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INOACHUTEJIbBHAS 3AIINCKA

CeromHs COBEpIICHCTBOBAHUE YIPABICHHS TPOHU3BOJCTBEHHO-XO3SIMCTBEHHBIMU CHCTEMaMH,
MOBBIIICHUE YPOBHS OpraHu3aiuu 1 3Qp(OEeKTUBHOCTH YIIPaBICHYECKOTO TPYIa BO MHOT'OM 3aBUCHUT OT
TOT'0, HACKOJIBKO PAIIMOHAIBHO IMOCTABICHO B YUPSKICHHUSIX M HA MPEATIPUATHUSAX JEIONPOU3BOICTBO.

B mocnennee Bpemsi TepMuH «JleI0mpon3BOACTBO» 3aMEHsIET TepMUH «JlOKyMEHTAI[MOHHOE
oOecriedeHre YNPaBICHUS». OTO CBSI3aHO C BHEAPCHHEM HH(MOPMAIIMOHHBIX TEXHOJIOTHH U
KOMITBIOTEPHBIX CHCTEM B 00pabOTKY ympaBlieHYeCKOi HH(OPMALIUH.

JIOKyMEHTallMOHHOE ~ OOecrieueHre YIpaBICHHs — 93TO CHeHU(pUYECKOEe HaIlpaBlICHHUE
JEeSTENLHOCTH TI0 CO3JaHuio, opopmileHH 0, 00paboTKe U XPAHEHUIO JTOKYMEHTOB, BKJIFOYAET B ceOs
BCIO COBOKYITHOCTh pPabOT €O CIY)KCOHBIMH JOKYMEHTaMH B YYPEXKICHHIX, OpPraHU3aIlusaX, Ha
NPEINPUATHSIX U B CyJeOHBIX OpraHax:

- COCTaBJICHUE IOKYMEHTOB;

- perucTparus MoJy4eHHbIX JOKYMEHTOB U JIPYroil KOPPECIOHICHIINY;

- OpraHu3alus ¥ KOHTPOIb UCIIOJTHEHHS,

- (hopMupoOBaHKE HOMEHKJIATYPHI JIC] ¥ CITPABOYHBIX (DOH/IOB;

- DKCIIEPTU3a HAYYHOU U TIPAKTUYECKOH IEHHOCTH;

- XpaHCHHE;

- oOecrieueHre CEKPETHOCTH M COXPAHHOCTH CITY)KEOHOM TaifHBbI;

- iepeiada B apxuB.

Beimonuaenue NPaKTUYCCKUX pabor HaIpaBJICHO Ha:
- 00001IeHHEe, CUCTEeMATH3AIIUI0, YIITYOJICHUE, 3aKPEIJICHUE MOJMYYCHHBIX TEOPETUYECKUX 3HAHHUHN 110
KOHKPETHBIM TeMaM H3y4aeMOU TUCIIUILIHHBI.

- (opmupoBaHHE YMEHHH NPUMEHSATH MOJYYCHHBIC 3HAHWSA Ha MPAKTUKE, PEaM3alldi0 €IMHCTBA
MHTEIUICKTYaJIbHON M MMPAKTHYECKON JICATEIbHOCTH;

- pa3BUTHE UHTE/UICKTYaIbHBIX YMEHUI: aHATUTUHICCKUX, TPOCKTUPOBOYHBIX; KOHCTPYKTUBHBIX H JIP.;
- BBIPA0OTKY IMPH PEIICHUH IMOCTABICHHBIX 33]]a4 TAaKUX, KaK CAMOCTOSTEIIbHOCTh, OTBETCTBEHHOCTD,
TOYHOCTH, TBOPYCCKAst HHUIMATHBA.



ITPAKTUYECKAS PABOTA Ne 1
Tema: «COCTABJIEHUE ®OPMYJISAPA OBPA3LA ®OPMATA A 4»

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

YTJI0BOTO U IIpoosibHOTro 01aHKOB coryiacio ['OCT P 6.30-2003.

B pesynbrare 3aHATHSA 00y4YarOLIUICS JOIKEH 3aKPENUTh CIEAYIOLUE 3HAHUS:

- 00 OCHOBHBIX MOHATHUSAX: LEJIH, 33la4 U IPUHLUIBI JOKYMEHTAllUOHHOIO o0ecneueHus
YIpPaBJICHUS;

-0 KJIaCCU(UKALUU JTIOKYMEHTOB;

-0 TpeOOBaHMUAX K COCTABJICHUIO M O(OPMIICHHIO JTOKYMEHTOB;

U YMEHHUSL:

-0opOpMIIATh  JTOKYMEHTALMI0O B  COOTBETCTBMM C  HOpPMAaTHBHOM 0a3o0if, B T.4. ¢
UCIOJb30BaHUEM MH(OPMAIMOHHBIX TEXHOJOIHiH ¢ wucnosns3oBanueM 1C JlokymMeHTO00OpOT,
byxranrepus, YnpasieHue KaapaMH.

-UCIOJIb30BaTh YHU(UIMPOBAHHBIE (POPMBI JOKYMEHTOB.

Hopma Bpemenn: 4 yaca
OcHamenue padoyero mecra:

1. TOCT P 6.30-2003 «YHuduuupoBaHHble CHCTEMbI JTOKyMEHTALUU. YHU(PHUIHPOBAHHAS CUCTEMA
OpraHU3aIMOHHO-PACTIOPSAUTEILHOM JOKyMeHTauu. TpeOoBaHus K 0POPMIICHUIO TOKYMEHTOBY.
2. W3mepurenbHas JMHElKa, KapaHIalll.

CpeacrBa 00y4eHus:

1. TOCT P 6.30-2003 «YHupuuUpOBaHHBIE CHCTEMbI JTOKYMEHTALUU. YHHU(PHUIMPOBAHHAS CUCTEMa
OpTraHU3aIOHHO-PACTIOPSIAUTENBHON JOKYMEHTAH. TpeOGoBaHMs K O(OPMIICHHIO TOKYMEHTOB.

2. JlokyMeHTallMOHHOe o0ecriedeHre ynpasieHus: yueOHuk u npaktukym st CI10/ H.H.Illysanosa-
M.: YOpaiir, 2020

HOpﬂ)IOK NMpPOBECACHUS 3AaHATHUSA

1. 3anucath HOMEp NIPAKTHUECKON pabOoThI, TEMY U L1€Ib paOOTHI

2. 3anucarb KOPOTKO NPEUIOKEHHBIE 3a1aHUS

[IpakTuueckast paboTa cOCTOUT U3 3aaHus Mo coctaBiaeHno OPJl 1 KOHTPOJIBHBIX BOIIPOCOB.

B Havame 3aHATHSA CleQyeT O3HAaKOMHUTBCS CO CXEMaMH PAaCIOJIOKEHHS PEKBU3UTOB
OpraHMU3alOHHO-PACHIOPSAUTEIBHBIX TOKYMEHTOB ((POpPMYJIsIpbl) YIIOBOTO M MPOJOJIBHOTO OJaHKOB
¢dopmaroB A4.

3ananne:

Ha mucre dopmara A4 m300pa3uTh CXEMbI PACIOJIOKEHUS PEKBU3UTOB U TPAHULBI 30H Ha
dbopmare A4 yriaooro u npoaoibHoro 61ankoB corimacHo 'OCT P 6.30-2003 «YuudwuimpoBaHHbIe
CHUCTeMBI  JOKYMEHTAIlMH.  YHHA(DHUIMPOBAHHAS CHCTEMA  OPTaHH3AI[MOHHO-PACTIOPSAIUTEIIEHOM
nokyMeHTanuu. TpeboBaHus K 0POPMIICHUIO TOKYMEHTOBY.

KoHTpoJibHbIE BONIPOCHI:

1. JaiiTe ompeneneHue MOHATUS «OPraHU3ALMOHHO-pACTIOPAIUTENbHBIA JokyMeHT» (OP/l) u

NPUBEINTE KIaCCU(PUKAIMIO TOTO BUAA JOKYMEHTOB.

[Tepeuncnure cocraB pekBu3utToB OPJ] mo 'OCT P 6.30 — 2003.

UYro Takoe «OJaHK JOKYMEHTa», Kakue BUJbI OJIaHKOB BbI 3HaeTe?

4. Kakue BapuaHTbl pa3MelleHHMs Ha OJaHKe MOCTOSHHBIX PEKBH3MTOB Bbl 3HaeTe? KakoBbl
0COOEHHOCTH MX opopmIIeHUs?

wmn



CXEMBbI PACIIOJIOKEHUSA PEKBU3UTOB TOKYMEHTOB
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Pucynok 1 - Pacniono)xeHne peKBU3UTOB U TpaHUIIbI 30H Ha opmate A4 yrioBoro OjaHKa
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Pucynok 2 - PacmionokeHne peKBU3UTOB M TPaHHIIBI 30H Ha (hopmaTe A4 TPOA0IBHOTO OTaHKa



IHNPAKTHYECKAS PABOTA Ne 2
O¢opMieHne 0CHOBHBIX BUIOB OPraHU3aLMOHHO — PACIIOPAAMTEIbLHbIX
JOKYMEHTOB

Tema: «OPOPMJVIEHUE OPI'AHU3AIIMOHHOI'O JOKYMEHTA
«JOJIZKHOCTHAA UHCTPYKIUA»»

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

B pe3ynbrate 3aHATHSA 00yYarOIUICS TOKEH 3aKPENUTh CISAYIOIINE 3HAHUS:

- 00 OCHOBHBIX MOHATHUSAX: LIEJIH, 3a1a4d U HPUHLUUIBl JOKYMEHTALMOHHOTO O0ecredeHus
yIIPaBJIECHUS;

-0 KJIaCCU(UKALMU JTOKYMEHTOB;

-0 TpeOOBaHMUAX K COCTABJICHUIO M O(OPMIICHHIO TOKYMEHTOB;

U YMEHHUSL:

-0pOpMIIATE  JIOKYMEHTAllMI0O B  COOTBETCTBHM C HOPMAaTHBHOM 0a30f, B T.4. C
UCIOJIb30BaHUEM HH(POPMALMOHHBIX TEXHOJNOTUi ¢ wucnons3oBanueM 1C JlokymMeHTO00O0pOT,
byxranrepus, YnpasneHue Kagpamu.

-ACIOJIb30BaTh YHU(UIMPOBAHHBIE (POPMBI JOKYMEHTOB.

Hopma Bpemenn: 2 yaca

OcHaleHnue paﬁoqero MecTa:

1. TOCT P 6.30-2003 «YHHPHUIUPOBAHHBIC CHCTEMBI JTIOKYMEHTAITHH.
YHubunupoBanHas cuctema OpraHu3alMOHHO-PACTIOPSTUTEIILHOM JOKYMCHTAIHH.
TpeboBanus kK 0HOPMIICHUIO JOKYMEHTOBY.

2. OO0pa3ibl JOKYMEHTOB

CpencrBa 00y4eHus:

1. I'ocCt P 6.30-2003 «YHubUIMPOBaHHbBIE CUCTEMBI JOKYMEHTAIUU.
YHuuuupoBaHHas CUCTEMa OPraHU3alMOHHO-PACIIOPSINTENbHON JOKyMeHTauu. TpeboBaHusa K
o(hopMIIEHHIO TOKYMEHTOB.

2. JlokymeHTanmoHHOEe oOecrieuyeHne ympaBleHus: ydeOHWK u mnpakTukym st CIIO/
H.H.llIysanosa- M.: IOpaiit, 2020

IHopsinok npoBeaeHNs 3aHATHS:

1. 3anmrcath HOMEp MPAKTHUECKOH pabOThI, TEMY U eIb PAOOTHI

2. 3anucaTh KOPOTKO MPEIJIOKEHHbBIE 3aaHUS

[IpakTuueckast paboTa cCOCTOUT U3 3a1aHus Mo cocTaBieHno OPJ] KOHTPOIBHBIX BOMPOCOB..
B nmauase 3apgarus CJICOAYCT MOBTOPUTH HOPAAOK COCTABJICHUA U O(bOpMJ'IeHI/Iﬂ OpraHu3allMOHHOI0
JOKyMeHTa «/{0J>KHOCTHAS MHCTPYKIUSD)

3amanme:

CocTaBUTh  JOMKHOCTHYIO — MHCTpyKIMio  Juis  Oyxranrtepa  3A0  «JIMPA»
[TaBnoBy H.A., mupexkrop ¢upmbr CroupumonoB A.B., ocTambHbIE PEKBU3UTHI YKAKUTE
CaMOCTOSITENILHO.

KoHTpoJibHbIE BONIPOCHI:

1. KakoBsl (yHKIMH OPTaHU3AIMOHHBIX JOKYMEHTOB?

2. OCHOBHBIC BUIBI OPTaHU3AIMOHHBIX JJOKYMECHTOB.
3. KakoBbl TpeboBaHUs K COIEPIKAHUIO U OPOPMIICHUIO HHCTPYKIIUN?



Obpaszey

HAUMEHOBAHUWE OPI"AHU3ALIU VYTBEPXJIAIO
WNHpekc npeanpuaTus CBs3u, PykoBoauTens opranuzanuu
MOYTOBBIN ajpec, N.0.®amnnus
Ne renedona, dakca u T.x. « » L.

JOJDKHOCTHAA NMHCTPYKI WA
T. Ne

Oyxranrtepa
1. OBILME ITOJIOXXEHUA

1.1. Hacrosimas DODKHOCTHAsE WHCTPYKIHMS ONpeaeiseT (YHKIHOHAIbHBIE O00sS3aHHOCTH,
IpaBa U OTBETCTBEHHOCTh Oyxranrepa " " (manee - "opranm3zanusa’).

1.2. byxranrtep Ha3HauaeTcs Ha JODKHOCT M OCBOOOXIAeTCS OT JOJDKHOCTH B
YCTaHOBJICHHOM JICHCTBYIOIIUM TPYAOBBIM 3aKOHOAATEIHCTBOM MOPSAIKE MPUKA30M PYKOBOJIUTEIS
OpTaHU3aIH.

1.3. Byxranarep noguuHseTCS HEMOCPEACTBEHHO OpraHH3aIliH.

1.4. Ha nomxHocTh OyXranrepa Ha3HauyaeTcs JIMLO, UMEIOLIEE:

1.4.1. bByxrantep I kareropuu: Beiciiee mpodeccruoHalbHOEe (IKOHOMUYECKOE) 00pa3oBaHUE U
cTax paboThl B ToKHOCTH Oyxrantepa Il kateropun He Menee 3 JeT.

1.4.2. byxranrep Il kareropuu: Bhiciiee mpodeccuoHanbHOe (IKOHOMUYECKOoe) 00pa3oBaHUE
0e3 npeabsIBICHUS TPEOOBAHUM K CTaXy PaOOTHI WM Cpe/iHee MPOPECCHOHATBHOE (IKOHOMUYECKOE)
o0pa3oBaHMe U CTaX paboTHI B IOJDKHOCTH OyXrajnrepa He MeHee 3 JIeT.

1.4.3. DbByxranrep: cpeaHee mnpodeccroHanbHOe (IKOHOMHYECKOE) oOpa3oBaHue 0Oe3
NpeabsiBIeHUs] TpeOOBaHUN K CTaxy pabOThl WIM CHEHaIbHYI MOJArOTOBKY IO YCTaHOBJICHHOH
porpamMMe M CTaXk padOoTHI 10 YUETy U KOHTPOJIIO HE MEeHee 3 JIeT.

1.5. bByxranTep AOMKEH 3HATH:

- 3aKOHOJATENbHBIC AaKTHl, TIOCTAHOBJICHUS, PpACHOPSDKEHUS, TPUKA3bl, PYKOBOJAIINE,
METOAMYECKHE U HOPMATHBHbIE MaTepHallbl MO0 OpraHU3allu OyXraJTepcKOro yuera MMYIIECTBA,
00513aTENbCTB M XO3SICTBEHHBIX ONEPALNi M COCTABICHUIO OTYETHOCTH;

- (hopMBI U METO/IbI OYXTaNTEPCKOro yueTa B OpraHu3aluu;

- TUTaH ¥ KOPPECTIOHACHITUIO CUETOB;

- OpraHM3aLUIO JOKYMEHT0000pOTa MO yyacTKaM OyXraJTepCKOro y4era;

- TIOPSAZIOK JOKYMEHTaJIhbHOTO O(OPMIICHUS M OTPAXCHHUS Ha cYeTax OyXTalTepcKOoro ydera
orepanui, CBA3aHHBIX C JBM)KEHHEM OCHOBHBIX CPEACTB, TOBAapHO-MaTEpUAIbHBIX IIEHHOCTEH U
JICHEeKHBIX CPEJICTB;

- METO/Ibl 5KOHOMHUYECKOT0 aHaJIN3a X035 CTBEeHHO-(DMHAHCOBO! JEATEIbHOCTH OPTraHU3aliH;

- IpaBHJIa SKCIUTYaTalluy BBIYUCIUTEIHHON TEXHUKH;

- BKOHOMUKY, OPTaHU3AIUIO TPY/a U yIPaBICHHUS;

- PBIHOYHBIE METO/IbI X031 CTBOBAHHUS;

- 3aKOHOJATENILCTBO O TPY/IE;

- MpaBWJIa U HOPMBI OXPaHbI TPYAA.

2. ®YHKIIMOHAJIBHBIE OBA3AHHOCTHU

2.1. byxranrep:

2.1.1. BemmonHsieT paboTy MO BEICHHIO OYXTadTEpPCKOTO ydeTa MMYIIECTBa, 00s3aTeIbCTB U
XO3SIIICTBEHHBIX OIlepaluii (Yy4ET OCHOBHBIX CPEICTB, TOBAPHO-MaTEpUaIbHBIX LIEHHOCTEH, 3aTpaT Ha
MIPOU3BOJICTBO, PEATH3AINIO MPOAYKIIUHU, PE3YIbTATOB XO3HCTBCHHO-(HMHAHCOBOH NEATEILHOCTH,
PpacucCTOB C MOCTABIIMKAMHU U 3aKAa3UUKaMH, a TAKIKC 3a MPCAOCTABJIICHHBIC YCIIYT'U U T.H.).



2.1.2. VyactByeT B pa3pabOTKE H OCYIIECTBJICHHH MEPONPHUATHH, HAMpaBICHHBIX Ha
coboeHre (PMHAHCOBOW AUCIUIUIMHBI M pallMOHATIBHOE HCIIOIB30BaHUE PECYPCOB.

2.1.3. OcymecTBisSIET IPUEM UM KOHTPOJIb NMEPBUYHONU JOKYMEHTAIMU MO COOTBETCTBYIOIIUM
ydJacTKaM OyXraJTepCKOro y4erTa M IMOJArOTaBIMBaET UX K CYETHOH 00paboTKe.

2.1.4. Otpaxkaer Ha cyerax OyXraJTEpCKOro yuyeTa OIepaluy, CBA3aHHBbIE C JBH)KEHHUEM
OCHOBHBIX CPEJICTB, TOBAPHO-MATEPUAIbHBIX LIEHHOCTEN U JCHEKHBIX CPEJCTB.

2.1.5. CocraBnser OTYeTHbIE KaJbKyIALUU CeOECTOMMOCTH MNpPOAYKUUU (paboT, YCiIyr),
BBISIBJIIET MCTOYHHKH OOpa3oBaHUS MOTEPh M HENPOU3BOIAMTENBHBIX 3aTpaT, IMOJATrOTABIUBACT
MIPEJIOKEHUS TI0 UX MPEAYIPEKACHUIO.

2.1.6. Tlpou3BoaUT HA4YUCICHHE M TEPEYUCICHUE HAJIOTOB M COOpPOB B (eaepalibHbBIN,
pPETHOHANBHBI U MECTHBIM OFO/IKETHI, CTPAXOBBIX B3HOCOB B T'OCYJApCTBEHHBIE BHEOIOKETHBIC
couuanbHble (OHIABI, IJIaTe:ked B OAHKOBCKHE YYpEXKIEHHUS, CPEIACTB Ha (UHAHCHpOBaHUE
KaIllMTaJIbHBIX BIOXKEHUH, 3apaO0THOM TUIaThl pabounX M CIy)KAIIKX, IPYTHX BBIIUIAT U IUIATEXKEH, a
TaK)Xe OTYUCIICHHE CPEJICTB HAa MaTepHalIbHOE CTUMYJIMPOBaHUE PAOOTHUKOB OpPraHU3alINU.

2.1.7. OOecneunBaeT pPyKOBOAMTENEH, KPEIUTOPOB, WHBECTOPOB, ayJUTOPOB W JPYTUX
MoJIb30BaTeseil OyXraaTepckoil OTUETHOCTH COMOCTAaBUMOM U JOCTOBEPHOM OyXranTepckoi
nH(pOpMaNKel 0 COOTBETCTBYIONIMM HAIPABJICHUAM (yU4acTKaM) y4eTa.

2.1.8. Pa3pabatpiBaeT pabouuii maaH c4eToB, (GOPMBI IEPBUYHBIX JOKYMEHTOB, IPUMEHSEMbIC
st opopMIIeHHS XO3IUCTBEHHBIX ONEpalni, 0 KOTOPBIM HE MPEITyCMOTPEHBI THIIOBBIE (POPMBI, a
Takxe (POpMbI TOKYMEHTOB ISl BHYTPEHHEH OyXraiaTepcKoi OTYETHOCTH, YUaCTBYET B OIPEICTICHUH
COZICp)KaHUSI OCHOBHBIX NPUEMOB W METOAOB BEACHUS Yy4eTa W TEXHOJOTHMH 00paboTKU
Oyxrantepckoil HHPOpMaIIiH.

2.1.9. VuyacTByeT B TNpPOBEACHHH ASKOHOMHUYECKOTO aHalIM3a XO3SHCTBEHHO-(PHHAHCOBOM
NEeSTeIbHOCTH OpraHU3alliy MO0 JAaHHBIM OYXTalTepCKOTO Y4eTa U OTYETHOCTU B IENSX BBISBICHUS
BHYTPUXO3SIICTBEHHBIX PE3E€PBOB, OCYIIECTBICHUS pPEXKMMa DJKOHOMUU M MEPOIPHUATHH 110
COBEPILLIEHCTBOBAHHUIO JTOKYMEHTOOOOpOTa, B Pa3pabOTKe M BHEAPEHUM HPOTPECCUBHBIX (GopM u
METOJIOB OYXTalNTEepCKOro ydeTa Ha OCHOBE NPUMEHEHHUS! COBPEMEHHBIX CPEACTB BBIUMCIMTEIbHOU
TEXHUKH, B TIPOBEJICHUU WHBEHTAPH3AIMA JEHEKHBIX CpPEACTB M TOBapHO-MaTepHAIbHBIX
LIEHHOCTEMN.

2.1.10. IToaroraBnuBaeT AaHHBIE 10 COOTBETCTBYIOIUM yyacTKaM OyXTajTepCKOro ydera Jyis
COCTaBJICHUS] OTYETHOCTH, CJIETUT 3a COXPAHHOCTBIO OYXTaJITepCKUX JOKYMEHTOB, OhOpMIISET UX B
COOTBETCTBUH C YCTAHOBJIEHHBIM MOPSAKOM JJIS IIEpe/laul B apXHB.

2.1.11. Boinmonuser paboTel 1Mo (HOPMHUPOBAHMIO, BEIEHUIO M XpaHEHUIO 0a3bl JIaHHBIX
OyxranTepckoil nHpopMalnuy, BHOCUT U3MEHEHHUS B CIPABOYHYIO U HOPMAaTHUBHYIO MH(OpMAILHIO,
HCIIONB3YEMYIO TIPH 00pabOTKE JTaHHBIX.

2.1.12. YyacTtByeT B (OpMYIMPOBAHUN FKOHOMHUYECKON MMOCTAHOBKH 33/a4 JMOO OTIENbHBIX
X DOTaloB, pEIIaeMbIX C TOMOIIBIO BBIYMCIUTENBHON TEXHUKU, OIpPEAEseT BO3MOXKHOCTD
MCIOJIb30BAHUS TOTOBBIX MPOEKTOB, AJITOPUTMOB, IMAKETOB MPUKIATHBIX MPOrPaMM, IMO3BOJISIONINX
C03/1aBaTh SKOHOMHUYECKH 00OCHOBAHHBIE CUCTEMbI 00paOOTKH SKOHOMHYECKON MH(POPMAIUH.

3. [IPABA

3.1. byxranrep nMeer nmpaso:

3.1.1. TpeGoBaTh OT pyKOBOJCTBA OPTaHHM3AI[UN OKa3aHUS COACWUCTBUS B UCIOTHEHHH CBOUX
JOJKHOCTHBIX 00S3aHHOCTEH.

3.1.2. IloBbIIaTh CBOIO KBATU(HUKAIIUIO.

3.1.3. 3HaKOMHTBCS C MPOEKTAaMHU PEIIEHUN PYKOBOJCTBA OPraHU3allMM, KACAIOIIUMHUCS €T0
JeSITEIbHOCTH.

3.1.4. [IlpencraBiasiTb Ha PACCMOTPEHUE CBOETO0 HEMOCPEJACTBEHHOTO PYKOBOAUTENS
MIPEJUIOKEHUS 110 BOIIPOCAM CBOEH JAEATEIbHOCTH.

3.1.5. Tlonyuath OT paOOTHUKOB OpraHW3anud WH(POpPMANUIO, HEOOXOIUMYIO IS
OCYILIECTBIIEHUS CBOEH AESITEIBbHOCTH.



4. OTBETCTBEHHOCTb

4.1. Byxrantep HeCeT OTBETCTBEHHOCT:

4.1.1. 3a HCHUCIOIHEHHME WM HEHAJUIeKAIlee MCIOJHCHUE CBOMX OO0S3aHHOCTEH,
MPEeyCMOTPEHHBIX HACTOALICH JOHKHOCTHOW MHCTPYKIIMEH, - B COOTBETCTBUHU C JICHCTBYIOIIUM
TPYJIOBBIM 3aKOHOJATEIHCTBOM.

4.1.2. 3a npaBoHapyLIECHHS, COBEPUICHHbBIEC B IEPUOJ] OCYILIECTBICHUS CBOCH JIESITEIILHOCTH, - B
COOTBETCTBUM  C  JCHCTBYIOIIUM  TPAKJAHCKUM,  aQJIMHUHUCTPATUBHBIM U  YTOJOBHBIM
3aKOHOAATEILCTBOM.

4.1.3. 3a mnpuUYMHEHHE MAaTEePUAIBHOTO YyIiiepda - B COOTBETCTBUH C JEHCTBYIOIIUM
3aKOHOAATEIbCTBOM.

4.1.4. 3a wapymenue IIpaBui  BHYTPEHHEro TpPYIOBOIO  pacropsiika, IpaBHII
MIPOTHUBOMOXKAPHOH 0€30MaCHOCTH U TEXHUKU OE30MMACHOCTH, YCTAHOBJICHHBIX B OpraHU3aIiu.

5. VCJIOBUA PABOTDI

5.1. Pexxum paboTbl Oyxranrepa OImpenensercss B COOTBETCTBUH ¢ [IpaBmiiaMu BHYTPEHHETO
TPYOBOTO PacHopsi/IKa, yCTAHOBICHHBIMH B OPTraHU3AIH.

5.2. B cBs3u ¢ IPOM3BOJICTBEHHON HEOOXOIUMOCTBIO OyXTrajTep MOXKET HAlpaBiIATHCS B
cIryeOHbIE KOMaHAMPOBKH (B T.4. MECTHOTO 3HAYCHU).

Hacrosimas nomkHOCTHAS HHCTPYKIUA pa3pa60TaHa B COOTBCTCTBHUH C

(HauMeHOBaHUE, HOMEP U JaTa JOKYMEHTA)

COI'JTACOBAHO
IOpuckoHcynbT

(moamuce) (®.1.0.)
T.

C MHCTpYKLHMEW 03HAKOMIIECH:

(TromuCE) (®.1.0.)

T.




INPAKTUYECKASA PABOTA Ne2

Tema: «O®OPMJIEHUE ¥ 3AIIOJJTHEHUE YHUO®UIIUPOBAHHON ®OPMbI
OPI'AHM3AIIMOHHOI'O JOKYMEHTA «IITATHOE PACIITMCAHHUE»»

Leab pabdoThbl: HAYYUTHCS COCTABIATH M OPOPMIIATH JOKyMeHT B coorBercTBuu ¢ ['OCT P 6.30-

2003.

B pesynbTare 3aHATHS 00y4arOUIUIACS 1OJDKEH 3aKPENINUTh CIEAYIOIUE 3HAHHS:

- 00 OCHOBHBIX MOHATHUSAX: LIEJH, 3314l U MPUHLUIBl JOKYMEHTALMOHHOTO O0ecredeHus
yIIPaBJIECHUS;

-0 KJIaCCU(UKALMU JTOKYMEHTOB;

-0 TpeOOBaHMUAX K COCTABJICHUIO M O(OPMIICHHIO TOKYMEHTOB;

U YMEHHUSL:

-0pOpMIIATE  JOKYMEHTAllMI0O B  COOTBETCTBHM C HOPMAaTHBHOM 0a30f, B T.4. C
UCIOJIb30BaHUEM HH(GOPMALMOHHBIX TEXHOJNOTUH ¢ wucnoinp3oBaHueM 1C JlokymMeHTO00OpOT,
byxranrepus, YnpasineHue Kagpamu.

-ACIOJIb30BaTh YHU(UIMPOBAHHBIE (POPMBI JOKYMEHTOB.

Hopma Bpemenn: 2 yaca

OcHamenue paboyero Mecra:

1. TOCT P 6.30-2003 «YHHUPUIIUPOBAHHBIC CUCTEMBI JTIOKYMEHTAITUH.
YHupumupoBaHHas CUCTEMa OPraHU3alMOHHO-PACIIOPSINTEIFHON JOKyMeHTaruu. TpeboBaHus K
0 OPMIICHUIO TOKYMEHTOBY.

2. OOpa3Ibl JOKyMEHTOB

CpencrBa o0yueHust:

1. I'oCT P 6.30-2003 «YHHPHUIIPOBAHHBIE CHCTEMBI JOKYMEHTAINH.
YHaudumpoBaHHas CHCTEMa OpraHW3alMOHHO-PACIIOPSIIUTEIbHON JOKyMEHTauH. TpeboBaHus K
0(OPMIIEHUIO TOKYMEHTOB).

2. JlokyMeHTanMOHHOE oO0ecreueHne yrIpaBieHHs: Y4eOHMK U npaktukym mius  CIIO/
H.H.llysanosa- M.: FOpaiit, 2020

HOpﬂ)IOK NMPOBCACHUSA 3AHATHSA:

1. 3anucath HOMep MPAKTHUECKOH pabOoThl, TEMY U LEIb paOOTHI

2. 3anucarb KOPOTKO MPEII0KEHHbIE 3aJaHUs

[IpakTrueckas pabota cocTOUT U3 3aaaHus 1Mo cocTaBieHU0 OPJ] 1 KOHTPOJIBHBIX BOTIPOCOB..
B Hagane 3aHATHA clelyeT MOBTOPUTH MOPSIOK COCTABJICHUS U OPOPMIICHHUS OpPraHU3aIMOHHOTO
nokymenTa «llltatHoe pacnicanue».

®opma mratHoro pacnucanus N T-3 ucnons3yercs st opopmIIeHUsT CTPYKTYPHI, MTATHOTO
COCTaBa W INTATHOW YWCIEHHOCTH OpPTaHU3AIMM B COOTBETCTBHU C €€ JEHCTBYIOIIMM YCTaBOM.
[lItaTHOEe pacnucaHue M3 MEpPeUHs CTPYKTYPHBIX NOJpa3/eleHul, IOJKHOCTEH, CBEAEHUS O
KOJIMYECTBE IITATHBIX €IWHUII, JOHDKHOCTHBIX OKJIaaax, Haja0aBKax U MecIdHOM (OHJIE 3apabOTHOU
matel npeanpusTus. lItaTHoe pacniucanue yTBEp:KAaeTcs NMPUKa30M PYKOBOIUTENSI OpraHU3alun
WJIU yIIOTHOMOYeHHBIM UM JiurioM. Kox dopmer o knaccudpukatopy OKY ] 0301017.

[Topsimok 3anonHeHust

B rpade 4 "KonnuecTBo MTATHBIX €IWHUI" TIO COOTBETCTBYIOIINUM JIOJDKHOCTSIM, JIJIST KOTOPBIX
IpeaycCMaTpUBACTCs COJIepKaHNe HEMOTHON TaTHOW €IMHHUIIBI C YUETOM 0COOEHHOCTEH paboTHI MO
COBMECTUTEIBCTBY B COOTBETCTBHM C JCHCTBYIOIIMM 3aKOHOAATENbCTBOM P®, miratHas eguHuuna
yKa3bIBaeTcs B A0JX, Hanpumep, 0,25; 0,5; 1,5 u 1.1.



3anonuss rpady S "Tapudhas craBka u np." HEOOXOIUMO yKa3aTh MECSYHYIO 3apabOTHYIO
miary mo TapudHoi ctaBke (OKIamy), TapudHOI CEeTKe, MPOIEHTY OT BBIPYUKH, A0JIE WIH MPOICHTY
ot nipuoObLTH, Kodduimenty tpynosoro ydactus (KTVY), koaddunuenty pacnpeneneHus u T.1. B
pyOJIeBOM HCYHCICHUH, B 3aBUCHMOCTH OT CHCTEMBI OIUIATHl TPY/Aa, MPUHITON B OpPraHHW3aIlud B
COOTBETCTBHUH C JIEHCTBYIOIMUM 3aKOHOIaTEIbCTBOM P®D, KOJUIEKTUBHBIMU JOTOBOPaMH, TPYAOBBIMHU
JIOTOBOPaMH, COTJIAIICHUSIMHU U JIOKaJTbHBIMA HOPMATUBHBIMH aKTaMU TTPEITPHUSITHSL.

3anonHss rpadel 6 - 8 "HambaBku" yKka3bIBarOTCS CTUMYJHMPYIOIIME W KOMIICHCAIIMOHHBIE
BBITUTIATHl  (TIpEMUH, JIOTIATBI, TOOIIPUTEIBHBIC BBIIUIATHI, HaJ0aBKH), YCTAHOBJICHHBIC
JeHCTBYIOIUM 3aKoHOAaTenbcTBOM P® (Hampumep, ceBepHble HaJ0aBKW, HAJA0aBKU 32 YUYEHYIO
CTeNeHb W T.J.), a TaKXKe BBEJEHHbIE HAa YCMOTpPEHHE OpraHu3aluu (HampuMep, CBA3aHHBIC C
PEKUMOM WIIH YCIOBUSIMU TPYIa).

Ecnu 3anonnenune opranusamueil rpag 5 - 9 B py0iaeBOM UCUHUCICHUH HEBO3MOKHO B CBSI3U C
MPUMEHCHHEM B COOTBETCTBHH C JICWCTBYIOIIMM 3aKOHOJATENHLCTBOM P® WHBIX CHCTEM OILIAThHI
Tpyna (Hampumep OectapudHas, CMEMIaHHAas MW T.I.) YKa3aHHble Tpadbl 3aloJHAIOTCA B
COOTBETCTBYIOIIUX €IMHUIIAX U3MEPEHUS (HAIIPUMED, B TIPOIICHTaX, KOOPPHUIIHMCHTAX | T.1.).

KoppekTupoBku B IITaTHOE pacIUCaHHE BHOCATCS B COOTBETCTBUU C MPUKA30M PYKOBOJIUTEIS
OpTraHHU3aIMH WU YIIOJTHOMOYCHHBIM UM JIUI[OM.

3amanmue:

CocraBuTth 1mratHoe pacnucanue a\c Ne 3 «Anenymikay. 3aBeayromas - 1, okiaax - 1000 pyo6.,
oyxranrep - 1, okman - 900 py6., metonuct - 1 , oknazg - 800 py6., men.pabotHuk - 1, oxman - 700
py0., Mmy3.pykoBoauTens - 1, oknan - 600 py0., Bocniurarens - 7, okaag - S00 py0., kiagoBmuk - 1,
oknan - 400 py0., moM. Bocutarens - 7, oknan - 350 py0., moBap - 3, oknan - 300 py0., HOUHOM
CTOPOX -2, okyazn - 250 py6. Paitonnsriii koadduuuent - 10%.

KOHTpO.]II)HbIe BOITPOCKHI:

1. KakoBo copepkaHue TOHATHH «CHUCTEMa JTOKYMEHTAlUW», «yHUPHUIMPOBAHHAS
cucrema fokyMmeHtauun»? [lpuBeaure npumepsl yHU(DUIIMPOBAHHBIX CHCTEM JIOKYMEHTALINU.

2. B uem 3akitouaetcs cyTh yHU(DUKAIMK U CTAaHAAPTU3ALUH B JI€JIONPOU3BOJICTBE?

3. XapaktepucTtuka U coctaB gokymeHTa «llltatHoe pacmucanue». Ero HazHaueHue B

KOMIIJICKCE NOKYMCHTAlIUU OpTraHrU3allu.



Yuauduuuposannas gopma Ne T-3
VTBepkaeHa nocraHosiaeHueM I'ockomcraTta
Poccun ot 06.04.01 Ne 26

Kon
®dopma o OKVY]] 0301017
o OKIIO
(HauMeHOBaHUE OpPraHU3aLUm)
Homep noxymeHnTa Hata
IITATHOE PACIIMCAHUE YTBEPXJEHO
Ha ? 20  roma
IIpukas ot * ? 20 romalNe
[ITar B KONMMUYECTBE €/INHHMIL
C MeCSIYHBIM (POHAOM 3apabOTHOMN IIJIATHI
pyOueit
CrpyKTypHOE MOApasieieHHe [podeccus Han6agka, MecsuHblit
(TOKHOCTD) KonuuectBo Oxnan pyo. ¢doHa
IITaTHBIX (TapudHnas cTaBka), 3apaboTHOM [Mpumeuanue
HanMEHOBaHNE KOJ €IMHHIL pyo. IUIaTH,
pyo.
1 2 3 4 5 6 7 9 10

Uroro no nucry

Hroro no noxymeHTy

PykoBoauTenb KagpoBOi CITy>KObI

(moanuce)
I'maBHBII Oyxrantep

(paciudpoBKa MOJIITHCH)

(moanuce)

(paciudpoBKa MOJIITHCH)


http://blanker.ru/




IMPAKTUYECKASA PABOTA Ne 3
Tema: «OO@OPMJIEHUE JOKYMEHTA «IIPOTOKOJI»».

Hear paGorbl: cocTaBuTh W OQPOPMUTH JOKyMeHTHI B cootBerctBuun ¢ ['OCT P 6.30-2003
«YHu(UIUpOBaHHBIE CUCTEMBbl JOKYMEHTAlUHU. YHU(PHUIMPOBAHHAS CUCTEMa OpraHu3alluOHHO-
pacropsAUTENbHON JoKyMeHTauuu. TpeboBanus K 0(hOPMIICHHUIO TOKYMEHTOBY.

B pe3ynbraTe 3aHATHS 00y4YaIOUINIiCs T0JKEH 3aKPENUTh CIASAYIONINe 3HAHUS:

- 00 OCHOBHBIX TOHSITHSX: IIENIM, 33a4d W TNPUHIUNBI JTOKYMEHTAIIMOHHOTO OOecTeueHus
yIpaBICHUS;

-0 KJIACCU(PUKAIIMU JIOKYMEHTOB;

-0 TpeOOBAaHUSIX K COCTaBICHHIO U O(QOPMIICHUIO JOKYMEHTOB;

Y YMCHUS:

-0bOpMIISITh JTIOKYMEHTALIUI0 B COOTBETCTBHM C HOPMATHBHOM 0a30i, B T.4. C UCIOJIb30BAHUEM
WH()OPMAMOHHBIX TEXHOJIOTUH ¢ wmcmosb3oBanueM 1C JlokymeHToo00poT, Byxranrepus, YmpasieHue
KaJ[pamH.

-HCIIOJIB30BaTh YHU(PHUITUPOBAHHBIC (DOPMBI JIOKYMEHTOB.

Hopma Bpemenn: 2 yaca

OcHamenue pado4yero mecra:

1. I'OCT P 6.30-2003 «YHHPUIIUPOBAHHBIE CHUCTEMEI JIOKYMEHTAIIUH.
YHupUIupoBaHHas CUCTEMa  OPTaHHU3AIMOHHO-PACTIOPSANTEILHON  JIOKYMEHTAaMH.  TpeboBaHus K
o(opMIICHHIO TOKYMEHTOBY.

2. OO0pa31bl TOKYMEHTOB

CpencrBa 00y4yeHusi:

1. TOCT P 6.30-2003 «YHUGUIIMPOBAHHBIE CHCTEMBI JIOKYMCHTAIMU. YHUDUIIUPOBAHHAS CHCTEMA
OpraHU3alOHHO-PACTIOPSAUTEIHHON JOKyMeHTaluu. TpeOoBaHus K 0POPMIIEHUIO TOKYMEHTOB.

2. JlokyMeHTaImoHHOe obecrieueHne ynpasieHus: yaeOHuk u npaktukym st CI10/ H.H.11lyBanosa-
M.: IOpaiir, 2020

ITopsinok nmpoBeneHus 3aHATHS:

1. 3anucath HOMep IPAKTHUECKON paboThI, TEMY U L€ paOOTHI

2. 3anucarb KOPOTKO NPEJIOKEHHBIE 3a1aHUS

[IpakTuueckast paboTa cCOCTOUT U3 3a4aHus 1o cocTaBieHnto OP/] 1 KOHTPOJIBHBIX BOMPOCOB.

B Havane 3aHATHS clenyeT MOBTOPUTH MOPSAAOK COCTaBICHUS U OQOpMIIEHHS HH(DOPMAIMOHHO-
CHpaBOYHOrO AoKyMeHTa «I[IpoTokom».

3ananmne:

CocraButh npoTokon 3acemanuss npopkoma AO Capcunckuit 103 o HapylleHHMHM TpyJIOBOM
JUCLUIUIMHBl HauyalbHUKOM Liexa 3 BummcosiM A.U. IlpucyrcrBoBanu uiensl npopkoma VMBanos A.Tl.,
Cupopos I'.Jl., I'une C.II. Ilpurnamennsie - agupexkrop AO Capcunckuii /103 Kpusonoros I'./l. u 3am.
mupextopa bukypun E.A. Ilo Bompocy BwicTynuin mnpeaceaarens npogxoma Cugopos I'.JI., B cBoem
BBICTYIUICHUH OH JIOJIOKWJI, YTO HaYaJbHUK I1eXa 3 HEeOJHOKPAaTHO HaXOJAMJICS Ha CBOEM paboyeM MecTe B
HETPE3BOM COCTOSIHWH, NIOKa3bIBasi TypHOM MPUMEp CBOUM MOJAYMHEHHBIM. [Ipeanoxusl 0ObsSIBUTH BHITOBOP
BwmcoBy AWM. ¢ 3aHeceHueM B JINYHOE JEJI0, a IPU MOCIEAYIOIIEM HapyLIEHUN TPYAOBON AUCIUIUIMHBI
OTCTPAaHUTh €ro OT 3aHUMaeMoil aoipKHOCTH. Pacmonoxuth Ha ob0mem Onanke. [loammTs B jeno,
OCTaJbHbIE PEKBU3UTHI YKAXKUTE CAMOCTOSATEIBHO.

KoHTpoJsbHbIE BONIPOCHI:

1. Yro Takoe mpoTokos?
2. dopMBI IPOTOKOIA.
3. PexBu3uThI O1aHKa IPOTOKOJIA?



Obpaszey
HAMMEHOBAHUWE OPI"’AHU3AIINN
CrpaBouHbIe JaHHbIE 00 OpraHU3aINH
(MHIEKC TPEINPUATHS CBSI3H, TIOYTOBbIH
anpec, Ne renedona, akca u T. 1.
OKIIO OKVYII)

IMPOTOKO.I
00.00.0000 Ne 00

MecTto cocTaBieHHA

®dopwma 3acenaHus

[Ipencenarens . O. ®amnnus
Cekpertapb H. O. ®amunus
[IpucyrcrBoBanu 00 uer. (YKa3pIBarOTCsl WHUIMAIB, (aMWIMM WM TPUIIAraeTcs

CIHCOK MPUCYTCTBYIOMIMX B aI(paBUTHOM HOPSIKE, CTOIOIOM).

IloBecTka nHSA:

1. Ilepsoiii Bompoc (dopmynupoBka). [lokinaguuk (HaMMEHOBAaHUE JIOJDKHOCTH, (aMuius, UM,
OTYECTBO B POAMTEIBHOM IAJIEHKE).

2. Bropoii Bomipoc (popmynupoBka). Jlokmaaunk (opopmMiIeHHE aHATIOTUYHOE).

1. CJIYIIAJIMA:

N. O. ®amunus (B MMEHUTEIHHOM MaJIeXkKe) — KPATKOE WIN Pa3BEPHYTOE U3JI0KEHUE COJACPKAHUS
BBICTYIIJIEHUS (OT MEPBOTO JIULIA).

BBICTYIINJIA:

. O. ®amunusg — u3naraercsi coaep)kaHue BHICTYIUIEHU (Tocie paMuuy B CKOOKaxX MOKET OBbITh
MIPUBE/ICHA JOKHOCTD BBICTYIIAIOIIETO).

ITOCTAHOBUJIN:

1.1. U3naraercs popMynrpoBKa MOCTAHOBIEHUS MO TIEPBOMY BONPOCY — YKa3bIBaeTCs JIEUCTBUE B
HeompeaeneHHol (opMe (MOpyduTb, OPraHU30BaTh M T. I1.) MCIOJHUTENb (JIOJKHOCTHOE JIUIIO,
CTPYKTYPHOE NOJPa3/IeJIEHUE), CPOK HCIIOIHEHHUS.

1.2. AHanoru4Ho opopmiIseTcst MyHKT BTOPOM MOCTAHOBJIEHUS IO IEPBOMY BOIIPOCY.

2. CJIYIIAJIMA:

OdopmiieHrie BToporo Bonpoca MOBECTKH JIHS CTPOUTCS] aHAIIOTUYHO TIEPBOMY.

[Ipeacenarens (moamuck) N.0. Gamunus
Cexperapb (moamuce) H. O. ®amunus

B neno 00-00 (moamuck)



ITPAKTUYECKASA PABOTA Ne 3

Tema: «O@OPMJIEHUE JOKYMEHTA «AKT»»

Leas paGoTbl: cocTaBuTh W 0GOPMHUTH JOKyMeHTHI B coorBerctBuu ¢ [OCT P 6.30-2003
«YHUOGUIHMPOBAHHBIE CUCTEMBI JOKYMEHTAUWHU. YHU(UIMPOBAHHAS CHCTEMa OpraHU3allMOHHO-
pacnopsiAuTeabHON JOKyMeHTauu. TpeOoBaHus K OPOPMIICHUIO TOKYMEHTOBY.

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

- 00 OCHOBHBIX MOHATHUAX: II€JIM, 33Ja4yd U TNPUHIUIBl JIOKYMEHTAllMOHHOrO oOecrneueHus
YIpPaBJIEHUS;

-0 KJaccu(pUKauu JOKYMEHTOB;

-0 TpeOOBaHMUAX K COCTABJICHUIO M O(OPMIICHHIO TOKYMEHTOB;

U YMEHUS:

-0OpMIIATh JTOKYMEHTALIMIO B COOTBETCTBUM C HOPMATHUBHOW 0a30#, B T.4. C UCIOJIH30BAHUEM
MH(POPMAIMOHHBIX TEXHOJIOTHH ¢ ucrmoiab3oBanueM 1C JlokymeHntoobOopor, byxranrepus, YmnpaieHue
KaJlpamH.

-HCII0JIb30BaTh YHU(PUIIUPOBAHHBIE (DOPMBI TOKYMEHTOB.

Hopma Bpemenn: 1 uac

OcHamenue padovero mecra:

1. I'OCT P 6.30-2003 «YHHUPUITUPOBAHHBIC CUCTEMEI JIOKYMEHTAITUH.
YHupuUIupoBaHHas CUCTEMa  OPTaHHU3AIMOHHO-PACTIOPSANTEILHON  JIOKYMEHTAaMH.  TpeboBaHus K
0 OPMIICHHUIO TOKYMEHTOBY.

2. OO0pa31bl TOKYMEHTOB

CpencrBa 00y4yeHus:

1. TOCT P 6.30-2003 «YHUGUIIMPOBAHHBIE CHCTEMbI JTOKYMCHTAIMH. YHU(DUIIUPOBAHHAS CUCTEMA
OpraHU3alOHHO-PACTIOPSAUTENHHONM JOKyMeHTaluu. TpeOoBaHus K 0POPMIIEHUIO TOKYMEHTOB.

2. JlokyMeHTaImoHHOe obecrieueHne ynpasieHus: yaeOHuk u npaktukym st CI10/ H.H.11lyBamnosa-
M.: IOpaiir, 2020

ITopsinok nmpoBeneHust 3aHATHS:

1. 3anucath HOMEp NIPAKTHUECKON pabOThI, TEMY U LIEIb paOOTHI

2. 3anucarb KOPOTKO NPEJIOKEHHBIE 3a1aHUS

[IpakTuueckast paboTa COCTOUT U3 3a4aHus 10 cocTaBieHnto OPJ] 1 KOHTPOJIBHBIX BOMPOCOB.

B Havane 3aHATHS cienyeT MOBTOPUTH MOPSAAOK COCTaBICHHMS U OGOpMIIEHUS HH(POPMALMOHHO-
CIPAaBOYHOTO JOKYMEHTa «AKT»

3aganue:

Odopmute npennoxxkennsie pekBU3UTH akta B cooTBeTcTBUM ¢ ['OCT P 6.30-2003; camocTOsSITeIEHO
cocTaBbTe U 0(hOpMUTE IpU( YTBEPHKACHUS TOJHKHOCTHBIM JTUIIOM U MTOMUCH:

OAO «Crapt» AKT 27.04.2001 Ne 15 O nepenaue nen nHcrekTopaMm 1o kaapaMm. OCHOBaHUE: IPUKaA3
nupektopa oT 25.04.2001 Ne 34. CocraBnen komuccueit: IIpencenarens — 3am. aupektopa OAO T.M.
Kumuyk. YUnensl komuccun: 1. beiBmmii mHcnekTop mo kagpam M.M. Ky3pmus. 2. BHOBb Ha3HaueHHBIN
uHcnekrop no kagpam JLK. IIuckynosa. .M. Kysemun cpan, a Iluckynosa JI.LK. mpunsana pena mo
JOJDKHOCTH MHCTIEKTOpa 1o Kaapam. [Ipu cmaue nen ycranosneno: 1. Bee nuunble gena padotHukoB OAO
HaxoaaTcs B nopsake. 2. [lena mo 1995 r. nepenans! B apxuB; T0OKyMeHTHI 32 1996—1998 r.r. Haxondarcs B
MankKax-perucrpaTopax; JIMYHbIE Jieja B IanKax-CKOPOCIIMBATENsSIX; HOMEHKJIATypa el OTCYTCTBYET.
[TpunATHL: 48 TUYHBIX Je7 pabOTAIOMIMX COTPYAHUKOB (CIHMCOK MpUiIaraercs), kaproreku; 15 nen 3a 1996 -
1999 r.r.; onuce men 3a 1991—1996 rr., nepenanHplx B apxuB; nedatb ¢ OTTUCKOM «OAO «Ctapt» otaen
kazxpoB». [Ipunoxenue: Ha 2 1. B 1 3k3. CocTaBieH B 2 3K3. 1- 9K3. — B J1€710; 2-1 3K3. — MHCIIEKTOPY 110
KaJpam.

KoHTpoJsbHbIE BONIPOCHI:

1. Yto Takoe akt?
2. Kakue TpeboBanyst MPEABIBILIFOTCS K COCTABIICHUIO U OOPMIICHHIO aKTOB?



Obpaszey

HAUMEHOBAHUWE YTBEPXIAIO
OPTAHU3 AL
CnpaBouHbIe TaHHBIE 00 OpraHU3aIuu PykoBoauTens opranu3anuu
(MHAEKC IPEeANpPUATUSI CBSI3H, N.0. ®amunusg
IMOYTOBBIM
anpec, Ne Teneona, axca u T. 1. « » 0000 T.
OKITIO OKVY[I)
AKT
00.00.0000 Ne 00

MECTO COCTABIICHHS
(KpaTkoe conepkaHue COOBITHS
i Qaxra, cHopMyITHPOBAHHOE OTTIIATOIEHBIM

CYIICCTBUTCIBHBIM B UMCHUTCIIbHOM nane;xe)

OcHoBaHue: PaCHOpHﬂHTeHBHBIﬁ, HOpMaTHBHLIﬁ AOKYMCHT HUJIM YCTHOC YKA3aHUC, ITOCITYKHUBIICC
OCHOBAHUEM JJId COCTABJICHUSA aKTa

CocraBiieH KOMUACCHUEN:

IIpencenarens: HanmenoBanwme pomxaoctu, M. O. Gamunns
YeHbl KOMUCCHUH: HaumenoBanue nomkunoctu, . O. @amunuu,
pacroyiararotrcsi B aJipaBUTHOM TTOPSIIKE

[IpucyrcrBoBanu: Haumenosanue gomkaoctd, M. O. ®amunuu nuii,

IIPUCYTCTBOBABILINX IPU COCTABICHUM AKTa,
pacnosararoTcs B anQaBUTHOM MOPSIIKE

TexcT xoHcTaTupytouie yactu akra. OnucaHue MpOBEIECHHOW paloThl, (PUKCAIUS YCTAHOBICHHBIX
(GakTOB; MOTYT COJEpXaTbCsi BBIBOJBl M 3aKIIOUYEHUS KOMMCCHUH, KOHKPETHBIE MPEIOKEHUS.
KoHcratupyromas yactb MOXKeT ObITh pa3/iesieHa Ha MyHKTHI.

KonnuecTBo 3K3eMIUISIPOB aKTa ONpPEAEIAETCS YUCIOM 3aMHTEPECOBAHHBIX JIMII MM HOPMAaTHUBHBIMU
JOKYMEHTaMH, PETIAMEHTUPYIOIIUMH COCTABICHUE aKTa.

CocTaBiieH B ABYX 3K3EeMILISpax:
1-it — xomy (kyna);
2-i1 — komy (Kyna).

[Ipunoxxenne: TeKCT NPUITOKEHMS, €CIIA OHO €CTh.

[Ipeacenarens (moamuck) H. O. dammmust
UneHsl KOMHUCCUU (moamucwu) H. O. amunus
H. O. ®amunus

IIpucyrcrBoBanu

MPU COCTABJICHUU aKTa (monmucwu) H. O. ®amunus

H. O. ®amunus



ITPAKTUYECKASA PABOTA Ne 3

TEMA: «O®@OPMJIEHUE UHO®OPMAIIMOHHO-CIIPABOYHOI'O JOKYMEHTA
«JOKJIAJJHAS SAITUCKA»»

Heabr paborbl: coctaBuTh U odopmuth goKymMeHT B coorBerctBum ¢ [OCT P 6.30-2003
«YHu(UIUpOBaHHBIE CUCTEMBbl JOKYMEHTAlUHU. YHU(PHUIMPOBAHHAS CUCTEMa OpPraHu3aluOHHO-
pacropsAuTeIbHON JOKyMeHTauu. TpeboBaHus K 0OPMIICHUIO TOKYMEHTOBY.

B pe3ynbraTe 3aHATHS 00y4YaIOUINIiCs T0JKEH 3aKPENUTh CIASAYIONINe 3HAHUS:

- 00 OCHOBHBIX TOHSITHSX: IIENIM, 33a4d W TNPUHIUNBI JTOKYMEHTAIIMOHHOTO OOecTeueHus
yIpaBICHUS;

-0 KJIACCU(PUKAIIMU JIOKYMEHTOB;

-0 TpeOOBAaHUSIX K COCTaBICHHIO U O(QOPMIICHUIO JOKYMEHTOB;

Y YMCHUS:

-0bOpMJIISITH JTIOKYMEHTALIUI0 B COOTBETCTBHM C HOPMATHBHOM 0a30ii, B T.4. C UCMOJIb30BAHUEM
WH()OPMAMOHHBIX TEXHOJOTUH ¢ wucnosib3oBanueM 1C JlokymeHTooOO0poT, Byxranrepus, YmpasicHwue
KaJ[pamH.

-HCIIOJIB30BaTh YHU(PHUITUPOBAHHBIC (DOPMBI JIOKYMEHTOB.

Hopma Bpemenu: 1 yac

OcHamenue paGouero mecra:

1. I'OCT P 6.30-2003 «YHupUIHPOBAaHHBIC CHCTEMBI JIOKYMCHTAIUH. Y HU(DUIIMPOBAHHAS CHCTEMA
OpraHU3aIOHHO-PACTIOPSAUTEIILHON JOKYMEHTAIMH. TpeboBaHus K 0OPMIICHHIO IOKYMEHTOB.
2. OO0pa31bl TOKYMEHTOB

CpencrBa 00y4yeHusi:
1. TOCT P 6.30-2003 «YHuGUIUPOBaHHBIC CHUCTEMBl JOKYMEHTAIMH. YHUDUIIUPOBAHHAS CUCTEMA
OpraHU3aLMOHHO-PACHOPSAUTENIbHON JOKyMeHTalK. TpeboBaHus K 0POPMIICHUIO JOKYMEHTOB.
2. JlokyMeHTaMoOHHOE obecrieuenue ynpasieHus: yaeOHuk u npaktukym st CI10/ H.H.IlyBanoBa- M.:
IOpaiit, 2020

ITopsinok nmpoBeneHus 3aHATHS:
1. 3anucath HOMEp NPAKTUUECKOH pabOThI, TEMY U LEIb pabOTHI
2. 3anucaTb KOPOTKO NPEJIOKEHHBIE 3a1aHUS
[IpakTiueckast paboTa COCTOUT U3 3a4aHus 10 cocTaBieHnio OPJ] 1 KOHTPOJIBLHBIX BOMPOCOB.
B Havane 3aHATHSA cleqyeT NOBTOPUTH IOPSAJOK COCTaBICHHS W OQOpMIICHHS HH(OPMAIIMOHHO-
CIPaBOYHOIO JOKYMEHTA «JloKiiagHas 3amucKa»

3ananmne:

1. CocraBbTe MNOKIAJHYIO 3allUCKy HadaldbHHKA IJJAHOBO-DKOHOMHYECKOTO OTHAENA, PYKOBOJIUTEIIO
npeanpusaTis 00 oOecrieyeHuu OTneNna YeThIpbMs KommbioTepamu. OcTallbHble PEKBU3HUTHI YKaKUTE
CaMOCTOSITEIIBHO.
2. CocraBbTe J0KIaAHYI0 3anucky Oyxranrepa Tumomunoi WM.I1. rmaBHOMY Oyxranrepy ¢upmsr «Pyoun»
babuueBy H.II. ot 15.09.2025 o npousBenenHoir Tumommuoit W.I1. mpoBepke BhINONHEHHS NpUKa3a
mupektopa pupmbr Ne 92 ot 12.01.2000 «O cocTostHUM OyXTraaTepcKOro y4yeTa Ha CTPOUTENbCTBE Oas3bl
oraeixa B paiioHe OOckoro Mops». B mnpukaze ObUTM yKa3aHbl KOHKPETHBIE CpPOKU JIMKBHJAALUU
HE/I0OCTAaTKOB, OOHapykeHHbIX B stHBape 2025 roga. B mokiagHoll 3amucke JOMHKHO OBITH OTMEYEHO
BBITIOJTHEHHE BCEX IyHKTOB TIpUKa3a, 3a UCKIIOYEHHEM IIYHKTOB 00 oOpraHu3alud pPaBHOMEPHOMN
©XKEIHEBHOM craun pabounMu HapsaaoB Oyxrantepy. BoisBieno, uto 25 ¢espans 2025 r. ObUIO CAAHO
Tosbko 35,2% Bcex HapsinoB. OctanbHble Hapsanasl caanbl 1 mapra. [lo rpadguky cpok ciaauu MOCIeIHUX
HapsI0B 32 IPOLUIBIA MECAILl YCTAHOBJIEH IEPBOrO 4HMCIa Cleayromero mecsua. OcTalbHbIE JaHHBIE
YKaKHUTE CaMOCTOSITENBHO.

KoHTposbHbIE BOIPOCHI:
1. KakoBo HazHayeHne nHGOPMaIIMOHHO-CIIPABOYHBIX IOKYMEHTOB?

2. [Hante OCHOBHBIE XapaKTEePUCTUKHU MH(POPMALOHHO-CIIPABOYHBIM JOKYMEHTaM
(oOBsicHUTENbHAS 3aITUCKA, 3asIBIICHUE, TOKJIAHAS 3aITHC



HAVMMEHOBAHUWE OPTAHU3ALIMN
CrnpaBouHBIE JaHHBIE 00 OpraHU3AII
(MHACKC MPEANPUATHS CBSI3U, TOYTOBBIN

aapec, Ne reneona, dakca u T. 1.
OKIIO OKVY )

JOKJIATHASA 3AITUCKA
00.00.0000 Ne 00
Mecto n3nanusa

Obpasey

HanmeHnoBanue JOJKHOCTH azipecara ¢
BKJIFOYEHUEM HAaUMEHOBAHUSI OpraHU3alun
B JaTCIBHOM I1aACKE

N.0. ®amunus

3aroJIoBOK K TEKCTY, BBIPaKECHHBIN
OTIJIaroJbHBIM CYILIECTBUTEIILHBIM B
MIPEUIOKHOM Ta/IekKe, HAaUNHACTCS

c npeiora «O»

TekcT cocToUT U3 ABYX yacTeH: m3jiaracrcs npo6neMa, 3aTCM IIPUBOIAATCS BBIBOABLI U IIPCAJIOKCHUA.

(He pexomenayercsi 3amucKy HauuHath cioBamu: JloBoxy mo Bamiero cegenusi...) Ecnu cBeneHwus,
U3JlaraeMble B 3alKCKe, OTHOCATCS K ONpeAeNIEHHOMY OTpPEe3Ky BPEMEHH, KOHKPETHOH Jare, TO 3TO BpeMs

BKJIIOYACTCsA B 3aroJIOBOK.

[Tpunoxxenue, ecnu oHo ectb, opopmirsaroT o 'OCT P 6.30-97:
[Ipunoxenue: 1. HaumenoBaHue MPUIIOKEHUS, HA ... JIUCTAX, B ... OK3.
2. Bropoe u nocnenyomne npuiokeHus oQpopMIISIOTCS aHATIOTUYHO.

HanMmeHnoBanue JT0KHOCTH JINIIA,
MOAMMCABUIETO 3AMUCKY

B neno 00-00

(moamuck) H. O. ®amunus



ITPAKTUYECKASA PABOTA Ne 3

Tema: «O@OPMJIEHUE UH®OPMAIIMOHHO-CITPABOYHOI'O TOKYMEHTA
«IINUCBMO»»

Hesab paGoThl: yCOBEPIICHCTBOBATh HABBIKM COCTABJICHUS M OQOPMIIEHUS TOKYMEHTOB B COOTBETCTBUH C
I'OCT P 6.30-2003 «YHupUIUpOBaHHBIE CHCTEMbI JOKYMEHTAIMH. YHU(UIMPOBAHHAS CHCTEMA
OpraHU3alMOHHO-PACIIOPSAANTEIBHON JOKyMeHTauu. TpeGoBaHus K 0QOPMIICHHIO JOKYMEHTOB).

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

- 00 OCHOBHBIX MOHATHAX: IENH, 33744 W TNPHHIUIB JOKYMEHTAlMOHHOTO OOeCHeueHHs
yIIpaBJICHUS;

-0 KJIacCU(HKAIUU JTOKYMEHTOB;

-0 TpeOOBaHMUAX K COCTABJICHUIO M O(OPMIICHHIO TOKYMEHTOB;

U YMCHHUS:

-0OpMIIAT JTOKYMEHTALIMI0O B COOTBETCTBUM C HOPMATHUBHOW 0a30H, B T.4. C HCIOJIb30BAHUEM
MHGOPMALMOHHBIX TEXHOJOrMiM ¢ ucnoab3zoBaHueM 1C JlokymentooOGopot, byxraarepus, YmnpasieHue
KaJpamHu.

-HCIOJIb30BaTh YHU(PHUIUPOBAHHBIE (POPMBI TOKYMEHTOB.

Hopma Bpemenn: 1 uac

OcHalneHnue paﬁoqero MecTa.

1. TOCT P 6.30-2003 «YHubuuupoBaHHbIe CUCTEMbI JOKYMEHTAIIUU. YHU(PHUIIMPOBAHHAS CUCTEMA
OpTraHU3aIMOHHO-PACTIOPSIAUTEIBHON JOKYMEHTAMH. TpeboBaHust K OPOPMIICHHIO TOKYMEHTOB.
2. OOpasibl JOKYMEHTOB

CpencrBa o0yuenus:

1. TOCT P 6.30-2003 «YHubuupoBaHHble CUCTEMbI JTOKYMEHTAMU. YHUDUIMPOBAHHAS CUCTEMA
OpraHMU3alMOHHO-PACTIOPSAUTEIBLHON JOKyMeHTauu. TpeOoBaHus K OPOPMIIEHUIO JOKYMEHTOB.

2. JlokyMeHTalMoHHOe o0ecrieueHue ynpasiaeHus: yueOHuk u npaktukym st CI10/ H.H.Ilysanosa-
M.: ¥Opaiir, 2020

Iopsiaok npoBeaeHUsI 3aHATHS:

1. 3anucath HOMEp MPAKTHUECKOHN pabOThI, TEMY U 1eIb PAOOTHI

2. 3anucaTth KOPOTKO MPEIJIOKEHHbBIE 3aaHUs

[IpakTudeckast paboTa COCTOUT U3 3aaHus 10 cocTaBieHnto OP/] 1 KOHTPOJIBHBIX BOMPOCOB.

B nauane 3aHsATUS clenyeT MOBTOPUTH MOPSAOK COCTaBI€HHUS M OoQopmileHHs HHGOPMaIMOHHO-
cpaBOYHOro JoKymeHTa «Ilrucbmom.

3amanme:

1. CocTtaBbTe NMUCHBMO — NpUTIIAIIEHHUE OOBEIUHEHUS «ODKCIOLUEHTP» C MPEUIOKEHUEM NPUHSATH
ydacTue B POCCHMCKON BBICTaBKE Ha MEXKIyHapOJIHOW oOiieoTpacieBoi sipmapke B T. M3mupe, kotopas
Ooyner mpoxonuth ¢ 20 HosOpst mo 10 nexabps 2025 roma M3mupckas sipMapka sIBISETCS OAHUM U3
KPYIHEHIITNX TOPTOBBIX MEPOINPHUATHIA CTpaH cpeaHero u OmmkHero BocToka. B TekcTe Hamo yka3arb, 4TO
ydacTue B 3TOU sipMapKe MO3BOJISET IHUPOKO MPEACTABUTH HKCIOPTHYIO MPOAYKIUIO OpraHU3aluy, IpoaaTh
HKCIOHATBl CO CTEHJA, U3YYUTh OCOOCHHOCTH PBIHKA, OOMEHATHCS C JPYTUMH YYaCTHUKaMH sSpMapKu
HAYYHO — TEXHUYECKOH nH(pOopManMel 1 3aKJIFOYUTh BBITOTHBIC CIICIIKH.



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

Hupektopy pexnamuoro areHrctsa «Opa» H.M. Yepkacosy, mp. Crpoureneii, 5/2, r. DHck 29.05.2001 Ne
58/03-05. O6 W3roTOBIEHHWH W pPa3MELICHUH PacTHKKU. YBakaeMmblii Hukomaii Msanosmu Ilpocum Bac
W3rOTOBUTH U PA3MECTHUTh PACTSDKKY Uepe3 Mpoe3Kyro yacTh 1o yi. CasioBoil B paiione marasuna «l{Betsn» Ha 23
s (¢ 18 mrons mo 11 aBrycra). Omiaty M3roTOBJICHUSI, pa3MEIICHUs U apeHbl rapaHThpyeM. C yBakKEHHEM.
I'enepanbusbiii qupextop U.A. I1aBnoB. AntoHoBa 45-83-98.

KouTpoJibHbIE BONPOCHI:
1. Uto Takoe ciaykeOHOe MUCHEMO?

2. Kakue TpeboBaHus HEOOXOIUMO COOTIOAATH MPU BEICHUU NIEPEUCKH?
3. 3HayeHue IeI0BOro mucbma?



Obpaszey

HAUMEHOBAHUWE OPI"AHU3ALIU Anpecar: HAMMEHOBAaHUE JTOJIKHOCTH
CripaBo4HbIe JaHHBIE 00 OpTaHU3AINH @amunus M.0. (Bce B AaTEIbHOM MAJEXKE)
(MHIEKC NPeNIpUATHUS CBSI3H, TOYTOBBIN ITouTOBBII HHAEKC, aapec

anpec, Ne reneona, axca u T. 1.
OKIIO OKVY )

00.00.0000 Ne 00
Ha Ne 00 ot 00.00.0000

3aroj0BOK K TEKCTY, (OTBEYaET
Ha Borpoc «O ueM?», HauMHaeTCs
¢ npeiora «O»)

Ecnu TekcT muchMa COCTOMT M3 JIBYX U OoJjiee ab3aleB, TO MUCHMO MevaraeTcs ¢ 5-ro 3Haka (ot 1-
o MOJIOKeHUs1 Tadynaropa). Tekct 6e3 ab3areB MOXKET MevaTaTbCs HEMOCPEACTBEHHO OT JIEBOTO MMOJIS (OT
0-ro monosxkeHus TabynsaTopa).

TekcT muchMa JOJDKEH BKIIOYATh TPU CTPYKTYPHBIX JJIEMEHTA: BBOJHYIO YacTh, M3JIararollyro
MOBOJI JIJIsSl HAITUCAHUS MMHUChMA; JJOKA3aTeIbHYIO YacTh, MPUBOJSINYIO JIOBOJBI, CCHUIKM Ha HOPMATHUBHBIC
JOKYMEHTBI; 3aKIIFOYUTEIIBHYIO YaCTh, B KOTOPOH H3NaraeTcs mpock0a, coriaacue, 0TKa3  Ip.

Bo3morkeH oOpaTHBIN MOPSIOK MOCTPOCHHS MHChMA: 3aKIIIOYUTEIbHAS YaCTh MPHBOIMTCS IMEPE.
JI0Ka3aTeIbHON. DTOT MOPSIOK XapaKTePEeH IS IIUCEM BBIIISCTOSIIIAX OPTaHU3aINN.

[Tpunoxenue: Ha ...J., B ...9K3.

HanmMeHnoBaHue 10KHOCTH
PYKOBOJIMTEINS (moamucek) H. O. damumnus

Bussr:
JIOMKHOCTH
(moxmucek) N.O. Gamunus

Ucniomautens (Gamunus nnu OamMuus, UMsi, OTYECTBO)

tesnepon 000-00-00

B neno 00-00
UJICHTU(PHUKATOD OTMeTKa 0 OCTYIUICHUN
BJ'IGKTPOHHOI\/II KOITUHN HOKYMGHTa B

JOKYMCHTa OpraHu3anuro



ITPAKTUYECKASA PABOTA Ne 4
Tema: «OPOPMJIEHUE PACIIOPAJIUTEJIBHOI'O JOKYMEHTA «ITPUKA3»».

Heabr pa6oTwi: cocTtaBuTh U 0hopMUTh TOKyMEeHTHI B coorBerctBuu ¢ ['OCT P 6.30-2003

«YHuduuupoBaHHble ~ CHUCTEMBl  JIOKYMEHTAIIHU. YHauduimpoBaHHas cuctema
OpraHU3aIMOHHO-PACHIOPSAUTENBHON JOKYMEeHTauu. TpeboBanuss K o(opMIIeHHUIO
JIOKYMEHTOB.

B pesynbrare 3aHsaTHS 00y4aromuiics 10KeH 3aKPENUTh CIIeTYIOIIe 3HAHU:

- 00 OCHOBHBIX MOHATHAX: IENH, 33/1a4d W TPUHOUIBI JOKYMEHTAIIMOHHOTO OOeCTIeYeHHs
yIIpaBIICHUS;

-0 KJIacCU(UKAIUU JJOKYMEHTOB;

-0 TpeOOBaHMAX K COCTABJICHUIO M O(OPMIICHHIO TOKYMEHTOB;

YMEHHUS:

-0pOpMIISITE IOKYMEHTAIIMI0O B COOTBETCTBHHM C HOPMATHMBHOW 0a30M, B T.4. C UCIOJIb30BAaHUEM
MH(QOPMAIIMOHHBIX ~ TEXHOJIOTHH ¢  ucrnoib3oBanueM 1C  JlokymMeHTOOOOpOT,
byxranrepus, YupaBiieHHe KaApaMH.

-ACIOJIb30BaTh YHU(PHUIUPOBAHHBIE (HOPMBI TOKYMEHTOB.

Hopma Bpemenn: 5 yacos

OcHaleHnue paﬁoqero MecTa:

1. I'oCcTt P 6.30-2003 «YHU(MUIIPOBAHHEIC CUCTEMBI JIOKYMEHTAIHH.
YHupHUIUPOBaHHAS CUCTEMa  OPTraHU3alMOHHO-PACTIOPSIUTEIBHON — TOKYMEHTAIIUH.
TpeboBanus K 0(OPMIICHUIO TOKYMEHTOBY.

2. OO0pa31pl JOKYMEHTOB

CpencrBa o0yuenus:

1. I'ocCt P 6.30-2003 «YHUubUIUPOBaHHbBIE CUCTEMBI JIOKYMEHTAIUU.
YHUGHUIUpPOBaHHAS CUCTEMa  OPTaHW3AMOHHO-PACIIOPSAINTEIBHON  JTOKYMEHTAIIHH.
TpeGoBanus kK 0pOPMIEHUIO TOKYMEHTOB.

2. JlokyMeHTallMoOHHOe o0OecreueHne yrhpaBleHus: y4dyeOHuk u mnpaktukym nans CIIO/
H.H.lIysanosa- M.: IOpaiit, 2020

IHopsinok npoBexeHust 3aHATHS:

1. 3anucath HOMep MPAKTHUECKOH paboThl, TEMY U LeIb paOOTHI

2. 3anucaTb KOPOTKO NPEIOKEHHBIE 3aaHUS

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

B nHavanme 3aHATHS clelyeT TOBTOPUTH MOPSJOK COCTaBIeHHS U O(OpMIICHUS
pacnopsAuTEnsHOro oKkyMeHTa «lIpukasy.

3ananue:

CocTaBbTe TMpHUKa3 IO OTKPHITOMY aklMOHEpHOMY oOuiectBy «HoBocubupckuii 3aBoj
XUMKOHIICHTPAaTOB» 00 YTBEP)KICHMM HWHCTPYKIMH IO JICJIONPOM3BOJACTBY Ha 3aBoje. B
KOHCTAaTUPYIOLIEH YaCTH YKaXKHUTE, YTO B COOTBETCTBMM ¢ THNOBOH HWHCTPYKIMEH 10
JIeTIOTIPOM3BOACTBY B MHHHCTEPCTBaX, BeAOMCTBax Poccuiickoil Qenepanuu, yTBEpKICHHON
pacniopspkenrem IlpaBurtensctBa Poccuiickoit deneparuu ot 24.06.1992 Ne 1118-p, u ¢ I'OCT P
6.30-2003 xanuensipueil 3aBoja pa3paboTaHbl MOPAJOK MPOXOXKACHUS JOKYMEHTOB M CTAHAAPTHI Ha
OPraHMU3alMOHHO-PACIIOPSAUTEIBHYIO JOKYMEHTAlUK. B pacnopsauTenbHOM 4YacTH  yTBEpAUTE
MHCTPYKLIMIO M TIOPYYMTE 3aBEAYIOLICH KaHIenspuei 00ecrneuuTb METOAMYECKOE PYKOBOJCTBO



OpraHusanueil AeToNnpou3BOACTBA Ha NPEANPUITUM M YCTAaHOBUTH KOHTPOJIb 3a COOJIIOJIEHUEM
TpeOOBaHUI MHCTPYKIIMH, OCTAJIbHBIE PEKBU3UTHI YKAXKUTE CAMOCTOSTEIBHO.

KOHTpOJILHLIe BOIIPOCHI:

1. KakoBbI OCHOBHBIE (DYHKIIUH PACTIOPSIUTEIBHBIX JOKYMEHTOB?

Ilepeuncnure cTaiuy NOATOTOBKH PACIIOPSIAUTENBHBIX TOKYMEHTOB.

3. Ilpuxa3. Ilonstue u BuABI NPHKA30B. 3HAYCHUE, CTPYKTYpa U COJAEp)KaHUE IpHKasza IIo
OCHOBHOM J1€ATEIBHOCTH.

no



Obpasey
HAMMEHOBAHUWE OPI"’AHU3AIINN
CrpaBouHbIe JaHHbIE 00 OpraHU3aINH
(MHIEKC TPEINPUATHS CBSI3H, TIOYTOBbIH
anpec, Ne renedona, akca u T. 1.
OKIIO OKVYII)

IMPUKA3
00 00.0000 Ne 00
MECTO COCTABJICHUS

3aroJIoBOK K TEKCTY HAYMHACTCA
C Impeajiora «o», OTBEYACT Ha BOIIPOC «O YCM»

B koHcTaTupyromel dYacTh U3JaraloTcsd OCHOBAaHHUA, I€NM, MOOYAUBIIME PYKOBOJICTBO
OpraHu3aliMi u3JaTb HpUKa3. B HeEKoTOopwIXx ciIydasX, KOrJa OCHOBaHHS  OYEBUJHBI,
KOHCTaTUpyIoIllass 4YacTh oIyckaercs. PacmopsiaurenbHas 4acTh HayMHAeTcs CO  CJIOBa
ITPUKA3BIBAIO:

1. B Havasie myHKTa IPUBOJUTCS HAUMEHOBAaHHUE JOJLKHOCTH ucrosnHutens, ero @. 1.0., ummn
HalMEHOBAHHUE CTPYKTYPHOTO MOApa3feieHHs (B JAaTEJbHOM IMaJeKe), 3aTeM UYETKO H3JIaraercs
CoJiep)KaHuE IMpeAjiaraeMbIX JAEWCTBUN (HAYMHAEeTCs C IJlaroja HEoNpeAeNeHHOW (OopMbl) U
yKa3bIBAETCS] CPOK UCIOTHEHHUS.

2. CrpykTypa MOCIEOYyIOIIUX MYHKTOB aHajoruyHa. IIyHKTBI Moryr pa3OuBaThCs Ha
noanyHKTHI (1.1, 2.3 u T. A.). B 0TIeNbHBIX clTyyasX TEKCT MOXKET MPEICTaBIATHCS B BUJIE TaOJINIIBL.

3. B nocinenHeM NyHKTE MpHUKa3a IPUBOJUTCS YKa3aHUE O KOHTPOJIE 3a MCIIOJIHEHUEM
npukasza: KoHTposb 3a UCIIOIHEHUEM NpHKa3a BO3JIOKUTH Ha... (yKasbIBaeTcs JNoKHOCTh, ©.1.0O.
WM HAMMEHOBAHUE CTPYKTYPHOTO MOJPA3/IEIECHuU).

HaumeHoBaHMe JOIKHOCTH
PYKOBOAMTEIIS (moamnuce) N. O. ®amunus

Bwu3bl 3auHTEpECOBAHHBIX JIUIT
JIOJDKHOCTB

noamnuck U. O. pamunus
00.00.00

Ucnonautens (Pamunus nian @amums, Mms, OTaecTBo)
tenedon (000 00 00)

B neno 00-00 (moamucek)

uAeHTU(UKATOD
ANEKTPOHHOU KON
JIOKYMEHTA



INPAKTUYECKHUE PABOTBI Ne 5
AEJIOBAA CUTYALIUA: ODOPMJ/IEHUE HA PABOTY.

Lless paGoThI: YCOBEPIICHCTBOBATh HABBIKM COCTABICHHS M O(GOPMIICHHUS TOKYMEHTOB B COOTBETCTBUU C
I'OCT P 6.30-2003 «YHupuupoBaHHbIC CHCTEMbl JTOKYMEHTALMH. YHHU(PHUIIMPOBAHHAS CHCTEMA
OpraHU3aIMOHHO-PACHIOPSAUTENBHON JOKYMEeHTAH. TpeboBaHus K 0(OPMICHHIO TOKYMEHTOB.

B pe3ynbraTe 3aHATHS 00y4YaIOUINIiCs T0JKEH 3aKPENUTh CIASAYIONINe 3HAHUS:

- 00 OCHOBHBIX MOHSTHAX: LEIH, 334a4H M HIPUHIMIBI JOKYMEHTAIIMOHHOTO OOeCTeueHHs
yIpaBICHUS;

-0 KJIACCU(PUKAIIMU JIOKYMEHTOB;

-0 TpeOOBAaHUSIX K COCTaBICHHIO U O(QOPMIICHUIO JOKYMEHTOB;

Y YMCHUS:

-0bOpMJIISITH JTIOKYMEHTALIUI0 B COOTBETCTBHM C HOPMATHBHOM 0a30ii, B T.4. C UCMOJIb30BAHUEM
WH()OPMAMOHHBIX TEXHOJIOTUH ¢ wmcmosb3oBanueM 1C JlokymeHToo00poT, Byxranrepus, YmpasieHue
KaJ[pamH.

-ACIIOJIb30BaTh YHU(UIIUPOBAHHBIE (HOPMBI JOKYMEHTOB.

Hopma Bpemenn: 4 yaca

OcHaueHue paéoyero Mecra:

I. TOCT P 6.30-2003 «YHubunupoBaHHble CHUCTEMBbl JOKYMEHTAIMH. YHUUIUPOBAHHAs CUCTEMA

OpTaHU3aIMOHHO-PACTIOPSIAUTENBHON JOKYMEHTAH. TpeboBaHust K OPOPMIICHHIO TOKYMEHTOB.

2. O6pa31bl JOKYMEHTOB

CpeacrBa 00y4yeHus :

I. TOCT P 6.30-2003 «YHubuuupoBaHHble CHUCTEMBbl JAOKYMEHTAIMH. YHUUIUPOBAHHAs CUCTEMA

OpTraHU3aIMOHHO-PACTIOPSIAUTEIBHON JOKYMEHTAMH. TpeboBaHust K OPOPMIICHHIO TOKYMEHTOB.

2. JlokyMeHTallMOHHOE obecrieueHue yrnpasieHus: yueOHuk u npaktukyMm s CIIO/ H.H.llysanosa- M.:

FOpaiit, 2020

HOpﬂ)IOK NMPOBECACHUSA 3AHATHUSA

1. 3anucath HOMEp NPAKTUUECKOH pabOThI, TEMY U LEIb pabOTHI
2. 3anucaTb KOPOTKO NPEJIOKEHHBIE 3a1aHUS
[IpakTiueckast paboTa cCOCTOUT U3 3a4aHus 1o cocTaBieHnto OPJ] 1 KOHTPOJIBHBIX BOMPOCOB.
B Hauazne 3aHATHS clieAyeT MOBTOPUTH MOPSAOK COCTaBJIEHUS U O()OPMIIEHHUS JAOKYMEHTOB IO JUYHOMY
COCTaBy MpeAnpusTus (OpraHu3aiun).
3aganue:

CoctaBuTh NpohecCHOoHAIBHOE PE3IOME.
Hamnucate aBTro6uorpaduro.
CocTaBuTh 3asBICHHE O MpUEMe Ha paboTy.
HUcnonuuts HeO6XOJII/IMI)Ie BHU3bI HA 3asBJICHUN.
HanoxuTh pe3oironuio pyKoBOAUTENSI IPEANPUATHS Ha 3asBICHHE.
Pa3paboTtaThk MpOEKT TPyIOBOTO JOTOBOPA.
CocTaBuTh IpUKa3 0 3a4UCICHUHN Ha pabOTy B COOTBETCTBYIOIIEE MOIpa3elieHue, C OMPeIeICHHOTO
9HClia, C ONPEJCICHHBIM HCIBITATSIEHBIM CPOKOM, C YCTAHOBJICHHEM YPOBHSI OIUIATHI TPYAa COTJIIACHO
JTUYHOMY 3asIBJICHUIO, BU3aM H PE30JIIOIMH HA HEM U TPYAOBOMY JIOTOBOPY.
8. CoctaBuTh Ha ce0s1 XapaKTEPUCTHUKY OT JIUIA PYKOBOIUTEIIS.

NogakrowhE

KoHTposbHbIE BOIPOCHI:

1. Kakue BUAbI TOKYMEHTOB OTHOCSITCS K JJOKYMEHTAIUU 110 JUYHOMY COCTaBY?

2. Kakue 10KyMEeHTBI IPeabABISIOTCS PH 0OPMIICHHH Ha paboTy?

3. Kakue TpeOGoBaHMs IPEIBABISIOTCS K COACPKaHUIO M 0POPMIICHUIO TPYIOBOTO JOTOBOpa?
4. Kakue TpeOoBaHUs IPEIBSBIIAIOTCS K COCTABICHUIO U OPOPMIICHHIO XapaKTePUCTHKH?

5. Kakue cocTaBHbIE 3JIEMEHTHI U PEKBU3UTHI TOJKHBI OBITH OTPaXKEHbI B aBTOOHOrpadun?



Obpaszey

Pesrome

O.N.0.

JHata poxneHus:
Anpec:
Tenedon:

. mouTa:

[Toxxenmanus k Oyayiei padore

JlOKHOCTB:
3apriara:

OmnbIT paboThI

IMocnennee mecto pabOTHI:

Toxer paboTsr:

Baina gomKHOCTb:

JlOIKHOCTHEIE 0053aHHOCTH U, €CJIU €CTh, JOCTIDKCHHS:

[peamnocneanee Mecto paboOTHI:
Toxer paboTsr:

Bamra 1omKkHOCTB:
JIOJDKHOCTHBIE 00S3aHHOCTH M, €CITH €CTh, JOCTHKCHHUS:

OO6pazoBanue

I'oxb! yuebsr:
YuebOHOE 3aBecHHUE:
CrienuaibHOCTE:

IloBermeHne I(BaJ'II/I(l)I/IKaL[I/II/IZ

[IpodeccuonanbHbie HABBIKU

JloTIOJITHUTEIbHEIE CBEICHUS



(HaMMEHOBaHUE NPEAIPUATHUS)

(®.1.0. pyxkoBOAUTEIS)

(bamMumust, UM, OTYECTBO)
Anpec

3AABIIEHUE

[Tpomy npunsate mens c¢ " " 20 1. Ha pabory (OcHOBHas / TO
COBMECTHUTEJIBCTBY) Ha JOJKHOCTD




Obpaszey

TPYJIOBOM KOHTPAKT
ara Ne
[Ipeanpusitue (opranu3anus)

(HauMeHOBaHUE)
B JIULIE ,
(momxuocts, ®@. U. O.)
nMeHnyemoe B aanbHeneM «lIpeanpustuey, n ,
(®.1N.0.)
MMEHYEMBbIH B nanbHeimeM «PaboTHUKY, 3aKITFOUMITN HACTOSIIIUNA KOHTPAKT O HIDKECIICIYFOIIEeM:
1. PaGoTHuk

(®.1.0.)
MPUHUMAETCS Ha paboTy

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3IEICHHUS)
1o npogeccuu, J0JKHOCTH

(TmoTHOE HAaMMEHOBaHHE TPO(ECCUH, TOJDKHOCTH)
KBaTMUKAITIH

(pa3psin, KBanu(UKAIMOHHAS KATETOPHS)
2. KoHTpaxT siBiisieTcst: JIOTOBOPOM I10 OCHOBHOM paboTe
JIOTOBOPOM I10 COBMECTUTENILCTBY
3. Bun koHTpakra:
Ha Heollpe/IeJIeHHbIN CPOK (OeccpOUHbIi)
Ha ONpeEICHHbIN CPOK

(Yka3aTb NpUYMHY 3aKJIIOYEHHS] CPOYHOTO KOHTPAKTA)
Ha BpeMsl BBIIIOJIHEHHUS OTIpe/IelIeHHON paboThl,

(Yyka3aTb, KaKoil)
4. Cpok neycTBHsI KOHTpAKTa:
Hayayo paboThI
OKOHYaHue paboThl
5. Cpok ucTbITaHUS: a) 6e3 ucnbITaHus

0) (IPOAOKUTENHHOCTh UCTIHITATEIEHOTO CPOKA)
6. PabOTHUK OJIKEH BBIIOJIHATE CIIEAYIONINE O0S3aHHOCTH:

Yka3bIBaroTcs

OCHOBHBIC XapaKTCPUCTUKU
paboThl U TPeOOBAHUS K YPOBHIO UX BBINOJ-
HEHUS: o 00beMy

pou3Bo/IcTBA (pabor),
Ka4eCTBY BBIITyCKaeMOW IPOAYKIINH (Ka4eCTBY
(oOcmyxuBaHUS),

COOJIOICHUIO TTPABUII 110
OXpaHe TPy, BHITIOTHEHUIO CMEKHBIX
pabot B 1ensx obecreueHus

B3aUMO3aMEHSIEMOCTH
WK JIEJIAeTCs CChIJIKA HA COOTBETCTBYIOIIUE
OYHKTBl  JTOJDKHOCTHOM
UHCTPYKIMA
ITpu coBmeniennu npodeccuii ( padbor),
BBIIIOJTHEHUH ~ CMEXKHBIX
onepauuii

JTAETCs IEPEUCHb ITUX PAOOT M KX OOBEMBI.
7. Ilpenmpustue 00s43aHO OpraHM30BaTh TPyHd pabOTHHMKA, CO34aTh YCIOBUS JUIs O€30MacHOTO U
s dexTuBHOrO Tpyaa, o0OpyAoBaTh pabouee MECTO B COOTBETCTBHHM C MpaBWUJIaMH OXPaHbl TpyAa H
TEXHUKH 0€30MTaCHOCTH, CBOEBPEMEHHO BBIIIJIAYUBATH 00YCIOBIECHHYIO KOHTPAKTOM 3apabOTHYIO IJIaTy.



VYKa3bpIBalOTCSI KOHKPETHBIE MEPHI 110
OpraHu3aluu

MPOM3BOCTBEHHOTO TIpoIlecca,
obopymoBanuio pabodero MecrTa, MOJArOTOB-
K€ U TMOBBIIMICHUIO

KBaJM(HUKAIMKA PaOOTHUKA

U CO3/IaHMIO JAPYTHX YCIOBUI Tpy/a.
8. O6s3anHoctn [lpennpustus mo oOecrneyeHHIO yCIOBUH paboThl Ha pabodyeM MecTe ¢ yKa3aHHEeM
JOCTOBEPHBIX XapaKTEPHUCTHK, KOMIIEHCAMI U JIbIOT pabOTHHUKY 3a TSDKENbIe, 0C000 TSDKENble paboThl U
paboTHI C BpEJHBIMH, 0CO00 BPEIHBIMU WJIH ONACHBIMHU YCIIOBUSIMH TPY/Ia:

9. Oco0eHHOCTH pekruMa paboyero BpeMeHHU:
HEMOJIHBIN pabouwnii 1eHb
HernoJiHas padouas Heaens
rmovaconas pabora
10. PaboTHUKY yCTaHABIUBAETCS-

JOJDKHOCTHOM OKJIaf (TapudHas cTaBka) py0. B MecsIII win pyo.
3a 1 yac paboThl,

Haz0aBKa (JorjiaTa U Jpyryue BbIIIATh)

(ykazatb B JOIJIAT, HaA0aBOK)
py6. (B % K CTaBKe, OKJIALy).

11. PaGoTHMKY  YCTaHaBIMBAETCS  €XEroJHbIH  OTHYCK  NPOJODKUTEIBHOCTBIO:  OCHOBHOM
pabouux gHEH;

JIONOJTHUTEIbHBIIH pabouux JHEH.

12. Hpyrue YCIJIOBHS KOHTpPAKTa, CBSA3aHHBIC co cnenupuKon Tpyna

13. IOpunnueckue anpeca v NOANUCU CTOPOH
[Ipennpusitue PaGoTHuk
Anpec

[TacnopTHbIC HaHHBIE
Tenedon

JomKHOCTD
Ilonnuce H. O. ®amunus Iloanuce H. O. ®amunus
M.IL.



VauduuunposanHas popma Ne T-1
YrBepxknaena ITocranonenuem ['ockomerara Poccuu
or 05.01.2004 Ne 1

Kopg

®dopma o OKVY/] 0301001

no OKIIO

(HauMEeHOBaHUE OpraHU3aLuy)

Homep noxkymenra | Jlata cocTaBiieHUs

ITPUKA3
(pacnopsizkeHue)
0 npueMe padOTHHKA Ha padoTy
Jara
IIpunsate Ha padoTy c
110

TabenpHBIN HOMED

(amumst, nMs1, OTIECTBO)

B
(CTpYKTypHOE HO/Ipa3/ieIcHIE)
(OIKHOCTS (CHIENUANBHOCTD, Ipodeccust), paspsil, Kiacce (KaTeropys) KBaIu(pHUKaIim)
(ycnoBus nprema Ha padoTy, XapakTep paboTbI)
¢ TapudHOI cTaBKOM (OKIaIOM) pyo. KOTI.
(achpantir)
Ha/10aBKOM pyo. KOTI.
(acppanir)
C HCIIBITAaHUEM Ha CPOK Mecsia(eB)
OcHoBaHue:
TpynoBoit moroBop ot “ ” 20 r. Ne
PykoBoauTes s opraHuzanun
(TOIKHOCTB) (JIMYHAs TTOJITHCE) (pacmmdpoBKa MOJIITICH)
C npuxa3oMm (pacnopsizkeHHeM) padOTHHK 03HAKOMJIEH «“ ? 20 r.

(JTMYHAS TTOIKCH)
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ITPAKTHYECKAS PABOTA Ne 6

Tema: OPTAHU3AIIUNA JOKYMEHTOOBOPOTA
«Ileab padoThi: cocTaBuTh U 0GOpMUTH TOKyMeHTHI B cooTBercTBHM ¢ ['OCT P 6.30-2003

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

- 00 OCHOBHBIX MOHATHUAX: II€JIM, 33Ja4yd U TNPUHIUIBl JIOKYMEHTAllMOHHOTO oOecreueHus
YIpPaBJICHUS;

-0 KJaccu(pUKauu JOKYMEHTOB;

-0 TpeOOBaHMUAX K COCTABJICHUIO M O(OPMIICHHIO TOKYMEHTOB;

U YMEHUS:

-0OpMIIATh JTOKYMEHTALIMI0O B COOTBETCTBUM C HOPMATUBHOW 0a30H, B T.4. C UCHOJIb30BAHUEM
MH(POPMAIMOHHBIX TEeXHOJIOTHH ¢ ucmoiab3oBanueM 1C JlokymeHnTtooOopor, byxranrepus, YmnpaieHue
KaJlpamH.

-MCII0JIb30BaTh YHU(PUIIUPOBAHHBIE (DOPMBI TOKYMEHTOB.

Hopma Bpemenn: 4 yaca

OcHalneHnue paﬁoqero MecTa:

1. I'ocT P 6.30-2003 «YHUDUAITTPOBAHHBIC CHCTEMBI JIOKYMEHTAITHH.
YHUpHUIMPOBaHHASI CUCTEMa  OPraHU3alMOHHO-PACIIOPSAANTEIBHON  JIOKyMEHTanuu. TpeOoBaHus K
0 OPMIICHHUIO TOKYMEHTOBY.

2. OO6pa3ibl TOKYMEHTOB

CpeacrBa 00yueHus:

1.TOCT P 6.30-2003 «YHupuumpoBaHHbIE CUCTEMBI TOKYMEHTAIIMU. Y HU(PUIIMPOBAHHAS cCCTEMA
OpraHMU3alMOHHO-PACIOPSAUTEIBLHON JOKyMeHTauu. TpeOoBaHus K OPOPMIIEHUIO JOKYMEHTOB.
«YHUPHUIUPOBAHHBIE CUCTEMBI IOKYMEHTAMU. Y HU(DUIIMPOBaHHAs CUCTEMA OpraHU3allMOHHO-
pacnopsAMTENbHON JOKyMeHTauu. TpeOoBaHus K OpOPMIIEHUIO TOKYMEHTOBY.

2. JlokyMeHTalMoHHOe o0ecrieueHue ynpasieHus: yueOHuk u npaktukym st CI10/ H.H.IlyBanosa-
M.: ¥Opaiir, 2020

ITopsinok nmpoBeneHus 3aHATHS:

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

2. 3amnucarb KOPOTKO MPE/JI0KEHHBIE 3aJaHUs

[IpakTuyeckas paboTa COCTOUT U3 CIEAYIOIUX Pa3/eioB U TEM:
1. OcHOBHBIE OHATHS 1€JIONPOU3BO/ICTBA
Ucropus nemonpousBoacTea. HopmaTtuBHO-TIpaBoBas 6asa 1e10mpou3BoICTBA. Y HUPHUKALINS U
CTaHJapTH3alMs B JeJI0NPOon3BoicTBE. OTBETCTBEHHOCTD 32 OTCYTCTBHE B OPraHU3AIIMH 00s13aTEIbHBIX
BUJIOB JIOKYMEHTOB.
2. [lonsiTHe ¥ BUABI JOKYMEHTOB
JlokymeHT 1 ero pynkuuu. Knaccudukanus 10KkyMeHTOB. XapaKTepUCTHKa OCHOBHBIX THIIOB TOKYMEHTOB.
3. lIpaBunia ogopmiieHHs JTOKYMEHTOB
Pa3zmepsr Oymaru. Pazmeps! noneit. Hymepanus ctpanui. O6s3arenbHble pekBU3UTHL. OdopmiieHue aar,

yucen, (U3NYeCKuX BeTUINH, MaTeMaTHIeCKuX GopMyI1, TaOiuIl B JTokKyMeHTax. CriocoObl UCIIpaBICHUS B
JOKYMEHTax.



4. I'paduk 10KyMeHTO00OpPOTA

[IpoxoxaeHune v MOPSAIOK UCIOJHEHUS BXOSAIINX, UCXOASIINUX, BHYTPEHHUX JOKyMeHTOB. [lopsgok
cocTaBJIeHHs rpaduka JOKyMEHTO000poTa.

5. Perucrpanusi JOKyMeHTOB

[TonsiTHE M CHCTEMBI pETUCTPALINH JOKYMEHTOB. DOPMBI M MTOPSIOK PETUCTPALIH JOKYMEHTOB.
Opranuzanus cipaBOYHO-MH(POPMALTMOHHON CITY>KOBI Ha MIPEIPUATHH.

6. XpaHeHnue JOKYyMEHTOB

[ToaroroBka nen k apxuBHOMY xpaHeHuto. [IpaBuia dopmupoBanus u Benenus aen. Cpoku XpaHeHus
JOKYMEHTOB OyXTaJTepCKOro U HaJoroBoro yuéra. [lopsgok opopmienus aen mocTosHHOro,
JOJITOBPEMEHHOT'0 CPOKOB XpaHEHUs U 10 JIUYyHOMY cocTaBy. CocTtaBienue onwuceii nein. [lopsaok cnaun
JIeTl B apXUB OpTraHU3aIIH.

7. JOKyMEHTHPOBAHHE TPYAOBbIX OTHOIICHUH

JIOKYMEHTBI, IpeabsIBIsIeMble TIPU 3aKIIOUEHUHU TPYI0BOTO 1oroBopa. OdopmieHne TpyaoBOro A0roBopa.
Odopmienue nmpukasa o npueme Ha padboty. OdopMieHue U BeJeHUE TPYA0BOW KHIKKHA. OdopMieHre
TU4HOrO Aena. JlokymeHTupoBaHue ciryxeOHoi koMaHaupoBku. OpopmiieHre OTIIyCKa.
JIOKyMEHTHPOBaHHE MPOIIECcCa YBOJIbHEHHS.

Hepeueub mem npaKkmuuecKux 3aHaAmMuIl

Ha MPAKTUYCCKUX 3aHATUAX CTYACHTHI MMOJTY4YarOT KOHCYJIbTAlIUW U BBIITOJHAIOT 3aJaHHsA 110 COCTAaBJICHUTIO
MEPBHUYHBIX y‘IéTHI)IX AOKYMCHTOB 110 CJICAYIOIIUM TEMaM:

Tembl NMPAKTHIECKOIo 3aHATUH

TpeboBanus k peructpanuu J0KyMeHToB. KoHTpoib
WCIIOJIHEHUS IOKYMEHTOB.

Homenknarypa aen opranusanui.
DKcnepTu3a HEHHOCTH IOKYMEHTOB. XpaHEeHUE T0KYMEHTOB

1. CocraBnenue rpaduka T0KyMEHTOO00POTa JIsl COTJIACOBAHHOM € MPEMNo/ aBaTesieM OpraHu3alIiu.

BrinonHeHHbIE 3ajaHUS IPEAOCTABIISIIOTCS B TUCbMEHHOM BUJIE, C YKa3aHHBIMU COJIEP’KAHUEM U CIIHCKOM
HCIOJIb3YEMOM B X0/1€ pabOThI IUTEPATYPHI.

ITpu cocraBienus rpaduka JOKyMEHTOO00POTa CTYIEHT JOJKEH COTJIacoBaTh HH(OPMALIUIO O
MIPEANIPUATHH C IPETIOAABATEIIEM.



CIIMCOK JIMTEPATYPbI
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opraHax MHCTHoJHUTENbHOU BiacTu (YTBepxkaeHsl [Ipukazom Pocapxusa ot 23 nexadbps 2009 r. Ne 76)
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