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Metoanyeckue ykazaHus K MPaKTHYECKUM 3aHATHSIM COCTaBJICHBI B COOTBETCTBHH C
tpedoBanusiMu GI'OC CIIO u mnpemHasHayeHbI JJIs CTYJICHTOB, OOYYarOIIMXCS I10
crenranbHOCTH 40.02.04  FOpucnpyaeHus.

Opranuzanus-pa3padoTunk: ArpapHo-3koHOMUYeckuit TexuukyM uMm. M.III.AGyeBa

PACCMOTPEHO

Ha 3acenanuu [11K ropuandyeckux QuCuIuivH
ITporokos Ne 9 ot 20.12.2024 r.

[Ipencenarens MK 11.C. AGxynaeBa



TlosicHuTEILHAS 3aIIHCKA

Meroauueckue ykazaHus K IpakTUUYEeCKUM 3aHATUAM 1o auciuiinae OI1.06 JlokyMeHTanmonHoe

o0ecrieyeHre yrpasieHHs COCTaBIeHbI B cooTBeTCTBUH ¢ TpeboBanusaMu @I'OC CIIO u npenHa3HaueHbI
JUIsl CTYJIEHTOB, oOydJaronmuxcs no crenuanbHocTh: 40.02.04 FOpucnpyaeHus B 1eIX 3aKperuICHUs
TEOPETUIECKOT0 MaTepHalia 1 MPUOOPETCHUS MTPAKTUICCKIX HABBIKOB 10 JIAHHOU JTUCIIUTUIHHE.

B pesynbpTaTte ocBOCHUS yueOHON AUCHUIIIMHBI O0YUYaIOUIUIICS TOIKEH YMeTh:
[IpuMeHsTh HAa MpaKTUKE TOCYNapCTBEHHBbIC CTaHAAPTHI, APYyrUe€ HOPMATHUBHO-METOAMYECKUE

JOKYMEHTBI,  perjaMeHTHPYIOIIMEe  OpPraHu3alyi0  JOKYMEHTAlMOHHOTO  o0ecreueHus
yIpaBJICHUS;

CocTaBnarh U NpPaBUIbHO O(GOPMIIATH OCHOBHBIE BHUIBl OPTaHU3ALIMOHHO-PACHIOPSAUTEIBHBIX
JIOKYMEHTOB;

OdopmisaTh HHOPMALIMOHHO-CIIPABOYHYIO TOKYMEHTAIIHIO;

OdopMsaTh KaIPOBYIO TOKYMEHTAIIHIO;

OdopMIATh PETEH3NOHHO-UCKOBYIO IOKYMEHTAIIUIO.

B pesynbTaTe ocBoeHus yueOHON AUCIUIUIMHBI O0YYAIOITUICS JOHKEH 3HATD:
TepmuHOMOTHIO B 00J1aCTH TOKYMEHTAIIMOHHOTO 00ECTICUSHHS yIIPABIICHNUS;

HopmatuBHBIE TOKYMEHTBI, PETJIAMEHTHUPYIOLIHE COCTABICHUE U 0()OPMIIEHHE JOKYMEHTALUU U
MOPSIIOK €€ 00paboTKH;

[IpaBmia cocraBiaeHuss U O(OPMIIEHUS OPraHU3aLlMOHHO-PACHOPSAUTEIbHBIX JOKYMEHTOB,
BXOJSIIUX B YHU(PHUIMPOBAHHYIO CHUCTEMY OPraHU3AIlMOHHO-PACHOPSIAUTEIBHBIX JTOKYMEHTOB,
YHU(PHUIMPOBAHHYIO CHCTEMY MEPBUYHON yUETHOH NOKYMEHTALMH B YacCTH JOKYMEHTAI[MH IO
yueTy Tpyna;

[Topsimok mpoBeneHHsI HKCIEPTH3bl LIEHHOCTH JOKYMEHTOB U IOATOTOBKH €]l K apXUBHOMY
XpaHEHHIO.

TexHosoruo opraHu3ay JOKyMEHTO000pOTa B OpraHu3ausixX (YUpeKIeHHUsIX).

MecTo IUCHUMIUIMHBI B CTPYKType 00pa3oBaTeIbHOM NporpamMmsl: oOiienpodeccuoHanbHas

aMcUuIUIMHA  “‘JloKyMeHTallMOHHOe o0ecliedeHue YIpaBieHMs BKJIIOYEHa B Mpo(hecCHOHAIbHBINA
yueOHbIN nuki no cnenuansioct 40.02.04 FOpucnpyaenuus

ITPAKTUYECKHE 3AHATUA

Tema 1.1 [loHsiTHE 0 TOKYMEHTAIIMOHHOM O0ecrieYeHUN yNpPaBJIeHUs, JOKYMEHTe U CIocodax

AOKYMCHTHPOBaHUSA

Heanb padoThl: TOMOYL yUYalTUMCSl ONPEISTUTh 3HAYCHUE MUCHUILTUHBI «/lOKyMeHTalmoHHoe

obecneyeHue YupaBJeHUsA» U OCBOUTH OCHOBHBIC ITOHATHA, TepMI/IHOJ'IOFI/I‘IeCKI/Iﬁ arrapar.

Bomnpocs! 1J1st ycTHOTO onpoca:

PN D=

Omnpenenenue NOHATHUS Aeionponu3BoAcTBa. Llenu u 3agaun TUCHUTUIMHBIL.
JIOKyMeHTHpOBaHUE.

Opranm3anus padoThl C TOKyMEHTaMHU.

HokymentoobopoT. Mudopmanus.

JoxymenT. OduimanbHbie JOKYMEHTBI.

FOpunnueckas cuiia JOKyMeHTa.

Cucrema IOKyMEHTallUH.

YHuunupoBaHHas cucTeMa JJOKyMEHTAIIUH.

IIpennaraemsle 1is 00cyxaeHns TeMbl pedepaTos:

1. «I/ICTOpI/IquKI/IC 9Tallbl JCJIOIIPOU3BOJICTBA B Poccum»



2. «I[eJIOHpOI/IBBOI[CTBOZ BUYCpa U CCrogHsA»



3. «O6mepoccuiickue knaccupuraropsl: OKIIO, OKY I, OI'PH»

Bonpocs! 1151 npoBeaeHust codece 0BaHUSA:

1. KaxkoB npeaMer TOKyMEHTAIIMOHHOTO 00ECIICUCHHSI YIIPABICHHUS?

2. Kak cBsi3aHO JOKYMEHTAI[MOHHOE O0ECleYeHHe YIPABJICHUS C JOKYMEHTOBEICHUEM,
JIEJIONPOU3BOICTBOM, apXHUBOBEICHUEM?

3. Kakyro ponb urpaer JOKyMEHTAI[MOHHOE OOCCIICUeHUE B yIPaBICHUH COBPEMCHHBIMU
OpraHu3anusaMu’?

4. Kakue HOPMATHBHO-TIPABOBBIC AKThl PETYIUPYIOT JOKYMEHTAI[MOHHOE OOeCreYcHHE
yIpaBjieHUs?

5. KakoBa mpakTuHueckas 3HAYMMOCTh Y4eOHOW IUCHUIUIMHBI  «JIOKYMEHTAIlMOHHOE
o0ecrnieueHue ynpaBiaeHUs»?

6. latb onpeneseHne NOHATUS IOPUANYECKAs CUIIA IOKyMEHTA.

7. PackpbITh cCUCTEMY JOKYMEHTAIUH.

8. JlaTth onpenesieHUE MOHATHS CTaHIAPTU3ALIMA?

9. artb ompejeneHue MOHATHS YHU(DUIMPOBAHHAS CUCTEMA JJOKYMCHTAIHH?

Tema 1.2 HOpMaTI/IBHO-HpaBOBaﬂ 0a3a AOKYMECHTAINHOHHOI'0 odecrneyeHus YupaBJi€HUA

enu 3anaTusn:

N3y4ynTh: HOPMATUBHO-IPABOBYIO 0a3y TOKYMEHTALIMOHHOTO 00ecIeueH sl ypaBIeHUs
Hayuutbesi: oCyLIECTBIATH IOUCK HEOOXOAUMBIX HOPMAaTHBHO-IIPABOBBIX aKTOB.
KonTpoJsbHbIe Bonpochl:

1. Kakue ocHOBHBIE 3aKOHBI perynupytoT JOY?

2. Kakoii ctaniapT UCIOJIB3YIOT U1 OhOPMIIEHUS OpraHU3alliOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB?
3. Yo noHuMaetcs 1noj yHu(uKaue u craniapTusanuei?

4. Yto peacrasisier cobort Yuudummposannas cucrema 1okymeHToB (JJOVY)?

5."TOCT P 7.0.97-2016. HanmonansHsbiit crangapt Poccuiickoit ®enepanuu. CucreMa cTaHIapTOB 110
nHpopMmanuu, OUOTMOTEYHOMY U  H3JaTeNbCKOMYy Jneny. OpraHu3almOHHO-PACIOPSIUTEIbHAS
nokyMmeHTanus. TpeboBaHus k opopmiieHnto 1okymeHToB" (yTB. [Ipuka3zom Poccrannapra ot 08.12.2016
N 2004-ct) (pen. ot 14.05.2018)?

3ananus, BbIHECEHHbIE HA 3aHATHUS:

1. MWM3yuutrb HOPMAaTUBHO-TIPAaBOBYIO 0a3zy JIOKYMEHTAlMOHHOTO  OOECIEeYeHMs]  yIpaBlIEHUs
BKJIIOYAIOIIYIO:
3akonbl PO: denepanbhblii 3akoH «O0 mHbopManuy, HHGOPMALMOHHBIX TEXHOJOTHUAX U O 3aIlINUTe
uHpopmanun» ot 27 urong 2006 r. Ne 149-03;

®denepanbHblif 3akoH Poccuiickoit @eneparun «O TEXHUYECKOM peryiaupoBaHum» ot 27 nexadps 2002
r. No 184-D3;

3akoH Poccuiickoit @enepanun «O rocyrapcTBeHHOH TaiiHey oT 21 uronst 1993 r. Ne 5485-1.

I'OCTs1 PO:

"TOCT P 7.0.97-2016. HauunonansHslii crangapt Poccuiickoit @enepanuu. CucremMa craHgapToB IO
nHpopmanuu, OUOTMOTEUHOMY W  H3JaTeIbCKOMy Jneny. OpraHu3almOHHO-PACTIOPSIUTEIbHAS
nokyMmeHTanus. TpeboBaHus k opopmiieHuto fokymeHToB" (yTB. [Ipuka3zom Poccrannapra ot 08.12.2016
N 2004-ct) (pen. ot 14.05.2018)

I'OCT P 51141-98. «Jlemonpou3BOACTBO U apXUBHOE JeJ10. TepMHUHBI U OTIPEACTICHUS



[lepeueHb TUIMOBBIX YIpPABIEHYECKUX AOKYMEHTOB, 0Opa3ylOMIMXCS B JESATEIbHOCTH OpraHMU3allHi, C
yKa3zaHUeM CpoKoB xpaHeHus: O0mepoccuiickue Kiaccu(uKkaTophl:

Ob6mepoccutickuii kiaccudukarop npoaykimu (OKIT)

Ob6mepoccuiickuii kiaaccudukaTop ynpasieHueckon qokymentanuu (OKY 1)

Oobmepoccuiickuii kiaccudukaTop BUI0B SKoHOMHUYECKOH nestenbaocTr (OKBD/T)

Obmepoccuiickuit knaccudukarop npodeccuii padbouunx, T0HKHOCTEN CIy>KalIUX U Tapu(HBIX pa3psiioB
(OKILATP).

ITocTanosnenus ['ockomcrara Poccun:

[TocranoBnenue ['ockomcrara Poccuu ot 5 auBaps 2004r. Nel;

HN3y4ure TeopeTuYecKUii MaTepuas:

Cranpaprusanus u yaupuxkauus cucremsl JLOY.

bonbmias 4dacte ympaBineHueckoil umHpopmanuu 3akperuisiercs B BuAe JoKyMeHToB. Cam mporecc
YIPABJICHUSI XapaKTEPeH 3HAYUTEIBHBIM pa3HOOOpa3ueM M IMOBTOPSIEMOCTHIO PA0OUYMX CHUTyallMid U
IpeANPUHUMATEIbCKUX ACUCTBUN 110 UX pa3penieHno. OCHOBHBIM HalpaBiI€HUEM COBEPILIEHCTBOBAHUS
JOKYMEHTAIIUH SIBJISIFOTCS YHU(DUKALMS U CTaHAapTH3AIMS.

[Ton ynnpukanmeii noHnmaercs npuBeieHUe 4ero-iubo K eIuHoi cucreme, hopme, eqUHO00pasHIO.
YHubukanus ITOKyMEHTOB IMPOU3BOJUTCS B LEISIX COKpAllleHHs KOJMYECTBAa MPUMEHIEMBIX B
yIpaBICHUYECKON AESITENbHOCTH JOKYMEHTOB, THUIH3AlMU UX (OpPM, YCTAHOBIEHUS €AMHOOOpa3HBIX
TpeOOBaHU K OPOPMIICHHIO TOKYMEHTOB, CO3[IaBAEMbIX IPU PEUICHUH OJHOTUIHBIX YIPABICHUYECKUX
3aja4, CHIDKEHHUIO 3aTpaT Ha MOJrOTOBKY M 00pabOTKY JOKYMEHTOB, JOCTHIKEHHUS WH(POPMAIMOHHOM
COBMECTUMOCTH 0a3 JJaHHbBIX, CO37aBAEMbIX B PA3JIUYHbBIX OTPACIISIX ACSTEIbHOCTH.

PanmonansHO OpraHu30BaHHBIM KOMILJIEKC B3aMMOCBSI3aHHBIX JOKYMEHTOB, CO3JIaHHBIM 1O €IMHBIM
mpaBWiiaM U TpPeOOBaHUSAM W TPHUMEHSEMBI B OIpENelIeHHONW O0JacTh AESITeTbHOCTH, HAa3bIBAIOT
yHU(pUIUPOBaHHOH cucTemMol fokymeHTanuu (YCI).

CyTh cTaHAAPTH3alMM 3aKJIIOYAETCS B BO3BEACHUM B HOpPMY, O0S3aTENbHYIO s MPUMEHEHUS,
ONTHMAJIbHBIX MpaBUI U TpeOOBaHUN MO pa3paboTke M OQOPMIICHHIO JTOKYMEHTOB, HPHUHATHIX B
YCTAaHOBJICHHOM MOpPSJKE JJsi BCEOOIIEr0o M MHOIOKPAaTHOTO MX NPUMEHEHHS B JEJIONPOU3BOICTBE.
Pesynbratel pazpa®orku mnpu 3ToM odopmisitorcss B Buae MexrocyaapctBeHHbIXx (['OCT),
rocynapctBeHHbIX ('OCTP), orpacnessix (OCT) cTaHIapTOB M CTAaHIAPTOB NMPEANIPUATUH, YUPEKICHUN
n opranmzanuii (CTII). PezynpTarom paGoThl 10 YHH(UKAMM M CTaHAAPTU3ALMU MOTYT OBITH Kak
CTaHJapThl Ha OTHeNbHbIe BUABI JokyMeHTOB (Hampumep "T'OCT 7.32-2001. MexrocyaapcTBeHHbIi
cranaaprt. Cucrema cTaHIapTOB N0 HHPOPMALMHU, ONOINOTEYHOMY H M31aTeIbcKOMY aeiay. OTuer
0 Hay4yHo-HccJeAoBaTeJbckoil pabGore. CrpykTtypa uM mnpaBwia odgopmieHus.'" (BBeaeH
IMocranoBsenuem IN'occranpapra Poccuu ot 04.09.2001 N 367-c1) (pea. ot 07.09.2005), Tak u Ha
YHU(DUIIMPOBAHHBIE CHUCTEMBI JOKYMEHTauu. TpeboBaHusi K pa3paboTke yHUDUIMPOBAHHBIX (OpM
JOKYMEHTOB:

1. YauduuupoBaHubie GopMbl JOKYMEHTOB pa3pabaThIBAIOTCS NMPU HEOOXOJUMOCTH (HOpPMHUPOBAHUS
HOBBIX IOKa3aTeneil Juis pemeHus 3aaad ynpasieHus. He momyckaercs nyOnupoBaTh MOKa3aTelnd B
pa3nu4HbIX (hopMax JOKYMEHTOB.

2. PexkBu3uThl (hOpM JOKYMEHTa pa3MelaloT Ha OCHOBE (popmyrsipa-oOpasiia, HOCTPOEHHOTO C YYETOM
paIMOHAJIBHOTO HCIIOJIb30BAHUSA JBYX CTOPOH JHUCTa JUIsi (OpM JOKYMEHTOB, OJaHKH KOTOPBIX
M3rOTaBIIMBAIOTCS TUMOrpadckuM crocodboMm. Bropass u mocneayromiue CTpaHMIBI JOJKHBI OBITH
npoHyMepoBaHbl. Homepa cTpaHMIl NMPOCTaBISAIOTCS B CEPEAMHE BEPXHErO MOJs JIMCTa apaOCKUMHU
uudpamu.



3. HaumMeHoBaHHS pPEKBU3UTOB YHU(DUIUPOBAHHBIX (GOPM JOKYMEHTOB IOJDKHBI COOTBETCTBOBATh
HAaUMEHOBAHMSIM, TMPHUHIATHIM B  OOLIEPOCCHUMCKUX  KJIACCU(PUKATOPAX TEXHUKOIKOHOMUYECKOU
undopmanuu (OKTON).

4. B HauMeHOBaHUSX rpad, B KOTOPBIX MPEAyCMATPUBACTCS MPOCTAHOBKA KOJOB, CIEAYeT YyKa3aTh
COKpAIlICHHbIE ~HAWMEHOBAHMS HCIOJB3YEMBIX KIACCU(DUKATOPOB WU MPHUHATYIO IS HUX
UICHTH(PHUKAIHUIO.

5. IlocrostHHBIE PEKBU3UTHI (POPM JOKYMEHTOB JOJKHBI, KaK MPABUJIO, IPEIIIECTBOBATH MEPEMEHHBIM.
[lepBbie rpadpl TaOAMIBI B 30HE, COAEpXKAILllEH PEKBU3UTHI, MOAJIEKAllue 0O0pabOTKe CpeacTBaMu
BBIUYHCIUTENbHON TEXHUKHU, JOJHKHBI OBITh OTBEJEHBI JIsl PEKBU3UTOB, HICHTU(GUIMPYIOUIUX [IPH BBOJIE
B OBM undopmanuio, pa3MemeHHyIo B CTPOKeE.

6. I[Ipu ncnosb30BaHNU METO/1a KOHTPOJIBLHOTO CYMMHUPOBAHUS PEKOMEHTYETCS JIsI 3aMTMCU KOHTPOJIBHBIX
CYyMM, TIPEIHA3HAYCHHBIX IS 3alIUTHl MHPOPMAIMH OT CIy9alHBIX OIIMOOK, OTBOJIUTH TOCIIECIHIOO
CTPOKY TaOIUIBI U (MH) ee rpady ¢ yaeToMm TpeOoBaHU BRIYUCIUTEIBHBIX CPEJICTB, IPUMEHSIEMBIX TIPU
00paboOTKe TaHHBIX.

7. TpeOoBaHHsI K TEKCTaM JOKYMEHTOB W TIOPSIAOK HMX HM3JI0XKCHHS OIMPEISISIFOTCS 10 HOPMATUBHBIM
JOKYMEHTaM Ha OpraHu3alliOHHO-PACTIOPSIUTEIbHYIO JOKYMEHTAIHUIO.

8. Cokpaiienusi cioB B (opmax JOKYMEHTOB JIOJDKHBI COOTBETCTBOBATH JICUCTBYIOIIMM ITpaBUIIaM
opdorpaduu U MyHKTyalMH U COKpaleHus M, npuHaTeiM B OKTOU.

Kaaccnpuxkanus yaupuuupoBaHHbBIX (popM 10KYMEHTOB

B 3aBucHMMOCTH OT YPOBHSI YTBEPXKICHHS YHUPHUIIUPOBAHHBIC (DOPMBI JTOKYMEHTOB Pa3CISAIOTCS Ha
YEeThIPE KATCTOPHUU:

— rocyAapcTBeHHBbIE (001epOCCUiicKue);

— OTpacJieBbie (BEeIOMCTBEHHbIC);

— cyobekToB Poccuiickoit denepanmu;

— (opmbl TOKyMEHTOB 00BEAMHEHUH, TPEANPUATUH, OpraHU3aLIUH.

IIpakTnyeckoe 3ansitue Nel. OpopmiieHne peKBU3UTOB HA JOKYMEHTAaX.
Tema 1.3 Cnoco0b!1 U paBuIa CO3JaHNUSI JOKYMEHTOB

Heap padoThl: U3YyUUTH PACOIOKEHUE PEKBU3UTOB U TPaHUIIbI 30H Ha popmare A4 yrioBoro u
npoaonbHoro 6iankoB corinacHo 'OCT P 6.30-2003 «YHudunupoBaHHas cucreMa OpraHu3allMiOHHO-
pacnopsAUTENbHON JOKyMeHTauu. TpeOoBaHus K 0OPMIIEHUIO TOKYMEHTOBY
ITopsinok nmpoBeneHns 3aHATHA:

B Havane 3aHATHS CleQyeT O3HAaKOMHMTBCS CO CXEMaMH PpAaCIOJIOKEHHUS PEKBU3UTOB
OpraHMU3alOHHO-PACIOPSAUTEIbHBIX JTOKYMEHTOB ((OpMYJISIpbl) YIJIOBOTO U MPOAOJIBHOIO OJaHKOB
¢dopmaroB A4.
3aganue:

Ha nucte popmara A4 n300pa3uTh cXeMbl pacioyiOKeHUs PEKBU3UTOB M IPAHULIBI 30H Ha opmate
A4 yrmoBoro u mpoponbHoro 6mankoB corigacHo 'OCT P 6.30-2003 «YHu¢unupoBaHHas cucreMa
OpraHMU3alMOHHO-PACTIOPSAUTEILHON TOKyMEeHTauu. TpeOoBaHusl K 0POPMIIEHUIO TOKYMEHTOBY.



Bonpocs! 1J1s1 npoBeaeHust codece 0BaAHUSA:

1. Maiite ompenencHUe MOHATHS «OpPraHU3ALMOHHO-pacopsAuTeabHbld nokymeHT» (OPJ]) n
IPUBEIUTE KIacCU(UKALIMIO 3TOT0 BUJA JOKYMEHTOB.

2.1loHATHE: KPEKBU3UT» TOKYMEHTA.

3. Ilepeuncnute coctaB pekBu3nutoB OPJ] mo I'OCT P 6.30 — 2003.

4. Yto Takoe «OIaHK JOKYMEHTa» M KaKhe BUbI OJaHKOB BbI 3HaeTe?

5. Kakue BapuaHTBl pa3MellleHUs Ha OJIaHKE IOCTOSIHHBIX PEKBHU3UTOB Bbl 3HaeTe? KakoBbl
0c00eHHOCTH UX 0(OpMIICHUS?



CXEMBbI PACITOJIO’KEHUSA PEKBU3UTOB IOKYMEHTOB
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Pucynok 1 - PacnonosxeHue pekBU3UTOB U I'paHUIbI 30H Ha (hopmare A4 yriaoBoro OaHKa
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Pucynok 2 - PacnionoxeHue pekBU3UTOB U I'paHUIlbl 30H Ha (hopmare A4 mpoaoapHOro OaHka




IIpakTnueckoe 3ansaTue Ne2. Opopmiaenne HHPOPMALMOHHO-CIIPABOYHOI JOKYMEHTALMH.
Tema 2.1 Odopmiienne HHPOPMANMOHHO-CIIPABOYHOM JOKYMEHTAILIUH

Ilesb paGoThbI: 3aKpENUTh OIy4YEHHbIE 3HaHU; CPOPMUPOBATH HABBIKM 0(OPMIIEHUS HTHPOPMALIMOHHO-
CIIPaBOYHBIX JJOKYMEHTOB.
ITopsa0K BBINOJHEHHS PAOOTHI (CTYIEHTH! BBINOJIHSIOT /1B 3a/IaHUs U3 NPEAJI0KEHHbBIX Ha BBIOOD):
1. Hanumure OTBETHI Ha CIIEIYIOIINE BOIIPOCHI:
- ZIeNIoBbIe UChbMa: (PyHKIMH, KIaccuuKarus;
- CTPYKTYpa U pEKBU3UTHI JEJI0OBOr0 MHChMA.
2. CocraBbTe ci1y’e0HOE€ MHULIMATUBHOE MUCbMO-HAIIOMUHAHKE 110 CIEAYIOIIUM JaHHBIM:
aBTop nucbma — 3A0 «KKBAHTPAY,
anpec: nep. Ctpemsinnol, 36; Mocksa; 113054;
OKIIO 03944527,
OI'PH 1038800839857
WHH/KIIIT 5708022410/817002002;
MOJIKCHIBAET TUCHMO - qupekTop Bonoxos U.B.;
aapecart: gupextop TOO «JIMJEP» Coxonos A.H.;
aapec: yi. Ocroxenka, 1.9; Mocksa; 142274;
OKIIO 04956728; OI'PH 1056600849824;
WHH/KIIIT 2508022310/624002004.
[Tucemo siBnsieTCss HAaMOMHHAHUEM O TOM, YTO 00si3arenbcTBa MO KOHTpakTy Ne25 ot 14.02.2021 o
[IOCTaBKE MeOEIN HE BBIIOJIHAIOTCS, CPOK OTIPY3KH UCTEK 2 HEJeNU Ha3all, U 3a/1ep’KKa IIOCTABKU MOKET
IIPUBECTH K NPEKPAILIECHUIO COBMECTHOM JESTEIbHOCTH.
3. CocraBbTe OTBETHOE MUCHMO, B KOTOPOM Oy1eT COOOIIEHO O MPUYHMHE 3aIePKKU OCTaBKU MeOenu U
MPUHSATHIX Mepax.
4. CocraBbTe IOKJIAJHYIO 3alMCKy HadajbHMKA IJIAHOBO-3KOHOMUYECKOI'O OTJENa, PYKOBOJUTEIIO
npeanpusaTiss 00 oOecrneyeHu OTena YeThIpbMs KOoMIbloTepaMu. OcTaibHble PEKBU3UTHI YKaKUTE
CaMOCTOSTEIBHO.
5. CocraBbTe AokJIaAHyl 3amucky Oyxrantepa Tumommuoin W.II. rmaBHoMy Oyxrantepy ¢GupMbl
«Py6un» babuuey H.II. ot 15.09.2021 o nmpousBeaenHoil Tumommnoit N.I1. mpoBepke BBITOITHEHUS
npukasa qupexropa pupmbsl Ne 92 ot 12.01.2021 «O coctossHUM OyXTaiaTepcKoro yuera Ha CTpOUTEIbCTBE
6a3bl oT/BIXa B paifoHe OOckoro Mopsi». B mpukase ObuiM yKka3zaHbl KOHKPETHbBIE CPOKH JIMKBHJIAIIMU
HEJIOCTaTKOB, OOHapykeHHBIX B stHBape 2021 roma. B moxnagHOW 3amucke JIOJDKHO OBITH OTMEUEHO
BBIIIOJIHEHUE BCEX ITYHKTOB IpUKa3a, 3a HCKIIOUYEHHEM IyHKTOB 00 OpraHu3alud pPaBHOMEPHOMH
€XKEIHEBHOM claun pabounmu HapsaoB Oyxranrtepy. BeisiBieno, uto 25 ¢espans 2021 r. 6bu10 caaHo
TonbKo 35,2% Beex HapsnoB. OctanbHble Hapsabl cianbl 1 mMapta. I1o rpaduky cpok caadu MOCIeqHUX
HapsI0B 3a MPOLUIBIM Mecsll YCTaHOBJIEH MEPBOTO uucia cienyrouiero mecsua. OcTalbHble JTaHHBIE
YKaXXHUTE CAMOCTOSITENIBHO.
6. CocTaBbTe MUCHMO — MPUTIIANIEHHE 00BEAMHEHHS « DKCIIOLEHTP» C MPEAJIOKEHUEM IPUHSTh ydacTue
B POCCHIICKOM BBICTaBKE Ha MEXKIyHApOIHOM 001IeoTpacieBoi spmapke B r. M3mupe (Typius), koTopas
Ooyzaer npoxoauth ¢ 20 Hos1Opst mo 10 mexaOpst 2022 rona M3mmupckas sipmapka SBISETCS OJHUM U3
KpyIHEHUIINX TOProBBIX MEPOIPHUATHI cTpaH cpeaHero u O6mmxHero Bocroka. B TexcTe Hamo ykasats,
YTO y4acTHUE B ATOU spMapKe MO3BOJISET IMIMPOKO NPEACTABUTh FKCIIOPTHYIO MPOAYKLHIO OpraHU3alHH,
MpoJaTh IKCIOHATHI CO CTEHMA, U3yUYUTh OCOOEHHOCTU pPbIHKA, OOMEHATHCA C APYTMMH YyYaCTHHUKAMU
SApMapKy HAyYHO — TEXHUYECKOW MH(pOpMaLueil U 3aKIIIOYUTh BBITOJHBIE CICIKH.
7. OdopMuTe UHUIIMATUBHOE THUCHMO, PACIIONIOKUB peKBU3UTHI B cooTBeTcTBUU ¢ ['OCT P 6.30-2003:
HupexTopy pekinamHoro areHTcTBa «pa» H.U. Yepkacosy, np. Ctpoutenei, 5/2, r. Ouck 29.05.2021 Ne
58/03-05. O6 U3rOTOBJICHUH U pa3MENMICHUH PAaCTsHKKH. Y Bakaemblid Hukomnaii UBanosud [Ipocum Bac
U3FOTOBUTh U Pa3MECTUTh PACTSDKKY 4Yepe3 Mpoe3kKyr 4dacTe mo yia. CanoBol B pailoHe marasuHa
«Betb» Ha 23 aus (¢ 18 wmrons mo 11 aBrycra). Omary M3roTOBJIEHHUS, pPa3MEIICHUS U apeHbI
rapantupyem. C yBaxxenueMm. ['enepanbusiii aupexrop M. A. IlaBnos. AHToHOBa 45-83-98.

Bonpocs 14151 npoBeaeHusi codece10BaHUS:



Uro Takoe ciyx)edHoe nmucbMo? Ero MecTo B 1€710BOM TIepericke.
Kaxkue TpeboBanust HEOOXOIUMO COOTIOAATH MPU BEJCHUH TIEPETINCKH.
KakoBa cTpykTypa 1esoBbIX nuceM?

Kiaccudukanms 1e10BbIX TUCEM.

=

Obpaszey cnysicebno2o nucbma

OTKpBITOE aKIIMOHEPHOE Hupexropy 3A0 «duamor»
obmectBo «I"apaHT» B.A. Opnosckomy
(OAO «I"apanT»)

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

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

p/c 3031234560078 B dpunuane

OAO «benmpomctpoiibank» r. ['omens
M®O 202101234 YHH 600055

14.01.2021 Ne 01-05/21
Ha Ne oT

O 3ampoce npeIoKeHHsI Ha TOCTaBKY
XOJIOAUIIBHOTO 000PYI0BaHUS
VBaxxaemblii Bacunniit AutoHosuu!
[Ipocum Bac BriciaTh Ha Halll aApec MPEATOKEeHNE Ha TOCTaBKY OOJBIION MapTUHU XOJIOAUILHOTO
obopyoBaHus. B ipeiioKeH: MPOCUM yKa3aTh CTOUMOCTH OJHOW XOJIOMIIBHON KaMephl pH
OIITOBOM MOCTaBKE, CPOKU MOCTABKH, CTOMMOCThH TPAHCHIOPTHUPOBKU U (hOPMY OILIATHI.

3apanee OnaroiapHbl U yO€K/IEHBI, UYTO Hallle COTPYJHUYECTBO OyA€T II0I0TBOPHBIM.

C yBaxeHuewm,
Jupekrop Hecmepoesuu C.B. Hecreposu

O6pa3eu cocmaenerusl nucomda

HAMMEHOBAHUWE OPTAHU3ALINUU AJlpecar: HAUMEHOBAHUE JOJKHOCTH

CripaBouHbIe JaHHbIE 00 OpraHu3aluu @amumus M.O.  (Bce B JaTeabHOM
najiexe)

(MHACKC IPEANPUATHSI CBSI3H, TIOYTOBBIN [TouToBbIN HHAEKC, apeC

anpec, Ne Tenedona, gaxca u T. 1.

OKIIO OKY/I)

00.00.0000 Ne 00
Ha Ne 00 ot 00.00.0000

3aroioBOK K TEKCTY, (OTBEYaeT
Ha Borpoc «O ueM?», HaUnHAETCSA


mailto:garant@garant.by

¢ mpenyora «O»)

Ecnu TekcT nmuckMa cocTouT U3 IBYyX U Oosiee ab3aieB, TO MUCHbMO IeyaTaeTcs ¢ 5-ro 3Haka (ot 1-
ro noJjoxxkeHusi Tadynaropa). Tekct 6e3 ad3aleB MOXKET Me4aTaTbCs HEMOCPEICTBEHHO OT JIEBOTO MOJIs
(ot 0-ro nonoxkeHus TadysiTOpa).

TexkcT nmuchbmMa NOJDKEH BKIIOYATh TPU CTPYKTYPHBIX AJIEMEHTA: BBOJHYIO YacTh, M3JIararollyro
MMOBOJA JIA HAllMCAHUA MMMUCbMA; JOKAa3aTCIbHYI0 YaCTh, IPUBOAALIYIO JOBO/JAbI, CCBIJIKM HAa HOPMATUBHBIC
JOKYMEHTBI; 3aKJII0YUTEIbHYIO YaCTh, B KOTOPOIl U3y1araercs npocb0a, coriacue, 0TKas u mp.

Bo3moxen O6paTHbIﬁ MOPAAOK IMOCTPOCHUA IMUCbMaA: 3aKJIIOUYUTCIIbHAA YaCTh NPUBOAUTCA MCPCH
JI0Ka3aTeNIbHON. DTOT NOPSI0K XapaKTepeH ISl MMCEM BBIIIECTOSIIIIUX OPraHUu3alui.

[Ipunoxenue: Ha ...J1., B ...3K3.

HaumeHnoBanue n0mKHOCTH
PYKOBOJUTEIIS (moamuce) H. O. ®amumnus

Bussr:
JlomKHOCTB
(moamucek) N.O. Gamumnus

Ucnionautens (Oamunus uinn Gamuims, UMs, OTYECTBO)
tenedon 000-00-00

IIpakTuyeckoe 3ansitue Ne3. OgopMieHre OpraHu3alMOHHO-PACIIOPSAUTEIBHON JOKYMEHTAMHU
Tema 2.2 O¢gopMiieHHEe OPraHU3aIMOHHO-PACTIOPAANTEIBHOM JOKYMEHTAIIUH

Ileanb paGoThl: IpUOOPECTH HABBIKM B COCTABICHMM M O()OPMIIEHUH PEKBHU3UTOB OPraHM3allMOHHBIX
NOKyMeHTOB, pykoBojcTBysicb 'OCT P 6.30-2003 «YHuduuupoBaHHas cucTteMa OpraHM3al[MOHHO-
pacropsauTeabHON TokyMeHTauuu. TpeGoBaHus K 0hOpPMIIEHUIO JOKYMEHTOBY.
ITopsinok npoBeneHus 3aHATHSA:

B nauasne 3aHATHSA clelyeT MOBTOPUTH MOPSIOK COCTABICHUS U O(hOPMIICHUST OpraHU3allMOHHOTO
JOKYMEHTa «/{0MKHOCTHAS MHCTPYKIUS.

3ananne Nel:
CocTaBuTh AOKHOCTHYIO HHCTpYKIHIO A7 Oyxrantepa 3A0 «JIMPAy ITaBnosa H.A., ntupekrop
¢bupmbl CriupusionoB A.B., ocTanbHbIe PpEKBU3UTHI YKOXKHUTE CAMOCTOSTEIBHO.

Obpaszey

HAMMEHOBAHUWE OPTAHU3ALIA YTBEPXJIAIO
NHnexc npeanpusitus CBA3M,
ITOYTOBBIN azpec,

Ne renedona, pakca u 1.1 N.0. ®ammnus

PykoBoaurens opranusanuu

« » T.

JOJDKHOCTHAS MHCTPYKIMA
« » 20 r. Ne

Oyxranrepa



1. OBIIUE ITOJIOKEHM A

1.1. Hacrosiiast AOKHOCTHAsE MHCTPYKIUS onpeenseT pyHKIHOHAIbHbIE 00S3aHHOCTH, TpaBa U
OTBETCTBEHHOCTH Oyxranrtepa " " (nanee - "opranuzauus").

1.2. Byxrantep Ha3Ha4aeTcs Ha JOJKHOCTh U OCBOOOXKIAETCS OT JOJKHOCTU B YCTaHOBJIEHHOM
JCHCTBYIOIIMM TPYAOBBIM 3aKOHOIATEILCTBOM TIOPSIKE MPUKA30M PYKOBOAMTEISI OPTaHU3AIIHH.

1.3. ByxranTtep no{4MHSETCS HETOCPEICTBEHHO OpraHu3aluy.

1.4. Ha nomxHOCTh OyXranTepa Ha3HaYaeTcsl JIMIO0, IMEIOIIee:

1.4.1. byxrantep I kateropuu: Beiciiee npodeccruoHaibHOe (SIKOHOMUUYECKOE) 00pa30BaHUE U CTaXK
paboTsl B nomkHOoCcTH Oyxranrepa Il kateropun He MmeHee 3 JeT.

1.4.2. byxranrep Il kateropuu: Beiciiee npodeccuoHanbHOE (SKOHOMUYECKOE) oOpazoBaHue 0e3
npeabsBICHUsT TpeOOBaHMN K CTaXy pabOThl Wi cpenHee NpodecCHOoHAIbHOE (SKOHOMHYECKOE)
o0Opa3oBaHMe U CTaXX pabOTHI B JOKHOCTH OyXrainTepa He MeHee 3 JieT.

1.4.3. byxranrep: cpenHee npodeccruoHanbHOe (IKOHOMUYIECKOe) 00pa3oBaHue 0e3 MPeabsIBICHUS
TpeOoBaHUM K CTaxky pabOThl WU CIEUUATbHYIO MOArOTOBKY MO YCTAHOBJIGHHOM MpOrpaMMe U CTax
paboTHI 10 YYETy ¥ KOHTPOJIIO HE MEHEee 3 JIeT.

1.5. byxranrep qOJKeH 3HATh:

- 3aKOHOJATCIIbHBIC AaKThI, IIOCTAHOBJICHHS, PACIOPSHKCHHS, MPHUKA3bl, PyKOBOJISIIUE,
METOJIMYECKUE M HOPMATHUBHBIE MaTe€pHallbl MO OpraHM3alli OyXTralTepCKOro ydera HMYIIECTBa,
00513aTEeNbCTB M XO3SICTBEHHBIX ONEPALUi M COCTABICHUIO OTYETHOCTH;

- (hopmbl 1 MeTOIBI OYyXTaNTEPCKOTO yueTa B OpraHu3allui;

- TUTaH ¥ KOPPECTIOHICHIINIO CYETOB;

- OpraHu3aIuIio JOKYMEHTO000POTa 10 yYacTKaM OyXraiTepcKoro y4era;

- TOPSIOK JTOKYMEHTAJIBHOTO O(OPMIIGHHS M OTPAKEHHS Ha CYeTax OyXTaJTepcKoro ydera
orepaluii, CBA3aHHBIX C JABM)KEHHEM OCHOBHBIX CpEICTB, TOBapHO-MaTepUalbHBIX ILIEHHOCTEH U
JICHEXKHBIX CPEJICTB;

- METO/Ibl 5KOHOMHYECKOTO aHaI13a X035HCTBEHHO-(DMHAHCOBOM AESITENFHOCTA OPTaHU3aIH;

- IpaBWJIA KCIUTyaTAIlMH BEIYACITUTEIILHON TEXHUKH;

- DKOHOMHKY, OPTaHHU3AIHIO0 TPY/1a ¥ YIIPABICHHUS;

- PBIHOYHBIE METOJIbI XO3SHICTBOBAHUS,

- 3aKOHOJIATEIILCTBO O TPY/IE;

- IpaBWJIa U HOPMBI OXPAHBI TPY/Ia.

2. ®YHKIIMOHAJIBHBIE OBA3AHHOCTU

2.1. Byxranrep:

2.1.1. BeimonHsger paboTy IO BEAEHUIO OYyXTalTepCKOTO ydera HMYIIECTBA, 0053aTeNbCTB U
XO3SIIICTBEHHBIX Omnepanuil (y4eT OCHOBHBIX CpPEACTB, TOBApHO-MaTepUAbHBIX LIEHHOCTEH, 3aTpaT Ha
MPOU3BOJICTBO, PEATU3ALMIO MPOIYKIMH, PE3YJIbTATOB XO35HCTBEHHO-(DMHAHCOBOW JESITEIbHOCTH,
pacyeToB C MMOCTABIIMKAMH U 3aKa3YUKaMH, a TAK)KE 3a IPEIOCTABIEHHBIE YCIYTH U T.I1.).

2.1.2. YyactByeT B pa3paboTKe U OCYIIECTBIECHUH MEPONPUATHI, HAIIPABICHHBIX HA COOMI0/IEHHUE
(buHaHCOBOW AMCUMITIMHBI U PAallMOHAILHOE UCIIOJIb30BAHHUE PECYPCOB.

2.1.3. OcyuiecTBiseT NpUeM M KOHTPOJIb IEPBUYHOM JOKYMEHTAlMM IO COOTBETCTBYIOIIMM
y4acTKaM OyXraJTepCcKOoro ydera U MOoAroTaBIUBaeT UX K CUETHOM 00paboTKe.

2.1.4. Orpaxaet Ha cyeTax OyXrajaTepcKoro yuyeTa olepalnui, CBsI3aHHbIe C IBUKEHUEM OCHOBHBIX
CPEICTB, TOBapHO-MaTepUaIbHBIX [ICHHOCTEHN U JIEHEKHBIX CPECTB.

2.1.5. CocraBisieT OTYETHbIE KANBKYJISIIUNA Ce0ECTOMMOCTH MPOAYKLUH (paboT, yCiIyT), BISBISET
MCTOYHUKU 00pa30BaHUs MOTEPh U HEMPOU3BOAUTEIbHBIX 3aTpaT, MOATOTABINBACT MPEIIOKEHHS IO UX
IIPENYIPEKACHHUIO.

2.1.6. Tlpou3BoAMT HAuUCIEHHE M MEPEYUCIIEHHE HAJIOroB MU CcOOpoB B (QenepasibHbIi,
pPETMOHANBHBII M MECTHBIM OOJIKEThI, CTPAXOBBIX B3HOCOB B T'OCYJAapCTBEHHBbIE BHEOIOIKETHBIC
colagbHble GOHIBL, IIaTeKel B 0AHKOBCKHE YUPEKIEHUS, CPEJICTB Ha (PMHAHCUPOBAHUE KAITUTAJIbHBIX



BJIO’KEHUH, 3apa0O0THOM IJ1aThl pabOYUX U CIY>KalUX, APYTUX BBIIUIAT U IJIaTeKEH, a TAaKKe OTUHCICHHE
CPEICTB Ha MaTepHaIbHOE CTUMYJIMPOBaHUE PAOOTHUKOB OpPraHU3aLINH.

2.1.7. OOecneunBaeT pPYKOBOAMTENEH, KpPEOUTOPOB, HHBECTOPOB, ayJIUTOPOB U JAPYTUX
MoJib30BaTeieli  OyXTanTepCKOW OTYETHOCTH COMOCTaBUMOM M JIOCTOBEPHOH  OyXTalnTepcKoit
nH(popMaIrel 0 COOTBETCTBYIOIIMM HAIIPABJICHUSAM (Y4acTKaM) y4era.

2.1.8. Pa3zpabaTeiBaeT pabouunii mjiaH c4eToB, GOPMBI IEPBUYHBIX JOKYMEHTOB, IPUMEHSIEMBbIC JIJIsI
odopmIIeHUsT XO3UCTBEHHBIX OMEpaIuii, 0 KOTOPHIM HE MPEAYCMOTPEHBI TUIIOBBIC ()OPMBI, a TAKXKE
GbOopMBI JTOKYMEHTOB [IJIi BHYTPEHHEW OyXrajaTepCcKOd OTYETHOCTH, YYacTBYET B OIpe/eJIeHUH
COZIep>KaHUsl OCHOBHBIX MPUEMOB M METOJIOB BEICHUS y4eTa U TEeXHOJOIMU 00pabOTKU OyXraiaTepckon
nHbopmanmm.

2.1.9. VYyactByeT B TMPOBEACHHH D3KOHOMHYECKOTO aHaIM3a XO3SHCTBEHHO-(PHMHAHCOBOWA
NeSITeIbHOCTH OpraHU3allMi MO JaHHBIM OYyXTaJdTepCKOro y4era M OTUETHOCTH B LENSIX BBISBICHUS
BHYTPUXO3SIUCTBEHHBIX PE3EPBOB, OCYILIECTBJICHUS pPEXKMMa SKOHOMUM ¢  MEPOINPHUATHH IO
COBEpIICHCTBOBAHHUIO JOKYMEHTOO00POTa, B pa3paboTKe U BHEAPEHUH ITPOrPECCUBHBIX ()OPM U METO/I0B
OyXTaJTepcKOro y4eTa Ha OCHOBE NMPHUMEHEHHUsS COBPEMEHHBIX CPEACTB BBIYMCIUTEIBHONW TEXHUKH, B
MIPOBEJICHUN MHBEHTAPU3AIIUH JICHEKHBIX CPEJCTB U TOBAPHO-MATEPUAIBHBIX [IEHHOCTEH.

2.1.10. TlogroraBnuBaeT AaHHBIE MO COOTBETCTBYIOIIUM yYacTKaM OyXTalTEpPCKOTro ydeTa IS
COCTaBJICHHS] OTYETHOCTHU, CIEAUT 32 COXPAHHOCTHIO OyXralaTepcKUX IOKYMEHTOB, OOpMIIIET HX B
COOTBETCTBHUH C YCTAHOBJICHHBIM TMOPSIKOM JJIs TIEPEIayul B apXUB.

2.1.11. Bepmonnser pa0oTel 1O (OPMUPOBAHUIO, BEACHUIO U XPAaHEHHUIO 0a3bl JaHHBIX
Oyxrantepckoii mH(pOpMaMHU, BHOCHT M3MEHEHHS B CIPABOYHYID W HOPMATHBHYI HH(OpMAIHIO,
UCIOJIb3YEMYIO MPU 00pabOTKE NaHHBIX.

2.1.12. YyacTtByer B (OpMYyJIMPOBAHUHA KOHOMHYECKON MOCTAHOBKH 3a/1a4 JIMOO OTACIBHBIX UX
ATANoB, PEIIAEMbIX C MTOMOIILIO0 BRIYUCIUTEIHHON TEXHUKH, OMPEENIIeT BO3SMOXKHOCTh HCIIOIb30BAHUS
TOTOBBIX TPOEKTOB, aJTOPUTMOB, TAKETOB MPHUKIAJHBIX MPOTPaMM, I[IO3BOJISIOIMIMX CO3/aBATh
HKOHOMHUYECKHU 0OOCHOBAHHBIE CUCTEMBI 00PaOOTKH YKOHOMUYECKOW HH(OpMALIUH.

3. IIPABA

3.1. Byxranrep umeer npaso:

3.1.1. TpeGoBaTh OT PYKOBOJCTBA OPraHU3ALMU OKA3aHUS COJIEHCTBHS B MCIIOJIHEHHUM CBOMX
JOJKHOCTHBIX 00S13aHHOCTEH.

3.1.2. IloBbImaTk CBOIO KBATU(HUKALIHLIO.

3.1.3. 3HaKOMUTBCS C MPOEKTAMU DPELIEHUIN PYKOBOJCTBA OpraHU3allid, KacArOIIMMMCS €ro
JeATeTbHOCTH.

3.1.4. IlpeacraBisiTh HAa paCCMOTPEHHE CBOETO HEMOCPECTBEHHOTO PYKOBOIUTES TIPEITIOKECHHS
10 BOIPOCaM CBOEH J1esITeIbHOCTH.

3.1.5. Tlomy4atb OT paOOTHUKOB OpraHu3aIuu HHHOPMAITUIO, HEOOXOAUMYIO JIJIsi OCYIIECTBICHUS
CBOEH JIESTEIBHOCTH.

4. OTBETCTBEHHOCTb

4.1. Byxrantep HECeT OTBETCTBEHHOCTb:

4.1.1. 3a HeWCHOJHEHHE WIH HEHAJJIeKallee  MCIOJHEHHE CBOUMX  OO0S3aHHOCTEM,
MPEeTyCMOTPEHHBIX HACTOAIIEH TOMKHOCTHOW HMHCTPYKIUMEH, - B COOTBETCTBHUH C JICHCTBYIOIINM
TPYAOBBIM 3aKOHOIATETHCTBOM.

4.1.2. 3a mpaBOHApPYIICHUS, COBEPIICHHBIE B MEPHO] OCYIIECTBICHUS CBOCH NEATEILHOCTH, - B
COOTBETCTBHUH C ﬂeﬁCTBYIOIHHM TpaXXIaHCKHUM, aAMUHUCTPATUBHBIM H YTOJIOBHBIM 3aKOHOAATCIILCTBOM.

4.1.3. 3a mnpuuMHEHHWE MaTepuanbHOro ymepda - B COOTBETCTBUU C JICUCTBYIOUINM
3aKOHO/IaTEIILCTBOM.

4.1.4. 3a napymenue [IpaBun BHYTpPEHHETO TPYAOBOTO PACIOpsIKa, MPaBUI MPOTUBOMOKAPHON
0€30MacCHOCTH U TEXHUKH 0€30MaCHOCTH, YCTAHOBJICHHBIX B OpraHU3alUu.

5. YCJIOBUA PABOTHI



5.1. Pexxum paboThl OyxranTepa ompenesnseTrcs B COOTBETCTBUU ¢ [IpaBuiamMu BHYTpPEHHETO
TPYJOBOTO pacrnopsiika, yCTAHOBJICHHBIMU B OpraHU3aIl1H.

5.2. B cBs3u ¢ NPOM3BOACTBEHHONH HEOOXOAMMOCTBIO OyXrajiTep MOXKET HaIlpaBIsATbCS B
CITy>K€OHBbIE KOMAHIUPOBKH (B T.4. MECTHOTO 3HAYEHU).

HaCTOHH_IaH JOJIZKHOCTHAs HHCTPYKIUA pa3pa60TaHa B COOTBETCTBUU C

(HaMMeHOBaHUE, HOMEp U J1aTa IOKyMEHTa)

COI'JTACOBAHO
IOpuckoncynbT

(Toamuch) (®.1.0.)
T.

C uHCTpyKLMEH 03HAKOMJIEH:

(Toamuch) (®.1.0.)

Bonpocs! 1151 npoBeeHust codece 0BaHUSA:
1. KakoBbI pyHKINN OpraHU3aIMOHHBIX JOKYMEHTOB?
2. OcHOBHbIE BU/Ibl OPraHU3ALMOHHBIX IOKYMEHTOB.
3. KakoBbl TpebOBaHUs K COJIEPKaHUIO0 U OPOPMIICHUIO HHCTPYKIHU?

3aganmne Ne2: 3amosiHUTEe YHU(PHUIMPOBAHHYIO (OPMY IITATHOI'O PACIUCAHMS B COOTBETCTBHUH C
IIPOU3BOJCTBEHHOM 3a1a4yeil.

Ilopsinok npoBeneHnst 3aHATHSA:

B nauasne 3aHATHSA clexyeT MOBTOPUTH MOPSIOK COCTAaBICHUS M O(POPMIICHUS OPraHU3al[MOHHOTO
nokymenTa «llltatHoe pacnrcanue.

®opma mratHoro pacnucanus Ne T-3 ucnonbeidyercs Uit oQOpMIIEHUSI CTPYKTYpPBI, HITaTHOTO
COCTaBa U MITATHOM YMCIEHHOCTH OPTaHU3alliK B COOTBETCTBUU C €€ JeHCTBYIomUM ycTaBoM. LlltaTHoe
pacnucaHue U3 MepeUHs CTPYKTYPHBIX MOAPA3AEICHUM, JOIKHOCTEN, CBEIEHUS O KOJIMYECTBE IITATHBIX
€IMHHULI, JTOJDKHOCTHBIX OKJIaJaX, HaJ0aBKax M MecsyHOM (oHJe 3apaOOTHOM IJaThl MPEAIpPUSTHUS.
[lITaTHOE pacnycaHne yTBEPKAAECTCS MIPUKA30M PYKOBOJUTENSI OPraHU3alluy WIN YTIOJTHOMOYEHHBIM UM
nutoM. Koa ¢popwmer no kiaccudukaropy OKY I 0301017.

Iopsinok 3anonHenus ¢popmsl T-3:

B rpade 4 "KonmuyecTBO mITaTHBIX €IMHHI]' TIO COOTBETCTBYIOIIMM JOJDKHOCTSIM, JJIsI KOTOPBIX
IpeSycMaTpUBaeTCs COJEepKAHWE HEMOJHOW INITATHOM €JUHMIBI C Y4eTOM O0cOOeHHOCTeH paldoThl 1Mo
COBMECTUTEIBCTBY B COOTBETCTBUU C JACMCTBYIOIIMM 3aKOHOJAaTenbcTBOM P®, mitaTHas enuHuLA
yKa3bIBaeTCs B J0JIX, Hanpumep, 0,25; 0,5; 1,5 u T.1.

3anonuss rpady S5 "Tapudnas ctaBka u np." He0OXOAMMO YKa3aTh MECSUYHYIO 3apabOTHYIO IIaTy
no tapudHoi craBke (okiany), Tapu(dHON CeTKe, MPOLEHTY OT BBIPYUKH, JOJ€ WU HPOLEHTY OT
npubbLIH, K03 pummenty Tpyaosoro yuactus (KTY), koaddunmenty pacnpenenenus u T.11. B pyOiaeBomM
UCYMCIICHUH, B 3aBUCUMOCTU OT CHUCTEMBI OILIaThl TPyAa, MPUHITON B OpraHU3alMi B COOTBETCTBUU C
JEMCTBYIOIMM 3aKOHOJATENbCTBOM P®, KOJIEKTUBHBIMM JOTOBOpaMH, TPYIAOBBIMU JIOIOBOPAMH,
COTJIALIEHUSIMU U JIOKAJIbHBIMU HOPMAaTUBHBIMU aKTaMH MPEANPUATHUS.

3anonuss rpadel 6 - 8 "HanbaBku'" yka3pIBatoTCS CTUMYJIUPYIOIINE U KOMIICHCAITMOHHBIE BBITUIATHI
(mpemum, JAOIIATHI, MOOIIPUTENbHbIE BBIIJIATHl, HaA0aBKH), YCTAHOBJEHHBIE JEHCTBYIOLIUM
3akoHoJaTeabcTBOM P® (Hanpumep, ceBepHble HAaA0aBKU, HaJJ0ABKH 33 YUEHYIO CTEIIEHb U T.1.), a TAKKE
BBEJICHHBIE HA YCMOTpPEHNE OpraHu3aly (HapuMep, CBSI3aHHbIE C PEKUMOM WM YCIOBUAMHU TPYZQ).

Ecnu 3anonnenue opranusauueit rpag 5 - 9 B py0iaeBOM MCUMCICHMM HEBO3MOXXKHO B CBSI3U C
MIPUMEHEHUEM B COOTBETCTBUH C JIEHCTBYIOIINUM 3aKOHOAATEILCTBOM P® MHBIX cucTeM oriaThl TpyAa



(manpumep, OectapudHas, cCMEIIaHHAs W T.JA.) YKa3aHHbIC Tpadbl 3aMOJHAIOTCS B COOTBETCTBYIOIIUX
eAMHUIAX U3MEepeHus (HanmpumMep, B MPporeHTaxX, KoddpuimenTax u T.1.).

KoppekTupoBky B MITaTHOE PaCHHCAHUE BHOCITCS B COOTBETCTBHH C MPHKA30M PYKOBOIUTEIIS
OpraHM3aliy UIH YIOJIHOMOYEHHBIM UM JIUIIOM.

IIpou3BoacTBEHHAs 3a/1a4a:

CocraButh mratHoe pacnucanue a\c Ne 3 «Amnenymkay. 3apeayromas - 1, okian - 20000 py6.,
oyxranrep - 1, oknan - 19000 py6., metomauct - 1, oknan - 18000 py6., meapabothuk - 1, okiazn - 17000
py0., My3. pykoBoauTens - 1, oknazg - 16000 py6., Bociurarens - 7, okiazg - 15000 py6., knagoBuuk - 1,
oxman - 14000 py6., mom. Bocriutatens - 7, oknan - 13500 py6., moBap - 3, oknazn - 13000 py6., HOUHOIA
CTOpOXK -2, oknaf - 12500 py0. Paitonnsrit koaddunment - 10%.

Bomnipocsl 1151 npoBeieHnsi codece10BaAHMS:

1. KakoBo cozpepkaHue NOHATUH «CHCTEMa JIOKYMEHTAlMM», «yHU(QHULHMPOBAaHHAs cHCTeMa
nokymenrtanun»? [IpuBennurte npuMepsl YHU(PHUIIMPOBAHHBIX CUCTEM JOKYMEHTALIMH.

2. B uem 3axitouaercs CyTh YHU(UKAMK U CTaHAAPTU3ALNHU B JEJIONPOU3BOACTBE?

3. XapakTepucTtuka u cocraB gJokyMeHTa «llltaTHoe pacnucanuey». Ero Ha3HaueHHe B KOMILIEKCE
JOKYMEHTAlM1 OpPraHU3aLuH.

3aganneNe3: mpuoOpecTH HABBIKKM B COCTABICHUH U 0(OPMIICHUH PEKBU3UTOB PACTIOPSAUTEILHBIX
ITopsinok npoBeneHns 3aHATHA:

B nHavasie 3aHsTHS ClleAyeT NOBTOPUTH MOPSAOK COCTABIEHUS U 0(QOPMIIEHUSI pacOpsSIUTEILHOTO
nokyMmeHTta «IIpukas».

CocraBpTe mpUKa3 MO OTKPHITOMY aKIMOHEepHOMY oOmectBy «HoBocubupckuii 3aBoj
XUMKOHIIEHTPATOB» 00 yTBEpXKIEHUM MHCTPYKLIMM IO JEJONpOU3BOACTBY Ha 3aBoje. B
KOHCTAaTUPYIOLIEH YaCTH YKaXKUTE, YTO B COOTBETCTBUM C TUIOBOM MHCTPYKLUEH 10 AEIOIPOU3BOACTBY
B MHMHUCTEpCTBaX, BeJoMcTBax Poccuiickoil  ¢enepaunu, yTBEp)KICHHOH  paclopsiKeHHEeM
[IpaButenscTBa Poccuiickoii penepaunu ot 24.06.1992 Ne 1118-p, u ¢ 'OCT P 6.30-2003 xanuenspueit
3aBojla pa3paboOTaHbl MOPSAJOK MPOXOXKJIEHHs JOKYMEHTOB M CTaHIApThl Ha OpraHU3alMOHHO-
pacnopsAMTENbHYI0 JOKYMEHTAlUI0. B pacnopsauTenbHON 4acTH yTBEPAUTE UHCTPYKLMIO U MIOPYUHUTE
3aBeJyIolLIel KaHIensIpueil o0ecrneynTh METOIMYeCKOe PyKOBOACTBO OpraHU3alluel 1e10npon3BOICTBA
Ha MPEeNNpHUsITHM M YCTAaHOBUTH KOHTPOJIb 3a COOJIIOJIeHHEM TpeOOBaHUI MHCTPYKIUHU, OCTalbHbIE
PEKBU3UTHI YKa)KUTE CAMOCTOSITEIILHO.

Obpaszey

HANMEHOBAHUWE OPT"AHU3ALINN

CripaBouHble JaHHBIE 00 OpraHU3alUU

(MHIEKC NpeANnpUsITHS CBSI3H, TOYTOBBIN

anpec, Ne renedona, axca u T. 1.

OKIIO OKY )

IIPUKA3
00 00.0000 Ne 00
MECTO COCTaBJICHUS

3aroy0BOK K TEKCTY HAUMHAETCS
C MPEAJIOTA «0», OTBEYAET Ha BOIIPOC «O UYEM»

B koHcTatupylomeld 4acTd U3iararoTcs OCHOBAHUS, LEIH, MOOYIUBIINE PYKOBOJCTBO
OpraHM3alMy W3/aTh TMpuKa3. B HEKOTOphIX ciydasx, KOIJla OCHOBaHUS OYEBUIHBI,
KOHCTaTHpYIOIIasl YacTh OIycKaeTcsa. PacnopsauTenbHas YacTh HA4YMHAETCS CO  CJIOBA
[TPUKA3BIBAIO:

1. B Hauane myHKTa IpUBOJUTCSI HAUMEHOBAHUE IOJDKHOCTH HcTioaHUTENS, ero @. N.0O., unu
HAaUMEHOBAaHUE CTPYKTYPHOTO MOpa3aeiaeHus (B JaTEIbHOM IaJIeXke), 3aTEM YETKO U3JaraeTcs



CoJIepXKaHUE TpeJIaraéMbplX JCHCTBUN (HAUYMHAETCS C TJIarojia HEompeneiaeHHOW (OopMbl) U
YKa3bIBAa€TCsl CPOK UCTIOTHEHUSI.

2. CrpykTypa MOCJIENYIOIMX MYHKTOB aHajgoruyHa. [IyHKTBI MoryT pa3buBaTbcs Ha
noanyHkTel (1.1, 2.3 u T. 1.). B oTnenpHBIX CilydasX TEKCT MOXKET IPEICTaBIATHCS B BHJIC
TaOJIUIIBI.

3. B mocnenneM mnyHKTE MpHKa3za MPUBOJUTCS yKa3aHHE O KOHTPOJE 3a HCIOJHEHUEM
npukaza: KoHTpoib 3a HCHOJHEHHWEM IpHKa3a BO3JIOKUTH Ha... (YKa3bIBAaeTCs JOKHOCTD,
@®.1.0. unu HauMeHOBaHHUE CTPYKTYPHOTO MOJpa3ACICHUS).

HaumeHnoBanue qOIKHOCTH
PYKOBOAUTEIIA (moarucep) H. O. ®damunus

Bu3sbl 3anHTEpEeCOBaHHBIX JIUIT
JlomKHOCTD

noanucek M. O. hamunus
00.00.00

Ucnionautens (Qamunus unu Gamunus, Ums, OtdaecTBo)
tenedon (000 00 00)

B neno 00-00 (rmoarmchk)

UACHTH(PHUKATOP
AIEKTPOHHOW KOIIUHU
JIOKyMEHTa

Obpasey
OO011eCcTBO C OrPaHUYEHHON OTBETCTBEHHOCTHIO «Opouta-M»
000 «OPBUTA-M»

ITPUKA3
03.03.2021 Ne 34
MockBa

O Ha3HAYEeHNH OTBETCTBEHHOI0
3a y4eT, BeJlcHHe, XpaHCHH e
U BBIIa4y TPYAOBBIX KHHKEK

B cBsa3u ¢ HCO6XO,Z[I/IMOCTBIO MMPaBUJIBHOT'O BCACHUSA U XPAaHCHUA TPYAOBBIX KHHKCK U BKJIAJBIIIEH K
HUM

[MPUKA3BIBAIO:
1. Hasnauuts BacunseBy Mapuny BinaguMupoBHy, MEHeKepa 110 IEPCOHAITY, OTBETCTBEHHOM

3a Y4€T, BCACHUC, XPAaHCHHUC U BbIAa1y TPYAOBBIX KHHUKCK paGOTHI/IKOB U BKJIQABIIICH K HUM.
2. KOHTpOJ'IL 3a UCITOJTHCHUEM HACTOAIICTO PCIICHUA BO3JIOKUTH HAa HAYAJIbHUKA OTACIIAa KaIpOB

JlyroByto Onbry AnekcangpoBHY.

JupexTop Iloonuce IT.A. CrenanoB



C npuka3oM 03HaKOMJIEHBI:

Iloonuce O.A. JIyroBas
03.03.2021

Iloonuce M.B. Bacunsea
03.03.2021

Bonpocs! 1J1s1 npoBeeHust codece 0BaHUSA:

1. KakoBbI OCHOBHBIE (P)YHKIIUU PACTIOPSIIUTENBHBIX JOKYMEHTOB?

2. Ilepeuncnure cTaguu NOArOTOBKU PACHIOPSAUTEIbHBIX IOKYMEHTOB.

3. Ilpuka3. [lonsiTue U BUIBI IPUKA30B. 3HAUEHUE, CTPYKTYpa U COJIepKaHUE IPUKa3a 10 OCHOBHOU
NESTEIIHOCTH.

IIpakTuyeckoe 3ansitue Ne4. OdopmiieHue KagpoBOii JOKYMEHTALMH.
Tema 2.3 OdopmiieHne KagpoBoii JOKYyMEHTALINH

Heas padorbl: W3ydyuTh TPEOOBAaHHS TOATOTOBKE JOKYMEHTAMHM 1O TPYAOBBIM OTHOIICHHUSM,
KJaccu(UKanuio, mpaBuia opopMIIeHHs TOKYMEHTOB 110 IMYHOMY COCTaBy. BhINoHEeHHE TPaKTUYECKOH
paloThl 3aKito4yaeTcss B 00yYEeHUH uYepe3 MPAKTUKY, MOACIUPYIOIIYIO peajbHblE TPYAO0BbIE IPOLECCHI
NpeanpusATHs (OpraHU3aliu), a TAKXKe MPHUOOPECTH HABBIKK B COCTABICHUH M O(OPMIIEHUH PEKBU3UTOB
JOKYMEHTOB 10 JIMYHOMY COCTaBy mpeanpusatus, pykosoxacteysce ['OCT P 6.30-2003
«YHUGHUIMPOBAHHAS CHCTEMa OPraHU3AlMOHHO-PACTIOPSIANTEILHON TOKyMeHTauuu. TpeOoBaHusA K
0(hopMIIEHHIO TOKYMEHTOBY.

[Topsi/IOK BBIMTOJHEHUS PAOOTHIL:
B naugane 3aHsATHSI CJICOAYCT MOBTOPUTH IMOPAJOK COCTABJIICHHUA U O(i)OpMJ'IeHI/IH AOKYMCHTOB I10
JMYHOMY COCTaBY MpeNNpUATUs (OpraHU3aLUN).
3aganue 1. CocTaBuTh 3asiBIIEHHE O IpUeMe Ha paldoTy.
HcnonHuTh HEOOXOJUMbIE BU3BI HA 3asBICHUU.
Hanoxnts PE30JIIOUUIO PYKOBOAUTEIIA MPEAIIPHUATHA HA 3asABJICHUC.
06[?613614 3AA6IEHUA O npueme Ha pa60mv

Hupexropy OAO «Panyra»
Npanosy C.B.
ITerpoBa Bacunus I'puropsesuua
3as4BJICHHE.

[Ipoury npuHSTH MEHS Ha paboTy cTapmuM uHxkeHepom ¢ 19.11.2012 r.
18.11.2012 Ilempos

Metoauyeckue yka3aHus K padborte

3asBieHHEe O IpUeMe Ha paboTy COAECPKUT MPOCHOY O 3aKIIOYEHUHU TPYIOBOTO JIOTOBOPA.

bnank 3asBieHUs 0 mpueMe Ha paboOTy MMEET TaKylo K€ CTPYKTypy, KaKk OOBIYHOE 3asBIICHHE.
[Tumercst Ha UMs1 PYKOBOJIUTENS OpTaHU3aIMM, OT PYKH Ha jucTe Oymaru opmata A4 wim Habupaercs
Ha KOMITbIOTepe. B TekcTe ykaspIBaeTcst mpeAronaraeMas JI0JDKHOCTh 1 J1aTa pueMa Ha padoTy.

3asBieHHE OTHPABISAETCA B JIMYHOE JIEJIO COTPYJHHMKA M Ha €r0 OCHOBAHUHU H3JAETCs MPHUKA3 O
npuemMe Ha padoTy.

Taxoke npu ycTpolicTBe Ha paboTy COUCKATEIN0 HEOOXOAMMO PEAbIBUTE CIEAYIOLINE JOKYMEHTHI:


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

e 11aCIIOPT;

° I/IHH;

® TPYAOBYIO KHIXKKY;

e CTPaxoBO€ CBUACTEIILCTBO IICHCUOHHOI'O (bOHI[a;
e IOKYMEHTBLI BOMHCKOI'O Y4€Ta;

e JIOKYMEHT 00 00pa30BaHUMU.

3aganmne 2. CoctaBuTh NPO(heCcCHOHALHOE Pe3IoMe IIOMOIITHUKA OyXranrepa.
Oopasey pe3tome Ha OONHCHOCHb NOMOUIHUKA Dyxzanmepa

Yepusasckasa Oabra CepreeBHa

JlaTa POKIeHUs: 05.05.1990 I.
Anpec NPOKUBAHMSA: I. Mockaa, yiL boranunueckas, Mecto ana 12
Tenedon: (495) BaLen -02
e-mail: chernyavskaya o@yandex.ru doTorpadpum

HEJIL: COHMCKaHHUEC NOJKHOCTH ITOMOIIIHHMKA 6yxraJITepa.

OnbIT padoTsI:

asryct 2012 r. — 000 «Muaean»
HaCT. BpeMs Cdepa gesTensHOCTH: TPAHCIOPTHBIC YCIYTH
JL0JIZKHOCTh: TIOMOIIIHUK OyXTanTepa
OyHKIMOHATbHBIE 00S3aHHOCTH:
* paboTa c IepBUYHON JOKYMEHTaIMen (cueTa-(hakTyphl, aKThl);

*  BEJICHHUE KaCCBhI,
*  BBINOJIHEHUE NTOPYUYEHUI TTIABHOTO OyXTaiTepa;

¢ TMOC3JKU B HAJIOTOBBIC OPraHbI, DoHbI.

OopazoBanue: 2007-2012 rr., MOCKOBCKUN  TOCYJIapCTBEHHBIM  TEXHMYECKUII  YHUBEPCHUTET,
HKOHOMHUECKUH (PaKyIbTET, TUIJIOM CHEeIHaINCTa.

JonosanurenbHoe odopazoBanue: Hos0ps 2012 r., kypewl «1C: byxrantepus 8.2.» B y4eOHOM IIEHTpE
«byxcod1», r. Mocksa.

IIpodeccuonanbubie HaBbIKU: yBepeHHBIH onbs3oBarens [IK: MS Excel, Word, 1C: byxranrepus 8.2,
3HAHHWE OCHOBHBIX OYXTaJITePCKUX MPOBOJIOK.

JInyHble KayecTBa: YCUIYMBOCTh, BHUMATEIBHOCTh, BHICOKAs! paOOTOCIOCOOHOCTh, OTBETCTBEHHOCTD,
HCIIOJIHUTEJIBHOCTD, aKKyPaTHOCTb.

3apanue 3. CocTaBUTh TPHUKA3 O 3aUMUCICHWHM Ha PpabOTy B COOTBETCTBYIOIIEE MOApPA3ACICHUE, C
ONPEIETICHHOTO YKCIIa, C ONPENEIEHHBIM UCIBITATEIbHBIM CPOKOM, C YCTAHOBIIEHUEM YPOBHS OIUIAThI
TpYJa COTJIACHO JTUYHOMY 3asIBJICHUIO, BU3aM U PE30JIIOLIMU Ha HEM U TPYJOBOMY JI0TOBODY.

Ilpuka3z (pacnopsasycenue). Oobpazey (popma)

(0 npunsamuu Ha pabomy)

HAUMEHO6AHUE opzarnusayuu

I[TPUKA3
(pacniopsixeHue)


mailto:chernyavskaya_o@yandex.ru

o pueMe paboTHHKa Ha paboTy

Ne
«» 20 1.
[TpunsATe HAa paboTy € « » 20 1.
Gamunus, ums, omuecmeo compyOHUKA
8
HAUMEHOBAHUe CIPYKMYPHO20 NOOPA30eNeHUs. KOMNAHUU
HAUMEHOBAaHUEe OOJINCHOCHIU
yenosus npuema Ha pabomy, xapakmep pabomsi
¢ okJIa7oM (TapuHO# CTaBKOM) pyo KOII,
HaI0aBKOM pyo KOTI,
C UCIIBITATEIILHBIM CPOKOM Mecsua.
OcHoBanue: Tpy0BOi 10roBop (KOHTPAKT) OT « » 20__roma Ne

PykxoBoaurens opranuzamnuu

00IHCHOCD noonucs pacuughposxa noonucu

C mpuka3oMm (pacnopsbKeHHEM) «» 20 T
O3HAKOMJIEH NOONUCL pacuu@dposrka noOnucu

YuauduuupoBannas gopma Ne T-1
VYr1BepxkaeHa [TocranoBnennem
I'ockomcrara Poccun
o1 05.01.2004 Ne 1

Kon

®opma mo
OKVY ] 0301001

1o
OKII
O

(HaMMeHOBaHUE OpraHU3aluN)

Homep Jara
JTOKYMEHTa COCTaBJICHUS

ITPUKA3

(pacnopsizkeHue)
0 npueMe paboTHHUKA HA padoTy

[ara




IIpunsaTs Ha padoty c

1o

TabGenbHbIH
HOMEP

(bamumust, UMs1, OTYECTBO)

(cTpyKTypHOE TI0Ipa3ieiieHuE)

(TOKHOCTD (CHEIUanbHOCTb, MPOQECccus), pa3psl, Kiacc (KaTeropus) KBaTH(PpUKaIIIH)

(ycnmoBus mpuema Ha paboTy, XapakTep padoThl)

p
y
¢ TapudHOIi CTaBKOH (OKIa10M) 0. KOTI.
(ncppasn)
Haa0aBKOMU p KOII.
y
0.
(umdpamn)
MecsIa
C UCIIBITAHUEM Ha CPOK (eB)

OcHoBaHUE:

\9)
—

Tpynosoit .
JIOTOBOP OT ” 0 Ne




PykoBoauresnb
OpPraHM3aunu

(TOJKHOCTB) (mmyHas (pactmmdpoBka
TIOIITHCH ) TIOJITTHCH )

[\
—

C npuka3om (pacnopsizkeHueM) padOTHUK
03HAKOMJIEH “ ” 0

(TmuHas
TTO/TIHCH)

3aganue 3.
OdopMuTh pUKa3 O TUCHUTUTHHAPHOM B3BICKAHUU PAOOTHHKA HAa OCHOBE MPEIaraeMoro oopasia.

OO01m1ecTBO C OTPaHUYCHHON OTBETCTBEHHOCTHIO «Chepar
[TPUKA3
«11» mapra 2016 rona Ne 267/x

O oucyuniunapHom 63vICKaHUU

EBceeB Cemen BukTopoBud, Tokaps 2-ro paspsnga, 9 mapra 2016 roga oTrcyTcTBOBall Ha pabodemM
MecTe Oe3 yBaxutenbHoil mpuumHbl ¢ 13:00 go 17:00, ywem napymun cr. 21 TK P® u npaBuna
BHYTPEHHET0 TPYAOBOI'O paclopska KOMIaHUH.

Ha ocHOBaHuU BBINIEU3I0KEHHOTO U panopTa HavaabHuKa cMeHbl Tapacoa I1. H. o1 09.03.2016,
nucbMeHHOro o0bscHeHns EBceeBa C. B., 0popMIeHHOTO B TPUCYTCTBUU KOMHCCHH aKTa 00 OTCYTCTBUU
Ha paboTe ykazaHHOro cotpyanuka ot 09.03.2016, rpaduka pabouero Bpemenu Ha mapt 2016 roga
[TPUKA3BIBAIO:

1. 3a rpyboe HapylieHuE TpPYyAOBBIX OOS3aHHOCTEM — OTCyTCTBUE Ha paboueM Mecte 0Oe3

YBKUTEIbHBIX IPUYMH O0JIee UeThIPEX 4acoB MOJPA/ B TeueHue pabouero aHg (mporyin) EsceeBy
Cemeny BukrtopoBuuy (Tad. Ne 00365) 00BsABUTH 3aMeUaHUE U CHU3UTH Mpemuio 3a mMapT 2016
roma Ha 30%.

2. Wucnektopy mno kaapam Jlepsibunoit C. A. xonuto npukasza HanpaBuTh B OTu3, o3HaKOMUTH

pa6OTHI/IKa o pacCIlucKy.

Hupextop OO0 «Cdepar ComHukog /CotaukoB H. E./
C npukazom 03HaKOMJIEH: Escees /EBcees C. B./ 10.03.2016
3aganue 4.

Odopmuth npHuKa3 o HarpaBJIeHUH paOOTHHKAa B KOMaHJIMPOBKY Ha OCHOBE IpelaraeMoro oopasua.
3anoiaHuTe YHUPHUIMPOBAHHYIO POpMY.
YuauduuupoBanHas ¢popma Ne T-9
YTBepkaeHa MIOCTaHOBJICHUEM
I'ockomcrara
Poccum ot 06.04.01 Ne 26



Kon
®opma 1o
OKYI 0301022

o

OKII

O

(HaumeHno8anue opeanuzayuu)
Howmep Jlata
JIOKYMEHTa
IMPUKA3
(pacnopsizkenue)
0 HANIpaBJIeHHU PAa00THMKA B KOMAHANPOBKY
HanpaBuTh B KOMaHAUPOBKY:
TabGenbHbIN
HOMED
(PHO)
(OondcHocmy)
(cmpykmypHoe noopazoeneHue)
(Mecmo KoMaHOUpOBKU (Cmpaua, 20poo, Op2aHu3ays))
KaJIeHJapHBIX

CPOKOM Ha JTHEN
c 2 Il 2
« ” 0 rojaa o “ ” 0 rojaa




e
bIO

KOMaHI[I/IpOBKa 3a CUCT

CpeacTB

OcHoB
aHue:

(cnyarcebHOe 3a0anue, Opyeoe oCHo8anue (Homep, dama))

PykoBoaurennb
OpraHu3annu

C npuxa3om (pacnopsizkeHuem)
03HAKOMJIEH

(OondrcHocmo (noonucy) (pacwugposka noonucu)
)
r
0
2 I
(13 2 0 a
(noonuce
pabomHuka)

3aganmue 5 : 3aMI0JHUTD JIUYHYIO KapTOUKy (popmbl T2, HCIIONB3YS CBOU JIaHHBIE

YHudumumpoBaHHasa oopma Ne T-2
YTBepxaeHa nocraHoBneHnem flockomcrara PO
oT 5 AauBapsi 2004 r. N 1

Kop
®opwma no OKY[], 0301002
no OKIO
HavMeHOBaHWe opraHm3auum
Hata Tabenb- | VMpeHTUMKALMOHHBIN Homep ctpaxosoro | An- Xapakrep Buabl pabotbl Mon (Myxcko#,
cocTaBneHus HbIN Homep cBuaeTenbCcTBa ha- paboTbl (ocHoBHas, nNo XEHCKUIA)
Homep HanoronnarenbLuyka rocyfapcTBeHHoro | BuT COBMECTUTENLCTBY)

NEeHCUOHHOTo
CTpaxoBaHus




JINYHAA KAPTOYKA

pabGoTHUKa
. OBLLUME CBEOEHUA
Homep
TpyLzoBow forosop
nata
1.
damunua ZIVE] OtyecTtBO
2. Hata
poXaeHnA
LeHb, MecsiL, rog, KOA
3. MecTto
poxaeHusi no Okato
4.
paxgaHcT
BO no OKMH
5.  3HaHueg
WHOCTPaHH
Oro A3blka no OKVH
HanmeHoBaHne cTeneHb
3HaHUA
HanmeHoBaHne cTeneHb no OKMH
3HaHUA
6.
O6pasoBaH
ne no OKMH
cpefHee (nosHoe, obliee), Ha4yanbHoe NpodeccuoHanbHoe, cpeaHee
npodeccroHanbHoe, BbiCLLee NpodeccroHanbHoe
HavmeHoBaHWe o6pa3oBaTenbHOro [okyMeHT 06 06pa3oBaHnm, 0 KBanuuKaLmm UM Hanuuum
- ["of oKOHYaHusA
yuypexaeHus crneumnanbHbIX 3HaHWUI
HaumeHoBaHue | cepus Homep
Keanudvkaums no AoKymMeHTy 06
HanpasrneHve unu cneuuanbHOCTb MO AOKYMEHTY
06pa3oBaHnm
no OKCO
HaumeHoBaHne o6pa3oBaTefibHOro [okyMeHT 06 06pa3oBaHum, 0 KBanuduKaLmMm Unm Hanuuum
- ["of oKOHYaHusA
y4qpexaeHus cneumanbHbIX 3HaHUN
HaVMeHOoBaHVe | cepvsi Homep
Keanudukaums no AoKymeHTy o6 HanpaeneHue nnu cneunanbHOCTb MO AOKYMEHT
obpazoBaHuu P = Aoy y
no OKCO
MocneBy30BCck
oe
npocpeccroHa
nbHOe Kop no OKVH
obpasoBaHue acnupaHTypa, agbloHKTYpa, AOKTOpaHTypa

HavmeHoBaHue o6pasosaTesibHoro

yypexaeHus

[okymeHT 06 o6pa3oBaHuK, HOMep, AaTa Bbiaayun

["of, oKOHYaHusA




HanpasneHue nnu cneuuanbHOCTb MO AOKYMEHTY

Kopa no OKCO

Kop,

7.
Mpodeccusa no OKNATP

OCHOBHas

no OKMATP

Apyras

2-a cTpaHuua
ibopmbl Ne T-2

8. Crax
paboTbi Mo
COCTOSIHU
10 Ha

O6Lwwmin OHel MecsL.EeB ner

HenpepsbiB
HbIl nHen MecsiLeB net

[arowmun npaBo Ha HagbaBKy 3a
BbICNYTy net OHew MecsLEB net
9.
CocTosiHn Kop no
e B Opake OKVH
10. CocTaB
CEMbMU:

CreneHb poacTsa (6nvxaiiumve

damunus, Mima, OTyectBa "on poxpenus
POACTBEHHUKMN)

1 2 3

1.

MacnopTt [laTa
Ne: BblOayun

BbigaH

HanMeHOoBaHWe opraHa, BblaaBLlero nacnopt

12. Agpec
mMecTa
XUTENbCTB
a:

Mo nacnopty




dakTnyeckmmn

[aTta
perucrpad,
nm no
MecTy
XKUTENbCTB
a
Homep
TenecoHa |
Il. CBEOEHUA O BOUHCKOM YYETE
|
6.
1. HavnmeHo
KaTteropwus BaHne
3anaca BOEHHOr0
Komwuccap
nata no
2. MecTy
BowuHckoe bKkuTenscT
3BaHNE Ba
3. Cocrtas
(npodunb)
7.
4. MNonHoe Coctout
KogoBoe Ha
0603HauveH BOWHCKOM
ve yyeTe:
a) obuem
(Homep
KOMaHpl,
BYC napTun)
5.
KaTteropwusi
rogHOCTU K
BOEHHOW
9
cneLmanb
cnyxbe HOM
8.
OTMETKa O CHATUM C BOMHCKOrO y4yeTa
PaboTHuk
KagpoBou
CnyX6bl

[OOJXHOCTb

nn4Hada
noanucb

paciumdposka noanvcu

PaboTHuk

nn4yHaa noannucb




3-7 cTpaHuMua
ibopmbl Ne T-
2
lll. IPUEM HA PABOTY U NEPEBOAbLI HA APYI'YIO PABOTY
Hata CTpyKTypHOe HomkHocTb TapudHas cTtaBka (oknag), OcHoBaHue INMuyHas
nopapasaeneHuve (cneumanbHOCTb, HanbaBka, pyo. noanucb
npodpeccus), pa3paa, BRnagenbua
Knacc (kateropus) TpyAoBou
KBanudmKaumm KHUXKMN
1 2 3 4 5 6
IV. ATTECTALUUA
Aara PelieHue kommuccum [oKyMeHT (npoTokon) OcHoBaHue
arTecTaummu
Homep para
1 2 3 4 5
V. NOBbIWEHUE KBAITMOPUKALIUA
fara Bua noBblweHus HanmeHoBaHue LokymeHT (yaocToBepeHue, OcHoBaHue
KBanudmkaumm obpa3oBaTesnibHOro CBUAETENIbCTBO)
yupexaeHusi, MecTo ero
Havyana | okoH4YaHus HaXOMAEHMS HaMMeHOBaHM! para
oby4yeHus | obyyeHus e
1 2 3 4 5 6 7 8
V1. MIPO®ECCUOHAINBbHAA NEPENOANOTOBKA
Oara CneuunanbHoCTb (HanpaBneHue, | loKymMeHT (yaocToBepeHue, CBMAETENbLCTBO) OcHoBaHue
npoceccusi)
Havyana | OKOH4YaHus HavMeHoBaHue HoMmep narta
nepenoa- | nepenoa-
rOTOBKM roToBKMU
1 2 3 4 5 6 7




4- cTpaHuua
cbopmbi Ne T-2
VII. HATPAObI (MOOLPEHUA), TOYETHbLIE 3BAHUA
HanmeHoBaHue Harpaabl (noowpeHns) LOoKkyMmeHT
HauMeHoOBaHue HOMep para
1 2 3 4
VIII. OTNYCK
Bupa otnycka (exxerogHbIi, Mepuopn paboThbl KonuyectBo Darta
Y4YeOHbIN, §e3 CcoXpaHeHus KaneHAapHbIX gHen OcHoBaHMe
3apaboTHOM nNnatbl U Ap.) c no oTnyckKa Havyana OKOHYaHus
1 2 3 4 5 6 7
IX. COUUATIBbHBIE NbIroThl,
Ha KOTopblie pa60T|-wu( nmMeeT NpaBo B COOTBETCTBUU C 3aKOHO4AaTEeNIbCTBOM
HaumeHoBaHue nbrotbl HokymeHT OcHoBaHue
HOMep [arta Bbigauu
1 2 3 4

X. AOMOJIHATEJIbHbIE CBEOEHUA




XI.
OcHoBaHue
npekpaieH
uA
TPyAoOBOro
lporoBopa
(yBOnbHeHM
)

OaTta
YBOJIbHEHUS
" 200_ropa

Mpukas

(pacnopsixke
Hue) Ne oT 200_ropa

PaboTHuK
KagpoBou
CIyXObl / /

AOIMKHOCTb nnYHas paclumndpoBka noanucu
noanucb

Pa6oTHukK

NIMYHas nognucb

Leab paGoTbi: 03HAKOMUTHCS C MOPSAKOM (OPMHUPOBAHUS U BEACHUS JIMYHBIX JeJl paOOTHUKOB B
OpraHu3aLHH.

JInuHoe /1eJ10 - COBOKYITHOCTb JOKyMEHTOB, COJEPKAIIUX CBEACHUS O PaOOTHHUKE U €0 TPYI0BOM
nesitenbHOCTH. DopMUpyeTCs KaApoBOM ciy>kK00i opraHu3aluy mocie U3JaHus MpuKa3a O mpueMe Ha
pabory.

3aBezieHUE JIMYHOTO JieIa Ha pabOTHHKA, 110 00LIeMy paBUIly, HE SBJIseTCS 0053aTeIbHbBIM, TO €CTb,
HET HHMKAaKUX HOPMATHUBHBIX aKTOB, OOS3BIBAIOIIMX K 3TOMY paloToiaTelns, 3a HUCKIIOYEHHEM
denepanbHoro 3akona "O6 ocHOBax rocyaapcTBeHHOM ciyxObl Poccuiickoit ®@eneparun" (Ne 119-D3
ot 31 wurons 1995r.), 00s3pIBaIOIIETO KAIPOBYIO CIY>KOy BECTH JIMYHBIE Jiela Ha TOCYJIapCTBEHHBIX
CITy’KaIllHX.

Bonee Toro B HOpMaTUBHBIX aKTax, kK npumepy "llepedeHb TUIIOBBIX yIPAaBIEHUYECKUX TOKYMEHTOB,
00pa3yloMxcsi B JIeATEIbHOCTH OpraHu3alui, ¢ yKa3aHHEM CpPOKOB XpaHEHHs', YINOMHUHAIOTCS
JIOKYMEHTHI, ""HE BOIIEIINE B COCTAB JIMYHBIX JIeN", a TaKXkKe ""XapaKTepucTruka pabOTHHUKA, HE UMEIOIIETO
auyHoro fena". Takum oOpa3oM, cocTaB JOKYMEHTOB JIMYHOIO Jejla pabOTHHKA HE periaMeHTHPOBaH
POCCUICKMM 3aKOHOJATENLCTBOM M IO CIIOKUBLICHCS TpaguLIUU (MPUBBIYKE) MBI OTTAJIKUBAEMCS OT
MPUHSITON TOCYTapCTBEHHOM CHCTEMBI JI€JI0MPOU3BOJICTBA COBETCKUX BPEMEH.

JIOKyMEHTBI, BKIIOUAaeMbI€ B COCTaB JIMYHOTO JIeN1a, MOKHO (hOpPMAJIbHO pa3/ieuTh Ha:

1. JlokyMeHTBI, IpejocTaBisieMble pAOOTHUKOM U 3aIOJIHSIEMbIE COTPYIHUKOM KaJIpOBOH CITyKObI TpH
oopmieHnun npuema Ha paboTy, K HUM OTHOCSTCS:

- aHkera, aBToOHorpadus, pe3rome;

- JHMYHOE 3asBJICHHE O MPHEeMe Ha paboTy;
- KOIUU JIOKyMEHTOB 00 00pa30BaHUU;

- PEKOMEHAAINN U XapaKTCPUCTUKHU,

- MEIUIIMHCKUE CIIPABKH;

- TPYIOBOM JOTOBOD;

- BBINKCKA U3 TIPUKa3a O preMe Ha padoTy;



BBITTMCKH U3 TIPOTOKOJIOB 00 M30paHUM Ha JOHKHOCTH;
- BBINIKUCKA U3 MIPOTOKOJIA 00 UTOraX KOHKYpCa Ha BAKAHTHYIO JIOJDKHOCTB;

- JIMYHas KapTO4Ka.
2. I[OKYMCHTLI, JOIIOJIHACMBIC B TCUCHUHA pr,[[OBOfI JACATCIIBHOCTH:

- BBIIIMCKHU (KOHI/II/I) M3 IIPHUKa30oB O INOOMIPECHHUNW W HArpaXJACHWHW, HAJIOXKCHHU W CHATHUH
JAUCIHUIINIMHAPHBIX BBBICKaHHﬁ, IEpEeBOAax U NEPEMCIUICHUAX U T. 1.,

- KONUM JOKYMEHTOB, MOJTBEP)KIAIONIMX M3MEHEHUS aHKETHO-OMOorpauyeckux  JTaHHbBIX
(cBHIETENHCTBO O OpaKe WM PacTOpKEHUS Opaka, CBUAETENbCTBO O POKICHUH JIETeH U T. 11.);

- KOIIMKU JOKYMCHTOB 00 06pa3OBaHI/II/I, ITOBBIIICHUHA KBaJ'II/I(bI/IKaI_II/II/I;
- ATTCCTAllMOHHBIC JIMCTHI,
- CJ'Iy}Ke6HHe 3allMCKH, JINYHBIC 3asABJICHUA U O0BICHUTEILHBIE 3aIllUCKU,

- aKThbl, yBEJIOMJICHUS U T. 1.
3. JIoKyMeHTBI O IpeKpaleHUH TPy I0BOrO J0r0BOPA.
Bce 3TH JOKyMEHTBI UMEIOT pa3iW4yHble HOPMATHBHO YCTAaHOBJCHHBIE CPOKH XpaHEHUS Ha
HPEANPUATUH.

OCHOBBIBasICh Ha PaA3IMYUU HOPMATHBHO-YCTAHOBJICHHBIX CPOKOB XPaHEHHS Pa3IMYHBIX BHUJIOB
KaJpOBBIX JOKYMEHTOB, a TakXe Ha TOM, YTO MH(pOpMauus O TPYyJOBOH AEATENbHOCTH pPabOOTHHKA
bukcupyercs B JTUYHOM KapTOUKE, PEKOMEHIYETCSl HE BKIIOYATh B JIMYHOE JEJI0 KOIHMH IPUKA30B
(BBIIMCKH) O NEPEBO/IAX U MEPEMEILCHUSX, OTIyCKaX, MOOLIPEHUAX U T.1.

JIOKyMEHTBI, TOJIIMBAEMbIE B JMYHOE JEI0 pabdOTHHKA B TEUYEHHH CPOKa €ro TpPyJOBOU
JesTeIbHOCTH, JI0JKHBI ObITh BEICTPOCHBI B XPOHOJIOIMYECKON TOCIIEJ0BATEIbHOCTH.

Konmm 1OKyMEHTOB (BBIMMCKW) JIOJDKHBI 3aBEPATHCS pPAOOTHUKAMHU KaJpOBOW  CITY>KOBI.

JIOKyMEHTBI JIMYHOTO Jiejla MOIIMBAIOTCS B MankKy - "aeno". B cooTBeTCTBUM ¢ ompeneseHueM,
3akperieHHoM ['OCT P 51141-98: "JIEJIO" - cOBOKYNTHOCTb TIOKYMEHTOB WUJIU JOKYMEHT, OTHOCSIIUECS
K OJIHOMY BOIIPOCY WJIM YYaCTKY JI€SITeIbHOCTH, IOMEIIEHHBIE B OTACIbHYIO O0JI0XKKY.

O6noxka "ngemna" opopmisiercs B coorBeTcTBUU ¢ TpeboBanusimu ['OCT 17914-72 "O6n0xku 1en
JUTUTENIHOTO XpaHeHus. Tumbl, pa3Mepbl, TEXHUYECKHUe TpeOoBaHus "

Ha 3aBenennoe Ha paboTHuKa "1em0" opopmiisieTcss BHyTPEHHSS OUCh JOKYMEHTOB.

PabGoOTHUKM JOMKHBI MEPUOJMUYECKH OBITh O3HAKOMJIEHBI C BEIYLIMMCS HA HUX JIMYHBIM JEJIOM
(0OBIYHO OJTMH pa3 B TON).
3aganme 1.
3aBecTH ManKy-CKOPOCIIUBATEINb U 3aNIOJTHUTH TUTYJIBHBIN JIUCT JIMYHOTO JeTIa.
3apanue 2. OPopMUTH JTUCT-3aBEPUTENH JIENA.

Jlena nmocTossHHOTO U BpeMeHHoro (cBbiiie 10 j1eT) cpoka XpaHeHHs U 110 JINYHOMY COCTaBy IOCIIe
OKOHYaHUS KaJICHIAPHOTO ToJla, B KOTOPOM OHH 3aBEICHBI, TOJKHBI OBITh IPUTOTOBJICHHI K TIepeaaye B
apxuB. [IpenapxuBHas OArOTOBKA /€ BKJIIOYAET JBE MPOLEAYPhl: OPOPMIICHHE U OITUCAHUE.

OdopmiieHre TPON3BOIUTCS JTUIIOM, OTBETCTBEHHBIM 32 pa0OTy C JOKYMEHTAMHU.

Ha otnensHOM nmcTe-3aBepuTene ycraHoBleHHOH ¢opmbl (ITpunoxenue 9 k m. 3.6.16 OCHOBHBIX
MpaBUJI PabOTHI ApXMBOB OPTaHHM3AINI) COCTABIISCTCS 3aBEPUTEIbHAS HAIIUCh JIMYHOTO JeNla, KOTopast
OTpa)kaeT NpHU HEOOXOJUMOCTH OCOOEHHOCTH €ro (PU3MUYECKOro COCTOSHUS MU (HOpMUPOBAHMS.
[TommuchIBaeTCS JIUCT €TO0 COCTABUTEIIEM.

Oopaszey opopmnenus nucma-3agepumens 1UYHO20 0ena

Bcero npoLlumnTo, NPOHYMEPOBaHO
W CKpen/eHo neyaTbio

( ) nucra(os)

FeHepanbHbIN AUpPeKTOp 31

000 “Opbuta-M”



O6p83HBI BApPHUAHTOB BBIIIOJITHCHHOI'O 3aaHU:
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3apanue 3. OdopMuTe BHYTPEHHIOI OIHKCH
JOKYMEHTOB PaOOTHHKA.

Onuck gomxHa coaepkarb Homep U 3arofioBok (D.M.0.) nenma, K KOTOPOMY OHa COCTaBJISIETCSI.
Jlanee, B TAOJIMYHOM €€ YaCTH MO0 MEePE BKIIOUYCHUS B TAIIKY JIMCTOB, 3aIIOJTHSIFOTCS CBEJICHHS O ITOIIIUTHIX
OnmaHkax. 3/1eCh YKa3bIBa€TCsl HOMEp IO OPSIKY, HHAEKC JTOKyMEHTA (€CIIM OH €CTh), €ro HAMMEHOBAaHHE,
KOJIMYECTBO CTPaHUIl. B KOHIlE crucka HYXHO IH(paMH U NPOMKMCHIO 3alucarh 00IIee KOJIMYECTBO
HpHJIO)KeHHﬁ, a TaxoKe JIucToB omucu. CIIucok oA CBIBACTCA OTBCTCTBCHHBIM JIMIIOM, C YKa3aHHUEM €TI0
JIOJDKHOCTH, JMYHBIX JIAHHBIX, a TaKKe MPOCTABIISETCS nara COCTaBJICHUSI.

Oopaszey enympenneii onucu 1uuHo20 0ena pabomHuKa
BHYTPEHHS S OIIUCH

JIOKYMEHTOB JIMYHOTO jiesna Ne 15

IIpoxynun Urops IletpoBuu

(damunust, Umst, OTuecTBO pabOTHHKA)

Ne | Uupexc Hara 3aroyi0BoK Homep | [dara IIpumeuan
n/ | JOKyMeH JAOKYMEH JAOKYMEHTOB, a BKJIKOYEHU ue
n Ta Ta KpaTKoe coJep:kaHue JIUCTOB | 1
aejia JAOKYMEHTAa

B

JIMYHOE

hi () (0}
1 50'01'201 JInynas kapTouka 1-4 10.01.2019
) 10.01.201 3asiBIICHUE O MPUEME Ha 5 10.01.2019

9 paboty

3 10.01.201 AHKeTa 6-7 10.01.2019

9




10.01.201

Cornacue Ha

10.01.2019

9 pasrnamenue [1]]
5 50'01'201 Komua macmopra 9-10 10.01.2019
6 50‘01 201 Konus MHH 11 10.01.2019
7 ;0‘01 201 Konus CHUJIC 12 10.01.2019
2 50.01.201 Igggﬁ BOCHHOTO | 5 & 10.01.2019
9 5012 | Komms v 16-17 | 10.01.2019
10 50.01.201 gggiiBepeHHﬂBonHTen. 18 10.01.2019
11 50'01'201 3asBIICHUE HA OTILYCK 19 12.07.2019
12 85'02'202 3asBJICHUE HA OTILYCK 20 05.02.2020
13 } 1.01.202 3asBIICHUE HA OTILYCK 21 11.01.2021
14 %9'02'202 ii’;iﬁléﬁn | » 29.02.2021
Uro JTOKYMEHTO

To

14 (YetblpHaauaTh)

(unpamu 1 IPONUCHIO)

B




KomnuyectBo ~ JIMCTOB ~ BHYTpEHHEMN
ONUCH 1 (onun)

(uMdpaMu U MPOIUCHIO)

Wucnektop otena kaapoB Pomanosa O.I1
(moamuce) (pacmmdpoBKa MoAMKMCH)

29.02.2021

(mara)

Oopazey ohopmaenus mumyibHo20 JTUCmMa TUUHO20 0e1a padOmMHUKA

OO0uiecTBO € OrpaHU4YeHHO 0TBeTCTBeHHOCTHI0 KOPBUTA-M)»

JUYHOE JEJIO Ne
damunus
Nms
OTtuyecTBO

Hauaro: « » 20 T.
OKOHYEHO: « » 20 T.
rog
XPAHUTb JNNET

IpakTuyeckoe 3ansitue NeS. OdopmJiieHue 10roBopoB.
Tema 2.4 JloroBopHO-nIpaBoOBasi JIOKYMEHTALMSA



Leap paGoThbi: HayuuThCs 3aMOJHATH U OQOPMIIATH TPYAOBOI JOTOBOP, AOTOBOP KYIUIM-TIPOJIAXKH,
JIOTOBOP MOCTaBKH; MPUOOPECTH HABBIKK B COCTABICHUH M O(DOPMIIEHUU JAHHBIX JOTOBOPOB:PEKBUBUTHI
JI0rOBOpA, IpaBa U 00513aHHOCTH CTOPOH, OTBETCTBEHHOCTH CTOPOH.

IMosicHenus k padore:

Il()l"OBOp =9TO COIJIAalICHUEC ABYX HJIM HCCKOJIbKUX JINI] 06 YCTaHOBJICHHUU, UBMCHCHHHU WUJIN IIPCKPAILICHUN
Ipa)XIaHCKHUX IIPaB U 00s3aHHOCTEH.

TpynoBoii 70roBop - 3TO MUCHMEHHOE COTJAIICHHE MEXIy paOOTHHKOM M paboTojmaTtesieM, KOTOpOe
YCTaHABIIMBAET UX B3aMHbIE MPaBa U 00S3aHHOCTH.

JloroBop KyIUIM-POJAKH - 5TO 3TO COTJIALICHUE, TPH KOTOPOM OJIHA CTOPOHA (IIpoAaBell) 00sa3yeTcs
nepeaTh ToBap B COOCTBEHHOCTD JIPYTroii CTOpOoHE (MOKYIATEN0), a MOKyHaTelb 00s13yeTcs MPUHATH 3TOT
TOBAp U 3aIJIATUTh 3a HETO ONPEACIEHHYIO IEHEKHYI0 cyMMYy (LIEHY).

JloroBop MOCTAaBKM - TPU3HAETCS TaKOW JOrOBOp KYIUIM - MPOJAXH, MO KOTOPOMY IIPOJAaBell
(TIOCTABIIMK), OCYIIECTBISIIOIINA TMPEANPUHAMATEILCKYIO JIEATEIBHOCTh, OO0s3yeTcs TNepenarh B
0OyCIIOBJICHHBIII CPOK WM CPOKH, MPOU3BOJMMBIC WM 3aKyllaeMble MM TOBaphbl MOKyHaTeNO s
HUCIIOJIb30BaHUA B HpGHHpHHHMaTCHBCKOﬁ JACATCIIbHOCTHU HUJIM B MHBIX I ECIAX, HC CBA3aHHBIX C JIMYHBIM,
CEMEMHBIM, IOMAIIHUM U UHBIM MTOI00HBIM HCIOIb30BAaHUEM.

3aganue 1: CocTaBUTh TPYAOBOM TOTOBOP HAa BHOBb IPUHATOTO pabOTHHUKA.
®UO Msanos Cepreit UBanoBuu 24.04.1983 ron poxaeHusl.

Anpec: r. Jluneuk, yi. Jlenuna 11, kB 3.

JIOJKHOCTB: MEHEDKEP IO MPOoJaKam.

OxkJia cOryiacCHO ITaATHOMY PACIIHCAHUIO.

Hara npunsitus 12.04.2021 r.

TPYJIOBOM JOT OBOP
¢ MEHEIKEPOM I10 MPOIAKaAM
(OeccpouHbIii, C ycI0BUEM 00 UCIIBITATEIBHOM CPOKE)

, IMeHyeM__B najbHeimem "Padorogarens", B muie
(HanMeHOBaHHNE OPTaHU3AIIH)
, IEACTBYIOILL Ha

(momxHOCTH, ©.1.0.)
OCHOBaHUU s c OJTHOM CTOPOHBI, u rpaXkIaHUH PO

(®.1.0.)
HMEHYEM B fanpHeimeM "PaboTHUK", ¢ Apyroi CTOPOHBI, 3aKIFOUMIN HACTOSAIINH TOTOBOP O HIKECIEIYIOIEM:

1. ITIPEAMET JOI'OBOPA

1.1. Paboronarens mopy4aer, a PaboTHUK npuHMMaeT Ha ce0sl BEIOJIHEHNE TPYAOBBIX ~ OOS3aHHOCTEH B JJOJDKHOCTH
MeHeKepa 10 MHpoja)xkaM B

(HauMeHOBaHHE CTPYKTYPHOTO TOAPA3ICIICHUS)
1.2. PaboTa 1o HacTOSIIEMY JOTOBOPY SIBIsieTCs Uit PAOOTHHKA OCHOBHOM.

1.3. Mectom paboThI PaboTHuKa SIBIISICTCS ouc OpraHu3aInH, PaCTIOIOKEHHBIN o ajipecy:

14.B HeJIaX NpoOBEPKU COOTBETCTBUA KBaJ'II/I(i)I/IKaHI/II/I PaboTHuKa 3aHUMaeMOM JOJDKHOCTH, €I'0 OTHOIICHUSA K HopyqaeMoﬁ
pa60Te, Pa6OTHI/IKy YCTaHaBJIMBACTCA HCIBITATSIbHBIN CPOK, ONPpOAOJIDKUTEIbHOCTBIO ( ) Meciana, C
MOMCHTA Haydajia pa6OTBI, YKa3aHHOT'O B II. 2.1 HaCTosAIIEero JoroBopa.




1.5. Tpyn PaGoTHHMKa TIO HACTOSIIEMY JOTOBOPY OCYIIECTBISECTCS B HOPMAJBHBIX YCIOBHUSAX. TpYyIOBBIE OOSI3aHHOCTH
PaboTHHKa HE CBS3aHBI C BBIIOJHEHUEM TSDKENBIX paboT, paboT B MECTHOCTSX C OCOOBIMH KIMMATHYCCKHMU yCIOBHSMH,
paboT ¢ BpeAHBIMH, OTTACHBIMH U HHBIMH OCOOBIMH YCIOBUSAMH TPYAA.

1.6. PabOTHNK TIOAYMHSAETCS. HEIOCPEACTBEHHO

2. CPOK JIEMCTBUS JOT OBOPA

n

2.1. PabOTHHK HODKEH MPUCTYIHTH K BHITIOJHEHUIO CBOUX TPYIOBBIX OOs13aHHOCTEH ¢ " I.

2.2. Hacrosmiuii 70roBop 3akIt04eH Ha HeoNpeAeIEeHHBINH CPOK.
3. VCJIOBUA OIVIATEI TPYAA PABOTHUKA

3.1. 3a BoImonHEHHWE TPYAOBBIX 00s3aHHOCTEHl PaOOTHHKY ycTaHaBIMBAaeTCS MOJDKHOCTHOW OKJIAA B pa3Mepe
( ) pyOueit B mecsiIL.

3.2. PaboromaTeneM yCTaHABIMBAKOTCS CTUMYJIMPYIONIHNE M KOMIICHCAIIMOHHBIC BBIIUIATHI (JOIUIATHI, HAJA0ABKU, IPEMUH U
n

T.11.). Pa3mMepsl 1 yclioBus TakuX BBIIUIAT onpeaeseHs! B [1o10XeHnn 0 TpeMupoBaHuy PaOOTHUKOB , C
KOTOpBIM Pa0oTHHK 03HAKOMIICH NPH MOJIMCAHUU HACTOSIIETO IOTOBOPA.

3.3. B caywyae BemonHeHUsS PaOoTHMKOM Hapsiry cO CBOEH OCHOBHOW pa®OTOl MOMONHUTENBHONH pabOTHI MO Ipyroit
JTIOJDKHOCTHU WM UCTIOJTHEHHSI 00s3aHHOCTEH BPEMEHHO OTCYTCTBYIOIIETO pabOTHHKA 0€3 0CBOOOXKICHHS OT CBOCH OCHOBHOI
paboThl, PAOOTHHUKY MPOU3BOIAMTCS IOIUIATA B pa3Mepe _ % OKJIajga Mo COBMENaeMOM TOKHOCTH.

3.4. CBepxypouHas paboTa OIIauYMBacTCs 3a MEPBHIC JBa Yaca paboTH B MOJIYTOPHOM pa3Mepe, 3a MOCIEAYIOINe Yack - B
nBoitHOM pasmepe. [1o xenanuro PaGoTHuKa cBepXypouHasi paboTa BMECTO MOBBIIIEHHON OIUIAThI MOXET KOMIIEHCUPOBATHCS
MIPEOCTABICHIEM JONOJTHUTEIEHOTO BPEMEHH OTIbIXa, HO HE MEHEee BPEMEHH, OTPAOOTaHHOTO CBEPXYPOUHO.

3.5. Pabora B BEIXOHOM 1 HepabOUHil Mpa3MHHYHBIN ICHb OIJIAYMBACTCS B pa3Mepe OJAUHAPHON YaCTH JIOKHOCTHOTO OKJIaza
3a JeHb WK 4Yac paboThl CBEPX JOJDKHOCTHOTO OKJIaja, eciii padoTa B BBIXOJHOW WM HepaOOuWi NMpa3JaHUYHBIN JIeHb
IIPOM3BOIMIIACH B TIPEJIeNIaX MECSIHOW HOPMBI pab0Uero BpeMEHH, U B pa3Mepe IBOWHOM 4acTH JOIDKHOCTHOTO OKJIaJia 32 JICHb
WK 9ac paboThI CBEPX JODKHOCTHOTO OKJIAZa, €cJii paboTa MPOM3BOAMIACH CBEPX MECSIYHOI HOPMBI pabodero BpemeHH. 1o
xenanuro PaboTHNKa, paboTaBIIEro B BBIXOXHON WM HEpabounii pa3IHIYHbIA IeHb, EMY MOXKET OBITh IIPEIOCTABIICH APYTOi
JIeHb OT/IbIXa. B 3TOM ciydae paboTta B BRIXOAHON MM HepaOoumii pa3THUYHBIHN JIEHb OIUIauYMBAETCS B OJJMHAPHOM pa3Mepe,
a JIEHb OT/bIXA OIUIATE HE MOAJIEIKUT.

3.6. 3apaborHas 1uiata PabGoTHHKY BBIIIaUMBAaeTCA IyTeM BBIJAYM HAJIMYHBIX JIEHEKHBIX CPEACTB B Kacce PaboromaTens
(BapuaHT: myTeM OE3HAJIIMYHOTrO MepeyuucieHus Ha cyer PaboTHuMka B OaHKe) B CPOKHM, YCTaHOBJEHHbIe [IpaBuiamu
BHYTPEHHET0 TPYJOBOTO pacIopsIKa.

3.7. 13 3apaboTHOi1 1uiaTel PaO0THHKA MOTYT IMIPOU3BOIUTHCS yICPKaHHS B CIIy4asiX, IPEIyCMOTPEHHBIX 3aKOHOIATEITHCTBOM
Poccuiickoit ®enepanum.

4. PEXXM PABOYEI'O BPEMEHU U BPEMEHU OTABIXA
4.1. PabOTHHKY yCTaHaBJIMBACTCS ATUIHEBHAS paboyasi HeJlelsl C IBYMsI BBIXOIHBIMH JTHSIMHU - Cy000Ta U BOCKpECEHbE.
4.2. PabOTHHKY yCTaHABIUBACTCS -4acoBOH PabOYMii ICHB.

4.3. Bpems Hauana paboTHI:

BpCMSI OKOHYaHHUsA pa60T1,1:

4.4. B teuenue pabouero aHs PaboTHUKY ycTaHaBIMBaeTCs NepephIB AL OTAbIXA U IIUTAHUS C yac. [lo yac.,
KOTOPEI B pabouee BpeMst HE BKJIIOYAETCS.

4.5. PaOOTHHMKY NpENOCTaBISIETCS] €KETOAHBIH OIUIAYMBAEMBIH OTIYCK IPOJOIDKHTEIHLHOCTHIO (me menee 28)
KaJeHJapHBIX THEH.

[IpaBo Ha MCHONB30BaHHME OTIyCKa 3a MEPBBIA rof pabOTHl BO3HMKAET y paOOTHHWKA MO MCTEUCHHWH IIECTH MECSIEB €ro
HENpepbIBHOI paboThl y naHHOro padoronaress. [1o cornameHnio CTOPOH OIUIaYMBAaeMBbIi OTIycK PabOTHHKY MOXeT ObITh
MIPEJOCTABIICH | J0 HCTEUYEHHUS ImecTh MecsaleB. OTIyCK 3a BTOPOI U OCIEAYIOMIHE TOABI pabOThI MOXKET IIPEJOCTABISATHCS B
mo0oe BpeMst pabodero roga B COOTBETCTBUH € IPa)IKOM OTITYyCKOB.



4.6. Ilo ceMeHHBIM OOCTOATENBCTBAM U JIPYTHUM YBaXUTCIBHBIM NpHYMHAM PaOOTHHKY Ha OCHOBAHMH €TO IHMCHMEHHOTO
3as1BJICHHS MOJKET OBITh NPEIOCTaBIICH OTIyCK 0€3 coOXpaHeHUs 3apab0THOM IUIATHl IPOIODKUTEILHOCTBIO, YCTAHOBICHHON
TPYZIOBBIM 3aKOHOAATeNbCTBOM Poccuiickoii ®enepauvn u IlpaBunamMu BHYTPEHHETO TPYIOBOIO pacHopsiaka
n

5. ITPABA U OBA3AHHOCTU PABOTHUKA
5.1. PaGoTHuK 00s13aH:
5.1.1. 1oO6pOCOBECTHO HCIIOTHSTH CIEIYIOIINE TOJDKHOCTHBIC 00S3aHHOCTH!

- OoCymeCTBIATh 3(P(EeKTHBHYI0 M palMOHAJBHYIO OpPraHH3aLMI0 MNPOoAaX (peasu3aunny) NPOIYKLUUHM MPEATPUSTHS,
OpraHH3aIMIO €€ MOCTABKH MOTPEOUTEIIM B CPOKH U 0OBEME B COOTBETCTBUH C 3aKa3aMH M 3aKJIFOYEHHBIMHU JIOTOBOPAMHU;

- obecnieunBaTh ydacTHe OT/AENa MpoAax (cObITa) B MOATOTOBKE MPOTHO30B, MPOCKTOB MEPCIEKTUBHBIX W TEKYIIUX IUIAHOB
MIPOM3BOJICTBA U PEATM3AINH MPOIYKIUH, TIPOBEACHNH MapKETHHIOBBIX MCCIIEAOBAHUH IO N3yUCHHUIO CIIPOCA Ha MIPOTYKIUIO
MPEATIPUATHS, IEPCIEKTUB Pa3BUTHUSI PHIHKOB COBITA;

- OPTaHU30BHIBATH MOJATOTOBKY W 3aKJIIOUEHHE JOTOBOPOB HA IMOCTABKY NMPOIYKIUHU IMOTPEOUTEISIM, COTIIACOBAHNE YCIIOBHMA
IMOCTABOK;

- BO3IJIABJIATH pa60Ty IO COCTAaBJICHUIO IUIAHOB IMOCTAaBOK W HX YBA3KY C IJIaHAMH IIPOU3BOJACTBA C ILCIIBIO obecrieueHust
IIOCTaBKH TOTOBOM NPpOAYKIIMM B CPOKH, MO HOMCHKIIATYPC, KOMIUICKTHOCTU W KAa4YC€CTBY B COOTBCTCTBUM C 3dKa3aMU H
3aKJIFOYCHHBIMU JOT'OBOPAMU;

- IPUHUMATh MEPBHI MO OOECIIEUYEHHIO BBIMOJIIHEHHUS IUIAHA MPOJAAX MPOAYKINH, CBOCBPEMEHHOMY IOJYYEHHIO 3aKa30B Ha
MIOCTAaBKY NMPOAYKIINH;

- KOHTPOJIMPOBATH BBIIIOJTHEHHEC 3aKa30B, JOTOBOPHbBIX O6$[33T€JILCTB, COCTOSIHHE 3aI1acOB TOTOBOM MMPOAYKINHU Ha CKJIaaax;

- OpraHH30BBIBaTh IMPHUEMKY TOTOBOM NPOAYKIMH OT INPOU3BOJCTBEHHBIX IOJPA3JCiICHUI NPEANPHUATHS Ha CKIAJbI,
paLOHANIBHOE XPAaHCHUE M MOATOTOBKY K OTIPABKe MOTPEOUTEINSIM, HaHHBIC OOSM3aHHOCTH OTHOCSTCS K 3aBEIyIOLIEMY
CKJIaJIOM - KBaJIM()MKAIIMOHHBIH cripaBo4HUK yTB. [locraHoBnennem Munrtpyna PO N 37 or 29.04.08 .

- OCYULIECTBJIATh Pa3pabOTKy U BHEAPEHHUE CTaHAPTOB MPEIPUATHS II0 OPTaHU3AIH XPAHEHHS, CObITa U TPAHCIIOPTUPOBKU
TOTOBOHM TMPOAYKIMH, a TaKKe MEPOIPHATHH IO COBEPUICHCTBOBAHWIO COBITOBOW ceTH, (OpM ITOCTaBKH TPOIYKIHUH
MOTPEOUTENSIM, COKPAIIIEHHIO TPAHCIIOPTHBIX 3aTpaT, CHIDKEHHIO CBEPXHOPMATHBHBIX OCTaTKOB T'OTOBOM MPOAYKIHMH U
YCKOPEHHIO COBITOBBIX OTEpaIluii;

- IPUHHMMAaTb YYacTHE B OpPraHU3alUHU BBICTABOK, SIPMAPOK, BBICTABOK-NPOJAXX U IPYIMX MEPOIPHUATUAX IO DPEKIaMe
HIPOLYKIUY NIPEANIPUATHUS;

- OPraHU30BBIBATH ONITOBYIO TOPIOBIIIO BBIITYCKAaEMOU IPOLYKIMEH;
- IPUHUAMATB MEPHI [0 0OECIIEYEHHIO CBOEBPEMEHHOTO ITOCTYIUICHHS IEHEKHBIX CPEJICTB 32 PEATM30BaHHYIO POILYKIIHIO;

- Y4acTBOBaTh B PACCMOTPEHMH IOCTYHAIONMX Ha IMPEAUpUATHE NPeTeH3WH MoTpeOHTeneld M NMOATOTOBKE OTBETOB Ha
IIPEABSIBICHHBIE HCKH, A TAKXKE MPETEH3MI OTPEOUTEIISIM TP HAPYIICHUN UMH yCIOBHH JOTOBOPOB;

- obecrieuynBaTh y4eT BBINOJHEHHUS 3aKa30B M JIOTOBOPOB, OTTPY3KH M OCTATKOB HEPEaTM30BaHHON TOTOBOW MPOIYKIHH,
CBOEBPEMEHHOE 0(OpMIIEHHE COBITOBOM JOKyMEHTAIMH, COCTABICHNE NPETyCMOTPEHHOW OTUYETHOCTH 1O Mpojaxe (COBITY,
IIOCTaBKaM), O BEITIOJIHEHUH TUIaHA MTPOJAXKH MPOIYKIIUH.

5.1.2. Cobmonats [IpaBuia BHyTpeHHETO TPYAOBOTO pacropsiaka " " ¥ MHbIE JIOKAJIbHbIE HOPMATHBHBIE aKThI
PaboTonatens.

5.1.3. CobmogaTh TPyAOBYIO TUCIUILINHY .
5.1.4. Cobmronath TpeOoBaHU MO0 OXpaHe TpyAa U 00ecreueHnI0 0€30MacHOCTH TPY/a.
5.1.5. BepexxHo oTHOCHTBCS K MMyIIecTBY PaboTonareins u Apyrux pabOTHHKOB.

5.1.6. HesamennurensHo coobmars Paboronarento 100 HENOCPEICTBEHHOMY PYKOBOJIUTEINIO O BOSHUKHOBEHUN CUTYAIlHH,
MIPECTaBILIONMIEH yIpo3y )KU3HU U 3/I0POBBIO JIO/IEH, COXpaHHOCTH UMymiecTBa PaboTomarerns.



5.1.7. He nmaBaTh WHTEpPBBIO, HE MPOBOJUTH BCTPEUM W TEPETOBOPHI, KacarolIuecs IeATeIbHOCTH PaboTtomatens, Oe3
[IPEeIBAPUTENILHOTO pa3pelieHns PYKOBOCTBA.

5.1.8. He pasrmamarte cBeIEHHS, COCTABILIIONIMNE KOMMepYecKylo TaiHy Paboromatens. CBeneHHs, SBISAIOIIUECS
KoMMepuecKoii TaitHoit PaboTonmaTens, onpenenens! B [TonoxeHnn o KoMMepUecKo TaifHe " "

5.2. PaboTHHK IMeeT IpaBo Ha:
5.2.1. IlpenocraneHue eMy paboThl, 00yCIOBICHHOW HacTOAIIMM J[OrOBOpOM.

5.2.2. CBoeBpeMEHHYIO M B TIOJIHOM O0BbeMe BBIIUIATY 3apabOTHOH IUIaThl B COOTBETCTBUU CO CBOeH KBasnduKaruei,
CJIO’KHOCTBIO TPY/a, KOJIMYECTBOM U KaYeCTBOM BBINOJHEHHOH paboOTHI.

5.2.3. OTxpIX, B TOM 9HCJIE Ha OIIAYMBACMBIN €KETOJHBIH OTIYCK, €XCHEIebHBIC BEIXOIHBIC THH, Hepabouue mpa3THIIHbIC
JIHH.

5.2.4. O6s13aTenpHOE COIMANBLHOE CTPaXOBaHKE B CITyYasiX, IPeAyCMOTPEHHBIX (heiepantbHbIMK 3aKOHAMU.

5.2.5. Vlnple mpaBa, yCTaHOBJICHHBIC JEHCTBYIOIINM 3aKOHOAAaTENECTBOM Poccuiickoit Denepariim.

6. IIPABA 11 OBA3AHHOCTU PABOTOOATEJLA
6.1. PaGoroaTens 00s3aH:

6.1.1. CoGumonarh 3aKOHBI ¥ MHbIE HOPMATHBHBIC MPABOBBIC AKTHI, JIOKATbHBIE HOPMATUBHBIE aKTHI, YCIOBUS HACTOSIIETO
Jorosopa.

6.1.2. IIpenocraBnats PaboTHHKY paboTy, 00yCIOBICHHYIO HACTOSIINM J{0TOBOPOM.

6.1.3. ObecnieunBaTh PaboTHHKA 000pyIOBaHHEM, TEXHIUECKOW JOKyMEHTANEH U MHEIMH CPEACTBAMHU, HEOOXOIUMBIMH IS
UCTIOJTHEHHUS UM TPYIOBBIX 00S3aHHOCTEH.

6.1.4. BpimiauuBaTh B MOJHOM pa3Mepe NpHYHTAIOUIyIOCs PabOTHHKY 3apaboTHYIO IUIaTy B CPOKH, yCTaHOBJICHHbBIE
[IpaBuiaaMu BHYTPEHHETO TPYAOBOTO PACIOPSAKA.

6.1.5. ObecnieunBatTh OBITOBBIC HYK /bl PaOOTHHKA, CBSI3aHHBIE C HCIIOJIHEHUEM MM TPY/IOBBIX 0053aHHOCTEH.

6.1.6. OcyuiecTBisTh 00s3aTeNIbHOE COLMANILHOE CTpaxoBaHHe PabOTHHMKa B IMOpSIKE, YCTAHOBJICHHOM (e/iepalibHbIMU
3aKOHAMH.

6.1.7. UcnonHATE MHBIE 0053aHHOCTH, yCTAHOBJICHHBIC ISHCTBYIOIINM 3aKOHOAATeNbCTBOM Poccuiickoit eneparum.
6.2. PaboTomaTens MeeT IpaBo:
6.2.1. Ioompsts PaboTHHKa 32 T0OOPOCOBECTHBIN () (PEKTUBHBIN TPY/I.

6.2.2. TpebGoBate 0T PaboTHHKa HCIOJHEHHS TPYAOBBIX OOS3aHHOCTEH, ONpENeNeHHBIX B IODKHOCTHOM HHCTPYKIHUH,
OepeKHOro OTHOIICHUS K UMYLIeCTBY PaboTonartesns u Apyrux pabOTHHKOB, COOIOICHUS [IpaBui BHYTPEHHETO TPYIOBOTO
pacropsiika.

6.2.3. TlpuBnekats Pa0oTHMKA K IUCIMIDIMHAPHOM M MaTepUAIBHOH OTBETCTBCHHOCTH B TMOPSIKE, YCTaHOBICHHOM
JIEHCTBYIOIIMM 3aKOHOAaTenbCcTBOM Poccuiickoilt @enepanuu.

6.2.4. IlpyHUMATh JOKAIFHBIE HOPMATHUBHEIE aKTHI.

6.2.5. OcymiecTBIsAT, WHBIE TpaBa, MPEIyCMOTPEHHBIE IEHCTBYIOIMM 3aKOHOJATENLCTBOM Poccuiickoit ®Deneparum,
JIOKaJIbHBIMA HOPMAaTUBHBIMU aKTaMH.

7. COOMAJIbBHOE CTPAXOBAHUE PABOTHUKA

7.1. PaGOTHHK NOJUICKUT COLMAIBHOMY CTPaxXOBAHWIO B IOPSAIAKE M HA YCIOBHSAX, YCTAaHOBJICHHBIX JEHCTBYIOIIMM
3aKoHoAaTenbcTBOM Poccuiickoit @enepanumu.



8. TAPAHTHU U KOMIIEHCAITNN

8.1. Ha mepuon nefictBus Hactosmero /JoroBopa Ha PaboTHHKa pactipoCcTpaHIOTCS BCe TApaHTHH U KOMITCHCAIINH,
MIpeyCMOTPEHHBIE TPYIOBBIM 3aKOHOAaTeNbCTBOM Poccuiickoit denepannu, J0KaIbHBIME akTaMu PaboTomaTens u
HACTOSIIIIUM JI0TOBOPOM.

9. OTBETCTBEHHOCTBH CTOPOH

9.1. B cimy4yae HEHCITOTHEHNUS MITH HEHA/IJIS)KAIIIET0 HCIIOMHEHNSI PaOOTHHKOM CBOHX 00sI3aHHOCTEH, YKa3aHHBIX B HACTOSIIEM
JIOTOBOpE, HAPYIICHHUs TPYIOBOTO 3aKOHOMATEIhCTBA, [IpaBHi BHYTPEHHETO TPYAOBOTO pacmopsaka PaboromaTens, MHBIX
JIOKaJHHBIX HOPMATHUBHBIX akTOB PaboTomartens, a Takxke NmpudrmHEHUs PabotomaTtemo maTtepHaibHOTO yiiepba OH HeceT
TUCIHATUTMHAPHYTO, MAaTePHAIbHYIO 1 HHYIO OTBETCTBEHHOCTD COTJIACHO TPYJOBOMY 3aKOHOAATENHCTBY PD.

9.2. PaboTHHK HeceT MaTepualbHyI0 OTBETCTBEHHOCTH B pa3Mepe MPSIMOTO JEHCTBHTENBHOTO ymiepOa, HEMOCPEACTBEHHO
npuunHeHHoro uM PaboTosmatento (B TOM 4YHMClIe WMYIIECTBY TPEThUX JIMI, HaxoJnsllerocs y paboronarelns, eciu
paboTonarens HECEeT OTBETCTBEHHOCTh 32 COXPAaHHOCTH 3TOI'0 MMYIIECTBA), 4 TAK)KE B Pa3Mepe 3aTpaT JHO0 M3IHIITHNX BHIIIIAT
Ha MIpHOOpPETEHNE, BOCCTAHOBJICHHE NMYIIECTBA IMOO Ha BO3MEILICHHUE yIepOa, MPUINHEHHOTO PaOOTHHKOM TPETHHUM JIMIIAM
(ct. 238 TK PD maet TounyI0 (GOpMYITHPOBKY OTBETCTBEHHOCTH PaOOTHHUKA. )

9.3. Paboromartenr HeceT MaTepHalbHYI0O WM WHYK OTBETCTBCHHOCTH, COTJIACHO JCHWCTBYIOIIEMY 3aKOHOIATCIHCTBY
Poccuiickoit ®enepanum.

9.4. B ciyuasx, mMpenycCMOTPCHHBIX B 3aKkOHe, PaboTonarenp 00s3aH KOMIICHCHPOBAaTh PabOTHUKY MOpAJbHBIN Bpe,
MIPUYHMHECHHBIN HEIIPAaBOMEPHBIMU JIeHCTBHAME 1 (WTH) Oe3neiictBueM PaboromaTers.

10. TIPEKPAIIIEHHME JIOI'OBOPA

10.1. Hacrosimmii TpyIOBOW JOrOBOpP MOXET OBITH NpPEKpalieH MO OCHOBAHHSIM, MPEIyCMOTPEHHBIM IEHCTBYIOUIUM
3aKoHoAaTenbCcTBOM Poccuiickoit @enepanum.

10.2. Bo Bcex citydasx AHEM yBOJbHEHUs PaboTHUKA SBISCTCS MOCIEAHUN JCHb €r0 pabOThI.
11. BAKJITFOUYUTEJIBHBIE TTOJIOXKEHU A
11.1. YcnoBus HACTOSIIETO TPYAOBOTO JOTOBOPA HOCAT KOH(GUACHIIUATBHBIN XapaKTep U pa3riallcHUO He TOJIeKar.

11.2. YcroBusi HaCTOSIIIIETO TPYAOBOTO JIOTOBOpPA MMEIOT O0S3aTENbHYIO OPUIUYECKYI0 CHIIY Ui CTOPOH C MOMEHTa €ro
MOJIMUCAHUS] CTOPOHAMU. Bce u3MeHeHUs U IOTOMHEHHSI K HACTOSIIEMY TPYIOBOMY JOTOBOPY O(DOPMIISIFOTCS IBYCTOPOHHHM
IIMCBbMCHHBIM COTJIAIICHUCM.

11.3. Crnopsl MeXIy CTOpPOHAaMH, BO3HMKAIOIIWE IPH HCIOJHEHHWH TPYJOBOTO JIOrOBOPA, PACCMATPHBAIOTCS B TIOPSAKE,
YCTaHOBIIEHHOM J€HCTBYIOIUM 3aKOHOAATeNbCcTBOM Poccuiickoit denepanui.

11.4. Bo BceM OCTagbHOM, YTO HE MPEITYCMOTPEHO HACTOSIIMM TPYZOBBIM JOTOBOPOM, CTOPOHBI PYKOBOJCTBYIOTCS
3aKoHOAATeNbCTBOM Poccuiickoil @enepanuu, peryampyomyM TPy J0Bble OTHOIICHUSI.

11.5. JIoroBOp COCTaBIICH B ABYX 9K3eMIUIIpax, IMEIOIINX OJANHAKOBYO IOPUINUYECKYIO CHITY, OJMH M3 KOTOPBIX XPAHHUTCS Y
PaGoronarens, a npyroii - y PaboTHuka.

12. PEKBU3UTHI CTOPOH

12.1. PaboTomareins: ,

IOpUANYECKUHN ajipec: s

(akTHuecKuii agpec: ,

NHH , KIIIT , Plc

B , BUK

12.2. PaboTHuK:

nacropT: cepus HOMEp BbIJIaH




T., Ko noApas3aciicHUAd 5

3aperucTpUpoOBaH(a) Mo aapecy:

13. IIOAIMNCHU CTOPOH
Paboronarens: PaborHuk:

/ / / /

3aganue 2: PaccMOTpeTh M 3all0JHUTH JIOTOBOP IIOCTABKM TOBAapHO-MAaTEpUaIbHBIX LIEHHOCTEH. UYeMm
noroop nocraBku TMLI oTiinyaercst OT 0OBIYHOTO JAOrOBOpa MOCTaBKU? 3alOIHUTD, MPEAT0KEHHBIH,
obpasern goroBopa nocraBku TMII. PekBU3UTHI BTOPOIi KOMITAHUHU BHIOPATh HAa CBOE YCMOTPEHHUE.

JOI'OBOP Ne
NOCTABKH TOBAPHO-MAaTEPUAJIBHBIX LIEHHOCTEi

r. TroMeHb «_» 202 1.

AxuuoHepHoe o0umecTBO «Ypajao-Cudupckass Temnodneprerudyeckas kommnanus» (AO «YCTIK»),
nMeHyemoe B nansHeimem «IIpomaserpy, B nuile reHepaabHoro aupekropa Ilepexansckoro Asnexcanapa EBrenbeBnda
JEUCTBYIOLIETO HA OCHOBAaHUH Y CTaBa, C OJHOW CTOPOHBI, U
MMEHyeMoe B nanpHeieM «Ilokynarensy,

B JIMLE , IeIICTBYIOILEr0 Ha OCHOBAHUU , C Ipyroil CTOpOHBI, BMECTE
nmeHnyemble « CTOpOHBI», a IO OTAEABHOCTH « CTOPOHay, 3aKIIF0UYMIN HACTOSIIUHI JIorOBOp O HIKECIIEAYIOIIEM:
1. MIPEAMET JOI'OBOPA

1.1. B pamxax Hacrosimero Jlorosopa IIponaBern o6s3yercs nepenats B coocTBeHHOCTH [Tokymaremnto
TOBapHO-MaTepuaIbHbIe LEHHOCTH (namee mo TekcTy — TMII), KoaudecTBO, aCCOPTUMEHT W CTOMMOCTH KOTOPBIX
ykaspiBarotes B [Ipmnoxxernn Ne 1 k HacTosmmemy JloroBopy, a [lokynarens 00s3yeTcst puHAT U oruiatuth TMI] Ha
yCJOBUSIX HacTodlero Jlorosopa.

1.2. TMII nmpunaanexxut IlponmaBily Ha mpaBe COOCTBEHHOCTH, HE 3aJI0KE€HA, HE apecTOBaHa, HE
SABIACTCA NMPEAMETOM UCKOB TPETHUX JIUII.

2. YCJIOBUA TTOCTABKH U TOPAAOK PACUETOB

2.1. IMocraBka TMI[ ocymecTBusieTcss myTeM ee oTrpy3ku (mepenaun) Ilokymarenro co ckiazga
IIpoxaBua, Haxomsmierocs mo aapecy: r.Tromens, yin. XapbkoBckas, 81A/yn. Opmecckas 8, B TeueHue S5 (msiTu)
KaJeHJapHBIX JHEW C MOMEHTA MOCTYILUIEHUs] JEHEXKHBIX CPEJCTB Ha pacueTHsI cueT [Iponasna

Ocmortp u mpuemka TMI] nomxHa oCyIIecTBIATECS HpeacTaBuTeneM llokymarens, UMEIOMUM HaJIexaIie
YAOCTOBEPEHHBIE IIOJIHOMOYUS, 110 MecTy OoTrpy3ku TMII.

2.2. Bwmecre ¢ TMII IIpoxasen nepenaer IlokymnaTento ToBapHyto Haknaanyio 1o ¢popme TOPT-12 u
cuer-pakTypy, opOpMIICHHBIH B COOTBETCTBHH ¢ TpeOoBaHusmu cT.169 Hamorooro kogekca P® u mpaBmiamu,
yrBepxkaeHHbIMU [TocTanoBnenueM I[pasurenscta PO ot 26.12.2011 r. Nel1137.

ITpaBo cobctBenHocTn Ha TML], a Taxke puck ciydaiiHoi rubesnn wim ciydaiftHoro mnospexkaeHus TMI]
nepexout k ITokynaremnto ¢ MmoMeHTa noanucanus CTOpoHaMU TOBapHON HAKIIQJAHOM.

2.3. [Noxnumcanne ToBapHO# HakianHoW Ilokymaremem OyneTr moATBepkaaTh, uto IlokymaTtens He
HMMeEET NPEeTeH3Ul K BHEIIHEMY BUY U K KauecTBy nepenaBaemort TMILI.

3. CTOUMOCTDB TMII 1 ITOPAJOK PACUETOB
3.1. Croumocts TMII mo HacTosmiemy JIoroBopy COCTaBIIsIeT: ( ) pyOneii 24 xomeliku, B
tom gucie HIIC 20% - ( ) pyOb KOTIeiKa.

3.2. Omrara TML] npounzsomurcst Ilokynarenem B teuenue 15 (IlstHaaumarn) paGouymx nHEW ¢ MOMEHTa
3aKo4eHus JJorosopa, Ha pacueTHblil cuet [IponaBiia, yka3aHHbIN B paszene 8§ HacTosmero JJorosopa, Ha OCHOBAaHUU
BBICTABIIEHHOTO CYETA.



3.3. O6s3arenbeTBo 1o omtare TMI] cunTaeTcst UCIOTHEHHBIM C MOMEHTA OCTYIUICHUS ICHE)KHBIX CPEICTB
Ha pacueTHbIi cueT [Iponasia.

4. OTBETCTBEHHOCTB CTOPOH U IIOPSIIOK PASPELHIEHUS CIIOPOB

4.1. 3a HeWCIIOTHEHNE WM HEHAJIeXkKallee UCIIOIHEHHe 003aTebCTB 1Mo HacToAmeMy JloroBopy, CTOpoHEI
HECYT OTBETCTBEHHOCTb B COOTBETCTBHH C ACHCTBYIOLIUM 3aKOHOIATeNbCTBOM Poccuiickoit denepanyu.

4.2. Bee cnopsl u pa3HOINIaCHs, BO3HUKINNE B pe3yibTaTe MCIOJNHEHUS Hacrosimero Jlorosopa, CTOpOHEI
pa3pemamT ¢ COOM0CHIEM 0053aTeIHFHOTO JTOCYACOHOTO MPETCH3HOHHOTO TOpAaKa yperynupoBanusa cropa. Cpok
paccMOTpeHHUs IpeTeH3UN cocTaBisieT 10 (ecsTh) KaleHAapHBIX JHEH ¢ MOMEHTA €€ TOTyYCHNUSI.

4.3. B ciyuae HEBO3MOXKHOCTH YPETYIMPOBAHUS CIOPOB M Pa3HOINIACHH B NPETCH3MOHHOM IOPSIIKE OHU
TepesaroTes Ha pa3pemieHne ApOouTpaxaoro cyna TIoMeHCKOH 00macTy.

4.4. B cnyuae Hapymenus [lokynareneM cpoka omnaTel cromMoctd TMLI, mpexycMoTpeHHOTO m. 3.2
Hacrosiero Jloroopa, IIponasen umeer npaBo norpedboBars ot [lokynarens ymiaTute HeycToiky B pasmepe 0,1 %
OT HE YIUIAaYE€HHOH B CPOK CYMMBI 32 KaXKIbIi JIeHb IPOCPOYKH.

5. ®POPC-MAKOPHBIE OBCTOSITEJIBCTBA

5.1. CTopoHBI 0CBOOOMKIAIOTCS OT OTBETCTBEHHOCTH 3@ YACTUYHOE HITH MMOJTHOE HEHCIIOIHEHHE 00513aTeNbCTB
mo HacrositeMy JlOroBopy, €ciyd HPUYUHON TAKOrO HEUCIIONHEHUs SIBJISIETCS NEWCTBHE HEMPEOJONMMON CHIIBI,
HEMOJBIACTHOE KOHTPOJ0 CTOPOH, HE BBI3BAHHOE HX MPOCYETOM, HEOPEIKHOCTHIO HIIM HOCAIICE HEMpPeIBUACHHbIH
xapakrep (1oxap, HaBOJHEHHUE, 3eMIICTPSICEHNE, BOCHHbIC JACHCTBUSI, a TAK)KE aKThl TOCYJAPCTBEHHBIX OPTaHOB BIACTH
U YIPABIICHUS U MHbIE COOBITHSI, HACTYILICHUS! KOTOPBIX HAXOIUTCS BHE pa3yMHOro KOHTpoJisi CTOPOH, U B Pe3yJIbTaTe
HACTYIUICHHS KOTOPHIX BBIMOJIHEHHE 0053aTEIbCTB COTJIACHO HACTOsIIEMY JOrOBOpY CTAHOBUTCSI HEBO3MOXKHBIM).

5.2. CropoHa, U1 KOTOPOM CO3/1ajach HEBO3MOKHOCTh HCIIOTHEHUS 0053aTeIbCTB M0 HacTosmeMy JJoroBopy
10 TIpUYUHAM, YKa3aHHbBIM B 11. 5.1 HacTosiero JloroBopa o6s3aHa He3aMeITUTENILHO TUCBMEHHO U3BECTHUTD JIPYTYIO
CTOPOHY O HACTYIUICHUH YKa3aHHBIX BBILIC O6CTOHTeHLCTB C MMPUJIOKCHHUEM CITPABKHU I'OCYIaPCTBCHHBIX KOMIICTCHTHBIX
OpTaHoB.

Hecobmonenue m000ro U3 3TUX YCIOBHUIl JIMIIAET CTOPOHY MpaBa CChUIATHCS HA HUX B Oyaymiem. Ecmu ot
IMokymaTenst He MOCTYMAET UHBIX MACBMEHHBIX MHCTPYKIWH, [IpoaaBelr 00s3aH BBIMOIHATH CBOM 00S3aTENLCTBA 110
J1oroBopy HaCcKOJIBKO 3TO 1[eJIecO00pa3HO U BEJET MOUCK UHBIX CIIOCO00B HcronHeHus Jlorosopa.

6. CPOK JIEMCTBH S JOTOBOPA
6.1. Hacrosiuuii JloroBop BcTynaeTt B CHILy ¢ MOMEHTa ero 3akiitoueHus: CTOpoHaMM U AEMCTBYET J10 MOJTHOIO
ucnonHeHus: CTopoHaM# CBOMX 00s13aTeNbCTB 1Mo JloroBopy.

7. SAK/JIFOUUTEJIBHBIE IMOJIOKEHUS

7.1. Bce BONpOCH, HE YpEryIUpOBaHHBIE HACTOAIMUM JlOTOBOPOM, pa3pemiatoTcs B COOTBETCTBUH C
JEHCTBYIOIUM 3aKOHOAaTeabCTBOM Poccuiickoit denepanuu.

7.2. Bce M3MCHEHHUsT M [OMOJIHCHHsI K HacrosmieMy JlOrOBOPY COCTaBJISIOTCS B MHCBMEHHOU (opme,
TIO/IMUCHIBAIOTCS YIIOJTHOMOUYEHHBIMU TIpeicTaBuTeNsIMU 00enx CTOPOH U SIBJISIIOTCS €T0 HEOTHEMIIEMOU YacThIO.

7.3. Hacrostmuii JloroBop cocTaBiIeH B ABYX AK3EMIUIAPAX MO OJHOMY AJIs Kax 1ol n3 CTOpoH.

7.4. Bce u3MeHEHHUS U IOTIOHEHMS K HacToAmeMy J[oroBopy JeHCTBUTEIBHEI JIUIIE B TOM CIIyYae, €CIIH OHH
COBEpIIICHBI B MICEMEHHON (hopMe, MMEIOT CCBUIKY Ha HAcCTOSMWK JloroBOp M MOANMCAHBI HAIJISKAIIUM 00pa3oM
YIOJHOMOYEHHBIMH Ha TO NpeacTtaButensiMu CTOpOH.

8. AIPECA, PEKBU3UTHI U INIOJANINCHU CTOPOH



IHoxynarenb

IIponasen

CoxkpallleHHOe HAaMEHOBaHHE
CTopoHBI 0roBoOpa:

AO «YCTIK»

MecTo HaX 0K ICHUS:

625023, TroMeHCKast 00J1aCTb, TOPOJT
TroMens, ynuna Onecckas, 10M 5

OI'PH: 1177232016510

WHH: 7203420973

KIIIT: 720301001

Pacuérnblii cuér: 40702810570000001618

AO Kb «AI'POITPOMKPEJIUT», T.

ba: Mocksa
K/c: 30101810545250000710
BUK 044525710
IHoxkynarens: IIponasen:

I'enepanbubiit fupexrop AO «YCTIK»
M.IL A.E. Ilepekanbckuii

M.IT

Ucnonuurensubiit qupekrop AO «YCTIK»

M.®. Ilapracos




Hpnnoxenne Nel
k JloroBopy KyIn-IIpoOAaxu
ToBapHO-MaTepHaIbHBIX IEHHOCTEH

Ne oT 2023r.
Cneundpurkanus
ToBapHO-MaTepHAJIBLHBIX IIEeHHOCTel
Ne [lena 3a o Cymma ¢
/ HaumenoBanue TMI] yifa K;)él_ en (6e3 %}gflg a 623 HAC 20 %, yuerom HJIC,
1
2
Hroro
Croumocts TMI] o HacTosIICCH CTICTU(PUKAIIMNA COCTABIISACT: ( ) pyOueft __ KOmeWKwH, B TOM
grcae HIAC 20% - ( ) pyOinb KOMenKa.
Iokynarens: Iponasen:
I'enepanbuslii fupexktop AO «YCTIK»
ML.IL A.E. Ilepexanbckuii

M.II

Ucnonuurensusiil qfupekrop AO «YCTOK»

M.®. Llapracos

3anganme 3: CocTaBUTH JOTOBOP KYIIIH-MIPOAAXKH O CIEAYIOUIMM PEKBU3UTAM:

AO «IIupamupna» peanuzyer OOO «ATtnaHT» napTuio Oymaru KCepoKCHOM
«Cuerypoukay B konuyectse 10000 navek. Llena onHol mauku cocrasiuser 110 pyO.
B T.4. HIC 18%.

Pacuer ocymiectBnsiercs cneayrommm oopazom: 40% B Bue aBaHCOBOTO

IUIaTeXa, a OCTAIbHOE He MO3/IHee CeMH JHEW MOCIIe MOCTaBKH MPOAYKIIUH.

dopma orIaThl- MIaTeKHOE MOPYyUYECHHUE.

Hupextop AO «ITupamuna» A.C.Byrpos, OOO «Atnant» [I.H. Koukun. O6a
MPEINPUSATHS JEHCTBYIOT HA OCHOBaHUH Y CTaBa.

B paznene 4 «OTBETCTBEHHOCTh CTOPOH» YKAXHTE IMyHKT CIIEAYIOIIEro

xapakrtepa: «B ciyyae HapylieHus MoKynaTeneM cpoka rnjaTeka OyeT HauuCIsAThCsS
NeHH B pa3mepe 2% 3a KaKIbIi 1eHb POCPOUKID)

IOpunnueckwnii anpec AO «ITupamuma»: r. Xabaposck, yiu. [Tnonepckas 17/1,

WHH — 1598415 p/c Ne 12345678900000000126 B «MHKkoMbanke» r.XabapoBcK.
IOpunnueckwnit anpec OO0 «ATnant»: r. Xabaposck yi. 3amapuna 25, THH
169847511, p/c 21365478900000000158 B «Tpuym - banke» r. XabapoBck.



JJOT'OBOP KVIIJIN — ITPOJAXI
T. « » 20

MMeHyeMoe B nanbHemeM «IIponasemny, B auie

(P.1.0., 10IKHOCTD)
JCHCTBYIOIIETO HA OCHOBAaHHH

, C OZTHOU CTOPOHBI, U

HMEHYEMOC B ,Z[aJ'IBHGfIH.IeM

«Ilokymnareins», B
JMLe

(®.1.0., 10IKHOCTB)
JIEACTBYIOIIETO HA OCHOBAaHUH

C IPyTOi CTOPOHBI, 3aKITIOUNIIN HACTOSIIUNA TOTOBOP O HUKECIICTYIOIIEM:
1. TIPEAMET JOI'OBOPA.

1.1. IlponaBen nepenaeT B COOCTBEHHOCTh, a [lokynarens npuHUMaeT M
OIIAYUBAECT CJIEAYIONIEEC UMYIIECTBO:

(HammMeHOBaHUe, KOJI-BO, T.IN)
2. HEHA TOBAPA U ITOPAIOK PACUETOB.
2.1. Ilena ToBapa cocTaBJsIET
2.2. llena ToBapa BKJIIOYAET .
2.3. MI3meHeHue LIeHbI Ha TOBAp HE JIOMYCKAETCs B TEUEHUE CPOKa ICHCTBUS
JI0rOBOpA.

2.4. PacueTsl 110 TOTOBOPY MPOU3BOAATCS

(€IMHOBPEMEHHO, MOATAITHO, ABAHCOBBIM IJIATEKOM)
2.5. ®opma omiaTsl
(mnat, Tped, Iat. mopydy., HATMYHBIN pacyer u T. 1.)

3. OBA3AHHOCTU CTOPOH.

3.1. Ilponaser ob6s3yercs:

- HE TI03/IHEE nepenath [lokynaTennto UMyLIECTBO B
COCTOSIHMH, OTBEYAOIIEM YCIOBHSIM HACTOSILIErO JOTOBOpA.

3.2. [lokynarens 00s13yeTcst:

- IPUHATH UMYILECTBO B MOPSAJKE U CPOKH, YCTAHOBJIIEHHBIE HACTOSIILIUM
JIOTOBOPOM U JIEUCTBYIOLIUM 3aKOHOIaTEIbCTBOM;

- OIJIATUTh UMYILECTBO B COOTBETCTBUHU C YCIOBHSIMU AOTroBopa (paszen 2).
4. OTBETCTBEHHOCTbB CTOPOH.

4.1. B cnmydae HEUCTIOTHEHUS WIM HEHAJIEKAIIETO UCTIOJTHEHUSI
00513aTeNILCTB M0 HACTOSIIEMY JIOTOBOPY CTOPOHBI HECYT OTBETCTBEHHOCTh B
COOTBETCTBHUHU C JIEUCTBYIOIIMM 3aKOHOAATENBCTBOM PD.

4.2. B cimyyae BO3HUKHOBEHHS PA3HOIVIACHH T10 HACTOSAIIEMY IOTOBOPY,
CIIOPBI PELIAIOTCS IyTEM MIEPETOBOPOB.

ITpu HEe TOCTUKEHUHU COTTIACHs CIIOPHI paCCMaTPUBAIOTCS B CyAeOHOM
TOpSKE.

5. ITPOYME YCJIOBUA.

5.1. I3MeHeHus 1 TOMOJHEHU K HaCTOSIIIEMY JOTOBOPY COBEPIIAIOTCS B
MUCHMEHHON (hopMe U MOJNHUCHIBAIOTCS 00EUMH CTOPOHAMH.

5.2. Hacrosiiuii JOroBop BCTYIAET B CUITY C
U JIEUCTBYET 110
5.3. JIoroBop COCTaBIIEH B IK3EMILIIPaX, UMEIOIIUX PABHYIO
IOPUANYECKYIO CUITY.

KOpuanueckue aapeca, peKBU3UTHI U MOANKMCH CTOPOH




[Iponasen Ilokynarens

M.IL ML.IT.
(moamnuck) (OUCH)

IpakTnyeckoe 3ansitue Ne6. OgopmiieHne NpeTeH3NOHHO-NCKOBOM JOKYMEHTALIUM.
Tema 2.5 IlpeTeH3MOHHO-UCKOBAasI JOKYMEHTAIUS

Leab: OCBOUTH TEXHOJOTHUU COCTABJICHUS NPETEH3WH U HCKOBBIX 3asBIICHUN TNpPH HapYLICHUU
JIOTOBOPHBIX 0053aTEIbCTB.
AKTyanu3anus onopHbIX 3HAHUH U MPAKTUYECKOTO OMbITA MPHU JOIYyCKe K padoTe:
1) Kak ohopmisiroTest mpeTeH3uH NPEANPUSATHIA TI0 HAPYIICHUIO JTOTOBOPHBIX 0053aTEIbCTB?
2) ConeprxaHue U PYHKIIMA HCKOBOTO 3asBIICHUSI.
3ananus 1:
1 - cocTaBuTh ¥ 0OPMUTH MPETEH3UIO 32 HEAOMOCTABKY POAYKIUH;
2 - cocTaBUTh ¥ 0()OPMUTH UCKOBOE 3asBIIEHUE B apOUTPAKHBIN CY/I.
Metoauyeckue yka3aHusi UToObl BBHIIOTHUTH 3aJaHUE, HEOOXOIUMO O3HAKOMUTHCS C THUIIOBBIM
MAKEeTOM JIOKyMEHTOB, COJCPIKAIINM:
- IPETEH3UIO 00 YIIaTe HEYCTOMKHU 32 HEIONOCTaBKY (MPOCPOUKY IOCTABKH) PO TYKIIHH;
- IPETEH3UIO0 K aBTOTPAHCIIOPTHOMY MPEANIPUATHIO O HEIOCTAY€e rpy3a MPHU IEHTPATU30BAaHHON TOCTABKE;
- HCKOBOE 3asBJICHME O B3bICKAHUM CTOMMOCTHM HEIOCTayd TIpy3a IMpH TEPEBO3KE TIPYy30B
aBTOTPAHCIIOPTOM;
- ICKOBOE 3asIBJICHHE O B3bICKAHUW CTOMMOCTH HEAOCTAIOIIEeH MPOYKINH (TOBapa).
[Iperensust — 310 TpeOoBaHUE O TOOPOBOJIHLHOM YCTPAHCHHH HAPYIICHHS 3aKOHOAATENbCTBA. B menmsax
YpEryJIUpOBaHUsI CIOPOB BHHOBHOM CTOPOHE HANPABIISIIOTCA MPETEH3MOHHBbIE mHchbMma. lIpereH3uu
MPEIBSABISIOTCS B OTHOIIEHHWH KauyecTBa TOBapa, 00EMOB M CPOKOB MOCTABKHU, YIIAKOBKU, MAPKUPOBKH,
riaTexa v Ipyrux yCIOBUIl KOHTPAKTa.
B npeTreH3noHHOM MUChME, KpOME OOIINX PEKBU3UTOB MUChMA, TOJKHBI ObITh YKa3aHBI:
- TpeOOBaHUS, MPEIBSABIIIEMbIE 3asSBUTEIIEM OpTaHU3aI[iH, KOTOPOU HAIIPABIISETCS MTPETCH3US;
- MOJAPOOHBIN pacyeT CyMM, KOTOPBIE 3asBUTEIb TPOCUT TIEPEUUCITUTD;
- OCHOBaHUA TPEOOBAHUI 3asIBUTEIIS;
- CPOK JJI OTBETa Ha MPETEH3UH, €CIIM ATOT CPOK HE YCTAHOBJICH CIEIIHATIBHBIM HOPMATHBHBIM aKTOM;
- 0aHKOBCKHE PEKBU3UTHI 3asBUTENS (MIPU HEOOXOIUMOCTH).
[IpeTen3us moanuCHIBaETCS pyKOBOJUTENEM MPEANPHUATHUS UIH €T0 3aMECTUTENIEM.
HckoBoe 3asiBneHHE - 3TO TpeOOBaHHE K KOMIETEHTHOMY OpraHy O 3alldTe HapyIIEHHOTO IpaBa
OpraHM3alliy, MPEANPUATHS, YUpeKIeHHs. VICKOoBBIe 3asBICHUs MOAAIOTCS B apOUTpak ¢ MPOCcbOoil o
B3BICKAHUHU C OTBETYMKOB B MIPUHYAUTEIHHOM TOPSJIKE MTPETCH3UNOHHBIX CYMM.
PexBU3UTHI HCKOBOTO 3asBJICHUS CIICIYIOITHUE:
- HAMMEHOBaHUE apOUTpaka; - HAMMEHOBAHUE U aJpeca CIOPSIIUX OpraHU3aIHi;
- HANMEHOBaHUE MUHHUCTEPCTB M BEIOMCTB, B CHCTEMY KOTOPBIX BXOST CIIOPSIINE OPTaHU3AIINH;
- U3JI0’KEHUE CYIIIHOCTH CTIOpa U OOCTOATENIBCTB, CIYKAIIMX OCHOBAHUEM JUJISI UCKA;
- CChIITKAa HA HOPMATHBHBIE aKThI M IOKA3aTEIbCTBA, TOITBEPKIAIOINE U3JI0KEHUE O0OCTOSTENBCTB;
- TpeOOBaHUE HCTIIA,



- IPUYHHBI BO3PAXKEHUSI PYTON CTOPOHBI;

- CyMMa UCKa;

- JlaTa [0/1a4yy 3asBJICHMS U MTOANNCH PYKOBOJUTEIIS.

B KOHIle MCKOBOTO 3asBJICHMS YKa3blBacTCsA IPHIOKEHHE: NEPEUEHb JOKYMEHTOB, NpWJIaraéMbIX K
3asiBJIeHUIO0. /{7151 OTAENBHBIX KaTeropuil CIOpOB MEPEUYEHb IOKYMEHTOB, [TOJIEKAIUX PEAbIBICHUIO B
apOUTpax, YKa3bIBAE€TCs B MHCTPYKLIMOHHBIX MMHChMaX.

KoHnTponbHbIe BOIIPOCH:

1. B kakux ciy4asix U Kak COCTaBJISIOTCS KOMMEPUYECKUE aKThl?

2. [Mopsinok oopmiieHns 0T3bIBa HA HCKOBOE 3asIBJIICHUE.

Oopazen
Hcx. Ne Kyna
"_" 20_ T
Komy
[IUCBMO-TIPETEH3US O HAPYIIIEHUU YCJIOBUM JOCTABKM I'PY3A Ne
I[To nmoroBopy o mepeBo3ke rpy3a Ne oT  «__ ». 20__r. KOMIIaHUs
o0s13aHa ObL1a JOCTaBUTh o azpecy:

TOBap,
B KOJHUYECTBEC

HITYK, B TCYCHUE JIHEH MOoCIIe MOAMUCAaHUS IOTOBOpA.
JloroBop €O CTOPOHBI IO CHX TIOp HE WCIOJHEH |
TOBap JI0 CHUX
nop HE JOCTABJICH. MecToHaxoXIeHNE TOBapa HEU3BECTHO, a COTPY/THHKH

KOMMEHTApUH 10 3TOMY MOBOJy 1aBaTh OTKa3bIBAIOTCH.
B cBs3u ¢ atum, cr. 14, 4.3, @3 «YcraB aBTOMOOUIBHOTO TPAHCIOPTa M TOPOACKOTO HA3EMHOTO
AJIEKTPUYECKOTO TPAHCIIOPTa» JAaeT NpaBO MPHU3HATH Ipy3 yTpauyeHHbIM. B KkauecTBe BO3MEIIECHHS

Tpe6yeM OIlJIaThI cro CTOUMOCTH B pasMepe
HpI/I OTCYTCTBUH PCAKIIMA HA JAHHOC ITUCbMO B TCUCHUC paGqux ):[Heﬁ, a TAKIKC€ OTCYTCTBUU
NEPpCUUCIICHUA ACHCIKHBIX CPCACTB B TCUCHUC paGOqu ):[Heﬁ, Mbl BBIHYXJICHBI 6y,I[CM

00paTUTHCA B CY/I.

[Tpunoxenns:

PyxoBoauTens npenpusTus




Oopa3sen

Heno Ne
«_» T.
B
Ucren:
Anpec perucrparuu:
OTBETYHK:
Anpec perucrparuu:
HckoBoe 3asiBiieHrE O paCTOPKEHUH JI0rOBOpa
Mexny "
3aKJIIOYEH JOTOBOP Ne oT roga, mo koropomy MHcrern
BBICTYIIAET B KauecTBE , @ OTBETYHK — . Mo ¢axty mommucanusi noroBopa

CTOpPOHBI  B34JIM HaA cebs OIIp elIeJIEHHBIC o0s3anHocTH. B YaCTHOCTH, HCTCL o0s13aIICH

a TOT B CBOIO odepenb OIUIATUTh
pa3mepe pyo.
CornacHo nosioxkeHusaM cT. 28 3akoHa «O 3amure npas noTpeduTenein» npoaser 00s3aH BbILIATUTD

HOTPEOUTENI0 HEYCTOMKY B CIy4ae MPOCPOYKH, HCXOAS W3 IPEUIOKCHHOH (opmyibl. Pacuér:
KOJIMYECTBO JHEH NpPOCPOUYKM HAa MOMEHT mojauu ucka () * 3 % or ueHsl noroBopa =
pyo.

Cornacho ct. 1096 'K P® Bpen, npuurHEHHBI BCIECTBUE HEAOCTATKOB PA0OTHI MU YCIYTH, MOJIEKHT
BO3MEILEHHIO JIUIIOM, BBIIOJHUBIIUM paboTy WM OKA3aBUIMM YCIYTY (MCIIOJHUTENIEM).

Cornacho ct. 18 3akoHa P® «O 3amure npaB notpedurenein» norpeduTens B ciyyae 0OHapyXeHUs B
TOBape HEJOCTaTKOB, €CJIM OHU He ObUIM OrOBOPEHBI IPOJIABIIOM, 10 CBOEMY BBIOOpY BIIpaBe:

OTKa3aThCs OT UCTIOTHEHHS JOTOBOpa KYILTU-TIPOJAKH M MOTPEOOBATh BO3BpaTa yIladeHHOM 3a TOBap
cymmbl. [lo TpeGoBaHUWIO TIpoJaBIa U 3a €ro CYET MOTPeOUTENb JOKEH BO3BPATUTh TOBAp C
HEJIOCTAaTKaMH.

Jlo HacToAIero MOMEHTa BPEMEHH OTBETYMKOM HE OBUIO MPEANPHUHSATO TOMBITOK IOTAIICHUS
00pa3oBaBIIeHCs 3aJ0PKEHHOCTH.

PykoBoactBysich ct. 28, 29, 129, 131, 132 I'TIK, npomury:

1.

2.

3.

dUO TOIINCH



IIpakTyeckoe 3ansitue Ne7. Oopmienue o0palieHnii rpaxkaaH.
Tema 3.2 Oco0eHHOCTH /1eJIONPOU3BOACTBA M0 00PAIIEeHUAM I'PAXKIAAH U KOH(PHIEHINATIBLHOTO
JeJI0NPOU3BOACTBA

Iesb paboOThI: HAYYUTHCS COCTABIATH OTBET Ha OOpalleHue

1. TpeboBaHusg 1O TEOPETHUYECKON IOTOBHOCTU CTYAEHTOB K BBIIIOJIHEHHIO IPAKTHUUECKUX 3a/laHUM:
ITonatue oOpaleHue rpaxJaHUHA, NPEATIOKEHUE, 3asBiIeHUE, Kanobda. OCHOBHbIE 3aJauul CIy>KObI
JOKYMEHTAIMOHHOTO 00ECIICUEHHs yIPaBICHUS 10 OpraHU3alyu paboThl ¢ OOpaIICHUSIMUA TPAXKIaH, e
ocoOenHocTH. DopMupoBaHHEe HOPMATHBHON 0a3bl, pErVIAMEHTHUPYIOUIEH OpraHu3alnuio paboThl C
oOpalIeHus MU TPaXJaH B TOCYIApCTBEHHOM ammapare. 3aKOHOAATeNbHas perjiiaMeHTanus paboThl C
IIPEUIOKEHUSMH, 3asBICHUSIMHU U Kajnob6amu rpaxaaH. Onepanuu 1o npueMy, perucTpalnun, KOHTPOIIO
WCTIOJHEHUS, IPUHATHIO PEUICHUH 1Mo oOpameHusM rpaxaan. O0o0meHne, aHaiu3 U UCIOIb30BaHUE
JaHHBIX O pabore ¢ oOpallleHUsAMH TpaxaaH B amnmapare ynpaBieHus. DopMbl U METOAbI
COBEPIICHCTBOBAHMs pPabOTHI ¢ OOpalleHUsIMH TpakJaH B OpraHax TOCYJapCTBEHHOH BIAacTH W
ylpaBileHUs,, B OOIIECTBEHHbIX OopraHuzanusx. OpraHuszalnus npuema IpaxJaH B I'OCYIapCTBEHHBIX
YUPEKICHUSAX.

Saganue 1::

1. 3anoaHUTH PErUCTPALIMOHHO-KOHTPOJIbHYIO KAPTOUKY;

2. 3an0JIHUTh PETUCTPALIMIOHHO-KOHTPOJIbHBIH )KypHa yyeTa U pacCCMOTPEHUS MPEI0KEHUH, 3asBICHUI
U Kayo0;

3. 3anOJIHUTH J)KypHAJI PErMCTPALUMU MMCbMEHHBIX 00pallleH!i rpakaaH;

4. 3anoaHUTD KypHAJI PETUCTPALIUU YCTHBIX OOPAILEHUI IPaX/iaH;

5. 3anoJIHUTB CBOJKY C 00001LIEHHEM pe3yJIbTaTOB pabOThl C OOPALICHUIMU IPAXK/IaH;

6. 3anOJTHUTD CBOJIKY O HAPYIICHHSIX CPOKA MCIIOJTHEHUS M HEMCIIOJIHEHHBIX O0PAICHUSX TPaXKIaH.

7. B TeueHMe KaKOro BPEMEHM MOJUIEKHUT PETHCTpallMd MHCbMEHHOE OO0pallleHHe, MOCTYNHBIIEE B
roCy/IapCTBEHHBIN OpraH, OpraH MECTHOT'O CaMOYTIPaBJICHUS WIN JIOJPKHOCTHOMY JIMILY: @) OJTHOTO JHS;
0) msATH AHEH; B) TPEX HEH.

8. OOparmienre MOXeT ObIThb HaNpaBlI€HO: a) TOJBKO B NMHCbMEHHOH (opme; 0) ToIbko B (opme
3JIEKTPOHHOTO JIOKYMEHTa; B) B MUCbMEHHOH (hopMe Ui B (popMe 3IEKTPOHHOTO JOKYMEHTA, a TaKXKe
YCTHOE oOpallleHue rpakJJaHuHa B TOCYJapCTBEHHBIN OpraH, OpraH MECTHOT'O CaMOYIIPaBJICHUSI.

9. I'paxxnaHMH TNpPH PAaCCMOTPEHUHM OOpaIleHUs MMeeT IpaBO: a) 3ampalluBaTh MPOMEXYTOUHBIE
MH(OPMAaLIMOHHBIE MaTepuaibl O XOJ€ PacCMOTPEHUs OOpalleHHs, B TOM 4ucie Mo TenedoHy; 0)
MOJTy4yaTh MUCHbMEHHBIA OTBET 110 CYILECTBY MOCTaBJIEHHBIX B OOpAIlEeHUH BOMPOCOB; B) OOpAIAThCS C
3asIBJIGHUEM O MPEKPALLEHUU PaCCMOTPEHUS OOpaIeHHUsl.

PexomeHnaaumu K BbINOJHEHUIO NPAKTHYECKOH padoThI:

1. IToaroToBka K nmpakTu4eckoi padboTe AOKHA HAUMHATHCS C U3yUEHHUS] COOTBETCTBYIOIIEH y4eOHOU U
CIELUAIbHOM JTUTEpaTyphl IO TEME MPAKTUYECKON pabOTHI.

2. YcBOUB ITPOYUTAHHOE, HEOOXOJUMO BHUMATEIBHO 03HAKOMUTBHCS C COJIEPI)KaHUEM, PEKOMEH1I0BaHHBIX
K 9TOH TeMe HOPMAaTHBHBIX aKkTOB. OCOOEHHO BHUMATEIBHO CIEAYET OTHECTHUCh K YCBOGHHIO TeX
HOPMAaTUBHBIX MPEINUCAHU, 10 TOBOAY KOTOPBIX B TUTEPAType BEAYTCS AUCKYCCUU.

3. [loaroroBka K MpakTHYECKOM paboTe 3aBepIIacTcs BHITOJHEHUEM NPaKTHUECKUX 3aaanuil. [Ipuctynas
K BBITIOJIHEHUIO Pa0OTHI, CTYIEHT JOJKEH YSICHUTD CYIIHOCTb 3a/1aHusl.

4. Heo6x01MMO BHUMATENILHO BBIMOJIHATH MIPaKTU4YecKoe 3a1anue. [loMiumo 3Toro, He0OXOAMMO BIIa/IeTh
TEOPETUYECKUMH 3HAHUSMH, KOTOPbIE CBSI3aHBI C TIPEJIOKEHHBIMU 3aJaHUSIMH.



Oopa3zen opopMIIeHHS )KYPHAJIA PerHCTPANMH UCXOASAIIEN JOKYMEHTAIIUN
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Oopa3zen opopMIIeHUS )KYPHAJIA PerHCTPALIMH BXOASIIEH JOKYMEHTAIUU
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Leab 3aHATHS: HAYYUTbCA O(OPMIIATH CHCTEMY JOCTyNa K KOH(QUACHIMAIBHBIM JIOKYMEHTaM.
MeTtoauyeckue yKa3aHHA:

Kondunennuanbabie TOKYMEHTHI SIBISIOTCS JOKYMEHTaMU OTPaHUYEHHOTO JOCTyIa. ITO 03HAYAET, 4TO
3HaKOMHUTbCA M paboTaTh ¢ HUMHU MOTYT TOJBKO JIMLA, MOJY4YMBIIME HAa TO COOTBETCTBYIOLIME
paspeuieHus. Ilopsiok momydeHuss U oOpMIIEHHs] TaKUX pa3pelieHUH YCTaHABIMBAETCS Ha KaKIOM
NPEANPUATHA CHCTEMOU JTOCTyNa K KOH(UICHIMANBHBIM JOKYMEHTaM, KOTOpas MpEACTaBIsIeT coO0i
COBOKYITHOCTb HOPM U IPaBUJI, ONPEAEIAIOIINX, KTO U3 PyKOBOAUTENEH NPEANPUATHSI U CTPYKTYPHBIX
MOJIpa3/IeIeHnii, KOMy M3 TOJIb30BaTeNiell M ¢ KAKUMH KaTeropusMU KOH(PHICHIMAIBHBIX JOKYMEHTOB
MOXKET JaBaTh pa3pellieHHe Ha O3HAKOMJIEHHE, a TakXKe, KakuM o00pa3oM OQOpPMIISIOTCS Takue
paspelleHuss B 3aBUCHUMOCTH OT BHJAA ydera JOoKyMmeHTOB. Ilpum paszpaOoTke cuctembl JocTyna K
KOH(HICHIINATHHBIM IOKYMEHTaM HE00XO0IMMO PYKOBOJCTBOBATHCS CIIETYIOIIUMH ITOIXO0aMH.

1. Joctyn K KOH(UACHUMAIBHBIM JOKYMEHTaM MOJXET MPEAOCTaBIATHCS TOJBKO JIMLAM, MMEIOLIUM
0(hopMIICHHBIH B YCTaHOBIIEHHOM MOPSIKE (KOHTPAKTOM, IPHKA30M) JIOMTYCK K COOTBETCTBYIOIIEMY BUTY
TallHBl W JaBIIUM THCbMEHHOE 0053aTeNnbCcTBO (B KOHTPAKTE WJIM CIEHUATBHOW MOJIHUCKE) O
HEepasIVIalleHud  CTAaBUIMX MM  HM3BECTHBIMM  KOHOUAECHUMAIbHBIX  cBeaeHui. Jlomyck K
COOTBETCTBYIOILIEMY BHJY TalHbI SBJISIETCS OCHOBAHMEM JIA JOCTYNAa K KOHKPETHBIM JOKYMEHTaM B
MpeJenax 3TOro BU1a TAHBI.

2. JlocTyn K KOH(pHJIEHIHATIbHBIM JTOKYMEHTaM JOJKEH ObITh OOOCHOBAaHHBIM M IIPABOMEPHBIM, T.€.
0a3upoBaThCs Ha CIIy)KEOHON HEOOXOAMMOCTH O3HAKOMJIEHUS C KOHKPETHBIM JIOKYMEHTOM HMEHHO
JAHHOTO JIUIIA.

3. Cucrema 1ocTyna JoJKHA 1TaBaTh BOBMOXXHOCTH 00€CTICUnBATh MOJIH30BaTEIEH BCEMH HEOOXOAMMBIMHU
UM B CHJIy CIIy’KEOHBIX 00s3aHHOCTEH KOH(UACHIUMATBHBIMU JOKYMEHTaMH, HO TOJIBKO TEMH, KOTOpbIE
JeWCTBUTENEHO HEOOXOAUMBI JIJIsl BBIITOJHEHHUSI KOHKPETHBIX BUJIOB paboT. K coxaneHuro, 3TOT Moaxox
He Bcerja yetko coomogaerca. C oAHON CTOPOHBI, CTPEMSICh MAKCUMAJIBHO COKPAaTUTh KOJIWYECTBO JIMII,
JIOTTYCKAaeMBbIX K KOH(HIEHIUAIbHBIM JOKYMEHTaM, Ha HEKOTOPBIX MPEANPUATUAX HE 3HAKOMST YacTh
M0JIb30BaTeNe ¢ HEOOXOIMMON UM ISl CITyKEeOHO! JesITeNbHOCTH HH(pOpMaLMel U TEM CaMbIM CHU)KAIOT
Ka4yecTBO 3TOW JESITEIbHOCTH, C IPYrOi CTOPOHBI - 3HAKOMST IOJIb30BaTelNell ¢ KOH(PUASHIMATbHBIMU
JOKYMEHTaMH, HE CBS3aHHBIMM HAINPSAMYI0 C HUX (YHKUMOHAIBHBIMU OOS3aHHOCTSMH, HO, KakK
BBIPAXAIOTCs, HEOOXOJUMBIMU UM " 7151 001Iero pa3BuTUs" WK "paciinpeHust Kpyrosopa', 4To IpUBOAUT
K pasrjanieHuio nHGopMaluu, T.e. HEIPaBOMEPHOMY JIOBEACHHUIO MH(OpMaLUU 0 JIUL, KOTOphIE HE
JOJKHBI €€ 3HaTh.

4. Jloctynm K KOH(QHUIECHUUAIbHBIM JIOKyMEHTaM JIOJDKEH OBbITh CaHKIHMOHHUPOBAaHHBIM, T.€.
OCYIIECTBISATHCS TOJIBKO 10 COOTBETCTBYIOIIEMY Pa3pEIICHHUIO.

5. Joctyn kK KOH(pUACHIHMANBHBIM JOKYMEHTaM MOTYT MPEJOCTaBIATh TOJBKO YIOJHOMOYEHHbBIE HA TO

AOJDKHOCTHBIC JInIa, MpU 3TOM COOTBETCTBYIOHICC NOJIKHOCTHOC JIMIIO MOKCET JaBaThb PA3pCIICHHUC Ha



O3HAKOMJICHHE C BXOSIIUMHE B Cepy ero MesiTeNbHOCTH KOHQUACHIIMATBHBIMU TOKYMEHTAMHU TOJIBKO
YCTaHOBIICHHOMY KPYTY JIMII U TOJBKO TIO CITYKeOHON HEOOXOAUMOCTH.

JlocTyn nomkeH oQOpMIISTHCS MHCBMEHHO IO KaXJIOMy KOHKPETHOMY KOH(HICHIMAIHHOMY
AOKYMCHTY. HpI/I HGOGXOI[I/IMOCTI/I O3HAKOMJICHHUA IIO0JIb30BATCJId TOJIBKO C 4YaCTbO JOKYMCHTA B
pa3pelieHny Ha 03HAaKOMIICHHE JIOJDKHBI OBITh YKa3aHbI Pa3JieNbl, MyHKThI WIA CTPAHUIIBI, C KOTOPHIMU
MOJKHO 03HAKOMUTb ITOJIb30BATEIIS.

CocraBuTenu (MCHOJTHHUTENH) TOKYMEHTOB M JIMIA, KOTOPHIE BU3MPOBAIM, COTJIACOBBIBAJIH,
MMOATIUCBIBATIM, YTBCPXKIAJIMW IAOKYMCHTHI, a4 TaKXC JIMIld, YKAa3aHHBIC B TCKCTC pPacClopsAaUTCIbHBIX
JOKYMEHTOB, JIOITYCKAIOTCS K TAKUM JJOKyMEHTaM 6e3 0(OopMIICHHS JOTIOTHUTEIBHBIX pa3peiieHui, eciiu
OHH TMPOJIOJDKAIOT BBIMIOJIHATH T€ %K€ PYHKIIMOHAIBHBIC 00s13aHHOCTH. B TIepBOM citydyae 310 00yCI0BICHO
TEM, YTO TEPEUMCIICHHBIC JIMIIA KaK Obl aBTOMAaTUYECKU B CHIIy CBOETO CIYXEOHOTO IOJIOKEHUS YiKe
MOJIYUMJIM AOCTYII K JOKYMCHTaM Ha CTaJuK HUX IMOATIOTOBKH, BO BTOPOM - TEM, YTO C MOPYYCHHCM,
coAcpKaliuMcCsa B pacClnopAAUTCIbHOM JOKYMCHTC, MCIIOJIHUTCIIb JOJDKCH 6I)ITI) O3HAKOMJICH
00s13aTeNIbHO, YTOOBI 3HATh, YTO €My MOPYYEHO, MOATOMY O(GOPMIICHHE JIOMOJHHUTEIBHOTO JOCTyIa
TepsieT BCSIKUI cMbIci. [TocKobKy cucTeMa ocTyna K KOH(PHICHIIMAIbHBIM JOKYMEHTaM COICPIKUT B
ce0e 3HAYNTEIIbHOE KOJUYECTBO IMPABOBBIX TOJIOKCHUH, a HAPYIICHHUE ee TPeOOBAHUA, IPUBO/ISIICE, KaK
MPaBWIO, K Pa3rJaliCHUIO KOHQPUICHIMATBHOW WH(OpMANWU, BIEYET 3a COOOW NUCIUIUITMHAPHYIO,
IPaXIAaHCKO-TIPAaBOBYIO M B HEKOTOPBIX CIydasX YrOJOBHYK OTBETCTBEHHOCTh BHHOBHBIX JIMII, TO €€
CIIEyeT 3aKpeIUIATh B CICHUAIBHOM HOPMATHBHOM JIOKYMEHTE, KOTOPBI OOBIYHO Ha3bIBACTCS
«ITonmoxkeHne 0 cucTemMe N0CTyna K KOH(GUISHIIUATBHBIM JIOKYMEHTaM.

Ilonoxxenue JOJI’KHO OCHOBBIBATHCSI HA BBIIICHU3JIOKCHHBIX TOAX0JaX U MOXKET BKIIFOYATh B cebs
CIICYIOIINE Pa3JIeIbI.

1. OO1uIue moI0KEHU.

2. llomHoMOYMS JODKHOCTHBIX JIMII TIO pa3pelieHHI0 J0CTyna K KOH(HUIACHIMAIbHBIM
JOKYMEHTaM.

3. [Mopsimok ohopmiteHHs pa3penieHuid Ha T0CTYN K KOH(UIEHIIUATBEHBIM TOKyMEHTAM.

B mepBoM paznene ykaspiBaroTcs: HazHaueHHe [lonmokeHus; HOpMATHBHBIE TOKYMEHTHI, Ha
KOTOpPBIX OHO Oasupyercsi; cepa ero pacHpoCTpaHEHHUs; OCHOBHBIC 3aJa4d W TMPUHIUIBI CHCTEMBI
JI0CTyTa; Ha KOTO BO3JIAaraeTcs OTBETCTBEHHOCTh 3a HEBBIMONHEHUE TpeOoBanmii [lojoxkeHus; keMm
OCYIIECTBIISIETCS KOHTPOJbL 3a coOmrogeHreM HopMm [lomoxenws. Ilpu 3TOM ciemayeT OTpaswTh, UTO
OTBETCTBCHHOCTH 3a HECBBIIIOJIHCHUEC Tpe6OBaHI/If/’I Tlonoxenus HECYT BCC NOJDKHOCTHBIC JIMIa, UMCHOIIINEC
MPaBO /aBaTh pa3pelieHne Ha JOCTYN K KOH(UICHIINATLHBIM JOKYMEHTaM, a TaKKe BCE MOJIh30BATENN
KOH(UISHIMATBHBIX TOKYyMEHTOB. KOHTpOIb 3a BhIMONHEHHEM HOpM [lon0KeHs TOMKEeH BO3IaraTbCs
Ha PYKOBOJUTEIICH CITy>KOBI 0€30MMaCHOCTH, MOpa3IeiIcHIs] KOHMUICHIINATHLHOTO JCIONPON3BOICTBA U

YHOpaBJICHYCCKO-IIPON3BOJCTBCHHBIX HO}Ipa?))IeJ'IeHI/Iﬁ B IIp€aciiax X KOMIICTCHIIUH.



Bo BTOpoM paznerne qomKHBI OBITH TEPEYUCIICHBI BCE TODKHOCTHBIE JIUIA, KOTOPBIE MOTYT AaBaTh
paspelnieHre Ha JOCTYNl K KOH(HMICHIMATbHBIM JIOKyMEHTaM, C YKa3aHHEM, KaKOW KaTerophH
MOJIb30BaTENIeH U K KAKOMY COCTaBY JIOKyMEHTOB.

B Tperhem pasmene onpenensercs TOPSIOK OQOPMIICHHS pa3pelieHduil Ha JOCTYN K
KOH(HICHIIMATBHBIM JOKYMEHTaM, 3apETUCTPUPOBAHHBIM 110 Pa3JIMYHBIM BHJIaM ydera. Paszpemenue Ha
O3HAKOMJICHHUEC C KOH(bI/I[[eHLII/IaJILHBIMI/I JOKYMCHTAaMU OOJI2KHO O(I)OpMJ'ISITBCSI: 0 MOCTYNHMBUIMM H
HU3JaHHBIM JOKYMCHTAaM B q)OpMC PE30JII0IMU Ha JOKYMCHTC, IO IOKYMCHTAM, 3apCruCTpUPOBAHHBIM I10
YYeTy JIOKYMEHTOB BBIJICICHHOTO XpaHEHHs, B (JOPME PE30JIIOLUU HA JOKYMEHTE WIHM TOANKUCAHHOTO
COOTBETCTBYIOIIIUM PYKOBOJUTEIIEM CIIMCKAa TOJb30BaTelIeld Ha BHYTPEHHEH CTOpPOHE OOJIOKKH
JIOKYMEHTA, TUTYJIbHOM JIMCTE JUOO0 B KapTOUKE y4eTa BblJauu JOKyYMEHTa. PaspemieHue Ha AOCTyn K
KOH(UICHITMAEHBIM JIeliaM 0pOpMIISICTCS B HOMEHKIIATYPE JIeI.

OtpenpHbiM  pasgenoMm [lonoxeHus MokeT OBITb MPELyCMOTPEH MOPSAJOK JocTyna K
KOH(I)I/IIICHIII/IEUII)HI)IM JOKYMCHTaM JiuI, HC pa6OTaIOHII/IX Ha JaHHOM HpCAIIPUATHU (HpI/I BBITIOJTHCHUU
COBMECTHBIX paboT u Ap.).

3agaHue: UCHOJB3YS MPEAJOKEHHBIE JOKYMEHThl OQOPMHUTH JOCTYH K KOH(UIEHIHMATbHBIM
JTOKYMEHTaM.

Tema 3.3 CucremaTu3anus 10KyMeHTOB, GopMUpOBaHHE UX B JieJia U Mepeaadya B apXuB
OpraHu3ainuu
Leab padoThI: HAYYUTHCS COCTABIIATH HOMCHKIIATYPY JIEI.
IMosicnenue Kk padore:
HomeHnkaTtypa jaej mpeacTaBisieT coOO COCTaBIEHHBIM MO YCTaHOBIEHHOW (opMme mepeyeHb
3aBOJIUMBIX JIe]l B OpTraHU3aIUH C ONPEICICHIEM CPOKOB UX XpaHEHHUsS. JTO OYCHb IMOJIC3HBIA JOKYMEHT
B JICIIONPOU3BOICTBE, MO0 MO3BOJISIET PAIIMOHAIIBHO OPTaHU30BaTh PabOTY C IOKyMEHTAMU:

- TpyHOupoBaTh JIOKYMEHTHI B Jejla 10 OIpeNeJeHHOW cHCTeMe — OOEeCeunMBaeT B Cilyyae
HE00XO/IMMOCTH ONEPATUBHOCTh UX MOMCKA U COXPAaHHOCTD,

- HCIIOJIB3YIOT B MPOLIECCE PETHCTPALUU JOKYMEHTOB — IPUCBAUBAIOT PETUCTPALIMOHHBII HOMEp
COIJIACHO pa3pabOTaHHON KJIacCU(UKALIMU U UHJIEKCaM Jell,

- HCIIOJIB3YIOT KaK OCHOBHOH JOKYMCHT B IIPOLIECCE 0T60pa ACI AJI1 ¢1aYu UX B apXUB, 0T6opa Aca
C UCTCKIIMMH CPOKaMH JJId I[aJIBHGfIHIeFO HUX YHUYTOXKCHUA,

- MMPUMCHATIOT KaK y‘leTHLIfI AOKYMCHT ACJI BPECMCHHBIX CPOKOB XpPAHCHU A (MO)KHO JOIIOJITHUTCIIBHO
HHUKAKHUEC OITMCH HE COCTaBJ'I}ITB),

- B ApXMBHOM [I€JI€ CIYKUT OCHOBOM JIi COCTaBJICHMS ONUCEH JeN TOCTOSHHOTO |
JIOJITOBPEMEHHOTO XPaHEHHUS], B TOM YHUCJIE 1O JIMYHOMY COCTaBY, aKTOB Ha YHHUUTOKEHHUE JJOKYMEHTOB.

Kak Buanm HOMEHKIATypa J1ed — 3TO MHOTO(QYHKIIMOHATBHBIA JOKYMEHT U C MPAKTUYECKON TOUKHU
3peHUsT HYXCH KaXIOH OpraHu3alud Ui YHOPSAOYCHHS TEKYIIero Jejonpou3BojacTsa. Jlis
rOCy/IapCTBEHHBIX OPraHOB M MYHHIIMIIAIBHBIX YUYPEKACHUN, KOTOpBIE TNepefaroT IOKYMEHTHI B
rOCyIapCTBCHHBIC HITU MyHHIIMITAIEHBIC aPXUBBI, @ TAKKE JIJTS aKITHOHEPHBIX O0IIECTB, HOTAPHYCOB U JIp.
COCTaBJICHHE HOMEHKJIATYPHI e SBISIETCS HOPMAaTUBHBIM TPEOOBAHUEM.

Jlaxxe ecnu BBl pabotaete B HeOOnbINOW ¢Gupme, BCe paBHO HEOOX0AMMO pa3paboTtaTh Iisi cels
HOMEHKJIATYPY J€JI, YTOOBI pAIlMOHAILHO BECTH JCTONPOU3BOICTBO U TEM CaMbIM O00JIETYHUTH ceOe paboTy
10 BOMPOCAaM OCHOBHOM JesTeabHOCTH. M pocT oObeMa NOKYMEHTaTbHON MacChl HE CTaHET B OJUH
MIPEKPACHBIN IeHb TPOOIEMOIA.

Homenkiatypa nen MoxkeT ObITh:



- pa3pa60TaHa CaMOCTOATECIBHO OpFaHHSaHHﬁ, IIOJIOKHUTEIBPHOC — MaKCHUMaJIbHAasi BO3MOXHOCTbD
OpraHnu3oBaTb BCC «IIOJ CCGH», T.K. HHUKTO JIy4dlI€ BaC HC 3HACT CHCLII/I(i)I/IKy JCATCIIBHOCTH H

COOTBETCTBEHHO 00Pa3yIOMIUXCS IOKYMEHTOB, IPUHATON OpraHU3aliy paboThl ¢ HUMH, OTPUIATEIBHOE
— OoJiblIasi TPYJAOEMKOCTh, IIPH OTCYTCTBHUH JIOCTATOYHOI'O OIBITA B HOMEHKJIATYPY eI MOTYT OBITh
3aJI05KE€HBI OIITNOKH,

- TOpPYYEHO €€ COCTaBJICHHE CIECHUATN3UPOBAHHON KOMIIAHUH C 3aKJIFOUEHUEM COOTBETCTBYIOLIETO
JI0TOBOpa 10 OKa3aHUIO YCIIYT, MOJO0KUTEIBHOE — HE TPATUTE CBOE BPEMS U IOJYUEHHBINH JJOKYMEHT, KaK
MIPaBWJIO, COCTABJIEH IPaMOTHO, OTPUIIATENIbHOE — HE BCEra 3ajJ0)KeHa camas palMoHajbHas CHUCTeMa
paboThI C TOKyMEHTaMH.

[TocrapaiiTech HOMEHKIIATYpy J€J COCTABIISATH CBOUMU CUJIAMH, 1aXKE €CJIU B UTOTE MOTYT ObITh KaKue-
To HemocTaTku. IlpaBmma pa3paboOTKU MOHATH HE TPYJHO, OCHOBHAS CIOXKHOCTh NPHUXOIUTCS Ha
aHAJIMTUYECKYI0 PabOTy MO COCTABICHUIO, CUCTEMATH3alMN HAa3BaHUM 3ar0JI0BKOB €Nl U OINpPEIeTICHUIO
CPOKOB XpaHEHUS M0 NEPEYHIO JOKYMEHTOB.

Ilopsinok cocTaB/ieHUs U YTBeP:KIeHNSI HOMEHKJIATYPbI el

PaGora Benmercs Ha OCHOBAaHWM HOPMATHBHO-METOAMYECKHUX JTOKYMEHTOB. OTBETCTBEHHOCTH 3a
COCTaBJICHHEe HOMEHKJATYPbI JieJ Bo3Jaraercsl Ha cCJay:k0y [1eJIONMpoM3BOACTBA (Cekperapuar,
KaHIEISIpUsI, OO OTACT U T.J1.).

[Ipexxne Bcero, HEOOXOIMMO ONPEAEIUTH COCTaB 00pa3yOUIMXCcs JOKYMEHTOB. M3ydatoT ycTaB uin
MOJIOKEHHE 00 OpraHu3allid, €€ CTPYKTYpy, MOJIOKEHUS O CTPYKTYpPHBIX MOJpPa3AEICHUSIX, APYTUe
UMEIOLIUECS] JOKYMEHTBI, OIpEACIAIONINEe JEATEIbHOCTh OpraHu3aluu (II0JIOKEHUS, PErJIaMeHThI,
MpaBmWJia U T.J.), [JIJAHOBBIE U OTYETHBIE JOKYMEHTHI OpraHU3aI[1H, IOJIE3HO IPOCMOTPETh HOMEHKIIATYPY
JIeJ 32 MPEIbIYIIUHN TOI.

Cumutaercs, d4YTO CBOAHAs HOMEHKJATypa Jell OpraHu3allli COCTaBIseTCS Ha OCHOBaHUU
COIJIACOBAHHBIX C BEJAOMCTBEHHBIM AapXMBOM HOMEHKJIATYp J€Jd CTPYKTYpPHBIX IOJpa3zieseHuil.
CoTpyAHMKH OTIEJNOB MPOCTO HE CHOCOOHBI pa3paboTaTh TpeOyemblid TOKYMEHT (OTCYTCTBUE
KBanuuKayy, BpeMenn). [losToMy ocHOBHast paboTa JOXKHUTCS Ha OTBETCTBEHHOTO CIICLUAINCTA 3a
COCTaBJICHHE CBOJHOTO JOKyMeHTa. byneT mydiie uist BceX, eciii CTPYKTYpHBIE MOAPA3IeICHUs IPOCTO
MIPEJICTaBAT B CIIyKOy J1€JI0MPOU3BOJICTBA CIIMCOK HAa3BaHUI BCEX 3aBOAMMBIX JIEII.

[Ipu 3TOM BCce MOKYMEHTHUPYEMBIE YYACTKU JOJKHBI OBITH OTpa)keHbl. YacTO COTPYIHUKU OTIEIIOB
TOBOPAT «Ja y MEHsI TyT B CTOJIE», «4TOOBI O]l pyKoi». Bmecte ¢ Tem mpaBuia TpeOyroT, 4TOOBI BCe
3aroJIOBKU 3aBOJIMMBIX JIeT ObLIN BKJIIOUEHBI B HOMEHKIATYpy Ael. M 3aTeM UCTOTHEHHBIE TOKYMEHTHI
(hOopMHUPOBATIKCE B JIeJla B COOTBETCTBHUH C 3aJI0’)KEHHON CUCTEMOIA.

Kak ye oTMeuanocs Bblllle camasi cliokHasi paboTa B pa3paboTke HOMEHKIATYPhI AT — MPaBUIBHO
c(hopMyJIMPOBATh 3ar0JIOBKH JI€J, CHCTEMATU3UPOBATh UX U IPOCTABUTH CPOKU XPAHEHHUSI I€TT CO CCHUIKOM
Ha COOTBETCTBYIOILYIO CTaThIO IO NEPEYHIO JOKYMEHTOB. DTO MBI PACCMOTPHUM I103JHEE HA KOHKPETHOM
IIpUMepe HOMEHKJIATYphl JIEJI OpraHU3aluy B CIEAYIOLIEH CTaThe.

OdopmiieHre CBOJHOW HOMEHKIJIATYphl JI€]1 MPOM3BOAMTCS Ha oOlieM OjaHKe OpraHM3alluu, I7ie
OCHOBHAs 4acTh IIPEJICTaBICHA B TAOINYHON (hopMe C periiaMeHTUPYEMBbIMU Ha3BaHUSIMU rpad.

W 3ateMm B COOTBETCTBHH C HOPMATHUBHBIMU TPEeOOBAaHUSMHU HEOOXOIUMO YTBEPAUTH TaHHBIN
NOKyMeHT. OCHOBHBIE 3Tallbl YTBEP KAeHU HOMEHKJIATYPBbI Je:

° BU3UPYCTCA OTBCTCTBCHHBLIM 3a apXUB OpPraHu3aluu,
° IMOATIMCBIBACTCA PYKOBOJAUTCIIEM CJ'Iy>K6I)I ACIONPOU3BOACTBA,

e  COIJIaCOBBIBACTCS C DKCIIEPTHOM KOMMCCHEN OpraHM3alliy ¢ COCTABJIECHHMEM IPOTOKOJIA 3aCEAaHUS
DKCIIEPTHOM KOMHMCCHH,

e  HANpaBIsETCS HAa PAcCMOTPEHHME DSKCIEPTHO-NPOBEPOYHON KOMHUCCHUEN COOTBETCTBYIOIIETO
apXMWBHOTO YUPEXKICHHS — HE peke | paza B 5 neT (MaHHBINA 3Tal MPOMYCTUTh, €CJIM OPraHU3alns He
nepeaeT AOKYMEHThl Ha TOCYJapCTBEHHOE XpaHEHHE, HE SBISIETCS MCTOYHUKOM KOMILIEKTOBAHMS
rocapxuaa),

e  YTBEpXKIaeTcs PYKOBOAMTENEM opraHu3anuu (rpud yTBEep:KIeHUS HAa CaMOM JOKyMEHTE WU
IIPUKa3 00 YIBEPKJIEHUN HOMEHKIATYPBI JIEN).



http://delo-ved.ru/deloproizvodstvo/deloproizvodstvo-i-arhiv-normativno-metodicheskie-dokumenty.html
http://delo-ved.ru/deloproizvodstvo/ekspertnaya-komissiya-organizasii-i-ekspertiza-tsennosti-dokumentov.html
http://delo-ved.ru/obraztsy-dokumentov/obraztsy-protokolov/protokol-zasedaniya-ekspertnoi-komissii.html
http://delo-ved.ru/obraztsy-dokumentov/obraztsy-protokolov/protokol-zasedaniya-ekspertnoi-komissii.html
http://delo-ved.ru/obraztsy-dokumentov/obraztsy-prikazov/prikaz-ob-utverzdenii-nomenklatury-del.html

OO6parute BHUMaHUE, 9TOOBI N30€KATh TUITUIHOM OMIMOKHN — HEJIb3sI MEHATh MECTaMH JIBA TIOCIEIHUX
stama. CYuTaeTcs, 4TO rOCAPXUB MMEET MPaBO MOTPeOOBAThH BHECTH M3MCHCHHS B HOMEHKJIATYPY JCII.
Ecnu nokyMeHT yTBEpKJIeH, TO €Tr0 MO3/IHO ¢ KeM-TTHOO COTJIACOBBIBATD.

[To mpaBmiIaM JOHKHO OBITH YETBHIPES/TPU IK3EMILIAPA HOMEHKIJIATYPHI JIe]I OpraHW3aIlid, KOTOPBIC
XPaHATCS:

° B cny>1<6e ACJIOIPOU3BOJACTBA — JOKYMCHT IIOCTOSAHHOI'O XPaHCHHA,

e B IrOCYJapCTBEHHOM apXMBE (IK3EMIUIIP OTCYTCTBYET, €CJIM HET COIJIACOBAHUS C 3KCIEPTHO-
MIPOBEPOYHOM KOMUCCHEH COOTBETCTBYIOILETO ApXUBHOTO YUPEKICHUS),

L] B apXMBC OpraHusaluu,

e pabouwnii sx3emMIuLsIp (YI00HEE MOIH30BATHCS B 3JICKTPOHHOM BHJIC U Pa3MECTHTh B CBOOOTHOM
JOCTYTIE JUTsl BCEX COTPYIHUKOB OPTaHU3AIIHH).

IMopsinok Tekyueit padoThl ¢ HOMEHKJIATYPOH eI

[Tocne yTBepkIeHHS CTPYKTYPHBIC TIOpa3IeIICHUS MOTyYar0T BBINMMUCKA W3 HOMEHKIIATYPBI JIeJT HIIH
uHOOPMHUPYIOTCS, TAe B OOIIEM JOCTyNle B OJIEKTPOHHOW ¢opMe HAXOAUTCS JOKYMEHT JUIs
MPAaKTUYECKOTO MCII0JIb30BaHMsI B padoTe.

Ha mpexacrosmuii ro cBogHAas HOMEHKJIATypa JAeNl OpPraHHU3alMH Pa3padaThIBACTCS B UYETBEPTOM
KBapTaJie KaKIO0ro roja.

Ecnmu mpoucxonsT 3HaYMTENbHBIC U3MEHEHUs (DYHKIUH W CTPYKTYPBI OPTaHHW3AINH, COCTABIIICTCS
HOBasi HOMEHKJIaTypa AeN (XapaKTepHO AJS TOCYAApCTBEHHBIX OPraHOB). DTO 3HAYMT, UTO Tpedyercs
CHOBa B YCTaHOBJICHHOM TOPSJKE €€ YTBEpAHWTb, BKIIOUYAs COTIACOBAHHE C IKCIEPTHO-TIPOBEPOUHOM
KOMHCCHEH apXHUBHOTO YUPEIKICHUSI.

B citydae orcyTeTBHs T7100abHBIX M3MEHEHU HOMEHKJIATYPa eI B KOHIIE KaXKIO0T0 T0/1a YTOUHSCTCS
(eciu  HeoOXOAMMO JOOABIISIOTCS BHOBBH 3aBEICHHBIC Jelia WIH YIAISIOTCS YK€ HEHYKHBIC,
PENaKTUPYIOTCS Ha3BaHUS 3ar0JIOBKOB JICIT H T.JI.) ¥ BBOJUTCS B JACUCTBUE C | sIHBaps MPEICTOSIIETO TojIa.

[Tocne 3aBepiieHHs IETOMPOU3BOICTBEHHOT'O I'0JIa TI0 YCTAHOBJICHHOM (hOpME COCTABIISIETCS UTOTOBAsI
3aIHCh O KATETOPUSAX M KOJMYECTBE 3aBEJICHHBIX JIC]I B OPTaHHU3AIIHH.

Oopaszey cocmagnenun HOMEHKAAMYpPovl 0el 00PA306aAMENbHO20 YUPEIHCOCHUS

YTBepxaalo:
3aBenywomas _Konockosa A.A.

IIpuka3 Ne 23 ot 30.12. 2015 1.
Homenkiarypa aei

o0pa3oBaTenbHOE YUPEKIECHUE TOTIOITHUTETFHOTO 00pa3oBaHusl aeTet «/[emckuii cad No 222
Ha 2016 Ton

Ne Cpok
HaunmeHnoBanmue gena

n/n XpaHeHus

1 2 3

01 Opzanuzayuonno-npaeosoe oovecneuenue /[0Y 01

[locmosanno 0o
01-
0] H()p.1lamu@//()—npas()(ﬂﬂe ()()K}’Jlelll’nbl 0 dessmenbHocmu ﬂOy 3AMEHbl
) HO6bIMU




[Tocmosanno 0o
01-
02 Pewenus, pacnopsorcenus Yupeoumens o oesmenvnocmu JJOY | 3amenv
HOBbIMU
01- Ilpuka3zvl opeanos ynpasnenus 06pazo06anus 0 0essmenrbHoCmu o munosanus
03 JI0y HaoobHnocmu
01- . .
04 IIpuxaszwr 3aeedyroweri /[OY no ocnoenoii oesmenvrHocmu 5 nem
01-
05 Yemas yupeorcoenus Ilocmosanno
01-
06 Csudemenvbcmeo o pecucmpayuu 8 Han02080M Op2aHe Ilocmosanno
01- . Ilocmosanno 0o
Jluyensus na npago 6eoenus 00pa30eamenbHOU 0esamenrbHOCu -
07 3ameHnbl HOBOU
HUTOTI'O: nen BpeMeHHOr0 XpaHeHusi: / JleJ1 MOCTOSIHHOTO XpaHeHus: 6

Oopaszey nomenknamypul 0en opzanu3ayuu

3aKkpeITOE aKIMOHEPHOE OOIIECTBO YTBEPXJIAIO
«bosbras kams» ['enepanbHBII TUPEKTOP
N.0. ®amunus

(BAO «bonbmmas xkarmis») 24.12.2014



HOMEHKIJIATYPA IEJI

24.12.2014 Ne 1

r. Camapa
Ha 2015 ron
HNunex | 3aroiaoBok nena | Kom-Bo Cpok [Ipumeuanue
c (ToMa, yacreit) nen XpaHEeHUs
nena (TOMOB, nena (Toma,
yacTei) YaCTH)
U HOMepa
craren
0 TIEPEYHIO
1 2 3 4 5
01. Kanuensipus
01-01 YupenurenbHble JOKYMEHTBHI U [TocTostHHO [Tepeuens
ycTaB 0011ecTBa cT. 50 a, TUIIOBBIX
51-53 YIpaBIEHYECK
UX  apXUBHBIX
JIOKYMEHTOB. . .
(M., 2010)
01-02 Ilonoxenus 00 opraHax ITocTostHHO [Tepexonsmee
ynpasieHus (o0mem coOpaHuu cT. 57 a c2013r.
aKI[MOHEPOB, COBETE
JTUPEKTOPOB, MTPABICHUN)
01-03 [IITaTHbIE pacnucaHus u [TocTrosiHHO Ilepexonsmee
W3MEHEHUS K HUM cr.71a c2014r.
01-04 [lonoxenuss O  CTPYKTYPHBIX ITocrosiHHO Ilepexonsiee
MOJIpa3/IeEHUSX cT.55a c2013r.
01-05 [Tpukasbl TE€HEPaJIbHOTO [TocTostHHO
JUpPEKTOpa o OCHOBHOM cT. 19 a
JeSITeTbHOCTH
01-06 IIpukassl TEHEPAIbHOIO 5 ner
JUPEKTOpa o cT. 19B
aJIMUHUCTPATUBHO-
XO03SMCTBEHHBIM BOIIPOCAM
01-07 [IpoTokombl  oOUWX CcoOpaHwMii [ocTosHHO! "Bronnerenu
AKIIMOHEPOB M IOKYMEHTHI K HUM cT. 181 roJ0COBaHUS —




II0

MpEeKpaIECHUs
JeSITeTbHOCTH
AO; ociie
MIpeKpaIeHus
—OIIK
01-08 HNuctpykumst o TTocTossHHO [Tepexomsmiee
JIENIONIPOU3BOCTBY cT. 27 a c2010r.
01-09 Homenkunarypa nen [ToctosinHO
cT. 200 a
1 2 4 5
01-10 [Tepenucka o BOITpOCaM 5 et OIIK
OCHOBHOM JI€SITEILHOCTH cT. 35, 256
01-11 Pe3epBHbIil HOMEP
01-12 baza  pmanHBIX  perucrpanuu S ner B sniekTpoHHOM
BXOJSIINX JOKYMEHTOB CT. 258 T bopme
01-13 baza  ganHBIX  perucTpanuu 5 nmer B snexrponHoi
UCXOJSIINX JTOKYMEHTOB cT. 2581 dbopme
02. Otnen kanpos
02-01 JIOJKHOCTHBIE WHCTPYKIHUH 75 ner
COTPYAHUKOB cr. 77 a
02-02 [ITaTHbIC pacnucaHus u 3 roga IlognuHHUKY B
n3MeHeHus K HuM. Ko cr. 710 nexe 01-03
02-03 ITpukassl TEHEPaIbHOIO Ho ITopuuHMKN B
TUPEKTOpA o OCHOBHOM MUHOBaHUS KaHIEISIpUA B
nearenpbHOCTH. Konmnu Hag00HOCTH nexe 01-05
cT. 19a
02-04 IIpukassl TEHEPATILHOTO 75 ner OIIK
JUPEKTOPA MO JINYHOMY COCTaBy cT. 196
(0 npueme, TEpEMEUICHUH,
YBOJIbHEHUU U JIp.)
02-05 IIpukassl TEHEPAIbHOIO 5 ner
JUPEKTOpPa O IPENOCTaBICHUN cT. 196
€XKEeroHbIX OTUIAYMBAEMbBIX

OTITyCKOB




Hauvanbauk kanuensipuu

OTBeTCTBEHHBIH 3a apXUB
A.O. bopoBuuka
19.12.2014

COI'JTACOBAHO
[Iporokosn K
0T 22.12.2014 Ne 3

Htorosas 3anuck o KaTCropuAax U KOJIUYCCTBC ACJI, 3aBCACHHBIX B 2015 roay

B 3AO «bomnpiias xaris»

K.E. Typunnckas

B ToMm uuncne:

ITo cpokam xpanenust Bcero ¢ OTMETKOi
MIEPEXOISAITUX "SIK"

1 2 3 4

[TocTrosiHHOTO 30 8 —

Bpemennoro (cBaime 10 ser) 36 7 4

Bpemennoro (mo 10 aer | 92 12 27

BKJTFOUHTEHHO)

HUTOI'O: 158 27 31

Hauvaneauk xanuenspuun

24.01.2016

Hrorosnie CBCACHUA IEPCAAHbI B apX1B

Cexkperapb

26.01.2016

K.E. Typunnckas

J1.b. 3a00xuHCKas




Lenabp paGoThbl: HayuuTbcsd NOJATOTAaBIMBATHL JOKYMEHTHI K Iepeaue Ha apXHWBHOE XpaHEHHUE.
O3HaKOMUTH CTYJEHTOB CO CPOKAMH XpaHEHUs JOKYMEHTOB Ha MPEANPHUSITHH.

I[Hosicuenune k padore:

B cootBercTBum ¢ u. | ct. 17 @enepanpaoro 3akona ot 22.10.2004 N 125-®3 "OO6 apxuBHOM [eiie
B Poccuiickoit deneparnuu" opranu3anuu 00s3aHbl 00€CIIeUnBaTh COXPAHHOCTh APXUBHBIX JIOKYMEHTOB,
B TOM YHUCJIE JIOKYMEHTOB IO JIMYHOMY COCTaBY, B TE€YEHHE CPOKOB HX XPAHEHUS, YCTAHOBJIEHHBIX
denepanbHBIMU 3aKOHAMU, UHBIMH HOPMAaTHBHBIMU IpaBOBbIMU akTamu Poccuiickoii @enepauuu (cMm.
TaOJMILY), @ TAKXKE CISAYIOIIMMH ITEPEUHSIMHI TUTIOBBIX apXUBHBIX JOKYMEHTOB:

- llepeyHeM THUIOBBIX YNPABICHUYECKUX APXHUBHBIX JOKYMEHTOB, OOpa3ymOIIMUXCS B MpoIEecce
NESTENIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPIaHOB MECTHOI'O CaMOYNpAaBJIEHUS W OpraHu3alui, c
yKa3aHHeM CpOKOB ux xpaHeHus", yTB. [Ipukazom MunkynsTypel P® ot 25.08.2010 N 558 (cm.
yKasarejb BUJOB JJOKYMEHTOB K HEMY);

- IlepeyHeM THUHOBBIX aPXUBHBIX JOKYMEHTOB, OOpPa3yIOIIUXCS B HAYYHO-TEXHHUYECKOH U
IIPOM3BOJICTBEHHONW JEATEIbHOCTH OpraHu3alluii, C yKa3aHMEM CpPOKOB XpaHeHus, yTB. [Ipukazom
Munkynstypsl PO ot 31.07.2007 N 1182 (cM. ykazarens K HEMY);

- [lepeuHeM TUMOBBIX JOKYMEHTOB, 00Pa3yIOIIUXCs B 1€ATEIbHOCTH TOCKOMUTETOB, MUHUCTEPCTB,
BEJIOMCTB U JIPYTUX YUYPEXKICHHUM, OpraHu3aluil, NpeAanpusITHii, ¢ YKa3aHHEM CPOKOB XPaHEHHUs, yTB.
I'maBapxuom CCCP ot 15.08.1988.

Jlis aKkuuMOHEpHBIX OOIECTB CPOKM XPAaHEHUS HMX JOKYMEHTOB ompezaeneHbl [lookeHueM o
MOPSIIKE U CPOKaX XpaHEHUs JOKYMEHTOB aKIIMOHEPHBIX o01iecTB, yTB. [loctanosnennem ®KIb PO ot
16.07.2003 N 03-33/mc.

Cpoku xpaHeHus1 001epacnpocTPaHEeHHbIX J10KYMEHTOB:

KaapoBble 10KYMEHTBI: ILITATHBIE PACIIUCAHUS — IOCTOSHHO; MOATBEPKIAIOIINE TPOUCILIECTBHUE
HECUaCTHOTO citydasi — 45 JieT; moATBepKAaroNue BOSHUKHOBEHUE TIPOPECCHOHATBHOTO 3a00IeBaHUS —
75 net; nuyHOE €70 paboTHUKA — 75 JIeT; BCe JOKYMEHTHI, Kacaroluecs AesTeIbHOCTH COTPYIHUKA MTPH
0COOBIX YCIIOBUSIX TpyAa — 75 JeT.

PuHaHCOBBIE JOKYMEHTBI: UMeoIMe HH(OpMaIHIo 00 UCYMCICHNUHU U YIUIaTe HAJIOTOB — 4 TO/1a;
MOJITBEP K IAIOIIUE PACXO/bl, [IOHECEHHBIE B CBA3M C O0OYUYEHHUEM COTPYAHHKA — B TEUEHUE BCETO CpPOKa
o0yuyeHus IUIIOC eme 1 roi, ¥ He MEeHee YeThIpex JIeT; MOATBEP)KAAIoNue 00beM NMEePEeHECEHHbIX Ha
Oynayuiee yOBITKOB — B TEUEHHME BCEro CpOKa, IOKa Hajloroas 0a3a yMEHbBIIAETCS Ha MEepeHECEHHBIN
yOBITOK; MOATBEP)KIAIOIIME pacyeThl MO CTPAaXOBbIM B3HOCAM BO BHEOIOJKETHBIE (OHIBI — 6 JIET;
ceprudukarsl DI HYy>KHO COXpaHATH €I1Ie S JET Mocie 3aBepilieHus ro/1a, B KOTOPOM 3aKOHUUJIICS CPOK
nevictBus ceptudukara; npuHATei B @CC 1no kaHaiaM 3JeKTPOHHOH CBSI3U PacyeT, BBIOJHEHHBIH B
¢dopme 4-OCC, u KBUTAHLIUA O €ro MOJy4eHUU — 5 JIeT; OyXraiaTepcKkue JTOKYMEHTHI, PaCKpbIBAIOIIHe
y4eT U OTYETHOCTh — 5 JIeT; KacCOBbl€ YEKH, >XypHalbl KacCHpa-ONepallMOHHMCTa, HAKOMHUTEIH
(buCKaIbHONW NaMsITH, 3J€KTPOHHBIE KOHTPOJIbHBIE JIEHTHI, IpyTrue (GOpMbI, HOATBEPKIAIOIINE PACUEThI
HaJM4YHBIMU JICHE)KHBIMU cpeacTBaMu — 5 jet; nacnopt Bepcun KKT — B Teuenue Bcero cpoka, moka
nacnopT JaercTBuTeseH. CpOKM XpaHEHUs JTOKYMEHTOB B OPraHM3allMM B HEKOTOPBIX CIIydasX MOTYT
OTIPEAEATHCS IOPUANYECKUM JIMIIOM CaMOCTOSITENIbHO, HO OHUM HE MOTYT OBITh MEHbBIIE CPOKOB,
YKa3aHHBIX B 3aKOHO/ATEIbHBIX AKTaX.

[Ipy yHUUYTOXXKEHHHM TOKYMEHTOB COCTABIISETCSA aKT. Y HU(DUIIMPOBAHHON (POPMBI JIJIsT TAKOTO pojaa
aKTOB HE CYIIECTBYET, OH COCTaBIIsI€TCSI B CBOOOAHON (hopMe, 3aKperyICHHOH PUKa30M PYKOBOIUTEIIS.
B Hem noimxHBI ObITh 0003HAYEHBI HE TOJIBKO HAUMEHOBAHUE U BCE PEKBU3UTHI OPraHU3AlMH, HO TAKXKeE,
OOBIYHO B BHJE TAOJHIIbI, YKA3bIBAIOTCS HAUMEHOBAHUS JIOKYMEHTOB ([€J1), EpUOJl, KOIr/la OHU ObLI
CO3/1aHbl, KOJMYECTBO JIMCTOB WJIH, €CIIH 00bEM JieJia 0] OJHIUM HauMEHOBAaHUEM BEJIUK, TO KOJIMYECTBO
TOMOB. B 3TOM ke akTe MOXHO 100aBUTH rpadbl HAKIaJHOW Ha INepenady-npueM TOKYMEHTOB s
YHUUYTOXKEHHUS.

MuHMMaNbHBI CpPOK XpaHEHHs OyXraaTepcKuX IOKYMEHTOB - OJMH Troj. Takoil mnepuon
MPEeTyCMOTPEH JIMIIb JJIs1 OTAEIbHOM KaTeropuu Oymar, KOTopas BKJIIOYAaeT KOPPECIOHACHIIHIO C
COOTBETCTBYIOIIMMHU OpPraHaMU O BPEMEHM IPEAOCTABIECHUA OTUYETHOCTU. CpPOK XpaHEHUs KacCCOBBIX




JOKYMEHTOB COCTAaBIIET IATh JIeT. KpoMe HUX, aHaJOTMYHBIN NEPUOJ BPEMEHU JAOJKHBI HAXOJAUTHCS B
apxuBe U cieayronue OyMakHble HOCUTENH:

1. banancel 3a KBapTa.

2. OryeTbl OpraHu3allid 3a YETBEPTh Iojla C MPUKPEIUICHHBIMH K HUM OOBSICHUTEIbHBIMU
3aMMuCcKamH.

3. 'nmaBHas kHura.

4. Bce mpOTOKOIIBI 3aCeIaHUi 1O 00CYKICHHUIO, a TAKXKE YTBEPKACHHUIO OaTaHCOB 33 KBapTal U
OTUYETOB 3a TAKOM K€ MEPUOI.

5. llTaxmaTHbIE XKypHAJIBL.

6. KaccoBble KHUTH U OTlpaBAaTeIbHbIC (IEPBUYHBIC) TOKYMEHTHI.

7. Benomoctu (0OOpOTHBIE M HAKOMUTEIBHBIE) IO cueTaM Oananca (Kak aHAIUTUYECKUM, TaK U
CHUHTETHYECKUM).

8. Bce moKyMeHThI BHECHCTEMHOTI0, @ TAKKE CUCTEMHOT0 YueTa (KOHTPOJIbHBIE U BCTIOMOTaTeJIbHbIE
KHHTH, XypHaJbl, KAPTOTEKH).

9. AKTBHI MPOU3BEACHHBIX PEBU3UN (PMHAHCOBON M XO3SIMICTBEHHOHN NEATEIHHOCTH KOMITAHUU, a
TaK)Xe BCEBO3MOXHBIE MIEPBUYHbBIE MATEPUAIIBI K HUM.

10. KapTouku, KapTOTEKH ¥ KHUTH T10 OTIEPALIUSIM C TIOJIOTYETHBIMU JTUI[AMHU.

He MeHee necsATu J€T 10KHBI XPAaHUTHCS:

1. Bamancel, a Takke OTYEThl opraHu3anuu 3a roa. K HuUM 00s3aTeIbHO OJDKHBI MPUIIAraThCs
OOBSICHUTEINIbHBIE 3aIHCKH.

2. Onucu MHBEHTApHI.

3. bayianchl nepeaTouHOro U pa3aeIUTEeIbHOIO XapaKkTepa.

4. Can4uTeNbHbIC BEIOMOCTH.

5. banaHchl TMKBUAAMOHHOTO XapakTepa. K HUM B 003aTeIbHOM MOPSIAKE JOJKHBI TPUKIIAIBIBATHCS
OOBSICHUTEIILHBIC 3AIMMCKHU U POYNE PUITOKCHHSL.

6. KHuru, o KoTopeIM BEAETCS yU€T 3JaHUN U COOPYKEHUM.

7. TIpoTOKOJIBI 3aceTaHnii, HA KOTOPBIX PAacCMAaTPUBAIKCH MO0 YTBEPKIAIUCH OAJIAHCHI M OTYETHI 32
roJI0OBOM MEPHOI.

8. BceBo3MorKHBIE MaTepHalIbl, COIEpKalTUe B ce0e CBEACHUS 110 MHBEHTAPU3ALIUN COOPYKEHUM, 31aHUH.
9. IlpoToKonbl 3acelaHHii, Ha KOTOPBIX paccMaTPUBAIM CIMYUTEIbHBIE BEJOMOCTH IPOILIECCOB
WHBEHTapU3aIIH.

IHoaroroBka JOKyMEHTOB K Iepegadye HA apXUBHOE XPaHEHHUe.

[ToaroroBka NOKYMEHTOB K XPaHEHMIO SIBJIIETCS HEOOXOIMMBIM STAllOM B MpOIECCe Mepeaadun
JOKYMEHTOB B apxuBHble (ouasl. CormacHo 3akoHoAatensCTBY Poccuiickoit denepanuu, Bce
JIOKYMEHTBI KOMIIAHUU JOJDKHBI TTPOUTH COOTBETCTBYIOIIYIO OOpaOOTKy, MPEXIe YeM MOCTYNHUTh Ha
apXHWBHOE XpaHEHHUE.

[ToaroroBka NOKYMEHTOB K XPaHEHMIO SIBJIIETCS HEOOXOJIMMBIM STAllOM B MPOIECCE Nepenayu
JOKYMEHTOB B apxuBHbie (ouasl. CormacHo 3akoHomatenscTBY Poccuiickoit ®enepaiuu, Bce
JIOKYMEHTBI KOMIIAHUU JOJDKHBI TTPOUTH COOTBETCTBYIOIIYIO OOpaOOTKy, MPEXIe YeM MOCTYNHUTh Ha
apXHWBHOE XpaHEHHE.

[ToaroroBka MOKYMEHTOB K XpaHEHHMIO HEOOXOJHMMa HE TOJBKO Il OOeCredeHus: XOopoien
COXPaHHOCTH JOKYMEHTOB, HO W JUIsl TOTO, YTOOBI M30€kKaTh aJMUHHCTPATUBHOM OTBETCTBEHHOCTH U
mTpadoB, CBIA3aHHBIX C HEKAYECTBEHHON MOATOTOBKOM JIOKYMEHTOB K XpaHEHUIO.

ITanbl NOATOTOBKH JOKYMEHTOB K XPaAHEHH IO

1. JkcnmepTrH3a HEHHOCTH:

[lepBbIil 3Tan MOATOTOBKHM JOKYMEHTOB K XPAHEHHIO 3aKJIIOYAETCS B MPOBEACHUHU IKCIIEPTU3BI
IIEHHOCTH JOKYMEHTOB. DKCHEPTH3a IIEHHOCTH HEOOXOJUMa JJIsi TOTO, YTOOBI BBISIBUTH JIOKYMEHTHI,
KOTOpbIE OJIEKAT aJbHEHIIIEMY COXPAHEHUIO WM YHUUTOXEHUI0. C 3TOM 11eNbI0 COCTaBISAETCA OMUCH
JIeNT ¥ OTTUCH JJOKYMEHTOB JIEJI.

B He60pIIMX KOMIAHUX ¢ IPOIEAY PO MOATOTOBKH JOKYMEHTOB K apXUBHOMY XPAaHEHHUIO MOKET
CIIPABUTHCA ApXUBAPUYC WM YHOJHOMOUYEHHOE JUI0. J[Jis TOro 4roObl MOATOTOBUTH TOKYMEHTHI B



KpYMHBIX apXHBaXx, yallle BCEro HEO0OX0AMMa MOMOIb BHICOKOKBATU(UIIMPOBAHHBIX CHEIUAINCTOB U3
ApXUBHBIX KOMIIAHUM.
2. OmnpepesneHue MecTa XpaHeHUsI JOKYMEHTOB
Ha nanHOM 3Tane HyHO YCTaHOBUTb MECTO Ul XpaHEHHUs JOKYMeHTOB. Cpeny BO3MOYKHBIX
aIbTepHATHB: XpaHEHUE TOKYMEHTOB B oduce, caya JOKyMEHTOB Ha BHEO(DHCHOE XpaHEHUE U CO3/JaHKe
3JIEKTPOHHOI'O APXUBA.
3. XpaHeHHe J0OKYMEHTOB B ojuce
Jnst Toro 4TOOBI MOJATOTOBUTH JOKYMEHTHI JUIsl XpaHEHUs B oduce, HEOOXOAUMO TPaMOTHO
OpraHM30BaTh ApXMBHOE IMPOCTPAHCTBO M OOECHEUYUTh COOTBETCTBYIOUIUI TEMIEpPAaTypHBIM pPExKUM.
Taxoke Ha TaHHOM CTAIMK HYKHO 103a00TUTHCS O 3aKYIKE apXUBHBIX CTEIUIAXKEH, apXUBHBIX KOPOOOB U
nanok. Kpome Toro, Hy>)kHO 3apaHee 1M03a0OTUTHCS O TOM, YTOOBI Jejia JOJDKHBI ObUIM MPOUIMTHI U
neperieTeHsl. HU B KoeM ciiyyae Hellb3sl yIIaKOBbIBaTh JOKYMEHTHI B ITOJIMATHUIIEHOBBIE MTAKETHI, TAK KaK
TO YMEHBIIAeT COXPaHHOCTh Oymaru. Bo Bpems d¢opmupoBaHus apxuBa IManku U KopoOa
MOJIMCHIBAIOTCS, U CaMble BaXKHBIE IOCTABUTh TaK, YTOOBI B cly4yae HEOOXOAMMOCTH OOECIICYHTH
OBICTPBII TOCTYI K HUM.
4. Cpava 10KYMeHTOB Ha BHeO(HCHOEe XpaHEeHHUe
[lepenaua OKyMEHTOB Ha BHEO(PUCHOE XpaHEHHE 3aKJIIOYaeTcs B BbIBO3€ JOKYMEHTOB B
XpaHWINILE CTOPOHHEHN apXUBHOM KoMmnaHuH. [1oAroToBKa JOKYMEHTOB K XPaHEHUIO B IAHHOM Clly4ae
MUHHMaJIbHA, TOCKOJIBKY OTBETCTBEHHOCTh 3a 3TO OepeT apXuBHas KommaHus. [7laBHOE BO BpeMms
MEPEBO3KM — COXPAHHUTh BCE JOKYMEHThI B Hanumuuu. [lompoOnee uutaiite BHeoducHoe xpanenue
JIOKYMEHTOB.
5. Co3aaHue 3J1eKTPOHHOI0 apXUBa
[Ipu BBIOOpE SJEKTPOHHOTO apXHWBa Kak Crnocoba XpaHEHHs JIOKYMEHTOB 3aTpaThl KOCHYTCS
CKaHUPOBaHHUA JOKYMeHTOB. Ha ocHOBe ckaHMpOBaHHBIX 00pa30B co3maeTcs 0a3a NaHHBIX C CHCTEMOM
noucka. [IoAroToBka JOKyMEHTOB K apXMBHOMY XPaHEHHIO OYET 3aKII0UaThCs B OTOOpE JOKYMEHTOB Ha
ckanupoBanue. [locre 3Toro yxe mporpaMMHUCTBI CO3/1aI0T 0a3y aHHBIX ¢ YA0OHO! U OBICTPOI cCTeMOit
ITOMCKA.

ITopsinok npoBeneHust 3aHATHS:
CryneHTtaMm mpeaniaraeTcst MpOBECTH JaHHYIO paboTy € IMOMOIIBIO OOCYKICHUS TMHCbMEHHBIX
pedepaToB Ha cieayoLue NpeIoKEeHHbIE TEMBbI:
1. «CnpaBouHo-nIpaBOBBIE cUCTEMBI Poccum»,
2. «DopMHpOBaHHUE U XpAHEHHE AEI»,
3. «ApxuBy».

Bonpocsl 1J1a npoBeaeHusi codece0BaHUsL:
1. Ornenka 3HAYUMOCTU JJOKYMEHTOB U CPOKH UX XPaHEHUSI.
Bubl apXUBHBIX TOKYMEHTOB.
[ToaroroBka nen Ui CAa4y B ApXHUB.
ObecrnieueHne COXpaHHOCTHU JIOKYMEHTOB.
OCHOBBI 3aKOHO/IATENILCTBA 110 APXUBHOMY JIEITY.
XpaHEHHE U yUeT apXUBHBIX JOKYMEHTOB.
KommiekToBaHue apXuBOB apXHUBHBIMH JJOKYMEHTAMHU.
JlocTym K apXMBHBIM IOKYMEHTaM U UX HCIIOJIb30BaHUE.
9. Kak ocymecTBiseTcst CHCTeMaTH3alHsI U XpaHEHHUE TOKYMEHTOB B OPraHU3aIH ?
10. Yto Takoe n1eno, ¢ TOUKHU 3peHust JokymeHToBeAeHus? [IpuBequTe npuMepsl e, XpaHsIUXCcs B
OpraHH3aIiy.
11. PackpoiiTe coaep:kaHM€ TIOHITHUS «HOMEHKIaTypa Jem». Kakoe JOMKHOCTHOE JIMIO B
OpraHU3aIfK OTBEYAET 32 COCTABJICHUE U BBEJICHHUE B JIEHCTBHE HOMEHKIATYPHI J1€7?
12. KakoBbl p€KBU3UTHIl HOMEHKJIATYPHI 117
13. KakoBa coaeprkareiabHasi 4YaCTb HOMEHKJIATYpPhI Jei?
14. Kakue npu3HaKy 3aBEICHUS JIeia UCTIOJIB3YIOTCS pu (popMUpOBaHUH J1en?
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15. KakoB 0CHOBHO# MpUHIIUT (HOPMHUPOBAHHMS TOKYMEHTOB B Jieia?

16. Kakue HOpMaTHUBHBIE TPeOOBaHUS HEOOXOAMMO COOI0IaTh TTPH (POPMUPOBAHUH ACT?

17. Yro Takoe 3KCHepTH3a IEHHOCTU JOKYMEHTOB, U KaKWe JODKHOCTHBIE JIMIA B OpPraHU3alUd
3aHMMAIOTCS €€ IPOBEJCHUEM?

18. Kakue HOpMATHBHBIE aKThl PETYIUPYIOT MPOBEICHHUE SKCIEPTHU3bI [[EHHOCTH JOKYMEHTOB B
opraHu3aruu?

19. UYro sBisieTcst pe3yabTaTOM MPOBEACHUS YKCIIEPTU3BI IIEHHOCTH JIOKYMEHTOB OpPTraHU3aIuu?

20. Kak ocymiecTBisieTcs IOATOTOBKA JIEN K apXUBHOMY XPaHEHHUIO B COBPEMEHHBIX OpraHU3aIusx?

33}1a}mﬂ AJISl BBINMIOJTHEHHUA HA IIPAKTHYCCKOM 3aHATUN (Ha Bblﬁ()p):
1.CocTaBuTh TMYHOE ACJI0 COTPYAHHUKA U ITIOATIOTOBUTH €ro AJId CAa4u B apXHUB.
2.CocTaBUThH OITHCH HaxoasAmuxcs B JIMYHOM JI€JI€ JOKYMCHTOB.
3.HOI[FOTOBI/ITB AKT IIpueMa-repeaadu JUIHBIX JCJI B apXUB.

Pexomenayemasi iureparypa

OcHoBHas1 JIMTepaTypa:

1. KysnenoB, M. H. JokymenrtanumonHoe oOecredeHue ymnpabieHus. JlOKyMeHTOOOOpOT u
JIEJIONPOU3BOJICTBO : YUECOHHK ¥ MTPakTUKyM U1t By3oB / M. H. Ky3HeroB. — 4-¢ us ., nmepepad. u
nomn. — Mocksa : M3garensctBo FOpaiit, 2023 — 545 c. — (Bricmee oOpazoBanue). — TekcT :
HEIIOCPEACTBEHHBIN.

2. JlapuonoBa, M. b. IlpakTukyMm mo OpraHM3alMOHHOMY U JOKYMEHTAIIHOHHOMY OOECIEUEHUIO
JCeTbHOCTH OpraHu3anuu: ydeOHoe mocobme /M. b. JlapmonoBa, U. E. Cadponosuu.
ExarepunOypr: U3n-Bo Poc. roc. mpod.-nexn. yu-ta, 2019 206 c. URL: http://elar.rsvpu.ru/978-5-
8050-0683-9. TekcT: 37€KTPOHHBIH.

3. Pab6osa, C. B. JlokymMeHTallMOHHOE OOECIEeUeHHE YIPABICHUYECKON IesTeNbHOCTH: ydeOHOe
nocobue / C. B. PsiboBa; YibsH. roc. TexH. yH-T. — YibsHOBCK : Y[ TY, 2021 — 340 c.

4. HlysanoBa, H. H. JlokymeHTannonHoe obecriedeHne ynpaBieHus : Y4eOHUK U MPAKTUKYM JUIsS
cpennero npodeccruonansaoro oopazosanusi / H. H. llyBanosa. — 3-e u3j., mepepab. u gom. —
Mocksa : U3aarensctBo FOpaiit, 2023. — 247 ¢. — (IlpodeccnonanbHoe oOpa3oBanue). — ISBN
978-5-534-16538-8. — Tekcrt : anexktpoHHsIit / OOpaszoBarenbHas mnatdopma FOpaitt [caift]. —
URL: https://urait.ru/bcode/531240

OcHoBHbBIE 3JICKTPOHHBIC U3JAHUS:

1. Bapmyng, B. B., JlokymeHTanimonHoe obecnieueHue ynpasieHus : yueouuk / B. B. Bapmyna. —
MockBa : HOctumus, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpamenus: 26.06.2023). — TekcT : 371€KTPOHHBIM.

2. Kopsuees, 1. K. JlokymMeHTalmoHHOE OO€CleUeHHEe YIpPaBICHUs : YYEOHUK M MPAKTUKYM JUIS
CpEIIHETO npodeccnoHanIbHOTO oOpa3oBanus / H. K. Kophees, A. B. ITenko,
B. A. Mamypues. — 3-e u3n., nepepad. u gon. — Mocksa : U3parensctBo HOpaiit, 2023. —
438 c. — (IIpodeccuonanvHoe oOpazoBanue). — I[SBN 978-5-534-16002-4. — Teker
anexkTpoHHbd  //  OOpazoBarenpHas  miarpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/523611 (nara obpamenus: 26.06.2023).

3. Kysnenos, U. H. JlokymeHtannoHHoe oOecrieueHue ynpasieHUs. JoKyMeHTOOOOpoT H
JIEIOTIPOU3BOJICTBO : YUEOHUK M MPAKTHKYM JUIA CPEAHETro MpodecCHoHaIbHOTO 00pa3oBaHus /
N. H. Ky3nenoB. — 4-e u3a., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2023. —
545 c¢. — (IIpodeccuonanvHoe obOpazoBanue). — ISBN 978-5-534-16004-8. — Teker
NeKTpoHHBIH  //  OOpasoBarenbHas  1iatpopma  HOpaiir  [caiit] —  URL:
https://urait.ru/bcode/523613 (aara obpamenus: 26.06.2023).
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Kysnenoga, 1. B. JlokymeHTaimonHoe obecrnieuenne ynpasiaeHus : yaeonoe nocodue mis CI1O /
H. B. Ky3nenosa, I'. A. XauatpssH. — 2-e¢ uza. — Capatos : [IpodoOpazoBanue, A I[lu Dp
Menuna, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT :
JNEKTPOHHBIA // DNEeKTpOHHBIA pecypc mudpoBoil obOpazoBarenbHOl cpeasl  CIIO
PROFob6pa3oanue : [caiit]. — URL: https://profspo.ru/books/80326

lysamnosa, H. H. JlokymeHTannoHHOe oOecrieueHne ynpaBiIeHUs : Y4eOHUK U MPAKTUKYM IS
cpeanero npodeccuonanbHoro oopasosanus / H. H. IllyBanoBa. — 3-e uzn., nepepad. u nom. —

Mocksa : HznarensctBo Opaiit, 2023. — 247 ¢. — (IIpodeccuonanproe oOpa3zoBaHue). —
ISBN 978-5-534-16538-8. — Texkct : anekrponHsiii // OOpa3oBarensHas miaatdopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/531240 (nara obpamenus: 26.06.2023).

JonosHuTEIBHAS IUTEpATYypa:

1.

Koncrurynus Poccuiickoit @enepanmu (IIpunsta BcenapoaubM rosiocoBanuem 12 nexadps 1993
roJia C U3MEHEHUSIMH, 0JI00PEHHBIMH B X0/Ie o01epoccuiickoro rojocopanus 1 utons 2020 roma)
/"Poccwmiickas razera" ot 4.7.2020 .

TpynoBoii konekc Poccuiickoit @enepaunu (B pen. ot 04.08.2023 Ne 471-03) /Cobpanue
3akoHoaarenscTBa Poccuiickoit deneparuu ot 2002 1., N 1, cT. 3 (Hacts 1)

. Anp0oM nepBUYHBIX TOKyMEHTOB: DnekTpoHHas kHura (1 CD).- M.: ]| «PaBaoBecuey.- (Cepust

JlenoBbie JOKYMEHTBD», BBIIL. 6).
PepkakoB A.Il. OOGpa3iel TOKyMEHTOB Ul TpaxaaH: DnekTponHas kuura (1 CD).- M.: U]]
«PaBHOBecHe».

HNHurepHeT-pecypcesbl:

1.

www.garant.m - Cucrema «FapaHT», IIpaBOBLIC 0asbl pOCCHﬁCKOFO 3aKOHOAaTCIIbCTBA,

2. www.consultant.ru - OOmepoccuiickasi CceTh paclpoCTpaHEHUs MPaBOBOM HHGOpMAIUU

PN

e

10.
. DnexTpoHHas oubnmuoteka M3ngarensckoro noma ['pedennukon (RU) — http://grebennikon.ru

. YauBepcurerckas o6udmuoreka on-line (RU) — http://www.biblioclub.ru
13.

12

14.

(Koncynbrant-ITnroc);

. www.biblioclub.ru  (/lenonpou3BoJACTBO:  COCTaBIEHUE, pEJAKTUpPOBaHHE U  00paboTkKa

JIOKYMEHTOB).

http:// www.klerk.ru (Bc€ o GyxranrepckoM yuére, MEHEI)KMEHTE, HAJIOTOBOM IpaBe, OaHKax,
1C u mporpammax aBTOMAaTH3alUN OyXTaaTepCKOro y4ETa).

Hayunas snexktponnas 6ubnuoreka (H3b) (RU) — http://elibrary.ru
OnexTpoHHO-0nbmnoreyHas cuctema BOOK.ru (RU) — http://www.book.ru

IPRbooks (RU) — http://www.iprbookshop.ru

OnexkTpoHHO-O0nbnoreunas cuctema «Kuura®oun» (RU) — http://www knigafund.ru
DnekTpoHHO-0ubnMoTeuHas cucrema PYKOHT (RU) — http://rucont.ru

9BC znanium.com u3aarenscrsa "MHOPA-M" (RU) — http://www.znanium.com

VYuuBepcuterckass uHpopmammoHHas cuctema Poccus  (YUC POCCHUSA) (RU) -
http://uisrussia.msu.ru/is4/main.jsp
WNudopmannonno-ananuruueckoe arenrctso MHTETPYM (RU) — http:/www.integrum.ru
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