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Komnemx CKOVY B r. CraBpormnose

MeTtoauyeckue yKasaHUs
K IIPAKTHY€CKHUM 3aHATHAM

OI1.06 loxymMeHTAIMOHHOE O0ecneyeHHe YIpaBJIeHUS

CrennanbHOCTB 40.02.04 IOpucnpynenuus

®dopma 00yueHuss  OvHas

CraBponosb



Meroanyeckue yka3aHMs K IPaKTHYECKUM 3aHSATUAM COCTaBJIEHbl B COOTBETCTBHM C
tpeboBanusimu PI'OC CIIO u mpenHazHaueHbl JUIsI CTYACHTOB, OOYYarOMIMXCS MO CIEHUAIBHOCTH
40.02.04 FOpucnpyaeHuus.

PazpaboTumk:

Koctenko XK.B., npenonasarens komiemka CKOVY B r. CraBpomnoiie



IHosicuuTenLHAA 3aIHCKA

Meronuyeckue  ykazaHMsl K [pPaKkTH4YECKUM  3aHATUsIM 1o  gucuumiauHe  OILO06
JIoKkyMeHTaImoOHHOE 00€eCIeueHre YIpaBIeHUs COCTaBJIEHBI B COOTBETCTBUU ¢ TpeboBanmsimu OI'OC
CIIO u mpenHa3zHaueHsbl Ui CTyAEHTOB, oOyyaromuxcs 1o crenuanbHocT: 40.02.04 KOpucnpynennus
B LIEJISIX 3aKpEIUICHHsI TEOPETUYECKOI0 MaTepuaia i MpUOOPETEHUs IPAKTUYECKUX HABBIKOB 10 JaHHOM
JTUCLUILINHE.

B pe3ynbraTe ocBoeHUs yueOHON AUCHUILIMHBI 00yYaroLMiics JOKEH yMeTh:

- IlpuMeHATh HAa NpPaKTUKE TOCYAAPCTBEHHBbIE CTAHIAPTHI, APYrMe HOPMATHBHO-METOJIUYECKHE

JOKYMEHTBI,  PErJaMEHTHPYIOIIME  OpraHU3aluil0  JOKYMEHTAllMOHHOIO  0OECIEeYEHMs
YIIpaBJICHMUS;

- CocTaBnsATh U MPaBWILHO O(OPMIIATH OCHOBHBIE BHJbI OpPTraHU3AIMOHHO-PACIIOPSAUTEIBHBIX
JIOKYMEHTOB;

- OdopMisATh HHPOPMALMOHHO-CIIPABOYHYIO JOKYMEHTALINIO;

- OdopMIATh KapOBYIO TOKYMEHTAIIHIO;

- OdopMIATh IPETEH3MOHHO-UCKOBYIO IOKYMEHTALIHIO.

B pesynbrare ocBoeHUs y4eOHON AUCIUTUIMHBI O0YJAIOIIUICS JOKEH 3HATh:

- TepmuHONOTHIO B 007aCTH TOKYMEHTAIIMOHHOTO 00ECIICUEHUS YIIPABICHUS;

- HopmartuBHbIE TOKyMEHTBI, pETJIaMEHTUPYIOLIHE COCTaBICHHE U 0(hOPMIIEHUE JOKYMEHTALUH U
MOPSIIOK ee 00paboTKH;

- IlpaBuna cocrtaBieHuss U OGOPMIIEHUS OPraHU3ALMOHHO-PACTIOPAIUTEIbHBIX JIOKYMEHTOB,
BXOJSIIMX B YHU(DULUPOBAHHYI CHCTEMY OpPraHU3aLlMOHHO-PACIOPSIUTEIbHBIX JOKYMEHTOB,
YHU(PUIUPOBAHHYIO CUCTEMY NMEPBUYHON YYETHOM JOKYMEHTALIMHM B YaCTU JOKYMEHTALMM IO
yuery Tpyna;

- Tlopsnok mpoBeneHHUs! SKCIEPTU3bl LEHHOCTU JOKYMEHTOB M IOATOTOBKH JI€Nl K apXUBHOMY
XPaHEHHUIO.

- TexHonoruto opranu3zany JOKyMEHTOO00pOTa B OpraHU3alusaX (yUpeKIECHUIX).

MecTo IUCHUMIUIMHBI B CTPYKType oOpa3oBaTelIbHOM Nporpammsl: obmenpodeccuoHanbHas

IUCUUIUIMHA  “JIOKyMEHTallMOHHOEe oO0ecliedeHue YIpaBJIeHUs BKIIOUYEHA B NPOQecCHOHATbHBIHN
y4ueOHbIi uKi o cnenuaibHocT 40.02.04 FOpucnpyaeHus

ITPAKTUYECKUE 3AHATUA
IIpakTH4yeckoe 3aHsATHE
Tema 1.3 Crioco0bI M IpaBHJIa CO31aHUS JOKYMEHTOB

Leap padoThl: U3YUUTH PACIOIOKEHNE PEKBU3UTOB U IPAHULIBI 30H Ha popmaTe A4 yrioBoro u
npoaonbHoro 6iankoB cornacHo 'OCT P 6.30-2003 «YHuduuUpoBaHHas cUcTeMa OpraHU3al[OHHO-
pacnopsAUTENbHON JoKyMeHTauu. TpeboBaHus K 0POPMIIEHUIO TOKYMEHTOB
Ilopsinok npoBeeHUs 3aHATHS:

B nHavane 3aHATHS cleqyeT O3HAKOMHUTBCS CO CXEMaMHU paCIOJIOKEHUS PEKBU3UTOB
OpraHU3alMOHHO-PACHOPSAUTENBHBIX JJOKYMEHTOB ((OpPMYIISphI) YIJIOBOTO M MPOAOJIBHOTO OJaHKOB
¢dbopmaroB A4.
3aganme:

Ha nucre dopmara A4 u300pa3uTh CXeMbl pPACHOJIOKEHUS PEKBU3UTOB W TPaHMIBI 30H Ha
¢dopmare A4 yrmooro u mponosnbHOro 6mankoB corimacHo ['OCT P 6.30-2003 «YuudunupoBaHHas
cUCTéMa OpraHU3alMOHHO-PACHOPSAAUTENBHOM  JOKyMeHTauuu. TpeboBaHUs K  O(OPMIIEHUIO
JIOKYMEHTOB.

Bonipocs! 1Uisi mpoBeeHHsT co0ece10BAHUSI:



1. Jlalite omnpenencHUe TMOHATHS «OPraHU3ALUOHHO-PACHOPAIUTENbHBIM JokyMeHT» (OP/l) u
IPUBEIUTE KJIAcCU(UKALIMIO 3TOT0 BUJA TOKYMEHTOB.
2.TloHsATHE: «PEKBU3UT» TOKYMEHTA.
3. Ilepeuncnure cocraB pexkBuzutoB OPJ] mo 'OCT P 6.30 — 2003.
4. Yto Takoe «ONaHK JOKYMEHTa» U KaKue BU/IbI OJIaHKOB BBI 3HaeTe?
5. Kakue BapuaHThl pa3MelleHuss Ha OJIaHKe IOCTOSHHBIX PEKBU3UTOB Bbl 3Haere? KakoBbl
0c00eHHOCTH UX 0(OpMIICHUS?



CXEMBbI PACHHOJIOKEHUSA PEKBU3UTOB JOKYMEHTOB

o B 73 - 88 10
. .
3
: 0l 02 16 19
&~ 03
08 09 10 15
- 04 05 06 07
X
& 1112 17
- 13
~ 14
b i8
@
2 0
20
=*
o
T 21 22 25
=4
1 23 24 2
27
=4
]:28 30 29
o
+
<o
o~
v —!

. 210

Pucynox 1 - PacnonokeHue peKBU3WTOB M TpaHUIlbl 30H Ha ¢dopmare A4 yrioBoro OjaHka
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Pucynoxk 2 - PacnionoxeHne peKBU3UTOB M I'paHUIIBI 30H Ha (hopmaTe A4 mpoaoabHOTo O1aHKa



IIpakTnyeckoe 3ansiTHE

Tema 2.1 OdopmiieHne HHPOPMALHOHHO-CIIPABOYHOM JOKYMEHTALMHU
Iear pabGorTbl: 3aKkpenuTh MOJYYEHHblE 3HaHUA; CHOPMHPOBATH  HABBIKK  O(QOPMIICHUSA
MH(POPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB.
Iopsaok BeINOJIHEHNs paOOThI (CTYACHTHI BBINOJIHAIOT JIBA 3aJJaHUs U3 PEAJIOKEHHbIX Ha BBIOOD):
1. Hanumure OTBETHI Ha CIEAYIOLINE BOIIPOCHI:
- JIeNIOBBIE NMHUChbMa: (PYHKLMU, KiIacCUUKanus;
- CTPYKTYpa U PEKBU3UTHI JI€JI0BOT0 IIUChMa.
2. CocraBbTe CiIy*)eOHOE HHUIIMATUBHOE MMCbMO-HAIIOMUHAHKE 10 CIIEIYIOIUM JaHHbBIM:
aBTop nucbma — 3A0 «KKBAHTPAY,
aapec: nep. Ctpemsinaol, 36; Mocksa; 113054,
OKTIO 03944527,
OI'PH 1038800839857
WHH/KIIIT 5708022410/817002002;
MOJIKCHIBAET MUCHMO - qupekTop Bosoxos U.B.;
aapecar: qupexrop TOO «JIMIAEP» Coxonos A.H.;
aapec: yn. Ocroxenka, 1.9; Mocksa; 142274;
OKIIO 04956728; OI'PH 1056600849824;
WMHH/KIIIT 2508022310/624002004.
[TuceMo sBNSIETCS HAIOMHHAHUEM O TOM, YTO 00s3aTenbcTBa 1Mo KOHTpakTy Ne25 ot 14.02.2021 o
IIOCTaBKEe MeOEIM He BBIMOJHSIOTCS, CPOK OTIPY3KM HCTEK 2 HEJeNu Ha3ajd, U 3aJepXKKa MOCTaBKU
MO>KET IPUBECTHU K MPEKPALLEHUIO0 COBMECTHOH J1€ATEIbHOCTH.
3. CocTaBbTe OTBETHOE TUCHMO, B KOTOPOM OyJ1eT COOOIIEHO O MPUYMHE 3aJePKKU OCTaBKU MeOenu U
MPUHSATHIX Mepax.
4. CocTaBbTe AOKIAIHYIO 3alIMCKYy HAYaJbHUKA IUIAHOBO-DKOHOMHMYECKOTO OT/AENA, PYKOBOIUTEIIO
npeanpusaTis 00 obecrneueHu OTena YeThpbMs KoMmmbloTepaMu. OcTaibHbIE PEKBU3UTHI YKAKUTE
CaMOCTOSITEIILHO.
5. CocraBbTe AOKJIagHYIO 3amucKy Oyxranrepa Tumommuoit W.II. rnaBHomy Oyxranrepy ¢upmbl
«Pybun» babuuey H.II. ot 15.09.2021 o npoussenenHoit Tumomnnoit M.I1. npoBepke BBINOIHEHUS
npukaza aupekropa @upmbl Ne 92 or 12.01.2021 «O cocrossHuuM OyXraaTepckoro ydera Ha
CTpouTeNbcTBE 0a3bl OTAbIXa B paiioHe OOckoro Mopsi». B mpukase ObuIM yKa3aHbl KOHKPETHBIE CPOKU
JTUKBUJAIIMN HEJ0CTATKOB, OOHapYyKeHHbIX B siHBape 2021 roma. B mokmanHo# 3amucke JOKHO OBITh
OTMEUYEHO BBIMOJIHEHHWE BCEX IYHKTOB MpHKa3a, 3a MCKIIOUYEHHEM IyHKTOB OO0 OpraHu3aiuu
paBHOMEPHOM €XeJHEBHOM cliaun pabounMu HapsiioB Oyxrantepy. Beisisieno, uro 25 ¢gespans 2021 r.
ObU10 craHo TosbKo 35,2% Beex HapaaoB. OctanbHble Hapsabl caanbl 1 mMaprta. [1o rpaduky cpok cnaun
MOCJIEAHUX HapsSAA0B 3a MPOULUIbIM MeCsI] yCTaHOBJIEH NEPBOro YUcia ciaeayromero Mecsaua. OcranbHble
JTaHHBIE YKAKUTE CAMOCTOSITENIBHO.
6. CocTaBbTe NMUCHMO — MpUTTIANIEHHE 00bEeAMHEHNS « IKCIIOLEHTP» C MPEAT0KEHNEM PUHATh y4acTHe
B POCCHUHCKOHM BBICTaBKE Ha MEXIyHApoJaHOW oOmieorpacineBoi sipmMapke B T. M3mmpe (Typuus),
KoTopas 0yzaet npoxoauts ¢ 20 HoaOpst o 10 nekabps 2022 roga M3mupckast sspMapka sBIsIeTCsl OJHUM
U3 KpPYNHEHIINX TOProBBIX MEPONpPHUATHI CcTpaH cpenHero M OmmwkHero Bocroka. B Tekcre Hano
yKa3zaTb, YTO y4YacTHE€ B 3TOM spMapKe MO3BOJSET WIMPOKO MPEICTaBUTh SKCHOPTHYIO MPOIYKIHUIO
OpraHu3al|M, MMPOJaTh SKCIIOHATHI CO CTEHJA, U3YYUTh OCOOCHHOCTHU PBIHKA, OOMEHSTHCS C JAPYTHMMHU
Y4aCTHUKAMHU PMapKH HAYyYHO — TEXHUUYECKON HHPOpMAaIMel U 3aKJIIOUNTh BBITO/IHbBIE CIIENIKH.
7. OpopmMHTe HHULIMATUBHOE MTUCHMO, PACIIONOXUB peKBU3UTHI B cooTBeTcTBUU ¢ ['OCT P 6.30-2003:
Hupektopy pekinamHoro areHtcTBa «Jpa» H.U. UepkacoBy, np. Ctpouteneit, 5/2, r. Ouck 29.05.2021
Ne 58/03-05. O6 M3roTOBJIECHUU U PAa3MELICHUM PAcTsKKHU. YBakaeMblii Huxomnait MisanoBuu IIpocum
Bac u3rotoBUTh U pa3MECTUTh PACTSHKKY YeEpe3 MPOE3KYI0 4acTh 1o yi. CagoBoi B pailoHe Mara3uHa
«Berb» Ha 23 gHs (c 18 wuronsg mo 11 aBrycra). OmnaTy M3rOTOBIEHMS, Pa3MELICHUS M apeHBbI
rapaatupyem. C yBaxenueM. [ 'enepanbublil nupektop M.A. laBnoB. AntonoBa 45-83-98.

Bonpocsl 11 npoBeaenns codece0BaHUS !



Eall A

Obpasey cnysicedbHo20 nucoma

OTKpBITOE aKIIMOHEPHOE

obmiectBo «l"apanT»

(OAO «I"apanT»)

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

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

p/c 3031234560078 B dpunmane

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

14.01.2021 Neo 01-05/21
Ha Ne oT

O 3ampoce npeIoKeH s Ha TOCTaBKY
XOJOAUIBHOTO 000PYAOBAHUS

Yro takoe ciyxedHoe mrcbMo? Ero mecto B €70BOI mepenucke.
Kakue Tpe6oBaHus HEOOXOAMMO COOIIOAATE IPU BEICHUH MIEPEMNUCKU.
KakoBa cTpykTypa 1es10BbIX Tucem?

Knaccudukanus 1e10BbIX IHCEM.

Hupextopy 3A0 «Inamor»
B.A. OpnoBckomy

VYBaxaemsblit Bacuinii AHTOHOBHY!

ITpocum Bac BbiciaTh Ha Hall aapec MpeUIoKeHNne Ha OCTaBKy OOJIbIION MapTHH XOJOJMIBHOTO
obopynoBanus. B mpemiokeHnn MpocuM yKa3aTh CTOMMOCTD OJHOM XOJOIMIBHON KaMephl TPH
OITOBOM MOCTABKE, CPOKHU IMMOCTABKH, CTOUMOCTh TPAHCIIOPTUPOBKHU U (HOPMY OIIJIaThI.

3apaHee OnarogapHbl U yOEXAEHbI, YTO HaIlle COTPYAHUUYECTBO OYyJIET MJI00TBOPHBIM.

C yBaxxeHnuem,

Jupekrop Hecmeposuu

Obpasey cocmagnenus nucoma
HAMMEHOBAHUE OPI"TAHU3ALINN

CripaBouHbIe JaHHbIE 00 OpraHU3aINH

(MHAEKC MPEeANPUATHS CBSI3H, TOYTOBBIN
aapec, Ne renedona, axca u 1. 1.

OKIIO OKV/)

00.00.0000 Ne 00
Ha Ne 00 ot 00.00.0000

3aroj0BOK K TEKCTY, (OTBE4aeT
Ha Borpoc «O ueM?», HauMHaeTcA

C.B. Hecteposu

AJlpecaT: HAMMEHOBAaHUE JOJKHOCTH

Qamumus M.O. (Bce B JaTenbHOM
TTaJIeke)

[TouToBBIM MHIEKC, aapeC



¢ mpeagora «O»)

Ecnu TekcT mucbMa cOCTOMT U3 ABYX M Oosiee ab3aleB, TO MUCHbMO IeyaTaercs ¢ 5-ro 3Haka (ot 1-
ro nojoxeHusi Tadyssropa). TekcT 6e3 ab3aleB MOKET HeyaTaTbCcs HEMOCPEICTBEHHO OT JIEBOTO TOJIS
(ot 0-rO MOJNIOKEHUS TAOYIATOPA).

Tekcr mucpbma JODKEH BKIIOYATH TPH CTPYKTYPHBIX SJIEMEHTA: BBOJHYIO YacCTh, M3JIAraromIyro
MmoBOA JIA HAITMCAHUA NMMCbMaA,; JOKA3aTCJIIbHYIO YaCTh, IPUBOJAIIYIO JOBOAbI, CCbUIKKM HAa HOPMATUBHLIC
JTOKYMEHTBI; 3aKJIFOUYNTEIbHYIO YaCTh, B KOTOPOH M3J1araeTcs mpoch0a, coriacue, 0TKa3 u Ip.

Bo3MmoskeH 0OpaTHBII MOPSAJOK MOCTPOSHUS MHUChMA: 3aKIIOUUTENIbHAS YacTh MPUBOIAUTCS NEpe
JO0Ka3aTeIbHOM. DTOT MOPSIIOK XapaKTEePEeH LIS MHCEM BBIIIECTOSIINX OpraHU3aIni.

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

HaumeHnoBanue n0KHOCTH
PYKOBOIUTENS (moamuce) H. O. ®amunus

Bussr:
JIOKHOCTh
(moamuch) N.O. Gamunus

Ucnonautens (Pamunus nian OamMunms, UMs, OTIYECTBO)
tenedon 000-00-00

IIpakTH4yeckoe 3aHsATHE
Tema 2.2 OdopmiieHHe OPraHU3alMOHHO-PACTIOPAANTEIBHOM JOKYMEHTALINH

Ileas padoThl: MpUOOPECTH HABBIKM B COCTaBICHHUU M O(QOPMIICHHMM PEKBU3UTOB OPraHMU3ALMOHHBIX
NokyMeHTOB, pykoBoAcTBysicb ['OCT P 6.30-2003 «YHu¢uuupoBaHHas cucTeMa OpraHu3allMOHHO-
pacropsauTeabHON TokyMeHTauuu. TpeGoBaHus K 0hOpMIICHUIO JOKYMEHTOBY.
IMopsiiok npoBeaeHUs 3aHATHS:

B Hauane 3aHATHSA clelyeT MOBTOPHUTH MOPSIOK COCTaBICHUS U O()OPMIIEHUSI OPraHU3allMOHHOTO
JNOKyMEHTa «/{0JPKHOCTHAS MHCTPYKLUSD.

3ananne Nel:
CocTaBuTh JOKHOCTHYIO HHCTpYKIMIO a7 Oyxrantepa 3A0 «JIMPA» IlaBnosa H.A., nupexrop
¢bupmbl CrinpuioHoB A.B., ocTanbHble peKBU3UTHI YKAXKHUTE CAaMOCTOSATEIBHO.

Obpaszey

HAVMMEHOBAHUNE OPT"AHU3 AL YTBEPXIAIO
Wuaexc npeanpusTus CBs3H,
MOYTOBBIN ajpec,

Ne renedona, dakca u T.11. N.0. Gamunus

PyKOBO)II/ITCJ'IB opraHu3anunu

« » T.

JOJDKHOCTHAS MHCTPYKIUA
« » 20 r. Ne

Oyxranrepa



1. OBIIUE ITOJIOXEHU A

1.1. Hacrosmas 0mKHOCTHAS. MHCTPYKIUS onpeenseT QyHKIMOHANbHbIE 003aHHOCTH, IIpaBa U
OTBETCTBEHHOCTH Oyxrantepa " " (nanee - "opranuzanusa').

1.2. byxranrep Ha3Ha4yaeTcs Ha JOJHKHOCTh U OCBOOOKIACTCS OT JOJKHOCTH B YCTAaHOBICHHOM
JEWCTBYIOIUM TPYAOBBIM 3aKOHOIATEILCTBOM HOPSIJIKE IPUKA30M PYKOBOAUTEIS OPraHU3aIUH.

1.3. bByxranTtep noq4uHsETCS] HEOCPEICTBEHHO OpraHH3aIliH.

1.4. Ha nomxHOCTh OyXranrepa Ha3HauyaeTcs JIMLO, UMEIOLIEE:

1.4.1. byxrantep | xareropum: BbIciee MpodhecCHOHATBLHOE (IKOHOMHUYECKOE) OOpa3oBaHUE M
cTax paboThl B ToHKHOCTH Oyxrantepa Il kateropun He Menee 3 JeT.

1.4.2. Byxranrep Il kareropuu: Beiciiee mpodeccuoHaNbHOE (IKOHOMUYECKOE) oOpa3oBaHue 0e3
npeabsBieHUsT TpeOOBaHUNH K CTaxKy pabOThl WM CpeaHee NpodecCHOHaIbHOE (IKOHOMUYECKOE)
o0Opa3oBaHHe U CTaXX pabOTHI B JOKHOCTH OyXranTepa He MeHee 3 JieT.

1.4.3. byxranrep: cpeanee npodeccHoHATbHOE (IKOHOMHYECKOE) 00pa3oBaHue 03 PeIbIBICHHS
TpeOoOBaHUM K CTaXy pabOThl WM CIEUUATbHYIO MOJAIOTOBKY MO YCTAaHOBJIEHHOM MporpaMMme U CTax
paboTHI 1O YYETy B KOHTPOJIIO HE MEHee 3 JIeT.

1.5. byxranrep qoJKeH 3HATh:

- 3aKOHOJATENbHBIC AaKTHl, IIOCTAHOBJICHHS, pPACHOPSDKEHUS, TIPHKa3bl, PYKOBOJAIIHE,
METOJIMYECKUE M HOPMATHUBHBIE MaTe€pHalIbl MO OpraHM3allh OyXTralTepCKOro ydeTa HMYIIECTBa,
00513aTENbCTB M XO3SMCTBEHHBIX ONEPALMi M COCTABICHUIO OTYETHOCTH;

- (opmBI U METOBI OYXTaITEepCKOro y4eTa B OpraHu3alliu;

- IUTaH ¥ KOPPECTIOHACHIIUIO CUETOB;

- OpraHu3alro JOKYyMEHTO000pOoTa MO y4acTKaM OyXTalTepCcKOro yuera;

- TIOPSIOK JIOKYMEHTAJIBHOTO O(OPMIICHHS M OTPXKEHHS Ha cYeTax OyXraJITepCKOTO ydeTa
oreparii, CBS3aHHBIX C JBI)KEHHEM OCHOBHBIX CpEICTB, TOBapHO-MaTepUalIbHBIX IIEHHOCTEH U
JICHEeKHBIX CPEJICTB;

- METO/IbI 5KOHOMHUYECKOT'0 aHAIN3a X03HCTBEHHO-(DMHAHCOBOM JIEATEIILHOCTH OpTraHU3allny;

- IpaBHJIa SKCIUTYaTallui BHIYUCIUTEIBHON TEXHUKH;

- SKOHOMHKY, OpTaHHU3aIUI0 TPYy/a U YIIPaBJICHUS,

- PBIHOYHBIE METO/IbI XO3SICTBOBAHUS;

- 3aKOHOJIATENILCTBO O TPY/IE;

- IpaBHJIa U HOPMBI OXPaHbI TPYZA.

2. ®YHKIIMOHAJIBHBIE OBA3AHHOCTU

2.1. byxranrep:

2.1.1. BobimosnHser paboTy MO BENEHUIO OYyXTaJITEPCKOTrO ydyeTa HMYILECTBA, 00s3aTeNbCTB U
XO3SIMCTBEHHBIX OINepanuii (yueT OCHOBHBIX CPEJICTB, TOBapHO-MaTepUANIbHBIX IIEHHOCTEH, 3aTparT Ha
MIPOM3BOJICTBO, peANM3ALMI0 TPOAYKIHU, PE3YJIbTAaTOB XO03AWCTBEHHO-(UHAHCOBOM JESTENbHOCTH,
pacyeToB C MOCTaBIIUKAMH U 3aKa34YMKaMH, a TAKKE 3a MPEJIOCTAaBICHHbBIC YCIYTH | T.II.).

2.1.2. YyactByeT B pa3pabOTKe U OCYIIECTBICHHN MEPOTPUITHI, HATIPABICHHBIX HA COOIOICHUE
(UHAHCOBOW AUCIUIIMHBI M PallMOHAILHOE HCIIOIB30BaHHE PECYPCOB.

2.1.3. OcymiecTBisieT NpUEeM K KOHTPOJb NEPBUYHOM JOKYMEHTAIMU IO COOTBETCTBYIOIIMM
y4JacTKaM OyXTaJITepCcKOro y4era M MOAroTaBIMBaET X K CUETHOI oOpaboTke.

2.1.4. Otpaxkaer Ha cueTax OYXTaJITEPCKOrO yuyeTa OIlepalid, CBSI3aHHBIE C JABUKECHUEM
OCHOBHBIX CPEJICTB, TOBAPHO-MATEPUAJIbHBIX LIEHHOCTEN U JEHEKHBIX CPEJCTB.

2.1.5. CocraBisieT OTYETHBIE KAJIbKYISIIIUM C€0ECTOMMOCTH MPOIYKINH (palboT, YCIIyrT), BBISBISET
MCTOYHUKH 00pa30BaHuUs OTEPh U HEMPOU3BOJUTEIBHBIX 3aTPAT, MOATOTABIMBACT MPEIJIOKEHHS 110 UX
HIPESYIPEXICHUIO.

2.1.6. Ilpow3BOIUT HAYUCIEHHE M TIEPEUYMCICEHUE HAJIOroB M CcOOpoB B (enepaibHbIil,
pPETMOHANBHBII M MECTHBIM OOJKETBl, CTPAXOBBIX B3HOCOB B TOCYAAPCTBEHHBbIE BHEOIOIKETHBIE
coluaibHble  (QOHIBI, IUIaTeKEeH B OAHKOBCKHE YUPESKICHHSA, CPEACTB Ha (UHAHCUPOBAHHE
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KalUTaIbHBIX BIIOKCHUH, 3apa0OTHOMN IMaThl pabOuYuX W CIYKalIUX, APYTUX BBIIUIAT U IUIATEXKEH, a
TaK)Xe OTYUCIICHUE CPEJICTB HAa MaTepHaIbHOE CTUMYJIMPOBAHNE PAOOTHIUKOB OPraHU3alINU.

2.1.7. ObecnieunBaeT pYKOBOIUTENCH, KPEIUTOPOB, HWHBECTOPOB, AayAHTOPOB U JIPYTUX
Mmosib30BatTeeii  OyXraaTepcKOW OTYETHOCTH COMOCTaBUMOM M JOCTOBEPHOW  OyXraiaTepcKoi
uH(pOpManKel Mo COOTBETCTBYIONIMM HAIPaBJICHUAM (YU4acTKaM) y4eTa.

2.1.8. Pa3zpabaTsiBaeT paboumii miiaH c4eToB, GOPMBI IEPBUIYHBIX JOKYMEHTOB, IPUMEHSIEMbBIC IS
odopmIIeHUsT XO3HUCTBEHHBIX OMEpaIuii, IO KOTOPBIM HE MPEIyCMOTPEHBI THUIIOBBIC (JOPMBI, a TAKKe
(GbOopMBI JTOKYMEHTOB Il BHYTPEHHEW OyXrajaTepcKodl OTYETHOCTH, Y4YacTBYeT B OIpe/eJICHUH
COJIepKaHUsI OCHOBHBIX MPUEMOB M METOJIOB BEICHUS y4eTa U TEXHOJOTHMH 00pabOTKU OyXraiaTepcKon
nHpopMaIuu.

2.1.9. VYyactByeT B TMPOBEACHWUM OSKOHOMHYECKOTO aHAIM3a XO3AWCTBEHHO-(PUHAHCOBOMN
NEeSTeIbHOCTH OpPraHM3allMi IO JaHHBIM OYXTaJTepCKOro ydeTra M OTYETHOCTH B IENSX BBISBICHUS
BHYTPUXO3SIUCTBEHHBIX PE3EPBOB, OCYIICCTBICHHUS pEXKUMA HKOHOMHUU U  MEPONPHUITHH 1O
COBEpIICHCTBOBAHUIO JOKYMEHTOO0OpOTa, B pa3pabOTKe U BHEAPEHUU MPOTPECCUBHBIX (GOpM H
METOJIOB OYyXTaJNTepCKOro y4eTa Ha OCHOBE NPUMEHEHHSI COBPEMEHHBIX CPEJCTB BBIYMCIUTEIIBHON
TEXHHUKH, B POBEJICHUY UHBEHTAPU3AIIHMI TEHEKHBIX CPEJICTB U TOBAPHO-MATEPUATBLHBIX [IEHHOCTEH.

2.1.10. TloxroraBiuBaeT JAaHHBIE MO COOTBETCTBYIOIIUM YYacTKaM OYyXTaJTEpPCKOTrO ydeTa Jist
COCTaBJICHHUS] OTYETHOCTH, CJEAUT 32 COXPAHHOCTHIO OyXTralITepCKUX JOKYMEHTOB, O(OpPMIISET UX B
COOTBETCTBUH C YCTAHOBJICHHBIM HOPSAAKOM JUIsl IEPEAY B ApXUB.

2.1.11. Bemonnser paboTel M0 (OPMUPOBAHUIO, BEACHHUIO U XpaHEHUIO O0as3bl JaHHBIX
Oyxranrepckoil mH(pOpMaMKU, BHOCHT M3MEHEHHS B CIPABOYHYIO W HOPMATHBHYIO WH(OPMAIHUIO,
UCIOJIb3YEMYIO MpU 00pabOTKe JaHHBIX.

2.1.12. YyacTtByeT B (GOpMYJIMPOBAHUH SKOHOMHYECKON MOCTAHOBKHU 3aJ1a4 JINOO OTACIBHBIX WX
ATANoB, PEIIAeMbIX C MTOMOIILIO0 BRIYUCIUTEIHHON TEXHUKH, OMPEENIIeT BO3SMOXKHOCTh HCIIOIb30BAHUS
TOTOBBIX IIPOEKTOB, aJTOPUTMOB, IIAKETOB MPUKIAJAHBIX MPOrpaMM, TMO3BOJSAIOLIMX CO37aBaTh
HKOHOMHUYECKH 0OOCHOBAHHBIE CHCTEMBI 00PaOOTKN SKOHOMUYECKON MH(POpMAIIH.

3. IIPABA

3.1. ByxranTep umeer npaso:

3.1.1. TpeboBaThb OT PYKOBOJACTBAa OpraHU3allMM OKa3aHWs COJEHCTBHS B HCIIOJIHEHHUH CBOMX
JOJKHOCTHBIX 00S13aHHOCTEH.

3.1.2. IloBbImaTh CBOIO KBATH(PUKALIHUIO.

3.1.3. 3HaKOMHUTBbCA C NPOEKTaMU pEIIEHUN PYKOBOJCTBA OpraHM3alMM, KacarolIUMHUCA €ro
JeSITeTbHOCTH.

3.1.4. IlpencTaBisiTh HA PACCMOTPEHUE CBOETO HETOCPEICTBEHHOTO PYKOBOAMUTENS MPEATIOKEHUS
10 BOIPOCaM CBOEH J1esITeIbHOCTH.

3.1.5. Ilomydath OT paOOTHUKOB OpraHU3auKi HHHOPMAITIIO, HEOOXOIUMYIO JIJISi OCYIIIECTBICHUS
CBOEH JEATEIILHOCTHU.

4. OTBETCTBEHHOCTb

4.1. byxranTep HeCeT OTBETCTBEHHOCTb:

4.1.1. 3a HeuCHOJIHEHHWE WJIM HEHAJJexKallee HUCIOJIHEHHWE CBOMX  00s3aHHOCTEH,
MIPEAYCMOTPEHHBIX HACTOSAIIECH JOHDKHOCTHOW HMHCTPYKLIMEN, - B COOTBETCTBHM C JIEWCTBYIOIIMM
TPYAOBBIM 3aKOHO/1aTEIbCTBOM.

4.1.2. 3a npaBoHaApyILIECHUS, COBEPIICHHbIE B MEPUOJ OCYIIECTBICHUSI CBOCU NEATEIIbHOCTH, - B
COOTBETCTBHUH C JEHCTBYIOINM I'PaXIaHCKUM, AMUHUCTPATUBHBIM U YIOJOBHBIM 3aKOHO/JATEIbCTBOM.

4.1.3. 3a mnpuyMHEHHE MAaTEepUAIBHOTO YyIiiepda - B COOTBETCTBUH C JICHCTBYIOIIUM
3aKOHOAATEIbCTBOM.

4.1.4. 3a napyumenue [IpaBus BHyTpeHHEr0 TPYAOBOTO PACHOPSIKA, MPABUI MPOTUBOMOKAPHOU
0€30MaCHOCTH U TEXHUKH O€30MaCHOCTH, YCTAaHOBJICHHBIX B OpraHU3aIHU.

5. VCJIOBUA PABOTDI
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5.1. Pexxum paboTel Oyxranrepa ompenensercs B COOTBETCTBUHM C IlpaBuiamu BHYTpEHHETO
TPYAOBOI'O PaclopsKa, yCTAHOBJIEHHBIMHU B OpraHU3alllu.

5.2. B cBsA3M C TPOM3BOJCTBEHHOW HEOOXOJMMOCTBIO OyXrajaTep MOXET HalpaBiIsATbCA B
CITyeOHbIE KOMAHIUPOBKH (B T.4. MECTHOTO 3HAYECHU).

HaCTOHI_HaH JOJDKHOCTHasA HHCTPYKIHA pa3pa60TaHa B COOTBETCTBHU C

(HamMeHOBaHUe, HOMEP U JjaTa TOKYMEHTA)

COI'JTACOBAHO
IOpuckoncynpt

(moamucek) (®.1.0.)
I.

C MHCTpYKLMEW 03HAKOMIICH:

(moamucek) (®.1.0.)

Bonpocs! 1151 npoBeeHust codece10BaHUs:
1. KakoBbl pyHKIIMM OpraHU3alMOHHBIX JOKYMEHTOB?
2. OCcHOBHBIE BH/Ibl OPIaHU3ALUOHHBIX JTOKYMEHTOB.
3. KakoBsl TpeOOBaHMS K COAEPIKAHUIO U OPOPMIICHHIO HHCTPYKIIHN?

3aganmne Ne2: 3amomHUTE YHH(PHUIUPOBAHHYIO (POPMY IITATHOTO PACIUCAHHUS B COOTBETCTBHH C
IIPOU3BOJCTBEHHOM 3aa4yeil.

ITopsinok npoBeeHUs 3aHATHS:

B nauane 3aHsTHS ClenyeT OBTOPUTH MOPSAIAOK COCTABICHUS U O(OPMIIEHUSI OPraHU3alOHHOTO
nokyMmeHTa «llltatHoe pacnicanue».

®opma mratHoro pacnucanus Ne T-3 ucnonb3yercs s OpOPMIIEHHSI CTPYKTYpPBI, IITAaTHOIO
COCTaBa M IITATHOW YMCIIEHHOCTH OpraHU3allui B COOTBETCTBHH C €€ AehcTByonmM yctaBoM. LlltaTHoe
pacrnucaHue U3 NMepeuHs CTPYKTYPHBIX MOAPA3eIeHUN, JOKHOCTEN, CBEACHHSI O KOJIMYECTBE ILITATHBIX
€/IMHUII, JOJDKHOCTHBIX OKJaJaX, Haja0aBKax M MeCSYHOM (oHAE 3apaOOTHON MiaThl MPEANPHUSTHS.
lraTHOE pacnucaHue yTBEp)KAAETCA MPUKA30M PYKOBOAMTENS OpPraHU3alMU WM YIOJIHOMOYEHHBIM
um nunoM. Kox ¢popmsl no kiaccuduxaropy OKY 1 0301017.

[Mopsimok 3anonHenust popmbl T-3:

B rpade 4 "KonuuecTBO IITATHBIX €JUHUI" MO COOTBETCTBYIOIIUM JOJDKHOCTSM, UIi KOTOPBIX
MpelyCMaTpUBAETCsl COJEp)KaHUE HEMOJIHOM IITAaTHOW €AMHUIIBI C YYeTOM OCOOEHHOCTEH paboThl MO
COBMECTUTEJIBCTBY B COOTBETCTBUU C JEHCTBYIOIIMM 3aKOHOAATenbcTBOM P®, mrartHas eguHuIa
yYKa3bIBA€TCSA B I0JISIX, Hanpumep, 0,25; 0,5; 1,5 u 1.1.

3anonuss rpady S "Tapudnas ctaBka u np." HEOOX0AUMO YKa3aTh MECSIUHYIO 3apab0THYIO IUIaTy
mo TapudHO craBke (OKiIamy), Tapu(HOU CETKE, MPOIEHTY OT BBIPYYKH, J0JI€ WU TPOILEHTY OT
npubsiH, kod¢p¢unmenty tpyaooro ydactus (KTY), kosdouimenty pacnpeneneHus u T.JI. B
pyOJIeBOM HMCUYUCIEHHUH, B 3aBUCUMOCTH OT CHUCTEMBbl OIUIAThl TpPyJAa, NMPUHATOW B OpraHU3allH B
COOTBETCTBUM C JEHCTBYIOIIMM 3aKOHOJAATENbCTBOM P®, KOJIEKTHBHBIMH JOTOBOpPaMH, TPYIOBBIMH
JIOTOBOPaMH, COTJIAIIEHUSIMHU U JIOKaJIbHBIMU HOPMATUBHBIMU aKTaMU MPEITPUSIITHS.

3amonuss rpagel 6 - 8 "HamOaBku" yKa3bIBAalOTCS CTUMYJIUPYIOIIME U KOMIIEHCAIIMOHHBIE
BBIIJIATHI (IPEMHHM, IOMJIAThl, OOLPUTENIbHBIE BBIIUIATHI, HAJA0aBKN), YCTAHOBJIEHHBIE JIEHCTBYIOIIUM
3aKkoHOJAaTeNbCTBOM P® (Hampumep, ceBepHble Ha/l0aBKM, HA/J0ABKU 33 YYEHYIO CTENEHb U T.J.), a
TaK)Ke BBEJCHHbIE Ha YCMOTPEHHE OpraHu3aluy (HAallpUMEp, CBSI3aHHbBIE C PEXMMOM WIH YCIOBUSIMU

Tpyaa).
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Ecnu 3amonnenue opranuzanueit rpag 5 - 9 B pyOiaeBOM HCUMCICHMM HEBO3MOXKHO B CBSI3U C
MIPUMEHEHUEM B COOTBETCTBUU C JICHCTBYIOIIMM 3aKOHOAATEILCTBOM P® MHBIX CHCTEM OIUIaThl TpyJa
(marmpumep, O6ecrapudHas, cMEIIaHHAs W T.J.) yYKa3aHHbIe Tpadbl 3aMOJHIIOTCS B COOTBETCTBYIOLIMX
eAMHUIAX U3MEpeHus (HampuMep, B MPpoIreHTax, Koddpuimentax u T.1.).

KoppeKkTHpoBKH B MITaTHOE PACHHCAHUE BHOCSTCS B COOTBETCTBHH C IMPUKA30M PYKOBOIUTEIS
OpraHu3ally UIH YIOJTHOMOYEHHBIM UM JIUIIOM.

IIpousBoacTBEeHHAs 3a1a4a:

CocraBuTh mmraTHoe pacrucanue a\c Ne 3 «Asenymka». 3aBeayromas - 1, oxman - 20000 pyo6.,
oyxranrep - 1, oknan - 19000 py6., meTomauct - 1, oxman - 18000 py6., menpaboTHuk - 1, oknazg - 17000
py0., My3. pykoBoauTens - 1, oknazg - 16000 py6., Bocriutarens - 7, okaazg - 15000 py0., kmagoBmuk - 1,
oxman - 14000 py6., mom. Bocriutatens - 7, oknan - 13500 py6., moBap - 3, oxnan - 13000 py6., HOuHOI
CTOpOX -2, okian - 12500 py6. Paitonnsrii koaddurment - 10%.

Bomnpocs! 1151 mpoBeaeHus codece 0BAHMA:

1. KakoBo cojnepaHue MOHATUH «CHUCTEMa JOKYMEHTAIlMW», «yHU(UIMPOBAHHAS CHUCTEMa
nokymeHrtaun»? [IpuBeanTe npumeps! yHH(PUIUPOBAHHBIX CHCTEM JOKYMEHTAIHH.

2. B deM 3akirodaeTcs CyTh YHU(DMKALIWY U CTAaHJAPTU3AIMH B JEIONPOU3BOICTBE?

3. Xapakrepuctuka u cocraB qokymeHTa «llltaTHoe pacriucanue». Ero HasHaueHue B KOMILIEKCE
JOKYMEHTAIIMH OpTaHU3alnH.

3aganueNe3: mproOpecTH HABBIKK B COCTABJICHUH U O(DOPMIIEHUU PEKBU3UTOB PACTIOPSAIUTEIBHBIX
Iopsaok npoBeaeHus1 3aHATHS:

B nauane 3aHsTHs ciaeayeT MOBTOPUTH MOPSIIOK COCTaBIECHUS U O(POPMIICHUS PacopsIUTEILHOTO
nokymenTa «lIpukasz».

CocraBpTe TIpHKa3 TIO OTKPHITOMY akKIMOHEpHOMY oOmecTBy «HoBocuOupckuii 3aBoj
XUMKOHIIGHTPaTOB» 00 YTBEp)KIECHUM WHCTPYKIMU 10 JENOMpPOM3BOACTBY Ha 3aBoje. B
KOHCTaTUPYIOIIEH YacTH YKaXWUTE€, YTO B COOTBETCTBMH C THUIOBOM HMHCTPYKUIHEH 1O
JIENIONPOU3BOJCTBY B MHUHHCTEPCTBaX, BeJoMcTBax Poccuiickoit Qenepamuu, yTBEpKICHHON
pacniopspxkennieM [IpaBurensctBa Poccutickoit deneparuu ot 24.06.1992 Ne 1118-p, u ¢ TOCT P 6.30-
2003 kaHuenspuel 3aBoAa pa3pabOTaHBI TMOPSAOK MPOXOXKICHHUS JOKYMEHTOB M CTaHAApThl Ha
OpraHU3AIMOHHO-PACTIOPSAIUTENBHYIO JOKYMEHTaIuoo. B pacnopsauTenbHON dYacTH  yTBEPIUTE
WHCTPYKLHIO W TIOPYYUTE 3aBEAYIOUIEH KaHIensapueil o0ecreuyuTh METOAMYECKOE PYKOBOJICTBO
OpraHu3alyeil JeJoMpON3BOJICTBA HA MPEANPHUATAN W YCTAHOBUTH KOHTPOJIb 3a COOJIIOJCHHEM
TpeOOBaHU MHCTPYKIINH, OCTAIbHBIE PEKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.

Obpaszey

HAMMEHOBAHUE OPTTAHU3ALIUN

CnpaBouHbI€ TaHHBIE 00 OpraHU3AINH

(MHAEKC MPEeANpPUATHS CBSI3H, TOYTOBBIN

aapec, Ne reneona, daxca u T. 1.

OKIIO OKV [I)

ITPUKA3
00 00.0000 Ne 00
MECTO COCTABIICHUS

3aroioBoK K TCKCTY HAYNHACTCA
C Impeajiora «o», OTBEYACT Ha BOIIPOC «O YEM»

B koHcTaTupylomeil 4acTv H3/IararoTcsi OCHOBaHUS, LENH, MOOYAMBIINE PYKOBOACTBO
OpraHu3alu u3JaTh npuKa3. B HEKOTOphIX ciydyasx, KOrJa OCHOBaHUS OYEBUIHBI,
KOHCTaTHpYIOIllass 4YacTh Omyckaercs. PacnopsauTenbHas 4YacThb HAuMHAETCs CO  CJIOBa
[TPUKA3BIBAIO:
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1. B Hauane myHKTa MPUBOAUTCS HAaUMEHOBAaHUE NOJKHOCTU ucnonnurens, ero @. N.0O.,
WM HAaUMEHOBAaHHUE CTPYKTYpHOTO IOApa3ziciicHus (B AATCIIbHOM IMaJexe), 3aTeM YETKO
W3JIaraeTcsi CoJAepKaHUE MpeUlaraéMbIX JCUCTBUN (HAUMHAETCs C TJiarojia HEOMpeaesIeHHON
($hOopMBI) ¥ YKa3bIBACTCS CPOK UCITOJTHCHHS.

2. CrpykTypa MOCIENYIOIIMX IYHKTOB aHajgoruyHa. [IyHKTBI Morytr pa3ouBaTbcs Ha
noanyHkTel (1.1, 2.3 u T. 1.). B OoTHenpHBIX Clly4asX TEKCT MOXKET IPEICTaBIATHCS B BHJIC
TAOJIMIIEL.

3. B mocrnenHeM MyHKTE TpHKa3a NPUBOJMUTCS YKa3aHUE O KOHTPOJIC 3a HCIIOJTHCHHEM
npukaza: KoHTponb 3a HMCIOJHEHHWEM NPHKa3a BO3JIOKHUTH HA... (YKa3bIBa€TCS OJIKHOCTD,
@®.1.0. wim HaMMEHOBaHKUE CTPYKTYPHOTO MOAPA3IACIICHHS ).

HaumeHnoBanue n0mKHOCTH
PYKOBOJUTEIA (monmucek) H. O. ®amunus

Bu3bl 3auHTEpECOBAaHHBIX JIHI]
JIOJDKHOCTB

noanuck U. O. pamumms
00.00.00

Ucnonautens (Gamunus ninn Gamumnus, Mms, OTuectBo)
tenedon (000 00 00)

B neno 00-00 (rmoamucsk)

UICHTU(PHUKATOP
AIEKTPOHHOU KON
JIOKYMEHTa

Obpasey
OO0111eCTBO ¢ OTpaHUYEHHON OTBETCTBEHHOCTHIO «OpouTa-M»
00O «OPBUTA-M»

IIPUKA3
03.03.2021 Ne 34
Mocksa

O Ha3HAYeHMH OTBETCTBEHHOI'0
3a y4eT, BeJleHHe, XpaHeHHe
U BbIIa4y TPYI0BbIX KHUKEK

B cBsi31 ¢ HEOOXOIUMOCTBIO MPABUIIBHOTO BEJICHUS U XPAaHEHUS TPYJOBBIX KHUKEK M BKJIAJbIIIECH K
HUM
ITPUKA3BIBAIO:
1. Hasnauuts BacunbeBy Mapuny BriaguMmupoBHy, MeHeIkKepa IO  IEpcoHamy,

OTBETCTBEHHOI 3a yueT, BeJIEHUE, XpaHEHUE U BbIIa4y TPYIOBBIX KHUKEK PAOOTHUKOB U

BKJIQJBIIIIEH K HUM.
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2. KOHTpOJ'II) 3a HCIIOJJHCHHMEM HACTOAMICIO PEHICHHA BO3JIOXWTL HAa Ha4YaJIbHHUKA OTACIa

kaspoB JIyroByto Onbry AJleKCaHIpOBHY.

Hupektop Iloonucw IT1.A. CtenanoB

C nmpuka3oM 03HaAKOMJIEHBI:

Iloonucw O.A. JIyrosas
03.03.2021

Ioonucw M.B. BacunbeBa
03.03.2021

Bonpocs! 1u1s1 npoBegeHus codeceqOBaHMS:

1. KakoBbl OCHOBHBIE (D)YHKITUU PACHIOPSATUTENBHBIX JOKYMEHTOB?

2. Ilepeuncnure cTaauy MOATOTOBKH PACTIOPSIIUTEIBHBIX IOKYMEHTOB.

3. Ipuka3. [TonsiTHEe ¥ BUABI TPUKA30B. 3HAUCHUE, CTPYKTYpa U COJEpKaHUE MPHKa3a MO0 OCHOBHOU
JeSITeTbHOCTH.

IIpakTH4yeckoe 3aHATHE
Tema 2.3 OdopmiieHne KagpoBoOH JOKYMEHTAILIUH

Henabr paGorbl: M3yuuTh TpeOOBaHMS MOJATOTOBKE JIOKYMEHTAIMM IO TPYIOBBIM OTHOILIEHUSM,
Kinaccuukanuio, mnpaBwia o(opMIeHHS JOKYMEHTOB II0 JIMYHOMY COCTaBy. BblnonHeHue
MPaKTUYECKOH paboThl 3aKiro4aeTcs B OOyYEeHUM Yepe3 MpakTUKY, MOJCIHUPYIOIIYI0 pealbHbIe
TPYAOBBIE MPOLECCH MPEANpUATHsS (OpraHu3aluu), a Takke MPUOOPECTH HABBIKM B COCTAaBJICHUH U
0o OpMIIEHHH PEKBU3UTOB JOKYMEHTOB IO JINYHOMY COCTaBy Hpeanpusartus, pykooactsysick ['OCT P
6.30-2003  «YHuouIMpoBaHHA CHUCTEMa OPraHU3ALUOHHO-PACTIOPAIUTEIBHON  JTOKYMEHTAllUU.
TpebGoBaHust K 0POPMIIEHUIO TOKYMEHTOBY.

[Tops10K BBINONHEHUS PaOOThI:
B Hauvane 3aHATHA cleqyeT MOBTOPUTH MOPSJOK COCTABICHHS U OGOPMIICHHS JTOKYMEHTOB IO
JUYHOMY COCTaBY MPENNPUATHS (OpraHU3aLuN).
3aganue 1. CocTaBUTh 3asBlIEHUE O IPHEME Ha padoTy.
HcnonuuTe HEOOX0AMMBIE BU3bI HA 3asIBICHUU.
Hanoxuts pe3ontonuio pyKoBOAUTENS IPEATIPUATHUS Ha 3asIBJICHUE.
Obpaszey 3as6nenus o npueme na pabomy

Hupextopy OAO «Pagyra»
NBanosy C.B.
[TerpoBa Bacunus ['puropseBnya
3asBJICHHUE.
[Iporry npuHATH MeHsI Ha paboTy cTapmuM uHxeHepoM ¢ 19.11.2012 r.

18.11.2012 llempos

Metoanueckue yka3zaHus K pabote
3asBIICHHE O TpHEME Ha PadOTy COJEPIKHUT MPOCHOY O 3aKITFOUYEHUH TPYAOBOTO JJOTOBOPA.
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bnank 3asBieHuss 0 pueMe Ha pabOTy MMEET TaKyl ke CTPYKTYpPY, Kak OObIYHOE 3asiBIICHUE.
[Tumercst Ha UM PYKOBOJMTEIISE OPraHU3aliK, OT PYKH Ha JIUCTe Oymaru ¢popmara A4 uiau HaObupaeTcs
Ha KoMITbIoTepe. B TekcTe ykaspiBaeTcs mpenoiaraeMas JI0JKHOCTh U JiaTa IpuemMa Ha padoTy.

3asBJIeHUE OTIPABIIACTCS B JIMYHOE JEJIO0 COTPYJAHHUKA M HA €r0 OCHOBAaHMH M3JIACTCS MPUKA3 O
npreMe Ha padory.

Takke mnpu YCTPOHCTBE Ha pabOTy COMCKATENI0 HEOOXOAUMO MPEAbABUTh CICIYIOIINE
AOKYMCHTBI:

e [1aCIIOPT;

e IHH;

e TPYIOBYIO KHHIKKY;

e CTPaxOBOE CBUJICTEIHCTBO MEHCHOHHOTO (OH/Ia;

® JOKYMEHTBI BOMHCKOTO y4eTa;

e JIOKYMEHT 00 00pa3oBaHUMU.

3aganue 2. CoctaBUTh PO(HECCUOHATLHOE PE3IOME TTOMOIIIHUKA OyXrajirepa.
Oopasey pe3rome HA 001HCHOCHIL NOMOWHUKA OyXzaimepa

Yepusasckasa Oabra CepreeBHa

Hdara pOKaeHus: 05.05.1990 T.
Anapec NMPOKUBAHMS: r. Mockaa, YL boranuueckas, MecTto ans 12
Tenedon: (495) Bale -02
e-mail: chernyavskaya o@yandex.ru doTorpadun

He.]]b! COHMCKaHHUEC NOJPKHOCTH ITOMOIIIHHNKA 6yxraJITepa.

OnbIT padoTsI:

asryct 2012 r. — 00O «Muaean»
HacT. BpeMs Cdepa nearenbHOCTH: TPAHCIOPTHBIE YCIYTH
JI0JIZKHOCTh: TIOMOIIHUK OyXranrepa
@OyHKIIMOHAIbHBIE 0053aHHOCTH:
* pabora c mepBUYHOM TOKyMeHTanuel (cuera-paKTypbl, aKThl);

*  BEJICHUE KaCChI;
*  BBINIOJIHEHUE IOPYUYEHU IIaBHOTO OyXxranTepa;

¢ TOC3JKHU B HAJIOI'OBBIC OPT'aHBbI, DOHIEI.

Oopa3zoBanue: 2007-2012 rr., MOCKOBCKUH TOCylapCTBEHHBIH TEXHMYECKHH  YHUBEPCHUTET,
SKOHOMMYECKUH (PaKyJIbTET, IUIJIOM CIIEHUAINCTA.

JononHuTebHOoe odpa3oBanue: Hosa0pb 2012 1., kypewl «1C: Byxranrepus 8.2.» B yueOHOM LIEHTpE
«byxcodrt», r. Mocksa.

IIpodeccuonanbubie HaBbIKK: YyBepeHHBIN nonb3oBatens [IK: MS Excel, Word, 1C: Byxranrepus
8.2, 3HaHH€e OCHOBHBIX OYXTalITepCKUX MPOBOJIOK.

JInunble KayecTBa: YCUIYMBOCTh, BHUMATEIBHOCTb, BHICOKAsi pab0TOCIIOCOOHOCTh, OTBETCTBEHHOCTD,
UCIOJIHUTENIBHOCTD, aKKYPaTHOCTb.

3apanue 3. CocTaBUTh TNPUKA3 O 3aYUCICHWHM Ha pabOTy B COOTBETCTBYIOIIEE MOApPA3ACICHUE, C
OMPEICTICHHOTO YKCIIa, C ONMPENEICHHBIM UCIBITATEIbHBIM CPOKOM, C YCTAHOBJIICHUEM YPOBHS OILIAThI
TpyJa COrJIaCHO JTUYHOMY 3asIBICHUIO, BU3aM U PE30JIIOLIMH Ha HEM U TPYJOBOMY IOTOBOPY.

Ilpuka3 (pacnopsascenue). Obpaszey (hopma)

(0 npunamuu Ha pabomy)
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[TPUKA3

(pacnopsikeHue)

0 nmpuemMe pabOTHHUKA Ha paboTy
Ne

«» 20 r.

[IpunsaTh Ha PaboOTy C « »

HAUMEHOoBAHUe opeanuzayuu

20 r.

Gdamunus, ums, omuecmeo compyOHUKa

HAUMeHOB8AaHUe CMPYKMYPHO20 NOOPA30eeHUss KOMNAHUU

HAUMEHOBAHUE OONNCHOCMU

¢ okaioM (TapudHOM CTaBKOIN)
Ha/10aBKOU

C UCIIBITATCIIbHBIM CPOKOM

OcHoBanue: TpyaoBoit 10roBOp (KOHTPAKT) OT « »

PYKOBO,[[I/ITGJ'IB opraHu3anuun

Yyenosus npuema Ha pabomy, xapakmep pabomol

pyo KOII,
pyo KOTI,
Mecsa.

20 roma Ne

C npuka3om (pacropspkeHUEM )
O3HaKOMIIEH

O0JIHCHOCMb

NnOONUCDH pacuwugposxka noonucu

« » 20 T

noonucsy pacuugposka noonucu

Yuugunuposannas gopma Ne T-1
Yr1BepxkacHa ITocTanoBnenueM
T'ockomcrara Poccun
ot 05.01.2004 Ne 1

Kon

®opma 1o

OKV ]I 0301001

1o
OKII
O

(HaMMEHOBaHUE OPTaHU3AIINN)

IIPUKA3

Howmep
JIOKYMEHTa

[ara
COCTaBJICHUS
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(pacnopsizkeHue)
0 npuemMe padoTHUKA HA padoTy

I[IpuusaTs Ha padoTy

Hara
c
10
TaOenpHbIN
HOMEp

(bamMumust, UM, OTYECTBO)

(CTpYKTYpHOE MOpa3ICIICHHIE)

(TOKHOCTD (CIENnUaIbHOCTh, Mpodeccus ), pa3ps, Kiacc (KaTeropus) KBaauUKaImm)

(ycnoBus nmpuema Ha paboTy, XapakTep padoThl)

¢ TapuHOI CTaBKOH (OKIJIAIOM)

o< o

(wudpamm)

Hag0aBKOM

o< o

(wachpann)

C HCIIBITAHUECM Ha
CpOK

KOII.

KOII.

Mecsia

(eB)

OcHoOBaHuE:
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TpynoBoii 2 T.
JIOTOBOD OT ” 0 Ne
PykoBoaurenn
OpraHu3auuu
(1oJIKHOCTB) (ynynast (pacudpoBka
MTO/IMHCh ) TTOITTHCH )

N
=1

C npuxasom (pacnopsizkeHueM) PadOTHHK
03HAKOMJICH 0

(munas
MTOIITHCB)

3aganme 3.
OdopMuTh IpHUKa3 0 TUCIHUILTHHAPHOM B3BICKAHUM pa0OTHUKA HA OCHOBE MpeiaracMoro oopasia.

OO01m1ecTBO ¢ OTPaHUYEHHON OTBETCTBEHHOCTHIO «Cepar
[MTPUKA3
«11» mapra 2016 rona Ne 267/x

o aMCZ/;MI’UZMHapHOM 63blCKAHUU

EBceeB Cemen BukropoBuuy, Tokapb 2-ro paspsana, 9 mapra 2016 roga orcyrcTBOoBall Ha pabouem
Mecte Oe3 yBaxuTenbHON mnpuuuHbl ¢ 13:00 go 17:00, yem napymmn cr. 21 TK P® u npasuna
BHYTPEHHET0 TPYJOBOT'0 Pacopsi/ika KOMITAHUH.

Ha ocHoBaHuM BBIIIEN3II0)KEHHOTO U panopTa HadaibHUKa cMeHbl Tapacosa I1. H. ot 09.03.2016,
nucbMeHHoro oObsicHeHust EBceeBa C. B., odopmieHHOro B NpPUCYTCTBUM KOMHCCHU akTa 00
OTCYTCTBMM Ha pabote ykazaHHoro corpyanuka ot 09.03.2016, rpaduka pabouero BpeMeHU Ha MapT
2016 roga
[MTPUKA3BIBAIO:

1. 3a rpyboe HapyuieHHe TpPYAOBBIX OOS3aHHOCTEM — OTCyTcTBUE Ha paboueM Mmecte 0e3

YBOKUTENBHBIX NPUYMH OoJiee YeThlpeX 4acoB MOAPsA B TedeHue pabouero aHsA (Iporyim)
EBceeBy Cemeny BukropoBudy (Tab. Ne 00365) oOBSBUTH 3aMeUaHUE U CHU3UTH MPEMUIO 32
MapT 2016 rona Ha 30%.

2. Wucnexropy mo kampam Jlepsiomnoir C. A. xomuio mpukaza HamnpaButh B OTu3, 03HAKOMUTH

pa6OTHI/IKa o pacCIiucKy.

Hupextop OO0 «Cdepa» ComHukog /CotauxoB H. E./
C npuka3oM 03HaKOMIJIEH: Escees /EBcees C. B./ 10.03.2016
3ananue 4.

OdopMuts mpuka3 0 HampaBlIeHUU PabOTHHKA B KOMaHAMPOBKY Ha OCHOBE MpeJiaraeMoro oopasia.
3anonHuTe YHUUIUPOBAHHYIO (HOpPMY.
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Yuauduuuposannas gopma Ne T-9

YTBepxkIeHa MOCTAaHOBJICHHEM
I'ockomcrara
Poccum ot 06.04.01 Ne 26
Kon
®opma 1o
OKY I 0301022
o
OKII
O
(HaumeHOBaHUe OpeAHU3AYUL)
Howmep Jlara
JTOKYMEHTa
IMPUKA3
(pacnopsizkeHue)
0 HATIPABJICHUH PA0GOTHHKA B KOMAaHIHPOBKY
HanpaBuTh B KOMaHIUPOBKY:
TabenbHbIN
HOMEDP
(®HO)
(Oondcnocms)
(cmpykmypnoe noopazoenerue)
(Mecmo KoMaHOUpOB8KU (CcmpaHa, 2opoo, opeanu3ayusi))
KaJICHTapHBIX
CpPOKOM Ha JHEW
C
2 I 2
« ” 0 rozaa o * ” 0 roma
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Ja(SA)
bIO

KomanmupoBka 3a cuer
CpENCTB

OcHOB
aHue:

(cryoicebnoe 3a0anue, Opyeoe 0CHoBaHue (Homep, oama))

PykoBoauresib
OpraHu3auuu

(OondicHocmo (noonucw)

)

C npukazom (pacnopsuKeHnem)
03HAKOMJIEH

(13

(pacwugposka noonucu)

N
O M O M

(noonucbo
pabomuuxa)

3aganmue S : 3aM0NHUTH JTUUHYIO KAPTOUKY (opMbl T2, HCIIONB3YS CBOM JTaHHBIE

YTBepxaeHa noctaHosneHnem Nockomcrtara PO

YHudmumpoBaHHasa dopma Ne T-2

oT 5 aHBaps 2004 r. N 1

Kog

dopma no OKY[]

0301002

no OKMNo

HanveHoBaHWe opraHusayum
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Oata Tabenb- | WpeHtTudukaumonHbii | Homep ctpaxoBoro | An- XapakTep Bugbl paboTbl Mon (myxckon,
CcOCTaBneHus HbI HomMep cBUAETENbCTBA da- paboTbl (ocHoBHas, no YKEHCKUIA)
HOMep Hanoronnartenblmnka rocynapCTtBeHHOro BUT COBMeCTVITeJ'IbCTBy)
NMEeHCNOHHOTo
CcTpaxoBaHus
paboTHuKa
. OBLUWME CBEOEHUA
HOoMep
TpyaoBown JoroBop
narta
1.
damunus Vms OtyecTBO
2. HaTa
poxaeHus
OeHb, Mecsl, roq KOA
3. MecTo
poXxaeHnA no Okato
4.
"paxgaHcT
BO no OKVH
5. 3HaHue
MHOCTPaHH
oro a3blka no OKVH
HanmMmeHoBaHune CTeneHb
3HaHWNA
HanmMmeHoBaHue CTeneHb no OKVIH
3HaHUA
6.
O6pasoBaH
ne no OKVH
cpefHee (nonHoe, obluee), HavanbHoe NpodeccuoHanbHoe, cpeaHee
npodeccroHasnbHoe, Bbicllee NPoeccuoHarnsHoe
HanmeHoBaHne obpasoBaTenbHOro [lokymeHT 06 obpasoBaHuu1, 0 KBanudukauum unm Hanudmm
o ["on okoH4YaHusA
yypexaeHus creumanbHbIX 3HAHUI
HavmeHoBaHue | cepust Homep
KBanudukaums no gokymeHTy 06
HanpaBneHve unu cneumnanbHOCTb MO [OKYMEHTY
06pasoBaHun
no OKCO
HavnmeHoBaHne obpasoBaTenbHOro [lokymeHT 06 obpasoBaHuu, 0 KBanudukaLuum unm Hanudmm
o ["on okoH4YaHusA
yuYpexneHus crieumanbHbIX 3HaHUI
HavmeHoBaHue | cepust | Homep
KBanudukauusi no 4okymeHTy 06
HanpaBneHve unu cneunanbHOCTb MO AOKYMEHTY
obpazoBaHuu
no OKCO
MocneBy30BCk
oe
npodeccunoHa
InbHOE Koa no OK/H
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obpasoBaHue |

| acnupaHTypa, afbloHKTYpa, AOKTOpaHTypa

HaumeHoBaHve obpasoBaTenbHOro

yypexaeHust

[okymeHT 06 o6pasoBaHuM, HOMep, AaTa Bblgaun

["lon okoH4YaHusA

HanpaBneHMe nnn cneunanbHOCTb NO AOKyMe

HTY

Kog no OKCO

Kopg

7
Mpodeccusa

no OKMATP

OCHOBHas

no OKMATP

Apyras

2-a cTpaHuua
hbopmbl Ne T-2

8. Crax
paboTbl No
COCTOSIHU
to Ha

oo6wmn

aHen

MecAaueB

et

HenpepebiB
HbIVi

aHen

MecAaueB

et

Jatowmii npaBo Ha HagbaBky 3a

BbICIYry neT

aHen

MecAaueB

et

9.
CoCTOSIHM
e B Opake

Kopn no
OKNH

10.
CocTaB
CEMbMU.

CrteneHb poacTea (bnuxkanwime
POACTBEHHWKN)

damunusa, vs, OtyecTBa

o poxaeHus

11.
MacnopTt
Ne:

MNaTa
Bblaaun

BbigaH

HanMeHoBaHWe opraHa, BbiaBLlero nacnopT

12. Apgpec
MecTa
PKUTENBLCTB
a:
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Mo nacnopTy

dakTnyeckun

[aTa
perncrpad
nm no
MecTy
PKUTENbCTB
a
Homep
TenedgoHa | |
Il. CBEOEHUA O BOMHCKOM YYETE
| |
6
1. HanmeHo
KaTeropus BaHue
3anaca BOEHHOTO
Komuccap
mata no
2. MecTy
BownHckoe PKUTESBCT
3BaHMe Ba
3. CoctaB
(npodounb)
7
4. TMonHoe CocTtout
KogoBoe Ha
0603HayveH BOWNHCKOM
ne yeTe:
Q) obem
(Homep
KOMaHAbl,
BYC naptuu)
5
KaTteropus
rooHOCTU K|
BOEHHOW
0)
cneunanb
cnyxbe HOM
8
OTMETKa O CHATUM C BOMHCKOro y4yeTa
PaboTHuk
KagpoBow
CNy06b
AOJMKHOCTb nun4yHasa pacmmcbpoaka nognucu
nognuch
PaboTHuk

nn4yHaa noanucb
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T
3-a cTpaHuua
bopmbl Ne T-
P
lll. NTIPUEM HA PABOTY U NEPEBOAbLI HA OPYT'YIO PABOTY
Data CTpyKTypHOE [OomKkHOCTb TapudHas ctaBka (oknag), OcHoBaHue JNnynan
noppasaeneHve (cneumanbHOCTD, HanbaBka, pyo. nopnuck
npodeccus), pa3psa, Bnagenbua
Knacc (kateropwms) TpyAoBoMn
kBanudukauum KHWXKW
1 2 4 5 6
IV. ATTECTALUUA
Oata PelwieHne komuccum HoKymeHT (npoTokon) OcHoBaHue
aTrecTtaumm
Homep para
1 2 3 4 5
V. NOBbIWWEHWE KBAJTM®OUKALIUU
Aara Bupa nosbiweHus HaumeHoBaHue [okymeHT (yaocToBepeHue, OcHoBaHue
KkBanudukaumm obpasoBartenibHOro cBUAeTenbLCTBO)
yupexpaeHusi, MecTo ero
Hayana | OKOHYaHuA HAXOXKAEHUS! HaMMeHOBaHU cepws, para
obyyeHuss | oby4veHus e Homep
1 2 3 4 5 6 7 8
V1. NTIPO®ECCUOHAIIbHAA NEPENOAIOTOBKA
Oara CneuuanbHOCTb (HanpaBneHue, | [lokyMeHT (yaocToBepeHue, CBUAETENLCTBO) OcHoBaHue
npodpeccus)
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Havana OKOHYaHus HauMeHoBaHue HoMep parta
nepenoa- | nepenog-
roToBKMU rOTOBKM
1 2 3 4 6 7
4-a cTpaHuua
ikbopmbi Ne T-2
VII. HATPAAQbI (MOOLWPEHUA), MTOYETHbLIE 3BAHUA
HanmeHoBaHue Harpapgbl (nooLpeHust) [okymeHT
HaMMeHoBaHue HOMep parta
1 2 3 4
VIIl. OTINYCK
Bup otnycka (exxerogHbIi, Mepuoa paboThbl KonuuecTtBo Oarta
y4yebHbIN, 6e3 coxpaHeHus KaneHaapHbIX AHen o
7 CHOBaHue
3apaboTHoM nnaTbl 1 Ap.) c no oTnycka Havana OKOH4YaHuA
1 2 3 4 5 6 7
IX. COUUNAJIbHBIE JIbIroThl,
Ha KOTOpble paGOTHVIK nmMmeeT nNnpaBo B COOTBETCTBUU C 3aKOHOO4ATEJIbCTBOM
HaumeHoBaHue nbrotbl LOoKkymeHT OcHoBaHue
HOMep AaTa Bblgauu
1 2 3 4
X. OMONHUTEJIbHbIE CBEAEHUA
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X1.
OcHoBaHue
npekpaLleH
ns
TpyAoBoOro
lnoroBopa
(yBOJIbHEHM
A1)

[aTa
yBOJIbHEHUSI

200_ropa

Mpukas

(pacnopsike
Hue) Ne

oT

200_ropa

Pa6oTHuK
KagpoBou
CNyXObl

AOJDKHOCTb nn4yHasa
nognuchb

paclmdpoBKa noanncu

Pa6boTHuk

JNIn4HaaA noanuchb

Heabp padoTbi: 03HAKOMUTHCS C MOPSIAKOM (POPMHUPOBAHUS U BEACHUS JIMYHBIX el paOOTHUKOB B
OpraHu3alMH.

JIn4yHoe 1e/10 - COBOKYITHOCTh IOKYMEHTOB, COJIEpKAIMX CBEACHUS O PAOOTHUKE U €r0 TPYA0BOM
nesitebHOCTH. DopmMupyeTcs: KaApoBOH CITy)KO0M OpraHM3alluy MOCIe U3aHus MpUKa3a O MpUeMe Ha
paborty.

3aBesieHHE JTMYHOTO Jiela Ha pabOTHHMKA, IO OOIIeMYy IpaBUily, HE SIBISETCS 00s3aTENIbHBIM, TO
€CTh, HET HUKAKUX HOPMATHUBHBIX aKTOB, OOS3BIBAIOIIMX K ATOMY paboTomaTrens, 3a UCKIIOYCHHEM
®denepanpHoro 3akoHa "OO 0CHOBax rocyaapcTBeHHOU ciyk0b1 Poccuiickoit @eneparnun” (Ne 119-03
oT 31 uronst 1995r.), 00s3bIBAIOIIErO KAaApOBYIO CIyX Oy BECTH JUYHBIE Jella Ha TOCYAapCTBEHHBIX
CITy>KalluX.

bonee Toro B HOpMaTHBHBIX akTax, K mnpumepy "llepeueHb THUNOBBIX YIpPaBICHUYECKUX
JOKYMEHTOB, 0Opa3ylouxcs B JEATEeIbHOCTH OpraHM3alyii, ¢ yKa3aHHEeM CpPOKOB XpaHEHHs',
YIOMHHAIOTCA JOKYMEHThI, "HE BOIIEAIIME B COCTAaB JHMYHBIX Jen", a Takke 'XapaKTepUCTUKa
paboTHHKA, HE HWMeIIero JuyHoro aema". Takum oOpa3oM, COCTaB JOKYMEHTOB JIMYHOTO Jeia
paboTHUKAa HE pPETIAMEHTHPOBAH POCCHICKHUM 3aKOHOJATENICTBOM M TIO CIIOKUBIIEHCS TpaJuIIUU
(MpUBBIYKE) MBI OTTAJKUBAEMCS OT MPHUHATOM TOCYJApCTBEHHON CHUCTEMBI JE€JIONPOU3BOJICTBA
COBETCKHMX BPEMEH.

JIOKyMEHTBI, BKJIFOYAaEMBbIE€ B COCTAB JIMYHOTO JIeJIa, MOKHO (hOpMajbHO pa3AesuTh Ha:

1. JIoKyMeHTBI, TIpeI0CTaBIsieMbie PAOOTHUKOM M 3amOJHSIEMbIE COTPYIHUKOM KaJPOBOU CITYKOBI
pu o(pOpMIICHUH TIpHeMa Ha paboTy, K HUM OTHOCSITCSI:

—  aHkera, aBroomorpadus, pe3rome;
—  JUYHOE 3asBICHHE O TpueMe Ha paboTy;
—  KONHHU JOKYMEHTOB 00 00pa30BaHUH;
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—  PEKOMEHJAlWU U XapaKTepUCTUKU;

—  MEAMIUHCKHE CIIPABKH;

—  TPYAOBOH JIOTOBOP;

—  BBINKCKA U3 MPHUKa3a O IpueMe Ha paboTy;

—  BBINUCKHU U3 MPOTOKOJIOB 00 M30paHUM Ha JOJHKHOCTB;

—  BBIKCKA U3 IPOTOKOJIA 00 UTOrax KOHKYpCa Ha BAKAHTHYIO JOJKHOCTB;

—  JMYHas KapToyKa.

2. JIOKYMEHTHI, IOTIOJHSIEMbIC B TEUEHUH TPYIAOBOH AEATEILHOCTH:

— BBIIMCKK (KOMHMM) W3 NPUKA30B O TIOOMIPEHWH W HArpaXICHUH, HAJOXKECHUH W CHATHH
JTMCUUIUIMHAPHBIX B3bICKAHUH, IEPEBOIAX U MEPEMEIICHHSX U T. [I.;

— KONHMHM JOKYMEHTOB, TOATBEPXKIAIOIINX W3MEHEHHUS AaHKETHO-OMOrpa)uyeckux JaHHBIX
(cBUIETENHCTBO O Opake WM PacTOPKEHUs OpaKa, CBUAETENILCTBO O POXKICHUU AETEH U T. 11.);

—  KONHHU JOKYMEHTOB 00 00pa30BaHUM, OBHIIICHIH KBATU(UKAINH;
—  aTTEeCTAllMOHHBIE JINCTHI;
—  CIly’KeOHbI€ 3aIIUCKH, INYHBIE 3asBJICHUS U OOBICHUTEIbHbIC 3alIUCKHU;

—  aKThl, yBEIOMJICHUS U T. [I.
3. JIOKyMEHTBI O MPEKpallleHuu TPYI0BOr0 JI0T0OBOpA.
Bce 3TH MOKYMEHTHI HMMEIOT pa3IMYHblE HOPMATUBHO YCTAHOBJIICHHBIE CPOKH XpaHEHHUS Ha
HIPEIIPUATHH.

OCHOBBIBasICh Ha PA3IMYUN HOPMAaTHBHO-YCTAHOBJICHHBIX CPOKOB XPaHEHHS Pa3IMYHBIX BHJOB
KaJpOBBIX JIOKYMEHTOB, a TakXe Ha TOM, YTO MH(OpMaLus O TPYAOBOH AEATENIbHOCTH PAaOOTHHKA
¢bukcupyercss B JUYHOW KapTOUKE, PEKOMEHIYeTCsl HE BKJIIOYATh B JIMYHOE JIEJI0 KOMHH IPUKA30B
(BBIIMCKH) O MEPEBO/IAX U MEPEMEILICHUSX, OTITYCKaX, HOOIPEHUAX U T. 1.

JIOKyMEHTBI, TOJIIMBAEMbIE B JIMYHOE JEJI0 padOTHUKA B TEYEHHWH CPOKA €ro TPYAOBOM
NesITeIbHOCTH, JI0JIKHBI ObITh BEICTPOEHBI B XPOHOJIOTMUYECKON MOCIIEeI0BATEIbHOCTH.

Konmu 10KkyMeHTOB (BBIIMCKH) JTOJDKHBI 3aBEPATHCS paOOTHUKAMHU KaJAPOBOH CITYKOBI.

JIOKyMEHTBI JIMYHOTO JieNla MOJIIMBAIOTCSA B MAanKy - "aeno". B cooTBETCTBUM C omnpeseseHUEM,
3akperseHHOM ['OCT P 51141-98: "JIEJIO" - cOBOKYNHOCTb TOKYMEHTOB UJIU JOKYMEHT, OTHOCSIIIUECS
K OJIHOMY BOIIPOCY WJIM YYaCTKY J€STeIbHOCTH, OMEIIEHHBIE B OTAEIBHYIO OOI0XKKY.

O6noxka "nema" opopmisiercst B coorBeTcTBUU ¢ TpedboBanusimu 'OCT 17914-72 "O6noxku nen
JUTUTENIHOTO XpaHeHus. Tumsbl, pa3Mepbl, TEXHUYEeCKHUEe TpeOoBaHus".

Ha 3aBenenHoe Ha paboTHuUKa "aeno" opopmiiseTcs BHYTPEHHSS ONKUCh TOKYMEHTOB.

PabGoTHUKM JOKHBI NEPUOIUYECKH ObITh O3HAKOMJIEHBI C BEIYIIMMCS Ha HUX JIMYHBIM JIEJIOM
(0OBIYHO O/IMH pa3 B TOf).
3aganue 1.
3aBecTH MarKky-CKOPOCIINBATEINb M 3aII0OJIHUTH TUTYIIBHBIHN JTUCT JIMYHOTO JIea.
3ananne 2. OPopMuUTh TUCT-3aBEPUTEND JENIA.

Jlena mocTosSTHHOTO U BpeMeHHOTo (cBbiiie 10 j1eT) cpoka XpaHeHUs U 10 JTUYHOMY COCTaBy IOCIIe
OKOHYaHUs KaJeHJapHOTro rojia, B KOTOPOM OHU 3aBECHBI, TOJKHBI ObITh IPUTOTOBJIECHBI K Nepeaaye B
apxuB. [IpenapxuBHas HOArOTOBKA /i€ BKIIIOYAET JIBE MPOLEAYypbl: 0pOPMIIEHHE U OIMCaHHE.

Odopmiienre MpoOU3BOANUTCS JTUIIOM, OTBETCTBEHHBIM 32 paboTy C JOKYMEHTaMHU.

Ha otnensHOM nucte-3aBepurene ycranoBieHHON Gopmbl (IIpunoxenue 9 k m. 3.6.16 OcHOBHBIX
NpaBUJ pabOThl apXMBOB OpPraHU3alMii) COCTABIAETCS 3aBEPUTEIbHAS HAIIUCh JIMYHOTO JIeNa, KOTopast
OTpakaeT MpH HEOOXOIMMOCTH OCOOEHHOCTH €ro (U3UYECKOTO COCTOSIHUS U (pOpMHpOBaHUS.
[TonmuceIBaeTCs JIUCT €70 COCTAaBUTEIIEM.

Oopa3zey oghopmnenusn r1ucma-3asepumes IUYHO20 Oend

Bcero npowm1To, NPOHYyMepoBaHo
M CKpenJIeHo nevyaTbto

( ) nucta(o.)
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[ — JoXels OB ‘ _rau»3A0 «buanveam»

£04.2018  _ se N ' 57 FO.C. XKypasnes

3aganue 3. Odopmure BHYTPEHHIOW OIMKCH
JOKYMEHTOB paOOTHHKA.

Onuce nomxHa conep:kaTe HoMep U 3aroyioBok (@.M.0.) nena, K KOTOPOMY OHA COCTaBIISIETCA.
Hanee, B TaONM4YHOM €€ 4YacTU IO MEpe BKJIIOYEHHS B MAIKy JIMCTOB, 3aIOJHSIOTCS CBEJIEHUS O
MOJAIIUTHIX ONlaHKaX. 37ech YKa3bIBACTCSA HOMED MO MOPSAKY, HHACKC JOKYMEHTa (€clu OH €CTb), €ro
HAaMMEHOBaHME, KOJIMYECTBO CTPAHUIL. B KOHIIEe criicka Hy)KHO mudpamMu ¥ IPOMHCHIO 3anucaTh olriee
KOJIMYECTBO NMPUIOKEHUH, a TaKXKeE JIMCTOB onucH. CIUCOK MOANMCHIBAETCS OTBETCTBEHHBIM JIUIIOM, C
YKa3aHMEM €ro JOJDKHOCTHM, JIMYHBIX JaHHBIX, a TakKe IPOCTaBIseTCsl JaTra COCTaBJICHHUS.

Obpazey enympenneii onucu 1U4YHO20 0ena padomHuKa
BHYTPEHHSSA OIINCH

JIOKYMEHTOB JIMYHOTO jesa No 15

IIpoxynun Urops IletpoBnu

(Pammmmst, Ims, OTdaecTBO pabOTHHKA)

Ne | Hupekce Hara 3aros10BoK Homep | Jlara IIpumeyan
n/ | J0KyMeH AOKYMEH JAOKYMEHTOB, a BKJIIOYEHH | He
n Ta Ta KpaTKoe coJepKaHue JHUCTOB | §
aena AOKYMEHTAa

B

JHYHOe

aeyo
1 30'01'201 Jlnunas kapTouka 1-4 10.01.2019
2 10.01.201 | 3asBnenue o mpueme Ha 5 10.01.2019

9 pabory

3 10.01.201 | Amnxkera 6-7 10.01.2019
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9
4 sO0L20L g;’;rf;‘i‘:}me R 10.01.2019
S) 30'01'201 Konus nacnopra 9-10 10.01.2019
6 5 04201 Komas mHH 11 10.01.2019
7 o 04201 | Komus crIC 12 10.01.2019
8 30.01.201 I6<P(I);[6HT$; BOCHHOTO | 14 /¢ 10.01.2019
9 30'01'201 Konus numioma 16-17 10.01.2019
10 30.01.201 ggggiBepeHHHBonnTen. 18 10.01.2019
11 30'01'201 3asBiIeHNE HA OTITYCK 19 12.07.2019
12 85'02'202 3asiBIIEHHE Ha OTIIYCK 20 05.02.2020
13 11'01'202 3asiBIIEHHE Ha OTIIYCK 21 11.01.2021
14 29.02.202 3;";;?;2; 6 | 22 29.02.2021
Uro JTOKYMEHTO

Tro

14 (YerpipHanuars)

B
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(mdpamMu ¥ IPOTTUCHIO)

KommuectBo  JIMCTOB ~ BHYTpEHHEU
OTTHCH 1 (oguH)

(unpamMu U IPOIUCHIO)

Wucnexkrop otnena kajipos Pomanosa O.11
(moamuce) (pacmmdpoBKa MOIMUCH)

29.02.2021

(mara)

Oopasey oghopmaenun mumynbHo20 TUCMA TUYHO20 €14 PAOOMHUKA

O01mecTBO ¢ OrpaHuYeHHO 0TBeTCTBEHHOCTHI0 «OPBUTA-M)>»

JIMUHOE JEJIO Ne
dammmsg
Nwms
OTtyecTBO

Hauarto: « » 20 T.
OKOHUYEHO: « » 20 T.
rog
XPAHUTb NNET

IIpakTH4eckoe 3aHATHE
Tema 2.4 JloroBopHO-ipaBoBasi JOKyMeHTaLUS



Heap padoThl: HayuyUTHCS 3aMONHATH U O(QOPMIIATH TPYIOBOM JOTOBOP, JAOTOBOP KYIUIM-TIPOJAXKH,
AOT'OBOP ITOCTAaBKHU, HpI/I06peCTI/I HAaBBIKHU B COCTAaBJICHUHU U 0(1)0pMJIeHI/II/I AAaHHBIX JOTOBOPOB:PCKBU3UTLL
JIOTOBOPA, IIpaBa 1 00s13aHHOCTU CTOPOH, OTBETCTBEHHOCTh CTOPOH.

[osicnenus k padore:

JoroBop - »TO coOrjamieHUe JBYX WM HECKOJbKUX JHIl OO0 YCTaHOBJICHHMM, W3MEHEHUU WIIU
MIPEKPAIIEHUH TPAKIAHCKUX MPAB U 00S3aHHOCTEH.

TpynoBoii 10roBop - 3T0 MHCbMEHHOE COIJIALIEHUE MEXIy paOOTHHUKOM U paboToaareseM, KOTOpoe
YCTAHABJIMBACT UX B3aMMHBIC IIpaBa U 065138,HHOCTI/I.

JloroBop KymJIM-IIPOJAKM - 5TO 3TO COTJAllleHUe, IPU KOTOPOM OJ[Ha CTOpOHa (TpojaBelr) 00s3yeTcs
nepenaTh TOBap B COOCTBEHHOCTh IPYrod CTOpoHE (TOKYIATEN0), a TOKYIaTelb 00s3yeTcsl MPUHSTh
3TOT TOBAp U 3aIUIATUTH 32 HETO OMpeNeiIEHHYIO JCHEKHYIO CYMMY (LIEHY).

JloroBop moCTaBKM - TPHU3HACTCS TAaKOM JOTrOBOp KYIUIM - MPOAAXH, MO KOTOPOMY IPOJABEI]
(MOCTaBIIMK), OCYLIECTBISIIOIIMM MPEANPUHUMATENBCKYIO JESTeNbHOCTh, O00s3yeTcs Iepenarh B
OOYCJIOBJICHHBI CPOK WJIM CPOKH, MPOU3BOJMMBIC WJIM 3aKylaeMble MM TOBAapbl MOKYMATENIO IS
WCIOJIb30BaHUS B MPEANPUHUMATENIHCKON IeATEIbHOCTH HIIM B MHBIX IIEJISX, HE CBSI3aHHBIX C JINYHBIM,
CGMCﬁHBIM, JOMAIlTHUM U WHBIM HOIIO6HI)IM HUCIIOJIB30BaHUECM.

3aganue 1: CocTaBUTh TPYI0BOI 1OrOBOpP Ha BHOBb IPUHATOrO pabOTHHKA.
®UO HBanos Cepreii IBanoBuu 24.04.1983 roxa poxaeHus.

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

JIOMKHOCTB: MEHEDKEP IO MPOJIaXkKaM.

OxJ1az corjaacHo MITaTHOMY PACIUCAHUIO.

Hara npunstusa 12.04.2021 r.

TPYJOBOM JOIOBOP
€ MeHeI)KEPOM MO0 NMPoJaKaM
(6eccpouHBIii, ¢ yCIOBHEM 00 UCTIBITATEIIEHOM CPOKE)

, IMEHyeM___ B nanbHeimeM "Paboronatens", B nuie
(HanMeHOBaHME OPTaHU3AIIIH)

, IEACTBYIOIL Ha

(mommxuOCTH, ®.1.0.)
OCHOBAaHUU , c OJIHOM CTOpPOHBI, u TPaKIAAHUH PD

(®.1.0.)
HMEHYEeM B pajpHeimeM "PaboTHHK", ¢ IpyToil CTOPOHBI, 3aKITIOYMIIN HACTOSIINHA JOTOBOP O HIDKECIIEAYIOIIEM:

1. TIPEJMET JOI'OBOPA

1.1. Pa60Toz(aTem, rnopyydacr, a Pa6orHuk MPUHUMACT Ha ce0s1 BBIIOJIHEHUE TPYAOBBIX 00s3aHHOCTEH B JOJIDKHOCTH
MCHC/KCpa II0 IMpoAakaM B

(HaMMEHOBaHME CTPYKTYPHOTO MOJpa3/IeIeHHs)
1.2. Pabora 1o HacTosILEeMy JOroBOpY sABJsieTcst Al PaboTHMKA OCHOBHOM.
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1.3. Mectom  pabotel  PaboTHuka  sBIsSETCS oduc OpraHu3aIiH, PacCTOJOXKEHHBIH IO azpecy:

1.4. B uensix nmpoBepKH COOTBETCTBHS KBaIU(UKAMK PaboTHHKA 3aHUMaeMOil JOJKHOCTH, €r0 OTHOLICHUS K IOpyYaeMoi
pabore, PaboTHHMKY ycTaHaBIMBAaeTCS MCHBITATENbHBIH CPOK, MPOJOIKHUTEIHLHOCTHIO ( ) Mecsa, ¢
MOMEHTa Havaja paboThl, yKa3aHHOTO B II. 2.1 HACTOAIIETO JOrOBOpa.

1.5. Tpyn PaboTHHKa 1O HACTOANIEMY IOTOBOPY OCYIIECTBISICTCS B HOPMAJIBHBIX YCIOBHSX. pyHOBBIE O0S3aHHOCTH
PaGoTHuKa HE CBSI3aHBI C BBINOJHEHHEM TSDKEIBIX paboT, paboT B MECTHOCTAX C OCOOBIMH KJIMMATHYECKHMH YCIOBHSMH,
paboT ¢ BpeAHBIMH, ONACHBIMHU U HHBIMH OCOOBIMH yCIIOBHSMH TPY/a.

1.6. PaGOTHHK MO TYMHSETCS] HEOCPEICTBEHHO

2. CPOK JIEMCTBUSI JIOTOBOPA

2.1. PaboTHHK TOJDKEH MPUCTYIIHTE K BHIOJIHEHUIO CBOUX TPYAOBBIX 00s3aHHOCTEH € "

2.2. HacTosmmii 1oroBop 3aKII0UYeH Ha HEOTIPEACTEHHBINA CPOK.
3. YCJIOBUA OILNIATBI TPYIA PABOTHUKA

3.1. 3a BbIMOJHEHHE TPYIOBBIX 00s3aHHOCTEW PabOTHHKY yCTaHABIMBACTCS IOJDKHOCTHOW OKJIAJ B pa3Mepe
( ) pyOeit B Mecsil.

3.2. PaboronmaTeneM yCTaHABIMBAKOTCS CTUMYJIHPYIONIHEC W KOMIICHCAIIMOHHBIC BBIIUIATHI (IOIUIATHI, HAMOABKHU, MPEMHUH U
T.11.). Pa3Mepsl U ycnoBusl TakuMX BBIILUIAT ompeselieHbl B [1010)keHHH O MPeMUpPOBaHUH PaOOTHUKOB " ", c
KOTOpBIM PaGoTHMK 03HAKOMIICH NPH MOIMCAaHWU HACTOSIIETO TOTOBOPA.

3.3. B cny4ae BbmonHeHUs PaOOTHUKOM Hapsay cO CBOEH OCHOBHOW pabOTOH IOMONHUTEIBHON paboTHl MO Apyro
JIOJDKHOCTH MJIM UCTIOJTHEHUsI 003aHHOCTEH BPEMEHHO OTCYTCTBYIOIIETO Pa0OTHHKA 0e3 0CBOOOXKICHHS OT CBOEH OCHOBHON
pabotsl, PabOTHUKY IPOM3BOIUTCS JI0TUIATA B pasMepe % OKJIaJia 1o COBMEIAaeMOH JOHKHOCTH.

3.4. CeepxypouHasi paboTa OIJIAYMBACTCS 3a MEPBbIC JBa Yaca pabOThl B MOJIYTOPHOM pa3Mepe, 3a MOCISAYIOIIHE Yachl - B
nBoitHoM pa3zmepe. [1o skenanuto PaboTHrKa CBepXypouHasi paboTa BMECTO TOBBIIIEHHON OILIATHI MOXKET KOMICHCHPOBATHCS
MPEI0CTaBICHUEM JIOTIOIHUTEIBHOTO BpEMEHH OT/AbIXa, HO HE MEHEe BPEMEHH, OTPabOTaHHOTO CBEPXYPOUHO.

3.5. PabGora B BBIXOZHOM M HepaOOUMH Mpa3IHUYHBIA J€Hb OIUIAaYMBAeTCAd B pa3Mepe OJUMHAPHON YacTH JOJDKHOCTHOTO
OKJIaJia 3a JIeHb MJIM Yac paboThl CBEPX IIODKHOCTHOTO OKJIaJa, €Ciid padoTa B BBHIXOJHOW WIIM HEpaOO4Mil Mpa3IHUYHBIHA
JICHb TIPOM3BOJIMIIACH B IIpE/iesiaX MECSYHOW HOPMBI pabovero BpeMEHH, U B pa3Mepe JIBOMHON YacTh JOJDKHOCTHOTO OKJIazia
3a JIeHb WJIM 4Yac paboThl CBEPX JODKHOCTHOTO OKIIa/ia, ecii paboTa MPOM3BOJAMIACH CBEPX MECSYHOI HOpMBI pabouero
Bpemenu. [lo kenanuto PaboTHuka, paGoTaBuIero B BBIXOJHOM WM HepaOOUMil MPa3JHUYHBIA J€Hb, €My MOXET OBbITh
MIPEOCTABJICH APYrOi ACHb OTAbIXa. B 3TOM ciiyyae paboTa B BHIXOJHOW MM HEPAOOUHiA IPa3IHUYHBINA JICHb OTLIAYUBACTCS
B OZIMHAPHOM pa3Mepe, a IEHb OTbIXa OIJIATE HE MOJJIEKHUT.

3.6. 3apaborHas 1urata PaboTHHKY BBIIUTAaUMBAETCsl IyTEM BbIJaull HAJIWYHBIX JAEHEKHBIX CPEJCTB B Kacce Paboromaress
(BapmaHT: myTeM O€3HAIMYHOTO TepedyrcieHns Ha cueT PabGoTHuka B OaHKe) B CpPOKH, yCTaHOBIEHHBIE [IpaBmmamu
BHYTPEHHET0 TPYJOBOTO PacIopsaKa.

3.7. W3 3apabGorHoii rtuiatel PaOoTHMKa MOTYT TIPOM3BOAMTBHCS YAEPXKAaHUS B  CIydasX, HPETyCMOTPEHHBIX
3akoHoAarenscTBOM Poccuiickoit @enepanumu.

4. PEXXMM PABOYEI'O BPEMEHU 1 BPEMEHU OTIbIXA
4.1. PabOTHHKY yCTaHABIMBACTCS MATHIHEBHAS paboyast HeJlelsl C IBYMs BEIXOJHBIMH JTHSAMH - Cy000Ta M BOCKpPECEHbBE.
4.2. PaGOTHHUKY YCTaHABINBAETCS -4acoBOU paboUMii 1EHb.

4.3. Bpems Hauasa paboThI:

BpeMms okoHuaHus pabOTHI:

4.4. B Tedyenne pabdouero AHs PabGoTHHWKY yCTaHaBIIMBAeTCS MEPEPHIB ISl OTABIXA U MUTAHUS C qac. Jlo qac.,
KOTOPBII B pabouee BpeMsl HE BKIIFOYACTCS.
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4.5. PabOTHHKY TpEIOCTaBISAETCS €XKETOMHBINH OIUIAYMBAEMBIH OTIYCK MPOJOJIKHTEIHLHOCTHIO (me wMenee 28)
KaJICHIAPHBIX JTHCH.

[IpaBo Ha MCHONB30BaHKME OTITYCKa 32 MEPBBIA rojJ pabOThl BO3HMKAET Y PabOTHHMKA IO MCTEYEHWH LIECTH MECSIEB €ro
HENpepbIBHOI paboThl y naHHOTO padoronareins. [1o cornameHnio CTOPOH OIUIauMBaeMbIid OTITyCK PaboTHHKY MOXeT OBITh
MIPEOCTABIICH M IO UCTEYEHHS LIecTH MecsieB. OTIYCK 3a BTOPOH M MOCIEAYIONINE oAbl pa0b0Thl MOXKET MPEI0CTaBISATHCS
B 1I000€ BpeMs pabodero rojia B COOTBETCTBUH C TPahUKOM OTITYCKOB.

4.6. Ilo ceMelHBIM OOCTOATENHCTBAM U JPYTMM YBa)KHUTEIBHBIM NpHYMHAM PaOOTHHKY Ha OCHOBAaHMH €r0 NMHUCBMEHHOTO
3asBJICHHUS MOXKET OBITh MPEIOCTABIICH OTIYCK 0€3 COXpaHEeHHs 3apa00THON ILIATHI MPOJIODKUTEIBHOCTHIO, YCTAHOBJICHHON
TPYIOBBIM 3aKOHOAATeNnbCTBOM Poccuiickoit @epepauun u  IlpaBwiaMu BHYTPEHHETO TPYAOBOIO  pacHopsiaka
n

5.1IPABA U OBSI3AHHOCTHU PABOTHUKA
5.1. PaGoTHuK 00s13aH:
5.1.1. IoGpOCOBECTHO MCIIOJHATE CIIETYIOIIHE TODKHOCTHBIE 00A3aHHOCTH:

- ocymecTBIATh 3(P(PEKTHBHYI0 M panMOHAIBHYIO OpPraHM3alMI0 MpOoJaX (peaau3aluy) HPOAYKIUH IPEATPUATHS,
OpTraHU3aIUIO €€ IIOCTABKHU MOTPEOUTENAM B CPOKH M 00BEME B COOTBETCTBUH € 3aKa3aMU U 3aKIIIOYEHHBIMU IOTOBOPAMU;

- obecrieynBaTh yyacTue OTAENa MPOoAax (cObITa) B MOArOTOBKE MPOTHO30B, MPOEKTOB MEPCHEKTUBHBIX M TEKYIIUX IIaHOB
IIPOU3BOJICTBA U PeaTU3aLluy MPOIYKIUHU, IPOBEJCHUN MapKETHHIOBBIX HUCCIIEIOBAHUHN 10 H3YUCHHIO CIIPOCa Ha IPOTYKIIHIO
TIPEATIPUATHS, IEPCIEKTUB Pa3BUTHUS PHIHKOB COBITA;

- OPTaHM30BBIBAThH MMOJTOTOBKY W 3aKIIFOUEHHE JOTOBOPOB HA IMOCTABKY HPOIYKIIMH TMOTPEOUTENSIM, COTIIACOBAaHHUE YCIOBHI
MOCTaBOK;

- BO3IJIAaBJIATH pa60Ty IO COCTAaBJICHUIO IUIAHOB IMOCTAaBOK W WX YBA3KY C IUIaHAMU NPOU3BOJACTBA C LEJIbIO obecrieyeHus
MOCTaBKU TOTOBOM MNpOAYKIHMU B CPOKH, IO HOMCHKIIATYPE, KOMIIJICKTHOCTH U Ka4Y€CTBY B COOTBCTCTBUMU C 3aKa3zaMHU U
3aKJIFOYCHHBIMU JOT'OBOPAMHU;

- IIPUHUMATH MEPHI O 00ECTIEYEHHIO BBIOJHEHHUS IUIaHA MPOJAX MPOLYKINH, CBOEBPEMEHHOMY IIOJyYEHHUIO 3aKa30B HA
IIOCTAaBKY NPOyKIUH;

- KOHTPOJMPOBATH BBINIOJIHCHHUC 3aKa30B, JOTOBOPHBIX O6$BaT€J'ILCTB, COCTOSIHHE 3aI1aCOB TOTOBOM MNPpOAYKIHWH HA CKIIaAaX;

- OpraHW30BBIBATH MPUEMKY TOTOBOH HPOAYKLIMH OT NPOM3BOJCTBEHHBIX MOJpA3JeICHUN NPEINPUATHS Ha CKIAJIBL,
palOHANILHOE XpAaHEHWE M IMOATOTOBKY K OTIIPaBKE MOTPEOUTEINISIM, AaHHBIC OOS3aHHOCTH OTHOCSTCS K 3aBEAYHOLIEMY
CKJIaZIOM - KBaJIM()MKaIIMOHHBIN cripaBovHUK yTB. [locTaHoBiennem Munrpyna PO N 37 or 29.04.08 r.

- OCYIIECTBIIATh Pa3pabOTKy U BHEAPEHHUE CTAHIAPTOB MPEIIPUATHS 110 OPTaHU3ALNN XPAHEHUs, COBITa U TPAHCIIOPTUPOBKH
TOTOBOM MPOJAYKIMH, a TaK)Ke MEpONPHATHH IO COBEPIICHCTBOBAHUIO COBITOBOM ceTH, (GOpM JOCTaBKH MPOAYKIHH

MOTPEOUTENSIM, COKpPAIICHUIO TPaHCIIOPTHBIX 3aTpar, CHIDKCHHIO CBEPXHOPMATHBHBIX OCTaTKOB TOTOBOH NPOIYKIHUU U
YCKOPEHHIO COBITOBBIX OTEpaIlyii;

- TPUHUMATh y4acTHE B OPTaHM3AlMM BBICTABOK, SAPMApOK, BBICTABOK-TIPOAAX M JAPYTHX MEPONPHATHAX IO peKiame
TIPOJTYKIIUH IPEANPUSITHS;

- OPraHU30BbIBaTh ONTOBYIO TOPIOBIIIO BHIITYCKAEMOM IPOAYKLIUEH;
- IPUHUMATD MEPHI 110 00ECTIeYSHHI0 CBOEBPEMEHHOTO TOCTYIIICHHUS IEHEKHBIX CPEJICTB 32 PEaI30BaHHYIO MPOIYKIIHIO;

- Yy4aCTBOBAaThb B PACCMOTPCHUM MOCTYNAKOIHUX HAa NPECANIPUATHC HpCTeH3I/II‘/'I HOTpe6I/IT€J'[eI\/’I U IIOATOTOBKEC OTBETOB Ha
MPpEeAbABICHHBIC NCKH, 4 TAKKE HpeTGHSHﬁ HOTpC6I/ITCJ'[$IM IIpyu HApYyHUICHUU UMHU YCHOBI/Iﬁ JAOTOBOPOB;

- obecrieunBaTh Y4€T BBIIOJIHCHUSA 3aKa30B U JOT'OBOPOB, OTTPY3KHM U OCTATKOB HCpCaJ’[I/BOBaHHOﬁ TOTOBOK MNpoAYyKIHUHU,
CBOCBPEMEHHOC Oq)OpMJ'ICHI/Ie COBITOBOM JAOKYMCHTalH, COCTABJICHUC Hpe,HYCMOTpCHHOﬁ OTYETHOCTHU IO IPpOAaKe (C6I)ITy,
HOCTaBKaM), O BBIITOJIHCHU U IJIaHAa OPOAdaKu NPOAYKIUHA.

5.1.2. Cobmonats [IpaBuia BHYTpEHHETO TPYAOBOTO pacropsiaka " " ¥ MHbIE JIOKAJIbHbIE HOPMATUBHBIE aKThI
PaGoronatens.

5.1.3. Cobnroath TpYAOBYIO TUCUUILTHHY.
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5.1.4. Cobnronats TpeOOBaHMS IO OXpaHe TPya U 00ecreyeHnto 6e30MacHOCTH TPYIa.
5.1.5. BepexxHo OTHOCUTBCS K UMyIecTBy PaboTonarens u qpyrux pabOTHHUKOB.

5.1.6. HezamennurenbHo coobmars Paboronarento 1100 HEMOCPEICTBEHHOMY PYKOBOJHUTEINIO O BOSHUKHOBEHUH CUTYallUH,
MIPECTaBILIOMIEH YyIpo3y JKU3HU U 3I0POBBIO JIOIEH, COXpaHHOCTH UMyIecTBa PaboTonarens.

5.1.7. He pmaBaTh WHTEpBBIO, HE NIPOBOIWTH BCTPEYM M MEPETOBOPHI, Kacalomuecs AedrenbHocTH Pabortomarems, ©e3
MIPEeIBAPUTENILHOTO pa3pellieHns PyKOBOJICTBA.

5.1.8. He pasrnmamare CBEJEHUS, COCTABJSIONIME KOMMeEpYecKylo TaiHy PaOortomarens. CemeHus, SBISIOIINECS
KoMMepUuecKoii TaitHoit PabotomaTens, onpenenens! B [logoxeHnn 0 KOMMepUYecKon TaiHe " "

5.2. PabOTHHK UMeEeT NpaBo Ha:
5.2.1. lIpenocraBieHne eMy pabOTHI, 00YCIIOBIEHHOW HACTOSIINM [I0TOBOpOM.

5.2.2. CBOEBpeMECHHYIO W B IIOJIHOM OOBEME BBIIUIATY 3apa0OTHOHM IIATEI B COOTBETCTBHU CO CBOCH KBanmpukanuei,
CJIO’KHOCTBIO TPY/a, KOJIMYECTBOM U Ka4€CTBOM BBIIIOJIHEHHOM paboThI.

5.2.3. OraplXx, B TOM 4YHCJIE Ha OIUIAYMBAEMBIA E€XKETOJHBIA OTIYCK, CKCHEICIbHBIC BBIXOJHBIC IHH, Hepabouue
Npa3IHAYHBIE THMU.

5.2.4. O0s13aTeNbHOE COLMAIbHOE CTPaXOBaHKE B CIIy4asiX, MPEAyCMOTPEHHBIX (eaepaabHbIMU 3aKOHAMH.

5.2.5. lHble npaBa, yCTaHOBJICHHBIE IEHCTBYIOIINM 3aKOHOAATENLCTBOM Poccuiickoit ®enepanuu.

6. [IPABA 1 OBSI3AHHOCTHU PABOTOJATEJISA
6.1. PaGoTonarens 00s13aH:

6.1.1. CoOmroaTh 3aKOHBI M WHBIC HOPMATHBHEIC IIPABOBBIC aKTHI, JIOKAIEHBIE HOPMATHBHBIC aKTHI, YCIIOBHS HACTOSIICTO
Horosopa.

6.1.2. [IpenocraBnats PaboTHUKY padoOTy, 00YCIOBICHHYIO HAaCTOSIIUM JJoroBopoMm.

6.1.3. Ob6ecnieunBaTh PaboTHHKAa 000pyIOBaHWEM, TEXHUYECKOW JOKYMEHTAIed M WHBIMH CPEICTBAMH, HEOOXOIMMBIMH
JUISL UCTIOJTHEHHSI UM TPYJOBBIX 0053aHHOCTEH.

6.1.4. BpliauuBaTh B IOJHOM pa3Mepe HpHUHTarollytocss PaOGoTHUKY 3apabOTHYIO IUIaTy B CPOKH, YCTaHOBJIICHHBIE
[TpaBunamMu BHYTPEHHETO TPYJOBOTO PacIOpsIIKa.

6.1.5. ObecneurnBaTh ObITOBBIE HYX/bl PaOOTHHKA, CBSI3aHHBIE C UCIIOJIHEHUEM MM TPY/OBBIX 00SI3aHHOCTEH.

6.1.6. OcymecTBIATh 0053aTENIFHOE COLMAIBFHOE CTpaxoBaHWe PaOoTHHWKAa B TOpSAIKE, YCTAaHOBJIEHHOM (enepaabHBIMH
3aKOHAMH.

6.1.7. VcionHATE MHBIE 0053aHHOCTH, yCTAaHOBJICHHBIE JEHCTBYIONNM 3aKOHOATEILCTBOM Poccuiickoit @enepartim.
6.2. PabGoTomarenb UMeeT MpaBo:
6.2.1. IToompsts PaboTHUKA 32 TOOPOCOBECTHBIN () PEKTUBHBIN TPYL.

6.2.2. TpeboBath oT PaboTHMKa WCHONHEHHS TPYJOBBIX OOS3aHHOCTEH, ONpPEAETICHHBIX B JOJDKHOCTHON HMHCTPYKIHH,
OepexHOr0 OTHOIMICHUS K UMyIIecTBY Paboromatens u Apyrux paObOTHHUKOB, cobmoaeHns [IpaBui BHyTpEHHETO TPYIOBOTO
pacnopsixka.

6.2.3. IlpuBnexars PaboTHMKa K AMCIMIUIMHAPHOM M MaTEpPHAIBHONH OTBETCTBEHHOCTH B TIOPSJKE, YCTaHOBICHHOM
JIEMCTBYIOIINM 3aKOHOAATENhCTBOM Poccuiickoit denepanuu.

6.2.4. IlpuHuMAaTh JIOKaJIbHbIE HOPMATUBHBIE AKThI.

6.2.5. OcymiecTBIsATh, HWHBIE IpaBa, NPEIyCMOTPEHHBIE IEHCTBYIOMIMM 3aKOHOIATENbCTBOM Poccuiickoit ®demeparum,
JIOKAaJIbHBIMH HOPMATHBHBIMU aKTaMU.
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7. COHUAJIBHOE CTPAXOBAHUME PABOTHHUKA

7.1. PabOTHUK MOJUICKHUT COIHMATHHOMY CTPaxXOBaHUIO B TOPSJIKE M Ha YCIOBHSX, YCTAHOBJICHHBIX JCHCTBYIOIIUM
3akoHoAarenscTBOM Poccuiickoit @enepanuu.

8. TAPAHTHU N KOMIIEHCAIT

8.1. Ha nepuon aeiictBus Hactosiuero JJorosopa Ha PaGoTHHKA pacpoCTpaHsIOTCA BCE rapaHTUU U KOMIICHCAIUH,
NIpeyCMOTPEHHbIE TPYJIOBBIM 3aKOHOAATeILcTBOM Poccuiickoit denepanny, JokanbHbIMU akTamu Pabotonarens u
HACTOSIIIUM JOTOBOPOM.

9. OTBETCTBEHHOCTb CTOPOH

9.1. B cny4aec HEUCIONHCHHWS WIM HCHAIJICKAIIETO HCIOJIHCHUS Pa0OTHHKOM CBOMX OOS3aHHOCTCH, yKa3aHHBIX B
HACTOSILEM JOrOBOPE, HApyLIEHUs TPYAOBOIO 3aKOHOAATENbCTBA, IIpaBuin BHYTPEHHEro TPYNOBOIO pacHopsKa
PaboTonartesist, MHBIX JTIOKATbHBIX HOPMATUBHBIX aKTOB PaboTomatens, a Takke NpuuuHEeHUs1 PaboToqaresro MaTepraibHOro
ymepba OH HeceT NUCHUIUIMHAPHYIO0, MaTepPHAJIbHYI0 M WHYIO OTBETCTBEHHOCTH COTJIACHO TPYAOBOMY 3aKOHOAATEIECTBY
P®.

9.2. PabOTHHK HeCeT MaTepPHAIBHYIO OTBETCTBEHHOCTh B pa3Mepe IPSAMOro JCHCTBHUTEIBLHOTO yIIepOa, HEMOCPEICTBCHHO
npuuMHeHHoro uM PaboTonmartento (B TOM 4YHCIIE HMYIIECTBY TPETbHX JIMIL, HaXoJsLIerocss y paboTomarens, eciu
paboTronarenb HeCeT OTBETCTBEHHOCTh 33 COXPAHHOCTh ATOTO MMYILIECTBA), a TaKKe B pazMepe 3arpaT Ju00 HM3JIHIIHUX
BHIIUIAT Ha NPHOOpETeHHE, BOCCTAHOBJICHHE HMYILECTBA JHOO Ha BO3MeElleHHe yuiepOa, NpHYHMHEHHOro PaboTHHMKOM
TpetbuM nunaM (ct. 238 TK PO maet TounyIo popMynHpOBKY OTBETCTBEHHOCTH PaOOTHHKA.)

9.3. Paboromatenr HeceT MAaTCpHANBbHYI0O W WHYK OTBETCTBEHHOCTh, COTJIACHO JCUCTBYIOMIEMY 3aKOHOIATEIHCTBY
Poccuiickoit denepanuu.

9.4. B cnyuasx, NpeIyCMOTPEHHBIX B 3akoHe, PaboTomarens 006s3aH KOMIIEHCHpPOBaTh PaOGOTHMKY MOpaibHBIN Bpef,
NIPUYMHEHHBII HETIPaBOMEPHBIMH JeHCTBHUAME U (WiH) Oe3aelictBuem Paboronaresns.

10. ITIPEKPAIIEHUME JJOI'OBOPA

10.1. Hacrosimuii TpynoBOH [IOTrOBOpP MOXKET OBITH MNPEKpAIleH IO OCHOBAaHWSAM, IPEIYCMOTPEHHBIM JIEHCTBYIOLINM
3akoHoAarenscTBoM Poccuiickoit ®enepanuu.

10.2. Bo Bcex cinydasx THEM YBOJbHEHHUS PaOOTHHKA SIBJISCTCS MMOCACIHUI ICHb €ro padboThI.
11. BAKJIFOYUTEJIbHBIE TTOJIOXXEHUA
11.1. YcnoBust HACTOSIIETO TPYIOBOTO JOTOBOPA HOCAT KOH(DUACHIIHATBHBIN XapaKTep U pa3rJIallICHUIO HE TOJICKAT.

11.2. YcaoBus HACTOAIIETO TPYJOBOTO JIOTOBOPA MMEIOT 00s3aTeNbHYI0 IOPHIMYECKYIO CHILy Ul CTOPOH ¢ MOMEHTa €ro
MTOJIIMICAaHUs CTOPOHAMH. Bece M3MEHEHNs U JOTIOTHEHNS K HACTOSIIEMY TPYIOBOMY JOTOBOPY O(OPMIISIOTCS IBYCTOPOHHIM
MUCbMEHHBIM COTJIAIICHUEM.

11.3. Cnopsl MeXAy CTOpOHaMH, BO3HUKAIOLIWE IMPHU HCIOJHEHWU TPYJOBOTO JOTOBOPA, PACCMATPUBAIOTCS B IMOPSJIKE,
YCTaHOBJIEHHOM JEHCTBYIOIIMM 3aKOHOAaTeNbcTBOM Poccuiickoit denepanun.

11.4. Bo BceM OCTaJbHOM, YTO HE NPEAYCMOTPEHO HACTOSIIIUM TPYAOBBIM JOTOBOPOM, CTOPOHBI PYKOBOJICTBYIOTCS
3aKoHoJarenbcTBOM Poccuiickoit denepanun, peryIupyonuM TpYA0Bble OTHOLIEHUS.

11.5. JloroBop cocTaBlieH B ABYX IK3EMIDIIPaX, UMCIOIIUX OJMHAKOBYIO IOPHIUYECKYIO CIITY, OJMH U3 KOTOPBIX XPaHHUTCS y
Pabotognarens, a qpyroi - y PaGoTHuka.

12. PEKBU3UTBI CTOPOH

12.1. PaboTonareins: ,

IOpUANYECKUN apec: >

(bakTHueckuii axpec: ,
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NHH , KIIIT , Plc

B , BUK

12.2. PaGoTHUK:

nacropT: cepus HOMEp BbIIaH

T., KOJ HOApa3IeNeHAS s

3aperucTpupoBaH(a) mo agpecy:

13. IOAIIMCHU CTOPOH
Paboromarens: PaGoTHUK:

/ / / /

3aganme 2: PaccMOTpeTh M 3aMOJHUTH JOTOBOP MOCTaBKM TOBAPHO-MATEPUAIbHBIX IIEHHOCTEH. Yem
noroBop noctaBku TMII oTinudaercss oT 0OBIYHOTO JOTOBOPA MOCTABKU? 3aMOJIHUTh, MPEJI0KEHHBIH,
oOpaszer noroBopa nocraBku TMLI. PekBu3uThl BTOpoil KOMIIaHUU BBIOpATh HA CBOE YCMOTPEHHUE.

JOT'OBOP Ne
MOCTABKH TOBAPHO-MATEPHAIBHBIX LICHHOCTE

r. Ttomenb «__» 202 r.

AxuuoHepHoe o0mecTBo «Ypajao-Cudupckass Temnosneprernueckass kommnanus» (AOQO «YCTIK»),
nMeHyemoe B ganbHeidmeM «[lpomaseny, B nmne reHepanbHoro aupekropa Ilepekansckoro Anekcaszpa
EBrenpeBnua 1eHCTBYIONIETO HA OCHOBAaHUH Y CTaBa, C OJHOW CTOPOHBI, U
MMEHyeMOoe B JlabHEUIIEM

«Ilokynarenby, B IuLe , JEHCTBYIOILIETO0 HA OCHOBAaHUU , C Ipyroi

CTOPOHBI, BMecTe HUMeHyeMble «CTOpOHBI», a MO OTAeNbHOCTH «CTOpOHa», 3aKIOYMIM HacTosmui JloroBop o
HIDKECTIEIYIOIIEM:
1. OPEAMET JOI'OBOPA

1.1. B pamkax nacrosimero Jorosopa IIponasen o6s3yercst nepenars B coocTBeHHOCTh IlokynaTento
TOBapHO-MaTepHajbHble IIEHHOCTH (manee mo Tekcty — TMII), KoauuecTBO, acCCOPTUMEHT M CTOMMOCTH KOTOPBIX
ykaspiBarotces B [Ipunoxxennu Ne 1 k Hacrosmmemy JloroBopy, a [TokymaTtens o0s13yercs npuHATh 1 oriatuts TMIL] Ha
yCIOBHSAX HacTosero Jlorosopa.

1.2. TMIl nmpuramnexut llpomaBily Ha mpaBe COOCTBEHHOCTH, HE 3aJIOKEHA, HE apecTOBaHa, HE
SIBIII€TCA MPEAMETOM UCKOB TPETHUX JIMIL.

2. YCJIOBHUA TIOCTABKHA N NOPAJOK PACUHETOB

2.1. IToctaBka TMI] ocymecTBisieTcss myTeM ee OTrpy3ku (mepemaum) Ilokymaremio co ckmana
IMponaBua, Haxopmsmerocss mo azapecy: r.Tiomens, yn. XappkoBckas, 81A/yn. Opecckas 8, B TeueHue S5 (msiTw)
KaJIeHJapHBIX JHEW C MOMEHTA MOCTYILUIEHUsI IEHEXKHBIX CPECTB Ha pacueTHsI cueT [Iponasma

Ocmotp u npuemka TMII nomxHa ocymecTBIAThCS NpeacTaBuTeneM [lokynaTens, UMEOIUM HaJIexKallle
yIOCTOBEPEHHBIE TOJTHOMOUUS, IO MECTY OTrpy3ku TMII.

2.2. Bwmecre ¢ TMII Ilponasen nepemaet Ilokynarento ToBapHyIo HakiagHyto 1mo ¢popme TOPI-12 u
cuer-QakTypy, opopMICHHBIA B COOTBETCTBHH C TpeboBaHusMu cT.169 Hamorosoro konekca P® u mpaBumamu,
yrBepxkaeHHbIMU [TocTanoBnenuem [Ipasurensctsa P® ot 26.12.2011 r. Nel137.

IIpaBo cobctBenHOCTH Ha TMII, a Takke PUCK CIYYalHON THOENW WX ClydaiHOro moBpexaeHus TMI]
niepexoaut k [Toxymarento ¢ MoMeHTa noanucanus CTopoHaMU TOBApHOW HaKJIaTHOM.

2.3. [onmucanue toBapHoi HaknanHoW Ilokymartenem OyneT monaTBepkaaTh, 4ro Ilokynarens He
HWMEET MPETEeH3MH K BHEIIHEMY BHY U K KaduecTBy nepenaBaemoit TMII.
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3. CTOUMOCTSB TMII 1 TOPSAJJOK PACHETOB
3.1. Croumocts TMI] o HacTosmemy /loroBopy COCTaBIISIET: ( ) pyOmeii 24 xomeiiku, B
oM gucie HIAC 20% - ( ) pyOuib KOTIeHKa.
3.2. Omrara TML] npomsBogutcs I[loxynarenem B teuenue 15 (IlatHanmmatwm) paboumx AHEH C MOMeEHTa
3axmoueHnss Jlorosopa, Ha pacdeTHBIH cuer [lpomaBma, yka3aHHBIM B paszene 8 Hacrosmiero JloroBopa, Ha

OCHOBAaHMU BBICTABJIEHHOT'O CUETA.
3.3. Ob6s3arenscTBo 10 oriare TML cuntaeTcst HICIIONHEHHBIM C MOMEHTA MOCTYIIJICHUSI JICHEXKHBIX CPEICTB
Ha pacueTHsIl cuet [IponaBua.

4. OTBETCTBEHHOCTbD CTOPOH U ITOPSAJOK PASPEIIEHUSA CIIOPOB

4.1. 3a HeHCTIOMTHEHNE WM HEHAAJIe)KaIllee UCTIONHEHNE 00s3aTebeTB Mo HacTosameMy JoroBopy, CTOpoHEI
HECYT OTBETCTBEHHOCTh B COOTBETCTBHH C ACHCTBYIOLIMM 3aKOHOIATENbCTBOM Poccuiickoit denepanyu.

4.2. Bce cropsl U pa3HOTJIACHS, BO3HUKIIKAE B Pe3yibTaTe UCIONHEHHs Hacrtosmero loroBopa, CTOpoHBI
pa3pemamT ¢ COOM0CHIEM 003aTeIHbHOTO TOCYACOHOTO MPETCH3MOHHOTO TOPAIKa yperyanpoBaHus cropa. Cpok
paccMoTpeHus npeTeH3un coctaBisieT 10 (zecsaTh) KaleHIapHBIX JHEH C MOMEHTA €€ TIOTYICeHUS.

4.3. B ciy4yae HEBO3MOXKHOCTH YpPETYJIUPOBaHHUs CIOPOB M Pa3HOTJIACUN B MPETEH3MOHHOM MOPSIKE OHU
nepenaroTcs Ha pasperieHue ApourpaxHoro cyna TroMeHcKoit obacTu.

4.4. B cnyuae Hapymenus [lokynatenem cpoka omnaTtsl croumoctd TML, mpenycMOTpeHHOTO m 3.2.
Hactosero [Jorosopa, I[Ipoaaser; umeeT mpaso motpedoBaTh oT [lokymaress ymiaTuTh HeycToiKy B pasmepe 0,1 %
OT HE YIJIAYEHHOH B CPOK CYMMBI 3a KaX bl I€Hb IPOCPOYKHU.

5. ®OPC-MAKOPHBIE OGCTOSTEJBCTBA

5.1. CTopoHBI 0OCBOOOXKIAIOTCS OT OTBETCTBEHHOCTH 32 YaCTHYHOE M TIOJTHOE HEHUCIIOTHEHUE 003aTeIbCTB
o HacTosmeMy JloroBopy, eciy NPUYMHON TAaKOTO HEWCIIONHEHHUS SBIICTCS ACUCTBUE HEMPEOIOTUMOMN CUIBL,
HETOABIACTHOE KOHTPOt0 CTOPOH, HE BBI3BAHHOE HX IPOCYETOM, HEOPEKHOCTHIO WIIH HOCSIIECE HEMPEIBUICHHBIN
xapaktep (moXxap, HaBOJHEHHWE, 3eMJIETPSCEHUE, BOCHHBIE JCWUCTBUA, a TAaKXKE aKThl TOCYJApCTBEHHBIX OPTraHOB
BJIaCTHU U YIIPaBJICHUS U UHBIC CO6I)ITI/I${, HaCTYIUICHUSA KOTOPBIX HAXOAWUTCA BHEC Pa3yMHOT'O KOHTPOJIA CTOpOH, u B
pe3yabTaTe HACTYIUICHHS KOTOPBIX BBIMOJIHCHHE OO0S3aTEILCTB COMIACHO HAcTosimeMy JOroBOpy CTaHOBUTCS
HEBO3MOYKHBIM).

5.2. CrtopoHa, ansi KOTOpPOW CO3/ajach HEBO3MOXKHOCTh HCIOJHEHHUS 005S3aTelIbCTB IO HACTOSIIEMY
JoroBopy 1o mpuYMHAM, yKazaHHBIM B 1. 5.1 Hacrosmiero [loroBopa o0si3aHa HE3aMEITUTEIHHO MHCHMEHHO
M3BECTUTH JPYTyI0 CTOPOHY O HACTYIUICHHH YKa3aHHBIX BBIIIE OOCTOSATENECTB C MPHIOKCHHEM CIPaBKU
rOCyJapCTBECHHBIX KOMIIETCHTHBIX OPTaHOB.

Hecobmoaerne mo00oro w3 3THX YCIOBHH JHINAET CTOPOHY IpaBa CCHIIATHCSA Ha HUX B Oynaymem. Ecim ot
[oxymaTens He MOCTyMAeT WHBIX MHCHMEHHBIX MHCTPYKIUH, [IpomaBerr 00s3aH BBITIOTHITE CBOM 00s3aTEIBLCTBA 10
J1oroBopy HacKOJIBKO 3TO [eJIECO00pa3HO U BEJET MOUCK MHBIX CIIOcO0O0B HcIoaHeHus JJorosopa.

6. CPOK JJEMCTBHUSI JOI'OBOPA
6.1. Hacrosmmii JIoroBOp BCTyIaeT B CHJIy ¢ MOMEHTa ero 3akiroueHus CTOpOHaMU W JICUCTBYET IO
oJTHOTO HcronHeHnss CTOpOHAMH CBOHX 00s13aTebeTB 1o JloroBopy.

7. SAK/IIOYUTEJIBHBIE ITOJIOXKEHU A

7.1. Bce BOIIPOCH, HE YpETyIUPOBAHHBIC HACTOSIUM JIOrOBOpOM, pa3peliaroTcs B COOTBETCTBUH C
JEHCTBYIOIIUM 3aKOHOAaTeNbCTBOM Poccuiickoii deneparuu.

7.2. Bce u3MeHEHHs ¥ JIOTOJNHEHHWS K Hacrosmemy JlOrOBOpY COCTAaBIISIIOTCS B MHCBMEHHOH (opme,
TOIIHCHIBAIOTCS YTIOJIHOMOYEHHBIMH MTPEACTaBUTEIIMU 00enx CTOPOH U SIBIAIOTCS €T0 HEOTHEMIIEMOH YacThIO.

7.3. Hacrosimuii JIoroBop COCTaBiieH B ABYX SK3EMIUIIpaxX MO OJHOMY IS Kakou u3 CTOpOH.

7.4. Bce n3MeHEHNS U IOTIOJIHEHHSI K HACTOAIIEMY J[oroBOpY IeHCTBUTENBHEI JIUIIH B TOM CITy4ae, eClii OHU
COBEpIIICHB! B MICEMEHHON (popMe, MMEIOT CCBUIKY Ha HAcTOSAMMK JoroBOop M MOANMCAHBI HAAJISKAIIUM 00pa3oM
YHOJIHOMOYECHHBIMHU Ha TO TpeAcTaBUTeNIMI CTOPOH.

8. AIIPECA, PEKBU3UTHBI X1 ITIOAIINCHU CTOPOH
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IMoxynareanb

IIponasen

CoxkpallleHHOe HAaMMEHOBaHHE
CTOpOHBI JI0roBOpa:

AO «YCTIK»

Mecto HaXOXICHUA:

625023, TroMeHcKast 00JIaCTh, TOPOJ
Tromensp, ynuna Onecckas, 10M 5

OI'PH: 1177232016510

VHH: 7203420973

KIIIT: 720301001

PacuérHblii cuér: 40702810570000001618

AO Kb «-AI'POITPOMKPEJIUT», r.

banic Mocksa
K/e: 30101810545250000710
BUK 044525710
Hokynarennb: Iponasen:

I'enepanbubiit nupextop AO «YCTIK»
M.IT A.E. Tlepexanbckuit

M.II

Ucnonuurensusiit aupextop AO «YCTIK»

M.®. Ilapracos
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Ipunioxenne Nel

k JloroBopy KyIUIU-TIPOJasku
ToBapHO-MaTepUaIbHBIX HEHHOCTEN
Ne oT 2023r.

Crnenuduxanus
ToBapHo-MaTepHaJbLHBIX HEHHOCTEI

Ne ) [ena 3a o Cymma ¢

n/ HaunmenoBanue TMI] 1::3?4 K;)(J)l en (6e3 %}g/lg a 6§3 HAC 20 . yuetom HJIC,

o . Hﬂc) B py ’ py N py6'

1

2

Hroro
Croumocts TMII no HacTosmmieeii cnennUKaIUN COCTABISACT: ( ) pyOneit _ Kome#ku, B

ToMm uucie HJIC 20% - ( ) pyOub KOTIeHKa.
Hokynarennb: Iponasen:

I'enepanbubiit nupextop AO «YCTIK»

M.IL A.E. Ilepexanbckuii
M.IT

Wcnomaurtensusii aupextop AO «YCTOK»

M.®. [lapracos

3aganue 3: CocTaBUTh AOTOBOP KYIUIM-IIPOJAXKH I10 CIEAYIOIIUM PEKBU3UTAM:

AO «ITupamugay peamuzyer OOO «ATIaHT» mapTHIO OyMaru KCEPOKCHON
«Cuerypouka» B konuuectBe 10000 mauek. Llena ognoit nmauku coctasnser 110 pyoO.
B 1.4. H/IC 18%.

Pacuer ocymiectBisiercs cienyrommm oopazom: 40% B BHUJIE aBaHCOBOTO

IiaTexa, a OCTaJIbHOE HE MO3HEE CEMU JIHEN MOCTIe MOCTaBKU MPOTYKIUH.

dopma OIUIaThI- MJIATEKHOE TOPYUYEHHUE.

Hupextop AO «IIupamuga» A.C.byrpos, OOO «Atnant» [I.H. Koukun. O0a
MPEANPUATHS IEHCTBYIOT HA OCHOBaHUU Y CTaBa.

B paznene 4 «OTBETCTBEHHOCTh CTOPOH» YKAXHUTE IYHKT CIEAYIOLIETO

xapakTepa: «B ciydae HapylIeHUs TOKyaTelIeM CpoKa IuiaTexa Oy1eT HaYHCIsAThCS
IIEHU B pazmepe 2% 3a Kaxabli J€Hb TPOCPOUKH

HOpunnuecknii anpec AO «Ilupamunax: r. Xabaposck, yi. [Tuonepckas 17/1,

NHH — 1598415 p/c Ne 12345678900000000126 B «MHkoMbanke» r.XabapoBcK.
HOpunnyecknii anpec OO0 «Atnanty»: r. Xabaposck yi. 3anapuna 25, THH
169847511, p/c 21365478900000000158 B «Tpuymd - banke» . XabapoBck.
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JOT'OBOP KVIIJIN — ITPOAAXHN
T. « » 20 .

nMeHyeMoe B aanbHenmeM «lIponaseny, B nuue
(®.1.0., 10IKHOCTB)

JICACTBYIOLETO HA OCHOBAaHUH
, C OTHOM CTOPOHBI, U ,
MMEHYEMOE B JAJIbHEUILIEM

«HOKYHaTCJ'IB », B
JINIEC

(®.1.0., 10IKHOCTH)
JEHCTBYIOIIETO HA OCHOBAHHUH ,
C Ipyroi CTOPOHBI, 3aKJIIOYMIIN HACTOSALIUI TOTOBOP O HUKECIEAYIOLIEM:

1. TIPEAMET JOI'OBOPA.

1.1. Ilponasen nepenaeT B COOCTBEHHOCTb, a [lokynarens npuHuMaeT M
OILJIAYMBAET CJIEYIOIIee UMYILECTBO:
(HammMeHoBaHuUe, KOJI-BO, T.IN)

2. HEHA TOBAPA U ITOPAJJOK PACYHETOB.
2.1. Ilena ToBapa cocTaBisieT
2.2. llena ToBapa BKJIIOYAET .
2.3. I3meHeHue 1ieHbl Ha TOBAp HE JIOMYCKAETCs B TEUCHUE CPOKa JACHCTBUSA
JIOTOBOPA.

2.4. PacueTsl 110 1IOTOBOPY NMPOU3BOASATCA

(€eIMHOBPEMEHHO, TTOATAITHO, aBAHCOBBIM TLIATEKOM)
2.5. ®opma oruiatsel
(nnat, Tped, Iat. nopy4., HATMYHbIN pacyer u T. 11.)

3. OBA3AHHOCTHU CTOPOH.

3.1. Ilponasen 00s13yeTcs:

- HE NIO3/HEE nepenars [lokynarento UMyIecTBO B
COCTOSIHMH, OTBEYAIOILIEM YCIOBHUSIM HACTOSIIETO JOTOBOPA.

3.2. [Tokynarens 00s13yeTcs:

- PUHSTH UMYIIECTBO B TTOPSIIKE M CPOKH, YCTAHOBJICHHBIC HACTOSIIINM
JIOTOBOPOM U JICHCTBYIOIIUM 3aKOHO/IaTE€ILCTBOM;

- OIJIATUTh UMYIIIECTBO B COOTBETCTBUHU C YCIOBUSIMH JIOTOBOpa (pazaen 2).
4. OTBETCTBEHHOCTDH CTOPOH.

4.1. B cnydyae HEMCITOJTHEHUS WJIM HEHAJJIEKAIIETO UCTIOJTHEHUS
00513aTeNBCTB IO HACTOAIIEMY JOTOBOPY CTOPOHBI HECYT OTBETCTBEHHOCTH B
COOTBETCTBUU C JEHUCTBYIOIIUM 3aKOHOIATEILCTBOM PD.

4.2. B cnydae BO3HUKHOBEHHUSI pa3HOTJIaCUi MO HACTOSIIEMY TOTOBOPY,
CIIOPBI PEIIAIOTCS ITyTEM MEPErOBOPOB.

[Ipu HEe TOCTUKEHUH COTTIACHS CTIOPHI PACCMATPUBAIOTCS B CYA€OHOM
TOPSIIKE.

5. TPOYUE YCJIOBUAL.

5.1. '3MeHeHus 1 TOMOJHEHUS K HACTOAIIEMY JOTOBOPY COBEPIIAIOTCS B
MUCHMEHHOMN (hopMe U MOJMUCHIBAIOTCS 00EUMHU CTOPOHAMH.

5.2. Hacrosmumii 7oroBop BCTYIAET B CUITY C
U ICUCTBYET IO
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5.3. JIoroBop cocTaBJj€H B JK3EMILIIPaxX, UMEIOIIUX PaBHYIO
IOPUINYECKYIO CUITY.

IOpuaunueckue agpeca, peKBU3UTHI U IIOJIIUCH CTOPOH

[Iponaser [lokymnaresnb

M.IL M.IL
(moamnuck) (IOATTHCH)

IIpakTnyeckoe 3ansTHE

Tema 2.5 IIpeTeH3MOHHO-UCKOBAsl JIOKYMEHTAMS
Leab: OCBOUTH TEXHOJOTMHM COCTaBJICHMSI MPETEH3UH U MCKOBBIX 3asBICHUN NpU HApPYyUICHUU
JIOTOBOPHBIX 0053aTEIbCTB.
AKTyanu3anus OMOpHbIX 3HaHUH U MPAKTUYECKOTO OMBITA IIPU JOMYCKE K padoTe:
1) Kak oopmiisitoTes MpeTeH3uu NpeANnpUsSTHl 10 HApYILIEHUIO JOTOBOPHBIX 00513aTEIbCTB?
2) Coneprxanue u QyHKIIMU UCKOBOTO 3asBIICHHSI.
3ananus 1:
1 - coctaBUTH U OPOPMHUTH IPETEH3HIO 33 HEJOTIOCTABKY POIYKIIHH;
2 - cocTaBUTh U 0(DOPMUTH UCKOBOE 3asIBJICHHUE B apOUTPAKHBIN CY/I.
Metoanyeckue ykazaHusi UToObl BBINOJHHUTH 33JjaHHE, HEOOXOIUMO O3HAKOMHUTBCS C THIOBBIM
MIAKETOM JIOKYMEHTOB, COJAEPIKAIIINM:
- IPETEH3HUI0 00 yIlaTe HeyCTOWKH 3a HEAOMOCTaBKY (IPOCPOUKY MOCTABKU) MPOTYKIIUHU;
- IPETEH3MI0 K aBTOTPAHCIOPTHOMY IPENNPHUATHIO O HENOCTade TIpy3a IpU LEHTPAIN30BaHHOU
JIOCTaBKe;
- HCKOBO€ 3asBJIEHME O B3bICKAHWM CTOMMOCTHM HEJIOCTayd TIpy3a IMpU TEPEeBO3KE IPY30B
aBTOTPAHCIIOPTOM;
- ICKOBOE 3asIBJIEHUE O B3bICKAHUU CTOMMOCTH HEAOCTAIONIEH MPOyKIIUH (TOBapa).
IIperen3uss — 3710 TpeGoBaHUE O JOOPOBOJIHLHOM YCTPAaHEHUHU HapyIIEHUsS 3aKOHOJATENIbCTBA. B memsax
YPEryJIMpOBaHUsl CIOPOB BHHOBHOM CTOpPOHE HAIPABIIAIOTCS INPETEH3MOHHbIE NHUcbMa. [IpeTeH3un
NPEIbSBIISAIOTCS B OTHOIICHUH KauecTBa TOBapa, 00bEMOB M CPOKOB ITOCTABKH, YITAKOBKH, MapKHPOBKH,
IJaTexa v IPyrux yCJIOBUM KOHTPaKTa.
B npeTeH3noHHOM nucbMe, KpOMe OOLIUX PEKBU3UTOB MTUCHMA, TOJIKHBI OBITh YKa3aHbI:
- TpeOOBaHUs, MPEAbSBISIEMbIE 3asBUTEIEM OpraHU3alluu, KOTOPOH HalpaBiseTcs IPETEH3US;
- IOAPOOHBII pacyeT CyMM, KOTOPBIE 3asIBUTEINb IPOCUT MEPEUUCITUTD;
- OCHOBaHUS TPEOOBaHUH 3asIBUTEIIS;
- CPOK ISl OTBETA Ha NMPETEH3UH, €CIIU 3TOT CPOK HE YCTAHOBJIEH CIIELUAIbHBIM HOPMAaTUBHBIM aKTOM;
- 0aHKOBCKME PEKBHU3UTHI 3asIBUTENS (IIPU HEOOXOIUMOCTH).
[IpereH3us noanucsIBaeTCsl pyKOBOAUTEIEM MIPEANIPUATHS WIIN €70 3aMECTUTEIIEM.
HckoBoe 3asiBIeHHE - 3TO TpeOOBaHME K KOMIIETEHTHOMY OpraHy O 3alllUTe€ HapyIIeHHOI'o IpaBa
OpraHu3aluy, NPeANnpUsiTHs, yupexaeHus. VIckoBble 3asBleHUs MOAAIOTCS B apOUTpak ¢ Mpocb0oil o
B3BICKAHUU C OTBETYUKOB B IPUHYAUTEIHLHOM MOPSAIKE TPETEH3UOHHBIX CYMM.
PexkBU3NTHI HCKOBOTO 3asBJICHUS CIEAYIOIIUE:
- HaMMEHOBaHMe apOouTpaka; - HAMMEHOBAaHUE U aJipeca CIOPALINX OpraHu3aIuii;
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- HANMEHOBaHUE MUHHUCTEPCTB U BEJOMCTB, B CUCTEMY KOTOPBIX BXOJAT CIIOPSIINE OPraHA3aLUY;

- U3JI0’KEHHE CYIIHOCTH CIIOPa U 0OCTOSITENbCTB, CIIyKAIIMX OCHOBAaHUEM JUIS HCKa;

- CChUJIKA Ha HOPMATUBHBIC aKThI M I0KA3aTEIbCTBA, MOATBEPXKIAIOIINE H3JI0KEHUE 00CTOATEIbCTB;

- TpeOOBaHUE UCTLIA;

- IPUYMHBI BO3PAKEHUS IPYrOo CTOPOHBI;

- CyMMa HCKa;

- JlaTa M0Ja4u 3asBJICHUS U MOJIUCH PYKOBOJUTEIIS.

B KOHILIE MCKOBOTO 3asBICHMS YKa3bIBACTCS IPWIOKEHUE: NEPEYCHb JTOKYMEHTOB, IPHJIAraeMbIX K
3asBJICHUIO. [IJ1s1 OTAENBHBIX KaTeropuil ClIOpOB IEPEYCHb JOKYMEHTOB, ITOAJIEKAIIUX IIPEIbIBICHUAIO B
apOUTpaK, yKa3bIBaeTCsA B MHCTPYKIIMOHHBIX MTHCbMaX.

KoHTposibHBIE BOIIPOCHL:

1. B kakux ciay4asix ¥ KaK COCTaBJISIFOTCSI KOMMEPYECKUE aKThl?

2. Ilopsnok oopmiieHHs OT3bIBAa HA ICKOBOE 3asIBIICHHE.

Oobpazen
Hcx. Ne Kyna
ll_ll 20_r
Komy
IMMCBMO-TIPETEH3U S O HAPYIIIEHUN YCJIOBUM JOCTABKH I'PY3A Ne
I[Io pgoroBopy o mnepeBo3ke rpy3a Ne OT «__ ». 20 r. KOMIIaHMS
o0s13aHa ObLTa JIOCTaBUTh o aapecy:

TOBap
B KOJIMNYECTBE
NITYK, B TCUCHUE JTHEH TocIIe TTOAMKMCAHUs JOTOBOPA.
JloroBop €O  CTOpPOHBI 0 CUX TIOp HE WCHOJHEH U
TOBap 0 CcHX
nop HE JIOCTaBIICH. MecToHaX0KIeHNE TOBapa HEU3BECTHO, a COTPYIHUKH

KOMMCHTApPHHU 110 9TOMY ITOBOAY AaBaTb OTKA3bIBAIOTCH.

B cBsa3u ¢ atum, c1. 14, 4.3, @3 «YcTraB aBTOMOOMJIBHOTO TPAHCIIOPTa U TOPOJCKOTO HA3EMHOTO
3JIEKTPUYECKOTO TPAHCIOPTa» JaeT MpaBO MPHU3HATH TPy3 yTpadyeHHbIM. B kadecTBe BO3MENICHHS
Tpedyem OIUIATHI €ro CTOMMOCTH B pazmepe

[Ipu oTCYTCTBHU peaklMu Ha JaHHOE MUCHMO B TEUECHUE pabouux THEMH, a TakkKe OTCYTCTBUU
NEPEUYNCIICHUs] JICHEKHBIX CPEJICTB B TEUCHUE pabouux JHEH, Mbl BBIHYXJEHBI Oyaem
00paTUTHCA B CY/.

[Tpunoxenus:
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PykoBogurens npeanpusatus

Oobpazen
Hemo Ne
«_» T.
B

Ucren:

Anpec pEerucTpanmm:
OTBeTYHK:
Anpec pEerucTpalmm:
HckoBoe 3asiBieHrEe 0 pacTOP>KEHUH JI0TOBOpa
Mexny u
3aKJIFOYEH  JTIOTOBOP Ne oT roga, no koropomy Hcren
BBICTYIIA€T B KadyeCTBE , @ OTBETUYHK — . Ilo ¢akry moammcanus AOroBOpa

CTOPOHBI  B3sJIM Ha ceOs OHpC,Z[CJ'IéHHBIe o0si3aHHOCTH. B YaCTHOCTH, HCTCI o0s3aICs

a TOT B CBOIO ouepenb OIJIATUTh
pasmepe pyo.
CornacHo nosioxkeHusM cT. 28 3akoHa «O 3amuTe npaB noTpeduTeneil» mpojaselr] 00s3aH BHIIIATUTh

MOTPEOUTENI0 HEYCTONKY B CiIydae IPOCPOUKH, MCXOIs U3 MPEAJIOKEHHON ¢opmynsl. Pacuér:
KOJIMYECTBO JIHEW NPOCPOYKM Ha MOMEHT momayu ucka () * 3 % oT 1meHsl JgoroBopa =
pyo.

CornacHo ct. 1096 T'K P® Bpen, mpuuMHEHHBIM BCJIEICTBUE HEIOCTAaTKOB pabOThl WM YCIYTH,
MOJJICKUT BO3MEIICHHIO JIUIIOM, BHITIOHUBIINM PaOOTy MJIM OKA3aBIIMM YCIYTY (MUCIIOJHUTEIEM).
Cornacho ct1. 18 3akona P® «O 3ammre npaB notpedureneit» NoTpeOUTENb B Cilydyae 0OHapYyKEeHUs B
TOBape HEJAOCTATKOB, €CJIM OHHU HE OBLITH OrOBOPEHBI MMPOJABIIOM, 110 CBOEMY BHIOOPY BIIpaBe:

OTKa3aThCsl OT MCIIOJHEHHS JIOTOBOpAa KYIUTH-TIPOJAXH M MOTPeOOBaTh BO3BpaTa YIJIAYCeHHOUW 3a TOBap
cymmbl. [lo TpeGoBaHWIO TIpoJaBIla W 3a €ro cUeT NOTPEeOUTENh JOJDKEH BO3BPATUTH TOBAp C
HEJIOCTaTKaMH.

Jlo HacTosIMIET0 MOMEHTa BpPEMEHHW OTBETYMKOM HE OBUIO TPEANPUHATO TIOMBITOK TOTAIICHUs
o0Opa3oBaBIIelics 3aI0JKEHHOCTH.

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

1.

2.

3.

dUO MHOJITNCH
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IIpakTnyeckoe 3ansaTHE
Tema 3.2 OcobGeHHOCTH 1e10NPOU3BOACTBA 10 00PALLICHUAM I'Pa’KAaH U KOH(PHAEHIHAIBHOT0
J€eJI0NPOU3BO/ACTBA

Iesib paboThL: HAYYUTHCS COCTABIIATH OTBET Ha oOpalleHne

1. TpeboBaHus IO TEOPETUUYECKON I'OTOBHOCTU CTYAECHTOB K BBIIOJHEHUIO NMPAKTUYECKUX 3aJaHUIL:
[lonatue oOpaleHue rpakJaHWHA, NPeIIOKEeHUe, 3asBieHHe, kanoba. OCHOBHBIE 3a/auM CIIy>KOBbI
JOKYMEHTAI[HOHHOTO 00ecreueH sl yIpaBieHHs TI0 OpraHu3aluu padoThl ¢ OOpaIIeHUsIMU TpaKIaH, ee
ocoOeHHocTH. POpMHUpPOBaHHE HOPMATUBHOM 0a3bl, periaMeHTHPYIOLIEH OpraHu3anuio paboThl ¢
oOpalIeHus MU TPaKJaH B TOCYJapCTBEHHOM armapare. 3aKOHOJATEeNIbHAS periiaMeHTanusi padoThl ¢
IPEUIOKEHUSIMHU, 3aBICHUSMHU U >kajo0amu rpaxjad. Onepauuy o npuemMy, perucTpalnuu, KOHTPOIIO
WCIIOJIHEHUS, IPUHSITUIO PeleHul 1o oOpaiueHusM rpaxjaadH. O6o0iieHre, aHaiau3 U UCIOJIb30BaHUE
JaHHBIX O pabore ¢ oOpamleHHAMU TIpaxJaH B amnmapate ynpasiaeHus. DopmMbl U METOJbI
COBEPIICHCTBOBAHM pPabOTHI ¢ OOpalleHUsIMH TpPaXJaH B OpraHax TOCYAapCTBEHHOW BIACTH W
yIpaBJIeHUs, B OOLIECTBEHHBIX opraHu3auusax. OpraHuzanus npueMa rpaxaaH B I'OCYJapCTBEHHBIX
YUPEXKICHUSAX.

3aganue 1::

1. 3an0aHUTH PErUCTPALIMOHHO-KOHTPOIbHYIO KAPTOUKY;

2. 3anojHMUTh PETrUCTPALMOHHO-KOHTPOJBbHBIM JKypHal YydeTa M PpPacCMOTPEHUS MpeUIoKEHU,
3asiBJIEHHH U ’Kaj00;

3. 3anOJIHUTH KypHAJI PErUCTpallMi NUCbMEHHBIX 00pallleH!i rpaxk/1aH;

4. 3amoHUTP KYpHAJ PETUCTPALIUN YCTHBIX OOpAIIeHUH TPaXKaaH;

5. 3anoiaHUTE CBOJKY ¢ 0000IIEHNEM Pe3yIbTaTOB pabOThI ¢ OOPALIEHUAMU TPAKIAH;

6. 3aMOIHUTDH CBOJIKY O HApPYILIEHUSAX CPOKA MCIIOIHEHNS U HEUCIIOIHEHHBIX 00pallleHUsIX Ipak/IaH.

7. B TedyeHHe KaKOro BpEMEHHU IOJUICKUT PErucTpaluy MHCbMEHHOE oOpallleHue, MOCTYIUBIIEE B
rOCYJapCTBEHHBIM OpraH, OpraH MECTHOTO CaMOYTIPaBJICHUs WIN JOKHOCTHOMY JIMILY: @) OJHOTO JHS;
0) nATU AHEH; B) TPEX IHEH.

8. OOpaiieHre MOKeT ObITh HampaBiIeHO: a) TOJbKO B MHCbMEHHOH ¢opme; O) Tonbko B (hopme
AJIEKTPOHHOT'O JJOKYMEHTA; B) B MUCbMEHHOM (hopme miu B (popMe IEKTPOHHOTO JOKYMEHTA, a TakKe
yCTHOE oOpallleHre TpakKJaHWHA B TOCYIapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIpPaBJIECHUS.

9. T'paxxgaHuH TpU PACCMOTPEHHM OOpAILEHUS HMMEET MpPaBO: a) 3alpaliuBaTh MPOMEKYTOUHBIE
MH(pOpPMAlMOHHbIE MaTepuallbl O XOJIeé PAacCMOTPEHHUs OOpalleHus, B TOM 4YHcie 1o TeiedoHy; 0)
M0JIy4aTh MUChbMEHHBIN OTBET MO CYIECTBY MOCTABJIEHHBIX B 0OpAIll€HUH BOMIPOCOB; B) 00paIiaThCs C
3asBJICHHEM O IPEKpaIlleHUH PacCCMOTPEHUs O0paIlleHusI.

PexomeHnaauuu K BbINOJTHEHHIO PAKTHYECKOi padoThI:

1. [oaroroBka K MpakTU4ECKOi paboOTe T0JIKHA HAUMHATHCS C U3YUEHUSI COOTBETCTBYIOMIEH yueOHOM 1
CHeIHaIbHOM TUTepaTyphl 10 TEME MPAKTUUYECKON pabOTHI.

2. VYcBOMB TpPOYMTAHHOE, HEOOXOAWMO BHUMATEIbHO  O3HAKOMHUTBCA C  COJEp)KaHUEM,
PEKOMEH/IOBaHHBIX K ATOM TeMe HOPMATHUBHBIX akTOB. OCOOEHHO BHUMATENIbHO CJIEIYET OTHECTHCH K
YCBOEHHIO T€X HOPMATHUBHBIX MIPEANNCAHUM, 110 TIOBOAY KOTOPBIX B JINTEPATYPE BEAYTCS AUCKYCCHH.

3. IloaroroBka K MpaKTHYECKOH paldoTe 3aBepuIaeTcs BBINOJIHEHWEM MPAKTUUYECKUX 3aJaHuil.
[Tpuctynas K BHIIOJTHEHUIO PabOThI, CTYACHT JOJDKEH YSICHUTh CYIIHOCTb 3aaHuUs.

4. HeoOXxommmMo BHHMATENIbHO BBITMIOJIHATh MPAaKTHYECKOEe 3amaHue. [lomumo 3TOrOo, HEOOXOIMMO
BIAJE€Th TEOPETUYECKUMHU 3HAHUAMH, KOTOpBIE CBSI3aHbl C INPEUIOKEHHBIMU  33JJaHUSIMU.
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Oo0pa3zen opopmiieHH )KYPHAJIA PETHCTPAIUMA UCXOASIIEH JOKYMEHTAIlUN

Jomnonuure Otmertka
Perucrpanumon- Kem
ara N Koppecnionenr Kpatkoe cozepKaHue Hcnonaur | nbHBIE 00
HBIN HOMEp HOJIMCaH
JOKYMEHTa (mostyuyatens) JIOKyMEHTa eJlb CBEICHMS O | HCIOJHE
JOKyMEHTA JOKYMEHT
JIOKYMEHTE HUU
1 2 3) 4 5) 6 7 8




Oopa3zen opopmileHus KypHAJIa PperucTPAIUN BXOASIIEH JOKYMEHTANHU

Pezonronmst nimm KoMy HampaBJieH JOKYMEHT Hononu
Peruc Ko UTEJIbH
p Har | Ho Kparkoe Pacniuck | Otmerk
Hara | tpauu pecI bIC
N a Mep | Ccomepx a B | a 00
IOCT | OHHBIA | OHAE CBEJICHU
e HoMG - IOK JIOK aHue Hata 4 o MoJryye HUCIIOJIHE
Y P yme | yme | mokyme | Cpox AsTop IPOCTaH HUH HUH
HUS TOKyM | (aBT CHoxI 3 JIOKyMeE
HTa HTa HTa HuTen ajaHue UCIIOJIHE | PE30JIt0 OBKHU
CHTa op) HUS un pesomo | HTC
100501
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Heab 3aHATHA: HAY4YUThCS OQOPMIATH CUCTEMY [JOCTyNa K KOH(UACHUUAIBHBIM JIOKYMEHTaM.
MeTtoauyeckue yKa3aHus:

KonduneHnuaabHple JOKYMEHTHI SBISIOTCS JOKYMEHTAaMH OTPAaHHYEHHOTO JO0CTyHa. ODTO O3HAdYaeT,
YTO 3HAKOMHUTbCA M paboTaTh ¢ HUMU MOTYT TOJIBKO JIMIIA, MOJIyYMBIIME HAa TO COOTBETCTBYIOILIHUE
paspeuieHus. Ilopsiiok mosnydeHust 1 OpOPMIICHHS TAaKUX Pa3pelIeHUi YCTaHABIMBAETCS HA KaXI0M
NPEINPUATHH CHCTEMON JOCTyNa K KOH(MACHIMAIBHBIM JTOKyMEHTaM, KOTOpas MPEJICTaBIseT COOOU
COBOKYIIHOCTb HOPM M IIpaBuUJI, ONPEAEIAIOUINX, KTO U3 PYKOBOJIUTENIEH NPEAIPUITHS U CTPYKTYPHBIX
MOJIpa3/ielIeHnii, KOMy U3 I0JIb30BaTeNel U ¢ KaKUMHU KaTeropusiMM KOH(UACHIUAIBHBIX JTOKYMEHTOB
MOJKET JaBaTh pa3pellieHHe Ha O3HAKOMIJIEHHE, a TaKXke, KakuM oOpa3oM o¢QopMIIAIOTCA Takue
paspelieHrss B 3aBUCHMOCTH OT BHJA ydeTa JOKyMeHTOB. llpm pa3paboTke cHCTeMBI JOCTyHa K
KOH(HIECHIINATHHBIM TOKyMEHTaM HEOOXO0IMMO PYKOBOJCTBOBATHCS CIETYIOIIUMH ITOIXOaMH.

1. Hoctyn K KOH(pHIECHIHAIBHBIM JOKYMEHTaM MOXKET HPEJOCTaBIIATHCS TOJBKO JIMIAM, UMEIOIIUM
0(OpMJIEHHBIM B YCTaHOBJIEHHOM IOpsAJKE (KOHTPAKTOM, MPHUKA30M) JIONMYCK K COOTBETCTBYIOILEMY
BUJy TallHbl M JABIIMM HHCbMEHHOE 00s3aTENbCTBO (B KOHTPAKTE WJIM CIIEUUAIbHOW MOJIHUCKE) O
HEpas3IJalleHWd  CTaBIIMX UM  M3BECTHBIMM  KOH(HIEHUMAIbHbIX  cBedeHu. Jlomyck K
COOTBETCTBYIOILIEMY BHJy TaWHBI SBJIAETCS OCHOBAHUEM IS JIOCTYIA K KOHKPETHBIM JOKYMEHTaM B
Ipesieax ATOro BUJa TalHBI.

2. Joctyn K KOHQUAEHIMAIBHBIM JOKYMEHTaM JOJKEH ObITh OOOCHOBAHHBIM M NPAaBOMEPHBIM, T.€.
0a3upoBaThCs Ha CIYKEOHONW HEOOXOAMMOCTH O3HAKOMJIEHHS C KOHKPETHBIM JOKYMEHTOM HMEHHO
JAHHOTO JIUIIA.

3. Cucrema pocTyna JOJDKHA JaBaThb BO3MOXKHOCTb oOOeclieuMBaTh IOJIb30BaTele BceMu
HEO0OXOJIMMBIMU UM B CUJTY CITY>KE€OHBIX 0053aHHOCTEH KOH(UIEHIIMAIBHBIMH JTOKYMEHTAMH, HO TOJIBKO
TEMH, KOTOpbIE JEHCTBUTEIBHO HEOOXOAWMBI JUIsl BBINOJHEHUS KOHKPETHBIX BHAOB pabor. K
COXAJICHHIO, 3TOT MOJXOJ HE BCeraa 4eTko cobmogaercss. C 0HOM CTOPOHBI, CTPEMsICh MaKCUMAJIbHO
COKpaTUTh KOJHMYECTBO JIUI], JONYCKAaeMbIX K KOH(PHIEHIMAJIbHBIM JIOKYMEHTaM, Ha HEKOTOPBIX
MPEANPUATHIX HE 3HAKOMSAT YacTh IMOJIb30BaTeel ¢ HEOOXOAUMON UM JJIsl CIIY)KeOHOM N1eATelbHOCTH
nH(popMalvel U TeM CaMbIM CHH)XKAIOT KauecTBO 3TOM JESATENbHOCTH, C JAPYroil CTOPOHBI - 3HAKOMST
nojib30BaTese ¢  KOH(HUACHIHMATbHBIMH JOKYMEHTAaMH, HE CBA3aHHBIMU HAlpSIMyl0 C HX
(GYHKIMOHATBHBIMU  O0S3aHHOCTSIMH, HO, KakK BBIPKAIOTCS, HEOOXOIMMBIMH MM "IUii OOILEro
pazButua" wuiam "pacmiupeHusi Kpyrosopa', 4TO TPUBOIUT K pasMIalleHHI0 HHQOpMAIUH, T.€.
HEMPaBOMEPHOMY JI0BEACHHUIO HHPOPMAIIUH JI0 JIUL], KOTOpPbIE HE JOJHKHBI €€ 3HATh.

4. Jloctym K KOHQHUIEHIHMAIbHBIM JOKYMEHTAM JOJDKEH OBbITh CAHKIMOHMPOBAHHBIM, T.€.
OCYILIECTBIATHCS TOIBKO 110 COOTBETCTBYIOLIEMY Pa3pEIICHUIO.

5. loctyn K KOH(QUACHIMAIBHBIM JTOKyMEHTaM MOTYT MPENOCTaBIIATh TOJIBKO YIOJHOMOUYEHHBIE HA TO

AOJIKHOCTHBIC JIMIA, IIPpHU 3TOM COOTBETCTBYIOIICEC MOJIKHOCTHOC JTUIIO MOXKCET OaBaTh pa3pClICHUC Ha



O3HAaKOMJIEHHE C BXOJSILIUMU B cpepy ero AesTeNbHOCTH KOH(GUICHIMATbHBIMUA JOKYMEHTaAMH TOJIBKO
YCTaHOBJICHHOMY KPYTY JIUII ¥ TOJBKO IO CITY>KeOHOM He0OXOIUMOCTH.

Hoctyn nomkeH oGOPMISTHCS MUCBMEHHO MO KaXKIOMY KOHKPETHOMY KOH(DHIECHIIHAIEHOMY
nokyMeHTy. Ilpu HeoOXOAMMOCTH O3HAKOMIIEHHUS IOJIb30BATENsl TOJBKO C YAacThIO JIOKYMEHTa B
paspelleHrny Ha O3HAKOMJICHUE JTOJIKHBI ObITh YKa3aHbI pa3/elibl, MyHKThl WM CTPAHUIIbI, C KOTOPHIMU
MOHO 03HAKOMUTB MOJIb30BATEIS.

CocraBurtenu (UCMOJHUTENN) JOKYMEHTOB U JIMIA, KOTOpPbIE BU3UPOBAIHU, COTJIACOBBIBAJIU,
MOJMNKUCKHIBAIIN, YTBEPXKIAAJIM JOKYMEHTHI, a TaKKe JIMIA, YKa3aHHbIE B TEKCTE PACIOPSAUTEIbHBIX
JOKYMEHTOB, AOIYCKAIOTCAd K TaKUM JOKyMeHTaM 0e3 odopmiieHUs OMOJIHUTEIbHBIX pa3pelleHui,
€CIIM OHM TPOJOJIKAIOT BBIMOJIHATE T K€ (YHKIMOHAIbHBIC OOS3aHHOCTH. B mepBoM ciydae 3To
OOyCIIOBJICHO TEM, 4YTO IEPEUYHCICHHBIC JINIA KaK Obl aBTOMATHYCCKU B CHIIy CBOETO CIYyKEOHOTO
MOJIOXKEHUS YK€ TOJYYMIIN JOCTYI K JOKYMEHTaM Ha CTaJUH UX MOATOTOBKU, BO BTOPOM - TE€M, YTO C
MOpYyYEHUEM, COJEpKalIMMCS B PACIOPSAUTEILHOM JIOKYMEHTE, WCIHOJHUTENb JIOJDKEH ObITh
03HAKOMJICH 0053aTeIbHO, YTOOBI 3HaTh, YTO €My MOPYUYCHO, TIOATOMY O(OPMIICHUE OTIOTHUTEIHLHOTO
JOCTyIa TepseT BCAKHUA CMBICT. [IOCKOJNIBKY cHCTeMa JOCTyma K KOHQUICHIMAILHBIM JOKYMEHTaM
COJICP’KUT B ce0e 3HAUUTENbHOE KOJIMYECTBO MPABOBBIX IMOJOXKEHHM, a HapylleHHEe ee TpeOoBaHUiA,
MpHUBOJIAIIECE, KaK MPaBUIO, K pasMalleHUI0 KOoH(UIEHIMaIbHON WH(pOpMaiuu, BiIedeT 3a coboit
JTUCHUTUTMHAPHYIO0, TPakKIaHCKO-TIPABOBYI0O M B HEKOTOPBIX CIydasx YrOJIOBHYIO OTBETCTBEHHOCTH
BUHOBHBIX JIUII, TO €€ CJIEAYET 3aKPEIUISATh B CIIEIUAILHOM HOPMATUBHOM JIOKYMEHTE, KOTOPBIH OOBIYHO
HazbiBaeTcs «[lomoxkeHue o cucteme 10CTymna K KOH(GUISHIIHATEHBIM JOKYMEHTaM.

[TonoxkeHne JOMKHO OCHOBBIBATHCS HA BBIIIEU3IIOKEHHBIX MOAX0/IaX M MOXET BKIIIOYATh B ceOs
CIIEyIOIINE Pa3Aebl.

1. O6mue noaoKeHusl.

2. llomHOMOYMs JODKHOCTHBIX JIMII TO pa3pelieHdI0 JOCTyNMa K KOH(UICHIHATbHBIM
JIOKYMEHTaM.

3. [Mopsgox oopmieHus pa3pemieHnit Ha TOCTYI K KOH(UIEHITUATLHBIM TOKYMEHTaM.

B mepBom pasnmene ykasbiBatotcs: HasHadeHHe [lonokeHWs; HOpMATHBHBIC JIOKYMEHTHI, Ha
KOTOpBIX OHO Oasupyercs; cdepa ero pacHpoCTpaHEHHUs; OCHOBHBIC 33aJa4d U TMPUHITUIBI CHCTEMBI
JIOCTyIa; Ha KOTO BO3JIaraeTCs OTBETCTBEHHOCTh 3a HEBBINONHEHUE TpeboBaHuil [lomoxkeHus; kem
OCYIIECTBIISIETCS KOHTPOJb 3a coOmtomeHneM HopM [lomoxenus. Ilpm sToM ciemyeTr oTpasuTh, YTO
OTBETCTBEHHOCTH 32 HEBBITIOTHEHUE TpeOoBanuii [1omokeHns HeCyT BCe JOKHOCTHBIC JIUIA, MMEIOIINE
MPaBO /aBaTh pa3pelieHne Ha JOCTYN K KOH(UICHIIMATLHBIM JOKYMEHTaM, a TakKe BCE MOJIb30BaTeNN
KOH(UISHITMATBLHBIX TOKyMEHTOB. KOHTpOIh 32 BhIMTOIHEHHEM HOpM [10JI0KEeHMS JOHKEH BO3JIaraThCs
Ha pyKOBOJUTENEH cIy>KObl 0€30MacHOCTH, MOApa3eleHNs] KOHPUICHIIMAILHOTO AeONPON3BOACTBA U

YIpaBJICHYCCKO-IIPON3BOJCTBCHHBIX HO,HpaS,Z[CJ'ICHI/Iﬁ B IIpeaciiax uX KOMIICTCHIIUH.
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Bo BTOpoM pasnene HOJKHBI OBITH MEPEUUCIICHBI BCE AOJKHOCTHBIE JIUIA, KOTOPBIE MOTYT
JaBaTh pa3pelieHue Ha JOCTYN K KOH(UIEHIMANbHBIM JOKYMEHTaM, C yKa3aHHEM, KaKOH KaTeropuu
MOJIb30BaTENIeH U K KAKOMY COCTaBY JIOKYMEHTOB.

B Ttperbem pazgene onpenensercd MOPSIOK OQOPMIIEHHS pa3pelleHud Ha JOCTyln K
KOH(HIEHIIMATIBHBIM JOKYMEHTaM, 3apETUCTPUPOBAHHBIM 110 PAa3JIMYHBIM BUJaM ydeTa. Pa3pemienue Ha
O3HAKOMJICHHE C KOH(UACHIUMAIGHBIMU JOKYMEHTAMH JIOJDKHO O(OPMIIATHCSA: MO IMOCTYNUBIINM U
W3JIAaHHBIM JOKYMEHTaM B (popMe Pe30JIIOIIH Ha TIOKYMEHTE; 10 IOKyMEHTaM, 3apETUCTPHUPOBAHHBIM I10
y4eTy JOKYMEHTOB BBbIJEJICHHOTO XpaHEHus, B (hopMe pe30roluy Ha JOKYMEHTE WM HOJIMCAHHOTO
COOTBETCTBYIOLIMM PYKOBOJAUTENIEM CIIMCKA II0Jb30BaTeled Ha BHYTPEHHEH CTOpPOHE OO0JIOKKU
JOKYMEHTa, TUTYJBbHOM JIUCTE JIMOO B KapTOYKE ydueTa BBIAAYM AOKyMEHTa. PasperieHne Ha OCTyI K
KOH(UIEHIMAIBHBIM JIelaM 0pOpMIISIETCS B HOMEHKJIIATYpE JEJl.

OtnenbHbM  paznenom  IlonmoxkeHus MoxeT OBITh MPELyCMOTPEH HOPSAOK JIOCTyNa K
KOH(HIEHIIMATIbHBIM JOKYMEHTaM JIUI], He paOOoTaloIMX Ha JJAHHOM HpPEANpHUSATUH (IPU BBITOJHEHUU
COBMECTHBIX paboT u 1p.).

3aganue: UCTIONB3yS MPEUIOKEHHBIE TOKYMEHTHl O(QOPMHUTH AOCTYN K KOH(HICHIHAIHHBIM
JOKYMEHTaM.

IIpakTH4yeckoe 3aHsATHE
Tema 3.3 CucremaTusanusi J0KyMeHTOB, (p)OpMHpPOBaHHUE HUX B JeJIa M Nlepefaya B apXuB
OpraHu3auuu

Ienp padoThI: HAYUYUTHCS COCTABIISITH HOMEHKIIATYPY A€l

IMosicnenue k padore:

HomeHk1aTypa jeJ mpejacTaBisieT cOOOW COCTaBJICHHBIM IO YCTaHOBJIEHHOW (opme mnepeyeHb
3aBOJUMBIX JI€Jl B OpTaHU3aLUH C ONPEJIETICHUEM CPOKOB UX XpaHEHUS. ITO OUYEHb MOJIE3HBINH JOKYMEHT
B JIETIONIPOM3BO/ICTBE, HOO MO3BOJISIET PALIMOHAIBHO OPTraHU30BaTh PabOTy C TOKYMEHTAMHU:

- TpyNnmupoBaTh JOKYMEHTBHl B Jefla 10 OINpEAENIEHHON cucremMe — 00ecreuuMBaeT B clydyae
HE00XO0AMMOCTH ONEPATUBHOCTh UX MOMCKA U COXPAHHOCTD,

- HCIOJIBb3YIOT B MPOLECCE PErUCTPAllMU JOKYMEHTOB — IMPHUCBAUBAIOT PETUCTPALMOHHBIA HOMEp
COIJIaCHO pa3paboTaHHON KiaccU(UKALIUN U MHIEKCaM JIel,

- HCIOJIb3YIOT KaK OCHOBHOM JOKYMEHT B Ipoliecce oTOopa Ael Ui cllayd MX B apXHB, 0TOOpa
JIeJ1 ¢ UCTEKIIMMHU CPOKAMH JUIsl JAIbHEUILEr0 MX YHUUYTOKEHUS,

- NPUMEHSIOT KaK YYETHBII TOKYMEHT JIeJl BPEMEHHBIX CPOKOB XpaHEHHsI (MOKHO JIONOJHUTEIBHO
HUKAKHE OIIMCH HE COCTABIIATH),

- B AapXMBHOM Jelieé CIY)KMUT OCHOBOM JJisi COCTaBJ€HHS OIUCEH Jed IOCTOSHHOTO U
JOJITOBPEMEHHOI'O XpPaHEHUS, B TOM YHCJIE 110 JINYHOMY COCTaBY, aKTOB HA YHUUTO>KEHUE JJOKYMEHTOB.

Kak Buaum HOMEHKIATypa Jiel — 3TO MHOTOQYHKIIMOHAJIbHBIA JOKYMEHT U C MPAaKTUYECKON TOUYKHU
3peHusl HY)KEH KaXJOH OpraHu3aluy s YHOPSAOYEHMs] TEKYIIEero MAeloNnpou3BoAcTBaA. Jlis
rOCy/lapCTBEHHBIX OPraHOB M MYHMIIMNAJIbHBIX YUPEXKIECHUN, KOTOPHIE IEpPelaloT JOKYMEHTHI B
rOCyJapCTBEHHbIE WM MYHULMTIAIBHBIE apXHBBI, a TAKXKe Ui aKIIHOHEPHBIX OOIIECTB, HOTAPUYCOB U
Jp. COCTaBJICHNE HOMEHKJIATYPbI €T SIBISETCSI HOPMATUBHBIM TPEOOBAHUEM.

Haxe ecnu Bbl paboTaere B HeOONbLIOW (pupme, Bce paBHO HEOOXOAMMO pa3paboTaTh As ceds
HOMEHKJIATYpy [el, 4TOObl palMOHAbHO BECTH JEJOMPOU3BOJCTBO U TEM CaMbIM OOJEr4uTh cebe
paboTy 1Mo BoOmpocaM OCHOBHOH AesTenbHOCTH. VI pocT 00beMa TOKYMEHTAIBHOW MacChl HE CTaHET B
OJIMH MPEKPACHBIN JICHb MPOOJIEMOH.

Homenknarypa iein MOXeT ObITh:

50



— pa3paboTaHa CaMOCTOSTEIHLHO OPraHW3alWil, MOJOKUTEIBbHOE — MaKCHMajbHas BO3MOXKHOCTh
OpraHM30BaTh BCE «IIOJa ceOs», T.K. HUKTO JydYllle BaC HE 3HAET CHeUU(UKY JIeATEeIHHOCTH W
COOTBETCTBECHHO 00pa3yIONIMXCs JOKYMEHTOB, PUHATONW OpraHU3aIlui padOThl ¢ HUMH, OTPUIATEIILHOE
— OouibIIasi TPYIOEMKOCTh, IPU OTCYTCTBHH JOCTATOYHOTO OMBITA B HOMEHKIATYPY AEN MOTYT OBITh
3aJI0KEHBI OLITHOKH,

— TIIOpYy4eHO €€  COCTaBJIECHHE  CHEIHUAIM3UPOBAHHOM  KOMIIAHMM € 3aKJIIOYCHHEM
COOTBETCTBYIOILIEIO JIOTOBOpA I10 OKA3aHUIO YCIYr, IOJOKUTEIbHOE — HE TPATUTE CBOE BPEMs U
IIOJyYEHHBIH JJOKYMEHT, KaK IPaBUJIO, COCTABIEH I'PaMOTHO, OTPHULIATEIILHOE — HE BCErja 3ajlo’KeHa
camasi pallMOHaJIbHASA CUCTeMa paboTHI C JOKYMEHTaMHU.

ITocrapaiiTech HOMEHKJIATYpY JA€J COCTAaBIIATh CBOMMHU CHJIAMH, JIa)K€ €CJIM B UTOre MOTYT OBITbh
Kakue-To Henoctatku. [IpaBuia pa3paboTKu MOHATH HE TPYIHO, OCHOBHAS CIOXHOCTh IIPUXOJAUTCS Ha
AHAJMTHYECKYIO paboTy MO COCTABICHHIO, CUCTEMATHU3allui HAa3BaHUI 3ar0JIOBKOB €T U OIPEICICHUI0
CPOKOB XpaHEHHMsI 10 MEPEYHIO JOKYMEHTOB.

Ilopsinok cocTaBiieHUs: H YTBeP:KAeHUS HOMEHKJIATYPHI Aes

Pabora Benercss Ha OCHOBaHMM HOPMATHBHO-METOJMYECKHUX JIOKYMEHTOB. OTBETCTBEHHOCTh 3a
COCTaBJICHHEe HOMEHKJIATYpPbI JieJl BO3Jaraercl Ha CJyx0y /IeJONpoOU3BOJACTBa (CeKperapuar,
KaHIEISIpUsl, OO OTACI U T.J.).

[Ipexne Bcero, HEOOXOIUMO OIPENEIUTh COCTaB 0OPA3YIOMIUXCS JOKYMEHTOB. M3y4aroT ycTaB HiH
MIOJIOKEHHE 00 OpraHu3aluy, €€ CTPYKTYpPY, HOJOXKEHHS O CTPYKTYPHBIX IOJApa3AeieHUsX, Apyrue
HUMEIOLIUECS] JJOKYMEHTBI, OIpPEAEISIONUe NeATeNIbHOCTh OpraHu3aluuu (IOJOKEHUs, PErJaMeHTBhI,
opaBujga M T.JA.), IUIAHOBbIE U OTYETHbIE JOKYMEHThl OpraHM3aLUHU, IOJE3HO HPOCMOTPEThH
HOMEHKJIATYpY J1e]1 3a NPEeAbLIYLIHI ro.

Cunraercs, uYTO CBOJHAs HOMEHKJIATypa JeJd OpraHu3allid COCTaBJIAETCS Ha OCHOBAHUHU
COIJIACOBAHHBIX C BEJOMCTBEHHBIM AapXUBOM HOMEHKJATYp J€J1 CTPYKTYpPHBIX IOJpa3/iesieHuH.
CoTpyqHMKHM OTAEIOB IPOCTO HE CIOCOOHBI pa3paboTarth TpeOyeMblii JOKYMEHT (OTCYTCTBHE
kBasnukanyu, Bpemenn). [loaToMy ocHOBHas paboTa JIOXKHUTCS HAa OTBETCTBEHHOI'O CHEIHAJIMCTa 3a
COCTaBJIEHHE CBOJHOIO NOKyMEHTA. byneT sydine 1y BceX, €ClIi CTPYKTYPHBIE TIOPA3AeIEHUs TPOCTO
MIPEJICTaBAT B CIIYKOy J1€JI0MPOU3BOJICTBA CIIMCOK Ha3BaHUI BCEX 3aBOAUMBIX JIEI.

IIpu 5TOM BCe AOKYMEHTHPYEMBIE YYacTKH JIOJKHBI ObITh OTpakeHbl. YacTo COTPYJHHUKH OTAEIOB
TOBOPAT «l1a Yy MEHsI TYT B CTOJIE», «4TOOBI O]l pyKoi». Bmecre ¢ Tem mpaBuia TpeOyroT, 4TOOBI BCe
3aroJOBKH 3aBOJIUMBIX Jie]1 ObUIM BKJIIOUEHBI B HOMEHKJIATYpY zed. M 3aTeM HCIOoHEHHbIE JOKYMEHTBI
(hopMHUPOBATIKCE B JIeJIa B COOTBETCTBHUH C 3aJI0’)KEHHON CUCTEMOIA.

Kak yxe oTMedasnock BblllIe caMasi ClI0XkHas paboTa B pa3paboTKe HOMEHKIATYpPHI J1el — IPaBUIbHO
chopMyIUpOBaTh 3arojOBKH €], CUCTEMaTHU3UpOBaTh UX U IMPOCTABUTHh CPOKU XpaHEHMs AEN CO
CCBUIKOM Ha COOTBETCTBYIOIIYIO CTaTBhIO IO NEPEYHIO JOKYMEHTOB. JTO MBI PaCCMOTPHUM IO3JHEE HA
KOHKpPETHOM IpUMepe HOMEHKJIATYpPhl JeJl OpraHu3aliy B CIeAYIOUIei cTaThbe.

OdopmiieHre CBOJHOW HOMEHKIATYPBl JI€]1 MPOU3BOAUTCS Ha 0OLIeM OJlaHKe OpraHu3aluu, IIe
OCHOBHAs 4acTh IIPEJICTaBIeHA B TAOIMYHON (hopMe C periiaMeHTUPYEMBbIMU Ha3BaHUSIMU rpad.

W 3areM B COOTBETCTBMM C HOPMAaTHBHBIMH TpPEOOBAaHUSAMH HEOOXOIUMO YTBEPAWUTH JTaHHBIH
NoKyMeHT. OCHOBHbIE 3Talbl YTBEP:KAeHUs HOMEHKJIATYPhI Je:

e  BU3HPYETCS OTBETCTBEHHBIM 3a apXHUB OPTaHU3ALINN,

e  TOJNMCHIBAETCS PYKOBOJUTEIEM CIYXKOBbI AETONPOU3BOICTBA,

e  COIVIACOBBIBAETCA C DKCIEPTHOM KOMMCCHEH OpraHu3allid C COCTaBJIEHUEM IPOTOKOJIA
3aceJaHusl DKCIIEPTHON KOMUCCHH,

e HANpaBJsETCSI HAa PAcCMOTPEHHUE SKCIEPTHO-IIPOBEPOUYHOM KOMHCCHEM COOTBETCTBYIOLIETO
apXUBHOTO yUpexXIeHHs] — He pexe | pa3a B 5 jeT (JaHHBIN ATam MPOMYCTUTh, €CJIU OpraHHU3als He
nepeaeT AOKYMEHThl Ha TOCYAapCTBEHHOE XpaHEHHE, HE SIBISIETCS MCTOYHHKOM KOMIIJIEKTOBAHMS
rocapxuBa),

e  YTBEpPXKIACTCAd PYKOBOJIUTENIEM OpraHu3anuu (rpud yTBEP>KACHUS HA CAMOM JIOKYMEHTE HIIU
[prKa3 00 YTBEPKICHHH HOMCHKIIATYPBI JIE).
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OOpatuTe BHUMaHHE, YTOOBI W30€XKATh TUIWYHOW OIIMOKM — HENb3sl MEHATh MECTaMHu JBa
nocnegHux odTama. CuuTaercs, 4TO TOCApXUB HMEET IpaBO MOTPedOBAaTh BHECTH H3MEHEHUS B
HOMEHKJIATYpY nei. Eciu TOKyMeHT yTBEepKJIeH, TO €ro TO3/JHO C KEM-JIN0O0 COTIacOBLIBATH.

[lo mpaBuiaM JOMHKHO OBITH YETHIPE/TPU IK3EMIUISIPA HOMEHKIJIATYPHI JIeJI OpraHU3alil, KOTOphIE
XPaHATCS:

e B cCIyx0e IeJoNpOou3BOICTBA — JOKYMEHT TOCTOSSHHOTO XPAHEHUS,

e B IOCYJIapCTBEHHOM apXuBE€ (SK3EMIUISIP OTCYTCTBYET, €CIM HET COIJIACOBAHUSI C IKCIIEPTHO-
MIPOBEPOYHOM KOMUCCHEH COOTBETCTBYIOILIETO APXUBHOTO YUPEKICHNUS),

e B apXHBE OpraHU3AIINH,

e  pabounii sx3eMIUIp (yaoOHEe MOIb30BaThCS B AJIEKTPOHHOM BHUIE U Pa3MECTUTh B CBOOOJHOM
JOCTYIIE ISl BCEX COTPYIHUKOB OPraHU3aLIUN).

IMopsinok Texkymieii padboThbl ¢ HOMEHKJIATYPOH e

[Tocne yTBepkaeHMs CTPYKTYpPHBIE MOpa3IeieHuUs TOJy4atOT BBIMUCKU U3 HOMEHKIATYPHI €1 UIn
uHGOPMUPYIOTCS, TA€ B OOIIEeM JOCTyle B SJEKTPOHHOH ¢opMe HAXOAUTCS JOKYMEHT JUIs
MPAKTUYECKOT0 UCTOIB30BaHMS B paboTe.

Ha mpeacrosimumii ron cBogHas HOMEHKJIATypa JAeN OpraHu3aldd pa3pabaThiBAacTCsl B YETBEPTOM
KBapTaJie KaXJI0ro roJia.

Ecnu mpoucxonsaT 3HauMTeNbHBbIE M3MEHEHUS! (QYHKIMI U CTPYKTYpbl OpraHu3allid, COCTaBIIAETCS
HOBasi HOMEHKJIATypa Je] (XapakTepHO JUIsl TOCYJapCTBEHHBIX OPraHoOB). DTO 3HAUUT, YTO TpeOyeTcs
CHOBa B YCTaHOBJICHHOM MOpSIKE €€ YTBEpAUTh, BKJIIOYAsl COTJIACOBAHUE C IKCIEPTHO-TPOBEPOUHOM
KOMHUCCHUEH apXUBHOTO YUPEIKICHUSI.

B cnyuae otcyTrcTBHS THOOQNbHBIX HM3MEHEHHI HOMEHKIATypa el B KOHIE KaXAOoro roja
YTOYHSETCS (€CTTM HE00X0UMO JT0OABIISIOTCS BHOBD 3aBEJCHHBIC JeJIa WM YIAISIOTCS YK HEHYKHBIC,
PEAAKTUPYIOTCS Ha3BaHUS 3arOJIOBKOB Jied M T.JI.) ¥ BBOAUTCA B JIeWcTBUE C | sSHBaps MpeaCTOAIIETO
roja.

ITocrme 3aBepiieHus ACNOMPOU3BOACTBEHHOTO TOAa IO YCTAaHOBIEHHOW (hopMe cocCTaBIseTCs
WTOTOBAsI 3aIIMCh O KATETOPHUSAX M KOJIMYECTBE 3aBEJICHHBIX /1€ B OpPraHU3alluy.

Oobpazey cocmagnenus HOMeHKIaAmMYpPovl 0el 00PaA308amMenbHO20 YUPEHCOCH U

YT1Bepxkaar:
3agenywomas _Konockosa A.A.

Mpuxa3z Ne 23 ot 30.12. 2015 1.
Homenkiarypa aed

o0OpazoBaresibHOE YUPEXKICHHE TOMOJIHUTEIILHOTO 00pa3oBaHus AeTeu «/[emcrkuil cao No 222)
Ha 2016 rox

No Cpoxk
HanmeHoBaHmue 1ei1a
n/n XpaHeHus
1 2 3
01 Opzanuzayuonno-npasosoe ovecneuenue /[0Y 01
[locmosinno 0o
01-
01 Hopmamusno-npasosgvre 0okymenmui 0 oesmenvrnocmu JJOY 3amembl
HOBbIMU
01- Ilocmosanno 0o
02 Pewenus, pacnopsoicenusn Yupeoumens o oeamenvnocmu J{OY Vet
3an
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HOBbIMU

01- | Ilpuka3zvr opeanos ynpasnenus oopazosanus o oesmenviocmu | Jo MuHosamus

03 JI0y Haoobnocmu

01- . .

04 Ipuxaszwer 3aeedyroweti JJOY no ocnognoii oesmenvHocmu 5 nem

01-

05 Yemae yupeswcoenus Ilocmosinno

01-

06 Csuoemenvbcmeo o pecucmpayuu 8 HAL02080M Op2aHe Ilocmosinno

01- | Jluyensus Ha npaso 6eoenus obpazosamenvuol | I[locmosnno 0o

07 oesimenbHOCMU 3ameHbl HOBOU
HUTOI'O: nen BpeMeHHOT0 XpaHeHus: 1 Jes1 HOCTOSATHHOTO XpaHeHus: 6

Obpazey Homenknamypol 0en op2anu3ayuu

3aKpeITOE aKIIMOHEPHOE OOIIEeCTBO YTBEPXIAIO
«bonpIast Karis

(BAO «bonbmias xars»)

I'enepanbHBI AUPEKTOP
N.0. ®amunus
24.12.2014
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HOMEHKIJIATYPA JEJI

24.12.2014 Ne 1

r. Camapa
Ha 2015 rox
WNunexk | 3aroioBok nena | Kon-Bo Cpox [Ipumeuanue
c (ToMa, yacTeit) Jen XpaHeHUs
nena (TOMmMOB, nena  (Toma,
qJacTei) YacTH)
U HOMEpa
crareu
10 TIEPEYHIO
1 2 3 4 5
01. Kannenspus
01-01 Y4upenurenabHble JOKYMEHTHI M [TocTostHHO [Tepeuenn
ycTaB o011ecTBa cT. 50 a, THUTIOBBIX
51-53 yIpaBIeHYECK
UX  apXUBHBIX
JTIOKYMEHTOB. ..
(M., 2010)
01-02 [Tonoxenus 00 opraHax [TocrostHHO [Tepexonsmee
ynpasieHus: (o0meM cobpaHuu cT. 57 a c2013r.
AKIIMOHEPOB, COBETE
JTUPEKTOPOB, ITPABJICHUN)
01-03 Irarusie pacnucaHus u [TocTostHHO [Tepexonsmee
W3MEHEHUS K HUM ct. 71 a c2014r.
01-04 [TonoxkeHnss O  CTPYKTYpPHBIX ITocTosiHHO [lepexonsmee
MOAPa3IeICHUSX cT.55a c2013r.
01-05 [Tpukassr TeHEPATTLHOTO [TocTostHHO
JUpEKTOpa 1o OCHOBHOM cT. 19 a
JeSITeTbHOCTH
01-06 ITpukazbl TeHEpPaIbHOIO 5 ner
JIUpEKTOpa o cT. 19B
aIMUHUCTPATUBHO-
XO3SIICTBEHHBIM BOITPOCaM
01-07 [TpoTokosbl  00mMX coOpaHMii Hocrosnuo! | Bromnerenn
AKIIMOHEPOB U JIOKYMECHTHI K HUM cT. 18 m TOJIOCOBaHUST —
10
IPEKpAICHHUS
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JACATCIIbHOCTH

AQ; ocie
pEeKpaLeHUs
—OIIK
01-08 WNHcTpykius o [TocTostHHO [Tepexonsiiee
JIEJIONIPOU3BOJICTBY cT. 27 a c2010r.
01-09 Homenkiarypa nen [TocTostHHO
cT. 200 a
1 2 4 5
01-10 [Tepenmcka o BOIIpOCaM 5 ner DIIK
OCHOBHOH HESITEILHOCTHA cT. 35, 256
01-11 Pe3epBHbIil HOMED
01-12 baza  pmaHHBIX  perucTtparuu 5 ner B anekTponHoO#
BXOJISIIIMX JJOKYMEHTOB cT. 258 T dbopme
01-13 baza  pmaHHBIX  perucTtparuu 5 ner B anekTponHoO#
HCXOJIAIINX TOKYMEHTOB cT. 258 T dbopme
02. OTaen kaapoB
02-01 JlomKHOCTHBIC UHCTPYKITUU 75 ner
COTPYJIHHKOB cr. 77 a
02-02 [lIrarabie pacrnicaHus u 3 roma [MopnmuaHNKU B
n3MeHeHus K HuM. Kornuu cr.710 nene 01-03
02-03 [Tpukassr TeHEPATTLHOTO o [TonuHHUKY B
TUPEKTOpa 1o OCHOBHOM MUHOBaHHS KaHILETSIpUU B
neareirsHOCTH. Konnu HaJ00HOCTH nene 01-05
cT. 19 a
02-04 [Tpukassl Te€HEPaIbHOIO 75 nmet OIIK
JUPEKTOpa MO JIUYHOMY COCTaBY cT. 190
(0 mpueme, TEpEeMENICHUH,
YBOJIBHEHUH U JIp.)
02-05 ITpukasel TeHEPAITLHOTO 5 ner
JUpPEKTOpa O MpEeAOoCTaBIECHUN cT. 190
€XKET0JTHBIX OTLIAYMBACMBIX
OTITYCKOB
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Hauanpuuk KaHIOCIIIPHUH

OTBETCTBEHHBIH 32 ApXUB
A.O. bopoBuuka
19.12.2014

COI'NTACOBAHO
[Iporokon DK
or 22.12.2014 Ne 3

WTorosas 3anuch 0 KaTeropusix U KOJIMUYECTBE /1€, 3aBeieHHbIX B 2015 roxy

B 3AO «bompiias xarisa»

K.E. Typuunckas

B ToMm uucie:

ITo cpokam xpaHeHus Bcero ¢ OTMETKOI
MEPEXOMAMMAX | iy e

1 2 3 4

[ToctosiHHOTO 30 8 —

Bpemennoro (cBoime 10 ser) 36 7 4

Bpemennoro (mo 10 ner | 92 12 27

BKJTIOYUTETHHO)

HUTOI'O: 158 27 31

Hauvaneauk xanuenspumn

24.01.2016

Hrorosnie CBCACHUA NICPEAAHBI B apXWB

Cekperapb

26.01.2016

K.E. Typunnckas

J1.b. 3aboxuHCcKas

He.]'lb pﬂﬁOTLI: HAay4YUThCA MOArOTaBJIMBATH JOKYMCHTBI K TIICpCAadYC Ha AapXHBHOC XPAaHCHHUC.

O3HaKOMUTH CTYAEHTOB CO CPOKAMH XPAHEHHUS JOKYMEHTOB Ha MPEINPHUSITHH.
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IMosicHenue K padore:

B cootBerctBuM c 4. 1 cr. 17 ®DepepansHoro 3akoHa ot 22.10.2004 N 125-03 "O6 apxuBHOM
nene B Poccuiickoit ®epepanmu" opraHuzanuu 0053aHBI 00ECIEYMBATH COXPAHHOCTh APXUBHBIX
JOKYMEHTOB, B TOM YHCJE JOKYMEHTOB II0 JMYHOMY COCTaBy, B TEYEHHME CPOKOB HX XpPaHEHHS,
YCTaHOBJICHHBIX (he/iepaqbHBIMU 3aKOHAMHU, HHBIMM HOPMATHUBHBIMU IPaBOBBIMU akTamu Poccuiickoi
®enepauuu (cM. Ta0INILY), a TAKKE CIAEAYIOLUMYU IEPEUHSIMHI TUIIOBBIX aPXUBHBIX JOKYMEHTOB:

- IlepeyHeM THUMOBBIX YNPABICHUYECKUX APXMBHBIX JOKYMEHTOB, OOpa3yIOIIMUXCS B MpoIEecce
JESTEIbHOCTH TOCYJAapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYINPAaBIEHUS W OpraHu3alui, c
yKa3aHHEeM CpPOKOB WX XpaHeHus'", yTB. Ilpukazom MunkyneTypel P® ot 25.08.2010 N 558 (cm.
yKazareab BUAOB JJOKYMEHTOB K HEMY);

- IlepeyHeM THUMOBBIX aPXUBHBIX JIOKYMEHTOB, OOpa3ylOUIMXCSd B HAyYHO-TEXHUYECKOW H
MPOU3BOACTBEHHON AEATEIbHOCTH OpraHU3alldii, C yKa3aHUEM CpPOKOB XpaHeHHs, yTB. [Ipukazom
Munkynbtypbl PO ot 31.07.2007 N 1182 (cM. ykaszarenb K HEMY);

- llepeuHeM THUNOBBIX JIOKYMEHTOB, OOpa3yloIIMXCi B JI€ATEIbHOCTH TI'OCKOMHUTETOB,
MUHHCTEPCTB, BEAOMCTB U JIPYTUX YUPEKICHUM, OpraHu3alui, NpeanpUsITHii, C yKa3aHUEM CPOKOB
xpaneHnus, yTB. I'naBapxusom CCCP ot 15.08.1988.

JlJis aKkMOHEpPHBIX OOIIECTB CPOKH XpaHEHUs HMX JIOKYMEHTOB ompeeneHbl [lojoxeHuem o
MOPSI/IKE ¥ CPOKAX XPAHEHHS JIOKYMEHTOB aKIIMOHEPHBIX 0011ecTB, yTB. [loctanoBnennem ®KIIb PD ot
16.07.2003 N 03-33/mc.

Cpoku xpaHeHHs 00111epACIIPOCTPAHEHHBIX IOKYMEHTOB:

KaapoBble 10KYMEHTBI: IITATHBIE PACIIUCAHUS — MOCTOSHHO; MOATBEPKAAIOUIUE MPOUCIIECTBUE
HECUaCTHOTO citydasi — 45 JIeT; MoATBEpKAAolIie BOSHUKHOBEHHE NMPO(ecCHOHAIBHOTO 3a00IeBaHus —
75 net; nuuHOE AENo pabOTHUKA — 75 JeT; BCce JOKYMEHTHI, Kacarolluecs AEATeIbHOCTU COTPYIHUKA
IIpH 0COOBIX YCIOBUSX TpyAa — 75 neT.

PuHAHCOBBIE JOKYMEHTBI: UMeoIMe HHYOpMAIHIO 00 HCUHUCIICHUH U yIJIaTe HAJIOTOB — 4 rojia;
MO/ITBEP K IAOIIUE PACXO/bl, [IOHECEHHBIE B CBA3M C OOYUYEHUEM COTPYAHHKA — B TE€UEHHE BCETO CPOKa
o0y4yeHMs IUTIOC eme 1 roj, U He MeHee YeThIpex JIeT; MOATBEep)KJIaloIine 00beM MEepeHECEHHBIX Ha
Oyayuiee yObITKOB — B T€UEHHME BCEro CpoKa, ITOKa Hajoromas 0a3za yMEHbIIAeTCs Ha MEpPEHECEHHBIH
yOBITOK; MOATBEP)KIAIOIIME pacyeThl MO CTPAaXOBBIM B3HOCAM BO BHEOKOJKETHBIE (QOHABI — 6 JeT;
ceprudukarsl DI HYy)KHO coXpaHsATh emie 5 JIeT MocJe 3aBEPIICHHS T0/1a, B KOTOPOM 3aKOHYHJIICS CPOK
nevictBus ceptudukara; npuHATed B @CC 1o kaHajaMm 3J€KTPOHHOM CBS3M pacueT, BHIIOJIHEHHBIH B
¢dopme 4-OCC, u KBUTAaHLHUSA O €ro MOJYyYEeHUU — 5 JeT; OyXraJTepckue JOKYMEHTBI, PaCKpPbIBAIOILINE
y4€T M OTYETHOCTb — 5 JI€T; KAacCOBbIE YEKH, >KypHaJbl KacCHpa-ONEpallMOHUCTAa, HAKOIUTENN
(bucKaTbHOW NMaMATH, AIEKTPOHHBIE KOHTPOJIbHBIE JIEHTHI, APyrue GOopMbl, IOATBEPKIAIOIINE PACUETHI
HAJIMYHBIMH JIEHE)KHBIMU cpeicTBaMH — 5 JieT; nacnopT Bepcuu KKT — B TeueHue Bcero cpoka, moka
nacnopt JedctBuTesneH. CpoKH XpaHEHUsl JOKYMEHTOB B OpPraHM3allMM B HEKOTOPBIX CIy4yasX MOTYT
OTIPENIENIATHCS IOPUIMUECKUM JIMIIOM CaMOCTOATENbHO, HO OHHM HE MOTYT OBbITh MEHbBILIE CPOKOB,
YKa3aHHBIX B 3aKOHOJATEIbHBIX aKTaX.

[Ipu yHHUYTOXXEHUH TOKYMEHTOB COCTABISETCA aKkT. Y HU(DUIIMPOBAHHOM (OPMBI Ul TAKOTO poja
aKTOB HE CYIIECTBYET, OH COCTaBJIsETCSI B CBOOOIHON (hopme, 3aKperieHHON PUKa30M PYKOBOAUTEIS.
B Hem 10ikHBI ObITh 0003HAUEHBI HE TOJIBKO HAMMEHOBAHUE M BCE PEKBU3UTHI OpraHU3aluH, HO TaKXKe,
OOBIYHO B BHJI€ TAOJIMIIBI, YKA3bIBAIOTCS HAMMEHOBAHUS JOKYMEHTOB (J€JT), TIEPHOJ, KOTJIa OHH OBLI
CO3JIaHbl, KOJHMYECTBO JIUCTOB HJIM, €CIIM O0beM Jena IOJ| OJAHUM HaWUMEHOBAaHHUEM BEJIHK, TO
KOJMYECTBO TOMOB. B 3TOM ke akTe MOXHO 100aBUTh Ipadbl HaKIaJHON Ha mepeady-npueM
JOKYMEHTOB JUISl YHUUTOXEHHUS.

MuHUMaIBbHBI CPOK XpaHEHUs OyXTaiaTepCcKUX ITOKYMEHTOB - OOuH roj. Takoi mnepuoj
NPEeIyCMOTPEH JIMIIb JUIsl OTIAENbHOW KaTreropuu Oymar, KOTopash BKIIIOYAeT KOPPECHOHICHLHUIO C
COOTBETCTBYIOIIMMH OPraHaMH O BPEMEHHM IPENOCTaBICHUS OTYETHOCTU. CpOK XpaHEHHs KaCCOBBIX
JOKYMEHTOB COCTAaBJISIET ISAThH JieT. KpoMe HUX, aHAJIOTUYHBIA NEPUOJ BPEMEHHU JI0JKHBI HAXOAUTHCS B
apxuBe U cleayrone OyMakHble HOCUTENH:

1. banaHcel 3a KBapTail.
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2. OT4eThl OpraHM3alMd 3a YEeTBEPTh TOfa C MPHUKPEIUICHHBIMA K HUM OOBSCHUTEIHLHBIMU
3aMMuCKaMH.

3. 'naBHas kHwura.

4. Bce mpoTOKOJIBI 3acelaHuil 0 OOCYXICHUIO, a TaKKe YTBEP)KIACHHUIO OAalaHCOB 3a KBapTal U
OTYETOB 32 TAKOM K€ NEPUO/.

5. lllaxMaTHbIE )KypHaJIbI.

6. KaccoBple KHUIM M OIIpaB/aTENbHbIE (IEPBUYHBIE) TOKYMEHTHI.

7. Benomoctu (000OpOTHBIE U HAKOMUTENIBHBIC) 1O cueTaM OanaHca (KaK aHAIUTHYECKHM, TaK U
CUHTETUYECKUM).

8. Bce [OKyMEHTHI BHECHCTEMHOTO, a TaKXe CHCTEeMHOro yd4eTa (KOHTPOJIbHBIE U
BCIIOMOTaTeJIbHbIE KHUTH, KYpPHaJIbl, KAPTOTEKHU).

9. AKTBI TPOM3BEICHHBIX PEBU3MM (PUHAHCOBOM U XO3SMCTBEHHON AESATEILHOCTH KOMIIAHUH, a
TaK)K€ BCEBO3MOYKHbBIE MIEPBUYHBIC MAaTEPUAIIbI K HUM.

10. KapTouku, KapTOTEKH ¥ KHUTH IO OMEPaIUsiM C MOAOTYETHBIMH JIUI[AMHU.

He MeHnee necsaTy J€T NOKHBI XPAHUTHCS:

1. banmancel, a Takke OTuYeThl opraHu3anuu 3a roA. K HHMM 00s3aTeNbHO OJDKHBI IPHJIAraTbes
OOBSICHUTEIILHBIC 3aITHCKH.

2. Onucu UHBEHTAaps.

3. bayianchl mepenaToyHoOro M pa3aeuTeIbHOTO XapakTepa.

4. CAanuuTenbHbIe BEJOMOCTH.

5. banaHchl TUKBHIAIMOHHOTO XapakTepa. K HUM B 00s3aTeIbHOM TOPSIAKE TOJDKHBI IPHKIIAIBIBATHCS
OOBSICHUTENbHBIC 3aMUCKH U POYUE MPUITOKEHUSI.

6. Kauru, o KoTopsIM BeZIeTCs YUET 3JaHUI U COOPYKEHUI.

7. IIpoToKoibl 3aceqaHuil, HA KOTOPBIX PACCMaTPUBAIUCH JTUOO YTBEPKAATUCH OalaHChl M OTYETHI 3a
rOJI0BOM MEPHUOI.

8. BceBo3MOXKHBIE MaTepuanbl, COJEpKallie B ce0e CBENEHHUs 0 HWHBEHTApPH3AIMH COOPYKEHHH,
3TaHUI.

9. IlpoToKonbl 3acenaHHii, Ha KOTOPBIX pacCMaTPUBAIM CIUYHUTENIbHBIE BEAOMOCTH IIPOLIECCOB
WHBEHTapH3aI1u.

IHoaroroBka 10KYMEHTOB K Iepeaaye HAa AapXUBHOE XpPaHEeHHe.

[ToaroroBka TOKYMEHTOB K XPaHEHUIO SIBIIIETCS HEOOXOJIMMBIM ATAllOM B MPOIIECCE TMepeaadn
JTOKyMeHTOB B apxuBHble (ouasl. CormacHo 3akoHoAatensCTBY Poccuiickoit denepanuu, Bce
JIOKYMEHTBl KOMIAHUU JOJKHBI TIPOWTH COOTBETCTBYIOIIYIO 0OpabOTKy, MPEkKIe 4eM MOCTYIMUTh Ha
apXHUBHOE XpaHEHHE.

[ToaroroBka TOKYMEHTOB K XPAaHEHUIO SIBIIIETCS HEOOXOJIMMBIM ATAlliOM B MPOIIECCE TMepeaadn
JTOKyMeHTOB B apxuBHble (ouasl. CormacHo 3akoHomatensCTBY Poccuiickoit denepanuu, Bce
JOKYMEHTBI KOMIAHWUU JOJDKHBI TIPOUTH COOTBETCTBYIOIIYIO 00pabOTKy, MPEkKIe YeM TOCTYIMUTh Ha
apXHUBHOE XpaHEHHE.

[ToaroroBka MOKYMEHTOB K XpPaHEHHIO HEOOXOJWMa HE TOJBKO JUISI OOECTICUCHHsI XOpOIei
COXPAaHHOCTH JOKYMEHTOB, HO W JUIsl TOTO, YTOOBI M30eXaTh aJMUHHCTPATUBHONW OTBETCTBEHHOCTH H
mTpadoB, CBA3aHHBIX C HEKAYECTBEHHON MOATOTOBKOM JOKYMEHTOB K XpaHEHUIO.

JTanbl NOATOTOBKH JOKYMEHTOB K XPAHEHHIO

1. DxcnepTH3a HeHHOCTH:

[lepBbIil 3Tan MOATOTOBKM JOKYMEHTOB K XPAaHEHHUIO 3aKJIIOUAETCS B MPOBEACHUM HKCIEPTU3BI
IIEHHOCTH JOKYMEHTOB. DKCHEPTH3a IEHHOCTH HEO0OXOauMa ISl TOTO, YTOOBI BBIABHUTH JOKYMEHTHI,
KOTOpBbIE TOJUIEKAT JAJbHEHUIIEMY COXPAaHEHUI0 WM YHUYTOXKEHHIO. C 3TOH 1LENbl0 COCTaBIseTCA
OTIMICH JIEJT ¥ OTIMCH IOKYMEHTOB JICII.

B HeOonpIMX KOMIAHUSX C MPOLEAYypOW MOATOTOBKH JIOKYMEHTOB K apXWBHOMY XPaHEHUIO
MOXKET CIpPaBUTHCS apXHBapuUyC WM YIOJIHOMOYEHHOE Juuo. J[ias Toro 4YroObl MOATOTOBUTH
JOKYMEHThI B KPYIHBIX apXWBax, dalle BCEro HEOOXOAMMa IMOMOIIb BBICOKOKBATH(PHUITMPOBAHHBIX
CHEIHATMCTOB U3 APXUBHBIX KOMITAHUH.

2. OmpenejieHue MecTa XpaHeHHUsI JOKYMEHTOB
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Ha nanHOM 3Tame HY)KHO YCTaHOBUTb MECTO JJIsi XPAaHEHHs NOKYMEHTOB. Cpeau BO3MOKHBIX
aJIbTEpPHATHB: XpaHEHUE [TOKYMEHTOB B oduce, cladya JOKYMEHTOB Ha BHEO(DHCHOE XpaHEHHE U
CO3/IaHHE DIIEKTPOHHOI'O apXUBA.

3. XpaHeHHe JOKYMEHTOB B oduce

Jnst Toro 4ToOBI MOATOTOBUTH JOKYMEHTHI JUIS XpaHEHHs B oduce, HEOOXOIUMO TIPaMOTHO
OpraHu30BaTh APXUBHOE IPOCTPAHCTBO M OOECHEYUTh COOTBETCTBYIOLIMM TEMIEpPAaTYPHBIH pPEXHUM.
Taxoke Ha JTaHHOHM CTAaAMK HYXHO T03a00TUTHCS O 3aKYIKE apXUBHBIX CTEIUIAKEH, apXUBHBIX KOPOOOB H
nanok. Kpome Toro, Hy)xHO 3apaHee 103a00TUTBCS O TOM, YTOOBI JAeja IOJDKHBI ObLIM MPOLIMTHI U
neperuieTeHsl. Hu B KoeM cilydae Hellb3sl yIIaKOBBIBAaTh JOKYMEHTBI B IIOJMITUIICHOBBIC MTAKETHI, TAK KaK
3TO yMEHBUIAET COXpaHHOCTh Oymaru. Bo Bpems ¢opmupoBaHus apxXuMBa MHalnku M Kopoba
MOJIMCHIBAIOTCSI, U CaMble BaXKHBIE IOCTABUTh TaK, YTOOBI B cly4ae HEOOXOAMMOCTH OOECIICYHTH
OBICTPBIN 1OCTYI K HUM.

4. Cpavya 10KyMEHTOB Ha BHeO(prcHOe XpaHeHHe

Ilepenaua OKYMEHTOB Ha BHEO(HMCHOE XpaHEHHE 3aKJIIOYaeTcs B BBIBO3E JIOKYMEHTOB B
XPAaHWINILE CTOPOHHEN apXMBHOM KOMITaHUM. [I0Ar0OTOBKA JOKYMEHTOB K XpPaHEHHIO B JAHHOM Cllydae
MUHHMMaJIbHA, MOCKOJIBKY OTBETCTBEHHOCTh 3a 3TO OepeT apXuBHas KoMmnaHus. ['JaBHOe BO Bpems
MEPEeBO3KM — COXPAaHUTh BCE NOKYMEHTHl B Hamuuud. llogpoOHee umraiite BHeoducHoe xpaHeHHe
JOKYMEHTOB.

5. Co3xaHue 3JIEKTPOHHOIO ApXUBa

IIpu BBIOOpE 3JEKTPOHHOIO apxHMBa Kak CHoco0a XpaHEHHs JOKYMEHTOB 3aTpaThbl KOCHYTCS
CKaHMPOBAHUs JOKyMEHTOB. Ha OCHOBe ckaHMpOBaHHBIX 00pa30B co3naercs 0a3a JAHHBIX C CHCTEMOU
noucka. [ToaroroBka JOKyMEHTOB K apXMBHOMY XPaHEHHIO OyJeT 3aKitoyaTbcs B OTOOpE TOKYMEHTOB
Ha ckanupoBanue. [locime 3TOro yxke mporpaMMHCTBI CO3/1Al0T 0a3y JaHHBIX C ymoOHOW W OBICTpOU
CUCTEMOM IIOHCKA.

ITopsinok npoBeneHUst 3AHATHS
CryneHtaMm mpenjaraeTcsi IpOBECTH JaHHYIO pabOTy € IMOMOIIBI0 OOCYXIEHHS NMHCbMEHHBIX
pedepaToB Ha cieayoLue NpeII0KEHHbIE TEMBbI:
1. «CmpaBouHo-mipaBoBbI€ cCUCTEMBI Poccuny,
2. «DopMUpOBaHHE U XpaHEHUE JeN»,
3. «ApxwuBy.

Bonpocs! 1151 npoBeieHus1 codece0BaAHUS:
OrneHka 3HAYMMOCTH JIOKYMEHTOB U CPOKU UX XPAHEHUSI.
Butbl apXHBHBIX IOKYMEHTOB.
[ToaroroBka aen Juist ciauu B apXUB.
ObecrnieueHre COXpaHHOCTU JOKYMEHTOB.
OCHOBBI 3aKOHO/IATEIHCTBA 110 APXUBHOMY JIETY.
XpaHEeHHE U y4eT apXUBHBIX JIOKYMECHTOB.
KomMriekToBanme apXvBOB apXUBHBIMH JIOKyMEHTaAMHU.
JlocTym K apXHBHBIM JJOKYMEHTAM H WX HCIIOJIb30BAHHE.
Kak ocymiecTBisieTcst cucteMaTH3aius U XpaHeHHe JOKyMEHTOB B OpraHu3aiu?
10 Uro Takoe J1e10, ¢ TOYKH 3peHus JoKyMeHToBeIeHusA? [IpuBeuTe mpuMepsl e, XpaHsIuXcs B
OpraHH3aIlHH.
11. Packpoiite conepaHWe TOHITHS «HOMEHKJIATypa naen». Kakoe MOIDKHOCTHOE JHIO0 B
OpraHM3aIlK OTBEYAET 32 COCTABIICHUE U BBEICHUE B JCHCTBHE HOMEHKIATYPHI J1e7?
12. KakoBBbI peKBU3UTHI HOMCHKJIATYPHI J1e1?
13. KakoBa conepskarenbHasi 4aCTh HOMEHKIIATYPBI A€’
14. Kakwue npu3HaKy 3aBeACHUS JeJia UCIIONIB3YIOTCS MTPU (POPMUPOBAHUH J1ET?
15. KaxoB oCHOBHOW IpUHIHI (HOPMUPOBAHHS JOKYMEHTOB B Jiesa?
16. Kakue HOpmMaTHUBHBIE TPeOOBaHUS HEOOXOIUMO COOMIOAATH TPH (OPMUPOBAHUH JET?

CoNoUR~wWNE
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17. Yro Takoe 3KcHepTU3a IEHHOCTH JOKYMEHTOB, M KaKUE€ JOJDKHOCTHBIC JIMIA B OpraHU3aIluu
3aHUMAIOTCS €€ MPOBEACHUEM?

18. Kakuwe HOpPMATHBHBIE aKThl PETYIUPYIOT MPOBEACHUE SKCIEPTH3BI IIEHHOCTU JTOKYMEHTOB B
Opranu3anuu?

19. Yro sBisieTcs pe3yabTaTOM MPOBEACHUS KCIIEPTU3HI IICHHOCTH TIOKYMEHTOB OpTaHHU3aIiH?

20. Kak ocymecTBisieTcs MOJIrOTOBKA JIe]T K apXMBHOMY XPaHEHHUIO B COBPEMEHHBIX OPTaHHU3aINsAX ?

3aganus 1J151 BBINOJHEHUS HA MPAKTHYECKOM 3aHATUM (HA BLIOOP):

1.CocTaBuTh JIMYHOE ACJIO COTPYAHUKA U TOATOTOBUTH €ro JIsA CAa4r B apXUB.
2.CocTaBUThH OITHCH HaxXooAmMuxcsa B IUHYHOM ACTIC JOKYMCHTOB.
3.HOIIFOTOBI/ITB AKT IMpUcMa-rncpeaavun JUIHbIX ACII B apXUB.

1.
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