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METOJINYECKUE YKA3ZAHUS JIJISI IPAKTUYECKUX 3AHSTUA

CrneunajabHOCTh
40.02.04 IOpucnpyneHums

[Tsturopck, 2024



Metoanyeckue yKa3aHus I8 HPAKTHUYECKMX 3aHATUM MO AMcuuIuinHE «JloKyMeHTaluoHHOe
obecrieueHne ynpaBJICHUs» cOCTaBieHbl B cooTBeTcTBUU C¢ TpeboBaHusiMu @I'OC CIIO k moaroroBke
BBIITyCKa JJIS1 MOJy4YeHUs KBalu(puKauuu ropuct. IIpeaHasHadyeHbl 17 CTYAEHTOB, OOy4YarOLIMXCS IO
cnenuanbHocT 40.02.04 FOpucnpyaeHuus.

B MeTtoaMueckux yka3aHMAX Ul BBIIOJIHEHHS NMPAKTUYECKUX 3aHATUH COIEp:KAaTCs LEIH U 3a1a4yu
NPaKTU4YeCKOH paboThbl, (OPMYJIHPOBKA 3aJaHHs, OCHOBHOE COJCpPKAHME IO IMPOBEICHUIO PAOOTHI, a
TaKXe peKOMeHayeMas JUTeparTypa.



HosicHuTebHASA 3aNIMCKA

Meroanueckue peKOMEHIalliy MPU3BaHbl OKA3bIBaTh IMOMOIIb CTYJACHTAM B U3YYEHUH OCHOBHBIX
MOHSTUN, HJIEH, TEOPUH M TOJOKEHUN TUCHUIUIMHBI, H3yYaeMbIX B XOJI¢ KOHKPETHOTO 3aHATHUSA,
CIOCOOCTBOBATh PA3BUTHIO MX YMEHUH, HABBIKOB M MPOGECCUOHATBHBIX KOMIETCHIIMA. MeTonndeckue
PEKOMEHIAlMK Ui BBIIIOJHEHUS MPAKTUUECKUX pabOT MpeaHa3Ha4YeHbl Ui CTYACHTOB CHEIHMAbHOCTH
CIIO 40.02.04 FOpucnpyaeHIusi.

Oco0OeHHOCThIO 00y4eHHs SIBISCTCSI HEpa3pbIBHAS CBSI3b TEOPHUHM U IMPAKTUKU MO MPUBUTHUIO
CTyJICHTaM HaBBIKOB B pabote. Ocoboe 3HaUEHUE IJIsi YCBOSHUS COJCPKAHUS NUCIUTUTMHBI M IPUBUTHS
MPAKTUUECKUX HABBIKOB HMMEET IMpaBWIbHAsg U 4YeTKas OpraHu3alus MpPOBEACHUS U BBIIOIHEHUS
CTYJICHTaMH MPAKTUICCKUX PaboT ¢ TpeOyeMOl TOYHOCTHIO MO KOHTPOJIEM MPENOIaBaATENs.

[lepen HauanOM BBINOJHEHUS KaxaA0H paOOThl CTYJEHTHI IOJDKHBI 03HAKOMHUTHCS C €€ OCHOBHBIMU
MOJIO)KCHUSIMU, TIOPSJKOM  BBHITIOTHEHHsI paboThl. llocne BBIMONHEHHS TPAKTHYECKON pabOThI
HE0O0XO0JMMO MPOU3BECTH 00PaOOTKY pe3yIbTaTOB U cliejaTh HEOOXOIMMBbIE BHIBOJIBI.

[enpro MpakTUYECKUX PAOOT yUAIIMXCS SIBISICTCS OBJIAJICHHEC OCHOBHBIMH 3HAHUSMH, YMEHUSMU H
HaBbIKaMH B cooTBeTcTBUH ¢ TpeboBanusMu OI'OC no cnermansHocTr CITO 40.02.04 FOpucnpyaeHus.

Ilenvro uzyuenusn OoucyunauHwpl SBISETCA TMOIYYCHHUE TEOPETUUYECKUX 3HAHUU M MPAKTHUYECKUX
HABBIKOB B O0JIACTH OpraHM3alllH JIEJIOMPOU3BOJCTBA M JTOKYMEHTOOOOpOTa Ha MPEANPHUATHIX BCEX
(dhopM COOCTBEHHOCTH.

B pe3ynbrate ocBoeHUS Y4eOHOM TUCHUTUTMHBI 00YYaOUIUIiCs T0JKEH YMeTh:

[IpuMeHATh HaA MpaKTUKE TOCYJapCTBEHHBIE CTaHAAPTHI, APYrHe HOPMATHUBHO-METOIUYECKHE
JIOKYMEHTBI, perjaMeHTUPYIOIIHE OPraHU3aIHI0 TOKYMEHTAlIMOHHOTO 00eCIIeYeH sl YIIPaBIICHUS;

CocTaBiATh W TPAaBUIBLHO OQGOPMIISITH OCHOBHBIE BHUJBI OPTaHU3AMMOHHO-PACTIOPSAUTEIHHBIX
JIOKYMEHTOB;

OdopmitsaTs HHOOPMAITHOHHO-CIIPABOYHYIO JTOKYMEHTAIHIO;

OdopMIATH KAAPOBYIO TIOKYMEHTALIUIO;

OdopMIATH MPETEH3NOHHO-UCKOBYIO IOKYMEHTAIIHIO.

B pesynbrare ocBoeHUs yueOHON NUCHUIUIMHBI 00YYaIOUIHIICs T0JKEH 3HATH:

TepmuHOIOTHIO B 00JIACTH JOKYMEHTAIMOHHOTO 00ECTICUSHHS yIIPaBICHUS;

HopMaTtuBHbIE TOKYMEHTBHI, PErJaMEHTHUPYIOIIUE COCTaBIeHHE U O(OpMIICHHE AOKYMEHTAIMH U
MOPSTIOK ee 00paboTKY;

[IpaBuna coctaBieHus #u O(OPMIIEHUS OPraHU3aLMOHHO-PACIOPAIUTENBHBIX JIOKYMEHTOB,
BXOJSIINX B YHUQUIUPOBAHHYI) CHCTEMY OPTaHU3AIMOHHO-PACTIOPSIUTEIBHBIX  JIOKYMEHTOB,
YHUPUIIMPOBAHHYIO CHUCTEMY MEPBUYHON YYETHON MOKYMEHTAllMd B YacCTH JOKYMEHTAllMU MO YYeTy
Tpyna;

[Topsamox mpoBeneHHUs] SKCHEPTU3bl HEHHOCTU JOKYMEHTOB M TOJATOTOBKM J€N K apXUBHOMY
XPaHEHHUIO.

TexHonoruto opraHu3anuu J0KyMEeHTO000pOTa B OPraHU3alUAX (YUPEKIACHUSAX ).

[IpakTuueckue 3aHATUS TPOBOJSATCSA Cpa3y IMOCJIE OKOHYAHHS M3YyUEHUS] COOTBETCTBYIOLIEH TEMbI
JTUCIUILIMHBI OJJHOBPEMEHHO CO BCeW IpyMIIOi Moj pyKOBOJACTBOM Ipenoaasarens. [lepen nmposenenuem
MPAKTUYECKUX 3aHATUH HEOOXOJUMO O3HAKOMUTH CTYJIEHTOB C OOIIUMH 3ajadaMyd ITHX 3aHATHH,
MOTYEPKHYTh, UYTO BHUMATEIHLHOE, OCO3HAHHOE BBINOJIHEHHE PA0OT Ha MPAKTUUYECKUX 3aHATUAX TO3BOJIUT
3aKpENUTh TEOPETHUSCKUN MaTepuai, MPHOOpecTH OIpe/IelCHHbIE HABBIKM U YMEHHS, KOTOPBIC OYIyT
HEOOXOUMBI B MPAKTUYECKOM NEATEIBHOCTH HA MPOU3BOACTBE MPU MPOXOKACHUN MPAKTHKH, a 3aTEM B
nepuoi padboThl MOCTIE OKOHYAHUS KOJIIEKA.

HakanyHe mnpoBeneHHS MPaKTHYECKOrO 3aHATUS HEOOXOIMMO JaTh JOMAllHee 3aJaHhe Ha
MOBTOPEHHE TEOPETUYECKOr0 Marepuaia, 3HAaHHE KOTOPOro HEOOXOAMMO JUIsl CO3HATEIbHOTO
BBIMIOJIHEHHSI CTyJIEHTaMU paboOT Ha NpakTHuecKoM 3aHsATHH. CTyAeHTaM HYXHO COOOIIUThH, Kakue
MPUHAJIKHOCTH M HUHCTPYMEHTHl OHMU JIOJDKHBI MMETh HPH BBINOJHEHUM PabOT HA MPAKTUYECKOM
3anatuu. [IpakTuueckue paboThl MOTYT BBIMOJIHSTCS C UCIOJIB30BaHUEM KOMIIBIOTEPHOTO 000y A0BaHUSI.

B nHagane kaxaoro 3aHSATUS HEOOXOIMMO KPATKO MOBTOPUTH HEOOXOIUMBIA TEOPETUYCCKUI
MaTepual, ocjie Yero NPUCTYIUTh K BBIMOJIHEHHUIO padoT.

B mpomecce BoimonHeHUsT pabOT Ha MPAKTHYECKOM 3aHATHU W JOMAITHUX 3aHITHH CTYACHTHI
JIOJDKHBI BeCTH 3amucu Ha juctax gopmara A4 B coorBerctBuu ['OCT. Ilocnme mpoBeneHHs] Kaxaoro
3aHATUSL 3alKMCH CHAIOTCS TMPENoJaBaTel0 Ha MpoBepKy. B mporecce H3ydeHHs TEOPETUUECKOTO
MaTepuaiga U BBINOJIHEHUS CTYJEHTAMH MPAKTUYECKHX pa0dOT MO AMCUUIUIMHE y YYalUuXCs IOJKHBI



HAKaIlIMBaThCSl MAKEThl 3allOJHEHHBIX UMM JOKYMEHTOB, KOTOpblE COOMPAIOTCA B OTICIIBHYIO MamKy-
CKOPOCIHIMBATENh U HA MOMEHT PYOEKHOTO KOHTPOJIS JOJKHBI OBITh MPEAOCTABICHBI MIPETIOJaBaTEII0 HA
MIPOBEPKY B MOJIHOM OOBEME.

B ciydae mpomycka CTyIleHTaMH MPAKTHYECKOTO 3aHSATUSI OHU 00s13aHBI 0OTPabOTAaTh ATO 3aHSITHE B
YKa3aHHOE MPENogaBaTeiIeM BpeMsl.



OINMCAHUE IMMPAKTUYECKHNX 3AHATUM

IIpakTyeckoe 3ansaTue Ne 1
Tema 2. O0uue HOPMBI U PABWIA 0(POPMIICHUSA JOKYMEHTOB. BJIaHKN 10KYMEHTOB U TPeOOBaHUS
K HUM.
Heap padoThl: H3YyYUTh PACIONOKEHHE PEKBU3UTOB M TpaHHIbI 30H Ha (opmare A4 yrioBoro u
npogoasHoro OmankoB cormacHo ['OCT P 7.0.97-2016 «HaumonanbHbiii crangapt Poccuiickoi
@enepaunu. Cuctema craHaapToB Mo uHGOpManuu, OUOIMOTEYHOMY M HU3JATEIILCKOMY JEIy.
OpraHu3anroHHO-pacopAIUTeIbHAs JOKyMeHTalus. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOBY
Ilopsinok npoBeeHUs 3aHATHS:

B Hauane 3aHATUS CIENyeT O3HAKOMMTBCS CO CXEMaMHM pACIOJIOKEHHUS PEKBU3UTOB
OpraHU3aI[MOHHO-PACTIOPSAUTEIbHBIX JTOKYMEHTOB ((OpMYyJsipbl) YrioBOrO M MHPOAOJIHLHOTO OJIAaHKOB
¢dopmaros A4.
3aganue:

Ha nucte ¢popmara A4 n300pa3uTh cXeMbl PACIOIOKEHHUS PEKBU3UTOB U I'PAaHUIIBI 30H Ha (hopmaTe
A4 yrinoBoro u mpomponbHoro OmankoB cormacHo ['OCT P 7.0.97-2016 «HammonaneHBIN cTaHgapT
Poccwmiickoii @enepanun. Cucrema CTaHIApTOB MO MHPOPMAIUH, OMOTMOTEYHOMY M HU3JATEIILCKOMY
neny. Opranu3alioOHHO-pacopsAUTENbHAs JoKyMeHTaus. TpeGoBaHus K 0pOpMICHUIO JOKYMEHTOBY .
Bonpocsl 1151 npoBeieHust codece10BaAHUSA:

1. Jaiite ompeneneHue TIOHIATHS «OPraHU3AIMOHHO-PACTIOPAIUTENbHBIN aokymeHT» (OPI) u

MPUBEAUTE KIACCH(PHUKAIIUIO ITOTO BUJA TIOKyMEHTOB.
2. llepeuncinure cocraB pekBuzutoB OPJl no I'OCT P 7.0.97-2016.
3. Yro Takoe «OJaHK JOKYMEHTa» U KaKue BHJIbI OJJAHKOB BBI 3HAETE?
4. Kakue BapuaHThl pa3MelIeHUs Ha OJIaHKE IOCTOSHHBIX PEKBU3UTOB BblI 3HaeTe? KakoBbl

0Cc00EHHOCTH UX 0hOopMIIEHUS?



CXEMbI PACIIOJIOKEHUA PEKBU3BUTOB JOKYMEHTOB Pucynoxk 1 - Pacnonoxenue
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Pucynoxk 2 - PacnionoxeHue peKBU3UTOB U I'paHMIIbI 30H Ha (hopmaTe A4 MpoA0IbHOrO O1aHKa




IIpakTuueckoe 3ansaTue Ne 2

Tema 3. OpraHu3anuoHHbIe U pacHoOpsANTeNbHbIE JOKYMEHTbl. Buabl, Ha3HaYeHHe, MpaBHJIA
opopMmieHus.
Heab padoThl: mpruoOpecTH HABBIKK B COCTaBICHUH M O(DOPMICHUU PEKBU3UTOB OpPraHU3AI[MOHHBIX
JOKYMeHTOB, pykoBojactBysice ['OCT P 7.0.97-2016 «Hauuonansuslii cranaapt Poccuiickoit
@enepannu. Cucrema CcTaHIapToB Mo HHPOpManuu, OMOTMOTEYHOMY M H3ATEIbCKOMY JEIy.
Opranu3annoHHO-pacToOpsAAUTEIbHAS JOKyMEHTAIHs. TpeOoBaHus K 0(OPMIICHHIO TOKYMEHTOB.
IHopsok npoBeaeHNs 3aHATHS:

B Hawane 3aHATHA cleayeT MOBTOPUTh  MOPSAJOK  COCTaBI€HUS U O(OpMIICHUS
OpPraHU3aIMOHHOTO TOKYMEHTA «/{0JKHOCTHAS HHCTPYKIUS.
3aganue Nel:

CocTaBuTh JIOJKHOCTHYHO MHCTPYKITUIO JUIst oyxranrepa  AO «JIMPA»
[TaBnoBa H.A., mupekrop ¢upmbl CroupugoHoB A.B., ocTampHbIE PEKBU3UTHI  YKAKUTE
CaMOCTOSITEIIBHO.

Obpasey

HAVNMEHOBAHUWE OPTAHU3ALINU YTBEPXIAIO
WHpeke npeanpusiTust CBS3H,
MOYTOBBIN ajpec,

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

PykoBoauTens opranuzanuu

« » T.

JOJDKHOCTHASA MHCTPYKI A
« » 20 r. Ne

Oyxranrepa
1. OBUIME ITOJIOXKEHU A

1.1. Hacrosimast JOKHOCTHAST HHCTPYKIMSA ompeenseT pyHKIMOHAIbHbIE 00s13aHHOCTH, NpaBa
Y OTBETCTBEHHOCTH Oyxranrepa " " (nanee - "opranuzanus").

1.2. byxrairep Ha3zHauaeTcs Ha JOJDKHOCTh U OCBOOOXKIAETCs OT JOJDKHOCTU B YCTAHOBJIEHHOM
IIGfICTBy}OIIIHM TPYAOBBIM 3aKOHOAATCIILCTBOM MOPAAKE ITPHUKA30M PYKOBOJAUTEIA OpraHU3alunu.

1.3. byxranTtep NOAYUHSETCS HEOCPEACTBEHHO OpraHu3aIuHm.

1.4. Ha nomxHOCTh OyXranrepa Ha3HavaeTcs MO, UMETOIIee:

1.4.1. byxrantep | xateropuu: Bbicuiee mpodecCHOHATBHOE (IKOHOMHUYECKOE) 00pa3oBaHUE U
CTaX paboTHI B TOJDKHOCTH Oyxrantepa Il kateropun He MeHee 3 JeT.




1.4.2. Byxranrep Il xateropun: Briciiee nmpodeccuoHaabHOe (IKOHOMUYECKoe) oOpa3zoBanue 6e3
npenbsaBICHUs] TpeOoBaHM K CTaxy paboOThl WU cpelnHee MpodeccroHalbHOE (IKOHOMHYECKOER)
o0Opa3oBaHHe U CTaX pabOThI B JOJHDKHOCTH OyXrajirepa He MeHee 3 JIeT.

1.4.3. byxrantep: cpeaHee TmpodecCHoHAIbHOES (PKOHOMHYECKOe) oOpa3oBaHue 0Oe3
NpeabABICHUS TPEOOBAaHUN K CTaXy pabOThl WM CIEHUAIBHYIO TOATOTOBKY IO YCTaHOBJIEHHOU
porpaMMe U CTax padoThI 1O YYeTy U KOHTPOJIIO HEe MeHee 3 JIeT.

1.5. ByxranTep HOJIKEH 3HATh:

- 3aKOHOJATENbHBIE aKThl, IIOCTAHOBIEHUS, PACHOPSIKEHHS, TMPHUKA3bl, PYKOBOJISAIINE,
METOAMYECKHE W HOPMATHUBHBIE MaTepHaNIbl M0 OpraHW3alMU OyXTaJTepCKOTO ydeTa HMYIIECTBa,
0053aTeNBCTB M XO3IUCTBEHHBIX OINEPaIMii U COCTABIEHUIO OTYETHOCTH;

- (hopMBI U METOIBI OYXTANTEPCKOTO Y4eTa B OpraHU3aIlHH;

- IIJIaH U KOPPECIIOHICHITUIO CYETOB;

- OpraHM3aIUIO TOKYMEHTO000pOTa MO yYacTKaM OyXTaJlITepCKOTO Y4eTa;

- TOPSIIOK JOKYMEHTAJIbHOTO O(QOPMIICHHS W OTPAKEHHMS Ha cYeTax OyXraiaTepckoro ydera
olepanuii, CBA3aHHBIX C JBW)KEHHEM OCHOBHBIX CPEJICTB, TOBAPHO-MAaTEPHAIBHBIX IIEHHOCTEH H
JIEHEXKHBIX CPEJICTB;

- METOIbl 5KOHOMHUYECKOTO aHaJIM3a X035 CTBEHHO-(PMHAHCOBOH JIEATENIFHOCTH OpraHU3aIllu;

- IpaBUJIa HKCILTyaTalliy BRIYUCIUTEIHHON TEXHUKH,

- BKOHOMUKY, OPTaHU3AIMIO TPYJa U YIPABICHHS;

- PBIHOYHBIE METO/bI X031ICTBOBAHUS;

- 3aKOHOJIATEIILCTBO O TPY/IE;

- IpaBWJIa U HOPMBI OXpaHbl TPyAa.

2. ®YHKIUOHAJIBHBIE OBA3AHHOCTU

2.1. Byxrantep:

2.1.1. BeimonHsier paboTy MO BEAEHUIO OYyXTaJdTepCKOTrO ydeTa MUMYIIECTBa, 00A3aTENbCTB U
XO3SIICTBEHHBIX OIepalnuil (yueT OCHOBHBIX CPEJICTB, TOBAPHO-MATEpUAIbHBIX IIEHHOCTEH, 3aTpaT Ha
MIPOU3BOJICTBO, PEATU3ALUI0 MPOAYKIMH, PE3yJIbTAaTOB XO3SHCTBEHHO-(UHAHCOBON JEATEIbHOCTH,
pacueToB C MOCTABIIMKAMM U 3aKa34MKaMH, a TAKXKe 3a IPEJOCTaBICHHbIC YCIYTH U T.I1.).

2.1.2. VYuactByeT B pa3pabOTKe U OCYLIECTBICHHU MEPONPUITHUN, HANpPaBIECHHBIX Ha
coOumoieHre (HMHAHCOBOW AUCIUIUIMHBI M PAIIMOHAIFHOE MCIIOJIb30BaHUE PECYPCOB.

2.1.3. OcyuiecTBisieT TpUeM U KOHTPOJIb MEPBUYHON JOKYMEHTAIIMU IO COOTBETCTBYIOIIUM
y4acTKaM OyXTalTepCKOro y4yeTa U IMOArOTaBIMBAET X K CUCTHOI 0OpaboTke.

2.1.4. Otpaxaer Ha cuerax OYyXTalaTepCKOro Yyd4eTa OIepaliH, CBS3aHHbIE C JBHKEHHEM
OCHOBHBIX CPEJICTB, TOBAPHO-MATEpUAIbHBIX LIEHHOCTEN U JEHEKHBIX CPEJICTB.

2.1.5. CocraBnsieT OTYETHbIE KaJIbKYJISIUU Cce0eCTOMMOCTH NpoAyKuuu (padot, yciyr),
BBISIBJISIET MCTOYHHUKM OOpa30BaHMS IOTEPh W HENPOM3BOJAUTENBHBIX 3aTpaT, IOATOTABIMBAET
MPEIOKEHHS 110 UX MPETyIPexKACHUIO.

2.1.6. llpom3BOAWT HaYMCIEHUE M MEPEUUCICHHE HAJIOroB U CcOOpoB B (QeaepanbHbI,
PETHOHANIBHBIM W MECTHBIN OOJKETHI, CTPaXOBBIX B3HOCOB B TOCYJIAPCTBEHHBIC BHEOIOIKETHHIC
couuanbHble (OHIBI, TIJaTexed B OaHKOBCKME YUPESKICHUS, CPEICTB Ha (UHAHCUPOBAHHE
KalUTaIbHBIX BIOKEHUI, 3apa00THOM MIaThl pabodux U CIIyKalluX, IPYTHX BBIIUIAT U IUIaTeXel, a
TaK)K€ OTYUCIIEHUE CPEJICTB HA MaTEPUAIILHOE CTUMYJIMPOBAHNE PAOOTHUKOB OpraHU3al1u.

2.1.7. OOecrnieunBaeT pYKOBOAMUTENEH, KpPEIUTOPOB, HHBECTOPOB, ayJIUTOPOB U APYTUX
NoJIb30BaTeNeld  OyXTaidTepcKod OTYETHOCTH COMOCTaBUMOM M JOCTOBEPHOW OyXranrepckoit
uHbopMalel Mo COOTBETCTBYIOIIUM HANPaBIECHUSIM (ydacTKaMm) y4dera.

2.1.8. Pa3pabatbiBaeT paboumii IjaH cueToB, (POPMBI MEPBUYHBIX JOKYMEHTOB, IPUMEHSIEMbIE
JUist oOpMIICHHS XO3SHCTBEHHBIX OMNEpalUid, MO KOTOPHIM HE MPEAYCMOTPEHBI TUMOBBIE (OPMBI, a
Takxke (HOpMbI JOKYMEHTOB JUIsI BHYTPEHHEH OyXraaTepCKOW OTYETHOCTH, YYaCTBYET B OIPEICIICHUH
COJIep’KaHUsl OCHOBHBIX MPUEMOB U METOJIOB BEJICHHS yUeTa U TEXHOJOTHH 00pabOTKH OyXranTepcKoit
UH(pOpMaIIUH.

2.1.9. VYuactByer B TPOBEACHHUH HKOHOMHYECKOTO aHalM3a XO3SHCTBEHHO-(PUHAHCOBOM
JESITEIbBHOCTH OpraHU3allMy 0 JaHHBIM OyXTaJTEpCKOro ydyeTa M OTUYETHOCTU B ILIEJNISAX BBISBICHUS
BHYTPUXO3SIIICTBEHHBIX PE3€PBOB, OCYIIECTBICHHUS pEXHMa OSKOHOMHH M MEPONPHUATHI 1O
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COBEPILICHCTBOBAHUIO JIOKYMEHTOO0OpOTa, B pa3pabOTKe W BHEIPEHHUH TPOTPECCHUBHBIX (HOpM H
METOA0B OyXIajJTepCKOro ydyera Ha OCHOBE NPUMEHEHHs COBPEMEHHBIX CPEACTB BBIYUCIMTEIBHOM
TE€XHHMKH, B IPOBEICHUN MHBEHTApU3ALNN JEHEKHBIX CPEJICTB U TOBAPHO-MAaTEpUAIbHBIX LIEHHOCTEH.

2.1.10. IToaroraBnuBaeT JaHHBIE IO COOTBETCTBYIOIIMM ydacTKaM OyXraJTepcKOro yuera Ajs
COCTaBJICHUSI OTUYETHOCTH, CIEAUT 32 COXPAHHOCTHIO OyXTalNTepCKUX JOKYMEHTOB, O(hOpPMIIIET HX B
COOTBETCTBUH C YCTAHOBJICHHBIM MOPSAAKOM JAJIS MIEpelaul B apXUB.

2.1.11. Bomonnser paboTel 1m0 (OPMHPOBAHWIO, BEACHHIO M XpaHEHHIO 0a3bl JJaHHBIX
OyXxranTepckoil MHpOpMaluu, BHOCUT M3MEHEHHUs B CIPABOYHYI0 M HOPMATHUBHYIO HH(pOpMaIMIO,
UCIIONB3YEMYIO IIpH 00pabOTKe JAHHBIX.

2.1.12. YyactByeT B (OpMYIMPOBAHUU SKOHOMHUYECKON ITOCTAHOBKH 3ajay MO0 OTAEIbHBIX UX
3TaloOB, pPEIIAEMBIX C IOMOIIBIO BBIYUCIUTENBHONM TEXHUKH, OINpEACNsseT BO3MOXKHOCTb
UCIIOJIb30BaHUSI TOTOBBIX IMPOEKTOB, AJTOPUTMOB, MAKETOB NMPHUKIAJHBIX MPOrpPaMM, MO3BOJISIOIIUX
CO03/1aBaTh SKOHOMUYECKHA 00OCHOBAHHBIE CUCTEMBI 00pa0OTKH SKOHOMHYECKONW HHPOPMALIUH.

3. [IPABA

3.1. ByxranTep umeer npaBo:

3.1.1. TpeGoBaTh OT PYKOBOJACTBA OPTaHU3AIMH OKA3aHWs COJCHCTBUS B HCIIOJIHEHWH CBOUWX
JOJIKHOCTHBIX O0S3aHHOCTEH.

3.1.2. TloBBIIIaTh CBOIO KBATU(UKAIIUIO.

3.1.3. 3HaKOMUTBHCSI C MPOEKTAaMU PEIICHUH PYKOBOJCTBA OpraHU3allM{, KaCAOIIUMHCS €ro
JIeSTeTbHOCTH.

3.1.4. IlpeacraBnsiTh Ha pPacCMOTPEHHUE CBOETO HEMOCPEJACTBEHHOTO  PYKOBOJIUTEIS
MIPEIOKEHUS TI0 BOTIPOCAM CBOEH JICSITEIbHOCTH.

3.1.5. Tlonmyuyats oOT pabOTHUKOB OpraHu3aluu HHPOpPMAIHMIO, HEOOXOAUMYIO IS
OCYILIECTBIICHUS CBOEH JEATEIHHOCTH.

4. OTBETCTBEHHOCTbD

4.1. ByxranTtep HeCeT OTBETCTBEHHOCTb:

4.1.1. 3a HCHUCHOJHEHHE WM HEHAJJICKAIICEC MCIIOJHCHUEC CBOHMX OOS3aHHOCTCH,
MPETyCMOTPEHHBIX HACTOAIICH JOHKHOCTHOW HMHCTPYKIUEH, - B COOTBETCTBHH C JICHCTBYIOIIMM
TPYJOBBIM 3aKOHOJIATEIIHCTBOM.

4.1.2. 3a nmpaBOHApYIICHUS, COBEPIICHHBIC B IMEPHO]] OCYIIECTBICHHUS CBOCH JCSITEILHOCTH, - B

COOTBETCTBUM  C  JCHCTBYIOIIUM  TPAXAAHCKAM,  aIMHHHCTPATUBHBIM M YTOJIOBHBIM
3aKOHOJIATEIHCTBOM.

4.1.3. 3a mnpuuMHEHHE MaTepUAIbHOrO0 Yyiepda - B COOTBETCTBUHM C JICHCTBYIOLIUM
3aKOHOJIATEIHCTBOM.

4.1.4. 3a Hapywenue [IpaBui1 BHyTpEeHHETO TPYAOBOIO pactopsiaKa, MpaBuil IPOTHUBOMOKAPHOM
0€30IaCHOCTH M TEXHUKH 0€3011aCHOCTH, YCTAaHOBJICHHBIX B OpraHU3alUH.

5. YCJIOBUSA PABOTHI

5.1. Pexxum paboTsl Oyxrairepa OINpeAesseTcsi B COOTBETCTBUU C lIpaBmiamu BHYTPEHHETO
TPYJOBOTO PacMopsiiKa, yCTAHOBJICHHBIMU B OPTaHU3AIIHH.

5.2. B cBs3u ¢ NPOU3BOJCTBEHHOM HEOOXOAMMOCTBIO OyXrajJTep MOXKET HaIpaBlsATHCS B
cityeOHble KOMaHIUPOBKH (B T.4. MECTHOTO 3HAYCHHUS).

Hacrosmas JOJDKHOCTHAsA HHCTPYKIUA pa3pa60TaHa B COOTBCTCTBUH C

(HauMeHOBaHUE, HOMEp U JaTa JIOKYMEHTa)

COTI'JTACOBAHO
IOpuckoncynbt

(monrmuce) (®.1.0.)
T.
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C UHCTpYKUMEH 03HAKOMJICH:

(monrmuce) (®.1.0.)

n n
T.

Bonpocsl 1151 IpoBeeHusi codece10BaHNS:

1. KakoBsl pyHKIIMN OpraHU3AIIMOHHBIX JOKYMEHTOB?

2. OcCHOBHEIE BUJbI OPraHU3allUOHHBIX JOKYMCHTOB.

3. KakoBbl TpeGOBaHUs K COACPKAHUIO 1 O(OPMIICHUIO HHCTPYKITHH?

3aganue Ne2: 3anoiHUTe YHU(DUIMPOBAHHYIO (OPMY LITATHOI'O PACHHCAHUS B COOTBETCTBUH C
IIPOU3BOJCTBEHHOM 3aa4eil.

ITopsinok nmpoBeneHus 3aHATHS:

B Hawane 3aHATHS cleayeT TMOBTOPUTh  MOPSAJOK  COCTaBiIeHHS U O(OpMIICHUS
OpraHM3alMoHHOro 1oKymeHTa «lllTaTHOE pacniucanue».

®opma mratHoro pacnucanust Ne T-3 ucnonb3yetcst uist 0opOpMIIEHUS CTPYKTYpPHhI, IITaTHOTO
COCTaBa W IUTATHOW YMCIEHHOCTH OPraHM3allMM B COOTBETCTBUM C €€ JIEHCTBYIOIIMM YCTAaBOM.
[lItaTHOE pacnucaHue W3 NEPEeYHs CTPYKTYPHBIX MOAPA3ACICHUM, JIOJDKHOCTEH, CBEIEHHS O
KOJINYECTBE IITATHBIX €IMHUII, JTOJDKHOCTHBIX OKJIaJax, Haj0aBKaX M MeCSYHOM (oHJIe 3apaboTHON
wiatel npennpustus. llltatHoe pacnucaHue yTBep)KIaeTcsl MPUKA30M PYKOBOAMTENS OpraHU3aluu
WIN YIIOTHOMOUYEHHBIM UM oM. Kox ¢opmsl o kinaccudpukatropy OKY /[ 0301017.

[Topsinok 3amoaenus popmsl T-3:

B rpade 4 "KonnyecTBO MTATHBIX €AMHUI" TT0 COOTBETCTBYIOLIUM JIOJDKHOCTSM, JJII KOTOPBIX
IpelycCMaTpUBAETCs COJAEPKaHUE HETOIHON MITaTHOM €IUHUIBI C yUeTOM ocoOeHHOcTel padoThl MO
COBMECTHUTEIBCTBY B COOTBETCTBHM C JEHCTBYIOIIMM 3aKOHOJATENbCTBOM P®, mrTaTHas enuHuua
yKa3bIBae€TCs B IOJISX, Hanpumep, 0,25; 0,5; 1,5 u T.1.

3anonuss rpagy S5 "Tapudnast ctaBka U mp." HEOOXOJUMO YKazaTh MECSYHYIO 3apabOTHYIO
wiaty no tapudHoi craBke (OKJIaay), TapupHONU ceTKe, MPOLEHTY OT BBIPYUKH, J10JI€ WM MPOLEHTY
oT npudbLIH, KodpduuueHty tpyaoBoro yudactus (KTVY), koadduuuenty pacmpeneneHus u T.4. B
pyOJIeBOM HMCUHCIEHHH, B 3aBUCHMOCTH OT CHCTEMbl OIUIAThl TPYJa, NMPUHATOW B OpPraHu3aldd B
COOTBETCTBUH C JEHCTBYIOIIUM 3aKOHOJATENHCTBOM P®, KOJIEKTHBHBIMU JOTOBOpPaMH, TPYAOBBIMHU
JIOTOBOpaMHU, COTJIAIIEHUSAMH U JIOKaJIbHBIMA HOPMAaTUBHBIMU aKTaMHU MPEITIPHUSTHSL.

3amonuss rpagel 6 - 8§ "HanOaBku" yka3plBalOTCS CTUMYJIMPYIOLIME M KOMIIEHCAIIMOHHBIE
BBIIIATHI (TIPEMUH, JOIJIAThI, OOUIPUTEIbHBIE BBIILUIATHI, HaJ0AaBKH), YCTAHOBJIEHHBIE IEHCTBYIOIINM
3akoHoJaTenbCcTBOM P® (Hampumep, ceBepHble HAaJ0aBKH, Ha/l0aBKH 3a yUEHYIO CTENEHb M T.I.), a
Tak)Ke BBEJCHHbIE HA YCMOTPEHHE OpraHu3aluy (HapUMep, CBSI3aHHBIE C PEKUMOM WM YCIOBUSIMU
TpyZaa).

Ecnm 3amonnenue opranmsarueit rpad S - 9 B py0JIeBOM MCUHCICHUH HEBO3MOXHO B CBSI3H C
IIPUMEHEHNEM B COOTBETCTBUH C JIEHCTBYIOIIHUM 3aKOHOJATENBCTBOM P® MHBIX CUCTEM OILIATHI TPyAA
(manmpumep, O6ectapudHas, cCMellaHHas U T.JA.) YKa3aHHbIE rpadbl 3aMONHAIOTCS B COOTBETCTBYIOIINX
eIMHUIaX U3MepeHus (Hampumep, B MPOLEHTax, KodpPHUIUEHTax  T.1.).

KoppekTupoBku B mTaTHOE pacnucaHue BHOCSTCS B COOTBETCTBUU C MPUKA30M PYyKOBOJUTEINS
OpraHu3aluyi WU YIIOJIHOMOUYEHHBIM UM JIULIOM.

[IpousBoacTBeHHAas 3aaa4a:

CocraBuTh mratHoe pacnucanue q\¢ Ne 3 «Anenymka». 3aBeayromas - 1, oknaza - 1000 py6.,
oyxrantep - 1, okmazn - 900 py6., metonuct - 1, oxnana - 800 py06., menpaboThuk - 1, oknan - 700 pyo.,
My3. pyKOBOAUTENb - 1, okian - 600 py0., Bociuratens - 7, oknag - 500 py0., kinagoBmuk - 1, oxmaf -
400 py0., moM. BoctiuTaTens - 7, oknand - 350 py6., moBap - 3, oknazg - 300 py6., HOYHOU CTOPOXK -2,
okusaz - 250 py0. Paiionnsrit koapdumment - 10%.

Bonpocsl 1151 npoBeaeHnst codece 0BaHUA:
1. KakoBo conmepxaHue TOHSATHH «CHUCTEMA TOKYMEHTAIMN», «YHU(DUIIMPOBAHHAS CHCTEMa

nokymeHTtanuu»? [IpuBeaure npuMepsl YHUGUITUPOBAHHBIX CUCTEM JOKYMEHTAIUH.
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2. B dem 3akirodaercs CyTh YHU(PHUKAIIUU M CTAHIAPTHU3AINN B JACIOTPON3BOICTBE?
3. Xapakrepuctuka u coctaB JokymeHTa «llltatHoe pacnucanume». Ero HasHaueHue B

KOMIIJICKCC NOKYMCHTALIUXU OpraHu3aluu.

PaCHOPHIlI/ITe.]'IBHBIe AOKYMEHTBI. BH}IBI, HasHaA4YC€HHUEC, IIPpaBUJjIA Oq)OpM.]'IeHHH

Lesasb padoTsl: MprOOpPECTH HABBIKK B COCTaBJIECHUH U 0(OPMIICHUH PEKBU3UTOB PACIIOPSIUTEIBHBIX
JTOKyMeHTOB, pykoBoactBysice ['OCT P 7.0.97-2016 «HannonansHblii cranmapt Poccuiickoit
Oenepanun. Cuctema CTaHIApTOB MO HHGpOpManMM, OUOITUOTEYHOMY M H3AATEIBCKOMY JEIy.
Opranu3zalioOHHO-pACIOpAIUTENbHAsA JOKYMeHTalus. TpeboBaHus K 0POPMIICHHUIO TOKYMEHTOBY.
ITopsinok nmpoBeneHus 3aHATHS:

B Hawane 3aHATHS cleayeT TMOBTOPUTh  MOPSAJOK  COCTaBiIeHHS U O(OpMIICHUS
pacnopsAuTenbHOro JokyMeHTa «IIpukasy.
3apganue:

CocraBbTe MpHKa3 IO OTKPHITOMY akKIMOHepHOMY ooOmecTBy «HoBocuOupckuii 3aBoa
XUMKOHIIGHTPATOB» 00 YyTBEPXKACHUM MHCTPYKIMH IO JEJIONPOM3BOACTBY Ha 3aBoie. B
KOHCTaTHPYIOIIEH YacTH yKaXUTe, 4YTO B COOTBETCTBUM C THUIOBOM MHCTPYKIHMEHW 11O
JIEIONPOU3BOJICTBY B MHHHCTEPCTBaX, BeaoMcTBax Poccuiickoil ¢enepanuu, yTBEp:KICHHON
pacriopsbxenueM IlpaBurtensctBa Poccuiickoit deneparymu ot 24.06.1992 Ne 1118-p, u ¢ T'OCT P
7.0.97-2016 xanuensipueit 3aBojia pa3padoTaHbl MOPSAOK MPOXOXKACHUS TOKYMEHTOB M CTaHAAPTHI HA
OpraHU3allMOHHO-PACHIOPSAUTENBHYIO JTOKyMEHTalno0. B pacnopsanTenbHOM YacTH  yTBEpAWUTE
UHCTPYKLHUIO W TIOPYYUTE 3aBeAylolled KaHIenspuell o0ecneunTh METOAUMYECKOe pPYKOBOJCTBO
OpraHu3aneil JeJIonpou3BOJICTBA HA MPEINPUATHH U YCTAaHOBHTH KOHTPOJIb 3a COOJIIO/IEHUEM
TpeOOBaHUI MHCTPYKIIMH, OCTAJIbHBIE PEKBU3UTHI YKAKUTE CAMOCTOSITEIBHO.

Obpasey
HANUMEHOBAHUWE OPI"TAHU3ALINU
CripaBouHBIC JaHHBIC 00 OpraHH3AIHH
(MHIIEKC MPEeATPUSITHS CBSI3U, TOYTOBBII
aapec, Ne renedona, daxca u T. 1.
OKIIO OKY )

IIPUKA3
00 00.0000 Ne 00
MECTO COCTaBJIECHU

3aroioBoK K TCKCTY HAYMHACTCA
C Impeajiora «o0», OTBEYACT Ha BOIIPOC «O YEM»

B koHcTatupyromeii 4acTu M3/1aratoTcsi OCHOBAHUS, LENH, MOOYIUBIIME PYKOBOJCTBO
OpraHM3alMi H3/1aTh NpHKa3. B HEKOTOpBIX ciydyasX, KOIZla OCHOBAaHUS OYEBU[HBI,
KOHCTaTHpyIOIllasg 4YacTh OIyckaercs. PacropsauTenbHas 4YacTh HA4YMHAETCS CO CIIOBA
ITPUKA3BIBAIO:

1. B Havasie myHKTa NMPUBOAUTCS HAUMEHOBAaHHUE TOJKHOCTH ucnosHutens, ero @. 1.0.,
WIM HAaNMEHOBAHME CTPYKTYPHOTO Mojpa3ieieHus (B AAaTENbHOM TMafeke), 3aTeM YEeTKO
u3JaraeTcs coJlep)KaHue IpejiaraéMblX JeHCTBUM (HaYMHAETCsA ¢ IJiaroja HeolpeneileHHON
(bopMBbI) U yKa3bIBaETCs CPOK UCTIOTHEHHUSL.

2. CTpykTypa NOCIHEAYIOIIUX IyHKTOB aHaloruyHa. [IyHKTBI MOryT pa3OuBaThCs Ha
noanyHKTel (1.1, 2.3 u 1. A.). B oTHenbHBIX ciay4asx TEKCT MOXET MpPEACTaBISATHCS B BUJC
TaOJINIIBI.
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3. B mocnegHeM MyHKTE TpHUKa3a MPUBOAMUTCS YKa3aHUE O KOHTPOJIE 332 HCIOJHEHHUEM
npuka3a: KoHTponb 3a HCHOJMHEHHEM MpHKa3a BO3JIOXKHUTH HA... (YKa3bIBaeTCS JIOJKHOCTD,
@®.1.0. wim HaMMEHOBAaHHUE CTPYKTYPHOTO MOPA3ICICHHUS).

HaumeHnoBanue n0KHOCTH
PYKOBOJIHUTEIIS (moamuck) H. O. ®amunus

Bwu3bl 3anHTEpECOBAHHBIX JIUIT
JIOKHOCTh

noanuck W. O. pamunms
00.00.00

Hcnonautens (Gamunus nian Gamwmmmst, Ums, OTaecTBo)
tenedon (000 00 00)

B neno 00-00 (moamucs)

UICHTU(DUKATOD
3IEKTPOHHOU KOITUHU
JIOKYMEHTa

Obpasey
OO1IEeCTBO C OTPaHUYCHHOM OTBETCTBEHHOCTBIO «OpoOuTa-M»
000 «OPBUTA-M»

IMPUKA3
03.03.2016 Ne 34
MockBa

O Ha3HaYeHUU OTBETCTBEHHOI'0
3a y4eT, BeJleHHe, XpaHeHHe
1 BbIIaYy TPYAOBBIX KHUKEK

B cBsi3u ¢ HEOOXOAMMOCTBIO TTPABUIILHOTO BEJICHUS U XPAHEHUS TPYAOBBIX KHUKEK M BKJIAJIBIIICH
K HUM
I[MPUKA3BIBAIO:
1. Hasnmauute BacunbeBy Mapuny BrnaaumupoBHy, MeHemkepa IO IEpCOHANY,

OTBETCTBEHHOM 3a Y4eT, BeJICHUE, XPAaHCHHUE U BbIJIady TPYAOBBIX KHIDKEK PAaOOTHUKOB U
BKJIQJBIIIEH K HUM.
2. KoHTpoJib 32 HCIOJHEHUEM HACTOSIIErO PEHICHUS BO3JIOKUTHh HA HadaJlbHUKA OT/AENa

kaapoB JIyroByto Onbry AJleKCaHIpOBHY.

Jupekrop Tloonucw IL.A. CrenanoB

C IMPHUKAa30M O3HAKOMJICHBI:
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Iloonucw O.A. JIyroBas
03.03.2016
Iloonucw M.B. BacunbeBa

03.03.2016

Bonpocsl 1151 IpoBeeHusi codece10BaHNS:
1. KakoBbl ocHOBHBIE (QYHKIIUH PACTIOPATUTENBHBIX JOKYMEHTOB?

2. llepeuncnure cTaguu NOATOTOBKU PACIOPAIUTENBHBIX JOKYMEHTOB.
3. Ilpuka3. [loHsTHe M BUABI NPUKA30B. 3HAYEHHE, CTPYKTypa MU COJIEp)KaHUE IpHUKa3a 0

OCHOBHOH JI€ATEJILHOCTH.

IIpakTH4eckoe 3ansaTHE Ne 3

Tema 4. UndopManMOHHO-CTIPABOYHBIE TOKYMEHThI. BUIbI, HA3HAYEHHE, TPABUIIA
odopmiieHus.
Leas padoThl: 3aKpeNUTh MOTYYCHHBIC 3HAHUS, C(HOPMUPOBATH HABBIKM O(GOPMIICHHUS CIIPABOYHO-
MH(GOPMAIMOHHBIX TOKYMEHTOB.
HO[}HQ!OK BBITIOJTHCHU A [23.60TBI !CTyz!CHTLI BLIITOJHAIOT ABA 3aJaHWA U3 NPCAJIOKCHHBIX Ha BI)I60[2 ):
1. Hanummure oTBETHI HA CIEAYIOUINE BOIIPOCHI:
e JlenoBwie nmuchbMa: GyHKIIMH, KITACCUPUKALIHSL.

e CrpyKTypa U pEKBU3HUTHI JAE€IOBOrO MUCHMA.

2. CocrtaBbTe cy»)eOHOe HHUIIMATUBHOE MUChbMO-HAIIOMUHAHUE 110 CIEAYIOIINM JaHHBIM:

aBTrop mucema — AO «KKBAHTPAY,

anpec: nep. Ctpemsannoi, 36; Mocksa; 113054;

OKTIO 03944527,

OI'PH 1038800839857

WHH/KTIIT 5708022410/817002002;

MOAIMCHIBAET MUCHMO - qupekTop Bonoxos U.B.;

anpecar: nupexkrop TOO «JIMJAEP» Coxonos A.H.;

aapec: ya. OctoxeHka, 1.9; Mocksa; 142274;

OKTIO 04956728; OI'PH 1056600849824;

WHH/KIIIT 2508022310/624002004.

[luceMoO sIBNIIETCS HAIIOMUHAHMEM O TOM, YTO 00s3atenbcTBa 1Mo KoHTpakTy Ne25 ot 14.02.2013 o
NOCTaBKe MeOeNIM HE BBIMOJIHAIOTCS, CPOK OTIPY3KH MCTEK 2 HEJeNM Has3all, U 3ajepKKa MOCTAaBKU
MOJKET IIPUBECTHU K MPEKPALLEHUIO0 COBMECTHOH J1€ATEIbHOCTH.

3. CocTaBbTe OTBETHOE NMHUCHMO, B KOTOPOM OyJIeT COOOIIEHO O MPUYUHE 331€P’KKH ITOCTaBKH MeOenn
U TIPUHATBHIX MEpax.

4. CocTaBbpTe IOKJIAHYIO 3allUCKy HayaJbHUKA IUIAHOBO-3KOHOMMUYECKOTO OTHAENA, PYKOBOAMUTEIIO
npeanpusaTus o0 obecrieueHuu OT/AeNa YeThIpbMsl KoMIlbloTepaMu. OcCTallbHble PEKBU3ZHUTHI YKaXKUTE
CaMOCTOSITENILHO.

5. CocraBbTe noKIanHyro 3anmucky Oyxranrepa Tumommuoit W.II. rmaBHOMy Oyxranrepy ¢upmbl
«Py6un» babuuery H.IL. ot 15.09.2000 o npoussenenHoit Tumommnoit N.I1. npoBepke BBIOTHEHUS
npukasza aupekropa ¢upmbel Ne 92 ot 12.01.2000 «O cocrostHMM OyXrajJTepckoro ydera Ha
CTpouTeNnbcTBE 0a3bl OT/AbIXa B paitone O6ckoro Mops». B npukase ObuM yka3zaHbl KOHKPETHBIE CPOKH
JTUKBUAAIMN HEJIOCTAaTKOB, 00Hapy)eHHBIX B stHBape 2000 roga. B mokmamHoil 3anucke TOKHO OBITh
OTMEYEHO BBIMIOJHEHHE BCEX IYHKTOB TIpHKa3a, 3a HCKIIOYEHHUEM IIyHKTOB 00 OpraHu3aiiu
PaBHOMEPHOM €XETHEBHOHW claun paboynMu HapsIoB Oyxranrepy. BreisiBieHno, uto 25 despans 2000
r. 6pU10 caHo Tobko 35,2% Bcex HapsaoB. OcranbHble Hapsaabl cianbl 1 mapra. [lo rpaduky cpok
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Clauu MOCJIEAHUX HapsIOB 3a MPOLUIbIA MECSL YCTaHOBJIEH NEPBOT0O 4YMCia CIIEAYIOIIEro Mecsla.
OcTasnbHble JaHHbIE YKAXKUTE CAMOCTOSITEIBHO.

6. CocTaBpTe NMHUCHMO — TMpPHUITIALICHHE OOBEAMHEHUS «DKCHOUEHTP» C NPEAJIOKEHHEM TNPHUHSATDH
ydacTHe B POCCHHCKOM BBICTaBKE Ha MEXIyHApOJHOM oOIlieoTpaciaeBoi sipmapke B T. M3mupe
(Typuwmst), xotopast 6yaer npoxoautb ¢ 20 HosOps mo 10 mexabpst 2013 roma M3mupckast sipmapka
ABJISICTCA OJTHUM M3 KPYNMHEHIIHNX TOPrOBBIX MEPOINPUITUI CTpaH cpeaHero u OmmxHero Bocroka. B
TEKCTE HaJ0 yKa3aTh, YTO y4acTHUE€ B 3TOM spMapKe MO3BOJIAET IIMPOKO IMPEACTABUTH IKCIOPTHYIO
HPOAYKIUIO OPTaHU3aIMH, IPOAATh SKCIIOHATHI CO CTEH/Ia, U3YUUTh OCOOEHHOCTHU PbIHKA, OOMEHATHCS
C JIPyTMMHU YYaCTHHKaMH SPMapKd HAyYHO — TEXHHUUYECKOW MHQOpMAalMeill W 3aKIIOYUThH BBITOJIHBIC
C/IETIKH.

7. OdopMuTe WHUIMATUBHOE MHCHMO, PACHOJIOXKHB peKBU3UTH B cooTBeTcTBUU ¢ 'OCT P 7.0.97-
2016:

Hupexropy pexiamuoro arenrcta «2Opa» H.U. UepkacoBy, np. Ctpourenei, 5/2, r. Duck 29.05.2001
No 58/03-05. O6 U3roTOBJICHUU M Pa3MEIICHUH PACTsHKKU. YBakaeMmblii Hukomnaii MiBanoBuu IIpocum
Bac u3roToBUTH M pa3MECTUTH PACTSKKY Yepe3 MPOe3KyIo yacTh 1o yi. CaqoBoii B paiioHe MarasuHa
«IIBetb» Ha 23 nmHsa (¢ 18 wmrons mo 11 aBrycra). OmnaTy WM3rOTOBJICHHS, Pa3MEIICHUS W apeHBI
rapantupyem. C yBaxxenueMm. ['enepanbubiii aupexrop U.A. [1aBnoB. AHToHOBa 45-83-98.

Bomnpocs! 1J1si npoBeeHusl cOOece10BAHMS:
Yro Takoe ciyxeOHOe mrcbMo? Ero MecTo B 1€710BO#l Iepenucke.

Kakue Tp€6OBaHI/I5{ HGO6XOJII/IMO CO6J'IIOI[3.TL IIpH BECACHUH NCPCIIUCKU.

wono

KaxoBa cTpykTypa Ae/0BbIX MHceM?
4. Knaccudukanus 1eI0BBIX TTHCEM.

Obpasey cnyscebHO20 nucoma

OTKpBITOE aKIIMOHEPHOE Hupextopy AO «/luamory
oOmiectBo «I"apaHT» B.A. Opnosckomy
(ITAO «I"apanT»)

yi1. Mupa, 25, 246044, r. T'omenb

ten.: (0232) 57 90 40, dakc: (0232) 68 30 25
E-mail: garant@garant.by

p/c 3031234560078 B punmaine

ITAO «bennpomcrpoiibank» r. 'omens
M®O 202101234 YHH 600055

14.01.2009 Ne 01-05/10
Ha Ne oT

O 3anpoce npeIoKeHHs Ha OCTABKY
XOJIOIMIHLHOTO 000pYyA0BaHUs
VBakaemblii Bacunuit AHTOHOBHY!

[Ipocum Bac BriciaTh Ha Halll aapec MpeioKeHne Ha TOCTaBKY OOJIBIION MapTuu
XOJIOIMIBHOTO 000pyAOBaHUA. B mpenokeHn MPOCUM yKa3aTh CTOMMOCTh OJJHOM XOJOJMIbHOMN
KaMephbI ITPH ONTOBOM MOCTaBKE, CPOKH IMOCTABKH, CTOUMOCTh TPAHCIIOPTUPOBKHU U (POPMY OTLIIATHL.

3apanee OmarogapHsl U yOeXKAEHBI, YTO HAIIE COTPYAHUYECTBO OYIET MII0IOTBOPHBIM.

C yBaxeHuew,
Hupekrop Hecmeposuu C.B. Hecreposu
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Obpasey cocmasnenus nucbma
HAMMEHOBAHUE OPI'AHU3ALIM AJlpecar: HAMUMEHOBAHUE JIOJHKHOCTH
CrnpaBouHble JaHHBIE 00 OpraHU3alUN @amunus 1.0. (Bce B AaTeIbHOM MAJEKe)
(MHACKC IPEANPHUATHSI CBSI3H, TIOYTOBBIN [TouToBBIN MHICKC, aTpecC
anpec, Ne teneona, paxca u T. 1.
OKIIO OKVY[I)

00.00.0000 Ne 00
Ha Ne 00 ot 00.00.0000

3aroJoBOK K TEKCTY, (OTBEYaeT
Ha Bonpoc «O yeM?», HaunHAeTCs
¢ npeauora «O»)

Ecnu TekcT mucbMa cOCTOMT M3 JBYX U Oosiee ab3aleB, TO MUCHMO MevyaTaeTcst ¢ 5-ro 3Haka (0T
1-ro nmonosxxenusi TaOynaropa). Tekct 6e3 a03aleB MOXKET MEYaTaThCS HEMOCPEICTBEHHO OT JIEBOTO
noJst (0T 0-ro MonoXKeHus TadyJsATopa).

TekcT mucpMa JTOJKEH BKIFOYATh TPU CTPYKTYPHBIX AJIEMEHTA: BBOJHYIO YacCTh, M3JIATAOIIYIO
MOBOJA JUIsl HANMCaHWs THCbMA; JOKa3aTeJIbHYI0 4YacTh, MPUBOJAAIIYIO JIOBOJBI, CCBUIKM Ha
HOPMAaTHBHBIC TOKYMEHTHI; 3aKITFOUATEIFHYIO YacTh, B KOTOPOW M3JIaraeTcst Mpockda, coriacue, 0TKas
H TIp.

Bos3moxen O6p3THBII>i MOPAIOK IMOCTPOCHUSA MUCbMaA: 3aKIIIOYNUTCIIbHAA 4YaCTh MMPUBOJUTCA TICPEA
JIOKa3aTeIbHOM. DTOT MOPSIOK XapaKTepPeH ISl IMCEM BBILIECTOSIIIUX OPTaHU3AIHI.

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

HanMeHoBanue nOKHOCTH
PYKOBOJIMTEIS (moamuce) H. O. ®amunug

Bussr:
JlomxHOCTD
(moamucek) N.0. Gamunus

Ucnonuutens (Gamunusa wim Gamumus, uMsi, OTYECTBO)
tenedon 000-00-00

IIpakTuyeckoe 3ansitue Ne 4

Tema S. JlokyMeHTBI 1m0 TPyAOBbIM oTHOmeHHsAM. Kiaccupukanus, npasuiaa ogopMiieHUs
JOKYMEHTOB I10 JINYHOMY COCTaBY.

Leabr paGorbl: M3yuuTh TpeOOBaHUS IOATOTOBKE JOKYMEHTAIMH IO TPYIOBBIM OTHOIIEHUSM,
KjIaccu(uKkanuio, mnpaBuwia o(OpMIEHHS JOKYMEHTOB [0 JIMYHOMY COCTaBy. BplmonHenue
MPAaKTHUECKOM paboThl 3aKkirodaeTcs B OOy4YEHHH 4Yepe3 MpPaKTHKY, MOJICIHPYIONIYI0 peallbHbIe
TPYAOBBIE MPOLECCHl MPEANPHUITUS (OpraHU3alnK), a TaKXkKe NPUOOPECTH HABBIKM B COCTABICHUH U
0(OpMIIEHUH PEKBU3UTOB JOKYMEHTOB IO JINYHOMY COCTaBYy Npeanpusitusi, pykooacteysice 'OCT P
7.0.97-2016 «HaunonaneHelii cranmapt Poccuiickoit ®enepanuu. Cucrema cTaHAapTOB 11O
uHopmaruy, OMOIMOTEYHOMY U U3JaTeIbCKOMYy Jeny. OpraHu3alioOHHO-PACTIOPSIUTEIbHAS
nokyMmeHTanus. TpeboBaHus K 0hOPMIICHHUIO JOKYMEHTOBY.

[TopsAn0K BBIMOTHEHUS PAOOTHI:
B Haugane 3apsatus CJIEAYCT NOBTOPUTH NOPAAOK COCTABJICHUA U Oq)OpMJ'IeHI/IH JOKYMCHTOB I10
JUYHOMY COCTaBY NPEANPUITUS (OpTaHU3AIIHH).
3ananne 1. CocTaBuTh 3asBJICHHUE O TTpHEME Ha padoTy.
HcriomHUTh HEOOXOAUMBIE BU3bI HA 3asBIICHUU.
Hanoxxute pe3oatonnio pyKOBOIUTEINS PEIPUATHS HA 3asIBICHUE.
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Obpaszey 3aa61enus 0 npueme Ha pabomy

Hupexropy ITAO «Pamxyray
NBanosy C.B.
IlerpoBa Bacunus I'puropseBuua
3asBJICHUE.

[Tpomry npuHATE MeHS Ha paboTy cTapmuM uHxeHepoM ¢ 19.11.2012 1.
18.11.2012 Ilempos

Mertoandeckue yka3aHus K paborte

3asiBJIeHUE O IPUEME Ha PadOTY COICPIKHUT MPOCKOY O 3aKIIIOUYECHUH TPYI0BOTO JOTOBOPA.

bnank 3asBieHUs 0 MpreMe Ha paboOTy UMEET TaKyk K€ CTPYKTYpY, KaK OOBIYHOE 3asiBICHUE.
[Tumercst Ha WMS PYKOBOJMTENSl OpraHW3alMd, OT PyKM Ha Jucte Oymarm Qopmara A4 wim
HaOupaeTcss Ha KOoMIbIOTEepe. B TekcTe yka3piBaeTcs mpemnoaraeMasi T0JDKHOCTh U JlaTa MpHeMa Ha
pabory.

3asBIIiCHHE OTIIPABIISCTCS B JIMYHOE JICJIO COTPYJHHUKA M HA €r0 OCHOBAHHH M3JACTCS MPHUKA3 O
npreMe Ha padory.

Taxke mpu ycTpodcTBe Ha pPabOTy COMCKATENI0 HEOOXOIUMO TPEABIBUTH CICIYIONIUE

JOKYMCHTHEI:
e TIaCIOpT,

e TPYAOBYH KHUXKKY;

e CTPaxoBOE CBHAETEIHCTBO IIEHCHOHHOTO (hOHII;
e JIOKyMEHTBI BOMHCKOTO Y4eTa;

e JIOKyMEHT 00 00pa3oBaHMU.

3aganue 2. CoctaBuTh IpOoeCCUOHATHFHOE Pe3IOMEe TTOMOIIIHUKA OyXrayirepa.
Oopa3zey pe3tome Ha 001HCHOCHb NOMOUWIHUKA Dyxeanimepa

Yepusisckast Oabra CepreeBna

Jara POXKAeHHS: 05.05.1990 r.
Anpec MPOKUBAHMSA: T. Mockaa, yII. boranunyeckas, MecTo ans 2
Tenedon: (495) Baweit 2

e-mail: chernyavskaya o@yandex.ru boTorpadum

He.]Ib: COHMCKaHHUEC NOJIPKHOCTH IIOMOIIIHHUKA 6yxraJ1Tepa.

OnbIT padoThbI:
asryct 2012 r. — 00O «Muaeam»
HacT. BpeMs Codepa nesarenbHOCTH: TPAHCIIOPTHBIE YCIYTH
JI0JIZKHOCTh: TIOMOIIHUK OyXranrepa
@DyHKIMOHAIbHBIE 0053aHHOCTH:
* pabora c MepBUYHOMN TOKyMEHTanueH (cyera-QaKTypbl, aKThl);

*  BeJICHHUE KaccChl;
*  BBINIOJIHEHUE MOPYUYCHHI IIaBHOTO OyXranTepa;

¢ TMOC3JKHU B HAJIOT'OBBIC OPI'aHbl, DOHEI.
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OopaszoBanme: 2007-2012 rr., MoOCKOBCKHI TOCYJapCTBEHHBI TEXHMYECKUH YHUBEPCHUTET,

AKOHOMUYECKUN (DaKyJIBTET, JUITJIOM CIICIIHAIIACTA.

JonosnurtenbHoe oopazoBanue: Hos0pb 2012 r., kypebl «1C: Byxrantepus 8.2.» B yueOHOM IIEHTpE
«byxcodt», . Mockaa.

IIpodeccuonaibuble HABBIKH: yBepeHHBIN nonb3oBaTenb [IK: MS Excel, Word, 1C: byxrantepus
8.2, 3HaHNE OCHOBHBIX OyXTaJTepCKUX IMPOBOJIOK.

JIn4HbIe KayecTBa: YCUAYUBOCTD, BHUMATCIIBHOCTD, BBICOKas pa6OTOCHOCO6HOCTb,
OTBCTCTBCHHOCTDb, UCITOJIHUTCIIbHOCTDb, AKKYPATHOCTD.

3ana}me 3. CocraBuTh IpUKa3 O 3a4YHCJICHHU Ha pa60Ty B COOTBCTCTBYIOLICC IMOAPA3JACICHUEC, C
OMmpeaACIICHHOI0 4Yrcjia, ¢ OpCACICHHBIM HUCIBITATCIbHBIM CPOKOM, C YCTAHOBJICHUECM YPOBHS OIJIATHI
Tpyda COINIaCHO JIMYHOMY 3asABJICHUIO, BU3aM U PC30JIIOLIMU Ha HEM U TPYAOBOMY OOI'OBOPY.

Ilpukas (pacnopscenue). Oopasey (hopma)
(0 npunamuu Ha pabomy)

HAUMEHOBAHUE OopcaHuzayuu

[TPUKA3
(pacniopsixeHue)
0 mpueMe pabOTHHKA Ha paboTy
Ne
«» 20
[TpunsATh Ha paboOTy C « » 20 T
Gamunus, ums, omuecmso compyOHUKa
8
HAUMeHO8aHUe CMPYKMYPHO20 N0OPA30eleHUst KOMNAHUU
HauMeHO8aHue O0IHCHOCU
ycroeus npuema Ha pabomy, xapakmep pabomol
¢ okJ1aJioM (TapuHOI cTaBKO) pyo KOII,
Ha0aBKOM pyo KOII,
C HCITBITATEIIEHBIM CPOKOM MecsIIa.
OcHoBanue: TpynoBoit 7oroBop (KOHTPAKT) OT « » 20 roma Ne

PykoBoauTens opranuzanuu

O0IHCHOCTD HOONUCH pacwuugposxa noonucu

C mpukazom (pactopsiKeHHEM ) «» 20 r.
03HAaKOMJICH noonucsy pacuugposka noonucu
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YuudunupoBannas ¢opma Ne T-1

YT1BepxkaeHa [TocranoBnenuem
I'ockomcrara Poccun
o1 05.01.2004 Ne 1
Kon
dopma 1o
OKVY /[ 0301001
1o
OKIIO
(HaMMEHOBAaHUE OPTaHU3AIIHH )
Howmep [Hara
JIOKYMEHTa COCTaBJICHUSI
MNPHUKA3
(pacnopsizkeHue)
0 npueMe padOoTHHKA Ha padoTy
JlaTa
[IpunsaTs Ha paboTty c
o

TabenbHbI HOMED

(pamunust, UMs1, OTYECTBO)

B

(CTpyKTypHOE TTOApAa3ACIICHHE)

(MOMKHOCTH (CIIEeNUaIbHOCTD, Mpodeccust), pa3ps, Kiacc (KaTeropus) KBaauukaImm)

(ycnoBus npuema Ha paboty, xapakTep padOoThI)

¢ Tapu(HOM CTaBKOH (OKJIaIOM) pyo. KOII.

(wappamn)

HaJ0aBKOM pyo. KOIL.

(umdpamn)
C HCMBITAHUEM Ha CPOK Mmecsia(eB)
OcHoBaHnue:

TpynoBoit 1OroBop
or “ ” 20 r. Ne
PykoBoauTeJib
OpraHu3anuu
(1osKHOCTD) (nynHas (pacumgppoBKa NOAMHCH)
TTO/ITIHCH )
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[\

C npukazom (pacnopsikeHHeM) PadOTHUK
03HAKOMJIEH “ ” 0
(JInyHAas MOAMKCH)

YHudunuupoBaHHbie (pOpPMbI JOKYMEHTOB 110 JJUYHOMY cocTaBy. MU31aHue MPUKA30B MO JUYHOMY
COCTaBY.

Ienp padoTbl: O3HAKOMHUTBCS C NOPSAAKOM HW3JaHUS IPUKA30B 110 JIMYHOMY COCTaBy C
UCTIOJIb30BaHUEM YHH(PUIIMPOBAHHBIX ()OPM TOKYMEHTOB.

3amanue 1.
OdopMuth mpuka3 o TUCIHUILIMHAPHOM B3BICKAaHWU paOOTHHKA Ha OCHOBE IIpejIaraeMoro oopasiia.

OO0111ecTBO € OTpaHUYEHHOM O0TBETCTBEHHOCTHIO «Chepar
ITPUKA3
«11» mapra 2016 rona Ne 267/x

o ducuunﬂuHapHOM 63bICKAHUU

EBcee Cemen BukropoBuu, Tokapp 2-ro paspsga, 9 mapra 2016 roma oTcyTcTBOBal Ha
pabouem mecte Oe3 yBaxutTenabHOW mpuuuHbl ¢ 13:00 mo 17:00, wem wapymun ct. 21 TK P® u
IpaBUiIa BHYTPEHHETO TPYIOBOTO pacHopsiiKa KOMITAHUH.

Ha ocHOBaHuUM BBIIIEU3IIOKEHHOTO M pamnopTa HayanbHMKa cMmeHbl TapacoBa II. H. or
09.03.2016, nuceMenHoro oobsicuenust EsceeBa C. B., ohopmiieHHOTO B MPUCYTCTBUM KOMHUCCUH aKTa
00 orcyTcTBHHM Ha pabore ykazanHoro corpymauka ot 09.03.2016, rpaduka pabodero BpeMEeHH Ha
Mmapt 2016 rona
I[TPUKA3BIBAIO:

1. 3a rpyboe HapylieHHE TPYJIOBBIX OOS3aHHOCTEHl — OTCYTCTBHE Ha paboueM Mecte 0Oe3

YBKUTENFHBIX MPUYHH OoJiee YeThIpeX 4YacoB MOAPSA] B TeueHHe pabodero aHs (IIPOryl)
EBceeBy Cemeny BukropoBuuy (Tab. Ne 00365) 00BSIBUTH 3aMeYaHUE W CHU3UTH MPEMHIO 32
Mapt 2016 roxa va 30%.

2. Wucnextopy no kanpam [epsounoit C. A. konuto npukasza HanpaBuTh B OTu3, o3HakOMHUTH

pabOTHUKA O] PaCIIUCKY.

Hupextop OO0 «Cdhepa» Commnuxos /CotnuxoB H. E./
C mpuka3zoM 03HAKOMJIEH: Escees /EBcees C. B./ 10.03.2016
3ananme 2.

OdopmuTth nprKa3 0 HanpaBiIeHWU paOOTHMKA B KOMAaHIMPOBKY Ha OCHOBE Ipe/jlaraeMoro oopasua.
3amonHUTE YHU(DUITUPOBAHHYIO (POPMY.

20



Yuudumuposannas ¢popma Ne T-9

YT1BepxkaeHa MMOCTaHOBIICHUEM
TI'ockomcrarta
Poccuu ot 06.04.01 Ne 26
Kon
®opma mo
OKF;,I[ 0301022
o OKTIO
(HaumeHnosanue opeanuzayuu)
Homep Jlara
JIOKYMEHTA
MNPUKA3
(pacnopsizkeHue)

0 HampaspJIeHUH pa0OTHUKA B KOMAHIUPOBKY

HanpaButh B KOMAHJAHPOBKY:

TaOenbHbIi
HOMEp
(PHO)

(Oondrchocms)

(cmpyxkmypuoe noopa3zoenerue)

(Mecmo KoMaHOUposKU (cmpaua, 2opoo, opeaHu3ayus))

KaJIeHIapHBIX
CPOKOM Ha JHEW
c“ ” 20 roga m ”? 20 roja

C LETIBIO

KomanmupoBka 3a  cuer
CpE/ICTB

OcHoBaHueE:

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

PykoBoaurennb
OpraHu3anum

(Oondchocmy) (noonucs)

C NMPUKA30M (pacnopsizkeHueM)
03HAKOMJIEH

(pacwugposka noonucu)

2 rom
[13 2 0 a

(noonuce pabomnuxa)
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aganue 3.

Odopmute npukaz o HampaBiIeHUH paOOTHHKA B OTIMYCK Ha OCHOBE IMpeajaraeMoro ooOpasia.
3anonHuTe yHUPUIMPOBAHHYIO (popmy.

YHudmumnposaHHasa coopma N T- 6
YTBepxaeHa noctaHoeneHnem ockomcTtata PO
0105.01.2004 N 1

Koa
dopma no OKY[, 301005
000 "Bekmop" no OKIMO
HavMeHOBaHWe opraHn3aumu
Homep gokymeHTa [HaTa coctaBneHus
NPUKA3 25-0 25.02.2013
(pacnopsikeHue)
0 NpeAoCTaBNEeHUN OTNyCcKa paboTHUKY
MpepocTaBUTL OTNYCK TabenbHbIN HOMEpP
lMaeneeea MapuHa CepzeegHa 0012
damumnms, UMs, 0T4ECTBO
omden ¢puHaHcoe
CTPYKTypHOE noapasfeneHune
¢huHaHco8bIl MeHedxep
OOIMKHOCTL (CneumanbHOCTb, Npodeccust)
3anepuog paboteic " 23 " fAsHeapss 20 12 r. no" 22 " AHeapsi 20 13 .
A. exxerogHbln OCHOBHOW ONayMBaeMbli OTNYCK Ha 28 KaneHgapHbIX AHeNn
c " 04 " mMapma 20 13 r. no" 31 " mapma 20 13 .
n (unun)
B.

€XeroaHblvi JOMOIHUTENBLHO OMNayYnBaeMbli 0Tnyck, ydebHbIn, 6e3 coxpaHeHus 3apaGoTHOW NnaThl U Apyrue

(ykasatb)
Ha KaneHaapHbIX OHEN

c " " 20 r. no" " 20 r.
B. Bcero oTnyck Ha 28 KaneHaapHbIX AHen
c " 04 " mapma 20 13 r. no" 31 " mapma 20 13 .
PykoBogutenb opraHMsaumm dupekmop Bepe3soe P.B. Bepe3os

OOIDKHOCTb nMYHas NOANUCh pacmdpoBka nognucu
C npukasom (pacnopsikeHueMm) Maeneesa "25 " gespans 20 13 r.
paﬁOTHMK O3HaKoMI1IeH NM4Haga nognucb
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(DOPM]/IPOBaHI/Ie H BCACHHUE JITNYHDBIX J1€J1 paﬁoTHl/lKOB.

Leab padoThi: 03HAKOMHUTHCS C TOPSAKOM (POPMHPOBAHUS M BEAEHUS JIMYHBIX J1€]1 PaOOTHUKOB B
OpraHH3aIliH.

JInyHoe esI0 - COBOKYHMHOCTh JOKYMEHTOB, COJEpKAIIMX CBEIACHHUS O PAOOTHUKE H €ro
TpyZoBOH aestenbHOCTH. DopMupyeTcs KaapoBOi ciyk00i opraHU3aIUK MOCIe U3JaHUs MpPUKa3a O
npreMe Ha padory.

3aBe/ieHHEe JIMYHOTO Jiejia Ha paOOTHUKA, IO O0IIeMy NpaBUITy, HE SIBIsSIETCS 00g3aTeNbHBIM, TO
€CTh, HET HUKAaKUX HOPMATHBHBIX aKTOB, OOS3BIBAIOIIMX K 3TOMY paboTomarens, 3a MCKIIOYCHHEM
denepanpHOTO 3aK0Ha "OO OCHOBAX TocyaapcTBeHHOM ciyk0b1 Poccutickoit @eneparuun” (Ne 119-03
ot 31 wronst 1995r.), 00s3BIBAIONIETO KAJAPOBYIO CIYKOYy BECTH JIMUHBIC Jelia Ha TOCYAapCTBECHHBIX
CITyXalllHX.

bonee TOro B HOpMaTuUBHBIX akTaX, K mpumepy "llepedeHb THUMNOBBIX YIIPaBICHUYECKUX
JIOKYMEHTOB, OOpa3yloluxcs B JEATEIbHOCTH OpraHu3alluii, ¢ yKa3aHHEeM CpPOKOB XpaHEHUs',
YIOMHUHAIOTCA JOKYMEHTHI, "HE BOLIEAIIME B COCTaB JIMYHBIX JAen", a Takke '"XapaKTepUCTHKa
paboTHHKa, He uMeronlero juuyHoro aena". Takum oOpa3oM, cocTaB JOKYMEHTOB JHYHOTO Jefa
pabOTHHKA HE pPErJIaMEHTHPOBAH POCCUHCKHUM 3aKOHOJATENbCTBOM M IO CIOKUBLICHCS TpaauLuu
(MpUBBIUKE) MBI OTTAJKHWBAEMCA OT MPHHITOH TOCYJApPCTBEHHON CHUCTEMBI JEIONPOU3BOACTBA
COBETCKHX BPEMEH.

JIOKyMEHTBI, BKJIFOUaeMbIe B COCTAB JIMYHOTO Jieia, MOKHO ()OpMaIbHO Pa3IeIUTh Ha:

1. IoKyMEHTBI, ITpe1oCTaBIIEMbIE pAOOTHUKOM U 3aIIOJIHAEMbIE COTPYIHUKOM KaJpOBOU CIYKOBI IIPH
oQopmIIeHHH TTpHeMa Ha paboTy, K HUM OTHOCSTCSI:
— aHKeTa, aBToOnorpadusi, pe3rome;

— JIMYHOE 3asiBJICHUE O NMpueMe Ha paboTy;

— KOIUU JOKYMEHTOB 00 00pa30BaHUM;

— peKOMeHI[aI_[I/II/I 158 XapaKTepI/ICTI/IKI/I;

— MCOAUIHWHCKHC CHpaBKI/I;

— TPyAOBOH JOTOBOP;

— BBINKCKA U3 PUKa3a 0 MpueMe Ha padoTy;

—  BBINUCKH U3 MMPOTOKOJIOB 00 M30paHUU HA TOJKHOCTD;

— BBINIMCKA U3 IPOTOKOJIA 00 UTOTraXx KOHKYypca Ha BAKAHTHYIO JTIOJDKHOCTH;
— JIMYHAas KapTOyKa.

2. ﬂOKyMeHTBI, JOIIOJHACMBIC B TCUCHUN prIlOBOfI JACATCIIbHOCTH

BBIMMCKU (KONUM) M3 MPUKA30B O IOOMIPEHUU U HATPAKICHUM, HAJOKEHUU M CHITHH

JUCLUIUIMHAPHBIX B3bICKaHWM, IEPEBOJAX U NEPEMELICHUSIX U T. 1.;

— KONUM JOKYMEHTOB, IOATBEPKAAOIMX H3MEHEHUs aHKETHO-OMorpaMuecKux JaHHBIX
(cBHIETENHCTBO O OpaKe WiIM PacTOPKEHUs1 Opaka, CBUACTEIHCTBO O POKACHUU JIETeH U T. 11.);

— KOIIUM JOKYMEHTOB 00 00pa30oBaHMH, MOBBILIEHUN KBAaTU(UKaLNY;

— aTTeCTalOHHBIE JIUCTHI;

—  ciayxeOHble 3aIMCKH, JJUYHbIE 3asIBICHUS U O0BSICHUTENIbHBIE 3aIIMCKH;

—  aKThl, yBEIIOMIICHHUSA U T. 1.

3. JIOKyMEHTBI O NIPEKPAILEHUH TPYA0BOTO 10T0OBOPA.
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Bce 3TH 1OKYMEHTHI MMEIOT pa3jMuHble HOPMATHBHO YCTAHOBJICHHBIE CPOKM XpaHEHHsS Ha
MPEINPUITHH.

OCHOBBIBasICh Ha pa3jIMuUU HOPMATHUBHO-YCTAHOBJIEHHBIX CPOKOB XPAaHEHUS pa3/IMYHBIX BUIOB
KaJpOBbIX TOKYMEHTOB, a TaKKe€ Ha TOM, YTO MH(OpMalUsi O TPYAOBOM NEATEIHHOCTH pabOTHHKA
¢ukcupyercs B JUYHOM KapTOUYKE, PEKOMEHIYETCS HE BKJIIOYATh B JIMYHOE JEJI0 KOMHM INPUKA30B
(BBIMTMCKH) O MIEPEBOJAX U MEPEMEIICHHX, OTITYCKaX, MOOIIPEHUAX U T.J.

JIOKYMEHTBI, TOJAIIMBAaEMbIE B JIMYHOE JI€J0 pAaOOTHUKA B TEUEHUU CPOKA €ro TPYyA0BOM
JESITENIbHOCTH, JOJKHBI OBITh BBICTPOEHBI B XpOHOJOTHYECKON MOCIEA0BATEIHHOCTH.

Konuu 10kyMeHTOB (BBIMUCKH) TOJIKHBI 3aBEPATHCS] pAOOTHUKAMHU KaJPOBOH CITYKOBI.

JIOKYMEHTBI JINYHOTO JieNia MOAIINBAIOTCS B Manky - "aeno". B cooTBeTCTBUU ¢ onpeneneHueM,
sakpemieHHoM ['OCT P 51141-98: "IEJIO" - COBOKyHHOCTb JIOKYMEHTOB WJIH JIOKYMEHT,
OTHOCSIIIMECS K OAHOMY BOIIPOCY MIIM YYACTKY JESTEIbHOCTH, TOMEIIEHHBIE B OT/ICIBHYIO O0JIOKKY.

Oo6moxka "nmena" opopmisiercss B cootBeTcTBuE ¢ TpeboBanusmMu ['OCT 17914-72 "O6noxku
JIeNT JUIUTENbHOTO XpaHeHus. Turel, pa3Mepsl, TeXHUUeCcKHe TpeOoBaHus".

Ha 3aBenenHoe Ha paboTHuKa "1emo" ohopMisieTcsi BHYyTPEHHSS ONHCh JOKYMEHTOB.

PaGoTHUKM TOMKHBI IEPHUOJUYECKH ObITh O3HAKOMJICHBI C BEIYIIUMCS HAa HUX JIMYHBIM JI€JIOM
(0OBIYHO OJIUH pa3 B roj).
3aganue 1.
3aBecTH ManKy-CKOPOCIINBATENb U 3aII0OJHUTh TUTYJIbHBIN JIMCT JIUYHOTO JIeNa.
3ananue 2. OPopMHUTD TUCT-3aBEPUTEIH LA,

Jlena mocTtostHHOro U BpeMeHHoro (cBbime 10 JeT) cpoka XpaHEHHsS U IO JINYHOMY COCTaBy
Mociie OKOHYaHMs KaJIGHJApHOTO Toja, B KOTOPOM OHH 3aBEACHBI, MOJKHBI OBITH MPUTOTOBJIEHBI K
nepegaye B apxuB. [IpemapxwBHas MOATOTOBKA JeN BKIIIOYAET JIBE MPOLEAYpbl: odopmieHune u
OTIHMCaHUE.

OdopmiieHre TPOU3BOANUTCS JTUIIOM, OTBETCTBEHHBIM 32 paboTy ¢ JOKYMEHTaMHU.

Ha otrnensHOM nucTe-3aBeputene yctaHoBieHHOW ¢opmbl (IIpunoxkenne 9 x m 3.6.16
OcHOBHBIX IpaBWJl pabOTHl apXMBOB OpPraHM3AIMiIl) COCTABISAETCS 3aBEpUTENIbHASI HAAMKUCh JTUYHOTO
Jiena, KOTopas OTpakaeT MpU HEOOXOIWMOCTH OCOOCHHOCTH €ro (HU3M4EeCKOro COCTOSIHHUS U
¢dopmupoBanus. [lonnuceiBaeTcs JUCT €ro COCTABUTEIIEM.

Oopazeuy ohopmnenus 1ucma-3asepumens TUYHO20 0ea

Bcero npolwmnTo, NpoOHYMepOoBaHo
W CKPEenJieHo nevyaTbto

( )

nncta(os)

FeHepabHbIA AMpPEKTOP
000 “Opbuta-M”

M.A. CtenaHos

(noanucs)

« » 20 r.
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3aganme 3. OhopMuUTE BHYTPCHHIOKO OMKCH JOKYMEHTOB paOOTHHUKA.

Onuck noipkHa cojaepxaTh Homep u 3aroioBok (D.M.0.) aena, kK KOTOPOMY OHA COCTaBJISIETCSI.
Jlanee, B TaOJIMYHOI €€ YaCTH TIO0 MEpE BKIIIOYCHHS B TAINKy JIUCTOB, 3aIOJIHSIOTCS CBEICHUS O
MOJIITUTHIX OJIaHKaX. 3/1eCh YKa3bIBACTCSI HOMEP IO TOPSAKY, HHIEKC JOKYMEHTa (€CJIH OH €CTh), €T0
HAaMMCHOBAHUE, KOJHMYECTBO CTpaHWI. B KOHIIE CIUCKa HY)XHO HU(paMH U TIPOMHUCHIO 3alucarth
o0Im1ee KOTMYECTBO MPHIIOKEHUH, a Takke JIMCTOB onucH. CIUCOK MOANMHMCHIBAETCS OTBETCTBECHHBIM
JIMIIOM, C YKa3aHHUEM €ro JOJDKHOCTH, JIMYHBIX JTaHHBIX, a TaKKe MPOCTABIISETCS JaTa COCTaBJICHUS.

Oobpaszey enympenneil Onucu JUYHO20 0eaa padomHuUKa
BHYTPEHHSISI OITUCH

JIOKYMEHTOB JIMYHOT O fena Ne 15

[Tpokynun Mrops [letpoBuu
(Pammmmst, Ums, OTaecTBO pabOTHHKA)

Ne [Muaexc JlaTa 3aroJi0BoKk 10kymeHnToB, Homepa |[lara [l'[pnmeqalme
/M [TOKyMEHTa [I0KyYMEHTa [KPaTKoe COJdepKaHue JINCTOB  [BKJIIOYEHUsI
neja TOKYMEHTA B
JIMYHOE /1eJI0

1 10.01.2014 Jluunas kapTo4yKa 1-4 10.01.2014

D 10.01.2014 PUIBICHAC O mpHEME Hag 10.01.2014

aboty

3 10.01.2014 |Ankera 6-7 10.01.2014

4 10.01.2014 g‘ﬁr”ac“e Ha pastatientag 10.01.2014

S 10.01.2014 |Komus macnopTa 9-10 10.01.2014

6 10.01.2014 [Komus MTHH 11 10.01.2014

7 10.01.2014  [Kommuss CHUJIC 12 10.01.2014

3 10.01.2014 [Komus BoenHoro ounera |13-15 10.01.2014

9 10.01.2014 |Konus numinoma 16-17 10.01.2014
10 10.01.2014 [ o0 PO 8 10.01.2014

JTIOCTOBEPECHHUS

11 12.07.2014 [3asdBiieHME HA OTIYCK 19 12.07.2014
12 05.02.2015 [BasiBieHuEe HA OTITYCK 20 05.02.2015

13 11.01.2016 [BasBieHne Ha OTIYCK 21 11.01.2016
14 29.02.2016 Basmienue 00 yBOJILHEHUH 22 29.02.2016
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Htoro 14 (YerbipHaaaTh) JTOKyMEHTOB
(unpamMu ¥ IPOIUCHIO)

KonuyecTBo nuctoB BHyTpeHHEH omucu 1 (o11H)

(rdpaMu ¥ TIPOTIHCHIO)

HNucnekrop oTaena kaapos Pomanosa O.I1
(moamuce) (pacmmdpoBKa MOAMKCH)

29.02.2016

(mara)

Ooépaszey oghopmaenus mumynpbHo20 1UCma TUYHO20 0e1a PAdOmMHUKA

OO0mecTBO ¢ OrpaHu4YeHHON 0TBeTCTBEHHOCTHI0 «OPBUTA-M»

JIMYHOE JEJIO Ne
damunnsa
4098
OT4ecTBO
Hauarto: « » 20 T.
OKOHYEHO: « » 20 T.
rog
XPAHUTb JNET
TpynoBasi KHMKKa. BereHue TpyaoBbIX KHUKeK. OCHOL ... _________ _ .
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pabdoTHHKA

Llesb padoThI: 03HAKOMHTHCS C MPABHJIAMH BHECEHHSI 3aIIUCEH B TPYAOBYIO KHIKKY paOOTHHKA.
Ceenmennst 0 paOOTHHMKE, yKa3blBaeMble Ha IEPBOHM CTpaHUIE (THTYJIBHOM JIMCTE) TPYAOBON
KHIDKKH 3aIOJTHSIOTCSI CIISAYIONTIM 00pa3oM:
— (avunusa, uMs u oT4eCTBO pPaOOTHMKA YKa3bIBAIOTCS IOJHOCTHIO, 0€3 COKpalleHUs Ha

OCHOBAHHU JIOKyMEHTA, yIOCTOBEPSIONIETO JTHYHOCTH (MACTopT);

— JaTta pOXKIEHHs 3alMCBIBACTCS TIOJHOCTBIO (YUCIO, MECAI, TOJX POXICHHS) apaOCKUMHU
rbpamu;

— 3amuch 00 00pa30BaHUU 3AIOJHSIETCS TOJIBKO HAa OCHOBAaHUHU JOKYMEHTOB 00 0Opa3oBaHUH U
KBaM(pUKauu (aTTeCTaT, TUIIIOM, YIOCTOBEPEHHE, CBUICTEILCTRO).

YposHu oOpa3zoBanus B PO:
1) ocuoBHOe oO11ee (9 KiaccoB 00IIe00pa30BaTEIHLHON IIKOIIBI);

2) cpennee oomee (11 kiraccoB cpeaHeit 00meodpa3oBaTEILHOM MIKOJbI);

3) cpennee npodeccuoHaNbHOE (TEXHUKYM, YUUIIUIIE, KOJUISK U TIPOY.);

4) seicuee npodeccuonanbHoe (BY3, yHuBepcuter, akageMusi, HHCTUTYT U TPOY.);

5) mocneBy30BCcKOe MpoecCHOHANbHOE (aCTUPaHTYPa, aAbIOHKTYpa, TOKTOPAHTYpa IPU HAYYHO-
uccienosarenbckux HcTuTyTax (HUM), akagemusix, yHuBEpCUTETaX).

2. Tlocne yka3aHusl 1aThl 3aII0JTHEHUS TPYIOBOM KHIKKHM PaOOTHHUK CBOEH MOANMCHIO HA 3TOM ke

CTpaHUIIEC 3aBEPACT MPABUJIBHOCTL BHCCCHHBIX CBeZ!eHI/Iﬁ.

3. TpynoByl KHMXKY IMOANUCBHIBAET JIUIO, OTBETCTBEHHOE 3a BBIAAYy TPYAOBBIX KHMKEK, Kak
MIPABUJIO MHCIIEKTOP OT/eNa KaJpOB, MIOCJIE YeTro CTAaBUTCA [1e€YaTh OPraHU3alllu.

3apanme 1. OGopMUTH TUTYIBHBIN JUCT TPYAOBONW KHUKKH B COOTBETCTBUH C 3aKOHOJIATEILCTBOM IO
MIpeIIOKEHHOMY 00pa3iry.

3anonnume mpyooeyro KHUICKY C yuemom 6cex mpebosanuli 3aKoH00amenbCmada.

1.1. Copoxun Anexcanap Cepreesuu (05.08.1977 r. poxnenus) yctpousics Ha pabory B OOO
«ITapyc» KOHOMHCTOM B pacueTHO-aHaIuTH4Yeckuil otaen. Ilpukas o npueme Ha padoty Ne30-k ot 03
Mapta 2016 roga. Copokun A.C. UMeeT IUIJIOM O BBICIIEM MpOodecCHOHATHLHOM OOpa30BaHHH TIO
CHeNMaTbHOCTH SKOHOMHCT. Anekcannp CepreeBud BIEpBbIE yCTpaWBaeTcsi Ha pabOTy IO CBOEH
cneruanbHocTi. MHCcnekTop otaena kaapoB CemenoBa T.H. 3amonHuia TpynoByr KHUXKKY B J€Hb
U3/IaHKs TIprKasa o mpuemMe Ha padoty CopokuHa A.C.

1.2. Copokun A.C. npopabotan B OOO «Ilapyc» 1 rox u 3 mecsia, 3aTeM Hamucan 3asBieHHe 00
YBOJIBHEHUU TO COOCTBEHHOMY >KeJaHMIO, NpuKa3 o0 yBonpHeHMH Bbimen 03 wions 2017 rona.
Coenaiime coomeemcmeayowyio 3anuco 8 mpy0o8oi KHUM}CKe pabomHuKda.

1.3. Ilpu 3anonHenuu rpadsl 3 TpyAOBOM KHMXKKHM ObUTa gomyiieHa HeTouHocTh, CopokuH A.C. Obu1
NPUHSAT B PACUETHO-aHAJIUTUYCCKHHA OT/AE]T DKOHOMHCTOM IO OYXTalITepCKOMY YYeTy W aHanu3y
X03HCTBeHHOH aesaTenbHOCcTU. Colenalime 3anucb 8 mpyoo8oU KHUNMCKE O MOM, YMO 3aNUCb 3d
Homepom 1 neoevicmeumenvra (03.06.2017).

Oopaszey ohopmaenuns mumynpbHo2o 1ucma mpyooeol KHUMNCKU padoOmHuKa
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TpynoBaa kHnXkKa
TK-IV M 8230487

Daras ”0!"033__

Momn ﬂcap bA
OryecTBo CepreesHa
Dara ‘pomdenns 2. 121977

{UHEAD, MOCAN, TOd)

Oipasosame _ BbICLIEE NPOpEecCMoHanbHoe

podecens, cnepnaipioct,  CNELWANUCT
no KagacTpy

03. mapra 16

Dara sanoaHeHus .,

3

Monosa

IModnmes wma;
CHHOTO 30 BedeHie TPYOOBAX  KHIbkeR

MBaHoBa

(pasbopunss)

TpynoBasi KHM:KKA — 3TO JOKYMEHT, B KOTOPOM COJEPXKUTCS BCA MH(GOpMalLUsi O TPYIIOBOM
NEeSITeIbHOCTH €€ BIiaJieNbla. 3amojHEeHHe ee TpedyeT OT pabOTHHKAa KaJpoB Topas3io OoiblIei
BHUMATEJIbHOCTH M JAJIbHOBUIHOCTH, YeM oQopMieHHEe J000ro Apyroro nokymeHtra. OmmoOky,
JIOTIYIIEHHYIO B IIPUKa3€ WIM B JOIOBOPE, JIETKO UCIPaBUTh. Yallle BCEro HUKTO U HE Y3HAET, 4YTO OHA
uMelna MeCTOo. A TOCJIENCTBUS HE3aMEUYEHHBIX M HEUCIPABJICHHBIX OIIMOOK B JOKYMEHTE,
MOJTBEPIKIAIOIIEM TPYJIOBOM CTaX PaOOTHHKA, MOTYT BBISIBUTHCS TOJBKO BO BpeMs O(opMIeHHS
MIEHCHH.

TpynoBble KHMXKKH BeAyTCsi Ha paOOTHUKOB BCEX NPEANPHUATHHA HE3aBHCUMO OT (hOpMEI
COOCTBEHHOCTH U OPraHU3alMOHHO-TIPaBOBOI ()OPMBI, B KOTOPBIX OHU NMPOpPadOTaIH CBbIIIE 5 THEH, B
TOM YHCJIE HAa CE30HHBIX U BPEMEHHBIX pabOTHUKOB, a co 2 okTsA0ps 2006 roga TpynOBBIE KHUKKH
00s13aHbI BECTH TaK)Ke U pab0OTOATENN - HHAUBUAYaJIbHbIC peanpuHuMaTenu (4. 3 c¢r. 66 TK PD).

Jlnst moctymnatoniero Ha paboTy BIEpBbIE KHIDKKAa O(GOpMIIIETCS HE IMO37Hee 7 JAHEH Co JHS
npueMa Ha padory.

®opma, NOPSAAOK BEIAECHMSI U XPaHEHUS TPYJIOBBIX KHMKEK, a TaKXKe HOPAIOK H3rOTOBJICHUS

OJ1aHKOB TPYAOBBIX KHHUXKCK U obOecIieyeHruss MU pa60ToI[aTeneI71 YCTAaHAaBJIUBAarOTCA HpaBI/ITCHBCTBOM
P®.

CornacHo npukazy MwunHpuna PO Nell7 ot 22 nexabps 2003 1., m3roTtoBieHUEe OJaHKOB
TPYJOBOW KHWKKM M BKIQAbIIAa B TPYAOBYIO KHWXKKY ocymiectisercss OObeanHEHUEM
rOCY/IapCTBEHHBIX MPEANPUATHII W OpraHu3aluil MO MPOU3BOJCTBY T'OCYAapCTBEHHBIX 3HAKOB
"TO3HAK" Mun¢una Poccun.

HoBple OnaHku TPYIOBBIX KHUKEK, a TaKXKe MpaBUia UX BEACHUS M XPAHEHHs YTBEPHKIICHBI
[TocranoBnenuem IlpaButenscta PO ot 16 anpens 2003 r. N 225.

C 1 suBaps 2004 r. paboTHHMKaM, BIEpPBBIC TOCTYIAKIIMM Ha pabOTy B COOTBETCTBHH C
3aKJIFOYCHHBIM TPYAOBBIM JOTOBOPOM, OhOPMIISIFOTCS TPYIOBBIE KHMKKH TOJIBKO HOBOTO 00pasia.

[Ipu sTOM TpyHOBBIE KHUKKH paHEE yCTaHOBICHHBIX oOpasmoB (1938 m 1974 rr.), a Takxke
TPYIOBbIE€ KHUXKKH KOJIXO3HUKOB, JICHUCTBUTEIIbHBI.
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[To BHemHEMY BHly HOBasi TPY/I0Basi KHID)KKA OTJIUYACTCS OT MPEKHEH, pa3MEpPOM U TeM, YTO B
HEl HeT pas3jena Jjs CBEICHWHM O HAa3HAUYECHWM IEHCHH, a pa3/ielibl O HAarpaKJICHUU U TMOOIIPEHUU
o0bemHeHbl. B cTpykType M oopMIeHHH HOBOW KHMKKM W3MEHEHHMH HEMHOTO: Ha OOJIOKKE W Ha
TUTYJIBHOM JIHCTE pa3MelneH repd PD, a B rpade 3 «Cseaenus o paboTe» MpeaycMOTPEHO BHECEHHE
3arncH 0 KBaMU(UKauu paboTHHKA.

[TocTtanoBnenneM MuHHCTEpCTBa TpyJa U conaibHOTO pazButus PD ot 10 okTa6ps 2003 r. N
69 ytBepkeHa MHCTpyKIMS 110 3aMOTHEHUIO TPYAOBBIX KHUKEK MOPSIOK MPUOOPETEHUSI, XPAaHEHUS U
BBbIIaYU TPYAOBBIX KHIDKEK coTpyaHukaMm. HoBas MHCTpyKIMS MOAXOAUT ISl pabOThI C TPYIOBBIMU
KHUKKaMH CTaporo U HOBOTO o0pasia.

Bce 3anmucu B TpyA0BO# KHUXKKE JeTatoTcsl 6€3 COKpalleHUd U UMEIOT CBOM MOPSIKOBBINA HOMED.
Henomyctumo, Hanpumep, B rpade 4 ykas3bIBaTh «IIp.» BMECTO «IPUKa3». ITO KAcaeTCs U CChUIOK Ha
KoHkpeTHble cTaTbl TK P®. Cnenyer nucarh: MyHKT 3 4acTh nepBasi ctaths 77 TpyaoBoro kojekca
Poccuiickoit denepanum.

Cenenusi 0 pabOTHHKE Temepb MOXKHO 3allOJIHATH HE TOJBKO HAa OCHOBAaHWHU IAaclopTa, HO U Ha
OCHOBAaHUHU JIPYroro JTOKYMEHTA, YJOCTOBEPSIOIIErO JMYHOCTH (BOJUTENBCKOTO YAOCTOBEPEHUS,
3arpaHIacrnopTa, BOGHHOTo OuieTa u T.11.).

Bce 3anucu o BhInosiHAEMO#N paldoTe, MepeBojie Ha JIPYryl0 MOCTOSIHHYIO paboTy, IPHUCBOECHUHU
KBaJIM(UKAIIUY, YBOJIBHEHHUHU, a TAKXKE O HarPAXKICHUH BHOCSTCS B TPYAOBYIO KHHUKKY Ha OCHOBaHHUH
COOTBETCTBYIOIIETO TMpHKa3a (pacrnopspkeHus) paboToaaTelnss He MO3/IHEE HEJASNBHOTO CPOKa, a IMpH
YBOJIbHEHUM — B JI€Hb YBOJIbHEHHs. lIpu 3TOM 3amucu JOJKHBI TOYHO COOTBETCTBOBATH TEKCTY
npukasza (pacrnopspbkeHus). 3amucu B TPYJOBYIO KHIDKKY O MPUYMHAX TPEKPAIIEHUsS TPYIA0BOTO
JIOTOBOpa BHOCSTCSI B TOUHOM COOTBETCTBUH C (opmynupoBkamu TK P® unu mnoro denepanbHOro
3aKOHa.

Buecenue 3anucu o pabome ¢ mpyooeyro Knuxicky (oopazeu)

CBEJEHUMA O PABOTE TK-IV Ne 8230487
HaumenoBanue,
Caenenus o mpreMe Ha padoTy, mepeBoie
Jata Jara u HOMEP
= Ha JPYTYIO MMOCTOSIHHYIO PaboTy, KB (DUKAIIAH,
o JIOKyMEHTA,
= YBOJIbHEHU U
= . Ha OCHOBaHHUH
s (c ykazaHueM TNPUYUH U CCHUIKOM Ha CTaThlo,
< YHCIIO | MECHIl | ro MYHKT 3aKOHa) KOTOpOro
BHECEHA 3aIlHiCh
1 2 3 4
OO0111eCTBO ¢ OTpaHUYEHHON OTBETCTBEHHOCTHIO
«Opbuta-M» (OO0 «Opbura-M)
Ilpuasta B oTmen KajgacTpa Ha JgoJpkHocTh | [Ipukas oT
1 {03 o3 |2016| P a AacTp A P
CIIELIMAIACTA 03.03.2016
M0 KaJacTpy BTOPOM KaTErOpUM No 25

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

CBEJIEHNA O PABOTE TK-IV  Ne 8230487
HawnmenoBanue,
Caenenus o mpueme Ha paboTy, epeBoJie
Jlata Jara " HOMEp

= Ha JPYTyIO MOCTOSHHYIO padoTy, KBaM(UKALIUHY,

3} JTIOKYMEHTA,

= YBOJIbHEHUH

= . Ha OCHOBaHUU

s (c ykazaHuMeM OpPUYUH U CCBUIKOM Ha CTaThlo, KOTODOLO

g | 9MCIO | MECAL | TOA | pyyyer sakoma) P
BHECEHA 3aIIUCh

1 2 3 4
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OO0111eCTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO

«Opoura-M» (OO0 «Opbuta-M)

[Ipunsta B oragen kagactpa Ha JOJDKHOCTH | IIpukas oT
1 03 03 2016 cenuaIncTa 03.03.2016
10 KaJacTpy BTOPOU KaTETOpUH Ne 25
[lepeBenena B cekperapuaT Ha J0JDKHOCTH | IIpukas oT
2% & U cekperapsi 04.04.2016
Ne 62

BHecenue 3anucu 00 yBoJIbHEHUH Pa0OTHHKA
3anuck 00 yBOJIBHEHNUHU MPOU3BOJUTCS B CIIEAYIOIIEM MOPSIIKE:
B rpade 1 cTaBUTCs MOPSAAKOBBIM HOMEp 3alUCH;

B rpade 2 yka3bIBaeTCs AaTa yBOJIbHEHHS (YUCIIO, MECALL, TOM);

B rpade 3 nemnaercs 3anuch 0 NIPUUYMHE YBOJbHEHUS (CM. IPUMEYaHHE);

Brpade 4 yka3plBaeTCsd HaMMEHOBAaHUE JOKYMEHTa, Ha OCHOBAHMM KOTOPOIO BHECEHa

3aIlUCh, IIPUKA3 UJIKW MHOC PCIUICHUC pa6OTO,Z[aTCJ'IH, CTro 1aTa U HOMCP.

Buecenue 3anucu 06 ysonvnenuu pabomnuxa (oopazeu)
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CBEJIEHNA O PABOTE

TK-IV  Ne 8230487

Caenenus o mprieMe Ha padoTy, epeBoie Hamverosanme,
- Hara Ha JPYTYIO MMOCTOSIHHYIO paboTy, KB (DUKAIIH fata 1 HOMep
2 ’ > | TOKyMeHTa,
YBOJIbHEHU U
= . Ha OCHOBaHUU
s (c ykazaHWeM TpPHYUH U CCBUIKOH Ha CTaThlo,
< HMCIIO | MECAL | TOR | yyyer 3ak0Ha) KOTOpOro
BHECEHA 3aIUCh
1 2 3 4
OO011IeCTBO ¢ OTPaHUYCHHOW OTBETCTBEHHOCTHIO
«Opbuta-M» (OO0 «Opbura-M)
[MpuasTa B OTHeN KagacTpa Ha JOJDKHOCTH | [Ipmkas oT
1 03 03 2016 CIIELIMAIACTA 03.03.2016
10 KaJaCTPy BTOPOU KaTErOpUH Ne 25
IlepeBenena B cekperapuaT Ha JOJKHOCTH | [Ipukas oT
2005 )04 20161 eraps 04.04.2016
Ne 62
TpynoBoii goroBop mpekpaiieH no cornamenuto | [Ipukas oT
3B | AT  ropon, 23.05.2016
ST 1 i 77 T
3o MEL N eyt 1 bacTu Tperelt cTaThu PYIOBOTO
Kq @3/'\04\& ca Ne 71
((L (q/ “\’N hl}é@)})I/IﬁCKOI\/i denepanyu
L0 2 ol e
BN Al /I@i EKTOp OT/AeJia KaJIpoB Tloonucw
\Q%ou dll \%/ HOBA
Buecenue 3anucu o nazpaxcoenunax, noowpenuax pabomnuxa (oopaszeu)
CBEJJEHU S O HATPAXKJIEHUAX TK-1IV  Ne
8230487
HaumenoBanue,
Jata JaTa 51 HOMED
§ CBeneHHs 0 HarpaXICHUIX (TTOOUTPEHUSX ) FIOKYMEHTa,
= a pAA P Ha OCHOBaHUH
o | unecmno Mecdll | rona KOTOpOTOo
= BHECEHA 3aINCh
1 2 3 4
OO0111eCTBO ¢ OTPaHUYEHHON OTBETCTBEHHOCTHIO
«Opbuta-M» (OO0 «Opbura-M)
[IpemupoBana 3a xopomryio paboty mo wuroram | [Ipukas oT
A e e 06.05.2016
kBapraia 2016 rona Ne 63

3anucw 6 céazu co cmenoii pabomuukom amunuu (0opaseu)
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Damimis “Tlonmosa”™ m3MeHeHa Ha (aMIUTITO
“HeHaniepa” Ha OCHOBAHHI CBHIETEIIBCTBA O OpaKe

o

)
OTAEN KAPOB

HICT, TIQ KL Tloonuce HBanosa
~

CpeneHnss o0 0Opa3soBaHHI [IONIOJNHEHB!  3AILICHIO
“BpICILICE npod)ecCHOHATEHOE”, CBeICHH o
npod)ecci, CHeNHaTBHOCTH IOTONHEHB 3alliChIo

“HHKeHep-CTPONTeNns” Ha ocHoBaHHH numiaomMa ACT

IIpakTyeckoe 3ansaTue Ne 5
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Tema 9. /lokyMeHTBI 110 CHA0KEHUIO U COBITY.
Heabp padoThbl: HAayuyUTHCA 3aANONHATH U O(OPMIIATH JTOKYMEHTHI MO CHAOXEHUI0O M COBITY;
MPUOOPECTH HABBIKM B COCTaBICHUM W OMOPMIICHUH CIEAYIOMUX JOKYMEHTOB: aKThl MPUEMKHU
OPOAYKIMH (TOBApOB) IO KOJMYECTBY U KauecTBY; JOBEPEHHOCTH: pa30BbIe, CICLUAIbHbIC,
reHepabHbIE.
IosicHenust k padore: ecu KOJMYECTBO U KAYECTBO MOCTYNHUBIIMX TOBApPOB COBNAAAIOT C JaHHBIMH,
YKa3aHHBIMH B TOBAapOPACHOPSIUTEIBHBIX JOKYMEHTAaX MOCTAaBIIUKA, KOMUCCHUSI COCTABISET aKT O
npuemke ToBapoB (hopma Ne TOPT-1). Ecniu HeT - akT 0 mpueMKe TOBapoOB U aKT 00 YCTaHOBIEHHOM
PacXOKJICHUU TI0 KOJIMYECTBY M KAUeCTBY IMPHU MPUEMKE TOBapPHO-MATEPHUAIBHBIX IIeHHOCTEH ((popma
Ne TOPT-2).

Jlnst akTa O TMpUEMKE TOBAapOB MpeaycMOTpeH TumnoBoil Omank. Ero ¢opma yTBepxkaeHa
noctaHoByieHHeM ['ockomcrata Poccun ot 25 mekadps 1998 r. Ne 132.

AKT COCTaBJISIIOT B OJTHOM K3EMILISIPE B JIEHb MOCTYIUICHHS TOBApOB. AKT MOJMUCHIBAIOT YJICHBI
KOMUCCHH, KJIQJIOBIIIMK, TJIABHBIM OyXraiuTep U yTBepka1aeT pyKOBOJAUTEIh OPraHU3allNu.

Cpok XpaHEHHUs aKTa O IPUEMKE TOBApOB B apXUBE OPTaHU3ALMH - 5 JIET.

3ananue 1.

ITo noroBopy mocraBku ot 15 HosOpst 2004 . N 24 AO "Axktus" npuodpeno y OOO "lNaccus":

— 100 crynwes mo nene 1062 py6./mr. (B Tom uucie HIAC - 162 py6.);

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

O6mas croumocTs ToBapoB coctaBmia 134 520 py6. (B Tom uncie HJIC - 20 520 py®6.).
"AKTHB" NIOJy4YNII CIEAYIOLINE TOBAPOCONPOBOIUTENBHBIE TOKYMEHTBHI:
— TOBapHYIO HakIagHyr oT 22 HosOps 2004 1. N 12;

— cyer-¢aktypy ot 22 Hos6ps 2004 r. N 17.
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Odghopmnenue akma o npuemke mosapos (oopaszeu) - 1

Vuutbuumposannas hopra Ne TOPT-1
VTBEPXAEHA NOCTAHOBNEHUEM [DCKOMCTATA
Poceny o1 25.12.98 N0 132

Kog
®opua o 0KV 0330201
3A0 «Axmuey, Mockea, yn. Cadosas. 151, men. 393-93-93 no OKNO 40062011
opraHH3ayra, agoec, HoMep Tenedhiona
CTOYKTYPHOE NOARA3AENEHNE
Bua peatensHocTin no OKJM 4523318
Hom
omep Kamepa
cekums
OCHOBaHWe ANA COCTABNEHMA aKTa NpUKA3, pacRopsxeHite HOMEp 26
HEHYKHOB 3346 PKHYTh para 29 11 2004
Bua onepauuu 34
Homep [ara VTBEP)KHAfO
LOKYMEHTA | COCTaBNEHWs dupermaop
[OMKHOCTS
AKT 2 20.11.2002 Buacunves A.H. Bacunvee
nogmics DACWIHGDDOBKA NOANHCH
0 NPUEMKE TOBapoB « 22 5 HOAGPA 2004 .
MecTo npuemkn Toeapa Mockea, yn. Cadosan, 151
HacToAWuMI aKT COCTAaBNEH KOMUCCHEN, KOTopas yeTaHosuna: « 22 » HoAbpA 2004 .
Mo CONPOBOANTESEHBIM JOKYMEHTAM mogapraa Hakaadnaa Ne 12 om 22.11.2004
HAUMEHGBARKE, HOMED, JaTa
A0CTaBNeH Tosap. [JOKYMEHT 0 BbI3DBE NPEACTABUTENS rPy300TNPABUTENA, NOCTABLUMKA, NPOM3BOAUTENS:
HEHYHHOE 2348DKHYTE
Tenerpamma, akc, TenedpOHOrpamMma, pagnorpamMma No — oT« _— » — 200—_T.
HEHYMHOE 3a480KHYTL
py3ooTnpasuTens 000 «llaccuse», Mocxea, yn. Jecnasn, 125, men. 545-11-45
HAMMEHOBANNE, aAPec, HoMep Tenedhona
MNpow3eoanTens —
HAMMEHOBANNE, A1PEC, HOMED Teneqhona
MocTaBLLmMK OH He
HAUMEHOBARNKE, 2APEC, HOMBD TQHBLI)OHH
Ctpaxoean Komnaxwus —
HAMMEHOBAHHE, 20PEC, HOMED TensdhoHa
[loroeop (KOHTpakT) Ha nocTaeky Tosapa Ne 24 oT« 15 » Hoabpa 2004 r.
Cuer-chaktypa No 17 oT « 20 » noabpa 2004 r.
Kommep4eckuit akt No — or « » 200 .
BetepuHapHoe cBKALTENLCTEOD (CBUALTENLCTBO) Ne — 0T « » 200_r.
JKene3HoaopoxHaa HaknagHas Ne — 0T « » 200—r.
Cnocod gocTaekm asmo@ypzon. Ne
BUA TRAHCTOPTHATD CPEACTEE
Jlata oTnpasnequs Topapa « _22 » HoA6pR 2004 r.
CO CTaHUMW (NPUCTAHK, NOPTa) OTNPaBNEHNS —
HaUMeHOBaHNE
WK CO CKNAAa 0TNPABMTENA TOBAPA 000 «llaccué»
HaARMEROBAHRE
Temneparypa g ToAwe maca (puifbl) __—  °C
OATA, BREMSA, 4 mMuH.
NPUEMKKM ToBapa
npuBLITUS TOBAPA
Ha4ano NPUOCTAHOBNEHWE BO30GHOBNEHWE OKOH4dHK\E
22.11.2004 12 4 35 mun. — — 13 4 00 mun.

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

Togap Katero- EanHuua LleHa, Mo AOKYMEHTaM NOCTABLUMKA 3HA4YMNOCh
pus, M3MEPEHNS py6. Kon.
copT
HauMeHoBa- KOA P Haume- Kopn KONM4eCTBO macca CTOMMOCTD,
Hue HosaHwe | no OKEW py6. kon.
B OQHOM | MeCT, | BpYTTO | HeTTo
MecTe LUTYK
1 2 3 4 5 6 7 8 9 10 11
1.Cmynoa| 36 — wm. — 900 50 2 300 350 106 200
Ceptuchuxar N2 POC JE.ME 69.A00887 deticmeumenen ¢ 01.10.2004 no __ 12.01.2005
2. Cmonwi 45 — | urm. — 1200 20 1 600 680 28 320
Ceptudpukar M POC JE.ME 809.A00732 deiicmeumenen ¢ __01.10.2002 no__12.01.2003
//
//
/
//
~— /
'\_\
///
//
/
/
Tapa
Tapud
Wtoro 3 134 520-00
CocTosHWE TOBApA, Tapsk! 11 YNakoBKW B MOMEHT OCMOTDa ITogpexcdenuil mapwvt nem.
Cnocob onpeeneHs HEOCTAOLIETO TOBApa —
3aKNKYeHKe 0 NPUHKMHAX U MecTe 00pa3oBaHKUs HeAOCTauM Tosapa
/

"AxT 0 npuemke ToBapoB (popma Ne TOPI-1)": ctp.2
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Odhopmnenue akma o npuemke mosapoe (oopazeu) — 3

QaKTNHECKK Cymma HAOC OTknoHEHWE (+, =)
MPUHATO c yqeg;om

KONN4ECTBO Macca CTOWMOGTB, pylggkdn‘ CTaBKa,| CymMma, KONWYECTBO Macca cToN-
py6. Kon. % py6. Kon. MOCTb,
B OAHOM| MecT, | 6pyTTO | HETTO B OAHOM|MeCT,|BpyTTO [HETTO pY6. Kon.

MecTe | wryk 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
//
/ “
7
/ <
/7\\_““‘-
//
Jid
X 3 — — 134 520-00|134 520-00| X |20 520-00 X — | = | = —
/

"AkT 0 mpuemke ToBapoB (popma Ne TOPT-1)": c1p.3
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Bce 4neHbl KOMUGCUM O3HAKOMAEHbI G NPABUNAMMW NPUEMKW TOBAPOB N0 KONMMYECTBY W KAY4eCTRY W NPeAYyNpPeXeHbl 06 OTBETCT-
BEHHOCTW 3 NOANWCAHWE AKTA, COAGPKALLETO AAHHbIE, HE COOTBETCTBYIOLLME ALACTBUTENBHOCTH.

MNpPaBUNBHOCTL KONWHECTBA W KA4eCTBA TOBApA NOATBEPMAAEM.

Mpeacepatens KOMUCEUK dupexmop Bacunves A.H. Bacunves
MECTO patoTel, OMKHOCTE NoAnHCE PacumghpoBKa NOAMHCH
HreHbl KOMUCCUW; Gyxzaamep I'puzopvesa M.A. I'puzopvesa
e MECTO PADOTEI, HOIKHOCTE nognncs paciund poska noanic
F@rf/‘f M,n,\\g 3a6. cknadom Heanos A.H. Heanos
'§i AKT”B'E’ MeeTo paboTsi, AOMKHOCTE noanHee pacisnpposka noamucH
=X 3
b
\e\@ f#} HawaAbHUK yexa N 1 ITempos C.C. ITempos
Cfﬁ'iotm MECTG PaioTel, AOMKHOCTE noanHes pactmd poexa noAMMCH

3aKnioyeHne komucenn T oaap npURAM NOAHOCNLBIO.

Bpax u nedocmawl He 8bLABAECHBL,

MpeacTaBuTeNb rPY300TNRABATENA (NOCTABLUWKA, NMPOW3BOAUTENA)
[loKyMeHT, yoOCTOBEPAOWMIA NOMHOMOYMA

N — BBIJAH « _— _ » — 200 —r.
MECTO PAOOTI, [OTMHOCTE noAncs chamuning, nma, 0T46CTED
AKT C NpUNOXeHNem Ha — AncTax nony4un
naeHbIi {cTaplwwit) Gyxrantep Bapucosa O.B. Bopucosa
nognHceE pacwngpoexa nognuey
« 22 » HoAOpA 2004 1.
PelieHve pykooautens —

/

\-\._/

/.\

/

/

/

ToBap W Tapy Ha OTEETCTEEHHOE XPAHEHWUE MPUHSN

3aBeayroLwnii cknanom (KNanosLLKK) Anmonog A.H. Anumonosg
no4Mce pacwnhpoBka NOANMCH

Odhopmnenue akma o npuemke moesapos (oopaszeu) — 4

"AkT 0 mpuemke ToBapoB (popma Ne TOPT-1)": ctp.4
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3ananue 2.
OdopMuTe akT 00 YCTAaHOBICHHOM PACXO0XICHHUH IO KOJUYECTBY U KAYECTBY B COOTBETCTBUH CO

CJIETyIOIIMMHU YCIIOBUSMHU:
ITo moroBopy noctaBku ot 15 HOosAO0ps 2007 r. Ne 24 AO "Axtus" nmpuodbpeno y OOO "Ilaccus"
50 cronoB mo niere 1652 py6./mr. (B Tom yrcne HJC - 252 py6.). O6miast CTOMMOCTh TApTUH CTOJIOB
coctaBuia 82 600 py6. (B Tom uncie H[C - 12 600 py6.).
"AKTUB" TOJy4HJI CIEAYIONMIUE TOBAPOCOIIPOBOIUTEIBHBIE TOKYMEHTHI:
— TOBapHYIO HaKJaaHYIo OoT 5 nexadpst 2007 r. Ne 37;

— cuer-dakrypy ot 5 aexadps 2007 . Ne 132,

5 nexabps 2007 roga crosibl ObUTM jAocTaBieHbl Ha ckiaan "AxtuBa" Ne 1. Ilpu pasrpyske
TOBapoB ObLIa 0OHapyskeHa HegocTaya 10 cTosoB.
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Odhopmnenue akma 06 ycmanoeieHHOM PAcXoHcOeHUU no Koauyecmey u kayecmey — 1

Yhuchmumposannas hopma Ne TOPT-2
YTBEPHOeHA NOCTaHOBNEHUEM [OcKoMETaTa
Poceuni o1 25,1298 Ne 132

Ko
®opwma na 0KY[] 0330202
3AQ «Axmué», Mockéa, yn. Cadoseasn, 151, men. 393-93-93 no OKNO 40062011
0praHn3auna, anpec, HoMep TenedhoHa
CTPYKTYDHOE M0ZPA3HeneHIe Y
Bup peatencHocti no OKAMN 4523318
OcHOBaHWe ANs COCTaBNeHWsA akta NpUKa3, PAEAOPIKEHIE Homep 27
HEHYHKHOE 3398 IKHYTH nata 05 12 2007
Bua onepauwn 12
Homep pokymenta | Lara coctaenenmns | YTBEPXKIAH
[ dupexmop
AKT 78 05.12.2007 MOTKHOCTS

Bacimwed

Bacunves A.H.

06 ycTaHOBNIEHHOM PacX0XAEHUU N0 KONUYECTBY

- nejnuce PACLUHPPOBKE NOANKCY
W Ka4ecTBY NpU NpUEMKe TOBApHO-MaTepuanbHbIX UeHHOCTEH « 05 » dexabps 2007_r.
MecTo npuemku ToBapa Mockea, ya. Cadosan, 151
HacToAwmit akT cocTasned KOMUCCUER, KoTopas yeTaHosuna: « 05 » dexabps 2007 r.
M0 CONPOBOAWTENbHBIM JOKYMEHTAM mogapuan Haraadnas N 37 om 05.12.2007
HAHMEHOBAHKME, HOMEp, Aata
J0CTaBNeH Toeap. [JJOKYMEHT O BbI30BE NPeaCTaBUTENs rPy300TrNpasnUTeNs, ROCTaBHKE, POUSBOAUTENS:
HEHYKHOE 3842PKHYTL
TeRerpamita, hakc, TeRethoHorpama, pagmorpamma Ne 368/A or« 05 » dexabpsa 2007 r.
HEHYKHOB 3498 PKHYTh
Mpy300TNpaBsnTEND 000 «Ilaccue», Mocksa, ya. lecnasa, 125, men. 545-11-45
HAKMEHOBAHWE, afipec, HoMep TEHE@JGHJ
MpoussoguTens —
HAUMEHOBAHUE, dfipec, HoMmep TEIJE.TJG‘HEI
lMocTasLwmk OH dice
HAMMEHOBaHue, agpec, HoMmep TEHE’JJGHET
CTpaxoeas KOMNaHWS —
HaHMeHOBaHUE, aapec, HoMep Tt'-.‘ﬂé’",fJGH??
[loroeop (KOHTPaKT) Ha nocTasKy Tosapa Ne 24 oTe« 15 » HOAODSR 200_7_r.
CueT-chakrypa Ne 132 oT« 05 » dexabpa 2007 r.
Kommepyeckuin akt No — 0T « » 200__ .
BeTepuHapHoe cBUAETENLCTBO (CBUABTENLCTBO) No — 0T « » 200 .
KeneaHogopoxHaa HaknagHaa Ne — 0T « » 200
Cnoco6 gocTaskm asmo@ypzon Neo
_ BHLO TRARCAOPTHOMD CpeqetBa
[Jlata otnpasneHus Topapa « _05  » dexabpa 2007 .
CO GTaHUWW (NPUCTaHK, NOPTa) OTNPABNeHWA —
HAWMeHOBaHHE
W1 CO CKNaja OTnpaBuTens To8apa 000 «llaccué»
HAUMEHOBAHNE
HOATA, BPEMSA, 4 muH.
FlpMﬁbITHH TOBapa | BCKPLITUA BaArOHd, BblOa4K LOCTaBKW TOBa- Ha4dna NPUEMKK TOBapa
Ha CTaHLMI arTochyprowa, | Toeapa op- | pa Ha cknap PasrpyaKy
(npwucTaxb, NopT) KOHTelHepa raHu3auwen | opraHn3aumn- Ha4ano NpUoCTa- | BO30GHOB- | OKOHYdHUE
Ha3Ha4eHWA W Apyrux Tpauc- | TpaHcnopta| nonyvarens HOBNEHWE [ NeHue
NOPTHBIX CPEJCTE
- . . 05.12.2007 | 05.12.2007 | 05.12.2007 . . 05.12.2007
104 15 mun. |10 4 35 mun. |10 4 35 mun. 11 4 30 mun.

"AKT 00 yCTaHOBJIEHHOM pacXOXXJIE€HUU IO KOJUYECTBY M KadecTBY IpHU IPUEMKE TOBApPHO-

MaTepHaibHbIX HeHHOCTel (popma Ne TOPT-2)": ctp.1
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Odhopmnenue akma 06 ycmanoei1eHHOM pAcX0HCcOCHUU NO KOau4ecmaey u Kavecmey — 2

CBefeHwa 0 COCTOAHMW BaroHOB, aBTOYProHOE U T. 4. Hanu4ne, onucaHne ynakoBOYHLIX APNLIKOB, NNOMG TpaHcnopTa

Ha OTAeNbHBIX MECTAX (CepTMCUKATOB, CneUuudUKaLWiA B BaroHe, KOHTEHEPE) 1 0TNPaBMTENLCKAA MaPKUPOBKa

Mo CONPOBOAWTENbHBLIM TPAHCNOPTHBIM AOKYMEHTAM 3HAYUTCA.

OTtmeTka 06 on- | Konnm4ecTso Bug HammeHoeaHme | EpuHnua | Macca 6pyTTo ToBapa (rpyaa) Ocobble
noMBupoBaHMN MecT YNakKoBKu ToBapa (rpyaa) | M3amepeHus no AOKYMeHTam OTMETKM
ToBapa (rpyaa), WA HOMEpa ~ | OTnpaBuTens
COCTOSHME BaroHOB (KOH- 0TNpaBuTens | TPAHCNOPTHOW | ng yaknaaHoil
nnomé u cogep- TeHEPOB, aB- opraHnsawmm
XaHWe 0TTICKA TOhyproHos (CTaHyww, npu-
nt. 4.) CTaHu, nopTa)
1 2 3 4 5 6 7 8
05.12.2007 5 Kopoba Cmonul wm. — — —
KApmoHHbvle

CBeJ],eHL"Iﬂ 0 COCTOAHWK BArOHOB, aBTOChyDFDHOB W T. 4. Hanuyne, onucaHdme YCTAHOBNEHHEIX APMLIKOB, nnomé TpaHCnopTa

Ha OTZeNbHLIX MecTax (CepTUDMKATOR, CneUMdMKaLMW B BaroHe, KOHTeHepe) hakTu4ecKu

Asmogdypzon 6 ucnpasHom COCMOAHULL,

ntomobt NnocCMmMaAsuULUKOM He YCHAHOB/LEHbL.

PacxoxaeHue no KOnU4ecTBy MecT 1 Macce | Konm4ecTeo Macca, kr CTeneHb 3anonHeHus
B aKTUPYEMOIA NapTumM TOBApPa, OBHAPYEH- mecT TAPHOro MeCcTa, BaroHa,

Hble Ha CKNaje ToBapononyyarens OpyTTO Tapa HETTO KOHTEIHepa 1 T. M.
Mo AOKYMEHTaM rpy300TNpaBuUTens 5 ——

v—-'_-._-'-.‘_—
DaKTU4ECKN NOCTYNMNOD 4 T
_—-F—"--"!
PacxoxgeHue (+, -) 1
Toeap Homep EanHuua namepeHus Mo AOKYMEHTAM NOCTABLLMKA 3HAYMTCA
(HaMMEHO- MecTa
BakMe) HAUMEHOBa- |  KOA Mo apTukyn copt KONMYECTRO LigHa, cymma,
HWe OKEN 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
/,_,/—
/
///
//‘—“ -‘-‘-‘._-
_/
—

"AKT 00 YCTaHOBJIEHHOM pAaCXOXJIEHUHM I10 KOJMYECTBY M KauyecTBY IpU TNPUEMKE TOBApHO-

MaTepHalbHBIX HeHHOCTeH (popma Ne TOPT-2)": cp.2
Ogopmnenue akma 00 ycmano6i1eHHOM PACX0HCOCHUU NO Konuvecmey u Kauecmey — 3
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Ycnoeus xpaHeHus ToBapa (Mpogykuun) [0 ero BCKPLITUA HA CKNaAe nonyqarens:

HOMEIM,EHHG CKAada OMANAU8aemca u OXPAHAEMCA.

anoﬁnu YJCMAHOB/EHBL HA CIEJLJLANCU .

CeefeHns 0 Temnepatype Npy pasrpyske B BaroHe (pechprpkeparope u T. 4.) B ToBape, °C S

CoCTOsHME Tapbl W YNaKOBKM, MAPKMPOBKA MECT, TOBapa W Tapbl B MOMEHT BHELIHEro 0CMOTpa TOBapa (MPoAyKLUMM)

Ynarxoeka ne nogpexcdend.

CopepaHue HapYXHOW MapKUPOBKW Tapkl W APYrile AaHHbIE, HA OCHOBAHUW KOTOPLIX MOXHO CAENaTh BbIBOALI O TOM, B Ybei
YNakoBKe npeAbLABNEH TOBAP (MPOW3BOANTENSA UNW OTNPaBUTENS)

Mapruposrxa O00 «llaccus».

Jlata BCKpbITWA Tapel « _05  » derabpa 2007 .

OpraHw3auns, KoTopas B3BecUNa U onnoMoMpoBana oTrpyKeHHbIA ToBap, UCMPABHOCTL NIOMG 1 COAERXaHWe OTTUCKOB, COOT-
BETCTBME NAOMO TOBAPOCONPOBOAUTENEHLIM JOKYMEHTaM

lMNopsaok oT6opa ToBapa (NpoaykLmuv) ana BbIOOPOYHOI NnpoBepku ¢ ykazaHuem [OCT, 0coBbix yenoBuWid NOCTABKM NO A0rOBOPY
(KOHTPaKTy), OGHOBaHWE BbIOOPOYHOW NPOBEPKA:

_.-'-""-F-’r

——
————
—

DaKTUYECKN 0KA3anock bpak bow OTKNOHeHWA Homep
nac-
apTUKYn | COPT | Konn4e-|  LeHa, CYMMa, |KOMMye-| cymma, |Koanye-| Cymma, HepocTada M3INLLKKN nopra
TOBapa CTBO | py6. KOM. | py6. Kon. CTBO pye. CTBO pyo.
(macca) (macca) | Kom. |(macca)| Kon. |KOAM4e-| CymMma, | KOMWYe- [ cymma,
CTBO py6. Kon CTBO pyé
(macca) (macca) | Kon.
10 11 12 13 14 15 16 17 18 19 20 21 22 23
625378 - 40 |1652-00|66 080-00| — - - - 10 |16 520-00| — - -
,_—-"_-—“'--—-/
___,—-'-"'—-/J-"
-——_,__-_- ——-"/
-
/
/ﬂ’j
—-"'-/
__.--""""-—-—

"AKT 00 YCTaHOBJICEHHOM pAacXOXJIECHHHU TIO KOJUYECTBY M KA4eCTBY MPH MPUEMKE TOBAPHO-
MarepuanbHbIX IieHHOCTeH (Ppopma Ne TOPI-2)": c1p.3
Odhopmnenue akma 06 ycmanoeieHHOM PAcX0HCOCHUU RO Koiuyecmey u kayecmey — 4
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OnpeaeneHue KONW4YeCTBA TOBAPA (NPOSYKLMK) NPOBOAWNIOCH

B3BELIHBAHHEM, CHETOM MECT, 0OMEPOM M T. 1.,
Cuemom Mecm, BHYMPEHHUM W 6HEWHUM OCMOMpPoMm mapbl
MECTO 0NPeAeNeHHA KONMHOCTEA TOBAPA (MPOAYKYMKM)

B3peluvBaHWe TOBAPOB (MPOAYKLMW) NPOBOAWMNOCH HA MCNPABHLIX BECAX, NPOBEPEHHbLIX B YCTAHOBNEHHOM nopsaake. CBeaeHune
006 MCNPaBHOCTM BECOW3MEPUTENbHBIX NPUOOPOB (TWM BECOB, rO[ KIIEAMEHNA)

[pyrue aaHHble

/_>—<—’_/-

———————

[0 oCTaNbHbIM TOBapHO-maTepuanbHbIM LEHHOCTAM, NEPEYNCAEHHBIM B CONPOBOAUTENbHBLIX AOKYMEHTAX NOCTABLUMKAE, PACXOX-
JeHWI B KONUYECTBE U KAYECTBE HeT.

MonapobHoe onucaHue AeDeKTOB (XapakTep HEAOCTa4W, U3NMULLIKOB, HEHAANEXaLlero Ka4ecTea, Opaka, 604) 1 MHEHWe KOMUC-
CUKM O NPUYKMHAX X 0Bpa30oBaHns

Qdneil KopobKU cO cMOAAMU He Xeamaem.

3aKYeHNE KOMUCCIAK
Yemanosnena nedocmanwa 8 koauwecmee 10 emonos na cymmy 16 520 pyd. 00 kon.

Y1eHbl KOMUCCUNM NPeaynpexaeHsl 06 OTBETCTBEHHOCTH 33 NOANUCAHKUE aKTa, COAEPMALUero AaHHLIe, He COOTBETCTBYIOLLME
LeACTBUTENbHOCTH.

Mpescenarens KOMUCCUM dupexmop Bacymwet Bacunves A.H.
MECTO PaBOThI, JOMKHOCTS - IOAHCH PACIINGPOBKA NOANHCH
YneHbl KOMACCHNL—5—., oyxzaamep Spmopuebn I'puzopvesa M.A.
P é\ MECTO DaBOTHI, [ONHOCTE foAAHCH pAcCLHGhPOBKa NogancH
,5}/ \\r.e \ 308. CKAATOM Mianob Heanos A.H.
M., % AKT”B‘:‘;I MecTo pacore!, JOMKHOCTE . nognuge PacLUMppOBKa NOZMHCH
2 /8] HAMAAbHUK yexa N 1 Y Jempol ITempoe C.C.
}%}\ '// MECTO ..'}FJG’GTM, AOMKHOCTE nognncs ;):?Cl!lw{p;}OEKﬁ noAnucH
Halonow®™
peacTaBUTeNs rpy300TNPABUTENA (NOCTABLMKA, NPOU3BOANTENA)
Q00 «Ilaccue», menedxcep Wanos Heanoe A.A,
MECTO PaboThl, AOMKHOCTS neamics PaCcUINPOBKa NOAMTHCH
[OKYMEHT, YA0CTOBEPAIOLMA NONHOMOYUS nacnopm cepuu 45 01
No 487024 BbIJaH « 10 » aneapa 2001 r.
AKT C NPpUNOKEHNEM Ha ___—  JTACTax nony4un
MaBHbIN (CTapLunia) Gyxrantep Ouopscoba Bopucosa O.B.
nognuce p;?SwaCTJ;’JUBK& AOAMHCH

Pewenue pykosogutens _Hanpaseume npemen3uonnoe nucobmo nocmasuury — 000 «llaccus»

c mpeGosanuem oNoCMasums HedOCMArouLee KOAWLECME0 CMONL08.

"AKT 00 yCTaHOBIEHHOM pacXOXJIE€HHU MO KOJMYECTBY M KadecTBYy MpH MPUEMKE TOBApPHO-
MaTepHalbHBIX HeHHOCTeH (popma Ne TOPI™-2)": cTp.4
3ananue 3. 3an0JHUTE Pa30BYIO IOBEPEHHOCTD.

IMosicHenusi k padore:

42



B ObITy 4acTO BO3HMKAIOT CUTYaIlMM, KOT/Ia YEJIOBEK MPOCTO HE YCHEBAET CJlIeNIaTh HECKOJIBKO
Jiell OJHOBPEMEHHO, HalpuMep, KOrja Hy)XXHO OTHPaBUTbCS B KOMAaHJIUPOBKY M OJHOBPEMEHHO
COBEPIIUTH Kakue-mubo aercTBUs aoma. Hambosee mpOCTBHIM BBIXOJOM M3 ITOH CUTYaIld CTaHET
BblJIa4a Pa30BOM JOBEPEHHOCTH.

JIOBEpEHHOCTBIO SIBIISIETCSl MMMCBMEHHOE PACTOPSDKEHHE O TMepeade KaKuX-TH00 MOJTHOMOYHI
JUI BBICTYTIJIEHHUS OT UMEHH JI0BEPUTENIS TIepesl TPEThbUMHU JIHILIaMHU.

CyOBexTamMu JOBEPEHHOCTH MOTYT OBITh M FOPUANYECKHE, H (PU3UUYECKHE JIULIA.

B 3aBucumocTH OT 00beMa JeNierupyeMsbIx MOJIHOMOYUH B TEOPUH NIpaBa pa3inyaroT:

—  Ppa3’OBYIO JOBEPEHHOCTH;

— CHOCOHUAJIbHYIO JOBCPCHHOCTD,
— TI'CHCPAJIbHYIO JOBCPCHHOCTD.

Pa3oBast 1OBEPEHHOCTb OTIMYACTCS OT MHBIX BHUJOB TE€M, UYTO BBIJACTCS IMPEACTABUTENIO UL
COBEPILECHMS OJJHOTO ACUCTBUSA OT UIMEHH JIOBEPUTEIS.

[IpuMepamu cuTyanuii 1 BbIJA4M Pa30BOM JOBEPEHHOCTH MOTYT CTaTh: IOJIYYEHUE EHEKHON
CyMMBbl Ha HMs JOBepuTens, o(opMJIeHHE OT €ro MMEHHM CHEeJNKH WM JO0roBOpa, Mojadyy WU
MIOJIyYEHUE JOKYMEHTOB.

Opnnako nmociegHee BO3MOXKHO HE BO BCeX ciydasx. Hanpumep, cOTpyAHUKHM MACIIOPTHOTO CTONA
JlaXKe C JIOBEPEHHOCTBIO HE BBIAAAYT NACIOPT HA PYKU APYTOMY JIMILY.

[To oOmemy npaBuity, GpopmMoi 3aKIHOYEHHs] JOBEPEHHOCTHU SBIISAETCS MUCbMEHHBIN JOKYMEHT,
HO B 3aBHCHUMOCTH OT COJEp)KaHUS IepelaBaeMoOro MpaBOMOYMsS, JOBEPEHHOCTh HHOTJA TpelOyer
HOTapHUAIIBHOTO MJIM IPUPABHEHHOTO K HOTAPHUAJIBHOMY 3aBEPEHUIO.

Cpok nelicTBUS JOBEPEHHOCTM B 1II€JIOM M Pa30BOM JOBEPEHHOCTH B YaCTHOCTH
3aKOHOJATEIBCTBOM HE OTPAHUYUBACTCSI.

OnHako 00s3aTeNbHBIM PEKBU3UTOM €€ COCTAaBJICHHs SBISIETCS JaTa 3aKiIIOueHHsl akTa,
IIOCKOJIBKY B CJIy4ae OTCYTCTBHS JIaThl IPEKPALICHUS IEUCTBUS JOKYMEHTA, JOBEPEHHOCTD JEHCTBYET
OJIVH I'oJ1 ¢ €€ NMOANKMCAHUS JOBEPUTEIIEM.

K conepxxannio pa3oBo JOBEPEHHOCTH OTHOCSTCS PEKBU3UTBHI JOKYMEHTa M IEepEUYCHb
JIETIETUPYEMBIX IIPEACTABUTEIO TIOJTHOMOYHH.

PexBHU3UTHI TOBEPEHHOCTH:
MECTO COBEPILIECHUS;

-~ JaTa COCTaBIICHUS;

- cBenenus o noseputene: ®UO, ampec, BO3MOXXHO TACIOPTHBIE JAaHHBIC TSI (PU3UUECKOTO
JIU1a, HAMMEHOBAHKME U MECTO IOPUINYECKON PErUCTPAIMH I OpraHu3aiui. MOXKHO yKa3aTh
Y MHBIE CBEACHUS, HAIPUMEP, KOHTAKTHYIO HH(POPMAITHIO;

- cBeneHus o npencrasurene: ®UO, agpec, MHbIE CBEJICHUS, B TOM YHCJIE TTACTIOPTHBIC JaHHBIC,

— TOJNHCH TOBEPUTENS C paciinpoBKOii;

- TaKXkKe JOBEPECHHOCTh MOXKET COJCpP)KaTh CPOK TMpEKpalleHUs €€ JeHCTBHS, YKa3aHHE Ha

BO3MOJXHOCTb IEPCAOBCPHUA U UHBIC 00CTOSITEILCTBA.

ConepsxaHne pa3oBOr JTOBEPEHHOCTH
— YKa3aHHWE Ha MepeiaBaeMoe MPAaBOMOYHE MPEACTABUTEILCTRA;

— CPOK IpCKpalcCHus HeﬁCTBHH AOKYMCHTA, IMPUYICM MOKCT OBITh YKa3aHa KOHKPCTHasA Oara, a
MOKET COACPIKATHCA YKa3zaHMC Ha MOMCHT CAWMHCTBCHHOI'O MCIIOJIHCHUA TMPABOMOYHA

MpEaACTAaBUTECIILCTBA.

Oopa3zeuy pazoeoit 0osepennocmu (01aHK)

43



PA30OBAS JOBEPEHHOCTD HA 3AKJIIOYEHHUE JTOI'OBOPA

r. Mocksa « » 201 .

B JIUIIE

(HauMeHOBaHUE OpraHu3alln)

, ICUCTBYIOIIETO

(MOmKHOCTD, (haMHITHS, UM, OTYECTBO)
Ha OCHOBaHUU , TOBepsieT
B JIUIIE

(HauMeHOBaHUE OpraHu3alln)

, ICUCTBYIOIIETO

(MOmKHOCTD, (haMHITHS, ©UMSI, OTYECTBO)
Ha OCHOBaHUU , 3AKJTIOYUTH JOTOBOP KYTLTU-TIPOIaXKHI
( ) aKIMi

(KOTMYECTBO MPOIMHKCHIO)

B COOTBCTCTBHH C

(3MHTEHT)
JoroBopom komuccuu Ne OT «___ » 201 r.
Hacrosiias JoBepeHHOCTh IEUCTBUTENIbHA 10 «  » 201 r.
PyxoBoaurens
(moamuck) (bamunms, u.0.)
['n. Oyxranrep
(monrmuce) (pammus, u.0.)

M.IL

Oopasey pazoeoii 0osepennocmu (oopazey)
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JOBEPEHHOCTD (PA3OBAS) HA IIOJIVUEHUME JIEHEI
JOBEPEHHOCTD

['opon MockBa, ABanuaTh MATOrO JeKaOpsi ThICSYa JAEBATHCOT
JeBSHOCTO BTOporo roja. S, rpaxnanuH Bacunbe Opuii Ilerposuu,
IIPOXKUBAIOLINIM 110 anpecy: . Mocksa, yn. Cene3HeBka, 1. 28, kB. 16,

JIOBEPSIO rpakIaHnHy AHTUIIOBY Eropy KoHCTaHTMHOBHYY, IPOKHUBAIOLIEMY B
r. Mockse, yn. Kpeimckas, a. 51, kB. 71, moiayuuth B Kacce
koMuccruoHHoro Marazuia N 21 1. MockBbl feHbIM B cymme 78 900
(ceMpaecAT BoceMb ThICAY JEBATHCOT) pyO., mpuuuTaronmecs MHe 3a
peanu30BaHHbIE Bely coraacHO KBUTAaHIUU N 547897, m BBINOIHUTH BCE
JENCTBUS, CBSI3aHHBIE C IAHHBIM ITIOPY4YEHHUEM.

Cpok noBepeHHOCTH /1Ba Mecsina.  lloanuce

JBaauare mstoro aexadbps 1992 roma HacTosmas TOBEPEHHOCTH
yaocToBepeHa MHOMO, MIBanoBbIM T.A., rocy1TapCTBEHHBIM HOTapUyCOM 7-i
MocCKOBCKOM rocy1apCTBEHHOW HOTapUaJIbHON KOHTOPBI.

Josepennocth noanucana BacunbeBbiM lOpuem IletpoBuuem B Moem
HOpUCYTCTBUH. JINYHOCTH JOBEpUTEINIS YCTAHOBIICHA, J1€ECIIOCOOHOCTH €TI0
IIpOBEpEHA.

3aperucTpupoBaHo B peectpe 3a N
B3bickaHO roCy1apCTBEHHON MOILIAHBI

I'ocynapcTBeHHBINM HOTApUYC ITogmnuce



IIpakTHyeckoe 3ansaTHE Ne 6

Tema 11. Homenkiatypa aei. Buabl, Ha3HaueHue, NOPSA0K COCTABJICHMS.
Leap padoThi: HAYUYNTHCS COCTABIATh HOMEHKIATYPY A€l
IosicHenune k padore:

HomeHnknartypa ey npeactapisieT coO0i COCTaBICHHBIN MO YCTaHOBJICHHON (opMe MepedeHb

3aBOJIUMBIX JIeJT B OpraHU3allid C ONpEJCICHHEM CpPOKOB HMX XpaHEHHs. OJTO OYEHb IMOJIC3HBIN
JIOKYMEHT B JIEJIONPOU3BOICTBE, NOO MO3BOJISET PalMOHAIBHO OPraHU30BaTh padOTy C TOKYMEHTaMU:

— TpYNIHPOBATh JTOKYMEHTHI B JieJia IO OMNpeAeNIeHHOW cucrteMe — o0ecreurBaeT B cliyyae
HEOOXOJMMOCTH OTIEPATUBHOCTD UX MOUCKA U COXPAHHOCTb,

—  HCTOJB3YIOT B MPOIIECCE PETHCTPAIK JOKYMEHTOB — MPUCBAUBAIOT PETHUCTPAIIMOHHBIN HOMEP
COTJIaCHO pa3paboTaHHON KiaccH(PUKALMU U UHACKCAM JIeT,

—  HCHOJB3YIOT KaK OCHOBHOM JIOKYMEHT B Mpoliecce oTOopa Jie Uil cAauu UX B apXuB, 0oTOOpa
JIeJT ¢ UCTEKIIMMHU CPOKAMHU ISl TATbHEUIIIET0 NX YHUYTOXKEHUS,

— TPUMEHSIOT KaK YYEeTHBIH JOKYMEHT [Ie1 BPEMEHHBIX CpPOKOB XpaHEHUs (MOXKHO
JIOTIOJTHUTEIBHO HUKAKHE OMMCH HE COCTaBIIATh),

— B ApXUMBHOM JieJieé CIYXHUT OCHOBOW [UIsi COCTaBJICHHS ONUCEH [el TOCTOSHHOTO U
JOJITOBPEMEHHOTO XpaHEHHs, B TOM YHCIE MO JMYHOMY COCTaBYy, aKTOB Ha YHUYTOXCHHE
JIOKYMEHTOB.

Kak BuamM HOMEHKIATypa Jel — 3TO MHOTO()YHKIIMOHAIBHBIN JOKYMEHT M C MPAKTUICCKOU
TOUKH 3pEHUS] HYXEH KaKIOW OpraHM3aliu Ui yNOpsI04YEeHUs TEKYILEro JAeIonpou3BojacTBa. s
rOCy/IapCTBEHHBIX OPraHOB M MYHHUIIMMAIBHBIX YUYPEKICHHUM, KOTOpbIE IepelaloT JOKYMEHTHI B
rOCy/apCTBEHHBIC WU MYHHIIMIIATBHBIC apXHBBI, & TAKXKE JIUIsl aKIIMOHEPHBIX OOIIECTB, HOTAPUYCOB U
JIp. COCTaBJIEHUE HOMEHKJIATYPBI A€l SIBISETCSI HOPMATUBHBIM TPEOOBAHUEM.

Jlaxxe ecnu BBl paboTaeTe B HEOOJBIION Grpme, Bce paBHO HEOOXOIUMO pa3padboTaTh s ceOs
HOMEHKJIaTypy JeJl, 4TOObl palMOHaJIbHO BECTU ACNOMPOM3BOACTBO U TEM CaMbIM OOJETYHUTH cebe
paboTy mo BompocamM OCHOBHOH JAeATeIbHOCTH. M pocT 00beMa JOKYyMEHTAIbHON MacChl HE CTaHET B
OJIMH IPEKPACHBIN 1eHb MPOOIEMOH.

Homenknatypa e MoKeT OBITh:

— pa3paboTaHa caMOCTOSITENILHO OPTaHU3AINMA, MOJNOKUTEIHPHOE — MAKCUMAIbHAS BO3MOXHOCTh
OpraHH30BaTh BCE «IOJ ceOs»», T.K. HUKTO JIy4YIlle Bac HE 3HACT CHEHU(PHUKY ACITETbHOCTU U
COOTBETCTBEHHO OOPa3yIOIIUXCS TOKYMEHTOB, MPUHATOW OpraHu3alud pPadOThl ¢ HUMH,
OTpULIaTeNIbHOE — Oonblllas TPYIOEMKOCTb, IPU OTCYTCTBUU JOCTATOYHOIO OMbITA B
HOMEHKJIATyPY JCJI MOTYT OBITh 3aJI0’KEHBI OIITUOKH,

— TOpPYYeHO €€  COCTAaBJICHHE  CICIHATM3UPOBAHHOW  KOMIIAHMM C  3aKIIOYCHHEM
COOTBETCTBYIOIIIETO JOTOBOPA MO OKA3aHUIO YCIYT, MOJIOKUTEIFHOE — HE TPATUTE CBOE BPEMsI
U TOJYYCHHBIH TOKYMEHT, KaK MPaBWJIO, COCTABIEH T'PAMOTHO, OTPUIATEIbHOE — HE BCerja

3aJIOKCHA CaMas pallMOHaJIbHAsA CUCTEMA pa6OTI)I C TOKYMCHTaMHU.
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[TocTapaiiTech HOMEHKIIATYPY JI€7T COCTABISATH CBOMMU CUJIAMU, JIaXKe€ €CIIU B UTOTE€ MOTYT OBITh
KakHe-TO HelocTaTku. [IpaBmia pa3paOOTKu MOHATH HE TPYTHO, OCHOBHAS CJIOXHOCTH MPUXOIUTCS HA
AQHAJUTUYECKYI0 paboTy TO COCTAaBJICHMIO, CHCTEMAaTH3allMd Ha3BAaHMK 3arojOBKOB JIeN H
OTIpEICICHUIO CPOKOB XpAaHEHUS MO NMEPEYHIO JOKYMEHTOB.

IMopsiiok cocTaB/eHUsI U YTBEP:KAeHUSI HOMEHKJIATYPHI el

Pabora Bemercs Ha OCHOBaHWM HOPMATHBHO-METOIMYECKUX TOKYMEHTOB. OTBETCTBEHHOCTH 32
COCTaBJIeHHe HOMEHKJATYPHI JeJl BO3Jaraercsi Ha CJay:k0y eJONpoM3BOACTBAa (CEKpeTapuar,
KaHIEeIsApys, OOIUi OTAeT U T.1I.).

[Ipexne Bcero, HEOOXOAUMO OMPEACTUTh COCTaB 00pa3yIOMUXCS JOKYMEHTOB. M3ydaroT ycraB
WIN TIOJIO)KEHHE 00 OpraHW3alliH, €€ CTPYKTYpYy, TOJOXKEHHS O CTPYKTYPHBIX IOJApa3iCiCHHUSX,
JpyrHe WMEIoIUecs JTOKYMEHTHI, OIpEIeNsIomne JAeATeIbHOCTh OpraHu3anuy  (TIOJOKEHHS,
periaMeHThl, NpaBWia M T.J.), IJaHOBbIE M OTYETHBIE JOKYMEHTHI OpIaHM3allUH, TIOJE3HO
MPOCMOTPETh HOMEHKJIATYPY €] 33 MPEAbIAYIIHNA TOI.

CunraeTcs, 4TO CBOJHAsS HOMEHKIATypa el OpTaHW3aIlii COCTaBJSIETCS Ha OCHOBaHUH
COTJIACOBAHHBIX C BEJOMCTBEHHBIM apXMBOM HOMEHKJIATYp el CTPYKTYPHBIX MOJpa3ZeieHUi.
CoTpyIHUKH OTAENOB IPOCTO HE CHOCOOHBI pa3zpaboTaTh TpeOyeMblii JOKyMEHT (OTCYTCTBHUE
KBanuQukanuu, Bpemern). [loaToMmy ocHOBHas paboTa JIOKUTCS HA OTBETCTBEHHOT'O CIIEMAINCTA 3a
COCTaBJICHHE CBOJHOTO JOKYMEHTa. byneT Jydmie uisi BCEX, €CIM CTPYKTYPHBIC IOJIpa3iIeiCHUs
MPOCTO MPE/ICTABAT B CIYKOY /I€ITONPON3BOJICTBA CIIMCOK Ha3BaHUH BCEX 3aBOJIUMBIX JIEI.

[Ipu 3TOM BCE NOKYMEHTHUPYEMBIE YYAaCTKH IOJDKHBI OBITH OTpaKeHbl. HYacTo COTPYTHUKH
OTJICJIOB TOBOPST «J1a y MEHS TYT B CTOJIe», «4TOOBI MO pyKoi». Bmecte ¢ Tem mpaBuia TpeOyroT,
YTOOBI BCE 3aT0JIOBKU 3aBOJAMMBIX JIeNl OBUIH BKJIFOUSHBI B HOMEHKJIATYpy JAei. M 3aTeM ncnogHeHHBIe
JOKyMEHTBI (POpPMHPOBAINCEH B Jie7ia B COOTBETCTBHUH C 3aJI0’KEHHON CHCTEMOH.

Kak yxe oTMedanoch BbIIIE camas CiIOXHas paboTa B pa3padOTKe HOMEHKIATypbl Jen —
NpPaBWIBHO C(HOPMYITUPOBATH 3ar0JOBKH JEJ, CUCTEMAaTH3UPOBATh UX U MPOCTABUTH CPOKU XPaHEHHS
JIeNT CO CCBUIKOM Ha COOTBETCTBYIOIIYIO CTaThi0 MO TEPEYHIO JOKYMEHTOB. DTO MBI PAaCCMOTPUM
NO3JHEeE Ha KOHKPETHOM TPHMEPe HOMEHKJIIATYPHI JIeJI OPraHU3aliH B CIIETYIOLIeH CTaThe.

OdopmiieHre CBOJHONH HOMEHKIIATYPhI Jes MPOM3BOAUTCS Ha 0o0lIeM OJaHKe OpraHu3aliy, Te
OCHOBHAs YacTh MPECTaBJICHA B TAOINYHOM (popMe C peraMeHTHPyEeMbIMH Ha3BaHUSMH Tpad.

W 3aTteM B COOTBETCTBHH C HOPMATHBHBIMH TPEOOBAaHHMSIMH HEOOXOAMMO YTBEPIUTH NaHHBIN
nokyMeHT. OCHOBHBIE 3TaNbl YTBEP:KAeHHsT HOMEHKJIATYPBbI JIeJI:

e BU3UPYETCS OTBETCTBEHHBIM 32 apXUB OpraHU3ally,

e TIOANUCHIBACTCS] PyKOBOAUTENIEM CITY>KOBI IEIIONPOU3BO/ICTBA,

e COTJIACOBBIBACTCS C OKCIIEPTHOW KOMHCCHEH OpraHW3allid C COCTABICHHEM IPOTOKOJIA

3accaaHusAa 3KCHepTHOI71 KOMHUCCHU,
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¢ HAIIPABIIETCS HA PAaCCMOTPEHHUE DKCIEPTHO-IIPOBEPOYHOM KOMHMCCHEH COOTBETCTBYIOLIETO
apXMBHOTO YUpeXJIeHUs — He pexe | pa3a B 5 neT (JaHHBIN 3Tall NpOMYCTUTh, €CIM OpraHU3alus He
nepetaeT JOKYMEHThl Ha TOCYJapCTBEHHOE XPAaHEHHWE, HE SBIIAETCS MCTOYHUKOM KOMILJIEKTOBaHMS
rocapxusa),

e YTBEPXKIAETCS PYKOBOJUTENIEM OpraHu3auuu (rpu¢ yTBEp)KIEHHS Ha CaMOM JOKYMEHTE WM
npuka3 o0 yTBEpKJACHUHN HOMEHKIIATyphI JIe).

OOparuTe BHMMaHHUe, YTOObI M30€XkKaTh TUIMWYHON OMIMOKM — HENb3s MEHSATh MECTaMM JBa
nociaeqHux oftana. CuuTaercs, 4TO TOCapXuMB HMeEeT MpPaBO MOTpeOOBaTh BHECTH H3MEHEHHS B
HOMEHKJIATypy Aell. Eciu JOKyMEHT yTBEpKAEH, TO €ro MO3IHO ¢ KeM-IM0O0 COTIacoBbIBATS.

[lo mpaBuinaMm JOMKHO OBITH YETHIPE/TPU IK3EMIUISIpPA HOMEHKJIATYpPHI JIed OpraHu3aluu,
KOTOPBIE XPaHATCS:

e B CIIy>k0€ JETOMPOU3BO/ICTBA — JIOKYMEHT IIOCTOSTHHOT'O XpaHEHUS,

e B TOCYJapCTBEHHOM apXHUBE (IK3EMILISAP OTCYTCTBYET, €CIM HET COIJIacOBaHMs C 3KCIIEPTHO-
MIPOBEPOYHON KOMHUCCUEHN COOTBETCTBYIOILIETO APXUBHOTO YUPEXKICHUA),

* B apXUBE OPraHU3ALNH,

e paboumii sxk3eMIuIsIp (YI00HEe MOIb30BaThCs B 3JEKTPOHHOM BHJIE M Pa3MECTHTh B CBOOOHOM
JOCTYIIE JUIsl BCEX COTPYIHUKOB OPTaHU3ALINH).

IHopsok Tekyuie padoTbl ¢ HOMEHKJIATYPOM A€l

ITocne yTBepKIeHUSA CTPYKTYpPHBIE NIOAPA3ACICHUS MOIY4YaloT BBIITUCKA U3 HOMEHKJIATYPhI eI
Wi UHPOPMHUPYIOTCS, TJ€ B OOLIEM JOCTyNe B 3JEKTPOHHOW (opMe HAXOIUTCS JOKYMEHT JUIs
IIPAKTHYECKOI0 UCIOIb30BaHUS B paboTe.

Ha npeacrosimumii ron cBoHas HOMEHKIATypa JIeJ OpraHu3alii pa3padaThiBaeTCsS B YETBEPTOM
KBapTaJie KaKIoro roja.

Ecnmu  mpoucxoadT 3HAuMTENbHBIE HW3MEHEHHS (YHKUMH W CTPYKTYpbl OpraHU3alHH,
COCTaBJISIETCSl HOBAasi HOMEHKJIATypa Jied (XapakTepHO IJI1 FOCYJapCTBEHHBIX OPraHoOB). DTO 3HAYUT,
YTO TpeOyeTCsl CHOBA B yCTAaHOBJIEHHOM IOPSJIKE €€ YTBEPAUTh, BKJIIOUasl COINIACOBAHUE C IKCIIEPTHO-
IIPOBEPOYHON KOMUCCUEN apXUBHOTO YUPEXKICHUS.

B ciydae orcyTcTBUS T00aNbHBIX HM3MEHEHHH HOMEHKJIATypa el B KOHIE KaXJIOro roja
yTOuHsieTcsl (eciii HEeoOXOAMMO JOOaBISIIOTCS BHOBb 3aBEACHHBIC JieJla WIM YIAISIOTCA  yXKe
HEHY’KHbIE, PEaKTUPYIOTCS HA3BaHMS 3aroJIOBKOB A€l W T.A.) U BBOJIUTCS B JelcTBUE C | sHBapd
IIPEJICTOSALLIETO TOAA.

[Tocne 3aBepieHUs J1EIOMPOU3BOJICTBEHHOrO Tojla MO YCTaHOBJIECHHOM (oOpMe cOCTaBiIIeTCs

HUTOroBasd 3alrcChb O KaTCTOpUAX U KOJIMYCCTBC 3aBCACHHBIX JICJI B OpraHU3allnuu.

Oobpaszey cocmaegnenus HOMEHKIAMYPbL 0el 00PA306aAMETbHO20 YUPEHCOCHUA

YrBepxkaar:
3agenywmas _Konockosa A.A.
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Hpuka3z Ne 23 ot 30.12. 2015 .
Homenkarypa nea

00pa3oBaTesibHOE YUpEekKACHHUE TOMOJHUTEIILHOTO 00pa3oBaHus Aeteil «/[emckuil cao No 222)
Ha 20/6 Tox

Ne i/n [HaumeHnoBaHue esa Cpok xpaHeHust
1 2 3
01 Opzanuzayuonno-npasosoe ovecneuenue /[0Y 01
[locmosanuo 00

01-01 |Hopmamueno-npagosvie 0okymenmsi o desmenvHocmu J[OY
- 3aMeHbl HOBbIMU

[ locmosinHo 00
01-02 |Pewenus, pacnopsoicenus Yupeoumens o deamenvnocmu /[OY
3a.MeHbl HOBbIMU

01-03 |[Ipuxazvl opeanos ynpaenenusi oopazosanus o oesmenvhocmu J{OY lo _ rosarn
Haoobnocmu

01-04 |llpuxasel 3asedyroweti /[OY no ocnosHoti oesmenvHocmu 5 1em

01-05 |Ycmas yupescoenus [ locmosinHo

01-06 |Ceudemenbcmeo o pecucmpayuu 8 HaN02080M OP2aHE [[locmosinHo
[locmosinHo 00

01-07 Vluyenszus Ha npago gedeHus 06pa306amenbHOl OesameibHOCmU .
3a.MeHbl HOBOU

HUTOI'O: nen BpeMeHHOro XpaHeHus: / JleJ1 MOCTOSTHHOTO XPaHEeHusi: 6

Oobpasey Homenknamypul 0en op2anu3ayuu

3aKkpbITO€  aKIHOHEpPHOE  OOIIEeCTBO VYTBEPXIAIO

«bounbmas kams» I'enepanbHBIN TUPEKTOP
N.0. damunus

(AO «bonpas xarmis») 24.12.2014

HOMEHKIJIATYPA JIEJ

24.12.2014 Ne 1



r. Camapa

Ha 2015 rox

Nunexkc (3arosoBok Jena Kou-Bo Cpox xpaHeHHﬂIHpuMeanne

nena (TOMa, yacTei) nen

(TOMOB, mena (ToMma,|
JacTeil) YaCTH)
151 HOMEDA
cTaTei
[0 TIEPEUHIO

1 2 3 4 5
01. Kanuenspus

01-01 YupenurenpHble  JOKYMEHTBI U] [TocTostHHO IlepeyeHn
yCTaB 0011ecTBa ct. 50 a, THUIIOBBIX

51-53 YIPaBIECHUYECKUX
APXUBHBIX
NTOKYMEHTOB. ..
(M., 2010)

01-02 [TonoxxeHus 00 opraHax| [TocTostHHO [lepexomsamee ¢
yopaBieHus  (oOmeM — coOpaHuy| cT. 57 a 2013 r.
AKIIIOHEPOB, COBETE JUPEKTOPOB,

MpaBJICHUN)

01-03 [[ITaTHBIE paclMCaHUs U U3MEHEHUS]] [TocTostHHO Ilepexomsamee ¢
K HUM cT. 71 a 2014 r.

01-04 [TonoxxeHns 0 CTPYKTYPHBIX [TocTostHHO Ilepexomsamee ¢
Mopa3ieICHUSIX cT. 55 a 2013 r.

01-05 [Ipuka3pl reHepajsbHOTO JHPEKTOPA| [TocTostHHO
[10 OCHOBHOW JEATEIbHOCTH cT. 19a

01-06 [Ipuka3pl reHepanbHOrO JHPEKTOPA| S ner
o aIMUHUCTPATUBHOA cT. 19 B
XO3MCTBEHHBIM BOITPOCAM

01-07  [[Iporokoasl  OOmHMX  COOpaHUid [MocTostHHO' 'BroyuteTeHn
AKIMOHEPOB U TOKYMEHTHI K HUM cT. 18 1 roJ0COBaHUS — JI0

MpeKparieHus
mesTensHOCTH AQ;
rnocie
MpeKpalmeHus:
OIIK
01-08 MHCTpyKIHUS MO 1€TONPOU3BOICTBY TTocTossHHO [Tepexonsiee C
cT.27 a 2010 r.
01-09 Homenkinarypa nen I[TocTossHHO
cT. 200 a

1 2 3 4 5

01-10 [lepenncka mo BompocamM OCHOBHOM] 5 ner OIIK
eI TEIbHOCTH ct. 35, 256

01-11 Pe3epBHBIN HOMEP

01-12 baza JTaHHBIX perucrpanuu S et B snexTpoHHOMH
BXOJSAIINX JOKYMEHTOB cT. 258 1T chopme

01-13 baza JTAaHHBIX perucrpanuu S net B snexTpoHHOMH
MCXOISIINX JOKYMEHTOB cT. 258 1T chopme
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02. Otnen Kajpos
02-01 J10JDKHOCTHBIE MHCTPYKINY 75 ner
COTPYITHUKOB ct. 77 a
02-02 [[ITaTHBIE pacnricaHUs U U3MEHEHUS]] 3 roma IMonmnHaNKN B
K HuM. Konuu cT. 710 nene 01-03
02-03 [Tpuka3pl reHepaibHOTO JUPEKTOPA /o MunHoBanusllogIMHHUKHN B
[10 OCHOBHOU AesTenbHOCTH. Konuu HaJ00HOCTH KaHLEIIpUU B
cT. 19 a mese 01-05
02-04 [Ipuka3pl reHepajsbHOIO JHPEKTOPA| 75 ner DIIK
Mo JUYHOMY cocTaBy (0 mpueme, cT. 196
MepeMeIleHUH, YBOJIbHEHUH U JIP.)
02-05 [Ipuka3pl reHepansbHOrO AUPEKTOPA) S ner
O  TPENOCTABICHUM  €KETOJHBIX| cT. 196
OIJIAYMBAEMBIX OTITYCKOB

HavanpHuk kaHuenspuu

OTBeTCTBEHHBIN 3a apXUB

A.O. bopoBuuka

19.12.2014

COI''TACOBAHO
IIporoxon DK
0T 22.12.2014 Ne 3

K.E. TypunHckas

Nrtorosas 3anuch 0 KaTEropusx U KOJIUYECTBE Jie]1, 3aBeIeHHbIX B 2015 romy
B ITAO «bonbmias kamis»

B ToM 4uucie:

[To cpoxam XxpaHeHus Bcero HepexoAIIx C OTMETKOM|
1!3HK"

| 2 3 4

[locTosiHHOTO 30 8 —

Bpemennoro (cBbiie 10 jer) 36 7 4

Bpemennoro (mo 10 net92 12 27

BKJIFOUUTEJIHHO)

NTOI'O: 158 27 31

Havanbauk xa"uemspuu K.E. TypuuHckas

24.01.2016

UtoroBsie cBelleHUs NTEpeIaHbl B apXUB

Cexkperapb J1.b. 3a60xuHCKast

26.01.2016
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IMpakTnyeckoe 3ansitue Ne 16

Tema 17. IloaroroBka J0KYMEHTOB K Iepefayde Ha apxXuBHoe XxpaHeHHe. CpOKHM XpaHEeHHs
JOKYMEHTOB NpeAnpUsATHS.

He.ﬂb paﬁoTbl: HAay4YUTBCA TOATOTABIIMBATHL JOKYMCHTBHI K II€pE€aad€ Ha AapXWBHOC XpPaHCHHC.
O3HaKOMUTH CTYJEHTOB CO CPOKAMH XPAHEHHUS JOKYMEHTOB Ha MPEANPUSATUH.
IosicHenune k padore:

B cootBerctBHM C 4. 1 cT. 17 denepanpHoro 3akona ot 22.10.2004 N 125-®3 "O6 apxuBHOM
nene B Poccuiickoit ®enepanuu’ opraHuzanuu 00s3aHBI 00eCNEUnBaTh COXPAHHOCTh APXHUBHBIX
JJOKYMEHTOB, B TOM YHCJIE€ JIOKYMEHTOB I10 JUYHOMY COCTaBy, B TE€YEHUE CPOKOB HUX XPaHEHUS,
YCTaHOBIICHHBIX (peiepaIbHBIMU 3aKOHAMH, MHBIMA HOPMAaTHUBHBIMHU MPABOBBIMU aKTaMu Poccuiickoit
®enepannu (cM. TabIHILy), a TAKKE CISAYIOUUMH MEPEUHSIMHI TUTIOBBIX ApXUBHBIX TOKYMEHTOB:

- IlepeyHeM THUIOBBIX YNPABIEHYECKUX ApXUBHBIX JIOKYMEHTOB, 0Opa3yloUIMXCs B Ipoliecce
JIEATETbHOCTH TOCYJAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIPABJICHUS U OpPraHU3ALMM, C
yKa3aHHEM CpOKOB HX XpaHeHus", yTB. IIpumkasom MunkyneTypel P® ot 25.08.2010 N 558 (cm.
yKazaresb BUJO0B JOKYMEHTOB K HEMY);

- IlepeuHeM THIIOBBIX AapXMBHBIX JOKYMEHTOB, OOpa3ylOIIMXCS B Hay4YHO-TEXHHUYECKOU H
MIPOU3BOACTBEHHON JEATENBHOCTH OpPraHW3alldid, ¢ yKa3aHHEM CpPOKOB XpaHeHus, yTB. I[lpukazom
Munkynbtypbl PO ot 31.07.2007 N 1182 (cM. ykaszarenb K HEMY);

- IlepeyHeM THMOBBIX JIOKyMEHTOB, OOpa3yIOIIMXCS B JAEATEIbHOCTH T'OCKOMHUTETOB,
MUHUCTEPCTB, BEIOMCTB U JPYTUX YUPEKICHUI, OpraHu3aluil, IpeIupusITUii, ¢ yKa3aHUEM CpPOKOB
xpanenus, yTB. [ maBapxuBom CCCP ot 15.08.1988.

st akuiMOHEpHBIX OOIIECTB CPOKM XpaHEHUS UX JOKYMEHTOB ompeneneHbl llonmoxkeHuem o
MOPSIIKE U CPOKaX XpaHEHHs JOKYMEHTOB aKIMOHEPHBIX 001mecTB, yTB. [loctanoBneanem ®KIb PD
ot 16.07.2003 N 03-33/mc.

Cpoxu xpaHeHUs 001IEPACTIPOCTPAHEHHBIX IOKYMEHTOB:

KanpoBble [10KyMeHTBI: IUTaTHbIE paclMCaHUd — TIOCTOSHHO;  IOJTBEP:KJAOIIUE
MPOUCIIECTBHE  HECYaCTHOro ciaydas — 45 15er; TOATBEpXKAAIOIME  BO3HUKHOBEHHE
po(hecCHOHALHOTO 3a00JieBaHUsl — 75 JIeT; JIMYHOE JeN0 padOTHWUKA — 75 IIeT; BCE JIOKyMEHTHI,
Kacaroluecs AeITeIbHOCTH COTPYIHUKA IPU OCOOBIX YCIOBHSIX TpyAa — 75 neT.

duHAHCOBBIE JOKYMEHTBI: NMEONe WHpopManuio 00 MCUYUCICHUH W yIUIaTe HajJoros — 4
rojia; MOJITBEPKIAIOLINE PACXO/IbI, IOHECEHHBIE B CBSI3U C O0YUYEHHEM COTPYJHHKA — B TEYCHHE BCETO
Cpoka o0y4YeHHs ILTIOC eme | Tof, U He MeHee YeThIPEX JIET; MOITBEPKAA0NINE 00beM TIepEHECEHHBIX
Ha Oyayiiee yOBITKOB — B T€UEHHE BCErO CPOKa, TOKa HAJIOroBas 6a3a yMEHbIIIAeTCs Ha MepEeHECECHHBIN
yOBITOK; TOJTBEPXKAAIOIIUE PACUEThl MO CTPAXOBBIM B3HOCAM BO BHEOIO/KETHBIE (OHABI — 6 JIET;
ceptuduxatsr DT HY)KHO COXpaHSITH elie S5 JeT Mociie 3aBepIIeHUs rojla, B KOTOPOM 3aKOHUMJIICS
Cpok neiicTBus cepTudukara; npuHATEIH B PCC Mo KaHamaM OJJIGKTPOHHOW CBSI3M pacuer,
BbINOJHEHHBIN B popme 4-OCC, u KBUTAHIIUS O €T0 MOJIYYEHUH — 5 JIeT; OyXraaTepcKkue T0KyMEHTHI,
pacKpbIBalONIME Y4YE€T M OTYETHOCTb — 5 JIET; KacCOBbIE YEKH, *KYpPHaJIbl KacCHpa-ONepalioOHHUCTA,
HAaKOMUTENW (UCKATbHOW TaMSITH, OJJIEKTPOHHBbIE KOHTPOJBHBIE JIEHTHI, Jpyrue (Hopmsl,
MOATBEPIKJAOIINE PACUEThl HATMYHBIMU JCHEKHBIMU cpeacTBamu — 5 Jiet; nacnopt Bepcuu KKT — B
TEYEHUE BCEr0 CPOKa, MOKa Macnopt aercreuresneH. Cpokd XpaHEHHUs] JOKYMEHTOB B OPTaHHU3alliU B
HEKOTOPBIX CIIy4assX MOTYT OINpPENEIATHCS IOPUANYECKUM JIMIIOM CaMOCTOSITENIbHO, HO OHM HE MOTYT
OBITh MEHBIIIE CPOKOB, YKa3aHHBIX B 3aKOHOJATENbHBIX aKTaX.

[Ipr yHUYTOXXEHUHM IOKYMEHTOB COCTaBJISIETCS akT. YHH(DUUIMPOBAHHON (HOpMBI Ui Takoro
poJla aKTOB HE CYIIECTBYET, OH COCTaBJseTCS B CBOOOJHOW (opMe, 3aKpeIUIeHHON MpHUKa3oM
pykoBoauTens. B HeM HOJKHBI ObITh 0003HAUYEHBI HE TOJBKO HAaWMEHOBAaHHE M BCE PEKBU3UTHI
OpraHu3aliy, HO TaKKe, OOBIYHO B BHJIE TaOMUIIBI, YKA3bIBAIOTCS HAMMEHOBAHUS JOKYMEHTOB (Ie),
nepuoJl, Korja OHU OBbUT CO3JaHbl, KOJIWYECTBO JIUCTOB WJIM, €CIIM OOBEeM Jeia IMOJa OJHHM
HAaUMEHOBAHHUEM BEJHK, TO KOJHMYECTBO TOMOB. B 3TOM ke akTe MOXHO A00aBUTH rpadbl HAKIAIHOM
Ha rnepefady-npueM JT0KyMEHTOB Il YHUUTOKEHUS.
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MUHMMaNBHBIA CPOK XpaHEHUs OyXTaJlTepCKUX JOKYMEHTOB - OJWH ToA. Takoil mepuon
MPEeyCMOTPEH JHIIb A OTIACIbHON KaTeropuu Oymar, KOTopas BKJIIOYAeT KOPPECHOHIEHIUIO C
COOTBETCTBYIOIIIMMU OpPraHaMu O BPEMEHHM IPEJOCTaBIEHUS OTYETHOCTU. CpOK XpaHEHHs KaCCOBBIX
JIOKYMEHTOB COCTABJISIET MATh JieT. Kpome HuX, aHaIOTMYHBIN NEpUOJ BPEMEHU JOKHBI HAXOIUTHCS B
apx¥Be U CIIEAYIONNe OyMaKHbIE HOCUTEIH:

1. banancsl 3a kBapTa.

2. OT4eThl OpraHM3alMU 32 YETBEPThb IoJia C MPHUKPEIUICHHBIMH K HUM OOBSICHUTEIBHBIMU
3aMMCKaMH.

3. 'maBHas kHwurA.

4. Bce mpOTOKOJBI 3acelaHui 110 00CYXICHUIO, a TAaK)Ke YTBEPKICHHUIO 0alaHCOB 3a KBapTaji U
OTYETOB 32 TAKOM K€ NMEPUO/.

5. lllaxMaTHBIE KypPHAIHI.

6. KaccoBble KHUTM U OIIpaB/aTelbHbIE (IEPBUYHBIE) TOKYMEHTHI.

7. BenomocTu (000pOTHBIE M HAKOMUTENbHBIE) IO cueTaM OanaHca (KaK aHATUTUYECKUM, TaK U
CUHTETUYECKUM).

8. Bce MOKyMeHTBI BHECHUCTEMHOIO, a TaKKe CHCTEMHOro ydera (KOHTPOJbHBIE U
BCIIOMOTaTeNIbHbIE KHUTH, )KypHaJIbl, KAPTOTEKN).

9. AKTBI MTPOU3BEICHHBIX PEBU3UN (PUHAHCOBOM M XO3AWCTBEHHOU NEATEIHHOCTH KOMIAHUH, a
TaK)K€ BCEBO3MOJKHBIE IEPBUYHBIEC MaTEpUAIbl K HUM.

10. KapTouku, KapTOTEKH ¥ KHUTH IO ONEPALUsIM C MTOJOTYETHBIMU JINLIAMH.

He meHee necsaTH €T 10JKHBI XpaHUThCS:

1. bamancel, a Takke OT4eTHl opraHu3anuu 3a roa. K HuUM 00s3aTenbHO JODKHBI MpUIIaraThes
O0O0BSCHUTENIbHBIE 3aIIMCKH.

2. Onvcu UHBEHTApSI.

3. banaHchl mepejaTOYHOro U pPa3AeIUTEIbHOTO XapaKkTepa.

4. CanuuTenbHbIE BEJOMOCTH.

5. banaHcel TMKBUAAIIMOHHOTO XapakTepa. K HUM B 0053aTe€IbHOM MOPSAIKE JOJKHBI IPUKIIAbIBATHCS
00BSCHUTENIbHBIC 3aMUCKU U POYUE TPUITOKEHUS.

6. KHury, 1o KoTopbIM BeA€TCS yU€T 3JaHUI U COOPYKEHUII.

7. IIpoTOKOJBI 3aceAaHMii, HA KOTOPBIX pACCMaTPUBAIUCH TUOO YTBEPXKIAIUCh OallaHCHl U OTYETHI 3a
rOJIOBOM MEPHO/I.

8. BceBo3MmokHBIE MaTepuaibl, coiepxaliue B ceOe CBeJCHHsS MO WHBEHTapU3allMH COOPYKEHHH,
3/IaHHMN.

9. IlpoTOKONBI 3acefaHHil, Ha KOTOPBIX pAaCCMAaTPUBAIU CIMYUTEIbHBIE BEJIOMOCTH IIPOLECCOB
WHBEHTapU3alHH.

IHoaroroBka 1OKYMEHTOB K Iepeaaye HA ApXUBHOE XPAHEHHUe.

[lonroroBka TOKyMEHTOB K XPAaHEHHIO SBISETCS HEOOXOJUMBIM 3TAllOM B IIpOLEcCe Nepeaadu
JTOKYMEeHTOB B apxuBHble (GoHapl. CoriacHo 3akoHoaarenbcTBY Poccuiickoit denepauuu, Bce
JOKYMEHTBI KOMITaHUH JIOJKHBI MPOMTH COOTBETCTBYIOIIYIO 00pabOTKY, MPEXIE YeM MOCTYNUTh Ha
apXMBHOE XpaHEHHUE.

IlonroroBka TOKyMEHTOB K XpaHEHHIO SBJISIETCS HEOOXOJUMBIM 3TAllOM B IIpOLEcce Nepeaadu
JTOKYMEHTOB B apxuBHble (GoHapl. CormacHo 3akoHoaarenbcTBY Poccuiickoit denepauuu, Bce
JOKYMEHTBI KOMITaHUH JIOJKHBI MPOMTH COOTBETCTBYIOIIYIO 00pabOTKY, MPEXIE YeM MOCTYNUTh Ha
apXHUBHOE XpaHEHHUE.

[lonroroBka JOKYMEHTOB K XpaHEHHIO HEOOXOAMMA HE TOJBKO JJIsi OOECHeueHHUs XOpoulel
COXPAHHOCTH JTOKyMEHTOB, HO M ISl TOTO, YTOOBI U30€XKaTh aIMUHUCTPATUBHON OTBETCTBEHHOCTH H
mTpadoB, CBSI3aHHBIX C HEKAYECTBEHHOW MOJTOTOBKOM TOKYMEHTOB K XPaHEHHUIO.

JTanbl NOATOTOBKH JOKYMEHTOB K XPaHEHHIO

1. Dkcnepru3a HeHHOCTH:

[lepBrIii 3Tan MOATOTOBKH JOKYMEHTOB K XPaHEHMIO 3aKIJIIOYAETCSl B MPOBEACHUU SKCIEPTU3BI
[IEHHOCTH JTOKYMEHTOB. DKCIIEpPTH3a IIEHHOCTH HeoOXoJIuMa JJIsl TOrO, YTOObI BBISBUTH JOKYMEHTHI,
KOTOpBIE TMOJJIeKAT AAJbHEHIIEeMy COXPaHEHHIO WJIM YHUUTOXEHHIO. C 3TOW LIENbI0 COCTaBIISIeTCS
OIMCH JI€JI ¥ OIIUCH JTOKYMEHTOB JIEI.
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B HeOosbIIMX KOMIAHUAX C MPOLEAYPOH MOATOTOBKH JOKYMEHTOB K apXHMBHOMY XPaHEHHIO
MOJKET CIIPAaBUTBCS apXUBApUyC WIM YMOJIHOMOYEHHOe iuuo. Jljig Toro 4roObl MHOATOTOBUTH
JIOKYMEHTBI B KPYIIHBIX apXHBaX, 4alle BCEro HeoOXOo/JuMa MOMOILb BbICOKOKBAIU(UIIMPOBAHHBIX
CIEIUAJINCTOB U3 APXUBHBIX KOMITAHHUH.

2. OmnpenejieHHe MeCTa XpaHeHHsI JOKYMEHTOB

Ha JaHHOM OTall€ HYXHO YCTAaHOBUTb MECTO I XpPaHCHHUA OTOKYMCHTOB. Cpezm BO3MOXXHBIX
QIbTEPHATHB: XpaHEHHE IOKYMEHTOB B odmuce, claya JIOKYMEHTOB Ha BHEO(UCHOE XpaHEHHE U
CO3JlaHHUE IEKTPOHHOTO apXHBa.

3. XpaHeHHe 10KyMEeHTOB B ouce

Jlyis TOro 4TOOBI MOATOTOBHTH JOKYMEHTHI JJIsi XpaHCHHS B odrice, HEOOXOAMMO TPaMOTHO
OpPraHM30BaTh apXMBHOE MPOCTPAHCTBO M OOECIEUYUTH COOTBETCTBYIOIIMI TEMIEPAaTypHBIH PEXKUM.
Taxoke Ha TaHHOW CTaIMU HYKHO TI03a00TUTHCS O 3aKyIIKE apXMBHBIX CTEIUIaXKeH, apXUBHBIX KOPOOOB
u nmarnok. Kpome Toro, Hy)kHO 3apaHee M03a00THTBCS O TOM, YTOOBI Jiefia JOJDKHBI OBUTH MPOIIUTHI U
NEPCIICTCHEL. Hu B xoem CJIydac HCJIb34d YIAKOBBIBATH JOKYMCHTBI B IMOJUITUIICHOBBIC MAKCTHI, TaK
KaK 3TO yMEHBIIAeT COXpaHHOCTh Oymaru. Bo Bpemst ¢opMupoBaHuS apxWBa MamnKd M KOpooOa
DOAIMUCBHIBAKOTCA, U CaMBIC BaXHBIC IIOCTAaBHUTH TakK, yTOOBI B ciy4dac HCO6XOZ[I/IMOCTI/I 00ecreunThb
OBICTPBI TOCTYTI K HAM.

4. Cpavya 10KyMeHTOB Ha BHeO()HCHOe XpaHEeHHe

[lepenaua MOKyMEHTOB Ha BHEO(HCHOE XpaHEHHE 3aKIOYaeTCs B BBIBO3€ JIOKYMECHTOB B
XpaHWJIUILE CTOPOHHEH apXMBHOM KomMmnaHuu. [IoAroToBKa JOKYMEHTOB K XpAaHEHHUIO B JIaHHOM
ClIydya€ MUHHMAJIbHA, IMMOCKOJIBKY OTBECTCTBCHHOCTH 3a 3TO 6epeT ApXUBHasA KOMIIaHUA. I'maBHOE BO
BpeMs TIEpEBO3KM — COXPAHUTh BCE JOKYMEHThl B Hanmuuuu. llogpoOnee umraiite Bueoduchoe
XpaHCHUEC TOKYMCHTOB.

5. Co3paHue 3J1eKTPOHHOIO APXHBAa

IIpu BBIOOpE AIEKTPOHHOI'O apXuBa Kak CHOCO0a XpaHEHWs! JTOKYMEHTOB 3aTpaThl KOCHYTCS
CKaHMPOBaHMs JIOKYMEHTOB. Ha OCHOBe cKaHMPOBaHHBIX 00pPa30B co3AacTcs 0a3a JaHHBIX C CUCTEMOM
IIOHUCKaA. HOIIFOTOBKa I[OKyMeHTOB K apXI/IBHOMy XpaHeHI/IIO 6y1IeT 3aKJIFOYaTbCS B 0T60pe IIOKYMGHTOB
Ha ckaHupoBaHue. [lociae 3TOro ye MmporpaMMHCTBI CO3JAal0T 0a3y JaHHBIX C YJIOOHOW M OBICTpOM
CHUCTEMOM TIOMCKA.

Iopsiaok npoBeneHNs 3AHATHS
CryneHTam mpenjaraercsi MpoOBECTU JAaHHYIO PabOTy € MOMOIIBI0 OOCYXACHHS MHUCbMEHHBIX
pedepaToB Ha CIEAYIOLUE MPEAJIOKEHHbBIE TEMBI:
1. «CnpaBouHO-TpaBOBBIE CUCTEMBI Poccumy,

2. «®PopMHUPOBAaHUE U XPaHEHUE JEI»,

3. «ApxuB».

Bomnpocsl 1151 npoBeeHusi codece0BAHUS:
1.  OueHka 3HAYMMOCTHU JJOKYMEHTOB U CPOKH MX XPAHECHHUSI.
Bunbl apXuBHBIX JOKYMEHTOB.
[ToaroroBka zien 1uisi cia4u B apXuB.

Oobecmieuenue COXpPaHHOCTU TOKYMCHTOB.

XpaHEHUE U y4eT apXUBHBIX JOKYMEHTOB.

2

3

4

5. OcHOBBI 3aKOHO/ATEIBLCTBA [10 APXUBHOMY JEITY.

6

7 KommiekroBanue apXxuBoB apXMBHBIMH JTOKYMEHTAMH.
8

I[OCTYH K apXHUBHBIM JOKYMCHTAM U UX HCIIOJIb30BAHUC.
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9.  Kak ocymiecTBisieTcsl cucTeMaTH3alus U XpaHeHHe JOKYMEHTOB B OpraHu3aluu?

10. Yto Takoe neno, C TOYKM 3peHUs JOKyMeHTOBeneHus? IlpuBenute npumepsl [ed,
XPAHSIINXCSA B OPraHU3aluu.

11. PackpoiiTe conaepxkaHue MNOHATUS «HOMEHKIaTypa Jnem». Kakoe HOMKHOCTHOE U0 B
OpraHM3alii OTBEYAET 32 COCTABIICHUE U BBEICHHUE B JACMCTBHE HOMEHKIATYPHI /1€

12. KakoBbI peKBU3UTHl HOMEHKJIATYPBI €77

13. KakoBa coaepskareyibHasi 4aCTb HOMEHKJIATYPHI /1717

14. Kakue npu3HaKku 3aBeACHUS JIeJIa UCTIONB3YIOTCS TP (POPMUPOBAHUH JE?

15. KakoB oCHOBHOW IpUHIHI (HOPMUPOBAHHS JJOKYMEHTOB B Jiesia?

16. Kakue HOpMaTHBHBIC TPEOOBaHMS HEOOXOIUMO COOIOIATh TTPH (POPMHUPOBAHUU JEN?

17.  Yto Takoe sKkcnepTr3a UEHHOCTH JOKYMEHTOB, U KaKH€ JIOJKHOCTHBIE JIMIA B OPraHU3aluu
3aHHUMAIOTCA €€ IPOBEACHUEM?

18. Kakue HOpMATUBHBIE aKThl PETYIUPYIOT MPOBEACHUE IKCIIEPTU3BI IEHHOCTH TOKYMEHTOB B
opranu3anuu’?

19. Yo sBnsieTcs pe3yJbTaTOM MPOBEACHUS SKCIEPTU3bI LIECHHOCTH JOKYMEHTOB OpraHU3aliu?

20. Kak ocymiecTBiasieTcss MOATOTOBKA J€ K AapXUBHOMY XpPaHEHHIO B COBPEMEHHBIX

OopraHu3anusx?

3anaHus 17151 BHINOJHEHUS HA MPAKTUYECKOM 3aHATHH (HA BBIOOP):
1.COCTaBI/ITI) JIMYHOC OCJI0 COTp}I)IHI/IKa U ITOATrOTOBUTH €TI0 IJI1 C1aYU B apXI/IB.

2.CocTaBUThH OITHCH HaxXOoIJAIUXCA B IMYHOM JICJIC TOKYMCHTOB.

3.HO,Z[FOTOBI/ITB aKT IMMpUcMa-rcpeaaun JUIHBIX OCIT B ApXUB.

Pexomenayemas aureparypa

OcHoBHas JuTepaTypa:

1. Cumonsn P.SI. JlokymeHTalMoOHHOE oOOecreueHHe CHUCTEMbl YIpaBJICHUS OpraHu3aluei
[DnexTponHbIil pecype] : yueOHoe mocobue / P.S. CumoHSH. — DIEKTPOH. TEKCTOBBIC JTaHHBIC. —
CaparoB: A Ilu Op Menua, 2018. — 180 c. — 978-5-4486-0167-5. — Pexum pocryna:
http://www.iprbookshop.ru/72458.html.

2. Kysnenosa, 1. B. JlokymeHTannonHoe obecrieueHue ynpapieHus [DIeKTpoHHBIN pecypc] :
yuebHoe nocobue ans CIIO / U. B. Ky3nenosa, I'. A. XauatpsH. — 2-e u3a. — DJNEeKTPOH. TEKCTOBbIE
nannble. — Capatos : [IpodobpaszoBanue, Aii [Tu Op Menua, 2019. — 166 c. — 978-5-4486-0404-1,
978-5-4488-0216-4. — Pexxum noctyma: http://www.iprbookshop.ru/80326.html

3.Opranu3anus ¥ TEXHOJOTHS JOKYMEHTALMOHHOTO OOECIIEUeHUs YIIPABICHHS : JIEKTPOHHOE
ydyeObHoe mocobue / MunuctepcTtBo obpazoBaHus U Hayku Poccuiickoit deneparuu, DeaepanbHoe
rocyJIapcTBEHHOE O0/PKETHOE 00pazoBaTelbHOE YUpeKIeHHe Bhicuiero oOpasoBanus «KemepoBckuit
TOCYJIapCTBEHHBIN  YHUBEPCUTET», WHCTHTYT WCTOPHH, TOCYIApCTBEHHOTO VYIpAaBICHUS U
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MEXIYHAPOAHBIX OTHOLICHWM U Ap. - KemepoBo : KemepoBCckuil rocynapCTBEHHBI YHHBEPCHUTET,
2017. - 478 c. - bubmuorp. B kububmumorp.: c. . - ISBN 978-5-8353-2149-0 ; To ke [DIeKTpOHHBII
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=481592 (12.04.2018).

JlonoiHUTeIbLHAS JIUTepaTypa:

1.TpynoBoii komekc Poccuiickoit ®Denepammu [DNeKTpOHHBIH pecypc] / . — DIEKTpoH.
TEKCTOBbIE JaHHBIE. — : DJIEKTPOHHO-OMOIHMoTeuHast cucrema IPRbooks, 2019. — 226 c¢. — 2227-
8397. — Pexxum noctyma: http://www.iprbookshop.ru/1251.html.

4 Koncruryuusi Poccuiickort @eneparun [Tekcr| : opunmansroe m3nanue. - PoctoB H//] :
®ennkc, 2021.

ITepuoanyeckre U3 TaAHUS:

—Xypnan «/lemonpon3BoacTBO»
—Kypnan «Cekperapckoe 1eno»
—Kypnan «YpasneHue nepcoHalIoM»

HNuTepHeT-pecypces:

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

2. CrnpaBouHas cuctema «l'apanm».

3. www.biblioclub.ru (Jlemonpon3BoACTBO: COCTaBleHHEe, PEAAKTUPOBaHUE W 00paboTKa
JIOKYMEHTOB).

4. http:// www.klerk.ru (Bcé o Oyxrantepckom yuére, MEHEDKMEHTE, HAJIOTOBOM IIpaBe,

6ankax, 1C 1 mporpaMmax aBTOMaTHU3aIUN OyXTalTepCcKoro yuéra).
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