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Metoauueckue yka3zaHus s NMPAKTUYECKUX 3aHATUN MO JUCHUIUIMHE «JlOKyMEHTalmoHHOE
obecrieueHre YIpaBJICHUs» COCTaBieHBI B cooTBeTcTBUU ¢ TpeboBanusimu GI'OC CIIO x moaroroBke
BBIIIyCKa JJIsl MONTy4YeHHsl KBanupukauuu ropuct. [IpeaHasHaueHbl AJis CTYAEHTOB, OOydaroIIUXCs IO
cnenuanbHocTy 40.02.04 FOpucnpyneHuus.

B MeTonnyeckux ykazaHUsIX AJis BHIIIOJHEHUS MPAKTUYECKUX 3aHATHI coepKaTcs LEeIH U 3a/1auu
MPAaKTUYECKOH paboThl, (OPMYIHPOBKA 3aJaHMsI, OCHOBHOE COJIEpXKAHHME 1O INPOBEACHHUIO PaOOTHI, a
TaK)Xe peKOMEeHIyeMas JuTepaTypa.



IMosicuuTeIBLHAS 3aIMCKA

MeTtoauueckre peKOMEHIAIMN MPU3BaHbl OKa3bIBaTh MOMOIIb CTYACHTaM B M3YYEHHH OCHOBHBIX
MOHATUH, WAECH, TEOPUM M TMOJOKEHUW JUCHUIUIMHBI, HW3YyYaeMbIX B XOAE KOHKPETHOTO 3aHSTHS,
CHOCOOCTBOBATh Pa3BUTHIO MX YMEHHI, HABBIKOB M MPO(eCCHOHAIbHBIX KOMIETeHIHMH. MeTtonuyeckue
PEKOMEH/IAINY TSI BBIIOJIHCHUS MPAKTUYECKUX PabOT MpelHa3HAYeHBI ISl CTYACHTOB CIEIUAIBHOCTH
CI10 40.02.04 FOpucnpyaeHiusi.

Oco0eHHOCTBIO O0y4YeHHS SBJSICTCS HEpa3pblBHAS CBS3b TCOPHUH M IPAKTUKUA 10 MPUBUTHUIO
CTYJCHTaM HaBBIKOB B pabore. Ocoboe 3HaueHue AJs YCBOSHUS COACPKAHUS AUCUUIUIMHBI U NPUBUTHUS
MPAKTUYECKUX HABBIKOB HMMEET MpaBUIbHAS M YETKas OpraHu3allis MPOBEICHUS W BBIMOJTHECHUS
CTYJEHTaMHU MPAKTUUYECKUX paboT ¢ TpeOyeMoi TOYHOCTHIO MO/ KOHTPOJIEM IIpernojaBaTelis.

[Tepen HauaIOM BBIMOJHEHUS KXKIOW paOOTHI CTYJIEHTHI JOJKHBI 03HAKOMUTBCS C €€ OCHOBHBIMU
MOJIOKEHUSMH, TOPSIIKOM  BbIOJMHEHUs paboThl. [lociie BbIMOMHEHUS MPAKTUYECKOW pabOTHhI
HE00X0IMMO MPOU3BECTH 00Pa0OTKY pe3yIbTaTOB U CIETaTh HEOOXOAUMBIE BBIBOIBI.

Lenbio mpakTUYecKuX padOT yyaluxcs SBJISETCS OBJIAJeHUE OCHOBHBIMU 3HAHUSIMH, YMEHUSAMU U
HaBbIKamMH B cooTBeTcTBUU C TpeboBanusamu OI'OC no cnenuansuoctu CI1O 40.02.04 FOpucnpyaeHiusi.

Ilenvto usyuenua Oucyunaunsl SBISETCS TONTYYEHHE TEOPETHMUECKUX 3HAHUM M MPAKTUYECKUX
HaBBIKOB B OOJIACTM OpraHM3alluy JIEJIONPOM3BOJCTBA U JOKYMEHTOOOOPOTa Ha MPEANPHUATHUAX BCEX
(hopM COOCTBEHHOCTH.

B pe3ynbrare ocBoeHus yueOHON AUCHUILIMHBI O0Y4atOIUICs JOKEH yMeTh:

[IpumeHsATh Ha NPAaKTUKE TOCYJApPCTBEHHbIE CTaHAAPTHI, APYTHE€ HOPMATHBHO-METOJUYECKHE
JOKYMEHTBI, PErJIAMEHTHPYIOLINE OPIaHU3aLUI0 TOKYMEHTAIlMOHHOTO 00ecieYeHus yIPaBIeHUS;

CocTaBisTh W TPaBWILHO O(GOPMIISATH OCHOBHBIE BHIBI OPTaHU3AIMOHHO-PACIIOPSAUTEIBHBIX
JOKYMEHTOB;

OdopmisaTe HHYOPMAITIOHHO-CIIPABOYHYIO JOKYMEHTAIUIO;

OdopMIIATh KaIpOBYIO TOKYMEHTALUIO;

OdopMIIsITh TPETEH3NOHHO-UCKOBYIO IOKYMEHTAIIHIO.

B pesynbrare ocBoeHus yueOHON AUCHUIUIMHBI 00YJarOIUIiCs JODKEH 3HATh:

TepMuHoIOTHIO B 00J1aCTH TOKYMEHTALIMOHHOTO 00€CTIEYeHHsI YIIPABICHUS;

HopmatuBHBIE TOKYMEHTBHI, PErJIaMEHTUPYIOLIME COCTaBICHHE U O(GOpPMIIEHHE JOKYMEHTAllUU U
MOPSIIOK €€ 00padoTKH;

IIpaBuna cocraBneHus U OQOPMIIEHHS OpraHU3alMOHHO-PACHOPSAUTENIBHBIX JIOKYMEHTOB,
BXOJSIIUX B YHU(QUIUPOBAHHYI0 CHCTEMY OPTraHU3aIMOHHO-PACHOPSAUTENBHBIX  JIOKYMEHTOB,
YHU(UIUPOBAHHYIO CHUCTEMY IEPBHUYHONW YYETHOM IOKYMEHTAllMM B 4YacTH JOKYMEHTAIlMM IO YYeTy
TPyAa;

[Topsimox mpoBeAeHUs SKCHEPTU3bl IIEHHOCTH JOKYMEHTOB M IOJTOTOBKHM [l K apXHUBHOMY
XpaHEHHUIO.

TexHoM0rHI0 OpraHu3auy T0KyMEHTO000pOTa B OPraHU3aMsIX (YUPEKACHUSAX ).

[IpakTHueckue 3aHATHS TMPOBOAATCSA Cpa3y IMOCJIE€ OKOHYAHHUS U3Y4YEHHs] COOTBETCTBYIOIIEH TEMbI
JUCLUILIMHBI OJJHOBPEMEHHO CO BCEW IPYIION MOJ PyKOBOACTBOM Ipenogasateinsd. [lepen nposenennem
MPAKTUYECKUX 3aHATUH HEOOXOJUMO O3HAKOMHUTH CTYJAEHTOB C OOLIMMHU 3aJadaMy STUX 3aHITHH,
MOTYEPKHYTh, YTO BHUMATEIbHOE, OCO3HAHHOE BBIMOJIHEHUE pab0T Ha MPAKTUYECKUX 3aHATUSAX ITO3BOJIUT
3aKpENUTh TEOPETHUECKUH MaTepuai, MPHOOpeCTH OIpe/iejeHHbIe HaBbIKM U YMEHHS, KOTOpble OyayT
HEOO0XO/UMBI B MPAKTHUECKOW AEATEIbHOCTH HA MPOU3BOJICTBE MPU MPOXOXKACHUU MPAKTHKH, a 3aTE€M B
nepuo;] paboThl 1OCIIe OKOHYAHUS KOJIIeIXkKa.

HakanyHe mnpoBeieHUs MPAaKTUYECKOrO 3aHATUS HEOoOXOAMMO JaTh JOMalllHee 3aJaHue Ha
MOBTOPEHHE TEOPETUYECKOTr0 MaTepuayia, 3HAHHE KOTOPOTO HEOOXOAUMO [UIsl CO3HATEIbHOTO
BBITIOJIHEHUST CTYACHTAaMH PAabOT Ha MPAKTUYECKOM 3aHATHH. CTyAEHTaM HY)XHO COOOLIUTH, Kakue
MPUHAIIS)KHOCTH W WHCTPYMEHTHI OHHU JIOJDKHBI UMETh IIPH BBITIOJHEHWH PAa0OT Ha TPAKTHIECKOM
3ansaTuM. [IpakTHyeckre paboThl MOTYT BBITOTHATCS C UCIIOJIb30BAHHUEM KOMITBIOTEPHOIO 000PY/A0BaHHUS.

B Haganme kaxzmoro 3aHATHS HEOOXOIUMO KpaTKO MOBTOPUTh HEOOXOIUMBIH TEOPETUYECKUH
MaTepHal, Mocie Yero NPUCTYNUTh K BBITOJTHEHHUIO PadoT.

B mporuecce BbIMONHEHUS pabOT Ha NMPAKTUUYECKOM 3aHATUU U JOMAIIHUX 3aHATHH CTYIEHTHI
JOJDKHBI BECTH 3amucH Ha nuctax ¢gopmara A4 B cootBerctBuu ['OCT. [locne mpoBeneHus Kaxaoro



3aHATHUS 3allUCH CAAIOTCA MpernojaBaTeNlio Ha MPOBEpKYy. B mpolecce H3y4eHHS TEOPETHUECKOIOo
MaTepuanga U BBIMOJHEHHS CTYIEHTaAMH MPAKTUYECKUX PabOT MO TUCHUILIMHE Yy YYaIlUXCS TOJDKHBI
HAKaIlJUBaThCS MAKEThl 3aMOJHEHHBIX UMHU JOKYMEHTOB, KOTOpbIe COOMpArOTCS B OTAEIbHYIO MamKy-
CKOpPOCIIMBATEh U HA MOMEHT PyOSKHOTO KOHTPOJISL TOJKHBI OBITh TIPEIOCTABICHBI MPEINO/1aBaTEII0 Ha
IIPOBEPKY B MOJIHOM OOBEME.

B ciydyae mporycka cTyIeHTaMu MPAKTUYECKOTO 3aHATUS OHU O0S3aHBI OTPA0O0TATh 3TO 3aHITHE B
YKa3aHHOE Mperno/iaBaTejaeM BpeMsi.



IIpakTuyeckoe 3ansaTue Ne 1
Tema 2. O0mme HOPMBI M IpaBUJIa 0(pOPMIICHHS TOKYMEHTOB. BJIaHKN JOKYMEHTOB M TpeOoBaHHUs
K HHM.
Leas padoThbl: M3YYUTh PACHOJOKEHHE PEKBU3UTOB M TpaHHIBI 30H Ha ¢opmare A4 yrioBoro u
npononbHoro OmankoB corsacho ['OCT P 7.0.97-2016 «HanwonaneHbili cTangapt Poccuiickoii
@enepanuu. Cucrema cTaHzaproB o HHpOpManuy, OUOIMOTEYHOMY W H3/ATEIbCKOMY JIEIy.
OpraHu3annoHHO-pacopsAAUTeIbHAsA JOKyMeHTalus. TpeboBaHus K 0OPMICHHUIO TOKYMEHTOBY
ITopsinok npoBeeHust 3aHATHS:

B Havane 3aHATHA cleoyeT O3HAKOMUTBCS CO CXE€MaMM  pacloJIOKEHUS  PEKBU3UTOB
OpTraHU3aIOHHO-PACTIOPSIUTENBHBIX JJOKYMEHTOB ((OPMYIISIpBI) YIJIOBOTO M MPOAOIBHOTO OJIAHKOB
dhopmartoB A4.
3aganmue:

Ha nucte popmara A4 n306pa3uTh CXeMbl PACIIONOKEHHs] PEKBU3UTOB M IPAHUIIBI 30H Ha (hopmate
A4 yraooro u npopoibHoro OsankoB corimacHo I'OCT P 7.0.97-2016 «HauuonanbHblll cTaHAapT
Poccuiickoit ®enepanun. Cuctema craHaapToB Ho HH(popManuu, OGMOIMOTEYHOMY M H3ATEIbCKOMY
neny. OpraHu3alnOHHO-PACTIOPAAUTEIbHAS JOKYMEHTaIMs. TpeboBaHusI K 0hOPMIICHUIO JOKYMEHTOBY.
Bonpocs! 1u1s1 npoBeeHust codece10BaHUs:

1. [aiite ompeneneHue MNOHATUS «OPraHU3ALMOHHO-pACIIOPIUTENbHbIN Ao0KyMeHT» (OPIl) u

NPUBEINTE KIACCU(PUKAIMIO STOTO BUAA JOKYMEHTOB.
2. Ilepeuncnure cocraB pekBuzutroB OPJl no 'OCT P 7.0.97-2016.
3. Uro Takoe «OJaHK TOKYMEHTa» U Kakue BHU/IbI OJTaHKOB BbI 3HAeTE?
4. Kakue BapuaHTHl pa3MEIICHHs Ha OJIaHKE NOCTOSHHBIX PEKBH3HTOB BBl 3HaeTe? KakoBbl

0c00eHHOCTH UX 0(hOpMITCHUS?



CXEMBbI PACIIOJIOKEHHUSA PEKBU3UTOB JOKYMEHTOB
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Pucynok 1 - Pacnionoxxenue pekBU3UTOB U TpaHUIIbl 30H Ha popmare A4 yrioBoro OiaHka
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Pucynoxk 2 - PacnionoxeHne peKBU3UTOB M I'paHUIIBI 30H Ha (hopmaTe A4 MpoaoiabHOro O1aHKa




IpakTnyeckoe 3ansitue Ne 2

Tema 3. Oprann3anuoHHble U PaCNOPAANTEIbHbIEC JOKYMEHThIl. Buabl, Ha3HaYeHHe, TPABUJIA
oopMiIeHU.
Leasb paGoThl: MpHOOpPECTH HABBIKK B COCTABICHUHM U OPOPMIICHHH PEKBHU3UTOB OPraHMU3aLMOHHBIX
TOKyMeHTOB, pykoBojctBysice ['OCT P 7.0.97-2016 «Hamuonaneublii ctangapt Poccuiickoi
@enepanuu. Cuctema CTaHgapToB MO HH(pOpMaNMM, OWOIMOTEYHOMY M H3JATEIBCKOMY JICIY.
Opranu3zalnoOHHO-pACIOpAIUTENIbHAA JoKyMeHTaus. TpeboBanus K 0pOPMIICHUIO TOKYMEHTOBY.
Iopsiaok npoBeaeHusI 3aHATHS:

B Havane 3aHATHS cieayeT TOBTOPUTH  MOPSJIOK  COCTaBiIeHUS U odopmiieHus
OpPraHMU3aIMOHHOTO IOKYMEHTa «/{0IKHOCTHAS HHCTPYKIUS».
3ananne Nel:

CocTaBuTh JIOJDKHOCTHYIO WHCTPYKIUIO TSt Oyxranrepa AO «JIUPA»
[TaBnoBa H.A., mupektop ¢upmel CroupumoHoB A.B., ocCTalbHBIE pPEKBU3HUTHI  YKAKHUTE
CaMOCTOSITENILHO.

Obpasey

HANMEHOBAHUWE OPI"AHU3ALINU YTBEPXIAIO
Wuaexc npeanpusatus cBs3H,
MOYTOBBIN aapec,

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

PyKOBOI[I/ITeJ'II) opranm3anuvu

« » T.

JOJDKHOCTHAS UHCTPYKLMA
« » 20 r. Ne

Oyxrantepa
1. OBIIUE ITOJIOXKEHUA

1.1. Hacrosimast 1OJbKHOCTHASE MHCTPYKIUS ONpeAensieT (PyHKIMOHATbHBIE 00513aHHOCTH, MpaBa
¥ OTBETCTBEHHOCTH Oyxranrepa " " (manee - "opraamuzanus').

1.2. Byxrantep Ha3HauaeTCs Ha JIOJDKHOCTH U OCBOOOXKIAETCS OT JOHKHOCTH B YCTAHOBJICHHOM
JEWCTBYIOIIUM TPYAOBBIM 3aKOHOIATEIILCTBOM TOPSIIKE TIPUKA30M PYKOBOIUTEINSI OpPTaHU3AIINH.

1.3. byxrantep noguuHseTCs HEMOCPEACTBEHHO OpTraHH3aIlIH.

1.4. Ha nomxHOCTh OyXranTepa Ha3HAYaeTCs JIUIIO0, MMEIOIIee:

1.4.1. Byxrantep I xateropuu: Bbiciiee MpohecCHOHAIFHOE (SKOHOMUYECKOE) 00pa3oBaHHE U
CTaXk paboTHI B JOJDKHOCTH Oyxrantepa Il kareropuu He MeHee 3 JIeT.




1.4.2. byxrantep Il kareropuu: Beiciiee mpodeccuoHaIbHOE (AIKOHOMUYECKOE) oOpa3oBaHue 6e3
NpeabsBICHUsT TpeOOBaHM K CTaxy paOOThl WK cpeaHee NpodecCHOHAIbHOE (IKOHOMHUYECKOE)
o0pa3oBaHKEe U CTaX PabOTHI B TIOJDKHOCTH OyxrayiTrepa He MeHee 3 JieT.

1.4.3. bByxranrep: cpennee mnpodeccuoHabHOE (dKOHOMHUYECKoe) oOpa3oBaHue 03
MpeabsBICHUS TpeOOBaHUM K CTaxy padOThl WM CHEHHUAIbHYIO MOJATOTOBKY IO YCTaHOBIECHHOU
porpamMMe M CTaxk paboThI IO YUeTy M KOHTPOJIIO HE MeHee 3 JieT.

1.5. ByxranTep A0JKEH 3HATh:

- 3aKOHOJATENbHBIC AaKTHl, ITOCTAHOBJCHMS, PACIOPSDKEHHs, MPUKA3bl, PYKOBOJSIINE,
METOJIMYECKUE M HOpPMAaTHBHbIE MaTepuajbl MO OpPraHU3alMHU OyXTralTEepCKOro ydeTra HMYILIECTBa,
0053aTeNBCTB U XO3IUCTBEHHBIX OINEPAlMii U COCTABICHUIO OTYETHOCTH;

- (hopMBI U METO/IBI OYXTaNTEPCKOTrO y4eTa B OpraHu3alIiig;

- IIJIaH ¥ KOPPECIIOHICHIIUIO CYETOB;

- OpraHM3aLHUI0 JOKYMEHTO000pOTa MO y4yacTKaM OyXraJTepCKOro y4era;

- TOPSIIOK JOKYMEHTAIbHOTO O(GOpPMIICHHS U OTPAKEHHs] HAa CYeTax OyXrajlTepcKoro yyera
Olepalui, CBA3AHHBIX C IBM)KEHHEM OCHOBHBIX CPEJCTB, TOBapHO-MAaTepPHAIbHBIX LEHHOCTEH U
JICHEXKHBIX CPEJICTB;

- METOIbl 9)KOHOMHYECKOTO aHaJIN3a X035CTBEHHO-(DMHAHCOBOW JAEATEIBHOCTH OpPTaHU3aIHH;

- IpaBUJIa IKCILTyaTalluy BRIYUCIUTEIHHON TEXHUKH,

- DKOHOMUKY, OPTaHU3AINIO TPYAA U YIIPABICHHUS;

- PBIHOYHBIE METO/Ibl X031ICTBOBAHUS;

- 3aKOHOJIATEIILCTBO O TPY/IE;

- IpaBUJIa U HOPMBI OXPaHbI TPYAA.

2. ©YHKIIMOHAJIBHBIE OBA3AHHOCTHU

2.1. bByxrantep:

2.1.1. Beimonuser pa®oTy MO BEAECHUIO OyXIaJTEpCKOro ydyeTa MMYILECTBa, 00s3aTeNbCTB U
XO3SIIICTBEHHBIX OIepaluii (y4eT OCHOBHBIX CPEJICTB, TOBAPHO-MAaTEPHANIbHBIX 1IEHHOCTEH, 3aTpaT Ha
MIPOM3BOJICTBO, PEANU3ALUI0 MPOIYKIHMH, PE3yJbTaTOB XO3AHCTBEHHO-(MHAHCOBON NESATEIBHOCTH,
pacueToB C MMOCTABIIMKAMH U 3aKa3YUKaMH, a TAK)KE 3a IPEIOCTAaBIEHHBIE YCIYTU U T.I1.).

2.1.2. VYyactByer B pa3paboTKe M OCYILECTBIEHHUU MEPONpPUATHUII, HANpPaBICHHbIX Ha
coOtoieHrne (PHAHCOBOW AUCIMILIMHBI U PALlMOHAIILHOE UCIIOJIb30BAHUE PECYPCOB.

2.1.3. OcymiecTBisseT NpUEM U KOHTPOJb NEPBUYHOM JOKYMEHTAMH II0 COOTBETCTBYIOLIUM
y4acTKaM OyXTaJTepCKOro yyeTa v MOAr0TaBIMBAET UX K CUETHON 00OpaboTKe.

2.1.4. OtpaxaerT Ha cyerax OyXrajaTepcKOro ydera OIepallM, CBS3aHHbIE C JBHKCHHEM
OCHOBHBIX CPEJICTB, TOBAPHO-MaTepUaIbHBIX LIEHHOCTEH U JEHEKHBIX CPEJCTB.

2.1.5. CocraBiseT OTYETHbIE KalbKYISAIUU CEO0ECTOMMOCTH MNpOAyKUMU (paboT, ycayr),
BBISIBJISIET MCTOYHMKM OOpa3oBaHMsI IMOTEPb M HENPOU3BOJAUTENBHBIX 3aTpaT, MOJATOTABIUBACT
IIPETIOKEHUS TI0 UX MPENYTIPEKACHHUIO.

2.1.6. IIpom3BOOUT HayHMCIIEHUE M TMEPEUMCICHHE HaJIOroB U cOOpoB B (deaepaabHbIM,
pPETHOHANBHBI U MECTHBIH OIO/KETHI, CTPAaXOBBIX B3HOCOB B TOCYAApPCTBEHHBbIE BHEOIOKETHBIE
couuanbHble (OHABI, TIJaTeked B OaHKOBCKHME YUpEKIEHHUS, CpeACTB Ha (UHAHCHpOBaHUE
KallUTaJIbHBIX BIJIOKEHUH, 3apa00THOM MmiaThl pabouMX M CIyXalluX, APYTUX BHIIIAT U IJIaTeXel, a
TaK)Xe OTYUCIIEHNE CPEJICTB HAa MaTepHaIbHOE CTUMYJIMPOBaHUE PAOOTHUKOB OpPraHU3alINH.

2.1.7. Ob6ecrnieunBaeT pyKOBOJIUTENEH, KPEIUTOPOB, HHBECTOPOB, AayIUTOPOB M JPYTUX
MoJIb30BaTeel OyXraiaTepckoil OTUETHOCTH CONOCTaBUMOM U JIOCTOBEpPHOM OyXrajaTepckon
uH(popMalrel Mo COOTBETCTBYIOIIMM HalpaBJIECHUAM (yUacTKaM) y4eTa.

2.1.8. Pa3pabateiBaeT pabouuii mjiaH c4eTOB, GOPMBI MEPBUYHBIX JIOKYMEHTOB, IPUMEHSIEMbIE
st ohopMIIeHHsT XO3SHCTBEHHBIX ONEpaIfii, IO KOTOPbIM HE NMPEeIyCMOTPEHBI TUIOBBIE (POPMBI, a
Takxe (GOpMbI TOKYMEHTOB Il BHYTPEHHEH OyXraiaTepcKoil OTYETHOCTH, YYaCTBYET B OIpPENIECICHUN
COJIep KaHusl OCHOBHBIX ITPHEMOB M METOJIOB BEJICHHsI Y4eTa U TEXHOJIOTUU 00paboTKU OyXraaTepckon
nH(pOpMaLIHH.

2.1.9. VYyactByeT B TMpPOBEICHUU HKOHOMHUYECKOTO aHalHM3a XO3SMCTBEHHO-()MHAHCOBOU
JESITeIbHOCTH OpPraHU3allMK MO JAAHHBIM OyXIaJTepCKOro y4yeTa M OTYETHOCTH B LIENISAX BBIABJICHUS
BHYTPUXO3SIICTBEHHBIX PE3E€PBOB, OCYILECTBICHHUS peXUMa 5SKOHOMHUM M MEpONPUATUH IO
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COBEPIIIEHCTBOBAHHUIO JTIOKYMEHTOOOOpPOTa, B pa3pabOTKE W BHEAPEHUU IPOTPECCUBHBIX (OPM H
METOAOB OyXTaJTepPCKOro y4yeTa Ha OCHOBE NMPHUMEHEHHS COBPEMEHHBIX CPEACTB BBIYMCIMTEIBHOMN
TEXHHUKH, B POBEICHUN MHBEHTApU3aLMi JEHEKHBIX CPEJICTB U TOBAPHO-MaTEPUATIbHBIX [IEHHOCTEH.

2.1.10. IMoarorapnuBaeT JaHHBIC MO COOTBETCTBYIONIUM YYacTKaM OYyXralaTepCKOTO ydera s
COCTaBJICHHSI OTYETHOCTH, CJIETUT 32 COXPAHHOCTHIO OYXTalnTepCKHUX JOKYMEHTOB, oopmiisieT X B
COOTBETCTBUH C YCTAHOBJIECHHBIM IOPSAIKOM ISl IEPEAAYN B apXUB.

2.1.11. Bemonnsier paboTel 1O (GOPMUPOBAHUIO, BEACHUIO W XPAaHCHHIO 0a3bl JAaHHBIX
OyxranTepckoil mHpopManuy, BHOCHUT W3MEHEHHs B CIPABOYHYI0 M HOPMATHBHYIO HH(OpPMAIIHIO,
UCIOJIb3YEMYIO MpU 00pabOTKe JaHHBIX.

2.1.12. YyaactByeT B (hopMyIMpOBaHUH IKOHOMHUYECKOHW MTOCTAHOBKH 3a71a4 JTMOO OTIAEIBHBIX UX
9TaloB, PEIIAEMBIX C IIOMOIIbKO  BBIUHUCIMTEIBHOW TEXHHMKH, OIpPENEISIET BO3MOXKHOCTh
MCIOJIb30BAaHUS TOTOBBIX MPOEKTOB, AJITOPUTMOB, MAKETOB MPUKIATHBIX MPOrPaMM, MO3BOJSIOIIMX
CO3/1aBaTh SKOHOMUYECKH 00OCHOBAHHBIE CUCTEMBI 00Pa0OTKM HIKOHOMHUYECKONW HHPOPMALIUH.

3. IIPABA

3.1. byxranrep nuMeer npaso:

3.1.1. TpeGoBaTh OT PYKOBOACTBA OpraHU3AIlMU OKa3aHUs COJCHCTBUSI B HCIOJHEHUU CBOMX
JIOJKHOCTHBIX 00s13aHHOCTEA.

3.1.2. IloBbIIaTh CBOIO KBATU(UKAIIHIO.

3.1.3. 3HaKOMHUTBCS C MNPOEKTAMHM PELICHUH PYKOBOJCTBA OPraHM3allM{, KacarOLIUMHUCI €ro
JICSITSILHOCTH.

3.1.4. IlpeacraBnsiTh Ha PACCMOTPEHHUE CBOEr0  HEMOCPEICTBEHHOTO  PYKOBOAUTENS
MIPEAJIOKEHUS IO BOTIPOCAM CBOEH JCSITEIBHOCTHU.

3.1.5. Tlomyuats oOT pabOTHUKOB OpraHu3aluil HHPOPMAIMIO, HEOOXOAUMYIO IS
OCYIIECTBJICHUS CBOEH JCSATEIHHOCTH.

4. OTBETCTBEHHOCTb

4.1. ByxranTtep HeceT OTBETCTBEHHOCTbD:

4.1.1. 3a HeucnonHeHHWe WIM HEHAJIEKallee HCIOJHEHHE CBOUX O0O0A3aHHOCTEH,
MPEeIyCMOTPEHHBIX HACTOAIIEH MOMKHOCTHOM WHCTPYKIMEH, - B COOTBETCTBHM C JIEHCTBYIOIIUM
TPYJIOBBIM 3aKOHO/IATEITHCTBOM.

4.1.2. 3a nmpaBOHApyIIEHUS, COBEPIICHHBIE B MEPUOJI OCYIIECTBICHUS CBOCH NIEATEIHHOCTH, - B

COOTBETCTBUM  C  JICHCTBYIONIMM  TPaXJIAHCKHM,  aJMUHUCTPATUBHBIM W  YrOJIOBHBIM
3aKOHOAATETHCTBOM.

4.1.3. 3a mnpuYMHEHHE MaTEepPUAIBHOTO Yyiiepda - B COOTBETCTBUU C JEHCTBYIOUIUM
3aKOHOAATETHCTBOM.

4.1.4. 3a Hapymenue [IpaBun BHyTpEHHETO TPYAOBOTO PACTIOPSIKA, TIPABUI IPOTUBOIIOKAPHOM
0€30MacCHOCTH U TEXHUKH 0€30MaCHOCTH, YCTAHOBIEHHBIX B OPTaHU3AIINH.

5. YVCJIOBUA PABOTDI

5.1. Pexxum paboThl OyxranTepa OMpeaenseTcs B COOTBETCTBUM ¢ [IpaBuiamu BHYTPEHHETO
TPYZAOBOI'O paclopsiika, yCTAHOBJIECHHBIMU B OpraHU3alUH.

5.2. B cBS3M C MpOU3BOJCTBEHHOW HEOOXOAMMOCTBIO OyXrajaTep MOXET HamlpaBlsAThCS B
ClTy>keOHble KOMaHIUPOBKH (B T.4. MECTHOTO 3HAYCHU).

Hacrosmas JOJDKHOCTHAA HHCTPYKIUA pa3pa60TaHa B COOTBCTCTBUH C

(HamMeHOBaHWE, HOMED U JlaTa TOKYMEHTA)

COI'JTACOBAHO
IOpuckoncynbT

(moamuck) (®.1.0.)
T.
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C uHCTpyKLMEH 03HAKOMJIEH:

(moamuck) (®.1.0.)
" "
TI.
Bomnpocsl 11 npoBeieHus1 codeceJ0BAHUSA:

1. KakoBbl pyHKIIUN OpraHU3AIIMOHHBIX TOKYMEHTOB?

2. OcCHOBHBIE BHUAbI OpraHU3allMOHHBIX JJOKYMCHTOB.

3. KakoBbl TpeOOBaHUS K COACPIKAHUIO 1 O(OPMIICHHIO HHCTPYKIIHH?

3aganune Ne2: 3an0oiaHMTE YHH(PHUIUPOBAHHYIO (OPMY IITATHOTO PACHUCAHUSA B COOTBETCTBHH C
MPOU3BOACTBEHHOM 3aja4eH.

ITopsinok npoBeeHus 3aHATHS:

B Havane 3aHATHS cieayeT TMOBTOPUTH  MOPSJIOK  COCTaBiIeHUS U odopmiieHus
OpraHM3aloHHOro fokymenra «llltatHoe pacniucanue».

®opma mratHoro pacnucanus Ne T-3 ucrnonb3yercs s ohOpMIICHHUS CTPYKTYPBI, IITATHOTO
cOoCTaBa M IUTAaTHOW YMCICHHOCTUM OPIraHMU3allMd B COOTBETCTBUM C €€ JIEHCTBYIOIIUM YCTAaBOM.
[lItaTHOoe pacnucaHue W3 TNEpedyHs CTPYKTYPHBIX MOJpa3felieHui, JOJDKHOCTEH, CBEACHHUS O
KOJIMYECTBE IITATHBIX €IMHUII, JOJDKHOCTHBIX OKJaJax, HagOaBKax M MecsyHOM (poHae 3apaboTHOM
wiatel npennpusatus. ltaTHoe pacmucanue yTBEp)KIAeTcsl MPHUKA30M PYKOBOAMTENS OpraHU3alluu
WIN yIIoJTHOMOYeHHBIM 1M JunoM. Kox hopmer o knaccupukaropy OKY 1 0301017.

[Topsnok 3anmonaerus hopmsl T-3:

B rpade 4 "KosmyecTBO MITATHBIX €AWHUII" 110 COOTBETCTBYIONIUM JIOJDKHOCTSIM, JUISI KOTOPBIX
MIpelycCMaTpUBAETCsS COJEp>KaHUEe HEMOTHOM INTATHOM €AMHHUIIBI C YIETOM OCOOCHHOCTEH paboThI 1O
COBMECTUTEIBCTBY B COOTBETCTBUM C JECHCTBYIOIIMM 3aKoHOAaTenbcTBOM P®, mrartHas enuHuuna
yKa3bIBaeTcs B A0JX, Hanpumep, 0,25; 0,5; 1,5 u 1.1

3anonuss rpady 5 "Tapudnas craBka U mp." HEOOXOIMMO YKa3aTh MECSYHYIO 3apabOTHYIO
1aty no tapugHoi cTaBke (0KJIaay), Tapu(HON CeTKe, MPOLIEHTY OT BBIPYUYKH, J10JI€ UITU MTPOLIEHTY OT
npuobud, Kodpdunuenty tpyanoBoro ywactus (KTY), xoadduimenty pacnpenenenuss 1 T.A. B
pyOJIeBOM HCUMCIIEHUH, B 3aBUCUMOCTH OT CHUCTEMbI OIUIAThl TPyZAa, MPUHATONH B OpraHU3alMi B
COOTBETCTBUH C JEHCTBYIOIIMM 3aKOHOJATeNbCTBOM P®d, KOJIEKTUBHBIMU J1I0TOBOPaMHU, TPYJOBBIMU
JIOTOBOPaMH, COTJIAIIEHUSIMH U JIOKaJIbHBIMH HOPMATUBHBIMU aKTaMH MPEIIPUATHS.

3anonusas rpadger 6 - 8 "HanOaBku" yka3pIBalOTCS CTUMYJUPYIOLIME U KOMIIEHCALIMOHHbBIE
BBIMJIATHI (IPEMHH, OIJIATHI, HOOIPHUTEIbHbIE BIIIATHI, HAJ0ABKH), YCTAaHOBJIEHHBIE JAEHCTBYIOIUM
3akoHoAarenscTBoM P® (Hampumep, ceBepHble Hal0aBKM, HaJA0aBKHU 3a YUYEHYIO CTENEHb U T.1.), a
TaKXKe BBEJCHHbIE HA YCMOTPEHUE OpraHu3aluu (HalpuMep, CBA3aHHbIE C PEKUMOM HIIM YCIOBUSMU
Tpyna).

Ecnu 3anonHenue opranuzanueit rpad 5 - 9 B pyOjaeBOM HMCUMCIEHUU HEBO3MOXKHO B CBSI3U C
MIPUMEHEHUEM B COOTBETCTBHHU C JICUCTBYIOIIMM 3aKOHOAaTeNbCcTBOM P® MHBIX cucTeM OIUIaThl Tpya
(nanmpumep, O6ecrapudHas, cMemaHHas U T.J.) yYKa3aHHbIE Tpadbl 3aMOJHIIOTCS B COOTBETCTBYIOIIMX
€IMHULIAaX U3MEPEHUs (HanmpuMep, B MPoLeHTaX, KoApGUIUEHTaxX U T.1.).

KoppekTupoBku B IITaTHOE paclMCaHUE BHOCATCS B COOTBETCTBUHU C NPUKA30M PYKOBOAMTEIS
OpraHM3alMK UIH YIOJTHOMOYEHHBIM UM JIUIIOM.

IIponsBoacTBeHHas 3a7aya:

CocraButh mratHoe pacnucanue n\c Ne 3 «Anenymikay. 3aBeayromas - 1, okman - 1000 pyo.,
oyxranrep - 1, oknan - 900 py6., meroauct - 1, oknazg - 800 py6., menpaboTHuk - 1, oknazg - 700 pyo.,
My3. pyKOBOAMTENb - 1, okmazg - 600 py6., BocuTaTens - 7, oknaz - 500 py0., KmagoBmuK - 1, okman -
400 py6., mom. Bocriutarens - 7, oknan - 350 py6., moBap - 3, oknaza - 300 py6., HOUHOM CTOPOXK -2,
oknan - 250 py6. Paitonnsiii koaddurment - 10%.

Bomnpocsl 11 mpoBeieHus1 codeceJ0BAHUSA:
1. KakoBo comepxaHHe MOHATUN «cHUCTeMa JAOKYMEHTAIMW», «yHU(UIMPOBAHHAs CUCTEMa

nokymenTanun»? [lpusenure npuMepsl YHUPUIIMPOBAHHBIX CUCTEM JOKYMEHTAIIUH.
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2. B uyewm 3akimoyaercsi CyTh YHU(PHUKAIMK U CTAaHAAPTU3ALMHN B I€TONPOU3BOACTBE?
3. Xapakrepuctuka M cocraB JokyMmeHTa «llltaTHoe pacnucanue». Ero HasHaueHue B

KOMIIJICKCE NOKYMCHTAlIUU OpraHrU3alu.

PaCl'lopﬂ)II/ITe.]IBHLIe AOKYMEHTbI. BI/I)II)I, HasHa4YC€HUue, rpaBuja OQ)OpMHeHI/Iﬂ

Heab padoThi: MpUOOPECTH HABBIKK B COCTABJICHUU M OOPMIICHHH PEKBU3UTOB PACTIOPSIUTEIBLHBIX
TOKyMeHTOB, pykoBojctBysice ['OCT P 7.0.97-2016 «Hamuonaneublii crangapt Poccuiickoi
Oenepanmu. CucreMa CTaHAAPTOB MO HWHGOpPMAIUHU, OUOIMOTEUHOMY U H3JATEIHLCKOMY JENy.
Opranu3alnOHHO-PACIIOPAIUTENIbHAA JoOKyMeHTaus. TpeboBaHus K 0pOPMIICHUIO TOKYMEHTOBY.
Iopsiiok npoBeaeHUsI 3aHATHS:

B Havane 3aHsTHS = clenyeT MOBTOPUTH MOPAJOK  COCTaBlieHUST U odopmiieHus
pacrniopsiauTenbHOro qoKkymeHTa «lIpukaszy.
3ananue:

CocraBpTe mpUKa3 IO OTKPBITOMY akKIMOHEpHOMY ooOmectBy «HoBocuOupckuii 3aBoj
XUMKOHIIGHTPATOB» 00 yTBEPXKACHUHM HMHCTPYKIMH 1O JENONpPOM3BOACTBY Ha 3aBoie. B
KOHCTaTUPYIOIIEH YaCTH YKaXUT€, 4YTO B COOTBETCTBUM ¢ THUNOBOM HMHCTPYKUHEH IO
JENIONPOU3BOJICTBY B MHHHCTEPCTBaX, BeAOMCTBax Poccuiickoil (enepanuu, yTBEp>KICHHOU
pacniopsokenrem IlpaBurensctBa Poccuiickoit genepanuu ot 24.06.1992 Ne 1118-p, u ¢ T'OCT P
7.0.97-2016 xanuenspueii 3aBoa pa3padOTaHbl MOPSAIOK MPOXOXKIEHUS TOKYMEHTOB U CTaHIAPTHI Ha
OpraHU3alMOHHO-PACTIOPSAIUTEIBHYIO JOKYMEHTAIMID. B pacnopsnuTensHON dYacTH yTBEpAUTE
UHCTPYKILUIO U TIOPYYUTE 3aBEAYIOLIEH KaHIEnspuell 00ecreunTh METOJUYECKOe PYKOBOJICTBO
OpraHu3alyeil JeTOoNMpPOU3BOJICTBA HAa MPEANPUITHH U YCTAHOBUTH KOHTPOJIb 3a COOJIOJCHHEM
TpeOOBaHUI MHCTPYKIIMH, OCTATIbHBIE PEKBU3HUTHI YKAKUTE CAMOCTOATEIHHO.

Obpasey
HAMMEHOBAHUE OPI"AHU3ALINN
CripaBouHble JaHHbIE 00 OpraHU3aIH
(MHIEKC MPENTIPUATHUS CBSI3HU, TOUTOBBIH
anpec, Ne TenedoHa, gaxca u T. 1.
OKIIO OKVY I)

ITPUKA3
00 00.0000 Ne 00
MECTO COCTaBJICHHUS

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

B koHcTatupyromeii 4acTu H3MaraloTCs OCHOBAaHUSA, IEH, MOOYIUBIIHE PYKOBOJCTBO
OpraHu3alMi W3JaTh TMpUKa3. B HEKOTOPBIX CiIy4yasX, KOTJla OCHOBAaHUS OYEBH]IHBI,
KOHCTAaTUpYIOIIasi 4YacThb OIycKaercs. PacnopsiauTenbHas 4YacTh HAYMHAETCAd CO  CJIOBA
I[TPUKA3BIBAIO:

1. B Havasie myHKTa NMPUBOJUTCS HaUMEHOBAHHUE JOJKHOCTU ucnonHutend, ero . 1.0,
WM HAaWMEHOBAaHHME CTPYKTYPHOTO ToOJpa3feieHuss (B JaTeIbHOM TMajexe), 3aTeM YeTKO
M3JIaraeTcsl COAEpKaHUE TpelaraeMbiX ACHCTBUN (HAYMHAETCS C IJIarojia HEONpeaeIeHHOU
(bOopMBI) U yKa3bIBa€TCS CPOK UCIIOIHEHUS.

2. CTpykTypa TOCIHEAYIOIIUX MYHKTOB aHanoruyHa. [IyHKTBI MOTyT pa3OuBaThbcs Ha
noanyHKThl (1.1, 2.3 u T. 1.). B OTACNBHBIX CiIydasX TEKCT MOXXET NPEICTaBIATHCS B BUIIC
TAOJIMIIEL.
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3. B mocnegHeM myHKTe IpHKa3za MPUBOJAUTCS YKa3aHHE O KOHTPOJE 3a HCIOJIHEHHEM
npukaza: KoHTpoab 3a UCMOJHEHHEM MpPUKa3a BO3JIOXKHUTH Ha... (YKa3bIBaeTCS JOJKHOCTD,
@®.1.0. wim HaMMEHOBaHHUE CTPYKTYPHOTO MOAPA3IACIICHHS ).

HaumeHnoBanue qomKHOCTH
PYKOBOJUTEIA (moamuce) H. O. ®amunus

Busbl 3auHTEpEeCOBAHHBIX JIUIT
JIOMKHOCTD

noanuck M. O. damummst
00.00.00

Ucnonautens (Pamunus niau Gamwmms, Mms, OTaecTBo)
tesnedon (000 00 00)

B neno 00-00 (moamuck)

UIEHTU(DUKATOP
3JICKTPOHHOM KOITHH
JIOKYMEHTA

Obpasey
OO11eCcTBO ¢ OTPaHUYCHHOW OTBETCTBEHHOCTHIO «OpOuTa-M»
000 «OPBUTA-M»

IIPUKA3
03.03.2016 Ne 34
Mocksa

O Ha3Ha4YeHHMH OTBETCTBEHHOIO
3a y4eT, BeJlcHHe, XpaHCHH e
U BBIIa4y TPYAOBBIX KHHKEK

B cBsi3u ¢ H€06XOI[I/IMOCTI>IO MMPAaBUJIBHOI'O BEACHUA U XPAaHCHUA TPYAOBbIX KHHKXCK U BKJ'IaI[I)IIHeI\/'I

K HUM
[TPUKA3BIBAIO:
1. Hasznaunts BacunseBy Mapuny BrnaguMupoBHy, MeHeIXepa IO IEepCOHAIY,

OTBETCTBEHHOH 3a Y4€T, BEACHUC, XPAHCHUC U BbIAAYy TPYAOBBIX KHHIKCK paGOTHI/IKOB n
BKJIAJBIIIEH K HUM.
2. KOHTpOJ'IB 3a HUCIOJHCHHUEM HACTOALICTO PCIICHWA BO3JIOXKHUTH Ha HAYaJlbHUKa OTAC/Ia

kaapoB JIyrosyro Onbry AjekcaHIpOBHY.

JupexTop Ioonuco IT.A. CrenanoB

C npuka3zomM 03HAKOMJICHBI:
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Iloonuce O.A. JlyroBas
03.03.2016
Toonuce M.B. Bacunnena

03.03.2016

Bomnipocsl 111 poBeieHus1 codeceJ0BAHUA:
1. KaxoBbl OCHOBHBIC (PYHKIIUU PACTIOPSIIUTEIBHBIX JOKYMEHTOB?

2. llepeuncnute cTaguy MOATOTOBKU PACIOPAIUTEIBHBIX JOKYMEHTOB.
3. [Ilpukas. Ilonstue u BUABI MPHUKA30B. 3HAYEHHE, CTPYKTypa U COJEp)KaHUE IMpHUKa3a 0

OCHOBHOI1 1eATEJILHOCTH.

IpakTnyeckoe 3ansiTue Ne 3

Tema 4. UndopManiuoHHO-CIIpaBOUYHbIE JOKYMEHTHI. BUabl, Ha3HAYeHMe, MpaBUJIA
odopmiieHuUs.
Heap padoThI: 3aKpeNHTh MOJYYCHHBIC 3HAHUS; CPOPMUPOBATH HABBIKM O(POPMIICHHUS CIIPABOYHO-
MH(OPMALIMOHHBIX TOKYMEHTOB.
Ilops10K BBIOJHEHHUS Pa0OThI (CTYAEHTHI BLIIOJIHSIIOT IBA 3aJaHMs M3 IPEI0KEHHBIX Ha BEIOOD):
1. Hanummmre OTBETHI Ha CIAEAYIOUINE BOIIPOCHI:
e JlenoBble muchbMa: HYHKIMH, KIacCUPUKAIHSL.

e CTpyKTypa U peKBU3UTHI JAEJIOBOrO MUChMA.

2. CocraBbTe Clly’ke0HO€ HHULIUATUBHOE MMMCbMO-HATIOMUHAHUE 110 CIEAYIOIUM JaHHBIM:

aBTop nucema — AO «KBAHTPA»,

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

OKTIO 03944527,

OI'PH 1038800839857

WHH/KIIIT 5708022410/817002002;

MOJIKCHIBAET MUCHMO - TupekTop Bonoxos U.B.;

anpecart: qupekrop TOO «JIMIEP» Cokonos A.H.;

aapec: yn. Ocroxenka, 1.9; Mockga; 142274;

OKTIO 04956728; OI'PH 1056600849824;

WHH/KIIIT 2508022310/624002004.

[TuceMo sIBiIIeTCSl HAIOMUHAHMEM O TOM, YTO 00si3aTenbCTBa Mo KOHTpakTy Ne25 ot 14.02.2013 o
noctaBke MeOenr He BBIMOJHSIOTCS, CPOK OTIPY3KHM MCTEK 2 HENEeNU Hazal, U 3aJepKKa MOCTaBKH
MO’KET IIPUBECTHU K MPEKPALLEHUIO0 COBMECTHOM J1€ATEIBHOCTH.

3. CocTtaBbTe OTBETHOE MTUCHMO, B KOTOPOM OYyJIeT COOOIIEHO O MPUYNHE 3aICPKKH MTOCTABKH MeOen
U IPUHATHIX MEpax.

4. CocraBbTe IOKJIAJHYIO 3alMCKY HadaJbHUKA IUIAHOBO-DKOHOMHYECKOI'O OTJENa, PYKOBOIUTEIIO
npeanpusaTis 00 obecreueHUH OT/eNa YeThIpbMsi KoMIbloTepaMu. OcTajabHbIE PEKBU3UTHI YKaKUTE
CaMOCTOSITEIILHO.

5. CocraBbpTe nokianHyto 3amucky Oyxranrtepa Tumommuoit W.II. rmaBHOMy Oyxrantepy (QUpMBbI
«Pybun» badbuuery H.IT. ot 15.09.2000 o npousBenennoit TumommuHoi M.I1. nmpoBepke BHIMOIHEHUS
npukaza aupekropa ¢upmel Ne 92 or 12.01.2000 «O cocTrossHUM OyXrajaTepckoro yd4era Ha
CTpouTeNbcTBE 0a3bl OT/AbIXa B paitone O6ckoro Mopsi». B npukase ObuM yka3aHbl KOHKPETHBIE CPOKH
JTUKBUJAIIMN HEIOCTAaTKOB, 00HapykeHHBIX B ssHBape 2000 roga. B mokiaaHoi 3amucke JOKHO OBITH
OTMEUYEHO BBINIOJHEHWE BCEX ITYHKTOB IIpUKa3a, 3a HCKIIOYEHHEM ITYHKTOB 00 OpraHu3aIiu
PaBHOMEPHOW €KETHEBHOM cIaun pabovYrMH HapsIoB Oyxranrepy. BeisBieno, uro 25 ¢espans 2000
r. 6bU10 caHo Tobko 35,2% Bcex HapsanoB. OctanbHble HapAasl cianbl 1 mapTa. Ilo rpaduky cpok
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Clayu TOCTEAHMUX HapsIOB 3a MPOLUIBIA MECSI] YCTAaHOBJIEH IMEPBOr0 4YMCia CIEAYIONIEro Mecsla.
OcranbHble JaHHbIE YKAKUTE CAMOCTOSITEIHHO.

6. CocraBbTe MUCHBMO — IMpUIJallleHue OO0bEeTUHEHHS «IKCIOLEHTP» C MPEUIOKEHUEM MPUHATH
ydyacTHE€ B POCCHUHCKOHM BBICTaBKE Ha MEXAYHApOIHOW oOImieorpacieBoi sipMapke B T. M3mupe
(Typmwus), xotopast 6yaet npoxoauts ¢ 20 Hos0ps mo 10 gexabps 2013 roga M3mupckas spmapka
SBIISICTCS OJHUM M3 KPYMHEWUIIMX TOPTOBBIX MEPONPHUSATHH CTpaH cpeaHero u OmmkHero Boctoka. B
TEKCTe HaJ0 yKa3aTh, YTO y4acTHE B ITOW spMapKe MO3BOJSET IIUPOKO MPEICTaBUTh IKCIOPTHYIO
MPOAYKIHIO OPTaHU3AIMH, TPOAATH SKCIIOHATHI CO CTEH/A, M3yYHTh OCOOCHHOCTU PBIHKA, OOMEHSATHCS
C IpYrUMH YYaCTHHKaMH SpPMapKH HAay4dHO — TEXHMYECKOM HMH(OpManuend U 3aKII0YUTh BBITOJHBIC
CHIETIKU.

7. OdpopMuTe MHUIMATHBHOE MHCHMO, PACIONOXKUB peKBU3UTHI B coorBercTBHM ¢ ['OCT P 7.0.97-
2016:

JupexTopy pexiiamHoro arenrcTa «Jpa» H.U. UepkacoBy, np. Ctpouteneii, 5/2, r. Duck 29.05.2001
No 58/03-05. O0 U3roTOBJIEHUU U Pa3MEIICHUH PacTsHKKH. ¥YBakaeMblii Hukomnait Banosuy Ilpocum
Bac u3roToBUTHh U pa3MECTUTh PACTSAKKY Yepe3 MPOe3Kyko yacTh 1o yia. CanoBoil B pailoHe MarasuHa
«Betb» Ha 23 nmus (¢ 18 urons mo 11 aBrycra). OmnaTy U3rOTOBJICHMS, Pa3MEIIEHUS W apeHbI
rapantupyem. C yBaxxenueMm. ['enepanbubiii aupexrop M. A. IlaBnoB. AnToHOBa 45-83-98.

Bonpocs! 1st poBeieHUs co0eceJOBAHNA:
1. Yto Takoe cinyxxedHoe nucbMo? Ero mMecto B 1€10BOM NEpENucKe.

2. Kaxkue TpeGoBaHUs HEOOXOMMO COOJIIOATh IIPU BEAECHUU MEPENHUCKU.
3. KakoBa cTpyKTypa /1€J0BbIX UCEM?
4. Kiaccudukaius 1eI0BbIX MHCEM.

Obpaszey cnysicedbHo20 nucoma

OTKpBITOE aKIIMOHEPHOE Hupexropy AO «J/Ilnamor»
obmiectBo «I"apanT» B.A. Opnosckomy

(ITAO «I"apanT»)

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

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

E-mail: garant@garant.by

p/c 3031234560078 B dpuinane

ITAO «benmpomMcrpoiibank» r. ['omens

M®O 202101234 YHH 600055

14.01.2009 Ne 01-05/10
Ha Ne oT

O 3anpoce npeaIoKEeHHs Ha TOCTaBKY
XOJIOTUITHHOTO 000pYIOBaAHUS
VBaxkaeMmbiii Bacunuii AHTOHOBUY!

[Tpocum Bac BriciaTh Ha HalI aapec MpeIoKEHNEe Ha TTOCTaBKY OOJBIITON MapTUH
XOJIOIMIIBHOTO 000pyIoBaHus. B mpeioKeHn: MpoCcuM yKa3aTh CTOUMOCTD OJTHOM XOJIOAMIBLHOM
KaMepbl TP ONITOBOM MOCTAaBKE, CPOKH MOCTABKH, CTOMMOCTh TPAHCIIOPTHPOBKH M (JOPMY OTLIIATHI.

3apaHee 6J'Ial“0,[[apHBI u YGC)KI[GHBI, YTO HAIIC COTPYAHHUYICCTBO 6y,Z[CT IJIOAOTBOPHBIM.

C yBaxeHueM,
Hupektop Hecmeposuu C.B. Hecreposu
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Obpasey cocmasneruss NUCbMA
HANMEHOBAHUWE OPI"AHU3 AN AnpecaT: HAMMEHOBaHUE JOJKHOCTH
CrnpaBouHbI€ TaHHBIE 00 OpraHU3AII ®damunus M.0O. (Bce B 1aTEIIBHOM TAJIEKE)
(MHACKC MPEeANPUATHS CBSI3H, TOYTOBBIN [TouToBBIM MHIEKC, aapeC
aapec, Ne reneona, akca u T. 1.
OKIIO OKVYI)

00.00.0000 Ne 00
Ha Ne 00 ot 00.00.0000

3aroyIoBOK K TEKCTY, (OTBEYaET
Ha Bonpoc «O yeM?», HaunHaeTCs
¢ npeiora «O»)

Ecnu TekcT nuceMa cocTouT U3 ABYX U Ooiiee ab3aleB, TO MUCHMO Ie4YaTaeTcs ¢ 5-ro 3Haka (ot
1-ro monoxenust Tabymsitopa). Texct O6e3 ab3aleB MOXKET Te4YaraTbCsi HEMOCPEACTBEHHO OT JIEBOTO
noJtst (0T 0-ro MosjoKeHus Tadynaropa).

Tekcr nuckMa TOJDKEH BKIIIOYATH TPU CTPYKTYPHBIX 3JIEMEHTA: BBOJIHYIO YaCTbh, M3JIATarOIIYyI0
ImoBOA IJid HaIMCaHWA IMHCbMA; AJ0Ka3aTCJIbHYIO 4YaCTb, IPUBOAAIIYIO JO0BOJbI, CCBIJIKM Ha
HOPMAaTHBHBIE JOKYMEHTHI; 3aKIIOUYHTENBHYIO YacTh, B KOTOPOH M3J1araeTcsi mpock0a, coriacue, 0TKas
U 1p.

Bo3mokeH 0OpaTHBIN MOPSIIOK MTOCTPOCHHUS TIChMa: 3aKJIIOYUTENIbHAS YacTh IIPUBOAUTCS MEPE
J0Ka3aTeIbHON. DTOT MOPSIIOK XapaKTEPEH IJISl IIMCEM BBIIIECTOSIINX OPTaHU3aIIiA.

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

HaumeHnoBanue qOMmKHOCTH
PYKOBOJIMTENS (moamucek) H. O. damumnus

Buszsr:
JIOJDKHOCTB
(moxmucek) N.O. Gamunus

Ucnionmautens (Gamumnus nian OamMuiusi, UMsi, OTIYECTBO)
tesnepon 000-00-00

IIpakTyeckoe 3ansaTue Ne 4

Tema S. JlokymeHTBI MO TPYAOBBIM OTHOmeHMAM. Kiaaccudukanusi, npasuiaa odopmiieHus
AOKYMEHTOB I10 JINYHOMY COCTaBY.

Leas paboThbl: W3y4yuTh TPEeOOBAHUS IOATOTOBKE JOKYMEHTAIlMM MO TPYIAOBBIM OTHOLICHHSM,
KJaccupukanuoo, TMnpaBwia o(OopMIeHUS JOKYMEHTOB IO JMYHOMY COCTaBy. DBhinonHeHnue
NPAaKTUYeCKOM paloThl 3aKirodaeTcss B OOYyYEHMM 4Yepe3 MPaKTHKY, MOJCIUPYIOIIYI0 peajbHbIe
TPYIOBBIE TMPOIECCHl MPEANPUATHs (OpraHU3alMK), a TaKXKEe MPUOOPECTH HABBIKM B COCTaBICHUU U
oopMIIeHNN PEKBU3UTOB IOKYMEHTOB 10 JJMYHOMY COCTaBY Mpennpusarusi, pykoBoactysice ['OCT P
7.0.97-2016 «HanmonaneHelii crangapr Poccuiickoir @enepannnu. Cucrema CTaHIapTOB IO
uHpopmanuy, OUOIMOTEYHOMY U H3AaTeNbcKoMy jeny. OpraHu3aloHHO-pacropsauTeIbHas
noKyMeHTanus. TpeboBaHus K 0OPMIIEHUIO TOKYMEHTOB).

[Tops/TOK BBITOTHEHUS PAOOTHI:
B nauane 3aHsTHUS CcleqyeT TMOBTOPHUTH MOPSAIOK COCTaBIEHHUS U O(POpMIIEHUS JTOKYMEHTOB IO
JUYHOMY COCTaBY MPEANPHUATHS (OpTaHU3AIIHH ).
3aganue 1. CoctaBuTh 3asBlIEHUE O IPHEME Ha padoTy.
HcnonuuTh HEOOX0AMMBIE BU3bI HA 3asIBICHUU.
HanoxuTh pe3onronuo pyKOBOIUTES IPEANPHUATUS Ha 3asBIICHHE.
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O6pa3eu 3AA6JIEHUA O npueme Ha pa6omv

Hupektopy I[TAO «Pagyra»
Npanosy C.B.
[TerpoBa Bacunus I'puropserua
3as1BJICHUE.

[Ipoury npuHATH MEHsI Ha pabOTy cTapmuM uHxXeHepoM ¢ 19.11.2012 r.
18.11.2012 Ilempos

Mertoauueckue yka3zaHus K padote

3asBieHHE O ITpHEMeE Ha PabOTy COJEPKHUT MPOCHOY O 3aKITIOUEHUH TPYAOBOTO JJOTOBOPA.

bnaHk 3asBieHus 0 NMpueMe Ha paboTy UMEET TaKyl0 )K€ CTPYKTYpY, Kak OObIYHOE 3asBIICHHE.
[Tumercst Ha WMS PYKOBOIUTENS OpTraHU3allMM, OT pyKH Ha jaucrte Oymaru ¢opmara A4 wmm
HaOupaeTcss Ha KoMIbloTepe. B TekcTe yka3plBaeTcsi mpearnosiaraeMas 10JDKHOCTh U Jara IMpueMa Ha
pabory.

3asBI€HHUE OTIPABISAETCS B JIMYHOE AEJO0 COTPYAHHMKA U HA €r0 OCHOBAaHUM W3JAeTCs IMPUKA3 O
npuemMe Ha paboTy.

Taxke mnpu ycTpoiicTBe Ha pabOTy COMCKATENI0 HEOOXOAMMO MPEIbSBUTH ClEAYIOIINE
JIOKYMEHTBI:

e IACIOPT;

o UHH;

e TPYIOBYIO KHUXKKY;

e CTPaxoOBOE CBHJIETEIHCTBO IEHCHOHHOTO (hOH[A;
. JAOKYMCHTBI BOMHCKOI'O YUCTa,

e JIOKYMEHT 00 00pa3oBaHMH.

3apanue 2. CocTaBuTh MPOPECCHOHATIEHOE PE3IOME MIOMOIITHUKA OyXranTepa.
Oopasey pe3rome Ha 0071HCHOCHb ROMOUWHUKA OyXzaimepa

Yepusasckasa Oabra CepreesHa

Hara poOXKAeHMs: 05.05.1990 T.
Anpec NMPOKUBAHMSA: T. Mockaa, YL boranunueckas, Mectogna |2
Tenedon: (495) Baweit 2

e-mail: chernyavskaya o@yandex.ru boTorpadum

He.]'lb: COMCKaHHUEC JOJIXKHOCTH ITOMOIITHHUKA 6YXFaJITCpa.

OnbIT padoThI:
asryct 2012 r. — 00O «Mujeamn»
HACT. BpeMs Cdepa nesarenbHOCTH: TPAHCIIOPTHBIE YCIYTH
JoaKHOCTB: TOMOIITHUK OyXraiaTepa
OYHKIMOHATBHBIE 00S3aHHOCTH:
* paboTta c MepBUYHON JOKyMeHTaluen (cuera-pakTypsbl, akThl),

*  BEJICHUE KaCChI;
*  BBINIOJIHEHUE MOPYYEHHH INIaBHOTO OyXrairepa;

¢ TIOC3JKH B HAJIOI'OBBIC OPTaHbI, cDOH,Z[I:I.
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http://working-papers.ru/zajavlenie-o-prieme-ne-raboty.html
http://working-papers.ru/zajavlenija

OopaszoBanme: 2007-2012 rr., MOCKOBCKMI TOCYJapCTBEHHBI TEXHUUYECKUH YHUBEPCHUTET,

HKOHOMHYECKUH (PaKyIbTeT, TUIJIOM CHEIHATHNCTA.

JonosiHuTe/IbHOE 00pa3oBanme: HOI0pb 2012 1., kypcwl «1C: byxranrepus 8.2.» B ydeOHOM LIEHTpe
«byxcod1», r. Mockaa.

IIpodeccuonanbHbie HABBIKM: yBepeHHBIH monb3oBarens [IK: MS Excel, Word, 1C: Byxranrtepus
8.2, 3HaHME OCHOBHBIX OYXTaJITEpCKUX MPOBOOK.

JInuHbIE KayecTBa: YCUIYUBOCTb, BHHUMATCIBHOCTb, BBICOKass ~ paboTOCIOCOOHOCTS,
OTBETCTBEHHOCTH, UCIIOJIHUTEILHOCTh, aKKYPaTHOCTbD.

3a11a}me 3. CocraBuTh IMpUKa3 O 3a4YMCJICHHU Ha pa60Ty B COOTBETCTBYIOILICC IMOAPA3ACIICHUE, C
OIMPCACIICHHOIO 4ucjia, C OIPCACICHHBIM HUCIIBITATCIbHBIM CPOKOM, C YCTAHOBJICHHCM YPOBHS OIJIATHI
TpyAa COTJIIACHO JIMYHOMY 3asBJICHUIO, BU3aM U PE30JIIOIIMU HA HEM U TPYAOBOMY A0OI'0OBOPY.

Ilpuxkas (pacnopsaxncenue). Oopaszey (popma)
(0 npunamuu na pabomy)

HAUMeEHoBeAaHrue opeanuzayuu

ITPUKA3
(pacnopsikeHue)
0 mpueme pabOTHHKA Ha paboTy
Ne
«» 20 T
[TpunATE Ha paboTy € « » 20 1.
damunus, ums, omuecmeo compyOHUKa
8
HAUMEHOBAHUEe CMPYKMYPHO20 NOOPA30eNeHUsl KOMNAHUU
HAUMEHOBAHUE OOJIHCHOCU
Ycnosus npuema Ha pabomy, xapakmep padoomol
C OKJIaJIoM (Tapu(HOI CTaBKOIN) pyo KOII,
Ha/10aBKOM pyo KOII,
C UCIIBITATENIbHBIM CPOKOM MecsIa.
OcHoBanue: TpynoBoit 10roBop (KOHTPAKT) OT « » 20 roma Ne

PYKOBO,Z[I/ITCJIB OopraHu3anuu

O0IHCHOCTID nOONUCDH pacuughposxa noonucu

C npuka3om (pacropspkeHUEM ) «» 20 T
03HAKOMJICH nOONUCy pacuiugposka noonucu
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YuauduuupoBannast ¢opma Ne T-1

YT1BepxaeHa [ToctanoBneHuem
I'ockomcrara Poccun
o1 05.01.2004 Ne 1
Kon
dopma o
OKVY I 0301001
o
OKIIO
(HaMMEeHOBaHWE OpTraHU3AIIH )
Howmep Hara
JIOKYMEHTa COCTaBJICHUS
IMPUKA3
(pacnopsizkeHue)
0 npueMe padOTHUKA Ha padoTy
[ara
IIpunsaTs Ha padoTy c
1o

TabenbHBINM HOMED

(pamunus, uMs, OTIECTBO)

B

(cTpyKTypHOE TI0/Ipa3/iesieHue)

(1OJKHOCTD (CIeUalIbHOCTD, podeccust), pa3psia, Kiace (KaTreropys) KBaau(ukamun)

(ycnoBus nmpuema Ha paboTy, XapakTep padoThl)

KOII.

KOII.

Mecsa(eB)

¢ TapuHOi1 cTaBKOI (OKIIaI0M) pyo.

(wncppann)
Ha0aBKOU pyo.

(undpann)

C MCITIBITAHUEM Ha CPOK

OcHoBaHue:

TpynoBoil A0roBop

oT ” 20 1. Ne

PykoBoaurenn

OpPraHu3annu

(TOMKHOCTD) (uHas
TTOJIITHCB )

(pacmmdpoBka moanucy)
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[\

C npukazom (pacnopstkeHueMmM) pPadOTHHK
03HAKOMJIEH

(13 2

(e}
—

(JTMYHAs TTOTUCH)

YuuduuupoBanubie GopMbl JOKYMEHTOB 110 JUHYHOMY cocTaBy. U31aHue NPUKAa30B M0 JUYHOMY
COCTaBYy.

Henp paGorbl: 03HAKOMUTBHCS C TMOPSJAKOM H3JAaHUSA [PUKA30B IO JIMYHOMY COCTaBy ¢C
HCIOJIb30BaHUEM YHU(DULIUPOBAHHBIX (DOPM TOKYMEHTOB.

3ananmue 1.
OdopMuTh IpHKa3 0 TUCHHUILTHHAPHOM B3BICKAHUHM pa0OTHUKA HA OCHOBE MpeJiaraeMoro oopasia.

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

O oucyuniuHapHoM 83bICKAHUU

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

Ha ocHOBaHuU BBIIEHU3NIOKEHHOTO M panopra HadajdbHUKa cMeHbl TapacoBa II. H. ot
09.03.2016, mucemenHoro oobsicieHust EBceesa C. B., ohopmileHHOTO B IPUCYTCTBUN KOMUCCHH aKTa
00 orcyrcTBUM Ha pabore ykazaHHoro corpynuHuka oT 09.03.2016, rpaduka paGouero BpeMEeHHU Ha
Mmapt 2016 rona
I[MTPUKA3BIBAIO:

1. 3a rpy0Ooe HapylieHHE TPYIOBBIX OOS3aHHOCTEW — OTCYTCTBHME Ha pabouem Mecte 0e3

YBOKUTEIBHBIX MPUYUH OOJiee YeThIpeX 4YacoB MOAPSA B TeUeHHE pabouero aHs (Tporyln)
EBceeBy Cemeny BukropoBuuy (tab. Ne 00365) 00bsBUTH 3aMeUaHUE M CHU3UTH MPEMUIO 32
MapT 2016 rona Ha 30%.

2. HWucnexropy no kanpam [epsounoit C. A. xonuto npukasa HanpaButh B OTu3, 03HaKOMUTH

pa6OTHI/IKa o pacCIiucKy.

Hupextop OO0 «Cdepa» Comnuxos /CotauxoB H. E./
C npuka3oM 03HaKOMJIEH: Escees /EBcees C. B./ 10.03.2016
3aganue 2.

OdopmuTh nprKa3 0 HANpPaBICHUU PaOOTHHKA B KOMAaHJIMPOBKY Ha OCHOBE IpejjiaraeMoro oopasua.
3anonaHuTe YHUPUIMPOBAHHYIO HOpMYy.
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Yuudunuposannas gopma Ne T-9

YTBepxkaeHa MIOCTaHOBJIEHUEM
I'ockomcrara
Poccun ot 06.04.01 Ne 26
Kon
®opmMma 10
OKYI 0301022
no OKIIO
(HaumeHoOBaHUe OpeaHU3AYUL)
Howme
p Jara
JIOKYMEHTa
IMPUKA3
(pacnopsizkeHue)
0 HANPABJIEHUHN PA0OOTHUKA B KOMAHIHPOBKY
HanpaBurbh B KOMaHAUPOBKY:
TabenbHbIH
HOMEpP
(DHO)
(Oondcrocms)
(cmpyxkmypnoe noopazoenerue)
(Mecmo KOMaHOUpoBKU (Cmpaua, 20poo, opeanu3ayus))
KaJICHIapHBIX
CPOKOM Ha JHEW
c“ ” 20  roma no “ ” 20  roma
C LIETBIO
KomangnpoBka 3a cuer
CPEJICTB
OcHoBaHue:
(cnyoicebHOe 3a0anue, Opy2oe 0CHO8aHue (Homep, oama))
PykoBoaurenn
OpraHu3anuu
(OondcrHocmy) (noonucw) (pacuughposka noonucu)
C npuKasom  (pacrnopsikeHHueMm) 2 roJ
03HAKOMJIEH “ ” 0 a
(noonucv pabomuuxa)
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3aganue 3.
Odopmuts mpukaz O HampaBJeHHH pPaOOTHHWKA B OTIIYCK Ha OCHOBE MpejaraemMoro obpasia.
3anonHuTe YHUQUIUPOBAHHYIO (POPMY.
YHudmumnposaHHada 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 pnokymeHTa [ata coctaBneHus
NMPUKA3 25-0 25.02.2013
(pacnopsikeHue)
O nNpepocTaBrneHnn oTnycka paboTHUKyY
MpeanocTaBUTL OTNYCK TabenbHbIN HOMeEpP
Maeneeea MapuHa CepzeeeHa 0012
damunums, uMs, 0T4ECTBO
omaden ¢huHaHcoe
CTPYKTYpPHOE nogpasfeneHve
¢huHaHco8bIl MeHedXep
[OIMKHOCTb (CneumanbHOCTb, npodeccus)
3a nepuog paboteic " 23 " AHeaps 20 12 r. no" 22 " AHeapss 20 13 .
A. eXXerogHbIn OCHOBHOW Onfia4ynBaeMbIn OTMYCK Ha 28 KaneHgapHbIX AHen
c " 04 " mMapma 20 13 r. no" 31 " mapma 20 13 .
n (unm)
B.

€XeroAHbI AONONHUTENBHO ONnayvMBaeMbli OTNYCK, y4ebHbIN, 6e3 coxpaHeHnsa 3apaboTHoOW nnaTebl 1 Apyrme

(ykasatb)
Ha KaneHOapHbIX AHEN

c " 1] 20 r no " " 20 r.
B. Bcero otnyck Ha 28 KaneHaapHbIX 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 npuka3om (pacnopspkeHue M) lMaeneesa "25 " gegpans 20 13 r.
paGOTHMK O3HaKoOMIeH nn4yHaa nognnucb
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®opMuUpOBaHHe U BeleHHe JJUYHBIX J1eJl pA00THUKOB.

Heap padoThl: 03HAKOMHUTHCS C MOPAIKOM (OPMHUPOBAHUS U BEAEHHUS JUYHBIX el pPaOOTHHUKOB B
OpraHH3alMH.

JInyHoe /1e10 - COBOKYIHOCTh JOKYMEHTOB, COJEpXalllUX CBEACHUS O pPAOOTHHUKE U €ro
TpyAOBO# AesrenbHOCTH. DopMupyercs KaapoBoil ciy)00il opraHu3anuy 1Mociie U3AaHus MpHKa3a o
npuemMe Ha paboTy.

3aBeqeHNe JIUYHOTO Jiea Ha pabOTHHKA, IO 00IIEeMy MpaBUILy, HE SIBJISETCS 0043aTeIbHBIM, TO
€CTb, HET HUKAKMX HOPMATHUBHBIX aKTOB, OOS3BIBAIOIIMX K 3TOMY paboTonaTens, 3a HCKIIYEHHEM
denepanpHoro 3aKkoHa "OO6 ocHOBax rocyaapcTBeHHOM ciryx0b1 Poccuiickoit deneparuu” (Ne 119-D3
ot 31 mrons 1995r.), 00s3BIBAIONIETO KAAPOBYIO CIY)KOY BECTH JUYHBIE Jlela HA TOCYAapCTBEHHBIX
CITy>KalluX.

Boree Toro B HOpPMAaTHUBHBIX akTax, K mnpumepy '"llepedeHb THNOBBIX YIPaBICHYECKHX
JOKYMEHTOB, 00pa3yloluxcs B JEATENbHOCTH OpraHu3aluii, C yKa3aHHEeM CpPOKOB XpaHEHHs'",
YIOMUHAIOTCA JOKYMEHTBI, "HE BOLIEAIIME B COCTAaB JIMYHBIX Jen', a Takke ''XapakTepuCTHKa
paboTHuka, He uMeromero juuHoro aena". Takum o0Opa3om, cocTaB JOKYMEHTOB JIMYHOTO Jela
paOOTHHKA HE PErJIAMEHTHPOBAH POCCHUICKUM 3aKOHOJATEIHCTBOM M TIO CIIOXHBILEHCS TPaguIud
(mpuBBIYUKE) MBI OTTAIKUBAaeMCS OT TMPHUHATOW TOCYIapCTBEHHOW CHCTEMbI JEJIONPOU3BOJICTBA
COBETCKHMX BPEMEH.

JIOKyMEHTBI, BKJIFOUAaEMBbIE€ B COCTAB JIMYHOTO JIeNia, MOXHO (hOpMaibHO pa3AesuTh Ha:

1. IOKyMeHTBI, TPeOCTaBIIsIEMbIe PAOOTHUKOM H 3aIIOJIHSAEMbIE COTPYIHUKOM KaJPOBOM CIIyKObI IpH
odopmileHnn preMa Ha paboTy, K HUM OTHOCSTCS:
— aHkera, aBToOmorpadus, pesrome;

— JINYHOE 3asIBJIEHUE O IIPHUEME Ha padoTy;

— KOIMH JJOKyMEHTOB 00 00pa3oBaHUY;

— PEKOMEHJALMU M XapaKTepUCTHUKH;

— MEJMIIMHCKHUE CIIPAaBKHU;

— TPYAOBOH JOTOBOpP;

— BBINKCKA U3 NIPUKa3a 0 pueMe Ha paboTy;

—  BBINHCKH U3 IPOTOKOJIOB 00 N30paHUU Ha JAOIKHOCTD;

— BBINKCKA U3 IPOTOKOJIA 00 UTOraX KOHKYpCa Ha BAKAHTHYIO JI0JKHOCTD;
— JIMYHas KapToyKa.

2. Z[OKyMeHTLI, JOIIOJTHACMBIC B TCUCHHUHN TPYHOBOﬁ ACATCIIbHOCTH

— BBINUCKH (KONMWHU) M3 NPUKA30B O IMOOMIPEHHHM W HArpaXICHHM, HAIOXKEHUU U CHATHU
AUCHUILIMHAPHBIX BSBICKaHPIﬁ, NEpeBOJAaxX U NEPEMEIICHUAX U T. 1.,

— KOIMU JIOKYMEHTOB, TOATBEP)KIAIOINX HW3MEHEHHUs] aHKETHO-OMOTrpapHuuecKuX IaHHBIX
(cBHIETENBCTBO O OpaKe WM PacTOpKEHUS Opaka, CBUIETENbCTBO O POKICHUH JIeTeH U T. 11.);

— KOIIMH IOKYMEHTOB 00 00pa30BaHMH, MOBBIIEHUN KBATH(PUKALINY;

— aTTeCTallMOHHBIE JIUCTHI;

— ciyXeOHbIe 3aIMCKH, TUYHbIE 3asIBICHUS U O0OBSICHUTEIbHBIE 3aITUCKH;

—  aKTHl, YBEJOMJICHUS U T. [I.

3. JJIoKyMEHTHI O MPEeKpaieHUH TPYAOBOTO JOTOBOPA.
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Bce T 1OKyMEHTHI MMEIOT pa3iHyHble HOPMATHBHO YCTAaHOBJIEHHBIE CPOKM XpaHEHHUS Ha
MPEIPUSITHH.

OcHOBBIBasICh Ha Pa3IM4YUK HOPMATHBHO-YCTAHOBJIEHHBIX CPOKOB XPAHEHHUS Pa3IMYHBIX BHUJIOB
KaJI[POBBIX JIOKYMEHTOB, a TaKXKe€ HA TOM, YTO HWHQPOpPMAIUS O TPYIOBOW NEATEIBHOCTH PaOOTHUKA
¢bukcupyercss B JTUYHOM KapTOUKE, PEKOMEHJYeTCsl He BKJIIOYAaTh B JIMYHOE JI€J0 KOIMUU MPHUKA30B
(BBIMKMCKHU) O MEPEBOJIAX U MEPEMELIECHUSAX, OTITYCKAX, MOOIIPEHUSIX U T.1.

JIOKyMEHTBI, MOANIMBAaEMble B JIMYHOE JeN0 pabOTHHKA B TEYEHMHM CpPOKa €ro TPYAOBOMH
NeSITeIbHOCTH, JOJKHBI OBITh BBICTPOSHBI B XPOHOJOTHYECKON MTOCIIEA0BATEIHHOCTH.

Komnuu 10KkyMeHTOB (BBIMKUCKH) JTOJIKHBI 3aBEPATHCS PAOOTHUKAMU KaJAPOBOM CITYKOBI.

JIOKYMEHTBI JJUYHOTO Jieja HOAIIMBAIOTCS B MarKy - "neno". B COOTBETCTBUU C ONpeeICHUEM,
3akperienHoM ['OCT P 51141-98: "IEJIO" - COBOKYHHOCTb JOKYMEHTOB WM JOKYMEHT,
OTHOCSIIHECSA K OJHOMY BOIIPOCY MJIM YYaCTKY AESTeIbHOCTH, TOMEIEHHbIE B OTAEIbHYIO O0JI0XKKY.

Oo6moxka "nmena" opopmisiercs B cooTBeTcTBUM ¢ TpeboBanusmMu ['OCT 17914-72 "OO6noxku
JielT JJIMTENbHOro XpaHeHus. Turbl, pa3Mepsl, TeXHUUeCcKe TpeOboBaHus".

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

PaGoTHUKM NOJKHBI TEPUOTUYECKU OBITH O3HAKOMIICHBI C BEIYIIMMCSA Ha HUX JIMYHBIM JIEJIOM
(0OBIYHO OJIMH pa3 B TON).
3amanme 1.
3aBecT MarnKy-CKOPOCIIUBATENb U 3aIIOJIHATh TUTYJIbHBIN JTUCT JIMYHOTO JIeTa.
3aganue 2. OQopMUTH TUCT-3aBEPUTENH JIETa.

Jlena moctostHHOro U BpeMeHHoro (cBbime 10 JieT) cpoka XpaHEHHS M MO JUYHOMY COCTaBy
MOCJie OKOHYaHHS KaJICHJApHOTO To/a, B KOTOPOM OHH 3aBEACHBI, TOJDKHBI OBITh MPUTOTOBJICHBI K
nepefaadye B apxuB. [IpegapxuBHas MOATOTOBKA €N BKJIIOYAECT JBE MPOLEAYphl: OQopMiIeHUE U
OIHCaHUE.

OdopMmieHre MPOU3BOAUTCS JIUIIOM, OTBETCTBEHHBIM 32 Pa0OTY C IOKYMCHTAMH.

Ha otnenbHoM nucte-3aBeputene ycraHoBieHHOW (opmbl ([Ipunoxkenune 9 x m. 3.6.16
OCHOBHBIX TpaBUil pabOTHl apXHWBOB OPraHU3AIUi) COCTABISETCA 3aBEPUTENIbHAS HAMUCHh JTUYHOTO
Jena, KOTopas OTpakaeT MNP HEOOXOAWMOCTH OCOOCHHOCTH €ro (U3WUYECKOTO COCTOSHUSA H
dhopmupoBanus. [loamuchIBaeTCs TUCT €70 COCTABUTEIIEM.

Oopaszey oghopmaenun nucma-3agepumensi TUYHO20 0ea

Bcero npowunTo, NpOHYMepoBaHO

M CKpenneHo nevyaTtbro

( )

nncta(os)

FeHepanbHbIV AUPEKTOP
000 “Opbuta-M”

M.A. CtrenaHos

(noanuce)

« » 20 r.
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3aganue 3. OPopmMuTE BHYTPEHHIOIO OMUCH JOKYMEHTOB PaOOTHHKA.

Onuch moiKHA copepkaTh HoMep u 3arofioBok (P.M.0.) nena, K KOTOpOMY OHa COCTaBJISIETCSI.

Jlanee, B TaONMMYHOM ee YacTU MO MEpe BKIIOYEHHUs B MANKy JHUCTOB, 3allOJIHAIOTCS CBEICHUS O
MOAIMIUTHIX OJaHKax. 37eCh YKa3bIBAE€TCS HOMEDP IO MOPSIKY, UHIIEKC TOKYMEHTa (€ClId OH €CTh), €r0
HAaUMEHOBAaHME, KOJMYECTBO CTpaHUIl. B KOHIE crmucka HYXKHO HH(paMUd U MPOIHUCHIO 3alKcaTh
o0Iee KOJIMYECTBO MPHUIIOKEHUH, a TakkKe JIMCTOB onucH. CIHCOK MOAIMCHIBACTCS OTBETCTBCHHBIM
JILIOM, C YKa3aHUEM €ro JOJDKHOCTH, JUYHBIX JaHHBIX, & TAK)KE IIPOCTABISAETCS JaTa COCTABIICHUS.

Oopaszey enympenneil onucu 1u4Ho20 0ena pabomHuKa

BHYTPEHHSSA OIINCH
JOKYMEHTOB JINYHOTO Aeia Ne 15
ITpoxynun Mrops IletpoBuu
(damumnms, Ums, OTuecTBO pabOTHHKA)
Ne | Unpexc Hara 3aroJ10BoOK Homepa | Jlata IIpumeyanue
n/m | JOKyMEHTA | TOKYMEHTAa | TIOKYMEHTOB, JIUCTOB | BKJIKYEHHUS
KPaTKoe cojep:kanue aenaa AOKyYMEeHTAa
B
JINYHOE
AeJ10
1 10.01.2014 | JIuunas kapToUKa 1-4 10.01.2014
2 10.01.2014 | SMBICHHE O [IPHEME Ha | ¢ 10.01.2014
pabory
3 10.01.2014 | Ankera 6-7 10.01.2014
4 10.01.2014 | Cornacue Hag 10.01.2014
paszrinamenue [1/]
5 10.01.2014 | Konus macniopta 9-10 10.01.2014
6 10.01.2014 | Kormust THH 11 10.01.2014
7 10.01.2014 | Kormuss CHUJIC 12 10.01.2014
8 10.01.2014 | Korust BoerHoro Ounera | 13-15 10.01.2014
9 10.01.2014 | Komus auruioma 16-17 10.01.2014
10 10.01.2014 | Komm BOMTEN- | 18 10.01.2014
yI0CTOBEPEHUS
11 12.07.2014 | 3agBieHue Ha OTITYCK 19 12.07.2014
12 05.02.2015 | 3asBneHuE HA OTIIYCK 20 05.02.2015
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13 11.01.2016 | 3asBieHue Ha OTIYCK 21 11.01.2016
14 29.02.2016 | SAABICHHE 015, 29.02.2016
YBOJIbHEHUU
HUroro 14 (YersipHaaats) JIOKYMEHTOB

(mmdpamMu ¥ IPOIHUCHIO)

KonunuectBo nuctoB BHyTpeHHel onucu 1 (011uH)

(mmdpamMu 1 TPOIUCHIO)

HucnekTop oTena Kkajapos Pomanosa O.I1
(moamuce) (pacmmdpoBKa MOIMHCH)

29.02.2016

(mara)

Obpazey oghopmnenun mumynapbHo20 TUCMA TUYHOZ0 0€1a PADOMHUKA

OO01ecTBO ¢ orpaHuYeHHON 0TBETCTBEHHOCTHI0 «OPBUTA-M)»

JIMYHOE AEJIO Ne
damunus
Nms
OTt4ecTBO

Hauaro: « » 20 T.
OKOHYEHO: « » 20 T.

roa

()}

XPAHUTb NET



TpynoBas kHu:KKa. Benenne TpyaoBbIX KHHKeK. OCHOBHbBIE 3aNIUCH B TPY/A0BOI KHUKKeE
pabdoTHMKa

Llesib padoThI: 03HAKOMUTHCA C PABUIIAMHU BHECEHUS 3aMKCEil B TPYIOBYIO KHIDKKY paOOTHHUKA.
Ceenenusi 0 pabOTHUKE, yKa3blBaeMble Ha NEPBOW CTpaHULE (TUTYJIBHOM JIMCTE) TPYHOBOM
KHIKKH 3aIIOJHAIOTCS CIEAYIOIINUM 00pazoMm:
— ¢ammius, UM M OTYECTBO paOOTHUKA YKa3bIBAIOTCS IOJHOCTHIO, O€3 COKpallleHus Ha

OCHOBAaHHMH JIOKYMEHTA, yI0CTOBEPSIOIETO JUIHOCTH (I1acIopT);

— JdaTta pOXACHHUA 3allMCbIBACTCA ITOJIHOCTBIO (‘II/ICHO, Mecian, 1o pO)KI[eHI/Iﬂ) apa6CKI/IMI/I
uuQpamu;

—  3ammch 00 O6pa30BaHI/II/I 3aIlOJIHACTCA TOJIBKO Ha OCHOBAHUH NOKYMCHTOB 00 O6pa3OBaHI/II/I u
KBaJ'II/I(bI/IKaHI/II/I (aTTCCTaT, AUTIIIOM, YAOCTOBCPCHUC, CBI/II[CTeJ'IBCTBO).

YpoBHu oOpa3oBanus B PO:
1) ocHoBHOE obmee (9 KiraccoB 001Ie00pPa30BATEIBLHOM IIIKOJIBI);

2) cpennee obmiee (11 kmaccoB cpeaHelt 001e00pa3oBaTEIBHON MIKOJIbI);

3) cpennee nmpodeccnoHaTbHOE (TEXHUKYM, YUWIHIIE, KOJUISIK | IIPOY.);

4) Beiciiee npodeccuoHanbHoe (BY3, yHuBepcuTeT, akaieMus, MHCTUTYT U IIPOY.);

5) mocneBy30BcKoe MpodeCcCHOHATBHOE (aCIUPaHTYypa, abIOHKTYPA, JOKTOPAHTYpa IPU HAy4YHO-
uccinenoarensckux uHcruryrax (HUM), akagemusix, yHuBepcuTeTax).

2. Tlocne ykazaHus JaThl 3aMI0JTHEHUS TPYJAOBOM KHMKKH paOOTHUK CBOEH MOAMUCKHIO HAa ITOM ke

CTpaHUIEC 3aBCPACT NPABUIBHOCTL BHCCCHHBIX CBCI[GHI/II\/JI.

3. TpyaoByI0 KHMXKKY HOJIMUCBHIBAET JMIIO, OTBETCTBEHHOE 3a BBbIJAuy TPYAOBBIX KHIDKEK, Kak
IIPaBWJIO MHCIIEKTOP OTAENA KaJApOB, IIOCJIE YETO CTABUTCS [1€YaTh OPraHU3alUu.

3ananue 1. OQopMUTH TUTYNIBHBIN JIUCT TPYIOBON KHUKKHA B COOTBETCTBUH C 3aKOHOJIATEITLCTBOM I10
IPEeUI0KEHHOMY 00pasity.

3anonnume mpyoo8yio KHUNCKY C Y4emom 8cex mpedo8anuli 3aKoH00amelbCmad.

1.1. Copoxun Anexcanap CepreeBuu (05.08.1977 r. poxnenus) ycrpowics Ha padory B OOO
«[Tapyc» 3KOHOMHUCTOM B pacueTHO-aHanuTH4eckuil oraen. [Ipukas o npueme Ha padoty Ne30-k ot 03
mapta 2016 roma. Copokur A.C. uMeeT JUIUIOM O BBICIIEM MPOQECcCCHOHATHPHOM 00pa30BaHUH IO
CHEIHaIbHOCTH 3KOHOMHCT. Ajekcanap CepreeBuu BIIEpBblE YCTpauWBaeTcs Ha padoTy Mo cBoei
cnenuanbHocTH. MHCcnekTop oraena xaapoB CemenoBa T.H. 3amonHuia TpynoByr0 KHUXKKY B J€HBb
W3IaHus TpuKasa o mpueme Ha padoty Copoxuna A.C.

1.2. Copokun A.C. npopaboran B OOO «Ilapyc» 1 rog u 3 mecsia, 3aTeM Hamucai 3asiBIeHUE 00
YBOJIbHEHUHU IO COOCTBEHHOMY >K€JaHHIo, Impuka3z o0 yBosbHeHuu Bbimen 03 wutons 2017 ropa.
Coenaiime coomeemcmesyowyio 3anucs 8 mpyoo8ou KHUMCKe paboOmHuKa.

1.3. Ilpu 3anonnennu rpadsl 3 TPYAOBOW KHUKKHA OblTa JomylieHa HeTouHOCTh, CopokuH A.C. ObLT
IPUHAT B PACUETHO-aHAJUTUYECKHH OTAENT HKOHOMHCTOM MO OyXTaJTepcKOMYy Yy4eTy W aHalIu3y
X035IICTBEHHON JesitennbHOCTH. Coenatime 3anucb 6 mpyooeol KHUJCKe O MOM, 4mo 3anuchb 3d
Homepom I neoeticmeumenvua (03.06.2017).

Obpazey oghopmnenun mumynpbHo20 AUCmMa mpyoo6oil KHUMCKU pAdOmMHUKA

27



TpynoBas kHuMXKa
TK-IV M 8230487

Darana lMonosa

st dapba
0TY6CTBO CepreeBHa

Dara pomodenns 1212097 %

(UMCAD, Mecan, rod)

Ofpasosaine  BbICLIEe NpodeccuoHanbHoe

podecens, cnennaibuocrs,  CNEUNANUCT
no KagacTpy

03. mapra 2016

Dara. sanogHeHus .,

GHHHHEH nonosa

Moonues Amyay
ApeHHoro 3a BedeHue TPYIOBMYX RHIBKER

MBaHOBa

(pasbopuneo)

TpynoBasi KHM:KKa — 3TO JOKYMEHT, B KOTOPOM COJEPXKHTCS BCS MH(OpMAIUS O TPYI0BOM
NeSTeTLHOCTH €€ BIajeNiblla. 3amoJIHeHHE ee TpeOyeT OT pabOTHHKAa KaJIpoB Tropa3fo OOJbIIei
BHUMATEJIbHOCTH W JaJIbHOBUIHOCTH, 4YeM oOQopmieHHe JT000ro apyroro mokymeHrta. OmmuoOKy,
JIOTYIIEHHYIO B MPUKAa3e WIK B JOTOBOPE, JIETKO UCIPAaBUTh. Yallle Bcero HUKTO M HE y3HAET, YTO OHa
uMeNa MeCTO. A TIOCIEJNCTBHS HE3aMEUCHHBIX M HEHUCIPABJIEHHBIX OIIMOOK B JIOKYMEHTE,
MOJATBEPKIAOIIEM TPYIOBOM CTaX paOOTHHMKA, MOTYT BBIIBUTHCS TOJIBKO BO BpeMsi odopmiieHus
MIEHCHUH.

TpynoBble KHMXXKM BeqyTCs Ha paOOTHUKOB BCEX NPEANPUATHNH HE3aBUCUMO OT (HOPMBI
COOCTBEHHOCTH U OpPTraHU3aIl[MOHHO-IIPAaBOBON (hOPMBI, B KOTOPBIX OHU MpOpaboTaiy CBBIIIE 5 AHEH, B
TOM 4YHCJI€ Ha CE30HHBIX M BPEMEHHBIX PaOOTHHUKOB, a co 2 OKTs10ps 2006 roma TpynoBble KHUXKKU
00s13aHbI BECTH TaKXke U paboToJaTeN! - UHAUBHUyadbHbIe Tpenpuaumarenu (4. 3 ct. 66 TK PO).

Jlig moctymaroniero Ha paboTy BHEpBbIE KHIDKKa oQOpMmIlseTcs He Mo3JHee 7 AHEeH co JTHS
npuema Ha pabory.

®opma, TOPSAAOK BEIACHUS UM XPAHEHUS TPYIOBBIX KHIKEK, a TakKXKe MOPSAJOK H3TOTOBJICHHS
OJIaHKOB TPYJOBBIX KHMKEK M oOecrieueHus: UMHU paboTojaTeneil ycraHaBiuBatorcs [IpaButrenscTBoM
PO.

CornacHo npukazy Mundpuna PO Nell7 or 22 gexabps 2003 r., u3roroBieHue OJIaHKOB
TPYIOBOM KHHXKM M BKJIaJbllla B TPYAOBYI0 KHWXKY ocymiectBigercs OObeauHeHreM
rOCy/lapCTBEHHBIX MPEANPUATUNA M OpraHu3alydid IO IPOU3BOJACTBY TOCYAAPCTBEHHBIX 3HAKOB
"TO3HAK" Munguna Poccun.

HoBble OnaHKM TpyJOBBIX KHIKEK, a TaKKe MpaBUa MX BEACHUS U XPAHEHUS YTBEP)KICHbI
[ToctanoBnenuem IIpaBurenscta PO ot 16 anpens 2003 r. N 225.

C 1 sauBaps 2004 r. paGoTHHMKaM, BIEpBBIE MOCTYMAIOUIMM Ha PabOTy B COOTBETCTBUHU C
3aKJIIOYEHHBIM TPYIOBBIM I0TOBOPOM, 0(OPMIIIOTCS TPYIOBbIE KHIKKH TOJIBKO HOBOI'O 00pasLa.

IIpu 3TOM TpYHOBBIE KHIKKM paHee YCTaHOBJIEHHBIX oOpasuoB (1938 u 1974 rr.), a Taxxke
TPYAOBBIE KHUKKH KOJIXO3HUKOB, ICHCTBUTEIbHBI.
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ITo BHemHEMY BHly HOBas TPYyJOBasi KHUXKKA OTIMYAETCA OT MPEXHEH, pa3MepoM U TeM, UTO B
HEH HeT pasjiena Julsl CBEIIEHUH O Ha3HAUEHUM MEHCHUH, a pa3/ieibl O HArpKIACHUM U IMOOLIPEHUU
o0beIuHEHbI. B cTpykType M opOpMIIeHHH HOBOW KHHMKKHM M3MEHEHHH HEMHOro: Ha OOJIOKKE M Ha
TUTYJIBHOM JHcTe pazmerieH repd Pd, a B rpade 3 «CBenenust o pabore» NpeaycCMOTPEHO BHECCHHE
3aIucH 0 KBaIM(UKauu pabOTHUKA.

[TocranoBinennem MunuctepcTBa Tpyaa U conuanbHoro pazsutus PO ot 10 oxtadps 2003 r. N
69 yrBepxeHa MHCTpyKLUs MO 3alI0JHEHUIO TPYIOBBIX KHHKEK MOPSAA0K IPUOOPETEeHHs, XpaHEHUS U
BBIJIa4YM TPYAOBBIX KHIKEK coTpyaHuKam. HoBast HCTpyKIUS MOAXOAUT A7l pabOThl ¢ TPYIOBBIMHU
KHIKKaMM CTaporo U HOBOro oopasua.

Bce 3anucu B Tpy10BOI KHIDKKE JeIat0TCs 0€3 COKpaLeHUH 1 UMEIOT CBOM MOPSIKOBBIN HOMED.
Henonyctumo, Hanpumep, B rpade 4 yKa3blBaTh «IIp.» BMECTO «IIPHKa3». ITO KACAeTCs U CChUIOK Ha
koHkpeTHble cTathul TK P®. Cnenyer nucars: myHKT 3 4yacTh nepBas cratbsi 77 TpynoBoro kojaekca
Poccuiickoit ®enepanuu.

CBenieHuss 0 pabOOTHHMKE TENepb MOXHO 3alOJIHATh HE TOJIBKO HAa OCHOBAaHMM Iaclopra, HO W Ha
OCHOBAaHUU JIpYyroro JOKYMEHTa, YAOCTOBEPSAIOIIErO0 JIUYHOCTh (BOAMTEIBCKOTO YAOCTOBEPEHUS,
3arpaHnacropra, BOCHHOro Ouiiera u T.J1.).

Bce 3amucu o BeIONHSIEMOH paboTe, MepeBojie Ha JPYryl0 MOCTOSHHYIO paboTy, IPUCBOCHUU
KBAJM(UKALMY, YBOJbHEHNH, a TAK)KE O HArpaKJJCHUHM BHOCATCS B TPYJIOBYIO KHM)KKY Ha OCHOBaHUU
COOTBETCTBYIOILIEIO IpHKa3a (pacnopshkeHus) paboTojaTels HE IO3/IHEe HENEIbHOro CpoKa, a Mpu
YBOJIbBHEHUU — B JIeHb YBOJbHEHMs. IIpu 3TOM 3amucu JOJKHBI TOYHO COOTBETCTBOBATh TEKCTY
npukasa (pacrnopsbkeHus). 3alucu B TPYAOBYHO KHUXKKY O IpPHUYMHAX MPEKpalleHUs TPYAOBOIO
JI0OTOBOpA BHOCATCS B TOUHOM COOTBEeTCTBUU ¢ (hopmyinupoBkamu TK P® unu unoro denepanbHoro
3aKOHa.

Buecenue 3anucu o pabome 6 mpyoogyio Knucky (oopazeu)

CBEJIEHNM A O PABOTE TK-IV Ne 8230487
HaumeHnoBaHue,
Ceenenus o npueMe Ha paboTy, epeBojie
ﬂaTa Jara nu HOMCED
= Ha JPYTYIO MOCTOSIHHYIO paboTy, KBalu(UKAIIHH,
3} JOKYMEHTA,
= YBOJIbHEHUU
= o Ha OCHOBaHUU
S (c ykazaHWeM TpPHUYMH U CCHUIKOW Ha CTaThlo,
o1 | UMCIIO | MeCAL | TOX | mykT 3aK0HA) KOTOpOTO
= BHECEHA 3aIiCh
1 2 3 4
OO0111eCTBO ¢ OTPAaHUUEHHOW OTBETCTBEHHOCTHIO
«Opobuta-M» (OO0 «Opbura-M)
[Ipunara B otmen kamacTtpa Ha AomkHOCTH | [Ipukas oT
! o o AV cIelMaIncTa 03.03.2016
10 KaJaCTpy BTOPOW KaTerOpHH Ne 25

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

CBEJIEHI S O PABOTE TK-IV Ne 8230487
HanmeHnoBaHme,
Ceenenus o npueMe Ha paboTy, epeBojIe
Tlata maTta " HOMED

< Ha JPYTYIO MOCTOSIHHYIO paboTy, KBaTu(UKAIIHH,

o JIOKYMEHTA,

= YBOJIbHEHUH

= o Ha OCHOBAHUH

s (c ykazaHueM MPUYUH U CCBHUIKOW Ha CTaTblo,

g | HMCIO | MECSIL | TOX | ymkr 3aKoHa) KOTOpOro
BHECEHA 3aITHCh

1 2 3 4
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OO611eCTBO ¢ OTPaHUYEHHON OTBETCTBEHHOCTHIO

«Opb6uta-M» (OO0 «Opbuta-M)

[Ipunsta B oTaen Kajgactpa Ha J0JDKHOCTH | [Ipukas oT
I 03 03 2016 cHernuaIncTa 03.03.2016
10 KaJacTpy BTOPON KaTerOpuu Ne 25
IlepeBeneHa B cexkperapuaT Ha JIOJDKHOCTH | [Ipmkas oT
2[99 2% conperaps 04.04.2016
Ne 62

BHecenne 3anucu 00 yBoJIbHEeHUN PA0OTHUKA
3anuch 00 yBOJIBHEHUU IPOU3BOAUTCS B CIENYIOIIEM MTOPSJIKE:
B rpade 1 craBuTCs MOPSAIKOBBII HOMEp 3aIMCH;

B rpade 2 yka3bIBaeTCs AaTa yBOJIbHEHUS (YUCII0, MECALL, TOM);

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

Brpade 4 yka3plBaeTCs HAaUMEHOBAHUE JIOKYMEHTAa, HAa OCHOBaHMM KOTOPOrO BHECEHa

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

CBEJJEHUS O PABOTE TK-IV Ne 8230487
HanmenoBanme,
Caenenusi o mpreme Ha padoTy, epeBoie
Jlata nara u HOMEDP
= Ha JIPYTYIO MOCTOSIHHYIO PadoTy, KBaTU(UKAIIH,
3} JIOKYMEHTA,
= YBOJIbHEHUU
= o Ha OCHOBaHHU
S (c ykazaHueMm NPUYMH U CCBUIKOW Ha CTaThio,
o | 4MCNO | MeCAL | TOX | pymkT 3aK0HA) KOTOpOTO
< BHECEHA 3aIIUCh
1 2 3 4
OO011ecTBO ¢ OTPAHUYECHHONW OTBETCTBEHHOCTHIO
«Op6buta-M» (OO0 «Opbura-M)
[IpunsTa B oTOen Kajgactpa Ha JAOJDKHOCTH | [Ipukas oT
P9S8 2918 crenpamicra 03.03.2016
10 KaJacTpy BTOPON KaTeropuu Ne 25
IlepeBenena B cekperapuar Ha JODKHOCTH | [Ipuka3 oT
2 05 04 2016 ceKkperapst 04.04.2016
Ne 62
TpynoBoii goroBop mpekpaiieH no coriamenuto | [Ipukas oT
3|2 | U= ropon, 23.05.2016
7S ? ;
/sg @\g%@; kT 1 wactu Tperei crtarbu 77 TpymoBoro No 71
& T Xomikea
((L (Q/ TP&‘N‘“I}%@%HIZCKOVI deneparun
A0} Ll Y —
L /\_/&}@r €KTOp OTHeNa KaapoB Iloonucw
g%‘?u all \% j/l HOB2
Buecenue 3anucu o nazpaxcoenuax, noowpenuax paoomuuxa (oopazeu)
CBEJIEHHMS O HATPAXJIEHUAX TK-IV  Ne
8230487
HaumenoBaHue,
ﬂaTa Jara )51 HOMCED
=
= CaenieHus 0 Harpa)x/JAeHUAX (TIOOLIPEHUSIX ) FIOKYMEHTA,
= Ha OCHOBAaHHHU
o | uncno | mecsn | roxn KOTOpOTO
“ BHECEHA 3aIUCh
1 2 3 4
OO11ecTBO ¢ OTPaHUYEHHON OTBETCTBEHHOCTHIO
«Opobuta-M» (OO0 «Opbura-M)
[IpemupoBana 3a xopomryio pabory mo uroram | [lpukas oT
e 06.05.2016
kBaprana 2016 roma Ne 63
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Dammms “TlomoBa” m3MeHeHa Ha GaMILIITO
“HeHamiepa” Ha OCHOBAaHHH CBIIETENHCTBA O Opake

OtmenoM BHYTPEHHHX el
ona Camapsl.

IToonuce HBanosa

“BpICIIIEE npodeccHoHanTbHOE”, CBeICHNA o
npodecci, CIeNNalbHOCTH [IONONHEHBI 3alllChIo
“HHKeHep-CTpouTens’ Ha ocHoBaHmm ammioma ACI

0B
S OTEﬂ KAZP

Menajukgp 1o Hepcotia Iloonuce  Bacmibesa
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IIpakTuyeckoe 3ansaTue Ne 5

Tema 9. JIoKyMeHTBbI 10 CHA0KEHUIO U COBITY.
Heas padoThl: HAYYUTHCS 3aMONHATH U OPOPMIISATH JOKYMEHTHI 10 CHAOXEHHIO U COBITY;
MpUOOPECTH HABBIKM B COCTABICHUU U O(POPMIIEHHUHU CIEIYIOIIMX JOKYMEHTOB: aKThl MPUEMKH
IPOAYKIMHM (TOBApOB) MO KOJUYECTBY M KauecTBY; JOBEPEHHOCTH: pa30BbIE, CIELHAIBHBIE,
reHepaybHbIE.
IlosicHeHnus1 k padoTe: €cM KOJIMYECTBO U Kau€CTBO NOCTYNMBIINX TOBAPOB COBIAJAIOT C IAHHBIMH,
YKa3aHHBIMH B TOBapOPACIOPSIUTEIbHBIX JOKYMEHTaX IOCTABIIHMKA, KOMHUCCHS COCTABJISET akKT O
npuemke ToBapoB (opma Ne TOPT'-1). Ecnu HeT - akT 0 mpueMKe TOBapOB U aKT 00 YCTAaHOBICHHOM
PacxokJIeHUU 1O KOJMYECTBY M KauecTBY MPHU MPHUEMKE TOBapHO-MaTepHUaNbHBIX IeHHOCTeH (popma
No TOPT-2).

Jlia akTta O MpUEMKE TOBapOB MpEeAyCMOTpeH TumoBoil Onank. Ero ¢dopma yTBepkieHa
nocranoBieHreM ['ockomcrata Poccuu ot 25 mekadbpst 1998 1. Ne 132.

AKT COCTaBJISIOT B OJTHOM 9K3EMIUISIPE B JIEHb MOCTYIUICHUSI TOBAPOB. AKT IOJIITUCHIBAIOT YJICHBI
KOMHCCHH, KJIQJOBIIVK, TJIABHBINA OyXTrajTep H YTBEPKIAeT PYKOBOIUTENh OpTraHU3AIHH.

Cpok xpaHeHHsI aKTa O PUEMKE TOBAPOB B ApXHUBE OPraHU3AIIUU - 5 JIET.

3aganue 1.

[To noroBopy noctaBku oT 15 HOsOpst 2004 . N 24 AO "Axktus" npuobpeno y OOO "Ilaccus":

— 100 crynwes no ene 1062 py6./mrT. (B Tom guciie HIAC - 162 py6.);

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

O6mas crouMocTh ToBapoB coctaBuia 134 520 py6. (B Tom uncne HJIC - 20 520 py6.).
"AKTUB" MOJYYUII CIIEAYIOIINE TOBAPOCOIPOBOIUTEIBHBIE TOKYMEHTHI:
— TOBapHYIO HaKJIagHYIo OT 22 Hos0ps 2004 r. N 12;

— cuer-dakTypy ot 22 Hos6ps 2004 r. N 17.
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Odhopmnenue akma o npuemke mosapos (oopazey) - 1

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

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

"AKT o nipueMke ToBapoB (dhopma Ne TOPT-1)": cp.1
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Odhopmnenue akma o npuemke moesapoe (oopazey) — 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 mpueMke ToBapoB (dhopma Ne TOPT-1)": cTp.2
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Odhopmnenue akma o npuemxe mosapos (oopazey) — 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 mpueMke 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

Odgopmnenue akma o npuemke mosapos (oopazeu) — 4

"AKT o nnpueMke ToBapoB (dhopma Ne TOPT'-1)": cTp.4
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3aganue 2.

Odopmute akT 00 YCTaHOBIEHHOM PACX0XKIEHUH 110 KOJHMYECTBY M KQUeCTBY B COOTBETCTBUU CO
CIIEYIOIIUMHU YCIOBUSIMHU:

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

"AKTHUB" MOJY4YMJI CJICAYIOIIME TOBAPOCOTPOBOAUTEIBHBIE JOKYMEHTHI:

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

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

5 nekabpst 2007 roma cronbl ObuM JgocTaBieHbl Ha ckian "AxktuBa" Ne 1. Ilpu pasrpyske
TOBapoB ObLIa 0OHapykeHa HefocTada 10 cTooB.
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Odhopmnenue akma 06 ycmano61eHHOM PACX0HCOCHUU RO Koluuecmey u kauecmey — 1

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

Ko
0330202
40062011

®opma no OKY[
no OKNO

3A0 «Axmuse», Mockea, ya. Cadosas, 151, men. 393-93-93

0praHu3auyua, aapec, Homep TenegoHa

CTRYKTYPHOE MOAPA3AENeHne

4523318
27
12
12

Bup peatencHocti no OKAMN

NpUKa3, pacrepmketite HOMEp

HEHYKHOE 3398 PKHYTh

OcHoBaHwWe Ans COCTaBNeHWA akta

nara 2007

Bua onepauwn
YTBEPXXIAHK)

dupermop
JOMKHOCTS
Bacunvee A.H.
paciuneppoBKa NoJMACH
dexadpn 200_7_r.

Homep pokymeHTa | [lata cocTaeneHus
AKT 78 05.12.2007 A !
JACHAB,

00 YCTaHOBNEHHOM PacX0XAEHWUU N0 KONUYECTBY non
W KaYecTBY NPW NPUEMKE TOBApHO-MaTepUanbHbIX UEHHOCTER « 05 »

MecTo npuemku TOBapa
HacTosALuiA akT cOCTaBNeH KOMWCCWUER, KOTOpas YCTaHOBMUNA: «

no CONPOBOANTENBHEIM AOKYMEHTAM

L0CcTaBNeH ToBap. [JOKYMEHT O BbI30BE NPeCTaBUTENA

Mocrséa, ya. Cadosan, 151

05 »

dexabpsa

2007 .

MmosapHas Rakaadnaa N 37 om 05.12.2007

HAWMBHOBAHHE, HOMAD, faTa

rPy300TNPABUTENSR, ROCTABLIMKE, APOMSBOANTERR:

HEHVMHOB 3a48DKHYTh
TEREFpaMia, akc, TeRethoHerpamma, paanorpamia oT « deradpa

2007 r.

HEHYIKHOB 3aHEPKHY TS

lpy300TnpasuTent 000 «Ilaccus», Mockea, ya. lecnaa, 125, men. 545-11-45

HAUMEHOBAHIE, afipec, Homep TenegdoHa

Mpon3soguTens

HAHMEeHOBaHnE, agpec, HoMep TEHB@JG‘H{'T

MocTaBuuk OH Jice

HauMeHOBAKWE, afpec, HoMmep Teneposa

CTpaxoBas KOMNaHWs

HauMeHOBaHWe, afpac, Homep Tenedosa

JloroBop (KOHTPaKT) Ha NocTaBKy Tosapa No 24 or« 15 » HOAODSR

2007 .

CyeT-thaktypa No 132 oT« 05 » dexabpa

2007 .

Kommepyeckuin akt Ne oT « »

200_r.

BetepuHapHoe cenaeTenscTeo (CBUAETENLCTRBO) No 0T « »

200 .

KeneaHogopoxHaa HaknagHas No 0T « »

200

Cnoco6 aocTaskm aemo@yp2om

BUA TRARCNOPTHOMD CREACTBA

05 » dexabpsa 2007 .

[lata oTNpaBneHns Togapa «

CO CTaHLMK (MPUCTaHW, NOPTa) OTNPaBNeHIA

HaMMIeHOBaHnE

WNK CO CKNaja oTnpaeuTens ToBapa 000 «llaccus»

HAMMBHOBAHINE

HATA, BPEMA, 4 MuH.

NPUALITUA TOBAPA | BCKPEITUA BAroHa, Bblad4K NOCTaBKKW TOBA- Ha4dna NPUEMKW TOBAPa

Ha CTAHLMH
{NpuUCTaHb, NopT)
Hd3Ha4eHNA

aeTohyproxa,
KOHTERHEpa
N APYrux TpaHec-
NOPTHBIX CPEACTs

TOBApa op-
raHusawuedn
TpaHcnopTa

pa Ha CKnap
OpraH13aLmn-
nonyyarens

pasrpy3sKki
BO306HOB-
neHune

Ha4ano npuocTta-

HOBNEHKWE

OKOHYdHKUe

05.12.2007
104 15 mumn.

05.12.2007
10 4 35 muH.

05.12.2007
10 4 35 mun.

05.12,.2007

11 4 30 mun.

"AkT 00
MaTepHalbHbIX LleHHocTel (popma Ne TOPI'-2)": ctp.1

YCTaHOBJICHHOM DACXOKJICHUHM IO KOJMYECTBY M KadyecTBY IMpU MPHEMKE TOBApHO-
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Odhopmnenue akma 06 ycmano6i1eHHOM PACXOHCOEHUU NO KOJAUYECMBY U Kayecmay — 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 pAaCXOXJEHUU [0 KOJHYECTBY M KaueCTBY NpU IPUEMKE TOBApHO-

MarepuainbHbIX 1eHHOoCcTel (popma Ne TOPI'-2)": ctp.2
Odopmnenue akma 06 ycmano6i1eHHOM pacxodcoeHuu no Koaudecmey u Kkayecmey — 3
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YCnoBns xpaHenus ToBapa (NpoAyKLWK) 0 8r0 BCKPLITUA HA CKNage nanyyarens:

HOMBILLGH.HE CKMLada OManaiusaemcs u OXpParHAemca.

Hopoﬁrcu YCMAHOB/LEHDL HA CHLELLANCU.

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

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

Ynakxoeka ne nospem@ena.

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

YNAaKoBKe NPebABNEH TOBAP (NPOMSBOAUTENS WK OTNPaBUTENS)

Mapruposra 000 «Ilaccus».

Nata BCKpbITUA Tapbl « 08 » dexabpsa 2007 .

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

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

_.-——"'—-_’-’—

—
———
P——

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

"AKT 00 YCTaHOBJIIEHHOM pAacXOXJE€HHUU IO KOJWYECTBY U KayecTBY IIpH MPHUEMKE TOBapHO-
MaTepHalbHbIX LieHHocTel (popma Ne TOPT'-2)": c1p.3
Odhopmnenue akma 006 ycmano6ieHHOM PACXOHCOCHUU NO KOAUYECMBY U Kayecmaey — 4
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OnpeaeneHune KonW4ecTea ToBapa (NPOAYKUWK) NPOBOAWNOCH

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

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

[lpyrue gaHHble —

/_,_>—<—’_’_,-

————

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

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

CUK 0 NpUYKHAX 1x 0BpasosaHus

Odnoil Kopobru co cmoaamu e xgamaem.

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

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

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

Pewenme pykosogutens _Hanpasums npemensuonnoe nucomo nocmaswury — 000 «llaccus»

c mpebosanuem donocnasunb HedocmalrouLee KOAULeCME0 CNOL0E.

"AKT 00 YCTaHOBJIIEHHOM pAacXOXJE€HHUU IO KOJWYECTBY U KayecTBY IIpH MPHUEMKE TOBapHO-
MaTepHalbHbIX LieHHocTel (popma Ne TOPT'-2)": cTp.4
3ananme 3. 3aM0JHUTE Pa30BYIO IOBEPEHHOCT.
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IMosicHeHus Kk padore:

B OpITy 4acTo BO3HUKAIOT CUTYAIMH, KOTJIa YEJIOBEK MPOCTO HE YCIIEBAET C/AETaTh HECKOJIBKO
7e7l OXHOBPEMEHHO, HAlpHMep, KOrJa HYXHO OTIPAaBUTHCS B KOMAHIMPOBKY M OJHOBPEMECHHO
COBEPIIUTHh Kakue-muOo aercTBUs aoma. Hambornee mpoCTHIM BBIXOJOM M3 3TOM CHUTyallMd CTaHET
BbIJ]a4a Pa30BO JIOBEPEHHOCTH.

JIOBEpEHHOCTBIO SIBISIETCS MUCbMEHHOE PACHOPsDKEHHE O Tepenavye KaKUX-TU00 MOJTHOMOYHIA
IS BBICTYTUICHUS] OT UMEHH JIOBEPUTEIIS TIepe]] TPETHbHMU JIUIIaMH.

CyOBexTamMu JOBEPEHHOCTH MOT'YT OBITh M FOpUANYECKHE, U (PU3HUECKHE JHIIA.

B 3aBucumocTH 0T 00beMa JeNerupyeMbIX TOJTHOMOYNI B TECOPUU TIPaBa Pa3IHyaroT:

—  Pa30BYIO JIOBEPEHHOCTH;

— CICOUaJIbHYIO JOBCPECHHOCTD,
— T'CHCPAIBbHYIO JOBEPECHHOCTD.

Pa3oBasg 1OBEpPEHHOCTh OTIMYAETCS OT MHBIX BHJIOB TEM, YTO BBINAETCSA IMPEACTABUTENIO AJIS
COBEpIIECHUSI OHOTO AEHCTBUS OT UMEHH JOBEPUTEIISL.

IIpumepamu cuTyanuii il BbLIAYM Pa30BON JOBEPEHHOCTH MOTYT CTaTh: MOJIyY€HUE JEHE)KHON
CyMMBI Ha WM JOBepHUTENs, O(QOpMIICHHE OT €ro WMEHH CHCIKH WM JOTOBOpa, MOJady HIIH
IIOJIy4Y€HUE TOKYMEHTOB.

Opnako nociegHee BO3MOXKHO HE BO Beex ciaydasx. Hampumep, cOTpyAHMKY NacoOpTHOTO CTOJIa
JJa’Ke C JIOBEPEHHOCTBIO HE BBIJAAYT MIACIIOPT HA PYKU APYTOMY JIMILY.

[To obmemy mpaBumity, GOpPMOI 3aKITIOYCHUST TOBEPEHHOCTH SIBJISIETCSI TUCBMEHHBIA TOKYMEHT,
HO B 3aBHCHMOCTH OT COJEp)KaHUS IepelaBaeMoro IpaBOMOYMs, JOBEPEHHOCTb WHOTAA TpeOyeT
HOTApUAIBHOIO WM IPUPABHEHHOT'O K HOTApUAJIbHOMY 3aBEPEHMIO.

Cpok nelicTBUS JOBEPEHHOCTH B ILEJIOM M pPa3oBOM JOBEPEHHOCTH B YaCTHOCTH
3aKOHOJATEIHCTBOM HE OTPAHUYMBAETCS.

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

K conepxxannio pa3oBOoM JOBEPEHHOCTH OTHOCSTCS PEKBHU3UTHI JOKYMEHTa M II€pEyYEHb
JEJIErUPyEMBIX NMPEACTABUTEIIO TOJTHOMOYHIA.

PexBU3HUTHI TOBEPEHHOCTH:

—  MECTO COBEpIICHHUS;

— JlaTa COCTaBJICHUS;

— cBenenusa o poseputene: ®UO, agpec, BO3MOXKHO NHAcCMOPTHBIE JaHHbIE I (PU3UUECKOTO
JM1a, HANMEHOBAHUE U MECTO IOPUANYECKON pEruCcCTpaluy il OpraHu3zanui. MoXKHO yKa3aTh
Y UHbIE CBECHMSI, HAIPUMEP, KOHTAKTHYIO HH(POPMAIHIO;

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

—  TIOAIHUCH TOBEPUTENS C pacIn(ppPOBKOA;

— TaKXe JIOBEPEHHOCTb MOXET COAEpXkaTb CPOK NPEKpalleHWsl €€ NEHCTBUS, yKa3aHHE Ha
BO3MO>XHOCTh TIEpEIOBEPUS U UHbIE OOCTOSATENbCTBA.

CopepkaHHE Pa30BOM JJOBEPECHHOCTH:
— YKa3aHHC Ha IepeaaBacMocC MpaBOMOYUC IMTPECACTAaBUTCIILCTBA,

— CPOK IpCKpalICHHA HGﬁCTBI/IH JOKYMCHTA, IMPUYEM MOKCT OBITh YKa3aHa KOHKPETHAA aara, a
MOXKET COACPKATHCA YKazaHUEC Ha MOMCHT CIWHCTBCHHOI'O HCIIOJIHCHUS IIPAaBOMOYHNA

NpeACTaBUTCIILCTBA.
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Oopa3zey pazoeoii 0osepennocmu (0.1aHK)
PA3OBAS JOBEPEHHOCTbD HA 3AK/IFOYEHUE JTIOI'OBOPA

r. Mocksa « _» 201 r.

B IHNIC

(HaMMEHOBaHUE OPTraHU3aLNN)

, ICCTBYIOILIETO

(TOJDKHOCTD, (haMUITHSI, UMsI, OTYECTBO)
Ha OCHOBaHUU , IOBEpsieT
B JIMIIC

(HauMeHOBaHWE OpraHU3aI1H )

, IEACTBYIOILIETO

(TOJDKHOCTD, (haMUITHSI, UMsI, OTYECTBO)
Ha OCHOBaHUU , 3AKITFOYUTH JJOTOBOP KYILTU-TIPOJIAXKHU
( ) aKIuit

(KOJIMYECTBO MPOIHCHIO)

B COOTBCTCTBHH C

(3MHUTEHT)
JloroBopoM komuccuu Ne OT«__ » 201
Hacrosmas 10BepeHHOCTh AEMCTBUTEIBHA IO € » 201 r.
PykoBogurens
(moamucek) (bamumnus, u.0.)
I'n. Oyxranrep
(moamuce) (pammunus, u.0.)

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

I'opon MockBa, nBaanaTh NSATOTO JEKAOpS ThICSYa JCBATHCOT
NEBSHOCTO BTOporo roja. S, rpaxnanuH Bacuibe IOpuit IlerpoBuuy,
MPOKUBAIOIIKN 1O afpecy: . MockBa, yi. Cene3HeBka, 1. 28, kB. 16,

JoBepsto rpakaannny AutunoBy Eropy KoHcTaHTHHOBHYY, TPOXKUBAIOIIEMY B
r. Mockse, yn. Kpeimckas, a. 51, kB. 71, nmomyuutb B Kacce
KomuccuoHHoro marazuHa N 21 1. MockBel geHbr B cymme 78 900
(ceMbiecsiT BOCEMb ThICSY JIEBATHCOT) PYO., MpuuuTaronecss Mue 3a
peanr30BaHHbIC BEIIU COTJIaCHO KBUTAHIMU N 547897, 1 BBINOJIHUTH BCE
JIEHCTBUSI, CBSI3aHHBIE C IAHHBIM [TOPYUYCHUEM.

Cpok noBepeHHOCTH J1Ba Mecsina.  [loamuce

JBanuate msToro nexadps 1992 roma Hacrtosmas AOBEPEHHOCTh
yaocroBepeHa MHOO, MiBaHoBbIM T.A., rocyapCcTBEHHBIM HOTapuycoM 7-i
MOCKOBCKOM roCy1apCTBEHHON HOTAPHUAIBbHON KOHTOPBI.

JHosepenHocts noanucada BacunseBbiM FOpuem IlerpoBuuem B Moem
HNPUCYTCTBUH. JINUHOCTH OBEpUTEINs YCTAHOBJIEHA, JEECIIOCOOHOCTD €ro
MIPOBEpPEHA.

3aperucTpupoBaHo B peectpe 3a N
B3bickaHO TOCYIapCTBEHHOM MOIUIMHBI

I'ocynapcTBeHHBIN HOTApUyC [Tognuce



IIpakTnyeckoe 3ansitue Ne 6

Tema 11. HomenkaTtypa aena. Buabl, Ha3HaueHuUe, NOPSAI0K COCTABJICHUS.
Leab padoThl: HAYYUTHCS COCTABIATH HOMEHKIATYPY eIl
IMosicHenue K padore:

HoMeHKIaTypa JieJ1 peACTaBIseT cO00M COCTABICHHBIN M0 YCTAaHOBIEHHOW (hopMe MepeueHb

3aBOJIMMBIX JIeJI B OPraHM3alMyd C OIPENEICHUEM CPOKOB HX XpaHEHHS. OTO OYEHb IOJE3HBIH
JOKYMEHT B JIEJIONPOU3BOJICTBE, MO0 MO3BOJISIET PAIIIOHAIBHO OPTaHU30BaTh paboTy ¢ JOKYMEHTaMU:

— TpyNIHUpOBaTh JOKYMEHTHI B Jiea IO ONpEIENCeHHOM cucreMe — 00ecHeuMBaeT B cCliydyae
HE00XOAMMOCTH OIEPATUBHOCTh UX IOMCKA U COXPAHHOCTD,

—  HCIOJB3YIOT B MPOIECCE PETUCTPALMH JTOKYMEHTOB — MPUCBAUBAIOT PETUCTPAIIMOHHBI HOMED
COTJIACHO pa3paboTaHHOW KJIAaCCU(PUKAINY U HHIIEKCAM e,

— HCIOJB3YIOT KaK OCHOBHOM JOKYMEHT B IIpoliecce 0TOopa e Ui claud MX B apXuB, 0TOOpa
JIeJ1 C UCTEKIIMMU CPOKAMHU JJIS JalbHENIIIEro UX YHUUTOKEHUS,

-~ TMPUMEHSAIOT KaK YYEeTHBIM JIOKyMEHT Jel1 BpPEMEHHBIX CpPOKOB XpaHEHHsI (MOKHO
JOTIOJTHUTEIPHO HUKAKHME OTMCH HE COCTABIIATH),

— B ApXHMBHOM JleJIeé CIY)KUT OCHOBOM JJIsi COCTaBJIEHUS OIUCEH Jiel IOCTOSIHHOTO MU
JI0JITOBPEMEHHOT0 XpPaHEHMs, B TOM 4YMCJIE IO JIMYHOMY COCTaBY, aKTOB Ha YHHUYTOXXECHHE
JTOKYMEHTOB.

Kak BumuM HOMEHKIATypa JIel — 3TO MHOTO(YHKIIMOHAJIBHBIA JOKYMEHT M C NPaKTHUYECKOU
TOUYKU 3PEHUS HY)KEH KaXIOW OpraHu3alMy A yIOpsJOoYeHMs TEKYyLIero Ienonpou3BojacTBa. s
TOCYJapCTBEHHBIX OPraHOB M MYHUIMMNAJIBHBIX YUPEXKAECHUH, KOTOpbIE IMEpelaloT IOKYMEHTHl B
rOCYJapCTBEHHBIEC HJIM MYHUIIUTIATLHBIC apXUBBI, @ TAKKE IS aKIIMOHEPHBIX OOIIECTB, HOTAPUYCOB U
Jp. COCTaBJICHHE HOMEHKJIATYPHI JIeJT SIBJISIETCS HOPMAaTUBHBIM TPEOOBAHHEM.

Jaxe ecnu Bbl paboTaeTe B HEOONbIIONH (GupMe, BCe paBHO HEOOXOAMMO pa3padoTaTh i ceOst
HOMEHKJIATypy JieJl, 4TOObl pallMOHAJIBHO BECTH JEJONPOU3BOACTBO M TEM CaMbIM OOJIErduTh cebe
paboTy 1Mo BompocaM OCHOBHOM JesITebHOCTH. M pocT oObemMa JOKYyMEHTaIbHOM MacChl HE CTaHET B
OJIMH MPEKPACHBIN JeHb MPOOIEeMOH.

Homenknarypa 1ei1 MOXXeT ObITh:

— pa3paboTaHa caMOCTOSITETLHO OpPTaHW3aIlNi, IMOJIOKUTEIFHOE — MaKCHMallbHash BO3MOYKHOCTh
OpPraHu30BaTh BCE «IOJ ce0s», T.K. HUKTO JIydllle Bac HE 3HACT CHEUUPUKY ACITETbHOCTH U
COOTBETCTBEHHO 00pa3yloIUXCcs JTOKYMEHTOB, IMPHHITOM OpraHu3anuu padOThl C HHUMH,
OTPHIIATEIFHOE — OOJbIIas TPYIOEMKOCTh, TPH OTCYTCTBHH JOCTaTOYHOTO ONBITA B
HOMEHKJIATYPY J1€] MOT'YT OBITh 3aJ10KEHBI OIINOKH,

— TIOpyY4eHO €€  COCTaBICHHE  CIICNHAIM3UPOBAHHOW  KOMIIAHUM C  3aKIIOYCHHUEM

COOTBETCTBYIOIIETO JIOTOBOPA IO OKA3aHUIO YCIYT, MOJIOKUTEIBHOE — HE TPATUTE CBOE BPEMsI
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U TIOJIyYEHHBIH TOKYMEHT, KaK IMpPaBUJIO, COCTaBJIEH IPaMOTHO, OTPHUIIATEIILHOE — HE BCET/a
3aJI0’KeHa caMmasl pallMoOHalIbHAsA cCUcTeMa paboThl C JOKYMEHTaMHU.

ITocrapaiiTecb HOMEHKIJIATYpY JI€J1 COCTABIATh CBOUMH CHIJIAMU, XK€ €CIIU B UTOTre MOTYT OBITh
Kakue-To HepocTatku. [IpaBuia pa3paboTku MOHATH HE TPYIHO, OCHOBHAS CIIOKHOCTh IPUXOIUTCS Ha
AQHAJMTUYECKYI0 pabdOTy TO COCTAaBICHHIO, CHUCTEMaTH3allMM HAa3BaHMHM 3aroJloBKOB Jiel |
OTIPEJICIIEHUIO CPOKOB XPaHEHHUS IO IEPEUHIO JOKYMEHTOB.

Ilopsiiok cocTaB/ieHUsI U YTBeP:KAeHUSI HOMEHKJIATYPBI el

Pabora Benercst Ha OCHOBAHUM HOPMAaTHBHO-METOJUYECKUX JOKYMEHTOB. OTBETCTBEHHOCTH 32
COCTABJIeHHE HOMEHKJIATYphl JeJ Bo3jaraercsi Ha ciay:k0y ae1onpouM3BOACTBa (cekpeTapuar,
KaHIETSpysi, OO OTAeT U T.1.).

[Ipexne Bcero, HEOOXOAUMO OMPEAETUTH COCTaB 00pPa3yIOIIUXCA JOKYMEHTOB. M3ydaloT ycraB
WIA TOJIO)KEHHE 00 OpraHu3alluu, €€ CTPYKTYpPY, HOJOXKEHHS O CTPYKTYPHBIX MOApa3JeseHHsIX,
Apyrue HUMEIOIIMecs] JIOKYMEHTBI, OINpEesIolue JesSTeNbHOCTh OpraHu3aluu  (IOJOXKEHHUS,
perimaMeHThl, NpaBWia W T.JI.), IUIAHOBBIE M OTYETHBIC JOKYMEHTHl OpPTraHM3aLWH, IIOJE3HO
MPOCMOTPETh HOMEHKJIATYPY /€] 3a MPEIbI YA TO.

Cunraercs, 4TO CBOJHAs HOMEHKJIATypa JeJl OpraHu3allMl COCTaBJs€TCS Ha OCHOBAHUU
COIJIACOBAHHBIX C BEJOMCTBEHHBIM AapXMBOM HOMEHKJIATYp JieJl CTPYKTYPHBIX IOJpa3ieieHu.
CoTpyOHHMKH OTHENOB TPOCTO HE CIOCOOHBI pa3paboTaTh TpeOyeMbIi JOKYMEHT (OTCYTCTBHE
kBasnukanyu, BpemeHu). [loaromy ocHoBHas padoTa JIOKUTCS Ha OTBETCTBEHHOI'O CIEIUAINCTA 32
COCTaBJIEHHE CBOJHOIO JIOKyMeHTa. byner mydmie amns BceX, €CliM CTPYKTYpHbIE HOJpPa3JeIeHus
IIPOCTO MPEACTABSAT B CIIYKOY J€TONPOU3BOACTBA CIIMCOK Ha3BaHUN BCEX 3aBOJIUMBIX JIElI.

[Ipu >TOM BCe NOKYMEHTHpYEMBbIE YYaCTKH IOJDKHBI OBITh OTpakeHbl. YacTo COTpYIHUKH
OTJIETIOB TOBOPST «JIa Y MEHS TYT B CTOJIE», «UTOOBI MO PyKoi». Bmecte ¢ Tem mpaBuiia TpeOyroT,
4TOOBI BCE 3ar0JIOBKU 3aBOAMMBIX JIe]1 ObLIM BKJIIOUEHBI B HOMEHKJIATYpy Jei. 1 3aTtem ucnosHeHHbIe
JTOKYMEHTHI (HOPMUPOBAIUCH B JIe/1a B COOTBETCTBUH € 3aJI0)KEHHONW CUCTEMO.

Kak yxe oTMedanoch BbIIe camasi CIOXHas paboTa B pa3paboTKe HOMEHKIATYPBI JIEN —
MPaBUIHHO CPOPMYIHUPOBATH 3arOJOBKH €I, CHCTEMaTH3UPOBATh UX W MPOCTABUTH CPOKU XPAHEHUS
JeNT CO CCBUIKOW Ha COOTBETCTBYIOLIYIO CTAaThi0 MO MEPEUHIO JOKYMEHTOB. DTO MBI PacCMOTPUM
M103/IHee Ha KOHKPETHOM MpUMepe HOMEHKJIATYpPhI /1€ OpraHU3aluy B CIEAYIOIIEH CTaThe.

Odopmiierre cBOJHON HOMEHKIJIATYPHI JIe]T IPOU3BOAUTCS Ha 00IeM OJIaHKe OpraHu3aIliu, T
OCHOBHAsl 4acTh IIPEJICTaBJICHA B TAOINYHON (hopMe C periaMeHTUPYEMBbIMU Ha3BaHUSIMU Tpad.

W 3areM B COOTBETCTBMU C HOPMATHUBHBIMU TPEOOBAHUSMH HEOOXOIUMO YTBEPAMTH JaHHBIH
nokyMeHT. OCHOBHBIE 3TaNbl YTBEP KIeHHUsS] HOMEHKJIATYPbI J1eJ1:

e BU3UPYETCsI OTBETCTBEHHBIM 33 apXHB OpPTraHH3aIlNH,

e ITO/IMKICHIBACTCS] PYKOBOJIUTENIEM CITY>KOBI CTOITPOU3BOICTRA,
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* COTJIACOBBIBAETCS € DKCIIEPTHOM KOMHUCCHEW OpPraHM3allid ¢ COCTaBICHUEM IIPOTOKOJIA
3acelaHusl SKCIIEPTHOU KOMUCCHH,

e HAIIPABJIAETCS Ha paccMOTpeHHe 9KCIIEPTHO-IIPOBEPOYHOU KOMUCCHEN
COOTBETCTBYIOLIIETO apXUBHOIO YYpEeXJeHHs — He pexe | pasa B 5 ser (maHHbBIM sTam
MMpONmyCTUTh, CCJIM OpraHu3anus HC NEPCAaACT JOKYMCHTBI HAa ITOCYAAPCTBCHHOC XPaHCHUC, HC
ABJICTCA HCTOYHHUKOM KOMIIJICKTOBaAHUA FOC&pXI/IBa),

e YTBEPXKAACTCS] pyKOBOAUTENIEM OpraHu3anuy (Tpud yTBep>KaeHHs HA CAMOM JOKYMEHTE
WIN IPUKa3 00 yTBEPKIACHUN HOMEHKIIATYpPBI J1€1).

OOparute BHMMaHHUE, YTOObI M30€XaTb TUMMYHONW OLIMOKM — HEJIb3sS MEHATh MECTaMH JBa
nocienHux dtama. CUHUTaeTcs, YTO TOCApXHMB HMMEET IMpaBO IMOTPeOOBaTh BHECTH H3MEHEHHUS B
HOMEHKJIATypy Jeil. Eciyu JOKYMEHT yTBEPKIEH, TO €0 MO3AHO C KEM-ITH00 COIIaCOBHIBATD.

[lo npaBuinaM AOJKHO OBITH YETHIPE/TPH HK3EMIUISIpA HOMEHKJIATYpbl el OpraHu3alui,
KOTOpBIE XPAHATCSA:

* B CIIy’k0€ A€I0IMPOU3BOACTBA — JOKYMEHT IIOCTOSSHHOI'O XpaHEHUS,

eB TOCYJapCTBEHHOM apXHBE (SK3EMIUIIP OTCYTCTBYET, €CJIIM HET COIJIACOBAHUS C
HKCHEPTHO-IPOBEPOYHON KOMUCCHEH COOTBETCTBYIOILEIO ApXUBHOTO YUPEKIACHNUSA),

* B apXUBE OpraHM3aluH,

e paboumii 3k3eMIULsIp (yAOOHEE IMOJIb30BAaThCSl B DJCKTPOHHOM BHIE U Pa3MECTUTHh B
CBOOOJHOM JIOCTYII€ [l BCEX COTPYAHUKOB OPTaHU3ALIH).

ITopsinok Texkymieil padoTbl ¢ HOMEHKJIATYPOM e

ITocne yTBepkACHUA CTPYKTYPHBIE MOAPA3ACICHUS IIOIY4YarOT BBITUCKU U3 HOMEHKIIATYPHI €l
WM UHQOPMUPYIOTCS, TNle B O0IIEM JOCTyNe B AJIEKTPOHHOW (opMe HaXOAWUTCA JOKYMEHT IS
MIPaKTUYECKOI0 UCIIOJIb30BaHUs B paboTe.

Ha npencrosimuit rog cBogHasi HOMEHKJIATypa /€7 OpraHu3alui pa3pabaThiBaeTCsl B Y4ETBEPTOM
KBapTaJie KakJI0ro roja.

Ecin npoucxomsr 3HauuTedbHblE W3MEHEHMs (QYHKIUH U CTPYKTYpbl OpraHu3alluu,
COCTaBJISIETCSI HOBasi HOMEHKJIATypa JieN (XapakTepHO Jil TOCYJapCTBEHHBIX OPraHoB). DTO 3HAYWT,
4TO TpeOyeTcs CHOBAa B YCTAHOBJICHHOM IOPSIJIKE €€ YTBEPAUTH, BKIIIOYAs COTIaCOBaHME C SKCIEPTHO-
[IPOBEPOYHON KOMUCCUEN aPXUBHOI'O YUPEKICHUS.

B cj1ydya€ OTCYTCTBUA riI00albHBIX HW3MEHEHHUH HOMCHKJIaTypa O€JI B KOHIC KaXJI0ro rojaa
yTouHsAeTCs (ecau HEeoOXOOUMO JO0O0aBIIAIOTCS BHOBb 3aBEACHHBIE Jlela WM YHAIAIOTCS  ykKe
HEHYXHbIE, PEeJaKTHPYIOTCS Ha3BaHMs 3arojOBKOB Jed U T.J.) U BBOAMUTCA B JeiicTBue ¢ 1 sHBaps
IIPEJICTOSAIIErO TOAA.

Ilocne 3aBepiieHus AEIONPOM3BOACTBEHHOIO roja IO YCTaHOBJIEHHOW (OpME COCTaBISAETCA

HUTOroBasd 3alMCh O KAaTCTOPUAX U KOJIUYCCTBE 3aBCACHHBIX A€ B OPraHu3aluu.

Oobpaszey cocmagnienHus HOMEHKIAMYPbL 0el 00PA306aMEIbHO20 YUPEHCOCHUA
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YrBepxaar:
3asenywmasa _Konockoea A.A.

Mpuxa3 Ne 23 ot 30.12. 2015 .
Homenkiiatypa ae

o0pa3oBaTenbHOE YUPEXKICHUE JOMOIHUTEIBHOTO 00pa3oBaHus aeTen «/[emckuil cad No 222)
Ha 20/6 ron

Ne /i

HaumenoBanue geja

Cpok xpaHeHust

1 2 3
01 Opzanuzayuonno-npasosoe ovecneuenue /[0Y 01
[ locmosinHo 00
01-01 |Hopmamuseno-npasogvie 0okymenmsl 0 oessimenvhocmu [{OY
3aMeHbl HOBbIMU
[locmosnno 00
01-02 |Pewenus, pacnopsocenus Yupeoumens o oeamenrvnocmu JJOY
3aMeHbl HOBbIMU
/[0 MUHOBAHUS
01-03 |[Ipuxasel opeanos ynpasienus oopazosanus o desmenviocmu JJOY _
HadobHoCcmu
01-04 |lIpuxa3zvl 3aeedyroweit /[OY no ocnosnotl desmenvbrHocmu 5 nem
01-05 |Yemas yupesrcoenus [locmosnno
01-06 |Ceuoemenbcmeo o pecucmpayuu 8 HAI102080M OP2aHe [locmosnno
. [locmosnno 00
01-07 {luyensusa na npaso eedeHus 0o6pazosamenbHoOU 0esimenrbHOCmu

3aMmenvl HoBoU

HUTOTI'O: nen BpeMeHHOr0 XpaHeHusi: /

Oopaszey Homenkamypul 0es1 Opeanu3ayuu

3aKppITO€ aKIMOHEPHOE OOIIECTBO
«bospias Karmis»

(AO «bomnbias Karisi»)

HOMEHKIJIATYPA JEJI

JleJ1 IOCTOSATHHOTO XpaHEeHHUs: 6

YTBEPXJIAIO

I'enepanbHBII AUPEKTOP
N.0. ®damunus

24.12.2014
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24.12.2014 Ne 1

r. Camapa
Ha 2015 rox
MNunexc | 3aroimoBok nena | Koix-Bo Cpok [Ipumeuanue
nena (Toma, yacTei) nen XpaHEeHUS
(TOMOB, nena  (Toma,
yacTei) 4acTH)
u HOMepa
craTen
10 NEPEUHIO
1 2 3 4 5
01. Kanuenspus
01-01 YupenurenbHble JOKYMEHTBl M [TocrosiHHO [Tepeuenn
ycTaB 001ecTBa cT. 50 a, TUTIOBBIX
51-53 YIPaBIEHYECKUX
apXUBHBIX
JIOKYMEHTOB. . .
(M., 2010)
01-02 [Tonoxenuns 00 opraHax ITocTostHHO Ilepexonsmee ¢
ynpaBieHus (obmeM coOpaHuu cr. 57 a 2013 r.
aKLMOHEPOB, COBETE JUPEKTOPOB,
MIPaBJICHUN )
01-03 [Irarasle pacnucaHus 51 ITocTostHHO Ilepexonsmee ¢
W3MEHEHUS K HUM cr.71a 2014 r.
01-04 [lonoxeHnss O  CTPYKTYpHBIX ITocTostHHO Ilepexonsmee ¢
MOJpa3ICIICHUAX CcT. 55 a 2013 r.
01-05 IIpukassl TE€HEPAIILHOTO ITocTostHHO
TUPEKTOpa 1o OCHOBHOM cT. 19 a
JESTEIBHOCTH
01-06 [Ipukasbl TE€HEPAIIBHOTO 5 nmer
JUPEKTOpa MO0 aAMUHHCTPAaTUBHO- cT. 198B
XO3SIICTBEHHBIM BOITPOCaM
01-07 IIpoTokomnbl  oOmMX  coOpaHuit [ocTostHHO! "Bronerenn
aKLMOHEPOB U IOKYMEHTBI K HUM cT. 181 roJOCOBaHUS —
bi ()
MpeKpaleHus
JIESATEIBHOCTH
AQ; nocie
IIPEKPALEHUS —
OIIK
01-08 HNHucrpykuus o ITocTostHHO Ilepexonsiee ¢
JIEJIONPOU3BOJICTBY cr. 27 a 2010 .
01-09 Howmenxkiarypa nen ITocrossHHO
ct. 200 a
1 2 3 4 5
01-10 [Iepenucka o BOIIpOCam 5 et JIIK
OCHOBHOM JIeSITETLHOCTH cT. 35, 256
01-11 PesepBHbIii HOMEp
01-12 baza  pmaHHBIX  perucrpanuu 5 ner B anextponHoOM
BXOJIAIINX TOKYMEHTOB CcT. 258 T dhopme
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01-13 baza JTAHHBIX perucrpanuu 5 ner B snextponHoOM
UCXOJSIIIHUX JTOKYMEHTOB cT. 258 T dbopme
02. Otaen kKagpoB
02-01 JIOJKHOCTHBIE UHCTPYKLUU 75 ner
COTPYJIHUKOB cr. 77 a
02-02 [ITaTHbIE pacnucaHus u 3 rona [TognuuHuku B
n3MeHenud Kk HuMm. Konuu cr.710 nene 01-03
02-03 [Ipukasbr TreHEPATLHOTO Ho [Momuuauku B
TUpPEKTOpa 1o OCHOBHOI MUHOBaHUS KaHLEISIpUU B
nestenbHOCTH. Komuu Hagobnoctn | nmene 01-05
cr. 19a
02-04 [Tpuxazbl reHepaIbHOIO 75 ner DK
JUPEKTOpa IO JIMYHOMY COCTaBy cT. 196
(o npueme, NepeMEICHIH,
YBOJIBHEHUH U JIP.)
02-05 [Tpukassl TE€HEPaIbHOIO 5 ner
JUPEKTOpa O TMPelIOoCTaBICHUU cT. 196
€KETOHBIX OTLIAYMBACMBIX
OTITYCKOB

HavaneHuk kanuemsipun

OTBeTCTBEHHBII 3a apXUB
A.O. bopoBuuka
19.12.2014

COI''TACOBAHO
ITporoxon DK
0T 22.12.2014 Ne 3

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

B [TAO «bopIasg Kamis

K.E. Typuunckas

B ToM uncie:

[To cpokam xpaneHus Bcero HepexoIIX c OTMETKOM
"OITK"

1 2 3 4

[TocTostHHOTO 30 8 —

Bpewmennoro (cBpie 10 ner) 36 7 4

Bpemennoro (mo 10 ner | 92 12 27

BKJTFOUUTEIIHHO)

NTOTI'O: 158 27 31

Havanbauk kaHuensipuun
24.01.2016

K.E. Typunnckas




HToroBbie cBeICHNUS TIEpeIaHbl B apXUB
Cexperapb J1.b. 3aboxuHCKas
26.01.2016

IIpakTnueckoe 3ansaTue Ne 16

Tema 17. IloaroroBka J0KYMeHTOB K Iepejade HA apXuBHOe XpaHeHue. CPOKU XpaHeHU sl
AOKYMEHTOB NpeANPUsITUS.

Henp padoTbl: HayuyuThCs NOATrOTaBIMBATH JOKYMEHThl K IIepefade Ha apXMBHOE XpaHEHHE.
O3HaKOMUTH CTYACHTOB CO CPOKAMH XPAHEHUS JOKYMEHTOB Ha MPEANPUATHH.
I[Hosicuenue k padore:

B cootBerctBuu ¢ u. 1 cr. 17 @enepanbrHoro 3akona ot 22.10.2004 N 125-®3 "O06 apxuBHOM
nene B Poccuiickoii ®enepanuu" opraHuzanuu o00s3aHbl 00ecHeunBaTh COXPAHHOCTh APXUBHBIX
JOKYMEHTOB, B TOM 4HCJI€ JOKYMEHTOB IO JIMYHOMY COCTaBy, B TEUEHHE CPOKOB HX XpaHEHMS,
YCTaHOBJICHHBIX (pe/iepajbHbIMU 3aKOHAMH, UHBIMA HOPMAaTUBHBIMH IIPABOBBIMU akTamu Poccuiickoit
®enepauuu (cM. TabIHILy), a TAKKE CISAYIOLUMYU NEPEUHSIMHI TUIIOBBIX aPXUBHBIX JOKYMEHTOB:

- IlepeuHeM THIOBBIX YIIPABICHUECKUX APXMBHBIX JIOKYMEHTOB, OOpa3yIOLIMXCS B Ipolecce
JESTEIbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CAMOYINPAaBIEHUS W OpraHu3aluid, c
yKazaHueM CpokoB ux XpaHeHus", ytB. IIpukazom MunkynbTypsl PO ot 25.08.2010 N 558 (cm.
yKa3aresab BUAOB JJOKYMEHTOB K HEMY);

- IlepeyHeM THUIOBBIX ApPXMBHBIX JOKYMEHTOB, OOpPa3yIOIIMXCS B HAay4YHO-TEXHMYECKOH W
IIPOU3BOJCTBEHHON JEATEIBbHOCTH OpraHU3allii, ¢ YKa3aHWEM CpPOKOB XpaHeHus, yTB. IIpukaszom
MunkynsTypsl PO ot 31.07.2007 N 1182 (cM. yka3zarenb K HeMY);

- IlepeyHeM THUNOBBIX JOKYMEHTOB, OOpa3yloLIUXCsi B JEATEIBHOCTH TOCKOMHUTETOB,
MUHUCTEPCTB, BEAOMCTB M JPYTUX YUPEXKICHUN, OpraHu3alui, NPEANpUATHHI, ¢ YKa3aHHUEM CPOKOB
xpanenus, yTB. 'maBapxusom CCCP ot 15.08.1988.

JUisl akIMOHEpPHBIX OOIIECTB CPOKHM XpAaHEHMs HMX JIOKYMEHTOB olpeneneHsl [lomoxxeHneM o
MOPSIIKE M CPOKAX XPAHEHHS IOKYMEHTOB aKIIMOHEPHBIX 001ecTB, yTB. [locranoBnennem OKIIb PO
ot 16.07.2003 N 03-33/mc.

Cpoku xpaHeHHs 00111epACTIPOCTPAHEHHBIX TIOKYMEHTOB:

KanpoBble [M0OKyMeHTBI: IUTaTHbIE pACIUCAHUA — ITIOCTOSIHHO;  IMOATBEPXKAAIOIINE
MPOMCIIECTBUE  HECYaCTHOro  ciaydas — 45  jer; NOoATBEp)KIarollMe  BO3HUKHOBEHHE
npo¢eCCHOHATBLHOTO 3a00JeBaHus — 75 JeT; JUYHOE J1esI0 paboTHHKA — 75 JIeT; BCe JOKYMEHTHI,
Kacaroluecs AeATeIbHOCTH COTPYHUKA IIPU OCOOBIX YCIOBUIX TpyAa — 75 JeT.

DuHAHCOBBIE TOKYMEHTBI: UMemue nHopMaluio 00 MCUUCICHUH U yIUlaTe Hajloros — 4
rojia; MOJATBEP:KJIAOIIUE PACXO/Ibl, TOHECEHHBIE B CBSI3U C O0YyYEHHEM COTPYJHUKA — B TEUEHHE BCETO
cpoka 00y4eHus IUTIoC emle 1 roj, U He MeHee YeThIpeX JIeT; MOATBEPKAAIoNe 00beM MePEHECEHHBIX
Ha OyJyniee YOBITKOB — B TEUEHHE BCETO CPOKa, ITOKA HAJIOTOBast 0a3a YMEHbIIIAECTCS HA TePEHECEHHbIN
yOBITOK; MOATBEP)KJAIOIINE PACUYEThl 10 CTPaXOBBIM B3HOCAM BO BHEOIODKETHBIE (OHIBI — 6 JeT;
ceprudukarsl D1 HY)KHO COXpaHATH elle S5 JeT mocie 3aBepIIeHus roja, B KOTOPOM 3aKOHUYHUIICS
cpok neiictBus ceptudukara; npuHATeiE B PCC mno KaHalaM 3JEKTPOHHOM CBSI3M pacuer,
BbINOJHEHHBIN B popMme 4-OCC, 1 KBUTAHIMS O €ro MOJy4YeHUU — 5 JIeT; OyXrajarepckue JOKYMEHTHI,
pacKpbIBalOIIME Y4ET M OTUYETHOCTh — 5 JIET; KAaCCOBBIE YEKH, JKypHaJbl KacCHpa-oIlepalMOHUCTa,
HakonuTenu (UCKAIbHOW TMaMATH, OJEKTPOHHBIE KOHTPOJIbHBIE JIEHTHL, JApyrue (GOpMbl,
MIOATBEP>KIAOIIUE PacueThl HAIMYHBIMU JIEHEXHBIMU cpeAcTBaMu — 5 1eT; nacnopT Bepcuu KKT — B
TE€YEHHE BCEro CpOoKa, MOKa machopT JaehcTBuTesieH. CpoKH XpaHEeHHs TOKYMEHTOB B OpraHHU3alllH B
HEKOTOPBIX CIIy4asX MOTYT ONpPEAEIATHCS IOPUANYECKUM JIMIIOM CaMOCTOSITENIbHO, HO OHM HE MOTYT
OBITh MEHbIIIE CPOKOB, YKa3aHHBIX B 3aKOHOAATENIbHBIX aKTaX.
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[Ipy yHMYTOXXKEHHU AOKYMEHTOB COCTaBIISETCS aKT. YHU(PUIUPOBAHHONW (OPMBI IJi TaKOTO
polla aKTOB HE CYIIECTBYET, OH COCTaBIsieTCs B CBOOOJHON (opme, 3aKperuieHHOW NpHUKa30M
pykoBoauTens. B HeM AOMKHBI OBbITh 00O3HAYEHBI HE TOJBKO HAMMEHOBAHUE U BCE PEKBU3UTHI
OpraHM3aIlfy, HO TaKKe, OOBIYHO B BHJIC TaOIUIII, YKA3bIBAIOTCS HAMMEHOBAHUS JOKYMEHTOB (7€),
Mepuoj,, Koraa OHU ObUI CO3JaHbl, KOJIWYECTBO JHCTOB WM, €CIM 00beM Jela MOoJ OJHUM
HAaUMEHOBAHHEM BEJIHK, TO KOJUYECTBO TOMOB. B 3TOM e akTe MOXKHO J100aBUTH Tpadbl HAKIIATHON
Ha [epeaavy-npueM JTOKYMEHTOB JJIsl YHUUTOKEHHUS.

MuHUMaJIbHBI CPOK XpaHEHUs] OYyXTaJdTepCKUX [TOKYMEHTOB - oAuH roia. Takoi mnepuon
MPEeyCMOTPEH JIHIIb IS OTIEIbHOW KaTeropuu Oymar, KOTopas BKIIOYAeT KOPPECIOHACHIIMIO C
COOTBETCTBYIOIIMMHU OPraHaMH O BPEMEHHU IPEIOCTaBICHUS OTYETHOCTH. CpOK XpaHEHHUs KaCCOBBIX
JIOKYMEHTOB COCTAaBIIACT ISAThH JieT. KpoMe HuX, aHaTOTUYHBIN NepHo]l BpEMEHU JOJIKHBI HAXOAUTHCS B
apxuBe U cleAyrone OyMaKHble HOCUTENH:

1. banancel 3a kBapTail.

2. OtueTsl OpraHu3allid 3a YETBEPTh I'0/la C MPUKPEIUICHHBIMH K HUM OOBSACHUTEIHHBIMU
3aMUCKaMU.

3. I'naBHas kHUTA.

4. Bce mpOTOKOJIBI 3aCeIaHU TI0 OOCYKICHHIO, & TAK)KE YTBEPXKICHUIO OAJIAHCOB 3a KBapTal U
OTUYETOB 32 TAKOM K€ MEPUOI.

5. llTaxmaTHbIE KypHAIIBI.

6. KaccoBble KHUTHY U OIpaBaTeNIbHbIE (IEPBUYHBIC) TOKYMEHTHI.

7. BenomocTu (000pOTHBIC ¥ HAKOIUTENBHBIC) M0 cYeTaM OaliaHca (KaK aHATUTUYCCKUM, TaK U
CUHTETHUYECKUM).

8. Bce MOKyMEHTHI BHECHUCTEMHOTO, a TakKXK€ CHUCTEMHOro Yyd4eTa (KOHTPOJbHBIE U
BCIIOMOTaTeNIbHbIE KHUTH, )KYPHAJIbl, KAPTOTEKH).

9. AKTBI NIPOU3BEACHHBIX PEBU3HMIA (PMHAHCOBON M XO3SMCTBEHHOH ACSITEIHLHOCTH KOMITAHUH, a
TaK)Xe BCEBO3MOXHBIE IEPBUYHBIE MATEPUAIIBI K HUM.

10. KapTouku, KapTOTEKH U KHHUTH T10 ONEPAIUsAM C MTOAOTYETHBIMH JIUIIAMH.

He MeHee necsaTu J€eT 10KHBI XPAHUTHCS:

1. bamanchl, a Takke OTYETHl OpraHm3anuu 3a roja. K HUM 0053aTelbHO JIOJDKHBI TMPUIIAraThCst
OOBSICHUTENbHBIE 3aITHCKH.

2. Onucu UHBEHTApS.

3. banaHnchl nepenaToyHoOro U pa3aenuTeIbHOr0 XapakTepa.

4. CAu4uTenbHbIE BEJOMOCTH.

5. banaHcel TMKBUIAIIMOHHOTO XapakTepa. K HUM B 00s13aTeIbHOM MOPSAKE TOJDKHBI TPUKIIAABIBATHCS
O0OBSCHUTEINIbHBIE 3aMMUCKU U TIPOUYNE TPUIIOKCHHS.

6. KHuru, no KoTopbIM BEJETCS yU€T 3/laHUI U COOPYKEHUH.

7. IIpoTOKOMBI 3aceiaHnii, Ha KOTOPBIX pacCMaTPUBAIKUCH JIUOO YTBEP)KAAIUCh OAJIaHCHl M OTYETHI 32
rOJI0BOM MEPHUOL.

8. BceBo3MOKHBIE MaTepHalbl, COJEp)Kalue B cede CBEJACHUs MO MHBEHTApH3allMd COOPY>KEHUMH,
3JTaHUN.

9. Ilpotokoisibl 3acegaHuid, Ha KOTOPBIX PACCMATPUBAIM CIMYUTEIBHBIE BEIOMOCTH MPOLIECCOB
WHBEHTapHU3al1u.

IoaroroBka 10KYMEHTOB K Iepeaye HA apXUBHOE XpPaHeHHe.

[ToaroToBKa NOKYMEHTOB K XPaHEHUIO SIBISIETCS HEOOXOAMMBIM ITAllOM B MpOIlecce Mepeaayn
TOKyMEHTOB B apxuBHbIe (oHmbl. CorimacHo 3akoHomarenbcTBY Poccuiickont ®enepamuu, Bce
JOKYMEHTBI KOMITAHUH JTOJDKHBI TIPOMTH COOTBETCTBYIOIIYIO 00pabOTKy, Mpexae YeM MOCTYIUTh Ha
apXUBHOE XpaHECHHE.

[ToaroToBKa NOKYMEHTOB K XPaHEHUIO SIBISIETCS HEOOXOAMMBIM ITAllOM B MpoIlecce Mepeaayn
JTOKyMEHTOB B apxuBHbIe (oHmbl. CoriacHo 3akoHOAATeNnbCcTBY Poccmiickoit ®enepamuu, Bce
JOKYMEHTBI KOMITAHUH JTOJDKHBI TIPONTH COOTBETCTBYIOILIYIO 00pabOTKy, MpeXkae YeM MOCTYIUTh Ha
apXHUBHOE XpaHECHHE.

[ToaroToBka JOKYMEHTOB K XpaHEHUIO HEOOXOIMMa HE TOJBKO s 00ECIeYeHHs] XOpOIlei
COXPAHHOCTH IOKyMEHTOB, HO U JIJISl TOTO, YTOObI U30€XaTh aAMUHUCTPATUBHONW OTBETCTBEHHOCTH U
mTpadoB, CBA3aHHBIX C HEKAYeCTBEHHOU MOJATrOTOBKOW JJOKYMEHTOB K XPaHEHHIO.
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JTanbl NOATOTOBKY JOKYMEHTOB K XPAHEHUIO
1. DkcnepTu3a HEHHOCTH:

HepBbH‘/Jl 9Tall MOAroTOBKH AOKYMCHTOB K XPAaHCHHIO 3aKJIFOYACTCA B IPOBCACHUU SKCIICPTU3LL
LEHHOCTU JIOKYMEHTOB. DKCIEPTH3a IIEHHOCTH HE0OXO0auMa JUisl TOTO, YTOOBI BBISIBUTH JOKYMEHTHI,
KOTOpBbIE MOJJICKAT AAJbHEUIIEMY COXPAHEHHUIO WJIM YHUUYTOXKEHHIO. C 3TOM 1EIbI0 COCTaBIISECTCS
OIMCH JIeJ ¥ OIUCH JIOKYMEHTOB JeJl.

B neOonblnx KOMIIAHUSX C MPOLEAYpOH MOATOTOBKH JOKYMEHTOB K apXHWBHOMY XPaHEHHIO
MOXKET CIIPaBUTHCS apXUBApUYC WM YIOJIHOMOYeHHOe muio. [lis Toro 4rtoObl MOATOTOBUTH
AOKYMCHTBI B KPYIIHBIX apXHBax, 4Yallc BCCTO HCOGXOI[I/IMa IIOMOIIIb BBICOKOKBEUII/I(l)I/IL[I/IpOBaHHBIX
CHEIHAIMCTOB U3 APXUBHBIX KOMITAHUH.

2. OmnpeneneHue MecTa XpaHeHHUsI JOKYMEHTOB

Ha AAaHHOM JTall€ HYKHO YCTAHOBUTH MCCTO JIA XpaHCHHA NOKYMCHTOB. Cpem/l BO3MOXHBIX
albTEPHATHB: XpaHEHHWE JOKYMEHTOB B o¢uce, caada JOKYMEHTOB Ha BHEO(HCHOE XpaHEHUE H
CO3/JaHUE JIEKTPOHHOT'O apXUBa.

3. XpaHeHue J0OKYMeHTOB B oduce

Jlyis Toro 4TOOBI TOATOTOBHUTH JOKYMEHTHI IS XpaHEHUs B o¢uce, HEOOXOIUMO TPAMOTHO
OpPraHHM30BaTh APXUBHOE MPOCTPAHCTBO U OOECIEUYUTH COOTBETCTBYIOIIMN TEMIIEPATYPHBIN PEKUM.
Taxoke Ha TaHHOW CTaIUU HY)KHO TI03a00TUTHCS O 3aKYIKE apXMBHBIX CTEIUIAXKEH, apXUBHBIX KOPOOOB
u nanok. Kpome Toro, Hy>KHO 3apaHee M03a00THTBCSI O TOM, YTOOBI JieNia JOJDKHBI ObLUTH MPOIIUTHI U
HepeHJICTCHI)I. Hu B KOeEM cnyqae HCJIB3s1 yHaKOBI)IBaTB I[OKyMeHTI)I B ITOJIM3TUJIICHOBBIC ITIAKCTHI, TaK
KaK 9TO YMEHbIIAeT COXpaHHOCTh Oymaru. Bo Bpemsi GopmupoBaHus apxuBa Mankd U KopoOa
IIOAIIMCBhIBAKOTCA, U CaMBIC BAa’XHBIC IIOCTAaBUTH Tak, T-ITO6I>I B cnyqae H€O6XOI[I/IMOCTI/I 06GCHG‘~II/ITI)
OBICTPBII TOCTYI K HUM.

4. Cpava 10KYMEHTOB Ha BHEO()MCHOE XPaHEHHUe

[lepeqaua MOKyMEHTOB Ha BHEO(HCHOE XpaHEHHE 3aKJIIOYACTCS B BBIBO3E JOKYMEHTOB B
XpaHWJIHUIE CTOPOHHEH apXuBHOW KoMmaHuM. [loAroToBKa JOKYMEHTOB K XPaHEHHUIO B JIaHHOM
cllyyae MUHUMaJIbHA, MMOCKOJBKY OTBETCTBEHHOCTH 3a 3TO OepeT apXWBHas KOMIaHUs. [ J1laBHOE BO
BpeMs NEepeBO3KM — COXPaHUTh BCe JOKyMeHThl B Haimuuuu. [lonpoGHee uuTaiite BHeoducnoe
XpaHEeHHE JJOKYMEHTOB.

5. Co3paHue 3JIEeKTPOHHOIO AapXUBa

[Ipu BBIOOpE 3IEKTPOHHOTO apXMBa Kak Cloco0a XpaHEHUs JOKYMEHTOB 3aTpaTbl KOCHYTCS
CKaHUPOBaHHUA TOKyMEHTOB. Ha 0cHOBE CKaHMPOBAaHHBIX 00pa30B co3aaeTcs 0aza JaHHBIX C CUCTEMOMN
noucka. [ToaroroBka JOKYMEHTOB K apXUBHOMY XpaHEHUIO Oy/IET 3aKII04aThCsi B OTOOPE JOKYMEHTOB
Ha ckaHupoBaHue. [locnme 3TOro yke mporpaMMHCTBI CO3JA0T 0a3y JaHHBIX ¢ YAOOHOW M ObICTpOM
CHCTEMOH TTOMCKA.

HOpSIZIOK MPOBCACHUSA 3AHATHUSA
CryneHTaMm mpenanaraercsi MpPOBECTU JNaHHYIO PabOTy ¢ MOMOIIBI0 OOCYKIEHHUS MUChMEHHBIX
pedepaToB Ha cIeAYIOLUE NPEIJI0KEHHbBIE TEMBI:
1. «CnopaBoyHO-IpaBOBBIE CUCTEMBI Poccuny,

2. «DopMuUpOBaHHUE U XPAHEHUE JEI,

3. «Apxus».

Bonpocs! 1u1st npoBegeHust codece0BaHUs:
1. OueHka 3HAYMMOCTH TOKYMEHTOB U CPOKH MX XPAHECHHUSI.
2. Bunbl apXMBHBIX TOKYMEHTOB.
3. IloaroroBka jen /uis cjauu B apXUB.

4.  OOecnevyeHre COXPAHHOCTH JOKYMEHTOB.
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OCHOBBI 3aKOHO/IaTENBCTBA 110 APXUBHOMY JIENY.
XpaHEHHE U y4eT apXUBHBIX JOKYMEHTOB.
KoMIuiekToBaHnue apXuBOB apXUBHBIMH JOKYMEHTaMHU.
JlocTyn K apXMBHBIM JOKYMEHTAM U UX HCIIOJIb30BAHHUE.

Kaxk OCYHICCTBIIACTCA CUCTCMATHU3aAlUA U XPAHCHUC TIOKYMCHTOB B OpI‘aHI/I3aLII/II/I?

= 0 0 =N W

0. Yro Ttakoe Jeno, C TOYKM 3peHUs JoKyMmMeHToBeneHus? IlpuBeautre mnpumepsl mAell,
XPaHSIIMXCSA B OpraHu3aluu.

11. PackpoiiTe coaepxaHue IMOHATHS «HOMEHKIATypa naem». Kakoe NOIKHOCTHOE JHUI0 B
OpraHM3aliy OTBEYAEeT 3a COCTABIICHUE U BBEJICHUE B JCHCTBHE HOMEHKIATYPHI 1€ ?

12.  KaxoBbl peKBU3UTHI HOMEHKJIATYPBI A€’

13. KakoBa coneprkaresibHasi 4aCTh HOMEHKJIATYpbI Je?

14. Kakue npu3Haku 3aBeICHUS Jelia UCTIOIB3YIOTCS Mpu (OPMUPOBAHUU JeI1?

15. KakoB ocHOBHOM mpUHIUI (POPMUPOBAHUS JOKYMEHTOB B Jieja?

16. Kakue HOpMaTHBHBIC TPEOOBAHUS HEOOXOIUMO COOIIOIATh TIPH (POPMUPOBAHUU JCIT?

17. Yro Takoe sKCHepTH3a IEHHOCTU JTIOKYMEHTOB, U KaKHe JOJKHOCTHBIC JIMIIa B OpTraHu3aIliu
3aHUMAIOTCS €€ IpOoBeeHIEM?

18. Kakue HOpMaTUBHBIE aKThl PETYIUPYIOT MPOBEACHUE IKCIIEPTU3bI IEHHOCTH JTOKYMEHTOB B
opraHu3aiuu?

19. Yto siBAsieTCst pe3yJIbTaTOM MPOBEACHUS IKCIIEPTU3HI IIEHHOCTH JIOKYMEHTOB OpraHU3aIiu?

20. Kak ocymiecTBiasieTcss MOArOTOBKa Jell K apXWBHOMY XPaHEHHIO B COBPEMEHHBIX

opraHu3anusx?

33}IaHI/Iﬂ AJISl BBINMOJTHEHUSA HA IMIPAKTUYCCKOM 3aHATUHA (Ha BblﬁOp):
1.CocTaBUTh JINYHOE ACJI0O COTPpYAHUKA U IOATOTOBUTH €0 JJId CAa4YU B apXUB.

2.CoCTaBUTh OIUCH HaxXoOAmMHuXcCA B IUMYHOM ACIIC JOKYMCHTOB.

3.HOI[FOTOBI/ITB AKT IIpUcMa-rnepeaavIun JUIHbIX ACII B apXUB.

Pexomenayemas imreparypa

OcHoBHasi IMTEpaTypa:

1. Cumonsn P.f. JlokymeHTanlmoOHHOE OOECreYeHUE CHCTEMBl YIPABJICHHUS OpTraHU3aIuei
[DnexTpoHHbIi pecype] : yueOHOe mocobue / P.SI. CumMoHsAH. — DJIEKTpOH. TEKCTOBBIE JaHHbIE. —
CaparoB: Ai IIlm Jp Memma, 2018. — 180 c. — 978-5-4486-0167-5. — Pexum pgocryna:
http://www.iprbookshop.ru/72458.html.

2. Ky3nenosa, U. B. JlokymMeHTalIMOHHOE OOECIICUCHHE YIpaBIeHUs [DIEKTPOHHBIN pecypc] :
yuebnoe nocobue s CI1O / U. B. Ky3nenosa, I'. A. XagarpsiH. — 2-e u3zl. — DIEKTPOH. TEKCTOBbIE
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nanubie. — Capatos : [IpodobpazoBanue, At [ITu Op Menua, 2019. — 166 c. — 978-5-4486-0404-1,
978-5-4488-0216-4. — Pexum nocryna: http://www.iprbookshop.ru/80326.html

3.0pranm3anus ¥ TEXHOJOTHS TOKYMEHTAIIMOHHOTO OOECIICYCHHS YIPABICHUS @ DIICKTPOHHOE
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rOCyJapCTBEHHOE OIOPKETHOE 00pa3oBaTeIbHOE YUPEKICHHE Bhiciiero oOpa3oBanus «KeMepoBCKuit
TOCYJapCTBEHHBI  yHHBEpCUTET», WHCTUTYT HCTOpPHM, TOCYAAPCTBEHHOTO YIPABJICHUS U
MEXKIYHApOAHBIX OTHOmEHU u ap. - Kemepoo : KeMepoBCkHil rocyaapCTBEHHbIM YHHUBEPCHUTET,
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