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OMOBPEHO
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PaspaGorunxu:
H.B. Kapnenxo, npenogasareas ®IBOY BO «MI'TY nm. I M. Hocosa» MnK

Meroanueckue ykazanus no yuednoit aucuummbe «/lokymentannonnoe odecneieHne
VIPABICHHA» COCTARICHLE B COOTBETCTBHM C TPEOOBANUAMH K MHHHMYMY PE3VIbTATOB OCBOCHHA
VHCOHOR AMCHHIUIHABL HATOKEHHBIMA B DeaepatbioM rocy1apeTBeHHOM CTaHAApTe Cpe/iHero
npodeccHonanbioro ofpasosanns 1o cnewnatbuocT 38.02.01 Dxonomuka n Gyxranrepekui
vaéT, YTBepAenoro npukatom Munncrepersa obpasosanus # nayxn PO or «05» despans
2018 r. Ne 69, o npu3sansl NOMOUL CTVACHTAM 3a04HOI (HOPMBI 00YUYEHHS B CAMOCTORTEILHON
pafoTe N0 HIYHEHHIO MATCPHANOB YHEOHOR JHCIHIITHHEBL

MeTOAHHECKHE YKA3aHHSA COACPAKAT PEKOMECHIALIH 110 H3YUSHHIO TEOPETHUICCKOro /10K,
3a7ains 1 OBIIME PEXOMCHAAUMH 110 BLITOJIHEHHIO KOHTPOILHOR paloThl, 4 TAKKE BRIIOMACT
BOTMPOCHE M IAAAHWA K KOMIIGKCHOMY Jitdipepenniposannomy 1a4ucry.
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BBEJIEHUE

MeToaudeckue yKasaHus 7S CTyJ€HTOB 3a04HOW (OpMbI OOydYeHHUs, MO y4eOHON JUCIUILINHE
«/lokymMeHTallMOHHOE OO0ecreueHue YIpaBlIeHUs» MpeAHa3HAaYeHbl I pealu3aldd [POrpamMMbl
MOATOTOBKH CIICIIMAIIMCTOB CpPEIHEro 3BeHa B cooTBeTcTBUM ¢ DenepanbHbIM TOCyAapCTBEHHBIM
oOpa3zoBaTenbHBIM cTaHAapTOM mo crnenuanbHocTd 38.02.01 DkoHOMHKa M OyXranTepckuid y4eT (1o
OTpacisiM).

CaMmocrosiTenbHas pabota Mpu 3a04HO (opMe 00ydeHHUs SIBISIETCS OCHOBHBIM BHJIOM Yy4ueOHOMU
JESATENIBHOCTH U IIPENII0JIAaraeT Cleyolee:

—CaMOCTOSATEIbHOE N3YUEHHE TEOPETHUECKOI0 MaTepuraa,

—BBINIOJTHEHUE KOHTPOJIBHOH paboThI,

—TOJITOTOBKY K IIPOMEXKYTOUHOM aTTeCTaINH.

Hacrosimpme Meronuyeckue yKa3aHHs COCTAaBJICHBI B COOTBETCTBHU C paboyeil mporpammoit
y4eOHOM TUCIUIUIMHBI U BKJIIOUAIOT BAPUAHTHI KOHTPOJIBHOM pabOThI sl CTYIEHTOB 3a04HOM (POpMBI

[lenp MeETOOWMYECKHUX YKa3aHUW — TOMOYb CTYACHTaM TP CaMOCTOSITEIbHOM OCBOCHUH
MIPOrPaMMHOTO MaTepHalia U BHIMOJTHEHUU JOMAITHEH KOHTPOJIbHOU paboTHhI.

MeTtoauyeckue yka3aHus BKIOYarOT:

OO011yr0 XapakTepUCTUKY Y4EOHOMN TUCIUTUIMHBI.

CopepxaHue TeMaTHUECKOIO IJIaHa y4eOHOW JUCIUIINHBI.

MeTtoauyeckue peKOMEHAAUU MO BHITTOTHEHUIO KOHTPOJIBHOM paboThI.

BapuaHTbl KOHTPOJIBHON pabOTHI.

3amaHus s KOMIUIEKCHOTO AuddepeHIInPOBAHHOTO 3a4eTa.

O6paserr opopMIICHHS TUTYJIBHOTO JIUCTA KOHTPOJIBHOU PabOTHI.

O6pazen opopmieHHs coepKaHNsI KOHTPOIbHOU PabOTHI.

OO0pazoBaTebHBIN MapIIPYT 00YYArOIIET0Cs 3209HOM (POPMBI IO Y4eOHOU JUCIIUTLIIHNHE.

Hapsmy C HACTOSIIMMHU METOJAMYECKUMHU YKa3aHUSIMHU CTYJEHThl 3a04HON (OpMBI 00ydYeHHUS
JIOJKHBI UCTIOJIb30BaTh Y4EOHO-METOAMUECKYIO JOKYMEHTALUIO 110 Y4eOHOM TUCHUIUINHE, BKIIOYAIOIIYIO
pabouyro mporpaMMy; METOUYECKHE YKa3aHUS IS MPAKTUYECKUX paboT.

[Tepedyenp y4ueOHO-METOIUYECKOTO M HHGOPMAIIMOHHOTO O0ECTICUCHUs pean3allud MPOTrpaMMBbl
y4eOHOW JUCIMILTUHEI MIPEJICTaBIeH B paboyeil mporpaMMe Ha 00pa3oBaTeIbHOM MOpTale.

NGO~ wWNE

O0pa3oBaTenbHbIN MapIpPyT

VY4eOHBIM IIAHOM ISl CTYJICHTOB 3a04HON (POpMBI 00yUEeHHUs MTPeTyCMaTPUBAIOTCS TEOPETHUECKUE
U IPAKTHUUYECKUE 3aHATUS CaMOCTOsITeNIbHAs padoTa CTy/I€HTOB.

O030pHbIE JIEKIIUU TPOBOJIATCS MO CIOXKHBIM JIJISI CAMOCTOSATEIBHOTO U3YyYEHHsI TEMaM PO paMMBbl
U JOJKHBI IOMOYb CTYJI€HTaM CHUCTEMaTHU3UPOBATh PE3YIbTaThl CAMOCTOATEIbHBIX 3aHATUH.

IIpoBeneHne MpPaKTUUECKUX 3aHATHI OPUEHTHPOBAHO HA 3aKPEIUICHHE TEOPETUYECKUX 3HAHUM,
MOJIYYEHHBIX TPU CAMOCTOSITEIbHOM H3Yy4YEHUHM U Ha OO030pHBIX JIEKIMSAX, MU NpUOOpeTeHue
HEOO0XOAMMBIX KOMIIETEHIUH 110 U3y4aeMOH TUCIUIIHHE.

OO0s13aTeNIbHBIM  YCIIOBUEM OCBOCHHS JMCLMUILIMHBI SBJISETCS BBINOJHEHHE OJHOW KOHTPOJHHOM
paboTbl. MeTomyeckre yKa3aHusi yCTaHABIMBAIOT elMHbIe TPEOOBAHUS K BBHIIIOJIHEHUIO U O(hOpMIICHHUIO
KOHTPOJIbHON pabOTHI.

[Io wrtoram wu3y4yeHHs AMCUUIUIMHBI TPOBOJUTCA KOMIUIEKCHBINH TU(GEpEeHIIMPOBaHHbIM 3ayerT.
[lepeunu BOpoCOB 1 BapHaHTHI 33JaHUN MTPE/ICTABICHBI B pa3jene .

OOpa3zoBarenbHblii  MapmipyT OOyYaromierocss 3a04HOM (GOpMbI MO Y4eOHOH JUCHHUIUIMHE
MIPEACTABIIEH B IPWIIOKEHUH B.



1 OBIIAS XAPAKTEPUCTUKA YYEFHOU JUCIHATLIAHBI <HAUMEHOBAHUE»

1.1 Mecto AUCHUILIMHBI B CTPYKTYp€ HNporpaMmbl NOATOTOBKH CIHECHHUATHUCTOB CPEIHET0
3BCHA

VYyeOnass nucuuiuinHa ««/JlokyMeHTauMoOHHOe o0ecneyeHHe YIPAaBJEHHS» OTHOCUTCS K
o0IenmpopeCCHOHATBPHOMY  y4eOHOMY IHKITY.

HucuuminHa «JloKyMeHTallMOHHOe o0ecneyeHHue YIPaBJIeHUs SBISETCA MPEANIECTBYIOMEH I
W3YYCHHS CICAYIONIMX YYeOHBIX AMCHUIUINH, npodeccnoHanbHbix Moaynei: OIIL.07. Hamorm wu
Hajoroob6oxenue; [IM.01. JlokyMeHTHpOBaHHE XO3SHCTBEHHBIX OIEpaIlliii U BEJAECHUE OYXTaJlTEepPCKOTO
ydeta akTuBOB opranuzanuu; [IM.02. Benenwe Oyxranarepckoro y4yera HCTOYHHMKOB (DOpPMHUPOBAHHS
aKTUBOB, BBIIIOJIHEHHE Pa0OT 110 MHBEHTAPU3AUU AKTUBOB U (PUHAHCOBBIX 0053aTEILCTB OPraHU3aAINH
[IM.04. CocraBienue u UCHOIb30BaHNE OyXranTepckoi (PUHAHCOBOI) OTYETHOCTH

1.2 Hess u niiaHUpyeMble pe3yabTaThl 0CBOEHUS THUCIUTIMHBI:

CopnepxaHue JAUCUUIUIMHBI OPHUEHTHMPOBAHO HAa IMOJrOTOBKY OOY4YalOUIMXCS K OCBOCHHIO
npoeCCHOHATBHBIX ~ MOIYJEH MPOTrpaMMbl  IMOATOTOBKH  CIEIHMAIMCTOB CPEIHETO0 3BEHA 10
CMELUAIBHOCTU U OBJIAJICHUIO CIEAYIONIMMHU OOIIUMU U TPO(ECCUOHATIbHBIMU KOMIIETEHLIUAMMU:

I1K 1.1. O6pabaTsiBaTh MEPBUYHBIE OYXTAITEPCKUE JOKYMEHTHI.

I1IK 1.2. Pa3paGarbiBaTh U COIJACOBBIBATH C PYKOBOJCTBOM OpraHM3allMM paOOYMil IUIaH CUETOB
OyXranrepckoro y4era OpraHu3aIiH.

IIK 2.1. ®opMupoBaTh OyXrajiTepckue MPOBOAKHU M0 Y4eTY UCTOUHUKOB aKTUBOB OPraHU3aLMU Ha
OCHOBE paboYero IIaHa C4eTOB OyXTaJTEepCKOro y4eTa.

IIK 2.2. BpINOAIHATS NOPYYEHHUS! PYKOBOJCTBA B COCTABE KOMUCCUH 110 MHBEHTAPU3ALIUN AKTUBOB B
MeCTaxX UX XpaHEHHUS.

IIK 2.6. OcyuecTBiasaTh cO0p MHPOPMALUU O AESITEIBHOCTH 00bEKTa BHYTPEHHETO KOHTPOJS IO
BBITIIOJTHEHUIO TPeOOBAHUN TPABOBOM M HOPMATUBHOM 0a3bl U BHYTPEHHUX PETIAMEHTOB.

I1K 2.7. BbINOAHATE KOHTPOJIbHBIE MPOLEAYPHl U UX JTOKYMEHTHPOBAaHUE, FOTOBUTh U O0(OPMIIATH
3aBepIIAIOIINE MaTepHUaiIbl 110 Pe3yJIbTaTaM BHYTPEHHETO KOHTPOJISL.

IIK 3.2. OdopmiATh MiIaTeKHbIE JTOKYMEHTHI JJIsl MEPEUUCICHUs] HAJIOroB U COOpPOB B OMO/IXKET,
KOHTPOJIMPOBATh UX MPOXO0KJIEHUE 10 PACUETHO-KACCOBBIM OAaHKOBCKUM OIEpAIUIM.

I[IK 3.4. Odopmisars mniaTexHble JIOKYMEHTbl Ha IIEPEUUCIIEHHE CTPAaxOBBIX B3HOCOB BO
BHEOIO/UKETHbIE (DOHABI M HAJOrOBBIE OpPraHbl, KOHTPOJIMPOBATh HX IPOXOXKIEHHE I10 PpPacyeTHO-
KaCCOBBIM 0aHKOBCKUM ONEparIHsIM.

I[IK 4.2. CocraBiasate ¢opMbl Oyxranrepckoil ((pUHAHCOBOW) OTYETHOCTH B YCTAaHOBJICHHbBIE
3aKOHOJATEIBCTBOM CPOKH.

IIK 4.3. CocraBnsaTh (OTU€THl) W HAJOTOBBIE JEKJApallly IO Hajoram M cbopam B OIOJKET,
YUUTBIBas OTMEHEHHBIH enuHbld conuanbHbli Hajor (ECH), oTdeTsl Mo CTpaXxoBbIM B3HOCAM B
roCy/lapCTBEHHbIE BHEOIO/DKETHbIE (OHIBI, a Takke (OpPMbl CTAaTUCTHYECKOW OTUETHOCTU B
YCTaHOBJIEHHBIE 3aKOHOIaTEIbCTBOM CPOKH.

I[IK 4.6. AnanusupoBaTh (PUHAHCOBO-XO3AWCTBEHHYIO [I€ATEIbHOCTh, OCYILECTBIATH AHAIU3
uH(pOpMaINH, MOJTYYEHHOH B X0J1€ MPOBEICHHSI KOHTPOJIBHBIX MPOLEAYP, BBISBICHUE U OI[EHKY PUCKOB.

[IK 4.7. IlpoBOAWTH MOHUTOPHHI YCTpPaHEHUs MEHEPKMEHTOM BBIBICHHBIX HAPYIICHUH,
HEJ0CTaTKOB U PUCKOB.

[1K 6.2. BecTn kaccoByI0 KHUT'Y ¢ COOCTBEHHOI KaCCOBOM OTYETHOCTBIO.

OK 01 Beibupaths crniocoObl pemieHus 3anad npodeccCHOHaIbHONU AESITeNbHOCTH MPUMEHUTEIBHO K
Pa3IMYHBIM KOHTEKCTaM.

OK 02 OcymecTBisiTh MOUCK, aHAJIU3 M HUHTEpPIpeTaluio HHGOpMaluu, HEOOXOAUMOHN JuIs
BBINOJIHEHUS 3a/1a4 TPO(PECCUOHATLHON EATEIbHOCTH.

OK 03 IitannpoBath U peain30BbIBaTH COOCTBEHHOE MPOPECCHOHATHPHOE U TUIYHOCTHOE PA3BUTHE.

OK 05 OcymecTBiasiTh YCTHYIO U NHCbMEHHYK0 KOMMYHHUKAIIMIO HA TOCYAAPCTBEHHOM SI3BIKE
Poccuiickoit @enepanuu ¢ yaeTroM 0COOEHHOCTEN COLMABHOTO U KYJIbTYPHOI'O KOHTEKCTA.



OK 09. Ucnonb3oBaTh HHPOPMALIMOHHBIE TEXHOJIOTHH B MTPOPECCUOHATBHOM 1EATEIbHOCTH.
OK 10 ITomb3oBaThesi mMpodecCHOHANBHOW JOKYMEHTAIMEH Ha TOCYJapCTBEHHOM W HMHOCTPAHHOM
A3bIKaX.

Koo IIK/ OK

Ymenua

3nanusn

IIK 1.1. ObpabarteiBaTh
NEepBUYHBIE OyXTaITePCKUE
JTIOKYMEHTBI

V1. obopMIATH TOKYMEHTAIIUIO B
COOTBETCTBUH C HOPMATUBHOM
0a3oii, B T. 4. C HCHOJIb30BaHUEM
WH(POPMAIIMOHHBIX TEXHOJIOTHIA;
V2. ucnosnb3oBaTh
yHU(UIIMPOBAHHBIE (HOPMBI
JIOKYMEHTOB

31. TpeboBanus K
COCTABJICHUIO ¥ O(OPMIICHUIO
JIOKYMEHTOB;

32. cucTeMsbl
JOKYMEHTAI[HOHHOTO
oOecreYeHUs yIpaBIICHIS,
KJIacCU(UKAITUIO IOKYMEHTOB

IIK 1.2. PazpabaTsiBaTh 1
COIJIACOBBIBATH C
PYKOBOJCTBOM
OopraHusanuu padbouuii rian
CYETOB OYyXTaiTepcKoro
ydera OpraHu3aluu

V4. ocBanBaTh TEXHOJIOTUU
ABTOMATH3UPOBAHHON 00pabOTKH
JIOKYMEHTAIUU

33. nmoHATHE, LISIH, 3a0a91 1
TIPUHIIHAIIBI
JIEIOTIPON3BO/ICTBA

[IK 2.1. ®opMupoBath
OyXrajatrepckue IpoBOJIKU
0 YYEeTy UCTOUHUKOB
aKTHBOB OPraHM3alMHU HA
OCHOBE paboyYero IJiaHa
CUETOB OYXTaJITEPCKOTO

yuera

V1. opopMIsSTh TOKyMEHTAIUIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a30ii, B T. 4. C UCIIOJIb30BAHUEM
MH()OPMAIIMOHHBIX TEXHOJOTHUIA;
¥2. ucnonp3oBarhb
VHUPUITUPOBAHHBIC (DOPMBI
JIOKYMEHTOB;

V3. ucrnonp3oBath
TEJIeKOMMYHUKAIMOHHBIE
TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKyMEHTO000pOTE;

V5. ocymecTBIATh XpaHEHUE U
MIOMCK IOKYMEHTOB

34. OCHOBHBIE ITOHATHS
JIOKYMEHTAIMOHHOTO
oOecrieueHus ynpaBIcHUS;
35. opraHu3zaiuio
JIOKYMEHTO000pOTa: IPHEM,
00paboTKy, PEeTUCTPALIHIO,
KOHTPOJIb, XpaHCHHE
JIOKyMEHTOB, HOMEHKJIATYPY
el

11K 2.2. BuInoassaTs
MOPY4YEHUsI PYKOBOJICTBA B
COCTaBe KOMHCCHH I10
VWHBEHTapU3aluu akTUBOB B
MeCTax UX XpaHEHUS

V2. ucnonp3oBathb
yHU(ULIIPOBaHHBIE (POPMBI
JIOKYMEHTOB;

V¥ 3. ucnonp3oBaTh
TEJIEKOMMYHUKAI[TOHHBIE
TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKyMEHTO0000pOoTe

32. cucreMsl
JOKYMEHTAI[MOHHOTO
oOecrnievyeHus yrnpaBIeHUS;
KJIaccu(UKAIUIO
JIOKYMEHTOB;

34. OCHOBHBIE IOHSTHS
JOKYMEHTAI[HOHHOTO
o0ecreyeHns yrpaBJIeHUs

[IK 2.6. OcymiecTBasTh
cOop uHpOpMaLuHu 0
JESTeNbHOCTH 00BEKTA
BHYTPEHHET0 KOHTPOJIA 110
BBITIOJTHEHUIO TPeOOBaHUM
[IPaBOBOM U HOPMATUBHOU
0a3bl 1 BHYTPEHHUX
pErIamMeHToB

V3. ucronp3oBathb
TEJIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTUH B DJIEKTPOHHOM
JIOKYyMEHTO000pOTE;

V4. ocBanBaTh TEXHOJIOTUH
ABTOMATH3UPOBAHHOH 00pabOTKH
JOKYMEHTAIIU!

34. OCHOBHBIE TTOHSATHUS
JOKYMEHTAI[HOHHOTO
oOecrnieueHus yrnpaBIeHUS;
35. opraHu3zaiuio
JIOKYMEHTO000pOTa: IPHUEM,
00paboTKy, perucTpaluio,
KOHTPOJITb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATYpy
Jen

TIK 2.7. BeITOTHATE
KOHTPOJIbHBIE NPOLEAYPHI U
UX JOKYMEHTHUPOBAHUE,
TOTOBUTH B 0OPMIISTH

V4. ocBanBaTh TEXHOJIOTUH
ABTOMATH3UPOBAHHOH 00pabOTKH
JOKYMEHTAITIH;

VY5. oCcylIECTBIATh XpaHEHUE U

35. opraHu3anuo
JIOKYMEHTO000pOTa: MPHEM,
00paboTKy, pErUCTPaIHIO,
KOHTPOJIb, XpaHEHUE




3aBepuIaloIIfe MaTepUaIbl
0 pe3ylbTaTam
BHYTPEHHETr0 KOHTPOJIS

IMOUCK JOKYMCHTOB

JIOKYMEHTOB, HOMEHKJIATYPy
nen

1K 3.2. Opopmnarte
IJIATEIKHBIC JJOKYMEHTBI JUIS
MIEPEUNCIICHUS HAJIOTOB U
cOOpOB B OIOTKET,
KOHTPOJIHPOBATH HX
MIPOXOKJICHHE 10 PACYCTHO-
KaCCOBBIM 0aHKOBCKUM
oreparsam

V1. obopMIATH TOKYMEHTAIIHIO B
COOTBETCTBUH C HOPMATUBHOM
0a3oM, B T. 4. C UCII0JIb30BAaHUEM
WH(POPMAIIMOHHBIX TEXHOJIOTHIA;
V2. ucnosnb3oBaTh
yHU(UIIUPOBAHHBIE (HOPMBI
JIOKyMEHTOB

31. TpeboBanus K
COCTABJICHUIO ¥ O(OPMIICHUIO
JIOKYMEHTOB;

32. cucTeMsbl
JOKYMEHTAI[HOHHOTO
oOecreYeHUs yIpaBIICHIS,
KJIacCU(UKAITUIO IOKyMEHTOB

1K 3.4. Odopmnars
IUIATEeXKHbBIE JOKYMEHTHI Ha
MIEPEYHCICHNUE CTPaXOBBIX
B3HOCOB BO BHEOIOJKETHBIC
(OHJIBI ¥ HAJIOTOBBIE
OpraHbl, KOHTPOJIUPOBATH
UX MPOXOXKJICHHUE TIO
pacyeTHO-KacCOBBIM
0OaHKOBCKUM OIEPAIUsM

V1. obopMIATH TOKYMEHTAIIUIO B
COOTBETCTBUH C HOPMATHUBHOM
0a3oM, B T. 4. C UCII0JIb30BAaHUEM
WH(POPMAIIMOHHBIX TEXHOJIOTHIA;
V2. ucnonb3oBaTh
YHUPUIIUPOBAHHBIE (DOPMBI
JIOKyMEHTOB

31. TpeboBanus K
COCTaBJICHUIO ¥ O(hOPMIICHUIO
JIOKYMEHTOB;

32. cucTeMsbl
JOKYMEHTAI[HOHHOTO
oOecrnieueHus yrpaBIcHUS;
KJIaCCU(PUKALIMIO JOKYMEHTOB

I1IK 4.2. CoctaBnats HopMbl
OyXranTepcKoi
(bmHaHCOBOI) OTYETHOCTH
B YCTaHOBJICHHBIE
3aKOHOAATEIHCTBOM CPOKH

V1. ohopMIIATh JOKYMEHTALHIO B
COOTBETCTBUU C HOPMATUBHOU
0a30M, B T. 4. C UCIIOJIb30BAaHHEM
MH(POPMAIMOHHBIX TEXHOJIOTHIA;
VY2. ucnonp3oBaTh
yHU(DUIIIPOBAaHHBIE (POPMEI
JIOKYMEHTOB;

V4. ocBauBaTh TEXHOJIOTUU
aBTOMAaTH3UPOBAHHOHN 00pabOTKH
JOKYMEHTAIIUU

31. TpeboBaHus K
COCTaBIJICHUIO ¥ 0(OPMIICHUIO
JIOKYMCHTOB;

32. CHCTEMBI
JOKYMEHTAI[HOHHOTO
oOecrnieueHus yrnpaBIeHUS;
KJ1accu(pUKaIHUIO
JIOKYMEHTOB;

33. noHATHE, LIENH, 330291 U
TPUHITAITBI
JIEJIONPOU3BOJICTBA

I1IK 4.3. CocTaBnsth
(OT4eThI) U HATOTOBHIE
JEKJIapaliy 1o HajoraM U
cbopam B OIOKET,
VYHUTHIBAsT OTMEHEHHBIH
€UHBIN COLMAIIBHBIN HAJIOT
(ECH), otueTs! 1o
CTpaxoBBIM B3HOCAM B
roCcyJapCTBEHHBIE
BHEOIO/KETHBIE (POHIBI, &
Takxe (OpMbI
CTaTHUCTUYECKOM
OTYETHOCTH B
YCTaHOBJICHHBIE
3aKOHOJIaTETLCTBOM CPOKH

V1. opopMisiTe JOKyMEHTAIUIO B
COOTBETCTBUH C HOPMATUBHOM
0a3oii, B T. 4. C UCIIOJIb30BAaHHUEM
MH(OPMALIMOHHBIX TEXHOJIOTHI;
V2. ucnonb3oBaTh
yHU(DULIEPOBaHHBIE (POPMBI
JOKYMEHTOB

31. TpeboBanms K
COCTaBJIEHUIO M 0(OPMIICHUIO
JIOKYMEHTOB;

32. cucteMsbl
JOKYMEHTAI[HOHHOTO
o0ecreyeHus yrpaBieHus;
KJIaCCU(UKALIMIO TOKYMEHTOB

IIK 4.6. Ananu3upoBaTh
(UHAHCOBO-XO03SIIICTBEHHYIO
NESTENBHOCTb,
OCYILLECTBIISATh AHAIIN3
uHpopMaIny, MOITy4eHHON
B XO/JI€ MPOBEACHUS

V3. ucronp3oBarth
TCJIICKOMMYHHKAIIUOHHBIC
TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKYMEHTOO0O0POTE;

V5. ocylecTBIATh XpaHEHUE U
IMMONCK JOKYMCHTOB

33. noHATHE, LIENH, 330291 U
MIPUHITATIBI
JIEJIIONIPOU3BO/ICTRA;

34. OCHOBHBIEC ITOHATHUS
JOKYMEHTAI[MOHHOTO
o0ecrnievyeHus ynpaBIeHUs;




KOHTPOJIbHBIX MPOLIETYP,
BBISIBIICHUE U OLICHKY
PHUCKOB

35. opraHuzanuio
JOKYMEHTO000pOTa: MPHEM,
00paboTKy, pErUCTPAIIHIO,
KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMCHKJIATYPY
Jen

[IK 4.7. IIpoBouTh
MOHUTOPUHT YCTPAHEHUS
MEHEIKMEHTOM
BBISIBIICHHBIX HapYIICHUH,
HEJIOCTaTKOB U PHCKOB

V4. ocBauBaTh TEXHOJIOTUU
ABTOMATH3UPOBAHHON 00pabOTKH
JIOKYMEHTalUH;

V5. ocymecTBIATh XpaHEHUE U
HIOUCK JJOKYMEHTOB

33. nmoHATHE, LISIH, 3a0a91 1
TIPUHIIHAIIBI
JIEJIONPOU3BO/ICTBA;

34. OCHOBHBIE MTOHATHUS
JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBieHs;
35. opraHuzanuio
JIOKYMEHTO000pOTa: TIPHEM,
00paboTKy, pErUCTPAIIHIO,
KOHTPOJIb, XpaHECHUE
JIOKYMEHTOB, HOMEHKJIATYPy
pi(Sh)

[IK 6.2. Bectu kaccoByro
KHUTY C COOCTBEHHOM
KaCcCOBOH OTYETHOCTBIO

V1. ohopMiATh JOKYMEHTALHIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a30M, B T. 4. C UCIIOJIb30BAaHHEM
MH(OPMALIMOHHBIX TEXHOJIOTUI

31. TpeboBaHus K
COCTaBJICHUIO ¥ 0(OPMIICHUIO
JOKYMEHTOB

OK 01 Bei6bupats criocoosl
pelIeHus 3a1aq
npodeCCHOHATLHON
JEeSATEIHOCTH
MPUMEHUTEIIHHO K
Pa3TMYIHBIM KOHTEKCTAM.

Y01.1 pacnio3naBath 3a1auy W/uin
npo0aemMy B mpodheccuoHaTbHOM
W/UIU COLMAIbHOM KOHTEKCTE;
VY01.4 BeIABIATH U 23PPEKTUBHO
HCKaTh UH(GOPMAITHIO,
HEOOXOIUMYIO JIJIsl pEIICHUS 3a/1a4u
u/Wim npoOIeMsl

V01.11 ouenuBarp pe3ynapTaT U
MOCJEICTBUS CBOUX JIEHCTBUI
(caMOCTOSITETLHO WJIHM C TIOMOIIIBIO

301.1 akTyanbHbIN
po(heCCHOHATBLHBIN 1
COLIMAJTIbHBINA KOHTEKCT, B
KOTOPOM MPUXOAUTCS
paboratb

301.3 ocHOBHBIE HCTOYHUKH
uH(pOpPMAIIUU U PECyPCHI IS
301.8 mops0K OLIEHKH
pe3yNbTaTOB PEIICHUs 3a1a4

OK 02 OcymecTBnsTh ¥02.3 nnarupoBaTh npouecc 302.1 HoMeHKIIaTYypa
MIOMCK, aHaJIN3 U MIOMCKa; MH(pOPMaIIMOHHBIX
UHTEPIIPETALINIO Y02.5 BaensaTh Haubosee VCTOYHUKOB IIPUMEHSEMBIX B
nH(popManuu, 3HAYUMOE B MepeYHe MHPOPMAITHT npodecCuOHATbEHON
HE00X0AUMOM 115 JESATENBHOCTY;
BBIITOJIHEHMS 33124 302.2 npueMsl
npodeccuoOHaTbHON CTPYKTYpPUPOBAHHUS
JESATEIbHOCTH. uH(bOopMauu

OK 03 IInanupoBats V03.1 onpenensTh akTyaJlbHOCTh 303.1 conepxanue
peasin30BbIBaTh HOPMaTUBHO-TIPaBOBOM aKTyaJlbHOM HOPMAaTHUBHO-
cOOCTBEHHOE JIOKyMEHTaluu B IIPaBOBOM JTOKYMEHTALINH;

npodeccuoHanbHOE U
JMYHOCTHOE Pa3BUTHE

PO eCCHOHAIBHON JEATENHHOCTH,
¥03.2 npuMeHATh COBPEMEHHYIO

Hay4YHYIO TPOPECCHOHATBHYIO
TEPMUHOJIOTHIO

303.2 coBpeMeHHas Hay4qHas
U npodeccuoHanbHas
TEPMUHOJIOTHSI

OK 05 OcymiecTBasiTh
YCTHYIO ¥ IUCbMEHHYIO
KOMMYHHKAIUIO Ha
roCy1apCTBEHHOM SI3bIKE
Poccuiickoit @deneparyu ¢

VY05.3 u3narate CBOM MBICIIH U
0(pOPMIISITh TOKYMEHTHI 110
po¢eCCHOHAIBHON TeMaTHKe Ha
TOCY/IapCTBEHHOM SI3BIKE

305.8 npaBuina opopmiieHus
JIOKYMEHTOB




y4eTOM 0COOCHHOCTEH
COILIMATILHOTO U
KYJIbTYPHOT'O KOHTEKCTA.

OK 09 HUcmionp3oBarhb

Y 09.3 nposiBsITh KylbTYpY

309.3 HOpMBI

nH(pOpMaIMOHHBIE nH(pOpMaIMOHHOM 0€30MMacHOCTH uH(pOpMaITMOHHON

TEXHOJIOTUH B IIPY UCTIOJIb30BAaHUH 0€301aCHOCTH TIPU

npodeccnoHanbHOM MH(OPMaLIMOHHO- UCIOJIb30BaHUU

JeSATeIbHOCTH KOMMYHHKAITMOHHBIX TEXHOJIOTHIA uH(HOPMaIMOHHO-
KOMMYHHKAIIMOHHBIX
TEXHOJIOTHI

OK 10 ITonp3oBatbcs ¥10.3 ctpouts npocThie 310.2 ocHOBHBIE

npogeccuoHaTbHON BBICKa3bIBaHUS O ce0e U O CBOEH o01IeynoTpeOuTeNbHbIC

JOKYMEHTaIUeH Ha
roCyAapCTBEHHOM H
MHOCTPAHHOM S3BbIKaX.

npodecCuoHaNBHOM e TeIbHOCTH

riarosibl (ObITOBas U
npodeccuoHanbHas JICKCHKA)




1.3 O0beM y4yeOHON TMCHUTIMHBI M BBl Y4eOHOH padoThl /15 3204HOi GopMbI 00yUeHust

Bun yueOHo# padoThI O0bem yacon

O0bem 00pa3zoBaTeIbHOM NMPOrpaMMbl 48

B TOM YHCIIE:

JIEKLUHU, YPOKH 24

MIPAKTHYECKUE 3aHATHS 16

T1a00paTOPHBIE 3AHSTHS He npedycmompenno

KypcoBas paboTa (IIpoeKT) He npedycmompenno

KOHCYJIbTaIHH

CamocrosiTenpHas padbora 8
Komnnexcuwiii

IIpoMexxyTouHasi aTTecTAUS oeghepeHyuposanmbiii

3auem




2 COAEP)KAHUE TEMATUYECKOT O IVIAHA YYEBHOM JUCIUILIUHBI

Pa3nen 1. OOmias xapakTepucTUKa JOKYMEHTAITMOHHOTO 00ECTICUCHUS YIIPABIICHHS

Tema 1.1. OCHOBHBIC TIOHATHSI ¥ HOPMAaTUBHO - METOJMYECKOE PErYTMPOBAHUE JJOKYMEHTAIIHOHHOTO
obecnieuenus ynpasieHus. OpopmiieHre JOKYMEHTAIIUN B COOTBETCTBUU C HOPMATHBHOU 0a30ii

OcHoOBHbIE MOHATHS M TEPMHHBbI IO TeMe: JIOKYMEHTAlIMOHHOE oOOecleueHue yrpaBlIeHUS
(memonpou3BOACTBO), TOKYMEHT, HOCUTEIb JOKYMEHTa, O(QHIHUAIbHBIA TOKYMEHT, IOPHIMYECKas CHUIa
JOKYMEHTa, Kiaccu(ukaius JAOKyMEHTa, YHU(PHUKALUsi JOKYMEHTOB, PEKBHU3UT, OJaHKU JIOKYMEHTOB,
dbopmyisp-obpazer, cranaapt Ha OP/I, TpeboBanus K 0hOPMIICHUIO JOKYMEHTOB.

Ilhan usyuenua memot.

1. Conmepxanue W OCHOBHBIE TMOHATHS, IEJIM, 3aJa4yd W MPUHLOUIBI coBpemeHHoro J1O
(memonpon3BOICTBA).

2. TlonsiTHe MOKYMEHTa, HOCUTENS JoKyMeHTa. OQuunanbHble U JIMYHBIE JOKYMEHTHI.

3. KOpuanueckas cuna nokymenra. Kinaccudukamus 10KyMeHTOB.

4. HopmatuBHO-TIpaBoBasi 0a3a OpraHU3aluK JOKYMEHTAIIMOHHOTO OOECIICYCHHS YIPaBJICHUS.
YHubukanusa u cTaHaapTH3aIus YIpaBJIeHYECKOro JOKyMEHTa

5. OcHOBHBIE IOHATHS PEKBU3UT, OJIaHK, GopMyIsp, popmyisip — oOpasen.

6. Hopmbl u mpaBuna odopmiienus aokymeHToB B cooTBerctBuu ¢ ['OCT P 7.0.97-2016.
«Hanmonaneueiii  cranmapt Poccuiickoit ®enepanuu. Cucrema craHgaproB 1o uH(pOpManuw,
OMOIMOTEeYHOMY H  HM3JaTenbCcKoMy Jneny. OpraHu3allMOHHO-paclopsiAUTeIbHAas JAOKYMEHTAIIMS.
TpeboBanus k 0(hOPMIICHUIO JOKYMEHTOB"

7. CocTaB peKBU3UTOB JOKYMEHTOB. FOpuanueckuii cTaTyc J0KyMeHTa.

8. IlonsTHe 0 O1aHKE JOKYMEHTA, BHJIbI OJIAHKOB.

9. llpaBuna odopminenuss pexkBusutoB Onanka B cootrBerctBun ¢ ['OCT P 7.0.97-2016.
«Hanmonaneueiii  cranmapt Poccuiickoit ®enepanuu. Cucrema craHgaproB 1o uH(pOpManuw,
OuOIMOTEeYHOMY H  HM3JaTenbCcKoMy neny. OpraHu3zallMOHHO-paclopsiAUTEIbHAs —JAOKYMEHTAIIMS.
TpeboBanust k 0hopMIIEHUIO JOKYMEHTOB" .

Ilpakmuueckue 3anamus.

OdopmieHre peKBU3UTOB OOECIEUMBAIOIIUX HOPUINYECKYIO cUTy JoKyMmMeHTaM. OdopmieHue
pa3IUYHbIX BUAOB OJIAaHKOB U opMyIisipa — oOpasia

OdopmieHre peKBU3UTOB, 0OECTIIEUNBAOLIUX FOPUINUECKYIO CHUITY IOKYMEHTaM

Omnpenenenue cocTaBa U MOPSIOK PACHON0KEHNsT PEKBU3UTOB OJIaHKOB

[IpoektupoBanue oOmiero OyaHk, OJaHK MNHCbMa, OJaHK KOHKPETHOrO BHUAA JOKYMEHTa C
COOJIIO/ICHHEM BCEX OTCTYIIOB U MHTEPBAJIOB

Pa3pea 2. CucreMbl JOKYMEHTAIlHOHHOIO o0ecne4eHus yIpaBJICHUs

Tema 2.1. YauduuupoBaHHasi cucTeMa OpraHU3alliOHHO - PACIIOPAIUTENbHON JOKYMEHTAUN
U IOKyMEHTalluu Npo(ecCHOHANBHOM JesITeIbHOCTH

OcHOBHbIE MOHATHSI M TEPMHHBI MO TeMaM. YHH(PUUIUPOBAHHAS CHCTEMa OPraHU3alMOHHO -
pacnopsautensHoi okymentauuun YCOP/L, YaudpunupoBannas ¢popma, opraHu3aliOHHbIE IOKYMEHTHI,
yCTaB, TIIOJIOKEHUE, JOJDKHOCTHAs MHCTPYKLUS, LITATHOE paclUCaHue, PpaCIOpsAAUTEIbHAs
JOKYMEHTAIUsl, MpPHKa3 IO OCHOBHOM JEATENbHOCTH, pacHopshkeHue, HHQPOPMAIMOHHO-CIPaBOYHAS
JOKYMEHTAIs, Tepenucka, JOKIaJHas 3allucKa, CIy>KeOHas 3alucKa, akT, MPOTOKOJ, JOKYMEHTAIHs
JIMYHOTO COCTaBa, MPHKa3bl JMYHOIO COCTaBa, KOMAaHAMPOBAHHWE COTPYAHHUKA, JTOrOBOPHO-IPAaBOBAs
JNOKYMEHTALUs, KOMMEPYECKHUE aKThl, JOBEPEHHOCTHU, IIPETEH3NOHHO- UCKOBAsl JOKYMEHTALU.

Ilnhan uzyuenua memo.
1. VaudunupoBaHHas cucTeMa OpPraHU3AMOHHO - pacnopsauTenbHol qokymenTtanuun Y COP/I:
coctaB YCOP/], obnactu npumeHenus. Mcrnonp3oBanue yHUPUIIMPOBAHHBIX (POPM.



2. OpraHu3alMOHHBIE JOKYMEHTBI, HMX Ha3zHaueHue, Qopmyisipel - oOpasusl. I[lponenypa
COCTaBJIEHUSI U O(POPMJICHHSI OPraHU3aLUOHHBIX TOKyMEHTOB. O01IacTh NPUMEHEHHs OPraHU3alMOHHBIX
JIOKYMEHTOB.

3. PacnopsiiutenpHble JOKYMEHTBI OCOOEHHOCTH pabOThl ¢ HUMHU. BuIbl pacnopsiinTeNlbHBIX
JOKYMEHTOB, HMX Ha3HaueHue, ¢GopMmyisipel oOpasusl. [Ipouemypa coctaBieHus u  0OhOpMIICHUS
pacrnopsauTeabHbIX JOKYMEHTOB. Vcnoabp30BaHne yHUPUIUPOBAHHBIX (hopMm

4. NHpOpMaLMOHHO - CIIPAaBOYHBIE IOKYMEHTBI 0COOEHHOCTH paboThl ¢ HUMU. ObIacTh
IIPUMEHEHHs HH(POPMALMOHHO-CIIPAaBOYHbBIX JOKYMEHTOB.

5. Buibl MHPOPMALMOHHO- CIIPABOYHOM JOKYMEHTAIlMM, Ha3HAuYeHUE, (OpMYIspbl - 00pasIibl.
IIponienypa coctaBieHust U ohpopMiIeHUsT MHPOPMALIMOHHO-CIIPABOYHBIX JAOKYMEHTOB. Vcrnosib3oBaHue
YHU(DUIUPOBAHHBIX (OpM

6. Ilaker JOKYMEHTOB IO JMYHOMY COCTaBY YYacTBYIOLIUH B KaapoBoil pabore. OcoOeHHOCTH
paboThI ¢ KaZPOBBIMU JIOKYMEHTAMHU.

7. JIokyMEeHTHpOBaHUE TPYIOBBIX MpaBOOTHOIIEHUH. Mcnons3oBaHue yHUDULIMPOBAaHHBIX (HopM
JOKYMEHTOB IO JIMYHOMY cocTaBy. [Ipoueaypa coctaBieHus U opOpMIICHHS IMPHKA30B MO JIMYHOMY
COCTaBy

8. CucreMa JTOTOBOPHO-TIPABOBOM JOKYMEHTAIMH: Ha3Ha4deHue, coctaB. OOIacTh MPUMEHCHHS
JOTOBOPHO-IIPABOBOM, IPETEH3NOHHO-UCKOBOW JOKYMEHTAL[UU

9. IlonsitTne goroBopa (KOHTPAKTa), COTJAIICHHSA, NpPOTOKona. KoMmmepyeckwe akThl U
JIOBEPEHHOCTH

10. «TpeboBanusi Kk OGOPMICHHIO W BBIJAYM JOBEpEeHHOCTEH» JlOBEpeHHOCTH: pa3oBBHIE,
CIELIMAJIbHBIE, TCHEPAJIbHBIE.

11. CocraB mNpeTEH3MOHHO-UCKOBOM JOKYMEHTAIMU: pEKJIaMallid, IPETEH3HOHHBIE IHChMa,
VICKOBBIC 3asIBJICHMUSL.

12. Tlpouenypsl cocraBieHHe W O(GOPMIICHHE TOTOBOPHO-TIPABOBOM, MPETEH3MOHHO-HCKOBOW
JOKYMEHTaIuU

Ilpakmuueckue 3anamus .

Ipaxmuueckas paboma Ne 2.

Pazpabotka u opopmieHrne pacopsiIUTENbHBIX TOKYMEHTOB

CocraBiieHne INpuKas3a 0 OCHOBHOW JI€ATEIbHOCTH, PACIIOPSIKEHUSI B COOTBETCTBUH C TPEOOBaHMS
I'OCTA.

Ilpakmuueckas paboma Ne3.

Pazpabotka u odopmieHne crnpaBoyHO — MH(DOPMAIMOHHBIX JOKYMEHTOB( CIyXkeOHOE MHUCHMO,
MPOTOKOJI, aKT, JOKJIaIHAs 3aITUCKa, CIy>KeOHas 3aricKa)

CocraBieHue ciayxeOHBIX MUCEM, JOKJIAJHBIX 3allMCOK, aKTOB (MHBEHTApHU3allMM, PEBU3UI), B
cooTtBeTcTBUM ¢ TpeOoBanus 'OCTA.

Ilpakmuyeckasn paboma Ne4.

Pa3pabotka u odopmieHHe AOKyMEHTallMM 10 JIMYHOMY COCTaBy C HCHOJIb30BaHUEM
YHU(UIUPOBAHHBIX (OPM

CocraBiieHne mpuKaza MO JUYHOMY COCTaBY, KOMaHIMPOBOUHBIX YJOCTOBEPEHUMH, pe3loMe. B
cootBercTBUM ¢ TpeboBanus [[OCTA.

Ipaxmuueckas paboma Ne 5.

CocraBienue u opopmiieHHE JTOKYMEHTOB 10 MPOPECCHOHATBHON JEesITeIbHOCTH (JJOBEPEHHOCTH,
MIPETeH3UH U UCKOBbIe 3asBiieHus). OdopMieHre NpeTeH3MOHHO-UCKOBOM JOKYMEHTAIuH; 3aroJHeHHe
TpadapeTHbIX OJaHKOB NPETEH3MI U MCKOBBIX 3asBICHUI

CocraBneHne MpeTeH3nii, NCKOBBIX 3asBJICHH, JIOBEPEHHOCTEM.



Paznen 3. Opranuszanus 10KyMeHT0000pOTa

Tema 3.1. Opraau3zanuu JOKyMEHTOO00pOTa U TEXHOJIOTUM aBTOMATU3HPOBAHHOW 00paboTKU
JIOKYMEHTaIu1
OCHOBHbIE MOHATHA M TEPMHUHBI MO TeMaM: JOKYMEHTOOOOPOT, MAapUIpyT JBHXKEHUS
JOKYMEHTOB, 00BbEM [TOKYMEHTOOOOpOTa, 3Tambl 00pabOTKH JOKYMEHTOB, PErucTpainus AOKYMEHTOB,
KOHTPOJIb HMCIOJIHEHHUSI, TEKYIlee XpPaHEHUE JIOKYMEHTOB, APXUBHBIH JOKYMEHT, HOMEHKIATypa el
dbopMupoBaHue  Jell, TPOLECChl  XpPaHEHHs]  JTOKYMEHTOB, O3JEKTPOHHBIM  TOKYMEHTOOOOpOT,
TEJIEKOMMYHUKAIIMOHHBIE CPEJICTBA,

Ilnan uszyuenus memol.

1. Opra#m3anus TOKYMEHTOOOOpPOTAa W TPUHIMIBI OpTaHW3allMH;, NpaBWIa OpraHHU3aluu
JBUKCHHSI IOKYMEHTOB. BUIBI JOKYMEHTOIIOTOKOB.

2. TexHomorun 0O6pabOTKU JOKYMEHTOB ( JJOKYMEHTOIIOTOKOB) ( cXeMbl 00pabOTKH JTOKYMEHTOB)
, peructparnus ( 1enu, TpeOOBaHUS K PErUCTpaIiy, BEIOOP (GOPM perucTpanuu peKBU3UTHI PETUCTPAITUH)
U KOHTPOJb UCHONHEHHUS ( 1e7ab, TpeOOBaHMS K OpraHU3allil KOHTPOJIA HCIOJHCHUS, CPOKHU
WCIIOJTHEHUS!, POPMBI KOHTPOJISI HCIIOJTHEHUST JJOKYMEHTOB)

3. Ha3nauenue u BuIpI HOMEHKIIATYp Jiest. TpeOoBaHMs K HOMEHKJIATYpE JIeI.

4. OcCHOBBI TEKYIIETO XpaHCHHS JOKyMeHTOB. DopMmupoBaHHE AENT U MOPSIOK OOBCIUHCHHS
JOKYMEHTOB B Jief1a. CpoKU XpaHEHHE TOKYMEHTOB U JIeJ.

5. Tlopsaok BbIAAYM U U3BATHS TOKYMEHTOB U JIeJ B ClTydae HEOOXOAMMOCTH

6. ABTOMaTHU3MpPOBaHHBIC CUCTEMBI JIeIIONPOU3BOJICTBA. Cucrema 3IEKTPOHHOTO
nokymenToobopora (CO/I), ee cTpykTypa, HACTPOWKA CUCTEMBI.

7. O630p COBpEMEHHBIX CPECTB OPITEXHUKH IS Iepeiaun U nepepaboTku HHGOpMaIuu.
DnexTpoHHas nouta. Vcrnob30BaHue TPaBOBBIX HH()DOPMAIIMOHHBIX CHCTEM

Ilpakmuueckue 3anamus .

IIpakmuyeckasn paboma Ne 6

CocraBneHue 3TanoB U onepanuu 00paboTKH JOKYMEHTOB.

[TopsioK 3amoOMHEHUs] PErUCTPAllMOHHBIX (POPM U BeJleHHE KOHTPOJIS 3a UCTIOJHEHUEM CITy>KE€OHBIX
JIOKYMEHTOB C UCIIOJIb30BAHUEM aBTOMATHU3MPOBAHHBIX TEXHOJOTUHN

IIpoBenenne  0OpaOOTKM BXOJAIIMX, HUCXOMSIIMX W BHYTPEHHUX JIOKYMEHTOB, OIpe/eleHne
orepalyii 1 peKBU3UTOB yUaCTBYIOIIME B UX 00pabOTKH.

[IpoBenenue peructpanyy JOKYMEHTOB C UCIIOJIb30BAaHUEM aBTOMAaTHU3UPOBAHHBIX CLIOCOOOB

Ilpakmuueckas paboma Ne 7

ITonroToBka JOKYMEHTOB JUIsl YOPMUPOBAHUS U XpaHEHUS J1e1

[IpoBenenue opraHu3aluy ONEPATUBHOIO XPaHEHUs TOKYMEHTOB U OIpENeleHHE MPaBUIbHOCTU
(dbopMHpOBaHUS JOKYMEHTOB B JIefia.

Omnpenenenre MpaBUIBHOCTU C(OPMUPOBAHHOTO JI€Ia U NMOATOTOBICHHBIX YUETHBIX JOKYMEHTOB.

Ipakmuyeckasn paboma Ne 8

[lepenaua uH@OpMaLMM M CPEACTBA TEIEKOMMYHUKALMOHHBIX TEXHOJOTUH B AJIEKTPOHHOM
JTOKYMEHTO00OopoTe

Pabora ¢ cepBrucaMu TeIeKOMMYHUKAI[MOHHBIX TEXHOIOTHA.



3 METOJJAYECKHUE PEKOMEHJAIIMHY 11O BBINTOJHEHAIO KOHTPOJbHOM PABOTBHI

KonTponbHas pabora siBisieTcss HauOoJjiee 3HAYMMbBIM AJIEMEHTOM CAMOCTOSITEIbHOW paboThl Uis
CTY/ICHTOB 3a04HOW (opMbl 00ydeHUs. BBINOIHEHNE KOHTPOJIBLHOW pabOTHl MOMOTAET JIydlle M3yYUTh
OCHOBHBIE TMOJIOXKEHHSI JOKYMEHTAI[MOHHOTO OOECIeUeHUsl YIpaBICHUs, YSICHUTh CYTh pa3IUYHBIX
TEOPETUYECKUX TOAXOJOB K COCTAaBICHHIO, O(QOPMICHHIO OpraHU3alMOHHO-PACIIOPIIUTEIHHON
JOKYMEHTAIH , TOKyMEHTAIu! MpopeCCUOHATBHON ACSITETbHOCTH U padoTe ¢ JOKYMEHTaMH,

Ocob6oe BHUMaHUE B KOHTPOJIBbHOU pabOTE OTBOJUTCS BHIMOJIHEHUIO CUTYallMOHHOM 33a1a4u.

[Ipy HamucaHuUU KOHTPOJBHOM pabOThl CTYAEHThl H3YYalOT 3HAYUTEIbHBIA TEOPETHUUECKHI
MaTepHall; 3HAaKOMATCS ¢ OCHOBHBIMH MOHATUSIMHU U KaTETOPHSIMH y4eOHOW AMCUUIUIMHBL;, TPUOOPETAIOT
HaBbIKK pabOTBl € JUTEpaTypold, HOPMATUBHO-NPABOBBIMH HCTOYHUKAMH JOKYMEHTALIHOHHOTO
o0ecrieyeHus yIpaBieHHs; Y4aTCsl aHATM3UPOBATh TEOPETUUECKUN MaTepHa;

BoinonHnenue pomamiHel KOHTPOJIbHOW pabOThl OMNpereNseT CTeNeHb YCBOCHHS CTYACHTAMHU
M3y4aeMoro Marepuaia, YMEHHE aHaJIU3UPOBaTh, CHCTEMATH3UPOBATh TEOPETUYECKHUE MOJOXKECHUS U
MIPUMEHSITDH [TOJIyY€HHbIC 3HAHUS PU PEUICHUH MTPAKTUYECKUX 3aj1au.

[Ipemaraercs 10 BapuaHTOB KOHTPOJIBHBIX paboT.

Kaxapiii BapraHT BKIIIOUYAET:

1) Tpu TEOPETUYECKUX BOIMPOCHI MO Pa3HBIM TeMaM Y4e€OHOTO Kypca, 4TOOBI MPU BBITOIHCHUH
KOHTPOJIBbHON pabOTHI CTYACHTHI MOTJIM HanboJiee MOJIHO U3YYUTh YUeOHBIM MaTepua;

2)TUIIOBBIC TIPAKTHYCCKUE 3aJaHUs , KOTOPBIE OTPAKACT pa3IUYHbIC MOJCINA IOCTPOCHHUS
JOKYMEHTOB, MPUOJINKEHHBIE K peaIbHbIM, B OPTaHU3AINH.

[Ipy BBINONIHEHUHM KOHTPOJBHOW pabOThl HEOOXOAMMO BOCIIOJIB30BATHCS JIUTEPATYpPOM, CIIMCOK
KOTOPOl MPHUBOAUTCS B METOAMYECKHX YKa3aHHsAX. B KkauecTBe [OMOTHUTENBHOM JHTEpaTyphl
PEKOMEHAYIOTCSI HOPMAaTHBHO-TIPABOBBIE JTOKYMEHTHI, IEI€CO00pa3HO HCIOJIB30BATH NEPUOTUIECKUE
W3JIaHUs — ra3eThl U )KYpHAJbI, TPO(ecCHOHANBLHOM HAIIPaBICHHOCTH.

OOpamaem Bame BHUMaHWe, YTO BBINOJIHEHHWE KOHTPOJBHBIX pPabOT — 00s3aTeNBHO.
CBoeBpeMeHHasl c/lada KOHTPOJIBHBIX paboT SBISETCS YCIOBUEM JOMYyCKa K MPOMEKYTOYHON aTTeCTalluu
0 JTUCUUTUIAHE.

CryneHTsl 3a04HOM (opMBbl 00yUeHHs 00s3aHbI BBIIIOJHUTH KOHTPOJIBHYIO pabOTy B MUCBMEHHOM
BUJIC U TIPEJICTABHUTH €€ BEIyIIEMY MPETOAaBaTEI0 COOTBETCTBYIONMIEH AUCIUIUIMHEI HE TIO3THEE YeM 3a
14 nueit o Havana ceccuu. Jlomyckaercs OTIIpaBKa KOHTPOJIBHBIX paboT 110 MOUTe.

Ecnu moManiHss KOHTpOJIbHAS padoTa BHIIIOJIHEHA HE B IMOJIHOM 00bEME MM HE B COOTBETCTBUU C
TpeOOBaHUAMH, TO pabOTa BO3BPAIIAETCS CTYIEHTY Ha I0pa0d0TKy C YKa3aHUEM B PELICH3UH BBISIBICHHBIX
3aMevaHuii. BapuaHT ¢ 3aMe4aHusIMU HEOOXOIUMO TIPUIIOKHUTH K CIIPABICHHOMY BapUaHTY.

Homep BapuaHTa KOHTpOJBHOW paboOTHl OmpeAesnsercs MO JIBYM NOCIETHUM Idpam mudpa
(HOMep 3aueTKH).

[Tomy4yuB BapuaHT KOHTPOJIBHOM paboTHI, 00yJaIOLIHIiCs JOKEH:

1) U3y4uTh HACTOSAIINE METOIMYCCKUE YKA3aHHUS ISl CTYJCHTOB 3a049HOM (hOPMBI 00yUCHHS;

2) BHUMATEJIBbHO O3HAKOMHTBCS C BOIIPOCAMHU (TEOPETUUCCKIMH U MPAKTHUCCKUMHU) BapUAHTA;

3) momo0paTh COOTBETCTBYIOIIYIO YYCOHYIO JIMTEPATypy, HOPMATHBHBIC ¥ HOPMATHBHO-TIPABOBHIC
JOKYMEHTHI,

4) 03HaKOMHUTHCS C MOI00paHHOM HHOpMaIIHEil;

5) BBINIOJIHUTH 3aJaHUsl 10 TEOPETUYECKUM BONPOCAM, COCTaBHB, B 3aBUCHMOCTH OT 3aJaHHMA,
KOHCTICKT;

6) MOATOTOBUTH JOKYMEHTHI, MPEIBAPUTEIHLHO HM3YYMB THUIIOBBIE OOpaslbl MO TEME, HCHOJIb3YS
y4eOHO-MeToInYeCKUe M0coOus, U3TaHHbIE B KOJLJIEIKE,;

7) oopMuThH pabOTy B COOTBETCTBHHU C TPEOOBAHUSIMHU K 0()OPMIICHHUIO.



TpebdoBanus k 0poOpMIICHHIO KOHTPOJILHOMH PadoThI

KoHTposbHast paboTa BBINOJHAETCS HAa OJTHOM CTOpPOHE Oeyiol HeIMHOBaHHOW Oymaru ¢gopmara A4
MEYaTHBIM CIIOCOOOM Ha IMeYaTarIIuX yCTpoHCcTBaxX BhIBoAa DBM (kommbroTepHas pacredaTtka). OTBer
Ha TEOPETUYECKU BOMPOC CIeAyeT HAYMHATh C HOBOTO JIUCTA.

TekcT KOHTPOJBHOW pabOThI CIEIYET BBINOJNHSITH, COOMIOAasl pa3Mepbl mosiei: neBoe — 20 mwm,
npaBoe — 10 mm, BepxHee — 20 MM, HIbkHee — 20 MM, a03amHbIA OTCTYI — 10 MM.

Tekcr BwmonHsieTcss uepe3 1,5 wHTepBana, ocHoBHOW mpudt Times New Roman,
NpEeANoYTUTEIbHBIN pasmep mpudrta 12-14, 1Ber — depHbId. Pa3pemraercs HUCIONb30BaHHE
KOMITBIOTEPHBIX BO3MOKHOCTEH aKIICHTUPOBAHUS BHUMAHHS Ha ONPEICICHHBIX TEPMHUHAX, (opMyrax,
MpUMEHsIS PUQPTH pa3HOU rapHUTYphl. CTpaHUIIBI TOJKHBI OBITH TPOHYMEPOBAHHBI.

KonrtponbHas paboTa BKIIOUaeT B ce0s CIEeTYIONUE pa3aebl:

—  TUTYJBHBIH JHUCT,

— coJiep’KaHue,

— OCHOBHAsl 4acThb,

- CIIMCOK HCII0JIb30BAHHOM JINTEPATYPHI.

TUTYNBHBIA JTUCT SBJSETCS TEPBOM cTpaHuiield padboTel. [Ipumep odopmileHUs TUTYIBLHOTO JIHCTA
MIPUBOJIUTCS B MPUTIOKEHUH A.

CopnepxaHue JOKHO OTpakaTh BCE MaTepHallbl, IOMEUIEHHbIE B KOHTPOJbHYIO pabory. CioBo
«Copepxkanue» 3aluChIBAlOT B BHUJAE 3arojloBKa C MPOMHCHONM OYyKBbI CHMMETPHUYHO TeEKCTy. B
COJIep’KaHUE BKIIIOYAIOT HAaMMEHOBAHME BCEX pa3J/ieloB (OHU COOTBETCTBYIOT HAUMEHOBAHUIO 33JaHUM)
[Tpumep odopmiteHus conepkanus IPUBOIUTCS B MpuiioxkeHnu b.

CopnepxaHue OCHOBHOM 4YacTh paboOThl JOHKHO COOTBETCTBOBATh 3aJaHUI0 B COOTBETCTBUU C
BapHUAHTOM METOJMYECKHX yKa3zaHui. PacueTsl JOKHBI OBITH MPOBEACHBI MO ASHCTBYIOUIMM METOAMKAM.

B kon1e paboTel MPUBOIUTCS CIIUCOK JITepaTyphbl. CIUCOK MCIOIB30BAHHOW JIUTEPATYPHI JTOJDKCH
coJiep’KaTh CBeJIEHUS 000 BCEX MCTOYHHUKAX, MCIONb30BAHHBIX IMPH BBHIMOJIHEHWU PAOOTHL. 3aroioBOK
«CIHCOK HCIOJIb30BAaHHON JIUTEPATyphl» 3aNMUCHIBAIOT CHUMMETPUYHO TEKCTYy C TIPOMHUCHOW OYKBEI.
HcTounuku HyMepyroT apaOCKUMU HUPpaMu B MOPAIKE UX YIIOMHHAHUS B KOHTPOJIBHOU padoTe 1ubo B
an(aBUTHOM MOPSTIKE.

Jlanee npeacTaBieHbl IPUMEPHI BBITIOJHEHUS TUIIOBBIX 33JaHUI.



4 BApuaHTbI KOHTPOJILHOW PabOTHI

1 BapuaHnr

TeopeTI/lqecm/Ie BOIIPOCHI

=

[onstue A0V, nokyment. ®yHKUUU JOKYMEHTA.

2. Bunel noxymenToB. OpraHHM3allMOHHBIC OKYMEHTHI. V310XHTE€ OCOOCHHOCTH O(GOPMIICHHS OpPTraHM3alMOHHBIX
JIOKYMEHTOB Ha MIPUMEPE NOKHOCTHOW HHCTPYKLIUU.

3. Tpeboranus x ohopMIICHUIO peKBU3NTOB «HanMeHOBaHNE OpraHU3aIUI, «1aTa JOKYMEHTay, «ITOIUCHY

IpakTnyeckue 3agaHus

3aganue Ne 1:

1.1 Hcnonws3ya cnpaeouno—npaeogyio cucmemy Koncynomaum nntoc ( unu Iapanm) mnavinure ITOJIOXKEHUE o
Oyxrantepuu OI0IKETHON OpraHU3aliy U OTIpeIeIInTe-

1) Haznauenue cTpyKTypsl (Oyxranrepus)

2) OcHOBHbIE 3371241 U (QYHKLIUH

3) c xeM B3auMoOJIeHCTByeT

Pesynbrar MOXHO 0QOPMUTH B BUE TAOJIHIIBL.

1.2. Hedocmaitowue pexeuzumut npuoymaiime camocmosmenvno. Ogopmumo 6 coomeemcmeuu ¢ 'OCTom P 7.0.97-
2016.npuxa3z no ocnosHoli deamenbHOCMU, UCRONBL3YA ClledyIoujIe UCXOOHbIE OanHble:

[MPUKA3 or mectroro pnexabps 2000 roma 3a Ne 87. O BBemeHmm MHCTpYKIMH IO AETOMPOM3BOACTBY. B mmemsix
COBEpIICHCTBOBAHM padoTel ¢ mokymeHtamu Ha npeanpuituu [IPUKA3BIBAIO: 1. yrBepauts u BBeCTH B AeHCTBHE C 1
sBapa 2001 r. MHCTpyKIMIO MO BENECHUIO ACIONPOM3BOACTBA. 2. CTPYKTYpHBIM IMOAPA3JECICHUSIM M BCEM COTPYIHUKaM B
paborte co cay’>kKeOHBIMHU TOKYMEHTaMHU PyKOBOICTBOBATHCS YTBEPXKICHHONW HACTOSIINM NPHKAa30M MHCTpyKIMeH 1Mo BeACHHIO
nenmorpon3BoacTBa. 3. Cmyx0e NOKyMEHTalMOHHOTO o0ecrieueHus ympaBieHus no 1 smHBaps 2001 1. mpemocTaBUTH
PYKOBOIUTENSAM  CTPYKTYPHBIX  MOApa3sfelCHUN  pacTUpPaKUPOBaHHBIM  dSk3eMIUiip MHCTpykuMH 1O  BeACHUIO
JIeNIOTIPOM3BOICTBA Ha MpennpusTud. 4. KoHTponb 3a BBINOJIHEHHEM IPHKa3a BO3JIOKHTH HAa 3aMECTUTENSI T'€HEpaJbHOTO
nupektopa. I'enepansuelii aupextop B.I1. KynpusHos.

1.3. Heoocmarouwgue pexeusumol npudymaiime camocmosnmenvro. Ogpopmume 6 coomeemcmeuu ¢ F'OCTom P 7.0.97-2016.
CyscebHoe NUCOMO HA OJIAGHKE RUCLMA Y2TIO6bIM PACNON0NCEHUEM PEKGUIUMOE OJIAHKA, UCNONb3YA cledyioujue OaHHble:
Hupextopy 3aBoga IIporpecc O.A. PoanonoBy yi. Ctpourenei, 4, r. Mertuimm MockoBckoi 0611., 114486, Jlata, Ne 12-145
Ha Ne 204-6 ot 00.00.0000. O nmpuMeHEeHUM CaHKUMK 3a HapylleHUe YCJIOBMH JoroBopa. HamoMuHaem, 4TO cOrjacHO
noroopy Ne 123 ot 00.00.0000 Bamre mpenmpusithe NODKHO OBIIO 3aKOHYHATH MOHTaxx obOopymoBanus k 00.00.0000.
mpejyIaraeM 3aBepIINTh MPeayCMOTpeHHBIE aoroBopoM padotsl 10 00.00,0000. B mpotuBHOM cirydae OyneM BBIHYKICHBI
NPUMEHUTh CAaHKLMU 3a HapylLleHHe yclioBUH noroBopa. Ilpunoxenue: norosop Ha 2 i. upekrop 3aBoga A.Il.CaBenbes.
I'naBubiil unxenep [1.M.Crenanos. [1aBnosa 123 65 47.

1.4.Haiimu ynuguuuposannyto ¢hopmy npukaza O pPacTOp)KEHHHM TPYJOBOI'O JOTOBOpa € PAaOOTHHUKOM M OQGOPMHUTH
yBoibpHeHue KoBans B.H. Oyxranrepa - kaccupa, B CBSI3M € COKpalleHHeM mirtata. Hemocraromme peKBU3HUTHI MPUAyManTe
CaMOCTOSATEIBHO.



2 BapMaHT
Teopernueckue BONPOCHI

1. HopmatuBHBIC JOKYMEHTBL, KOTOPBIE PErIaMEHTUPYIOT COCTaBICHUE M 0(OPMIICHHE TOKYMEHTOB.

2. TOCT P 7.097-2016 «Cucrema cranmapToB 1O wuH(pOpMAIHK, OWONMOTEIHOMY U H3AATEIBCKOMY JAETy.
OpraHu3alMoHHO-pacopAUTeNIbHas JOKyMeHTalus. TpeboBaHus k opopmieHHuo qokymeHToB» (B3ameH ['OCT P
6.30-2003).

3.  Bunsl nokymenTtoB. PaciopsgurenbHbie JOKYMEHTHI. V310%HuTe 0COOCHHOCTH 0O(OPMIICHUS PACTIOPSTUTEIBHBIX
JIOKYMEHTOB Ha MpUMeEpe MpHUKa3a 0 OCHOBHOM eATeIbHOCTH.
4. TpebOoanus k odopMiIeHUIO pPEeKBU3UTOB «['pU( YyTBEpKICHUS HTOKYMEHTOB», «TEKCT akTa», « OTMETKa 00
HCHOJIHUTEIIC)
IIpakTnyeckue 3agaHus

3aganue Ne 2:
2.1. Onpedenume nynKkmul 00131cHOCIMHOU UHCMPYKYUU OyXTanTepa B KOTOPBIX YKa3aHbl KBATH()HUKAIMOHHBIE TPEOOBAHHS K
CIIETIHAINCTY U C 9YeM JOJDKEH OBITh 03HAKOMJICH crienranucT. OTBET MOKHO 0pOpMHUTH B Tabi. hopme.

2.2. Heoocmarowue pexeusumel npudymaiime camocmosmenvno. Ogopmumo 6 coomeemcmeuu ¢ 'OCTom P 7.0.97-
2016.npuxa3z no ocnosHoii deamenbHoCmu, UCNOIL3YA Clle0yIOWUE UCXOOHbIE OaHHble:

JMpeKTop peMOHTHO-3KCILTyaTallHOHHOTO MYHHUIMIAIbHOTO yrpaBieHus Ne 15 3otos U. T. 5 okTa0ps Tekymiero roga m3nat
MPHUKa3 O MOATOTOBKE K YOOpKe TeppUTOpHI B 3MMHHUHA IEepHO] TeKymlero roxa. ['nmaBHeii mmxenep Hukxomaes b. B. x 15
OKTAOpS JTOJDKEH MPOBECTH 3aKpeIUICHHEe yOMpaeMbIX TEPPUTOPHH 32 TEXHUKAMH-CMOTPUTEISAMU U IBOPHHUKAM M, COCTaBHUTh
rpaduK IByXCMEHHOH pabOTHI MO yOOpKE TPOTYapOB M BOPOBBIX TEPPUTOPHH, pa3paboTaTh M COTIACOBATH B IpEeQeKType
OKpyra IIaH yOOpKH TEPPUTOPHH C NMPHUBJICYEHUEM JIFOJIEH M TEXHUKH BEIOMCTBEHHBIX MPEANPHUATHH, PACIIONOKEHHBIX Ha
TEPPUTOPUHU OKPYTa.

IIpuxa3 u3naH Ha ocHOBaHMU IocTaHOBJIeHUA [IpaBurenscTBa MockBel OT 8 ceHTs0ps Tekymiero roga Ne 908 «O roroBHOCTH
CIIy’k0 TOpOJICKOTO X034HCTBa K YOOpKe TeppUTOpHHA I'. MOCKBEI B 3UMHUH NEPHOA.

2.3. Heoocmatowgue pexeuzumot npuoymaiime camocmosmenvno. Ogpopmume ¢ coomseemcmeuu ¢ FOCTom P 7.0.97-2016.
cyscedHoe RUCbMO HA OJIAHKE RUCLMA Y2TI06bIM PACHON0IICEHUEM PEKEU3UMOE DJIAHKA, UCNONb3YA Cedyioujue OaHHble:
MusnncrepctBo purancoB PO, r-uy K.C. HoBukony yn. Kyitosmmesa 18, Mocksa, 103907, Jata. Ne 1-79 na Ne 111-2/148 ot
00.00.0000. O mpHOOPETEHUN TYPUCTUICCKHUX ITyTEBOK. MOCKOBCKHI COBET IO TypU3MY IPOBOAHT MACCOBBIC MOE3IKU II0
pasnmuHbIM paiioHaMm Poccun cormacHo paspaboraHHeiM Mapmpytam. CooOmaem Bam, 4To B Hacrosmiee BpeMs HMEIOTCS
TYpPUCTHYECKNE ITyTEBKH Ha HIOJL-OKTSAOPE. B CTOMMOCTH ITyTEBOK BXOIMT: Mpoe3] B 00a KOHIA, MUTaHWE U SKCKYPCHOHHOE
obcyxuBanue. J{ns opopmiieHHS 3aSBOK HA ITYTEBKH 0OpamaThCs B MOCKOBCKHI COBET IO TypusMy mmo azapecy: 103804,
Mocksa, Mscuunkasi, 13. Ilpunoxxenue: muan mapmpyTtoB Ha 2003 . [Ipencemarens Mockosckoro coera A.M. Edppemos.
3aBenyronuii MapuIpyTHeIM otaesoM B.A. Apudynona.

2.4. Omkpoime cnpasouno-npaeogyio cucmemy Koncynomanm ILlnioc, uctions3ysi BeICTpeId MOMCK, Haigutre (Gopmy
MpHKa3a o mprUeMe COTpyAHuKa Ha padoty (T-1).

CocraBbTe mpuka3z o mpueme Ha padboty ¢dopmer NeT-1 Mopo3oa Urops IletpoBrua 3KOHOMHCTOM B OTACH Tpyaa U
3apabotHoii maatel OAO «YensOropras» MOCTOSHHO C UCIIBLITATEIbHBIM CPOKOM | MecsIl ¢ 18 uncia Tekymiero Mecsia.



3 papuanT
Teopernueckue BONPOCHI

1. HopmaruBHBIE JOKYMEHTHI, KOTOPHIE PEITAMEHTHPYIOT OPraHU3annIo pabOThI C JOKYMEHTaMH.
(T"'ocymapcTBeHHas ccTeMa JOKYMEHTALIMOHHOTO 00ECTICUeHHS YIPABICHNS; HHCTPYKIHS 10 AETONPOU3BOACTRY)

2. Buppl noxkymeHToB. OpraHu3allMOHHBIE JOKYMEHTHI. M31moxwuTe 0COOEHHOCTH O(OPMIICHHS OpraHW3allMOHHBIX
JIOKyMEHTOB Ha IPUMEpPE MOJI0KEHUS O OyXTalTepHH.

3. TpeboBanue kK 0(OpMIICHUIO PEeKBU3NTOB «CIpaBOYHBIE JaHHBIE 00 OpraHU3alny, «AJpecary, « IOAMHICH

HpaKTI/I‘IeCKl/Ie 3aJaHust

3ananne Ne 3.

3.1. Hcnouan3ys cnpaBouHo-npaBoBylo cucremy Koncyasrant numioc ( mum Tapant) naiigute [TOJIOXKEHUE o
Oyxranrepuu OIOPKETHOM OpraHn3aliy U ONpeaeInTe-

1) Haznauenue cTpyKTypsl (Oyxranrepus)

2) OcHOBHbIE 337241 U (QYHKLIUH

3) c xem B3aumoneiicTByer

Pesynbrat MOKHO 0OPMHUTE B BUJIE TAOIHUIIBL.

3.2. Heoocmarowjue pexeusumsl npuoymaiime camocmoamenvno. Ogopmums 6 coomeemcmeuu ¢ I'OCTom P 7.0.97-
2016.npuxa3z no ocHosHoli deamenbHOCMU, UCRONBL3YA CledYIoujle UCXOOHbIE OanHble:

B ¢dopme mpukasa HeoOXoAMMO BBECTHM HMHAEKCHI NPEANPUSATHH M OpraHU3anuii OObETUHEHHS, B LENAX YIOPSAOUCHHS
OpTraHW3aIlMi yIpaBlicHHS B OOBCAWHCHHWM W B COOTBETCTBHU C yKkazaHueM Munuctpos P® ot 00.00.00. Ne 423.
[MPUKA3BIBAIO: O6bsenunernto npucBonuTh naAeke — 51. [Ipu nmepenmcke B cootBercTBuH ¢ CTII 39.00.25 «Opranuzamus
JICTIONIPON3BOJICTBA B 00beanHeHNN «CTPOHTEXHUKAy, a TakkKe M yueTa W PerucTpauuy pa3padaTbIBa€MbIX CTaHIAPTOB
NPEANPUSATHS IPUCBOUTH IPEANPUATHAM cienytomue uaaekcsl: 50 — 01 — SIpocnaBckoMy peMOHTHO-MEXaHUUECKOMY 3aBOJY;
51 — 02 — Bnamumepckomy CKB; 51 — 03 — HoBouebakcapckomy 3aBoay «Pemcrpoiinopmaniy. KoHTpoiss 3a ucnonHeHneM
npuKasza Bo3naraercsi Ha kanuensiputo (1. Koponery B. A.). I'enepanbubiii qupexkrop A.Il. MBanos. B neno 1 — 3 — 6. C. C.
Iletpos.

3.3. Heoocmatowgue pexeuzumuot npuoymaiime camocmosmenvno. Ogpopmume ¢ coomsemcmeuu ¢ FOCTom P 7.0.97-2016.
ciyxcedbnoe RUCbMO Ha OJIAHKE RUCLMA Y2TIOGLIM PACHON0NCEHUEM PEKGUIUMO08 OJIANKA, UCHONb3YA Cledyloujue OaHHble:
HanpasieHHoe ['enepanbHOoMy nupektopy OOO «XOJIOJ» CemenoBy II.A.oT I'eHepanbHOro mupekropa CremanoBa A.B.
3akpeitoro akunonepHoro obmectsa «CATYPH» ropuamaeckuii agpec: 190000, Cankr-IlerepOypr, 3eneHsrii niep., 1.79. Tem.
(812) 100-0000,paxc (812) 100-0000,e-mail: secretar@aaa.ru. OKIIO 00000000. OI'PH 0000000000000. MHH/KIIII
0000000000/000000000.

Mexny OOO «CATYPH» u OOO «XOJIOA» 3akmouen poroBop Ne 076 or 24.06.2013 Ha oka3zaHue yciayr Mo
COTIPOBOXKJEHUIO XOJIOAWIBLHOTO oOopynoBanus (manee - Jlorosop). Bo ucnonnenue m. 7.1. oroBopa yBegomisiem Bac o
TOTOBHOCTH K cJlaue oKa3aHHBIX yciyr B I kBaptane 2014 rona u HampaBiseM OTYETHBIE JOKYMEHTHI COorsIacHO [IpumokeHnto
Neo 4 x [ToroBopy.

IIpunoxenus:

1. Cuétr Ne 32 01 31.03.2014 Ha 1 1. B 1 9K3.;

2. Cuér-gakrtypa Ne 15 01 31.03.2014 5a 1 1. B 1 3K3,;

3. AKT cgauu-npuéMkH okazaHHbIX ycuyr Ne 3 ot 31.03.2014 Ha 1 1. B 2 3K3.;

4. TIlepevueHb OTUETHON JOKYMEHTALUH Ha 2 J1. B 1 3K3.

3.4. Omkpoiime cnpasouno-npasogyto cucmemy Koncynomanm Ilnroc, nctionssyst BeicTpriit mouck, Haiiaure popmy MHB-
22 ¥ MCTOJIb3Ys CBOM JIaHHBIE TIOATOTOBBTE NPHKA3 O MPOBEICHUN HHBEHTAPHU3AIHH.



4 BapuaHT
Teopernueckue BONPOCHI

1. HopmaTuBHBIE IOKYMEHTBHI, KOTOpHIC PEIJIAMCHTHPYIOT OPraHH3alMI0 XPaHEHHs ITOKYMEHTOB B OpTaHH3alUH.
(«OcuoBubIe [paBmina paboTsl apxuBoB opranmsaiuiin-2002; IlpaBwia opraHu3alMi XpaHEHUs, KOMILUICKTOBAHHS,
yueTa M UCII0JIb30BaHMs JOKYMEHTOB ApxuBHOTo GoHna Poccuiickoit denepanuu n Ipyrux apXMBHbBIX JTOKYMEHTOB B
OpraHax roCyJapCTBEHHOW BIIACTH, OpraHax MECTHOTO caMOyIpaBieHHs M opraHmzauusx — Ilpasmma 2015.;
[TlepeyHeM THUIOBBIX YNPaBICHYECKUX apXUBHBIX JOKYMEHTOB, 0OpasymouIuxcs B THpolecce AesTelbHOCTH
TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJICHHS U OpTaHU3alMi, C YKa3aHHEM CPOKOB UX XPaHEHUS
—2010r.)

2. Bunel noxymenrtoB. CrnpaBo4HO-MH(OPMALMOHHBIE JOKYMEHTHI. M3noxuTte ocobernnoct odopmiierus CrpaBodHO-
MH(POPMaLMOHHBIE TOKYMEHTOB Ha IIPHUMepe aKkTa U IPOTOKOJIa

3. TpeboBanus k 0QOPMIICHHIO PEKBH3HTOB «PerucTpanoHHBIN HOMep», «TeKCT CIy)keOHOTO NMUCBEMay», «OTMETKa O
NPHIIOKCHUM

IIpakTnuyeckue 3a1aHusA

3aganmne 4:
4.1. Onpeoenume nyHKmbl 00J1HCHOCHHOU UHCMPYKYuu OyXTanTepa B KOTOPHIX YKa3aHbl KBATHU(UKAIMOHHBIE
TpeOOBaHUS K CIIEHHUATNCTY M C YeM JOJDKEH OBITh O3HAKOMJIeH crienuaiucT. OTBeT MOKHO OpOPMHTH B TalIl.

dhopme.

4.2. Heoocmarugue pexkeuzumsl npuoymaiime camocmoamenwvro. Ogopmums ¢ coomeemcmeuu ¢ 'OCTom P
7.0.97-2016.npuxa3z no ocHo6HOIl OessmenbHOCHU, UCHONb3YS CLEOYIOUUE UCXO0HbIE OAHHbLE:

Ha ocnosanuu nocranosnenus [IpasurenscrBa Mocksbl ot 08.02.2015 Ne 27-I1I1 u B cBsI3U ¢ MPOU3BOACTBEHHOM
HeoOxoamMocThio, ['ocymapcrBenHoe YHutapHoe npeanpusatue «COFO3BOJJOITPOEKT» B nuie reHepambHOTO
nupektopa JluteunoBa ['.K. B mapte 2015 roga nzgan npuka3z o co3qannu pabouei rpymnisl o TpoeKTy «PoaHuk»,
rze npukaseiBaeT 1. YTBepauts coctaB O0beIMHEHHON pabodeli TpyIbl 0 TPOEKTY «PoMHIUKY MO KOOpAWHALINHY,
pa3paboTKe W BHEOPEHHUI0 HOBOW TEXHOJNOTHYECKOW CHCTEMbl OYHCTKH BOJOMPOBOIHOW BOABI. 2.Ha3HAYUTH
npencenarenem OObenuHEHHOW pabodell Tpynmbsl TEpBOTO 3aMecTuTens aupekTopa «COrO3BOIOTPOCKT
AM.bormana. 3.IlpeacraBute Ha paccMoTpeHue [IpaBurenbcTBa MOCKBBI  IUIaH — pa3paboTKH |
AKCIIEPUMEHTAIBHBIX HUCTBITaHUNA TeX.cuctembl «Pomank» mo 01.-04.2015 (ortB.-A.M.borman). 4.I'n.urxeHepy
BunokypoBy C.P. opranuzoBaTh KOHTpOJIb 3a HcNIOJIHEHUEM Nprkasa. IOpuctkoncynst A.M.1Inax ygactBoBas BO
BHYTPEHHEM COTJIAaCOBAHWH MPUKa3a.

4.3 Heoocmarowue pexeuzumul npuoymaiime camocmosmenvno. Ogpopmume ¢ coomeemcmeuu ¢ 'OCTom P
7.0.97-2016. caysyceoHoe nucemo Ha OrAHKEe RUCLMA Y2/108bIM PACHOJIOHCEHUEM DPEKGU3UMO8 ONAHKA,
UCHONL3YA Cledyloujue OaHHble:

I'enepansromy aupexropy OOO «DJIEKTPOCUIIA» WBanory W.I1.ot I'enepanbhoro nupextopa [Jonrosa S1.B..
3akpeiToro aknuoHepHoro obmectBa «CATYPH» ropuanueckuit agpec: 190000, Canxt-IlerepOypr, 3eneHslit
mep., n.79. Tem. (812) 100-0000,paxc (812) 100-0000,e-mail: secretar@aaa.ru. OKIIO 00000000. OI'PH
0000000000000. THH/KTIIT 0000000000/000000000.

Haie npeanpusitue 3aMHTEPECOBaHO B HOKYIKE 3JEKTPOTEXHUUECKON MPOAYKIMHU Baliero mpoussoactaa. [Ipomry
Bac npepocraBuTh HaM noApoOHYIO MH(OPMAIMIO O MPOM3BOAMMBIX BaMu ToBapax, B mepByI0 ouepelpb, Mpaic-
muct M o0Opa3umpl MaTtepuaioB. I[loMHMO 3TOro, Hac UHTEpecyeT 3aKylnoyHas CTOMMOCTb MPOJIYKIIHH,
nproOpeTaeMoil OIITOM U B PO3HUILY, a TAKKE MPUOITH3UTENLHBIE CPOKH U3TOTOBJICHHS CPEHEN TapTHH TOBapa.
Bce cBenenus (katanoru, mpaic-THMCTBI, CCBUIKM Ha CalThl HMapTHEPOB, a Takke HH(GOpMALUIo 00 yCIOBHUSX
B3aMMOJEHCTBUS) MPOILIY HANpaBsATh Ha 3JIEKTPOHHBIA agpec ....... (@mail.ru. Ecnmu BO3HMKHYT BOIpOCHI, Bl
CMOJKeTe CBs3aThes ¢ Hamu 1o Ten. 1-111-111-11-11.

4.4, Omkpoiime cnpasouno-npaeogyio cucmemy Koncynemanm Ilntoc, vcnonn3ys BeIcTpblil mouck, HaiinnuTe
dhopmy MHB-15 u ucrionb3ys cBOM JaHHBIE MOATOTOBLTE aKT HMHBEHTAPU3AIUN HAJTMYHBIX JCHEKHBIX CPEJICTB.



5 BAPHAHT

TeopeTquCRne BOIIPOCHI
1. VYuudukanus u craHgapTu3alys ynpaBIeHUYSCKHX JOKYMEHTOB. YHH(UIMPOBaHHBIE (GOPMBI JOKYMEHTOB. (00JacTh
MPUMEHEHU)
2. Bunel noxymenrtoB. CripaBo4HO-HH(OPMALOHHBIE TOKYMEHTHI. M3n0xuTe ocobenHoctd odopmienus CrnpaBodHO-
nH(OpMalMOHHbIE JTOKYMEHTOB Ha IIpuMepe (Ciry>keOHasi, TOKJIa Hast 1 00bICHUTENIbHAS 3TIHCKH)
3. TpebGoanue K 0pOpMIEHHIO PEKBU3NTOB «TEKCT MpUKaszay, «IOIHCEY, «BH3a »

IMpakTnyeckune 3a1aHusA

3ananue 5:

51. Hcnonw3ysa cnpagouno—npasosyio cucmemy Koncynomanm natoc (unu I'apanm) navinure [I0JIOXKEHUE o
Oyxrantepuu OIOPKETHOW OPTaHM3alNN U OTpeeNTnTe-

1) Haznadyenue cTpykTyphl (OyXranTepus)

2) OcHOBHBIE 33291 B PYHKIIUH

3) c kem B3aumogeiictByeT

Pesynbrar MOKHO O(OPMUTH B BUJIE TAOJIHIIBI.

5.2.Heoocmarowgue pexeuzumut npuoymaiime camocmosmensvno. Ogopmums 6 coomeemcmeuu ¢ 'OCTom P
7.0.97-2016.npuka3z no ochoenoii deamenbHoCmu, UCHONABL3YA ClleOyIoujlie UCXOOHbIE OAHHbLe:

B mensx nanpHeWmero COBEpIICHCTBOBAaHHMSA CHUCTEMbl IUIAHOBBIX W OTYETHBIX IIOKa3aTeNedl IesTeNbHOCTH
OCHOBHBIX CTPOUTEJIBHBIX YYaCTKOB 3aBOJIa , U COBEPIIICHCTBOBAHHS MTOKa3aTenell paboThl CTPOUTENBHBIX YUYaCTKOB
, mupektop 3asoga B.C.YBapoB mpmukaseiBaeT -1.opranm3zoBaTh paszpaborky m k 00.00.0000. mpemctaBuTh Ha
YTBEP)KICHHE HOBbIE (OPMBI IJIAHOB W OTYETOB O XO3PACUCTHOM MAEATENbHOCTH YYacTKOB 3aBOJA,
MpeaycMaTpUBaloOlIfe HOBBIE MMOKa3arenu: o0beM peanu3anuu ( cIadd) ydacTKaMHd TOTOBOW MPOAYKIUU H
oy (haOpUKaToOB BO BHYTPU3aBOJCKHX ( ONTOBBIX) IIEHAX; CyMMBI IPHOBUIH; 00BEM MPOU3BOJICTBA MPOAYKIIUHN HA
pyOJb OCHOBHBIX M OOOPOTHBIX (DOHAOB M CyMMBI IIIaThl 3a mpou3BoAcTBeHHBIE (oHIBI ( oTB. b.M.IlerpoB).
2.rnapHomy Oyxrantepy 3aBoaa B.C.Kocenko k 00.00.0000. pa3paboTath yka3aHHe O MOPSIKE yueTa Pe3ybTaToB
paboThl y4acTKOB B COOTBETCTBHU C HOBOW CHCTEMOH TUIAHUPOBAHUS, IPEAYCMOTPEB « MOMYYCHUE YYACTKAMHU OT
MAIIMHOCYETHON CTaHLMHU EXEIHEBHBIX M MECSYHBIX CBOAOK [0 peaTM3aldd NPOAYKUHH W IO HPUOBUIIM.
3.KOHTPOJIb 32 HCIOJHEHHEM NpuKa3a BO3JIOXKUTH Ha 3am.gupektopa B.Il.IlaBmoBa. IlpoBectn BHyTpeHHee
corylacoBaHne (PMHAHCUCTOM 3aBOJIA.

5.3.Heoocmartowue pexeuzumut npuoymaiime camocmosmenvno. Ogopmume ¢ coomeemcmeuu ¢ 'OCTom P
7.0.97-2016. caysyceoHoe nucemo Ha O1AHKE RUCLMA Y2/108bIM PACHOJIOHCEHUEM DPEKGU3UMO8 ONIAHKA,
UCHONIb3YA Clledyroujue OanHble: .

I'enepansromy aupextopy OOO «DJIEKTPOCUIIA» NBanory W.I1.ot I'enepansHoro aupexrtopa [Jonrosa 1.B..
3akpeiToro akuuoHepHoro obmectBa «CATYPH» ropunmueckuit agpec: 190000, Cankt-IlerepOypr, 3eneHslit
mep., n.79. Tem. (812) 100-0000,paxc (812) 100-0000,e-mail: secretar@aaa.ru. OKIIO 00000000. OI'PH
0000000000000. THH/KTIIIT 0000000000/000000000.

OO0 ncnomHEHNH 0053aTEIHCTB

Nudopmupyro Bac, uro 10.09.2014 wucrekaer Cpok BBINOMHEHHS 00s3aTensCTB 1O JloroBopy mojpsima ot
30.08.2014 Ne 015 (manee — JloroBop).

B pamkax ucnonnenus Jlorosopa, npoury Bac:

- COOOIIUTH CTaTyC BBIMOJIHEHUs padoT mo J[oroBopy ¢ yka3aHHEeM IUIaHHPYEMBIX CPOKOB 3aBEpLICHHUS padoOT —
cpok 20.08.2014;

- IPEIOCTABUTD BCIO HEOOXOAMMYIO OTYETHYIO TOKyMEHTAIio — cpok 22.08.2014;

[Ipunoxenue 1: IlepedeHs oTUETHON TOKyMEHTAMU — Ha 3 1. B 1 3K3

5.4. Omkpoiime cnpaeouno-npasogyto cucmemy Koucynomanm ILntoc, uictionb3ys BBICTpBINA MOWCK, HAWIUTE
¢dhopmy T-6 u rcTIONB3ys CBOM JaHHBIE MOATOTOBBTE MPHUKA3 O MPETOCTABICHUH OTITyCKa PAOOTHUKY



6 BapuaHT

TeopeaneCRne BOIIPOCHI

1. Bnank noxymeHTa (NMOHSATHE, HA3HAYEHHE, BU/bI OJIAHKOB M 0COOCHHOCTH MCTIONIb30BAHM)

2. Bunel nokymenToB. CripaBo4HO-MH(OPMALMOHHBIE JOKYMEHTHI M3noxure ocobeHHOCTH odopmieHus CrpaBoyHO-
MHGOPMaLMOHHbIe JOKYMEHTOB Ha MpUMepe (CIIy:KeOHOTO U KOMMEPUECKOTO MHChMA).

3. TpebGoaHue K 0OPMIEHHIO PEKBU3UTOB « TEKCT MPOTOKOJIAY, « MOJIHCHY, «IIEYAThH

HpaKTuqecmle 3adaHusA

3aganue 6:
6.1. Onpedenume nynkmul 0012cHOCIMHON UHCMPYKyuu Oyxraiarepa B KOTOPBIX YKa3aHbl KBAIM(pHUKAIIMOHHBIC
TpeOOBaHUS K CHEIHMAINCTY U C YeM JIOJDKEH OBITh O3HAKOMIIEH crieruanvcT. OTBeT MOXXKHO o(opMHTh B TabII.

dhopme.

6.2.Heoocmarowgue pexeuzumol npuoymaiime camocmosmensno. Ogopmums ¢ coomeemcmeuu ¢ 'OCTom P
7.0.97-2016.npuka3z no ochoenoii deamenvHoCmu, UCHONABL3YA ClleOyIOujlie UCXOOHbIE OAHHbLe:

VYhpaBieHue KamuTaldbHOrO CTpoHUTENbCcTBa B CBsi3u ¢ mepexomoMm 00.00.2015 Ha cucteMy 3IEKTPOHHOTO
nokyMmeHnToobopora (COJI) , B nuie renepanbHoro aupekropa O.B.I'opmaeer u3maer mpukas o mepexoie Ha
JIEKTPOHHBIM JOKYMEHTOOOOpOT, TAe mpukasbiBaeT — 1. Bce BHyTpeHHHE HOKYMEHTBHI HPEANPHATHS, 32
HCKJIIOUYCHUEM NPHKA30B, COCTABISITH B AJIEKTPOHHOM BuAe. Mcxomsime JOKYMEHThI COCTAaBIATh B AJIEKTPOHHOM
BUJEC TPH HAJWYUH 3JIEKTPOHHOH TOUYTHI y aapecata (OTB. — HaudanbHUK ciyx0b1 JJOY CmupnoB N.B.)
2.ACTIOJIHUTENSIM JIOKYMEHTOB TIPH OTIpaBKE HCXOJAIIMX JOKYMEHTOB COXPaHSTh 3JEKTPOHHYIO KOITHIO
JNOKYMEHTa, KOTOPYIO IepelaBaTh 10 OKOHYAHHM JIEJIONPOM3BOICTBEHHOIO roja B apXUBHYIO Ipynmy (OTB. —
HavyalpHUK Tpynnel MuponoBa E.A.). 3.BHecTu cooTBeTcTByIomMe u3MeHeHHs B Mucrpykumoo mno JIOY
npennpusitus 10 00.00.2015 (orB. — HauvanpHuk ciayx0bsl JJOY Cwmupno U.B.) IlpoBectn BHyTpeHHEe
COI'JIACOBAHHE IOPUCKOHCYIBTOM.

6.3.Hedocmarougue pexeuzumut npuoymaiime camocmosmeinvho. Ogopmume 6 coomeemcmeuu ¢ 'OCTom P
7.0.97-2016. cayiyceonoe nucemo Ha OrAHKE RUCLMA Y2108bIM DPACHOJIONCCHUEM DPEKGU3UMO8 ONIAHKA,
UCnONL3YA cedyloujue OanHble:

I'enepansrOMy mupekTopy OOO «QJIEKTPOCHIIA» WBanoBy U.I1.ot I'enepansHoro nupekropa [Jonrosa S.B..
3akpeiToro aknuoHepHoro obmiectBa «CATYPH» ropunuueckuit aapec: 190000, Cankt-IletepOypr, 3eneHbiit
nep., n.79. Ten. (812) 100-0000,paxc (812) 100-0000,e-mail: secretar@aaa.ru. OKIIO 00000000. OI'PH
0000000000000. THH/KTIIT 0000000000/000000000.

Jiia 3akmoueHus norosopa Mmexay OOO “CATYPH” u OO0 “OJIEKTPOCUJIA” mpounry HpenocTaBHTh
CJIEYIOUIMI NTepEeYEHb JOKYMEHTOB:

— yCTaB OpraHu3aluy;

— JOBEPEHHOCTb;

— cBugerenscTtBo MHH;

— cBugerenbcTBo OI'PH;

— cBugerenscTtBo MDHC;

— IpPHUKa3 Ha TeHEePaTbHOTO TUPEKTOpA.

Konun n0KyMEHTOB MpoOIy HANpPaBUTH IO 3JEKTPOHHOH IMOYTE, OPUTHHAIBI JOKYMEHTOB IPOINY HANpPaBUThH
noutoii Poccun uinm Kypeepckoil cirysx00#.

6.4. Omkpoiime cnpaeouno-npasogyto cucmemy Koucynvmanm ILntoc, uictionb3ys BBICTpBINA MTOMCK, HAWTUTE
¢dhopmy T-9 u ucrionb3ys CBOM JaHHBIE MOATOTOBBTE MPHUKA3 O HAMIPABIEHUH PaOOTHUKA B KOMAaHAUPOBKY



7/ BApMaHT

TeopeaneCRne BOIIPOCHI

1. PexBH3UTHI JOKYMEHTOB U UX IOPHIMYECKUH CTATYC.

2. KanmpoBas pmoxkyMmeHTauusi. YHU(QHUIMPOBAaHHBIE (OPMBI KaJpoBOM JOKyMeHTaluu. V3noxxure o0coOeHHOCTH
odopmiteHns KaipoBOil JOKyMEHTAIMK Ha IIPHMepe IPHKa3a 110 JMYHOMY cocTaBy ( IIpHeM Ha padory).

3. Tpeboanus k 0opMIIEHUIO PeKBU3UTOB «OTMETKA O 3aBEepeHUH Komumy», «Pesomonus», «TekeT opraHn3aloHHBIX
JIOKYMEHTOB

HpaKTuquRne 3aJlaHuA

3aganue 7:

7.1. Ucnoan3ys cnpaBouHO—MpaBoByIo cuctemy Koncyastant miaoc ( uiau Iapanr) naiinure [TIOJIOXKEHUE
0 OyxranTepuu OI0/HKETHOW OpTaHU3AINH U OTIpe/IeInTe-

1) Haznadenue cTpykTyphl (OyXranTepus)

2) OcHOBHBIE 33291 B (PYHKIUH

3) c kem B3aumogeiictByeT

Pesynprar MOXKHO OOPMUTH B BUJIE TAOIHIIBL.

7.2.Heoocmarowgue pexeuzumsl npuoymaiime camocmosmensvno. Ogopmums 6 coomeemcmeuu ¢ 'OCTom P
7.0.97-2016.npuka3z no ochoenoii deamenbHoCmU, UCHONABL3YA ClleOYIOujlie UCXOOHbIE OAHHble:

Ienepansubiii  gupektrop OAO «CTPOMMHBECT» B mmue B.A.BapeHHHKOBA H31aeT NpHKa3 B IEIAX
MOJICpHM3AIINN TTPOU3BOJICTBEHHBIX MoIHOCTelr OAQO «CTPOMMHBECT» 06 YTBEPXKJICHUU IUIaHA PEMOHTA
nexoB npowusBojacTBa Ha 2012 rox. IlpuxaseiBaer — 1.yTBepAWTH IJIaH PEMOHTA IPOU3BOACTBEHHBIX IIEXOB
npennpusitust Ha 2012 rox (mpuiokeH K Mpukasy). 2.HadanbHUKY KaHuenspuu CopoxuHoit A.H. o3HaKOMHTH ¢
HACTOSIIUM TIPUKa30M paboTHUKOB OOIEecTBa B COOTBETCTBHH C PEECTPOM PACCHIIKM B TCUCHHHU ABYX paboumx
nHel ¢ jgatel ero moamucaHus. 3. KOHTpoib 3a MCIONHEHHWEM HACTOAIIEr0 MpHKa3a BO3JO0XKHUTH Ha TJIABHOTO
unxeHepa Oenopora A.@. [IpoBecTH BHyTpEHHEE COIIACOBAHUE C HAYAIBHUKOM CTPOUTEIBHOIO yYaCTKA.

7.3. Heoocmarwue pexkeuzumeol npuoymaiime camocmoamenwvho. Ogopmume ¢ coomeemcmeuu c 'OCTom P
7.0.97-2016. cayyceonoe nucemo Ha OrAHKE RNUCLMA Y2I08bIM DPACHOJIONCCHUECM DPEKGU3UMO8 ONIAHKA,
UCnONL3YA cedyloujue OanHble:

[Ipencenarens npaBneHus: akuumoHepHoro kommepueckoro 6anka «TOPI-IIPEABAHK» (np.Bepnaackoro, 19,
Mocksa, 112123, ten.: 567-22-17, daxc: 576-22-20) Llymos C.A. obparmics k ['eHepansHoMy aupekropy HITO
«Acbect» BonbaneBy JI.M. ¢ mpocb0oii paccMOTpETh BOMPOC O TMPEAOCTaBICHUH B JuIHTeNbHYI0 apeHny AKb
«TOPI'TIPEJIBAHK» pabounx turomaneit — 180 kB.M 1oJ1 pa3MelieHrne OT/eIeHns OaHKa.

[Tucemo ObwIO cocraBieHo ucnonHuTeneM [lomnecHolt A.A. Ha TODKHOCTHOM OJlaHKe mpejcenaTerisl IpaBieHHs
0aHKa M MOJIUCAHO 24 MapTa TEKYIEro roja.

7.4. Omkpoiime cnpaeouno-npasogyto cucmemy Koncynomanm Ilnioc, ncnionssyst BeicTpelii IOMCK, HaiinuTe
¢opmy T-3 moaroToBbTE MITATHOE paCcMCAHKE HA CTPYKTYPHOE MOApa3AeiIeHUe OyXranTepus MM SKOHOMUYECKUH
OTJell.
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8 BapuaHT

TeopeaneCRne BOIIPOCHI

1. bnaHk nokymeHTa (MOHsATHE, HA3HAYCHUE, BUIIBI OJJaHKOB M OCOOCHHOCTH UCIIOJIb30BaHMS)

2. Cucrema JOTOBOPHO-IIPAaBOBOM JOKYMEHTAllMW: Ha3HaueHHE, COCTaB, coCTaBieHue M odopmiienue. M3znoxute
ocobeHHOCTH 0()OPMIICHHST IOTOBOPHO-IIPABOBOM JOKYMEHTOB Ha MPUMEpPE JOBEPEHHOCTH.

3. TpeboBanus k ohopMIICHUIO pEeKBU3UTOB «HanMeHOBaHNE OpraHU3alumny, «IaTa JOKYMEHTay, «IOAMNCH

HpaKTuquRne 3alaHuA

3aganue 8:
8.1. Onpedenume nynkmul 0013cHOCIMHON UHCMPYKyuu Oyxraiarepa B KOTOPBIX YKa3aHbl KBAIM(PHUKAIIMOHHBIC
TpeOOBaHUS K CHENHAINCTy U C YeM JIOJDKEH OBITh O3HAKOMIIEH crieruanncT. OTBeT MoKHO oopMHTh B TabII.

dhopwme.

8.2. Heoocmarowgue pexeuzumul npudymaiime camocmosmenvro. Ogopmums ¢ coomeemcmeuu ¢ F'OCTom P
7.0.97-2016.npuka3z no ochoenoii deamenvHoCmU, UCHONABL3YA ClleOyIOUjlie UCXO0HbIE OAHHbLe:

OtkpeiTOoE aKIoHepHOoe obmecTBo « MUP» B mensx peuieHus BOIPOCOB, CBA3aHHBIX C BBITYCKOM HOBBIX BHIOB
npoaykuud B 2012 rony B OAO « MUP» u3gaeT npukas o MOArOTOBKE IJIAHOB BBITYCKa HOBOW MPOAYKIIMU HA
2012 rox , rerepanbHbM gupektopoM A.K.BacuneeBbM , rne npuxaszvieaem 1. JlUpekTopy IO MapKETHHTY
[Iymckomy A.B. moAroToBUTh IJIaH BBIMYCKA HOBBIX BHUAOB Npoaykuuu Ha 2012 rox U mpeacTaBUTh Ha
YTBEP)KACHUE TEHEPaTbHOMY IMPEKTOpPY B cpok a0 15 centsOps 20111 roma. 2.mopy4yuTh pPYKOBOIUTEISIM
CTPYKTYpPHBIX TMOJpa3/eliecHHii B HENCIbHBIH CpPOK OpraHM30BaTh HW3y4YCHHWE IUIaHa BCEeMH pabOTHUKAMH
nmojpa3fieNiecHuii U 00ecIeunTh MOPAIAOK B BhIMycke mpoxykiuu. 3. Hadanpauky cexperapmara [lapkuuoit A.H.
03HAKOMHUTh AupekTopa no mapkeTudHry lllymckoro A.B. ¢ Hacrosmum npuka3oMm. 4. KOHTpOdb HCIIOTHEHUS
MpHKa3a BO3JIOXKUTh Ha 3aMECTHUTENs TeHepalbHOTO nupekropa PomamkunHa A.D. IlpoBecTn BHYyTpeHHE
COIJIaCOBaHME C HayaJbHUKOM oTaena cHaOxeHus: CemenosbiM [1.K.

8.3. Heoocmarwue pexeuzumeol npuoymaiime camocmoamenvho. Ogopmume ¢ coomeemcmeuu c 'OCTom P
7.0.97-2016. cayiyceonoe nucemo Ha OrAHKE RUCLMA Y2I08bIM DPACHOIONCCHUEM DPEKGU3UMOE ON1aHKa,
UCHONL3YA Cledyloujue OaHHble:

Ucnonnanrenem M.IO. IlosnskoBoii mo nopyueHuro HayajgbHUKa otaena Mapkerura OAO «Topronorpedcoros» (T.
Mockga, Jlecnas yi., a.18, 117123, ten./bakc. 234-56-00, OKIIO 87654321, OI'PH 1234567890098, MHH/KTIII
09876543321/123456789) B. A. Komapopa Obuto cocraBieHo mucbMo B ajupec OO0 «Jleno», TeXHHYeCKOMY
nupekTopy MsrkoBy A. M. 00 oTnpaBke JOKyMEHTalMU Cleayrouiero coaepxanus: «Hampasnsem HeoOXoauMble
Bam nokymeHTHl, conepkamye HHPOPMALMIO O IIEHE KOMIUIEKTa HayYHO-TEeXHMYECKOH JOKyMEHTAaluH Ha
XoJNoAWIbHOEe oOopymoBaHue. [Ipemaraem BbICIATh TEXHHYECKYIO ITOKYMEHTAIMIO Ha 3apyOe)KHble aHaJOTH
XOJIOAWIBHOTO 000pyAoBanus. [Ipy NPUHATHH TIOJIOKHUTEILHOTO PEIICHHs O 3aKyIKe 00opyoBaHus pocuM Bac
HalpaBUTb COOTBETCTBYIOIIEE NHCHMO pyKoBoauTento otaena cObita HaymoBy C. Il». [laHHBIM mucbMOM
COMpOBOXKIaIach crerudukays Ha 28 1. B 1 3K3.

8.4. Omkpoume cnpasouno-npasosyio cucmemy Koncynomanm ILnioc, ucnons3ys BeICTpbIil ONCK, HaiauTe
bopMy npuKasza o mpreMe coTpyaHuka Ha padory (T-1).

CocraBbTe npuka3 o npueme Ha padoty dopmer NeT-1 Mopososa Urops [letpoBruda 5K0OHOMHCTOM B OTAEN TpyAa
u 3apabotroit atel OAQO «YensOroprasy» MOCTOSHHO C UCIBITATENFHBIM CpoKoM 1 Mecsi ¢ 18 ducna texymiero
MecsLa.
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9 BapuanTt

TeopeaneCRne BOIIPOCHI

1. Cocras, odopmieHrE PEKBU3NTOB OJIaHKA.

2. HOKyMeHTOO60pOT U €ro CXCMBI. Opraﬂmauna pa6OTLI C BXOOAIIUMHU TOKYMCHTaMU
3. Tpe6OBaHI/I$[ K 0(1)0pMneHmo PCKBU3UTOB ((PeFI/ICTpaHI/IOHHHﬁ HOMCED», «Texkct CJ'Iy)K€6HOFO nucbmMa», «OTMECTKa O
MIPUITOKCHUN )
IMpakTnyeckune 3a1aHusA
3aganue 9:

9.1. Onpedenume nyHKmovl 00AHCHOCHMHOU UHCMPYKUUU OyXTanTepa B KOTOPBIX YKa3aHbI KBATU(UKAIIMOHHBIC
TpeOOBaHUS K CHCIMATUCTY U C YeM JIOJDKEH OBITh O3HAKOMIICH crieruaivcT. OTBeT MOXKHO oopMHTH B TaOJI.

dhopme.

9.2. Heoocmarwue pexeuzumul npuoymaiime camocmosnmenvho. Ogpopmums ¢ coomeemcmeuu ¢ 'OCTom P
7.0.97-2016.npuxa3z no ocHo6HoIi OessmenbHOCHU, UCHONBL3YS CLEOYIOUUE UCXO0HbIE OAHHbLE:

3akpeiToe Akioneproe O6mectBo « YPAJl» , B nuie reHepaibHoro aupekropa A.I. CMoiisikoBa B IENsIX
COBEPILLUCHCTBOBAHUSI OpraHu3alMyd paboThl MO WHPOPMAMOHHOMY OOCIYXXHBAHHUIO IIOJIb30BAaTElNed M BO
W3MEHEHUH TOPSIKa yCTaHOBIEHHOTO IMPHKA30M TeHepallbHOro mupekropa ot 15 mapra 2014 r. Ne 11 «O0
YTBEP)KACHUU periiaMeHTa paloThl TPYNNbl OOCTYXHBAHUS KIUCHTOB»HM3/JAaeT TMpPUKa3 00 YTBEPkKACHUH
periaMeHTa MOArOTOBKM K MH(OPMALMOHHOMY OOCITY>KMBaHMIO IIOJIb30BAaTENEH, NMpHKa3biBaeT 1. YTBEpAUTh U
BBECTH B JI€HiCTBHE DEIrJIaMEHT HOATOTOBKH K MH(YOPMALIOHHOMY OOCIIY>KMBaHMIO II0JIb30BaTeNel (periaMeHT
npuiaraercs). 2.mpusHath yrparuBmuil cuny ¢ 28 uronst 20015 r. Ilpuka3 reHepanbHOro nupexkrtopa ot 15 mapra
2014 r. No 11«00 yTBepKOeHHMM periameHTa paboThl TPYMIbI OOCTY)KWBAaHHS KIHUEHTOB». 3.KOHTPOJb 32
WCIIOJIHEHHEM IPUKa3a BO3JOXKHTh Ha 3aMECTUTENs] TeHepaabHOro aupextopa SpocnaBueBa [.JM. mpoBectn
COTJIACOBaHKE C PYKOBOJUTENEM HH()OPMAIIMOHHOTO OTAETA.

9.3. Heoocmarowue pexeuzumeol npudymaiime camocmosmenvro. Ogopmume ¢ coomeemcmeuu ¢ 'OCTom P
7.0.97-2016. cayyceoHoe nucemo Ha O1AHKE RUCLMA Y2/108bIM PACHOJIOHCCHUEM DPEKGU3UMO8 ONAHKA,
UCnONL3YA cledyloujue OanHble:

Hupextop 3AO «Antypuym» (Mocksa, L{BeTHo#t OynbBap, 1. 3, 105123, Ten./dakc 432-90-78, OKIIO 12345678,
OI'PH 1234567890123, pacu. cuet 12345678901234567890 B ®BK «I'YTA-6ank», KOopp. c4er
987654321098765444321, BUK 123456789) CmupHOB A. P. obpatuics k I'maBHOMY pepakTopy XypHaia «Jlemno»
B.N.IToneBomy ¢ npocb00ii pazMecTuTh pexsiaMmy npoaykuuud 3A0 «AHTypruyM » B O4epeTHOM HOMEpE XKypHaja.
O6BeM pekiaMHOro Marepuana — % monockl. Omiiata myONMKanuu rapantupoBaiack. [[MCEMO o pa3MenieHuH
peknambl OblIO cocTaBieHo ucnonHuteneM Ilucapesoit JI. U., moamucano aupexkropom A.P.CMUpHOBBIM H
TJIaBHBIM OyXTanTepoM AHTOHOBOHU B.A.

9.4. Haiimu ynuguuuposanuyo ¢popmy nupukaza 0 PaCTOPKEHHH TPYJIOBOIO JOTOBOpa C PAOOTHHUKOM H
opopmuth yBonbHeHue KysmumueBy E.Il.crapmiero Oyxrantepa , B CBfA3M C TEpee3OM B JPYroil TOPO/L..
Henocrarorye peKBU3UTHI TOTIOJHUTE CAMOCTOSITENBHO.

12



10 BapuanT

TeopeaneCRne BOIIPOCHI

1. HopmaruBHBIE TOKYMEHTHI, KOTOPBIE PErJIAMEHTHPYIOT COCTaBICHHE B 0(pOpMIIEHHE JOKYMEHTOB.
I'OCT P 7.0.97-2016 «Cuctema ctaniapToB 1o uHpopMauu, OHOIMOTEYHOMY U U3/1aTEIECKOMY
neny. OpraHu3allMOHHO-PACIIOPAAUTENbHAS JOKyMEHTAlMs. TpeOoBaHHS K OQOPMICHHIO
nokymentoBy» (B3amen ['OCT P 6.30-2003).

JlokyMeHTO000pOT 1 ero cxeMbl. OpraHu3amnus padoThl ¢ UCXOSIIUMH JOKYMEHTAMH.

3. TpeboBanue k oopmMIIeHUIO peKBU3UTOB «TEKCT MpHKa3ay, «IOAMKCEHY, «BHU3A »

N

HpaKTuquRne 3aJlaHuA

3aganue 10:

10.1. Ucnionb3ysi cnpaBo4HO—paBoBYI0 cuctemy Koncyastant mmoc ( miau I'apanr) naitnute [IOJIOJKEHUE
0 OyxranTepuu OFOIKETHON OpraHU3alluy U ONpeAeIITe-

1) Haznauenwne cTpyKTypsl (OyxXranTepus)

2) OcHOBHBIE 33129 1 (HYHKITUN

3) ¢ keM B3auMoJIeiicTByeT

Pesynprar MOXKHO OOPMUTH B BUJIE TAOIHIIBL.

10.2. Heoocmarouiue pexeuzumsl npuoymaiime camocmoamensvro. Ogpopmums 6 coomeemcmeuu ¢ 'OCTom P
7.0.97-2016.npuxa3z no ocHo6HoIl OessmenbHOCHU, UCHONBL3YS CLEOYIOUUE UCXOOHbIE OAHHbLE:

OTKPBITOE AKIHMOHEPHOE OBHIECTBO «CBA3BMHBECT» B cBs3u ¢ pemieHneM oO0mIero coOpaHHS
aKIMOHEPOB 00 YBENIMYCHUH YCTaBHOIO KamurTana oOIiecTBa M PyKOBOACTBYACH llomokeHuem o mnopsiznke
yBennueHus (YMEHBIICHHs) YCTaBHOTO KamuTajia oOIiecTBa, yTBep:kaeHHbIM COBETOM AUPEKTOpOB obdmiecTBa 16
ntonsg 2000 r., B nune I'enepanpubiii pupexktop I1.O. [IparomupoB uzgaer mnpukas, Tae MpuKa3biBaeT 1.
PykoBogutento FOpuauueckoro otnena CsedoBy M.M. B cpok no 15.04.2002 HanpaBUTh CBEICHUSA O BHECEHUU
M3MEHEeHUl B YcTaB oOIlecTBa B perucTpaliMoOHHYI0 Tanmaty u HamoroByro wuHCcmeknuio. 2. PykoBomutento
dunancosoro ynpasnenus O6pocumoBy H.U. B cpok g0 15.04.2002 3aperucTprupoBaTh AOMOITHUTEIBHBIA BBITYCK
akuuii B MunucrepctBe (pnHaHcoB Poccuiickoit ®denepanuu.3. KoHTponbs 3a UCTIONHEHHWEM TpHKa3a BO3JAraeTcs
Ha 3amectutens [enepanbHOro nupekropa obmectBa bapunoBa O.H. mpoBectn coryiacoBaHue ¢ TIJIaBHBIM
HKOHOMHCTOM OO0IIIeCTBa.

10.3. Hedocmarowue pexeuzumeol npuoymaiime camocmosmenvro. Ogpopmume ¢ coomeemcmeuu ¢ FOCTom P
7.0.97-2016. caysyceonoe nucemo Ha OrAHKE RUCLMA Y2/108bIM PACHOJIOHCEHUEM DPEKGU3UMO8 ONIAHKA,
UCnONL3YA cledyloujue OanHble:

3aKkphIThIM aKIMOHEPHBIM 001IecTBOM «Bocxom» (109176, Mockga, yi. Ilonesas, 1.14, o¢.324) 6bu1 odhopMmieH
3aka3 Ne 7 Ha MOCTaBKy MPOAYKIIMU B COOTBETCTBHH C 3aKJIIOUEHHBIM JIOTOBOPOM 0 nocTaBkax oT 13.06.2003 Ne 12
n HanpasieH B agpec OAO «duamant» (114000, Mocksa, yi. [Ipocropnas, a. 25, od.14, ten .168-93-78, OKIIO
87654321, OI'PH 1234567890098,

MHH/KIIIT 0987654321/123456789). Oanako OAO «J/luamMaHT» HEe CMOIJIO B yKa3zaHHbI cpok (28.07.2012)
WCTIOJIHUTD 3aKa3 Hu3-3a OOJIe3HH BEOYLIEro COTPYAHMKA OTAeNa JOCTaBKM M ero ['eHepanbHBI IUPEKTOP
Mypomues [.JI. HanpaBun uHdpopmaironHoe nmucbkMo B ajapec 3A0 «Bocxom» o mepeHoce CPOKOB MCIOTHECHUS
3akaza Ne 7 ¢ 28.07.2012 ma 04.08.2012, B kotopom Takxke otMeTiit 94to OAO «J/lmamaHT» coriiacHO B TEUCHHE 5
JHEW BBIIUIATUTH HEYCTOWKY B COOTBETCTBHM C 11.4.2 3aKIIOUEHHOrO JOroBOopa O mocTaBKax. lluceMo ObuIO
cocTasiieHO ucnoaHutesieM CMupHOBO# A. JI. M moAnuce 3aBepeHa nevaTbio OpraHu3alyy.

10.4. Omkpoiime cnpasouno-npasosyro cucmemy Koncynomanm Ilnioc, ncions3ys BeicTpeiii ouck, Haigute
bopmy npukasza o npreMe cotpyaHuka Ha padory (T-1).

CocraBpTe mpukaz o mnpueme Ha pabotry ¢opmbl NeT-1 CemenoBa W.B. rnaBHoro Oyxrantepa B OTAeNl
oyxrantepckoro yuera OAO «YensOTopr» NOCTOSHHO C UCHIBITATEILHBIM CPOKOM 3 Mecdll ¢ 28 yucia TEeKyLIero
Mecs1a.
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5 BOIIPOCHI AJIA ITIOATI'OTOBKHU K KOMIVIEKCHOMY JTU®PEPEHIIUPOBAHHOMY
3AYETY

[TpomexyTouHast aTTecTays 00yJarOIMXCsl OCYIIECTBISIETCS 110 3aBEPUICHUN U3yYEeHUS AUCLUIUIMHBI U
MI03BOJISIET ONPEEIUTh KAaUeCTBO U YPOBEHb €€ OCBOCHUSI.

dopma NPOMEKYTOYHOH aTTECTAMM 10 TUCHUIUIMHE «JlOKyMeHTannoHHOE oOecIreueHue
yIIpaBJICHUS» - KOMIUIEKCHBIN U] PepeHInpOBaHHBIN 3aUeT.

PesyabTa
o OueHo4YHbIE CpecTBA

JIsl IPOMEKYTOUHOMH aTTeCTaluu
o0y4eHHUs A P y 1

TecToBBIC 3aJaHUA

Pa3nen 1. O0Omias xapakTeprucTUKA JOKYMEHTAIMOHHOTO O0ECTICUCHUS YITPABICHHUS

32; 33; 34; [I. Momonuure: OTpacis AeSTEILHOCTH, KOTOPask 00€CIeuMBAET JOKyMEHTUPOBAHHE U OPraHU3aLMIo paboThI C
3.02.1: oHIIHATEHBIMU TOKYMCHTAMU, HAa3bIBACTCA -
02.1;

. a) TOKyMEHTUPOBAHHUEM;

3.03.1; _

0) IeIonPON3BOACTBO;
3.03.2; B) OpraHu3anus paboThl C JOKYMEHTaMHU.
3.05.8;
3.10.2. 2. BepHo nu yrBepxkaeHue, 4to TepMuH JJOY BO3HUK C BHEIPEHHEM CPE/ICTB BHIYUCIUTEILHON TEXHHUKH,

COBPEMEHHBIX WH()OPMAIIMOHHBIX TEXHOIOTHNA?

A) na b) met

3. JloKkyMeHT BO3HHK, YTOOBI 3a()MKCHPOBATH HHPOPMAIIHIO M NPUAATH €i 3aKOHHOCTb, IIPABOMEPHOCTH, T.€. -

a)co3/1aHKe, IPOU3BOJICTBO, XPaHEHHE, PACIIPOCTPAHEHHUE U UCIIOIb30BaHHE JTOKYMEHTOB;
0)npaBuia opopmIileHNsT aIMUHUCTPATHBHBIX JOKYMEHTOB.

B) IOPUANIECKYIO CHITY

T') mpolecca JOKyMEHTHPOBAHUS

4. CooTHecuTe HOHATHS C IPOLIeCCaMH JOKYMEHTOBEICHHUS:

1)moKyMeHTHpOBaHHE; a) TIPOLECC MM COBOKYITHOCTH ITPOLIECCOB T10
MIOJITOTOBKE, COCTAaBIICHNIO, COTJIACOBAHMUIO, 0(pOPMIICHHIO
1 M3TOTOBJICHHIO JOKYMEHTOB

2)opraHu3zanys paboThI ¢ 0) KoMITIeKC paboT C TOTOBBIMH JOKYMECHTAMH,

JIOKyMEHTaMH. CO3JIaHHBIMHM TIPEIIPUSTHEM WIIH MTOJTYYEHHBIMU U3 BHE.
5. Ompenenure:
Urto Ha3bIBaeTCs JOKYMEHTOM?
IA) MaTepualIbHbII HOCUTEIb IJAHHBIX O 3alHCAaHHOW Ha HeM MH(GOPMAILMH, TPeHa3HAYCHHOW JUI IIepe/lauy BO
BPEMEHHU M POCTPAHCTBE.
b) mpencrasnser co0oii mpoliecc co3aanus U 0popmMIIeHUST JOKYMEHTOB.
B) 3adukcupoBaHHas Ha MaTepUaIbHOM HOCHTENE HHPOPMAIKS C PEKBU3UTAMH, TIO3BOJISIOIMMH €€
MIeHTU(UIUPOBATD.
") 3adukcupoBanHas HHGOPMALS /IS IPUIAHHS 3aKOHHOCTH, IPAaBOMEPHOCTH.
6. Kakne okyMeHTBI CO3Iat0TCsl B TIpOLiEcCe JIESITeIbHOCTH TPEIPHUATHI U OpraHu3anuii.
Q) JTMYHBIC, IPABOBHIE;
0) MpaBoBbIE, JOKYMEHTAILHBIE;
B) oHIHaTIbHBIE, TUYHEIE;
T) y4eTHbIe, opHuIIHaIbEHBIC
7. . Nuadopmanus — 3T0 cBeIeHUs
) 0 COOBITUSAX , IBIICHUSIX MPOLIECCax;
0) o mpenmerax, GpakTax, COOBITHSIX, HE3ABHCUMO OT ()OPMBI TIPE/ICTABICHUS,
B) O UIIaX, COOBITUSX, SIBIEHUSIX (DaKTax, HE3aBUCUMO OT ()OPMBI PEACTABICHHUSI.
') O JIMIAX, COOBITHSX, (haKTax, SIBICHUAX B YCTAHOBJIEHHOH (opMe IpeACTaBIeHUs
8. UYro siBIIsIeTCS IEPBOH CTYNEHBIO KIIACCU(DHUKAIMH JTOKYMEHTOB.
) KOMIUIEKC JOKYMEHTOB ,[TOMEIIIEHHBIE B TBEPAYIO OOJIOKKY.
0) TpyNITMPOBKa MCIIOIHEHHBIX IOKYMEHTOB B JIeTIa.
B) rPYIIIMPOBKA KOMILJIEKCA JIOKYMEHTOB B JIeJIa.
') AeIeHHEe TOKYMEHTOB Ha KJIacChI.
9. YcTraHOBUTE COOTBETCTBHE!
1)mo cdepe ncnoab30BaHUs; 2)I10 MECTY COCTaBJICHHS,
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3)mo ropuIuUecKoil cuie; 4) o popme N3NOKECHNUS;

|A) OpUTHHAIIBI, BBIMUCKH, TyOITHKATHI;

Ib) opraHM3anNOHHO-pacTIOPSIIUTENbHAS, HAYYHO-TEXHHIECKA;

IB) nanuBuayansHbIe, TpadapeTHsie, YHUQHUINPOBAHHEIC,

") BHyTpEeHHHE, BXOSIINE, NCXOISIIHE.

10. lonomHuTe:

Ha3oBuTe, 3aKOHOAATENBHBIN JOKYMEHT, KOTOPBII COIEP>KUT MPAaBOBBIE OCHOBBI CO3/1aHMsA, cOOpa, 00pabOTKH,
HAKOIUICHNUSI, XpaHEHHs, IIOMCKa, PACCMOTPEHUS U NPEIOCTABICHUE JOKYMEHTUPOBAaHHOI nHpopMannuu? —
BTO. ..

IA) 3akoH P® « O6 craHmapTu3aumy

Ib) 3axoH P® «06 ApxuBHOM (oHJIE U apXUBAX)

B) ®3 P® « O6 undpopmarmu u 3amure HHOOPMAIIN

') @3 PO « O mpaBoBoii 0OXpaHe MPOrpaMM JUis 3JEKTPOHHBIX BHIYUCIUTENBHBIX MAIIMH U 0623 TaHHBIX»
11. YKaxxuTe TOKYMEHT, KOTOPBII yCTaHAaBIMBAEeT TPEOOBAHHSA K COAEPKAHUIO JOKYMCHTOB B
OpTaHHU3AIIH.

1) TOCT P 7.0.97-2016

2) TCOY

3) MHCTpYKIUS TI0 JETIOTIPON3BOICTBY

4) npaBuia ohOpMIICHUS TOKYMEHTOB

12. Omnpenenure peKBU3UTHI, KOTOPBIC SBISIOTCS 00s13aTEIbHBIMH M 00€CTICUNBAIOT IOPUINYECKYIO CHITY:
1) HanMeHOBaHME OpPTaHU3AIHH.

2) rpud coriacoBaHus TOKYMEHTA.

3) maTa TOKyMEHTa U HOMED.

4) ampecar.

5) HaMEHOBaHNE BHAA TOKYMEHTA.

6) pe3OITIOIHSL.

7) TpU} yTBEPIKICHHUS.

8) BU3BI COTNIaCOBAHMS IOKYMEHTA.

9) TekcrT.

10) moanuch U rmevath.

11) or™MeTKa 06 HUCTIOTHUTETE.

12) oTMeTKa 00 HCTIONHEHHUH TOKYMEHTA U HAMPABJICHHH €ro B /IS0

13. CooTHecute BUIBI OJaHKOB?

1) oOuruit 61ank. 2) OIaHK MUCHMA. 3) 6;1aHK KOHKPETHOTO BUA JOKYMEHTA.

IA) UCTIONIB3YEeTCSI 1JIsl U3TOTOBJICHHS OOJIBIIMHCTBA BHYTPEHHUX JIOKYMEHTOB.

0) co3naercsi, eciii U371aeTC MHOTO JIOKYMEHTOB OJJTHOTO U TOTO K€ BHA.

B) ynoTtpebnsiercs ToJIbKO Ipu 0(pOPMIIEHHH OHOTO BHJIA TIOKYMEHTOB.

14. Boccranosure mporynieHHOE cI0BO: «PEKBU3HT - 3TO 00513aTEIbHBIN 371EMEHT O(OPMIICHHUS ...
IMOKyMEHTa.

1. OdpunmansHOTO

2. CiyxeOHOTO

3. JIroboro

4. Ipyroii BapuaHT

15. Brigenurte npaBwiIbHBIN BapuaHT opopmileHns peksu3nuTa «HanmeHoBaHue opraHu3anumn» Ha OJaHKe
MmuCbMa:

a) MUHUCTEPCTBO OBPA30BAHUS U HAYKU POCCUMCKOWM ®EJIEPALIMA UHCTUTYT
FOCYJAPCTBA U TTPABA TIOMEHCKOI'O TOCYJJAPCTBEHHOI'O YHUBEPCUTTA

6) MUHUCTEPCTBO OBPA3OBAHUS 1 HAYKU POCCUMCKOM ®EJIEPALIMM TIOMEHCKUIA
COCYIAPCTBEHHbIN YHUBEPCUTET UHCTUTYT FOCYJAPCTBA U IIPABA

B) MUUHHICTEPCTBO OBPA3OBAHMS M HAYKH POCCUMCKOM ®EJEPALIMU TKOMEHCKUI
FOCYHUBEPCUTET MHCTUTYT T'OCYIAPCTBA U ITPABA

r) MUHUCTEPCTBO OBPA30OBAHUS U HAYKY POCCUMCKOM ®EJEPALIMKA TFOMEHCKUM
TOCYHUBEPCUTET UHCTUTYT

16. BriOepuTe npaBUiIbHBIN BapHaHT 0(hOPMIICHNS] HAMMEHOBAHHE BH/IA TOKYMEHTA . ...
1.ITuceMo-ipocrba

2.ITPUKA3

3.CnpaBka

4.1pyroit BapuaHT

17. BriOepuTe npaBUIbHBIN BapHaHT 0(hOPMIICHHUS TOYTOBOTO anapeca B «CrpaBOYHBIX JaHHBIX 00
OpTraHHU3aIH-aBTOPEY.
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1. OAO «ITunot» yn. 3onoTtapesckas, 3, opuc 112, r. YiubsHosck, 212109

2. OAO «ITumot» 212109, T. YbsSHOBCK, yiI. 30510TapeBcKasi, 3, oduc 112

3. Mockga, LlpetHoit 6ymeBap, 1. 3, 105123, ten./paxc 432-90-78, OKIIO 12345678, OT'PH 1234567890123
4. tem./pakc 432-90-78, OKIIO 12345678, OI'PH 1234567890123

18. Haiigure npaBuibHOEe O(QOPMIICHUE TATHI?
1) 4. 12. 2005;

2) 20. 12. 2005;

3) 20 nexabps 2005 r.;

4) 09. 12. 2005.

19. Ha kakux JAOKYMCEHTAaX IMPOCTABIAKOTCA CIACAYIOMINEC PCTUCTPALITMOHHBIC HOMEpPA:

I)Ne 10 — most ... a) UCXOJSAIEe U BXOISIIIUE JOKYMEHTEI
2)Ne 10K — st ... 0) BHYTpEHHHE JTOKYMEHTBI
3) 05-115/75 — s B) IIOKYMEHTHI JINYHOTO COCTAaBa

20. BriOepure npaBIIBHBIN BapuaHT oopMiIeHNs pekBr3nuTa «['prd yTBep KIeHU», KOTJa YTBEP KICHHE
MPOUCXOJUT AOHKHOCTHBIM JIUIIOM.

1. YTBEPXKJOAIO Hupekrop 3A0 «lTmmor» Ilogmucs A.B. Iletpos 23.09.2009

2. Yreepxkaato Jupektop 3A0 «Ilmnot» Iloanuces A.B. Ilerpos 23.09.2009

3. «Y1Bepxnaaw» 3A0 «Ilunot» Hupextop [lonmuces A.B. Ilerpos 23.09.2009

4. YTBEPXKIAIO upextop 3A0 «Ilunot» A.B. Iletpor 23.09.2009

21. B xakoM ciry4ae npaBuIbHO 0(OPMIICH PEKBU3UT «AJlpecaTy.

1)  Hupexropy mkoissl Ne 269 MarseeBoit Tamape AjekcanapoBHe

2) 195172, Cankr-IletepOypr, yu. mutposa, a. 17 k8. 7. Hukudoposoii H. I1.

3) 00O «Tepem» Otnen pexnambl Hauansuuky otnena H. A. MBanoBy 117134, Mockaa, yin. Ctpoureneii 8,
[CenepanbHOoMy nupekTopy 3A0 «BUCT» A. Y. CmupHOBOit

22. B xakoMm ciryqae npaBHiIbHO oopmiieH pekBu3UT «[loanuce» Ha OnaHKe JOKyMEHTa M MOKaXKHUTE €T0
opopmeHne?

1) Aupexrop mkomsr Ne 25 B.A. IleTpoBa
2) AupeKTop MIKOJIBI [lerpoBa B.A.
3) Aupexrop B.A. TlerpoBa
4) dupexTop IletpoBa B.A

HpaKanecm[e 3aJJaHus

V1;V2;
¥.02.5;
v.03.1;
Vv.03.2.
v.05.3;
v10.3;

|.Ha ocroBanuu 3ajmanuii opopMuTE PEKBU3UTHI, 0OECMEUMBAIONINE IOPUAMYECKYIO CHITY JTOKYMEHTaM.
Y0661 0hopmMuTh pekBu3uTh ucrnoab3oBath 'OCT u pemakrop Microsoft Word ¢ cobmronenunem Bcex
OTCTYIIOB U UHTCPBAJIOB.

3aganue 1:0dopmure HaMMEHOBAHWE OpraHU3AlMd B COOTBETCTBHMM YCTaBa W MPaBUIBHOTO
PacCIOJIOKEHHS YacTeil peKBU3UTA

Bapuanm 1

3AO0, opranm3anroHHO-TIpaBoBas popma npeanpustus «HOpuc-kon».

Bapuanm 2

Oprasm3anusi TOCYNApCTBEHHOTO THIA BCEpOCCHHCKUI HAyYHO WCCIEHOBAaTEIbCTKHA HHCTUTYT
JIOKyMEHTOBEACHUSI U apXUBHOTO Jiena, noauunsercs @enepansHomy areHcTBy POCAPXUWB moxxeT umersb
cokpateHHoe HaumeHoBanne BHUMJIA.

Bapuanm 3

MocBoioKaHaT OTHOCUTCS K THUITY TOCYIapCTBEHHOTO YHUTAPHOTO MPEANPHTHSI 10 T.MOCKBa.

Bapuaum 4

MUHHUCTEPCTBO  CTPOUTEIHCTBA,  APXUTEKTYphl W JKHIUIIHO-KOMYHAJIBbHOTO  XO3SHCTBa,  IPH
AnvuHHCTpamu PocToBekoit ob6macTy.

3apanmne 20¢opmuTe Ha3BaHHE BHIA JOKYMEHTAa M 3arojOBOK K TEKCTY ATOTO JOKYMEHTa, YIOTpeOWB
HYKHBIH MaJex:

Jns 1 sapuanma

[Iprka3 o BBeJeHNM HHCTPYKIIMH T10 TPOTUBOIIOXKAPHOH O€3011acHOCTH;

s 2 eapuanma

[IpoToxon 3acenanus coBeTa 1o NpoUIIAKTHKE PaBOHAPYIICHNH;

s 3 eapuanma

CrnpaBka O COCTOSHUM DPaOOTBI OTENa JelIONMPOM3BOJCTBA TI0 PACCMOTPEHHIO 3asBIEHUH, jXajlol0 u

MPEJIOKEHUN TpaXKJIaH;
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s 4 sapuanma
JIOmKHOCTHASI MHCTPYKIHS O CHCIUAIKACTE 3eMEIbHO-UMYIIIECTBEHHBIX OTHOIIICHUIA;

3aganne 30popMuTe ATy M PETUCTPAIIHOHHBI HOMEP JOKYMEHTa

Bapuanm 1

Ecnm ohopMIIsroT nprKa3 o OCHOBHOH JESITENIFHOCTH — IPOJONBHBIM PACHON0KECHUEM PEKBU3UTOB.
Bapuanm 2.

Ecmu 0opMIITIOT OTYETHBIN TOKYMEHT KOTOPBIH OTHOCHTHCS K OyXTaiaTepcKol JOKyMEHTAIIHH.
Bapuanm 3

Ecmu oopMIIsIoT TOrOBOPHOI JOKYMEHT. ( KYILTH-TIPOJaKH)

Bapuanm 4

Ecny noaroToBmIM Jyist OTIPaBKH OTBETHOE MMChbMO Ha BXOJISIIEE.

3aganne 5OpopMUTE PEKBU3UT IOIITUCH

Bapuanm 1.

Ecnu nodeomosunu npuxasz no 0CHO8HOU OesmensHOCHU
Bapuanm 2

2Ecnu nodeomosunu akm

Bapuanm 3

Ecau noocomosunu npomokon cobpanus

Bapuanm 4

Ecnu noocomosunu eapanmuiinoe nucbmo

I1.Crpoextupyiire :

o061uii GJIaHK C IPOIOJIBHBIM PACIIONIOKEHUEM,

OJIaHKH JJIS TIHCEM C YTIIOBBIM M IIPOJOJIBHBIM PACIIONOKEHUEM U

OJIaHK NpHUKa3a C MPOIOJIbHBIM PACIIOJIOKESHUEM TIOCTOSIHHBIX PEKBU3UTOB

JUIS TIEPEYNCIICHHBIX HIDKE OPraHU3alUi ¢ OrpaHMYUTEIbHBIMI OTMETKAMHU JJISl PEKBH3HUTOB.

Bcepoccuiickuii Hay4HO-UCCIEA0BATENbCKUI MHCTUTYT JOKYMEHTOBEACHUS U apXUBHOIO JIea,
noguunstonmuiics POCAPXIBy OKITIO 02842708, OI'PH 1027700380795, MHH/KIIII
7008032140/702001001;

yi. Ilpodcorosnas, 1.82 ropox Mocksa, 117393 Ten./dakc (095) 7187874 E-mail: mail@vniidad.ru

T'ocynapctBennsiit npoekTHbl nHCTUTYT CAHTEXIIPOEKT, noguunstomuiics I'occtporo Poccun
OKIIO 02842708 OI'PH 1027700380795 MHH/KIIIT 7708033140/771001001;

V. Huwxusis [epBomaiickast, 1.46 ropoax Mocksa, 105203

Ten. (495) 275 23 23 dakc (495) 275 12 12 E-mail: santeh@gs.ru

OTKpHITOE aKIMoHepHOe 06mecTBo «BOJITOJJOHCKHM XJIEEOKOMBUHAT»
OKIIO 23132807, OT'PH 1821800370797, MHH/KIIIT 3408032140/342001002
OxTs0pBCKOE TOoCcce, 1.9, ropon Bonromonck, PocroBekas 001. 347340
ten./dakc: (86392) 6-61-13 E-mail: bublik@com.ru

Pazgen 2. CucremMbl JOKYMEHTAIlMOHHOIO o0ecrieyeHHsl yIpaBJeHU s

TecToBbI€E 3a1aHuA

31;

32;
33;

34;
3.01.8;
3.02.2;

3.05.8;
3.09.3

1.Cucrema OP/] — 370 ... .
a) COBOKYITHOCTh B3aUMOCBSI3aHHBIX JIOKYMEHTOB, IIPUMEHIEMBIX B ONIPEIEICHHOH cepe 1eaTeaIbHOCTH;
0) cucrema OP/I, B KOTOpO# perinaMeHTUPYIOTCS MpaBa U 0053aHHOCTH MPEINPUITUN U YUpEKIACHUH,
B3aMMOOTHOIIEHUS C BBIMIECTOANMMHU OPTAHU3AINSIMH, C TOTYUHEHHBIMH U CTOPOHHUMH
OpraHU3aLUsIMU;
B) CUCTEMa JIOKYMEHTAIMH, CO3JJaHHas 110 €IMHBIM IIpaBHjaM U TPEOOBaHUM, COJeprKaIIas
nHpOpMAIHUIO, HEOOXOAUMYIO JUIsl YIPABIICHHUS B ONPEAETIeHHON cdepe NesTeNbHOCTH.
2. Pacnpenenure NOKyMEHTHI MO TPYIIIIAM:

1) opraHu3alMOHHEIE;

2) pacropsiiNTENbHBIE;

3) na(pOpMaIIOHHO-CTIPaBOYHEIE.
A)ToNoOXXeHNE B) MPUKA3bl T') COPABKH; 1) HHCTPYKIHH; €) PaCHOpsDKEHHE; JK) TPYZOBAask KHIXKKA,
3) IOCTaHOBIICHUS; K) yCTaB; JI) MUCHMO.
3. IlpomomxuTe NpeAnoXeHue- ycTaB- 3T0. ..
1.11paBOBOI aKT, OIPEACISIONIUHN CTPYKTYPY, YUCICHHOCTD U TOJDKHOCTHOM COCTaB pabOTHUKOB OpraHU3alnu
C YKa3aHHEM JOJKHOCTHBIX OKJIaJ0B.
2.1IpaBOBOM aKT, ONPENEISIOINI CTPYKTYPY, QYHKIUH U ITpaBa MPEANpHATHS, OpraHU3aNH.
3.1IpaBOBOM aKT, U3JJaBa€MBbIH TOCYJAPCTBEHHBIM OPIaHOM B LEJISIX YCTAHOBICHHS MPABUII, PErYIHPYIOMIUH
OpraHU3aIOHHBIE, TEXHOJIOTHUECKHE, (PUHAHCOBBIE CTOPOHBI JEITEIILHOCTH OPTaHU3aINH, TOJDKHBIX JIUIL.
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4.1paBOBOI aKT, ONPENEIISIOIINH MOPSI0K 00pa30BaHMs, TPABOBOE MOJ0KEHHE, IIPaBa. 0053aHHOCTH,
OpTraHU3aIUI0 pabOTHI MPEATIPHUATHS

4. BcTaBbTe MPOITYIICHHBIE CIIOBA B ONPEACIICHNE:

HopmaTuBHBINH JOKyMEHT, B KOTOPOM ONPEAETCHHL. . ., ..., ... K OTBETCTBEHHOCTH COTPYIHHUKA MPEIATPHUITHS -
9TO... HHCTPYKITHSL.

1.peraaMeHTHPYETCSI MOPSAIOK BHIITOIHEHHS POIIEcca, OTBETCTBEHHOCTb.

2.TOPSAIOK PabOTHI, OCHOBHBIC TIOJIOKCHHSI.

3.¢dbyHKIMY, TpaBa, 003aHHOCTH.

4.cTpyKTypa, YUCIIEHHOCTD ,JJOJHKHOCTHOU COCTaB.

5. Omnpenenure B JOKyMeHTa?

[1paBoBo¥1 aKT oNpeeNSFOLIHIA TOPSIOK 00Pa30BaHMsL, [IPABOE MOJOKEHHE, IPaBa, 00S3aHHOCTH, OPraHU3alMIO PaOOTHI
TIPEIIPUSATHS WA CTPYKTYPHOTO TIOZIPA3EIICHHSL. — 310 ...

6. HasoBure NOKyMEHTHI, KOTOPBIE H3AIOTCS:

A) B yCTIOBHAX €OMHOINYHOTO IIPUHSATHUS PEIICHHUH-. . .. ..

b) B yCIOBHSAX KOJIIETHANBHOCTH- ......

7. JlomomHHTE IPYIIIBI HA KOTOPBIE ACIATCS IPUKA3hI:

1) TIpoGmemsl co3manHusl, TMKBUAAINA KOMUCCHH, COBELIATENbHBIX OPraHOB; YTBEPKICHHUE Yero 0o,

IIPEA0CTaBIICHHE NTPaBa IOIIKCH; - 3TO IPHUKA3HI T10. . .. ..

2) IlpoGrembl hUHAHCHPOBAHUS; 0OeceYeHust 000PYIOBaHHs, MaTEpHaIaMHu; odopmiicHHE

pe3yIbTaTOB, HTOTOB PAabOTHI; - ITO MPUKA3HI IO ....

3) Ilpuem, yBoIbHEHHUE, TIEPEBOJI, KOMAHIHUPOBKH, PELICHHE COIl. BOIIPOCOB; _ 3TO MPHKA3bI

8) Ompeznenute BUABI PACTOPSAUTEIbHBIX TOKYMCHTOB.

1) pacniopsANTENbHBIN TOKYMEHT, H34aBaeMblil OpraHOM YIIPaBJIIEHMS IO BONIPOCaM OpTaHHU3alMOHHO-

METOIUYECKOTO XapaKTepa Ul OPraHW3alM1 BBITOJHEHUS! HHCTPYKIIUH, ITPHUKa3a - 3TO...

2) pacTiopsiANTENbHBIN TOKYMEHT KOJUIETHAILHOTO OpraHa yIpaBIeHHs, YIEHBIX COBETOB. - TO..

3) mpaBoBOI1 aKT, M31aBaCMBIi €IMHOIMYHO PYKOBOANTEIIEM OPTraHNU3aIMHU JUTS IOBEJCHUS O NCIOIHUTEIEH

OTIEpaTHBHBIX BOIIPOCOB - 3TO. ..

9) Omnpenenure, YTO HA3bIBACTCS TTUCEMOM.

1. TOKyMEHT 1o Bompocam, TpeOyIOIHii OIIEpaTHBHOTO PELICHUS, TIEpeJaBaeMblil ONIPEeTICHHBIM CIIOCOO0M
CBSA3H.

2.0060111eHHOE Ha3BaHUE PA3IMYHBIX MO COJEPKAHUIO TOKYMEHTOB IEPECHUIAEMBIX 10 ITOYTE.

3. IOKYMEHT JIeJIOBOM MEPEeNnrCKU 1 UX Ha3BaHHs ONPEACISIIOTCS CIIOCO0aMK Mepeiauu JIesIoBoi HHGopMaLuu
T10 3JIEKTPOHHOM CBS3U.

4.10KYMEHT, KOTOPBIH HE COJIEPKUT MOPYUCHHUH, HE 00sI3bIBaeT IeHICTBOBATh CTPOTO MPEAIUCAHHBIM 00pa3oM

10) CooTHecuTe BUIBI TINCEM. H UX HAa3HAUCHHE.

1.uadopmanmoHHbIE, 2. KOMMEpYEecKHe. 3.conpoBOANTETBHOE

A) cocTaBisieTCs! IPY 3aKJIFOYEHUH M BBIITOJHEHHH KOHTPAKTOB.

b) nucema, coneprkaiue cooOIIeH s, TPOChObI, HATTOMUHAHUS, IPETIOKEHHS.

B) npuaratorcst K OCHOBHOMY JIOKYMEHTY , KOT/ia TpeOyeTcs! IOMOIHNUTEIbHOE TIOSICHEHHE

11) laiite onpenenieHue MpoOTOKOIY.

1. JOKYMEHT, COCTaBJICHHBII1 1JIsl TOJTBEPIKACHHS YCTAHOBJICHHBIX (haKTOB, COOBITHIL, eiCTBUI

2. TOKYMEHT, KOTOPBII He COAEPKUT IOPYUEHHH, He 0043bIBaeT AEHCTBOBATH CTPOTO MPEAIMCAHHBIM 00pa3oM

3. IOKYMEHT, GUKCHUPYIOLIHH X0 00CYkIEHNSI BOIIPOCOB M IIPUHSITHUS PELICHUI Ha COOpaHNH, COBEIAHNH.

4. MOKyMEHT KOJUIETHAIBHOTO OpraHa yIpaBICHUSA

12) Maiite ompeseneHue aKkTy.

1. TOKyMEHT, OJATBEPIKIAFOIINN KaKUe-THOO0 COOBITHS CIIYKEOHOTO XapaKkTepa.

2. TOKYMEHT, COCTABJICHHBI 1JIs TOJTBEPKACHHS YCTAHOBIICHHBIX (haKTOB, COOBITHH, NEHCTBHUH.

3.10KyMEHT, OOBSCHSIONIMIA PUHIUIT KaKOT0-JIM00 AeHCTBHUS, (haKTa, IPOUCIIECTBHS.

4.10KyMEHT, KOTOPBI HHPOPMHPYET PYKOBOJCTBO 00 M3MEHEHUH MeCTa COOBITHS, (DaKTa, SIBICHHUSI.

13) Omnpesenurte, 4TO SIBISASTCS NATOM aKTa?

1. nata cocTaBneHHs aKTa.

2. naTa NOAIIUCAHMS aKTa

3.1ata coOBITHS, IPOBEPKH,

4. nata pabOThl KOMHCCHH.

14) Ompenenute, KeM IOMUCHIBACTCS aKT?

1. mpeacenaTeneM | MPUCYTCTBYIOIIHMH.

2. YleHaMH KOMHCCHH U TIPUCYTCTBYIOIIAMH.

3. mpezacenareneM, WieHaMH KOMUCCHH, TPUCYTCTBYIOITIMH.

4. mpencenareneM U ceKpeTapeM

15) [laiite onpeneneHue CrpaBKu

1). TOKyMEHT, COCTaBJICHHBIN JUIsl TIOATBEPKICHHUS YCTAaHOBIICHHBIX ()aKTOB, COOBITHH, NeHCTBHI

2). TOKyMEHT, OOBSICHSIOMIMI MPUHIMI KaKOT0-1H00 JIeHCTBHS, paKkTa, NPOUCIIECTBUS
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3). IOKYMEHT, MIOATBEPKAAONINI KaKHe-THO0 COOBITHSI CITY)KEOHOTO XapakTepa

4). TOKYMEHT, KOTOPbIi HHPOPMHUPYET PYKOBOJCTBO 00 N3MEHEHUN MeCTa COOBITHS, PaKTa, SIBICHUSI.

16) Ompenenure BUIBI CIIPABOK-

A).JIOKyMEHT COCTaBJICHHBIN 110 YKA3aHUIO PYKOBOAUTEIIS, ¥ PEICTABISIOTCS B YCTAHOBICHHBIE CPOKHU. -. . .

B). JOKyMEHT COCTaBJICHHBIH TI0 3aMPOCY 3aMHTEPECOBAHHBIX JIHIL. .. ..

17) JlaiiTe onpeneneHue 3amiuCKaM.

1) TOKYMEHT 110 BOIIpOcaM, TpEOYIOLIUX OMEPAaTHBHOTO PEIICHHUS TIEPeIaBaeMblil OTPEICICHHBIM CIIOCO00M
CBSI3U.

2) TOKYMEHT, KOTOPBIil HE COACPIKUT MOPYUCHHIA, HE 00s3bIBACT ACHCTBOBATH CTPOTO MPEAMTHUCAHHBIM
o0pazom.

3) TOKYMEHT, aipECOBAHHBII PYKOBOIUTEIIIO TAHHOMN HJIM BBIIICCTOSINCH OpraHU3aluH, CONCPIKUT
00CTOATETFHOE M3JI0KEHUE KAKOT0-THOO0 BOIPOCA C BHIBOJIAMH U MPETIOKCHASIMHU COCTABUTEIIS.

4) TOKYMEHT, COCTABJICHHBIN JJIs IOATBEPIKACHUS YCTAHOBJICHHBIX (DaKTOB, COOBITHI, TCHCTBHIMA

IIpakTyeckue 3agaHus

Y.01.1;
Y.01.4;
Y.02.5;
¥.05.3;
¥.09.3;

3aganne 1
B ¢opme npukaza He0OXOAMMO BBECTH HHIEKCHI MPEANPHUATUH U OpraHU3alui 00bEIUHEHUS, B LEIX
YIOPSAJ0UCHUs OpTraHu3aluil yIpaBleHUs B 00bEJUHEHNHU U B COOTBETCTBUH C YKa3aHUEM MUHHUCTPOA
P® ot 00.00.00. Ne 423. [IPUKA3BIBAIO: O6benunenuto npucBouth uuiaekc — 51. [Ipu nepenucke B
coorBetcTBuU ¢ CTII 39.00.25 «Opranu3anus neI0nponu3BoACTBa B 00beAnHEHUN «CTPOUTEXHHUKAY, a
TaKKe IJIs y4eTa U PEeTHCTPANHNH pa3padaThIBAEMBIX CTAHJAPTOB NPEANPUATHS IPUCBOUTH
MpeAnpUATHIM cienyoomue naaekcsl: 50 — 01 — SIpocnaBckoMy peMOHTHO-MEXaHUYECKOMY 3aBoxy; 51
— 02 — Bragumepckomy CKB; 51 — 03 — HoBouebakcapckomy 3aBony «Pemcrpoiimopmam». KoHTpoas
Ba MCIIOJIHEHHEM IpHUKa3a Bosyaraercs Ha KaHuenspuio (1. Koponesy B. A.). ['eHepanbHbIl JUpEKTOp
IA.IT. BanoB. B memo 1 — 3 — 6. C. C. IleTpos
3aganmue 2.
Otkpoiite cmpaBoyHO-TIpaBoByto cuctemy KoucynpranTt I[lmioc, ucmons3ys KapTouky moucka, Haigute
pewenue (cM. pasznen YensOunckas obnacts). CKoNMpoBaTh HaWJeHHYI0 WH(OpMalWio B TEKCTOBBIH
nporeccop. Odpopmute pemerne. Coxpanure padoTy B daiie mox umeHeM «Perenue».
3ananue 3.
Hupexiust OOO «Actpest» (Cankr-Iletep6ypr) 12.08.2012 nposena cBoe ouepenHOe 3acefaHue, Ha KOTOPOM
npucyrctBoBanu BocrpskoB C.T., CrymueB II.[., Jlebenes W.M., Auronos ILJI., HUlentyHnoBa B.I'.,
Tumogeer A.A., Ctynoa M.1.
Ha 3acemanmnm o6cyxaanock iBa BOIIpoca: 0 Xoae pekiaMHoi kammannu B 11 keaptane 2012 1. u 0 mepexoe
Ha HOBYIO CHICTEMY BBIIJIATHI IPEMUAIIbHBIX.
ITo mepBomy Bompocy ciymand cooOlIeHHe HadajdbHUKa oOThena pekiaambl BoctpukoBa C.T., Tekct
coo01IeHnst KOToporo ObLT nepenan cekperapio 3aceqanust benosoit H. 1. Tlo aTomy >ke Bompocy BBICTYITHII
¢uHaHCOBBIH nupekTop TumModeeB A.A., KOTOPBIIT 0100pMIT YBEIMUSHHE PACXOOB HA HAPYKHYIO peKiiaMy B
IIT xBaprane 200 r. Ha 5%. Taxoke mepenan cekperapro. Ilo maHHOMY ke Bompocy BeIcTynuinn AHTOHOB 1.
JI., HauanbHUK oTAena kaupoB, u Jlebenes .M., nupexrop no nponaxam. [lepBsiii 0100pHIT HOBYIO CUCTEMY
BBITUIATHI TIPEMHUATBHBIX U PEKOMEHJIOBAJI MOATOTOBUTh HeoOXxoaumblie gokymMeHTH k 01.09.200  r. Bropoit
MIPEUIOKIIT JOpaboTaTh HOBYIO CHCTEMY BBIIUIATHI IPEMHUAIBHBIX U PEKOMEHI0BAJ IPOBECTH FOJIOCOBAHUE TI0
JIAHHOMY BOIIPOCY Ha 00I1eM COOpaHuH TPYIOBOTO KOJUIEKTHBA.
B wutore 3acemanus ObUIM TPUHATH ciexyrome pemieHus: 1. OmoOputs paboty otmena pekiamsl B 111
kBaprasie 20 r. 2. [IpoBectn obmiee cobpaHue TpyI0BOro KOJUIEKTHBA TI0 BOIPOCY O MEpPEXoJie Ha HOBYIO
cucteMy BBITUIATH peMuanbHbIX 15.08.20 1. OTBETCTBEHHBIM 3a MOATOTOBKY cOOpaHHs ObLIa Ha3HAYCHA
3aB. kaHnenspuei lllentynosa B.I'. CoOpanue Ben npencenarens Pymsaies O.A.
3aganue 4.
Komuccust oz npencenaTensCcTBOM HayallbHUKA TEXHUYECKON rpynmsl BomoBoro A.A. U 4iI€HOB KOMHCCUU
Bopucosa M.IO., HaganpHNKa aJMHHUCTPATHBHO-XO3scTBeHHOTO oTaena, CmupHosa JLII., OGyxrantepa, u
Pomanosoii UK., opucmenemxepa 3A0 «JleoHTHS» Ha OCHOBAaHMH JOKJIATHOHN 3amHCKH O(HC-MEHEKepa
PomanoBort M.K. 11.07.20  r. mpoBena MpOBEpKYy TEXHHUYECKOTO OCHAIICHUS MPHEMHONH T'€HEPaIbHOTO
JUPEKTOpa M MpHU3HAJIa HETOMHBIMHU JUIA SKCIUIyaTalluy KONMPOBAIBHBIN ammapaTt Xerox 345(1 mr.), mpenep
(mHB. HOMep 367, 1 mrt.), dakc 47823 (1 mrt.). [Ipu3HaHHAsT HEMPUTOMHON TSI SKCIUTyaTaIllMN TEXHUKA OblIa
nepesiaHa Ha ckJaj npeanpusTus. [1o ycTtaHoBIeHHOMY (akTy KOMHCCHS COCTaBWJIA akT IpHeMa-Tiepenadn
OPITeXHHUKHU B 3 3K3. (1-i 3K3. — HAYAIPHUKY aJIMUHUCTPATUBHO-XO3HCTBEHHOTO OT/€eNa, 2-i — 31 riaBHOMY
Oyxranrepy, 3-i — B neso 23-02), KOTOPBIi ObUT YTBEpIK/EH reHepanbHbIM JupekTopoM CrenanosbiM [1.1.
3aganmesS.
OrTkpoiite crpaBouHO-IPaBoBYI0 cucteMy KoHcynbranT Ilntoc, HaliiuTe akT O MPOBEACHUN UHBEHTapU3aluu
(dpopma MHB-00), oTkpoliTe ee ¢ NOMOIIBIO TAOIMIHOTO MPOLEccopa U 3aNOJHUTE JUIs CBOEH OpraHU3alny.
Coxpanute paboty B (aiine mog umeneM «IIpumMep 00 HHBEHTapHU3AITH.

VHBeHTapU3anMOHHAs KOMHCCHS, CO3/IaHHasl Ha OCHOBAaHHM IpHKa3a qupektopa Bamero npeqnpusitus Ne 24
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ot 15 cenrsiOpst Tekymero rojga, B cocraBe npexacenarens OcrtpoBckoro D.A.(3am.riiaBHoro Oyxranrtepa
3aBosia) M wieHoB komuccuu IletpoBoit O.H. (Gyxrantepa), HockoBoit H.U. (cT. 3KOHOMHUCTa TUIaHOBOTO
OTJIeNIa) TPOM3BENIa PEBU3WIO KAacChl 3aBOJIa IO COCTOSIHHMIO Ha 16 ceHTAOps Tekymero roxa. PeBmsms
MIPOBOJIMIIACH B MIPHUCYTCTBUH Kaccupa 3aBoga Kapramosa H.W. B pesynbpraTe mpoBeneHHOH peBH3HU OBLIO
YCTaHOBIICHO, YTO OCTaTOK HAJIMYHBIX AeHer B kacce cocrapiser 1030 pyOmeit 00 kom., oCTaTOK JAEHET Mo
kaccoBoit kaure — 1030 py0. 00 kon. [Ipyrux meHHOCTEH B Kacce 3aBoja He 0OHAPY)KEHO, YTO COOTBETCTBYET
JaHHBIM ydeta. KoMmmccns Takke yCTaHOBMIIA, YTO NMOPSIIOK BEACHHMS KAacCOBOM KHWUTU M XPAaHEHHUS JICHET
COOTBETCTBYeT TpeOoBaHMsAM IlookeHHMsT O BeAEGHHMHM KacCOBBIX OINEpalUidl  TrocyAapCTBEHHBIMH,
KOONIEPaTUBHBIMU M OOILECTBEHHBIMU MIPEATIPUATHIMH, YIPEIKACHUSIMHU U OPTraHU3alHUIMH.

AKT BCTYIHJI B IefiCTBHE C MOMEHTA YTBEPXKICHHS JTUPEKTOPOM.

3aganmue 6.

Jlupextopy 3A0 «Mononut» OcTpoBckoMy D.A. oT HauanbHUKaA nuoHepaareps Kopurynosa JLII.
JloxnanHas 3anucka. CornacHo BameMy IpeANUCaHUI0 MHOIO COBMECTHO C TEXHUKOM -CMOTPUTENEM
UleBuToBbIM P.A. 7-8 Mas 2004 roga nmpoBeeH OCMOTP KHUJIBIX IIOMEIICHUN 0a3bl OTABIXa HAIICH
tbupmsbl. Bee kmuple Kopmyca B yIOBJIETBOPUTEIBHOM cocTosHIE. OnmHako B Kopmyce Ne 1

HE0OXO0AMMO BCTAaBUTH CTEKJA, Kopryc Ne 2 cnenyer moOenuTs, a B Kopmyce Ne 3 Hafo MOJOTHATH
inBepu. [Tocie ycTpaHeHus 3TUX 1e(PEKTOB U COOTBETCTBYIOIIEH YOOPKH XKHIIBIE TOMEIICHHS Oy Iy T
MPUTOMHBI JUIS IpueMa oTabsixamux. Hagansauk nmuonepiareps JI.n.Kopmynos. 10.05.2004

3aganue 7

Tupexropy I1JI Ne 24 MycaeBoit E.A. ot macTepa npousBoacTBeHHOTO 00yuyeHus Cokomnooii T.I1.
CJIIYKEBHAS 3AIIMCKA B anpeine B kabunete Nel3 nmpoBoauiauch cieayroniue padoTel: -
MprOOpEeTEHBl MapKephl M )KUJIKOCTh JJII MApPKEPHOU TOCKH; - OTPEMOHTHPOBAHO 4 yUEHHUECKUX CTOJIa;
-~ OTPEMOHTHUPOBAHO 5 NMUIIymux MallluH; - OTPEMOHTUPOBAHO 2 CBCTUJIBHUKA, - COTJIACHO paClruCaHusa
MPOBOAATCA 3aHATUA MPOU3ZBOJACTBEHHOI'O 06y‘IeHI/IH; - COTJIaCHO Fpa(i)I/IKa MPOBOAATCA KOHCYJIbTAallUU
[0 AUIUIOMHBIM pa®oTaM; - coraacHo rpaduka npoBOAATCS (PaKyJIbTATUBHBIE 3aHITHUS [0 IPEAMETY:
«1C: IIpegnpustue u Kagps»; - padoTtaeT kpykok «APT-¢hoTo» - KaxkaAy0 NATHULY IPOBOIUTCS
reHepaibHas yoopka. Mactep npou3BoacTBeHHOTo o0yueHuss Cokomosa T.I1. 23.04.2010

3aganmue 8.

DTkpoiiTe cipaBounyro cuctemy KorcymnbranT [Inroc, uctons3ys BeicTpsiii monck, Haliaute popMy mpHkasza o
TprieMe COTpyIHUKa Ha padoTy ¢.T-1

PkoHomucT BacunseBa Exatepuna HukonaeBHa 1 cenTs6ps Tekymiero roja nojaana 3assieaue B8 000
JIyd» ¢ mpoch00ii MPUHITH €¢ Ha paboTy CIeUANTUCTOM (PUHAHCOBOTO OT/E/ia HA HEMOJIHBIN paboumit
neHb. Mucnexrop no xagpam CmupHoBa M.C. o0bscHmIa, uTO UpMa HMEET BO3MOXKHOCTD IPUHATH Ha
pabOTy SKOHOMHUCTA, HO Ha OCHOBE CPOYHOT0 TPYAOBOTO JoroBopa. TpyaoBoH 1OTOBOp ObLI 3aKI0YEH

b CeHTAOps U MOANUCAaH OT UMEHH QUPMBI reHepanbHbIM aupekTopoM MuponoBbsiMm JI.C. B ToT xe neHb
DbLII M3/aH MPHUKA3 0 JIUYHOMY COCTaBy, 3aBu3upoBaHHblii CMupHOBO# U.C. U IOPHUCKOHCYJIBTOM

XmeneBeiM 1.0. TIpuxa3 6su1 00bsaBieH Bacunbesoit E. H. mog pacmnucky 6 ceHTs0ps

Paznen 3. Opranu3amnusi 10KyMeHT0000pOTA

TecToBBIE 3aTaHUA

33; 34;35;
3.01.3;
3.01.8;
3.02.1;
3.03.2;
3.09.3

JononHute npeanoxeHue.

1) AOKYMEHTOOBOPOT - OTO

1A) JIOKYMEHTOOBOPOT JIOJDKEH OCYIIECTBJISATHECS TAKUM OBPA30M, UTOBbLI IBUKEHUSA KAXIOI'O
JOKYMEHTA BbIJIO..., MAPIIPVYT..., BPEMA [TPOXOX/JAEHUA .. ..
2) JlonoiaHNTE BUIBI JOKYMEHTOIIOTOKOB:

a) Bxogsamuit MOKyMEHTOTIOTOK-3TO. ... .

0) Ucxonsamuii TOKyMEHTOIIOTOK-3TO. . . .

B) BHyTpeHHMIT JOKYMEHTOIIOTOK-3TO. . .. .

3) YcranoBuTe NOCE10BaTENILHOCTS 0OPA0OTKH BXOASIINX JOKYMEHTOB
1)ucrionHeHNe JOKYMEHTOB;

2)rpueM U nepBUYHAs 00paboTKa;

3)moamuBKa JOKyMEHTOB;

4)peructpanys JOKyMEHTOB;

5)HampaBiieHHE Ha HCIIOTHEHUE;

6)IIpeIBapuTEIIbHOE PACCMOTPEHHE;

7)KOHTPOJIb UCTIOTHSHUS,

8)paccMoTpeHne IOKYMEHTOB.

4) JTonioniHUTE OIOK-CXEMY.

1) cocraBieHHe POEKTa UCXOAAIIET0 JOKYMEHTa;

2)npoBepKa NpaBUIBHOCTH OPOPMIICHHS IOKYMEHTa;

3
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6) MPOCTaHOBKA UCXOISIIETO HOMEPA HA JIOKYMEHTE;
7) npoBepKa MpaBUIIbLHOCTH aIPECOBAHUS;

9) moAmMBKa BTOPOTO SK3eMIUISIpa.
5) JlomoJjHuTe.
Peructpamus TOKyMEHTOB - 3TO 3aIlUCh , YUCTHBIX, JaHHBIX O JOKYMEHTE TIO ...
6)CootHecuTe.
1.Ha3naueHue 1OKyMEHTOB 2.. llens peructpanuu J0KyMEHTOB
a) 00eCIICYnTh yUeT;
0) co3aHue perucTpaliOHHO-CIIPABOYHOTO arapara;
B) OBICTPBIil ITOWCK;
T') IpelaHue IPUANICCKON CHJIB;
) OATBEPKIcHHE (haKTa CO3TaHUS IOKYMEHTOB;
€) KOHTPOJIb;
) IOATBEP KIeHHE (haKTa MOCTYIUICHUS U OTIPABKU JTOKyMEHTA.
7) Jomosnute TpeGOBaHMs PETUCTPALIMH JOKYMEHTOB.
1)  KaxmBIil JOKYMEHT PETHCTPUPYETCS TONBKO ... ;
2)  BXOISIIHWE JOKYMEHTBI PETUCTPUPYIOTCS ...;
3) ucxosIue U BHyTPEHHUE B ...;
4) BXOSIIHE, UCXOAIINE K BHYTPCHHUE TOKYMEHTBI PETUCTPUPYIOTCS
8) BribepuTe MpaBUIbHBINA OTBET.
Kakoii cpok 0TBOAUTCS XpaHCHUIO JOKYMEHTOB IO MECTY UX (hopMupoBaHus?
a)l rox; 0) 6 mecsues; B) 2 roaa; r) 2 rona u doee.
9) BribepuTe MpaBUiILHEIA OTBET.
OCHOBHBIE TOKYMEHTHI y4eTa ....
a) OITUCH;
0) HOMEHKJIATypa;
B) perucTpanuoHHas ¢popma;
T') JINCT-3aBEPUTEIIb;
1) 00JIOKKa Jiena;
€) BHYTPEHHSSI OMUChH.
10) domosHwure.
Howmenknatypa nen - ato .....
11) ®yHKIIMOHAIBHOE HA3HAUYEHHE HOMEHKJIATypHI JeI.
a)...;
0) cucremMaTHU3anusa U yueT JelT,
B) IPABWIBHBINA M OBICTPBINA OUCK JIET;
r..;
A)...;
€)yd4eT Jell BpEMEHHOTO XpaHeHHS,
XK) pa3paboTka HHPOPMAITHOHHO-TIOMCKOBOH CHCTEMBI.

12) ITOPAOK 3ABEJAEHUS JAEJ (I'OJ).

A)..;5)..; .B)....; D)oo D)...; E)..os w0

1.O®OPMJIEHUE JIEJI- ODTO..

2. HYMEPAIIMA JIMCTOB JEJIA ITPOU3BOAUT ....

3.JU014 YUETA JOKYMEHTOB B COCTABE ITOCTOSAHHOT'O U
BHYTPEHHEI'O XPAHEHUA COCTABIJIAIOT ... .

4 ITIOAUINMBKA U IIEPEIUIET ITPOU3BOJAUTCA B EJIAX OBECIIEHEHHUSA .. ..
5. JIOKYMEHTbI BHYTPHU JIEJI PACIIOJIATAIOT OBbIYHO B ... [IOCJIEIOBATEJIbBHOCTH

IIpakTnyeckue 3agaHus

y3

Y4,

¥5
Y.01.4;
Y.01.11;
Y.02.5;
¥.03.2;
¥.09.3.

3agava 1.

YcraHoBHTE 3TAanBl PabOTHl ¢ UCXOIAIMIAM JTOKYMEHTOM. Pacmpenenure »Tamsl o cXeMe W COSAMHUTE UX
CTpEeJIKaMH.

BrI mosryamiiy BXOAAIINNA JOKYMEHT I10CIIe pACCMOTPEHHSI PYKOBOJUTEIEM OPTaHU3AIMH, T B PE30TFOIHN
ObUTO YKa3aHO 3aJaHHE IOJTOTOBUTH OTBETHBIM JOKYMEHT ( IIFCEMO)

1. cormacoBanue;

2. UCTIOJNIHEHHUE U MOATOTOBKA JOKYMEHTA;

3. 3a7aHue 1o MOJArOTOBKE JOKYMEHTa;

4 moanycaHue;

5. OTIIPABKA U pETUCTPpALA UCXOASAIICTO JOKYMCHTA,
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6. perucTpauus BXOSLIEro MOCie PACCMOTPEHUS PYKOBOAUTEIIEM ;
Cxema padoThl ¢ HCXOAS MM JOKYMEHTOM
Buna nokymenranuu CrnenuajaucTt oTaeaa PykoBoaurennb Hcnoanureinb
AeJ0NMPOU3BOICTBA OpraHu3anuu

HUcxonsmmii ﬂoxweﬁg

YXOIHT B APYTYIO
OPTaHM3AIHIO

3amaua 2.

[Ipoananusupyiite 1 NOSCHUTE CIETYIOUIYIO CUTYAIHIO.

B nponecce ncnonHenus nokymenta Ceprees [1A. (0TBETCTBEHHBIN UCTIOIHUTENH) HECKOJIBKO pa3 HepenaBai
ero pabOTHHKAM JIpYyTHX moxapasaenceHuil. Korna morpeboBanock BEISICHUTB, T1I€ HAXOIUTCS TOKYMEHT H KTO B
3TO BpeMs C HUM paboTaeT, cexperapb Komoa C.T. He cMoria OTBETUTH Ha 3TOT BONpPOC, T.K. HE ObLIa
IIOCTABJICHA B U3BECTHOCTD O MOPSKE UCTIOTHEHHUS JOKYMEHTA.

Kakwne HapymeHns B X0/1¢ BeIEHU KOHTPOJIIS 32 HCIIOTHEHNEM TOKYMEHTa OBLIH TOMYIIEHBI ciry:k00i JJOY?
3amgaua 3.

OdopMuTh 00JI0KKY Je1a MOCTOSHHOTO, IOJATOBPEMEHHOTO XPaHEHHMs.- UCTIOJIb3Ys YCTaHOBJICHHYIO (hopMy.
Heno Ne 759.chopmupoBanno B MHoronpodmisHoM koywiemke npu MI'TY B oTaerne AeiIonpon3BOACTBA 3a
09.01.2016 — 26.12.2016. 310 HokymeHThl 0 padote apxua MK 3a 2016 r. Ha 127 nucrax.

3agaua 4.

CocTaBbTe JHCT-3aBEPUTENH JIea.

Ecnu neno Ne 05-04, B geno noAmuTo ¥ NPOHYMepOoBaHO 127 IHCTOB, €CTh MPOMYIIEHHBIE HOMEpa JUCTOB 42,
101, Tak >ke JTHCTHI BHYTPEHHEH OIMUCH 3, MuTepHBIe HOMepa JuctoB 26A. [lpu ¢hopmupoBannu mena ObLIO
0oOHapyXeHO, 9TO JHUCT 97 pa3opBaH W CKIICCH, JIUCT 54 WMeeT Hepa3OOpUMBEIA TEKCT, THCT 84 CKIIeeH U3 6
JIMCTOB.

3amgaua 5.

Ipoananusupytime u noschume CIeIyIOIIYIO CUTYaIHIO.

Jus ynoberBa paboThl Kaxkaelil criermanuct, padoraromuit B OO0 «Cdepay, 3aBogut cebe mamnku, Kyaa B
TE4YEHHUE OTPEJICIIEHHOT0 NMEePHOAa BKJIAIbIBAET COOTBETCTRYIONINE JOKYMEHTHI. Ha 06J10%KKaX 3amMMChIBAIOTCA
(haMuIUS M MHUIHMATIBl UCIIONHUTENS, a Tak)Ke T€ WM WHBIC HANpaBICHHUS €ro AEATENbHOCTH, HallpUMep:
Wpanos I1.P. 3roToBieHue 1 yCTAHOBKA PEKJIAMHBIX LLIUTOB.

Takum 00pa3omM, B NManKe HAKAIUTMBAIOTCS Pa3IMUHbIE JOKYMEHTHI, Kacarolluecs PelIeHNs JaHHOTO BOIpoca:
MUChMa-TIPEAJIOKECHNS, TTNChMa pPEKJIaMalliy, OTBETHBIC IMHChMa Pa3IMYHBIX OPTaHM3AIUN U TPEANPHITHH,
JIOTOBOPBI, akThl M Jp. Korma DOKYMEHTOB CTaHOBUTCA CIMIIKOM MHOTO, 3aBOAMTCS BTOpas Hamka ¢
AHAJOTUYHOH 3aIMChI0 Ha 00JIOKKE ¢ 100aBlIeHHEM ee HoMepa, Harpumep: VBanos I1.P

WzroToBneHne M ycTaHOBKA PEKIaMHBIX IMUTOB. Ne2 . B KOHIE rosja Mamkw C JAOKYMEHTaMH IEpeiaroT
CEeKpeTapio, KOTOPHIH NMOMEIAeT X B 00N mKag, B OTISICHHUS, T XPAHATCSA JTOKYMEHTHI ONpeeTIeHHBIX
crneanucToB. CoCcTaB M KOJIMYECTBO JTOKYMEHTOB B KaXK/IOH TMAITke HUKEM HE YYUTHIBAIOTCH.

Kak MOXHO oxapakTepu3oBaTh cHCTeMy (OpMHPOBaHMS A€l W ONEPATUBHOTO XPAHEHUs JOKYMEHTOB B
obmectBe? Kakum 006pazom oHa JOMKHA OBITH OPraHU30BaHa, YTOOBI MOXKHO OBLIO JIETKO HAXOAWTH HYXKHBIC
JIOKYMEHTHI U HCKIIIOYUTh BO3MOXHOCTh UX HOTepu?

3anmaua 6.

00O «Momoam» BO3TIABISETCS TEHEPAIbHBIM TUPEKTOPOM, KOTOPHIH HMMEET ABYX 3aMECTHUTENCH: II0
9KOHOMHYECKUM M NPON3BOICTBEHHBIM BOIIpocaM. B cTpyKkTypy ammapara ynpaBieHHs 00IIeCTBa BXOIAT TPH
(yHKIMOHAJBHBIX Mojapa3aeneHus: ciayxba JOY, Oyxrantepuss u otnen kaapoB. OcrampHas dYacTh
KOJUIEKTHBA — 3TO MHXXEHEPHO-TEXHHUECKHE PAOOTHUKY U paboure pasHbIX CIICIMAILHOCTEH, 3aHMMAIOIINXCS
HETOCPEICTBEHHO IPOM3BOACTBEHHON aesTenbHOCThIO. Ciyxba JIOY mpencraBieHa cekpeTapuaToM,
HMEIOIIUM B CBOEM COCTaBE€ YETBHIPEX COTPYIHMKOB: PYKOBOIUTENS CEKpeTapuara, ABYX CeKpeTapedl u
OTBETCTBEHHOT'O 32 apXMB O0IIECTBa.

Omnpenenure, KTO U3 AOJDKHOCTHBIX JIMI MOXET BOHTH B cocTaB skcnepTHOH komuccun OO0 «Monoamu»?
KTo MoxeT ObITh Ha3Ha4EeH IpejiceiaTeNIeM U CeKpeTapeM KOMUCCUH?

IToaroToBpTE TpMKa3 O CO3MAHMM SKCHEPTHOH KOMHCCHH. B mpukase HOWKeH OBITH ONpENeNeH COCTaB
KOMUCCHH, €€ 3a]1a4H, CPOK paboThl. MOXHO pykoBoAcTBOBaThCs [IpaBumamu 2015.

Co31aTh CBOIO ANIEKTPOHHYIO TIOUTY WM UCTIONB3YHTE yKe IeHCTBYIOIIYIO, BRIOEPHUTE IIOATOTOBICHHEBIE pPaHee
JIOKYMEHTHI (IICbMa, TTpHKa3bl.) OTHpaBeTe 4 3IEKTPOHHBIX JOKYMEHTA CBOUM JPY3bSM Ha AJIEKTPOHHEIC
anpeca. 3ahuKCHpyTE OTIIPABICHHBIE TOKYMEHTHI CKPUHIIIOTOM.
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Kpurepun oueHKH 3K3aMeHa

—«OTIU4HO» - TEOPETHUYECKOE COJEpXKAaHHWE Kypca OCBOCHO IOJHOCTBIO, 0€3 MpoOenoB, YMEHUs
chOpMUPOBaHbI, BCE IMPEIyCMOTPEHHbIE MPOrpaMMol yueOHbIE 3aJaHHsl BBIIIOJIHEHBI, KaueCTBO HX
BBIINTOJIHECHHU S OLICHCHO BBICOKO.

—«XO0pOoII0» - TEOPETHUECKOE COJEpKAaHME Kypca OCBOCHO IMOJHOCTHIO, 0€3 MpoOesoB, HEKOTOphIE
yMeHusi Cc(hOPMHPOBAHBI HEIOCTATOYHO, BCE IMPEAYCMOTPEHHBIE MpPOrpaMMOil yueOHbIe 3aJaHus
BBITIOJTHEHBI, HEKOTOPBIE BU/IbI 33JaHUI BBHITIOJHEHBI C OITHOKAMH.

—«Y IOBJIETBOPUTEIBHO» - TEOPETHUUECKOE COAECPHKAHUE Kypca OCBOEHO YaCTUYHO, HO IIPOOEIbI HE
HOCST CYIIECTBEHHOI'O XapakTepa, HEOOXOAMMble yMEHHsI pabOThl C OCBOEHHBIM MaTepHalioM B
OCHOBHOM C(OPMHUPOBAHBI, OOJIBITMHCTBO MPEIYCMOTPEHHBIX MTPOrpaMMoil 00yueHHs yuyeOHBIX 3aaHHH
BBITIOJTHEHO, HEKOTOPbIE U3 BBIMOJIHEHHBIX 3a/IaHUl coZiepKaT OIIMOKH.

- «HeynoBiIeTBOPUTEIIBHO» - TEOPETHYECKOE COJAEpIKaHHEe Kypca HE OCBOEHO, HEOOXOIUMBbIe
yMeHHs He ¢(hOpMHUPOBaHbI, BBINOJTHEHHbIE YUeOHbIE 3a/1aHUs CO/IePKaT IrpyOble OMHUOKH
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IIpunoxenne A
Oopasen opopMJIeHUS TUTYJIBHOTO JJUCTA KOHTPOJbHOM PadoThI

MunuctepcTBo oOpazoBanus U Hayku Poccuiickoit Deaepanuu

®enepalibHOE TOCYAAPCTBEHHOE 0I0/KETHOE 00pa30BaTEIbHOE YUPEKICHHE
BBICIIET0 00pa30BaHUs
«MarHuToropckui rocy1apCTBEHHbIM TEXHUUECKU YHUBEPCUTET
nM. I'. 1. HocoBa»
MHoronpopuIbHBIA KOJIJIEIK

KOHTPOJIBHAS PABOTA Ne
o AMCIUIIJIMHE
«TOKYMEHTAIMOHHOE OBECIHIEYEHUE YIIPABJIEHUS»

Bapuant

Beimonam (a)
CnenunanbHOCTh:

I'pymma
Mudp

[IpenonaBarens

MarnuToropck, 20__T.
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1

2

3

Ipunoxenune b
Oo0pasen opopMiIeHUs coePKAHUA KOHTPOJIbHOI padoThI

Conep:xkanue
TeopeTHYECKHI BOIIPOC 1....ovviiiiiiiiii i
(mexcm eonpoca)

TEOPETHUECKHIIM BOIIPOC 2 . .vvveenntteeenteeeaee e eieeeeeeeeaaeeenneeenns

HpaKTI/I‘leCKI/Ie 22 < 1 5 1 5 PN
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Ipunoxenune B
Oo0pa3oBaTebHbII MAPUIPYT 00y4aI0IIErocsi 3204HOM (POPMBI 10 Y4eOHOI
AUCUMILTHHE

KontponsHas
TOYKa

Kontpomupyemsie
pa3zaens! (TeMbl)
yueOHON TUCHUIIIIHHBI

Kontponupyemsie
pe3yabTaThl

OneHo4YHBIE CPECTBA

Nel

Pasnen 1. Pasgen 1.
OO0mas xapaKTepHUCTHKA
JIOKYMEHTaIIHOHHOTO
obecneueHus
YIpaBICHUSL

OK. 02; 3.02.1;
v.02.5;

0K.03; 3.03.2;
v.03.2;

0OK.05; 3.05.8;
Vv.05.3;

OK.10; 3.10.2.
v10.3;

IIK. 1.1; V1, ¥2; 31;
TIK.1.2; Y4, 33;
I[IK.2.1; V1, ¥2; 34;
IIK.3.2; V1; V2; 31;
32;

I1K.6.2; V1; 31;

Jomarnsst
KOHTpOJIbHAas paboTa
Nel

Tect
[IpakTnueckas pabora Nel

Ne2

Paznen 2. CucreMbl
AOKYMEHTAIIOHHOT 0
o0ecreyeHHs
ynpaBJieHHsA

OK. 01; 3.01.8;
V.01.1; ¥.014;
0K.02; 3.02.1;
Vv.02.5;

OK.05; 3.05.8;
Vv.05.3;

OK.09; 3.09.3
¥.09.3;

IIK.1.1;¥1; V2; 32;
T1IK.2.2; V1;¥2;32;
34;

1IK.3.4; ¥1;¥2;31;
32;
[IK4.2;V1;¥2;31;
32; 33;

I[IK.4.3; V!, ¥2; 31;
32;

Jomarnsst
KOHTpPOJIbHAs paboTa
Nel

Tect
[IpakTrgaeckue paboTer No
2-5

Ne3

Paznen 3.
Opranusanust
JOKYMEHT0000poTa

OK.01; 3.01.3;
3.01.8; V.01.4,
Y.0l1.11;

0OK.02; 3.02.1;
v.02.5;

OK.03; 3.03.2;
V.03.2;

OK.09; 3.09.3
Vv.09.3.

IIK.1.2; V4, 33;
IIK.2.1; Y3; V5; 34,
35;

IIK.2.2; V2;¥V3;32;
34;

I1K.2.6; Y3; V4, 34;
35;

IIK.2.7; V4, V5; 35;
I[IK.4.6; Y3, V¥5; 33;
34; 35;

IIK.4.7. V4; V5; 33;
34; 35;

Jomarnsst
KOHTpOJIbHAs paboTa
Nel

Tect
IIpaxTnuyeckue paboTsr No
6-8
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Ned

Jomyck k
3a4eTy

Jomarrnsst
KOHTpOJIbHast paboTa
Nel

1. IlpakTuyeckue padOTHI
Ne 1-8
2. IlpakTuueckoe 3a1aHue

IIpomexyTou
Hasl
aTTecTanus

KommnnekcHslit
nuddepeHnrpoBaHbIit
3a4er

OK. 02; OK.03;
OK.05;0K.10;
IK. 1.1;
IIK.1.2;I1K.2.1;
I1K.3.2; I1K.6.2;
OK. 01; OK.02;
OK.05; OK.09;
IIK.1.1; I1IK.2.2;
I1K.3.4; TIK.4.2;
1K .4.3;

OK.01; OK.02;
OK.03; OK.09;
IIK.1.2; TIK.2.1;
I1IK.2.2; TIK.2.6;
I1K.2.7; IIK.4.6;
11K .4.7.

AynuropHas
KOHTpPOJIbHAS
pabota

1. TecToBbIe 3agaHug
2. IlpakTiueckue 3a1aHus
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