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MNOACHUTEJBHASA 3AIINCKA
Metoauueckoe nocodue NpeaHa3HAYeHO JUIsl CTYAEHTOB 3a0YHOW (OpMbI

oOy4YeHHs BCEX CTENHAIBHOCTEH Kosuteaxka (0a30BOro ypoBHsI).

CamocrosiTennbHble pabOThl MPOBOASTCS IS MPUOOPETEHUS] MPAKTUYECKUX
HABBIKOB, MOBBIIICHUS W WCIIOJIH30BAHUS TMOTYYEHHBIX 3HAHUN, YTOOBI CTYJEHT MOT
COCTaBJISITh U OPOPMIISITE TOKYMEHTHI yIpaBlIeHUYeCcKoro xapaktepa corigacHo ['OCT
P 7.0.97-2016 r. Mor nOpuMeEHSTh NPAKTUUECKHWE HABBIKM IIPU HCIOJb30BAHUU
MEPCOHAIBHBIX KOMITBIOTEPOB. YMETh, MPUMEHSS OQPHUIINATHLHO-ICIOBON CTHIIb,
IrPaMOTHO COCTaBJIATh TEKCThl YIPABICHUECKUX JIOKyMEHTOB. B  mporiecce
BBITIOJIHEHUS CaMOCTOATENBbHBIX Ppa0OT CTYJIEHTHl CaMOCTOSITENIBHO —IOJIY4aroT
TEOPETHUYECKHE 3HaHWs, [0 TMPeAMETy JOKyMEHTAIlMOHHOe o0ecredyeHue
yIpaBJICHUS, Y4aTCsl IPOBOJAUTH CAaMOAHAIIU3 U3yYeHHOU HH(OpMAIUH.

[lpuctynas K HW3y4eHHMIO TpeaMeTa, CTYASHT JODKeH Noao0paTth peKo-
MEHJIyeMYIO JUTEpaTypy, IMPOYUTaTh COJEpKaHHE MporpamMmbl U MeTonuyeckue
pEKOMEHIAIuM, KOTOphbIe JaHbl B HacrosieMm nocooun. [IpopabaTsiBas mMarepuant
KQKI0W TEeMBI TT0 YICOHUKY, HEOOXO0IUMO KOHCTIEKTUPOBATH OCHOBHBIC ITOHSATHS, TIPH
HE0OXOAMMOCTH COTIPOBOXKAasi OJJTaHKaMH U 00pa3IiaMu JOKYMEHTOB.

[Tonesno, kpoMe yueOHUKA, 3HAKOMUTBCS C JOTOJHUTEIIBHOM U HOPMATUBHOMN
JUTEPATYpPOH,  TEPUOIWYSCKUMH  HM3JAHUSAMHU,  OCBEIIAOIIMMH  HOBEHIIHE
JOCTIDKEHUSI B 00JIaCTH JIEIONpPOU3BOACTBA. J[Jisl 3aKkperyieHus: TeMbl HEOO0XO0IUMO
OTBETUTh Ha BOIPOCHI A camompoBepku. Ecimm B mpoliecce M3ydeHHs CTYACHTY
OyIyT HETIOHATHBI OT/IETBHBIE BOMPOCHI, CIEAYET 00paTUTHCA B YU4eOHOE 3aBElICHUE
34 MMCbMEHHOW WJIM YCTHOM KOHCYJIbTALIMEN.

K BBIMOTHEHUIO KOHTPOJBHOW pPadOTHI CTYICHT MPUCTYNACT JIMIND IOCTE
W3Y4YEeHUS BCETO Y4eOHOT0 MaTepuaa 1mo mpeaMery.

Brinmonnenne paboT gaeTcs Mo OMpeAcieHHOM cxeme: Tema, Iejib paldoThl,
3amanue. KoHTponbHBIE pabOTHl CTyJAEHTAaMU 3a049HOM  (OpMBI  O0y4YeHUS
oQOpPMIISIIOTCSI TTMCBMEHHO COTJIaCHO YKa3aHHOMY 3aJaHUI0 B BHUJEC KOHCIICKTA,
nokiana win pedepara. PacneuatsiBarorcs Ha dopmate A4, mpudrtom Times New

Roman, 14 nT, noixyTOpHBIM HHTEPBATIOM, O(OPMIISIFOTCS] TUTYJIBHBIM JINCTOM.



KontponbHas paborta BeiOMpaercs 1o mociennei nudpe mmdpa B 3a4€THOM
KHIKKE cTynaeHTa. CTyneHTt, y KoToporo nocieass nudpa B mmdpe 0, BHITOTHSICT
KOHTpOJIbHYI0 padoty Nel(.

OTBeThl Ha BOMPOCHI 3aJaHUsl JTOJDKHBI MOKa3aTh YMEHHE CTyJACHTa aHa-
JU3UPOBATh U 00001IaTh U3yyaemblii Matepuai. OTBET MOJKEH ObITh KOHKPETHBIM,
CKaTbIM, a HU3JI0O)KEHUE ero YETKUM M SCHBIM 0O€3 TMepenuchbiBaHUs TEKCTa U3
yaeOHUKOB. OTBETHI CIEAYET WLTIOCTPUPOBATH OJIaHKaMu, 00pa3iaMu JOKYMEHTOB.

B pesynbTaTe ocBoeHMs Yy4eOHOM TUCHUILTUHBI O0YYAIOIINICS B COOTBETCTBUU
C KBaTU(UKAIIMOHHBIMU TPEOOBAHUSIMU JOJIKEH

Hmems npedcmasnenue:

o 0 3aKOHOMEPHOCTSX (PYHKIIMOHUPOBAHUS PHIHOYHBIX MEXaHU3MOB Ha

MHKPO B MAaKpOYPOBHSIX U METOJIaX TOCYJAPCTBEHHOT'O PETYIUPOBAHUS SKOHOMUKH;

. O XapaKTEPHBIX YEPTAX COBPEMEHHOTO MEHEI)KMEHTA,;
ymemy:.
o oQOpPMIISITH JOKYMEHTBI OpraHU3aIMOHHO-PACTIOPSAUTEIbHBIE,

MH(OPMAIMOHHO-CITPABOYHbIE, JOKYMEHTBI OTPACIIH;

o COCTAaBJISITh, PEAAKTUPOBATH U (POPMATUPOBATH TEKCT JOKYMEHTA,

o OCYIIECTBIIATH pabOTy IO 3aBEICHUIO JIeTT, X (POPMUPOBAHUIO U
XPaHECHHUIO;

o BBITIOJTHSATH JII00YI0 padoTy, KaCaroIyroCs IeTONPOU3BOJICTBA U

JAOKYMCHTAIIMOHHOTI'O oOecrneyeHus YHPABJIICHUS,

° rcnonbs3oBath [IK qy1s aBTOMaTH3auy 1€100POU3BOJICTBA;

3HAMBb:

° OCHOBBI JJOKYMEHTAIIHOHHOTO 00ECTICUCHUS YIIPABICHHUS;

° IIEJIN 1 331491 JJOKyMEHTAITMOHHOTO 00SCTICYCHUS YIIPABIICHUS;

° TEPMUHOJIOTHIO B 00JIACTH JOKYMEHTAIIMOHHOTO 00€CTICUeHUS
yIIpaBJICHUS;

° MOHSTHE TOKYMEHTA, KOPPECTIOHJACHIIMHU U JEIONPOU3BOICTBO;

° KJIaCCU(DMKAITMIO W BUIBI JOKYMEHTOB YIIPABICHUYECKOU IEATETLHOCTH,



o BU/IbI OTPACJIEBBIX TOKYMEHTOB;
o oO0II1e MpaBuiia COCTaBIEHUS U 0(OPMIICHHS TOKYyMEHTOB;
o NOPSIOK 3all0JHEHUSI OCHOBHBIX PEKBU3UTOB OPraHU3aMOHHO-

PaCIoOpAOAUTCIIbHBIX U I/IHQ)OpMaHI/IOHHO-CHpaBO‘IHBIX JOKYMCHTOB;,

. HOPSIOK PErMCTPAIIMU, XPAHEHHS U TTOUCKA JOKYMEHTOB H JICIT;
o IIPaBHJIa COCTABJICHHS HOMEHKJIATYPHI JCIT;
o o0coOeHHOCTH 0(hOPMIICHHS OPTaHU3AIMOHHO-PACTIOPSIUTEIBHBIX U

I/IH(I)OpMaHHOHHO-CHpaBO‘IHBIX AOKYMCHTOB;,

o penakropsl Microsoft Office Word; Microsoft Office Excdl;

° 0COOEHHOCTH O(DUITMATBLHO-/IEIOBOTO CTHIIS;

° OCOOCHHOCTH CTaHAAPTU3ALUK O(PUITUATEHO-EI0BOTO CTUIIS;

° SI3BIK ¥ CTUJIb OPTaHU3AIIMOHHO-PACIIOPSAIUTEIbHBIX JOKYMEHTOB;

° SI3BIK ¥ CTUJIb UH(OPMAITMOHHO-CITPABOYHBIX TOKYMEHTOB;

° peueBOl ATUKET JOKYMEHTAa, 3JIEMEHThI aJIMUHUCTPATHBHOTO PEUYCBOTO
JTHKETA.

INPOI'PAMMA KYPCA JOKYMEHTAIIMOHHOE OBECIIEYEHHUE
YIIPABJIEHUA

Paznen 1 JlokyMeHTHpOBaHUE YIIPABICHUYECKON IEATEIHHOCTH.

Tema 1.1 OcHOBBI JOKYMEHTAIIMOHHOTO oOecnieueHus ynpasienus. Tema 1.2. TpeboBanus k
nokymeHTam. Tema 1.3 Knaccudukarus 1o0KkyMeHTOB. Buabsl TOKyMeHTOB.

Paznen 2 Opranuzarust pabOThI ¢ JOKyMEHTaMHU.

Tema 2.1 Hcnonp3oBanue 1K B moxkymeHTanmmoHHOM obOecmnedueHuM ympaiieHus. Co3nanue
JOKYMEHTOB Ha oOcCHOBe mmabmona Onanka. Tema 2.2 Odopmiuenue uHPOPMAIMOHHO-
cpaBouHbIX JokyMeHTOB (MCJI). Tema 2.3 Odopmienne opranu3aiinoHHO-PaCTIOPSIUTEIbHBIX
nokymenToB (OPJ]). Tema 2.4 ABTroMaTH3MPOBAaHHAS CUCTEMA JOKYMEHTOO0O0POTA.




JIMTEPATYPA

OcHoOBHa4:

1.

I'oCT P 7.097 - 2016 - Cucrema craHmapToB 1o HUHGOpPMAIIHH,
OMOIMOTEYHOMY M M3JaTeNIbCKOMY Jeny. Jlenonpon3BoacTBO U ApXUBHOE

ACHIO. TCpMI/IHBI H OIIPpCACIICHU .

®denepanbHblil KOHCTUTYIHOHHBIN 3akoH OT 25 nekadbps 2000 r. N 2-OK3

«O T'ocynapctBenHoM repoe Poccuiickoit denepanumy.

I'OCT P 51141-98. [lemonpou3BOACTBO M apXHWBHOE Ie10. TepMUHBI U

OTIpeIeIICHUSI.
I'OCT 2.105-95. ECK/I. O6mue TpeboBaHus K TEKCTOBBIM JOKYMEHTaM.
I'OCT 7.9-95 (CUBU). Pedepat u annotanus. OOiiue TpeboBaHMUS.

I'OCT UCO 8601-2001 (CUBU ). IlpencraBnenue aat u BpemeHu. Oo1ue

TpeOOBaHUS.

A.B. TIlmenko JlokymeHTallMOHHOE oOOecrieueHne ympaBieHus M:

Axanemus, 2022.

JlonoaHUTENbHAS:

8.

Meroandueckne yKa3aHWUS TI0 TPOBEACHHIO TPAKTHYECKUX padboT TIo0
yaeOnoi aucrummHe  OINI.06  JoxymeHTammoHHOE oOecredeHue

ynpasnenusi, 2022 r.

Mertoanyeckue peKOMEHAAIIMN 110 BBITTOJTHEHUIO CAMOCTOSATEIILHOM PabOThI
obyuaromuxcst mo ydeOHou mucuumuiuae OIIL.06 JlokymeHTanmoHHOE

obecrnieuenue ynpasnenus, 2022 r.

10. ®onx omeHOYHBIX cpenctB 1o yueObHo gucuumumae  OIN1L.06

JlokymeHTarmonHoe obecreuenue ymnpasienus, 2022 1.
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COJIEP)KAHUE METOJUYECKHNX PEKOMEHJIAIIAIA

Camocmoamenwvnan pavoma Nel

Ilonamue o oenonpouszeoocmee.
Hopmamueno-memoouueckasn oaza 0eionpou3eoocmaa.
JIOKyMeHmonomok u 0OKymMeHmooo00pom opeanu3ayuu.

Jlemonpou3BOACTBO (JIOKYMCHTAIIMOHHOE ~ OOCCIICUECHUE  YIPaBJICHHS) —
oTpacib  JIEATENIbHOCTH, KOTOpas oOecnedyuBaeT co3JaHue  OQUIIMAIbHBIX
JIOKYMEHTOB M OpraHu3aIuio paboThl C HUMHU.

B Poccuiickoit ®enepanuyu  1aHHasg JACATEIBHOCTh PErJIaMEHTHPOBAHA
['OCTom P 7.0.97 - 2016 - Cuctema ctaniapToB no nHpopmaiuu, OuOINOTEHHOMY U
u3aaTesibckoMy Aeny. JlenonpousBoACTBO W ApXuUBHOE J€710. TepMUHBI H
ONpEICIICHHUS.

OO6mue TpeOoBaHUs K JOKYMEHTHPOBAHUIO YIPABIECHYECKON JEATEIBHOCTU U
opraHuzanuu padboTsl ¢ mokymeHTamu B Poccun ycranosiens 'OCT P 7.0.97-2016.

Memoouueckue PeKomeHoayuu: N3zyuurte OCHOBHBIE TIOHATHS
nenonpous3BoAcTBa. Kakue TepMHHBI TNPUMEHSIOTCS B JICJIONPOU3BOJICTRE.
[To3HAaKOMBTECH C HOPMATUBHO-METOIUYECKUMU MAaTEpHAIAMH.

B pe3ynbraTte n3yueHus TEMbl CTYJEHT JOJKEH 3HATh:

- IOHSITUE JCJIONPOU3BOICTBA;

- IOPSAJIOK CO3/IaHUS U JBUKECHHS JOKYMEHTOB B OpraHU3aluu;

- MIOHSITUS TIOTOKA BHYTPEHHEH IOKYMEHTAIUH;

- OCHOBHOM TIOPSAOK PETUCTPALMA BXOHALIEHM JOKYMEHTAMU U €€
odopMIICHHE;

- MpaBuJia MOJITOTOBKH JIOKYMEHTOB Ha COTJIACOBAHUE U TIOIMHKCH;

- 00paboTKa JOKYMEHTOB, MOJICKAITUX K OTIIPABKeE.

HopmatuBHas nutepaTypa B MHTEPHET UCTOYHUKAX:

I'oCT P 7.0.97-2016 - Cucrema craHgapToB 10 HH(pOpMaIuu,
OMOJIMOTEUHOMY U U3JATENIbCKOMY Jeny. Jlenonpous3BoACTBO U APXHBHOE JIETIO.

TepMuHbI U onpesieIeHUs!.



®denepalibHbII KOHCTUTYLIMOHHBIN 3aKOH OT 25 nexabps 2000 r. N 2-OK3 "O
['ocynapctBernroM repbe Poccutickoit @eaepanmm”

I'OCT P 51141-98. [enonpou3BOACTBO W apxXuBHOE J1eno. TepMuHbl U

OIPEEIICHHUS .
Bonpocsl 1J11 CaMOKOHTPOJIA:
1.  Yro Takoe JOKYMEHTONOTOK?
2. Yo ABnseTCS OCHOBOM HOPMATUBHO-METOIMYECKON 0a3bl
JIeJIONPOU3BOICTBA?
3.  Buasl mOTOKOB JOKYMEHTOB U UX ONPEIEICHUsS?
4. Yem xapakTepusyercst COIEpKaHUE TOKYMEHTOIIOTOKA?
5. OT 4ero 3aBUCHT HaIIPaBJIEHUE JOKYMEHTOIIOTOKA?

Camocmoamenvnasa paboma Ne2
Oougue nHopmut u npasuna ogpopmaenus mekcma ooxkymenma. Ilonamue o
00KymeHme.

I[Ipu  odopmieHun  IOKYMEHTOB  cieayeT wu30erarb  ynoTpeOJIeHHs
COKpAIIICHHBIX CJIOB, HAaWMCHOBAaHMS YIOMHHACMBIX OPTraHOB, YUYPSKICHHA U
OpraHu3aluii TMPUBOASTCS B TOJHOM COOTBETCTBUM C UX O(HUIIMAIBHBIM
HAMMEHOBaHUEM. B MpUIOKEHUAX K yKazaMm, paclopsHKEeHUSIM U TOCTaHOBJICHUSIM
[IpaBuTenbCTBA BCE COKpAIICHHWS CJIOB W HAUMEHOBAHWUW JOJDKHBI  OBITh
OOIIETTPUHSATHIMH.

[Ipn HEOOXOIMMOCTH MHOTOKPATHOTO YITOTPEOJCHUS HAaWMEHOBAHHUS OpraHa,
€ro TOJIpa3eICHUs, YIPEIKICHUS, OPTaHU3aAIllMd B PaMKax OJHOTO JOKYMEHTa TpH
MEePBOM yIOMHHAHUM TIPUBOJMTCS €ro TMOJHOE, a B CKOOKax COKpaIeHHOE
HAaUMEHOBAHUE, HAMPUMEDP: KOMUmMem no GONPOCAM 3aNUCU AKMO8 2PANCOAHCKO20
cocmosnus Openbypeckoti oonacmu (Oanee — komumem no eonpocam 341°C).

B odummanbHBIX ~ JOKyMEHTaX  HE  JOMyCKaeTcss  ymoTpeOieHue

cokparteHus « P@y Bmecto cioB «Poccutickas edepayusiy.


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

Memoouueckue pekomendayuu: B nporecce U3ydeHHUs] TAHHOTO MaTepralia
Bbl JIOJDKHBI OOpaTWUTh BHUMAHHE Ha CTUJIUCTUKY OQOPMIICHUS TEKCTOB
opUIMaNTbHBIX TOKYMEHTOB. YeTKO 3HaTh OCOOEHHOCTHU

B pe3ynbTaTe n3ydeHHs TEMbI CTYIEHT JOJDKEH 3HATh:

- HanucaHue OyKBEHHBIX ab0OpeBHaTyp;

- HAIIMCAHUE YMCIIOBBIX 3HAYECHUI BEITUYMH;

- o(hopMIIEHHE CHOCOK, O(popMIICHHE TPUMEUAHUI;

- 0COOCHHOCTHU HAITMCAHUs JaT U YHCET;

- HallMCAaHHE OT/AEJIbHBIX HANMEHOBAHMI, CJIOB U CIIOBOCOYETAHHMA.

HopmatuBHas nutepaTypa B MHTEPHET UCTOYHUKAX:

I'OCT HUCO 8601-2001 (CHUBU[). IIpencranenue nat u BpemeHu. OOmue
TpeOOBaHMS.

Bonpocsl AJ11 CAMOKOHTPOJISL:

B yem ocoOeHHOCTH 0OpMIIEHHSI TEKCTA JOKYMEHTA?
Kakoil ctunu npuMeHstoT 1151 opOopMIIeHUS TEKCTa JOKYMEHTOB?
Haiite onpenenenue: Yro takoe Jlara?

[ToHsiTHE €NMHULIBI BPEMEHU?

o & WD

Urto Ttakoe I'puropranckuii KaneHaapb?

Camocmoamenvnasn paboma Ne3

Odopmnenue pexeusumos. Buowvt 0ookymenmoe. Pekeuzumul, ux

npumeHneHnue, Hasnauenue u ucnoanenue ¢ coomeemcmeuu ¢ 'OCTom.
PekBU3UT JOKyMeHTa PekBU3UT JOKyMeHTa — OOS3aTelIbHBIA 3JIEMEHT
opopminenuss  opunmanbHOoro  jgokymMeHta. (CocTaB  pPEKBU3HUTOB, KOTOPBIC
UCIIOJIb3YIOTCS npu MOJITOTOBKE u oopmieHnun OpraHu3alHOHHO-
pacnopsiauTeNbHbIX J0KyMeHTOB, onpeaenserca 'OCTom P 7.0.97 - 2016 - Cuctema
CTaHAApTOB 10 HHpOpMaNMU, OUOIUOTEUHOMY ©  HM3AATCICKOMY  JICIy.
HenonpousBoAacTBo U ApxuBHOe naeno. Tepmunbl U omnpeaeneHus. Kpome storo

nanabii [OCT ycranaBnuBaeT TpeboBaHus K 0(OPMIICHHIO PEKBU3UTOB, 3aKPEILISIET
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CXeMbl WX PAaCHOJIO)KCHHS W  BBIJCISIET PEKBU3UTHI, KOTOPBIC JOJKHBI
MCIIOJIb30BATHCS IPU U3TOTOBJICHUH OJIAHKOB JOKYMEHTOB.

Memoouueckue pexomenoayuu’ VI3yuenue 310l TeMbl OCHOBBIBACTCS HA 3HA-
HUHM TIOHATHUA JOKYMEHTa, COCTaBa PEKBU3UTOB. CTyJeHTaM HEOOXOIMMO H3YYHTb
COCTaB PEKBU3UTOB, UX O(POpPMIICHHUE.

B pe3ysnbTaTe u3ydeHus TeMbl CTYICHT JOJKEH 3HATh!

- COCTaB OCHOBHBIX PEKBU3UTOB B OPTraHU3AIMOHHBIX JOKYMEHTaX;

- MpaBUJIa HAITUCAHUSI PEKBU3UTOB B OPraHU3AIMOHHBIX JOKYMEHTAX;

- KJTacCU(UKALINIO OPTaHU3AIMOHHBIX TJOKYMEHTOB;

- PeKBHU3UTHl OPTraHU3ALMOHHBIX JOKYMEHTOB, YCTAaHABIMBAIOIINE HX
IOPUIMYECKYIO CHITY.

HopMmartuBHas nmurepatrypa B UHTEPHET UCTOYHUKAX:

I'OCT P 7.0.97 - 2016 - Cuctema ctaHapToB 1o uHMOpMaIuu,
OUOIMOTEYHOMY U U3JATENbCKOMY Jiey. Jlenonpou3BoAcTBO 1 APXUBHOE JEIIO.
TepMUHBI 1 ONIpEIECIICHUS.

Bonpocsl AJ11 CAMOKOHTPOJISI:

1. [lepeuncnure Ha3BaHUS PEKBU3UTOB?

2. [Tepeuncnure oco6eHHOCTH 0(HOPMIIEHUS] PEKBU3UTOB B IOKYMEHTAX.

3. [IpuBenuTe npuMepsl OPraHU3alMOHHBIX JTOKYMEHTOB.

4. Bxomgut 1M B COCTaB OPraHU3AllMOHHBIX JOKYMEHTOB PEKBU3HUT
«Anpecar»?

5. Ubs moanmuch CTaBUTCS HA OPraHU3AI[MOHHBIX TOKYMEHTaX?

6. [lepeuncnure o0s3aTeNbHbIC PEKBU3UTHI OpraHM3alMOHHBIX
JIOKYMEHTOB.

Camocmoamenvnasn paboma No4
Texcmosotit peoaxkmop MSWord. Ezo ocnosnbie onyuu. Paboma c
mabauyamu.
VYmpaBiaeHUeCKHE JOKYMEHTBI CO3MAIOTCS TMPH HCIOIH30BAHUU TEKCTOBOTO

penaktopa Microsoft Office Word. [Ins npaBriIbHOTO M I'paMOTHOI'O HAIMCaHUSA U
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COCTABJICHUH PEKBU3UTOP JIOKyMEHTOB HY>KHO HCII0JIb30BaTh
3apOrpaMMHUPOBAaHHBIE MaKpPOKOMAaH/bI, OINIUH W BO3MOXXHOCTH TEKCTOBOTO
penakropa.

OcHOBbI pabOTBI B TEKCTOBOM pEAAKTOpPE Bbl TMOJYYHJIM Ha YpOKax
uHPOpMaTUKU U cpeaHel mkose. [ Oonee riry0OKOro M3ydeHus: BO3MOKHOCTEN
IPOTPaMMbI COCTABJICHBI METOIMYECKUE PEKOMEHIaIuu it pabotsl B MS Word.

Memoouueckue pekomenoayuu: 1103HaKOMbTECH ¢ HUHTEPHENCOM TPOTrPaMMBI
MS Word. U3yuute ri1aBHOE MEHIO TEKCTOBOTO penakTopa. OOpaTuTe BHUMAaHUE Ha
BBIOOp MAapaMeTpPOB CTPAHULBI IPHU CO3JAHUU JIOKYMEHTOB M OCHOBHbIE (DYHKIWU
dbopmatupoBaHusa WPUPTOB U ad3aleB TEKCTAa B MPOrpaMMe TEKCTOBOI'O PEAAKTOPA.
Hayuutech BCTaBiATh TaOIUILy B TOKYMEHT.

B pe3ynbTaTe n3ydeHus TEMbI CTYICHT JOJKEH 3HATh:

- KaK MpY IOMOIIM BCTaBKH TAOJIMIIBI pa3/IeIUTh TOKYMEHT Ha JIBE YacTH;

- KaK HUCHOJb3ys 3HAKU TaOYJSLUU BBICTABUTH PETUCTPALMOHHBIA HOMEP U
IIOAMCH CTPOTO IO JIMHENKE;

- KaKUe ropsyue KJIaBHUILN UCTIOIb3YIOTCS MpU (POPMAaTUPOBAHNUN JOKYMEHTOB;

- Kak aBTOMAaTUYECKH BCTaBJSATH JJEKTPOHHBIN aapec 0(OPMIEHHOTO

JIOKYMEHTA.
Bonpocsl AJ11 CAMOKOHTPOJISI:

1.  Kaxkue momnst Hy’)KHO HacTpouTh B nokymeHnte cormacao [[OCT P 7.0.97 -
20167

2. I'me pacnonararorcs 3HaKd TaOYJSALHUU U KaK UX MOYXXHO HACTPOUTH?

3. Kakum 00pa3oM MOXHO aBTOMATHYECKH WM3MEHUTh PErucTp OYKB
TeKcTa?

4.  BpImomHWB KaKyld KOMAaHIy, MOXHO BCTaBHTh OJCKTPOHHBIN

UACHTU(HUKATOP DIIEKTPOHHOM KOTHH IOKYMEHTa?
5. Kak rpamoTHO hopMHpOBaTH KaTAJIOTH MIPU COXPAHCHHUH JIOKYMEHTOB Ha

[1K?
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Camocmoamenvnasn paboma Ne5
Texcm ookymenma Iucomo. Jluunvie u 6e31uUHOCHHBIE KOHCIPYKUUU.

JlenoBele MHChbMa HMMEIOT  ONpEeiCHHbIE TMpaBWja COCTABJICHUS U
opopMieHHUs, K HUM TPEABIBIAIOTCS TpPeOOBaHUsA, OOYCIOBJICHHBIC HX
MPUHAJICKHOCTEIO K HMH(POPMAIMOHHO-CIIPABOYHBIM  JIOKyMeHTaM.  [Ipwu
COCTaBJICHUM IMHChMa aBTOP JOJDKEH JeTalbHO MpPOJayMaTh, C KaKOW IEJbI0 OH
COCTaBIISIET MUCbMO, Ha YTO PACCUMUTHIBAET B pPeE3yibTaTe ero paccMmorpeHus. OH
JTOJDKEH YETKO MPOSICHUTH JIJIsl ¢e0s1, UTO aJpecary W3BECTHO O MPeIMeTe MUChMa, Ha
YTO OH MOXET OMNEPEThCs KaK Ha MCXOAHYI0 TOUKY M KakoBa HOBas MHQopMarus,
€IIe HEe U3BECTHAs aJpecaTy, paau COOOIIEHUSI KOTOPOM U cocTaBisgeTcss muchbMo. OT
[[EJICBOM YCTAaHOBKM TMHCbMa OYJET 3aBUCETh U XapakTep apryMeHTalluu, WU
KOMIIO3UIIUS TEKCTA.

Memoouueckue pexomenoauuu:. OOpaTUTE BHHMaHHE Ha PACIOJIOKEHUE
TEKCTa MUChMA MO CTpPaHHUIIE JOKyMeHTa. HayunTech rpaMOTHO COCTaBISTh TEKCTHI
nrceM. B yeM 0COOEHHOCTh JIMUHOCTHBIX U OE3TMYHOCTHBIX KOHCTPYKIIUNA TEKCTA.

B pe3ynbraTte n3ydeHus TeMbl CTYJEHT JOJKEH 3HATD:

- OTarbl MOJATOTOBKU U COCTABIICHUS TTUCEM;

- CTPYKTYpPY TEKCTa JIEIOBOTO MHChMA;

- CTWJIb HAITUCAHUSI TEKCTA IOKYMEHTA;

- HWCIOJb30BAaHHWE JIMYHOCTHOM M  OE3MMYHOCTHOM KOHCTPYKUMHU TpH
COCTaBJICHHH O(DUIIMATIEHO-/IEIIOBBIX MTHCEM.

HopmatuBHas mutepaTypa B MHTEPHET UCTOYHUKAX:

I'OCT 2.105-95* «kECK/I. O61ue TpeboBaHUs K TEKCTOBBIM JIOKYMEHTaM.

Bonpocsl AJ11 CAMOKOHTPOJISI:

1.  Jlaiite onpenenenre opuMaIbHO-1€I0BOTO CTHIIS MUChMA.

2. HazoBuTte ocHOBHBIE TpeOOBAHUS K JIETIOBOMY CTHIIIO?

3. [lepeuncnure 3aKOHOMEPHOCTH YMOTPEOICHUS JTUYHOTO M OE3JTHMYHOTO
MIPEIJIOKEHUM.

4, CoxkpanieHus, IpUMEHSIEMBIE B I€JIOBOM PEUH.

5. UYro 3HauuT OE3TUYHOCTHOE MTUCHMO?
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Camocmoamenvnasn paboma Neb
Tpancnopmuwie 0okymenmolt. Cocmae 00a3amenpbHbIX PEKGUUM 08 ONA
MPAHCHOPMHBIX 0OKYMEHN08.

OpHoii w3  HamOojee  MHOTOYMCIEHHBIX  T[PYNI  OpPraHU3alMOHHO-
pacnopsiIMTENTbHONM  JIOKYMEHTAlluh  SIBIIIETCS  CNPaBOYHO-UH(OpMalMOHHAs
JIOKyMEHTaIMsl, B COCTaB KOTOPOW BXOJAT CIIy>)KEOHbIE MHCbMa, TEIerpaMMBl,
TeneQOHOTpaMMBbl, JIOKJIAJHbIE U OOBSICHUTENbHBIE 3alUCKH, CIPAaBKH, aKTHI,
IIPOTOKOJIBI, CBOAKU U AP. JOKYMEHTBHI.

Bce 3T mokyMeHTBI conepkaT MH(GOpMAIMIO, KOTOpas MOMKET MOOYKIaTh
aJMUHUCTPALIMIO OPraHu3alii K KAaKUM-JIUOO NEWCTBHUSM, a MHOTAA JOKYMEHTHI
HOJTBEPKIAIOT (aKThl, COOBITHUS, ACUCTBHS, KOTOPHIE MOXKHO JHIIb MPHUHITH K
CBEJICHUIO.

[lo cpenctBam ciyXeOHbIX MHCEM, TeJlerpaMM M TenedOHOrpaMM
ocylecTBisieTcss oOMeH uHpopMaluel, JelaroTcs NPeUIOKEHHs, BEIETCs
NPEAIOTOBOPHOE OOUIEHUE, T.€. OHM COEIUHSAIOT OpraHU3alUil0 C JAPYTUMH
YUPEKICHUSAMU, OPTaHU3ALUSIMU U IPEATPUATHIMMU.

Memoouueckue pexomenoayuu: V3yurte Bce HHPOPMALIMOHHO-CIPABOYHBIE
NOKyMeHThl. OOpaTHUTe BHMMaHUE Ha COCTaB PEKBU3UTOB B JAHHBIX JOKYMEHTaX.
Oco0OeHHOCTH B PEKBU3UTE TTOATHCH.

B pe3ynbTaTe u3ydeHus TEMbl CTYICHT JOJIKEH 3HATh:

- IepeUeHb BCEX JOKYMEHTOB, OTHOCAIIUXCA K TpyIe HHPOPMAIIMOHHO-
CIIPABOYHBIX TJOKYMEHTOB;

- 0COOCHHOCTH COCTABJICHUSI IAHHBIX JOKYMEHTOB;

- PEKBU3UTHI, KOTOPHIE UCTIONB3YIOTCS MPU O(POPMIIEHUU TaHHBIX JOKYMEHTOB;

- KTO B OpraHM3allii COCTaBIIAET U UMEET PaBO MOIUCH B JaHHBIX
JOKYMEHTaXx.

HopMmatuBHas nutepaTypa B MHTEPHET UCTOYHUKAX:

I'oCt P 7.097 - 2016 - Cucrema CcTaHIapTOB 10 HWHQpOpPMAIIUH,
OMOIMOTEUHOMY W H3AATENIbCKOMY Jieny. Jlenonpou3BoacTBO U ApPXMBHOE JIENO.

TepMuHbI U onpesieIeHUs!.
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BOl'[pOCbI A CAMOKOHTPOJIA:

1. K xakoii rpymnmne JOKyMEHTOB OTHOCSITCSI HH(POPMAIMOHHO-CIIPABOYHBIC
JIOKYMEHTBI?

2. B kakux ciydasx COCTaBISIOT JOKYMEHT AKT?

3.  Urto comepxut TekcT AokymeHTa CrpaBka?

4, Ha kakux nmokyMeHTax oOsi3aTesneH rpud YTrepxkaaro?

5. B kakux ciydasx cocTaBisieTcsl JOKyMeHT [IpoTokonm M Kakue BUIBI

MOJIITUCEN OH COJEPKHUT?

Camocmoamenvnaa paboma Ne7
Odhopmnenue 00Kymenmos no 1UUHOMY COCHAGY.

PacmopsauTenbHas ACATENBPHOCTh OPraHOB YIPABICHUS BKIIOYACT TaKKe
pelieHre BOMPOCOB MOAOOpa U PACCTAHOBKHU KaJpoOB, MpHUEeMa IpakJaH Ha paboTty,
nepeBo/ia Ha JAPYTryro padoTy W YBOJBHEHHUSA, 3aUYKMCIICHUS M OTYHMCICHUS U3 BYy3a.
JIoKyMEHTBI, co3/1aBaeMble TIpr 0(hOPMIICHHH MpHUEeMa, YBOJBHEHHS U TIEPEMEIICHUS
COTPYIHHUKOB, TIPENOCTABIEHUU OTIYCKAa, TMOOIIPEHUS, COCTABJISIOT TPYIIITY
JOKYMEHTOB TI0 JIMYHOMY COCTaBy. OTO — TIPUKa3bl 10 JMYHOMY COCTaBY,
3asIBJICHUS, XapaKTEPUCTUKHU, TPYJAOBBIE KHIDKKH, JHYHBIE KAapTOYKH, & TAKXKE BCE
JIOKYMEHTBI, BXOJISIINE B TUYHOE JIEJO.

3HaYeHHUE KaJPOBBIX JOKYMEHTOB OINPEACIAETCS TEM, YTO B HUX (DUKCUPYIOTCSI
CBEJICHUS, HEOOXOIUMBbIE JUIsl OCYIIECTBIEHUS TpaxIaHaMu TMpaBa Ha TPy,
oOpa3zoBaHue, IEHCHOHHOE 00ECIICUYeHUE U T. .

B KpymHBIX yupexaeHUsAX padoTy C KaapOBBIMU JOKYMEHTAMHU BEAYT OTCIIbI
kKaznpoB. B Hebompmux ¢upmax 3Ty paboTy BeIeT cekperapb. B ero 3amauu He
BXOJIUT TIOI00p KaJIpOB, MPOBEPKAa KOMIIETEHTHOCTH M CTENEHU MpodecCHoHaN3Ma,
MOCTYTAIONIETO Ha paboTy. DTO AeliaeT PyKOBOJCTBO MM CIICIIMAILHO BBIICICHHBIC
corpynauku. Ho odopmnenue mnpuema Ha paboTy, MEpeBOJOB, YBOJLHEHUIA,
OTITyCKOB, KOMaHJIMPOBOK, PU OTCYTCTBUH OTENA KaJAPOB, BHIMOJIHSAET CEKPETAPh.

Memoouueckue pexomenoayuu. OOpaTuTe BHHMAaHHUE Ha OCOOCHHOCTH

oopMJIEHUS JOKYMEHTOB MO JIMYHOMY cocTaBy. Kakoil otnen B opranuzanuu
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oopmiiieT OKYMEHTHI MO JHYHOMY coOcTaBy. llo3HakKOMbTECH CO CpOKaMu
XpaHEHUs! JOKYMEHTOB I10 JINYHOMY COCTaBYy.

B pesynbrare u3ydeHus TEMbI CTYACHT JIOJKEH 3HATh:

- KaKUe IOKYMEHTBI OTHOCSTCS K IOKyMEHTaM IO IMYHOMY COCTaBY;

- IEpPEYCHb PEKBU3UTOB, U3 KOTOPHIX COCTOST TOKYMEHTHI 110 JINYHOMY
COCTaBY;

- KaKue IOKyMEHTHI 0(hOpMIIAIOTCS TIPH IpUeMe Ha paboTe;

- CPOKH XpaHEHUs JOKYMEHTOB I10 JINYHOMY COCTaBY.

BonpochI 1J151 CAMOKOHTPOJIA

1.  HasoBwure BUIBI JOKYMEHTOB IO JIMYHOMY COCTaBY.

2.  PacckaxuTte, Kakue JOKYMEHTbI HEOOXOJIUMO COCTaBUTh U MPEJCTABUTh
IpU npuemMe Ha padboTy?

3.  JIOmKEeH JM COTPYAHMK O3HAKOMHTBCSI C U3/IaHHBIM B OTHOIIEHUU HEro
IPUKA30M I10 JINYHOMY COCTaBy?

4.  Korma IOKyMEHTHI IO JIMYHOMY COCTaBYy TMeEpEIaroTCsl HA XpaHEHUE B

apXWB OpraHu3anuu?

Camocmoamenvnasn paboma No8
Ocobennocmu mexcma pacnopaoumenabHvlX 00KyMeHmog.

HeszaBucuMo OoT xapaktepa u coJepKaHus ACSATEILHOCTH MPEINPUITHS, €ro
OpraHU3alMOHHO-TIPAaBOBOM (HOPMBI, KOMIIETEHIINH, CTPYKTYPBI U IPyTrux (aKTOPOB,
OpraHbl YIpaBJICHUS MPEANPUATUS HAACISIOTCS TTPaAaBOM U3AaHUS PACTIOPSIUTEIbHBIX
JIOKYMEHTOB.

PacnopsinutenbHble JOKYMEHTBI - 3TO JIOKYMEHTBI C TOMOIIBIO KOTOPBIX
OCYILECTBIISIETCS paclopsiAUTEIbHAS JEATeIbHOCTh, ONEPATUBHOE PYKOBOJCTBO B
ONPEICICHHON YUPEKICHUH, OPTraHU3alU1 UK Ha NPEAIPUATUN

OcHoBHass (yHKIHS PpaCIOPSAUTEIBHBIX JOKYMEHTOB - peryJsTUBHAS;
[[EJIeBO€ HA3HAUYEHHE - PEryJIMpOBAaHUE JIESITEIIbHOCTH, IIO3BOJISIONIEE OpraHy
yIpaBJICHHS] 00€CTICUNBATh PEATM3AIMI0 TTIOCTABICHHBIX MEPEJ] HUM 33Ja4, MOJIyqaTh

MaKCUMaJbHbIA 3Q(PEKT OT AeATeTbHOCTH MPEIITPUSITHS.
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Pemenue, 3agukcupoBaHbl B pacTIOpSIANTEILHBIX TOKYMEHTAX, HAMPABIICHBI HA
COBEPIICHCTBOBAHUE OPraHU3AlMOHHOM CTPYKTYpbl, XapakTepa, COJepKaHus,
CPEIICTB U CITOCOOOB OCYIIECTBICHUS OCHOBHOM (MPOM3BOJICTBEHHOMN) JESITEIIbHOCTH
YUPEKICHUH, oOecrieueHus OpraHu3aluu (VMHAHCOBBIMHU,  TPYAOBBIMH,
MaTepuaIbHBIMU, UHOOPMAITMOHHBIMU U JPYTUMU pecypcam.

PacnopsinurenbHble JOKYMEHTBI COIEPKAT PEUICHUS, HAYIIME CBEPXY BHHU3 IO
CUCTEME YIIPABJICHUS: OT YNPABJISIONIETO OPraHa K YIpaBisiEeMOMY, OT BBIIIECTOAIICH
OpraHu3ald B  TMOJBEJIOMCTBEHHOM, OT PYKOBOOUTENS OpraHu3aldd K
PYKOBOJUTEIIO CTPYKTYPHOI'O MOJIpa3iesieHusI 1 paOOTHUKOB JJAHHOW OpPTaHU3alNKU U
T.71. IMEHHO 3TH JOKYMEHTBI PEaTu3yIoT YIPABISIEMOCTh OOBEKTOB M0 BEPTUKAIIH.

B ropuanyeckoMm IiaHe 3HAYMTEIbHASA YaCTh PACIOPSAAUTEIbHBIX IOKYMEHTOB
OTHOCHUTCSI K HOPMATHUBHO-TIPABOBBIM aKTaM. B HHX cojep)KaTcsi KOHKPETHBIE,
IOPUJIMYECKHA  BJIACTHBIC TMPEANHUCAHUS CYOBEKTOB HCIOJHUTEIBLHOM  BIIACTH
KOHKpETHOCTh TakuxX TMpEINUCAHUN TMPOSIBISETCS B TOM, UYTO HUX aJpecaToM
BBICTYIIAIOT KOHKPETHBIC YUPEKACHUS, CTPYKTYpHbIC TIOAPA3ACICHUS, T0IKHOCTHBIE
JUIA WM PaOOTHHUKHU; OHU SIBISIOTCS IOPUIUYECKUMU (HaKTaMHu, KOTOPHIE BIIEKYT
BO3HUKHOBEHHE KOHKPETHBIX aJIMUHUCTPATUBHO-TIPABOBBIX OTHOIICHUH.

Memoouueckue  pexomendauuu. IlozHAaKOMbTECH C  JOKYMEHTaMH,
otHocsuMmucs k rpynmne OPJl. OGpaTute BHUMaHUe Ha OCOOCHHOCTH OGOpPMIICHUS
JAHHBIX JOKyMeHTOB. HaiiauTe o00pa3slbl COCTaBJICHUS TEKCTA PaCHOPSHKEHUH,
IIPUKA30B U YKA3aHUMU.

B pe3ynbrate n3ydeHus T€Mbl CTYJEHT JOJDKEH 3HATD:

- OCHOBHBIE BUIbl OPTaHU3AIIMOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB;

- 0COOCHHOCTH TEKCTa PACTIOPSTUTEIHHBIX JOKYMEHTOB;

- ocobenHocTu Tekcta [Ipuka3on, Ykazanuii, PacnopsikeHuit;

- U3 KaKUX 4acTel COCTOUT TEKCT MpHUKa3a.

Bonpocsl 1J11 CAMOKOHTPOJISI:

1. Kakum ciioBoM HauMHAETCS pacropsauTeIbHas 4acTh MpuKasa?
2. KTo wumeeT mpaBO MOANUCH PaCHOPSIUTEIBHBIX JOKYMEHTOB B
opranuzanuu’?
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3.  HyxHO 11 BU3bI O3HAKOMJICHUS B TEKCTE MpUKa3za?
4.  HyXHBbI 1 BU3BI COTJIACOBAHMS B TEKCTE MpHKa3a?

5. CoctaB peKkBU3UTOB AJi1 0()OPMIICHUS PACTIOPSIUTETBHBIX JOKYMEHTOB.

Camocmoamenwvnan pavoma Ne9 Inexkmponnvie opucnwie cucmemut (30C).
Cucmema asmomamusayuu 0e10nPOU3E00CHEA U ITIEKMPOHHO20
00KymMenmoooopoma.

Ponp MOKYMEHTOB B JI€ATENBHOCTH OpraHu3anuu PeiieHus roToBsTCS |
oQOopMIISIFOTCSI B BHJE JOKYMEHTOB YIIPaBJIE€HUE = YIPABICHUE BBIIOJHEHUEM
perieHuii, oOPMIICHHBIX B BHJIC IOKYMEHTOB 3HAHUS MPEANPHUATHAS = COBOKYITHOCTD
ero JokymMeHToB CucreMa JOKyYMEHTOOOOpPOTa — YIOPSIOYEHHBI KOMILJIEKC
KOPIIOPATUBHBIX MPOLETYP pabOThI ¢ JOKYMEHTaMHU

Onexrponnbie oducHbie cuctemsl (DOC). Cucrema «JIEJIO» B 80-90-¢ romabl
CO3aBaJI CUCTEMbI SJIEKTPOHHOTO JIOKYMEHTOO00POTa B BHICIIUX OpraHax BJIACTH, a
B 1994 romy co3maim peiHOuHOEe mnpeanpustue. Ilepeeimu B CHI' co3pmanm
KOpOOOYHBIH TpOoAyKT, oTpacieByto COJI, pa3zpaboTaqu TEXHOJOTUH MOTOYHOIO
CKAHUPOBAHUSA, DJIEKTPOHHOTO COTJIACOBaHUs NOKYMEeHTOB. B cucreme «/IEJIO»
COYETAIOTCS ~ HOBEHIIME  JOKYMEHTAI[MOHHbIE  TEXHOJOIMHM, OTEYECTBEHHbIE
CTaHJApThl, a TaKKe€ YHHUKAJIbHBIM OMBIT aBTOMATHU3AIlMM MHOTHX COTEH
MPEANPUATHN.

TpanuioHHble TEXHOJOTUHM OYyMa)KHOTO JOKYMEHTOOOOpOTa KapTOTEYHO -
KYpPHAJIBHBI yd4eT TOTOBBIX JIOKYMEHTOB B TOJPA3NCIACHUSAX MPEANPUATHS
PasmHOXKEeHHE W TiepeMelieHrne OyMaKHBIX JOKYMEHTOB W CBS3aHHBIX C HHUMH
MOPYYCHHUN U OTYETOB MO MoApazaeneHusM. KOHTPOIb MPOX0XKACHUS U UCTIOTHEHUS
JIOKYMEHTOB IyTEM OTCJIC)KMBAaHUS CBEJCHUN B Pa3JIMYHBIX KypHAJIaX U KapTOTEKaX.

Memoouueckue pekomenoayuu: VI3yuure UCTOPUIO  BO3HHUKHOBEHUS
aBTOMATU3UPOBAHHBIX CHUCTEM JIOKyMeHTooOopora. (OOparture BHHMaHHE Ha
npeumyiiectsa ucnosb3oBaHusi JOC. Ilo3HakoMbTech B HMHTEpPHETE C OJHOM U3

AIIEKTPOHHBIX OUCHBIX CUCTEM Ha mpumepe «Jlemo».
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B pesynbrare nzydyeHus TemMbl CTYAEHT JOJDKEH 3HATh: - 3a4emM HYKEH

3JIEKTPOHHBIN TOKYMEHTOO0OPOT;
- 9TaIbl Pa3BUTHUS MPOEKTOB JIEKTPOHHOTO JOKYMEHTO000POTA;
- c(hepbl OTBETCTBEHHOCTH TIOKYMEHTAITMOHHOM CITY>KOBI TIPEIITPUSITHUS;
- BUJIbI 3JIEKTPOHHBIX O(PHUCHBIX CUCTEM.
Bonpocsl 1J11 CaMOKOHTPOJIA:
Kakue 3amaum pemaroTt 371eKTPOHHBIE CUCTEMBI IOKYMEHTO000pOTa?
Kakoii >Ku3HEHHBIN [IUKJI JIOKyMEHTAa?

[TpuBeau npumeps J0C nokyMmeHToo00poTa?

ol A .

Kakoe Ha3znauenue cucremsl «Kaape»?
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IMPABUJIA BBIIIOJTHEHUSA 1 O®OPMJIEHUSA KOHTPOJIBHBIX
PABOT. KPUTEPUU OLIEHUBAHWUSI.

[lens pomaiiHel KOHTPOJIBHOW pabOThl: U3YYUTh PEKBU3UTHI JIOKYMEHTOB,
npaBuwia uX odopmwieHus. HayuuTcs mnpaBUIBHO COCTaBISATH U OPOPMIIATH
yIOpPaBJICHUYECKUE, OpraHU3allMOHHBbIE, CIPABOYHbIE W JUYHBIE JIOKYMEHTHI,
JOKYMEHTAIIMI0O 110 KOMMEpPYECKOW JIESITENIbHOCTH OpraHu3allid, a Takke
pPaccMOTpPETh OPraHU3aIUI0 JOKYMEHTO000POTa, YUET U XpaHEHHE IOKyMEHTOB.

B pa6ore npencrasnens! 10 BapuanToB. CTYJEHT HOKEH BBIIIOJHUTh OJIUH U3
HUX COTJIaCHO MOcJieqHEN HU(pe MHANBUAYAIBHOTO HU(pa, YKa3aHHOTO B 3a4ETHOU
KHUXKKE.

JloMaliHssl KOHTpOJbHas paboTa COCTOMT M3 8-TH BONPOCOB: 2 U3 HHUX
TeopeTudeckue u 6 mpaktudeckux. Odopmisercss momamiHss KOHTPoJIbHas padoTa B
NEYaTHOM BHJIE€ Ha JucTax gopmata A 4, KOTOpbIE CKPEIUISIOTCS MEXIY COOOi.
O6bem pabotel 10 - 12 nuctoB B meyaTHOM Bapuante (meyath 14 mpudrtom 1,5
uHTepBajioM). Ha Teopernyeckre BOMpOChl OTBOAUTCA MO JBa MEYATHBIX JIUCTA, HA
oopmileHHEe TOKYMEHTOB IO 1 JINCTY Ha KaXKAbI JOKYMEHT.

B pabote HyXHO coOmonaTh mojs jieBoe 3 cm, mpaBoe 1,5 cM., BepxHee U
HIkHee 1o 2 cM. CrpaHuibl B paboTe JOJKHBI OBITh MPOHYMEPOBAaHbI B HIDKHEM
T10JI€ CIpaBoil CTOPOHBI. [1epBblii IUCT « TUTYIBHBINY.

OTBeT Ha BOIPOC HYXHO OTBE€YaTh C HOBOM CTpaHWLBI, CHayajga yKas3aB
BOIIPOC. [To okoHYaHUM pabOTHI HYKHO NMOCTABUThH J1aTy HAMMCAHUSA PaOOTHI U
noanuck. [lorom opopMuth cnucok nutepaTypbl. B KoHIle paGoThl JOJKHA OBITH
OCTaBJICHA CTpaHHUI]Aa WJIM BCTaBJIEH YHWCTBIA JIMCT Ji HANUCAaHUS pELEH3UU
IIPENOIaBATEIIEM.

Brinonnennas paborta qoikHA OBITH CAaHa HE MO3JHEe, YeM 3a 3 HeAenu J10
HayaJla 3K3aMEHALMOHHOM CECCUM B 3a0YHOE OTAEJICHHE U1 IpoBepkH. [locne cnaun
Yepe3 HECKOJIbKO JHEW HeoOXoauMo 3abpaTh MpPOBEpEeHHYIO paboTy oOpaTHO u3
3a04YHOT0 OTAEJEHHS] U TMPU HEOOXOJMMOCTH a0paboTaTh, YUYUTHIBAs 3aMEyaHUs
IPENoIaBaTellsl, yKa3aHHbIE B PELEH3HH.

[IpoBepennas nopaboranHas padboTa caaeTcs nepesl JOMyCKOM Ha YK3aMeH.
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METOINYECKHUE PEKOMEHJIAIIUHA ITO BBIITOJIHEHUIO

INPAKTUYECKUX PABOT HA IIK

[Tepen Hauagom paboTel He0O6Xx0auMO 3351aTh POPMAT 0okymenma.
PASMETKA

JIng  3TOrO B CTPOKE  MEHIOo

BbIOEpETE  ONLUIO

CTPAHUL—Iloas (Bepxuee -2 cM, Hiknee — 2 cm., JleBoe - 3 cm, [IpaBoe — 1,5

cM.) — Pa3mep Oymaru - A4. Opuentauus Oymaru — Kawknas.

-1

2. el

-
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3AIIOJIHEHUE JOKYMEHTA PEKBU3UTAMU
Paznenure cTpaHuily Ha JBE TOJIOBUHBI (JieBas W TpaBasi CTOPOHBI) MJIsi ITOTO

HEeoOXoauMoO B cTpoke mento BoiOpath om0 BCTABKA — TABJIUINA —

n00aBUTh WJIM BCTaBUTH TaOnuiyy. Uumesao croadumoB — 2. Yumeao crpok — 1.

Ilupuna crogdua — aBTo (IIPU HEOOXOAMMOCTH MOXKETE 3a/1aTh KOHKPETHYIO

IIMPUHY CTOJOLIOB B JaHHOM CJIy4ae MO>KHO IOCTaBUTh 8,5 CM., 111 BCEX CTOJIOLIOB

mupuHa Oy/eT OJIMHAKOBO).
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|
IIpu pabome c¢ mabauyen njisi nepexona U3 OJHOM SYEHKU B APYTYIO

nob3ylimecs 100 mbtuivio, 1100 Knasuuieit Tab.
1. PexBusur Ne 2 "IMBJ/IEMA".
Ilpesxcoe uem npucmynums Kk 6cmagke Imbnemvr HE 3ABYV/[BTE
NnoCMagums Kypcop 6 HyHICHOe MeCmo.
Menw BCTABKA — CuMB0OJa. AHAJOTHYHYIO OIEPAlMIO MOYKHO
npojieyaTh C MOMOIIBI0 MEHI — PUCYHOK MJIM KJMI - BBIOpaTh 000N U3

KOJIJICKITHUH.

M = .|

2. PexBusur Ne S "HAUMEHOBAHHUE ITIPE/ITIPUATHA" .

[Tocne BcraBku 3M0OseMbl ¢ momouneto kinasuin ENTER nepeiinute Ha
cieayroyo ctpoky. Haneuaraiite HaumenoBanue npeanpusitus [IPOIIMCHBIMUA
BYKBAMM, nns sroro wucnonb3yire kiaBuinry Caps lock. Haumenosanue
npeonpuamua NeYaTaCTC HCUPHBIM WPUGmMom [ FTOTO Nepes HavyaaoM Hadopa
TeKCTa akTUBU3HpYHTe nmukrorpammy "2K", mubo nocie Habopa TeKCTa BBIACIUTE €T0
C MOMOUIBIO MBIIIK U TaKXke Mpu nomoinu nukrorpammsl "2K" npeobpasyiite ero B
"KUPHBIIA'" . MEeXCTpOUHBI HHTEPBAI JIOJDKEH OBITH OJWHAPHBIM: MeHto T'j1aBHas

— A03a1 — MeXIYCTPOUYHbII UHTEPBAJI - OJJUHAPHBII.
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[Tone3usiit coset!!! Ecnu BbI HaOpanu TEKCT MajbIMU IMPONUCHBIMU OYKBaMH,
TO €ro aBTOMaTHYECKU MOYKHO IpeoOpa3oBarenb B OoJbllve 3ariaBHble. [ aToro
HEOOXOMMO BBIJICIIUTh JAHHBIA TEKCT U yaepkuBas kiasuiry Shift naxarts F3.

OBITECTRO O OIPAHIMEHHOI]
OTBETCTBEHHOC THR)
11:""“}\:““-:-_

3. PexBu3ur Ne 8 « CIIPABOYHBIE /IAHHBIE».

OdopmitsieTcst HemoCpPEACTBEHHO MO HAa3BaHUEM OpraHU3allUU.

JlaHHBIN PEKBU3UT BKJIIOYAET B ceOsi: MOYTOBBIN aapec; Ne tenedona; Ne dakc;
e-mail; caiit; 3aech ke ykassiBarorcss THH/KIIIT; OKIIO; OTI'PH.

B zapanmuiinbix nucomax TONOIHUTENBHO YKA3bIBAIOT PACYETHBIH CYET M
HAMMEHOBaHNe 0aHKa NMPeANPUATHSI.

4, PexBuzur Ne9 «HA3BAHHE BHJ/[A /IOKYMEHTA» (B mucbMax
3TOT PEKBHM3HT HCIONB3yeTcsl TONbKO 11 mokymentra — I'APAHTHMHOE
IMUCBMO).

OtmensieTcsi OT PEKBU3UTOB CBEPXY U CHH3Y OOUHAPHBIM MEKCTPOUHBIM
UHTEPBAJIOM.

5. PexBusutbl Ne 10,11 «/TATA H PETHCTPAIITHOHHbBIH HOMEP
JTOKYMEHTA».

[Tocne pexBusuta «HASBAHUE BUJIA JIOKYMEHTA» - ¢ nomoibsio Enter
OTCTYINHTh HA OJIMH MEKCTPOUHBIA HHTEPBAJI.

Ot 0 rpaHuiibl 1€BOTO MOJs 0hopMIsieM mecmo 0 oamot — <« » 20
r (Bce MPOUYEPKU OPOPMIISIOTCS C IOMOINBI0 MUKTOrpaMMbl "U" — u kimaBumu Tab),
u1u cmasum oamy,

nanee s cumBojia "Ne" Ha juHelke Ha 4 WM 5 ¢M MOCTaBbTE (IIEITUKOM

L]

MBIIIKHA) 3HAK TaOyJsIUU "maoynayua no nesomy kpaiw". C TOMOIIBIO

kinaBumy 1 ab nepeliaute Ha BRIOPAHHYIO TIO3HIIMIO U Hareyataiite Ne 45.
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Urak, pekBU3UT "1aTa U MHJIEKC TOKYMEHTA" Ha MECTE.

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

JIaHHBIN PEKBU3UT II€YATAETCA Ha CIEAYIOUIEH CTPOKE MO peKBU3UTAMU No
10, 11.

Ot 0 rpanuiibl 1€BOTO MoJsi HabeputTe Ha KinaBuarype: Ha No_ ot T.

JlaTa pacrnonaraercs o JIMHeike nmoj uudpou 4 wim 5.

(ITomnume! pexeuzum Nel2 ucnonvzyemcs moibKo 6 RUCLMAX-ONEEHAX).

1. PexBuszut Nel3 «MECTO COCTABJIEHUA JIOKYMEHTA» -

OdopmitsieTcst cpasy MoJ; perucTpaliMOHHBIM HOMEPOM U JIaTON JTOKYMEHTa OT
0 rpaHuIlBl JEBOTO TOJIS (TTpUMeEp: T. BIaauBOCTOK)

8. PexBuszut NelS «A/[PECAT».

[Ipu odopmiieHH AAHHOTO PEKBU3UTA €r0 CIEAyeT MOMEIIaTh B TMPaBYIO
SYEUKY CO3/JaHHOW BaMU TaONUIbl. PEeKBU3UT COCTOMT W3: HAa3BAHUS YUPEKICHHUS;
JIOJDKHOCTH M paciIupOBKU JOIKHOCTH.

IIpu pabome c¢ mabauyenr nyisi nepexona U3 OJAHOM SUYEHKHU B APYTryIO
noab3ylimecs 1100 mbtuivio, 100 Kknasuuieit Tab.

0. PexBuszur Nel7 «34I'0OJIOBOK k mexcmy» - ot (0 rpaHuilbl JIEBOTO

nosist. (TekcT 3aroyioBKa MUIIETCs] KOPOTKO (JIBa WJIM TPU CIIOBA) OTBEYAET HA BOMPOC
«O uem?» nmokymeHT). OQopMiIsieTcss OT MPEABIAYIIETr0 PEKBU3UTA OOUHAPHBIM

MEKCTPOYHBIM UHTEPBAJIOM.

10. PexBusurt Ne 18 « TEKCT»
OdopmiseTcss OT MPEABIIYIIEr0 PEKBU3HUTA Yepe3 OBOUHOU MEKCTPOYHBIM

HHTCPBAJIOM - MOKHO oonwire. Ecimu B TekcTe OoJble yeMm OIHH 3633.11, TO TEKCT
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nedaTaeTcs ¢ KpacHou ctpoku. Kpacnas cmpoxa odopmiisiercs: kiaBumiein Tab Ha
kiaBuatype (1,27 cMm no nuHenke).
11.  PexBusut Ne22 "IIOJITUCH".

OTOT PEKBU3UT MPOCTABISETCS TMocie pekBm3uTa "Tekct". OdopmisieTcs oT
IPEIBIAYILETO PEKBU3UTA OBOUHBIM MEKCTPOUHBIM HHTEPBAIIOM - MOXKHO GOJIBIIIE.

,ZlOJlJfCHOCmb YKa3bIBACTCA OT 0 I'paHUILI JICBOTO ITOJIA.

Pacuugppoexa noonucu opopmiisieTcst OT TpaHULIBI JIEBOTO OIS MO JUHEHKe

MpU TIOMOIIM 3HaKa TaOyJsIUU Ha 12 cM. Muummansl opopMisioTes BIiepeau

(dbaMUITUKU ¥ OTAENSAI0TCA OT HEE€ MPoOesIoM.

®

id il meas N

[ T HA TR ST T P ] fLTE D™

12.  PexBusurt Ne25 «MCIIO/THUHTEJIb.

Odopmisiercst BHU3Y AokyMeHTa oT O rpanuisl geBoro nos. (@amunus 1.0.,
TeseoH, JOJDKHOCTh, e-Maill ncnonauTes).

13.  PexBusur Ne 30 «<MCIIOJIHEHUE JOKYMEHTA U
HAIIPABJIEHHUE EI'O B IEJIO» - nocne pexkBusura Ne27 uepe3 oivH
MeXCTpOUHBIN nHTepBai opopmisiercs B Bune (IIpumep: B nemo NeO1), o6o3nauaer
B KaKyl0 apXHUBHYIO Manky OyAeT MOJUIUT KOHTPOJIbHBIA SK3EMIUISP TOKYMEHTA.

IHoce naGopa Texcra He00X0AMMO NMPOU3BECTH (POPMATHPOBAHME
JOKyMeHTa:

1. [TpoBepuTth uTOOBI HA3BAHKME OPTAHU3AIMU B JICBOM YaCTH TaOJIULIBI U
Ha3BaHUE BUJA TOKyMEHTa ObLIIM HareyaTaHbl 3arJIaBHBIMU OYKBaMHU U BbIJI€JICHbI
XKUPHO. TekcT B TabNuIEe TOKEH UMETh paBHEHHUE 110 IEHTPY.

2. YOpatb obpamnenue mabauywl 115l STOT0 HEOOXOAUMO 8bI0EUND

mabauyy, nanee — menio KOHCTPYKTOP — I'panuiiet — HET rpaHwuil.
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3. [IpoBepuTH MEKCTPOYHBIE HHTEPBAIIBI MEXKY PEKBU3UTAMH.

I[O 3a20/106KaA K mexkcmy NOIIYCKACTCA TOJIBKO OOWH MC)KCTpO‘-IHBIﬁ HHTCPBAJI
(I/IJ'II/I OJ[Ha I1yCTasd CTpOKa). Ot mexcma BBCPX K BHU3 JOJIDKHO OBITH HE MEHEe ABYX

MEXCTPOYHBIX HHTEPBAJIOB (JBYX IYCTBHIX CTPOK).

4, Bechb 1OKyMEHT J0JKEH IPONOPIMOHATIBHO 3aHUMATh BECh JIMCT. TeKCT
JTIOKyMEHTA JIOJDKEH OBITh PACIIONIOKEH B IIEHTPAITBHON YacTH JINCTA. PEKBU3UTHI
«Hcronnurensy» u «B pemo No» pacronararoT B I€EBOM HUKHEM Kpae JIUCTA.

JHomyckaetcst opopMIsTh MPUPTOM MEHBIITUM TI0 pa3Mepy.

BHUMAHMUE!

B 3amaHusix Ha npakTudeckue pabOThl YKa3aHbl Ha3BaHUSI OpraHU3alui
W TEKCThl, KoTopble Bbl J0/KHBI Hamucatb. Bce ocTaabHbIE PEKBU3UTHI
HeoOXoauMbIe T 0opopMIICHUST TOKYMEHTOB BbI IpuayMbeIBaeTe caMu (JOJDKHOCTH,
®damunuu 1.0., Aapeca, natel 1 HOMEpa TOKYMEHTOB U Jp.). K kaxmoMy 3agaHuto

IPUIIAraloTcst 00pasiibl JOKYMEHTOB, HA KOTOPbIE BBl MOXKETE€ OPUEHTHUPOBATHCSI.

B TekcTe T0KYMEHTOB Tlie HamMCaHbl TOKHOCTH 00513aTEJIbHO JTOJKHBI OBITh
yka3zanbl @amuins N.O. KTO TaHHYIO TOTKHOCTh 3aHUMAET.
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Cxema pacrnosoKeHus JOKyMEHTA I10 JINCTY
| - 3HaK MOKAa3bIBAET CKOJIBKO MYCTHIX CTPOK HY>KHO OCTABUTh MEX1y PEKBU3UTAMH.
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TECTBI JJIA CAMOKOHTPOJIA U ITOAT'OTOBKHA K OK3AMEHY

* - IpaBUJILHBIE OTBETHI.

Kak pacnosiararorcsi peKBU3UThI JOKYMEHTA NPH HEHTPOBAHHOM CIIOCO0e
UX pasMelieHus?

Hauano u xoHel kaxa0il CTpOYKHU PEKBU3UTA PABHO yIAJICHbI OT T'PAHUI] 30HbI
PaCIOJIOKEHUSI PEKBU3UTOB. *

Kaxnas cTpoka pekBU3UTa HAUMHAETCS OT JIEBOM T'PaHUIIbI 30HBI
pacIoa0KEeHUsI PEKBU3UTOB.

CokpalieHHOe HAUMEHOBAHUE OPTraHU3ALUM PACIIOJIATAIOT:

BBIIIIE MTOJTHOTO HAUMEHOBAHUSL.

HUKE TOJTHOTO HAMMEHOBAHUS. *

Ha OJTHOM YPOBHE C MOJHBIM HAUMEHOBAHUEM.

I'pu¢ yrBep:kaeHnss JOKyMEHTA PacioJiarar:

B [IPABOM HM>KHEM YTIy JTOKYMEHTA.

B JIECBOM HWKHEM YTJIy JOKYMEHTA.

B IIPaBOM BEPXHEM YTIy IOKyMEHTa. *

IIpu nognucaHuM JOKYMEHTA HECKOJIbKUMH J0/KHOCTHBIMM JIMIAMH X
MOAIKMCH PACIIOJIAraloT:

Ha OJIHOM YPOBHE.

OJIHY IIOJ APYIOi, B OCJIEIOBATEIBHOCTH, COOTBETCTBYIOLIEH 3aHUMAEMOMN
JIOJKHOCTH. *

B IPOU3BOJILHOM TIOPSIIKE.

Koraa npu HanMcaHum JOKYMEHTOB MCIOJIb3YHOT COKPAaIlleHHOE HA3BAHUE
opraHu3anum?

110 YCMOTPEHHIO COCTABUTEINS JOKYMEHTA.

KOT/Ia OHO 3aKPEIJICHO B YUPEIUTETHHBIX JTOKYMEHTaX OpTaHU3aIuu. *

IPH JIFOOBIX 0OCTOSITENIHCTBAX.
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HaumeHoBaHHe OpraHu3anun HAa MHOCTPAHHOM fI3bIKE BOCIIPOU3BOASAT HA
JOKYMEHTe:

KOTI'JIa OHO 3aKPEIJICHO B yCTaBe OpraHu3aiuu. *

10 YCMOTPEHUIO COCTABUTEINS JOKYMEHTA.

IIpU aApECOBAaHUU JOKYMEHTA HHOCTPAHHOMY MapTHEPY.

HaumeHoBaHue opraHnu3anuy Ha MHOCTPAHHOM fI3BIKE CJIeyeT
pacnoJjiararhb:

BBIIIIE HAUMEHOBAHUS HA PYCCKOM SI3bIKE.

HIKE€ HAMMEHOBAHUS Ha PYCCKOM fI3bIKE. *

Ha OJHOM CTPOKE C HAMMEHOBAHUEM HA PYCCKOM SI3BIKE.

HaumenoBanue puimajia, CTPyKTYPHOIO MOApa3aejieHUs OPraHu3anum,
SIBJISIOLET0CH AaBTOPOM JIOKYMEHTA, PacloJiaraior:

HUKE HAMMEHOBAHUS OpraHu3aium. *

BBIIIE HAUMEHOBAHUS OPraHU3AIUHY.

Ha OJTHOU CTPOKE.

IIpu nognucaHuM JOKYMEHTA HECKOJIbKUMH JHULIAMHU PAaBHBIX
NOJIKHOCTEM, UX MOANUCH PaclojarawT:

1o andaBury.

Ha OJTHOM ypOBHE. *

ITPOMU3BOJIBHO.

B pacuuudpoBke noanucu HHUIHUAIBI IPOCTABJIAITCS:

nocie paMUIuH.

nepea hamuiieit. *

BOOOIIE HE TIPOCTABIAIOTCS.

OTMeTKa 0 KOHTPOJIE CTABUTCSH:

B BEPXHEM IIPaBOM YTIy MEPBOTO JTUCTA JOKYMEHTA.

Ha T0JIe JOKyMEHTA PSAJIOM C 3aTrOJIOBKOM. *

B HIJKHEM MIPABOM YTJy MEPBOTO JUCTA JOKYMEHTA.

OTMeTKa 0 NMOCTYILUIEHNH JOKYMEHTA B OPraHU3ANMIO POCTABJIAETCH:

B BCPXHEM II0JIC IICPBOIo JIMCTA JOKYMCHTA.
29



y HIDKHETO TIOJIS TIEPBOTO JINCTA IOKyMEHTa. *

Ha 000POTHOM CTOPOHE MEPBOTO JIUCTA.

JIOKyMEeHTBI J0JI2KHBI HMETh JieBoe MoJie:

He meHee 10 Mm.

HE MeHee 15 Mm.

He MmeHnee 30 mm. *

OTMeTKa 1/ aBTOMATHYECKOT0 MOUCKA IOKYMEHTA CTABUTCSH:

B IPaHUIIAX HUKHETO MPaBOTO MOJIsA JOKyMEHTa. *

B IPaHUIIaX BEPXHETO JICBOTO MOJIS JOKYMEHTA.

Ha 000OPOTHOI CTOPOHE MEPBOTO JIUCTA.

OTMmeTKa 0 3aBepeHNH KONMH JOKYMEHTAa CTABUTCH:

BbIlIE pekBu3uTa «lloamuce.

Huxke pekBusuTa «lloanmucey. *

B [IPABOM BEPXHEM YTy IOKYMEHTA.

OTMeTKY 00 NCIOJTHUTEJIE PACTIOJIATAIOT:

Ha JIMIEBOYN WM 00OPOTHOM CTOPOHE MOCIETHETO JIUCTA TJOKYMEHTA B JIEBOM
HIKHEM yriy. *

TOJIbKO Ha JIMIEBOW CTOPOHE MOCJIETHETO JINCTA JOKYMEHTA B JIEBOM HUKHEM
yTy.

Ha 000pPOTHOM CTOPOHE MOCIETHETr0 JIUCTA TOKYMEHTA B JIEBOM HUKHEM YTITy.

I'pudnl coriiacoBanusi JOKYMEHTA PacnoJiararoTcs:

HWKE TEKCTa WJIM Ha OT/ICJIbHOM JIMCTE COTJIACOBAHUS.

HIKe pekBusnTa «IloMucky Wik Ha OTIAEILHOM JIMCTE COTJIacoBaHus. *

Ha OTJEJIbHOM JIUCTE COTJIACOBAHMSI.

IIpu anpecoBaHNU JOKYMEHTA B OPraHU3ALMIO WIN ee CTPYKTYPHOe
nojpasjaejeHue UX HAUMEHOBAHUS NHUIILYT:

B JIaTE€JIbHOM MaJIekKe.

B UMEHUTEIBHOM Majexe. *

IIPOU3BOJIBHO.
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Kakoiit MakcuMaJbHbI HA00OP PEKBU3MTOB, HCIOJb3YEeMBbIX B IOKYMEHTAX
ylpasJieHHs1, ycTaHoBJIeH ['occTannaprom:

32 pexBU3UTA.

28 pEKBU3UTOB.

30 pekBU3HUTOB. *

KakoB cpok XxpaHeHHsI TPYAOBbIX KOHTPAKTOB?

50 ner.

75 nert. *

15 mer.

Ha3zoBurte 0CHOBHOI 10OKYMEHT, NOATBEPKIAKIIMI CTaK padoThI:

CIpaBKa MEHCUOHHOTO (hoHAA

TPYAOBOM KOHTPAKT.

TPYJOBask KHIKKA. *

OO0mmii 0JIaHK JOKYMEHTA UCIIOJIb3YeTCH ISl COCTABJICHUS:

JOOBIX BUJIOB JOKYMEHTOB.

JOOBIX TOKYMEHTOB, KpOME MuceM. *

JUTSI TIMCEM.

Cpoxu ucnoJTHeHUsI JOKYMEHTOB HCYUCIAIOTCH:

B paboUMX JTHSX.

B KaJICHJIApHBIX AHIX. *

B Jacax.

KaxkoB cpok xpaHeHHsI HEBOCTPEOOBAHHBIX TPYAOBBIX KHUKEK?

He MeHee 50 ner.

He MeHee 75 jer. *

He MeHee 20 ner.

Kak Ha3bIBalOTCHA J0KYMEHTBI, COCTABJIsieMble PA00THUKAMM
npeanpusitus’?

BHyTpeHHUE. *

UCXOIAILHE.

BXOJISIIHE.
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Kak Ha3pIBalOTCs JOKYMEHTBI, NOCTYNAKINNE U3 APYTUX NpeanpusTHii,
OPraHM3anuii U OT YACTHBIX JIMI?

BHYTPEHHHE.

UCXOIAIIHE.

Bxodamue. *

Kakoii n3 Hu:Ke nepeyncjeHHbIX JOKYMEHTOB HeJlb3sl HA3BaTh
pacnopsiiuTeJIbHbIM?

IpUKa3.

y4peauTENbHBIA TOTOBOD. *

pacnopsKeHue.

Kakoii u3 HIKe mepevncjIeHHbIX JOKYMEHTOB Hellb3sl HA3BaTh
OpPraHu3alUOHHbIM?

yCTaB

IpaBUJia BHYTPEHHETO TPYIOBOIO PaCIOpsAIKa.

pacrniopsikeHue. *

Kakoii u3 HIKe nepeyncjeHHbIX JOKYMEHTOB He OTHOCUTCSH K
UHGOPMALMOHHO-CIIPABOYHBIM?

aKT.

JMYHOE JIeN0. *

MPOTOKO.

Kak HyMepyHOTCH MHOTOCTPAHMYHbIE IOKYMEHTbI?

HYMEPYIOTCS BCE CTPAHULIBI.

HYMEPYIOTCS BCE CTPAHHUIIbI, KpOME MEepBOM. *

HE HyMepYyIoTcs BOOOIIE.

YeM MOKHO 3aMEHHUTH CJI0BO, MOBTOPSIOLIEecs: B Ta0dJinIle, He UMeIIei
TOPU30HTAJbHBIX JTUHUMA?

IIPOYEPKOM.

KaBbIYKAMH. *

CJIOBAMH «TO XKE».



B KoH1Ie 3ar0JIOBKOB M MOA3ar0J10BKOB TA0JIHIL:
CTaBATCS TOUKH.
TOYKHU HE CTaBATCSA. *
BO3MOYKHBI 00a BapHaHTa.
Kakue ¢opmbl perucrpanum 10KyMeHTOB CylIeCTBYIOT?
LEHTPAJIN30BaHHAas.
LEHTpAIN30BaHHAas, ACLICHTPAIN30BAHHAs, CMEIIaHHas. *
LEHTPAJIN30BaHHAas, JCICHTPATN30BaHHAS.
CK0JIBKO 3K3eMILISIPOB HOMEHKJIATYPBbI J1eJ1 He00X0AMMO COCTABJIATH?
JIBa SK3EMILISApA.
OJIMH 3K3EMILIAP.
TPH 3K3eMILLIpa. *
Kak Ha3bIBaeTcsi COBOKYITHOCTH JOKYMEHTOB, COACPKAIIMX CBEACHUS O
padoTHuKe?
JUYHAas KapToyKa.
pe3rome.
JIMYHOE J1eJ10. *
Kak Ha3bpIBaeTcsi CIHUCOK 3aroJIOBKOB JieJI, 3aBOAUMbIX HA NPeANPUATHSX,
C YKa3aHHeM CPOKOB HX XpaHeHus1?
KypHaJ pEerUCTPALIH.
HOMEHKJIaTypa Aei. *
aKT perucTpanuu.
KakoB onTuManbHbIi CPOK HCMOJIB30BAHUS TOKYMEHTOB B
1eJIONPOU3BOACTBE?
3rona. *
5 zer.
50 ner.
Kak Ha3pIBaeTcsi J0KyMEHT, NOSICHAIOIIUI CO/lepsKaHue OTAeIbHbIX
MOJIO’KEHN I OCHOBHOI'0 JOKYMEHTA WIN 00bSCHAIMINHA NPUYMHBI KAKOT0-1100

coObITHS, paKTa, MOCTYyNKA?
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aKT.

0oOBsSCHUTENBHAS 3amucKa. *

UHCTPYKLHS.

JlaToil mpoToKoJia siBJIseTCH:

JI€Hb €T0 YTBEPKICHUS.

JIEHb TIPOBEJICHUS 3aceAaHus. *

JI€Hb €T0 TOAMUCAHUS.

KakoB cpok xpaHeHHs IPOTOKOJI0OB?

He MeHee 15 ner.

He MeHee 10 ner. *

HE MEHee 5 JerT.

Kak Ha3biBaeTcst mMcbMO0, COCTABJIsIEMOE C HeJIbI0 MOATBEP KICHUSs
onpeaeJJeHHbIX O0emanni?

UCbMO-OTBET.

rapaHTUMHOE TUCHMO. *

UH(GOPMAITMOHHOE TTUCHEMO.

Ha3zoBuTe cBeieHNsl, KOTOPbIEe HE MOTYT SIBJSITHCSI KOMMEPUYeCKOM
TaiiHoi?

CBEJCHUS JIEJIOBOM NEPEIIUCKH.

KaJpOBBIN COCTaB.

CBeJIeHUsI 00 Y4aCTHH JIOJDKHOCTHBIX JIUI] PEINPUSATHS B OpTraHU3aIHIX,
3aHUMAIOIIUXCS TPEANPUHUMATEIIbCKOMN JeSTETbHOCThIO. *

Kakas undopmanusi cocTaBjisieT KOMMEPYECKYI0 TallHy?

TJIaH Pa3BUTHUS NPEANPUSTHS. *

JOKYMEHTBI O MJIaTeKeCIOCOOHOCTH.

JIOKYMEHTBI 00 yIuiaTe HaJloTOB.

3ammTa ciay:ke0HOH 1 KOMMEPYeCKoil TallHbI OT HENPABOMEPHBIX
MOCATaTeJbCTB MOKET OCYIIeCTBJIATHCH:

Ha OCHOBE HOPM YT'OJIOBHOTI'O ITpaBa.

Ha OCHOBEC HOPM I'pa’KJaHCKOI'0, aAMUHUCTPATHUBHOI'O U YI'OJIOBHOI'O ITpaBa. *
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Ha OCHOBE HOPM I'PaXKJIaHCKOT'O MpaBa.

IIpu ucyHCIeHUN CPOKOB XPAHEHUS JOKYMEHTOB YYUTHIBAIOTCS:

MECSIIbI U TOIBI.

JTHU, MECSIIIbI U TOJIBI.

TOJBKO roAbl. *

Kak Ha3bpIBaeTcsi COBOKYNHOCTb JOKYMEHTOB, CGOPMHUPOBAHHBIX 110
KAKOMY-J1M00 NPU3HAKY, IOMENIeHHbIX B TBEPAYIO 000,109KY, 0(pOPMIIEHHYIO 110
onpeeJeHHbIM MPaBWIaM?

Tarnka.

neno. *

KOpoOKa.

Kakoii 1OKyMeHT He BKJIIYAeTCsl B HOMECHKJIATYPY Aes1?

YUPEIUTEIIbHBIE TOKYMEHTBI.

HAyYHO-TEXHUUYECKHUE TOKYMEHTHI. *

MPUKAa3bl 10 JIMYHOMY COCTaBY.

Kak Ha3bIBaeTcsi 3apaHee 3aroTOBJICHHBIA TEKCT ¢ YHU(PUUIMPOBAHHOU
MOCTOSAHHOM MH(pOpMAaLHeil U MPOIYCKAMHU JJIf 3AI0JTHEHUS MePeMEHHOM
uHopmanmen?

Tpadaper. *

TabIULIA.

OJlaHK.

Kak Ha3piBaeTcsi nUCbMO, cojieprkaliee npeasiokeHue NpUHATH y4acTue B
CeMHMHapax, COBeaHusAX?

MUCHMO-TIPOCHOA.

MUCHMO-TIPE/IJIOKECHUE.

MUCHMO-TIpUTIAIIeHHE. *

Kak Ha3pIBaeTcsi IUCHMO, COCTABJIECHHOE /IJIsl COOOIIEHUS ajpecary o
HANPABJICHUU KAKUX-JTH00 JOKYMEHTOB, MATEePHAJIbHBIX HEHHOCTEN?

COTIPOBOJUTENILHOE MUCHMO. *

MM CbMO-TIPEIOKECHHE.
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MACHMO-TIPOCHOA.

AKT NOANMUCHIBAETCH:

TOJIBKO PYKOBOAUTEIEM OpraHU3alHH.

JIMLIOM, HETIOCPEACTBEHHO COCTABIISIOMINAM JIOKYMEHT.

BCEMH JIUI[aMU, IPUHUMABIIMMU YYaCTUE B €r0 COCTaBJICHUU. *

Kak Ha3pIBaercsi npaBOBOH aKT, M3AABAEMbIi OPraHOM I'OCyAapCTBEHHOT0
YIPaBJIeHUSA B LeJSX YCTAHOBJICHUS IPABUJI, PEryJIHPYIOIIHNX
OPraHM3alMOHHbIEC WM HHbIE CIIeNNAJIbHbIC CTOPOHBI AeATeIbHOCTH
oOpraHusanumn?

ITOJIOKEHHUE.

UHCTPYKIHS. *

pacIopsKEHHUE.

Kak Ha3pIBaeTrcsi JOKyMEHT, COAePKalluii ONMCAHNE U MOATBEPKACHUE
¢paxkToB, coObITHIT?

00BSICHUTEbHAS 3aITHUCKA.

JOKJIaJ{HAs 3aIMCKa.

cripaBKka. *

Kak Ha3pIBaeTcsi JOKyMEHT, a/IpeCOBAHHBIN JOKHOCTHOMY JIMILY U
coJleprKALIUI KAKYI0-JIN00 NPochOy 3asiBUTEIAA?

JOKJIaHas 3aIMCKa.

3asBIeHUE. *

00BbsSICHUTEbHAS 3aITHUCKA.

Kaxk Ha3bIBaercsi J0KyMeHT, IPeA0CTABJIsIeMbIH COCTABUTEJIEM, IIPH
YCTPOHCTBE HA padoTy M coaepxkamuii Onorpaguyeckue JaHHbIE, H3J10KEHHbIE
B 00pPaTHO XPOHOJIOTHYECKOM MopsaKe?

3asiBJICHHUE.

MHACHMO.

pestome. *

Kak Ha3bpIBaercsi J0KyMeHT, B IPOU3BOJIbHOM (hopMe ONTMCHIBAOLIMH

ITANBI )KU3HU U TPYAOYCTPOIicTBA pA0OTHMKA B XPOHOJIOTHYECKOM NopsaKe?
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pe3rome.

aBToOuorpadus. *

3asiBJICHUE.

Kak nHa3biBaeTcsi HOpMATHBHBIH TJOKYMEHT, H3/1aBaeMblil THPEKTOPOM
NnpeAnpUsTHS JJIS pellleHusI KaKuX-JIu00 3agau?

UCHMO.

WHCTPYKITHSI.

npukas. *

IIpuxa3sl opopmIIAIOTCA:

Ha 00111eM OJIaHKe NpeanpusiTus. *

Ha OJIaHKe MHUChMa.

Ha YUCTOM JIUCTE OyMaru.

JlaToil npukasa siBJIsIeTCH:

JlaTa ero HamMcaHusl.

JlaTa ero MmoJNUCcaHusl pyKoBOAUTEIEM. *

JlaTa ero BUSHPOBAHUS FOPUCTOM.

Hymepanusi npuka3oB Npou3BOANTCS:

B BaJIOBOM TIOPSIJIKE C SIHBApS IO JAEKaOph B Mpejernax roaa. *

B BaJIOBOM TOPSIJIKE C MOMEHTA TOCYIapCTBEHHON PETUCTPAIIUU OpTaHU3AIIHH.

C JaThl TOCYIAPCTBEHHON PErUCTpalliy OpraHu3alliy B Mpejieliax roja.

KakoB cpok xpaHeHUsi NPUKA30B M0 JUYHOMY COCTABY?

75 nert. *

50 ner.

25 ner.

KakoB cpok XxpaHeHMsl JOKJIAHBIX 3aNIMCOK 10 BOIIPOCAM /1eATEIbHOCTH
npeanpusitus’?

10 ner.

15 ner.

5ner. *

37



Kak Ha3pIBaeTcsi JOKyMeHT, COCTABJIEHHbII HECKOJIbKHUMU JIUIIAMU H
NOATBEP:KAAIINH (PAKTHI, COOBITHS?

POTOKOJL.

aKT. *

3amuckKa.

Kak Ha3bpIBaeTcsi J0KyMEHT, 2IpeCOBAHHbIA PYKOBOJIUTEJII0
NpeanpUATHS, COAEPKAMIA M3JI0KeHHe KAKOTr0-JIn00 BONPOCca ¢ BHIBOJAMH U
NpeNI0KeHuAMHU?

0OBACHUTEINbHAS 3aUCKA.

aKT.

JIOKJIa/IHasl 3amucka. *

Kak Ha3bpIBaercsi J0KyMeHT, GUKCHPYIOIUHMHA X0 00CYKACHUS BOIIPOCOB U
NPUHATHSA PelIeHU HA COOpaHUAX, COBEIIAHUAX ?

aKT.

MPOTOKOJ. *

JOKJIaJ{HAs 3aIMCKa.

Kak Ha3bIBaeTcsi HOpMATHBHBIH JOKYMEHT, B KOTOPOM OIlpe/e/ieHbI
(pyHKIMH, NpaBa, 00513aHHOCTH M OTBETCTBEHHOCTh COTPYAHUKOB
npeanpusitus’?

yCTaB.

IIOJIOYKEHHUE.

JOJKHOCTHASI MHCTPYKLIMS. *

JlaToil JOKyMeHTA SIBJISIETCH:

JlaTa COCTaBJIEHUS JOKYMEHTA.

JaTa MoJMMCaHus JOKyMeHTa. *

JaTa PErucTpaluy JOKYMEHTA.

Ykaxkure 1aty, 0pOpMIICHHYI0 HEBEPHO:

20.05.98

1 centsi6ps 2003 r.

10.16.02 *
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Eciu aBTopamMu 10KyMeHTa ABJIAOTCH HECKOJIbKO OPraHM3alii, TO 1aTO’
JTOKYMEHTA SIBJISIETCS:

JaTa repBoy MOANUCH Ha JOKYMEHTE.

HanOoJIee O3 THSS JaTa MOAMUCcanus. *

BO3MOXHBI | 1 2 BapUaHTHI.

Kaxoe ko1nuecTBO aipecaToB MOKET COAEPKATH TOKYMEHT?

Tonbko | aapec.

He Oosiee 10 aapecartos.

He Oousee 4 agpecaros. *
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BAPUAHTBI KOHTPOJIbHBIX PABOT

BAPHUAHT 1

1. OcHOBHBIE  TOHATHS WU omnpedeneHus  npeamera  «JOVY»
«/leompon3BoaCTBOY, «ONAHK MOKYMEHTA», «PEKBU3UT ITOKYMEHTa», «(HopMyIsp
nokyMeHTa». Paznens JIOY B nesteabHOCTH QUPMBL.

2. PexBU3UTHI 1 0COOCHHOCTH TPYAOBBIX JOTOBOPOB.

3. CocraBsTe muchMmo-m3Bemenue Hosocubupckoro 3A0 «Dkocan» Ke-
MepoBckoMy 3A0 «IlapTHep» 0 mpuyMHAX 3aJEp>KKU TMOCTAaBOK MAallMH U 000-
pynoBaHUs. YKaKUTE TPUUUHBI 33]ICPKKH.

4. CoctaBpTe AKT O COCTOSIHUM TME€PCOHAJBHBIX KOMIIBIOTEPOB B
BBIUHUCIMUTEILHOM LEHTPE 3aBOJa «3BE3/a». B Tekcre ykaxurte, uro 12
KOMITBIOTEPOB TPeOYIOT pEMOHTa, 3 KOMIIbIOTEpa HEOOXOAMMO CHHucaTh, s 15
KOMITBIOTEPOB HEOOXOMMO MPUOOPECTH AOTIOTHUTEIbHBIE TUIATHI.

5. CocraBbTe CnpaBky mist @enoceeBoit CBernane MropeBHOW B BU3OBBIN
otnen. B cnpaBke ykazaTh ¢ KaKOro BpeMEHH, Ha KaKOW JTOJDKHOCTH OHa paboTaeT, u
Kakou y He€ NOJDKHOCTHOM okiian. [Ipuaymalite Ha3BaHWE OpraHU3AIUY.

6. CocraBpre [lnchMO-TIpUTIIAlIEHHE OPraHU3aMOHHOTO KOMMTETA «OJK-
CIOLEHTP» C MPEMAJIOKEHUEM TOCETUTD CIIEIIUATU3UPOBAHHYIO BBICTABKY « DKOHOMHUS
MATEPUATIBHBIX W TOIUIMBHO-DHEPIETUYECKUX PECYPCOB B MPOMBIIUIEHHOCTI.
BricTaBKa IPOXOIUT B MAaBHWJILOHE BHICTABOYHOTO KOMIUIEKCA. Y KaKUTE CPOK PabOTHI
BbICTaBKU. HeorpannueHHoe 41CiI0 apecaToB.

1. CocrtaBbTe 3asiBJICHHE O MPEIOCTABICHUM OTIyCKa 03 CoJepkKaHus
C.H. IletpoBa cTapiiiero MeHeKepa TOproBoro 3ana marazuna "Jlomosun'.

8. CocraBpTe JloKiIaHYI0 3alUMCKY HayajdbHUKA XO3SMCTBEHHOTO OOBEKTa
«I'PAHUT» o (axTe HEBHITOIHEHHS PACTIOPSKEHUS, O MOHTaKE O0OpYAOBaHUS Ha
yuactke. [lpuwumHa cmaOblii KOHTPOJIb CO CTOPOHBI TyiaBHOro Mexanuka I[LH.

KYSHCHOBa. I[O6aBLTe HCO6XOIH/IMLIC PEKBHU3UTBI CAMOCTOATCIBHO.
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BAPUAHT 2

1. Yro Takoe noxkyMeHT? Kinaccudukanuss JOKYMEHTOB IO pa3IMYHBIM
MpU3HAKaM.

2. Opranu3aiuOHHbIE JOKYMEHTHI.

3. CocraBere CnpaBky s HukxomaeBa Osera BanentunHoBnya. CrnpaBka

HY)KHA JUIsl TIpebsiBIeHUs B MOCKOBCKHI aBHAIMOHHBIA WHCTUTYT O TOM, YTO OH
OKOHYMJI cpe/iHeoOpa3oBaTenbHyto mikoiay Ne 7 B 2013 rony.

4, CocraBpre Ilucemo o nmommucannu porosopa 3A0 «Capuu» ¢ OO0
«AJeKC» MO TOBOJy IIOCTABOK CTPOUTEIBHBIX MAaTEpUANIOB. YKAXUTE CPOKH
MOCTABOK M MEPEUYUCIUTE HECKOJIBKO MO3ULINI CTPOMMATEPUATIOB.

5. CocraBbre IluceMo-otBeT TuUnorpaduu uzgarenbcrBa «Hayka» B OO0
«TpunHrKa» 0 BO3MOXXHOCTH BBITMOJHEHUS 3aKa3a HA U3TOTOBJICHUE OJaHKOB y4eTa U
OTYETHOCTH.

6. CoctaBbre OOBSCHUTENBHYIO 3AMMCKY HAYAJIBHUKY 3aBOJa «3Be3/1a» OT
paboTHUKa 3KOHOMHUYeckoro otnena CrtenanoBa [.U., KOTOphIA HE OTBETHUI Ha
MKAChbMO-3aIPOC, MOCTYIUBIIEE B aApEC MPEANPUATHS [IBa MECALA Ha3al. YKaKUTE
MPUYUHY HEBBITIOIHEHUS. J|00aBbTEe HEOOXOIUMbIE PEKBU3UTHI CAMOCTOSITEILHO.

1. Odopmiienue [Iprka3 o nmpeaocTaBiIeHUN aJIMUHUCTPATUBHOTO OTITyCKa
pabotHuky npeanpustus. Hemocraromue qaHHbBIC YKAXKUTE CAMOCTOSTEIIBHO.

8. [Tpuka3 06 ocBoboxaennu 1.0, @amuius oT 3aHUMAeMOM JOJKHOCTHU B

3A0 «Opuon» B cBsi3H ¢ yBOJIbHEHUEM. [IprunHa 1o cOOCTBEHHOMY KEJIaHUIO.

BAPUAHT 3
1. PexBusutsl noxkymenta. TpebGoBanusi kK opopMiIeHHIO 00s13aTEIbHBIX U
JIOTIOJTHUTEHHBIX PEKBU3UTOB JJOKYMEHTOB.
2. AxT. Ero Buapl. OdopmiieHre U PEKBU3UTHI.
3. CoctaBbTe AKT 0 peBU3UH B Kacce. BrisBieHa HeocTaua B KOJIMYECTBE
20 000 pyOneii. BunoBubiit kaccup 1U.0O. damumnus.
4, CocraBbre Crnpasky ®enopoBy Muxawminy Onerosuuy. CripaBka Hy>KHa O

€ro MCECTC IPOIIMCKH, IIPOKHWBAHWA KW HAJIWYUKW 3aJ0JDKCHHOCTH 110 OINIaTe
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KOMMYHaJIBHBIX yCIYT (€ciii TakoBas uMmeercs). CripaBka Hy>KHA JUJIsl IPEAbSIBICHUS
B bTU (Gropo TexHnueckoil MHBeHTapHu3aum). B Tekcre 00s3aTenbHO yKa3bIBaeTCs,
Cc Kakoro BpeMeHM Muxamsn OneroBud NpOKHUBAET IO JAaHHOMY azapecy. Takyro
CIPABKY MOKET BbIAATh JKMIHIIHO-KOMMYHaIbHOE X0351icTBO (KDY Ne ...).

5. Cocraspre ['apantuitHoe nmuceMo 3A0 «Okocan» B OAO «IIporpecc»
00 oruiate 3a pa3paboTKy pabouux uepTexel HacocHoW ctaHuuu. 3A0 «DkocaH»
rapaHTUpYyeT NPOU3BECTH OIUIATy B TEUEHUE HeNelu (YKaKUTE J1aThl).

6. CocraBere Ilucemo-orBer OOO «Caiim» Ha Mpocb0y CTPOUTEIHHO-
MOHTaKHOU (QupMBI «AJbTapecy» pa3padoTaTh MPOEKTHO-CMETHYIO JTOKYMEHTAILIUIO
Ha CTPOUTEIBCTBO JKUIIOT0 AoMa B noc. [1IkoToBo.

7. CocraBpTe IIpoTOKON 3acenaHvsi HMHBEHTAPU3ALUOHHON KOMHUCCHH
3aBOJla Ta30BOM ammapaTrypbl, HA KOTOPOM pacCMaTPUBAETCS BOMIPOC O PE3YJIbTATaX
WHBEHTapu3aluu 1o ckiagy Ne 2 BcrmoMoraTeabHbIX MaTEPUANIOB.

Ha 3acemanuu 3auuTaHa ciau4uTeNbHAs BEIOMOCTh N0 ckiamy Ne2 wu
OOBSCHUTENBHAS 3aMKMCKA 3aBEAYIOIIETO CKIIAJIOM.

[IpuHsATO TIOCTaHOBIIEHHE 00 YTBEPKIECHUU PE3YyIbTATOB WHBEHTAPU3ALMU U
OTHECEHMs] 3a CYET 3aBEAYIOIIEr0 CKJIAJOM HENOCTa4d BCIOMOTraTeIbHBIX
MaTepHaioB B CyMMe 6 MUJUTMOHOB py0. OcTanbHBIE TaHHBIE OMPEETUTE TI0 CBOEMY
YCMOTPEHHUIO.

8. CocraBere gokymeHT - 3ASBJIEHUE o npenocraBieHun Bam

aJIMUHUCTPATUBHOTO OTIIyCKa IO CEMEWHBIM OOCTOSTEIhCTBAM. (CPOK YKaKHUTE

CaMOCTOSITEIBHO).
BAPHUAHT 4
1. Opranuzainusi JOKyMEHTO000pOTa.
2. JIoKymeHTanus 1no JU4HOMY COCTaBY.
3. CocraBwte [lucpbmo-npocb0y HagexauHCKoM NTUIIEBOAYECKON CTAHIIUU

B KpacBYO aAMUHUCTPALNNUIO O BBIJACICHUU CPCACTB M3 KPacBOI'O 6IOI[)K€Ta B CyMMC

150 ThIC. py0. 7151 PEKOHCTPYKIIMKA UHKYOATOPA.
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4. CocraBpTe IlMchbMO-OTKa3 MPOM3BOJCTBEHHOIO YIPABICHUS Iacca-
JKUPCKUX TEepeBO30K TI. BramuBocTtoka koomepatuBy «Bektop» 1o moBoay
oOecrieueHus WX 3aMacHbIMU YacTAMH JIJIs Tapka aBTOOYCOB. YKaXUTE MPUYUHY
OTKa3a.

S. CocrtaBbTe AKT NMPOBEPKHU CKJIaaa (CTOIOBOM, pectopana). [Ipocpouenst
cepTUPUKaThl KauyecTBa Ha MPOAYKTHl (ACCOPTUMEHT U KOJUYECTBO Ha Ballle
ycMoTpeHue). BIBoIbpI KOMUCCHA O TIPOAYKITUU C TIPOCPOUEHHBIMH cepTuuraTamu?

6. Epemuny Bacunuio MaTBeeBudy Hy»XHa CIpaBKa ¢ MecTa pabOThl JJis
opopMIICHUSI KpeAuTa B Mara3uHe Ha MOKYMNKY ToBapa (ykKas3aTh, IJle M C KaKOTO
BpEMEHHU paboTaeT, KaKyro JTOJDKHOCTh 3aHUMAET, Kakasl CpeIHsIS 3apIuiarTa).

1. CocTtaBbTe OOBICHUTENBHYIO 3aMMCKYy O MPUYMHAX HECBOEBPEMEHHOTO
npejcTaBiieHus uUHGOpMANMU MO TMpUKazy Aupekropa. JloOaBbTe HEOOXOAUMBIC
PEKBU3UTHI CAMOCTOSITEIBHO.

8. CocraBpTe 3asBICHHE O TEPEBOJE BAaC C JOHKHOCTH TEXHOJOra Ha

JOJKHOCTB 3aB. TPOU3BOACTBOM (YKaKUTE AaThl, CPOKH MEPEBOJA, 3apILIATY).

BAPUAHT 5
1. Oco0eHHOCTH ATarnoB 00Pa0OTKU BXOISIINX JOKYMEHTOB.
2. [Tpotokossl Bubl. OPpopMIleHHE U PEKBU3HUTHI.
3. CocraBpre  lIuCpMO-TpUriamieHHe  OPraHU3allMOHHOTO  KOMHTETa

«IKCTIOUEHTP» € MPEATI0KEHUEM MOCETUTh MEXIYHAPOJHYIO CIEUUATU3UPOBAHHYIO
BBICTaBKY «OJKOHOMHSI MATEpPUAIBHBIX W  TOIUJIMBHO-CHIPHEBBIX PECYpCOB B
CTPOUTENIILCTBE W  MNPOMBILIIJIEHHOCTW».  BbICTaBKa  NPOXOAUT  MABUJIbOHE
BbICTaBOUHOTO KoMIuiekca Ha Kpacnoii IIpeche.

4, CocraBbte Ilpuka3 o mpou3BOACTBEHHOW HEOOXOIMMOCTH MPOJOJIKUTH
pabotry 3A0 «Cenena» B BBIXOJHBIE THU C YYETOM JICHEKHOW IMepepabOTKU WU
MPEIOCTABIICHUS JPYTUX THEN OTAbIXA.

5. CocraBere CnpaBky mus Ilerooir Hemnmm CepreeBHe B JIeTCKHU cajn
«Pomarmika» o ToM, uro oHa ¢ 2010 roga mo Hacrosiee BpeMsi paboTaeT BpauyoMm —

TE€paneBTOM B NMOJUKIMHUKE No 24,



6. CocraBbTe [Tucemo-orBer  OAO «Brnagxned» OTKPBITOMY
aKkIMoHepHOMY o0mecTBy «Capabai» O BBIICICHUM MJII HErO0 aBTOMATUYECKOU
JIMHUY IO IPOU3BOJICTBY MakapoH 1oj cianHoe B 2015 r. 3epHo.

7. CocraBbete [IpoTokon oOmiero cobpanus pabodux MPOU3BOICTBEHHOTO
KoomnepatuBa «3amyck» C (y21068biM pACnON0IHCEHUEM PEK8U3UMOE), HA KOTOPOM
oOCyXXJ1alcsi BOMPOC O CO3/aHUM TPOU3BOJICTBA CTPOUTENBHBIX MaTEpPHAIIOB IS
CTPOUTENbCTBA JKUIBIX Ja0MOB. Ha coOpanum Obima 3aciymana uHGoOpMaus
npejceaarenas O BO3MOXXHOCTH CO3/IaHUsSl TAKOTO 11€Xa M MEPCHEKTUBAX €ro paboThl.
[Tocne oOcyxaeHuss OBIIO TPHUHATO PEIICHHE MOPYYUTh TPEACENaTeNI0 U €ro
3aMECTUTEIIO 10 CTPOUTENBCTBY B T€UEHHE 6 MeC. pa3BepHYTh pabOTy U BBIJACIUTD
1151 aTuX 1eneit 300 muH. pyo.

8. Cocraere - 3ASBJIEHUE o mnpemocraBieHHMM BaM OIUIAYABAEMOIO
OTIIyCKa B CBSI3U C BBIXOJAOM Ha ceccuto. Ha3zBanue yueOHOro 3aBelneHHs, CPOK
OTIIyCKa, MECTO pabOThl U JIOJDKHOCTb YKaXXUTE CaMoOCTOSTeNbHO. ([/Ipumeuanue,

yuebHoe 3aedeHnue 001HCHO ObIMb 20CYOAPCMBEHHBIM).

BAPUAHT 6
1. Oco0eHHOCTH ATanoB 00PaOOTKH UCXOAIINX TOKYMEHTOB.
2. JIomKHOCTHAsI MHCTPYKUHUSI. PEKBU3UTHI.
3. CocraBbTe npoekThl Tpukasa pykoBoaurenst OAO «Kackag» o nepeBojie
Bac Ha BpIIECTOSAIILYIO JOJKHOCTD.
4, B pomm cekperaps 3acemanus coctaBbre IIpoTtoxkon. B OAO

«Kapasemia» cocTosuioch 3aceianue npasieHus. [loBecTka aHs Oblna MOCBAIIEHA
pacCIIMpEeHUI0 OTaena MapkeTuHra @upMmbl. B CcBsI3M ¢ 3TUM  BO3HHKIIA
HEO0OXOJIMMOCTh BHECTH U3MEHEHHUS B IITATHOE PACIUCAHUE COTPYIHUKOB (DUPMBI, a
Takke pa3o0paTh HOBBIE [OJDKHOCTHBIC HHCTPYKIIMM Ha BBEJCHHE B OTIEN
MapKEeTHHTa JOJKHOCTU MEHEIXKepa Mo peKIaMe U PEKIIAMHOTO areHTa.

1. CocraBere IIuceMo-npockby OAO «TakoHT» B KOMHUTET TIO
BHEIITHEAKOHOMUYECKOM EATeIbHOCTH aJIMHUHUCTPAIUUA Kpast ¢ TPOChOOH BBIICIUTH

JuleH3u0 Ha BbIBO3 B 2015 1. meca B Kutait B xonuuectBe 5000 ky06. M, Tak Kak
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OTHUM W3 YCIOBUW TIOCTAaBKM MeOeNu JUisi TYPUCTHYECKOTO IIEHTpa SBISETCS
BCTpEYHas OCTaBKa Jieca.

2. CocraBbre IluceMo mpou3BoACTBEHHOTO 00BenauHeHHUs «CHOUHTEK» B
denepanbHOe areHTCTBO MO pPBHIOOJIOBCTBY O BBIACICHUU KBOTHI Ha 3SKCIOPT
MHMHTA€BOMN UKPBI B AIOHUIO.

3. CocraBbre CiyxeOHyI0 3amucKy 3aB. ckiagoM Ne3 3aBojia «ABpopa»
[lerpoBa BsiuecnaBa MBanoBuua miis HauanbHuka AXY 3aBona «ABpopa» Kpyromy
AN. o Hamuuuu cTpoWMarepuaioB Ha Ckjiajae (B JIOKYMEHTE MEPEUUCIUThH AT
HAaUMEHOBAaHUM MaTEPHUAIOB U UX KOJI-BO).

4. CocraBbre CnpaBky. Beigaercs nacnoptuctom XKKX Ne 21 (skunmuniHo-
KOMMYHAJIbHOE XO35IMCTBO) JKUJIbIY O €r0 BPEMEHHOM MECTE MPOKHBaHUS (yKa3aTh

®UO, agpec BpEeMEHHOM PErMCTpalMy U IMPOKUBAHMS, HA KAKOM CPOK BPEMEHHO

3aperucTpUPOBaH).
BAPUAHT 7
1. OcobOeHHoCTH ATanoB 00pPa0OTKU BHYTPEHHUX TOKYMEHTOB.
2. JloroBOpHO-TIpaBOBas JOKyMCHTAITHS.
3. Odopmute npukaz o mpueme Bac Ha pabotry B OOO «bypeBecTHUKY.

BaxHble peKBU3UTHI 100aBbTE CAMOCTOSTENBHO.

4, CocraBere nokymeHT AkT. B 3A0 «ABpopa» mnpoBeneHa NpoBepKa
paboThl OTAENla MapKEeTWHIa IO OKa3aHWIO0 IUIaTHBIX yciyr. Komuccus B cocrase
3aMECTHUTEeN IUPEKTOpa, IJ1. OyXxraiaTepa U HavyajbHUKA OTJieJla MApKETHUHTa B XOJIE
MPOBEPKH OOHApYKUJla HApYyLIEHUS B OPOPMIICHUU JAHHOM JOKyMEHTaluu OyAyT
IIPEICTABIICHBI CAHKIIMH.

5. CoctaBbTe HH(POPMALMOHHOE MHUCHMO O TNPOJAXKE MNEPCOHATBHBIX
KOMITBIOTEPOB 10 JOTOBOPHOM CTOMMOCTH M O BO3MOXXHOCTH IPUHMMAThH 3aKa3bl HA
coctaBiieHue mporpamm. IIponaxkeit 3anumaercs AO «Akoc». YKaxkuTe ABYX

aapecaTos.
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6. CocraBbTe mnHCbMO-0TBET AamuHucTpauuu [IpuMopckoro kpas B
VYrpaBieHue 3ApaBOOXPAaHEHUS O BBIIEICHUM JOMNOJHUTEIbHBIX ACCUTHOBAHWMN W3
KpaeBoro OIJKETa Ha OKa3aHWE MEIULIMHCKON TIOMOIIHM XKUTessaM I. Haxonku.

1. CocraBere ChpaBky mig MakcumoBa AHJpes BrnagumupoBuua st
IIpENBABICHNS B BOeHKOMAaT COBETCKOro paiioHa O TOM, YTO OH B HACTOSIIEE BpeMs
oOyuyaeTcss BO BaJMBOCTOKCKOM MOPCKOM pBIOONPOMBIIUIEHHOM  KOJIIEIXKE
(Yka3aTh C Kakoro BpeMEeHH, 1 Ha KaKOM OTJEJIECHUU 00ydaeTcs).

8. CocraBpre gokymeHt - IIITATHOE PACIIMCAHUME. B Ttabnuie
nepeuncanTe mrat B konudectBe 10-15 yenosek. HanmeHnoBanue opranuzanuu, poa
NEeSATEIbHOCTH OPraHU3aliu, T0JPKHOCTH U KOJIMYECTBO IITATHBIX €IMHHUIL 110 KaXKI0M

AOJDKHOCTH Ha Balll€C YCMOTPCHHUC.

BAPUAHT 8
1. OO6mue mpaBuiia perucTpaIuy JOKyMEHTOB. Peructpanmorabie (pOpMbI.
2. Pa3paboTka W TOpSAOK BBOJA B JICMCTBUE HOMEHKJIATYPHI JIEII.
OdopmieHre HOMEHKIATYPHI JE.
3. Odopmute AKT chnucaHusi KONMHMPOBAJIBHOIO ammapara, YKaKuTe
MIPUYHUHY.
4, CocrtaBbte IIpuka3. Ha ocHOBaHUM MCCIEAOBAaHMS OT/ACIOM MapKETHUHTa

KOHBIOKTYpBI pblHKa cObITa npoaykiuu 3A0 «Enena» npeacraBuia BO3MOXXHOCTb
3aKJIIOUYUTH PAJ BBITOJIHBIX KOHTPAaKTOB. HayanbHUK OTIENna MapKETHHIA PElInI
MOOILIPUTh BEAYIIMX COTPYIHHUKOB MPEMUATIBHBIMU BbBIIJIATAMU K OJrpKaiiiien
3apIuiare.

5. Cocraspte IIncbmo-npocs0y BrnaanBocTokckoro 3aBoja xene300eToH-
HBIX KOHCTPYKIMH B aAMUHUCTPALIMIO Kpasi O BBIACICHUH JTUMHUTA HA CTEKJIOTUIUTKY
«Mpamop» B konnuectBe 50 ThIC. KB. M JJIsI OTAECIKHA HAPYKHBIX CTEHOBBIX MMaHEJIEH
cepuu 135, koTopble 3aBOJ] HAUMHAET BhITycKaTh ¢ 2015 .

1. CocraBere IIuceMo-npocsby 3A0 «IIpummeOens» B  KOMHUTET
BHEIIHEAKOHOMUYECKUX CBSI3€M aJIMHUHHUCTpPALMU Kpas O BbLACIICHUH JMIEH3UN Ha

noctaBky B Kutaii 4000 T metanna B 2015 rony.
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2. CocraBbre JlOKJIaqHYIO 3aIMCKY HAYaJbHUKA MJIaHOBO-3KOHOMUYECKOIO
OTJeJa HAYaJbHUKY O CO3JaHUM JIONOJHUTEIBHOTO KOMIIBIOTEPHOIO Kilacca u
KOMIUJIEKTAllUM  €ro  KommbloTepamu. [loO6aBbTe  HEOOXOIMMBIE  PEKBU3UTHI
CaMOCTOSATEIBHO.

3. CocraBbTe O0OBACHUTENBHYIO 3anucKy. PaboTHuk mexapHu «Kapaaii»
(®UO) oObscHSIET HayadbHUKY MEKApHU MPUUYMHY OMO3JaHMs Ha paboTy. YKaszaTh

JaTy, IPUYHHY.

BAPUAHT 9
1.  Kontponp ucnonHeHus J0KyMeHTOB. CpOKU MCHIOJHEHUS TI0KYMEHTOB.
2. Knaccudukanus pekBU3UTOB U 0COOCHHOCTH O(DOPMIIEHUS CITy:KEOHBIX
3aIMCOK.
3. CocraBpTe  NHUCBMO  OTKa3  NPOU3BOACTBEHHOIO  YIPaBJICHUS

NACCAXUPCKUX MNepeBO30K HuKeropoackoMy TpaHCIOPTHOMY MPEANPUATHIO TI0
BOIPOCY OO€CTeueHus 3alacHbIMU YacTsMU IMapka aBTOOYCOB. YKaKUTE MPUUUHY
OTKa3a.

4, Cocrasptre Ilpukas. Qupekrop OOO «Marenan» OpUHSAT PEIICHUE O
MpUEME HOBOTO COTPYAHUKA B OTHEJI MAapKETHUHra Ha JOJDKHOCTh «PEKJIAMHOIO
areHta». Mexay OOO u crienuaancToM 3aKI0U€H TPYI0BOM T0TOBOP.

5. CocraBbTe [lmuCbEMO-0TBET 00JACTHOTO YINpPaBICHUSI CEIBCKOTO XO-
3siCTBa MpEACEeAaTeNto aklMOHepHOro odmectBa «MpMeHb» Mo BOMpPOCYy MOCTaBOK
JIETKOBBIX aBTOMOOMJIEH 32 CTAHHOE 3€PHO.

6. CocraBbte 3asBnenue o npueMe Ha padoty B komnanuio OOO "burom".

1. CocraBpre AkT. upma «IpuKOH». I. MUHCK. PEMOHT KONTMPOBAJIBLHOIO
anmapara Canon 822 B nanoroBoi uHcnekiuu [lepBomarickoro paiiona r. MuHCKa.
[TpoBeneHHble pabOTHI: 3aMEHa TEPMOY3J1a, OUUCTUTEIBHOTO BajlMKa, ecTepHu. Bee
paboThI BHIMOJHEHBI KAYECTBEHHO, B CPOK.

8. CocraBpre Ilpuka3 o Ha3HaueHMM Bac, BPEMEHHO, Ha JOJKHOCTh

6yxraJ1Tepa—Kaccnpa. HCO6XO,III/IMBIG PCKBU3UTDBI IIO63BI>TC CaMOCTOATCIIBHO.
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BAPHUAHT 10

1. [ToaroToBka u nepenaya A€l B apXHB.

2. Knaccuduxanus, pekBU3UTH 1 0COOCHHOCTH O0(DOpMIICHHS TPUKA30B 110
OCHOBHOM J€ATEIBbHOCTH.

3. OdopmuTte crpaBky O 3apabOTHOM IJIaTE C MecTa pabOThl C yKa3aHUEM
cpellHel 3apab0THOM IJIaThl B MECSII.

4, CocraBbre Ilucemo. 3AO0 «Munena» noaydaer ot OAO «JIluman»
pEeKIaMHYI0 OpOLIIOpY, MPEACTABISAIONLYI0 O0OrpeBaTelibHbIE MPHUOOPHI, KOTOPHIE
MO Obl HAaWTU NTPUMEHEHHE B TEIUIMYHOM Xo3siicTBe. Ha coBemanuu 1o
WCITOJIb30BAHUIO 3TUX MPUOOPOB BBIICHWIOCH, YTO JUISl MPUHATHS OKOHYATEIBHOIO
penieHrus HeoOXOauMbl OoJiee MOJIHBIE JaHHbIE 110 BCEM TOBapaMm JaHHOW TPYIIIIbI,
TaK)Ke MPEUCKYPaHT LIEH C YKa3aHUEM YCIIOBUH MOCTAaBKH. 3apOCUTE OOJIEe MOIHYIO
UH(GOPMAIIUIO O pEKIaMUPYEMOM TOBApE.

5. CocTaBUTh MPOTOKOJI TPOU3BOACTBEHHOTO COBEIaHUsl pPaOOTHUKOB
MJIaHOBO-3KOHOMHUYECKOTO OTJeNa 3aBoJa MEANPEenapaToB, Ha KOTOPOM OblI
pPacCMOTpPEH BOMPOC O JOCPOYHOM pazpaboTke TexmpombuHiiana Ha 2015 rom.
[Tocne oOCcyxkaeHus: TPOU3BOJICTBEHHOE COBEILIAHME MPUHSIIO PEIIeHHE pa3padoTaTh
TEeXNPOM(PUHIUIAH HAa TPU JHS paHbllle YCTAHOBIEHHOTO cpoka. OcTalbHblE TaHHBIE
YKaKUTE CAMOCTOSATEIIBHO.

6. CocraBbTe Jloknaanyro 3amucky.  HavanpHuk cOOpouHOro I1iexa
JIOKJIaJIbIBAa€T HAYAJIIBHUKY 3aBOJa «BbIMIem» O MepeBBINOJHEHUH TJIaHA BBIMYCKa
npoaykuuu (XonoaunbHUKoB Mapku «Minbem») B 4 kBaptane 2018 roma Ha 15%.
[Ipocut noomuputh paOOTHUKOB JEHEKHOU MPEMUEH.

1. CocraBpre Iluchmo-mipurnamieHue OoOBEAUHEHUSI «IKCIOLEHTPY» C
IIPEUIOKEHUEM TIPUHATH Y4YacTUE B POCCHUMCKOW BBICTABKE HAa MEXIYHapOIHOM
obmeotpacneBoit spmapke B T. Usmupe (Typiust). BeicraBka Oyaet npoxoauts ¢ 20
HOs10ps o 10 nexabps 2020 r. B Tekcte Hago0 yka3aTh, UTO y4acTHE B 3TOU sipMapke
MO3BOJIAET IIMPOKO MPEACTABUTH IKCIIOPTHYIO MPOAYKLHMIO OPraHU3AlUH, MPOJATh

HKCIIOHATBI CO CTEH/AA, HM3YyYUTh OCOOEHHOCTU pbIHKA, OOMEHATHCA C APYTUMHU
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YY9aCTHUKAMU SIPMAPKU HAYIHO-TEXHUYECKOW HHPOPMAIUEH U 3aKITIOYUTh BBITOTHBIC
CHEIIKH.

8. CocraBere gokymeHt - IIITATHOE PACIIMCAHHUE. B Ttabnuie
nepeuuciaute mrar B koauuectse 10-15 dyenoexk. HauMenoBanue opranusanuu, poj
JEATEIIBHOCTH OPraHU3aINuH, JOJKHOCTH U KOJMYECTBO IITATHBIX €IMHUI] IO KX IO

AJOJDKHOCTH Ha Balll€ YCMOTPCHHUC.
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HHPUIIOXKEHHUE 1
OBPA3EILl OBJIOKKHU TETPAJIU KOHTPOJIBHOM PABOThHI

OEJIEPAJIBHOE ATEHTCTBO 11O PBIBOJIOBCTBY
«BJIaIUBOCTOKCKMIA MOPCKOH PHIOONIPOMBIIILJICHHBIH KOJJIEIA»
(benepanbHOro TOCYyJapCTBEHHOTO OIOIKETHOTO 00pa30BaTEIBHOTO YUPEKICHHS
BBICIIIET0 0Opa30BaHUs
«J1aTbHEBOCTOYHBIN IOCYIapCTBEHHBIN TEXHUYCCKUMN PhIO0XO035IHCTBECHHBIM
YHUBEPCHUTET
(«BMPK» ®I'BOY BO «/lanbpbIOBTY3»)
3AOYHOE OBYYEHHUE
Braousocmox, yn. Kuposa, 93

KOHTPOJIbHAS PABOTA
0 TUCIIATIITNHE JIoKyMEHTAIIMOHHOE 00eCIIeUeHNE YITPABICHHUS
BapUaHT

CHEIUATBHOCTH

Kypc ugp
®.1.0.
KoHTpoabsHas paboTa nmojiydeHa Ha 3a09HOM OTACICHUH « » 20 T.
Ornenka paboThI
[IpenonaBarens / /
JlaTta nmpoBepkH « » 20 T.
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HHPUJIOXEHUE 2
OBPA3LbBI JOKYMEHTOB

Oo0pa3sen noxymenra Ilucsmo

K
TOO «9PUKOH» TOO «Bapxkac»
yin. [Tonoras, 12, r. Bnmagusoctok, 69068 HauvansHuky TOBapuiecTsa
Ten. 26-25-56, ten/dakc 42-25-87 I'aBoze M.I.

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

p/c 325458415478, n/ca 03060197
B Jlaibkombanke 1. BaaguBocToka

I

12.10.2019 r. No 14

Ha Ne 25 ot 05.10.2019 1. (moawvko 0na nucem-omeentog)

I'. BnaguBocTok

I

O nocraBke 3am4yacrTen

I

I

I

VBaxaembiii Muxaun MIsanosuu!

[Tpocum Bac mocTaBuTh AJI HAMIETO MIPEANPUATHS 3aITIaCTH JIJIsT PEMOHTA
CYIOB
MajomepHoro (iota tura PIIb —202.

Haneemcs, uto Hama npock0a OyJeT BHIMOTHEHA.

[TPUJIOXEHME: (cniucok 3amyacteii) Ha 2 IucTax, B 1 9K3.
I
I

Hauvansauk TOO B.E. I'psizHOB

Menemxep [lepoBa Mapuna MuxaiinoBHa
8-423-245-58-68

I

B neno Ne 01
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A

AO JIAM» AO «JIEWNJIN»
690068, r. BraguBoctok, yi. Kuposa, 45 ['eHepambHOMY TUPEKTOPY
Ten./dakc 33- 44-55 ApTioxoBoii A.B.

OKIIO 4647744646, OI'PH 64546474747,
MHH/KIIIT 76867696869/867566
P/c 4847362543
B ['ocOaunke r. BmaauBocrToka

TAPAHTUHUHOE IUCbMO

01.04.2019 . Ne 14/2
r. BmagusocTok

OO0 ormtare cuera

VYBaxaemaa Aurtonnna BacuibeBHa!
ITIpocum BbICHIATh B HAIll aAPEC KOMIUIEKTYIONINUE U3/ICNINs, 3aKa3aHHbBIC 110

Bamemy karasory.
Onnaty BeICTaBIEHHOTO cueTa rapantupyeM 1o 20 ampens 2019 roga.

['enepanshblil tupektop AO A.B. Ilepymienko

['n. 6yxranTep B.A. EBtyiienko

Ct. Menemxep Kproukos MBan [letpoBuu
8-4232- 323343

B neno Ne 01
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Oo0pa3zen nokymenra Ilperensust

(C
TOO «9PUKOH» Hauvaneauky TOO «Bapxkac»
yi. [lonoras, 12, r. Bmagusoctok, 90068 CamoiinoBy M.H.

Ten. 24-78-54, ten/daxc 21-22-26
E-mail: college@mail.ru
OKIIO 028, OI'PH 102,

WUHH/ KIIII 770/ 771
p/c 215455 n/cu 0154512
B JlanmbkoMOanke r. BnaguBocTok
I
INPETEH3USA
I
05.05.2019 . Neo 45
r. BmagusocTok
I
O HapylIeHUU KOHTPAKTHBIX 00513aTEIHCTB
I
I

VBaxaembiii Muxaun MIBanosuu!

Tekct (B coorBercTBUM ¢ JloroBopoM Ne ... oT...mnu CornacHo JloroBopy Ne
...OT ... Bame npeanpusitie 1070KHO ObUTO WU BBl HE BBIMOTHUIIN JOTOBOPHOE
obs3aTtenbeTBO M. 10 U T.71.)

[TPMJIOXKEHME:
1. Komus norosopa Ne 15 ot 12.09.18 na 5 nucrax, B 1 3K3.
2. ...
3. ...
I
I
Havaneaukx TOO B.E. I'psi3HoB

['n. 6yxranrtep I'.'. laroBa

3aB. otnenoM nocrasku Kproukos MBan [lerpouu
8-4232- 32 33 43, e-mail: vp_926@gmail.com

B neno Ne 01
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Oopasen 10KyMeHTa AKT

A YTBEPXKIAIO
0OAO "9KOCAH" I'en. mupextop OAO
N.®. Jlepmaues
AKT « » 20 T
11.05.2019 r. No 4

MockBa

O nepenaye gen OyxraaTepoM
PaCYETHOW KOMUCCUU

OcHoBaHue: TIpHUKa3 reH. aupekTopa oomectsa ot 25.04.2019 r. Ne 267.

CocraBjieH KoMHCCHeH B cocTaBe:

Ilpeocedoamens: rnasublii Oyxranrep obmecrsa T.C. CmupHOBa.

Ynenvlt komuccuu: 1. Byxrantep pacuetnoi komuccuu A.H. Jlyounanna.
2. Byxrantep E.B. Cumonosa.

B nepuoa ¢ 01.05.2019 r. mo 10.05.2019 r. komuccus mpoBelia MpoBEpKy padbOThI
PacYEeTHOM 4aCTH.

IIpu nepenaye en yCTaHOBJIEHO:

Bce nena pacyeTHOM 4acTH BEJIUCh ITPABUIIBHO.

Ha MomeHT nmpoBepku Bce pacdeThl POU3BEICHBI.

JIOKyMEHTBI 3a KaXK/IbIil O] XpaHATCs B MalKax.

JIoKyMEeHTBI TPUHSATHI IO ONUCH OyxrantepoMm - GUO.

CocraBieH B 3 3K3eMIUIpax:

1-i1 5k3. — B Oyxranrepuio 00I11ecTBa,
2-11 5K3. — B PACUETHYIO 4acThb,

3-#1 9k3. — B geno Ne 03.

[Ipencenarens KOMHUCCUU T.C. CmupHOBa

YiieHbl KOMUCCHA A.H. JlyOununa
E.B. CumoHOBa

B nemno Ne 03



Oo0pa3sen nokymenra CnpaBka

s
3ABO/I «BAPSI»
ya. [lonoras, 12, r. BnaguBocTok, ToproBelii KOMILIEKC
690068 «/lomoTexHHKa
ten. 23-58-54, ten/daxc 31-65-54 KpeautHelii otaen

E-mail: college@mail.ru
OKITIO 02842708, OTPH
1027700380755, UHH 7708033140 KIIIT
771001001

CITPABKA

27.01.2019 . Ne 112
r. BnaguBocTok

NBAHOBA Okcana FHOpseBna ¢ 15.10.2010 roga m mo Hacrosiee Bpems
paboTaeT TEXHUKOM-KOHCTPYKTOPOM MPOEKTHO-KOHCTPYKTOPCKOTO OT/Iea 3aBO/Ia.
Oxuan — 22 600 (/IBanuath IBE THICSIYM IIECTHCOT) PyOJiei B MECHIl.

HavaneHuk oTnena kaapoB B.U. Jlecuna

['maBHBIN OyxTanTep N.O. Kopuena
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Oo0pa3sen nokymenra /lokaaanas 3anmucka

PeMOHTHO-CTpOUTEIBHBIN OTHAE I'enepanbuomy nupexropy AO «pyx0a»
IIpotacoBy A.D.

JOKJIAJHASA 3AIIMCKA

01.07. 2019 r.

r. BmagusocTok

O peMOHTEe KpOBIHU

B cBa3u ¢ TeMm, 4TO 3aKa3yvMK HE BBINOJHWI YCJIOBHUS JIOTOBOpPAa O CPOKax
OIUIaThl ~CTpOMMATEpHAIOB, HEOOXOAMMBIX JUIsI PEMOHTa KpOBJIH, Opuraaa
KpPOBEJIBIIMKOB NiepeBeicHa Ha Ipyroit oowbekT 10 01. 08. 2019 1.

HauvansHuk otaena N.10. IIpanos

['enepanibHOMY AUPEKTOPY

KoHTpOo/IbHO-peBU3HOHHBIN OT/AEJ o0benuneHus «I'paHnuty»
NBanosy N.1.

JOKJIAJHASA 3AIIMCKA

20 mas 2019 1.

r. BnaguBocTok

O nOKYyMEHTAIIMOHHOM
peBusuu B marazune No 2

[Tpu nposenennu 19.05. 14 r. uHBeHTapHU3aMU TOBApHBIX (POH]IOB Mara3uHa
No 2 oOHapykeHa HeocTaya pa3IudHbIX TOBapoB Ha cymmy 32 000 pyo.

IIpomy Bac Ha3HAUMTh JOKYMEHTALIMOHHYIO PEBU3UIO TOBAPHBIX ONEpalui
MarazunHa Ne 2 3a nepuoa ¢ 01.01.2019r. mo 19.05.2019 r.

3am. HayaJpHUKA OTAEINA @.10. Bynbckuii
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Oo6pasen nokymenTa O0bsCHUTEIbLHAS 3aMIUCKA
['enepanbHOMY TUPEKTOPY
Byxraarepus o0benuHeHus «I'paHuT
HNBanory N.N.
OBBACHUTEJ/IBHASA 3AIIUMCKA

20 mas 2019 r.
r. BmagusocTok

I/IHBeHTapI/BaL[I/I}I OCHOBHBIX (1)OHI[0B 06’BCI[I/IHCHI/I$I HE BBIIIOJIHCHA B
Ha3HAYCHHBIN 110 IIpUKa3y JUPCKTOpa CPOK J0O 19 Masi, TaK KaK HC BCC OTACICHUA
InogaJn BECJOMOCTH K YKaSaHHOfI JatTe.

byxranrep M.C. CamoponoBa

OoOpa3zen nokymMeHTa 3asiBjieHHe

['enepanbHOMY AUPEKTOPY

Bbyxraarepus o0benuHenus «I'paHuT
NBanosy 1.N.

3AABJIEHUE

20 mas 2019 1.

r. BmagusocTok

[Iponry npenocTaBUTh MHE OYEPEIHON OIIaYMBAEMBIN OTITYCK € 25 Mas 1o 30
VFOHS.

Byxrantep M.C. CamoponoBa
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['enepanbHOMY THUPEKTOPY
o0benuHeHus «I'paHuT
HBanory N.N.
3AABJIEHUE

20 mas 2019 .
r. BmagusocTok

[Ipomry npuHSITH MEHS Ha pabOTy B JOJDKHOCTH HHXKEHEpaA-TIPOTrPaMMHUCTA.

M.C. Camoponona
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Oopa3zen nokymenra IIporoko.n
(IIpooonvhoe pacnonoicenue pekeu3umos)

i

TEXHOJIOTHYECKHNN IT'OCYJAPCTBEHHBIN
YKOHOMHUYECKHUUN YHUBEPCUTET

ITPOTOKOJI

11.05.2019 r. No
04
BramusocTok

3acenanus kadeapsl punocopun

IIpencenarens — M.U. IleTrpoBa
Cexpetaps — M.I. CamyceHko
[TpucyrcrBoBaso: 30 uenoBek (CIMCOK NPUIATaeTCs).

IMoBecTKka THA:
O moarotoBke K 3uMHei ceccun. Jloknamuuk - 3aB. kadenpoit ¢punocoduu H.A.
KpaBuenko.

CJHYIIAJIA:
H.A. KpaB4eHKO — TEKCT JOKJIaJa IPUIaraeTcs.

BBICTYIINJIA:

H.A. UrnarbeBa - 3aunTana miaH paboTsl (TJIaH MpUIaraeTcs).

JILA. MoxoBa — peaioKuiia BHECTH JIOMOJIHEHUS B IJIaH paOoThI (KpaTKasi 3aIiCh
MIPUJIaraeTcs).

MNOCTAHOBUJIA:
Ono0puTh I1aH PadOTHI MOATOTOBKU K 3UMHEH CECCHM C BHECEHHUEM JIOTIOTHEHUH.
OTBETCTBEHHBIN 3a UCIIOJIHEHNE TTOMOIIIHUK 3aB. kKadeapoit punocoduu I1.T. BaHoB.

[Ipencenarens M.U. Iletposa

Cekperapb
M.HA. CamyceHko
COI'VTACOBAHO
JlupekTop uHCTUTYTA
A.N. Iubpos
« » 2019 .

B nemno Ne 02
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(Yenoeoe pacnonoscenue pexeusumoe)
«BJAJIMBOCTOKCKHI MOPCKOM
PbIBOITPOMBILIJIEHHBIN KOJLJIEIK»
®I'BOY BIO «IAJTbPLIBBTY3»

ITPOTOKO.I

11.05.2019 . Ne 4
I'. BmangusocTok

3aCCI[aHI/IH COBCTa KOJIIICAXKa

IIpencenarens — M.M. Uynkosa
Cexperapp — M. CamyceHKO
[TpucyrcTBoBano: 30 yenoBek (CIUCOK MPHIIAraeTcs).

IToBecTka nuA:
O moAroToBKE KOJUIEI XA K Havany yuyeoHoro roga. Jloxmanuuk — 3am. HavanbpHuka
KoJuteka 1mo yaeoHoi padore H.A. JleBueHko.

CJIYHIAJIN:
H.A. JIeB4eHKO — TEKCT JOKJIa/1a MPHUIIATaeTCl.

BBICTYIINJIN:

H.A. UrnateeBa - 3aunTaiia riad padboThl (IJ1aH Npujaraercs).

JI.LA. MoxoBa — IpeJI0kKH1a BHECTH JOMOJHEHHS B IJIaH paOoThI (KpaTKas 3aruch
MpUIIaraeTcs).

INOCTAHOBUMJIN:

On00puTh Mm1aH pabOTHI MOATOTOBKH K BECEHHEH CECCUU C BHECCHHEM JIOTIOTHEHU.

Cpoxk ucnonnenus a0 03.09.2019 r.

OTBeTCTBEHHBIN 3a HCITOTHEHHE 3aM. HauansHnKka KoJuIiepKa 11o O6HII/IM BOIIpoCaM Pepxnx

M.I.
IIpencenarens M.U. Yynkosa
Cekperapb
M.H. CamyceHko

COI'TACOBAHO
Havansank BMPK

AN. I'ps3HoB
« » 2019 r.
B neno Ne 02
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JKANJUIHO-CTPOUTEJBHBIA KOOITEPATUB «KEJIP»

PEIIEHUE

10.10.2019 r. Ne 10
r. BmaguBocTok

Cobpanus unenoB [IpaBnenus kooneparrusa

Brinucka u3 mpoTokosia cobpaHus YWICHOB MpaBieHus koonepatusa Ne 12 ot
08.10.2019 r.

Ha ocHoBanuu Ycrasa )KCK - pazzgen 1. n.3. O npuHATHH MEp K 3aJ0JKHUKaM
1o KBapriuiare wieHsl [IpaBienus

PELINJIN:

1. [Ipencenarento JKCK B.E. KoounHckomy 0OpaTUTBCS C HICKOBBIM 3asiBICHUEM B CY /I
Ha ujeHoB JKCK, umeroniux 3a10JKEHHOCTH TT0 KBAPTILIATE CBBIIIE 6 MECSIIEB.

2. B.B. lBaHoBOI1 cocTaBUTh nucbMa-npeaynpexacaus ais wieHoB XKCK, nmeronux
3aJI0JKEHHOCTH IO KBAapTIUIaTe MeHee 6 MeCsIEB.

Cpoxk ucnonnenus 10 20.10.2019 rona.

[Ipencenarens KoonepaTuBa B.E. Koounnckunit
Cexkpertapb I'.K. CMupHBIX
COI'JTACOBAHO

[Ipencenarens )KUIUITHO-CTPOUTEIBHOTO
koonepatusa «Kenp»

A.1O. Mopo3zoB

« » T.

B neno Ne 02
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®EJIEPAJIBHOE ATEHTCTBO IIO PBIBOJIOBCTBY
T'OCYJIAPCTBEHHOE OBPA3OBATEJBHOE YUPEXKJIEHUE
BJIAJJUBOCTOKCKHWH MOPCKOM PHIFOITPOMBIIJIEHHBIN
KOJLJIEIK

IMPUKA3 no J.c.
15.11. 2019.

Nell
r. BnaguBocTok

HHPUKA3BIBAIO: npuHiTh Ha JOJDKHOCTB npenogasarens Ousnku CemeHoBY
Maputo KoncrantunoBHy ¢ 20 HOs10pst 2019 r. ¢ 0KJIaoM COIIACHO ITATHOMY
pacIuCaHuIo.

OcHOBaHueE: TMYHOE 3asIBIICHUE.

HavaneHuk kouiemxa B.A. IIpuBanos

C npuka3oM 03HAKOMJICH:
M.K. CemenoBa
«_» 20 1.

B nemno Ne 02
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OEJEPAJIBHOE A'EHTCTBO 110 PBIBOJIOBCTBY
FOCYAAPCTBEHHOE OBPA3OBATEJIbHOE YUPEKIEHUE
BJAAUBOCTOKCKNUU MOPCKOMU PBIBOITPOMBILIJIEHHBIN

KOJUJIELK
ITPUKA3 no J.c.
15.11. 2019r.
No 11
r. BimaanBocTok
INPUKA3BIBAIO:

1. VYBoauts ri. unwxenepa llryky Bnagumupa Cepreesuua ¢ 20 Hos6pst 2019 . o
COOCTBEHHOMY >KEJIAHHIO B CBA3M C BBIXOJOM Ha MEHCHUIO.
OcHoBaHME: TUYHOE 3asIBICHHUE.
Cr. TK P® No27. n.3.

2. TlpunAaTh Ha MODKHOCTH TJ1. nHXKeHepa MuTtsieBa [letpa CepreeBuda ¢ 20 HOSIOps
2019 1. ¢ OKJIa7IOM COTJIACHO MITATHOMY PACIIMCAHHMIO.
OcHoBaHue: JUYHOE 3aBJICHHE

HauanpHuK KOMJIeIKA B.U. llInmkun

C npuka3oM 03HAKOMJICHBL:

N.B. Illtyka
« » 20 r.

I1.C. Murses
«_» 20 r

B nemno Ne 02
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S
AKIIMOHEPHOE OBHIECTBO «I'PAHb»

ITPUKA3

12.05.2019 Ne 12
r. BnaguBocTok

O npoBeneHnn peBu3nn B MarazuHe Ne 2

B nensx ynopsigoueHuss OTYETHOCTH B Marazue Ne 2, mpuHauiexamiemy
aKIIMOHEPHOMY OOIIIECTBY, a TAKXKE C IIEJIbIO MPOBEJCHUS JOKYMEHTAIIBHON PEBU3HH
Y BBISIBJICHUSI BAHOBHUKOB HEAOCTA4YH B Mara3uHe COTJIACHO JOKJIAIHOM OT
10.05.2014 Ne 3/00 HauanbHUKa KOHTPOJILHO - peBU3HMOHHOTO oTnena [llanaesa B.A.

IMPUKA3BIBAIO:

1. IIpoBectu peBusnto B marazuue Ne2 15.05.2019 rona.

2. Haznauaro ct. s3xoHomucra AO Mnsuna B.A. npencenarenem peBU3HOHHON
KOMUCCHUU;

2. Bxirounts B kKomuccuto Oyxranrepa AO MamonToBy O.B. n npojasua marasuHa
No2 PrikoBy B.A.

KOHTpOJIb 32 HCIIOTHEHNEM NIPUKA3a BO3JIOKUTH HA HAYAJIbHUKA KOHTPOJIBHO —
peBu3noHHOrO oTAena [lanaea B.A.

['enepanbnbiil gupexkrop AO A.H. Penxkos

C npuka3oM 03HAaKOMJICHBL:
HavanbHUK KOHTPOJIBHO
—PEBU3UOHHOIO OTAENA

B.A. Illanaes
« » T.

Crt. bxoHomuct AO
B.A. Unsuna
« » T.

ITponaser Mmarazuna Ne2
B.A PrikoBa
« » T.

B nemo Ne 04
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TOBAPHUIIIECTBO C
OIPAHUYEHHOM
OTBETCTBEHHOCTBIO
«IPUKOH»

IIPUKA3

21.09.2019 . Neo 125
I'. Haxonka

O npeMupoBaHUH

B cBs3u 5-11eTHEN ro0BIMHON TOBAPUIIIECTBA CO JHS 00pa30BaHUS

IHPUKA3BIBAIO:

1. Beimnatute BceM padbotHukam TOO npemuro B pazmepe 2000 (IByx ThIics4)

pyOJIeH.

2. HavanpHuky otnena kaapoB CamopuHoit B.A. moATOTOBUTH CIMCKU

coTpyaHUKOB K 25.09.2019 rony.

KoHTposb 3a ucrosHeHueM nprkasa Bo3JI0KUTh Ha TJ1. Oyxrantepa EropoBy

N.B.

Havansauk TOO

Busa cornacoBanus:

['naBHBIN OyxTanrep

N.B. Eroposa
« » 20 1.

Havaneank OK
B.A. CamopuHa
« » 20 1.

B nemo Ne 03

B.E. Koounnckuit

65



&

TOBAPUIIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTHIO

24.10.2019r.

r. BnagusocTok

O npoBeieHUH PEMOHTHBIX pabOT

«CJIIABJA»

ITPUKA3

Nel54

B cBs3u ¢ aBapHﬁHBIM COCTOAHHUCM JSJICKTPOIIPOBOJAKH B ayIUTOPHUU Ne 3

ITPUKA3BIBAIO:

1. DOnextpuky E.A. 3amnaTuHCKOMY 3aMEHHUTbH SJEKTPONPOBOAKY B ayauTopun No

3 10 27.10.2019 r.

2.  Cr.anektpuky M.A. lllaTOBY OCHACTUTh ayJUTOPHUIO TIPOTHUBOTIOKAPHOM
curgaimzaien 1o 30.10.2019 r.
KoHTpob 32 HCIOJIHEHUEM ITPUKA3a BO3JIOKUTH HA IJ1. MHXkeHepa B.A. /lemuna.

Hupexrop TOO

C npuka3zoM 03HAKOMJICHBI:
DNEeKTpUK
E.A. 3amnatuHckui

« » 20 r.
CT. anexTpuk
M.A. lIlaToB
« » 20 r.
B neno Ne 02

B.U. KoBain
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x
AKIIMOHEPHOE OBHIECTBO «9PA»

YKA3ZAHUME

19.10.2019 r. Ne265
r. BnaguBocTok

O npoxoxaenuu piaooporpaduun

Jiist ynopsiioueHHOTro npoxoxaeHus ¢urooporpaduu padorauxoB AO B 2019
rony

HPEJJIATALO:

1. OTtneny KaapoB NPEeIOCTaBUTh CIIUCKU COTPYIHUKOB MOAPA3ACICHUMN IS
poXoXxaeHus Qrrooporpaduu.

2.  PykoBoguTensiM CTPYKTYPHBIX MOIPA3ACICHIN COCTABUTh TPapUKH
npoxoxaeHus gurooporpaduu CBOMX MOTIYNHECHHBIX.

Cpok npenocrapiienus rpadgukos u cnuckos 23.10.2014 r.

KoHTpoJib 3a HCIIOTHEHNEM yKa3aHUS BO3JIOKUTH Ha 3aM. aupekropa B.B. Kapckoro.

Hupextop AO A.B. KoG3app

PykoBoauTenn CTpyKTypHBIX IOApa3ICIICHAN

B.A. Iletun
« » 00

B.A. Petun
« » 00

II.A. Hlatun
« » 00

B.1O. Kpetos
« » 00
Haganpank OK

H.A. Kpyroit
« » 00

B nemo Ne 00
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TOBAPUHIECTBO C OI'PAHUYEHHOM OTBETCTBEHHOCTbBIO
«IPUKOH»
PACHHOPSA’)KEHUE

05.12.2019 . Ne 25
Bramusoctok

O npoBeieHUH PEMOHTHBIX pabOT

B cBs3u ¢ aBapHﬁHBIM COCTOAHHEM KaHaJII/IBaHI/IOHHOﬁ CUCTCMBI B CaHY3JIC
BTOPOI'O 3TaKa

OBA3BbIBAIO:

1. HpOBGCTI/I PCMOHTHBIC pa6OTBI B CaHy3JIC BTOPOI'O 9TaXxKa. OTBETCTBEHHBIM 3a
HCIIOJIHCHHUC HA3HAYUTD CJICCapsA-CaHTCXHHKA B.1. I[CMHH&. CpOK HCIIOJTHCHHA

10.12.2019 rona.

2. KOHTpOJ'IB 34 UCIIOJTHCHUEM PACIIOPAKCHUS BO3JIOKHUTH HA I'NTABHOT'O MHKCHCPA

H.B. Ilerpoga.

Hauvansauk TOO B.E. Kpyron

Cnecapb-CaHTEXHUK
B.1. lemun
« » T.

B nemo Ne 01
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S
OBIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO «9PUKOH»

PACHOPAXKXEHUE

20.04.2019 . Ne 65
r. BnaguBocTok

O nmpeMupoBaHUH

B cBs3u ¢ 50-netHum rob6uneem Oyxrantepa JI.A. PexyHoBoii

MMPEJIAT ALO:
1. npencenarento mpodroma B.A. [lepmMuHOBOI OpraHU30BaTh YECTBOBAHHE
rooumsipa 23.04.2019;
2. 1. oyxranrepy I'.E. )KykoBo#t oopMUTh BEIOMOCTh Ha TIOTy4YECHUE TPEMUU
JILA. PexynoBoii B pazmepe 10 000 (Iecsitu Ticsau) pyOIie.
KoHTpoib 3a UCTIOTHEHUEM PACTIOPSIKEHUS BO3JIararo Ha ceosl.

HupekTop oOiecTBa B.E. Kpyroii

[Ipencenarens nmpodroma
B.A. IlepmunoBa
« » r

B nemo Ne 01
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TOO «3PUKOH» YTBEPXKIAIO
INTATHOE PACITMCAHUE IITAT B KOJTUYECTBE __ €IUHHII
C MeCSYHbIM (POHIOM 3apabOTHOM
10.01.19 . TIaThI pyOnei
r. BnaguBocrok Hupextop TOO
M.U. CamoiinoB
Ha roja « » 20 T
M.IL
HaumenoBa | Konuuect | JlommkHOCT Han6aBku Mecsunbii | [Ipume
HHC BO HBIC [IepconanbH. | mpouune (ony JaHNUC
JIOJDKHOCTH | IITaTHBIX OKJIAJIbI 3apaboTHOU
€AUHUIL (py6.) TJIAThI

HavanbHux 1 20000 10000 5000 35000
I'n. 1 15000 10000 3000 28000
Oyxranrep
Byxrantep 3 10000 2000 500 12500
Menemxep 5 10000 1500 500 11800
OxpaHHUK 3 5000 1000 200 6200
BOJIUTEIIb 1 12000 1500 300 13800
Hroro 13 50000 24500 9200 107300

3amecTtutenb aupekropa TOO

['maBHBII Oyxrantep

B nemxo Ne 00

B.E. Kapam3un

N.B. Eroposa
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3ABO/I «9PA»

HOMEHKJIATYPA JIEJI

10.01.2019 r.
r. BmagusocTok

« »

YTBEPKJAIO

[upektop 3aBona

B.E. Kpackun
2019 r.

Ha rox

Ne nema 3arojoBoK Jena (Toma) Kon-Bo | Cpok xpanenus | IIpume
nen yaHue

(TOMOB)

01 ITpukassl 1 15 ner

02 [TpoTokobl 1 5 et

03 Ucxopsime JOKyMEHThI 1 3 roga

04 Bxopsmme 10KyMeHThI 1 10 net

Pedepent N.0. JlokToHOBa

3aB. apXHUBOM

B nemxo Ne 00

K.H. Umenko
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TOO «9PUKOH»

MNOJOXEHUE
«
23.02.20109r. Ne 12
r. BnagusocTok

O nepconane

OO01me nonaoKeHus

[Ipuem Ha paboTy

[IpaBa u 00s3aHHOCTH

Pabouee Bpemst 1 BpeMst OTAbIXa

3am. lupexropa

Hauvansank OK
A.B. Cracrennna
« » 20 T

B nemo Ne 03

YTBEPXKJIAIO

Hupextop TOO
N.K. UruatoB
» 20

I.

C.A. bonpos
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TOO «9PUKOH»

JOJKHOCTHASA HHCTPYKIUA

15.01.2019 r.
r. BnagusocTok

Ha crapuiero nnxenepa

OO0111e MOJIOKEHHUS.
[IpaBa u 00s13aHHOCTH pabOTOATEIIS.
[IpaBa 1 003aHHOCTH COTPY/IHUKA.

3am. [{upekropa

Hauvansank OK
A.B. Cracrennna
« » 2019 1.

B nemo Ne 03

«

YTBEPXKJIAIO

Hupextop TOO
N.K. UruatoB
» 20

I.

C.A. boapos
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TOO «9PUKOH»
IJIAH
«
25.08.2019 r. No 24

r. BnagusocTok

PexkoHCTpyKIIMM TOPTrOBOTO 3aja

OO11ue moJIoKeHUs.
O06ocHOBaHuE.
OCHOBHBIE MEPOITPUATHSL.
OTBEeTCTBEHHBIC.

3aB. MPOU3BOJICTBA

B nemo Ne 03

YTBEPXIAIO

Hupextop TOO
N.K. UrnatoB
» 20

I.

C.A. bonpos

C:\leno\Meton.1s np.padot - 0601.doc
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* YTBEPXKJIAIO

TOO «9PUKOH»
Hupextop TOO
OTYET N.K. UruatoB
« » 20 T.
30.11.2019 . Ne 05
r. BmagusocTok
OO0 ucroap30BaHUN MaTePUATIBHBIX CPEICTB
Tekcr....
I'n. Oyxrantep B.A. MacnoBa
B nemo Ne 03
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MNPUJIO)KEHUE 3
CJIOBAPb TEPMHWHOB

ABToOMOrpaguss — 3TO  JOKYMEHT, COAEpKallMii  ONUCaHuE B
XPOHOJIOTHYECKOM MOCIIEI0BATEIBHOCTH OCHOBHBIX J3TAlOB >KU3HHU U JEATEIIBHOCTH
NPUHUMAEMOT0 Ha paboTy JMIa UM COCTaBISIEMbIi PaOOTHUKOM B TPOU3BOIHHOMN
dbopme, 6€3 ucIpaBICHUN U TTOMapPOK.

ABTOp [AOKyMeHTa - (U3MYECKOE WM IOPUIUYECKOE JUI0, CleJaBIiee
JIOKYMEHT.

AKT — 3TO JIOKYMEHT, COCTABJICHHBI HECKOJbKUMHU JHUIAMHU (KOMHUCCHUEH),
MOATBEPKIAIOLINN YCTAHOBIIEHHBIE (DAKThl, COOBITHS WIIH IEHCTBHUS.

AHKeTa — D3TO OJAMH W3 OCHOBHBIX JIOKYMEHTOB JIMYHOTO JI€Ja,
OpEJCTaBISIIOIIMI  cO00M TepedeHb BONPOCOB O Ouorpauyeckux JaHHbBIX
paboTHHKa, ero oOpa30BaHMH, BBHIIOJHIEMOM paboTe C Hayana TPYyIdOBOM
NEATEIbHOCTH, CEMEWHOM IOJIOKEHUH U JIP.

- OJIaHK C TepedyHeM BONPOCOB OO0 OCHOBHBIX OHOTpapUUEecCKUX JaHHBIX
COMCKAaTeJsl, ero 0o0pa3oBaHUU, MPEABIAYIICH TPYIOBON AESATEILHOCTH, CEMEUHOM
MIOJIOKEHUHU.

ApXMB - oOpraHu3auuds WJIA €€  CTPYKTypHOE  MOJApa3/elicHue,
OCYLIECTBJISIIOIEE TPUEM M XPAHEHHWE APXUBHBIX JIOKYMEHTOB C  LEJIBIO
UCITOJI30BaHUS.

ApXMBOXpAHWJMINE - CIECHUATBHO OOOpPYJOBAaHHOE TIOMEIIECHHUE ISt
XPAaHEHMS APXUBHBIX TOKYMEHTOB.

ApXHMBHOe [1€JI0 - OTpacib JEATEeIbHOCTH, O0ECIEeUHBAIOas OPTraHU3ALMIO
XPAaHEHUs U UCTIOJB30BAHMS apXUBHBIX IOKYMEHTOB.

ApXMBHBIH JOKYMEHT - J[OKyMEHT, COXpaHSE€MbId WM MOJJIeKAIINI
COXPaHEHUIO B CHJTy €ro 3HaYMMOCTH JIsl 0OIEeCTBAa U PABHO MMEIOUINI LIEHHOCTh
JUTST COOCTBEHHHKA

ApXuBHBIA (OHA - COBOKYIHOCTh ApXMBHBIX JOKYMEHTOB, HUCTOPHYECKUX

W/MIU JIOTUYECKH CBSI3aHHBIX MCXKIY COOOH.
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Bnrank pgokymeHTa — Ha0Op pPEKBHU3UTOB, WICHTU(DHUIMPYIONUX aBTOpa
o(pUIMaTBFHOTO MMCEMEHHOTO IOKYMEHTA.

Bua nucbMeHHOro JOKyMeEHTA - MPUHAJIEHKHOCTh MUCbMEHHOIO IOKYMEHTA
K CUCTEME JOKYMEHTAIIMU 110 IPU3HAKAM COAEPKAHUS U LEJIEBOT0 HAa3HAYCHMUS.

Busza opuuuaJbHOr0O JAOKYMEHTA - DPEKBU3UT JOKYMEHTA, BBIPAKAIOIIUI
COTJIACHE WJIM HECOTJIacue JOJKHOCTHOIO JIMIA ¢ COAEPKAHUEM JOKYMEHTA.

Bxoasimumii JOKYyMEHT; NOCTYNMBIIMUA JOKYMEHT - JJOKYMEHT, HOCTYIUBIIUN
B YUPEKICHUE.

BHyTpeHHnii JOKyMeHT - O(QUIMANIbHBIA JOKYMEHT, HE BBIXOIAUIMN 3a
IIpeAENsl MOArOTOBUBLIEN €0 OPraHU3ALNH.

I'pu¢d orpanuyeHusi JoCTynma K JOKYMEHTY - PEKBHU3UT O(PUIHMAIBLHOTO
JOKyMEHTa, CBHUAETENIbCTBYIOIIMM 00 ocobom  Xxapakrtepe uH(pOpMaIuuy,
OrpaHUYMBAIOIIUI KPYT NOJIB30BATEIEH TOKYMEHTA

I'pu¢ cornacoBanusi - peKBU3UT OPUIHAIBHOTO JTOKYMEHTA, BbIpAXKaroIUi
COTJIACHE YUPEKIEHUS WU €r0 OpraHa, HE SBJISIOIETOCS aBTOPOM JOKYMEHTA, C €r0
COJIEP’KaHUEM

I'pud yrBepaaenuss - pekBU3UT OQUUMATIBLHOTO JOKYMEHTa, MNPUAAOLIUN
HOPMATUBHBIN WJIM IPABOBOM XapaKTEP €ro COACPIKAHUIO

I'ocynapcrBennasi yactb ApxuBHOro ¢gonaa Poccuiickoit denepauum —
apXvBHbIE (DOHIBI M APXUBHBIE JOKYMEHTBI, SIBIIAIOIIMECS TOCYJAAPCTBEHHOW WIU
MYHHUITUTIATBHOM COOCTBEHHOCTBIO.

Jlata opuumaabLHOr0 JOKYMEHTa - PEKBU3UT O(PUIMAIBHOTO JOKYMEHTA,
coJiepKallliii yKa3aHHOE Ha JIOKYMEHTE BpeMsi €ro CO3/aHusl W/UIW MOJMUCAHUSA,
YTBEPKACHUSI, IPUHSITHSI, COTJIACOBAHHUS, OIYOJINKOBAaHUS

/leJ10 — COBOKYNHOCTh JOKYMEHTOB WJIM JTOKYMEHT, OTHOCSIIMXCS K OJHOMY
BONPOCY WJIM YYaCTKY AESITEIbHOCTH, TOMEUICHHBIX B OTAEIBHYIO 00JIOXKKY.

Jle1onpou3BOACTBO  —  OTpacib  JIEATEIbHOCTH,  OOecIedHBaroas

JAOKYMCHTHUPOBAHUC U OPpraHHU3aluIO pa6OTBI C O(i)I/IHI/IaHBHBIMI/I JOKYMCHTAaMMU.
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JucuunJIMHAPpHOE B3bICKAHME - 3TO 3aMEYaHHUE, BHITOBOP, CTPOTHI BHITOBOP
WIM YBOJBHEHHE, HAa3HAYAaE€Mbl€ COTPYAHHKAM OPraHM3alMid HENOCPEICTBEHHO 32
oOHapyKeHHE MTPOCTYTIKA.

JI0BEepEHHOCTh - MHCHbMEHHOE YIOJIHOMOYHME, BBIIABAEMOE OJIHUM JIULIOM
ApPYroMy JHILy Ul IPEICTaBUTENIbCTBA IIepe] TPEeTbUMM JmnaMu. I[IlncemeHHOE
YIOJIHOMOYHE HA COBEPILIEHHUE CICJIKH MPEACTABUTEIEM MOXKET OBbITh MPEACTABIECHO
MPENCTABIIIEMBIM HETTOCPEACTBEHHO COOTBETCTBYIOIIEMY TPETHEMY JIUILY.

JlokjagHas 3amMcKa — 3TO JIOKYMEHT, AaJpPECOBAaHHBIM BBIILIECTOSIIEMY
PYKOBOJIUTEIO, C U3JI0KEHUEM KOHKPETHOW MPOOJIEMbI MJIM TOCTAHOBKOM BOIpOca U
coJiep Kallliii OTBETHI U MPEJIOKEHUS.

JIokyMeHT — 3auKcHUpOBaHHas Ha MaTepUaJIbHOM HOCUTENEe MH(OpManus, C
OINpEIEICHHBIMA PEKBU3UTAMHU, MTO3BOJISIOIIMMHU €€ UAEHTU(ULIUPOBATH.

JIOKyMeHTALlMOHHAs1 CHCTeMa — 3TO0 KOMIUIEKC B3aMMOCBS3aHHBIX
JNOKYMEHTOB, IPUMEHSAEMBIX B MPOLECCE BBINOJIHEHUS Pa3IMUYHBIX YIPABICHUYECKUX
(GyHKUIHM.

JIOKyMeHTHPOBAaHUE — PErJaMEeHTUPOBAHHbBIN MPOLECC 3aMucu HH(OpMALUU
Ha Oymare Wil MHOM HOCHUTele, 00€CTIeUnBAIOIINI €€ IOpUINYECKYIO CUTTY.

JIoKyMeHTO0000pOT — JIBM>KEHUE JOKYMEHTOB B OpraHM3allid ¢ MOMEHTa UX
CO3JaHMs WIH ITOITYYEHUS 10 3aBEPILICHHS HCIIOJHEHUS WU OTIIPaBKH.

Jlo/ZKHOCTHAST MHCTPYKUUS — 3TO JIOKAJIBHBIM OpPraHW3alMOHHO-ITPABOBOM
JIOKyMEHT, YCTAHABJIMBAIOUMIMK [ pabOTHHUKA oOpraHu3anuu (TMOapa3aeICHHs)
KOHKPETHBIE TPYJOBBIE (JIOJKHOCTHBIE) O0SI3aHHOCTH B COOTBETCTBHM C 3aHUMAaeMOU
JOJKHOCTBIO.

J0/KHOCTHAST KApTOYKAa — 3TO VYYETHBIA JOKYMEHT JIOJDKHOCTHOTO
XapakTepa, OTHOCSUIMIICS HE K OTAEIbHOMY JIMIy, a K ONpeJeJIeHHON
HOMEHKJIATYPHOH JOKHOCTH, HA KOTOPYIO OH 3aIIOJIHAETCS.

JNoctyn Kk uHpopManmum — TOJy4YyeHHE CYOBEKTOM BO3MOXKHOCTH

O3HAaKOMJICHHUA C HHq)OpMaHHCﬁ, B TOM 4YHCJIC ITPH IMOMOIIU TCXHUYCCKHUX CPEACTB.
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JIOKyMeHT JIMYHOr0 NMPOUCXOKAEHUS - JOKYMEHT, CO3/IaHHBIM JUIIOM BHE
chepsl €ro CiIyXeOHOW NEATEIbHOCTH WM  BBINOJHEGHUS  OOIIECTBEHHBIX
00s13aHHOCTEH.

JIoKyMeHT BPEMEHHOI0 XPAHEHUAl - JOKYMEHT C YCTAHOBJICHHBIM CPOKOM
XPaHEHUS, 110 UCTEYEHNH KOTOPOTO OH MOJICKUT YHUUTOKEHUIO.

JIOKyMEHT NMOCTOSTHHOT0 XPAHEHHUS - JTOKYMEHT, KOTOPOMY B COOTBETCTBHUH C
HOPMATUBHBIMM JOKYMEHTAaMHM W WHBIMH TIPAaBOBBIMU AaKTaMH yCTaHOBJIEHO
OeccpovyHOe XpaHEHHUE.

Jy0mMKaT JOKYMEHTA — IOBTOPHBIM JK3EMIULSIP NOJJIMHHUKA JOKYMEHTA,
MMEIOIINN IOPUINYECKYIO CHITY.

3aroJioBOK Jesia - KpaTkoe 0003HaUYE€HUE CBEJICHUN O COCTaBE U COJCP KAHUU
JIOKYMEHTOB B JI€JI€.

3aro10Bok 0pUIHMAIBHOIO NOKYMEHTA - PEKBU3UT JOKYMEHTa, KpPATKO
M3JIAraronIui ero coaepKaHue.

3ammura uHpoOpMamuUM — JCATEIBHOCTh MO MPEJOTBPAIICHUIO YTEUKHU
3alMI@aeMol  MHQpOpMalluM, HECAHKIIMOHUPOBAHHBIX W  HEMpEeIHAMEPECHHBIX
BO3J/ICHCTBUI Ha 3alIUIIIaeMyt0 HH(OPMAIIUIO.

Nunexke neaa; Homep aeda - 1udpoBoe WHIM OyKBEHHO-ITU(POBOE
o003HaueHue Jiesia B HOMEHKJIATYpE JIe] OPraHu3allii, HAHOCUMOE Ha €ro 00JIOXKKY.

NuauBuayaJbHbIH CPOK HCHOJHEHUSI JOKYMEHTA - CPOK MCHOJIHCHUS
JOKYMEHTa, YCTAHOBJICHHBII OpraHU3alMOHHO-PACTIOPSIAUTENBHBIM JOKYMEHTOM
OpraHu3alliy WU PE30JIOLHEH.

Nudopmanus -

— JTO CBEIEHUA O JIMIAX, NpenMerax, (akTax, COOBITHSIX, SBICHUSX U
mpoIieccax, He3aBUCUMO OT (POPMbI UX MPEICTABIICHHUS;

— 9TO pa3HOOOpa3HbIE CBEICHUS UM COBOKYITHOCTh CBEJICHUN, a TaK)Ke 0OMEH
COOOILIEHUSIMU MEXYy 0ObEKTaAMHU.

NHcTpyKIusi — 3TO OPraHU3allMOHHO-NPABOBOM JOKYMEHT JJIMTEIBHOTO
JEUCTBUS, OMPEACIIONHA CO00M HAydYHO-TEXHHUYECKHE, (PUHAHCOBBIE W JAPYTHE

CTOPOHBI ACATCIbHOCTH OpraHrn3aluu, CJ'Iy}K6 141 HOI[paSILCHCHI/II‘/’I.
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Hcxonsimmii  A0KYMEHT; OTHPAaBJsieMblii JOKYMeHT - O(HUIMaIbHBINA
JIOKYMEHT, OTIPABISEMbBIN U3 YUPEKICHUS.

KonTposb wucnosiHeHMsT JOKYMEHTOB — COBOKYIIHOCTh JECHCTBUH,
00eCIeUnBaIOIINX CBOEBPEMEHHOE UCTIOTHEHUE TOKYMEHTOB.

Konmusi 1mokymeHTa —  JOKYMEHT, TOJHOCTBIO  BOCIIPOU3BOASIINI
uH(OPMAIUIO TOJJIMHHOTO JTOKYMEHTa M BCE €r0 BHEIIHWE MPU3HAKHU WJIU YacTh X,
HE UMEIOIIUX IOPUINYECKON CUIIBI.

JInunas kaprouka (¢popma T-2) — 5T0 y4eTHBIN JOKYMEHT, 3aIOJIHAECMBbINA Ha
pabOTHUKOB BCEX KATETOPU B OJJHOM 3K3EMILUIIPE HA OCHOBAHUU COOTBETCTBYIOLIUX
JIOKyMEHTOB, TaCIIOPTa, BOEHHOTO OWJIeTa, TPYAOBOM KHMKKHU (151 COBMECTUTENEH —
KOIMKA TPYAOBOW KHIDKKH), JAUIUIOMA (CBUJETENbCTBA, YJIOCTOBEpEHHsS) 00
OKOHYAaHHHM OOpa30BaTEIbHOTO YUPEXKIACHUS M JAPYTUX JTOKYMEHTOB, a TaKXe Ha
OCHOBAaHMH OIpoca pabOTHHUKA.

JInyHOe 1e10 — 3TO COBOKYIHOCTb JOKYMEHTOB IIEPCOHAIBHOIO Yy4yeTa, B
KOTOPBIX OTPaKEHbI HAMOO0JIEE TIOJHBIE CBEJACHUS O PAOOTHUKE U €ro JEATEIbHOCTH.

JINYHBIA JUCTOK MO Y4eTy KAaJAPOB — 3TO OCHOBA JIMYHOTO Jiefia pabOTHHUKA,
MPEICTaBIIAIONIEE COOOM CBOETO PO/ AHKETY, 3aMOJHAEMOE JINYHO PAaOOTHUKOM.

HanmenoBaHue 10KkyMeHTa - 0003HaY€HUE BUJIa TUCBMEHHOTO JJOKYMEHTA.

Herocynapcreennast yacts ApxuBHOro ¢onna Poccmiickoit ®@enepanum -
ApxuBHble (GOHABI W aAPXUBHBIC JIOKYMEHTBI, SBISIONIUMECS COOCTBEHHOCTBIO
HETOCYJapCTBEHHBIX IOPUIMYECKUX JIMIl, COOCTBEHHOCTHIO (U3MYECKUX JHI[ U
BKJIIOUEHHBIE B cocTaB ApxuBHOTO (hoHnma Poccuiickoit denepany Ha OCHOBAHHUU
corJialieHus (IoroBopa) ¢ COOCTBEHHUKOM IOCTIE IKCIIEPTU3bI UX IIEHHOCTH

HomenkiaTypa Jej1 — CHCTEMATU3UPOBAHHBIN IEPEYEHh HAUMEHOBAHUM €,
3aBOJAMMBIX B OpraHu3allud, ¢ yYKa3aHUEM CPOKOB MX XpaHeHHs, O0(OPMIICHHBIN B
YCTaHOBJIEHHOM NOPSIIKE.

Hocurenb nokymMeHTHpPOBaHHOH HHGoOpMaNUM — MaTepPUAIBHBIA OOBEKT,
VCIOJIB3YEMBIM JUISL 3aKpPEIUICHUS U XPAHEHUs Ha HEM pEYEeBOM, 3BYKOBOM WU

n300pazuTenbHON HHGOPMAIUK, B TOM YKCJE B MPEOOPa30BAaHHOM BUJIE.
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OOecneyeHue COXPAHHOCTH JOKYMEHTOB - oOecrneueHne (pu3uKo-
XUMHYECKON COXPAHHOCTH JOKYMEHTOB U UX YYET.

O0bexkT 3amuTbl — HHPOpPMAIMS WIM HOCUTENIb HHQOpPMAIUM, WIN
UH(GOPMAIIMOHHBIN TPOLECC, B OTHOLICHHH KOTOPBIX HEOOXOIMMO O0ecreuynBaTh
3alUTY B COOTBETCTBUU C ITOCTABJIEHHOM LIEIbIO 3aLIUTHl HHPOPMALIH.

O0beM 10KYMEHT0000pOTa — 3TO KOJUYECTBO JOKYMEHTOB, IIOCTYIIMBIINX B
OpPTaHM3aLMIO U CO3JAHHBIX €10 3a ONPEAEICHHBIN IIEPUO.

OO0bsicCHUTEIbHAS 3alIUCKA — ATO JTIOKYMEHT, OOBSACHSIOLIUI BBIIECTOSAIEMY
HEIMOCPEJICTBEHHOMY  PYKOBOJIUTENIO TMPUYUHBI  HEBBINOJHEHUS KaKOro-imbo
MIOPYYEHHUsI, HAPYLIEHUSI TPYAOBOM WM TEXHOJIOTHYECKON AUCUUIIIINHBI.

Opran  3ammurel uHGOpManmuM  —  AAMUHUCTPATHBHBIM  Opra,
OCYUIECTBIISIIOLIMI OpraHU3aLNIo0 32Tl MH(pOpMALUK.

OpraHu3anMoOHHO — PACNOPSAMTEIbHBIA NOKYMEHT — BHJ IHCbMEHHOIO
JOKYMEHTa, B  KOTOPOM  (PUKCHUPYIOT  peUleHHEe  aJAMHHHMCTPAaTHBHBIX U
OpraHM3allMOHHBIX BOMPOCOB, a TAaKXE BOIPOCOB YIIPABIICHUS, B3aUMOJEUCTBUS,
o0ecrieyeHnss M PEryJupoBaHUs JAESITEIbHOCTH OPraHOB BIIACTH, YUPEXKICHUH,
NPEANPUATUNA, OPTaHU3ALNN, UX TOAPA3AEICHUN U JOJKHOCTHBIX JIHII.

Opranuszanus 3amuTsl HHGOPMANMM — COAEPKAaHUE U TOPSAOK JCHCTBHIA
10 00€CTeYEHHIO 3aIUTh HHPOPMAIIIH.

Opranusanmus padoThl ¢ JOKYMEHTAMHU — OpraHU3alus TOKyMEHTO000pOoTa,
XPaHEHHUsI U UCII0JIb30BaHUSI IOKYMEHTOB B TEKYIIEH IEATEIIBHOCTH YUPEXKICHHUS.

OtpacJieBasi cucteMa JOKYMEHTAIIMN — 3TO COBOKYITHOCTh HH(OPMALIMOHHO
CBS3aHHBIX (PYHKIMOHAIBHBIX CUCTEM JOKYMEHTAI[MU, COOTBETCTBYIOUIUX COCTaBYy U
OCOOCHHOCTSIM YIIpaBJICHYECKUX (PYHKIIMIA B OMpeIeJICHHON OTpacii SKOHOMUKH WU
COLIMAJIBHOM KM3HU OOIECTBA U OTPAKAIOIIUX €€ CHEeUPUKY.

O¢uumnanbHble TOKYMEHTBI — JOKYMEHTBI, CO3JaBa€MbI€ HOPUINYECKUMHU
Wi GU3NYECKUMU JTUIAMHU, OQOPMIICHHBIE U YIOCTOBEPEHHBIE B YCTAHOBJIECHHOM
HOPsIIIKE.

Odopmiienue faesia — NOATOTOBKA J€ja K XPAHEHUIO B COOTBETCTBUU C

YCTaHOBJICHHBIMM MIPABUJIAMU.
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OdopmieHue [J0KyMeHTa — TIPOCTAaBJICHHE HEOOXOIUMBIX PEKBU3UTOB,
YCTAHOBJICHHBIX NIPaBUJIAMHA JOKYMEHTUPOBAHUS.

IlepeyeHb HOKYMEHTOB €O CPOKAMM XPAaHEHHUSl - CHCTEMATHU3UPOBAHHBIN
CIIMCOK BUJOB M KaTErOpUi JOKYMEHTOB, COAECPKAIIMK HOPMATUBHBIE YKAa3aHUS O
CpPOKax MX XpaHEHUs.

IlucbMeHHBIH JTOKYMEHT - TEKCTOBBIM JOKYMEHT, MH(OpMaIus KOTOpPOTO
3a(UKCHpOBaHa JIOOBIM TUIIOM UCHMA.

IMopIMHHBIA JOKYMEHT - TOKYMEHT, CBEJCHUS 00 aBTOpPE, BPEMEHU U MECTe
CO3JaHHsI KOTOPOTO, COJEpXkaIUecs B CaMOM JIOKYMEHTE WIIM BBISIBJICHHBIE WHBIM
IIyTEM, TOATBEPKAAIOT JOCTOBEPHOCTD €r0 MPOUCXO0KIACHUS.

HonnmuHHUK (0PUIHAIBHOTO) JAOKYMEHTA - TME€PBbIA WIH €IUHUYHBII
AK3EMIUISIP O(ULIHATIBHOTO JOKYMEHTA.

Hoanuce - PEKBU3UT JIOKYMEHTA, MPEICTABIISAIOLINN coboit
COOCTBEHHOPYUYHYIO POCIHCH ITOJIHOMOYHOTO JIOJKHOCTHOTO JIMIIA.

IHonoxkenue — 3T0 OPraHU3ALMOHHO-TIPABOBOM aKT, ONPEACIAIOMINI TOPSIA0K
dbopMupoBaHus, 3a7aud, OOS3aHHOCTH, MpaBa, OTBETCTBEHHOCTh M OPraHU3aILUIO
paboThl OTIEIBHBIX CTPYKTYPHBIX MOJAPA3ACICHUA MPEANPUATUS, KOJJIETHATBHBIX U
COBEILATEJIbHBIX OPraHOB, (PYHKIMOHUPYIOUIMX Ha MOCTOSHHOW OCHOBE, a TaKkKe
BPEMEHHBIX OPTraHOB.

IHosoxkenue 0 mepcoHase — 3TO AOKYMEHT, YCTAHABIWBAKOLIUNA IPUHLMUIIBI
TPYAOBBIX B3aUMOOTHOILIEHHUH, CIMOCOOBI OpraHM3alMM Tpylda Ha MPEeINpHUsITHH,
OCHOBHBIE TIPaBa U 00S3aHHOCTU MPEANPUATHS U €TO0 NEepCoHaNIa.

IHonoxkeHue 0 MOPAJBLHOM W MATEPHAJIBHOM IMOOUIPEHUH PAOOTHUKOB —
OTO JOKYMEHT, KOTOPBIM YCTAHABIMBACT MOPANOK IIOOLIPEHUS INIEPCOHaANa B
OpraHu3aluu.

ITocTtaHoBjIeHHMEe — 3TO TMPABOBOM aKT, IPHUHUMAEMBIA BBICIIUMU U
HEKOTOPBIMU LEHTPAIbHBIMU OpPraHaMU KOJUIETHAIIBHOTO YIPAaBJICHUSI (KOMUTETaMH,
KOMHUCCUSIMHM) B LEJSIX pa3pelIeHUs] BAKHBIX M MPUHLIUIHUAIBHBIX 337a4, CTOSIINX

nepea f[aHHbIMU OpraHaMu.
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IlocTosiHHOE XpaHeHHe TOKYMEHTOB - 0€CCPOYHOE XpaHEHHE IOKYMEHTOB B
aApXMBHOM YUPEXKACHUH, TOCYJaPCTBEHHOM My3€ee, OnOIuoTeKe.

IIpaBuiia BHYTpPEHHEro TPYAOBOIO pacnopsiika — 3TO JOKaJbHBIN
HOPMAaTUBHBIA AKT OPTraHU3allAH, YCTAHABIMBAIOIINN OPSIOK IPUEMA U YBOJIBHEHHUS
pabOTHUKOB, OCHOBHBIE TIPaBa, 00S3aHHOCTU U OTBETCTBEHHOCTh CTOPOH TPYIOBOTO
JIOTOBOPA, PEXHUM padOThI, BpPEMs OTIbIXa, NMPUMEHSEMble K pPaOOTHUKAM MeEpBI
IIOOIIPEHNS] W B3BICKAHMS, & TaKXKE HMHBIE BOIPOCH TPYAOBBIX OTHOLICHWUN B
OpraHu3aluu.

IIpaBuia JOKYMEHTHPOBAHMS - TPEOOBAHMS U HOPMBI, YCTAHABIMBAIOILNE
MOPSAOK JOKYMEHTHPOBAHMUS.

IIpuka3 — 53TO BaXHEUIIWK IPABOBOW PACHOPAIUTENBHBIA JOKYMEHT,
W3/1aBacMbld PYKOBOJMTEJIEM OPraHU3allMM B LENAX PEUICHHs BO3HUKAIOIIUX B
IIpOLECCe ACATEIBHOCTH CTPATETNYECKUX U TAKTUYECKUX 3a1ay.

Ilpuka3 o mnpueme Ha padoTy — 3TO PaCHOPAIUTEIBHBIA JTOKYMEHT,
NPUMEHSIOIIUKCA ISl y4eTa BHOBb IPUHATHIX HA pabOTy COTPYIHUKOB.

IIpuka3bpl 1m0 JMYHOMY COCTABY — OTO OCHOBHBIE pPaCHOPAIUTEIbHBIE
JIOKYMEHTBI, OINPEACISIIONIME CIy)KEOHOE TMOJOKEeHHEe PAaOOTHUKOB W CIIyXKalllhe
OCHOBAHUE [IJIs1 BHECEHUSI COOTBETCTBYIOLIUX 3alMCEN B UX YUYETHBIE JOKYMEHTBI.

IIpuka3bl M0 OCHOBHOM AeATEIBLHOCTH — 3TO IPUKA3bl 10 OPraHU3aALUHU
paboThl TPYAOBOTO KOJUIEKTHMBA, (PUHAHCUPOBAHUIO, OTYETHOCTH, CHAOKEHUIO H
JIPYTUM IPOU3BOACTBEHHBIM BOIIPOCAM.

IIpoToKoJ — 3TO JOKYMEHT, B KOTOPOM (DMKCUPYIOTCS TTOCIIEIOBATEIBLHOCTD U
COJZIEpKaHUE 00CyX/1aeMbIX KOJIJIErMaIbHbIM OpraHoM (coBelanuem,
KOH(EepeHLIUel, COBETOM U T. I1.) IOCTABJIEHHBIX BOIPOCOB U MPUHATHIX PELICHUI.

PacnopsizkeHue — 3TO MNPaBOBOM  aKT, HM3JaBa€Mbld  E€IWHOJIUYHO
PYKOBOAMTENIEM OpraHU3aldM, €ro 3aMECTUTENSIMH, B OTACJIBHBIX CIIydasx
PYKOBOJMTESIMU ~ CTPYKTYPHBIX  IIOAPA3ACICHUA B  ULEIAX JOBEACHUA 10
WCIIOJIHUTEIIEN ONIEPATUBHBIX BOIIPOCOB.

Perucrpaums — 3anuch YYETHBIX JAHHBIX O JOKYMEHTE IO YCTAaHOBJICHHOU

dopme, pukcupyromas GpakT ero co3laHus, OTHPABICHUS WU TTOJTYYESHHUS.
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PerucTpauMOHHBIA HMHAEGKC [IOKYMEHTA; PerucTpalMOHHbLIA HOMep
AOKYMeHTa - mu@poBoe WU OyKBEHHO-IHM(PPOBOE 00O3HAUEHUE, MPUCBAUBAEMOE
JOKYMEHTY IIPH €r0 PETUCTPaLun

Pe3rome — 510 ckaras KpaTkas uHpopmanus o cebe, COCTaBICHHAs JUYHO
IIPETEHICHTOM Ha BaKaHTHOE MECTO.

Pe3oiironmst JOKyMeHTA - PEKBU3UT, COCTOSIIIMNA M3 HAJAIUCU HA TOKYMEHTE,
C/ICJIaHHOM JIOJDKHOCTHBIM JIMLIOM U COJZIepKallleld MPUHATOE UM PEIIEHUE

PeKkBU3UT T0KYMeHTA — 00s3aTeNbHbINA 3JIEMEHT 0popMIIeHUsT 0(DUIIUATBHOTO
JIOKYMEHTA.

Pemienne — 3TO pacnoOpsSAUTENbHBIA JTOKYMEHT KOJUIETMAIbHOTO OpraHa
YIPABJICHMUS.

PykonucHbIA JOKYMEHT - NMMCbMEHHBIA JOKYMEHT, NP CO3JAaHUU KOTOPOIO
3HAKU NIMCbMa HAHOCST OT PYKHU.

Cay:xeOHble (ynpaBjieHUYEeCKHE) JTOKYMEHTbI — O(UIMATbHBIC JOKYMEHTHI,
UCIIOJIb3yEeMbI€ B TEKYLIEH AESTEIbHOCTA OpPTraHU3aALNH.

Cay:xe0Hasi 3anmucka — 370 opMa BHYTpEHHEH JEOBON MEPEHUCKU MEXIY
MO/IPa3IeICHUsIMA OpPTraHU3alMKi WU JTOLDKHOCTHBIMU JIMIIAMU, HE HAXOJAUIUMUCS B
IPSIMOM OJYMHEHUU.

CucremMa JOKYMEHTAMH — COBOKYITHOCTb JIOKYMEHTOB, B3aMMOCBSI3aHHBIX
M0 MPU3HAKAM MPOUCXOKIACHUS, HA3HAUCHMS], BUIa, CEpbl ACSITEIBHOCTU U €UHBIX
TpeboBaHM K 0POPMIICHHIO.

Cucrema 3ammTbl MHPOPMAIMM — COBOKYIHOCTH OpPraHoB U / WIH
UCIIOJIHUTENIEH, MCIOJb3yeMass MMM TEXHUKa 3alluThl WHGOpPMAIUU, a TaKkxKe
OOBEKTHl 3alUTHl, OPraHU30BaHHbIE M (QYHKUMOHHPYIOINIME IO IpaBHIIaM,
YCTAaHOBJICHHBIM  COOTBETCTBYIOIIMMH  TPABOBBIMH, OpraHu3allMOHHO  —
pacnopsiAUTEIbLHBIMUA M HOPMATUBHBIMU JJOKYMEHTAMH 110 3aIUTe HHPOPMaIUK.

Cpox muCHIOJIHEHUSI JOKYMEHTa - CpOK, YCTAaHOBJIEHHBII HOpPMAaTHBHO-
IIPaBOBBIM  aKTOM, OPraHU3allMOHHO-PACIOPSAUTEIBHBIM  JOKYMEHTOM  WIH

PE30IIOLINEN.
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Tabeab yHuduuupoBaHHbIX GOPM AOKYMEHTOB — 3TO KJIacCHU(PHUKAIIMOHHAS
CXeMa pa3pelieHHBIX K TMPUMEHEHUI0 (OpPM JTOKYMEHTOB, HEOOXOIUMBIX U
JIOCTATOYHBIX JJISl pealu3aluu 3a1a4, U (yHKIUH, CTOSIINX MEepes OpraHu3alusIMu-
pa3pabOTYNKAMH.

Teserpamma — 5TO JOKYMEHT, OTJIMYAIOLIUIICS OT JAPYyruX CHOCOOOM
nepenadyu — no tenerpady.

Texcr opuIHATBLHOrO JOKYMEHTa - HHpopMaius, 3apuKCUPOBaHHAS JTIOOBIM
TUIIOM IMKChbMa WM JHOO00W CUCTEMOMN 3BYKO3aIlMCH, 3aKJIoyaronas B ce0e BCIO WM
OCHOBHYIO YacCTh PeU€BOM HH(POpMALIMU JOKYMEHTA

TekcTOBBIH TOKYMEHT - JOKYMEHT, COJAEPKALIMNA PEUYEeBYI0 HH(POPMALHIO,
3a(pUKCUPOBAHHYIO JIFOOBIM TUIIOM NMKChMa WM JHOOON CUCTEMOM 3BYKO3aIUCH.

THOBOI CPOK HCIOJHEHUS JOKYMEHTAa - CPOK HMCIOJHEHHUS TOKYMEHTA,
YCTaHOBJICHHBII HOPMAaTHBHO-ITPABOBBIM aKTOM.

TpynoBoii 70roBop — 3TO cOryalIeHUE MEXAY PaOOTHUKOM U pabOTOIaTENIEM,
0 KOTOPOMY paOOTHHUK 00s3yeTcs BBINONHATH pabOTy MO ONpEAEIeHHOU
CHELMAIbHOCTH, KBAJM(UKALMKU WM JOJDKHOCTH C IMOJAYMHEHUEM BHYTPEHHEMY
TPYyJIOBOMY pacropsiky, a paboTomaresib 0053yeTcsl BBIIUIAYMBATH PAOOTHUKY
3apa0OTHYI0 TIUIaTy B TIOJHOM o0ObeMe U oOecrneunBaTh YCIOBUS TpYja,
IIPEAYCMOTPEHHBIE 3aKOHOJATEIBCTBOM P®, KOJUIEKTUBHBIM TPYAOBBIM JOTOBOPOM
WJIY COTJIAILIEHHEM CTOPOH.

YauduuupoBanHass cucreMa JAOKYMEHTANMH — CHCTEMA JIOKYMEHTAalWH,
co3JaHHasi MO €AWHBIM MpaBWJIaM M TpeOOBaHUSM, cojepKauas HH(opMmanuio,
HEO0OXOAUMYIO JIJISl YIPABICHUS B ONPEACIICHHON cepe AesITeIbHOCTH.

YuudpuuuposanHass ¢opmMa JOKYMEHTa — COBOKYIIHOCTb PEKBU3HTOB,
YCTAaHOBJICHHBIX B COOTBETCTBMM C pEIIAEMbIMU B JaHHOU cdepe NeaTebHOCTH
3aJJa4aMM U PACIIOJIOKEHHBIX B OMPECIICHHOM MOPsIIKE Ha HOCUTENe MH(POPMALIHH.

Ycras —  JTO OpraHU3aLMOHHBIN YYpPEIUTEIbHBIN JOKYMEHT,
YCTaHABIMBAKOIIANA IIPAaBOBOM CTAaTyC IOPUAWYECKOrO JIMIA, IPEAMET  €ro

ACATCIIbBHOCTHU, IIpaBa, BO3MOXKXHOCTH, O6$I321HHOCTI/I, HAaNMMCHOBAHHUC, IIOPAI0K
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pacmpezienieHusl MPUObUIH U JPyroe, a Takke HeOOXOAMMBIN ISl TOCYIapCTBEHHOU
perucTpauuy NpeanpusThs.

POYyHKIHOHAJIBbHBIE CHCTEMbI IOKYMEHTAMHU — 3TO CUCTEMBI IOKYMEHTALIUH,
BBIJICJICHHBIE B COOTBETCTBUH C KOHKPETHOM (DYHKIIMEH yHpaBICHUS U SBISIOIINECS
MEXAHU3MOM €€ peaau3aluu.

®onpoodpazoBaTeb - OPUINUECKOE WIH PUZNYECKOE JIULO, B IEATEIBHOCTH
KOTOPOTO 00pa3yeTcst TOKyMEHTAIbHBINA (HOHI.

®opmMupoBaHue /1eJ1a — IPYNIIMPOBAHUE UCIIOJHEHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUM C HOMEHKJIATYpOU JEJI U CUCTEMATU3AIUs JOKYMEHTOB BHYTPH Jielia.

@opmyJsip JOKyMeHTa — Ha0Op PEKBU3UTOB OQUIMAIBLHOTO MHUCHBMEHHOTO
JOKYMEHTA, PACIIOJIOKEHHBIX B OIPEIEICHHON MOCIEA0BATEIBHOCTH.

XapakTepuCTHKAa — 3TO JOKYMEHT, KOTOPBIA COCTaBISE€TCA MJIs OLIEHKH
JUYHOCTH pabOTHHKA MO KadyecTBaM, KOTOpbIE OH IMPOSBUJI, HaXOJsACh Ha pabodyem
MECTe.

lleHHOCTH apXMBHOIO JOKYMEHTAa - CBOWCTBAa apXMBHOIO JIOKYMEHTA,
oOycnaBiIMBaIOUIME €ro KYyJbTYpHOE, HAyyHOE, HKOHOMHUYECKOE, MOJUTHUYECKOE
3HAYCHUE.

YepHOBOW [JTOKYMEHT - PYKONUCHBIA WA MAIUIMHOIMUCHBIA JOKYMEHT,
OTpaXkarIluil paboTy aBTOpa WM peJaKkTopa Haj €ro TEKCTOM.

IIITaTHOe pacnucaHMe — 3TO OPraHU3ALMOHHBIA JTOKYMEHT MpEANpUSTHS,
YCTaHABJIMBAKOIINUNA €ro CTPYKTYpY, LITAaTHBI COCTaB M IUTAaTHYI YUCJIEHHOCTH B
cooTBeTcTBUM ¢ YcTaBoM ([lonoxenuem).

JKcHepTH3a EHHOCTH JOKYMEHTOB — OTOOp  JIOKYMEHTOB  Ha
rOCyAapCTBEHHOE XPAHEHUE WJIM YCTAHOBJIEHHE CPOKOB HMX XPAaHEHHsS Ha OCHOBE
MPUHATBHIX KPUTEPUEB.

IOpuanyeckasi cujia JOKyMeHTa — CBOMCTBO O(UIIMAIBHOIO JOKYMEHTA,
cood1IaeMoe eMy JEHCTBYIOIIKUM 3aKOHOJATEIbCTBOM, KOMIETEHIIMEH H31aBaeMOro

oprasa.
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