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IHOACHUTEJIBHAA 3AIIMCKA

JlanHble METOAMYECKHE PEKOMEHJAIlMM COCTaBIEHBbI JJIsi CAMOCTOATEIBHOTO HW3Y4YEHHUS
y4eOHOM TUCHUIUIMHBI JIOKyMEHTAallMOHHOE OO0CCIIeUeHUEe YIpPaBICHUS B COOTBETCTBHH C
tpeboBanusiMu @I'OC CIIO u npegHazHauYeHBbI IS peaM3allid TOCYAapCTBEHHBIX TPEOOBaHUN K
MUHUMYMY COJEp’KaHUS U YPOBHIO MOJATOTOBKH BBIITYCKHUKOB 110 crienuanbHocTH 38.02.06 duHaHCHI.

YyeOnass gucnummHa «JlOKyMEHTAllMOHHOE OOeCIeueHrue YIpaBiIeHHs» o0ecrneynBact
dbopmupoBanre MpodecCHOHANBHBIX KOMIIETCHIIMM 10 BceM Buaam aestenpHocth PI'OC 1o
cnenuanbHocTy 38.02.06 duHaHCH:

IIK 1.5. OGecneunBarh (HUHAHCOBO-IKOHOMHUYECKOE COIMPOBOXKICHUE JCATEIHHOCTH 10
OCYIIECTBJICHUIO 3aKYIOK ISl TOCYJaPCTBEHHBIX U MYHUIIMIIATBHBIX HYXI.

IIK 3.4. OGecneunBaTh OCYIIECTBICHUE (PMHAHCOBBIX B3aHMMOOTHOIIECHUN C OpPTraHHU3allUsIMH,
opraHaMu rocyAapCTBEHHOM BJIACTH U MECTHOT'O CAMOYIPABIICHHUS.

IIK 4.1. Pa3pabaTeiBaTh IJIaH W TPOrpamMMmy TPOBEICHUS KOHTPOJIBHBIX MEPONPUITHH,
oOpMIIATE pE3yNIbTAThl MPOBEIACHHBIX KOHTPOJBHBIX MEPONPUATHH, BBIPA0ATHIBATH PEKOMEHIAIIUU
10 YCTPaHEHUIO HEJAOCTATKOB M PUCKOB, OLIEHUBATh 3PPEKTUBHOCTh KOHTPOJIBHBIX MPOLIETYP.

[IK 4.3. VYuyactBoBaTh B pEBH3UH (UHAHCOBO-XO3AWCTBEHHON MEATENBHOCTH OOBEKTa
(bUHAHCOBOT'O KOHTPOJIS.

[lenprto w3ydeHHus Yy4eOHON AMCHMILIMHBI JI|OKyMEHTAaIMOHHOE OOeCIeUYeHUe SIBJISCTCS
MOJlyYeHUE TEOPETUYECKUMX 3HAHUM U TMPAKTUYECKUX HABBIKOB B 00JacTH OpraHU3aluu
JeTOTIPOU3BOACTBA M IOKYMEHTOOOOPOTA B OpraHU3AIHSIX.

B pesynbraTe ocBoeHHs y4eOHOM TUCIUIUIMHBI 00YYaroIUics JOIKEeH

UMETb NMPAKTUYECKH OIIBIT:

- odopmieHusi, TPOBEPKU TMPABUIBHOCTU  COCTABIEHUS, OOECHEUYEeHUs, XPaHECHUS
OpPraHHU3AIIOHHO — PACIOPSIIUTEIBHBIX M WHBIX HEOOXOIUMBIX JIOKYMEHTOB C HCIIOJIb30BAHUEM
aBTOMATU3HPOBAHHBIX CHCTEM.

B pamkax nmporpaMmMbl yueOHON AUCIMIUIMHBI 00YYaOIIMMUICS OCBAUBAIOTCSI YMEHUS U 3HAHUS

Kon YMeHus 3HaHUA
IK
[IK 1.5. OdopMisaTh TUIATEXKHBIE JOKYMEHTHI (AJeKTpoHHBIE | OCOOCHHOCTH COCTaBJICHUS 3aKYIIOYHOM

3asBKM Ha  KaCCOBBIC pacXoAbl H  IUJIATCIKHBIC
HOpy‘ICHI/IH) AJI IPOBEACHHN A KACCOBBIX BBITIIIAT

JIOKyMEHTAIHH

[IK 3.4. [IpoBepsATh  HEOOXOMUMYIO  JIOKyMeHTanutoo s | MHdopManmoHHBIE — TEXHOJIOTHH B
3aKJIFOUYEHUS] KOHTPAKTOB npodecCHOHAIBHON 1eATETbHOCTH

11K 4.1. [IpoBepsaTh  HEOOXOMUMYIO  MOKYMEHTAIMIO  JUIS
3aKJIIOUEHUs] KOHTPAKTOB; MPUMEHSTh NPOTrpaMMHOE | OcoOEHHOCTH OpraHH3alun u
obecrieueHue npu  OCyHICCTBJICHHUHU (1)I/IHaHCOBOFO NpPOBEJACHUS KOHTPOJIBHBIX
KOHTPOJIS. MEPOIPHUATHH OpraHamy,

[IK 4.3. OdopMIATh pe3ynabTaThl MPOBENEHHBIX KOHTPOIBHBIX | OCYIIECTBISIOIINMU (UHAHCOBBIH
MEPOIPHUITUN TTyTEM COCTaBIIEHHUS aKTOB M CIPABOK; | KOHTPOJb.
MPUMEHSTh MporpaMMHoe obecrieyeHrne (uHaHCOBOTO | OCOOEHHOCTH TNPOBEACHHUS  3aKYIOK

KOHTPOJIS.

TOBapoB, paboT, YCIAYr OTAEIbHBIMH
BHJIAMH IOPUINYECKUX JIUIL.




O0bem yueOHOH TMCHUIJIMHBI U BUAbI Y4eOHOH padoThI

Bun ydeGHOI paboThI O06bem yacoB
ouHast ouHast
dbopma dbopma

o0y4yeHust | o0y4yeHus
O6bem 00pa3oBaTenbHOM NPOrpaMMbl y4eOHOW AUCHUTUINHBI 40 40
O0BeM paboThI 00YUAIOIIUXCS BO B3aUMOJICUCTBHUH C MPEIOAaBaTeIeM 32 8
B TOM YHCIIE:
TEOpEeTUIEeCKoe 00ydeHne 12 2
MIPaKTUYECKHUE 3aHATHUS 20 6
caMoCTOsTeNIbHas paboTa o0yJaromierocs (BCero) 8 32
[Tpomexxyrounas arrecraiusi B Gpopme nuddepeHimpoBaHHOro 3aueta/
" epeHIIMPOBAHHOTO KOMIUIEKCHOTO 3a4eTa
IlepeyeHb NPaKTHYECKUX 3AHATHIA:
Ne Kon-Bo
HanmeHnoBaHne NpakTHYECKOTO 3aHATHUS
/o 4acoB
1 |IIpaktuueckoe 3ansrue 1.
Odopmienne T0KyMEHTOB ¢ momoribio mnporpammbl  Microsoft Word. Cosaanue 2
nrabI0Ha JOKYMEHTOB.
[TpakTHueckoe 3ausTHE 2.
2 |CocraBnenue ¥ oGhOpMIICHUE PACIOPSIUTEIBHBIX W CIPABOYHO- WH(POPMAITMOHHBIX 2
JTIOKYMEHTOB.
3 |IIpakTmueckoe 3aHsTHE 3. 5
[TpoBepka mpaBUILHOCTH 0GOPMIICHHSI OPTaHU3AMOHHBIX TOKYMEHTOB-
4 |IIpakTrueckoe 3aHsTHE 4. 5
Kanposoe nenonpousBoncTso.
5 |[Ipaktuueckoe 3ausitue 5. OpopmMiieHrne MPUKA30B. 2
6 |IIpakruyeckoe 3aHsTHE 6.
Odopmnenne pacopsiKeHHH, yKka3aHUH, TOCTaHOBIECHUH. 2
7 |IIpakTuueckoe 3aHsiTHe 7. 2
OdopmieHne mIaTeXHbIX JOKYMEHTOB.
8 |IIpakTmueckoe 3aHsTHE 8. 5
Odopmitenne rpax1aHCKO-IIPaBOBOIO J1OTOBOpA.
9 |IIpaktrueckoe 3aHATHE 9.
. 2
OdopmiteHre TOKYMEHTOB ¢ moMolikto mporpammbl Microsoft Word.
10 |IIpaktudeckoe 3ansTue 10. 1
[TpoBepka MpaBUILHOCTH COCTABIEHUSI HOMEHKIIATYPHI JIEI.
11 |[IpomexyTtouHas aTTectanus B popme nuddepeHIpoBaHHOTO 3aUeTa. 1




MeToanuyeckue peKOMeH AU

IIpakTnyeckoe 3ansaTue 1.
OdopmieHue T0KYyMeHTOB ¢ oMolbio mporpammbl Microsoft Word. Co3nanue ma6/i0Ha
AOKYMEHTOB.

W3yuuB naHHBIN pa3iell, CTyAEHT JOJKEH YMETh:

[ToHnMaTh CyHIHOCTh M COLIMAJIBHYIO 3HAYUMOCTb CBOEW Oyaymieil mpodeccuu, mposBiiTh K
HEW yCTOWYMBBINA MHTEPEC.

W3yuuB naHHBIA pas3fen, CTYyAEHT JOJDKEH 3Harh: [loHsATme, nenu, 3amadyd W NPUHLUIEBI
JIeJIONPOU3BOCTBA.

Hean 3aganus: Hayuutcs opopmisats pekBu3uthl OPJl Ha PA-4 B coorBeTcTBUu ¢ [[OCT.

OOopynoBanMe: METOIMYECKHE YKa3aHUS K TNPAKTHUYECKOMY 3aHSATHIO, OJIaHK MPaBOBOM
JNOKYMEHTALMU, KOMIIBIOTE.

3aganue 1. CocraBUTH  cXeMy  pacnojo:keHusi  pekBu3utToB. Ilepenecrn
HHJKeNPUBeIeHHbIE CXeMbI-00pa3ubl KapaHaamoM Ha oymary @ A-4,
CxeMbl pacronokeHus! peKBU3UTOB JOKYMEHTOB
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Puc. 1.
PacrnionoskeHre peKBU3MTOB ¥ TPAHUILIBI 30H Ha popmaTe A4
YIJ10BOI0 0J1aHKa (pa3Mephl YKa3aHbl B MHUJUTUMETPAX )

3aganue 2.
CocTaBUTh CXEMy pACIOJIOKCHHSI PEKBU3UTOB. llepeHeCTH HUKENPUBEICHHBIE CXEMBI-00Pa3IlbI

KapaHjamom Ha Oymary @ A-4,
]
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Puc. 2.
Pacnonoxenne peKBU3HUTOB U IrpaHULIbI 30H Ha ¢dbopmare A4

IPO0JbHOr0 0JIaHKa (pa3Mepsl yKa3aHbl B MIITUMeTpax)lIpumeuanne: ropu3oHTalbHbIE TPAHUIIBI
30H PEKBHU3UTOB, OTMEUYEHHBbIE€ MYHKTHUPOM, MOTYT cMellaThcsl Mo BepTukanu. [Ipum odopmieHuu
PEKBU3UTOB HEOOXOIMMO IOMHHUTb, YTO OHM OTIENAIOTCA JPYyr OT Jpyra 2-4 MeXCTPOUHBIMH
uHTepBasamMu. Hampumep, eciu TEKCT JOKyMEHTa OKaHYMBAETCs B Hauyaje BTOPOM CTpaHUIBI, TO
pexBu3uT ' Hoanuce" nomkeH ObITH OQOpPMIIEH MOJ TEKCTOM uepe3 2-4 MEXCTPOUYHBIX HHTEpBaja.
OnHako npu oopmienun JOKYMEHTOB HE00X0AUMO IIOMHUTb, 41O
pexBu3uTH 27, 28,29 u 30 opopMIIIIOTCS OT HIKHETO Kpasi JINCTA.



http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel12&lesson=ugl_blank
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel12&lesson=prodoln_blank
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit22
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit27
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit28
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit29
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit30

IIpakTnyeckoe 3ansiTue 2.
CocraBJiienue u oopMJIeHNE PACTIOPAANTENbHBIX H CIIPABOYHO- HH(POPMALMOHHBIX
JOKYMEHTOB.

3aganue 1.

CocTraBjeHue MITaTHOTO PACITUCAHMS.

IlItatHOe pacmucaHue — MOKYMEHT, 3aKPEIUISIONINN JOKHOCTHOW W YHCJICHHBIM COCTaB
MPEITIPUSTHS, YKa3bIBAOITHN donx 3apabOTHOM ILJIATHL.
Conepxut nepedeHb CTPYKTYPHBIX MOAPA3IACICHUM, TOJDKHOCTEH, CBEICHUS O KOJIMYECTBE IITATHBIX
€IMHUII, JODKHOCTHBIX OKJIa/Iax, Hal0aBKax u MecsuHOM (hoHe 3apaboTHOM uaTel. MecsuHbiid (GOHT
3apabOTHOM TUIATBI — 3TO CYMMAapHBIE JEHEXKHBIE CPENICTBA, KOTOPBHIC MPEAYCMOTPEHBI ITATHBIM
paciiuCaHuem JUIA BBIIIJIATHI pa6OTHI/IKaM.
IlITaTHOE pacrnicanue odopmItsseTcs Ha YHUGPUIIUPOBAHHON bopme
[lItaTHOE pacnucaHWe BHU3UPYET TIABHBIM OyXrairep, FOPHUCT, MOJIMUCHIBACT HAYAIBHUK OTIEINa
KaJpOB WM 3aMECTUTENb PYKOBOJUTENS, YTBEPXKIACT PYKOBOJIUTEIb OpPraHu3allud, IMOAMNKUCH
KOTOPOTO 3aBepseTCs II€YaThIO.
N3MeHeHus B mITaTHOE pacHUCaHUsl BHOCATCS MPHUKA30M IO OCHOBHOM nAesTeabHOCTH «O BHECEHUU
I/I3M€H€HHI>1 B INITAaTHOC pacCIHCaHUC), KOTOpblf/'I NOANMUCBIBACT PYKOBOJUTCIIb OpPraHvu3aliu HJIA
YIOJIHOMOYEHHOE AM JIAIIO.
KpoMe caydaeB mepeMMEHOBAaHHUS CTPYKTYPHBIX TOJpa3ACiICHUN WM JOJDKHOCTEH, W3MEHEHMS
OKJIa/ia, IITaTHOE PACIHCAHHUE MOXET HM3MEHATHCA BO BpEMs PEOPraHU3ALMUUA TPEANPUATHS, TPH
COKpalll€CHUH YUCIICHHOCTHU WJIM LITaTa pa60THI/IKOB. HpI/I COKpall€HUu YUCIICHHOCTHU HCKIIIOYAarOTCA
OTJICTIbHBIC €AMHUIIBI, a TIPU COKPAILICHUH IITaTa — OTACIbHBIC MMoApa3AcieHus. [Ipu 3ToM pabOTHHKH,
3aMeMIAloNINe COKpAlaeMble JIOJDKHOCTH WM PabOTaroIIHe IO COKpAallaeMbIM MPOQECCHSIM,
MOJJIEXKAT YBOJIBHEHHIO IO COOTBETCTBYIOIIMM CTaThsIM 3akoHa Poccuiickoit denepanuu.

3aganue 2.

OdopMUTDH TPYAOBYIO KHUKKY.

TpynoBast KHI)KKAa — 3TO JIOKyMEHT, B KOTOPOM COJEPKUTCS BCsl MHPOpPMALUs O TPYHOBOIi
NeSTeILHOCTH €€ BIajieNiblla. 3amoJIHeHHe ee TpeOyeT OT pabOTHHKA KaapoB Tropa3io OOJbIIeH
BHUMATEJIbHOCTH W JAJIbHOBUAHOCTH, 4YeM OQopMmieHHe J000ro apyroro mokymeHrta. OmmuoOky,
JIOTYILEHHYIO B MPUKAa3€e WIKM B JOTOBOPE, JIETKO UCHPaBUTh. Yallle BCero HUKTO U HE Y3HAET, YTO OHA
uMeNa MeCTO. A TIOCHENCTBHS HE3aMEUCHHBIX M HEHUCIPAaBJIEHHBIX OIIMOOK B JOKYMEHTE,
MOATBEPKIAIOIIEM TPYJIOBOM CTak pabOTHHKA, MOTYT BBIIBUTHCS TOJIBKO BO BpeMsi odopmiieHus
neHcud. TpyaoBble KHMKKH BEIYTCS Ha PaOOTHUKOB BCEX IMPENIPUATHI HE3aBUCUMO OT (OPMBI
COOCTBEHHOCTH U OpraHU3allMOHHO-TIPaBOBOM ()OPMBI, B KOTOPBIX OHHM MPOpadOTa M CBBILIE 5 THEH, B
TOM YHMCIJI€ HAa CE30HHBIX M BPEMEHHBIX pPAOOTHMKOB, a co 2 okTA0ps 2006 roga TpynOBbIE KHUKKHU
00s13aHbl BECTH TaK)K€ M paboTo/aTeNy - UHAUBUyallbHbIE NpeanpuHumarenu (4. 3 cr. 66 TK PO).
Jlnst mocTymnaroniero Ha padoTy BIepBble KHIKKA 0QOpMIIsieTCs He Mo3/1Hee 7 THeH co AHA MmpHeMa Ha
paboty.®@opma, MOPAIOK BEIEHUS M XPaHEHUs TPYIOBBIX KHIDKEK, a TAK)K€ MOPSIOK M3rOTOBJICHUS
OJIaHKOB TPYJOBBIX KHM)KEK M obecrieueHust MU padoronaTeneil ycranaBnupatorcs [IpaBureabcTBoM
PO.

Bce 3amucu B TpyqOBOM KHMXKKE JeNaloTcsi 0€3 COKpalleHHMH M UMEIOT CBOW IMOPSIKOBBIN
HOMEp.

Henonyctumo, Hampumep, B rpade 4 yKasblBaTh «IIp.» BMECTO «IpPHUKa3». ITO KacaeTcs U
cChUTOK Ha KOHKpeTHbIE cTaTbl TK P®. Crienyer nucath: MyHKT 3 4acTh nepsas ctaThs /7 TpynoBoro
konekca Poccuniickoit denepanun.

Csenenusi 0 pabOTHHKE Tereph MOYKHO 3aIOJHATH HE TOJIBKO HAa OCHOBaHHUHM MAcropTa, HO U Ha
OCHOBAaHUM JIPYyroro JOKYMEHTA, YAOCTOBEPSAIOIIErO0 JMYHOCTh (BOAMTEIBCKOIO YAOCTOBEPEHUS,
3arpaHmnaciopTa, BOGHHOTo OujeTa u T.11.). Bce 3amucu o BeIMoHsAEMON paboTe, IepeBoie Ha IPYTyI0
MOCTOSIHHYIO Pa0oTy, MPUCBOECHUH KBaTH(PHUKALINU, YBOJIBHEHUH, a TAK)KE O HArpaKJICHUU BHOCSTCS B
TPYAOBYIO KHM)KKY Ha OCHOBaHMM COOTBETCTBYIOILErO IpHKa3a (pacrnopsikeHus) paboronaTens He
MI03JJHEE HEAEIBHOIO CpPOKa, a IPU YBOJBHEHUU — B JIEHb yBOJbHEHMs. IIpu 3TOM 3ammcu IOJKHBI



TOYHO COOTBETCTBOBATh TEKCTy MpHKa3a (PacHOpsDKeHUs). 3aMicH B TPYAOBYIO KHIDKKY O MPUYHMHAX
MPEKpaIleHus] TPYAOBOTO JOTOBOpa BHOCATCS B TOYHOM COOTBETCTBUU ¢ (opmynupoBkamu TK PO
WU THOTO (heZIepalIbHOTO 3aKOHa.

Odopmuts 1o 00pasity TpyJOBYIO KHIDKKY Ha Oymare ®-A4

CBEAEHHA fo PABOTE TK ¥ 0595527
Pata Coedeian o npeexe  wa paliery. nepenode “:Inmm
& wosep dowymesta,
5 weess | oweesy | od (‘:’muwlm :m:nm.nu,:‘w) umm
1 2 »
Mw&sguoc.

.45

ON0O
£ ot | o2 JW! G‘W—m— f% =
sgfs eflo | .G L0OY art Yk




IIpakTnyeckoe 3ansiTue 3.
IIpoBepka npaBUILHOCTH 0()OPMJIEHUS] OPTAHNU3AIUOHHBIX JOKYMEHTOB.

J0J12KHOCTHAS. MHCTPYKUMA — IIPABOBOM aKT, M3JaBacMblii OpraHu3aluell B LENSIX perjaMeHTaluu
OpraHU3aIMOHHO-TIPABOBOTO MOJIOKECHHS pAOOTHHUKA, €T0 00sI3aHHOCTEH, TIPaB, OTBETCTBEHHOCTH.

OcHoBHOE (PYHKIIMOHATbHOE HAa3HAUYEHHE JOJDKHOCTHOM HMHCTPYKIIMM COCTOMT B OCYIIECTBICHUU
OpPraHMU3allMIOHHO-HOPMATHBHOM pErJIaMEHTAllMi ITOBCEAHEBHOW JESTENBHOCTH JOJIKHOCTHBIX JIMLL
(paOOTHUKOB COOTBETCTBYIOLIUX KaTEropwii) MpeAnpusTUs, YTO, B CBOIO OYEpe/b, MO3BOJSET HaM
0003HAYNTh OCHOBHYIO (YHKIHMIO JAaHHOTO JOKYMEHTa KaK perIaMEHTHPYIOUIYI0, WM
OpraHU3alIOHHO-HOPMATUBHYIO.

PaGoTHHKH MIpCAIIpusaTuA 00s13aHBI PYKOBOACTBOBATHECA COOTBETCTBYIOIIUMHU  TOJIKHOCTHBIMU
HHCTPYKIUAMH B IMPOLECCE pCain3allul CBOUX HOJIHOMO‘II/Ifl, a B CJIydac HAPYILICHUA UX IMOJIOKCHUM —
HECTHU 3a 3TO OTBETCTBCHHOCTD, IMPECAYCMOTPCHHYIO 3daKOHOAATCIBCTBOM M HHBIMH HOPMATHBHBIMU
(HOpMaTI/IBHO-HpaBOBI)IMI/I) AKTaMHU, a TaKKEC JIOKAJIbHBIMH aKTaMW NPCAIIPUATHA.

BcenomoratenbHoe (yHKIMOHAJIbHOE HA3HAYEHHUE JIOJDKHOCTHOM HMHCTPYKIMHM 3aKJIIOYaeTCs, BO-
NEepBbIX, B OOyYeHHMM BHOBb MPUHATHIX HA MpeInpUsTHe paOOTHUKOB, a TaKkKe pPaOOTHUKOB
INpEeNNpUATHs, TNEPEMEIICHHbBIX Ha HOBbIE JODKHOCTH (paboune Mecra) (oOywaromias, WiId
TpeHUHroBas, (GyHkiMs). Bo-BTOPBIX, HOKHOCTHAs MHCTPYKLMS, KaK IPaBHIIO, UCIOJIb3YeTCsl Ha
sTane ordopa MepcoHajla B KayecTBE OJHOIO U3 JIOKYMEHTOB IIPOBEPKH MMEIOIIMXCS Yy COUCKATesen
(KaHIUAATOB Ha JOJDKHOCTh) 3HAHMU (KOHTpoJbHas ¢yHkuus). HakoHer, B-TpeTbUX, UMEIOIIUECS B
pacnopsDKEeHUH MPEANPUSITHS TOJKHOCTHBIE MHCTPYKLMHU, KaK MPaBUIIO, MCIONb3YIOTCS B KauecTBe
MHGOPMALIMOHHO-METOIUYECKOM OCHOBBI JJIsi HUX MEPUOANYECKOr0 YTOYHEHHUs (Hampumep, MpU
U3MEHEHUHU COoJiep)KaHus paboThl TOTO WJIM MHOTO JIOJDKHOCTHOIO JIMIIA), a TAaKXKe JUIs pa3padoTKH
HOBBIX JOJDKHOCTHBIX MHCTPYKLUH, B TOM YHUClIe s paOOTHHUKOB MNPEANpPUATHS, 3aHUMAIOIIUX
JOJKHOCTH C COBMEIIEHHBIMH MOJTHOMOUYUSAMHU (MHPOPMAIIMOHHO-METOANYECKast QyHKIIHUSA).

JIOJDKHOCTHAsT MHCTPYKIMs ObIBaeT THUIOBas (IpUMEpHas) M KOHKpeTHas. TurmoBas IOJKHOCTHas
MHCTPYKLUS pa3palaThiBaeTCs Ha JOJDKHOCTH, MMEIOLINE OJAMHAKOBBI HAOOp 00s13aHHOCTEH, Mpas.,
OTBETCTBEHHOCTHU BHE 3aBHCHMOCTHU OT TOTO, B KaKOH OoTpaciu (yHKIMOHUPYET JaHHas OpraHu3aLusl.
Hanpumep, Moxer ObITh cO3/aHa THUIOBas AODKHOCTHAsE MHCTPYKIMS Kaccupa. OgHAKoO Haauudue
TUIOBOM JTOJPKHOCTHOM MHCTPYKIMM HE O3HayaeT, 4TO HET HEeoO0XOAMMOCTH pa3pabaThiBaTh
KOHKpPETHYIO JIOJDKHOCTHYIO HMHCTPYKIUIO. Takue JOKHOCTHBIE MHCTPYKLIMHM JOJDKHBI  OBITh
pa3paboTaHbl Ha BCE€ JOJDKHOCTH, MPEIyCMOTPEHHbIE IITaTHBIM pAcHUCaHUEM OpraHHu3allud, a
TUIIOBBIE MHCTPYKLIUU MOTYT CIIY’KHTh OCHOBOM I UX pa3pabOTKH.

JIoMKHOCTHAST MHCTPYKIUS SBISIETCS (DaKTUYECKUM OINKUCAHUEM JIOJDKHOCTH, U OHAa HEOOXOoauMa JiIst
co3nanus YPPEeKTUBHBIX YCIOBUHN pabOTHI, BHIOJHEHHS ITATHBIM MEPCOHAIOM TOCTABICHHBIX TIEpe]
CTPYKTYPHBIM TOApa3JeIieHHEM Leneld W 3anad. J|oJDKHOCTHAasi MHCTPYKIMS KaK OpraHW3allMOHHBIN
JOKYMEHT 3aKpeluisieT OpraHu3allMOHHO-TIPABOBOE TMOJIOKEHHE pPAaOOTHHKA, SIBISETCS MPaBOBOU
OCHOBOM ISl TIPOBEACHUS aTTECTAIlM PAOOTHHKA, OMPECICHHS €r0 OTBETCTBEHHOCTH, a TAKXKe IS
pEeIIeHUs TPYAOBBIX CIIOPOB, €CITU OHU BO3HUKAIOT MEXAY paOOTHUKOM U aJIMUHUCTPALIHEH.

JIOMKHOCTHast MHCTPYKLHMSA, Kak TMpaBWIO, HE COCTAaBISIETCd Ha KaTErOpHI0  CIyXKallux
«PYKOBOJUTENW» (OpraHu3aluid, CTPYKTYpHBIX MojapasiencHuii). OyHKUMHU, 3a1a4M, OOS3aHHOCTH,
IpaBa U OTBETCTBEHHOCTh JAHHBIX CIYKalIUX (PUKCUPYIOTCS B MOJOXKEHUX (ycTaBe) 00 opraHu3aluu
WM B MOJIOKEHUH O CTPYKTYPHOM IOJIpa3AeiieHUH B pasnene «PyKkoBOACTBOY.

Jlnst paOOTHUKOB XO3SHCTBEHHBIX M BCIOMOTATENBHBIX CIYXO (a Takxke Uil paboTaromux 10
JOTOBOPY TOJApSAa WM TPYIOBOMY COTJIAIICHHWIO) MOTYT TaKXe€ HE COCTaBIIATHCS JOJDKHOCTHBIC



WHCTPYKIIMM TI0 yCTaHOBJICEHHOW (opme. B Takumx ciydasx MoOryr ObITh pa3paboTaHbI
(pyHKUMOHAILHBIE 00513aHHOCTH, OPOpPMIICHHE KOTOPBIX HE PETIAMEHTHPOBAHO JEHCTBYIOIUMHU
HOPMATHUBHBIMU JOKYMEHTaMH.

,HJ'IS[ TIaBHBIX CICHUAIMCTOB MOTI'YT OBITh pa3pa60TaHLI JOJKHOCTHBIEC ITOJIOKCHHUSA. HGCMOTpH Ha
pasiinuysa B HAUMCHOBAHWHN NOKYMCHTA, €r0 Ha3HAYCHUC BCCTAa OAHO U TO KC — PCriIaMCHTHUPOBATH
(bYHKI_[I/II/I pa6OTHI/IKa, €ro 06}I3aHHOCTI/I, ImpaBa U OTBETCTBEHHOCTh HAa KOHKPETHOM pa60qu MECTCE.

JIOIPKHOCTHBIE MHCTPYKLIMH, KaK U OCTaJIbHbIC OPraHU3allMOHHbIE JOKYMEHTBI, SIBISIOTCS JOKYMEHTOM
JUINTEIBHOIO TIOJb30BAaHUS U JIEUCTBYIOT 1O TE€X IOp, INOKa He OyAyT 3aMEHEHbl HOBBIMHU.
Heo6xoauMocTh B epecMoOTpe JOIKHOCTHOW HHCTPYKLIMU MOKET BOHUKHYTH B CBS3U C U3MEHEHUEM
CTPYKTYpbl M (YHKUMH TOJpa3JelieHusi W OpTraHU3alllH, COKPAIICHHWEM INTaTOB, H3MEHEHHUEM
TEXHOJIOTUM  BBINOJNHAEMBIX PaboT. OOBIYHO JOJKHOCTHBIE MHCTPYKIMH I1€PECMaTpUBAIOTCS
(xoppekTupytorcsi) oauH pa3 B 3—5 ner. llpu cocrtaBieHnn OOMKHOCTHOM MHCTPYKLMM 32 OCHOBY
OepyT THUIOBYIO WJIHM NPUMEPHYIO, €CJIM TaKOBble MMEIOTCS, a IMpPH HMX OTCYTCTBUM — TapuHO-
KBATM(HUKAIMOHHYIO ~ XapaKTepUCTHKY JODKHOCTH U3  KBamm@uKanMoOHHOTO  CHpaBOYHUKA
JOJDKHOCTEH pyKOBOJIUTENEH, ClIeMaIiCcTOB U APYruX ciykamux. Ho Takas xapakrepucTuka UMeeT
OTIMYHYIO OT JOJDKHOCTHOW WHCTPYKLIMHU CTPYKTYPY TEKCTa M HE COJCPXKHUT BCIO WH(POPMAIHIO,
HE00XO0AUMYIO Ul COCTaBJICHUS 0JDKHOCTHOM MHCTPYKIMM KOHKpeTHOro pabotHuka. Henocraromyro
uHpopManuio OepyT U3 JPYruxX OPraHU3alMOHHBIX JOKYMEHTOB, TAKMX KaK CTPYKTypa WM IITAaTHAs
YHUCIEHHOCTD, MOJI0KEHUE O CTPYKTYPHOM HOJpa3IeIeHUH U Jp.

JIOIDKHOCTHASI HHCTPYKIUS Kak JTF000# o(HUIMaIbHBIN JOKYMEHT T0JKHA OBITH 0popMIIeHa Ha 00IIeM
OJ1aHKe OpraHM3alyyu C yKa3aHUEeM BUJa JOKYMEHTA.

JIOJDKHOCTHYIO MHCTPYKLMIO, KaK MPAaBUJIO, YTBEPXKIACT 3aMECTUTENNb PYKOBOIMTENS, KypUPYIOIIUI
JAHHOE MOApa3feleHue, WIN caM pyKoBOAWUTENb. [lonmuChIBa€T JNOKHOCTHYIO HHCTPYKIUIO
PYKOBOIUTEII.

3ananme: Ha oraenbHbIX suctax (opmata A4 ¢ cobmiofieHHeM pa3MepoB MHojed M pabouyux 30H
JOKYMEHTa COCTaBUTh U O(POPMUTH OPraHU3ALMOHHO-PACHOPSAIUTENbHBIE JOKYMEHTHI 10 33JaHHBIM
CUTYyaLlUsIM:
1. OdopMUTh KOJKHOCTHYI0 HHCTPYKIHMIO IOPUCKOHCYJIbTaHTa opuaudeckoi pupmsl «llaputer» c
YIJIOBBIM PacCIOIOKEHUEM DPEKBH3UTOB, (DUKCUPYS BCE CTPYKTYPHBIE BJIEMEHTHI M PACIUChIBas HX
MYHKTBI, coOmoas Bce TpedboBaHusM B opopmieHur OPJl (Ha ocHOBaHMM NMPHUBEAECHHOTO MpHUMeEpa
JOJPKHOCTHOW MHCTPYKLIUN).

PexBU3UTHI 10JKHOCTHON MHCTPYKIUM:
1) HaumeHoBaHue opranuszaiuu
2) I'pud yrBepkIeHHS TOKYMEHTa
3) HaumenoBanue Buna nokymenta (JJOJDKHOCTHAA MHCTPYKIUA)
4) Homep nokymeHTa
5) Mecro u3nanus
6) HanmeHoBaHue TOMHKHOCTH, JJIs1 KOTOPOU NpeHa3HAYeHAa HHCTPYKIIUS
7) TekcT MHCTPYKLIUU

TexcT HHCTPYKLIMU COCTOUT U3 pa3zAesioB, MMEIOLINX 3ar0JIOBKH, HyMepyeMble apaOCKUMH LU paMu.
3aroyioBKM MOTYT pa30uBaThCs Ha MMyHKTHL. Hymepanus myHKTOB opopmitsiercs nudpoii 3arojioBka ¢
TOYKOW U MOPSAKOBBIM HOMEPOM ITyHKTA!

1. Obwue nonosicenus

1.1. mopsAIoK Ha3HAUYEHMSI HA JIOJDKHOCTh

1.2. TpeboBaHuUs K 00pa30BaHMIO U OIBITY MPAKTUYECKON pabOTHI



1.3. mOqUMHEHHOCTD

1.4. mepedeHb TOKYMEHTOB, KOTOPBIMU PYKOBOJICTBYETCSI paOOTHUK Ha TaHHOW JOIKHOCTH
2. @yHKyuu: OCHOBHBIC HATIPABIICHUS ACSITEILHOCTH («OTBEYACT)

3. Honxcnocmuvie 0b6s3aHHOCMU: TIGPEIUCIISIOTCS BUIBI pa0OT, BHIITOTHSAEMbIC pAOOTHUKOM
(«pYKOBOAHTY, «PacCMATPUBAETY, «BBITIONHACTY, «O0CCTICUNBACT)

4. Ilpasa

4.1. nmpaBo NpUHUMATH PELICHUS 10 BOIIPOCaM, KOTOpPbIe PAOOTHUK MOXKET PeIIaTh CAMOCTOSTEIILHO
4.2. npaBo 00palaThCs ¢ MPEATIOKEHUAMU K PYKOBOJAUTEIIO

4.3. mpaBo TpeOOBAThH BHIMOIHEHUSI ONIPEIEIEHHBIX JEHCTBUM OT IPYruX paOOTHUKOB

5. Omeéemcmeennocmy: yKa3pIBaeTCA, 32 UTO KOHKPETHO HECET OTBETCTBEHHOCTh PAOOTHUK
6. BzaumoomuouieHus, césa3u no 00AHCHOCMU. OTPAKAET KOHTAKTBI MEXKTy paOOTHUKOM U
CTPYKTYPHBIMHU TO/Ipa3JIEICHUAMU OpraHU3aluy («B3aUMOJIEUCTBYET CO CTPYKTYPHBIMU
MO/Ipa3IeICHUs MU IO BOIIPOCAM MOJIYYEHHUS] HEOOXOUMON HHPOPMAITUN)

7. Iloxkazamenu oyenku pabomol:

7.1. MONHOTA U CBOEBPEMEHHOCTH BBITIOJIHEHUS JOKHOCTHBIX 00sI3aHHOCTEH

7.2. OTCYTCTBUE CIy>KEOHBIX HapyIIEHUN

7.3. OTCYTCTBUE MPETEH3UN CO CTOPOHBI PYKOBOAUTENCH

6) [Tognucek cocraBuTest

7) Bu3a cornacoBaHus

Obpaszey
HAUMEHOBAHUWE OPTAHU3 AU YTBEPXIAIO
Wupaexc npeanpusaTus CBs3H,
o PykoBoguTens opranuzanuu
MIOYTOBBIH ajpec,
Ne renedona, dakca u T.1. N.O.®amunus

« » I.

JOJDKHOCTHAA MHCTPYKIIA

r. No
Oyxranrepa
1. OBILME ITOJIOXXEHUA

1.1. Hacrosimasi JOKHOCTHAS MHCTPYKIHS onpeniensieT pyHKIMOHaIbHbIe 005S3aHHOCTH, TIpaBa
Y OTBETCTBEHHOCTH Oyxranrepa " " (manee - "opranuzanus").

1.2. byxrairep Ha3zHayaeTcsl Ha JOJDKHOCTh U OCBOOOXKAAETCS OT JIOJKHOCTH B YCTAHOBJIEHHOM
JEWCTBYIOIUM TPYAOBBIM 3aKOHOIATEIECTBOM TOPSIIKE IPUKA30M PYKOBOJIUTEINSI OPTaHU3aIUH.

1.3. byxrantep noguuHsETCs HEMOCPEACTBEHHO OpraHu3aIum.

1.4. Ha nomxHOCTh OyXranaTepa Ha3HA4YaeTCs JIUIO, MMEIOIIee:

1.4.1. byxrantep I xateropuu: BbIciIee NMPo(hecCHOHAIBHOE (IKOHOMUYECKOE) 00pa3oBaHHE U
cTaxk paboThl B JoJKHOCTH Oyxrantepa Il kareropuun He meHee 3 Jer.

1.4.2. Byxranrep Il kateropuu: Beiciiee nmpopeccuoHanbHoe (3KOHOMHYECKOe) 0OpazoBaHue Oe3
MpEAbSIBICHUST TPEOOBaHUN K CTaxy pabOThl WM cpefaHee MPOQPEeCCHOHAIBHOE (PKOHOMHUYECKOE)
o0pa3zoBaHMe U CTax pabOTHI B TOJDKHOCTU OyXrajnTepa He MeHee 3 JIeT.

1.4.3. byxrantep: cpeaHee mnpodeccuoHanbHOEe (IKOHOMHYECKOe) oOpa3oBaHue 0Oe3
npeabsBiIeHUs] TpeOOBaHMNM K CTaXy pabOThl WIM CIELHAIbHYIO MOJArOTOBKY IO YCTaHOBJICHHOW
IporpamMMe U CTak pabOoThI 1O YUETy U KOHTPOJTIO HE MeHee 3 JIeT.

1.5. ByxranTep 10JKeH 3HATh:

- 3aKOHOJATENIbHbIE AaKThl, IIOCTAHOBJICHUS, PACIOPSDKEHUS, TPUKa3bl, PYKOBOJSILINE,
METOAMYECKHE W HOPMATHBHBIE MaTepHallbl [0 OpraHU3alMy OYyXTraJTepCKOTrO ydeTa HMYIIECTBa,
00513aTEeNBCTB M XO3IUCTBEHHBIX OINEpalMii U COCTABICHUIO OTYETHOCTH;




- GOpMBI M METOJIBI OYXTaITEPCKOTO yueTa B OpraHU3aIiu;

- IJIaH ¥ KOPPECIIOHICHITUIO CYETOB;

- OpraHU3aIHUI0 JOKYMEHTO000POTA MO y4acTKaM OyXTaJITepCKOTO y4era;

- TOPSIIOK JOKYMEHTAIHHOTO O(GOPMIICHHSI M OTPaXKEHHUS Ha cueTax OyXTalaTepCcKOoro yuera
OIlEpallui, CBS3aHHBIX C JBM)KEHHEM OCHOBHBIX CPEIICTB, TOBAPHO-MATEPHAIBHBIX IEHHOCTCH U
ACHCIKHBIX CPCIACTB;

- METOIbl 3KOHOMHYECKOTO aHaJIN3a X035 CTBEHHO-(DMHAHCOBOM JCATEIPHOCTH OPTaHU3aIlHH;

- [IpaBHJia SKCILTyaTallun BBEIYHCIUTEIHLHON TCXHHUKU,

- DKOHOMUKY, OPTaHU3AIMIO TPY/a U YIPABICHHUS,

- PBIHOYHBIC METOAbL XO3SII>'ICTBOB3,HI/I$I;

- 3aKOHOJIATEIILCTBO O TPY/IE;

- IIpaBUjIa U HOPMBI OXPaHbI TPyaa.

2. ®YHKIIMOHAJIBHBIE OBA3AHHOCTHU

2.1. Byxranrep:

2.1.1. Beimonusger pa®oTy MO BEACHUIO OyXIaJaTepCKOro ydyeTa MMYIIECTBa, 005A3aTeNIbCTB U
XO3SIIICTBEHHBIX OIepaluil (y4eT OCHOBHBIX CPEJICTB, TOBAPHO-MATEPHAJIbHBIX LIEHHOCTEH, 3aTpaT Ha
IIPOM3BOJICTBO, PEANM3ALUI0 MPOIYKIHMH, PE3yJIbTaTOB XO3AHCTBEHHO-(MHAHCOBON IESATEIBHOCTH,
pacueToB C MOCTABIIMKAMH U 3aKa3YUKaMH, a TAK)KE 3a [IPEIOCTABIICHHBIE YCIYTH U T.I1.).

2.1.2. VYyactByer B pa3paboTKE M OCYILECTBIEHUM MEPONPUATHI, HalpaBIEHHBIX Ha
cobmroieHre (PMHAHCOBOW AMCIUIUIMHBI M PALOHATIBHOE UCIIOJIb30BAHUE PECYPCOB.

2.1.3. OcyuiecTBasieT NpUeM U KOHTPOJIb NMEPBUYHON TOKYMEHTALUHU I10 COOTBETCTBYIOIIMM
y4JacTKaM OyXTaJITepCKOro y4eTa U MOATOTaBINBAET UX K CYETHOI 00paboTKe.

2.1.4. Otpaxaer Ha cuyerax OyXrajaTepcKOoro ydeTa OIEpalMM, CBA3aHHbIE C JBHKCHHEM
OCHOBHBIX CPEJICTB, TOBAPHO-MaTEpUAIbHBIX LIEHHOCTEN U JEHEKHBIX CPEJCTB.

2.1.5. CocraBiseT OTYETHbIE KalbKYJISIMU CEOECTOMMOCTH MNpOAyKIMU (paboT, yciyr),
BBISIBJISIET MCTOYHHUKM OOpa30BaHMs TMOTEPb W HENPOU3BOJAUTENBHBIX 3aTpar, IOATOTABINBAET
IIPETIOKEHUS TI0 UX MPENYTIPEKACHHUIO.

2.1.6. IIpom3BOOUT HayHMCIIEHUE M IEPEUHCICHHE HaJIOroB U cOOpoB B (deaepaabHBIM,
pETMOHANBHBI M MECTHBIH OIO/DKETBI, CTPAXOBBIX B3HOCOB B TOCYAApPCTBEHHbIE BHEOIOJKETHBIE
couuanbHble (OHABI, TMJaTeked B OaHKOBCKUE YUYPEXKICHHs, CpPEACTB Ha (HMHAHCUPOBAaHUE
KallUTaJIbHBIX BJIOKEHUH, 3apa00THOM MiaThl pabounx M CIyXKalluX, APYrHX BBIJIAT U IUIaTEXeEH, a
TaK)X€ OTYUCIIEHNE CPEJICTB HA MaTEPHAJIbHOE CTUMYJIMPOBaHHE PaOOTHUKOB OpPraHU3alNH.

2.1.7. Ob6ecneunBaeT pyKOBOJIUTENEH, KPEIUTOPOB, WHBECTOPOB, ayJUTOPOB M JAPYIHX
M0JIb30BaTeIel OyXraiaTepckoil OTUETHOCTH CONOCTaBUMOM UM JIOCTOBEPHOM OyXraiaTepckoin
uH(opMaluel Mo COOTBETCTBYIOIIMM HApaBJICHUAM (ydacTKaM) ydeTa.

2.1.8. Pa3paOateiBaeT pabouuii mjiaH c4eTOB, (OPMBI MEPBUYHBIX JTOKYMEHTOB, IPUMEHSIEMbIE
s ohopMIIEHUST XO3SHCTBEHHBIX ONEpaIfif, IO KOTOPbIM HE IMPeIyCMOTPEHBI TUIOBBIE (POPMBI, a
Takxe (OpMbI IOKYMEHTOB Il BHYTpPEHHEN OyXraiaTepcKoil OTYETHOCTH, YYaCTBYET B ONpEAeSICHUU
COJIepKaHUsl OCHOBHBIX ITPHEMOB M METOJIOB BEJICHHS yUeTa U TEXHOJIOIUU 00paboTKU OyXraiTepcKoit
nH(pOpMaLINH.

2.1.9. VYwyactByer B TMpOBEACHUM DHKOHOMHUYECKOIO aHajM3a XO3SHCTBEHHO-(pHHAHCOBOM
NeSITeIbHOCTH OpraHU3alliy 10 JaHHBIM OyXTaJTEpCKOro yyeTa M OTYETHOCTH B LENSIX BbISBICHUS
BHYTPUXO3SIICTBEHHBIX PE3€PBOB, OCYILIECTBICHHUS peXHUMa DSKOHOMHUM M MEpONPUATUH IO
COBEpIICHCTBOBAHUIO JTOKYMEHTOO0OpOTa, B pa3paboTKe M BHEAPEHUU NPOTPECCUBHBIX (GOpM U
METOA0B OyXTaJTepCKOro y4yeTa Ha OCHOBE NMPHUMEHEHHsI COBPEMEHHBIX CpPEICTB BBIYMCIUTEIHLHON
TEXHHUKH, B POBEICHUN UHBEHTapU3allUi JIEHEKHBIX CPEJICTB U TOBAPHO-MaTEPUATIbHBIX [IEHHOCTEH.

2.1.10. TToaroraBnMBaeT JaHHbIE MO COOTBETCTBYIOIIMM YYacTKaM OYyXTaJTepCKOro yuyeTa s
COCTABJICHHUS] OTYETHOCTH, CIECAUT 3a COXPAHHOCTBIO OYXIaJTEpCKUX JOKYMEHTOB, O()OpPMIISET UX B
COOTBETCTBUH C YCTAHOBJIEHHBIM IOPSAIKOM ISl IEPEAAYN B ApXUB.



2.1.11. Bemomnasier paboTrsl 10 (GOPMUPOBAHUIO, BEACHUIO W XPaHCHHUIO 0a3bl JaHHBIX
OyxranTepckoil mHpopMalnuy, BHOCUT U3MEHEHHs B CIPABOYHYI0 M HOPMATHBHYIO HH(OpMAIHIO,
UCIOJIb3YEMYIO NPU 00pabOTKE TaHHBIX.

2.1.12. YuactByeT B OpMYyTUPOBAHUN SKOHOMHYECKON MMOCTAHOBKH 33J1a4 JIN0O OTIEIIBHBIX HX
3TAaloOB, pEIIAeMBIX C TIOMOIIbIO BBIUMCIUTEIBHOW TEXHHUKH, ONpPEIENSeT BO3MOXKHOCTh
HCIOJIb30BAaHUsl TOTOBBIX IPOEKTOB, AITOPUTMOB, MAKETOB IPUKJIAJHBIX IPOrPaMM, IO3BOJISIOLIMX
CO03/1aBaTh SKOHOMHYECKH 00OCHOBAHHBIE CUCTEMBI 00PaOOTKH SKOHOMUYECKON HH(POPMAILIHH.

3. [IPABA

3.1. ByxranaTep umeer npaBo:

3.1.1. TpeGoBaTh OT PYKOBOJCTBA OpPTaHU3AIMK OKAa3aHUS COJCHCTBUS B HMCIIOJTHCHUU CBOUX
JOJKHOCTHBIX 00S13aHHOCTEH.

3.1.2. IloBbIIaTh CBOIO KBATU(UKAIIUIO.

3.1.3. 3HaKOMUTBCS C MPOECKTAMH PEIICHUUA PYKOBOJCTBA OpraHU3allMM, KAacalOIIUMHUCS €ro
NESTEIbHOCTH.

3.1.4. IlpeacraBnsiTh Ha PAacCCMOTPEHUE CBOETO HEMOCPEACTBEHHOIO  PYKOBOJIUTEIS
IIPEIIOKEHUS TI0 BOIIPOCaM CBOEH J1€ATEIbHOCTH.

3.1.5. Tlomyuats oOT pabOTHUKOB OpraHuzanuu HHPOPMAIUIO, HEOOXOOUMYIO  JUIS
OCYILIECTBJICHUS CBOEH JESATEIbHOCTH.

4. OTBETCTBEHHOCTb
4.1. byxranTtep HeceT OTBETCTBEHHOCTD:

4.1.1. 3a HeUCHOJIHEHHE WJIM HEHAAJEXKAallee MHCIOIHEHHEe CBOUX  O0S3aHHOCTEH,
IIPEAYCMOTPEHHBIX HACTOSIIEH JOJDKHOCTHOM HMHCTPYKUMEH, - B COOTBETCTBHHM C JACHCTBYIOLIUM
TPYJOBBIM 3aKOHO/IaTEIbCTBOM.

4.1.2. 3a npaBoHapyUIEHUs, COBEPIICHHBIC B MEPUOJ] OCYIIECTBICHHUS CBOEH IEATEIHHOCTH, - B

COOTBETCTBUM €  JCHUCTBYIOLIIMM  TIPaXJAHCKUM,  aJMHHUCTPATUBHBIM M  YTOJIOBHBIM
3aKOHOJATEIbCTBOM.

4.1.3. 3a npuUYMHEHHE MaTepUanbHOTO ymepda - B COOTBETCTBUH C JICHCTBYIOIIMM
3aKOHOJATEIbCTBOM.

4.1.4. 3a napywmenue [IpaBun BHyTpEHHETO TPYJOBOrO PACIOPAIKA, PABUII IPOTUBOIIOKAPHON

0€30MacHOCTH U TEXHUKH 0€30I1aCHOCTH, YCTAaHOBJIEHHBIX B OPTaHU3AlINH.
5. YCJIOBUA PABOTDI

5.1. Pexxum paboTel Oyxranrepa OIpeAensieTcss B COOTBETCTBUHM ¢ [IpaBuimamMu BHYTPEHHETO
TPYZAOBOI'O PAacMopsiiKa, yCTAHOBIECHHBIMU B OpraHU3aLUH.

5.2. B cBA3M C NPOU3BOJCTBEHHOM HEOOXOAMMOCTBHIO OyXrajiTep MOXKET HaIpaBisATbCS B
ClTy>keOHble KOMaHIUPOBKH (B T.4. MECTHOTO 3HAYEHHU).
Hacrosimas 1omkHOCTHASI HHCTPYKIIUS pa3paboTaHa B COOTBETCTBUU C

(HauMeHOBaHUE, HOMEDP U JaTa JOKYMEHTA)
COTI'JTACOBAHO
IOpuckoncynpT

(Tmoamwuch) (®.1.0.)
r.

C nHCTpyKIIMEW 03HAKOMIICH:

(TToamuch) (®.1.0.)

IIpakTyeckoe 3ansaTHe 4.
Kaaposoe neonponsBoacrso.
Heas padorbi: Hayuntbest opopMIIeHHS OpraHU3alMOHHBIX TOKYMEHTOB.
IMopsinok BbINOJHEHUS PAdOTHI
1. 3anucatb HOMEp MPAKTUYECKON pabOThI, TEMY U 1IeNb pabOTHI



2. 3anucaTh KOPOTKO MPEIJIOKEHHbBIC 3aaHUs
IIpakTHyeckoe 3agaHue Ipe1ycCMaTpUBAET COCTABIECHUE PE3IOME KayKIbIM CTYIEHTOM I'PYIIIbI Ha
OCHOBAHUHU CIIECAYIOIUX METOANYECKUX YKA3aHUH.

«3aKOHBI NPHBJIEKATEIbHOCTH», WJIH KAaK COCTABUTH pe3l0Me, 4YTO0bI NOHPABUTHLCS
padoronarento

C HeoOXoaMMOCThIO 003aBECTHCh TaKHUM JOKYMEHTOM, KaK pe3loMe, pPaHO WU IO3/HO
CTAJIKMBAETCs MOJABIIsIONIee OOJIBIIMHCTBO JIIOAEH TpyaocnocoOHoro Bospacta. M, HecMoTps Ha ToO,
4TO OOIIMe MpaBHJia HANKCAHHUS PE3IOME JOCTATOYHO H3BECTHBI, HEPEAKO HMMEHHO OHO Camoe,
HEMPaBUIBHO COCTABJIEHHOE, M CTAHOBUTCS MPETpajioil Ha IIyTU COUCKATEJN K CBOEMY paboToaTelto.
OHo (pe3roMe) MOKET OABEPraThCsl CTAOUILHOMY UTHOPUPOBAHUIO IO IPUYHUHE HESCHOU CTPYKTYPBI,
pacIbIBYaTOrO COAEPKAHUSA, OTCYTCTBUS CYLLIECTBEHHOM MH(OPMaLMK WM HAa000pOT - MPUCYTCTBUS
B HEM COBEpIICHHO HE MNPHJIMYECTBYIOLIMX cCiydalo moapoOHocteil. Hepenko cobecenoBanue c
couckaTesneM o0OpauMBaeTCsl pa3ouyapoOBAaHUEM: KPACHBO COCTABICHHOE PE3IOME, KaK OKa3bIBAETCs,
MPUHAIIICKUT JTIOBOJBHO MOCPEACTBEHHOMY C TOYKHM 3peHus nmpodeccruonanusma kanauaary. OmpHako
HE MeEHee OrOpPYUTENIbHO TO, YTO MHOTUE JEHCTBUTENIBHO KBaIM(PULUUPOBAHHBIE U OIBITHBIE
CHELMAIMCThI HE MOJIy4aloT JOCTOMHON pabOThl O MPUYMHE HEYMEIOW CaMOIIPE3EHTAllUN B PE3IOME.
W npurnameHue Takux KaHIWAATOB Ha coOecel0BaHWE CTAHOBUTCA JIEJIOM Cilydas WIM HeoOblyaifHO
Pa3BUTOI MHTYHIIMH CIIEHUAINCTA IO 110A00pY MepcoHaia.

JaBaiiTe pasOepeMcss - 4TO K€ HYKHO HamucaTb B peE3lOMe, YTOObl OHO HE OCTalOCh
HEe3aMEeUeHHBIM M ITPHUBEJIO-TAKH Bac Ha cobecenoBanme K paboroaarento?

Heckoubko ¢10B 0 cTpyKType. XOpOIl0, €CIIU Ballle PE3IOME COCTOUT U3 CIEAYIOIIUX YaCTEH:

1./Iuunas nngopmanus

B 3aronoBke pe3tome Hanuumute UM, (paMuiInio 1 oT4ecTBo. Jlanee ykaxxure JaTy poKICHHsL.
3arem- cBom koopauHaThl (Tenedonsl, e-mail, agpec, Homep 1CQ). [To3aboTbTech 0 TOM, YTOOBI TIPU
3BOHKE I10 yKa3aHHbBIM Teje(oHaM Bac JeHCTBUTENIBHO MOXKHO ObLIO 3acTaTh. Il 3TOr0 UMEeT CMbICTT
OTMETHTh OKOJO TelepOHHBIX HOMEpOB: pabOuMii, COTOBBIA WM JIOMAalIHWN, a TaKXKe yKa3aTbh
KOHKpPETHOE BpeMs AJI1 3BOHKOB M IPEANOYTUTENbHBIA BUJ CBA3M. Bce 3TO MO3BOISAET yBEIUYHUTH
BalllM IIAHCHI MOJIYYUTh MPUTTIAIIEHHE Ha coOecel0BaHue, TOr/1a KaK MepernoJHEHHbIA AIeKTPOHHBIN
MOYTOBBIN ALIMK, (Ppa3za «AOOHEHT BPEMEHHO HEIOCTYINEH» WM Tene(oH, pearupyromuil Ha 3BOHOK
paboTonaTens paBHOAYIIHBIMU JUIMHHBIMM = TyJKaMH, 3HAQUYUTEIbHO CHHKAIOT BEPOSTHOCTD
IIPOJOJKEHMS ITOIBITOK CBSA3AThCS C BaMHU.

2. Heasn

Llenplo pe3toMe ABISETCS IOIYYEHHE OIpPE/IeNeHHOW JIOMKHOCTU/TIO3UIIMA B KOMITAaHUH-
paboronatene. He crouT mnmcarb B 3TOM pazjene oOLIMe cjoBa THUMA «MaKCUMaJlbHAs
caMmopeanu3alus» WiIM «II0Jy4eHUE BBICOKOOIIaunBaeMoi paboThl». [loMHMTE, YTO A YenoBeka,
YUTAIOIIETO pPEe3IOME, 3TOT JOKYMEHT BBICTYNAeT OJHUM M3 HMHCTPYMEHTOB padOThI, MOMOTaIOLIUM
cucTeMaTu3upoBath MHGoOpManuio. YeTkoe yka3aHue IIeNd B pe3lOMe - OJMH U3 DJIEMEHTOB TaKOH
CUCTEMAaTH3alllH.

3. Odpa3oBanue

B stom pasnene TpeOyercsi yka3aThb y4yeOHbIE 3aBEJEHHS, KOTOPble Bbl 3aKOHUMIM WU B
KOTOPBIX YYUTECH B HACTOSIIMI MOMEHT, a TAKXKE KypChbl, TPDEHUHIM, CEMUHApBl U BCE, YTO Kacaercs
JIOTIOJTHUTENBHOTO 00pa30BaHUsl.

Jis kakaoro Mecta y4eObl YKaXHTe JaThl Hadaja M OKOHYaHUS OOyueHHs - kKelaTelbHoO, C
TOYHOCTBIO 10 Mecsia. BaxHo Takke 0003HaYUTh MNPUOOPETEHHYIO B pe3yibraTte O0O0ydeHHUS
KBauuKanuoo. Eciu Bbl OKOHYMIM HMHCTUTYT, CIEQyeT yKa3aTh Ha3BaHUE MNpodeccuu, KOTopoe
3HAYUTCS Yy Bac B JUIUIOME, €CJIU 3allUTHIN JUCCEPTAIMI0 - YKaKUTE MPUOOPETEHHYIO YYEHYIO
CTENEeHb, €CIIM TMPOLUUIM TPEHUHI - COOOLIUTE O HAJUYUU COOTBETCTBYIOILEro cepTudukara.
Nudopmaiinio 0 KpaCHOM JUILUIOME MOYKHO BKJIIOUHUTH B PE3IOME B TOM CJIydae, €CJIM Bbl HAUMHAIOIIUN
CHELMAJIUCT U Ballle PE3IOME COCTOUT BCETO U3 HECKOJIBKUX CTPOUYEK (KOrja 3a IJIe4YaMu y COUCKATeNs
J€CATH JIET TPYJOBOI'0 CTaXa, TaKas JETalb B PE3IOME CKOpPEE HAaBOJUT HA MBIC/Ib 00 OTCYTCTBHH UHBIX
TOCTH)KEHHH, CBS3aHHBIX HETOCPEACTBEHHO ¢ paboroii). IlIkomy yka3piBaTh HE HY)KHO, €CIH TOJIBKO
OHAa HE SBJISIETCS €IMHCTBEHHBIM YU4EOHBIM 3aBEICHHEM, KOTOPOE Bbl OKOHUYMIIH.



[ToBceMecTHO PEKOMEHYEeTCs BHOCUTh B PE3IOME CBEJICHHS TOJIBKO O TOM JIOTOJHUTEIBHOM
00pa3oBaHUH, KOTOPOE SIBIISICTCS CYIIECTBEHHBIM Ul JODKHOCTH, Ha KOTOPYIO BBl IpereHayere. He
CTOMT WIHOPHUPOBATh 3TO MoOXkenaHue. Pasymeercs, HaumOosee NOJHOE NpEACTaBIECHUE O Ballei
JUYHOCTH M YPOBHE MpoQeccHoHanu3Ma Jano Obl MepeuuciieHe BCeX KypCOB M TPEHHHI'OB, OJTHAKO,
TAKOBbl 3aKOHBl pBIHKAa TpyZla - BKIIOYEHHE B pe3lOME OOJIBLIOIO KOJIMYECTBA CBEIAECHUH MOXKET
BBI3BaTh pa3ApakeHUe, HEAOyYMEHHE, 3aBUCTh WJIM YTO-HHOYIh €lle - U B WUTOre MOMENaTh BaM
IpeACcTaTh Iepe]l MpeICTaBUTEIeM OpraHu3aluu-padoToaaresis B KauyecTBE IPUITIAILIEHHOIO Ha
cobece0BaHUE KaHIUATA.

4. OnpIT padoThI

OTO camblii, MOXKalyi, BaXHBI pa3fen pe3loMe - yAeIuTe eMy o0co00oe BHUMAaHHE.
Ilepeuncnsate mecta pabGoOThl M PEATM30BAHHBIE MPOEKTHI CIEIyeT B OOPaTHOM XPOHOJIOTMYECKOM
nopsiike (T.e. BBEpPXY CIHUCKA JIOJKHO HAXOIUTHCA Ballle MOCeIHee MECTO paboThl, a BHU3Y - IIEPBOE),
C TOYHOCTBIO JI0 MEcslla yKa3blBas BpeMs Hadajga U OKOHYAaHUs PabOThl HA KaXJO0H U3 JOJIKHOCTEH.
Ecnu TakoBBIX MecT B Baieil 6uorpaduu 6ecuucieHHOEe MHOXKECTBO, J1a ellle ¥ MepHOIbl TPeObIBAaHUS
Ha KaXJ0M HENpOJ0JDKUTENbHBI, 3a0J1arOBPEMEHHO MOArOTOBBTECH K TOMY, UYTO Ha coOece0BaHUU
BaC CIPOCAT, KaKue MPUYHHBI TOOYAMIIN Bac MPOWTH TaKOW OOTaThIii COOBITHSMH NMPO(HEeCCHOHATBHBIN
IyTh 32 CTOJb KOPOTKHH Cpok. OcoOeHHO MoApoOHO onuiuTe padoTy Ha MOCIEAHEM MecCTe, T.K.
MMEHHO OHO SIBJISIETCSl HanOoJiee MHTEPECHBIM JUIs pPab0TOIaTeNsl.

[ToMumo Ha3BaHUs JOJKHOCTEH, B OMMCAaHUE CIENYeT BKIIOYATh KPATKYI0 XapaKTEPUCTHKY
BBITIOJIHAEMOW paboThl, nHpOpMaruio o Bamux (GyHKIUAX, 0 poilu B pabouem mporecce. MOXHO
OIUCaTh Pe3yJbTAThI JEATEIBHOCTH B I (pax: yBeIndeHue oobeMa Ipoiax UM CHUKEHUE U3JEPKEK
Ha CTOJBKO-TO IPOLIEHTOB. OTH JIaHHBIE - Ballle KOHKYPEHTHOE IMPEUMYILIECTBO, IMOATBEPXKICHUE
Balllero NpogeccuoHaIn3Ma.

Hekoropsie crienuanicTbl peKOMEHAYIOT BKJIIOUATh B PE3IOME IPUUMHBI YBOJBHEHUS, HO OyAeT
Jydllle, €CI Bbl IPOSICHUTE 3Ty TEMY HEHNOCPEICTBEHHO Ha coOecel0BaHMM - 3a4acTyl0 B YCIOBUSX
JUYHOTO KOHTaKTa C WHTEPBBIOEPOM OOBSICHHTH MOTHBBI yXOJa Jerde, 4YeM B KOHTEKCTE
o(UIMaNBHOTO JOKYMEHTA.

5. JlonosHuTeAbHAsA MH(pOpMaus

3nech OOBIYHO 3HAUMTCS CleAylomas HHGOpMalMs: BIAJCHUE HWHOCTPAHHBIM S3BIKOM
(ykaxxuTe ypoBEeHb: 0a30BbIM, pabouuii, CBOOOAHO); paboTa ¢ KOMIBIOTEPOM (TIEPEUUCTUTE
KOHKpETHBIE TpOrpaMMbl, ¢ KOTOPbIMH BBl yMeeTe paboTaTb, B TOM YHCIE - OyXrajirepckue
IIpOrpaMMsbl, rpaduyecKkue peaakTopbl U T.I.); BIAaJE€HHE OPITEXHUKOH ((akc, KCEpoKc); Haauuue
BOJIUTENICKOTO YJOCTOBEPEHHUS, CTaXX BOXKJeHHs. Hamumume aBTOMOOMIIS MpencTaBiseT MHTEpeC AT
paboTtonaTens, €ciad JOJKHOCTh MPEAINOoiaraeT pa3be3fgHylo paboTy win oduc KOMIaHUH
pacrioyiaraercsi B MecTe, 10 KOTOpOro TPYAHO 10OMPaThCsl Ha O0IIECTBEHHOM TPaHCIIOPTE.

6. Pexomengauun

B srot paznen Bkmouaercs MHGOpMAIUS O JIIOJIX, KOTOPbIE COTIACHBI MPEIOCTaBUTh HOBOMY
paboToaTeNno peKkoMeHAaTeIbHble MUChMa, XapaKTepU3yIollue Bac Kak NpodeccuoHana, Wind AaTh
YCTHYIO OLIEHKY TOMY, KaK Bbl IPOSIBHJIM ce0sl Ha MPEeXHUX MecTax paboTel. HeoOxoaumo ykazaThb
OUO, 1omKHOCTH ¥ KOHTAKTHYIO HH(GOPMAIUIO ITHX JI0AEH (pasyMeeTcs, C UX pa3perieHus).

Heckoabko ci10B 00 00beme pe3rome

B oTedecTBeHHOI MpakTHKe, pEKOMEHIYIOT CHEIHATUCTBI [0 KaApOBOH paboTe, TEKCT pe3tome
JOJDKEH ymematecss Ha 1 crpanune. He cTout cieno cinepoBaTh TakOMy COBETY, IOCKOJIBKY BbI
pPUCKyeTe TMONpPOCTY BBIOPOCUTH M3 CBOETO pE3IOME MHOIO CYIIECTBEHHOW HH(OpMalNH,
XapaKTepu3ymollel Baml npogecCuoHaIbHBIN ONBIT U KBaTU(UKaIHio. Beas 3a4acTyio B MOCITYKHOM
crucKe npodeccroHalla ¢ MHOTOJIETHUM CTa)kKeM pabOThl 3HAUUTCS COJMJIHBIM MepeyeHb YCHEIIHbIX
MIPOEKTOB, HAaOOp MpOIIEHHBIX TPEHUWHIOB, HEPEIKO BTOpOe BhIciIee oOpa3oBaHue. W maxe mpu
BIIOJIHE JIAKOHMYHOM OIMCAaHUU CBOEW TpynoBoW Ouorpapuu mpodeccroHan MOXKET HCIBITHIBATH
OonplIve 3aTpyJHEHHs, CXKHMMas CYIIECTBEHHYIO U CoOJepXkaTelbHylo HHpopMmanuo o cebe a0
¢dopmara onHOM crpaHuusl. boree Toro, 3T ycunus MOryT OBITh HE OLIEHEHBI CaMUMH XK€
peKpyTepamMu, KOTOpbIE OTKJIOHST Ballly KaHIUAATYPY, HE HAlAS B HEHl «KIIIOYEBBIX CIIOBY», 3HAUMMBIX
JUIsl paccMaTpuBaeMon mo3uiu. OIHAKO MPEBBINIATH JUMUT, PABHBIM 2 CTPAHHUIAM, TOXKE HE CIEYEeT



- HE TaK yX MHOTO HAaWJETCs Ha PhIHKE TPyAa MPOoQecCHOHATIOB, ONMCAHKE OIBITa pabOThl KOTOPBIX
HEBO3MOXHO OBbLIIO OBl BMECTUTh B TAaKHUE paMKHU 0€3 MOTEPH CYIIECTBEHHBIX JICTAJICH.

3aIoIHUTE PE3IOME COIIACHO CTPYKTYpE:

PE3IOME
DOUO:
[ens:

(Bama 1esnb npu BbIOOpE JOIKHOCTH)

Anpec:

(T'opon, uugekc, ynuna, 10M, KBapTHpPA)

Konrakrthsrii Tenedon: +7( ) , .
E-mail:

()KenaTem;Ho YKa3aTb KOHKPETHOE BPEMS I 3BOHKa)

CeMelHOoE IT0I0KEHHUE:
O6pa3zoBaHue:

TTonHOE HAaNMMCHOBAaHHUEC, MCCTOHAXOX/ICHHUE 06p330BaTeHLHBIX y‘lpe)KIISHPIf/’I, CIIENHUAJIBHOCTD ITOATOTOBKU UJIN IIEPETIOATOTOBKH,

TTOBBIIICHUS KBa.]'IHd)I/IKaI_II/II/I (IHKOJIy YKa3bIBaTh, €CJIK TOJIBKO 3TO €AUHCTBEHHOC 06pa3OBaTeHBHOC YUpEKACHUE, KOTOPOE BBI OKOH‘II/IJ'H/I)

OmnbIT paboTHI:

(Ilepeuncnars MecTa paOOTHI U peaau30BaHHbIE IPOEKTHI CIeAyeT B 00paTHOM XPOHOJIOTHYECKOM MOPSIKE, T.€. C IIOCIeIHEro MecTa)

paboThI, C TOYHOCTHIO MO MECSLIaM yKa3bIBaliTe BpeMsl Ha4ajla U OKOHYaHHs pabOoThI 110 KaX0i JOHKHOCTH. [ToMUMO Ha3BaHUS TOKHOCTEH,

B OIHCAHNE BKIIOYANTE KPATKYIO XapaKTEPHCTHKY BHIIOIHIAEMOIT paboThI, HH(MOPMALHIO 0 BalmX QYHKIHUIX, O PO B paboyeM mpoiecce)

I/IHOCTpaHHI)IG A3BIKH U BJIAICHUC KOMIIBIOTECPOM, OpFTGXHHKOﬁI

(y'Ka3aTI) YPOBEHB, NIEPEUUCIINTL KOHKPETHBIC ITPOIrPAaMMBI, C KOTOPBIMU BbI YMEETE paGOTaTB, BJIAACHUEC OpI'TGXHI/IKOI\/'I)

JononuurenbHas HHPOpMAaLUS:

(HaJTI/I‘-II/Ie aBTOM06I/IHH, CTaXX BOXKJICHHUS, PACIIOTIOKEHHOCTD KUJIbS OT npe}lnonaraeMoﬁ pa60TBI u T.]I.)

JInuHbBIE KayecTBa U YBJICUCHUA:

(PaboTocrnocoOHOCTh, 00y4aeMOCTh, aKKYPAaTHOCTh, KOMMYHHUKA0EIbHOCTD, CHJIbHBIE U C1a0ble CTOPOHBI U T.J.)




IIpakTnyeckoe 3ansiTue 5.
Od¢opmiieHue npukasos.
Heuan padorbi: Hayuntbest opopMiIeHHs OpraHU3aLMOHHBIX 10KYMEHTOB.
ITopsiiok BbINOJIHEHUS PAadOTHI
1. 3anucath HOMep MPAKTUYECKON pabOThI, TEMY U 1I€JIb paOOTHI
2. 3anucatb KOPOTKO IPEJIOKEHHBIE 3a1aHUS
ITopsinok npoBeaeHUs1 3AaHATHA:

B Ha4dalie 3aHATUA CJICOyCT IMOBTOPHUTH IMOPAA0K COCTaBJICHHU A u O(I)OpMJ'IeHI/IH
pacropsauTeabHOro f1okymenTa «lIpukasy.
3ananmue:

IIpuka3 - npaBOBOH aKkT, U31aBa€Mblil pyKOBOJIUTENIEM OpraHa ylpaBiIeHus, 1eHCTBYIOIINM Ha
OCHOBC CAMHOHAYaIWA, IJIA paspClICHHUA OCHOBHBIX U OIICPATUBHLIX 3ada4 €ro ACATCIIbHOCTHU.

[Tprka3 o OCHOBHOM JEATEIbHOCTH NPEANPUATHS WM OPraHU3alMU SIBJISAETCS HOPMaTUBHBIM
AOKYMCHTOM, 00s13aTENIbHBIM JJIA UCIIOJIHCHUA BCEMU pa6OTHI/IKaMI/I.

[Tprka3oM O OCHOBHOM IeATETbHOCTH 0OPMIISIOTCS BCE PELLICHUsI pYKOBOJIUTES, CBSI3aHHbIE
C opraHm3anmmend padOThl MPEIUPUATHS € CTPYKTYPHBIX IOJApa3ACiCHUN, IUIAHUPOBAHUEM,
OTYETHOCTBIO, (PUHAHCUPOBAHUEM, ONIEPATUBHBIM YIIPABJICHUEM U JIPYTMMHU HAIPaBICHUSMHU TEKYLIEH
JACATCIIBHOCTH. Takue IMPUKa3bl HA3BIBAOTCA NHUIIUATUBHBIMU.

[Tprka3sl U3AIOTCS TaKXkKe, Korjaa TpedyeTcss JOBECTH 110 CBEICHHsI PaOOTHUKOB IPEANPUATHS
3aKOHOAATCJIbHBIC, HOPMATUBHBIC AOKYMCHTBI M PCHICHUA, MNPUHATHIC BBIIICCTOAIIUMMHU OpraHaMu
BJIACTU M YIPaBJIEHUS, OPraHU30BaTh MX KOHKPETHOE HCIOJHEHHE MM 00ecneuuTh COONII0/IeHUE
TpeOOBAaHUI STUX JOKYMEHTOB B TEKYIIEH NESITEIHHOCTH MPEANPUATHS. DTH MPUKA3bl OTHOCITCSA K
KaTeropuu M3/1aHHBIX «BO UCIIOJIHEHUE.

[Tprka3sl JOJKHBI CTPOTO COOTBETCTBOBATH JICHCTBYIOLIEMY 3aKOHO/IATEIILCTRY.

[TpoekT mpHKa3za 1O OCHOBHOW JEATENbHOCTH OOBIYHO TOTOBUTCS CTPYKTYPHBIM
MOJIPa3/IeIICHUEM HITH CHICIIMAIMCTOM IO MMOPYYCHHIO PYKOBOIUTEIIS.

CocrtaBuTenu MpOBOAAT 00s3aTENbHOE COIJIaCOBAaHME MPOEKTAa C YKAa3aHHBIMU B JIOKYMEHTE
WCTIOJTHUTEINSIMHU, JIUIIOM, HAa KOTOPOE BO3JIAraeTcsl KOHTPOJIb 32 WCIOJHEHHWEM IpHKa3a B LEIOM, U
IOPUCKOHCYIbTOM. [IpoekThl mpukazoB Mo BompocaM (UHAHCOBOW JEATENBHOCTH IPENIpUATUSL
COTJIACOBBIBAIOTCS C OyXrajiTtepren nin GUHAHCOBOM CIyKOOH.

CornacoBaHue MpoeKTa MpUKasa ¢ APYrUMHU MPEITPUATUIMHI UM OpraHU3alusIMU TPOBOIUTCS
B CTydae HeOOXOIMMOCTH.

[Tprka3 Mo OCHOBHOW JesATENbHOCTH Oo(opmMisieTcs Ha oOuieM OJaHKe WM Ha YHCTOM JIUCTE
Oymaru Qopmata A4 ¢ pacmoyioKEHHEM PEKBU3UTOB IO 00pa3ily OOIIero OJIaHKa C YIIIOBBIM WU
IIPOIOJIbHBIM PACIIONIOKEHHNEM PEKBU3UTOB (LIEHTPUPOBAHHBIN WK (1aroBelii croco0). Eciu npukassl
u3natorca yame 200 pa3 B ToA, TO SKOHOMHUYECKH II€JI€CO00pa3HO pa3paboTaTh W MPUMEHATH
CreLMabHbIA OJIaHK MpUKa3a.

B Tunosoii ¢opmyasp NnpuHKaza 10 OCHOBHOH [eATEJbHOCTH BXOIAT CJeaYHoIIHe
PEKBH3UTHI:

HAaWMEHOBAaHME MUHHCTEPCTBA WJIM BEIOMCTBA (U1l YUPEKIECHUW M OpraHu3aIiii B ciydae
MPSIMOTO MOAYNHEHN);

HAaMMCHOBAHUC OpraHu3alviil WKW MPCATIPHUATUA (C YKazaHueM OpFaHI/I?)aHI/IOHHO-HpaBOBOﬁ
opmsn);

HazBanue Buja gokymenTta ([IPUUKA3);

narta;

UHJEKC (HOMED);

MECTO COCTABJICHUS WM U3JJaHUS;

3aroJIOBOK K TEKCTY;

TEKCT;

HOJIINCE;

BU3bI UM TpU( COTTIaCOBAHMUS.



TekcT mpukasza 1Mo OCHOBHOHM NESITEIBHOCTH COCTOMT M3 2-X 4YacTe — KOHCTAaTHUPYIOLIEH U
pacriopsiauTenbHON. B KoHCTaTHpyromeil yacTu cofepkuTcss 00OCHOBAaHUE NMPHUYMH, LEJIed U 3a1ad
U3JIaHusl TpHKa3a, HEOOXOJUMOCTU COBEPLICHHS PAaCIOPAIUTENbHBIX NeHCcTBUIl. B mHUIIMaTHBHOM
IIPpUKa3e KOHCTATUPYIOLAs YacThb TEKCTa HAauyuMHaeTcs ¢ mnpemyora «Jlid...» HMIM €O CIOXKHBIX
npenoroB «B cBs3u...», «C 1eNbl0...», KOTOpble 00JIerdaoT (OopMyIUpPOBaHUE TEKCTA U ABIISIFOTCS
TUIIOBOM €ro yactero. Hanpumep:

«/1nst opranuzanuy NoJAroTOBKU K yueOHOMY Troz1y...»

«C 11e71bI0 NIPUBJIEUEHUS TOIIOJHUTENIBHBIX CPEJICTB. ..»

«B cBsi3u ¢ nepepacnpeieieHueM J0KHOCTHBIX 00s13aHHOCTEN CIEeMaTuCTOB KOMMEPUECKOTo
oTaena...»

Ecnu pacnopsautenpHpie  EHCTBUSL HYKIAIOTCA B HOAPOOHOM OOOCHOBaHHH, TO
KOHCTAaTUPYIOIIAsi 4acTh TEKCTAa WHHUIMATUBHOTO TNPHUKA3a, COJACPKHUT H3JIOKEHHE (PaKTOB, OICHOK,
IPUYUH U OOCTOSITENTHCTB, CHOPMYIUPOBAHHBIX W PACHOJOKEHHBIX IO CTENEHU WX 3HAUYUMOCTHU
(mpocThle MPEAIOKEHUs C MPSMBIM HOPSAIKOM CJIOB), M 3aBEPLIAETCS KOHCTPYKLMEW C MpeasoraMmu
«dns...», «B cBs3u...», «C 1enpo...» U T.1I.

B npukase, n31aHHOM «BO UCIIOJIHEHUEY», KOHCTATUPYIOILas YacTh HAUMHAETCs ¢ Ipeioros «B
coOoTBeTCTBUMY», «Ha ocHOBaHuMU...», «B cBs3H...», «B0 UCMIOIHEHHE. ..», COACPKUT HA3BAHUE BUJIA U
HAaUMEHOBAHME BBILIECTOALICH OpraHu3allMM — aBTOpa, JaTy, HMHJEKC M 3arojJloBOK K TEKCTY
JOKYMEHTa, BO HCIOJHEHHUE KOTOPOTO W3JaeTcsl AaHHbIA mpukas. s dopMmynupoBaHHs TeKCTa
HCIOJIb3YETCs CTaHJapTHas peueBas Mojienb. Hampumep:

«B cootBercTBUM ¢ mpukazom MunucrepcTBa oopazoBanus u Hayku P® ot 06.09.2004 Ne 38
«O0 arTectanuy BBICIINX y4eOHBIX 3aBeieHni Poccuiickoit dexepanuny. ..

«Bo wucnonnenne mnocranosieHus IlpaButensctBa MockBel o 06.10.2004 Ne823 «O
TOTOBHOCTH CITY’K0O TOPOJICKOTO X0351CTBA K YOOPKE TEPPUTOPUI B SUMHUN TIEPHOIY. . .

3aBepiaercsa koHcratupytomas yacts cioBoM «[IPUKA3BIBAIO:», koTopoe opopmiisiercs Ha
OTAEIBFHON CTPOKE OT TPAHUIIBI JIEBOTO TIOJIS MPOIIMCHBIMU OyKBaMu (06€3 pa3psaKi) U 3aKaHINBACTCS
JBOETOYHEM.

PacniopsinuTenbHas 4acTh TEKCTa COCTABISAETCS MO MYHKTaM, KaKJblii U3 KOTOPBIX HyMepyeTcs
apaOCKuMU IU(PpaMy ¥ HAUWHAETCS ¢ KPacHOM cTpoku. Ecnu B mpuKa3e yCcTaHaBIMBAIOTCS MIPABOBHIE
HOpMBI (TIpaBUjia), PETYIUPYIOIINE OCHOBHYIO JACSATEIBHOCTh MPEINPHUSATHS U pPacCCUUTAHHBIE Ha
MPUMEHEHNE B TEUEHUE JUTUTEILHOTO BpeMEHH (HOPMATUBHBIE MyHKTHI), TO OHU (POPMYITHUPYIOTCS 1O
pedeBoit Mojienu: uTo (C)aenaTh — ¢ Kakoro cpoka (Wi Ha Kako# cpok). Hampumep:

«YTBepAUTH MITATHOE paclucaHue KoMmMmepueckoro otaena Ha X kBapran 2004 rogay;

«Buecru cnenyromue usmenenus B [lomoxxenne o nepconane ¢ 1 mapra 2004r.»

Ecom B mpuKa3c MaroTCd IMOPYUYCHHA HCHOJIHHUTCIAM (KOHerTHBIM JOJDKHOCTHBIM JIMIIaM,
CTPYKTYPHBIM TOJIPa3AeNIeHUsIM WM UX PYKOBOJUTENSAM), TO B K&KIOM MYHKTE HEOOXOIUMO yKa3aTh
uX pamMHINU WIK HAaUMEHOBAHMUS, YETKO c(POPMYIHPOBAThH MPEAIICHIBAEMOE JIEHCTBUE U YKa3aTh CPOK
ucronHeHus. Takue MOPYyYUTENbCKUE MYHKTHI (OPMYIUPYIOTCA MO PEYEBOM MOJENU: KOMY — UTO
caenarth — Korjaa (K KakoMy cpoky), Hanpumep:

«Kommepueckomy nupektopy BacumpeBy C.®D. pa3paborarh molokeHHE 00 oOTInene K
25.02.2004»;

«Y4eOHO-METOMYECKOMY YIIPABICHUIO OPTaHU30BaTh IMOBBINICHUE KBaTH(pUKAIUU y4eOHO -
BCIIOMAraTeIbHOI0 MepCcoHaIa yHUBepcuTeTa B anpene 2005r.»

«YuebHo-meroanueckomy ympasiennio (Tromuna M.B.) opraHuzoBaTh TEXHHYECKYIO y4deOy
nabopanToB kadeap ¢ 10 mo 12 dpespans 2005r».

B ciydae HEOOXOIUMOCTH PYKOBOIUTEb MPEANPHUITHS HIIM OPTaHU3alMU JEJICTUPYET CBOE
MPaBO KOHTPOJIS 3a HMCIIOJIHEHHEM IpHKa3a KOHKPETHOMY JOJDKHOCTHOMY JUIy. Torma TyHKT O
KOHTPOJIE UCTIOTHEHUsT 0(hOPMIISIETCSI B PACTIOPSIUTEIHHON YacTH TEKCTa TMOCICAHUM, H CTPOHUTCS 110
oOpa3siy:

«KoHTpOITh 32 UCTIOTHEHUEM TIPUKa3a BO3JIOKUTH Ha UCTIOJIHHUTENBHOTO AupekTopa CHMOHOBA
AK.»



ApxanyHble 00OpPOTHI THUIIA: «KOHTPOJIb 32 MCIOJHEHHEM IPHKa3a OCTAaBIISIIO 3a cOO0i» mpu
(bopMyIMPOBAaHUU ITYHKTA O KOHTPOJIE HE IOMYCKAIOTCS.

B crmyuae HeoOxoqumocTy B GOpMYIISIp MPHKa3a BKIFOYASTCS PEKBU3HT «OTMETKA O HATUYHH
MPUITOKEHU .

CocraButb u 0GOpMHUTH NPHKa3bl MO OCHOBHOW /eSiTeILHOCTH, HEO0XOAUMBbIE B
yIpaBJIeHYeCKHX CUTYaAHAX.

Curyanus 1

I'enepanbhbiii qupektop kommepueckoro 6anka Kb «Kpemut 6ank» @omun I1.H. 12 mapra
TEKYILEro To/a U3/al MPUKa3 O PEOPraHU3aluu CTPYKTYpbl OaHKa. DTH M3MEHEHHs ObUTM BBI3BAHBI
paciipeHreM COCTaBa YCIYI, OKa3blBaeéMbIX OaHKOM CBOUM KIHEHTaM, IOJIy4eHHEeM OaHKOM
JUIIEH3UM Ha TPOBEICHUE BAIIOTHBIX OINEpalui, yBEIWYeHHEM OOBbeMa Omepaluii ¢ LEeHHBIMHU
Oymaramu.

[Tpuka3oM mpemycMaTpuBaioch a0 | mexkaOps TEKyIIero roga co3garb B CTPYKTYpE
0aHKa OT/El BAIOTHBIX OMepaluil U OT/JelN onepanuil ¢ eHHbIMU OyMaramu. HayanbHUKamMu OTAEN0OB
HazHavyauch coorBeTcTBeHHO OpiioB B.C. u KoroBa M.M. VM npeanuceiBaioch NpUHATH MEPHI 1O
YKOMILIEKTOBAHUIO IIITaTOB CBOMX OT/IEJIOB COOTBETCTBYIOIIMMH crienuanucramu. Kpome toro, um
MPENHICHIBAIOCH MOATOTOBUTh M IPEICTaBUTh HA yTBEpXKIAeHHE MO 1 (eBpajis Cleyromero roua
MoJiokeHus o0 otnenax. Ha HHMX ke Boznarajgach OTBETCTBEHHOCTh U 3a pa3padOTKy JOJKHOCTHBIX
MHCTPYKLUUN HA CBOUX COTPYAHHUKOB.

OTUM Ke MPUKA30M  CTaBWJIACh 33Jjaya OCHAIIEHUS aBTOMATH3WPOBAHHBIX PabOUUX
MECT HayaJIbHUKOB CO3/]aBa€MbIX OTAEJIOB COOTBETCTBYIOUIMM OOOPYJIOBaHUEM U MOJKIIOUEHUS UX K
JOKaJIbHOM MH(GOPMAIMOHHON ceTH 0aHka. DTO ObLIO TOPYYEHO CHeNnaTh OTAeNy aBTOMaTH3alUu
(mauansuuk otnena Becenor C.I1.) no 1 eBpans cnemayromiero rojaa.

OOmmii KOHTPOJb 3a MCIOJHEHHWEM IIpHKa3a ObUI BO3JIOXKEH Ha KOMMEpPYECKOIo
nupekropa 6anka 3onorosa C.B.

ITpuka3 ObLIT COIJIacOBaH C 3aMECTUTENIEM IeHepallbHOro AupekTopa 6anka Hedenosoii
3.11. u rnaBHBIM Oyxrantepom O0anka ComoBbeiM B.II.

Curyauus 2

MOCKOBCKMI ~ TOCYJIApCTBEHHBIM  YHMBEPCUTET  YIPAaBICHUS  MOJYYHJI  Pa3pelICHHE
MunucrepcTBa o0pazoBaHusl M Hayku P® Ha MOATOTOBKY CIEHUATUCTOB IO CIEHUATIBHOCTH
«MyHHIIMIIaNbHOE YIpaBlieHHue» (MMChbMO 3a MOJANUCKHI0 3aM. MuHHCTpa PoroBa M.U. ot 1 HOs10ps
TEKYILETo roja.

B nmemsx oOecredeHHs KaueCTBEHHOM  MOJATOTOBKM — CHEIUAIMCTOB  JUIsl  OpraHoOB
MYHHMIMIIAJIBHOTO yrpasieHus pekrop yHusepcurera denopoB H.II. umzgan 15 anpens npukas, B
COOTBETCTBUHM C KOTOPBIM A0 15 aBrycra Tekyliero roja AODKEH OBITh CO3[aH HOBBIN (haKylIbTeT
MYHUIIUIATBHOTO yrpasieHus. [lekanoM ¢akynprera HazHavasucs npodeccop Konecos B.H. Otum xe
puKka3oM Ha (axkynpTere ObUIM cO3AaHbl Kadeapsl MEHEIKMEHTa (3aB. kadeapoi mor. CKBOPIOBa
H.®.), xadenpa skonomuku (3aB. kadeapoit npod. Cunun C.U.), kadenpa npasa (3aB. kadenpoii J101I.
MoposzoB B.H.) u kadenpa nadpopmannonssix texHojoruil (3as. kadenpoit non. Cksopuosa E.H.).
PykoBoautenam  kadenap u QaxynabTera ObUIO NpemokeHo 10 1 ceHTsaOps TeKkyuero roja
YKOMIUIEKTOBATh MITATHI Kadeap.

B npukase nopydanocs 3aBenyromeil neHTpanbsHoit 6ubnuorekoit Kpacosoit H.B. oGecnieunts
1o 1 ceHTsA0pst yueOHMKaMU U y4eOHBIMH ITOCOOUSMU CTYJEHTOB HOBOTO (paKysbTeTa.

Y4eOHO-MEeTOIMYECKOMY YIIPaBICHUIO YHHUBEPCUTETA MOPYYaNIoCh pa3padoTaTh U yTBEPIUTDH
no 15 wioHs y4eOHBIM IJIaH W TOATOTOBUTH A0 | CEHTAOpsI TEeKyiiero roja pabouwmil TUIaH JIst
¢bakynbTeTa.



B mpukase ObUI0 JaHO yKa3aHHE NPUEMHONM KOMMCCUHM YHHBEPCUTETa OOECIEUYUTh B HIOJIE-
aBTyCcTe IPHEM CTYJIEHTOB Ha CO3JaHHBINA (PaKylbTET B KOJMUYECTBE 75 CTYAEHTOB IO JHEBHOM (opme
oOyueHust u 50 CTyJIGHTOB 110 BeYepHel Gpopme 00ydeHUsI.

KoHTponbs 3a uCHOJIHEHHMEM MpHKa3za ObLT BO3JIOXKEH HAa NPOPEKTOpa YHHBEPCHUTETA 10
yueOHori pabdore MBanosa H.U.

[Ipuka3 ObLT 3aBU3MPOBAH TMPOPEKTOPOM MO Y4eOHOH paboTe, HAYaIBHUKOM Yy4eOHO-
METOAMYECKOrO YIPABJICHUS U COINIAacCOBaH C YIpaBlieHMEM KajpoB MuHHcTepcTBa 00pa3oBaHus U
Hayku PO.

Curyanus 3

OTKpbITOE aKuMOHEpHOE O00IEecTBO «MOCKOBCKHMI MAIIMHO CTPOUTENbHBIN 3aBom» (OAO
«MocMal») MpUCTYNUIO K MOJEPHU3ALUHU IPOU3BOJCTBA B LENSIX HaJa)KUBAaHUS BBIIIYCKa HOBOTO
TUNA TPOAYKIHWU — OpPOHMPOBAHHOTO ABTOMOOWJIA BBICOKOM MPOXOAMMOCTH sl MUHHUCTEpCTBA
oboponsl P®. Hampasnenue paboT, MX CPOKM M YYACTHMKHM IPOM3BOJCTBEHHO-TEXHUYECKOIO
mpouecca MOATOTOBKM M BbIIIyCKa aBTOMOOWJIS ObUIM ONpEeNieHbl B H3JaHHOM T'€HEpalbHBIM
IUPEKTOpOM akimoHepHoro obuectsa Kopueessim B.C. npukase u npuiaraeMoil K HeMy nporpamme
MOJIEpPHU3ALIMU OCHOBHOI'O ITPOU3BO/ICTBA.

B nmensx yckopeHus BbIIIyCKa HOBOM HPOAYKIMM M PUTMUYHON pabOThl  HPEANpHUSATHS
redepanbHblil aupektop OAO «Mocwmain» craBuil 3ajadyy Iepes OTIEIOM IJIaBHOTO MEXaHUKa
(®unumonoB B.I1.) 3akoHYMTH PEKOHCTPYKLHMIO TJABHOIO KOHBelepa 3aBoja A0 1 wuroHA
CJIEYIOIIEro roja.

Otneny rnaBHoro texHosora 3asoza (Cepos B.C.) u konctpykropckomy otaeny (Bacun E.I1.)
MPENNUCHIBAIOCh 3aKOHYUTh TEXHOJOTMYECKYIO IIOJrOTOBKY IPOM3BOJCTBA U IOJATOTOBKY BCeEl
HE00XO0AUMON TEXHOJIOTUYECKON U KOHCTPYKTOPCKOM JTOKyMEHTAIUU 110 pa3paboTKe U NOCTAaHOBKE HA
IIPOMBIIIICHHOE TPOU3BOACTBO HOBOI'O aBTOMOOMIIA 10 1 aBrycra ciiefyromero roaa.

Kommepueckomy mupektopy OAO 3UJI KynpusnHoBy H.II. mopydanoch mocraBka nepBoi
napTuu aBToMoOuseil B Ypanbckuil BoeHHBIM OKpyr. IloctaBka aBTOMOOMIIEH 3aKa3zyMKy JI0JIKHA
OCYILLIECTBIATHLCS MPH YCIOBUM MPEJOILIATHI CTOMMOCTH BCEW apTHH aBTOMOOUIIEH.

Ha xommepueckoro nupekTopa BO3Jarajach TaKXe OTBETCTBEHHOCTh 3a IIPOBEICHHE
MapKETUHTOBBIX HCCIIEJOBAHMM 110 OINPENEICHUI0 CIpoca BHYTPEHHETO pBIHKA Ha JaHHBIN
aBTOMOOMJIb, @ TaK)K€ BO3MOXKHOCTEM  BBIXOJa Ha BHEIIHMN pBIHOK. lIpeaBapurenbHble pacyeTsl
0’XH/1aeMOi TOTPeOHOCTH BHYTPEHHETO M BHELIHEr0 phIHKA Ha HOBBIA aBTOMOOWIIb JOJKHBI OBITH
MIOATOTOBJEHBI K | OKTAOpS CienyroIero roja.

3amecTuTeNI0 TeHepanbHoro nupekropa Poroy M.T. mopydanocs obecrieduTs KOOPAWHALMIO
IIPOM3BOJICTBA U MOCTABOK KOMIUIEKTYIOIIMX K aBTOMOOMIIIO 3aBO/IaMU -CMEKHUKaMHU.

[Tpuka3 OblT 3aBU3MPOBAH KOMMEPYECKHM TUPEKTOPOM, TJIaBHBIM MEXAaHMKOM M TJIaBHBIM
TexHoJoroM. KoHTposb 3a MCIONHEHHEM NpHKa3a ObUl BO3JIOKEH Ha 3aM. T€HEPAIIbHOTO JUPEKTOpa
OAO «Mocmamn» NUnpuenxo C.I1.

[Tpuka3 noanucan resepanbHbiM qupekTopoM Kopraeesbim B.C. 15 okTs0ps Tekyiero roaa.

Curyanus 4

JenapramenT peuHoro ¢uota PenepasbHOro areHTCTBa MOPCKOIO M PEYHOro TpaHCIopTa
MunucrepctBa TpaHcnopra PO B memsax obecriedeHus O6onee 4yeTkod M 3¢ (eKTUBHON paboOThI
peuHoro (ora B mepuoj] BECEHHE-JIETHEW HaBUTALMU B CIEAYIOIIEM TOJy HaMeTWUJ pPa3BEpPHYTYIO
porpaMMy MOJIEPHU3AIMK MaTepuaibHOW 0aspl ¢iota. s peanu3anuyd JaHHOW MPOTPaAMMBI
nupektop aemnapramenTta Azapos K.A. 17 aBrycra Tekyuiero roja usfajl Ipukas, B KOTOPOM IEpeN
anmnapaToM JenapTaMeHTa M IOABEJIOMCTBEHHBIMU OpPraHH3alUsMU ObUIM TMOCTaBJIEHBI 3a/layd IO
pean3aliy yKa3aHHOM pOrpaMMsl.

[Tpuka3zom IpeanuCchIBAIOCh 3aKOHYUTH ITOATOTOBKY K BECCHHE-JIETHEM HABUTALIMK HE MO3JHEE
1 anpenst Oyaymero roga. OTBETCTBEHHOCTh 32 3TO BO3Jarajiocb Ha PyKOBOACTBO MapoxoactB. K
3TOMY CPOKY JOJKEH OBITh IMPOBEAEH HEOOXOAMMBIH NMPOQHIAKTUYECKUN M KAaIUTaJIbHBIM PEMOHT
BCEX CYJIOB, IPUCTaHEN U IPYTUX OEPEroBhIX COOPYKEHUH.



TexHnueckoMy yNpaBJIEHUIO [EMapTaMEHTa, PYKOBOAMUTENSAM OacCeHHOBBIX YIPABICHUH H
MapOXOJICTB MOPYYaIoCh J0 Mapra OyAyIIero rojpa MpoOBECTH MOJHYIO WHBEHTAapH3aluio ¢uoTa B
o0beMe Cpe/ACTB, BBIACICHHBIX UM Ha O3TH IEId, OCYILECTBUTh 3aMeHy a0 25% cyJoB,
IKCIUTyaTUPYIOLIUXCS Ha pekax OacceiiHoB Ypama u 3amagHoii CuOupu, Ha cyaa Ha BO3AYIIHOU
HOJTyHIKE.

OHUHAHCOBOMY YIPABICHHIO ICTMAPTAMEHTa, PYKOBOAMTEISAM MAapOXOJCTB MOPYyYaaoch 10 |
sHBapsi OyyLIEro rojia 3aKOH4YUTh O(hOpPMIIEHHE T0TOBOPOB HAa IIEPEBO3KY I'PY30B M MAaCCaKUPOB Ha
PEUHBIX Cy/laX ¢ TEPPUTOPHATEHBIMU OpraHaAMHU yTIPABIICHHSL.

Ortum xe npukazom duHaHCOBOE yIpaBieHHE JenapTaMeHTa OOsA3bIBAIOCH AOBECTH 110 15
HOSIOPSI TEKYILIETo rofia MO BCeX 0AaCCEHHOBBIX YNPABICHUN M MAPOXOJCTB YTBEPXKICHHBIC JTUMHUTHI
TOIIMBA, TIOPHOYE-CMAa304YHbIX MAaTepHalloB, 3amyacTell M 000pylOBaHMS, a TaKkke OO0ecleduThb
CBOEBPEMEHHOE BBIICJICHHE HEOOXOJMMBIX JIEHS)KHBIX CpPEACTB Ha 3apIuiaTy IUIaBCOCTaBa M
00CITy’KUBAIOIIET0 NepCOHAIA.

[Tpuka3 ObLT 3aBU3UPOBaH HaYaIbHUKOM DHUHAHCOBOTO yrpaBieHus aenapramenTa CBUIIEBbIM
WN.E. n HaganbHukoM TexHuyeckoro ympasieHus jaenaprameHTa BoponoBeiM C.E. u coriacoBaH c
3aM. MUHUCTpa TpaHcnopra ArogunaeiM B.®. Kontposb 3a ucnojsHeHueM nprkasa Obul BO3JIOKEH Ha
3aM. 1upekTopa aenapramenrta JKykosa @.H.

Curyauus 5

C unenpro peanu3aimuu 3agad U GyHKuMid MuHucTepcTBa o0pa3oBaHus M Hayku PO
pykoBoautens denepanbHOro areHTCTBa 1o oodpaszoBanuio 3.B. CepreeBa 19 uioHs Tekyuiero rojaa
n3nana npukaz Ne 125, B kotopoMm jana mnopydeHue Poccuiickoil akagemun oOpa3oBaHMA U
Poccuiickoii akanemun Hayk co3aath CoBeT 1mo npo0ieMam pa3BUTHS TBOPUYECKOTO MOTSHIIMANA JeTei
B POCCUHCKHX 00pa30BaTeIbHbIX YUPEXKICHHUIX.

[Ipukazom yTBepkaanock noyoxenue o Cosere, Paboueli rpymnmne u ee cocTase.

Cosery coBMmecTHO ¢ YmpasineHueM ['ymanutapHoro oOpaszoBanus (b.b. CaBuenko),
VYnpasienueM yuyeOHbIX 3aBeAeHUM Bbiciiero npodeccuoHanbHoro (M.A. I'onukoB) u YpasnenueM
peabwintanonHoit pabotsl (M.C. HcrparoBa) k sHBapio Oyayliero roja MpeANUCHIBAIOCh
pa3zpaboTaTrh HAYYHO-UCCIIEOBATEIHCKYIO TTporpaMmy «Y cuiieHne QyHKIIMH 00pa30BaHUsy.

LleHTpy COLMOJIOTUYECKUX HCCIEIOBAaHUN MpEANoiarajoch B TEYeHUE  JAeKalps
TEKYIIETO TOAa TMPOBECTH pPadOTy IO ONpPOCY YyYalUXCs O WX IIEHHOCTHBIX OPHEHTAIHSIX
(obpa3oBaHue, Kapbepa, BIUSHUE CTAPIIETO MOKOJICHUS, POJIb MaTepHaIbHBIX OJar u T.1.).

VYuopasnenuto ¢unancupoBanus (FO.A. KieHoBy) mnpeanuchiBaioch paccMOTPETH
BOIPOC O BBIJICJIEHUH CPEJICTB HA COLIMOJIOTHYECKUE UCCIIEJOBAHUS.

VYrpaBneHuto MexayHapoaHoro cotpyauudectsa (B.P. PankeBuy) Ob110 1aHO 3a1aHue
K 1 ¢eBpans Oyaymero rojga, HOArOTOBUTh MPOEKT «I'pa’kAaHCKOE BOCHUTAHHUE JMYHOCTH» IS
BHeceHus ero B FOHECKO.

KoHTponb 3a ucnosHeHHeM MpHKa3a BO3JIOKEH Ha 3aM. pykoBoautens deaepanbHOro
arentctBa A.T. Muemmnze. Bece ynoMsHyThIe B TpUKa3e JOJDKHOCTHBIE JIMIIA MPOCTABHIM HAa HEM
BU3Y 03HAKOMJICHHSL.

Curyanus 6

[IpaBneHne OTKPHITOrO akIMOHEpHOro odmiectBa «l'azmpom» cBouM pemeHuem Ne 12 ot 27
aBrycra Tekyuiero roga «O JMKBHIAIMKM IOCIEACTBUI aBapuu Ha rasompoBoje B . Cypryre
nopy4yusia  MPEeInpUATUsM, OOCIYKMBAIOIIMM  Ta3onmpoBoJ  «Mup», TPOBECTH  MPOBEPKY
AKCILTyaTalMOHHBIX pabOT U YCTaHOBUTH MPUYMHBI aBAPUHU.

JUia ucnonHenusa pemeHust npasiaeHuss OAO «la3nmpom» TeHepanbHBIA JUPEKTOP
npennpusatus «Opraneprorasy (r. Cypryr) Bacunbe B.C. 28 aBrycra Tekyiero rojaa u3jaji npukas
Ne 18, B koropoM HaszHaumi ¢ 29 aBrycra mo 3 ceHTAOpS MPOBEPKY OHKCIUIyaTallud YydacTKa
raszonposoja. OH NOopy4n KOMUCCHH BBIABUTH NIPUYMHBI aBAPUH U IPEUIOKEHUS 110 UX JIMKBUAALNH.
Pesynprathl paboThl KOMUCCHH O(OPMHTD B aKTe K 4 CEHTSOPSI.

B cocraB xomuccHM IO BBIACHCHHIO IIPUYMH aBAPUU HA y4YacCTKE ra3onpoBOJa B T.
Cypryr BowmIM I1aBHbIM MHKeHep npennpustus Jlenko M.H. (mpencenarens komuccun), crapiiui



Mactep yuactka CumakoB A.Il. m wumxenep-trexHonor HMBanoB IL.M. Ilpoekt mpukaza ObL1
3aBU3MPOBAH HAYAJTLHUKOM OT/EJIa OXPAHBI TPy/a U TeXHUKU Oe3omacHocTH Jlyranossim C.D.
Curyanus 7

ITo mnany pabotel Ha Tekymuid rop JlemaprameHT oOpa3oBanus IIpaButenbcTBa MOCKBBI
JIOJDKCH TPOBECTH 3aHSATHS O MOBBIIMICHUI0 KBATH(PHUKAIUN KypaTOPOB MYHHIIMITATLHBIX MIKOJIbHBIX
okpyroB Ha Temy: «lIpoGiieMbl ympaBieHUs y4pexJAeHUSIMH OOpa3oBaHUS B YCIOBUAX PHIHOYHOU
SKOHOMUKHY». [lemapTamMeHT MOpy4Yusal MOAYMHEHHOMY €My MOCKOBCKOMY HMHCTHUTYTY MOBBIIICHHS
kBanuduKanun padboTHUKOB oOpa3oBanus (MUIIPO) opranuszoBarh Takoe oOydeHue. Pektop
WHCTUTYTa JA0IeHT AHocoB B.B. n3man npuka3 06 opranu3anuu KypcoB MOBBIIICHHS KBAJIU(DUKAIINH C
10 mo 14 smHBaps Tekymiero roga Ha 0a3e mpoduiakTopusi 3aBoja «CrencTpoikoHCTpyKIus», (1
MOTOK, 4 TpyIIkl). 3aBeayromiei 1abopatopuei yrnpasnenus [mutpueBoit B.I' mopydeHno papaborars
yueOHo-TemaTndyeckuid mian (30 4dac.) m obecrneunTh MOAOOpP JEKTOPCKOTO COCTaBa K S5 sIHBaps.
I'maBHOMY Oyxrantepy wuHcTHTyTa HoBukoBoi T.M. ObUIO TpEANHCAaHO  OCYIIECTBHUTH
(dbuHaHCUpOBaHUE PabOTHI KypCOB 3a CUET CPENICTB, BbIIEICHHBIX JlemapTaMeHTOM 0Opa3oBaHUs, YTO
OBUIO COTJIACOBAHO C 3aMECTHTEIEM HaYallbHUKA IUIAHOBO-(DMHAHCOBOTO YIPABJICHHS JCMapTaMEeHTa
Epamakoseim 1.H.

Kontposnp 3a ucnosHeHHeM IpuKa3a ObLI BO3JOKEH Ha IMPOPEKTOpa MHCTUTYTa IO
yuebHol padote @unaroBy C.H., koTopas 3aBU3HpOBaa €ro NpoeKT.

Curyanus 8

Ha MockoBckoM KOMOMHATE 1O MPOU3BOICTBY MY3bIKAJIbHBIX HHCTPYMEHTOB U MeOenu
(rocynapcTBeHHOE IpeanpusaTue), KoTopblii BxoauT B KoHuepH mo pa3paboTke M NPOU3BOICTBY
NPOAYKIMH  My3blKalibHOM npombinuieHHOCTH (POCMY3IIPOM), neiictByer [lonoxenue o
IIPEMUPOBAHUM PYKOBOJUTENCH 1IEX0B, OT/EIOB U CIYyXO0, YTBEpXKIEHHOE 5 sHBAps MPOIJIOro roja.

12 ampens Tekyiero roga aupekrop kombuHata B.M. JlaproHoB nopyuuns HadyaabHUKY
oTAena Tpyaa M 3apaboTHoi ruatel MapmpkanoBy H.I'. paccuuTarh pazmep mpeMuu pyKOBOAMTEISIM
OTJIEJIOB, LIEXOB U CIyk0 KOMOMHATa 10 UTOroM padoThI 3a MEPBbIM KBapTal K 15 anpens, a rimaBHOMY
Oyxrantepy komOunata TpommHoi C.I'. — opraHu3oBaTh BbIIIATY npemMuu K 20 ampesst TEeKyILIEero
roza.

HauvanbHuk nnaHoBo-s3koHOMHUYeckoro otena MemioBa C.H. u raBHbId Oyxranrep
Tpommna C.I'. 3aBU3MpOBaIN NPOEKT MpUKa3a IUPEKTOpa KOMOHUHATA.

Curyanus 9

JupexTop ob1iecTBa ¢ OTpaHUYEHHOM OTBETCTBEHHOCThIO «MeuTay, 3aperucTpupoBaHHOIO B
r. Kanyre, [TonsixoB B.M. 10 okTa0ps TekyIiero roga u3aaji Npukas o MpoBEIEHUN UHBEHTapU3aLUU
TOBapHO-MAaTEpUAIBHBIX ILIEHHOCTEM Ha ckinajge npeanpusatvs. OH Ha3HAUMI KOMHCCHIO O]
MpeAceNaTeTbCTBOM KOMMepUeckoro aupekropa 3onorapeBa E.M. B cocraB kommccuu BouLIH
rnaBHbld Oyxrantep Bomoguna E.H. m Oyxrantep MBanosa B.C. B mnpukaze Oblio mopydeHo
MIPE/ICTaBUTh HA YTBEPKJIEHHE JOKYMEHTHI CKJIAJICKOTO y4eTa (110 COCTOSIHUIO Ha 1 OKTAOpSI) U OTYEeTHI
00 ocTaTKkax TOBapHO-MaTepUAIbHOM IIEHHOCTH (10 cOCTOSAHUU Ha 10 okTs0ps) K 14 OKTAOpSL.

[IpoekT mpukasa ObLI 3aBU3MPOBAH SKOHOMHUCTOM Npeanpusatus Mutbkunoit O.A.

Oopaszey
HAVMMEHOBAHUE OPI"AHU3 AN
CripaBovHbIEC JaHHBIE 00 OpTraHU3aAIIH
(MHIEKC MPENTTPUATHS CBSI3U, TOYTOBBIH
anpec, Ne Tenedona, gaxca u T. 1.

OKIIO OKY/T)



IIPUKA3
00 00.0000 Ne 00

MECTO COCTaBJICHUS
3aroJIoBOK K TEKCTY HaUMHAETCA
C IIPEJIOTa «0», OTBEYAET Ha BOIIPOC «O YEM»

B KOHCTaTI/IPYIOH_[Cﬁ qyaCcTH H3J1araroTca OCHOBAHUs, LCIIU, HO6y,Z[I/IBI_HI/Ie PYKOBOJACTBO OpraHHU3alllin
u3aaTb IIpUKas. B HEKOTOPBIX ClIydasdX, KOora OCHOBaHHUA OYCBHUAHBI, KOHCTAaTHPYOIIasd 4YacCTb
OITyCKacCTCs. PaCHOpﬂI[I/ITeHBHaH 4aCTb HAYMHACTCA CO CJIOBA

TTPUKA3BIBAIO:
1. B Hauanme myHKTa NPUBOJMUTCS HAUMEHOBAHME MOKHOCTH ucnojHutens, ero ®@. MN.O., wim

HAaMMEHOBAHHE CTPYKTYPHOTO TMOApa3jieiieHus (B JAaTEIbHOM IMaJIeKe), 3aTeM YETKO H3JIaracTcs
coJiepKaHUE TMpeJjlaraeMblx JEUCTBUN (HAauYMHAETCA C TJaroja HEONpeAeJeHHOW (OopMbI) U
YKa3bIBAETCS CPOK MUCTIOTHEHHUSI.

2. CTpyKTypa MOCIEAYIOINX IMYHKTOB aHaIoru4Ha. [I[yHKTEI MOTYT pa30uBaThcs Ha OAMYHKTHI (1.1,
2.3u T. A.). B oTOenbHBIX cydasiX TEKCT MOKET MPECTABIATHCS B BUJIE TaOIHIIBL.
3. B mocnenHeM MyHKTE NpHKa3a MPUBOJUTCA YKa3aHHWE O KOHTPOJIE 3a HMCIOJHEHHWEM IpHKa3a:

Kontponp 3a ucnonHeHHMEM MpuKaza BO3JIOXKHUTH HA... (ykas3biBaeTrcs MOJDKHOCTh, D.M.O. wmm
HAaUMEHOBAHHUE CTPYKTYPHOTO MOIPa3ACICHUS).

HanmeHoBaHue JOJDKHOCTH

PYKOBOAMTEIA (moamnuce) H. O. ®amumnus
Bu3bl 3auHTEpECOBAHHBIX JUIT

JIOIDKHOCTD

noamnuck U. O. hamunms

00.00.00

Ucnonaurens (Gamunus nnu @amunus, Mms, OTaecTtBo)

tenedon (000 00 00)

B neno 00-00 (moamuck)



IpakTnyeckoe 3ansiTue 6.
Odopmiienue paciopsizkeHNH, yKa3aHUil, IOCTAHOBJIEHU.
Heanb padorbi: Hayuutbes ohopmiieHNs OpraHu3allMOHHBIX TOKYMEHTOB.
IopsiioKk BbINOJIHEHUS PA0OTHI
1. 3anucate HOMEp MPAKTUUECKOIN paboThI, TEMY U LeJIb PaOOTHI
2. 3anucatb KOPOTKO IPEJIOKEHHBIE 3aJaHUsI

AKT - TOKYMEHT, COCTaBJICHHbIN HECKOJbKUMHU JIMLIAMU U MOATBEPKAAIOIMINNA yCTAaHOBIICHHBIE
(bakKThI ¥ COOBITHSI.

B ympaBieHueckoi mpakTHKe BCTpPEUYaroTCs (paKkThl COCTABICHUS aKTa OJAHHUM JOJHKHOCTHBIM
JULOM (PEBU30p HAJOIOBBI MHCIEKTOP U Jp.), OJHAKO Yallle aKTOM JOKYMEHTHPYIOT JESATEIBbHOCTD
KOMUCCHH.

AKTBI COCTaBJISIFOTCS B CJIEAYIOIUX TUIIOBBIX CIIy4asX:

o oOcieoBaHus, MPOBEPOK pPAOOT W PEBU3UH JEATEIHPHOCTH OpraHM3alMid U UX
BCIIOMOTATEIILHBIX CITYXkO;

o OpraHu3aliK, PEOpPraHu3alluK, TCPEUMCHOBAHHUS M JIMKBUIAIMN OpPTaHU3alUN U HMX
CTPYKTYPHBIX TOApa3/ICIICHHIA;

o 0 BOIIPOCAM aBapHii 000pyI0BaHUs, BBOJIA B ICHCTBHE OOBEKTOB, MPOU3BOICTBEHHBIX
MOIIHOCTEH, TTpuemMa padoT;

. UCIBITAaHUN ONBITHBIX OOpa3sLOB U3JEJINN, YTBEPXKAECHUS U BbIIYyCKa II€YaTHOU
MPOAYKIUH, CIICKTAKJICH, TPOrpaMM, KHHO(QHIBMOB;

o AKCIEPTHU3HI;

o WHBEHTAPH3AIIHH;

o paccieoBaHHs HECUACTHBIX CIIy4aeB, aBapHIii;

o BPYYCHUS IPU30B U TUTLIIOMOB;

° IMPOBCPOK HAINYHNA U COCTOSAHUA ACTT 1 JOKYMCHTOB,

. MIPOBEPOK COOJIIO/IEHNUS IITATHO-CMETHOM U (PrHAHCOBOW AUCLUILIINHBL

. TEXHUKH 0€30MMaCHOCTH U OXPaHbl TPY/IA;

o TEXHUYCCKOI'O COCTOSHUA,

° HapylEeHUs TPYIOBON AUCIUIUIVHBL,

L YHHUYTOKCHUC Heaneﬁ, IOTaMIIOB, YTPAThl JOKYMCHTOB U BO MHOTHUX JPYIruXx CliydasX.

Dopmynsap TOKYMEHTA BKITIOUALT CIIEAYIONUE PEKBU3UTHL:

HAaUMEHOBAHME OpTraHH3aIMH-aBTOpa JOKYMEHTa; HAaUMEHOBAaHHME BHIA JIOKyMEHTa; JaTa;

HOMEp; MECTO COCTaBJICHUS; TpU( YTBEPIKICHUS; 3ar0JIOBOK K TEKCTY; TEKCT; TOIITHCH.

Jlormdeckast CTpyKTypa TEKCTa aKTa BKIIOYAeT CIEAYIOUIME YacTU: BBOJHYIO H
KOHCTaTUPYIOIIYIO.

Bo BBomHOI uacTH 0OOOCHOBBIBaeTCcS paboTa KOMMCCHUHU, JAeTCsS CChUJIKA Ha JIOKYMEHT,
5[BJ'I$II-OHII/II\/'IC$I OCHOBAHHUEM €€ pa6OTBI. Takum AOKYMCHTOM MOXET OBITH IMpUKa3 BBIICCTOAIIETO
YUPEKICHUS WU PYKOBOJIUTENS YUPEKICHUS, TOKIaTHAs 3aUCKa, KOTOPhIe TPEOYIOT YCTaHOBIEHUS
Kakux-1u00 (akTOB W HA3HAYAETCS COCTaB KOMHUCCHU. BO BBOJHOW YacTH MEPEUUCISIIOTCS JIUIIA,
YYaCTBYIOIINE B YCTAHOBJICHUH (DAKTOB U COOBITHIA B CICIYIOIIEM MOPSIJIKE.

[Ipencenarens KOMUCCHH — TOJDKHOCTD, MHUITHAIIBI, (DaMUTTHS

YjieHbI KOMUCCUU — JOJIXKHOCTBh, MHUITHAJIHI, q)aMI/IJ'H/IH

Ecnu B cocraBneHuM akTa MPUHUMANIH y4acTHE HE TOJBKO YJIEHBl KOMHCCUHU, HO U
ApYyruec AJOJKHOCTHBIC JIMIa, TO OHHU JOJIXKHBI OBITH YKa3aHbl B aKTC IIOCJIC MEPCUUCICHUSA YJICHOB
KOMUCCHHU:

[IpucyrcTBOBaAIN — TOKHOCTD, MHUIHAIIBL, (haMUITHs

KoHcraTtupyromas 4acTh HAaYMHAETCS CJIOBAMU:

“B nepuon c.... 1O....KOMUCCHS MPOBEIA MPOBEPKY...." .

TekcT KOHCTaTHUpyIOIEH YacTH JOJDKEH COJEpKaTh  JeTalbHOE  OMHUCAHHE
TOKyMEHTUpYeMor cutyanuu (¢akra, COOBITUS W [p.), M3JIOKEHHUS XapaKTepa, METOIOB, CPOKOB
paboThI, a TAKKE U3II0KEHNE BBIBOJIOB, IPEIJIOKEHUHN, 3aKITIOYCHHSI KOMUCCHU B CBSI3H C TIPOJCIAHHOM
paboToH.



[Ipu cocraBneHUM TEKCTa aKTa JOJKEH COOJIOATHCS TOH HEHUTPaJIbHOTO M3JI0KEHUS,
JUILIEHHBIN SMOIIMOHATIBHON OKpacku. MH(popmalys, BbIsIBICHHAsE KOMUCCHUEH, TOJKHA OBITh KPATKOM,
TOYHOH ¥ OOBEKTUBHOM.

TexcT akra u3naraeTcsi OT TPETHETO JMLA: “KOMUCCHS CUUTAET BO3MOXKHBIM...”,
“gjieHaMd KOMUCCHM YCTaHOBJIEHO. .. .

JlonyckaeTcsi M3J0KEHUE TEKCTa C pa30MBKOM Ha OTIENbHbIE IIYHKTHI, Ka)JIbld M3
KOTOPBIX HyMEpYyeTCsl.

Yariie Bcero HyMepyroT TOJIBKO BBIBOJIBI pA0OThI KOMHCCHH.

[Tocne wu3M0XKEHUS PE3yNbTaTOB MPOBEPKU 00SA3aTEIBHO  YKA3bIBAETCS  KOJIUYECTBO
9K3EMILIIPOB, B KOTOPBIX COCTABJIEH aKT, U MECTO HAXOXACHUS KaKJ0r0 SK3EMILIApPA.

Hanpuwmep:

CocraBiieH B 2-X 3K3eMIUIIPAX:

1-# sx3emMIUIsAp HampaBiieH B AIMUHHUCTPAII0 MOCKOBCKO# 001acTH

2-1 2K3eMILISIp — B JIEJIO

AKT TOINUCBHIBAIOT TpeAcenaTesib M 4YIeHbl KOMHCCHU (2 TakKe JOJDKHOCTHBIC IUIIa,
MIPUCYTCTBYIONIME ITpH paboTe KoMHuccuu ). HanMeHoBaHMs TOIDKHOCTH B MTOAITMCH HE YKa3bIBAIOTCS.

AKT yTBEpKIaeT TOT PyKOBOIAUTENb YUPEKACHUS, KOTOPBII Ha3HAYMII KOMUCCHUIO. AKT
nproOpeTaeT IPUAMYECKYIO CHITY ¢ MOMEHTA YTBEPXKICHHS (2 HE COCTABIICHHS)

IIpeasaraemslie ynpasijieH4ecKHe CUTYannu 0popMUTh AKTaAMH.
Curyanus 1

Co 2 no 13 mapra Tekymero rona komuccus nmpodxoma PI'TY B cocraBe npeacenarens
npopkoma Boponosa T.I'. (mpencemarens xommccuu), ummkeHepa AXY Mypanoa B.I'., momenra
Cwmupnosa I1.U., nouenta Huxomaesa M.I'., mpenogaBarens ['pumiakoBa B.P. (uneHsr komwuccun)
MPOBEJIa KOMIUIEKCHYIO TTPOBEPKY cryaeH4eckoro odmexutus PI'TY. Komuccueit ycranoBieHo, 4TO B
L[EJIOM CAHUTAPHOE COCTOSHHE U  OOECIIEYeHHOCTh HMHBEHTAPEM  OOIIEKHUTHUS  SBISIOTCS
yIIOBJIETBOPUTEIbHBIMU. CyIIIECTBEHHbIE HEOCTaTKU OOHAPYKEHbI B padore Oydera (yka3aTh, Kakue
MMEHHO). YCTaHOBJIEHO YTO XOJIJI BTOPOI'O 3Ta)Ka, MPEAHA3HAUYEHHBIM JJI1 OPraHNU3allud CIIOPTUBHOTIO
YToJIKa, T.€. YCTAaHOBKM TMMHACTUYECKUX TPEHAXEPOB M TEHHUCHOTO CTOJa TpeOyeT KOCMETHYECKOIo
pemonTa. Kommccus mpoBena Takke IPOBEPKY IUIaHA MEPONPUATUN IO OpraHM3alMM J0Cyra
CTYZICHTOB U YCTaHOBWJIA, YTO OH BbINoJHsAeTcs Ha 50% (yka3aTh IpUYUHBI).

AKT cocTtaBieH B 3-X 3K3eMIUIipax (i1 pekropa, MpopkomMa U BBILIECTOSIICH
opranusanuu). OcHOBaHHEM IPOBEPKU SBIIsETCS MpHKa3 MuHucTepcTBa o0pa3oBanus U Hayku P® ot
7 deBpans Tekyero rojga Ne28 “O coBepIIeHCTBOBAHUN OpPraHU3aIMK JOCyTra U ObITa CTYJEHTOB .

Onpenenure, Kako pyKOBOJUTENb JTOJIKEH YTBEPIUTH aKT.

Curyanus 2

C 12 no 15 mapra Tekyuiero roja KOMHUCCHS B COCTaB€ 3aMECTUTENS IUPEKTOpa
OTKpbITOro akiuoHnepHoro ooémectBa (OAO) “JInaHO30BCKUN dJeKTpoMexaHudeckuit 3aBoa” (T.
MockBa) Mo aAMHUHHCTPaTUBHO-XO3siiicTBeHHON YacTu CBupuaoBa M.A (mpezacenaTesib KOMUCCHUM),
HavanbHuka OTK I'punesoii JI.C., 3aB. naboparopueit OKb 3aBona Bopo6resa T.I1., npeacenarens
3aBkoMa MypanoBoii T.®. mpoBena nmpoBepKy paboThI KaHIIEIIpUH 3aBoja. [Ipu mpoBepke BBIICHUICS
pSA HEIOCTaTKOB B OpraHW3allMd paboOThl KaHIenspuu. 3a 4-i KBapTal Mpeblayllero rojaa B
KaHLEJSPUHU YYacCTHJIUCh (PaKThl yTepH IOKYMEHTOB (IBa MHCTPYKTHUBHBIX NHcbMa MUHHCTEpCTBa
MPOMBIIIICHHOCTH U 3HepreTuku P®D). [lpuunHamu yTpaThl JOKYMEHTOB SIBJISIETCS HECOBEPIICHCTBO
MTOCTAaHOBKH y4eTa JIOKYMEHTOB M XaJlaTHOE OTHOIIEHHE K padoTe cTaplliero MHCIEKTOpa KaHUEeIsIpun
XomyroBoii B.M. Hyxnmaercs B panuoHanu3aluyd OpraHu3alds JOCTaBKU JOKYMEHTOB B Li€Xa W
ciryk0b1 3aBoj10B. CIipaBOUHBIN anmapaTr KaHIEIIpUH HEe OTBEeYaeT HHPOPMAIIMOHHBIM MTOTPEOHOCTIM
3aBOJICKMX CITyXO0, BeyTcs KapTOTEKH TOJIBKO 110 MPHUKa3aM MUHUCTEPCTBA.

AKT cocTaBlieH B 2-X JK3eMIulsipax (A IUpeKIUd U MOMIMBKUA B aerno B AXY).
OcHOBaHHEM TPOBEPKU SBIISAETCS JOKIJAJHAs 3alHcKa HCHOJHAIONUIEH 00sf3aHHOCTH 3aBelryroleit
kaHnemsipue Mcrsarunoit M.A. o HemocTtatkax B paboTe KaHUEIAPUH 3a Ipenbiaymuid roa ot 30
nexalpst MpeabIIyIIEro rojia, B KOTOPOil OTMeueH HU3KUH ypOBeHb KBATH(UKALNUU PJia COTPYIHUKOB
KaHLEJSIpUHA. AKT YTBEPKAAET 3aM AUPEKTOPA 3aBOJIA.

Curyanus 3



C 27 suBaps mo 13 ¢eBpans Tekymiero rojga KOMHUCCHS B COCTaBe 3aBEIyIOIICH
kaHuenspued I'YBJ[ Mbpapun Mocksbl (mpencenarens KOMHCCHM), 3aBEAYIOIIETO KaHLEIsIpUuen
opranuzanuu 13-48/1 Tlomosa K.C., crapmero mHcnekropa kanuensspuu Mapkosoit C.I1. mposena
MPOBEPKY paboThl apxuUBHOTrO OoTAena opranuzanmu M3-48/1. Komuccueii ycranosneHo, yto pabora
aApXUBHOTO OTJEJNa IPOBOJUTCS B COOTBETCTBUU C IUIAHOM. HEBBINONHEHHBIE TO3ULIMHM [IJIaHA CBSA3aHbI
C HapyUIEHHEM CPOKa BbIBO3a JOKYMEHTOB, BbIJEJIEHHBIX K yHHuTOKeHHI0 B 2000 u 2001 rogax, uro
oObsicHAeTCsl XanaTHbIM oTHomeHueM AXO Kk TpeOOBaHUSAM apXUBHOIO OTAENAa O BbIIEICHUU
TpaHCHOPTAa. YCJIOBUS XpaHEHHS JIOKYMEHTOB COOTBETCTBYIOT TpeOOBaHUSM HOPMAaTHBHBIX
JOKYMEHTOB, (aKTOB YTpaThl JOKYMEHTOB He oOOHapyxeHo. HayuHo-clipaBouHBIM ammapar K
JOKYMEHTaM COCTOMT M3 ONHUCENH M HOMEHKIJIATyp JEJ, ONHUCHU PETYJSPHO IMONOJHSIOTCS I'OJOBBIMU
pasnenamu. Mcnonb3oBaHue JOKYMEHTOB apXHMBHOI'O OT/EJIa OTPAaHUYMBAETCS BbIAAYEH CIIPABOK I10
3ampocaMm rpaxaaH. Hemoctatkom paboThl oTnena sBIseTcsS ciaaboe METOIUYECKOe PYKOBOICTBO
JIeJI0NIPOU3BOACTBEHHOM CITy*00i1 110 opraHu3anuu pa3pab0oTKH HOMEHKJIATyp AeI.

AKT cocraBieH B 3-x sxzemruiapax (s I'YBJ, kanuenspun opranuzauuu M3-48/1 u
Mocropapxusa).

OcHoBaHMEM TPOBEPKM sBisieTCs Npuka3 MuHHCTepcTBa BHYTpeHHUX naea1 ot 10
HOs10ps mpeabiayiero roga Ne413 “O coBepiieHCTBOBaHUU paObOThI O XPAHEHUIO M UCIOJIB30BAHUIO
JIOKYMEHTOB BEIOMCTBEHHBIX apXUBOB”. AKT yTBepkaaeT HauanbHuk ['YB/I.

Curyanus 4

C 10 mo 27 d¢eBpans TeKymero roga KOMHCCHS B COCTaBe TIJIABHOTO HWH)KEHEpa
VYnpaBieHus acOecTOLleMEHTHON MPOMBIIIIEHHOCTH MHMHUCTEPCTBA TPOMBIIIJIEHHOCTH M YHEPTETUKU
P® MenseneBa A.Il. (mpencemarenss KOMHUCCHH), 3aBEAYyIOIIET0 JabopaTopuei TEXHOJIOTHUU
acOecroniemenTHbix MmarepuasioB HUU “TIpoexrtacOect” Ilykuna K.C., Bemymero wuHxeHepa
naboparopun JlaBposoit T.II. mpoBema mpoBepKy 3aBepmieHUs pPAOOTHI MO BHEAPEHUIO HOBOU
TeXHOJIOrM4eckoi  nauHum  Ha  3aBone  Ned.  Kommuccumedd  ycraHoBieHa — (akTHyecKas
MIPOU3BOIUTENIFHOCTh TEXHOJOTMYECKON JIMHUM, KOTOpas cocTaBisieT 35 MIH. acOOLEMEHTHBIX
BOJIOKHHUCTBIX JHUCTOB. KoMuccusi mpoBena aHalu3 KadecTBa BBITYCKAEMOW IPOAYKLIUU U y4YeT
MOIIHOCTH  TEXHOJIoTMYeckoW JsuHuu. [IpoBenena mpoBepka MepONpHUATHH, HAMEYEHHBIX
NPOM3BOJICTBEHHBIM IUIAaHOM Ha mpeabiaymuil  roa. Ilokaszarens (akTHuecKOoW MOIIHOCTH
COOTBETCTBYET IIPOEKTHOMY.

AKT coctaBieH B Tpex ok3emmsipax (ans  ['maBcHacOGect  MuHucTepcTBa
NpOMBINUICHHOCTH U 3Hepretuku P®, HUUM “TIpoekracOect”, mis moammBku B neno 26-18).
OcHoBaHMEM MPOBEPKH SIBIISETCS NOKJIAIHAsA 3amucKka aupekTopa 3aBoga Ned “O 3aBeprieHuu paboT
I10 HaJIa/IKe TEXHOJOTNYECKON JIMHUHU IO IPOU3BOJICTBY aCOECTOLIEMEHTHBIX BOJIOKHUCTBIX JIUCTOB .

AKT yTBEpKAaeT HAYaJIbHUK YIIPaBICHUS.

Curyanus 5

B nepuon ¢ 25 o 29 ¢epans Tekyiiero roja KOMMCCUs B cOCTaBe JekaHa (pakynbreTa
CYJIOBOXIEHHSI MOCKOBCKOIO MHCTUTYTa HWHXEHEpOB BOAHOro TpaHcnopta Tumodeea H.U.
(mpencenaresnb KOMHCCHHM), 3aBeAyrolled ydeOHO-MeToauueckuM kabuHerom BopobOwesoit JLH. u
3aBeNyIoIIero Hay4yHo-KucciaeaoBarenbckoit yacteio (HUY) nncturyra JIbBoa H.I'. mpoBena npoBepky
paboTbl 6MOMHOTEKH HHCTUTYTA. KOMuCCHS BBISICHMIIA, YTO 00ECIIEYEHHOCTh CTY/IEHTOB YUeOHUKaMH,
y4eOHBIMU MOCOOMSAMU U METOAMUYECKUMHU pa3pabOTKaMHU IO JEKIUOHHBIM U MPAKTUYECKHM Kypcam
coctaBisieT 80% ot obmelt motpedHocTn. He xBaraer yuebnukoB “Kypc ¢usuku”, “ConpotusieHue
Marepuanos”’, “PedHble JomMM’, METOAWYECKHX YKA3aHUI IO MPOBEACHUIO IPAKTHYECKUX U
nabopaTopHbix pabor. CocTossHHME COXpaHHOCTH yueOHOro Qonaa HeyaoieTBoputenbHoe. K
JalbHENIIeMy HCIOJIb30BaHUI0 Henmpuroanbl 150 »sk3emmisipoB ydeOHuKa “OxoHoMuka”, 115
9K3eMIUIIpoB yueOHuka “Ucropus ¢punocopuun”, 75 sx3eMIusspoB yueOHoro nocodbus “Teopus mammH
1 MEXaHU3MOB”, 98 9K3eMIUTIPOB JIabopaTopHOro mpakTukyma “TIporpammupoBanue’.

AKT cocTaBlieH B 3-X 9K3eMIUBIpax (JIsi pekropara, OyXraiTepuu, TOAIINBKH B JIEIO0).
OcHoBaHHMEM TIPOBEPKH SBIsCTCA Tpuka3 MwuHucTtepcTBa oOpa3oBanuss W Hayku PO  “O
COBEpIICHCTBOBAHUU pPa0OTHl BY30BCKUX OHOMMOTEK” U 0O0ECMEYEHHOCTH CTYACHTOB Yy4eOHO-
METOJIMYECKOMN TUTEPATypOld. AKT YTBEPKIAET PEKTOP UHCTUTYTA.

Curyanus 6



Komuccus B cocraBe 3amecTuTensl HadajdbHUKa JlemapTaMeHTa HEXWIbIX MOMENICHUN
npaButenbcTBa MockBbl ['puropseBa K.II. (mpencenarens komuccuum),  3aBemyromero AXO
VYrpaBneHuss mo 3KCIUTyaTallMd aJMHHUCTPATUBHBIX 34aHui AnekcanapoBa B.H., 3am. ['maBHoOro
Ooyxrantepa I'pomoBa I'.M., unena mpodxoma Typoa H.II. mpoBepky COCTOSHUS HMHBEHTaps B
Henapramente, Ky3neukuii Mocr, 1. 4.

Komuccusi oOHapykuiaa 4To MO COCTOSHUIO Ha 1 (heBpamsi TeKyliero roja B 3/1aHUH,
3aHMMAaEMbIM OT/IEJIOM HEXMWJIBIX MOMEIIEHNI HaXOAUTCS B AKCIUTyaTaluu 315 eMHUL TPUILIEAIIErO B
HErOJIHOCTh MAJIOIICHHOTO WMHBEHTAps, YMCIALIErocs 3a MaTepUAIbHO OTBETCTBEHHBIM JIUIIOM
AnexkcannpoBoi B.I1. (komenmant 3manus).OcMoTp wuHBeHTaps npoBomwics ¢ 25.01. mo 31.01.
TEKYIIEero roja B pabouymx KOMHATaxX, KaOMHETaX, KOH(EepeHI[-3ajie. Y CTAaHOBJICHA HEMPUTOTHOCTh B
JalbHEHIe HKCIUTyaTallid CIEIYIOIIEer0 HWHBEHTAps: CTYNbs JAEpeBAHHbIE - 58 IUT., CTYyIbd
MOJIyMsITKHE - 46 mT., Kpecia padouue - 20, cTON KypHAIBHBIN - 1 MIT., IPUCTaBKU K MUCHMEHHBIM
cTojiaM - 12 mT., JOpo’kKa KOBpoBas - 13 M., rpaduHBI CTEKIISTHHBIE - § IIIT.

AKT cocTaBjeH B 3-X 3K3eMIULIpax (I JenapTamMeHTa, OyXTalaTepHuH, MOJIIMBKH B
neno 02-16). OcHoBaHuEM MPOBEPKU SIBISIETCS MPUKA3 HavyaJbHUKA JlenapraMeHTta ot 28 aexabps
npeasiaymero roga Nel23 “O coBeplIEHCTBOBAaHMM TEXHMUYECKOTO OOECTICUECHMS TMOpa3IeICHUI
JlemapramenTta”. AKT yTBepxaaeT aupekrop JenaprameHTa.

Curyanus 7

C 15 mo 19 sHBaps TeKymiero roga KOMUCCHEW B COCTaBe JieKaHa (haKyJbTeTa
npubopoctpoenus 'OY BIIO “MockoBckuii snepretuyeckuit uHctuTyT  Ilerposa H.U., HauanbHuKa
Hayuno-uccnenosarensckoil yactu (HUY) uncruryra Bopobsea K.C., Begyumx unxenepos HUY
Huxonaeoii K.P., Komaposa T.I1. u crapuero nayuynoro corpyaurka HUY HUrnarsesoit T.P. nposena
IIPOBEPKY BBHIIIOJHEHUS dTala HayyHO-Uccien0BaTenbekoi padotel o teme 06.105.14 u “Pa3zpabotka
M HW3MEpPEHHE MapaMeTpPOB CBI3HOIO Mepeaardyrka ‘“A’ponopT’ ACIUMETPOBOTO Juara3zoHa’,
BbinonaHeHHoOW HUWY wunHcTuTyTa. Kommccust ycraHoBmiia, yTto 00BEM pPadOT, MPEdyCMOTPEHHBIX
KaJIeHJapHBIX IJIAHOM, BBIIOJIHEH MoJHoCcThIo. [InanoBas cedbecroumocts HUP cocraBnsier 148,5 Thic.
pyOneit. ®aktuueckue pacxonsl — 140,2 TeIC. pyOIIeid.

Ces3HOM  mepenaTdyMk  AeMoHcTpupoBas Ha 3aceganuun  HTC  Munucrepcrsa
MH(OPMALIMOHHBIX TEXHOJOTUNH U cBsi3u P® u Obul NPUHAT C OLEHKON OTIMYHO. Pe3ynbpTaTsl
U3MEpEeHUH MmapaMeTpoB IepeaTurka 0000IIEHbI B OTYETE O BHIMOJIHEHUH padoT Mo TEMe.

AKT cocTtaBiieH B 3-X 3k3eMIunsipax (uist MuHuctepcTBa HH(OPMalMOHHBIX TEXHOJIOTUI
u cBsizu PO (3akazuuk HUP), HUY unctutyta, nexanara ¢gakynsreta “TIpubopoctpoenue”). AKT
YTBEpKAAET JIeKaH UHCTUTYTa. OCHOBaHHEM IPOBEPKU SBJsETCS pUKka3 MuHucTepcTBa 00pa3oBaHus
u Hayku P® ot 2 pekabps mpenpiaymero roaa Ned21 “O panbHeWieM COBEPIICHCTBOBAHHH
s¢pexruBHoctn HUP B BY3ax™.

Curyanus 8

10 ¢eBpans Tekyuiero roga KOMMccHs B coctaBe 3amectutens HavanbHuka OKb
3aKpeITOro akuuoHepHoro obmectBa (3A0) “DnextporexHuueckuid 3aBoa” bopucoa B.M.,
3aBenytomero cekropoM Nel4 Mumakosa H.1O., Benymero nHxeHepa otaena merposjoruun CaBuHa
I'1O., umxenepa OKb Knumosa B.b. mpoBena npoBepky paanon3MepuTeNbHbBIX TPUOOPOB B CEKTOpE
Nel4. Komuccueit ObUIO YCTAHOBJIEHO, YTO B CEKTOpPE YacTh MPUOOPOB JOJKHA OBITH CIHCaHA C
MaTepHaIbHO-TEXHUYECKOr0 y4yeTa. Y CTaHOBIIEHA MOJIHAsk HEIPUTOJHOCTh TpUOopoB 24-16A — 3 mT.,
C1-65 — 2 miT., KaK BBIIICAIINX W3 CTPOSI W HE TOJUICKANINX PEMOHTY (OCHOBaHWE — 3aKIFOYCHHE
oraena metrposorudn OKB o HeBo3MokHOCTHM pemoHTa mpubopoB). Komuccus ocmorpena Bce
npubopskl, HaxosAMecs B dkcrryaranuu B cektope Nel4 OKb 3aBoaa.



IIpakTnyeckoe 3ansiTue 7.
Od¢opmiieHuEe NIIATEKHBIX JOKYMEHTOB.

ITopsinok BbINOJIHEHHS PadOTHI:

1. 3anucats HOMEp MPAKTUYECKOM pabOThI, TEMY U IEJIb PabOTHI

2. 3anucath KOPOTKO IPEUI0KEHHbIE 3aJaHUsI

[TpakTnueckas pabora coctouT W3 4-X 3amanuii 1o cocrabieHutro OPJI. UtoOwsr odopMHThH
JOKYMEHTHI HEOOXOIMMO HCIIOJIb30BaTh TUMOBBIE (DOPMBI, KOTOPBIE HAXOIATCS B NMPHJIOKEHHIX. B
MIPUJIOXKEHUAX TAK)KE MPEICTABICHBI 3all0JIHEHHbIE 00pa3Lbl 3TUX TOKYMEHTOB.

OdopmiieHre TOKYMEHTOB MPOU3BOAMTCS B peaakrope Microsoft Word ¢ cobmroneHuem Beex
OTCTYIIOB U MHTEpBajOB. Bce BbIMOIHEHHbIE 3aJaHUSl JOJKHBI OBITH pacredyaTaHbl U MPEICTaBICHbI
IIpeNnoaaBaTeto Ui IPOBEPKHU.

3aganue 1

Odopmuts 3asBieHHe Kaccupa 3aBoja «CBeT» € MPOChOON MPEAOCTABUTH YYCHHUYECKHIA
ornyck ¢ 06.03.20 mo 18.03.20  mpoJOJKATENBHOCTHIO 13 KalleHIapHBIX HEW Ha OCHOBaHUH
cipaBku — Be13oBa Ne 5655 o1 01.03.20 . @.1.0. xaccupa MBanosa Upuna IlerpoBHua. s npumepa
UCIIONB3YITE NpUiioKeHue 1.

3aganue 2

OdopMuth mpHKa3 MO JUYHOMY COCTaBYy Ha OCHOBE JaHHbIX 3amaHusi Ne 1 u oOpasua
MIPUIOKEHHUS 2.

ITpuxa3 Ne 65k ot 05.03.20  «O nmpenocTaBI€HUH YYEHHYECKOIO OTIIYCKa» KacCHpy 3aBOJa
WN.I1. UBanosHoit ¢ 06.03.20 1o 18.03.20  mpoaoKUTENbHOCTRIO 13 KaneHJapHBIX AHEH Ha
OocHOBaHMM cripaBKu-BbI30Ba Ne 5655 ot 01.03.20  u 3asBnenus kaccupa M.I1. UBanoBHOII.

[IpoctaBuTh BU3Y corjiacoBanusi HadaibHUKa otnena kaapoB O.A. CepreeBoil u OTMETKY 00
03HAKOMJICHUU C MpUKa30M VIBaHOBOIA.

3aganue 3

OdopmuTh MpHKa3 MO OCHOBHOM JAEATENbHOCTH Ha OCHOBE NPEJIOKEHHBIX 00pa3IoB B
NpUIOKEeHNH 3 U 4.

B cootBerctBun ¢ Pacnopsbkenuem Munuctpa ot 04.03.20  Ne 115 «O0 ycunenun
MIPOTUBOMNOXKAPHON 0€30MacHOCTH W YCWJIEHHWU OXpaHbl B MEPHOJ MPa3JHUYHBIX JHEH» COCTAaBUTh
npuka3 Ne 245 ot 06.03.20  wu3nanHblil nupexkropoM HaydHO-pOM3BOACTBEHHOTO OOBEIUHEHUS
«Arponpudop» r. Mockssl M. Jl. ['aakuHbIM.

B pacnopsinutenbHON 4acTH BBIAETUTH 4 IIyHKTA:

1. O6 opranuzanuu yOOpKH TEppUTOPUN O0BETUHEHUS

2. O npoBepKe COCTOSIHUS DJIEKTPOIIPOBOAKI

3. O mnpenocTaBieHMM B CEKpeTapuaT T'€HEpPaJIbHOIO JUPEKTOpa CIHHCKAa COTPYIHUKOB,
npeObIBaHNE KOTOPBIX HEOOX0AUMO Ha TEPPUTOPUU O0BETUHEHUS B IPA3IHUYHBIE THU

4. KoHTponb 3a HCIIOJIHEHHMEM BO3JIaraeTcsi Ha TIJ1aBHOrO HH)KeHepa oObeauHenus II.P.
Kapoga.

Kaxnpii myHKT paccMoTpers no cxeme «Komy?», «Uto Hy)HO caemarb?», «Jlo Kakoro
cpoka?».

Hanpuwmep, k 1.1 3aBenyromemy ckiagom O.H. Hukutuny opranuzoBatb YOOpKY TEpPUTOPHU
1o 07.03.20 .

[TpocTaBuThH BU3Y IJ1aBHOTO UHXKEHEPA

[ToctaButh oT™MeTKy 00 ncnonnurene. Mcnonnurtenem spnsercst ConoBbeBa Tenedon 302-34-
56

3amanue 4.

Odopmute pacropspkerrie Ne 137 ot 10.03.20  rmaBHOro wWH)XeHepa MOCKOBCKOTO
crtankoctpourtenbHoro 3aBoga «Texmam» .M. ConnneBa «O BHeapenun cranaapra OPJ[ CTII 02-
601» Ha OCHOBE MPEITIOKEHHBIX 00PA3IIOB B MPUIOKEHHUH 5 U 6.

B pacnopsautenpHOM yacTH yKa3ath 4 MyHKTA:

1. O Buempenuu crangapra OPJ[ CTII 02-601 Bo Bcex cmyx0ax, Ha y4JacTKax U B
CTPYKTYpHBIX nofpa3aeneHusx 3asona c 01.04.20 .



2. O6 opranmzamuu 3ansatuid o uzydenuro CTIT 02-601 co cnermumanucTamMu ¥ WHXCHEPHO-
TEXHOJIOTUYECKHUM IepCOHAIOM (C yka3aHueM «Komy» U ¢ Kakoro ymcia)

3. O6 opranumzanuu TUpaxupoBaHus OsaHkoB OP/I, TUIIOBBIX TEKCTOB M YHU(PHUITUPOBAHHBIX
dopmM (c yrkazaauem «Komy?»)

4. KoHTposib 32 HCHOJHEHHEM PpACHOPSIKEHHS BO3JO0XKUTh HA 3aMECTUTEN JUPEKTopa Mo
o6mum Boripocam UK. bupoga.

IIpoctaButh BU3y topuckoHcynbTa [1.K. JlynoBa

[ToctaButh 0TMETKY 00 mcmonauTeNe. McnomauTenem sisisiercs JKypasnesa tenedon 308-34-

16
IIpuioxenne 1
OBPA3EI 3ASIBJIEHUSA

['eHepanbHOMY AUPEKTOPY

AO «YdanedrerazcTpoii»

P.b. TyxBarynnuny

oyxranrepa A.B. 3axapoBa

3ASBJIEHUE

[Ipomy nmpenocTaBuTh OYepeqHON OTIYCK Ha OcHOBaHUM rpaduka ormyckoB ¢ 01.03.2009 mo
28.03.2009 npoaoIKUTENbHOCTHIO 28 KalleHIapHbIX JHEH.

(moanuce) A.B. 3axapoB
20.02.2009

IIpunoxenne 2
OBPA3EIL IPUKA3A 11O INYHOMY COCTABY
TOO «Csetnana»
I[TPUKA3
10.03.2009 Ne 68
O npueme Ha paboTy
I[MPUKA3BIBAIO:

[Tpunsate C.M. PakutnHy Ha AOKHOCTH TiaBHoro Oyxranrepa mexa Ne 1 ¢ 05.03.2009 c
oksazoM 10000 (necarts Thics4) pyOiel B MecsIl COrJIACHO 3aKI0YEHHOMY TPYZAOBOMY KOHTPAKTY.

OcnoBanue: Tpynosoit koHTpakT Ne 20 ot 05.03.2009

I'enepanbHBINA AUPEKTOP O.B. Cunopos
3aMecTUTeNb AUPEKTOPA MO Kapam C.M. ITaBnoBa

IOpuckoncynpt C.K. UrnarbeB



C nmpuxazom o3nakomiieHa 10.03.2009 C.M. Pakutunallpnioxenue 3

MAKET ITIPUKA3A IIO OCHOBHOM JEATEJbHOCTH
HanmenoBanue MUHHCTEPCTBA
WJIY BEIOMCTBA
HaumenoBanue opranusanuu

[TPUKA3

00.00.0000  Ne

Mecto uznanus

3aroyioBOK (KpaTKoe CoJIepKaHue, BBIPAXKEHHOE

OTIJIaroJIbHBIM CYIIECTBUTEIHHBIM B IPEITIOAKHOM

najexe, HaunHaeTcst mposiorom «O...»)
TekcT KOHCTaTUpYIOIIEH YacTu mpHKa3a. NPUBOAATCA (HaKThl, MOCITY>KUBIINE OCHOBAHHUEM ISt
u3gaHus Tpukaza. KoHcTaTupyromas YacTb MOXKET OTCYTCTBOBaTh. PacmopsiguTenbHas dYacTh
HaunHaercs cinoBoM [IPUKA3BIBAIO (numercst oTenbHO HA CTPOKE)
1. IlonHoe HamMeHoBaHue HOJDKHOCTH wucmoiaHuTens M.O. damuinus B AaTebHOM MaieKe WU
HAaUMEHOBAHHUE CTPYKTYPHOTO MOJpa3AeNeHUs] — HEeOOXOIMMBbIE JEWCTBUSA, BHIPAKEHHBIE TJIar0JioM B
HeomnpeneneHHol popme, - Cpok erlcTBHs (0€3 CIIOBa «CPOK»)
2. Ilonmnoe nammeHoBaHue AoKHOCTH M.O. Damumivg Wil CTPYKTYypHOE MojpaszielieHue (eciu B
MYHKTE€ HECKOJbKO JEWCTBUM, Pa3HBIX MO XapaKTepy, TO KaXKJ0€ BBIACISICTCS B MOAMYHKT):2.1
JlelicTBUE U CPOK MCTIOITHEHUS
2.2 To xe
3. [locneanuii MyHKT UMEET MOCTOSHHYIO (POPMYIIUPOBKY:
Kontponp 3a ucnosHeHneM MpuKa3za BO3JIOXKHTh Ha (CTPYKTYpHOE TMOJpa3/iejicHue WIH JIMIO, Ha
KOTOpPOE BO3JIaraeTcs KOHTPOJIb, HAMMEHOBAHUE JOJDKHOCTH, (haMUJIMsl, MHUIIKMATIBl B BUHUTEIHLHOM

Majiexe).
Haumenosanue
JIOJ>KHOCTH PYKOBOAUTENS N.0. Gamunus
Ecnu Heo0x01MMo, TO B ’TOM MECTE YKa3bIBatOT BU3BI (0€3 CIIOBA «BH3a»)
Harpumep
['naBHbI Oyxranrep N.0. ®amunus
Hara

_ IIpuioxenne 4
OBPA3EILl IPUKA3A ITO OCHOBHOMU AEATEJIBHOCTHU

3A0 «HdpopmaninoHHbIe
CHCTEMBI»

[TPMKA3
10.04.2009 Ne 32
Camapa

O mepax 1o o0ecnevyeHn0 COXpaHHOCTH
JIOKYMEHTOB

B OeIX COBCPIICHCTBOBAHHUA  OPTraHHU3ALIMOHHOIO W JOKYMCHTAIlMOHHOTO obOecrieueHus
ACATCIIBHOCTH OpPraHu3alu 1 obecrneueHUs COXPAaHHOCTU NJOKYMCHTOB

ITPUKA3BIBAIO:



1. Co31aTh KOMHUCCHIO B COCTaBE: MPEICEAATENb — 3aMECTUTEINb IUPEKTOPA MO MEPCOHATY
ITerpos IL.IL.
UseHbl KOMUCCHMU:
1. 3amectuTens rmaBHoro oOyxrairepa Cumopona C.C.
2.HauansHuk otnena kaapos Bacuibesa B.B.
3. Menemxep Pomanosa P.P.

2. Komuccuu npoBepUuTh OPraHU3aIuio U YCIOBUS XpaHEHUs YIPABICHUECKUX TOKYMEHTOB U
MPEJCTaBUTh HA YTBEP KJICHUE aKkTa mpoBepku 110 25.04.2009

3. KoHTpoJib 3a HCTIOJHEHUEM TTpHKa3a BO3J0XUTh Ha cekpeTaps @.U. Eroposy.

.. NBaHoB
HupekTop
Haganpauk obmiero otmena A.JI. KazakoBa
10.04.2009

IIpunoxenne 5
HAMMEHOBAHUWE OPTAHU3 AL

Pacnopsixenue
Jara Ne

Mecto n3nanus

3aryiaBue HaYMHAETCS
¢ Borpoca - O yem...

TekcT JOKyMEHTa MOXKET HayMHAThCSl C KOHCTATUPYIONIEH YacTH H3jaraeTcs UeNb MU
IMpru4rHa CO3aaHus. KOHCTaTI/Ip}II-OHIaSI YaCTb MOXKET OTCYTCTBOBATh.
PacnopsimuTtenbHas 4acTh HAUMHAETCS CIIOBOM
OBA3bIBALO:
1. PacniopsimuTenbHbIe MyHKTHI CTPOSIT IO CXEME: UCIIOJIHUTEND - ACHUCTBHE - CPOK.
[Tocnennuii myHKT pacnopspkeHusT GOPMYITUPYIOT CIEAYIOIIIM 00pa3oMm:
KoHTponb 3a BBIMOJTHEHHEM pACIOPSHKEHUS BO3JIOKHUTH Ha HaWUMEHOBAaHHUE JTOJDKHOCTH,
HWHHUITUAJIBI, q)aMI/IJ'II/IH.
Tekct neuatatot uepe3 1,5 uaTEepBana.

HaumeHoBaHue JOMKHOCTH JIUIIA,
MOJINUCABUIETO TOKYMEHT N.O0.®amunus
['pud cornmacoBanus

HJIN BU3bI

Hcnomuutens, TenedoH



IMpuioxenne 6

OTKpBITOE aKITMOHEPHOE 00IIECTBO
«ABCOJIIOT»

PACIIOPAKEHUE
15.04.2009 Ne 125

O npoBeeHUH PEMOHTHBIX padoT

B cBs3u ¢ aBapuiiHBIM COCTOSSHUEM OTONMUTENBHOM cucTemMbl B KoMHaTe Ne 40
OBA3bIBAIO:

1. IlpoBectu pemonTHbie paboTel B kKomMHaTe Ne 40 mo 01.05.2009. OTBeTCTBEHHBIN —
HavyaJbHUK TexHu4eckoro oraena B.C. AHTOHOB

2. KoHTponb 3a HUCIIOJHEHHEM paclopsDKEHUs BO3JIOKMTh HA TJABHOrO HHXeHepa A.B.
Tepexona

['enepanbHbIil AUPEKTOP B.C.Cemenos
I'maBHBIN HHXKEHED b.K.Cagsenbes
15.04.2009

TepentseBa 233 67 88



IpakTnyeckoe 3ansiTue 8.
OdopmiieHue rpaxIaHCKO-NPAaBOBOrO J0r0BOpPAa.

W3yuuB naHHBIN pasnen, cmyoenm 00ndicen yMems.:

OdopMIIATh TOKyMEHTHI B COOTBETCTBHU C HOPMAaTUBHOM 0a30i, B T.4. HCIIOJIb3Ys HH(POPMAIIMOHHBIE
TEXHOJIOTUH.

W3yuuB nauuelil pazaen, cmyoenm ooaxcen 3uams:. IloHsTHE, 11€71, 33141 U PUHIIUIIBI
JEJIONPOU3BOCTBA.

Heas 3ananHus: HayduTcst 0oOPMIIAT IPUKa3 MO JIMYHOMY cocTaBy B cooTBercTBUH ¢ ['OCT.
OOopynoBaHHe: METOAUYECKHE YKa3aHUsI K IPAKTUUECKOMY 3aHATHUIO, OJaHK NTPaBOBOM
JOKYMEHTAL1H.

JloroBop (MH. 4. — 002060pbl) — «COLJIAIICHUE JIBYX WK 0oJiee JHUIl 00 YCTaHOBJICHUH, U3MCHCHHH
WJIU TIPEKPAIICHUH TPakIaHCKUX IpaB M 00s3aHHOCcTel» (cT. 420 ['parknanckoro kojaekca Poccuiickoi

denepaiun).
[Tpu 10roBope OT Ka)KI0W CTOPOHBI, KaK MPaBHJIO, TPEOYEeTCsl BCTPEYHOE YIOBIETBOPEHHE.

CTOpOHaMH J0ropopa MOryT BBICTYIIAaTh KakK g])I/I?;I/I‘-IeCKI/Ie, TaK H IOPpUIWYCCKHUC JIMIa, BKJIKOYasa
Pa3JIMIHBIC HV6J'II/I‘1HO'HDaBOBBIC 06D2130B3.HI/I$I (MC)KI[VHaDOI[HBIC OpraHu3aIyu,

rOCYJIapCTBO, MYHUIIMIIATbHBIE 00pa3oBaHus u 1p.). Mcmons3dyercs B TpEX 3HAYCHHAX: JOTOBOP Kak

NPAaBOOTHOIICHUE, KaK IOpUAMYECKUH (akT, NOpOXKTArOUMiA 00s3aTenbCcTBa; KaK  JOKYMEHT,

bukcupyromuii GakT BOSHUKHOBEHHUSI 0053aTEIBLCTB 110 BOJIE €r0 YYaCTHHKOB.

Bupbl  10OTOBOPOB: KYIUIM-TIDOAAXH, AapeHIbl, XpaHEHHs, [apeHHs, MEHbBI, DPEHTHI, NOApsa,

0aHKOBCKOTO BKJIaJia, IEPEBO3KH, 3aiiMa M KpeAHUTa, HaliMa KHIJIOTO MOMEUICHHUS U JIp.
3aganme 2.

OdopMuTh AOTOBOP.

O6pa3eu A0Tr0BOpAa Ha OKa3aHHUC yCIIyTr

JIOI'OBOP na oxazanue ycayr Ne 16

r. bapnayn

23 mag 2011 r.

KpaeBoe T'ocymapctBennoe VYupexaenne KynbTypsl "bapHaynbckuii A0M — KyJIbTyphl',
MMEHYEeMbII B panpHeimeM "3aka3zuuk", B nuue aupekropa WM.M. MBanoBa, neicTByromero Ha
OCHOBaHWHU YCTaBa, ¢ OJIHOU CTOPOHBI, U TpaxaanuH IletpoBa Huna IletpoBHa(macnopt: cepust 69
02 Ne 365852 , Beigan Kuposckum POBJI r, bapnayna 18.02.2002r) 3aperucTpupoBaHHBINA IO
anpecy r.bapuayn yin. ITuporosa,l5 kB.64, umMeHnyemblii B ganpHeimem "Mcnomautens”, ¢ apyrou
CTOPOHBI, BMeCTe UMeHYeMbIE "CTOPOHBI", 3aKII0YMIIN HACTOSALIUHI I0TOBOP O HUKECIEAYIOIEM:

1. TIPEAMET JOT'OBOPA
1.1. "3aka3unk" mopy4aer, a "MicnonHuTens" mpuHUMAET Ha ceOst 00s13aHHOCTH Ha BBITOJHEHUE
cienyromux padot: [leperter Oyxranrepckux mokymeHToB B kKoaudecTBe 100 kaur o 130 pyOneit
Ha cymmy: 13000 pyOGueii ( Tpunaauats Teicsiu py6ieit 00 komeek)

1.2. Cpoxk BeimoaHeHus padot: 10 18 utons 2011 r.

1.3. PaboTa cuuTaeTcs BHIMOJIHEHHON MOCE TOAMUCAaHUS aKTa IPUEMKHU-ClIaul padoT.

1.4. "UcnionHuTens" HECET MaTepUaIbHYK0 OTBETCTBEHHOCTD 34 BBEPEHHOE €MY MMYIIIECTBO U 32
mroboe neiicTBrE, MOBIEKIIee 3a CO00N yTpaTy Wi MOp4y UMYILECTBa.

2. OBA3AHHOCTU CTOPOH
2.1. "Ucnomuutens" 00s3yeTcst BBITOTHUTH padoTy, yKa3zaHHYIO B I1.1.1. HacTosIIero 1oroopa u
C/1aTh pe3ysbTaT paboThl B 00BEME U C KAUECTBOM B YCTAHOBIIEHHBIH CPOK.

2.2. "3aka34yuk" 00s3yeTcs NPUHATH U OIJIATUTH BHINOJIHEHHYIO "McnonnuTenem" paboTy CoryiacHO
HACTOALIEMY JOTOBOPY.


https://ru.wikipedia.org/wiki/%D0%A1%D0%BE%D0%B3%D0%BB%D0%B0%D1%88%D0%B5%D0%BD%D0%B8%D0%B5
https://ru.wikipedia.org/wiki/%D0%9B%D0%B8%D1%86%D0%BE_(%D1%81%D1%83%D0%B1%D1%8A%D0%B5%D0%BA%D1%82_%D0%BF%D1%80%D0%B0%D0%B2%D0%B0)
https://ru.wikipedia.org/wiki/%D0%A1%D1%83%D0%B1%D1%8A%D0%B5%D0%BA%D1%82%D0%B8%D0%B2%D0%BD%D0%BE%D0%B5_%D0%BF%D1%80%D0%B0%D0%B2%D0%BE
https://ru.wikipedia.org/wiki/%D0%AE%D1%80%D0%B8%D0%B4%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%B0%D1%8F_%D0%BE%D0%B1%D1%8F%D0%B7%D0%B0%D0%BD%D0%BD%D0%BE%D1%81%D1%82%D1%8C
https://ru.wikisource.org/wiki/ru:%D0%93%D1%80%D0%B0%D0%B6%D0%B4%D0%B0%D0%BD%D1%81%D0%BA%D0%B8%D0%B9_%D0%BA%D0%BE%D0%B4%D0%B5%D0%BA%D1%81_%D0%A0%D0%A4/%D0%93%D0%BB%D0%B0%D0%B2%D0%B0_27#.D0.A1.D1.82.D0.B0.D1.82.D1.8C.D1.8F_420._.D0.9F.D0.BE.D0.BD.D1.8F.D1.82.D0.B8.D0.B5_.D0.B4.D0.BE.D0.B3.D0.BE.D0.B2.D0.BE.D1.80.D0.B0
https://ru.wikipedia.org/wiki/%D0%93%D1%80%D0%B0%D0%B6%D0%B4%D0%B0%D0%BD%D1%81%D0%BA%D0%B8%D0%B9_%D0%BA%D0%BE%D0%B4%D0%B5%D0%BA%D1%81_%D0%A0%D0%A4
https://ru.wikipedia.org/wiki/%D0%93%D1%80%D0%B0%D0%B6%D0%B4%D0%B0%D0%BD%D1%81%D0%BA%D0%B8%D0%B9_%D0%BA%D0%BE%D0%B4%D0%B5%D0%BA%D1%81_%D0%A0%D0%A4
https://ru.wikipedia.org/w/index.php?title=%D0%92%D1%81%D1%82%D1%80%D0%B5%D1%87%D0%BD%D0%BE%D0%B5_%D1%83%D0%B4%D0%BE%D0%B2%D0%BB%D0%B5%D1%82%D0%B2%D0%BE%D1%80%D0%B5%D0%BD%D0%B8%D0%B5&action=edit&redlink=1
https://ru.wikipedia.org/wiki/%D0%A4%D0%B8%D0%B7%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B5_%D0%BB%D0%B8%D1%86%D0%BE
https://ru.wikipedia.org/wiki/%D0%AE%D1%80%D0%B8%D0%B4%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B5_%D0%BB%D0%B8%D1%86%D0%BE
https://ru.wikipedia.org/w/index.php?title=%D0%9F%D1%83%D0%B1%D0%BB%D0%B8%D1%87%D0%BD%D0%BE-%D0%BF%D1%80%D0%B0%D0%B2%D0%BE%D0%B2%D0%BE%D0%B5_%D0%BE%D0%B1%D1%80%D0%B0%D0%B7%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B5&action=edit&redlink=1
https://ru.wikipedia.org/wiki/%D0%9C%D0%B5%D0%B6%D0%B4%D1%83%D0%BD%D0%B0%D1%80%D0%BE%D0%B4%D0%BD%D1%8B%D0%B5_%D0%BE%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7%D0%B0%D1%86%D0%B8%D0%B8
https://ru.wikipedia.org/wiki/%D0%93%D0%BE%D1%81%D1%83%D0%B4%D0%B0%D1%80%D1%81%D1%82%D0%B2%D0%BE
https://ru.wikipedia.org/wiki/%D0%9C%D1%83%D0%BD%D0%B8%D1%86%D0%B8%D0%BF%D0%B0%D0%BB%D1%8C%D0%BD%D0%BE%D0%B5_%D0%BE%D0%B1%D1%80%D0%B0%D0%B7%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B5

3. YCJIOBUA OIUIATBI PABOTBI U ITOPAIOK PACHETOB
3.1. Ilpu Beimonuennu "McnonnureneM" padboT, OrOBOPEHHBIX B HACTOSIIEM JA0TOBOpE, "3aka3uuk"
BhITUTaunBaeT "McnoaHuTenio" B BUe BO3HarpaxaeHus cyMmmy B pazmepe: 13000 pyomeii 00
KOIIEEK.
(Tpunamuate Teicsd pyoseit 00 koreek).
3.2. Boimutatel "HMcnonnuTento" ¢ yepKaHUEM HAJIOTOB B YCTAHOBJIEHHOM IIOPSIJIKE IPOU3BOJSATCS B
cpok 10 20 urons 2011 r. mocae okoHYaHMs pabOT HATMYHBIMY JICHTaMH B Kacce TeaTpa Uiiu
OE3HAIIMYHBIM ITyTEM.

4. OTBETCTBEHHOCTDH CTOPOH
4.1. 3a HEBBIMOJHCHHUE WJIM HEHAJICXKAIIIEE BHIMOTHCHHE 00S13aTENILCTB IO HACTOSIIEMY JJOTOBOPY
"Ucnonuutens" u "3akazuuk" HECET OTBETCTBEHHOCTh B COOTBETCTBUU C JICUCTBYIOLIUM
3aKoHoAarenbecTBOM Pocculickoit denepanuu.

5. IOPAJOK PA3PEIINEHUA CITOPOB
5.1. Bce criopbl uiu pa3Horiiacusi, BOSHUKIINE MEXAY CTOPOHAMU IO HACTOSIILIEMY JOTOBOPY UJIU B
CBSI3U C HUM, Pa3peILAOTCs IyTEM IIEPErOBOPOB MEXKAY CTOPOHAMH.
5.2. B ciiyyae HEBO3MOXHOCTH Pa3pelIeHUs pa3HOIJIACH ITyTEeM MEPErOBOPOB OHU IMOJICKAT
PacCMOTPEHHIO B CyJI€ B YCTAHOBJIEHHOM 3aKOHOAATEILCTBOM MOPSIAKE.

6. ITOPAJJOK USMEHEHUA 1 JIOITIOJIHEHU A IOT'OBOPA
6.1. JIroOble U3MEHEHUs U IOTIOTHEHHS K HACTOSIIEMY JIOTOBOPY UMEIOT CUITY TOJIbKO B TOM CiIydYae,
eci OHU 0()OPMIIEHBI B TUCBMEHHOM BHUJIE U TIOANMUCAHBI OOCMMH CTOPOHAMH.
6.2. JlocpouHO€ pacTop>KeHUE J0rOBOPa MOKET UMETh MECTO I10 COTJIAIIEHUIO CTOPOH JIM0O 10
OCHOBAHUSM, IIPETYCMOTPEHHBIM JEHCTBYIOIUM Ha TeppUTOpUn PO rpaxaanckum
3aKOHOJATEIbCTBOM, C BO3MEIIIEHUEM TOHECEHHBIX YOBITKOB.

7. ITPOYUE YCJIOBUA
7.1. HacTosiiuii TOroBOp COCTaBIIEH B JIBYX 3K3E€MILIIPax Ha PYCCKOM SI3bIKE, KaXAbI U3 KOTOPBIX
UMEET OJMHAKOBYIO IOPUANUECKYIO CHILY JIJIsl CTOPOH.
7.2. HacTosimuii 7OroBOp BCTyNAET B CUIIYy C MOMEHTA MOJIUCAHMSI €T0 CTOPOHAMH
U IEWCTBYET O MOMEHTA UCIIOJIHEHUSI CTOPOHAMHU CBOMX 00sS3aHHOCTEH.

8. OPUINYECKUE AJIPECA CTOPOH
"3AKA3YUK"

KIT'VK "bapHaynbckuii 1oOM KylbTypbl"

656000, r. bapraymn, yi. Jleauna, 25, ten. 35-28-35
WMHH 2204015730, KIIIT 220401001

OKTIO 02193173

OKBD3/] 92.31.2

N.N. NBanos
"UCITIOJIHUTEJIB"
@®.1.0. IlerpoBa Huna IlerpoBHa
WNHH 220402103765

Anpec: 1. bapnayn

yi. [Iuporosa, .15 xB.64

Tenedon 75-51-75

Jannsle nacniopta: cepust 69 02 Ne 365852
BbI1aH Knposckum POB/]

r. bapnayina

Per.Ne cTpax.cB-Ba: 071-134-716-28

Jara poxnenus: 12.04.1958r.

[Terposa H.II.




IIperen3usi — mnucbMeHHOE TpeOOBaHUE, aJPECOBAHHOE JOJDKHUKY, OO0 YCTpaHEHUU HapyIICHHM
UCTIOJIHEHUS 00s13aTenbCcTBa. JIOKYMEHT MpelycMaTpUBaeTCsl Ha TOCYAeOHOM dTare yperyJinpoBaHUs
MIPaBOBOTO criopa. B mpeTeH3uu yka3bIBalOTCS CYTh TPEOOBAHUN KPEIUTOpa, UX MPHUYMHBI, CPOK UX
YZIOBJIETBOPEHUS U MPEAYIPEKICHUE O BO3MOKHOM OOpPAILEHUH B CY/ B CIy4ae HEMCIOIHEHUS. JTOT
JOKYMEHT JOJDKEH COAepXkaTb BCE PEKBU3UTHI 3asBUTENS, ObITh HaAJEKaluM oOpa3oM 3aBepeH,
naTupoBaH M noanucaH. K mpereH3um pekoMeHAyeTcs IpwiaraTb KONMHM — JIOKYMEHTOB,
MOATBEPKIAIOIIUX 0O0CHOBAaHHOCTh MPETEH3UOHHBIX TPEOOBAHUH.

[Tperensus sBisercst GopMoil BeIpaKeHUsI HETOBOJIBCTBA K OJJHOMY YEJIOBEKY HIIM TPYIIIE JIOCH.

3aganue 3.
OdopMicHHE TPETEH3UOHHBIX ITUCEM.

O6pa3eu MMHUCbMA-IIPETCH3MU O 3aMCHC TOBAapa B Mara3mHe

Jupekropy marasuna «Freedomy
Cenesnenoii C.1O.

MPOKUBAKOLIEHN 10 aJIPECy:

r. Mockaa, yn. JIenuna, 254, xB. 122

I[TPETEH3UA

05 HosiOpst 2011 roga B Bamem marasune s kymmia meiiecoc "Vitek", depes 3 mecsia, Bo Bpems
TapaHTHIHOTO CPOKA, OH CIIOMAJICS.

A oOpaTmnach B CEpPBUCHBIM IEHTP C MPOCHOOW OCYIIECTBUTH PEMOHT Tbuiecoca. HeoOxomammbix
JeTaneil B HaJM4MU He OBLIO, MOATOMY MAacTep HE CMOT €ro OTPeMOHTHUpPOBaTh. HyxkHble neTanu B
TE€YEHHE Mecsla B CEPBUCHBIN LIEHTP TaK U HE MOCTYNUIN. TakuM o0pa3om, NedeKT HE MOXKET ObITh
ycTpaHeH 0e3 OOMbIINX 3aTpaT BPEMEHU M OTHOCUTCS K CYIIECTBEHHBIM, U sl UMEIO MIPaBO Ha 3aMEeHY
nbLIeCOCa APYrol MapKH.

B coorBerctBun ¢ m.l cr. 18 3akona P® "O 3ammre npaB norpeduteneil” mnpoiry 3aMEeHUTH
HEHCIIpaBHbBIH MbUIECOC HA MblIecoc "Samsung" ¢ mepepacyeToM MOKYITHOM IIEHBI.

[Tporry paccMOTpeTh MO0 MPETEH3UIO B TeueHUe 7 THel. B ciiyuae urHopupoBaHus MOMX TpeOOBaHUH
s Oy1ly BBIHYKJIeHa 00paTUThCs B cyA. B MckoBOM 3asiBieHUU 5 Takxke Oyay TpeOoBaTh O B3bICKAHUHU C
Barrero marasuHa KoMIeHcaluyu MOpajibHOTo yiiepoa.

[Ipunoxenue:

1) konus yeka o MOKYIKe MbLIecoca;
2) xonus rapaHTUHHOTO TaJIOHA;

3) xomus aKTa 0OCMOTpa Mbliecoca.

20 mapra 2012 rona Cenesnesa C.IO. CenesneBa


https://ru.wikipedia.org/wiki/%D0%94%D0%BE%D0%BB%D0%B6%D0%BD%D0%B8%D0%BA
https://ru.wikipedia.org/wiki/%D0%9E%D0%B1%D1%8F%D0%B7%D0%B0%D1%82%D0%B5%D0%BB%D1%8C%D1%81%D1%82%D0%B2%D0%BE
https://ru.wikipedia.org/wiki/%D0%9A%D1%80%D0%B5%D0%B4%D0%B8%D1%82%D0%BE%D1%80
http://working-papers.ru/pismo-pretenzia-o-zamene-tovara.html

IIpakTnyeckoe 3ansitue 9.
OdopmieHue T0OKyMeHTOB ¢ OMOIIbI0 mporpammbl Microsoft Word.

W3yunB  paHHBId  pazpen, cmyoewm — Ooadcen  ymemsn:  OcBauBaTb  TEXHOJIOTUH
aBTOMATH3MPOBAHHOM OOpabOTKM JOKYMEHTAIlMH; MCIIOJIb30BaTh YHU(UIMPOBAHHBIE (POPMBI
JOKYMEHTOB.

W3yunB nmaHHBIA pa3aen, cmydenm Ooadxcer 3Hams.: llOHSATHE, LENH, 33Ja4d U TPUHITUTIBI
JEJIONPOU3BOCTBA.

Heas 3apanus: HayauTcst opopmisaTh mpoTokod B cootBeTcTBUU ¢ ['OCT.

OOopynoBaHMe: METOJUYECKHE YyKa3aHMs K IPAKTHYECKOMY 3aHATHIO, OJIaHK IPaBOBOM
JOKYMEHTAL1H.

3aganue.
OdopMHTH TPOTOKOJL.
IIpoTokONI — 3TO pacHOpsSAUTENbHBIM JOKYMEHT, KOTOpPBbIM COAEepKUT B ce0e 3aluch BCEro
IIPOUCXOJSIIETO Ha COOpaHUHU, 3aCEJaHUH, COBEILIAHUU.
Buowvl npomoxkonos
[Iporokosibl MOTYT OBITH ABYX BMJIOB: KpaTkue W mojHble. KpaTkuil mpoTOKOJ cOAepkKHUT B cede
(bamMuIUK TOKJIQAUYUKOB, TEMbI 10K J0B. I10IHBII MPOTOKOI CONEPKUT 3alIUCH BCEX JTOKJIAOB.
[TpoTOKOI OOBIYHO COCTABISIETCSI CEKPETApEM WM JPYTUM Ha3HAYSHHBIM JIMIIOM HETIOCPEICTBEHHO Ha
3aceJaHMM.
dopma NpOTOKOJIA CONEPHKUT CIETYIOIINE PEKBUZUTBIL:
II0JIHOE HAUMEHOBAaHUE OpPraHU3aluu;
HazBanue gqokymenta (ITPOTOKOJI);
HOMEp IIPOTOKOJIA;
JlaTa 3acejaHus;
MECTO 3aCEaHus;
3aroJIOBOK K TEKCTY JOKYMEHTA;
TEKCT IIPOTOKOJIA;
. TIOJIITUCH.
OcHOBHasi 4acTh TEKCTa MPOTOKOJIa cOOpaHMs pa30MTa Ha HECKOJIBKO COCTaBISIOMMX. B Kaxaom
paznene MoryT ObITh Takue yactu: CJIYIIAJIM, BBICTYIIWIIN, PEINWJIU (IIOCTAHOBWJIN).
JlaHHBIE CJIOBa MUIIYTCS IPONUCHBIMU OYKBaMHU C HOBOTO ab3ara.
CocTaBuTh 10 00pa3ily NpoTOKOJ coOpaHus rpynmnsl Ha Oymare @-A4.

NN E

Obpasey
®OI'bOY BIIO «Caparosckuiit 'AY um. H. . BaBunosa»
O®unmain «llyraueBckuil ruipomMennopaTuBHbIl TeXxHUKYM uM. B.M1. YanaeBa»
IMTPOTOKOJI
26.09.2012r. Nel

CoOpanue rpynnsl A- 19201
[Ipencenarens: Misanosa N. 1.
Cekperapb: Cennosckas K.O.
[IpucyrcrBoBanu: 9 yenosek
OrcyrctBoBanu: Hcaes A., lemunios P.
IloBecTka nHA:

1. O3HakOMIIEHHE C HOPMAaTUBHBIC M JIOKAJBHBIE aKTHI.
2. Br160p cTapocThl, aKTHBA TPYIIIIHI.
BBICTYIINJIA:

1. UBanoBa 1.1.- k1. pyKOBOJUTEII.



- HanomHuna crtyaeHtam HopMmaTuBHbIe U JokayibHble akThl (D3 « OO orpaHnyeHHM KypeHUus
tabaka», c1.20.21., 20.22.KoAIl P®, VYcraB texnmkyma, [IpaBuna BHYTPEHHETO TpPYIOBOTO
pacropsiaika), KOTOpble HE00X0IUMO COOI0IaTh, TPOBENIa MHCTPYKTAX MO TEXHUKE 0€30IacCHOCTH.
- [TocTaBmiia Ha 0OCyXAEHHE BOIIPOC O BHIOOPE CTAPOCThI, aKTUBA I'PYIIIIHI.
2. JXXuporenkosa A., Apanos [1. BRICTYnWIn ¢ npeioxkenneM Beiopats ctapoctoit CenHoBckyro K.
3. CaMOBBIIB)KEHIIAMH B aKTUB TPYIIIbI CTAIH:
- )KuBotenkoBa A., XapacoB /l.- yueOHBII CEKTOD;
- MockaineBa O. — TpyZOBOI CEKTOP;
- Apanos I1.- KynTbTMaccOBBIN CEKTOD;
- AxmeTtoBa A.- peIKOJIIETHs;
-ITerpos I1. — hu3. 0310pOBUTENBHBII CEKTOP.
[TOCTAHOBUJIN:
1. Haznauuts crapocroit Cennosckyro K.O.
2. AKTHB TPyl YTBEPIUTH CIIUCKOM.
IIpencenarens N.N. NsanoBa
Cekperapb K.O.CenHnoBckas

3ananme.
OdopmItATs pUKa3 O OCHOBHOH JIEATEIILHOCTH.
[Ipuka3pl MO OCHOBHOW JEATEIBHOCTH CIEAYeT COCTAaBIATh Ha OJaHKe MpUKa3a YCTaHOBICHHOU
¢dopmbl. O4eHb XOPOIIO, €CIM MPUMEHSIEMbI OJIaHK MPHKa3a B OPraHU3aI[MH yCTAHOBJCH B Ballei
MHCTPYKIHUU IO AeTONpon3BOACTBY. [locMoTpuTe 10 cChlTke NMpUBEACHHBIN o0pa3er OyaHka mpuKkasa.
OH BKJIIOYaeT Bce 00s3aTeNbHbIE PEKBU3UTHI, U3MEHUTE TOJIBKO Ha JIaHHbIE CBOECH OpraHu3alii.
MuHuManbHbBIN pa3Mep MoJiel KaxJoro JHCTa MpHKasza cieBa, cBepxy, cHu3zy — 20 mm, crnpasa — 10
MM. CornacHo npaBujaM JeJI0BOM NEepenucky OJaHK MUChbMa HMMEET aHaJoruuHble pasmepbl. Ecin
TEKCT IMpHKa3a OOJbIIONW, TO UX HYMEpYIOT, HauMHas cO BTOpOro jucra. Ilpuyem monoxeHo 3TO
JIeNIaTh CBEPXY U IO LIEHTPY.
Odopmrenre mpukaza.
3aroyioBOK K TEKCTY.
TekcT mnpuKa3a 1O OCHOBHOM JAEATEIBbHOCTH JIOJDKEH HMMEThb KpPAaTKMM 3arojloBOK, KOTOPBIN
BBIPaBHMBAETCA IO LEHTPY JucTa. OH OTBEUaeT Ha BOINPOC «O 4eM?» u nuiiercs 0e3 kaBbluek — OO
YTBEPKICHUHU MOJIOKEHHUS ..., O Ha3HAYEHUU OTBETCTBEHHOTO ... U T.J.
N3noxeHne oCHOBaHUS MTpUKa3a
OOBIUHO TEKCT HAYMHAIOT C M3JIOKEHUsS NPUYMH, OCHOBAaHUS MOJTOTOBKM IpHKa3a (mpeamOyia).
Pacnipoctpanennslie BapuaHThl Hadana — «B nensx...», «B coorBercTBuu...», «Bo HcnonHEHUE. .. » U
T.IL.
B cnyuae HeoOGxoaumocTu oopMIIIeTCs CChIIKa Ha JOKYMEHT-OCHOBAaHHE B CIIEAYIOIIEM IOPSJIKE:
BUJ JOKyMeHTa + aBTrop + gara + HoMmep + Ha3BaHue. CmoTrpure oOpaser cocraBieHuss — B
COOTBETCTBUM C IpuKazoM MunucrepcrBa KyabTypsl OT 31.12.2013 Ne 2211 «...3aronoBok
JOKYMEHTa.
B mpukazax 3aBepiaer npeaMOysTy CIOBO I p M K @ 3 bl B @ 10, JIy4Ille €ro YKa3blBaTb Bp a3 p A Ky
U HE MepexXoJuTh Ha HOBYIO CTPOKY (CMOTpHUTE 00pa3ipl MPHUKa30B). ITa (UIIKA U3 UHCTPYKIUH 10
JIeJIONPOU3BOICTBY B (efiepaibHbIX opranax Biactu. Ho eciu B Bamieil opraHu3aiuy IpUHATO CIOBO
ITPUKA3BIBAIO:
reyararh 3arjiaBHbIMH OyKBaMH C HOBOM CTpOKM 0€3 paspsaku (Kak MOKa3aHO 3/eChb), TO TaKoM
BapHaHT TOXKE JOITYCTHM.
PacnopsiauTensHas 4acTh.
B Tekcr mnpuKazoB MO OCHOBHOW JESITEIBHOCTH BKIIIOUYAIOT IIEPEUYHMCIECHUE MPEANHCHIBAEMBIX
neicTBuil. 31ech BakHa KOHKPETUKA U BO3MOXKHOCTD IOCJIEYIOIIEr0 KOHTPOJISI UCIIOJIHEHUSI.
JIeWcTBUS B pacTiopsIUTEIbHON YacTH yI00HO JeTUTh Ha MYHKTHI (HO 3TO HE 00s513aTENBHO).
B kaudecTBe ncnonHuTeNe NOPy4eHUH MOTYT GUTYPHUPOBATh KaK CTPYKTYPHBIE MTOAPA3EICHU, TaK U
KOHKpeTHBbIE J1tou. [Ipyn He00X0AMMOCTH OTIpeNeNIAIOT CPOKU UCTIONHEHUS. CPOKM HE YCTaHABIMBAIOT



http://delo-ved.ru/doc/prikaz/blank-prikaza.doc
http://delo-ved.ru/deloproizvodstvo/oformlenie-dokumentov/delovaya-perepiska-blank-pisma.html

JUIS IOPYYEHUN PETYIIPHOTO WM HOPMATUBHOTO XapakTepa. B mocinenHeM MyHKTE MOXKHO yKa3aTh Ha
KOT'O BO3JIO’KEH KOHTPOJIIh 32 UCTIOTHEHHUEM IPHKa3a (HO 3TO TOKE HE 00sI3aTENIbHO).

Korna npennonaraercs BBecTH B JIeHCTBUE MPUKA3 MO OCHOBHOM JESATENILHOCTH HE C MOMEHTa €ro
W3/IaHMs], TO HAJ0 YKa3aTh CPOK €r0 BBEJCHUS.

B Ttekct mpukaza He HyXHO BKIouaTh ¢pa3y Buma «lIpuka3z goeectu g0 ...». HMcnomnutens
OJTHOBPEMEHHO C MPOEKTOM MpPHKa3a TOTOBUT JHUCT PACCHUIKH MPOU3BOJIBLHON (DOPMEI (T.€. €ro MOXHO
U3MEHSTh KaK yroJlHO), IJIe U MEPEeYUCIIeT HYKHbIE CTPYKTYpPHBIEC MOJPA3CICHUs UM KOHKPETHBIX
JUI, KOTOPHIX HEOOXOJAMMO O3HAKOMHUTh. Benb mpuka3 w3maercs He Ui TOro, 4TOOBI €ro TaitHO
XpaHuTh B ceripe. EcTh «crenuanbHble TI0AM» B CIYXKO€ 1eI0MPOU3BOICTBA, B 005S3aHHOCTH KOTOPBIX
BXOJIUT JaibHElIas paboTa ¢ mprKa3aMy OpraHU3aI|H [TOCJIE UX MOAMHCAHUS.

MosxHo crenatb Bce MeHee popMalibHO. B opranuzanuu g0 4acTo He BO3PaXaroT CTABUTh OTMETKY
00 03HAKOMIJICHUU C MPUKA30M U 0€3 TUCTa PACCHUIKH.

CocraBbTe Mo 00pasiy Ha @-A4 npukas 1Mo OCHOBHOU JEATEIHLHOCTH.



http://delo-ved.ru/doc/prikaz/list-rassylki.doc

IIpakTuyeckoe 3ansitue 10.

IIpoBepka NpaBWJILHOCTH COCTABJICHHUS] HOMEHKJIATYPBI €]
IMopsinok BbINOJHEHUSI PA0OTHI
1. 3anucatb HOMEp MPAKTUYECKON pabOThI, TEMY U 1IeTb paOdOTHI
2. 3anucatb KOPOTKO IPEJIOKEHHbIE 3a1aHUs
[IpakTuyeckas paboTa COCTOMT W3 5- TH 3aJaHUN MO COCTABJICHUIO CHPaBOK. UYTOOBI OPOpPMHUTH
JOKYMEHTbI HE0OXO0AMMO UCIOIb30BATh THUIIOBBIE ()OPMBI, KOTOPBIE HAXOIATCS B MIPUIIOKEHUSIX.
OdopmiieHre TOKYMEHTOB MPOU3BOAMTCA B peaakrope Microsoft Word ¢ coGmroneHreM Bcex
OTCTYIOB M MHTEpBaJIOB. Bce BHIMOIHEHHBIE 3aaHMsl TOJIKHBI ObITh pacreyaTaHbl U MPEACTaBICHBI
MIPET0IaBaTEeNO ISl IIPOBEPKHU.
CnpaBka - UHQOPMAIIMOHHBIN TOKYMEHT, COJEp Kallluii OonucaHue U (Win) MOATBEPKICHUE TeX WU
UHBIX (PaKTOB ciayxeOHOro wiau Ouorpaduueckoro xapakrepa. CrnpaBka COOCPKHT KOHCTATALUIO
KaKMX-IM00 (akTOB 06€3 MHEHMsI aBTOpa O CYILECTBE U3JIaraéMbIX BOIIPOCOB.
B 3aBHCHUMOCTH OT cojiep>KaHMsl U 11eJIEBOTO HA3HAYEHUS CIIPABKU JCIATCS Ha CIy)KeOHBIC U JTMYHBIC.
CayxeOHasi cnpaBka - OQHMUMAIBHBIM JOKYMEHT, COJAEp)KallMi CBeleHUusT 00 OCHOBHOM
JESTeTHbHOCTH OPraHU3aIiK (O IITATHON YMCIEHHOCTH, O BHITIOJHEHUH ITAHOB, 3aJIaHUH U JIp. ).
JInynasi cnpaBka - oduUUMANBHBIA JOKYMEHT, NMOATBEP)KIAIOIUN CBEICHHUsI OMOrpauyeckoro u
(umm) cmy)keOHOrO XapakTepa M BBIJABAEMbI YaCTHOMY JHMIy (O MecTe paboThl M 3aHUMAaeMOM
JOJDKHOCTH, O TepHoie paboThl, 0 pa3Mepe 3apabOTHOM MIaTkl U Ap.).
B 3aBHCHUMOCTH OT ajjpecara CpaBKH ACTATCS HA BHYTPEHHHE U BHEIITHUE.
BHyTpeHHue CIpaBKU aJpecyroTCsi pyKOBOJIUTEINI0 OpPraHU3alMu U OQOPMIISIOTCS Ha CTaHJIApTHBIX
muctax Oymaru opmara A4 uimu AS.
BHemHue cnpaBkH, cOCTaBisieMble OOBIYHO IO YKA3aHUIO BBIIIECTOSILErO OpraHa (J0JKHOCTHOTO
JUIa) WIM 3alpocy CTOPOHHEH OpraHW3alud, aapecyloTcs PYKOBOIHMTENIO BBIIIECTOSIICH
OpraHu3alK, CTOPOHHEN OpraHu3aluy WM YaCTHOMY JHIY U O(OPMIISIOTCS Ha oOLieM OJlaHKe UIIH
CTaHJApPTHBIX JHcTax Oymaru ¢popmara A4 uiu AS ¢ UCTIOIB30BAHNEM YTIIOBOTO IITAMIIA.
HCIIOJIB3YIOTCS CJIeAyIolie PeKBU3UTHI:
- ajpecar;
- 3aroJIOBOK K TEKCTY;
- TEKCT;
- OTMETKa O HAJIMYUU NPUIIOKEHUS (€CIIM OHO UMeeTCs);
- OTMETKa 00 UCTIOIHUTENE (IIPH HEOOXOAUMOCTH);
- BU3BI;
- TIOJIITUCB;
- 1aTa;
- peTUCTPAIIMOHHBIN HHIIEKC.

CocraBbTe u odopMHuTe CHPABKH MO0 JHMYHOMY COCTaBY, He00X0AMMble B JaHHBIX
yIpaBjieHYeCKHX CUTYalMsIX.

Curyanus 1.
MamuHucTKa NepBOl KaTeropuu KaHUEISPUM YIpaBICHUs JejJaMu MHUHUCTEPCTBA I€YaTU U

unpopmanuu PO Ilerposa Mpuna CepreeBna odpaTuiach B OT/A€N KaJpOB MUHUCTEPCTBA C IPOCKOOH
BbIAATh en CIIpaBKy C MECTa pa6OTBI JJI1 TTPEACTABJICHUA B (DPIHaHCOBy}O aKaJICMHIO, T/IC OHAa YUYUTCA
Ha 2 Kypce Be4epHero OT/eNIeHus (paKyIbTeTa MEeXKAYHAPOIHBIX SKOHOMUYECKUX OTHOIICHUM.

Curyauus 2.
Cnecapp  MyHHMIMIAJIBHOTO  PEMOHTHO-CTPOMUTEIBHOrO  Hpeanpusatus  «OpHoH»

MYHHULIMIIAIBHOTO OKpyra «BolikoBckuil» CeBepHOro aJMMHUCTPATUBHOIO OKpyra TI. MOCKBBI
AbpamoB Bacunuit @enopoBud oOpaTuiics ¢ Mpock00il K pyKOBOJACTBY 3TOTO MPEANPHITHS BBLIATH
CIIpaBKYy IO 3alpocy MyHHUIMIAIbHOTO neTckoro caga Ne 6 CeBepo-BocTtounoro okpyra r. MocKBbl,



KOTOPBIH Tocemaer ero ao4yb AOpamoBa Harama. B crnpaBke HE0OXOAUMO MOITBEPIUTH pazMep
3apa0OTHOM IIJIATHI, TOTYYEHHBIHN cllecapeM B IIEPBOM KBapTaje TEKYIIETO Toja (110 MecsIam).

Curyanus 3.
B xonme wmHBeHTapu3alMM TOBAPHO-MATEPUATIBHBIX IEHHOCTEH HAay4YHO-HCCIEA0BATEIIbCKOTO

nentpa @uHancoBoi akagemuu npu [IpaBurensctBe PO Obina oOHapykeHna Hepocrada B cymme 111
000 pybmeii (aBe mumrymue mammHKd «Ontuma» mo 55 000 py6neit 3a 1 mrt.). Byxranrepus
aKkajeMus MoTpeboBaja BO3MECTUTh HEIOCTayy OT crapuiero sadopanta ueHtpa Kozmosoit
Banentunst MiBaHOBHBI, KOTOpas OTKa3anach 3TO cielaTh. AIMUHUCTpALMS aKaJeMUHu oOpaTuiach B
Jlenunrpanckuit paiioHHbIN cyn r. MockBel ¢ uckoMm Kk KosmnoBoii B.W. Paitonnslii cyn moTpeboBai oT
aKaJeMHH IIPEICTaBUTh CIIpaBKy, siBisercs au Kosnosa B.M. maTepnanbHO-OTBETCTBEHHBIM JIUIIOM,
KaKOB pa3Mep ee CpelHEMECIYHOro 3apadoTKa, KOTrJa ¢ Hell ObUI 3aKIII0UEH JI0TOBOP O MaTepHabHON
OTBETCTBEHHOCTH, C KAakOoro BpeMEHHM OHa paboTaeT crapmuM Ja0OpaHTOM  HAy4YHO-
ucclieioBaTeNnbckoro neHtpa. CrpaBka, MOANMCAaHHASs PEKTOPOM W TJABHBIM Oyxranrepom, Obuia
npencrasieHa B ¢y K 10 HOsOps Tekyiuero roja.

Curyauus 4.
Hnxenep Cokomnos Ouner ['eHHaapeBUY moTepsl padoTy B CBSI3U C JTUKBUJIAIIUEH TPEITPUITUS

U 3apeructpupoBaics Ha Oupxe Tpyna B CeBepHOM aJIMUHUCTPATUBHOM OKpyre r. MockBbel. B
OKTsIOpe Tekymero roga oH Hamen padoty B OO0 «Cucrembl KOMIUIEKCHOM cuUTrHanm3anumy. K 1
HOSIOpST eMy HEO0OXOJMMO MPEICTaBUTh HA OMPKY CIPaBKY O TOM, YTO OH Ha3HAYEH HAa JIOJDKHOCTH
TEXHUYCCKOIO JUPCKTOpa C OKJIaaAOM 110 IITAaTHOMY paclyvCaHUIo. CCKpCTapI)-HOMOHIHI/IK
resepainbHoro mupekropa MarBeeBa M.K., oTBeuaromas 3a KagpoBylo pabOTy Ha NpEANPHSITHH,
oopMmIia HEOOXOAMMBIEC CBEJICHMUSI.

Curyaunus S.
Crapmias meaunuHckas cecTpa OompHHIBI Ne 54 MuHucrepcTtBa 3apaBooxpaHeHus: Pd

SlxoneBa Enena ®denopoBHa oOpaTHiiach B OyXrajaTepuio ¢ HpochOOil BbIAATh €l CHpaBKy A
MOJTydeHUSs IeHe)KHOM ccyabl B pazmepe S00 Teic. py0. cpokom Ha 10 setr B OKTAOPHCKOM OT/IETIEHUN
No 7813 Mockosckoro Coepbanka. B crnpaBke AOMKHBI OBITh MOJATBEPKACHBI MECTO, JTOJDKHOCTB,
cTaxk paboTHI M pa3mep 3apaboTKa 3a MocIeqHNE 3 MecsIa TeKYIEro roja.



JAnddepeHnupoBaHHbIH 3a4eT:
BAPHUAHT 1

Ykaxure, BepHbI JIM CJIeAYIOIIMe YTBEPKIeHHs.

1. Bce TOKyMEeHTBI, MOCTYIHBILIKE B OPTaHU3ALINIO, TTOJICKAT PErUCTPALIUH:

a) na; 0) HeT.

2. OCHOBHOM MPUHLMII PETUCTPALIUU- OJTHOKPATHOCTD:

a) na; 0) HeT.

3. [loctynaromue JOKyMEHThI pErUCTPUPYIOT B I€Hb MTOCTYIUICHHUS:

a) na; 0) HeT.

4. Co3naBaeMble JOKYMEHTBI PETUCTPUPYIOTCS B JICHb MOJITMCAHUS HIIM YTBEPKICHUS:
a) na; 0) HeT.

5. OTMeTKa 0 OCTYIUICHWH IOKyMEHTa B OPTaHU3aIUI0 TIPOCTABIISIETCS] HA HUYKHEM T10JI€ TIEPBOTO
JMCTa JIOKyMEHTA:

a) na; 0) HeT.

Bbi0epuTe npaBu/IbHBINH BADHAHT OTBETA.

6. JIOKyMEeHTBI, IOCTYNHBIIKE HE IO aAPECy, CIEAYEeT:
a) BEpHYTb Ha IOYTY;

0) YHHUYTOXKUTD.

7. KoHBepThl NOCTYNUBIINUX TOKYMEHTOB:

a) YHUUTOXKAIOT;

0) OCTaBJISIOT;

B) B 3aBUCHUMOCTHU OT CUTYallUH.

8. ®aKT NOCTYIJIEHHs IOKYMEHTa B OpraHU3aliio 0(pOPMIIIOT PEKBU3UTOM:
a) OTMETKa O KOHTPOJIE;

0) oTMETKa O MOCTYIIEHUH JJOKYMEHTA;

B) oTMeTKa 00 ucnonuutene O.

9. O6s13aTeNnbHON PETUCTPALIUY TOJIEHKAT:

a) sKcHpecc-uH(popMaImy;

0) pexJIaMHbIE MMUCHhMA;

B) 3asIBJICHUS TPaXIaH.

10. Cpok ucronHeHus: AOKYMEHTA HCUUCIIAETCS:

a) C MOMEHTa MOCTYIUIEHUS JOKYMEHTa B OPraHU3allHIo;
0) ¢ MOMEHTA TTOJIYYeHHS JOKYMEHTA UCTIOTHUTEIIEM;

B) C JIaThl IOCTYIUBUIETO TOKYMEHTA.

11. JIokyMEeHT CUMTAETCSI UCITOJTHEHHBIM:

a) KOI'/Ia €CTh yKa3aHUE PyKOBOJUTEIS;

0) Koraa mpocTaBieHa OTMETKA 00 MCIIOTHEHUH;

B) TIOCJI€ pErUCTpaliK JOKYMEHTA.

12. JIokyMeHTOO0OpOT — 3TO ABM)KEHHE JOKYMEHTOB B OpraHU3allii C MOMEHTA UX CO3/1aHHUs JI0:
a) 3aBEpLICHUS UCIIOJIHEHUS U OTIIPABKH;

0) MOIIMBKH B JIEJIO;

B) MTOJTYYCHUSI.



TECT no Teme:

BAPHUAHT 2

YkaxuTe, BepHbI JIM CJIEAYIOIINE YTBEPKIeHHSs.

1. BCKPBITHIO MTOIEKUT BCSI KOPPECTIOHICHITHS, TOCTYIIAIONIAst B OPraHU3aIUIO:

a) na; 0) HeT.

2. KoHBepThl I0CIIE BCKPBITUS IPUCHUIAEMOM KOPPECIIOHAEHIIUN BCET1a YHUUYTOXKAIOT:

a) na; 0) HeT.

3. DaxT nocTyIuieHus JOKyMEHTa B OpraHu3aIiio ohopMIIIeTCs: pe30IIoIHei pyKOBOAMUTENS: a) 11a; 0)
HET.

4. OTMeTKa 0 MOCTYIJICHUH JOKYMEHTA B OPraHU3aIMIO IPOCTABIISICTCS HA JIFOOOM CBOOOTHOM MeCTe
MIEPBOIO JINCTA JIOKYMCHTA!

a) na; 0) HeT.

5. OTMeTKY O MOCTYIUICHUH TOKYMEHTa B OPraHU3aI[ME0 MOXKHO ITPOCTABIISATh HA KOHBEPTE:

a) na; 0) HeT.

Bbi0epuTe npaBuJIbHbIN 0TBET:

6. CpoK UCHOJIHEHUS JOKYMEHTA MOYKET MPOIIUTh:

a) TOT, KTO €r0 YCTaHOBMJI;

0) UCTIOTHUTEIb JOKYMEHTA;

B) PYKOBOJIUTENb.

7. Llenpro perucTpanuu sBiaseTcs:

a) o0ecrieyeHyne yyeTra u KOHTPOJIS;

0) OBICTpBII TOUCK JOKYMEHTOB;

B) BCE BBILIETIEPEUUCIEHHOE.

8. IIpouieaypa perucTpanuu BKIOYaET B CeOsL:

a) OJIUH JTarl;

0) nBa sTamna;

B) TPH dTara.

9. Ilpukas 1mo OCHOBHOM JIEATEIIEHOCTH MMEET HHJICKC:

a) 34 n/c;

6) N 234;

B) N 34-k.

10. He noasiesxut peructpanuu:

a) IpUKa3 110 OCHOBHOM JEATEIbHOCTH;

0) kano0a rpaKJaHrHA;

B) MMCHEMO WH(POPMAIIMOHHOTO XapaKTepa, MPUCIAHHOE JIJISl CBEJICHHUS.
11. O6s13aTenbHON PErHCTPALUU TTOAICKUT:

a) JOKYMEHT, KOTOPBII 10 CBOEMY COJIEP)KaHHIO TpeOyeT pelIeHus NN OTBETA;
0) mporpaMMa COBEIIaHUS,

B) IJIAHOBO-()MHAHCOBAs IOKyMEHTALIUS.

12. UnauBHayaabHbIE CPOKH UCIIOJIHEHUS YCTAHABIUBACT:
a) UCTIOJTHUTEIb;



0) pyKOBOJIUTEIIb,
B) CEKpETaphb.
1. nu4HOMY COCTaBy.

BapuanT Ne 3:

1.06BeauTe BapuaHT «a» WIH «HET», KOTOPHIN Bbl CYUTAETE BEPHBIM
Ci1y>keOHbIe MUChMa MOJIIUCHIBAET COCTABUTEIh?
l.na 2.HeT
2.JlenoBple MHUCbMA OTHOCATCA K:
a) — OpraHU3alMOHHBIM JOKYMEHTaM
0) — pacropsIUTEIHbHBIM
B) — CIIPaBOYHO-WH()OPMATMOHHBIM
') — IOKyMEHTaM IO JTUYHOMY COCTaBy
3. JlaTb onpeesieHne NucbmMy
OdunmanbHOE THCHMO - ...
4. YCTaHOBHUTH COOTHOIIICHHS
1. Texct A. Uanekc
2. lloanucek b. OcHOBHAas yacTh TOKyMEHTa
3. Peructpanuonssiii HoMep B. Y nocroBepenue
5. PaccTaBuTh B OyKBEHHOM BapHaHTE MOCIICIOBATEIIBHOCTh PACTIONOKEHUS PEKBU3UTOB B JICIOBOM
MUChME.
a) MHJEKC 0) maTa B) ajpecarT I') CIIpaBOYHbIC JaHHBIC /1) HAMMEHOBAHUE BHU/Ia TJOKYMEHTA
€) OTMEeTKa 00 UCIIOJIHUTEJIE )K) TMTOAHUCH
6. JlemoBbIe TUChMa UMEIOT:
a)IpUIIokKeHre 0) OCHOBaHHE B) IPUMEUYaHHE
7. TekcT 1en0BOro NMMChbMa COCTOUT U3:
a) OIHOM YacTu 0)IBYyX 4acTei B) TpEX yacTeit
8. Mcxopsimpe muchMa perucTpUPYIOTCS B JICHD:
a) MoANMCcaHus 0) COCTaBIEHUS B) MOCIE MPOBEPKU
9.llath onpenenieHue: 3aroJioBOK K TEKCTY - .......
10. OdunmansHple MUcbMa MOMUCHIBAIOT:
a) IOJDKHOCTHOE JIUIIO
0) ABa MU OJHOM TOMKHOCTHU
B) PYKOBOJIUTENh CTPYKTYPHOT'O TIOIpa3 IeIICHUS
11. Ecnu 1oKyMeHT agpecoBaH B TPH a/ipeca, Hy>)KHO HareuaTaTh:
a) TpH dK3eMIULsIpa 0) YeThIpe FK3EMILISAPA B) JBA IK3EMILISpa
12. BeiOpath OAMH MPaBUIbHBIN OTBET B OYKBEHHOM BapHaHTE — TEKCT PACTIOPSAUTEIbHBIX
JTOKYMEHTOB COCTOHT U3
a) OIHOM YacTu 0) U3 ABYX YacTell r) u3 TpEX yacTei

Bapuant Ne 4:
1. Eciiu oOKyMeHT aipecoBaH JOJKHOCTHOMY JIMIY, TO PEKBU3UT «aJpecaTy MUIIETC:
a) B MMEHUTEJILHOM Ma/ieXke 0) B POAUTEIBHOM IaJIekKe B) B 1aTEIILHOM MaJIexKe
2.PexBH3HT «aapecary 1meyaTaeTcsy:
a) OT JIEBOTO M0JIsA; 0) IO LIEHTPY; B) OT LEHTpa.
3. Bxogsnue nuceMa perucTpupyroTcs B J€Hb:
a) moJnucanus 0) MOCTYIUIEHUS I') pACCMOTPEHUS
4. bnaHk Ui MMCEeM UMEET CJeTyIOIINe OTPaHUUYUTEIbHbIE YTOJIKU:
a) agpecat 0) OTMETKA O MOCTYIJICHUH B) 3ar0JIOBOK K TEKCTY I') OTMETKA 00 MCIIOTHUTEIIE
1) OTMETKa O KOHTPOJIC €) PHIIOKECHUE
5. bnank 11 mIceM UMeeT clieayromue TpadapeTHble YaCTH:



a) CIpaBOYHBIC JIaHHBIE 0) 1aTa B) HAMMEHOBAHNE OPTraHU3AIMH T') PETUCTPAIMOHHBIM HOMEP
1) OTMETKA O KOHTPOJIE €) CChUIKA Ha MHAEKC U 1aTy BXOJAILIETO JOKYMEHTA €) pe30oLus

6. Ha xakux qOKyMEHTax MpOCTaBJISIETCS PE30JIIOLUS?

a) BHYTPEHHHUX M UCXOJAIINX 0) UCXOASIINX U BXOJAUIUX I') BXOIALIMX U BHYTPEHHUX

7. JIONIOJIHUTH BbIKA3bIBAHUS, HCIIOJIb3Ys KIIFOUEBbIE CJIOBA: MOANKCH, PEKBU3HT, pacuInppoBKa
MOJIIHCH.

8. Kakue moKyMeHThI OTHOCATCS K PacoOpsAUTEIbHBIM JOKYMEHTaM U3 HIKE EPEeUNCIIEHHBIX
JIOKYMEHTOB?

a) MHCTPYKIIHSI 1) aKT 0) IeJIOBbIC MIChMA €) YKa3aHUs B) MPUKA3bl IO OCHOBHOM K) pPEIICHUS
JESTEeIbHOCTH T) TIPUKa3 MO JUYHOMY COCTaBY 3) IOCTAHOBJICHUE

9. PacnonoxuTh NpaBUIBLHO MOCIEI0BATEILHOCTD CAEAYIONINX PEKBU3UTOB B MPUKa3e MO0 OCHOBHOM
JESITEIbHOCTHU

a) TEKCT /1) PETUCTPALlMOHHBIN HOMEP

0) HaMMEHOBaHUE OpPraHU3aluy €) JaTa

B) Ha3BaHUE BUA JOKYMEHTA ) MOJIKUCH

T') 3aT0JIOBOK K TE€KCTY 3) MECTO COCTaBIICHUS

10. KTo moanuckIBaeT npukas?

a) pYKOBOAUTENb MPEIPUATHUS

0) pYKOBOAUTEIb CTPYKTYPHOTO MOAPA3IEICHUS

B) 3aMECTUTEIN PYKOBOAUTEIS IPEAPUATHS

11. Korga BcTynaeT B cUily MPHUKa3 [0 OCHOBHOM JI€ATE€IbHOCTH

a) C MOMEHTA ero MOJIUCaHMsl, €CIM B TEKCTE HE YKa3aH CPOK

0) ¢ yka3aHHOTO CpPOKa IOCIIe PETUCTPaLlUU

B) C YKa3aHHOI'O CPOKa B TEKCTE IOCJIE €r0 MOANUCAHUS

') C MOMEHTA €r0 MOITUCAHU



