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HOACHUTEJIBHASA 3AIINCKA

Metonuueckoe mocobue NpelHa3HA4YeHO ISl CTYJACHTOB 3a04YHOM (POPMBI
o0yueHus BCeX CHelualbHOCTEeN Kouteaxka (0a30BOro ypoBHS).

CamMocTosiTeNnbHBIE PA0OTHI TPOBOMATCA I MPUOOPETEHUS MPAKTHICCKUX
HaBBIKOB, MOBBIIIEHUS U UCIIOJIb30BAHUS MOJYUYCHHBIX 3HAHUM, YTOOBI CTYJIEHT MOT
COCTaBJISITh U OPOPMIISITH JIOKYMEHTHI yIpaBieHYeckoro xapakrepa corsiacHo ['OCT
P 7.0.97-2016 r. Mor npuMeHSTh NPAKTUYECKHWE HABBIKU IIPU HCIOJb30BAHUU
MEePCOHAIBHBIX KOMIBIOTEPOB. YMETh, MNPUMEHSS OQUIIMAIBHO-ICTIOBON CTHIIb,
IPAMOTHO COCTaBJISITh TEKCThl YOpPaBIEHYECKHX JIOKYMEHTOB. B  mpouecce
BBITIOJIHEHUSI CaMOCTOSATENBHBIX Pa0OT CTYJIEHThI CaMOCTOSITENIbHO TIOJIY4YaroT
TEOPETUYECKHE  3HAaHUA, [0 NPEeAMETy JOKYMEHTAl[MOHHOE OOecrnedeHue
YIPaBJICHHS, y4aTCs IPOBOAUTH CAMOAHAIIN3 U3yYCHHON WH(OpMAaITUH.

[Ipuctynass K H3y4eHHUIO MpeAMEeTa, CTYIEHT JAO0DKeH MoAoO0paTh peKo-
MEHJIyeMYI0 JIUTepaTypy, MPOUUTATH COJIEpkKaHUE MporpaMmbl U Meroaudeckue
pEKOMEHIaIuU, KOTOpbIe JaHbl B HacrosmieMm rnocobuu. IlpopabarbiBas marepual
KaXJIOM TeMBbI 110 Y4eOHHUKY, HEOOXOAMMO KOHCIIEKTUPOBATh OCHOBHBIC MOHSITHS, TIPU
HEO0OXOMMOCTH COMPOBOXKAasi OJTaHKaMH B 00pa3aMu JOKYMEHTOB.

[Tone3no, kpome yueOHMKA, 3HAKOMHUTHCS C JIOMOJHUTEILHON U HOPMATUBHOMN
JTUTEpPaTypod,  MEPUOJUYECKUMU  M3JAHUSIMH,  OCBEIIAIOIIMMU  HOBEHIue
TOCTIDKEHUS B 00JIACTU NETOMPOU3BOJICTBA. J[Isl 3aKperuieHus TeMbl HE0OXOIUMO
OTBETUTh Ha BOIPOCHI AJisi camorpoBepku. Eciau B mpouecce U3ydyeHus CTYJEHTY
OyZyT HEMOHATHBI OTJIEJbHBIE BOMPOCHI, CIEAYET 00paTUThCA B yUEOHOE 3aBE/ICHUE
3a MUCbMEHHOMN WJIM YCTHOW KOHCYJIbTAIUEH.

K BBINOJHEHUIO KOHTPOJIBHOW pPaOOTHI CTYJEHT MPUCTYIAET JIMIb IOCIHE
M3Yy4YEeHHS BCEro y4eOHOTro MaTrepuaa 1o npeaMery.

Brimoninenne paboT gaeTcsi Mo OINpEAeNICHHOM CXeme: Tema, Ielib padoThl,
3amanue. KOHTponapHblE pabOTBHl CTyJEHTaMU 3a04YHOM  (PopMbl  00yuyeHus
oOpMIISIOTCST TIMCBMEHHO COTJIACHO YKa3aHHOMY 3a/IaHWI0 B BHJIE KOHCIIEKTA,
nokiana unu pedepara. PacneuarsiBatorest Ha ¢opmate A4, mpudrtom Times New

Roman, 14 nrt, noryTOpHbIM UHTEPBAJIOM, OPOPMIISIOTCS TUTYJIBHBIM JIUCTOM.



KonTtponsHas paborta BeiOupaeTcsi mo mociennerd mudpe mmdpa B 3a4eTHOM
KHIDKKE cTyqeHTa. CTyaeHt, y KkoToporo nociefuss nudpa B mudpe 0, BIIOIHSIET
KOHTpPOJIbHYI0 padoTy Nel(.

OTBeThl Ha BOMPOCH 3aJlaHUS JIOJDKHBI TMOKa3aTh yMEHHUE CTYyJICHTAa aHa-
JU3UPOBaATh U 00001aTh U3y4aeMblid Mateprai. OTBET JOJDKEH OBITh KOHKPETHBIM,
CKaThIM, a H3JIOKCHHE ero YETKUM M SICHBIM 0e3 TepEenuChIBaHUS TEKCTa W3
yueOHUKOB. OTBETHI CIAEAYET WLTIOCTPUPOBATH OJIaHKaMu, 00pa3laMu JOKyMEHTOB.

B pe3ynbraTe ocBOoeHUS Y4eOHON AUCIUTIIMHBI 00yJalOIIUACs B COOTBETCTBUH
C KBATM(DUKAITMOHHBIMH TPEOOBAHUSIMU JIOJIKEH:

HUmemwb npedcmasnenue:

o 0 3aKOHOMEPHOCTSAX (PYHKIIMOHUPOBAHKS PHIHOYHBIX MEXaHU3MOB Ha

MHKPO ¥ MAKPOYPOBHSIX U METOJIaX TOCYJaPCTBEHHOI'O PETYJIMPOBAHNSA SKOHOMUKH;

o O XapaKTEPHBIX YEPTaX COBPEMEHHOI'O MEHEKMEHTA;
ymemy:
o opopMIIATH JOKYMEHTBI OpraHU3alMOHHO-PACTIOPSAIUTENbHBIE,

MH(OPMAIMOHHO-CITPABOYHbIE, TOKYMEHTHI OTPACIIH;

° COCTaBJIATh, PEAAKTUPOBATh M (OPMATUPOBATH TEKCT JOKYMCHTA,

° OCYIICCTBJIATH PabOTYy I10 3aBEJICHHUIO JIe]T, UX (POPMUPOBAHUIO U
XpaHCHHUIO;

) BBITIOJTHATH JIFO0YI0 paboTy, Kacarouryrocs JeIOMPOU3BOACTBA U

AOKYMCHTAIIMOHHOI'O oOecrneyeHus YIIPpaBJICHUA,

o ucnosb3oBaTh 1K 11 aBTOMaTH3anMK JEN0NPOU3BOICTBA;

3HAMb:

o OCHOBBI JJOKYMEHTALIMOHHOT'O 00€CTIeUeHUs yIIPaBiIeHUS;

. eI U 331a41 JOKYMEHTAIMOHHOTO 00ECIICYeHMSI YIIPABIEHUS;

o TEPMHMHOJIOTHIO B 00JIACTH JOKYMEHTAIIMOHHOTO 00eCTIeUeHUs
YIPABJICHHUS;

o MOHATHE JTOKYMEHTA, KOPPECTIOHAEHIIMU U AIONPOU3BOICTBO;

. KJIAaCCU(DUKAIIMIO U BUJIBI IOKYMEHTOB YIIPABIECHUECKON JEATENbHOCTH,



o BU/IbI OTPACIIEBBIX JTOKYMEHTOB;
o oOuye NpaBuiIa COCTABIEHUS U OPOPMIIEHUS JOKYMEHTOB;
o MOPSJIOK 3alI0JHEHUSI OCHOBHBIX PEKBU3UTOB OPraHU3a[MOHHO-

pacopAaIuTCIbHBIX U I/IH(bOpMaL[I/IOHHO-CHpaBO‘-IHBIX JAOKYMCHTOB,

o MOPSIJIOK PETUCTPAIINN, XPAHCHUS U TIOMCKA IOKYMEHTOB | JIET;
o MpaBujIa COCTABIICHUS HOMEHKIIATYPHI JCIT;
o 0COOCHHOCTH O(POPMIICHHUSI OPTraHU3AIMOHHO-PACTIOPSIUTEIbHBIX U

UH(GOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB;

o penaktopsl Microsoft Office Word; Microsoft Office Excel;

o 0COOEHHOCTH O(DUIMATIEHO-IETOBOTO CTHIIS;

o OCOOEHHOCTH CTaHJAPTU3aIMU OUIIHATEHO-/IEJIOBOTO CTHJIS;

o SI3BIK ¥ CTHJIb OPTaHU3aI[MOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB;

o SI3BIK ¥ CTHJIb MH(POPMAITMOHHO-CIIPABOYHBIX JTOKYMEHTOB;

o PEYEBOM ITUKET JTOKYMEHTA, DJIEMEHTHl aJMHUHUCTPATHBHOTO PEUEBOTO
ITUKETA.

IMPOI'PAMMA KYPCA JOKYMEHTAIMOHHOE OBECIIEYEHUE
YIIPABJIEHUSA

Pasnen 1 JlokymeHTHpOBaHNE yIPaBIEHYECKON JEATEIBHOCTH.

Tema 1.1 OcHOBBI TOKYMEHTAalIMOHHOTO obecrieueHus ynpasiaeHus. Tema 1.2. TpeboBanus
nokymenrtam. Tema 1.3 Kimaccudukanmst JTOKyMeHTOB. BHIIbI JOKYyMEHTOB.

Paznen 2 Opranuzarust paboTsl ¢ TOKyMEHTaMHU.

Tema 2.1 UcnonszoBanme 1K B gokymeHTanmMoOHHOM obOecrnieueHnM ympaiieHus. Co3naHue
JOKYMEHTOB Ha OCHOBe mmabmona Onanka. Tema 2.2 Odopmiuenue wuHpOpMAMOHHO-
cripaBouHbIX JokyMeHTOB (MCJI). Tema 2.3 OdopmieHue opraHu3aiiOHHO-PaCTIOPSIUTETHHBIX
nokymeHnToB (OP/]). Tema 2.4 ABTOMaTHU3MPOBAaHHAS CUCTEMA JIOKYMEHTOO00POTA.




JIMTEPATYPA

OcHoBHa4:;

1.

IocCt P 7.097 - 2016 - Cucrema craHgapToB M0 HUH(pOpManuwy,
OUOIMOTEYHOMY U M3JaTeNbCKOMYy jaemny. [lenonpou3BoAcTBO U ApXUBHOE

Jenno. TepMUHBI U ONPEACIICHUS.

denepanbHbIi KOHCTUTYIIHMOHHBIN 3aKOH OT 25 nexadps 2000 r. N 2-OK3

«O T'ocynapctBenHoM repoe Poccutickoit denepanminy.

. TOCT P 51141-98. Jlenonpou3BoACTBO U apXUBHOE Jneno. TepMuHbI U

OIPEICIICHUSL.

['OCT 2.105-95. ECK/I. O6uue TpeGoBaHusl K TEKCTOBBIM JIOKYMEHTaM.

. TOCT 7.9-95 (CUBU ). Pedepar n annotanus. O0mme TpeOOBaHMS.

I'OCT UCO 8601-2001 (CUBU ). IIpeacraBnenue nat u Bpemenu. Oomue

TpeOOBaHMUS.

. A.B. Ilmenko JlokyMeHTauMOHHOE oOOecrieueHue ymnpaBieHus M:

Axanemus, 2021.

JlonmoJiHuTENbHAS:

8.

10.

Meroauyeckne yKazaHusi IO TPOBEACHHUIO TMPAKTHYECKUX pPaboT I10
yuebHoit  aucuurmmHe  OIL13  JlokyMeHTallMoHHOEe  obOecreueHue

yrnpasienus, 2021 r.

. MGTOHHHCCKH@ PEKOMEHAAIWHN 110 BBIITOJIHCHUIO CaMOCTOSITCIILHOU pa6OTBI

oOyvaromuxcs mo yuyebnou npucuumuimae OIL13  JJoxkymeHTanmoHHoOe

obecnieueHue ynpasieHus, 2021 r.

@doHA OLEHOYHBIX CcpeacTB 1o ydeOHoW aucumrummHe OI1.13

JlokymeHTalnmonHoe obecneuenue ynpasienus, 2021 r.



COIEPXAHUE METOJIUYECKHUX PEKOMEHJAIIUI

Camocmoamenvnasa paboma Nel

Honamue o oenonpouzsoocmee.
Hopmamugno-memoouueckan 6aza 0e10npou3eoocmea.
JlOKymeHmonomox u 00KyMeHmooo00pom op2anu3ayuu.

Jlenonpon3BOACTBO (IOKYMEHTAIIMOHHOE ~ OOECIeueHHe  YNpaBJICHHS) —
oTpacib  JIEATEIbHOCTH, KOTOpas oOecnedyuBaeT co3laHue  OQUUHATIBHBIX
JOKYMEHTOB M OPTaHU3AINI0 PAOOTHI C HUMH.

B Poccuiickonn @enepauuu JaHHasg JIESATEIBHOCTh PErVIAMEHTHUPOBAHA
I'OCTom P 7.0.97 - 2016 - Cucrema ctaHaapToB 1o uHpopmaium, On0IMoTeYHOMY U
u3aareynbckoMy Aeny. JlenonpousBoacTBO W ApXuBHOE Jieno. TepMuHBI U
OTIPEIEIICHHUS.

OO6mue TpeOoBaHUS K JIOKYMEHTUPOBAHUIO YIPABICHUYECKON ACSITEIHLHOCTH U
opranuzanuu padbotsl ¢ fokyMmentamu B Poccuu ycranosnenst 'OCT P 7.0.97-2016.

Memoouueckue  pexomenoayuu: N3yuute OCHOBHBIC TTOHSTHUSI
NeNonpon3BoACcTBa. Kakue TepMUHBI THPUMEHSIIOTCS B JIEIOIPOM3BOJICTBE.
[To3HaKOMbTECH C HOPMATUBHO-METOJUYECKUMU MaT€pUaIaMH.

B pesynbrare uzydeHusi TeMbl CTYAEHT JOJIKEH 3HATh:

- MIOHSITUE JEJIONPOU3BO/ICTBA;

- IOPSAZIOK CO3/IaHUS U JBUXKEHUS JOKYMEHTOB B OpraHU3alluu;

- TIOHSITUS TIOTOKA BHYTPEHHEH JTOKYMEHTAIIUH;

- OCHOBHOM TOPSAOK pETHCTpAllMd BXOJSIIEH JOKyMEHTaluu U €€
o opMIICHHE;

- MpaBuWJjia NOJATOTOBKH IOKYMEHTOB Ha COTJIACOBAHUE U MOAIUCH;

- 00paboTKa JOKYMEHTOB, MOJIEKAIIUX K OTIIPaBKeE.

HopmaTtuBHas nutepaTypa B MHTEPHET UCTOUHUKAX:

I'OCT P 7.097-2016 - Cucrema craHmapToB 1o uHGMOpMaIuH,
OMOIMOTEUHOMY W H3/JATENbCKOMY Jeny. [lenonpou3BoACTBO M ApXUBHOE AEIO.

TepmuHbI U onpeieneHus.



denepanbHBI KOHCTUTYITMOHHBIN 3aK0H OT 25 aexabpst 2000 r. N 2-OK3 "O

I'ocynapcTtBenHom repoe Poccuiickoit deneparun’

I'OCT P 51141-98. Jlenonpou3BOJICTBO W apXMBHOE Jiey0. TepMUHBI U
ONPEICACHHUS .

Bonpocsl 1151 CaMOKOHTpOJIA:

1. Uto Takoe TOKyMEHTONOTOK?

2. Yro siBNsieTCS OCHOBOM HOPMATUBHO-METOINYECKOM Oa3bl
JeJIONPOU3BOICTBA?

3. Bubl NOTOKOB IOKYMEHTOB U UX ONPEIEICHUA?

4. Uem xapakTepusyeTcs COIepKaHue T0KYMEHTONOTOKA?

5. OT 4ero 3aBHUCUT HAIPABJIEHUE TOKYMEHTONOTOKA?

Camocmoamenvnasn paboma No2
Oobuue nHopmol u npasuna opopmiaenus mexkcma 0oxkymenma. Ilonamue o
00OKymenme.

[Ipu  odopmieHun  JTOKYMEHTOB  CleayeT wu30eratbh  ynoTpeOJeHus
COKpAIIICHHBIX CJIOB, HAaWMEHOBAaHMS YIOMHHAEMBIX OPraHOB, YUYPEXKJACHUA U
OpraHu3aliii TMPUBOASATCS B TOJHOM COOTBETCTBUHM C UX O(UIMAIBHBIM
HAaWMEHOBAaHHEM. B TNPUIOKEHUAX K yKazaMm, PacIoOpsHKCHHUSM M TIOCTAHOBJICHUSM
[IpaBuTenbCTBA BCE COKpAIICHHWs] CJIOB ¥ HAUMEHOBAaHWUW JIOJDKHBI  OBITh
OOILIETTPUHSITHIMHU.

[Ipn HEOOXOUMOCTH MHOTOKPATHOI'O YIOTPEOJICHHs] HAMMEHOBaHUsI OpraHa,
€ro MOJIpa3JeieHus], YUPEKICHHUS, OPTaHU3alMU B paMKaxX OJHOTO JOKYMEHTa IMpHU
MEepBOM YINOMHHAHUMU TIPUBOJUTCA €ro TIOJIHOE, a B CKOOKax COKpAIllEHHOE
HAaUMEHOBAaHUE, HANPUMEpP: KOMUMmMem no 60NpOCAM 3aNUCU AKMO8 2PAHCOAHCKO20
cocmosanusn Openobypeckotl obnacmu (Oanree — komumem no eonpocam 341°C).

B odunuanbHbIXx = AOKyMEHTax  HE  JIOMyCKaeTcss  ymoTpeOJeHue

cokpauieHus « Pdy BMmecto cioB « Poccutickas @edepayusy.


http://www.doc-style.ru/AR/51141-98.zip
http://www.doc-style.ru/AR/51141-98.zip
http://www.doc-style.ru/AR/FZ_Gerb.zip
http://www.doc-style.ru/AR/FZ_Gerb.zip

Memoouueckue pexomendayuu: B npouecce M3ydeHUs TaHHOTO MaTepuasa
BBl JIOJDKHBI OOpaTUTh BHHMAaHHE HA CTUJIUCTUKY O(GOPMIICHUS TEKCTOB
opuIMaNbHBIX JOKYMEHTOB. YETKO 3HaTh OCOOEHHOCTH

B pe3ynbTaTte u3ydeHus TeMbI CTYJIEHT JOJIKEH 3HATH:

- HanMcanue OyKBEHHBIX aO0OpeBUaTyp;

- HallMCAHHME YMCJIOBBIX 3HAYEHUI BEJIUYMH;

- ohopmIIeHHE CHOCOK, OpOpMIICHIE TPUMEUYAHU;

- 0COOCHHOCTH HAIMMCAHUA JIaT U YHUCET;

- HallMCAaHME OTAEJIbHBIX HAMMEHOBAHUH, CJIOB U CIIOBOCOYETAHU.

HopmaruBHas nureparypa B MHTEPHET UCTOYHUKAX:

I'OCT UCO 8601-2001 (CUBUM). [IpencraBnenune aat u Bpemenu. OOmue

TpeOOBaHMSI.
Bonpocsl 1151 CaMOKOHTPOJIA:
1. B 1uem ocobGeHHOCTh 0(hOopMIIEHUS TEKCTa JOKYMEHTA?
2. Kakoit ctunu npuMeHstoT uist opOpMIIEHHS TEKCTa JOKYMEHTOB?
3. Jaiite onpenenenue: Uro takoe laTa?
4. [Tonatre eAMHUIIBEI BpEMEHH?
5. Yro takoe I'puropranckuii kaaeHaapb?

Camocmosamenvnasn paboma No3

Odopmnenue pexeusumos. Buowvt 0okymenmos. Pexeuzumul, ux

npumenenue, Hasnauenue u ucnoanenue ¢ coomgemcmeuu ¢ 'OCTom.
PexkBuszutr nokymeHta PexkBU3UT JOKYMEHTa — OO0S3aTEIbHBINM 3JIEMEHT
opopmiieHUsT  ouIMATbHOTO  JOKyMeHTa. (CocTaB  pPEKBU3UTOB, KOTOPBIC
UCIIOJIb3YIOTCS npu MOATOTOBKE u oopmieHun OpraHU3alMOHHO-
pacnopsauTenbHbIX J0KyMeHTOB, onpeaensercs I'OCTom P 7.0.97 - 2016 - Cucrema
CTaHJAAPTOB 1O HHpoOpMauuu, OUOJIMOTEUHOMY M  M3IATEIBCKOMY  JENy.
HenonpousBoactBo U ApxuBHOE Jei0. Tepmunbl u omnpeneneHus. Kpome 3toro

nauubii 'OCT ycranaBnuBaeT TpeOoBaHUS K OPOPMIICHUIO PEKBU3UTOB, 3aKPEILISET
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CXEMbl HMX pPACHOJOKEHUS U  BBIACISET PEKBU3UTHI, KOTOPbIE  JIOJKHBI
MCIOJI30BATHCS MIPU U3TOTOBJICHUH OJIAHKOB JIOKYMEHTOB.

Memoouueckue pexomenoayuu: VI3yueHrne 310l TEMbI OCHOBBIBAETCS HA 3HA-
HUW TIOHATHS JOKYMEHTa, COCTaBa PEKBM3UTOB. CTyaeHTaM HEOOXOIWMO H3yYHTh
COCTaB PEKBU3UTOB, UX OPOPMIICHHE.

B pe3ynbTaTte u3ydyeHus TeMbl CTYJIEHT JOJIKEH 3HATh:

- COCTaB OCHOBHBIX PEKBU3UTOB B OPraHU3AIMOHHBIX JOKYMEHTAX;

- IpaBUJIa HAITUCAHUSI PEKBU3UTOB B OPraHU3alIMOHHBIX JOKYMEHTAX;

- KJTacCU(PUKAIUIO OPTaHU3AIMOHHBIX JOKYMEHTOB;

-  PEKBU3UTHl OPraHU3alUOHHBIX JIOKYMEHTOB, YCTAHABJIMBAIOIIME HX
IOPUIUYECKYIO CUITY.

HopmaTtuBHast nutepaTypa B MHTEPHET UCTOUHUKAX:

I['OCT P 7.0.97 - 2016 - Cuctema cTaHAapTOB MO HHPOPMALIUH,
OMOIMOTEUHOMY M M3AaTeNIbCKOMY Jeny. Jenonpon3BoacTBO 1 ApXUBHOE JEO.
Tepmunbl U onpeneneHus.

Bonpocsl 1151 CaMOKOHTPOJIA:

1. [lepeuncnure Ha3BaHUS PEKBU3UTOB?

2. [Tepeuncnure 0co6eHHOCTH 0(HOPMIICHUS PEKBU3UTOB B JOKYMEHTaX.

3. IIpuBenuTe npUMEPHI OPTrAHU3ALMOHHBIX JOKYMEHTOB.

4. Bxomgur 1M B COCTaB OPraHU3AallMOHHBIX JOKYMEHTOB PEKBU3HUT
«Anpecar»?

5. Ubs moANMCH CTABUTCS HA OPTaHU3ALMOHHBIX JOKYMEHTAX?

6. Ilepeuncnure o0s13aTebHbIE PEKBU3UTHI OpraHU3alMOHHBIX
JOKYMEHTOB.

Camocmoamenvuas paboma Ned
Texcmoewtii peoakmop MS Word. Ezo ocnosnvie onyuu. Paboma c
mabauyamu.
VYrpaBieHueckue TOKYMEHTBHI CO3Jal0TCS MPU HUCIIOIb30BAHUU TEKCTOBOIO

penaktopa Microsoft Office Word. [l nmpaBuiabHOr0 M rpaMOTHOTO HAalMCaHUS U
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COCTaBJICHUH PEKBU3UTOP JOKYMEHTOB HYKHO UCII0JIb30BaTh
3alpOrpaMMHUPOBAHHBIE MAKPOKOMAHJBI, OINLIWA W BO3MOXHOCTH TEKCTOBOI'O
peaaxkTopa.

OcHOBbI pabOTBl B TEKCTOBOM pEJAKTOpE Bbl TMOJYYWIM Ha YpOKax
uHpopMaTUKU U cpenHed mkose. st Oosiee TiiyOOKOro M3y4eHHsI BO3MOKHOCTEH
IPOrpaMMBbl COCTaBJIEHbI METOJUYECKUE peKOMEHAAMH 1Jis paboTel B MS Word.

Memoouueckue pexomendayuu: I1o3HaKoMbTECh C HHTEPPEICOM TPOrPaMMBI
MS Word. U3yuute riaBHOE MEHIO TEKCTOBOIro peaakTopa. OO0pature BHUMAaHHE Ha
BbIOOp TMapaMeTpoB CTPAHUIIbl MPU CO3JaHUHM JOKYMEHTOB M OCHOBHbBIE (DyHKLIHU
dbopmarrpoBanusa mpUPTOB U ad3aleB TEKCTa B MporpaMme TEKCTOBOTO PElaKTopa.
Hayuurtech BCTaBisATh TaOMUILYy B JOKYMEHT.

B pe3ynbTaTte u3ydeHus TeMbI CTYJIEHT JOJIKEH 3HATH:

- KaK MpHY NOMOUIY BCTAaBKH TaOJIUIbI pa3/IeIUTh JOKYMEHT Ha JBE YacTH;

- KaK MCMOJb3ys 3HAKU TaOYJSLMU BBICTABUTH PETUCTPALMOHHBIA HOMEp H
HOJIIUCH CTPOTO MO JIMHENKE;

- KaKye ropsiyue KJIaBUILIU UCIOJIb3YIOTCS IPU POpPMAaTUPOBAHUU IOKYMEHTOB;

- Kak aBTOMATHUYECKH BCTABJIATH OJJICKTPOHHBIN aapec 0hOPMICHHOTO

JOKYMEHTA.
Bonpocs! Aj1s1 CAMOKOHTPOJISA:

l. Kakue nomns Hyx’HO HacTpouTh B tokyMeHTe corsiacHo 'OCT P 7.0.97 -
20167

2. I'ie pacnonaratorcs 3HaKy TaOYJISILMU U KaK UX MOXHO HACTPOUTH?

3. Kakum o00pa3oM MOXHO aBTOMAaTMYECKH HW3MEHUTb PETUCTp OYKB
TekcTa’?

4.  BpINONHUB Kakyl KOMaHAYy, MOXHO BCTaBUTb 3JIEKTPOHHBIN

UJCHTU(DUKATOP DIIEKTPOHHOM KOTHH IOKyMEHTa?
5. Kak rpamoTHO (hopMuUpOBaTh KaTajaoru Npu COXPaHEHUH TOKYMEHTOB Ha

[1K?

12



Camocmoamenvnasn paboma Ne5
Texcm ookymenma Iucoemo. JTuunvie u 0e3nudHOCMHBIE KOHCMPYKUUU.

JenoBple mHChbMa UMEIOT  OMNpEJCICHHBIE TMpaBujia COCTABJICHUS U
opopMieHHUs, K HUM TPEABIBISAIOTCS TpeOOBaHUSA, OOYCIOBJICHHBIC WX
MPUHAJICKHOCTBIO K HMH(POPMAIMOHHO-CIPABOYHBIM  JOKyMeHTaMm.  [lpu
COCTaBJIEHUU MHChMA aBTOP JOJKEH JETaJbHO MNPOJyMarb, C KAaKOW IEIbI0 OH
COCTaBJIIET MHCHMO, Ha YTO PACCUMTHIBAET B pe3ylibTare ero paccmorpeHus. OH
JIOJDKEH YE€TKO MPOSICHUTH JIsl ce0sl, 4TO aJpecaTy U3BECTHO O MPEIMETe MMchMa, Ha
YTO OH MOXET OIEPEeThCS KaK Ha MCXOJHYI0 TOYKY M KakoBa HOBas MH(opManus,
elle He U3BECTHAs aJipecaTy, paJid COOOIIEHUs] KOTOPOH U cocTaBisgeTcs nmucbMo. OT
LEJIEBOM YCTAHOBKM MHCbMa OyJeT 3aBUCETh W XapakTep apryMeHTaluuu, U
KOMIO3UIIUS TEKCTA.

Memoouueckue pexomenoauuu: OOpaTUTEe BHUMAaHHE Ha PACIOJIOKEHHUE
TEKCTa MUChMa MO CTpaHUIIC JOKyMeHTa. Hayuntech rpaMOTHO COCTaBIISTh TEKCTHI
nuceM. B yeM 0cOOEHHOCTh TIMYHOCTHBIX M 0€3IMYHOCTHBIX KOHCTPYKIIMM TEKCTA.

B pesynbrare uzydeHus TeMbl CTYACHT JOJKEH 3HATh:

- 9TaIbl MOJTOTOBKH M COCTABIICHUS MTHUCEM;

- CTPYKTYpY TEKCTa JEJIOBOTO MUChMA;

- CTWJIb HAITUCAHUSI TEKCTA IOKYMEHTA;

- WCIONB30BAHWE JIMYHOCTHOM ¥ OE3IMYHOCTHOW KOHCTPYKIIUU TIPH
COCTaBJIEHUU O(DUITNATBHO-/ICIOBBIX TTUCEM.

HopmaTtuBHas nutepaTypa B MHTEPHET UCTOYHUKAX:

I'OCT 2.105-95* «ECK /1. O61ue TpeOoBaHMS K TEKCTOBBIM JOKYMEHTaM)).

Bonpocsl 1151 CaMOKOHTPOJIA:

1. Haiite onpenenenre opuIMaIbLHO-IEI0BOTO CTUJIS TUCHMA.

2. HazoBute ocHOBHBIE TPEOOBAHUS K JIETIOBOMY CTHIIIO?

3. [lepeuncnure 3aKOHOMEPHOCTU YIOTPEOJIICHUSI JTUYHOTO U OE3JIMYHOTO
MPEJUIOKEHH M.

4. CokpalieHusi, IPUMEHSEMBIE B JIEJIOBOM pPEUH.

5. Yro 3HaYUT OE3TMUHOCTHOE TUCHMO?

13



Camocmoamenvnasn paboma No6
Tpancnopmmuwie 0okymenmol. Cocmag 00A3amenvHbvIX PeKGUIUM 08 0l
MPAHCNOPMHBIX OOKYMEHMO08.

OpnHoii w3  Hambojee  MHOTOYHCICHHBIX  TPYII  OpPraHU3alUOHHO-
pacropsAUTEILHON  JOKYMEHTAIIMU  SIBJISIETCSL  CIPABOYHO-MH(OpPMaIIMOHHAS
JOKYMEHTAIlUsl, B COCTaB KOTOPOM BXOJAT CIY>KEOHbIE NHCHbMa, TEJIErpPaMMBblI,
TeneoHOrpaMMBbl, JIOKJIQJHBIE W OOBSCHUTENBbHBIC 3aIllMCKH, CIPaBKH, AaKThI,
MIPOTOKOJIBI, CBOJKH U JIp. JOKYMEHTHI.

Bce aTt mokyMeHTHI coaepikaT HMH(OpMamuio, KOTopas MOXKET IoOy»KIaTh
aMUHUCTPALIMIO OpraHU3aIllMd K KaKUM-THOO JEHCTBHUSAM, a WHOTJA JIOKYMEHTHI
MOATBEPKIAAIOT (HAaKThI, COOBITHS, MEHCTBHS, KOTOPHIE MOXKHO JIMIIb MPHUHATH K
CBEJICHHUIO.

[lo cpencrBam  cCiy)XeOHBIX TMHCEM, TelerpaMM M TelepoHorpaMm
OCYILIECTBIISIETCSI OOMEH HWH(OpMaIrMen, JeNalTcs MPEIJIOKEHUs, BEIETCS
MPEJIOTOBOPHOE OOINEHHE, T.€. OHHU COCAMHSIOT OpPraHU3alHi C JPYTUMH
YUPEKACHUSAMU, OPTraHU3AMUSIMH U TPEIIPHATHIMHU.

Memoouueckue pekomenoayuu: VIzyunre Bce MHPOPMAIMOHHO-CIIPABOYHBIC
nokyMeHThl. OOpaTnTe BHUMAaHHE Ha COCTaB PEKBU3WTOB B JIAHHBIX JIOKYMEHTaX.
Oco0EHHOCTH B PEKBU3UTE MOAMUCK.

B pesynbTaTte n3ydeHust TeMbl CTYJICHT JOJIKEH 3HATh:

- IEPEUCHb BCEX JOKYMEHTOB, OTHOCSIIUXCS K TpymIe HHPOopMaIIMOHHO-
CIIPABOYHBIX JOKYMEHTOB;

- 0COOEHHOCTH COCTaBJICHUsI TAHHBIX TJOKYMEHTOB;

- PEKBU3UTHI, KOTOPHIE UCTIOIB3YIOTCS MTPU 0GOPMIICHUU JaHHBIX JIOKYMEHTOB,;

- KTO B OpraHHU3alliyd COCTABIISICT M UMEET MPABO MOIINCH B TAHHBIX
JIOKYMEHTaX.

HopmaTtuBHas nutepaTypa B MHTEPHET UCTOUHUKAX:

I'oCT P 7.097 - 2016 - Cucrema craHmapToB 10 WHGOPMAIIHH,
OMOJIMOTEYHOMY U M3JIaTeNbCKOMY Jeny. Jlemonpou3BojacTBO U ApPXUBHOE JEIIO.

TepmuHbI U onpeieneHus.
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Bomnpocsl 1151 CAMOKOHTPOJIS:

1. K kakoi#i rpyrmme JOKyMEHTOB OTHOCSITCS MH(OPMAIMOHHO-CIIPABOYHbIC
JOKYMEHTBHI?

2. B kakux ciy4asix COCTaBISIOT JOKYMEHT AKT?

3 Uto comepkuT TeKCT nokymeHTa CripaBka?

4. Ha kakux nokyMeHnrax o0sizatenet rpud YTrepxaaro?

5 B kakux ciy4asix cocTaBisieTCsl NOKYMEHT IIpoTokoil M Kakue BUIBI

MOJIUCEN OH COAEPKUT?

Camocmoamenvuas paboma Ne7
Odopmnenue 00Kymenmog no 1UYHOMY COCMAg)y.

PacnopsnurenbHas JI€AT€IbHOCTh OPraHOB YIPaBJICHUS BKIIOYAET TaKkKe
pEelIeHre BOMPOCOB MOAO0pa M pacCTaHOBKM KaJApOB, MpUeMa IpaxiaH Ha paldoTy,
nepeBoJia Ha JAPYryr0 paboTy M YBOJBHEHHUSI, 3aUMCICHUS] U OTYUCIICHUS U3 BYy3a.
JIOKyMeHTBI, co3faBaeMble TIpu 0(OPMIICHUH TPUEMa, YBOJIBHEHUS U TEpEMEIECHUs
COTPYJHUKOB, TMPEIOCTABJICHUM OTMYCKa, TOOIIPEHUS, COCTABJISAIOT TPYIITY
JOKYMEHTOB [0 JIMYHOMY COCTaBy. OJTO — IMpPHUKa3bl MO JUYHOMY COCTaBy,
3asIBJICHUS, XapaKTEPUCTUKH, TPYJOBBIE KHUKKH, JIMYHBIE KAPTOUKH, a TAKKE BCE
JIOKYMEHTBI, BXOJISIIIINE B TUYHOE JIETIO.

3HadeHHE KAJPOBBIX JJOKYMEHTOB ONPENCIISETCS TEM, YTO B HUX (DUKCUPYIOTCS
CBEJICHMS, HEOOXOJMMBIC [IJIi OCYILIECTBJICHUS TpaKJaHaMH TMpaBa Ha TPY/,
oOpa3zoBaHue, IEHCUOHHOE 00ECIeUeHHE U T. 1.

B kpynHbIX yupexaeHusx padoTy ¢ KaApOBbIMU JOKYMEHTAMH BEAYT OTJIEIbI
KajgpoB. B Hebonbmux ¢upmax 3Ty paboTy BelneT cekperapb. B ero 3agauu He
BXOJIUT TIO00p KaJpOB, MPOBEPKA KOMIIETEHTHOCTH M CTENEHU Ipodeccruonanmsma,
MOCTYIAIOIIET0 Ha paboTy. DTO AeNaeT PyKOBOJCTBO WM CHEIUAIBHO BBIJCICHHBIC
corpynuuku. Ho odopmnenue npuema Ha paboOTy, NEPEBOJOB, YBOJILHEHH,
OTIYCKOB, KOMaHJAUPOBOK, IIPH OTCYTCTBUM OTJIJIa KaJAPOB, BIOJIHSAET CEKPETAPh.

Memoouueckue pekomenoayuu: OOpaThuTe BHUMAaHHE HAa OCOOCHHOCTh

opopmIIeHUST JTOKYMEHTOB IO JUYHOMY cocTaBy. Kakol otTnen B opraHuzanuu
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opopMIISIET JTOKYMEHTHI II0 JIMYHOMY cocTaBy. Ilo3HakomMbTeCh €O CpOKaMu
XpaHEHMS JOKYMEHTOB I10 JINYHOMY COCTaBY.

B pesynbrare uzydeHusi TeMbl CTYAEHT JOJIKEH 3HATh:

- KaKie JOKYMEHTBI OTHOCSTCS K IOKYMEHTaM IO JIMYHOMY COCTaBY;

- IEPEUCHb PEKBU3UTOB, U3 KOTOPHIX COCTOSIT TOKYMEHTHI MO TUYHOMY
COCTaBy;

- KaKue JOKYMEHTHI 0(pOpMIISFOTCS MPU MprUeMe Ha paboTe;

- CPOKH XpaHEHHS JOKYMEHTOB I10 JTUYHOMY COCTaBY.

Bomnpocs 1151 CAMOKOHTPOJIS:

1. HazoBute BUABI JOKYMEHTOB I10 JUYHOMY COCTaBY.

2. Pacckaxute, kakue TOKYMEHThI HEOOXOJAMMO COCTaBUTh U MPEIACTABUTH
Mpu IpueMe Ha padoTy?

3. JIoJDKeH JIu COTPYAHUK O3HAKOMHTBLCS C M3JJaHHBIM B OTHOIIIEHUH HETO
MPUKA30M IO JTIUYHOMY COCTaBy?

4, Korga mokyMeHTBI 1O JUYHOMY COCTaBY TMEpPENArOTCS Ha XpaHCHHE B

apXyB OpraHu3auuu’?

Camocmoamenvuas paboma Ne§
Ocobennocmu mekcma pacnopaoumenvbHvlx 00OKymMeHmos.

HeszaBucumo OT xapaktepa M COACPKAHUS JIECSITEIBHOCTH MPEINPUSATUS, €rO
OpraHU3aIMOHHO-TIPaBOBOM (HOPMBI, KOMIIETCHIIMH, CTPYKTYPhI U IPYyTUX (HAKTOPOB,
OpraHbl yIpaBJIeHUs NPEANPUATUS HAACISIIOTCS MPABOM U3JIaHUS PACTIOPSIAUTEIIbHBIX
JOKYMEHTOB.

PacnopsiurenbHple JOKYMEHTBI - 3TO JOKYMEHTBI C IOMOIIBIO KOTOPBIX
OCYILIECTBIISIETCS PACHOPSIAUTENbHAS JEATEIbHOCTh, ONEPATUBHOE PYKOBOJCTBO B
ONPENICICHHON YUPEXKICHUH, OpPraHU3alluy WiIu Ha TPEANPUATUN

OcHoBHast (yHKIUS pacCHOPSAUTEIBHBIX JOKYMEHTOB - PEryJIsTUBHAS;
L[EJIEBOEC HA3HAUYEHUE - PEryJUpoBaHUE JACSATEIBHOCTH, IO3BOJSIONICE OpraHy
yIpaBJieHUs] 00eCIieYnBaTh peaanu3aliio MOCTAaBICHHBIX MEepe/l HUM 3ajiad, MoJy4yaTh

MaKCUMaNbHbINA 3 (PEKT OT AeATENBHOCTH MPEATIPUSITHSL.
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Pemenne, 3apykcupoBaHbl B pacOPSIUTEIBHBIX JOKYMEHTAX, HAIPABIICHBI HA
COBEPILICHCTBOBAHUE OPraHU3allMOHHONW CTPYKTYpbl, XapakTepa, COJCpKaHMUs,
CPEACTB U CIIOCOOOB OCYIIECTBIEHUSI OCHOBHOM (MPOU3BOJACTBEHHOMN) AEATEILHOCTH
YUPEKICHUM, obOecrieueHus OpraHu3alu (hMHAHCOBBIMH, TPYAOBBIMH,
MaTepUuagIbHbIMU, UHPOPMAITMOHHBIMU U JIPYTUMH PECypcaM.

PacnopsigurenbHble TOKYMEHTBI COAEPKAT PELICHUS], UAYIIHE CBEPXY BHU3 IO
CHUCTEME YIIPABJICHUS: OT YIPABJIAIOLIECTO OpraHa K yIpaBisieMOMY, OT BBIIIECTOAIICH
OpraHu3alMd B  TOABEIOMCTBEHHOH, OT PYKOBOJUTENS  OpraHu3alud K
PYKOBOJHUTENIO CTPYKTYPHOTO IOpa3ieieHus ¥ paOOTHUKOB JaHHON OpraHu3alliy U
T.71. IMEHHO 3TH JOKYMEHTBI PEaIu3yIOT YIIPABISIEMOCTh O0OBEKTOB 110 BEPTUKAIIH.

B ropuanueckoM miaHe 3HaYMTENbHAs YacTh PACTIOPSAUTEIBHBIX JTOKYMEHTOB
OTHOCHUTCSI K HOPMATHBHO-IIPABOBBIM akTaM. B HUX cojiepKaTcsi KOHKpPETHBIE,
IOPUJIMYECKU  BJIACTHBIC TMPEANUCAHUS CYOBEKTOB HCIOJHUTEIBHOW BJIACTH
KoHKpEeTHOCTp TaKHMX MPEANUCAHUN TMPOSBISIETCS B TOM, UYTO HX aJIpecaTom
BBICTYNAIOT KOHKPETHBIE YUPEKICHUS, CTPYKTYPHbIC MOJIpa3ACiCHuUs, TOIKHOCTHbBIC
JUIa WM pabOTHUKH; OHU SIBIISIOTCA IOPUIUYECKUMU (DaKTaMH, KOTOPHIC BIEKYT
BO3HUKHOBEHHE KOHKPETHBIX aIMUHUCTPATUBHO-ITPABOBLIX OTHOIIICHUM.

Memoouueckue  pexkomenoayuu: Ilo3HaKOMbTECH C  JIOKYMEHTaMH,
otHocsimumucs K rpymnmne OPJI. O6patute BHUMaHue Ha 0COOEHHOCTH OhOpPMIICHUS
JTaHHBIX JOKyMEHTOB. Haiimure 00pa3Ibl COCTaBIICHHUS TEKCTa PACMOPSIKCHHM,
[IPUKA30B U YKa3aHUMU.

B pe3ynbprare nuzydeHus: TEMbl CTyACHT JOJKEH 3HATH:

- OCHOBHBI€ BHU/Ibl OPTaHU3AIMOHHO-PACTIOPSIANTEIbHBIX TJOKYMEHTOB;

- 0COOEHHOCTH TEKCTa PaCHOPSAUTEIIbHBIX JJOKYMEHTOB;

- ocobeHHoctu Tekcta IIpukasoB, Ykazanuii, PactiopsokeHuit;

- U3 KaKuX 4acTel COCTOUT TEKCT IpHKa3a.

BOIIpOCLI AJId CAMOKOHTPOJIA:

1. Kakum cii0oBOM HauMHAETCSl pacropsiAUTENIbHAS YaCTh MpUKaza?
2. KTto wumMeer mnpaBo mOANKUCH PACHOPAIUTENBHBIX JOKYMEHTOB B
opranuzamnuu’?
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3. HyxHO 11 BU3bl 03HAKOMJIEHUS B TEKCTE MpPUKa3a?
4. HyXHbI 11 BU3BI COTJIACOBAHUS B TEKCTE MpUKa3a?

5. CocTaB peKkBU3UTOB AJI1 0OPMIICHUS PACIOPAIUTENBHBIX JOKYMEHTOB.

Camocmoamenvnasn paboma Ne9 Inexkmponnsvie ogpucnwvie cucmemst (30C).
Cucmema asmomamusayuu 0e10nPOU3E00CMEA U INEKMPOHHOZ20
00Kymenmoooopoma.

Ponb JOKyMEHTOB B JEATENLHOCTH OpraHu3anuu PelieHuss TOTOBITCS U
oQOopMIISIIOTCS B BHJI€ JOKYMEHTOB YIpaBJICHHUE = YIPABJICHUE BBIMOIHEHUEM
penieHui, oOpMIICHHBIX B BUJIC IOKYMEHTOB 3HAHUS MPEANPHUATHS = COBOKYITHOCTb
ero JokyMeHToB CucteMa JOKYMEHTOOOOpOTa — YHOPSIAOYEHHBIH KOMIUIEKC
KOPTIOPATUBHBIX MPOIIEAYP padOTHI C JOKYMEHTAMHU

Onektponnbie oducHbie cucteMbl (DOC). Cuctema «IEJIO» B 80-90-¢ robl
CO3/IaBAJIU CUCTEMBI AJIEKTPOHHOTO JJOKYMEHTOO0OPOTa B BHICIIMX OpraHax BJIacTH, a
B 1994 romy co3manu peiHOuHOE mnpennpusarve. llepeeimu B CHI' co3zpmanu
KOpOOOUYHBIH MNPOAYKT, oTpaciieByro COJI, pa3paboTanu TEXHOJIOTHU IOTOYHOTO
CKaHHWPOBAaHUsA, JJICKTPOHHOTO corjacoBaHus J0KyMeHTOB. B cucreme «JIEJIO»
COUETAIOTCA  HOBEHIIME  JIOKYMEHTAllMOHHBIE  TEXHOJIOTMH, OTEYECTBEHHBIC
CTaHJApPThl, a TaKXX€ YHUKAJIbHBIA OMNBIT aBTOMATH3allUM MHOTHUX COTEH
MPEINPUSITUH.

TpanuimoHHBIE TEXHOJOTUU OYMaKHOTO JTOKYMEHTOOOOpOTa KapTOTEUHO -
KYpPHAJIBHBIM y4e€T TOTOBBIX JOKYMEHTOB B MOJPA3CICHUSIX MPEAIPUSTUS
Pa3smHoxkeHne u mnepemenieHue OyMaKHBIX JTOKYMEHTOB U CBSI3aHHBIX C HUMHU
MOPYYEHUM U OTUETOB MO TMoApa3jeiacHusIM. KOHTpoIb MPOXOXKISHUS U UCTIOTHEHUS
JOKYMEHTOB ITyTE€M OTCIIEKUBAHUSI CBEICHUH B PA3JIMUHBIX )KYpHaJaX U KapTOTEKaX.

Memoouueckue pekomenoayuu: VI3yuyute UCTOPUI0  BO3HUKHOBEHUS
aBTOMATU3UPOBAHHBIX CHUCTEM JOKyMeHTooOopoTa. (OOpaTuTe BHHMaHUE Ha
npeuMmyuiectBa ucnoias3oBanus DOC. Ilo3HakomMbTech B MHTEpPHETE C OJHOU U3

ANEKTPOHHBIX O(UCHBIX CUCTEM Ha Ipumepe «Jleno.
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B pesynbTare nu3ydeHus TeMbl CTYJICHT JOJKEH 3HaTh: - 3a4eM HYKE€H
AIIEKTPOHHBIN JOKYMEHTO000POT;

- 3Tanbl Pa3BUTHUA MPOEKTOB JIEKTPOHHOTO JOKYMEHTOOO0POTA;

- c(hepbl OTBETCTBEHHOCTH JIOKYMEHTAIIMOHHOU CITY>KOBI TIPEIITPUSTHUS;

- BUJIbI SJIEKTPOHHBIX O(PUCHBIX CUCTEM.

Bomnpocsl 1j151 CAMOKOHTPOJIS:

Kaxkue 3a1aum pemaroT 21eKTPOHHBIE CUCTEMBI JJOKYMEHTO000poTa?
Kakoii )kKM3HEHHBIN [IUKII IOKYMEHTA?

[TpuBenu npumepsr J0C nokymenToobopora?

ol e

Kakoe naznauenue cucremnl «Kaapoi»?
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ITPABUJIA BBIIIOJIHEHUA U O©POPMJIEHUA KOHTPOJIBHBIX
PABOT. KPUTEPUHN OLIEHNUBAHUS.

[lexs momarmHed KOHTPOJIBHOW palbOTHI: M3YYUTh PEKBU3HUTHI JIOKYMEHTOB,
npaBuia ux odopmieHus. Hayuutcs mnpaBWIBHO COCTaBIsATH U OQOPMIISTH
YIOpaBJICHUYECKUE, OpraHW3allMOHHBIC, CIOPABOYHBIE W JIMYHBIC JIOKYMCHTHI,
JOKYMEHTAIIMI0 TI0 KOMMEPYECKON JIeATeTbHOCTH OpTraHM3allui, a Takke
PaccMOTPETh OpPraHU3aIfio JOKYMEHTO000POTa, YUET U XpaHEHHUE IOKYMEHTOB.

B pa6ote npencraBnensl 10 BapuantoB. CTYIEHT JOJKEH BBITIOJIHATH OJIUH U3
HUX COTJIACHO TIocNeHel nrudpe HHAUBUAYyaTbHOTO b pa, YKa3aHHOTO B 3a4€THOMN
KHIDKKE.

JlomamnHssi KOHTpOJbHas padoTa COCTOMT M3 §-THM BOMPOCOB: 2 M3 HUX
TeopeTnueckue u 6 npakrudeckux. Odopmiisercs JOMAIIHAS KOHTPOJIbHAs padoTa B
MeyaTHOM BHJI€ Ha juctax ¢opmata A 4, KOTOpbIE CKPEIUISIOTCS MEXAY COOOM.
O6bem paboter 10 - 12 nuctoB B meyaTHoM Bapuante (medarb 14 mpudrtom 1,5
uHTepBasioM). Ha TeopeTuyeckue BOMpOChl OTBOJUTCS MO JiBa MEYATHBIX JUCTA, Ha
odopMIIeHHE TOKYMEHTOB T10 | TUCTY Ha KaXKJIbIil TOKYMEHT.

B pabore HyxHO cobmromaTh Imois jeBoe 3 cMm, mpaBoe 1,5 cMm., BepxHee U
HIKHEe 10 2 cM. CTpaHuIbl B pabOTe JODKHBI OBITh MIPOHYMEPOBAHBI B HIKHEM
IIoJie cupaBoi CTOPOHBI. 11epBbiit mucT « TUTYIBHBIIY.

OTBeT Ha BOIPOC HYXHO OTBEYaTh C HOBOM CTpaHMIIBI, CHayaia yKa3aB
BOTIPOC. [To oxoH4YaHWM PabOTHI HYKHO IOCTABUTH JATy HAIMHMCAHHUS PabOTHI U
noanuch. [lorom opopMuTh CMCOK JUTEepaTyphl. B KoHIle paboThl H0KHA OBITH
OCTaBJICHa CTpaHMUIA WM BCTaBJIEH YHWCTHIM JUCT JJs HANUCaHUS PELEeH3UU
IpenoaaBaTeieM.

Brimonnennast pabota JoikHA OBITH CIaHA HE TO3JHEE, YeM 3a 3 HeNeIu 70
Hayvaja K3aMEHAIMOHHOMN CecCHU B 3a04HOE OTNeleHne it npoBepku. [locie caaun
Yyepe3 HECKOJbKO JTHEH Heo0XOoauMo 3a0paTh MPOBEPEHHYIO padOTy OOpaTHO H3
3a0YHOTO OTAEJICHHS] U TMPU HEOOXOJMMOCTH A0paboTaTh, YUUTHIBAs 3aMeyaHUs
IpernoaaBarensi, yka3aHHbIC B PEIICH3HH.

[TpoBepenHas nopaboraHHast paboTa caeTcs nepe J0IMyCKOM Ha dK3aMeH.
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METOIUYECKUE PEKOMEHJIAIIUHA ITO BBIITIOJIHEHHUIO
INPAKTUYECKHUX PABOT HA IIK
[lepen Havanom padboTel He0Ox0aUMO 3a1aTh POPMAT 0okymenma.
it storo B cTpoke mentwo  BeiOepere ommuio PA3ZMETKA
CTPAHUIL—Iloan (Bepxuee -2 cm, Hiwknee — 2 cm., JleBoe - 3 cm, IIpaBoe — 1,5

cM.) — Pa3mep Oymaru - A4. Opuentauus 6ymaru — Knmkxnas.

T "9 - E | 3as
) e = " TTT I .
- Tnaenas Bcraeka Pasmetka crpanuuel Cebunku Pacceuikn Peuensupos: mg ) 2412
= = - Tnaewan  Beraeka | Pasvercacipamaupt | Ceeincn  Pacceincn  Peuersupos:
Byy [j "= Paspeigbl =
=
E] Byy T "= PaspeiBbl ™
= A J HE| Homepa crpok - | J = lj .
Mona  Opuertauma [Pasmep |Konownkn Mo A #3 Howmepa crpox -
- S o o bi” Paccranoeka nepenocos ~ Mona | Opnentauna Pasuep Kononkn Mo
< < < < be” Paccranoska neperocos
297 cmxdd o 1
Temtel __J A |E Tembl NocnegHee NoAb3oBaTe IbCKOE SHAYEHWE
BeprHes: 05em HitkHes: 0.5 cm
E . - A4 : . Nepoe: 05 cu Npasae: 05 |
| I _] 21 cmx297 cm — m
Q6b1unoe =
A5 Bepxnee: 2em Hivknee: Zem
J 148 e 21 e = Nesae: Iem Mpasae: 15 cm
3 Vskoe
Fulo Bepmee: L2 em Hivkmee: L2 em
21,58 cmx 33,02 cm Nesae: LT em Mpasae: 127 em
o) | -0 = s _
2 ) Cpegues
/ BepxHee: 254cm HitkHee: 254 cm
- [nagHan Bcraeka PazmeTka cTpaHnug Cering Nepoe: Llen Mpasae: L9Len
] By — ¥ i Wiporoe
| - Bepxnee: 254 cm Hivknee: 254 cm
E L - Nepoe: 5,08 cm Mpasoe: 5,08 cm
= A : -
Mona |Opwentauma| Pasmep KonoHkn : e
- - - - b - Bepsmes: 254 ¢ Hivkhee: 254 cut
O — - Brytpenmess 3,18 et Breues: 254 e
Tembl bl CTREHN ™
j KHuzkHan ) Hacrpausaenie nons...
. -
i

_I AnbBomMHaR

3AIIOJIHEHUE NOKYMEHTA PEKBU3UTAMU
Paznenute cTpaHuily Ha JB€ MOJOBUHBI (JieBass W MpaBas CTOPOHBI) IJISI STOrO

HeoOxoaumo B cTpoke Mmento BbiOpath omuuio BCTABKA — TABJIMLOA —
n00aBUTh WJIM BCTaBUTH Tabnuiy. Yucao croadmoB — 2. Yucao crpok — 1.
IIupuHa crosdua — aBTO (IIpU HEOOXOAMMOCTH MOXKETE 3a/JaTh KOHKPETHYIO
[IMPUHY CTOJIOLIOB B IaHHOM CJIy4ae MO>KHO IOCTaBUTh 8,5 CM., JIsl BCEX CTOJIOLIOB

mupuHa OyJIeT OJUHAKOBOM ).
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1 [

JdHHH) PaROHHOLO CYda

IIpu padome c maobnuyeinr 171 TnepexoJa M3 OJHOW SYEHKU B APYTYIO
noaw3yitmecy 1100 movtuivio, 160 Knaeuwen Tab.
1. PexBusur Ne 2 "IMBI/IEMA".
llpesicoe wem npucmynums Kk e6cmagke monremvr HE 3ABYV][PTE
noCmagums Kypcop 6 HyJICHOe Mecmo.
Menio BCTABKA — CumB0oJ. AHQJIOTMYHYIO ONEPALMUI0 MOXKHO
poJiesiaTh C TIOMOINBIO MEHI0 — PUCYHOK WM KJMI - BbIOpaTh JIFOOOU U3

KOJIJICKIIHH.

o) H9-06 = 5 Pabora c abnnuami 3a/aHna Ha NpakTMyeckue 3aHATUSA [PeXUM OrpaHNUeHHO QyHKUVOHanbHOCTH] - Microsof.. =

Traskan Berasa | Pasmerea crpatiusl  Cemnkn P Peueramposanwe  Bua  Paspaboramk  Haacipoiixu  Kowcrpykrop  Marer

83 et wspenn
'8 Obwerr -

2 0H D EBOP @ @ 3 W 3 3 A5 @ 44 me gl

Turynean MMycran Paspeis | Tabmuua | Pucysox Knmn Ourypes SmartArt Auarpanma | Munepccainka 3anaaca Mepexpectiian Hioe Homep faanice Icnpece-6noxu WordArt weon|
iz * - - ccank: g~ | - - -

Texer

o o
¥
#

= v e [
x W

= A 6 |

@

2 Apyrve cmseons.

N\Z|
AN

2. PexBuszut Ne 5§ "HAHUMEHOBAHUE IIPE/[TIPHATHA".

ITocne BctaBku 3mOemsl ¢ momoinbio kiaaBuim ENTER nepeitnure Ha
cienytomyto crpoky. Haneuaraitte HaumenoBanue npeanpustus [IPOITMCHBIMHA
BYKBAMM, nns storo wucnoib3dyite kinasuimy Caps lock. Haumenoeanue
npeonpuaAmuA TeYaATaCTCS HCUPHBIM WPUGmMOM JIJIs DTOTO TIepe]] HayajaoM Habopa
TeKCTa akTUBU3UpyHTe nukrorpamMmy "2K", imbo rmocie Habopa TEKCTa BBIAEIUTE €ro
C TIOMOIIBIO MBIIIH W TakXKe Tpu rmomoinu nukrorpammbl "K' npeoOpa3yiite ero B
";KUPHBIH'". MeXCTpOUHBIM MHTEpBaJ JOJKEH ObITh OAUHAPHBIM: MeHio I'n1aBHast

— A03a1 — MeKAYCTPOUYHBIA HHTEPBAJ - OIUHAPHBIN.
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[Tonesnsrit coBet!!! Ecnu BbI HaOpasid TEKCT MaIbIMU MPOMUCHBIMHU OyKBaMH,
TO €r0 aBTOMAaTHYECKH MOXHO MpeoOpa3oBaresib B OONbIIKE 3arjiaBHble. JlJig 3TOTO

HE0OXOIMMO BBIJICJIUTH JITAHHBIN TEKCT U yJepkuBas kinasuiry Shift Haxars F3.

[

OBIIECTBO C OTPAHITYEHHOII
OTBETCTBEHHOCTBIO
«IPIKOH»|

3. PexBusur Ne 8 « CIIPABOYHBIE /IAHHBIE».

Odopmigercs HEMOCPEACTBEHHO MO HA3BAHUEM OPTaHHU3aLUU.

JlaHHBIN peKBHU3UT BKJIIOYaeT B ceOs: mouToBhIi aapec; Ne remedona; Ne dakc;
e-mail; caiit; 3nech ke ykasbiBatotcss MHH/KIIIT; OKIIO; OI'PH.

B capanmuiinpix nucomax NONONHUTENBHO YKa3bIBAIOT PaCYeTHBIN CYeT M
HAMMEHOBaHNe 0AHKA NMpeaAnpPUSTHS.

4. PexBuzutr Ne9 «HA3BAHUE BH/IA JIOKYMEHTA» (B mucbmax
3TOT PEKBH3UT MHCIOJNb3yeTcs TONBKO Ui JokymeHta — I'APAHTHUHHOE
IMUCBMO).

OtzensieTcst OT PEKBU3UTOB CBEPXY W CHH3Y OOUHAPHBIM MEKCTPOUYHBIM
WHTEPBAJIOM.

S. PexBm3utbl Ne 10,11 «JATA H PETHCTPAIIHOHHbIH HOMEP
JTOKYMEHTA».

ITocne pexBuszuta «HASBAHUE BUJA IOKYMEHTA» - ¢ nomouisto Enter
OTCTYNHTH HA OJIMH MEXCTPOUHBI UHTEpPBAI.

Ot 0 rpaHuIIbl JIEBOTO MOJst OpopMIIsieM mecho 0 dampl — < » 20
T (Bce nmpouepku ohopMIISIOTCS ¢ MOMOIBI0 TukTorpammMel "U" — u kinasuiu Tab),
UIu cmagum oamy,

nanee s cumBojia "Ne" Ha JMHElKe Ha 4 WM S5 ¢M MOCTaBbTE (IIETYKOM

L]

MBIIIIKK) 3HAK TaOyJISIHUH "maoynayusa no neeomy kpaiw". C TOMOIIBIO

kinaBuiy Tab nepeligute Ha BRIOpaHHYIO O3UIMIO U HareyaTaiite Ne 45.
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BcrasuTe XK & Y - abe X, X Aa-~ "E)vi- === == & - - Belaenenue

F ®opmar no oBpasuy =
ep oOmeHa F] Wpngt | Afzay (F]
@jl-l-g-1|-2--3-|4-|-5_-6I|-7-
NMPETEH3UA
. 05.05.2014r. N 45
r. Bonanupoctok

Nrak, pekBU3UT "1aTa U MHAEKC JOKYMEHTA' Ha MECTe.

6. PexBusut Ne 12 « CCBI/IKA HA Ne H JIATY /IOKYMEHTA».

JIaHHBIA PEKBU3UT MEYATACTCS HA CIEAYIONIECH CTPOKE IO PEKBU3UTAMU No
10, 11.

Ot 0 rpanuib JIeBoro nojst Habepute Ha kinaBuatype: Ha No__ ot I.

Mara pacrnionaraercs mo JuHevke noj nudpoi 4 win 5.

(Ilomnume! pexeuszum Nel2 ucnonvzyemcsa moapvko ¢ nuCbMax-omeenax).

7. PexBusurt Nel3 «MECTO COCTABJ/IEHUA JIOKYMEHTA» -

Odopmiisercs cpa3y MoJ perucTpallMOHHBIM HOMEPOM U JAAaTOM JOKYMEHTa OT
0 rpanuubl geBoro nojis (mpumep: r. BraauBocTox)

8. PexBuzur NelS «A/[PECAT».

[Ipu odopmiieHHH aHHOTO PEKBU3UTA €ro CleayeT MoMenlaTh B MPaBYIO
AYEHKY CO3JJaHHOM BaMM TaONMIbl. PEKBU3UT COCTOMT M3: HA3BaHUS YUPEKICHUS;
JOJDKHOCTHU U paciiu@poBKHU JOJKHOCTH.

IIpu padome c maobnuyein 11 Tnepexoja W3 OJHOW SYEHKU B APYTYIO
noaw3yitmecy 100 muvtuivio, 160 Knaeuwen Tab.

0. PexBuszur Nel7 «3AI'OJIOBOK k mexcmy» - oT (0 rpaHulbl JIEBOTO

noJist. (Teker 3arooBKa MUIIETCS KOPOTKO (JIBa WJIM TPH CJIOBA) OTBEYAET HA BOMPOC

«O yem?» mokymeHnt). OpopmisieTcss OT TPEAbIAYLIIEr0 PEKBU3UTa OOUHAPHBIM

MEKCTPOYHBIM UHTEPBAJIOM.

10. PexBusur Ne 18 « TEKCT)
OdopMmitseTcst OT MPEBIAYILEr0 PEKBU3UTA YePe3 OBOUHOU MEXCTPOUHBIM

UHTEPBAJIOM - MOXHO Oosbiie. Ecnu B Tekcte Gombline yem oauH ab3ail, TO TEKCT
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neyaTtaercsi ¢ KpacHou cTpoku. Kpacuas cmpoka odopmisiercss kinaBuieid Tab Ha
kiaBuatype (1,27 cMm no nuHenke).
11.  PexsBusur Ne22 "IIO/ITUCH".

DTOT PEKBHU3UT MPOCTABISIETCS Tocie pekBu3uTa "Texct'. Odopmisercs ot

HPEIBIAYILETO PEKBU3UTA OBOUHBIM MEKCTPOYHBIM HHTEPBAIIOM - MOXKHO OOJIBIIIE.

ﬂOﬂ.)fCHOCmb YKa3bIBaACTCA OT 0 rpaHuObI JICBOT'O ITIOJIA.

Pacwugppoexa noonucu opopMisercss oOT rpaHHUIIbI JICBOTO IO 10 JIMHEHKE

IIPU TIOMOIIM 3HAaKa TaOyJIsAIUH Ha 12 cM. MHMmmansel oopMIISIOTCS BHEpeau

(baMUIUu ¥ OTAENSIOTCA OT He€ MpoOesioM.

) \H9 -6 = )5 [JloxymenT1 - Microsoft Word

«  Haactpoiixa

Da AaBbCcDa AaBbCeD: Aa

Havampamk- obmiectBa - WIL Tletponrq

12.  PexBusur Ne25 «HMCIIO/IHUTE/Ib».

Odopmansiercs BHU3Y okyMeHTa oT 0 rpaHuIlsl Jieporo noiist. (amwmms 1.0.,
TenedoH, TOJKHOCTD, €-mail UCTIOJTHUTES).

13.  PexBu3urt Ne 30 «<KMCITOJTHEHHUE JOKYMEHTA N
HAIIPABJIEHHUE EI'O B IEJIO» - nocne pexkBusuta Ne27 uepe3 oivH
MEXCTpOUHbI nHTEepBan opopmisiercs B Bune (Ilpumep: B neno NeOl), o0o3nauaer
B KaKyI0 apXHUBHYIO MAaNKy OyJeT MOAIIUT KOHTPOJIbHBIA SK3EMIUISIP TOKYMEHTA.

IHocne Hadopa TekcTa HEOOXOAUMO MPOU3BECTH (POPMATHPOBAHUE
TOKYMEHTA:

1. [TpoBepuTh uTOOBI Ha3BaHKME OPraHU3AIMHU B JICBOM YaCTU TAOJIUIIBI U
Ha3BaHME BUJA JOKYMEHTa ObUIM HaleyaTaHbl 3arjlaBHBIMU OYKBAaMU U BbIJI€TICHbI
KUpHO. TekcT B TaO/IUIIEe JODKEH UMETh PaBHEHHUE TI0 IIEHTPY.

2. Yo6patb obpamnenue mabauyst 11 3TOr0 HEOOXOAUMO blOEaUMb

mabauyy, nanee — menio KOHCTPYKTOP — I'panunsl — HeT rpaHull.
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3ajaHus Ha NpakTUyeckue 3aHATUA [PeXyM orpaHUUeHHoON GyHKUMOHanbHOCTH] - Microsof... = B>

«

BaHWUIO panOHHOIO CyAd.

3. [TpoBepUTh MEXKCTPOUHBIE HHTEPBAIIBI MEXKIY PEKBU3UTAMU.

o 3azonoexka k mexcmy NOMYCKAeTCs TOIBKO OJUH MEKCTPOUYHBIM UHTEPBAJ
(wnu onHa myctas ctpoka). OT mekcma BBEpX U BHU3 JIOJKHO ObITh HE MEHEE JABYX
MEXCTPOYHBIX HHTEPBAIOB (JIBYX IYCTHIX CTPOK).

4. Becpk JOKyMEHT OJKEH MPOIOPLUOHAIBHO 3aHUMAaTh BECH JINCT. TEKCT
JIOKyMEHTA JIOJDKEH OBITh PACIIONIOkKEH B IEHTPAIIBHON YacTH JIUCTA. PEKBU3UTHI
«HcTtonautens» u «B neno Ney pacnonarator B JIEBOM HUKHEM Kpae JIUCTA.

JHormyckaetcst opopmitaTh MpU(GTOM MEHBIITUM 10 Pa3Mepy.

BHUMAHHE!

B 3aganusx Ha mpakThyeckue padOThl YKa3aHbl HA3BaHUS OpraHU3alul
U TEKCThbl, KOTOpble Bbl 10MKHBI HanmucaTh. Bce ocranbHble pPEKBU3UTHI
HeoOXoauMbIe 111 opopMIIeHHUS TOKYMEHTOB BbI puayMbIBaeTe camu (JOTKHOCTH,
®amunmun 1.0., Anpeca, natbl 1 HOMepa JOKyMEHTOB U Jp.). K Kaxxaomy 3agaHuio

MpUJIararTcs 00pas3upl JOKYMEHTOB, HA KOTOPBIE Bbl MOKETE OPUEHTHUPOBATHCS.

B Texcre 1OKyMEHTOB I/ie HalMcaHbl JOHKHOCTH 00513aTENIBHO JI0JKHBI OBITH
ykazanbl @amunus N.O. KT0 TaHHYIO TOJPKHOCTh 3aHUMAET.
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Cxema pacnosioKeHus JTOKyMEHTa 10 JIUCTY
I - 3HaK MOKa3bpIBA€T CKOJIBKO MYCTHIX CTPOK HYXKHO OCTABUTH MEXY PEKBU3UTAMMU.

L FT oLy

I'1'I'§'I'1'I'Z'I'E'I'-'L'I'E'I'E"I'.-"'I'E-'I'E'I'1:-'I'11'I'lg'l'lE'l'l-‘r'I'lE'I'la'l'lI"l'(_\,

Oo0pa3zen JokyMenTa ITuceMo

A
TOO «9PHKOH» TOO «Bapxkac»
ya. Ilonorad, 12, r. BoragHBOCTOEK, 69068 HadansHHKY TORapHIIECTBa
Ten. 26-25-56, Ten/akc 42-25-87 Tapoze M.I1.

E-mail: college@mail.tu
OKIIO 00214528, OTPH 1075405,
HHH/ KIIII 785541/ 25548784,
p/c 325458415478, n/ca 03060197
B JlatpkoMOaHke I. B1agHBOCTOKA

I

12102013 1. Nel14

HaNe 25 0T105.10.2013T. (MOALKO OIA NUCEM-0INEEINOE)
I'". BragHBOCTOK

I

O mocTaBke 3amiacTeH

I

I

I

Veaxaemeld Muxann Heanoemd!

IIpocuM Bac MOCTAaBHTE J11A HAIIETO NP eIIPHATHA 3aIMIaCcTH 1711 PeMOHTA CYIOB
ManoMepHoro diaoTaTama PTIE —202.
Hageemcs, 910 Hama npock0a Oy aeT BEINIOTHEHA.

TIPHUJIOKEHHE: (ciHCOK 3amdacTeti) Ha 2 THCTax, B 1 3Ks3.

1

I

Haganeuug TOO B.E.T'pazHoB

Menemxep [Tepora Mapuua Muxatinoena
8-423-245-38-68

I

B geno N2 01

cnoe: 7910 @ Pyccemnin [Pocoua) iﬂ
T T e e EERERERERERER}R}R}R}R}R}Y}Y}Y}Y}Y}Y}Y}Y}YEY
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TECTbBI JJIsI CAMOKOHTPOJIA 1 TOATI'OTOBKHU K DK3AMEHY
* - MpaBUJIbHBIE OTBETHI.
Kak pacnoJiaraiorcsi peKBU3HUThI JOKYMEHTAa NPH LHEHTPOBAHHOM criocode
UX pa3MelieHus?
Hayaiio u xoHen Ka)x0i CTPOYKH PEKBU3HUTA PABHO YJIaJI€HBI OT TPAHUL] 30HBI

PacIoIOKEHHS] pEeKBU3HUTOB. *

Kaxxnast CTpoka peKBU3UTa HAYUHAETCS OT JIEBOM T'PAHULIBI 30HBI

PACIIONOKEHHMST PEKBU3HUTOB.

Coxpayrenyoe HAMMEHOBaHNE OPraHU3ALMHU PACIOJIATAIOT:
BBIIIIC n\oﬁ’}foro HAaNMEHOBAHHS.

HUXKE rgt;m;égro HAaUMEHOBaHUs. *

Ha OJIH(;M,y/JpOBHC C TIOJTHBIM HAMMEHOBAHHEM.
I'pu¢ yrBepkaeHus: J0KyMeHTA pacmoJiarair:
B IPABOM HM>KHEM YIJ1y JJOKYMEHTA.

B JICBOM HIKHEM YIJIy JIOKYMEHTA.

B ITPaBOM BEPXHEM YTIIy TOKYMEHTa. *

Ipu MOMUCAHUT JAOKYMEHTA HECKOJIbKHUMM H0/LKHOCTHBIMH JIMIIAMU MX
| |

MOANUCH PACIIOIATAIOT:

Ha OJIHOM YpOBHE.

OJIHY TIOJ] IPYTOM, B MIOCIIEIOBATEIbHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMOM
OJDKHOCTH. *

B [IPOU3BOJIBHOM MOPSJIKE.

Korna npu HanucaHum JOKYMEHTOB HCIOJb3YIOT COKPAallleHHOE HA3BaHUE
opranu3zanuu?

10 YCMOTPEHUIO COCTABUTENS JOKYMEHTA.

Korja d\fl”ﬁ/éaernﬂeHo B YUPEIUTEIIbHBIX JOKYMEHTAaX OpraHu3aluu. *

IIPH JTFOOBIX 0OCTOSTEILCTBAX.
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HaumeHoBaHHe OpraHu3alui HA HHOCTPAHHOM SI3bIKE BOCIIPOU3BOASAT HA
TOKYMEHTe:

KOI'/Ia OHO 3aKPEIUIEHO B YCTaBE OpraHu3aluu. *

110 YCMOTPEHMIO COCTABUTEIISI TOKYMEHTA.

IIPU aPECOBAHUN JOKYMEHTA HHOCTPAHHOMY ITAPTHEPY.

HanmeHoBaHue opraHu3anuy HAa MHOCTPAHHOM fI3BIKE CJIeyeT
pacmoJiararb:

BBIIIE HAUMEHOBAHUS HA PYCCKOM SI3BIKE.

HID)KE HAMMEHOBAHMSI Ha PYCCKOM SI3bIKE. *

Ha OJHOM CTPOKE C HAMMEHOBAHUEM HA PYCCKOM SI3bIKE.

HaunmenoBanue puimajia, CTPyKTYPHOI'O OAPa3AeIeHUs OPraHu3alum,
ABJIAIOLLEr0CH aBTOPOM JOKYMEHTAa, pacnojarar:

HUKE HAMMEHOBAHUS OpraHu3aluu. *

BBIIIIE HANMEHOBAHWSI OPraHU3ALUH.

Ha OJIHOM CTPOKE.

IIpu noanMcaHNH JOKYMEHTAa HECKOJIbKMMU JIMIAMH PABHBIX
NOJIKHOCTEH, UX MOANUCH Pacnosarar:

1o aaBUTy.

Ha OJIHOM YpOBHE. *

IIPOU3BOJIBHO.

B pacmiu¢gpoBke noanucu HHULHMAJIBI IPOCTABJIAIOTCH:

nocie haMUIIuH.

nepen hamimei. *

BOOOIIE HE MPOCTABIISIOTCS.

OTMeTKa 0 KOHTPOJIE CTABUTCH:

B BEPXHEM MPABOM YTy MNEPBOTO JUCTA JOKYMEHTA.

Ha 10JIe JOKYMEHTA PSAJIOM C 3ar0JIOBKOM. *

B HIDKHEM IIPaBOM YyTJIy IEPBOTO JTUCTA JOKYMEHTA.

OTMeTKa 0 MOCTYNJICHHH JOKYMEHTA B OPraHU3ALMIO IPOCTABJISIETCH:

B BEPXHEM II0JIC IIEPBOT0 JIUCTA JOKYMCHTA.
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y HIDKHETO TOJIsl IEPBOTO JINCTA TOKyMEHTa. *

Ha 000POTHOI CTOPOHE MEPBOTO JHUCTA.

JIoOKyMeHTBI J10JI5KHbI UMETh JIeBO€ MoJie:

He MeHee 10 MM.

HE MeHee 15 Mm.

He MeHee 30 Mm. *

OTMeTKa 17151 aBTOMATHYECKOI0 MOMCKA JOKYMEHTA CTABUTCH:

B IPaHUIIaX HUXKHETO MPABOTO MOJIS IOKYMEHTA. *

B IPaHUIIaX BEPXHErO JIEBOT'O MOJIs TOKYMEHTA.

Ha 00OPOTHOM CTOPOHE MEPBOTO JHCTA.

OTMeTKa 0 3aBepeHNH KONMHU JOKYMEHTA CTABUTCS:

BbIlIE pekBu3nTa «lloamucey.

HiKe pekBusuTa «lloamucey. *

B [IPABOM BEPXHEM YTy JTOKYMEHTA.

OTMeTKy 00 MCIIOJTHUTEIE PACIOJIATAIOT:

Ha JIMIIEBOM UK 000POTHOM CTOPOHE MOCIEIHEr0 JIUCTA JOKYMEHTA B JICBOM
HIDKHEM YTy, *

TOJIBKO Ha JIMIIEBOM CTOPOHE MOCJIEIHETO JIUCTA JOKYMEHTA B JIEBOM HUKHEM
yriy.

Ha 000POTHOI CTOPOHE MOCIEAHErO JTUCTA JOKYMEHTA B JIEBOM HUXKHEM YIIIY.

I'pugnl coriiacoBanus J0KyMeHTa pacnojiaraloTcs:

HIKE TEKCTa WJIM Ha OT/ICJIbHOM JIUCTE COTIaCOBAHUS.

HUKe pekBu3uTa «[loanucky uim Ha OTAEIBLHOM JIUCTE COTJIacoBaHUs. *

Ha OT/CJILHOM JINCTE COTJIACOBaHMS.

Ilpu agpecoBaHUM JOKYMEHTA B OPraHU3AIUI0 UJIM ee CTPYKTYpPHOe
nojApasaejeHue X HAUMEHOBAHMS NMUIINYT:

B JIATEJILHOM MaJIeKe.

B IMCHUTEIHLHOM Tajieke. *

ITPOU3BOJIBHO.
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Kakoii MakcuMaJIbHBII HA00P PEKBU3UTOB, UCIOJIb3YeMbIX B IOKYMEHTAaX
ylpasJieHus, ycTaHoBJieH ['occtangaprom:

32 pekBu3uTa.

28 pEeKBU3UTOB.

30 peKBU3UTOB. *

KakoB cpok xpaHeHus TPYI0BbIX KOHTPAKTOB?

50 ner.

75 net. *

15 ner.

Ha3oBuTe 0CHOBHOM TOKYMEHT, NOATBEPKAAIONIUI CTAaK padoThI:

CIpaBKa MEHCUOHHOrO (OoHIA

TPYAOBOW KOHTPAKT.

TPYyJlOBasi KHIDKKA. *

O01mmit 0J1aHK JOKYMEHTA UCI0JIb3YeTCs /Il COCTABJICHUS:

JOOBIX BUJIOB JOKYMEHTOB.

JIOOBIX IOKYMEHTOB, KpOME MHUCEM. *

JUISL TIACEM.

CpoKu MCIIOJTHEHUS TOKYMEHTOB HCUYUCIASIOTCH:

B pabOYMX JTHSAX.

B KaJICHAAPHBIX JHAX. *

B yacax.

KakoB cpok xpaHeHHsI HEBOCTPEOOBAHHBIX TPYAOBBIX KHUKEK?

He meHee 50 ser.

He MeHee 75 neT. *

He MeHee 20 jer.

Kak Ha3bIBalOTCH 1OKYMEHTbI, COCTaBJIsieMble PA0OTHUKAMH
npexnpustus’?

BHyTpeHHHeE. *

UCXOJISIIIME.

BXOJSIINC.
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Kak Ha3pIBalOTCsl JOKYMEHTbDI, OCTYNAIONIUE U3 APYTUX NpeInpusaTHii,

OpPraHM3aIuii U OT YACTHBIX JIMI?

BHYTPCHHHE.
HACXOISIIIHE.
Bxojqamue. *

Kaxoii u3 Hmxe NEPECYMNCJTCHHBIX TOKYMECHTOB HEJIb351 Ha3BaThb

pacnopsiAuTeJbHbIM?

npHKas.
yUpeIUTENbHBINA JOTOBOP. *
pacropsbKeHue.

Kaxoii u3 Hmxe MNEPECYMNCJTCHHBIX TOKYMECHTOB HEJIb351 Ha3BaThb

OPraHu3alUuOHHbIM?

yCTaB
MpaBujia BHYTPEHHETO TPYIOBOTO PACTIOPSIKA.
pacriopsikeHue. *

Kaxoii u3 Hmxe MNEPEYNUCJTICHHBIX TOKYMCHTOB HE OTHOCHUTCH K

HHGPOPMALMOHHO-CIIPABOYHBIM ?

aKT.
JUYHOE JeNo. *

IIPOTOKOIL.

Kak HymepyrOTCs MHOTOCTPAHUYHBIE JOKYMEHTHI?
HYMEPYIOTCS BCE CTPaHULIBI.

HYMEPYIOTCSI BCE CTPAHUIIbI, KpOME MEePBOM. *

HE HyMEepYyIOTCs BOOOIIIE.

YeM MOKHO 3aMEHHUTH CJI0BO, IOBTOPAIOIIEECH B TA0/IM1e, He HMeIoIeil

TOPU30HTAJBHBIX JIMHUH?

MIPOYEPKOM.
KaBbIUKaMu. *

CJIOBaAMU «TO XKE».
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B xoHI1Ie 3aroJI0BKOB M M0/3ar0JI0BKOB Ta0JIMIIL:

CTaBSITCSI TOUYKH.

TOYKHU HE CTaBiATCA. *

BO3MOKHBI 00a BapuaHTA.

Kakue ¢gopmbl perncrtpanuu 10KyMeHTOB CylIeCTBYIOT?

[EHTPATU30BaHHAas.

[IEHTpaJu30BaHHas, JeICeHTpaIn30BaHHas, CMelIaHHas. *

[EHTpaIU30BaHHAas, JICIICHTPAIM30BaHHAs.

CKo0JIbKO IK3eMILISIPOB HOMEHKJIATYPHI J1eJ1 He00X0UMO COCTABJIATDH?

JIBa K3EMILISpA.

OJIMH K3EMILIS.

TPH dK3eMILIsApa. *

Kak Ha3bIBaeTcsi COBOKYNTHOCTh IOKYMEHTOB, COJEePKALIMX CBeIeHHsI O
padoTHuKe?

JUYHAs KapToyKa.

pe3roMe.

JAYHOE Aejo. *

Kaxk Ha3bIBaeTcsl CMCOK 3aroJI0BKOB J1€J1, 3aBOUMbBIX HA NPeANPUSTHAX,
€ YKa3aHUEM CPOKOB UX XpaHeHus?

YKypHaJI pErUCTPaIUU.

HOMEHKJIaTypa aei. *

aKT pEerucTpaluu.

KakoB onTuMabHBIi CPOK UCHOJIb30BAHUS IOKYMEHTOB B
JAeJIONPOU3BOACTBE?

3roma. *

5 Jer.

50 mer.

Kak Ha3bIiBaeTcsi JOKYMEHT, NOSICHAIOIIUI COIepPKAHNE OTIeIbHBIX
M0JIO3KEHU OCHOBHOT'O IOKYMEHTA WJIN 00BSICHSIIONIUI MPUYUHBI KAKOT0-1100

co0bITHA, (PAKTA, IOCTYNKA?
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aKT.

OOBSICHUTEIbHAS 3aMKCKa. *

UHCTPYKIIUSL.

JlaToii NpOTOKO0JIA ABJISAETCH:

JIEHb €T0 YTBEPKICHUSI.

JICHb MPOBEJICHUS 3acelaHus. *

JIEHb €T0 TOJANKUCAHUS.

KakoB cpok xpaHeHusi MPOTOKOJI0B?

He MeHee 15 ner.

He menee 10 ner. *

HE MEHee 5 JeT.

Kak Ha3bIBaeTcsi IUCHMO, COCTABJIAEMOE C LEJIbI0 MOATBEPKACHUS
onpeaeJeHHbIX O0emaHui?

MHUCbMO-OTBET.

rapaHTUWHOE MUCHMO. *

MH(OPMAIMOHHOE TUCHMO.

Ha3zoBuTe cBeieHHsl, KOTOPbIE HE MOTYT SIBJISIThCSI KOMMEPYeCKOoi
TaifHOM?

CBEJICHUS JEJIOBOM MEPENHCKHU.

KaJIpOBBIN COCTAB.

CBeJIeHHs 00 y4aCTUU JOJDKHOCTHBIX JIMI] IPEANPUSITHS B OPTaHU3AIMX,
3aHUMAIOLIUXCS PETPUHUMATENBCKOMN 1ESITEbHOCThIO. *

Kaxkasi ungopMmanus coctaBiisieT KOMMEPUYECKYI0 TaiiHy?

IJIaH Pa3BUTHUS NPEANPUATUS. *

JIOKYMEHTBI O TUIaTSKECIIOCOOHOCTH.

JIOKYMEHTBI 00 yIIaTe HaJloTOB.

3ammra ciayKe0HOH M1 KOMMEPYeCKO# TAlHbI 0T HeNPABOMEPHBIX
NMOCATaTeJbCTB MOKET OCYIIeCTBJIATHCH:

Ha OCHOBE HOPM YT'OJIOBHOTO TpaBa.

Ha OCHOBC HOPM I'paXaAaHCKOI'0, a/IMUHUCTPATUBHOTO U YI'OJIOBHOI'O IIpaBa. *
34



Ha OCHOBE HOPM I'Pa)JaHCKOIO MpaBa.

IIpu ucYuCIeHNN CPOKOB XPaHEHNSI JOKYMEHTOB YUMTBHIBAIOTCS:

MECSIBI U TOABI.

JTHHU, MECALIBI U TOJIBI.

TOJBKO rogbl. *

Kak Ha3bIiBaeTcsi COBOKYIIHOCTD IOKYMEHTOB, C()OPMHUPOBAHHLIX 110
KaKOMY-/1100 NPU3HAKY, IOMEIIEHHbIX B TBEPAYIO 000,109KY, 0(pOPMICHHYIO 110
onpeaeJeHHbIM NpPaBujIam?

narika.

nemno. *

KOpoOKa.

Kakoii 10OKyMeHT He BKJIIOYAeTCHA B HOMEHKJIATypy Aes?

YUPEAUTEIbHBIE JTOKYMEHTHI.

HAay4YHO-TE€XHUYECKHE TJOKYMEHTHI. *

MIPUKAa3bl 10 INYHOMY COCTaBy.

Kaxk Ha3bIiBaeTcsl 3apaHee 3aroTOBJICHHbIN TEKCT ¢ YHU(PUIIMPOBAHHOM
NOCTOSIHHOM MH(popManueil U NPOIYCKAMHU /ISl 3a110JITHEHUS NTepeMEeHHOI
uHopmanmein?

Tpadaper. *

TadmIIa.

OJIaHK.

Kak Ha3biBaercsi nucbMo, cojiep:xaiiee npeajioKeHue NPUHATh Y4acTue B
ceMHHapax, COBEIaHusIX?

MUCHMO-TIPOCHOA.

MMACHMO-TIPEITIOKEHHUE.

MUCHbMO-TIpUTJIamienue. *

Kak Ha3bIiBaercsi nMcbM0, COCTABJICHHOE /IJI1 COOOLIEHUS aJpecary o
HANPAaBJIEHUU KAKUX-JIU00 TOKYMEHTOB, MATEPUAJIbHBIX LIEHHOCTEl ?

COMPOBOJIUTEIILHOE MUCHMO. *

MHACBMO-TIPEATIOKCHHUC.
35



MIACHMO-TIPOCHOA.

AKT NOANMCHIBAETCH:

TOJIBKO PYKOBOJAUTEIEM OPTraHU3aLIAH.

JIMLIOM, HEITOCPEACTBEHHO COCTABIIIOIINM JOKYMEHT.

BCEMH JIMIIAMU, TPUHUMABIIMMU YYaCTUE B €r0 COCTaBICHUH. *

Kak Ha3bIiBaeTcsi IpaBOBOM aKT, U31aBaeMblil OPraHOM IOCyIapCTBEHHOI0
YIPaBJICHHUA B LEJISIX YCTAHOBJICHUS NPABUJI, PeryJMpPYIOLIHX
OPraHM3alMOHHbIC HJIM UHbIE CIICHUATIbHbIC CTOPOHBI 1eATEILHOCTH
oprasHusamumn?

IIOJIOYKEHHUE.

UHCTPYKIHS. *

pacropsKeHue.

Kak Ha3bIBaeTcsi JOKYMEHT, CO/IepP KALIUI ONMCAHUE U NOATBEPKACHHE
(pakrToB, coObITHIT?

OOBSICHUTEIbHAS 3aIIUCKA.

JIOKJIaJ{Has 3aIMCKa.

crpaBka. *

Kak HasbpIiBaeTcst JOKYMEHT, aIpeCOBAHHbIN J0KHOCTHOMY JIUILY U
CoepKAUN KAKYI0-1100 NpochLOy 3asaBUTE/ISA?

JOKJIaJ{Has 3aIIMCKa.

3asiBieHue. *

OOBSICHUTEIbHAS 3aIHCKA.

Kak Ha3bIBaeTcsi JOKYMEHT, IPe0CTABJIsIEMbId COCTaBUTEJIEM, IPH
yCTpoOiicTBe HA padoTy M coaep:Kamuil Ouorpadguueckue JaHHbIe, M3J105KEHHbIE
B 00PaTHO XPOHOJIOTHYECKOM NopsaAKe?

3asiBJICHUE.

IIACHMO.

pestome. *

Kak Ha3bpiBaeTcsi JOKYyMEHT, B IPOU3BOJIbLHON )opMe ONMCHIBAKOIIHNH

3TANbI JKU3HU U TPYAOYCTPOIicTBA PA0OTHHKA B XPOHOJIOTMYECKOM MOPsiAKe?
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pE3IOME.

aBToOuorpadus. *

3asiBJICHUE.

Kaxk Ha3bIBaeTcsi HOpMAaTHUBHBIH JOKYMEHT, H31aBaeMbIil IMPEKTOPOM
NPeANPUATHSA VISl PpelIeHUs KAKUX-1100 3a1a4?

MHUCHMO.

UHCTPYKIIHSI.

npukas. *

Ipuxa3sbl opopmisiroTCs:

Ha o01eM OJIaHKe MPepUsITUs. *

Ha OJIaHKe MHChMa.

Ha YHCTOM JIUCTE OyMarw.

JlaToil npukasa siBjsieTcs:

JlaTa ero HarMcaHusl.

JlaTa ero MoJMKUCaHUus PyKOBOAUTENEM. *

JlaTa ero BUBMPOBAHUS FOPUCTOM.

Hymepauusi npuka3oB NpOU3BOAUTCS:

B BAJIOBOM TIOPSIJIKE C SIHBAp4 I10 JIeKaOphb B Mpejenax roja. *

B BJIOBOM MOPSJIKE C MOMEHTA FOCYIapCTBEHHOM perucTpaiuy oOpraHu3aluu.

C JaThl TOCYIAPCTBEHHON PErHCTPALIMU OpTraHU3allMU B Mpeiesiax roja.

KakoB cpok XxpaHeHHsl IPUKA30B 10 JJUYHOMY COCTABY?

75 ner. *

50 ner.

25 ner.

KakoB cpok xpaHeHMs TOKJIAJHBIX 3aIIMCOK [0 BONPOCAM JIeITeJIbHOCTH
npeanpusitus’?

10 ner.

15 mer.

5 nmet. *
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Kak Ha3bIBaeTcsi JOKYMEHT, COCTABJIEHHbIH HECKOJILKUMM JULAMHU U
NoATBePKAAIIUI PaKThI, COOLITHS?

MIPOTOKOJL.

aKT. *

3aIurcKa.

Kak Ha3bIiBaeTcsi JOKYMEHT, a/ipeCOBAHHBINH PYKOBOANTEIO
NpPeINPUSTHSA, COAEPKAINMH U3T0KEeHHEe KAKOT0-1M00 BONPOCa ¢ BHIBOJAMH U
NpeI0KeHUAMM ?

OOBSICHUTEIbHAS 3aMHCKA.

aKT.

JIOKJIaJ{Has 3amucKa. *

Kak Ha3biBaeTcsi JOKyMeHT, GUKCHUPYIOIIHNA X0 00CYKAeHUS BONIPOCOB U
NPUHSATHUSA pPellieHUd HA cOOpaHUAX, COBEIIAHUAX ?

aKT.

MPOTOKOJI. *

JIOKJIa/IHAs 3aIIUCKA.

Kak Ha3bIBaeTcsi HOpMAaTHBHBII JIOKYMEHT, B KOTOPOM ONpeae/ieHbl
(pyHkuMu, npaBa, 00s1I3AaHHOCTH U OTBETCTBEHHOCTh COTPY/IHMKOB
npeanpustus’?

yCTaB.

MOJIOKEHUE.

JIOJDKHOCTHASI MHCTPYKIHUS. *

JlaTou TOKyMeHTa ABJISIETCH:

JlaTa COCTaBJICHUS IOKYMEHTA.

JaTa TMOMMCaHus TOKyMeHTa. *

JlaTa PEruCTpaluy JOKYMEHTA.

Yxaxure 1aTy, 0(p)OPMIICHHYIO HEBEPHO:

20.05.98

1 centabps 2003 r.

10.16.02 *
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Ecin apTopamMu 10KyMeHTAa SIBJISAIOTCH HECKOJIbKO OPraHU3aluil, TO 1aTO’
TOKYMEHTA SIBJIACTCH:

JlaTa MepBOM MOJMUCH Ha IOKYMEHTE.

HamOoJIee O3 HsS JaTa MoAnucanus. *

BO3MOKHBI | ¥ 2 BapuaHTHI.

Kakoe ko1u4ecTBO aipecaToB MOKeT COAEPKATh JOKYMEHT?

Toabko 1 aapec.

He Oosiee 10 aapecaros.

He Ooitee 4 agpecaToB. *
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BAPUAHTBI KOHTPOJIBHBIX PABOT

BAPUAHT 1

1. OcHoBHBIE  TOHATUS U ompeneneHus — npeamera  «JIOY»
«/lenonpon3BoaCTBO», «OMaHK TOKYMEHTa», «PEKBU3UT JTOKYMEHTa», «(popmyisp
nokymeHTta». Paznensl JIOY B nestenbHOCTH (PUPMBL.

2. PexkBU3UTHI 1 0OCOOEHHOCTH TPYIOBBIX IOTOBOPOB.

3. CocraBbTe mHcbMo-u3BelieHrne Hoocubupckoro 3A0 «Dkocan» Ke-
mepoBckomy 3A0 «llapTHep» O mpuymHAX 3aIEpPKKH TMOCTABOK MAaliuH U 000-
pPYlOBaHUA. YKKATE MPUUYHMHBI 33JICPIKKH.

4. CocraBpTe AKT O COCTOSIHUM II€PCOHAIBHBIX KOMIIBIOTEPOB B
BBIUKCIIUTEILHOM IIEHTPE 3aBoAa «3Be3la». B Ttekcre ykaxwure, uro 12
KOMITBIOTEPOB TpeOyIOT pEMOHTa, 3 KOMIIbIOTEpa HEOOXOAUMO chucarb, g 15
KOMITBIOTEPOB HEOOXOAMMO MPUOOPECTU AOTIOTHUTENbHbBIE TIATHI.

5. Cocrasbre Cnpasky st @enoceeBoit Ceetiiane MIropeBHOM B BU30BbIN
otnen. B cnpaBke yka3aTh ¢ KAKOro BpeMEHH, Ha KaKOH JOJDKHOCTH OHa paboTaeT, u
KAaKoM y He€ NOJDKHOCTHOM OKnaj. [IpuaymanTe Ha3BaHHE OpraHU3aLMy.

6. CocraBbre [luchbMO-nipUrianmieHne OpPraHU3alMOHHOTO KOMHTETa «JK-
CHOLIEHTP» C IMPEIJI0KEHUEM MOCETUTD CIIELIMAIM3UPOBAHHYIO BBICTABKY « DKOHOMMUS
MaTE€pUAIbHBIX W TOIUIMBHO-D)HEPIr€TUYECKUX PECYPCOB B IPOMBIIUIEHHOCTHY.
BricTaBka mpOXOJIUT B MaBUJILOHE BHICTABOYHOTO KOMIUIEKCA. Y KaKUTE CPOK PabOTHI
BbICTaBKHU. HeorpannueHHoe 4nCciio aipecaTos.

7. CocraBbTe 3asBiI€HHME O MPEAOCTABICHUU OTIyCKa O€3 coaepKaHMs
C.W. IletpoBa cTapuiero MeHe Kepa TOproBoro 3ana marasuna "fomosun'.

8. CocrtaBbTe JlOKIaaHYIO 3aIIMCKy HadajJbHUKA XO3SHCTBEHHOTO OOBEKTa
«I'PAHUT» o (axTe HEBHITIOJIHEHUS PACTIOPSHKEHUS, 0 MOHTa)Ke€ 00OpYyJOBaHMS Ha
yuactke. IlpuumHa cnaOblii KOHTPOJIb CO CTOPOHBI TIJIaBHOro MexaHuka IL.H.

Ky3nenosa. /[o6aBbTe HEOOXOIUMBIE PEKBU3UTHI CAMOCTOSITENIBHO.
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BAPUAHT 2

l. Yro Ttakoe nokymeHt? Kiaccudukanusi OKyMEHTOB IO Pa3IdYHBIM
IIPU3HAKaM.

2. OpraHu3alMOHHbIE JOKYMEHTHI.

3. CocraBbre CnpaBky s HukonaeBa Osera BanmentunoBuua. CrnpaBka

HYKHa JJISI IPEIbsBICHUS B MOCKOBCKUM aBUAIIMOHHBIA MHCTUTYT O TOM, YTO OH
OKOHYMUJI cpesiHeoOpaszoBarenbhyto mkoixy Ne 7 B 2013 romy.

4. CocraBbre IlnceMo o noamucanuu jporoopa 3A0 «Capuu» ¢ OO0
«AJekc» MO TMOBOJY IIOCTAaBOK CTPOUTENBHBIX MaTE€pUaoB. YKaXKUTE CPOKH
MIOCTAaBOK M MEPEUHCINTE HECKOJIBKO MO3UIUN CTPOIMaTepraoB.

5. CocraBbre IluceMo-otBer THHOrpaduu usaarenscrsa «Hayka» B OO0
«TpuHMKa» 0 BO3MOXXHOCTH BBINOJHEHHUS 3aKa3a HA U3TOTOBJICHUE OJaHKOB y4eTa U
OTYETHOCTH.

6. CoctaBbre OOBSICHUTENBHYIO 3aIIMCKY HAYAJIBHUKY 3aBO/A «3BE371a» OT
paboTHrKa 3koHOMHYeckoro otaena CremanoBa [.M., KOoTOphlli HE OTBETHJ Ha
MUCHbMO-3aIIPOC, MOCTYMHUBIIEE B aapec MPEANpUsTHs JIBa Mecslla Ha3ad. YKaKUTe
MPUYKUHY HEBbITOMHEHUA. [|00aBbTe HEOOXOUMBIE PEKBU3UTHI CAMOCTOSATEILHO.

7. Odopmienne [Ipuka3 o nmpeaocTaBIeHUH aIMUHUCTPATUBHOTO OTITyCKa
paboTtHuKy npeanpusatus. Hepocraronme JaHHbIE YKa)KUTE CAMOCTOSITENBHO.

8. ITpukas 06 ocobox)aeHnu 1.0, daMuins 0T 3aHUMAEMOM JTOKHOCTH B

3A0 «Opuon» B cBsi3U ¢ yBoJIbHEHHEM. [[prunHa 1o cOOCTBEHHOMY KEJIaHUIO.

BAPUAHT 3
1. PexBusutsl nokymenta. TpeboBaHusi k odopmiieHHIO 00S3aTENbHBIX U
JOTIOTHUTENIBHBIX PEKBU3UTOB TOKYMEHTOB.
2. Axrt. Ero Bunbl. OdopmiieHne u peKBU3HUTHI.
3. CocraBbTe AKT O peBU3MH B Kacce. BpIsiBIeHa HEAOCTAYa B KOJIMYECTBE
20 000 py6mneit. BunoBnsrii kaccup 1.0, @amumusi.
4. CocraBbre CripaBky PenopoBy Muxauny Oneropudy. CripaBka Hy»KHa

0O €ro MCECTC IMPOIMMCKH, HNPOKHBAHHA W HAJIWIUKU 3aJ0JDKCHHOCTHU II0 OIIaTe
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KOMMYHaJIBHBIX YCIyT (eciii TakoBasg umeercs). CrnpaBka HyXHa JUIsl IPEAbSIBICHUS
B BTU (61opo TexHuueckoil nHBeHTapu3aiuu). B TekcTe o0s3aTeNIbHO yKa3bIBAETCA,
Cc Kakoro BpemeHn Muxamn OneroBud NPOKUBAECT MO JAHHOMY aapecy. Takyro
CIPABKY MOKET BbIAATh JKMWIHIHO-KOMMYHaJIbHOE X035icTBO (ZKOV Ne ...).

5. CocraBbte ['apantuitnoe nucemo 3A0 «3Jkocan» B OAO «IIporpecc»
00 omiaTe 3a pa3paboTKy paboumx uepTexed HacocHOU craHiuu. 3A0 «Dkocan»
rapaHTUPYET MPOU3BECTH OIUJIATy B TEUCHUE HeAeNU (YKaXKUTE 1aThI).

6. CocraBbre Ilucemo-otBer OOO «Caitn» Ha mpock0y CTPOUTEIBHO-
MOHTaKHOU (QUPMBI «AJbTapec» pa3padoTaTh MPOEKTHO-CMETHYIO JOKYMEHTALUIO
Ha CTPOUTEIBCTBO KHIIOT0 A0Ma B 11oc. [IIkoToBo.

7. CocraBpre IIpoTOKON 3acelaHusT HMHBEHTAPU3ALMOHHOM KOMUCCHH
3aBOJla Fa30BOM ammapaTrypbl, HA KOTOPOM pacCMAaTPUBAETCS BONPOC O PeE3ysbTaTax
MHBEHTapU3aLMHK 10 ckiaay Ne 2 BcioMoraTellbHbIX MaTepHUaIoB.

Ha 3acemanum 3auuTaHa CIMYMTENbHASA BEAOMOCTb MO ckiaxy Ne2 wu
OOBSICHUTEIbHAS 3aMKCKA 3aBEIYIOIIETO CKIIA/IOM.

[IpuHsATO TOCTaHOBIEHUE 00 YTBEP>KICHUU PE3YJIbTATOB MHBEHTAPU3ALUU U
OTHECEHMsI 3a CYET 3aBEAYIOIIEro CKJIAJOM HEIOCTAa4d BCIIOMOraTelbHBIX
MaTepuajIoB B CyMMe 6 MIJITMOHOB pyO. OcCTalibHbIE JaHHBIE ONPEJIEIUTE 10 CBOEMY
YCMOTPEHHUIO.

8. CocraBpTe nmoxkymMeHt - 3AMBJIEHUE o npenmocraBieHnd Bam

aJIMUHUCTPATUBHOTO OTIyCKa 10 CEMEHHBIM OOCTOATENbCTBAM. (CPOK YKaKHUTE

CaMOCTOSITEIIBHO).
BAPHUAHT 4
1. Opranuzanus JOKyMEeHTO000poTa.
2. JIoKyMeHTalus no JMYHOMY COCTaBy.
3. Cocrabte ITucemo-npock0y Hagex iMHCKON NMTHUIIEBOUYECKON CTaHIIUU

B KpacBYKO0 aAMUHUCTPALINIO O BBIJACJICHHUUN CPCACTB M3 KPaCBOI'O 6IOI[)KeTa B CYMMC

150 thIC. pyO. 7151 pEKOHCTPYKIIUKA UHKYOATOPA.
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4. CocraBbTe IlMCbMO-0TKa3 MPOU3BOJICTBEHHOTO YIpaBJIEHUs Iacca-
KUPCKHX TIEpeBO30K TI. BrnaauBocTtoka koomepaTtuBy «BekTop» Mo moOBOAY
oOecrieueHUs] MX 3aMacHbIMU YacTSAMM JJi Mapka aBTOOYCOB. YKAXKHUTE NPUUUHY
OTKa3a.

5. CocTtaBbTe AKT NMPOBEPKHU CKJIaga (CTONOBOM, pectopaHa). [Ipocpouenst
cepTu(dUKaThl KadyecTBa Ha MPOJYKTHl (ACCOPTUMEHT W KOJMYECTBO Ha Ballle
ycMoTpeHue). BbIBoibl KOMUCCHU O TPOAYKIIUHU C MPOCPOUYEHHBIMU cepTUduKaTamu’?

6. Epemuny Bacunuio MaTBeeBuuy HyXHa clpaBka ¢ MecTa pabOThI s
oopMIIeHUSI KpeauTa B Mara3MHe Ha TOKYNKY ToBapa (ykasarh, TJie¢ U C KaKOTO
BpeMEHHU paboTaeT, KaKylo JI0JDKHOCTh 3aHUMAET, KaKasi CpeIHsIS 3apIuiarTa).

7. CocTtaBbTe OOBSICHUTENbHYIO 3alMCKY O NPHYMHAX HECBOEBPEMEHHOTO
npeacTaBieHus WHOpManMu Mo mpukazy aupekropa. JloGaBbTe HE0OXOAMMBIC
PEKBU3UTHI CAMOCTOSITENBHO.

8. CocraBpTe 3asBICHHE O NEPEBOJE BaC C JOJDKHOCTH TEXHOJIOra Ha

JOJIKHOCTD 3aB. IPOU3BOJICTBOM (YKaXUTE JaThl, CPOKU MEPEBOIA, 3apILIaTy).

BAPUAHT 5
l. Oco0eHHOCTH 3TanoB 00paOOTKH BXOASIINX JOKYMEHTOB.
2. [Ipotoko:st Bumbl. OdopMiieHnEe U PEKBU3HUTHI.
3. CocraBpTe  IIMCBMO-NIpUTIIALIEHUE  OPraHU3ALMOHHOIO  KOMUTETA

«DKCIOLEHTP» C NPEAJIOKEHUEM MOCETUTh MEXKIYHAPOJIHYIO CIEHHATU3UPOBAHHYIO
BBICTaBKy «OKOHOMHSI MAaTEpUAIBHBIX U TOIUIMBHO-CBIPHEBBIX PpPECYPCOB B
CTPOMTEIBCTBE W  MPOMBIIUICHHOCTW».  BbICTaBka  NPOXOAUT  MNaBHJIbOHE
BBICTAaBOYHOT0 KomIuiekca Ha Kpacnou [Ipeche.

4. CocraBbre [Ipuka3z o mpon3BOJCTBEHHON HEOOXOAMMOCTH TPOJOJIKUTH
paboty 3A0 «CeneHa» B BBIXOJHBIE JHU C YYETOM JICHEKHOH MepepabOTKUA WU
MPEAOCTABICHUS IPYTUX JHEN OTAbIXA.

5. CocraBbre CnpaBky mis IleroBoit Hemnu CepreeBHe B IETCKHM call
«Pomamka» o ToM, uto oHa ¢ 2010 roga mo Hacrosiee BpeMs pabOTaeT BpauoM —

TEpaIeBTOM B MONUKIUHUKE Ne 24,
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6. CocraBbTe [Tucsmo-0TBET OAO «Bnanxned» OTKPBITOMY
akuuoHepHoMy o0OmecTBy «Capabam» O BBIICIECHHUU IS HErOo aBTOMAaTUYECKOMN
JIMHUH T10 IPOU3BOJICTBY MakapoH noA caanHoe B 2015 r. 3epHo.

7. CocraBbete I[IpoTtokon oOmiero cobpanus paboYmx MPOU3BOJCTBEHHOTO
KOONEepaTuBa «3almyck» C (y2108biM paAcnonoxicenHuem peKeu3umosg), Ha KOTOPOM
00Cy>X/aJicsi BONPOC O CO3JIaHUM MPOM3BOJICTBA CTPOUTEIBHBIX MaTEpUaIOB IS
CTPOUTENBCTBA KWIbIX JOMOB. Ha coOpanum Obuta 3aciymiaHa uHGOpMaIus
npenceaaTesns 0 BO3MOKHOCTH CO3/IaHUSI TAKOTO II€Xa M MEPCIEKTUBAX ero paboThl.
[Tocne oOcyxaeHus OBLIO MPUHATO pEHICHHE MOPYYUTh MPEACENATeNI0 U €ro
3aMECTHUTEIIO0 TI0 CTPOUTENILCTBY B TeUueHHUE 6 Mec. pa3BepHYTh pabOTy U BBIICIUTH
it 3Tux neneit 300 miH. pyo.

8. CocraBpre - 3ASABJIEHUE o npenoctaBieHHM BaM OILUIAYUBAEMOIO
OTITyCKa B CBSI3U C BBIXOJIOM Ha ceccuio. Ha3zBaHue ydeOHOTO 3aBEICHHs, CPOK
OTIIyCKa, MECTO pabOThl M JOKHOCTh YKAKHTE CaMOCTOATENbHO. ([lpumeuanue,

yuebHoe 3a8edenue O0NHNCHO Oblmb 20CYOAPCMBEHHBIM,).

BAPUAHT 6
1. Oco6eHHOCTH ATANoOB 00PaOOTKH UCXOAIINX JOKYMEHTOB.
2. JIOJKHOCTHASI MHCTPYKLUHS. PEKBU3HUTEL.
3. CocraBbTe npoekThl npukasa pykooautenss OAO «Kackaa» o nepeBoje
Bac Ha BBIIIECTOSIIYIO JOJKHOCTb.
4. B pomm cekperaps 3acemanus cocraBbre IIpotokon. B OAO

«KapaBemna» cocrosiock 3acenanue mnpasieHus. [loBecTka qHS Oblia MOCBsILEHA
pacUIMpEeHUI0 OTaena MapkeTuHra @upMmbl. B cBI3M ¢ 3TUM  BO3HHUKIA
HEOOXOJMMOCTh BHECTH M3MEHEHHUS B IUTATHOE PACIUCAHHE COTPYIHUKOB (UPMBI, a
Takke pa3zo0paTb HOBbIE JODKHOCTHBIE WHCTPYKIIMM Ha BBEACHHE B OTJIEI
MapKeTHHIa JOJKHOCTH MEHEKepa 110 PeKJIaMe U PEKJIAaMHOTO areHTa.

l. CoctaBbre [lucemo-nmpocs0y OAO  «TakoHT» B KOMHUTET IIO
BHEIITHEAKOHOMUYECKOH EATebHOCTH aJMUHUCTPALUU Kpas ¢ MPOCbOOH BBIIETUTH

nuieH3uto Ha BbIBO3 B 2015 1. neca B Kuraii B konuuectBe 5000 ky0. M, Tak Kak
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OJHUM M3 YCIOBHH MOCTaBKU MeOelu i TYypUCTHYECKOIO LIEHTpa SBISAETCS
BCTpEYHAas MOCTAaBKa Jieca.

2. CocraBbre IlucpMo npou3BoACTBEHHOro o0benuHeHus «CHOMHTEK» B
denepaibHOE areHTCTBO IO PHIOOJIOBCTBY O BBIJCICHUU KBOTHI Ha HKCIOPT
MHMHTAeBOMN UKPBI B JNIOHUIO.

3. CocraBpTe CnykeOHYI0 3amucKy 3aB. ckiagom Ne3 3aBoga «ABpopa»
ITerpoBa BsiuecnaBa MBanoBuua 1y HadanbHUka AXY 3aBoga «ABpopa» Kpyromy
AN. o Hanuuuu cTpolMarepuaroB Ha ckiaae (B JIOKYMEHTE NEPEeUUuCIuTh MATh
HAaUMEHOBAaHUI MaTEPUAIOB U UX KOJI-BO).

4. Cocrasbre CnpaBky. Beigaercsa nacnoptucroM JXKKX Ne 21 (sxumuniHo-
KOMMYHaJIbHOE XO0341CTBO) KWIbIy O €r0 BPEMEHHOM MECTE MPOKMBAHMS (yKa3aTh

®UO, aapec BpeMEHHON pEerucTpanuud U MPOKUBAaHMS, HA KaKOW CPOK BPEMEHHO

3apEeTUCTPUPOBAH).
BAPUAHT 7
1. Oco0eHHOCTH ATanoB 00pabOTKHU BHYTPEHHUX JIOKYMEHTOB.
2. JIOroBOpHO-TIpaBoOBasi JOKYMEHTAIHSL.
3. Odopmute npuka3 o npueme Bac Ha padoty B OO0 «bypeBecTHUKY.

Baxxnbie peKBU3UTHI 100aBHTE CAMOCTOSITEILHO.

4. CocraBbTe aokymeHT AkT. B 3A0 «ABpopa» mnpoBeieHa NpoBEpKa
paboThl OTAeNla MapKETUHTa IO OKa3aHWIO0 IUIaTHBIX yciayr. Komuccuss B coctase
3aMECTUTENSl TUPEKTOpa, IJ1. OyXrajTepa U HayajdbHUKA OT/EJIa MApKETUHTa B XOJI€
MPOBEPKU OOHApYyKWUJIa HApYLIEHUS B OPOPMIICHUU TAaHHOW JOKyMEHTalUU OyayT
MPEICTaBICHbI CAHKITUU.

5. CocrtaBbTe UWH(POPMAIIMOHHOE TMMHCHMO O TPOJAXKE MEPCOHATHHBIX
KOMIIBIOTEPOB MO JIOTOBOPHOM CTOMMOCTH U O BO3MO>XHOCTH NPUHUMATh 3aKa3bl Ha
cocraBieHue mporpamMm. I[Ipomaxein 3aHumaercss AQO «Akoc». YKaxuTe IBYX

aJpcCarosB.
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6. CocraBpTe mNHUCHMO-O0TBET AnmuuucTpanuu IlpuMopckoro kpas B
VYrpagieHne 3ApaBOOXPAHEHUS] O BBIACICHUU JONOIHUTEIbHBIX ACCUTHOBAaHUW W3
KpaeBoro 0I0JKeTa Ha OKa3aHWe MEAUIIMHCKON MOMOIIHU )Kutelisim T. Haxoaku.

7. CocraBpTe CrpaBky mis MakcumoBa Anpapes BianumupoBuua ajis
npeabsaBieHus] B BoeHkoMaT COBETCKOTO pailoHa O TOM, YTO OH B HACTOSIIEE BpeMs
oOyuaeTrcs BO BiagMBOCTOKCKOM MOPCKOM PBIOOMPOMBIILICHHOM —KOJUISIKE
(YKa3aTh ¢ Kakoro BpeMeHH, U Ha KaKOM OTJIEJICHUH 00ydaeTcs).

8. CocraBbTe gokymeHT - IITATHOE PACIIMCAHUE. B Tabnuue
nepeuncanTe mraT B koauuectBe 10-15 dyenopek. HauMeHoBaHMe opraHu3aiivu, po/i
NEATEIbHOCTHA OPTaHU3aLINH, TOKHOCTH U KOJIMYECTBO IITATHBIX €IUHUIL IO KAXIOM

AOJDKHOCTH Ha Balll€ YCMOTPCHHUC.

BAPUAHT 8
1. OO01ue npaBuia perucTpalum J0KyMeHTOB. PeructpaioHsbie (OpMBl.
2. Pa3zpaboTka u TOpPSIOK BBOAA B JCWCTBUE HOMEHKJIATYphl Jell.
OdopmiieHre HOMEHKIIATypbl Jell.
3. Odopmute AKT crnucaHus KOMUPOBAIBHOTO ammapara, YKaKHUTe
OPUYHUHY.
4. Cocrasbre IIpukas. Ha ocHOBaHMM HCCIIETOBAHUS OTIEIOM MapKETHHIA

KOHBIOKTYpBI pbIHKa cObITa mpoaykiuun 3A0 «Emnena» mpeacraBmia BO3MOKHOCTh
3aKJIIOYUTh PSSl BBITOJHBIX KOHTPAKTOB. HauaabHUK OTIOEIa MapKETHHTa PEIuI
MOOIIPUTHh BEAYUIUX COTPYJAHUKOB MPEMHUAIBHBIMU BBIIUIATAMU K OJIMKauIIen
3apIuiare.

5. CocraBbte [lucbmo-mipoch0y BiaanBocTOKCKOro 3aBoja »kese300eToH-
HBIX KOHCTPYKUMW B aJIMUHUCTPALMIO Kpasi O BBIJACIICHUH JINIMUTA HA CTEKJIOIUIUTKY
«Mpamop» B konnuectBe S0 ThIC. KB. M ISl OTAEJIKNA HAPYKHBIX CTEHOBBIX MMAHEJIEH
cepuu 135, xoTopsle 3aBOJ HaUYMHAET BbIITycKaThb ¢ 2015 1.

1. CocraBere IIucemo-mipocsby 3A0  «IIpummebens» B KOMHUTET
BHEIITHEAKOHOMUYECKUX CBS3€H aJIMUHUCTPALMU Kpas O BbIACICHUU JIMLIEH3UH Ha

noctaBky B Kurait 4000 T metamna B 2015 rony.
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2. CocraBbpre JlOKJIagHYIO 3alIMCKY HadyaJbHUKA [JIAHOBO-3KOHOMUYECKOTO
OTJe]a HAYaJbHUKY O CO3/JaHMM JIONOJHUTEIBHOIO KOMIIBIOTEPHOTO Kjlacca |
KOMIUIEKTallUM ~ €ro  KomnbeiorepaMu. JloO0aBbTe  HEOOXOOUMBIE  PEKBU3HUTHI
CaMOCTOSITEIIBHO.

3. CocraBbTe OOBSCHUTENBHYIO 3amUCcKy. PaboTHuk nekapHu «KapaBaii»
(®HO) 00bscHSIET HayalbHUKY MEKApHU MPUUYMHY OMO3JaHMsS Ha paboTy. YKas3aTh

1aTy, IpUYUHY.

BAPUAHT 9
1. KonTtpons ucrionnenus 10kyMeHToB. CpOKH HCTIIOJHEHUS JOKYMEHTOB.
2. Knaccudukarus pekBU3UTOB U 0COOCHHOCTH O(OPMIICHHS CITYKEOHBIX
3aMHCOK.
3. CocraBpTe  NHUCBMO  OTKAa3  IPOU3BOJCTBEHHOTO  YIIPaBJICHUS

MACCAXUPCKUX MEePeBO30K HMKeropoackoMy TpaHCIOPTHOMY MPEANPUATHIO TIO0
BOIIPOCY 0O€CTieueHHs 3alacHbIMM YacTsIMU TapKa aBTOOYCOB. YKaKUTE MPUYHHY
OTKa3a.

4. Cocrasbte Ilpukas. Hqupexkrop OOO «Marenan» HpUHSI PELIEHUE O
MpUEME HOBOIO COTPYAHUKA B OTJENl MapKeTHMHTa Ha JOKHOCTh «PEKIaMHOIO
areHta». Mexay OOO u cnenuanucToM 3aKiI04eH TPYA0BOMl JOTOBOP.

5. CocraBbTe [IMHCHMO-OTBET OOJACTHOTO YIPaBIEHUS CEJIBCKOTO XO-
3sTUCTBA TIpeCeaTeN0 aKIIMOHEpHOro obiiecTBa «pMeHb» MO BOMPOCY MOCTABOK
JIETKOBBIX aBTOMOOMIIEH 32 CTAaHHOE 3€PHO.

6. CocraBbTe 3asBiieHue o npueMe Ha padoty B kommnanuto OO0 "bunom".

7. CocraBbTe AkT. upma «IpuKkon». r. MUHCK. PEMOHT KONTUPOBAIBLHOTO
anmnapara Canon 822 B HasioroBoil nHcnekuuu IlepBomaiickoro paiiona r. MuHcka.
[IpoBeneHHbIe pabOTHI: 3aMEHA TEPMOY3Jia, OUUCTUTEIHLHOTO BaJIMKa, 1ecTepHu. Bee
pabOThI BHIMIOJTHEHBI KAYECTBEHHO, B CPOK.

8. CocraBbre IIpuka3 o0 Ha3HAY€eHUWHU BAC, BPEMEHHO, Ha JOJLKHOCTH

Oyxranrepa-kaccupa. Heo0xoiumbie peKBU3UTHI 100aBbTE CAMOCTOSITEIBHO.
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BAPHUAHT 10

1. [ToaroroBka u nepeaayva /el B apXuB.

2. Knaccuukanus, peKBU3UTH 1 0COOEHHOCTH O(DOPMIIEHHSI PUKA30B 110
OCHOBHOM JI€SITEIBHOCTH.

3. Odopmure crnpaBky 0 3apabOTHOM IIaTe ¢ MecTa pabOThl C YKa3aHUEM
cpeaHel 3apab0THOM TIaThl B MECHLL.

4. CocraBpre Ilucemo. 3A0 «Mwunena» nomydaer or OAO «Jluman»
pEKJIAMHYI0 OpoUIIOpYy, MPEACTABISIIONIYI0 OO0OTpeBaTeibHble MPUOOPHI, KOTOPHIE
MOTJIM Obl HAWTH TNPUMEHEHHE B TEIUIMYHOM Xo3siicTBe. Ha coBemanun 10
MCIIOJIb30BAHUIO ATUX NMPUOOPOB BBISICHUIIOCH, YTO JUISl MIPUHATHS OKOHYATEIBHOTO
pelIeHusi Heo0X0AUMBbI OoJiee MOJIHBIE JAHHBIE IO BCEM TOBapaM JAHHOW TIPYIIIbI,
TaK)Ke MPEUCKYPaHT IIEH ¢ YKa3aHUEM YCIIOBUH MOCTaBKH. 3apocuTe O0JIee MOIHYIO
MH(}OPMAIUIO O PEKIAMUPYEMOM TOBApE.

5. CocTaBuUTh MNPOTOKOJ MPOU3BOJACTBEHHOIO COBELIAHUS PAOOTHUKOB
MJIaHOBO-9KOHOMHUYECKOTO OTJieJa 3aBojia MEANpenapaToB, Ha KOTOPOM ObLI
paccMOTpPEH BOIPOC O JOCPOUYHOM pazpaboTke TexmpoMpuumiana Ha 2015 rog.
[Tocne obcykaeHusi MPOU3BOICTBEHHOE COBEIIAHNUE MPHUHSIIO pPElIeHne pa3padoTaTh
TeXIPOM(UHIUIAH HA TP JIHS PaHbIIE YCTAaHOBJICHHOro cpoka. OcTanbHbIC JaHHBIC
YKaKUTE CAMOCTOATEIBHO.

6. CocraBpTe JIOKIaAHYIO 3alUCKY. HauvanpHuk cOOpodHOro 1exa
JOKJIa/IbIBAET HAaYaJIbHUKY 3aBojJla «BbIMIIET» O MEPEBBINOJHEHUHU IJIaHA BBITYCKa
npoaykuuu (XonoaunbHukoB Mapku «Minem») B 4 kBaprane 2018 roma nHa 15%.
[TpocuT nmoompuTh pabOTHUKOB JCHEKHOM IIpeMUeH.

7. CocraBbre IlucpMo-npurnamienue oOObEAMHEHUS «IKCIOLEHTP» C
MPEJIOKEHUEM TPUHATH Y4YaCTUE B POCCHUMCKOW BBICTABKE HA MEXIYHApOIHOMU
oOmeorpacieBoit spmapke B T. U3mupe (Typrwus). BeictaBka Oyzaer nmpoxoauts ¢ 20
HOs10ps 1o 10 nexabps 2020 r. B TekcTe Hago0 yKa3zaTh, UTO y4acTHUE B 3TOM sipMapke
MO3BOJIIET IIMPOKO MPEACTaBUTH IKCIOPTHYIO MPOAYKIMIO OPraHU3alllH, MPOJaTh

HKCIIOHATHl CO CTEHJA, M3yYUTh OCOOEHHOCTH pPBIHKA, OOMEHSTHCA C JPYTUMU
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y4aCTHHKaMU SpMapKH HayIHO-TEXHHUECKON MH(pOpMaIMeit U 3aKII0OUNTh BBITOTHBIC
CJIICIKHU.

8. CocraBpTe paokymeHT - IIITATHOE PACIIMCAHUE. B tabnuue
nepeuncanTe mraTt B kKoauuectBe 10-15 yenopek. HaumMeHoBaHWe opraHu3aiivu, po/i
NEATEIIbHOCTUA OPraHU3alMK, JOJDKHOCTH Y KOJIMYECTBO IITATHBIX €IWHUIL 110 KaXI0M

AOJDKHOCTH Ha Balll€ YCMOTPCHHC.
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IMPUJIOKEHHUE 1
OBPA3EIl OBJIOXKKH TETPAJIA KOHTPOJIbHOM PABOTHI

®E/TEPAJIBHOE ATEHTCTBO 11O PBIBOJIOBCTBY
«BJIaaMBOCTOKCKUIT MOPCKOH PbIOONPOMBINLICHHBIN KOJLIEIA»
(enepanbHOTO TOCy1apCTBEHHOTO OFOIKETHOTO 00pa30BaTEIbHOTO YUPEKICHUS
BBICIIIETO 00pa30BaHUs
«/lamTpHEBOCTOUHBIN TOCYIaPCTBEHHBIN TEXHUUECKHUIN PhIOOX03sHCTBEHHBIN
YHUBEPCUTET
(«BMPK» ®I'BOY BO «/lanbpbIOBTY3»)
3AOYHOE OBYUYEHUE
Braousocmox, yn. Kuposa, 93

KOHTPOJIbBHAS PABOTA
10 AUCIUIIIINHE JIOKYMEHTallMOHHOE 00ecreueHue YIpaBIeHus
BapUaHT

CHEUAIbHOCTH

Kypc mugp
®.1.0.
KontponbsHas paboTa mojiydeHa Ha 3a04HOM OTACICHUU « » 20 T.
Ouenka paboTbl
[IpenonaBarenn / /
JlaTa mpoBeEpKH « » 20 T.
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IMPUJIOKEHUE 2
OBPA3ILbBI JOKYMEHTOB

Oobpa3zen noxymenrta Ilucsmo

*
TOO «9PUKOH» TOO «Bapxkacy»
yiu. Ilonoras, 12, r. BnaguBocTok, 69068 HauanbHuky TOBapuiiecTsa
Ten. 26-25-56, ten/dakc 42-25-87 I'aBoze M.U.

E-mail: college@mail.ru
OKIIO 00214528, OI'PH 1075405,
MHH/ KIIIT 785541/ 25548784,

p/c 325458415478, n/ca 03060197
B Jlanpkombanke r. BoaguBocToka

I

12.10.2019 r. Ne 14

Ha Ne 25 oT 05.10.2019 r. (monawvko ona nucem-omeemos)

I'. BnaguBocTok

I

O nmocTaBke 3amyacTein

I

I

I

VBaxaembiit Muxaui iBanosuy!

[Tpocum Bac moctaBuTh AJis HAIIETO MPEANPHUATHS 3a4acTH JJIs PEMOHTA
CYyJOB
MajomepHoro ¢iota tuna PI1b —202.

Haneemcs, yto Hama npock0a OyJeT BBINOJIHEHA.

[MPUJIOXEHME: (cnucok 3amyacTeii) Ha 2 1ucTax, B 1 3K3.

I

I

Havansank TOO B.E. I'ps3HOB

Meunemxep IlepoBa Mapuna MuxaitnoBHa
8-423-245-58-68

I

B neno Ne 01
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(A8

AO JIAHM» AO «JIEVJIN»
690068, r. Bnagusoctok, yi. Kuposa, 45 ['enepanbHOMY TUPEKTOPY
ten./paxc 33- 44-55 ApTroxoBoii A.B.

OKITIO 4647744646, OI'PH 64546474747,
MHH/KIIIT 76867696869/867566
P/c 4847362543
B ['ocOauke r. Baragusoctoka

TAPAHTUHUHOE IMCbMO

01.04.2019 . Ne 14/2
r. BnaguBocTok

OO0 oruare cuera

VYBaxaemaa AutoHnHa BacuiabeBHa!

[IpocuM BbicHaTh B HAIll AIPEC KOMIUIEKTYIOIINE U3IETUs, 3aKa3aHHbIE 10
Bamewmy karasory.
Ormutaty BeICTaBIEHHOTO cueTa rapantupyem 1o 20 ampens 2019 rona.

I'enepanbubiii gupexktop AO A.B. Ilepyuienko

['n. 6yxranrep B.A. EBTy1uiesko

Cr. Menemxep Kproukos MBan [letpoBuu
8 -4232- 3233 43

B nemno Ne 01
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Oopa3zen noxkymenrta Ilperensus
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(C4
TOO «9PUKOH» Havansauky TOO «Bapkac»
yiu. Ilonoras, 12, r. BnaguBoctok, 90068 Camoittory M.1.
Ten. 24-78-54, ren/daxc 21-22-26
E-mail: college@mail.ru
OKTIO 028, OT'PH 102,

WHH/ KIIIT1 770/ 771
p/c 215455 n/cu 0154512
B JlanbkoMOanke . BmaguBocTok
I
INPETEH3USA
I
05.05.2019 . Ne 45
r. BnagusocTok
I
O HapylIeHMH KOHTPAKTHBIX 0053aTeIIbCTB
I
I

VBaxaembrit Muxaui iBanosuy!

Tekct (B coorBercTBum ¢ JloroBopoM No ... ot...mnu Cornacuo [JoroBopy Ne
...0T ... Bame npeanpusitue 10KkHO ObUIO WU BBl HE BBINOJIHUIIN JOTOBOPHOE
o0s3aTenseTBO 1. 10 1 T.11.)

IMTPNJIOKEHMUE:
1. Konust norosopa Ne 15 ot 12.09.18 Ha 5 nucrax, B 1 3k3.
2. ...
3. ..
I
I
Hauvanpauk TOO B.E. I'pssHoB

I'n. 6yxranTep I'.'. laToBa

3aB. otaenom noctaBku Kproukos MBan IleTpoBuy
8 -4232-32 33 43, e-mail: vp_926(@gmail.com

B neno Ne 01
OOpa3sen 1oKyMeHTa AKT
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! YTBEPXJIAIO
0OAO "9KOCAH" I'en. qupexkrop OAO
N.®. Jlepmauen

AKT « » 20

11.05.2019 . Ne 4
MockBa

O nepepnaue zien Oyxraiarepom
pPacUYeTHOU KOMUCCUU

OcHoBanme: npuka3 reH. qupekropa oouectsa ot 25.04.2019 r. Ne 267.

CocrasJieH komuccueii B cocrase:

Ilpeoceoamens: rnaBubii Oyxrantep oomecTBa T.C. CMupHOBa.

Ynenwvt komuccuu: 1. Byxrantep pacuernoi komuccuu A.H. JlyOununa.
2. byxranrep E.B. CumoHOBa.

B nmepuoz ¢ 01.05.2019 r. mo 10.05.2019 r. koMuccus nposena NpoBEpKy padOThHI

pPAaCUYETHOU YACTH.
[Ipu nepenave nen yCTaHOBIEHO:
Bce nena pacueTHOM 4yacTH BEJIHUCh TPABUIIBHO.
Ha momeHT npoBepku Bce pacyeThl IPOU3BE/ICHBI.
JIOKYMEHTBI 32 KOXKIbIM FOJ XPaHATCA B MaNKax.
JIOKYMEHTBI IPUHATHI TIO]T onHCh Oyxrantepom - UO.

CocraBiieH B 3 3K3eMILIApaAX:

1-#i 9K3. — B OyXTanTepuro oOIIeCcTBa,
2-#1 5K3. — B paCUeTHYIO 4acTh,

3-1i 9K3. — B geno Ne 03.

[Ipencenarens KOMUCCUH T.C. CmupHOBa

Unensl kOMUCCUA A.H. Jly6ununa
E.B. CumonoBa

B neno Ne 03
Oobpa3zen noxymenra CnpaBka
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=

3ABO/1 «<BAPAI»
yiL. Ilonoras, 12, r. BiaguBocTok, Toprossiii KOMILIEKC
690068 «JloMmoTexHUKa»
ten. 23-58-54, ten/dakc 31-65-54 KpeauTHslii otaen

E-mail: college@mail.ru
OKTIO 02842708, OI'PH
1027700380755, UHH 7708033140 KIIIT
771001001

CITPABKA

27.01.2019 . Ne 112
r. BnaguBocTok

NBAHOBA Okcana FHOpseBna ¢ 15.10.2010 roga u mo Hacrosiiiee Bpems
paboTaeT TEXHUKOM-KOHCTPYKTOPOM MPOEKTHO-KOHCTPYKTOPCKOTO OT/IeJIa 3aBO/Ia.
Oxuan — 22 600 (/IBanuarh ABE THICSYH IIECTHCOT) PyOJICH B MECHII.

HavaneHuk oTnena kajapos B.U. Jlecuna

['maBHBII Oyxrantep N.0. KopneBa
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O6pa3zen nokymeHnTa J/lokyiaaHasi 3alIHCKa

PeMOHTHO-CTPOUTEJIBLHBIN OT/AEI I'enepanbHomy nupektopy AO «/Ipyxbar
IIporacoBy A.D.

JOKJIAJHASA 3AIIMCKA

01.07.2019 r.

r. BnagusocTok

O peMoHTe KpOBJIHU

B cBs3u ¢ Tem, 4TO 3aKa3uMK HE BBIMOJHUJ YCJIOBHUS JOTOBOpa O CPOKax
OIUIaThl CTPOMMATEPUANIOB, HEOOXOJAMMBIX JJii PEMOHTAa KpOBJIH, Opuraiaa
KpPOBEJIBIIIUKOB TIepeBeicHa Ha Apyroi o0bekT 10 01. 08. 2019 .

HavanesHuk oTnena N.10. IIpanon

['enepanbHOMY TUPEKTOPY

KoHTpPO/IbHO-pPeBU3HOHHBI 0TAET oObeauHeHus «I paHuT»
NBanosy 1.1.

JAOKJIA/THASA 3AIINCKA

20 masa 2019 .

r. BnaguBocTok

O NOKyMEHTallMOHHOM
peBu3nM B Mmarazue No 2

[Ipu nposenenuu 19.05. 14 r. uHBEHTapHU3aMK TOBAapPHBIX (POH/IOB Mara3uHa
No 2 oOHapy:xkeHa HeocTaya pa3IudHbIX TOBapoB Ha cymmy 32 000 py6.

[Tpomy Bac Ha3HAYUThH JOKYMEHTAIIMOHHYIO PEBU3HIO TOBAPHBIX ONEpaIfit
marazuHa Ne 2 3a nepuoa ¢ 01.01.2019r. o 19.05.2019 r.

3aM. HayaJbHUKA OTJIENa @.}O. Bynbckuii
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Oobpa3zen nokyMenTa O0bsSICHUTEIbLHAS 3alIMCKA
I'enepanbHOMY THpPEKTOPY
Byxraarepus oObeauHeHus «I paHuT»
NBanosy 1.U.
OBbACHUTEJIBHASA 3AIINCKA

20 masz 2019 .
r. BnagusocTok

WMHBeHTapu3aius OCHOBHBIX (DOHI0B 00bETMHEHUS HE BBHIINOJHCHA B
Ha3HAYEHHBIN N0 NpHUKa3y TUPEKTOpa CPokK 10 19 Mas, Tak KaK HE BCE OTEICHUS
MOJIaJIM BEOMOCTH K YKa3aHHOM JaTe.

byxranrep M.C. CamoponoBa

Oo0pa3zen nokymeHTa 3asiBjieHUE

I'enepanbHOMY TUPEKTOPY

Byxraiarepus oObeauHeHus «I paHuT»
NBanosy 1.U.

3AABJIEHUE

20 mas 2019 .

r. BnagusocTok

[Ipomry npeaocTaBUTh MHE OUEPEIHON OIIaYMBaeMblid OTITYCK ¢ 25 mas o 30
UIOHS.

byxranrep M.C. CamoponoBa
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['enepanbHOMY TUPEKTOPY
o0benuHeHus «I paHnuT»
NBanosy 1.U.
3ASABJIEHUE

20 masz 2019 .
r. BnagusocTok

[Tpomry mpuHSITH MEHS Ha pabOTY B JODKHOCTH HHKEHEPA-TIPOTrPAMMHUCTA.

M.C. Camoponaona
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Oo0pa3zen noxymenrta Ilporokou
(IIpooonvnoe pacnonoxcenue peKeu3umoeg)

ifit

TEXHOJIOTMYECKUHN I'OCYJAPCTBEHHBI
3KOHOMHWYECKUM YHUBEPCUTET

INPOTOKOJI

11.05.2019 . No
04
BnaguBocTok

3acenanus kadeapsl punocopun

[Ipencenarens — M.U. IletpoBa
Cexperapp — M.. CamyceHko
[TpucyrcrBoBasno: 30 yenoBek (CIMCOK MpPUIAraeTcs).

IHoBecTka qHA:
O noaroroBke kK 3uMHel ceccuu. Jlokmaauuk - 3aB. kadeapoi punocodpun H.A.
KpaBueHnko.

CJYIIAJIA:
H.A. KpaB4eHKO — TEKCT JOKJIaJa MpHIaraeTcs.

BBICTYIINJIA:

H.A. UrnatbeBa - 3aunTania miaH paboThl (TUTaH MpUIaraeTcs).

JILA. MoxoBa — npe/jI0)KuIa BHECTH TOTIOJHEHUS B IJIaH pabOTHI (KpaTKas 3aluch
MpUJIaraeTcs).

IMOCTAHOBUJIA:
OnoOputh miaH paboThl MOATOTOBKH K 3UMHEHN CECCHM ¢ BHECEHUEM JIOTIOJTHEHUH.
OTBETCTBEHHBIN 3a HCTIOJHEHHUE MTOMOITHHUK 3aB. Kadenpoit ¢punocoduu I1.T. liBaHoB.

[Ipencenarens M.J. IlerpoBa
Cekpetapb
M.HA. CamyceHko
COI''TACOBAHO
JIUpeKTOp UHCTUTYTA
A. Tubpos
« » 2019 r.
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B nemno Ne 02
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(Yznoeoe pacnonorcenue pekeuzumoe)
«BJAJJMBOCTOKCKHI MOPCKOH
PBIBONTPOMBINIJIEHHBIN KOJLIE XK
®I'GOY BIO «IAJTBPBIBBTY3»

INPOTOKO.I

11.05.2019 r. Ne 4
I'. BnagusocTok

3acemanus coBeTa KoJuIeKa

[Ipeacenarens — M.M. Yynkosa
Cexperaps — M.U. Camycenko
[TpucyrcrBoBano: 30 yenoBek (CUCOK MPUIIAraeTcs).

IHoBecTka qHA:
O moaroToBke KoJuieka K Hauaimy yueOHoro roga. Jlokmamunk — 3am. HavansHuka
KoJuIeka mo yueoHnou padore H.A. JleBueHko.

CJHIYHWIAJIN:
H.A. JIeB4eHKO — TEKCT JOKJIa/1a MPHUJIAraeTcsl.

BBICTYIINJIN:

H.A. UrnateeBa - 3aunTtaia miaaH paboThI (IJIaH MPUJIaraeTcs).

JI.A. MoxoBa — NpeIoXuiia BHECTH JOMOJHEHHS B IJIaH paboThI (KpaTKas 3aIich
MIpUIIaraeTcs).

IHOCTAHOBWNJIN:

O,Z[O6pI/ITL IJ1aH pa60TLI IHOATOTOBKHU K BECCHHEH CECCHUM C BHECEHUEM JOIOJIHCHUM.

Cpoxk ucnionsaenus 1o 03.09.2019 r.

OTBeTCTBEHHBIH 3a UCTOTHEHUE 3aM. HavanbH1Ka KoJuieaka 1o o0muM BormpocaM Peikux

M.W.
[Ipencenarens M.U. Yynkosa
Cekperapp
M.U. Camycenko

COI'JIACOBAHO
Havanrank BMPK

A.N. I'psi3HoB
« » 2019 .
B nemxo Ne 02
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JKUJIAITHO-CTPOUTEJIBHBINH KOOIMEPATUB «KEJIP»

PEHIEHHUE

10.10.2019 r. Ne 10
r. BmagusocTok

Cobpanus unenoB [IpaBneHus koonepaTupa

Brinucka u3 npoTtokosnia coOpaHusi 4WieHOB IpaBieHus koomnepartusa Ne 12 ot
08.10.2019 r.

Ha ocnoBanuu Ycraa XKCK - pazgen 1. n.3. O npuHATHH MEp K 33I0JDKHUKAM
1o KBapTiuiate wieHsl [IpaBnenus

PEIINJIN:

1. IIpencenarento XKCK B.E. KoounnckoMy 00paTUThCs ¢ HCKOBBIM 3asIBICHHEM B CY]
Ha wieHoB JXCK, nMmeronux 3a/10;5KeHHOCTH 10 KBapTILIATE CBBIIIE 6 MECSIICB.

2. B.B. BaHoBO# cocTaBUTh NHChbMa-nipeaynpexaeaus ais wieHoB JXKCK, umerommx
3aJI0JKEHHOCTH 110 KBapTILIaTe MeHee 6 MECSIEB.

Cpoxk ucnonnenust 10 20.10.2019 rona.

[Ipencenarens koonepaTuBa B.E. Koounncknii
Cexkperapb I'.K. CmupHBIX
COI'VTIACOBAHO

[IpencenaTens )KUIUIHO-CTPOUTEIIBHOTO
kooneparusa «Kemap»

A.}O. Mopo3zoB

« » T.

B nemno Ne 02
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®EJJEPAJIBHOE ATEHTCTBO IO PBIFOJIOBCTBY
T'OCYJAPCTBEHHOE OBPA3OBATEJIbHOE YUPEKJIEHUE
BJIAIMBOCTOKCKHWI MOPCKOM PhIBOITPOMBIIIJIEHHBIN
KOJJIEK

ITPUKA3 mo J.c.

15.11.2019 .

Ne 1l
r. BnagusocTok

INPUKA3BIBAIO: npuHsTh HA JOJKHOCTH npenojaBareiis @uznku CeMeHOBY
Maputo KoncrantunoBHy ¢ 20 HOs0pst 2019 r. ¢ OKJIaJOM COIIACHO IITATHOMY
PaCIHCAHUIO.

OcHOBaHME: TUYHOE 3asIBJIICHUE.

HauanbHuk xosuiemka B.A. IIpuBanos

C npuka3oM 03HaKOMJICH:
M.K. CemenoBa
« » 20 r.

B nemno Ne 02
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®EJEPAJBHOE ATEHTCTBO MO PBIBOJIOBCTBY
T'OCYJAPCTBEHHOE OBPA3OBATEJIbHOE YUPEKJIEHUE
BJIAIMBOCTOKCKHWI MOPCKOM PhIBOITPOMBINIJIEHHBIN

KOJUIEK
INPUKAS3 no J.c.
15.11.2019 .
No 11
r. BnagusocTok
INPUKA3BIBAIO:

1.  VYBomuts 1. unxenepa lltyky Bmagumupa Cepreesuda ¢ 20 vHos6ps 2019 r. mo
COOCTBEHHOMY KEJIaHHUIO B CBSI3U C BHIXOJOM Ha MEHCHIO.

OcHoBaHue: TUYHOE 3asBICHUE.
Cr. TK P® Ne27. n.3.

2. Ilpunsts Ha OKHOCTH 1. uHXKeHepa MuTtsieBa [letpa CepreeBuua ¢ 20 HOSIOps
2019 r. ¢ okJ1a10M COTJIACHO IITATHOMY PaCHHCAHUIO.
OcHoBaHuE: TUYHOE 3asIBJICHUE

HauanpHuk Komiemka B.U. Inmkun

C npukazoM 03HAKOMJICHBI:

N.B. Illtyka
« » 20 r.

I1.C. MurtsieB
« » 20 T

B nemno Ne 02
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AKIHMOHEPHOE OBHIECTBO «I'PAHb»

INPUKA3

12.05.2019 Ne 12
r. BnaguBocTok

O npoBeneHun peBu3nun B Marazuae Ne 2

B nensx ynopsaoueHus OT4ETHOCTH B Marazue Ne 2, mpuHayiexxaiemMmy
aKLIMOHEPHOMY OOILECTBY, a TAKXKE C LIETbIO MPOBEACHUS JOKYMEHTAIbHON pEBU3UU
Y BBISIBJIEHUS! BAHOBHUKOB HEJOCTAYM B Mara3uHe COTJacHO JIOKJIAIHOM OT
10.05.2014 Ne 3/00 HauanbHMKa KOHTPOJILHO - peBU3HOHHOTO oT/ena [llamaera B.A.

INPUKA3BIBAIO:

1. ITpoBectu peBusnto B marazune Ne2 15.05.2019 rona.

2. Haznauvaro ct. skoHomucta AO Mnbeuna B.A. npeacenaTeneM peBU3MOHHOM
KOMUCCHH;

2. Bxomounts B komuccuro oyxrantepa AO MamontoBy O.B. u npojaBiia Mmara3zuna
Ne2 PrixoBy B.A.

KoHTpos 32 ucnojiHeHHeM TPUKa3a BO3JIOKUTh HA HAYalIbHUKA KOHTPOJIBHO —
pesusnoHHoro oraena llamaesa B.A.

I'enepanbubiii gupexktop AO A.H. Penkosn

C npuka3oM 03HAKOMJICHBI:
HadvanbHUK KOHTPOJIBHO
—PEBU3UOHHOTO OT/ENa

B.A. [Ilanaes
« » T.

Crt. sxonomuct AO
B.A. NnpunHa
« » T.

ITponasen marazuna Ne2
B.A PrikoBa
« » T.

B nemo Ne 04
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TOBAPHUIIIECTBO C
OI'PAHUYEHHOM
OTBETCTBEHHOCTHIO
«IPUKOH»

ITPUKA3

21.09.2019 . Ne 125
I'. Haxonka

O npemupoBaHuH

B cBs3u 5-1eTHEN roJ0BIIMHON TOBAPHUIIIECTBA CO JHS 00pa30BaHU

ITPUKA3BIBAIO:

1. Beimatuts BceM pabotaukam TOO npemuro B pazmepe 2000 (Byx Thicsu)

pyOIIeH.

2. Hauanbauky otaena kagpos Camopunoi B.A. moAroToBUTh CIUCKU

coTpyaHUKOB K 25.09.2019 rony.

KonTtpos 3a ucnojiHeHUEM ITPUKa3a BO3JIOKUTH Ha 1. Oyxrainrepa Eropopy

N.B.

Hauvaneauk TOO

Bu3a cornacoBaHus:

['maBHBIN OyxTanTep

N.B. Eroposa
« » 20 T

Hauaneauk OK
B.A. Camopuna
« » 20 T

B nemo Ne 03

B.E. KoounHckuit
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TOBAPHUIIIECTBO C OTPAHUYEHHOMN OTBETCTBEHHOCTBIO

24.10.2019 .

r. BnagusocTok

O npoBeJileHNH PEMOHTHBIX paboT

«CJIABIA»

INPUKA3

Nel54

B cBsA3M ¢ aBapuiiHBIM COCTOSIHUEM AJIEKTPONPOBOJKHU B ayauTopuu Ne 3

ITPUKA3BIBAIO:

1.  Onexrpuky E.A. 3annaTHHCKOMY 3aMEHUTH 3JIEKTPOIPOBOAKY B ayIUTOPUU Ne

3 10 27.10.2019 1.

2. Cr. anextpuky M.A. IlIaTOBY OCHACTUTh ayIMTOPHUIO MPOTUBOIIOKAPHON
curgaiauzanuen 10 30.10.2019 r.
KoHTpo:b 32 ucnoJIHEHHEM ITPUKA3a BO3JIOKUTH Ha IJ1. MHkeHepa B.A. JlemuHa.

Hupextop TOO

C npuka3oM 03HAaKOMJICHBI:
DIEKTpUK
E.A. 3amatuHckui

« » 20 T
CT. 3nexTpuk
M.A. lllaToB
« » 20 r.
B nemo Ne 02

B.U. KoBainb
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AKIIMOHEPHOE OBHIECTBO «9PA»

YKA3AHUME

19.10.2019 r. Ne265
r. BnaguBocTok

O npoxoxaeHuu ¢aooporpaguu

Jliist ynopsimoueHHoro mpoxoxaeHus drooporpaduu padorarkoB AO B 2019
roxy

HPEJJIAT'ARO:

l. OTtneny KagpoB NPeIOCTaBUTh CIIUCKU COTPYTHUKOB MOAPA3ACICHUN ISt
MPOXOXKAeHUs Quirooporpadum.

2. PyKkoBOIUTENSAM CTPYKTYPHBIX MOJpa3ACICHUI COCTaBUTh rpaduKu
npoxoxaeHus (Girooporpaduu CBOUX MOTYMHEHHBIX.

Cpok npenoctaBienus rpadukoB u cnuckos 23.10.2014 1.

KoHTponb 3a ucnoaHeHneM yKa3aHus BO3JIOKUTH Ha 3aM. AupekTopa B.B. Kapckoro.

Hupextop AO A.B. KoG3apb

PykoBoauTenn CTpyKTypHBIX MOPa3ICICHAN

B.A. Iletnn
« » 00

B.A. Petun
« » 00

II.A. IllaTtnu
« » 00

B.1O. Kpetos
« » 00
Haganpank OK

H.A. Kpyron
« » 00

B neno Ne 00
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TOBAPULHIECTBO C OI'PAHUYEHHON OTBETCTBEHHOCTbBIO
«IPUKOH»

PACITIOPAXKEHUE

05.12.2019 . Ne 25
BnanusocTok

O npoBe/IeHNH PEMOHTHBIX paboT

B cBs131 ¢ aBapHUiTHBIM COCTOSIHUEM KaHAIU3AMOHHOW CUCTEMBI B CAHY3J1€
BTOPOIO 3Taxa

OBA3BIBAIO:

1. IIpoBecTu peMOHTHBIE pabOTHI B CaHy3Jie BTOPOro 3Taxka. OTBETCTBEHHBIM 32
WCIOJIHEHUE Ha3HAUUTh cliecapsi-cantexHuka B.W. Jlemuna. Cpok ucnosHeHus

10.12.2019 rona.

2. KOHTpOJIL 3d UCIIOJIHCHUCM PACIIOPAKCHUA BO3JIOKUTD HA I''TABHOI'O MHKCHCPA

H.B. Ilerposa.

Havansank TOO B.E. Kpyron

Crnecapb-CaHTEXHUK
B.U. lemun
« » r.

B nemo Ne 01
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OBIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO «PUKOH»

PACITIOPAXKXEHUE

20.04.2019 . Ne 65
r. BnaguBocTok

O nmpeMupoBaHUH

B cBsi3u ¢ 50-netnum ro0uneem Oyxrantepa JI.A. PekyHoBoii

HNPEUJIAT ALO:
1. mpencenarento npodgroma B.A. [lepMUHOBOI OpraHM30BaTh YECTBOBAHKE
roouspa 23.04.2019;
2. 1. oyxrantepy I'.E. )KykoBoit opopMUTH BEIOMOCTh Ha MOJYyYCHUE TPEMUHN
JILA. Pexynogoii B pazmepe 10 000 ([lecstu Thics4) pyOIiei.
KoHTpoib 3a ucroHEeHuEM pacopsiKEHUsT BO3Jararo Ha ceosl.

HupexTop obmecTBa B.E. Kpyroi

[Ipencenarens nmpodrkoma
B.A. IlepmunoBa
« » r

B nmemo Ne 01
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TOO «9PUKOH» YTBEPXJIAIO
IITATHOE PACIIMCAHHUE [ITAT B KOJWYECTBE €JIMHHUI]
C MECSIYHBIM (POHIOM 3apabOTHOMN
10.01.19 . TJIaThI pyOnei
r. BnagusocTtoxk HMupextop TOO
M.N. Camoiinos
Ha rox « » 20 r
M.IL
Hanmenosa | Kommuecrt | JlomxHOCT Hanbasku Mecsiunbiii | [Ipume
HUE BO HBIC [IepconanbH. | mpouwne bonx yaHue
JOJDKHOCTU | IITATHBIX OKJIaJ1bl 3apaboTHOM
€JIMHUII (py0.) TLJIAThI

Havanbpauk 1 20000 10000 5000 35000
I'n. 1 15000 10000 3000 28000
Ooyxrairep
Byxranrep 3 10000 2000 500 12500
Menexep 5 10000 1500 500 11800
OxpaHHUK 3 5000 1000 200 6200
BOJMTEIIb 1 12000 1500 300 13800
Hroro 13 50000 24500 9200 0

3amectutenb aupekropa TOO

['maBHBIN OyxTanTep

B nemo Ne 00

B.E. Kapam3un

N.B. Eroposa
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3ABOA «<9PA»

HOMEHKJIATYPA JEJI

10.01.2019 .
r. BnagusocTok

« »

YTBEPXIAIO

Jupextop 3aBoja

B.E. Kpackun
2019 r.

Ha roJ

Ne nena 3aroioBokK nena (Toma) Kon-Bo | Cpok xpanenus | [Ipume
nen YaHUE

(TOMOB)

01 [Tpukassl 1 15 mer

02 [TpoTOKOJIBI 1 5 mer

03 Hcxoadime JOKYMEHTBI 1 3 roma

04 Bxopsimme 10KyMeHTbI 1 10 net

Pedepent N.O. JloktnoHoBa

3aB. apXHUBOM

B nemo Ne 00

K.H. Umenko
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* YTBEPKIAIO

TOO «9PUKOH»
Hupextop TOO
MNOJIOKEHUE N K. Urnaros
« » 20 T.

23.02.2019r. No 12
r. BnaguBoctok
O nepconane

OO01Me noJI0KEHUS

[Ipuem Ha pabGoTy

[IpaBa u 00s3aHHOCTH

PabGouee BpeMst 1 BpeMs OTbIXa

3am. [{upexropa C.A. bonpos

Havagpauk OK
A.B. Cnacrenuna
« » 20 r.

B nemo Ne 03
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TOO «9PUKOH»

JOJZKHOCTHASA HHCTPYKIUA

15.01.2019 r.
r. BnaguBocTok

Ha crapmero nnxxenepa

OO011Me NoJI0KEHUS.
[TpaBa 1 00s13aHHOCTH pabOTOIATEIIS.
[TpaBa u 00s13aHHOCTH COTPY/IHHKA.

3am. lupexropa

Hauaneauk OK

A.B. Cnacrenuna
« » 2019 .

B nemo Ne 03

«

YTBEPXIAIO

HMupexrop TOO
HN.K. UruatoB
» 20

T.

C.A. boapos
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S YTBEPXJIAIO
TOO «9PUKOH»
Hupextop TOO
IIVIAH N.K. Urnatos
« » 20 I.

25.08.2019 . Ne 24
r. BnaguBocTok

PexoncTpyknu TOproBoro 3ana

OO011Me NoJI0KEHUS.
OO0ocHOBaHHUE.
OCHOBHbBIE MEPOTIPUSATHSI.
OTBETCTBEHHEIEC.

3aB. MPOU3BOJICTBA C.A. bonpos

B nemo Ne 03
/srv/doc2pdt/var/files/upload 888e1712b95330227d749d156aec9287.docx
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* YTBEPKIAIO

TOO «9PUKOH»
Hupextop TOO
OTYET N .K. Urnatos
« » 20 T.
30.11.2019 . Ne 05
r. BnaguBocTok
OO0 ucrnonb30BaHUU MaTepUATIbHBIX CPEICTB
Texkcr....
I'nn. 6yxranrep B.A. Macnosa
B neno Ne 03
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HHPUJIOKEHHUE 3
CJIOBAPb TEPMHWHOB

ABTOOMOrpadust — 9STO  JOKYMEHT, COJIepXalluid  ONUCaHue B
XPOHOJIOTUYECKOHN TOCIEI0BATEILHOCTH OCHOBHBIX ATAIllOB KU3HU U ACATEIIHBHOCTHU
MPUHUMAEMOT0 Ha paboTy JIMIIa M COCTaBIA€MbId PAOOTHUKOM B TMPOU3BOJILHOU
dbopme, 6€3 ucrpaBICHUN U TOMapOK.

ABTOp JOKyYMeHTa - (U3MYECKOE WIA IOPUIAAYECKOE JUI0, CHeaBIIee
JOKYMEHT.

AKT — 3TO JIOKYMEHT, COCTAaBJICHHbIA HECKOJIBKUMHU JUIAaMH (KOMUCCHUEHN),
MOATBEPKIAIONTUN YCTAHOBIICHHBIE (DaKThl, COOBITHSI HJIA JCHCTBUA.

AHKeTa — DOTO OJHUH W3 OCHOBHBIX JOKYMEHTOB JIMYHOTO Jela,
MPEACTABIAIONIMN CcOOOW TEepeueHb BONPOCOB O OHOrpauyecKux JTaHHBIX
paboTHHKa, ero oOpa3oBaHMH, BBHITIOJHIEMOM paboTe C Hayaia TPYJIOBOM
NEATETbHOCTH, CEMEMHOM TIOJIOKEHUH U JIP.

- OJIaHK ¢ TIepeYHeM BOMPOCOB OO0 OCHOBHBIX OMOTrpadUYECKUX JTaHHBIX
COMCKAaTells, ero oO0pa30BaHWH, MPEABIAYIICH TPYAOBOH NEITSIHHOCTH, CEMEHHOM
MOJIOKEHHH.

ApxMB - oOpraHuzanus WIM €€  CTPYKTypHOE  TOJpa3/ieliCHUE,
OCYNIECTBIISIIOIIEE MPUEM W XPaHECHHE AapXMBHBIX JIOKYMEHTOB C IEJbIO
WCTOJIb30BAHUA.

ApXMBOXpPaHMJIMILE - CIEHUATBHO OOOPYJOBAaHHOE TIOMEIICHUE IS
XPAHEHUSI ApXUBHBIX JOKYMEHTOB.

ApXHBHOE [J1€JI0 - OTPaciib JEATEILHOCTH, OOCCIEUMBAIONIAs OpPTaHU3AIIUIO
XPaHEHUS U UCTIOJIb30BAaHUS APXUBHBIX JOKYMEHTOB.

ApXMBHBIH [JOKYMEHT - J[OKyMEHT, COXpaHSIEMBbIM WM IOJICKALINMA
COXPAHEHHIO B CWJIy €ro 3HAUYUMOCTH JIsl OOIIECTBA U PABHO MMEIOUIUN IIEHHOCTh
JUTsl COOCTBEHHUKA

ApxuBHBIH (OHJ - COBOKYIHOCTh apXHUBHBIX JOKYMEHTOB, HCTOPUUYECKUX

W/WJINA JIOTUYECKHU CBSI3aHHBIX MEXK]Ty COOOM.
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baank aoxkymeHTa — HAO0Op pPEKBU3HTOB, HUACHTU(DHUIIMPYIOMIMX aBTOPA
OoQUIMATBHOTO MMCHbMEHHOTO JIOKYMEHTA.

Bua nucbMEHHOr0 JOKYMEHTA - IPUHAUIEKHOCTh TMCBMEHHOTO JOKYMEHTA
K CUCTEME JOKYMEHTAILIMH 110 IPU3HAKaM COAEPKaHUs U LEJIEBOr0 HAa3HAYCHMUS.

Bu3za oQuuMaIbHOr0 JTOKYMEHTA - PEKBU3UT JIOKYMEHTA, BBIPAXKaIOIIHA
COTJIaCHE WJIM HECOIIACUE JOJDKHOCTHOTIO JIMLA C COAEPKAHUEM JOKYMEHTA.

Bxoasimui JOKYMEHT; MOCTYNUBIIUNA JOKYMEHT - JIOKYMEHT, MOCTYITUBIINI
B YUPEKJICHUE.

BuyTpeHHuii J0KyMeHT - O(UIIMAIBbHBIA JOKYMEHT, HE BBIXOISIIMA 3a
IIpeeIbl MOArOTOBUBIIEH €ro OpraHu3aluu.

I'pu¢d orpanuvenuss gocryma K JOKYMEHTY - DPEKBU3UT OQPUIMATBHOTO
JOKYMEHTa, CBHJCTEINLCTBYIOMUA 00 0ocoboM  xapaktepe  HWHGPOpPMAIINH,
OTPAaHUYMBAIOIINN KPYT IMTOJIb30BATENIEU JOKYMEHTA

I'pu¢ corsacoBanusi - pekBU3UT ODUIMAIBHOIO JOKYMEHTA, BBIPAKAIOIIMIMA
COTJIACHE€ YUPEKIAEHHUS WU €ro OpraHa, He SBJISIOIIETOCS aBTOPOM JOKYMEHTA, C €ro
COJIEpKaHUEM

I'pud yrBep:kaeHUusi - PEKBUZUT OQPHUIUATHHOTO JTOKYMEHTA, IPHIAIOIIHMA
HOPMATUBHBIN WM IPABOBOM XapaKTep €ro COACPKAHUI0

I'ocynapcrBennass yacte ApxuBHOro ¢onga Poccuiickoit ®enepauum —
apxuBHBIC (DOHIBI W ApPXUBHBIE JOKYMEHTBI, SBJSIONIMECS TOCYIapCTBEHHOM WU
MYHUIIUTIATBHOW COOCTBEHHOCTHIO.

Jlata opMUMATBHOTO AOKYMEHTAa - PEKBU3UT O(QUIHAIBLHOTO JIOKYMEHTa,
coJlepKallluii yKa3aHHOE Ha JIOKYMEHTE BpEeMsl €ro CO3/aHus W/WJIU TOJITUCAHUS,
YTBEPKJICHUSI, IPUHATHUS, COTTIACOBAHUS, OITYOJIMKOBAHUS

J1eJ1I0 — COBOKYIIHOCTb JOKYMEHTOB WJIM JTOKYMEHT, OTHOCAILUXCA K OJHOMY
BONPOCY WM Y4aCTKYy AESITEIbHOCTH, IOMEUIEHHBIX B OT/AEIbHYIO O0JI0XKKY.

Jeonpou3BOACTBO  —  OTpacib  JI€ATEIbHOCTH,  OOecleurBaroas

JOKYMEHTHPOBAHUE U OPTAaHU3AIMIO PAOOTHI ¢ OHUITUATHFHBIME IOKYMEHTAMHU.
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JMCUMILTHHAPHOE B3bICKAHME - 3TO 3aMEUYaHue, BHITOBOP, CTPOTHIl BHITOBOP
WM YBOJIBHEHUE, Ha3HAYa€Mble COTPYJAHUKAM OpPraHU3allMd HEMOCPEICTBEHHO 3a
OoOHapyXeHUE MPOCTYTKA.

JIoBEpEeHHOCTh - TNUCHMEHHOE YINOJIHOMOYHE, BBIIABAEMOE OJIHUM JIUIIOM
IpYyromMy JIMIy JJis TMPEACTaBUTENIbCTBA MEpea TpeTbUMHU JuiaMu. [luceMeHHOE
YIOJHOMOYME Ha COBEPIICHHE CIEIKU MPEACTABUTEIEM MOMKET OBITh MPEICTABICHO
MPEICTABIIIEMbIM HETIOCPEACTBEHHO COOTBETCTBYIOIIEMY TPETHEMY JIUILY.

JlokaaaHass 3amMcKa — OTO JOKYMEHT, aJpECOBAHHBIA BBIIIECTOSALIEMY
PYKOBOJIUTEIIIO, C U3JI0KEHNEM KOHKPETHOU MPOOJIEMbI MIM TTOCTAHOBKOM BOTIpOCa U
COJIEpIKalllMid OTBETHI U MPEIOKEHHUS.

JIoKyMeHT — 3a(DMKCUPOBAaHHAs HA MAaT€pUaIbHOM HOCHUTENIE MH(POpPMALHS, C
OTIPEICIICHHBIMUA PEKBU3UTAMU, TTO3BOJISIONUMU €€ UACHTU(DUITUPOBATH.

JIOKyMEeHTAIMOHHAsI CHCTEeMa — O3TO KOMIUIEKC B3aMMOCBSI3aHHBIX
JIOKYMEHTOB, ITPUMEHSEMBIX B MPOIIECCE BBIMOIHEHUS PA3IUYHBIX YIPaBICHYECKUX
GbyHKIUH.

JlokyMeHTHpPOBaHNEe — PETJIaMEHTHUPOBAHHBIN MpoIece 3anucu uHpopMaruu
Ha Oymare WM HHOM HOCHUTENE, 00SCIIeUnBAIOIINNA €€ FOPUINICCKYIO CHITY.

JIoOKyMeHT0000pOT — JBUKEHHE JIOKYMEHTOB B OpraHM3allid C MOMEHTa UX
CO3/IaHUS WJIH MOJTYYECHUS 0 3aBEPIUICHUS UCTIOJIHEHUS WU OTIPABKH.

JIOJZKHOCTHAS MHCTPYKUUSL — 3TO JIOKAIBHBIA OPraHU3allMOHHO-ITPABOBOM
JOKYMEHT, YCTAHABJIWBAIOUIMN Jig1 pPaOOTHHKA OpraHu3aiuu (Moapa3aeseHusl)
KOHKPETHBIE TPYJOBBIE (JIOJPKHOCTHBIE) 00SI3aHHOCTH B COOTBETCTBUU C 3aHUMAEMOM
JOJIKHOCTBIO.

JIOJZKHOCTHASET KAapTO4YKa — 3TO YUYETHBIA JIOKYMEHT JIOJDKHOCTHOTO
XapakTepa, OTHOCSAUIMUCS HE K OTACIBbHOMY JIMIy, a K OIPEICICHHON
HOMEHKJIaTYpHOU JOJKHOCTH, HA KOTOPYIO OH 3aIOJIHSIETCS.

Hoctynm k wuHpopMAanMU — TIOJIy4YEHHE CYOBEKTOM  BO3MOXXHOCTH

O3HAaKOMJICHUA C HH(I)OpMaHHefI, B TOM 4YHUCJIC IIPH ITOMOINKU TCXHUYCCKUX CPCACTB.
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JIOKYyMEHT JIMYHOT0 MPOUCXOXKAECHUSI - JOKYMEHT, CO3/IaHHBIA JIMIIOM BHE
chepbl €ro CiIyXeOHOW JIeATeTbHOCTH WJIM BBIMOJHEHUS  OOIIECTBEHHBIX
00s13aHHOCTEH.

JIOKyMeHT BPEMEHHOI0 XPAHEHHUSl - JIOKYMEHT C YCTAHOBJIEHHBIM CPOKOM
XpaHEHUs, 110 UCTEYEHUU KOTOPOTO OH MOJICKUT YHUUTOKEHUIO.

JIOKyMEeHT MOCTOSIHHOTO XPaHEHUs - JOKYMEHT, KOTOPOMY B COOTBETCTBHUU C
HOPMATUBHBIMM JIOKYMEHTAaMHU W HHBIMH TMPABOBBIMH aKTaMH YCTaHOBJIEHO
OeccpovyHOe XpaHEHHE.

Jy0JuKaT AOKYMEHTAa — TIOBTOPHBIN HSK3EMIULSIp TMOJIMHHUKA JTOKYMEHTa,
VMMEIOIINT IOPUINYECKYIO CHUILY.

3aroJi0BOK Jes1a - KpaTkoe 0003HAUYEHUE CBEJEHUN O COCTaBE U COJAEPKAHHUH
JIOKYMEHTOB B JI€JI€.

3aro10Bok 0UIHMAIBHOIO JOKYMEHTA - PEKBU3HUT JIOKYMEHTa, KpPaTKO
M3JIararolIil €ro CoIepKaHue.

3amura uHoOpMANMM — JEATEIBHOCTh IO MPEAOTBPAIICHUIO YTEUKH
3amuinaeMor  uHGOpMalUKM, HECAHKIIMOHUPOBAHHBIX M HEMpeJIHaMEPEHHBIX
BO3JICHCTBUI Ha 3aIUAIAEMYI0 HH(DOpMAITHIO.

Nupexc nena; Homep neaa - 1udpoBoe wu/wim OyKBEHHO-IIU(POBOE
0003HayYeHue Jejila B HOMEHKIIAType JI€]1 OPraHu3alui, HAHOCUMOE Ha €ro 00JI0XKKY.

NuauBuayajibHblii CPOK WMCHOJHEHHS] JOKYMEHTA - CPOK HCITOJIHCHHUS
JIOKYMEHTa, YCTAHOBJICHHBIM OPraHU3alMOHHO-PACIIOPSIUTEILHBIM JTOKYMEHTOM
OpraHu3alyy WU PE30JIIOLUEH.

Nudopmanus -

— OTO CBEJEHUS O Julax, npeamerax, ¢akTax, COOBITHUSAX, SBICHUIX H
mpolieccax, He3aBUCUMO OT (POPMBI UX MPECTABICHHUS;

— 3TO pa3zHOOOpa3HbIE CBEICHUS WM COBOKYITHOCTh CBEJICHUH, a TaKkKe 0OMEH
COOOIICHUSIMU MEXTY OOBEKTAMH.

NHcTpyKkuMst — 3TO OPraHU3allMOHHO-NIPABOBOM JTOKYMEHT JIJIUTEIBLHOIO
JEUCTBUS, OMpEACISIIONIUA coO0M HaydyHO-TEXHUYECKHE, (DUHAHCOBBIE W JIPyTHE

CTOPOHBI ACATCIBbHOCTH OPraHU3alu, CJ'IY)K6 )51 HOI[pEBI[CJ'ICHHﬁ.
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Ucxoasammii JAOKYMEHT; OTHPABJSAEMbI [JOKYMEHT - OQUIUATLHBIN
JOKYMEHT, OTIIPABIISIEMBIA U3 YUPEKICHHUS.

KoHTposib MCHOJHEHUS [JOKYMEHTOB — COBOKYIIHOCTh JIEMCTBHH,
00eCeunBaOIIMX CBOEBPEMEHHOE UCTIOTTHEHHE TOKYMEHTOB.

Konusi poxkymeHTa —  JOKYMEHT, IIOJHOCTBIO  BOCHPOM3BOISALIUN
MH(}OPMAIMIO TOJJUHHOTO IOKYMEHTA U BCE €r0 BHELIHUE MPU3HAKUA WM YacTh HX,
HE UMEIOLIUX IOPUINYECKON CUIIBIL.

JIuunas kaprouka (¢popma T-2) — 3TO yyeTHBIM JOKYMEHT, 3alIOJHICMbINA Ha
pabOTHUKOB BCEX KAaTErOpUil B OJJTHOM 3K3EMIUISIPE Ha OCHOBAHUU COOTBETCTBYIOIINX
JOKYMEHTOB, MaclopTa, BOGHHOTO OWJIeTa, TPYIOBON KHIKKH (IJIsI COBMECTHUTENCH —
KOIIMK TPYAOBOW KHHMXKKHM), JAMIUIOMA (CBUJAETEIbCTBA, YJOCTOBEpEHHUs) 00
OKOHYAHUH OOpa30BaTEIBHOTO YUPEKIACHUS W JAPYTUX TOKYMEHTOB, a TaKXKe Ha
OCHOBAaHMHM OIpPOca pabOTHHUKA.

JIuyHoe [aes10 — 3TO COBOKYNHOCTh JOKYMEHTOB II€PCOHAJIBHOIO YYeTa, B
KOTOPBIX OTPaKeHbI HAauOOJIee MOJHbIE CBEACHUS O PAOOTHUKE U €T0 JIEATETLHOCTH.

JIN4YHbIi JUCTOK MO y4YeTy KaJpoB — 3TO OCHOBA JUYHOIO Jieia pabOTHHKA,
npeJcTaBIIsitolee co00i CBOEro poja aHKETY, 3al0JIHAEMOE JIMYHO PAOOTHUKOM.

HaumeHoBaHue 10KyMeHTa - 0003HAYEHUE BUJA TUCHbMEHHOTO JOKYMEHTA.

HerocynapcrBennas yactb ApxuBHoro ¢onga Poccuiickoii ®enepauun -
ApxuBHbIe (GOHABI W apPXHBHBIE JOKYMEHTHI, SBJISIOMNAECS COOCTBEHHOCTHIO
HEroCyJapCTBEHHBIX IOPUIUYECKUX JIML, COOCTBEHHOCTBHIO (DU3MUECKUX JHI] U
BKJIIOUEHHBIE B cocTaB ApxuBHOro ¢onaa Poccuiickoit denepaiiiu Ha OCHOBaHUU
corjiaiieHus (JoroBopa) ¢ COOCTBEHHUKOM TIOCIIE DKCIIEPTU3BI UX LIEHHOCTH

HomenkiaaTypa ges — CHCTEMaTU3UPOBAHHBIN MEPEUEHb HAMMEHOBAHUN €,
3aBOJIMMBIX B OpTaHU3AIlUHU, C YKa3aHUEM CPOKOB UX XpaHEHHs, OPOPMIICHHBIA B
YCTaHOBJIEHHOM TOPSIIKE.

Hocureap AOKyMeHTHMPOBAaHHOH HH@oOpMAanMuU — MaTepUAIbHBIA OOBEKT,
WCMOJIB3YEMbBIM ISl 3aKPEIUICHUST U XPAHEHUsS Ha HEM pPEYE€BOM, 3BYKOBOM WU

M300pa3uTeNbHON HHPOPMALIMK, B TOM YKCIIE B TPEOOpPa30BaHHOM BHU/IE.
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OlecneyeHne COXPAHHOCTM JIOKYMEHTOB - oOecnedeHue (u3mko-
XUMHYECKON COXPAHHOCTU JOKYMEHTOB M X YYET.

O0bexkT 3amuTbl — UWHQOpPMALMA WIM HOCHUTEIb HWHPOPMALMH, WIH
MH(POPMAIIMOHHBIA IIPOIECC, B OTHOIICHUU KOTOPBIX HEOOXOIMMO 0OOecreurBaTh
3aIUTy B COOTBETCTBHUHM C IMOCTABJICHHOM 1I€JIbIO 3aIIUTHI MH(OPMAIUK.

O0beM T0KYyMEHT0000pOTa — 3TO KOJIMYECTBO JTOKYMEHTOB, IOCTYIIUBIINX B
OpraHM3alMI0 U CO3JaHHBIX €10 3a ONPEIEICHHbBIN TEPUO/.

OO0bsicHUTEIbHAS 3aIMCKA — TO JOKYMEHT, OOBSCHSIOUIMI BBIIIECTOSIIEMY
HEIOCPEJICTBEHHOMY  PYKOBOJWTEIIO IPUYUHBI  HEBBINOJHEHUS  KaKOIro-audo
MOPYYEHHUSI, HAPYLIEHUS TPYAOBOM WM TEXHOJIOTUUECKON AUCUUIIIIUHBI.

Opran  3ammrbel  uHpoOpMauMu  —  aIMHUHUCTPAaTUBHBIA  OpPIaH,
OCYIIECTBIISIONTUN OpraHU3aIUIO 3alTUThI HH(pOpMAIUH.

OpraHu3anMoOHHO — PACHOPSAUTENbHBIA JOKYMEHT — BHJI MHCbMEHHOIO
JOKYMEHTa, B  KOTOPOM  (PUKCHUPYIOT  pEIICHHE  aJMUHUCTPATUBHBIX U
OpraHM3alMOHHBIX BOMPOCOB, a TAKXXE BOMNPOCOB YIIPABIEHHUS, B3aUMOJECUCTBUA,
oOecrieyeHus: W PperyJMpoBaHUsl JESITEIbHOCTH OpraHOB BIJIACTH, YUYPEXKICHUM,
MPEANPUITUNA, OPTraHU3ALNM, X TOAPA3ACITCHUN U JOJKHOCTHBIX JIULL.

Opranmszanus 3amuThl HHGOPMANMU — COACP)KAHUE U MOPAJIOK JIEUCTBUI
10 00€CTEeUYeHUIO 3alUThl HH()OPMAIIUH.

Opranuzauus padoThl ¢ JOKYMEHTAMM — OpraHU3aIus JOKyMEHTO000pOTa,
XpaHEHHUsI U UCTIONb30BAHUA JOKYMEHTOB B TEKYIIEH 1€ATEIbHOCTH YUPEXKICHNUS.

OtpacieBasi cucTteMa JOKYMEHTAIlUM — 3TO COBOKYITHOCTh MH(POPMALIMOHHO
CBSI3aHHBIX (PYHKIMOHAIBHBIX CUCTEM JOKYMEHTAIIUU, COOTBETCTBYIOIIUX COCTaBYy U
OCOOEHHOCTSIM YNPaBIEHYECKUX (DYHKIMMI B ONPEJEICHHON OTPACIN SKOHOMUKU WU
COLIMATbHOM KM3HU O0ILIECTBA U OTPAKAIOLIUX €€ CIeIUPUKY.

O¢unuanbHble JOKYMEHTbl — JIOKYMEHTBI, CO3/1aBa€MbI€ IOPUINYECKUMU
WM (PU3NYECKUMHU JIMLIAMH, O(POPMIIEHHBIE U YIAOCTOBEPEHHBIE B YCTAHOBIEHHOM
IOPSAKE.

Od¢opmienne gesa — MNOATOTOBKA J€jla K XPAHEHUIO B COOTBETCTBUU C

YCTaHOBJICHHBIMU IIPAaBUJIAMM.
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OdopmiieHne JTOKYMEHTa — TIIPOCTaBIICHHE HEOOXOJMMBIX PEKBH3UTOB,
YCTaHOBJICHHBIX MPABUJIAMU JJOKYMEHTUPOBAHUS.

IlepeyeHb JOKYMEHTOB CO CPOKAMH XPaHEHUS - CHCTEMATU3UPOBAHHBIN
CIIUCOK BUJOB M KATErOPUM JOKYMEHTOB, COJIECPKAIIMN HOPMATUBHBIE YKAa3aHHS O
CPOKAaX UX XPaHCHMUSI.

IlucbMeHHbIN TOKYMEHT - TEKCTOBBIM JOKYMEHT, WH(OpMaIUs KOTOPOIo
3auKcUpOBaHa JIOOBIM TUIIOM MTUCHMA.

IMoauHHBINA TOKYMEHT - TOKYMEHT, CBEJIEHHUsS 00 aBTOpEe, BPEMEHU U MECTE
CO3/IaHUsI KOTOPOTO, COJEPIKALIMECS B CAMOM JIOKYMEHTE WM BBISBICHHBIE WHBIM
IIyTEM, IOATBEPKIAOT JOCTOBEPHOCTH €0 IMIPOUCXOKICHHUS.

HoamuHHUK (0O(PMUIHUAIBHOI0) [IOKYMEHTAa - IIEPBBIM WA €IWHUYHBIA
AK3EMIUTSIP OQUIIUATIEHOTO JOKYMEHTA.

IMoanucek - PEKBU3UT JIOKYMEHTA, MPEICTABISAIOIINN coboi
COOCTBEHHOPYUYHYIO POCIKUCH TOJITHOMOYHOTO JIOJDKHOCTHOTO JIUIIA.

IHonoxkeHne — 3TO0 OPraHN3alUOHHO-IIPABOBOM AKT, ONPEACIISIIOIINNA MOPSI0K
dbopmupoBaHusl, 3a7a4M, OOS3aHHOCTH, MpaBa, OTBETCTBEHHOCTh M OPraHU3AIUIO
paboThI OTNEIBHBIX CTPYKTYPHBIX MOJPA3ACICHUN TPEINPUITHS, KOJUIETHATBHBIX U
COBEIIATENbHBIX OPTraHOB, (PYHKIIMOHHPYIOIUIMX Ha TOCTOSHHONW OCHOBE, a TaKke
BPEMEHHBIX OPTaHOB.

IHosi0:keHne 0 mepcoHajie — 3TO JOKYMEHT, YCTaHABIWBAIOIIUN HPUHIUIIBI
TPYJAOBBIX B3aMMOOTHOIIEHUM, CIOCOOBI OpraHU3alMU TpyJa Ha MPEANPUITHH,
OCHOBHBIE TIpaBa U 00SI3aHHOCTH MPEANPUITHUS U €ro MEepCOHAIa.

IHonoxeHne 0 MOPAJIBLHOM M MATEPHAJBLHOM MOOLIPEHHMH PAOOTHHKOB —
3TO JOKYMEHT, KOTOpBIM yCTAHABIMBAET MOPSAJIOK TOOIIPEHUs IMepcoHana B
OpraHu3aIuu.

IlocTaHoBJI€eHHE — 3TO IMPABOBOM AaKT, IPUHUMAEMbIA BBICLIUMH W
HEKOTOPBIMU IEHTPAIbHBIMUA OpraHaMy KOJUIETUAILHOTO YIIPaBJICHUS (KOMUTETAMH,
KOMHCCHUSIMHM) B LEJSAX Pa3pelICHUs] BaKHBIX W MPUHLUHUMHAIBHBIX 337a4, CTOSIINX

nepea AaHHbIMU OpraHaMu.
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IlocTosiHHOE XpaHeHHe JOKYMEHTOB - OeCCpOUHOE XpaHEHHE JOKYMEHTOB B
aApXWBHOM YUPEXKICHUH, TOCYJaPCTBEHHOM MYy3ee, OUOIroTeKe.

IIpaBuiia BHYTpPEeHHero TPYIOBOI0 PacHOpPsAKA — OTO JIOKAJbHBIM
HOPMAaTUBHBIM aKT OpraHU3alliy, YCTAHABIUBAIOIINI OPSIOK pHeMa U YBOJIbHEHUS
pabOTHUKOB, OCHOBHBIE MpaBa, 0053aHHOCTU U OTBETCTBEHHOCTh CTOPOH TPYAOBOIO
JIOTOBOpA, PEKHUM padOThl, BpEeMsl OTIbIXa, NPUMEHSEMblE K paOOTHHKAM MEphI
MOOIIPEHNUS] W B3BICKAHMS, a TaKKE HMHBIE BONPOCHl TPYAOBBIX OTHOUIEHUN B
OpraHu3aluu.

IIpaBwia 1OKyMEeHTHPOBAHUA - TPeOOBAaHUS W HOPMBI, YCTaHABIMBAIOIINE
HOPSAIOK JOKYMEHTUPOBAHMSL.

Ilpuka3 — »5TO BaXHEHMIIMHW MPABOBOM PACIOPSAUTENBHBIN JTOKYMEHT,
W3/1aBAEMBbId PYKOBOJMUTENIEM OpraHU3aldyd B LEJISAX PELICHHS BO3HUKAKOUIUX B
npolecce JeATeIbHOCTH CTPATErMUeCKUX U TAKTHUECKHUX 3a/1a4.

Ilpuka3 o mnpueme Ha padoTy — 3TO paCHOPAAUTEIBHBIA JTOKYMEHT,
MPUMEHSIOIIUNACA JIJIs1 y4eTa BHOBb MIPUHSATHIX HA paOOTy COTPYIHUKOB.

IIpuka3sbl MO JUYHOMY COCTABY — O3TO OCHOBHBIE paCHOPSIUTEIbHBIC
JOKYMEHTBI, OIpENEIONINe CIIy)XeOHOE MOJIOKEHNE PpPAaOOTHUKOB M CIIy)Kalllue
OCHOBAHUE JIJIs BHECEHUSI COOTBETCTBYIOIIUX 3aMMCE B UX YUETHBIE JOKYMEHTBI.

IIpuka3bl M0 OCHOBHOH [eSITeJILHOCTH — 3TO MPHUKA3bl MO OpPraHU3ALMU
paboOThl TPYIOBOTO KOJUICKTHBA, (PMHAHCUPOBAHWIO, OTYECTHOCTH, CHAOKECHUIO H
JIPYTUM MPOU3BOJICTBEHHBIM BOIIPOCAM.

IIpoTokoJ — 3TO TOKYMEHT, B KOTOPOM (PUKCUPYIOTCSI MOCIEA0BATEIbHOCTD U
COJIepKaHHe 00CyXKIaeMbIX KOJUIETHAJIbHBIM OpraHom (coBemanuem,
KoH(epeHel, COBETOM U T. I1.) MOCTABJIEHHBIX BOIIPOCOB U MPUHSATHIX PEILICHUM.

PacnopsizkeHue — 3TO  1OpaBOBOM  aKT, M3JaBAa€MbId  €IUHOJMYHO
PYKOBOJIUTEIEM OpraHu3alyy, €ro 3aMEeCTUTEISIMU, B OTHAEIbHBIX CIIy4asx
PYKOBOJUTENSAMUA  CTPYKTYPHBIX MOAPA3ACICHUA B  LENSIX JOBEIEHUA 10
WCITOJIHUTEJIEN ONEPaTUBHBIX BOIPOCOB.

Perucrpanms — 3anuch YYETHBIX JAHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOM

dbopme, pukcupyromas Gakt ero co3gaHus, OTIPABICHUS WIH MOTYyUYCHHUS.
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PerucrpauMoHHbI HMHAEKC [JOKYMEHTAa; PEerucTPAlMOHHBI HOMep
AOKyMeHTa - 1udpoBoe WU OyKBEHHO-IIM(PpPOBOE 0003HAUEHHUE, MPUCBANBAEMOE
JIOKYMEHTY TIPU €ro perucTpanuu

Pe3lome — 310 CcxaTtas kparkas wHpopMamms O cede, COCTaBICHHas JUIHO
MPETEHIEHTOM Ha BaKaHTHOE MECTO.

Pe3osmionmst JOKyMeHTa - PEKBU3UT, COCTOALIMNA U3 HAJIUCU HA JJOKYMEHTE,
CAEIAHHOU JTOJKHOCTHBIM JIMIIOM M COJIEpKALIEH TPUHATOE UM PEILICHUE

PexBu3NT 10KyMeHTa — 00s3aTENIbHBINA 3JIEMEHT 0(DOpMIICHHS OPUIIUATBHOTO
JOKyMEHTA.

Pemienne — 5TO pacnopsOuTENbHBIA JTOKYMEHT KOJUIETUAIBHOIO OpraHa
YIPABJICHHUS.

PykonucHbIN JOKYMEHT - NMMCbMEHHBIA JOKYMEHT, NP CO3AaHUU KOTOPOIO
3HAKU TUChMa HAHOCST OT PYKH.

Cay:xkeOHble (ynpaBiieHYeCKHE) TOKYMEHTbI — O(UIMAIbHBIE JTOKYMEHTHI,
HCIIOJIb3YEMbIE B TEKYLIEH AEATEIbHOCTA OPraHU3alINH.

Cay:keOHas 3amucka — 3T0 ¢popMa BHYTPEHHEH JEIOBOM MEPENMUCKU MEXKTY
MOAPA3AEICHUSIMHI OpraHU3alluy WK JTOJKHOCTHBIMU JIMI[AMU, HE HAXOMSIIUMUCS B
MPSIMOM TOTYUHEHHH.

Cucrema JOKyMEHTAIIMH — COBOKYITHOCTh JOKYMEHTOB, B3aUMOCBSI3aHHBIX
M0 MPU3HAKAM MPOUCXOKICHUS, HA3HAYCHMS, BUIA, CHEPHI ACSITCIBHOCTH M €UHBIX
TpeOoBaHUM K 0(OPMIICHHUIO.

Cucrema 3ammuTbhl MHGOPMANUM — COBOKYNHOCTb OpPraHOB W / WIH
UCIIOJIHUTENIEH, HCMONb3yeMasi MMM TEXHUKA 3alluThl WHGOpMAIMM, a TaKKe
OOBEKTHl  3alllUThl, OPTraHW30BAHHbIE U (YHKUUOHUPYIOIIME IO MpPaBHIIaM,
YCTAHOBJIEHHBIM ~ COOTBETCTBYIOIIMMHU  IPABOBBIMH, OpraHU3alMOHHO  —
pacnopsaaIuTEILHBIMA U HOPMATUBHBIMH JIOKYMEHTAMH T10 3alUTe NHHOPMAIIIH.

Cpok wucCHoOJIHeHMsI JAOKYMEHTa - CpOK, YCTaHOBJICHHBbIH HOPMaTHUBHO-
MPaBOBbIM  aKTOM, OPraHU3AlMOHHO-PACHOPAIUTEIbHBIM  JOKYMEHTOM  WIH

PE30IOLUEH.
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Ta6enbp ynuuuupoBanHbix GopM TOKYMEHTOB — 3TO KilacCU(pUKAIIMOHHAS
CXeMa Ppa3pelIeHHbIX K TMPUMEHEHHIO (OpPM JOKYMEHTOB, HEOOXOIUMBIX U
JOCTATOUHBIX JIJIS peaau3aiuu 3a1ad, u GyHKIUH, CTOSIINX Mepe]l OpraHu3alusIMu-
pa3paboTUNKaAMHU.

Teserpamma — 53TO JOKYMEHT, OTJIMYAIOIIMKACA OT JAPYrHMX CHOCOOOM
nepeadyu — 1o teaerpady.

TexkeT opunuaabLHOrO J0KyMeHTa - nHGopMalus, 3aGUKCUupOBaHHAS JTFOOBIM
TUIIOM NTUChMa WJIM JIFOOOM CHUCTEMOI 3BYKO3amlKCH, 3aKiioyaroiias B ce0e BCIO WU
OCHOBHYIO YacCTh PeueBOi MH(OpMAIUU JOKYMEHTA

TexcTOBBIH HOKYMEHT - JOKYMEHT, COACpKalIUil peueByr0 HHQPOpPMAIIUIO,
3a()MKCUPOBAHHYIO JIFOOBIM TUIIOM MUChMA WX 000N CUCTEMOM 3BYKO3aIUCH.

TunoBoi CPOK HMCIOJHEHUS JOKYMEHTA - CPOK MCIIOJHCHUS JIOKYMEHTA,
YCTAHOBJIEHHBI HOPMATHUBHO-ITPABOBBIM aKTOM.

TpynoBoii 10roBop — 3TO CorjanieHUe MeXay pabOTHUKOM U paboToAaTeNeM,
M0 KOTOPOMY paOOTHUK OO0s3yeTcs BBINONHATH padOTy IO ONPEeTICHHOU
CIEIUAIBHOCTH, KBAIM(PUKAIMU WA JIOJDKHOCTH C TOJYMHEHUEM BHYTPEHHEMY
TPYJIOBOMY pacmlopsiaky, a paboTomarens o00s3yeTcs BBIIUIAYUBATH PAOOTHUKY
3apaboOTHYI0 IUIaTy B TIOJHOM o0ObeMe U o0ecrneuynBaTh YCIOBUS TPY.Ha,
MPEyCMOTPEHHBIE 3aKOHOATEIHCTBOM P®, KOJUIEKTUBHBIM TPYJAOBBIM JIOTOBOPOM
WJIA COTJIAIEHUEM CTOPOH.

YHupuuupoBaHHasi CHUCTeMa JOKYMEHTAUMH — CUCTeMa JOKYMEHTAlWH,
CO3/IJaHHAsl 10 E€IWHBIM TMpaBWIaM U TPeOOBaHUSM, cojepxkalias HHPOPMAIUIO,
HEO0OXOAUMYIO JIJIsl yIIPaBIIEHUS B ONIPEACIICHHOMN cdepe NesITeTbHOCTH.

YuupuuupoBanuasa ¢opMa JOKYMEHTAa — COBOKYIHOCTb PEKBU3UTOB,
YCTAaHOBJICHHBIX B COOTBETCTBHH C pEIIa€MBIMH B JaHHOU cdepe NesTeNbHOCTU
3aJlayaMu U PACTIOJIOKEHHBIX B OMPEICIEHHOM MOPSAJIKE Ha HOCUTENE MH(POPMAIIUU.

Yera - 210 OpPraHu3alMOHHBIA  YYPEAUTEIbHBIM  JIOKYMEHT,
YCTAHABIUBAIOIIMKA TPABOBOM CTaTyC KOPUAMYECKOTO JIAIA, NPEAMET €ro

ACATCIBbHOCTH, IIpaBda, BO3MOXKHOCTH, O6H38.HHOCTI/I, HAaMMCHOBAHHEC, TIOPAIO0K
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pacnpeneneHuss TpuObUIM U JIPYToe, a TaKKe HEOOXOAUMBINA ISl TOCYAapCTBEHHOU
pErucTpanuuu NpearnpusThsl.

DYyHKIHUOHAJbHbIE CUCTEMbI JOKYMEHTAIUU — 3TO CUCTEMbI IOKYMEHTAIWH,
BBIJICIICHHBIE B COOTBETCTBHH C KOHKPETHOW (DYHKIMEH YyIIpaBICHUS U SIBISIONIUAECS
MEXAHU3MOM €€ pEeATU3ALUU.

donmoo0pazoBaTesib - IOPUINYECKOE WIH (PU3UYECKOE JIUIIO, B ACATEILHOCTH
KOTOPOro 00pasyercs TOKyMEHTaIbHBINA (HOH/I.

dopMUpOBaHHUE J€JI1a — TPYNIUPOBAHUE UCIIOJTHEHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUM C HOMEHKJIATYPOM J€J1 U CUCTEMATU3ALUSA IOKYMEHTOB BHYTPH JIEJIA.

®opmyasip T0OKyMeHTa — HaOOp PEKBU3UTOB O(PHUIIMAIBHOTO MHUCHMEHHOTO
NOKYMEHTA, PACIOJIOKECHHBIX B ONPEAEIEHHON MOCIEA0BATEIBHOCTH.

XapakTepucTHKa — D3TO JOKYMEHT, KOTOPBIM COCTABJISACTCS ISl OLICHKH
JUYHOCTH pabOTHUKA MO KayecTBaM, KOTOpPHIE OH MPOSBHI, HaXOSICh Ha padouem
MECTE.

LleHHOCT, ApPXHBHOIO /JAOKYMEHTA - CBOICTBA apXWBHOTO JIOKYMEHTAa,
oOycnaBiIMBalOIIUe €ro KyJIbTypHOE, Hay4dyHOE, JKOHOMHUYECKOE, IOJIUTHYECKOE
3HAYECHHUE.

YepHOBOM [JOKYMEHT - pPYKOINMCHBIM WA MAIIUHOIIKUCHBIA JOKYMEHT,
OoTpakarouui paboTy aBTOpa WU PEAAKTOPa HaJ €r0 TEKCTOM.

HITtaTHoe pacmucaHue — 3TO OPraHU3ALMOHHBIM JIOKYMEHT MPEANPUSITHUS,
YCTAHABIIUBAIOIIUNA €ro CTPYKTYpPY, LITATHBI COCTAB U IITATHYK YHUCICHHOCTH B
cootBeTcTBUM ¢ YcTaBoM ([lonoxenuem).

JKCHepTH3a [EHHOCTH [OKYMEHTOB — OTOOp  JIOKYMEHTOB  Ha
rOCYy/IapCTBEHHOE XPAaHEHUE WIIM YCTAHOBJICHUE CPOKOB MX XPAHEHHUSI HAa OCHOBE
MPUHATHIX KPUTEPHUEB.

IOpuauyeckasi cmjia JOKYMeHTA — CBOWMCTBO O(HUIIMAIBHOTO JOKYMEHTA,
coo0liaeMoe emMy JEHCTBYIOIIMM 3aKOHOJATEIbCTBOM, KOMIIETEHIIMEH W3/1aBa€MOI0

oprasa.
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