S —

3

()

\
\ /

<, -
———

MMHHUCTEPCTBO OBPA3OBAHMSA 1 HAYKH POCCHUMCKON ®EJIEPALINN
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Mertoaudeckne ykazaHus mno yueOHoM aucuMiuivHe  «/loKyMeHTaluMOHHOE
obecrnievenne  ynpasnenus» paspaboranst ¢ ydserom ®PI'OC  cpeanero
npodeccuonansHoro obpaszosanus cneyuansHocTd 40.02.01. IlpaBo u opranu3ainus
couManbHOro obecrnevyeHus mNpeAHa3HauyeHbl Ui CTYJACHTOB M Mpernojasaresei
KOJTe KA.

MeTtofideckne yKazaHHs ONpPeAeNsOT JTamnbl BbINOJIHEHUS paboTbl Ha
NPaKTHYeCKOM  3aHATHH,  COJACPXKAT  PEKOMEHJAUMM MO  BBIMNOJHEHHIO
MHAMBHAYaAIbHBIX 3adanuii W o0pasubl pelleHus 3a7a4, a TaKkKe CIUCOK
peKOMeH lyeMOi JIuTepaTyphl.

Cocrasurens (aBTop): H.B. Peka, npenojasarens konemka DYII1

PaccMoTpensl Ha 3acelaHHHM MPEAMETHOH (LHMKIOBOH) KOMHUCCHH CIELHATBHOCTH
40.02.01. IlpaBo u opraHu3anys CoLMANBHOTO obecreyeHus

[Iporokon Ne 1 ot «30» asrycra 2017 r

[Tpencenarens [(L)K cneunansHocTH //&’% M.A. Jlorsukosa

JHMHRN (IOANHCS

H 0ﬂ06pel-lbl PCLICHUEM y‘{CGHO-MeTOI[H‘IeCKOI‘O COBETa KOJIJIeDKa.

[Tporokon Ne 1 or «30» aBrycra 2017 r

xgfib y4eOHO-MEeTOHYECKOro CoBeTa KoJule/pKa
C.B.lllunakoBa

PekoMeHI0BaHbl K IIPaKTHYECKOMY TpPHMEHEHMIO B 00pa3oBarelbHOM
npouecce.



Conepxxanue

1. TlogcuureapHasd 3anUCKA.
2. Mertoandeckue peKOMEHIAIMH 110 BHITIOJHEHUIO MPAKTHYECKUX PadoT.

3. PaboTta ¢ mOTIOTHUTENHHON TUTEPATYPOH.



IosicHUTEILHASA 3aNMNCKA

MeTtoauueckre yka3zaHUsl [0 BBIIOJHEHHUIO MPAKTUYECKUX paboT mo aucuuruinHe «JOVYy»,
JUIl CTYIAEHTOB BTOporo kKkypca Kosuiemka 3KOHOMUKM ynpasieHus u npasa npu HAI'TY,
pa3paboTtanbl Ha ocHOBe «Paboueil mporpammby aucuuiiinHel «/{OY» U B COOTBETCTBUU C
TpeOOBaHUSAMH K  00fA3aT€IbHOMY MHHHMYMY COJACP)KaHUS U YPOBHA  IOJATOTOBKHU
roCy/1apCTBEHHOT0 00pa30BaTEIbHOTO CTaHIAPTa CPeIHEro NpodhecCHOHaILHOTrO 00pa3oBaHusl.
[IpencraBieHHbIE METOAMYECKUE YKA3aHUS pa3pabOTaHbl C HeJabI0:

3aKpeIJICHHs MOJIYYEHHBIX TEOPETHUECKUX 3HAHUH M0 AUCLHUILINHE;

(dbopMHpOBaHUs YMEHHUI MPUMEHSTH IOJIyYE€HHBIE PE3yIbTAaThl HA MPAKTUKE HA OCHOBE

pa3paboTaHHBIX MPOU3BOJICTBEHHBIX CUTYaIUi;

BbIPa0OTKH CaMOCTOSTEIBHOCTH U TBOPUECKON MHUIIMATUBBI.

OCHOBHOI1 3aa4e SIBIISIETCS:

- npuoOpeTeHne 3HAHWK TPABWIJI COCTABJICHUS M O(OPMIICHUS TOKYMEHTOB, OCHOBHBIX
MIPUHIIMIIOB U 3TAMOB OPraHU3alluU JOKYMEHTAIIMOHHOTO 00ECTIeUeHUs yIPaBICHHUS.

CTyaeHT N0KeH:

- ymemas:

MOJIb30BAThCS.  OCHOBHBIMH ~ HOPMATHBHO-TIPABOBBIMH  JOKYMEHTaMH B o0xacTu
JIOKYMEHTOBE/ICHHUS,

COCTaBIIATh M O(POPMIISATH JOKYMEHTHI B COOTBETCTBHHM C [ OCyqapCTBEHHBIMH CTaHAAapTaMHU
Poccuiickoit denepaiuu;

POEKTHPOBATH (POPMBI JJOKYMEHTOB;

BHEJPATH YHUPHUIIMPOBAHHBIE CUCTEMBI TOKYMEHTAIIUH B MTPAKTHUKY.

[Ipu moAroToBKE K MpakTHYECKOW paboTe He0OXOANMO MU3yYUTh Ha OCHOBAHHH JICKITUH HITH
y4yeOHHKa MaTepual o MpeagaraeMoi Teme, HOBTOPUTh ONPEIEIeHUs, TEPMHUHBI, a TAKKE U3yUUTh
HOPMAaTHUBHO-METO/IMYECKYI0 0a3y Aenonpoun3BoAcTBa. [locie BhIMOIHEHHS MPaKTUYECKOW padOThI
CTYAEHTHI JOJDKHBI IPEACTaBUTh 0T4eT. OTYET BBIOIHAETCA Ha JucTax opmata A 4.

OTYeT NOKEH CONepKaTh:
TEeMY MPAaKTUUECKOH paboThI;
1eJIb TPAKTUYECKON padoThI;
coJiepKaHue paboThl;
(baMuIMIO CTY/IEHTa U HOMEp IPYIIBL, AaTy
[Ipu omeHke mnpakTUYeCKOM paboThl oOpalaercss BHUMaHHWE Ha TIOJHOTY H
JIOCTOBEPHOCTh OTBETOB Ha BOIPOCHI, MPABWJIBHOCTb COCTaBICHUS U OQOPMIICHHS JOKYMEHTOB.
[Tpy oTCyTCTBMM yKa3aHHBIX HYHKTOB OIleHKa MO paboTe MOXXeT ObITh CHIDKeHa. B ciyuae
BO3HUKHOBEHHUSI HETOYHOCTEH B MPEJCTaBICHHON paboTe CTYJEHTOM IMpenojaBaTellb MOKET
noTpedoBaTh YCTHOM 3aIUTHI pa0OTHl HA OCHOBAHUH MPEICTABICHHBIX BOIIPOCOB.
Bce npencraBnennsie paboThl 00s13aTeIbHBI K MCIIOJHEHHIO HA MPOTSHKEHUH BCETO
Kypca H3y4eHMs JUCLHUIUIMHBL. B ciydae mnpomycka CTyA€HTOM HPaKTHUECKHUX 3aHATUI
HEO0OXOUMO Ha OCHOBaHMHM METOJIMYECKUX YKa3aHWN MO BBIMOJIHEHHUIO PaOOThl BBHINOIHHUTH €€
CaMOCTOSITENIFHO € 00s13aTeIbHON 3aIIUTON Y MpenojaBaTess.

[IpencraBieHHble MpakTUYecKre pabOTHl UMEIOT B OCHOBHOM PENpPOAYKTUBHBIN Xapakrtep,
T.€. NPU MX MPOBEJEHUU CTYAECHTAM IIpEIaraloTcs HHCTPYKLHMH IO WX BBINOJIHEHHUIO. B
pe3yJbTaTe BBHINOJIHEHUS MPAKTUUYECKUX PabOT CTYJEHTHI JOKHbI

- 3Hamb '

l'ocynapcTBeHHble CTaHAAPTHI B 00J1IaCTH JOKYMEHTOBEACHHUSI, POPMBI, METOJIbI M CUCTEMBbI
JOKYMEHTHPOBAHUS, METO/Abl KiacCU(UKALUKM, TUIMU3ALUN, YHUPHUKAIMM M CTaHAapTH3aLHUU
JIOKYMEHTOB, a TaK’K€ COCTaB YHU(PHUIIMPOBAHHBIX CUCTEM JIOKYMEHTAIIHH;
B nporiecce 00ydeHnss OCHOBHBIM PYKOBOJISIIMM MaTepHaiOM JJIsi CTY/I€HTOB SBIISETCS
I'OCT P 6.30 — 2003 «YHudumupoBaHHbIE CUCTEMBI JOKYMEHTAIUN. Y HU(PUITUPOBAHHAS CHCTEMA
OpraHU3alMOHHO-PACIIOPSAAUTEIBHON TOKYMEHTALIUN.



JUisi yCTIeUTHOTO BBIMTOJHEHUS IPAKTUYECKOH paboThl, HEOOXOAUMO YCBOUTH, YTO TAKOE
JOKYMEHT, U3 KaKMX 00s3aTeJIbHBIX YaCTeil OH COCTOUT, HA KaKUe TPYIIIbI AESATCS TOKYMEHTHI 10
Pa3IMYHBIM MpU3HaKaM (10 CpeACcTBaM (PUKCALNH, T10 BHJIAM JIESTEIBHOCTH U Ap.), KaKue
TpeOOBaHUS MPEIBIBISIIOTCS K JOKYMEHTaM 110 uX ¢hopMe u coaepkanuio. Hy Ho 3anoMHUTh
3HaYCHHE TAKUX YNOTPEOISIEMBIX B ICTONPON3BOICTBE TEPMUHOB, KaK PEKBU3UTHI, POPMYILSD,
rpudbl, BU3a, pe30JIroIus, ab0peBruaTypa, CHMBOJ, H JIp.

[Ipu cocraBieHuu m00Or0 JOKYMEHTa CIIEAyeT HMOMHHUTh O YHCTOTE PYCCKOTO S3bIKa, O
CTpO>Kaiileil akKypaTHOCTH B OOpAIIeHUH C JOKYMEHTaMH.

[IpennoxxeHHble TPAKTHYECKUE 3aHATHS BBIMOJHIIOTCS C HCIOJB30BAaHUEM BO3MOXKHOCTEH
KOMITbIOTEPA (TEKCTOBBIX PEIAKTOPOB, 1 MHTEPHETA).

IIpakTuyeckoe 3anaTue Ne 1 «JlokymenTt. IIpusdHakm u (YHKIUM JOKYMEHTA.

Cucremaru3anms 10KyMEHTOB [0 BUAAM M TPyIIIaM»

XapakTep paboTsl (PENPOAYKTHBHBIM, ITOMCKOBBIH )

dopma opranuzanuy yueOHoU AesTeNbHOCTH yuauxcs (hpoHTanbHasl, TPyNnoBas,

WH/IUBUIyaJIbHAsN):

JAnaakTuyecKue e NPakTH4ecKoil padoThl:

O06001Th, 3aKPETTUTH TEOPETUIECKUE 3HAHUS 110 TEME:

CdopmupoBaTh NPaKTUYECKUE YMEHUS U HABBIKH:

TpeGoBanus K 3HAHUSAM U YMEHUSAM YUYALIMXCH:

CMYOeHmbl 001HCHbL 3HAMD:
- ompesiesieHus: uTo Takoe «JlokymenTy, «Odunmanbusii qokymeHT», «[lommmaanky, «Komnus
nokymeHTa» — «llonmuHHbI ToOKyMeHT», « [loanoxHsbliy, « OpuruHa i,
(GyHKIMH TOKYMEHTa, MPHU3HAKH JTOKYMEHTA.

- CUCTEMAaTH3alUI0 TOKYMEHTOB 10 BUJIaM U Ipynnam
CIYOEeHmbl O0NHCHBL YMEMb:

- CUCTEMAaTU3UPOBaTh JOKYMEHTHI 110 BUAM U TPYIIIaM

JlutepaTypa u cpeacTBa 00yu4eHus:

OcHoBHasi iuTepaTypa:

1. M.U. bacakos, O.H. 3amsbinkoBa JlenonpousBoactso Uza. ®denuxc 2007
2. TOCT P 6.30.-2003 «YHUpHUIUPOBAHHBIE CUCTEMBI JOKYMEHTAIMU. Y HU(DUIIUPOBaHHAS
CHCTEMa OpraHU3AIMOHHO-PACTIOPSAIUTEIHLHON TOKYMEHTAIIUH.

CpeacrBa HaArJISIIHOCTH:

Cxema: «Knaccudukanus nokymeHtoB», [OCT P 6.30.-2003 «YHudumupoBaHabie CHCTEMbI
JTOKyMEHTaIuu. Y HU(pUIIUPOBAHHAS CUCTEMA OPTraHU3allMOHHO-PaCTIOPSAUTEIHHOM
JIOKYMEHTAITUH.

JuIaKkTudeckas CTPYKTYpa 3aHATHSL:

AKTyaJM3anusi ONOPHBIX 3HAHUI U MPAKTHYECKOI0 ONBbITA MPH JOMYyCKe K padoTe:

1. TloHATHS «IENOMPOU3BOACTBOY, ITOKYMEHTY, «(POPMYIISIP TOKYMEHTaY, «PEKBUZUT.
«OdurmanbaeIil 1okymMeHT», «[logmuaanky, «Komus mokymeHnTa» — «[1oIMHHBIA JOKYMEHTY, «

[ToanoxHsbIi», « OpuruHa Jn».

2. DyHKIWU JOKYMEHTa
3. Tlpu3Haku TOKyMEHTA.
4. Knaccuduxanus nokymeHToB OPJ]
5. Bunbl 10KyMeHTOB
Teopernyeckuii MaTepuaj K NPpaKTHYECKOH padoTe

1 JIokymMeHT ¥ CIOCOOBI TOKYMEHTHPOBAHUS



1)
2)
3)
4)
5)
6)
7)
8)

9)

2 Ilpu3Haku JOKyMEHTa

3 OyHKIHUM TOKYMEHTA
1 JIokyMeHT U crioco0bl JOKYMEHTHPOBAHHS
1.1 TToHsATHE «TOKYMEHT»

Henonpouzeo0cmeo — 0Tpacib YEIOBEUECKOU A TEIBHOCTH MO Pa3paboTKe U 0POPMIICHHIO
OpUIMATBHBIX JOKYMEHTOB, OpTraHU3aI[UH UX JBWKEHUS, yUeTa U XpaHEHUSI.

Jokymenm — 3T0 TOKyMEHTHPOBAHHAS HA MaTepHAIbHOM HOCUTelNe HH(OpMAIHs B BUIC
TEKCTa, 3BYKO3aIUCH HIIM U300pakeHUs C PEKBU3UTAMU, TIO3BOJISIOLUIUME €€ UACHTU(PHUIINPOBATD,
npeIHa3HauYeHHAs JJIs TIepe/laui €e BO BPEMEHH U B TIPOCTPAHCTBE B LIEJSIX XPAHEHUS
MCIIOJIb30BaHUs, B TOM YHCIIE U KauecCTBE JI0Ka3aTelbCTBA.

Hokymenmuposanue — 3aniuch MHOOPMAIMH HA PA3TMYHBIX HOCUTEISX 110 YCTAHOBJICHHBIM
IpaBHUJIaM.

Jlokymenmoobopom — MBUKEHHUE U yUET TOKYMEHTOB (TIOJy4eHue, 00paboTka,
perucTpanus, KOHTPOJIb UCIIOJIIHEHUS, TEKYIIee XpaHeHHE, OTIIPaBKa)

Hokymenm nuuHo020 npoucxoxcoeHuss — 3To JOKYMEHT, CO3JaHHbII JIMIIOM BHE CephI ero
CITy’keOHOM J1eATeTbHOCTH WM BBHIMIOJTHEHUS OOIECTBEHHBIX 0053aHHOCTEH.

OguyuanvHulii 0OKyMeHm — 3TO TOKYMEHT, CO3JIaHHBIN FOPUANYECKIM WA (PU3NIECKUM
JUIOM, O)OPMIICHHBIH U yIOCTOBEPEHHBIN B YCTAHOBICHHOM IOPSIJIKE.

OdunmanbHbI TOKYMEHT 001a1aeT HEOOXOAUMBIM JIJIST YIIPABICHUECKON AEATEITbHOCTH
CBOMCTBOM — ropuduyeckoll cunol, 4T0 03HAYAET, YTO JOKYMEHT MOXKET CIY>KUTh MOTHHHBIM
JI0Ka3aTeIbCTBOM 3aKIIIOUYCHHOH B HEM HH(OpMAITIH.

Apxuenoe 0eno — NeSTENBHOCTH 110 OPTaHU3AIMH JOJITOBPEMEHHOT'O XpaHEHUS JOKYMEHTOB.

Cucmema 0oKymeHmayuu — 3T0 COBOKYITHOCTh B3aUMOCBSI3aHHBIX IOKYMEHTOB,
HCIIOJIb3YEMBIX B OIpe/IeTICHHON c(hepe YeIOBEUECKOM e TEIbHOCTH.

Yuuguyuposannas cucmema ookymenmayuu (Y CIl) — IOKyMEHTBI, CO3JJaHHBIC 110 €UHBIM
MpaBHJIaM U TPEOOBAHUSM.

Cnocobwl puxcuposanus ungopmayuy — OT TUCbMEHHOCTH J0 KHUTOIEYaTaHus,
dboTokonupoBaHue, KHHO3AMKICH U Jp.
Hocumenu ungpopmayuu — 6epecta, nanupyc, oymara, porodymara, TMCKeTbl, JUCKU U T.J1.

2 OyHKIUH JOKYMEHTA

JIOKyMEHTBI MOTYT BBITIOJIHATH CIEAYIONUe (PyHKIINN, KOTOPBIE MOXKHO pa3/IeuTh Ha 3
61oka:

HNupopmanmonnast yHkuus — 370 puKkcupoBanue uHpopmanuu (PpaxTon, COOBITHI)

ConuanbHas — nH(pOpMAIHS O MPOLECccax, MPOUCXOIAIINX B 00IIECTBE

[Monutrueckast — mHGOpPMAIHS O TIOUTHKE TOCYIapCTBA

KommyHukaTHBHas — 3TO niepeada nHGOpMaIlid BO BpEMEHHU U MPOCTPAHCTBE( B HACTOAIIEE
BpeMs BO3POCIIM KOMMYHHKATHBHBIE BO3MOXXHOCTH JJOKYMEHTa C MTOMOIIbI0 HTepHeTa,
AIIEKTPOHHON TTOYTHI)

VYnpasnenueckast QyHKIHS — JOKYMEHT BBICTYIIA€T KaK CPEJICTBO YIPABICHUIECKOM
JESITEIIbHOCTH

[paBoBast (hyHKIMS — JOKYMEHT BBICTYIIAET KaK PEryJSITOP PA3IMUHBIX CTOPOH JESTETEHOCTH OOIIECTRA,
TOCYIapCTBa, YUPEKIEHHS, IPEANPUSITHS.

VYuerHast pyHKIMS TOKyMEHTa — JJOKYMEHTBI IMEIOT YHU(DHITPOBAHHYFO (hOpMY, YTBEPIKICHHYIO
rOCyJapCTBEHHBIMU opraHamy. OCHOBHBIE BUJIbI YU€Ta : CTATUCTUYECKHH, OyXTaTepCKuid, OrlepaTUBHBIIA.

KymbTypHast yHKIMSI — JOKyMEHT BBICTYIIAET B KAUeCTBA CPEICTBA 3aKPETUICHHS U TIepe/Iadl KYJITYPHOMU
TPAIUIIHH.

OyHKIWS HCTOPUYECKOTO HCTOYHHKA - dTa (DYHKIIUS U3yJaeTcsl HAYKOH : ICTOYHMKOBE/ICHHE U Ka9eCTBO
JIOKyMeHTa Oy/IeT OIpeIeIIsIThCsl TOYHOCTBEO, KOHKPETHOCTBIO U TTOJTHOTOM MH(OPMALTUH.

IIpu3Haku 10KymMeHTa

1) Hamure cMBICTIOBOTO COMEpAKaHKSL.



2)
3)

4)

ConeprxaHue JOKyMEHTa 3aK/TI04aeT B ceOe BBIIETICHHYIO 110 ONPEIEIICHHOMY Ha3HAYEHHIO HH(OPMALTHIO C
PEKBH3UTAMH, TIO3BOJSFOIIMMU €€ UIICHTU(DUITPOBATH C KOHKPETHBIMH CyObeKTaMH. C HaTMUHeM 3TOH
MH(POPMALUH CBSI3aHBI FOPUMUECKHE TTOCTIEICTBYSL.
CralwibHas BerecTBeHHas (popma — 00ecieurBaeT JOITOBPEMEHHYIO COXPaHHOCTb JOKYMEHTA,
BO3MOYKHOCTb MHOTOKPATHOIO HICTIONE30BAHMS M TIEpEMEIIeHHsT MH(OPMALIMH B IIPOCTPAHCTBE U BO BPEMEHH.
[penHa3zHayeHHOCTb 151 UCTIOB30BAHMS B COLMATBHON KOMMYHHUKAIMH — TO €CTh JIOKYMEHTBI H3HAYATbHO
npeHa3HaueHBI 15 XPaHEHHS M TIepe/iadi BO BPEMEHH MPOCTPAHCTBE.
3aBepIIeHHOCTh COOOIIEHNS — 00YCIIaBIMBAETCs 00JIACTHEO MPUMEHEHHSI TOKyMeHTa. UepHOBUK HE MOYKET
SIBJIATHCS TOJTHOLICHHBIM JIOKYMEHTOM.
[o Ha3HAYEHUIO TIOKYMEHTBI MOT'YT OBITh:
ToonurHuK — 310 TIEPBBII SK3EMITTEP OQUIUATBHOTO TIOKyMEHTa
y6nuxam — 510 IOBTOPHBIH SK3EMIUTSIP MOUTMHHUKA JIOKYMEHTA, UIMEIOIINIA IOPHIMYECKYIO CHITY
Konus ooxymenma — 310 JOKYMEHT, IOJTHOCTBEO BOCIIPOM3BOISIIMIA MH(OPMALIMIO TIOJTMHHOTO JIOKYMEHTA U
BCE €10 BHEIIIHUE MPH3HAKH.
1100 1opuouueckori cunou TOKyMeHTa IOHUMAETCsl CBOMCTBO O(DMLMATIBHOIO JIOKYMEHTA, OPOPMIIEHHOTO B
YCTaHOBJIEHHOM TTOPSIIKE.
Io ropymyeckoi cuiie JOKyMEHTbI MOT'YT OBITh TO/UTMHHBIMH U IOJUIOKHBIMU.
Toonunnwiii dokymeHm — 310 TOKYMEHT, IOATBEPK AL JIOCTOBEPHOCTD €0 TIPOUCXOAKICHUS
Toonooicnwvlil (hanvcughuyuposarmwviii) — 310 HaTBIIMBBIA JOKYMEHT, U3TOTORIICHHBIN C COOITIO/ICHIEM
YCTaHOBJIEHHOM (DOPMBL
JIoKyMEeHT MOYKET OBITh MOHOCTHIO (PATTbCH(MIIMPOBAHHBIM M YACTHYHO.
Io gpemenu nosigneHs JOKYMEHTOB BO BHEIIIHEH Cpefie pa3inyaroT OPUTHHAIBI U KOITHH.
Opueuran — IOIIMHHVK JIOKYMEHTA, CO3[aHHBIN B TIGPBBIN pas3, IPE/ICTABIISFOIIHI COOOH ¢IMHCTBEHHBIN
SK3EMILTSIP JOKYMEHTA.
Konus- 310 IOBTOPHOE BOCTIPOM3BENICHNE TIOTMHHHKA.
Kaacecndpukanmusa nokymentos OP/]
JIOKYMEHTBI 110 BUY ACATEIBHOCTH ACTATCS HA YETHIPE TPYIIIBI
1. .OpraHu3anuoHHO-TIPABOBBIE TOKYMEHTHI:
(ycraB, mTaTHOE paciucaHue, MHCTPYKIUS, TOJDKHOCTHAS MHCTPYKIIUS ).
2. PacnopsiauTenbHble JOKYMEHTBI:
(TocTaHoBIIEHHE, IPUKA3HI IO OCHOBHOM JIESITETFHOCTH, BBITICKA U3 IPUKA3a,
yKa3aHHe, pacopsHKeHue
3. HudpopmanmoHHO-CTIpaBOYHBIE TOKYMEHTHI:
(mporokosn,  OOBSICHWTENbHAs  3amUcKa,  3asBIeHME,  TeJerpamma,  (akc,
TeneoHOrpaMMa, CIpPaBKH, CBOJKA, 3aKIIOYCHHE, TEepeueHb, CIy>)KeOHOE MHCHMO,
aKT).
4. JIOKyMEHTHI IO JIMTYHOMY COCTaBY:
(3astBIIEHUS, TPY/IOBBIE IOTOBOPA, AaHKETHI, CHPAaBKH, XapaKTEPUCTUKH,
YIIOCTOBEPEHUS, INYHbIE KAPTOUKH, YUETHbIE (POPMBI)

1. BpinosiHeHHMe NPaKTHYecKOW padoThbI.
3aznanue and 1 BapuanTa: 1. PaccopTupoBaTh JOKYMEHTHI IO IpyIIIaM:
OOBsICHUTENIbHAsA 3allMCKa, AaHKeTa, TIIOCTAaHOBJIEHWE, BBIIUCKA W3 MPHKa3a,
CIIy’)keOHOE€ TIHUChbMO, XapaKTEPUCTHKA, IPOTOKON, JOJDKHOCTHAs WHCTPYKLUS,
CIpaBKa, TPYJOBOH IOrOBOP, 3aKIIOYEHUE, YCTaB, (hakc, 3asiBIICHUE.
2. Ha ¢opmare A4 cocTtaBuTh MpUKa3 MO OCHOBHOW JESTEIBHOCTH,
BBIMKCKY U3 MIPUKa3a U PaclopsKeHue.

3aganue s 2 BapuanTa: 1. PaccopTupoBaTh JOKYMEHTHI 11O TPYyNIaM:
XapaKTepUCTHKa, TeleOHOTpaMMa, PUKa3, IITaTHOE paclucaHue, yKa3aHue,
CBOJIKA, JINYHbIE KAPTOUKH, TUCbMO, HHCTPYKIIMSI, PACHOPSKEHUE, TPOTOKOII,
yJIO0CTOBEpEHHE, CIIPaBKa, yUeTHbIE ()OPMBI, AKT.
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2. Ha dopmare A4 cocraBuTh MpHKa3 10 OCHOBHOW JIESATEIHHOCTH,
BBIMKCKY U3 MIPUKa3a U IOCTaHOBJICHUE.
OTBer AJ1s mepBOro Bonpoca 0(hOPMUTH B BUJE TAOIHUIIBI

Ne Bunper OP/] Ha3zBanue 1okyMeHTOB

OTBeTHTH HA KOHTPOJIbHBIE BOMPOCHI
HazoBute 0OCHOBHBIE MPH3HAKK JJOKYMEHTA U IAUTE KPATKYIO XapaKTEPUCTUKY KOKIOr0 U3 HUX
Uro Takoe ropuauyeckas Cuia JOKyMeHTa?
Jaifte onpenernenne NOIMHHKKA U TyOIMKaTa IOKYMEHTa.
[aiite orpenenieHre Konmu IOKyMeHTa.
Kora kormst mproOpeTaeT I0puIiIecKyro CITy?
UeM MOUTMHHBIA TOKYMEHT OTJIMYAETCSl OT MOTI0AKHOI0?
Yo npeacrapisieT codoi TOKYMEHT, abCh(UIMPOBAHHbIHA TOTHOCTHIO?
Uro npencrapisieT co00i TOKYMEHT, (GaTbCHHIMPOBAHHBIN YaCTUIHO?

Yro npeacrapisieT coOoi OpUruHai IOKyMeHTa?

IpakTuyeckoe 3anaTue Ne 2 «Biaanku 10KyMeHTOB. Buabl 6,1aHKOB. PEKBU3UT T0KYMEHTA.

XapakTep paboThl (PENPOAYKTHBHBIN, TOMCKOBBIH )

Dopma opraHuzanuy yaeOHOH NeATeTbHOCTH ydamuxcst (GpoHTaIbHas, TPYIIOBas,

WHIUBHyalIbHAs):

JnakTuyeckue 1ejJu NPaKTHYecKOi padoThl:

O06001Th, 3aKPENUTH TEOPETUUECKUE 3HAHUS 110 TEME:

CdopmupoBaTh MPaKTUUECKUE YMEHUS U HABBIKH:

TpeGoBanus K 3HAHUSIM M YMEHUSIM YVYAIIMXCH:

CHLYyOeHmbl 00JIHCHBL 3HAMb:

- IOHATHS: «IOKYMEHT», «PEKBU3UT JOKYMEHTa», «OJIaHK TOKYMEHTay, «OOIHH OJIaHK», «OIaHK

UChbMay

- BUJIbI OJTAHKOB
CIYOEeHmbl O0NHCHBL YMEMb:

- 0hOopMIIATH OJaHKU TOKYMEHTOB

Jluteparypa u cpecrBa o0yueHHs:

OcHoBHas iuTepaTypa:

3. M.U. bacakos, O.1. 3amsinikoBa Jlemomnpoun3Boactso MUz, denuke 2007
4. TOCT P 6.30.-2003 «YHupUIMPOBaHHBIE CUCTEMBbI JOKYMEHTAIMH. Y HUDUIIUPOBAHHAS
CHUCTEMa OpraHU3alMOHHO-PACTIOPATUTENLHOMN TOKYMEHTALIUH.

CpeacrBa HarJISIIHOCTH:

Cxema: «Bunpl 6;1aHKOBY, « YTIIOBOE U MPOJIOIBHOE PACIIONOKEHNE PEKBU3UTOB B Omanke», ['OCT
P 6.30.-2003 «YHupuIMpoBaHHbIE CUCTEMBI JOKYMEHTAIMH. Y HU(DUIIUPOBaHHAs CHCTEMa
OpraHU3aI[MOHHO-PACTIOPAAUTENLHON TOKYMEHTAIUH.

JuIaKkTudeckas CTPYKTYpa 3aHATHSL:

AKTyaJM3aums ONOPHBIX 3HAHMI U MPAKTHYECKOI0 ONbITA MPHU A0NycKe K padoTe:

6. Uro Takoe OaHK JOKyMEHTA.

7. Bupl 6naHKOB

8. OO0mii GrmaHk

9. bnank miceMa

10. braHk KOHKPETHOTO BH/IA IOKyMEHTa

11. bnaHku ¢ yIIIoBbIM U LIEHTPOBAHHBIM PaCIIONOKEHNEM PEKBU3HTOB.
12. OcobGeHHOCTH U3TOTOBJIEHHST OJTaHKOB.




3aganus AJ151 NPAKTUYECKO padoThI
Ucnonwzys [Mpunoxenue A, bu B obopmuts
1. OOmmii 6;rank opranuzanuu (AI'TY)

2. OO0pa3er yrioBoro ¥ MpoaA0JIbHOTO OJIaHKa MTUChMa OpraHU3aIuu
OAO «Pocuntep»,yn. [laruuukas, 21,r. MockBa, 115209, Poccus,

Ten.: (495) 931-11-17 ,®akc: (495) 931-0-27 ,
E-mail: msm @intcr.msk.ruhttp://www/msk.ru

OKIIO 03944527 , OI'PH - 1027700380795
WMHH/KIIIT 0000000000/000000000

3. OOpa3zern O6y1aHKa KOHKpeTHOTO BuJa AokymeHTa opranm3anuu [AI'TY, IIPUKA3
pexropa AI'TY
4. bnaHK CBOEH OpraHu3aluu

Mpunoxexne A
(cnpaBo4HoE)
OBPA3LbI BJIAHKOB IOKYMEHTOB

POCAPXIVB
TocynmapCTBEHHOE YyUupexIeHMre
BcepoccumMckuil Hay4dHO-UCCJIEOOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEINEHUS U apXMBHOT'O Ieja
(BHMMIAL)

MockBa

PucyHok B.1. O6paseu obLiero 6naHka opraHusauumn

POCAPXVIB
T'ocyIapCTBEHHOE yupeXxIeHUue
Bcepoccumckun
Hay4HO-MCCJIeDOBaTEJIb CKUM
MHCTUTYT IOOKYMEHTOBEeIEHUHA
M apxXMBHOTO Ieja
(BHMMIOAL)
llpodcowzHasa yma., n. 82,
Mockea, 117393
Ten./baxc (095) 718-78-74
E-mail: mail@vniidad.ru
http://www.vniidad.ru
OKIIO 02842708, OI'PH 1027700380795,
VMHH/KII 7708033140/771001001
N

Ha N oT

PucyHok B.2. O6pasel yrnosoro 6naHka nMcbma opraHusauum

POCAPXVB
Tl'ocynapcTBeHHOE yUpexIeHUue
Bcepoccumckuil Hay4dHO-MCCJIeOOBaTEeJIbCKUM
MHCTUTYT IOKYMEHTOBEIEHMUS U apxXMBHOIT'O Ieja


http://www/msk.ru

(BHMMIALT)
lIpodcowzHasg yia., n. 82, Mockea, 117393
Ten./baxc (095) 718-78-74. E-mail: mail@vniidad.ru
OKIIO 02842708, OI'PH 1027700380795,
VIHH/KIOO 7708033140/771001001

N (——— ___W

Ha N oT

PucyHok B.3. Obpasel npogonbHoro 6raHka
nMcbma opraHmsaumm

POCAPXVB
T'ocynmapCTBeHHOE ydpexIeHMe
Bcepoccumckuil Hay4YHO-MCCJIeOOBaTEeJIbCKUN
VMHCTUTYT IOOKYMEHTOBeIEeHUA U apXVIBHOI‘O mejia
(BHMMIAL)
3aMecTuTesNb IUPEeKTOopa
[IpobcowzHasg yia., n. 82, Mockea, 117393
Ten./baxc (095) 718-78-74. E-mail: mail@vniidad.ru
OKIIO 02842708, OI'PH 1027700380795,
VHH/KIOO 7708033140/771001001

) L 1

Ha N oT

Mpunoxexune b.4. O6paseL npogonbHOro 6naHka
nMcbMa JOMKHOCTHOrO numua

POCAPXVIB
T'ocymapcTBeHHOE yUupexIeHMre
BcepoCCUMCKUM Hay49HO-UCCJIeHOBATEJbCKUM MHCTUTYT
OOKYMEHTOBEINEHMS M apXMBHOI'O Heja
(BHMMIAL)

[IPUKA3

Mockea

MpunoxeHue b.5. ObpaseL GraHka KOHKPETHOrO BUAa
[OKYMEeHTa opraHusaumu

[Tpunoxenue B. O6pazen ohopmiienns repoboBoro O1aHka
00I1ero Ha3HAYCHUSI.




HAMMEHOBAHUWE OPI'AHU3ALINI

OTBeTHTH HA KOHTPOJIbHBIE€ BOIIPOCHI

13. brank goKyMeHTa.

14.
15.

Onmraust GJTAHKOB C YITIOBBIM M IIEHTPOBAHHBIM PACTIONIOKEHUEM PEKBH3UTOB.
Oco0eHHOCTH U3TOTOBJIEHNS OJIAHKOB.

16. Ocobennoctr repoboBoro OaHKa

INPAKTUYECKAS PABOTA 3-4

Tema: CocraBienne u opopmiieHune popmyasipa i peKBU3UTOB JOKYMEHTA
Hean: U3yuynTh peKBU3UTHI TOKYMEHTOB

CTyaeHT 10KeH:

Yuvemn:

- odopMuTh OIAHK JOKYMEHTA;

- COCTaBISITh U O()OPMIISITH PEKBU3HTHI IOKYMEHTOB.

Cpe[[CTBa 06yT-IeHI/I$II HOPMAaTHUBHBIC JTOKYMCHTBI, OJIaHKU AOKYMCHTOB, MCTOAUYCCKUC YKAa3aHU,

KOHCIICKT.

AKTyaJ’[l/ICialH/Iﬂ OMMOPHBIX 3HAHUH U NMPAKTUIECCKOI'o ONbITA MPH T0IIYCKE K paﬁoTe:

NookwpdrE

ToHSATHS «AENONPON3BOCTBOY, IIOKYMEHT», «POPMYIISP TOKYMEHTAY, «PEKBU3UD.
Ormimre TpeboBaHs K 0hOPMIICHHIO PEKBU3UTOB
IlocTosiHHBIE 1 IEPEMEHHBIE PEKBH3UTHL.
IpaBwia oopmieHHs! pEKBU3UTOB TIOKYMEHTA.
bnank nokymenra.
brnaHk# ¢ yTIoBBIM U IIGHTPOBAHHBIM PACTIONIOKEHHEM PEKBU3HUTOB.
OcOOEHHOCTH M3rOTOBIIEHHST OJIAHKOB.

3agaHus 1J151 IPAKTHYECKOi padoThl

1)
2)

1)

2)
3)

3aganme 1

[IpakTuueckoe uzydenue popmyispa

Paz0op pekBU3UTOB TOKYMEHTA

3ananme 2

CoctaBuTh 001IMI1 O1aHK KOHKPETHON OpPTaHU3aIMK C YTIIOBBIM U IPOI0JIbHBIMU
BapHaHTAMM PacIOIOXKEeHUsS peKBU3UTOB Ha (hopmate A4 A S

CoctaBuTh 0JaHK KOHKPETHOTO BUJA JJOKYMEHTa

CocTaBuTh OJaHK JOJKHOCTHOTO JIMIIA

3ananue 3 (M0 BApHMAHTAM)

(OTBETHI MPeCTaBUTh B TUCbMEHHOU (hopMe ¢ pUMEpaMH )
Bapuanr 1

1) Kakue opraHuzalMd HMEIOT MPaBO H300pakaTh Ha OJlaHKaX CBOMX JIOKYMECHTOB

INocynapcrennsiit repd Poccuiickoit deneparuu ?
2) Yto Bxomut B pekBu3uT 09 « CripaBouHbIe JaHHBIC 00 OpraHU3aINN»?
3) Kaxkwue cnocoOs1 opopmienus pexBusmrta 11 « Jlata nokymeHTa» Bbl 3HaeTe?
4) Ha nucte popmaTa A-4 pacmoioKUTE € YKa3aHHbIE PEKBU3UTHI

Bapuanr 2



1) Yewm pexBusut 12 « PerucrpanrioHHbIi HOMEpP JOKYMEHTa « OTIMYAeTCs OT peKBU3MTA 13

« CchUIKa Ha pETUCTPALIMOHHBINA HOMEDP U JaTy TOKyMEHTa»?
2) KaxkoBbl cocTaBHbIe 4acTH pekBu3uTa 16 « I'pud yrBepkaeHUs TOKyMeHTa ?
3) Kakumu criocobamu opopmirsieTcst pekBU3UT 17 « Pezomonusy»?
4) Ha nucre popmara A-4 pacrooKUTE € YKa3aHHbIC PEKBU3UTHI
Bapuant 3
1) T'me nmpocraBnsiercst pekBU3UT 19 « OTMETKa 0 KOHTPOJE» ?

2) Kak odopmiusiercss pekBU3UT 22  «IOAMUCHY, €CIH JTOKYMEHT IOJAIUCHIBACTCS

PYKOBOJUTENSMU ABYX OpraHu3anui ?
3) TI'me mpocrasistercst pekBU3MT 23 « I'pud cormacoBanus J0KyMeHTay ?
4) Ha nucre popmara A-4 paclooKUTE € YKa3aHHbIC PEKBU3UTHI
Bapuant 4
Ormvmre TpeGoBaHMS K 0hOPMIICHHIO PEKBU3UTOB
1) Kak opopmisieTcsi OTMETKA O 3aBEPEHUH KOTHHN?

2) Ha kakux JOKyMEHTax TMpOCTaBiseTcss PekBH3HT 29 « OTMeTKa O TOCTYIJICHUH

JOKYMEHTa B OpPTraHU3aIHI0»
3) 03-Dmbniema opraHu3anuu
4) Ha nucte hopmara A-4 pacroNoXUTe € YKa3aHHbIC PEKBU3UTHI

Bapuanr 5
Ormuimre TpeboBaHuUs K 0(OPMIICHHIO PEKBU3HTOB:

1) 04- kox opraHu3anUuu

2) 05 -ocHOBHOI rocymapcTBeHHbIN peructpainonubiii Homep (OI'PH) ropuauueckoro nuia

3) 06 -uneHTH(UKAIMOHHBIA HOMEP HAJIOTOILIATEIBIIMKA/KO IPUYMHBI IOCTAHOBKU Ha Y4€T

4) Ha nucte popmara A-4 pacroNoXUTe € YKa3aHHbIC PEKBU3UTHI
Bapuant 6
Ormvimre TpeGoBaHKs K 0OPMIIEHHIO PEKBU3UTOB:

1) 07 -xon popmbl TOKyMEHTa

2) 08 -HauMeHOBaHUE OpraHU3AINN

3) 09 -cripaBouYHbIE JaHHBIE 00 OPraHU3AIHH

4) Ha mucre popmata A-4 pacroyOKUTE € YKa3aHHBIC PEKBU3UTHI
Bapuant 7
Ormvimre TpeGoBaHKs K OOPMIIEHHIO PEKBU3UTOB:

1) 10 -HaumMeHOBaHHUE BUA JJOKYMEHTA

2) 11 -narta noKymMeHTa

3) 12 -perucTpanMOHHBIA HOMEP JOKYMEHTa

4) Ha mucre popmata A-4 pacroyOKUTE € YKa3aHHBIC PEKBU3UTHI
BapuanT 8
Ormvimre TpeGoBaHKS K 0hOPMIIEHHIO PEKBU3UTOB:

1) 13 -cchuika Ha perUCTPALMOHHBIN HOMEP M JaTy JOKYMEHTa

2) 14 -mecTO COCTaBJICHHUS WM M3IaHUS TOKyMEHTA

3) 15 —anpecar

4) Ha nucre hopmara A-4 pacroNoXUTe € YKa3aHHbIC PEKBU3UTHI
BapuanT 9
Onurmre TpeOoBaHMS K O(POPMIICHHIO PEKBH3UTOB:

1) 16 -rpu¢ yrBepKIeHUS TOKYMEHTA

2) 17 -pe3omrorus

3) 18 -3aroy0BOK K TEKCTY

4) Ha nucre popmara A-4 pacroNoKUTe € YKa3aHHbIC PEKBU3UTHI
Bapuant 10
Onurmre TpeOoBaHMs K O(POPMIICHHIO PEKBU3UTOB:

1) 19 -oTMeTKka 0 KOHTPOJIEC

2) 20 -TekcT TOKyMeHTa



3) 21 -oTMeTKa O HaJTHYMH TPUIOKSHHUS

4) Ha nucte popmaTa A-4 pacroioKUTE € YKa3aHHBIC PEKBU3UTHI
Bapuanr 11
Onurmre TpeOoBaHMs K OPOPMIICHHIO PEKBU3UTOB:

1) 22 -noxmuck

2) 23 -rpud coriiacoBaHus JOKyMeHTa

3) 24 -Bu3bI COTIACOBAaHUS JOKYMCHTA

4) Ha nucte hopmara A-4 pacroNoXUTe € YKa3aHHbIC PEKBU3UTHI
BapuanT 12
Onurmre TpeOoBaHMS K OPOPMIICHHIO PEKBU3UTOB:

1) 25 -orTHck neyatn

2) 26 -oTMeTKa 0 3aBePCHHU KOIHH

3) 28 -ormerka 00 HCIOJIHEHUH JOKYMCHTA M HAIIPABJICHHUU €T0 B JICII0

4) Ha nucte hopmara A-4 pacroNoXUTE € YKa3aHHbIC PEKBU3UTHI
Bapwuanr 13
Ormuimre TpeboBaHUs K O(POPMIICHHIO PEKBU3HTOB:

1) 29 -oTmeTka O MOCTYIJICHUHU JJOKYMEHTA B OPraHU3aIHIo

2) 30 -uneHTH(DUKATOP ICKTPOHHOIN KOIHMHU JTOKYMEHTA

3) 16 -rpud yrBepKIeHHS JOKYMEHTA

4) Ha nucte hopmara A-4 pacroNoXUTE € YKa3aHHbIC PEKBU3UTHI
Bapuant 14

1) Yem pekBusuT 12 « PeructpannoHHblii HOMEp JOKYMEHTA « OTJIMYAETCS OT peKkBU3uTa 13 «

Ccpuika Ha peruCTpallMOHHBIA HOMEP U JaTy JOKYMEHTa»?

Ormuimre TpeboBaHUs K O(POPMIICHHIO PEKBU3HTOB:

2) 21 -oTMeTKa O HAJMYHH TPUIIOKCHUS

3) 11 -marta qOKymMeHTa

4) Ha nucre popmara A-4 pacroNoKUTE € YKa3aHHbIC PEKBU3UTHI



MpunoxeHue A (cnpaBoYHOE)

CXEMBbI PACIIOJIOKEHUA PEKBU3UTOB JOKYMEHTOB
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PucyHok A.1. PacnonoxeHue peksnsntos
1 rpaHnUbl 30H Ha hopmaTte A4 yrnosoro bnaHka
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PucyHok A.2. PacnonoxeHue peksusntoB

1 rpaHnubl 30H Ha dbopmaTte A4 npogonbHoOro 6naHka



OBPA3ILIBbI BJIAHKOB JJOKYMEHTOB

POCAPXVB
T'oCcyIapCTBEHHOE yupexIeHMte
Bcepoccumckuil Hay4dHO-MCCJIeIOBATEJILCKUM MHCTUTYT
IOOKYMEHTOBEIEHVS UM apxXUBHOTO Ieja
(BHUMIAL)

MockeBa

PucyHok B.1. Obpaseu obuiero 6rnaHka opraHusauum

POCAPXUB
T'ocynmapCTBeHHOE yuUpexIeHMe
Bcepoccumckun
Hay4YHO-UCCJIedOoBaTeJlbCKUM
MHCTUTYT IOOKYMEHTOBEIEeHMUS
M apxXMBHOTO Ieja
(BHUMIAL)
lIpodcowzHasa yia., n. 82,
Mockea, 117393
Ten./paxc (095) 718-78-74
E-mail: mail@vniidad.ru
http://www.vniidad.ru
OKIIO 02842708, OI'PH 1027700380795,
VIHH/KIII 7708033140/771001001
N

Ha N oT

PucyHok B.2. O6pasel yrnosoro 6naHka nMcbma opraHusauum

Mpunoxexue b
(cnpaBo4HoE)



POCAPXVB
T'ocynmapCcTBeHHOE yUpexIeHUe
BcepoccumMckui Hay4dHO-UMCCJIeNOBAaTEJIbCKUN
MHCTUTYT INOKYMEHTOBEIEeHMUS ¥ apXMBHOTO Heja
(BHMMIATL)
lIpobcowzHasg yia., n. 82, Mockea, 117393
Ten./daxc (095) 718-78-74. E-mail: mail@vniidad.ru
OKIIO 02842708, OI'PH 1027700380795,
VIHH/KIII 7708033140/771001001

N (——— ___1

Ha N oT

PucyHok B.3. Obpasey npoaonsHoro 6raHka
nMcbma opraHmsaum

POCAPXVB
TocynmapCTBEHHOE YyUupexIeHMre
Bcepoccumckuil Hay4dHO-MCCJIeOOBaTEJIbCKUN
MHCTUTYT IOOKYMEHTOBEINEHUS U apxXMBHOT'O Iejia
(BHUMIAL)
3aMecTuTesNb IUPEeKTOopa
lIpodcowzuasg yn., n. 82, Mockea, 117393
Ten./baxc (095) 718-78-74. E-mail: mail@vniidad.ru
OKIIO 02842708, OI'PH 1027700380795,
VHH/KNOO 7708033140/771001001

N [——— ___1

Ha N oT

PucyHok B.4. O6bpaseL npogonsHoro 6raHka
nUcbMa JOJMKHOCTHOMO Nuua

POCAPXVIB
TocymapCTBEHHOE YyUupexIeHMe
BCcepoCCuUMCKUM HAYUHO-MCCJIEOOBATEJIbCKUN MHCTUTYT
OOKYMEHTOBENEeHUs U apxMBHOTO Ieja
(BHMMIAL)

[IPUKA3

Mockea

PucyHok B.5. O6bpaseL, 6naHka KOHKpeTHOro Buaa
JOKYMeHTa opraHusauunm




IIpakTyeckas padora Ne 5 «PeKBU3UTHI 1e10BbIX JOKYMeHTOB. CocTaBjieHue H
oopMiIeHHE PEKBU3UTOB JTOKYMEHTOB. TpebdoBanus kK 0popMJIEHHIO PEKBU3UTOB
JOKYMEHTOB.

Ileab 3aHATHA:

OO6pa3zoBarenpHas: HayduTh CTYAEHTOB NPaBUIBHOMY O(OPMIICHUIO IOKYMEHTOB HCIOJIB3YS
I'OCT , n03HaKOMUTH C MOHSATUEM «PEKBU3UTY, TOKA3aTh PACIOJIO0KEHUE PEKBU3UTA 10
KOHCTPYKITMOHHOM CETKE, IM0Ka3aTh 3HAYCHHUE TJOKYMEHTA JIJIsi COBPEMEHHOTO O0IIeCTBa 1
YeJI0BEKa.

Xapakrep paboThl (PEIPOIYKTUBHBINA, YACTHYHO - TOMCKOBBIi)

dopma opranuzanmy y4eOHOM AATSIbHOCTH yuanmxcs (ppoHTalbHAas, TPYIIOBasi,
MHIUBHJIYAJILHAS )

TpeooBaHus K 3HAHUSAM M YMEHHSIM CTYAEHTOB:

CMYyOeHmbl 00JIHCHbL 3HAMD:
- HA3HAUYEHUE «PEKBU3UTA», PACIIOJIOKEHUE PEKBU3UTA 110 KOHCTPYKIIMOHHON CETKe
- IOPSIZIOK COCTABJICHUSI PEKBU3UTOB.
CHLYOeHm bl 00JIHCHBL YMENb:
- 0OPMIISTHCPEKBU3UTHIY, paclojaraTb PeKBU3UTHI IO KOHCTPYKIIMOHHOM CETKE ,
Jluteparypa u cpeacTBa o0y4eHHUs:
OcHoBHas nuTeparypa:
5. M.U. bacakos, O.1. 3amebikosa [lenonpoussojctso M3n. denukc 2007
6. T'OCT P 6.30.-2003 «YHUPHUIHPOBAHHBIE CHCTEMBI JJOKYMEHTAIMU. Y HU(DUITUPOBaHHAS
cucTeMa OpraHu3allMOHHO-PACIIOPIUTEIbHON JOKYMEHTALUH.
JlononHuTenpHas:
7. Kynpses B.A.. Opranuzanus paboTsl ¢ JokymeHTamu. Yue6. MHOPA. M, 2002 — 591 c.
CpenctBa HarysigHOCTH: CXeMbl: «MakeT pacnonioskenus pekBuzutoB», ' OCT P 6.30.-2003
«YHUPUIMPOBAHHBIE CUCTEMBI JOKYMEHTAIMH. Y HU(PUIIUPOBaHHAs cCUCTEMA
OpTraHU3aIMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAINH.
Paznmarounsiin Mmarepuain:
1. Cxewmsl: «PacnoyioskeHne peKBU3UTOBY,
2. TOCT P 6.30.-2003 «YHU(PULIHPOBAHHBIE CUCTEMBI JOKYMEHTALUU. Y HUPUIIMPOBAHHAS
crcTeMa OpraHU3alMOHHO-PACTIOPATUTEILHON TOKYMEHTAIIAN.
3. 3anmaHus Ui IPaKTUYECKOH paloThI.
AKTyaJau3auusi ONOPHBIX 3HAHU U NPAKTHYECKOr0 ONbITA NMPH J0MycKe K padore:
1. TloHsTHS «IETONPOU3BOACTBOY, TOKYMEHTY, «(hOPMYIISIP TOKYMEHTaY, «PEKBU3UT.
2. Ormmre TpeOOBaHMS K OPOPMIICHHIO PEKBH3UTOB
3. TlocrosHHBIE 1 IEpEMEHHBIE PEKBU3HTBL.
4. TlpaBuna ohopMIIeHHS PEKBU3UTOB JJOKYMEHTA.
3agaHus 101l IPAKTHYECKO padoThl.

A) OdopMuTe peKBU3UTHD» aIPECOBAHUSY;

B)Odopmute peKBU3UTHI «aPECOBAHUSY, «YTBEPIKACHUEY, «IIOJMMCAHHUS» B COOTBETCTBUH C

['OCT P 6.30.-2003 «YHupuuupoBaHHbIe CUCTEMBI JJOKYMEHTAIIUN

B) Ycrao.Onpenenure ommboyHble BApHAHTHI TPU 0O(POPMIIEHUH PEKBU3NTA «HAUMEHOBAHHE
oprauuzauun»: MI'Y; PV/[H; PITY; BHUVcenvxo3maw,
Bcepoccuiickas akademus cenvckoxosaticmeennvix Hayk um. B.U. Jlenuna (BACXHHUJI);
omKpuimoe akyuoneproe obwecmso «Kackaoy, 3akpvimoe akyuoneproe ooujecmeo
«lInymony,; pupma « Cnymnuky, gpupma «Buonay, nuenas komnanus «Llepepa»; pabpuka
«3apay; omoen mapkemunea, omoen nepeeo3ok; Mawicmpotickiao.



PexkBU3HUTHD) aIpeCcoBaHUN)

Munucmepcmeo  Kynbmypul
Dedepayuu

Poccutickoti

Ynpaesnenue oenam

Beoywemy cneyuanucmy

Ilemposy A.U.

Mocm-bank

Omoen kpeoumosanus

Hupexmopy Pocmoeckozo npasosozo
KOAneoxca

Paxume /].A.

Lupexmopy 11V Nel2
Ilyoposckomy @.C.

Munucmepcmeo ceazu PO
Hauanvnuxy omoena cobima

Jlobponiobosy I1,B.

3amecmumento oupexkmopa BHUUIII

no HayyHot pabome

Heanosy U. M.

1003001, Mocksa, K-1, ¥Ya. lllycesa, 4

340 "Bucm"”
Omoen mapkemunea

Beoywemy cneyuanucmy

Cmupnosotui Aol,,




OBPA3IbI YTBEPKXJIEHUA U COI'JIAIIEHUSA

YTBEP/XKIALIO

[Ipuka3 qupexropa
3A0 «Dkocy»
or 03.05.2010r.Ne 21

YTBEPXIEHO
[Mporokon CoBera TUPEKTOPOB
o1 21.09.2010 Ne 4

COI'VIACOBAHO
HavanpHuk ornena Hay4HOM OpraHu3aluu

Tpyda
" YIIPpaBJICHUS ITPOU3BOJACTBOM

N.®./lemaueB

« » 2010T.

COI'JTACOBAHO

HavanpHuk ynpaBneHus KaapoB U y4eOHBIX
3aBeJCHUN

MunuctepctBo TOpropiau PO

b.C.Koceunkos
« » 2010T.

COI'TACOBAHO
IIporokou 3acenanus
Ilegarornyeckoro cosera

COI'JTACOBAHO
[Tucemo I'maBapxusa PO
10.02.09 Ne 01-4/270

10.03.2010 Ne 5
OBPA3LbI HOAIIUNCAHUA
I'enepanbhblil aupekTop OAO «Jlyu» O.A.I'panos
I'enepanbHBIN TUPEKTOP A.B.3opun
['naBHBIN OyxTrantep T.B.Ba6imesa

I'enepanbhblil nupekTop 3aBojaa "DHeprus"

N.IL.TpymuH

Jupextop mkonsr Ne 90

H;H:Huxomacs

2010r

Havannoank OTaena KOMIDIEKTOBAHUS
Y BE€OMCTBEHHBIX apxuBoB L[TA P®
M.C.HBaHoB
2010r

« »

« »

[Ipesunent ponga conrarTbHON 3aIIUTHI

N.C.Cunaes
Jupexrop mkosnsl Ne 156

A.B.ITonomapeHko

« » 2010

Hauvaneauk otnena [ITA PO

1o 00paboTKe U UCTIOTB30BAHUIO

JIOKYMEHTOB MUHUCTEPCTB U BEAOMCTB PO
JL.U.IlerpoBa

2010 r

« »

HpCI[CC,Z[aTCJ'IL KOMUCCHHU

JL. B. Tpodpumon

YneHbl KOMHCCHU

H.I'.T'ankuna
3.M./IpensicoBa
E.H.Cepreesa
AM Amuna

Ilpunosicenue A




O0mme Tpe6OBaHUs K 0()OPMIICHHIO TOKYMEHTOB

OdopmiieHne T0KyMEHTOB CKJIa/ibIBaeTCsl U3 0popMIIeHHsI O1aHKa U HEOOXOAUMBIX PEKBU3UTOB

Ha ero noje. [IpuBeneM psia MoyI0KEeHNH, KacarouXcsi OpOPMIICHHUS JOKYMEHTA B LIETIOM.
[Tpu opopmiieHHH TOKYMEHTOB UCHIOIB3YIOT cienytonme peksusutel: 09,10,11,13,14,15,

16,17, 18, 19, 20,21, 22, 23, 24, 25, 26, 27,28, 29, 30.
Pacnionoxenue 1 rpaHuIlbl 30H PEeKBU3UTOB, B yacTHOCcTH Ha (hopmate A4 mo T'OCT P 6.30-2003
B nensix 5KOHOMHOIO pa3MelIeHUs] PEKBU3UTOB OTHOCUTENBHO APYT Apyra U UX COCTaBHBIX YacTel
MEXy COOOH PEKOMEHYIOTCS CIAEAYIOLUE COYETAHNUS MEXKCTPOUHBIX HHTEPBAJIOB B 3aBUCUMOCTHU
0T ¢opmaTa JOKYMEHTOB

®opmar OP/{ MexXCTpOUYHBII HHTEPBAJI
TS JUISL OTICICHHUS APYT OT UL OT/ICIICHHUSI
TeKcTa JPyTra COCTaBHBIX YaCTeH |pEKBU3UTOB  APYr  OT
PEKBH3HUTOB Jpyra
A4(210 va 297 mm) |[1,5* 1,5 3 (4)**
A5(148 Ha 210mm)  |1,5(1) 1,50) 32(4)

JonyckaeTcss M3roTOBJIEHHME JOKYMEHTOB Ha MHIIYIIEH MAalIMHKE WM T[pU [OMOLIU
[€YATAIOLIUX YCTPOUCTB BBIYMCIUTEIBHON TEXHUKU.

OtpenpHble BHYTPEHHUE JOKYMEHTHI JOIYCKAaeTcs MHcaTb OT pPYKH (3asiBIEHUE,
0OBSICHUTEINIbHAS 3aITMCKA U T. 11.).

[Tpu M3roTOBIECHUM JOKYMEHTOB Ha JABYX M 0ojiee CTpaHMIaX BTOpas U CJIEIYIOIINE CTPaHULIbI
JIOJIKHBI OBITH IPOHYMEPOBAHBI.

Homepa cTpanun npocTaBiIsiioT nocepeInHe BepXHero mnoJjs JUcTa.

Homep neuaraercs apadckuMu nuudpamu 6e3 3HAKOB NpenuHAHUS (TOYKH), 0€3 YKa3aHus
CJI0Ba «CTPAHUIIA», €ro COKPAIEHHbIX BAapPHUAHTOB «CTP.» WIM «C€>» W 3HAKOB THpe
(«yepTouex») .

B nomnonHeHue K U310KEHHBIM BBbILIE MpaBuiiaM opopmiieHust pekBusutoB OPJl nmpuseneM psn
TpeOOBaHUI U PEKOMEHIAIHH 110 0(OPMIICHUIO TOKYMEHTOB C TTIOMOIIBIO TIEYaTAIOIINX YCTPOHCTB.

ITpu noaroroBke nokymenTta Ha [IK ¢ ucnonp3oBaHMEM pa3IMYHBIX TEKCTOBBIX PENAKTOPOB
CJIelyeT BBICUMTHIBATH PACCTOSIHUE JO PEKBU3UTOB, MEX]Y PEKBU3UTAMU U T.J. B MIIJIUMETpax,
UCXOJS U3 pa3Mepa MeYaTHbIX 3HAKOB.

Ilar nucsMa U Me:KCTPOUYHBIH HHTepBaJ ycranaBiauaercs no FOCT 6.10.5-87: 2,6 mm —
ar nuchbma (pasmMep ne4yaTHoro 3Haka); 4,25 MM — MeKCTPOUYHbBII HHTepBaJ. Jlonyckaercs
HCIOJIb30BATH IIAT MUCbMA — 2,54 MM, MEe:KCTPOYHbIA MHTEepBaJI — 4,24 MM.

I'OCT P 6.30-2003 He oroBapuBaeT BUIbl MIPU(PTOB, KOTOPHIMH CIEAYET MOJIb30BaThCs MPHU
U3TOTOBJICHUM JIOKYMEHTOB IPH MOMOIIM NEPCOHANBHOT0 KommbloTepa. OCHOBHOE TpebOBaHHE K
mIpUPTaM CBOJUTCS K TOMY, YTOOBI OHHM OBLIIM XOPOIIO YUTAEMbIMH.

MakcuMajibHasi JJIMHA CTPOKM MHOTOCTPOYHBIX PEKBU3MTOB (KpoMe TekcTra) — 28
NMeYaTHBIX 3HAKOB.

B Buae ucKIIIOYeHHs, €CITU 3aroJIOBOK K TEKCTY MPOJOJIBHOro OjaHka mpesbimaer 150 3HaKoB,
€ro CTPOKY JI0IIyCKaeTcs MPOJIEBATh /10 TPAHULIBI IPABOTO MOJIS MM NIEPEHOCUTD HA CIIECAYIOLIYIO
CTpoKy. TOUKy B KOHIIE 3ar0JIOBKA HE CTaBAT.

Pexomentyercs mpu neyaTaHuu JTOKyMEHTOB Ha OJaHKax cOOJII0JaTh OTCTYI B 3HAKaX OT JICBOU
IPaHULbI TEKCTOBOTO MOJIS:

0 — st mevaTaHusi peKBU3UTOB «3aroJioBOK K TekcTy», «Texer» (0e3 abzaues), «OTmMeTKa
00 ucnmonHuTeNe», «OTMeTKa 00 HMCHOJTHEHMH JOKYMEHTAa W HANpPaBJICeHHH ero B JeJI0»;
HaUMEHOBaHUs JOHKHOCTH B pekBu3uTax «Ilommucb» m «I'pud coriiacoBanusi 10KYMEHTa,
3aBepuTeNbHON Haanucu «BepHo», a Takxe cioB IPUKA3SBIBAIO, ITPEJIVIAT ALO;

S 3HakoB — i1 Hayasa ad3aleB B TeKCTe, I pekBU3UTa «OTMeTKa 0 HAJIN4YMU
npuiaoxkeHus», a Takxe cios CJAYIHAJIU, BBICTYIIUJIA, PEIINJIN,

24 3HaKa — 7151 pEKBU3UTOB «JIMuHasi moanmuch», «OTMETKA 0 3aBepPEHUH KOMMU);

32 3HaKka — JUIsl pEKBU3UTA «AJIpecaT»; HOMEP CTPAHMIIBI;



40 3HakoB — i1 pekBu3UTOB «I'pud yTBep:kaeHMs AOKyMeHTa», «MneHTudpuxarop
JJIEKTPOHHOM KOIUH IOKYMEHTA»;
16, 24, 56 3HaK0B — /U1 COCTaBJICHUS TAOJUIl U TpadapeTHBIX TEKCTOB;

48 3naKkoB — 111 pacimpoBky noanucu B peksuszure «Iloamucky;

56 3nakoB — 114 pekBU3UTa «OTMETKA 0 KOHTPOJIE).

Ecnu B TekcTe JOKyMEHTa UMEIOTCS IPUMEUYaHUs WM BbIJCJIEHHAs] B CAMOCTOSITEIIbHBIN a03al]
CCbUIKA Ha JpPYroll JOKYMEHT, IIOCIYKUBIIMA OCHOBAaHHMEM K €ro M3JaHulo, TO CJIOBa
«IIpumeyanune» U «OCHOBaAHHE» NEYATAIOTCS OT JIeBOH IPaHMIbI TEKCTOBOI'O I0JIsl, HAYHHAS
¢ ab3ana.

I'panuubl noas aucra gopmara A4: nesoe 35Smm — 20mm, npasoe 15 — 10 mm, BepxHee u
HHKHee 20 MM..
Ilpunosicenue b

Cocras PC€KBU3UTOB JOKYMECHTOB
HpI/I IIOATOTOBKE U O(l)OpMJICHI/II/I JAOKYMCHTOB HCIIOJIB3YIOT CICAYIOIUC PCKBU3UTHI:

01 - I'ocynapcrBennblii repd Poccuiickoii ®enepauumn;

02 - I'ep6 cyonekTa Poccuiickoii @enepannu;

03 - IM0OJ1eMa opraHu3aniy WM TOBAPHbI 3HAK (3HAK 00CTy:KMBAHUS);
04 - Kox opraHu3amnum;

05 - Koa ¢opmMbI 10KYMeHTA;

06 - HaumeHoOBaHUE OPraHU3aLNN;

07 - CnipaBo4HbIe TaHHbIE 00 OPraHu3aNuu;

08 - HammeHoBaHMe BUIA TIOKYMEHTA;

09 - laTta 1oKymMeHTAa;

10 - PerncTpaninOHHbI HOMeEP TOKYMEHTA;

11 - CepLiiKka HA perucTPAUMOHHBIN HOMEP U ATy JOKYMEHTAa;
12 - MecTo cocTaB/IeHUsI HJTU U3IaHUS TOKYMEHTA;

13 - I'pn¢ orpanuyeHns 10cTyna K J10KyMeHTY;

14 - Aapecar;

15 - I'pn¢ yTBep:RICHUS JOKYMEHTA;

16 - Pe3oJronus;

17 - 3aroJ10BOK K TeKCTY;

18 - OTMeTKAa 0 KOHTpOJIE;

19 - TekcT 1OKYMeHTA;

20 - OT™MeTKa 0 HATUYMH TTPUJIOKEHNS

21 - Iloanuce;

22 - I'pud corsiacoBaHusi TI0OKYMeHTa;

23 - Bu3sl coriiacoBanus 10KyMeHTA;

24 - Tleuath;

25 - OT™MeTKA 0 3aBepeHNH KONUM;

26 - OT™MeTKAa 00 UCTIOJHUTEIE

27 - OT™MeTKa 00 UCTIOJHEHUH JOKYMEHTA U HANIPABJIeHHUH €ro B /1eJ10;
28 - OTMeTKa 0 MOCTYIUIEHUH TOKYMEHTA B OPTraHU3aIHI0;

29 - OTMeTKa VI aBTOMATHYECKOT0 MOMCKA JOKYMEHTA.

Jli1s1 M3roToBjieHNs 0JIAHKOB JOKYMEHTOB HCIOJIb3YIOT CJIeYIOIIHe PeKBU3UTHI:
01, 02, 03, 04, 05, 06, 07, 08, a Tak ’Ke OTMeTKH [JIsl pacnoJio:kenusi peksusuros 09, 10, 11, 12,

14,17, 18, 19. Bo3mo:xHO HcNOb30BaHue peKBU3UTA 19 npu npuMeHeHNH TpagapeTHbIX
TEKCTOB 10KYMEHTOB.



IIpu odopMiIeHNH JOKYMEHTOB HCNOJIB3YIOT cileayomme pekpusursi: 09, 10, 11, 13, 14, 15,
16, 17, 18, 19, 20, 21, 22, 23, 24, 25, 26, 27, 28, 29.

Ilpunosicenue B
Oopazey oghopmnenus 0CHOBHBIX PEKGU3UNMOB8 OOKYMeHma (Ha npumepe nUcbmMa)
01 02. 03 ['enepanbHoMy
el IUPEKTOPY

HAy4YHO-TEXHHUUYECKOTO

yiu. [lsataunkas, 21

I. Mocksa, 115209, Poccus

Ten.: (495) 931-11-17 ---nnmvmmn- ~5-09 O.C.Epemeeny----» 15

daxkc: (495) 931-0-27

E-mail: msm @intcr.msk.ruhttp://www/msk.ru pesomonus

OKIIO 03944527 -------- »-04 B.K. Cepreesoii

OTPH.----cmmmmmm » 05 OtnpaBuTh bakc 0

UHH/KIII ------- » 06 corjgacuu ago 04.02.2005

16173771 (— > 07 O.C. Epemees----p 17
02.02.2005

01.02.2005 Ne 115-3/1 » 12

Ha Ne OT ___ -—--—--- > 13

19

T KoHTponb

O cemunape «CoBpeMeHHBIN odpuc» ----»18

YBaxaeMmsiii Oner CBsitocinaBoBuu! ----p 20

[Ipurnamaem Bac npunsaTs yuactue B pabore cemuHapa «CoBpeMeHHBIH opuc,
npoBoauMoro komnanueit «Pocuntep», koTopsiif cocroutcs 5 gpespans 2005 r. B
IN'ocynapctBennoit JJyme (I'eopruesckuit nep., A. 2 B ayautopuu Ne 30 HOBOTO
3naHus). Hagano cemunapa B 11-00, npeanonoxuTeibHas NIPOAOKUTEIbHOCTh — 4
qaca.

B nporpamme cemMmuHapa pacCMOTpPEHHE BOIIPOCOB aBTOMAaTHU3allUHU
NeJOoNpPOU3BOACTBA, 3JEKTPOHHOTO JTOKYMEHTO000pOTAa, 3EKTPOHHBIX apXUBOB
npennpusaTuil u opranusanuil. [lpocum Bac nongTBepauTh yuactue B CEMUHaApe A0
04.02.2005. 3aaBky HEOOXOOUMO BBICHATH MO PakKcy.

I[MIpunoxenus: 1. Ilporpamma cemunapa CoBpeMeHHBIN
oducx
Ha | n. B 1 3k3. ----p 21

2. IIporpamMa BbICTaBKU «TexHUUECKHE
CpencTBa aBTOMaTH3alluu
JNEeJOoNpOU3BOACTBa» Ha 5 1. B 1 3K3.

[Ipencenarens OprkoMHUTETA OOAIMUCH H.B. Hectepos
29 --p» OAO «Mudopm»
Bx. Ne 144

02.02.2005


http://www/msk.ru

Muxaiinos Benuamuua KoHcTaHTHHOBUY ---- P27
931-00-17

Ncnonueno: ¢pakc Ne 156-18/1 ot 03.02.2005----» 28
B nemo Ne 78/5

Doc 01----»30

IIpakTuyeckoe 3anaTue Ne 6
«CocraBJjienne u opopMiIeHHE OPTraHU3ANUOHHO-PACTOPAIUTEIBLHOM JOKYMEHTAIIUH
(OPD)».
LleJb 3aHATHUA:
O6pazoBarenbHas: HayduTb CTyIEeHTOB MpaBUIbHOMY OOPMIICHHIO U COCTABIICHUIO
pacopsAUTeIbHBIX TOKyMeHTOB Hcronb3yst [OCT , 3akpenuTh MOHSATHE «PEKBU3HUTY, MOKA3aTh
pacrooKeHne PEKBU3UTA 110 KOHCTPYKIIMOHHOM CeTKe, MoKa3aTh 3HAaUeHHE JOKYMEHTa s
COBPEMEHHOTO O0IIIeCTBA U YETIOBEKA.
XapakTep paboThl (PENPOAYKTHBHBIN, YACTUYHO - IOMCKOBBIH)
dopma opraHu3aum yueOHOM e TeabHOCTH yuarmxcs (GpoHTaabHas, rpyInoBas,
UH/IUBH/TyaIbHAS)

TpeOoBanus K 3HAHUAM M YMEHUSM CTY/ICHTOB:

CcmyOeHmbl 0071ICHBL 3HANb:
- HA3HAUYEHHUE PACHOPSAAUTENIbHBIX JOKYMEHTOB (IPUKa3bl 10 OCHOBHON AEATEIbHOCTH),
PEKBHU3UTHI U PACIOJIOKEHUE PEKBU3UTA M0 KOHCTPYKIIMOHHON CETKE Ui PaclopsiAUTEIbHBIX
JOKyMEHTOB
- IOPSAOK OPOPMIICHHS PEKBU3UTOB.

CMYOeHmbl 00JIHCHbBL YMENb:
- 0QOPMIIATH«PEKBU3UTB) JUIsSl pACHIOPSAUTEIBHBIX JOKYMEHTOB, PacIioyiaraTb peKBU3UTHI 10
KOHCTPYKLIMOHHON CETKE ,

3agaHus 119 NPaAKTHYeCKOH padoThl.

1. 3anucath HOMEp MPAKTUYECKOH paboTHI, TEMY U 11€Tb paboThI

2. 3anucath KOPOTKO MPEII0KEHHbIE 3aaHUS

[TpakTudeckas pabota cocTouT U3 4-X 3anaHuil no cocrasneHuro OPJl. YUTo6sl opopmuTh
JIOKYMEHTbI He0OXO0IMMO HCIOJIb30BaTh TUNOBbIE ()OPMBI, KOTOPBIE HAXOASTCS B MPUJIOKEHUsX. B
NPUIIOKEHUAX TAKXKe MPeJICTaBIeHbI 3alI0JTHEHHbIE 00Pa3Iibl 3TUX JOKYMEHTOB.

OdopmiteHne TOKYMEHTOB Mpou3BoauTcs B pemakrope Microsoft Word ¢ coGmonenuem
BCEX OTCTYNOB M MHTEpBaJioB. Bce BBIMOMHEHHbIE 3aJaHUs JIOJKHBI OBITH pacredaTaHbl U
IIPEJICTaBJICHbI IPENO0/1aBaATENI0 AJIsl IPOBEPKHU.

3ananue 1
Odopmuts 3asBieHue kaccupa 3aBojga «CBeT» ¢ NMpochOOH MPEeaoCTaBUTh YUEHUUYECKUN
otnyck ¢ 06.03.20  mo 18.03.20 mpoaomKUTENbHOCTRIO 13 KaneHIapHbIX JHEH Ha OCHOBaHUU
ciupaBku — Bb1zoBa Ne 5655 or 01.03.20 . ®.M.O. xaccupa MBanoBa Mpuna IlerpoBna. Jlns
puMepa UCTOIb3yHTe MpuiiokeHue 1.

3aganue 2

OdopmuTh TpUKa3 MO JMYHOMY COCTaBYy Ha OCHOBE JAaHHBIX 3amaHuss Ne 1 m obOpasua
MIPUIIOKEHUS 2.

ITpukaz Ne 65k ot 05.03.20 «O mnpemocTaBlI€HMHM YYEHMUYECKOTO OTIYCKa» KacCHpy
3aBoga M.II. MBanoBHoi c¢ 06.03.20 mno 18.03.20  mpoaomKUTENbHOCTHIO 13 KajgeHJapHBIX
JHEN Ha OcCHOBaHMM crpaBku-BbI3oBa Ne 5655 or 01.03.20 u 3agBineHus kaccupa H.IL
VBaHOBHOM.



[TpocTaBuTh BU3Y cOriacoBaHMs HadajdbHHUKA oTAena KaapoB O.A. CepreeBoii 1 OTMETKY 00
03HAKOMJICHHH C TIpUKa3oM MIBaHOBOM.

3aganue 3

OdopmuTh TpuKa3 MO OCHOBHOM AEATEIBHOCTH Ha OCHOBE IPEAJIONKEHHBIX OOpasloB B
NpUJI0KeHuu 3 u 4.

B coorBerctBum ¢ Pacnopsikennem Munnctpa ot 04.03.20  Ne 115 «O0 ycunenun
IIPOTUBOIOXKAPHOW OE30MaCHOCTH U YCHJIEHUU OXpaHbl B MEPHOJ] NMPa3AHUYHbBIX JHEH» COCTaBUThH
npuka3 Ne 245 ot 06.03.20  u3nanHbIil qupekTropoM HaydHO-pOM3BOACTBEHHOTO O0BEAMHEHUS
«Arponpubop» r. Mocksbel M. /I, I"'ankuHBIM.

B pacnopsautenbHOM yacTH BBIACIUTD 4 MTyHKTA:

1. O06 opranuzamuu yOOpKu TEPPUTOPUHA 0ObETUHECHHS

2. O npoBepKe COCTOSIHUSL 3JIEKTPOIIPOBOAKU

3. O mpenocTaBIeHMHM B CEKpeTapuaT I'€HEpaJbHOI'O JUPEKTOpa CIHUCKA COTPYIAHHUKOB,
npeObIBaHNE KOTOPBIX HEOOX0AMMO HA TEPPUTOPHU O0BETUHEHHUS B TIPA3THUYHBIC THU

4. KoHTponb 3a HCHOJHEHHWEM BO3JIaraeTcs Ha IJIaBHOTO WHXKeHepa oObenuHeHus I1.P.
JKaposga.

Kaxnpiii nyHkT paccMoTpeTh 1o cxeme «Komy?», «Uto HyxkHO caenarb?», «Jlo kakoro
cpoka?».

Hanpumep, x mn.l 3aBeaytomemy ckinagom O.H. Hukutuny opranus3oBaTh YOOpPKY
tepputopuu 10 07.03.20 .

[TpocTaBUTh BU3Y ITITaBHOI'O MH)KEHEPa

[TocraButh oT™MeTKy 00 ucnonnutene. Mcnomuurenem sisnsiercs ConoBeeBa Tenedon 302-
34-56

3ananmue 4.

Odopmuts pacnopstkenrie Ne 137 ot 10.03.20  rnmaBHOro wuHxeHepa MOCKOBCKOTO
cTaHkocTpourtenbHoro 3aBoja «Texmam» J[.M. Connuesa «O BHeapenuu crtanaapta OPJ[ CTII 02-
601» Ha OCHOBE MPEeAIOKEHHBIX 00Pa310B B MPUIOKEHUH 5 U 6.

B pacnopsautensHoi yacTu ykaszathb 4 myHKTa!

1. O Bueapenuu crangapra OPJ[ CTII 02-601 Bo Bcex cmyx0ax, Ha ydyacTKax M B
CTPYKTYpHBIX noJipa3aeneHusix 3asoja c 01.04.20 .

2. OO0 opranuzanuu 3anatuit no uzydenuto CTII 02-601 co cnenmanucraMu U WHXEHEPHO-
TEXHOJIOTHYECKUM TIEPCOHANIOM (¢ ykazanueM «KomMy» U ¢ Kakoro 4ucia)

3. OO0 opranmzanuu TUpaxkupoBaHus OnaHkoB OPJ[, THUIOBBIX TEKCTOB U
YHUPUIIMPOBAaHHBIX GopM (¢ ykazanueM «Komy?»)

4. KoHTpOJb 3a HUCIIOJIHEHUWEM PACHOPSKEHMS BO3JIOKUTH HAa 3aMECTUTENS JTUPEKTOpa I10
obum Borpocam M.K. bupoga.

ITpoctaBuTh Bu3y ropuckoncynsta I1.K. JIynoBa

[TocTaBuTh oT™METKY 00 ucnonHuTene. Mcnomautenem sisisercs Kypasnesa tenedon 308-
34-16

IIpunoxenue 1



OBPA3EI 3AABJIEHUSA

['enepanbsHOMY qUpPEKTOPY
AO «YdanedrerazcTpoi»

P.b. TyxBaTyiuuHy
Oyxrantepa A.B. 3axapoBa

3ASBJIEHUE

[Ipomry mpenocTaBUTh OYEPEAHOM OTHYCK HAa OCHOBaHMHU Trpaduka ormyckoB ¢ 01.03.2009
1o 28.03.2009 npoaomKUTEILHOCTBIO 28 KaJeHIapHbIX JTHEH.

20.02.2009
(moamuck) A.B. 3axapos

Ipuiaoxkenue 2
OBPA3EII IPUKA3A 110 INYHOMY COCTABY
TOO «Cgetnana»
ITPUKA3
10.03.2009 Ne 68
O npueme Ha paboty
ITPUKA3BIBAIO:

[Tpunsate C.M. PakuTuHy Ha JODKHOCTB IilaBHOro Oyxranrepa mexa Ne 1 ¢ 05.03.2009 c
oxnazoMm 10000 (mecsats ThicaY) pyOsieil B Mecsll COTIacHO 3aKJIF0UYEHHOMY TPY/I0BOMY KOHTPAKTY.

OcnoBanue: Tpynosoit koHTpakT Ne 20 ot 05.03.2009

['enepanbHbIi AUPEKTOP O.B. Cunopos
3aMmecTuTeNb TUPEKTOpa MO Kaapam C.M. IlaBnoBa
KOpuckoncynbT C.K. Urnarbes

C npukazom o3Hakomiena 10.03.2009 C.M. Pakutuna



Ipuaoxenne 3
MAKET IIPUKA3A TIO OCHOBHOM JESTEJbHOCTH

HaunmenoBanue MHUHUCTCPCTBA
HJIM BEAOMCTBA

HanmeHnoBaHnue opranuzanuu
[TPMKA3

00.00.0000  Ne

MecTo n3naHusa

3aroJ0BOK (KpaTKoe CoJepkKaHue, BBIPaKEHHOE
OTTJIaro0JIbHBIM CYIICCTBHUTCIBbHBIM B IMTPCAJIOKHOM
nazie’xe, HaunHaeTcst mposiorom «O...»)

TekcT KOHCTaTHpyIOIIeW dYacTh NpuKaza. MOPUBOASATCS (DAKTHI, MOCITYXKHUBILIKE
OCHOBaHMEM s wu3faHus 1pukaza. KoHcratupyromas 4YacTb MOMKET OTCYTCTBOBATh.
Pacnopsimutenphas yacte HaunHaeTcs cinoBoM [IPUKA3BIBAIO (nuimiercst oTaenbHO Ha CTPOKE)

1. ITonHoe HaumMeHOBaHUE AOKHOCTU ucnonHuTens 1.0. @amunus B nareabHOM
najeke WM HaMMEHOBAaHHWE CTPYKTYPHOTO TMOApa3leleHuss — HEeoOXOAUMbIE IefcCTBUS,
BBIPKEHHBIE TJIar0JIOM B HEOIpeneleHHOH (hopme, - CpOoK eicTBHs (0€3 CI0Ba «CPOKY)

2. llonnoe wnaummeHoBaHue pgoxHocTH WM.O. ®amMunus uIM CTPYKTYpHOE
nojpasjesieHue (ecau B IYHKTE HECKOJIbKO JEHCTBUM, pa3HBIX [0 XapakTepy, TO Kaxkaoe
BBIJICTISIETCS B MOAMYHKT):

2.1 JlelicTBUE M CPOK UCTIOTHEHMS

2.2 To xe

3. [locnenHuit MyHKT UMEET MOCTOSTHHYIO (DOPMYIIUPOBKY:

KoHuTponb 3a ucrnonHeHneM npukasa BO3JI0KUTh Ha (CTPYKTYPHOE TMOIpa3/iesieHre
WJIU JIUII0, Ha KOTOPOE BO3JIAraeTCsl KOHTPOJb, HAUMEHOBAHHUE JTOJDKHOCTH, (paMUIIHsl, MHULIUAJIBI B
BUHUTEJILHOM MAJIEXKE).

HaumenoBanue

JIOJPKHOCTH PYKOBOJIUTEIS N.0O. ®amunus
Ecnu HeoOxouMo, TO B 3TOM MECTE yKa3bIBatOT BU3bI (0€3 CII0Ba «BH3a»)
HarpuMmep

['maBHBINA OyxTantep N.0O. ®amunus

JlaTa



IIpunoxenue 4

OBPA3EII ITIPUKA3A 110 OCHOBHOW JEATEJbHOCTH

3A0 «MHbOopManIIOHHBIE
CHUCTEMBI»

ITPUKA3
10.04.2009 Ne 32

MockBa

O Mepax 1o 00eCTIeYeHHIO0 COXPAHHOCTH
JIOKYMEHTOB

B oeax COBCPIICHCTBOBAHUWA OPraHM3allMOHHOIO M JOKYMCHTAOIHWMOHHOI'O oOecreyeHus
ACATCIIbHOCTU OpraHn3alvi U obecreyeHus COXPAaHHOCTHU NJOKYMCHTOB

ITPUKA3BIBAIO:

1. Co3ath KOMUCCHIO B COCTaBe: MpeCeaaTeN b — 3aMECTUTEINb AUPEKTOPA M0 IMEPCOHATY
[TeTpos IL.IL
UseHbl KOMUCCHMU:
1. 3amecturens rinaBHoro Oyxranrepa Cugopona C.C.
2.HavanpHuk oTnena kaapos BacunneBa B.B.
3. Menemxep Pomanosa P.P.

2. Komwuccuu TpOBEepUTh OpraHM3allMI0 M YCIOBHS XPAaHEHUS YIPaBICHYECKUX
JOKYMEHTOB H MIPEJCTaBUTh Ha YTBEP)KJICHHE aKTa mpoBepku 1o 25.04.2009

3. KoHTpob 3a HCIIOJIHEHNEM MpUKa3a BO3J10KUTh Ha cekperapss @.1. Eroposy.

HN.N. BaHOB
Jupekrop
HagansHauK 00111€TO 0TI A.JI. KazakoBa
10.04.2009
ITaBnoB

123 45 67



Ipuioxkenue S
HANMEHOBAHUWE OPI"AHU3ALINN

PACIIOPSAKEHHUE
Hara Ne

Mecto n3nanusa

3arnaBue HAYMHACTCS
¢ Borpoca - O yewm...

Tekct AOKYMCHTA MOXKCET HAYNHATHCA C KOHCTaTI/IPYI-OH_[eﬁ HaCTHu u3J1aracrcia LecJib
niIn IMpu4rHa CO3aaHus. KOHCTaTI/Ip}IIOHIaSI YaCTb MOXCT OTCYTCTBOBATh.
PaCHOpHI[I/ITGJ'IBHaH aCTb HAYMHACTCA CIIOBOM

OBA3bIBAIO:

1 PacnopsauTenbHbIe MyHKTHI CTPOSIT MO CXEME: UCIIOIHUTEIND - AEUCTBUE - CPOK.
[TocneqHMA MyHKT pacropspKeHUsT GOPMYITUPYIOT CICIYIOIIHM 00pa3oMm:
KoHTpoJib 3a BBINIOJHEHUEM pACIOPSHKEHUS BO3JI0KUTH Ha
HAUMEHOBAHHE JIOJDKHOCTHU, MHUITHAIIBI, (DaMUITHSL.

TekcT nevatarot uepes 1,5 untepnania,

HaumeHnoBanue nomKHOCTH JIM11A,
MMOAMMCABIIETO JOKYMEHT N.O0.®amunus

I'puc cornacoBanus
WA BU3BI

Ucnonaurens, Tenedon



Ipuiaoxenue 6

OTKpBITOE aKIIMOHEPHOE OOIIECTBO
«ABCOJIIOT»

PACIIOPA’)KEHUE

15.04.2009 Ne 125
O npoBeneHUH PEMOHTHBIX paboT

B cBs3u ¢ aBapHitHBIM COCTOSTHUEM OTONMTEIBHOM cucTeMbl B koMHaTe Ne 40
OBSI3BIBAIO:

1. IIpoBectu pemonTHBIe paboThl B kKomMHaTe Ne 40 mo 01.05.2009. OTBeTCTBEHHBINH —
HavyaJIbHUK TeXHU4Yeckoro otnaena B.C. AHTOHOB

2. KoHTponb 3a UCHOTHEHHEM pPAcIOpPsDKEHUs BO3JOXKHUTh Ha TIAaBHOrO WHkeHepa A.B.
Tepexosa

['eHepanbHbIN AUPEKTOP B.C.Cemenon
['maBHBIN HHXKEHED b.K.Cagenbes
15.04.2009

Tepentrena 233 67 88



Ipunoxkenue7: O6paser mpukasa ¢ yriioBEIM PACHOIIOKEHUEM PEKBU3UTOB
000 «Magk»

ITPUKA3

19.10.2009 Ne 43

r. KpacHosipck

O npoBefieHHH PEMOHTHBIX PabOT
B TIOMEIICHUH 1€Xa NEPBUYHON 00pabOTKH

B cBsi3u ¢ HEOOXOAUMOCTHIO MPOBE/ICHUSI PEMOHTHBIX pa0OT B LI€Xe MEPBUUYHON 00pabOTKH
Y KOOPJIMHALIUU JIEUCTBHUM paznuuHbixX noapasaeneHui OO0 «Masik»»

IMPUKA3BIBAIO:

1. ®unancosomy aupekropy ®HO B cpok g0 01.11.2009 roga 3axmounutsk noroop ¢ OO0
«CHOCTpOWpeMOHT» Ha OCHOBAaHUH CMETHI npeacTaBieHHon 15.10.2009 rona.

2. Tupexropy npousBoactBeHHoro otaena ®MO paszpaborats u yrBepauts g0 01.11.2009
roja, MjiaH MEPONpPHUATHH, HEOOXOIUMBIX JUIsl TIPOBEICHHS PEMOHTHBIX paboT B Ie€Xe MEePBUYHOM
00pabOTKH, C HAUMEHBIINM YIIEPOOM JIJIs IpoLiecca MPOU3BO/ICTBA.

3. Hupexropy otnena cHaOxkenuss MO ckoppekTHpoBaTh rpaduK MOCTABOK CBHIPHS IS
oOecnieueHus O6ecriepe0oHHOro mpolecca MPOU3BOACTBA Ha BPEMsI TPOBECHUS PEMOHTHBIX padoT.

4. HavanpHuky otaena 6e3onacHocty ®UO obecnieunTs oopmileHHE BCEX JOKYMEHTOB,
HE00XO0IUMBIX JuId nonafanus Ha Tepputoputo OO0 «Masik» COTpyIHUKOB
00O «CubcTpoilpeMOHT», MTPOBOAIINX PEMOHTHBIE pa0OTHI, a TAK)KE MAaTEpUATIOB HEOOXOIUMBIX
JUISL JaHHBIX paboT.

5. KoHTpoms 3a ucnonHeHneM Npukasa BO3JI0KHUTh Ha MEPBOT0 3aMECTUTEINS T€HEPaTbHOIO

nupekropa Ycauesa B.1.

I'enepanbHbBIN IUPEKTOP JA.B. Ilerpos

C npukazoM 03HaKOMJIEHBI:
DUHAHCOBBIN TUPEKTOP N.B. Ceprees

JupexTop npon3BOICTBEHHOTO

oTxaeIna A.JI. XKapos
JupekTop oTnena cHaOXeHus A.A. Cemenosa
HauvanbpHuk oT/ena 6e30MacHOCTH C.I'. Ynxos
3aMecTuTeNs FeHEpaIbHOTO JUPEKTOpa B..Ycaues

N.JI. XKykos 27 92 43
B nemo Ne 142



IIpuioxenne 8: MakeT nprkasa ¢ Mpo0JbHBIM PACIOI0KEHIUEM PEKBU3UTOB

% 3

HAVUMEHOBAHUE OPI"AHM3 AL

ITPUKA3
00.00.0000 Ne0O

Mecto u3nanus

— 1
3aroJIoBok BBIPAXKACT KPATKOC COACPIKAHUC, HJIX 3aroJIOBOK IMUIICTCA IO HEHTPY

HauuHaeTcs ¢ npeayora «O ...», oTBedaer
Ha BOIIPOC «O 4yeM?»

B KOHCTaTHPYIOIHeﬁ 4aCTH U3Jj1araroTcsa OCHOBaHUsA, OCIIN, HO6y,I[I/IBH_II/IC PYKOBOACTBO
OpraHr3alny U34aTb IpUKa3s. B HCKOTOPLIX CIIy4dasax, KOorga OCHOBaHHA OYCBHUIHEI,
KOHCTAaTUPYHOILAA 4aCTh OITYCKACTCH. PaCHOp}II[I/ITeJ'IBHaH 4aCTb HAYMHACTCA CO CJI0Ba.:

ITPUKA3BIBAIO:

1.B Hayase myHKTa NPUBOAUTCS HAMMEHOBAHUE JOJLKHOCTH ucnionHutens, ero ®.J1.0., umm
HAMMEHOBAHUE CTPYKTYPHOTO MOJpa3/iefieHus (B 1aTeIbHOM Ma/IeXKe), 3aTeM YETKO U3J1araercs
coJiepKaHue MpeylaraeMbIX JISUCTBUI (HAUMHAETCS € IJ1arosia HeonpeaeIeHHOW popMbl) U
YKa3bIBACTCSl CPOK MCIIOJTHEHUSL.

2.CTpyKTypa MOCIeIyIONIMX ITyHKTOB aHaIoruaHa. [TyHKTEI MOTYT pa30ouBaThcst Ha
noanyHKTHI (1.1,2.3 u T. 11.). B 0TA€NBbHBIX CllydasX TEKCT MOXKET MPEJICTABIIATHCS B BUJE
TaOJULIBL.

3.B nmocneaHeM myHKTe pHKa3a MPUBOAUTCS YKa3aHUE O KOHTPOJIE 3@ MCIIOJIHEHHEM TpHKa3a:
KoHTpos1b 3a ucroaHeHneM npukasa BO3JI0KHUTh Ha... (yKa3bIBaeTcs 10HKHOCTh, O.M.O. nnm
HalMEHOBaHME CTPYKTYPHOTO MOJpa3/IeNIeHHs).

HanmMeHoBanue 10KHOCTH
PYKOBOJIUTENS (moamucek) H. O. ®amunus

Bu3bl 3auHTEpECOBAaHHBIX JTUIL;

JlomkHOCTB
(mommuce)  U. O. Gammis
00.00.00

Ucnomaurens (Qavumms wm Gavumst, Umst, OTaecTBo)

tenedon (000 00 00)

B neno 00-00 (moamuck)
Wnentudukarop
00.00.0000 ANIEKTPOHHOU
KOIUH JOKYMEHTa
IIpakTyeckoe 3ansaTue Ne /
«JlesoBast koppecnonaenus. Cocras u opopMiIeHHEe PEKBU3UTOB MM CbMa)



Heap 3anssiTus CdhopMupoBaTh MNPEACTABICHUS YydYaIIUXCS O JOKYMEHTaX.
[To3HAaKOMHTH CO cIyKeOHBIMHU MUChbMaMH. HayunTs ygamuxcs pa3indarh NHChbMa MO UX
rpynnam u opopmisats B coorBeTcTBHU ¢ 'OCTowm.

Tun ypoka: npakTHYECKUX HaBBIKOB
AKTyau3anus ONOPHBIX 3HAHUI M MPAKTUYECKOT0 ONbITA MIPH JA0NyCKe K padore:

1. Omnpenenenue nucbma

2. Bunsl nucem

3. PexBusurhl nucnbma

4. SI3pikoBbIe (HOPMYIIBI THUCHMA
3agaHus 119 NIPaAaKTHYeCKOH padoThI.

1. OnpeaennTe THN NUCHhbMA MO SI3LIKOBBIM (popMyJiaMm.
SI3pIkOBas hopmyna Tun nuceMa
1. [Ipocum c0061uHTUI> JaTy npuesaa a) odepra (TIpe/IoKeHHe)
jgeneranuu ot Bamieil GupMel...
2. M=1 yBepensl, uto Bac 3aunTepecyer 6) oTKa3
BBICOKOE Ka4eCTBO HallICH MPOIYKIIHUH...
3. B cBd3u ¢ HpI/I6J'H/DKeHHCM CPOKOB B) COIPOBOJIUTENILHOE ITUCHMO
MOCTaBKH, HaloMHHaeM Bawm, uTo...
4. Ham Oyznet npusiTHO BUIETh Bac Ha r) mpocs6a

COCTOMUTCHL...

ro0usiee Hare GupMbl, KOTOPBIN

5.K COXaAJICHHUIO, Mbl HC MOXKEM IIPHUHATDH I[) HallOMMHaHue
Bame MMpCIJI0XKCHUC. ..

IJIaHa...

6. HpeIlCTaBJ'IFHO Ha YTBCPIKACHUEC ITPOCKT e) IIPUTJIALLIEHUE

2.

OdopmuTe peKkBH3UT «aapecaT» IJsl MHCEM, KOTOPbI¢ HANIPABJISAIOTCH:

A) B TepaneBTHUeckoe oTnesneHne LleHTpanbHON KIMHUYECKON 0OIbHULIBL;

b) Bpauy-opauHaTOpy TepaneBTUUYECKOTO OoTAeaeHus LleHTpanbHO KINHUYECKON
6osnbHUIEI A.B. CMUpHOBY;

B) B paitonnyio ynpaBy CeBepHOro aJJMUHUCTPATUBHOTO OKPYra;

I') Banpec OAO «CozBe3nue» (yn. CenesneBckas, 1. 1, Mocksa,120445);

3.

N AN = AN N

N’

NYXOEST O =

a
6)

HUCTEKAET;
B)
r)

5.

Kakune oOpamnienus He HCHOJIb3YIOTCS B COBPEMEHHBIX JEJIOBBIX JIOKYMEHTAX:
N100e3HblU COp,; Y8adcaemulli npeoceoamenb KOMUCCUU, MHO20YBANCAEMbLU
20CNOOUH,; OUPEKMOp,; 2paAXCOAHKA; MUOCMUBDHIL 20CYOAPb; 20CNOOUH
HAYAaNbHUK, 1€0U U OHCEeHMIbMEHbL, YBANCAEMbLl 2eHePalbHblU OUPEKMOop .
boesoti mosapuuwy?
VYkaxure om0k B 0()OpMIECHUU OCHOBHBIX PEKBU3UTOB MUChMa:
npu o0paleHNHU:
BaxaeMblil T-H HA. Tlonomapes;
I'-xa JI.H. JIeGenena!
VYBaxaemrle r-aa!
YBaxaeMblil TOCIIOAWH MUHUCTDP VIBaHOB;
YBaxaemsbiii UM. Muxaiinos!
Yeaxaembiil Jlobpenko Cepreit Ilerposuu!
NBanoB JImutpuit Bacunbepuy!
ToncruxkoBy bopucy I'aBpunosuuy!
B TEKCTE MUChMa:
[Ipennaraio Bamemy BHUMaHUIO 00pa3ibl MaTepUAaOB;
HamomwuHato, 4To Cpok BhIOJTHEHHS qoroBopa oT 11.02.2005Ne 15/10

Byapre Tak n100€e3HbI;
€ OTKaXUTE B JIO0E3HOCTH COOOIINUTE.

CocraBbTe ACJIIOBOC IMHUCHbMO AJIA CJ'ICI(yIOH.[Cﬁ CUTyalluH:

Poccuiickas pupma «Mentsl u K°» npurnaniesa sismoHckoi pupmoit
«Sxyn3za» n amepukanckoit kommnanueit The Best Cops Ha 03HaKOMHUTEIbHYIO
BBICTABKY OPYKHMS U aMYHULHU 1 nonuneickux. [locne mocemeHus BEICTaBKH
poccuiickas upma OTIpaBuia MUChMa: a) ASMOHCKON pupMe ¢ MPOChOOH O TOCTABKE
NpoOHON MapTHUU HYHUYAKOB, PE3MHOBBIX METATEIbHBIX 3B€3J0YEK U HOBBIX




apMUPOBAHHBIX IIEIKOBBIX MOJUIEACKUX KYPTOK, CIOCOOHBIX BBIAEPKATE yaAap
HOXOM; 0) aMmepuKaHCKo# pupme ¢ mpocbOOH BhICIATh NAPTUIO TUTAHOBBIX
HAapYYHHUKOB;

noHckas pupma oTnpaBuia 3aKa3aHHYIO NapTHIO, pOCCUiicKas ¢pupMa BeIpa3uiia
yZIOBJIIETBOPEHHE 110 OBOJY KauecTBa TOBApa.

AmepukaHckas ¢pupma OTIpaBUJIa HAPYYHHUKH, HO POCCHIICKasgs KOMIAHUs OCTalach

HEJIOBOJIbHA, MOCKOJbKY BMECTO TUTAHOBBIX aMEPHKAHIBI MOCTABUIN ATIOMHUHUEBbIC
HapYYHHKH.

6. HcnpaBbTe omubOKu B OPOPMICHUU PEKBU3UTA «agpecaTy:
1) oupexmop omxpvimoco axyuoneprozo oowecmea «llpumay H.E. Cepeees,
I'pomoseko I1. P., 2. Bopxyma, 630075, ya. I'eodezuyeckasn, 32—12;
Ilpeoceoamensv koonepamuea H.U. Jlyeosasi;
000 «Csempy, yn. Mupa, 0. 35, ogh. 11, . Mockea, 112031;
3amecmumento oupekmopa ¢upmol « Tpex» Hocoey P.I1.;
ya. Poounenxo, 73, e. C-Ilemepoype,
190027, U30amenvckuti oom « Cenenear, Bunoxkyposy I1.11. (en. unoicenepy).

IIpakTu4yeckoe 3ansitue Ne 8
Tema «CocrasiieHue U o(popMIiIeHHE TTHCEM

Hear paGorbi: HayumTbesi cocTaBisATh U 0QOPMJISITH CiIyKeOHble NHUCHBMA B
coorBercTBUM ¢ TOCT P 6.30-2003

Ilopsinok BbINOJTHEHHS PA0OTHI

1. 3anucath HOMEp MPAKTUYECKON pabOTHI, TEMY U IeNTb paOdOTHI

2. 3anucath KOPOTKO MPEI0KEHHbIE 3aaHUS

[TpakTrdeckast paboTa COCTOMUT U3 3-X 3aJJaHU 110 COCTABJICHHIO CITY)KEOHBIX TTHCeM. UTOOBI
0(pOpPMUTH JOKYMEHThl HEOOXOIMMO HCIONb30BaTh THUIOBBIE (DOPMBI, KOTOpPBIE HAXOAATCS B
IPWIOKEHUSAX. B puiokeHusIX Takxke MpeCcTaBlIeHbl 3al0JHEHHbIE 00Pa3Iibl ATUX JOKYMEHTOB.

Odopmienne TOKYMEHTOB Tpou3BoauTcs B pemakrope Microsoft Word ¢ cobmonennem
BCEX OTCTYNOB M HWHTEPBaJOB. Bce BBIMOTHEHHBIE 3aJaHUs JOJDKHBI OBITH pacredaTaHbl U
MPEACTABICHBI TPENOIaBATEIO JIJISl TPOBEPKH.

3aganue 1.

Cocrasbte nucbmo — npuriamenue Ne 544 ot 10.07.20  no ci1. JaHHBIM:
WMHCTUTYT TOYHBIX MPUOOPOB MOCHUIAET MUChbMO — npuriamenue aupexropy LIHUN «IIpomereit»
Koncrantuny CepreeBudy ¢ NPUMIALIEHUEM MOCETUTHh MEXKIYHAPOJIHYIO CIIELHAIN3UPOBAHHYIO
BBICTaBKY «OKOHOMUSI MaTEPUATIBHBIX U TOIUIMBHO — SHEPTETUYECKUX PECYPCOB B CTPOUTENBCTBE U
IIPOMBIIIIIEHHOCTHY. BbicTaBka coctonTcs B I. MockBa B NaBMJIBbOHE BBICTABOYHOIO LIEHTPA Ha
Kpacnoii [Ipecue 18 aBrycra 20 roxa ¢ 9.00 go 20.00. Aapec MHCTUTYTa TOYHBIX MPUOOPOB T.
Mocksa yn. IlnexanoBa 36, ten. 237-87-77. [upextop uHCTHTyTa TOuHBIX mnpubopo C. K.
Ceprees.
Hcnonp3yiiTe npunoxenue 1.

3aganue 2.
Cocraspte rapantuiinoe nucbMo Ne 589 ot 23.09.20  mo cieayroluM 1aHHbIM:
00O «Mury» rapantupyer AO «BocTopr» oTTpy3Ky akKyMyJsSTOpHBIX Oarapeit Ha cymmy 324000
(Tpucra nBaguath yerblpe Thicsiun) pyOsneir 00 komeek B TeueHHe 2-X HeAEIb C MOMEHTa
MOCTYIJIEHUS JI€HEKHBIX CPEJICTB Ha PACUETHBIM CUeT.
Anpec OOO «Mur» r. Mocksa yn. Canosas 36, ten. 237-87-87. Jupekrop OOO «Mur» M.
K.MakcumoB.
Hcnonp3yiiTe npunoxenue 1.

3ananmue 3.
CocraBbre nHpopmarmonHoe nucbMo Ne 59 ot 12.09.20  mo cneayoumm JaHHbIM:
MockoBckuit monurpadhuuecKuii TEXHUKYM cooOmaeT aupektopy mkonsl Ne 12 B.C. AHTOHOBOI# 0
TOM, YTO B HOBOM Y4€OHOM T'0/1y TEXHUKYM OTKPBIBACT JBa HOBBIX (paKkynbTeTa:



1. JlazepHble TEXHOJIOTUH B TTOIUTpadun
2. HOpunnueckuii
[TpaBuna mpuema ob1e I Beex.
Anpec MockoBckoro mnonurpaduueckoro TexHukyma r. Mocksa yi. Mwupa 86, ten. 337-87-87.
Hupexrop texuukyma M.C.UrnarbeBa.
Ucnonp3yiite npunoxenue 1.

Hpunioxenne 1.
HaumeHnoBanue opranuzanuu PexBusut «Anpecar»

OTHPAaBUTCIIA

CHpaBO‘lHHe JaHHBIC OpraHu3anuu-

OTIIPaBUTEIIS
Ne oT
Texker nucbma. [Incbma — NpUIIaIEHUss HAYMHAIOTCS CO CIOB «Y BAXKAEMBIH ........... I'»

TekcT rapaHTHIHOTO MUCbMa HAYWHAETCS €O CJIOB «HacTOsAIUM rapaHTHpYeM ...»
Texkct MHPOPMAIIMOHHOTO MHChMAa HAYMHAETCS CO CIOB «AJMHUHHCTPALUs KOJUIEIKa COOOIIAEeT,
4To ...»

JIOMKHOCTh OTIIPaBUTEIIA H. O. damunust

IIpakTnyeckoe 3ansaTue Ne 9
Tema: «CocraBiienune u ogopmiieHrne HH(POPMAIIMOHHO-CIIPABOYHOM TOKYMEHTALMU»

Heap padorei: Hayuntbes cocTtaBasaTh U 0GOopMIIsATH MH(POPMALIMOHHO-CIPABOYHBIEC

nokymeHThI B cooTBeTcTBHM ¢ TOCT P 6.30-2003
Ilopsinok BbIMOTHEHUS PA0OTHI

1. 3anucate HOMEp MPAKTUYECKOM pabOThI, TEMY U 1€JIb PabOTHI

2. 3anucatb KOPOTKO NPEIJIOKEHHBIE 3a1aHUS

[IpakTuueckas pabota coctouT u3 3-x 3amanuii mo cocrapienuto OPJ[. UtoOwl opopMutsb
JIOKYMEHTbI HE00XO0/IMMO HUCIIOJIb30BaTh TUIIOBbIE ()OPMBI, KOTOPBIE HAXOAATCS B MPUIIOKEHUAX. B
MPUIOKEHUSAX TAKXKe MPEICTaBICHbI 3aMI0JIHEHHBIE 00pa31bl 3TUX TOKYMEHTOB.

Odopmiienne TOKYMEHTOB Tpou3BoauTcs B penakrope Microsoft Word ¢ cobmonennem
BCEX OTCTYNOB M HHTEpBaJIOB. Bce BBHINMOTHEHHBbIE 3a/JaHUs JOKHBI OBITH pacredaTaHbl U
IIPEJICTaBJICHBI IPENOIaBATENI0 IS IIPOBEPKHU.

3ananue 1
ITpn nomomwm nputokenus 1 u 2 coctaBuTh akT peBrusuu kaccel npeanpusatus TOO "Cnaprak"
No 15 ot 14.03.20 . OcHoBaHueM siBisieTcst mpuka3 aupekropa Ne 165 ot 13.03.20 .

B coctaB koMuccuu, NpoBOASIIEH PEBU3HIO BXOIAT:
ITpencenarens - 3am. qupekropa C.H. Koznos
Unens! komuccuu: 1. I'n. 6yxrantep H.M. Porosa

2. Ct. 6yxranrep 3.A. Opnosa

3. byxranrep O.1. Yuaena
[TpucyrcTBoBanu: 3am. ri1. Oyxranrepa I'.H. Kopones



kaccup B.M. MakcumoBa
PeBusust Owbuia mpoBemena B mepuox ¢ 14.03.20 mo 16.03.20
B pesynbprare npoBeieHHON PEBU3UHN YCTAHOBJIEHO:
1. OcTaTtok HAJIMYHBIX JIEHET B Kacce 1Mo cocToAHMio Ha 14.03.20  corimacHO KacCOBOM KHHUIU U
JAHHBIM OyXTaJlTepCKOro ydera joipkeH coctasisate 5000 pyo.
2. ®akTUYECKU OCTAaTOK HAJIMYHBIX JieHer B kacce coctaBisieT 4800 py6. Hemocrava nener B
kacce - 200 pyo0.
3. Henocraua Hanmu4HBIX JACHET B Kacce oOpa3oBajack 1o BuHe kaccupa B.M. MakcumoBoit
AKT cocTaBlieH B 3-X 3k3eMIuisipax: 1-i sk3. - B gemno Ne 05-11
2-11 5K3. -IUPEKTOPY MPEANPUATHS
3-1 9K3. - TJ1. OyxTanTepy
B npunoxenuu oObscHUTENbHAs 3amucka kaccupa B.M. MakcumoBoit Ha 1 1. B 1 3K3. (camy
OOBSCHUTENIBHYIO 3aIMCKy MUCaTh HE HY)XHO, HEOOXOJMMO B TEKCTE aKTa ClejaTh MOMETKY O
HAIMYUU TPUITOKEHHI )
Odopmuts rpud yrBepxaenus: nupekrop A.A. bepkyr, nara yreepxkaenns 18.03.20 .
OdopMuth pekBU3UT "OTMETKA O HAMIPABICHUHU JOKYMEHTA B J1ey0"
Ucnonautens B.A. Anykun narta 25.03.20 .

3amanme 2.
CocTaBUTh OOBSICHUTENIBHYIO 3aIIMCKY HA UMsI 3aBEIYIOIEro OTAEICHUEM O IPUYMHE OMO3JaHUs
Ha 1-to mapy 17.03.20 . B Tekcre yka3aTh IPUUMUHY OIO3/IaHMUS.

3amanme 3.

CocraBuTh AokiagHyrlo 3anucky ot 18.03.20 . HanucaHHYIO Ha4aJbHUKOM YIpaBJICHUS
B.O. UnbunsiM, agpecoBannyto ['enepansHomy aupexkropy OAO «llepesozku» T.I1. Janununy o
NIEPEBOJIE HA JOJDKHOCTD.

[IprumnHOM, NOCITYKUBIIEH COCTaBICHUIO JOKJIAJHOM SIBISETCS PEOPraHu3alys CTPYKTYpPBI
VYnpaBieHus U yKpylHeHHe OTAEIOB B Pe3yJIbTaTe Yero MpOMCXOAUT NepepacnpeieieHne GyHKIni
COTPYIHUKOB.

HavanpHuk ynpasnenus MineuH npocut nepesectu crapiiero skoHomucra CT. Hukonaesa
U3 OTheNa aBTOMOOWJIBHBIX IEPEBO30K B TAMOXKEHHBIE OTAENI C IOCIEAYIOIIUM BHECEHHEM
M3MEHEHHUH B IITATHOE PaCIMCAHHUE.

Hcnonp3yiite npunoxenus 3 u 4.



Ipuioxenne 1
Maker aKTa

HaumenoBanue muHucTepCcTBa YTBEPXIEHUE
WJIM BEJIOMCTBA (pu HEOOXOMMOCTH )

HAUMEHOBAHUWE OPTAHU3 AU
HaumeHnoBaHnue CTpyKTypHOTO
1oJipa3/iesIeHus

AKT
00.00.0000 Ne

I'opon

Kpartkoe conepikanue coObITHS
wim (pakra, chopMyIUPOBAHHOE
OTIJIArOJIbHBIM CYIIECTBUTEIBHBIM
B UMCHUTCIIbBHOM I1aICKE

OcHoBaHue PacriopsiauTenbHBII MM HOPMATUBHBIN TOKYMEHT, YCTHOE
pacropsbKeHHe, MOCTY)KUBIIIee OCHOBAHUEM JIJIsl HATIMCAHUS aKTa
(uepe3 1 unTEepBan)

CocraBneH KoMHCCHEN

[Ipencenarens Haumenosanue gommxkaoctu M.0. Gamunns

Unensl koMuccun Haumenosanue nomxHocti M.0. @amunus (pacmonaratorcs B
an(aBUTHOM HOPSIKE Yepe3 3alATyIo, uepe3 1 uHTepBan)

IIpucyrcrBoBau Hanmenosanue nomxsoctn M.0.@amunun nun,

MPUCYTCTBOBABIIMX ITPHU COCTABJICHHUHU AKTa, paCliojiararoTcsa TakKe
qepe3 3aITYyHO.

TekcT KOHCTAaTHPYIOLIEH YacTH akTa: OMNHMCAaHUE MPOBEAECHHOW paboThl, (uUKcaIs
YCTAaHOBJICHHBIX (i)aKTOB, BBIBOJAbI MW 3aK/IIIOYCHHA KOMMHCCHH, KOHKPETHBIC TIPCIIIOKCHHA.
KoncraTupyromas 4acTb MOXKET ObITh pa3/iesieHa Ha MYHKThI Wi opopmiieHa Hu(ppOBOM TaOIULIEeH.
Texct numyt yepes 1,5 nnreppaina. [Ipu He0OXOAMMOCTH yKa3aTh KOJIUYECTBO IK3EMILISIPOB:

CocraBieH B IBYX dK3eMILUIApax:
1-it-komy (kyna);
2-1 - xomy (Kynaa).

[Ipencenarens [Monnuce H. O. ®amunus
YJieHs KOMHUCCHH IToanuce H. O. ®ammmsa
IToamnuce H. O. Gamunus
IMoamuce H. O. ®amunus



IIpunoxenue 2

Oopa3sen akra
I'JTABHOE VYIIPABJIEHUE

[MTPOMBIINIJIEHHOCTHA
CTPOUTEJIBHBIX MATEPUAJIOB
AKT

10.10.2009 Ne 7

r. Tyna

YcranoBneHue GpakTHIECKON

MMPOU3BOAUTCIIBHOCTU
TEXHOJIOTHYSCKON JIMHUHN

OcHoBanue IIprka3 MUHUCTPA IPOMBIIIJIEHHOCTH CTPOUTEIBHBIX MaTEpUAJIOB
ot 10.09.2009 Ne 108

CocraBiieH KOMHACCHUEN

[Ipencenarens I'maBub1i TexHONOT ynpasienus [I.M. Ilerpos

HiieHbl KOMHCCHH PyxoBonurens naboparopuu C.J. Makapos, cTapiinii HHXXEHEp
naboparopuu F0.B. Cumakos

IIpucyrcrBoBan I'maBHbIN nHXKEHEp 3aBoga Ne 1 MLII. Pagun

B mepuon ¢ 10.10.2009 mo 12.10.2009 xommuccusi mpoBena padOTy IO YCTaHOBIJIEHUIO
(daKTHUECKOW  TPOM3BOJUTEIBHOCTH  TEXHOJOTHYECKOW  JIMHUM 1O  HW3TOTOBIICHUIO
acOeCTOLEMEHTHBIX JIUCTOB Ha 3aBoje Ne 1.

Jlunusa npuHsATa B 9KCIuTyaTanuio B aekadpe 2008 rogma co cpenHei mpon3BOIUTENHHOCTIO 88
JaucToB/4ac. 3a mpolenlniee BpeMs MPOU3BOJAUTENBHOCTh JIMHUM 3HAYUTENBbHO Bo3pocna. Jls
YTOYHEHUS] TPOW3BOAMUTEILHOCTH JIMHAM M KadecTBa NPOAYKIMH KOMECCHS paccMOTperna
MaTepHalibl: CBEIEHUS O paboTe JTMHHUHU 32 BECh NEPUOJ; (PU3UKO-MEXaHUUECKHE MTOKa3aTeH.

B pesynbrare paOoThl KOMHUCCHS OIpeneinyia 4acOBYIO HPOU3BOAUTENBHOCTh JuHUU 400
JHMCTOB, YTO COOTBETCTBYET I0/JoBOi MomHocTH 300 MITH. JTMCTOB B TOJI.

CocraBiieH B TpeX 3K3eMILIPAX:
1-i1 - 'naBacbecrty;
2-i1 - HUMnpoekracOecty;
3-ii - 3aBosy Ne 1.

[Ipencenarens J.M.Ilerpos
UsieHpl KOMUCCHUH C.N.Makapos

10.B.CumaxoB
IIpucyrcrBoBai M.II. Papun
B neno 00-00

Iloamucek nata



IIpunoxenue 3
MakeT JOKJIAIHOM 3aUCKU

HanmenoBanne MHUHHCTCPCTBA HanmenoBanme JOJDKHOCTH aJjpecaTta C
HNJIM BEAOMCTBaA BKIIFOYCHUECM HAUMCHOBAHUA OpraHu3alinin
B AATCIBHOM IIaJICKE

HANMEHOBAHUWE OPI"TAHU3ALI N.0. ®amunusa

JTOKJIAJTHAS 3ATTMCKA

00.00.0000 No
MecTo n3naHusa

3aroyioBOK K TEKCTY,

BBIPAKCHHBIN OTTIIarOJIbHBIM
CYHIICCTBUTCIILHBIM B ITPEAJIOKHOM
nazexe, HaunHaercs npeaygora O

MalHONUCHBIN TEKCT AOKJIAIHON 3alMCKHU TIeYaTaroT yepes 1,5 unrepnana.

He cnenyer Texct HaunHath cioBamu: "JloBoxy 1o Bamero cBenenus..."

TeKCT COCTOUT U3 IBYX YaCTEH.

Ecnu cBepenusi, npuBoIMMBIE B JOKJIAIHOM 3aMHMCKE, OTHOCATCSA K ONPEACIICHHON JaTe
WJIM OTPE3KY BPEMEHH, TO 3TO BpeMs BKIIIOUAETCS B 3aT0JIOBOK.

OdopMIsIOT TPUITOKEHUE, €CTTH OHO €CTh, TOCTe TeKCTA.

[Tpunoxenue: 1. [lnan-rpadguk Ha 2 1. B 2 9K3.
2. Tabnuna pacyetoB Ha 1 1. B 2 9K3.

HanmeHnoBanue nomKkHOCTH JIM1IA,
MMOIMMCABIIETO JOKYMEHT N.O0.®amunus

B neno 00-00
Iloamuce
Hara



IIpunoxenue 4

Oo0pa3sen gJokjIagHas 3alIUCKA

KoHTpOsbHO-pEBU3NOHHBIN ['enepanbHOMY AUPEKTOPY
oTzen 00BeAMHEHUS

N.N. BaHoBY
JOKJIAIHASA 3AIIMCKA
10.04.2009
Mocksa

O Ha3zHaYeHUU JOKYMEHTAJIbHON
peBusuu B Marazune Ne 000

[Ipn wuHBeHTapuszauuu ToBapHbIX (oHmoB MarazuHa Ne 15 09.04.2009 oGuapyxena
HEJ0CTava Pa3IMYHBIX TOBAPOB Ha cymmy 1321 pyo0.

[Ipomy Bac Ha3HauuTh TOKYMEHTAIBHYIO PEBU3HIO TOBapHBIX omnepanuii marazuHa Ne 000
¢ 01.01.2009 o 09.04.2009.

3amMecTUTEIb
HadaJlbHUKa OTJeja ITonmmce I1.A. Kogua

IIpakTnyeckoe 3ansitue Ne 10
«AKT. OdopMiIeHHE aKTa C YIJIOBBIM M NMPOAOJIbHBIM PACIOJIO0KEHHEM PEKBU3UTOB.
Odopmitenne rpuda yrBep:kaeHus. PeKBU3MTBI akTa».

Ilean 3aHATHA:

Oo6pazoBarenbHast: [lo3HaKOMUTH ¢ HOpMaMu U NpaBUJIAMH, PEKBU3UTaMU O(QOPMIICHHUS aKTa,
HAYYUTh CTYJCHTOB MPAaBHILHOMY O()OPMIICHHUIO aKTa.

MOKa3aTh 3HAYCHHE IOKYMEHTa I COBPEMEHHOTO 00IIeCTBa U YeIOBEeKa.

TpedoBaHNs K 3HAHNUAM H YMEHHSIM VIALUXCS:

CMYOeHmbl 001HCHbL 3HAMD:
- cnoco0bl 0popMIIeHUsI PEKBU3UTOB aKTa, OOIENPUHSITHIX COKpallleHuH, iudpoBoil nHdopmanuu,
cneunduyeckre 0co0eHHOCTH 0(pHUIMATIBHO-IET0BOTO CTHIIS PEUH; TUITMYHBIE OIIUOKH, TPH
COCTaBIJICHUH TEKCTA IOKYMEHTA.

CmyOeHmbl 001HCHBL YMEMb:
- COCTABJIATH TEKCT JIEIIOBOTO JIOKYMEHTA B COOTBETCTBUM C OOIIMMH MPABUIIAMU M HOPMaMH, C
y4eToOM TpeOOBaHHM K CTHIIIO O(PUIIMATBHBIX TOKYMEHTOB.

3ajaHue NMPAKTHYECKOro 3aHATHS
1. Odopmure aKr.
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PexBusurtsl akta: 3A0 «Mopenponykr» , YTBEPXIAYO Iupexrop H.B. Manuna
14.03.2010r, Ne 07-13-207, MockBa, «O BBISBICHUH HEUCIIPABHOCTH XOJIOAMIHHUKA B
KpEeBETOYHOM Iiexe», OcHoBanue: npukas res.aupektopa ot 00.00.0000. CocraBieH KOMHUCCUEH
B coctane: [Ipeacenarens — 3am. aupekropa B.T. Tpodumos

Unensl koMuccuu — ri1. uHxeHep B.3. 3uHoBbeB
ct. mactep H.b. Kpupomieee

Mexanuk A.T. Mopo3os

CocraBiieH B 3-X 3K3.:

1-i1 5K3. — AUpPEKTOpY MPeAPUATHS

2-1i 9K3. — B OyXTaJITepHIO

3-#1 pK3. — B neo Ne 12/05

00.00.0000. BbImIen u3 cTpost xonoauibHUK. [locae mpoBeaeHHs TEX.0CMOTpa II1.MEXaHUKOM,
YJIeHbl KOMHCCUU YCTaHOBUIIM, YTO TIOJIOMKA MPOU30IILIA B PE3yJIbTaTe MOMaJaHusl B arperaTsl
BOJIbI, KOTOPAs MPOCAYMIIACH C MOTOJIKA MOMEIICHUSI.

[Ipencenarens  Iloonuco B.T. Tpodumor

Unensl komuccuu Iloonucey B.3. 3unoBbeB, Iloonuce H.b. Kpusorees,
Iloonuce A.T. Mopo3os.

Oo0pa3sen akra

000 “Mask” YTBEPXIAIO
I'enepanpHbIil TUPEKTOP
H.II. iBanoB
16 nexa6ps 2004 roma
AKT

16.12.2004 Ne 15

r. KpacHosipck

@) MPOBCACHUHN PEBU3UHU KACChI

OcHoBanue: npuka3 reHepaiabHoro gupekropa ot 07.12.2009 rona Ne 42 “O npoBeneHnn peBU3NU
Kacchl .

CocraBiieH KOMUCCHEN B COCTABE:
[Tpencenarens: punancosslil qupexkrop Ceprees 1.B.
Unens! komuccun: 1. Jlupekrop oraena cHabxenus Cemenona A.A.
2. lupexTop npou3BoAcTBEHHOr0 otAena JKapos A.JL
3. 3amecturens aupekTopa otnena cHadxkenus [lynkun J[.B.

16.12.2004 roga xomuccus IMPOBENIA PEBU3UIO KaCChl OPraHU3aluy 110 COCTOSIHUIO Ha
15.12.2009rona

B pe3ynbTaTe mpoBeICHHON PEBU3UHU YCTAHOBJIEHO:



1. OcTaTOK HaIMYHBIX JEHEKHBIX CPEICTB B Kacce 1o cocTostHuio Ha 15.12.2004 roxa coryiacHo
KacCOBOW KHHUT€ U JJAHHBIM OyXTaJTEpPCKOTO yueTa JOJKEH COCTaBIATh 12 534 pyo.

2. daKkTHYECKU OCTATOK HAIMYHBIX JICHEKHBIX CPEACTB B Kacce cocTasisieT 12 447 pyO.
Henocraua neHexxHbIX CpeicTB B Kacce — 87 pyo.
3. HemocTtaua meHexHBIX CpeACTB B Kacce 0Opa3oBaiach o BUHE kaccupa JlemenTreBoit B.1.

CocraBieH B 3-X 9K3.:

1-51ii 5K3. — B neno 43/2

2-01 2K3. — TCHEPATLHOMY JTUPEKTOPY
3-Hii 9K3. — rIIaBHOMY OyXTrajnTepy

[Ipencenarenb koMuccuu N.B. Ceprees

UeHBl KOMHUCCHUH: A.A. Bemenosa
A.JI. Kapos
J.B. Ilynkun

B nemo Ne 43/2

16.12.2004

2. Odopmute aKT 0 XUIIEHUH HA MPEANIPUITAN OPT.TEXHUKH. PEKBU3HUTHI CBOCH
(bupMmbI.

IIpakTuyeckoe 3ansitue Ne 11 «/loxknagnas, cayxeoHas 3anucku. Odopmienne u
PEKBHU3HUTHI ».

Ilean 3angaTHA:

Oobpa3zoBarenbHas: [lo3HAaKOMHUTH C HOpMaMHM U MpaBWIIAMH, PEKBU3UTAMU O()OpMIICHHUS
JOKJIaTHOM, CITy>keOHOM 3alMCKH, Hay4YUTh CTYAEHTOB MPaBUILHOMY O(OPMIIEHHUIO 3TUX
JIOKYMEHTOB.
TpeGoBanus K 3HAHUSIM M YMEHUSIM YYALIMXCH:

CMYOeHmbl 001HCHbL 3HAMD:
- c1ocoObl 0POpMIIEHUSI PEKBU3UTOB JOKIAHOMN, CIIYKEOHOU 3amuCcKu,  Clenu(pUIecKre
0Cc00EHHOCTH O(UINATIBHO-/1EJI0BOr0 CTHIIS PEUYH; TUITMUHBIE OLIHMOKH, IIPU COCTABICHUH TEKCTa
JIOKYMEHTA.

CMYOeHmbl 00IHCHbBL YMENb:
- COCTaBIIATH TEKCT JIEJIOBOTO JOKYMEHTA B COOTBETCTBUU C OOIIMMU IIPaBUIIaMU U HOPMaMHU, C
y4eTOM TpeOOBaHHM K CTHIIIO O(PUIIMATBHBIX JTOKYMEHTOB.

Sazlalme NPAKTUYC€CKOro 3aHATHUSA

1. Odopmure 00BACHUTENBHYIO 3aIIUCKY O MPOIyCKaX Y4eOHBIX 3aHATUN. PeKBU3UTHI
IIPOU3BOJIbHBIE.

2. OdopmuTe JOKIAHYIO 3aMMCKY Ha UM HadalbHUKA OTJIENA, O TIOSBICHUU B HETPE3BOM
BHJIE COTPYAHUKA. PEKBU3UTHI TPOU3BOJIbHBIE.

3. OdopmuTe cripaBky 0 IPOBEICHUN HHBCHTAPU3AIIMU B KOMITBIOTEpPHOM Kiacce. Odopmute
HEO0OXOMMBIC TAHHBIE B TAOJIUYHOMN dopMme.
4. OTpenakTUpyHuTe MPeJIOKEHHBIN TOKYMEHT.
CITPABKA

Otnen miaHupoBaHUS ['enepanbHOMY AUPEKTOPY
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000 «Cub-Tpasen»
rocnoauny I1.P. TepentbeBy

O mpoJIJIeHUU KOHTPAKTa C Typerkoi GupMoi «Accoiby»

K konny utons 2005 roga nameit pupmoii Obuto nponano 97 myreBok B Typuurio, uyto Ha 20 %
00JbIIIe, YEM B MTPOLIIOM MECSIIIE.

Jlns penieHus Bompoca pa3MelieHus CTOJIb MacCOBOTO IMOTOKA KJIIMEHTOB B MECTHBIX OTEJSAX ObLI
npoasieH KOHTpakT ¢ OAO «Accomby.

Cr. MeHeKe O.H. beprman Tloonucw
01.08.2009 Ne56 r. Mocksa
S. a)popMuTe OOBSICHUTEIBHYIO 3aMUCKY AEKaHy (aKyiabTeTa O MPUYMHAX HESIBKU Ha

9K3aMeH. PeKBU3HUTHI TPOU3BOJIHHBIE.
B)CocraBuTh 1 0hOpMHUTE TUYHOE 3asBIICHHE

OO0pa3ubl JOKYMEHTOB.
000 «Masik» ['maBHOMY OyXTanrepy
byxranrepus
K.M. CauroBoii
OB BACHUTEJIbHAA 3AIIMCKA
04.11.2009
r. KpacHosipck
O He npou3BEeCHUN aBAaHCOBOTO

IaTcixa

3 Hos16ps1 2009 rona He OblIa MPOU3BEICHA MPEAOIUIaTa, MPEeyCMOTPEHHAS
rpagukoM nocTaBoK yTBepkAeHHbIX JloroBopom Ne 42 ot 5 maprta 2008 rona, B
cBs3u ¢ yeM 1 Hosi0pst 2009 roga He OblIa MpoU3BeIeHa MOCTABKA, 32 KOTOPYIO

Obla mpousBeaeHa npeaormiata 27 oktaops 2009 ronaa.

Bbyxrantep C.A. 3aiineB

B nemo Ne 147
04.11.09



Oo0pa3sen 10KJIATHOM 3aNIMCKU

000 «Masik» ['enepanbHOMY AUPEKTOPY
Bbyxranrepus

JI.B. IletpoBy
JOKJIAITHA A 3AIINCKA
04.11.2004

r. KpacHospck

O cocTaBe KOMHCCHH 10 IIPOBCACHUIO
HWHBCHTapu3alluu

Ha ocHoBanuu npukasa Ne 142 ot 15 okts16ps 2004 roga moaAroToBIeH CIIUCOK JIHI]
PEKOMEHIOBAaHHBIX K BKJIIFOUEHHIO B COCTaB KOMUCCHH T10 TIPOBEJICHUIO MHBEHTAPU3AlIUH, B
CJICIYIOIIEM COCTaBE:

byxranrep Cmupnos. B.K
byxranrep IlaBnoBa A./l.
byxranrep Jmutpeena JI.B.

['maBHbII OyxTantep CantoBa K.M.

B neno Ne 93
04.11.2010
IMpakTuyeckoe 3ansaTue Ne 12
«IIpoTokoJ. Beinmucka u3 nporokoa OgopmiieHne 1 peKBU3HTHI».

IleJb 3aHATHA:
Oo6paszoBarenbHas: [l03HAKOMHTH C HOpMaMmH, IPABUIIAMHU B PEKBU3UTaAMH O()OpMIICHHUS
MIPOTOKOJIA, BBIMKUCKU U3 MMPOTOKOJIA, HAYYUTh CTYIEHTOB MPAaBUILHOMY O(DOPMIICHHUIO ATHX
JIOKYMEHTOB.
Tun ypoka: VYpok NpakTUYECKUX HABBHIKOB
TpeboBaHus K 3HAHUSIM M YMEHHAM YYALIUXCH:

CMYOeHmbl 001HCHbL 3HAMb:
- odopMIieHHEe PEKBU3UTOB ITPOTOKOJIA, CTIEIIU(PUIECKHE OCOOEHHOCTH OPHUITUATHHO-IETOBOTO
CTHJISL peUM; TUITMYHBIE OIIMOKH, TPH COCTABICHUHU TEKCTA JIOKYMEHTA.

CHYOEeHmbl OONHCHBL YMEMb:
- COCTaBJIATh TEKCT JIEIOBOTO JIOKYMEHTa B COOTBETCTBUU C OOLIMMHU MPAaBUIAMU U HOPMaMH, C
y4eToM TpeOOBaHUHN K CTHIIIO O(PUIIHUATBHBIX TOKYMEHTOB.

3ajaHMe NMPaKTHYeCKOro 3aHATHUS

1. OdopmuTe MPOTOKOJI MEAATOTHISCKOTO COBETA. PEKBU3HTHI:
ot 29 auBaps 2010 rona.
[MPUCYTCTBOBAIJIM: 23 uyenoBeka
I[TOBECTKA:
1. Ananu3 u orieHKa y4eOHO-BOCIUTATEIHLHON U Y4eOHO-METOANUECKOM pabOoThI O UTOTaM
OCEHHEEe-3UMHET0 CEMECTPA.
T.A.JloG4enko, 3aB. yueOHoI yacThio komtemxka DVII AI'TY
2.Bueayautopnas padora Ha Il cemectp 2009-2010 yueGHOTO TO2
O.H. Mummuna, npenogasatens 3koHOMUk# I TY
3. Pe3ynbTathl paboThl CTyieHUeCKOro coBeTa camoynpasieHus KOVII
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M. Bypauyk, A. KaneBuoa, A. ['onyOHHYEHKO.
I1O ITEPBOMY BOITPOCY.CJIVIHAJIM: T.A.Jlo64eHko, 3aB. yueOHOM yacThio Kosutemka DY
ATy
ITo nutoram oceHHnee-3uMHero cemectpa He caanu ceccuto Ha [-III kypce — 27 cTyaeHTOB, 4TO
cocramsieT (10% ).Ha I kypce 3amomkeHHuKoB — 9 genoek (3%).11 kypce — 9 genoek (3%)
IIT xypce — 9 uenosek (3%).JIOCTAHOBWJIU:
1. KrnaccHbIM pyKOBOIMTENSIM JJOBECTH HH(OPMAIIHIO IO CBEICHUS POIUTENEH.
2. IlpenonaBateisiM MPOBECTH JOMOJIHUTEIbHbIE KOHCYIbTAIIMH JUISI CTYIEHTOB
3a/10JKEHHUKOB.
3. IleneneBoii T.E. - mOArOTOBUTH PEUTHHT 110 pe3yJbTaTaM CECCUH.
4. Tlpunedb CTYJEHYECKUN COBET CAMOYIIPABIICHUS JIJIsl TUKBHUIAINH
3a/I0JDKEHHOCTEN CTYJIE€HTaMH.
[TO-BTOPOMY BOITPOCY. CJIVIOHAJIM:  O.H. Muwmuna, npenoaasarens 3xoHomuku AI'TY.
[Tpennoxuna mporpamMmmy HaydHO# paboThl ctyneHToB KOVII
1. Vwuactue B Hay4HO — npakTH4eckoil koHpepenmu «lllance» - 7 ampens 2010 r.
Bcepoccuiickuii koukype ctyneHToB. HampaButh paboTsl ctynentoB — B.be3asepuoro, /1. 3as,
A.Muponosoii — rp. C2- 2.1.
2. 16 mapta, onumnuana CY3 no undopmaruke, IporpaMMUPOBAHUIO, OyXTalTEPCKOMY
yUery.
3. Opranuzanus ¥ NpoBeACHNUE OJUMITHNA/IBI IO HHOCTPaHHOMY s13bIKy B KOVII.
I[TOCTAHOBWIJIU:
1. OnoOputh NpeanoKeHHBI MJIaH HaydHO-HCCIea0BaTenbckoi padboTsl Ha I cemectp 2009 -
2010 yu.r.
2. IlpenonaBatensiM NpUHATH yyacTue B HayuyHOU pabote KOVII, moaroToBUTh CTYIEHTOB.
3. W.A.Jly3uHOi MOATOTOBHUTH OJMMITHAIY 110 HHOCTPAHHOMY SI3BIKY.

[TO-TPETBEMY BOITPOCY.
CJIIYIIAJIA: M. bypauyk, A. Kanesnosa, A. ['onyOHHYEHKO.

Crynentsl pacckasanu o padote crynendeckoro Cosera camoynpasiienus KOVII. [Tokazanu
CTPYKTYpY, LIeJIM U 33/1a4M COBETA, paccka3ayiu o (hopmax paboTsl u padbote cexiuii Copera.
Harnsanno nokasanu goctmkenus Cosera KOVII
I[TOCTAHOBWJIN:

1. TpunsaTh MHPOPMAIHIO K CBEACHHUIO.

2. IlpemonaBaTensiM OKa3bIBaTh MOAJEPKKY CTyAeHUeckoMy COBETY caMOyIpaBlIeHUs

3. PexomennoBare yuactue Cosera camoymnpasnerust KOYII Bo Beepoccuiickom KOHKypce
«Camoynpasinenue» cpenun CY3o0B

IIpencenarens, cekpeTapsb.

OO0pa3ubl JOKYMEHTOB

000 «Magk»
IMPOTOKO.JI

17.11.2009 Ne 9
r. KpacHosipck
3acenaHusl HAyYHO-TEXHUUYECKOTO COBETA

[Tpencenarens — Epodees U.B.
Cexkperapp — lllectakoB A.M.



[TpucyrcrBoBanu: bopkosen I'.I'., [lumanosa I'.U., Bonogun A.M., Uepkacos A.B., Tropukos B.1.,
Muposnosa T.K., 3amsinuiges E.b., bonasipeB A.M., Ilnuyrun C.B., EBnokumos ®@.®., 3aiikos
A.JL., Yepnbiiea K.A., ®enopoB b.A., Guiunmnos C.B., CrennanoB A.M., AutonoBa A.l'.,
Koponesa JI.U., Tumodees B.I1., bakos JLA..

[Tpurnamennsie: @enpuakoB B.B., Konnparses E.N., Ilerposckas H.B., Mapkun FO.I1.

IToBecTka nHS:
1. O 3aMeHe NpOU3BOACTBEHHOM JIMHUU B 11€X€ OCHOBHOT'O IPOM3BOCTBA
2. OO0 yTBEpKJI€HUH COCTaBa KOHTPOJIbHO-PEBU3MOHHOW KOMUCCHUH

CJOYIHIAJIN:
Konaparsesa E. .

J10JI0KWII O TOM, YTO B CBSI3M C U3HOCOM JCHCTBYIOLIEH IIPOU3BOACTBEHHOM JINHUH B LIEXE
OCHOBHOI'O IPOMU3BO/ICTBA, HEOOX01MMa ee 3aMeHa. [ 00cyKaeHns ObUIM IIPEUI0KEHBI JBa
BapuaHTa 3aMeHbl. [1epBbIil — 3aMeHa Ha AaHAJIOTMYHYIO IPOU3BOJICTBEHHYIO JIMHUIO. BTopon —
3aMeHa Ha YJIYy4IIeHHYIO IPOU3BOJCTBEHHYIO JIMHUIO, KOTOPas TIO3BOJIUT YBEIUUUTh 00bEM
npou3BojcTBa Ha 30%.

BBICTYIINJIA:

1. YepkacoB A.B., oTMETUII UTO B YCJIOBUSIX HOBBIIIEHUS CIIPOCA HAa MPOAYKIUIO IPOU3BOIUMYIO
B 1IeX€ OCHOBHOT'O ITPOM3BO/ICTBA, BBITOJIHEE BHIOPATh BAPHAHT 3aMEHbI IeHCTBYIOIIEH
MPOM3BOJICTBEHHON JIMHUN HA YIyUYIICHHYIO, YTO ITO3BOJIUT YBEIIMYUTH MPUOBLIH OpPraHU3aLNH.

2. Tumodees B.II., He cornacuiics ¢ mpeablAyIIMM BbICTYIIAIOUUM U OTPULIATEIBHO OTO3BAJICS O
3aMeHe JICHCTBYIOIIEH POU3BOICTBEHHOM JTMHUN HA yIy4IIEHHYIO, T.K. OHa OKYITUT ce0sI TOJIBKO
yepes roJl. A MpOorHO3UpOBaTh CIPOC HA BHITYCKAEMYIO IPOAYKIIMIO HA TAKOW CPOK OYEHB CIIOXKHO.
B Takux ycinoBusIX mpeiioKeHHas 3aMeHa MOXKET ObITh SKOHOMMUYECKH HEIeJIecO00pa3HOM.

3. @wmmnmnos C.B., nogaep:xan 3aMeHy JeHCTBYOIIEH TPOU3BOACTBEHHON JIMHUY Ha
YIy4IIEHHYIO, T.K. B 3TOM CJly4ae yBEJIMYEHHE pa3Mepa BhIPYUKU MOKET A0CTUTHYTh 40%, a
noTpeOHOCTh B MaTepuanax HeoOXOAMMBIX JJIs IPOU3BOACTBA YBEIHMUUTCS TOJIBKO Ha 30%.

4. 3ampiuiseB E.B., oTMeTn 94To A1 HOBOM IPOM3BOJACTBEHHOM JIMHUHU TTOJOUIYT HE BCE
MaTepHuaibl UCIOIb3YEMBIE CEMYAC U MOT'YT BOZHUKHYTh TPYIHOCTH B 3aKyIIKE HOBBIX MATEPHAJIOB.
5. Bononuna A.M., 3as1BUJI 4TO y’K€ €CTh JOTOBOPEHHOCTH € IIOCTABIIMKOM O IIOCTaBKE HOBBIX

MaTepUasoB.
INOCTAHOBWJIN:
3aMEHHUTH JEMCTBYIOLYIO POU3BOACTBEHHYIO JIMHUIO B 1I€XE OCHOBHOI'O ITPOM3BO/ICTBA Ha
YIIYYIIEHHYIO IPOU3BOICTBEHHYIO JINHHUIO.
OTBeTCTBEHHBIN — 3aMECTUTENL T€HEPATILHOTO TupekTopa bonasipes A.M.

CJOYIIAJIN:
CrenanoBa A.M.

Jonoxwun, 9to B cooTBeTCTBUH € 1.3 ¢T.27 YcraBa OO0 «Mask» cocTaB KOHTPOJIBHO-
PEBU3MOHHON KOMUCCHH (popMHpYyeTcs exeroaHo u yreepxkaaercs [loctanonennem Hayuno-
TEXHUUYECKOTO COBETA.

[Ipennoxun yrBepaIuTh KOHTPOJIbHO-PEBU3MOHHOW KOMUCCUH B CIEAYIOIEM COCTABE:
®enpuakoB B.B., Ilerposckas H.B., Mapkun [O.I1., Tropukos B.1., Muposnosa T.K., AHTOHOBa
AlT.

Taxoke ObUIO OTMEUYEHO, YTO B COOTBETCTBHE peKoMeHAaussMi HayuyHO-TeXHU4YeCKOro coBeTa
OOJBIIMHCTBO M3 JAHHOTO COCTaBa HA3HAYAIOTCS B COCTaB KOHTPOJIbHO-PEBU3HMOHHOM BIIEpBEHIE.
BBICTYIINJIA:



®enopoB b.A., npeasiokui UCKIIOYUTh U3 COCTaBa KOHTPOJIbHO-PEBU3NOHHON KOMUCCHH
AHTOHOBa A.I'., T.K. OH SIBJII€TCS 3aMECTUTEJIEM I'€HEPAIIBHOTO AUPEKTOPA U 3TO MOXKET IOCITYKUTh
NPUYHHON HEOOBEKTHUBHOM pabOThl KOHTPOJIbHO-PEBU3UOHHON KOMHCCHH.
Owmnmos C.B., He cornacuiics ¢ NpeAplIyIUM BEICTYIAIOIIUM U OTMETHUIL, YTO OT PYKOBOACTBA
000 «Masik» B 1TaHHOM COCTaBe€ KOHTPOJIbHO-PEBU3MOHHON KOMUCCHU OYAET TOIBKO JBa
IIPEICTaBUTEIIS.
INOCTAHOBWJINA:

YTBepanuTh COCTaB KOHTPOJIBHO-PEBU3NOHHON KOMHUCCHH B ClIeyoIeM cocTase: DenpbuyaKkos
B.B., Ilerposckas H.B., Mapkun [O.11., Tropuxos B.W., Muposunosa T.K., AutonoBa A.T'.

[Tpencenarens Epodees 1.B.
Cexkperapb [IlecTakoB A.M.
B nemo Ne 43-04

Kyxos A.M. 24.11.2004

000 «Masik»

BBIIINCKA U3 ITPOTOKOJIA
17.11.2004 Ne 9

r. KpacHosipck

3acejaHusl HayYHO-TEXHUYECKOT0 COBETa

[Ipencenarens — Epodees 1.B.
Cekperaps — llectakoB A.M.

ITpucyrcrBoBanu: bopkosen I'.I'., [Inmanosa I'.1., Bonogun A.M., Yepkacos A.B., Tropuxos B.I1.,
Muposnosa T.K., 3amsinuises E.b., bonasipe A.M., Ilnuyrun C.B., EBnokumos @.®., 3aiikos
A.JL., Yepnsimesa K.A., ®egopoB b.A., ®ununnos C.B., CrenanoB A.M., AuToHoBa A.T'.,
Koponesa JI.U., Tumodeer B.I1., bakos JL.A..

[Tpurnamenusie: @enbuakoB B.B., Konnparses E.U., Ilerposckas H.B., Mapkun FO.I1.

IloBecTka nHA:
OO0 yTBepKIEHUH COCTaBa KOHTPOJIbHO-PEBU3HOHHOM KOMUCCUU

CJOYIIAJIN:
CrenanoBa A.M.

B cootBerctBuu ¢ n.3 c1.27 YceraBa OO0 «Masik» npeyiokuil yTBEpAUTh KOHTPOJIBHO-
PEBU3MOHHONW KOMHCCHH B ciieytonieM cocrase: @enpuakos B.B., [lerposckas H.B., Mapkun
FO.I1., Tropukos B.W., Muposuosa T.K., AutonoBa A.T'.
MNOCTAHOBWJINA:

Y TBepaANUTh KOHTPOJIILHO-PEBU3MOHHYIO KOMHUCCHIO B CIEAYIOLEM COCTaBE:

®enbuakoB B.B., Ilerposckas H.B., Mapkun O.I1., Tropukos B.U., Muposrosa T.K., AHTOHOBa

AT.

[Ipencenarens Epodees 1.B.
Cexkperapb [IlectakoB A.M.

B nemo Ne 43-04
Kyxos A.M. 24.11.2004



IpakTuyeckass padora Ne 13. «CocraBienne u odopmiieHue NMPUKA30B MO JUYHOMY
cocTtaBy», «CocTaBjieHue JUYHBIX JOKYMEHTOBY.

Ileanb 3aHATHS:
O6pa3zoBarenpHas: HayduTh CTYAEHTOB MpaBMIBHOMY O(OPMIICHHIO JOKYMEHTOB 110 TUYHOMY
COCTaBY B COOTBETCTBHH C HOPMAaTUBHBIMH TPEOOBaHUSIMU
dopma opraHu3aImy y4eOHO! AeATeabHOCTH yuammuxcs (hpoHTaabHast, IPYIIIoBas,
WHIMBUAYAILHAS)
TpeOoBaHNA K 3HAHHSAM U YMEHHSIM CTYJIEHTOB:
CMYOeHmbl 001HCHbL 3HAMD:
- Ha3HAYE€HUE JOKYMEHTOB JIMYHOT'O XapaKTepa U MOPSAI0K COCTABICHUS,
- Ha3HAYCHUE JIOKYMEHTOB I10 JIMYHOMY COCTaBY, OPSAJIOK COCTaBJICHUSI U PEKBU3UTHI MPUKa3a.
CHLYOeHm bl 00JIHCHBL YMENb:
- 0hOpPMIISITH IPUKA3HI TIO IUYHOMY COCTABY,
- 0OpMIIATH TOKYMEHTHI JINYHOTO XapakTepa (pe3toMe, 3asBICHUs, aHKETY, TOKIAAHYIO U
OOBSICHUTEIIbHYIO 3aITUCKH).
JluTepaTypa M cpeacTBa 00YVUeHHA:
OcHoBHas nuTeparypa:
8. M.U. bacakos, O.1. 3ambinkosa Jlenonponssoactso M3, denuke 2007
9. TOCT P 6.30.-2003 «YHUPHUIHPOBAHHBIE CHCTEMBI JJOKYMEHTAIMU. Y HU(DUITUPOBAHHAS
CHUCTEMa OpraHU3alMOHHO-PACIOPAAUTENBHON TOKYMEHTALIUH.
JononHuTenpHas:
10. Kynpses B.A.. Opranuzanus pabotsl ¢ nokymentamu. Yue6. MHOPA. M, 2002 — 591 c.
CpenctBa HarsiiHOCTH: Cxembl: «MakeT npukasa 1o JUYHOMY COCTaBy», «MakeT pe3roMe»,
«Maker 3asiBIeHus», «MakeT aHKeTh», «MakeT NOKIaJHOMN 3auCKny, «MakeT cirykeOHOi
sanuckn», 'OCT P 6.30.-2003 «YHuQUIIMPOBaHHBIE CUCTEMBI IOKYMEHTALIUH.
YHuduumpoBaHHas CUCTEMa OpraHU3AIMOHHO-PACTIOPATUTENBHON TOKYMEHTAIIHH.
Paznarounbiii MaTepuait:
4. Cxewmbl: «MakeT npukasa 1o JMYHOMY COCTaBY», «MakeT pe3tome», «MakeT 3asBICHUS,
«MakeTt aHkeTb», «MakeT TOKIaTHON 3aUCKI», «MaKeT CIIyK€OHOU 3aIiCcCKny,
5. TOCT P 6.30.-2003 «YHUPULIHPOBAHHBIE CUCTEMBI JOKYMEHTALUU. Y HUPUIIMPOBAHHAS
CHUCTEMa OPraHU3AIMOHHO-PACTIOPSATUTETIHFHON TOKYMEHTAIIUN.
6. 3amgaHus IS MPAKTUYECKOW PaOOTHI.

3agaHusl NPaKTH4YeCKOH padoOThI.
CTyaeHTHI MONTyJaroT HHANBUIYAJIbHBIE MPAKTHYECKHUE 3aJaHHs U TIPUCTYIAIOT K €ro
pean3almy.

1. CocraBuTh U 0POPMHUTH JOKYMEHTHI (Ha CBOE UM$), HEOOXOAUMBIE JIJIS IIpUeMa Ha
paloty: 3asBiIeHUE, pe3toMe, aHKeTa. PEKBU3UTHI JOKYMEHTOB NPOU3BOJIbHEIE.

2. OdopMuUTH CBOIHBIN MPUKA3 O IpHEME Ha PadOTYy.
PexBU3UTHI NpHKa3za:
A)Dopma mo OKVY /] — 0301015

no OKIIO — 01346758

b) IN'ocynapcTBenHas nmyOau4Hasi HaydHO-TeXHUYecKasi Oubinoreka Poccun.
B) Ne noxkymenta 128 n/c, ot 01.06.08.
I') ®UO npousBosbHOE, Ta0. HOMED 4268, CTPYKTYPHOE MOAPA3CIICHHE —
TEXHUYECKUN apXMB, JIOJKHOCTh — apXuBapuyc, Tapudnas craka 2 400 00.
OcHoBanue - TpynoBou norosop Ne 86, ot 31.05.08.
J1) opsiueBa Annna MuxaiinoBHa, Ta6. Homep 4259, nex MUKpO(QOTOKOIMPOBAHUS,
nabopanT, TapudHas ctaBka 1 800 00 py6eit. OcHoBaHUE — TPyHOBOM AOTOBOP No
90 ot 01.06.08. mepuon padotst ¢ 01.06.08 .



E) C mpukazom paboTHHK 03HaKOMIIEH. JInUHAas MOAMKCH, AaTa, paciIupoBKa
MOJTHCH.
X) PykoBoautens opranuszanuu (Ipou3BOJIBLHO).

3. [TogBeneHne UTOTOB BHITTOJIHEHHON PaOOTHI.

4. Jomawnee 3a0anue:

CocraButh 1 0GOPMHUTHL Ha ce0s XapaKTEPUCTUKY, aBTOOHOTpaduio.

IMPHUJIOKEHUS:

PE3IOME

Hara: 00.00.0000

®amunms, uMs, OTIECTBO

Anpec: UHAEKC, TOPO/I, YIHIIA, IOM

Tenedon: 000-00-00.

Jlata 1 MECTO POXKICHHUS: JIeHb, MECHLL, T0J1; TOPOJI, CEO.

['paxxnancTBo: Poccwuiickas @eneparust (YkpauHa u T.1.).

CewmeliHOe TTOJIOKEHHE: YKEHAT, XOJIOCT, COCTaB CEMBH.

O6pazoBanue: rojibl y4eObl, yd4eOHOe 3aBEICHUE, CIICIIU-
AIBHOCTb.

OnbIT paboTHI: TOJIbI pa0OTHI, 3aHUMAEMBIE JOJDKHOCTH

(CBG,Z[CHI/IH n3j1araroTcs B O6paTHOM XPOHOJIOTHYCCKOM HOprI[Ke).

I[OHOJIHI/ITCJILHLIC CBCACHMA: BJIaICHNUC NTHOCTPAHHBIM SA3bIKOM, HUCIIOJIb30BAHUEC
TEXHHUKH, HAJTUYUEC Hy6J'II/IKaIII/H/I U T.II

Ueptsl Xapakrepa: YKa3bIBAIOTCS TPU BAKHEHIIIUX IO MHEHHIO
TIPETEH/ICHTA Ha JIOJDKHOCTh CBOMCTBA CBOETO
Xapakrepa.

Tlommice N.0. ®amunus

ABTOBUOI'PA®USA



A, , poouncs(nacws) 6 19 200y
(pamumnms, IMsI, OTIECTBO)

B CEMbeE
(MecTO pOKICHHS) (pabouero, ciryxariero,
KpPECThSIHUHA)

Omey,

(pamwuus, Ms1, OTYECTBO)
200a podicoenus, pabomaem

(TOJIKHOCTH U MECTO PabOTHI)

Mamew,

(pamumnus, UM, OTYECTBO)
200a poocoenust, pabomaem 6

(TOIKHOCTH U MECTO PAOOTHI)

bpam,

(pamwumust, UMs, OTYECTBO)
200a podcoenusi, pabomaem @

(TOJDKHOCTB ¥ MECTO PabOTHI)

Cecmpa,

(pamumnus, uMst, OTYECTBO)
200a podicoeHus, pabomaeme

(IOIKHOCTD ¥ MECTO pabOoThI)

C 200a no 200 5 yuuacsa(nacs) 6 uikojie Ne
C 200a no 200 s cayacun 6 Boopyocennvix Cunax.
B 200y 51 nocmynui (a) 8 ,

(HamMeHOBaHME Y4eOHOTO 3aBEICHUS)
Komopoe oKoHyui(a) 6 200Y.

HKenam'(zamyarcem).
Kena (myorc)

(pamunmst, ©Ms1, OTYECTBO)
200a podxcoenus, pabomaem
(IOIKHOCTD U MECTO PabOTHhI)
Cuin,

(pamunust, UMs1, OTYECTBO)
200a podHCOeHUs, YUUMmcs 8

(MecTo yueOnl)

Jlouw,

(pamumnmst, UM, OTYECTBO)
200a poxHCOeHUs, Y4Umcs 8

(MecTo yueOnl)

« » 200 T (JInynast moanuce)




XAPAKTEPUCTHUKA

(baMuIysi, Ms, OTYECTBO)

19
TOJI POXKIICHUS o0pazoBaHue
(Ha3BaHME Y4eOHOTO 3aBEICHUS)
PaGoraer
(3aHMMaemast JOJKHOCTD )
B TCUCHUE net (MecAIeB).

3a Bpems paboThI

(bammnust, UM, OTYECTBO)

3apekoMeH0Ba (a) ceds
(moapo6HO OmMCcaTh Kak MOJIOKUTENbHBIE, TaK U

OTpHUIIATENIbHBIE CTOPOHBI)

XapakTepucTuka npeaHa3HaueHa sl TPeI0CTaBICHUS

(HaI/IMeHOBaHI/Ie YUPCKACHUS WIN TTO MECTY Hpe,Z[’bHBJ'IeHI/IH)

(JomxHOCTb M (haMuus JTULIA, TOMHUCABIIEr0 XapaKTEPUCTHKY)
(ITommwcs)

« » 200 .

Hupektopy

(HarMEHOBAHWE OpTraHM3AIIHH)

oT (DaMI/IJ'II/IH, UMs, OTYHECTBO

azpec



3ASABJIEHUE

Hara: 00.00.0000

[Ipomy npuHATH MeHs Ha pabOTy Ha AOJIKHOCTh

(YKa3bIBaeTCsl IOJHKHOCTD)
B
(otmen, tiex)
Iloamuce:
Buza pykoBoautens nojapasaeiaeHus
0 COTJIACHH C YKa3aHUEM OKJiajaa
UJIM UHOTO crioco0a OIiaTel Tpyaa
(monmuce) H. O. ®amunus

IIpakTnyeckas padora Ne 14. «@opmMupoBaHHe J0KYMEHTOB B JIMYHOE /1€JI0 COTPYIHUKOBY.

Leab 3anaTHA:
OO6pa3oBarenbHasi: Hay4UTh CTYACHTOB MPaBUILHOMY O(DOPMIIEHUIO JOKYMEHTOB B JIMYHOE
JIeNI0, B COOTBETCTBUU C HOPMATHUBHBIMHU TPeOOBAHUSIMU
TpeGoBanus K 3HAHUSIM M YMEHHSIM CTY/ICHTOB:

CMYOeHmbl 001HCHbL 3HAMb:
- obopmiieHHE N1ena,
- IepeYeHb JOKYMEHTOB HEOOXOAUMBIX JJIs1 0(pOPMIIEHUS B IUUHOE JIENO.

CIYOEeHmbl O0NHCHBL YMEMb:
- 0OPMJIISITH JIMYHBIE JIe€1a COTPYAHUKOB,

AKTyaJm3anms ONOPHBIX 3HAHMI U MPAKTHYECKOI'0 ONbITA NPHU A0NyCcKe K padoTe:

Jnist yero HyXHa KapTouka T-2
Yro Kakoe « JIMYHOE AEII0»?
Kakue T0OKyMEeHTBI BXOJAT B «IEJI0»
Cpox XpaHeHHsI TUYHBIX Jell.
PexBu3nTHI «IMYHOTO JEna»
3ajaHusi NPaKTHYeCKO# padoThl.
1. Odopmuts muunyto kaprouky T - 2
2. Bce cBom nTUYHBIE JOKYMEHTHI COOPMHUPOBATH B J1eN0. [IpHHECTH CKOPOCIIINBATEN.

agbrwbnE

Oopaszen opopMmiieHuss 00J10KKH J1ejia

®damuians, Ums, OTuecTBO
Omn. Ne
JI. Ne




HaumeHoBaHue yupexkAeHUs] H CTPYKTYPHOIO MOApa3/ie1eHHUsA

AEJIO TOM N@ -------------
Jleao Ne TOM Ne
aara
Ha JIUCT
XpaHuTthb
damMuIuA, UM, 0TYECTBO
Omn. Ne
JI. Ne
Hauano Cpok Hauano C kakoro
XpaHeHus Cpoka
3aBelleHus BpEMEHU
nena MOYHO
YHUUYTOXKUTh
1999 r. 5 nmer 2000 r. 1 ssuBaps
2005 1.
2001 r. 3 roxa 2002 r. 1 ssuBaps
2005 1.
O0pasen onucH eJ1 NOCTOSIHHOTO ¥ BPEMEHHOT0 XPAHECHHU S
YTBEPXIAIO

HaumeHnoBaHue JO:KHOCTH
PYKOBOIMTEJIA OPraHM3aluu
[Monnmuces Mannuassl, pamMmuaus
Jara

HazBanue pa3aciia CTPYKTYPHOT'O MoApa3ACJICHUA MUHUCTEPCTBA, BEAOMCTBA

Ne | Hnpexc |3aromos| [lara nena Kon- | IIpum
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IIpakTuyeckas padora Ne 15. «Padora ¢ CIIC Koncyastant ILtioc»

Heanb 3anaTnsi: O3HAKOMHUTCS € MOPAJAKOM MOMCKA HOPMATHBHBIX JOKyMeHTOB B CIIC
«Koncyabrant ILiroc»

Ilopsok BeINOTHEHUs1 padoThI
1. 3anucaTe HOMEp NPAKTUYECKOM pabOThL, TEMY U LI€JIb PabOTHI
2. 3anucaTh KOPOTKO MPEAJIOKEHHBIE 3a1aHUS
[IpakTrueckast paboTa COCTOMUT U3 2- X YaCTeM:

- MOAPOOHOr0 KOMMEHTAapUs 10 MOHUCKY pPa3IMYHBIX HOPMATHBHBIX
JIOKYMEHTOB;

- 3aJaHui IS 3aKpeIUIeHHs] 1O TOMCKY HEOOXOAMMBIX HOPMAaTHUBHBIX
JOKYMEHTOB.

- KOHTPOJIbHBIX BOITPOCOB.

MeToauyeckue yKkasaHusl
3anyctute mnporpammy «Koncynprant I[lmtoc» mnpu moMomm sipiiblka Ha
pabodem cToJie o

L

Bri6upaem paboty B pazjene 3aKOHOIaTeITLCTBO

Koncynntantlawc
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[Tpu nmomouy naHHON (HOPMBI OCYLIECTBISETCA OUCK UHTEPECYIOUINX JOKYMEHTOB.
Jlig Hauvana moucka KapTO4dKy HEOOXOAMMO OYHMCTUTH (€CIHM B HEH, YTO — TO €CTh)
npu oMoty knasuinu Del.

[Tock AOKYMEHTOB MOYKHO OCYLIECTBJIATH [0 pPa3HbBIM IapaMerpaM, KOTOpbIE
yKa3aHbl B KAPTOUKE MMOUCKA.

Haiinem nHTepecyronmii Hac 1okyMeHT — @3 «O pexiiame» Ne 108-D3 mo Homepy
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CoxpaHsTb JOKYMEHT HE HaJIO.

Haitnem nokyment mo aare. @3 «O Oyxranrepckom yuere oT 21.11.1996 nns storo
OYKMCTUTE KapTOUKy TMOWMCKAa OT MPEXKHUX MapaMeTpoB M 3aJlaliTe HOBbIE Kak Ha
pUCYHKE

[TocTpoiiTe crnmcoK, OTKpPOHTEe 3aKoH, mpeoOpasyiite B Word (coxpaHaTh TOKyMEHT
HE HAaJIO)

VY 1o6HbI1M hopmaT oucka uepes pexxum «IIpaBoBoit HaBUTATOPY

[Tepeiinute B 3aknanky «IIpaBoBoil HaBUTaTOP»
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3aganue 1.

Bce nepeunciennbie J0KYMeHTbI HaliTn B 0a3e «Koncyabrant Ilinocy», npeodpazoBars B
Word, cBepHYTb, He COXPAHSITH!

Haiitu @3 «O pbiake neHHbIX 0ymar» ot 22.04.1996 rona.

Haiitu @3 «O 3amure npas norpedureneii» Ne 2300-1

Haiit Hamorossiit konexkc PP vacts |

Hatitu TOCT P 6.30-2003

Haiitu [1BY 5/01

Haiitu ®3 «O KOHKYpEHIIMM W OTpPaHUYCHUH MOHOTIOJUCTUYECKON IeATEeTbHOCTH Ha
TOBapPHBIX PHIHKAX)

Haiitu @3 «O ToBapHBIX OUpkax U OMP>KEBOU TOPTOBIIEH

8. Haiitu @3 «O0 AyauTopcKoil 1esTeNbHOCTH

3ananue 2

ok wbdpE

~

IIucbMeHHO OTBETUTH HA KOHTPOJIbHBIC BOIIPOCHI:

Jlst wero npeanaznadena CIIC «Kouncynprant [Lroc»?

ITo xakuM mapaMeTpam MOXKHO OCYIIECTBIISATh TOUCK IOKYMEHTOB?

Jyst wero npeHa3HAueH PEXXUM MPABOBOW  HABUTATOP?

Kakoe neiicTBue HEOOXOAMMO BBHIIOJHUTH B KAPTOUKE MOKCKA TIEpe]] TEM KaK HCKaTh HOBBII
BU/JI IOKYMEHTA I10 OIpe/IeJIeHHbIM apaMeTpam?

5. Kakue emie BaM H3BECTHBI CIIOCOOBI TONYyYEHUS [IEIOBOM W HOPMATUBHO- IPABOBOM

N =



uHpopmanuu?
IIpakTnyeckas padora Ne 16. «Opranuzauusi padoThbl ¢ JOKYMEHTAMH B yYpPeKIeHUH»

Leab 3aHATHS: 3aKpenuTh TeMy «Opranu3auus padoThl ¢ IOKYMeHTaluel» U paccCMOTPeTh
JAOKYMEHTbI, SIBJISIIOLIUECS] OCHOBOJ /1J15l OPraHU3alMu /1eJI0NPOU3BOICTBEHHOI0 MMpolecca Ha
npeanpusiTuu.
TpeOoBaHNs K 3HAHUSIM U YMEHUSIM CTYJICHTOB:
CMYOeHmbl 001HCHbL 3HAMD:
- OCHOBHBIE JOKyMEHTHI JIeJIONPOU3BOICTBEHHOTO MpoIiecca Ha NPeaIpUITUn
CHLYOEeHM bl 00JIHCHBL YMENb:
- 0hOpPMIIITE TOKYMEHTALUIO (PUPMBI,
AKTyaJIn3anus OMOPHBIX 3HAHUH U MPAKTHYECKOT0 ONbITA MPH J0MYyCKe K padoTe:
1. OTBeTUTH Ha BOMPOCHI, H3TOKEHHBIE B 33JaHUSIX, JJIS1 3TOTO PEKOMEHYeTCsl yYeOHHUK
«/lenonpousBoacteo» aBropa M.U. bacakosa.
2.IlpakTrueckas paboTa cOCTOUT U3 4-X 3aJaHH, YTOOBI BBIMIOJIHUTD 3aJaHUs
HEO00XO0IMMO HCIOJIb30BATh MPEIOKCHHBIC TIPUIIOKCHUS.
3agaHusi nNpaKkTH4YecKOH padoThbI.

3ananme 1.

N3y4uB npunoxenue 1 oTBeTbTE Ha BOIIPOCHI:

- B YEM 3aKJIIOYAIOTCS LIEJIU U 337a4U CIIy>KObI 1€JI0IPOU3BOJICTBA?

- B 4eM 3aKJII04at0TCsl GYHKIUHU CITYKO J1e0npon3BocTBa?

- Ha30BUTE IIPaBa U OTBETCTBEHHOCTb CITY>KO JI€10MPOU3BOICTBA

- Kak ciayx0a JeIonpoM3BOACTBA B3aUMOJEHCTBYET C JAPYIMMHU IOJApa3AeiIeHUIMU
IpeanpusITUs?

3aganue 2.

W3yuuB mnpuiio)keHHE 2 OTBEThTE Ha BOINPOCHI: KakWe TPeOOBaHUSA MPEIbIBISIIOTCS
cekperapro-pedepenty? Kakumu mnpodeccHOHaIbHBIMU M JIMYHBIMM KadecTBAaMU OH JIOJDKEH
obmnagars?

3aganue 3.

[IpencraBbTe HaArJIAJHO OPraHU3ALMOHHYIO CTPYKTYPY KAHLEISPUM MaJIOTO MPEANPUSTHS.

st aToro Bocnonb3yiTech yueoHnkoM M.U. bacakoBa «Jlenonpon3BoacTBOY IiaBa 8.
3ananmue 4.

[TpencraBpTe HArJIAIHO OPraHU3ALMOHHYIO CTPYKTYPY KaHILEIIPUU KPYITHON OpraHu3aluy.

[ sToro Bocnonb3yitech yueOHnkoM M.U. bacakoBa «/lenonpons3BoicTBoy riasa 8.

IIpuioxenue 1.
MpumepHoe NonoxeHue o0 CTPYKTYPHOM noapasgaeneHnu no AenonpousBoacTBY

Fep6 PO YTBEP>XOAKO
(ecnu eocydapcmeeHHoe yupexdeHue)
HaunmeHoBaHve opraHusauum OnpekTop opraHusaumm
[okymeHTaunoHHoe obecnedeHne ynpaBneHus Mognuceb N.N.MeTpos
[ata
MONOXEHWNE
00.00.2000 N

1. O6LKMe NonoxeHns

1.1. [dokymeHTauMoHHOe obecrnevyeHve ynpasreHnss ocyliecTensieT cnyxba [okymeHTauuoHHoro oGecneyeHus
ynpaenenus (OOY), peicTBylollas Ha MpaBax CaMOCTOSITENIBHOrO CTPYKTYPHOrO MoApasferieHus, noAYvMHEeHHOro
HenocpeaCTBEHHO PYKOBOAUTEHO.



1.2. B coctaB cnyx6bl [OOY, kak npaBuno, BKoYawTcs OTAen Aenonpov3BoacTtBa (NpUeMHasl, cekpeTapuar
pykoBoaMTensi, cekpetapuaTtbl 3amecTuTenen pyKoBOAWTENs, CekpeTapuaT Komnermu, npoTokonbHoe 61opo),
KaHUuenspusa (sKkcneavums, mallmMHOMNMCHoe 6topo, KOMMpoBanbHO-MHOXWUTENbHOE Olopo, TeneTtawnHas v Ap.), oTAen
nMceM rpaxpaH, OTAen COBepLIeHCTBOBaHWA paboTel C AOKYMEHTaMu W BHEOPEHUS TeXHUYEeCKUX CpencTs,
LieHTpanbHbIN apXuB.

1.3. Pabota cnyx6el JOY pernameHTMpyeTcs MONOXEHNEM O Heln, KoTopoe paspabaTbiBaeTcd Ha OCHOBE
HacToswero MNonoxeHus. featenbHOCTb paboTHUkoB cryxobl JOY pernameHTMpyeTcs AOMKHOCTHBIMU MHCTPYKLMAMM,
KOTOpble 3aKkpennsalT pauuoHanbHoe pasgeneHve Tpyda, npeaycMaTtpuBaloT pPaBHOMEPHYHO 3arpy3ky paboTHMKOB,
pacnpefeneHne paboT MO CMAOXHOCTW BbINOMHEHUA W KBanudwukauum ucnonHutenen. [JOMmKHOCTHbIE WHCTPYKUMK
paspabatbeiBatotcs cnyxbon OOY un yTBepxpatoTcs ee pyKoBoauTenem wunu ero 3amectutenem. [Mpu n3meHeHum
dyHKUM 1 3agay cnyx6bl JOY AOMKHOCTHBIE MHCTPYKLMW NepecMaTpmBatoTCs.

1.4. Cnyxba [JOY B cBoel OeATenbHOCTU PYKOBOACTBYETCHA 3aKoHOAAaTeNbHbIMU U MHBIMW HOPMAaTUBHO-NPaBOBbLIMU
akTamu oOpraHoB rocydapcTBEeHHOW BriacTu u ynpasrneHus Poccuiickon ®Pefepauuu, npasunamu, WHCTPYKLUSMM,
MeToaudeckummn  pekomeHgaumsamu - ydpexgeHun [AC  Poccuinckon depepauum n Apyrumu  OeWACTBYHOLLMMU
HopMaTMBaMu No BONpocam AOKYMEHTALMOHHOro obecneyveHns ynpasneHums.

1.5. PykoBoacTBO cnyx6bl OOY [OMKHO 3amellaTbcs creumanuMctaMu C BbICWUMM WU CPedHUM crieuuanbHbIM
obpasoBaHMeM COOTBETCTBYHOLLEro NPoduns.

1.6. Cnyx6a OY nmeeT kpyrnyto neyatb ¢ 0603Ha4YEHNEM CBOEro HAMEHOBaHUS.
2. Uenwn v 3agaum cnyx6b1 JOY

OcHoBHbIMKU Lensmu cnyx6bl JOY ABNsTCS opraHusauusi, pyKOBOACTBO, KOOpAMHALMS, KOHTPOMb U peanusauus
paboT Nno AoKyMeHTaLUMoHHOMY obecnedeHuto ynpasneHus. Cnyx6a JOY peluaeT cneayowye 3agayu:

- COBEpLLEHCTBOBaHNE hopM 1 MeTo0B paGOTbI C AOKYMEHTaMMU;

- obecneyeHve egmHoOro nopsaaka OOKyMeHTUpoBaHUA, opraHusauma pa607b| C AOKYyMeHTaMM, NOCTPOEeHNEe NONCKOBbIX
CUCTEM;

- KOHTPOJSIb WCMOSHEHMS U MOATOTOBKM [OOKYMEHTOB K MNepedaye B roCy4apCTBEHHbI apXvB B COOTBETCTBUM C
AeViCTBYIOLMMU HOpMaTMBaMU;

- COKpalleHne ,D,OKyMeHTOOGOpOTa, Konuyectea oopm OOKYMEHTOB;

- paapa60TKa n BHeApeHne HOPMaTUBHBLIX U MeToaAn4YeCKnx OOKYMEHTOB NO  COBepLUeHCTBOBAHUIO
OOKYMEHTaLMOHHOro obecneyveHusa opraHusauuu;,

- yyacTue B paspaboTke U BHEAPEHWUM MPOTrPECCUMBHBIX TEXHOMOMIA AOKYMEHTALMOHHOro obecrneyeHunss ynpaeneHus
Ha 6ase NpUMeHeHNS BbIYUCIIUTENBHON Y OPraHN3aLMOHHON TEXHUKU, NEPCOHANbHBIX KOMMbIOTEPOB.

3. ®yHKumm cnyx6s1 OY
B cooTBeTCTBMM C BO3NOXEHHBIMM 3agavamu B yHKLMKM criyxObl OY BxoguT cnepytoLlee:

3.1. Paspabotka, BHegpeHue n BefeHve tabens n anbboma yHuMUMpoBaHHbIX OPM AOKYMEHTOB OpraHusauuu,
BHECEHME B HUX U3MEHEHU.

3.2. OcyuwecTerneHne o6paboTku, permcTpaum JOKYMEHTOB 1 y4eBHO-CNpaBoYHOM paboTbl Mo AOKYMEHTaM.

3.3. OpraHusaums CBOEBPEMEHHOrO0 pPACCMOTPEHMS W MOATrOTOBKM K [OKNagy PyKOBOACTBY MOCTYNamoLMX
[IOKYMEHTOB, OCYLLECTBIIEHUE KOHTPOMSA 3a NPaBUMbHOCTLIO OPOPMIIEHMsI [OKYMEHTOB, MPeACTaBsaeMblX Ha NOANUCH
PYKOBOZCTBY.

3.4. KOHTpOIb 3a NPOXOXOEHWEM, UCMONHEHNEM 1 ODOPMITIEHEM [JOKYMEHTOB B YCTAHOBIEHHbIE CPOKU, 0606LIEHNE
cBefleHni 0 xode M pesynbTaTtax UCMOMHEeHUs JOKYMEHTOB, cUcTeMaTnyeckoe MHOPMUPOBaHME PYKOBOACTBA MO 3TUM
BOMpocam.

3.5. OpraHusauusi MaLIMHOMWCHOTO W3rOTOBMEHUS, KOMWPOBAHUA W ONEPaTUBHOMO Pa3MHOXEHWUS [OOKYMEHTOB,
pa3paboTKa 1 NpoeKkTpoBaHue BraHKOB [AOKYMEHTOB.

3.6. PaspaboTka HoMeHKNaTypbl gen opraHusauuun, obecrnedyeHne xpaHeHust 4ern U OnepaTMBHOrO UCMOSb30BaHMS
[OKYMEHTOB MH(OpMaLmK.

3.7. OpraHu3aums paboTbl Mo NPeAnoXeHUsM, 3asiBNeHNUsIM 1 xanobam rpaxaaH.

3.8. OpraHu3aums KOHTpornsi 3a paboTol ¢ JOKYMEHTaMU B CTPYKTYPHbIX NoApa3aeneHusix.



3.9. PaspaboTka (COBMECTHO C COOTBETCTBYHOLUMMU CTPYKTYPHBIMU MOAPa3aeNeHUs MU opraHu3aumn) MeponpusiTum
Mo COBEPLUEHCTBOBaHUIO (HOpM UM MeToAoB paboTbl C AOKYMEHTamu, a Takke MO MOBbLILEHUIO WCMONHUTENbCKON
ANCLMMIHBI.

3.10. OcywecTBneHne KOHTPONA 3a MPaBUNBbHOCTBLIO  OPOpMNEHUA U POPMUPOBAHUS  CTPYKTYPHBIMU
nogpasgeneHnsamMu aen, noanexalumx caade B apxmB.

3.11. OpraHusaumsa paboTbl apxvBa B COOTBETCTBMM C 3aKOHOAATENbLCTBOM MO apxvBHOMY Aeny Poccuickon
denepaunm, npaBunamMu, MWHCTPYKUMSMW U METOAMYECKMMM pekomeHpaumsmu ydpexaeHun [AC  Poccwuiickon
depepauun.

3.12. MoBbiweHne kBanudukaumm paboTHukoB cnyx6bl JOY, npoBefeHVe COBELLAHUIA U KOHCYNbTUPOBaHWE MO
BOMpOCaM, OTHOCALLUMMCSH K UX KOMMETEHLN.

3.13. OpraHusaumsa pabounx MecT, B TOM YMCre aBToMaTusawms.
4. MpaBa 1 0OTBETCTBEHHOCTb cNyx6b1 [JOY
4.1. Cnyx6a JOY nmeeT npago:

4.1.1. OcywecTBNATbL KOHTPOMb 3@ COKpaLleHneM n3BbITOYHOM MHOPMaLMN B OpraHnsaunM 1 nogBegoMCTBEHHOMN
CcMUCTEME M MPUHMMATL K 3TOMY COOTBETCTBYIOLLNE MEPbI.

4.1.2. TpeboBaTb OT pykoBoAMTENEN CTPYKTYPHbIX NOAPa3feneHnii BbINONHEHNS YCTaHOBIEHHbIX Npasun paboTsl ¢
AOKYMEHTaMM1 B OpraHvM3auum 1 KOHTPONMpOBaThb BbINOMHEHWE STUX NpaBuil.

4.1.3. 3anpawwBaTb y CTPYKTYPHbIX NOAPa3feneHunii n opraHu3aunii ceegeHns, Heobxoanmele ans paboTol.
4.1.4. TlpoBoanTb NPOBEPKM OpraHM3auMu OOKYMEHTAUMOHHOro obecneveHns ynpaBneHus B CTPYKTYPHbIX
nogpasgeneHmsax M OoBOAWTb WTOMM MNPOBEPOK A0 PYKOBOAMTENEN CTPYKTYPHbIX MOAPasfeneHun ans npuHATUA

COOTBETCTBYIOLLUX MEP.

4.1.5. MNpuenekatb B YCTaHOBJIEHHOM MNopsAAKe cneunanncTtoB CTPYKTYPHbIX nogpasgeneHnin K noarotToBke NpoOeKToB
OOKYMEHTOB Mo Nopy4YeHnto pykoBoACTBa.

4.1.6. BosBpawaTtb WUCNOMHUTENAM Ha [0paboTKy AOKYMEHTbI, MOATOTOBMEHHbIE C HapyLUeHWEM YCTaHOBIEHHbIX
TpeboBaHuiA.

4.1.7. CoBmectHO c BL| onpegenatb npouecchl AOKYMEHTaUMOHHOro obecneveHus ynpasneHus, nognexaiwne
aBTomMaTm3auumn.

4.1.8. MNMoanuceiBaTb U BU3NPOBaTb JOKYMEHTbI B Npedenax CBoen KoMneTeHLun.

4.1.9. PaspabaTtbiBaTb MOSMIOXEHUA O CTPYKTYPHbIX mnoapasgeneHusx crnyx6ol OOY u OOMKHOCTHbIE WMHCTPYKLUK
paboTHUKOB.

4.1.10. BHOCMTb PYKOBOACTBY MPEANIOXEHNS O MPUMEHEHUN agMVHUCTPATUBHBIX MEP BO BCEX Cryyasix HapyLleHWuw
noapasaeneHnaMy U AOMMKHOCTHBIMUY NLAMU YCTaHOBIEHHbIX NpaBun paboTbl C AOKyMEHTaMW.

4.1.11. YuyactBoBaTh B 0GCYXOEHUN PYKOBOACTBOM BOMPOCOB, KacaloWMXCA COCTOSIHUS paGoThl C AOKYMEeHTamu, a
TaKkKe COBEPLLEHCTBOBAHUA (DOPM 1 METOAOB PaBoThl C HAMM.

4.1.12. BHOCUTb Ha paccMOTpeHVWe pPYKOBOACTBa NPEeACTaBieHWss O Ha3HayeHWW, nepemMelleHMn U yBOSbHEHUU
paboTHUKOB cry0bl [JOY, NX NOOLLPEHNN U HANMOXEHUN HA HUX B3bICKAHWUIA.

4.2. Cnyx6a JOY HeceT OTBETCTBEHHOCTb 3a:

4.2.1. ObecneyeHne ycTaHOBIEHHOrO Nnopsiaka paboTel C AOKYMEHTaMu B OpraHv3aLum.

4.2.2. BbinonHeHve ykasaHuii 1 MOpyYeHnin pykoBoACTBa M cobnofeHne HeobXxoaMMbIX YCNoBUiA Tpyaa paboTHMKOB.
5. BsaumooTHoweHus cnyx6bi JOY ¢ ApyruMmn CTPYKTYPHbIMU noAapaspeneHusimm

5.1. Co CTPYKTYpHbIMW NoApasaeneHMsmMu - No BONpocam AOKyMEHTaLUMOHHOro obecneyeHmns.

5.2. C opuagundeckori crnyx6oi - No NpaBoBbIM BONPOCaM, CBA3aHHbLIM C MOATOTOBKOW JOKYMEHTOB.

5.3. Co cnyx6amu kagpoB, TpyAa W 3apabGoTHOM nnaTbl U C COOTBETCTBYIOLMMU HAyYHO-UCCNEeaoBaTENbCKUMU
opraHusaumsimu - No BonpocaM nofAGopa U pacCTaHOBKW KaApOB 1 NOBbLILLEHUS UX KBanuukaumm B yCNOBUSX LLUIMPOKOO



MCMNONb30BaHNS BbIMUCIIUTENBHON U OpraHI/I3aLI,VIOHHOl7I TEXHUKMN, pa3p360TKVI n BHegpeHuA MepOﬂpI/IHTI/IIZ, CBA3aHHbIX C
Hay4YHOW opraHu3saumen Tpyaa, CoBepLUEHCTBOBAHMEM CTUMS U METOAOB pa60TbI C AOKYMEHTaMu.

5.4. Co cnyxbamun Xo3aNCTBEHHOIO 06CNyXMBaHMSA - No Bonpocam obecrneveHnss cpeacTBamyn OpraHW3aunoHHOW U
BbIYUCIUTENBHON TEeXHUKKM, BnaHkamMmu AOKYMEHTOB, KaHLENSApPCKUMU MNPUHAOMIEXHOCTAMU, ObITOBOrOo 06CnyXMBaHMS
paboTHMkoB cnyx6bl JOY.

5.5. C BblYMCAMTENBHBIM LEHTPOM - MO BONpocam pas3paboTkm 1 BHeAPEHUS HOBbIX MHOPMAaLMOHHbLIX TEXHOMOMMIA 1
NPUMEHEHNsT CPeACTB BbIMUCIUTENBHON TEXHUKW, onepaTuBHON 06paboTkn MHopmauun n cobniogeHns TpebosaHuii
HOPMaTUBHO-METOANYECKNX LOKYMEHTOB.

HavanbHukK ynpasneHus Mognuceb I.M.Netpos

Ipuioxenue 2.

OOJIKXHOCTHAA MHCTPYKLUUA
ceKkpeTapsi-pecepeHTa

1. O6LKMe NonoxeHns

1.1. CekpeTapb-ped)epeHT OTHOCUTCA K KaTeropuu crneuuanuctoB MpeanpusTUs, NPUHUMAETCA U YBOIbHSETCS
[AMPEKTOPOM.

1.2. OcHOBHbIMW 3afa4amu cekpeTapsi-pedepeHTa SBNATCA OpraHM3aLuoHHOe U AOKYMeHTauMoHHoe obecneyeHne
yrnpaBreH4YeCcKkon AeATEeNbHOCTH.

1.3. CekpeTapb-pedepeHT NogYNHAETCA HENOCPEACTBEHHO AUPEKTOPY NPEANPUATHUS.

1.4. B cBOEN oeATenbHOCTM cekpeTapb-pedepeHT pyKoBOACTBYETCS:

- 3aKoHoAaTenbHbIMK akTamu P®;

- YcTaBom npeanpusitus;

- MonoxeHnem o yHKUMOHamMbHbIX Cnyxbax NpeanpuaTus;

- Npukasamu (yKkasaHusiMn) pykoBOACTBa NPEANPUATUS;

- HOPMaTUBHO-METOAMYECKMMUN MaTepranamu no opraHM3aumm 4enonpov3BOACTBa;

- HaCTOsILLEeN OOIMKHOCTHOM UHCTPYKLMEN.

1.5. Ha pomkHoCTb cekpeTapsi-pedepeHTa Ha3Ha4yarTCs nNuua ¢ BbICLUUM, CPEAHUM cneumanbHbiM 06pasoBaHeEM 1
cTaxeM paboTbl He MeHee 1 roga unm 6e3 cTaxa, HO MpU YCNOBUM NPOXOXAEHUSA ODy4YeHUs Ha Kypcax ceKkpeTapem-
pedepeHTOB.

1.6. CekpeTapb-pedepeHT JOmMKEH BrageTb BONpoOcamu:

- MepCneKkTMB pasBuUTMSA NpeanpuaTus, ero PUHaAHCOBO-XO3ANCTBEHHOW AeATENBHOCTY;

- OpraHunsauuun pa6OTbI C AOKYMEHTaMU, COCTaBlIEHUA OOKYMEHTauuun,

opraHun3auuu ynpasieH4eCKoro Tpyaa,
- NIPMEHeHNA cpeacTB BbIYMCANTENBHON U OpFaHM3aLlMOHHOI7I TEXHUKW;

- NepeBofa cny>kebHoW OKYMEeHTaLuM Ha MHOCTPaHHbIN S3blk KOMMEPYECKOro NapTHepa;

KynbTypbl TpyZa 1 cryeGHOW 3TuKK;

OXpaHbl TpyAa, TEXHUKM 6e30MacHOCTM U NPOTUBOMNOXAPHOW 3aLUUTbI.
2. dyHKUUMU
Ha cekpeTtaps-pedepeHTa Bo3naraTca crieayoLlme oyHKLMM:
2.1. N'HdopMaumnoHHO-CNpaBoYHOE 0OCMyXMBaHUE MO LOKYMEHTaM Npeanpusitus.

2.2. MeToauyeckoe pyKOBOACTBO UM KOHTPOIb 3a opraHu3alument 4enonpon3BoACcTBa B CTPYKTYPHBIX NOApa3aeneHmsx
u counuanax npeanpusTus.



2.3. [lokyMeHTMpOBaHWe AeATEeNbHOCTM COoBELLaTeNbHbIX OPraHoB NpeanpuaTus.

2.4. OnepaTMBHO-OpraHu3aunoHHoe 00CNyXXMBaHNE pyKOBOACTBA.

2.5. BegeHuve n odopmneHne kagpoBow AOKYMEHTaUMmM 1 ydeTa (B criydyae OTCYTCTBUS MHCNEKTOPA Mo nepcoHany).
3. JomKHOCTHbIe 06513aHHOCTU

CekpeTapb-pedepeHT JOIIKEH:

3.1. OGecneunBaTb NpuUeM, y4eT, PerucTpaumio, KOHTPOSb UCTIONHEHUS JOKYMEHTOB, MH(OPMAaLIMOHHO-CPaBoYHOe
obcnyxmBaHue 1 XpaHeHre JOKYMEHTHON HdopMaLmK.

3.2. KoHTponuvpoBaTb KayecTBO MOArOTOBKW, MPaBWUINbHOCTb COCTaBMEHWS, COMMacoBaHUsi W YTBEPXOEHUS
[AOKYMEHTOB, NpecTaBnseMblX Ha NOANUCb PYKOBOACTBY NPeanpusaTUs.

3.3. OcyU.l,eCTBJ'IFITb KOHTPOJ1b UCNOJTHEHUA OOKYMEHTOB U nopyquMVl pykoBoACTBa, NpUHMUMaTb onepaTtnuBHbIE MeEpbI,
HanpaBJieHHble Ha CBOeBpeMeHHOE U Ka4eCTBEHHO UX BblIMOJTHEHUE.

3.4. OcyllecTBNsATb OpraHU3auuilo MOArOTOBKWU, MPUHSTUS PELUEHUS UM [OBEAEHUSs WX [0 HEMNOCPEACTBEHHbIX
ucnonHutenen. [llpoBoanTb aHanM3 CNpaBOK W [OOKMA4oB, MNPeLoCTaBMsieMbIX PYKOBOACTBY, AaBaTb MO  HUM
KOMMETEHTHbIE 3aKMOYEHMS.

3.5. OcywecTBnATb oOnepaTtMBHY0 CBA3b CO CTOPOHHMMM OpraHusauusamMu (Kak KOMMepYecKMmMMu, Tak U
rocyapCTBEHHbIMW) U OTAENbHBIMU rpaXaaHaMmy No BOMpocam TeKyLlew AesTenbHOCTU npeanpuatus (tTenedoH, dakc
nT.n.).

3.6. Bectn npmuem nocetutenen.

3.7. BbinonHaTtb paboTy No AOKYMEHTaLMOHHOMY 06ecneyeHnio KagpoBOM AeATENbHOCTM NPeanpuUaATUS:

- obopmIieHne NPUKa3oB Mo fMYHOMY COCTaBY;

- ohopMIIEHME NNYHBIX KapTodeK oopMbl T-2 Unn NNYHbLIX 4en;

- ohopMIieHNE TPYLAOBbIX KHUXEK;

- ocbopmrieHne 1 BeaeHne TPyAOBbIX KOHTPAKTOB (A4OroBOPOB);

- ocbopMIieHNE KOMaAHANPOBOYHbIX JOKYMEHTOB;

- ohopMIiEHME NUCTOB HETPYAOCMNOCOOHOCTH;

- BegeHue Tabens yyeta paboyero BpemeHu;

- BblJj@4a CnpaBokK O TPYAOBOM CTaXe U 3apnnaTe.

3.8. ObecneymBaTh BbINONTHEHNE MALLMHOMUCHBIX U KONMPOBaIbHbIX PpaboT.

3.9. Ucnonb3osaTtb N3BM kak cpeacTBO aBTOMaTU3aLmUmM OKYMEHTALNMOHHOIO o6ecneyeHnst npeanpusTus.

3.10. NpoBoanTb eXXerogHbIN OT60p OOKYMEHTOB Ha apXnBHOE XpaHEeHNe Nnn yHU4YTOXeHne.

3.11. BbINOMHATE OTAEMbHbIE MOPYYEHUS PYKOBOACTBA, CBSI3aHHblE C (PUHAHCOBO-XO3AWCTBEHHOW OEATENbHOCTLIO
npeanpusaTus.

4. MNpaBa
CekpeTapb-pedepeHT nmeeT Npaso:

4.1. 3anpawvBaTtb OT (YHKUMOHamNbHbLIX CryX6 HeobxoAuMble MaTepuanbl, a Takke OBBSCHEHWSI O MPUYMHAX
3a[lePKKM BbINOMHEHNS 3a4aHWI U NOPYYEHUIN PYKOBOACTBA.

4.2. PaCCManMBaTb OOKYMEHTbI 1 HanpaBnATb UX HA UCMOJIHEHNE pyKOBOAUTENAM U cneunannctam npeanpuaTtma.

4.3. TpeboBaTb OT ucronHUTENnen AopaboTKM [OKYMEHTOB, MOAroTaBNMBAEeMblX C HapyLlEHWEM YCTaHOBIEHHbIX
npasun ux coctasneHus u ogopmnenus (FTOCT P 6.30-97), mexayHapoaHbIX npasun odopmneHms aokymeHTos (1SO).

4.4. BVISVIpOBaTb OOKYMEHTbI ynpaBnqueCKoﬁ 0eATeNlbHOCTU B paMKax CBOEN KOMMETEHLMMN.



4.5. BHOCUTb Ha pacCMOTPEHME PYKOBOACTBA MPEArioKEeHUs MO YRyYLWeHWU0 [OOKYMEHTaLMOHHOIo obecneyveHus
OEeATeNbHOCTU NPeanpuUsaTUs, COBEPLLEHCTBOBAHNA (hOpM N MeToa0B ynpasrieH4YecKoro tpyaa Ha OoCHOBE NMpuUMeHeHnq
ANEKTPOHHOWM TEXHUKN.

4.6. TpeboBaTb OT PYKOBOACTBA CO3[aHWS HOPMarbHbLIX YCMOBUI ONSA BbINOMHEHUS CRyXebHbix 06A3aHHOCTEN ©
COXPaHHOCTM BCEX JOKYMEHTOB, 06pasyoLlmnxcs B npouecce AeaTenbHOCT NPEeAnpUATUS.

4.7. PaboTtaTb C JOKyMeHTamu, umetowmmm rpud "Ans cnyxebHoro nonb3oBaHus".
4.8. MNMpuHUMaThL peLleHns B Npeaenax cBoen KomneTeHunun.

4.9. BsaumogeiicteoBaTb CO BCceMU criyxkbamn (COTpyaHMKamu) NpeanpusTua no BONpocaM NpPOBEPKW UCTONHEHWS
AOKYMEHTOB W NpeAcTaBneHns Heobxoanmon nHopMaLuum pyKoBOACTBY.

5. OTBEeTCTBEHHOCTb
CekpeTapb-pedepeHT HeCET OTBETCTBEHHOCTb 3a:
5.1. KayecTBO JOKYMEHTOB, NPEAOCTaBSAEMbIX HA MOAMNWUCH PYKOBOACTBY MPEANPUATUS.
5.2. HeGpexHoe, xanaTHOe OTHOLLUEHWE K perncTpaummn u BeOeHno JOKYMEHTOB.
5.3. CoxpaHHOCTb AOKYMeHTauun, pasrnalleHme ceegeHun, nvetowmnx rpud "Onsa cnyxebHoro none3oBaHus".

5.4. HeyeTkoe ¥ HECBOEBPEMEHHOE BbIMOMHEHNE [OOMMKHOCTHLIX 00S3aHHOCTEN, NPEAYCMOTPEHHbIX HacTosLewn
WUHCTPYKLMENR.

3aM. pykoBoguTtens lodnuckb A.MN.Cnaopos
IIpakTuyeckas padora Ne 17

Tema: «Co3znaHue 3J1eKTPOHHOIO SIMKA U PadoTa ¢ 3JIeKTPOHHOM MOYTO»
Lenp padorer: Hayuurbcst co3naBaTh 3JEKTPOHHBIC SIMKH, OTIPABJATH H MOJIy4aTh OYTY
IHopsinok BbINOJTHEHHS Pa0OTHI
1. 3anucate HOMEp MPAKTUYECKON paboTHI, TEMY U 11€Tb paboThI
2. BeImmosHuTE 3a1aHus
3ananue 1

Onekrponnas moura (E-mail — cokpamienue ot electronic mail) siBiseTcs yAOOHBIM U
OBICTPBIM CPEACTBOM CBSI3U C JIPYTUMHU JIFOJbMH. DIEKTPOHHYIO MOYTY MOXHO HCIIOJIb30BATh IS
Pa3JIMYHBIX LEJICH.

. OTnpaBka U nMoJiydeHHe TEKCTOBBIX COO0IIeHHiT. MOXHO OTIIPaBUTh COOOIIEHUE
AIIEKTPOHHOM MOYTHI JIIOOOMY YEJIOBEKY, €CJIM Yy HETO €CTh apec MEKTPOHHOU mouTkl. CoobiieHne
JIOCTaBJISIETCS MOJIy4aTENI0 32 HECKOJIBKO CEKYHJ WJIM MHUHYT HE3aBUCHUMO OT TOTO, KUBET JIU OH
o0JIM30CTH WM Ha APYTrOM KOHIIE CBETA.

CBs3b MO AJIEKTPOHHON MOYTE SABISETCS IBYCTOPOHHEH. MOXKHO MOJY4YUTh COOOIIEHHE OT
J1000r0, KOMY M3BECTEH Balll aJIpec JEKTPOHHOM MOYUTHI, U OCIIE MPOYTEHUS HAIIKCATh OTBET.

. OrtnpaBka u nosydenue gaiinoB. Kpome TekcTa BHYTpU COOOIIEHUS SIEKTPOHHOM
MOYTHl MOKHO OTHPABIATH IMMOYTH BCE THUIBI (DalIoB, BKIIOYAs JTOKYMEHTBI, HM300paxeHHs U
My3bIKallbHbIE PparMeHThl. Daiin, OTIpaBIseMblii ¢ COOOIIEHUEM dTIEKTPOHHOM MOYTHI, Ha3bIBACTCS
BIIO’KEHHEM.

. OrnpaBka coo0meHnii rpynmaMm Jiogeii. MOXHO HociaTh  CcOOOLIEHUE
AJNIEKTPOHHOM IMMOYTHI MHOTUM JIFOJIIM OJTHOBpEMEHHO. [loydarenn MOryT OTBETHTBH BCEW TpyIIIe,
YTO MO3BOJISIET MPOBOAUTH TPYIIIOBBIE OOCYXKICHUSI.

. IMepechliaka coodmenunii. Eciiu nonydyeHo cooliieHre 31eKTpOHHOM MOYTHI, MOKHO
nepeciiaTh ero Apyrum, He Habupasi TEKCT 3aHOBO.
. Ilepecbliika T0KYyMEHTOB. BO3MOXHOCTH  3JIEKTPOHHOM  ITOYTHl  AKTUBHO

UCIIOJIB3YIOTCS JUIs LIEJIEH JEIONPON3BOACTBA

DneKTpoHHas MoYTa MPEAOCTABISIET P MPEUMYLIECTB mepes TeaeOHHOW M OOBIYHOU
MOYTOBOM CBsI3pI0. MOXKHO TOCHATh COOOILIeHHE B J000e BpeMs THS M HouM. Eciim B MOMEHT
OTNPaBKH COOOIIEHHUS TOJy4yaTeld HE CHUIST Y KOMIIBIOTEpOB M HE HaXoadarcs B ceTH (He



MOJKIIIOUeHbl K MHTEepHEeTYy), OHM HaWIyT COOOIIeHUs MO3[HEee, Korja OyayT MpOBEpSATh CBOIO
nouty. Ecau oHn moakmtoueHbl K MHTEpHETY, OTBET OT HMX MOYHO MOJYYUTh 4YE€pe3 HECKOJIbKO
MHHYT.

DneKkTpoHHas Mmovta nmoutu OecruiatHa. [lo cpaBHeHHMIO ¢ OOBIYHOM MOYTOM, HE HYKHBI HU
MapKa, HM OIlIaTa, a TAKXXE HE UMEET 3HAYEHMS, [JE KUBET IOJydaresib. EAMHCTBEHHON cTaThen
pacxoja sBJIIETCS oIulaTa 3a MOJKI0UeHHE K ceTu MHTepHeT.

HpaBmIa ITHKETA

Kak wu TenedoHHBIe WIM OYHBIE TEPETOBOPHI, IEPENUCKAa IO HIEKTPOHHOH modTe
HOJpa3yMeBaeT CBOM IPaBUIIa IOBEJECHUA. ODTH IIPAaBUJIAa HA3bIBAIOTCS CETEBBIM STHKETOM WIIU
HETHKEeTOM (KoMOmMHanusi cinoB «MHTepHeT» M «dTHKEeT»). g sddekTuBHOrO B3ammoaeicTBus
IPUIEPKUBANTECH CIETYIOIUX PEKOMEHIAUH.

BynbTe 0CTOPOKHBI ¢ HIYyTKAMH H IMONHOHAJIBHBIMH mposiBiaeHusiMu. CooOrieHus
3JIEKTPOHHOW MOYTHI HETOYHO MEPeNaloT 3MOLMH, TaK 4TO IOJIydyaTeslb MOXKET HE MOHATh TOHA
nocianus. CapKacTUYeCKUH IOMOp JIOBOJBHO PHUCKOBAaH, MOTOMY YTO IMOJy4aTreidb MOXKET
UMHTEPIPETHUPOBATH CJI0BAa OYKBaJIbHO U oOuaerscs. s mepenaun sMOLMN MOYKHO HCHOJIB30BATh
3HAQ4YKH HACTPOCHHUH.

1) WIH :-) VYbI0Ka, cuacThe WU IIyTKa
(wm -( HenoBonbCcTBO MIiTH HeCYacThe
=) ITogmurusanue

- PaBHOMyImIME MM TPOTUBOPEYMBOCTH

-0 VY auBnenue uim 03a004eHHOCTh

=X Mosuanne

-p [TokasbiBaHUE sI3bIKA (OOBIYHO B IIYTKY)
-D Cmex

IMoxymaiiTe mepen ornpaBkoii. Hanucanue u oTnpaBka cOOOLIEHUN 3JIEKTPOHHOM MOYTHI
nenaercsd OBICTPO M JIETKO, WHOT/IA Jake CIMIIKOM Jerko. Ilo3aGoTeTech O TOM, 4TOOBI
IpeJBapUTeNbHO 00AyMaTh COO0IIEHUE, cTapaiiTech HE MHUcaTh, Korjaa paccepskeHbl. Korga nucbmo
OTIIPABJIEHO, €TO YK€ HE BEPHEILIb.

Temy cooOmenusi genaiite KpaTko M sicHOW. BrIpasure B TeMe conepKaHHWe NMHCbMA B
HECKOJIbKUX clioBax. JIt0/u, MOIydarone MHOTO MHCEM, UCTIONIB3YIOT €€ MPH BbIOOpe MUChbMa JIJIs
MPOYTEHHUS.

Iumure KpaTko. XOoTsS COOOIIEHHE SJIEKTPOHHON MOYTHI MOXKET OBITh KAaKUM YTOJTHO
JUIMHHBIM, 3JIEKTPOHHAas MoyTa pazpadboTaHa Jiisi oOMeHa KOPOTKUMH cooOuieHusIMU. MHoTHe Jroau
HE UMEIOT BPEMEHH WJIM TEPIIEHHs TPOYUTATh 00Jiee HECKOIBKUX a03alleB.

He nmumure Bce mucbmo 3ATJTABHBIMU BYKBAMM. MHorue o1 c4uTaoT Gpassl,
HalMCaHHbIE 3arJaBHBIMU OyKBaMHU, KpUYAIIUMH, HA30MIMBBIMU U OCKOPOUTEEHBIMHU.

ByabTe 0CTOPOXKHBI € BaXkHOH M KoOHuUIeHHUATbHOH wuHpopmanuei. Jlro0oii
MI0JIy4aTeNlb MOXKET IIEpecaTh Ballle MUCbMO APYTMM, HAMEPEHHO WU CIIy4aliHO.

Kpome Toro, B odunmanbHOi wiM AenoBoil mepenucke usberaiite opdorpaguueckux u
rpammarndeckux omuOok. [IuceMo ¢ ommOkaMu co3JaeT BredarieHHe HemnpodeccHoHanu3Ma.
[TpoBepsiiiTe cooOmieHns Tepea OTHPABKONH M HCIONB3YHTE CpPEJCTBA MPOBEPKH IMPABOIMCAHMUS,
€CJIM [I0YTOBAs MporpaMmma UMeeT UX.



Bonpocwi u 3a0anus (omeemums nucomenHo 6 mempaou)

1. Coenacnvl 1u Bl umo no 21eKMPOHHOU NOUMe MONCHO OMNPAGIAMb MOIbKO
mekcmosvle coobuenus 6 popmame *.doc? Umo marxoe nogicennvle paiiivt?

2. Mooicno nu ckazams, 4mo 31eKMpPOHHAS NOYMA MO OeCnIAmHbI CHOCOO NepechliKu

coobwenuti?

Ymo makoe «nemuxem»?

4. Ilpu nomowu ue2o omnpagumenb Modcem nepedasamv ¢ COOOWEHUAMU ewe U C80U
amoyuu?

5. Pexomenoyemcs nu nucams nUCbMO 3a21a8Hbimu Oykeamu? Omeem obocHylime.

w

3aganmue 2
Co3pmaiiTe SJICKTPOHHBIM SIIMK Ha JOOOM M3 calToB. PekomeHayeMble caiiTel WWWw.Mmail.ru,
www.yandex.ru, www.rambler.ru
3amyctuTe BBIOpaHHBIA BaMu caliT u QyHKiui «Perucrpamus B modre» - Ha Www.mail.ru.;
«3aBecTH MOYTOBBIH AMIMK» - HA WWW.yandex.ru; «3aBecTu mo4ty» - Ha WwWw.rambler.ru.
Crnenys yka3aHUsIM CUCTEMBbI, BBEIUTE BCE HEOOXOUMbIE JaHHBIE JIJISl pErUCTPaIiH.
[locne ycmemrHOM perucTpau HEOOXOJUMO TMPHUCTATh COOOIICHHUE Ha JJICKTPOHHBIM SIIUK
npenoaaBarens marina-malkovskaja@rambler.ru. Coo0iieHre A0KHO COJEPIKATh BIOYKECHHBIC
¢aiinbl (TEKCTOBbIE, Ipa)UUECKUE U Mp. Ha BHIOOP CTY/IEHTA) U 3HAYKHU HACTPOCHUI.

3ananmue 3.
Kak 3a1uTUTL CBOM MOYTOBLINM ANIMK OT B3JIOMA

Bzmom SJICKTPOHHOI'O ITOYTOBOT'O AIIMKA UJIM aKKAyHTa COHHaJII)HOﬁ CCTHU - BCCraa HEIIpuATHAsA
HEOXXHJIAHHOCTb.

3actpaxoBaThcs oT Hee Ha 100% Henb3st XOTs Obl TOTOMY, YTO YacTO B3JIOM IIPOUCXOJUT U3-32
XaJJaTHOCTH CaMOT'0 IIOYTOBOTIO CepBUCA UM a]MUHUCTpaluu ceTd. Ho ecin cepBuC 10cTaTOYHO
HAJIe)KEH, TO CIIeNIaTh BCE BO3MOYKHOE, YTOOBI Balll aKKayHT HE B3JIOMAJIH, - B BAIlIUX CHJIAX.

Camble nomyJisipHble clI0CO0ObI B3JIOMa 3J1eKTPOHHOM MOYTHI:

Bupyc

OnuH U3 caMbIX pacpOCTPaHEHHBIX ceiuac Croco00B B3JI0OMa JIEKTPOHHOM MOYTHI - 3TO PacChlIKa
AJIEKTPOHHBIX THCEM CO BCTPOCHHBIMM B HHMX BUpycaMu. OOBIYHO Takue MHUCbMAa HMEIOT
BJIO’KE€HHBIE (DaiiiIbl B BUJE KAPTUHOK MJIM apXMBOB, KOTOPBIE BaM MpeAJiaracTcs ckayaTh U OTKPBITh
Ha CBOEM KOMIIBIOTEPE.

Ecnin nucbma pacchliaroTcsi OT MMEHM TaKMX M3BECTHBIX KommaHuil kak eBay Inc, Deutsche
Telekom, WebMoney u T.11, TO Kak MpaBUJIO, MOUIEHHUKH MOJAIOT 3TO MO COYCOM YHUKaJIbHOTO
MpeIOKEHUsT (OYeHb YacTO ATO 4YTO-TO, CBS3AHHOE C CEKCOM WM dpoTukoid). [lopoit B Tekcte
MUCbMa COJEPKHUTCS aKTUBHAsI CChUIKA: KIMKHYB IO HEH, BbI 3arpyxaere caifT, potorpaduto mim
TEKCT, U MapajuleIbHO K BaM B KOMIIBIOTEp MOATPYXKaeTcsl BUPYC. A MOPOH MOUICHHUKHU MULIYT
Takue MHUChMa, HAa KOTOPBIE TOJIb30BATENb HE MOXKET He oTpearupoBarh. Hampumep, 063b1Bast ero,
UCIIOJIb3YS] HCHOPMATUBHYIO JIEKCUKY.

Hcnonp3ys nucbMa co BCTPOEHHBIMHM KOJAMU MPOTrpaMMaMM, MOLUIEHHMKH MOTYT y3HAThb MapoJib,
M3MEHUTh aJbTEPHATUBHBIM e-mail, y3HaTh OTBET Ha CEKPETHBIH BONPOC, U3MEHUTH CEKPETHBIN
BOIIPOC U OTBET, YAAJIUTh AKKayHT.

HN3y4enue xepTBHI

OueHb MHTEpECeH CIOCO0 B3JIOMA 3JIEKTPOHHBIX SIIUKOB, OCHOBAHHBIH Ha METOJIE H3YUEHUS
<OKEpTBBI», KOTJa coOupaeTcss Kak MOXKHO Oosbllle MH(OpMAlMH O YEeIOBEKE, €ro YBICUEHMSX,
IPENIIOYTEHUAX, 3aBA3BIBAIOTCS MpsiMble KOHTakThl mnpu nomomu ICQ wmnm vara. Yenoseka
M3y4aloT CO BCEX CTOPOH M TPOOYIOT, OCHOBBIBaSCh Ha COOpaHHOW HWH(OpPMAIHMH, TOI00paTh
1aposiib WM OTBETUTh HAa KOHTPOJBHBIM BOIPOC, CPEAM KOTOPBIX €CTh Takue Kak «JleBuubs
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damunus Bameil marepu», «Bame mgrobumoe Omono» M T.1. Ecnm yenmoBek Obul yecTeH mHpu
3allOJJHEHUU 3TOT0 KOHTPOJIBHOTO BOIIPOCA, TO BBIACHUTH, YTO OH JIIOOUT €CTh, @ IMOTOM 3TO
UCIIOJIb30BaTh, HE COCTABIISIET TPYAA.

HauBHble mosib3oBaTesn

YacTo mapoib MOUICHHHKAaM pacKpbhIBaeT caM Biajenel MmouThl. [IpoMcxomuT 3TO Tak: Ha Ball
JIEKTPOHHBIN SIUK MPUXOAUT MUCbMO, ITOANUCAHHOE CIIY>KOOH MOJAEPKKH, TJI€ CKa3aHO, YTO 110
TAaKUM-TO TPUYMHAM BBl JIOJDKHBI COOOIIUTH CBOM Mapoiib CIyX)0e MOMICPKKH, NHAYEe BO3HUKHYT
po0JIeMbl ¢ JOCTYIIOM K BalleMy AUuky. M yacte noiap3oBarenei 3ToMy BEpUT. ..

Hepenxo MOIIGHHMKH TNPUIJIAIIAIOT — TOJB30BaTeNs BCTYNHTh B KakoW-HHOyOb — KiIyoO,
3aperucTpUpPOBAaThCA Ha MHTEPECHOM CaiiTe, MOIYYUTh JOCTYIl K YEMY-TO IIOCIIE€ PErUCTpalyu, U
€CIIM TIPH PETHCTPALMU I0JIb30BaTeNb UCHOJIB3YET TAKOH e Mapoiib, KaK y IMOYTHI, IMOJIb3YIOTCS
THUM.

DUIIMHT

Taxke BaM MOryT HpPHUXOJUTh NHCbMa OT HWHTEPHET-KOILENbKOB Moja TeMoil: "Bam cuer
3a0mokupoBan!", a ans pazOIOKMpOBaHMS, KOHEYHO K€, TpeOyeTcs MEepedTH IO CChUIKE U Ha
UMHUTHPYIOLIEH UCXOIHYIO CTPAHUIE BBECTH Balll JIOTUH U MApPOJIb.

[TomoGHBI croco® MomeHHHYECTBa Has3biBaeTcst "(ummHr'. MOIICHHUKH CO3JAI0T CaMTEhI,
IOXO0KME Ha OPUTMHAJIBI, 3aT€M PACChUIAIOT MHCbMA, B KOTOPBHIX MPOCAT BBECTU HA IOJCTABHBIX
caifTax JIOTHHBI M IAPOJIH JUIsl HACTOSIIMX CATOB, HAIPHUMEP IJIATEKHBIX CHCTEM.

PacueT MOILIEHHMKOB CTPOMTCS Ha TOM, 4YTO 'KepTBa" He 3aMETUT IMOAMEHBI ajpeca caiira,
BOCIIPHMET €T0 32 HACTOSIIUK ¥ BBEJIET CBOM HACTOSIIINE JIOTUH H MAPOJIb.

Texmomaep:xka

BbeiBaeT, mapoiyib MBITAIOTCS TOJIYYHTH OT CIYXKOBI TEXIOIICPIKKH, BbIIaBas ceOst 3a Biajesbla
HOYTHI - TOBOPST, HHOT/IA 3TO YAAETCsl.

IHoacTaBuTh NMO/IBL30BATEIIA

Eme ogun BapuaHT mpenmnosaraeT ciaeIylolylo cXeMy: OT IMEHH MHOXKECTBA JIFOJeH kKaloBaTbCs
Ha CllaM OT BJIAJIeIbIIa MMOYTOBOTO SIIHMKA, IATUPOBATh PACCHUIKY, MPU3BIBAIONIYI0 K HE3aKOHHBIM
JNeHCTBUSAM — pPACOBOM JTUCKPUMHUHAIMM, HAaCWIWI0 W T4 M T.0. ECTh BapuaHT, 4TO SIIUK
MIOJIb30BATENSl YIAIAT, W 3[eCh MOIICHHHK MpPU JOCTaTOYHOW OIEPATUBHOCTH MOXKET YCIETh
3aperucTpUpPOBATh €r0 Ha CBOE UMSL.

B3s0M KOMIIBIOTEpa

Hcnonb3ys crnenuanbHOe MpOrpaMMHOE OOecreueHHe, MOXHO YIaJeHHO B3J0MaTh KOMIIBIOTEP
noJp3oBarens. i 3Toro MOIIEHHUKY HEOOXOAMMO 3HATh BpeMs HaxoKJeHus B ceTu u IP-ampec
KEPTBBI.

Kak 00e300acUTh 3JIEKTPOHHYIO MOYTY:
1. TTaponb gOMmKEH OBITH CIOKHBIM, TO €CTh COCTOSITh MUHHUMYM M3 8 3HAKOB, 4acTh U3 KOTOPBIX
JIOJKHBL OBITh IMpaMH - TaKUM 00pa3oM, BBl YCIOXKHHUTE Mporecc mojdopa maposs. He
ucrnonb3yiTe maponu tuna: 123456, qwerty, qwerty123, super, dimon u 1.1 1 T.11.
2. He xpanuTe maposib OT MOUYTH B KOMIBIOTEPE, HUKAKHE JOKYMEHTHI, 3alllUIIeHHbIC TTapoieM Ha
BallleM KOMITBIOTEPE, HE YOeperyT ero.
3. OTBeT Ha KOHTPOJIBHBIN BOMPOC TOIKEH ObITh HEOOBIYHBIM, 3HATh €T0 JOJKHBI TOJIBKO BB
4. He OTKpbIBaITE COMHUTEIIbHBIE TUCHMA.
5. Xots OblI pa3 B MONTOAA MEHSHUTE Mapojb, TaK KaK YCTApEBIINI MapoJib SBISETCS UCTOUHUKOM
OITACHOCTH M TTOBBIIIACT MAHCHI Ha B3JIOM BaIlICH MOYTHI.
6. He ucnonp3yiiTe OAMH U TOT K€ Mapojb B Pa3HBIX cepBUCaX (HAmpuMep, IS BXOJla B TIOYTOBBII
SIITAK W JJIS DJIGKTPOHHBIX JICHET).
7. YcTaHOBUTE aHTHBUPYCHOE 000pyA0BaHUE U TIPOBEPSITE COMHUTEIbHBIC TUChMA, €CITH BCE-TaKU
pElInIN UX OTKPBITH (HO 3T0 He oOe3omacut Bac Ha 100%). Takxke mo3aboThTech 00 ycTaHOBKE
3aIIUTHBIX TPOTPAMM.
8. Hukomy He cooO1raifTe Bari mapoJib.
9. He paspemiaiite KOMIOBIOTEPY XpaHUTh BAIlld JAHHBIE, IEPKUTE TAPOJIb B TOJIOBE.




10. ByapTe 0CTOPOKHBI PU OOIICHUH ¢ HE3HAKOMBIMHU JTIOABMH B CETH.
11. TlomHuTe, yTO OGEcrIaTHBIE MOUYTOBBIE CEPBUCHI O0Jiee YSI3BUMbI U UMEIOT MEHBIIIE LIAHCOB Ha
BO3BpAT, YEM IUIATHBIC.

Bonpocb u 3a0anus (omeemums RUCbMEHHO 8 Mempaou
Ilepeuucaume 603modHcHbIE CNOCOOBI 8310MA INEKMPOHHOU NOUMbL?
Cosembl no cozoanuio napous 07 yeieu 3auumaol 1eKmpoHHO20 AUUKA OM 8310MA
3. C Kakoii nepuoouyHOCMb0 PEKOMEHOYemcs USMEHAMb Napoib INeKMPOHHO20
awuxa?
4. Moocem au anmueupycmas npozpamma Npensmcmeosamy — 63J10My  6aule20
anekmponnozo awuka? Kakue Buvl 3naeme anmusupychvie npocpammul?
5. Kax  603modicHOCMU ~ 21eKMPOHHOU —~ NOYmMbl  pedaiusyemcs 6  obracmu
OOKYMEeHMAyuoHHO20 obecneyenus ynpasieHus?
IIpakTnyeckas padora Ne 17

N

Tema: «CucreMbl YHpaBJICHUS }IOKYMeHT0060p0TOM Ha 0CHOBEe WED-TeXHOoI0rnii»

Heanb padorbl: Hayuutbest co3naBaTh 3JeKTPOHHBIE SIIMKH, OTIPABJATH U MOJIYy4aTh MOYTY
ITopsinok BbINoOJIHEeHUs padOThI
1. 3anucats HOMEp MPAKTUYECKOM pabOThl, TEMY U 1I€JIb pabOThI
2. BeInosiHuTh 3a/1aHue

3aganme 1

Co3nath mpeseHTanuio B mporpamme Power Point Ha temy «CHUCTEMBI yIpaBiICHUS JIEKTPOHHBIM
JOKYMEHTO000pOoTOM». B KadecTBe ciaiiioB peKOMEHyeTcsl CeyIolue:

1. Tema

2. Hctopus poCcCHICKOTo phIHKA CUCTEM JIEKTPOHHOTO IOKyMEHTO00O0pOoTa

3. TomynsipHbIE CHCTEMBI SJIEKTPOHHOTO TIOKYMeHTO0OopoTa B Poccun

4. llenu UCTONB30BAaHUS CUCTEM YIPABJIECHUS 3JIEKTPOHHBIM 000pOTOM

5. Craiigpl Ha CBO€ YCMOTPEHHE

MeToanuyeckne MaTepuaJIbl
DNEKTPOHHBIM JTOKYMEHTOOOOPOT BKJIIOYAET: CO3JaHHE JOKYMEHTOB, MX 00paboTKy, mepenady,
XpaHeHue, BBIBOJ MH(OpMAIUU, MUPKYTUPYIOMICH B OpraHU3aIliy WU MPEIIPUSTHH, HA OCHOBE
HCIIOJIb30BAaHMS KOMIIBIOTEPHBIX CETEM.
[Toxg ympaBiaeHUEM OHJIEKTPOHHBIM JTOKYMEHTOOOOPOTOM B OOIIEM Ciy4yae MTPHUHSATO MOHHUMATH
OPraHU3aLMI0 JIBUKEHUS JOKYMEHTOB MEXAY NOAPA3ACICHUSIMU MPEANPUATUS UM OpraHU3aluu,
rpynmnamMy MOJIb30BATEIE WM OTIACIbHBIMH TOJIb30BAaTENsIMU. [Ipu 3TOM, MO JBUKEHUEM
JOKYMEHTOB TMOJpa3yMeBaeTcsi He uX (u3Mueckoe MepeMelneHrne, a Imepeqadya MpaB Ha HX
MIPUMEHEHHUE C YBEIOMIICHUEM KOHKPETHBIX MOJIb30BATENIEH M KOHTPOJIEM 32 UX UCTIOJITHEHUEM.
Poccuiickuii peIHOK CHUCTEM ODIIEKTPOHHOTO JOKYMEHTOOOOpOTa 3apOAMIICS MPUOIM3UTETHHO B
koHIe 1980-x romoB, B 3TO BpeMsi B MHHHCTEPCTBaX M BEJAOMCTBaxX IUIa pa3pabdoTKa MEPBBIX
ABTOMATU3UPOBAHHBIX CUCTeM. CHCTeMBbI MPEACTaBIsUI cOO0M OIHO pabouee MECTO ceKpeTaps,
JIeTOTIPON3BOIUTENS, dKcneauTopa. DYHKIIMOHAT CHUCTEM TIEPBOTO IOKOJEHUS OBbUT BecbMa
OTpaHHYEH: BBOJ PETUCTPALIMOHHO-KOHTPONbHBIX KapTouek (PKK) B cuctemy, BenaeHue xypHaioB
BXOJISIIIMX/UCXO/ISIIMX BHYTPEHHUX JIOKYMEHTOB U oOpameHuid rpaxnaH, mouck PKK mo
aTpulyTaM, COCTaBJICHHE ONEPATUBHBIX OTUETOB IO TOKYMEHTOOOOPOTY ISl PYKOBOJICTBA.
[ToBbimienne TpeboBanuit k GpyHkmoHanpHOCTH COJ] M pa3BuTHE MHOOPMAITMOHHBIX TEXHOJIOTUN
MPUBENIN K CYHIECTBEHHOMY PaCIIUPEHUIO ()YHKITMOHATBHBIX BO3MOKHOCTEH CUCTEM. 3HAYUTEIILHO
YCKOPUJIO Pa3BUTHE CHUCTEM AJIEKTPOHHOIO JOKYMEHTOOOOpOTa MOSBICHHE 3aKOHOJATEIbCTBA B
obnacTu aBTOMaTU3UPOBAHHBIX cUcTeM (3akoH D3 Nel «O6 DII1»,2002; TOCT PCO 9001:2001 u

T.J.)



B mnacrosmmii cucreM poccuiickuii peiHOK COJl, Kak W MEXAYHApOJHBIM, pa3BUBAETCS B
cootBercTBuu ¢ ECM-konnenmueir (Enterprise Content Management), 4To mpeamnoaract
yIpPaBICHUE HE TOJBKO CTPYKTYPUPOBAHHBIMU JOKYMEHTAMHM, HO M BCEM COJEPKUMBIM
(KOHTUHEHTOM) KOMIIaHUH.

Poccuiickuii  ppIHOK CHCTEM 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa Ha CErOAHSIIHUNA JI€Hb
HacuuThIBaeT 6osiee 50 MpoayKTOB, UMEIOIIKE HAauOOIbIlIee YUCIO BHEPEHUN B CBOEM KJlacce:

. U3 CHCTEM JIeIIONPOHU3BOJICTBA — cucTeMa Jleno-TipeAnpusiTue;
. U3 CHCTEM YIPaBJICHHUS AJIEKTPOHHBIM JIOKyMEHTO000poTOM — crcteMa DocsVision;
. U3 CUCTEM-HAJICTPOEK U KOHCTPYKTOpOB — BOCC-PedepeHrT.

Cucrema ympaBlieHHsS 3JIGKTPOHHBIM JToKymMeHTooOopoToMm (CYDJl) mpeaHazHaueHa st
CIEAYIOLIUX LETICH:

— UHTErpamuu IporeccoB JOKYMEHTAIBHOTO 00ecTeueHHs YIpaBIeHUs MPEANPUATHEM B paMKax
eAMHON MH(POPMAITMOHHON CUCTEMBI;

— TOBBIIIEHHE HUHPOPMHUPOBAHHOCTH PYKOBOJCTBA U CIICLUATHCTOB 3a CUET YBEITUUYECHUS 00bEMOB
MH(OPMALIMOHHOTO XPAaHEHHUs, LEHTPATU3UPOBAHHON 00paboTku MH(OPMALIUU, YMEHbBIICHUS
BPEMEHHU IIOMCKA JJOKYMEHTOB M COOTBETCTBEHHO ITOATOTOBKHM OTYETOB M JOKJIA/IOB, a TAKKE 32
CYET MOBBILICHUS MTOJHOTHI U IOCTOBEPHOCTU OTYETOB;

— YMEHBILIEHUS CTOMMOCTU JOKYMEHTAI[MOHHOI'O OOECIeUeHHUsl YNpaBICHUS NPEIANpUATHEM 3a
CUeT Iepexojaa OT OyMa)KHOTO JEJIONPOU3BOJACTBA K AJIEKTPOHHOMY, CHM)KEHUS CTOUMOCTH
KOMUPOBAHUS U Mepefaun OyMaKHbIX JIOKYMEHTOB;

— YMEHBIICHHUS CTOMMOCTH U COKPALICHUS BPEMEHHU MOMCKa OyMa)KHBIX OPUTHHAJIOB TOKYMEHTOB
B apPXMBHOM XPaHEHHUH 3a CUET MOJy4EHHs TOYHOM aipecaluy B 3JIEKTPOHHOM BH/JIE;

— UHTerpanuy uHGOPMALMOHHBIX IPOILIECCOB B paMKaX KOOMEpaIiy MPEANPUSTHI;

— CO3/1aHH€  KauyeCTBEHHO  HOBOM  WHGOpPMALMOHHOW  0a3bl [N MOCIETYIOIIEro
COBEPILEHCTBOBAHUS MPOLIECCOB JOKYMEHTALMOHHOTO 00ECIIeUeH!s YIIPABICHHUS U TEXHOJIOTUH
paboThI ¢ JOKYMEHTaMH.

3apanue 2.
OTBCTI/ITL Ha TCCTOBEIC BOHpOCLI, OTBCTHI HpeI[CTaBI/ITB B BUJIC Ta6J'II/IIIBII

OTBeThI
1 11 21
2 12 22
3 13 23
4 14 24
5 15 25
6 16 26
7 17 27
8 18 28
9 19 29
10 20 30

TecToBbIC 3aJaHUA
1. JlokyMeHTHUpOBaHUE — ITO:
a) TpHUJaHuEe OPUIUYECKOM CUJIBI TPUHATOMY YIPABICHYECKOMY pELICHHI0 C IOMOIIbIO
JIOKYMEHTOB;
0) 3amUCh B COOTBETCTBUHU C 3aKOHOJIATEIHLCTBOM;



B) CO3/IaHHE JIOKYMEHTOB, T.€. 3aIMCh 110 YCTAaHOBJICHHBIM (popMaM HEOOXOIMMOM JIsi yIpaBJIeHUS
nHpopmanuu.

2. JIOKyMEHTallMOHHOE 00ecleueHne YyIpaBIeHUs — 3TO:
a) OTpaciib JeSATEILHOCTH, 0OecIeunBaronias JOKyMEHTHPOBAHNE U OPraHU3alNI0 paboTHI ¢
ouLMaNbHBIMU JOKYMEHTaMH;

06) mpuem u 00pabOTKa JTOKYMEHTOB, HEOOXOAMMBIX JIsi HPUHATHS YIPaBICHYECKUX
pELICHUH 1 peann3anny ypaBleHIeCKUX (YHKINHT;

B) 3allUCh IO YCTAHOBJIEHHBIM (hopMaM HHGOpPMALUK, HEOOXOIUMOW IO pealnu3alnuu
YIPAaBIECHYECKUX PEILICHUN.

3. Omnpenenenue TepMUHA «TOKYMEHT»:

a) 3apUKCUpOBaHHAS HA MaTEPHAILHOM HOCHUTEJIEC MHGPOpPMAIUs ¢ PEKBU3UTAMH, TO3BOJISIONUMU
ee UJIeHTU(UIIUPOBATE;

0) CpeACTBO 3aKpeIUICHHs pPa3IU4YHBIM CIIOCOOOM Ha CIEIUaTbHOM MaTepHaJbHOM HOCHUTEINE
uH(popMaIuu 00 YIPaBICHYECKUX PEIICHUSX;

B) MaTepUAIbHBIA 00BEKT € 3arevaTieHHOW HHPOpMaLUEi.

4. CornacHo TpeOoBanusM, ycraHoBieHHbIM B ['OCT P 6.30-2003, xaxoe npeanpusrue o0s13aHo
HIPUMEHSTh:

a) oOmwmii 6;1aHK, OTaHK MpHKa3a, OJJAHKU KOHKPETHBIX BUIOB JIOKYyMEHTOB;

0) GyaHk npeAnpusATUs, OJaHK MUCbMa, OJIAaHKM KOHKPETHBIX JOJKHOCTHBIX JIHII,

B) OaHK MUchMa, o0ImIMi OJaHK, OJJAHKM KOHKPETHBIX BUIOB JIOKYMEHTOB.

5. @opmynsp-obpazel] OpraHu3alMOHHO-PACIOPSAUTEILHOTO JOKYMEHTA IPECTaBIIsIET CO00i:
a) MakeT OJ1aHKa JOKYMEHTA, OATOTOBJIEHHOT0 K M3/aHUI0 TUIIOTpa(CKUM CIOCOO0M;

0) oOpaszerr OJ1aHKa TOKYMEHTA,

B) CXEMY pacloIOKEHUsI PEKBU3UTOB OpPraHU3allMOHHO-PACTIOPSIUTENLHOIO TIOKYMEHTAa,

) oOpazel] KOHKPETHOI'O BUJ]a OPraHU3alMOHHO-PACTIOPSIIUTENBHOIO JOKYMEHTA.

6. B xakoM BapuaHTe OTBETa MPaBUILHO Ha3BaHBI PEKBU3UTHI 00IIETO OJlaHKa:

a) HaMMEHOBaHKe OpraHu3aluy, SMOJIeMa OpraHU3alMK WM TOBAPHBIM 3HAK, HANMEHOBAaHUE BHJIA
nokymenta, OI'PH, MTHH/KIIII, 3aronoBok k TEKCTy, ajapecar;

0) HauMMEHOBaHHE OpraHU3allMU, MECTO s BUIA JIOKYMEHTa, JaTa, PETUCTPALMOHHBIA HOMEp
JIOKYMEHTa, MECTO COCTaBJICHUS;

B) HaMMEHOBaHUE opraHuzanuu, kon opranusanuu, OI'PH, MHH/KIIII, cnpaBouHble qaHHBIE 00
OpraHu3aliu, JaTa, PErHMCTPAIMOHHBIA HOMEp, CChUIKA Ha PETHCTPAIMOHHBIA HOMEp U Jary
JIOKYMEHTA.

7. Hymepauust cTrpaHul] JOKyMEHTa IPOU3BOAUTCS:
a) 10 [IEHTPY HUKHETO IO,

0) B IpaBOM HM)KHEM YTy JIOKYMEHTA;

B) M0 LEHTPY BEPXHETO OIS,

I') B IPaBOM BEPXHEM YTJIy JOKYMEHTA.

8. PEKBU3UT TIOKyMEHTa — 3TO:
a) GupMeHHBIN OJaHK;

0) OCHOBHAs 4aCTh IOKYMEHTA;
B) €r0 OT/IeJIbHAS YaCTh.

9. Kakue crioco6s1 oopMiieHHsI JaThl B JOKYMEHTaX SBJISIOTCS IPaBUIbHBIMU?



a) 05.02.07. 1) 5 despans 2007 T.

6) 05.02.2007 . e) 07.02.05
B) 05 deBpans 2007 r. K) 05 despans 2007
r) 2007.02.05

10. O6s13aTenbHOMY YTBEPKIACHUIO MOJIECKAT:
a) TIPUKa3bl;

0) cimy:keOHbIE 3aIUCKU;

B) KOHTPAKTHI;

I') LITATHOE PacClUCaHUE;

1) TapaHTUHHBIC TIMCHMA.

11. ABTOpOM Ci1y)€eOHOTO UChMa SIBIISIETCS:

a) JOJPKHOCTHOE JIMLO, OAIUCABIIEE JOKYMEHT;

0) UCIIOJIHUTEIIb, COCTABUBIINI JOKYMEHT;

B) OpraHu3anusi, OT UMEHU KOTOPOW OTIPABISAETCS MUCHMO.

12. Ha xakom ci1y>k€OHOM MHUChME MPOCTABIISIETCS CChUIKA HA HOMEP U JaTy JOKYMEHTA:
a) rapaHTUHHOM;

0) CONPOBOIUTENHEHOM;

B) OTBETHOM;

I') LUPKYJISIPHOM;

1) Ha BCeX MHUChMax.

13. Yro siBnsieTcs JaTOM MPOTOKOJIA:
a) J1aTa MoAMUCaHus;

0) marta 3aceaHus;

B) JlaTa PEruCTpaluy.

14. OT™MeTKa 0 KOHTPOJIE IPOCTABIISIETCS HA IOKYMEHTE:
a) Ha BEpXHEM I10JI€ B IPABOM YTIIY;

0) Ha HIDKHEM I10JI€ B TIPABOM YTIIY;

B) Ha JIEBOM II0JIE;

T') IPOU3BOJIBHO.

15. PexBusutr «llognuch» Ha JOKYMEHTaX, MOAMUCHIBAEMBIX JBYMS JOJKHOCTHBIMHU JIMIIAMH
OJIHOTO YPOBHS, OOPMIISIETCS:

a) B JIBa psAJia Ha OJTHOM YPOBHE;

0) o/1Ha IOJMTUCH TIOJT APYTOIA;

B) TIO OJTHOM TIOJIMMCH B IBOWHOM KOJMYECTBE IK3EMIUIIPOB JOKYMEHTA.

16. B pe3ynbTaTe pacCMOTPEHHSI PYKOBOAUTEIEM BXOIAIIETO JOKYMEHTA HA HEM TMOSBIISIETCS:
a) TIO/IHUCh;

0) pe3oronus;

B) BU3a.

17. Pe3omtonust mpoCTaBisAeTCS:

a) B IPaBOM BEpXHEM YTIIY;

0) Ha TOJISAX TOKYMEHTA;

B) Ha TIOOOM CBOOOJTHOM MECTE IOKYMEHTa, KPOME TOJICH;

r) noa pekBuzuToM «lloamuceyy.



18. Kakoii pekBU3UT HE BXOJUT B (POPMYJISIp IIPUKa3a O OCHOBHOM J1EATEIbHOCTH:
a) Ha3BaHHE OPTaHU3aIINN;

0) BUJ IOKYMEHTA;

B) MECTO M3aHUS;

T) ajipecar;

JT) 3ar0JIOBOK K TEKCTY.

19. J1okyMEeHTOOO0OpOT yUpeKIeHUS peaInu3yeTcs B BUJIE JOKYMEHTOIIOTOKOB:
a) BHEILLIHUE, BHYTPEHHUE;

0) odunraibHbBIC, JIMYHBIE;

B) HH(OPMAIIOHHBIE, PACTIOPSAIUTEIbHEIC;,

T') 10 OCHOBHOM J€STEIbHOCTHU, IO JUYHOMY COCTaBY;

1) BXOJISIIIUE, UCXOASIIIE, BHYTPEHHUE.

20. Kakue JOKYMEHTHI SBIISIOTCS PaclopsiAUTEIbHBIMU:

a) JOJDKHOCTHAsI MHCTPYKIHS, IPUKa3, pelIeHue, yKa3aHue, yIpeJUTeIbHBIN T0r0BOp (KOHTPAKT);
0) mpuKas, peleHue, ykazanue, IOCTaHOBJIEHUE, PACIIOPSKEHHUE;

B) peUIeHue, J0roBop (KOHTPAKT), yKa3aHUeE, [IPUKa3, IIPOTOKOJI, pacIIOPsHKEHHE.

21. Kakue TOKYMEHTBHI SBIISFOTCSI OpraHU3aIllMOHHBIMH:

a) yCcTaB, TMOJIO)KEHUE, WHCTPYKIUS, CTPYKTypa W INTaTHAs YHUCICHHOCTH, IITATHOE PACIHCAHHE,
npaBuJIa;

0) ycraB, IOJIO)KEHHE, IMPOTOKOJ, IOCTAHOBIICHHE, IPaBHJIA, INTATHOE pPACHUCAHUE, JOTOBOP
(KOHTpAKT);

B) yCTaB, MOJIOKEHUE, HHCTPYKIIHS, IITATHOE pacliucaHue, MpaBuiIa, IpHUKa3, 10roBop (KOHTPAKT).

22. BXoaamuii TOKyMEHT IPOXOIUT CIEAYIOIINE 3Tanbl 00pabOTKU:

a) COCTaBJIEHME IPOEKTa — COrjacoBaHHEe — OQOPMIICHHE — MOJINHCAHUE — PErucTpanus —
UCTIOJTHEHUE — HATIpaBJICHHE B JIEIIO;

06) mpueM — mepBUYHAs OOpabOTKa — TPEABAPUTEIBHOE PACCMOTPEHHUE — pacCMOTpPEHHE
PYKOBOAMTENIEM — UCTIOJIHEHHE — HAIIPABJICHHUE B JIEJI0;

B) COCTaBJIEHHE IPOEKTa — COIJacoBaHHWE — OQOpPMIIEHHE — MOJNMCAHUE — PETUCTPALU
HCTIOJTHEHUE — OTIIPABJICHUE;

I) NIpueM — TepBUYHAs o00paboTka — TNpeABApUTEIBHOE PpACCMOTPEHHE — PpEerucTpamus —
paccMOTpeHHe PyKOBOJUTENIEM — HCIIOJTHEHNE — HAIlpaBJIeHUE B JIETIO;

1) odopMIIEHHE JOKYMEHTOB — IMOJMHCAHUE — PETUCTpalisl — COIIaCOBaHHME — YTBEP)KACHUE
OTITpaBKa.

23. Ucxonsmuii TOKYMEHT TPOXOIUT CIIEAYIONINE dTaIbl 00paboTKH:

a) COCTaBJCHHE TNPOEKTa — COrjlacoBaHWe — OQOPMIICHHE — TMOANMHCAHUE — PETUCTPALUS —
UCTIOJTHEHUE — HAIIPaBIICHHE B JEJI0;

0) mpueM — MepBOHAuYaNIbHAass 0OpabOTKa — MpeIBapUTENILHOE PACCMOTPEHHE — PACCMOTPEHHE
PYKOBOJUTENIEM — HCITOJTHEHHE — HAIIPaBJICHHE B JIEJI0;

B) COCTaBIIEHHE MpPOEKTa — COrjacoBaHue — OQGOpPMIICHHE — TMOAMNHCAHUE — PETUCTpAIHs —
UCTIOJTHEHHUE — OTITPABKA;

r) odopMJIeHHE NOKYMEHTa — MOAMHCAHWE — PETUCTpAlMsl — COTJIACOBAaHUE — YTBEPKICHUE —
OTIIpaBKa.

24. BHYyTpeHHUI TOKYMEHT MPOXOIUT CIAEAYIOLINE 3Talbl 00pabOTKU:
a) COCTaBJICHHME IPOEKTa — COrJacoBaHHEe — OQOPMICHHE — MOIINHCAHUE — PETUCTpaALs —
UCTIOJTHEHUE — HATIPaBJICHHE B JIEIIO;



0) mpueM — mnepBOHauyaibHas 00pabOTKa — MpeaBapUTEIILHOE PACCMOTPEHHE — PacCMOTPEHHE
PYKOBOANTENEM — UCTIOJIHEHNE — HAIIPABJICHHUE B JIEII0;

B) COCTaBJICHUE NIPOEKTa — COIVIACOBaHKUE — 0(OPMIICHHE — ITOANICAHIE — PETUCTPALUs — OTIPABKa;
I) IpUeM — IepBOHadaibHas 00paboTKa — IMPEIBAPUTENEHOE PACCMOTPEHHE — PETHCTPAIHS —
pPaccMOTpPEHHE PYKOBOJUTENIEM — UCIIOJIHEHHE — HAIIPABJICHUE B JIETIO;

1) ohopmIIeHHE TOKYMEHTa — IOANMCAHUE — PErHCTpalMs — COIJIACOBAaHHE — YTBEP)KICHUE —
OTITpaBKa.

25. OcHOBaHKE U3JaHUS NIPUKa3a 10 OCHOBHOM JEATENIbHOCTH COAECPIKUTCS:
a) B 3aroJIOBKE;

0) B KOHCTaTUPYIOIIEH YaCTH TEKCTa;

B) B IIPHJIaraeMbIX JOKYMEHTAX;

I') B paclopsiANTEIbHON YacTH TEKCTA IpUKa3a.

26. OcHOBaHHWE U3/1aHUS IPUKa3a 00 YBOJLHEHUH COTPYAHUKA (DUPMBI COJICPIKUTCS:
a) B 3aroJIOBKE;

0) B KOHCTaTUPYIOIIEH YacTH MPUKa3a;

B) B O3UIMH TeKcTa «OCHOBaHHEY;

I') B IPUJIaraéMbIX JTOKyMEHTAaX;

1) B PaCHOPSAUTENBHOM YacTH TeKCTa pUKa3a.

27. Cpoku XpaHeHHs JOKYMEHTOB MOT'YT YCTaHABJIMBATh:

a) PyKOBOJIUTEIb OpraHU3aLnH;

0) 3aBeqyIOIINI BEJOMCTBEHHBIM apXUBOM;

B) HaualbHUK ci1yk0b1 IOV

I') KCIEPTHO-TIPOBEPOYHBIE KOMUCCHH aPXUBHBIX YUPEKIACHUH.

28. HomeHkiaTypa z1ei1 — 3T0:

a) CIIMCOK CTPYKTYPHBIX MOJIpa3aeieHuil (pUpMBbI;

0) ciicok e GUpMBI ¢ yKazaHHEM CPOKOB XpaHEHMUS,
B) CIIMCOK JIeJI, IEPEJaBaEMBbIX B apXUB.

29. HoMeHkiaTypa /1€ OpraHu3aluy NOIJIKUT NepeyTBEPKACHUIO:

a) KaX]IbIi TOJT;

0) pa3 B J1Ba roja;

B) pa3 B TpH roJia;

r) pa3 B IATh JeT (B cilyyae, eciau CTPYKTypa W (YHKIIMM OpraHu3alliid KOPEHHBIM 00pa3oM He
U3MEHSUINCH).

30. Kaxum 13 nepedrcieHHbIX HOPMAaTUBHBIX aKTOB PYKOBOJCTBYeTCs ciryx0a J[I0Y?

a) JIOTOBOPOM
0)ocTaHOBICHUEM
B)3aKJIIOYCHUEM
T)IIOJI0KEHUEM

TepMuHbI U onpeiesieHNsl 1eJIONPOU3BOACTBA U JOKYMEHT0000poTA

No TepMunsl Onpenenenus
n/m
1. | ApxuBHoe nemno OTpacyb ACATEIBHOCTH, 00ECTIeUnBArOIIas
OpFaHI/I3aLII/IIO XpaHeHI/IH W UCIIOJIB30BaHUA apXI/IBHI:IX




JTIOKYMEHTOB

('OCT P 51141-98: AEJIOITPON3BOACTBO 1
APXVWBHOE JEJIO. TEPMUWHBI U
OITPEJIEJIEHIA)

2. | BHyTpeHHU# JOKyMEHT oUIIMATBHBIN TOKYMEHT, HE BBIXOISIIUHN 32 MPEACITbI
MOATOTOBUBILEH €ro OpraHu3aluu
('OCT P 51141-98: JEJIOITPOU3BOJACTBO 1
APXHWBHOE JEJIO. TEPMUWHBI 1
OITIPEJIEJIEHI ST)

3. | Bxoasmmii TOKyMeHT; JIOKYMEHT, IOCTYNIUBILINNA B yUPEKICHUE
[ToctynuBmmMi JOKYMEHT - ('OCT P 51141-98: AEJIOITPOU3BOJCTBO 1

APXMBHOE JEJIO. TEPMUWHBI 1
OIIPEJIEJIEHI ST)

4. | 1enonpou3BOJCTBO; OTpacib ACSITEIBHOCTH, 00ECTIeUnBarOIIas
JlokyMeHTalmoHHOE JOKYMEHTHUPOBAHUE U OPraHU3alnio0 paboThI ¢
o0ecrieueHre yrpaBJICHHUS - OoUIMATEHBIMHA TOKYMEHTAMHU

5. | JlokyMeHT Ha MalIMHHOM JIOKYMEHT, CO3/IaHHBIN C UCIIOJIb30BAHUEM HOCUTENEH
HOCHTEIIE Y C1I0CO0O0B 3aMmucH, 00ECTICUNBAIOIINX 00padOTKyY ero

“H(pOpPMAaILIUU JIECKTPOHHO-BBIYMCIUTEIBHON
MaIlIHOMN
6. | JoxymeHr; 3a)MKCUPOBAaHHAsI HA MAaTePUATLHOM HOCHUTEIIC
JlokymeHTUpOBaHHAas nH(OpMALIHS ¢ PEKBU3UTAMHU, IO3BOJISIONTUMHE €€
nHpopmanus - HJIeHTU(DHUITMPOBATH
7. | JlIOKyMEHTHUpPOBaHUE - 3anmuch HH(HOPMAIIMY Ha PA3TUYHBIX HOCHTEIISX T10
YCTaHOBJICHHBIM ITPaBUJIaM

8. | HokymeHTO000pOT JBUKEHHE TOKYMEHTOB B OpPraHU3allMi C MOMEHTA UX
CO3JIaHUs WJIU TIOJTYYEHHUS JI0 3aBEPIICHUS
WCTIOJTHEHUS WM OTIPaBICHUS

9. | NaauBHIyaIbHBINA CPOK CPOK MCIIOJIHEHUS TOKYMEHTA, YCTaHOBJIECHHBIN
WCIIOJTHEHUS JOKYMEHTA - OpraHU3alMOHHO-PACTIOPAIUTENBHBIM IOKYMEHTOM

OpraHU3aly WIH PE30T0IHEH

10.| Ucxoasmiuii TOKyMEeHT; oUIHANTBHBIA TOKYMEHT, OTIIPABIISIEMbII 13
OTMPABIIIEMBIN TJOKYMEHT - YUPEKICHUS

11.| KoHTpoab UCTIONHEHUS COBOKYITHOCTb JICHCTBHI1, 00€CIIeYHBAIOIINX
JTOKYMEHTOB CBOEBPEMEHHOE MCIIOJIHCHUE TOKYMEHTOB

12.| MamuHOMUCHBINH JOKYMEHT - MUCbMEHHBIA TOKYMEHT, IPU CO3/IaHUHU KOTOPOTO

3HAKU MHUCbMa HAHOCAT TEXHUYECKUMU CPEICTBAMU
13.| Hocurenb MaTepUaIbHbIA 00BEKT, UCTIOIB3YEMbIH IS
JOKYMEHTUPOBAHHOU 3aKpEIUIEHUS U XpPaHEHUs Ha HEM PEYEBOM, 3BYKOBOM
uHpopmManuu - WM U300pa3uTeNbHON HH(OpMALIUK, B TOM YHCIIE B
peoOpa30BaHHOM BUJIE

14.| O6Bem 1OKyMEHTOO000OpOTa KOJIMYECTBO IOKYMEHTOB, TOCTYIUBILIUX B

OpTaHU3AIMIO U CO3JaHHBIX €10 32 ONPECIICHHBIN
nepuos

15.| OpranuzanuroHHo- BU/JI TUCHMEHHOTO JOKYMEHTa, B KOTOPOM (PUKCHUPYIOT
pacropsiIUTENbHBIN JOKYMEHT | PEIICHUE aJIMUHUCTPATUBHBIX U OPTaHU3aIIMOHHBIX
- BOIIPOCOB, a TAK)K€ BOIIPOCOB YIIPABJIEHUS,

B3aUMOJICHCTBHS, 00E€CTICUCHUS U PETYTUPOBAHUS
JeSTEIbHOCTH OPraHOB BJIACTU, YUPEKIACHUH,
NPEINPUITHI, OpraHU3alUM, UX MOAPa3IeICHUI 1
JOJKHOCTHEIX JIHUIT

16.| OdbunmanbHbI JOKYMEHT - JIOKyMEHT, CO3TaHHBIN IOPUTUYECKUM HIIN




(bU3mIeCcCKUM JUIIOM, 0(DOPMIICHHBIN 1
YAOCTOBEPEHHBIN B YCTAHOBJIEHHOM MOPSIKE

17.| [loanuHHBIA JOKYMEHT JIOKYMEHT, CBeJIeHUs 00 aBTOpe, BPEMEHU U MECTe
CO3JIaHMsI KOTOPOTO, COAEPIKAIINECS B CAMOM
JIOKYMEHTE WJIM BBISIBJICHHBIE HHBIM ITYTEM,
MOJITBEPXKIAIOT JOCTOBEPHOCTD €0 MPOUCXO0XKICHHS
18.| [IpaBuia TOKyMEHTUPOBAaHUS | TpeOOBaHUSI U HOPMbI, YCTAaHABIMBAIOIINE MTOPSIOK
JOKYMEHTHUPOBAHHUS
19.| PeructpaninoHHBIN HHIEKC nudpoBoe wim OyKBeHHO-IIMPPOBOe 0003HAUCHHE,
JTOKYMEHTa MIPUCBANBAEMOE JIOKYMEHTY NP €T0 PErUCTPaluu
20.| Peructpanus 1o0KyMeHTa - 3aMKCh YUYETHBIX JAHHBIX O TOKYMEHTE IO
YCTAHOBJICHHOH (opme, PuKcupyromas GpakT ero
CO3/IaHHUS, OTIIPABJICHUSI UITU TTOTYYCHHUSI
21.| Cucrema JOKyMEHTAIH COBOKYITHOCTbH JOKYMEHTOB, B3aHMOCBSI3aHHBIX 110
MpU3HAKaM MTPOUCXOXKICHUS, HA3HAYCHMUSI, BUJIA,
cdepsl AeITeTBHOCTH, €INHBIX TPEOOBAaHUN K UX
0(OPMIICHUIO
22.| Cpok UCIIOJIHEHUS IOKYMEHTa | CPOK, YCTAaHOBIICHHBI HOPMAaTUBHO-TIPABOBBIM aKTOM,
- OpraHU3aIOHHO-PACTIOPSAUTEILHBIM JOKYMEHTOM
WJIW PE30JIIOIUEN
23.| Tabenp yHU(DUITUPOBAHHBIX [IepeYeHb Pa3pELICHHbIX K IPUMEHEHHUIO
($hopM JOKYMEHTOB YHUQHUIIMPOBAHHBIX (GOPM TOKYMEHTOB
24.| TUIOBOI CPOK MCTIOTHEHHS CPOK MCIIOJIHEHUS TOKYMEHTA, YCTaHOBJICHHBIN
JIOKYMEHTA - HOPMAaTHUBHO-TIPABOBBIM aKTOM
25.| YauduuupoBaHHas cucrema crcTeMa JOKyMEHTAIluH, CO3AaHHAas 110 €TUHBIM
noxkymenranuu (YCJ) IIpaBUJIaM U TPEOOBaHMSIM, COAEpIKallast
WH(POPMAIHIO, HEOOXOTUMYIO /ISl YIIPaBJICHUS B
OIpeJIeNIeHHON cdepe e TeIbHOCTH
26.| XpaHeHne apXUBHBIX o0ecriedeHre parMoHAIBHOTO Pa3MeIeHHs 1
JOKYMEHTOB COXPaHHOCTH JOKYMEHTOB
27.| FOpunndeckas cuia CBOMCTBO O(UITMATFHOTO TOKYMEHTa, COO0IaeMOe
JOKYMEHTA - eMy JIeHCTBYIOLINM 3aKOHOIaTEILCTBOM,

KOMIIETEHIIMEN U3IaBLIErO €ro OpraHa u
YCTaHOBJICHHBIM MOPSIAKOM 0(OPMIIECHUS

CIIMCOK JIMTEPATYPbI

I'OCT P 6.30 - 2003«YHupHUIHPOBaHHBIE CHCTEMBI JJOKYMEHTAIIMA. Y HU(DUITPOBaHHAS
Cucrema opraHM3allMOHHO-PACTIOPSAUTEILHON TOKYMEHTALIUY. »




2. bacakoB M.U. [lenonpou3BoacTBo : YueOHOE MOcoOHe Il CTYJAEHTOB 0Opa30BaTEIbHBIX
yupexaenuit CI10. PocroB v//]. «®enuke» 2010
3. Kysnenosa M.H. JlokyMeHTanmonHoe oOecriedyeHre YIpaBiIeHUs U JAEIONPOU3BOACTBO. —
M.: FOpaiir, 2010
4, Kysuenop C.JI. CoBpeMeHHBIE TEXHOJIOTHH JIOKYMEHTAIIMOHHOTO ~ O0ecredYeHust
ynpasienus. — M.: MOU, 2010
Poroxxun M.IO. [lokymenTanmonHoe odecneuenue ymnpasieHus. - M.: [Ipocrekt, 2009
Conoryo O.I1. TlpakTukyM MO JOKYMEHTAIIHOHHOMY OOECIEUCHHIO yIpaBieHHUS. — M.:
Owmera —J1,2010
7. Tlonesnsie ccbuiku B Internet:
- www.document.ru
- eos.ru/eos/eos lib
- www.docflow.ru
- www.gdm.ru
- www.termika.ru
- www.vniidad.ru
- Www.rusarchives.ru
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INMPNJIOXEHUE
TOCYJAPCTBEHHBIN KOMUTET POCCUMCKOU ®EJEPAIINU
IO CTAHJIAPTU3AIIMU U METPOJIOT' A

INOCTAHOBJIEHUE
ot 3 mapra 2003 r. N 65-ct

O NPUHSITHUU U BBEJEHUU B JIENCTBUE
T'OCYJAPCTBEHHOI'O CTAHJAPTA POCCUMCKOM ®EJEPAIIMA

l'ocynapcrBennbii komurer Poccuiickorn Penepanuu no CTaHAAPTU3ALMU U METPOJIOTUHU
MOCTAHOBJISIET:

1. Hpunaste T'OCT P 6.30-2003 "VYHuduuupoBaHHBIE CHCTEMBl JIOKYMEHTALUH.
VYHuuuupoBaHHas cucTeMa OpraHU3allMOHHO-PACIIOPIIUTENbHON TOKyMeHTauu. TpeGoBaHus K
o OopMIIEHHIO TOKYMEHTOB" ¢ AaToi BBeaeHus B aerictBue 1 utons 2003 roxaa.

BBenen BnepBbI€.

2. 3akpenuts ['OCT P 6.30-2003 3a HayuyHO-TEXHMUECKUM YIPABICHUEM.

3. HanpaButs nannoe [loctanoBnenne B Muntoct Poccnn Ha 3akinroueHue.

IIpencenarens
I'occranpapra Poccun
b.C.AJIEHIMH
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http://www.termika.ru/
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Jara BBenenus 2003-07-01
IF'OCYJAPCTBEHHBIN CTAHJIAPT POCCUMCKOM ®EJIEPAIINA
YHAUOUIIUPOBAHHBIE CUCTEMbBI JOKYMEHTAIIUA

YHAOUIIUPOBAHHASI CUCTEMA
OPI'AHM3AIIMOHHO-PACHHIOPAAUTEJIBHOU JOKYMEHTALIUA

TPEBOBAHMUSA K O®POPMJIEHUIO JOKYMEHTOB

UNIFIED SYSTEMS OF DOCUMENTATION.
UNIFIED SYSTEM OF MANAGERIAL DOCUMENTATION.
REQUIREMENTS FOR PRESENTATION OF DOCUMENTS

I'OCT P 6.30-2003
Jlara BBemenns 2003-07-01
IIpenucnosue

1. Pazpabotan Bcepoccuiickum HayuyHO-UCCIIEA0BATENECKUM HHCTUTYTOM JOKYMEHTOBEICHHS
u apxusHoro nena (BHUNJIA L) ®enepanbHoil apxuBHOH cityk0b1 Poccuu.

Buecen Hayuno-texHuueckum ynpasienueM ['occrannapra Poccun.

2. [lpunst u BBeneH B neictue [locranosnennem ['occranmapra Poccuu ot 3 mapra 2003 r.
N 65-cT.

3. BBeneH BiepBbI€.

1. O6nacTs NpUMeHEeHUs

Hacrtosmmuii  cranmapt  pacrpocTpaHsieTcs Ha  OpraHHU3allMOHHO-PacHOPSAUTENbHBIC
JIOKYMEHTBI, OTHOCAILINECS K YHUDUIMPOBAHHOW CHCTEME OpPraHHU3aIMOHHO-PACTIOPSIUTEIHLHOMN
nokymentanuu (YCOP]I), - mocrtaHOBIEHUS, pacHoOpsDKEHHs, MPHUKA3bl, PEUICHUs, TMPOTOKOJHI,
aKThl, THCcbMa M Jp. (mamee - nokyMeHTHl), BkiItodeHHble B OK 011-93 "OGmepoccuiickuit
knaccudukarop ynpasneHueckoit nokymentanuu" (OKY /1) (xmacc 0200000).

Hacrosmuii craHmapT ycTaHaBIMBAaeT: COCTaB PEKBU3UTOB JOKYMEHTOB; TpeOOBaHUS K
0hOpPMIIEHHUIO PEKBU3UTOB JTIOKYMEHTOB; TpeOOBaHMs K OJIaHKaM JOKYMEHTOB, BKJIIOYas OJaHKH
JIOKYMEHTOB C BocIipou3BenenrneM I'ocymapctBenHoro repoa Poccuiickoit @eneparuu.

CxeMbl pacroiokeHUs] PEKBU3UTOB JOKYMEHTOB MPUBEIEHBI B MPUIOXKEHUU A; 00pa3iibl
0JIaHKOB JJOKYMEHTOB - B TIPHJIOKEHUU b.



TpeboBaHus HACTOSAIIETO CTAHAAPTA SABISIOTCS PEKOMEHYEMBIMHU.
2. CocTaB peKBU3UTOB JOKYMEHTOB

[Tpu nmoaroToBke U 0OPMIIEHUH TOKYMEHTOB HCIIOJIB3YIOT CIECIYIOIINE PEKBU3UTHI:

01 - I'ocynapcTBennsiii rep0 Poccutickoii @enepanuu;

02 - rep6 cyobekTa Poccuiickoit denepanuu;

03 - smbneMa opraHu3aIy WIK TOBAPHBIN 3HAK (3HAK 0OCITYy)KMBaHU);

04 - ko opraHu3anuu;

05 - ocHOBHOM ToCcyAapCcTBEHHBIN peructpanronnbiii Homep (OI'PH) ropuaudeckoro nuia;

06 - maeHTU(UKAMOHHBIA HOMEP HAJIOTOIUIATENbIINKA/KO TPUYMHBI TOCTAHOBKH Ha y4eT
(MHH/KIII);

07 - xon (hOopMBI JOKYMEHTA;

08 - HauMeHOBaHKEe OpraHU3aIUY;

09 - cipaBoYHBIE TaHHBIE 00 OpraHU3ALINY;

10 - HaumMeHOBaHME BUJIA IOKYMEHTA;

11 - nata JOKyMeHTa;

12 - peructpauOHHBIA HOMEP TOKYMEHTA;

13 - cchuTKa Ha peruCTpallMOHHBIA HOMEP U ATy TOKYMEHTAa,

14 - mecTO cocTaBneHUs WIH U3/IaHUS JOKYMEHTA;

15 - agpecar;

16 - rpu¢ yTBepkaeHUS JOKYMEHTA;

17 - pe3omtonus;

18 - 3aronoBOK K TEKCTY;

19 - oTmMeTKa 0 KOHTpOJIE;

20 - TeKCT JOKYMEHTa;

21 - oTMETKa O HAIMYUU TPUIIOKCHHUS;

22 - NOAINCE;

23 - Tpu coriaacoBaHHs JOKYMEHTA;

24 - BU3BI COTIIACOBAHUS JOKYMEHTA;

25 - OTTHUCK IIeYaTH;

26 - oTMETKa O 3aBePEHUH KOIIHH;

27 - oTMeTKa 00 UCIIOJIHUTEIIE;

28 - oTMeTKa 00 MCTIOTHEHUH JOKYMEHTA M HaIllPaBJICHUHU €ro B JeJ0;

29 - oTMETKa O TIOCTYIUICHUH JTOKYMEHTA B OpraHU3aIlnIo;

30 - uaeHTUPHUKATOP IEKTPOHHON KOMUU TOKYMEHTA.

3. TpeboBanust kK 0HOPMIEHUIO PEKBU3UTOB TIOKYMEHTOB

3.1. T'ocynapctBennsiit repd Poccuiickoit denepannu moMeniaroT Ha OJaHKaX JOKYMEHTOB B
cootBeTcTBUU ¢ DenepanbHbIM KOHCTUTYHHOHHBIM 3akoHOM "O T'ocynmapcTBeHHOM repOe
Poccwuiickoit ®@enepanun" (Cobpanue 3akoHomatenbetBa Poccuiickoit denepamuu, 2000, N 52,
gacTs I, cT. 5021).

3.2. T'epd6 cyobekra Poccuiickoit Penepannu mHOMEIIAIOT Ha OJllaHKaX JIOKYyMEHTOB B
COOTBETCTBUHU C MIPaBOBBIMU akTaMu cyobekToB Poccuiickoit denepanun.

3.3. DMmOnemy opraHu3aliu WJIM TOBApHBIM 3HAK (3HAK OOCIY)XHMBaHHs) IMOMEMIAIOT Ha
OJlaHKax OpraHM3aliii B COOTBETCTBUU C YCTaBOM (IIOJIOKEHUEM 00 OpraHU3allH).

3.4. Kox opranusanuu npoctaBisioT no ObmepoccuiickoMy Kiaccu(pukaTopy OpeanpusTHi
u opranuzanuii (OKIIO).

3.5. OcHOBHOIl rocynapcTBeHHbIN peructpaunoHHslii Homep (OI'PH) ropuauueckoro nuna
IIPOCTABIISIIOT B COOTBETCTBUM C JJOKYMEHTaMH, BbIIABAEMBIMU HAJIOTOBBIMHM OpPraHaMH.



3.6. neHTH(PUKALMOHHBI HOMEP HaJOTOIJIAaTEIbIIMKA/KOA MPUYUHBI TOCTAHOBKMA Ha y4eT
(MHH/KTIIT) mpocTaBisitoT B COOTBETCTBHM C JIOKYMEHTAMH, BBIJIABAEMBIMH HAJIOTOBBIMU
OpraHaMHu.

3.7. Kox ¢dopmbel nokymeHTa mpocTaBisior 1o OOmepoccuiickoMy Kiaccudukaropy
ynpasieHueckoil fokyMeHTanuu (OKY [I).

3.8. HaumeHoBaHue oOpraHu3zalnuu, SBISIOIICHCS  aBTOPOM  JOKYMEHTa, JOJKHO
COOTBETCTBOBAaTh HAUMEHOBAHUIO, 3aKPEIUVIEHHOMY B €€ YUPEIUTENbHBIX JOKYMEHTAaX.

Hag namMeHoBaHMeM oOpraHu3aliil yKas3blBalOT COKpAIIEHHOE, a MpU €ro OTCYTCTBUH -
[I0JIHOE HAMMEHOBAHUE BBIIIECTOSIIEH OpraHu3aiu (IIpU €€ HAIUYUH).

HaumenoBanusi opranmzarnuii cyobekToB Poccuiickoit denepanuu, MMEIONIMX HapsaAy ¢
roCyJapCTBEHHBIM s13bIKOM Poccuiickoii @enepannu (pycCKUM) rocy1apCTBEHHBIN S3BIK CYOBEKTOB
Poccuiickoit denepainyu, neyaTaroT Ha ABYX S3bIKaX.

HanmenoBanue opraHnu3anuu Ha TOCYJapCTBEHHOM si3bIke cyObekTa Poccuiickoit deneparun
WIM MHOM SI3BIKE PACIONIaraloT HUKE HIIM CIIpaBa OT HAUMEHOBAHUS HA TOCYIapCTBEHHOM SI3BIKE
Poccuiickoit @enepanuu.

CoxkpallieHHOe HAUMEHOBaHKE OpraHU3alliy MPUBOJIAT B TEX CIyYasiX, KOT/Ia OHO 3aKpEIIeHO
B YUYpEIUTENbHBIX JIOKyMEHTax opraHu3zauuu. CokpallleHHOe HauMeHOBaHME (B CKOOKax)
MOMEIIAIOT HIKE MOJIHOTO WIIK 33 HUM.

HanmenoBanue Qunuana, TeppUTOPUAIBHOTO OTACICHHS, MPEACTABUTEIbCTBA YKA3hIBAIOT B
TOM cCjy4ae, €CIi OHO SIBJISIETCS aBTOPOM JOKYMEHTa, M pAaclojaraloT HIKE HAHMMEHOBaHUS
OpraHu3aliHy.

3.9. CnopaBouHble AaHHbIE 00 OpPraHM3alMM BKIIOYAIOT B ce0s: MOYTOBBIA aapec; HOMEp
Tesne)OHa U APYTHe CBEIEHHS N0 YCMOTPEHHUIO OpraHu3anvu (HoMepa (GpakcoB, TEIEKCOB, CIETOB B
OaHKe, apec ANEKTPOHHON MOUTHI U Ap.).

3.10. HaumeHoBaHue BuAAa JOKYMEHTAa, COCTABJIEHHOTO WJM W3JaHHOTO OpraHu3alue,
JIOJDKHO OBITH OIpPEENIEHO YCTaBOM (TIOJIOKEHUEM 00 OpraHu3allui) U JIOJDKHO COOTBETCTBOBATH
BHUJIaM TOKYMEHTOB, npeaycmoTperabiM OKY /T (kiace 0200000).

3.11. JlaToii nOKyMEHTa SIBISETCS JaTa €ro MOANMCAHMS WIM YTBEP)KIEHUS, JUIsl IPOTOKOJIA -
JaTta 3aceqaHus (MIPUHATHUS pellieHus), Ui akTa - Aara coObITHA. JJOKyMEHTBI, U3/1aHHbIE ABYMS
Wiy 6osee opraHu3alusIMu, T0JKHBI UMETh OJHY (€AMHYI0) AaTy.

Hlaty noxymeHTa oopMIISIOT apaOCKUMHU HU(PpaMU B MOCIEIOBATEILHOCTU: JI€Hb Mecsla,
mecsl, rol. JleHb Mecana u Mmecsi oGopMIISIOT ABYMs MapaMu apabckux nudp, pasieneHHbIMU
TOUYKOM; TOJ] - YETHIPbMsI apaOCKUMU LIUPpPaMU.

Hanpuwmep, naty 5 utons 2003 r. cnegyet opopmitars 05.06.2003.

Jomyckaetcsi ciioBecHO-IU(PpoBoi criocod ogopmieHus natel, Harpumep S5 utons 2003 ., a
Takke oQopMIeHHE JaThl B IOCIENOBATEIbHOCTH: TOJA, MeECAl, JEeHb Mecslla, HanpuMmep:
2003.06.05.

3.12. PeructpaiinoHHbIi HOMEpP JOKYMEHTa COCTOMT M3 €ro MOpPsAIKOBOTO HOMEpa, KOTOPbII
MOKHO JIONOJIHATH MO YCMOTPEHHUIO OpraHW3allid HWHAEKCOM Jejla [0 HOMEHKJIaType Jed,
uHopMalrei 0 KOppPeCOHICHTE, UCTIOTHUTEISX U .

PerucrtpanmoHHblii HOMEp JOKyMEHTa, COCTaBJIEHHOTO COBMECTHO JByMs H Ooiee
OpraHM3alUsAMH, COCTOMUT W3 PETUCTPALIMOHHBIX HOMEPOB JOKYMEHTa KaXIOM U3 ITHX
OpraHM3aIyii, MPOCTaBISEMBbIX Uepe3 KOCYIO YePTY B MOPSIIKE YKa3aHHs aBTOPOB B JOKYMEHTE.

3.13. Ccpuika Ha pErucTpallMOHHBIH HOMEp M JaTy JAOKyMEHTa BKJIIOYaeT B cels
pPEruCTpallMOHHBIA HOMEpP M J1aTy JOKYMEHTA, Ha KOTOPBIH T0JIeH ObITh JaH OTBET.

3.14. Mecto cocCTaBl€HMs WIM H3J1aHUs JOKYMEHTAa YKa3blBalOT B TOM Cllydae, €CIlu
3aTPYJHEHO €ro ompeneiieHrue no pekBuszutam "HammenoBanue opranuzanuu’ u "CrpaBouyHbIE
naHHble 00 opraHu3anuu". MecTo COCTaBlIeHHs WM M3AAaHUS YKa3blBAlOT C YYETOM MPUHSATOrO
aJMUHHCTPATUBHO-TEPPUTOPHAIILHOTO JENEHUsl, OHO BKJIIOYAET B CE€Osl TOJNBKO OOIIECTIPUHSATHIE
COKpAILLEHUS.

3.15. B kauectBe ampecata MOTryT OBITh OpraHU3AMH, WX CTPYKTYPHBIC TMOIpa3IeiICHHUS,
JOJDKHOCTHBIE WM Qu3uueckue mnuma. llpum ampecoBaHMM JOKyMEHTa JOJDKHOCTHOMY JIUILY



UHHUIMATB yKa3blBalOT nepex ¢amunueil. HanMmeHnoBaHue opraHuzani U €€ CTPYKTYpHOI'O
noJipa3JiefiecHusl yKa3bIBAalOT B HMEHHUTENbHOM majiexe. Hampumep (3aech u janee npuMeEpb
HAaUMEHOBAHUS OpraHU3alui, UX CIPABOYHBIE JAHHBIE U AP. SIBJISIFOTCS YCIOBHBIMU):

Munroct Poccun
JlenaprameHT HHGOPMATH3AIUN
Y HAYYHO-TEXHUYECKOTO 00ECTICUCHUS

JIOJDKHOCTh  JIMIla, KOTOPOMY aJpECOBaH JOKYMEHT, YKa3blBalOT B JATEJIbHOM IaJEXKe,
HaIpuMep:

['enepanbHOMY IUPEKTOPY
OAO "CeBepHble peruoHs!"
B.A. Jlarynuny

nimn

AQO "DneKTpoueHTPOMOHTaX"
['maBHOMY OyXTanrepy
B.M. KouetoBy

Ecnu 10KyMEHT OTIPAaBISIOT B HECKOJBKO OJHOPOJIHBIX OpraHu3allMi WM B HECKOJBKO
CTPYKTYPHBIX TO/Ipa3AeieHUd OIHOH OpraHu3ali, TO HX CIEQyeT YKa3blBaTh OO0OOIIEHHO,
Harpumep:

AJMUHHUCTpAIUU pailOHOB
MockoBCKO# 00acTi

JlomyckaeTcsi IEHTPUPOBaTh KaKIyl0 CTPOKY pekBHu3uTa "Azpecar" Mo OTHOIIEHHUIO K caMoin
JUIMHHOU cTpoke. Hampumep:

['maBHOMY penakTopy
W3 narennsckoro qoma
"Menuamom"
H.B. Cemunoii

JIOKYMEHT He JI0JKEH cojiepkaTh Oosiee yeTbipex aapecaTo. CinoBo "Komnusa" nepen BTopeiMm,
TPEThbHM, YETBEPTHIM ajpecaTaMu He yka3biBaioT. [Ipu OonblieM 4uciie agpecaToB COCTaBISIOT
CITMCOK PACCBHUIKH JIOKYMEHTA.

B cocrtaB pexBuszuTa "Anpecar" MoKeT BXOJWUTH MOYTOBBIA aapec. DIEMEHThl MOYTOBOIO
aZipeca yKa3bIBalOT B TOCIE0BATEIFHOCTH, YCTAHOBICHHOH MPaBUJIaMU OKa3aHUs YCIyT MOYTOBOM
CBSI3H.

[Ipu ampecoBaHuu MUChbMa B OPTAaHHU3AINIO YKA3BIBAIOT €€ HAMMEHOBAHHWE, 3aTEM IMOYTOBBIN
ajzpec, HarpuMep:

["'ocynapcTBEHHOE yUpeKIACHHE

Bcepocculickuii Hay4YHO-UCCIEN0BATEIbCKUM
UHCTUTYT JTOKYMEHTOBEJICHUS U apXUBHOTO JIeNa
[Tpodcorosnas yi., 1. 82, Mocksa, 117393

[Ipn anpecoBaHuM [IOKyMEHTa (PU3UYECKOMY JIMILY YKA3bIBAIOT (DaMUIUI0O U HMHULIKAIBI
MoJTyyarelis, 3aTeM MOYTOBBIN ajipec, Hanpumep:



O6pasuosy O.I1.

yi. Canosas, 1. 5, kB. 12,
r. JIunku, Kupeeckuii p-H,
Tynbckas 061., 301264

3.16. JloKyMeHT YTBEpXKIAeTCs JOKHOCTHBIM JIMIIOM (JOKHOCTHBIMU JIMIIAMHU) WJTU
CHEIHAalIbHO U3aBaeMbIM JOKyMeHTOM. [Ipu yTBepKaeHHH TOKyMEHTa JOKHOCTHBIM JIMLIOM TpUd
YTBEPXKACHUSI JOKyMEHTa JODKeH coctosTh u3 cioBa YTBEPXKJIAKO (6e3 kaBbluek),
HAaUMEHOBAHMUS JIOJDKHOCTH JIUIIA, YTBEPXKIAIOIIETO IOKYMEHT, €ro MOANKUCH, HHUIHATIOB, (JaMIIINN
U J1aThl YTBEPXKACHUS, HAIIPUMED:

YTBEPXIAIO

[Ipesunent 3A0 "PocrexcTuiip"
JInynas moanmch B.A. Crenanos
Hara

JHomyckaercss B pekBu3uTe "['pud yTBepkIeHUS MOKyMEHTa" LEHTPUPOBATH DIEMEHTHI
OTHOCHUTEIIBHO CaMOW JINIMHHOW CTPOKH, HAIIpUMED:

YTBEPXIAIO
['enepanbHbIil TUPEKTOP
AQ "DnekTpoHHBIE TEXHOJIOTHH"
JInunas moamnuch JL.B. Ky3nenos
Jara

[Ipu yTBepkIEeHUM JTOKYMEHTAa HECKOJbKUMH JOJDKHOCTHBIMH JIMIIAMH UX TIOJIUCH
pacnoJiararoT Ha OJJHOM YpOBHE.

[Ipu yTBEep>KIeHUU TOKYMEHTa MOCTAaHOBJICHHEM, PEIICHUEM, MPUKA30M, MPOTOKOJIIOM Tpud
yrBepxkaeHuss coctouT u3 crnoBa YTBEPXJIEH (YTBEPXIEHA, YTBEPXIEHbI wu
YTBEPXJIEHO), HanMeHOBaHHS YTBEpXKAAIOIIETO JOKYMEHTa B TBOPUTEIBHOM HaJEkKe, €ro
natel, HoMepa. Hanpumep:

YTBEPXJIEH
pelieHreM o01Iero coopanus
akuronepos ot 05.04.2003 N 14

nim

YTBEPXIEHO
npukazom BHUNJIA ]I
ot 05.04.2003 N 82

I'pud yrBepx)aeHNUS TOKYMEHTA PacIoiaraloT B MPABOM BEPXHEM YTy TOKYMEHTA.

3.17. Pe3omronus, HamMcaHHasg Ha JOKYMEHTE COOTBETCTBYIOIIUM JOJLKHOCTHBIM JIMIIOM,
BKIIIOYaeT B ce0s (aMuiIny, WHUIUANBI WCIOJHUTENCH, CcoJep)KaHue TopydeHus (mpu
HEO0OXOIMMOCTH ), CPOK MCTIOTHEHUS, TTIOAMKCH U 1aTy, HAIIPUMEp:

Mopo3sosoii H.B.
®denoceeBoiit H.A.

[Ipomy moaAroToBUTH NPOEKT



norosopa ¢ KoHcantuHroBoii rpynmnoi
"TEPMHKA" k 05.10.2003

JInuHas noanuce

Hara

JomyckaeTcst ohopmIIeHUE PE30TIOIUHN Ha OT/IEILHOM JIHCTE.

3.18. 3arosoBoK K TEKCTY BKIIOYAaeT B ceOs KpaTKOE COJAEp)KaHHE TOKYMEHTa. 3arojOBOK
JOJI’KEeH OBITh COTJIaCOBAaH C HAMMEHOBAHUEM BUJA TOKYMEHTA.

3aroyioBOK MOKET OTBEYaTh Ha BOIIPOCHI:

0 yeM (o kom)? Hanmpumep:

[Ipuka3 o co3iaHuy aTTeCTallMOHHON KOMUCCUU;

yero (koro)? Hampumep:

JIoKHOCTHAs! MHCTPYKIIMS BEAYILETO AKCIIEPTA.

K tekcty noxymeHtoB, opopmiieHHBIX Ha OnaHkax (opmara AS, 3aro0oBOK JOMYyCKaeTcs He
YKa3bIBaTh.

3.19. OTMeTKy O KOHTpOJIe 3a UCIOJHEHUEM JOKyMeHTa o0o3HauaroT OykBoil "K", cioBom
uiu mramnom "KonTtposs".

3.20. TekcT mTOKyMEHTa COCTaBISIOT Ha rocyAaapcTBeHHOM si3bike Poccuiickoin denepanuun
WM Ha TOCYIAapCTBEHHBIX sI3bIKax CyObekToB Poccuiickoit ®enepaliiui B COOTBETCTBUU C
3akoHoaarenbcTBoM Poccuiickoit denepanuu u cyobektoB Poccuiickoit deneparuu.

TekcTbl 1OKyMEHTOB O(OPMIISIOT B BHJIE AHKETHI, TAOJHIIBI, CBA3HOTO TEKCTa WM B BHUJE
COEIMHEHUS ITUX CTPYKTYP.

IIpun cocraBneHUM TeKCTa B BUAE AHKEThl HAUMEHOBAHUS IPU3HAKOB XapaKTEPU3yEeMOI'O
00BeKTa JOJKHBI OBITh BBIPAKEHBI MMEHEM CYIIECTBUTEIbHBIM B HMEHHUTEIHLHOM MafeKe WU
CIIOBOCOYETAHMEM C TJIarojJOM BTOPOIrO JIMIIA MHOXKECTBEHHOI'O 4MCIa HACTOSIIEr0 WU

npomenmero Bpemenu ("umeere", "Bmageere" wunmum  "Oputu", "Haxomwiuch' W T.O.).
XapaKkTepUCTUKHU, BBIPAKEHHBIE CIIOBECHO, JOJDKHBI OBITH COTJIACOBAHBI C HAWMEHOBAHUSIMHU
MPU3HAKOB.

I'padppr u cTpoku TabMUIBI JODKHBI HMETh  3aroJIOBKH, BBIPAXKEHHbIE HMEHEM
CYIIECTBUTENIbHBIM B HMEHMTENbHOM majaexe. [loa3aronoBku rpad MU CTPOK JOJDKHBI OBITh
corjiacoBaHbl ¢ 3arosioBkamu. Ecim Tabnuily meuyataroT Oojiee ueM Ha OJHOM cTpaHuIle, rpadbl
TaOJIUIIBI JJOJKHBI OBITH TPOHYMEPOBAHBI U HA CJIEIYIOIUX CTPAHMULAX JIOJIKHBI ObITh HaredaTaHbl
TOJIbKO HOMEpa TuX rpad.

CBsI3HBIM TEKCT, Kak IPaBWJIO, COCTOMT M3 JIBYX dYacTed. B mepBoil 4YacTu yKa3bIBarOT
IPUYMHBI, OCHOBaHMS, LIEJIM COCTaBJICHUS JOKYMEHTAa, BO BTOPOM (3aKJIIOUHUTENbHON) - pelIeHMUs,
BBIBOJIbI, IMPOCHOBI, MPEAJOKEHUs, pPEKOMEHJIAlMU. TekcT MOXeT cojaepkaTb  OAHY
3aKJIIOUYUTEIbHYIO YacTh (HallpUMep, MPUKa3bl - PACIIOPSIUTENbHYIO YacTh 0€3 KOHCTaTHPYIOIIEH;
NUCHbMa, 3asBJICHUS - IPOCHOY O€3 MOsSCHEHUS).

B Ttekcte nokymeHTa, MOATOTOBIEHHOTO HA OCHOBAHHM JOKYMEHTOB JIPYTHUX OpraHU3alui
WIM paHEe MW3JAHHBIX JOKYMEHTOB, YKa3blBalOT WX PEKBU3UTHl: HAaUMEHOBAHME JOKYMEHTA,
HAaUMEHOBAHME OpraHM3allMi - aBTOpa JIOKYMEHTa, JaTy JOKYMEHTa, PerucTpalMOHHBbIM HOMeEp
JIOKYMEHTA, 3aT0JIOBOK K TEKCTY.

Ecnu TekcT conepUT HECKOIbKO pEIIeHUi, BBIBOJAOB U T.JI., TO €r0 MOKHO pa30uBaTh Ha
paszienbl, Mo/ipas3Aesbl, IyHKThI, KOTOPbIE HYMEpPYIOT apaOCKUMH LU paMu.

B noxymenrtax (mpukas, pacmopspkeHHe W T.J1.) OpraHU3alii, TeWCTBYIOMMUX HA MPUHIIAIIAX
€AMHOHAYaIus, a TAaKKe JTOKYMEHTAX, aJ[pECOBAHHBIX PYKOBOJCTBY OpPraHU3alMM, TEKCT U3JIararT
OT IEepBOro JUIAa eIuHCTBeHHOro yncia ("mpukasbiBaio”, "npeqaraio”, "opomry").

B noxymeHTax KOJUIETHAJIBHBIX OPraHOB TEKCT M3JIaraloT OT TPETHETO JINLA €JUHCTBEHHOIO
yucna ("mocra”osiser", "permn').

B CcOBMeECTHBIX AOKyMEHTaxX TEKCT H3JIaraloT OT IEPBOIO JIMIA MHOXECTBEHHOI'O YHCIIa
("mpukaseiBaem", "pemman").



TekcT mpoTokoJia H3JIaraldT OT TPEThEro JIMIAa MHOXKEeCTBeHHoro uwcna ("cmymanu",
"BpicTynmm", "moctanoBuan", "pemuan').

B nmokymeHTax, yCTaHABIMBAIOIIUX IpaBa U OOS3aHHOCTU OPraHU3AlUN, WX CTPYKTYPHBIX
nozipaszziesieHui (IoJIoKeHne, HHCTPYKIIHS), a TaK)Ke COAEpIKAIlIUX OMUCaHHEe, OLICHKY (aKTOB MU
BBIBOJIBI (aKT, CIIPAaBKa), UCTIOIB3YIOT (DOPMY M3II0KEHUS TEKCTa OT TPETHETO JUIA SANHCTBEHHOTO
WJIM MHOKeCTBEHHOro uncia ("ormen ocymiecTBiaseT GyHKuuu", "B cocTaB 00bEIMHEHHS BXOIAT",
"komuccus ycraHoBuia").

B nuceMax ucnonb3yror ciaenyronme GopMbl H3I0KEHUS:

- OT MepBOro JMIa MHOXECTBEHHOro uyucia ("mpocum HampaBuTh", "HampaBiisieM Ha
paccmoTtpenue");

- OT MEPBOTO JIMIIA €AMHCTBEHHOTO uncia ("'cunTaro HeoOXoauMbIM", "IPOIITY BBIIAEIUTE');

- OT TPEThEro JIMIa €AMHCTBEHHOro 4yucia ("MuHHCTepcTBO HEe Bo3paxaet", "BHUMJIAJL
CUUTAET BO3MOXKHBIM").

3.21. OTMeTKy O HamU4YMM TPHIOKEHHs, HAa3BAaHHOIO B TEKCTe MHCbMa, OGOPMIISIOT
CJIEAYIOIIUM 00pa3oM:

[Ipunoxxenue: Ha 5 1. B 2 3K3.

Ecan mucsMo nmeet MMPHUIIOKCHUC, HC HA3BAHHOC B TCKCTC, TO YKAa3bIBAIOT €0 HAMMCHOBAHUEC,
YUCJIO JIUCTOB M YHCIIO IK3EMIUIIPOB; NPU HAIWYUU HECKOJBKHX IMPWIOKEHHH MX HYMEpPYIOT,
HarpuMmep:

[Tpunoxenue: 1. [lonoxxenne 00  VYmopaBieHUHM  PErHOHAIHLHOTO
KpeAuTOoBaHus Ha 5 1. B 1 9K3.
2. IlpaBuina moAroToBKM M O(GOpMIICHHS TOKYMEHTOB
VYrpaBieHus perHOHAIBFHOTO KPeTUTOBaHUS HA 7 JI. B
2 9K3.

Ecnu npuioxxeHns cOpoIopoBaHbl, TO YUCIIO JIUCTOB HE YKa3bIBAIOT.
Ecnn k JOKyMEHTY NpUIararoT Ipyro JOKYMEHT, TaK)Ke€ UMEIOLIUN MIPUIIOKEHHUE, OTMETKY O
HaJIMYUU NPUI0KEHHUS 0QOPMIISIOT CIEIYIOIUM 00pa3oMm:

[Tpunoxxenue: nuceMo Pocapxusa ot 05.06.2003 N 02-6/172 un
NpUJI0KEHNE K HEMY, BCEro Ha 3 II.

Ecnu npunoxxeHne HallpaBJIAIOT HE BO BCE YKa3aHHbBIE B JOKYMEHTE aJpeca, TO OTMETKY O €ro
HAJINYUX OYOPMIISIIOT CIETYIOLUIMM 00pa3oM:

[Tpunoxenue: Ha 3 JI. B 5 9K3. TOJIBKO B MEPBBIN ajipec.

B npunoxenuum K  pacmnopsIUTENbHOMY  JOKYMEHTY  (IIOCTAaHOBJIEHHS, IIPUKAa3bl,
pacropspKEHHUs, MpaBUila, UHCTPYKLIMH, IMOJIOXKEHUS, PEIIECHUs) HAa NEPBOM €ro JHUCTE B IIPABOM
BepxHeM yray numyt "llpunoxenne N" ¢ ykazaHMeM HAaMMEHOBAHUS PaCIOPSAUTEIBHOTO
JIOKYMEHTA, €70 JAaThl U PETUCTPALIMOHHOIO HOMEPA, HAIIPUMED:

[Ipunoxenue N 2
K npukasy Pocapxusa
ot 05.06.2003 N 319

Honyckaetcst Beipaxkenue "TIPUJIOXKEHME N" mewyarate nmponucHbIMEH OyKBaMHM, a TakKxke
LIEHTPUPOBATh 3TO BBIPA)KCHHE, HAUMEHOBAHHUE JOKYMEHTA, €r0 JAaTy U PErUCTPAallMOHHBIA HOMEp
OTHOCUTEJIBHO CaMOW IJIMHHOW CTPOKH, HAIIPUMEP:



ITPUJIOXKEHUME N 2
K npuka3zy Munsapasa Poccun
ot 05.06.2003 N 251
3.22. B cocraB pekBuzuta "l[lognmuch" BXOOAT: HAUMEHOBAHHWE JOJKHOCTU JIMIIA,
MOJIMHUCABIIETO JOKYyMEHT (MOJHOE, €CM JOKYMEHT oQOopMJIeH He Ha OJaHKe JOKYMEHTa, U
COKpAIllCHHOE - Ha JOKyMEHTEe, O(QOpMJIECHHOM Ha OJIaHKE); JIMYHAs TOJIHUChH;, paciudpoBKa
MOJMUCH (MHULIUABI, (aMIINS), HATIPUMED:

Bune-npesuaent Accounanuun
PETHOHATIBHBIX TPEANPUATHNA JInynas nmoanuch A.A. bopucoB

WK Ha OJaHKe:
Buue-nipe3unent JInynag moanuch A.A. Bopucos

JHonyckaercs B pekBusute "lloanuces" HEHTpUPOBATh HAUMEHOBAHUE JOJHKHOCTH JIMLIA,
MOJIMCABIIETO JOKYMEHT, OTHOCUTEIBLHO CaMOM JJIMHHOW cTpoku. Hanmpumep:

HcrionHuTENbHBIA JUPEKTOP JInynas noanuce H.A. ®enopos
3A0 "Tlaptuep"

IIpu odopmieHnn noKyMeHTa Ha OJaHKE JOKHOCTHOIO JIMLA JOJDKHOCTH 3TOrO JIMLA B
IIOANNCH HE YKa3bIBAIOT.

IIpy noamucaHuM OOKYMEHTa HECKOJIBKUMHU JODKHOCTHBIMH JMIAMU WX IOIIUCU
pacmojaraloT OAHY TIOJ JAPYrod B IOCIEJOBATEIBHOCTH, COOTBETCTBYIOILEH 3aHUMAaeMOU
JIOJKHOCTH, HaIIpUMeED:

JlupekTop HHCTUTYTA JInynas noanuck M.B. Jlapun

['maBHbI Oyxranrep JInynas noanuck 3.B. Mapps

[Ipn moamucaHuM TOKYMEHTAa HECKOJIBKHUMH JIMIIAMU PAaBHBIX JIOJDKHOCTEH WX TMOAMKCU
pacrojararoT Ha OJTHOM YpOBHE, HallpuUMep:

3aMecTuTeNnb TUpeKTopa 3amecTuTeNb TUPEKTOpa
10 Hay4HOI pabote 10 Hay4YHOi paboTe

JImunas nognuce  FO.I'. JemumoB Jlnmunas moanuce K.M. Uruatnhes

[Ipu moan#rcaHuy COBMECTHOTO JOKYMEHTA MEPBBIA TUCT 0OPMIISIOT HE Ha OJIaHKe.

B nokymeHTax, cOCTaBI€HHBIX KOMUCCHEH, YKA3bIBAIOT HE JOKHOCTH JIUII, OIMHACHIBAIOIINX
JTOKYMEHT, a UX 00S3aHHOCTH B COCTaBe KOMHUCCHU B COOTBETCTBHUU C pacmpe/ielieHneM, HalpuMep:
IIpencenarens komuccuu JIngHas noanuch B./l. banacrokeBu4
YeHbl KOMUCCUH JIngHas noanuch A .H. CoxoBa

JIngnasg moanuch A.C. KpacaBun

JInynag moamnuch O.U. PrickosB



3.23. I'pud cormacoBanusi goxkymeHta coctout u3 cioBa COI'JTACOBAHO, nomxHOCTH
JIUIa, C KOTOPHIM COTJIACOBAaH JIOKYMEHT (BKJIIOYas HAMMEHOBAaHHWE OpraHU3alldu), JUYHOU
MOJIUCH, pacIIU(PPOBKU MOANUCH (MHULIUATOB, ()aMUJIMK) U AaThl COTJIACOBAHMS, HAlPUMep:

COI'JTACOBAHO

Pextop ®uHaHCOBOM akaaeMUn
pu IIpaBurensctee Poccuiickon @enepannu

JInuHas noanucey A.Tl'. I'psznoBa
[ara

Ecnmu cormacoBanue OCYHIECTBISIOT MHCBMOM, MPOTOKOJIOM H JIp., TPH(] COTIACOBAHHS
O(OPMIISIFOT CIIEAYIOIUM 00pa3oM:

COT'JTACOBAHO
ITucemo Poccuiickoi akageMuu
MEAMIMHCKUX HayK
ot 05.06.2003 N 430-162
WIN
COT'JTACOBAHO
ITporoxoi 3acenanus IIpaBnenus
Poccniickoit rocy1apcTBEHHON
cTpaxoBoi komnanuu "Pocroccrpax”
ot 05.06.2003 N 10
3.24. CornacoBaHue TO0KyMeHTa O(pOPMIISIOT BU30M COTJIACOBaHUS JJOKYMEHTA (Jaliee - BU3a),
BKJIIOYAOLIEH B ce0sl MOAMMCh U JOJDKHOCTh BU3UPYIOIIETO JOKYMEHT, paciiu(poBKY MOANUCH
(vHMLMamBl, GaMUINIO) U AaTy noanucanus. Hampumep:
PykoBonuTens opuau4eckoro oTaena
JInunas noanuce A.C. Opnos
Jara
[Ipu Hanuuuy 3aMeyaHuil K JOKYMEHTY BU3Y O(DOPMIISIOT CIEIYIOIIMM 00pazoM:
3amedaHus IpUIararTcs
PykxoBoauTenp 10puANYECKOro oTaeNa

JInunas noanuce A.C. Opnos

Jara



3ameuaHus U3JaraloT Ha OTJIEJTBLHOM JINCTE, MOAMUCHIBAIOT U MPHJIAraloT K IOKYMEHTY.

JInst mOKyMeHTa, TOJJIMHHUK KOTOPOTO OCTaeTCs B OpraHU3allMH, BHU3bI IMPOCTABISIIOT B
HIOKHEHW 4acTH 000POTHOM CTOPOHBI TIOCIICIHETO JINCTA MO TMHHUKA TOKYMEHTA.

Jlnst JoOKyMeHTa, TMOJJIMHHUK KOTOPOTO OTIPABIIIOT W3 OpraHU3AIMH, BU3bI MPOCTABISAIOT B
HIKHEN 4aCTH JIMUEBOM CTOPOHBI KOIIUK OTIIPABIISIEMOIO IOKYMEHTA.

Bo3moxxHO odopmiteHrne BU3 JOKYMEHTA Ha OTACIIBHOM JIMCTE COTJIAaCOBAHUS.

JlomyckaeTcsi, IO YCMOTPEHHIO OpPraHU3AlMH, MOJUCTHOE BU3UPOBAHUE JOKYMEHTa M €ro
MIPUITOKEHUS.

3.25. OTTUCK TeYaTu 3aBepsieT MOJIMHHOCTh MOJAIMUCH JOJKHOCTHOTO JIMIA Ha JIOKYMEHTaX,
YIOCTOBEPSIOIINX TTpaBa JHI, GUKCUPYIOUTUX (aKThl, CBI3aHHBIC C (PMHAHCOBBIMH CPEIICTBAMH, a
TaK)Ke Ha UHBIX JIOKYMEHTaX, MPelyCMaTPUBAIOIIUX 3aBEPEHUE MOJIMHHON MTOAMKICH.

JIOKyMEHTBI 3aBEPSIOT MeYaThI0 OPTaHU3aIUH.

3.26. Ilpu 3aBepeHUM COOTBETCTBMSI KONHU JOKYMEHTA IIOJAJUMHHUKY HMKE PEKBU3UTA
"[lognuce" MpOCTABISIIOT 3aBEPUTENBbHYI0 HAANKUCh: "BepHO"; NOMKHOCTh JHIlA, 3aBEPHUBIIETO
KOIUIO; JIMYHYIO TOMIUCH; PACIIM(PPOBKY MOANUCH (MHHUIMAIGLI, (aMWIHIO); JaTy 3aBEPEHUS,
HarpuMmep:

Bepno
HucnekTop ciyx0bl KaApoB JInynag moanmch T.C. JleBuenko
JlaTa

JlomyckaeTcst KONMHIO JOKYMEHTa 3aBepsATh IIeYaThlo, OINpPENeNsieMOil IO YCMOTPEHHUIO
OpraHHU3aLuy.

3.27. OrmeTrka 00 HMCHOJHUTENE BKJIKOYAeT B ce0sl MHUIMAIBI M (DaMUIIMIO UCTIOIHUTEINS
JIOKyMeHTa U Homep ero TenedoHa. OTMETKY 00 HCHOJHUTENE pacrlojaraloT Ha JIUIEBOW WIH
00OpOTHOM CTOPOHE MOCIEIHEr0 JINCTA JOKYMEHTA B JIEBOM HH)KHEM YTITy, HallpuMep:

B.A. XKykos
924 45 67

3.28. OrMeTka 00 UCMOJHEHUM JOKYMEHTa M HAIPaBICHUM €ro B JIEJI0 BKIIOYAET B ce0s
CIeyIOIlNe JaHHbIE: CCHUIKY Ha JaTy UM HOMEp JOKYMEHTa, CBUAETEIbCTBYIOIIETO O €ro
UCITIOJIHEHUH, UM TPU OTCYTCTBHM TAaKOIO JOKYMEHTa KpaTKHe CBEJCHMs 00 MCIIOJHEHWH; CIOBa
"B neno"; HoMep nemna, B KOTOPOM OYyJET XPaHUTHCS IOKYMEHT.

OTMmerka 00 HCIOMHEHHWH JIOKYMEHTa M HalpaBICHUM €ro B JEJ0 TMOAMUCHIBACTCS W
JATUPYeTCs HUCIOJHUTENIEM JIOKyMEHTa WIM PYKOBOAMTEIEM CTPYKTYPHOTO MOJpa3fielieHus, B
KOTOpPOM HCIIOJIHEH JOKYMEHT.

3.29. OrMmerka O TOCTYIUIEHMM [JOKYMEHTAa B OpPraHU3ALMIO COACPKUT OYEPEIHON
HOPSAKOBBIM HOMEp U AaTy MOCTYIJICHUS JOKYMEHTA (IIpH HEOOXOAUMOCTH - Yachl U MUHYTHI).

JlomyckaeTcsi OTMETKY O TOCTYIUIEHMH JOKYMEHTa B OpraHU3allli0 IMPOCTaBISATh B BHJE
mIramaa.

3.30. UnenTndukatopoM 3JIEKTPOHHON KOIMUU JOKYMEHTA SIBJSETCS OTMETKa (KOJIOHTHUTYI),
OpocTaBisieMas B JIEBOM HIDKHEM YIJIy KaXJIOM CTpaHUIBl JOKYMEHTa M cojeprKarias
HauMeHoBaHME (¢aiila Ha MalIMHHOM HOCWUTEede, JaTy W JApyrue IOUCKOBBIE JIaHHBIE,
yCTaHaBJIMBaEMbl€ B OpraHU3aIHu.

4. TpeboBaHus K OJlaHKaM JOKYMEHTOB

4.1. JIokyMeHTHI H3TOTaBINBAIOT Ha OJTaHKAX.



YcTaHaBiIMBaKOT BA CTaHJAAPTHBIX opmara 6JaHKOB JOKYMEHTOB - A4 (210 x 297 Mm) u AS
(148 x 210 mm).

Kaxnpiii muct gokymeHTa, oOpMIICHHBINH Kak Ha OJlaHKe, TaKk M 0€3 HEro, IOJKEH HMETh
II0JIsI HE MEHee:

20 MM - JIEBOE;

10 MM - npaBoe;

20 MM - BepXHeE€;

20 MM - HUXKHE®E.

4.2. branku JOKYMEHTOB CIieAyeT M3rOTaBIMBAaTh Ha Oenoil Oymare miam Oymare CBETIBIX
TOHOB.

4.3. bmanku JOOKyMEHTOB O(OpPMISIOT B COOTBETCTBHUM ¢  [lpunmokenuem  A.
OpHEeHTHPOBOYHBIE T'PAHUIBI 30H PACIOJIOKEHUS PEKBU3UTOB 00O3HaueHbl MyHKTHpoM. Kakmas
30Ha OIPEAEIAETCS COBOKYITHOCTBIO BXOIAIIUX B HEE PEKBU3UTOB.

4.4. B 3aBHCHUMOCTH OT PacloOJIOXKEHHUS PEKBU3UTOB yCTAHABIMBAIOT J[Ba BapHaHTa OJaHKOB -
yriaoBo# (pucyHok A.1) u npofoiabHbIN (pUCYHOK A.2).

4.5. PexBuzut 01 (02 mmu 03) pacmonararoT Han cepenuHoil pexusuta 08. PexkBusut 03
JIOITYCKaeTCsl pacioiiaraTb Ha ypoBHe pekBusuta 08.

PexBusutei 08, 09, 10, 14, orpanu4uTeIbHbIE OTMETKH U1 pekBU3uTOB 11, 12, 13 B mpeaenax
IPaHUL] 30H PAaCHOJIOKEHUSI PEKBU3UTOB Pa3MEILAIOT OJTHUM U3 CIIOCOOOB:

- IICHTPUPOBAHHBIM (HAYaJI0 U KOHEIl KaXJI0i CTPOKU PEKBU3UTOB PABHO y/aJeHBI OT T'PAHUIL
30HBI PACTIONIOKEHHS PEKBU3UTOB);

- (rnaroBeiM (Kaxkaas CTpOKAa pEKBU3UTOB HAUMHAETCS OT JIEBOW TpaHUIIBl 30HBI
PacIoJIOKEHUSI PEKBU3UTOB).

4.6. Jlna opraHuzanuu, €€ CTPYKTYpPHOIO MOAPA3ACNICHUS, JOJDKHOCTHOIO JiMLa
YCTaHABIIMBAIOT CJIEIYIOIINE BUJIbI OJaHKOB IOKYMEHTOB:

- 00mmuii OJIaHK;

- OJIaHK ITHChMa;

- OJTaHK KOHKPETHOTO BU/Ia JOKYMEHTA.

4.7. OOmwmii ONaHK HCHOJIB3YIOT JJII W3TOTOBJIEHUS JIOOBIX BHUJOB JIOKYMEHTOB, KpOMeE
MUChbMA.

OOmuit G1aHK B 3aBUCHUMOCTH OT YYpPEAMTEIbHBIX JOKYMEHTOB OpPraHM3allMM BKJIIOYAET B
cebst pexBu3uThl 01 (02 umm 03), 08, 11, 14.

bnank nucbMa B 3aBUCMMOCTH OT YUYPEIUTENIbHBIX JIOKYMEHTOB OpraHW3alluy BKIIIOYAET B
cebst pexBusuthl 01 (02 umu 03), 04, 05, 06, 08, 09 u, mpu HEOOXOTUMOCTH, OTPAHUUUTEIHHBIC
OTMETKH JIJIsl BEPXHUX TPAaHMUIL 30H pacnoyioxkeHus peksusutoB 11, 12, 13, 14, 15, 17, 18, 19, 20.

biiaHk KOHKpETHOro BUJa JOKYMEHTAa, KpOME IMHUCbMa, B 3aBUCHUMOCTH OT YYpPEIUTEIbHBIX
JIOKYMEHTOB OpraHusanuu BkIoyaeT B ceOs pexBusuthl 01 (02 wmm 03), 08, 10, 14 u, npu
HEO0OXOIMMOCTH, OTPAHUYUTENILHBIE OTMETKHU I TPAHUIl 30H PACIOJIOXKEHUS peKBU3UTOB 11, 12,
13, 18, 19.

4.8. ns opranmzamuii cyOnekToB Poccuiickoit denepanuu, HMEOMUX HapsIay ¢
rocy1apcTBeHHbIM  si3bIkOM  Poccuiickoii  ®denepanuu rocydapCTBEHHBIM — SI3bIK  CYObBEKTa
Poccuiickoit ®@eneparum, 1enecoo0pa3HO HCHOIb30BAHUE MPOJOJIBHOTO OJIaHKa; NPH ITOM
pexkBusuthl 08, 09, 14 meyararoT Ha IBYX SI3BIKAaX: PYCCKOM (CJ€Ba) M HAITMOHAJIBHOM (CITpaBa) Ha
OJIHOM YPOBHE.

4.9. Ilpu U3roTOBIEHUH JOKYMEHTOB Ha JIBYX U 0OoJjiee CTpaHUIAaX BTOPYIO M MOCIENyIolINe
CTpaHUIbl HyMEPYIOT.

Howmepa cTpanull npocTaBisiOT MOCEPETUHE BEPXHETO MO JIUCTA.



Mpunoxexne A
(cnpaBo4Hoe)

CXEMbI PACMNOJIOXEHWA PEKBU3NTOB JOKYMEHTOB
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PucyHok A.1. PacnonoxeHue peksusntoB
W rpaHu1Lbl 30H Ha popmaTe A4 yrnosoro 6naHka
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PucyHok A.2. PacnonoxeHue peksusntoB

1 rpaHnubl 30H Ha dbopmaTte A4 npoaonbHOro 6rnaHka

Mpunoxexue b



OBPASLbl BITAHKOB JOKYMEHTOB

POCAPXVB
TocymapCTBEHHOE yupexIeHVe
BCcepoCCUMCKUM HAayUYHO-MUCCJIeIOBATEJbLCKUM MHCTUTYT
OOKYMEHTOBENEeHUs U apxXMBHOTO Ieja
(BHMMIALT)

MockeBa

PucyHok B.1. O6paseu obLiero 6naHka opraHusauumn

POCAPXVB
TocynmapCTBEHHOE YyUpexIeHMre
Bcepoccumckun
Hay4YHO-UCCJIegOoBaTeJbCKUM
VMHCTUTYT IOOKYMEHTOBeIeHWUA
M apXMBHOTO Ineja
(BHUMIAL)
llpodcowzHasa yma., n. 82,
Mockea, 117393
Ten./daxc (095) 718-78-74
E-mail: mail@vniidad.ru
http://www.vniidad.ru
OKIIO 02842708, OI'PH 1027700380795,
VIHH/KIII 7708033140/771001001

N

Ha N oT

PucyHok B.2. O6pasel yrnosoro 6naHka nMcbma opraHusauum

(cnpaBo4HoE)



POCAPXVB
T'ocynmapCcTBeHHOE yUpexIeHUe
BcepoccumMckui Hay4dHO-UMCCJIeNOBAaTEJIbCKUN
MHCTUTYT INOKYMEHTOBEIEeHMUS ¥ apXMBHOTO Heja
(BHMMIATL)
lIpobcowzHasg yia., n. 82, Mockea, 117393
Ten./daxc (095) 718-78-74. E-mail: mail@vniidad.ru
OKIIO 02842708, OI'PH 1027700380795,
VIHH/KIII 7708033140/771001001

N [——— ___1

Ha N oT

PucyHok B.3. Obpasey npoaonsHoro 6raHka
nMcbma opraHmsaum

POCAPXVB
TocynmapCTBEHHOE YyUupexIeHMre
Bcepoccumckuil Hay4dHO-MCCJIeOOBaTEJIbCKUN
MHCTUTYT IOOKYMEHTOBEINEHUS U apxXMBHOT'O Iejia
(BHUMIAL)
3aMecTuTesNb IUPEeKTOopa
lIpodcowzuasg yn., n. 82, Mockea, 117393
Ten./baxc (095) 718-78-74. E-mail: mail@vniidad.ru
OKIIO 02842708, OI'PH 1027700380795,
VHH/KNOO 7708033140/771001001

N [——— ___1

Ha N oT

PucyHok B.4. O6bpaseL npoaoneHoro 6naHka
nUcbMa JOJMKHOCTHOMO Nuua

POCAPXVIB
TocymapCTBEHHOE YyUupexIeHVe
BCcepoCCuUMCKUM HAYUHO-MCCJIEOOBATEJIbCKUN MHCTUTYT
OOKYMEHTOBENEeHUs U apxMBHOTO Ieja
(BHMMIAL)

[IPUKA3

Mockea

PucyHok B.5. O6bpaseL, 6naHka KOHKpeTHOro Buaa
JOKYMeHTa opraHusauunm







