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INOACHUTEJIBHASA 3AIINCKA

CerogHsi COBEpLICHCTBOBAHHME YIIPABJIECHHUS NPOU3BOACTBEHHO-XO3IMCTBEHHBIMU CHUCTEMAMHU,
MOBBILICHUE YPOBHS OpraHu3anuu U 3QpPeKTUBHOCTU YIIPABICHYECKOTO TPyAa BO MHOTOM 3aBUCUT OT
TOr0, HACKOJIBKO PAllMOHAJIBHO IIOCTABJICHO B YUPEKIACHUAX U HA IPEANPUATUAX ACIONPOU3BOACTBO.

B nocnennee Bpemsi TepMuH «/lenonpou3BOACTBO» 3aMEHSIET TEPMUH «JlOKyMEHTAllMOHHOE
oOecriedeHre yOpaBICHUS». IJTO CBSI3aHO C BHEAPEHHEM HH(OPMAIIMOHHBIX TEXHOJOTHHA |
KOMITBIOTEPHBIX CHCTEM B 00pabOTKy yIpaBlieH4eckoi HH(OpMALIUH.

JIOKyMEeHTaIlMOHHOE ~ OoOecreueHre YIpaBICHHs — O3TO CHeUU(pUYECKOe HaIlpaBlCHHE
NEeSITeNIbHOCTH MO0 CO3JaHHI0, opopmileHH 0, 00paboTKe U XPaHEHUIO JTOKYMEHTOB, BKJIIOYAeT B cels
BCIO COBOKYIIHOCTb DPAa0OT CO Cily’)KEOHBIMM JOKYMEHTAMU B YUPEKIEHUSAX, OpraHM3alMsIX, Ha
MPEANPUATHIX U B CyJIeOHBIX OpraHax:

- COCTaBJICHUE JOKYMEHTOB;

- PErUCTpALMS OJYYEHHBIX JTOKYMEHTOB U IPYTrOl KOPPECIOHACHIINH;

- OPraHu3alys U KOHTPOJIb UCIIOIHECHUS;

- (opmHupoBaHUE HOMEHKJIATYPHI A€ U CIIPABOYHBIX (DOH/IOB;

- SKCIIEPTU3a HAYYHON Y MPAKTUYECKOU LIEHHOCTH;

- XpaHEHUE;

- obecrieueHne CeKPETHOCTH M COXPAHHOCTH CITY>KEOHOU TailHBbI;

- Iepejaya B apXuB.

Brimonnenune IIPaAKTUYECKHUX pabor HaIIpaBJICHO Ha:
- 00o01IeHNe, CUCTEMATH3AIIO0, YIITyOJIeHNne, 3aKPeIJICHUE MOTYYSHHBIX TEOPETUYECKUX 3HAHHUM 10
KOHKPETHBIM TEMaM HN3y4aeMOH JUCIUIUIVHBI.

- ¢opMupoBaHHE YMEHHIl NPUMEHATH IOJYYCHHbIC 3HAHUS Ha IPaKTUKE, PeaTu3allli0 eIWHCTBA
MHTEJUIEKTYaJIbHOW U ITPAKTUYECKON NEeATEIbHOCTH;

- Pa3BUTHE UHTEIUICKTYAJIbHBIX YMEHHI: aHAIUTUYECKHUX, TPOCKTUPOBOYHBIX; KOHCTPYKTUBHBIX U JIP.;
- BbIpaOOTKY NpU PEIICHUU NOCTABIEHHBIX 3aj[ady TaKUX, KAK CaMOCTOSTEIbHOCTh, OTBETCTBEHHOCTb,
TOYHOCTb, TBOPUECKAsl MHULIMATHUBA.



ITPAKTUYECKAS PABOTA Ne 1

Tema: «OdopmiieHHe NMPOCTHIX U CJI0KHBIX PEKBU3UTOB TOKYMEHTA»
COCTABJIEHUE ®OPMYJISAPA OBPA3ILIA ®POPMATA A 4

Leas padoTbl: HAyYUTHCS COCTABIATH M OGOPMIIATH PEKBU3UTHI M TPAHULBI 30H Ha Qopmare A4

YIJIOBOTO U TIpoiosibHOT0 O1aHKOB coryiacio ['OCT P 6.30-2003.

B pesynbrare 3aHATHS 00y4YarOLUICS JOIKEH 3aKPENUTh CIEAYIOIINE 3HAHUS:

- 00 OCHOBHBIX MOHATHUAX: LEJH, 33la4 U MPUHLUIBI JOKYMEHTALIUOHHOTO OOecreueHUs
YIPaBJICHUS;

-0 KJIaCCU(UKALMU JTOKYMEHTOB;

-0 TpeOOBaHUAX K COCTABJICHUIO U O()OPMIICHUIO JTOKYMEHTOB;

U YMEHMUS:

-0ohOpMIIATh  JTOKYMEHTALMI0O B  COOTBETCTBUM C  HOpPMAaTHUBHOM 0a3oii, B T.4. ¢
UCIOJIb30BaHUEM MH(OPMAIMOHHBIX TEXHOJIOTUH ¢ wucnoab3oBaHueM 1C  JlokymeHTOOOOpOT,
Byxranrepus, YnpasieHue Kagpamu.

-UCIOJIb30BaTh YHU(DUIIMPOBAHHBIE (POPMBI JOKYMEHTOB.

Hopma Bpemenn: 2 yaca
OcHamenue padoyero mecra:

1. TOCT P 6.30-2003 «YHuduuupoBaHHblE CHCTEMbI JTOKyMEHTALUU. YHHUPHUIHNPOBAHHAS CUCTEMA
OpraHU3aIMOHHO-PACTIOPSANTEILHON TOKyMeHTAIuu. TpeboBaHus K 0POPMIICHHIO TOKYMEHTOBY.
2. W3mepurenbHas JMHElKa, KapaHIalll.

CpeacrBa 00y4eHus:

1. TOCT P 6.30-2003 «YHuduuupoBaHHbIE CHCTEMbI JTOKyMEHTALUU. YHHU(PHUIHMPOBAHHAS CHCTEMa
OpraHU3aIMOHHO-PACTIOPSANTEIHLHOM JOKyMEeHTAIuu. TpeboBaHus K 0POPMIICHUIO TOKYMEHTOBY.
2. bacakoB M.U. [lenompousBocTBo ([JJoxkymeHTanmoHHOe obecriedeHue ynpasienus): yueonuk/M.1.
bacaxos, O.1. 3amsitikoBa. — U3a. 6-e, ucnp. u gomnonH. — PocroB u//l: ®enukc, 2007. — 375, (1) c. —
crp. 73-109
IMopsiiok npoBeaeHus1 3aAHATHS:

1. 3anucath HOMEp IPAKTHUECKON pabOoThI, TEMY U L€ paOOTHI

2. 3anucaTb KOPOTKO NPEIOKEHHBIE 3a1aHUS

[IpakTuueckast paboTa cCOCTOUT U3 3aaHus Mo cocraBiaeHno OPJl 1 KOHTPOJIBHBIX BOIIPOCOB.

B Havasme 3aHATHSA CleQyeT O3HAKOMHUTBCS CO CXEMaMH PACIOJIOKEHHS PEKBU3UTOB
OpPraHMU3alMOHHO-PACIOPSAUTEIBHBIX TOKYMEHTOB ((pOpMYJIsipbl) YIIOBOIO M MPOJOJIBHOTO OJIaHKOB
¢dopmaroB A4.

3ananne:

Ha mucre dopmara A4 m300pa3uTh CXEMbI PACIOJIOKEHUS PEKBU3UTOB U T'PAHULBI 30H Ha
dopmate A4 yrioBoro u npononbHoro 6mankoB cormacHo ['OCT P 6.30-2003 «YHudumupoBaHHbie
CHCTEMBI  JOKyMEHTAllMH.  YHH(UIIMPOBaHHAS CUCTEMa  OpraHU3aIMOHHO-PACTIOPSANTEIEHON
JIOKyMeHTauu. TpeboBaHus K 0(OPMIICHHUIO IOKYMEHTOB.

KoHTpoJibHbIE BONIPOCHI:

1. Jlalite ompeneneHue MOHATHS «OPTaHU3AMMOHHO-PACTIOPSAUTENbHBIA MOoKyMeHT» (OPJl) u

MIPUBEINTE KIACCH(PHUKAITUIO ATOT'O BH/IA JIOKYMEHTOB.

[Tepeuncnure cocraB pekBu3utoB OPJ] mo 'OCT P 6.30 — 2003.

UYrto Takoe «OJIaHK TOKYMEHTa» M KaKue BUbI OJJAaHKOB BHI 3HaeTe?

4. Kakue BapwaHTBl pa3MelIeHHUs Ha OJIaHKe TOCTOSHHBIX PEKBU3UTOB Bbl 3HaeTe? KakoBbI
0COOEHHOCTH UX opopmiIeHus?
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Pucynok 1 - PacnonoxeHnue peKBU3UTOB M I'paHUIIbI 30H Ha (hopmaTe A4 yrioBoro GiaHka

e MY g 73 o g 88 10
01 02 16 19
o 03

08 09 10 15

04 05 06 07

11 12 17

13

14

i8

20
o
o

21 22 25

23 24 26

27

28 30 29




20 0
ml
i 01 02 03 16 19
=
085 10 -1
& 04 05 06 07
o n_ 12 15
13 14
T 18 17
®
20
*
o
T a2 5 sas
<
o
+— 3 24 26
vi
g 2
28 30 29
©
 w
4
: ol
210 J

Pucynok 2 - PacnonoxxeHue peKBU3UTOB M IPaHUIIbI 30H Ha (hopmaTe A4 MpoA0IbHOTO O1aHKa




HNPAKTUYECKAS PABOTA Ne 2
Od¢opmiieHHe OCHOBHBIX BUJI0B OPTaHU3ALMOHHO — PACHOPSAANTEIbHBIX
JTOKYMEHTOB

Tema: «OPOPMJUIEHUE OPTAHU3AIIMOHHOI'O JOKYMEHTA
«JOJZKHOCTHASA HHCTPYKIUA»»

OdopmiieHUe 0OCHOBHBIX BU0B OPTraHU3aI[HOHHO-PACTOPSAANTEIbHbBIX TOKYMEHTOB.
Oprann3zaunoHHbIe JOKYMEHTBI: YCTaB, 0J10KeHHEe, CTPYKTYPa U IITATHAS
YHMCJIEHHOCTD, IITATHOE PACIMCAHUE, IPABUJIA, 10/LKHOCTHAS HHCTPYKIMA.

Iesan padoThi: cocTaBUTh U 0GOpMUTH JOKyMeHT B coorBeTcTBHM ¢ 'OCT P 6.30-2003.

B pesynbTare 3aHATHS 00y4alOMIMNACS TOTDKEH 3aKPETUTh CIEAYIOIINE 3HAHMS:

- 00 OCHOBHBIX MOHATHUSX: LEJH, 33J1a4d W MPHUHLIUIBI JOKYMEHTAMOHHOTO O0€CIeYeHuUs
yIIpaBJICHUS;

-0 KJIACCH(PHKAIIMHA JIOKYMEHTOB;

-0 TpeOOBaHMAX K COCTABICHHIO M O(OPMIICHHIO JTOKYMEHTOB;

U YMEHHUSL:

-0pOpMIIATE  JOKYMEHTallMI0 B  COOTBETCTBHMM C  HOpMAaTWBHOW 0a30if, B T.4. C
HCIOJIb30BAaHUEM HMH(POPMAIIMOHHBIX TEXHOJIOTUH ¢ ucnosb3oBanueM 1C JlokymeHTo00O0pOT,
byxranrepus, YnpasneHue kaapamu.

-ACIIOJIb30BaTh YHU(DUITUPOBAHHBIE (DOPMBI JOKYMEHTOB.

Hopma Bpemenu: 2 yaca

OcHamenue padodero mecra:

1. TOCT P 6.30-2003 «YHupuIupoBaHHbIE CUCTEMEI JIOKyMEHTAIUU.
YHaupumupoBaHHas CUCTeMa OpraHU3aIMOHHO-PACTIOPSTUTESIIEHON JOKYMEHTAITUH.
TpeboBanust kK 0HOPMIEHUIO JOKYMEHTOBY.

2. OO0pa3ibl JOKYMEHTOB

CpencrBa o0yueHus:

1. I'OCT P 6.30-2003 «YHUGUIMPOBAHHBIE CUCTEMBI JOKYMEHTAL1H.
VYHuuuupoBaHHas CUCTEMa OPraHU3alMOHHO-PACTIOPSIUTENbHON JOKyMeHTanuu. TpeboBaHusa K
o(hopMIIEHHIO TOKYMEHTOB.

2. bacakoB M.U. [enomnpousBojactBo (JlokyMeHTallMOHHOE OOecleYeHne YIpaBIeHUs):
yueoHuk/M.U. bacakos, O.W. 3ambinkoBa. — M3n. 6-e, ucnp. u gomonH. — PoctoB u//l: denukc,
2007. - 375, (1) c. — ctp. 128-135

HOpﬂ)]OK NPOBCACHUSA 3AHATHSA:
1. 3anucate HOMEp MPAKTHUECKOM pabOThI, TEMY U 1ETh PAOOTHI
2. 3anucaTh KOPOTKO MPEIJIOKEHHbBIE 3aaHUS
[IpakTnueckast paboTa cOCTOUT U3 3a1aHus Mo coctaBieHno OPJ] KOHTPOIBHBIX BOMPOCOB..
B mauaie 3apsatus CICOAYCT MOBTOPUTH HOPAAOK COCTABJICHUA U OCI)OpMJ'IeHI/ISI OpraHu3aliMOHHOI0
JIOKyMEHTA «/J{0JKHOCTHAS MHCTPYKLUSD)
3ananue:

CocTaBUTh  JODKHOCTHYIO  HMHCTPYKIHMIO A oyxranrepa  3A0 «JIMPA»
[TaBnoBy H.A., gupextop ¢upmel CrnupunonoB A.B., ocranbHble pPEKBU3UTHl YKaKUTE
CaMOCTOSITEIILHO.

KoHTpoJibHbIE BONIPOCHI:

1. KakoBsl (yHKIIMH OPTaHU3AIHMOHHBIX JOKYMEHTOB?
2. OCHOBHBIE BU/Ibl OPraHU3allMOHHBIX JOKYMEHTOB.
3. KaxoBbl TpeOoBaHuUs K COAEPKAHUIO U OQOPMIICHUIO HHCTPYKIIUHU?



Obpasey

HAUMEHOBAHUWE OPTAHU3AIINU YTBEPXIAIO
Wnpaexc npeanpusaTus cBs3H, PykoBonuTenb opraHu3anuu
IOYTOBBIN aJpec, N.O0.®amunus
Ne tenedona, pakca u T.1. « » L.

JOJDKHOCTHAS MHCTPYKI A
T. Ne

Oyxranrepa
1. OBLLME ITOJIOXKEHUA

1.1. Hacrosimmas AOKHOCTHAsT MHCTPYKLHUS ompenenseT (yHKIHMOHAJIbHbIE OO0S3aHHOCTH,
MpaBa U OTBETCTBEHHOCTH Oyxrayirepa " " (nanee - "opranmuzanusa").

1.2. byxranrep Ha3Ha4yaeTcsi Ha JOJDKHOCTD M OCBOOOXKIAeTcs OT JOJDKHOCTH B
YCTaHOBIICHHOM JIEHCTBYIOIIMM TPYJOBBIM 3aKOHOAATEIbCTBOM TOPSIIKE MPUKA30M PYKOBOIUTEIIS
OpraHu3alMH.

1.3. ByxranTtep no{4MHAETCS HETOCPEICTBEHHO OpraHu3aluu.

1.4. Ha nomxHoCTh OyXxrajntepa Ha3HayaeTcs JIMIO, UMEIOLIEe:

1.4.1. Byxrantep | kareropuu: Beiciiee npodeccuoHanbHOE (IKOHOMUUYECKOE) 00pa3oBaHUE U
cTaxk paboThl B 10JDKHOCTH Oyxranrepa Il kateropun He meHee 3 JieT.

1.4.2. Byxrantep Il xateropuu: Beiciee mpodeccrnoHalbHOE (IKOHOMUYECKOE) 00pa3oBaHue
0e3 npenbsABIeHUs TpeOOBaHUN K CTaXXy pabOThl WK cpeiHee MpodecCHoHaNbHOE (IKOHOMHUECKOE)
o0Opa3oBaHMe U CTaXX pabOThI B JOHKHOCTH OyXrajiTepa He MeHee 3 JieT.

1.4.3. byxrantep: cpenHee mnpodeccHoHalbHOE (PKOHOMHUYECKoe) oOpazoBaHHue 0e3
NpeabsIBICHHS] TPEOOBAaHUN K CTaXy paOOTBHI WM CIEIHATbHYIO MOJATOTOBKY MO YCTaHOBIIEHHON
IporpamMMe M cTaxk paboThI [0 y4eTy U KOHTPOJIIO He MeHee 3 JieT.

1.5. ByxranTep AOJIKEH 3HATH:

- 3aKOHOJATENbHbIE AaKThl, IOCTAHOBJIEHUS, PpACHOPSDKEHMs, TPHUKa3bl, PYKOBOJALIME,
METOAMYECKHE W HOPMATHBHBIE MAaTEpPHAIBl MO0 OPTaHMU3AMU OyXTalTepCKOro ydeTa WMYIIECTBa,
00513aTeNIbCTB U XO3SIMCTBEHHBIX ONEPALU U COCTABIEHUIO OTYETHOCTH;

- (opMBI U METOBI OYXTaITEPCKOI0O yueTa B OpraHu3alllu;

- IUTaH U KOPPECIIOHACHIIUIO CUETOB;

- OpraHU3aIHIO JOKYMEHTO000pOTa MO yJacTKaM OyXTaJlTepCKOTO y4eTa;

- MOPAZOK JOKYMEHTAJbHOTO O(OPMIIEHHS M OTPAXEHUS Ha cyeTax OyXralTepcKoro ydera
OTlepalnni, CBS3aHHBIX C JBMKEHHEM OCHOBHBIX CPEJICTB, TOBAapHO-MAaTEpUATBHBIX IICHHOCTEH H
JICHEXHBIX CPEJICTB;

- METOJIbl S)KOHOMHYECKOTO aHaJIN3a X035 CTBEeHHO-(DMHAHCOBOW JEATEITPHOCTH OpPTaHU3aIlHH;

- IpaBUJIa SKCIUTYaTalluy BBIYUCIUTEIbHON TEXHUKH;

- BKOHOMUKY, OpTaHU3aIIO0 TPY/ia U yIpaBIeHHUS;

- PBIHOYHBIE METOJIbI XO3SICTBOBAHNS;

- 3aKOHOJIATEILCTBO O TPY/IE;

- IpaBHJIa ¥ HOPMBI OXPaHbI TPY/Ia.

2. ©YHKIIMOHAJIBHBIE OBA3AHHOCTH

2.1. Byxrantep:

2.1.1. Bemonaser paboTy Mo BEACHUIO OYyXTaJTepCKOTO ydeTa MMYIIECTBA, 0053aTeNbCTB U
XO3HCTBEHHBIX OIepalyii (y9eT OCHOBHBIX CPEJICTB, TOBAPHO-MAaTEePUAIBHBIX ICHHOCTEH, 3aTpaT Ha
MIPOU3BOJICTBO, PEATM3ALNIO MPOAYKLUHU, PE3yIbTaTOB XO3HCTBEHHO-(MHAHCOBOM NEATEILHOCTH,
pacyeToB C MOCTaBIIUKAMH U 3aKa34YMKaMH, a TAKKE 3a MPEAOCTABICHHbIE YCIYTH H T.IL.).



2.1.2. VYyactByer B pa3pa0OoTKe W OCYIIECTBICHUM MEPONPHUITUN, HAINPaBICHHBIX Ha
coOuoieHre (PMHAHCOBOW AUCHUIUIMHBI M pallMOHAIbHOE HCII0JIb30BaHUE PECYPCOB.

2.1.3. OcyuiecTBiseT NpUeM M KOHTPOJb MEPBUYHOM JOKYMEHTALMU IO COOTBETCTBYIOIUM
ydacTKaM OyXTajJTepcKoro y4yera U MOArOTaBIMBAET UX K CUETHOM 00paboTKe.

2.1.4. Otpaxkaer Ha cyerax OyXTaJTEpPCKOrO yueTa ONepaly, CBS3aHHBIC C JBHKCHUEM
OCHOBHBIX CPE€/ICTB, TOBAPHO-MATEPUANIbHBIX LIEHHOCTEH U JICHEXKHBIX CPEICTB.

2.1.5. CoctaBnsieT OTYETHBIE KaJbKYJSIUH CeOECTOMMOCTH MPOAYKUMHU (paboT, yciyr),
BBISIBJIIET MCTOYHMKM OOpa3oBaHUS IMOTEPh M HENPOU3BOAMTENbHBIX 3aTpaT, IOJArOTABIUBAET
IIPEUIOKEHUS 110 UX MPERyNPEXICHUIO.

2.1.6. Ilpom3BoAMT HAYHCICHHE M MEPEUYHCICHHE HAJOroB M cOOpOB B (QenepaibHbIi,
pPErMOHANbHBII U MECTHBIM OFO/IKEThI, CTPaXOBBIX B3HOCOB B I'OCYJapCTBEHHbIE BHEOMOIKETHBIE
couuanbHeie (OHIBI, IIaTexed B OAaHKOBCKHE YUYpEXKIEHUsS, CPEIACTB Ha (puHaHCHpOBaHUE
KallUTaJIbHBIX BIOXKEHUH, 3apaO0THOM I1aThl pabouMX M CIIy’KaIlMX, IPYIUX BBIILIAT U IUIATEXKEH, a
TaKXXe OTYMCIIEHUE CPEJCTB Ha MaTEpPHAIbHOE CTUMYJIMPOBAHNE PAOOTHIUKOB OPTaHU3AIUH.

2.1.7. OOecneuuBaeT pyKOBOAMUTENEH, KPEIUTOPOB, HHBECTOPOB, ayJUTOPOB U JpPYyTUX
MOJIb30BaTeNIe OyXraJlTepCKOM OTYETHOCTH COINOCTaBUMOW M JOCTOBEPHOM OyXTraiaTepckoi
uH(popMaluel o COOTBETCTBYIOLIMM HAPaBJICHUAM (y4acTKaM) y4eTa.

2.1.8. Pa3pabatbiBaeT pabouuil maaH c4eToB, (POPMbI NEPBUUHBIX TOKYMEHTOB, IPUMEHSIEMbIE
i opopMIIeHHS XO3IUCTBEHHBIX ONEpaluii, 10 KOTOPBIM HE MPeyCMOTPEHb! TUIIOBbIE (OPMBI, a
Takxke (GOpPMBI TOKYMEHTOB JJIsi BHYTPEHHEH OyXTraiaTepcKol OTYETHOCTH, YIaCTBYET B OIPEICIICHUH
COZIep)KAaHUSI OCHOBHBIX IIPUEMOB U METOAOB BEAEHUS YydeTa M TEXHOJIOTUH O0paboTKU
OyXranTepckoil nHpOpMaIHH.

2.1.9. VuactByeT B MNpOBEIECHHMM HKOHOMMYECKOI'O aHalIM3a XO03AHCTBEHHO-(MHAHCOBOIL
JESITeTHbHOCTH OPTaHU3aIluH 10 JaHHBIM OyXTalITepPCKOTO y4YeTa M OTUYETHOCTH B LENSAX BBISBICHUS
BHYTPHUXO3SIIICTBEHHBIX PE3€PBOB, OCYIIECTBIECHUS pPEKUMA HKOHOMMM M MEpPONPUATHHA IO
COBEPIIEHCTBOBAHHUIO JTOKYMEHTOOOOpOTa, B Pa3pabOTKe W BHEAPEHHH NPOTPECCHUBHBIX (opM U
METOAO0B OyXTajJTepCKOro ydyera Ha OCHOBE MPUMEHEHHUS COBPEMEHHBIX CPEJICTB BBIUMCIUTEILHON
TEXHUKHA, B TIPOBEJICHUM WHBEHTAPHU3AIMA JEHEKHBIX CPEACTB W TOBAPHO-MaTEPHATBHBIX
LIEHHOCTEN.

2.1.10. IToaroraBnMBaeT AaHHBIE 0 COOTBETCTBYIOIINM y4acTKaM OyXTaJTepCKOTO y4yeTa JUIs
COCTaBJIEHHUS] OTUYETHOCTH, CIEAUT 32 COXPAHHOCTBHIO OYyXralTepCKUX JOKYMEHTOB, ohopMiseT ux B
COOTBETCTBHUH C YCTAaHOBJICHHBIM MOPSAKOM JIJIS IEPEIadn B apXUB.

2.1.11. BeimonHsier paboThl MO (HOPMUPOBAHMIO, BEIEHUIO W XpaHEHHIO 0a3bl JaHHBIX
Oyxrantepckoil nHpopMaKuy, BHOCUT U3MEHEHHUSI B CIIPABOYHYI0 MU HOPMAaTHUBHYIO WH(POPMAIHUIO,
UCTOJIb3yeMYIO ITpH 00pabOTKe JAHHBIX.

2.1.12. YyactByeT B (GOpMYTUPOBAHUH YKOHOMHUYECKON MOCTAHOBKHU 3a7a4 MO0 OTIEThHBIX
UX OTaloB, pPELIAEMbIX C MOMOIIBIO BBIYUCIUTEIHON TEXHHUKH, OIpPEIENsieT BO3MOXKHOCTh
WCTIOJIh30BAaHUS TOTOBBIX MPOEKTOB, AJITOPHUTMOB, ITAKETOB MPUKJIATHBIX MPOTPaMM, TTO3BOJISTIONINX
cO3/1aBaTh SKOHOMUYECKH 00OCHOBAHHBIE CUCTEMBI 00Pa0OTKH HYKOHOMHUYECKOW HHPOPMALIUH.

3. IIPABA

3.1. ByxranTep umeer npaso:

3.1.1. TpeGoBaTh OT PyKOBOJCTBA OpTraHU3AIMN OKa3aHUsSI COJCHCTBUS B WCIIOTHEHUU CBOUX
JOJDKHOCTHBIX 00sI3aHHOCTEH.

3.1.2. TloBbImaTh CBOIO KBATU(UKALIUIO.

3.1.3. 3HaKOMHUTBCSA € MPOEKTaMU PEIIEHUN PYKOBOACTBA OPraHM3allMH, KACAIOLIMMUCS €ro
NESITebHOCTH.

3.1.4. IlpencraBisiTb Ha pPacCMOTPEHHE CBOEr0 HENOCPEACTBEHHOIO PYKOBOAMTEIS
MIPEUIOKEHUS 110 BOIIPOCAM CBOEH AEATENbHOCTH.

3.1.5. Tlomywyarb oOT pabOTHUKOB OpraHU3alMM HUHPOPMALUIO, HEOOXOAUMYIO  JUIA
OCYILIECTBIICHUSI CBOEH AESTEIbHOCTH.



4. OTBETCTBEHHOCTb

4.1. ByxranTtep HeceT OTBETCTBEHHOCTh:

4.1.1. 3a HeWCIOJIHEHUWE WJIM HEHaJJIe)Kalllee HCIOJHEHNE CBOMX OO0s3aHHOCTEH,
IIPEAYCMOTPEHHBIX HACTOSIIECH IOJKHOCTHOM HHCTPYKLHUEH, - B COOTBETCTBUHU C ACHCTBYIOLIUM
TPYJOBBIM 3aKOHO/IATEIHCTBOM.

4.1.2. 3a npaBoHapyIIEHUSI, COBEPIICHHBIE B IEPHO]I OCYIIIECTBIICHUS CBOCH JCSITEIBHOCTH, - B
COOTBETCTBUM  C  JCHCTBYIOIIUM  TPaKIAHCKUM,  aJMUHUCTPATUBHBIM U  YTOJOBHBIM
3aKOHOAATEILCTBOM.

4.1.3. 3a npuyMHEHHE MaTepUAIBHOrO yiiepda - B COOTBETCTBUM C JEHCTBYIOIIUM
3aKOHOAATEILCTBOM.

4.14. 3a mwapymenue IlpaBunm  BHYTpEHHEro TPYAOBOrO  pacCHOpsAKA,  MPaBUI
MIPOTUBOMNOXKAPHOI 0€30MaCHOCTH U TEXHUKU O€30MaCHOCTH, YCTAHOBJICHHBIX B OpraHU3aI1u.

5. YVCJIOBUA PABOTDI

5.1. Pexxum paboThl Oyxraiarepa ompenensieTcss B COOTBETCTBUU ¢ [IpaBuiiaMu BHYTpEHHETO
TPYAOBOTO PAaCHOPsJIKa, YCTAHOBJICHHBIMHU B OpraHU3aIlIUH.

5.2. B cBs3U C MPOU3BOJCTBEHHOW HEOOXOAMMOCTHIO OyXrairep MOKET HalpaBlATbCA B
CITy>K€OHBIE KOMaHJAUPOBKH (B T.4. MECTHOTO 3HAYEHU).

HaCTOﬂIlIaFI AOJDKHOCTHAA MHCTPYKIHA pa3pa60TaHa B COOTBCTCTBUHU C

(HauMeHOBaHHUE, HOMEP M JaTa JOKYMEHTa)

COI''TACOBAHO
IOpuckoncynbT

(Toanuce) (®.11.0.)
T.

C uHCTpyKLKEH 03HAKOMJIEH:

(monuck) (®.1.0.)

T.




INPAKTUYECKAS PABOTA Ne2

Tema: «O®OPMJIEHUE U 3AIIOJTHEHUE YHU®UIIUPOBAHHOMN ®OPMBI
OPITAHU3AIIMOHHOI'O JOKYMEHTA «IITATHOE PACITMCAHUE»»

eanb paGoThl: HAYUYNUTHCS COCTABIATH M O0QOPMIIATH MTOKyMeHT B cooTBercTBuM ¢ 'OCT P 6.30-

2003.

B pe3ynbrate 3aHATHS 00y4YarOUIUIiCs TOJKEH 3aKPEMUTh CIAeAYIONINe 3HAHUS:

- 00 OCHOBHBIX MOHATHUSAX: LIEJH, 3314l U MPHUHLHUIBI JOKYMEHTALIMOHHOTO O0ECIeYeHus
yIpaBICHUS;

-0 KJIACCH(PUKAIIMU JTOKYMEHTOB;

-0 TpeOOBAHUSIX K COCTABJICHUIO U O(DOPMIIEHUIO JTOKYMEHTOB;

U YMEHUS:

-0hOpMIIATh  JTOKYMEHTAllUI0 B  COOTBETCTBMM C HOPMAaTUBHOM 0a30if, B T.4. ¢
HCIOJIb30BAaHUEM HMH(POPMAIIMOHHBIX TEXHOJIOTUH ¢ ucnosb3oBanueM 1C JlokymeHTo00O0pOT,
byxranrepus, YnpasneHue kaapamu.

-ACIIOIb30BaTh YHU(DUITUPOBAHHBIE ()OPMBI JOKYMEHTOB.

Hopma Bpemenu: 2 yaca

OcHalneHnue paﬁoqero MecTa:

1. TOCT P 6.30-2003 «YHUUIUPOBAHHBIE CUCTEMBI JIOKyMEHTAIUH.
YHubunupoBaHHas CUCTEMa OPraHU3alMOHHO-PACTIOPSIUTEIbHON JOKyMeHTanuu. TpeboBaHusa K
0(OPMIIEHHUIO TOKYMEHTOBY.

2. OO0pas3Lbl JOKYMEHTOB

CpencrBa o0yueHus:

1. I'OCT P 6.30-2003 «YHuUIMpPOBaHHBIE CUCTEMBI JIOKyMEHTaLNH.
YHuunupoBaHHas CUCTEMa OPraHU3allMOHHO-PACTIOPSIUTENbHON JOKYMeHTanuu. TpeboBaHusa K
o(hopMIIEHHIO TOKYMEHTOB.

2. bacakoB M.U. JlenonpousBoactBo (/lokyMeHTalMOHHOE OO€cleYeHHE YIPaBICHHUS):
yuebHuk/M.U. bacakos, O.U. 3ambiikoBa. — U3n. 6-e, ucnp. u gomonH. — PoctoB w//1:
®ennkce, 2007. — 375, (1) c¢. — cp. 39-51, 130-132

IHopsinok npoBexeHust 3aHATHS:

1. 3anucath HOMep MIPAKTHUECKOH paboThl, TEMY U LEIb paOOTHI

2. 3anucarb KOPOTKO MPEI0KEHHbIE 3aJaHUs

[IpakTrueckas paboTa cocTOUT U3 3aaaHus 1Mo cocTaBieHU0 OPJ 1 KOHTPOJIBHBIX BOTIPOCOB..
B Hauane 3aHATHA clelyeT MOBTOPUTH MOPSAOK COCTaBIEHUS U O(OPMIIEHUS OPraHU3AI[MIOHHOTO
nokymeHTa «llltaTHoe pacnrcanue.

®opma mratHoro pacnucanus N T-3 ucnonbsyercst nias opopMIIeHUs CTPYKTYPHI, IITATHOTO
COCTaBa W INTAaTHOW YWCIECHHOCTH OpPraHU3allMd B COOTBETCTBHH C €€ JCHCTBYIONIUM YCTaBOM.
[lItaTHOE pacnucaHue M3 MEPeUHs CTPYKTYPHBIX MOJApa3JeNeHUM, ITOJKHOCTEH, CBEIEHUS O
KOJIMYECTBE IITATHBIX €IWHUII, JOHDKHOCTHBIX OKJIaaax, Haja0aBKax U MecsuHOM (GoHe 3apaO0oTHOU
mnatel npeanpusTus. llltaTHoe pacniucanue yTBEp:KAAaeTcs MPUKA30M PYKOBOJIUTENSI OpraHU3alun
WJIU YIIOJTHOMOYEHHBIM UM JinioM. Kox dopmer o kinaccudpukatopy OKY /[ 0301017.

[Topsimok 3anonHeHust

B rpade 4 "KonudecTBo MTATHBIX €IWHUI" IO COOTBETCTBYIOIINM JOHKHOCTSM, JIJII KOTOPBIX
MpeIyCMaTPUBACTCS COJIeP )KaHNE HETIOJIHOM MITaTHOM €IUHUIIBI C Y4ETOM O0COOEHHOCTEH paboThI 1Mo
COBMECTUTEIBCTBY B COOTBETCTBHM C JCHCTBYIOIIMM 3aKOHOAATENbCTBOM P®, miratHas eguHuua
yKa3bIBaeTcs B A0JsX, Hanpumep, 0,25; 0,5; 1,5 u 1.1.



3anonuss rpady S "Tapuduas craBka u mp." HEOOXOAMMO YKa3aTh MECAYHYIO 3apabOTHYIO
maTy 1o TapugHOM cTaBke (0KiIamy), TapudHOI CeTKE, MPOIEHTY OT BBIPYUYKH, JA0JIE WU MPOICHTY
oT npubeUTH, K03hdunuenty tpynosoro yuactus (KTY), koadduuuenty pacnpenenesnus u T.1. B
pyOJIeBOM HCYMCIEHHMHU, B 3aBUCUMOCTH OT CUCTEMBI OILIAThl TPYJa, NPUHIATOM B OpraHM3alUU B
COOTBETCTBHUU C JCUCTBYIOLIMM 3aKOHOAATEIbCTBOM P®, KOJUIEKTUBHBIMU JI0IOBOpPaMH, TPYIOBBIMU
JI0rOBOPaMH, COIJIAIIEHUSIMH U JIOKaJIbHBIMH HOPMATUBHBIMU aKTaMH MTPEIIPUATHSL.

3amonuss rpader 6 - 8§ "HanOaBku" yKas3bIBarOTCS CTHUMYJIMPYIOIIME M KOMIICHCAIIHOHHBIC
BBIIJIATHl  (TIpEMUH, JIOILIAThl, TOOLIPUTENIbHbIE BBIIIATHI, Ha/l0aBKH), YCTAHOBJICHHBIE
JEUCTBYIOIUM 3aKOHOAaTesbcTBOM P® (Hampumep, ceBepHble HaJl0aBKH, HaJ0aBKU 3a YUYEHYIO
CTENEHb W T.J.), a TAaKXE BBEJICHHbIE HAa YCMOTPEHHE OpraHu3aluu (HalmpuUMep, CBA3aHHbBIE C
PEKUMOM WIIN YCIOBUSAMH TPYJa).

Ecnu 3anonnenue opranmu3zamueit rpad 5 - 9 B pyOIeBOM UCUHUCICHUH HEBO3MOKHO B CBSI3U C
IIPUMEHEHUEM B COOTBETCTBUHU C JAEHCTBYIOLIMM 3aKOHOJATEIbCTBOM P® MHBIX CHUCTEM OIJIaThl
Tpyaa (mampumep OectapudHas, CMemaHHas W T.0.) yKa3aHHblE Trpadbl 3aloNHAIOTCS B
COOTBETCTBYIOLMX €IMHULIAX U3MEpPEHHsI (HalpuMep, B IPOLEHTaX, KO3pPUIUEHTaxX U T.1.).

KoppekTupoBku B IITaATHOE pacUCaHUE BHOCSITCS B COOTBETCTBUU C NMPUKA30M PYKOBOJIUTEIS
OpraHU3alK WIH YIIOJIHOMOYEHHBIM MM JIHMIIOM.

3ananmue:

CocraButh 1mTatHoe pacrnucanue a\c Ne 3 «Asenyiikay. 3aseayrommas - 1, okian - 10000 py6.,
oyxranrep - 1, oknax - 9000 py06., meTomauct - 1, oxman - 8000 py6., men.padotruk - 1, oxnan - 7000
py0., My3.pykoBoauTens - 1, oknan - 6000 py0., Bocnutarens - 7, oknaza - 5000 py6., ki1agoBIIKK -
1, oxman - 4000 py0., mom. BoctuTarens - 7, okinan - 3500 py6., moBap - 3, oxman - 3000 pyO.,
HOYHOM cTopox -2, oknan - 2500 py6. Paitonnsrit koaddumuent - 10%.

KoHTpoJibHbIE BONIPOCHI:

1. KakoBo cogepxkaHue TOHITHA «CHCTEMa JOKYMEHTAllUW», «yHUDUIIUPOBAHHAS
cuctemMa gokymeHtanuu»? [IpuBenure npuMepsl YHUDUIIMPOBAHHBIX CUCTEM JIOKYMEHTAIIUH.

2. B yewm 3akmrovaercs cyTh YHU(DUKALMK U CTaHIAPTU3AIMH B JIEIONPOU3BOACTBE?

3. Xapakrepuctuka U coctaB JokymeHTa «llltatHoe pacnucanue». Ero HazHaueHue B

KOMINIJICKCE JOKYMCHTAIUU OpraHHU3allnu.



Yuuduruposannas ¢popma Ne T-3
VTBepkaeHa nocraHosiaeHreM I'ockomcerara
Poccun ot 06.04.01 Ne 26

Kon
®dopma o OKVY ] 0301017
o OKIIO
(HaHMeHOBaHHE OpPTaHU3aIINH)
Homep noxymenra Hara
IITATHOE PACIIMCAHUWE VTBEPXJEHO
Ha ? 20  roma
ITpukas ot “ ” 20  romalNe
Tar B koJIMUEeCTBE €/INHHMIT
¢ MecsIYHBIM (POHAOM 3apabOTHOM IJIaThI
pyoneit
CrpyKTypHOE HoIpasiceH e [podeccus Han6agka, MecstaHbIi
(TOIKHOCTD) KonuuectBo Oxnan pyo. ¢doHa
LITaTHBIX (Tapudnas craBka), 3apaboTHOM IIpumeuanue
HaMMEHOBaHUE KOJ €IMHUIT pyo. TUIATBI,
pyb.
1 2 3 4 5 6 7 9 10

HUroro no nucry

Hroro mmo goxymeHry

PykoBoautesns kaapoBoi CiryKObI

(monuce)
['maBHbI Oyxranrep

(pacumdpoBKa HOAIKCH)

(monuce)

(pacumdpoBKa HOAIKCH)


http://blanker.ru/




ITPAKTUYECKASA PABOTA Ne 3

Tema: «KO®POPMJIEHUE JTOKYMEHTA «ITPOTOKOJI»».
CrnpaBoYHbI€e JOKYMEHTBI: CJIy:Ke0HbIe MUChbMA, CIIPABKH, JIOKJIATHbIE 3alTHCKH, IIPOTOKOJIbI, AKThI,
3asiBJIeHUsI, MX XapaKTEePUCTHKA H COCTaB, TPeGOBAHHUA K 0()OPMJICHHIO.

Leas paGoThl: cocTaBuTh W O0QOPMHUTH JOKyMeHTHI B coorBerctBuu ¢ [OCT P 6.30-2003
«YHUUIMPOBAHHBIE CUCTEMBl JOKYMEHTALUHU. YHUQUIMPOBAHHAS CHCTEMa OpraHU3allMOHHO-
pacropsauTeIbHOIN ToKyMeHTauu. TpedoBaHus K 0hOPMIICHUIO TJOKYMEHTOBY.

B pesynbrare 3aHsATHA 00yUYaIOMIUKACS TOJDKEH 3aKPEMHUTh CICAYIONINE 3HAHUS:

- 00 OCHOBHBIX TMOHSTHSAX: LIEIH, 33Ja4¥ ¥ TNPUHIHMIE JIOKYMEHTAIIMOHHOTO OO0ECIIeYCHUs
yIpaBJICHUS;

-0 KJIACCH(PUKAIIMHA JIOKYMEHTOB;

-0 TpeOOBaHUAX K COCTABJICHUIO U O()OPMIICHUIO JTOKYMEHTOB;

U YMEHHUS:

-0OpPMIIAITh JTOKYMEHTALIMI0O B COOTBETCTBUM C HOPMATHUBHOW 0a30#, B T.4. C UCIOJIH30BAHUEM
MH(OPMALIMOHHBIX TeXHONOTUN ¢ ucnonb3oBanueM 1C JlokymentoobOopoT, Byxrantepus, YmpasieHnue
KaJpamH.

-HCIOJIb30BaTh YHU(DUIIUPOBAHHBIC (DOPMBI JOKYMEHTOB.

Hopma Bpemenn: 1 uac

OcHaluenue paﬁoqero MecTa:

1. I'oCT P 6.30-2003 «YHuuupoBaHHbIe CHUCTEMBI JIOKyMEHTAIUH.
YHUQUUIUPOBaHHASI CUCTEMA  OPraHU3ALMOHHO-PACIIOPAAMTENbHON  JOKyMeHTauuu. TpeGoBaHus K
0(OPMIICHUIO TOKYMEHTOBY.

2. OO0pa3s1bl JOKyMEHTOB

CpencrBa o0yueHnus:

1. TOCT P 6.30-2003 «YHuU(pHUUIHPOBAaHHBIE CHUCTEMBI JOKYMEHTAIMH. YHUPHUIMPOBAHHAS CHUCTEMA
OpraHMU3alOHHO-PACHIOPSAUTEILHON JOKyMEeHTauu. TpeOoBaHus K 0POPMIIEHUIO TOKYMEHTOBY.

2. bacako M.U. JlenonpousBoactBo ([lokyMeHTarmoHHOE oOecrieueHne yrnpasienus): yueouux/M.1.
bacaxos, O.1. 3ambikoBa. — U3a. 6-e, ucrp. u gonond. — PocroB #//l: ®enukc, 2007. — 375, (1) c. — cTp.
142-144

ITopsinok npoBeneHus 3aHATHUS:

1. 3anucath HOMEp MPAKTUYECKON pabOThI, TEMY U 1IeNb pabOThI

2. 3anucath KOPOTKO MPEI0KEHHbIE 3a1aHUS

[IpakTryeckas paboTa COCTOUT U3 3a1aHus 1o cocTaieHnio OPJl 1 KOHTPOJIBHBIX BOIPOCOB.

B nauane 3aHsATUS clenyeT NOBTOPHUTH MOPSAOK COCTaBICHHUS M OQOpPMIIEHHS HHPOPMAIMOHHO-
CIPaBOYHOIO AOKyMeHTa «IIpoTokom».

3aganue:

CocraButh mnpoTokon 3acenanus mnpodpkoma AO Capcunckuit JIO3 o HapyumieHHH TpyA0OBOH
JTUCHUIUIMHBI HadanbHUKOM 1exa 3 BummcossiM A.M. IlpucyrctBoBanu unens! npopkoma Manos A.l'.,
Cupopos I'./I., I'nnes C.II. Ilpurnamennsie - qupektop AO Capcunckuii JIO3 Kpusonoros I'.Jl. u 3am.
mupektopa bukypun E.A. Tlo Bompocy BbeicTynun mnpenceaarens npodxoma Cumopos I'.Jl., B cBoem
BBICTYIJICHUH OH JIOJIOKWJI, YTO HAaYaJIbHUK 11eXa 3 HEOJAHOKPATHO HAaXOJAWJICS Ha CBOEM paboyeM MecTe B
HETPE3BOM COCTOSTHUM, NTOKa3bIBasi JypHOU MpUMEp CBOMM NMOAYMHEHHBIM. [Ipeioxkusl 0ObsIBUTH BHITOBOP
BunucoBy A.M. ¢ 3aHeceHHEM B JINYHOE JE€JI0, a MPU NOCIEAYIOLEM HapyIIEHUU TPYAOBON AWCLMIIIMHBI
OTCTPaHUTh €ro OT 3aHMMaeMoW JOJDKHOCTH. Pacmonoxuts Ha oOmem Omanke. Ilogmmte B geno,
OCTaJIbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSTENIBHO.

KoHTpoJsibHbIE BONIPOCHI:
1. Yro Takoe nmpoTokos?

2. dopMBI IPOTOKOIA.
3. PexBu3uThHI O1aHKa IPOTOKOJIA?



Obpasey
HAMMEHOBAHUE OPTAHU3 AL
CripaBo4HbIC JaHHBIE 00 OpraHU3aAINH
(MHIEKC MPEATPUATHS CBSI3U, TOYTOBBIN
aapec, Ne renedona, dakca u T. 1.
OKIIO OKY [I)

IMPOTOKO.I
00.00.0000 Ne 00

MecTo cocTaBiieHUSA

®dopwma 3acenaHus

[Ipencenarens H. O. ®amunus
Cekperapp H. O. ®amunus
[TpucyrcrBoBanu 00 uer. (Yka3pIBalOTCSl HMHHULMAIBL, (aMUWIMH WM [pUIaraeTcs

CIIMCOK MPUCYTCTBYIOUINX B aJI(paBUTHOM IMOPSIKE, CTOIOLIOM).

[ToBecTka nHs:

1. Ilepsoiit Bompoc (dhopmynupoBka). Jlokmamguuk (HAUMEHOBAHUE [OJDKHOCTH, (GaMIIUsL, UMS,
OTYECTBO B POJIUTEIIEHOM TaJICKE).

2. Bropoii Bonpoc (popmynuposka). JJoxnamuuk (oopmieHHE aHATTOTUYHOE).

1. CJIYIIOAJIN:

N. O. ®amunus (B UMEHUTEIHHOM MaJIeXkKe) — KPATKOe WIN Pa3BEPHYTOE U3JI0KEHUE COJepKAHUS
BBICTYIUIEHHS (OT MEPBOTO JIUILIA).

BBICTVYIINJIU:

N. O. ®amunust — uznaraercs cojiep>kaHre BbICTYIUIEHUS (1Tociie paMIINK B CKOOKaX MOXKET ObITh
NPUBEJCHA JOJKHOCTh BBICTYHAIOIIETO).

I[NOCTAHOBUJIN:

1.1. M3naraetcst popMyIMpOBKa MOCTAHOBJIEHUS IO IEPBOMY BOIIPOCY — yKa3bIBaeTcs JecTBUE B
HeomnpeAeneHHo ¢opMme (TOpYyYUTh, OPraHU30BaTh M T. I1.) HCHOJHUTENb (JOJKHOCTHOE JIUIIO,
CTPYKTYpPHOE MOJIpa3/ieieHue), CPOK UCIIOTHEHMS.

1.2. AHanorun4Ho oopmiIsieTcs MyHKT BTOPOW MTOCTaHOBJIEHHUS 110 IIEPBOMY BOIIPOCY.

2. CJIVIOAJIA:

OdopmieHre BTOpOro BONpoca MOBECTKU JHS CTPOUTCS aHAJIOTMYHO IEPBOMY.

[Ipencenarens (moamuce) N.0. ®amunus
Cexkperapp (moamuck) N. O. ®amunus

B neno 00-00 (moamuck)



ITPAKTUYECKASA PABOTA Ne 3

Tema: «O@OPMJIEHUE JOKYMEHTA «AKT»»

Heas paGorbl: cocTaBuTh U OQOpPMUTH JOKyMeHTHI B coorBerctBuu ¢ ['OCT P 6.30-2003
«YHUPUIUPOBAHHBIE CUCTEMbl JOKYMEHTAlUHU. YHHUPHUIMPOBAHHAS CUCTEMa OpraHu3alluOHHO-
pacropsauTeNbHON ToKyMeHTauuu. TpeboBanus K 0hOPMIIEHUIO JOKYMEHTOBY.

B pe3ynbrate 3aHATHS 00y4YarOUIUIiCs TOJKEH 3aKPEMUTh CIAeAYIOUINe 3HAHUS:

- 00 OCHOBHBIX MOHATHAX: LEIH, 33Ja4d M TNPUHIMIBI JTOKYMEHTAIMOHHOTO OO0ecredyeHus
yIIpaBJICHUS;

-0 KJIACCU(PUKAIIMU JIOKYMEHTOB;

-0 TpeOOBAHUSIX K COCTaBJICHUIO U O(DOPMIIEHHUIO JTOKYMEHTOB;

U YMEHUS:

-0bOpMIISITH JTIOKYMEHTALIUI0 B COOTBETCTBHM C HOPMATHBHOM 0a30ii, B T.4. C UCHOJIb30BAaHUEM
MH()OPMALMOHHBIX TeXHOJOTUN ¢ wucnonb3oBanueM 1C JlokymeHTo000poT, Byxranrtepus, YmpasieHue
KaJpaMu.

-ACIIOJIb30BaTh YHU(DUITUPOBAHHBIE (DOPMBI JOKYMEHTOB.

Hopma Bpemenu: 1 yac

OcHamenue pabéouero mecra:

1. I'oCT P 6.30-2003 «YHuumupoBaHHbIe CUCTEMBI JIOKyMEHTAIUH.
YHubunupoBaHHas CUCTEMa  OPTaHU3AIMOHHO-PACHIOPSAUTEILHON  JOKyMeHTauuu. TpeboBaHus K
0 OPMIICHHUIO TOKYMEHTOBY.

2. OO6pa3ibl JOKYMEHTOB

CpencrBa o0yueHnus:

1. TOCT P 6.30-2003 «YHubUIMpPOBaHHBIE CUCTEMBbI JOKYMEHTAIMU. YHHU(PHUIHMPOBAHHAS CUCTEMA
OpraHMU3alMOHHO-PACIOPSAUTEILHON JOKyMEeHTauu. TpeOoBaHus K 0POPMIIEHUIO TOKYMEHTOBY.

2. bacako M.U. JlenonpousBoactBo ([lokymMeHTarimoHHoe o0ecrieueHue ynpasienus): yueonuk/M. 1.
bacaxos, O.U. 3ambitikoBa. — U3a. 6-e, uctp. u nonosH. — Pocto H//1: ®enukc, 2007. — 375, (1) c. — cTp.
150-153

ITopsinok npoBeneHus 3aHATHUS:

1. 3anucath HOMEp MPAaKTUYECKON pabOThI, TEMY U 1IeNb pabOThI

2. 3anucath KOPOTKO NPEIOKEHHbIE 3aJaHUS

[IpakTryeckas paboTa COCTOUT M3 3a1aHus 1o cocTaBieHnio OPJl 1 KOHTPOJIBHBIX BOIPOCOB.

B nauane 3aHsATHS cleayeT NOBTOPHUTH MOPSAOK COCTaBICHHUS M OQOpMIIEHHS HHPOPMAIMOHHO-
CIPaBOYHOTO JOKYMEHTa «AKT»

3aganue:

Odopmure npemioxkeHHble peKBU3UTHI akTa B coorBeTcTBUU ¢ ['OCT P 6.30-2003; camocToSITENsHO
coctaBbTe U ohopmuTe rpud yTBEp>,KACHHS TOJKHOCTHBIM JTUI[OM U TIOJITUCH:

OAO «Crapt» AKT 27.04.2001 Ne 15 O nepenaue nen nHcnekropaMm 1o kagpaMm. OcHOBaHHE: IpUKa3
mupekTopa oT 25.04.2001 Ne 34. CocraBnen komuccueit: [Ipencenarenr — 3am. aupektopa OAO T.M.
Kumuyxk. Unensl komuccun: 1. beiBmmit nacnekrop no kaapam M.M. Kysemun. 2. BHOBb Ha3Hau€HHBIN
nHcniektop no kaapam JLK. IlmckynoBa. .M. Kysemuu cpman, a Iluckynosa JILK. mpuusuia nena mo
JOJDKHOCTH MHCHIEKTOpa 1o kaapam. Ilpu caaue nen ycranosieno: 1. Bee nuunble nena pabotHukoB OAO
HaxoxsaTcs B opsake. 2. Jena mo 1995 r. nepenansl B apxuB; TOKyMeHTHI 3a 1996—1998 r.r. Haxonsatcs B
ManKax-perucrpaTopax; JIMYHbBIE JieJa B IANKax-CKOPOCIIMBATENSX; HOMEHKJATypa el OTCYTCTBYET.
[TpunsTH: 48 TUYHBIX Aen paboTaroIIMX COTPYAHUKOB (CIUCOK MpuUiaraercs), kKaproreku; 15 nem 3a 1996 -
1999 r.r.; onuck gen 3a 1991—1996 rr., nepenaHHbIX B apxuB; neyarb ¢ oTTUCKOM «OAO «Crapt» otnen
kanpoB». [Ipunoxenue: Ha 2 1. B 1 5k3. CocTtaBieH B 2 3k3. 1-# 3K3. — B A€JI0; 2-i 9K3. — UHCHEKTOPY MO
KaJpam.

KoHTposibHBbIE BOIPOCHI:

1. Yro Takoe akt?
2. Kakue TpeboBaHs IPEABSBILIOTCS K COCTABICHUIO M OPOPMIICHHIO aKTOB?



Obpasey

HAUMEHOBAHUE YTBEPXIAIO
OPI'AHU3 AU
CrpaBouHbIe JaHHBIC 00 OpraHU3AIIH PykoBosuTens opranuzanuu
(MHAEKC IPEANPUATHSI CBSI3H, N.0O. ®amunus
MTOYTOBBII
anpec, Ne renedona, akca u T. 1. « » 0000 r.
OKTIO OKY )
AKT
00.00.0000 Ne 00

MECTO COCTABIICHHS
(Kpatkoe conepxanue coObITHS
wi (akra, choOpMyITUPOBAHHOE OTTIIArOJIbHBIM

CYIICCTBUTCIBbHBIM B MMCHUTCIIbBHOM HaILC)Ke)

OcHoBanue:  PacnopsauTenbHbIi, HOPMaTUBHBIN TOKYMEHT WM YCTHOE YKa3aHUE, OCIIYKHUBILIEE
OCHOBAHHUEM I COCTABJICHUSA aKTa

CocraBiieH KOMUCCUEN:

[Ipencenarens: HaumenoBanue nomknoctu, U. O. Gamumnms

YieHbl KOMUCCHH: HaumenoBanue nomxkunoctu, . O. ®amuiunu,
pacnosararoTcs B alnaBUTHOM MOPSIKE

IIpucyrcrBoBanu: Haumenosanue nomxsaocty, M. O. @amunun muy,

MPHUCYTCTBOBABIIMUX ITPU COCTABJICHHUHU AKTA,
pacnoJjirararoTcs B aﬂq)aBI/ITHOM IMopsIAKE

Tekct KOHCTaTI/Ip}/'IOIJ_Ieﬁ yacTu akTa. Onucanue HpOBCI[CHHOﬁ pa6OTH, (bHKCaHHH YCTaHOBJICHHBIX
q)aKTOB; MOTYT COACPKATbCA BBIBOAbBI MW 3aKIIOYCHHUA KOMHCCHUH, KOHKPCTHBIC MPCIAIIOKCHUA.
KOHCTaTI/Ip}IIOH_IaH Y4acTh MOXET OBbITh pa3aciicHa Ha ITYHKTHI.

KommuectBo OK3CMILIAPOB aKTa ONPEACTIACTCA YUCIIOM 3aMHTCPCCOBAHHBIX JIMI WJIM HOPMATHBHBIMU
AOKYMCHTaMH, pCTIIAMCHTUPYIOIUMHU COCTABJICHUC aKTa.

CocraBieH B ABYX 9K3eMILIsIpax:
1-it — xomy (xyna);
2-i1 — komy (Kyna).

HpI/IJ'IO)KCHI/ICI Tekct NMPpUIIOKCHUS, CCIIM OHO €CThb.

[Ipeacenarens (moamuce) H. O. amunus
UneHsl KOMHUCCUU (moamucw) H. O. amunus
H. O. ®amunus

[IpucyrcTBOBaNM

MIPU COCTABJICHUH aKTa (moamucwu) H. O. amunus

. O. ®amnnus



ITPAKTUYECKASA PABOTA Ne 3

TEMA: «O®OPMJUIEHUE UH®OPMAIIMOHHO-CITPABOYHOI'O JTOKYMEHTA
«1JOKJIAJJTHASA 3AIMUCKA»»

Heas pabdoTbl: coctaBuTh W 0ohopMHUTh JOKyMmMeHT B coorBerctBun ¢ ['OCT P 6.30-2003
«YHUUIMPOBAHHBIE CUCTEMBI JOKYMEHTALWHU. YHUQUIMPOBAHHAS CHCTEMa OpraHU3allMOHHO-
pacnopsAUTeIbHON JOKyMeHTauu. TpeOoBaHusl K 0POPMIICHUIO TOKYMEHTOBY.

B pesynbrare 3aHsATHA 00yUYaIOMIUNACS TOJDKEH 3aKPEMHUTh CICAYIONINE 3HAHUS:

- 00 OCHOBHBIX MOHSATHUSAX: II€JIM, 33Ja4yd U MPUHIUIBl JTOKYMEHTAllMOHHOTO oOecreueHus
yIpaBJICHUS;

-0 KJaccu(pUKauu JOKYMEHTOB;

-0 TpeOOBaHUAX K COCTAaBJICHUIO U O()OPMIICHUIO JTIOKYMEHTOB;

U YMEHUSA:

-0OpMIIITh TOKYMEHTALIMI0O B COOTBETCTBUM C HOPMATHUBHOW 0a30#, B T.4. C UCHOJIH30BAHUEM
MH(OPMALIMOHHBIX TeXHONOTUN ¢ ucnonb3oBanueM 1C JlokymentooOopoT, Byxrantepus, YmpasieHnue
KaJpamH.

-HCII0JIb30BaTh YHUDUIIUPOBAHHBIE (DOPMBI TOKYMEHTOB.

Hopma Bpemenn: 1 uac

OcHamenue pado4yero mecra:

1. I'OCT P 6.30-2003 «YHupUIIPOBAaHHBIE CUCTEMBI JOKYMEHTAIMH. Y HU(PUIIMPOBAHHAS CHCTEMA
OpTaHU3aIOHHO-PACHIOPSIAUTENBHON JOKyMEeHTaH. TpeboBaHus K 0(OPMIICHHIO TOKYMEHTOB.
2. OO6pa3ibl JOKYMEHTOB
CpencrBa o0yueHnus:
I. TOCT P 6.30-2003 «YHu¢uumupoBaHHble CHUCTEMBbl JAOKYMEHTAIMH. YHUUIUPOBAHHAs CUCTEMA
OpraHMU3alMOHHO-PACIOPSAUTEILHON JOKyMEeHTauu. TpeOoBaHus K 0POPMIIEHUIO TOKYMEHTOBY.
2. bacakoB M.M. [lenompousBoactBo (JlokymeHTanmoHHoe obecriedeHue ympaBieHus): ydeOHuk/M.U.
bacakos, O.1. 3ambitkoBa. — M3a. 6-¢, ucrp. u gonoid. — Pocros u/Jl: ®enukc, 2007. — 375, (1) ¢. — ctp.
144-146
ITopsinok npoBeneHus 3aHATHUS:
1. 3anucathe HOMEp MPAKTHUUECKOM pabOThI, TEMY U 1ETb PAOOTHI
2. 3anucath KOPOTKO MPEJIOKEHHBIE 3a1aHUS
[TpakTryeckas paboTa COCTOUT M3 3a1aHus 1o cocTaieHnio OPJl 1 KOHTPOJIBHBIX BOIPOCOB.
B Hauane 3aHATHS cleIyeT MOBTOPUTH TMOPSJIOK COCTaBleHUS U OoQopMIIeHUS HWH(POPMAIMOHHO-
CIIPaBOYHOI'O JOKyMEHTA «JloKiagHas 3ammucka
3aganue:
1. CocraBpTe IOKJIAJHYIO 3alMCKy HAYaJbHUKA IUIAHOBO-3KOHOMHYECKOTO OTAENA, PYKOBOJUTEIIO
npennpusaTiss o6 obOecriedyeHUH OTnAena 4YeThIpbMs KoMmmbioTepaMu. OcTajbHble PEKBU3ZUTHI YKaXKHUTE
CaMOCTOSITEIILHO.
2. CocrtaBbTe NOKIAAHYIO 3anmucky Oyxranrepa Tumommnoi W.I1. rmaBHomy Oyxrantepy ¢upmsl «Pyoun»
babuueBy H.II. or 15.09.2000 o npoussenenHoit Tumommuoi W.I1. mpoBepke BBINOJIHEHUS MpHUKa3a
mupektopa pupmer Ne 92 ot 12.01.2000 «O coctossHUM OyXrajTepckoro ydera Ha CTPOMTEIhCTBE 0a3bl
oraeixa B paiioHe OOckoro Mops». B mpuka3ze ObUTM yKa3aHbl KOHKPETHBIE CPOKU JIMKBHAALUU
HEJIOCTaTKOB, OOHapykeHHbIX B sHBape 2000 roma. B moknmagHOW 3ammcke AOMHKHO OBITH OTMEYEHO
BBIMIOJIHEHUE BCEX IyHKTOB IMIpHUKa3a, 3a HUCKIIOUYEHHEM IYHKTOB 00 OpraHu3alud paBHOMEpPHOU
©KeIHEeBHON caauu pabounmu HapsanoB Oyxrantepy. BeigBieno, uto 25 despans 2000 r. 6but0 caaHo
TonbKO 35,2% Bcex HapsinoB. OctanbHble Hapaasl cnanbl 1 mapra. [lo rpaduky cpok ciaud MOCIEAHUX
HapsIoB 3a MPOLUIbIA MECAll YCTAHOBJIEH MEPBOr0 uucia cienyromero Mmecsua. OcTanbHble JaHHBIE
YKaXXUTE CaMOCTOSTENBHO.

KoHTpoJibHbIE BONIPOCHI:
1. KakoBo HazHaueHue UH(HOPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB?

2. Haiite OCHOBHBIE XapaKTEPUCTUKU MH(OPMAaLOHHO-CITPABOYHBIM JIOKyMEHTaM
(oOBsicHUTENTbHAS 3aITUCKA, 3asSBICHUE, TOKJIaTHAS 3aIHUC



HAMMEHOBAHUWE OPI’AHU3AIINN
CrpaBouHbIe JaHHBIE 00 OpraHU3aINH
(MHIEKC TIPSINPHUSITHS CBSI3H, TIOYTOBBIM
anpec, Ne renedona, akca u T. 1.
OKIIO OKVY )

JOKJIAJTHAS 3AITUCKA
00.00.0000 Ne 00
Mecto uzmanus

Obpasey
HanmMmeHnoBaHue AOJDKHOCTH aJipecarta C

BKJIFOYCHUCM HAaMMCHOBAHUS OPraHu3anuu
B AaTCIBHOM IIaZICKE

HN.0. ®amunus

3aroyioBOK K TEKCTY, BEIPaKEHHBIN
OTTJIarO0JIbHbBIM CYHICCTBHUTCILHBIM B
MIPEITIOKHOM TaJIeKe, HAUMHACTCS

¢ npemgora «O»

TekcT cOCTOUT M3 NIBYX YacTel: m3yaraercsi mpolsema, 3aTeM MPUBOISATCS BBIBOABI U MPEIIOKECHHUS.

(He PEKOMCHAYCTCA 3allMCKy HA4YWHATH CJIIOBAMMU: I[OBO)Ky 1o Bamero CBeI[eHI/IH...) Ecmn CBCACHHMUA,
H3JIaracMbI€ B 3aIIMCKEC, OTHOCATCA K OMNPCACICHHOMY OTPC3KY BPCMCHH, KOHerTHOfI Aare, TO 3TO BpEMs

BKJIFOYACTCA B 3aroJiIOBOK.

[Tpunoxxenue, eciu oHO ecTh, opopmirsroT o 'OCT P 6.30-97:
[Tpunoxenue: 1. HauMeHOBaHWE PUIIOKEHHUS, HA ... JIUCTAX, B ... IK3.
2. Bropoe u nocieayromnme npuiIoKeH!uss 0QOpMIISTFOTCS] aHAJIOTHYHO.

HaunmenoBanue JOJDKHOCTH JIkIia,
IMOoATIMCAaBIICTO 3alTUCKY

B neno 00-00

(moamucek) H. O. damumnus



ITPAKTUYECKASA PABOTA Ne 3

Tema: «O®@OPMJIEHUE HH®OPMAIIMOHHO - CIIPABOYHOI'O
JOKYMEHTA «IITMCBMO»»

Leab padoThl: YCOBEPIICHCTBOBATh HABBIKH COCTABJIICHUS U O(QOPMIICHHS JOKYMEHTOB B COOTBETCTBHH C
I'OCT P 6.30-2003 «YHudumupoBaHHbIC CHCTEMBbI JTOKYMEHTAIMH. YHHU(GUIMPOBAHHAS CHCTEMA
OpTraHU3aIMOHHO-PACTIOPSAUTEILHON TOKyMEeHTaluu. TpeboBaHus K OPOPMIICHUIO IOKYMEHTOBY.

B pe3ynbrate 3aHATHS 00y4arOUIUIiCs T0JKEH 3aKPEMUTh CISAYIONINe 3HAHUS:

- 00 OCHOBHBIX TOHSTHSX: IIENIM, 3aJa4d W MPUHIUNBI JTOKYMEHTAIMOHHOTO OOecTeueHus
YIPaBIICHUS;

-0 KJIACCU(PUKAIIMK JIOKYMEHTOB;

-0 TpeOOBAHUSIX K COCTaBJICHUIO U O(OPMIIEHHUIO JTOKYMEHTOB;

Y YMCHUS:

-0OpMIISTh JTOKYMEHTALIUI0 B COOTBETCTBHM C HOPMATHBHOM 0a30ii, B T.4. C UCHOJIb30BAHUEM
WH()OPMAMOHHBIX TEXHOJIOTUH ¢ wmcmosb3oBanueM 1C JlokymeHTo000pOT, Byxranrtepus, YmnpasieHue
KaJ[pamH.

-HCII0JIB30BaTh YHUDUITUPOBAHHBIC (DOPMBI IOKYMEHTOB.

Hopma Bpemenu: 1 yac

OcHamenue pado4yero mecra:

1. TOCT P 6.30-2003 «YuaupuuupoBaHHbIE CHCTEMBI JOKYMEHTAWU. Y HUQUIIUPOBAHHAS CHCTEMA
OpraHM3alMOHHO-PACIIOPSAIUTEIbHOM JOKyMeHTauu. TpeboBaHus K 0OPMIICHHIO TOKYMEHTOBY.
2. OOpa3isl JOKYMEHTOB

CpencrBa o0yueHnus:

1. TOCT P 6.30-2003 «YHupHUIMPOBaHHBIE CHCTEMBI JOKYMEHTAIMH. YHHU(PHUINPOBAHHAS CHCTEMA
OpraHU3aIMOHHO-PACHOPSAUTENBHON JOKyMeHTalu. TpeboBaHus K 0OPMIEHHUIO JOKYMEHTOBY.

2. bacako M.U. JlenonpousBoactBo ([lokyMeHTanmoHHOe obecreueHune ynpasienus): yueouux/M.1.
bacakos, O.1. 3amebinkoBa. — U3a. 6-e, ucnp. u gomnonH. — PocroB v//1: ®enukc, 2007. — 375, (1) c. — c1p.
153-170

HOpﬂ)IOK NMPOBCACHUSA 3AHATHSA:

1. 3anucath HOMep MIPAKTHYECKOH paboThl, TEMY U LIEIb paOOTHI

2. 3anucarb KOPOTKO NPEIOKEHHBIE 3a1aHUS

[IpakTuueckast paboTa COCTOUT U3 3a4aHus 1o cocTaBieHnto OPJ] u KOHTPOJIBHBIX BOMPOCOB.

B Havane 3aHATHS clenyeT MOBTOPUTH MOPSAAOK COCTaBICHUS U OQOpMIIEHHS HHGPOPMAlUOHHO-
CIPaBOYHOrO AOKyMeHTa «IIucemon.

3ananmue:

1. CoctaBpTe NMHCHMO — MpUIJalleHue OOBEAUHEHUsI «IKCIOLEHTP» C MPEAJIOKEHUEM MPHUHATh
y4JacTHe B POCCHUICKOM BBICTaBKE Ha MEXKIYHApOAHOM obmeorpacieBoit sipmapke B r. M3mupe (Typuus),
KoTopas 0ynet nmpoxoauth ¢ 20 HosiOps o 10 gexadbps 2013 roxa M3mupckas sipmapka siBIsieTcsl OJHUM U3
KPYIHEHIINX TOPrOBBIX MEPOIPHUIATUN CTpaH cpeaHero u ommwkHero Boctoka. B Tekcre Hamo ykaszarb, uTo
y4acTue B 9TOU IpMapKe MO3BOJISET IUPOKO MPEACTABUTD DKCIOPTHYIO MPOAYKIHIO OPraHU3aluy, IPOAaTh
HKCIOHATBHl CO CTEHJA, M3YYUTh OCOOCHHOCTH PBIHKA, OOMEHSATHCS C JPYTUMH YYaCTHUKAMH SpMapKu
HAy4YHO — TEXHUYECKOM NH(pOopMalMel 1 3aKJIIOUYUTh BBITOJIHBIE CIIEJIKH.

2. OdopmMuTEe MHUIIMATHBHOE MICHMO, PACTIOJIONKUB PeKBU3UTHI B cooTBeTcTBHM ¢ ['OCT P 6.30-2003:



Hupektopy pexnamuoro arenrctBa «Opa» H.M. Yepkacosy, np. Crpoureneii, 5/2, r. DHck 29.05.2001 Ne
58/03-05. O0 W3roTOBICHHWH W Pa3MEHICHUH PaCTHKKU. YBakaemblii Hukomaii MBanoswu Ilpocum Bac
W3rOTOBUTH U PA3MECTHUTh PACTSIKKY Uepe3 MPOe3Kyro 4acTh 1o yi1. CanoBoit B paiione marasuna «l{Bers» Ha 23
nas (¢ 18 mrons mo 11 aBrycra). Omiaty W3roTOBJICHHSI, pa3MEICHUs U apeHbl rapaHThpyeM. C yBakKEHHEM.
I'enepanbusbiii qupextop U.A. I1aBnoB. AntoHoBa 45-83-98.

KounTpoJibHbIE BONPOCHI:
1. Uto Takoe ciyke0HOe MIUChMO?

2. Kakue TpeboBaHUsS HEOOXOAMMO COOMIOAATH P BEICHUHU TIEPENUCKu?
3. 3HayeHue IeI0BOro nmucbma?



Obpasey

HAMMEHOBAHUWE OPTAHU3 AL AJipecaT: HAUMEHOBAHUE JTOJDKHOCTH
CnpaBouHble TaHHBIE 00 OpraHU3aIuu damunus 1.0. (Bce B 1aTeIbHOM MaEKE)
(MHACKC IPEeANPUATUS CBSI3U, TOYTOBBIN [TouToBbIl HHAEKC, aapec

anpec, Ne renedona, axca u T. 1.

OKIIO OKVY )

00.00.0000 Ne 00
Ha Ne 00 ot 00.00.0000

3aroyioBOK K TEKCTY, (OTBEUaET
Ha Bornpoc «O yeM?», HaYnHaeTCs
¢ npezyiora «O»)

Ecnu TekcT nucbMa COCTOUT U3 BYX U Oosee ad3aleB, TO MUCbMO Ie4aTaercs ¢ 5-ro 3Haka (0T 1-
ro nojoxeHusi Tabynsaropa). Texct 6e3 ab3aleB MOXKET Ie4YaTaTbCsi HEMOCPEACTBEHHO OT JICBOTO Mo (OT
0-ro mosokeHus TabyIsITOpa).

Tekcr mucbMa JODKEH BKIIOYATh TPH CTPYKTYPHBIX DJIEMEHTA: BBOAHYIO 4YacTh, W3JIararouryro
IMOBOA I HAIlMCaHWA IMHCbMA;, JOKa3aTCJIIbHYIO 4YaCTbhb, NPUBOAALIYIO JOBOJAbI, CCbUIKM Ha HOPMATHBHBLIC
JTOKYMEHTBI; 3aKIIFOUUTEIbHYIO YacTh, B KOTOPOH M3JIaraeTcs mpoch0a, coriacue, 0TKas u Ip.

Bo3moxen O6p3THI;II71 MOPAAOK MOCTPOCHHUA IMUCbMA: 3aKIIOYUTCIIbHAA YaCThb HNPUBOAUTCA IICPEI
J0Ka3aTeIbHOU. DTOT MOPSIIOK XapaKTEePEeH LIS MHCEM BBIIIECTOSIINX OpraHU3aINi.

IIpunoxenue: Ha ...J1., B ...9K3.

HanmMeHnoBanne nODKHOCTH
PYKOBOAMTENA (moamuck) H. O. ®amunusa

Bwu3mr:
JIOJDKHOCTB
(moxmucek) N.0O. Gamunus

Ucnonuutens (Gamunusa uiu Gamusus, uMsi, OTYECTBO)
tenedon 000-00-00

B neno 00-00
UIEHTU(DUKATOP OTMeTKa 0 MOCTYIJIEHUH
AIIEKTPOHHON KOTHH JOKYMEHTa B

JOKYMCHTA OpraHu3anuro



ITPAKTUYECKASA PABOTA Ne 4

Tema: «O@POPMJIEHUE PACIIOPAJUTEJBHBIX JOKYMEHTOB
«IIPUKA3, IOCTAHOBJIEHUE, PACIIOPAKEHUE»».

Leas padorbl: coctaBuTh U 0GopMuTh JOKyMeHTH B cooTBerctBUU ¢ ['OCT P 6.30-2003

«YHUPUIUPOBAHHBIE  CUCTEMBl  JIOKyMEHTAIIUU. YHuduimpoBaHHas cucreMa
OpraHU3alMOHHO-PACHIOPSAUTENIBHON JOKyMEHTauu. TpeboBanuss K 0o(opMIeHHIO
JIOKYMEHTOBY.

B pesynbrare 3aHATHS 00yYarOIIUIACS TOJKEH 3aKPETHUTh CIEAYIONINE 3HAHMS:

- 00 OCHOBHBIX MOHATHAX: LENH, 337a4¥ M TNPUHLIMIBI JTOKYMEHTALIMOHHOTO oOecredYeHus
YIPaBJIECHUS;

-0 KJ1acCU(pUKALMU JOKYMEHTOB;

-0 TpeOOBaHMAX K COCTABJICHUIO M O(OPMIICHHIO TOKYMEHTOB;

U YMEHUSA:

-0hOpMJIATH JOKYMEHTAIMI0 B COOTBETCTBUU C HOPMATUBHOM 0a30ii, B T.4. C UCIOJIb30BAHUEM
UHGOPMALIMOHHBIX  TEXHOJNOIMH ¢  ucnoib3oBaHueM 1C  JlokyMeHTOOOOPOT,
byxranrepus, YnpasieHue KaapaMH.

-MCII0JIb30BaTh YHU(PULIMPOBaHHbIE (POPMBI JOKYMEHTOB.

Hopma Bpemenn: 4 yaca

OcHalueHnue paﬁoqero MecTa:

1. I'OCT P 6.30-2003 «YHUPUIUPOBaHHbBIE CUCTEMbI JIOKYMEHTaLlUH.
YHubunmupoBanHas CUCTEMa  OpPTraHU3alMOHHO-PACTIOPSIAUTEILHON  IOKYMEHTALIUU.
TpebGoBanust K 0POPMIIEHUIO TOKYMEHTOB.

2. OO0pa3ipl JOKYMEHTOB

CpencrBa o0yueHnus:

1. I'OCT P 6.30-2003 «YHUGUIMPOBAHHBIE CUCTEMBI JIOKYMEHTAL1H.
YHuuuupoBaHHas CUCTEMa  OpPraHU3ALlMOHHO-PACIOPSAUTEILHON — JIOKyMEHTAlIUU.
TpeboBanus K 0(OPMIIEHUIO TOKYMEHTOBY.

2. bacakoB M.N. J[lenonpousBoactBo (/lokymeHTalnnoHHOE oOecnedyeHrne YNpaBICHHUS):
yueOHuk/M.U. bacakos, O.W. 3ameinkoBa. — U3a. 6-e, ucnp. u gononx. — Pocros H//1:
®enukc, 2007. — 375, (1) c. — cTp. 135-141

IHopsinok npoBexeHust 3aHATHS:

1. 3anucath HOMep IPAKTHUYECKOH pabOoThl, TEMY U LIEIb pabOTHI

2. 3anucaTb KOPOTKO NPEIOKEHHBIE 3aaHUS

[IpakTiueckast paboTa cCOCTOUT U3 3a4aHus 1o cocTaBieHnto OPJ] u KOHTPOJIBLHBIX BOMPOCOB.

B Havane 3aHATHS clenyeT IOBTOPUTH MOPSAJOK COCTaBICHUS UM OGOpMIICHUS
PacCHOpPSIIUTENBHBIX JTOKYMEHTOB - IIPUKA30B, PACIIOPSKEHUIN, TOCTAHOBIICHNM.

3ananue:

CocraBpTe TMpHUKa3 IO OTKPHITOMY aKIMOHEpHOMY ooOmecTBy «HoBocubupckuii 3aBon
XMMKOHIICHTPATOB» 00 yTBEpKIECHHUM WHCTPYKIMHM 110 JEJIONPOM3BOJACTBY Ha 3aBojue. B
KOHCTAaTUPYIOIIEH YacTM YKAKHUTE, YTO B COOTBETCTBUM ¢ TUNOBOM HMHCTPYKIMEW MO
JIeTIOTIPOM3BOACTBY B MHHHCTEPCTBAX, BeAOMCTBax Poccuiickoil Qenepanuu, yTBepKIESHHON
pacniopspkenrem IlpaBurtensctBa Poccuiickoit deneparuu ot 24.06.1992 Ne 1118-p, u ¢ I'OCT P
6.30-2003 xanuensipueil 3aBoga pazpaboTaHbl MOPSAJOK MPOXOXKACHUS JOKYMEHTOB M CTaHAAPTHI Ha
OpPraHMU3alMOHHO-PACIOPSAUTEIBHYIO JOKYMEHTAlul. B  pacnopsauTeNbHOM 4YacTH  YTBEPAMTE
MHCTPYKIIMIO M TIOPYYHMTE 3aBEAyIOLICH KaHIensipueld o00ecrneunTbh METOAMYECKOE PYKOBOJCTBO



OpraHu3anyell JeNOoNpOU3BOJACTBA HAa MPENNPUATHU U YCTAHOBUTH KOHTPOJbL 3a COONIOEHUEM
TpeOOBAHUI UHCTPYKILUH, OCTAJIbHbIE PEKBU3UTHI YKaXKHUTE CAMOCTOSTEIBHO.

KoHTpoJibHbIE BOIPOCHI:

=

KakoBbl OCHOBHBIE (DYHKIIUU PACTIOPSIUTENBHBIX JOKYMEHTOB?

[lepeuncnure cTaauu MOATOTOBKU PACHOPSAIUTEIbHBIX JOKYMEHTOB.

3. Ilpuka3. IlousTue M BUIBI MPHKA30B. 3HAUYCHHE, CTPYKTypa M COACpKaHHE IpHKaza IO
OCHOBHOI1 J1€ATEIbHOCTH.

N



Obpasey
HAMMEHOBAHUE OPTAHU3 AL
CripaBo4HbIC JaHHBIE 00 OpraHU3aAINH
(MHIEKC MPEATPUATHS CBSI3U, TOYTOBBIN
aapec, Ne renedona, dakca u T. 1.
OKIIO OKY [I)

IIPUKA3
00 00.0000 Ne 00
MECTO COCTaBJICHHUS

3aroyIoBOK K TEKCTY HAaUMHAETCS
C MPEJIOTa «0», OTBEYAET Ha BOIIPOC «O YeM»

B koHcraTupylomeil YacTh U3NAraloTcs OCHOBAaHHUA, €M, MOOYIUBIINE PYKOBOJCTBO
OpraHu3alMy W3JaTh IMpuKa3. B  HEKOTOphIX choydasx, KOrJa OCHOBAHHUS  OYEBHJIHBI,
KOHCTaTHPYIOIIasi 4YacTb OIycKaeTcs. PacmopsimurenbHas 4acTh HayMHAeTcs CO  CJIOBa
[TPUKA3BIBAIO:

1. B Hauane myHKTa MPUBOJUTCS HaUMEHOBaHUE JOJHKHOCTH uctonHutens, ero @. 1.0., unmn
HAaMMEHOBAHHME CTPYKTYPHOTO ToOjpasneieHus (B IaTeIbHOM TMaJexe), 3aTeM YETKO H3JIaraeTcs
coJlep)KaHue TMpeajiaraeMbIX JeWCTBUN (HAYMHAEeTCS C TJaroja HeomnpeaeneHHoW (GOopMbl) U
YKa3bIBAETCSI CPOK MCTIOTHEHUS.

2. CrpykTypa MOCIEOyIOIIMX MYHKTOB aHamoruyHa. IIyHKTBI MoOryT pa3OuBaThCs Ha
noAnyHKThI (1.1, 2.3 u 1. 1.). B oTaeapHBIX CiIyUyasx TEKCT MOKET MPECTABIATHCS B BUE TaOIUIIBI.

3. B mocnenHeM mNyHKTe NpHKa3za MPUBOJUTCS yKa3aHWE O KOHTPOJIE 3a HCIOJIHEHHEM
npuka3a: KoHTpoib 3a UCTIOTHEHHEM TpHKa3a BO3JIOXKHUTH HA... (yKa3blBaeTcs JAOKHOCTH, D.1.O.
WJIM HAUMEHOBAHWE CTPYKTYPHOTO TTOIPA3/ICTICHNUS ).

HanmMeHnoBanne nODKHOCTU
PYKOBOAMTENA (momuce) H. O. damunug

Bu3bl 3auHTEpECOBaHHBIX JIHI]
JIOKHOCTH

noanuck U. O. pamumus
00.00.00

Ucnonuutens (Gamunus unu amunust, Ums, OTuecTBo)

tenedon (000 00 00)

B nemo 00-00 (moamuck)

UICHTU(PHUKATOP
3JIEKTPOHHOU KO
JIOKyMEHTa



INPAKTUYECKHUE PABOTDBI Ne 5
JAE/IOBAA CUTYALIHA: OPOPMJ/IEHHUE HA PABOTY.

Leanb paGoThI: YCOBEPIICHCTBOBATh HABBIKM COCTABIICHHS M O(GOPMIICHHS JTOKYMEHTOB B COOTBETCTBHUU C
I'OCT P 6.30-2003 «YHupHUIMPOBaHHBIE CHCTEMBl JOKYMEHTAlUH. YHUHUIMPOBAHHAS CHCTEMA
OpraHu3aIMOHHO-PACHIOPSAUTEIBHOM JOKYMEeHTAIH. TpeOGoBaHus K 0POPMIICHHIO TOKYMEHTOBY.

B pesynbrare 3aHsATHA 00yUYaIOMIUNACS TOJDKEH 3aKPEMHUTh CICAYIONINE 3HAHUS:

- 00 OCHOBHBIX MOHSTHSAX: LEJIH, 33Ja4¥ ¥ TNPUHIHMIE JIOKYMEHTAIIMOHHOTO OO0ECIIeYCHUs
yIpaBJICHUS;

-0 KJIACCH(DUKAIIMHA JIOKYMEHTOB;

-0 TpeOOBaHUAX K COCTAaBJICHUIO U O()OPMIICHUIO JTIOKYMEHTOB;

U YMEHHUS:

-0OpMIIITh TOKYMEHTALIMI0O B COOTBETCTBUM C HOPMATHUBHOW 0a30#, B T.4. C UCHOJIH30BAHUEM
MH(OPMALIMOHHBIX TeXHONOTUN ¢ ucnonb3oBanueM 1C JlokymentooOopoT, Byxrantepus, YmpasieHnue
KaJpamH.

-HCIOJIb30BaTh YHU(DUIIUPOBAHHBIC (DOPMBI JOKYMEHTOB.

Hopma Bpemenn: 4 yaca

OcHamenue pado4ero mecra:

1. TOCT P 6.30-2003 «YHupuuupoBaHHbIC CHUCTEMBl JOKYMEHTAIMH. YHUMUIIMPOBAHHAS CUCTEMA

OpraHU3aIOHHO-PACTIOPSAUTEIBHOM JOKyMEeHTAIK. TpeOoBaHus K 0OPMIICHHUIO TOKYMEHTOB).

2. O6pa31sl JOKYMEHTOB

CpeacrBa 00yueHus:

1. TOCT P 6.30-2003 «YHupuuupoBaHHbIC CHUCTEMBl JOKYMEHTAIMH. YHUMUIIUPOBAHHAS CUCTEMA

OpraHU3aIOHHO-PACTIOPSAUTEIBHOM JOKyMEeHTAIK. TpeOoBaHus K 0OOPMIICHHUIO IOKYMEHTOB).

2. bacakoB M.M. JlenonpousBoactBo (/lokymeHTanmoHHoe obecrieueHue ynpaBieHus): ydeOHuk/M.U.

bacakos, O.1. 3amebinkoBa. — U3a. 6-e, ucnp. u gomnonH. — PocroB v//]: ®enukc, 2007. — 375, (1) c. — c1p.

172-191

Ilopsiiok npoBeaeHUs 3AaHATHA:

1. 3anucatb HOMEp MPAKTUYECKON pabOThI, TEMY U 1IeNb pabOThI
2. 3anucath KOPOTKO MPEJIOKEHHBIE 3a1aHUS
[TpakTryeckas paboTa COCTOUT M3 3a1aHus 1o cocTaieHnio OPJl 1 KOHTPOJIBHBIX BOIPOCOB.
B nmaugane 3angarns CJICOYCT IMOBTOPHUTH IMOPAAOK COCTABJIICHHUA U O(l)OpMJ'IeHI/ISI JOKYMCHTOB 110 JIMYHOMY
COCTaBY HPEANPUATHS (OpraHU3aLMN).
3aganue:

CocTaBuTh NpodeccHOHANBHOE PE3IOME.
Hanwucare aBro6uorpaduio.
CocTaBuTh 3asBJICHHUE O pUeMe Ha padoTy.
HcnonHuTh HE0OXO0MMbIE BU3BI HA 3asBICHUH.
Hanoxuts pe3onionuio pyKoBOAUTENS MPEANPUATUS Ha 3asBJICHHE.
Pa3paboTark npoeKT TpyA0BOrO JOrOBOpA.
CocTaBuTh IpUKa3 0 3a4UCICHUHN Ha pabOTy B COOTBETCTBYIOIEE MOIpa3iesieHue, C OMPeIeIeHHOIO
qucia, C ONpPENeNEHHBIM MCIBITaTeIbHBIM CPOKOM, C YCTAHOBJIEHHEM YPOBHS OIUIAThl TPYJZla COTJIACHO
JTUYHOMY 3asIBJICHUIO, BU3aM U PE30JIIOLIMY HAa HEM U TPYAOBOMY JIOTOBOPY.
8. CoctaBuTh Ha ce0sl XapaKTEPUCTUKY OT JIUIa PYKOBOJIUTEIIS.

NogakrowhE

KoHTpoJsibHbIE BONIPOCHI:

1. Kakue BuaBI JOKYMEHTOB OTHOCSITCSL K IOKYMEHTALIUHU T10 JINYHOMY COCTaBy?

2. Kakne moKyMeHTHI IpeIbsBISIOTCS TP opopMiIeHHH Ha paboTy?

3. Kakue TpeboBaHus IPEIBIBISIFOTCS K COJEPKAHUIO U 0(POPMIIEHHUIO TPYAOBOTO A0roBopa?
4. Kakue TpeOoBaHUs IPEABSBISIIOTCS K COCTABICHUIO ¥ O(DOPMIICHUIO XapaKTEPUCTHKN?

5. Kakue cocTaBHBIE 2JIEMEHTBI U PEKBU3UTHI IOJKHBI OBITH OTPaXKEHBI B aBTOOHOrpadum?



Obpasey

Pesrome

D.N.0.

JHata poxneHus:
Anpec:
Tenedomn:

On. mouTa:

[Toxenanus xk Oyaymieit padbore

JomKHOCTB:
3aprmiara:

OnbIT padoTHI

IMocnennee mecto pabOTHI:

I'ozbl paboThI:

Bama n0omxHOCTS:

JIOKHOCTHBIE 00S3aHHOCTH H, €CIIU €CTh, TOCTIKECHHS:

[peanocneanee Mmecto pabOTHI:
Toxer paboTsr:

Bama JOJIDKHOCTB!
I[OJ'DKHOCTHHG 00513aHHOCTH H, €CJIM €CTh, JOCTHXKCHUA:

O6pazoBaHnue

Toxp! yueOst:
VuebHoe 3aBeIeHuE:
CrienaibpbHOCTE:

[ToBbimenne KBaTHPUKAITUN:

[IpodeccrnonanbHbIC HABBIKH

I[OHOJIHI/ITGJH)HI)IG CBCICHUA



(HAMMEHOBAHUE NPEIPUATHSA)

(®.1.0. pyxoBoauTEs)

(dbamuust, UMs1, OTUYECTRBO)
Anpec

3ASABJIEHUE

[Ipomry npuHATH MEHA C "
10 COBMECTHUTEINICTBY) Ha JIOJKHOCTh

20 1. Ha pabory (ocHOBHas /




Obpasey

TPYJOBOU KOHTPAKT

JlaTa Ne
[Ipeanpusitre (opraHu3arus)

(HaMEHOBaHHKE)
B JIMIIE ,

(momxkHoCTh, ®. U. O.)

nMeHyemoe B ganbHenieM «lIpennpustue», n ,

(®H1.0.)
UMEHYeMbId B JanbHelieM «PaOoTHUK», 3aKIOUYMIM  HACTOSAIIMM KOHTPAKT O
HUKECIIENYIOIIEM:
1. PaGoTHUK

(®.11.0.)

MIPUHUMAETCS Ha padboTy

(HauMEHOBaHUE CTPYKTYPHOTO TOPA3ICIICHNS)

1o podeccuu, J0JHKHOCTH

(TonIHOE HaMMEHOBaHKE MPO(ECCUH, TODKHOCTH)

KBaJIU(DUKAITUH

(pa3psin, kBanu(UKaIMOHHAS KATCTOPHS)
2. KOHTpaKT sIBIsAETCS: JIOTOBOPOM I10 OCHOBHOM paboTe
JIOTOBOPOM IO COBMECTUTEIIbCTBY
3. Bun xoHTpakra:
Ha HEOIpeeICHHBIN CPOK (OeCCPOUHBIiN)
Ha OMPENICIICHHBIN CPOK

(YKa3aTh IpUUUHY 3aKITI0YEHNS CPOTHOTO KOHTPAKTA)
Ha BPCM: BBIIIOJIHCHUA OHpeI[CJIeHHOﬁ pa6OTBI,

(yka3aTh, Kakoii)
4. Cpok neicTBUSI KOHTPAKTa:
Hayayo paboThI
OKOHYaHHE PabOThI

5. Cpok UCTIBITAHMUS: a) 6e3 HermbITaHMs
0) (TPOAOIKUTEILHOCTD HCITBITATEILHOTO CPOKA)

6. PaGOTHHK JJOJKEH BBIMOJHATH CJICAYIONINE O0SI3aHHOCTH:

YKa3bIBAIOTCSI OCHOBHBIE XapaKTEPHCTUKH
paboThl ¥ TPeOOBAHHS K YPOBHIO HX BBINOJ-

HEHHS: TI0 00BbeMy MPOU3BOJCTBA (PaboT),
KaueCTBY BBIMYCKaeMOU MPOAYKIHHU (Ka4eCTBY
(oOcnyxuBaHuUsI), COOIIOICHUIO IPABHUII 11O
OXpaH€ TpyAa, BBINTOJIHEHUIO CMEXHBIX

paboT B 1esIX 0OecrnedeH s B3anMO3aMeHsIEMOCTH
WJIH JICJIAeTCsI CChIJIKA Ha COOTBETCTBYIOIIUE

MyHKTbI JOJDKHOCTHOH HHCTPYKIHH

[Ipu coBmemennu npodeccuii ( pador),
BBITMIOJIHEHHN CMEXHBIX ONeparni

JlaeTcs TepeyeHb 3THX PabOT U UX 0OBEMBI.

7. Tlpeampusitue o00s3aHO OpraHW30BaTh TPyJ paOOTHUKA, CO37aTh YCJIOBHS IS
6e3omacHoro u 3(pGEeKTUBHOTO TPynaa, 00OpyAoBaTh paboyee MECTO B COOTBETCTBHH C
MpaBWJIaMHd OXpaHbl TPyJda W TEXHUKH OE30MMAaCHOCTH, CBOEBPEMEHHO BBIIIAYNBATH
00yCJIOBIIEHHYIO KOHTPAKTOM 3apa0OTHYIO ILIATY.

VKa3bIBaIOTCST KOHKPETHBIE MEPHI 10
OpraHU3alUK IPOU3BOICTBEHHOTO MpoIecca,
000pyIOBaHUIO pabOYEro MeCcTa, MOATOTOB-
K€ U TOBBIIICHHUO KBaTM(UKanuu paboTHHKA
U CO3IaHUIO JAPYTUX YCIOBHH TPy/Ia.

8. O6s3annoctu Ilpennpusarusa mo obecrneueHUIO yCIOBUN pabOThl Ha pabodeM MecTe C




yKa3aHHEM JOCTOBEPHBIX XapaKTEPUCTUK, KOMIICHCALMH U JbIOT PaOOTHUKY 3a TSKEIbIE,
0c000 TspKenmble paboThl M paboThl C BPEOHBIMU, OCOOO BPEIHBIMU WM OMACHBIMHU
YCIOBUSMM TPYyZa:

9. OcobenHoCTH pekuMa pabouero BPeMEeHH:
HETIOJHBIN paboyuil JeHb
HernoJiHasg paboyast Hees
noyacoBas pabota
10. PaGoTHUKY ycTaHaBIMBAETCS-

JIOJDKHOCTHOM OKJIaf (TapudHas cTaBKa) pyO. B MecsIl Win pyo.
3a 1 yac paboTHI,

Haj0aBKa (Jor1aTa U IPYTHUe BHITIIATHI)

(ykasaTh BU JOIUIAT, HAJI0ABOK)
py0. (B % K cTaBKe, OKJIALy).
11. PaGoTHUKY ycCTaHaBIMBAETCS €XErOAHBIA OTIYCK HPOJOJKUTEIBHOCTBIO: OCHOBHOM
pabounx THEH;
JOTIOJIHUTEIIbHBIN paboyux HEH.
12. Hpyrue  ycnoBuss ~ KOHTpPAKTa, CBS3aHHBIE  CO cneuudukoil  Tpyna

13. FOpuanueckue aapeca U NOAMUCH CTOPOH
[Ipennpusitue Pa6oTHux
Anpec

[TactiopTHBIE NaHHbBIE
Tenedon

JIOKHOCTB

[lommice . O. ®amunug Iloamce H. O. damunus
M.IIL.



VauduuunposanHas popma Ne T-1
VYrBepxkaena [locranosnenuem ['ockomcrara Poccun
ot 05.01.2004 Ne 1

Kon

®opma o OKY ] 0301001

o OKITIO

(HauMEHOBaHUE OpPraHU3aluy)

Howmep nokymenTta | JlaTa coctaBieHus

IIPUKA3
(pacnopsizkenme)
0 npueMe padOTHUKA HA padoTy
JlaTa
IIpunsate Ha padoTy c
110

TabenpHBIA HOMED

(bamuust, uMs1, OTYECTBO)

B
(cTpyKTYpHOE mojpaseneHue)
(OKHOCTS (CHIENHUANBHOCTE, Ipodeccust), pa3psi, Ki1ace (KaTeropsl) KBaauhHKaum)
(ycnoBus nprieMa Ha padboTy, XapakTep paboThI)
¢ TapudHOi cTaBKO# (OKIaI0M) pyoO. KOTI.
(undpamm)
Ha/10aBKOM pyo. KOTI.
(acpanir)
C UCTIBITAHUEM Ha CPOK Mec;{ua(eB)
OcHoBanue:
Tpynosoii forosop ot ” 20 r. Ne
PyKOBOZ]I/[Te.]'Ib OpraHusanuu
(OIKHOCTB) (JIMYHAst TOAIKCH) (pacumpoBKa MOAMKICH)
C npuxa3oMm (pacnopsizkeHHeM) paGoTHHK 03HAKOMJIEH «“ ? 20 r.

(JTMYHAS TTOIIKCH)
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ITPAKTUYECKAS PABOTA Ne 6

Tema: OPTAHU3ALIUA JOKYMEHTOOBOPOTA

«eapb padoTbI: cocTaBUTh U 0hopMuTh T0KyMeHTHl B cooTBeTcTBUU ¢ 'OCT P 6.30-2003

B pe3ynbrate 3aHATHS 00y4YarOUIUIiCs TOJKEH 3aKPEMUTh CIASAYIONINe 3HAHUS:

- 00 OCHOBHBIX MOHATHAX: LENH, 33Ja4M M TNPUHIMIBI JTIOKYMEHTAIMOHHOTO OO0ecredYeHus
YIPaBIICHUS;

-0 KJIACCU(PUKAIIMU JIOKYMEHTOB;

-0 TpeOOBAHUSIX K COCTaBJICHUIO U O(OPMIIEHUIO JTOKYMEHTOB;

U YMEHUS:

-0bOpMIISITh JIOKYMEHTALIUI0 B COOTBETCTBUM C HOPMATHBHOM 0a30ii, B T.4. C UCHOJIb30BAaHUEM
MH()OPMALIMOHHBIX TEXHOJOTUN ¢ wucnonb3oBanueM 1C JlokymeHToo00poT, Byxranrtepus, YmpasieHue
KaJ[pamH.

-ACIIOJIb30BaTh YHU(DUITUPOBAHHBIE (DOPMBI JOKYMEHTOB.

Hopma Bpemenn: 2 yaca

OcHamenue padoyero mecra:

1. I'OCT P 6.30-2003 «YHUGUIHPOBAHHBIE CUCTEMBI JIOKyMEHTAITUH.
YHuuIupoBaHHas CUCTEMa  OPTaHHU3AIMOHHO-PACTIOPSANTEILHON — JIOKyMEHTauu.  TpeboBaHus K
o(opMIICHHIO TOKYMEHTOBY.

2. O0pasibl TOKYMEHTOB

CpencrBa o0yueHnus:

1.TOCT P 6.30-2003 «YHuGUIMPOBaHHBIE CHCTEMBI JOKYMEHTAIMH. Y HU(QUIIUPOBAHHAS CUCTEMA
OpraHU3aIMOHHO-PACHOPSAUTENBHON JOKyMeHTalu. TpeboBaHus K 0pOPMIEHHUIO JOKYMEHTOBY.
«YHU(UIIMPOBaHHbBIE CUCTEMBI JOKYMEHTAMU. Y HU(PUIIMPOBAHHASI CUCTEMa OPraHU3allIOHHO-
pacropsauTeabHON TokyMeHTauuu. TpeboBaHus K 0hOPMIIEHUIO JOKYMEHTOBY.

2. bacakoB M.N. [lenonpousBoactBo (JlokymeHTalMOHHOE OOecredYeHHue YNpaBICHHUS):
yueoHuk/M.U. bacakos, O.W. 3ambikoBa. — W3n. 6-e, ucnp. u nomnond. — Poctos u//l: ®enukc, 2007. —
375, (1) c. — ctp. 192-219

HOpﬂ)IOK NMPOBCACHUSA 3AHATHSA:

1. 3anucath HOMEp IPAKTHUECKOH pabOoThI, TEMY U LEIb paOOTHI
2. 3anucatb KOPOTKO NPEIOKEHHBIE 3aaHUS

[MpakTryeckas pabora coctouT 3 Clieayronmx pa3eioB H TEM:
1. OcHOBHBIEC NIOHATHSA A€JIONPOU3BOACTBA
Ucropus nemonpousBoacTea. HopmaTtuBHO-TIpaBoBas 6aza 1e10mMpon3BoICTBA. Y HUPHUKALIUS U
CTaHJapTHU3AIMs B IeJI0NPon3BoIcTBE. OTBETCTBEHHOCTH 32 OTCYTCTBHUE B OPTaHU3AIMH 00S3aTEIbHBIX
BHJIOB JJOKyMEHTOB.
2. IlonsiTHe ¥ BHJBI IOKYMEHTOB
JokymeHT u ero pynkuuu. Knaccudukarms 10KyMEeHTOB. XapaKTepUCTHKA OCHOBHBIX THUIIOB JOKyMEHTOB.
3. IIpaBuia opopMiIeHUS TOKYMEHTOB
Pazmepst 6ymaru. Pazmepsr noneit. Hymeparnus crpanuir. O6s3arensHbie pekBu3uTh. OdopmileHne aarT,

qrcen, GU3NYECKUX BeTUUMH, MaTeMaTHYeCKUX (Gpopmyit, Tabuu B fokyMmeHTax. CriocoObl UCTIpaBIECHUS B
TOKyMEHTaX.



4. I'padpuk 1OKYMEHT0000pOTA

[TpoxosxaeHHe U TOPSI0K UCTIONHEHHS BXOSIINX, HCXOSIIIUX, BHYTPEHHHUX JOKYMEHTOB. [Topsigok
cocTaBlieHHs rpaduka JOKyMEHTO000pOTa.

5. PeFHCTpaIII/Iﬂ AOKYMEHTOB

[TonsiTue 1 cUCTEMBI peruCTpaIii JOKYMEHTOB. DOpMBI U TTOPSAJIOK PETUCTPALIUU TJOKYMEHTOB.
Opranu3zanys cupaBoYHO-UH(GOPMALMOHHOMN CITY>KObI Ha IPEIPUSITHH.

6. XpaHeHHne JOKYMEHTOB

[ToxroToBka fien K apXxuBHOMY XpaHeHuto. [IpaBuna ¢popmupoBanus u BeaeHus aen. Cpoku XpaHeHHS
JOKYMEHTOB OyXrantepckoro u Hajgorooro yuéra. [Topsiok opopmieHus aen mocTosHHOTO,
JIOJITOBPEMEHHOI'O CPOKOB XpaHEHUS U 110 JInYHOMY cocTaBy. CocTtaBienue onuceit nein. [lopsnok cnauu
JIeJ1 B ApXUB OpraHU3aliy.

7. JokyMeHTHPOBaHHe TPYAOBbIX OTHOIIEHU I

JIOKYMEHTBI, IPEIbSBIISIEMbBIC TIPH 3aKIFOUYCHUN TPYI0BOTO 10ToBOpa. OdopMIICHHE TPYIOBOTO JOTOBOPA.
Odopmrenue npukasa o npueme Ha padboty. OdopmieHue u BeeHre Tpy10Boi KHIKKUA. OdopmieHue
TUYHOTO aena. JJokyMeHTHpoBaHUEe CykeOHOM KoMaHaupoBKu. OdopmieHue oTycka.
JIOKyMEHTHPOBaHKE MPOIecca YBOJIbHEHHMS.

Hepeuenb mem npaKkmudeckKux 3aHamuil

Ha MPAKTUYCCKUX 3aHATUAX CTYACHTHI IMOJIYYar0T KOHCYJIbTAllMU U BBIIIOJHAIOT 3aJaHHsA 110 COCTABJICHUTIO
MEPBHUYHBIX y‘léTHHX JAOKYMCHTOB 110 CJICAYIOIIUM TEMaM:

Tembl NMPAKTUIECCKOI0 3aHATHUA

TpeboBanus K perucrpanuu 10KyMmeHToB. KoHTposb
UCIIOJIHEHUS JOKYMEHTOB.

Homenknartypa fen opranusaiiui.
DKcnepTh3a HEHHOCTH IOKYMEHTOB. XpaHEHUE JOKYMEHTOB

1. CocraBienue rpa(bmca ,Z[OKYMCHTOO60pOTa JIJISL COrJIaCOBAHHOM ¢ ImpenoaaBaTcJicM OpraHuU3alunu.

BrmonuenHbIe 3alaHuA MPECAOCTABIAIOTCA B IMCbMECHHOM BHUJC, C YKA3aHHBIMU COACPKAHUEM U CITUCKOM
HCHOJ’IB3y€M0ﬁ B X04€ pa6OTLI JIATCPATYPBHI.

ITpu cocraBienus rpaduka J0KyMEeHTOO00POTa CTYIEHT JOJDKEH COrflacoBaTh MH(OPMAIIHIO O
MPENNPUATHH C IPETIoAaBaTeeM.



CIIMCOK JIMTEPATYPBI

OcHOBHbBIE HCTOYHUKH:
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