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«/lokymeHTanimonHoe oOecreyeHue yMOpaBiICHUs» s CTYJCHTOB KOJUIEIXa 3KOHOMHUKU
ynpasnenus u npasa AI'TY, pazpaboranbl Ha ocHOBe «Paboueil mporpaMMby AUCHUTIIMHBI U
B COOTBETCTBUU C TPeOOBaHUAMH K OOSA3aTEIHbHOMY MHHHUMYMY COJIEPKaHHUS U YpPOBHS
MOJIFOTOBKU TOCYAAPCTBEHHOTO 00Pa30BaTEIbHOTO CTaHAApTa CPEIHEro MPOQEeCcCHOHATHLHOTO
o0pa3oBaHus.

[IpeacTaBieHHble METOAMYECKHUE YKa3aHUs pa3pad0TaHbI C IEJbIO:

- 3aKpEIUICHUs MOJIyYEHHBIX TEOPETUYECKUX 3HAHUM MO JTUCLUIUIMHE;

— dbopMHUpOBaHUS YMEHHUI NMPUMEHATH MOJYYEHHBIE PE3yJbTaThl Ha MPAKTHKE Ha
OCHOBE pa3pabOTaHHBIX MPOU3BOJICTBEHHBIX CUTYaIIH;

- BBIPAOOTKH CAMOCTOSITEIBHOCTU U TBOPYECKOW MHULIUATHBBI.

OcHOBHOM 3aJ1auell IBIIETCS:

- npuoOpeTeHNEe 3HAHWM TMPABHII COCTaBIEHUS W O(GOPMIICHHUS JOKYMEHTOB,
OCHOBHBIX TPUHIMIIOB W OTallOB OpraHu3allid JOKYMEHTAIIMOHHOTO  O00ecleueHus
YIIPaBJICHHUS.

CTyZAeHT TOJKEH yMETB:

— MOJIb30BAaThCS OCHOBHBIMM HOPMATHMBHO-IIPABOBBIMU JOKYMEHTaMH B 00JacTH
JNOKYMEHTOBEICHUS;

- COCTaBJISITh U O(POPMIISATH JOKYMEHTHI B COOTBETCTBHM C ['oCymapCTBEHHBIMH
crangapramu Pocculickon @enepanuu;

— MPOEKTUPOBATH (POPMBI IOKYMEHTOB;

— BHEAPSTh YHU(UIIMPOBAHHBIC CUCTEMBI JOKYMEHTAIIMH B TPAKTHUKY.

[Ipu moaroToBKE K MpPakTHYECKOW paboTe HE0OXOAUMO U3YYUTh HA OCHOBAHUU JICKITUI
WM yyeOHUKA MaTepual 1o mpejjaraeMoi TeMe, MOBTOPUTD OIPEICNICHUs, TEPMUHBI, a TAKKE
M3YYUTh HOPMAaTUBHO-METOAMYECKYIO ©0a3y Jnenomnpou3BojcTBa. Ilocie  BBINOIHEHUS
MPAKTUYECKON PabOThI CTYJEHTHI TOJDKHBI IPEICTaBUTh OTYET. OTUET BBIMOIHSAETCS HA JMCTAX
dbopmara A4.

OTyeT JOJIKEH COAepKaTh:

— TEMY MPAKTUIECKON pabOTHI;

— 1eJIb MPAaKTUYECKON paboThI;

— cojiep>kaHue paboThI;

- (haMUIIUIO CTYIEHTA U HOMEP TPYIIIbI, 1aTy.



[Ipu oneHke mpakTUYeCKOil pabOThI OOpalaeTcss BHUMAaHKE Ha MOJHOTY U JOCTOBEPHOCTD
OTBETOB Ha BOMPOCHI, MPABUILHOCTh COCTaBJCHHS © odopmieHus AOKyMeHTOB. [Ipum
OTCYTCTBUM YKa3aHHBIX IYHKTOB OILIEHKa IO paboTe MOXKeT ObITh CHIDKeHa. B ciydae
BO3HUKHOBEHHUSI HETOYHOCTEH B MPEJCTABICHHON paboTe CTYJIECHTOM IMPENOJaBaTEeb MOXKET
noTpedoBaTh YCTHOM 3alIUThI pa0OTHl HA OCHOBAHUHU MPEACTABICHHBIX BOIPOCOB.

Bce npencraBiienHble paboThl 0053aTENbHBI K MCIIOJHEHUIO HAa MPOTSXKEHUU BCEro Kypca
M3Yy4YEeHUsl TUCLMIUIMHBL. B ciydae mporycka CTyI€HTOM NPAKTUYECKUX 3aHATUH HEOOXOIUMO
HA OCHOBaHMM METOJMYECKHX YKa3aHUH IO BBIMNOJHEHUIO pPalOOThl BBINOJHUTH €€
CaMOCTOATENIBHO C 0053aTeIbHOM 3alIUTON Yy MpenogaBaTess.

[IpencraBieHHble MPAKTUYECKUE pPaOOThl HMMEIOT B OCHOBHOM PEHPOTYKTUBHBIN
Xapakrep, T.€. IpPU UX MPOBEACHUU CTYJEHTAM MPEJIaraloTcs HHCTPYKIUU IO HX
BBINIOJIHEHHIO. B pe3ynbpTaTe BBINOJHEHUS MPAKTUYECKUX PAaOOT CTYEHTHI 10JKHBI 3HAMb:

- rocyJapCTBEHHBIE CTaH/IAPThl B 0OJACTU JOKYMEHTOBEACHUS, ()OPMbI, METO/IBI U
CUCTEMBbI JIOKYMEHTHUPOBAHUS, METOJbl KJjacCU(UKAIMU, THUNHU3AUUUA, YHUPUKAIUH U
CTaHAApTU3AIMHU TOKYMEHTOB, a TAKKE€ COCTAB YHU(PHUIIMPOBAHHBIX CUCTEM JIOKYMEHTALIUU.

B mnpouecce oOyueHHs OCHOBHBIM PYKOBOASIIMM MaTE€pUAIOM [IJIsi CTYACHTOB
sBisiercst «['OCT P 7.0.97-2016. HanmonansHbiii crangapt Poccutickoit denepanuu. Cucrtema
CTaHJApTOB MO HH(OpMAIUU, OUOIMOTEUHOMY U M3JaTeIbCKoMy jeny. OpraHu3aluoOHHO-
pacnopsuTenabHas JoKyMeHTarus. TpeboBaHus K 0hOPMIICHUIO IOKYMEHTOBY.

JUIsl yCTIeIHOTO BBINMOJIHEHUS! MPAKTUYECKOM paboThl, HEOOXOJUMO YCBOMTbH, UTO
TaKoe JOKYMEHT, M3 KaKUX 0053aTeNIbHbIX YacTel OH COCTOUT, Ha KaKUE TPYIIIbI JEISATCS
JOKYMEHTBI TI0 Pa3JIMYHBIM MpHU3HAKaM (TI0 cpeacTBaM (UKCAINH, 110 BUIAM JESITEIbHOCTH U
ap.), Kakue TpeOOBaHUS MPEAbIBISAIOTCS K TOKYMEHTaM Mo X GpopMe U coaepxanuto. HyxHo
3alIOMHUTH 3HAYEHUE TaKUX YIMOTPEOISIEMbIX B JIEJIOMPON3BOJICTBE TEPMUHOB, KaK PEKBU3HTHI,
dhopmyisip, rpudbl, BU3a, pe30JIrolus, ab0peBuarypa, CHMBOJL, U Jp.

[IpensioxkeHHbIe  MPAKTUYECKHE  3aHATHUS  BBINOJHSIOTCS C  HCIOJIb30BAHUEM

BO3MO>KHOCTEN KOMITbIOTEPA (TEKCTOBBIX PEAAKTOPOB, U HHTEPHETA).

IIpakTuueckoe 3ansaTe Ne 1 «/loxkyment. Ilpm3Haku M (QyHKOUM JOKYMEHTA.

CI/ICTeMaTI/I3aIII/IH AOKYMCHTOB 110 BUJIaM U rpynmnam»



XapaxTep paOoThl (penpoOAyKTUBHBIN, TOUCKOBBIH).

dopma opraHmzanuyd y4yeOHOW AEATEIBHOCTH ydamuxcs ((GpoHTabHAS, TPYMNIOBas,
HHIMBHIyalIbHAs).

JunakTU4ecKue 1esiv MPaKTUYECKON pabOThI:

- 0000ITUTh, 3aKPEMUTh TCOPETUUSCKUE 3HAHUS 10 TEME;

- chopMUpOBATh MPAKTUIECKUE YMEHUS U HaBBIKH.

TpeboBaHUs K 3HAHUSAM U YMEHUSIM yYaIIUXCs.

CTyneHThl JOJIKHBI 3HATh:

- ompenesieHus: 4To Takoe «JlokymeHT», «OpuiuanbHbIii JOKYMEHT,

«ITognmuunuuk», «Komus poxkymenta» — «llogauHHBIA AOKyMEHT», «lloAn0XKHBINY,

«Opurunan»;

(YHKIIMM TOKYMEHTa, IPU3HAKU TOKYMEHTA;

- CUCTEMAaTHU3ALMIO JOKYMEHTOB I10 BUJaM U TpyIIam.

CTyneHTbl JOJIKHBI YMETH:

- CUCTEMATU3UPOBATh JOKYMEHTHI 10 BUJIAM U TPYIIIAM.

JlutepaTypa u cpeacTBa 00yUECHHUS:

1 «'OCT P 7.0.97-2016. HaumonansHseiii ctangapt Poccuiickoit @eneparuu. Cucrtema
CTaHJAapPTOB MO HHpOpMaIMK, OUOIMOTEYHOMY M H3AaTelbcKoMy Jneny. OpraHu3almoHHO-
pacnopsaauTenbHas JoKyMeHTalus. TpeboBaHus Kk 0hOpPMIIEHUIO TOKYMEHTOBY.

2 Cxema - «Knaccudukanust JOKyMEHTOB.

JunakTuyeckas CTpyKTypa 3aHsTHSL:

AKTyanu3alus ONOPHBIX 3HAHUW U TPAKTUYECKOTO OMBITA MPH JOIYCKE K padoTe:

1 [oHsATHS «IETOTIPON3BOICTBOY, «HOKYMEHT», «(OPMYJIAP TOKYMEHTa, «PEKBU3UTY.

2 «OdunmanpHbii  gokymeHT», «llommuaHuk», «Komms  mokymeHTray  —
«ITognmuuublid nOKyMeHT», «[1oamoxHbIN», «OpUruHa.

3 @yHKIMU JOKYMEHTA.

4 [Ipu3Haku 1OKyMeHTa.

5 Knaccudukanusa nokymentos OPJI.

6 Bunbl 1OKyMEHTOB.

Teopernyeckuii MaTepuani K NpakTUYECKON padoTe:

1 JIOKyMEHT ¥ c1iocoObl JOKYMEHTHPOBAHUS.



2 [Ipu3HaKu TOKyMEHTA.

3 @yHKIUU JOKYMEHTA.

1 JIOKyMEHT M c1iocoObl JOKYMEHTUPOBAHUS

1.1 IlonATHE «TOKYMEHT»

Jlenonpon3BoACTBO — OTpaciib YEJIOBEUECKON JEATEIbHOCTH 10 pa3paboTKe U
o(opmIIeHNIO0 OPUIHATIBHBIX JOKYMEHTOB, OpTaHU3allui UX JBM)KECHUS, yUeTa U XpaHEHUSI.

JIOKYMEHT — 3TO JOKYMEHTHUPOBaHHAsl Ha MaTepHaAbHOM HOCUTENe HH(pOpMaIHs B BUJIE
TEKCTa, 3BYKO3allUCM WJIM  H300paKEHUS C  PEKBU3UTaMM, IIO3BOJLSIIOLIIUMHU €€
uAeHTU(PUIIUPOBATh, MpEAHA3HAUYCHHAs ISl NEpeJayd €€ BO BPEMEHHM M B MPOCTPAHCTBE B
[EJSIX XPaHEHHS ¥ UCIIOJIb30BAHUS, B TOM YHCIIC U Ka4eCTBE JI0KA3aTeIhCTBA.

JIOKyMEHTUpOBaHWE — 3amuch MH(POpPMALIMM HA Pa3IMYHbIX HOCUTEISIX IO
YCTaHOBJICHHBIM TIPABHJIAM.

JIOKyMEHTOOOOpOT — JABW)KEHHE U y4YeT JOKYMEHTOB (MOdydeHue, o0O0paboTka,
perucTpaius, KOHTPOJIb UCIIOIHEHUS, TEKYIIee XpaHEHHE, OTIIPABKA).

JIOKYMEHT JIMYHOTO MPOUCXOXKACHUS — 3TO JOKYMEHT, CO3JJaHHBIN JIUIIOM BHE C(epbl
€ro CIIy’)KEOHOU JeATEIbHOCTH WM BBITIOJHEHUS OOIIECTBEHHBIX 003aHHOCTEH.

OdunmanbHbIil JOKYMEHT — 3TO JOKYMEHT, CO3/IaHHBIA IOPUIUICCKIM WA (PU3NIECKUM
JUIIOM, O(OPMIIEHHBIN U yJIOCTOBEPEHHBIN B YCTAHOBJIEHHOM IOPSIJIKE.

OdunmanbHbIil JOKYMEHT 00J1aaeT HEOOXOAUMBIM ISl YIIPABICHUECKON e TEIbHOCTH
CBOMCTBOM — IOPUIUYECKON CHIION, YTO O3HAYAET, YTO JOKYMEHT MOXKET CITY>KUTh TOIJTHHHBIM

JI0KA3aTeIbCTBOM 3aKIFOYEHHOM B HEM HH(POPMAIIUH.

ApXI/IBHOC ACII0O — JOCATCIBHOCTL II0 OpraHvu3allii JOJIOBPEMCHHOI'O XpaHCHUA
JOKYMCHTOB.
Cucrema JOKYMCHTAIlMKM — 3TO COBOKYIIHOCTH B3dHMMOCBA3dHHBIX OOKYMCHTOB,

UCIIOJIb3YEMBIX B OMPENIETEHHON cepe yenoBeuecKoi NeITeTbHOCTH.
YuudummpoBannas cucrema jgokymentanmu (YCJ[) — HOKyMEHTHI, CO3JaHHBIE TIO
€JIMHBIM TIpaBUJIaM U TPEOOBaHUSIM.
CrnocoObl puKcUpoBaHUst UHPOPMALIUU — OT MUCbMEHHOCTHU JI0 KHUTOIeYaTaHus,
dboToKOTIMPOBaHNE, KUHO3AMKCH U JIP.
Hocurenu undopmaiuu — Oepecra, nanupyc, Oymara, ¢porodymara, TUCKEThI, JUCKU U

T.HO.



2 OyHKUMH TOKYMEHTA

JIOKYMEHTBI MOTYT BBIMOJHSTH CIENyIOKe GyHKIMH, KOTOPbIE MOXHO pa3leauTh Ha 3
0J10Ka:

— uHpopManmoHHass (pyHKuMS — 3T0 (QukcupoBanue wuHPopMau ((HakToB,
coOBITHI);

— colMalibHasi — HH(OpMAIHs O MPOIECcaX, MPOUCXOASIINX B OOIECTBE;

— NOJIUTUYECKAst — MH(OpMaIUs O MOJUTHKE FOCYapCTBa,

— KOMMYHUKATHUBHAsI — 3TO Tepenada nHPOopMaluyd BO BPEMEHU U MPOCTpaHCTBE (B
HACTOAIIEE BpPEeMs BO3POCIU KOMMYHUKATHBHBIE BO3MOXHOCTH JOKYMEHTa C MOMOIIBIO
NHTtepHeTa, 37IEKTPOHHOMU MOYTHI);

— yrpaBiieH4YecKast GyHKIUS — TOKYMEHT BBICTYIAET KaK CPEACTBO YIPaBICHIECKON
JESITeIIbHOCTH;

— npaBoBass (DYHKUMS — JOKYMEHT BBICTYNIA€T KaK PpEryssaTop paiiMyHbIX CTOPOH
JESTeNbHOCTH OOILECTBA, TOCYIapCTBA, YUPEKICHS, IPeIIPUSITHS;

— ydeTHasd (YHKIMS JOKYMEHTa — JOKYMEHThl HMEIOT YHU(HUIMPOBAHHYIO (opMYy,
YIBEPKICHHYIO TOCYIAApPCTBEHHBIMA OpraHamMd. (OCHOBHBIE BHJBI  y4eTa: CTAaTUCTUYECKUM,
OyXTaJITepCKuii, ONIEPATUBHBIN;

— KylnbTypHas (YHKIMS — JOKyMEHT BBICTYNIAeT B KauecTBA CPEICTBA 3aKPEIUICHHS H
MIEPEIAYY KYJILTYPHOU TPAIUILINY;

- (YHKUIMST MCTOPUYECKOTO HWCTOYHHMKA - sTa (PyHKIMS W3y4aeTrcsi HAayKOM:
WCTOYHMKOBE/ICHUE M Ka4yeCTBO JIOKYMEHTa Oy[eT OMNpeneNsThCs TOYHOCTBIO, KOHKPETHOCTBIO H
MOJTHOTOM UH(pOpMAIHHL.

3 TlpusHaku nOKymeHTa

1) Hamume cMbICTIOBOTO COAEp KaHMUSI.

ConeprkaHrie JOKYMEHTa 3aKIIOYaeT B ceO€ BBIICICHHYIO IO OINpEIETICHHOMY Ha3HAUEHHIO
UH()OPMAITHIO C PEKBU3UTAMH, TIO3BOJISTFOIIMMHE €€ UIICHTU(HUITUPOBATH C KOHKPETHBIME CyObekTamu. C
HaJIMYKEM 3TOH MH(OPMAIH CBA3aHbI FOPUIANYECKIE TIOCTIEICTBYSL.

2) CrabwibHas BeriecTBeHHass (opMa — OOECIEUMBACT JIOJTOBPEMEHHYIO COXPAHHOCTD
JIOKYMEHTa, BO3MOXKHOCTh MHOTOKPATHOTO HCIIOJIB30BAHMS W TEPEMEIICHUS HMHGpOpMaIMK B

NPOCTPAHCTBE U BO BPEMEHH.



3) IlpenHa3HaueHHOCTH UISL WICTIONB30BAaHKS B COIMATBHONM KOMMYHHKAIMA — TO €CTh
JOKYMEHTBI H3HAYAIBLHO MPEIHA3HAYEHBI ISl XpaHEHUsI U ITepeIady BO BDEMEHH IIPOCTPAHCTBE.

4) 3aBepIICHHOCTh COOOIIEHHsI — OOYCIIaBIMBACTCS OO0JAaCThIO TMPUMEHEHUS JIOKYMEHTA.
YepHOBHK HE MOJKET SBIISITHCA ITOJTHOLEHHBIM JJOKYMEHTOM.

[lo Ha3HAYEHUIO IOKYMEHTBI MOT'YT OBITh:

[oAMHHUK — 3TO MEPBbIH FK3EMILTP OPUIMATTBHOTO TIOKYMEHTA.

JlyOmmkar — 3TO TIOBTOPHBIN 3K3EMIUIIP TOMIMHHUKA JOKYMEHTa, MMCIOIIHMN FOPUITIECKYIO
CUITY.

Kormst tokyMeHTa — 3TO IOKyMEHT, TIOJTHOCTBIO BOCTIPOM3BOISIINIA HH(POPMAIHIO TTOTTHHOTO
JOKYMEHTA 1 BCE €0 BHEIITHUE [TPU3HAKH.

[lox ropumMyeckoil CWION JOKyMEHTa TOHMMAETCsS CBOMCTBO O(MIIMATLHOTO JOKYMEHTa,
0(hOPMIJIEHHOT'O B YCTAHOBJIEHHOM TIOPSIJIKE.

ITo IOpHI[HLIeCKOﬁ CWJIC IOKYMCHTBI MOI'yT OBITh IO/ TMHHBIMHA 1 ITOAJIOZKHBIMMH.

[loyHHBIT ~ TOKYMEHT — 3TO JOKYMEHT, TOATBEPXKIAIONIMKA  JOCTOBEPHOCTh €TI0
TIPOVCXO’KICHHIS.
[omnoxueni  (pambcuduIMpoBaHHbIA) — 3TO (aIBIIMBBIA JTOKYMEHT, W3TOTOBJICHHBIA C

COOJIOZICHUEM YCTAHOBIIEHHOM (DOPMBL.

JIOKYMEHT MOYET OBITh MTOJTHOCTHIO (DATLCUPUITMPOBAHHBIM U YACTHYHO.

[To BpemeHH MosIBIEHHsT TOKYMEHTOB BO BHELIHEH Cpe/Ie pa3iiyatoT OPUTHHAIIBI U KOTTHU.

OpurnHan — TMOMIMHHUK JOKYMEHTA, CO3/IaHHBIA B TEPBbIA a3, MPEACTABISIONMN COOOM
€IMHCTBEHHBIN 3K3EMIUTAP TIOKYMEHTA.

Kormst - 3170 moBTOpHOE BOCIPOM3BEIEHUE MTOJTHHHUKA.

Knaccuduxanus nokymentoB OP/:

1 OpraHu3aiuoOHHO-TIPABOBbIE  JTOKYMEHTBHI:  yCTaB, INTAaTHOE pacHuCaHue,
WHCTPYKITUS, TODKHOCTHAS MHCTPYKITHS.

2 PacnopsinurenbHble TOKYMEHTBI: IOCTAHOBJIEHUE, TPUKA3bl IO OCHOBHOM

JIeATEIIbHOCTH, BBIMMUCKA U3 TIPUKa3a, yKazaHUEe, paclopsKEeHUE.

3 NudopmarmonHo-cripaBOYHbIE JOKYMEHTBI: TPOTOKOJI, OOBICHUTEIbHAS 3alHCKa,
3asiBJICHUE, Telerpamma, (akc, tenedoHorpamMma, CIpaBKH, CBOJKA, 3aKIIOYEHUE, MEPCUCHb,

CIIy’€OHO€ MUCHhMO, aKT).



4 JIOKYMEHTBI 10 JUYHOMY COCTaBY: 3asBJICHHS, TPYAOBBIE JOTOBOPA, AHKETHI,
CIIPaBKH, XapaKTEPUCTUKH, YIOCTOBEPEHUS, TUIHBIE KAPTOUKH, YICTHBIC (DOPMBI).

BrlnonHeHne npakTuueckoi padboThl

3aganue juis 1 BapuaHTa:

1 PaccopTupoBaTth JOKYMEHTHI IO TpymnmaMm: OOBSICHUTENbHAs 3alKCcKa, aHKETa,
MIOCTAHOBJICHHE, BBIMHCKA W3 IMpHUKa3a, CIYKEOHOE MUCHhMO, XapaKTEPUCTHUKA, MPOTOKOI,
JOJDKHOCTHAsI WHCTPYKIMS, CIIpaBKa, TPYAOBOM JOTOBOp, 3aKJIIOUEHHE, ycTaB, (akc,
3asiBJICHHE.

2 Ha ¢dopmare A4 cocTtaBuTh TMpHKa3 MO OCHOBHOHM NEATEIHHOCTH, BBIMHUCKY W3
MPUKa3a U PaCIOPKEHUE.

3aganue Ui 2 BapUaHTa:

1  PaccoptupoBaTh JOKYMEHTHI IO TpyHIaMm: XapaKTepUCTHKA, TeiaedoHOrpaMma,
MpUKa3, MTATHOE PAacIUCaHHE, YKa3aHHUE, CBOAKA, JTUYHBIE KAPTOUKH, MUCbMO, MHCTPYKIUA,
pacropsikeHue, MPOTOKOJ, YAOCTOBEPEHUE, CITPABKa, yUE€THbIE (POPMBI, aKT.

2 Ha dopmare A4 cocTaBUTh TpPHKa3 MO OCHOBHOW NESTEILHOCTH, BBITTUCKY W3
IIPUKa3a ¥ IIOCTAHOBJICHHUE.

OTBet AJ1 nepBoro Borpoca 0opOpMHUTH B BUIE TaOIUIIBI.

Buasr OP/] Ha3zBanne nokyMeHTOB

OTBETUTH HA KOHTPOJIBHBIE BOIIPOCHL:

1 HazoBute 0CHOBHBIE PU3HAKKM JOKYMEHTA U IANTE KPATKYHO XapAKTEPUCTUKY KayKIOr0 M3

UYto Takoe ropuInyuecKas cuiia JIOKyMeHTa?

Jlaiite onpeneneHre MoUTMHHNKA U TyOJIMKaTa JOKYMEHTA.

Jlaitre onpeneneHre Ko JOKYMEHTA.

Korma xornmst mprioOpeTaeT FopUIIecKyrO CHTy?

UeM noyIMHHBINA JOKYMEHT OTJIMYAETCS OT MOJIIOKHOTO?

UYto nipenicraBiser coooi TOKYMEHT, (habCr(UITMPOBAHHBINA TOJTHOCTHIO?

Yro nipenicraBiser coooii TOKyMEHT, (haTbCr(UITMPOBAHHBIN YaCTUIHO?

© 0O N o O B~ W DN

Uro npezcTaBiser co0oi opUruHai JOKyMeHTa?
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IIpakTuyeckoe 3ansitue Ne 2 «biaanku AoxkymMeHTOB. Buabl 6.1aHkoB. PexkBu3MT

JOKYMEHTa
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XapaxTep paOoThl (penpoOAyKTUBHBIN, TOUCKOBBIH).

dopma opraHmzanuyd y4yeOHOW AEATEIBHOCTH ydamuxcs ((GpoHTabHAS, TPYMNIOBas,
VHIUBUyaJIbHAs).

JunakTU4ecKue 1esiv MPaKTUYECKON pabOThI:

— 00001IUTb, 3aKPENUTh TEOPETUUECKUE 3HAHUS 110 TEME;

— chopMHUpPOBATH MPAKTUYECKUE YMEHHUS U HABBIKHU.

TpeOoBaHUs K 3HAHUAM U YMEHUSAM YYaIIUXCS:

CTyneHThl JOJIKHBI 3HATh:

- TIOHATHUS: «TOKYMEHT», «PEKBU3UT JOKYMEHTa», «OJaHK JOKYMEHTA», «OOUIUN OJIaHK»,
«OJIaHK MACHBMaY,

- BUJIBI OJIAHKOB.

CTyneHTbI JOJIKHBI YMETH:

- ohopMIIATH OJIAaHKU JOKYMEHTOB.

Jluteparypa u cpeacTBa 00ydeHUsI.

OcHOBHas nuTEpaTypa:

- «['OCT P 7.0.97-2016. Haumonaneubiid ctannapt Poccuiickoit @enepanuu. Cucrema
CTaHAapTOB MO WHMOpMAIMK, OMOIUOTEUHOMY M H3JaTeNbCcKOMY Jneny. OpraHu3airoOHHO-
pacropsiguTenabHas ToKyMeHTalus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOBY.

CpenactBa HarmsimHOCTH: cxeMma: «Bunmbl OmankoBy», «YTIIOBO€ U MPOJIOJIBHOE
pacrojoxkeHue pekBu3uToB B Omanke», «['OCT P 7.0.97-2016. HamumoHnaneHBINH cTaHAapT
Poccuiickoii  ®epepaunnu. Cuctema CTaHAApTOB 1O HHPOpMaUUU, OUOIMOTEUHOMY H
u3naTenbCckoMy Jnieny. OpraHu3almOHHO-pacHopsauTENbHAS TOKyMeHTalusa. TpeboBaHUs K
0(OPMIICHUIO TOKYMEHTOBY.

JunakTudeckasi CTpyKTypa 3aHSATHS

AKTyanu3aius OMOPHBIX 3HAHUN U TPAKTUYECKOTO OTBITA MIPH JIOMyCKe K padore:

UYro Takoe O1aHK JOKyMEHTA.
Buae1 OmaHkoB.
OO1wii OJaHK.

1

2

3

4 bnank nmcema.
3) braHk KOHKpETHOTO BU/a IOKyMEHTA.
6

brnaHky ¢ yIJIOBBIM U IEHTPOBAaHHBIM PACIIOJIOKEHUEM PEKBU3UTOB.
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7 OcoOeHHOCTH M3rOTOBJICHMSI OJIAHKOB.

3amaHus 1 NPaKTUIECKON pabOThI

Hcnonb3ys oOpasiibl 0JJaHKOB TOKYMEHTOB O(POPMHUTH:

1 OO1mmii 01aHK OpraHU3ALMH.

2 OOpaser] yrioBoro u MpoJIoJibHOro OJaHKa MUCbMa OpraHu3aluu.
OAO «Pocuntep», yu. Ilataunkas, 21, r. MockBa, 115209, Poccus,
Ten.: (495) 931-11-17, daxc: (495) 931-0-27,

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

OKIIO 03944527, OI'PH - 1027700380795

WHH/KIIIT 0000000000/000000000

1 O6paszer O6s1aHKa KOHKPETHOTO BUJIA IOKYMEHTA OpraHU3aIiuH, IPrKas.
2 bnaHk cBoeil opraHuzanuu.

OTBETUTHh Ha KOHTPOJIBHBIE BOIIPOCHI

1 bnank nokymeHra.

2 Onmuns 0J1aHKOB C YITIOBBIM M IICHTPOBAHHBIM PACITOIOKECHUEM PEKBU3HTOB.
3 Oco0eHHOCTH U3rOTOBIIEHHS OJIAHKOB.
4

OcobenHocTr repOOBOTO OJIAHKA.

IIpakTnueckass padora Ne 3-4 «CocraBienne u odopmienHue dopmyasipa u

PC€KBH3UTOB JOKYMCHTAQ)

enb: M3ydnTh pEKBU3UTHI IOKYMEHTOB.

13


http://www/msk.ru

CTyneHT JOKEeH YMETh:

- o(hopMUTh OJTAHK JTOKYMEHTa;

- COCTaBJISITh K OPOPMIISITH PEKBU3UTHI JIOKYMEHTOB.

CpencTBa 0Oy4YeHUSI: HOPMATHBHBIC JTOKYMEHTHI, OJJAHKH JOKYMEHTOB, METOIMYECCKUE

yKa3aHUsl, KOHCIICKT.

AKTyanu3aius OTOPHBIX 3HAHUHN U IPAKTUYECKOTO OMBITA MPHU JIOMyCKe K paboTe:
TTOHSITHS «IETIOTPOM3BOICTBOY, «ITOKYMEHT», «(hOPMYIISIP TIOKyMEHTa, «PEKBU3UT.
Ormuiire TpeOoBaHMS K 0POPMIICHHIO PEKBU3UTOB

IlocrostHubIE U INCPEMCHHBIC PCKBU3UTEI.

1
2
3
4 [paBuna ohopmiieHMs pEKBU3UTOB JJOKYMEHTA.
5 bnank nokymeHra.
6 brnanku ¢ yrioBbIM 1 IEHTPOBAHHBIM PACTIONIOKEHIEM PEKBU3UTOB.
7 Oco0eHHOCTH M3rOTOBJICHUSI OJIAHKOB.

3amanus 1 NPaKTUYECKOH pabOThI

3amanne 1
1)  IlpakTHyeckoe nzyueHue GopmyIsipa.
2)  Pa30op peKBH3UTOB JOKYMEHTA.
3ananue 2

1)  CoctaButh 00N OJIaHK KOHKPETHOW OpPraHU3aIMK C YTJIOBBIM U MPOI0JbHBIMU
BapUaHTaMU PaCMOJIOKEHHS pEeKBU3UTOB Ha (hopmate A 4 u A 5.

2) CocrtaBuTh 071aHK KOHKPETHOT'O BHJA JOKYMEHTA.

3)  CocraBuTh OJIaHK JOJDKHOCTHOTO JIMIIA.

3ananue 3 (Mo BapuaHTaM)

(OTBETHI IPE/ICTABUTH B MUCHMEHHOM (hopMe C TPUMEPAMH )

Bapuanrt 1

1)Kakue opraHu3anuy UMEIOT MPaBO HM300pakaTh Ha OJAHKaX CBOHMX JOKYMEHTOB
I'ocynapctennsiii repd Poccutickoit ®enepanyn?

2)Yto BxoauT B pekBu3uT 09 «CrnipaBovHbIC JaHHBIC 00 OPraHU3aIUI?

3) Kakue criocoOsr opopmitenus pekBusnta 11 «Jlata tokymeHTa» Bbl 3HaeTe?

4)Ha nucte hopmara A-4 pacronoxuTe € yKazaHHbIC PEKBU3UTHI

Bapuanr 2
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1)UYem pexBusut 12 «PeructpaniioHHBIN HOMEp JTOKYMEHTA «OTIMYAETCS OT PEKBU3UTA
13 «Cchutka Ha peruCTPAIMOHHBIA HOMED U JIaTy TOKYMEHTa»?

2) KakoBbI cocTaBHbIC YacTH peKkBU3HTA 16 «'prd yTBEpkKIACHUS TOKyMEHTa»?

3) Kakumu ciocobamu opopmitsiercst pekBu3uT 17 «Pesomonms»?

4)Ha ynucte popmarta A-4 pacroyIOKUTE € yKa3aHHbIC PEKBU3HTHI

Bapuanr 3

1) I'ne mpocTaBisieTcst pekBU3UT 19 «OTMETKA 0 KOHTPOIIE)?

2)Kak odopmisiercss peKBH3UT 22 «IOAMKUCH», €CIH JOKYMEHT IOAMUCHIBACTCS
PYKOBOJUTEISIMU JBYX OpPTraHU3aUi?

3)I'me nmpocrasnsiercst pekBu3uT 23 «['pud cormacoBaHusi TOKyMeHTa» ?

4)Ha nucre popmara A-4 pacronokuTe € yKa3aHHbIC PEKBU3UTHI

Bapuant 4

Ornurite TpeOoBaHMs K 0(POPMIICHHIO PEKBU3UTOB

1) Kak oopmisieTcss oTMETKa O 3aBEPSHUN KON ?

2)Ha xakux JOKyMEHTax mpocTaBisieTcss pPekBU3UT 29 «OTMeTka O TOCTYIUICHUU
JOKYMEHTa B OPTaHU3ALIUIO»

3) 03-Dmbitema opraHu3auu

4)Ha nucte popmara A-4 pacroyioKUTE € yKa3aHHbIC PEKBU3HTHI

Bapwuanr 5

Onurmte TpeboBaHMs K 0POPMIICHUIO PEKBU3UTOB:

1) 04- xox opraHu3auu

2) 05 -ocHOBHOW TroCymapCTBeHHBIM  perucrpanuonubiii  Homep  (OI'PH)
IOPUMYECKOTO JIUIIA

3) 06 -uneHTUdUKAIIMOHHBI HOMEP HAJIOTOTUIATEIBIINKA/KOA TPUIMHBI TTOCTAHOBKHU
Ha y4er

4)  Ha nucre dpopmara A-4 pacrionoxHTe € yKa3aHHbIC PEKBU3HUTHI

BapuanT 6

Onurmte TpeboBaHMs K 0(POPMIICHHIO PEKBU3UTOB:

1) 07 - xox popmMbI JOKyMEHTa

2) 08 - HaumMeHOBaHUE OpraHU3AINN

3) 09 - cpaBouHbIe AaHHBIE 00 OPraHU3aALNN
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4)  Ha nucre popmara A-4 pactoiOKHUTE € YKa3aHHBIC PEKBH3UTHI
Bapuanr 7

Ormuimre TpedoBaHus K 0POPMIIEHHUIO PEKBU3ZUTOB:

1) 10 - HauMeHOBaHKE BUIA TOKYMEHTA

2) 11 - nara nokymeHTa

3) 12 - peructpalMOHHBIA HOMEP JOKyMEHTA

4)  Ha nucre popmara A-4 pacrionoXHTe € YKa3aHHBIC PEKBH3HUTHI
Bapuant 8

Onurire TpedoBaHMs K 0(POPMIICHUIO PEKBU3UTOB:

1) 13 -cchutka Ha PEeTUCTPAIIMOHHBIA HOMED U JIaTy JOKYMEHTa

2) 14 -mecTo cocTaBieHUS WM U3aHUS IOKYMEHTA

3) 15 -anpecar

4)  Ha nucre popmara A-4 pacronoXuTe € YKa3aHHBIC PEKBU3HUTHI
Bapuant 9

Onurmte TpeboBaHMs K 0(POPMIICHHIO PEKBU3UTOB:

1) 16 -rpud yTBepKICHHS JOKYMEHTA

2) 17 -pesonrorus

3) 18 -3aroyiioBOK K TEKCTY

4)  Ha nucre dpopmara A-4 pacrionoxuTe € YKa3aHHbIC PEKBU3HUTHI
Bapuant 10

Ormurmre TpeboBaHus K 0pOpMIIEHHUIO PEKBU3UTOB:

1) 19 -ormeTKa 0 KOHTpOJIE

2) 20 -TekcT JOKyMeHTa

3) 21 -oTMeTKa O HAJTUYUH MPUITIOKEHUS

4)  Ha nucre popmara A-4 pacronoKHUTE € YKa3aHHBIC PEKBH3HUTHI
Bapuant 11

Onurmte TpeboBaHMs K 0(POPMIICHHIO PEKBU3UTOB:

1) 22 -moxamuck

2) 23 -rpud coriacoBaHHs JOKYMEHTa

3) 24 -Bu3bI COMTACOBAHUS JOKYMEHTA

4)  Ha nucre popmara A-4 pacronoxuTe € yKa3aHHbIC PEKBU3HUTHI
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Bapuant 12

Ormmrmre TpeboBaHms K 0pOPMIICHHUIO PEKBU3UTOB:

1) 25 -oTTHCK meyaTH

2) 26 -oTMeTKa O 3aBEPECHUU KOITUHU

3) 28 -ormeTKa 00 UCIOJIHCHHH JOKYMEHTA M HAIPABJICHHUH €r0 B JCIIO

4)  Ha nucre popmara A-4 pacrionoXHTe € YKa3aHHBIC PEKBU3HUTHI

BapuanT 13

Ormurmre TpedoBaHus K 0(POPMIIEHHUIO PEKBU3ZUTOB:

1) 29 -oTMmeTKa 0 OCTYIUICHUH JIOKYMEHTA B OpPTraHU3aIHIOo

2) 30 -umeHTH(HUKATOP DIEKTPOHHON KOIHHU JTOKYMEHTA

3) 16 -rpud yTBepKACHUS TOKYMEHTa

4)  Ha nucre popmara A-4 pacrionoXHTE € YKa3aHHBIC PEKBH3HUTHI

Bapuant 14

1) UYem pexBusut 12 «PerucrpanmoHHBII HOMEpP JOKYMEHTA «OTJIMYAETCS OT
pekBu3nuTa 13 «Cchliika Ha peTUCTPAIIMOHHBIN HOMED U JaTy JOKyMEHTa»?

Ormrmre TpedoBaHus K 0pOPMIIEHUIO PEKBU3UTOB:

2) 21 -oTMeTKa O HATMYWU MPUIIOKEHUS

3) 11 -mara JOKyMeHTa

4)  Ha nucre dpopmara A-4 pacrosioKHUTe YKa3aHHBIC PEKBU3UTHI

IIpakTnueckas padora Ne 5 «PekBU3UTHI 1€10BbIX JOKYMeHTOB. CocTaBjieHue W
opopmiieHHEe PEKBU3UTOB JAOKYMEHTOB. TpeOoBaHussi K o0(QOPMJIEHHIO PEKBU3UTOB

AOKYMEHTOB»

Llens 3ansaTus:
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OOpazoBatenbHas: HayuuTh CTyIeHTOB NpaBUILHOMY OGOPMIIECHHIO JTOKYMEHTOB
ucnonb3ys 'OCT, N03HAKOMHUTB € MOHATUEM «PEKBU3UT», IOKA3ATh PACIOJI0KEHHE PEKBU3HUTA
0 KOHCTPYKIIMOHHOM CEeTKe, MMOKa3aTh 3HAUYCHUE JIOKYMEHTa JUIsi COBPEMEHHOro O0IIecTBa U
YEJIOBEKa.

Xapakrtep paboThl (penpOoayKTUBHBIN, YaCTUYHO - TOMCKOBBIN).

dopMa opraHuzanuyd y4yeOHOU AesTeNbHOCTH yuamuxcs ((QpoHTalibHAs, TPYyMIOBas,
WHIVBHUTyaJIbHAS ).

TpeOoBaHUs K 3HAHUAM U YMEHUSAM CTYACHTOB:

CTYJEHTHI I0J>KHBI 3HATh:

- Ha3HAYEHHUE «PEKBU3UTA», PACIIOIIOKEHUE PEKBU3UTA 10 KOHCTPYKIIMOHHOM CETKE;

- IOPSZI0K COCTABIICHUST PEKBU3UTOB.

CTYJEHTHI I0J>KHBI YMETh:

- 0bOPMIIITh «PEKBU3UTHIY, PACTIONaraTh PEKBU3UTHI IO KOHCTPYKIIMOHHOM CETKE,

JIuteparypa u cpeacTBa 0Oy4eHHUS:

OcHOBHas uTEpaTypa:

«I'OCT P 7.0.97-2016. Haunonanensiii cranaapt Poccuiickoii ®enepaunn. Cucrema
CTaHJApPTOB MO HHQOpMAIUU, OMOIMOTEUHOMY U M3JaTeIbCcKkomy jeiny. OpraHu3aluoHHO-
pacrnopsiauTenabHas ToKyMeHTauus. TpeboBanus K 0pOPMIIEHUIO JOKYMEHTOBY.

CpencTBa HarIHOCTH: cxeMma «MaKeT pacIoIoKEHUST PEKBU3UTOBY.

1 TpebGoBanus K 0POPMICHUIO JOKYMEHTOBM Y.

2 3amanus 7151 IPAKTUYECKON pabOTHI.

AKTyanu3aius ONOPHBIX 3HAHUW U TPAKTUYECKOTO OMbITA MIPU I0IyCKE K padore:

1 [oHsATHS «IETOPON3BOICTBOY, «IOKYMEHT, «(OPMYJIAP TOKYMEHTA», «PEKBU3UTY.
2 Ormrmmre TpeboBaHus K OPOPMIICHHUIO PEKBU3UTOB

3 [locTosiHHBIE ¥ TIEPEMEHHBIE PEKBU3HUTHIL.

4 [1paBuina oopmIteHHs1 PEKBU3UTOB IOKYMEHTA.

3agaHus 115 TPAKTUUECKON paboTHI:
A) OdbopmuTe peKBU3UTH» aIPECOBAHUSY;
B) OdopMuTe peKBH3UTBI «aIpPECOBAHUS», «YTBEPIKICHHE», «IOAMUCAHHUSI» B
cootBeTcTBUM € «['OCT P 7.0.97-2016. Hammonaneusiii ctangapt Poccutickoit @eneparumu.

Cucrema craHgaptoB 1o uHpOpManuu, OWUOIHMOTEYHOMY H U3JATEIBCKOMY JCIy.
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OpraHu3anmoOHHO-pacHOpSAIUTENbHAS ~ TOKyMEHTaIus.  [peboBanus K  O(QOPMIICHHIO
JIOKYMEHTOB.

B) VYcrno. Omnpenenure ommOo4HbIE BapuUaHThl MpU  O(QOPMIICHHH PEKBU3UTA
«HanMmeHoBanue opranmzauun»: MI'Y; PY/IH; PITY; BHUWcenpxo3mai,

Bceepoccuiickass  akagemus — CEIIbCKOXO3SIMCTBEHHbIX Hayk uMm. B.M. Jlenuna
(BACXHWI);

OTKpBITOE aKIMOHEepHOEe o00mecTBo «Kackamy; 3aKkpbIToe aKIMOHEPHOE OOIIeCcTBO
«Ilnyton»; ¢upma «CnytHuky»; pupma «Buona»; nuBHas xomnanus «lLlepepa»; ¢abpuka
«3aps»; OTAeN MapKETUHTA; OTJE] NEPEBO30K; MalcTpoiickia.

OO1ue TpedoBaHMs K OPOPMIIEHUIO TOKYMEHTOB

OdopmiieHre JOKYMEHTOB CKJIaJbIBacTCs U3 O(opmiieHHs] OJlaHKa M HEO0OXOJAMMBIX
PEKBU3UTOB Ha ero mnosje. [IpuBenem psia mosioxeHu, kKacaromuxcs ohopMIeHUsI TOKYMEHTa B
LETIOM.

[Ipu ohopMIICHUHM  JIOKYMEHTOB UCIIOJB3YIOT CICAYIOIIME  PEKBU3UTHI:
09,10,11,13,14,15, 16,17, 18, 19, 20,21, 22, 23, 24, 25, 26, 27,28, 29, 30.

Pacnionosxenre u rpaHuilbl 30H PEKBU3UTOB, B yacTHOCTH Ha popmate A4 o «['OCT P
7.0.97-2016. HanmmonanwHbld cTaHmapT Poccmiickoit deneparnuu. Cucrema CTaHIApTOB TIO
uHpopmaruu, 6UOIMOTEUHOMY U U3JIaTeIbCKOMY jaeny. OpraHu3almOHHO-PACOPIUTEIbHAS
nokymeHTarus. TpeboBanust kK 0(hOPMIICHUIO IOKYMEHTOB.

JlonyckaeTrcsi U3roTOBJICHUE JOKYMEHTOB Ha MUINYIIEW MAaIllMHKE WA MPU TMOMOIIU
MEeYaTaIIMX YCTPONCTB BBIUUCIUTEIbHON TEXHUKHU.

OtnenpHble BHYTPEHHHME JOKYMEHTHI JOMYCKaeTcs MucaTh OT pPYyKU (3asiBIICHHUE,
0OBSCHUTEIbHAS 3aIIMCKa U T. I1.).

[Ipu m3roToBNeHHH HOKYMEHTOB Ha JBYX M OOJiee CTpaHHUIIaX BTOpask U CIEAYIOIIHNE
CTpaHUIIbI JOJKHBI OBITH POHYMEPOBAHBI.

HoMepa cTpaHull NpOCTaBIAIOT MOCEPEANHE BEPXHETO MOJIS JIUCTA.

Homep mneuataercs apabckumu uudpamu 0e3 3HAKOB NpenuHaHus (TOYKH), Oe3
YKa3aHUs CJIOBA «CTPAHUIA», €r0 COKPAIEHHBIX BAPUAHTOB «CTP.» WU «C.» U 3HAKOB THUPE

(«gepTOUEK»).
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B nomonHeHne K W3I0KEHHBIM BbIIIE TpaBwiaM odopmieHus pekBu3utoB OP]]
mpuBeAeM psif TpeOOBaHWI M peKOMEHAAIuil 1Mo OGOPMIIEHHUIO JOKYMEHTOB C ITOMOIIBIO
NEeYaTaOIINX YCTPOUCTB.

[Ipu mnoaroroBke pokymMenTta Ha I[IK ¢ wucCnonb30BaHMEM pPa3IMYHBIX TEKCTOBBIX
PENAKTOPOB CIEAYET BBICUUTHIBATH PACCTOSHUE 10 PEKBU3UTOB, MEXKIY PEKBU3UTAMH U T.1I. B
MUJUTUMETPAX, UCXO/IS U3 pa3Mepa MeYaTHBIX 3HAKOB.

PexomenmyeTcst mpu meyaTaHUU JOKYMEHTOB Ha OJIaHKaxX COONIOAATh OTCTYI B 3HaKax
OT JIEBOW I'PaHULIbl TEKCTOBOTO TOJIS:

0 — s medyataHus PEKBU3WUTOB «3arojloBOK K TekcTy», «Tekct» (06e3 abzames),
«OtMmeTka 00 ucnonHutene», «OTMeTka 00 UCMOJHEHUH JOKYMEHTAa U HalpaBJIEHUU €T0 B
JIeJIO»; HAaWMEHOBaHMs JOJKHOCTH B pekBusutax «l[logmuce» u «I'pud cormacoBanus
JOKYMEHTa», 3aBepuTelibHOM Haanucu: «Bepno», a Ttaxkke cinoB [IPUKA3BIBAIO,
[MTPEJIAT AIO;

5 3HaKOB — Ui Havaja ab3aleB B TEKCTe, M pekBuzuta «OTMETKa O HAIUYUU
NpUIIOKEHU», a Takxke cnoB CIIYIIIAJIM, BBICTYIINJIA, PEITNJINA;

24 3naKka — 1151 peKBU3UTOB «JInuHas noanuck», «OTMETKA O 3aBEPEHUUN KOIIUWY;

32 3HaKa — JJI1 pEKBUA3UTA «AJpecaTy»; HOMEP CTPAHUIIBI,

40 3HaKOB — 11 peKBU3UTOB «I'pud yTBepkaAeHHUS NOKyMeHTay, «MaeHtudukarop
AIEKTPOHHOM KOIMUH JIOKYMEHTA;

16, 24, 56 3HaKOB — AJIs1 COCTaBJIEHUS TaOIUL U Tpa(apeTHBIX TEKCTOB;

48 3HaKOB — 151 paciu@poBKH MOANUCH B pekBu3nTe «Iloanucey;

56 3HaK0oB — mia pekBu3nTa «OTMETKA O KOHTPOJIEY.

Ecnu B TekcTe TOKyMEHTa UMEIOTCS MPUMEUAaHUS WK BbIJCIICHHAS B CAMOCTOSITEIbHBIN
ab3aIl CChUIKA Ha JPYrod JOKYMEHT, MOCITYXUBIIUHA OCHOBAHMEM K €ro M3JaHHUI0, TO CJIOBa
«IIpumeuanne» n «OcHOBaHME» MEYATAIOTCS OT JIEBOM IPAaHULIBI TEKCTOBOT'O MOJIs, HAYMHAA C

a03ara.

IpakTuyeckoe 3ansaTue Ne 6 «CocraBieHne u oopmiieHHE OPraHU3ALMOHHO-

pacnopsiauTeabHOi 1okymenTanuu (OP1)»
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Llenp 3ansaTus:

OObpazoBatenbHasd: HayuuTh CTyIE€HTOB NpaBUIBLHOMY O(OPMIIEHHIO M COCTaBICHHUIO
pacnopsIMTEIbHBIX JOKYMEHTOB ucnosib3dyst ['OCT, 3akpenuTh TMOHATHE «PEKBU3ZHUTY,
MOKa3aTh PACIOJOKEHHE PEKBU3UTa IO KOHCTPYKLIMOHHOW CEeTKe, TOKa3aTh 3HAYCHHE
JOKYMEHTa JIJIsi COBPEMEHHOT0 00IIeCTBa U YeJIOBEKa.

Xapakrtep paboThl (penpOAyKTUBHBIHN, YaCTUYHO - TIOMCKOBBIN)

®dopMa opraHuzauudyd y4eOHOW JEeATENbHOCTH ydaluxcs ((ppoHTanbHas, rpyIIoBasd,
WUHIUBUyaJIbHAS )

TpeboBanust kK 3HAHUSM U YMEHHUSIM CTYACHTOB:

CTYACHTHI JIOJDKHBI 3HATH:

- Ha3HAYCHUE PACIIOPSAUTEIBHBIX JOKYMEHTOB (IIPUKA3bl IO OCHOBHOW JIESATEIBHOCTH),
PEKBU3HUTHI U PACIIOIIOKEHNE PEKBU3HUTA 10 KOHCTPYKIITMOHHOMN CETKE JJISl PACTIOPSIUTEIBHBIX
JOKYMEHTOB

- IOPSIOK OPOPMIICHUSI PEKBU3UTOB.

CTYACHTHI JOJKHBI YMETh:

- 0opMIIATE «PEKBUBUTBHDY [UIsl PaCHOPAIUTENBHBIX JIOKYMEHTOB, pacrojiaraTh
PEKBU3HUTHI IO KOHCTPYKIIMOHHON CETKE.

3amaHus A NPakTHYECKON paboThI.

1 3anmcaTh HOMEp MPAKTUYECKON pabOThI, TEMY H 11€JIb PAOOTHI.
2 3ammcath KOPOTKO MPEAJIOKECHHBIE 3a/1aHU.

[IpakTudeckass pabora cocTtonT U3 4-x 3amanuii 1o cocrtaBieHuto OPJ[. UtoObr
oOpMHUTH TOKYMEHTHI HEOOXOAWMO HCIIONB30BaTh TUIIOBBIE (DOPMBI, KOTOPhIE HaXOJSATCS B
OPWIOKEHUAX. B MNpUIOKEHWSIX TakKe TMPEACTaBICHBl 3alOJHEHHBIE O00paslbl ATHX
JOKYMEHTOB.

OdopmieHre TOKyMEHTOB Mpou3BoauTcs B peaakTope Microsoft Word ¢ co6ironennem
BCEX OTCTYNOB M WHTEpBaJIOB. Bce BBINONHEHHBbIE 3aJaHUs JOJDKHBI OBITH pacredaTraHbl U

MMpEACTAaBJICHLI IIPCIIOAABATCIIO AJIA ITPOBCPKHU.

3aganue 1
Odopmuts 3asiBiieHHE Kaccupa 3aBojia «CBeT» ¢ MPOCKOOM MPeOCTaBUTh YUCHUYECKUIMA

ornyck ¢ 06.03.20 mo 18.03.20  mpoAOMKUTENBbHOCTHIO 13 KalleHHApHBIX JIHEW Ha
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OCHOBaHMM crpaBku — Bbi3oBa Ne 5655 or 01.03.20 . ®.M.O. xaccupa MBanoBa Hpuna
IlerpoBHa.

3aganue 2

OdopMuTh MpuKa3 Mo JUYHOMY COCTaBY Ha OCHOBE JNaHHBIX 3amanHus Ne 1 u oOpasma
MPUIIOKEHHUS 2.

[Ipuka3z Ne 65k ot 05.03.20  «O mpenocTaBI€HUH YYEHUUYECKOTO OTIIYCKa» KacCupy
3aBoga W.I1. IBanoBHOi1 ¢ 06.03.20 mo 18.03.20 mpoaomKuUTEIbHOCTHIO 13 KalleHIapHbBIX
IHEW Ha OCHOBaHMM crpaBku-Bbi3oBa Ne 5655 or 01.03.20  wu 3aaBnenus kaccupa H.IL
HBaHOBHOM.

[IpocTaBuTh BH3y COTIJIaCOBaHMS HadalbHMKa otaena kaapoB O.A. CepreeBoil u
OTMETKY 00 03HAKOMJIEHUU C NpuKa3oM VIBaHOBOM.

3aganue 3

OdopMuTh NprKa3 IO OCHOBHOM J1€ATEIbHOCTH.

B coorBercTBun ¢ Pacnopsbkennem Munnctpa ot 04.03.20  Ne 115 «O6 ycunenuun
MPOTHUBOIIOXKAPHOKW O€30MaCHOCTH W YCHJIEHMHM OXpaHbl B MEPUOJ NPA3AHUYHBIX THEW»
coctaBuTh puka3 Ne 245 ot 06.03.20  uznaHHbIN aupekTopoM HaydHO-TTPOU3BOACTBEHHOTO
o0benuHenus «Arponpudop» r. Mocksel M. /1. ['ankuHbIM.

B pacniopsauTenbHON YaCTU BBIIETUTD 4 TyHKTA:

1 OO6 opranuzaiuu yOOpKU TEPPUTOPUN 0ObETUHEHUS

2 O mpoBepKe COCTOSHUS IIEKTPOTPOBOIKH

3 O mpenocTaBiIeHMH B CEKpeTapuarT Te€HEpajJbHOro AMPEKTOpa CIHCKA COTPYIHUKOB,
MpeObIBAHNE KOTOPBIX HEOOXOIMMO Ha TEPPUTOPUH OOBEIMHEHHUS B PA3IHUYHBIE THUA

4 KoHTpoib 3a MCHOJHEHHEM BO3JAraercsi Ha TIJaBHOTO MH)KEHEepa OO0bEeIUHEHUS
I1.P. XKaposa.

Kaxnplii myHKT paccMoTpeThb 1o cxeme «Komy?», «HUTto Hy)kHO caenats?», «/lo kakoro
cpoka?y.

Hampumep, x n.l 3aBeayromemy ckiangom O.H. Huxkutuny opraHuzoBath yOOpKy
tepputopuu 1o 07.03.20 .

[IpocTaBUTh BU3Y INIABHOTO HHXKEHEPA

ITocraButh orMeTky 00 ucnonHurene. Mcnonaurenem sipisercss CosoBbeBa Tene(oH

302-34-56.
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3ananue 4
Odopmuts pacniopsokenne Ne 137 ot 10.03.20  rnaBHOTO MHXXKEHEpa MOCKOBCKOTO
cTaHkocTpouTesbHOTO 3aBojia «Texmam» J[.M. ConnueBa «O BHeapenuun ctangapta OP/]
CTII 02-601».
B pacnopsauTenbHON 4acTy yKa3aTh 4 MyHKTA:
1 O Bueapenun crangapta OPJI CTII 02-601 Bo Bcex cmyx0ax, Ha ydacTKax U B
CTPYKTYPHBIX MoApa3zaencHusx 3asoaa c 01.04.20 .
2 006 opranuzanuu 3anatuii o uzyyenuto CTII 02-601 co cnenuanucraMu U HHXEHEPHO-
TEXHOJOTUYECKUM TMepcoHaoM (C ykazanueM «KoMy» U ¢ Kakoro 4uca)
3 O0 opramm3amuu  TUpaxkupoBaHus OmankoB OPJl, THIOBBIX TEKCTOB W
yHUGUIIMpOBaHHBIX (HopM (¢ ykazaHnuem «Komy?»)
4 KOHTpOJIb 32 UCIOJHEHUEM PACIOPSKEHUSI BO3JIOKUTh Ha 3aMECTUTENSl TUPEKTOpa 1O
o6muMm Bonipocam UK. buposa.
[IpocTtaButs Bu3y ropuckoncynsTa [1.K. JlyHoBa

[ToctaButh oT™MeTKy 00 ucnonHutene. Vcnonuurenem ssisiercs JXypasieBa tenedon

308-34-16

IIpakTnueckoe 3ansiTue Ne / «lenoBas koppecnonaennus. Cocras u ogpopmiieHue

PEKBU3UTOB IMUCbMaA)
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[lens 3ausATUA. cHOPMUPOBATDH

npeacCTaBJICHUA ydaouxcda O JOKYMCHTAX.

ITo3HAaKOMUTBH CO CJ'Iy>KG6HBIMI/I IINnCbMaMH. Hay‘-II/ITB ydamuxcsa pas3jindaTtb IMUCbMa ITIO

uxX rpynmnam u oQpopmiisite B coorBeTcTBUH ¢ 'OCToMm.

Tum ypoka: mpakTU4eCKUX HAaBBIKOB

AKTyaJII/IBaHI/ISI OIIOPHBIX 3HAaHUU U IMPAKTUYCCKOTO OIIbITAa ITPH JOITYCKC K pa60Te:

1 Onpenenenne mucbMa.
2 Bue! uceMm.
3 PexBU3UTHI HCHMA.

4 $13p1kOBBIE (POPMYIIBI TUCHMA.

3agaHus 1Sl TPaKTUUECKON pabOTHI.

OHpe,Z[eJII/ITG THII ITMCbMaA I10 SA3BIKOBBIM (1)0pMYJIaM.

SA3bikoBas popmyna

Twun nmucema

1. IIpocum cooOmuTh Aaty
npuesna  Jeierauud  or - Bamen

bUpMBI...

a) oepra (mpensioxkeHue)

2. Mm yBepensl, 4To Bac
3aMHTEPECYET BBICOKOE KayeCTBO
HaIlleW TPOAYKIIHH...

0) oTKa3

3. B cBa3u ¢ mpubnmxeHuem
CpPOKOB IIOCTaBKH, HaTOMUHaeM Bawm,
YTO...

B) COIIPOBOJIMTEIIBHOE MUCHMO

4. Ham Oyner npusiTHO BUJIETh
Bac Ha roOunee Hamel Qupmsl,
KOTOPBIA COCTOUTCH...

r) npocrda

5. K coxaneHuro, Mbl HE

1) HATOMUHAHUE

YTBEPKJICHUE MPOEKT IUIAHA...

MOKEM IIPUHATH Bame
MIPEIOKEHHUE. ..
6. [Ipencrasisto Ha €) mpuTJIallleHUE

OdopMuTe peKBU3UT «aapecaT» AJs MUCEM, KOTOPbIE HANPABISIOTCS:

A) B TepamneBTHUECKOE OoTAeNeHNe [[eHTpanbHON KIMHUYECKOW OOJNBHUIIKL;
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b) Bpauy-opAMHATOpPY TEpaneBTUYECKOrO OTAENEHHs LleHTpanbHO KIMHUYECKOU
6onpHuIBI A.B. CMUpHOBY;

B) B paitonnyto ynpaBy CeBepHOT0 aIMUHUCTPATUBHOIO OKPYTa;

I') Banpec OAO «Co3zBezaue» (ya. Cene3neBckas, A. 1, MockBa,120445);

Kakue oOpamieHus He HUCHOJb3YIOTCS B COBPEMEHHBIX [€JOBBIX JOKYMEHTAaX:
M00€3HBIN COP; yBakaeMbld TpejacenaTeb KOMUCCHH; MHOTOYBa)KaeMblid TOCIOJUH;
OUPEKTOP; Tpa)xJaHKa, MHJIOCTUBBIM TrocCylapb; TOCHOAWH Ha4dajlbHUK; JIeAU U
JKEHTIIBMEHBI;, YBa)KaeMbIi TeHepajibHbIA JUPEKTOp. 60eBOM ToBapuy?

Ykaxute omuOKu B 0PpOPMICHUH OCHOBHBIX PEKBU3UTOB MHCHhMA:

1)  npwu oOpaimeHuH:

a) VBaxaemsili T-H HA. [loHomMapes;

6) I'-xa JI.H. Jle6enena!

B) VBaxaeMble r-aa!

r) YBaxxaeMplii TOCIOAWH MUHUCTDP VIBaHOB;

n)  YBaxaembliit UM. Muxaiinos!

e) VYBaxaemsbiit Jloopenko Cepreit [lerpoBuu!

%) MBanoB Jmutpuii Bacunseuu!

3) TonctukoBy bopucy I'aBpunosuuy!

2) B TEKCTE NMHUCHhMA:

a) Ilpenmararo BameMy BHUMaHUIO 00pa3ibl MaTEpHUAIOB;

6) Hamomunaro, 4To cpok BbIOJHEHUs goroopa or 11.02.2005Ne 15/10
HCTEKAET;

B) BynbTe Tak nr00e3HBbI;

r)  He oTtkaxwute B 1100€3HOCTU COOOIIUTD.

CocTaBbTe [€710BOE NUCHBMO sl cleaylomeid cutyauuu: Poccuiickas ¢upma
«MenTsl u K°» npurnamniena smoHCKoU GpupMoit

«Sxyn3za» u amepukanckod kommnanueil The Best Cops Ha 03HaKOMHUTENbHYIO
BBICTABKY OpYXXHMS W aMyHULUMU s mnojauneickux. lIlocie mocemeHusi BBICTAaBKU
poccuiickas ¢upma OoTmpaBuia MUChMa: a) SMOHCKOW (GupMe ¢ MPOChOO O MOCTaBKE

HpO6HOI>'I mapTuk HYHYAKOB, PCE3MHOBLIX MCETATCIBHBIX 3BC3AJ0YCK MW  HOBBIX
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apMUPOBAHHBIX LIEIKOBBIX MOJUUEHCKUX KYPTOK, CIOCOOHBIX BBLAEPKATh yJap HOXKOM;
0) amepuKaHCKON Qupme ¢ mpocb00il BrICIATh MAPTUIO TUTAHOBBIX HAPYUHUKOB;

Anonckas ¢dupMa oTnpaBuia 3aKa3aHHYH MapTUIO, poccuiickas Qupma
BbIpa3uiia yAOBJIETBOPEHHE MO MMOBOJY KayecTBa TOBapa.

AmepukaHckas ¢upMa oOTHpaBUiIa Hapy4YHUKH, HO pPOCCHUHCKas KOMIIaHUS
OCTajlaCh HEJOBOJIbHA, MOCKOJbKY BMECTO THUTAHOBBIX aMEPHUKAHIBl IMOCTABUJIHU
AJTIOMHHHEBBIE HADYUYHUKH.

HcnpaBbTe omnbOKu B 0POpMIICHUU PEKBU3UTA «aJApecaTy:
1) nupexTop oTKpeITOro aknunoHepHoro odmectBa «IIpuma» H.E. Ceprees;
I'pomo3sexo II. P., . Bopkyra, 630075, yn. 'eone3nyeckas, 32—12;
IIpencenarens kooneparusa H.U. Jlyrosas;
00O «Cser», yn. Mupa, a. 35, od. 11, r. Mocksa, 112031;
3amecturtento qupekropa pupmel «Tpex» Hocosy P.IL.;

ya. Ponnenko, 73, r. C-IletepOypr,

190027, U3natensckuit oM «Cenenra», Bunokyposy IL.II. (ra. uaxeHepy).

IpakTnueckoe 3ansaTue Ne 8 «CocraBieHue u opopMiIeHUE MMUCEMND))
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[lens pabotel: HayuuTbes cocTaBimsAiTh u  OQOPMISATH CIy)KeOHbIE THChMAa B
coorBercTBUM ¢ 'OCT.

[Topsinok BBITONTHEHUS paOOThI

1 3anucaTh HOMEp MPAKTUYECKON pabOThl, TEMY U 1IETb PaOOTHI.

2 3anucarb KOPOTKO MPEIJI0KEHHBIEC 3aJaHUS.

[IpakTueckass pabota COCTOMT U3 3-X 3aJlaHUIl MO COCTABJICHUIO CIIYKEOHBIX MHUCEM.
Uto6sl 0GOpMHUTH JTOKYMEHTHI HEOOXOAMMO HCIOIb30BaTh THUIOBBIE (POPMBI, KOTOpbIE
HAXOATCS B MPUIIOKEHUSX. B MpUIIOKEHUSX TakKe MPeICTaBICHBl 3allOJIHEHHBIE 00pa3ilbl
ATUX JTOKYMEHTOB.

OdopmiieHue TOKyMEHTOB Mpou3BoauTcs B penaktope Microsoft Word ¢ cobmonennem
BCEX OTCTYNOB W HMHTEPBAJIOB. Bce BBINMOIMHEHHBIE 33aJaHUs JODKHBI OBITH pacriedaTaHbl U
IIPEICTABIICHBI IPENIOABATEIIO ISl IIPOBEPKH.

3ananue |

Cocraspre nucbmo — npurnamenue Ne 544 or 10.07.20 o cn. 1aHHBIM:

NHCTUTYT TOYHBIX MPUOOPOB MOCHUIAET MUCHMO — MpuriameHue aupekropy LHHUU
«IIpomeren» Koncrantnny CepreeBudy C MpPUTJANIEHUEM ITOCETUTh MEKIYHAPOIHYIO
CHEUUAIN3UPOBAHHYIO BBICTABKY «DKOHOMHS MAaTE€PUAIbHBIX U TOIUIMBHO — DHEPIreTUYECKUX
pECYpCOB B CTPOUTEIBCTBE W IPOMBIIUICHHOCTH». BrIcTaBka coctoutcss B r. MockBa B
MaBUJIBOHE BBICTAaBOYHOTO 1IeHTpa Ha Kpacnoii [Ipecne 18 aBrycra 20 roxa ¢ 9.00 go 20.00.
Anpec MHCTUTYTa TOYHBIX TPUOOPOB T. MockBa yi. [lnexanosa 36, ten. 237-87-77. dupextop
uHctuTyTa TouHbIX IprbdopoB C. K. Ceprees.

3aganue 2

CocraBbre rapantuitHoe mucbMo Ne 589 ot 23.09.20  no ciexyronum JaHHbIM:

OO0 «Mur» rapantupyer AO «Boctopr» OTrpy3Kky akKyMyJSTOPHBIX Oarapeil Ha
cymmy 324000 (Tpucra nBaniate yetsipe Thicssun) pyoseit 00 komeek B TeUeHHE 2-X HENEb C
MOMEHTA MOCTYIUJICHUS ACHEXKHBIX CPEJICTB HA PACUETHBIHN CUET.

Anpec OO0 «Mury» r. Mocksa yi1. CagoBas 36, ten. 237-87-87. Jupexktop OO0 «Mwury»
M. K.Makcumos.

3amanue 3
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CoctaBbte nHpopmannonHoe nmucbkMo Ne 59 ot 12.09.20  mo crieayromuM JaHHBIM:

MockoBckuil noaurpapuieckuii TeXHUKyM coobmaer aupekropy mkoiasl Ne 12 B.C.
AHTOHOBOI 0 TOM, UTO B HOBOM Y4EOHOM IOy TEXHUKYM OTKPBIBAET JIBa HOBBIX (paKyJIbTETA!
Jlazepuble TexHoNOTHH B oaurpaduu u FOpugndeckuii.

[TpaBuiia mpuema oO1Me 171 BCEX.

Anpec MockoBckoro noaurpaduyeckoro Texuukyma r. Mocksa yi. Mupa 86, ten. 337-

87-87. lupextop Texuukyma M.C.lrnarneBa.
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IIpakTnueckoe 3anaTe Ne 9 «CocraBiienne u odopmiieHue HMH(OPMAIUOHHO-

CHpaBO‘IHOﬁ JOKYMECHTaAIUHN»

Llens paboter: Hayuutbes coctaBisaTh U opopmiiATh WHGOPMALMOHHO-CIPABOYHBIC
nokyMeHThI B coorBeTcTBUU ¢ ['OCT.

[Topsinok BBIMOTHEHUS pabOThI

1 3anucaTe HOMep MPaKTUYECKON paboThl, TEMY U LI€Tb paOOTHI.

2 3anucaTh KOPOTKO MPEAJIOKEHHBIC 3a1aHMUS.

[TpakTiueckast pabora coctouT u3 3-x 3amaHuil mo coctaBieHuro OPJ[. UtoOb
O0(pOpPMHUTH JOKYMEHTHI HEOOXOAMMO HCIIOIb30BATh TUIIOBBIE (POPMBI, KOTOPHIE HAXOMASATCS B
OPWIOKEHUAX. B MNpuIokKeHUsX Takke IMpeACTaBlIeHbl 3alojJHEHHbIE 00pa3lbl 3THX
JOKYMEHTOB.

OdopmiieHue TOKyMEHTOB npou3BoauTcs B penaktope Microsoft Word ¢ cobmonennem
BCEX OTCTYNOB M HMHTEPBAJIOB. Bce BBINMOMHEHHBIE 33aJaHUs JODKHBI OBITH pacrieyaTaHbl U
MIPEACTABIECHBI IPENOJABATENIO ISl IPOBEPKH.

3aganue |

[Ipn momonwm npunoxkeHuss | u 2 cocraBuTh akT peBuU3uM Kaccel npeanpustus TOO
"Cnaptak" Ne 15 or 14.03.20 . OcHoBanueM sBisieTcsl npuka3 aupekropa Ne 165 ot
13.03.20__.

B coctaB koMuccHH, TPOBOJALLIEN PEBU3HIO, BXOISAT:

[Ipencenarens - 3am. nupektopa C.H. Koznos

Unens! komuccuu: 1. I'n. 6yxrantep H.M. Porosa

Cr. 6yxrantep 3.A. OpiioBa

byxranrep O.1. YuaeBa

[IpucyrcTBoBanu: 3aMm. ri. Oyxranrepa ['.H. Koposes

kaccup B.U. MakcumoBa

PeBusus Obinma mpoBeneHa B nepuony ¢ 14.03.20 1o 16.03.20

B pe3ynbTaTe npoBeaeHHON peBU3UN YCTAHOBIICHO:

1 OcTtaTok HaIUMYHBIX JE€HETr B Kacce 1o cocTostHuto Ha 14.03.20  coryiacHO KaccoBOM
KHUTU U JaHHBIM OyXrajaTepcKoro y4yera aomkeH coctasisaTh S000 pyo.

2 dakTHYeCKui OCTaTOK HAaTUYHBIX JIeHEeT B Kacce cocraBisier 4800 py6. Hemocraua
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neHer B kacce - 200 py0.

3 Hemocraua HanmM4HBIX JeHEr B Kacce oOpa3oBamach 1No BuHE Kaccupa B.U.
MaxkcumoBou

AKT cocTaBiieH B 3-X dK3eMIuIsapax: 1-i 9k3. - B memo Ne 05-11.

2-11 3K3. -IUPEKTOPY MPEAIPUATHSL.

3-# 3K3. - TJI. OyXranTepy.

B npunoxennn oobacHUTENbHAS 3anmucka kaccupa B.M. MakcumoBoit Ha 1 1. B 1 9K3.
(camy OOBSCHUTENBHYIO 3alUCKy MHMCATh HE HYXHO, HEOOXOJUMO B TEKCTE aKTa CAeNaTh
MTOMETKY O HaJIMYUH MPUIIOKEHHI).

Odopmuts rpud yrBepxaenus: nupekrop A.A. bepkyrt, nata yreepxaenus 18.03.20 .

OdopMUTh peKBU3UT "OTMETKA O HAMPABICHUU JOKYMEHTA B J1€J10"

Wcnomautens B.A. Anykun gara 25.03.20__.

3aganue 2

CocTaBUTh OOBSICHUTENBbHYIO 3alMCKy Ha MMS 3aBEAYIOIIETO OTIEJIECHUEM O MpPHUYMHE
ono3nanus Ha 1-ro mapy 17.03.20 . B TekcTe yka3aTh NIPUUYUHY OINO3AaHUS.

3aganue 3

CocraButh noKnaaHyro 3anucKy ot 18.03.20 | HanncaHHYIO HAaYaJIbHUKOM YIIPABIICHUS
B.O. HWnbunbeiM, aapecoBanHyto ['enepanbHoMy aupekropy OAO «llepeBo3ku» T.II.
JlaHWIMHY O epeBOJIE Ha JOJHKHOCTb.

[IprunHOM, TOCITYKMBLIEH COCTABJICHUIO JIOKJIAJHOW SIBISETCS PEOpraHu3alus
CTPYKTYpbl YIpaBi€HHS U YKPYIIHEHHE OTIEIOB B pE3yJbTaTe€ 4YEro MNPOUCXOIUT
nepepacrpezencHue GyHKIUNA COTPYTHUKOB.

HavaneHuk ympaBiaenuss WMinbuH npocuT mnepeBectd crapuiero skoHomucta CT.
HukonaeBa u3 oTnena aBTOMOOMIIBHBIX MEPEBO30K B TaMOXKEHHBIE OTHE] C IMOCIETYIOIIUM

BHECCHHUEM M3MEHCHUH B IIITATHOC paciucCaHuc.
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IIpakTudeckoe 3ansaTue Ne 10 «AkT. OdopmiieHne aKTa ¢ YIJI0BbIM U NPOAOJIbHBIM

pacnosnoxeHueM pekBu3uToB. Opopmiienne rpuda yreepkaeHus. PeKBU3MTHI akTa»

Llenp 3ansaTus:

OO6pazoBaTenbHasi: TO3HAKOMUTh C HOPMaMU U MpaBUJIaMU, PEKBU3UTAMU OGOPMIICHUS
aKTa, HAy4YUTh CTYJCHTOB NMPABWILHOMY O(DOPMIICHUIO aKTa.

MoKa3aTh 3HAY€HUE JOKYMEHTA JJIsi COBPEMEHHOTO OOIIECTBA U YEJIOBEKA.

TpeOoBaHUs K 3HAHUSAM U YMEHUSM YHAIIUXCS

CTyneHThl JOJIKHBI 3HATh:

- cnocoObl 0(pOpMIIEHUSI PEKBU3UTOB aKTa, OOIIENPUHATHIX COKpPAIECHUN, HUPPOBOI
uHdopmaluu, cnenupudeckue 0COOEHHOCTH O(UIIMAIBHO-ACIOBOTO CTHIISI PEYH; THUITMYHbBIC
OIIMOKH, TPU COCTABJICHUU TEKCTa JOKYMEHTA.

CTyneHTbI JOJIKHBI YMETH:

- COCTaBJISITh TEKCT JIEJIOBOIO JOKYMEHTa B COOTBETCTBUM C OOIIMMHU MpaBUJIAMH U
HOpPMaMH, ¢ Y4€TOM TPeOOBaHUH K CTUIIIO OPUIIUATIBHBIX JOKYMEHTOB.

3agaHue MPakTUYECKOTO 3aHATHS

Odopmure axr.

PexBuzutel akta: 3AO «Mopenponykr», YTBEPXKXJIAK Hupexkrop H.B. Manuna
14.03.2010r, Ne 07-13-207, MockBa, «O BBISBICHUH HEHUCIIPABHOCTH XOJOAWIbHUKA B
KpeBeTOUHOM 1exe», OcHoBanue: mnpuka3 redH.gupekropa ot 00.00.0000. CocraBnen
KoMuccuei B cocrase: [Ipencenarens — 3am. aupektopa B.T. Tpodumos

Unensl komuccun — ri1. uHkeHep B.3. 3uHOBbLEB

ct. mactep H.b. Kpusomeee

MexaHuk A.T. Mopo3oB

CocraBneH B 3-X 9K3.:

1-#i 3K3. — QUPEKTOPY NPEINPUATHS

2-11 9K3. — B OyXTaJITePUIO

3-11 5k3. — B neto Ne 12/05

00.00.0000. Bbimen u3 ctTpos xonoauibHUK. l[locne mnpoBeneHUss TeEX.ocMOTpa
[VI.MEXAaHUKOM, 4YJI€Hbl KOMHCCHM YCTaHOBWJIM, YTO TIOJIOMKA IPOM30IIa B pe3ysbTaTe

[nornaaaHus B arperaTtbl BOAbI, KOTOpPas IIPOCOYNIIACH C IIOTOJIKA IIOMCIICHHA.
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IIpencenarens  Ilognuce
Ynens! komuccuu Iloanuce

[Tonmuce  A.T. Mopo3os.

B.T. Tpodpumosn

B.3. 3unoBbes, [Toagnucs H.b. Kpusoiees,
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IIpakTnyeckoe 3ansaTue Ne 11 «/loknagnas, cayxedOHas 3anucku. Odopmienune u

PC€KBHU3UTBD>

Llenp 3ansaTus:

OOpazoBaTenbHas: MO3HAKOMUTh C HOPMaMU U MpaBUIIaMH, PEKBU3UTaMHU O0()OpMIICHUS
JOKJIaJTHOW, CIYXKEOHOM 3alMCKH, HAy4YUTh CTYAECHTOB IPABHWIBHOMY O(OPMIIEHUIO 3THX
JOKYMEHTOB.

TpeboBaHusI K 3HAHUSAM M YMEHUSAM YUallluXCsl:

CTYJEHTHI I0J>KHBI 3HATh:

- crocoObl  OOpMIICHHSI PEKBU3UTOB  JIOKJIAJIHOM, CIY>KEOHOW  3alKCKH,
cnenuduueckre 0cCOOEHHOCTH O(QUIUAIBHO-IEI0BOI0 CTUIISI peUYH; TUIIUYHBIE OIIMOKU, IPU
COCTaBJICHUH TEKCTa JTIOKYMEHTA.

CTYJEHTBHI I0JKHBI YMETh:

- COCTaBJISITh TEKCT JAEJIOBOrO JOKYMEHTa B COOTBETCTBUU C OOUIMMH MpaBUIaAMH H
HOPMaMH, C Y4€TOM TPeOOBAHMI K CTHIIIO O(DUIIMAIIBHBIX TOKYMEHTOB.

3ajaHne MPaKTUYECKOTO 3aHATHS

1 Odopmute 00BACHUTENBHYIO 3aMIUCKY O MPOITYCKaX YYEOHBIX 3aHITHIM.
PexBU3UTHI TPOU3BOJIBHBIE.

2 OdopmMuTe TOKIAAHYIO 3aMIMCKY HA UMsI HAYaJIbHHUKA OT/ENa, O TOSBIICHUU B
HETPE3BOM BHJI€ COTPYAHUKA. PEKBU3UTHI IPOU3BOJIbHBIE.

3 Odopmute cipaBKy 0 MPOBEICHNN UHBEHTAPU3ALIUY B KOMIIBIOTEPHOM KJIacce.
Odopmute HEOOXOUMBIE TaHHBIE B TAOJIUYHOUN opMe.

4 OTtpenakTupyiTe NpeaioKeHHbIN TOKYMEHT.

CITPABKA

Otaen manupoBanust  ['eHepanbHOMY TUPEKTOPY

00O «Cub-Tpasem»

rocnoauny I1.P. TepentoeBy

O npojyieHnH KOHTPAKTA C TYPeUKor PupMoi «Accoiby

K xoniy urons 2005 rona Hamelt dupmoit 66110 iponano 97 myteBok B Typiruto, 94To Ha

20 % OoJibliie, 4eM B MPOIIIOM MECSIIE.
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Jns peleHusi BONpoca pa3MELIEHUs] CTOJIb MACCOBOTO MOTOKA KJIMEHTOB B MECTHBIX
otensix Ob11 mpoanieH KOHTPakT ¢ OAO «Accomby.

Ct. meHeKep O.H. beprman Iloanuck

01.08.2009 Ne56 r. MockBa

5 Odopmure OOBACHUTEIBHYIO 3alUCKY JeKaHy (haKyJIbTeTa O MPUUYMHAX HESBKH Ha

AK3aMEH. PEKBU3UTEHI ITPOU3BOJIBHBIC.
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IIpakTuyeckoe 3anaTue Ne 12 «IIporokoJi. Beinmucka u3 nporokona Odopmiaenne u

PE€KBH3UTLD).

Llenp 3ansaTus:

OO6pazoBaTenbHasi: TO3HAKOMUTh C HOpMaMU, NIpaBUIaMU U PEKBU3UTAMU OGOPMIICHUS
POTOKOJIA, BBIMMCKU W3 MPOTOKOJIA, HAYYUTh CTYJEHTOB MPaBUILHOMY O(DOPMIICHHIO 3THX
JIOKYMEHTOB.

Tum ypoka: ypok IpakTHUYE€CKUX HABBIKOB.

TpeboBaHUs K 3HAHUSM U YMEHUSIM yUAIIUXCA:

CTYJICHTBI IOJKHBI 3HATH:

- odopmIleHHE PEKBU3UTOB MPOTOKOJA, CHEludUIecKre 0COOCHHOCTH O(PUIIMAIBHO-
JIEJIOBOTO CTUJISL PEYH; TUITUYHBIE OIMOKH, TPU COCTABJICHUU TEKCTa JOKYMEHTA.

CTYJICHTBI IOJKHBI YMETbh:

- COCTaBJISITh TEKCT JIEJIOBOIO JOKYMEHTa B COOTBETCTBUM C OOIIMMHU MpaBUJIAMH U
HOpPMaMH, ¢ Y4€TOM TPeOOBaHUH K CTUIIIO OPUIIUATIBHBIX JOKYMEHTOB.

3agaHue MPakTUYECKOTO 3aHATHS

OdopMute npoTOKOI MEAATOTHYECKOT0 COBETA. PEKBU3UTHI:

ot 29 suBaps 2010 roxa.

[MPUCYTCTBOBAJIN: 23 yenoBeka

[TOBECTKA:

1. AHaiiu3 W OIleHKa Y4eOHO-BOCIUTATEIHHOM M y4eOHO-METOIUYECKON pPabOThI 1O
UTOTaM OCEHHEEe-3MMHET0 CEMECTpA.

T.A. JloGueHko, 3aB. yueOHOM yacThio kosemxa DYII AT TY

2.Bueaynuropnas padota Ha Il cemectp 2009-2010 yueGHoTO TO2

O.H. Mumuna, npenoaasarenb 5koHoMuku I TY

3. Pe3synbTarsl paboThl CTyIeHYeCKOro coBeTa camoymnpasieHuss KOVII

M. bypauyk, A. KaneBioBa, A. ['onyOHHYEHKO.

1O TTEPBOMY BOIIPOCY.CJIYIIAJIU: T.A. Jlob6uenko, 3aB. yueOHOM 4YacThIO
komnemka DVII AI'TY
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[Io uroram oceHHee-3uMHeEro cemectpa He caamu ceccuto Ha [-III kypce — 27
cryaenToB, uto cocraisiet (10%). Ha I kypce 3amomkaukoB — 9 yenosek (3%). 1l kypce — 9
yenoBek (3%)

III kypce — 9 uenosek (3%). IOCTAHOBWJIU:

1. KiaccHbIM pyKOBOIUTENSIM 1I0BECTU UH(POPMAIUIO IO CBEACHUS POAUTEIICH.

2. [IpenongaBarenssMm TPOBECTU JOMOJHUTENBHBIE KOHCYJIbTAUU JUJISI CTYIAEHTOB
3a10JKEHHUKOB.

3. [IlenieneBoit T.E. - MOATOTOBUTH PEUTHUHT IO PE3YJIbTaTaM CECCHH.

4, [IpuBneub CTyNEHYECKMHA COBET CaMOYIIPABJICHUS Uil JIMKBUAALWH

3a10JDKEHHOCTEN CTYJEHTAMM.
[TIO-BTOPOMY BOITPOCY. CJIYIIAJIN: O.H. Muiivna, npenoaaBaTeilb S3KOHOMUKHU
AI'TY.  Ilpemnoxuia nporpaMmy HaydyHO# paboTsl cTyieHToB KOVII
VYyacTtue B HayuHO — npakTuueckor koHdepenuuu «Illance» - 7 anpens 2010 .
Bcepoccuiicknii KOHKypce cTyneHToB. HanpaButh pabotsl cTyneHToB — B.be3nsepHoro,
J. 3asm, A.Muponosoii — rp. C3- 2.1.
16 mapra, omumnuana CY3 no mHpopMaTuKe, TPOrpaMMUPOBAHUIO, OYXTaITEepPCKOMY
yUeTy.
Opranu3zanus ¥ IpoBEAECHUE OJIUMITAA/IBI IO HHOCTPaHHOMY sA3bIKy B KO VIL.
I[TOCTAHOBUWIJINA:
OnoOputh MpeNSIOKEHHBIN TIJIaH Hay4dHO-UCCIeAoBaTeIbCcKo paboTel Ha Il cemectp
2009 -2010 yu.r.
[IpenonaBarensaM NpuHATH yyacThe B HayuyHoU pabore KOVII, moAroToBUTH CTYJEHTOB.
N.A. Jly3nHOM MOArOTOBUTH OJIMMIINALY 110 NHOCTPAHHOMY SI3BIKY.
[IO-TPETBEMY BOIIPOCY.
CJIIYIIAJIN: M. Bypauyk, A. KaneBioBa, A. ['oryOHUYEHKO.

CryneHTsl pacckazanmu o padote cryaeHdeckoro Cosera camoympaienus KOVII.
[Tokazanu CTpyKTypy, LIEJIU U 3a7a4l COBETA, paccka3aiu o ¢popmax paboThl U paboTe CEeKIui
Cosera. Harimsimno nokasann noctuxkenus Cosera KOVII

[TOCTAHOBUWIJIN:
1. IpunsATe nHGOpPMALUIO K CBEACHUIO.

2. IlpenonaBatensiM OKa3bIBaTh MOMIEPKKY cTyAeHUeckoMy COBETY caMOynpaBlIeHUs
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3. PexomenmoBate ydactue CoBera camoympasienus KOVYII Bo Bcepoccuiickom
KoHKypce «CaMOoyTmpaBIIeHUE.

[Ipencenarens, cekpeTaphb.
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IIpakTuyeckasa padora Ne 13 «CocraBiieHue u odopmieHue NPUKA30B 110

JIUIHOMY COCTaBY», «CocraBjieHHue JUYHBIX JOKYMEHTOB»

Llenp 3ansaTus:

OOpazoBaTenbHas: HAYYUTh CTYJEHTOB MPaBUILHOMY  O(GOPMIIEHUIO JTOKYMEHTOB I10
JUYHOMY COCTAaBY B COOTBETCTBUM C HOPMATHUBHBIMU TPEOOBAHUSIMU

dopma opraHuzanuyd y4eOHOW MEeATENbHOCTH ydamuxcs (ppoHTanmpHas, TPYIIOBasd,
WUHIUBUyaJIbHAS )

TpeOoBaHUs K 3HAHUSM U YMEHUSM CTYJICHTOB:

CTYJICHTBI IOJKHBI 3HATH:

- HA3HAYEHHE IOKYMEHTOB JIMYHOTO XapaKTepa U NOPSIOK COCTaBIEHUS,

- Ha3HAYEHUE JOKYMEHTOB I10 JIMYHOMY COCTaBY, MOPSIOK COCTABJICHHS U PEKBU3UTHI
MpUKa3a.

CTYJICHTBI JIOJKHBI YMETh:

- 0pOpMIIATH MPUKA3HI 110 TUYHOMY COCTaBY,

- 0OpMIISITH TOKYMEHTHI JIMYHOTO Xapakrepa (pe3tomMe, 3asBIICHUS, AHKETY, TOKIaTHYIO
1 OOBACHUTEIIbHYIO 3aIlIUCKH).

Jluteparypa u cpeacTBa OOy4UCHHS:

OcnoBHas nureparypa: «I'OCT P 7.0.97-2016. HammonanbHsiii crangapT Poccuiickoit
®enepanuu. Cuctema cTaHIapTOB 10 UHGOPMAIUU, OMOJIMOTEUHOMY U U3/IaTeIbCKOMY eIy .
OpraHu3aiuoOHHO-pacloOpsAUTENbHAS ~ JOKyMEHTaus.  IpeboBaHuss K  0GOPMIICHHUIO
JIOKYMEHTOB.

Paznarounsiii matepuan: cxeMbl «MakeT mpukaza Mo JUYHOMY COCTaBy», «Maker
pe3romen, «Maket 3asBieHUs»», «Maker aHkeTbD», «MakeT MOKIaJIHOM 3anuckm», «Maker
CITY>K€OHOM 3aITUCKN.

3amanusi TPAKTUIECKON paOOTHI.

CTyneHThl MOJy4YalroT WHIWBUAYAJIbHBIC MPAKTUYECKUE 3aJaHUs W MPUCTYMAlT K €ro
peanu3aluu.

1. CocTaButh 1 0()OPMHUTH JOKYMEHTHI (Ha CBOE MMS1), HEOOXOUMBIC JIJIsl TpUeMa Ha
paboTy: 3asBJICHUE, pe3IOME, aHKeTa. PEKBU3UTHI IOKYMEHTOB MPOU3BOJILHEIE.

2. OdopMHUTH CBOIHBIN TIPHUKA3 O IPHEME Ha padoTy.
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PexBu3uThl npukasa:
A) ®opma no OKVY /[ — 0301015
no OKIIO — 01346758

b) I'ocynapcTBenHas myOiandHas HaydYHO-TeXHUUecKas oubnuoreka Poccum.

B) Ne nokymenra 128 5i/c, ot 01.06.08.

[') ®UO npousBoiibHOE, Tab. HOMEp 4268, CTPYKTYpHOE MOAPA3ACICHUE — TEXHUUECKHM
apXuB, TOJDKHOCTH — apxuBapuyc, Tapudnas craBka 2 400 00. OcHoBaHME - TPYI0BOI JOTOBOP
Neo 86, ot 31.05.08.

) T'opsiueBa Annna MuxaiinoBHa, Tab. Homep 4259, nex MHKpO(GOTOKOMUPOBAHUS,
nabopant, TapudHas craska 1 800 00 pyoOneit. OcHoBanue — TpyaoBod noroBop Ne 90 ot
01.06.08. mepuoy padotsi ¢ 01.06.08 r.

E) C npukazoM paboTHUK 03HaKOMJICH. JInuHas nmoanuck, nara, paciudpoBKa MOAMKUCH.

2K) PykoBoauTenb opranu3aiuu (Ipou3BOILHO).

3. [loxBeneHne UTOTOB BBHIMOJHEHHONU PAOOTHI.

4. JlomariHee 3ajaHUE:

CoctaButh 1 0OpMUTH HA ce0s1 XapaKTEPUCTUKY, aBTOOHOTpaduIo.
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IIpakTuyeckas padora Ne 14. «DopmupoBaHHe JAOKYMEHTOB B JIMYHOE /1€J10

COTPYAHUKOB

Llenp 3ansaTus:

OOpazoBaTenbHas: HAYYHTHh CTYACHTOB MPaBUIBHOMY O(OPMIICHHUIO JOKYMEHTOB B
JMYHOE JIeJI0, B COOTBETCTBUH C HOPMATUBHBIMH TPEOOBAHUSIMU

TpeOoBaHMs K 3HAHUSAM M YMEHUSIM CTYIACHTOB:

CTYACHTHI JIOJDKHBI 3HATH:

- ohopmiteHHE TTEna,

- IepeYUeHb JOKYMEHTOB HEOOXO0IMMBIX I O)OPMIICHHUS B IAYHOE JICJIO.

CTYACHTHI JIOJDKHBI YMETh:

- 0(OPMJISTH JINYHBIE JIeIa COTPYIHUKOB,

AKTyaJ'II/IBa]_II/IH OIIOPHBIX 3HAHUU U IMPAKTHYCCKOT'O OIIbITA ITPHU JOITYCKC K pa60Te:

1. Jlna gero HykHa kapTouka T-2

2 YTo KaKoe «JIMYHOE JEI0»?

3 Kakue TOKyMEHTBI BXOAST B «€JI0»
4. Cpok XpaHEeHHsI TUYHBIX Jell.

5 PeKBU3UTHI «JIMYHOTO JeN1a

3amanusi TPAKTUYECKON pabOTHI.

1. Odopmuts mMuHyO KapTouky T - 2
2. Bce cBom numuHble JIOKyMEHTHl copmupoBatb B jaeno. [lpunectu
CKOpPOCIIMBATEIIb.
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IIpakTnyeckas padora Ne 15 «Opranusanus padoThl ¢ JAOKYMEHTAMH B

yUpe:KIeHUun»

enp 3aHsATHA: 3akpenuTb TeMy «Opranuzanus paOOThl C JOKyMEHTaUuen» u
PacCMOTPETh JTOKYMEHTBHI, SIBJISIOIIMECS OCHOBOW JIJIsi OPTaHU3aluu JIEJIONPOU3BOICTBEHHOIO
npoliecca Ha MPEeANPUATHH.

TpeboBaHuUs K 3HAHUSIM U YMEHHUSIM CTYACHTOB:

CTYJICHTHI IOJ>KHBI 3HATh:

- OCHOBHBIE JJOKYMEHTHI JIE€JIONPOU3BOJCTBEHHOIO MTPOLIECCA HA MPEATIPUITHH

CTYJICHTBI JIOJKHBI YMETh:

- 0bOpPMIISITH IOKYMEHTALIUIO (PUPMBI,

AKTyanu3aius OMOPHBIX 3HAHUN U MTPAKTUYECKOTO OMBITA MPH JOIyCKE K padore:

[IpakTtrueckass paboTa cocTOUT U3 4-X 3aJaHHi, YTOOBI BBIOJTHUTH 3aIaHUS
HE00XOAMMO HCIOJIb30BATh MPEII0KEHHbBIE TPUIIOKEHHUS.

3amaHusl TPAKTUYECKON pabOTHI.

3ananue 1

N3yunB npuiokeHne 1 OTBETHTE HA BOIIPOCHI:

- B UM 3aKJIIOYAIOTCS LIEeTU U 33]]a4M CITY>KObI 1eTTONPOU3BOICTBA?

- B U€M 3aKJII0YAI0TCS (PYHKIIUU CIIy KO JIeI0NnpOon3BOICTBA?

- Ha30BUTE MPaBa U OTBETCTBEHHOCTD CIYKO JAEIONPOU3BOICTBA

- Kak ciyx0a Jelonmpou3BOJACTBA B3aMMOJICUCTBYET C JPYTMMHU TMOJPA3ICICHUSIMU
MpeanpUATUA?

3anganue 2

W3yunuB mnpuiioxkeHHEe 2 OTBEThTE HA BOMPOCHI: Kakue TPeOOBaHUS MPEAbIBISIIOTCS
cekperapro-pedepenty? Kakumu npodecCuoHalbHBIMU U JIMYHBIMH KAa4€CTBAMHU OH JIOJKEH
o0anarTe?

3amanue 3

[IpeactaBpTe  HArJIAAHO  OPraHU3aLMOHHYIO  CTPYKTYPY  KaHUEISPUM  MaJloro
MPEANPUSATHUSA.

3anmanue 4
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[IpencraBpTe HAAAHO  OPraHU3AaLMOHHYIO  CTPYKTYPY  KAHLEISAPUU  KPYIHOH

OpraHu3aLMH.
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IIpakTuyeckasa padora Ne 16 «CucTeMbl ynpaBjieHUsI TOKYMEHT0000OpPOTOM Ha

OCHOBe Web-TexHoJ0ruin»

Lenp pabotel: Hayuntbesl co3naBaTh 3JEKTPOHHBIE SIIIUKH, OTHPABIATH U IOJYy4YaTh
ouTy.

[Topsinok BBIMOTHEHUS pabOThI

1 3anucaTe HOMep MPaKTUYECKON paboThl, TEMY U LI€Tb paOOTHI.

2 BoinoaHUTh 3a1aHKE.

3ananue 1

Co3nate mpeseHTanmio B mporpamme Power Point Ha Temy «CHCTEMBI YIpaBICHHUS
AJIEKTPOHHBIM JIOKYMEHTO000pOTOM». B KauecTBe ciaiiioB peKOMEHIyeTCs CAeAYIOIIHE:

1 Tewma.

2 HcTtopusi poCCHIICKOro ppIHKa CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTA.
3 TlomymsipHBIE CUCTEMBI SJIEKTPOHHOTO TOKyMEHT000O0poTa B Poccum.

4 llenu UCTIONB30BAHUS CUCTEM YIIPABJICHUS 3JIEKTPOHHBIM 000POTOM.

5 Crnaiiapl Ha CBOE€ YCMOTpPEHHUE.

Metonuueckue MaTepuabl

DNEeKTPOHHBIA JTOKYMEHTOOOOPOT BKJIIOYAET: CO3/JaHHME JOKYMEHTOB, MX 00paboTKy,
neperavyy, XpaHEHUE, BbIBOA HMHPOpMAlUU, LUPKYJIUPYIOUIE B OpraHu3alud WU
MPEANPUATAH, HA OCHOBE HCIIOJIb30BAHUSI KOMIIBIOTEPHBIX CETEH.

[Ton ynmpaBieHuEM »HIIEKTPOHHBIM JOKYMEHTOOOOPOTOM B OOIIEM cliyyae MPHHSITO
MOHUMATh OPTaHU3ALMIO ABUKEHUS TOKYMEHTOB MEXIY MOAPA3ACICHUSIMU NPEANPUITHS UITU
OpraHu3alliy, TPYIMIaMH MOJIb30BATENEeH WM OTIAEIbHBIMU MOJb30BaTeaMu. [Ipu 3TOM, moj
JIBMKEHUEM JOKYMEHTOB IOApa3yMEBAeTCsl HE UX (PU3MUECKOe MNepeMellleHue, a nepenada
MpaB Ha UX MPUMEHEHUE C YBEJOMJICHHMEM KOHKPETHBIX IOJIb30BATEIEH W KOHTPOJIEM 3a UX
VICITOJTHEHHEM.

Poccuiickuif  pBIHOK ~ CHUCTEM  DJIGKTPOHHOTO  JIOKYMEHTOOOOpOTa  3apOduMIICs
NpuOJIM3UTENBHO B KOHIE 1980-X ro/oB, B 3TO BpeMsi B MUHHUCTEPCTBAX U BEJOMCTBAaX IIlIa
pa3paboTKa MEpBbIX aBTOMATHU3UPOBAHHBIX cHcTeM. CHCTEMbI NPEACTaBIsIM CO00H OIHO
pabouee MecTo cekpeTaps, AeNONPOU3BOAUTENS, IKCIeauTOpa. OYHKIIMOHAI CUCTEM MEPBOTO

MOKOJICHHsI OBLTT BEChMa OTPAHUYEH: BBOJ PETUCTPAIMOHHO-KOHTPOJIbHBIX KapTouek (PKK) B
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CUCTEMY, BEJCHHE XYypPHAIOB BXOJALIUX/UCXOIAIINX BHYTPEHHUX JTOKYMEHTOB U OOpallieHui
rpaxnaad, mnouck PKK mo arpubyram, cocraBieHHe ONEPATUBHBIX OTYETOB IO
JOKYMEHTOOOO0POTY JIJIs1 pyKOBOJICTBA.

[ToBpimenue TpeboBanuil k ¢yHkimonaabHocTH COJl M pa3BuTHEe MHPOPMAIMOHHBIX
TEXHOJOTMM TPUBEIM K CYHIECTBEHHOMY pACIIMPEHUI0 (YHKIMOHAJIBHBIX BO3MOYKHOCTEH
CUCTEM. 3HAUUTENbHO YCKOPWJIO pa3BUTHE CHUCTEM DJIEKTPOHHOIO JOKYMEHTO00OpOTa
MOSIBJIEHUE 3aKOHOJATEIbCTBA B 00JIACTH aBTOMATU3UPOBaHHBIX cHcTeM (3akoH D3 Nel «O06
OII1»,2002; TOCT PCO 9001:2001 u 1.1.)

B HacTosiumii cuctem poccuiickuil peiHOK COJl, Kak 1 MEXIyHapOIHBIN, pa3BUBAETCS B
cootrBeTcTBUM ¢ ECM-konuenmueit (Enterprise Content Management), 4To mnpeamnojaraet
YIPABICHHE HE TOJBKO CTPYKTYPUPOBAaHHBIMM JOKYMEHTaMH, HO M BCEM COJEPKUMBIM
(KOHTUHEHTOM) KOMIIAHUH.

Poccuiickuil ppIHOK CHCTEM 3JEKTPOHHOTO JOKYMEHTOOOOPOTa HAa CETOAHSILIHUN JE€Hb
HacuuThIBaeT Oosiee 50 MPOAYKTOB, UMEIOIINE HAUOOIIbILIEE YUCIIO BHEPEHUI B CBOEM KJIACCE:

— U3 CHCTEM JIEJIONPOU3BOJICTBA — cUcTeMa Jleno-npeanpusTue;
— M3 CUCTEM YHIPaBJIEHUS 3JIEKTPOHHBIM IOKYMEHTOOOOPOTOM — CHUCTEMA
DocsVision;
— U3 CUCTEM-HAaJICTPOeK U KOHCTPYKTOpoB — BOCC-PedepeHnr.
Cucrema  ympaBi€HMS  DJEKTPOHHBIM  JIoKymMeHTooOopoTtom  (CYDU)
IIpeHAa3HAYEeHa IS CIEAYIOIINX LENeH:

— MHTErPAllMM  TPOLIECCOB  JOKYMEHTAIBHOTO  OOECHEYEHHs]  yIpaBiICHUS
MPEANPUATHEM B paMKax €IMHON MHPOPMALIMIOHHON CUCTEMBI;

- NOBBIIIIEHHE HWH(OPMUPOBAHHOCTH PYKOBOACTBA M CHEIHUAIUCTOB 3a CYET
YBEIMYCHUSI O00bEeMOB WH(GOPMAIIMOHHOTO XpaHEHWsA, IIEHTPAIM30BAaHHONW 00paboTKH
uH(popMaIMU, YMEHBIICHUS BPEMEHU IOUCKA JIOKYMEHTOB M COOTBETCTBEHHO MOJTOTOBKH
OTYETOB U JIOKJIAJIOB, a TAKXKE 32 CUET IMOBBIIIEHUS MOJHOTHI U JOCTOBEPHOCTH OTYETOB;

— YMEHBIIEHUS! CTOMMOCTH  JIOKYMEHTAallMOHHOTO OO€CleyYeHus yIpaBiIeHUs
NpEANpPUATHEM 3a CUET Mepexoja OT OyMakKHOro JEJIONPOM3BOJCTBA K 3JIEKTPOHHOMY,

CHMXKXCHHUSA CTOUMOCTH KOIIMPOBAHUA U IICPCaAAIN 6YMEDKHBIX JTOKYMCHTOB,
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- YMEHBIIIEHUS CTOUMOCTH ¥ COKPAIIICHUS BPEMEHH TIOUCKA OYMa)KHBIX OPUTHHAIIOB
JIOKyMEHTOB B apXMBHOM XPAHCHHWH 3a CUET TOJYyYCHUS TOYHOW aJpecaliiid B IJICKTPOHHOM
BUJIE;

- WHTErpalui HHPOPMAITMOHHBIX TTPOIIECCOB B paMKaxX KOOTEPAIH MPEITPUITHH;

— CO37JaHME KAaueCTBEHHO HOBOW HWH(POPMAIIMOHHON 0a3bl IS TOCIEAYIOIIETO
COBEPIIICHCTBOBAHMS  MPOIECCOB  JOKYMEHTAIIMOHHOTO  OOECIICUCHUs  YIPABJICHHUS W
TEXHOJIOTHH PaOOTHI C JIOKYMEHTaMH.

3aganue 2

OTBETUTH HA TECTOBLIC BOIIPOCHI, OTBCTLI IIPCACTABUTDL B BUC Ta6JII/IIIBIZ

OTtBeTbl
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

TecrtoBble 3anaHus

1 JIOKyMEeHTHpOBaHUE — 3TO:

a) IPUIaHUE IOPUINICCKON CHIIBI TIPUHITOMY YIIPABICHUYECKOMY PEIICHUIO C TIOMOIIBIO
JTIOKyMEHTOB;

0) 3amMch B COOTBETCTBUH C 3aKOHOJIaTEIIbCTBOM;

B) CO3/IaHHE JTOKYMEHTOB, T.€. 3aIIUCh M0 YCTAaHOBJICHHBIM (hopMaM HEOOXOAMMON s
yIpaBJICHUS HHPOPMAIIHH.

2 JIokyMEHTAITMOHHOE 00€CTICUeHNE YIIPABICHHS — ITO:

a) oTpacib JACATENBHOCTH, OOECIEeUMBAIONIasl TOKYMEHTUPOBAHHE U OpPTaHU3AIHIO

paboThI ¢ OUIIMATBLHBIMU JOKYMEHTAMU;
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0) npueM u o0paboTKa IOKYMEHTOB, HEOOXOAUMBIX AJIi MPUHATHUS YIPABICHYECKUX
pEIIeHUH U peann3aliy yIpaBIeHYeCKX (HyHKIUH;

B) 3allUCh MO YCTAHOBJEHHBIM (hopmam HH(OpMaIMK, HEOOXOIUMON MO peanu3aluu
YIPaABIECHYECKUX PELICHUM.

3 Ormpejnenenrie TEPMUHA «TOKYMEHT»:

a) 3auKCUpOBaHHAs Ha MaTepuaJbHOM HOcUTele HH(OpManus C PEKBU3UTAMU,
MO3BOJIAIOIINMU €€ UICHTU(DUITUPOBATE;

0) CpeICTBO 3aKperUIeHHs] PA3IMYHBIM CIIOCOOOM Ha CHEIUAIbHOM MaTepUabHOM
HocuTese nHpopmaru 06 ynpaBIeHYECKUX PEHIICHUIX;

B) MaTepUANIbHBIA OOBEKT C 3areyaTieHHON nH(popMalei.

4 CornacHo TpedoBanusaMm, yctaHoBieHHbIM B ['OCT P 6.30-2003, kaxoe npeanpusTie
0053aHO PUMEHSITh:

a) oOmwMii OJaHK, OJIaHK TpUKa3a, OJTAaHKKU KOHKPETHBIX BUJIOB JJOKYMEHTOB;

0) OaHK mpeanpusATUs, OJIaHK MUChMa, OJJAHKH KOHKPETHBIX JOKHOCTHBIX JIULL;

B) OJIaHK MHUCbhbMa, OO OJTaHK, OJTAHKM KOHKPETHBIX BHJIOB JJOKYMEHTOB.

5 @opmynsp-odpazel] OpraHu3alMOHHO-PACIOPSAUTEIBLHOTO JOKYMEHTA MPEICTaBIsSET
co0O0i:

a) MakeT OJIaHKa JIOKYMEHTA, TTOJITOTOBJIEHHOTO K W3JIaHUI0 TUIOTPAPCKUM CIIOCOO0M;

0) oOpaser OJaHKa JOKYMEHTA;

B) CXE€MY PacIoJIO’KEHHUsI PEKBU3UTOB OPTaHNU3aIIMOHHO-PACTIOPSANTETFHOTO JOKYMEHTA,;

r) oOpa3zel KOHKPETHOTO BUa OpraHU3allMOHHO-PACTIOPSIUTENBHOTO JOKYMEHTA.

6 B xakom BapuaHTe OTBeTa MPAaBUIHLHO HA3BaHBI PEKBU3UTHI 00IIEro OJaHKa:

a) HaMMEHOBAaHWE OpraHu3alud, »SMOJieMa OpraHuW3allid WJIA TOBAapHBIA 3HAK,
HanMmeHoBaHue Buaa gokymenrta, OI'PH, MHH/KIIII, 3aromoBok k TEKCTy, agpecar;

0) HauMEHOBaHWE OpPraHW3alliy, MECTO ISl BUAA JHOKYMEHTa, JaTa, PEeruCTPAIlMOHHBIN
HOMEp JOKYMEHTa, MECTO COCTaBJICHHUS;

B) HaMMEHOBaHWE opraHu3anuu, koj opranuzanuu, OI'PH, MHH/KIIII, crnpaBouHbie
daHHBIE 00 OpraHu3anuu, JaTa, PErHCTPAIlMOHHBIA HOMEpP, CChUIKAa Ha PETUCTPallMOHHBIN
HOMEp U J1aTy JOKYMEHTA.

7 Hymeparusi cTpaHuIl JOKYMEHTa MPOU3BOAUTCS:

a) MO LIEHTPY HUKHETO TOJIS;
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0) B IpaBOM HUKHEM YIIIy JOKYMEHTA;
B) 110 IIEHTPY BEPXHETO IOJIS;

I') B IPAaBOM BEPXHEM YIIIy JOKYMEHTA.
8 PexBM3UT mOKyMEHTa — 3TO:

a) GupMeHHBIN OJ1aHK;

0) OCHOBHas 4acTh JOKYMEHTA;

B) €ro OT/ICJIbHAS YaCTh.

9 Kakue criocoObI opopMiIeHHs AaThl B JOKYMEHTAX SIBJISIOTCS IPABUIHHBIMU?

a) 05.02.07. n) 5 ¢pespansa 2007 r.
6) 05.02.2007 r. e) 07.02.05

B) 05 despans 2007 r. %) 05 despans 2007
r) 2007.02.05

10 O6s13aTeIbHOMY YTBEPKICHUIO TOJIJIEKAT:

a) MpUKa3bl;

0) ciy>keOHBIE 3aIUCKU;

B) KOHTPAKTHI;

I') LITATHOE PACIMCaHUE;

1) TapaHTUITHBIC MTHCHhMA.

11 ABTOpOM CiTy)K€OHOTO MHChMA SIBISETCS:

a) IOJDKHOCTHOE JIUIIO0, MOITUCABIIEE TOKYMEHT;
0) UCTIOJIHUTEIIb, COCTABUBIINN IOKYMCHT;

B) OpraHu3alysi, OT UMEHU KOTOPOIl OTIPaBISETCS MUCHMO.

12 Ha xakoM ciy>keOHOM MUChME IMPOCTABIIICTCS CChUIKA Ha HOMEP U JaTy JIOKYMEHTa!

a) rapaHTUITHOM;

0) CONPOBOAUTEIHLHOM;

B) OTBETHOM;

I') UAPKYJISIPHOM;

1) Ha BCEX MHChMax.

13 Yto siBNISIETCS AATOM MPOTOKOA:
a) J1ata MoJMUCaHus;

0) ara 3acenaHus;
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B) JlaTa pErucTpaiuu.

14 OTmeTKa 0 KOHTPOJIE MPOCTABIISIETCS HA IOKYMEHTE:

a) Ha BEpXHEM I10JIE€ B [IPABOM YTIY;

0) Ha HWKHEM TI0JIE B IIPABOM YIIIY;

B) Ha JICBOM I10JI€;

I') MPOU3BOJIHHO.

15 PexBuzut «llognuce» Ha AOKyMEHTaX, MOAMHUCHIBAEMBIX IBYMS JOJKHOCTHBIMU
JUIAMHU OJTHOTO YPOBHS, 0OPMIIIETCS:

a) B JIBa psijia HA OJTHOM YPOBHE;

0) o7HA TOAMUCH IO IPYTOW;

B) M0 OJIHOM MOANUCH B ABOMHOM KOJIMYECTBE IK3EMIUISIPOB TOKYMEHTA.

16 B pesympraTe paccMOTpEHHS PYKOBOJIUTENIEM BXOJSIIETO TOKYMEHTa Ha HEM
MOSIBIISIETCA:

a) TIOINCh;

0) pe3oJonus;

B) BH3a.

17 Pe3osnronus MpoCTaBIsAETCS:

a) B PaBOM BEpXHEM YTIIY;

0) Ha TOJIAX JOKYMEHTA,

B) Ha JTI0OOM CBOOOHOM MECTE JJOKYMEHTa, KPOME TOJIEH;

r) oA pekBu3uToM «lloamucey.

18 Kakoii peKBU3HUT HE BXOIUT B (POPMYJISp MPHKa3a MO OCHOBHOM JAESITETLHOCTH:

a) Ha3BaHHUE OpraHu3allny;

0) BU JIOKYMCHTA,;

B) MECTO U3/IaHUS;

T) aJipecar;

1) 3aT0JIOBOK K TEKCTY.

19 J1okyMeHTOOOOPOT YUPEXKACHHS peaTu3yeTcsl B BUJIE JOKYMEHTOIOTOKOB:

a) BHEIIIHKE, BHYTPEHHHUE;

0) obunManbHbIe, TUYHBIE;

B) HH(OPMAITMOHHBIE, PACTIOPSAUTEIILHBIC;
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T') 10 OCHOBHOM JAESTEIbHOCTH, M0 JUYHOMY COCTaBY;

1) BXOJAIIUE, UCXOIAIINE, BHYTPEHHUE.

20 Kakue JOKYMEHTHI SIBJISIIOTCS paCOPsIAUTEIIbHBIMU:

a) MOJDKHOCTHASI MHCTPYKLUSA, MPHUKa3, PElIeHUE, YKa3aHHe, YUPEAUTEIbHBIA JOTOBOP
(KOHTpaKT);

0) npukas, perieHue, ykazanue, IoOCTaHOBIICHUE, PACTIOPSKEHUE;

B) penieHue, J0roBop (KOHTPAKT), yKa3aHue, IpuKa3, IPOTOKOJI, PaCIOpsKEHUE.

21 Kakue JOKYMEHTHI SIBJISIIOTCS] OPraHU3aMOHHBIMH:

a) ycTaB, TOJIO)KEHWE, MHCTPYKIHS, CTPYKTypa M IITaTHas YUCIEHHOCTb, IITaTHOE
pacnucaHue, IpaBuia;

0) ycraB, IOJIO)KEHUE, MPOTOKOJ, MOCTAHOBJIEHHE, MpaBUjIa, IITATHOE paclUCaHUE,
JOroBOp (KOHTPAKT);

B) YCTaB, MOJIOKEHHE, MHCTPYKIUS, IUITATHOE paclucaHue, MpaBuiia, MpUKa3, JOTOBOP
(KOHTpPAaKT).

22 BXoasmuii JOKYMEHT IPOXOIHT CIAeAYIOIINe dTanbl 00paboTKu:

a) COCTaBJIEHUE MPOEKTa — COIIaCOBaHUE — O(POPMIIEHHUE — MOANKUCAHUE — PETUCTPALIUS —
WCTIOJTHEHUE — HAMpaBIICHUE B JIETIO;

0) mpuem — nepBuyHasi 00paboTKa — MPEABAPUTEILHOE PACCMOTPEHUE — PACCMOTPEHUE
PYKOBOIMUTENEM — UCIIOJIHEHUE — HAIPaBJICHUE B JIEJIO;

B) COCTaBJICHHE MPOEKTA — COTJIacOBaHUE — O0(OpMIICHHE — MOAMMCAHNE — PETUCTPAIUS
— UCIOJHEHHUE — OTIPABIICHUE;

) IpUeM — NepBUYHas 00paboTKa — MPEABAPUTENBHOE PACCMOTPEHUE — PETUCTPALUS —
paccMOTpEeHHE PYKOBOIUTENEM — UCIIOTHEHUE — HAPaBIIEHUE B JIEJI0;

n) odopmiieHHe JTOKYMEHTOB — IIOANKUCAHUE — PETUCTpalus — COIJIaCOBaHHE —
YTBEPXKIACHHUE — OTIPABKA.

23 Ucxonamuii JOKYMEHT MPOXOAUT CIICTYIOIINE 3Tarbl 00paOOTKH:

a) COCTaBIIEHUE TIPOCKTA — COTIaCOBaHUE — O(POPMIICHHE — MOANMCAHNE — PETUCTPALINAS —
WCTIOJTHEHUE — HAMpaBJIEHUE B JIEJIO;

0) mpueM — mepBOHayanbHas 0OpabOTKa — TMPEABAPUTEIBHOE PACCMOTPEHUE —

PacCMOTpPEHUE PYKOBOJIUTENEM — UCIIOJHEHUE — HAMPABIIEHUE B JIEJIO;
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B) COCTaBJICHHE MPOEKTa — COrIacOBaHUE — 0(OpMIICHHE — MOAMUCAHNE — PETUCTPALIUs
— WCTIOJIHEHUE — OTIIPABKa;

r) odopmieHue AOKYMEHTa — TOJIUCAHUE — PErucTpaluus — COIJIaCOBaHHE —
YTBEPKJICHHUE — OTIIPABKA.

24 BayTpeHHUHN JOKYMEHT MPOXOIUT CIASAYIOIIUE ATaIlbl 00pabOTKHU:

a) COCTaBJIEHUE MIPOEKTa — COTJIacoBaHuE — 0(hOPMIIEHHE — TIOJIMUCAHNUE — PETUCTPAITUS —
WCIIOJTHEHUE — HAMPaBJICHUE B JIEJIO;

0) mpueM — TmepBOHayaibHas o0OpaboTka — TMpeABAPUTEIILHOE pPACCMOTPEHUE —
paccMOTpEeHHE PYKOBOAUTENEM — UCIIOHEHUE — HAPaBJIEHUE B JIEJIO0;

B) COCTaBJICHHE MPOEKTA — COTJIacOBaHUE — O0(OpMIICHHE — MOAMMCAHNE — PETUCTPAIUS
— OTIPABKa;

r) npueM — TMepBOHAYabHasi o00padOTKa — TMPEABAPUTEIIBHOE PACCMOTPEHUE —
perucTpanus — pacCMOTPEHUE PYKOBOJUTEIEM — UCIIOJIHEHHE — HAIIPaBJICHHUE B JIETIO;

n) odopmieHHEe TOKyMEHTa — TOMMUCAHUE — PETUCTpalUs — COTJIAaCOBaHUE —
YTBEP)KJICHHUE — OTIIPABKA.

25 OcHoBaHue U3JIaHUA MTPUKa3a 0 OCHOBHOM JIEATETLHOCTH COJEPIKUTCS:

a) B 3ar0JIOBKE;

0) B KOHCTaTUPYIOIICH YacTU TEKCTa,

B) B IIPWJIAra€MbIX JJOKyMEHTAaX;

T') B paClopsIIUTEILHOM YacTH TEKCTa MPUKa3a.

26 OcHoBaHuWe U3/IaHUA MPUKa3a 00 YBOJIbHEHUH COTPYIHUKA (PUPMBI COJIEPKUTCS:

a) B 3ar0JIOBKE;

0) B KOHCTaTUPYIOUIEH YacTH MPUKA3a;

B) B O3UIMHU TeKcTa « OCHOBaHUEY;

T') B IpUJIaraeMbIX JTOKYMEHTaX;

1) B pacTiopsiANTEIILHON YacTH TEKCTa MpUKa3a.

27 Cpoku XpaHEHHUS JOKYMEHTOB MOTYT YCTaHABIINBATh:

a) pyKOBOJIUTEJIb OPraHU3AIINY;

0) 3aBeAyIONINIA BETOMCTBEHHBIM apXHBOM;

B) HauaJbHUK CIYKObI JIOY;

T') 3KCIEPTHO-TIPOBEPOUYHBIE KOMUCCUU aPXUBHBIX YUPEKICHUM.
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28 HomenkmaTypa aen — 3710:

a) CITUCOK CTPYKTYPHBIX MOpa3ieiIcHI (PUPMBI;

0) criicok fen GupMbI ¢ yKa3aHUEM CPOKOB XpaHCHUS,

B) CIIMCOK JIeJI, TIEpeIaBaeMbIX B apXUB.

29 HoMeHkaTypa Jie71 OpraHru3aliy MOIJICKUAT TIEPEyTBEPIKICHHIO:

a) KaXIbIM TOI;

0) pa3 B JBa roja;

B) pa3 B TpHU roja;

r) pa3 B MATh JIeT (B ciydae, €clid CTPYKTypa W (YHKIHH OpPTraHU3AINH KOPECHHBIM
00pa3oM HEe U3MEHSUIUCH).

30 Kaknm u3 niepeunciieHHbIX HOPMATHBHBIX aKTOB PYKOBOZICTBYeTCs cimyxkoa JI0Y?

a) JIOTOBOPOM;

0)IOCTaHOBJICHUEM,

B)3aKJIIOUCHHUEM;

T')[10JI0KEHUEM.
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HNudopmanuonHoe odecrieyenne 00y4eHust

OCHOBHbBIE HCTOYHUKHI

1 JlokyMeHTaIlMOHHOE 0OecTieueHne yrpaBieHus [ DIeKTPOHHBINA pecypc] : yaeOHUK
/ A. C. I'punbepr [u ap.]; O.A. Myxamermmna; H.H. T'opbaués; H.H. I'opbaués; A.C.
I'punbepr. - JlokymeHtanmonHoe obecneueHue ynpasiaeHus ; 2020-10-10. - Mocksa :
IOHUTHU-JJAHA, 2017. - 391 c. - Knura naxoaurcs B 6azoBoii Bepcuu DbC IPRbooks. - ISBN
978-5-238-01770-9.

JlonomHUTENbHBIE UCTOYHUKHU

1 JIOKyMEHTAIIMOHHOE O0OECIIeUCHHE YIPaBICHUS (ICIONMPOU3BOACTBO). YdueOHOe
nocooue / beikoBa Tarpsina AnekcanapoBHa, KysnemoBa TaresHa BsdecnmaBoBHa. - 2;

nepepad. u goi. - Mocksa : OO0 "Hayuno-uznatenbckuit ientp MHOPA-M", 2018. - 304 c. -

Kuaura maxomurcs B OBC  Znanium.com. - cpennee mnpodeccronanbHoe. - |ISBN
9785160139135.
2 JIOKyMEHTAI[MOHHOE ~ OOECIICYCHUE CHUCTEMbI  YIPABICHHUS  OpraHu3anuei

[DnexTponHHBIN pecypc] : yueOHoe nocooue / P. . Cumonsn; P.S. Cumonsin. - CapaTtoB: Aif
[u Op Menua, 2018. - 180 c. - Knura naxoaurcs B 6azopoii Bepcuu ObC [PRbooks. - ISBN
978-5-4486-0167-5.

3 JlokyMeHTaI[HOHHOE oOecreuenue [DneKTpoHHbIN pecypc]: yuedHoe mocodue / .
P. Poxnsarosckas; W.P. PoxusroBckas. - Cumdepornosib: YHUBEPCUTET SKOHOMUKH U
ynpasnenus, 2016. - 104 c. - Kaura naxoaurcs B 6a3zoBoii Bepcuu IbC IPRbooks.

4 JlokyMeHTarnmoHHoe obecrieueHne ynpasiaeHus: YdueoHoe nocodue / 'maguiiE.B. -
M.: UIl PUOP, HUI] MHDPA-M, 2016. - 249 c.: 60x90 1/16. - (IlpodeccuonanbHoe
obpazoBanue) (Ileperiér) ISBN 978-5-369-01042-6

5 JenonpousBoacTBo: YueOnuk / T.A. beikosa, JI.M. Bsnosa, JI.B. Cankuna; Ilox
pen. T.B. Ky3uenoBoii. - 3-e uza., nepepad. u gon. - M.: UHOPA-M, 2012. - 364 c.: 60x90
1/16 + CD-ROM. - (Beicmiee oopasosanue). (nepermier) ISBN 978-5-16-004923-6

6 Jlenonpon3BOACTBO: JOKYMEHTAIIMOHHOE OO0ECIeUeHUe YNpaBieHUs: YueOHoe
nocobue / [Tanacenko FOnust AnexcannpoBHa. - 3. - MockBa; Mocksa: M3narensckuit Llentp
PHOP : OO0 "Hayuno-uznatensckuii neHtp MHOPA-M", 2016. - 112 c. - Knura Haxogutcs
B OBC Znanium.com. - BO - bakanaBpuar. - ISBN 9785369010549.
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7 JloxymeHTaMOHHOE OO€eCleYeHne YIPaBJICHUS HErOCYyJapCTBEHHBIX OpTraHU3aIlHii:
YueOHoe mocobue / beikoBa Tatesina AnekcanaposHa, Cankuna Jlapuca Bnagumuposna. - 2;
nepepab. u gor. - Mocksa : OOO "Hayuno-uzgarensckuit ueatp MHOPA-M", 2015. - 302 c. -
Kawura naxonures B ObC Znanium.com. - ISBN 9785160103792,

HopmaTtuBHO-TIpaBOBBIE UCTOYHUKH

1 OdenepanpHbii 3akoH "OO apxuBHOM Jene B Poccuiickoit denpepanuu” o1
22.10.2004 N 125-®3 (mocnemHsist peaaKiimsi)

2 ®enepanbHblii 3akoH "O0 uHbOpMaIK, UHGOPMAIIMOHHBIX TEXHOJIOTHSIX U O
samute napopmaruu" ot 27.07.2006 N 149-D3

3 ®enepanbHbii 3ak0H "O koMmMepueckoi TaiiHe" ot 29.07.2004 N 98-D3

4 3akoH P® ot 21.07.1993 N 5485-1 (pea. ot 29.07.2018) "O rocynapcTBeHHOMI
TaiiHe"

5 I'oCt P 7.0.97-2016. HanuonansHbili cTaHmapt Poccuiickoit ®dexnepanuu.
Cucrema craHaaproB 1o HHPoOpMauuu, OUONMOTEYHOMY M M3JATEIbCKOMY Jeiy.
OpraHu3aimoOHHO-PACTIOPAIUTENIbHA ~ JOKyMEHTauusa. IpeboBaHus K  O(OPMIICHHUIO
JOKYMEHTOB

6 I'OCT P 7.0.8-2013. HarmonanwHeii ctangapt Poccuiickoit @enepanuu. Cucrema
CTaHAApTOB MO0 MH(POpMAINK, OMOIMOTEYHOMY U U3JaTEIbCKOMY Nieny. [lenonpon3BoacTBo u

apxuBHOe jeno. Tepmunbsl u omnpexaenenus (yrB. IIpukazom Poccranmapra ot 17.10.2013 N

1185-cT)
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HPUJIOKEHHUE

5 %}

) HageXHas npaBoBas nogaeprKa
*"f‘tﬁr apa pa .U.U. p

"OCT P 7.0.97-2016. HaumoHanbHbIM cTaHAapT

Poccnnckon ®epepaumn. Cuctema ctaHaapToB Mo

MHdopMaumn, bnbnnoTeyHoMy U U3aaTenbCKoOMy
neny. OpraHu3aUnoHHO-pacnopsiaMTeNbHas
NOKYMeHTauus. TpeboBaHuns K 0hOpMIEHUIO

[I0OKyMeHTOB"
(yTB. [Npnka3soM PocctaHaapTta ot 08.12.2016 N
2004-cT)
(pea. ot 14.05.2018)

[okyMeHT npepoctasneH KoHcynbTaHTINAIOC

www.consultant.ru
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®EOEPAJIbHOE ArEHTCTBO NO TEXHUYECKOMY PEIYJIMPOBAHUIO
N METPOJNIOIn

HALUMOHAIBbHbIA CTAHOAPT POCCUUCKOW ®EQEPALIMA
FOCT P 7.0.97-2016

CUCTEMA
CTAHAOAPTOB NO NUHPOPMALUU, BUBJTMOTEHHOMY
N USOATEJIbCKOMY OENY

OPIrAHN3ALUUNOHHO-PACMOPAOUTENIbHAA OOKYMEHTALUUA
TPEBOBAHUA K OPOPMJIEHUIO IOKYMEHTOB

System of standards on information, librarianship
and publishing. Organizational and administrative
documentation. Requirements for presentation
of documents

CrucoK U3MEHSIONIUX JOKYMEHTOB
(B pen. Usmenenus N 1, yrB. [Ipukazom Poccrangapra
ot 14.05.2018 N 244-cT)

Koncynprantlntoc: npumedanue.
IIpukazom Poccranmapra ot 25.05.2017 N 435-ct nmara BBeaeHus B JeiictBue HanuonanbHOro
crangapta PO I'OCT P 7.0.97 - 2016 nepenecena Ha 1 uronsg 2018 roza.

Jlata BBenenus - 2017-07-01
MNMpeaucnosue

1 PA3PABOTAH ®enepanbHbiM  OOJKETHBIM — yupexjaeHueM "Bceepoccuiickuii  HayuyHO-
UCCIIEIOBATENIbCKUM HMHCTUTYT JOKyMeHToBeneHus u apxuBHoro gena" (BHUMIAI) PenepanbHOro
apXUBHOT'O areHTCTBA

2 BHECEH Texnuuyeckum komuteToM 10 cranaaptuzaimuun TK 191 "Haywyno-texHuueckas
nH(popmalys, 6MOIMOTEUHOE U U3AATEIbCKOE J1e10"

3 VTBEPXJEH W BBEJEH B JENCTBUE Ilpuxazom ®enepanrbHOTO areHTCTBA IO
TEXHUYECKOMY PETyJINpPOBaHUIO U MeTpojoruu oT 8 aexadbps 2016 r. N 2004-ct

4 B HacroseM craHfapTe peanu3oBaHbl HOpMbl DenepanbHblx 3akoHOB oT 27 mrong 2006 r. N
149-®3 "O6 uHpopManuu, HHOOPMAITMOHHBIX TEXHOJIOTHSAX U O 3amuTe nHpopMmarmu", oT 22 OKTIAOpS
2004 r. N 125-®3 "O6 apxuBHoM faene B Poccuiickoit denepannn”

5 BBAMEH I'OCT P 6.30-2003

[IpaBuna npuMeHEHHs HACTOSIIETO CTaHJapTa YCTAHOBJIECHBI B cTaThe 26 DenepalibHOro 3aKOHA OT
29 wmrona 2015 r. N 162-®3 "O cramgaptuzanuu B Poccuiickoit ®enepanuun". Madopmamms o0
M3MEHEHUAX K HACTOANIEMY CTaHAApTy MyOIUKyeTcsl B €XKerogHoM (M0 COCTOSHHUIO Ha | siHBaps



TEKyILIero roja) uHpopManMoHHOM Yykaszarene "HamumoHanbHble cTaHIapThl', a OQHUIMATBHBIA TEKCT
W3MEHEHUH M TPABOK - B eXeMecsdYHOM uHpopmarmoHHOM ykasarene "HammonameHbie ctaHmaptel”. B
cllydae IepecMOTpa (3aMEHbl) MJIM OTMEHbl HACTOSAIIEr0 CTaHJIapTa COOTBETCTBYIOILEE YBEIOMIIEHHE
Oyzer omnyOJIMKOBaHO B OJMDKaMIIEM BBITYCKE €XKEMECAYHOro HH(GOPMALMOHHOTO YKa3aTels
"HanmonaneHbie cTangapthl”. COOTBETCTBYOMAsS HHPOPMALIUS, YBEAOMICHHUE U TEKCTHI pa3MEIIaloTCs B
MHGOPMALMOHHOM crucTeMe oOIIero Mob30BaHMs - Ha 0pUIMaIbHOM caiite denepanbHOro areHTCTBa 10
TEXHUYECKOMY PETYJIIMPOBAHUIO U METPOJIOTUH B ceTu MHTEepHeT (Www.gost.ru).

HacTosammii crangapT He MOXKET OBbITh MOJHOCTHIO MIIM YaCTUYHO BOCIIPOU3BEACH, TUPAKUPOBAH U
pacrpocTpaHeH B KadecTBe OQHUIMAIbHOrO M3gaHus 0e3 paspemnieHuss DenepaabHOro areHTCTBa IO
TEXHUYECKOMY PETYIUPOBAHUIO U METPOJIOTUU

1 O6nacTb NnpMMeHeHus

Hacrosimuii craHzapT pacnpocTpaHseTcs Ha OpraHU3alMOHHO-PACIOPSAIAUTENbHBIE JOKYMEHTHI:
YCTaBbl, MOJIOKEHUS], IIPaBUJIa, HHCTPYKLUHU, PErJIaMEHTbI, [TIOCTAHOBJIECHUS, PACIIOPSKEHUS, MPUKA3bI,
peleHusl, IPOTOKOJIbI, JOrOBOPBI, aKThl, TMCbMa, CIIPaBKU U Jp. (Aajee - JOKYMEHTHI), B TOM 4HUCIIE
BkimoyeHHeile B OK 011-93 "OOmepoccuiickuii kimaccuukaTtop yHIpaBiIeHYECKOW JOKyMEHTaruu"
(OKVY 1), xmace 0200000.

Hacrosimuii cranmapT onpenenser cocTaB peKBH3HTOB JOKYMEHTOB; INpaBHia WX O(POPMIICHHS, B
TOM 4YHCJIE€ C TNPUMEHEHHEM HH()OPMALMOHHBIX TEXHOJOTHH; BHIBI OJAHKOB, COCTaB PEKBU3UTOB
OJIAaHKOB, CXEMBI PACIOIOKEHUSI PEKBU3UTOB HAa JOKYMEHTE; OOpa3lbl OJAHKOB; INpaBHJIA CO3JIAHHS
IOKyMeHTOB. [lonokeHHs HACTOSIIEro CTaHAapTa paclpoCTPAHSIOTCS Ha JOKYMEHTHI Ha OyMaKHOM H
AJIEKTPOHHOM HOCHUTEJISIX

2 HopmaTuBHbIe CCbINKU

B HACTOAIICM CTaHAAPTEC MCITIOJIb30BAaHbl HOPMATUBHBIC CCBIJIKU Ha CIICAYIOINEC CTAaHAAPThI:

I'OCT P 7.0.8 Cucrema cranfapToB Mo HMH(popManuu, OUOINOTEYHOMY M HM3AATENbCKOMY JAETy.
Jlenonpon3BOACTBO U apXUBHOE J1€510. TepMUHBI U OIPEACICHUS

['OCT P UCO 15489-1 Cucrema craniapToB 1o nuHpopManuu, OHOIMOTEUHOMY U M3/1aTEIbCKOMY
neny. Yopasienue nokyMentamu. OO0mue TpeOoBaHus

[Tpumeuanue - IIpu Moib30BaHMM HACTOSIMM CTaHAAPTOM LEIecO0O0pa3HO MPOBEPUTH JIEHCTBHE
CCBUIOYHBIX CTaHAApTOB B MH(OPMALIMOHHOW cucTeMe OOLIEro MOoJIb30BaHUS - Ha OQUIIMAIILHOM caiiTe
@denepallbHOTO areHTCTBA M0 TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOTMHM B ceTH MHTEepHET win 1o
€XKeroJHoMy MH(POpMalMOHHOMY ykazarento "HanuoHanbHble CTaHIApThI", KOTOPHIA OMYOJIMKOBAH IO
COCTOSIHMIO Ha | sIHBaps TEKYILEro roja, U Mo BBITYCKaM €XEeMECSIYHOro MH(OPMAIIMOHHOTO yKa3aTels
"HammonanbeHble cTanaapThl 3a TeKymuil rof. Eciy 3aMeHeH CChUIOYHBIA CTaHAApT, HA KOTOPBIM daHa
HEJATUPOBAaHHAsI CCBUIKA, TO PEKOMEHAYETCSI UCIOIb30BaTh JEHCTBYIOLIYI0 BEPCUIO ITOTO CTaHJAapTa C
Y4EeTOM BCEX BHECEHHBIX B JaHHYIO BEpCUIO0 HM3MeHeHMH. Ecim 3aMeHeH CChUIOYHBIN CTaHAapT, Ha
KOTOpBIM JaHa JAaTHPOBAHHAs CCBUIKA, TO PEKOMEHJIYETCS HMCIOJIb30BaTh BEPCUIO 3TOTO CTaHAapTa C
YKa3aHHBIM BBIIIIE€ TOJIOM yTBepxkaeHus (npuHATHs). Eciu nocie yTBepkK/IeHns HACTOSIIEro CTaHaapTa B
CCBUIOYHBIN CTaHJAapT, Ha KOTOPBIN JaHa AAaTHUPOBAHHAs CChUIKA, BHECEHO M3MEHEHUE, 3aTparuBarollee
M0JIOKEHHE, Ha KOTOPOE JIaHa CChIIKA, TO 3TO MOJIOKEHUE PEKOMEHIyeTCs MPUMEHATH 0e3 yueTa JaHHOTO
u3MeHeHHs. Eciau cChUIOYHBIN cTaHIapT OTMEHEH 0e3 3aMEeHBl, TO MOJIOKEHUE, B KOTOPOM JaHa CChUIKa
Ha HEero, peKOMEH1yeTcsl IPUMEHSATh B YaCTH, HE 3aTParuBaroliei 3Ty CChUIKY.

3 O6wue TpeboBaHUA K CO3AaHUIO AOKYMEHTOB
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3.1 JIoKyMEeHTBI MOTYT CO3/1aBaThCsi Ha OyMa)XHOM HOCHUTEJE W B JJIEKTPOHHOW ¢opme ¢
COOJTFOICHHEM YCTaHOBJICHHBIX MTPABWII OOPMIICHHS JOKYMEHTOB.

3.2 [Ipu co3znaHuu JOKyMEHTa Ha JBYX W Oojiee CTpaHUIaX BTOPYIO U MOCIEAYIOUINE CTPAHMIIBI
HYMEPYIOT.

Homepa cTpaHul] IpocTaBisitoTCs IOCEPEIMHE BEPXHETrO M0JIs JOKYMEHTAa Ha pAaCCTOSIHUM HE MEHee
10 MM OT BepXHEro Kpas JIUCTa.

JlomyckaeTcss co3gaHME JIOKYMEHTOB Ha JIMIEBOM U 000poTHOM cropoHax Jwmcra. [lpu
JBYCTOPOHHEM CO3/IaHUU JIOKYMEHTOB LIMPUHA JIEBOTO IOJIs Ha JIULIEBOW CTOPOHE JIMCTA U TIPABOTO TOJIA
Ha 00OPOTHOM CTOPOHE JIUCTA JOJKHBI OBITH PaBHBI.

3.3. Jlnsg co3maHusi TOKyMEHTOB HEOOXOIMMO UCIIONB30BaTh CBOOOJHO paclpoCTpaHsIeMbIe
OecruratHpie PUPTHL.

s opopMIiIeHHsT JOKYMEHTOB PEKOMEH/IYeTCsl MCTIONB30BaTh pa3Mepsl mpugTos N 12, 13, 14.

[Tpu cocTaBiieHUH TAOJIUIL IOMTYCKAETCS UCIIOJIb30BaTh MPU(THI MEHBIIUX Pa3MEPOB.
(n. 3.3 B pen. Usmenenuns N 1, yrB. [Ipuxazom Poccrangapra ot 14.05.2018 N 244-cT)

3.4 AG3auHbIi OTCTYI TEKCTa JOKyMeHTa - 1,25 cM.

3aroj0BKM Pa3/ieNoB M MOAPA3JENIOB M1€4aTalTCs ¢ a03alHbIM OTCTYIIOM HJIM LIEHTPUPYIOTCS IO
[IUPUHE TEKCTA.

MHOFOCTpO‘IHI)Ie PEKBU3UTHI IICYATAOTCA 4CPEC3 OJAUH MG)KCTpO‘-IHbIﬁ HHTCPBAJI, COCTaBHBIC 4aCTU
PCKBU3HUTOB OTACIIAOTCA JOIIOJIHUTCIbHBIM HHTCPBAJIOM.

Texkcr nokymenTa nedaraercs yepes 1 - 1,5 MeKCTpOUHBIX MHTEPBAJIA.

Ecnu 1oKyMeHT roTOBUTCS AJIS M3/1aHUS C YMEHBIICHHEM MaciiTada, TeKCT MevaTaercs yepes J1Ba
MHTEpBaa.

WuTepBan Mexx1y OyKBaMu B CJIOBaX - OOBIYHBIH.
HHTepBasl MEKIy CIIOBaMH - OUH IIPOOE.

3.5 TekcT mOKyMEHTa BBIPAaBHUBAETCS MO MIMPHUHE JUCTa (M0 TpaHUIaM JIEBOTO U MPABOTO MOJIeH
JTIOKYMEHTA).

JlnnHa camMo# JUIMHHOM CTPOKHM PEKBU3UTA IPU YIJIOBOM PacIlOIOKEHUN PEKBU3UTOB He Oonee 7,5
CM.

JlnrHa camoi ITMHHOW CTPOKHU PEKBH3UTA MPH MPOJOIHLHOM PACIIONOKECHUH PEKBU3UTOB HE OoJee
12 cm.

3.6 HopMaTuBHBIMU TPABOBBIMH aKTaMH OPTraHU3allUd MOKET OBITh MPETyCMOTPEHO BBIJICICHUE
pekBU3HTOB "aapecatr”, "3aroJoBOK K TEKCTY" WM "MOAMUCH", a TaKkKe OTIAEIbHBIX (PparMEeHTOB TEKCTa
MOJTY>KUPHBIM HIPU(TOM.

3.7 HOpMaTHBHBIe MIpaBOBBIC aKThbl OpraHu3alvv, a TAaKXKC HWHBIC MHOTIOCTPAHUYHBIC JOKYMCHTLI
MOTYT O(I)OpMJ'IﬂTLCﬂ C TUTYJIbHBIM JIUCTOM. THTyHBHBII‘;I JIMCT JOKYMCHTA 0(1)OpMJ'ISIeTCSI B COOTBCTCTBHH C
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IIPUIOKEHUEM A.
4 PeKBM3NTbI JOKYMEHTa

[Tpu moarotoBke W O(GOPMIICHUU JTOKYMEHTOB HCIOIB3YIOT PEKBHU3UTHI, OMPEICICHHUS KOTOPBIX
npuseaeHsl B [OCT P 7.0.8

01 - rep6 (TocymapcrBennslii rep0d Poccuiickoit ®enmeparuu, repd cyObekTa Poccuiickoi
®denepanuu, repd (repanbIUYeCKUil 3HaK) MYHUIIMITAIIBHOTO 00pa30BaHus);

02 - >M01eMa;

03 - ToBapHBIi 3HAK (3HAK OOCITY)KUBaHHS ),

04 - ko GopMBI TOKYMEHTA;

05 - HanMeHOBaHNE OPraHU3alluK - aBTOPA JOKYMEHTa;

06 - HanMeHOBaHME CTPYKTYPHOTO TIOJIPA3ACIICHUS - aBTOPA TOKYMEHTA;
07 - HauMeHOBaHME TOMKHOCTH JIMIIA - aBTOPA TOKYMEHTA;
08 - cnpaBouYHBIE TaHHBIE 00 OpPraHU3AIHH;

09 - HauMeHOBaHME BHJIAa JOKYMEHTA,

10 - nara qOKyMeHTa;

11 - perucTpanoOHHBI HOMEP TOKYMEHTA;

12 - ccplTka Ha PErHCTPAITMOHHBIN HOMED U JIaTy MOCTYMUBIIETO JTIOKYMEHTA;
13 - mecTo coctaBneHus (U31aHUS) JOKYMEHTA;

14 - rpu¢ orpanuueHus A0CTymna K JOKYMEHTY;

15 - appecar;

16 - rpud yTBepKICHUS JOKYMEHTA;

17 - 3aro0BOK K TEKCTY;

18 - TekcT TOKyMeHTa;

19 - oTMeTKa 0O MPUIIOKEHUH;

20 - rpud cormacoBaHUs JOKYMEHTA;

21 - Bu3a;

22 - TIO/ITNCE;

23 - oTMeTKa 00 3JIEKTPOHHOM MOIHUCH;

24 - meyaTs,
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25 - oTMeTKa 00 UCIOIHUTEIIE;

26 - OTMEeTKa O 3aBEPCHUU KOIUU;

27 - OTMETKA O TIOCTYIUICHUU JIOKYMEHTA;
28 - pe3oJronus;

29 - oTMETKa O KOHTPOJIE;

30 - oTMeTKa 0 HaIrpaBJICHUH JOKYMCHTA B ACJIO.
5 OchopmneHne peKBU3UTOB AOKYMEHTOB

5.1 Tep6 (TocymapctBennbiii repd Poccuiickoii ®enepanuu, repd cyoOwekta Poccuiickoit
Oenepannu, Tepd (TepalibAUYECKUl 3HAK) MYHHIIMIAIBLHOTO OOpa3oBaHUs) BOCIHPOU3BOIUTCS Ha
OlaHKax JOKYMEHTOB B COOTBETCTBHH ¢ DeepaibHbIM KOHCTUTYIIMOHHBIM 3aKOHOM OT 25 nekadpst 2000
r. N 2-©K3 "O TocynapctBennom repbe Poccuiickoit denepanuu", 3aKoHOJATEIBHBIMH W HWHBIMU
HOPMAaTUBHBIMH MPaBOBBIMU aKTaMH cyObeKkToB Poccuiickoii denepanyii ¥ HOPMATUBHBIMU MPABOBBIMU
aKTaMHU OPTaHOB MECTHOT'O CaMOYIIPaBIICHUSI.

Uzobpaxenne repda (['ocymapctBenHoro, cyowekra Poccuiickoii @enepauuu, repbda
(repanbIM4ecKoro 3HaKa) OpraHa MECTHOTO CaMOYITPABIICHHs) TOMELIACTCS 110 CEPEANHE BEPXHETO OIS
OnaHKa JOKYMEHTa HaJi PCKBU3UTAMU OpraHW3allMyd - aBTOpa JIOKyMEHTa, Ha paccTosHuM 10 MM OT
BEPXHETO Kpasi JINCTA.

5.2 DOwmbnema opraHusanuu, pa3paboTaHHas M YTBEP)KICHHas B YCTAaHOBJIEHHOM IIOpSJIKE,
pasMe€macTCsa B COOTBCTCTBMM C HOPMAaTUBHBIMH IIPABOBBIMU AKTaMM Ha OnaHKax: JOKYMCHTOB
(benepanbHBIX OPraHOB TOCYIApPCTBEHHOW BIAcTHU (32 MCKIIOYEHHEM CIIy4yaeB, MpeayCMaTpHUBAIOIUX
ucrnosb3oBaHue nzodpaxenus ['ocynapcrsenHoro repba Poccuiickoit denepannn), TeppUTOPUATBHBIX
OopraHoB (eiepajibHbIX OPraHOB TOCYAAPCTBEHHOM BIACTH, TOCYJApCTBEHHBIX M HETOCYAapCTBEHHBIX
opranuzanuii. 3o0pakeHue sMO1eMbl IOMEIIAETCS 110 CEPEINHE BEPXHETO MO OJaHKa JOKyMEHTA Hajl
PEKBU3UTAMM OpPraHU3alliy - aBTOPA JOKYMEHTA, Ha paccTossHUM 10 MM OT BEpXHEro Kpas JIMCTa.

5.3 ToBapublii 3HaK (3HaK OOCIYXUBaHUS), 3apPETrUCTPUPOBAHHBII B  YCTAaHOBJIECHHOM
3aKOHOJATEIbCTBOM IMOPSAKE, BOCIIPOM3BOANUTCS Ha OJIaHKAaX OpraHM3aluil B COOTBETCTBHM C YCTaBOM
(monmoskeHrem 00 opranuzaiuu). M3006pakeHrne ToBapHOTO 3HaKa (3HaKa OOCITY)KUBAHHS ) TOMEIIAETCSA 110
cepelHe BepXHero moJjs OJaHKa JOKYMEHTa HaJl peKBHU3UTAMHU OpPTaHMU3AIMH - aBTOpa JOKYMEHTA, WIH
ClieBa Ha ypOBHE HaWMMEHOBAaHUS OPraHHW3allM{ - aBTOpa JOKYMEHTa ([OIyCKAaeTCsl 3aXBaThIBATH YacCTh
JIEBOTO TIOJISA).

Hapsiny ¢ ToBapHbIM 3HaKOM (3HaKOM OOCIy)KMBaHHUs), Ha OJaHKAaX JIOKYMEHTOB MOXET
yKa3bIBaThCSl KOMMEpYECKOe 0003HaUECHUE FOPUIUIECKOTO JIHIIA.

54 Kon ¢opmbl a0KyMeHTa MpOCTaBiseTcs HAa YHUPUIMPOBAHHBIX (opMax JIOKYMEHTOB B
cooTBeTcTBUM ¢ OOmepoccuiickuM kiaccudukaropoM ympasiaeHueckor nokymeHTauuu (OKVY]) wnm
JIOKAJIbHBIM KJIACCU(PMKATOPOM, pacloyiaraeTcsi B IPaBOM BEPXHEM YNy paboyero mojs JOKYMEHTA,
cocTouT u3 cioB "Popma no" (HanMeHoBaHUe Kilaccu(ukaTropa) U HUPPOBOTro Koa.

ITpumep - @opma mo OKY ][ 0211151.

5.5 HaumeHoBaHue opraHu3anyi - aBTOpa [JOKYMCHTaAa Ha OnaHke JOKYMCHTa JOJIZKHO
COOTBCTCTBOBATH HAWMCHOBAHWIO HOPUIUYCCKOro JiMla, 3aKpCIZICHHOMY B €ro Y4pCIHUTCIbHBIX
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JoKyMeHTax (ycTraBe WM moyoxeHuw). [log HamMeHOBaHWEM OpTraHU3AIMH B CKOOKaxX YKa3bIBaeTCs
COKpalIeHHOE HAMMEHOBAaHUE OPTaHU3AI1H, €CIIH OHO MPETYCMOTPEHO YCTABOM (TIOJIOKEHHUEM).

Han manmmeHoBaHueM OpraHu3allMM - aBTOpa JOKYMEHTA YKa3bIBA€TCS MOJHOE WA COKPAIIEHHOE
HAaUMEHOBAHME BBIIIECTOSIICH OpraHu3auy (IPH € HAIUYUH).

5.6 HaumeHoBaHME CTPYKTYPHOTO MOApA3CNCHHs - aBTOpa JOKyMEHTa (B TOM uucie ¢uimana,
OT/EJICHUs], IPEACTaBUTEIbCTBA, KOJUIETHaIbHOI0, COBELIATEIBHOIO WM MHOTO OpraHa) UCHOJb3YETCs B
OnmaHkax muceM M OJaHKax KOHKPETHBIX BHJIOB JIOKYMEHTOB COOTBETCTBYIOIIMX TMOJpa3aeIeCHHMA
(opraHoB) B COOTBETCTBUU C JIOKAJIbHBIMA HOPMAaTUBHBIMU AKTaMHU U YKa3bIBA€TCs M0JI HAUMEHOBAaHUEM
OpraHu3alyu.

5.7 HanmeHoBaHue JOHKHOCTH JIMLA - aBTOpA JOKYMEHTa UCIOJb3yeTCs B OJaHKaX JOJKHOCTHBIX
JUI] U pacrojiaraercs I0jJ HAaUMEHOBAHMEM OpraHM3allid WJIM HaWMEHOBaHUEM TeppuUTopuu (Kpas,
00J1aCTH, aBTOHOMHOM 00JIACTH M JIp.), €CIM JOKYMEHT M3/aeT PYKOBOAMTENb OpraHa BJIACTU CyOBEeKTa
Poccuiickoit denepauny, MyHUIUMNAIBHOTO 00pa3zoBaHus. HaummMeHOBaHME MOJDKHOCTH JIMLIA - aBTOpa
JOKYMEHTa YyKa3bIBa€TCsI B COOTBETCTBUM C HAUMEHOBAHMEM, IPUBEACHHBIM B PacIOPSAUTEIBHOM
JOKYMEHTE O Ha3HAYECHHUH Ha JTIOJKHOCTb.

5.8 CrpaBouHble JaHHBIE 00 OpraHU3aIlMU YKAa3bIBAIOTCS B OJIaHKAX MUCEM M BKJIIOYAIOT: TOYTOBBIN
aZipec OpraHu3aluy (JIOMOJHUTEIBHO MOXET YKa3bIBaThCS aJpec MecTa HAXOXKICHHS HOPUIUYECKOIO
JUIa, €CIM OH HE COBMAJaeT C MOYTOBBIM aapecoM); Homep TenedoHa, (akca, aapec SJIEKTPOHHOM
MOYTHI, CETEBOM aJIpec.

B cocTaB cripaBoYHBIX JaHHBIX, 32 UCKIIOUEHUEM OJIaHKOB JIOKYMEHTOB OPraHOB T'OCYIapCTBEHHON
BJIACTH, OPTaHOB MECTHOTO CaMOYIPAaBJICHMS, BKIIOYAIOTCA: KOJA opranm3zauuu no Oobmepoccuiickomy
knaccupukaropy  npeanpustuii  u  opranuzauuii  (OKIIO), ocHOBHOIl  rocymapCTBEHHBINH
PErucCTpanvOHHbIN HOMED OpraHu3aluu (OI'PH) U UACHTU(DUKAITMOHHBII HOMED
HAJIOTOIJIATEeNbIINKA/KO IPUYUHBI TOCTaHOBKHU Ha Hajorosblil yuer (MHH/KIIIT).

5.9 HanmeHoBaHue BUJIa JOKYMEHTA YKa3bIBA€TCS HA BCEX JIOKYMEHTaX, 3a UCKIIFOUEHUEM JIEJIOBBIX
(cmyxeOHBIX) TIHCEM, pacHojiaraeTcss IMOJl pPEKBH3UTaMU aBTOpa JOKyMEHTa (HauMEHOBaHUEM
OpraHM3alii, HauMEHOBAaHUEM CTPYKTYPHOI'O MOJpa3/esieHus], HAUMEHOBAaHUEM JOJKHOCTH) (CM. pHC.
B6).

5.10 Jlata nOKyMeHTa COOTBETCTBYET JAare MoinucaHus (yTBEp)KIEHHUs) AOKYMEHTa WIM Jare
COOBITHS, 3a(pUKCUPOBAHHOTO B JOKYMEHTE. [IOKYMEHTHI, N3/laHHbIE IBYMs MM OoJjiee OpraHu3alusIMy,
JOJKHBI UMETh OHY (EIMHYI0) JaTy.

JlaTa mokyMeHTa 3alMChIBa€TCs B MOCIEAOBATEIHHOCTH: AEHb MECsIa, MECAll, TO OJHUM U3 JIBYX
CII0CO0O0B:

apabckumu nudpamu, pasaeaeHHbIMA Toukoit: 05.06.2016;
coBecHO-M(pOBBIM criocoboM, HarpuMmep: 5 utons 2016 r.

5.11 PerucrpanvoHHbI HOMEp AOKYMEHTa - IU(PPOBOM UM OYKBEHHO-IM(PPOBON MAEHTH(PHUKATOP
JOKYMEHTA, COCTOSIIMN U3 MOPSJIKOBOTO HOMEpPA JTOKYMEHTA, KOTOPBIM, IO YCMOTPEHUIO OPTaHU3aLNH,
MOXET JIOMOJHATHCA UU(GPOBBIMA MM OYKBEHHBIMH KOJaMHU (MHJEKCAaMH) B COOTBETCTBUU C
UCIOJIb3yEeMBbIMU KiIacCU(UKAaTOpaMH (MHAEKCOM Jejla 10 HOMEHKJIAType Jell, KOJOM KOPPECHOH/IEHTa,
KOJZIOM JIOJDKHOCTHOTO JIMLA U Ap.).

Ha JOKYMCHTC, COCTAaBJICHHOM COBMCECTHO JIBYMS H Ooiee opranu3anusaMu, MIPOCTABIAIOTCA
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pETUCTpAallMOHHBIE HOMEpPa JOKYMEHTa, NPUCBOEHHBIE KaXIO0M M3 opraHu3anuil. PerucrpanuoHHble
HOMEpa OTHCIAIOTCA APYT OT Opyra KOCOM 4epTOM M IMPOCTaBIAIOTCSA B MOPSIAKE YKa3aHWs aBTOPOB B
3aroJ0BOYHON YaCTH MJIH MpeaMOyIie JOKYMEHTa.

5.12 Ccpuika Ha pErucTpallMOHHBIA HOMEp M JaTy IMOCTYNHMBIIErO0 JOKYMEHTa BKJIIOYAeT
PEruCTpallMOHHBINA HOMEP U JaTy BXOASIIET0 MHUIIMATUBHOIO JOKYMEHTA, HAa KOTOPBIM 1aeTCs OTBET.

5.13 Mecro cocTaBneHus (M3JaHNs1) JOKYMEHTA yKa3bIBAaeTCs BO BCEX TIOKYMEHTaX, KPOME JICJIOBBIX
(cmyxeOHBIX) THCEM, a Takke JOKIATHBIX, CIYKEOHBIX 3allMCOK W JAPYrUX BHYTPEHHUX
UH(OPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB.

MecTo cocTaBiaeHUS (I/ISI[aHI/ISI) JOKYMCHTA HC YKa3bIBACTCA B TOM CJiy4dac, €CJIM B HAMMCHOBAHHUU
oprannu3alyi IPUCYTCTBYECT YKa3aHHMC Ha MCECTO €€ HaXOXIACHUA. MecTo cocTaBieHUS (I/I3I[aHI/I$I)
AOKYMCHTA YKAa3bIBACTCS B COOTBCTCTBUM C IMIPHUHATHIM aIMUHUCTPATUBHO-TCPPUTOPUATIBHBIM NCIICHUCM.

5.14 I'pud orpaHuueHus 10CTyna K JOKYMEHTY IPOCTaBISeTCA B IIPAaBOM BEPXHEM YIJIy HEPBOIO
JUCTa JOKYMEHTa (IIPOEKTa JOKYMEHTa, COIPOBOAMUTEIBHOIO NHUChbMA K JIOKYMEHTY) Ha TpaHMIe
BEPXHEro MOJIs IpU HAIMYMU B JOKYMEHTE MH(POpPMALUHU, JOCTYH K KOTOPOW OrpaHUYEH B COOTBETCTBUHU
C 3aKOHOJAaTeNbCTBOM Poccuiickon denepanum.

Buael ucnonp3yeMblx B OpraHu3alud rpu(oB OrpaHUYEHHs JOCTYIa JIOJDKHBI COOTBETCTBOBATH
3aKOHOJATEIBHBIM M MHBIM HOPMAaTHBHBIM IIPABOBBIM akTaM Poccuiickoit depepanuu U JOHKHBI OBITh
3aKpeIyICHbl B JIOKAJIIbHBIX HOPMATHBHBIX akTax. B cocraB rpuda orpaHudeHus: JOCTyNa K JOKYMEHTY
BXOJNUT orpanwuutTenbHas Hagmuch ("Hus  cmyxeOHoro monb3oBanus’, "KondumeHmmansHo',
"KommMmepueckas TaiiHa" uimu ap.), KOTOpash MOXKET IOMOJHSATHCS HOMEPOM JK3EeMIUIsipa JAOKyMEHTa U
JOPYTMMU CBEJCHUSAMU B COOTBETCTBHMHU C 3aKOHOAATENbCTBOM Poccniickoit denepanun.

Ipumep - Kommepueckas TaMHa.
S9x3. N 2

5.15 Appecar wucnonb3yercs npu OQOPMICHHM JENOBbIX (CIIy’)KEOHBIX) IMHUCEM, BHYTPEHHHX
MH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB (JIOKJIaIHBIX, CITY>KEOHBIX 3aIIUCOK U Jp.).

AJnlpecaToM JTOKYMEHTa MOXET OBITh OpraHu3alusi, CTPYKTYPHOE MOIpa3eICHHE OpTraHu3alluu,
JOJHKHOCTHOE WK (pU3MYecKoe JIUIIO.

PexBusut "agpecar" mpocrapisieTcss B BepXHEH IpaBod yacTH JOKyMeHTa (Ha OJaHKe ¢ YIJIOBBIM
pacroyio’keHNeM PEKBU3UTOB) WIIM CIpaBa MOJ PEKBU3UTaMM OJiaHKa (TP MPOJOJIBHOM PaCIONI0KEHUU
pexkBU3UTOB OsiaHka). CTpOKM peKBU3HTA "aapecatr’ BBIPAaBHUBAIOTCS IO JIEBOMY KPal0 WUIIM LIEHTPYIOTCS
OTHOCHUTEJIBHO CaMO# IJTMHHOW CTPOKH.

[Ipu agpecoBaHUM JOKYMEHTa PYKOBOJIUTENIO (3aMECTUTENIO PYKOBOJUTENS) OpraHU3allu
YKa3bIBalOTCA B JIaTEIbHOM AK€ HAUMEHOBAHHE JIOJDKHOCTH PYKOBOAUTENS (3aMECTUTEINS
PYKOBOJMTENSA), BKIIOYAIOLIEe HAaUMEHOBAHWE OpraHU3aluy, U (amiivs, WHULHUANBI JOJKHOCTHOTO
JM1A.

[Mpumep -
Pykosomuresnwn demepalIbHOTO
APXMBHOT'O ar'€HTCTBa
Sammmnma I.0O.

HpI/I aapeCOBaHM IMHMCbMAa B OpraHu3alydiO0 YKa3bIBACTCA €€ TIIOJHOC WM COKpPaIICHHOC
HaAaNMMCHOBAHUC B MUMCHHUTCIIbHOM ITaACHKE.
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ITpumepsl
1 denepanibHOE APXUBHOE ar€HTCTBO
2 Pocapxus

[Tpu anpecoBaHnr JOKYMEHTa B CTPYKTYPHOE IMOJApa3/iesieHne OpraHu3alui B pekBu3uTe "aapecat”
YKa3bIBa€TCSI B HMEHHUTEJIBHOM TMa/Ie)K€ HAUMEHOBAaHWME OpraHu3alydy, HIDKE - HaUMEHOBaHUE
CTPYKTYpPHOTO MOApa3IeICHHUS.

[Ipumep -
derepalibHOE apXMUBHOE
areHTCTBO

OTnes1 TOCyHapCTBEHHOM
CJIyx0Obl, KaIPOB M Harpanl

IIpH aaApeCOoBaHU NHCbMA PYKOBOAUTCIHO CTPYKTYPHOI'O HOAPA3ACJICHUA YKA3bIBACTCA B
HMCHUTCIIBHOM IIaJIC)KEC HAMMCHOBAHUC OpraHu3alv, HWXKE - B JAaTCIIBHOM IMaACKE HAMMCHOBAHHC
AOJDKHOCTHU PYKOBOIAUTCIISI, BKIIHOYAKOIICE HAMMCHOBAHUC CTPYKTYPHOTO IOAPA3ACIICHUS, (baMHHHIO,
WHUIKUAJIbI.

[Mpumep -
AO "Ilpodmap"

PykoBoomTesio OOT'OBOPHO-
npaBoBoOI'O OoTHeJsa
damvmnma 1.0.

[lepen Qamunmeld TOHKHOCTHOTO JIMIA JIOMYCKAeTCs YHOTPEOJATh COKparieHue 'T-Hy"
(rocnouHy), €clv aapecaT My>XKYrHa, WK "T-ke" (TOCIoXKe), €CIIM aJipecaT KeHIIUHA.

ITpumepsl
1 r-ny ®amunus 1.0.
2 r-xe @amuusa 1.0.

IIpu paccpuike TOKyMEHTa IrpyIie OpraHu3aluil OJHOTO THIIA WIM B CTPYKTYPHBIE NIOAPA3/IEICHUS
OJTHOW OpraHu3alH, ajfipecaT yKa3bIBaeTcs 0000IIEHHO.

[TprMe prL
1 PyKOBOOMTEJISAM IOUYEPHUX
obmwecTs AO "Ilpodpumip"
2 PyKOBOIMUTEJIAM YyIpaBJIeHUN
Pocapxusa

[Ipu paccbuike JOKyMEHTa HE BCEM OpraHM3alMsM WM CTPYKTYPHBIM MOJAPA3JCICHUIM O]
pexBu3uToM "Anpecar” B ckoOKax ykasbiBaeTcs: "(10 crucky)".

[Mpumep -

PyxoBOOMTENAM IOOUYEPHUX

obmwecTs AO "Ilpodpumiap"
(mo cnmcky)

B oxHOM HOKYMEHTE HE IOJHKHO OBITH OoJiee yeThipex ampecaroB. Cioso "Komus" mepen BTOPEIM
2

TPETbUM, YCTBCPTHIM aApCCaTaMUu HC YKA3bIBACTCA. HpI/I OOJIBIIIEM KOJIUYECTBE aapecaToB COCTABIISICTCA
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CIIMCOK (J'II/ICT, yKaSaTeJ'IB) PACCBUIKHU OOKYMCHTA, HA KAXKAOM JOKYMCHTC YKa3bIBACTCSA OAWH aApCCaT UJIN
aapecat odopmisgeTcsi 0000IIEHHO.

B cocraB pexBusura "Anpecat" MOXKET BXOAWUTH MOYTOBBIM agpec. DJIEMEHThl IIOYTOBOIO ajapeca
YKa3bIBalOTCA B IOCIIENOBATEIbHOCTH, YCTaHOBICHHOU [IpaBmnamu oka3aHus yCIIyr IOYTOBOHM CBSA3H,
YTBEPKICHHBIMU ITPMKa30M MUHHCTEPCTBA CBSA3M U MAacCOBBIX KOMMyHuKanuii Pocculickonn ®@enepannn
ot 31 nrona 2014 r. N 234.

[Ipumep -

BcepoCcCcUMCKHUM Hay4dHO-—
VCCJIEeOOBATENIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHUS UM apxXMBHOTO mHeJa
lIpodcowszHas yiu., n. 82,
Mockea, 117393

ITouToBEIi aapeCc MOKET HE YKa3bIBAThCA B JOKYMCHTAX, HAlIPaBJIACMbIX B BEICIHHUE OPraHbl BJIACTH,
BBIICCTOANIME OpraHu3aluu, MOJABECAOMCTBCHHBIC OPraHMU3allMi U IIOCTOSAHHBIM KOPPCCIIOHACHTAM (38,
HCKIIFOYCHHUEM HAIIPABJICHUSA TNCEM YKA3aHHBIM aApecaTaM B KOHBEPTAX C MMPO3paAYHbIMHU OKHaMI/I).

[Tpu anpecoBaHnu JOKyMEHTa (PU3UUIECKOMY JIMITYy YKA3bIBAIOTCS: (haMIIIUSI MHUIIUAIBI, TIOYTOBBIN
azapec.

ITpumep -

®amunus N.0.

Capnosas yiu., 1. 5, kB. 12,

r. JIro6epuibl, MockoBckas 00u1., 301264

[Ipu oTnpaBke MHCbMa MO 3JIEKTPOHHON MOYTE WM MO (PaKCUMMIBHOW CBs3U (0€3 IOCBUIKK IO
MOYTe) MOYTOBBIN ajjpec He yKasbiBaeTcs. [Ipu He0OX0AMMOCTH MOXKET OBITh YKa3aH 3JIEKTPOHHBIN ajpec
(Homep Tenedona/dpakca).

[lpumep -

BcepocCUMCKUM Hay4dHO-—
VCCJIENOBRATEJIbCKUY MHCTUTYT
OOKYMEHTOBEIEHUS U apXMBHOTO Iejia
mail@vniidad.ru

5.16 I'pud yTBEpKIeHMS MPOCTABISIETCS HA JJOKYMEHTE B CIIydae €ro yTBep:KJIEHHs JOJKHOCTHBIM
JIUIOM, PacHOPSAIUTENbHBIM JOKYMEHTOM (IIOCTAHOBJIEHUEM, PELIEHUEM, MPHUKA30M, PACIIOPSIKEHUEM)
WIM PELICHUEM KOJUIETHaJIbHOTO OpraHa.

['pud yrBepxkaeHUS pa3MeliaeTcsi B IpaBOM BEpPXHEM YIJIy MEpBOro Jncra AokyMeHTa. CTpoku
PEKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY KPAI0 WJIM LIEHTPYIOTCSI OTHOCUTENBHO CaMOM JJIMHHOM CTPOKH.

[Ipu yTBEp>KIEHUM [TOKyMEHTa JOHKHOCTHBIM JIMIIOM Tpu( YTBEPKACHHUS COCTOUT M3 CJIOBa
YTBEPXIAI, HaumMeHOBaHMSI MAODKHOCTH JIMLA, YTBEPXKAAIOIIETO JIOKYMEHT, €ro IOJIUCH,
WHUIUANIOB, (aMIIIUU U 1aThl YTBEPKICHHUS.

[lpumep -

YTBEPXIA
PyxopomuTenp demepasiIbHOTO
APXMBHOT'O aAaI'€HTCTBAa
lomnnuce M.O0. damMmnamsa
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DaTa

[Tpu yTBepk)JACHUHM AOKYMEHTA PACHOPSAUTEIBHBIM JOKYMEHTOM TPU() YTBEPKICHHUS COCTOUT U3
cnoBa YTBEPXJIEH (YTBEPXIEHA, YTBEPXJIEHbBI nin YTBEPXJEHO), cormacoBanHoro c
HAaMMEHOBAHHEM BHJA YTBEP)KJIAEMOI'0 JOKYMEHTAa, HAMMEHOBAHMS PACHOPSIUTEIBHOIO JOKYMEHTa B
TBOPHUTEIHHOM IaJIC)KE, €r0 AaThl, HOMEPA.

[IpyMepsr -

1 (PerjameHT) YTBEPXIEH
npukasoMm AO "Illpodwmap"
or 5 anpensa 2015 r. N 82

2 (IlpaBuna) YTBEPXIEHEL
npukasoM AO "Ipodwuip"
or 6 ampensa 2015 r. N 83

[lpu yTBepKICHHM JOKYMEHTa KOJUICTHAJIbHBIM OPTraHOM, PEIICHUS KOTOPOTO (PHKCHPYIOTCS B
MIPOTOKOJIE, B TpU()e YTBEPKICHUS YKA3hIBACTCSI HANMCHOBAHUE OPTraHa, PEIICHUEM KOTOPOTO YTBEPKIACH
JOKYMEHT, JlaTa 1 HOMep MPOTOKoJIa (B CKOOKax).

[lpumMep -
(ITostoxeHMe)
YTBEPXIEHO
CoBeToM mupexkToposB AO "llpoomip"
(mporokos or 12.12.2015 N 12)

5.17 3arojoBOK K TEKCTY - KpaTKOE COJIep>KaHUE TOKYMEHTA. 3aroj0BOK K TEKCTY (GOpMyJIUpyeTcs
c npeasiorom "O" ("O6") u oTBeuaet Ha Bompoc "o yem?"):

- mpuka3 (0 ueM?) 0 CO3/1aHUM ATTECTAIIMOHHON KOMUCCHUHU;
- mpuka3 (0 yem?) 00 yTBEpKI€HUH LITATHOTO PACHUCAHUS;
- IUCBMO (0 YyeM?) 0 IPeOCTaBICHUN UH(POPMAaILIUH.

3aroj0BOK K TEKCTy odopMiIseTcsl MOJ peKBU3UTaMH OJaHKa clieBa, OT TPaHULbI JIeBoro mnois. B
yKa3ax, IIOCTAaHOBJICHMSX, PEIICHUAX, NPUKA3ax, W3AABAEMbIX OpraHaMH BIJIACTH, 3ar0JIOBOK K TEKCTY
MOXET O(QOpPMIIATECS HaJ TEKCTOM IocepenHe pabouero TMmoJis JOKYMEHTa W IEHTpUpYeTCs
OTHOCHUTEJIBHO CaMOM JJTMHHOM CTPOKH.

3aroioBoK K TEKCTY MOKET HE COCTABIIAATHCA, CCIIN TCKCT NOKYMCHTA HC IPCBLIIIACT 4-5 CTPOK.

5.18. TekcT JOKyMEHTa COCTaBIISIETCSl HAa PYCCKOM SI3bIKE KaK rOCy1apCTBEHHOM si3bIke Poccuiickoi
O®enepaunn. B opraHax rocylapCTBEHHOW  BJIAcTH, OpraHax MECTHOTO  CaMOYIIPABJICHUS,
TOCYJJapCTBEHHBIX YUPEXKJEHHSIX pEeCIyOJMK Hapsily C TOCyIapCTBEHHBIM s3bIkoM Poccuiickoit
@denepanii  MOTYT  yHOTPeOISAThCS TOCYNApCTBEHHbIE SI3bIKM  pecnyonuk. B nmesrensHOCTH
rOCYZApCTBEHHBIX OPraHoOB, OpraHU3alui, NpeaNnpusaTHd U ydpexaeHun Poccuiickoir dPenepanuu
UCIOJIb3YIOTCSl TOCYAApCTBEHHBIN 361K Poccuiickoit @enepaiyiu, TocyJapCTBEHHbIE S3bIKH PECITyOIHMK U
uHbIE s13bIKH HapoaoB Poccuiickoit denepanuu.

(B pea. Usmenenus N 1, yrB. [Ipukazom Poccrannapra ot 14.05.2018 N 244-c1)

B Tekcte HAOKYMCHTA, MOATOTOBJICHHOM Ha OCHOBAHHHU 3aKOHOAATCIIbHBIX WJIM UHBIX HOPMATUBHBIX
IMPAaBOBBIX aKTOB, PAHEC U3JJAHHBIX PACTIOPAAUTCIIBHBIX JOKYMCHTOB, YKAa3bIBAKOTCA UX PEKBU3UTHI:

- HAUMCHOBAaHHUEC NOKYMCHTA, HAMMCHOBAHUC OpPraHu3alliu - aBTOpa AJOKYMCHTA, JaTa NOKYMCHTA,
pel"I/ICTpaHHOHHHﬁ HOMEP JOKYMCHTA, 3aroJIOBOK K TCKCTY WJIM HAMMCHOBAHWEC BUJld TOKYMCHTA,
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- HaMMEHOBAaHWE OpraHu3alMud WIM JOJDKHOCTHOIO JIMIA, YTBEPAMBIIETO JOKYMEHT, JaTy
YTBEPKACHHS IOKYMEHTA.

TekcT AOKyMEHTa MOXET COJEpXKaTh Pa3/eibl, MOAPA3JeIibl, MyHKTHI, MOAMYHKTHI, HyMEpyeMbIe
apabckumu 1udpamu. YpoBHE#H pyOpHUKaIiiy TEKCTA HE JOJKHO OBITh 0OJIee YeThIpEX.

B npukasax TeKCT u3naraeTcs OT NEpBOIo JIMLA EAMHCTBEHHOI 0 uncia ('mpukaspiBaro”).

B 1oxymMeHTax KOJJIETHAIbHBIX M COBEHIATEIBHBIX OPTaHOB TEKCT M3JIAracTcs OT TPEThEro JIHIa
€AMHCTBEHHOTO yKcia (""Koyuierus... mocraHosisier", "coOpanue... pemmio').

TexkcTt mpoTOKOJIa HW3JIaraeTcsi OT TPEThEero JMIa MHOXKecTBeHHoro uwucna ("cioymanu",
"BpicTynmin", "nocranoBuin", "pemmian").

B nokyMeHTax, ycTaHaBIMBAIOMIMX IIpaBa U OO0S3aHHOCTU OpraHM3alMi, MX CTPYKTYpPHBIX
noipa3iesiecHui (TOJI0KEeHHE, UHCTPYKIHUS ), & TAKXKE COACPIKAIIUX ONMUCAHUE CUTYyalluid, aHamu3 (aKkToB
WJIHM BBIBOJIBI (aKT, CIpaBKa), UCIOJIb3yeTcsl (popMa U3N0KEHUS TEKCTa OT TPETHEro JIMIA €IUHCTBEHHOTO
WM MHOXKecTBeHHOro yucna ("oraen ocymecTBisieT GyHKOuu...", "B COCTaB YIpaBICHUS BXOIAT...",
"KOMHUCCHS TIPOBENa MPOBEPKY...").

B COBMECTHBIX JOKYMEHTaX TEKCT WH3JIaraeTcsi OT IEePBOTO JIUIla MHOXXECTBCHHOTO YHCIIa
("mpuka3zbiBaeM", "perrm").

B nenoBbix (city>k€0HBIX) MUCbMAX UCIOIb3YIOTCS (POPMBI U3II0KEHUS:

- OT TMEpBOro JIMIIA MHOXXECTBEHHOro uwmcia ("IMpocuM HampaBWTh...", "NIpeacTaBiaseM Ha
paccmoTpenue...");

- OT TPCTHETO JIMla CAMHCTBCHHOI'O YHCJia ("MI/IHI/ICTepCTBO HC Bo3pa>KaeT...' , "06I_I_IeCTBO CUMTacT

BO3MOXHBIM...");

- OT TMepBOro Iuia eAuHCTBeHHOro uyucna ("cuumrtaro HeoOXomuMbIM...", 'mpemiaraio
paccMOTpeTh..."), eciau MUChbMO O(POPMIIEHO HA TOJPKHOCTHOM OJIaHKe.

B Tekcrax MOKYMEHTOB YIOTpPEOJSIOTCS TOJIBKO OOINEHpPUHATHIE aOOpeBHATyphl UM TrpaduvecKue
COKpAIICHUSI.

[Tpu ynotpeOieHnn B TekcTe (aMUINM JIUII MHUIKAIBI YKa3bIBAIOTCS Mocie (paMuiInu.
B nenoBbIx (city’ke0HBIX) MMCbMaX MOTYT UCIOJIb30BaThCA:

- BCTYIIUTENIbHOE O0palleHue:

VYBaxaemblii rocioguH [Ipeacenarens!

YBaxxaemblii rocrionuH ['ybepHaTop!

VYBaxkaemslli rocrioguH [Ipoxopos!

YBaxaemas rocrnoxa 3axaposa!

VBaxkaemsiii Huxomnaii [TerpoBuy!

VYBaxaemas Onbra HukonaesHal!
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VYBaxxaemsie rocnona!

B 06paH_I€HI/II/I 110 OOJDKHOCTH HaAMMCEHOBAHUE JOJOJI’KHOCTH IIHIICTCA C HpOHHCHOﬁ 6YKBBI, B
O6paH_IeHI/II/I o q)aMI/IJII/II/I HWHULUAJIBI JIMIAa HC YKA3bIBAOTCA.

- 3aKJIIOYMTENbHAS ATUKETHAs (paza:
C yBaxxeHHEM, ...

5.19 OTmeTKa O MPUJIOKEHUU COJCPKUT CBEIECHUS O JOKYMEHTE (IOKYMEHTax), MPHUJIaraeMoM K
OCHOBHOMY JOKYMEHTY (B COINpOBOJMUTEIBbHBIX MNUChbMAaxX, MPETEH3USX, aKTaX, CIpPaBKaX U JIPYyTrUX
MH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTaX) WJIM O TOM, YTO JOKYMEHT SBIISIETCA MPHIOKEHHEM K
OCHOBHOMY JIOKYMEHTY (B JIOKYMEHTaxX - TMPUIOKEHUSIX K PaCHOPAIUTEIbHBIM JIOKYMEHTaM,
MOJIOKEHUSM, TIPaBUIIaM, HHCTPYKIIHIM, TOTOBOpaM, IJIaHaM, OTYETaM H JIp. TOKyMEHTaM).

B compoBoauTeNnpHBIX MUCHMAX U JAPYTHX WH(POPMALMOHHO-CIPABOYHBIX JOKYMEHTaX OTMETKA O
HPUIIOKEHUU 0(OPMIISIETCS IO TEKCTOM OT T'PaHMULIBI JIEBOT'O MOJIS CIEAYIOLUIMM 00pa3oM:

- €CJIM NIPUJIOKEHHNE HAa3BaHO B TEKCTE:
[Ipunoxenue: Ha 2 1. B 1 2K3.

- CCJIM MPHUJIOKCHUC HC HA3BAHO B TCKCTC HUJIM €CJIU HpI/IJIO)KeHI/Iﬁ HECKOJIbKO, YKAa3bIBAIOT Ha3BaHUA
HOKYMGHTOB'HPHHO)KGHHﬁ, KOJIMYCCTBO JIUCTOB MU SK3CMILIAAPOB KAXKI0T'O IIPHUIIOKCHUA:

[Ipunoxenme: 1. IlojoxeHMe OO0 YHNPAaBJIEHMM PEIMOHAJBHOTO KPeIMTOBAHMSA Ha
5 1. B 1 3k3.
2. CmopaBka O KaIpOBOM COCTaBe YIPaBJIEHMS PETMOHaJIbHOT'O
KpeIUTOBaHMA Ha 2 J. B 1 »2k3.

- €CJIM MPUIIOKEHHE (IPUII0KEHUS) COPOIIIOPOBAHBI:
IIpunoxenue:
otuet 0 HUP B 2 3k3.

- €CIM JOKYMEHT, SBISIOIIMNWCA IIPUIOKEHUEM, HUMEET MPUIOKEHUS C CaMOCTOSTEIbHOU
HyMeparuen CTpaHMIIL:

IIpunoxenue:
nucbMo PocapxuBa ot 05.06.2015 N 02-6/172 u npunoxeHust K HeMy, BCETo Ha 5 JI.

- €CJIM MPUJIOKEHHUEM SIBIISIETCS. 000COOICHHBIN 3NIEKTPOHHBIN HOCUTENb (KOMIAKT-AHCK, usb-guier-
HaKOIUTEIb U Jp.):

IIpunoxenue:
CD B 1 k3.

HpI/I O9TOM Ha BKJIaAbIIIC (KOHBCpTC), B KOTOpLIﬁ IIOMCIIACTCA HOCHUTCIIb, YKa3bIBAOTCA
HAaNMMCHOBAHUSA JOKYMCHTOB, 3allMCAHHBIX HA HOCUTCJIb, UMCHA (baﬁHOB.

B pactnopAAUTCIIBHBIX AJOKYMCHTAaX (HOCTE[HOBJ'ICHI/ISIX, pelICHUAX, IIpHUKa3ax, pacnomeeHI/mx),
AOTOBOpax, IMOJOXKCHUAX, IMPaBUJIaX, HHCTPYKOUAX H APYTHX AOKYMCHTAX OTMECTKAa O IIPHIIOKCHUU

66



oopmIsiercs cnemyrommmM o0pa3om:

- B TEKCTE JIOKyMEHTa TPH MEPBOM YIIOMHHAHUH JOKYMEHTA-TIPUIOKEHUS B CKOOKAX YKa3bIBaeTCS:
... (mpunoxenue) unu ... (mpuwioxkeHue 1); mepea HOMEPOM MPUIIOKEHHS JOMYCKAETCs CTaBUTh 3HAK
HoMepa: ... (mpuioxkeHue N 2);

- Ha TIEPBOM JIUCTE JOKYMEHTA-TIPUIIOKEHHUS B TIPABOM BEPXHEM YTy YKa3bIBACTCS:
[Tpunoxenue N 2
k pukazy AO "IIpoduis"
or 15.08.2015 N 112.

CTpokH peKBU3HTA BBIPABHHUBAIOTCS I10 JIEBOMY Kpal0 WM LEHTPUPYIOTCS OTHOCHUTEIBHO CaMoOM
JUTMHHOM CTPOKH.

Ecnu npwiiokeHueM K pacropsauTeIbHOMY JOKYMEHTY SBJISI€TCS HOPMATUBHBIN IIPABOBOM aKT WM
WHOM [JOKYMEHT, YTBEPKIAE€MbI [aHHBIM pPaCHOPAIUTEIBHBIM JOKYMEHTOM, Ha IIEPBOM JIUCTE
MPUIIOKEHUST TIPOCTABIISIETCS OTMETKA O MPHIOKEHUH (06€3 CChUIKM Ha PacTOPSIUTENbHBINA TOKYMEHT) U
rpud yTBEPXKIEHUSA, B KOTOPOM YKa3bIBAIOTCS JaHHBIE PACIOPAIUTEIBHOIO JOKYMEHTa, KOTOPBIM
YTBEPKJIECH TOKYMEHT-IIPUIIOKEHUE.

[Tpumep -

[Tpunosxenue 1
YTBEPXIEHO
npukazom AO "lIpodpuns"
ot 18.05.2015 N 67

5.20 T'pud cormacoBaHusi JOKyMEHTa MPOCTABJISETCS HA JOKYMEHTaX, COTJIACOBAHHBIX OpraHaMu
BJIACTH, OPraHU3ALUAMH, JIOJDKHOCTHBIMM JuUamH. ['pud cormacoBaHuss B 3aBUCUMOCTH OT BHJA
JIOKYMEHTa 1 0COOEHHOCTEN ero 0(popMIIEHUSI MOKET MPOCTABIIATHCS:

- Ha TIepPBOM JIMCTE JIOKYMEHTa (€CIM JTIOKYMEHT MMEET TUTYJBHBIN JIHCT, - HAa TUTYJIBHOM JIUCTE) B
JIEBOM BEpPXHEM YIUIy Ha ypoBHE Tpuda YTBEpXKICHUS WIHM MOJ] HAUMEHOBAHUEM JOKyMEHTa OJkKe K
HIDKHEMY TIOJII0);

- Ha IOCJICAHEM JIMCTC JOKYMCHTA IO TCKCTOM;,
- Ha JIUCTE COTJIaCOBAaHU, ABJIAIOIICMCA HEOThEMIIEMOM YaCThIO HAOKYMCHTA.

I'pud cornmacoanus cocrout u3 cioBa COI'JTACOBAHO, nomkHOCTH NUIIa, KOTOPBIM COTJIACOBaH
JOKYMEHT (BKIItOUasi HaWMEHOBAaHWE OpTaHH3aIMH), €ro COOCTBEHHOPYYHOW MOMIMUCH, WHUIMAIIOB,
(hamMuiIMn, JaTHI COTJIACOBAHUS.

ITpumep -
COI'JTACOBAHO
Hupexrop BHUNJIA /]
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(moamuce) N.0O. Gamunus
Jara

Ecnu cornmacoBanme oCyIIeCTBISAETCS KOJUIETHAIbHBIM OPTaHOM, B TpH(]E COTIaCOBaHUS YKa3bIBAIOT
cBesleHUs 00 opraHe, COIVIaCOBABILIEM JOKYMEHT, JjaTe U HOMepe IIPOTOKO0JIa, B KOTOPOM 3a(UKCHUPOBAHO
pelenue o corylacopanuu. Eciu cornacoBaHue OCyLIECTBIISETCS MUCbMOM, YKa3bIBalOT BUJ JOKYMEHTA,
OpraHU3alMIo - aBTOPA JOKYMEHTA, 1aTy ¥ HOMEp MHUChMa.

ITpumepsl

1 COI'JTACOBAHO

CoBeToM IUpEKTOPOB

AO "TTpodwnp"

(mpoToKo OT N )
2 COI''TACOBAHO

nucbMoM PocapxuBa

oT N

5.21 Bu3za CBUIETENBCTBYET O COTJIACHM WJIM HECOTJACUU JOJDKHOCTHOTO Jinia (pabOTHHKA) C
COJZICp)KaHUEM IPOEKTa JOKyMeHTa. Bu3ol odopmiisieTcss BHyTpEHHEE COTJIacOBaHUE JIOKyMeHTa. Buza
BKJIFOYAET JIOJDKHOCTH JIUIA, BU3UPYIOMIETO JOKYMEHT, MOAINKCH, PACU(POBKY MOAMHUCH (MHUIIHAIIBI,
(dbaMuIno) U JaTy BUSUPOBAHHUSL.

ITpumep -

PykoBoauTeNb IOpUANYECKOTO OTAENa

IMoxmuces N.0. ®amunus

JlaTa

[Tpu HanmMuuu 3aMeYaHui K JOKYMEHTY BU3Y O(DOPMIISIIOT CIIEAYIOIIUM 00pa3oMm:
ITpumep -

3aMeuyaHus NpUIaraoTcs.

PykoBonuTenbh IOPUIUIECKOTO OTAETA

IMoamuce N.0. ®amuansa

JlaTa

B opranuzanusx, NOpUMEHSIONIUX CHUCTEMBI JJIEKTPOHHOIO JOKYMEHTOO0OpOTa, COTrjacoBaHUE
MOJKET MTPOBOJIUTHCS B MeKTpoHHOU popme, cornacHo ['OCT P MCO 15489-1.

B JOKYMCHTAX, MOJJIMHHHUKHU KOTOPBIX XPAHATCA B OpraHu3alii, BU3bI IIPOCTABJIAIOT HaA IMMOCICIHEM
JIMCTC NOKYMCHTA IO IMOAIKUCHI0, HA O60p0TC MOCJCAHCTO JINCTA MOAJIMHHUKA JJOKYMCHTA WUJIK Ha JIUCTEC
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COIIacOBaHUs (BU3UPOBAHUSA), IPUIIATAEMOM K JOKYMEHTY.

B HCXOOAIINX AOKYMCHTAX BH3bI IIPOCTABIAIOTCA Ha 3K3EMIIIAPAX AJOKYMEHTOB, IIOMCIIACMEBIX B
ACJ10.

ITo ycMOTpeHUI0 OpraHu3aluy MOKET INPUMEHATHCS MOJIMCTHOE BU3MPOBAHME NOKYMEHTA U €ro
IIPUIIOKEHUH.

5.22 Tloanuchk BKJIKOYAET: HANMEHOBAaHUE JOJDKHOCTH JIMLIA, MOANMCHIBAIOIIETO IJOKYMEHT, €ro
COOCTBEHHOPYYHYIO HOJKCh, pacIIU()POBKY MOANUCH (MHUIIUAIIBI, (haMUIIHS).

Mpumep -
T'eHepasbHE OUPEKTOP [Momonmce n.0. dammnmsa

Ecnu noxymeHT odopmiieH He Ha OJaHKe, B HANMEHOBAHKE JOJDKHOCTH BKJIFOYAETCS HAMMEHOBAHUE
opranuszanuu. Jlomyckaercs LEHTpOBaTb HAaMMEHOBAHHE JOJDKHOCTH JIMLA, MOANKCABIIErO JTOKYMEHT,
OTHOCHUTEJIBHO CaMOW JJIMHHOM CTPOKH.

[pumep -
T'eHepasIbHEI IUPEKTOP
AO "lIpodwuinp" [Momonmce n.0. dammnmsa

[Tpu odopmieHnn HOKyMeHTa Ha OJaHKE JTOJHKHOCTHOTO JIMIIA JIOJDKHOCTH 3TOTO JIMIA B MOIHCH
HE YKa3bIBaeTcs.

IpuMmep - [Mopnuce n.0. dammnma

HpI/I MNOATIMCAHUMN HNOKYMCHTA HECKOJBKHMU JOJLDKHOCTHBIMU JIMIAMU, 3dHUMAKOIIHUMH PA3HOC
IMOJIOKCHHEC, UX MOANMCH pacClojararoTcsa oaHa IoJg ﬂperﬁﬁB HOCHCHOB&TCHBHOCTH,COOTBCTCTByKHHCﬁ
HEepapXru 3aHNUMACMBbIX JOJDKHOCTEH.

[Ipumep -
IUPpEeKTOp MHCTUTYyTa [lomnmcse n.o0. dammnma
T'yaBHEM OyxTajnTep [Momnmce n.0. dammnmusa

IIpH MNoAINMCaHNM HOKYMCHTA HCECKOJBKHMU JIMDAMHU PaBHBIX JOJDKHOCTEH MX IIOJMHCH
pacmoJjiararorcda Ha OJHOM YPOBHC.

[lpumep -
3aMecTuTesNb IMPEeKTOopa 10 (MHAHCOBEM BOIPOCAaM Homnuce N.O0. dammiamsa
3aMeCcTUTesNb OUMPEeKTOpa [0 aIMMHMCTPAaTMBHEIM Bompocam llomnmuch M.O0. damMmnama

B JOKYMCHTAax, COCTAaBJICHHBIX KOMHCCHeﬁ, B TIOANHMCH YKA3bIBACTCA CTATyC JIMIA B COCTaBE
KOMUCCHH.

[Mpumep -

[lpencenmaTesib KOMMCCUM [Tognuce n.0. dammnmsa

UJieHBE KOMMCCUU Iloonmce n.0. damumnmsa
Iloonmce n.0. damumnmsa
I[Tognuce n.0. dammimsa

]IpH NnoANUCaHUu OOKYMCHTaA JIMIOM, HCHOHHﬂKHHHMﬁ(ﬂBBaHHOCTH PYKOBOJUTEIIA, IIOAINCH
O(bOpMJ'IHeTCH C YKa3aHUECM CTaTyCa JOJKHOCTHOIO JIMIAa B COOTBETCTBUH C ITPUKA30M (pacnomeeHHeM).

[Mpumep -
M.o. reHepalnbHOTO mnupexkTopa Illomnmcse n.0. dammnmsa
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ZhanZ
VcnnonHaommy o06g3aHHOCTU
T'eHepaJIbHOT'O OMpeKTopa [omnmce n.0. dammnmsa

[Tpu moanMcaHuy TOKyMEHTA JIUIIOM, HMEIOIIMM ITPAaBO MOJIMCH B CIIy4ae BPEMEHHOT'O OTCYTCTBUS
PYKOBOJMTENS, HWCIPABJICHUS B HANMCHOBAHWE JOJDKHOCTH U pacmupoBKy GaMuiInd —yxe
MOJITOTOBJICHHOTO M COTJIACOBAHHOTO TPOEKTa JOKYMEHTa BHOCSATCS OT PYKH WM C UCIIOJIB30BaHUEM
COOTBETCTBYIOIIMX IITamMrnoB. He jgomyckaercss cTaBUTh KOCYIO 4YepTy, Haamuch "3a" mepen

HAanMMCHOBAHUEM OOJIKHOCTH JIMIIA B IIOAIKUCH, €CJIIM JOKYMEHT IOAINCHIBACT HHOC JOJXKHOCTHOC JIMIIO.

5.23 Ormerka 00 »SJIEKTPOHHOW TMOAMMCH HCIONb3YETCS TPH BU3YAINU3ALUU BIIEKTPOHHOTO
JTOKYMEHTA, ITOJITHCAaHHOTO MIEKTPOHHON TOAIUCHIO, C COOIOACHUEM CIIETYIONINX TPEOOBAHHA:

a) MECTO pa3MEILIEHUsT OTMETKM OO0 3JIEKTPOHHOM IIOJNUCH JOJDKHBI COOTBETCTBOBAaTb MECTY
pa3MeleHust COOCTBEHHOPYYHOM MOJIUCH B aHAJIOTUYHOM JIOKYMEHTE Ha OYMa)>KHOM HOCUTEJIE;

6) DJIEMEHTBI OTMETKH 00 BJIGKTpOHHOﬁ IOAIMCH JOJIZKHBI OLITH BUJIUMBIMU W YHUTACMBIMHU IIpH
OTO6pa)KeHI/II/I AOKYMCHTA B HATYPAJIbHOM pa3sMepe;

B) 3JIEMCHTBI OTMCTKHU 06 BHGKTpOHHOfI IIOAIIMCHU HE OOJI’)KHBI HeperI)IBaTI)Cﬂ HUJIN HAKJIAAbIBATHCA
TIpYT Ha IpyTa;

I') DJIEMEHTBl OTMETKH OO0 3JIEKTPOHHOW MOIIMUCH HE JOJDKHBI MEPEKPhIBATH JJIEMEHTHI TEKCTa
JOKYMEHTA U IPyrre OTMETKU 00 3JIEKTPOHHOMN MOoANKCH (ITPHU HAJTHYUK).

OtmeTka 00 OJCKTPOHHOW TMOANMKMCH B COOTBETCTBHHM C 3aKOHOAATEIBCTBOM POCCHICKOIA
@enepanuu Brioyaer (pasy "JloKyMEHT MOANUCAH 3JIEKTPOHHOM MOANUCHIO", HOMEp cepTuduUKaTa
KIII0Ya DJIEKTPOHHOW MOANMUCH, (haMuiIMio, WMs, OTYECTBO BIAJAeibIla cepTh(duKara, CpOK JECHCTBHUS
cepTU(UKaTa KIOYa 3JIEKTPOHHOW moamucu. OTMeTka 00 3JIEKTPOHHOW IMOJIMUCH MOXKET BKJIHOYATh
n3o0paxeHue repba, sMOJIeMbl OpraHa BJIAaCTH (OpraHU3alliy), TOBAPHOTO 3HaKa (3HaKa OOCITy)KHBaHMUS)
OpraHM3allK B COOTBETCTBUU C JIEHCTBYIOIIUM 3aKOHOJAATEILCTBOM.

ITpumep -
SMmbie- JOOKYMEHT IIOOIVCAH
Ma SJIEKTPOHHOM [IOAIINCEIO
HammMmeHnoBaHMe | OpraHa
OOJIXHOCTM |BJIACTU H.H. HuxoJjsaes

Ceprudmxar 1alllaaa000000000011
Brnamesneln HukojsiaeB Hukosam HukosiaeBuu
HemcrBurenen ¢ 01.12.2012 mo 01.12.2017

5.24 TIlevarp 3aBepseT MOJJIMHHOCTh NOAMMCH JIOJDKHOCTHOTO JIMIIA HAa JOKYMEHTaXx,
yIIOCTOBEPSIONINX MpaBa I, ((UKCUPYIOMUX (PaKTHI, CBI3aHHBIE ¢ (MHAHCOBBLIMH CPEJCTBAMHU, a TAKKe
Ha WHBIX JIOKYMEHTax, MpelyCMAaTPUBAIOIINX 3aBEPEHUE TMOJMKMCU I[€YaTbl0 B COOTBETCTBUU C
3akoHoJarenbeTBOM Poccuniickoit denepanum.

ZIOKyMeHTI)I 3aBCPAIOT II€HYATHIO OpraHu3aIuu. ITeuaTn IMPOCTAaBJIACTCA, HEC 3aXBaThbIBas
COOCTBEHHOPYYHOH MOJIMUCH JIMIA, TMOIMMCABIIErO JOKYMEHT, WJIM B MecTe, oOo3HadeHHoM "MIT"
("Mecto nevaru").

5.25 OrMeTKa 00 HCIIOJIHUTEIIC BKJIIOYAET (I)aMI/I.HI/IIO, UM U OTUCCTBO HCIIOJHUTCIISA, HOMCD €ro
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tenedona. OTMeTKa 00 MCIIONHUTENE MOXKET JOMOTHATHCS HAUMEHOBAHHUEM JOJIKHOCTH, CTPYKTYPHOTO
MOJpa3IeICHNUs U JIEKTPOHHBIM aIpECOM UCIIOIHUTEIIA.

OtmeTka 00 ucnoiHHUTENne O(QOPMIISETCS Ha JUICBOW CTOPOHE IMOCIEIHETO JIUCTa JTOKYMEHTAa OT
IpaHUIbl JIEBOTO MOJIS WU, IPU OTCYTCTBHM MECTa, - Ha 0OOPOTHOM cTOpoHe BHU3Y cieBa. Hampumep:
3abenun WBan Awnpapeesud, KoHTponbHOE ympaBieHWe, Beaymui crenuanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OTmeTka 00 UCTIONHUTENE MOXKET O(OPMIIATHCS KaK HIDKHUN KOJIOHTHTYI M IedaTaTbesl mpudTom
MEHBIIEro pa3Mepa.

526 Otmerka O 3aBepeHUM KOmMUU oOdopmisieTcss A MOATBEPKIEHHUS COOTBETCTBHS KOIUHU
JOKyMeHTa (BBIMUCKM M3 JOKYMEHTAa) MOJUIMHHUKY JOKyMeHTa. OTMeTKa O 3aBEepeHHH KOIHU
MPOCTABJISIETCS] TIOJI PEKBU3UTOM "MOJMHUCH" M BKIIOYAET: cioBO "BepHo"; HaMMeHOBaHUE AOKHOCTU
JUIa, 3aBEPUBILErO KOMHUIO; €ro COOCTBEHHOPYUHYIO MOJIMKUCH; paclin(poBKY MOANHCH (MHUIUAIIBI,
(baMuHio); 1aTy 3aBepeHUs KOMUH (BBITICKU U3 JIOKYMEHTA).

[Mpumep -
BepHo

VHCIIEKTOP CJyX0Ob KaIpOB [Momonmce n.0. dammnusa
HaTa

Ecnu komust BblnaeTcst AJisl MPEJICTaBICHUS B JIPYTYIO OpraHU3alllio, OTMETKA O 3aBEPEHHUH KOIUU
JIOTIONTHSICTCA HAAMKUChI0O O MECTE€ XpaHEHUS JJAOKYMEHTa, C KOTOpOro Obula HW3rOTOBJIEHA KOMUS
("ITonnMHHUK [OKyMEHTa HAaXOJIWUTCS B (HaMMEHOBaHUE opraHu3anuu) B aene N ... 3a .. ron") u
3aBepsIETCS MeYaThlO0 OpraHUu3aIliy.

I[J'ISI IIPOCTAaBJICHUA OTMCTKH O 3aBCPCHUH KOITHMH MOXKCT UCIIOJIb30BATHCA LITAMII.

5.27 OTmeTKa O TOCTYIUIEHUU JIOKYMEHTa CIYXHUT JUIsl MOATBEPXKAEHUSA (akTa MOCTYIICHUS
JOKYMEHTa B OPraHU3allMI0 U BKJIOYAET ATy INOCTYIUIEHHS W BXOJSIIMNA PETUCTPALMOHHBIA HOMED
nokyMeHTa. [Ipu HeoOXoaUMOCTH OTMETKA O MOCTYIUIEHHMH MOXET JIOTOJHATHCS yKa3aHHUEM BPEMEHU
MOCTYIUICHUS B 4acaX U MUHYTax U croco0a JI0CTaBKU JOKYMEHTA.

OTtMmeTKa 0 MOCTYIINICHUU JOKYMCHTA MOKET IMMPOCTABJIATHCA C ITIOMOIIBIO IITaMIIa.

5.28 Pe3omronus coaepKUT yKa3aHUe 10 HUCHOJIHEHHIO JOKyMeHTa. Pesomonus odopmisercs Ha
CBOOOJHOM MecCTe pabodero noiis JOKYMEHTa, Ha OJIaHKE PE30JII0LMH WM BHOCUTCS HEITOCPEACTBEHHO B
CHCTEMY BJIEKTPOHHOI'0 IOKyMEHTO000pOTa.

Pesomtonuss  BkItOuUaeT: (QamMuiIMiO, WHUIMAIBI HCIOJHUTENS (WMCIIOJHUTENEH), MOpPY4YEHHE IO
JOKYMEHTY, MpHU HEOOXOAMMOCTH - CPOK HCIIOJHEHMs], MOJIHUCH JIMIA, BBIHECIIErO PE30NIOLHI0, JaTy
PE30IIOUH.

ITpumep -

®amunus N.0.

[Tpomry noaroroButs npeasoxxkenns k 10.11.2016.

ITonmmce

JlaTa
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5.29 OTmeTKa 0 KOHTPOJIE CBUJIETENIBCTBYET O IOCTAHOBKE JOKYMEHTA Ha KOHTPOJIb, IPOCTABIISAETCS
mramnoM "KoHTposip" Ha BEpXHEM 10JI€ JOKYMEHTA.

5.30 OTmeTKka O HampaBlIE€HUU JIOKYMEHTa B JIEJO0 OINpPEACNIIeT MECTO XpaHEHUs! JOKYMEHTa Iociie
3aBepIeHus paboThl C HUM U BKJIIOYAeT: ciioBa "B aeno", HHIEeKC Jiena o HOMEHKIIaType Jiell, B KOTOpPOoe
MOMEIIAeTCs JOKYMEHT Ha XPaHEHHE, C YKa3aHWeM rojia, JOJDKHOCTH JIHIA, O(OPMHUBIIETO OTMETKY,
MIOJIITMCH, JIATHI.

[Ipumep -

B memo N 01-18 =a 2016 1.

BaB. OTHEJIOM KOPIOPATUBHEIX INPOEKTOB
Iloomnmce ODaTa

OtMmeTKa 0 HaIlpaBJICHUUW JOOKYMCHTAa B [JCJIO MOXKCT JOMOJIHATBCA KPATKUMH CBCIACHHUAMHU O
XapakTepe UCIIOJTHCHUA JOKYMCHTA.

6 bnaHku oOKyMeHTOB

6.1 Jlns u3rotoBieHus OiaHKOB AOKyMeHTOB, corsacHo I'OCT P 7.0.8, ucnonb3yercs Oymara
dopmatoB A4 (210 x 297 mm), AS (148 x 210 mMm); g W3rOTOBJIICHHS OJIAHKOB PE30JTFOIIHIA
ucnonb3yetcs Oymara ¢popmaroB AS (148 x 210 mm), A6 (105 x 148).

Kaxnprii muct nokymeHTa, opOpMIICHHBIH Ha OJaHKe nin 0e3 Hero, T0JKEH UMETh MOJIsl He MeHee:
20 MM - J1€BOE;

10 MM - mpaBoe;

20 MM - BepxHeE;

20 MM - HUXKHEE.

JIOKyMEHTBI JITUTENbHBIX (CBBIIE 10 JeT) CPOKOB XpaHEHUs OJDKHBI UMETh JIEBOE TI0JIC HE MEHEe
30 mM.

6.2 OpraHuzan MCIOJb3YIOT OJaHKH JIOKYMEHTOB, M3TOTOBJICHHBbIE Ha OyMa)XHOM HOCHUTEIe
(6maHKM JTOKYMEHTOB (hefepalibHBIX OpPraHOB TOCYNAapCTBEHHOH BIIACTH C  BOCIPOHM3BEICHUEM
I'ocynapctBennoro  repb6a  Poccuiickoit ~ @enepanuy  M3rOTaBIMBAIOTCS  MOJUTPAadUUECKUMU
OPEINPUATHSIMHA, WMEIONIMMUA  CePTH(UKATEI O HATMYMU TEXHUYECKHX U  TEXHOJIOTUYECKUX
BO3MOKHOCTEH Ul KauyeCTBEHHOI'O M3TOTOBJIEHMS YKa3aHHOTO BUJAA HPOAYKIMM) W/HIU 3JIEKTPOHHbIE
ma0aoHb! Oj1aHKOB. biianku Ha OyMa)kHOM HOCHTENE U AJIEKTPOHHbIE 111a0JIOHBI OJIAHKOB JOJKHBI OBIThH
UJCHTUYHBI [T0 COCTAaBY PEKBU3UTOB, MOPSJIKY UX PACIIOJIOKEHUS, TApHUTYpaM IIpHQTa.

bnanky 10KyMeHTOB Ha OyMa)KHOM HOCHUTEJIE U 3JIEKTPOHHBIE 1a0JIOHBI OJJAHKOB M3rOTAaBIMBAIOTCS
Ha OCHOBAaHUH MaKeTOB OJIAHKOB, YTBEP)KJaEMbIX PYKOBOJIUTEIEM OpraHU3alINH.

bnaHku JOKyMEHTOB cieyeT U3roTaBiIMBaTh Ha Oenoil Oymare mwin OyMmare CBETJIbIX TOHOB.

SJICKTpOHHLIC 1a0JIOHBI OJ1aHKOB JOKYMCHTOB JOJIXKHBI OBITh 3alllUIICHBI oT
HCCaAaHKITMOHUPOBAHHBIX W3MCHCHHIA.

6.3 bmanku JAOKYMCHTOB O(pOpMJ'IHIOTC}I B COOTBECTCTBHU C HpI/IJ'IO)KCHI/ICM b. OpI/ICHTI/IpOBOqHLIC
rpaHviibl 30H PACIOJJOXKCHHUA PCKBU3UTOB 0003HaYEHEI IMYHKTUPOM. Ka)KJIaFI 30Ha ONpEACIACTCA
COBOKYITHOCTBIO BXOAAIIUX B HCC PCKBU3UTOB.
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6.4 B 3aBUCHMOCTH OT PACIONOXKCHHS PEKBU3UTOB YCTAHABIMBACTCS JIBa BapuaHTa OJAHKOB -
yrioBoit (pucyHok b.1) u mpogonbeHeIit (pucyHoOK b.2).

6.5 PexBusutel 01, 02, 03 pacnonararorcss Ha BEpXHEM II0J€ JOKYMEHTa Haja pekBuzutom 05 mo
CepeIrHE 30HBI, 3aHSATOW 3TUM PEKBH3HTOM.

PexBusut 03 MokeT pacrnosiaraTtbCs cieBa Ha ypoBHE pekBu3uta 05.

PexBuzutsr 05, 06, 07, 08, 09, 13, orpaHuuuTtesnbHbie OTMETKH i pekBuzuToB 10, 11, 12 B
mpejiesax TPaHul] 30H PacIOIOKEHHUS PEKBU3UTOB Pa3MEIIAIOTCS OJJHUM U3 CIIOCOOO0B:

- IICHTPOBAHHBIM (HAYAJO M KOHEI] Ka)XJO0H CTPOKU PEKBU3UTOB PAaBHO yJaJ€Hbl OT T'PaHUI] 30HbBI
PacIoJIOKEHUSI PEKBU3UTOB);

- (bmaroBeIM (Kakmas CTpOKa PEKBU3UTOB HAYMHACTCS OT JIEBOW TI'PAHMIBI 30HBI PACIIOJIOKCHHS
PEKBU3UTOB).

6.6 YCTaHaBJIMBAIOTCS CIICAYIONINE BUIbI OJTAHKOB JIOKYMEHTOB OpTaHU3alNU:
- 001Ut OJaHK;

- OJIaHK IIHCHMa;

- OJIaHK KOHKPETHOTO BU/Ia JOKYMEHTA.

HopmaTuBHBIMU NpaBOBBIMM aKTaMU OpraHU3allMd YCTaHABIMBAIOTCS BHUJIbl MPUMEHSEMbIX
ONMaHKOB M HMX pasHOBUIHOCTH (OJaHK MHChbMa CTPYKTYPHOTO TMOJpAa3/eieHUs, OJaHK MHChMa
JOJHKHOCTHOTO JIMIIa, OJIaHK MpHUKa3a, OJIaHK paclopsbKeHus, OJIaHK MTPOTOKOIA U JIp. ).

O06pa3ipbl 6J1aHKOB JOKYMEHTOB ITPUBEACHBI B IPUIIOKEHUH b.

6.7 OOuuit 6IaHK KUCIONB3YEeTCs AJIsi MU3TOTOBIEHUS JTIOOBIX BHJIOB JOKYMEHTOB, KPOME JIETOBOTO
(ciy»eOHOr0) MUChMa.

OOmuii OjMaHK B 3aBUCUMOCTH OT YYPEAUTEIbHBIX JOKYMEHTOB OpTaHHM3allMd U JIOKAJIbHBIX
HOPMATHBHBIX akTOB BKJtouaeT pekBu3uTHl 01 (02 mwmm 03), 05, 06, 07, 13 u orpaHUYUTENBHBIE OTMETKH
g pexksuzutos 10, 11, 16, 17.

bnank nucbMa B 3aBHUCHMOCTH OT YYpPEAMTEIbHBIX JOKYMEHTOB OpPraHU3alMd U JIOKAJIbHBIX
HOPMAaTUBHBIX akTOB BKIMo4aeT pekBU3UTHl 01 (02 mmm 03), 05, 08, orpaHMYMUTENbHBIE OTMETKH IS
pexBusutoB 10, 11, 12, 15, 17. bnank nucbMa CTpyKTypHOTO TOJpa3AeieHusl TOMOIHUTEIBHO BKIIOYAET
pexBu3uT 06, 6J1aHK MHUChMa JOHDKHOCTHOTO JIMLIA - peKBU3UT 07.

bnaHk KOHKpeTHOro BHJa JOKYMEHTa, KpPOME IHChbMa, B 3aBUCHUMOCTH OT YYpEAUTEIbHBIX
JOKYMEHTOB OpraHU3alliy U JIOKAJIbHBIX HOPMAaTHBHBIX MPaBOBBIX aKTOB BKJIrO4aeT pekBu3uTel 01 (02
umu 03), 05, 09, 13 u, npu HEOOXOUMOCTH, OTPAHUIUTEIIHPHBIE OTMETKH ISl TPAHUII 30H PACIIOJIOKEHUS
pexBusutoB 10, 11, 16, 17. biaHk KOHKpETHOro BUAA IOKYMEHTAa CTPYKTYPHOI'O IOApAa3JEICHUS
JIOTIOJTHUTEIBHO BKIIFOUaeT pekBU3UT 06, OJIaHK TOJKHOCTHOTO JIMIA - peKBU3UT 07.

6.8. B opranax Biactu M opraHmzanusax pecnyOiuk Poccuiickoit deneparyu, MCIONb3YIOMIUX
HapsAIy C PYCCKHMM SI3BIKOM KaK TOCYJapCTBEHHBIM sI3bIKOM Poccuiickoii denepaium rocyaapCTBEHHBIN
A3BIK (FOCYIApCTBEHHbIE S3bIKH) PECIyOJIMK, MUCIIONb3YIOTCS OaHKU JOKYMEHTOB Ha PYCCKOM SI3BIKE U
rOCy/lapCTBEHHOM sI3bIK€ (TOCYJApCTBEHHBIX SI3bIKaX) pECHyOJIMK: YrioBble (PEKBU3UTHI OjaHKa
pacroyiararoTcss Ha OJHOM YpPOBHE: Ha PYCCKOM S3BIKE - CII€Ba, Ha TOCYJapCTBEHHOM S3BIKE
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(rocynapcTBEHHBIX S3BIKAX) PECHyONUK - CIpaBa) WM MPOAOJIbHBIE (PEKBH3HUTHI OJlaHKa HAa PYCCKOM
SI3BIKE - CBEPXY, PEKBU3HTHI OJIaHKA HA TOCYIAPCTBEHHOM S3bIKE (TOCYIapCTBEHHBIX SI3bIKAX) PECIyOIHK
- HIKE).

s mepenucku ¢ MHOCTPaHHBIMU KOPPECIOHJEHTAMU HCIOJB3YIOT OJaHKM Ha JIBYX S3bIKax -
PYCCKOM U aHTJIMKACKOM (Tpuiiokenue B.8) min ”HOM HHOCTpaHHOM SI3bIKE.
(. 6.8 B pen. M3menenus N 1, yrB. [Ipukazom Poccrangapra ot 14.05.2018 N 244-cT)

[Tpunoxenue A
(cipaBouHOE)

PACMNONOXEHUE PEKBU3NTOB HA TUTYJIbHOM JIUCTE OOKYMEHTA

HamMeHOBaHMEe OpraHu3alumn
T'pud corslacoBaHMsa IOOKyMeHTa T'pud yTeepxneHMsa HOOKYMEHTA

HammMmeHoOBaHMeE BUIoa IOOKYMEHTaAa
3aroJIOBOK K TEKCTY

Tpud coryacoBaHMS HOKYMEeHTa

MecTo cocTaBJieHMs (MBOaHMUS) IOKyMeHTa - IOl M3IaHMsa IJOKYMeHTa

Pucynok A.1 - Pacnosio’keHne peKBU3UTOB Ha TUTYJIbHOM
JUCTE JOKYMEHTa

IIpunoxenue b
(cpaBOUHOE)

CXEMBI PACIIOJIOXXEHMA PEKBU3UTOB IOKYMEHTOB
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Pucynok b.1 - Pacnionoxenne peKBU3UTOB U TPAHUIIBI 30H
Ha popmate A4 yrioBoro OGiaHka
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PI/IcyHOK b.2 - Pacnonoxxenne PCKBU3UTOB U I'PaHUIIBI 30H
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[Ipunoxenue B

(cipaBouHOE)

OBPA3Lbl BJIAHKOB JOKYMEHTOB

Pocapxus

demepalsibHOe ONIXEeTHOE yupexIeHUue
"BCepoCCUMCKUM HAYyYHO-MCCJIeIOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIOEHMA U apXMBHOTO nejya'
(BHMMIOAL)

MockBa

Pucynok B. 1 - O6pa3zer o6miero 6anka opraHu3anuu

Pocapxus

demepallbHOe ONIXETHOE yupexXIeHUe
"BCepOoCCUMCKUNM Hay4dHO-—
UCCJIENOBATEJNIBCKUM MHCTUTYT
IOOKYMEHTOBEIEHMSA M APXMBHOTO neja'
(BHMMIAL)

lIpodcow3Has ymu., n. 82, Mockma, 117393
Ten./daxc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VIHH/KIIO 7708033140/771001001

N

Ha N oT

Pucynok B.2 - O6pa3zer; yrinoBoro 01aHka MUChbMa OpraHU3alud

Pocapxus

PenepanbHoe GLOMKETHOE yYpeXxaeHue
"BcepoccunCKU Hay4yHO-UccneaoBaTeribCKUA UHCTUTYT
OOKyMeHTOBeAeHUs u apxusHoro aena" (BHUAOAL)

Mpodpcotro3Han yn., A. 82, Mocksa, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OrPH 1027700380795;
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MHH/KMNN 7708033140/771001001

N

Ha N oT

Pucynok B.3 - O6pa3zer npogoiapHOro 0JiaHKa MMChMa OPTaHU3aIHH

Pocapxus

depepanbHoe OOQKETHOE yupexaeHue
"BcepoCcCUNCKUA HayYHO-UccneaoBaTeIbCKUN UHCTUTYT
AOKYMeHTOBeAeHUsA U apxuBHoro aena"

(BHUMAOAL)
OVPEKTOP

Mpodcoro3Han yn., A. 82, Mockea, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKINO 02842708; OIN'PH 1027700380795;
MHH/KIMMN 7708033140/771001001

Ha N oT

Pucynok B.4 - O6pazer npoonbpHOTo 06J1aHKa MUChMa
JOJKHOCTHOTO JIUIA

Pocapxus

PenepanbHoe GroMKETHOE yupexaeHue
"BcepoCCUNCKUA Hay4YHO-UCCeaoBaTeIbCKUN MHCTUTYT
AOKYMeHTOBeAeHUs U apxuBHoro aena"

(BHAMOAL)
OTPACNEBOW LIEHTP NOBbILWEHNSA KBANTU®UKALINK

Mpodpcotro3Han yn., A. 82, Mocksa, 117393
Ten./cdakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./cbakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIO 02842708; OIr'PH 1027700380795;
MHH/KMNN 7708033140/771001001
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Ha N oT

Pucynok B.5 - O6pa3sern npoaoapHOro 0J1aHka nmichMa
CTPYKTYPHOTO TOJIPa3ICICHUS

Pocapxus

demepasibHOE OOIXETHOE yupexIeHMue
"BCcepoCCHUMCKUM HAay4YHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHMUA M apxXMBHOTO meja"
(BHMUIAL)

[IPVIKAS3

MockBa

Pucynok B.6 - O6pazer 01aHka KOHKPETHOTO BUa
JTOKYMEHTa OpraHU3aluu

Pocapxus
demepanibHOe OWOXETHOE yuUpexXIeHMe
"BCepOoCCUMCKUM HAYy4YHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHNUsA M apxMBHOTO Jena"
(BHUMIAL)
IVIPEKTOP

PACIIOPAXEHIVE

MockBa

Pucynok B.7 - O6pa3er 61aHKa KOHKPETHOTO BUJa JOKYMEHTa
JOJKHOCTHOTO JIMLIA

PocapxuB

PenepanbHoe GrOMKETHOE yupexaeHue
"BcepoCCUNCKUA HayYHO-UCCeaoBaTeIbCKUN MHCTUTYT
AOKYMeHTOBeAeHUA U apxXuBHoro gena'"

(BHUMAOAL)

Mpodpcotro3Han yn., A. 82, Mocksa, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OrPH 1027700380795;
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MHH/KMNN 7708033140/771001001

Rosarchiv
The Federal Budget Institution
"The All-Russian Scientific and Research Institute for
Archives and Records Management"
(VNIIDAD)

Profsoyuznaya ul., 82, Moscow, 117393
Tel./Fax (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru

N

Ha N oT

Pucynok B.8 - O0pazer npoaoiapHOro 0JiaHKa MMChMa OPTaHU3aAIAH
Ha JIBYX SI3bIKaX

VK 006.35.034(470+571):[005.92:002.1]:006.354 OKC 01.140.20 T62

KiroueBble ciioBa: OpraHU3aliOHHO-PACIOPSAUTENbHAS TOKyMEHTaus, 0ohopMIIeHHE
JOKYMEHTA, OJaHK JTOKYMEHTa, PEKBU3UT TOKyMEHTa
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