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IMosicHuTENLHAA 3aNICKA
Meroauueckue yKazaHus K TNPAKTAYECKUM 3aHiaTUaIM 1o  jaucuuiuimHe  OI1.08
JIOKyMEHTAIlMOHHOE 00ECIeYeHUE YIPABICHUSI COCTABJICHBI B COOTBETCTBHH C TPEOOBAHHSIMH
@I'OC CIIO m mpenHazHayeHbl A CTYASHTOB, oOyuarommxcs mo cnenuanbHoctu: 38.02.08
ToproBoe pemo B I1EIAX 3aKpPEIUICHHS TEOPETUYECKOro MaTepuajia W MPUOOpETCHHS
MPAKTUYECKUX HABBIKOB 110 JAHHOW ITHUCIUILIMHE.

B pesynbrare ocBoeHUs Y4eOHON NUCIUTUTHHBI O0YYaIOIIHIACS TOJKEH YMETh:

- 0OPMIISTH TOKYMEHTAIIUIO B COOTBETCTBUU C HOPMATHBHOW 0a30i4, UCTIONIB3Ys
MH(OPMALIMOHHBIE TEXHOJIOTUU;

-OCYILECTBIISITh aBTOMAaTU3aLMI0 00pabOTKN JOKYMEHTOB;

-YHU(QHUIIMPOBATH CHCTEMBI JIOKyMEHTAIINH;

- OCYIIECTBJIATh XPAHEHUE U MIOUCK JOKYMEHTOB;

-OCYLIECTBIISITh ABTOMATH3aLMI0 00pabOTKH JOKYMEHTOB,;

-HMCII0JIb30BaTh TEJIEKOMMYHHKAIIMOHHbIE TEXHOJIOTUH B 3JIEKTPOHHOM JIOKYMEHTO0O0POTE;

B pe3synbrare ocBoeHUS yueOHOM NUCIMIUIMHBI 00YJaIOITUNCS JOJKEH 3HATh:

- IOHATHUEC, TOCIIHU, 3aJa41 U IPUHIUIIBI ACTIOIPOU3BOACTBA,

-OCHOBHBIE TIOHSTHS JOKYMEHTAIIMOHHOTO O0eCTIeUeHHs yIpaBICHHUS,;

-CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCIIeYeH I YIIPABICHUS;

-KJ1accu(UKaIio T0KYMEHTOB;

-TpeOOBaHUs K COCTABICHUIO M O(POPMIICHUIO TOKYMEHTOB;

-OpraHu3aInio JOKYMEHTO000pOTa:

-TpueM, 00pabOTKy, perUCTPaIHI0, KOHTPOJIb, XpaHCHHE TOKYMEHTOB, HOMEHKJIATYPY JCT;

Metoauueckre ykazaHUsI COCTaBJI€HBl B COOTBETCTBUU ¢ pabouell mporpamMmoi y4eOHOM
JUCHUIUIMHEL. [[0 OKOHYAaHWMM NPAKTUYECKOTO 3aHATUS CTYIEHT [OJDKEH YCTHO OTBETHTH Ha
KOHTPOJIbHBIE BONIPOCHI B pPaMKax MOJTOTOBKU K 3aIlIUTE BBHIMOJIHEHHON MPAaKTUYeCKOi paboTel. B
MpoLecce 3alluThl IpPenoAaBaTesb MOXKET 3aJaTh JOMOJHUTENbHBIE BOIPOCHI, CBSI3aHHBIE C
BBITIOJTHCHUEM PAOOTHI.

Kpurepun onieHuBanus:

OneHka «OTJIIMYHO» BBICTABIAETCS, €CIM CTYAGHT TJIyOOKO M TPOYHO YCBOWII

MPOrpaMMHBIM MaTepuan 10 U3Y4YeHHOH Teme, He JOMyCKaeT OIIMOOK TpU OTBETe Ha
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TEOPETUYECKUE BOIIPOCHI, BBIITOJIHWII TECTOBBIE 3a1aHKs], IIPABUIIBHO PELIUI 3a1a4H, JACT MOJIHbIE
OTBETHI HA JONOIHUTEIBHBIE BOIIPOCHL.

OrneHka «XOpOoLI0» BBICTABIISIETCS, €CIIU CTYIEHT 3HA€T IPOrpaMMHBINA MaTepuall 1o TeMe,
IOCJIEI0BATENBHO U 110 CYLIECTBY M3J1araeT €ro, JOIyCKaeT He3HaYUTEIbHbIE ONIMOKY IIPU OTBETE
Ha TEOPETUYECKUE BOIIPOCHI, BBIINOIHUI TECTOBBIE 3aJaHUs, MPABUIBLHO DEIIMI 3aJayd, HO
JOIyCKAaeT HETOYHOCTH B OTBETE HA JOIOIHUTEIbHBIE BOIIPOCHL.

OneHka «yJOBJIETBOPUTEIBHO» BBICTABIISETCS, €CJIM CTYIEHT YCBOWJ TOJBKO OCHOBHOM
MaTepHal, DIyCKaeT HEeTOYHOCTH NpPU OTBETE HA TEOPETHUECKHUE BOMPOCHI, BBHIIOJIHHI Ooiiee
IIOJIOBUHBI TECTOBBIX 3a/aHUM, 3aJaud pemuia ¢ OWMOKaMHu, 3aTpyJHSETCS C OTBETaMU Ha
JOTIOJIHUTEIIbHBIE BOIIPOCHI.

OneHka «HEYJOBJIETBOPUTEIbHO» BBICTABISAETCS, €CIIM CTYIEHT OOHapy»Kuil MpoOesbl B
3HAaHUM MaTepuajna Mo TeMe, HE BBIIOJHUI OoJiee MOJIOBUHBI TECTOBBIX 3aJaHUil, HE pPELInI

3aaa4u, B OTBCTaX JOIMYCTHUII IPUHIUIIUAILHBIC OIIINOKH.



Paznen 1. Pa3BuTHe cucteMsbl rocy1apcTBEHHOI0 J1ej10npou3BoacTBa B Poccun. OcHoBHbBIE
MOHSATHS, LeJIU U 324241 JUCHUIINHBI.
IIpakTuyeckasi pa6ora Nel

Tema: O6mue mosio:xkeHus. Poab qucunminmebl «JoKymMeHTaAaUMOHHOE o0ecredeHHe
ylpaBJeHUs»

Leap padoTbl: MOMOYL Yy4YalIUMCS ONPEACIUTh 3HAUYEHHWE JHUCUUIUIMHBI U OCBOMTH
OCHOBHBIE

MOHSTHSL.

Bomnpocsl 1J151 00Cy:KIeHUsI HA TPAKTHYECKUX 3AHATUSAX:

1.Onpenenenue NOHATHS AeTONPOU3BOACTBA. Llenu 1 3a1aun AUCITUTUIMHBIL.

2.JlokyMeHTHUPOBaHUE.

3.Opranuzanus paboThl C JOKYMEHTaMH.

4.Jloxymenroob6opot. Undopmarms.

5. lokymenT. OpurranbHbIe JOKYMEHTHI.

6.10puanueckas cuiia JOKyMEHTA.

7.CucteMa JOKyMEHTAIIIH.

8.Cranmapruzanusi.

9.YHuduupoBaHHas CUCTeMa JOKYMEHTAIIHH.

TepMHUHBI U IOHATHSA:

HeoOxomuMocTh W aKTyalbHOCTh H3YYEHHS] JTUCHUIUIUHBI  «J[OKyMEHTaIlMOHHOE
o0ecrnieueHue

ynpaBieHusi». KiroueBble TOHSATHUS JIOKYMEHTAIIMOHHOTO oOecnedeHus. [lpeamer,
OCHOBHBIE

kareropun aucuuiuinebl. Paccmorpenune "T'OCT P 7.0.8-2013. HaunvoHaneHbIi cTaHgapT
Poccuiickoit ®epepanuu. Cucrema cTaHaapToB Mo HHpopmanuu, OHOIMOTEYHOMY U
n3/aTeNnbckoMy Jeny. JlenonpousBoacTBO M apXuMBHOE Jeno. TepMuHbl U omnpexaeneHus" (yTB.
ITpukazom Poccrannapra ot 17.10.2013 N 1185-c1).

Bonpocsl 1151 GopMUPOBAHNSI U KOHTPOJIS BJIAJIeHUs KOMIIETEHIUSIMHU

1. KakoB nmpeaMeT T0KYMEHTAIIMOHHOTO 00€CTICUCHUST YITPABICHUS ?

2.Kak cBsi3aHO JOKYMEHTAITMOHHOE 00ECTICUCHHE YIIPaBICHUS C JOKYMEHTOBEACHUEM,

JI€TONPOU3BOJICTBOM, aPXHUBOBEICHUEM?

3.Kakyro ponb urpaet 10KyMeHTallMOHHOE 00ecrieueHre B yIPaBICHHH COBPEMEHHBIMU

OpraHu3ausIMn?

4 Kakue HOPMATHUBHO-TIPABOBBIC AaKTHI PETYIUPYIOT JTOKYMEHTAIMOHHOE olecreueHne

yIpaBICHU?



5.KakoBa mpakTuyeckass 3HAUYUMOCTb Y4YEOHOH JUCHUIUIMHBI «IOKYMEHTAIIHOHHOE
o0ecrnieueHue

ynpaBiaeHUus»?

6./latb onpenieneHrne NOHIATHSI FOpUINYECKasl cujla TOKyMEHTA.

7.PackpbITh CUCTEMY JOKYMEHTAIIUH.

8. JlaTb onpeneneHre MOHITUS CTaHAapTU3ALMA?

9. JlaTh onpeienieHre NOHATHS YHH(PHUIIMPOBAHHAS CUCTEMA IOKYMEHTAIH?

IIpakTyeckas padora Ne 2

Tema: Uctopusi pazButusi. CoBpeMeHHOe /1eJI0NPOU3BOACTBO

Leab padoThl: TOMOYH YUAITUMCS PACCMOTPETh UCTOPHIO Pa3BUTHS IEIOMPOU3BOJICTRA.

Bonpocs! 1J1s1 00cyKIeHNsI HA NPAKTHYECKUX 3aHATHAX:

1.enonpousBoacteo B [peBueit Pycu.

2.Ilpuka3Hoe Aen0npor3BOICTBO.

3.Komiexckoe 1e10nponu3BO/ICTBO.

4. MuHHCTEPCKOE AeTOMPON3BOICTBO.

5.Henonpoussoactso B CCCP B XX Beke.

6.CoBpeMEHHOE JIeTIONPON3BOJICTBO: OCHOBHBIC IPUHITUIIBI.

7.MecTO Aenonpon3BOACTBA B CTPYKTYPE YIPABIEHYECKOTO TPYZa.

TepMHUHBI M IOHATHA:

OOmas xapakTepuCTUKa JOKYMEHTAIIMOHHOTO obOecnedeHus: ympasienus. Cucrema
«mopyueHuity. Cnernuduyeckas ¢opma JTOKYMEHTOB — CTOJO€I (CTONM, CTOJIMUK) CBUTOK W3
MOJKJIECHHBIX Jpyr K JApYry Y3KHUX JMCTOB Oymaru. Pedopmbl JT0KYMEHTUPOBaHMS
YIIPaBIEHYECKON JEATENBHOCTH, IpoBeAcHHbIE [leTpom . YopsaodeHHas cucremMa perucrpanuu
NokyMeHTOB. Co3/1aHNs apXUBHOTO XPAHEHUSI U €r0 POJlb.

Bonpocs! 1151 popMuUpPOBaHUS M KOHTPOJISI BJIaIeHUS] KOMIIeTeHIIUSIMU:

1.KakoBBI OCHOBHBIE 3Talbl pa3BUTHUS AEIONPOU3BOACTBA B JlpeBHel Pycu?

2.PackpbITh CcyThb pedOopMBl JTOKYMEHTHUPOBAHHS  YIPaBJIEHYECKON JEesATEIbHOCTH,
MIPOBEAECHHOMN

ITerpom L.

3.KakoBbl 0coOeHHOCTH MpHKa3zHoTo Aenonpou3BoacTBa B Poccun XVI-XVII Bexos?

4.PackpbITh OCHOBHBIE ATalbl Pa3BUTHS MUHUCTEPCKOTO JIEIOIPOU3BOJICTBO.

5.KakoBbl 0OCOOEHHOCTH [OKYMEHTAllMOHHOTO OOECHeYeHUs YIpaBICHUEM U OTalbl
pa3BUTHUS

nenonpoun3BojictBo B CCCP B XX Beke?



6.PackpbITh OCHOBHBIE 3Tallbl Pa3BUTHS COBPEMEHHOTO JEJIONPOU3BOJICTBO: OCHOBHbBIE
MPUHIIMIIBL.

7.00BACHUTD MECTO JICIONPOU3BOJICTBA B CTPYKTYPE YIPABICHYECKOTO TPYAA.

IIpakTnyeckas padora Ne 3

Tema: JlokymenTupoBanHasi uHdopmanus. OpraHusanmusi JOKYMeHTO00opoTa u
TEXHOJIOTUsl 1eJI0NPOU3BO/ICTBA

Leas paGoTbl: MOMOYL YYAIIMMCS PACCMOTPETh OPraHU3alMI0 JTOKyMEHTOO0OOpoTa M
TEXHOJIOT U 1€JI0IIPOU3BO/ICTBA.

Bomnpoce! 1151 00Cy:KIeHHsI HA TPAKTHYECKUX 3aHATUAX:

1.JlokyMeHTanbHbIE HICTOYHUKHU. BUABI JOKYMEHTOB.

2.0cHOBHBIE (DYHKLIIMOHAIIbHBIE CUCTEMBI JOKyMeHTaluu B Poccuiickoit denepanun.

3.MHpOopMannOHHO-TOKYMEHTAIMOHHOE 00eCTIeYeHrEe PadOThI amlmapara yrpaBieHHs.

4.OCHOBHbIE BU/Ibl TJOKYMEHTHOH J1€ATEIbHOCTH.

5.Mudopmanius B ynpaBieHIECKON AEITETbHOCTH.

6.Y1npaBineHue JOKyMEHTaIUEH.

7.0pranuzanys HH(HOPMALHOHHO-IOUCKOBBIX CUCTEM 110 JOKYMEHTaM YUPEXKACHHUS.

Tepmunbl u mnoHsTHsA: [loHATHE JOKYMEHTHpOBaHHAas WHGOpPMAIHS, HOCHUTEIb
(TOKyMEHTHPOBAaHHOW) MH(pOpPMAlLIUK, aBTOP JOKYMEHTA, I0pUINYECcKasi 3HAYMMOCTh JIOKyMEHTA.
ITonroToBka TEeKcTa yNpaBICHYECKOIO MOKYMEHTA. Buibl yHUGHUIMPOBAHHBIX TEKCTOB ((hopm)
JOKYMEHTOB, BXOJSIIMX B COCTaB YHU(MUIHMPOBAHHBIX CHUCTEM JOKYMEHTAIMH; THUIIOBBIX
HOPMAaTUBHBIX  JOKYMEHTOB; TEKCTOBbIX  (opmymnsipoB. Krnaccudukanus  JOKYMEHTOB,
(GYHKIMOHMpYIOUIMX B opraHu3anusx. Kiaccupukanuss JOKYMEHTOB IO  YHPaBJICHHUIO
MIEPCOHAJIOM B COOTBETCTBUU € UX (DYHKIIMOHAIBHBIM Ha3HaueHueM. HopMaTHBHO- MeToAMUYECKast
6aza JIOV.

Bonpocs! 1151 GopMUPOBaHHS M KOHTPOJISI BJIAIeHUS] KOMIIETEHI[USIMU .

1.PackpbITh NOHATHE TOKyMEHTAJIbHbIE UCTOYHUKU. BUBI JOKYMEHTOB.

2.KakoBbl OCHOBHBIE (DYHKIIMOHAJIbHBIE CHCTEMBl JOKyMeHTauuu B Poccuiickoit
Oenepanun?

3.MudopmaninoHHO-OKYMEHTAIIMOHHOE oOecriedyeHre paboThl anmnapara yrpaBiIeHHUs.

4.Ha3BaTb OCHOBHBIE BU/Ibl JOKYMEHTHOU J1€ATENBHOCTH.

5.0npenenuTts poib HHGOPMALIUK B YIPABICHUECKON AEATEIbHOCTH.

6./1aTh onpenesieHne ypaBiIeHUIO JOKYMEHTAIUEN.

7.0pranuzanus HHGOPMALMOHHO-TTOUCKOBBIX CUCTEM 110 JOKYMEHTaM YUPEXKACHHUS.

Pa3nen 2. YnpasBiieHue J0KyMeHTaMM.

IIpakTyeckas padora Ne 4



Tema: [loaroroBkKa cjy:ke0HbIX JOKYMEHTOB

Heap paGorbl: u3yuuTh TPeOOBAHHUA M TEXHOJIOTHIO TOJTOTOBKU  CIIY>KEOHBIX
JIOKYMEHTOB.

Bomnpocsl 1J151 00Cy:KIeHUSI HA TPAKTHYECKUX 3aHATHAX:

1.OdopmiieHre ynpaBlieHUECKOW TOKYMEHTAIIUN

2.TpeboBanus k ohopMIICHHIO JOKYMEHTOB. TpeboBaHus K OJ1aHKaM JJOKYMEHTOB.

3.CucteMbl TOKyMEHTaLUU.

4. Opranu3aioHHO-pacOPSAUTEIbHbIE JOKYMEHTHI.

5.PacniopsigutenbHble TOKYMEHTHI.

6. MudopMaimoHHO-CIPaBOYHbIE IOKYMEHTHI.

7.513bIK 1 CTUIIb O(pULIMATBHBIX JOKYMEHTOB. SI3bIKOBBIE HOPMBI U CTUIIb. VcTionb3oBaHue
TEPMHUHOB U

CJIOBOCOYETAHUM.

TepMUHBI M MOHATHUA:

YHubunupoBanHass  CUCTEMa  OPraHU3AIMOHHO-PACHOPSAIUTENBHON  JOKYMEHTAIMH
(YCOPL).

dopmynsp-oopasen. [lepedeHb peKBU3UTOB JOKyMeHTOB. I[lpaBmia odopMmicHHS
PEKBU3HTOB.

OdopmiieHne Ciy’)keOHbIX JIOKYMEHTOB. YHHU(HUUIUPOBaHHBIE (HOPMBI JTOKYMEHTOB.
Koncratupyromas u pacnopsiauTenbHas 4acTh Ipuka3a. Beimucka u3 npukaza. Cruim
oQUIHMATBHBIX JOKYMEHTOB.

Bonpocs! 111 GopMUPOBAHNSI U KOHTPOJIS BJIAICHUS KOMIICTEHIUSIMHU .

1. KakoBbl Ha3HaueHHE U PYHKLUHU CITYkKO JOKYMEHTAMOHHOTO 00eCeueH sl yIpaBIeHUs

B

COBPEMEHHBIX OpraHu3aIUsIX?

2. Yo Takoe «cucreMa JOKYMEHTAINI» U «yHU(PUIIMPOBAHHAS CHCTEMA TOKYMEHTAIHI?

3. Kakue BHIBI yNpaBIEHYECKHX JIOKYMEHTOB BKJIIOYaeT B ce0s YHU(PHUIMpPOBaHHAS
cucTema

OPraHU3ALMOHHO-PACTIOPAIUTENBHON JOKYMEHTAIIU?

4. KakoBo naznauenue ['OCT P6. 30-2003?

5. Ilonsatue: "pekBU3UT" JOKYMEHTA.

6. UYro Takoe TIOCTOSHHbIE M  TIEpEMEHHBIE PEKBU3UTHI  OPraHHU3AI[IOHHO-
pacrnopsaIuTeIbHON

JIOKyMeHTauuu?



7. KakoB COCTaB TIOCTOSSHHBIX W IEPEMEHHBIX PEKBU3UTOB OPraHU3al[IOHHO-
pacropsIuTeaIbHON

JIOKyMeHTauuu?

8. Kakue peKBU3UTHI UCIIOJIb3YIOTCS B 3ar0JIOBOYHOM YaCTH OpPraHU3alluOHHO-

pacropsauTeIbHbIX JOKYMEHTOB?

9. Kakue peKBU3UTHI UCTIOIB3YIOTCS B COAEPIKATEIIbHON YaCTH OPaHU3aLMOHHO-

pacnopsiANTEIbHBIX IOKYMEHTOB?

10. Kakue peKBU3UTHI HCIIOJB3YIOTCS B OPOPMIISIONIEH YaCTH OpraHU3aliOHHO-

pacropsAauTeNbHbIX JOKYMEHTOB?

11. Hanucates aBTOOMOrpaduio mo oopasiy.

12. KakoBbl TpeOoBaHus K 0pOPMIICHHIO TPUKA30B TI0 OCHOBHOM JIATEIHHOCTH?

13. Kak oopMHUTB BBITHCKY U3 MPHKa3a?

14. Kak odopmuts penienne?

15. Kak opopMuUTB MOCTaHOBICHHE?

16. Yto coboii mpeacrasnser ¥Ycras opranuzanuu? KakoBbl OCHOBHbIE TpeOOBaHUS K €TI0

COCTaBJICHUIO ¥ O(hOPMIICHUIO?

17. Kak opopmuts [lomoxkenne o0 otaene uiu ciayx0e opraHu3arm?

18. KakoBbl coBpeMeHHbIE TPEOOBAHNUS K A3bIKY ¥ CTUIIIO YIIPABIEHYECKUX JOKYMEHTOB?

19. U3 Kakux YacTel CKJIaabIBaeTCsl JOKYMEHTOO0OpOT OpraHu3aiuu?

20. KakoBbI 3Tansl paboThl ¢ BXOASAIMIUMU JOKYMEHTaMU?

21. Kak cTtpoutcst paboTa ¢ HCXOASIIUMHU TOKYMEHTAMU?

22. KakoBa TeXHOJOTHsI pabOThl ¢ BHYTPEHHUMH JOKYMEHTaMU?

23. Kakue 3aaun JOKyMEHTO000pOTA pelIaeT perucTpanus J0KyMEeHTOB?

24. Kakue ynpaBjeHUECKHE JOKYMEHTHI HE TIOJIeKaT pErucTpaliu B ciyk0ax

JIOKYMEHTAIlMOHHOTO 00eCieueHuUs yIpaBIeHUs?

25. KakoB opsiIOK perucTpaniy yupaBjleHYecKoro JOKyMeHTa?

26. Kakue cymecTByIOT BUIbI KOHTPOJIS UCIIOJHEHMS IOKYMEHTOB?

27. Kakue onepanuy Mo KOHTPOJIIO UCIIOJHEHUS JOKYMEHTOB OCYIIECTBIISIFOT CITYKOBI

JIOKYMEHTAIlMOHHOTO 00ecrieueHus yrpaBIeHUs?

IIpakTnyeckas padora Ne 5

Tema: IloaroroBka JOKYMEHTAUMH 10 TPYIOBBLIM OTHOLICHUAM, (uHaAHCAM,
CHA0XKEHHMIO U

cOBITY

Heas paGoTbl: M3Y4uTh TpPeOOBAaHUS IOATOTOBKE JOKYMEHTAlMM MO TPYIOBBIM

OTHOIIICHUSM,



(dbrHaHCaM, CHa0XEHUIO U COBITY.

Bomnpocek! 1151 00Cy:KIeHHsI HA TPAKTHYECKUX 3aHATUAX:

1. lokyMeHTanus 1o TPyAOBbIM OTHOLIEHUSAM. IlepBUYHbIE JOKYMEHTBI TPYAOYCTPOMCTBA.

TpynoBoii 1oroBop. JInuHOE 1€710 COTPpYAHUKA OpraHU3alHH.

2. TpynoBas KHMXKKa: BblAaya, odopmieHue, XxpaHeHue. Pabota ¢ NUCbMEHHBIMHU
oOparnieHusIMHU

rpaXKaaH.

3. @unancoBas gokymeHTtanus. OOIIas xapakTEpUCTHKA JOKYMEHTOB IO (PMHAHCOBO-
pacueTHbIM onepanusam. Kimaccupukanus ydeTHbIX JOKyMeHTOB. CriocoObl CIIPaBIEHHs OLIMOOK
B (PMHAHCOBO-pacyeTHON JoKyMeHTaluu. OdopMiIeHHE OTKPBITHS CUETOB MIPEIIPUATHIA.

4. loroBopsl. [loBeperHoctu. Kommepueckue aktel. [IpeTen3nonnsie nucbMa. MickoBbie

3asIBJICHHUS.

TepMHUHBI M NOHATHSA:

Paccmorpers IloctanoBnenue IlpaButensctBa PD ot 16.04.2003 N 225(pen. ot
25.03.2013)"O

TpyaoBbIX KHIKKaX'"(BMecte ¢ "lIpaBuinamu BeleHHS W XpAaHEHHUS TPYJIOBBIX KHHUXKEK,
M3TOTOBIICHHSI OJTAHKOB TPYIOBOM KHMKKH M oOecnieueHust MU padoronateneit'"). Buapl yueTHbIX
NoKyMeHTOB. (PUHAHCOBO-pacyeTHas JOKyMeHTalus u ee kiaccudukanusa. IlpoxoxkaeHue u
MOPSAAOK HUCIOJHEHUS BXOAALIMX JOKYMEHTOB. BIaHKM OKYMEHTOB U TpeOOBaHMsS K HUM.
CnyxxebOHasl nepenycka Ha NpeANnpUsTHH.

Bonpocs! 1151 popMUpPOBaHUS M KOHTPOJISI BJIaIeHUS] KOMIIeTeHIIUsIMU:

1. Kakue TOKyMEHTBI BXOAST B COCTaB JOKYMEHTALlUU 110 KaJapam?

. Uro Takoe Tpyn0BOI KOHTPAKT?

. KakoBbl OCHOBHBIE U JOIOJIHUTENbHbBIE YCIOBUS TPYAOBOIO KOHTpaKTa?

. Ha xakoit cpok MokeT ObITh 3aKJIIOYEH TPYJOBOW KOHTPAKT?

. Uro Takoe nuyHast kapTouka popmel T-2? Kakas undopmarus pukcupyercst B Heil?
. KaxoBblI ipaBuiIa 3a110JHEHUS U XPAHEHUS JTMUHBIX KapTOYEK?

. Kakue nefictBus ¢pukcupyrorces B mpuKaszax mo kajapam?

. KakoBbI CpokM XpaHEeHUs TPUKA30B?
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. Uro takoe nuuHoe neno? Kakue JOKyMEHTBI BXOJAT B €r0 cOCTaB?

10. KakoB nops10k (OpMUPOBaHUS U XPAHEHUS TUYHBIX J1€717

11. KakoBbI paBuiIa 3aM0IHEHUS TUTYJIBHOIO JIUCTA TPYAOBOW KHUKKH?
12. Kakue cBeneHus o0 pabOTHUKE (GUKCUPYIOTCS B €70 TPYJAOBOW KHUKKE?
13. Kak xpaHATCS TpyIOBblE KHM)KKH, U BEAETCS UX y4eT?

14. Kak odopmuTh mraTHoe pacnucanue?



15. Kakue TpeboBaHMs MPEBABISIOTCS K 0(OPMIICHHIO JTOTOBOPA, KOHTPaKTa?
16. Uto Takoe MHCTPYKIIHS, KAKOBO €€ cojiepkaHue u opopmieHue?

17. Kakue TpeOoBaHUS MPEABIBISIOTCS K 0QOPMIICHUIO TPOTOKOJIA?

18. Kakx opopMuUTh TOKIAIHYIO, CITY>KEOHYIO0 U 00BSICHUTEIBHYIO 3aITUCKH?

Tpyaosoii 1orosop Ne

(haumeHnosanue  pabomooamens), UMEHYeM B
manpHermeMm — "PaGoTtomarens", B JuIe

(Oonocnocms, D.U.O. ynonrHomouennoco npedcmasumens), IEUCTBYIOII _ HAa OCHOBAHHU
(Yemasa, oosepennocmu), ¢ OTHOH CTOPOHBI U
(D.U.0., nacnopmnvie OanHvle), UMEHYEM _ B
nanpHeiieM "PaboTHUK", ¢ qpyroil cTOpoHbl, COBMECTHO MMeHyeMble "CTOpOHBI", 3aKIIOUHIN
Hacrosui TpyaoBOW JOTOBOP O HUKECIIEAYIOIEM:

1. IIpeamer TpynoBoro norosopa

1.1. Paboromarens o00s3yercs mOpenocTaBUTh PabOOTHHKY paboOTy COTJacHO IITATHOMY
pacnucaHui0 B JOJKHOCTH , O0ecreunTh YCIOBHSA TpyAa,
MIPEelyCMOTPEHHbIE TPYIOBBIM 3aKOHOAATENHCTBOM P® W HHBIMH HOPMATUBHBIMU MPABOBBIMH
aKTaMu, COZepalllMMU HOPMBbI TPYZOBOIO IIpaBa, COrJIAallIEHUsIMH, JIOKaIbHBIMU HOPMaTUBHBIMU
aKTaMU ¥ HACTOSIIMM TpPYIOBBIM JOTOBOPOM, CBOEBPEMEHHO U B MOJHOM OOBEME BHIIIJIAUMBATH
PabotHuky 3apaboTHyto miuaTy, a PaGoTHUK 00s3yeTcsi TUYHO BBINOJHATH TPYAOBBIE (PYHKIIHH,
cobmoats [IpaBuia BHyTpEHHETO TPYIOBOTO pacnopsiika, AelcTByrome y Paboronarens.

1.2. Pabora mo Hacrosiiemy TpynoBoMy IOTOBOPY siBisieTcs Juisi PaGoTHHKA OCHOBHOM
paboToii.

1.3. Mectom pabGotel PaboTHHKa sBISETCS PaboTtonarens,
PacroJIOKEHH IO aApecy:

1.4. PaOOTHMK MOJUMHSAETCS HEMOCPEICTBEHHO

1.5. PaGOTHHMKY yCTaHOBJIEHBI CIIEIYIOIINE YCIOBHS TpyAa Ha paboueM MecTe:

- (ykazamu K1acc, NOOKIAcc yCio8uil
mpyoa).

1.6. TpynoBeie oO0si3aHHOCTH PabOOTHHMKA HE CBSI3aHBI C BBIMTOJIHEHHEM TSKEIBIX PadoT,
paboT B MECTHOCTSIX ¢ OCOOBIMU KJIIMMaTHYECKUMH YCIOBUSMH, paObOT ¢ BPEAHBIMH, OACHBIMU U
WHBIMH OCOOBIMH YCIIOBUSIMU TPY/ia.

1.7. YcnoBus Tpyna Ha paboueM MeCTe COOTBETCTBYIOT TpeOOBAaHHUSM JEHCTBYIOLIETO
3akoHoAarenscTBa P® B cdepe oxpaHbl Tpyda C Y4YETOM CHEHU(PUKUA TPYAOBBIX (DYHKIMIA
PaGotHuka.

2. Cpok neiictBust TpyaoBoro norosopa

2.1. TpynoBoit n0roBop BCTyHmaeT B CHJIy CO JHS €ro 3akitoueHuss PaGoTHHKOM u
PabGoromarenem.

2.2. lara Hayana pa6otsr: " " T.

2.3. TpynoBo#i 1OTOBOP 3aKJIFOUYEH HAa HEONPEIEIECHHBIN CPOK.

2.4. B uensix mpoBepKu COOTBETCTBUA KBanu(pukanuu PaboTHUKA 3aHUMaeMOM TOHKHOCTH,
€ro OTHOIIEHUS K TmopydaeMod pabore PaOOTHHKY yCTaHaBIMBAae€TCs HCHBITATENbHBIN CPOK
IIPOJOJDKUTENBHOCTEIO  ( ) MecsI1IeB ¢ MOMEHTa Havajia paboThl.
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3. YcnoBus omnatel Tpyaa PaboTHuka

3.1. 3a BeIONHEHHE TPYAOBBIX 00s3aHHOCTEH PabOTHHMKY ycTaHaBIMBACTCS TOJKHOCTHOM
OKJIaJI B pa3Mepe ( ) pyOJieii B MecsII.

3.2. PaborosmareneM yCTaHaBIMBAIOTCA CTUMYJIMPYIOIIME U KOMIIEHCALMOHHBIEC BBIIIATHI
(morutaTel, HamOaBKHM, MPEeMUH M T.I.). Pa3Mepbl M yCIOBHS TakuX BBIIUIAT ONPENEICHBI B
[Tonoxxenun o nOpeMUpOBaHUH PaOOTHUKOB " ", ¢ KoTopbiM PabGoTHHK
O3HaKOMJICH IPH MTOIMCAHUH HACTOAIIEro TpyIoBOro J0roBopa.

3.3. 3apabortHas mnara PaGoTHHMKY BBIIJIAUMBACTCA IyTEM NEPEUYHCICHHUS HA CUeT
PaGoTrHuka B OaHke KaxIbple IOJIMEcsNa B J€Hb, YCTAaHOBJICHHBIH [IpaBmiamMu BHYTpEHHETO

TPYAOBOI'O PACIIOPSIKA.

4. Pexxum pabouero BpeMEHH U BpeMEHM oTAbIXa. OTIyck

4.1. Pa6OTHI/IKy YCTAaHABJIIMBACTCA NATHAHCBHAA pa60qaﬂ HECACIA C ABYMS BBIXOAHBIMHU
JHsAMU -

4.2. Bpemst Hauasia paOOTBhI: . Bpems okoHuanus paboThI:

4.3. B Teuenue padouero qHs PaboTHUKY ycTaHaBIMBAETCS MEPEPHIB AJIS OT/IbIXA U MUTAHUS
C____ 4]0 4, KOTOpHI B pabouee BpeMs HE BKIIOYAETCS.

4.4. PaGoTHuky MPENOCTABIISIETCS €/KErOAHBIN OIJIaYMBAEMBII OTITYCK
MPOJIOJKUTENIBHOCTBIO _ KaJIGHJApHBIX JHEH.

5. IIpaBa u ob6s3aHHOCTH PaboTHUKA

5.1. PaboTHHK 00s13aH:

5.1.1. JIoOpocoBeCTHO MCIOJIHATH CBOM TPYAOBBIE OOS3aHHOCTH, OHpEJeNsieMble B
JIOJDKHOCTHOM MHCTPYKIMH, siBisArowieiics Ilpmioxxennem N k Hactosimemy Jlorosopy.

5.1.2. Cobmonats IlpaBuna BHYTpeHHEro TpPyAOBOro pacropsiaka " " U uHBIE
JIOKaJIbHbIE HOpMaTUBHBIE aKThl PaboTonarens.

5.1.3. Cobnmogath TPYAOBYIO AUCHUIUIMHY, TpeOOBaHUS MO OXpaHe TpyAa U 00eCHeyeHHIO
0€30MacHOCTH Tpy/a.

5.2. PaboTHUK UMeeT IpaBo:

5.2.1. Ha npenocraBnenue emy paOOTbl, OOYCIOBIEHHOM HAcCTOAUMM TpYyJOBBIM
JIOTOBOPOM.

5.2.2. CBOEBpEMEHHYIO U TOJHYIO BBIILIATY 3apaOO0THOM TIaThl B COOTBETCTBUU CO CBOEH
KBaJTM(HUKALMEH, CIOKHOCTBIO TPY/a, KOJIMYECTBOM U KaUeCTBOM BBINOJIHEHHON paOOTHI.

5.2.3. OOs3arenbHOE  COIMANbHOE CTPAaXOBaHHE B  CiIydasX, IPEIyCMOTPEHHBIX
(benepanbHBIMU 3aKOHAMHU.

6. [IpaBa u o6s3anHOCTH PaboTonarens

6.1. Pabotonarens 00s13aH:

6.1.1. CoOmroaTh TPYIOBOE 3aKOHOJATEIHCTBO M HWHBIC HOPMATHBHBIC MPABOBBIC AKTHI,
coJIeprKallie HOpMbI TPYIOBOTO MPaBa, JIOKAJIbHbIE HOPMATUBHBIE AKTHI.

6.1.2. TlpenocraBisath PaGoTHHKy pa0OoTy, OOYCIOBIEHHYIO HACTOSIIMM TpPYAOBBIM
JIOTOBOPOM.

6.1.3. OGecneunBath PaboTHuka o00OpynOBaHMEM, HWHCTPYMEHTAMH, TEXHUYECKOU
JOKYMEHTalliel M WHBIMH CpEICTBAMHU, HEOOXOAMMBIMM JJISI HCHOJIHEHUS MM TPYIOBBIX
00s13aHHOCTEH.

6.1.5. BpimnaunBaTh CBOEBPEMEHHO M B IOJIHOM pa3Mepe MpHUUTarolytocs PaboTHUKY
3apa0OTHYI0 IUIAaTy, a TaKKe OCYLIECTBIATh HHBbIE BBIIUIATBI B CPOKH, YCTAaHOBJIECHHBIC B
cootBercTBUH ¢ TpynossiM kogekcoM P®D, [IpaBuiiaMu BHYTPEHHETO TPYIOBOTO PACIIOPSAAKA.
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6.1.6. OcymecTBiusaTh 0053aTENbHOE COIMATIBHOE CTpaxoBaHue PaboTHuKa B mMOpsKe,
YCTaHOBJICHHOM (he/iepaabHbIMU 3aKOHAMHU.

6.1.7. IcmonHsITh UHBIE 00513aHHOCTHU, TIPETyCMOTPEHHBIE TPYIOBBIM 3aKOHOAATEITECTBOM.

6.2. PaGoTonaTenb UMEET MpaBo:

6.2.1. IToompsTe PaboTHNKA 32 7OOpOCOBECTHBIN U A3 (HEKTUBHBIN TPY/I.

6.2.2. TpeboBath OT PabOTHHMKA HCIIOJHEHHUS TPYIOBBIX OOS3aHHOCTEH, ONpPEIEICHHBIX B
HactosmeM JloroBope u JIOMKHOCTHOW HWHCTPYKIIMH, OCPEKHOTO OTHONICHHS] K HMYIIECTBY
PaGoroparens u npyrux paboTHUKOB, coOmtoeHust [IpaBui BHYTpeHHET0 TPYAOBOIO PACIOpsIKa.

6.2.3. IlpuBnekars PaboTHuKa K AMCHUIUIMHAPHOW M MaTepHUAIbHON OTBETCTBEHHOCTU B
MOPSJIKE, YCTAHOBJICHHOM JIEHCTBYIOIIMM 3aKOHO1aTelIbcTBOM Poccuiickoit deneparuu.

6.2.4. IIpuHuMaTh JIOKaJIbHbIE HOPMATUBHBIE AKTHI.

7. CommanbHOE cTpaxoBanue PaboTHuka

7.1. PaOOTHHMK MOJUIEKUT O0053aTENIbHOMY COLMAIIBHOMY CTPaxOBaHHMIO OT HECUACTHBIX
Clly4aeB Ha IPOM3BOJCTBE U MPOQPECCHOHAIBHBIX 3a00JE€BaHMA B TOPAAKE U Ha YCIOBHSX,
KOTOPBIE YCTAHOBJICHBI JACUCTBYIOLIMM 3aKOHOAATENLCTBOM Poccuiickoi Penepanuu.

8. OtBercTBeHHOCTH CTOPOH

8.1. Ctopona TpymoBoro 10roBopa, BUHOBHAsl B HapYIIEHUU TPYAOBOIO 3aKOHOJATENbCTBA
U UHBIX HOPMATHBHBIX IIPABOBBIX AaKTOB, COJEPXKAIIMX HOPMBI TPYAOBOIO IIpaBa, HECET
OTBETCTBEHHOCTb B CIIydasiXx M IOpPSJKE, KOTOpPbIE YCTAaHOBIEHBI TpPYyAOBBIM KOIEKCOM
Poccuiickoit @enepannu 1 UHBIMU (eiepaTbHBIMHI 3aKOHAMH.

9. [pekpamienue TpymoBoro qororopa

9.1. Hacrosmmii TpymoBoit 10roBOp MOXET OBITh pacTOPrHYT 1O OCHOBAHUSIM,
MIPEAYCMOTPEHHBIM JEHCTBYIOIINUM 3aKOHOAATeNbCTBOM Poccuniickoit denepanuu.

9.2. Jlnem mpekpaieHust TpynoBoro 10roBopa BO BCEX CITydasX SIBISIETCS IMOCIEIHUN JIEHb
pabotbl PaboTHuKa, 3a MCKIIOYEHHEM ciy4aeB, korjga PaboTHuk ¢aktuyecku He paboTai, HO 3a
HUM COXPAaHSIJIOCh MECTO padOTHI (JIOJKHOCTB).

10. 3axkirourTeNIbHBIE OJTOXKEHUS

10.1. YcmoBust Hactosimero TpymoBOro JOroBOpa MMEIOT O00S3aTENBbHYI0 FOPUANYECKYIO
cuity ans CTOpOH ¢ MOMEHTa €ro MoAnucaHus. Bce nm3MeHeHHsI U JOMOJHEHHs K HACTOSIIEMY
TpynoBomy n0oroBopy 0hOPMIISIOTCS ABYCTOPOHHUM MTUCEMEHHBIM COTJIAIIICHUEM.

10.2. Cropsl mexay CTopoHamMu, BO3HUKAIOIIME NPU UCIIOJHEHUHU HacTosAuiero TpynoBoro
JIOTOBOpPA, PpAacCMATpPUBAIOTCS B TOPSAKE, YCTAHOBJIEHHOM 3aKOHOAATENbCTBOM Poccuiickoi
denepanuu.

10.3. TpynoBoii HOrOBOp COCTaBICH B [BYX OK3EMIUIIpaX, HWMEIOUINX OJMHAKOBYIO
IOPUINYECKYIO CUITY, OJMH U3 KOTOPBIX XpaHuTcs y Paboronarens, a qpyroii - y PaboTHuka.

11. Anpeca, pekBu3uthl 1 noanucu CTopoH

Paboromarens:
azapec:
NHH , KIIIT .
P/c B ,

BUK

PaboTHUK: ,
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IacIopT: cepus N , BBIJIaH
I., KOJl HOJpa3/IeJIeHuUs ,

3aperucTPUPOBAH(A) MO AJIPECY:

PaGoronarens: PaGoTHuk:
/ (noonuce/®.H1.0.) / (noonuce/®.1.0.)

C HomxHocTHOM MHCTpYyKUueH, [IpaBuiaMu BHYTPEHHETO TPYIOBOrO paclopsika
" (cokpawennoe naumernosanue Pabomooamens)

PaboTHHK 03HAKOMJICH:
" n I‘. /
(noonucwv/®.1.0.)

n

Ox3emmuisip TpyaoBoro gorosopa nouxyqyuna " T.
[Toanuce PabotHuKa:
IIpakTnyeckas padora Ne 6

Tema: JlokyMeHTALMOHHOE 00ecliedeHre PO3HUYHOI U ONITOBOI TOProOBJIN

Lesb padoThl: TOMOYB y4alIMMCs IPOAHATM3UPOBATH JOKYMEHTAMOHHOE O00eCcIedeHne
PO3HUYHOHN U ONTOBOM TOPTOBIIH.

Bonpocs! 1i1s1 00cyKIeHNS HA NPAKTHYCCKUX 3aHATHAX:

1. IlepBUUHbIE TOKYMEHTBHI.

2. JIOKYMEHTHI 10 IPUEMKE TOBAPOB.

TepMHUHBI M IOHATHSA:

OO0s3aTenbHbIC PEKBU3UTHI ICPBUYHLIX JOKYMCHTOB. OTBETCTBEHHOCTH 3a CBOCBPCMCHHOC

npaBWwiIbHOE O(OpMIICHHE JOKYMEHTOB, Iiepelady HWB YCTAHOBICHHBIE CPOKH JIJIS
OTpa)KEHUS B

OyXraJaTepckoM ydere. Y4eT NMEepBHYHBIX JOKYMEHTOB IO MPHUXOLy TOBapoB. «OKypHan
MOCTYIUICHUsT TOBapoBy». CompoBOJMTENbHBIE NOKYMeHTHl. HakmamHas. Pacxomnas HakiamHas.
ToBapnas Haxmagaas. ToBapHO-TpaHCHOpTHAS HaknagHas. Cyer-pakTypa.

Bonpocs! 1J1s1 popMHPOBAHUSA U KOHTPOJIA BJIAIeHUA KOMIIeTeHIMAMU:

1. Packpoiite 0cOO€HHOCTH NMEPBUYHBIX JOKYMEHTOB.

2. llepeuncinuTh U 1aTh OMpEIeTICHNE JOKYMEHTOB 10 IPHEMKE TOBApPOB.

3. KakoBbI 0cOOEHHOCTH 3aMIOJIHEHUS TOBAPHOUN HAKIaTHON?

4. KaxoBbl 0cOoOEHHOCTH oO0OecreyeHus JOKYMEHTHOW uH(popManmend MpeanpusiTis
PO3HUYHOUN U

ONTOBOM TOPTOBJIN?

JAOTI'OBOP Ne
KYIUTU-TIPO/IAKK TOBapa
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, B JmHune ,
AeHCTBYIOIIET0 HA OCHOBAHMH , HIMeHyemoe B AanbHeiimeM «IIpomaBew», ¢ oaHOM
CTOPOHBI, U ) B mne
, JEHUCTBYIOUIETO HAa  OCHOBaHUU ,
nMenyeMmoe B paanpHeiimeM «Ilokymarenb», ¢ Opyroil cTOpoHBl, a BMecTe HUMeHyemble «CTOPOHBI,
3aKJIOYMIM HAcTOSIIUM /[oroBop 0 HIbKECIEAYIOIIEM:

1. lIpeamet gorosopa

1.1. Tlo nacrosmemy JoroBopy [Ipomasern o6si3yercst mepenatb B COOCTBEHHOCTH [lokymarers:
(Ykazambv HaumeHnosanue, 8u0, Xxapakmepucmuxy mosapa) (1anee 1Mo TeKCTy - ToBap) B KOIMYECTBE U
ACCOPTUMEHTE, yKa3aHHBIX B 1. 1.2 Hactosimero Jorosopa, a [lokynarens o0si3yercss mpuHSTH ToBap u
YIITaTUTH 32 HETO IIEHYy B pa3Mepe | B IMOPSIKE, IPETyCMOTPEHHBIX J[0roBOpoM.

1.2. TlpomaBen mnepemaer Ilokymaremo cnenytommii ToBap: (Vkazams Haumenogauue, 6uo,
XapakxmepucmuKu, KOJIU4ecmeo, acCopmumMenm, KOMIIeKMHOCMb mosapa u np.)

2. [IpaBa n 00A13aHHOCTH CTOPOH

2.1. Ilponaser 00s13aH:
1.2.1. Tlepenats [Toxynatento ToBap HauIeKalIero Ka4eCcTBa U B HaJJIeKalIeH YIaKOBKE B IOPSI/IKE
U B CPOKH, NPEYCMOTPEHHBIE HACTOSIIKUM [[oroBopoMm.
1.2.2. Tlepenars ToBap CBOOOJHBIM OT IIPaB TPETHUX JIUII.
1.2.3. OnnorpemeHnHo ¢ nepenaucii ToBapa nepenath [lokynaremnto ciieayronme IpuHaIIKHOCTH U
OOKYMCHTHI:

2.2 TloxymaTens 00s3aH:
2.2.1. Tlpunsare ToBap ot I[IpomaBna B moOpsiike W B CPOKH, MPEIYCMOTPEHHBIE HACTOSIIHM
Horosopom.
2.2.2. Omnaruts ToBap B HOPSIKE U B CPOKH, IPELYCMOTPEHHBIE HACTOAIINM J{0OrOBOpOM.

3. IleHa 1oroBopa u MOPsiIOK pacyeToB

3.1. Croumocts ToBapa, nepegaBaeMoro o HacrosmeMy JloroBopy, COCTaBIIsET:
] - ( ) pyOueit;

3.2. llena JloroBopa cocraBisieT ( ) pyouneit (6 cayuae Hanuuusi HECKOAbKUX
mosapmwix no3uyuii 8 /[ocosope).

3.3. Omnara ToBapa ocymiectBisiercs [lokynarenem B cieayronieM MOPSAKE: (8b10pame HYyHCcHoOe)
- 100 % croumoctu ToBapa/lleHbl JOroBOpa B MOMEHT MONKMCAaHUs HacTosiero Jlorosopa;

- %, 9TO cOoCTaBIsET ( ) pyOmeli _ Komeek, B MOMEHT MOAMKCAHUS IOTOBOPA;
OCTaBIIasICs 4acTb B pazMepe %, 4TO cocTaBiseT ( ) pyoneit
KOIIEEK, B CPOK HE MO3AHEE «_ » T.

- (modicem 6bimb NPedyCMOmper UHOU NOPSIOOK ONJLAMbL)
3.4. Onnara npou3BOAMTCS: (8b10pams HydicHOE)

- myteM niepenaun [lokymnaTesieM HAIMYHBIX JCHEXKHBIX cpeacTs IIpoaasiry.

- MyTeM O€3HATMYHOTO TIEPEUUCIICHUS ICHS)KHBIX CpeIcTB Ha cueT [Ipomasia.
3.5. JlaTo#i ormiaTel CYUTACTCS 1aTa: (8b10panv HyJHCHOE)

- nepenayn [lokymareneM HAIMYHBIX JCHEKHBIX cpeacTs [Ipoaasiry.

- IIOCTYIVICHUA NCHCKHBIX CPEACTB HA CUCT Hpoz[aBua.

4. KayecTBO TOBapa
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4.1. KagectBo ToBapa, mmepemaBaeMoro mo HacrosiieMmy /loroBopy, TOKHO COOTBETCTBOBATH. (YKA3AmMb
peanamenmsl, CmaHoapmol, uHvle mpebosanus K Kavecmsey Toeapa) W TIOATBEPKAATHCS (VKA3QAMb
0oKyMenmbl, NOOmeepicoaouue Haorexcaujee kavecmso Tosapa).

4.2. Ilepen nepenaueii Toapa I[Tokynatemto [Ipogaserr 00si3aH mpoBepuTH KauecTBO TOBapa B CICIYIONIEM
MOPSIIKE:

4.3. B cimyuae ecnm Hemoctatku ToBapa He Obumn oroBopenwl llpomaBmom, Ilokymarens, KoTopomy
nepeaan ToBap HeHaAJIEKAILETO KayecTBa, BIIpaBe M0 CBOEMY BBIOOpY moTpeboBath oT [IpoaaBua:

4.4.1. Copa3MepHOTr0 yMEHBIIICHHUS TOKYITHOW [IEHBI.

4.4.2. be3B0O3ME3THOTO YCTPAaHEHHS HEAOCTATKOB ToBapa B pa3yMHBIN CPOK.

4.4.3. Bo3MeleHns CBOUX PacXOA0B Ha YCTpaHEHHE HEAOCTaTKOB ToBapa.

4.5. B cirydae cymiecTBEHHOTO HapyIIeHus1 TpeOOBaHMH K KadecTBy ToBapa (0OHApYKeHHS HEYCTPAHUMBIX
HE/IOCTAaTKOB, HEOCTAaTKOB, KOTOPBIE HE MOTYT OBITH ycTpaHeHBl 0e3 HecopazMEepHBIX PACXOA0B HIIH
3aTpaT BPEMCHU WJIM BBIABIIAIOTCA HECOOAHOKPATHO, IPOABJIAIOTCA BHOBB IIOCJIC UX YCTPAHCHHA, U JPYTIUX
mooOHbBIX HemocTaTkoB) [lokymarens BpaBe o CBOEMY BBIOODY:

4.5.1. Otkazatecsi oT mcromHeHUs [loroBopa u moTpeOoBaTh BO3Bpara yrolaueHHOW 3a Tosap
JIEHEKHOU CyMMBI.

4.5.2. llorpeboBaTh 3aMeHBI HETOOPOKAUYECTBEHHOTO TOBApa, CBOWCTBA KOTOPOTO HE TO3BOJISIFOT
YCTPaHUTh €r0 HEJOCTATKU, TOBAPOM HaUIEKAIIEro KauecTBa.

5. Ilopsinok mepenavyu U NPUHATHSA TOBapa

5.1. (svibpams nysicroe)
- Toap gocraBmsiercss [lokymaremo cwiamum W cpeactBamu  [IpojaBma 1o  ajapecy:

- [lepenava u npunstue ToBapa MmokymnareaeM OCYIISCTRISETCS MyTeM CaMOBBIBO3a co ckiana [Ipoaasiia,
PACIOIOKEHHOTO 10 a/IPeCy:

5.2. ToBap nmomxkeH ObiTh moctaBiieH [lokymarenro/BeiBe3eH co ckiana IIpomaBua (ssibpams HysicHoe) B
CPOK HE MMO37THEee «__ » T.

5.3. Ilpu nmonmyuennn ToBapa Ilokymarens, 00si3aH OCMOTPETH €ro, IPOBEPUTH COOTBETCTBHE KadyecTBa U
KonuyecTBa ToBapa ycioBusM Hactosimero JoroBopa u npussaTs ToBap. IlpoBepka kadectBa ToBapa
[ToxymaTtenem MmpoW3BOAWTCS B TOpsIKe, mpemxycMoTpeHHoMm m. 4.2 Hacrosero Jloroeopa. Ilpunstue
ToBapa Ilokynarenaem NoATBEPKIAETCSA NOANUCAHUEM AKTa npueMa-niepenayu Tosapa.

5.4. TlpaBo coOctBeHHOCTH Ha ToBap, a TaKkXKe PUCK CIy4ailHOM rubenu winm moBpexacHus Tosapa
nepexoauT oT IIponasia k [lokynaTento ¢ natel moanucanus AKTa mpuema-mepeaadn Tosapa.

5.5. llponaser; cunTaeTcsi MCIONHUBIINM CBOIO OOS3aHHOCTH IO Tepenade ToBapa ¢ JaThl MOATIHMCAHUS
Croponamu AkTa npuema-niepenaqn Tosapa.

5.6. Eciu Ilponasen mepenan Ilokymarentro B Hapymenue mn. 1.2 Hacrosimero JloroBopa MeHbliee
kosmuecTBO Toapa, [lokynarens Bipase n1ub0 moTpeboBaTh mepenaTh HeJocTaromiee KoaudecTso ToBapa,
00 OTKa3aTbecs OT MepeJaHHoro ToBapa U OT ero oImJyaTkl, a eciu ToBap omayeH, HoTpeOoBaTh BO3BpaTa
YIUTAYEHHOM JEHEKHOUN CyMMBI.

5.7. Ecim IlponaBeny He mepejaeT WM OTKa3biBaeTcs mnepenath [lokymnarento otHocsamuecs k Toapy
MPUHAJUIKHOCTH WIH JTOKYMEHTHI, ykazaHHeie B 1. 1. 2.1.3, 4.3 macrosmero [loroopa, [lokynarens
BIIPAaBE Ha3HAYUTh €EMY Pa3yMHBIH CPOK JUIS UX [TEPEAAUN.

B cjydac, Koraa nNpuHaaJIC)KHOCTHU WKW JOKYMEHTBI, OTHOCAIINECS K TOBapy, HE NIEpCaaHbI HpO]IaBI_IOM B
yKa3aHHbId cpok, Ilokymatens BmpaBe oTKa3aTbcsi OT ToBapa, nHanpaBuB IlpomaBuy 3asiBneHue
(mpereH3uio) o0 OTKa3e OT TOBapa W BO3MEIICHWW MPUYMHCHHBIX YOBITKOB B CBS3H C HeIepenaucit
MIPOJABIIOM IIPUHAICKHOCTEH U JOKYMEHTOB, OTHOCAIIMXCS K TOBapy, B YCTAHOBJICHHBIH CPOK.
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5.8. Ecmu IlpomaBen mepenan Ilokymaremto Hapsgy ¢ ToBapoM, aCCOPTHMEHT KOTOPOTO COOTBETCTBYET
Horosopy (1. 1.2 nactosiiero orosopa), ToBap ¢ HapymeHueM ycinoBus 00 accoptumenTte, [lokynarensb
BIIPaBe 110 CBOEMY BBIOODY:

- IpUHATH ToBap, COOTBETCTBYIOMINI YCIOBHIO 00 aCCOPTHUMEHTE, U 0TKa3aThCsl OT OCTalbHOrO ToBapa;

- 0TKa3aThCs OT BCETO MepenanHoro Topapa;

- mpenbsABUTH TpeboBaHue 0 3ameHe ToBapa, He COOTBETCTBYIOUIHI yCcIOBUIO 00 accopTuMente, Ha ToBap
B ACCOPTUMEHTE, MMPETYCMOTPEHHOM HacToAIMM J/loroBopom;

- IPUHSATH BeCh NepeaaHHbii ToBap.

6. OTBEeTCTBEHHOCTb CTOPOH

6.1. 3a mapymenue cpoka yriatel UeHbl JloroBopa, mpeaycmoTrpeHHoro n. 3.3 Hacrosimero /lorosopa,
IIponaser; BrpaBe moTpeboBath OT [loKymaTens ymiaaTel TIEHH B pasMepe % OT HE YIUTAYeHHOW B
CPOK CYMMBI 32 KaXIblii JICHb MPOCPOYKH.

6.2. 3a wmapymenue cpoka nepemadud ToBapa, mpegycMOTpeHHOro . 5.2 Hactosimero Jloroeopa,
[lokymarens BmpaBe moTpeboBats oT [lpomaBma ymaTel TEeHH B pa3Mepe % OT LeHH He
nepeaaHHoro B cpok ToBapa 3a KaKIblil 1€Hb IPOCPOUKH.

6.3. 3a HapywieHue WuHBIX YycnoBud Hactodwero JloroBopa CTOpPOHBI HECYT OTBETCTBEHHOCTb,
NpEeAYCMOTPEHHYIO JEHCTBYIOIINM 3aKOHOAATENbCTBOM Poccuiickoit denepanum.

7. 3aK1109HuTeIbHbIE MOJI0KEHHS

7.1. JIroOble M3MEHEHUsI U JOTMOJTHEHUS 10 HacTosmeMy JloroBopy AeHCTBUTENBHBI UL MPU yCIOBUH,
YTO OHU COBCPLICHLI B MMMCbMEHHOM (bopMe 1 NoAINMUCaHbl YIIOJIHOMOYCHHBIMHA IMPEACTABUTCIIAMHA obenx
CropoH.

7.2. C MOMeHTa noJnucanus Hactosmero JloroBopa Bce NMpeaplayIirie IeperoBopsl U KOPPECTIOHICHITHS,
CBS3aHHBIE C HUM, TEPSIOT CUILY.

7.3. Jna uneneit yckopenus B3ammozeiictBua CtopoH 1o JloroBopy AomyckaeTcsi HalpaBlieHHE
cooOlIeHNII Ha HIDKeyKa3aHHbIE aJpeca JJIEKTPOHHOM TMMOYThl C TOCIENYIONMM HaIpaBICHUEM
OPHUTMHAJIOB!

OnekrponHas noyta [Ipoaasua: @

OnekrponHas noyra [lokynarens: @

7.4. Hacrosumii JIoroBOp COCTaBICH B JBYX 3K3EMIUISIpaX, UMCIOIIUX PABHYIO IOPHIUYCCKYIO CHIY, TO
OJTHOMY IS Kaxaou n3 CTOpOH.

7.5. Hu ogHa M3 CTOpOH HE BIpaBe IepenaBaTh CBOM IpaBa W OOS3aHHOCTH IO HACTOSIIEMY JIOTOBOPY
TpETHUM JIUIaM 0e3 MICHhbMEHHOTO COTJIACHS JPYTOU CTOPOHBI.

7.6. Bo BceM OCTallbHOM, YTO HE MPEAYCMOTpPEeHO HacTosmuM JloroBopom, CTOPOHBI PYKOBOJCTBYHOTCS
JEHCTBYIOUIUM 3aKOHOAATENbCTBOM PO.

7.7. Croopsl, BbITEKaromue u3 Hacrodmiero JloroBopa, paspemaroTcss myTeM meperoBopoB. llpu ne
ypETyIUPOBaHNH BO3HUKIINX Pa3HOIIACHIA CHIOp pa3penaercst B ApOUTpakKHOM CyJe T.
¢ 00s3aTeNbHBIM COOJIOIGHHEM PETEH3MOHHOTO mopsaaka. Cpok OTBETa HA NMPETEH3HMIO COCTABISAET
pabounx mHEH.

7.8. Hacrosmmii JloroBop wuMeeT CIEAYIOINE NPUIOKCHUS, SBISIONINECS HEOTHEMIEMON YacThIO
HacTodmero Jlorosopa: (nepeuuciums umerowuecs npUIOHceHUs)

9. PekBU3UTHI CTOPOH
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TIponaser: IToxynarens:

10. Hoamucu Cropon

IIponasen: IlokynareJib:
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IMpuiaoxenue Ne_
K I0roBOpy Ne  oT «__ » 20 .

AKT
npuemMa-nepeaavyu Topapa

T. T

. B JHAIIEe )
el CTBYIOIIEr0 HA OCHOBAHUU , MMeHyemoe B naabHeiimem «IIpomasem, ¢ 0IHON CTOPOHBI,
H , B IIHIE , JCHCTBYIOIIETO Ha
OCHOBaHHUH , umenyemoe B nanpHeimiem «Ilokymatenb», ¢ Ipyroil CTOpOHBI, a BMeCTE

nMeHyeMble « CTOPOHBI», COCTaBIIIM HACTOSIINN AKT O HIKECIIETYIOIEM:

1. Bo ucnonnenue JloroBopa Kymiu-ponaxu topapa Ne ot " " r. [IponaBen nepenan, a
Ilokynartens mnpuHsI , HMEHyeM B jganbHeimeM "Tomap", B cClemyrOUX
ACCOPTUMEHTE U KOJIMYECTBE:

N HammenoBanme Envnauma KonuuectBo | Accoptument | Ilena 3a | HIC CtoumocTh

n/m | ToBapa W3MEpPEeHHS | TOBapa TOBapa enununy | (eapuanm. TOBapa
TOBapa HAC HE

o0iraraeTcs)

1

2

3

Utoro

2. ToBap mepeaaH B COOTBETCTBYIOIIEM KOJIMYECTBE U ACCOPTUMEHTE.
3. (svlOpams HydHCHOE)

- CTOpOHBI B3aMMHBIX IIPETEH3UI HE UMEIOT.

- [Ipu npuemke ToBapa 0OHAPYKEHBI HEMOCTATKH:

3.1. Ilo accopTuMeHTY:
3.2. Ilo Konu4ecTBYy:
3.3, _ -

5. Hacrosmuit AKT cocTaBieH B 2 (IByX) SK3eMITISpax, IMEIOIUX PABHYIO IOPUIUYECKYIO CHITY, TI0 OJTHOMY JJIst
Kax110i CTOPOHBL.

IIponasen: Hoxynaren:

IIpakTuyeckas padora Ne 7

Tema: /lesioBble ncbMa. MexayHapoIHas NEePeNnUuCKa

Ieap padoThl: TOMOYB YHAIIMMCS IPOAHAIN3UPOBATH BUbI U 3HAUEHUE JIETIOBBIX ITHCEM,
MEXIYHAPOAHOU MEPEITUCKH.

Bomnpocsl 1151 00Cy:KIeHUSI HA MPAKTHYECKUX 3AHATHAX:

1. HasHaueHue u KinacCUpHUKAIMS JeTOBBIX TUCEM.

2. [lenoBas nepenucka. [lucbMeHHass KOppeCOHACHIUS.

3. MexayHapoiHble CTaHapThI 110 O(POPMIIEHUIO JOKYMEHTOB.
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4. IlonroroBKa JeI0BOM KOPPECIIOHACHITUH IS 3apYOSKHBIX TAPTHEPOB.

5. 3anoaHUTH OIAHKH TOKYMEHTOB.

TepMuUHBI M TOHATHSA:

OCHOBHBIE 3JIEMEHTHI JIeNI0BbIX IUceM. [IpakTuueckrue pekoMeHJalluy 10 UX COCTaBJICHUIO.

[TogpoOHas mHpopManus MO MOATOTOBKE PAa3IMYHBIX TUIIOB AEJOBbIX nuceM. Knaccudukanus
BUJIOB JICNIOBBIX muceM. Pa3paboTka CTPYKTypbl [€JIOBOTO MHUChMa. THUNHYHBIE OIIMOKH MpH
COCTaBJICHUH IHCEM.

Bonpocs! 1J1s1 popMHPOBAHUS W KOHTPOJIA BJIAJEHUS KOMIIeTeHIMSAMU:

1. Yem omnpeaensercst BBIOOP THIA IETOBOTO MUChMa?

2. C yero Jiyuie HayaTh NOJArOTOBKY J€JI0BOT0 NUChMa?

3. Kakoit jomxHa ObITh CTPYKTYpa JI€JIOBOTO MHUChMa?

4. JlenoBoe NUcbMO AOJKHO OBITh KPaTKUM. 3aueM TOra HY>KHO BCTYIUICHHE?

5. Kak nyunie coctaButh BCTyIieHue?

6. Kak nmyumie cTpyKTypupoBaTh OCHOBHYIO YacTh?

7. Kak 00BIYHO 3aKaHYMBAIOT MTUCEMO?

IIpakTuyeckas padora Ne 8

Tema: Pabdora ¢ koHpuAEHINATbHBIMH JOKYMEHTAMH

Heapb padoThl: TOMOYb yHaIIUMCS U3YUYUTh PA0OTY C KOH(PUIEHIIUAIBHBIMHU IOKYMEHTAMHU.

Bonpocsk! 1151 00cyKIeHNs] HA NTPAKTHYECKUX 3aHATHSAX:

1. CBeneHus1, oTHOCAIIMECS K KOH(UIEHIIMAIBbHOW HHpOpMAaLIUK.

2. 3amuTa 10KyMEHTOB, COJEP/KAINX KOMMEPUECKYIO TaliHYy.

3. Opranusanus paboThl C JOKYMEHTAMH, COAEPKAIMMUA KOHPUACHIINATbHBIC CBEJICHUS.

TexHonorust 00pabOTKHU JOKYMEHTOB.

4. Dranbl HOATOTOBKHU AEJIONPOU3BOANTENIEM KOH(DUICHIINAIBHBIX T0KyMEeHTOB. OCHOBHBIE

OTIEepallMOHHbIE TEXHOJOTHUECKUE CXEMbI 00pabOTKN KOH(DUICHIINANBHBIX TOKYMEHTOB.

5. YdeTr noJroToBIeHHbIX KOH(UACHIIMAIBHBIX JOKYMEHTOB.

TepMHUHBI M IOHATHA:

WNHcTpykuus o o0ecreyeHnIo COXpaHHOCTH KOHpHIeHIMaIbHON nHpopMmanuu. PenepaibHOro
3akoHa oT 29.07.2004 N 98-@3 (pen. ot 11.07.2011) «O xommepueckoil TaiiHe». PexxuM KoMMepuecKoin
TaiiHbl. Mepbl 10 oXpaHe KoHPUACHINaIbHOCTH nHbopMaluu. Pexxum komMmepueckoit Taiiubl. Pabora ¢
KOH(UIEHIIMATbHBIMU JTOKyMEHTaMHU. YueT AoKyMeHTOB. IlpaBuia xpaHeHuss KoOH(UIEHIMAIbHBIX
JOKYMEHTOB. 3aluTa OT HECaHKIMOHMpOBaHHOrO joctyna. IlpodeccronanbHoe OCHaII[EHUE
xpanunuia. Konpuaenuuansueie cBenenus. Perucrpanus KoHQUICHINANIBHBIX JOKYMEHTOB.

Bonpocs! 1J1s1 popMHPOBAHUS W KOHTPOJIA BJIAJEHU KOMIIeTEHIMSAMU:

1. [TepeunciuTh TOKYMEHTHI, OTHOCSIIHECS K KOHPUACHITHATBHBIM?
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2. Opranu3anus paboThl C JOKYMEHTAMH, COAEPKAIIUMU KOH(DUICHIIMATbHbIE CBEICHUS.
3. Ha3Batb TE€XHOJIOTHIO OOPAaOOTKH TOKYyMEHTOB?
4. Dranbl HOATOTOBKHU JAEJIONPOU3BOANUTENIEM KOH(DUACHIMAIBHBIX TOKYMEHTOB.
5. Kakue oCHOBHBIE ONEpaLlMOHHBIE TEXHOJIOTMUYECKUE CXEMbl 00paOOTKH KOH(DUIEHIIUATIBHBIX
JIOKYMEHTOB?
6. PaGota ¢ nmuceMamu 1 0OpaIIeHUsIMU TPAXKIAH.
IIpakTnyeckas padora Ne 9
Tema: ApXxuBHOe XpaHeHHe JOKYMEHTOB
Llesb padoThI: IOMOYb YYalIUMCS U3Y4YUTh APXUBHOE XPaHEHHUE JOKYMEHTOB.
Bompocs 1151 00cyk1eHus Ha MPAKTUYECKUX 3aHATUSIX
1. OueHka 3HaYUMOCTH JOKYMEHTOB U CPOKH UX XPAHEHHUS.
. Buzipl apXMBHBIX JOKYMEHTOB.
. IToaroToBka aemn it cjauu B apXuB.

. ObecnieueHne COXpaHHOCTU JOKYMEHTOB.

2
3
4
5. OCHOBBI 3aKOHO/IaTENbCTBA 110 APXUBHOMY JIETTY.

6. XpaHeHue U yyeT apXUBHBIX JOKYMEHTOB.

7. KOMIUIEKTOBaHNE apXUBOB apXUBHBIMH JOKYMEHTaMHU.

8. JlocTyn K apXMBHBIM JIOKYMEHTaM U MX UCIOJb30BaHUE.

TepMUHBI M TOHATHSA:

®opmupoBaHue aena. XpaHEHUE UCIIOIHEHHBIX JOKYMEHTOB.

Homenkiiatypa nen. Ha kopenike KaxIoro neiia yKas3blBaeTCs €ro MHIEKC 110 HOMEHKIIATYpe.
[lopsnox pa3memnieHust Jen1 Ha MOJKax MIKada JO0JKEH COOTBETCTBOBATH IIOCIIEN0BATEIbHOCTH
pacnoyoKeHus el B HoMeHKiIarype. [IpoBeneHne 3kcnepTu3bl HAYYHOM M MPAKTHYECKOM LIEHHOCTH
nokyMeHTOB. OdopMmileHHe A€l U COCTaBJIEHHE ONMCH Ha JieJla ¢ TOCTOSHHBIM M J0JTOBPEMEHHBIMU
CpOKaMH XpaHEeHHsI. XpaHEeHHE JOKYMEHTOB B JIEKTPOHHOU (opme

Bomnpocs! 1151 GOpMUPOBAHUS U KOHTPOJIS BJIAJICHU KOMIIETCHIUSIMH:

1. CocTaBuTh TMYHOE €TI0 COTPYIHHUKA U TIOATOTOBHUTH €T0 IS Ca4y B apXUB.

2. CocTaBUTh ONUCH HAXOASIIUXCS B INYHOM JIEJIE IOKYMEHTOB.

3. IToaAroToBUTH aKkT MpueMa-nepeaayuy JIMYHBIX €] B ApXUB.

4. Kak oCyIecTBIISIETCSl CUCTEMATU3AIMS U XpPaHEHNE JOKYMEHTOB B OpraHU3aliu?

5. Uro Takoe peno, C TOYKM 3peHUs JAOKyMeHToBeneHus? IlpuBeaurte mnpumepsl nedn,
XpaHALIMXCS B OpraHU3aluy.

6. PackpoiiTe coxepkaHMe IOHATUS «HOMEHKJIaTypa nen». Kakoe OKHOCTHOE JIMLO B
OpraHu3allK OTBEYAET 34 COCTABJICHUE U BBEJICHHUE B IEHCTBE HOMEHKJIATYPHI 1717

7. KakoBbI peKBU3UTHI HOMEHKJIATYPbI A€7?
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8. KakoBa coneprkarenbHasi 4aCTh HOMEHKJIATYPHI 1€717

9. Kakue npu3HaKky 3aBeIeHUs JIeJ1a UCTIONIBb3YIOTCS TpH (POPMUPOBAHHUH A€ ?

10. KakoB 0CHOBHO# MpUHIUI (POPMHUPOBAHUS TOKYMEHTOB B jiena?

11. Kakue HopMaTUBHBIE TpeOOBaHUS HEOOXOAUMO COOIIOAATh TPpH (hOPMHUPOBAHUH Jen?

12. Uto Takoe sKkcrnepTu3a IIEHHOCTH JTIOKYMEHTOB, U KaKue JOHKHOCTHBIE JIUIA B OpraHU3aI[ul

3aHUMAIOTCS €€ MPOBeeHuEM?

13. Kakre HOpMaTUBHBIE aKThl PETYIUPYIOT POBEACHNUE IKCIIEPTU3BI IEHHOCTHU JTIOKYMEHTOB B

Oopranu3anuu’?

14. Yro sBisieTcs pe3ysbTaTOM MPOBEICHUS AKCIIEPTU3BI IIEHHOCTH IOKYMEHTOB OpraHU3auu?

15. Kax ocymecTBisercs NOArOTOBKAa Ji€1 K apXUBHOMY XPAaHEHHUIO B COBPEMEHHBIX
opranuszanusx?

IIpakTuyeckas padora Ne 10

Tema: KomnbioTepHble TEXHOJOTHM MOATOTOBKH JOKYMEHTOB

Heap padoThl: TOMOYb YHALIUMCS U3YUYUTh QPXUBHOE XPAHEHNE JOKYMEHTOB.

Bonpocsh! 1151 00cyKIeHNsI HA NPAKTHYECKUX 3aHATHAX:

1. KomnproTepusanus 1eI0npou3BOICTBA.

2. Odpopmnenne tekcta. [loqroroska Tadmmi.

TepMUHBI M TOHATHS:

[lepenava v mpreM BHYTPEHHHUX IOKYMEHTOB B 3JIEKTPOHHOM BH/JI€. DJIEKTPOHHOM MOYTa U CETh

Nutepner. KommnbrorepHas nokansHas ceTb (LAN), 00bequHsIOMAs HECKOJIBKO KOMITBIOTEPOB,

pacIoo’)KeHHbIX BHYTpU opraHuzauuu (¢upmsel). CeTb pacmpocTpaHseTrcs 3a Mpeaessl
OpraHM3alii, OHa Ha3bIBaeTcsl TINo0anbHOW KommbloTepHO ceTtbio (WAN). ABTOMAaTHyecKyro
00pabOTKy MOCTyHarome 3IeKTPOHHOW KOPPECIOHACHIIMM MOKHO OCYHIECTBIATH C IOMOIIBIO
nporpamMbl  Outlook  Express. Peructpanmonnas kaprtouka. KoMruiekcHas —aBTOMaTH3alMs
JEJIONPOU3BOCTBA

Bonpocs! 1151 popMUPOBaHUS M KOHTPOJISI BJIaIeHUs] KOMIIeTeHIUsIMU:

1. PackpbITh poiib KOMIBIOTEPHU3ALMH AEIONPOU3BOACTBA

2. Craguu KOMIBIOTEPU3ALMU JEIOIPOU3BOCTBA

3. PaCKpLITB COACPIKAHUC peFHCTpaHHOHHOﬁ KapTOYKH, BBIBOJIMMOM Ha OKpaHC KOMIIbTECPAro
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