2. TloHsATHE: «PEKBU3UT» JOKYMEHTA.

3. Uro Takoe MOCTOSHHBIE W TEPEMEHHBIC PEKBU3UTHI OPTaHHU3AIMOHHO-PACTIOPSAUTEIHLHOM
JOKYMEHTaluu?

4. KakoB cocTaB MOCTOSHHBIX W IEPEMEHHBIX PEKBH3UTOB OPTaHHU3AIMOHHO-PACIIOPSIAUTECIBHON
JTOKyMEHTauu?

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

6. Kakue pexkBU3UTHl HCHOJB3YIOTCS B COJEP)KATEJbHONM  YacTH  OpPraHHU3aI[MOHHO-
pacropsiANTEIbHBIX TOKYMEHTOB?

7. Kakme  pEKBU3HTHI  HCIOJNB3YIOTCS B OQOPMIISIFOIICH  YacTH  OpPTraHHU3AIMOHHO-

PacnopAaANTCIbHBIX ,Z[OKYMGHTOB?

IIpakTyeckoe 3ansaTue Ne 4

Tema 5. OpranusauuoHHbie JOKYMeHTbI. BUbl, HA3HaUeHHe, PaBUiIa 0popMIIeHH S
Iesanb paGoThl: MpHOOpPECTH HABBIKM B COCTABICHUM U OPOPMIICHUH PEKBU3UTOB OPraHMU3ALMOHHBIX
JNOKYMeHTOB, pykoBojacTBysick ['OCT P 7.0.97-2016 «Hanuonansuslit crangapT Poccuiickoit
@enepanuu. Cuctema CcTaHIapToB MO HHGOpMaMM, OUOIMOTEYHOMY M M3/1ATENILCKOMY JIEdy.
Opranu3alnOHHO-pACIIOPAIUTENbHAS JoOKyMeHTalus. TpedoBaHus K 0pOPMIIEHUIO IOKYMEHTOBY.
ITopsinok npoBeneHust 3aHATHS:

B Hawane 3aHATHS cieayeT TOBTOPUTH  MOPSJIOK  COCTaBiIeHUS U odopmileHus
OpPraHMU3alMOHHOIO TOKYMEHTA «/{0JKHOCTHAS MHCTPYKLUS.
3aganue Nel:

CocTaBuTh JOJKHOCTHYIO UHCTPYKIUIO JUIS Oyxrantepa AO «JIAPA»
[TaBmoBa H.A., gupextop ¢upmbl CroupumoHoB A.B., ocTaJbHBIE PEKBU3UTHI  YKAKHUTE
CaMOCTOSTEIILHO.
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Obpasey

HAMMEHOBAHUE OPI'AHU3ALINN YTBEPXIAIO
WNupexc npeanpusTus CBs3H,
MOYTOBBIH ajpec,

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

PyKOBOI[I/ITeJIB opranu3anuu

« » T.

JOJDKHOCTHAS MHCTPYKIUA
« » 20 r. Ne

Oyxranrepa
1. OBILME ITOJIOXXEHU A

1.1. HacTosmas 10oMKHOCTHAS MHCTPYKIUS omnpenensier GyHKIMOHAIbHBIE 00S3aHHOCTH, IIpaBa
Y OTBETCTBEHHOCTH Oyxranrepa " " (manee - "opranuzanus").

1.2. byxranrep Ha3HayaeTcsl HA JOMKHOCTh M OCBOOOKIAETCS OT JOJKHOCTH B YCTAHOBIEHHOM
JEWCTBYIOIUM TPYAOBBIM 3aKOHOIATEILCTBOM THOPSIIKE IPUKA30M PYKOBOJUTEISI OPTaHU3AIIH.

1.3. Byxranarep noguuHseTCsS HEMOCPEACTBEHHO OpraHH3aIliH.

1.4. Ha nomxHocTh OyXranrepa Ha3HauaeTcs JIMLO, UMEIOLIEe:

1.4.1. Byxrantep | kareropuu: Bbicuiee nmpodeccHoHanbHOE (IKOHOMHYECKOe) 00pa3oBaHuE U
cTax paboThl B ToJnKHOCTH Oyxrantepa Il kateropun He MeHee 3 JeT.

1.4.2. byxranrep Il kareropuu: Boicuiee npodeccuoHanbHOE (IKOHOMUUECKOe) oOpa3oBaHue 0e3
MpeAbsIBICHUST TPEOOBaHUN K CTaxy pabOThl WM cpeaHee MpOoQPEecCHOHAIBHOE (PKOHOMUYECKOE)
o0Opa3oBaHMe U CTax paboThI B TOJDKHOCTH OyXrajnTepa He MeHee 3 JIeT.

1.4.3. byxrantep: cpeaHee mnpodeccuoHanibHOEe (PKOHOMHYECKOe) oOpa3oBaHue 0Oe3
NpeabsBIeHUs] TpeOOBaHMM K CTaxy pabOThl WM CHELUAIbHYIO MOJTOTOBKY IO YCTaHOBIIEHHOM
porpaMmMe M CTaXk paboTHI IO YUeTy M KOHTPOJIO HE MEHee 3 JieT.

1.5. bByxranTep AOMKEH 3HATH:

- 3aKOHOJATENbHBIE AaKTHI, [TOCTAHOBJICHHS, PpACTIOPSDKEHHs, NPUKa3bl, PYKOBOJSIINE,
METOAMYECKHE U HOpPMATHBHBIE MaTepHallbl 10 OpraHu3alMy OYyXTaJITepCKOro ydeTra HMYIIECTBa,
00513aTEeNbCTB M XO3SICTBEHHBIX ONEPALUii H COCTABICHUIO OTYETHOCTH;

- (hopMBI U METO/IbI OYXTaNTEPCKOro yueTa B OpraHu3aluu;

- TUTaH ¥ KOPPECTIOHACHITUIO CUETOB;

- OpraHM3aLUIO JOKYMEHTO000pOTa MO yyacTKaM OyXraJTepCKOro y4era;

- TOPSAZOK JOKYMEHTAIBHOTO O(GOpPMIICHUS M OTPAKEHHs] Ha CUeTax OyXTralTepCKOro ydera
onepalui, CBA3aHHBIX C JBM)KEHHEM OCHOBHBIX CPEJICTB, TOBAPHO-MAaTEPHAIbHBIX LIEHHOCTEH U
JICHEKHBIX CPEJICTB;

- METOIbl 5KOHOMHUYECKOT0 aHaJIM3a X035CTBEeHHO-(DMHAHCOBO! JEATEIbHOCTH OPTraHU3alNH;

- IpaBHJIa SKCIUTYaTalliy BBIYUCITUTEIHHON TEXHUKH;

- BKOHOMUKY, OPTaHU3AIHMIO TPYAa U yIpaBICHHUS;

- PBIHOYHBIE METOJIbI XO3SICTBOBAHNS;

- 3aKOHOJIATENILCTBO O TPY/IE;

- IpaBHJIa U HOPMBI OXPaHbI TPYZA.

2. ®YHKIIMOHAJIBHBIE OBA3AHHOCTU

2.1. byxrantep:

2.1.1. BemonHseT paboTy MO BEACHHIO OYXTalTEPCKOTO ydeTa MMYIIECTBa, 00S3aTeNbCTB U
XO3SIIICTBEHHBIX OIepalyil (y4eT OCHOBHBIX CPEJCTB, TOBAPHO-MAaTEPHAJIbHBIX LIEHHOCTEW, 3aTpaT Ha
MIPOM3BOJICTBO, PEAM3ALUI0 MPOIYKIMH, PE3YJIbTaTOB XO03AWCTBEHHO-(QUHAHCOBOM N1€ATEIbHOCTH,
pacyeToB C MOCTABIIUKAMH H 3aKa3YUKaMH, a TAK)Ke 3a IPEOCTaBICHHBIC YCIYTH U T.I1.).
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2.1.2. VuactByer B pa3pabOTKE U OCYIIECTBICHUH MEPONPHUATUH, HAMpaBICHHBIX Ha
cobmoerre (MHAHCOBON AUCIUILIMHBI M PallMOHATIBHOE UCIIOIB30BAHUE PECYPCOB.

2.1.3. OcyumecTBisieT IpUeM U KOHTPOJIb MEPBUYHOM JOKYMEHTAIIMU IO COOTBETCTBYIOIIUM
y4acTKaM OyXTalTepCKOro y4yeTa U IMOATOTABIMBAET UX K CUETHON 00paboTKe.

2.1.4. Otpaxkaer Ha cyeTrax OyXrajlTEpCKOrO yd4eTa OIepaluy, CBA3aHHBbIE C JBHKEHUEM
OCHOBHBIX CPEJICTB, TOBAPHO-MATEPUAJIbHBIX LIEHHOCTEN U JCHEKHBIX CPE/CTB.

2.1.5. CocraBisier OTYETHbIE KaJIbKYJISIUU Cce0eCTOMMOCTH HpoAyKuuu (padoT, yciuyr),
BBISIBIIIET HMCTOYHUKM OOpa3oBaHMs IOTEPh M HEMPOM3BOJUTEIBHBIX 3aTpaTr, MOATOTABIMBACT
MPEJIOKEHUS TI0 UX MPEAYIPEKACHUIO.

2.1.6. Ilpou3BOAMT HA4YUCICHUE U TIEPEUMCICHUE HAJIOrOB W COOpOB B (hemepanbHBIMH,
pPETHOHANBHBI M MECTHBIH OIO/KETHI, CTPAXOBBIX B3HOCOB B T'OCYJapCTBEHHBIC BHEOIOKETHBIC
couuangbHble (OHABI, TMaTe:ked B OaHKOBCKUE YUYPEXKICHHs, CPEACTB Ha (HMHAHCUPOBAHUE
KallMTaJIbHBIX BIIOKEHHUH, 3apab0THOM MmaThl pabouMx M CIyXalluX, APYTrUX BBIUIAT U IJIaTEXel, a
TaK)Xe OTYUCIIEHUE CPEJICTB HAa MaTepHaIbHOE CTUMYJIMPOBAaHNE PAOOTHUKOB OPraHU3alINH.

2.1.7. ObGecrnieunBaeT pPYKOBOIUTENCH, KPEIUTOPOB, WHBECTOPOB, ayJUTOPOB H JAPYIHX
MOJIb30BaTeel OyXraiaTepckoil OTUETHOCTH COMOCTAaBUMOM U JIOCTOBEPHOM OyXrainTepcKou
nH(pOpMaNKel M0 COOTBETCTBYIOIIMM HANPaBJICHUSAM (y4acTKaM) y4eTa.

2.1.8. Pa3pabateiBaeT paOouuii miaH c4eTOB, (OPMBI MEPBUYHBIX JIOKYMEHTOB, MPUMEHSIEMbIC
st ohopMIICHUsT XO3SHUCTBEHHBIX ONEpaIfii, IO KOTOPbIM HE MPEIyCMOTPEHBI TUIOBBIE (POPMEI, a
Takke (GOpMbI TOKYMEHTOB Il BHYTPEHHEH OyXralaTepcKoil OTYETHOCTH, YUaCTBYET B OIMpPEICICHUU
COZIepKaHUsl OCHOBHBIX IMMPHEMOB M METOJIOB BEICHUS Y4eTa M TEXHOJIOIHU 00pabOTKU OyXraiTepcKoi
nHpopMaIuu.

2.1.9. VYyactByeT B TMPOBEICHUU IKOHOMHUYECKOTO aHAIHM3a XO3SMCTBEHHO-()MHAHCOBOU
JEeSITeIbHOCTH OPTaHU3aIliy M0 JaHHBIM OyXTaJdTepCKOro y4yeTa M OTUYETHOCTU B IIENIAX BBISABICHUS
BHYTPUXO3SIICTBEHHBIX PE3€PBOB, OCYILECTBICHHUS peXHUMa OSKOHOMHM M MEpOINPUATUH IO
COBEpIICHCTBOBAHUIO JTOKYMEHTOO0OpOTa, B pa3paboTKe U BHEAPEHUU MPOTPECCHBHBIX GOpM U
METOJIOB OyXTaJTEepCKOro y4yeTa Ha OCHOBE IPHUMEHEHHS COBPEMEHHBIX CPEJICTB BBIYMCIUTEIbHON
TEXHHKH, B POBEICHUN NHBEHTApU3AIIHMA TEHEKHBIX CPEJICTB U TOBAPHO-MATEPUATIHHBIX [ICHHOCTEH.

2.1.10. IMoaroTaBnMBaeT NaHHBIE MO COOTBETCTBYIOIIMM Yy4acTKaM OYXTaJTEPCKOTO y4yeTra JJjis
COCTABJIEHUS] OTYETHOCTH, CIECAUT 3a COXPAHHOCTHIO OYXTaJNTepCKUX JOKYMEHTOB, O(hOpPMIISIET MX B
COOTBETCTBUH C YCTAHOBJICHHBIM HOPSAIKOM JUIsl IEPEIaul B ApXUB.

2.1.11. BeoimonHser paboTel M0 (HOPMHUPOBAHHIO, BEICHUIO M XpaHEHUIO 0a3bl JAHHBIX
Oyxrantepckoil MHQOpMalKi, BHOCUT W3MEHEHHS B CIPABOYHYIO WU HOPMATHUBHYIO HH(OpMAIHIO,
UCMOJIb3yeMYIO ITpH 00pabOTKe JaHHBIX.

2.1.12. YyactByeT B (popMyJIHMpPOBAaHUM YIKOHOMUYECKOM MOCTAHOBKH 3aJ]1a4 JTUOO OTIEIBHBIX MX
9TaloB, PEIIAEMBIX C IOMOLIbKO  BBIUHUCIMTEIBHOM TEXHHKH, OIpPENEISET BO3MOYKHOCTD
HCIOJIb30BAaHUsl TOTOBBIX MPOEKTOB, AITOPUTMOB, MAKETOB MPUKIATHBIX MPOrPaMM, MO3BOJISIOIIMX
CO3/1aBaTh SKOHOMUYECKH 00OCHOBAHHBIE CUCTEMbI 00pa0OTKH SKOHOMUYECKOH HH(pOpMALIHH.

3. IIPABA

3.1. byxranrep nMeer nmpaso:

3.1.1. TpeGoBaTh OT pyKOBOJACTBA OpPraHU3AIMM OKa3aHUS COJCHCTBUSA B MCIIOJHEHHHM CBOMX
JOJKHOCTHBIX 00513aHHOCTEH.

3.1.2. IloBbIIaTh CBOIO KBATU(HUKAIIUIO.

3.1.3. 3HaKOMHUTBCA C MNPOEKTAMHM PEIMICHHH PYKOBOJCTBA OPraHU3allMM, KACAIOIIUMHUCS €ro
NESTENIBHOCTH.

3.1.4. IlpeacraBnsaTh Ha pacCMOTPEHUE CBOETO HEMOCPEIACTBEHHOIO  PYKOBOJUTENS
IIPEJIOKEHUS TI0 BOIIPOCAM CBOEH EATEIbHOCTH.

3.1.5. TlomyuaTtp oOT pabOOTHUKOB OpraHu3aluu HHPOpPMAIUIO, HEOOXOIUMYIO  JUIsS
OCYILIECTBIIEHUS CBOEH JEATEIBHOCTH.

4. OTBETCTBEHHOCTb
4.1. Byxrantep HECEeT OTBETCTBEHHOCT:
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4.1.1. 3a HeucnomHeHHWE WIM HEHAJIEXKAallee HCIOIHEHUE CBOUX  OOA3aHHOCTEH,
[IPEAYCMOTPEHHBIX HACTOSIIEH IOJDKHOCTHOM HMHCTPYKLUEH, - B COOTBETCTBHM C JACUCTBYIOLIUM
TPYZIOBBIM 3aKOHOJATEIbCTBOM.

4.1.2. 3a npaBoHapylLIECHHUs, COBEPIICHHBIC B MEPUOJ] OCYIIECTBICHUS CBOEH JEATEIHHOCTH, - B

COOTBETCTBUM  C  JCWCTBYIOUIMM  TPaXIaHCKUM,  aJIMUHUCTPATUBHBIM M  YrOJOBHBIM
3aKOHOAATEIBCTBOM.

4.1.3. 3a mnpuUYMHEHHE MaTEepPUAIBHOTO YyIIepda - B COOTBETCTBUM C JICHCTBYIOIIUM
3aKOHOAATEIbCTBOM.

4.1.4. 3a napymenue [IpaBui BHyTpEHHEr0 TPYAOBOTO paclopsiKa, IPaBUIl TPOTHUBOIIOKAPHOM
0€30MacCHOCTH U TEXHUKH 0€30I1aCHOCTH, YCTAHOBJICHHBIX B OPTaHU3AIIUU.

5. YCJIOBUA PABOThI

5.1. Pexxum paboTbl Oyxranrepa OIpenesseTcss B COOTBETCTBHH C IIpaBmiiaMH BHYTPEHHETO
TPYAOBOI'O PACIOPsAKa, YCTAHOBJIEHHBIMHU B OpraHU3aLlUH.

5.2. B cBi3u ¢ TpPOHM3BOJACTBEHHOW HEOOXOIMMOCTBIO OyXrajaTep MOXKET HaIlpaBIsTHCS B
CIIy>KeOHble KOMaHIUPOBKH (B T.4. MECTHOT'O 3HAYEHHU).

Hacrosmas JOJDKHOCTHasA HHCTPYKIUA pa3pa60TaHa B COOTBCTCTBHNU C

(HamMeHOBaHUe, HOMEP U JjaTa TOKYMEHTa)

COI''TACOBAHO
IOpuckoHcynbT

(moanuce) (®.1.0.)
T.

C HHCTpYKLIMEW 03HAKOMIICH:

(momuce) (®.1.0.)
n n
T.
Bomnpocel 11t npoBeieHUs codece 0BAHUS:

1. KaxoBsl (pyHKIIMM OpraHU3allMOHHBIX JOKYMEHTOB?

2. OCHOBHBIC BUJbI OPpTaHU3AIIUOHHBIX JOKYMCHTOB.

3. KaxoBbl TpeOoBaHUs K COEPKAHNIO U O(POPMIICHUIO HHCTPYKIIUH?

3aganue Ne2: 3anonHuTe YHU(ULIHMPOBAHHYIO (JOPMY IITATHOTO PACHMCAHMS B COOTBETCTBUH C
IIPOU3BOJCTBEHHOM 3a1a4yeil.

Ilopsinok npoBeeHust 3aHATHUS:

B Havame 3aHATHS cleqyeT MOBTOPUTH MOPS/IOK  COCTaBiIeHUS U odopMmieHus
opraHu3anvoHHoro nokymentTa «llltatHoe pacniucanue».

®opma mratHoro pacnucanus Ne T-3 ucnonb3yercs anst odopMIIEHHUS! CTPYKTYpBI, IITaTHOTO
cocTaBa M IUTAaTHOW YMCICHHOCTH OPTraHMU3allMd B COOTBETCTBUM C €€ JIEHCTBYIOIIUM YCTAaBOM.
[lItaTHOE pacnucaHue W3 NEPEYHs CTPYKTYPHBIX NOAPA3[E/ICHUH, [OJDKHOCTEH, CBEACHUS O
KOJIMYECTBE LITATHBIX €AMHMUII, TOJDKHOCTHBIX OKJIaJax, HajgbaBkaxX M MecsiuHOM (oHae 3apaboTHON
miatel npeanpusTtus. lltaTHoe pacnucaHMe YTBEp)KIAeTCsl MPUKAa30M PYKOBOAMTENS OpraHu3aluu
WM YIOJTHOMOYEHHBIM UM JuioM. Koa gpopmsl o knaccudpukaropy OKY 1 0301017.

ITopsinok 3anonHenus: popmsl T-3:

B rpade 4 "KonudecTBo mMTATHBIX €AUHUIL" MO0 COOTBETCTBYIOIIUM JIOJDKHOCTSIM, TSI KOTOPBIX
NpeyCMaTpUBACTCS COJEPKAHUE HETMOJIHON IITAaTHOM €JUHUIBI ¢ Yy4ETOM 0COOEHHOCTEeH padoThI MO
COBMECTUTEIBCTBY B COOTBETCTBHM C JECUCTBYIOUIUM 3aKoHoAarenbcTBOM P®, mraTHas ennHuna
YKa3bIBaeTCs B JOJIAX, Hanpumep, 0,25; 0,5; 1,5 u T.4.

3anonuss rpady 5 "Tapudnas ctaBka W mp." HEOOXOIUMO YKa3aTh MECSYHYIO 3apabOTHYIO
IaTy no TapugHoii cTaBke (OKJIady), Tapu(HON CeTKe, MPOLEHTY OT BBIPYYKH, J10JIE€ MITU MIPOLIEHTY OT
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npuosUH, Kodhdumuenty tpymoBoro ydactus (KTY), xoabdunmenty pacnpeneneHus U T.J. B
pyOJIeBOM HUCYMCICHHH, B 3aBHCUMOCTH OT CHUCTEMBI OIIaThl TPYyJa, MPUHSATOW B OpPraHHU3AINH B
COOTBETCTBUH C JEHCTBYIOIIUM 3aKOHOIATENbCTBOM P®d, KOJIEKTUBHBIMU J10TOBOPaMH, TPYJIOBBIMU
JIOTOBOPaMH, COTJIAIICHUSMH U JIOKATbHBIMA HOPMATHUBHBIMU aKTaMU TIPEIITPHUSITHS.

3anonuss rpager 6 - 8 "HanmbGaBku" yKa3pIBalOTCS CTUMYJIHMPYIONIME M KOMIICHCAITMOHHBIC
BBHITUIATHI (TIPEMUH, JOTUIATHI, TOOMIPUTEIHHBIC BHIILIATHI, HATOABKU), YCTAHOBJICHHBIE JCHCTBYIOINM
3akoHoAarenscTBoM P® (Hampumep, ceBepHble Hal0aBKH, HAAOAaBKH 3a YUYEHYIO CTENEeHb W T.1.), a
TaKk)Ke BBEJICHHBIC HA YCMOTPEHUE OpraHu3aluu (HalpuMep, CBS3aHHBIE ¢ PEKUMOM HITH YCIOBHSIMH
Tpyna).

Ecnu 3anonnenue opranuzanuei rpad 5 - 9 B pyOsieBOM HMCUYHCIEHUU HEBO3MOXKHO B CBSI3U C
MPUMEHEHHEM B COOTBETCTBHH C JICWCTBYIOIINM 3aKOHOIATEILCTBOM P MHBIX CHCTEM OILIATHI TPyAa
(manpumep, 6ectapudHas, cMelIaHHas U T.JA.) yKa3aHHbIe rpadbl 3aMOMHIIOTCS B COOTBETCTBYIOIIMX
eIMHUIIAX U3MEPEHUs (HampuMep, B MPOLeHTaX, KOAPPUIIUEHTAX U T.1.).

KoppektupoBku B 1ITaTHOE paclucaHue BHOCSATCS B COOTBETCTBUU C MPUKA30M PYKOBOIHUTENS
OpTraHHU3AIMH WIH YIOJTHOMOYCHHBIM UM JIUI[OM.

[IpousBocTBeHHAas 3a7aya:

CocraButh 1mtaTHoe pacrnucanue m\c Ne 3 «Auenymikay. 3aBeayromiast - 1, okian - 1000 pyo.,
oyxranrep - 1, oknan - 900 py6., metoauct - 1, oknaz - 800 py6., menpaboTHuk - 1, oknazg - 700 pyo.,
My3. pyKoBOAMTENb - 1, oknazg - 600 py6., Bociutateins - 7, okiazg - 500 py0., KmagoBmuK - 1, okman -
400 py0., mom. BoctiuTarens - 7, oknana - 350 py6., mosap - 3, oxnan - 300 py0., HOUHOH CTOPOXK -2,
oknax - 250 py0. Paiionnsrit koadpdumment - 10%.

Bonpocs! 1u1s1 npoBeeHus cobece10OBAHMSA:
1. KakoBo conepkaHHe MOHATUH «CHCTEMa JOKYMEHTAIMW», «yHU(PHUIMPOBAHHAS CHCTEMA

nokymMmenTarun»? [lpuBenure npuMepsl YHUPHUIIMPOBAHHBIX CUCTEM JOKYMEHTAIIUH.
2. B uewm 3akmouaetcs cyTh YHU(DUKAIIMY U CTAaHAAPTU3AIUH B I€TIONPOU3BOJICTBE?
3. Xapakrepuctuka u cocraB JokymeHta «llltatHoe pacmucanme». Ero Ha3zHaueHHe B

KOMIIJICKCE NOKYMCHTAIUU OpTraHrU3allu.

IIpakTuyeckoe 3ansitue Ne §
Tema 6. PacnopsiiuresibHbIe JOKYyMeHTbI. Buabl, Ha3HaYeHMe, MPaBUJIa 0(popMIIeHHS

Iesan padoThl: MPHOOPECTH HABBIKM B COCTaBICHUHU U O(OPMIIEHUN PEKBU3UTOB PACHOPSIUTEIBHBIX
IoKyMeHTOB, pykoBojactBysick ['OCT P 7.0.97-2016 «HaumonanmsHbIii crangapt Poccuiickoit
@enepanuu. Cuctema CTaHIapTOB MO HH(pOpMaNMK, OUOIMOTEYHOMY M H3JATEIBCKOMY JIEINy.
OpraHu3alnOHHO-PACIIOPAIUTENbHAS JoOKyMeHTaus. TpeboBaHus K 0pOPMIICHHIO TOKYMEHTOBY.
ITopsinok npoBeneHust 3aHATHS:

B Hawane 3aHATHS cieayeT TOBTOPUTH  MOPSJOK  COCTaBiIeHUS U odopmiieHus
pacnopsauTensHOro 1okyMeHTa «lIpukasy.
3aganue:

CoctaBbTe MpHKa3 MO OTKPHITOMY akIUOHepHOMY obmecTBy «HoBocuOGupckuii 3aBon
XUMKOHIIGHTPATOB» 00 YyTBEPXKAECHWHM MHCTPYKIMH IO JENONpPOM3BOACTBY Ha 3aBoje. B
KOHCTaTHPYIOIIEH 4YacTH YKaXUT€, 4YTO B COOTBETCTBUM ¢ THUNOBONM MHCTpyKUMEN IO
JIeNIONPOU3BOJICTBY B MHHHCTEpPCTBaX, BeaoMcTBax Poccuiickoil ¢enepanuu, yTBEp:KISHHOU
pacniopsbxenueM IIpaBurensctBa Poccuiickoit denepamun ot 24.06.1992 Ne 1118-p, u ¢ I'OCT P
7.0.97-2016 xannenspueii 3aBoja pa3pabOoTaHbI MOPSIOK MPOXOXKACHUS JOKYMEHTOB U CTaHIAPTHI Ha
OpraHM3allMOHHO-PACHOPSAUTENbHYIO JOKyMEHTaluo. B pacnopsauTenbHOH dYacTH  yTBEpAWUTE
MHCTPYKLIMIO U TOPYYUTE 3aBEIyIOLICH KaHLenapued oOecneunuTb METOAMYECKOE PYKOBOICTBO
OpraHu3aiyell JeJoNpoOM3BOJACTBA HA MPEINPUATHH W YCTAaHOBHUTH KOHTPOJb 3a COOJIOJCHHUEM
TpeOOBAaHUI UHCTPYKIUH, OCTAJIbHbIE PEKBU3UTHI YKaXKHUTE CAMOCTOSTENBHO.
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Obpasey
HANUMEHOBAHUWE OPI"AHU3 AN
CripaBo4HbIC JaHHBIE 00 OpraHU3aINH
(MHIEKC MPEATPUATHS CBSI3U, TOYTOBBIN
aapec, Ne renedona, dakca u T. 1.
OKIIO OKY )

ITPUKA3
00 00.0000 Ne 00
MECTO COCTaBJIEHHUS

3aroJIoBOK K TEKCTY HAYMHACTCA
C Impeajiora «o», OTBEYACT Ha BOIIPOC «O YCM»

B KkoHcTaTtupylomel 4acTh H3JaraloTCsl OCHOBAaHUS, €N, MOOYIMBIIME PYKOBOJCTBO
OpraHM3aly W3/4aTh MpHKa3. B HEKOTOpBIX cly4yasX, KOIJla OCHOBAaHUS OYEBU[HBI,
KOHCTaTUpYIOIllass 4acTh Omyckaercs. PacnopsauTenbHas YacTh HA4YMHAETCS CO CJIOBa
[TPMKA3BIBAIO:

1. B Havasie nmyHKTa NPUBOAMTCS HaMMEHOBAHUE JIOJDKHOCTU ucnonHutens, ero ®. N.0.,
WIM HAUMEHOBAaHUE CTPYKTYPHOTO TMOApa3JeieHusl (B JaTENIbHOM MAaJeke), 3aTeM YETKO
M3JIaraeTcsl COJACpKaHUE TpeIaraeMbiX JACHCTBUN (HAYMHAETCS C IJIaroja HEONpeaeIeHHOU
(dbopMBbI) U yKa3bIBa€TCA CPOK UCIIOIHEHUS.

2. CTpykTypa NOCIHEAYIOIIMX NYHKTOB aHanoruyHa. IIyHKTBI Moryr pa3OuBarbcs Ha
noanyHkTel (1.1, 2.3 u 1. 1.). B oTAEnbHBIX Cllyyasix TEKCT MOXET MPEACTaBIATHCS B BUJEC
TaOIHIIBL.

3. B mocnegHeM myHKTe IpHKa3a MPUBOJAUTCS YKa3aHHE O KOHTPOJE 33 HCIOJIHEHHEM
npuka3a: KoHTposib 3a MCHOJIHEHMEM IpHKa3a BO3JOXKUTH HA... (YKa3bIBA€TCS JOJKHOCTD,
@®.1.0. 1 HauMeHOBaHKUE CTPYKTYPHOTO MOAPA3ACICHUS).

HanmeHnoBaHue 10KHOCTH
PYKOBOJIMTEINS (moamucek) N. O. damumnus

Bu3bl 3auHTEpECOBAHHBIX JIUIT
JIOJDKHOCTB

noamnucek U. O. pamunus
00.00.00

Ucnonuutens (Pamunus unu Gamunust, Ums, OTuecTBo)

tenedon (000 00 00)

B neno 00-00 (moamuck)

UICHTUPHUKATOD
AIEKTPOHHOU KO
JIOKYMEHTa
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Obpasey

OO11ecTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO «OpbduTta-M»
00O «OPBUTA-M»

ITPUKA3

03.03.2016  Ne 34

MockBa

O Ha3HaYeHHUHU OTBETCTBEHHOIO
3a y4eT, BeJleHHe, XpaHeHHe
U BbIIa4y TPYAOBBIX KHUKEK

B cBs3u ¢ HGO6XOI[I/IMOCTBIO MMPAaBUJIBHOI'O BEACHHUA U XPaHCHUA TPYAOBBIX KHUKCK U BKJIaIIBIIJ_IeI\/JI

K HUM

[TPUKA3BIBAIO:

1.

Jupextop

Hasnauute BacunseBy Mapuny BrnaguMupoBHY, MeEHEIXepa IO IEpCOHAIY,
OTBETCTBEHHOI! 3a y4eT, BelICHUE, XPAaHEHUE U BbIJIady TPYAOBBIX KHIDKEK paOOTHUKOB U
BKJIQIBIIIIENA K HHUM.

KoHTpoJib 32 KMCNOJHEHWEM HACTOSILETO PEUICHHS BO3JIOKATh HAa HayaJbHHUKA OTJEja

kasipoB Jlyrosyto Onbry AJsieKCaHIpOBHY.

Iloonuce I1.A. CtennanoB

C npuka3zomM 03HAKOMJICHBI:

Toonuce

O.A. JIyroBas

03.03.2016

Toonuce

M.B. BacuibeBa

03.03.2016

Bonpocsl
1.

2.
3.

JJIS IPOBe/IeHUs] co0ece10BaHuUA:
KaxoBbl 0CHOBHBIE (DYHKIIMN PACTIOPSIIUTENBHBIX JOKYMEHTOB?

Hepe‘-H/ICJ'II/ITe CTaguu MOATOTOBKHU PACTIOPAANTCIbHBIX TOKYMCHTOB.
HpI/IKaS Ilonstue u BUJbI IIPUKA30B. 3Ha‘-IeHI/IC, CTPYKTYpa U COACPIKAHUC IIPpUKa3a I10

OCHOBHOM JI€TE€ILHOCTH.

IIpakTuyeckoe 3ansitue Ne 6

Tema 7. UndopMallMOHHO-CIIPABOYHbIE JOKYMEHThI. Buabl, Ha3Ha4YeHHe, MpaBHIa 0POPMIICHUS

Ieap padoThI: 3aKpENHTh MOJYYCHHBIC 3HAHHS; COPMHUPOBATH HABBIKU O(GOPMIICHHUS CIPABOYHO-
MH(POPMALMOHHBIX JTOKYMEHTOB.
IHopsinox BeImoaHEHMS PaOOTHI (CTYIEHTHI BRIIOIHIIOT ABa 3aJaHus U3 IPEUIOKEHHBIX Ha BBIOOD):

1. Hanumute OTBETHI Ha CIEAYIOIINE BOPOCHI:
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e JlenoBeie nmuchbMa: GYHKIINH, KJIaCCUDUKAITH.
e CrpyKTypa U peKBU3UTHI JIEJIOBOTO MUChMA.

2. CocraBbTe cy»)eOHO€ HHUIIMATUBHOE MMCbMO-HAITIOMUHAHKE TIO CIICAYIOLINM JaHHbBIM:

aBTop nucbma — AO «KKBAHTPAy,

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

OKIIO 03944527,

OI'PH 1038800839857

WHH/KIIIT 5708022410/817002002;

MOJIKCHIBAET MUCHMO - qupekTop Bosoxos U.B.;

anpecat: qupexktop TOO «JIMJIEP» CokosioB A.H.;

aapec: yin. Ocroxenka, 1.9; Mocksa; 142274;

OKIIO 04956728; OI'PH 1056600849824;

WHH/KIIIT 2508022310/624002004.

ITuceMo siBiIIeTCSI HAIOMUHAHUEM O TOM, YTO 00s3aTenbcTBa M0 KOHTpakTy Ne25 or 14.02.2013 o
IoCcTaBKe MeOeIr HE BBINOJHSIOTCS, CPOK OTIPY3KHM HCTEK 2 HENEeNM Hazajl, U 3a/iepikKKa IOCTaBKU
MOJKET ITPUBECTH K MPEKPALIEHUIO COBMECTHOM J1E€ATEIIbHOCTH.

3. CocTaBbTE OTBETHOE MHCHMO, B KOTOPOM OyZIEeT COOOIIEHO O MPUYHHE 3a/IEPIKKU MMOCTaBKH MeOen
U IIPUHATHIX Mepax.

4. CocraBbTe IOKJIQJHYIO 3alMCKY HadaJlbHWKa IUIAHOBO-3KOHOMHYECKOI'O OT/EJNa, PYKOBOIUTEIIO
npeanpusaTHs 00 obecrneueHuH OTeNla YeThIpbMs KoMIbloTepaMu. OcTajbHblEe PEKBU3UTHI YKaXKUTE
CaMOCTOSITENILHO.

5. CocraBpTe JoKJIaAHyH0 3anucky Oyxrantepa Tumommuoit M.II. rmaBHomy Oyxraiarepy GupMsl
«Pybun» badmuery H.II. ot 15.09.2000 o npousseaennoii Tumommunoin M.I1. mpoBepke BBITOTHEHUS
npukasza gupekropa ¢upmer Ne 92 or 12.01.2000 «O cocTrossHUM OyXrajaTepckoro ydera Ha
CTPOMTENLCTBE Oa3bl OT/AbIXa B pailone OO6ckoro Mopsi». B npukase ObulM yKa3aHbl KOHKPETHBIE CPOKU
JMKBUAALMHU HEIOCTATKOB, 0OHapykeHHbIX B stHBape 2000 rona. B nokiagHol 3anmucke AOMKHO OBITh
OTMEYEHO BBINIOJIHEHWE BCEX IYHKTOB IIpHKa3a, 3a HUCKIOYEHHEM IIYHKTOB 00 OpraHu3aluu
pPaBHOMEPHON €XeAHEBHOM claun pabounMM HapsaoB Oyxrantepy. BeisgneHo, uro 25 despans 2000
r. ObuTO caaHo TobKO 35,2% Beex HapsaoB. OctanbHble Hapsiabl caanbl 1 mapta. [1o rpaduky cpok
Cauu TOCIEIHMUX HapsIOB 3a MPOLUIBIA MECSL] YCTAaHOBJIEH IEPBOr0 YMCiA CIEAYIOLIEro Mecsla.
OcTasnpHble JaHHBIE YKAXXUTE CAMOCTOSITENILHO.

6. CocTtaBbTe NMHMCbMO — NpUITIAIIEHUE OOBEIUHEHUs «IDKCIOLEHTP» C MPEeNIoKEHUEM MPUHATh
ydyacTue B POCCHIICKOM BBICTABKE Ha MEXIYHApOJIHOH oO0IeoTpacieBoil sipmapke B I. M3mupe
(Typuwust), xortopas 6ynetr npoxoauth ¢ 20 HoAOpsa mo 10 nekabps 2013 roma M3mupckast spmapka
SBJIETCS OJIHUM W3 KPYHMHEHIINX TOProBBIX MEPONPUSTUN CTpaH cpenHero u onmxHero Bocroka. B
TEKCTE HaJ0 yKa3aTh, YTO Y4acTHE B ITOW SpMapKe IMO3BOJSAET IIHUPOKO NPEACTaBUTh 3KCIOPTHYIO
MPOJYKIMIO OpraHU3aliK, MPOIaTh SKCIIOHATHI CO CTEH/a, U3YUYUTh OCOOEHHOCTH PhIHKA, OOMEHSThCS
C JPYTMMH YYaCTHHKaMM SPMapKd HAayyHO — TEXHHYECKOH HMH(pOpMalMend M 3aKIIOYUTh BBITOJHBIC
CIIEJIKH.

7. OdgopMuTe MHUIIMATHBHOE MHCHMO, PACIIONOXKUB peKkBU3UTHI B coorBercTBHM ¢ ['OCT P 7.0.97-
2016:

JupexTopy pexsiamHoro arentcTa «Jpa» H.W. Yepkacoy, np. Ctpouteneit, 5/2, r. uck 29.05.2001
No 58/03-05. O6 u3roTOBIEHUN U pa3MENICHUH PacTsSKKH. YBakaeMblii Hukomnait iBanosuy [Ipocum
Bac U3roToBUTH M pa3MECTUTH PACTKKY Yepe3 MPOE3XKYI0 vacTh 1o yia. CanoBoil B pailoHe Mara3uHa
«IBetbl» Ha 23 mus (c 18 mronms mo 11 aBrycra). Omiarty M3roTOBIEHHS, pa3MEIICHUS U apEHbI
rapaatupyem. C yBakeHueM. [ 'enepanbubiii qupextop M.A. [1aBinoB. ArToHOBa 45-83-98.

Bonpocs! 1151 npoBeaeHusi codece10BaHNS !

1. Yro takoe cimyxebHoe mucbMo? Ero MecTo B 1€710BO# TiepenucKe.

2. Kaxue TpeOoBaHMs HEOOXOAUMO COOJIIOIATh IPU BEJCHHUH MEPETTHCKH.
3. KakoBa cTpyKkTypa 1e10BbIX nHcem?
4

Kiaccudukanms 1emoBbIX muceM.
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Obpasey cnysicebHo20 nucbma

OTKpBITOE aKIUOHEPHOE Hupektopy AO «Jluanor»
obmmectBo «I"apaHT» B.A. Opnosckomy

(TTAO «I"apanT»)

yi1. Mupa, 25, 246044, r. 'omens

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

E-mail: garant@garant.by

p/c 3031234560078 B dpunmane

ITAO «benmpomcTpoiibank» T. ['omens

M®O 202101234 YHH 600055

14.01.2009 Ne 01-05/10
Ha Ne oT

O 3anpoce npeagoKeHus Ha MOCTaBKY
XOJIOIMJIBHOIO 000py10BaHUs

VBaxxaemblii Bacunuiit AuTonosuy!

[Tpocum Bac BbicnaTh Ha HaIll apec MPEJIOKEHNE Ha IIOCTABKY OOJIBIION MapTHH
XOJIONWIIBHOTO 000pynoBaHus. B nmpeoxkeHnu npocuM ykazaTb CTOUMOCTb OJJHOI XOJIOIMIIbHON
KaMephl TP OIITOBOI MOCTaBKE, CPOKU TIOCTABKU, CTOUMOCTD TPAHCIIOPTHPOBKHU U ()OPMY OILIATHL.

3apaHee OnarogapHbl U yOEXkAE€HbI, YTO HAIle COTPYAHUYECTBO OYET IJI0I0TBOPHBIM.

C yBaxxeHuem,
Jupekrop Hecmeposuu C.B. Hecteposu

Obpasey cocmaenenus nucoma
HAUMEHOBAHUWE OPI"TAHU3ALITNUU AnpecaT: HaUMEHOBaHUE JI0JKHOCTH
CrpaBouHbIe JaHHbIE 00 OpraHU3aIH ®amunus U.0. (Bce B JaTeabHOM MaJIeKe)
(MHIEKC MPEeANpUATHS CBSI3U, TOYTOBBIN ITouTOBBIN MHIEKC, aapec
anpec, Ne renedona, akca u T. 1.
OKIIO OKVY )

00.00.0000 Ne 00
ga Ne 00 ot 00.00.0000

3aronoBOK K TEKCTY, (OTBEYaeT
Ha Bornpoc «O yeM?», HaunHaeTCs
¢ mpeziora «O»)

Ecnu TekcT mucbMa cOCTOMT U3 JBYX U Oosiee a03aleB, TO MUCHMO IeYaTaercs ¢ 5-ro 3Haka (oT
1-ro nonoxenus tadynstopa). Tekct 6e3 a03aleB MOXKET NEYaTaThCS HEMOCPEICTBEHHO OT JIEBOTO
noJist (0T 0-ro mosjoxeHus TadyasTopa).

TekcT mucpbMa JTOJKEH BKIIFOYATh TPU CTPYKTYPHBIX 3JIEMEHTA: BBOAHYIO 4acTh, M3JIArarollyro
MOBOJ JJIS HANMCaHUS NHUCbMA; JIOKa3aTeNbHYI0 4YacTb, IPHUBOJILYIO JOBOJBI, CCBUIKM Ha
HOPMATHBHBIE IOKYMEHTHI; 3aKIIIOYUTEIBHYIO YacTh, B KOTOPOH M3/1araercsi mpock0a, coryiacue, 0TKa3
U 1Ip.

Bo3MmorkeH 0OpaTHBIN HOPSIO0K MOCTPOSHHS MMUChMA: 3aKIIF0YUTENbHAs YacTh IPUBOAUTCS IIEpes
JI0Ka3aTeNIbHOM. DTOT NOPSA0K XapaKTEePEH ISl IMCEM BBIIIECTOSIIIUX OPTaHU3ALNMI.

[Ipunoxenue: Ha ...J1., B ...9K3.
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HaunmenoBanue nOKHOCTH
PYKOBOJUTEIIA (moamuce) H. O. ®amunus

Bussr:
JIOMKHOCTH
(moamuce) N.0O. Gamunus

Ucnionautens (Gamunus nian OamMuiusi, UMsi, OTYECTBO)

tenedon 000-00-00

IpakTnyeckoe 3ansitue Ne 7

Tema 8. JlokymMeHTHI 110 TPYAOBBIM OTHOmEeHUusIM. Knaccudukanus, npaBuia ogpopmiieHust
JOKYMEHTOB I10 IHYHOMY COCTABY

Heas paboThbl: H3yuyuTh TPeOOBAHUSA IOAIOTOBKE JOKYMEHTAlMM IO TPYAOBBIM OTHOLICHMSM,
Kinaccu(uKanuio, TmpaBwia O(GOpPMIICHHS JOKYMEHTOB 10 JIMYHOMY COCTaBy. BrInonHeHne
IPAKTUYECKONH paloThl 3aKirodaeTcss B OOYyYEHMM uepe3 MpakTHKY, MOJEIUPYIOIIYI peajbHble
TPYAOBBIE TPOLECCHl MPEANPHUATHS (OpraHU3alMK), a TaKKEe MPHOOPECTH HABBIKA B COCTABJICHUU U
oopMiIeHHN PEKBU3UTOB IOKYMEHTOB 10 JMYHOMY COCTaBy Mpeanpusarus, pykoBoactsysice ['OCT P
7.0.97-2016 «Hammonaneneni crangapt Poccmiickoit @enepanun. Cucrema CTaHZapTOB 110
uHpopmanuy, OUOIMOTEUHOMY W H3AarenbckoMy aeny. OpraHuzalMOHHO-paclopsAUTEIbHAs
nokyMeHTanus. TpeboBaHus K 0POPMIIEHUIO IOKYMEHTOB.

IlopsA10K BBINONHEHUS PaOOThI:
B nHavane 3aHATHS cieqyeT MOBTOPUTH MOPSAJOK COCTABICHHUS M OQOPMIICHUS JOKYMEHTOB I10
JUYHOMY COCTaBY MPEINPUITHS (OpraHU3aLun).
3ananme 1. CocTaBuTh 3asBJI€HHE O IpUEME Ha paboTy.
HcnonHuTh HEOOX0AMMBIE BU3bI HA 3asIBIICHUU.
Hanoxuts pe3ontonuio pyKoBOANUTENS IPEATIPUATUS Ha 3asIBJICHHE.
Obpasey 3aa6n1enus 0 npueme Ha pabomy

Hupekropy ITAO «Pagyray
NBanosy C.B.
ITerpoBa Bacunus ['puropseBnya
3asBJICHUE.

[Ipomry npuHATH MeHsI Ha paboTy cTapiiuM HHX)eHepoM ¢ 19.11.2012 r.
18.11.2012 Ilempos

Mertoanueckue ykazaHus K padote

3asiBIeHHE O MpUeMe Ha paboTy COAEPKUT MPOCHOY O 3aKII0UEHUHU TPYAOBOTO 10I0BOPA.

bnank 3asBieHus o npueMe Ha paboOTy MMEET TaKylo )K€ CTPYKTYpPY, Kak OObIYHOE 3asiBICHUE.
[Mumercs Ha WM PYKOBOAMUTENS OpraHM3allM, OT PYKH Ha Jucte Oymaru c¢opmara A4 wiu
HaOupaeTcss Ha KoMIbloTepe. B TekcTe yka3biBaeTcsi MpearnoiaraeMas 10JDKHOCTh U Jara MpueMa Ha
pabory.

3asiBIIEHHE OTIIPABIISETCS B JINYHOE JIEJI0O COTPYJHUKA U HA €r0 OCHOBAaHUU M3JAETCS MPHUKA3 O
npuemMe Ha paboTy.

Taxke mnpu ycTpoiicTBe Ha pabOTy COMCKATENI0 HEOOXOAMMO MPEIbSBUTH CIEAYIOIINe
JOKYMEHTBI:

e IACIIOPT;
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e TPYIOBYIO KHUXKKY;

e CTPaxoOBOE CBHUJICTEIHCTBO IEHCHOHHOTO (POH/IA;
e JIOKYMEHTBHI BOMHCKOI'O y4eTa;

e JIOKyMEHT 00 0Opa30BaHUH.

3aganue 2. CoctaButh NpohecCHOHATBLHOE Pe3oMe TOMOIIIHHUKA OyXrairepa.
Obpasey pe3tome HaA 0OJIHCHOCHb NOMOUWHUKA OyX2anmepa

Yepusisckas Oubra CepreeBna

Jara POKICHUS: 05.05.1990 r.
Anapec NMPOKUBAHMS: r. Mockaa, yiIL. borannueckas, Mecto gna |2
Tenedon: (495) BawWweit D2

e-mail: chernyavskaya o@yandex.ru boTorpadum

He.]]bZ COHMCKaHHUEC NOJIPKHOCTH ITOMOIIIHHKA 6yxranTepa.

OnbIT padoTsI:
asryct 2012 r. — 00O «Muaean»
HACT. BpeMms Cdepa nearenpbHOCTU: TPAHCIIOPTHBIE YCIYTH
J0JIZKHOCTB: IIOMOIIIHUK OyXTanTepa
OYHKIMOHAIbHBIE 00S3aHHOCTH:
* paboTta c nepBUYHOMN JOKyMeHTaluen (cuera-pakTypsbl, akThl),

*  BEJICHUE KaCChI;
*  BbIIOJIHEHUE MIOPYUYEHU [NIaBHOTO OyXrairepa;

¢ TMOC3JKH B HAJIOI'OBBIC OPT'aHBbI, DOHIEI.

OopazoBanue: 2007-2012 1T., MOCKOBCKHMIA TOCYyIapCTBEHHBIH TEXHWYECKHH YHHBEPCHTET,

3KOHOMUYECKHMI q)aKy.]'IBTCT, JUITIIIOM CIi€uaIncTa.

JlonojiHuTeIbHOE 00pa3oBanHue: HOs0pb 2012 r., kypebl «1C: Byxranrepus 8.2.» B yueOHOM LIEHTpe
«byxcodrt», r. Mocksa.

IMpodeccuonanbHble HABBIKM: YBEpPEeHHBINH mois3oBarenab [1K: MS Excel, Word, 1C: Byxranrepus
8.2, 3HaHHE OCHOBHBIX OYXTalITepPCKUX MPOBOJIOK.

JInuHbIe Ka4decTrBa: YCUAUNBOCTD, BHUMATCIIBHOCTD, BBICOKasA pa60TOCHOCO6HOCTB,
OTBCTCTBCHHOCTB, UCITIOJITHUTCIIBHOCTDb, aKKYPATHOCTb.

3ananue 3. CocTaBUTh MPUKA3 O 3aUMCICHUU Ha pabOTy B COOTBETCTBYIOINIEE IMOApA3ACIICHUE, C

OIMPECACIICHHOI'O YHuCiia, C OIPCACICHHBIM HCIIBITATCIbHBIM CPOKOM, C YCTAHOBJICHHUEM YPOBHS OIJIATHI
Tpyda COTJIACHO JIMYHOMY 3asBJICHUIO, BU3aM U PE30JII0OIIMU Ha HEM U TPYAOBOMY J0I0OBOPY.
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Ilpuxas (pacnopsayxcenue). Oopasey (hopma)
(o npunsamuu Ha pabomy)

HAUMeEHOo6AHUe opeanusayuu

ITPUKA3
(pacniopsikeHue)
0 nmpuemMe paboTHHUKA Ha paboTy
Ne
«» 20 T
[TpunsATe HAa paboTy € « » 20 1.
Gamunus, ums, omuecmeo compyoHuKa
6
HAUMeHO8aHue CMpYKmypHo20 noopasoeneHusi KOMNaHuu
HAUMeHOo8aHue O0JHCHOCIU
Yycnosus npuema Ha pabomy, xapakmep pabomol
C OKJIa10M (Tapu(HOI CTaBKOIN) pyo KOTI,
Haa0aBKOU pyo KOII,
C UCIIBITATENILHBIM CPOKOM MecsIIa.
OcHoBanue: TpyaoBoi 10roBop (KOHTPAKT) OT « » 20 roma Ne

PYKOBOI[I/ITGJ'II) OopraHusanuu

O0JIIHCHOCTD NOONUCH pacuugposxa noonucu

C mpuka3om (pacmopsbpKeHHEM) «» 20 T

03HAaKOMJICH nOONUCL pacuugposka noonucu
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Yuudumuposannas ¢opma Ne T-1

Yr1BepxkacHa [TocranoBnenuem
I'ockomcrara Poccun
o1 05.01.2004 Ne 1
Kon
dopmMma o
OKVY [ 0301001
o
OKIIO
(HaMMEHOBaHUE OPTraHU3aALNN)
Howmep Hara
JIOKYMEHTA COCTaBJICHUSI
ITPUKA3
(pacnopsizkeHue)
0 npueMe padoTHUKA Ha padoTy
Jara
IIpunsaTs Ha padorty c
1o

TabenbHbIN HOMEP

(bamumnusi, uMsi, OTYECTBO)

B

(CTpyKTYpHOE MOpA3ICICHHE)

(ToyKHOCTD (CHEeNUabHOCTD, Ipodeccus), pa3psij, Kiacc (KaTeropus) KBaaupuKaum)

(ycnoBus mpreMa Ha paboTy, xapakTep paboThl)

¢ TapudHOI CTaBKOH (OKJIaIOM) pyo. KOIL.

(wncppanm)

Ha0aBKOM pyo. KOII.

(uudpamu)
C MCTIBITAHHEM Ha CPOK Mecsa(eB)
OcHoBaHnue:

TpynoBoii A0roBOp
oT “ ”? 20 1. Ne
PykoBoaurenn
OpraHu3anun
(TOIKHOCTBD) (ImyHas (pacuudpoBKa MOAMHUCH)
MOJIIUCH)

N

C npukazom (pacnopstkeHueMmM) pPadOTHHK
03HAKOMJIEH “ ” 0 T.
(JTMYHAs TTOTUCH)
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IIpakTnyeckoe 3ansaTue Ne 8

Tema 9. YunduumnpoBannbie GopMbl JOKYMEHTOB 10 JIJHYHOMY cocTaBy. M31aHne npuKka3oB 1o
JMYHOMY COCTABY.

Ienp padorbl: O03HAKOMUTBCS C IMOPSAAKOM H3JAaHHA IPUKA30B 10 JIMYHOMY COCTaBy €
MCTOJIb30BaHNEM YHU(PULIIMPOBAHHBIX (HOPM JOKYMEHTOB.

3ananue 1.
OdopMuTh IpHUKa3 0 TUCHHUILTHHAPHOM B3BICKAHUHM paOOTHUKA HA OCHOBE MpeiaraeMoro oopasia.

OO11ecTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO «Cepar
[TPUKA3
«11» mapra 2016 roga Ne 267/x

O oucyuniuHapHoM 83bICKAHUU

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

Ha ocHOBaHuM BBIIIEU3NIOKEHHOTO M panopra HadajdbHUKa cMeHbl TapacoBa II. H. ot
09.03.2016, mucemennoro oobsicuenust 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
I[TPUKA3BIBAIO:

1. 3a rpyboe HapylieHHe TpPYIOBBIX OOS3aHHOCTEH — OTCYTCTBHE Ha paboueM Mmecte 0e3

YBaXXHUTENbHBIX NMPUYMH OOJee YEeThIPEX 4YacoB MOAPSAJ B TeueHHe pabodero AHs (IPOryin)
EBceeBy Cemeny BukropoBuuy (tad. Ne 00365) 00BbsBUTH 3aMeUaHUE M CHU3UTH IPEMUIO 32
Mapt 2016 roga na 30%.

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

paboTHUKA MOJT PACIIUCKY.

Hupexrop OO0 «Cdoepa» Comnuxos /Cotnukos H. E./
C nmpuka3oM 03HAKOMJIEH: Escees /EBcees C. B./ 10.03.2016
3aganmue 2.

OdopMuTh pUKa3 0 HaNpaBIeHUU paOOTHUKA B KOMaHAMPOBKY Ha OCHOBE MpejuiaraeMoro oopasia.
3anonHuTe YHUQUIUPOBAHHYIO GOPMY.
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Yuudumuposannas ¢popma Ne T-9

Yr1BepxacHa IIOCTAHOBJIEHUEM
I'ockomcrara
Poccuu ot 06.04.01 Ne 26
Kon
®opma 110
oKy T |0301022
o OKIIO
(raumenosanue opeanuzayuu)
Howmep Jlata
JIOKYMEHTA
IMPUKA3
(pacnopsizkeHue)

0 HanpapJieHUW PadOTHUKA B KOMAHIUPOBKY

Hal'lpaBI/ITb B KOMAHAUPOBKY:

TabenbHBII
HOMEp
(®HO)

(Oondcnocms)

(cmpykmypnoe noopazoeneHue)

(Mecmo KoMaHOUposKU (cmpaua, 2opoo, opeanuayusi))

KaJICHJTApPHBIX

CPOKOM Ha JTHEW

¢ ” 20 romaa nmo “ ” 20 rouaa

C LIEJBIO

KomangupoBka 3a

CpeICTB

OcHoBaHue:

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

PykoBoaurenn

OpraHu3anun

(Oonxxcnocmy) (noonucw) (pacwugposka noonucu)
C npukasom  (pacnmopsikKeHHeM) 2 roJ
03HAKOMJIEH “ ” 0 a

(noonuce pabomnuka)
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3ananue 3.
Odopmuth mpHKa3z O HampaBleHHH paObOTHMKA B OTIHYCK Ha OCHOBE IIpeuiaraeMoro ooOpasua.
3anosHuTe YHUGUIUPOBAHHYIO (hOPMY.
YHndmumposaHHas ¢opma N T- 6
YT1BepxaeHa noctaHoeneHnem ockomcrtata PO
o1 05.01.2004 N 1

Kopn
dopma no OKY[ 301005
000 "Bekmop" no OKMNO
HanMeHOBaHWe opraHun3auum
Homep gokymeHTa [ata coctaBneHus
NMPUKA3 25-0 25.02.2013
(pacnopsikeHue)
O nNpepocTaBreHnn oTnycka paboTHUKy
MpepocTaBUTL OTNYCK TabenbHbIN HOMEpP
Maeneeea MapuHa CepzeeeHa 0012
damunus, UMs, 0T4ECTBO
omdesn ¢puHaHcoe
CTPYKTYpHOE nofgpasfeneHve
¢huHaHcoebIl MeHedxep
OOMKHOCTbL (CneumanbHOCTb, Npodeccus)
3anepuog paboteic " 23 " siHeapss 20 12 r. no" 22 " siHeapss 20 13 r.
A. exxerogHbI OCHOBHOM onnaYnBaemblin OTNYCK Ha 28 KaneHgapHbIX AHen
c " 04 " mMapma 20 13 r. no" 31 " mMapma 20 13 .
n (unm)
B.

€XXerogHbl 4ONOMHUTENBHO onfadMBaeMblin OTNYCK, y‘-{eGHblﬁ, bes COXpaHeHund 3apa60THOI;1 nnatbl U gpyrme

(ykasatb)
Ha KaneHAapHbIX AHEN

c " " 20 r. no" " 20 r.
B. Bcero oTtnyck Ha 28 KaneHaapHbIX AHeNn
c " 04 " mapma 20 13 r. no" 31 " mapma 20 13 1.
PykoBogutenb opraHusauum dupekmop Bepesoe P.B. bepe3soe

OOIMKHOCTb nnyHasa nognuch pacwmdpoBka noanucu
C npuka3oMm (pacnopsbkeHue m) lNasneesa 25 " ¢geepans 20 13 r.
paboTHUK O3HAKOMIEH NU4Hasi noanucb
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IIpakTnyeckoe 3ansaTue Ne 9

Tema 10. @®opmupoBaHue U BeJleHHe JUYHBIX J1eJ1 PA0OTHUKOB.

Heab padoTbl: 03HAKOMHUTHCS C MOPAIKOM (OPMUPOBAHUS U BEACHUS JHYHBIX JeNl pabOTHUKOB B
OpraHu3aIuu.

JInyHoe /1e10 - COBOKYIMHOCTh JOKYMEHTOB, COJEpXAlllUX CBEACHHUS O pPAOOTHHUKE U €ro
TpyAOBOi AesrenbHOcTH. DopMupyercs KaapoBoil ciy)00il opraHu3anuy 1Mociie U3AaHus MpHKa3a o
npueMe Ha paboTy.

3aBeqeHNe JIMYHOTO Jiea Ha pabOTHHKA, 10 00LIeMy MpaBHily, HE SBISETCS 0053aTENbHBIM, TO
€CTh, HET HUKAKMX HOPMATHUBHBIX aKTOB, OOS3BIBAIOLIMX K 3TOMY paboTojaTens, 3a HCKIIOYEHHEM
denepansHOTo 3aKk0Ha "OO OCHOBAX TOCYIapCTBEHHOM Ciryk0bl 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 THIOBBIX YIPaBICHUECKUX
JOKYMEHTOB, OOpa3yloLIUXCs B JEATEIbHOCTH OpraHu3alldid, C YyKa3aHHEM CpPOKOB XpaHeHus'",
YIOMHMHAIOTCA JTOKYMEHTbI, "HE BOLIEAIIME B COCTaB JHMYHBIX Jel", a Takke 'XapaKTepucTuka
paboTHHKA, HE WMermEero JuyHoro xaena". Takum oOpa3oMm, cOCTaB JOKYMEHTOB JIMYHOTO Jeria
paboTHUKA HE perJaMeHTHPOBAaH POCCUWCKUM 3aKOHOAATEIbCTBOM W TO CIIOKHUBILEHCS TpagUIHU
(IpUBBIYKE) MBI OTTAJIKUBAEMCA OT MPHUHATOM TOCYJApCTBEHHON CHCTEMBI JIETOMPOU3BOJICTBA
COBETCKHX BPEMEH.

JIOKYMEHTBI, BKIIFOUAEMBIC B COCTAB JIMYHOTO JIeJia, MOKHO (hOpMabHO pa3AciuTh Ha:

1. JIokyMeHTBbI, IpeA0CTaBIsieMble PAOOTHUKOM U 3aIOJIHSIEMbIe COTPYIHUKOM KaIpOBOM CIIYy:KOBI pU
odopmiieHnr IpreMa Ha padoTy, K HUM OTHOCSITCSI:
— aHKeTa, aBToOnorpadusi, pe3rome;

— JIMYHOE 3asBJICHHE O IIpHeMe Ha paboTy;

— KOIHMH JIOKYMEHTOB 00 00pa3oBaHUU;

— PpPEKOMEHJAIH U XapaKTepPUCTUKHU;

— MEIUILMHCKHE CIIPaBKU;

— TPYAOBOH JOTOBOpP;

— BBINKCKA U3 [IPHUKa3a o0 MpreMe Ha padory;

—  BBINHCKH U3 IPOTOKOJIOB 00 M30paHUU Ha JI0JKHOCTD;

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

2. I[OKyMCHTLI, JOIIOJTHACMBIC B TCUCHHUH Tp}/IlOBOI\/'I ACATCIIbHOCTH

— BBINUCKH (KOMUHU) M3 NPHUKA30B O IMOOMIPEHUHM M HArpaKJIe€HUH, HAJIOXKEHUU U CHATUHU
TMCIUTUTMHAPHBIX B3BICKAHUH, IEPEBO/IaX U MEPEMEIIECHHSIX U T. [I.;

— KOIMU JIOKYMEHTOB, TOATBEPKIAOIINX HW3MEHEHHs] aHKETHO-OMOTpapuuecKuX ITaHHBIX
(cBHIETENBCTBO O OpaKe WM PacTOpKEHHUS Opaka, CBUAETENbCTBO O POKICHUH JIETeH U T. 11.);

— KOIHMH IOKYMEHTOB 00 00pa30BaHUH, TOBBIIIEHNN KBATH(UKAIIIH;

— aTTeCTAalMOHHBIE JIUCTHI;

— ciyxeOHbIe 3aIIMCKH, TUYHBIC 3asIBICHUS U O0BSICHUTEIbHBIC 3aITUCKH;

—  aKTBbl, YBEIOMJICHUS U T. 1.

3. JIoKyMeHTHI O MpEeKpaieHuH TPYAOBOTO JOTOBOPA.
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Bce T 1OKyMEHTHI UMEIOT pa3jMyHble HOPMATHUBHO YCTAaHOBJIEHHBIE CPOKHM XpaHEHUS Ha
MPEINPHUSITHH.

OcHOBBIBasICh Ha pa3IM4UK HOPMATHBHO-YCTAHOBJIEHHBIX CPOKOB XPAHEHHUS Pa3IMYHBIX BHJIOB
KaJI[POBBIX JIOKYMEHTOB, a TaKXKE€ HA TOM, YTO HWHQOpPMAIUS O TPYIOBOW NEATEIBHOCTH paOOTHUKA
¢dbukcupyercss B TUYHOM KapTOUKE, PEKOMEHJyeTCs He BKJIIOYaTh B JIMYHOE JEJO KOMHUU MPHUKA30B
(BBIMKMCKHU) O MEPEBOJIAX U MEPEMEIICHUSX, OTITYCKAX, TOOLIPEHUSIX U T.1.

JIOKyMEHTBI, MOANIMBAaEMble B JIMYHOE JAeN0 padOTHHKAa B TEYEHHHM CpPOKa €ro TPYAOBOMH
NeSTeIbHOCTH, JOJKHBI OBITh BBICTPOEHBI B XPOHOJOTHYECKON MOCIIEA0BATEIHHOCTH.

Konuu 10kyMeHTOB (BBIMKUCKHU) TOJIKHBI 3aBEPATHCS paOOTHUKAMU KaJIpOBOM CITY>KOBI.

JIOKYMEHTBI JJUYHOTO Jieja MOAIIMBAIOTCS B Marky - "aeno". B cOOTBETCTBUU C ONpenesiCHUEM,
3akpermienHoM ['OCT P 51141-98: "IEJIO" - COBOKYHHOCTb JOKYMEHTOB WM JOKYMEHT,
OTHOCSIIHECS K OJHOMY BOIIPOCY WUJIM YYAaCTKY JAESTEIbHOCTH, TOMEIIEHHbIE B OTJEIbHYIO 00JIOKKY.

O6moxka "nmena" opopmisiercss B cooTBeTcTBUM ¢ TpeboBanusmu ['OCT 17914-72 "OO6noxku
JelT JUITENbHOr0 XpaHeHus. Turbl, pa3Mmepsl, TeXHU4ECKe TpeOboBaHus".

Ha 3aBenenHoe Ha paboTHuKa "nemo" ohopmisieTcsi BHyTPEHHSS OMTUCH IOKYMEHTOB.

PaGoTHUKM NOJKHBI IEPUOJUYECKH OBITH O3HAKOMJICHBI C BEIYIIMMCS Ha HUX JIMYHBIM JIEJIIOM
(0OBIYHO OJIMH pa3 B TOM).
3aganme 1.
3aBecTH MarKy-CKOPOCIIUBATENb U 3aIIOJIHATh TUTYJIBHBIN JTUCT JIMYHOTO JIeTa.
3aganue 2. OQPopMUTH TUCT-3aBEPUTENH JIETa.

Jlena mocTtostHHOro U BpeMeHHoro (cBbime 10 jeT) cpoka XpaHEHMs] U 10 JIMYHOMY COCTaBy
MOCJie OKOHYaHHS KaJICHJApHOTO T0/a, B KOTOPOM OHH 3aBEACHBI, TOJDKHBI OBITH MPUTOTOBJICHBI K
nepenade B apxuB. [IpemapxuBHasi MOArOTOBKA J€d BKJIIOYAET JIBE MNPOLEAYpbl: O(OpMIIEHUE U
OIHCaHUE.

OdopmieHue MPOU3BOAUTCS JINIIOM, OTBETCTBEHHBIM 32 Pa0OTy C IOKYMEHTaMHU.

Ha otnenpHoM nucte-3aBeputene ycraHoBieHHOW ¢opmbl ([Ipunoxenune 9 x m. 3.6.16
OCHOBHBIX TpaBUJl pabOTHl apXHWBOB OPTraHU3AIMI) COCTABISETCSA 3aBEPUTENIbHAS HAMUCHh JTUYHOTO
Jena, KOTopas OTpakaeT MpU HEOOXOAWMOCTH OCOOCHHOCTH €ro (U3WYECKOrO0 COCTOSHUS U
dhopmupoBanus. [loamuckIBaeTCs TUCT €T0 COCTABUTEIIEM.

Oopaszey oghopmaenun nucma-3agepumensi TUYHO20 0ea

Bcero npowunTo, NpOHYMepoBaHO

M CKpenneHo nevyaTtbro

( )

nncta(os)

FeHepanbHbIV AUPEKTOP
000 “Opbuta-M”

M.A. CtrenaHos

(noanuce)

« » 20 r.
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OO0pa3ibl BApHAHTOB BBIMTOJTHEHHOTO 3aIaHUS:

2 A «Kon<
| 3A o O.GKyKOB

4 ano
TpomHTo ¥ npou\"mepos s
i Aunpugouant )
11 (L= {1
e § 55
"enepanmm’i’-. AMpeKTop
L TAHTA?

TIpowuumo, npOHyMEPOBAHO
« yooemosepeHo noonucyo
20 (saduamb) AUCIMos

[énepanervin dupexmop
24340 «buanveam»

3aganue 3. OPopmMuUTE BHYTPEHHIOI OMUCH JOKYMEHTOB PaOOTHHKA.

L, rro.c. JKypasnes

Onuce nomxkHa coaepxkaTth HoMep U 3arosioBok (P.M.0.) gena, Kk KOTOPOMY OHa COCTaBJISETCS.

Jlanee, B TaONMMYHOM ee YacTU MO Mepe BKIIOYEHHUs B MANKy JHUCTOB, 3allOJHAIOTCS CBEICHUS O
MOAIIUTHIX OJaHKax. 37eCh YKa3bIBAE€TCS HOMED IO MOPSIKY, MHIICKC TOKYMEHTa (€Clid OH €CTh), €T0
HAaUMEHOBAaHME, KOJMYECTBO CTpaHHIl. B KoHIle cmucka HYXHO HU(paMu U TPOMUCHIO 3alUCaTh
o0Iee KOJIMYECTBO MPHUIIOKEHUH, a Takke JIMCTOB onucH. CIHCOK MOAMMCHIBACTCS OTBETCTBCHHBIM
JILIOM, C YKa3aHUEM €ro JOJDKHOCTH, JIMYHBIX JAHHBIX, a TAKXKE MPOCTABIIAETCA JaTra COCTABIICHUS.

Oopasey enympenneii onucu JUYHO20 0ea padomHuUKa

BHYTPEHHSS OITUCH
JOKYMEHTOB JINYHOTO Aena Ne 15
ITpoxkynun Mrops IletpoBuu
(damumnms, Ums, OTuecTBO pabOTHHKA)
Ne | Uupexc Hara 3aroJ10BoOK Homepa | Jlara IIpumeyanue
n/m | JOKyMEHTA | TOKYMEHTAa | TOKYMEHTOB, JIUCTOB | BKJIKYEHHUS
KPaTKoe coJep:kanue aenaa JAOKyMEeHTAa
B
JINYHOE
eJ10
1 10.01.2014 | Jlnunas KapTOUKa 1-4 10.01.2014
2 10.01.2014 | SWBICHHE 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
paszrinamenue [1/]
5 10.01.2014 | Komus macnopTa 9-10 10.01.2014
6 10.01.2014 | Kommst UTHH 11 10.01.2014
7 10.01.2014 | Kommust CHUJIC 12 10.01.2014
8 10.01.2014 | Kommst BoeHHOTO Omiera | 13-15 10.01.2014
9 10.01.2014 | Komus mutioMa 16-17 10.01.2014
10 10.01.2014 | Kom BOMMTEL | 18 10.01.2014
yJIOCTOBEPEHHUS
11 12.07.2014 | 3asBneHue Ha OTITYCK 19 12.07.2014
12 05.02.2015 | 3asBneHHEe Ha OTITYCK 20 05.02.2015
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13 11.01.2016 | 3asBieHUE HA OTIYCK 21 11.01.2016
14 20.02.2016 | SBICHHE 00 | 99 29.02.2016
YBOJIbBHEHU U
Uroro 14 (YersipHaaats) JIOKYMEHTOB

(mudpamMu ¥ IPOIHUCHIO)

KonuuectBo nmuctoB BHyTpeHHel oncu 1 (01uH)

(mmdpamMu 1 TPOIUCHIO)

Hucnektop otnena Kaapos Pomanosa O.I1
(moamnuce) (pacmmdpoBKa MOAMHCH)

29.02.2016

(mara)

Obpazey oghopmnenun mumynapbHo20 TUCMA TUYHOZ0 0€1a PADOMHUKA

OO61ecTBO ¢ orpaHuYeHHON 0TBeTCTBEHHOCTHI0 «OPBUTA-M)>»

JIMYHOE AEJIO Ne
damunus
Nwms
OTt4ecTBO

Hauaro: « » 20 T.
OKOHYEHO: « » 20 T.

roa

XPAHUTb ner 2



IIpakTnueckoe 3anaTue Ne 10
Tema 11. TpynoBasi kuu:kka. Benenune TpynoBbix kKHM:KeK. OCHOBHBIE 3alICH B TPYAOBOii

KHHMKKe pad0THHKA

Leab padoThl: 03HAKOMUTHCS C MIPABUIIAMU BHECEHUS 3aIlMCEll B TPYIOBYIO KHUKKY pPaOOTHHKA.
Ceenenusi 0 pabOTHUKE, yKa3blBaeMble Ha NEPBON CTpaHHULE (TUTYJIBHOM JIHCTE) TPYIOBOM
KHIKKH 3aIIOJHAIOTCS CIEAYIOIINUM 00pazoMm:

— ¢dammiusg, UM M OTYECTBO paOOTHUKA YKa3bIBAIOTCS IOJHOCTHIO, O€3 COKpallleHus Ha
OCHOBaHHUU JIOKYMEHTA, yI0CTOBEPSIOIIET0 JUYHOCTD (I1aclopT);

— JlaTa POXIEHUS 3alMChIBACTCS TOJHOCTHIO (YMCIIO, MECSI, TOA POXACHUS) apaOCKUMH
udpamm;

— 3anuch 00 00pa30BaHUU 3AIMOJIHSETCS TOJIBKO Ha OCHOBAaHUM JOKYMEHTOB 00 0Opa3oBaHHUM U
KBaJTM(HUKAIMHK (aTTECTAT, TUILIOM, YOCTOBEPEHHE, CBUIETEIBCTBO).

YposHu obpazoBanus B PO:
1) ocHoBHOe o61Iee (9 Ki1accoB 001Ie00Pa30BaATEILHOMN IIIKOJIbI);

2) cpennee obmiee (11 kmaccoB cpeneit 0011e00pa30BaTEILHON HIKOJIBI);

3) cpennee npodeccrHoHaTbHOE (TEXHUKYM, YUMIIUIIE, KOJUISHK U IPO.);

4) Beiciiee npodpeccuonansHoe (BY3, yHuBepcuTeT, akaaeMus, HHCTUTYT U TPOY. );

5) mocneBy30BcKoe MpoeCcCHOHABLHOE (aCTUPaHTypPa, aIbIOHKTYpa, JOKTOPAHTYpa IIPU HAYYHO-
uccinenonarenbckux uHcruryrax (HUW), akagemusix, yHuBepcuTeTax).

2. [Tlocne ykazaHus qaThl 3alOTHEHUS TPYJOBON KHIDKKH PAaOOTHUK CBOEH MOMUCHIO HA 3TOH ke

CTpaHUIIC 3aBCPIACT MPABUIIBHOCTb BHECCCHHBIX CBEJICHUIA.

3. TpynoByr KHWXXKY HOJIMCHIBAE€T JIMIO, OTBETCTBEHHOE 3a BbIJAauy TPYJIOBBIX KHHXKEK, Kak
MIPaBWJIO UHCIIEKTOP OT/AENa KaJApPOB, MOCJIE YEro CTABUTCS N1eYaTh OPraHU3alllH.

3apanne 1. OGopMHUTH TUTYIBHBIN JTUCT TPYAOBOM KHIKKHA B COOTBETCTBUHU C 3aKOHOJIATEILCTBOM IO
MPEeAJIOKEHHOMY 00pasiry.

3anonnume mpy0o8yro KHUMICKY € y4emom 6cex mpebosanuii 3aKkoH00amenbCmaa.

1.1. Copoxkun Auexcanap CepreeBuu (05.08.1977 r. poxnenus) ycrpowmics Ha pabory B OOO
«ITapyc» sKOHOMHCTOM B pacueTHO-aHaIuTH4Yeckuit otnen. [Ipukas o mpueme Ha padory Ne30-x ot 03
Mapta 2016 roga. Copokun A.C. UMEET AWIUIOM O BBHICIIEM TPO(ECCHOHATIEHOM 00pa30BaHUU 10
CIEeLMANIBbHOCTH IKOHOMHCT. Anekcanjp CepreeBud BIIEpBbIE yCTpauWBaeTcs Ha pabOTy MO CBOEH
cnenuanbHOoCcTH. MHCekTop otaena kanpoB CemeHnoBa T.H. 3amonHuna TpynoByrO KHUXKKY B JIEHb
U3aHuA pUKasa o npueme Ha padoty Copokuna A.C.

1.2. Copokun A.C. mpopabotan B OOO «Ilapyc» 1 rog u 3 mMecsua, 3aTeM Hamucail 3asBiIeHHE 00
YBOJIbBHEHUU TO COOCTBEHHOMY J>K€JIaHWIO, NpuKa3 o0 yBoiabHeHuu Bbimen 03 wmions 2017 rona.
Coenaiime coomeemcmayowyio 3anuco 8 mpyo08ou KHUMCKe pabomHuKa.

1.3. ITpu 3anonHeHuu rpadsl 3 TpyAOBOI KHMKKK Oblia JomynieHa HeTOYHOCTh, CopokuH A.C. ObLI
INPUHAT B PacUYETHO-AHAIUTHUYECKUH OTIEN AKOHOMHUCTOM MO OYyXrajTepcKoMy y4yeTy M aHalIu3y
X034HCTBEHHOM nesTenbHOCTH. Coenavime 3anucb 6 mpyo0o6Ou KHUMICKE O MOM, 4MO 3anuct 3d
Homepom 1 neoeticmeumenvra (03.06.2017).

Ooépaszey oghopmaenus mumynbHo2o 1ucma mpyooeoil 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, KBalu(UKAIIHH,
o JTIOKYMEHTA,
S YBOJIbHEHU U
= o Ha OCHOBAaHUU
S (c ykazaHWeM TpPUYMH U CCHUIKOW Ha CTaThlo,
o1 | UMCIIO | MECAL | TOX | mykT 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, KBaTu(UKAIIHH,

o JIOKYMEHTA,

= YBOJIbHEHUH

= o Ha OCHOBAaHUHU

S (c ykazaHueM TNPUYUH U CCBHUIKOW Ha CTaThblo,

g | MO | 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|0 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 yka3plBaeTCs HAaUMEHOBAHUE JIOKYMEHTa, Ha OCHOBaHMM KOTOPOTO BHECEHa

3allUCh, IIPUKAa3 UJIHW MHOC PCIICHUC pa60T0z[aTen;1, €ro JaTa U1 HOMECD.
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Buecenue 3anucu 06 ysonvnenuu pabomnuka (oopazey)

CBEJAEHUS O PABOTE TK-IV Ne 8230487
HanmenoBanmwe,
Caenenusi o mpreme Ha padoTy, epeBoie
Jlata nara u HOMEDP
= Ha JPYTYIO MOCTOSIHHYIO PadoTy, KBaTU(UKAIIH,
o JIOKYMEHTA,
= YBOJIbHEHUU
= . Ha OCHOBaHHU
S (c ykazaHueM NPUYMH U CCBUIKOW HAa CTaThio,
g | 9MCIO | MECSIL | TOX | pypkr 3aKoma) KOTOpOTO
BHECEHA 3aIIUCh
1 2 3 4
OO011ecTBO ¢ OTPAaHUYCHHON OTBETCTBEHHOCTHIO
«Opbuta-M» (OO0 «Opbura-M)
[IpunsTa B oTOen Kajgactpa Ha JOJDKHOCTH | [Ipukas oT
R R e 03.03.2016
10 KaJacTpy BTOPON KaTeropuu Ne 25
IlepeBenena B cekperapuar Ha JODKHOCTH | [Ipuka3 oT
2|05 04 2016 cekperaps 04.04.2016
Ne 62
3 TpynoBoii goroBop npekpaiieH no coriamenuto | [Ipukas oT
015 > RGTOPOH, 23.05.2016
T 11 kT | wactu Tpereit crareu 77 TpymoBoro No 71
gaeKca -
; "écié}r}wﬁcxoﬁ denepanuu
}/iH eKTOp OTJesla KaJIpoB Iloonucw
A Ngdnosa
X /
Bnecenue 3anucu o nazpaxcoenuax, noowpenuax paoomuuxa (oopazeu)
CBEJAEHUSA O HATPAXK/IEHUAX TK-IV  Ne
8230487
HaumenoBaHue,
I[aTa aara nu HOMCED
=
= CBenieHus 0 Harpa)x/JICHUAX (TIOOLIPEHUSIX ) FIOKYMEHTa,
= Ha OCHOBAaHHU
o | uncno | mecsn | roxn KOTOpOTO
~ BHECEHa 3alHCh
1 2 3 4
OO11ecTBO ¢ OTPaHUYEHHON OTBETCTBEHHOCTHIO
«Opobuta-M» (OO0 «Opbura-M)
[IpemupoBana 3a xopomryio pabory mo uroram | Ilpukas oT
L % AU IIEPBOTO 06.05.2016
kBaptana 2016 roma Ne 63
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3anucye 6 céazu co cmenol pabomuuxkom pamunuu (oopaszeu)

®avivms “Tlonosa™ i3MeHeHa Ha damiUno
“Henamesa” Ha OCHOBAHIN CBIJIETEIBCTBA O Opake

Cpenenns 00 00pasoBaHHH JIONOJNHEHBl  3aIIChIO

“ppicuiee  npodieccHOHATBHOE”,  CBEIEHHS O
npoeccin, CnenHanbHOCTH  JONOMHEHBI  3aIHChI0
“HHAKEHED Hrens” Ha ocHopaHi imaoma ACI
2263361 it

3 BBIaHHOTO benropoackim

/ AHE “‘. :




IIpakTnueckoe 3ansaTne Ne 11

Tema 12. JIokyMeHTBI 110 CHA0KEHHIO U COBITY.

Leap paGoThbl: HayduThCA 3aMONHATE M OPOPMIIATH JOKYMEHTHl 10 CHAa0XEHHIO U COBITY;
MPUOOPECTH HABBIKK B COCTABIICHUU U O(GOPMIICHHUU CIECIYIOIIMX JIOKYMEHTOB: aKThl TPUEMKH
OPOAYKIMH (TOBAapOB) MO KOJUYECTBY M KauecTBY; JOBEPEHHOCTU: pa30OBbIe, CIEIHAIbHBIC,
reHepaibHbIE.
IlosicHeHus1 Kk padoTe: eciM KOJIMYECTBO M KaUECTBO MOCTYMHUBIIUX TOBAPOB COBIAAIOT C IAHHBIMH,
YKa3aHHBIMH B TOBApOPaCHOPSIUTEIbHBIX JOKYMEHTaX IOCTaBIIMKA, KOMHUCCHS COCTaBIIsIE€T aKT O
npuemMke ToBapoB (popma Ne TOPI'-1). Eciiu HEeT - akT 0 mpueMKe TOBApOB U aKT 00 YCTaHOBJICHHOM
PacxXoKJIEHUU TI0 KOJMYECTBY M Ka4eCTBY MPU MPHEMKE TOBAPHO-MaTEPHAIBHBIX IIeHHOCTEH (Popma
Ne TOPT-2).

Jlns akTa O TpHEeMKE TOBAapOB NpeaycMOTpeH TumoBoi Onank. Ero ¢opma yrBepkiena
noctaHoBieHreM ['ockomcrata Poccun ot 25 nekadbps 1998 r. Ne 132.

AKT COCTaBJISIFOT B OJTHOM 3K3EMIUISIPE B JACHb MOCTYILJICHUSI TOBAPOB. AKT MOIUCHIBAIOT YJICHBI
KOMUCCHH, KJIaJJOBIIUK, TJIABHBIN OyXraiuTep U yTBepkAaeT PyKOBOAUTEIh OPraHU3alINH.

Cpok XpaHEeHHMsI aKTa O IPUEMKE TOBAPOB B APXUBE OPraHU3aLIUU - 5 JIET.

3aganme 1.

[To noroBopy nocrasku ot 15 HOs10pst 2004 1. N 24 AO "Axkrtus" npuodpeno y OOO "Ilaccus":

— 100 crynweB no uene 1062 py6./mrT. (B Tom yucie HIAC - 162 py6.);

— 20 cronos 1o uene 1416 py6./mr. (B Tom uucie HJAC - 216 py6.).

O6m1as croumocTs ToBapoB coctaBmia 134 520 py6. (B Tom uucie HJC - 20 520 py0.).
"AKTHUB" MOJy4UJI CIEAYIOIINE TOBAPOCOIIPOBOIUTENbHBIE JOKYMEHTHI:
— TOBapHYIO HakJIagHyo oT 22 HosA0ps 2004 r. N 12;

— cuer-daktypy ot 22 Hos6pst 2004 r. N 17.
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Odhopmaenue akma o npuemke mosapoe (oopazeu)

-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 YTBEPAHAHD
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"H1E|T..|:‘.h'.?
MocTaewnk OFH_HEe
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
TeMMBpATYDA B TONWE MACA (PbiSbl) —
[ATA, BPEMA, 4 muH.
MPWEMKN TOBApE
APHGHTHA TORAp HAHaND NPROCTAHOENEHNE BOZOAHOBNSHINE OROHHAHAE
22.11.2004 12 4 35 mun. — — 13w 00 mun.

"AKT o nipueMke ToBapoB (dhopma Ne TOPT-1)": cp.1
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Ogopmaenue akma o npuemke moesapos (oopaszey) — 2

Toeap Kartero- Envnnua LleHa, No poKyMeHTaM NOCTABLLMKA SHAYMNOCE
PR, WIMEPEHIA pyG. Kon.
T
HauMEHOBA- Ko cop HAWME- KOA KONW4BCTRD Macca CTOMMOCTE,
HIE HoBakne | no OKEW - pyo. Kon.
BOgHOM [ mecT, | OpyTTo | HetTo
MECTE WTYK
1 2 3 4 5 1] 7 i3 9 10 11
1.Cmynawa | 36 — um. — 900 30 2 300 350 106 200
Cepmudpurar N: POC JEME 69 A00887 deidiemeumenen ¢ _ 01.10.2004 no _ 12.01.2005
2.Cmoaw | 45 | — | wm. | — [ i200] 20 1| 600 | 680 | 28320
Cepruchukar A2 POC JE.ME B09. A00732 dediemeumenen ¢ __ 01.10.2002  no : 204
- ~
..-"'""H'H-
.-'"-....."..
"-.-_-_‘_-‘-_
"--.-___--‘_--
'......'...__,..p‘-"'"..’...r
.-""'rf
]
—
Tapa
Tapui
Wroro 3 134 520-00
COCTOARWE TOBADE, TAPEI W YNAKOEKM B MOMEHT OCMOTPA Iospencdenuti mapui wem.
GCnocod onpeaeneHua HefOCTAIWEND TOBAPA —
JaKNDHEHWE O NPUHAHAXY W MECTE OﬁPESDREHHH HEQOCTA4W TOERADA
_.-"'.r.-'.r.-

_/">.,\\
///

/
/

.-".-..-

"AKT o mpueMke ToBapoB (dhopma Ne TOPT-1)": cTp.2
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Ogopmaenue akma o npuemke moesapos (oopaszey) — 3

DAKTUHECKN Cymma HOC OTKNOHEHKE (+, =)
NPUHATD C YHETOM
HAOGC,
KOMHHECTEO Macca CTOMMOCTE, m.,j'_u',?ﬂn_ CTABKA,| CyMMa, KONUYECTED Macca CTOW-
pyl. Kon. e pyti. Kkon. MOCTh,

B OAHOM | MECT, | BpyTTO | HETTD B OQHOM [ MecT, HETTO| i ko,
MECTE | WTYK WMECTE | WTYK

12 i3 14 15 16 17 13 149 20 2 23 24

af 2 S00 | 350 [ 106 200-00| 106 200-00| 18 |16 200-00| — — - —_

20 1 GO0 | GRO | 28 320-00 | 28 320-00 | 18 | 4320-00 — — — —

.
/ -
o
f/
1
.-’/
/ “
/?“-‘-‘-—“‘-.
J/
//
X 3 — — 134 520-00134 520-00) ¥ |20 520-00 % — — —
/'//___.--"'
H_:;}(_;,’/r
__-,..-"

"AKT o nnpueMke ToBapoB (dhopma Ne TOPT'-1)": cTp.3
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Boe uneybl KOMUGCMM DIHAKDMASHE! ¢ NPABUNAMM NPUEMEKA TOBADOE N0 KONWYECTEY W KAYECTEY W Np2OyNpesIeHsl 06 0TBETCT-
BEHHOGCTH 38 NOONUCAHWE AKTA, COASDMALETD JAHHEIE, HE COOTBRTCTEYHILNE Q8RCTEMTENEHOCTI

I'Ipaa HNEHOCTE KONWHECTED W KI4ECTEA TOEADA NOATEEPHAAEM.

MNpegcenarens KOMHGGHI dupermop Bacuaves AH. Bacuawes
BT DadpTel, JONsHICTE NATHCE PEWPI:I‘W.T il Lk L
Hneuu KOMMCGAW: — Gyxzaamep I'puzopuesa M.A. I'puzopvesa
BT PAfOTE, JOMRHICTS ROGTHCE DaciuipeEN3 MOHICH
-II/_—’
5?’ |l.|'| |'| \. 208, cRaadom Haanos A.H. Heanoa
AKTHHIEI BARCTE) BT, Ot Ty MATHCE AN MR
&
\\'@m / HOYARbHUK uexa N 1 Mempos C.C. Mempos
BARCTR DAl 0Th, JOERAICTE MLNTHCR DACGUHGT RS ORI

SAKNEDHEHNE KOMWCCHM Tosap npunam noanocmbo.

Lpak u Hedocmaii He 8bLABLEHBL.

NpescTaeuTent rpy300TNPABMTENR (NOCTABLUMKA, NPOM3BOAMTENR)

HoryMEnT, yROCTOBERAKWKA NONHOMOYIA

Nz — BRifaH « _— » — 200 —=r
ST DAt Tes, JomeocTe MATRCE g, pad, DTECTRY
AKT © MDUADHKEHNER Ha — AWCTAX NOAYHMR
TMaeHeId (CTAPWWA} GyxranTep Bopucosa 0.B. Bopucosa
ACAMHCE PACWNGEDOBK N0ATHEH
w 22 w HoRpR 2004 .
Fewexwe pykoEOgMTENA —

//

-

//\

///

/’/—

_.-"'F.....-

Togap W TAPY HA OTESTCTEEHHOE XIEHEHWE MpNHAN

JABEAVIOLLWA CKNA0M (KNaaoBLLYNK) Aumonna A.H. Aumonos
A AR RORS PEIMHCH

Odhopmnenue akma o npuemke mosapos (oopazeu) — 4

"AKT o mpueMke ToBapoB (dopma Ne TOPT-1)": cTp.4
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3aganue 2.

Odopmute akT 00 YCTaHOBIEHHOM PACXO0XKIEHUH 110 KOJMYECTBY M KaUeCTBY B COOTBETCTBUU CO
CJIEYIOIIUMHU YCIOBUSIMHU:

[To noroBopy moctaBku oT 15 HOsOpst 2007 1. Ne 24 AO "AxTtus" npuobpeno y OOO "ITaccus"
50 cromnoB no nene 1652 py6./mt. (B Tom uncine HJIC - 252 py6.). O6mias cTOMMOCTh MApTUU CTOJIOB
cocraBuia 82 600 py6. (B Tom uncne HJIC - 12 600 py0.).

"AKTHUB" MOJY4YHJI CIICAYIOIIUE TOBAPOCONPOBOAUTEIBHBIE JOKYMEHTHI:

— TOBapHYIO HakJaxHyt oT 5 nexadpst 2007 r. Ne 37;

— cueT-daktypy oT 5 nexadps 2007 r. Ne 132.

5 nexabpst 2007 roma cronbl ObuTM JgocTaBieHbl Ha ckian "AxktuBa" Ne 1. Ilpu pasrpyske
TOBapoB ObLIa OOHapyskeHa HefocTada 10 cTomoB.
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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 pACXOXIEHHH IO KOJMYECTBY M KadeCTBY IPH IPHEMKE TOBAPHO-
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 110 KOJMYCCTBY MW KA4YCCTBY IIpU IPUCMKE TOBAPHO-

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 TOPI'-2)": ctp.3
Ocpopmnenue akma 06 ycmamno61eHHOM PacxoxicoeHUU no Konuvecmay u Kayecmay — 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
3apanue 3. 3aM0oHUTE Pa30BYIO IOBEPEHHOCTD.
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IMosicHenus k padore:

B OpITy 4acTO BO3HUKAIOT CUTYallMM, KOTJIa YEJIOBEK MPOCTO HE YCIIEBAET C/EIaTh HECKOJIBKO
7€l OIHOBPEMEHHO, HAlpHMep, KOrJa HYXHO OTIPABUTHCS B KOMAHIMPOBKY M OJHOBPEMECHHO
COBEPIIUTHh Kakue-mubo aercTBus aoma. Hambonee mpoOCTBHIM BBIXOJOM M3 3TOM CHUTyallUd 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 IOPUANYECKHE, U (PU3UYECKHUE JHIIA.

B 3aBucumocTH 0T 00beMa JeNerupyeMbIX IOJTHOMOYMI B TEOPUH MPaBa pa3inyaroT:

—  Pa30BYIO JIOBEPEHHOCTH;

— CICOUaJIbHYIO JOBCPECHHOCTD,
— T'CHCPAIBbHYIO JOBEPECHHOCTD.

Pa3oBas 1OBEpPEHHOCTh OTIMYAETCS OT MHBIX BHJIOB TEM, YTO BBINAETCS IMPEACTABUTENIO AJIS
COBEpIIEHUSI OHOTO JEHCTBUS OT UMEHU JTIOBEPUTEIISL.

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 nocieHee BO3MOXKHO HE BO BeeX cilydasx. Hanmpumep, cOTpyIHUKM acOPTHOIO 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 COJIEp)KaHHUS IepeAaBaeMoro IMpaBOMOYMs, JOBEPEHHOCTb MHOrJa Tpelyer
HOTApUAJIBHOIO WM IPUPABHEHHOTO K HOTapUAJILHOMY 3aBEPEHHUIO.

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

OnHako 00s3aTeNbHBIM PEKBU3UTOM €€ COCTaBJICHHUS SBISETCS JlaTa 3aKIOYeHMs aKTa,
MIOCKOJIBKY B Clly4ae OTCYTCTBHUS JaThl IPEKpPALICHUs JEHCTBUS JOKYMEHTA, JOBEPEHHOCTh JEHCTBYET
OJIUH TOJ] C €€ MOJIUCAHNSI TOBEPUTEIIEM.

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

PexBHU3UTEI TOBEPEHHOCTH:

—  MECTO COBEpILIECHMUS;

—  J1aTa COCTaBJICHMUS;

— cBeneHusa o poseputene: ®UO, agpec, BO3MOXKHO NHACIOPTHBIE JaHHbIE I (PU3UYECKOTO
JM1a, HANMEHOBAHUE U MECTO IOPUIANYECKON pPEruCcTpaluy il OpraHu3anuid. MoXKHO yKa3aTh
Y UHBIE CBECHMSI, HAIIPUMEP, KOHTAKTHYIO0 HH(POPMAIHUIO;

— cBeaenus o npeacrasurene: ®UO, aapec, uHbIE CBEICHUS, B TOM YHCII€ TACTIOPTHBIE JAHHBIE;

—  TIOAIHUCH TIOBEPUTENS C pacIM(PPOBKOIA;

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

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.
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Oopa3zey pazoeoii 0oeepennocmu (0.1aHK)
PA3OBAS JOBEPEHHOCTbD HA 3AKJIFOYEHUE JOI'OBOPA

r. Mocksa « _» 201 r.

B JIUILIE

(HaMMEHOBaHUE OPTraHU3aALUN)

, ICUCTBYIOILIETO

(OJKHOCTD, (haMUITHSI, UMsI, OTYECTBO)
Ha OCHOBaHUU , IOBEpsieT
B JINIIC

(HaMMEeHOBaHWE OpraHU3aI1H )

, IEUCTBYIOLLIETO

(TOJDKHOCTD, (haMUITHSI, UMsI, OTYECTBO)
Ha OCHOBAHUU , 3aKJIFOYUTD JIOTOBOP KYIUTU-TIPOIAKU
( ) aKImit

(KOJIMYECTBO MPOIHCHIO)

B COOTBCTCTBHUHU C

(3MHUTEHT)
JloroBopoM komuccuu Ne OT «__ » 201
Hacrosias 10BepeHHOCTh AEMCTBUTEIBHA IO € » 201 1.
PykoBonurens
(moamucek) (bamumnus, u.0.)
I'n. Oyxranrep
(moamuch) (pamunus, u.0.)

M.IL
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Oopa3zey pazoeoii 0osepennocmu (oopaszeu)
JOBEPEHHOCTD (PA30OBAS) HA TTOJIYUEHUE AEHEI
JOBEPEHHOCTD

I'opon MockBa, nBaanaTh WSATOTO JEKAOpsS ThICSYa JCBATHCOT
NEBSHOCTO BTOporo roja. S, rpaxnanuH Bacuibe IOpuit IlerpoBuuy,
MPOKUBAIOLIKN 11O afpecy: . MockBa, yi. Cene3HeBka, 1. 28, kB. 16,

JOBepsto rpakaannHy AutunoBy Eropy KoHcTaHTHHOBHYY, TPOXKUBAIOIIEMY B
r. Mockse, yn. Kpeimckas, a. 51, kB. 71, nmonyuutb B Kacce
KomuccuoHHoro marazuHa N 21 1. MockBbl geHbr B cymme 78 900
(ceMbiecsiT BOCEMb ThICSY JIEBATHCOT) PYO., MpuuuTaronecss Mue 3a
peanr30BaHHbIC BEIIM COTJIacCHO KBUTAHIMU N 547897, 1 BBINOJIHUTH BCE
JIEHCTBUSI, CBSI3aHHBIE C IAHHBIM MTOPYUYCHUEM.

Cpok noBepeHHOCTH J1Ba Mecsina.  [loamuch

JBanuate nsToro nexadps 1992 roma Hacrtosmias HOBEPEHHOCTH
yaocroBepeHa MHOO, MiBaHoBbIM T.A., rocyapCcTBEHHBIM HOTapUycoM 7-il
MOCKOBCKOM roCy1apCTBEHHON HOTAPHUAJIbHON KOHTOPHI.

Josepennocts nognucana BacunseBbiM FOpuem IlerpoBuuem B Moem
MPUCYTCTBUH. JINUHOCTH OBEpUTEINS YCTAHOBJIEHA, JEECIIOCOOHOCTD €ro
MIPOBEPEHA.

3aperucTpupoBaHo B peectpe 3a N
B3bickaHO TOCY1apCTBEHHOM MOIUIUHBI

I'ocynapcTBeHHBIN HOTApUyC [Tognuce



IIpakTnueckoe 3ansaTue Ne 12

Tema 13. @®unaHcoBasi JOKYyMEHTALMS.

Heap pabdoThbl: TpUOOPECTH HABBIKKA B COCTaBICHUH U O(POPMIIEHUU YHHU(MUIUPOBAHHOTO TOKYMEHTA
«Cuet-akrypay», pykoBoactBysice ['OCT P 7.0.97-2016 «Hamumonanbhelii cranaapt Poccuiickoit
@Oenepannu. CucremMa CcTaHAapToB M0 HHGopMaUM, OUOIMOTEUHOMY U H3JATEIBLCKOMY JENy.
Opranu3annoHHO-pacopsAAUTEIbHAS JOKYMEHTAIs. Tpe6oBaHus K 0()OPMIICHUIO TOKYMEHTOBY.
Ilopsinok npoBeeHUsI 3aHATHUS:

B nauvame 3aHATHS  cleqyeT TOBTOPUTH MOPSAOK  COCTaBIEHUS H  OPOPMIICHHSA
YHUPUIUPOBAHHOTO TOKyMeHTa «CueT-hakTypay.

3ananue 1.

CocraButh cuer — dakrypy Ne 117 or 1 deBpans 2021 roma: AO «AKTHUB» OTIPY3HIO
nomuopel OO0 «ITaccuy. llena 3a kumorpamm — 50 py6. KonmmuecTBo oTrpykeHHbix ToBapos — 100
KHJIOTPaMMOB.

[Iponaxa momunopoB obaraercs no cTaBke 18 mpoLEeHTOB.

Omutata mpou3BOIUTCS B pyOIsX.

Takum 00pa3oMm, CTOMMOCTh TAPTUU MOMHIOPOB Oe3 Hayiora cocrasmia 5000 pyo6., a ¢ HIAC —
5900 py6.

Anpec AO «AxktuB»: 115561, r. Mocksa, yn. Cagosas, a. 151.

WHH: 7715221040.

KIIIT: 771501001.

«AKTHB)» IPOU3BOJIUT OTIPY3KY CAMOCTOSITETIBHO.

Anpec OO0 «IlaccuB»: 116321, r. Mocksa, yi. Jlecnas, n. 125.

WHH: 7729083775.

KIIIT: 772906003.

Oopaszey cuem-ghakmyput (oopazeu)

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:
Enwinuz CTOMBOCTE ToESpoE | CTPAHE NPOHCXCKLSHHA
HEIME P2 HHA TOES OB [pator
LieHa {paGoT, Browm . :
sonsereas pator, scasmmmass yeayr) venomos |Komer apupla | yenyr, e OO0 o WO Howep raaasuoi
. uacmamlmrnn ea ODOIHIYEH ! coTE0 | SOMHMLY  HMYWN SCTESHHNS 2K- crasra HANOTE Lx NDGE Lisscppa K parros LSS PALHE
L pa Ko Hs niwepewnA | LoonpaE | ks m:c' BOR | aisHORa NS
[HaumoHan ! BCaro Oe3 ron
e P yusTOM
Kanora
1 Z 2a 3 4 g ] T 8 9 10 10a 11
L Bang TFT 15" GEDOAD silver- . 1041 D0BGAE 1008 MK
ok fs e e T wr z  parassl 1634916 18 2050850 2000001 156 Kumsi o ?’;’;‘g_mfs o
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
Beero k onnare: 35 £53.22 E406.78 A2000.00
FyeoBoKTENE ORT3RRIaYHE Mnamsif Gygamep |
{nognmce) (& WO} {(mognmce) {$.1.0.)
(PEXBMINTE CEXOETEMECTES O 1Oy 3PCTEEHKON
VOB yENERSIR NpENpR ERS TENL (NoamkcE) {d #.0.) . ! S RCTRGL MK MK MER VAN EHOT O NP0 MpHKKL 3T NR)

MpoAredzHpe. 1. NepssA 362 MANAD SIS TE-PE KTy P, COCTEESMEHHIN Ha O M3 KHOM HO A TaNS - AOKYRETE N0, ETOPOR K38 WANAD - Do EEL
2. Mg COZTEEMEHMA ODFaHRE UMeA U T2-PaITYPL B SN DO HHOM 5402 RO I33aTe Mk « T IEHLA SYirammep (o pamcs) 2 MO J» He opsmrpyeTen

Bonpocs! 1u1s1 npoBegeHus codeceqOBaHNS:
1.  KaxkoBa poib Oyxranrepuu B pelIeHnd (PMHAHCOBBIX 3a7ay OpraHu3aun’?
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2. JlaiiTe OOWIyI0 XapaKTePHCTUKY JOKYMEHTOB 10 (PUHAHCOBO-PACUETHHIM
oTiepaLusiM.
3. OOs3aTenbHBIC PEKBU3UTHI cueTa-(haKTyphl.

3ananue 2.

CocTaBuTh IIATEKHOE TMOPYUYEHHE HA IEPEUMCICHHME JCHEr IMOCTABIIMKA 3a MOJIYYEHHBIE OT
Hero jerainu mo cueéty Ne 84.

Ucxonubie panubie: 18 mapra 2002r 3aBog ITAO «Pagyra» mnaréxsabiM nopydeHueM No34
nepeynciani co ceoero pacuérHoro cuéra 108 Teicsy pyoOneit, B Tom uucne HAC18 teicau pyOuneit
3aBoay ITAO «IIpubop» B omaty ero cuéra Ne 84.

PexBusutel [TAO «Pagyray MHH — 7617028930, p./c Ne816545214, BUK — 045030654, cuér Ne
301018105. Hupextop Boponun JI.A, rnaBubiii Oyxrantep byrko WU.B; ITAO «IIpudop» MHH —
7802114045, p/c Ne 240780610, cpok matexa 18.03.2002 r.

Bonpocsl 11 npoBeaenns codece10BaHUSA:

1. Ha3zoBure 00s13aTenbHBIC PEKBU3UTHI (PUHAHCOBO-PACYETHBIX JOKYMEHTOB.

2. Ilepeuncnure TpeOOBaHUS, NpEABSBIIEMbIE K O(GOPMIICHHIO W COJEpKaHWI0 (DUHAHCOBO-
pacueTHBIX JOKYMEHTOB.

3. HazoBure 00s13aTenbpHbIE PEKBU3UTHI IJIATCIKHOTO ITOPYUCHUS.
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06pa3eu 3ANO0JIHEHUA NJIAMEIHCHO20 ROPYUCHUA

MocTyn. B Bank nnar. Cnucado co cy. nnar.
MNATEXHOE NMOPYHYEHWE Ne 11 02.07.2007 SNeKTPOHHO
Osvs Bin nnaTes
MNatecor nATEAeCAT pylnei A0 koneek
Cymma
NPONUCEH
WMHH 77123456755 KNMN 0 Cymma | 550-50
M HMEaHOE FIBaH FIBEAHOEBKA
Cu. Ne |408001234567831234
MnarensL WK
KB "HOHMACTPYM BAHK" (000) r. MOCKBA BMK | 044585184
Cu. Ne | 30101310600000000154
EaHk nnatensWwmia
OTAENEHWME 1 MOCKOBCKOMD I'TY BAHKA POCCHA r. BWK | 044583001
MOCKBA Cy. Me
BaHk nomyJarens
WHH 7743777777 KM 774301001 Cu. Ne | 40101310800000010041
MTHC Poccun N243 no r. Mockee
Bua on_ |01 Cpok nnart.
Haz.nn. QOuep.nnar | 3
Monyuarent Koa Pea. none
15210501010011000110 | 45277565000 | TN | KB.02.2007 | 0 [ 01/07/2007] HC

Ynnara e4WMHOro Hanora

HasnayeHue nnaTtexa

Mognucu

OTmeTeEn Ganka

Bea nevatn
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Tema 14. TexHo10rus 1 NPUHUKUI OPTrAaHU3ANMHU JOKYMEHTO000POTAa HA NPeANPUITHH.

IIpakTnueckoe 3ansaTue Ne 13

Ienap padoThl: 3aKirodaeTcs B OOYYCHHH 4epe3 MPaKTHKY, MOJACIUPYIOIIYIO peallbHbIe IPOLECCH
JTOKYMEHTOO0OpOTa TPEANpHUATHS (OpPraHM3aluK), a TaKkKe MNPUOOPECTH HABBIKM B OpPraHH3al[HH
paboThI ¢ JOKYMEHTaMH.

IMopsiiok npoBeeHUsI 3aHATHS

B Hagarne 3aHATHS ClIeyeT MOBTOPUTH MOPSIOK OPTaHU3AIIMOHHON pabOThI C JOKYMEHTOOOOPOTOM.

3ananmue 1.

O(bOpMI/ITe MPCAJIOKCHHBIC JOKYMCHTBI KaK Ha BXOAAIIYIO, TAK U HA UCXOAAITYIHO JOKYMCHTAILIUIO.

Bonpocsl 11 npoBeaenns codeceq0BaHUA:

1.

2
3
4.
5

UTo nmoHmMaeTcs 1oj 1eJ0M B ICJIONPOU3BOACTBE?

Uto nmoHuMaeTcs 1o HOMEHKJIATypoi en?

Uto nmoHMMaeTcs o/ KCIEePTU30i?

Kak oopmiisiercs Bpi1aua JOKyMEHTOB BO BpPEMEHHOE T0JIb30BaHKE?

KaxoBbl Cpoku XpaHeHUs TOKYMEHTOB?
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Oopa3zen opopmiieHHS KYPHAJIA PErUCTPAIMU UCXOASIIIEH JTOKYMEHTANM

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 PErHCTPALME BXOASIIEH JOKYMEHTAMHU

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 TakKe MNPUOOPECTH HAaBBIKM B OpPraHU3AlUU
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», HAYUUTCS] OPTraHU30BBIBATh MMOMCK JJOKYMEHTOB 110 33JJaHHBIM PEKBU3UTAM.
Ilopsinok npoBeeHUsI 3aHATHUS:

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

3apanue 2. OOMEHANTECH TOCIAHUSIMH C OJTHOKYPCHUKAMU.

Bol nomkHbl oTipaBUTH HE MeHee 3 nuceM. OJIHO U3 HUX JIOJHKHO COJIEPKaTh 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 COOOIICHMS SJIEKTPOHHOM MOYTHI M HE3aMEMIUTENBHO OTIPABISITh MX
WU CO3/1aBaTh YEPHOBHUKU, K KOTOPHIM MOXHO BEpPHYTHCS MO3XKE, YTOOBI 3aBEPIIUTHh CO3/IaHUE M
OTMPaBKy cooOmIeHui. Takke MOKHO CO3/1aTh COOOIICHHE U yKa3aTh BpeMsl B OyayieM, Korja ero
HE00XOIMMO OTIPABUTE.

[TapameTpsl co3anus COOOIIEHN MOXHO HacTpauBaTh Ha ctpanuiie Hacrpoiiku > [Toura.

B 3aBucumocTH OT HACTPOEK MOYTHI NMPH HaKaTUU KHOMKU «HoBoe cooOmeHue» b0 Ha
naHenu nHCTpyMeHTOB «lIpumnoxkenne» oTkpoetcs Bkiaka «Co3nanue cooOIeHus», TU00 OTKPOETCs
OT/eJIbHOE OKHO CO3/[aHUsl COOOIICHUSI.

1. Ha Bknaake «Iloura» Haxxmute KkHOTIKY HOBOE cooOrieHue.

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

2. B texcroBom mone Komy BBenuTe agpeca 3MEKTPOHHOM MOYTHI JIHIA WM JIHUII, KOTOPBHIM
otmpamisiercs coobmenue. JIuGo BBemuTe anapec, aub0 HaxkmuTe Komy, 4T0OBI
BBITIOJIHUTH MIOUCK 10 CITUCKY KOHTAKTOB WJIH TI100aTbHOMY CITUCKY aJpECOB.

[Ipumeuanue. BBIHOCKY C aapecoM MOXHO TEpeTalluTh B TEeKCToBbIe Toyisa «Komus» umum
«CKpbITast KONuUs», a TAK)KE CKOMUPOBATh Mpu oMoty coueranus kiaaBui CTRLAc.

3. Ecnm HactpoeHo Oojbllle OJHMUX JIMYHBIX JMJAaHHBIX OJICKTPOHHOW TMOYTHI (Takxke
Ha3bIBaeMBIX oOpa3amu), mojie OT oToOpakaercst Hax nojieM Komy: . BeiGepute nuunbie
JaHHbIE, KOTOPbIE CIIEAYET UCIOIb30BaTh JIsl JAHHOTO COOOIIEHUS 3JIEKTPOHHOM MOYTHI.

4. (HeobszatensHo) B pasnmene [lapamerpsl HaxxmutTe kHomKy Iloamucu u BeiOepuTe
MOJITHUCh, KOTOPYIO CIeNyeT J00aBUTh K COOOIICHHUIO.

5. (HeoGs3atenbHo.) UT0OBI OTIIPaBUTH KOMUIO cooOMmIeHns apyruM aapecaram («Komus)
WK CcKpbITylo Komuio («CkpeiTasg komusi») 0e3 Beroma aapecaToB, BBEAUTE ajpeca
ANEKTpOHHOMN NouThl B oJiAx «Komnus» nu «CkpeiTas KOnus».

[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 MoJIydaTelno, O 4eM JaHHOE COOOIICHHUE.
2. YroObI OTIIPaBUTH COOOIICHNUE IIEKTPOHHOM MOUYTHI, HAKMUTE KHONKY OTIpPaBUTh.
Konust ornpaBiieHHOro cooO1ieHus OyneT coxpaHeHa B nanke «OTHOpaBiIeHHBIEY.

Ecnu cooOuieHue cieayeT oTnpaBUTh M03XKe, He HAKMMaNWTe KHONKY «OTHPaBUThY, a LEIKHUTE
CTpEJKY 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 JJOKYMEHTOB.
1. 3arpysure CIIC «Koncynbrant ILmrocy
2. B okHe porpammsl BeiOepuTe 3akiaanky «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 JIJIs1 OpraHU3alK €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 HaxxmMuTe 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 ciloBa: Gu3MUecK™ U pacu*. Ykaxure
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 |

Pucynok 4 — ®opmupoBaHre Ha3BaHUsI TOKYMEHTA
5. Haiinen 1 noxyment! PesynpTar noucka noiyden! (puc. 5).
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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 HalIEHHOrO JOKyMeHTa (puc. 6). XOoTs 3TO Ha3BaHHE HE ObLIO
M3BECTHO TOYHO, BBl HALIUTU JIOKYMEHT U YOSIMINCh, YTO MOUCK SIBISICTCS JISTKUM U TOHSATHBIM.

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 -

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

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

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

IIpakTuyeckoe 3ansitue Ne 15
Tema 16. Homenkiartypa aes. Buabl, Ha3HaueHue, NOPAAOK COCTABJIECHUS.
Leab padoThl: HAYYUTHCS COCTABIISITH HOMEHKIIATYPY JIETl.
IHosicnenue k padore:

HomeHk1aTypa jies npeacTaBisieT cO00W COCTAaBIICHHBIN 10 YCTaHOBIEHHOU (hopme mepeueHb

3aBOJIMMBIX JIeJI B OPraHW3allMd C OINPEACICHUEM CPOKOB HMX XpPaHEHHs. JTO OYCHb MOJIE3HBIN
JOKYMEHT B JIEJIONPON3BOJICTBE, MO0 TO3BOJISIET PAIIMOHAIBHO OPTaHU30BaTh paboTy ¢ JOKYMEHTaMHU:

— TpYNIHPOBaTh JAOKYMEHTHI B JieJla MO ONpEACICHHOH cucTeMe — O0ecneumBaeT B ciiydae
HEOOXOIMMOCTH OINEPATUBHOCTh MX IMOMCKA U COXPAHHOCTD,

—  HCIOJB3YIOT B MPOIECCE PETUCTPAIMH JJOKYMEHTOB — MPUCBAMBAIOT PETUCTPAIIMOHHBIA HOMEP
COTJIaCHO pa3paboTaHHON KiIaccH(UKAIIUKN U MHIIEKCaM JIel,

—  HCIONB3YIOT KaK OCHOBHOHM JOKYMEHT B IpOLIECCe 0TOOpa e Ui Ca4d MX B apXuB, 0TOOpa
JIeJT C UCTEKIIMMU CPOKAMU JIJISl TaTbHEHIIIET0 X YHUYTOKEHUS,

— TPUMEHSAIOT KaK YYeTHbIM JIOKyMEHT Jiel1 BpPEMEHHBIX CpPOKOB XpaHEHHs (MOKHO
JOTIOJTHUTEIPHO HUKAKHME OTMCH HE COCTABIIATH),

-~ B AapXMBHOM [IeJIe CIY)KAT OCHOBOW JUISi COCTABJICHUS OIUCEH [N TOCTOSITHHOTO H
JI0JTOBPEMEHHOTO XpaHEHMs, B TOM 4YMCJIE MO JIMYHOMY COCTaBY, aKTOB Ha YHHUTOXXEHHE
JOKYMEHTOB.

Kak BuUIMM HOMEHKIATypa Jel — 3TO MHOTO(YHKIIMOHAJIBHBIA JOKYMEHT M C NPaKTHUYECKOU
TOYKH 3PEHUS] HYKEH KaKJOW OpraHW3alfd IS YIOPSJOYSHHS TEKYIIero IeNonpon3BojacTBa. s
TOCYJapCTBEHHBIX OPraHOB WM MYHUIMMNAJIBHBIX YUPEXKAECHUH, KOTOpbIE MEpelaloT IOKYMEHTHl B
rOCyJJapCTBEHHbIE MJIM MYHUIIUNAIbHBIE apXUBBI, @ TAKKE I aKIIMOHEPHBIX OOIIECTB, HOTAPUYCOB U
Jp. COCTaBJICHHE HOMEHKJIATYPHI JeTT SIBJISIETCSI HOPMAaTUBHBIM TPEOOBAHHEM.

Jlaxxe ecnu BbI paboTaeTre B HEOOJBIION (UpMe, BCE paBHO HEOOXOAMMO pa3paboTaTh i cedst
HOMEHKJIATYpy JIeJI, 4TOOBl pallMOHAIbHO BECTH JENONPOU3BOACTBO M TEM CaMbIM OOJIErduTh cede
paboTy 1Mo BOmpocaM OCHOBHOM JiesITedbHOCTH. M pocT oObemMa JOKyMEHTaIbHOM Macchl HE CTAHET B
OJIMH MPEKPACHBIN J€Hb MPOOIEeMOH.

Homenkiatypa e MokeT ObITh:

— pa3paboTaHa caMOCTOSITETFHO OpPTaHW3aINi, MMOJOKUTEIFHOE — MaKCHMalbHash BO3MOYKHOCTh

OpPTraHU30BaTh BCE «IOJ CeOs», T.K. HUKTO JIydIlle Bac HE 3HACT CIEUU(PUKY IEATSIHHOCTH U

COOTBETCTBEHHO 00pa3yloImUXCcsi TOKYMEHTOB, IMPHHITOM OpraHu3anu padOThl C HHUMH,
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oTpUIaTeNIbHOE — OONbIlas TPYIOEMKOCTh, TPU OTCYTCTBUU JIOCTATOYHOTO ONBITA B
HOMEHKJIATYPY JIeJ MOT'YT OBITh 3aJI0’KEHBI OIINOKH,

— TMOpYyYeHO €€  COCTaBJIeHHE  CIECUUAIM3UPOBAaHHOW  KOMIAHMM C  3aKII0YEHUEM
COOTBETCTBYIOILIETO JOrOBOpA MO OKA3aHHIO YCIYT, MOJOKHUTEIBHOE — HE TPATUTE CBOE BPEMS
U TIOJTYyYEHHBIH JOKYMEHT, KaK MPaBUJIO, COCTaBJIEH IPaMOTHO, OTPHIATEIbHOE — HE BCErja
3aJi0’keHa camasi pallioHajIbHas cucTeMa padoThI C TOKYMEHTaMHU.

[TocTapaiiTech HOMEHKJIATYPY JI€71 COCTABISATh CBOMMHU CHJIAMH, JaKE €CJIM B UTOTE MOTYT OBITh
Kakue-To HepocTaTku. [IpaBuna pa3paboTKu MOHATH HE TPYIHO, OCHOBHAS CIIOKHOCTH MPUXOJUTCS HA
aHAJIMTUYECKYI0 paboOTy MO COCTAaBJICHUIO, CHUCTEMAaTH3allMM Ha3BaHUIl 3aroJioBKOB el U
OTIpEICTICHUIO CPOKOB XPAaHEHHUS 110 TIEPEUYHIO TOKYMEHTOB.

IMopsiiok cocTaB/ieHUsI U YTBEPKAeHUSI HOMEHKJIATYPBI el

Pabora Benercst Ha OCHOBaHWM HOPMATHBHO-METOJUYECKUX JTOKYMEHTOB. OTBETCTBEHHOCTH 32
COCTaBJIEHHE HOMEHKJIATYpPbI /ieJ1 BO3Jiaraercs Ha CJIy:k0y [1eJIONPOM3BOJACTBA (CEKpeTapuar,
KaHIEISIpUsI, OO OTACI U T.J.).

[Ipexne Bcero, HEOOXOAUMO OMPEAETUTh COCTAaB O0Pa3YIOIIUXCS JOKYMEHTOB. M3y4aroT ycras
WIA TIOJOKEHHE 00 OpraHM3aluHu, €€ CTPYKTYpPY, MOJOKEHUS O CTPYKTYPHBIX MOApa3Ie/ICHUSX,
Ipyrue UMEIoOUIMecss JIOKYMEHTBI, ONpEeNsIoNIie JesITeNIbHOCTh OpraHu3aluu  (TOJO0XKEeHHUS,
pernamMeHThl, MpaBWwia W T.J.), I[UJIAHOBBIE M OTYETHBIC JOKYMEHTHl OpraHU3allid, TIOJEe3HO
MPOCMOTPETh HOMEHKIIATYPY el 3a MPeIbIAYIIHA TO/I.

Cunraercs, 4YTO CBOJHAs HOMEHKJATypa Jell OpraHW3alliil COCTaBJSETCS Ha OCHOBAaHUHU
COTJIACOBAaHHBIX C BEJOMCTBEHHBIM apXWBOM HOMEHKIJIATYp [IeJI CTPYKTYPHBIX IOJpa3/IeiCHUH.
CoTpyqHMKHM OTAEJIOB MPOCTO HE CHOCOOHBI pa3zpaboTaTh TpeOyeMblii JOKYMEHT (OTCYTCTBUE
kBanudukanuu, BpemeHn). [loaromy ocHOBHas paboTa JOKUTCS Ha OTBETCTBEHHOTO CIEI[MAINCTA 32
COCTaBIIEHHE CBOJHOTO JOKyMEHTa. bynmeTr iydmie ainsi BceX, €CIM CTPYKTYPHBIE TOIpa3IeIeHUs
MIPOCTO TPEJICTABAT B CIIYKOY JeTONPON3BOACTBA CIIMCOK HAa3BAaHUH BCEX 3aBOJAMMBIX JICI.

[Ipn sTOM BCe MOKYMEHTHpPYEMbIE YYacTKH OJIKHBI OBITH OTpa)kKeHbl. YacTo COTPYIHUKH
OTJIEJIOB TOBOPSAT «Ja y MEHsI TYT B CTOJIe», «4TOOBI MO pyKoi». BMecTe ¢ TeM mpaBuiia TpeOyIoT,
9TOOBI BCE 3aT0JIOBKM 3aBOAMMBIX JIENI OBLIIM BKJIFOUEHBI B HOMEHKIIATYPY Jell. M 3aTeM MCTIOJTHEHHBIE
JIOKYMEHTBI (POPMUPOBAIHCH B JieJia B COOTBETCTBUU C 3aJI0)KECHHOM CHUCTEMOM.

Kak yxe oTMeuanoch BbIllle camasi CIOKHas paboTra B pa3paboTKe HOMEHKIATYphl JeNl —
MPaBWIbHO CPOPMYIUPOBATH 3aTOJOBKH I, CUCTEMATU3UPOBATh UX U MPOCTABUTH CPOKH XpaHEHUS
JeNT CO CCBUIKOW Ha COOTBETCTBYIOIIYIO CTAaThIO MO TEPEYHIO JOKYMEHTOB. DTO MBI PAaCCMOTPUM
M03/IHee Ha KOHKPETHOM TpUMepe HOMEHKIIATYPHI 1€ OPTaHU3aIMY B CIEAYIOIIEH CTaThe.

OdopmiieHre CBOJHONH HOMEHKJIATYPHI Jie]l IPOU3BOAMTCS Ha 00IIeM OJlaHKe OpraHu3alny, Tie

OCHOBHAs 4aCTh MpE/ICTaBICHA B TAOIUYHOM popMe ¢ periiaMeHTUpyeMbIMU Ha3BaHUSIMU Tpad.
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W 3areM B COOTBETCTBMU C HOPMATHUBHBIMU TPEOOBAaHUSAMH HEOOXOJMMO YTBEPIWTH JAHHBINA
NOKYMeHT. OCHOBHBIE 3Tallbl YTBEPKAeHU HOMEHKJIATYPBI JAeJl:

¢ BUBHPYETCsl OTBETCTBEHHBIM 34 ApXUB OPTaHU3ALNH,

e IIO/IIIUCHIBAETCS] PYKOBOAMUTEIIEM CIIYKOBI 1€7I0IIPOU3BOJICTBA,

* COTJIACOBBIBAETCS C HKCIIEPTHOM KOMHUCCHEW OpPraHM3aldd ¢ COCTaBICHUEM IIPOTOKOJIA
3acelaHusl SKCIIEPTHOU KOMHUCCHH,

e HaIIPaBJIAETCS Ha pacCMOTpEHHE JKCIIEPTHO-IIPOBEPOYHOU KOMHCCHEN
COOTBETCTBYIOLIIETO APXMBHOIO YUYpEeXJIeHUs — He pexe | pasa B 5 ser (DaHHbBIM 3Tam
IIPOITYCTUTH, €CJIM OPraHu3alys HE NepelaeT AJOKYMEHThl Ha rOCYAApCTBEHHOE XPAaHEHUE, HE
ABJIICTCA HCTOYHHUKOM KOMIIJICKTOBaHUA FOC&pXI/IBa),

e YTBEPKAACTCS pPyKOBOAUTENIEM OpraHu3auy (Tpud yTBep>KIeHHsI HA CAMOM JOKYMEHTE
WIN IPUKa3 00 yTBEP)KIACHUN HOMEHKIIATYpPBI J1€1).

OOparute BHMMaHuE, YTOObI M30€XaTb TUMMYHON OLIMOKM — HEJIb3s MEHATh MECTaMH JIBa
nociaeaHux drtana. CyumTaercs, 4TO TOCapXWB MMEET IpaBO MOTPeOOBaTb BHECTHM H3MEHEHUS B
HOMEHKJIATYpy Jed. Ecinu ToOKyMeHT yTBEep:K/I€H, TO €ro MO3AHO C KeM-JIN0O COrIacoBbIBATh.

[lo npaBuinaM AOJKHO OBITH YETBIPE/TPH HK3EMIUISIpA HOMEHKJIATYpbl el OpraHu3aluH,
KOTOpBIE XPAHATCSA:

e B CIIy’k0€ JeN0NpOn3BOACTBA — IOKYMEHT ITOCTOSSHHOTO XpaHEeHMUI,

B TOCYAApCTBEHHOM apxXuBe (IK3EMIUIAP OTCYTCTBYET, €CIM HET COIJIACOBaHUS C
HKCHEPTHO-TIPOBEPOYHON KOMUCCHEH COOTBETCTBYIOIEIO ApXUBHOTO YUPEKIACHNUA),

* B apXMBE OpraHU3al|H,

e paboumii sx3emMIusip (yaoOHEE MOIB30BATHCS B AJEKTPOHHOM BHJIE M Pa3MECTHTh B
CcBOOOIHOM JIOCTYIIE JIsl BCEX COTPYAHUKOB OpraHU3allun).

IHopsinok Texkymieil padoTbl ¢ HOMEHKJIATYPOH Ae

Ilocne yTBep:kIeHUS CTPYKTYpHBIE OAPA3EIICHUS TIOJY4YaloT BBIIUCKU U3 HOMEHKJIATYpPbI €]
Wi UHQOPMUPYIOTCS, TNe B OOIIEM JOCTyNe B JJIEKTPOHHOM (opMe HaxOIUTCS AOKYMEHT IS
MIPaKTUYECKOI0 UCIIOJIb30BaHUs B paboTe.

Ha npencrosimuii ro cBogHasi HOMEHKJIATypa Jell OpraHu3alru pa3padaTbIBaeTCsl B UeTBEPTOM
KBapTaje KaxJoro roja.

Ecniu npoucxomsr 3HauuTedbHble H3MEHEHHMs (QYHKIUH W CTPYKTYpbl OpraHU3aluu,
COCTaBJISIETCSI HOBasi HOMEHKJIATypa JieN (XapakTepHO IJI TOCYJapCTBEHHBIX OPraHoB). DTO 3HAUUT,
4TO TpeOyeTcs CHOBa B YCTAaHOBJICHHOM MOPS/IKE €€ YTBEpAUTh, BKIIIOYast COTJIaCOBAaHHUE C SKCIIEPTHO-
IIPOBEPOYHON KOMHUCCUEN apXUBHOTO YUPEXKICHUS.

B cnydae orcyrcTBuS TI00albHBIX M3MEHEHUI HOMEHKJIATypa Jell B KOHIE KaXIOro roja

yTOUHSIETCSI (€CIM HEeoOXOauMO TOOABJISIIOTCS BHOBb 3aBEJICHHBIC JIeNla WM YAAISIOTCA YKe
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HEHY)XHbIE, PEJaKTHPYIOTCS Ha3BaHMs 3arojOBKOB Jed U T.O.) U BBOAMUTCA B JeiicTBue ¢ 1 sHBaps

nNpeaAcCToAlCro rojaa.

ITocme 3aBCPIHICHUA ACIOIIPONU3BOACTBEHHOI'O roga Iio YCTaHOBJICHHOfI (bopMe COCTaBJIACTCA

HUTOroBasd 3alMCh O KAaTCTropUuaX U KOJIUYCCTBE 3aBCACHHBIX ACJI B OpraHu3aluu.

Oobpaszey cocmasnienHus HOMEHKIAMYPbL 0el 00PA306aAMETbHO20 YUPEHCOCHUA

YTBepxaaiw:
3aBenywomas _Kosnockoea A.A.

Mpuxa3z Ne 23 ot 30.12. 2015 1.
Homenkiatypa aed

o0pa3oBaTenpHOE YUpEKICHUE JOMOTHUTEIBHOTO 00pa3oBanus neteit «/[emckuii cad No 222)

Ha 2016 rox
Ne n/m (HaumeHnoBaHue aesa Cpok xpaHeHUA
1 2 3
01 Opzanuzayuonno-npasosoe ovecneuenue /[0Y 01
[locmosinHo 00
01-01 |[Hopmamueno-npasosvie dokymenmul o oessimenvrocmu JJOY
3a.MeHbl HOBbLMU
[locmosinto 00
01-02 |Pewenus, pacnopsiscenus Yupeoumens o oeamenvnocmu JJOY
3aMmeHbl HOBbLMU
/lo MUHOBAHUS
01-03 |lIpuxaser opeanos ynpasienus oopazosanusi o desmenviocmu J[OY _
HadobHoCcmu
01-04 |lIpuxaser 3aeedyroweit JJOY no ocnosnoti desmenvrocmu 5 nem
01-05 |Vemaeg yupeorcoenus [locmosinno
01-06 |Csudemenvcmeo o pecucmpayuu 6 HA102060M Op2aHe [locmosanno
. [locmosnno 00
01-07 VIuyernsus na npaso éederuss 00pa308amenbHOU 0esimelbHOCIU

3aMmenvl HoBoU

HUTOI'O: nen BpeMeHHOr0 XpaHeHusi: 1

leJ1 nocTOsIHHOTO XpaHeHus: 6
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Oopazey HomeHKIAmMYPoL 0el OPaHU3AUUU

3aKkpheITOE aKIMOHEPHOE OOIIEeCTBO
«bopinas xamisa»

YTBEPXIAIO

I'enepanbHbBII AUPEKTOP

N.0. ®amunus
(AO «bomplas Karis») 24.12.2014
HOMEHKIJIATYPA JIEJI
24.12.2014 Ne 1
r. Camapa
Ha 2015 ron
HNupekc | 3aroioBok nena | Kon-Bo Cpok [Ipumeuanue
nena (Toma, yacTeit) nen XpaHEHUS
(TOMOB, nena  (Toma,
yacTei) 4acTH)
u HOMepa
craTen
10 MEPEYHIO
1 2 3 4 3)
01. Kannenspus
01-01 YupenutenbHble JOKYMEHTHI U [TocTostHHO [lepeuenn
ycTaB 0011ecTBa cT. 50 a, TUIIOBBIX
51-53 YIIPaBICHYECKUX
apXUBHBIX
JIOKYMEHTOB. . .
(M., 2010)
01-02 [Tonoxenust 00 oprasax [TocTosiHHO [lepexonsmee ¢
ynpapiieHust (oOumeM coOpaHun cT. 57 a 2013 .
aKLMOHEPOB, COBETE JUPEKTOPOB,
IIPaBJICHNN)
01-03 [lItaTHbIE pacnucanus u [TocTosiHHO [lepexonsmee ¢
W3MEHEHUS K HUM cr.71a 2014 r.
01-04 [lonoxkeHuss 0  CTPYKTYpPHBIX [TocTosiHHO [lepexonsmee ¢
MOJpa3ICIICHUAX cT.55a 2013 r.
01-05 ITpuxazbr TEHEPAIBHOIO ITocTrosiHHO
JTUPEKTOPA o OCHOBHOM cr. 19a
JesTeIbHOCTH
01-06 [Tpuxazbr reHepabHOI0 5 ner
JTUPEKTOpa M0 aJIMUHUCTPATUBHO- cT. 19B
XO3SIICTBEHHBIM BOITPOCaM
01-07 IIpoTokonbl  o0OmMX  coOpaHuit Hocrosnuo® | 'Bronnerenn
aKIIMOHEPOB U IOKYMEHTHI K HUM cT. 181 TOJIOCOBAaHUS —
110
NpeKpaIieHus
JeSITeTbHOCTH
AQ; mocJie
IpeKpalieHus: —
OIIK
01-08 WHucTpykuus 1o ITocTrosiHHO Ilepexonsimee ¢
JI€JIONPOU3BOJICTBY cT. 27 a 2010r.
01-09 Homenkiarypa nen ITocTostHHO
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cT. 200 a

1 2 4 5
01-10 [Tepenucka o BOITPOCaM 5 net DIIK
OCHOBHOM JE€ATEILHOCTH cr. 35, 256
01-11 PesepBHBIIT HOMEP
01-12 baza  pmaHHBIX ~ perucrtpanuu 5 nmet B anexrponHOM
BXOJIAIIUX TOKYMEHTOB cT. 258 T dbopme
01-13 baza  pmamHbIX ~ perucrtpanuu 5 ner B snexrponHoii
UCXOJSIIIHUX JIOKYMCHTOB cT. 258 T dbopme
02. Otnen kaipos
02-01 JIOIKHOCTHBIE WHCTPYKIIUHU 75 ner
COTPYJIHHUKOB cT. 77 a
02-02 [Irarusie pacnucaHus u 3 rona [MomuuauKH B
n3MeHeHus K HuM. Koruu cr.710 nexe 01-03
02-03 [Tpukasbr Te€HEPAITLHOTO o [TomymmHHMKN B
TUpPEKTOpa 1o OCHOBHOM MUHOBaHUS KaHICISIpUA B
nesaresibHOCTH. Konnu HaJI00HOCTH nexe 01-05
cT. 19 a
02-04 [Tpukasbr TE€HEPATILHOTO 75 ner DIIK
JUPEKTOpa IO JIMYHOMY COCTaBy cT. 196
(o npueme, HepEMCILICHHH,
YBOJIbHEHUU U JIp.)
02-05 ITpuxazbr TEHEPAIbHOIO 5 ner
JUPEKTOpa O MpPeloCTaBICHUU cT. 196
€KETOTHBIX OTLJIaYMBAEMBbIX
OTITYCKOB

HavaneHuk kanuemsipun

OTBeTCTBEHHBI 32 apXUB

A.O. bopoBuuka

K.E. TypumnHckas

19.12.2014

COI'NTACOBAHO
[Iporokon DK
0T 22.12.2014 Ne 3

Nrorosas 3anuchk 0 KaTeropusx U KOJIMYECTBE JIe], 3aBe/IeHHbIX B 2015 romy
B [TAO «bosnpurasg kamis

B Tom uucie:

OTMETKON
HSHKH

ITo cpokam xpaHeHus Bcero c
HepexoAsIIX

1 2 3 4




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

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

HToroBsie CBeCHMSI IEPEIAHBI B APXHUB

Cexkperapb J.b. 3a60xuHCcKas
26.01.2016

IIpakTuyeckoe 3ansaTue Ne 16

Tema 17. IloaroroBka J0OKyMEHTOB K Iepeaade HA apxXuBHoe XxpaHeHue. CpoOKHM XpaHeHus!
AOKYMEHTOB NpenpusiTus.

He.]'lb paﬁoTbl: HAaYy4YUTBCA MOAroTaBJIMBATH MJOKYMCHTBI K IICpEAad4€e Ha apXHMBHOC XPAaHCHUC.
O3HaKOMUTH CTYJIEHTOB CO CPOKAMH XPaHEHUsI JOKYMEHTOB Ha MPEIIPUATUH.
I[Hosicuenue k padore:

B cootBerctBuu ¢ u. 1 cr. 17 ®PenepanbrHoro 3akoHa ot 22.10.2004 N 125-®3 "O06 apxuBHOM
nene B Poccuiickoit denepanuu" opraHuzanuu 00s3aHbl 00ecHeunBaTh COXPAHHOCTh APXUBHBIX
JOKYMEHTOB, B TOM 4HCII€ JOKYMEHTOB IO JMYHOMY COCTaBy, B TE€YEHHE CPOKOB WX XpaHEHMS,
YCTaHOBJICHHBIX (pe/iepajbHbIMU 3aKOHAMH, UHBIMA HOPMAaTUBHBIMHU MPABOBBIMU akTamMu Poccuiickoit
®enepanuu (cM. TabIUILy), a TAKKE CIEAYIOUMMHI MEPEYHSIMH TUIIOBBIX aPXUBHBIX JTOKYMEHTOB:

- IlepeuHeM THNOBBIX YIPABICHUECKUX APXMBHBIX JIOKYMEHTOB, OOpa3yIOLIMXCS B Ipolecce
JESTeIbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CaMOYIMPAaBIEHUS U OpraHu3aluid, c
yKazaHHeM CpOKOB ux XxpaHeHus", yTB. [Ipmkazom MunkynsTypsl P® ot 25.08.2010 N 558 (cm.
yKazaresb BUAO0B JJOKYMEHTOB K HEMY);

- IlepeuHeM THNOBBIX ApPXMBHBIX JOKYMEHTOB, OOpa3yIOUIMXCS B HAy4YHO-TEXHMYECKOH H
IIPOU3BOJCTBEHHON JEATEIBHOCTH OpraHU3allui, C YKa3aHHEM CpPOKOB XpaHeHus, yTB. IIpmkazom
MunkynsTypsl PO ot 31.07.2007 N 1182 (cM. yka3zarenb K HeMY);

- IlepeyHeM THUNOBBIX JOKYMEHTOB, 0O0pa3yloluxcs B JESITEIbHOCTH T'OCKOMHTETOB,
MUHUCTEPCTB, BEAOMCTB M JPYTUX YUPEXKIACHUN, OpraHu3alui, NPEeANpUsaTHi, ¢ YKa3aHHMEM CPOKOB
xpanenus, yTB. ' maBapxusom CCCP ot 15.08.1988.

JInsi akIIMOHEpHBIX OOLIECTB CPOKHM XpaHEHMsS HMX JOKYMEHTOB orpeneneHsl [lomoxxeHneMm o
MIOPSI/IKE M CPOKAX XPAHEHHS IOKYMEHTOB aKIIMOHEPHBIX 001IecTB, yTB. [locranoBnennem OKIIb PO
ot 16.07.2003 N 03-33/mc.

Cpoku xpaHeHHs 0011epACTIPOCTPAHEHHBIX JOKYMEHTOB:

KanpoBble [0KyMeHTBI: IUTaTHbIE pACHUCaHUA — TIOCTOSIHHO;  IMOATBEPXKAAIOIINE
MpOMCIIECTBHE  HECYacTHOro  ciaydas — 45  jer; NOoATBEp)KIAalolMe  BO3HUKHOBEHHE
npoeCCHOHATBLHOTO 3a00JeBaHus — 75 JeT; JTUYHOE JesI0 pabOTHHKA — 75 JIeT; BCE JOKYMEHTHI,
Kacaroluecs AeATeIbHOCTH COTPYIHUKA IIPU OCOOBIX YCIOBHIX TpyAa — 75 JeT.

DuHAHCOBBIE TOKYMEHTBI: UMeIue HHHopMaIMio 00 MCUUCICHUH M yIUlaTe Hajloros — 4
rofia; MOATBEPKIAIOIINE PACXOAbI, IOHECEHHBIE B CBSI3U C 00YYEHHUEM COTPYAHHUKA — B TEUCHHE BCETO
cpoka 00y4eHus ILUTIoC emle 1 Tof, U He MeHee YeThIpeX JIeT; MOATBEPKAAI0NINEe 00bEeM EePEHECEHHBIX
Ha Oynyliiee yObITKOB — B TEUEHUE BCETO CPOKa, [TOKa Haloropas 0a3a yMEHbIIIAeTCs Ha IIEPEHECEHHBIN
yOBITOK; MOATBEPXKAAIOIIME PAacyeThl IO CTPaxOBBIM B3HOCAM BO BHEOIO/DKETHBIC (OHIBI — 6 JET;
ceprudukarsl D1 HY)KHO COXpaHATH ele 5 JIeT Mmocie 3aBEepIICHUs rofa, B KOTOPOM 3aKOHYHIICS
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cpok neiictBusi ceptudukara; npuHATEid B @PCC 1o kaHaiaM SJICKTPOHHOM CBSI3M pacyer,
BbINOIHEHHBIN B (popme 4-OCC, 1 KBUTAHIUS O €T0 MOIYYEHUH — 5 JIeT; OyXraaTepcKue JOKYMEHTHI,
PACKpBIBAKOIIME yY€T M OTYETHOCTh — 5 JIET; KaCCOBBIE YEKH, XKYpHaJbl KacCHpPa-ONEPALMOHHCTA,
HaKOMUTENW (UCKATBHOW TAaMATH, OJJIEKTPOHHBIE KOHTPOJIHBIC JICHTHI, Jpyrue  (HOpMBI,
MTOATBEPKIAIOIINE PACUEThl HAIMYHBIMU JIEHEXKHBIMU cpeacTBaMu — 5 neT; nacnopt Bepcun KKT — B
TEYEHHE BCEro CpPOKa, [T0Ka NacnopT AedcTBUTeNeH. CpOKM XpaHEHUs JOKYMEHTOB B OpPraHU3alluU B
HEKOTOPBIX CIy4asiX MOTYT ONPENEIAThCS HPUANYECKUM JIMLIOM CaMOCTOSTENIBHO, HO OHH HE MOTYT
OBITh MEHBIIIE CPOKOB, YKa3aHHBIX B 3aKOHO/ATEIbHBIX aKTaX.

[Ipy yHMYTOXXKEHHU AOKYMEHTOB COCTaBIIACTCSA aKT. YHU(PUIUPOBAHHONW (OPMBI AJi TaKOTO
polla aKTOB HE CYIIECTBYET, OH COCTaBJsieTCS B CBOOOAHON (opme, 3aKperieHHOH MPHUKA30M
pykoBonuTensi. B HeM JOKHBI OBITh 00O3HAYEHBI HE TOJBKO HAaUMEHOBAaHHME U BCE PEKBU3UTHI
OpraHu3alliy, HO TaKKe, OOBIYHO B BHJI€ TaOJUIIbl, YKA3bIBAIOTCS HAMMEHOBAaHUS JOKYMEHTOB (I€),
NEepuoJl, KOrJAa OHM ObUT CO3JaHbl, KOJMYECTBO JIMCTOB WJIM, €CIH OOBEM Jena MOoJ OJHUM
HAaUMEHOBAHHMEM BEJHK, TO KOJMYECTBO TOMOB. B 3TOM e akTe MOKHO J100aBUTH rpadbl HaKJIaTJHON
Ha nepefady-npueM J0KyMEHTOB Ul YHUUTOKEHHUS.

MuHuMaNbHBI CPOK XpaHEHHs] OyXTaJlTepCKUX TOKYMEHTOB - OAMH Toi. Takoil mepuon
MPELyCMOTPEH JIMILIb IS OTIEIbHOW KaTeropuu Oymar, KOTOpas BKJIIOYAET KOPPECIOHICHIIMIO C
COOTBETCTBYIOIIIMMHU OPraHaMH O BPEMEHHU IPEIOCTaBICHUs OTYETHOCTH. CpOK XpaHEHHUs KAaCCOBBIX
JOKYMEHTOB COCTaBJISIET IATh JieT. Kpome HUX, aHaIOrM4YHbII IeproJl BpEMEHU JOJIKHBI HAXOAUTHCS B
apxuBe U cleAyrolme OyMakHbIe HOCUTEIN:

1. bamancel 3a KBapTail.

2. OtueTsl OpraHu3allid 3a YETBEPTh T0/la C MPUKPEIUICHHBIMH K HUM OOBSACHUTEIHHBIMU
3aMHuCKaMH.

3. 'naBHas kHwura.

4. Bce mpOTOKOJIBI 3aceaHuil Mo 00CYXKIEHUIO, a TAKXKE YTBEPIKICHHUIO OAJTAaHCOB 3a KBAapTal U
OTUYETOB 3a TAKOM K€ MEPUOI.

5. [lTaxmaTHbBIE KypHAJIBI.

6. KaccoBble KHUTH U OIIpaBaaTeIbHbIe (IEPBUYHbIC) JOKYMEHTHI.

7. BenomocTu (000pOTHBIE M HAKOMUTENbHBIE) MO cUeTaM OajlaHca (KaKk aHAIMTUYECKUM, TaK U
CUHTETHUYECKUM).

8. Bce MOKyMeHTh BHECHCTEMHOrO, a TaKXe CHCTEMHOro Yydera (KOHTPOJIbHBIE U
BCIIOMOTaTeNIbHbIE KHUTH, )KypHaJIbl, KAPTOTEKH).

9. AKTBI NIPOU3BEACHHBIX PEBU3UNM (PMHAHCOBOIN M XO3SMCTBEHHOHN AESITEIbHOCTH KOMIIaHUH, a
TaK)K€ BCEBO3MOJKHBIE IEPBUYHBIE MAaTEPUAIIBI K HUM.

10. KapTouku, KapTOTEKH ¥ KHUTU MO OMEepalUsM C MOAOTYETHBIMH JINLIAMHU.

He meHee necsaTH JIeT NOJKHBI XPaHUTBCS:

1. bamaHchl, a Takxke OT4YeThl OpraHm3zauuu 3a roj. K HUM o00s3aTenbHO AOJKHBI MpUiIaraTbes
OOBSICHUTEIIbHBIE 3aITHCKH.

2. Onucu UHBEHTApSI.

3. banaHchl IepeaTOYHOrO U Pa3AeIUTENIBHOTO XapaKTepa.

4. CnuunTenbHBIE BEJOMOCTH.

5. banancel TMKBUAAIMOHHOTO XapakTepa. K HUM B 0053aTeIbHOM MOPSAKE JTOJKHBI PUKIIAIbIBATHCS
OOBSICHUTENbHBIE 3aMCKH U TPOYNE MPUITOKECHHUS.

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

7. IlpoTOKOMBI 3aceAaHmii, HA KOTOPBIX paccMaTPUBAIIUCH JIMOO yTBEPKIaIuCh OadaHChl U OTYETHI 3a
rOJI0BOM MEPHUO.

8. BceBo3MokHbIE MaTepHalibl, coJepKaliie B ceOe CBEAEHMsI 10 MHBEHTapH3alMU COOPY>KEHUH,
3aHUN.

9. Ilporokoisbl 3acegaHuid, HAa KOTOPBIX PACCMATPUBAIM CIMYHUTEIbHBIE BEIOMOCTH MPOLECCOB
WHBEHTapHU3al1H.

IloaroroBka 10KYMEHTOB K Iepeaaye Ha AapXUBHOE XpPaHEHHe.

[TonroToBka TOKYMEHTOB K XPAaHEHUIO SIBISIETCS HEOOXOAMMBIM 3TArloM B Ipolecce Mepeaadu
TOKyMEHTOB B apxuBHble (oumbl. CormacHo 3akoHomarenbcTBY Poccumiickoit ®Depepannm, Bce
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JOKYMEHTBbl KOMIIAHUM JIOJKHBI IPOMTH COOTBETCTBYIOILYIO 00pabOTKY, MPEXIe YeM MOCTYNHUTh Ha
apXUBHOE XpaHEHUE.

ITonroToBka TOKYMEHTOB K XPaHEHUIO SIBISETCS HEOOXOAMMBIM 3TalloM B IIpoLEcce Nepeadu
JIOKYMEHTOB B apxuBHble (ouabl. CorinacHo 3akoHoAarenbcTBY Poccuiickoit deneparuu, Bce
JOKYMEHTbl KOMITAHUM JIOJKHBI IPOMTH COOTBETCTBYIOILYIO OOpabOTKY, IPEXkae YeM MOCTYIHUTh Ha
apXMBHOE XpaHEHUE.

ITonroToBka JOKYMEHTOB K XPaHEHHIO HEOOXOAMMa HE TOJBKO Ul OOeCHeueHMs XOpollen
COXPAaHHOCTHU JOKYMCHTOB, HO U IJIA TOrO, yTOOBI M30€XKaTh aHMHHHCTpaTHBHOﬁ OTBCTCTBCHHOCTU U
mTpadoB, CBI3aHHBIX ¢ HEKAYECTBEHHON MTOJITOTOBKOH IOKYMEHTOB K XpaHEHHUIO.

JTanbl NOATOTOBKH I0KYMEHTOB K XpPaHEHHUIO

1. DxkcnepTHU3a HEHHOCTH:

[IepBbIil 3Tanm NOArOTOBKM JTOKYMEHTOB K XPaHEHHUIO 3aKIIIOYAETCS B MPOBEIECHUU HKCIIEPTU3BI
[IEHHOCTU JIOKYMEHTOB. DKCIEPTH3a IICHHOCTH HEO0OXOauMa JUISi TOTO, YTOOBI BBISIBUTH JTOKYMEHTHI,
KOTOpPBbIE MOJJIEKAT JAIbHEHMIIEMY COXPAHEHUIO WJIA YHUUYTOXEHHIO. C 3TOH LEIBI0 COCTABIISIETCS
ONUCH JIE]l ¥ ONIUCH JTOKYMEHTOB €.

B HeOonplmux KOMMAHUAX C MPOLEAYpPOW MOATOTOBKH JAOKYMEHTOB K apXMBHOMY XPaHEHHIO
MOXKET CIIPaBUTHCS aAPXUBAPUYC WM YIOJIHOMOYEHHOE JHUIO. [ TOoro 9roObl MOArOTOBHTH
JOKYMEHTBhl B KPYIHBIX apXHMBaX, 4alle BCEro HEOOXOAMMa MOMOIIb BBICOKOKBATU(UIIMPOBAHHBIX
CIICLIMAJIMCTOB U3 APXHUBHBIX KOMITAHUIA.

2. OmnpenejieHue MeCcTa XpaHeHHUsI JOKYMEHTOB

Ha nanHom sTame HY)XKHO YCTaHOBHTH MECTO Ui XpaHEHHUS TOKyMEHTOB. Cpelu BO3MO>KHBIX
QIBTEPHATHB: XpaHEHUE JOKYMEHTOB B odmce, cmava JOKYMEHTOB Ha BHEO(PHUCHOE XPaHCHHE H
CO3JIaHKE AIIEKTPOHHOTO apXHBa.

3. XpaHeHue JOKYMeHTOB B oduce

s Toro 4toObl MOJArOTOBUTH JOKYMEHTHI Ui XpaHEHUs B oduce, HEOOXOAUMO I'pPaMOTHO
OpPraHMU30BaTh ApPXMBHOE MPOCTPAHCTBO M 0OOECIEUUTH COOTBETCTBYIOIIMN TEMIIEPATYPHBIN PEKUM.
Taxoke Ha TaHHOW CTaZMU HY)KHO M03a00TUTHCS O 3aKYNKE apXMBHBIX CTEJUIaXKeH, apXUBHBIX KOPOOOB
u nanok. Kpome Toro, Hy>)kHO 3apaHee 1m03a00THUTHCS O TOM, YTOOBI Jejia JOJKHBI ObUTH MPOIIUTH U
neperieTeHsl. Hu B KoeM cilydae Henb3sl yIakoBBIBATH JOKYMEHTHI B IOJUAITUICHOBBIE NAKETHI, TaK
KaK 3TO YMEHbILAeT COXpaHHOCTh Oymaru. Bo Bpems QopmupoBaHusi apxuBa Manku U KopoOa
MOJITMCHIBAIOTCS, U CaMble BaXKHbIE MOCTaBUTh TaK, YTOOBI B cilydae HEOOXOJUMOCTH OOECIeUYHUTh
OBICTPBII TOCTYN K HUM.

4. Cpaya 10KYMEHTOB Ha BHeO()HCHOE XpaHeHue

Ilepenaua NOKyMEHTOB Ha BHEO(PHMCHOE XpaHEHHME 3aKJIIOYAeTCs B BbHIBO3E JOKYMEHTOB B
XpPaHWINILE CTOPOHHEH apXWUBHOM KoMmmaHuU. [IoAroroBka JOKYMEHTOB K XPaHEHUIO B JaHHOM
cllyyae MHUHUMaJlbHa, MMOCKOJbKY OTBETCTBEHHOCTb 3a 3TO OepeT apxXuBHas KoMIaHus. [J1aBHOE BO
BpeMsl TMEpPEeBO3KH — COXPaHUTh BCE NOKYMEHThl B Hainuuuu. llogpoOHee uywmraiite BHeoducHoe
XPAaHEHHUE TOKYMEHTOB.

5. Co3naHue 3J1eKTPOHHOI0 apXUBa

[Ipu BBIOOpE SIEKTPOHHOTO apXMBa Kak CIOco0a XpaHEHUs JOKYMEHTOB 3aTpaThl KOCHYTCS
CKaHMPOBaHUsI JOKYMEHTOB. Ha OCHOBE CKaHWPOBaHHBIX 00Pa30B CO37aeTCs 0a3a MaHHBIX C CUCTEMOM
norcka. [loaroToBka JOKYMEHTOB K apXUBHOMY XpaHEHHUIO OyJIEeT 3aKIII0YaThCs B 0TOOpE TOKYMEHTOB
Ha ckaHupoBaHue. [locne 3Toro yke mporpaMMHUCTBI CO3JAI0T 0a3y JaHHBIX C YAOOHOW W OBICTPOI
CHCTEMOM ITOMCKA.

ITopsinok npoBeeHUst 3AHATHS
CryaeHTam mpejyiaraeTcs MpOBECTH JaHHYIO PabOTy C MOMOIIBI0 OOCYKICHHS MHUCbMEHHBIX
pedepaToB Ha CiIeayoNue MPeI0KEHHbBIE TEMBbI:
1. «CnpaBouHo-ITpaBOBBIE CUCTEMBI Poccuny,

2. «DopMUpOBaHHE U XpaHEHHUE T,

3. «ApxuBy.
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Bonpocs! 1Jisi mpoBeeHHs1 cO0eceT0OBAHUS:

1.
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-
©

11.

12.
13.
14.
15.
16.
17.

18.

19.
20.

OreHKa 3HaYMMOCTH JOKYMEHTOB U CPOKH MX XPAHEHHUS.

Busl apXMBHBIX JOKYMEHTOB.

[ToaroroBka e 115l Ciayv B apXuB.

ObecneueHre COXpaHHOCTH TOKYMEHTOB.

OCHOBBI 3aKOHO/IaTENBCTBA [10 APXUBHOMY JIENTY.

XpaHeHHe U y4eT apXUBHbBIX JOKYMEHTOB.

KommiiekroBanue apXxuBOB apXUBHBIMU JOKYMEHTaMH.

JlocTyn K apXMBHBIM JOKYMEHTAM U UX UCIIOJIb30BAHHUE.

Kak ocymiectBisiercs cuctemaTu3anus ¥ XpaHeHHEe JOKYMEHTOB B OpraHu3anuu’?

Yro Takoe [1ei0, C TOYKM 3peHus JoKyMmMeHToBeaeHus? [lpuBenute mnpumepsl e,
XpaHAIIUXCSA B OpraHU3aI|H.

Packpoiite coxepkaHue TMOHATHS «HOMEHKIAaTypa nem». Kakoe JOKHOCTHOE JMIO B
OpraHM3alKi OTBEYAET 32 COCTABIICHUE U BBE/ICHUE B JAEMCTBHE HOMEHKIATYPHI /1€
KakoBbI peKBU3UTHI HOMEHKIATYPHI A€?

KakoBa cozpeprkaTesibHasi 4aCTb HOMEHKJIATYpbI J1e1?

Kaxue npusHaku 3aBeieHUs [ies1a UCIIOIB3YIOTCS TP (pOpMHUpPOBaHUM J1€0?

KaxoB ocHOBHOI ipuHLIUIT (POPMUPOBAHUS JOKYMEHTOB B Jiea?

Kakne HopmaTuBHBIE TpeOOBaHM HEOOXOAMMO COOIIOAATh PU (POPMUPOBAHUM J1€17

Yro Takoe sKcrepTU3a UEHHOCTH JOKYMEHTOB, M KaKH€E JOJKHOCTHBIE JIMIA B OpraHU3aluy
3aHUMAIOTCS €€ MPOBEACHUEM?

Kakue HOpMaTHUBHBIE aKThl PETYJIUPYIOT MIPOBEIECHUE IKCIEPTU3bI LIEHHOCTH JOKYMEHTOB B
opraHu3anuu?

UYro sBseTCs pe3ysIbTaTOM IIPOBENECHUS IKCIIEPTU3BI IEHHOCTU JOKYMEHTOB OpTraHU3alun?
Kak ocymecTBisieTcss MNOArOTOBKAa /€l K apXUBHOMY XpAaHEHHI0 B COBPEMEHHBIX

opraHu3anusx?

3aaHus /151 BHINOJHEHNUS] HA MPAKTUYECKOM 3aHATUM (HA BBIOOP):
1.CocTaBuTh IMYHOE AEJI0 COTPYAHHUKA U TOATOTOBUTH €T0 JJI CJaYH B apXUB.

2.CoCTaBUTh OIUCH HaxoAdmuxcs B JIMYHOM ACIIC JOKYMCHTOB.

3.H0}1FOTOBI/ITI) AKT IMpUucMa-nepeaadun JUIHbIX ST B ApXUB.
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