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Meroanueckue ykazaHus JUisl MpakTHueckux 3ansatuil no qucuuiuinie OI1. 04 TIpaBoBoe
U JOKYMEHTAIlMOHHOE OOECIIeUECHHE YIPABJICHHUS PEKOMEHIOBAHbI [JIsl CTYJEHTOB OYHOM
dbopMmbl 00yueHusi. B MeToanueckux ykazaHUAX Ui MPAKTUYECKUX 3aHATUI COJIEPIKATCS LIEH
U 33/1a4d MpaKkTU4Yeckoil padoThl, popmynupoBka 3ananus. [IpenHasHaueHsl Asl CTYACHTOB,
oOyyaronuxcs no cnenuanbHocTu 38.02.01 DxoHOMMKA U OyXTraaTepCcKui y4eT (110 OTpacisim).



1.IlosicHUTEIBLHAA 3aNINCKA

OII. 04 IIpaBoBOE M TOKYMEHTAIIMOHHOE oOecrieueHre ympapiieHus 1o npodeccuu «byxranrep»
ABIISICTCSA YaCThI0 OCHOBHOI npodeccronansHoro moayist Komremxka I[Isturopekoro uactuTyTa ((unnan)
no crnenuasibHOocTH 38.02.01 DxoHOMHKA M OyXrantepckwii yder (1o OTpacisiM), pa3paOOTaHHBIA B
cootBeTcTBUU ¢ mpuMepHoi mporpammoit ®I'OC CIIO tpeThero nokojaeHusl.

Oco0oe 3HaueHue JIsl YCBOCHUS COJIEPKaHUs AUCHUILTUHBI U MIPUBUTHUS MPAKTUYECKUX HABBIKOB
UMeeT MpaBUIbHAS U YeTKasi OpraHu3amys MPOBEICHUS U BBIIOJHEHHS CTYyIEHTAMU MPAKTUYECKUX PadoT
(M3MEpUTETBHBIX, pACUETHBIX,I'paduYecKuX) ¢ TpeOyeMOil TOUHOCTHIO MO/ KOHTPOJIEM MPENo1aBaTesl.

[Tepen HayaIOM BBINOJIHEHUS KaKJOW PaOOTHI CTYACHTHI JOKHBI 03HAKOMUTHCS C €€ OCHOBHBIMHU
MOJIOKEHUSMHU, TTOJIFOTOBKOI 00pa3IoB K UCIIBITAHUIO, TOPSIKOMBBITIOIHEHHS paOOTHI.

[To kaxmoil mnpakTHUecKOW pabdoTe TNpeayCMAaTPUBACTCS HHIUBUAYAJIBHBIA OTYET Mepen
MpenoaBaTeIIMU.

B pesynbraTte ocBOeHHS yueOHOMN TUCIMIUIMHBI CTYACHT J0JDKCH 3HATH:

- OCHOBHBbIE MMOHATHS: 1I€TTH, 33]]a41 U IPUHIIUIIBI TOKYMEHTAIMOHHOTO 00eCIIeYeHHUs YIIPaBICHHUS,

- CUCTEMBbI JOKYMEHTAlMOHHOI'0 00ECIIeUeHNs YIPaBICHUs, UX aBTOMATU3AaLINIO;

- KJ1accu(UKAIHIO IOKYMEHTOB; -TpeOOBaHUsI K COCTaBICHUIO U 0(OPMIICHHUIO TOKYMEHTOB;

- OpraHu3alro0 JOKYMEHTO00OpoTa: mpueM, o0pabOTKy, PErucTpaluio, KOHTPOJb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATypy Je7.

B pesynbpTaTe ocBOeHMS yueOHOW JUCIUILTUHBI CTYJEHT TOJKEH YMeTh:

- oopMIIATH W TPOBEPSATH NPABWIBHOCTH O(OPMIICHUS JOKYMEHTAllMM B COOTBETCTBHU C
YCTaHOBJICHHBIMU TPEOOBAHUSMHM, B TOM YHCII€ UCTIONB3YS HH(POPMAIIHOHHBIE TEXHOJIOTUH;

- IPOBOJUTH ABTOMAaTU3UPOBAHHYIO 00pabOTKY TOKYMEHTOB;

- OCYILIECTBJIATh XPAHEHUE U TIOUCK JOKYMEHTOB;

- MCII0JIb30BATh TEJIEKOMMYHHUKAIIMOHHbBIE TEXHOJIOTUH B 3JIEKTPOHHOM JIOKYMEHTOOOOPOTE.

[IpakTuueckne (CeMUHApCKUE) 3aHATHS 10 JUCHUIUIMHE TMPOBOJATCS, Kak MpaBuUio,
IpernojaBaTesieM 0 TeMaM, KOTOpble YK€ paccMaTpUBaJIMCh Ha JiekiuHu. Ha 3aHATusAX, Kak MpaBuilo,
CTYJIEHTaM Tpeajaraercsi CaMOCTOSITEJIbHO pEeIIUTh 3aJa4d MOJ PYKOBOJACTBOM M KOHTPOJEM
npenojaBaTesis. DTO MO3BOJISIET 3aKPENUTh TEOPETUUYECKUE 3HAHMUSI, IOTyYE€HHBIE B MPOIEcce JEKIUNA U
CaMOCTOSITENTLHOM PadOThI, U MOTYYUTh HEKOTOPHIE HABBIKM MPUMEHEHHs TEOPETHUECKUX MOJIOKEHUN Ha
npaktuke. /i 3aHATHI IO JAaHHOM AUCITUTUIMHE 3a/1a4H 3a0JIarOBpEeMEHHO TOAOUPAIOTCS MTPENo/1aBaTesieM
13 cOOpPHUKOB 3a7ay WJIM HCHOJB3YIOTCS THUMOBBIE 3adaud. Kak mpaBuio, 3a7aud pacCuMTaHbl Ha UX
pellIeHre B TEUEHUE OJJTHOTO 3aHSTHSL.

Ha nepBoM mpakTHUeCKOM 3aHSITUM IPENoJaBaTellb JAOKEH paccka3aTh O MOPSAKENPOBEACHUS
3aHSATUNA U METOJUKE, U3JI0KUTh TPEOOBAHMUSL, IPEIbABISIEMbIE K CTY/IEHTaM.

B Hauane ouepenHOro 3aHATUS CIENYyeT Ha3BaTh CTYACHTaM TEeMYy MpPaKTUKyMa, KpaTKo
OXapaKTepU30BaTh COJAEPKAHUE 3a/1a4, 3aIUcaTh Ha JIOCKE WIM MPOJUKTOBATh UCXO/HbIE JaHHbIE. 3aTeM
HEOO0XO/MMO TMOSICHUTh HamOOJIee CIIOKHBIE TEOPETHYECKHE BOMPOCHI, OTHOCSIIUECS K ITOH TeMe,
U3JI0KUTH AITOPUTM pEIIeHUs 3a/1a4M U yKa3aTh, Ha YTO CJeyeT 00paTUTh 0c000€ BHUMAHKE B IIPOIECCe
pabotsl. [IpenogaBatens AOMKEH MMETh y ce0si pelIeHds W pe3yiabTaThl pacueToB JUIs BCEX 3ajad,
MpearaéMblX CTYJIEHTaM.

Lenpto  mpaktuueckux  3aHsatuid  no  aucummumae  OIL. 04  [MPABOBOE WU
JOKYMEHTAIIMOHHOE OBECIIEYEHUE VYIIPABJIEHUSA sBnsieTcs 3akperieHue JIEKITMOHHOTO
Marepuaia

IpakTnyeckoe 3ansitue Ne 1
Tema 1. OcHOBHBIC NOHATHS JOKYMEHTALIMOHHOI0 00ecneYeHNsl yIIPaBJIeHHA

Ienp padoTpl: OMOYb y4yalIMMCs ONPENENIUTh 3HAYEHHE AUCLMILIMHBI «/{0OKyMeHTalmuoOHHOe
olecreyeHne yIpaBJaeHHsD» U OCBOUTh OCHOBHBIC IIOHATHS, TCPMUHOJIOTHYECKUN ammnapar.
Bonpocs! 1151 006cykI1eHUsI HA TPAKTHYECKUX 3aHATHAX:



Onpenenenne NOHATHS eI0NpOon3BoACTBa. Llenu u 3a1aun IUCHUIUIMHBI.
JIoKyMEeHTHUpOBaHUE.

Opranu3anus paboThl C JOKYMEHTaMHU.

HokymenToobopot. MabopMmarus.

JokymenT. OdunmanbHbie JOKYMEHTHI.

IOpunnyeckas cuiia 10KyMeHTa.

Cucrema JOKYMCHTAIUU.
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YHupunupoBaHHas CUCTEMa JOKYMEHTAIUH.

IIpennaraemple 1Jist 00Cy:x1eHnsi TeMbl pedepaToB:
1. «Mcropuueckue 3Tanbl AeI0Npon3BoAcTBa B Poccumy»

2. «/lenonpou3BOCTBO: BYEpPa U CETOIHS»
3. «Oo6mepoccuiickue knaccudukaroper: OKI1O, OKY /I, OT'PH»

Bonpocs! u1st poBeeHUsI codece 0BAHMA:
1. KakoB npeaMeT TOKyMEHTAIIMOHHOTO 00eCIIeYeHUs YIIPaBICHNUs?

2. Kak cBsi3aHO JIOKYMEHTAIlMOHHOE OOECleYeHne YNpaBIeHHS C JOKYMEHTOBEICHHEM,
JIeJI0TIPOU3BOICTBOM, apXUBOBEICHUEM?

3. Kakyro ponb wurpaer JOKyMEHTAallMOHHOE OOeclieueHue B YIPABICHUM COBPEMEHHBIMHU
OpraHu3anusIMu?

4. Kakue HOpMaTUBHO-NPABOBBIE AKThI PETYIUPYIOT JOKYMEHTALIMOHHOE 00€CIIEUeHUE YIIPABICHUS ?

5. KakoBa mpakTuyeckass 3HAUMMOCTh Y4YEOHOW AMCIUIUIMHBI «IOKYMEHTAI[MOHHOE oOecredyeHue

YIIpaBICHUS»?

Jlatb onpenienieHne NOHITHS FOpUINYecKasl Cujia IOKyMEHTa.

PackpeITh cucTeMy JOKyMEHTalUU.

Z[aTL OMPCACIICHUC ITIOHATUS CTaHI[apTI/I?»aI_II/I}I?
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Z[aTL OMPCACIICHUC ITIOHATUS YHI/Iq)I/ILII/IpOBaHHaSI cucremMma JIOKYMCHTaI_II/II/I?

IpakTuyeckoe 3ansaTue Ne 2
Tema 3. O01mme HOPpMBI M IPaBHJIA 0(pOPMJIICHHS TOKYMEHTOB.
BiaHku 10KyMeHTOB U TPeGOBAHUS K HUM.

Heap paGoTbl: M3y4yuTh PacloOiIOKEHHE PEKBU3UTOB W TpaHUIBl 30H Ha (opmare A4 yrioBoro u
npoponbHoro O6mankoB cormacHo 'OCT P 6.30-2003 «YHupuuupoBaHHas cUcTeMa OpraHU3al[MOHHO-
pacropsIuTenbHoN TokyMeHTauuu. TpeboBaHus K 0pOpMIIEHHIO JOKYMEHTOBY

Ilopsinok npoBeeHus1 3aHATHS:

B Hauane 3aHATUSA CcIEAyeT O3HAKOMHUTBCS CO CXEMaMH DPACIOJNOXKEHHS PEKBU3UTOB
OpraHMU3aIOHHO-PACTIOPSAUTEIbHBIX JTOKYMEHTOB ((hOpMYISIpbl) YIJIIOBOIO M MIPOAOJIBHOTO OJIaHKOB
¢dopmaroB A4.
3ananue:

Ha nucte ¢popmara A4 n300pa3uTh CXEeMbl PACIIONOKEHHs] PEKBU3UTOB M TPaHMIIbI 30H Ha opmare
A4 yraooro u mpogosbHOro 6mankoB coryacHo ['OCT P 6.30-2003 «YHudunupoBaHHas cucTeMa
OpraHU3aIMOHHO-PACHIOPSIAUTEIBHON JOKYMEHTAMH. TpeboBaHus K OPOPMIICHHIO JOKYMEHTOB.
Bomnpocsl 11 mpoBeieHus1 codeceJ0BAHUA:

1. Jlaiite ompenencHue TMOHATHS «OPraHU3AMMOHHO-PACTIOPAIUTENbHBIA AokymMeHT» (OPIl) u



MMPUBCIUTC KHaCCI/I(I)I/IKaI_[I/IIO 9TOro BuJia JOKyYMCHTOB.

[Tepeuncnure coctaB pexkBuszutoB OPJ] mo I'OCT P 6.30 — 2003.

Yro Takoe «OJIaHK TOKYMEHTa» U KaKue BUIbI OJTaHKOB BbI 3HaeTe?

Kakue BapuaHTBl pa3MmeleHdss Ha OJaHKE TOCTOSIHHBIX PEKBH3UTOB BbI 3HaeTre? KakoBbl

0c00eHHOCTH UX 0(hopMIIeHUS?



CXEMbI PACIIOJIOXKEHHUA PEKBU3UTOB JOKYMEHTOB Pucynox 1 - Pacnonoxenue
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PEKBU3HUTOB U TPAHMIIBI 30H Ha (hopmaTe A4 yriaoBoro OjiaHka
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Pucynoxk 2 - PacnionoxeHne peKBU3UTOB M IPaHUIIbI 30H Ha (hopmaTe A4 mMpoa0IbHOTO O1aHKa

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




Henb padoThl: N3ydeHNE OCHOBHBIX HOPMaTUBHO-METOINYECKMX MATEPUAIIOB, COJEPKAIMX MpaBuia
JOKYMEHTAI[MOHHOTO 00€CIeYeHUs AEATEIbHOCTH; PEKBU3UTHI JOKYMEHTOB U UX 0(OpMIICHHE.
3apganme: Ha nuctax popmata A4 odopmMHUTE PEKBU3UTHI JOKYMEHTOB, mnpenycMoTpeHHbx ['OCT P
6.30-2003.
Bonpocs! 1151 npoBeeHus codeceOBAHUSA:

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

2. TloHsATHE: «PEKBU3UT» JOKYMEHTA.

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

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

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

6. Kakue pexkBU3UTHl HCHONB3YIOTCS B COJEP)KATEJIbHOM  YacTH  OpPraHHU3aI[MOHHO-
pacropsiANTENbHBIX JIOKYMEHTOB?

7. Kakme  pEKBU3HTHI  HCIOJNB3YIOTCS B OQOPMIISIIOIICH  YacTH  OpPTraHHU3AIMOHHO-

pPacnopAaANTCIbHBIX ,Z[OKYMGHTOB?

IpakTnyeckoe 3ansitue Ne 4

Tema 5. OpranusanuoHHble JOKYyMeHTbI. BUIbl, HA3HaUYeHHe, PaBUiIa 0popMIICHH S
Heap paGoTbl: MproOpPECTH HABBIKK B COCTABIECHUH M O(POPMIIEHUH PEKBU3UTOB OPraHU3AlMOHHBIX
NoKyMeHTOB, pykoBoJcTBYysich ['OCT P 6.30-2003 «YHuduuupoBaHHasi cucreMa OpraHM3al[MOHHO-
pacnopsANTEeNsHON qoKyMeHTauu. TpeboBaHus K 0pOPMICHUIO TOKYMEHTOBY.
IMopsiaok npoBeaeHust 3aHATHS:

B Havane 3aHsATHS clieyeT MOBTOPUTH MOPSIIOK COCTABICHHS M 0()OPMIICHHS OPraHU3allMOHHOTO
JTOKyMeHTa «J{0JKHOCTHASI MHCTPYKITUS.
3ananmne Nel:

CocraBuTh JIOTKHOCTHYIO WHCTPYKIUIO TSt Oyxrairepa 3A0 «JIMPA»
[TaBnoBa H.A., mupextop pupmer CriupuioHoB A.B., ocTanbHbIe PEKBU3HUTHI YKAKHUTE CAMOCTOSTEIBHO.

Obpaszey

HAUMEHOBAHUWE OPTAHU3 AU YTBEPXIAIO
WNHnekc mpeanpusitus CBS3u,
IOYTOBBIN azpec,

Neo Tenedona, paxca u T.1. N.0. Gamunus

PYKOBOI[I/ITCJ'IL OopraHu3aluunu

« » T.

JOJDKHOCTHAA MHCTPYKIMA
« » 20 r. Ne

Oyxranrepa



1. OBIIUE ITOJIOXEHU A

1.1. Hacrosimass 10JKHOCTHASE MHCTPYKIUS OIpeaenseT (pyHKIHOHAIbHbIE 0043aHHOCTH, MTpaBa
¥ OTBETCTBEHHOCTH Oyxranrtepa " " (nanee - "opranuzauus").

1.2. Byxranrep Ha3HauaeTCs Ha JIOJDKHOCTb U OCBOOOXKJIAETCS OT JOHKHOCTH B YCTaHOBJICHHOM
JEMCTBYIOIIUM TPYAOBBIM 3aKOHOIATEILCTBOM HOPSIJIKE IPUKA30M PYKOBOAUTEIS OPraHU3aIUH.

1.3. bByxranTtep noI4nHsETCS] HEMOCPEICTBEHHO OpraHH3aIliHy.

1.4. Ha nomxHOCTh OyXranrepa Ha3HauyaeTcs JIMLO, UMEIOLIEE:

1.4.1. byxrantep I kareropuu: BbIciiee npodeccruoHaIbHOE (IKOHOMHUYECKOE) 0O0pa3oBaHUE U
cTaxk paboThl B JoJKHOCTH Oyxrantepa Il kareropuu He meHee 3 Jer.

1.4.2. Byxranrep Il kateropuu: Beiciiee mpopeccuoHanbHoe (3KOHOMHYECKOe) 0OpazoBaHue 0e3
MpenbsBICHUS TpeOOBaHUM K cTaxy paboThl Wi cpeaHee NpoecCHOHaIbHOE (IKOHOMHYECKOE)
o0Opa3zoBaHMe U CTax pabOTHI B TOJDKHOCTU OyXrajnTepa He MeHee 3 JIeT.

1.4.3. byxrantep: cpeaHee mnpodeccuoHanbHOEe (IKOHOMHYECKOe) oOpa3oBaHue O3
NpeabsiBICHUS] TPeOOBaHMI K CTaXy pabOThl WM CIEHUAIBHYIO MOJITOTOBKY IO YCTaHOBIIEHHOMN
MporpaMMe U CTaK pabOoThI MO yUeTy U KOHTPOJIIO HE MeHee 3 JIeT.

1.5. ByxranTep 10JKEeH 3HATh:

- 3aKOHOJATENIbHbIE aKThl, IIOCTAHOBJICHUS, PACIOPSDKEHUS, TMPUKa3bl, PYKOBOMSIIINE,
METOAMYECKHE M HOPMATHBHBIE MaTepHANIbl 10 OpraHU3alMyd OYyXTaJITEpCKOro ydeTra HMYIIECTBa,
00513aTeNBCTB M XO3IUCTBEHHBIX OINEPAINii U COCTABICHUIO OTYETHOCTH;

- (hopMBI U METOIBI OYXTaNTEPCKOTO YUeTa B OpraHU3aIHH;

- IIJIaH ¥ KOPPECIIOHICHIIMIO CYETOB;

- OpraHM3aLHUIO JOKYMEHTO000pOTa MO yJacTKaM OyXTaJTepCKOTO y4eTa;

- MOPSIIOK JOKYMEHTAIbHOTO OGOpPMIICHHMSI U OTPaXKEHHUS Ha cueTax OyXTaiaTepcKoro yuera
Olepanui, CBA3AHHBIX C JIBM)KEHHEM OCHOBHBIX CPEICTB, TOBAPHO-MATEPHAIBHBIX LEHHOCTEH U
JICHEKHBIX CPEJICTB;

- METOIbl 9)KOHOMHYECKOTO aHaJIN3a X035HCTBEeHHO-()MHAHCOBOW JEATEITHHOCTH OpPTaHU3aIlNH;

- IpaBUJIa SKCIITyaTaIllUU BEIYUCIUTEIHLHOM TEXHUKH;

- DKOHOMUKY, OPTaHU3AINIO TPYAa U YIIPABICHHUS;

- PBIHOYHBIE METO/IbI X031 CTBOBAHNUS;

- 3aKOHOJIATEITLCTBO O TPY/IE;

- IpaBUJIa U HOPMBI OXPaHbI TPYAA.

2. ©YHKIIMOHAIJIBHBIE OBA3AHHOCTHU

2.1. Byxrantep:

2.1.1. BeimonHsger pa®oTy MO BEAECHUIO OyXIaJaTepCKOro ydyeTa MMYIIECTBa, 00sA3aTeNbCTB U
XO3SICTBEHHBIX Onepanuii (y4eT OCHOBHBIX CPENICTB, TOBApPHO-MaTepUAIBHBIX IIEHHOCTEH, 3aTpaT Ha
MIPOU3BOJICTBO, PEANM3ALUI0 MPOIYKIHMH, PE3yJIbTaTOB XO03AHCTBEHHO-(MHAHCOBON NEATEIBHOCTH,
pacyeToB C MOCTaBIIMKAMH U 3aKa3UMKaMH, a TAKXKE 32 MPEOCTABICHHBIC YCIYTH U T.I1.).

2.1.2. YyacTByeT B pa3paboTKe U OCYIIECTBICHUU MEPONPUATHI, HaIIpaBIEHHBIX Ha COOJIIOICHHE
(UHAHCOBOW AUCIUTUTMHBI M PAIIHOHAIIFHOE MCIIOIb30BAaHHE PECYPCOB.

2.1.3. OcyuiecTBisieT NpUeM U KOHTPOJIb MEPBUYHON TOKYMEHTAIMU IO COOTBETCTBYIOILIUM
ydacTKaM OyXTaJTepCcKOoro yuera U MOoAroTaBIMBAET UX K CUETHON oOpaboTke.

2.1.4. Otpaxaer Ha cuerax OyXrajaTepcKOro ydera OIepalMM, CBA3aHHBIE C JBHXCHHEM
OCHOBHBIX CPEJICTB, TOBAPHO-MATEPUATBHBIX IICHHOCTEH M JICHEKHBIX CPEIICTB.

2.1.5. CocraBnsieT OTYETHBIE KAJIBKYJISLUU Ce0ECTOMMOCTH MPOAYKIIUHU (paboT, YCIyT), BHISBISET
WCTOYHHUKH 00pa30BaHUS MMOTEPh U HEMPOU3BOIUTEIHHBIX 3aTPaT, IIOATOTABIMBACT MPEUIOKEHUS 1O HX
PEIYIpPExICHUIO.

2.1.6. IIpou3BOOUT HayHCIIEHWE M TMEPEUMCICHHE HaJIoroB U cOOpoB B (denepaabHbIi,
pETMOHANBHBI U MECTHBIH OIO/DKETBI, CTPAXOBBIX B3HOCOB B TOCYJApCTBEHHbIE BHEOIOJKETHBIE
conpaibHbie (POHIBI, TUIaTeX)Ked B OAHKOBCKHE YUYPEKICHHUS, CPEACTB Ha (QUHAHCUPOBAHHE
KallUTaJIbHBIX BJIOKEHUH, 3apab0THOM MmiaThl pabouyMX M CIyXalluX, APYTrUX BHIIUIAT M IJIaTeXel, a
TaKXKe OTUMCIIEHUE CPEJCTB Ha MaTepHaIbHOE CTUMYJIMPOBAHNE PAOOTHUKOB OPraHU3alUH.

2.1.7. Ob6ecrnieunBaeT pYKOBOIUTENCH, KPEIUTOPOB, WHBECTOPOB, ayJUTOPOB M JAPYTHX

9



MoJib30BaTeiell  OyXraaTepCcKOW OTYETHOCTH COIMOCTABUMOW M JIOCTOBEPHOW OyXTalnTepCcKOi
uH(popManuei o COOTBETCTBYIOIIMM HAPABJICHUAM (Y4acTKaM) y4deTa.

2.1.8. PazpabaTeiBaeT pabouuii 1iaH c4eToB, (POPMbI IEPBUYHBIX JOKYMEHTOB, IPUMEHSICMBIC JIJISI
oopmieHnsT XO3HUCTBEHHBIX ONEpalHii, 10 KOTOPHIM HE MPEAYCMOTPEHBI TUIIOBBIE (POPMBI, a TaKKe
(GbOpMBI JTOKYMEHTOB JJii BHYTpEHHEH OyXraJTepckol OTYETHOCTH, Y4YacTBYEeT B OIpPEACICHUU
COJIepKaHUsl OCHOBHBIX ITPHEMOB M METOJIOB BEJICHHS y4eTa U TEXHOJIOTUU 00pabOTKU OyXraiTepcKoi
nHpopMaIuu.

2.1.9. VYyactByeT B TMpPOBEICHUU HKOHOMHUYECKOTO aHaIHM3a XO3SMCTBEHHO-()MHAHCOBOU
NeSITeIbHOCTH OpraHU3alliy M0 JaHHBIM OyXTaJTEpCKOro ydyeTa M OTUYETHOCTHU B LIEJSX BBISBICHHS
BHYTPUXO3SHCTBEHHBIX PE3E€PBOB, OCYILECTBICHHUS peXUMa OSKOHOMHUHM M MEpONPUATUH IO
COBEPILICHCTBOBAHHUIO JIOKYMEHTOOOOpOTa, B pa3pabOTKe M BHEIPEHUH IPOTPECCHBHBIX (HOpM H
METOJIOB OyXraJITEepCKOro y4yeTa Ha OCHOBE IPHMEHEHHS COBPEMEHHBIX CPEJICTB BBIYUCIUTEIbHOM
TEXHHUKH, B IPOBEICHUY UHBEHTAPU3ALUN JEHEKHBIX CPEJCTB U TOBAPHO-MATEPUANIbHBIX LIEHHOCTEH.

2.1.10. IToaroTaBnMBaeT MaHHBIC MO COOTBETCTBYIOIIMM YYacTKaM OYXTaJTePCKOTO ydyeTra s
COCTABIICHHUSI OTYETHOCTH, CIEAUT 32 COXPAHHOCTHIO OYXTalNTepPCKUX JOKYMEHTOB, 0(OpMIIIET UX B
COOTBETCTBHUH C YCTAHOBJICHHBIM MOPSAKOM JUIsI Iepeiadyl B ApXHB.

2.1.11. Bemonnsier paboTsl MO (HOPMUPOBAHMIO, BEICHUIO W XPAaHEHHIO 0a3bl JTAaHHBIX
Oyxrantepckoil MHQpOpMAaIMKM, BHOCUT U3MEHEHUS B CIPABOYHYIO U HOPMATUBHYIO HH(OpMAIIHIO,
HCIO0JIb3YEMYIO NpU 00pabOTKE JaHHBIX.

2.1.12. YyactByeT B OpMYyIUPOBAHUN SKOHOMHUYECKON MOCTAHOBKH 337a4 JINOO OTJENBbHBIX HX
3TaNoB, PEUIAEMbIX C IOMOIIbIO BHIYMCIUTEIBHON TEXHUKH, OIIPEIENISIET BO3MOKHOCTD UCIIOJIb30BAHUS
TOTOBBIX TIPOEKTOB, AalTOPUTMOB, MAKETOB MNPUKIAAHBIX MPOTPaMM, MO3BOJISIOMIUX CO3/1aBaTh
HKOHOMHYECKH 000CHOBAHHBIE CHCTEMBI 00PaOOTKN SKOHOMUYECKON HH(OpMAITHH.

3. [TIPABA

3.1. byxranarep nuMeer nmpaso:

3.1.1. TpeGoBaTh OT PYKOBOACTBA OpraHU3AIlMU OKa3aHUs COJEHCTBUSI B HMCIOJHEHHWU CBOMX
JOJKHOCTHBIX 00S3aHHOCTEH.

3.1.2. IloBbImaTh CBOIO KBATU(UKALIUIO.

3.1.3. 3HaKOMUTbCA C MPOEKTaAMH PEUICHHH pPYyKOBOJCTBA OpPTaHHU3AI[UH, KACAIOIIMMIUCS €ro
NeSITEIbHOCTH.

3.1.4. [IpeacTaBnsiTh HaA PACCMOTPEHHE CBOETO HEMOCPEICTBEHHOTO PYKOBOAUTEIS MTPEAJIOKEHUS
10 BOIIPOCaM CBOEH e TEIbHOCTH.

3.1.5. [ony4ats OT paOOTHHUKOB OpPTaHU3AIMH HHPOPMAITUIO, HEOOXOIUMYIO JTIsl OCYIIECTBICHUS
CBOEH JESTEIBHOCTH.

4. OTBETCTBEHHOCTb

4.1. ByxranTtep HECET OTBETCTBEHHOCTH:!

4.1.1. 3a HeucnomHeHHWe WIM HEHAJIEXKallee HCIOJHEHHE CBOHMX  OOA3aHHOCTEH,
IIPELYCMOTPEHHBIX HACTOALIEH NOJKHOCTHOM HMHCTPYKLMEH, - B COOTBETCTBHM C JIEHCTBYIOIIMM
TPYJOBBIM 3aKOHO/IaTEIHCTBOM.

4.1.2. 3a npaBOHapyILIEHUS, COBEPIIECHHBIE B IIEPUOJ OCYIIECTBIEHUS CBOEH JESATEIBHOCTH, - B
COOTBETCTBHH C JCHCTBYIOIIUM IPaKAAHCKUM, aIMUHUCTPATUBHBIM U YTOJIOBHBIM 3aKOHO/1aTEIbCTBOM.

4.1.3. 3a npuUYMHEHHE MaTepUalbHOTO yiepda - B COOTBETCTBUU C JICHCTBYIOIIMM
3aKOHOAATEICTBOM.

4.1.4. 3a napywenue [IpaBun BHyTpEHHETO TPYJOBOTO PACIOPAIKA, PAaBUIl IPOTUBOIIOKAPHON
0€30MMacCHOCTH U TEXHUKH 0€30IaCHOCTH, YCTAHOBJICHHBIX B OPraHU3alUu.

5. YCJIOBUS PABOTBI

5.1. Pexxum paOoTbl Oyxranrepa oIpenensercss B COOTBETCTBUM ¢ [IpaBuiamMu BHYTpPEHHEro
TPYAOBOTO PACIIOPSIKA, YCTAHOBICHHBIMU B OpPTaHU3aIINH.

5.2. B cBs3u ¢ TpPOM3BOJACTBEHHOM HEOOXOIMMOCTBIO OyXraiaTep MOXET HaIpaBlsThCS B
CITy»K€OHBIE KOMAHIUPOBKH (B T.4. MECTHOTO 3HAYECHU).
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Hacrosmas JOJIKHOCTHAS UHCTPYKIUS pa3paboTaHa B COOTBETCTBUH C

(HamMeHOBaHUe, HOMEP U JjaTa JTOKYMEHTA)

COI'JTACOBAHO
IOpuckoncynpt

(moamucek) (®.1.0.)
T.

C uHCTpyKLMEH 03HAKOMJIEH:!

(moamuck) (®.1N.0.)
" n
T.
Bomnipocsl 11 mpoBeieHUs1 codeceJ0BAHUA:

1. Kaxossl (bYHKI_[I/II/I OpraHU3alMOHHBIX I[OKYMGHTOB?

2. OcHOBHEIE BU/JIbI OpTaHU3aAllMOHHBIX JOKYMCHTOB.

3. KaxoBbl TpeOoBaHuUs K COAEPKAHUIO U 0O(OPMIICHNUIO HHCTPYKIIUHU?

3aganmne Ne2: 3an0JHUTE YHU(PULIHMPOBAHHYIO (POPMY LITATHOTO PACHMCAHUS B COOTBETCTBUU C
IIPOU3BOJICTBEHHOM 3a1a4yeil.

ITopsinok npoBeaeHus 3aHATHSA:

B Havane 3aHsATUS clielyeT NOBTOPUTH MOPSIIOK COCTABICHUS U 0()OPMIICHHS OPraHU3alOHHOTO
nokymenra «llltaTHoe pacniucaHue».

®opma mrartHoro pacnucanus Ne T-3 umcmonb3yercs anst opopMIIEHHUS! CTPYKTYpBI, IITaTHOTO
COCTaBa ¥ IITATHON YMCICHHOCTH OPraHNU3allui B COOTBETCTBUU C €€ AeHCTBYoIMM ycTaBoM. LlltaTHoe
pacnucaHue U3 NepeyHs CTPYKTYPHBIX MOAPA3IEICHNN, TOJKHOCTEHN, CBEACHHS O KOJIMYECTBE IITATHBIX
€/IMHUII, JOJDKHOCTHBIX OKJIaZax, Haa0aBKax W MeCSYHOM (hoHze 3apaOOTHON MIaThl MPEANPUSTHUS.
ItaTHOE pacnucaHue yTBEp>KIAAaeTcs MPUKA30M PYKOBOJUTENS OpraHU3alluy WIH YHOJHOMOYEHHBIM
umM nunoM. Kox ¢popmsl no kinaccuduxaropy OKY 1 0301017.

[Mopsimok 3anonHenust popmsl T-3:

B rpade 4 "KonuuecTBo MTATHBIX €AWHUII" IO COOTBETCTBYIOIIUM JOJBKHOCTSIM, IS KOTOPBIX
MIpelycCMaTpUBAETCsl COJEp/KaHNuEe HEMOJHOW IITaTHOM €AMHHUIIBI C YIETOM OCOOEHHOCTEH paboThl 1O
COBMECTUTEJIBCTBY B COOTBETCTBMM C JEHCTBYIOIIMM 3aKOHOJATENbCTBOM P®, mraTHas eauHuIa
yKa3bIBaeTCs B JOJIAAX, Hampumep, 0,25; 0,5; 1,5 u T.1.

3anonuss rpady 5 "Tapudnas craBka u mp." HEOOXOAUMO yKa3aTh MECIYHYIO 3apa0OTHYIO IJIATy
no TapudHOil cTaBke (OKJIany), TapupHON CETKe, MPOLEHTY OT BBIPYUKH, JI0JIE€ WJIU IMPOLEHTY OT
npubsl, koddduuumenty tpynosoro ydactus (KTVY), xoadduuumenty pacmnpenenenus u T.A. B
pyOJIeBOM HCUMCIEHHH, B 3aBHUCHUMOCTH OT CHUCTEMbl OIIaThl TpPyJa, NMPUHATOW B OpraHU3alllH B
COOTBETCTBUM C JEHCTBYIOIIMM 3aKOHOAATENbCTBOM P®d, KOJIEKTUBHBIMU J10TOBOPaMHU, TPYJOBBIMU
JI0OTOBOpaMH, COTJIAIIEHUSIMU U JIOKaJIbHBIMA HOPMAaTUBHBIMU aKTaMU MPETPUITHSL.

3amonuss rpagel 6 - 8 "HanbGaBku" yKasbIBarOTCS CTUMYJIUPYIOIIME U KOMIICHCALIMOHHBIE
BBITUIAThI (IPEMUH, JOIIATHI, MOOIIPUTENbHbIE BHIIIAThI, HAJ0ABKN), YCTAHOBJICHHbIE JEHCTBYIOINUM
3akoHoJaTenbcTBOM P® (Hampumep, ceBepHble HaJI0aBKH, HAJA0aBKU 3a YUYEHYIO CTENeHb U T.J.), a
TaKk)Xe BBEJICHHbIE HA YCMOTPEHHE OpraHu3alliu (HallpuMep, CBSA3aHHbBIE C PEKMMOM WJIU YCIOBUSIMHU
TPyZa).

Ecnm 3anonmnenue opranmsarueit rpad 5 - 9 B py0OseBOM HMCUYUCICHMH HEBO3MOXKHO B CBS3H C
IIPUMEHEHUEM B COOTBETCTBUU C ACHCTBYIOLUIUM 3aKOHOAATENLCTBOM P® MHBIX CHCTEM OIUIATHI TPyAA
(manpumep, 6ectapudHas, cCMEIIaHHas U T.A.) YKa3aHHbIE rpadbl 3alOIHIIOTCS B COOTBETCTBYIOIIMX
eIMHUIIAX U3MepeHHsl (Harpumep, B MPOLeHTaX, KO3 pHuurueHTax u T.1.).

KoppeKkTHpoBKH B IITaTHOE PAacCHMCAHUE BHOCATCS B COOTBETCTBUU C NPUKA30M PYKOBOAUTEIS
OpraHM3alMK WU YIOJHOMOYEHHBIM UM JIULIOM.

[IpousBoacTBeHHAas 3aAaya:

CocraButs mtatHoe pacnucanue a\c Ne 3 «Aznenymkay. 3aBenyromias - 1, okian - 1000 pyo.,
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oyxrantep - 1, okman - 900 py6., meroauct - 1, oxman - 800 py06., menpaboTHuk - 1, okman - 700 pyO.,
My3. pyKoBOAUTENb - 1, okman - 600 py6., Bocurarens - 7, oknan - 500 py0., knmagoBuwk - 1, oknay -
400 py6., mom. BociuTaTens - 7, oknazg - 350 py6., moBap - 3, okiazn - 300 py0., HOYHOW CTOPOK -2,
oknan - 250 py6. Paiionnsrit koapdumnment - 10%.

Bonpocs! 1u1s1 npoBeeHus codecel0OBAHUA:
1. KakoBo conepkaHHe MOHATUH «CHCTEMa JIOKYMEHTAIlMM», «yHU(HUIMPOBAHHAS CHCTEMa

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

KOMINJICKCE NOKYMCHTAIUU OpraHHU3aln.

IpakTnyeckoe 3ansitue Ne 5
Tema 6. PacnopsigureibHble JOKYyMeHTbl. BUbl, Ha3HaYeHHe, IpaBuJIa 0()OPMJICHUS

Heab padoThi: MPpUOOPECTH HABBIKK B COCTABJICHUU M OOPMIICHHH PEKBU3HTOB PACIIOPSIUTEIIEHBIX
nokyMmeHToB, pykoBoJcTBYysich ['OCT P 6.30-2003 «YHuduunupoBanHas cucreMa OpraHM3al[MOHHO-
paclopsSANTEILHOM JOKyMeHTauu. TpeboBaHus K OPOPMIICHHIO IOKYMEHTOBY.

Iopsaok npoBeaeHus1 3aHATHS:

B nayvasie 3anaTHs cienyeT MOBTOPUTH MOPSAOK COCTABICHUS U OPOPMIICHUS pACTIOPSIAUTEIIHHOTO
nokymenTa «IIpukasz».
3aganue:

CoctaBpTe mpUKa3 MO OTKPBHITOMY akIHMOHEpHOMY oOmectBy «HoBocuOupckuii 3aBoj
XUMKOHIIGHTPATOB» 00 yTBEpKJACHHH WHCTPYKIIMU TIO JIEJIOMPOM3BOJICTBY Ha 3aBoje. B
KOHCTATUPYIOUIEH YaCTH YKaXUTE, YTO B COOTBETCTBUU € TUIOBON HHCTPYKIMEN 110 I€TONPOU3BOJCTBY
B MHHHUCTEPCTBaX, BeIOMCTBax Poccuiickoit (eneparuu, YTBEPKIACHHOW  pacropsHKEHHEM
ITpaButenscTBa Poccuiickoii gpeneparun ot 24.06.1992 Ne 1118-p, u ¢ 'OCT P 6.30-2003 kanuenspuei
3aBO/Ia pa3pabOTaHbl TOPSAIOK TMPOXOXKICHUS JTOKYMEHTOB W CTaHAAPThI HA OpPraHU3aI[MOHHO-
pacnopsiAMTENbHYIO JOKYMEHTAIMI0. B pacnopsauTenbHOM YaCcTH YTBEPAUTE HHCTPYKLIMIO U TIOPYUYUTE
3aBeYIOINIECH KaHIIEeTsIpuen 00ecieunTh METOIMUECKOE PYKOBOACTBO OpraHU3aIlNeH JeI0OMPOU3BOACTBA
Ha MPEANPUSATHU U YCTAHOBUTH KOHTPOIb 3a COOMIOJEHHEM TpeOOBaHH WHCTPYKIIUHU, OCTaJIbHBIC
PEKBUBHUTHI YKAKUTE CAMOCTOSATEIHHO.

Obpasey

HAMMEHOBAHUE OPITAHU3AILIUN

CrpaBouHble JaHHBIE 00 OPraHU3AINH

(MHACKC IPEANPUATHSI CBSI3H, TIOYTOBBIN

anpec, Ne renedona, axca u T. 1.

OKITIO OKVY [I)

IIPUKA3
00 00.0000 Ne 00
MECTO COCTaBJICHHUS

3aroj0BOK K TEKCTY HAUMHAETCS
C IPEJIOTa «O», OTBEYAET Ha BOIIPOC «O YEM»

B koHcTatupylomell 4acTu W3JararoTcsi OCHOBAaHUS, LIETH, MOOYIUBIIHE PYKOBOJCTBO
OpraHM3alMy W34aTh IpHUKa3. B HEKOTOpBIX ciy4asX, KOIZa OCHOBAaHUSA OYEBHUIHBI,
KOHCTAaTHpyIOLIas 4YacTb OIlycKaercs. PacropsaurenbHas 4YacTh HA4MHAETCAd CO  CJIOBA
ITPUKA3BIBAIO:

1. B Havasie myHKTa NPUBOAUTCS HAUMEHOBAHUE JOJDKHOCTU ucnoanutens, ero ®. N.0.,
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WIM HAUMEHOBAaHUE CTPYKTYPHOTO TMOApa3JeieHus (B JaTelIbHOM MAaJeke), 3aTeM YETKO
U3JIaraeTcsl COJAEp)KaHUE IpenJaraeMbIX NEHCTBUI (HAaUYMHAETCS C IJ1arojia HeolpeAesIeHHOU
(dbopMbI) U yKa3bIBa€TCA CPOK UCIIOIHEHUS.

2. CrpykTypa MOCIEAYIOIIMX ITYHKTOB aHajoruyHa. [IyHKTBI MoryT pa30OuBarbcs Ha
noanyHkTel (1.1, 2.3 u T. 1.). B OTACNBHBIX ClIydassX TEKCT MOXKET NMPEACTABIATHCA B BHUJC
TaOIHIIBL.

3. B mocinegHeM NMyHKTE IMpUKa3a MPUBOJUTCS YKAa3aHHE O KOHTPOJIE 3a HCIIOIHEHUEM
npukaza: KoHTposb 3a MCMONHEHHEM MpPHUKa3a BO3JIOKHUTH Ha... (YKa3bIBaeTCS JOJKHOCTD,
@®.1.0. unu HauMeHOBaHHUE CTPYKTYPHOTO MOIPA3ACTICHUS).

HaumeHnoBanue n0KHOCTH
PYKOBOJIUTEIIS (monmucek) H. O. damunms

Bwu3b1 3auHTEpECOBAaHHBIX JIUI]
JIOKHOCTh

noanuck U. O. damummst
00.00.00

Ucnonautens (Pamumnus nian Gamums, Mmsa, OTaectBo)
tenedon (000 00 00)

B neno 00-00 (moamuce)

UIEeHTU(DUKATOP
ANIEKTPOHHON KOIUU
JIOKYMEHTA

Obpaszey
OO0111ecTBO € OTpaHUUEHHOUM OTBETCTBEHHOCTHIO «OpouTa-M»
000 «OPBUTA-M»

IIPUKA3
03.03.2016 Ne 34
Mocksa

O Ha3HaYeHHMHU OTBETCTBEHHOI'O
3a y4yeT, BeJleHUe, XPaHEeHHe
U BbI1a4y TPYAOBBIX KHUKEK

B cBs3m ¢ HGO6XO}II/IMOCTBIO IMMPAaBUJIBHOI'O BEACHHA U XPAaHCHUA TPYAOBBIX KHUKCK U BKHaJIBIIHefI
K HUM
[TPUKA3BIBAIO:
1. Hasmauute BacuibeBy Mapuny BrnanumupoBHy, MeHeIkepa IO TepCOHANy,

OTBETCTBEHHOH 3a Y4€T, BCACHUC, XPAHCHUC U BbIAAYy TPYAOBBIX KHHIKCK paGOTHI/IKOB n
BKJ'Ia,Z[BII.HefI K HUM.
2. KOHTpOJ'IB 3a HUCIOJHCHHEM HACTOALICTO PEIICHHA BO3JIOXKWUTH Ha Ha4dYaJIbHUKA OTACIIA

kaapoB JIyroByto Onbry AjleKCaHIPOBHY.
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JupexTop Ioonuco IT.A. CrenanoB

C IIPHUKa30M O3HAKOMJICHBI:

Tloonucw O.A. JlyroBas
03.03.2016

Iloonucw M.B. BacunbeBa
03.03.2016

Bonpocs! 1J1s1 npoBeeHus codece10BAHUA:
1. KakoBbI OCHOBHBIE (DYHKITUH PacTIOPSIUTEIBHBIX JOKYMEHTOB?

2. Hepe‘-II/ICJII/ITC CTaguu MOATOTOBKHU PACIIOPAAUTCIbHBIX TOKYMCHTOB.
3. HpI/IKaB Ilonstue u BHUAbI IIPUKA30B. 3Ha‘I€HI/IC, CTPYKTYpa U COACPIKAHUC IIPpUKaA3a I10

OCHOBHOM ACATCIIBHOCTH.

IIpakTnyeckoe 3ansaTue Ne 6

Tema 7. UH(popMalluUOHHO-CIIPABOYHbIE JOKYMEHThI. BUIbl, HAa3HAUeHHe, npaBuia 0popMJIeHH s

Heap padoThl: 3aKpenuTh MOJYYEHHbIE 3HAHUS; CPOPMHUPOBATH HABBIKM O(OPMIIEHUS CIPABOYHO-
MH(OPMALIMOHHBIX TOKYMEHTOB.
[Topsa0K BBIMOTHEHUs PA0OTHI (CTYACHTHI BHIMOIHSIOT 1BA 33/IaHMsI U3 TPEITIOKEHHBIX Ha BBIOOD):
1. HanummMre OTBETHI Ha CIEAYIOIINE BOIPOCHI:
e JlenoBeie nmuchbMa: GYHKIINH, KJIaCCU(PUKAITHUS.

L4 CprKTypa " PCKBU3UTHI ACTIOBOI'O ITMCbMaA.

2. CocraBbTe Clly’ke0HO€ HHUIIMATUBHOE MMChMO-HATIOMUHAHUE 110 CIIEAYIOIIUM JaHHBIM:

aBTop nucbma — 3A0 «KKBAHTPA»,

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

OKTIO 03944527,

OI'PH 1038800839857

MHH/KITIIT 5708022410/817002002;

MOJIKCHIBAET MUCHMO - qupekTop Bosoxos U.B.;

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

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

OKTIO 04956728; OI'PH 1056600849824;

MHH/KITIIT 2508022310/624002004.

[Tucemo sABISIETCS HATIOMHUHAHUEM O TOM, YTO OOs3aTeNbhCTBA MO KOHTpakTy Ne25 ot 14.02.2013 o
MOCTaBKe MeOEITH He BBITIOTHSIOTCS, CPOK OTIPY3KU UCTEK 2 HEJIeNN Ha3al, ¥ 3aJIepKKa MOCTAaBKA MOXKET
MIPUBECTHU K MPEKPAIIEHUIO COBMECTHOM JIEATETLHOCTH.

3. CocTaBbTe OTBETHOE MHCHMO, B KOTOPOM OYIET COOOIIIEHO O MPUUYUHE 3a/IeP’KKH MOCTaBKU MeOeIH U
MIPUHSATHIX Mepax.

4. CocraBbTe JOKJIAAHYIO 3aIUCKY HAauaJbHUKA IJIAHOBO-DPKOHOMHYECKOTO OTAENa, PYKOBOIUTEIIO
npennpusaTis 006 o0ecredeHnr OTeNla YeThIpbMsl KoMmmbioTepaMu. OcTajabHble PEKBU3UTHI YKAKUTE
CaMOCTOATEIBHO.

5. CocraBpTe nokIamHy0 3amucky Oyxrantepa Tumommuoid W.II. rmaBHOMY Oyxrantepy (upmbl
«Pybun» badbuueBy H.IL. ot 15.09.2000 o npousBeaennoii Tumommnoi M.I1. mpoBepke BBIMOIHEHUS
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npukaza gupektopa ¢upmbr Ne 92 ot 12.01.2000 «O cocTosiHUM OyXTaJITEPCKOro ydeTa Ha
CTPOUTENLCTBE 0a3bl OT/ABIXA B paitone OOCKoro Mopsi». B mpukase ObUIH yKa3aHbI KOHKPETHBIE CPOKH
JUKBUJAIIMN HEJIOCTATKOB, 0OHapykeHHBIX B stHBape 2000 roga. B mokiamHoi 3anucke T0KHO OBITh
OTMEUYEHO BBIIIOJIHEHUE BCEX IIYHKTOB IIPpHKa3a, 3a HUCKIIOYEHHMEM IIYHKTOB 00 OpraHu3alnuu
PaBHOMEPHOM €KeTHEBHOU cAauu pabouuMu Hapsa0B Oyxranrepy. BoisiBineHo, uro 25 despans 2000 r.
ObLI0 c1aHo TOIBKO 35,2% Beex HapsanoB. OcranbHble Hapsabl cianbl 1 Mapta. [1o rpaduky cpok caauu
MOCJICAHUX HAPSAI0B 3a MPOLLIbII Mecsll yCTaHOBJIEH MEPBOro UKcIia cienyromniero Mecsua. OcraibHbie
JTaHHbIE YKAKUTE CaMOCTOSITENIBHO.

6. CocTaBbTe MUCHMO — IPUTIIALIICHHE 00BEAUHEHUST « DKCIIOLEHTP» C MPETI0KEHIUEM IPUHATH y4acThe
B POCCHUHCKOW BBICTAaBKE Ha MEXIYHApOIHOW oOmieorpacieBoit sipmapke B T. M3mupe (Typrwus),
KoTopas Oynet nmpoxoauts ¢ 20 HostOps o 10 nexadps 2013 rona M3mupcekast sspMapka siBIsIeTCS OIHUM
U3 KPYNHEWIINX TOPrOBBIX MEPOIPHUATHA CTpaH cpeaHero u OmmkHero Bocroka. B tekcrte Hano
yKa3aTh, YTO y4acTUE€ B 3TOH SpMapKe I03BOJSET IIMPOKO IMPEACTaBUTH SKCIOPTHYIO MPOIYKLUIO
OpraHu3aliu, IpoJaTh SKCIIOHATHI CO CTEHJIa, U3YYUTh OCOOEHHOCTU PbIHKA, OOMEHSTHCS C JPYTUMU
YY9aCTHUKAMH SIPMapKH HAYIHO — TEXHHUECKON HH(POPMAIMEH U 3aKJIFOUYNUTh BBITOIHBIC CICIIKH.

7. OdopMuTe UHUITMATUBHOE MHCHMO, PACIONIOKUB peKBU3UTHI B cooTBeTcTBUM ¢ [[OCT P 6.30-2003:
JHupexTopy pexiamHoro arenrcTa «Jpay» H.W. YepkacoBy, np. Ctpouteneit, 5/2, r. Duck 29.05.2001
Ne 58/03-05. O6 M3roToBICHUH U pa3MELICHUH PAcTsHKKH. YBaxkaemblii Hukonait Banosuu [Ipocum
Bac u3roTtoBUTH U pa3MECTUTh PACTSKKY Yepe3 MPOoe3Kyro yacTh 1o yia. CanoBoil B pailoHe Mara3uHa
«petb» Ha 23 aus (c 18 umronsg mo 11 aBrycra). Omiaty WM3rOTOBIEHHS, Pa3MEIICHUS U apeHbI
rapaatupyem. C yBaxkeHueM. I'enepanbubiii qupextop M.A. [1aBnoB. AaronoBa 45-83-98.

Bonpocsl 11 npoBeaenns codece0BaHUSA:
UYro Takoe cinyxedHoe nucbMo? Ero Mecto B J1€710BOM HEpENUCKE.

1

2. Kakwue tpeboBaHMsI HEOOXOIMMO COOJIIOIATh MTPH BEACHUH TIEPETIHCKHU.
3. KaxkoBa cTpykTypa 1eJI0BbIX muceM?
4

Krnaccudukanus nenoBbIxX IHCEM.

Obpasey cnyscebHo20 nucoma

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

(OAO «I"apanT»)

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

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

E-mail: garant@garant.by

p/c 3031234560078 B punnane

OAO «benmpomctpoitbank» T. ['omens

M®O 202001234 YHH 600055

14.01.2009 Ne 01-05/10
Ha Ne oT

O 3anpoce npeaoKeHns Ha IOCTaBKy
XOJOAUIBHOTO 000PYAOBAHUS

15



VBaxkaemblii Bacunuii AHToHoBUY!

[Ipocum Bac BeicnaTh Ha Hall ajipec NMpeAIoKeHNe Ha MOCTaBKY OOJIBIION MapTHH
XOJIOIMIIBHOTO 000pyIoBaHus. B nipeyioeHnu MpoCcuM yKa3aTh CTOMMOCTD OJTHOM XOJIOAMIEHOM
KaMephl [IPH ONTOBOM MOCTaBKE, CPOKU MTOCTABKU, CTOUMOCTb TPAHCIIOPTUPOBKHU U (POPMY OILIIATHI.

3apanee OnarogapHbl U yOEKICHBI, YTO HAIIE COTPYIHHYECTBO OY/IET MIIOOTBOPHBIM.

C yBaxxeHuew,
Hupekrop Hecmeposuu C.B. Hecreposu

Obpasey cocmaegnenuss nucoMa
HAUMEHOBAHUWE OPI"AHU3ALIU Anpecar: HAMMEHOBAaHUE JIOJIKHOCTH
CripaBo4HbIe JaHHBIE 00 OpTaHU3AINH ®amunus HU.0. (Bce B AaTEIbHOM MAJEXKeE)
(MHIIEKC MIPEeANPUSITHS CBSI3U, TOYTOBBII [TouToBsIii HHIEKC, alipec
anpec, Ne reneona, pakca u T. 1.
OKIIO OKVY [I)

00.00.0000 Ne 00
Ha Ne 00 ot 00.00.0000

3aroyioBOK K TEKCTY, (OTBEYaeT
Ha Bornpoc «O yeM?», HauuHaeTCs
¢ npeiora «O»)

Ecnu TexcT nucbMa cOCTOUT U3 ABYX UM OoJiee ab3alieB, TO MUCbMO IedaTaeTcs ¢ 5-ro 3Haka (ot 1-
ro MoJIoXKeHUs TadynaTopa). TekcT 0e3 ad3aleB MOXKeT Me4aTaThCsl HEOCPEICTBEHHO OT JIEBOTO MOJIS
(ot 0-ro momoxkeHus TadysiTOpa).

TekcT nuceMa J0JKEH BKIIOYATh TPU CTPYKTYPHBIX 3JIEMEHTA: BBOJHYIO YacTh, U3Jararollyro
IMOBO A AJIA HATMCAHUWA IMMMCbMaA, N10KAa3aTCIbHYIO 4aCTh, IIPHUBOJANTYTIO JOBOABI, CCBIJIKWM HA HOPMATHBHBIC
JOKYMEHTBI; 3aKJIFOUUTEIbHYIO YacTh, B KOTOPOI H3J1araeTcs mpock0a, coriacue, 0Tkas U mp.

Bos3moxen O6paTHI>II\/JI MOPAOK MOCTPOCHUS MUCbMaA: 3aKIIIOYNTCIIbHAA 4aCTh IPHUBOAUTCA IICPEI
JI0Ka3aTeNbHOM. DTOT NOPSIIOK XapaKTePEH I MMCEM BBILIECTOSIIIIUX OpraHU3aIi.

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

HaunmeHnoBanue n0KHOCTH
PYKOBOJIUTENS (moamuce) H. O. ®amunus

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

Ucnonuutens (Oamunus uiu Gamumus, uMsi, OTYECTBO)
tenedon 000-00-00

IIpakTuyeckoe 3ansaTue Ne 7

Tema 8. JlokymMeHTBI 10 TPYA0BbIM OTHOIIEHUsIM. Kitaccupukanus, npasuiia opopmiieHus
AOKYMEHTOB I10 JINYHOMY COCTaBY

Leas padoThbl: W3y4yuTh TPEOOBAHUS MOATOTOBKE MAOKYMEHTAI[MM IO TPYAOBBIM OTHOLICHHSM,
KiIaccu(uKanuio, TmpaBwia O(GOPMIEHHS JOKYMEHTOB [0 JIMYHOMY COCTaBy. BblnonHeHune
MPAaKTUYeCKOH paldoThl 3aKirodaeTcss B OOYyYEHMM Yepe3 MPaKTHKY, MOJCIUPYIOIIYI0 peajbHbIe
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TPYIOBBIE MPOIECCHl MPEANPUATHs (OpraHU3aluK), a TaKkKe NMPUOOPECTH HABBIKM B COCTABICHUU U
o OpMIICHUH PEKBU3UTOB JOKYMEHTOB IO JINYHOMY COCTaBY MpeAnpustusi, pykoBoactsysck 'OCT P
6.30-2003 «YHudumupoBaHHas CHCTEMa OPraHU3AIMOHHO-PACHIOPAIUTEILHON JOKYMEHTAIUH.
TpeboBanust K 0OPMIICHHIO TOKYMEHTOBY.

IopsaoK BhIMOIHEHHS pabOThI:
B nauane 3aHsTHS ClieqyeT MOBTOPUTH MOPSAOK COCTaBICHHS U O(QOPMIICHUS TOKYMEHTOB IO
JUYHOMY COCTaBY NPENIPUATHS (OpraHU3aLun).
3apanue 1. CocTaBuTh 3asBJICHHUE O ITpUEME Ha padoTYy.
HcnonuuTte HEOOX0AMMBIE BU3bI HA 3asIBICHUU.
Hanoxuts pe3ontonuio pyKoBOAUTENS IPEANPUATHUS Ha 3asIBJICHUE.
Obpasey 3asn61eHus 0 npueme Ha pabomy

Hupektopy OAO «Pagyra»
Npanosy C.B.
IlerpoBa Bacunus I'puropbseuya
3as1BJICHUE.

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

18.11.2012 Ilempos

Mertoanyeckue ykazaHus K pabote

3asBiIeHHE O IpUeMe Ha PabOTy COJEPXKUT MPOCHOY O 3aKIIOUYEHHH TPYJ0BOTO JOTOBOPA.

brank 3asBieHus o mpueme Ha pabOTy UMEET TaKyl KE CTPYKTYPY, Kak OOBIYHOE 3asiBJICHUE.
[Tumercst Ha UM PYKOBOAMTENSI OpraHU3ally, OT PYKU Ha JcTe Oymaru ¢popmara A4 uinu HaOupaercs
Ha KoMIbloTepe. B Tekcre yka3piBaeTcs mpenosaraeMasi JOJDKHOCTD U JlaTa TipueMa Ha padoTy.

3asBIeHUE OTIPABISIETCS B JIMYHOE JIENI0 COTPYIHHUKA W HAa €r0 OCHOBAHWM M3JAETCS MPHKA3 O
npuemMe Ha paboTy.

Taxxkxe mpu ycTpoiicTBE Ha pabOTy COMCKATeN0 HEOOXOAWMO TMPEIbSBUTH CIEAYIOIIHE
AOKYMCHTBI:

e  TIACHOPT;

e TPYAOBYIO KHHXKY;

e  CTPaxoOBOE CBUIETEIHCTBO MEHCHOHHOTO (OH/IA;
L] JOKYMCHTBI BOMHCKOI'O YUCTa,

e JIOKYMEHT 00 00pa3oBaHMH.

3apanue 2. CoctaBuTh MPOPECCHOHATIEHOE PE3OME IIOMOIITHUKA OyXTranTepa.
Oopasey pe3rome HA 00JIHCHOCHIL NOMOWIHUKA OyXzanimepa

Yepusasckasa Oabra CepreeBHa

Hara POKIEHUS: 05.05.1990 Mecro s |-
Anpec NMPOKUBAHMS: T. Mockaa, YL boranuueckas, Ballei 12
Tenedon: (495) dororpapuu 2

e-mail: chernyavskaya o@yandex.ru

He.]'lb: COMCKaHHEC JOJXKHOCTH ITOMOIITHHUKA 6YXFaJITCpa.

OnbIT padoThI:
asryct 2012 r. — 00O «Muaeam»
HACT. BpeMsi Cdepa nesarenpHOCTH: TPAHCIIOPTHBIE YCIYTH
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JIOJIZKHOCTD: TIOMOIIIHUK OyXranTtepa
OYHKIMOHATHHBIE 00S3aHHOCTH:
* paboTa c MepBUYHON JOKyMEHTaNueH (cuera-pakTyphl, aKThl);

*  BEJICHUE KaccChl;
*  BBINIOJIHEHUE TIOPYUYCHHI ITaBHOTO OyXTranTepa;

¢ IMOE3AKH B HAJIOI'OBBIC OpIr'aHbI, (DOHI[BI.

OopasoBanue: 2007-2012 r1r., MOCKOBCKHMII TrOCYyIapCTBEHHBI TEXHUYECKUH YHHBEPCHTET,

YKOHOMHYECKHI (baKYJ'IBTeT, JUITIIIOM CIICnuaJInuCTa.

JonosiHuTeIbHOE 00pa3oBanme: HOs0pb 2012 1., kypcwl «1C: byxranrepus 8.2.» B ydeOHOM LIEHTpe
«byxcodr», r. Mocksaa.

IpodeccuonanbHble HABBIKM: yBEepeHHBIN moib3oBareiab [IK: MS Excel, Word, 1C: Byxranrepus
8.2, 3HaHHE OCHOBHBIX OYXTalITepCKUX MPOBOJIOK.

JInuHbIe KaYecTBA: YCUAUYNBOCTh, BHUMATCIIbBHOCTD, BBICOKAs pa6OTOCHOCO6HOCTL, OTBCTCTBCHHOCTD,
HCIIOJIHUTCIIbHOCTDb, AKKYPAaTHOCTD.

3apanue 3. CocTaBUTh NMPUKA3 O 3aUUCICHUM HA pabOTy B COOTBETCTBYIOIIEE MOApa3CiCHUE, C
OIIPEICIICHHOTO YKUCIIa, C ONPECIICHHBIM UCTIBITATEIIBHBIM CPOKOM, C YCTAHOBJICHHEM YPOBHSI OILIAThHI
TpYZAa COTJIACHO JINYHOMY 3asIBJICHHIO, BU3aM M PE30JIIOIMH HA HEM U TPYAOBOMY JIOTOBOPY.

Ilpukas (pacnopsacenue). Oopasey (hopma)

(0 npunamuu Ha pabomy)

HAUMEHOBAHUE OpcaHUusayuu

ITPUKA3
(pacniopsixeHue)
0 mpueme paboTHHKA Ha paboTy
Ne
«» 20 T
[TpunATE Ha paboTy € « » 20 1.
Gdamunus, ums, omuecmeo compyOHUKa
6
HAUMEHOBAHUEe CMPYKMYPHO20 NOOPA30eNeHUsl KOMNAHUU
HAUMEHOBAHUE OOJIHCHOCU
Yycnosus npuema Ha pabomy, xapakmep padomol
C OKJIaJIoM (Tapu(HOI CTaBKOIN) pyo KOII,
Ha/10aBKOM pyo KOII,
C UCIIBITATENIEHBIM CPOKOM MecsIa.
OcHoBanue: TpynoBo# 10roBOp (KOHTPAKT) OT « » 20 roma Ne
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PykoBoauTens opranuzanuu

O0JIHCHOCTD nOONUCH pacuugposxa noonucu

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

Yuauduuuposannas gopma Ne T-

1
VrBepxkaena IlocranoBieHuem
T'ockomcrara Poccun

o1 05.01.2004 Ne 1

Kon
dopma o
OKVY /[ 0301001
1o
OKIIO
(HaMMEHOBaHUE OPTraHU3ALINN)
Howep Jlata coctaBieHus
JJOKYMEHTA
ITPUKA3
(pacnopsizkeHue)
0 npueMe padOTHHKA Ha padoTy
Jara
IIpunsaTs Ha padoTty c
1o

TabGenpHBIN HOMED

(pamuius, uMs, OTYECTBO)

B

(CTpyKTYpHOE MOpA3ICICHHE)

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

(ycroBus mpreMa Ha paboTy, XxapakTep paboThl)

¢ TapudHOil cTaBKOI (OKIIaI0M) pyo. KOIL.
(tacppamm)

Ha/10aBKOM pyo. KOTI.
(unpamn)
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Mecsa(eB

C UCIBITAHUEM HA CPOK )
OcHoBaHnue:
TpynoBoii a0roBOp
or “ ? 20 r. Ne
PykoBoaurennb
OpraHu3anuu
(toJKHOCTB) (ImuHas (pacmdpoBKa MOIMHICH)
MTOATIHCH)

N

C npukazom (pacnopsikeHueMmM) padOTHHK
03HAKOMJIEH “ ”? 0 T.

(JTMYHAS TTOITUCH)
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IIpakTnyeckoe 3ansaTHe Ne 8

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

ean padoThI: 03HAKOMUTHCS C MOPSAKOM U3AaHUS MPUKA30B 110 JINYHOMY COCTABY C UCIIOIb30BAHUEM
YHU(PUIIUPOBAHHBIX (OPM JOKYMEHTOB.

3ananue 1.
OdopMuTh IpHUKa3 0 TUCHHUILTHHAPHOM B3BICKAHUM pa0OTHHKA HA OCHOBE MpeiaraeMoro oopasia.

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

O oucyuniuHapHoM 83bICKAHUU

EBceeB Cemen BukrtopoBuu, Tokaps 2-ro paspsiza, 9 mapra 2016 roga oTcyTcTBOBaI Ha paboueM
MecTe 0e3 yBaxkutenbHOM npuuuHbl ¢ 13:00 mo 17:00, yem nHapymmun ct. 21 TK P® u mpasuna
BHYTPEHHET0 TPYA0BOT'0 pPaclops/ka KOMIaHUH.

Ha ocHoBanuu BBINIEU3II0KEHHOTO U panopTa HadyanbHUKa cMeHbl Tapacosa I1. H. ot 09.03.2016,
nucbMeHHOro o0bsicHeHus EceeBa C. B., odopmiieHHOro B NPUCYTCTBHM KOMHCCHH aKTa 00
OTCYTCTBHH Ha paboTe ykazaHHOro coTpynnuka oT 09.03.2016, rpaduka pabouero BpeMeHH Ha MapT
2016 rona
ITPUKA3BIBAIO:

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

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

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

pa6OTHI/IKa o pacCIucKy.

Hupexrop OO0 «Cdepa» ComHukos /CotaukoB H. E./
C nmpuka3oM 03HAKOMJIEH: Escees /Ecees C. B./ 10.03.2016
3ananue 2.

OdopmMuTh npuKa3 0 HaNpaBIeHUH PAOOTHUKA B KOMAaHANPOBKY Ha OCHOBE IPEIaraeéMoro oopasia.
3anonHuTe YHU(PUIUPOBAHHYIO (GOPMY.
YaudunuposanHas popma Ne T-9

YTBepkIaeHa MTOCTaHOBJICHHEM
I'ockomcrara
Poccuu ot 06.04.01 Ne 26
Kon
®opmMma o
OKY]I 0301022
o
OKIIO
(raumenosanue opeanuzayuu)
\Homep | data \
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JIOKYMEHTa

ITPUKA3

(pacnopsizkeHue)

0 HallpaBJICHUHA paﬁoTHnKa B KOMaAHAUPOBKY

HanpaBuTbh B KOMaHJIUPOBKY:

TabenbHbIit
HOMED
(®HO)
(Oondcnocms)
(cmpykmypHoe noopazoeieHue)
(Mecmo KOMaHOUpPoOBKU (Cmpaua, 20poo, opeanu3ayus))
KaJICHIapHBIX
CPOKOM Ha JHEU
c“ ” 20 rojga mo ” 20 roga
c
(137

KomanmupoBka 3a
CpENCTB

OcHoBaHH"
e:

CUcT

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

PykoBoaurenn
OpraHu3auuu

(Oondichocmy) (noonucw)

(pacwugpposka noonucu)
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N

C MPHUKA30M (pacnopsizkeHHeM) rox
03HAKOMJIEH “ ” 0 a
(noonucv pabomuuxa)

3aganue 3.
OdopmuTs npukas o HarpaBJICHUU PaOOTHHUKA B OTITYCK HAa OCHOBE MpejaracMoro oopasia. 3armoaIHuTe

yHHPHUIPOBAHHYIO (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 BeleHHE JHYHBIX e/l PA00OTHHKOB.
Ileab padoThl: 03HAKOMHUTHCS C MOPAIKOM (OPMHUPOBAHUS M BEACHHS JIMYHBIX el paOOTHUKOB B
OpraHu3alMH.

JInuHoe 1eJ10 - COBOKYITHOCTb JIOKYMEHTOB, COACPKAIIUX CBEACHHS 0 paOOTHUKE U €T0 TPYIAOBOH
nesitenbHocTH. DopMupyeTcs KaApoBOW cy>KO00W OpraHu3aluy MOcie U3aHus MpUKas3a o mpueMe Ha
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pabory.

3aBe/ieHUe JIMYHOTO JIeia Ha pa0OTHHKA, MO 00IEeMy MpaBHIly, HE SIBISIETCS 00S3aTENbHBIM, TO
€CTh, HET HUKAKMX HOPMATUBHBIX aKTOB, OOS3BIBAIOIIMX K 3TOMY paboTojaTrens, 3a HCKIIOYEHHEM
®denepanbHoro 3akoHa "OO OCHOBAX ToCyaapcTBeHHON ciry:k0bl Poccuiickoit @enepamuu” (Ne 119-03
ot 31 urons 1995r.), 06s3BIBAIONIETO KAIPOBYIO CIIYKOY BECTH JIMYHBIC JieJla Ha TOCYIapCTBEHHBIX
CIIy>KalluX.

bonee Toro B HOpMaTuMBHBIX akTax, K mnpumepy "llepedeHb THHOBBIX YIPaBICHUECKUX
JOKYMEHTOB, OOpa3yIOIUXcs B JEATCIBHOCTH OpraHu3alliii, C YKa3aHHeM CpPOKOB XpaHEHUs',
YIIOMHUHAIOTCS JOKYMEHTBI, "HE BOIIEAIIME B COCTaB JIMYHBIX JEei", a TakKe 'XapaKTEepUCTHUKA
paboTHuka, He uMeromiero juuHoro gaena". Takum oOpa3om, cocTaB JOKYMEHTOB JMYHOTO Jelia
paboTHUKA HE PETIaMEHTHPOBAH POCCUHMCKHM 3aKOHOAATEIBCTBOM W TIO CIIOKHBILICHCS TpaIUIIHH
(mpuBBIUKE) MBI OTTAJKUBAaeMCS OT MPUHATOW TOCYJApPCTBEHHONW CHCTEMBI JI€IOMPOU3BOJICTBA
COBETCKHUX BPEMEH.

JIOKyMEHTBI, BKJIFOUYAEMBbIE€ B COCTAB JIMYHOT'O Jieia, MOXHO (hOpMajbHO pa3AesuTh Ha:
1. JlokyMeHTbI, IpeiocTaBisieMble PAOOTHUKOM M 3aIOJIHSIEMbIE COTPYTHUKOM KaJIpOBOU CITY:KOBI TIPH
odopmileHnH IpreMa Ha paboTy, K HUM OTHOCSTCS:

— aHkera, aBToOmorpadus, pe3rome;

— JIMYHOE 3asBIICHHE O IIpUEME Ha PaboTy;

— KOIMH JJOKyMEHTOB 00 00pa3oBaHUY;

— PEKOMEHJALMU U XapaKTepUCTUKH;

— MEJMIMHCKUE CIIPaBKHU;

— TPYZAOBOM JOrOBOD;

— BBINKCKA U3 NIpUKa3a 0 IpueMe Ha paboTy;

—  BBINHCKH U3 IPOTOKOJIOB 00 M30paHUU Ha JI0JKHOCTD;

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

2. Z[OKYMCHTLI, JAOIIOJIHACMBIC B TCUCHUU pr,I[OBOﬁ ACATCIIBHOCTHU:

— BBINUCKHM (KOMWHU) M3 NPUKA30B O IMOOMIPEHHH M HArpakJI€HUH, HAJIOXKEHUU U CHITUHU
AUCHUIIIIMHAPHBIX B3BICKaHI/H71, NepeBoOJax U NMEPEeMCUICHUAX U T. 1.,

— KOIIMU JIOKYMEHTOB, TOATBEP)KIAIOIINX W3MEHEHHMs] aHKETHO-OMOrpapuuecKuX IJaHHBIX
(cBHIETENBCTBO O OpaKe WM PacTOpKEHHUS Opaka, CBUAETENbCTBO O POKICHUH JIETeH U T. 11.);

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

— aTTeCTAlMOHHBIE JIUCTHI;

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

— AaKTBI, YBEAOMJICHUSA U T. A.

3. JJIOKyMEHTHI O MPEeKpalIeHUH TPYAOBOTO JOTOBOPA.

Bce 2T 1OKYMEHTBI MMEIOT pPAa3jMYHbIE HOPMATUBHO YCTAHOBJIEHHBIE CPOKM XpaHEHUs Ha
NPEAIPUATHH.

OcCHOBBIBasICh Ha pa3jIuYMy HOPMATHBHO-YCTAHOBJIEHHBIX CPOKOB XPAHEHHS Pa3IUYHBIX BHUJIOB
KaJIpOBBIX JIOKYMEHTOB, a TaKe Ha TOM, YTO MH(pOpMAIUs O TPYJOBOW NEATENbHOCTH pabOTHUKA
¢ukcupyercss B JIMYHONH KapTOUKe, PEKOMEHAYETCS HE BKIIOYATh B JMYHOE JEJI0 KOMUHU TPUKA30B
(BBIMIKMCKH) O MEPEeBOJIaX U MEPEMEUICHUX, OTITYCKaX, MOOLIPEHUAX U T.1.

JIOKyMEHTBI, TMOANIMBAEMbIE B JMYHOE JAEN0 pPAa0OTHHKA B TEYCHHHM CpPOKA €ro TPYIOBOMU
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NesITeNIbHOCTH, JOJKHBI ObITh BBICTPOEHBI B XPOHOJIOTHYECKON MOCIEA0BATEIHHOCTH.

Komuu 10KkyMeHTOB (BBIMUCKH) TOJKHBI 3aBEPATHCS pAOOTHUKAMHU KaIPOBOMN CITYKOBI.

JIOKYMEHTBI JJUYHOTO Jieja MOAIIMBAIOTCS B Marky - "aeno". B cOOTBETCTBUU C ONpenesICHUEM,
3akperieHHoOM ['OCT P 51141-98: "JIEJIO" - cOBOKYNTHOCTb JJOKYMEHTOB MJIM JOKYMEHT, OTHOCSIINECS
K OZJTHOMY BOIIPOCY UJIM YYAaCTKY JESTEIIbHOCTH, IOMEIIEHHBIE B OT/IEIbHYIO OOJI0XKKY.

Oo6moxka "nmena" opopmisiercs B coorBeTcTBru ¢ TpedboBanusimu ['OCT 17914-72 "O6moxku aein
JUIUTEIBHOrO XpaHeHus. TUIibl, pa3Mepsl, TEXHUUYECKHe TpeOoBaHus".

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

PaGoTHUKM NOJKHBI IEPUOJUYECKH OBITH O3HAKOMJICHBI C BEIYIIMMCS Ha HUX JIMYHBIM JIEJIOM
(0OBIYHO OJTMH pa3 B TON).
3ananue 1.
3aBecTH MarKy-CKOPOCIINBATEIb U 3aM0OJHUTD TUTYJIbHBIN JUCT JUYHOTO JIeNa.
3apanue 2. OpopMuUTh TUCT-3aBEPHUTEND JENA.

Jlena nocTostHHOTO ¥ BpeMeHHOro (cBbiiie 10 jieT) cpoka XpaHeHus U M0 JMYHOMY COCTaBy Mociie
OKOHYAHUS KAJICHJAPHOTO T'0/1a, B KOTOPOM OHH 3aBEJICHBI, JIOJDKHBI OBITh TPUTOTOBIICHBI K TIEpeIaie B
apxuB. [IpenapxuBHas IOArOTOBKA € BKIIOYAET JBE MPOIEAYphl: OhopMIIEeHHE U ONTUCAHHE.

OdopmieHre MPOU3BOAUTCS JINIIOM, OTBETCTBEHHBIM 32 pa0OTy C IOKyMEHTaMHU.

Ha otnensHom nucte-3aBeputene ycranoBieHHOH Gopmbl (IIpunoxenne 9 k . 3.6.16 OcHOBHBIX
paBwII PabOTHI APXUBOB OPraHU3AINN) COCTABISICTCS 3aBEPUTEIbHASI HAIHICH JIUYHOTO JIeJia, KOTopast
OTpakaeT MpH HEOOXOAMMOCTH OCOOCHHOCTH €ro (PU3WYECKOTO0 COCTOSIHHSI U (POPMUPOBAHUS.
[ToanuceIBaeTCs TUCT €r0 COCTABUTEIIEM.

Oopasey oghopmnenun rucma-3agepumen TUYHO20 0ea

Bcero npomuto, npoHyMepoBaHO
U CKPEIUIEHO [1€YaThI0
( ) nucta(oB)

I'enepanbHbIil AUPEKTOP
000 “Opbura-M”
IT.A. CrenanoB

(mozanuce)

OO0pa31bl BapUaHTOB BH

« » 20 I.
CooUMEpOBEHO TIpousumo, HpoHyMeposano
npom‘,n;,- ‘~:15L‘L¢-—-”'J nUCTOS u \@0(,‘?71039176”0 HOONUCHIO
1 QdunHaCh / 3
i (QounE= 20 (ﬂeaouamb) AucCmos
e . e ppii AMPEKTOP Ry —_——
Tenepanbioi™ = T e o
IAD (KOHCTAHT” . [enepanvrbii oupexmop
/‘ (}C' :&{\/.KGB ) i oraM 340 « Buaﬂbea,\f”
r
£042018 o _ ﬂ/R).C. JKypasnes

3aganue 3. OPopMuTE BHYTPEHHIOI OMUCH JOKYMEHTOB PaOOTHHKA.

Omuch oJKHA copepkaTh HoMep | 3arojioBok (@.M.0.) nema, kK KOTOpOMY OHA COCTaBIISETCSI.
Jlanee, B TaONMMYHOW €€ YacTH MO MEepe BKIIOYEHHUs B TANKy JHUCTOB, 3alOJHSIOTCS CBEICHUS O
MOAIIUTHIX OJaHKax. 371€Ch YKa3bIBAE€TCS HOMED IO MOPSAIKY, HHJIEKC TOKYMEHTa (€ClId OH €CTh), €TO
HauMEHOBaHKE, KOJIMYECTBO CTPaHMIL. B KOHIlE crircka HY)KHO I paMH U IPOMUCHIO 3aMucaTh o0IIee
KOJMYECTBO MPUIIOKEHUH, a TaKkKe JTUCTOB onucH. CIUCOK MOAMUCHIBAETCS OTBETCTBEHHBIM JIUIIOM, C
YKa3zaHueM Cro JOJLDKHOCTH, JIMYHBIX [JAaHHBIX, a TaKXC MNPOCTABIIACTCA OaTa COCTABJICHUA.

Oobpasey enympenneii onucu JUYHO20 0ed padomHuKa
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BHYTPEHHSSA OIIUCH

JIOKYMEHTOB JIMYHOTO Aena Ne 15
IIpoxynun Mrops IletpoBuu
(Pammmmst, Ums, OTaecTBO pabOTHHKA)
Ne | Mupekc Hara 3aroji0Bok Homepa | dara IIpumeuanue
/I | J0KyMEHTa | TOKYMEHTA | TOKYMEHTOB, JHUCTOB | BKJIKYEHUsI
KpaTKoe coJepKaHmne nena JAOKYMEHTA
B
JIHYHOE J1eJ10
1 10.01.2014 | JInunast kapTOUuKa 1-4 10.01.2014
2 10.01.2014 | SWBICHHE O mpHEME KA | o 10.01.2014
paboty
3 10.01.2014 | Aukera 6-7 10.01.2014
4 10.01.2014 | Coruacue g 10.01.2014
pazrnamienue [1]]
5 10.01.2014 | Komnus macmopTa 9-10 10.01.2014
6 10.01.2014 | Komus UHH 11 10.01.2014
7 10.01.2014 | Komus CHUJIC 12 10.01.2014
8 10.01.2014 | Konus BoenHoro ounera | 13-15 10.01.2014
9 10.01.2014 | Konus gumioma 16-17 10.01.2014
10 10.01.2014 | Ko BOMITEL | 18 10.01.2014
YIIOCTOBEPEHUS
11 12.07.2014 | 3asBieHue Ha OTIYCK 19 12.07.2014
12 05.02.2015 | 3asBieHuE HA OTIIYCK 20 05.02.2015
13 11.01.2016 | 3asBieHuE HA OTITYCK 21 11.01.2016
14 29.02.2016 | SoApaeine %0 | 2 29.02.2016
YBOJIbHCHU U
HUtoro 14 (YerbipHaanarp) JOKYMEHTOB
(mdpamMu ¥ IPOTUCHIO)
KonuuecTBO  7HCTOB  BHYTpEHHEH
ONHUCH 1 (onuH)

NucnekTop oTaena KkaapoB

29.02.2016

(mara)

(unpamMu U IPOIHUCHIO)

Pomanosa O.I1

(moamuck)

(pacmudpoBka moaIMCH)
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Oopazey oghopmnenuns mumynoHo20 1UCmMa TUYHO20 0e/1a padOMHUKA

O01mecTBo ¢ OrpaHUu4YeHHO 0TBEeTCTBEHHOCTHI0 «OPBUTA-M)»»

JIMYHOE JEJIO Ne
damunus
Nms
OTuyecTBO

Hauaro: « » 20 I.
OKOHYEHO: « » 20 I.
TOJ
XPAHUTDH JIET

IIpakTnueckoe 3ansaTue Ne 10
Tema 11. TpynoBas kumxkka. Benenne TpynoBbix KHHKeK. OCHOBHBIE 3a1IMCH B TPY0BOi

KHUKKe pa0O0THHKA

Leab padoThl: 03HAKOMUTHCS C NTPABUIIAMU BHECEHUS 3aIlMCEll B TPYIOBYIO KHUXKKY paOOTHHKA.
Ceenenuss o paOOTHHKE, yKa3blBaeMble Ha IEPBOM CTpaHMLE (TUTYIBHOM JIUCTE) TPYIOBOM
KHWKKH 3aMOJTHSIOTCS CIICTYIOITUM 00pa3oM:
— QaMumiusg, ¥MsS U OTUECTBO pabOTHMKA YKa3bIBAIOTCS IIOJIHOCTBIO, 0O€3 COKpalleHHus Ha

OCHOBAaHHMH JIOKYMEHTA, yI0CTOBEPSIONIETO JTUIHOCTH (I1acIiopT);

— J1ara pPOXJACHUS 3alHCHIBAETCS TMOJTHOCTBIO (YHCIIO, MECSI, TOA POXKICHHs) apabCKUMH
uubpamn;

— 3amuch 00 00pa30BaHUU 3AMONHIETCS TOJNHKO Ha OCHOBAaHHH JOKYMEHTOB 00 0Opa3oBaHUU U
KBaTMUKAIMK (aTTeCTaT, JUTIOM, YIOCTOBEPEHHUE, CBHUACTEIILCTBO).

YpoBHu obpazoBanus B PO:
1) ocuoBHOE o61Iee (9 KaccoB 00I11e00Pa30BaTEILHOM HIKOJIBI);

2) cpennee obmiee (11 kmaccoB cpemHeii 0011e00pa30BaTEILHOM HIKOIBI);
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3) cpenHee npodeccroHaIbHOE (TEXHUKYM, YUMIIHIIE, KOJUISIDK U MPOY.);

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

5) mocieBy30Bckoe npodheccHoHaIbHOE (aCIUPAHTYPA, aIBIOHKTYPa, JOKTOPAHTYpa IIPH HAy4YHO-
uccnenoBatensckux nHcruryrax (HUM), akanemusx, yHuBepcuTeTax).

2. Tlocne yxa3zaHus 1aThl 3aMIOJTHEHUS TPYIOBON KHMKKH paOOTHHUK CBOEH MOAMUCHIO HA ITOH ke

CTpaHUILC 3aBCPACT NPABUIBbHOCTL BHCCCHHBIX CBeﬂeHHﬁ.

3. Tpya0OBYIO KHUXKKY MOAMKUCHIBAET JIULIO, OTBETCTBEHHOE 32 BbIJIa4y TPYAOBBIX KHIKEK, KaK IIPaBUIIO
MHCIEKTOP OTJIENa KaJIpOB, IIOCJIE YEro CTABUTCS I€YaTh OpraHU3aI|U.

3aganue 1. OGopMUTH TUTYIBHBIN JUCT TPYAOBOI KHUKKU B COOTBETCTBHU C 3aKOHOJATEIHCTBOM 10
MpeAJIOKEHHOMY 00pasiLy.

3anonnume mpyoosyto KHUNCKY ¢ y4emom 8cex mpedo8anull 3aKoOH00amebCmad.

1.1. Copoxkun Auexcanap CepreeBuu (05.08.1977 r. poxnenus) ycrpowmics Ha padbory B OOO
«[Tapyc» 3KOHOMUCTOM B pacuyeTHO-aHanuTu4eckuii oraen. [Ipukas o npueme Ha paboty Ne30-k ot 03
mapta 2016 roga. Copokun A.C. UMEET AMIUIOM O BBHICIIEM NPO(ECCHOHATILHOM 00pa30BaHUU IO
CHEIHATbHOCTH SKOHOMHCT. AJjexcanap CepreeBuu BIIEpBbIE YCTpauWBaeTcs Ha paboTy Mo cBoew
cnenuanbHocTd. MHCcnekTop otaena xaapoB CemenoBa T.H. 3amonHuia TpynoByr0 KHUXKKY B J€Hb
u3JaHus npukasza o npueme Ha pabory Copokuna A.C.

1.2. Copokun A.C. npopaboran B OOO «Ilapyc» 1 rog u 3 mecsia, 3aTeM Hamucall 3asBICHUE 00
YBOJBHEHUH MO COOCTBEHHOMY J>K€lIaHMIO, Mpuka3 o0 yBoinbHeHUHM Bbimen 03 wuions 2017 roga.
Coenaiime coomeemcmayouyio 3anucy 8 mpyoo8oi KHUNICKe paboOmHUKA.

1.3. IIpu 3anonHenuu rpadsl 3 Tpya0BOH KHUKKHU ObLla AomyiieHa HeTOYHOCTh, CopokuH A.C. ObLT
INPUHAT B PacYETHO-AHAJIUTUYECKUM OTIEN AKOHOMUCTOM IO OYXTrajTepCcKOMy Y4YeTy M aHalIu3y
X035IICTBEHHOM NiesiTenbHOCTH. Coenatime 3anuce 8 mpyoos8oi KHUNCKe 0 MOM, Yo 3anicb 3a HOMepPOM
1 neoeticmeumenvna (03.06.2017).

Oopaszey oghopmaenun mumynpbHo20 1ucma mpyooeoii KHUMNCKU PadOmHUKA
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TpynoBas kuumxKa
TK-IV M 8230487

damans lMonosa

s dapba
0TY6CTBO CepreeBHa

Dara pomodens 1202097 %

(uCAD, Mecan, rod)

Ofpasosaine  BbICLIEe NpodeccuoHanbHoe

podecens, cnennaibiocrs,  CNEUNANUCT
no KagacTpy

03. mapra 2016

Dara. sanosHeHus .,

Monosa

Moonues Amya;
ApeHHOro 3a BedeHue TPYIOBMYX KHIBKER

MBaHOBa

(pasbopuneo)

TpynoBasi KHM:KKAa — 3TO JOKYMEHT, B KOTOPOM COJEPXKHTCS BCS MH(OpMAIUS O TPYyI0BOMH
NEeSTEILHOCTH €€ BIajeNiblla. 3amoJIHEHHE ee TpeOyeT OT pabOTHMKa KaJIpoB Tropa3fo OoJbIIei
BHUMATEJIbHOCTH W JaJbHOBUAHOCTH, 4YeM OQopMIIeHHE JII000ro Ipyroro nokymeHta. Ommoky,
JIOTYILIEHHYIO B MPUKAa3e WIKM B JJOTOBOPE, JIETKO UCHpaBUTh. Yallle BCEro HUKTO U HE y3HAET, YTO OHA
uMeNa MeCTO. A TIOCHENCTBMS HE3aMEUCHHBIX U HEUCHPABJIECHHBIX OIIMOOK B JOKYMEHTE,
MOATBEPKIAOLIEM TPYJIOBOM CTaX paOOTHHKA, MOTYT BBIIBUTHCS TOJIBKO BO BpeMsi odopmiieHus
IIEHCUH.

TpynoBble KHMXXKM BeAyTCs Ha pPaOOTHUKOB BCEX MPEANPUATUN HE3aBUCHUMO OT (OPMBI
COOCTBEHHOCTH U OpPTraHU3aIl[IOHHO-TIPaBOBON (hOPMBI, B KOTOPBIX OHU MPOpaboTaiy CBBIIIE 5 AHEH, B
TOM 4YHCJI€ Ha CE30HHBIX M BPEMEHHBIX PaOOTHHUKOB, a co 2 OkTs10ps 2006 roma TpynoBble KHUXKKU
00s13aHbl BECTH TaKXke U paboTOAaTeNN - UHAUBHUyaIbHbIE penpuHumarenu (4. 3 ct. 66 TK PO).

Jlyig mocTymnaroiero Ha paboTy BIepBble KHIKKa ohopMIIsieTcs He o3gHee 7 THel co JHs mpueMa
Ha paboTy.

®opma, TOPSAAOK BEIACHHS UM XPAaHEHHUs TPYIOBBIX KHIDKEK, a TakXKe MOPSAIOK H3TOTOBIIECHUS

OJ1aHKOB TPYAOBBIX KHUKCK U obecreueHuss UMHU pa60T011aTeneﬁ YCTAaHABJIMBAKOTCA HpaBI/ITCJ'IBCTBOM
P®.

Cornacno npuka3zy Munpuna PO Nel17 ot 22 nexaOpst 2003 1., U3roToBiIeHHe OJIaHKOB TPY10BOM
KHIKKM W BKIJAJbllIa B TPYIOBYIO KHUXKKY ocyuiectBisercs OObeIuHEHHUEM ToCyAapCTBEHHBIX
NPEeINpUATH U OpraHM3alui MO0 MPOM3BOJACTBY rocyaapcrBeHHbIX 3HakoB "['O3HAK" Munduna
Poccun.

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

C 1 sauBaps 2004 r. paGoTHMKaM, BIEpPBbIE IMOCTYNAIOUIMM Ha PabOTy B COOTBETCTBUHU C
3aKJIIOYEHHBIM TPYIOBBIM J1I0TOBOPOM, 0(OPMIIIOTCS TPYAOBBIE KHUKKH TOJIBKO HOBOTO 00pa3ua.

IIpu 3TOM TpYyHOBBIE KHI)XKHM paHee YCTaHOBJIEHHBIX oOpasuoB (1938 u 1974 rr.), a Taxxke
TPYAOBBIE KHUKKH KOJIXO3HUKOB, 1EHCTBUTEIbHBI.

Ilo BHemHEMY BUAY HOBasl TPYAOBask KHWKKA OTIMYAETCS OT MPEXKHEHN, pa3MEPOM U TEM, UTO B
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Hell HeT pasjena A CBEJCHMH O Ha3HAYEHUU IEHCUH, a pa3liesibl O HarpaXkIeHUHM U IOOILPEHUU
o0BeMHeHbl. B cTpykType U 0hOpMIICHUN HOBOW KHWKKH M3MEHEHHI HEMHOTO: Ha OOJIOKKE W Ha
TUTYJIBHOM JHcTe pa3MelteH repd P®d, a B rpade 3 «Ceenenus o pabore» NpeayCMOTPEHO BHECEHHE
3aIucH 0 KBIM(UKauy paboTHHKA.

[ToctanoBnennem MuHHCTEpCTBa Tpyaa U conranbHOro pa3putus PO ot 10 oxtadps 2003 r. N
69 yrBepxaeHa MHCTpyKIUS MO 3aM0THEHUIO TPYAOBBIX KHIDKEK MOPSAO0K IPpUOOpeTeH s, XpaHeHUS U
BbIJIa4M TPYAOBBIX KHMKEK coTpynHukam. HoBas MHcTpyKius noaxoauT aias paboThl ¢ TPYIOBBIMU
KHIKKaMH CTaporo U HOBOTo o0Opasia.

Bce 3anucu B Tpy10BOIM KHIKKE JeIat0TCs 0€3 COKpALeHUH U UMEIOT CBOM MOPSIIKOBBIN HOMED.
Henonyctumo, Hanpumep, B rpade 4 ykas3blBaTh «IIp.» BMECTO «IIpHKa3». ITO KacaeTcsl U CChUIOK Ha
koHKpeTHble cTatbu TK P®. Crnenyer nucaTth: myHKT 3 yacTh nepBas ctaThs 77 TpynoBoro kojekca
Poccuiickoit @enepanuu.

CBenenuss 0 pabOTHHMKE TENepb MOXKHO 3alOJHATH HE TOJBKO HA OCHOBAHWH IMACIOPTa, HO U HA
OCHOBAHUHU JIPYTOr0 JOKYMEHTa, YAOCTOBEPSIOILEro JUYHOCTh (BOAMTENBCKOIO YAOCTOBEPEHUS,
3arpaHnaciopra, BOGHHOro OujieTa u T.1.).

Bce 3amucu o BbIIONHSIEMOM paboTe, epeBoje Ha JPYrylo MOCTOSHHYIO paboTy, IPUCBOCHUU
KBaJTM(HUKAIMY, YBOJbHEHHUH, a TAK)KE O HarpaXJICHUH BHOCATCS B TPYJIOBYIO KHIKKY Ha OCHOBaHUH
COOTBETCTBYIOLIETO IMpHKa3a (pacrnopsbkeHus) paboToaarens He MO3JHEe HEJENBHOIO CPOKa, a MpHU
YBOJIbHEHUU — B JIEHb YBOJIbHEHUS. [Ipy 3TOM 3anucu JOKHBI TOYHO COOTBETCTBOBAThH TEKCTY IPUKa3a
(pacniopsbkeHust). 3alucy B TPYAOBYIO KHIDKKY O IPUYMHAX MPEKpaLIeHUs TPYAOBOrO JIOroBOpa
BHOCSATCSI B TOYHOM COOTBETCTBUU C (hopmynupoBkamu TK P® wunm nunoro eaepanbsHOro 3aKoHa.

Buecenue 3anucu o pabome 6 mpyoogyio Knucky (oopazeu)

CBEJJEHUA O PABOTE TK-IV Ne 8230487
HaumeHnoBaHue,
Caenenusi o mpueMe Ha paboTy, MepeBoIe
HaTa 6 Jara u HOMCp
= Ha JAPYTYIO MOCTOSHHYIO PaboTy, KBalu(pUKAIINH,
3} JTIOKYMEHTA,
S| YBOJIbHEHUHT
= o Ha OCHOBaHNU
S (c ykazaHMeM TpPHUYUH U CCHUIKOH Ha CTaThlo,
o | 4MCIO [ MECSL | TOA | ypxr 3aKoHA) KOTOpOTO
~ BHECEHA 3aIIUCh
1 2 3 4
OO0111eCTBO ¢ OTPaHUYEHHOW OTBETCTBEHHOCTHIO
«Opbuta-M» (OO0 «Opbura-M)
[Ipunsata B oTmen kagacTpa Ha A0DKHOCTH | [Ipukas oT
1 03 03 2016 CcIenuaIncTa 03.03.2016
10 KaJaCcTpy BTOPOU KaTerOpuu Ne 25

Buecenue 3anucu o nepeeoode na mesxcoy cmpyKkmypHoimu noopaszoenenuamu (oopazeu)

CBEJIEHI S O PABOTE TK-IV Ne 8230487
HanmeHnoBaHme,
Cenenust o mpueMe Ha paboTy, mepeBo/ie
Jlata ara H HOMED
= Ha JAPYTYIO MOCTOSHHYIO PaboTy, KBalU(UKAIINH,
o JIOKYMEHTA,
= YBOJIbHEHUH
= . Ha OCHOBAHUH
s (c ykazaHueM MNPUYMH U CCHUIKOM Ha CTaThlo,
g | THCIO | MECAIL | TONL | yryykr 3aKomHa) KOTOpOTO
BHECEHA 3aITHCh
1 2 3 4
OO1IeCTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO
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«Opbuta-M» (OO0 «Opbuta-M)
[Ipunsta B oTAen kagactpa Ha JoJpkHOCTH | [Ipukas oT
1 03 03 2016 CHEUAIINCTA 03.03.2016
10 KaJaCcTPy BTOPOU KaTeropuu Ne 25
[lepeBenena B cekperapuarT Ha JODKHOCTH | [Ipuka3 oT
2 | o AR ceKpeTaps 04.04.2016
Ne 62

BHecenne 3anucu 00 yBoJIbHEeHUN PA0OTHUKA
3anuch 00 YBOJIbHEHUH MPOU3BOAUTCS B CICIYIOIIEM MTOPSIIKE:
— BTpade | cTaBUTCS NOPSAKOBBIA HOMEP 3aIUCH;

— B rpade 2 yKa3pIBaeTCs AaTa YBOJIbHEHUS (UHCIIO, MECSII, TON);

— BTpade 3 genaercs 3aUCh O IPUUMHE YBOJIbHEHUS (CM. IPUMEYAHUE);

— Brpade 4 yka3plBaeTCs HAUMECHOBAHHE JIOKyMEHTa, Ha OCHOBAaHMH KOTOPOTO BHECEHA
3aIUCh, MIPHUKA3 WM HHOE PEUICHNEe paboToaaTeNs, €ro 1aTa i HOMEp.

Buecenue 3anucu 06 ysonvnenuu pabomnuka (oopazeu)

CBEJAEHUNSA O PABOTE TK-IV Ne 8230487
HanmenoBanmue,
Caeznenusi o mpueMe Ha paboTy, MepeBoie
Jlata nara u HOMED
=~ Ha JIPYT'YIO [IOCTOSIHHYIO Pa0oTy, KBaJIM(pUKALUY,
o JIOKYMEHTA,
S YBOJIbHEHUU
= N Ha OCHOBaHHH
S (c ykazaHuMeM MNPUYMH U CCBUIKOW Ha CTaThlo,
g | THCTO | MECAIL | TON | ryhkr 3aKoma) KOTOpOTO
BHECEHA 3aIIUCh
1 2 3 4
OO0111ecTBO € OTPaHUYEHHOM OTBETCTBEHHOCTbIO
«Opbuta-M» (OO0 «Opbura-M)
[IpunstTa B oTAen kagactpa Ha JOJDKHOCTH | [Ipukas oT
1 03 03 2016 crenuaIncTa 03.03.2016
10 KaJaCcTpPy BTOPOH KaTerOpuu Ne 25
IlepeBeneHa B cexkperapuaT Ha JI0JDKHOCTH | [Ipukas oT
2|05 04 2016 ceKpeTaps 04.04.2016
Ne 62
TpynoBoil JoroBop mnpekpaieH no cornamenuro | [Ipukas oT
3128 |y Shgropos. 23.05.2016
/<®\ @\«_M%@; kT | wactu Tperei crarbu 77 Tpymosoro No 71
/o 7 TN\ Xenwea
B 740 PO TR 3
1 “Q?Y)“ v cg; rickon Penepanuu
‘5 L ;\ g /' HGNIEKTOP OT/ENa KaJapoB Ioonuce
\y/%u all \% j/I HOBa
S
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Buecenue 3anucu o nazpasicoenusax, noowpenusax pabomuuxa (oopaszeu)

CBEJJEHUA O HATPAXIAEHUAX

TK-IV Ne 8230487

HanmenoBanmue,
Jlata JaTa u HOMEp
E CBeneHus 0 HarpaXACHUSIX (TOOIIPEHUSIX) JIOKyMeHTa,
= p P Ha OCHOBaHUU
o | ancno Mecdll | ron KOTOpOro
= BHECEHA 3aIUCh
1 2 3 4
OO0111ecTBO ¢ OTPAaHUYCHHON OTBETCTBEHHOCTHIO
«Opbuta-M» (OO0 «Opbuta-M)
1 |os 05 2016 [IpemupoBana 3a xopomryto padoty mno urtoram | [Ipukas oT
MIEPBOTO 06.05.2016
kBapTana 2016 roga Ne 63

3anucs 6 céA3u co CMEHOU padomuukom hamunuu (oopaszeuy)

@amivmg “Tlonopa” m3MeHeHa Ha (GaMIUTIITIO
“Henamepa” Ha OCHOBAaHHI CBHIETEILCTBA O OpaKe

TpynoBas kHuMKa

N\ OTZETIOM BHYTPEHHHX [ell TK-IV XN 8230487
ona Camapsl.
Hoonuce Vsanosa Darans —Heneea— HeHawesa
s Japba
0T4ecTRO CepreeBHa
Dara ponoderus 22121977

(YHean, Mecan, rod)

Oipasosanne  BbICLIEe NpodeccuoHanbHoe

Hpodecens, crneguaibHocTh

cneunannct

no Kagacrpy

93_ ! mapTa

Dara: sanosHeHns |,

16

Modnues Alma;

[MonoBa

FEABEHHOTO 30 BedeHHe TPYOOBALY KHIBKER

MBaHOBa

(pasbopunen )

3anucs 6 ceéA3u ¢ nosvluieHuem ypoeHs oopazoeanus pabomuuxa (oopaszeu)
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CpeneHus o0 o0Opa3soBaHHH [OIOJHEHBl 3allliChIO
“BhICIIICE npo¢eCCHOHATBHOE ™, CBeNeHUS o
mpodeccHn, CIeIaTbHOCTH [JONOJNHEHbl 3alllChIo
“HHKeHep-CTpoHuTeNs’ Ha ocHoBaHmH auruioMa ACT

TpynoBasa kHuMKa
TK-IV 2 8230487

%wﬁ"igg

2263361 / To k004 28 ~ BBIIaHHOTO benropoackinm s
TOCYMapFABSHIBIN TRXHONOTIIECKIM  YHITBEPCHTETOM
S VAN NS
ST (93 . DamAis MBaHoB
- ) r
2| oTAEA KAZPOB | = =
P a Iloonuce Bacmisesa Mas Cepren
0T4eCTBO MNeTpoBuy

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)

IpakTuyeckoe 3ansitue Ne 1

Tema 12. JIokyMeHTBI 110 CHAOKEHUIO U COBITY.

Heap padoThl: HAYYUTHCS 3aMOTHATH U 0QOPMIISATH JOKYMEHTHI 110 CHa0KEHHIO U COBITY; IPUOOPECTH
HaBBIKM B COCTABJIEHUH ¥ O)OPMIIEHUH CIIEAYIONIMX JOKYMEHTOB: aKThl IPUEMKH IPOIYKIIMH (TOBAPOB)
10 KOJIMYECTBY U KAU€CTBY; JIOBEPEHHOCTH: Pa30BbI€, CIIEIIUAIbHbIE, T€HEpaIbHBIE.
ITosicHenus1 Kk padoTe: €CiIM KOJMYECTBO U KAUeCTBO MOCTYMHUBIIUX TOBAPOB COBMAJAIOT C JAHHBIMH,
YKa3aHHBIMH B TOBapOpacloOpSIIUTENbHBIX JTOKYMEHTaX IOCTaBIIMKA, KOMHUCCUS COCTaBISET aKT O
npuemke ToBapoB (popma Ne TOPI'-1). Ecnu HeT - akT 0 mpueMKe TOBApOB M aKT 00 YCTaHOBIEHHOM
PacxoKJIeHUH 110 KOJIMYECTBY U Ka4E€CTBY IPU NPUEMKE TOBapHO-MaTepUaIbHBIX LIeHHOCTEN (Ppopma Ne
TOPT-2).

JUia akTa O NpHEMKE TOBapoB MpeaycMOTpeH TumnoBod OmaHk. Ero ¢opma yrBepxaeHa
nocraHoBieHueM ['ockomcTara Poccun ot 25 nexabpst 1998 1. Ne 132.

AKT COCTaBJISIIOT B OJTHOM 3K3EMIUISIPE B JIEHb OCTYIIEHUSI TOBAPOB. AKT MOJIMUCHIBAIOT YJICHBI
KOMHCCHH, KJIQJOBIUIMK, [TIABHBINA OyXraiaTep U yTBepKJIaeT pyKOBOIUTENb OpraHU3aluH.

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./mrT. (B Tom uucie HIC - 162 py6.);

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

O6mas croumocTs ToBapoB coctaBmia 134 520 py6. (B Tom uncie HJIC - 20 520 py0.).
"AKTHUB" IIOJTy4mJ1 CIEAYIOLIUE TOBAPOCONPOBOINUTENBHBIE TOKYMEHTBHI:
— TOBapHYIO HakJIagHyo oT 22 Hos0ps 2004 r. N 12;

— cueT-aktypy oT 22 Hosi0ps 2004 . N 17.
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Odopmnenue akma o npuemke moesapos (oopaszey) - 1

Vhutbuumposannag hopia Ne TOPT-1
VTBepxaeHa noctaHosnexuem fockomeTara

Poceum o1 25.12.98 N2 132
KO,El
®opma no OKY[ 0330201
3A0 «Axmue», Mockéa, yn. Cadosasn., 151, men. 393-93-93 no OKMO 40062011

OPraHI3aUNA, 3APEC, HOMER TEneghona

CTRYKTYPHOB [103PasA8enns
Bua peatensHocTi no OK/M 4523318
Hom
OMEp kamepa
CeKumA
OCHOBAHME ANA COCTABNEHWUA AKTA NPUKA3, PEEROPAHEHIE HomMep 26
HEHYMHOS 3a48KHYTh nara 29 11 2004
Bug onepauuu 34
Homep [lata VTBEPKAH
AOKyMeHTa | COCTaBNEHWA dupermop
BOIKHOCTE
AKT 2 20.11.2002 Bacunves A.H. Bacunves
negnics PACIINPPOBKA NGANHCH
0 NpUeMKe TOBapoB « 22 > HOAGPA 2004 .
MecTo npuemkm Toapa Mocksa, ya. Cadosas, 151
HacTosLLMA akT COCTABNEH KOMUCCHEN, KoTopaa yeTaHosuna: « 22 » noaéps 2004 r.
Mo CONPOBOANTENLHLIM AOKYMEHTaM mogapnaa Hakaadnaa N 12 om 22.11.2004
HAUMEHOBAHKE, HOMED, JaTa
JocTasned Tasap. JJOKYMEHT 0 BbI30BE NPEACTABUTENS rpy300TNPaBUTENA, NOCTABLUMKA, NPOU3BOAMTENS:
HEHYMHOE 2a480KHYTE
Tenerpamma, pakc, TenehOHorpaMma, paguorpamma Ne — oT« — » — 200~ T.
HEHYHHOE 33498 KHYT
py3ooTnpasutens 000 «llaccuen, Mocxea, yn. Jdecnan, 125, men. 545-11-45
HEMMEHOBAHNE, dAPEC, HOMED Tenedrona
MpouseoguTeNs —
HAMMEHOBAHKE, 3APEC, HOMED TERSEOHT
MocTaBLINK OH e
HAMMEHPBAHKE, A0PEC, HOMED TeﬂBdJOHa
CTpaxosas KOMNaHWs —
HEMMEHOBAHHE, BODEC, HOMEY Tensdona
[loroBop (KOHTPAKT) Ha NOCTaBKY ToBapa Ne 24 or« 15 » Hoabpn 2004 .
C"IGT-CpaKTypa No 17 oT « 20 » Hoabpa QOOi r.
Kommepyeckuid akt Ne — QT « » 200_r.
BeTepuHapHoe CBUABTENLCTRO (CBMARTENLCTBO) Ne — 0T « » 200 r.
KenesHopopoxwHaa HaknaaHas No — 0T « » 200 r.
Cnocod gocTaeku aemogypzon Ne
BiJ] TDAHCIOPTHOTO CPEAcTBa
[lata oTnpasnexus Togapa « _22  » HOABDA 2004 r.
€O CTaHLMK (NPUCTAHW, NAPTA) OTNPABNEHNA —
HauMBHOBAHNE
UKW CO CKNAAa OTNPABUTENA TOBAPA 000 «llaccus»
HARMeR0BarHne
Temneparypa B Tonwe maca (puibsl) _—_—  °C
NATA, BPEMSA, 4 mun.
MPUEMKH TOBAPa
npubLITUA TOBApa
Ha4ano NPUOCTAHOBNEHWE BO30GHOBNEHWE OKOHYaHue
22.11.2004 12 4 35 mun. — — 13 4 00 mun.

"AxT 0 npuemke ToBapoB (popma Ne TOPT-1)": ctp.1
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Odghopmnenue akma o npuemke mosapoe (oopazeu) — 2

Tosap Katero- EanHmua LleHa, Mo A0KYMEHTaM NOCTABLUMKA 3HA4YMNOCH
pus, W3MEPEHNR py6. Kon.
copT
HauMMeHoBa- Kop, P Haume- Kopg KONM4eCcTBO macca CTOMMOCTD,
Hue HoBaHwe | no OKEW py6. kon.
B OQHOM | MeCT, | BpYTTO | HeTTo
MecTe LUTYK
1 p 3 4 5 6 7 8 9 10 11
1.Cmynoa| 36 — wm. — 900 50 2 300 350 106 200
Ceptuchukar N POC JE.ME 69. A00887 deiicmeumenen ¢ 01.10.2004 no __ 12.01.2005
2. Cmonnt 45 — | urm. — 1200 20 1 600 680 28 320
Ceptuchukar A POC JE.ME 809.A00732 delicmeumenen ¢ __01.10.2002 no__12.01.2003
//
//
/
//
~— /
\\
///
//
/
_/'
Tapa
Tapud
Mtoro 3 134 520-00
COCTOSIHWE TOBApA, TAPk! 11 YNaKoBKW B MOMeHT acmotpa __l1o8pencOenuil mapovL nem.
Cnocob onpefeneHIA HEAOCTAOLLErO TOBapa —
3aKNKYeHre 0 NPUYKMHAX U MecTe 00pa30BRaHUs HEAOCTa4qn ToBapa
/

"AKT o nmpueMke ToBapoB (dhopma Ne TOPT-1)": cTp.2
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Odghopmnenue akma o npuemke mosapos (oopazeu) — 3

DaKTNHECKN Cymma HAOC OTKnOHEHWE (+, =)
MPUHATO c yquOM

KONUYECTBO macca CTOWMOCTS, pyHﬁp'K(’m‘ CTaBKa,| CymMma, KOJIM4YECTBD Macca cToN-
py6. Kon. % py6. Kon. MOCTb,
B OIHOM | MecT, | BpyTTO | HETTO B OAHOM|MecT,|BpyTTO [HETTO pY6. Kon.

MecTe | WTyK mecTe |WTyK '
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 —

pd

N -

L
//
/ “
rd
/ <
/7\‘\\__‘_“‘-
//
Jid
X 3 — — |134 520-00(134 520-00| X |20 520-00 X — | = | = —
/

"AKT o npueMke ToBapoB (dhopma Ne TOPT-1)": cTp.3
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Bce 4neHbl KOMUCCW 03HAKOMMEHbI ¢ NPAaBUNAMK MPUEMKIA TOBAPOB MO KONUYECTBY W KA4eCTBY W NPeflynpexaeHsl 06 0TBeTCT-
BEHHOCTM 32 NOANWCAHWE aKTa, COABPXKALLErO JAHHbIE, HE COOTBETCTBYHOLLME AEACTBUTENBHOCTH.

NpaeunEHOCTE KONWMHECTBA W Ka4eCTBA TOBAPA NOATBEPHAAEM.

Mpencepatens KOMUGCCUAN dupexmop Bacunves A.H. Bacuaves
MecTo paéam. AOTKHOCTE MoRMHCs pJCLUM[b,DOBKJ A000uCH
H7eHbl KOMUCCUW, Oyxzanmep I'puzopwesa M.A. 'puzopwesa
o MECTO PaboTel, JOMMHOCTE noAnucs DactnppoBKa nogmucH
,;g/‘% M.I‘I.\}g 3a8. cknadom Heanos A.H. Hsanos
2 1 MECTE PaBoTsl, BOMKHOCTS NOARHCH ACLUHD POBKA NOAMICH
JAKTVBY ’ e
&\& T/*y HawanoruK yexa M 1 IMempoe C.C. ITempoe
519103“ MBCTO PABOTel, AOMKHOCTE noamHcs paciumch poBKa NoAMMCH

3aKnoYeHue kommeeny __ 106ap NPUHAM NOJLHOCINBIO.

Bpax u nedocmauu He 6bLABLEHL.

MpeAcTaBUTENb FPY300TNPABUTENS (NOCTABLLWKA, NPON3BOAUTENA)
[loKyMeHT, yAOCTOREPAOLUA NONHOMOYNSA

Ne — BbIJAH « _— » — 200—r.
MBCTG PACOTSI, OTKHOCTE No4nHce chammnua, uma, 0TY6CTED
AKT C NPUNOXEHNeM Ha — AUCTax Nony4un
TnaeHbIiA (cTapwui) Byxrantep Bopucosa 0.B. Bopucaea
nognuce pacuiMghposka nognucs
« 22 » HoAOpA 2004 1.
PelleHne pykosogutens —

/

"‘\/

/\

/

/

/

ToBap v Tapy HA OTBETCTBEHHOE XPAHEBHWE NMPUHAN

3aeefytoLnil cKNapom (KNaposLLmK) Anmonos A.H. Aumonog
ne4mce pacunbpoBka NOAMMCH

Odghopmnenue akma o npuemke mosapos (oopaszeu) — 4

"AKT o nnpueMke ToBapoB (dhopma Ne TOPT-1)": cTp.4

38



3aganue 2.

Odopmute akT 00 YCTaHOBIEHHOM PACXO0XKIEHUH 110 KOJMYECTBY M KaUeCTBY B COOTBETCTBUU CO
CIIEYIOIIUMHU YCIOBUSIMU:

ITo noroBopy moctaBku oT 15 HOsOpst 2007 r. Ne 24 3A0 "Akrtus" npuobpeno y OOO "Iaccus"
50 cronos 1o niene 1652 py6./mr. (B Tom uucie HJIC - 252 py6.). O6mast CTouMOCTh MapTHU CTOJIOB
cocraBuia 82 600 py6. (B Tom uncne HJIC - 12 600 py0.).

"AKTHUB" MOJY4YHII CICAYIOIIME TOBAPOCOTPOBOAUTEIBHBIE JOKYMEHTHI:

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

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

5 nexabps 2007 rona cToJibl ObUTH TOCTaBJIeHBI Ha ckian "AktuBa" Ne 1. [Ipu pasrpyske ToBapoB
Obuta oOHapyxeHa HepocTaya 10 cTomoB.
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Ogopmnenue akma 06 ycmanoeieHHOM PACX0HCOEHUU RO KOJIUYECMEY U Ka4eCmey —

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 YCTaHOBJIIEHHOM pAacXOXJEHHUU IO KOJMYECTBY U KayecTBY IpH IMPUEMKE TOBapHO-

MaTepHalbHbIX LleHHocTer (popma Ne TOPI'-2)": ctp.1
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Ogopmnenue akma 06 ycmanoeieHHOM PACX0HCOCHUU NO KOAUYECmEy U Kauecmey — 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.

PacxoxgeHne no KOMMYECTBY MECT U Macce | Konu4ecTso Macca, Kr CTeneHb 3anonHeHus
B aKTVPYEMOI NapTuv TOBapa, 0BHapYKeH- MecT TAPHOTC MECTa, BAroHa,
Hble Ha CKMaze TOBaponony4arens OpyTTO Tapa HETTO KOHTEIHepa 1 T. M.
Mo AOKYMEHTaM rpy300TnpaBuTans 5 ———
—"_-._-'-.‘__
QaKTUYeCKK NOCTYNUNO 4 | __,_a--—-»-‘-:}_‘
PacxoxnaeHue (+, —) 1

Torap Homep EavHuua namepeHus Mo AOKYMEHTAM NOCTABLLMKA 3HA4YMTCA
(HaMMEeHO- MecTa
BaHme) HaMMeHOBa- ko4 no apTukyn copt KONMYECTBO LeHa, 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
1/—
//
— —
/
/
—

"AKT 00 YCTaHOBJIEHHOM pAaCXOXJEHUH 110 KOJMYECTBY M KauecTBY IpU NpPUEMKE TOBAPHO-

MarepuanbHbIX 1eHHocTel (popma Ne TOPI-2)": ctp.2
Odpopmnenue akma 06 ycmano6neHHOM PACXoHcOeHUU NO KOJIUYECMEY U Kayecmey — 3
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Ycnosusa xpaHeHusa Tosapa (NpoayKuvn) [0 ero BCKPLITIA Ha CKNaje nanyyatens:

HOMQILLEHH—@ CKLada Omanausaemcs u OXpaHAemcsa.

R'opoﬁ}cu YCMAHOB/EHDBL HA CINETLIANCU .

CeefieHMA O TemnepaType NpW pa3rpyake B BaraHe (pechpuxepartope 1 T. 4.) B ToBape, °C —

CocTOAHME Tapbl M YNakoBKW, MapKUPOBKA MECT, TOBapa M Tapkl B MOMEHT BHELLHEro 0cMOoTpa ToBapa (MpoayKumm)

Ynakxosra ne nospem@eua.

CopepKaHne HapyKHOM MapKUPOBKM Tapsl 1 APYrie AaHHbIE, HA OCHOBAHWM KOTOPbLIX MOXHO CAENATh BLIBOALI O TOM, B Ybeil
YNaKoBKe NpedbABNIEH ToBap (MPOM3BOAUTENS WK OTNPaBUTENS)

Mapruposra 000 «Ilaccusg».

Nata BCKpbITUA Tapbl « 05 » dexabpa 2007 .

OpraHu3auus, KOTopas B38eCUNa U ONNOMOMPOBANA OTTPYKeHHbIA TOBAP, UCMPABHOCTL MIOMG U COIEPXaHWe OTTUCKOB, COOT-
BETCTBME NNOMG TOBAPOCOMPOBOANTENEHBIM JOKYMEHTAM

Mopanok otGopa ToBapa (NpoAyKLMK) AnA BEIBOPOYHOK npoBepkm ¢ ykazaHuem FOCT, 0co6bix yCnoBuMiA NOCTABKW NO A0rOBOPY
(KOHTpaKTy), 0CHOBaHWE BLIGOPOYHON NPOBEPKM:

,———""'—'-—-_

———
———
——

DakTu4ecKku oKasanoch Bpak Boi O0TKNOHeHMa Homep
nac-
apTUKYN [ COPT | KOMW4e-|  LeHa, CYMMa, [KOMMYe-| CymMa, |Konmye- | Cymma, HeJocTada V3NULLKK nopra
ToBapa cT80 | pyb. Kon. | py6. Kon. CTBO pyb. CTBO pyo.
(macca) (macca) | kon. |(macca)| Kon. |KOAW4e-| CymMa, | KOMWue- | cymma,
CTBO py6. Kor. CTBO py6.
(macca) (macca) | Kon.
10 11 12 13 14 15 16 17 18 19 20 21 22 23
625378 — 40 | 1652-00 |66 080-00| — - - - 10 |16 52000 — - -
_,.--—__.-—-"‘-"'/
‘-__'__,_--t-‘f/
-\-..__‘__-_‘- —-'""-’-‘,
__.'-/” T
——— ]
—/"
___..-—-"""'—-

"AKT 00 YCTaHOBJIEHHOM pACXOXJEHUU 110 KOJMYECTBY M KauecTBY IIpU IIpUEMKE TOBApHO-
MaTepHalbHBIX LleHHocTel (popma Ne TOPT-2)": ctp.3

Ocpopmnenue akma 06 ycmano61eHHOM PACX0XHCOEHUU NO KOauyecmey u kavecmey — 4

"AKT 00 YCTaHOBJIEHHOM pAaCXOXJEHUH 110 KOJMYECTBY M KauecTBY MpHU IpPHUEMKE TOBAapPHO-
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Onpegenenune KonW4ecTea TOBAPA (NPOSYKLIMN) MPOBOAWNIOCH

B3BBLUIMBAHHEM, CYBTOM MECT, DOMBPOM W T. 1.,
Cuemom MeECM, GBHYMPEHHUM U 6HEWHUM oCcmMOompom mapsvl
MBCTO 0MPegenerua Konu1ecTea TOBAPA (POAYKLMM)

B3pelumBaHWe TOBapOB (MPOAYKLMM) MPOBOAMIIOCE HA WCNPABHbIX BECAX, NPOBEPEHHLIX B YCTAHOBNEHHOM nopaake. CBeaeHue
06 MCNPABHOCTM BECOM3MEPWTENbHBIX NPUOOPOB (TWN BECOB, 04 KIIEAMEHWA)

[lpyrue faHHble ———

L ——

—

(10 0CTankHLIM TOBAPHO-MaTEPKanbHbIM UEHHOCTAM, NePeYUCIEHHbIM B CONPOBOANTENbHBIX JOKYMEHTAX MOCTABLLMKA, PACX0XK-
JIeHWW B KONMY8CTBE U KAYECTBe HeT,

MoApo6Hoe ONKUCaHMe AehEKTOB (XapakTep HeloCTayy, M3NULLKOB, HEHAANEXALLEero Ka4ecTea, Gpaka, 60a) U MHEHWME KOMMC-

CUKM O NPUYKMHAX 1x 0BpasoeaHus

Odnoil KopobKU cO cmoaamu e xgamaem.

3aKNHYEHNE KOMNCCIK
Yemanosnena nedocmana 6 konuvecmee 10 cmonos na cymmy 16 520 pyb. 00 kon.

YneHbl KOMUCCUKM NpeaynpexaeHsl 06 0TBETCTBEHHOCTH 3@ NOANMCAHUE aKTa, COAEPMXALLEro AaHHbIe, He COOTBETCTBYIOLMNE

JNeACTBUTEBHOCTH,
Mpeaceparens KOMUCCHM dupexmaop Bacimaet Bacunves A.H.
MECTO PAGOTH, NOMKHOCTE _ognucs pacumgpoeka nognmen
YNeHbI KOMNCCUN,—5—. byxzanmep I rnngpuiin I'puzopveea M.A.
P k MECTO PaboTsl, JOSKHOCTE oAnncs pacihposka nogauck
(& \\w y 3a6. craadom M banot Heanos A.H.
M., {@f AKTMB:EI MECTO paboTel, JOMKHOCTE nofnngs pacumdhpoeka nognucn
el /8| HO4albHUK uexa Ne 1 ! lempol ITempos C.C.
\ _ / MECTO pagoTel, JOMKHOCTE nagnucs pacumgpoeka noanmen
“daron-
[peacTasuTens rpy300TNpaenTena (NOCTasLLMKa, NPON3BOAMTENA)
000 «Ilaccus», menedxcep Voo Heanog A. A,
MECTO PaboTsl, AONKHOCTS nagmics PACLUINCDPOBKA MOAMHCH
JLOKYMEHT, YA0CTOBEPAKLLWIA NOMHOMOYMA nacnopm cepuu 45 01
Ne 487024 BbigaH « _10 > ansapa 2001 r.
AKT C NPUNOXEHWEM HA ____—  NWUCTax nony4un
MaBHbIA (cTapLuni) Gyxrantep Oopscobn Bopucoea O.B.
nognuce ﬂz?&‘LHHJJﬂDE‘K& MOAAHCH

PeweHne pykoeogutens _Hanpasums npemensuonnoe nucbmo nocmaswuky — 000 «llaccus»

c mpefosanuem 0onocnasuns HedocmarouLee KOAULeCcCmao Cnolos.

MarepuanbHbIX 1eHHocTel (popma Ne TOPI-2)": ctp.4
3ananue 3. 3aM0IHUTE PA30BYIO TOBEPEHHOCTD.

IlosicHenus k padore:
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B 6bITy yacTo BO3HHKAIOT CUTYaI[H, KOT/1a YEeJIOBEK MPOCTO HE YCIIEBAET CeIaTh HECKOIbKO Jel
OJIHOBPEMEHHO, HAIlpUMEDP, KOT/1a HY’KHO OTIPABUTHCS B KOMaHAUPOBKY M OJJHOBPEMEHHO COBEPIINUTH
Kakue-nmuoo aeiictBus noma. Hanbomnee mpocThiM BBIXOAOM U3 3TOW CUTYyallud CTaHET BblJada pa3oBOn
JIOBEPEHHOCTH.

JI0BEpEHHOCTHIO SBJISIETCSI TUCHbMEHHOE PacopshKEHUE O Iepeiade KaKuX-I1u00 MOJHOMOYHH AJis
BBICTYIUIEHHSI OT UMEHHU JOBEPUTEIIS IIEPE] TPETHUMU JIMLIAMHU.

Cy0ObexkTaMu JOBEpEHHOCTH MOTYT OBITh U IOpUANYECKUE, U (PU3HUUECKUE JHIIA.

B 3aBucumocTH OT 00beMa JeNIerupyeMbIX MOJTHOMOYHN B TEOPUH MPaBa pa3inyaroT:

—  Pa3oBYIO JOBEPEHHOCTB;

~  CHICUHUAIBHYIO IOBEPEHHOCTB;
— TEHEpPAIbHYIO JIOBEPCHHOCTD.

Pa3oBast 1OBEPEHHOCTHh OTIMYAECTCS OT MHBIX BUAOB TEM, YTO BBIJACTCS INPEACTABUTEIIO IS
COBEPLICHHS OAHOIO ACHCTBHS OT UMEHH JOBEPUTEIIS.

[Ipumepamu cuTyanuii U1 BbIIa4U Pa30BOM TOBEPEHHOCTH MOTYT CTaTh: MOJYYECHHE JICHEKHOU
CYMMBI Ha UMsl IOBEpUTEIISL, OhOpPMIICHHE OT €ro UMEHH CAEIKU UM J0roBOpa, NoJauy WK MOoITy4eHue
JOKYMEHTOB.

Opnako nociegHee BO3MOXKHO HE BO BeeXx ciaydasx. Hampumep, cOTpyaHUKM IaCIOPTHOIO CTOJIA
JaXKe C TOBEPEHHOCTBIO HE BBIAAAYT IIACIIOPT HA PYKHU APYTOMY JIMILLY.

ITo oOmemy npaBuiy, GopmMoil 3aKkiI0OUeHHsT JOBEPEHHOCTH SIBJII€TCSI TUCHbMEHHBIN TOKYMEHT, HO
B 3aBHCHMOCTH OT COJIEpXKAHHUS IE€pPeJaBacMOro IPaBOMOYHMSA, JIOBEPEHHOCTh HWHOT/A TpeOyeT
HOTApUAJIBHOI'O WIXA IPUPABHEHHOI'O K HOTAPUAJIbHOMY 3aBEPEHHUIO.

Cpok nelicTBUS JOBEPEHHOCTH B I1€JIOM M pa30BOMl  JIOBEPEHHOCTHM B YacTHOCTHU
3aKOHOJATEIBCTBOM HE OTPAaHUUYMBACTCSI.

Opnaxo 00s13aTeIbHBIM PEKBU3UTOM €€ COCTABIICHUS SBJISIETCS JaTa 3aKI0YEHUS aKTa, IOCKOJIbKY
B Clly4ae OTCYTCTBHS JaThl IPEKPALLEHUS NEICTBUS JOKYMEHTA, IOBEPEHHOCTh JEHCTBYET OJUH I'OJ €
e€ NMOANMCAHNS JOBEPUTEIIEM.

K conepxaHnio pa3oBOl JOBEPEHHOCTH OTHOCATCS PEKBU3UTBI JOKYMEHTa M IIE€pPEUYEHb
JIEJIETUPYEMBIX IIPEICTABUTEIIIO TIOJTHOMOYHNH.

PexBHU3UTEI TOBEPEHHOCTH:

—  MECTO COBEPIIEHNS,

— J1aTa COCTaBJICHUS;

- cBenenus o noseputene: MO, anpec, BO3MOKHO MaCHOPTHBIE TaHHBIE /17151 GU3UYECKOTO JIUIIA,
HAaNMMCHOBAHHUC U MCCTO IOpHHquCKOﬁ peFI/ICTpaHI/II/I JJIA OpFaHI/I3aHI/II/I. MO)KHO YI(aSaTB 1 UHBIC
CBEICHHUS, HAIPUMEP, KOHTAKTHYIO HHPOPMAITHUIO;

- cBenenus o npeacrasutene: PO, agpec, UHbIE CBEICHUS, B TOM YHCIIE TACIIOPTHBIEC JaHHBIE;

—  TIOAMHCH JOBEPUTENS C pacn(poBKOIL;

— TaK¥XeE )IOBepeHHOCTI) MOKET conepmaTL CpOK HperaH_[eHI/ISI cec }IeﬁCTBHﬂ, YKaSaHI/Ie Ha
BO3MOXXHOCTh TIEPEJIOBEPUS U HHBIE OOCTOSATEIHCTBA.

ConepxaHre pa3oBOU JOBEPEHHOCTH:
- yKa3aHHWe Ha TMepelaBaeMoe MPaBOMOYHE MPECTaBUTEILCTBA;

— CPOK HIpCKpaICHUA JEeHCTBUSA JAOKYMCHTA, IMPUYCM MOKCT OBITh YKa3aHa KOHKpPCTHAA Oara, a
MOKCT COACPIKATBCA YKa3daHHUC Ha MOMCHT CIAWMHCTBCHHOI'O HCIIOJIHCHUS IIPaBOMOYUA

MpeaACTaBUTCIILCTBA.

Oopa3zey pazoeoii 0oeepennocmu (0.1aHK)
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PA3OBAS JOBEPEHHOCTD HA 3AK/IIOYEHHME JOI'OBOPA

r. Mocksa « » 201 .

B JIUIIE

(HaMMEHOBaHUE OPraHU3ALNN)

, IECTBYIOILIETO

(TOKHOCTD, (haMHITHSL, UMSI, OTYECTBO)
Ha OCHOBaHUH , TOBEepsieT
B JIHIIC

(HaMMeHOBaHWE OpTraHU3aIUH )

, IEACTBYIOILIETO

(TOJDKHOCTD, (haMUITHSI, UMsI, OTYECTBO)
Ha OCHOBaHUU , 3AKJTFOYHTH JJOTOBOP KYILTH-TIPOTAXKH
( ) aKIui

(KOJIMYECTBO TIPOIHCHIO)

B COOTBCTCTBHHU C

(3MHUTEHT)
JloroBopoM komuccuu Ne OT «__ » 201 1.
Hacrosias 1oBepeHHOCTh AEMCTBUTENIBHA IO € » 201 .
PykoBogurens
(moamucek) (bamumnus, u.0.)
I'n. Oyxranrep
(moamuce) (pamunus, u.0.)

M.IL
Ooépaseuy pazoeoii 0oeepennocmu (oopazeu)

JOBEPEHHOCTD (PA3OBAS) HA TIOJIYUEHUE AEHEI
JOBEPEHHOCTD

I'opon MockBa, nBaanaTh TNSATOTO AEKAOpS ThICSYA JCBATHCOT
NEBSHOCTO BTOporo roja. S, rpaxnanun Bacuibe IOpuit Ilerposuuy,
MPOKUBAIOIIWN 1O afpecy: . Mocksa, yin. Cene3HeBka, 1. 28, kB. 16,
noBepsito rpakaanuny AutunoBy Eropy KoHcTaHTHHOBUYY, TPOXKUBAIOIIEMY B
r. Mockse, yn. Kpeimckas, a. 51, kB. 71, momyduTe B Kacce
KoMmuccroHHOro marazuia N 21 1. MockBel geHbru B cymme 78 900
(cembaecsaT BOCEMb THICSAY ACBATHCOT) pyO., mpuumTaronecs MHe 3a
peann3oBaHHbIE Belu corinacHo KBUTAaHUUU N 547897, 1 BBIIOIHUTH BCE
JEUCTBHUSL, CBSI3aHHBIE C TAHHBIM [TIOPYYEHUEM.
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Cpok noBepeHHOCTH JBa Mecsita.  [loanuch

JBagnate msAToro aekadps 1992 roma Hacrosmias JOBEPEHHOCTH
yznocTtoBepeHa MHOI0, MiBaHOoBbIM T.A., rocy1apcTBEHHBIM HOTapuUycoM 7-i
MOCKOBCKOI TOCYapCTBEHHON HOTapUalbHON KOHTOPHI.

JHosepennocts noanucana BacunseBbiM HOpuem IlerpoBuuem B Moem
MPUCYTCTBUH. JIMUHOCTh OBEpUTEINIsl YyCTAHOBJIEHA, JEE€CIOCOOHOCTD €ro
IIpOBEpEHA.

3apeructTpupoBaHo B peectpe 3a N
B3bickaHo ToCcy1apCcTBEHHOM MOIUIUHBI

I'ocynapcTBeHHBINM HOTApUYC ITognuce

I[IpakTuyeckoe 3ansaTue Ne 12

Tema 13. ®uHaHCcOBasi JOKYMEHTAIIUs.

Ilesab padoThI: NpHOOpPECTH HABBIKU B COCTABICHUU M OQOPMIICHUH YHU(HUIMPOBAHHOIO JOKYMEHTA
«Cuer-gpakrypar, pykoBoactBysich 'OCT P 6.30-2003 «YHupuuupoBaHHas cucteMa OpraHu3aliiOHHO-
pacropsauTeabHON ToKkyMeHTauuu. TpeGoBaHus K 0hOpMICHUIO JOKYMEHTOBY.
Ilopsinok npoBeeHUsi 3aHATHS

B Havane 3aHsATH clieyeT HOBTOPUTH MOPSIOK COCTaBIIEHUs U 0pOpMIIeHUS YHU(PULIIHPOBAHHOTO
nokyMeHTa «CueTr-pakrypar.

3aganme 1.

CocrtaButs cuet — paktypy Ne 117 ot 1 peBpains 2012 rona: 3A0 «AKTUBY» OTTPY3HIIO TOMUIOPHI
OOO «IlaccuB». llena 3a xuinorpamm — 50 py6. KommuectBo oTrpyxeHsHbix TtoBapoB — 100
KHJIOTPaMMOB.

ITponaxa momu0poB obnaraercs Mo craBke 18 MPOIEHTOB.
Omnutata npou3BOIUTCS B pyOIIsX.
Takum oOpa3oM, CTOUMOCTh MAPTUU MOMHUIOPOB 6e3 Hajora coctaBuia 5000 py0., a ¢ HIC —
5900 py6.
Anpec 3AO «AktuB»: 115561, r. Mocksa, yn. CanoBas, 1. 151.
WHH: 7715221040.
KIIIT: 771501001.
«AKTHB» IPOU3BOJIUT OTIPY3KY CAMOCTOSITEIBHO.
Anpec OOO «laccuB»: 116321, r. Mocksa, yi. JlecHas, a. 125.
WNHH: 7729083775.
KIIIT: 772906003.
Oopaszey cuem-ghaxmyput (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

CTOMMOCTE
EnmiHL CTOMMOLTE ToEspoE | CTPEKE MPOMCXONLEHKA
eSS 3 HHA TOEIPOE {pator
Lexa {paGor, Brom | :
cumon s pabor, orasa e yenyT) Yenomios | komws! rapugias | yemyn. e | D0 D coms | R Hows p rawos ko
. lecrsem.mron es COOIHEYEH | soTED | SMHMLY  MMYWSCTESHHINS SK- crars HANOT LIx NDaE Linppo K parros [JSK N3 PALKH
ey P Kop wa WIMSPSHMA | LD NpAE | UM m:c' BOl L awwskoza ks
[HaWKOHAN & ECAro 083 pasliy Kol
Hos) Wanora me
1 2 2a 3 + 5 5 7 8 El 10 103 i1
M 2ng 15 GE00AD silver- . 1011 008D /A5 1008.TK
owwrop Beng 1T 137 GH0AD siver 76 wr Z  sa745E 1634918 18 305085 2000001 156 Karmai D11 COEDAL 0RO
black 5ms Senseye 0851033
v a g 19" 9 10127 140/ 160508
?ﬁ;ﬂ?@;gﬁr{wzﬁ o aaN 756 wr 20 332203 1384406 18 235533 213889% 458 | Mansiwes oz -:::;2.5-.-:;:5 w
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

Bomnpocsl 11 mpoBeaeHnsi codeceT0BaHUS .

1.  KaxoBa ponb OyxranTepuu B pelieHHH (HHAHCOBBIX 33/1a4 OpraHH3anuu?

2.  Jlaiite oO0myro XapakTepUCTUKY JOKYMEHTOB IO (UHAHCOBO-PACUETHBIM
OTIEPALIHSIM.

3. OOs3arenbHbIE PEKBU3UTHI cueTa-(haKkTypHlI.

3ananme 2.

CocTaBuTh MIATEKHOE MOPYUECHHUE HA TIEPEYHMCIICHUE JICHET ITOCTABIIKKA 3a ITOJIyYE€HHBIE OT HETO
netanu mo cueéty Ne 84.

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

PexBuzutet OAO «Pamyra» MHH — 7617028930, p./c Ne816545214, BUK — 045030654, cuét Ne
301018105. Hupextop Boponun J[.A, rmaBubiii Oyxranrep byrko U.B; OAO «IIpubop» MHH —
7802114045, p/c Ne 240780610, cpoxk miarexa 18.03.2002 r.

Bonpocsl 11 npoBeaeHns codece0BaHUS !

1.  Ha3zoBute 00s3aTenbHbIE PEKBU3UTHI (PUHAHCOBO-PACUETHBIX JOKYMEHTOB.

2.  Ilepeuncnute TpeOOBaHWsS, TPEABIBISIEMbIE K OQOPMICHHIO W COICPKAHUIO (UHAHCOBO-
pacyeTHBIX JOKYMEHTOB.

3. Ha3oBute 00s3aTenabHbIE PEKBU3UTHI IUIATEKHOTO MOPYUYECHHUS.

O6pa3eu 3ano0JIHEeHUA NJIAMENHCHO20 ROPYUEeHUA
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HI:II:T}"I'I_ B EEHK nnar. Cnucado co cy. nnar.
NMNATEXHOE NOPYYEHWE M2 11 02.07.2007 JNEKTPOHHD
Os7s B nnaTems
MATecoT nATEAeCAT pybnen 50 koneek
Cymma
NpenUCEH
MHH 77123456783 KNM 0 Cymma | 550-50
MM MBaHOE FBaH KFB3HOE M
Cu. Me |4080012345675821254
MnarensL K
KB "HOHMACTPYM BAHK" (000) r. MOCKBA, BUK | 044555134
Cy. Ne [30101310600000000134
BaHk nnatenewymka
OTAENEHWME 1 MOCKOBCKOIQ I'TY BAHKA POCCHIA r. BUK | 044583001
MOCKBA Cy. Ne
Bauk nonydarens
WHH 7743777777 KNMN 774301001 Cy. Ne [ 401015810800000010041
WOHC Poccun Ned3 no r. Mockee
Bug on. |01 Cpok nnar.
Haz.nn. QOuep.nnar | 3
MonyJarens Kog Pes. none
18210501010011000110 | 45277565000 | TN | KB.02.2007 | 0 [ 01/07/2007] HC

¥nnara egWHOro Hanora

HaanayeHue nnatexa

[Mognucu

OTtmeTkn badka

Bea neyaru

IIpakTnyeckoe 3ansaTue Ne 13

Tema 14. TexHoorus ¥ NPUHIUI OPraHU3ANUH JOKYMEHTO0000p0OTA HA NPEeINPHUSITHH.
Heas padorsbl: 3axitouaercs B 0Oy4eHHM uepe3 MPaKTHKY, MOJEIUPYIOIIYI0 PEalbHbIE MPOLECCHI
JOKYMEHTO000pOTa MPEANPHUATHS (OPraHU3aINH ), @ TAKXKE TPUOOPECTH HABBIKK B OPTaHU3aIMH paObOTHI

C IOKyMEHTaMH.
Iopsiaok npoBeaeHUst 3aHATHS:

B nauane 3aHATHS ClleTyeT MOBTOPUTH MOPSIOK OPTaHU3AIMOHHON PAOOTHI C TOKYMEHTOOOOPOTOM.

3aganue 1.

O(bOpMI/ITe MPEATOKECHHBIC JOKYMCHTBI KaK Ha BXOAANIYIO, TaK U Ha UCXOAAITYHO JOKYMCHTAIIUIO.

Bonpocs! 1151 npoBeeHus codece10BAHMSA:

1. Yro moHMMaETCs MO ACJIOM B JEIONPOU3BOICTBE?

2. UYrto moHMMaeTCs Mol HOMEHKIIATypou aen?

3. Urto moHMMaETCs MO IKCIIEPTU30M?
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4. Kak opopmisercs Bplgaya TOKyMEHTOB BO BPEMEHHOE IOJIb30BaHKE?

5. KakoBbl cpokH XpaHEHUs JOKYMEHTOB?
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Oopa3zen opopmiieHHS KYPHAJIA PErUCTPAIMU UCXOASIIIEH JTOKYMEHTANM

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

HBII HOMED MOANMUCAaH bI€ CBEACHUS O|HCIOJHEHU
ITOKYMEHTA (momy4arens) JIOKYMEHTa b

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




Oopa3zen opopmiieHHs KYPHAJIA PErUCTPAIMU BXOASIIEH TOKYMEHTAIIUU

PCSOJ'II-OI_[I/IH HJIM KOMY HaIlpaBJICH JOKYMCHT

Peructpa HononHut OtmeTka
.. |Koppec Kpatkoe Pacniucka B
Jara  |UMOHHBIN Hara |Homep €JIbHbIE 00
HOHJEH coEpKaH [ara MOJy4YECHU
IIOCTYIl |HOMEpP JIOKYM [IOKYM CBEJICHUS O UCIIOJIHEHH
ue Cpok ABTOD IIPOCTaHOB
JIEHUs |IOKYMEH eHTa |eHTa Hcnonaut JIOKYMEHTE U
T (aBTOp) JIOKyMeHTa | 3ananue UCIIOJTHEHH | pE30JTIOIHU |KH
s u pe3oionu
u
1 2 3 4 5 6 7 8 9 10 11 12 15 14




IIpakTyeckoe 3ansaTue Ne 14

Tema 15. TexHo10rust aBTOMATU3UPOBAHHOK 00PaA0OTKH TOKYMEHTAIMH.
Heas pabGoTbl: 3akimo4aeTcss B OOy4YeHMHM dYepe3 NPaKTUKY, MOJCIHMPYIOUIYI0 peajbHble MPOLECCH
JIOKYMEHTO00O0pOoTa MpeAnpusTusl (OpraHu3aluu), a Takke NpuoOpecTH HaBBIKM B OpraHu3alnuu paboThl ¢
JIOKYMEHTaMH, HAYYUTBCS CO3/1aBaTh AJICKTPOHHBIA MOYTOBBIM SIIUK M OTHPABIATH KOPPECIIOHICHIUIO IO
anekTpoHHou moute. [IprmoOpect HaBbIKM B paboTe cO CIpaBOYHO-NPaBOBOM cuctemonn «KoHcynbTaHT»,
HAYYUTCSI OPTaHU30BBIBATH MTOMCK JOKYMEHTOB MO 33/IaHHBIM PEKBU3UTAM.
Ilopsinok npoBeeHUs 3AHATHUS:
3ananmue 1. 3apeructpupyiTech Ha KAKOM — JIMOO MTOYTOBOM CepBepe.

3ananue 2. OOMEHANUTECH MOCTAHUSAMU C OJHOKYPCHUKAMHU.

Bb1 nomxHBI 0OTIpaBUTh HE MeHee 3 mrceM. OIHO M3 HUX JIOJIKHO COAEP)KaTh TOJIBKO TEKCT, KO BTOPOMY
clleflyeT MpUCOeInHUTh (hailn (Hampumep, ¢ pe3ysbTaTOM OJHOIO M3 YIPaXXHEHUH KakoW-IuOo mpenblyiiei
IPaKTUYECKON paboThl), @ TPEThE AOJKHO OBITH OTIIPABJICHO JBYM aJipecaTaM.

Bbl mMoxere co3maBaTh COOOIIEHUS AJIEKTPOHHOM MOYTHI M HE3aMEMIUTEIBHO OTIPABIATH UX WU
CO3/1aBaTh YEPHOBUKU, K KOTOPHIM MOXXHO BEPHYTHCS IO3KE, YTOOBI 3aBEPIIUTH CO3/aHUE M OTIPABKY
coobmiennii. Takke MOXHO CO37aTh COOOINEHHE W yKa3aTh BpeMs B OyaylieMm, KOrja €ro HeoOXOoIuMo
OTIIPABUTb.

[TapameTpsl co3iaHus COOOIIEHUI MOKHO HacTpauBaTh Ha ctpanule Hactpoiiku > ITouTa.

B 3aBucuMoOcCTH OT HAcTpoek MOuTHl NMpU HaxaTtuu KHonku «HoBoe cooOmeHue» nubO0 Ha TaHETH
uHCTpyMeHTOB «lIpunoxenue» oTkpoercs BkiIaaka «Co3iaHue cooOIIeHHs», THO0 OTKPOETCs OT/IEIbHOE OKHO
CO3JIaHUsI COOOILIEHMS.

1. Ha Bknaake «Iloura» Haxxmute KHOMKY HOoBoe cooOrieHue.

B 3aBHCHMOCTH OT HaCTPOEK AIIEKTPOHHOM TOYTHI ITyCTasi CTPAHHIIA CO3IaHUS COOOIIEHUS OTKPOETCS B
HOBOH BKJIJIKE WJTH B OT/ICIIEHOM OKHE.

2. B TexcroBom mone Komy BBeauTe ajpeca 3JEKTPOHHOM MOYTHI JUIA WM JIUI, KOTOPBIM
oTmpasisiercs cooduienue. JInbo BBenute anpec, 1160 HaxxMuTe KoMy, 4ToOBI BBINOIHUTH TOMCK
10 CIIMCKY KOHTAKTOB MJIH TJI00ATBHOMY CIIMCKY aJIpECOB.

IIpumeyanue. BBIHOCKY C aapecoM MOXHO MHepeTamuTh B TeKcToBble nost «Komusa» mim «CkpsiTas
KOMHsI», a TAK)KE CKOMMPOBATh NMpH romoiu coueranus kinasum CTRLAc.

3. Ecnu HacTpoeHO 0o0Jjbllle OJHUX JIMYHBIX JAaHHBIX AJIEKTPOHHOM IMOYTHl (TakkKe Ha3bIBaEMBIX
oOpazamu), nojue Ot otoOpaxaercs Han noiem Komy: . Beibepute nuuHbIE AaHHBIE, KOTOPbIE
CJIeTyeT UCIOJIb30BATh Ui JAHHOT'O COOOIIEHHUS AIEKTPOHHON MOYTHI.

4. (HeoOs3atenbHo) B pasznmene [lapamerpbl Haxxmute kHONKy [loamucu u BBIOEpUTE MONAIUCH,
KOTOPYIO CIIe1yeT J00aBUTh K COOOIICHHUIO.

5. (HeoGs3atenpHo.) UTOOBI OTNpaBUTh KOMHIO COOOIICHHS ApyruMm anapecatam («Komusy) wim
CKphITyI0 Komuio («CKphITas Komusi») 6€3 BeaoMa ajapecaToB, BBEAWTE aapeca DJICKTPOHHOM
nouthl B oyisix «Komusi» u «CKpbITast KOMUS».

[Tpumeuanue. MOXXHO OTHPaBUTH COOOIEHHE, HE coaepxariee aapeca B moye «Komy», ecnu ykazaH
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azipec B KakoM-1160 u3 nosneit «Komus» ninu « CKpbITast KOMUs.
1. B none Tema ykaxuTe MoJIydaTelno, O 4eM JIaHHOE COOOIICHHE.
2. YrtoObl OTIIPaBUTH COOOLIEHUE 3JEKTPOHHOM MOUYTHI, HAKMHUTE KHONKY OTIIPaBUTb.
Konus ornpaBieHHOro coobenus OyaeT coxpaneHa B nanke «OTHpaBIeHHBIEY.

Ecnu coobiienue cieayeTt OTnpaBUTh MO3Ke, HE HAKUMaWTe KHOMKY «OTIPaBUTHY, a MIEIKHUTE CTPEIIKY
psoM ¢ Helt 1 BbiOepuTe TyHKT OTIPaBUTh MO3XkKe. B 1nanoroBoM okHe YKaXUTe BpeMs OTIPABKU COOOIICHUS
BBEMTE ATy U BpeMsi, KOTJa ClleiyeT OTIPaBUTh coobieHne. CooOuieHne coxpaHsercs B nanke «4epHoBUKN»
Y aBTOMAaTUYECKH OTIIPABIISAETCS B yKa3aHHYIO J1aTy U BpeMsl.

3aganue 2.

Pabora co cripaBo4HO-TIpaBOBOi cucTeMoii «KOHCYIbTaHT»; MOMCK TOKYMEHTOB.
1. 3arpysure CIIC «Koncynbrant [Imroc»
2. B okne mporpamMmsbl BeioepuTe 3akianky «Kaprouka momcka» (puc. 1).

A Okno nowcka

Rl Kaprouxa noncia l &l Mpaeoeoil HaeuraTop l &l Kogercs 1 &l CrpagouHan uH

3aKOHOAaTEJ1bCTEO M

Bua gokymenTa
MPUHABLUMIA OpraH
Hata

Homep

HaspaHne foKkymMeHTa
TekcT AokymeHTa
Mownck no cratycy
Korga nonyuyeH

[ata B MuHiocTe
Homep B MuHioCTE

[¥ [nnorHMTENEHO MCKATS B APYIAX PA3AEEX

Pucynok 1 — Kaprouka noucka

3. Ilepen Hamu okHO KapTouka peKBU3UTOB JJOKYMEHTA, B KOTOPYIO BHOCSITCSI PEKBU3UTHI IOKYMEHTA ISt
OpraHu3aliM e€ro MOUCKa.

4. Ouuctute KapTrouky pekBU3UTOB, eciu 310 Heooxoaumo (IIpaBka - Y nanuts Bce).

5. YcranoBute kypcop Ha nosie Jlata u BBeaure aary 01.04.2003 u Haxxmure kHonky BriGpats (puc. 2).

e [

Crwcox: 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 N4 2002 L
< >

Yerosus

Butpanu: D

=MycTo>

< >

Butpare JampnTe ‘ omous |

Pucynoxk 2 — Benenue gathbl

5. B nosie HazBanue nokymenTta umeercs CiioBapb. OH COIEPAKUT BCE CIIOBA, BCTPEYAIOIINECS B HA3BAHUSIX
BCEX JIOCTYIHBIX JOKYMEHTOB. UTOOBI cMCTEMa Halla BCE TOKYMEHTHI, B HAa3BaHMIX KOTOPBIX BCTPEUAIOTCS
OTMEYCHHBIC BaMU CJIOBA C JIIOOBIMH OKOHYAHHUSAMH (B Pa3HbIX TpaMMaTHYECKHX (OpMax), BMECTO OKOHUYAHUS
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YKa3bIBaETCS 3BE3/]0UKa *.

6. B mone HasBanme moxymentra HaOepute: Oe3Hammuu® (puc. 3). OTMEThTE CIOBO O€3HATMYH* C

IIOMOIINBIO KJIaBHUIIIN Insert. OHO MOSBUTCA B CIIMCKE OTMEUEHHBIX CJIOB.

Ocroenoit nonck ] Pacumpensii nonck Mok co crosapem ]

Cnncok: 7137 : 15686

BE3ABAPWINHY
EE3AKLEMNTH*
BEIANKOroneH*
BE3BMNETH"
BE3BECTH"
BE3BM3”
EE3BO3BPATH*
BE3BO3MEZOH*
BEIMPAXIAHCTE
BE3NENCTBE
BE3JEVICTBYHOLW*
EE3[EHEXH*
BE3OETH*
BE3NOKYMEHTAPH"
BE3NVLEEH3NOH
BE3HAJEXH
EE3HAOZCPHOCT*

SESOMNACH"

£ |

BufpaHs: 1

BE3HANNYH

£ |

-

TMomow s

Pucynok 3 — Pabora co cioBapem

7. Haligute 1 oTMEThTE TaKUM k€ 00pa3oM JiBa JIpYrux cioBa: pusmdeck™ u pacy™. YKaxuTe ycloBuUe, C
Y4ETOM KOTOPOTO 3TH CJIOBA JOJDKHBI BCTpEYaThes B Ha3BaHuU: ycioBue M. Haxwmure kHonky BeiOparts, 4T00bI

BepHYyThcs B KapTouky noucka (puc. 4).

B HazeaHWe AOKyMeHTa

Crmcorc 13355 : 15686

Ocrioeroit noch] PacwwpenHuii nonck  [onck oo croeapesm ]

)

PACTUTENBH*
PACTOPIHYT*
PACTOPXEH*
PACTPAT*
PACDACOBK®
PACXOO*
PACXOOH*
PACXOOOBAH*
PACXOOOBAT*
PACXOOALW*
PACXOXOEH*
PACLIBETK®
PACLIEHEH*
PACLIEHMB™
PACLIEHVBAT*
PACLIERHVIT*
PACLIEHOK*

IE3

PACYETH"
3T

[

Bufpars: 3

Yeroeme : |1 -

BEBHATAIH
DUBMHECK™
PACY*

hd |

Oomow e

Pucynok 4 — ®opmupoBaHe Ha3BaHUS TOKYMEHTA

5. Haiinen 1 noxyment! Pe3ynbTar noucka noxyden! (puc. 5).
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] Koncynbrantiimoc - [Okno nowcka]

bl oaiin Mpaska Bun Cepsc Okva Mowows O KoMmamin HEES
H Mo ~ K K| B A veemamewondr 44 | N | F
El Kaproua nowcsa | Bl Mossoson remrarop. | Bl Koaeow | Bl Cromcowianmoopuawn | Bl Oseops | 16 Mamen | 1) Secmans | &9 oropun |

3aKkoHOAATENBCTED |~

Tematnka L
Bun pokymeHTa

MpuUHABLIMI OpraH

[Hata 01.04.2003

Homep

BE3HANAH", ®W3MYECK’; PACY

TeKCT AoKyMEeHTa

Mowuck no cratycy

Koraa nonyueH

Nara B MuHioCTE

Homep B MuriocTe

Manku NOKVMEHTOR |

W Donormitensho nerkate & ApyTvx pasaenax [V B noncre He yaCTEOT CTapEE PeAaKIM AOKYMEHTOE

Haftzeno & pasaene JakoMopeTenscren (ronckosse nona:. [ata, Hassanme AokymenTa)
Mpagosse akts PP (1)
B Ay pasaerax AoKyHeRTH: He Haitgens noucoese nomn: [lata, Hassarme okymenta)

¥ Mocpours cucok aokymerTos (F9) X Qe kapTou iy

Mowows -F1 Hafigeno scero: 1 aokynent

—
4 nmyck ey K O} ey BK... | D4 amarerommic. ] Koncynuran B Adobe Reader 7 5 Maosof®.. +  RU &) 4 1155

Pucynok 5 — Pesynbrar noucka
6. IlocTpoiiTe CIMCOK OKYMEHTOB, Ha)kaB KjaBullly [lOCTpOUTh CHHMCOK JOKYMEHTOB. B3risHure Ha
IIOJIHOE Ha3BaHUE HailieHHOro JokyMmeHTa (puc. 6). XOoTs 3TO Ha3BaHUE HE ObLIO M3BECTHO TOYHO, Bbl HAILIUIU

JOKYMCHT U Y6CI[I/IJII/ICI:, YTO IIOUCK ABJIACTCA JICTKUM U ITIOHSATHBIM.

5l Koncynwrantilmoc - [PezysinTar noucka: 01.04.2003, BESHAIMYH? 1 ®M3HHECK® 1 PACY"] EHEIEJ
®ain Mpaska Bua [Hdoxyment Cepevc Owna Momows O Komnarim N
B veno - | 1 5 B K FHonavy - B A Yoenmws wpngt +a | N3 | E
Enifiop HHOTO BaKa X Mo Aate HameHeHns |~ @4 Hai & oo |
7 FocasTen e "HOJIOKEEME O NOPHIKE OCYMECTBJIEHNKA BESHAJIMUHHX DPACUETOB
[pasoswe axrer Po] (1)

SUSMUECKMMM JIMIAMY B POCCHECKOM SENEPAIMM"
(yre. 1B P& 01.04.2003 N 222-1I)
(3aperucTpupoBans B MumocTe PE 29.04.2003 N 4468)

42 K6

Morous -F1 [LlokyvenT: 1/1 TMomeuero: 0

i nycK & VT s KO D Mparricyn BK. O ans neroaim. [l Koncynsranr & Adobe Reader '8 3 Miosoft@... - Ru ®) Ui 1157

Pucynok 6 — Ciucox JOKyMEHTOB

3ananus:
1. Haiiaute 3akon "O6 o6pazoBanuu B Poccuiickoit deneparuu’.

2. Haiinute QenepanabHble KOHCTHUTYLIMOHHBIE 3aKOHBI, B KOTOPBIX pPacCMaTpPHUBAIOTCS BOMPOCHI
cynoycrporcrsa PO.

3. Haiinure TOKyMEHTBI, Kacarolrecss BOCCTAHOBIICHUS CTYJCHTA B BY3e.

4. Haiinure ct. 173 Tpynosoro kojekca P®, B koTopoii cofepkKaTcsi HOpMbI O TapaHTUAX U KOMIIEHCALUAX
paboTHMKaM, COBMEIIAIONIUM PadoTy C OOyUYEeHHEM B BY3e.
5. B Hamorosowm konekce P® HaiiauTe pa3mMepsl HAJTOTOBOTO BbIUETA HA JETEH.

6. Ilaccaxup BepHYI B JKEIE3HOAOPOKHYIO KACCY HEHUCIIOIB30BAHHBIN OMIIET 32 5 4acoB 10 OTIPABIICHUS
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noe3aa JajJdbHETO CICA0OBAHMA. BBI}ICHI/ITC, KaKyI0 4aCTb CTOUMMOCTU OH MOXKCT IIOJTYYUTh.

7. BplsicHHTE, KaK 0TO3BaTh PAOOTHUKA M3 KOMAaHAUPOBKH.

IMpakTnyeckoe 3ansiTue Ne 15
Tema 16. HomenkaaTtypa aei. Buabl, Ha3HaueHue, NOPAIOK COCTABIECHMS.
Heab padoThl: HAYYUTHCS COCTABISITH HOMEHKIIATYPY JIETI.
IosicHenue k padore:

HomeHnknatypa jgea mnpejactaBisieT co0Oil COCTaBIEHHBIM MO YCTaHOBIEHHOW ¢opMme mepeyeHb

3aBOJMMBIX JIeJl B OPraHM3alliH C ONpPEAEICHUEM CPOKOB MX XPaHEHHSA. JTO OYEHb MOJIE3HBIH TOKYMEHT B
JIETIONPOU3BOACTBE, HOO MO3BOMIAET PAllMOHAIILHO OPraHW30BaTh PaboTy € TOKYMEHTaMHU:

— TpYNIHPOBATH JOKYMEHTHI B JieJa IO ONPEICTICHHON CHCTeME — 00ECIIeYnBACT B CIy4ae HEOOXOJMMOCTH
OIEPAaTHBHOCTH MX ITOUCKA U COXPAHHOCTD,

—  HCHOJB3YIOT B IIPOLIECCE PETHCTPALIMH IOKYMEHTOB — IPUCBAUBAIOT PETHCTPAIIMOHHBIA HOMEP COTJIACHO
pa3paboTaHHO KIacCH(pUKALUK U HHAEKCAM JIeT,

— HCTOJIB3YIOT KaK OCHOBHOM JOKYMEHT B IIpoliecce oTOopa Jen AJs coadd UX B apXuB, 0TOOpa eid ¢
UCTEKIITUMH CPOKAMU JIJIs JAJTbHEHIIIEr0 MX YHHUTOXKCHHS,

— TPUMEHSAIOT KaK y4YeTHBIH JTOKYMEHT JeJl BPEMEHHBIX CPOKOB XpaHEHHs (MOXKHO IONOJHUTEIBHO
HUKAKUe OIMCH HE COCTaBJISATH),

— B apXHMBHOM JIeJI€ CIYXXHUT OCHOBOH UIsl COCTAaBIICHHS ONHCEH JIeNl IOCTOSHHOTO M JTOJITOBPEMEHHOTO
XpaHEHHs, B TOM YHUCIIE TI0 JITYHOMY COCTaBY, aKTOB HA YHHUYTOKECHHE JTOKYMEHTOB.

Kak BuiuM HOMEHKJIaTypa JIeJ1 — 3TO MHOTO(YHKIIMOHAIbHBIN TOKYMEHT U C TPAKTUYECKON TOUKU 3pEHHS
HYXEH KaXJ0H opraHu3alMy A YHOPSIOUYEHHUS TEKYILero Aeiaonpou3BojacTBa. [l rocyaapcTBEHHBIX
OpPraHOB ¥ MYHHIMIIATBHBIX YUPEXKACHUH, KOTOpBIE MEpeIaroT ITOKYMEHTHl B TOCYIAapCTBEHHBIC WIIH
MYHUIUITATBHBIE APXUBBI, & TAKXKE JUIS aKITMOHEPHBIX OOIIECTB, HOTAPUYCOB U JIP. COCTABIICHHNE HOMEHKIATYPHI
JIeTT SIBJISIETCSl HOPMAaTHUBHBIM TpeOOBaHHUEM.

Haxe ecnu Bbl paboTaere B HeOONbLIONW (upMe, BCe PaBHO HEOOXOAMMO pa3paboTaTh ais ceds
HOMEHKJIATYPY /€], 9TOOBI pallMOHAIBHO BECTH JICJIOMPOU3BOJICTBO M TEM CAMBIM OOJIETYUTH cede paboTy 1Mo
BOIPOCaM OCHOBHOM JeATenbHOCTH. M pocT o0bemMa JOKYMEHTAIbHON Macchl HE CTaHET B OJIMH MpPEKpacHBIN
JIeHb TPOOIEMON.

Homenknarypa ieia MOXeT ObITb:

— paspaboTaHa CaMOCTOSITEIbHO OpraHU3allMil, MOJOXKUTEIbHOE — MaKCUMallbHas BO3MOXXHOCTb
OpraHu30BaTh BCE «IMOJ ce0s», T.K. HUKTO Jydllle Bac HE 3HAET CHEeUUPUKY JeATEITbHOCTH U
COOTBETCTBEHHO 00PA3yIONINXCS JOKYMEHTOB, IIPHHATON OpraHU3alnuy padoThl ¢ HUMH, OTPHLATEIbHOE
— OoupIIasi TPYJOEMKOCTh, ITPH OTCYTCTBHU JOCTATOYHOTO ONBITA B HOMEHKJIATYPY A€ MOTYT OBITH

3aJ105KE€HBI OLINOKH,
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— TIOpYYEHO €€ COCTaBJICHHE CIICIUAIN3UPOBAHHONW KOMITAHWU C 3aKIIOYEHHEM COOTBETCTBYIOIIETO
JIOTOBOPA 10 OKa3aHHIO YCIYT, TIOJIOKHUTEIBHOE — HE TPATUTE CBOE BPEMsI U ITOJTyYSHHBIH JJOKYMEHT, KaKk
NPaBUJIO, COCTABJIEH TPAaMOTHO, OTPUIIATETIbHOE — HE BCETa 3aJ0XKEeHa caMasi palliOHalIbHasl CHCTEMa
paboThI C TOKYMEHTaMH.

[TocrapaiiTech HOMEHKJIATYPY A€ COCTABISATH CBOMMH CHIIAMH, Ja)KE€ €CJIM B UTOTE MOTYT OBITh KaKUE-TO
Henoctatku. [IpaBuia pa3paObOTKU MOHSTH HE TPYIHO, OCHOBHAS CJIOXHOCTh MPUXOJAMUTCS Ha aHATUTUYCCKYIO
paboTy MO COCTaBJIEHUIO, CUCTEMATHU3allMU Ha3BAaHHWM 3arojIOBKOB JIENl U OMPEEICHUI0 CPOKOB XPAHEHUS 110
MNEPCUHIO JOKYMCHTOB.

IMopsiiok cocTaBjIeHUsI U YTBEPKIeHUSI HOMEHKJIATYPHI e

PabGora Bemercs Ha OCHOBAaHUM HOPMATHBHO-METOAMYECKUX JIOKYMEHTOB. (OTBETCTBEHHOCTH 32
COCTaBJICHME HOMEHKJIATYphl JIeJl BO3JIaraeTcsi Ha CIyXOy IeIONMpOM3BOJACTBA (CEKpeTapuaT, KaHLEISApHs,
o01IniA OTACI U T.1.).

[Ipexne Bcero, HEOOXOAMMO OIPENCIUTh COCTaB OOPAa3YIOIIUXCS JOKYMEHTOB. M3y4aroT ycraB WM
MOJIOXKEHHE 00 OPTaHU3aI|H, €€ CTPYKTYPY, MTOJIOKEHUS O CTPYKTYPHBIX MOJIPa3/ICICHUSX, IPYTHE HMCIOLITHECS
JOKYMCHTBI, OINPCACIAIOIMUC ACATCIbHOCTh OpTraHHu3alnunu (HOJ’IO)KGHI/I?I, PEriIaMCHThI, IIpaBUJia H T.Z[.),
IJIAHOBBIC U OTYCTHBIC JOKYMCHTBI OpraHu3anunu, IMOJIC3HO MMPOCMOTPETh HOMCHKIIATYPY A€ 3a HpeI[I)IIlyIIII/Iﬁ
TOJI.

CuuTaercs, 4TO CBOJIHAs HOMEHKIIATypa JeNl OpraHU3allii COCTABIIAETCS Ha OCHOBAaHUM COTJIACOBAHHBIX
C BEIOMCTBEHHBIM apXMBOM HOMEHKJIATYp /1€ CTPYKTYPHBIX MojapazaeneHnil. COTpyIHUKH OTIENIOB IPOCTO HE
CroCOOHBI pa3paboTaTh TpeOyeMbIil JOKYMEHT (OTCYTCTBHE KBaM(UKauu, BpemeHu). [loaTomy ocHOBHas
paboTa JI0)KHUTCS Ha OTBETCTBEHHOTO CIICLIMAJIKCTA 32 COCTaBJICHHE CBOJHOTO JOKyMeHTa. byner mydine ans
BCEX, €CIIU CTPYKTYPHBIE MOAPA3ICICHUS IPOCTO MPEACTABIT B CIYKOY JEIONPOU3BOCTBA CIUCOK HA3BaHUU
BCEX 3aBOJIMMBIX JIEI.

[Ipu sTOM BCE NOKYMEHTHUPYEMBIE YYaCTKH JOJDKHBI OBITh OTpaskeHbl. YacTo COTPYAHMKH OTAENIOB
TOBOPST «J1a y MEHS TYT B CTOJIE», «4TOOBI MO/ pyKoit». BMecTe ¢ Tem npasuiia TpeOyroT, 9TOOBI BCE 3ar0JI0BKH
3aBOJIUMBIX €Nl OBUTH BKJIFOUEHBI B HOMEHKIIATYpy Aei. M 3aTeM ucCoIHeHHbIE JOKYMEHTHI (HOPMUPOBAIUCH B
JieJia B COOTBETCTBUU C 3aJI0)KEHHON CHCTEMOiA.

Kak yxe oTMeuanoch BBIIIE caMasi CIIOKHas paboTa B pa3pabOTKe HOMEHKJIATYPHI el — MpPaBUIBHO
chopMyTHUpOBaTh 3ar0JOBKH JIEJI, CHCTEMATU3UPOBATh UX M MPOCTABUTH CPOKHU XPAHEHHsI JIE] CO CCBUIKON Ha
COOTBETCTBYIOIIYIO CTaThIO TIO MEPEUHIO0 JOKYMEHTOB. DTO MBI PACCMOTPHM IO3/IHEE Ha KOHKPETHOM MIpUMEpe
HOMEHKJIATYPHI JIe]T OPTaHU3AIMU B CIICIYIOINIEH CTaThe.

OdopmiteHne CBOTHON HOMEHKIIATYPHI JIeJT POU3BOJAMUTCS Ha 00IIeM OJTaHKE OpTaHU3allnH, TJIe OCHOBHAS
YacTh MPEJICTAaBIICHA B TAOJUYHOU (POpMeE C periaMeHTUPYEMbIMU Ha3BaHUSAMHU Tpad.

U 3areM B COOTBETCTBUU C HOPMATHBHBIMH TPEOOBAaHUSIMH HEOOXOIUMO YTBEPJUTH JAHHBIA TOKYMEHT.
OcHOBHBIE 3TaIlbl YTBEPKIEHUS HOMEHKJIATYpPhI 1€

e BU3HPYETCS OTBETCTBEHHBIM 32 apXUB OpraHHU3aIlH,
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e TIOJIMTUCBIBACTCS PYKOBOAHUTEIIEM CITY>KOBI JICIONPON3BOICTBA,

e COTJIACOBBIBAETCS C SKCHEPTHOW KOMHUCCHUEH OpraHu3allud C COCTaBJICHUEM MPOTOKOJIA
3aceZlaHusl KCIePTHOM KOMUCCHUH,

e HAMPaBJISICTCS HAa PACCMOTPEHHUE SKCIEPTHO-TIPOBEPOYHOM KOMHUCCHEH COOTBETCTBYIOILETO
apXMBHOTO YUYPEXKJICHUS — HE peke 1 pasa B 5 JieT (JaHHBIM 3Tarn MPOMYCTUTh, €CJIU OpraHU3alus He
nepeaeT JOKYMEHThl Ha TOCYJAapCTBEHHOE XpaHEHUE, HE SIBJSETCS MCTOYHMKOM KOMIUIEKTOBAHUS
rocapxuBa),

e YTBEPKJIAE€TCSl PYKOBOJUTENIEM OpraHu3anuu (rpud yTBEp)KIEHHUS Ha CaMOM JOKYMEHTE MU
nprKa3 00 yTBEPIKICHUHA HOMEHKJIATYPBI JC).

OOpartuTe BHUMaHUE, 9TOOBI N30€KATh TUIMYHOW OIMIMOKHA — HEJb3s MEHATH MECTaMH JBa MOCIEIHHIX
stana. CuuTaercsi, 4TO TOCApXUB UMEET MPaBO MOTPeOOBATH BHECTU M3MEHEHUs B HOMEHKIATypy nen. Eciu
JOKYMEHT yTBEPKJIeH, TO €0 MO3/IHO C KEM-TTHOO COTJIaCOBBIBATD.

[To mpaBuiaM [IOJKHO OBITH YETBHIPE/TPU IK3EMIUISIPA HOMEHKIIATYphl el OpraHu3alHu, KOTOpPHIE
XPAHATCS:

e B CIIy’k0€ JeTONMpPON3BOACTBA — JIOKYMEHT IIOCTOSTHHOTO XPaHCHWS,

e B TOCYJJaPCTBEHHOM apXHBE (IPK3EMIUISP OTCYTCTBYET, €CJIM HET COTJIACOBAHMS C IKCIEPTHO-
MIPOBEPOYHON KOMUCCUEH COOTBETCTBYIOUIETO ApXUBHOTO YUPEXKICHUS),

e B apXHBE OpraHU3AIINH,

e pabounit sx3eMIuIsAp (yao0HEee MOIb30BaThCs B AJIEKTPOHHOM BHUJIE U Pa3MECTUTh B CBOOOTHOM
JOCTYTIE JJIsl BCEX COTPYIHUKOB OpTaHHU3aIIH ).

ITopsinok Tekymiei padoThbl ¢ HOMEHKJIATYPOM Aen

[Tocne yTBepkIeHUS] CTPYKTYpPHBIE MOAPA3ACIICHUS TMOTYYArOT BBIMMCKA M3 HOMEHKJIATYPHI I WIH
uH)OPMUPYIOTCS, TJe B OOIIEM JOCTYNE B DJIEKTPOHHON (OpME HAXOAUTCS TOKYMEHT I MPAKTUYECKOTrO
UCIIONIb30BaHUs B padorTe.

Ha npeacrosiumii rog cBogHAst HOMEHKIJIATypa JIe] OpraHu3alliy pa3padbaThiBacTCs B YeTBEPTOM KBapTalie
KaXJI0TO TO/a.

Ecnu mpoucxoasT 3HauuTeNbHBIE M3MEHEHHS (DYHKIIMA M CTPYKTYPBI OPTaHU3AIIUH, COCTABIISIETCS HOBAs
HOMEHKJIaTypa el (XapaKTepHO /s TOCYAapCTBEHHBIX OpPraHoOB). DTO 3HAYUT, UTO TpeOyeTcs CHOBa B
YCTaHOBJICHHOM TOPSIJIKE €€ YTBEPJUTh, BKIIOYAs COIVIACOBAHME C SKCHEPTHO-NPOBEPOYHON KOMUCCUEH
APXUBHOTO YUPEIKICHUS.

B cnydae orcyTcTBUs ri00anbHBIX M3MEHEHM HOMEHKJIATypa JeNl B KOHIIE KaKJIOTO rojla YTOUHSIETCS
(ecm HEOOXOAUMO JT0OABISIOTCS BHOBH 3aBEJCHHBIC JeNla WM YOAISIOTCS YK€ HEHYKHBIE, PeIaKTUPYIOTCS
HA3BaHUS 3ar0JIOBKOB JIeJT U T.]I.) U BBOAUTCS B JEHCTBHE ¢ | THBaps MPEICTOSIIEro Toja.

[Tocne 3aBepieHUs 1EIONPOU3BOJICTBEHHOrO TOa MO YCTAaHOBIEHHOHN (hopMe cocTaBisieTCsl UTOTOBast

3aIllUCh O KAaTCTOPUAX U KOJTMYCCTBC 3aBCACHHEBIX JICJI B OpraHU3aluu.
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Oopazey cocmasieHus HOMEHKIAmypol 0ejl 00PA308aAMENbHO20 YUPEHCOCHUA

YT1Bepxkaaiw:
3aBenywomas _Konockosa A.A.

Hpuxa3 Ne 23 ot 30.12. 2015 .
Homenkiarypa ne

00pasoBaTebHOE YUPEKACHHUE TOMOJIHUTEIILHOTO 00pa3oBaHus aetTeit «/[emckuil cao No 222)

Ha 2016 rox

Ne /i ([HauMeHoOBaHue aea

Cpok xpaHeHusi

01-02 [Pewenus, pacnopsscenus Yupeoumens o oesmenvrocmu JJOY

1 2 3
01 Opzanuzayuonno-npasosoe ovecneuenue /[0Y 01

[locmosinto 00
01-01 |Hopmamuerno-npasosvie dokymenmol o dessmenvhocmu JJOY

3aMeHbl HOBbLMU

[ locmosinHo 00

3AMEHblL HOBbIMU

01-07 VIuyensus na npaso eederust 06pazo8amenbHOU 0esimelbHOCMU

01-03 [/Ipuxaser opeanos ynpasnenus obpazosanus o oeasmenvnocmu JJOY lo p '?VVZHHOMHM
HA00bHOCMU

01-04 |lIpuxaswer 3aseoyroweii JJOY no ocnosnoll dessmenvrHocmu 5 1em

01-05 |Vemas yupeosicoenus [locmosinto

01-06 [Csuodemenvcmeo o pecucmpayuu 6 Hanroco6om opeare [locmosinto
[locmosinno 00

3aMmenbl HOBO1

HUTOI'O: nen BpeMeHHOro Xxpanenusi: 1

Oébpazey Homenknamypol 0esl Op2anu3ayuu

3aKkpeITOE aKIMOHEPHOE OOIIEeCTBO
«bonpiast Karisi»

(BAO «bonbmias xarmms»)

HOMEHKIJIATYPA JIEJI

Jles1 HOCTOSTHHOTO XpaHeHus: 6

YTBEPXIAIO

I'enepanbHbBII AUPEKTOP
N.0. ®amunus

24.12.2014
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24.12.2014 Ne 1

r. Camapa
Ha 2015 rox
Wunexc | 3aronoBok nena | Kox-Bo Cpoxk [Ipumeuanue
nena (Toma, yacTeii) nen XpaHEHUs
(TOMOB, nena  (Toma,
qacTeil) YacTH)
U HOMeEpa
craTei
10 MIEPEYHIO0
1 2 3 4 3)
01. Kanuensipus
01-01 YupenurenbHble JTOKYMEHTHI U [TocTostHHO [Tepeuenn
ycTaB 0011ecTBa cT. 50 a, TUTIOBBIX
51-53 YIIPaBIEHYECKUX
apXUBHBIX
JIOKYMEHTOB. ..
(M., 2010)
01-02 [Tonoxxenus 00 oprasax [TocTosiHHO [lepexonsiee ¢
yrnpasieHus (oOmeMm cobpaHuu cT.57 a 2013 r.
aKIMOHEPOB, COBETE JAMPEKTOPOB,
TIpaBJICHUN)
01-03 IIItarusie pacnucaHus u ITocTosuHO [Tepexonsmee ¢
M3MEHEHUS K HUM ct.71a 2014 r.
01-04 [Tono>xkeHnss 0  CTPYKTYPHBIX ITocTosiHHO Ilepexonsamee ¢
N0JIpa3/IeJIEHUsIX cT. 55 a 2013 .
01-05 ITpukazbr TEHEpPAJIIbHOTO ITocTosiHHO
JTUpEKTOpa o OCHOBHOM cT. 19 a
JIeSITeIbHOCTH
01-06 [Tpuxazbl reHepalbHOI0 5 ner
JUpEKTopa 1Mo aJMUHUCTPATUBHO- cT. 19B
XO3SIICTBEHHBIM BOITPOCaM
01-07 [Tpotokosnbl  o0mux  coOpaHuit Hocrosnuo® | 'Bronnerenn
aKIIMOHEPOB U JIOKYMEHTHI K HUM cT. 18 m TOJIOCOBAHUSA —
110
MpeKpaIIeHus
JeSITeTbHOCTH
AQ; nocie
IpeKpalieHus: —
OI1K
01-08 WucTpykuus o ITocTosiHHO Ilepexonsmee ¢
JIETTONPOU3BOJICTBY cT. 27 a 2010 .
01-09 Homenxknarypa ngen ITocTosiHHO
cT. 200 a
1 2 3 4 3)
01-10 ITepenncka 1o BOIIpOCaM 5 ner OIIK
OCHOBHOH IESITEILHOCTH cT. 35, 256

01-11 PesepBHbIil HOMED
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01-12 baza  pmaHHBIX ~ perucrtparuu 5 ner B snexrponHOIM
BXOJISIINX JOKYMEHTOB cT. 258 1 dbopme
01-13 baza  pmaHHBIX ~ perucrtparuu 5 ner B snexrponHOM
UCXOJSIIINUX JIOKYMCHTOB cT. 258 1 dbopme
02. Otaen kKagpoB
02-01 JlomKHOCTHBIE MHCTPYKLUU 75 ner
COTPYJIHHKOB ct. 77 a
02-02 [lIrarubie pacnucaHus u 3 roma [Momuuauku B
n3MeHeHusa K HuM. Kommu cr.710 nexe 01-03
02-03 [Tpukazb TeHEPAITBHOTO o [MonnmuHHUKKN B
JMpEKTOpa o OCHOBHOM MUHOBaHUS KaHIEISAPHUH B
nesitenbHOCTH. Ko HagobHoctn | nmene 01-05
cT. 19a
02-04 [Ipukass TE€HEPATLHOTO 75 net OIIK
JTMPEKTOpa IO JMYHOMY COCTaBY (0O cT. 190
npremMe, MePEeMEIICHHH,
YBOJIBHCHUU | JIP.)
02-05 [Tpuxazbl reHEepPaIbHOIO 5 ner
JIUpEKTOpa O  TPEJAOCTABICHUU cT. 190
€KETOJTHBIX OTIAYHBACMBIX
OTITYCKOB

HavaneHuk kannemsipun

OTBeTCTBEHHBI 3a apXUB

A.O. bopoBuuka

19.12.2014

COI''TACOBAHO
[Iporoxon DK
or 22.12.2014 Ne 3

Htoropas 3anuce o KaTCropuiax U KOJIMYCCTBEC ACJI, 3aBCICHHBIX B 2015 rony

B 3AO «bosplas Karisa

K.E. Typuunckas

B ToMm uncie:
[To cpokam xpaneHus Bcero Hepex oK c OTMETKOM
"OITK"
1 2 3 4
IloctrosiHHOTO 30 8 —
Bpemennoro (cBeie 10 ser) 36 7 4
Bpemennoro (mo 10 net | 92 12 27
BKJIIOUUTENIHHO)
HNTOI'O: 158 27 31
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HavansHuk KaHuenspuu K.E. TypuuHckas
24.01.2016

Hrorosnie CBCACHUA NIEPEIAHbI B apXHUB

Cekperapb .b. 3aboxuHCKas
26.01.2016

IpakTnyeckoe 3ansiTue Ne 16

Tema 17. IloaroroBka AOKYMEHTOB K Ilepejadye Ha apXxuBHoe XpaHeHue. Cpoku XpaHeHHUsi
AOKYMEHTOB NpeanpHsATHS.

Ienp padoTbl: HayduThCS MOArOTaBIMBATh JOKYMEHTBI K II€pelade Ha apXUBHOE XpaHECHHE.
O3HAaKOMUTH CTYZEHTOB CO CPOKaAMH XPAHEHUs JOKYMEHTOB Ha MPEANPUSATHH.

IMosicHenue K padore:

B coorBercTBuM ¢ u. 1 cr. 17 ®enepanbHoro 3akoHa ot 22.10.2004 N 125-®3 "O06 apXuBHOM J€je B
Poccuiickoit @enepauun" opranuzanuu 00s3aHbl 00ecIeunBaTh COXPAHHOCTh apXUBHBIX JJOKYMEHTOB, B TOM
YHcie JTOKyMEHTOB I10 JINYHOMY COCTaBYy, B TEUCHHE CPOKOB X XPaHEHHs, YCTaHOBJICHHBIX (penepanibHbBIMU
3aKOHaMM, MHBIMM HOPMAaTHBHBIMHU IpaBOBbIMU akTamMu Poccuiickoil ®enepanuu (cM. Tadiuiyy), a Takxe
CJIEYIOIIMMHU EPEYHSAMU TUIIOBBIX aPXUBHBIX JOKYMEHTOB:

- IlepeyHeM THIOBBIX YIPaBIEHYECKUX AapXMUBHBIX JOKYMEHTOB, OOpa3yloLIMXCs B Ipolecce
JESATEIbBHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABJICHUS U OpraHu3alui, ¢ yKa3aHUEM
cpokoB ux xpaHenus", yTtB. [Ipuxazom Munkyiastypel PO or 25.08.2010 N 558 (cm. yka3zarenb BHJIOB
JIOKYMEHTOB K HEMY);

- IlepeuHeM THIOBBIX apXUBHBIX JOKYMEHTOB, OO0pa3yloIUXcsd B HAayYHO-TEXHUYECKOM U
MPOU3BOACTBEHHOM JIESITEIBHOCTA OpTraHU3allMi, C YKa3aHWEM CpPOKOB XpaHeHus, yTB. IIpukazom
MunkyasTypsl PO ot 31.07.2007 N 1182 (cM. yka3zarenb K HEMY);

- IlepeunemM THUIOBBIX JOKYMEHTOB, OOpa3yIOLIUXCS B AESITEIbHOCTH TOCKOMMTETOB, MUHHUCTEPCTB,
BEJOMCTB M JPYIMX YUYpPEXACHHUH, OpPraHu3alui, NPEANpUsATHI, C YyKa3aHHMEM CpPOKOB XpaHEHHd, YTB.
I'maBapxusom CCCP ot 15.08.1988.

Jlisl akIMOHEPHBIX OOIIECTB CPOKM XPAHEHUs UX JOKYMEHTOB orpeenensl [lonoxennem o nopsake u
CpOKax XpaHEeHHs JOKYMEHTOB aKIIMOHEPHBIX 0011ecTB, yTB. [TocTranoBnennem OKIIb P® ot 16.07.2003 N 03-
33/mc.

Cpoku xpaHeHHs 0011epACIIPOCTPAHEHHBIX JOKYMEHTOB:

KanpoBble JOKyMEHTBI: IUTAaTHBIE PACIHUCAaHUS — IIOCTOSHHO; MOATBEP)KIAIOIIME IPOUCLIECTBHE
HECYacTHOro ciayyasi — 45 JieT; HoaATBepKaatolle BO3HUKHOBEHNE PO ecCHOHaIbHOTo 3a001eBaHus — 75 JeT;
JUYHOE JeJ0 pabOTHHKA — 75 JeT; Bce AOKYMEHTHI, Kacarolluecs NesTeNbHOCTH COTPYJHHKA MPH OCOOBIX
YCIOBUAX Tpyaa — 75 JeT.

duHAHCOBBIE JOKYMEHTBI: UMeromue nHopMaluo 00 UCUUCICHUH M yIUIaTe HAJIoOroB — 4 rona;
MOJITBEP K IAIOLIIE PACXO/IbI, IOHECEHHBIE B CBSI3U C 00yUYE€HHEM COTPYIHHUKA — B TEUEHHE BCETO CPOKa 00yueHus
IIoc eie 1 roj, ¥ He MeHee YeThIpEX JIEeT; MOATBEpKIAaloNne 00beM epeHECeHHBIX Ha Oy ryliee YObITKOB — B
TE€YEHHE BCEro CpOKa, MOKa HajloroBas 0a3a yMEHbLIAeTCs Ha NEPEeHECEHHBIM YOBITOK; MOATBEpPXAArOIINe
pacyeTsl 10 CTPAaxOBBIM B3HOCAM BO BHEOIOKETHBIE (GOoHABI — 6 seT; cepTudukarsl DLIT HYyKHO COXpaHATH
erie 5 JIeT mocye 3aBeplIeHus ro/ia, B KOTOPOM 3aKOHUMJICS CPOK JeiicTBUs cepTudukata; npuHaThii B ®CC no
KaHaJIaM 3JICKTPOHHOM CBSI3U pacyeT, BHINOIHEHHBIN B (hopme 4-OCC, 1 KBUTAHLUS O €ro MOIy4YEeHUH — 5 JIeT;
OyXxrajaTepckue JOKYMEHTHI, pAaCKPBIBAIOIINE YUET U OTUETHOCTb — 5 JIET; KaCCOBbIE YEKH, KypHaJIbl Kaccupa-
OTEPALIMOHNCTA, HAKOMUTENN (UCKAIBHOM MaMATH, JIEKTPOHHBIE KOHTPOJBHBIC JIEHTHI, Apyrue (HhOopMsl,
MOATBEPIKIAIOIINE PACUETHI HATMYHBIMU JICHEKHBIMU cpenicTBaMu — S jieT; nacnopt Bepcuu KKT — B Teuenue
BCET0 CpOKa, II0Ka nacnopT AecTeurencH. CpoKu XpaHEHHsI JOKYMEHTOB B OPraHU3alliY B HEKOTOPBIX CIIydasixX
MOTYT OMNpPEAEIAThCA IOPUAMYECKUM JIMIOM CaMOCTOSATENbHO, HO OHM HE MOTYT OBIThb MEHBIIE CPOKOB,
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YKa3aHHBIX B 3aKOHOAATEIbHBIX AKTAX.

[Tpu yHUYTOKEHUH TOKYMEHTOB COCTABISETCS aKT. Y HU(MUIIMPOBAHHOM (POPMBI JJIsl TAKOTO POJIa AKTOB
HE CYIIECTBYET, OH COCTaBIISIETCS B CBOOOAHOM (hopMe, 3aKpeIIEHHON TPUKa30M pyKOBOAUTENS. B HeM 10KHBI
ObITh 00O3HAYEHBI HE TOJIBKO HAMMEHOBAaHHME M BCE PEKBU3UTHI OPraHM3ALMHU, HO TaKXke, OObIYHO B BHUJE
TaOJIMIIbI, YKa3bIBAIOTCS HAMMEHOBAHUS JOKYMEHTOB (Z€1), MEepHO, KOrja OHM ObUI CO3/aHbl, KOJINYECTBO
JUCTOB WJIM, €CJIM 00BEM Jiea MOJ OJHUM HAaUMEHOBAaHUEM BEJIMK, TO KOJMYECTBO TOMOB. B 3TOM ke akrte
MOYKHO 100aBUTh Tpadbl HAKJIAAHOHN Ha Nepeady-IpueM JOKYMEHTOB AJIsl YHUUTOXKECHHUSL.

MuHHMMaIbHBIN CPOK XpaHEHUs] OyXTralTepCKUX JOKYMEHTOB - OJUH Trof. Takoil mepuoja nmpeaycMoTpeH
JMIIb JUISL OTHAENBbHOM Kareropuu Oymar, KOTOpas BKJIIOYAeT KOPPECHOHJCHIMIO C COOTBETCTBYIOIIMMU
OpraHaMH O BPEMEHM IIPEIOCTABIICHUSI OTYETHOCTH. CpOK XpaHEHUs KaCCOBBIX JIOKYMEHTOB COCTAaBJISET IISITh
ner. Kpome HMX, aHAJOrMYHBINA NEPUOJ BPEMEHM JIOJIKHBI HAXOAUTHCS B apXUBE U CIENylolue OyMa)kHbIE
HOCHUTEJIH:

1. banancel 3a kBapTal.

2. OTueTsl OpraHu3alfy 332 YeTBEPTh T0/1a C MPUKPEIUICHHBIMU K HUM OOBSICHUTEIbHBIMH 3aITUCKAMH.

3. I'nmaBHas kHUra.

4. Bce mpoTOKOJIBI 3aceAaHUi IO OOCYKICHHIO, a TAKXKE YTBEPKACHUIO OATaHCOB 3a KBApTAJI U OTYETOB
3a TaKOM K€ MEPUOL.

5. llTaxmaTHbIE KypHAIBL.

6. KaccoBble KHUTY M OIPaB/IaTENIbHbIE (IEPBUYHBIEC) TOKYMEHTHI.

7. Benomoctu (00OpOTHBIE M HAaKONUTEIbHbIE) NO cueTaMm OajaHca (KaK aHaIMTUYECKUM, TaK HU
CUHTETUYECKHUM).

8. Bce MOKyMEHTBI BHECHCTEMHOIO, a TAaK)K€ CHUCTEMHOro yuyeTa (KOHTPOJbHBIE M BCIOMOTaTEIbHbIE
KHUTH, )KypHaJIbl, KAPTOTEKN).

9. AKTBI IPOU3BEACHHBIX PEBU3UI (PMHAHCOBOW M XO3AHCTBEHHOM AEATEIIbHOCTH KOMIAHHMH, a TAKKe
BCEBO3MOJKHBIE IEPBUYHBIE MAaTEPUAIIbl K HUM.

10. KapTouku, KapTOTEKH ¥ KHUTHU I10 ONEPALUsAM C TOAOTYETHBIMH JIMLAMHU.

He meHee necsiTu J1eT TOKHBI XPaHUTbCS:

1. banaHcsl, a Tak)ke OTYEThl OpraHu3aiuu 3a rojl. K Hum 00s13atenbHO JODKHBI IpUilaraTbes 0ObsICHUTENbHBIE
3aMMCKH.

2. Onucyu MHBEHTApH.

3. banaHchl mepegaToyHOro U pa3ieIuTeIbHOrO XapaKTepa.

4. CinunTenbHbIe BEAOMOCTH.

5. bamaHchl JIMKBUJAIMOHHOTO XxapakTtepa. K HuUM B 00s3aT€IbHOM MOPSAJIKE AOJKHBI MPHUKIAIBIBATHCS
OOBSICHUTENIbHBIE 3aITUCKU U IIPOYNE TPUIIOKEHUSL.

6. KHuru, 1o KoTopbIM BeI€TCS yUeT 3JaHUI U COOPYKEHUI.

7. IIpoTOKOJIBI 3acejaHMi, HA KOTOPBIX pacCMaTpUBAINCH JIMOO YTBEP)KIAINUCh OaaHChl M OTYETHI 3a T0JI0BOM
NEepUOSI.

8. BceBo3MOKHBIE MaTepHalbl, COIEpIKaIIne B ce0e CBEICHHS 110 MHBEHTAPHU3AIMU COOPYKEHHM, 3JaHUH.

9. [TIlporokomsl 3acemaHWii, Ha KOTOPBIX pacCMaTPUBAIMA CIHYUTEIBHBIE BEIOMOCTH IPOIECCOB
WHBEHTapHU3aliH.

IToaroroBKka JOKYyMEHTOB K IepeJaye Ha apXUBHOE XpaHEHHUe.

[ToaroToBka TOKYMEHTOB K XpPaHEHHIO SBIISETCS HEOOXOIMMBIM JTallOM B TIpolecce Ieperadn
JIOKYMEHTOB B apxuBHble (QoHnbpl. CorimacHo 3akoHonaTenbcTBY Poccuiickoit denepannn, Bce AOKYMEHTHI
KOMITAHUH JTOJKHBI IPOUTH COOTBETCTBYIOIIYIO 00pabOTKY, MPEX/Ie YeM IMOCTYIHUTh Ha apXUBHOE XpaHEHHUE.

[TonroroBka OKYMEHTOB K XpaHEHHUIO SBIAETCS HEOOXOJHMMBIM JTalloM B MpoIlecce Iepeaavn
JIOKYMEHTOB B apxuBHble (oHabl. CormacHo 3akoHOAaTeNbCTBY Poccuiickoit @enepanuu, Bce JOKYMEHTHI
KOMIIaHUM JTOJKHBI TPOUTH COOTBETCTBYIOLIYIO 00pabOTKY, MpeXk/Ie YeM MOCTYIUTh Ha ApXUBHOE XpaHEHHE.

[ToaroToBka JOKYMEHTOB K XpaHEHUIO HEOOXO0IMMa HE TOJIBKO Il 00eCTIeYeHUsl XOpOoIIel COXpaHHOCTH
JOKYMEHTOB, HO U JUIsl TOTO, YTOOBI N30€KaTh aIMUHUCTPATUBHON OTBETCTBEHHOCTH U IITPA(OB, CBA3aHHBIX C
HEKa4YE€CTBEHHOU IOArOTOBKON JOKYMEHTOB K XPAHECHMUIO.

JTansl NOATOTOBKHU J0KYMEHTOB K XPaHEHUIO

1. DkcnepTH3a HEHHOCTH:

HCpBBIﬁ OTall MOATOTOBKH JOKYMCHTOB K XpPaHCHHIO 3aKIH0OYaCTCA B IIPOBEACHHNH SKCIICPTHU3bI IECHHOCTHU
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JIOKYMEHTOB. DKCIIEPTU3a IIEHHOCTH HEOOX0uMa JIJIsi TOTO, YTOOBI BBISIBUTH IOKYMEHTHI, KOTOPBIE MOJJIeKAT
JanbHEHIIIEMY COXPaHEHHIO WM YHUYTOXKEHUIO. C 3TOM LIENbI0 COCTABISAETCS OMUCHU JIET U OMUCH JOKYMEHTOB
Iell.

B HeOonbmMX KOMIAHUSIX C MPOIEAYPOH MOATOTOBKH JOKYMEHTOB K apXHWBHOMY XPAaHCHHIO MOXKET
CIIPaBUTBHCS apXUBAPUYC WU YITOJTHOMOYEHHOE JUIO. /{71 TOro 4ToOBI MOATOTOBUTH JTOKYMEHTHI B KPYITHBIX
apxXuBax, dYaile BCEro HE0OXO0JMMa IMOMOIIs BHICOKOKBAIM(DHUIIMPOBAHHBIX CIHEIIHAIMCTOB M3 apXHUBHBIX
KOMIIaHUH.

2. OmnpenejieHue MeCTa XpaHEeHHUsI TOKYMEHTOB

Ha panHOM »3Tame HY)XHO YCTaHOBUTb MECTO JJIsi XpaHEHUs JOKyMEHTOB. Cpeau BO3MOMKHBIX
QJIbTEPHATHB: XpaHEHUE JOKYMEHTOB B oduce, craya JOKYMEHTOB Ha BHEO(HCHOE XpaHEHHE U CO3JaHHE
3JIEKTPOHHOI'O apXHBA.

3. XpaHeHHe IOKYMEHTOB B oduce

Jyist TOTO 4YTOOBI TOATOTOBUTH TIOKYMEHTHI JIJISl XpaHEHHS B 0uce, HE0OOXOJMMO I'PaMOTHO OPTaHU30BaTh
apXMBHOE MPOCTPAHCTBO U 0OECIICYNTh COOTBETCTBYIOIINI TeMIIEpaTypHbIN pexkuM. Takke Ha JaHHOH cTaauu
HY)KHO IM03a00THUTBCSA O 3aKYIKE apXWBHBIX CTEIUIAKEH, apXMBHBIX KOpOOOB u mamok. Kpome Toro, HyXHO
3apaHee M03a00TUTHCS O TOM, YTOOBI Jiesa JOJDKHBI ObUIH TPOIIUTHI U TIeperuieTeHbl. Hu B KoeM citydae Hemb3s
YIIAKOBBIBATH JJOKYMEHTHI B ITOJIMAITUIICHOBBIC TTAKETHI, TAK KaK 3TO YMEHBIIIAET COXPAHHOCTh Oymaru. Bo Bpemst
(dbopMUPOBAaHUS apXWBa MANKU U KOPOOa MOAMUCHIBAIOTCS, U CAMBIE BaKHBIC ITOCTABUTH TaK, YTOOBI B CiTydae
HEO0OXOUMOCTH 00ECIIEYUTh OBICTPHIN HOCTYI K HUM.

4. Cpavya 10KyMEHTOB Ha BHeO()MCHOe XpaHeHHe

[lepenaya JOKyMEHTOB Ha BHEO(HCHOE XpaHEHHUE 3aKJII0YAaeTCs B BBIBO3€ JOKYMEHTOB B XPaHWIJIMILE
CTOPOHHEW apXxUBHOW KomnaHuM. [IoAroToBka JAOKYMEHTOB K XpaHEHHIO B JAHHOM ClIy4ae MUHUMAJbHA,
MOCKOJIbKY OTBETCTBEHHOCTB 32 3TO OepeT apxuBHasi KommnaHus. [ 1aBHOE BO BpeMs IEPEBO3KH — COXPAaHUTh BCE
JIOKYMEHTHI B Hannuuu. [logpoOHee unTaiite BHeodrcHoe XpaHeHNE JOKYMEHTOB.

5. Co3naHue 3J1eKTPOHHOIO ApXHBa

I[Tpu BBIOOpE AIIEKTPOHHOT0 apXUBa KaK CI10co0a XpaHEHUs JOKYMEHTOB 3aTPaThl KOCHYTCS] CKAHUPOBAHMS
JNOKyMeHTOB. Ha ocHOBe CkaHMpPOBAaHHBIX 00pa3oB co3maercs 0a3a JaHHBIX ¢ cucTeMol noucka. Iloaroroska
JIOKYMEHTOB K apXMBHOMY XpaHEHHUIO OyJeT 3aKJ4aThCsi B OTOOpE JIOKYMEHTOB Ha ckaHupoBanue. Ilocre
3TOTO YK€ MPOrPaMMHUCTHI CO3Jat0T 0a3y JaHHBIX C yI0OHOH U OBICTPON CUCTEMOM MOMCKA.

ITopsinok npoBeeHus 3aHATHUS
CryneHTaM IpejyiaraeTcsi IpoBECTH JIaHHYIO paboTy ¢ MOMOIIBIO OOCYX/IEHUS] MUCbMEHHBIX pedepaToB
Ha CJeIyIOIUE NIPEUI0KEHHbIE TEMBI:
1. «CnpaBouHo-TipaBoBBIE€ CUCTEMBI Poccuny,

2. «DopMHUpOBaHME U XPAHEHHE JeT»,

3. «ApxuBy».

Bonpocsl 1J151 npoBeieHust codeceT0BAHUS:

1. OlnieHKa 3HaYUMOCTH JIOKYMEHTOB U CPOKH X XpaHEHUSI.
Bunbl apXUBHBIX JOKYMEHTOB.
[ToaroroBka e yist cia4u B apXuB.
ObecrnieueHne COXpPaHHOCTU JOKYMEHTOB.
OCHOBBI 3aKOHOJATENIbCTBA IO APXUBHOMY JIENY.
XpaHeHHE U y4eT apXUBHBIX JJOKYMEHTOB.

KommexkroBanne ApXHWBOB ApXUBHBIMU JOKYMCHTaMHU.

L N o a A WD

I[OCTYH K apXUBHBIM JOKYMCHTaM M UX UCIIOJIb30BAHUC.
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10.

11.

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

18.

19.
20.

Kak ocymecTBisieTcst cucteMaTu3aus 1 XpaHeHHe JOKyMEHTOB B OpraHu3auun?

Yro Takoe Neno, ¢ TOYKU 3peHust JokyMmMeHToBeneHus? IlpuBenure mpumeps! Jen, XpaHSAIUXCS B
OpraHU3aLuy.

Packpolite comepkaHne MOHATHS «HOMEHKJIATypa Jei». Kakoe JOKHOCTHOE JIMI0 B OPraHU3aLUH
OTBEYAET 32 COCTABJICHHE U BBEJCHUE B JICHCTBHE HOMEHKIATYPHI A€ ?

KakoBbI peKBU3UTHI HOMEHKJIATYPHI €717

KakoBa comeprkarenbHas yacTh HOMEHKJIATYpPhI 1ei?

Kakue mpu3Haku 3aBeZieHUS J1es1a HCIOIB3YIOTCS IpU (pOopMUpOBaHUH AeT?

KakoB 0cHOBHOI npuHIIMT (OPMHUPOBAHUS TOKYMEHTOB B jema?

Kakne HOpMaTuBHBIE TpeOOBaHHS HEOOXOAUMO COOTIOIATh IPH (POPMUPOBAHHH JIeT1?

Yrto Takoe IKCIepTH3a LEHHOCTH JOKYMEHTOB, W KakKHe JOJDKHOCTHBIC JIMIA B OpraHu3alliu
3aHMMAIOTCS €€ IPOBEACHUEM?

Kakne HOpMaTuBHBIE aKThl PEryJUPYIOT NPOBEJICHUE SKCHEPTH3bl LIEHHOCTH JOKYMEHTOB B
opraHu3amuun?

Uro siBIIsieTCS pe3yAbTaTOM MTPOBEACHUS IKCIIEPTHU3HI IICHHOCTH JIOKYMEHTOB OpTaHU3aIium?

Kax OCYIICCTBIIAACTCA MOATIOTOBKA ACJI K ApXUBHOMY XPAaHCHUIO B COBPEMCHHBIX OpraHI/ISaHI/IHX?

3agaHus 1719 BBINOJHEHHS HA IPAKTHYECKOM 3aHATHH (Ha BbIOOD):
1.CocTaBuTh IMYHOE AEJI0 COTPYAHHUKA U TOATOTOBUTH €T0 JJIS CIa4 B ApXMB.

2.CoCTaBUThH OIHCH Haxoadgmuxcs B JUYHOM ACJIC JOKYMCHTOB.

3.HO)IFOTOBI/ITI> aKT IMpueMa-nepeaadyu JUIHbIX ACIT B apXHUB.

Pexomenayemasi iureparypa:

OcHoBHasi iMTEpaTypa:

1. Ky3nenona, 1. B. JlokymeHTarimoHHOe o0ecriedeHue ypapieHus [ DIeKTPOHHBIN pecypc] : yaeOHOoe ocoome

it CITIO / W. B. Kysnenora, I'. A. XauatpsH. — 2-¢ u3a. — ODJEKTPOH. TEKCTOBbIe jaaHHble. — CapaToB :
IIpodobpazosanue, Aii [Tu Op Menua, 2021. — 166 ¢. — 978-5-4486-0404- 1, 978-5-4488-0216-4. — Pexum pocrymna:
http://www.iprbookshop.ru/80326.html

2. Cumonsn P.S. JlokymMeHTalmoHHOE OOecTeueHne CHCTEMBl YIPABICHHUA OpraHu3anuerd [DJIeKTPOHHBIHN

pecypce] : yuebHoe mocooue / P.SI. CumoHsH. — DJIeKTpOH. TeKCToBbIe naHHble. — CapaToB: Al [1u Op Meaua, 2022. —

180 c. — 978-5-4486-0167-5. — Pexum moctyna: http://www.iprbookshop.ru/72458.html

3. lleBuosa, I'. A. Opranuzanus U TeXHOJOTHA pabOThl C KOH(PUICHIHMATBEHBIMH IOKYMEHTaMHU : yuel. mocodne

i 00y4. o creu. cped. mpog. odpazosanus / ' A. IlleBuoBa, B.b. KpaBuenko. - M. : Akanemus, 2021. - 352 c. -
(ITpoeccronansroe obpazoBanue). - bubmmorp.: c. 346-348. - ISBN 978-5-4468-6503-1

JlonoHUTeILHAS JJUTEpaTypa:

1.Opranu3anys ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00SCIICUCHIS YIIPABIICHUS: dJICKTPOHHOE YieOHOE TIoco0me
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http://www.iprbookshop.ru/72458.html

/ MwunuctepctBo oOpa3oBaHuss u Hayku Poccuiickoit ®eneparnuu, DenepalbHOE T'OCYyIapCTBEHHOE OIOKETHOS
oOpa3oBaTenbHOE YUYPEKACHUE BHICIIETO 00pa3oBaHusl «KeMepoBCKUII TOCYIapCTBEHHBINH YHUBEpPCHTET», WHCTUTYT
UCTOPHUM, TOCYJNAPCTBEHHOTO YIPAaBICHHWS M MEXIyHAPOJIHBIX OTHOWmIeHWH u JAp. - Kemepoo : Kemeposckuii
rocyapcTBeHHbIi yauBepcuteT, 2019. - 478 c. - bubnuorp. B kububauorp.: c. . - ISBN 978-5-8353-2149-0 ; To xe
[Onexrponnslii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=481592

2. TpynoBoii kogekc Poccuiickoii @enepanuu [DieKTpoHHBINA pecypc] /. — DNEeKTPOH. TEKCTOBBIC JaHHbBIC, — !
OnekTpoHHO-OuOMMoTeunas cuctema IPRbooks, 2021. — 226 c¢. — 2227- 8397. — Pexum jgocrymna:
http://www.iprbookshop.ru/1251.html

3. Koucturymms Poccuiickoit @enepanuu [Tekct]: opummansnoe n3nanue. - Poctos v//: ®enukce, 2021.
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