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Metoauueckne yKkasaHusl I OpakTUYecKuX 3aHATud no gucuumiunHe «IIpaBoBoe mu
JTOKYMEHTAIIHOHHOEe o0ecrieyeHue YIPABJIEHUI» COCTABICHBI B COOTBETCTBHH ¢ TpeboBaHusIMU PI'OC
CIIO x moaroTroBKe BBINTyCKa I TMOJy4YeHUs KBanudukanuu Oyxraarep. IlpennasHadyeHsl s
CTyeHTOB, oOyvaromuxcs mo crenuansbHocT 38.02.01 DxonoMHMKa m OyXrajrepckuid yder (1o
0Tpacjsim).

B meroanueckux yka3zaHUSX JJIs BBIIOJHEHUS NIPAKTUUECKHUX 3aHSITUN COAEp)KaTcs LETU U 33]a4d
MIPaKTUYECKOH paboThl, HOpMYIHpPOBKa 3aJaHMs, OCHOBHOE COJEpKaHHME IO IMPOBEICHUIO PAalOTHI, a
TaK)K€ PEKOMEHyeMasl JUTepaTypa.

Paccmotpeno nHa 3acenanuu [TIK komnemxa [Isturopckoro uncruryra (punnana) CKOY

[Tporoxomn Ne 8 ot «22» mapra 2021 T.
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HosicHUuTeEIbHASA 32N CKA

MeTtoauyeckie peKOMEHIAIMN MPU3BaHbl OKa3bIBaTh MOMOIIb CTYACHTaM B W3YYEHHH OCHOBHBIX
MOHATUH, WAEH, TEOPUA M TMOJOKEHUW JUCHUIUIMHBI, HW3YyYaeMbIX B XOJE KOHKPETHOTO 3aHSTHS,
CHoCcOOCTBOBATh Pa3BUTHIO MX YMEHHI, HABBIKOB M MPO(eCCHOHAIbHBIX KOMIETeHIMH. MeTtonnyeckue
PEKOMEH/IAIMU TSI BBIIOJIHCHUS MPAKTUYECKUX PabOT MpelHa3HAYeHBI ISl CTYACHTOB CIEIUAIBHOCTH
CIIO 38.02.01 Ixonomuxa u oyxzanmepckuii yuem (no ompaciam).

OcoOeHHOCTBIO O0OyuYeHUsl SBIISICTCS HEpa3pblBHAS CBSI3b TEOPUM U TMPAKTUKH IO MPUBUTHIO
CTYJCHTaM HaBBIKOB B pabore. Ocoboe 3HauUeHUE AJIsi YCBOCHUS COJEPKaHUs AUCLUILIMHBI U TPUBUTHUS
MPAKTUYECKUX HABBIKOB HMMEET MpaBUIbHAS M YETKas OpraHu3allis MPOBEICHUS W BBIMOJTHCHUS
CTYJCHTaMHU MPAKTUUYECKUX paboT ¢ TpeOyeMOoil TOYHOCTHIO MO/ KOHTPOJIEM IIpernojaBaTelis.

[Tepen HauaIOM BBIMOJHEHUS KaXKIOW PaOOTHI CTYIEHTHI JOKHBI 03HAKOMUTBCS C €€ OCHOBHBIMU
MOJIOKEHUSMH, TOPSIKOM  BbIOJMHEHUs paboThl. [lociie BbIMOMHEHUS MPAKTUYECKOW pabOThI
HE00X0IMMO MPOU3BECTH 00PAOOTKY Pe3yIbTaTOB U ClIeTIaTh HEOOXOIUMBIC BHIBOJIBI.

Lenbto nmpakTUyYecKuX padOT yyaluxcs SBJSETCS OBJIAJCHUE OCHOBHBIMU 3HAHUSIMH, YMEHUSAMU U
HaBbIKaMU B cooTBeTcTBHU ¢ TpeboBanusiMu PI'OC mno cneumansuoctu CIIO 38.02.01 DxoHOMUKA M
Oyxraiatepckuii yueT (1o oTpacisMm).

Ilenvto usyuenus OucyunauHsl SBISCTCS TOTYYCHHE TCOPETHYCCKHX 3HAHUN M TPAKTHUSCKUX
HABBIKOB B 00JAacTU OpraHU3aluu JEJONPOU3BOJICTBA U JOKYMEHTOOOOpPOTa Ha MPEANpPUATHAX BCEX
(hopM COOCTBEHHOCTH.

B pe3ynbrate ocBoeHUS y4eOHOM NUCHUTUIMHBI 00YYarOMIHICS JOMKEH YMeTh!

— o(opMIIATH TOKYMEHTAILIUIO B COOTBETCTBUH C HOPMAaTUBHOM 0a30i, B TOM YHCJIE C UCIOJIb30BAHHEM
WH(OPMAIMOHHBIX TEXHOJIOTHH;

— OCBaMBaTh TEXHOJOTHH aBTOMATH3UPOBAHHOW 00pabOTKH JOKYMEHTAITUH;

—  WCMOJB30BaTh YHUPHUIIUPOBAHHBIC (DOPMBI JIOKYMEHTOB;

—  OCYIIECTBIISITh XPAHCHHUE U TIOUCK JOKYMEHTOB;

—  HCIOJIh30BATh TEICKOMMYHUKAIIMOHHBIC TEXHOJIOTHH B AJICKTPOHHOM JOKYMEHTOO0O0POTE;

- HCIOJb30BaTh HEOOXOIMMBIC HOPMATHUBHEIC IOKYMCHTHI;

- 3aIMIIATh CBOM MpaBa B COOTBETCTBUU C TPAXKAAHCKHUM, TPAXKIAHCKO-TIPOLIECCYATbHBIM U TPYIOBBIM

3aKOHO/ATEITHLCTBOM;

- aHANM3MPOBATh W OLIEHWBATH PE3YyIbTAThl U MOCIEACTBUS ACATEIBHOCTH (Oe37eCTBHsI) C MPaBOBOM

TOYKH 3PCHUS.

B pesynbrare ocBoeHus yueOHON AUCHUIUIMHBI 00YYarOIUIiCs JODKEH 3HATh:

—  TIOHSATHE, LIEJH, 33J]a4d ¥ IPUHIUIIBI 1€JT0NPON3BO/ICTBA;

—  OCHOBHBIE TIOHATHS TOKYMEHTAIIMOHHOTO 00eCTICUeHH sl YIIpaBICHUS;

—  CHCTEeMBI IOKyMEHTAIIMOHHOTO 00ECTIeYEeHHUs YIIPABICHHUS,

—  KJIaccu(pUKAIMIO JOKYMEHTOB;

—  TpebGoBaHMs K COCTaBICHUIO U 0(OPMIICHHIO TOKYMEHTOB;

—  OpraHm3aiuio JOKYMEHTOOOOpOoTa: TMpueM, o00padOTKy, pErucTpaluilo, KOHTPOJb, XpaHEHHUE
JOKYMEHTOB, HOMEHKJIATypy JIeJ;

- ocHoBHbIe nonoxkenus Koncrurynun Poceniickoit ®eneparuu;

- IpaBa ¥ cBOOOJBI UeIOBEKa U rpa)IaHNHA, MEXaHU3MbI UX pealn3alluy;

- OCHOBBI TIPABOBOTO DPETYJIMPOBAHHUS KOMMEPUYECKHMX OTHOMICHHH B cdepe MmpodheccHoHATbHO

NeSTeNbHOCTH;

- 3aKOHOJIATENbHBIE aKTHl M APYTrde HOPMATHBHBIE JOKYMEHTHI, PETYIUPYIOIIUE MPABOOTHOIICHUS B

npoiiecce Npo(ecCHOHANBHOMN NesITeTbHOCTH;

- OpraHHM3alHOHHO-TIPABOBbIC ()OPMBI FOPHINICCKUX JIHII,

- NIPaBOBOE IMOJIOKEHHE CYOBEKTOB MPEANPHUHUMATENBCKON JAeITEIbHOCTH;

- TpaBa U 00s3aHHOCTH paOOTHUKOB B cpepe MpodhecCHOHATHHOU IeATeTFHOCTH;

- MOPSAJOK 3aKJIFOYEHUS TPYIOBOTO JI0TOBOPa U OCHOBAHHUS JJISl €T0 MPEKpaIeHUs;

- MpaBujIa OIUIAThI TPYA;

POJIb TOCYIaPCTBEHHOTO PETYIUPOBAHUS B 00€CIICUEHUH 3aHATOCTH HACEICHNUS;

- IPaBO COLMAIBHON 3aIUTHI TPAXKIaH;
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- TOHSTHE TUCIUIUIMHAPHON U MaTepPUAIbHON OTBETCTBEHHOCTH PaOOTHHKA,
- BU[bI AIMUHUCTPATUBHBIX MPaBOHAPYIICHUN U aIMUHUCTPATUBHON OTBETCTBEHHOCTH;
- HOPMBI 3alIUTHl HAPYIIIEHHBIX MPaB U CYACOHBIN MOPSIIOK pa3pelieHus CIIOPOB.

[IpakTuueckue 3aHATHSA MPOBOJATCS Cpa3y IOCJIe OKOHYAHHS M3YYEHUS COOTBETCTBYIOILEH TEMbI
JUCHUILIMHBI OJTHOBPEMEHHO CO BCEU TPYIION MOJI pyKOBOACTBOM npenojaBarens. [lepen nposeaeHuem
MPAKTUYECKUX 3aHATUH HEO0OXOJUMO O3HAKOMUTH CTYJIEHTOB C OOIIMMHU 3aJadyaMH 3TUX 3aHATH,
MOYEPKHYTh, 9YTO BHUMATEILHOE, OCO3HAHHOE BHITIOJHEHHE PaOOT Ha MPAKTUYECKUX 3aHSATHSIX [TO3BOJIHT
3aKpEeNUTh TEOPETHUECKUN MaTepuai, MPHOOpecTH OIpe/iejeHHbIe HaBbIKM U YMEHHUA, KOTOpble OYyIyT
HEOOXOIMMBI B TIPAKTHYECKOHN JEATEILHOCTH Ha MPOU3BOJICTBE MPHU MPOXOKICHUU MPAKTUKH, a 3aTEM B
nepuo paboThI IOCIIe OKOHYAHUS KOJIIeIXkKa.

Hakanyne mnpoBeaeHUS NPaKTUUYECKOTO 3aHATHUS HEOOXOAMMO JaTh JIOMallHee 3aJaHue Ha
MOBTOPEHHE TEOPETUYECKOTr0 MaTepuayia, 3HAaHHE KOTOPOTO HEOOXOAMMO [UIsi CO3HATEIhHOTO
BBITIOJTHEHUS CTYJIEHTAMU pabOT HAa TpaKTHYeCKOM 3aHsATHH. CTyleHTaM HYXHO COOOINUThH, KaKue
MPUHAJICKHOCTH M MHCTPYMEHTHI OHU JIOJKHBI MMETh IpPH BBIMOJIHEHHH pabOT Ha MPaKTUYECKOM
3aHsTud. [IpakTrueckue paboThl MOTYT BBITIOTHATCS ¢ UCIIOJIB30BAaHUEM KOMITBIOTEPHOTO 000PYAOBAHHUS.

B nHauane kaxaoro 3aHATUS HEOOXOAMMO KpAaTKO IOBTOPUTh HEOOXOIUMBIM TeOpeTHUECKU
Marepual, Mocjie Yero NPUCTYUTh K BHITTOJIHEHUIO paloT.

B mporecce BbimonHeHus: paboT Ha MPAKTHUECKOM 3aHATUU W JOMAIIHUX 3aHSATHH CTYAECHTHI
JOJDKHBI BecTH 3amucu Ha juctax ¢opmara A4 B coorBercTBuU ['OCT. Ilocne mpoBeneHus: KaxIoro
3aHATHUS 3alMCU CHAIOTCA MPENoAaBaTeNio Ha MPOBEpKYy. B mpoiecce u3ydeHUs TEOPETHUECKOTO
Marepuaiga U BBIIOJHEHHUS CTYJACHTAMHU NPAKTUYECKUX PAOOT MO AUCIUIUIMHE Y YYalIUXCs JIOJDKHBI
HAKaIJUBaThCS MAKEThl 3aMOJIHEHHBIX WMHU JOKYMEHTOB, KOTOpbIE COOMpAIOTCS B OTACIBHYIO MamKy-
CKOpPOCIIMBATEh U HA MOMEHT PYOSKHOTO KOHTPOJIS TOJKHBI OBITh TIPEIOCTABIICHBI IPEIOIaBATEII0 Ha
MIPOBEPKY B MOJIHOM OOBEME.

B ciydae mporycka cTyIeHTaMu MPAKTUYSCKOTO 3aHSITHS OHH O0s3aHBI OTPa0OTaTh 3TO 3aHITHUE B
yKa3aHHOE MPernoaBaTesieM Bpemsl.



1. INTAHBI IPAKTUYECKHUX 3AHSATHAN

IIpakTnueckoe 3ansaTne Ne 1

Tema 1. OcHOBHBIE NOHATHS JOKYMEHTALMOHHOIO o0ecnevyeHnsi ynpaBJieHU sl

He.ﬂb paﬁoTbI: IIOMOYb Yy4YalluMCA ONPCACINTL 3HAYCHUC AUCHUILINHBI «I[OKyMeHTaIII/IOHHOC

o0ecrneyeHue ynpaBJeHHUs» U OCBOUTb OCHOBHBIC MIOHATHSI, TEPMUHOJIOTMYECKUH arlrapar.
Bomnpocskl 1u1st 00Cy:KIeHUsI HA TPAKTHYECKUX 3aHATUAX:

1.

© N o g B~ DN

Omnpenenenne NOHATH IEIONPOU3BOACTBA. Lleny u 3agaun IUCIUIITHHEL.
JIOKyMEHTUPOBaHHUE.

Opranu3zanys paboThl C TOKyMEHTaMHU.

Jokymentoobopot. Madopmarusi.

JokymenT. OdunmanbHbie JOKYMEHTHI.

KOpuaunueckast cuna 10KyMeHTa.

Cucrema 1OKyMEHTAIIUH.

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

Ipennaraemple 1Jisi 00Cy:K1eHUs TeMbI pedepaToB:

1.
2.
3.

«HCTOpI/IquKI/Ie 9TaIlbl ACJIOIIPOU3BOACTBA B Poccuny
«HGHOHPOI/ISBOI[CTBOZ BUYCpa U CCTOOHA»

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

Bonpocs! 1Uisi MpoBeaeHUsI coOece10BAHMA:

1.
2.

© o N o

KakoB npeaMer 10KyMeHTaIllMOHHOTO 00ecTedeHus yIpaBaeHus?

Kak cBsf3aHO JOKyMEHTalMOHHOE OOecHedYeHHe yIOpaBlIeHUss C JOKYMEHTOBEJACHHUEM,
JIeJIONPOU3BOJICTBOM, ApXUBOBEACHUEM?

Kakyto ponb wurpaer JOKyMEHTAIl[MOHHOE oOecreueHHe B YIPaBICHHMH COBPEMEHHBIMHU
opraHu3anusMu?

Kakue HopMaTUBHO-IIPABOBBIE AKTHI PETYIUPYIOT JOKYMEHTAI[MOHHOE O0ecTeueHNe yIpaBieHus?
KakoBa mpaktuyeckass 3HAUMMOCTh Y4EOHON AMCLUUIUIMHBI «JOKYMEHTAllMOHHOE OOecreueHue
YIIpaBICHUS»?

JlaTp onpeneneHue NOHATHUS I0pUANYECKas CUila JOKYMEHTA.

PackpsITh crucTeMy JOKyMEHTAIUK.

JlaTpb onpeneneHne MOHATUS CTaHAAPTU3ALIMS?

Jlatb onpenenenre NOHITUS YHU(PUIIUPOBAaHHAS CCTEMa JOKYMEHTAIH?

IIpakTuyeckoe 3ansiTue Ne 2
Tema 3. O0mme HOPpMBI M IPaBHJIAa 0(pOPMIICHHS TOKYMEHTOB.
BiaHkH 10KyMeHTOB U TPeGOBAHUS K HUM.

Heap paGoTbl: M3y4yuTh PacMoOiIOKEHUE PEKBU3UTOB W TpaHUIBl 30H Ha (opmare A4 yrioBoro u
npoaonbHoro OmankoB cormacHo 'OCT P 6.30-2003 «YHupuuupoBaHHas cucTeMa OpraHU3al[MOHHO-



pacropsauTeabHON ToKkyMeHTauuu. TpeboBaHus K 0pOpMIICHHIO JOKYMEHTOBY
Ilopsinok npoBeeHusi 3aHATHUS:

B Hauane 3aHATUS cIeAyeT O3HAKOMHUTBCS CO CXEMaMHU pPaclOJOXEHUS PEKBU3UTOB
OpraHU3alMOHHO-PACTIOPSAUTEIBHBIX JTOKYMEHTOB ((hOpMYISIpbl) YIJIIOBOIO M IPOAOJILHOTO OJIaHKOB
¢dopmaroB A4.
3aganue:

Ha nucte ¢popmara A4 n300pa3uTh CXEMBbI PACIIONIOKEHHS PEKBU3UTOB U TPAHUIIBI 30H Ha (hopMmaTte
A4 yraooro u mpogosibHoro 6mankoB cornacho 'OCT P 6.30-2003 «YHudunupoBaHHas cucTeMa
OpTraHU3aIOHHO-PACHOPSIAUTENBHON JOKYMEHTAH. TpebGoBaHus K OOPMIICHHIO TOKYMEHTOB.
Bomnpocsl 11 npoBeieHus1 codeceJ0BAHUSA:

1. /[laiite ompezneneHue MOHATHUS «OPraHU3ALMOHHO-PACIOPSAUTENbHBIA JoKkyMeHT» (OPJl) u

MPUBEINUTE KIACCH(PUKAIIUIO ATOTO BUJIA IOKYMEHTOB.
2. Ilepeuncnure coctaB pexkBuszutoB OPJ] mo I'OCT P 6.30 — 2003.
3. Uro Takoe «OJaHK TOKYMEHTa» U KaKhe BUIbI OJIaHKOB BbI 3HaeTe?
4. Kakuwe BapuaHTBl pa3MCIICHUS HAa OJIAHKE IOCTOSIHHBIX PEKBU3HTOB BBl 3HaeTe? KakoBbI

0cobeHHOCTH UX 0(hOpMITCHUS?



CXEMBbI PACIIOJIOXKEHUA PEKBU3UTOB JOKYMEHTOB Pucynox 1 - Pacnonoxenue
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PEKBU3UTOB U I'paHUIIBI 30H Ha Gpopmare A4 yrioBoro OjaHka
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Pucynok 2 - Pacniono)xeHne peKBU3UTOB U TpaHUIIbI 30H Ha (hopmare A4 mpooipHOro O1aHKa

IIpakTuyeckoe 3ansaTue Ne 3
Tema 4. TOCT P 6.30-2003. PexBU3UTBI U X NPeIHA3ZHAYCHHE




Heab padoThl: U3yueHHE OCHOBHBIX HOPMATHUBHO-METOUYECKIX MAaTepHAIIOB, COJIEPKaIINX MMpaBuia
JOKYMEHTAI[MOHHOTO O0ECTICUeHUS ACSITeIbHOCTH; PEKBU3HUTHI IOKYMEHTOB U UX 0OpPMIICHHE.
3apanue: Ha guctax Gopmara A4 opopmMuTe PEKBU3HUTHI JOKYMEHTOB, npemycmorpeHHbix ['OCT P
6.30-2003.
Bomnipocsl 11 npoBeieHUs codece0BAHUA:

1. Kaxoro naznauenue 'OCT P6. 30-2003?

2. TloHsATHE: «PEKBU3UT» JOKYMEHTA.

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

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

5. Kakue pexkBU3UTHI UCTIOIB3YIOTCS B 3ar0JIOBOYHON YaCTH OPraHU3allMOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB?

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

7. Kakme  pEKBU3HTHI  HCIOJNB3YIOTCS B OQOPMIISIIOIICH  YacTH  OpPTraHHU3AIMOHHO-

pPacnopAaANTCIbHBIX ,Z[OKYMGHTOB?

IIpakTuyeckoe 3ansitue Ne 4

Tema 5. OpranuzanuoHHbie J0KyMeHTbl. Buabl, Ha3HaYeHHe, NpaBuJia 0popMJICHUS
Leanb paGoThl: MPHOOPECTH HABBIKK B COCTABICHUH U OPOPMIICHHH PEKBU3UTOB OPraHM3alMOHHBIX
nokyMeHToB, pykoBoAcTBYysich ['OCT P 6.30-2003 «YHudumupoBaHHasi cucreMa OpraHM3al[MOHHO-
pacnopsAUTENbHON JoKyMeHTauu. TpeboBaHus K 0POPMIIEHUIO TOKYMEHTOBY.
ITopsinok npoBeneHust 3aHATHS:

B Hawane 3aHATHS clenyeT TOBTOPUTH  MOPSJIOK  COCTaBiIeHUS U odopmiieHus
OpPraHMU3alMOHHOIO TOKYMEHTA «/[0JKHOCTHAS MHCTPYKLUS».
3aganue Nel:

CocTaBuTh JIOJKHOCTHYIO UHCTPYKLUIO JUIS Oyxranrepa 3A0 «JIUPA»
[TaBmoBa H.A., gupextop ¢upmbl CroupunoHoB A.B., ocTaJbHBIE PEKBU3UTHI  YKAXKHUTE
CaMOCTOSITENIBHO.

Obpasey

HAMMEHOBAHUWE OPITAHU3ALIUN YTBEPXIAIO
WNHnekc npeanpusitus CBsI3u,
MOYTOBBIN aapec,

No tenedona, pakca u T.1. N.0. Gamumus

PYKOBO)II/ITeJ'IB opranmsanvu

« » T.

JOJDKHOCTHA S MHCTPYKLIMA
« » 20 r. Ne

Oyxranrepa

10



1. OBIIUE ITOJIOXEHUA

1.1. Hacrosimasi 1OJKHOCTHASE MHCTPYKIUS OIpeaenseT pyHKIHOHAIbHbIE 0043aHHOCTH, MpaBa
Y OTBETCTBEHHOCTH Oyxranrepa " " (nanee - "opranuzauus").

1.2. Byxranrep Ha3HayaeTCs Ha JIOJDKHOCTb M OCBOOOXKIAETCSI OT JOJKHOCTH B YCTaHOBJICHHOM
JEWCTBYIOIUM TPYAOBBIM 3aKOHOIATEILCTBOM HOPSIJIKE IPUKA30M PYKOBOAUTEIS OPraHU3aIUH.

1.3. bByxranTtep noI4nHsETCS] HEIOCPEICTBEHHO OpraHH3aIliH.

1.4. Ha nomkHOCTh OyXrajaTepa Ha3HA4aeTcs JIMIO, MMEIOIee:

1.4.1. byxrantep | kareropum: Bbeiciiee MpodeCCHOHATBHOE (IKOHOMUYECKOE) 00pa3oBaHuEe U
CTaxk paboThl B oJKHOCTH Oyxrantepa Il kareropuu He meHee 3 Jer.

1.4.2. Byxranrep Il kateropuu: Beiciiee mpopeccuoHanbHoe (3KOHOMHYECKOe) 0OpazoBaHue 0e3
MpenbsBICHUS TpeOOBaHUM K cTaxy paboThl WM cpefHee MNpodeccHoHaIbHOE (IKOHOMUYECKOE)
o0Opa3zoBaHMe U CTax pabOTHI B TOJDKHOCTU OyXranTepa He MeHee 3 JIeT.

1.4.3. byxranrep: cpeaHee mnpodeccuoHanbHOEe (IKOHOMHYECKOe) oOpa3oBaHue O3
npeabsBIeHUsT TpeOOBaHMN K CTaXy pabOThl WM CIEIHAIbHYIO MOJATOTOBKY IO YCTaHOBJICHHOW
MporpaMMe U CTaK paboThI MO y4eTy U KOHTPOJIIO HE MeHee 3 JIeT.

1.5. byxranTep 10JKEeH 3HATh:

- 3aKOHOJATENIbHbIE AaKThl, IIOCTAHOBJICHUS, PACIOPSDKEHUS, TPUKa3bl, PYKOBOMSIIINE,
METOAMYECKHE W HOPMATHBHBIE MaTepHalIbl [0 OPraHW3alMK OYyXTaJlTepCKOTO y4eTa HMYIIECTBa,
00513aTeTBCTB M XO3HCTBEHHBIX OINEPAIMii U COCTABICHUIO OTYETHOCTH;

- (hopMBI U METOIBI OYXTaNTEPCKOTO YUeTa B OpraHU3aIHH;

- IIJIaH ¥ KOPPECIIOHICHIIMIO CYETOB;

- OpraHM3aLHUIO JOKYMEHTO000pOTa MO yJacTKaM OyXTaJlTepCKOTO Y4eTa;

- MOPSIIOK JOKYMEHTAIbHOTO OGOpPMIICHHSI M OTPaXXCHHS Ha cueTax OyXTajaTepCcKOro yuera
oTeparfii, CBSI3aHHBIX C JBWIKCHHEM OCHOBHBIX CPEACTB, TOBapPHO-MATCPUATBHBIX IIEHHOCTCH W
JICHEKHBIX CPEJICTB;

- METOIbl 9)KOHOMHYECKOTO aHaJIN3a X035 CTBEHHO-(DMHAHCOBOW JAEATEIBHOCTH OpPTaHU3aAIlHH;

- IpaBUJIa SKCILTyaTaIlliU BEIYUCIUTEILHOM TEXHUKH;

- DKOHOMUKY, OPTaHU3AINIO TPYAa U YIIPABICHHS;

- PBIHOYHBIE METO/IbI XO31ICTBOBAHUS;

- 3aKOHOJIATEITLCTBO O TPY/IE;

- IpaBUJIa U HOPMBI OXPaHbI TPYAA.

2. ©YHKIIMOHAJIBHBIE OBA3AHHOCTHU

2.1. Byxrantep:

2.1.1. BeimonHsger pa®oTy MO BEAECHUIO OyXIaJTepCKOro y4yeTa MMYIIECTBa, 005A3aTeNIbCTB U
XO3SIICTBEHHBIX OIepanuii (y4eT OCHOBHBIX CPEJICTB, TOBApHO-MATEPHAJIbHBIX 1IEHHOCTEH, 3aTpaT Ha
MIPOU3BOJICTBO, PEANM3ALUI0 MPOIYKIMH, PE3yJbTaTOB XO3AHCTBEHHO-(MHAHCOBOH NESATEIBHOCTH,
pacyeToB C MMOCTABIIMKAMH U 3aKa3YUKaMH, a TAK)KE 3a MIPEI0CTABICHHBIE YCIYTH U T.I1.).

2.1.2. VYyactByer B pa3paboTKe M OCYIIECTBIEHUU MEPONPUATUIH, HANpPaBICHHBIX Ha
coOmoieHne (PHAHCOBOW AUCIHMILTUHBI U PAlMOHAIILHOE UCIIOJIb30BAHNE PECYPCOB.

2.1.3. OcyuiecTBisseT IpUEM U KOHTPOJb NMEPBUYHOW IJOKYMEHTAIMM II0 COOTBETCTBYIOLIUM
y4acTKaM OyXTaJITepPCKOrO y4eTa M IMOJrOTaBINBAET UX K CUETHOM 00paboTKe.

2.1.4. Otpaxaer Ha cuerax OyXrajaTepcKOro ydeTa OIepalMM, CBA3aHHbIE C JBHXCHHEM
OCHOBHBIX CPEJICTB, TOBAPHO-MaTepUaIbHBIX LIEHHOCTEH U JEHEKHBIX CPEJCTB.

2.1.5. CocraBiseT OTYETHbIE KaIbKYJISIUA CEOECTOMMOCTH MNpOAyKIMU (paboT, yciyr),
BBISIBJISIET MCTOYHMKM OOpa30BaHMsI TMOTEPh U HENPOU3BOJIUTENBHBIX 3aTpaT, MOArOTaBIMBAET
IIPETIOKEHUS 110 UX MPENYTPEKACHHUIO.

2.1.6. IIpou3BOOUT HayHCIIEHWE M TMEPEUMCICHHE HaJIoroB U cOOpoB B (denepaabHbIi,
pPETMOHANBHBI U MECTHBIH OIO/DKETBI, CTPAXOBBIX B3HOCOB B TOCYJAPCTBEHHbIE BHEOIOJKETHBIC
couuanbHble (OHABI, TIJaTeked B OaHKOBCKUE YUYPEXKACHHs, CpPEeACTB Ha (HUHAHCUPOBaHUE
KallUTaJIbHBIX BIJIOKEHUH, 3apab0THOM MmiaThl pabouyMX M CIyXalluX, APYTUX BHIIIAT U IJIaTexXel, a
TaK)Xe OTYUCIIEHNE CPEJICTB HA MaTepHAJIbHOE CTUMYJINPOBaHHE PaOOTHUKOB OpPraHU3alIHH.
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2.1.7. Ob6ecrnieunBaeT pyKOBOIUTENCH, KPEIUTOPOB, HHBECTOPOB, ayJUTOPOB M JAPYIHX
MoJib30BaTeiell  OyXraaTepCcKoW OTYETHOCTH COIMOCTABUMOW M JIOCTOBEPHOW  OyXTalnTepcKoit
uH(popMaIel o COOTBETCTBYIOIIUM HANIPABIEHUSAM (YJacTKaM) y4era.

2.1.8. Pa3pabarbiBaeT pabounii 1mjaH cueToB, GOPMBI NMEPBUUYHBIX JOKYMEHTOB, IIPUMEHSICMbIC
st ohopMIIEHUsT XO3SHUCTBEHHBIX ONEpaIfif, IO KOTOPbIM HE MPEIyCMOTPEHBI TUIOBBIE (POPMBI, a
Takke (OpMbI IOKYMEHTOB Il BHYTpPEHHEH OyXraiaTepcKoil OTYETHOCTH, YYaCTBYET B ONpEACSICHUU
COZIep KaHusl OCHOBHBIX ITPHEMOB M METOJIOB BEJICHHS Y4eTa U TEXHOJIOTUM 00pabOTKU OyXralTepcKoit
nHpopMaIuu.

2.1.9. VYuactByer B TMpOBEJACHUU HSKOHOMHUYECKOTO aHaJM3a XO35SHCTBEHHO-(DHMHAHCOBOM
JESITEeIbHOCTH OPTaHU3aIMK MO JAHHBIM OyXTraJTepCKOTO ydeTa W OTYETHOCTU B LIEJSIX BBISABICHHUS
BHYTPUXO3SICTBEHHBIX PE3€PBOB, OCYILIECTBICHHUS peXUMa 5SKOHOMHHM M MEpONPUATUH IO
COBEPIICHCTBOBAHHUIO JIOKYMEHTOOOOpOTa, B pa3pabOTKe M BHEIPEHUH IPOTPECCHBHBIX (HOpM H
METOJIOB OyXTaJTEepCKOro y4yeTa Ha OCHOBE IPHUMEHEHHS COBPEMEHHBIX CPEJICTB BBIYUCIHTEIBHOM
TEXHUKH, B POBEJICHUN UHBEHTAPU3AIINI I€HEKHBIX CPEJICTB U TOBAPHO-MATEPUATBHBIX IIEHHOCTEH.

2.1.10. IToaroTaBnMBaeT MaHHBIC MO COOTBETCTBYIOIIMM YYacTKaM OYXTaJTePCKOTO ydyeTra JJis
COCTABJICHHUS] OTYETHOCTH, CIEAUT 32 COXPAHHOCTHIO OYXTaJTepCKUX JOKYMEHTOB, O(OpMIISET UX B
COOTBETCTBUH C YCTAHOBJICHHBIM MOPSIKOM JIJIS IEPEIaY B apXUB.

2.1.11. Bemonnsier paboTel MO (HOPMUPOBAHMIO, BEICHUIO W XPAaHEHHIO 0a3bl JTaHHBIX
Oyxrantepckoil MHpOpMAaIMK, BHOCUT U3MEHEHUS B CIPABOYHYIO U HOPMATUBHYIO HH(OpMAIIHIO,
UCTIOJIB3yeMYI0 ITpu 00pabOTKe JaHHBIX.

2.1.12. YuactByeT B OpMYyIUPOBAHUN SKOHOMHUYECKON MOCTAHOBKH 3a7a4 JINOO OTJENBbHBIX MX
9TaloB, pEIIAEMbIX C IOMOUIIbIO  BBIUHUCIMTEIBHOM TEXHHKH, OIpPENETIseT BO3MOYKHOCTb
UCIOJIb30BAaHUSI TOTOBBIX MPOEKTOB, AJITOPUTMOB, MAKETOB MPUKIATHBIX MPOrPaMM, MO3BOJSIOMIMX
CO3/1aBaTh SKOHOMHUYECKH 00OCHOBAHHBIE CUCTEMBI 00Pa0OTKH YKOHOMHYECKONW HHPOPMALIUH.

3. IIPABA

3.1. byxranrep uMmeer nmpaso:

3.1.1. TpebGoBaTh OT PYKOBOACTBA OpraHU3AIlMU OKa3aHUs COJCHCTBUSI B HCIOJHEHUU CBOMX
JOJHKHOCTHBIX 00S3aHHOCTEH.

3.1.2. IloBbImathk CBOIO KBATU(UKALIUIO.

3.1.3. 3HaKOMUTBCA C MPOEKTaAMH PEUICHHH PYyKOBOJCTBA OpPTaHHU3AIUH, KACAIONIMMICS €ro
NeSITEIbHOCTH.

3.1.4. IlpencraBiaATh Ha pacCMOTPEHHME CBOETO HEMOCPEICTBEHHOIO  PYKOBOJIUTENS
MIPEIIOKEHHS TI0 BOIIPOCaM CBOEH J1€ATEIbHOCTH.

3.1.5. TlomyuaTts oOT pabOOTHUKOB OpraHu3anuu UHPOPMAIMIO, HEOOXOAUMYIO IS
OCYILIECTBJIEHUS CBOEH JAEATEIBHOCTH.

4. OTBETCTBEHHOCTbD

4.1. ByxranTtep HECET OTBETCTBEHHOCTH:!

4.1.1. 3a HeucnonHeHHWe WIM HEHaJIeXallee HCIOJHEHUE CBOUX  O0O0A3aHHOCTEH,
MPEeIyCMOTPEHHBIX HACTOAIIEH MOMKHOCTHOW HWHCTPYKIUMEH, - B COOTBETCTBHM C JICHCTBYIOIIUM
TPYJIOBBIM 3aKOHOJIATEITHCTBOM.

4.1.2. 3a nmpaBOHApYIIIEHUS, COBEPIICHHBIE B MEPUOJI OCYIIECTBICHUSI CBOCH NEATEILHOCTH, - B

COOTBETCTBUM  C  JCWUCTBYIOUIMM  TPaXJIAHCKUM,  aJIMUHUCTPATUBHBIM UM  YTOJOBHBIM
3aKOHOAATEIBCTBOM.

4.1.3. 3a nDpuuMHEHHE MaTepUalIbHOrO Yyiiepda - B COOTBETCTBUU C JIEHCTBYIOIIUM
3aKOHOAATEIBCTBOM.

4.1.4. 3a Hapymenue [IpaBui BHYTPEHHETO TPYAOBOTO pACHOPSAIKA, TPABUI TPOTHUBOIOKAPHOM
0€30MacCHOCTH U TEXHUKH 0€30MaCHOCTH, YCTAHOBIEHHBIX B OPTaHU3AIINH.

5. YCJIOBUA PABOTbBI
5.1. Pexxum paboTel Oyxranrepa ONpeaesseTcsi B COOTBETCTBHHM ¢ [IpaBuimamMu BHYTPEHHETO
TPYZIOBOT'O pacnops/ika, yCTAaHOBICHHBIMHU B OpraHU3aLIUH.
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5.2. B cBs3u ¢ TpPOM3BOJACTBEHHOM HEOOXOIMMOCTBIO OyXraiaTep MOXET HaIpaBlsAThCS B
CITyXeOHbIE KOMAHIUPOBKH (B T.4. MECTHOTO 3HAYECHU).

HaCTOHI_HaH JOJDKHOCTHasA HHCTPYKIOUA pa3pa60TaHa B COOTBCTCTBUH C

(HauMeHOBaHUE, HOMEDP U JjaTa JTIOKYMEHTA)

COI'JTACOBAHO
IOpuckoHcynbT

(moamuck) (®.1.0.)
r.

C uHCTpyKLMEH 03HAKOMJIEH:

(moamuck) (®.1.0.)
n "
r.
Bonpocs! 1u1si mpoBeeHus1 codeceT0BAHUS:

1. KakoBsI ()yHKIMH OPTaHU3AIHOHHBIX JTOKYMEHTOB?

2. OcHOBHEIE BUJbI OpTaHU3AIIUOHHBIX JOKYMCHTOB.

3. KakoBbl TpeboBaHus K COIepKaHUI0 U 0OPMIICHUIO HHCTPYKIIMH?

3aganmne Ne2: 3an0JHUTE YHU(PULIHUPOBAHHYIO (OPMY LITATHOTO PACHMCAHUS B COOTBETCTBUU C
IIPOU3BOJCTBEHHOM 3a1a4yeil.

ITopsinok npoBeaeHUsI 3AaHATHA:

B nHavame 3aHATHS ~cleQyeT IMOBTOPUTH MOPSAOK  COCTaBIeHUS ©  odopmieHus
opraHu3anoHHoro gokymenTa «llltatHoe pacnucanue».

®opma mrarHoro pacnucanus Ne T-3 umcmonb3yercs anst opopMIIEHHS CTPYKTYpBI, IITaTHOTO
COCTaBa M IUTAaTHOW YMCIEHHOCTHM OPTraHMU3ALlMA B COOTBETCTBUHM C €€ JEHCTBYIOIIMM YCTAaBOM.
[[ItatHOE pacnucaHue W3 IMEpedyHs CTPYKTYPHBIX MOJpa3JeiIeHUM, AOKHOCTEH, CBEIEHUA O
KOJINYECTBE LITATHBIX €IMHUIL], JOJDKHOCTHBIX OKJIaJaX, Hajg0aBKax M MecsyHOM (oHzae 3apaboTHOM
mwiatel npeanpusaTtus. lltaTHoe pacnucaHue yTBEp)KIaeTcsl MPUKAa30M PYKOBOAMTENS OpraHu3aluu
WIN yIoJHOMOUYeHHBIM UM JuioM. Koa ¢hopmel o knaccugpukaropy OKY [ 0301017.

[Mopsimok 3anonHenust popmsl T-3:

B rpade 4 "KonuuecTBo MTATHBIX €AWHUII" IO COOTBETCTBYIOIIUM JOJKHOCTSIM, IS KOTOPBIX
IIpelycCMaTpUBaeTCsl COJEpKaHuEe HEMOJHOW ITAaTHOM €AMHHUIBI C YY4ETOM OCOOEHHOCTEH paboThl MO
COBMECTUTEIBCTBY B COOTBETCTBMM C JEHCTBYIOIIMM 3aKOHOJATENbCTBOM P®, mraTHas eauHMLA
yKa3bIBaeTCs B J0JIsIX, Hanpumep, 0,25; 0,5; 1,5 u T.1.

3anonussa rpady 5 "Tapudnas ctaBka W mp." HE0OXOAMMO YyKa3aTh MECSYHYIO 3apaboTHYIO
iary no tapudHoi craBke (OKJIaay), TapuQHOU CeTKe, MPOLIEHTY OT BBIPYUYKH, J0JI€ UM MPOIEHTY OT
npubsi, Kodduuumenty tpynosoro ydactus (KTVY), xoadduuumenty pacmnpenenenus u T.A. B
pyOJIeBOM HCUMCICHHH, B 3aBHUCHMOCTH OT CHUCTEMbI OIUIaThl TpyJa, NMPUHATOW B OpraHU3alllM B
COOTBETCTBUH C JEHCTBYIOIIMM 3aKOHOAATENbCTBOM P®d, KOJUIEKTUBHBIMU J10TOBOPaMHU, TPYJOBBIMU
JIOTOBOPaMH, COTJIAIIEHUSIMHU U JIOKaJIbHBIMA HOPMAaTUBHBIMU aKTaMU MPETPUITHSL.

3amonuss rpagel 6 - 8 "HanbGaBku" yKasbIBarOTCS CTUMYJIUPYIOIIME U KOMIIEHCALIMOHHBIE
BBITUIATHI (IPEMUH, JOTIATHI, TOOLIPUTENbHBIE BHIIJIAThI, HAJ0ABKN), YCTAHOBJICHHbIE JEHCTBYIOIUM
3akoHoJaTeabcTBOM P® (Hampumep, ceBepHble Hal0aBKH, HAJA0aBKU 3a YUYEHYIO CTENeHb U T.J.), a
TaK)Xe BBEJICHHbIE HA YCMOTPEHHE OpraHu3aluu (HalpuMep, CBSA3aHHbIE C PEKMMOM MJIU YCIOBUSIMHU
Tpyaa).

Ecnm 3anmonmnenue opranmsanueit rpad 5 - 9 B pyOseBOM HMCUYUCICHMH HEBO3MOXKHO B CBS3H C
IIPUMEHEHUEM B COOTBETCTBHU C ACHCTBYIOLIUM 3aKOHOAATENLCTBOM P® MHBIX CHCTEM OIUIATHI TPyAA
(manpumep, 6ectapudHas, cMelIaHHas U T.A.) yKa3aHHbIE rpadbl 3aMOIHIIOTCS B COOTBETCTBYIOIIMX
eIMHUIIAX U3MepeHHs (Harpumep, B MpOLeHTax, Ko3ppuuneHTax u T.1.).
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KoppekTupoBky B MITaTHOE paclMCaHUE BHOCSATCS B COOTBETCTBHM C MPUKA30M PYKOBOIUTEIS
OpraHM3alMK UIH YIOJTHOMOYEHHBIM UM JIUIIOM.

IIponsBoacTBEeHHAs 3a1a4a:

CocraBuTh mtaTHoe pacnucanue m\c Ne 3 «Aunenymikay. 3aBeayromiast - 1, okiaan - 1000 pyo.,
oyxranrep - 1, oknax - 900 py6., meroauct - 1, oknaz - 800 py6., menpaboTHuk - 1, oknazg - 700 pyo.,
My3. pyKoBOAMTENb - 1, okiaz - 600 py6., BociuTatelns - 7, okiazg - 500 py0., KIagoBIIKK - 1, okiaz -
400 py0., mom. BoctiuTatens - 7, oknan - 350 py06., mosap - 3, oxnan - 300 py0., HOYHOH CTOPOXK -2,
oknan - 250 py6. Paitonnsiii koaddurment - 10%.

Bonpocsl 11 npoBeaeHns codeceOBAHUA:
1. KaxoBo comepkaHue MOHATHI «CUCTeMa TOKYMEHTALUMW», «yHU(PHUIMpPOBaHHAs CHCTEMa

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

KOMIUJICKCE JOKYMCHTAlIUU OpraHrU3allu.

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

Heab padoThi: mproOpPECTH HABBIKK B COCTABJICHUU M OQOPMIICHHHM PEKBU3UTOB PACHOPSIUTEILHBIX
NokyMeHTOB, pykoBoAcTBYysicb 'OCT P 6.30-2003 «YHuduuupoBaHHas cucreMa OpraHU3al[MOHHO-
pacnopsAUTENbHON JoKyMeHTauu. TpeboBanus K 0POPMIICHUIO IOKYMEHTOBY.

Ilopsinok npoBeeHust 3aHATHUS:

B Havane 3aHATHS chneayeT TOBTOPUTH MOPSIOK  COCTaBleHUsT U odopmileHus
pacnopsaAuTensHOro 1okyMenTa «lIpukasy.
3aganue:

CocraBpTe mpUKa3 MO OTKPBITOMY akKIMOHEpHOMY ooOmectBy «HoBocuOupckuii 3aBoj
XMUMKOHIIGHTPATOB» 00 YTBEpXAEHUH HWHCTPYKLMU MO JEJIONPOM3BOJICTBY Ha 3aBoje. B
KOHCTaTUPYIOIIEH YacTH YKaXUT€, YTO B COOTBETCTBUM C THNOBOM MHCTPYKUIHEH IO
JIeTIONIPOU3BOACTBY B  MMHUCTEpPCTBaX, BeAoMcTBax Poccuiickoil (¢enepauuu, yTBEpKICHHON
pacniopspxkennem [IpaButensctBa Poccuiickoii peneparun ot 24.06.1992 Ne 1118-p, u ¢ TOCT P 6.30-
2003 xaHuenspued 3aBoja pa3paboTaHbl MOPSAOK MPOXOXKICHHUS ITOKYMEHTOB M CTaHIApThl Ha
OpraHM3alOHHO-PACIOPSAUTENbHYIO JTOKYMEHTaluo. B pacnopsauTenbHOW YacTH  yTBEpAWUTE
MHCTPYKLIMIO U TOpYyYUTE 3aBEIyIOLIed KaHUenspued oOecrednTbh METOAMYECKOe PYKOBOJACTBO
OpraHu3alyeil Jelonpou3BOACTBA Ha MPENNPUATHH M YCTAHOBUTH KOHTPOJIb 3a COOJIOAECHUEM
TpeOOBaHUI MHCTPYKIUH, OCTAIbHbBIE PEKBU3UTHI YKAXKHUTE CAMOCTOSTENBHO.

Obpasey

HANMEHOBAHUWE OPI"AHU3ALINN

CripaBouHble JaHHBIE 00 OpraHU3alNH

(MHIEKC MPEeANPUATHS CBSI3U, IOYTOBBIN

aapec, Ne renedona, daxca u 1. 1.

OKIIO OKVY )

ITPUKA3
00 00.0000 Ne 00

MCECTO COCTaBJICHUA

3aroioBoK K TCKCTY HAYNHACTCA
C Impeajiora «o», OTBEYACT Ha BOIIPOC «O YEM»
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B koHcTaTupylomell 4acTu W3JararoTcsi OCHOBaHUS, LETH, MOOYIUBIIHE PYKOBOJCTBO
OpraHu3allii HW3JaTh NpHUKa3. B HEKoTOpeIX cioyyasx, KOrja OCHOBAaHUS OYEBH[HBI,
KOHCTaTHpyoIllas 4acTh OIyckaercs. PacnopsauTenbHas YacTh HA4YMHAETCS CO CJIOBa
I[TPUKA3BIBAIO:

1. B Havyasie myHKTa NPUBOAMUTCS HaUMEHOBaHHE JOJKHOCTU ucnoinurens, ero ®. N.0.,
WIA HaMMEHOBAHME CTPYKTYPHOIO IMOJpa3/ieieHus (B JaTEIbHOM MAaJeKe), 3aTe€M YEeTKO
M3JIaraeTcsl COJACpKaHUE TMpeJylaraeMbiX JACHCTBUN (HAYMHAETCS C IJIaroja HEONpeaeIeHHOU
(opMBl) U YKa3bIBAETCS CPOK UCIIOTHEHHUS.

2. CrpykTypa NOCJIEAYIOLIMX IIYHKTOB aHanoruyHa. ITyHKTBI Moryr pa30uBaTbcsi Ha
noanyHkTel (1.1, 2.3 u T. 1.). B oTAEnpHBIX Cilydasgx TEKCT MOXKET NMPEACTaBIATHCS B BUJE
TaOJINLIBL.

3. B mocnenHeM nyHKTE IpHKa3a NMPUBOJAUTCS YKA3aHHWE O KOHTPOJIE 33 HCIOJIHEHHEM
npukasza: KoHTposib 3a HCIOJIHEHHEM IpUKa3a BO3JIOKUTb Ha... (YKa3bIBaeTCs JOJIKHOCTD,
@®.1.0. nunyu HauMeHOBaHKUE CTPYKTYPHOT'O IIOJAPA3ACICHU).

HaumeHnoBanue n0KHOCTH
PYKOBOIUTES (moamuce) H. O. ®amunus

Bwu3bl 3auHTEpECOBAaHHBIX JIUI]
JIOKHOCTH

noanuck U. O. damummst
00.00.00

Ucnonautens (Pamumnus nian @amwmst, Mmsa, OTaectBo)
tenedon (000 00 00)

B neno 00-00 (moamuce)

UIEHTU(DUKATOP
ANIEKTPOHHON KOIUU
JIOKYMEHTA

Obpasey

OO111eCTBO € OTPaHUUEHHOM OTBETCTBEHHOCTHIO «OpouTa-M»
000 «OPBUTA-M»

ITPUKA3
03.03.2016  Nec 34
Mocksa

O Ha3HaYeHMHU OTBETCTBEHHOI'0
3a y4eT, BeJleHUe, XPAaHEeHHe
U BbI1a4y TPYAOBBIX KHUKEK

B cBsi3m HGO6XO)II/IMOCTBIO MMPAaBUJIBHOI'O BEACHUA U XPAaHCHUA TPYAOBBIX KHHXXCK U BKJ'Ia}IBIIHeﬁ

[TPUKA3BIBAIO:

1. Hasnauuts BacuibeBy Mapuny BnaauMupoBHy, MeHemkepa IO IEepCOHAIy,
OTBETCTBEHHOI 3a y4eT, BeJIeHUE, XpaHEHUE U BbIJIauy TPYAOBBIX KHIKEK paOOTHUKOB U

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

kazpoB JIyroyto Onbry AjleKCaHIpOBHY.

Hupektop Iloonucw IT1.A. CrenanoB

C npuka3zomM 03HAKOMJICHBI:

Ioonuce O.A. JlyroBas
03.03.2016

Iloonucw M.B. BacunbeBa
03.03.2016

Bomnpocs! 1U1si MpoBeeHHsI coOeceJ0BAHMA:
1. KakoBbI OCHOBHBIE (DYHKIIUH PACIIOPSIUTEIBHBIX JOKYMEHTOB?

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

OCHOBHOM ACATCIIBHOCTH.

IIpakTnyeckoe 3ansaTue Ne 6

Tema 7. UH(popManiuOHHO-CIIPABOYHbIE JOKYMEHThI. BUbl, HAa3HaUeHHe, npaBuia oGpopmiIeHHU s

Heap padoThl: 3aKpenuTh MOJYYEHHbIE 3HAHUS; CPOPMUPOBATH HABBIKU O(DOPMIIEHUS CIPABOYHO-
MH(POPMALMOHHBIX JTOKYMEHTOB.
Ilops10K BBINONHEHNS PaOOThI (CTYACHTHI BHIOIHSIOT JIBA 3a/IaHUS U3 IPEJUIOKEHHBIX Ha BBIOOD):
1. Hanummre OTBETHI Ha CIEAYIOLIME BOIIPOCHI:
e JlenoBeie nucbMa: GyHKIUH, KIacCUUKALIHSL.

e CTpyKTypa M peKBU3UTHI JAEJIOBOrO MUCHMA.

2. CocTaBbTe CiTy»)eO0HO€ MHUITHATUBHOE MUCHhbMO-HATOMUHAHUE TI0 CIIEAYIOIINM JTaHHBIM:

aBTop nucema — 3A0 «KKBAHTPA»,

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

OKIIO 03944527,

OI'PH 1038800839857

MHH/KTIIT 5708022410/817002002;

MOJIKCHIBAET MUCHMO - qupekTop Bosoxos U.B.;

anpecat: qupektop TOO «JIMJIEP» Cokosos A.H.;

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

OKTIO 04956728; OI'PH 1056600849824;

MHH/KITIIT 2508022310/624002004.

[Tucemo sABIISIETCS HATOMHUHAHUEM O TOM, YTO OOs3aTeNhCTBA MO KOHTpakTy Ne25 ot 14.02.2013 o
mocTaBke MeOelnr He BBHIMOJHSIOTCS, CPOK OTIPY3KHM MCTEK 2 HENeNu Ha3aj, U 3aJiep>KKa MOCTaBKU
MOXKET MPUBECTH K MPEKPAIICHUIO COBMECTHOM ESITEIILHOCTH.

3. CocTaBbTe OTBETHOE MUCHMO, B KOTOPOM OyZIeT COOOIIEHO O MPUYMHE 33JIePKKH OCTaBKU MeOeu
Y IPUHSATHIX MEpax.
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4. CocraBbTe NOKJIAAHYIO 3alUCKYy HAadaJbHUKA IJIAHOBO-DKOHOMHYECKOTO OTAENA, PYKOBOIUTEIIO
npeanpusaTis 00 o0ecredeHnn OTeNia YeThIpbMsl KommbioTepaMu. OcTajabHble PEKBU3UTHI YKaKUTE
CaMOCTOSITENILHO.

5. CocraBbTe AOKJIAMHYIO0 3anmucky Oyxranrepa Tumommuon W.II. rmaBHOMY Oyxranrepy (Gpupmbl
«Pybun» badbuuery H.IL. ot 15.09.2000 o npousBeaennoii Tumommnoi M.I1. mpoBepke BBIMOIHEHUS
npukaza gupekrtopa ¢upmbr Ne 92 ot 12.01.2000 «O cocTosiHUM OyXTaJITEPCKOrO YydeTa Ha
cTpouTenbeTBe 0a3bl OT/AbIXa B pailone O0ckoro Mopsi». B mpukase ObuH yKa3aHbl KOHKPETHBIE CPOKU
JUKBUJAIIMN HEJIOCTAaTKOB, 0OHapykeHHBIX B stHBape 2000 roxa. B moknamHoi 3anucke T0KHO ObITh
OTMEYEHO BBIMIOJIHEHWE BCEX IIYHKTOB IIpHKa3a, 3a HUCKIIOYEHHEM IYHKTOB 00 OpraHu3anuu
PaBHOMEPHOW €XEeIHEBHOU caun pabounMu HapsaoB Oyxrantepy. BeisBieno, uro 25 despans 2000
r. 66110 caaHo ToibKo 35,2% Beex HapsanoB. OcranbHble Hapaasl caanbl 1| mapTa. [lo rpaduky cpok
C/ayu IOCIEJAHUX HapsIOB 3a MPOLUIBIA MECSI] YCTAHOBJIEH IEPBOr0 YMCia CIEAYIOLIEro Mecsla.
OcTanbpHble JaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

6. CoctaBbTe NMHCHMO — NpUTTAIIEHUE OOBEIUHEHUs «IKCIIOLEHTP» C MPENJIOKECHHUEM MPHHATH
y4acTHe B POCCHUUCKOW BBICTAaBKE Ha MEXKIYHApOIHOW oOOIeoTpacieBoil spmapke B T. M3mupe
(Typuus), xoropas O6yaer npoxoauth ¢ 20 HOsOps mo 10 mexadbps 2013 roma M3mupckas spmapka
SBIIETCS OJIHUM U3 KPYMHEHIINX TOProBBIX MEPONPUSITHI CTpaH cpenHero u OnmxHero Bocrtoka. B
TEKCTE HaJ0 yKa3aTh, YTO y4acTHE B ATOW sSpMapKe MO3BOJSET IIMPOKO IPEACTaBUTh 3KCIOPTHYIO
MPOIYKIIMIO OPTaHU3aI|H, POIAaTh SKCIIOHATHI CO CTEH/A, HU3yYUTh OCOOCHHOCTH PhIHKA, 0OMEHSATHCS
C JIPYTUMH YYaCTHUKAMH SIPMAPKH HAYYHO — TEXHUYECKON MHGOpPMAIMEl W 3aKIIOUYUTh BBITOJHBIC
CHIETIKU.

7. OpopMHTEe HHULIIMATHBHOE MTUCHMO, PACTIONOXKUB PeKBU3UTHI B cooTBeTcTBHU ¢ ['OCT P 6.30-2003:
Hupektopy pekinamuoro areHtcTa «Jpa» H.M. UepkacoBy, np. Ctpouteneii, 5/2, r. 9uck 29.05.2001
Ne 58/03-05. O6 M3roTOBICHNU M pa3MEIICHUHU PACTSHKKU. YBakaeMmblii Hukomnaii MiBanoBuu IIpocum
Bac u3rotoBUTh U pa3MECTHTh PACTSKKY Yepe3 MPoe3Kyro yacTh 1o yia. CaloBoii B pailoHe MarazuHa
«Berb» Ha 23 nus (c 18 urons mo 11 aBrycra). OmiaTy M3rOoTOBJIEHMS, Pa3MEILEHUS U apeHbI
rapantupyem. C yBaxxenuem. ['enepanbubiii aupexrop M. A. [TaBnoB. AnToHOBa 45-83-98.

Bonpocs! 1u1s1 npoBeneHns codece0BaAHNA:
1. Yro Taxoe cinyxedHoe nucbMo? Ero Mecto B 1€710BOM Nepenucke.

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

Krnaccudukanys nenoBbIxX MHCEM.

Obpasey crnysicebHo20 nucbma

OTKpBITOE aKIIMOHEPHOE Hupektopy 3A0 «/lnanor»
obmmectBo «I"apanT» B.A. Opnosckomy

(OAO «I"apanT»)

yi. Mupa, 25, 246044, r. I'omenb

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

E-mail: garant@garant.by

p/c 3031234560078 B punuane

OAO «benmpomctpoiibank» 1. 'omens

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

O 3amnpoce npeIoKeHUs Ha MOCTAaBKY
XOJOAUIBHOTO 000PYIOBAHHSI

VBaxkaemblii Bacunuii AHToHosuy!

[Tpocum Bac BbIcaTh Ha HaII aJpec MPEUIOKCHNE Ha TIOCTaBKY OOJIBIION MapTUH
XOJOAUIBHOTO 000pyAOBaHMs. B mpeioskeHru MpoCHM yKa3aTh CTOMMOCTb OJTHOW XOJIOIUIIbHOM
KaMephl TIPH ONITOBOI MOCTaBKE, CPOKU MOCTABKU, CTOUMOCTD TPAHCIIOPTHPOBKHU U ()OPMY OILIATHL.

3apanee O6maronapHsl U yOEKIEHBI, YTO HAIIE COTPYIHUYECTBO OYET IIOOTBOPHBIM.

C yBaxeHuem,
Jupextop Hecmeposuu C.B. Hecreposu

Obpaszey cocmasnenus nucoma
HAMMEHOBAHUWE OPITAHU3ALIUUA AJlpecaT: HAUMEHOBAHUE JOJKHOCTH
CrpaBouHble JaHHBIE 00 OPraHU3AINH @amunus U.0. (Bce B AaTeTbHOM MaJIeKe)
(MHIEKC MPEeANpUSATHS CBSI3U, IOYTOBBIN ITouTOBBIN MHIEKC, aapec
aapec, Ne reneona, dakca u T. 1.
OKIIO OKVY )

00.00.0000 Ne 00
ga Ne 00 ot 00.00.0000

3aronoBOK K TEKCTY, (OTBEYaeT
Ha Bompoc «O dyem?y, HauMHAETCS
¢ mpeziora «O»)

Ecnu TekcT mucbMa cOCTOMT U3 JBYX U Oosiee ab3aleB, TO MUCHMO MevyaTaercs ¢ 5-ro 3Haka (oT
1-ro nonoxenus tabynsropa). Tekct 6e3 a03aleB MOXKET NEYaTaThCs HEMOCPEICTBEHHO OT JIEBOTO
nosist (ot 0-ro moyokeHus TadbymsTopa).

Tekct nmucema JOIDKEH BKIIOYATh TPU CTPYKTYPHBIX JJIEMEHTA: BBOJHYIO YacTh, U3JIArarolIyro
MOBOJ JJIs HAaNMCaHUS NHUCbMA; JIOKa3aTeNbHYI0 4YacTb, IPHUBOJSILYIO JOBOJBI, CCBIIKM Ha
HOPMATHBHBIEC IOKYMEHTHI; 3aKJIIOYUTEIBHYIO YaCTh, B KOTOPOH M3araercsi mpoch0a, coriiacue, 0TKas
u Tp.

Bo3MoskeH 00paTHBIN TOPSIOK MOCTPOSHHSI MAChMA: 3aKITFOUNTENbHAS YaCTh PUBOIUTCS TIEpe
JI0Ka3aTeIbHOM. DTOT MOPSIIOK XapaKTEePEH JJIsl MMCEM BBIIIECTOSIIIUX OpraHU3aIHi.

[Ipunoxenwe: Ha ...J1., B ...9K3.

HaunMmenoBanue nOKHOCTU
PYKOBOJHUTEIIA (moamucey) H. O. ®amunusa

Bussr:
JIOMKHOCTH

(moamucek) N.0O. Gamunus

Ucnonuutens (Oamunus uiu Gamusus, uMsi, OTYECTBO)
tenedon 000-00-00
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IIpakTuyeckoe 3ansaTue Ne 7

Tema 8. JlokyMeHTHI 110 TPYAOBBIM OTHOmeHUusIM. Knaccudukanus, npaBuia ogpopmiieHust
JOKYMEHTOB I10 IHYHOMY COCTABY

Henap pa6GoThl: u3y4nTh TPEOOBAHUS IOATOTOBKE NOKYMEHTALMH II0 TPYIOBBIM OTHOIICHUSM,
KJIacCU(UKALUIO, MpaBwia OQOPMIICHUS JIOKYMEHTOB TI0 JIMYHOMY COCTaBy. BbInonHeHne
NPaKTUYECKON paboThl 3akiodacTcss B OOy4YEHHH 4epe3 IPAKTUKY, MOJICIHPYIOLIYIO peajbHbIC
TPYIOBBIC TPOLIECCHI MPEANPHUATHS (OpraHM3aliK), a TaKKe MPUOOPECTH HABBIKK B COCTABICHHU W
0(hOpMIIEHHH PEKBU3UTOB IOKYMEHTOB I10 JINYHOMY COCTaBY IPeIpHsTHs, pykoBoacTBysice [OCT P
6.30-2003 «YHuduumpoBaHHas CUCTEMa OPraHU3ALMOHHO-PACTIOPAIUTEIBHON JIOKYMEHTAIIHUH.
TpeboBanust kK 0HOPMIICHHIO JOKYMEHTOBY.

[Topsi/IOK BBHIMTOJHEHUS PAOOTHI:
B nauane 3angarus CJICAYCT MOBTOPUTH MOPAAOK COCTABJICHHUA U O(bOpMHeHI/IH AOKYMCHTOB I10
JMYHOMY COCTaBy HPEANPUATHS (OpraHNu3aI|N ).
3aganue 1. CocTaBUTh 3asBJIEHUE O IPUEME Ha padoTy.
HcnomHuTh HE0OX0AMMBIE BU3BI Ha 3asIBJICHUM.
Hanoxute pe3oaronnio pykoBOAUTENS IPEANPUATHS HA 3asiBICHUE.
O6pa3eu 3AA6IEHUA O npueme Ha pa6omy

Hupexropy OAO «Pagyra»
Npanosy C.B.
IlerpoBa Bacunus I'puropbseuya
3ajBJICHHUC.

[Ipoury npuHITH MEHS Ha paboTy cTapmuM uHxeHepom ¢ 19.11.2012 r.

18.11.2012 Ilempos

MeTtoauueckue yka3aHus K pabote

3asiBieHUE O MpUeMe Ha PaboOTy COEPXKHUT MPOCKOY O 3aKII0UYEHUH TPYJOBOTO JOTOBOPA.

brnank 3asBieHust o mpueme Ha pabOTy UMEET TaKyl ke CTPYKTYPY, Kak OOBIYHOE 3asiBJICHUE.
[Mumercs Ha WM PYKOBOJMTENS OPraHM3allMH, OT PYKH Ha nucre Oymarm ¢(opmara A4 wiau
HaOupaeTcss Ha KOMIbIoTepe. B TekcTe ykasplBaeTcs IpearoaraeMasi JOJDKHOCTh U JlaTa IprueMa Ha
pabory.

3asBJICHUE OTIIPABIISICTCS B JIMYHOE JIEJI0 COTPYIHHKA U HAa €r0 OCHOBAHWM M3JACTCS MPHUKA3 O
npueme Ha paboTy.

Taxke mnpu ycTpoiicTBe Ha pabOTy COHCKATENI0 HEOOXOAWMO NPENbSBUTH CIEAYIOIINE

JOKYMEHTBI:
e IACIHOPT;
e UHH;

;
e TPYIOBYIO KHUXKKY;

e CTPaxoBOE CBHUJIETEIHCTBO IEHCHOHHOTO (POHIA;
e JIOKYMEHTEI BOMHCKOI'O y4€Ta;

e JIOKyMEHT 00 0Opa30BaHUH.

3anganme 2. CocTaBuTh NpodeccuoHaIbHOE pe3toMe IOMOITHUKA OyXranrepa.
Oobpasey peztome Ha 00IHCHOCIb NOMOWHUKA DyXeanmepa

Yepussckas Oubra CepreeBHa
Mara POXKICHUS: 05.05.1990
Anapec NMPOKUBAHMSA: T. Mocksa, Vi1 Bboranmnueckas, MecTo ana 2

-

Baluen 19
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http://working-papers.ru/zajavlenie-o-prieme-ne-raboty.html
http://working-papers.ru/zajavlenija

Tenedon: (495) 431-01-02
e-mail: chernyavskaya o@yandex.ru

]_le.]]b: COHMCKaHHUC NOJPKHOCTH ITOMOIIIHHNKA 6yxranTepa.

OnbIT padoThi:
asryct 2012 r. — 00O «Mujexu»
HACT. Bpems Cdepa nearenbHOCTU: TPAHCIIOPTHBIE YCIIYTH
J0J1KHOCTB: TIOMOIIIHUK OyXTranTepa
OYHKIMOHAIbHbBIE 00513aHHOCTHU:
* paboTa c MepBUYHOMN JOKYMEHTAaIMEH (cueTa-(haKkTyphl, aKThl);

*  BEJEHUE KaCChl;
*  BBIIOJIHEHUE NIOPYUYEHUH [NIaBHOTO OyXrairepa;

¢ II0€3JKH B HAJIOI'OBBIC OPI'aHbl, cDOH,Z[I)I.

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

SKOHOMUYECKHUHU Q)aKYHBTCT, JUITJIOM CIICIHAaJIMCTA.

JononHurtenbHoe o0pasoBanune: Hos0pb 2012 r., kypewl «1C: byxranrepus 8.2.» B yueOHOM LIEHTpe
«byxcodt», r. Mocksa.

IMpodeccuoHaibHbIe HABBIKK: YBEepeHHBIN monb3oBarens [IK: MS Excel, Word, 1C: Byxranrepus
8.2, 3HaHKWE OCHOBHBIX OYXTalITepCKUX MPOBOJIOK.

JIn4uHbIE KayecTBa: YCUAYUBOCTD, BHUMATCIIBHOCTBD, BbICOKas pa6OTOCHOCO6HOCTI),
OTBCTCTBCHHOCTD, UCITIOJIHUTCIIbHOCTD, AKKYPATHOCTb.

3apanmne 3. CocTaBuTh NMpHUKa3 O 3a4MCICHMHM Ha pabOTy B COOTBETCTBYIOIEE MOJpa3/ieleHue, ¢
OTIPEIEIEHHOTO YKCIIa, C OMPEeICHHBIM UCTIBITATEIbHBIM CPOKOM, C YCTAaHOBJICHHEM YPOBHSI OTLIATHI
TPYZAa COIJIACHO JINYHOMY 3asIBJICHHIO, BU3aM M PE30JIIOIUH HA HEM U TPYAOBOMY JIOTOBOPY.

Ilpuxas (pacnopaxcenue). Oopasey (hopma)

(o npunsamuu Ha pabomy)

HAUMEHOBAHUE OopeaHUuzayuu

I[MTPKA3
(pacniopsixeHue)
o rpueme paboTHHKA Ha paboTy
Ne
«» 20 T
[IpunsaTh Ha paboTy C « » 20 T
Gamunus, ums, omuecmeo compyOHUKa
6

HAUMeHO8aHue CMpyKmypHo20 noopasoeneHusi KOMNaHuu

HAUMEHOBAHUE OONHCHOCMU

Ycnosus npuema Ha pabomy, xapaxkmep pabomoi
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C OKJIaJI0M (Tapu(HOI CTaBKOIN) pyo KOII,

Ha/10aBKOM pyo KOII,
C MCIIBITATEIbHBIM CPOKOM MecsLa.
OcHoBanue: TpyaoBo# 10roBop (KOHTPAKT) OT « » 20 roma Ne

PyKOBOI[I/ITeJ'H: OpraHnu3anunuunu

O0IICHOCTID nOONUCH pacuugposxka noonucu

C npuka3om (pacropsiKeHUEM ) «» 20 r.
03HaKOMJICH noonucey pacuugposka noonucu

Yuauduuuposannas gopma Ne T-

1
VrBepxkaena IlocranoBineHuem
['ockomcrara Poccun

ot 05.01.2004 Ne 1

Kon
®dopma o
OKVY ] 0301001
o
OKIIO
(HaMMEHOBaHWE OPTraHU3AIIH )
Howmep Hara
JIOKYMEHTa COCTaBJICHHS
IMPUKA3
(pacnopsizkeHme)
0 npueMe padoTHUKA Ha padoTy
[ara
IIpunsaTs, Ha padoTty c
1o

TabenbHBIN HOMED

(pamunus, uMs, OTYECTBO)

B

(CTpyKTYpHOE MOAPA3ACICHHE)

(TOMKHOCTD (CIEeUUaNBbHOCTD, Tpodeccust), pa3psa, Kiace (Kareropus) KBaau(ukaiun)

(ycnoBus mpuema Ha paboTy, XapakTep padoThl)

¢ TapudHOI CTaBKOH (OKJIaIOM) pyo. KOII.
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(uudpamn)

Ha/10aBKOM pyo. KOTI.
(umdpami)
Mecsa(eB
C UCIBITAHUEM HA CPOK )
OcHoBaHnue:
TpynoBoii g0roBop
or “ ”? 20 r. Ne
PykoBoaurennb
OpraHu3anuu
(1oJIKHOCTB) (JImuHas (pacmmdpoBKa MOIMHCH)
MTOATIHCH)

C npukazom (pacnopstkeHueMmM) padOTHHK 2

[13 2 0 r

03HAKOMJIEH .
(JTMYHAS TTOITUCH)
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IIpakTnyeckoe 3ansaTHe Ne 8

Tema 9. YHuduumnpoBanubie ¢opMbl JOKYMEHTOB 10 JIJHYHOMY cocTaBy. M31aHne NnpuKa3oB 1o
JIMYHOMY COCTaBY.

Ienp padorbl: O03HAKOMUTBCS C IOPSAAKOM H3JAHHA IPUKA30B 10 JIMYHOMY COCTaBy €
MCTOJIb30BaHNEM YHU(PULIIMPOBAHHBIX (HOPM JOKYMEHTOB.

3aganue 1.
OdopmuTh mprKa3 0 JUCIUIUTMHAPHOM B3bICKAaHUU PAaO0OTHHKA Ha OCHOBE peajiaracMoro oopasiia.

OO611ecTBO ¢ OTpaHUYEHHOM OTBETCTBEHHOCTHIO «Cepar
[TPUKA3
«11» mapra 2016 rona Ne 267/x

O JucyuniuHapHom 83vlCKAHUU

EBceeB Cemen BukropoBuu, TOKapp 2-ro paspsaa, 9 mapra 2016 roga OTCyTCTBOBaJN Ha
pabouem mecte 0e3 yBaxkuTenbHOU mpuunHbl ¢ 13:00 go 17:00, yem Hapymmn ct. 21 TK P® wu
MpaBUJia BHYTPEHHETO TPYI0BOTO PACHOpsIKa KOMIAHUH.

Ha ocHOBaHHMM BBIIIEHU3JIOKEHHOTO W panopra HadalbHUKa cMmeHsl TapacoBa II. H. or
09.03.2016, nucbmennoro o0wsicuenus: Esceea C. B., opopmiieHHOro B IPUCYTCTBUU KOMHCCHUU aKTa
00 orcyrcTBHHM Ha pabore ykazaHHoro corpymHuka ot 09.03.2016, rpaduka pabouero BpeMEeHH Ha
Mapt 2016 roga
I[MTPUKA3BIBAIO:

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

YBKUTEIbHBIX HNPUYMH OoJiee YeThIpeX 4acoB MOJPsJ B TedyeHue pabouero AHs (Mporysm)
EBceeBy Cemeny BukropoBuuy (tad. Ne 00365) 00bsBUTH 3aMEUaHUE M CHU3UTH IPEMUIO 32
MaptT 2016 rona Ha 30%.

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

pa6OTHI/IKa o pacCIucKy.

Hupextop OO0 «Cdepa» ComHukos /CotnukoB H. E./
C npuka3zoM 03HAKOMJIEH: Eecees /EBcees C. B./ 10.03.2016
3aganmue 2.

OdopmuTh nprKa3 0 HaNpaBICHWU paOOTHMKA B KOMAaHJIUPOBKY Ha OCHOBE IpejjiaraeMoro oopasua.
3anonHuTe YHUPUIMPOBAHHYIO HOpMY.
YuauduuupoBannas popma Ne T-9

YT1BepxkaeHa OCTaHOBJIICHUEM
I'ockomcrara
Poccum ot 06.04.01 Ne 26
Kog
dopma o
OKYI 0301022
o
OKIIO
(raumenosanue opeanuzayuu)
’HOMep ‘I[aTa ‘
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Hal'lpaBHTb B KOMAaHAUPOBKY:

JIOKYMEHTa

ITPUKA3

(pacnopsizkeHue)
0 HANIPABJICHUH PA0OTHUKA B KOMAHIHPOBKY

TaOenbHbIN
HOMED
(®HO)
(Oondicrocms)
(cmpykmypnoe noopa3zoeneHue)
(Mecmo KOMaHOUpoBKu (Cmpaua, 20poo, opeanu3ayus))
KaJICHIApPHBIX
CPOKOM Ha JTHEW
¢ ” 20 romaa nmo “ ” 20 rojaa
c
LETbI0

KomanmupoBka 3a
CPEICTB

OcHOBaHM
e:

(cnysrcebnoe 3a0anue, Opyeoe 0CHo8aHue (Homep, oama))

PykoBoaurenn
OpraHu3auuu

(Oondicrhocmy) (noonucw)

(pacwuughposka noonucu)
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C MPUKAa30M (pacnopsizkeHueM)
(13 2
0 a

03HAKOMJIEH L
(noonuce pabomnuka)

3ananue 3.
OdopMuts mpuka3 O HampaBiICHWH pPa0OTHHMKA B OTIYCK Ha OCHOBE IMpeiiaraeMoro oopasia.

3anosHUTe YHUGUIUPOBAHHYIO (hOPMY.
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YHudgmumnposaHHaa opma N T- 6
YTBepxgeHa noctaHoBneHnem Fockomctata PO
071 05.01.2004 N 1

Kon
dopma no OKY[ 301005
000 "Bekmop" no OKIMO
HanMeHOBaHWe opraHu3auun
Homep pokymeHTa [ata coctaBneHus
NMPUKA3 25-0 25.02.2013
(pacnopsikeHue)
O NpefocTaBrneHnn oTnycka paboTHUKY
MpepnocTtaBUTL OTNYCK TabenbHbIN HOMepP
Maeneeea MapuHa CepzeeeHa 0012
damunums, uMs, 0T4ECTBO
omaden ¢huHaHcoe
CTPYKTYpHOE nogpasfeneHve
¢huHaHco8bIl MeHedXep
OOIMKHOCTb (CneumanbHOCTb, npodeccus)
3a nepuog paboteic " 23 " AHeapss 20 12 r. no" 22 " AHeapss 20 13 1.
A. exxeroHbl OCHOBHOW onriayMBaeMbli OTMYCK Ha 28 KaneHaapHbIX AHEN
c " 04 " mMapma 20 13 r. no" 31 " mapma 20 13 T
n (mnm)
B.

€XeroAHbI AONONMHUTENBHO ONnayvMBaeMbli OTNYCK, y4ebHbIN, 6e3 coxpaHeHns 3apaboTHoW nnaTebl 1 Apyrme

(ykasatb)
Ha KaneHOapHbIX AHEN

c " " 20 r. no" " 20 r.
B. Bcero otnyck Ha 28 KaneHgapHbIX AHen
c " 04 " mMapma 20 13 r. no" 31 " mapma 20 13 .
PykoBoautens opraHusaumm dupekmop Bepesos P.B. bepe3os

OOJDKHOCTb nnYHasa noanuch pacm@ppoBKa noanuncu
C npukasom (pacnopspkeHue M) lMaeneesa "25 " gegpans 20 13 .
paGOTHMK O3HaKoOMIeH nn4yHaa nognnucb

IIpakTHyeckoe 3ansitue Ne 9

Tema 10. @®opmupoBaHue U BeJleHHe JUYHBIX /1eJ1 PA0OTHUKOB.

Heap padoThl: 03HAKOMHUTHCS C MOPSIKOM (OPMUPOBAHUS U BEACHHUS JHYHBIX JeNl pabOTHHUKOB B
OpraHM3alMH.
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JInyHoe /1e10 - COBOKYIMHOCTh JOKYMEHTOB, COJCpXAIIUX CBEACHHUS O pPAOOTHHUKE H €ro
TPyIOBOH AesTenbHOCTH. DOPMHUPYETCS KaapOBOM CIyK00i OpraHU3aluy MOCie U3AaHUs TPHKa3a O
npuemMe Ha paboTy.

3aBeeHUE JIMYHOTO JIea Ha pabOTHHKA, MO 00IIeMy MpaBuIly, HE SIBISETCS 00s3aTeIbHBIM, TO
€CTh, HET HUKAKMX HOPMATHUBHBIX aKTOB, OOS3BIBAIOIIMX K 3TOMY paboTOmaTeNs, 3a MCKIIYCHHUEM
denepanpHoro 3aKkoHa "OO6 ocHOBax rocyaapcTBeHHOM ciryx0b1 Poccuiickoit deneparuu" (Ne 119-D3
ot 31 urons 1995r.), 00s3bIBAIONIETO KAJAPOBYIO CIY)KOY BECTH JUYHBIE JIela Ha TOCYIapCTBEHHBIX
CITy>KalluX.

bonee Toro B HOpMaTuUBHBIX akTax, K mnpumepy "llepedeHb THHOBBIX YIPaBICHUECKUX
JOKYMEHTOB, OOpa3yloluXcs B JEATCIBHOCTH OpraHU3allii, C YKa3aHWeM CpPOKOB XpaHEHHs'",
YIIOMHUHAIOTCS JOKYMEHTBI, "HE BONIEAIIME B COCTaB JIMYHBIX JEi"', a TakxKe 'XapaKTEepUCTHUKa
paboTHHKa, HE UMemero JuyHoro aena". Takum oOpa3om, cocTaB JOKYMEHTOB JIMYHOTO Jiera
paboTHUKA HE perJaMeHTHPOBAaH POCCUHCKHM 3aKOHOAATEIbCTBOM W IO CIIOKHUBILEHCS TpagUIHU
(IpUBBIYKE) MBI OTTAJIKUBAEMCA OT MPHUHATOM TOCYJApCTBEHHOM CHCTEMBI JI€TOMPOU3BOJICTBA
COBETCKHX BPEMEH.

JIOKyMEHTBI, BKJIFOUaeMbI€ B COCTAB JIMYHOTO Jeia, MOKHO (hOpPMAJIbHO pa3AeuTh Ha:

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

— JIMYHOE 3asBJIEHUE O MpHEMe Ha paboTy;

— KONHH JOKyMEHTOB 00 00pa3oBaHUH;

— PEKOMCHIAAUWHN U XapaKTCPHUCTUKH,

— MEIQUIIMHCKHUE CIIPABKU,

— TpPYAOBOH JOTOBOpP;

— BBINKCKA U3 MPUKa3a O IpueMe Ha paboTy;

—  BBINKCKH U3 MMPOTOKOJIOB 00 M30paHUU HA TOJKHOCTD;

— BBINKCKA U3 MMPOTOKOJIA 00 UTOTaX KOHKYpca Ha BAKAHTHYIO JIOJDKHOCTD;
— JIMYHadg KapTOYKa.

2. IOKyMEHTBI, AOTOJIHSIEMbIE B TEUEHUH TPYJOBOM I€ATEIbHOCTH:

— BBIMUCKH (KOMHHM) W3 MPUKA30B O TIOOMIPSHUM W HArPaXJICHUH, HAJIOKEHUU W CHATUU
JTUCIUILTHHAPHBIX B3BICKAHUM, TICPEBOIAX U MEPEMEIICHUSX U T. JI.;

— KONHWHM JIOKYMEHTOB, TIOJITBEPXKIAIONINX W3MEHECHUS aHKETHO-OMOTpaduYecKuX JTaHHBIX
(CBUIETENBCTBO O OpaKe WM pacTOp>KeHUs Opaka, CBUIETEIBCTBO O POKICHUM JIETEH U T. 11.);

— KOIHMH IOKYMEHTOB 00 00pa30BaHUH, MOBBIIIEHUN KBATH(UKAIIH;

— aTTeCTallMOHHBIE JINCTHI,

—  CIIy’)KeOHBIC 3aIUCKH, TUYHBIC 3asBICHUS U 00BICHUTEIIEHBIC 3aITHCKHY;

—  aKThl, yBEIOMJICHUS U T. 1.

3. JIOKyMEHTBI O NIPEKPAILEHNUHN TPYA0BOTO 10TOBODPA.

Bce T 1OKyMEHTHI UMEIOT pa3jiMyHble HOPMATHUBHO YCTAaHOBJIEHHBIE CPOKHM XpaHEHUS Ha
IPEIIPUATHH.

OcCHOBBIBasICh Ha pa3IM4YUK HOPMAaTHBHO-YCTAHOBJIEHHBIX CPOKOB XPAHEHHUS Pa3IMYHBIX BHUJIOB
KaJpOBBIX JIOKyMEHTOB, a TaK)K€ Ha TOM, YTO MH(OpMAIUS O TPYIOBOH AEATENBHOCTH PaOOTHHUKA
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¢dbukcupyercss B TUYHONW KApTOUKE, PEKOMEHIYETCS HE BKJIIOYATh B JIMYHOE JIETO KOIMHUU MPHUKA30B
(BBIMIMCKH) O MEPEeBOJIaX U MEPEMEUICHUX, OTITYCKaX, MOOLIPEHUAX U T.1.

JIOKyMEHTBI, TOANIMBAEMbIE B JMYHOE JAEN0 pPAa0OTHHKA B TEYCHHHM CpPOKA €ro TPYIAOBOMU
NesITeNIbHOCTH, JOJKHBI ObITh BBICTPOEHBI B XPOHOJOTHYECKON MOCIEA0BATEIHbHOCTH.

Komuu 10KkyMeHTOB (BBIMICKH) TOJKHBI 3aBEPATHCS pAOOTHUKAMHE KaIPOBOM CITYKOBI.

JIOKYMEHTBI JJUYHOTO Jieja MOAIIMBAIOTCS B MarKy - "neno". B cOOTBETCTBUU C ONpeesICHUEM,
3akpermienHoM ['OCT P 51141-98: "IEJIO" - COBOKYHHOCTb JOKYMEHTOB WM JOKYMEHT,
OTHOCSIIHECS K OJHOMY BOIIPOCY UJIU YYaCTKY JESATEIIbHOCTH, TOMEIIEHHBIE B OTJEIbHYIO 00JI0XKKY.

O6noxka "nena" opopmisercs B cootBercTBuM ¢ TpeboBaHusmu ['OCT 17914-72 "O6m0xku
JIelT JJITENBHOTO XpaHeHus. TUIibl, pa3Mepsl, TeXHUUeCKue TpeOoBaHus".

Ha 3aBegennoe Ha paboTHHKa "neno" odopMiisieTcss BHYTPEHHSSI ONUCH IOKYMEHTOB.

PaGoTHUKY MOJDKHBI MEPUOTUYECKH OBITH O3HAKOMIICHBI C BEIYIIMMCS HA HUX JIMYHBIM JIEIIOM
(0OBIYHO OJTMH pa3 B TON).
3ananue 1.
3aBecTH MarnKy-CKOPOCIIMBATEb U 3aMI0JHUTD TUTYIbHBIN JUCT JUYHOTO JIeNa.
3anganne 2. OpopMuUTh TUCT-3aBEPUTEND JENIA.

Jlena mocTossHHOrO U BpeMeHHoro (cBbime 10 JeT) cpoka XpaHEHHs] W 10 JIUMYHOMY COCTaBY
MOCJIE OKOHYAHUS KAJICHJIAPHOTO T0jla, B KOTOPOM OHH 3aBEJEHBI, JIOJDKHBI OBITH MPUTOTOBIEHBI K
nepenaye B apxuB. [IpemapxuBHas MOATOTOBKA J€J BKJIIOYAET JIBE MPOLEAYpH: OhOpMIEHUE U
OTHCaHUE.

Odopmienne Mpou3BOAUTCS JIULIOM, OTBETCTBEHHBIM 32 pa0OTy C TOKyMEHTaMHU.

Ha otmensHOM ImcTe-3aBeputene ycraHoBieHHOHW (opmbl ([Ipumokenune 9 x m. 3.6.16
OcCHOBHBIX TMpaBWJI PabOTHl apXMBOB OPTaHM3AIMI) COCTABISAETCS 3aBepUTEIbHAS HAIIUCh JTUYHOTO
JeNia, KOTopas OTpakaeT MNP HEOOXOJWMOCTH OCOOCHHOCTH €ro (U3WYECKOrO0 COCTOSHUS U
dbopmupoanus. [loanuceiBaeTcs TUCT €r0 COCTABUTENEM.

Obpazey oghopmnenun nucma-3asepumens 1UUHO20 0e1a

Bcero npowunTo, NPOHYMepoBaHO
W CKpen/ieHo neyvatbto
( ) aucrta(os)
OGpa3ibl BAPUAHTOB BY | @HEPaslbHbIN AMPEKTOP
000 “Opbuta-M”
. ano [Ipowumo, npoHymMeposano
\{HTO ¥ TIpOHY MEPOB ) nUCTOB P S P : 3 £10
o Naupnaduame — u ydocmosepero noonuce
)4 k3 - 5
___J,:"-—'\_(-L-"‘-}' 20 (ﬂea(}uanwll Aucmos
- - 1€§\€P3ﬂb!!b§il IHpEeKTOoP o ——
| 3AQ «KOHCTRHT .~ | Iénepanvrpiil oupexmop
= Q.CKYKOB w2340 «buanveam»
'
£04.2018 o _‘ ﬂ/R).C. JKypasnes

3ananue 3. OdopmuTe BHYTPEHHIOK OMKUCH JOKYMEHTOB PAaOOTHHKA.

Onucek noikHA coaepxkaTh HoMep U 3arojoBok (P.M.0.) gena, K KOTOPOMY OHA COCTaBIISIETCS.
Jlanee, B TaOMMYHOW €€ YacCTH MO Mepe BKIIOYCHHS B TANKY JIMCTOB, 3aIOJIHSIOTCS CBEICHUS O
MOMAIIUTHIX OlaHKax. 37ech YKa3bIBAETCS HOMEP IO MOPSAIKY, UHACKC TOKYMEHTa (€cli OH €CThb), €To
HAaNMMCHOBAHUC, KOJMYCCTBO CTPAHMUII. B KOHIIC CIIMCKa HYXHO III/I(I)paMI/I U TPONHCBIO 3alliucCaTb
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061uee KOJIMYCCTBO HpPIJIO)KGHPIﬁ, a Taxxe aucTtoB onucH. CIHCOK oA CBIBACTCA OTBCTCTBCHHBIM
JIMIOM, C YKa3aHUMEM €r0 JOJDKHOCTH, JIMYHBIX JAHHBIX, a4 TAKXKE IMPOCTaBJIACTCA aaTa COCTABJICHUA.

Oopa3zey enympenneii onucu 1U4YHO20 0ena padbomHuKa

BHYTPEHHSA OIINCH

JIOKYMEHTOB JINYHOTO jeia Ne 15
[Ipokynun Wrops IletpoBuy
(Pamunms, Umst, OT4ecTBO pabOTHHKA)
Ne | Munekce Mara 3aro/i0Bok Homepa | lata IIpumeyanue
/N | JIOKYMEHTA | IOKYMEHTAa | IOKYMEeHTOB, JHUCTOB | BKJIIOYEHHSA
KpaTKoe coJep:kaHue aenaa JTOKyMEeHTAa
B
JINYHOE
€510
1 10.01.2014 | JInunas kapTOUKa 1-4 10.01.2014
2 10.01.2014 | SWBICHHE O HpHCME Ha | o 10.01.2014
pabory
3 10.01.2014 | Aukera 6-7 10.01.2014
4 10.01.2014 | Cormacue Halg 10.01.2014
pazrnamenue [1]]
5 10.01.2014 | Konus nacriopta 9-10 10.01.2014
6 10.01.2014 | Komus MHH 11 10.01.2014
7 10.01.2014 | Komus CHUJIC 12 10.01.2014
8 10.01.2014 | Konus BoenHoro 6uiera | 13-15 10.01.2014
9 10.01.2014 | Konus muruioMma 16-17 10.01.2014
10 10.01.2014 | Ko BOMITEN- | 18 10.01.2014
yJIOCTOBEPECHHUS
11 12.07.2014 | 3asBieHue Ha OTIYCK 19 12.07.2014
12 05.02.2015 | 3asBieHME HA OTITYCK 20 05.02.2015
13 11.01.2016 | 3asBiieHUE HaA OTIYCK 21 11.01.2016
14 29.02.2016 | Sopaeiie %6 1 2 29.02.2016
YBOJLHEHUU
Uroro 14 (YersipHaauats) JIOKYMEHTOB

KomnuectBo nucroB BHYTpeHHCﬁ OIIKUCH

(mmdpamMu ¥ IPOTHCHIO)

1 (ouH)

(T paMu 1 TPOTTHUCHIO)
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NHucniexkTop oTaena kaapos Pomanosa O.I1

(monmucek) (pacmudpoBka moanucy)
29.02.2016

(mara)

Ooépaszey oghopmaenus mumynbHo20 TUCHA TUYHO20 0e1a PAOOMHUKA

OO0urecTBO ¢ OrpaHUYeHHON 0TBETCTBEHHOCTHI0 «OPBUTA-M)»

JIMYHOE JEJIO Ne
damunus
Nwms
OTuyecTBO

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

IIpakTnueckoe 3ansaTue Ne 10
Tema 11. Tpynosas kumxkka. Benenne TpynoBbix KHHKeK. OCHOBHBIC 3aIIUCH B TPYA0BOH

KHUKKe pa0O0THHKA

Heab padoThl: 03HAKOMUTHCS C NIPaBUIIAMU BHECEHUS 3aIlMCEll B TPYIOBYIO KHUKKY paOOTHHKA.
Ceenenuss o paOOTHHKE, yKa3blBaeMble Ha IMEPBOM CTpaHMLE (TUTYIBHOM JIUCTE) TPYIOBOM
KHWKKH 3aMOJTHSIOTCS CIICYIOITUM 00pa3oM:
— Qamunusg, UM U OTYECTBO pabOTHMKA YKa3bIBAIOTCS IIOJIHOCTBIO, 0€3 COKpalleHHs Ha

OCHOBAHHWU JIOKYMEHTA, yIOCTOBEPSIOIETO JTHIYHOCTH (MTACTIopT);

— JaTa PpOXKACHUA 3alHUCBIBACTCA ITOJHOCTHIO (‘{I/ICHO, Mmeciana, rong pO)KI[CHI/IH) apa6CKI/IMI/I
uudpam;

— 3amuce 00 O6pa3OBaHI/II/I 3aMOJIHACTCA TOJIBKO Ha OCHOBAHUH NOKYMCHTOB 00 O6paBOBaHI/II/I u

KBaJ'II/I(bI/IKaI_II/II/I (aTTCCTaT, AUTIIIOM, YAOCTOBCPCHUC, CBI/IILCTCJ'IBCTBO).
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VYpoBHH 00pa3oBanus B PO:
1) ocuoBHOe o61Iee (9 KaccoB 001e00Pa30BaTEILHOM HIKOJIBI);

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

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

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

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

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

CTpaHUILC 3aBCPACT NPABUJIBHOCTL BHCCCHHBIX CBeﬂeHHﬁ.

3. TpynoByro KHUXKY MOAMHUCHIBAECT JIMIIO, OTBETCTBEHHOE 3a BBIJAUy TPYAOBBIX KHIIKEK, KakK
MIPaBWJIO MHCIIEKTOP OTAeNa KaJApPOB, MOCJIE YEro CTABUTCS I1€YaTh OPraHu3alllu.

3aganue 1. OGopMUTH TUTYIBHBINA JUCT TPYAOBON KHUKKU B COOTBETCTBHH C 3aKOHOJATEIIHCTBOM 10
MIPeIJI0KEHHOMY 00pasIry.

3anonnume mpyooeyio KHUICK)Y C y4emom ecex mpebo8anuli 3aKOHO0amelbCmad.

1.1. Copoxun Anexcanap CepreeBuu (05.08.1977 r. poxkaenusi) ycrpousicsi Ha pabory B OOO
«[Tapyc» 5KOHOMHCTOM B pacueTHO-aHATUTHYEeCKui oTael. [Ipuka3 o npueme Ha padoTy Ne30-k ot 03
mapta 2016 roma. Copokun A.C. uMeeT JUIUIOM O BBICIIEM NPOQPECCHOHATHHOM 00pa30BaHUM IO
CHEeIUaIbHOCTH 3KOHOMHCT. Asekcannap CepreeBud BIIEpBBIE yCTpauBaeTcsi Ha pabOTy MO CBOEH
cnenuansHocTu. MHCHekTop otaena xaapoB CemenoBa T.H. 3amonHuna TpynoBYIO KHUXKKY B JCHBb
W3JIaHus prKas3a o mpueme Ha padory Copokuna A.C.

1.2. Copokun A.C. mpopabotan B OOO «Ilapyc» 1 rox u 3 Mecsia, 3aTeM Hamucal 3asiBIieHHE 00
YBOJIBHEHUU O COOCTBEHHOMY JKEJaHWIO, Mpuka3 o0 yBombHeHMH Bbimen 03 wutons 2017 roxa.
Coenatime coomeemcmayowyro 3aniucs 8 mpyooeol KHUNiCKe pabOmMHUKA.

1.3. Tlpu 3anonueHnu rpadsl 3 TPYAOBOH KHUXKKH ObLTa JomylieHa HeTogHocTh, CopokuH A.C. ObLT
MNPUHAT B PacYETHO-aHANUTHUYECKHH OTIEN AKOHOMHUCTOM MO OYXTaldTepCKOMYy Yy4eTy M aHalIHu3y
X035IICTBEHHOM JesiTenbHOCTH. Coenatime 3anucb 68 mpyoo8ol KHUJCKe O MOM, 4mo 3anuchb 3d
Homepom I neoeticmeumenvra (03.06.2017).

Oobpazey oghopmnenun mumynpbHo20 1UCma mpyoo6oil KHUMNCKU padomHuKa
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TpynoBas kuumxKa
TK-IV M 8230487

DuLIHs Monosa

s Oapbsa

0T4ecTBo CepreeBHa

Dara pomodens 1202097 %

Odpasosanue  BbICLUIEE N Psa;eégid‘gH aZibHoe
podecens, cnennaibiocrs,  CNEUNANUCT

no KagacTpy

03. MapTa 2016 .

Dara. sanosHeHus .,

Monosa

Moonues Amya;
ApeHHOro 3a BedeHue TPYIOBMYX KHIBKER

MBaHOBa

(pasbopuneo)

TpynoBasi KHM:KKa — 3TO JOKYMEHT, B KOTOPOM COJEPXHTCS BCS MH(POPMAIUS O TPYIOBOMH
NeSITeIbHOCTH €€ BiaJenblia. 3amojHeHue ee TpeOyeT OoT pabOTHHKA KaJIpoB ropasfo Oosblueit
BHUMATEIbHOCTH M JIaIbHOBUJIHOCTH, 4Ye€M OQOpMIIEHHE JI000ro Apyroro aokymeHTta. Ommuoky,
JOTYILEHHYIO B MIPUKA3€ WIK B JOTOBOPE, JIETKO UCIIPABUTH. Yallle BCEro HUKTO M HE y3HAET, UTO OHA
uMena MecTo. A TOCJHeICTBUS HE3aMEUYEHHBIX W HEUCHPABIEHHBIX OMIMOOK B JIOKYMEHTE,
MOJTBEPXKIAOLIEM TPYJIOBOM CTaX paOOTHUKA, MOTYT BBIBUTHCS TOJIBKO BO BpeMsl 0(pOpMIICHUS
MIEHCHUH.

TpynoBble KHHXKH BeIyTCsi Ha paOOTHHUKOB BCeX MPEANPUATHH HE3aBHUCHUMO OT (OPMBI
COOCTBEHHOCTH U OpraHU3allMOHHO-TIPaBOBOM ()OPMBI, B KOTOPBIX OHHM MPOpadOTa M CBBILIE 5 THEH, B
TOM YHUCIJI€ HAa CE30HHBIX U BPEMEHHBIX paOOTHMKOB, a co 2 okTA0ps 2006 roga TpynOBbIE KHUKKH
00s13aHbI BECTH TAK)K€ U padOTOAATENH - UHAUBHUAYaJIbHbIE TpeAnpuHuMaTenu (4. 3 ct. 66 TK P®D).

Jlns mocTymarouiero Ha pa®oTy BIEpBble KHIDKKA opopMiIIeTcsl He Mo3fgHee 7 AHEH co JHSA
npuemMa Ha paboTy.

®opma, NOPAAOK BEIACHMS M XPAHEHUS TPYNOBBIX KHIKEK, a TaKXKe MOPSJOK H3TOTOBICHUS

OJIaHKOB TPYZIOBBIX KHM)KEK M oOecriedeHus UM paboTtojaTenell yctaHaBiuBatoTcs [IpaButenscTBoM
PO.

CornacHo npukazy Mundpuna PO Nell7 or 22 pexabps 2003 r., u3roroBieHue OJIaHKOB
TPYAOBOM KHW)KKM M BKJaJbllla B TPYAOBYI0 KHIXKKY ocymiectisercds OObennHeHHEM
rOCy/IapCTBEHHBIX MPEANPUATUNH M OpraHu3aluidl MO MPOU3BOJCTBY TOCYAAPCTBEHHBIX 3HAKOB
"TO3HAK" Mun¢una Poccun.

HoBrle OnaHKu TpYAOBBIX KHUXKEK, a TaKKe€ MpPaBHJIa WX BEJCHHUS U XPAHEHUS YTBEPHKICHbI
ITocranoBnenunem IlpaBurenscrtea PO ot 16 anpens 2003 r. N 225.

C 1 suBaps 2004 r. paboTHUKaM, BIEpBbIE MOCTYMAIOUIUM Ha pabOTy B COOTBETCTBHH C
3aKJIFOYEHHBIM TPYIOBBIM JI0TOBOPOM, O(OPMIIIOTCS TPYIOBbIE KHIKKH TOJIBKO HOBOT'O 00pasia.

[Ipn »>TOM TpynoOBBIE KHUKKU paHee yCTaHOBJIEHHBIX oOpasuoB (1938 u 1974 rr.), a Takxke
TPYZOBBIE KHUKKU KOJIXO3HUKOB, 1€HCTBUTENIbHBI.
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Ilo BHemHEMY BUY HOBasl TPYAOBasi KHMKKA OTIMYAETCS OT MPEXKHEHN, pa3MEPOM U TEM, 4TO B
HEW HEeT paszena JJId CBEJACHWN O HA3HAYEHUU NEHCUH, a Pa3fesbl O HarpaXJACHUU U MOOLIPEHUH
o0BeMHEHBI. B cTpykType U 0hOpMICHUN HOBOW KHUKKH M3MEHEHHMI HEMHOTO: Ha OOJIOKKE M Ha
TUTYJABHOM JHCTe pa3MmerieH repod PD, a B rpade 3 «CBeaenus o pabore» MperycCMOTPEHO BHECEHHE
3aMucH 0 KBTM(UKAIUK pabOTHUKA.

[TocTanoBnennem MuHHCTEpCTBa Tpyaa U conanbHOro pa3putus P® ot 10 oktsadps 2003 r. N
69 yrBepxaeHa MHCTpyKIUS MO 3aM0THEHUIO TPYIOBBIX KHIDKEK MOPSAOK IPpUOOpETeHHs, XpaHEHUS U
BBIJIaYU TPYAOBBIX KHIDKEK coTpyaHukaM. HoBas MHCTpykius moaxoauT A paboThl ¢ TPYIOBBIMU
KHIDKKaMH CTaporo ¥ HOBOTro o0pasia.

Bce 3anmcu B Tpy10BO# KHIDKKE AETAtOTCS 0€3 COKpALIeHUH M UMEIOT CBOM MOPSIIKOBBIA HOMED.
Hepnomycrumo, Hanpumep, B rpade 4 yka3bIBaTh «IIp.» BMECTO «IpHKa3». ITO KacaeTcs U CChUIOK Ha
koHKpeTHble cTatbu TK P®. Crnenyer nucaTth: myHKT 3 yacTh nepBas ctaTtbs 77 TpynoBoro kojekca
Poccuiickoit ®eneparuu.

Ceenenuss 0 pabOTHHMKE TENEpb MOXHO 3alOJHATH HE TOJBKO HAa OCHOBAaHMHM MAclopra, HO W Ha
OCHOBAaHUU JIPYroro JOKYMEHTa, YAOCTOBEPSAIOIIEr0 JIMYHOCTh (BOAMTEIHCKOTO YAOCTOBEPEHUS,
3arpaHnacropTa, BOCHHOTO OWiieTa u T.JI.).

Bce 3anucu o BeImonHsieMoi paboTe, mepeBojie Ha JPYryl0 MOCTOSHHYIO pa0oTy, IPUCBOSHUU
KBaJM(HUKAIMY, YBOJbHEHNH, a TAK)KE O HArPaKJCHUH BHOCATCS B TPYIOBYIO KHM)KKY Ha OCHOBaHUHU
COOTBETCTBYIOIIETO MpHKa3a (pacmopsbkeHus) paboTojaTens HE MO3/JHEE HeNeIbHOrOo CpoKa, a Mpu
YBOJIbHEHUU — B JI€Hb YyBOJbHEHMs. [Ipn 3TOM 3amucu AOKHBI TOYHO COOTBETCTBOBATH TEKCTY
npukasa (pacrnopsbkeHus). 3amucd B TPYAOBYIO KHIDKKY O MPHYMHAX MPEKpaIleHUs TPYAOBOIO
JIOTOBOpA BHOCATCSI B TOYHOM COOTBETCTBUU ¢ (hopmynupoBkamu TK P® umm mHOTO denepanbHOro
3aKOHa.

Buecenue 3anucu o pabome 6 mpyooeyio Knuxcky (oopazey)

CBEJAEHUS O PABOTE TK-IV Ne 8230487
HanmenoBanmue,
Caenenusi o premMe Ha padoTy, epeBoie
Jlata nara u HOMEp
= Ha JIPYTYIO MOCTOSIHHYIO Pa0doTy, KBaTU(UKAIIH,
3} JIOKYMEHTA,
S| YBOJIbHEHUU
= o Ha OCHOBaHUU
S (c ykazaHMeM NpPUYMH U CCBUIKOM Ha CTaThblo, KOTODOLO
g | 0| YOO | TR | mynier sakona) BHecIe)Ha 3aIHCh
1 2 3 4
OO611eCcTBO ¢ OTPAaHUYEHHON OTBETCTBEHHOCTHIO
«Opbura-M» (OO0 «Opbura-M)
[Ipunata B oOTHEN KagacTpa Ha JODKHOCTH | [Ipuka3s oT
A R e 03.03.2016
10 KaJacTpy BTOPOM KaTerOpuu Ne 25

Buecenue 3anucu o nepegooe na mexcoy cmpyKkmypHoimu noopazoenenuamu (oopaszeu)

CBEJEHIA O PABOTE TK-IV Ne 8230487
HaumeHnoBanmue,
Caenenus o mpreMe Ha padoTy, MepeBoie
Jara Jara n HOMED

= Ha JIPYTYIO MOCTOSTHHYIO padoTy, KBATH(UKAIIIH,

o JIOKYMEHTA,

S YBOJIbHEHUU

E o Ha OCHOBAaHUU

s (c ykazaHuWeM TNPUYUH U CCHUIKOW Ha CTaThIo,

<! 9UCTIO | MECAIL | TOM |y 3aKOHA) KOTOpOro
BHECEHA 3aITHCh

1 2 3 4
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OO011ecTBO ¢ OTPaHIUYEHHOW OTBETCTBEHHOCTHIO

«Opbuta-M» (OO0 «Opbura-M)

[IpunsTa B oTHen Kajgactpa Ha JOJDKHOCTH | [Ipukas oT
R R e 03.03.2016
10 KaJlacTpy BTOPOM KaTEropuu No 25
IlepeBenena B cekpeTapuaT Ha JOJDKHOCTH | [Ipuka3 oT
CI I i sl s e 04.04.2016
Ne 62

BHecenue 3anmcu 00 yBoJIbHeHUM pa0OTHHKA
3anuce 00 YBOJIbHEHUU IPOU3BOJUTCSA B CIICAYIOIIEM HOPSIIKE:
B rpade 1 cTaBUTCS MOPSAIKOBBIN HOMEp 3aIHCH;

B rpade 2 yka3bIBaeTcs AaTa yBOJIbHEHUS (YUCII0, MECSALL, TON);

B rpade 3 nmemaercs 3anuch O MPUYMHE YBOJIbHEHUS (CM. IPUMEYaHHE);

Brpaq)e 4 YKa3bIBaCTCd HAMMCHOBAHUC NOKYMCHTA4, Ha OCHOBAHHWU KOTOPOI'O BHCCCHA

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

Buecenue 3anucu 06 ysonvnenuu padomnuka (oopazey)

CBEJAEHUS O PABOTE TK-IV Ne 8230487
HanmenoBanmue,
Caeznenus o nmpueMe Ha paboTy, epeBoJie
Jlata nara u HOMED
- Ha JIPYTYIO MOCTOSTHHYIO Pa0doTy, KBATU(UKAIIH,
o JIOKYMEHTA,
= YBOJIbHEHUHU
= . Ha OCHOBaHUU
S (c ykazaHMeM NpPUYMH U CCBUIKOM Ha CTaThlo,
o | wmeno | Mecsn [ o | ypkr 3akona) KOTOpOTO
- BHECEHA 3aIIUCh
1 2 3 4
OO611ecTBO ¢ OTPAaHUYEHHON OTBETCTBEHHOCTHIO
«Opobuta-M» (OO0 «Opbura-M)
[IpunsTa B oTaen kagactpa Ha JOJDKHOCTH | [Ipukas oT
1 03 03 2016 CIIeMaJINCTa 03.03.2016
10 KaJaCTPy BTOPON KaTerOpUU Ne 25
IlepeBeneHa B cekperapuaT Ha JOJDKHOCTH | [Ipukas oT
2|05 04 2016 CeKpeTaps 04.04.2016
Ne 62
TpynoBoil 1oroBop npekpamieH no cornamenuto | [Tpukas oT
3 |23 05 2016 CTOPOH, 23.05.2016
nyHKkT | wactm Tpereit crarbum 77 Tpymosoro No 71

KOoJCKCa

Poccutickoit @enepanyn

WHcnekrop otaena Kagpos Iloonucw

NBanoBa
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Buecenue 3anucu o nazpasicoenusax, noowpenuax pabomuuxa (oopaseuy)

CBEJIEHIMS O HATPAXKJIEHMAX TK-IV  Ne
8230487
HanmenoBanmwe,
Jlata JaTa Hu HOMED
=
= CBeneHHs 0 HarpaXIeHUIX (TTOOLMIPEHUSX ) JIOKyMCHTA,
E Ha OCHOBaHHUU
o | uncno | mecsn | roxn KOTOpOTO
= BHECCHA 3aITUCh
1 2 3 4
OO0111eCTBO ¢ OTPAaHUYEHHON OTBETCTBEHHOCTHIO
«Opoura-M» (OO0 «Opbura-M)
[IpemupoBana 3a xopomryi paboty mo uroram | [Ipukas oT
i i I 06.05.2016
kBaprana 2016 rona Ne 63

3anuce 6 ceéazu co cMeHoll pabomuuxkom gamunuu (oopaszeu)

@amiwms “Tlonosa” m3MeHeHa Ha (aMIUIITO
“Hewnarmepa” Ha OCHOBaHHI CBHIETEIHCTBA O OpaKe

TpynoBas kHuMKa
TK-IV X 8230487

duun  —HeResa— HeHawesa
st Hdapbsa

0T4ecTRO CepreesHa

Dara pomodenus 22121977

(gHean, Meean, rod)

Opasosaime  BbICLIEe NPodeccMoHanbHoe

Hpodecens, ¢nennaibHoCTh cneupnannct

no Kagacrpy

Dara. sanoaHeHus .03_ bl 20!’& I
[Monosa
MoOnues A,
FeTBeHHOrO 30 BedeHue 'rpymmmx RHIDKER

MBaHOBa

(pasbopuieo)

3anucs 6 ceéa3u ¢ nosviuieHuem ypoeHs oopazoeanus pabomuuxa (oopaszeuy)
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CBCHCHIIH 00 o6pa303aH1m JOITIOJTHCHBI  3aIIChIO

TpynoBasa kHuMKa
TK-IV 2 8230487

“BhICIIICE npo¢eCCHOHATBHOE ™, CBeNeHUS o
mpodeccHn, CIeIaTbHOCTH [JONOJNHEHbl 3alllChIo
“HHKeHep-CTpoHuTeNs’ Ha ocHoBaHmH auruioMa ACT

%wﬁ"igg

2263361 / To k004 28 ~ BBIIAaHHOTO benropoackiM s
rocynaxs\ FHBING TeX HONOTHYECKIIM  YHHBEPCUTETOM
S A NS
ST (93 . DamAis MBaHoB
- ) r
= | oTAEN KAAPOB | = =
P a Iloonuce Bacmisesa Mas Cepren
0TYeCTBO lMeTpoBuy

Dara pomoderus 25.02.1963

(YHCAD, MeeRI, 1od)

Oopasosame _ CPEAHEE I'IpOd)ECCMOHaIleoe,
BbiCLUEe I'IpOCbeCCMOHaIIbHOE

Hpodecens, enepnaibHOCTh TEXHUK,
UHXXeHep-CTpouTenb

MmapTa ?016

Dara sanosnenus . "

MBaHOB

Hoonues amda;
ABeHHOr0 3a BedeHue TPYOOBALY KHILKER

BacunbeBa

(pasbopumso)

IIpakTuyeckoe 3ansaTue Ne 1

Tema 12. JIokyMeHTBI 110 CHA0KEHHIO U COBITY.

Leab padoThl: HAYYUTHCS 3aMONHATH U OPOPMIATH JOKYMEHTHI IO CHAOXEHHI0O M COBITY;
MPUOOPECTH HABBIKK B COCTABJIEHUU U O(QOPMIIEHHMHU CIEIYIOIMIMX JOKYMEHTOB: aKThl HPUEMKH
OpOJYKUUH (TOBApoOB) IO KOJIMYECTBY U KaueCcTBY; JIOBEPEHHOCTH: pa30Bble, CIICLHAJbHEIE,
reHepabHbIE.
ITosicHenusi k padoTe: eciy KOJIMUYECTBO M KAYECTBO MOCTYNHBIINX TOBAPOB COBIAAAIOT C JTaHHBIMH,
YKa3aHHBIMH B TOBapOpPACIOPSIUTENbHBIX JOKYMEHTaX IOCTABIIKMKA, KOMHUCCHS COCTABJIIET aKT O
npuemke ToBapoB (popma Ne TOPI'-1). Ecnu HeT - akT 0 mpueMKe TOBapOB M akT 00 YCTaHOBJICHHOM
PacxXoKJIeHUU O KOJMYECTBY M KauecTBY MpU MPHUEMKE TOBapHO-MaTepHalbHBIX LIeHHOCTEN (popma
Ne TOPT™-2).

JUia akTa O NpHEMKE TOBapoOB MPEAyCMOTpeH TUnoBoil Onank. Ero ¢opma yTBepkieHa
nocranoBieHneM ['ockomcrata Poccuu ot 25 nexabpst 1998 1. Ne 132.

AKT COCTaBJISIIOT B OJTHOM 3K3EMIUISIPE B JIEHb NOCTYIIEHUSI TOBAPOB. AKT MOJMUCHIBAIOT YJICHBI
KOMHCCHH, KJIQJIOBIUINK, [NIABHBIA OyXrainTep U yTBepKJIaeT PYKOBOJIUTENb OpraHU3aIHH.

Cpok xpaHeHHMsI aKTa O MPUEMKE TOBAPOB B ApXHUBE OPraHU3ALIUU - 5 JIET.

3aganue 1.

ITo noroBopy noctaBku ot 15 HOs1Opst 2004 1. N 24 3A0 "AkTuB" npuodpeno y OOO "Ilaccus":

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

— 20 cronos mo 1iene 1416 py6./mr. (B Tom uucie HIC - 216 py0.).

O6mas croumocTs ToBapoB coctaBmia 134 520 py6. (B Tom uncie HJIC - 20 520 py0.).
"AKTHUB" NIOJTy4mJ1 CIAEAYIOLIUE TOBAPOCONPOBOAUTEIBHBIE JOKYMEHTBHI:
— TOBapHYIO HakJIagHyo oT 22 Hos0ps 2004 r. N 12;

— cuer-dpaktypy ot 22 Hos6ps 2004 r. N 17.
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Odopmnenue akma o npuemke moesapos (oopaszeu) - 1

Vhutbuumposannaa chopra Ne TOPT-1
VTBEPXAEHA NOCTAHOBNEHUEM [DCKOMETATA
Pocenn o1 25.12.98 [ 132

Kog
®opma no OKVL 0330201
3A0 «Axmus», Mockea., yn. Cadosas. 151, men. 393-93-93 no OKNO 40062011
Oprani3ayis, agpec, Homep Tenehora
CTRYKTYPHOS N0APAasAeTeNne
Bua peaTensHocTin no OK/M 4523318
Hom
OMep Kamepa
ceKuua
OcHOoBaHWe 418 COCTABNEHNS akTa NPWKA3, PaeRepRAKerite HOMEp 26
HEHYNHOE 3AYEPKHY T pata 292 11 2004
Bun onepatyuu 34
Homep [Hara VTBEPMHA@
A0KYMEHTa COCTABNEHUA dupermop
LOMKHOCTS
AKT 2 20.11.2002 Buacunves AH. Bacuavee
nognuce PACIINPPOBKA NCANHCH
0 NPMEMKE TOBapoB « 22 > HOAOPA 2004 .
MecTo npuemkmn Topapa Mocksa, yn. Cadosasn, 151
HacTOALMI aKT GOCTABNEH KOMUGCHEN, KoTopas yeTanosuna: « 22 » noabpa 2004 1.
no CONPOBOAWTENLHBIM AOKYMEHTaM mosapnas Haraadwaas N 12 om 22.11.2004
HAUMEHGBAHKE, HOMED, JaTa
foctasned tasap. [JOKYMEHT O BbI30BE NPEACTABUTENS rpy300TnpaswTena, NOCTasLUNKa, NPOU3BOAUTENA.
HBHYMHOR 2a48PKHYTE
Tenerpamma, dhakc, TenedhoOHOrpamMma, paguorpamma No — oT« _— » — 200~ _T.
HOHYHHOB Sa48[KHYTH
py3o0TNpasnTent 000 «llaccuer, Mocrea, yn. Jlecnan, 125, men. 545-11-45
HAMMEHOBAHHE, 40PEC, HOMED Tenedona
[pownseoguTens —
HAMMEHOBAHHE, 30PEC, HOMEP TEReOHa
MocTasLmK OH Hce
HAUMEHDEAHNE, 20PEC, HOMED TEHB(,UOH{:‘
CTpaxosas KoMNaHus —
HAMMEHOBAHHE, 8APEC, HOMBY Tenedona
Lloroeop (KOHTPaKT) Ha nocTasky Tosapa Ne 24 ot« _I5 » noabpa 2004 r.
Cyer-thaktypa Ne 17 T« 20 » HOAOGDA 2004 .
Kommepyeckuit akt Ne — OT « » 200 r.
BerepuHapHoe CBUABTENLCTRO (CBUARTENLCTBO) Ne — or « » 200
JKenesHopopoxHan HaknagHas No — 0T « » 200,
Cnocod AOGTaBKK aemodypeon Ne
BAA TRAHCIOPTHOTD CPEACTBA
[Jlata otnpasneqns Topapa « 22 » noabps 2004 r.
CO CTaHummn (NpUCTaHK, NopTa) OTNpasneHus —
HaumeRoRaHE
NI CO CKNada OTNpaeuTens ToBapa 000 «Ilaccug»
HARMEROBAHRE
Temneparypa B Tonuie maca (puibbl) __—  °C
LOATA, BPEMS, 4 MuH,
NPUEMKY TOBApA
npuBLITUA TOBApa
Ha4ano NPUOCTAHOBNEHWE BO30GHOBNEHUE OROH4YdHME
22.11.2004 12 4 35 mun. — — 13 4 00 mun.
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"AxT 0 npuemke ToBapoB (popma Ne TOPT-1)": ctp.1
Odghopmnenue akma o npuemke mosapos (oopazeu) — 2

Tosap Katero- EavHuua LleHa, Mo JOKYMEHTaM NOCTaBLIMKA 3HAYMAOCH
pus, W3MEPEHUA py6. Kon.
co
HaWMeHOBa- Koa bT Haume- Koa KONIMYECTBO macca CTOWMOCTb,
HUe HoBaHue | no OKEW pyb. Kon,
B OLHOM [ MecT, | OpyTTO | HetTo
MecTe LUTYK
i 2 3 4 5 6 7 8 9 10 11

1.Cmynva| 36 — wm. — 900 50 2 300 350 106 200

Ceptudhukar N POC JE.ME 69.A00887 deiicmeumenen ¢ _ 01.10.2004 no _ 12.01.2005

2. Cmonwn 45 — | wm. — 1200 20 ! 600 680 28 320

Ceptuchukar A POC JE.ME 809.A00732 deiicmeumenen c __01.10.2002 _no ___12.01.2003

//
//
/
//
~— /
\\
///
//
/
/
Tapa
Tapug
Wtoro 3 134 520-00
CoCTOsHNE TOBAPA, Tapbl U yNakoBky 8 MomeHT ocmoTpa _Jloépexcdenuti mapoL nem.
Cnocob onpeaeneHua HeROCTAOLWEro ToBapa —
3aKnyeHve 0 NPUYKMHAX U MecTe 06pa3oBaHus HEQOCTa4M Toeapa
/

"AKT 0 npuemke ToBapoB (popma Ne TOPI'-1)": cTp.2
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Odghopmnenue akma o npuemke mosapos (oopazeu) — 3

DaKTNYBCKN Cymma HAC OTKNOHEHWE (+, —)
NPUHATO c y'-leg;om

KONU4€eCTBO macca CTOUMMOCTB, pyHﬁp'K(’m‘ CTaBKa,| CyMMa, KONMYECTBO Macca cTOmM-
py6. Kon. % py6. Kon. MOCTb,
B 0AIHOM | MecT, | BpYTTO | HETTO B OfHOM |MmecT,|BpyTTO [HETTO DY6. KoM,

MBCTE | LITYK MECTE | LUTYK '

12 13 14 15 16 17 18 19 20 21 22 23 24

50 2 300 | 350 |106 200-00(106 200-00| 18 |16 200-00| — — | = | = —

20 1 600 | 680 | 28 320-00 | 28 320-00 | 18 | 4320-00 — — | — | = I —

e

e -
7
//
/ “
L~
.
/7\\__‘__‘
//
j i
X 3 — — (134 520-00|1134 520-00| X |20 520-00| ¥ — | - | — —
/

"AKT 0 npuemke ToBapoB (popma Ne TOPI'-1)": ctp.3
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Bce 4neHbl KOMWGCUM O3HAKOMAEHbI G MPABMNAMMW NPUEMKI TOBAPOB N0 KONMYECTBY W Ka4eCTBY W NPeYNPeXAeHsl 00 OTBETCT-
BEHHOCTW 32 NOANWCAHWE AKTa, COAGPMKALLETO AAHHbLIE, HE COOTBETCTBYIOLUME ARACTBUTENBLHOCTH.

NpaeuneHOCT KONWHECTBA W KA4eCTBA TOBAPA NOATBEPHAAEM.

Mpepceparens KOMUCCUN dupexmop Bacunves A.H. Bacunves
MecTo paﬁarsr. AOMKHOCTE MaAMHCE ,DJCHMQ}_DOBKJ acanuce
HreHbl KOMUCCHW, byxzarmep I'puzopvesa M.A. I'puzopvesa
T MECTO DADOTEI, OTKHOCTE nognncs paciuuch poBKa N0AMMCH
Fér{'/ M,ﬂ_\x\g\ 3as. cknadom Heanos A.H. Heanos
| %i AKT”B'E’ MBCTO PaoTel, AOMKHOCTE NoAnHCE Paciyngp poska noamucH
P=N 6‘ i
=
\% f%] Havanorur yexa M 1 MMempos C.C. Tempos
‘{9103“\ MBCTG PaloTe!, BOMKHOCTE NoANHCE PACUIHD POBKA NOAMMCH

3aknioyeHne kommeeun 1 06ap NPUHAN NOJHOCIbIO.

Bpax u nedocmauil He 6bLABNEHBL,

MpeacTaBuTENb rPY300TNPABUTENA (NOCTABLUWKA, MPON3BOAUTENS)
[loKyMeHT, yooCTOBEPAIOWMA NONHOMOY KA

N — BbINAH « _— _ » — 200—r.
MECTD PACOTE, OTRHOCTE nogmHcs chamuTig, BMA, 0THECTEE
AKT ¢ NPUAOKEHNEM Ha — ANCTaX NONy4un
naeHbIA {cTapwwit) Gyxrantep Bapucosa 0.B. Bopucosa
NoJnHCs panM(‘prBK& neanuecu
« 22 » HoaAdps 2004 1.
Peluekune pyKoBOAUTENA —

/
"*‘\/
/\
/
/

/

TOBAp U Tapy HA OTBETCTBEHHOE XPAHEHWE NPUHAN

3aeefytoLLniA cKnapnom (KNaposLLmK) Anmonos A.H. Aumonog
oAy pacwnghpoBKa NOANHCH

Odghopmnenue akma o npuemke mosapos (oopaszeu) — 4

"AKT 0 npuemke ToBapoB (popma Ne TOPI'-1)": ctp.4



3aganue 2.

Odopmute akT 00 YCTaHOBIEHHOM PACXO0XKIEHUH 110 KOJHMYECTBY M KAUeCTBY B COOTBETCTBUU CO
CIIEYIOIIUMHU YCIOBUSIMU:

[To noroBopy moctaBku oT 15 HOsOpst 2007 r. Ne 24 3A0 "Akrtus" npuobpeno y OOO "ITaccus"
50 cromnoB no nene 1652 py6./mrt. (B Tom uncine HJIC - 252 py6.). O6mias cTOMMOCTh MapTUH CTOJIOB
cocraBuia 82 600 py6. (B Tom uncne HJIC - 12 600 py0.).

"AKTHUB" MOJY4YHJI CICAYIOIIUE TOBAPOCONPOBOAUTEIBHBIE JOKYMEHTHI:

— TOBapHYIO HakJanHyt oT 5 nexadps 2007 r. Ne 37;

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

5 nekabpst 2007 roma cronbl ObutM MocTaBieHbl Ha ckian "AxtuBa" Ne 1. Ilpu pasrpyske
TOBapoB ObLIa 0OHapyskeHa HefocTada 10 cTooB.

41



Ocpopmnenue akma 06 ycmano6neHHOM pacxoxiHcoeHUU no KOJIuvecmey u Kayecmey —

1

Yhudhmumposanas opma Ne TOPT-2
YTBEPH OeHA NOCTaHOBNEHUEM [OCKoMETaTa
Poceunu o1 25.12.98 Ne 132

Ko
®opwma na OKY[] 0330202
3AQ «cAxmué», Mockeéa, yn. Cadoeas, 151, men. 393-93-93 no OKMO 40062011
OpraHu3ayna, anpec, HoMep TenegoHa
CTPYKTYDHOE NOJPA3AeNEHIE Y
Bup peatencHocti no OKAMN 4523318
OCHOBaHKe ANA COCTaBNEHWA akTa NpUKa3, PAEAEHKEHIE Homep 27
HEHYKHOE 3a48IKHYTH nata 05 12 2007
Bua onepauwn 12
Homep pokymenta | [ara coctaenenus | YTBEPXKIAH
[ dupexmop
AKT 78 05.12.2007 AOTKHOCTS

Bacianed

Bacunvee A.H.

06 yCTAHOBNIEHHOM PacX0XAEHUU N0 KONUYECTBY

. nejmnice PACLUHPPOBKA NOANKCY
W KQ4ecTBY NpU NPUEMKE TOBApPHO-MaTepuUanbHbIX UEHHOCTEH « 05 » dexadps 2007 r.
MecTo npuemkiM ToBapa Mocksa, ya. Cadosan, 151
HacTosiwuit akT cocTaened KOMWCCUER, KoTopas yeTaHosuna: « _05  » dexabpsa 2007 r.
Mo COMPOBOANTENbHBIM JOKYMBHTAM MmosapHas Rakaadnaa N 37 om 05.12.2007
HAWMBHOBAHHE, HOMAD, faTa
[OCTaBNeH ToBap. [JOKYMEHT O BbI30BE NpefCTaBUTENS rpy300TNpasuTens, fOCTastitKa, ApOMSEOANTERS:.
HEHYMKHOE 334EDKHYTL
Teferpamtita, (hakc, TeRechoHorpatita, paanerpamma Ne 368/A o1« 05 » deradpa 200_7 .
HEHYXHOE 3a48PKHYTH
lpy300TnpasuTent 000 «Ilaccus», Mockea, ya. lecnaa, 125, men. 545-11-45
HAWMEHROBAHWE, dfipac, HoMep TEHB.’IJGHII
Mpon3soguTens —
HAHWMEHROBAHKE, dAPec, HoMep TE-‘H&’@JGH{'T
MocTaBuuk OH Jice
HauMeHOBaHue, aapec, HoMep TEHE,’J‘JGH:'T
CTpaxoBas KOMNaHWs —
HaHMeHOEaHWE, aapec, HoMep TEHSJJGH.’I
Nlorosop (KOHTPaKT) Ha NocTaeky Tosapa Ne 24 or« 15 » HOAODSR 200_7_ .
Cl_leT_dJaKTypa NU 132 0T « 05 » 667‘:&603 EOOL r.
Kommepyeckuin akt Ne — OT « » 200 r.
BetepuHapHoe cenaeTenscTeo (CBUAETENLCTRBO) No 0T « » 200 .
KeneaHogopoxHaa HaknagHas No — 0T « » 200_r.
Cnocob aocTaeku asmogypzon No
_ Bl TRAHCNOPTHOrD CPefCTRa
Nara otnpaenexns Toeapa « _03_ » dexabps 200_7_r.
CO GTaHUWMK (NpMCTaHW, NopTa) 0TNpaBneHus —
HaumMeHoBaHue
MW CO CKNaja OTnpaeuTens ToBapa 000 «ITaccus»
HAUMBHOBaH®E
HATA, BPEMA, 4 MuH.
I'IpHﬁb\THﬂ TOBdpd | BCKPLITUA BArOHd, Bblaa4u HOCTaBKKW TOBA- Ha4ana NPUEMKW TOBAPa
Ha CTaHLMI aBToChyproxa, | ToBapa op- | pa Ha cknap pasrpyaKiu
{npucTaHb, NopT) KOHTeHepa raHu3auuen | opraHu3auun- Ha4ano npuocTa- | BO306HOB- [  OKOHHaHWe
HasHa4eHnA 1 Apyrux TpaHc- | TpadcnopTa | nonysarens HOBNEHWE|  NEHWE
MOPTHBIX CPEACTE
. _ _ 05.12.2007 | 05.12.2007 | 05.12.2007 | _ 05.12.2007
10415 mun., |10« 35 mun. |10 4 35 nun. 11 % 30 mun.

"AKT 00 YCTAHOBJICHHOM PACXOXJICHHUU II0 KOJUYCCTBY HW KAYCCTBY IIpU IIPUCMKE TOBAPHO-

MaTepuaigbHbIX HleHHocTel (popma Ne TOPT-2)": ctp.1
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Ocpopmnenue akma 06 ycmanoeneHHOM pacxoHcoOeHUU no KOJIUYeCmey u Kayecmey — 2

CBefieHna 0 COCTOAHMW BarOHOB, aBTO(PYProHOE W T. 4. Hanw4ue, onucaHmne ynakoBo4HbIX APMLIKOB, MoMO TpaHenopTta

Ha 0TAeNbHbIX MecTax (CepTUUKATOB, CNELUMDWKALMIA B BAroHe, KOHTEHEpe) 11 OTNPABUTENbLCKAsA MapKUPOBKa

Mo conposofnTeNnbHEIM TPAHCANOPTHBIM ACOKYMEHTaM 3HAYUTCA.

OtmeTka 06 on- | Konn4ecTso Bun HammeHoBaHme | EavHuua | Macca 6pyTTo TOBapa (rpysa) Ocobble
NoMBMPOBAHMN MecT YNakKoBKu TOBapa (rpy3a) | MamepeHus no AOKYMeHTam OTMETKM
ToBapa (rpyaa), WK HOMepa ~ | OTnpaBuUTens
COCTORHME BAroHOB (KOH- OTNPABUTENA | TDAHCMOPTHOW | ng yaknagHow
nnomé n coaep- TeAHEePOB, aB- opraHusaumm
XaHue aTTICKa TOdYProHoB (CTaHuww, npy-
nT. 4. CTaHu, nopTa)
1 2 3 4 5 6 7 8
05.12.2007 5 Eopoba Cmonwsl wm. — — —
napm.onnbze

CBE}],BHMR 0 COCTOAHWKM BArOHOB, aBTOCb}/DFDHOB W T. 4. Hanu4une, onucaxme YCTAHOBNEHHEIX APMEIKOB, nnoma TpaHCnopTa

Ha OTAENbHbIX MeCcTax (CepTUDNKATOR, CNeUNdMKALMW B BaroHe, KOHTeRHepe) (hakTu4ecKu

AsmodypzoH 6 UCRPaABHOM COCIMOAHULL,

nJtomobt nocMmMasuUKOM He YCHAHO8/LEHbL.

PacxoxpeHue no KOnU4ecTey MeCT 1 mMacce | Konn4ecTtso Macca, Kr CTeneHb 3anonHeHus
B aKTMPYEMOii NapTumM TOBapa, 0BHAPYKeH- MecT TAPHOro MecTa, BaroHa,

Hble Ha CKMaze TOBaponony4arens OpyTTO Tapa HETTO KOHTEIHepa 1 T. M.
Mo AOKYMeHTaM rpy300TnpaBuUTens 5 ——

—-'_-._-_-.‘__
DaKTU4eCKN NOCTYNUND 4 T
__.-—"-'-"
PacxoxnaeHue (+, —) 1
Torap Homep EavHuua namepeHus Mo AOKYMEHTAM NOCTABLLMKA 3HA4YMTCA
(HaMMEeHO- MecTa
Bakve) HAUMEHOBA- |  KOA MO apTukyn copT KONWYECTBO LigHa, CyMma,
HWe OKEW TOBapa (macca) py6. Kon. py6. Kon.
1 2 3 4 5 6 7 8 9
CmonusL —_ wm. 796 625378 — 50 1652-00 |82 600-00
/,/—
/
/f
— i
/
/
—
"AKT 00 YCTAaHOBJIECHHOM PACXOXJACHUH MO KOJMYECTBY W KA4eCTBY MPU TPHUEMKE TOBAPHO-

MaTepHalbHbIX LleHHocTel (popma Ne TOP

I-2)": ctp.2

Ogopmnenue akma 06 ycmanoseieHHOM PACXO0HCOCHUU NO KOAUYeCmEy u Kauecmey — 3
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YCnoBns xpaHenus ToBapa (NpoAyKLWK) 0 8r0 BCKPLITUA HA CKNage nanyyarens:

HOMBILLGH.HE CKMLada OManaiusaemcs u OXpParHAemca.

Hopoﬁrcu YCMAHOB/LEHDL HA CHLELLANCU.

CeefieHMa 0 TemnepaType NPy pa3rpy3ke B Barake (pechpuixepartope 1 T. 4.) B ToBape, °C —

CoCTosiHWE Tapbl U YNAaKOBKKM, MaPKUPOBKA MECT, TOBApA W Tapbl B MOMEHT BHELUHEro 0CMOTPa ToBapa (npoaykunn)

Ynakxoeka ne nospem@ena.

CoaepaHne HapyHoWM MapKUpOBKM Tapbl W APYrUe AdaHHbIE, HA OCHOBAHWMKW KOTOPbIX MOXHO COENaTb BbIBOALI O TOM, B Ybei

YNAaKoBKe NPebABNEH TOBAP (NPOMSBOAUTENS WK OTNPaBUTENS)

Mapruposra 000 «Ilaccus».

Nata BCKpbITUA Tapbl « 08 » dexabpsa 2007 .

OpraHu3auus, KOTopasi B38eCWNa U ONNOMONPOBANA OTTPYKEHHbIA TOBAP, UCMPABHOCTL NNOME W COEPXaHWe OTTUCKOB, COOT-
BETCTBME NNOMG TOBAPOCOMPOBOANTENEHBIM JOKYMEHTAM

Mopanok otGopa ToBapa (NpoaykumMK) Ana BeIDOPOYHOKH npoBepku ¢ ykazaHuem FOCT, 0coGbix yCNOBMIA NOCTABKW NO A0TOBOPY
(KOHTpaKTy), 0CHOBaHWE BLIGOPOYHON NPOBEPKM:

_.-——"'—-_’-’—

—
———
P——

MakTu4ecKn 0Kasanoch bpak Boi OTKNOHeHMA Homep
nac-
apTUKYN [ COPT | KOMW4e-|  LeHa, CYMMa, [KOMMYe-| CymMa, |Konmye-| Cymma, HepocTada V3NULLKK nopta
TOBapa cTB0 | py6. kon. | py6. kon. CTBO pye. CTBO pye.
(macca) (macca) | kon. |(macca)| Kon. |KOAM4E-| CymMa, | KOMW4e- | cymma,
CTBO py6. Kon CTBO pyo
(macca) (macca) | xon.
10 11 12 13 14 15 16 17 18 19 20 21 22 23
625378 — 40 |1652-00 |66 080-00| — - - - 10 |16 52000 — - -
_..--—_.-—‘"-"/
_F_'____--'//
-—-.___\h_ ——-"/
.--‘—'_-‘-- T —
/"
_/""’"""ff
—/‘

"AKT 00 YCTaHOBJIEHHOM pAaCXOXJEHUH 110 KOJMYECTBY M KauecTBY INpU IpPUEMKE TOBAPHO-
MaTepuaabHbIX lleHHocTel (popma Ne TOPT-2)": ctp.3
Odhopmnenue akma 06 ycmanog1eHHOM PACXoHcOeHUU O KOIuuecmay u kavecmay — 4
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OnpeaeneHune KonW4ecTea ToBapa (NPOAYKUWK) NPOBOAWNOCH

B3BELUIMBAHWEM, CYETOM MECT, DOMBDOM W T. IT.,
Cuemom Mecm, BHYMPEHHUM U 6HEWHUM OCMOMPOM mapwvl
MECTO 0NpegensHui KonuMYecisa TOBAPa (MPOaYKLmM)

B3BelumBaHWe TOBAPOE (MPOAYKLMN) NPOBOAMNOCE HA UCMPABHBIX BECAX, MPOBEPEHHLIX B YCTAHOBNEHHOM nopaake. CeefeHue
06 MCNPaBHOCTM BECOM3MEPWTENBHBIX NPUBOPOB (TWN BECOB, 04 KNeAMEHWA)

[lpyrue gaHHble —

/_,_>—<—’_’_,-

————

M0 ocTanbHbIM TOBAPHO-MATEPKANbHbIM LEHHOCTAM, NEPEYUCIEHHBIM B CONPOBOAUTENbHBIX AOKYMEHTaX NOCTABLUMKA, PACX0X-
DeHWA B KONMYECTBE U KAYeCTRE HEeT,

MoApoGHoe onucaHue AethekToB (XapakTep HeJoCTaqm, M3NULLIKOB, HEHAaANeKaLUero Ka4ecTea, 6paka, 60sA) N MHEHWE KOMMUC-

CUK 0 NpUYKHAX 1x 0BpasosaHus

Odnoil Kopobru co cmoaamu e xgamaem.

SaKHYEHNE KOMUNCCHK
Yemanosanena nedocmana 6 koauwecmeae 10 emoncs na cymmy 16 520 py6. 00 xon.

HneHbl KOMUCCUW NpeaynpexaeHsl 06 OTBETCTBEHHOCTH 3@ NOANUCAHWUE aKTa, COAEPMALLEro AaHHbIe, He COOTBETCTBYIOLLME

JNeACTBMTENbHOCTH,
Mpeaceparens KOMUCCHM dupexkmaop Bacmwal Bacuaves A.H.
MECTO PaBOTL!, JOMKHOCTS  oanHce PDACUINGDPOBKA NOAIHCH
YneHbl KOMACCHN, oyxzanmep Shriaheta I'puzopvesa M.A.
P é\ MECTO PaboThl, JOMMKHOCTE oAnncs pacwitchposka nogavce
'63}/ \\p 3a8. cxaadom Hbanot Heanos A.H.
M. % AKTMB:EI MECTO PaGOTHI, [OMKHOCTE nognngs pacwmbpoeka Nognncu
2 /S| HAYaLbHUK uexa Ne 1 Y lemhol ITempoeg C.C.
\i\\ ‘// MECTO .;'JFH]‘GTM, JOMDKHOCTE nagnuce ..',‘&CJHM{‘?J;J‘(JEK& NoAnHCeH
AN
MpefcTaBuTent rpy300TNPABUTENS (NOCTABLUMKA, NPOW3BOANTENA)
Q00 «Ilaccug», menedicep Vot Heanoe A.A.
MECTO PAGOThI, JOMKHOCTS neamIcs PACWHCDPOBKA TOAMHEH
[lOKYMEHT, YAOCTOBEPAKLLWA MONHOMOYNA nacnopm cepuu 45 01
No 487024 BbIJaH « 10 » aneaps 2001 r.
AKT ¢ NPpUNOMEeHMEM Ha ____—  JIACTax nony4un
naeHbIA (cTapLui) Gyxrantep Oopiscota Bopucosea 0O.B.
nogrece fJ:’l‘C‘L’MCTJ,DDE‘K{! NoAMHCH

Pewenme pykosogutens _Hanpasums npemensuonnoe nucomo nocmaswury — 000 «llaccus»

c mpebosanuem donocnasunb HedocmalrouLee KOAULeCME0 CNOL0E.

"AKT 00 YCTaHOBJIEHHOM pAaCXOXJEHUH 110 KOJMYECTBY M KauecTBY INpU IpPUEMKE TOBAPHO-
MaTepuaibHbIX lIeHHocTel (popma Ne TOPI'-2)": cTp.4
3apanue 3. 3an0IHUTE Pa30BYIO IOBEPEHHOCTD.
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IlosicHenus k padore:

B OpITy 4acTO BO3HMKAIOT CUTYaI[MH, KOI'/la YEJIOBEK IMPOCTO HE YCIEBAET CAENaTh HECKOIBKO
ACT OAHOBPCMCHHO, HANpUMEpP, KOrga HYXHO OTIIPABUTBCA B KOMAHIUWPOBKY W OAHOBPCMCHHO
COBEpLIUTh Kakue-nmuoo aeicTBus aoma. Hambornee mpocTbIM BBIXOJOM M3 3TOM CHUTYyallud CTaHET
BbIJ]a4a Pa30BOM JOBEPEHHOCTH.

JIOBEpPEHHOCTBIO SIBJISIETCS MHCbMEHHOE PACHOPsDKEHUE O Mepesiaye KaKMX-JIHO0O0 MOJTHOMOYHI
AJIg BBICTYIUICHUA OT UMCHU OJOBCPUTCIIA ICPEA TPECTbUMU JIMLIAMU.

CyOBexTamMu JOBEPEHHOCTH MOT'YT OBITh M IOpUANYECKHE, U (PU3HUECKHE JTHLIA.

B 3aBucumocTH 0T 00beMa JenerupyemMsbix OJIHOMOYMI B TEOPUU TpaBa pa3ivyaroT:

—  Pa30BYIO JOBEPEHHOCTD;

— CICOUaJIbHYIO JOBCPECHHOCTD,
— T'CHCPAIBbHYIO JOBEPECHHOCTD.

Pa3oBast 1OBEPEHHOCTH OTIMYAECTCS OT MHBIX BUAOB TEM, YTO BBIJAETCS INPEACTABUTEIIO IS
COBEPLICHHS OAHOIO ACHCTBHSI OT UMEHH JJOBEPUTEIIS.

[Ipumepamu cuTyanuii Ui BbIIa4U Pa30BOM TOBEPEHHOCTH MOTYT CTaTh: MOJYYECHHUE JICHEKHON
CyMMBl Ha HMs J0Beputrens, o(popMmieHHEe OT ero HMMEHM CHEJIKH WIM J0roBopa, Mojady WIH
IOJIy4E€HUE JOKYMEHTOB.

Opnako nociegHee BO3MOXKHO HE BO BeeX ciaydasx. Hampumep, coTpyAHMKY aCIOPTHOTO CTOJIA
JaXKe C JOBEPEHHOCTBIO HE BBIAANYT IIACIIOPT HA PYKHU APYTOMY JIMLLY.

ITo obmemy npaBuity, GOpMOI 3aKIIIOYEHUSI TOBEPEHHOCTH SIBJIETCSI MMCbMEHHBIA TOKYMEHT,
HO B 3aBUCHMOCTH OT COJEpKaHusl INEepeJaBaeMOro IpaBOMOYUs, JOBEPEHHOCTh WHOTJa TpedyeT
HOTApUAJIIBHOIO WIXA IPUPABHEHHOI'O K HOTaPUAJIbHOMY 3aBEPEHHUIO.

Cpok nelicTBUS JOBEPEHHOCTH B II€JIOM M pa3oBOM JOBEPEHHOCTH B YaCTHOCTH
3aKOHOZATEIBCTBOM HE OTPAHUYMBACTCS.

Opnako o0OsA3aTeNbHBIM PEKBU3UTOM €€ COCTaBJICHUs SIBISETCS JaTa 3aK/IIOYEHHs aKTa,
IIOCKOJIBKY B CJIy4ae OTCYTCTBMsI AAThl IPEKPALLEHUS IEHCTBUS JOKYMEHTA, JOBEPEHHOCTD JIEHCTBYET
OJIUH TOJ, C €€ MOAIUCAHNS TOBEPUTEIIEM.

K conepxaHnio pa3oBOH JOBEPEHHOCTH OTHOCATCS PEKBU3UTBI JOKYMEHTa M IIE€pEUYEHb
JEJETUPYEMBIX IIPEICTABUTEIO MOJHOMOYHN.

PexBHU3UTEI TOBEPEHHOCTH:

—  MECTO COBEpIUICHHS,

—  J1aTa COCTaBJICHMUS;

— cBeneHusa o poseputene: ®UO, agpec, BO3MOXKHO NHACIOPTHBIE JaHHbIE I (PU3UYECKOTO
JM1a, HANMEHOBAHUE U MECTO IOPUIANYECKON pPEruCcTpaluy il OpraHu3anuid. MoXKHO yKa3aTh
U UHbIE CBEJCHMSI, HAallpUMEpP, KOHTAKTHYIO0 HH(POPMAIHIO;

— cBeaeHus o npeacrasurene: MO, aapec, MHbIE CBEAEHUS, B TOM YHCJI€ TACIIOPTHBIE JAHHBIE;

—  TIOAIUCH TIOBEPUTENS C pacIM(PPOBKONA;

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

ConepxaHue pa3oBOU JOBEPEHHOCTH:
- yKa3zaHHue Ha MepelaBaeMoe MMPaBOMOYUE MPECTaBUTEIbCTBA;

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

NpeACTAaBUTCIILCTBA.

Oopaseuy pazoeoii 0oeepennocmu (61aHK)
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PA3OBASA JOBEPEHHOCTD HA 3AK/IIOYEHUE JOI'OBOPA

r. Mocksa « _» 201 r.

B JIUILIE

(HaMMEHOBaHUE OPTraHU3aALNN)

, ICCTBYIOILIETO

(TOJKHOCTD, (haMUITHSI, UMsI, OTYECTBO)
Ha OCHOBAHUH , IOBEpsieT
B JIMIIC

(HaMMEeHOBaHWE OpTraHU3aI|H )

, IEUCTBYIOLLIETO

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

(KOJIMYECTBO MPOIHCHIO)

B COOTBCTCTBHUH C

(?MHUTEHT)
JloroBopoM komuccuu Ne OT«__ » 201 .
Hacrosias 1oBepeHHOCTh AEMCTBUTEIbHA JIO € » 201 1.
PykoBonurenn
(moamucek) (bamumnus, u.0.)
I'n. Oyxranrep
(moamuce) (pamunus, u.0.)

M.IL
Oopasey pazoesoii 0osepennocmu (oopazeu)

JOBEPEHHOCTD (PA3OBAS) HA TTOJIYUEHUE AEHEI
JOBEPEHHOCTD

I'opon MockBa, nBaanaTh WSATOTO JEKAOpS ThICSYA JCBATHCOT
NEBSHOCTO BTOporo roja. S, rpaxnanun Bacuibes IOpuit IlerpoBuuy,
MPOKUBAIOIIWN 1O afapecy: . Mocksa, yi. Cene3neBka, 1. 28, kB. 16,
noBepsito rpaxaaHuHy AHTunoBy Eropy KoHcTaHTHMHOBHYY, IPO’KMBAIOIIEMY B
r. Mockse, yn. Kpeimckas, a. 51, kB. 71, momyunts B Kacce
KoMmuccroHHOro Marazuia N 21 1. MockBel geHbru B cymme 78 900
(cembiecsiT BOCEMb ThICAY JIEBATHCOT) PyO., MpuuuTarounecss Mue 3a
peann3oBaHHbIE Bel corinacHo KBUTAHUUU N 547897, 1 BBINIOIHUTH BCE
NeNCTBUS, CBSI3aHHBIE C IaHHBIM ITOPYYEHUEM.
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Cpok noBepeHHOCTH JBa Mecsita.  [loanuch

JBagnate msAToro aekadps 1992 roma Hacrosmias JOBEPEHHOCTH
yznocTtoBepeHa MHOI0, iBaHoBbIM T.A., rocy1apcTBEHHBIM HOTapuUycoM 7-i
MOCKOBCKOI TOCYIapCTBEHHON HOTapUaIbHONH KOHTOPHI.

JHosepenHocts noanucana BacunseBbiM HOpuem IlerpoBuuem B Moem
MPUCYTCTBUH. JIMUHOCTH JTOBEpUTEIIsl YyCTAHOBJIEHA, JEEeCIOCOOHOCTD €ro
MIPOBEPEHA.

3aperucTpupoBaHo B peectpe 3a N
B3bickaHo Tocy1apCcTBEHHOM MOIUIUHBI

I'ocynapcTBeHHBINM HOTApUYC ITognuce

IIpakTuyeckoe 3ansaTue Ne 12

Tema 13. ®uHaHcoBasi JOKYMEHTAIIUS.

Leanb padoThI: MIPHOOPECTH HABBIKA B COCTABICHUU M OQOPMIICHHH YHU(PHUIIMPOBAHHOTO JOKYMEHTA
«Cuer-dpaktypa», pykoBoactByicb [OCT P 6.30-2003  «YuudunupoBaHHas  cucreMa
OpTraHU3aIOHHO-PACTIOPSIAUTEIBHON JOKYMEHTAH. TpeboBaHust K OPOPMIICHHIO TOKYMEHTOBY.
Ilopsinok npoBeeHUsI 3AHATHS:

B Hawane 3aHATHS cieayeT MOBTOPUTH  MOPSJIOK  COCTaBlIeHUS U odopmiieHus
yHUPHUIIPOBAHHOTO JOoKyMeHTa «CueT-hakTypay.

3aganmue 1.

CocraButh cuer — daktypy Ne 117 or 1 ¢eBpans 2012 roma: 3A0 «AKTHBY» OTTPY3UIIO
nomuiopel OO0 «ITaccuBy. llena 3a kumorpamm — 50 py6. KonmuecTBo oTrpykeHHbIX ToBapoB — 100
KHJIOTPaMMOB.

[Iponaxxa momunopoB obaraercs Mo cTaBke 18 IpoILEeHTOB.

Omutata mpou3BOIUTCS B pyOIsX.

Takum oOpa3zoM, CTOMMOCTb MapTUU MOMUIOPOB Oe3 Hayora cocrasmia 5000 py6., a ¢ HIC —
5900 py6.

Anpec 3AO «AxktuBy»: 115561, r. Mocksa, yi. Canosas, 1. 151.

WHH: 7715221040.

KITIIT: 771501001.

«AKTHBY» TIPOU3BOUT OTIPY3KY CAMOCTOSITETTBHO.

Anpec OOO «ITaccu»: 116321, r. Mocksa, yi. Jlecnas, a. 125.

WNHH: 7729083775.

KTIIT: 772906003.

Oopaszey cuem-ghaxmypuwt (oopazeu)
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MpAroxese N2 1

E RO2T3H0S Resiin MpEBA R ec =3
POCCHACIDR T2 Oe0alHK

o7 26 peadom 2011 5 N2 1137

CUYET-DAKTYPA Ne 8977 ot 27 cpeepana 2011 r.
WCTPABNEHWE Me ot ” N

Mooga eey: OGWECTES C OF PEKKYE HHOH 0T BETCTEEHHD OT £+) M S0 8710 HENEHE R N POKS BOLCTESH H3R KOMWMEDUE 3R @ wpwa “Arpon pogarc” {000 MK S Arponpoganc’)
Anpec: 142108, MO, r.Mogonso, Bporkpyeosw ., 0.5

WHH ¢ KNMN npona eya: $0360183 ./ 50350100

MpyzooTnpaesTent W ero agpec: 000 MOKE Arponpogaed’, 142108, MO, r.Mogoneck, Epossmyros w

MpyzononyuETene W ero agpec 000 "AstocnseTp HHY, 803122, Poocks, H.Hoeropog, . Boropog croro

¥ nnaT-pacy. goms sty M2 oT

Momynatens: 000 "Astocneerp HH”
Appec: 803122, PocowA, H Hoeropon, yn. Boroponcuoro,
VHH / KNMN noxynaTens: 528208617 ™ 4 52620 10

BanwTa: wog 643 wawwesossses Poconfomi pylne

CTOMROCTE
EnmiHL CTOMMOLTE ToEspoE | CTPEKE MPOMCXONLEHKA
eSS 3 HHA TOEIPOE {pator
Lexa {paGor, Brom :
HaMM SHOES HWS TOES Pa [OIHCIHNS P— ¢ Hanme- yemyrj,
ERINOMHEHKED pafoT, OKE38HREDX JCnyr) r—— '::;; I;m?“ - ]':::T”;a“ nI:a":t- TOESR E:;z MU SCTERHKL )y mos Hou::&:mo:::unﬂ
MY SCTE SHHOT O NPE ES l“ 1 CTEERE EIX MpPEE, Hpatros pa
Kon wa MIMSDEHMA | b NPAE | UHI Eod R —
[HauwoHaN b ECare Oes ESST0 & koD
wos| wanora YHETOM
HANOTE
1 2z za 3 4 3 [ 7 & 9 10 10z 11
Moxwtop Beng TFT 157 GRD0AD silver- . . P . ; . nel wem L 1011 DOBD A5 100810
black 5ms Senseve 796 uT z 8474 58 6949 .16 8 05085 200000 5 AT 0831033
4 3 9 157 9 10127 140/ 160908/
?L?\;AVLO;B:E_'EEE;FE.’WLH ¥ 4N 796 wT 2 332203 18844 06 18 3355353 21585 83 458 Manz fses niz _:::;35'3:';:)5“ ®
Bcero k onnare: 35 £83 22 6406.78 A0 00
Fyk 0BOL HTEN b Op FEHK 331 KK . ! Mnaes=i Gy anep i
{mognwce) (¢ WO ) (nognmce) (1.0}

(pet BAZHTEl CEADETENECTES O 10 Gy SPCTEEHH
Vo vER yansksilf npegnpr EReaTens {nognncs) (G #.o) PETRCTREL MK WHLMER YN BHOT O N P2/ MPRENL 3TE NR)
Morweuzsne. 1. MepE el 308 NANAD CueTa-Paimypsl, COCTEEMEHR0ND 4 O MEWHD M HOC TENE - NOKNETE ME, ETOR0A SLEMANAD - MOEEL
2. Mg COCTESTEHMA 0DM3HMEE eR CUs T-PEETYD S B 2NEETPOHH0M 5108 N0KE 23Te Nk « T FEEHEM Gy Iramep (M00ce) (2 MO J» He QODMADYETCA

Bonpocsl 11 npoBeaenns codece0BaHUSA:
1.  Kakosa ponp Oyxranrepuu B peuieHHH (PMHAHCOBBIX 3a7]a4 OpraHU3aI?

2. Jlalite oOmIyro XapakTEepUCTUKY JOKYMEHTOB TO (DPMHAHCOBO-PACUETHBIM
OTIEPALIHSIM.
3. OOs3aTenbHBIE PEKBU3UTHI cUeTa-(PaKTypHhI.

3aganue 2.

CocTaBuTh IUIATEKHOE MOPYUYEHHE Ha IEPEUMCICHHME JCHEr IMOCTABIIMKA 3a MOJIYYEHHbBIE OT
Hero aeranu 1o cuéry Ne 84.

Ucxonusie mannsie: 18 mapra 2002r 3aBogq OAO «Pamyra» mnatéxHbIM nopydeHueM Ne34
nepeyuciana co csoero pacuérHoro cuéra 108 Teicsu pyoneit, B Tom uucne HIAC18 toicsiu pyOneit
3aBoy OAO «IIpubop» B oraty ero cuéra Ne 84.

PexBuzutet OAO «Panyra» MHH — 7617028930, p./c Ne816545214, BUK — 045030654, cuét Ne
301018105. Hupexrop Boponun J[.A, rnasusiii Oyxranrep byrtko N.B; OAO «IIpubop» MHH —
7802114045, p/c Ne 240780610, cpok miarexa 18.03.2002 r.

Bonpocs! 1u1s1 npoBenenns codeceOBaAHNSA!

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

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

3. HazoBute 00s3aTenabHbIE PEKBU3UTHI IUIATEKHOTO MOPYUYECHHUS.

06pa3eu 3ANO0JIHEHUA NJIAMEIHCHO20 ROPYUCHUA
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HDCT}’I'I. e baHk nnar. Cnucado co cu. nnar. 0401060

MIATEXHOE NOPYYEHWE Ne 11 02.07.2007 SNEKTPOHHD
Os7s B nnaTems
MATecoT nATEAeCAT pybnen 50 koneek
Cymma
MPoONUCEH
MHH 77123456755 KNM 0 Cymma | 550-50

1M 1BaHOE IBaH FBAHOEKMY

Cu. Ne | 408001234567851234

MnarensL K
KB "HOHMACTPYM BAHK" (000) r. MOCKBA, BUK | 044555134
Cy. Ne [30101310600000000134

BaHk nnateneLynka
OTAENEHWME 1 MOCKOBCKOIO I'TY BAHKA POCCHIA r. BIK | 044583001

MOCKBA Cu N
BaHk nomy4arena
WHH 7743777777 KN 774301001 Cu_ Ne | 40101810800000010041

ADHC Poccun WNed3 no r. Mockee

Buag on. |01 Cpok nnar.
Haz.nn. QOuep.nnar | 3
MonyJarens Kog Pes. none
18210501010011000110 | 45277565000 | TN | KB.02.2007 | 0 [ 01/07/2007] HC
¥nnarta eguHoro Hanora
HaaHaueHwe nnatexa
Mognucu OtmeTkn baHka
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IIpakTnyeckoe 3ansaTue Ne 13

Tema 14. TexHo0rus ¥ NPUHIUI OPraHU3ANUH JOKYMEHT0000p0OTA HA NPEANPHUSITHH.



Heap pabdoThl: 3akioyacTcs B OOYUEHUH Yepe3 MPAKTUKY, MOJCITHPYIONIYIO pPEabHBIE MPOIECCHI
JOKYMEHTOO0OpOTa MPEANpUsATHs (OpraHU3alMK), a TaKXKe NPHOOPECTH HABBIKM B OpraHU3AIMH
paboThI ¢ JOKYMEHTaMH.

Ilopsinok npoBeeHUsI 3AHATHUS:

B nauasne 3aHATHS celyeT HOBTOPUTH MOPSIOK OPraHU3aMOHHON Pa0OTHI C TOKYMEHTOOOOPOTOM.
3ananmue 1.

Odopmure npeanoKeHHbIE JOKYMEHTHI KaK Ha BXOSIYIO, TAK M HA HCXOSIIYIO IOKYMEHTAIIHUIO.

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

KaxoBblI Cpoky XpaHeHUs TOKYMEHTOB?

o1



Oo0pa3sen opopmiteHHs KypPHAJIA PErUCTPALAN UCXOASIIIEH TOKYMEHTAIMU

Peructparnmon- Kem Hononmaurensa|OTMeTKa 00
[Hara . Koppecnonnent Kpatkoe CoZIepIKaHue Ucnomuuren

HBIH HOMED MOAIHACAaH bI€ CBEJCHHUS O|HMCIIOJHEHH
ITOKyMEHTa (mosydarens) JIOKyMEHTA b

JIOKYMEHTA JIOKYMEHT JIOKYMEHTE 5




Oopa3sen opopmiteHNs KypHAJIA PerUCTPAIUN BXOASIIEH JOKYMEHTAUNU

Pe30n10u1/1;1 HJIM KOMY HallpaBJICH JOKYMCHT

Homomaut
Perucrpa Pacniucka |[Otmerka
.. |Koppec Kpatkoe €JIbHbIC
Jlara |UMOHHBIN Hara |Howmep 00
IIOCTYI [HOME HOHACH 1 oxym |moxym |SOEPaH Hata CBEACHHA | omyaenn |ncnommeny
y p M Ml pe Cpox ABTOD IIPOCTAHOB |0 i

JeHUs |JOKyMEH €HTa |eHTa Hcnonaut u

a (aBTOD) JIOKyMeHTa | 3ajaHue  |MCIOJHEHM |pe30JIOIH |KU JOKYMEHTE

s u pe3oonu
u

1 2 3 4 5 6 7 8 9 10 11 12 15 14




IIpakTnyeckoe 3ansaTue Ne 14

Tema 15. TexHo0russ aBTOMAaTH3NPOBAHHON 00pa0OTKHU JOKYMEHTALMH.

Heap pabGoThl: 3akioyaeTcs B OOyUYE€HUHU Yepe3 MPAKTUKY, MOJEIHPYIOIIYI0 pealbHBIE MPOLIECCHI
JOKYMEHTO00O0pOoTa Tpeanpustus (OpraHu3aluu), a TaKKe MNPUOOPECTH HABBIKM B OpraHU3allud
paboThl € JOKYMEHTaMH, HAy4YUThCS CO3/1aBaTh JJIEKTPOHHBIN IOYTOBBIM SIIUK W OTIPABIATH
KOPPECTIOHICHIIHIO 110 3JIEKTPOHHOI moure. [IpnoOpecty HaBbIKKM B paboTe CO CHPaBOYHO-TIPABOBOM
cucremoit «KoHCyNbTaHT», HAyYUTCS] OPraHU30BbIBATh MOUCK JOKYMEHTOB 10 33/JaHHBIM PEKBU3UTAM.
ITopsinok npoBeieHUsI 3AHATHS

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

3apanue 2. OOMEHANTECH TOCIAHUSIMH C OJTHOKYPCHUKAMU.

Bbl momxkHBI OTIIPaBUTH HE MeHee 3 muceM. OJIHO U3 HUX JIOJDKHO COJIEPIKATh TOJBKO TEKCT, KO
BTOPOMY CJIEIyeT NMPUCOSAMHUTH (ailn (Hampumep, ¢ pe3ysbTaTOM OJHOTO M3 YIPaKHEHUH KakKoii-
60 IpeapITyIel MPaKTUYeCKOil paboThl), @ TPEThE TOJIKHO OBITH OTIIPABJICHO JIBYM aJIpecaTaM.

Bbr MokeTe co3maBaTh COOOIICHMS 3EKTPOHHOM MOYTHI U HE3aMEJIUTENBHO OTIPABIATH MX
WIM CO3/1aBaTh YEPHOBHUKH, K KOTOPBIM MOYKHO BEPHYTBCS IT03)KE, YTOOBI 3aBEPIIUTH CO3JIAaHUEC U
OTMPaBKy cooOmIeHui. Takke MOKHO CO3/1aTh COOOIICHHE U yKa3aTh BpeMsl B OyayieM, Korja ero
HE00XOIUMO OTHPABUTH.

[TapameTpsl co3ganust cCOOOIICHUI MOXKHO HacTpanBaTh Ha cTpanuiie Hactpoiiku > [Toura.

B 3aBucumocTH OT HACTPOEK MOYTHI NMPH HaKaTUU KHOMKU «HoBoe cooOmeHue» b0 Ha
naHem HHCTpyMeHToB «[Ipmitokenney» oTkpoercs BkIaaka «Co31anne COOOMICHUs», JIN00 OTKPOETCs
OTJIEIbHOE OKHO CO3AaHUS COOOIICHHUS.

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

B 3aBHCHMOCTH OT HACTPOEK AJICKTPOHHOW ITOYTHI MyCTas CTpaHHIA CO3JaHUS COOOIICHUS
OTKPOETCSI B HOBOH BKJIQJIKE WU B OTACIIEHOM OKHE.

2. B rtexcroBom mone Komy BBenuTe agpeca 3M€KTPOHHOMN MOYTHI JHUIA WIH JIHI, KOTOPHIM
otmpamisiercs coobmenue. JInbo BBemuTe anpec, b0 Haxmute Komy, 9T0OBI
BBITIOJTHUTH ITOUCK TI0 CITUCKY KOHTAKTOB HJIU TJI00QIbHOMY CITUCKY aJIPECOB.

[Tpumeuanue. BBIHOCKY ¢ aapecoM MOXKHO TEpeTaniuTh B TEKCTOBBIE moyst «Komwusy wmm
«CKpbITast KOMUA», a TAKKE CKOMUPOBATH MpH oMoty couetanus kinasum CTRLA+c.

3. Ecnm HactpoeHo OoJjbllle OJHMUX JIMYHBIX MJAHHBIX OJIEKTPOHHOW TMOYTHI (Takxke
Ha3bIBaeMBIX oOpa3amu), mojie OT oToOpakaercst Hax nojieM Komy: . BeiGepute nuunbie
JAaHHBIE, KOTOPBIE CIEAYET UCIIOIH30BATh JUIsl JAHHOTO COOOIIEHUSI SJIEKTPOHHOM TTOYTHI.

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

5. (HeoGs3atenbHo.) UT0OBI OTIIPaBUTH KOMUIO cooOMmIeHns apyruM aapecaram («Komus)
Wik CcKpbITylo Komuio («CkpeITas Komusi») 0e3 Beroma aapecaToB, BBEAHUTE ajpeca
ANEeKTPOHHOU TouThI B oIsax «Komus» u « CKpeITast KOMUD.

[Tpumeuanue. MoOXHO OTHpPaBHUTH COOOIIEHUE, HE coliepkaliee aapeca B noie «Komy», eciau

yKa3aH ajjpec B KakoM-1100 u3 nosueit «Konus» nian «CKpbITast KOTHS.



1. B none Tema ykakurte MoTy4aTelito, O Y4eM JaHHOE COOOIICHHE.
2. YroObI OTIIPaBUTH COOOLICHNE IIEKTPOHHOM MMOUYTHI, HAXKMHUTE KHONKY OTIPaBUTh.
Konust ornpaBiieHHOro cooO1ieHus OyneT coxpaHeHa B nanke «OTHOpaBiIeHHBIEY.

Ecnu cooOuieHue cieayeT oTnpaBUTh M03XKe, He HAKMMaNWTe KHONKY «OTHPaBUThY, a LEIKHUTE
CTPEJIKY psIIOM C Hel u BbrIOepuTe MyHKT OTNpaBUTH MMO3Ke. B 1MamoroBoM okHe YKaxuTe BpeMs
OTIPABKH COOOIIEHHS BBEIUTE ATy M BpeMs, KOTAa CleqyeT OTHpaBuTh cooOmienue. CooOrieHne
coxpaHnsiercs B nanke «4epHOBUKNU» U aBTOMaTUYECKU OTIPABIISETCS B YKa3aHHYIO ATy U BpEMS.

3aganue 2.
Pabota co cripaBo4HO-TIpaBOBOM cucTeMoil «KOHCYIbTaHT»; MOUCK TOKYMEHTOB.
1. 3arpysure CIIC «Koncynprant [Lntocy»
2. B okHe mporpammsl BeIOepHTe 3akinaaky «Kaprouka moucka» (puc. 1).
A Okuo nowcra
k] Kaproura noucra l &l Mpagosoit vasaraTop ] Bl Konekcs } Bl Crpasousan ke

3aHOHOAaTEﬂbCTEO M

| TemaTvka

Bua aokymeHTa
MPUHABLUKMA OpraH
Hata

Homep

HazBaHwe gokymeHTa
TeKCT A0OKyMEeHTA
Mouck no cratycy
Koroa nonyuex

[ata 8 MuHiocTe
Homep B MuHiocTe

v DonorHuTensHo NCkaTe B pyriX pasaenax

Pucynok 1 — Kaprouka noucka

3. Ilepen namm oxHo KapTouka peKkBH3MTOB JOKYMEHTa, B KOTOPYIO BHOCATCSI PEKBH3UTHI
JOKYMEHTA JUJIsl OpraHU3alluu €ro MOUCKA.

4. Ounctute Kaprouky pekBU3UTOB, eciu 3To HeoOxoaumo (IIpaBka - Y nanuts Bce).

5. YcranoBute kypcop Ha nojne [lata u BBegure gatry 01.04.2003 u Haxxmute KHONKY BpiOparh

(puc. 2).
M flata El

)

Crwcok: 2967 : 3858
04.03.2003 ~
05.03.2003
06.03.2003
07.03.2003
11.03.2003
12.03.2003
16.03.2003
17.03.2003
18.03.2003
19.03.2003
20.03.2003
21.03.2003
24.03.2003
25.03.2003
26.03.2003
29.03.2003
31.03.2003

01.04.2003

N2 Na 2002 L/

< bd

Yemoeve

Butpanu: D

=<[lycTo>

< >
ButpaTe apure | Dowows |

Pucynok 2 — Beenenue gatel

5. B nmone Ha3panue nokymenra umeercs CrnoBapb. OH COAEpPKUT BCE CII0BA, BCTPEYAIOIINeECs B
Ha3BaHUSIX BCEX JOCTYIMHBIX OKYMEHTOB. UTOOBI crucTema Halnia Bce JOKYMEHTHI, B Ha3BaHHSX
KOTOPBIX BCTPEUYAIOTCS OTMEYEHHbIE BaMU CJIOBa C JIIOOBIMM OKOHYAaHUSMH (B  Pa3HBIX
rpaMMaTH4ecKuX (popmax), BMECTO OKOHYAHMSI YKa3bIBA€TCs 3BE3/10UKa *.

6. B none Ha3zpanue nokymenTa Habepute: 0e3nanuyn™ (puc. 3). OTMeTsTe c10BO O€3HATMYH™ C
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IIOMOIIBIO KIIaBUIIIN Insert. OHO MOSBUTCA B CIIMCKE OTMECUCHHEIX CJIOB.

Ocroerol nouck ] Pacumperisii nonck Mok co crosapem ]

Cnncok: 7137 : 15686

BE3ABAPVINH*
BE3AKLENTH®
BE3ANKOrOnbH*
BEZBWINETH®
BE3BECTH”
BE3BM3*
EE3BO3BPATH*
BE3BO3ME3OH*
BE3IPAXKIAHCTE™
BE3AENCTB"
BE3OEVNCTBYHOLL*
BEE3[EHEXH"
BE3OETH*
BE3JOKYMEHTAPH
BE3NMUEH3WMOH"
BE3HAOEXH*
BE3HAN3OPHOCT™

EE20MNACH”

< |

BufpaHu: 1

BEZHAIYH"

< |

o

Nomowe

Pucynok 3 — Pabora co cioBapem

7. HaiimuTe 1 OTMEThTE TaKUM e 00pa3oM JBa JAPYIHX ClIoBa: Gu3MUecK™ m pacy™. YKaxute
YCJIOBHE, C YYE€TOM KOTOPOTO 3TH CJIOBa OJDKHBI BCTpedyaThesi B Ha3BaHuu: ycioBue V. Haxmure

KHOTIKY Be1OpaTh, uT00BI BepHYThCs B KapTouky moucka (puc. 4).

B HazeaHWe JOKyMeHTa

Ocrioeroit HOV\CK} PacumpenHii nouck  [onck co cnosapem ]

Crncor: 13355 : 15686

)

PACTUTENBH"
PACTOPTHYT*
PACTOPYXEH*
PACTPAT*
PAC®ACOBK™
PACXOO*
PACXOOH*
PACXOLOBAH*
PACXOLOBAT*
PACXOLOALW™
PACXOXOEH*
PACLIBETK®
PACLIEHEH"™
PACLIEHKMB™
PACLIEHVBAT*
PACLEEHVI*
PACLIEHOK*

DACHETIE

< [ |

Brfpann: 3

BEBHATAIHT
DUBNHECK™
PACY*

< |

Domowe

Pucynok 4 — @opmupoBaHne Ha3BaHUs JOKYMEHTa

5. Haiinen 1 nokyment! Pe3ynbrar moucka momyden! (puc. 5).
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&1 Koncynbramtlinwoc - [Okno nowcka]

k) oaiin Npasca Ban Cepsic Okva Mowous O Komnaman -8 x

Bl Mero ~ X KB G A veemewongr 4o | 37| E

bl Kaprouka noucka } Bl Mpasoeoit HaenraTop \ Bl Koseres ] &l Crpacouran meoprawa \ &l 06z0ps } & Man } ) 3zkman \ Hcropus }

3aKkoHOAaTENbCTEO |~

Tematnka

Bua pokymeHTa

MpUHABLLMIA OpraH

[Hata 01.04.2003
Homep

BE3HANMHH", ®U3MYECK’, PACY
TeKCT NOKyMEHTa

Mowuck no cratycy

Koraa nonyuex

Nata B MuHiocte

Homep B MuntocTe

TMANKK NOKVMEHTOR

>

L3

¥ [onormiensHo ucxkae & pyrux pasperax ¥ Brioncke He JacTeyoT Crapsie PEABKYM ROKYMEHTOS

Haflzeno & pasaens axonogeTenscren (ronckosse nona:. Hata, Hassanme Aokymenta)
Mpaosse akrs P (1)
B Apynix pasaerax oryenTH: He Haiigens roncroese nors: [lara, Hassarme aoxymenta)

¥l TMocTpouTe cmcok aewkymenToe (F9) K Qe kapTodKy

Mowows -F1 Hafigeno scero: 1 nokynent

"7 nyck O pariacyn e, | D4 anamerommic. [l Koncynranr.. | BiAdobeReader | B SMausoft®.. -+ RU &) 4 luss

Pucynok 5 — Pe3ynbrar noucka

6. IloctpoiiTe cmnHUCOK JOKYMEHTOB, Ha)kaB kiaBuily [loCTpOUTh CHHCOK JIOKYMEHTOB.
B3rnsHuTe HAa TONHOE HA3BaHWE HAWACHHOTO JOKyMeHTa (puc. 6). XOTS 3TO Ha3BaHUE HE OBLIO
M3BECTHO TOYHO, BbI HAIIUTM JOKYMEHT U YOEIUINCh, YTO TIOUCK SBIISETCS JIETKUM U TTOHATHBIM.

5l Koncyswranllwc - [PesynbTar nowcka: 01.04.2003, BESHA/IMYH* u ®M3NHECK* 1 PACYH*]

®aitn Mpaska Bua Howyment Cepevc Owna Momows O Komnarima N
Bl veno - |l S B X Fonancy - B TA veenwwmawpudt +a | [N | %
Exifop IOHHOD BaHKa X Mo Aate HameHeHna |~ @4 Hair & curcrs |
= SaaroaaTentcra0 "HONIOKEHME O HOPANKE OCYMECTBNEHNMA BESHATMUHEX PACYETOB
+ Fosome axrer7e] () S "
SUSHUUECKMMM JIMIAMM B POCCHMCKOM SEINEPALIV
(yTs. IE P& 01.04.2003 N 222-mM)
(3aperucTpuposano = Mumocre P& 25.04.2003 N 4468)
42 ®8

Momouts -F1 [lokymenT: 1/1 TMomeuero: 0

4 nycK & Tk T Mparcricym BK. T ans netommax. [l Koncynerant, 1B Adobe Reader [ sMoosoft@.. - ru &) U 1157

Pucynok 6 — Ciucok JOKyMEHTOB

3agannusa:
1. Haiigute 3akon "O6 o6pa3oBanuu B Poccuiickoit deneparuu’.

2. Haiinure ¢enepanabHble KOHCTUTYIIMOHHBIE 3aKOHBI, B KOTOPBIX PacCMaTpUBAIOTCS BOIPOCHI
cynoycrpoucrsa PO.

3. HaiinmuTe TOKYyMEHTHI, KacarolHecss BOCCTAHOBIICHUS CTYACHTA B BY3e.

4. Haiinure ct. 173 TpymoBoro kojekca PD, B KOTOpoil comep:kaTcsi HOPMBI O TapaHTHSIX H
KOMITCHCAIUSAX paOOTHUKAM, COBMENIAIONTUM paboTy ¢ 00yuyeHHUEeM B BY3e€.
5. B Hanorosom konekce P® HaiiauTe pasmepbl HAIOTOBOTO BhIUETA HA JACTEH.

6. Ilaccaxxup BepHYN B JKEJIE3HOAOPOXKHYIO KacCy HEHCIOJIb30BaHHBIM Omier 3a 5 yacoB 10

S7



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

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

IIpakTnueckoe 3ansaTue Ne 15
Tema 16. Homenkiiatypa aesi. Buabl, Ha3HaueHHe, IOPSI0K COCTABJICHUS.
eap padoThI: HAYYUTHCS COCTABIISITH HOMEHKIIATYPY ACII.
I[Hosicuenune k padore:

HomMmeHkIaTypa JeJ mpeacTaBiseT co00i COCTaBICHHBIN M0 YCTaHOBIECHHON (OopMe nepedeHb

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

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

—  HCIONB3YIOT B MPOIECCE PETUCTPAIMH JOKYMEHTOB — MPUCBAUBAIOT PETUCTPAIIMOHHBIA HOMED
COTJIaCHO pa3pabOTaHHOW KiIacCH(DUKAIMK U UHACKCAM Je,

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

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

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

Kak BuIuMM HOMEHKIaTypa Jiel — 3TO MHOTO(YHKIIMOHAJIBHBIA JOKYMEHT M C NPaKTHUYECKOU
TOUYKH 3PEHUS HY)KEH KaKJOW OpraHu3alMy AJs yIOpsJOYeHMs TEeKyIIero Aesornpou3BojacTBa. s
TOCYJapCTBEHHBIX OPraHOB W MYHHUIMIAJIBHBIX YUPEKACHUH, KOTOpBIE IEpeNaloT ITOKYMEHTHl B
rOCYJapCTBEHHBIC HJIH MYHUITUTIATFHBIC apXUBBI, @ TAKKE IS aKITMOHEPHBIX OOMIECTB, HOTAPUYCOB U
Jp. COCTaBJICHHE HOMEHKJIATYPHI JIeJT SIBJISETCS. HOPMAaTUBHBIM TPEOOBAaHHEM.

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

Homenknarypa gemn MoxeT ObITh:
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— pa3paboTaHa CaMOCTOSITEIILHO OpPraHM3AIli, MOJOKHUTEIFHOE — MaKCHMAalbHAsl BO3MOKHOCTh
OpraHM30BaTh BCE «I10A ceOs», T.K. HUKTO Jy4llle BaC HE 3HAET CIEeUU(UKY NeSTEIbHOCTH U
COOTBETCTBEHHO OOPA3yIOIIUXCS TOKYMEHTOB, MPUHSATOW OpraHu3anuu paboThl ¢ HUMH,
oTpuliaTeNlbHOe — OonbIIas TPYIOEMKOCTb, NIPH OTCYTCTBHHM JOCTaTOYHOTO OIbITAa B
HOMEHKJIATYPY JIeJ MOT'YT OBbITh 3aJ105KEHBI OIINOKH,

— TIOpYyYeHO €€  COCTaBJICHHME  CHEIUAIM3UPOBAHHOW  KOMIAHMM C  3aKIIOYEHUEM
COOTBETCTBYIOILIETO JIOrOBOPA MO OKA3aHHUIO YCIYT, MOJIOKHUTEILHOE — HE TPATUTE CBOE BPEMs
U TIOJTYyYEHHBIH JOKYMEHT, KaK MPaBUJIO, COCTaBJIEH I'PaMOTHO, OTPHIATEIbHOE — HE BCErja
3aJI0’KE€Ha camasl palliOHaJIbHas cUcTeMa pabOThI C TOKYMEHTaMHU.

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

IMopsiaok cocTaB/ieHUsI M YTBEP:KIEHUSI HOMEHKJIATYPHI AeJl

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

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

[Ipexne Bcero, HEOOXOAUMO OMPEAETUTH COCTAB O0Pa3YIOMIMXCS TOKYMEHTOB. M3y4aroT ycraB
WIA TIOJIOKEHHE 00 OpraHu3alluu, €€ CTPYKTYpPY, HOJO0XKEHUS O CTPYKTYPHBIX MOApa3Je/eHHsX,
Apyrue HUMEIOIIUEecss JIOKYMEHTBI, OINpeAessiolue JesSTeIbHOCTh OpraHu3aluu  (IOJOXKEHHUS,
perimaMeHThl, TpaBWjia W T.JA.), TUIAHOBBIE M OTYETHHIE JOKYMEHTHl OpraHW3allH, IOJIE3HO
MIPOCMOTPETh HOMEHKJIATYPY /€T 3a MPEIbI YA TO.

Cunraercs, 4TO CBOJHAs HOMEHKJATypa Jell OpraHu3allii COCTaBJseTCS Ha OCHOBAaHUU
COTJIACOBAaHHBIX C BEJOMCTBEHHBIM apXHMBOM HOMEHKJIATYp JeJl CTPYKTYPHBIX IOJpa3/ieieHuil.
CoTpyIHUKHM OTIENOB MPOCTO HE CHOCOOHBI pa3paboTarh TpeOyeMbll JOKYMEHT (OTCyTCTBHE
kBasnukanyu, BpemeHu). [loaromy ocHoBHas paboTa JOKUTCS Ha OTBETCTBEHHOI'O CIEIUAINCTA 32
COCTaBJIEHHE CBOJHOIO JOKyMeHTa. byner mydimie A BceX, €ClM CTPYKTYpHbIE MOJpa3/esIeHus
IIPOCTO MPEACTABSAT B CIIY)KOY J€T0NPON3BOCTBA CIIMCOK Ha3BaHUH BCEX 3aBOJIUMBIX JIEI.

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

Kak yxe oTMeuanoch BbIlIe camas CJIOXKHasg paboTa B pa3pabOTKe HOMEHKJIATYpBl JeN —
MPaBUIHHO CPOPMYITUPOBATH 3arOJOBKH JIeJ, CHCTEMaTH3NPOBATh X M MPOCTABUTh CPOKH XpaHECHUS
JeNl CO CCBUIKOW Ha COOTBETCTBYIOIIYIO CTAaThIO MO TEPEYHIO JOKYMEHTOB. DTO MBI PAaCCMOTPHUM

MO3JHCC HA KOHKPCTHOM IMPUMEPC HOMCHKIIATYPhI ACJI OpraHrU3allu B cnez[y}omeﬁ CTaThC.
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OdopmneHre CBOIHON HOMEHKIIATYPHI JIe] MIPOU3BOIUTCS Ha 00IIeM OJlaHKe OpraHu3aIuy, T1Ie
OCHOBHAs 4aCTh MPEJICTaBICHA B TAOMWYHON (hOpMe C periiaMeHTUPYEMBbIMU Ha3BaHUSIMH Tpad.
W 3areM B COOTBETCTBMU C HOPMATUBHBIMH TPEOOBaHUSIMH HEOOXOJMMO YTBEPIUTH IAHHBINA
nokyMeHT. OCHOBHBIE 3TaNbl YTBEP:KIeHNsS] HOMEHKJIATYPBI J1eJ1:
e BUBHPYETCSI OTBETCTBEHHBIM 32 apXUB OPTaHU3AIIHH,

o [IOANMCBHIBACTCA PYKOBOAUTCIICM CJIy)KGBI ACJIOMPOU3BOJACTBA,

e COTJIACOBBLIBACTCS C DKCHEPTHOM KOMHUCCHEH OpraHM3aIlUM C COCTaBIICHHEM IIPOTOKOJIa

3aceJaHus SKCIIEPTHOM KOMUICCHH,

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

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

WM 1IIpuKas 00 YTBCPKACHUNY HOMCHKJIATYPHI IIGJ'I).

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

[To mpaBwiaMm JOMHKHO OBITH YETHIPS/TPHU DK3EMIUIAPAa HOMEHKJIATYPHI JIeJ OpraHu3aIluu,
KOTOPBIE XPAHSITCS:

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

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

e B apXHMBE OpraHU3AIINH,

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

IMopsinok Texkyuieil padboTbl ¢ HOMEHKJIATYPOH Ae

[Tocne yTBepxkAeHUSI CTPYKTYPHBIC MOAPA3ACIICHUSI MOTYYalOT BBHIITUCKU U3 HOMEHKIIATYPHI JIeJ
Wi UHQOPMUPYIOTCS, TIEe B OOIIEM JOCTyNe B JJIEKTPOHHOW (hopMe HaxXOIUTCS AOKYMEHT IS
MPAKTUIECKOTO UCTIONB30BaHUs B paboTe.

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

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

IIPOBEPOYHON KOMUCCUEN aPXUBHOT'O YUPEKICHHUS.
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B ciydae orcyrcTBUS TI00aNbHBIX M3MEHEHUI HOMEHKIJIATypa Jell B KOHIE KaXIOro roja

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

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

MPEACTOSAIIETO ro/Ia.

[Tocne 3aBepmieHUS IEIONMPOU3BOACTBEHHOTO Tofa IO YCTaHOBJIECHHOH (hopMe cocTaBiseTcs

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

Oopazey cocmasienus HOMEHKIAMypsl 0el 00PA308aAMENbHO20 YUPEHCOCHUA

YTBepxaai:
3aBenywomas _Konockoea A.A.

Mpuxa3z Ne 23 ot 30.12. 2015 r.
Homenxkiarypa nen

o0pa3oBaTenpHOE YUpEeKICHUE JOMOIHUTEIBHOTO 00pa3oBanus neteit «/[emckuii cad No 222)

Ha 2016 rox
Ne nn/m (HaumeHnoBanue aesna Cpok XxpaHeHUA
1 2 3
01 Opzanuzayuonno-npaeosoe ovecneuenue /[0Y 01
[locmosinHo 00
01-01 |[Hopmamuseno-npasosvie dokymenmul o dessimenvrocmu JJOY
3a.MeHbl HOBbLMU
[locmosinto 00
01-02 |Pewenus, pacnopscenus Yupeoumens o oesmenvrocmu JJOY
3aMmeHbl HOBbLMU
/o MUHOBAHUS
01-03 |lIpuxaswr opeanos ynpasienus oopazosanusi o desmenvrocmu J[OY _
HadobHoCmu
01-04 |lIpuxaser 3aeedyroweit JJOY no ocnosnoll dessmenvrocmu 5 nem
01-05 |Vemaeg yupeorcoenus [locmosinno
01-06 |Csuodemenvcmeo o pecucmpayuu 6 Ha102060M Opeane [locmosanno
. [locmosnno 00
01-07 VIuyernsus na npaso éederuss 00pa3068amenbHOU 0esimelbHOCU

3aMmenbl HOBO

HUTOI'O: nen BpeMeHHOr0 XpaHeHusi: 1

leJ1 nocTOSIHHOTO XpaHeHus : 6
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Oopazey HomeHKIAmMYPoL 0€l OPaHU3AUUU

3aKkpeITOE aKIMOHEPHOE OOIIEeCTBO
«bopinas xamisa»

YTBEPXIAIO

I'enepanbHbBII AUPEKTOP

N.0. ®amunus
(BAO «bombas Kams») 24.12.2014
HOMEHKIJIATYPA JIEJI
24.12.2014 Ne 1
r. Camapa
Ha 2015 rog
MNunexc | 3aroimoBok nena | Koix-Bo Cpok [Ipumeuanue
nena (Toma, yacTeit) nen XpaHEHUS
(TOMOB, nena  (ToMma,
yacTei) 4acTH)
u HOMepa
craTen
0 MEPEUHIO
1 2 3 4 S)
01. Kanuenspus
01-01 YupenutenbHble JOKYMEHTHI U [TocTostHHO [Tepeuenn
ycTaB 001ecTBa cT. 50 a, TUTIOBBIX
51-53 YIIPaBICHYECKUX
apXUBHBIX
JIOKYMEHTOB. . .
(M., 2010)
01-02 ITonoxeHus 00 opraHax ITocTosHHO [Tepexonsmee ¢
ynpapieHust (oOumeM coOpaHun cT. 57 a 2013 .
aKLMOHEPOB, COBETE JUPEKTOPOB,
IIPaBJICHUN)
01-03 IIITarusie pacrnucaHus u IToctosuHO [Tepexonsmee ¢
W3MEHEHUS K HUM cr.71a 2014 r.
01-04 [lonoxxeHuss 0  CTPYKTYpPHBIX ITocTrosiHHO Ilepexonsmee ¢
MOpa3IeIICHUSIX CT. 55 a 2013 r.
01-05 ITpuxazbr TEHEPAIbHOIO ITocTrosiHHO
TUPEKTOpa 1o OCHOBHOM cT. 19 a
JeSITeIbHOCTH
01-06 [Tpuxazbr reHepaTbHOro 5 ner
JTUPEKTOpa MO aAMHUHUCTPATHUBHO- cT. 19B
XO3SIICTBEHHBIM BOITPOCaM
01-07 IIpoTokonbl  0o0OmMX  coOpaHuit Hocrosnuo® | 'Bronnerenn
aKIIMOHEPOB U IOKYMEHTHI K HUM cT. 181 TOJIOCOBAaHUA —
110
MIPEKPAIECHUS
JIESITENIbHOCTH
AQ; nocie
MpeKpaleHus —
OIK
01-08 WHcTpykuus 1o ITocTrosiHHO Ilepexonsmee ¢
JIEJIONPOU3BOJICTBY cr. 27 a 2010 .
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01-09 Homenknarypa gen [TocTostHHO
ct. 200 a
1 2 4 5
01-10 [Tepenucka o BOITPOCaM 5 net DIIK
OCHOBHOI JI€SITEILHOCTH cT. 35, 256
01-11 Pe3epBHBI HOMEP
01-12 baza  pgaHHBIX ~ perucTpanuu 5 nmet B snextponHOM
BXOJIAIIUX TOKYMEHTOB cT. 258 T dbopme
01-13 baza  pmaHHBIX ~ perucrtpanuu 5 nmet B snexrponHOM
UCXOJSTIHUX JIOKYMCHTOB CT. 258 1 dbopme
02. Otnen kazipos
02-01 JIOIKHOCTHBIE UHCTPYKIIUHU 75 ner
COTPYJIHHUKOB ct. 77 a
02-02 [Irarubie pacnucaHus u 3 rona [loguuauku B
n3MeHeHus K HauM. Koruu cr.710 nexe 01-03
02-03 [Tpukasbr Te€HEPATLHOTO o [TomyiMHHUKN B
TUpPEKTOpa 1o OCHOBHOM MUHOBaHUS KaHICTSIpUA B
nesareyibHOCTH. Konnu HaJI00HOCTH nexe 01-05
cT. 192
02-04 [Tpukasbr Tre€HEPAIILHOIO 75 ner OIIK
JUPEKTOpa IO JIMYHOMY COCTaBy cT. 196
(o npueme, HepEMCILICHHH,
YBOJIbHEHUH U Jp.)
02-05 [Tpukasbr TE€HEPAITLHOTO 5 net
JUPEKTOpa O MpPeloCTaBICHUU cT. 196
€XKETOTHBIX OTLJIaYMBAEMBIX
OTITYCKOB

HavaneHuk kanuemsipun

OTBeTCTBEHHBI 32 apXUB

A.O. bopoBuuka

19.12.2014

COI'NTACOBAHO
[Ipotokon DK
0T 22.12.2014 Ne 3

Hrorosas 3amuce o KaTCropusiax U KOJIMYCCTBEC ACI, 3aBCACHHLIX B 2015 rony

B 3A0 «bonpbiiag kamis)

K.E. Typumnnckas

B Tom uncne:

ITo cpokam xpaHeHus Bcero c OTMETKOH
MEPEXOMAUMIX |y rrren

1 2 3 4
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ITocTostHHOTO 30 8 -
Bpemennoro (cBoime 10 er) 36 7 4
Bpemennoro (mo 10 met | 92 12 27
BKJTFOUUTEIIHHO)

NTOI'O: 158 27 31
HavansHuk kanuenspumn K.E. Typunnckas
24.01.2016

HToroBbie cBeIcHUS TIEpeIaHbl B apXUB

Cekperapb J1.b. 3aboxuHCKas
26.01.2016

IIpakTnueckoe 3ansaTue Ne 16

Tema 17. IloaroroBka AOKYMEHTOB K II€peaade HA aPXHUBHOEC XpaHECHHUE. CpOKI/I XpaHEHUs
JOKYMEHTOB NpEeANPUATUSA.

Heans pabdoTbl: HayyuThCAd MOATrOTABIMBATH JTOKYMEHTHI K II€peladye Ha apXHBHOE XpaHEHUE.
O3HaKOMUTH CTYAEHTOB CO CPOKAMH XPAHEHHUS JOKYMEHTOB Ha MPEIPUSITHH.
IHosicnenue k padore:

B cootBerctBuM € 4. 1 cT. 17 ®PenepanbHoro 3akoHa ot 22.10.2004 N 125-®d3 "O6 apxuBHOM
nene B Poccuiickoit ®denepanun" opraHuzanuu 00s3aHbl 00ecleUMBaTh COXPAHHOCTb APXUBHBIX
JOKYMEHTOB, B TOM 4HCJE JOKYMEHTOB II0 JMYHOMY COCTaBy, B TE€YEHHE CPOKOB WX XpaHEHMS,
YCTaHOBJIEHHBIX (pe/iepaJbHBIMU 3aKOHAMH, HHBIMM HOPMAaTUBHBIMH ITPABOBBIMU akTamMu Poccuiickoi
®eneparuu (cM. TabIMILY), @ TAKXKE CISAYIOIMMH ITEPEUHIMHI TUIIOBBIX APXUBHBIX JJOKYMEHTOB:

- IlepeyHeM THUIOBBIX YIPAaBICHYECKUX apXMUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B IpOLEcce
JESATEIBHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CAMOYINPABIEHUS U OpPraHu3alui, C
yKa3aHHeM CpPOKOB uX xpaHeHus", yTB. Ilpukazom Munkynetypel PO ot 25.08.2010 N 558 (cm.
yKa3zaTellb BU/I0B IOKyMEHTOB K HEMY);

- IlepeyHeM THIOBBIX AapXHMBHBIX JOKYMEHTOB, OOpa3yOIIMXCS B HAy4YHO-TEXHUYECKOM U
IIPOU3BOJICTBEHHON JEATEIIBHOCTH OpraHU3allii, C yKa3aHUEM CpPOKOB XpaHeHus, yTB. [Ipmkazom
Munkynbtypbl PO ot 31.07.2007 N 1182 (cM. ykazarenb K HEMY);

- IlepeuyHeM THIOBBIX JIOKYMEHTOB, OOpa3yIOIIUXCS B JIEATEIBHOCTH T'OCKOMHUTETOB,
MUHUCTEPCTB, BEJAOMCTB M JPYTUX YUPEXKJIECHUN, OpraHu3alui, NpeAnpusTHii, ¢ YKa3aHHEM CPOKOB
xpaneHnus, yTB. I'naBapxusom CCCP ot 15.08.1988.
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JInsi aKIMOHEpPHBIX OOIIECTB CPOKH XpaHEHHS HMX JOKYMEHTOB orpenesneHbl [lojokeHneM o
MOPSIIKE M CPOKAX XPAHEHHS IOKYMEHTOB aKIIMOHEPHBIX 001IecTB, yTB. [locranoBnennem OKIIb PO
ot 16.07.2003 N 03-33/mc.

Cpoxu xpaHeHus 001IepaCTIPOCTPAHEHHBIX JOKYMEHTOB:

KanpoBble [10OKyMeHTBI: IUTaTHbIE pACHMCAaHHUS — IIOCTOSIHHO;  MOATBEPXKAAIOIINE
MPOUCIIECTBUE  HECYACTHOro  ciaydad — 45 Jer; [OATBEPKIAIIIME  BO3HHUKHOBEHUE
npoeCCHOHATBHOTO 3a00JeBaHusl — 75 JeT; JTUYHOE JeJI0 pabOTHHKA — 75 JIeT; BCE JOKYMEHTHI,
Kacaroluecs AeATeIbHOCTH COTPYIHUKA IIPU OCOOBIX YCIOBHIX TpyAa — 75 JeT.

duHaHCOBBIE JOKYMEHTBI: UMelre nHhopMauoo 00 MCUUCICHUH U yIUIaTe HaloroB — 4
rojia; MOATBEPKIAIOIIUE PACXO/Ibl, IOHECEHHBIE B CBSI3U C O0YYEHUEM COTPYJHUKA — B TEUEHUE BCETO
Cpoka o0ydeHus Iitoc eue 1 roj, U He MEeHee YeThIpeX JIET; MOATBEPKAaole 00beM MePeHECEHHbIX
Ha Oyyiiee yObITKOB — B TEUEHHE BCETO CPOKa, ITOKa HajIoroBas 0a3a yMEHBIIIaeTCs Ha TIEpEeHECEHHBIN
yOBITOK; MOJTBEPKIAIONINE PACUYeThl MO CTPAXOBBIM B3HOCAM BO BHEOIOJKETHbIE (OHIBI — 6 JeT;
ceprudukarel DIIT HY)KHO COXpaHSTH €IIe 5 JEeT MOCie 3aBEpIICHUS rojia, B KOTOPOM 3aKOHYHIICS
cpok neiictBusi ceptudukara; npuHATEIM B PCC mo kaHaliaMm SJIEKTPOHHOM CBSI3M pacyer,
BbINOJIHEHHBIN B (popme 4-OCC, u KBUTAHIUS O €TO MOIYYEHUH — 5 JIeT; OyXraaTepcKue JOKYMEHTHI,
PacCKpBIBAOIIME yY€T M OTYETHOCTh — 5 JIET; KaCCOBBIE YEKH, KYpPHaJbl KacCHpa-ONEpallMOHKCTA,
HAKOMUTENW (UCKATBHOW TAMATH, OJJIEKTPOHHBIE KOHTPOJIBHBIC JICHTBI, JApyrue  (OpPMBI,
MOATBEPKIAIOIINE PACUEThl HAIMYHBIMU JIEHEXKHBIMU cpeacTBaMu — 5 neT; nacnopt Bepcun KKT — B
TEYEHHE BCEro CpOKa, [M0Ka nacnopT JehcTBuTeseH. CpoKH XpaHEHUs JOKYMEHTOB B OpraHM3allud B
HEKOTOPBIX CIy4asix MOTYT ONPENEIAThCA HPUANYECKUM JIUIOM CaMOCTOATENBbHO, HO OHH HE MOTYT
OBITh MEHBIIIE CPOKOB, YKa3aHHBIX B 3aKOHO/IATEIIbHBIX aKTaX.

[Ipy yHMYTOXKEHHU AOKYMEHTOB COCTaBIIAETCS aKT. YHU(PUIHUPOBAHHONH (OPMBI IJi TaKOTO
pola aKTOB HE CYIIECTBYET, OH COCTAaBIIACTCS B CBOOOAHON (opme, 3aKpeIUICHHOW IPHKA30M
pykoBoauTens. B HeMm HOMKHBI OBITh 00O3HAYEHBI HE TOJBKO HAMMEHOBAHWE U BCE PEKBU3UTHI
OpraHu3alyy, HO Tak)Ke, OOBIYHO B BUAC TAOJUIIbI, YKA3bIBAIOTCS HAMMEHOBAHUS JOKYMEHTOB (J1€1),
Mepuoj,, Koraa OHM ObUI CO3JaHbl, KOJWYECTBO JIMCTOB WJIM, €CIM O0beM Jeja MOoJA OJHUM
HAaUMEHOBAHHMEM BEJHK, TO KOJUYECTBO TOMOB. B 3TOM e akTe MOKHO J100aBUTH Ipadbl HaKJIaJHON
Ha nepeaavy-npueM JTOKYMEHTOB JJIsl YHUUTOKEHHUS.

MuHUMaIBbHBI CPOK XpaHEHHs] OyXTalTepCKUX JTOKYMEHTOB - OAWH Troi. Takoil mnepuon
NPEeJyCMOTPEH JIMIIb JUI OTAEIbHON KaTeropuu Oymar, KoTopas BKJIIOYAeT KOPPECIOHJEHIMIO C
COOTBETCTBYIOIIMMHU OpPraHaMu O BPEMEHH MpPEOCTaBIEHUS OTYETHOCTH. CPOK XpaHEHHs] KacCOBBIX
JOKYMEHTOB COCTAaBIISET MATh JieT. KpoMe HuX, aHaOTUYHBII NepUOJ BpEMEHU AOKHBI HAXOIUTHCS B
apxuBe U cleayroue OyMakHble HOCUTENN:

1. bamancel 3a KBapTail.

2. OtyeTsl OpraHu3allid 3a YETBEPTh T'0/la C NPUKPEIUICHHBIMH K HUM OOBSICHUTEIbHBIMU
3aMUCKaMH.

3. 'maBHas kHwura.

4. Bce mpOTOKOJIBI 3aceaHuil 0 00CYX/IEHUIO, a TAKXKEe YTBEPXKJICHHUIO OAaJTaHCOB 3a KBapTal U
OTYETOB 32 TAKOM ke NEPUOJ.

5. llTaxMaTHbIE )KypHAaJIBI.

6. KaccoBble KHUTHY 1 OIIpaB/aTeNbHbIE (IEPBUYHBIE) TOKYMEHTHI.

7. BenomocTu (000pOTHBIE M HAKOMUTENBHBIE) MO0 cYeTaM OallaHca (KaKk aHATMUTHUYECKUM, TaK U
CUHTETHYECKUM).

8. Bce MOKyMEHTBI BHECHUCTEMHOIO, a TaKXe CHCTEMHOro YydeTra (KOHTPOJIbHBIE W
BCIIOMOTaTeNIbHbIE KHUTH, )KYPHAaJIbl, KAPTOTEKHN).

9. AKTBI NIPOU3BEACHHBIX PEBU3HIA (PMHAHCOBON M XO3SMCTBEHHOHN AESITENbHOCTH KOMIIAHUH, a
TaK)k€ BCEBO3MOKHbIE IEPBUYHBIE MaTepUAIIbl K HUM.

10. KapTouku, KapTOTEKH U KHUTHY IO OllepalysM ¢ MOJAOTYETHBIMU JIULIAMH.

He menee necsaTH €T 10JKHBI XPAHUTHCS:

1. BamaHchl, a Takke OTYeTHl OpraHu3anuu 3a roj. K HUM 00s3aTeIbHO JOJDKHBI MpUIIaraThCs
OOBSICHUTENIbHBIE 3aHCKH.

2. Onucu UHBEHTApA.

3. banaHchl NepeaTOYHOrO U Pa3AeIuTENBLHOTO XapaKkTepa.
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4. CAn4uTenbHbIE BEJOMOCTH.

5. banancel MMKBUAAIIMOHHOTO XapakTepa. K HUM B 00s13aTeIbHOM MOPSAKE TOJKHBI IPUKIIAABIBATHCS
OOBSICHUTENILHBIC 3AMICKHU U POYNE MPUITOKCHHSL.

6. Kuuru, no KOTopbeIM BEJIETCS yU€T 3JaHUN U COOPYKEHUH.

7. IIpoTOKOMBI 3aceAaHmii, HA KOTOPHIX PaCCMATPUBAIUCH JTMOO YTBEPHKIATNCHh OaIaHCHI U OTYETHI 3a
roJI0BOM MEPHUOI.

8. BceBO3MOKHBIC MaTepHalibl, COJEpKalue B ceOe CBEACHHs [0 MHBEHTAPHU3AIMU COOPYKEHUH,
3TAHUM.

9. Ilportokomnsl 3aceqaHHii, HA KOTOPHIX pPAcCCMAaTPUBAIN CIUYUTENIbHBIE BEJOMOCTH IPOILIECCOB
WHBEHTapHU3aI1U.

IloaroroBKka 1OKyMeHTOB K Iepeaaye Ha apXUBHOe XpPaHEHUe.

[ToaroToBKa NOKYMEHTOB K XPaHEHUIO SIBJISIETCS HEOOXOIMMBIM 3TAllOM B MPOIECCe Mepeaadn
JIOKyMeHTOB B apxuBHble ¢oHabl. CorjacHo 3akoHoaarenbcTBY Poccuiickoit ®denepauuu, Bce
JOKYMEHTBI KOMITAHUH JIOJDKHBI TIPOUTH COOTBETCTBYIOIIYIO 00pabOTKy, MpeXkae YeM MOCTYIUTh Ha
apXUBHOE XpaHEHUE.

[ToaroToBKa NOKYMEHTOB K XPaHEHUIO SIBJISIETCS HEOOXOIMMBIM 3TAllOM B MPOIIECCe Mepeaadn
JOKyMeHTOB B apxuBHble ¢ouHabl. CoriacHo 3akoHoaarenbcTBY Poccuiickoit denepauuu, Bce
JOKYMEHTBI KOMITAHHH JIOJDKHBI TIPOMTH COOTBETCTBYIONIYIO 00pabOTKy, MPEXkae YeM MOCTYIUTh Ha
apXUBHOE XpaHEHUE.

[ToaroroBka MOKYMEHTOB K XpaHEHHIO HEOOXOJMMa HE TOJIBKO JJisi 0OeCTedeHHs] XOpoluen
COXPAHHOCTH JIOKyMEHTOB, HO U JJIsl TOTO, YTOOBI M30eKaTh aIMUHUCTPATUBHONW OTBETCTBEHHOCTH U
mTpadoB, CBI3AHHBIX C HEKAYECTBEHHOMN MOATOTOBKOM JOKYMEHTOB K XpaHEHUIO.

JTanbl NOATOTOBKH JOKYMEHTOB K XPAHEHUIO

1. DkcmepTH3a HeHHOCTH:

[lepBbIil 3Tanm NOArOTOBKM JTOKYMEHTOB K XPaHEHHUIO 3aKIIFOYAETCS B MPOBEIECHUU HKCIIEPTU3BI
LIEHHOCTH JIOKYMEHTOB. DKCIEpTH3a IIEHHOCTH HeoOXoauMa JUisl TOro, YTOObI BBISIBUTH JOKYMEHTHI,
KOTOpPbIE€ MOJJIEKAT JAJIbHEHIIEMY COXPAHEHHWIO WJIM YHMUYTOXKEHUIO0. C 3TOH LIEeNbI0 COCTaBISETCS
OIIMCH JI€JI ¥ OIMCH JTOKYMEHTOB JEI.

B He6onbmuX KOMOAHMUAX C MPOLEAYpOil MOArOTOBKH JOKYMEHTOB K apXHMBHOMY XPaHEHUIO
MOXKET CIIPaBUTHCS ApPXUBApUYC WIM YIOJIHOMOYEHHOe muio. [lns Toro 4rtoObl MOATOTOBUTH
JOKYMEHThl B KPYIHBIX apXHWBaX, yallle BCEro HEOOXOAMMa MOMOIIb BHICOKOKBAIU(DUIIMPOBAHHBIX
CHELMAIUCTOB U3 aPXUBHBIX KOMITAHHM.

2. OmnpenejieHre MecTa XpaHEHHUs JOKYMEHTOB

Ha nanHOM 3Tane Hy)KHO YCTaHOBUTb MECTO Ul XpaHEHHUs IOKyMEHTOB. Cpelu BO3MOMKHBIX
aIbTEpHATHB: XpaHEHUE JOKYMEHTOB B oduce, claya JOKYMEHTOB Ha BHEO(HUCHOE XpaHEHUE U
CO3/IaHHE AIEKTPOHHOI'O apXHUBa.

3. XpaHeHHe IOKYMEHTOB B ojuce

s Toro 4toObl MOJArOTOBUTH JOKYMEHTHI Ui XpaHEHUs B oduce, HEOOXOAUMO I'pPaMOTHO
OpPraHMU30BaTh ApPXMBHOE MPOCTPAHCTBO M OOECIEUUTHh COOTBETCTBYIOLIUN TEMIEPATYPHBINA PEXHUM.
Taxoke Ha TaHHOW CTaZMU HY)KHO T03a00TUTHCS O 3aKYNKE apXMBHBIX CTEJUIaXKeH, apXUBHBIX KOPOOOB
u nanok. Kpome Toro, Hy>)kHO 3apaHee Mm03a00THTHCS O TOM, YTOOBI JeNia JOJKHBI ObUTH MPOIIUTH 1
neperieTeHsl. Hu B Koem cilydae Henb3sl yIakoBBIBATH JOKYMEHTHI B IOJMATUICHOBBIE MAKETHI, TAK
KaK 3TO YMEHbIIAeT COXpaHHOCTh Oymaru. Bo Bpems QopmupoBaHusi apxuBa Manku U KopoOa
MOJIMMCHIBAIOTCS, U CaMble BaXKHBbIE MOCTaBUTh TaK, YTOOBI B ciydae HEOOXOJUMOCTH OOECIeUHUTh
OBICTPBII 1OCTYI K HUM.

4. Cpa4ya 10KyMeHTOB Ha BHeo(dHcHOe XpaHeHHue

Ilepeqaua JOKYMEHTOB Ha BHEO(HMCHOE XpaHEHHE 3aKJIIOYAeTCs B BHIBO3E JOKYMEHTOB B
XpPAaHWINILE CTOPOHHEH apXUBHOM KoMmmnaHuU. [IoAroroBka JOKYMEHTOB K XPaHEHUIO B JaHHOM
cllyyae MHUHUMaJIbHA, MMOCKOJbKY OTBETCTBEHHOCTh 3a 3TO OepeT apXHBHas KOMIaHus. [J1aBHOE BO
BpeMsl TMEpPEBO3KH — COXPAaHUTh BCE JOKYMEHTbl B Haimuuuu. llogpoOHee uyuraiite BHeoducHoe
XPAHEHHUE TOKYMEHTOB.

5. Co3naHue 3JIEeKTPOHHOIO apXUBa
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[Ipu BBIOOpE SIEKTPOHHOTO apXMBa Kak CIOCO0a XpaHEHUs JOKYMEHTOB 3aTpaThl KOCHYTCS
CKaHMPOBaHUs TOKYMEHTOB. Ha ocHOBe ckaHMPOBaHHBIX 00pa30B co3aaeTcs 0aza TaHHBIX C CUCTEMOM
noucka. [loaroToBka JOKYMEHTOB K apXHUBHOMY XpaHEHHIO OyJET 3aKII0UaThCsl B 0TOOpE JOKYMEHTOB
Ha ckaHupoBaHue. [locie 3Toro yke mporpaMMHUCTBI CO3Jal0T 0a3y JaHHBIX ¢ YIOOHOW M OBICTpOI
CHCTEMOM ITOMCKA.

Ilopsinok npoBeieHUsI 3AHATHS
CryneHraM mpeuiaraercsi IpoBeCTH JaHHYK padoTy C MOMOLIbI OOCYKAEHUS MUCHbMEHHBIX
pedepaToB Ha cieayoLue Npel0KEeHHbIE TEMBbI:
1. «CnpaBouHo-IipaBoBbI€ CUCTEMBI Poccuny,

2. «DopMupoBaHUE U XpaHEHUE T,

3. «ApxuBy.

Bonpocs! 1J1s1 npoBeieHus co0ece0BAHUS:

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

I[OCTYH K apXHUBHBIM JOKYMCHTAM M UX UCIIOJIb30OBAHUC.

© 0o N o g B~ w DN

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

-
©

Yro Takoe Jeno, C TOYKM 3peHus JokyMeHToBeaeHus? I[IpuBenure mnpumepsl e,

XPaHSANXCS B OpraHU3aIiy.

11. Packpoiite conaepkaHue MOHSTHS «HOMEHKJIaTypa Jem». Kakoe MO0KHOCTHOE JHIO B
OpraHM3aIlK OTBEYAET 332 COCTABIICHUE U BBEICHUE B JACHCTBHE HOMEHKIATYPHI J1e7?

12. KakoBbI peKBU3UTHI HOMEHKIATYPHI J1e71?

13. KakoBa cojepkareiabHasi 4aCTh HOMEHKIIATYPBI JeIT?

14. Kakwue npu3HaKy 3aBEACHUS JeJia UCIIONB3YIOTCS MPU (POPMUPOBAHUM JIET?

15. KakoB 0CHOBHO# NpUHIUT (POPMUPOBAHUS JOKYMEHTOB B Jiena?

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

17. UYro Takoe sKcnepTH3a EHHOCTH IOKYMEHTOB, ¥ KaKHe JJOJDKHOCTHBIC JIUIA B OPTaHU3aIHN
3aHUMAIOTCS €€ TPOBEACHUEM?

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

19. Uro sBrsieTcst pe3yIbTaToOM MPOBEACHUS IKCIIEPTH3HI IICHHOCTH JIOKYMEHTOB OpTaHU3aIlui?

20. Kak ocymecTBisieTcss MOATOTOBKAa Jell K AapXWBHOMY XpaHEHUI0 B COBPEMEHHBIX

opraHu3anusx?
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3aganus 1J151 BBINOJHEHUS HA MPAKTHYECKOM 3aHATUM (HA BHIOOP):

1.CocTaBuTh JINYHOE ACJIO COTPYAHUKA U TIOATOTOBUTH €0 JJId CAaA4YU B apXUB.

2.CocTaBUThH OITHCH HaxXoodAmuxcsa B IUIHOM ACJIC JOKYMCHTOB.

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

OcHoBHasi IMTEpaTypa:

1. Cumonsn P.f. JlokymMeHTalMOHHOE OOECIEYCHUE CHUCTEMBbl YIPABICHHUS OpraHu3aIuei
[DnexkTpoHHEIH pecype] : yuebHoe mocobue / P.SI. CuMOHSH. — DIEKTPOH. TEKCTOBBIC JaHHBIC. —
CaparoB: A# Ilu Dp Menmma, 2018. — 180 c. — 978-5-4486-0167-5. — Pexum npocryna:
http://www.iprbookshop.ru/72458.html.

2. Ky3nenosa, U. B. JlokyMeHTalMOHHOE OoOecrieueHrue yrpaBieHus [DIEeKTPOHHBIN pecypc] :
yaueonoe nocodue mist CI1O / U. B. Ky3nenosa, I'. A. XauarpsiH. — 2-e u3a1. — DJIEKTPOH. TEKCTOBBIC
nannbie. — Capatos : [IpodobpazoBanue, Aii [Iu Op Menua, 2019. — 166 ¢. — 978-5-4486-0404-1,
978-5-4488-0216-4. — Pexxum noctymna: http://www.iprbookshop.ru/80326.html

3.0pranu3anus ¥ TEXHOJOTHUS TOKYMEHTAMOHHOTO OOECTICYCHHsI YIPABIICHUS : AIIEKTPOHHOE
yueOHoe mocobue / MuHuctepcTBO oOpa3oBaHusi U Hayku Poccuiickori ®@eneparnuu, deaepaabHoe
roCyJapCTBEHHOE OIOKETHOE 00pa3zoBaTelbHOE YUpeKIeHHe Boicuiero oOpasoBanus «KeMepoBckuit
rOCy/IapCTBEHHBI ~ YHHBEpPCUTET», VWHCTUTYT HMCTOpUM, TOCYAapCTBEHHOTO YIpPAaBJIEHUS U
MEXIYHAPOAHBIX OTHOWIEHUN M Ap. - KemepoBo : KeMepoBCKMI IOCYIapCTBEHHBI YHUBEPCHUTET,
2017. - 478 c. - bubnuorp. B kububauorp.: c. . - ISBN 978-5-8353-2149-0 ; To xe [DneKTpoHHBIN
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=481592 (12.04.2018).

JlonosHUTEILHAS JIUTEpaTypa:

1.TpynoBoit koxmekc Poccuiickoit ®enepauuu [DneKTpoHHBIH pecypc] / . — DIEKTPOH.
TEKCTOBBIC JIaHHBIC. — : DJIEKTPOHHO-OmOMoTeynast cucrema [PRbooks, 2019. — 226 ¢. — 2227-
8397. — Pexxum nocryma: http://www.iprbookshop.ru/1251.html.

4 Koucrurynusi Poccuiickoii @enepanun [Tekcr]| : opunumansHoe m3manue. - PocroB H/] :
®denukc, 2021.

Ilepuomuyeckne M3aaHMA:
- Kypnan «lenonpousBoacTBo»
- XKypnan «Cekperapckoe 1e510»
- XKypHan «YnpapieHue nepcoHarTom»

HNurepHer-pecypcnl:

1. http:// www.consultant.ru (Cuctema «KoHCYIBTaHT +»).

2. CnpaBouHas cuctema «["apaHr.

3. www.biblioclub.ru  (Jlenonpon3BoACTBO: COCTaBICHUE, PEOAKTUPOBAHHUE |
00paboTKa JOKyMEHTOB).

4. http:// www.klerk.ru (Bcé o Oyxranrepckom yué€re, MEHEIKMEHTE, HaJIOTOBOM

npase, 0aHkax, 1C 1 mporpaMMax aBTOMaTH3alUKM OyXTaJTepCcKoro y4uéra).
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