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BBenenue

CoBeplilIeHCTBOBaHHE YIPABICHUS MPOU3BOJICTBEHHO-X03ICTBEHHBIMU CHUCTEMAaMHU, TOBBIIICHHE
YpOBHsI opranuzan U 3((GEKTUBHOCTH YNPaBIEHYECKOTO TPYAa BO MHOTOM 3aBHCHUT OT TOTO,
HACKOJIbKO PAllMOHAJIBHO B YUPEXKJIEHUSX W HAa NPEINPUATUSAX IOCTaBJICHO AENONpPOu3BOJACTBO. OT
OpraHM3aly JeJIONPOU3BOACTBA B 1IEJIOM 3aBUCST: ONIEPATUBHOCTH, HAJEXKHOCTh, SKOHOMUYHOCTD U
OpraHM3alys YIpaBJIeHYeCKOro Tpy/aa; KyJbTypa paOoThl anmapara yNpaBiIeHUs; BO3MOKHOCTb
UCIIOJIb30BaHMug B OyayuieM uHGOpMaluy, 3apUKCUpPOBAaHHOM TOKYMEHTaX.

OnpIT ¥ MpakTHKa MOKa3bIBAIOT, YTO MPABWJILHO OpPraHU30BaHHOE JEJONPOU3BOJICTBO
NPEAOCTABIISIET BO3MOXHOCTh MOJYUYECHHUsS PeabHON KapTUHBI AEATENIbHOCTH JII000W OpraHu3aIii,
criocobctByeT Oose addexTuBHOMY €€ ynpaBieHuio. JlaHHOe yTBEpXKICHHE B HACTOSIIEE BpeMs
XapaKTepu3yeTcs psiIoM CyIIeCTBEHHbIX ocobeHHocTeil. K Hanbosee BaXKHBIM U3 HHUX OTHOCSTCS
MIPOUCXO/IAIINE U3MEHEHHUS B O0JIaCTH CPEACTB OOILIEHUS MEKIY JIOJBMU M BHEIPEHUS B IPOU3BOJICTBO
HOBBIX HH(OPMAIIMOHHBIX TEXHOJOTHH. B cBA3M C 3TMM MHOTOKpaTHO BO3pacTaeT 00bEM
uHbOpMaIMM B LENSIX aHalW3a U COXpPaHEHMs JJIs MOCIEeNyIOIero UCIOIb30BaHMs TpEOyeT CBOETro
JTIOKYMEHTUPOBAHMUS.

B ymnpaBneHueckoil AesTENbHOCTH JOKYMEHT BBICTYMAeT M Kak MpeaMeT Tpyda, M Kak ero
pesynbratT. [IpakTuduecku HU onHA PYHKIHUS yIPABICHHS, CBA3aHHASA C MCTOUHHUKAMU HH(OPMAIINH,
MOJTOTOBKOW M MPUHATHEM peEIIeHUN He 00XoauTcs 0e3 JTOKyMEHTHPOBAaHHUS - Ipoliecca pa3paboTKu
U oopMIIeHHs TOKYMEHTOB. B 00111eM 00bEMe yIpaBIeHYECKOro Tpy/a JeONPOU3BOICTBO
coctapnsger 25-60 % paboyero BpeMEHH.

C 1OKyMEHTHpOBAaHHUE CBsI3aHA JIEATENLHOCTh BCEX pPaOOTHUKOB ammapara yInpaBieHHUs OT
UCIIOJHUTENEH 10 pyKoBoauTenel Bcex ypoBHel. [loaTomy apdexTrBHas nedaTenbHOCTD anmnapaTa
yIpaBJIeHUs] HEPa3pbIBHO CBsI3aHa C MPABUIIbHOM OpraHu3aueil paboThl ¢ JOKyMEHTAMHU.

[Ipemaraemoe yueOHO-METOqMUECKOE MMOCOOUE MO TUCIUILINHE «/lenonpon3BoacTBoO»
NpeaHa3HauYeHo IS pealn3aluu TpeOOBaHUH K YPOBHIO MMOJITOTOBKH CTYAEHTOB-0aKaIaBpOB B 3TON
BaXXHOU cdepe ynpaBlIeHYeCKOH AeTeIbHOCTH M0 HampasieHusM noarorosku 38.03.02
«Meuemxment» 1 42.03.01. «Pexitama u cBA3U C OOIIECTBEHHOCTHIO)

JlanHoe y4eOHO-METOMMYECKOE TOCOOMEe OMMPAeTCS Ha JEHCTBYIOIIYIO HOPMAaTHBHO-TIPABOBYIO 0a3y,
MaTepuaibl pa3IMYHbIX U3JAaHUNA U OTPa)kaeT OMbIT JOKYMEHTAIIMOHHOTO oOecreyeHus
YIpaBJICHUYECKOH 1eATENbHOCTH B OpPraHu3alusix Bcex (opM COOCTBEHHOCTH.



Pazgen 1. OpraHnu3anuOHHO-METOAUYECKAS YACTh AMCHUNJIMHBI

1.1. Ilesiu ocBOEHUS AUCIHUILIHHBI

enpto u3yuyeHUss JaHHOW JUCUUIUIMHBI SIBISIETCS HW3YYEHHE JOKYMEHTAI[MOHHOW TEOpUH W
MIPAKTUKH B YIIPABJIEHUU HA OCHOBE Hay4yHO 0OOCHOBAHHBIX MPHUHIIMIIOB U METOJIOB.

HuctunmHa  «Jlemonpou3BoJACTBO»  OTHOCUTCS K  mpodeccuoHanbHOMY HUKTYy. [lanHas
JTUCIUIUTMHA HAaXOAWUTCS B JIOTMYECKON B3aMMOCBSI3M C JAMCLUUIUIMHAMU 0a30BOM U BapuUaTHUBHOW dacTeit
€CTECTBEHHO-HAYYHOTO IMKJIA, C JUCHUIUTMHAMUA 0a30BOM W BapUaTHBHOW YacTell MpodhecCHOHAILHOTO
[UKJIa, a TAKXKE C pa3fesioM yueOHas U MPOU3BOJICTBEHHAS MPAKTUKH.

Ilepeuens pa3ienoB AMCUMILVINH, YCBOEHHE KOTOPBIX HEOOXOAUMO Ui H3yYeHHs Kypca
«Jles10mMpoOU3BOACTBOY:

1. Pycckuil s3bIK ¥ KyJIbTypa peuu;

2. IIpaBoBbie 0cHOBBI Poccuiickoro rocyaapcraa.

IlepeueHb TMCUMILINH, JJI1 U3YYE€HHS] KOTOPBIX HEOOXOAMMBbI 3HAHUS TAaHHOIO Kypca:

1. OcHOBBI ynipaBi€eHUs: MPOU3BOICTBOM;
2. OCHOBHI yIIpaBJIEHUS TIEPCOHATIOM;
3. IIpuHATHE ¥ UCTIOJHEHUE TOCYIAPCTBEHHBIX PEILICHUM.

1.2. TpeOoBaHNsl K YPOBHIO OCBOCHHS COCP’KAHHUA JTMCHUTIMHBI
B pe3ynbrate 0CBOCHMS JUCUMILIMHBI CTYACHT JIOJKEH:
3HaTh:
® OCHOBHbBIE OHATUSA AEIONPOU3BOICTBA;
® HOPMAaTHBHO-METOJHUYECKYIO 0a3y OpraHM3alMOHHO-PACTOPSIUTEILHON TOKYMEHTAINY;
® MPUHIMIBI OPraHU3aMH U 337auu ciryx0 JJOVY;
® TOpAIOK TOJATOTOBKH OPTraHM3AIMOHHO-PACTIOPSIIUTENILHON U WH(OPMAIIMOHHO-CIIPABOYHOM
JOKYMEHTALNY;
® OCHOBHBIE OCOOEHHOCTH O(HIIMATBHO-AEIOBOTO CTUJISI PEUYd W TMpaBWiIa PEAaKTHUPOBAHMS
CITy’K€OHBIX JJOKYMEHTOB;
® OCHOBHBIE NpaBWia pabOThl C JOKyMEHTallMeWd pa3IW4YHBIX TUIIOB M BHIOB (KaIpoBOil
JOKYMEHTAIIMeH; JeNOoBOM KOPPECHOHIEHIMEH, MHCHbMEHHBIMH M YCTHBIMH OOpallCHHUIMH,
JKajo0aMu U MPEATIOKESHUSIMH TPAXKIaH; U T.1I.);
® 0cOOEHHOCTH IOKYMEHTHPOBAHUS KOJUIETHALHOM JIeSTEIbHOCTH;
® [OPSIOK OpTaHHU3AINH IOKyMEHTO000POTa U XPAaHEHUS TOKYMEHTOB;

YMeTh:

L COCTAaBJISITh HpOGKTbI OCHOBHBIX I[OKYMGHTOB, I/ICHOJII:BYCMBIX B aHTI/IKpI/I3I/ICHOM ynpaBneHHH, B
COOTBETCTBHUH C CYLIECTBYIOIIUMU HOPMAaMU U IIpaBUJIaMU,

® COCTaBJIATh TPOEKTHl OCHOBHBIX OJAHKOB YUPEKICHHUS (BHEIIHUX, BHYTPEHHUX, TepOOBBIX,
OJTAaHKOB KOHKPETHOTO BHJIA JIOKYMEHTOB, OJJAHKOB JIOJDKHOCTHOTO JIMIIA);

® pelaKTUPOBATh TEKCT CIY>KEOHOTO IOKyMEHTa C YYETOM HOPM JIOTUKHU U S3bIKA;

® BECTHU JEJIOBYIO KOPPECIIOHAEHIHIO;

® BECTH JOKYMEHTAIlMI0 MO0 MEPCOHATy MPEANPHUATHS, MO MUCbMEHHBIM M YCTHBIM OOpaIeHHSM,
)KaJIO6aM nu Hpe,[[HO)KeHI/ISIM rpanc;[aH, 10 ACATCIIBHOCTH KOJIJICTUAJIbHBIX OpFaHOB;

® BECTH JOKYMEHTOOOOPOT MPEANPHUATHS, OPTaHU3ALUN WIH YUPEKICHUS;

®  CIIOJIb30BaTh MPHU PEIICHUH 3TUX 3a/1a4 COBPEMEHHBIE MPOTPAMMHEBIE CPE/ICTBA.

Baaners / ObITH B COCTOSIHUM MPOIEMOHCTPUPOBATH



KyJbTYpOH  MBIIUICHHS, CIIOCOOHOCTBIO K O00OOIICHHIO, aHAIN3y, BOCHPHUATHIO
MH(OPMAITUH, TOCTAHOBKE LIEJIA U BBIOOPY IyTEH €€ TOCTHKECHUS;

CIOCOOHOCTBIO K CAMOPA3BHUTHIO, MIOBBIIICHUIO CBOCH KBATH(HUKALIMU 1 MACTEPCTBA;
CMOCOOHOCTBIO ~ HUCIOJIb30BaTh M COCTABJIATh HOPMATUBHBIC U IPABOBBIC JIOKYMEHTHI,
oTHOcsIUecs K Oymyiel mpodeccnoHABHOHN NeATeTbHOCTH;

HaBBIKAMU aHAJIU3a Pa3JIMYHBIX [IPABOBBIX SIBICHUHN, OPUIMUCCKUX (PAKTOB, MPABOBBIX HOPM
Y TIPaBOBBIX OTHOUICHUH, SIBISIOMIMXCS 00beKTaMH MPOo(hecCHOHANbHOM e TeTbHOCTH;
CMOCOOHOCTBIO, KCIONB3YsT OTCUCCTBEHHBIC W 3apyOC)KHBIC HMCTOYHHKH HH(POPMAIUH,
coOparh HEOOXOIUMbIC TaHHBIC MPOAHATU3UPOBATh UX W TOATOTOBUTH MH(POPMAIIMOHHBIN
0030p W/WIM aHATUTHYECKHA OTUYET;

CIIOCOOHOCTBIO HCIIOJIb30BaTh [UIs PEUICHUS AHAIUTHYCCKUX,  HCCIIEIOBATCIbCKUX U

KOMMYHHUKATUBHBIX 3aJlad COBPCMCHHBLIC TCXHUYCCKHUEC CPEACTBA U HH(bOpMaL[I/IOHHLIC
TCXHOJIOTHUU.



1.3. O0bém AucUMIJIMHBI 1 BHABI Y4e0HOH pPadoThI

CamocrosTesbHasA padoTa

e HaumenoBanue tem u(BOl'lpOCOB), BAHSITHS cTynenTOR Dopyibi KoOHTpOS
H3y4YaeMbIX N0 JAHHOU JUCHUIIJIMHE
1 p Copneprxanue Yacsl
TEMA 1. OPTAHU3 AL CJIY XD PerucTpanus u KOHTPOIIb KoHcrexT, ] ]
JEJIOITPOU3BOJCTBA UCTIONHEHUS JOKYMEHTOB. Occe, BONPOCHI B PyOEKHON KOHTPOILHOM
WHpexcupoBanue

JIOKYMEHTOB. Y4YeT
JOKYMEHTOB, FX TIOHCK,
crpaBouHas pabora.
Paccmotpenue
PYKOBOJICTBOM H
HaIpaBJICHUE JOKYMECHTOB B
2 2 | cTpykTypHBIC 5
Toipa3AeeHus
(HeTIoCpeICTBEHHBIM
HCTIOTHUTEIISIM).
HcnonHeHnne qOKYMEHTOB,
00paboTKa 1 JBIKEHHE
OTIIPABIISICMBIX U
BHYTPCHHUX JJOKYMEHTOB.
AHallu3 UCTIOJTHUTEIBCKOM

JAUCLIUITJINHBI.
TEMA 2. OCHOBHBIE TPEBOBAHU A 2 2 | I'pudsr. CormacoBanue 5
K O®OPMIJIEHUIO (BHEIIHEE U BHYTpEHHEE) U

YTBEPIKICHUE JOKYMCHTA.
VIIPABJIEHUECKIX [Mopsimok axpecoBaHust
(OPTAHM3ALTMOHHO- JIOKYMEHTOB. 3arojloBOK K
PACITOPAIUTEJIbHBIX) TEKCTy Kak BaKHEHIImii
JOKYMEHTOB TIOMCKOBBIN IPU3HAK

nokymeHTa. [lonstue
aBTOPCTBA. YIOCTOBEpEHHUE
JOKyMEHTa (PEKBH3HUTHI
«IIOJIITHCEY, KIICYATHY ).
OTMeTKH Ha JOKYMEHTE Kak
(buKcanys NpOXMKICHUS
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JOKYMEHTOM pa3IHIHBIX
9TamnoB paboThl C HAM.
3aBepeHne KO,

TEMA 3. BEJIEHUE
JAEJIOITPON3BO/ZICTBA B
OPI'AHM3ALINU, YUPEXJIEHNN

OpraHu3anoHHO-
pacropsiauTesbHas
JOKyMeHTanusl. JloKyMeHThI
OpraHU3allMOHHBIE (YCTaB,
MIOJIOKEHUE), TOKYMEHTHI
pacnopsiIUTeNbHbIE
(mocraHoBeHUE,
pacropspKeHue, IpHuKas,
YKa3aHue, PEIICHHE).
PacniopsiiuTesnbHbie
JIOKYMEHTBI, U3/JaBacMbIe B
YCIIOBUSIX €IMHOHAYAIIHS
(npukas, ykazaHue,
pactmopspKeHne) u
KOJIJIETHATIbHOCTH
(pemreHue, NIOCTAaHOBJICHHUE).
[TpaBuia oopmiieHNs

Bonpocs! B pyOe:kHOH KOHTPOIBHOM

TEMA 4. JEJIOITPON3BOACTBO 110
JIMYHOMY COCTABY

JIOKyMEHTBI 110 JINYHOMY
cocraBy (TiepcoHany).
TpynoBoil KOHTpaKkT
(morosop). IIpukassl mo
JUYHOMY COCTaBy U
KaJpOBBIE MPUKA3BI, HX
ormunst. OcoOeHHOCTH
BEICHUS TPYIOBBIX KHHUKEK.
JInunbie kKapTOUKH HOPMBI
T-2. JIuunsie gena.
Benenune xkaapoBoit
JIOKYMEHTAaLUH.
CocraBneHne TOKYMEHTOB
JUYHOTO XapakTepa
(aBToOMOTpadus,
3asBIICHHE, TOBEPCHHOCTb,
pacmucka). Pe3tome kak
HOBBIH BHJI JIOKYMCHTA.

Bonpocs! B py6eskHOI KOHTPOIBHOI

TEMA 5. JEJIOITPON3BOACTBO I1O
[MMCBbMEHHBIM 1 YCTHBIM

OCcOOEHHOCTH BEAEHUS
JICITOTIPOM3BO/ICTBA T10

YerHbIit onpoc
Bonpocs! B py6eskHOH KOHTPOIBHOI
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OBPAILIEHUSIM T'PAXKIAH

[IMCHbMEHHBIM U YCTHBIM
oOpaleHusM rpaxaaH 1
paboThI C JOKYMEHTALUEH.
Knaccungpukanms
(mpemnoxeHus, 3asBICHHUS,
XKaJI00bI), CPOKH
paccMoTpeHus,
perucrpanus 1 KOHTPOJIb
HCTIOTHEHUS 00paleHHA
rpaKaaH.

Texymas paboTta CTyJIeHTOB

1-as pyOexHas arTecTanus

TEMA 6. OOOPMJIEHUE 1
COCTABJIEHME OCHOBHBLIX BJIOB
YITPABJIEHYHECKUX JOKYMEHTOB

CryxeOHas
KOppeCITOHACHIHSA (TTMChMa,
TEJIErpaMMBl, TEJIEKCHI,
Tesie()OHOTPaMMBI,
(hakcorpammel,
AIIEKTPOHHBIE COOOIICHHUS).
Jlornueckast cxema
PAacCTIOIOKEeHHUS
nH(OpPMAINH B TIMChMAaX.
CrannapTHble U
TpadapeTHbIC BEIPAKCHIS B
TeKkcTax nuceM. PeueBoii
3THKET B JEJIOBOH
KOPPECIIOHACHIINH.
MexayHapoJHbIC MAChMA.

Kontponbnast  pabora.  Bompocs
PyOEX)HOH KOHTPOIBHOM

B

TEMA 7. HOMEHKJIATYPA JEJL
[NOAT'OTOBKA JOKYMEHTOB JUUIA
XPAHEHUMA B APXUBE

CucreMatnzanus
JIOKyMeHTOB. [IpuHIUIIEL
(dbopMupoBaHus €I —
HOMHHaHLHBIﬁ, pEeaAMETHO-
BOIIPOCHBIM, aBTOPCKUH,
XPOHOJIOTHYECKUH,
SKCIEPTHBIN.
Homenknarypa nen
npennpustus. KonkperHas,
IIpUMEpHas ¥ TUIIOBast
HOMEHKJIATypa Aeil.
[Iepenaua JOKYMEHTOB B

Bonpocs! B pyOe:kHON KOHTPOIBHOM
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apxuB. [lonstue
«IKCIEepPTH3a [IEHHOCTH
JOKYMEHTay. DKCIIepTHAs
KOMUCCHS TIPEATIPHUATHSA.
OdopmiieHue aen u
COCTaBJICHUE OTVICH.

TEMA 8. HEKOTOPLIE
PEKOMEHIAILIMU ITPU ITEYATAHU
TEKCTOB CJIY>KEBHBIX
JJOKYMEHTOB

KommnbroTepHbie
TEXHOJIOTH
JIeTTOTIPON3BOJICTBA B
AHTUKPU3UCHOM
YIpaBJICHUH, [IENH, 321491,
HanpasieHus. OCHOBHBIC
MTOHATHUST HH()OPMAIIMOHHBIX
TexHojoruii. CuUCTEeMHBIE U
MIPUKJIaIHbIE IPOTPAMMHBIE
cpencTBa
ABTOMATH3HPOBAHHOTO
pabodero mecra.
ABTOMaTH3aIH
JOKyMeHTo00OpoTa B
AHTUKPU3UCHOM
yIpaBJICHUH.
Kopnopatusnas
KOMITbIOTEpPHAS CETh
YUPESKICHUS, IPEIIPUATHS,
OpTaHU3aIIH.

Yersblii onpoc
Bomnpocs! B pyOexHOI KOHTPOIbHOM

HUroro

16

16

40




1.4. OOpa3oBaTesibHbIE TEXHOJIOTHHI

Ne/m.

Tema

Bun zansarus

KoaunuecTBo
9JacoB

NHuTepakTUBHbBIE
aKTHBHBIE (OPMBI

TEMA 1. OPTAHU3ALIA
CJIIV Kb
JAEJIOITPON3BOACTBA

IIpakTrueckoe

1

IIpesenrtanus

TEMA 2. OCHOBHBIE
TPEBOBAHMS K
O®OPMJIEHUIO
VIIPABJIEHUECKUX
(OPTAHM3AITMOHHO-
PACITOPSTUTEJILHBIX)
JJOKYMEHTOB

[IpaxkTuyeckoe

Kpyrusiii cron

TEMA 3. BEJJEHUE
JIEJIOTTIPOM3BO/JICTBA B
OPTAHM3AIINM,
VYPEXJIEHNU

IIpakTrueckoe

[IpoextHas pa3zpaboTka

TEMA 4.
JEJIOITPON3BOACTBO I10
JIMHHOMY COCTABY

IIpaktnueckoe

[Ipe3zenTanus

TEMA 5.
JIEJIOITPOU3BOJICTBO 10
MMMCLMEHHBIM 1
YCTHBIM OBPAIEHUSIM
TPAXIAH

IIpakTrueckoe

IIpe3enrtanus

TEMA 6. OOOPMJIEHUE 1
COCTABJIEHHE
OCHOBHbBIX B1JIOB
YITPABJIEHYECKUX
JOKYMEHTOB

IIpakTHueckoe

IIpezenTanus

TEMA 7. HOMEHKJIATYPA
JEJI. TIOATOTOBKA
JOKYMEHTOB JJIA
XPAHEHV A B APXVBE

IIpakTrueckoe

IIpe3enrtanus

TEMA 8. HEKOTOPLIE
PEKOMEHIAIIMU ITPU
I[TEHATAHNUN TEKCTOB
CJIYKEBHBIX
JOKYMEHTOB

IIpaktuueckoe

[Ipe3enTanus

Sanusmus c NpUMEHeHuem aKmueHblx Memoooe O6yll€H1/l}l cocmasgnsiiom 8 u
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Pasznen 2. Conep:kaHue JUCHUNIMHBI
2.1. TemMaTukKa JeKIHOHHBIX 3AHATHM .

TEMA 1. OPTAHU3AIUSA CJOY KB AEJOIMPOU3BOJACTBA

1. Opranu3zaioHHOe TTOCTPOSHHE CITY>KOBI 1€TI0MPON3BOICTBA

1. Paznenenue GpyHKIMNA MEKIYy OAPA3ACICHUSIMU JICTONPOU3BOACTBA M UCTIOTHUTEIISIMU
3.0Opranuzanus paboTel cekperaps-pedepenta

TEMA 2. OCHOBHBIE TPEBOBAHUSA K O®OPMJIEHUIO YIIPABJIEHYECKHUX
(OPTAHU3ALIMOHHO-PACTTIOPAANTEJIBHBIX) JOKYMEHTOB

1. OcHOBHBIE MTOJIOKEHUS 110 TOKYMEHTHPOBAHHIO YIIPABICHUYECKOH 1A TeTbHOCTH

2. Yuuuxkanus 1 cTaHAApTU3ALUS YIIPABICHYECKUX JTOKYMEHTOB

1. Buibl JOKyMEHTOB U MX KJIacCU(pHUKaLNs

3.IIpaBuna opopmieHHS yIpaBIeHIECKUX (OpraHU3alHOHHO-PACTIOPSAUTENBHBIX) TOKYMEHTOB

TEMA 3. BEAEHUE JAEJIOITPON3BOJICTBA B OPTAHU3ALIUU, YUYPEXJIEHUN
1.Opranu3zanusi J0OKyMeHTO000pOoTa (OOIIHE MOT0KEHUS)

1. Peructparius v yueT MoCTYHarOIUX B OPraHU3AIHMIO JIOKYMEHTOB

1.IToaroroBka u peructpanus OTIPABIAEMBIX JJOKYMEHTOB

2.TIpoxoxieHue BHYTPEHHHUX JTOKYMEHTOB

3. Y4er oObemMa TOKyMEHT0000poTa

4. KOHTpOJIb 32 UCTIOJIHEHUEM JJOKYMEHTOB

TEMA 4. JEJIOITPOU3BOACTBO 110 JIMYHOMY COCTABY

JIOKyMEHTBI 110 TUYHOMY COCTaBY (MIEPCOHAIY).

TpynoBoil KOHTPAKT (IOrOBOP).

[Tpuka3spl O TMYHOMY COCTaBY U KaJPOBBIC TIPUKA3bI, UX OTIINYHSI.

Oc00EeHHOCTH BEICHUS TPYIAOBBIX KHIKEK.

Jlnunsie kapTouku Gopmsl T-2.

JInunble nena. Benenue kaapoBOW TOKYMEHTALIMH.

CocraBieHre JIOKYMEHTOB JIMYHOTO Xapakrepa (aBToOmorpadmus, 3asBleHHE,
JIOBEPEHHOCTD, PACIIUCKA).

8. Pe3rome kak HOBBIY BUJ JOKYMEHTA.

Nk LW =

TEMA 5. IEJIOITPOU3BOACTBO 110 IIMCBMEHHBIM U YCTHBIM OBPALIEHUAM
I'PAYKJTAH

1. OcobeHHOCTH JaHHOM TPYMIIbI JOKYMEHTAIIMU U paOOThI C HEM.
2. Knaccudukanms (mpenokeHus, 3asBICHUS, JKalIOOBI), CPOKH PaCCMOTPEHUS,
pErUCTpaIls U KOHTPOJIb UCTIOJHEHUS OOpalleHUi TpaxKaaH.

TEMA 6. O®OPMJIEHUE W COCTABJIEHUE OCHOBHbBIX BHJOB
YIIPABJIEHYECKHUX JTOKYMEHTOB

1.CoBpeMeHHOE JIeTI0BOE MMHUCHMO

2.0prasu3alnnoHHO-PacTIOpAUTENbHbIE JOKYMEHTBI

3.JIOKyMeHTHI ollepaTuBHON HHPOpMALIUU
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TEMA 7. HOMEHKJIATYPA JIEJI. IOJAI'OTOBKA JOKYMEHTOB JIJIs1 XPAHEHUS B
APXUBE

1.001mue moIoXeHns

2.DopMupoBaHHUE JIeT

3.IToaroroBKa JOKYMEHTOB K ITOCIICAYIOMEMY XPAHSHHIO W UCTIOIh30BAaHUIO

TEMA 8. HEKOTOPBIE PEKOMEHJIALIMMW TIPU [IEYATAHUU TEKCTOB
CJHYXEBHBIX JOKYMEHTOB

1.OcobennocT ouraIbHO-AEIOBOTO CTUIIS

2.YnotpebiieHue IponUCHBIX U CTPOUYHBIX OYKB

3.HauOonee ynorpebnsiemble COKpAIIEHHUS CIIOB

4.OdopmiieHHe AT ¥ YMCeN B JOKYMEHTaX
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2.2. MeTtoguuyeckue PEeKOMECHIAIIMM 110 MOATOTOBKE K CCMUHAPCKHUM H
NPAKTUIECCKUM 3aHATUAM.

TEMA 1. OPTAHU3AIIUS CJIYKB IEJOITPOU3BOIACTBA
1. OpraHu3anoHHOE TOCTPOCHUE CITYKOBI IETOMPOU3BOACTBA
2. Paznenenue GyHKIMIA MEXTY TOApa3ACTICHUSIMH IETOMPOU3BOCTBA U UCTIOTHUTEISIMHU
3. Opraauzanus paboTsl cekpeTapsi-pedepeHra

3AJAHUA
1. Pacckaxxure o Tpex popmMax OpraHu3alMy JAEJIONPOU3BOJICTBA B yUPEKACHUSIX.
2.Pacckaxure o0 wHenAX W 3ajadax CIOyXObl JI€JIONPOM3BOACTBA, (PYyHKIMAX, @paBax M
OTBETCTBEHHOCTH.
3. O0bscHUTE, U1 Yero Hy>KHa MHCTPYKLUS IO JEIONPOM3BOACTBY B opranuzanuu. CoctaBbTe
npuKa3 00 yTBEP>KACHUU HHCTPYKIUH 10 JICJIONPOU3BOICTBY B OPraHU3AIHH.
4. Kakue OCHOBHbIE TpeOOBaHUS TPEIBIBISIOTCS CEKpeTapio- pedepeHTy B COBPEMEHHBIX
yCIIOBUSX?
5. CoctaBbTe (popmynsip-oOpaszen] JOKHOCTHOM MHCTPYKLUH, PACKPOITe OCHOBHBIE pPa3Jeiibl
MHCTPYKLIUH, PACCKaXKUTE 00 OOS3aHHOCTSIX PYKOBOIMTEIIS CIIy>KOBI 1€10IPON3BOJCTBA.

TEMA 2. OCHOBHBIE TPEBOBAHHUA K O®OPMJIEHUIO YIIPABJIEHYECKUX
(OPTAHU3ALIMOHHO-PACIIOPAAUTEJIBHBIX) JOKYMEHTOB

1. OcHOBHBIE TIOJIOKEHUS 10 JOKYMEHTHPOBAHHIO YIIPABJICHYECKON ACSITCIIBHOCTH

2. Vuuduxanus v CTaHAAPTU3ANUS YIIPABICHYECKUX JOKYMEHTOB

3. Buubl JOKYMEHTOB U X KJIaCCHU(PUKALIUS

4. IlpaBuna odopmiteHus YIPABIEHYECKUX (opranu3alMOHHO-PACTIOPSTUTENbHBIX )

JIOKyMEHTOB

3AJIAHUS
1. Pacckaxkxute O €IMHBIX MpaBWIaX JOKYMEHTHPOBAHHS YMPABICHYECKUX IEHCTBUN, KOTOpPbHIC
onpenenens ['CHOY, YCII.

2. Ilepeuncnute BHUIBI OPTaHU3ALMOHHO-PACHIOPSIIUTENBHBIX JTOKYMEHTOB, KOTOPBIE H3/AIOTCS B
opraHax yrpaBlIeHHs, U PACCKaKUTE, KAaKOB OOIINI TOPSIIOK X 0(OPMIICHHUSL.

3. OmpenenuTte, B 4eM 3aKJIIOUaOTCs 001IMe TpeOOBaHUS K YHU(PHUKALIUN TOKYMEHTOB.

4. HazoBuTe BCe BUIBI TIOKYMEHTOB M YKaKUTE, M0 KAKUM MPU3HAKAM OHU KJIACCH(PHULIUPYIOTCS.

5. PackpoiiTe Bce peKBU3UTHI cIyKeOHbIX qokyMeHTOB coriacHo ['OCT P 6.30-2003. Pacckaxure
00 MX pacroJIOKeHUU Ha JOKYMEHTE M O(OPMIICHUU.

6. Haiigure ommOku B oQOpMIIEHHH NPUBEAECHHBIX HUXKE JOKyMEHTOB. J[006aBbTe HemocTarolue
PEKBU3UTHI, MOKAKUTE, KaK MPABUIBLHO OHU JIOJKHBI 0(OPMIISATHCS.

TEMA 3. BEAEHUE JAEJOITPOU3BOJACTBA B OPTAHU3ALIUU, YUPEXKJIEHUN
1. Opranmzanus 10KyMeHTO000poTa (OOIIIHE MOIOKEHHS)

2. Perucrtpanus 1 y4eT NOCTYNAIOIINUX B OPTaHU3AIINIO IOKyMEHTOB
3. IloaroroBka M perucTpanus OTIPaBISIEMBbIX TOKYMEHTOB
4. IlpoxoxneHne BHyTPEHHHUX JOKYMEHTOB
5. VYder o6bemMa JOKyMEeHT00O0pOTa
6. KoHTpOIb 32 UCIIOJIHEHNEM JIOKYMEHTOB
3AJAHUSA
1. TlokaxkuTe IBMKEHHE TOKYMEHTOB B OpraHU3aluy (MIOCTYNAIOINX, BHYTPEHHUX,
OTIIPABJIIEMBIX).

2. llopsaok perucrpanyy JOKyMEHTOB.
2.1. MOXHO 511 TPOTOKOJIBI PETUCTPUPOBATH BMECTE C MpUKa3aMu?
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2.1.IIpaBuiabHO M 3apEeruCTPUPOBAHBI TOCTYIUBIIUE B OPTaHU3ALNIO TOKYMEHTHI?

a) Bx. Ne 980 ot 2.12.2003 0) Bx. Ne 981 ot 06.01.2004
2.3. MOXHO 11 perucTpupoBaTh MPUKA3bl 10 OCHOBHOM NEATENBHOCTU C MPHUKA3aMH MO JTUYHOMY
cocTaBy?

2.4.MOXHO JHM TpPUKa3bl PErUCTPUPOBATh cieAylommM obpazom: ot 12.01.2004 Ne 5, ot
12.01.2004 Ne 6, ot 14.01.2004 Ne 7, a 3atem ot 12.01.2004 NeSa?

2.3. Kaxkas nara yka3bIBaeTCsl IPU PETUCTPALIMU TPOTOKOIIA?

2.6. MOXHO JI1 BHYTPU OPTaHU3AIMKN OCYILIECTBISATh MEPENUCKY MEXIY OTAEIaMH, U €CIIH J1a, TO
Kak BbI ceOe ITO mpezcTaBiseTe?

2.7. lomyckaeTcsi WM HET PEerucTpamus OOpalleHud TpakJaH BMECTEe CO CIy)KeOHBIMHU
JIOKyMEHTamu?

3. Kakue CcyiecTByrOT CPOKHA UCHIOJHEHUS! TOKYMEHTOB?

4. Onpenenute 00beM JOKYMEHTOB B OpraHU3aluy 3a 1 roj.

5. Ecnu BbI oTnpaBisieTe TUCHbMO B TpU ajpeca Ha OnaHke ¢ U300paxkeHHeM | ocynapcTBEHHOTO
rep6a P®, To MOXKHO 11 BO BTOPO# M TPETUH aJipec OTIPABIATH KOMUIO OaHka?

6. OOBSICHUTE TIOPSIOK BBIAAYM OJJAHKOB JIOJDKHOCTHBIM JIMIIAM OpTaHU3aIIHH.

TEMA 4. JEJOITPOU3BOACTBO 110 JIMYHOMY COCTABY
1. JIOKyMEHTHI IO TUYHOMY COCTaBy (IIEPCOHAITY).
TpynoBoif KOHTPAKT (10TOBOD).
[Ipukaspl M0 TMYHOMY COCTaBY M KaJIpOBbIC MTPUKA3HI, UX OTINYHSI.
Oco0eHHOCTH BEACHUS TPYAOBBIX KHUKEK.
Jlnunbie kapTouku ¢popmsl T-2.
JInunble nena. Benenne kaapoBoil JOKYMEHTALIUH.
CocraBrieHre TOKYMEHTOB JIMYHOTO XapakTepa (aBroonorpadusi, 3asBjIeHUE, JOBEPEHHOCTb,
pacrucka).
8. Pe3rome kak HOBBIM BHJI IOKYMEHTA.

Nowvbkwd

3AJTIAHUSA
1. Harmmure mpuka3 reHepajibHOTO JUPEKTOpa 3aKphITOro akIHoHepHoro obmecTtBa «/ u O» o
npueMe Bac Ha paboTy OyXrajaTepoM.
2. CocTaBbTe npuKa3z 00 0cBOOOXAEHUH Bac OT paboThl B Gupme «OpbuTa» B CBA3U C MEPEE3IOM
Ha HOBOE MECTOXKUTEIBCTBO.
3. CocTaBbTe MpHKa3bl: a) 0 pueMe Ha padoty Oyxrantepom MBanosoii W.I1.; 6) 00 yBonpHEHUM
MIEPEBOJIOM B JIPYTYIO OpraHu3ammio. Hemocraromie peKBU3UTH YKOKUTE CaMOCTOSTENBHO.

4 CocraBbTe XapaKTEPUCTHKY-PEKOMEHJIAIMI0 Ha pPa0OTHMKA Ballero MpeIupusTHs A

MOCTYIJICHUS €T0 B aclupaHTypy HOBOCHOMPCKOI akajeMun SKOHOMHUKH H yTIPABIICHHSL.

5. HamumuTe 3asBieHHe O MpueMe Bac Ha paboTy SKOHOMHUCTOM B TOCYIapCTBEHHOE
MPEANPUSITHE TIO CBSI3U 1 HHpopMaTHKe «PoccBsi3b-
UHPOPM».
6. Harmmmmmre 3asBIeHHE O TPEAOCTABICHUH BaM aJMHHHUCTPATHBHOTO OTITyCKa IO CEMEWHBIM
obcrositenbeTBaM. OcTallbHbIE PEKBU3UTHI YKOKUTE CAMOCTOSITEIBHO.
7. Hanmmute aBToOMOrpaduio, He0OX0MUMYIO Al 0OPMIIEHUST JOKYMEHTOB MPU MOCTYIUIEHUHU Ha
paborty.
8. OdopmuTe 3ammch B TPYAOBOI KHIDKKE 00 YBOJIBHEHHH Bac: a) MO COOCTBEHHOMY JKETaHHIo; 0) B
CBSI3U C JIMKBUJAIMEH TNPENNpUsATHS; B) B CBA3M C HECOOTBETCTBUEM BBIMOIHAEMONU pabOTHI
MPEIbSBISIEMBIM TPEOOBAHUSIM BCIIEICTBUE HEAOCTATOYHON KBATM(UKAIIHH.

9. CocTaBbTe NMPOEKT TPYAOBOIO JIOTOBOpa MO HaiiMy, omjiaTe M yBOJbHEHHUIO Bac. OcTajbHbIe
PEKBU3UTHI YKAXKHUTE CAMOCTOSTEIHHO.
10.CocTtaBbTe npHKa3 0 IepeBojie Ha paboTy BHYTpU OpTraHU3aIHH.
11.CocraBbTe nprKa3 00 yBOJIbHEHUN paOOTHUKA B CBSI3U C JIMKBUAALMEH IPEIIPUATHS.
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TEMA 5. AEJIOITPOU3BOACTBO 110 IIMCBMEHHBIM U YCTHBIM OBPALLIEHUSAM
I'PAXKIAH
1. OcoOGeHHOCTH AaHHOM rpynmbl JOKYMEHTAIMHU U pabOThI C HEH.
2. Knaccuduxanus (mpeioxeHus, 3asBIeHUs, KaloObl), CPOKH PACCMOTPEHUS, PerucTpanus
Y KOHTPOJIb UCIIOJIHEHUSI 0OpallleHui rpakIaH.

3AJJAHUE
CocTtaBbTe UTOTOBYIO CIPaBKy 0 paccMoTpeHuu nucbma (O.1.0. aBTopa, BU 0OpaiieHus
YKaXXHUTE CAMOCTOSITENIBHO).

TEMA 6. O®OPMJIEHUE W COCTABJIEHUE OCHOBHbBIX BH/JIOB
YINPABJIEHYECKUX TOKYMEHTOB

1. CoBpeMeHHOE JeN0BOE MUCHMO

2. Oprasu3alOHHO-PACIOPSANTEIBHBIE JOKYMEHTHI

3. JloKyMeHTHI onepaTUBHON MH(POpMAIH

3AJAHUA

1. CoctaBpTe mpuUKa3 OTKPBHITOTO akIHoHepHOro oobmectBa «HoBocuOupckuii 3aBoj
XMMKOHLIEHTPATOB» 00 YTBEPXKACHUU MHCTPYKIUH 110 JEJIONPOU3BOACTBY Ha 3aBoje. B
KOHCTAaTUPYIOIIEH YacTH YKaXUTE, YTO B COOTBETCTBUM C THNOBOM WHCTPYKUHMEH IO
JIeTIOTIPOU3BOJICTBY B (pe/lepaibHbIX OpraHax HWCHOJIHUTENIBHOW BJIACTH, YTBEpPKIEHHON NMPHKAa30M
Pocapxusa ot 27.11.2000 r. Ne 68, u ¢ 'OCT P 6.30-2003 xanuensipueit 3aBoja pa3zpaOOTaHbI
MOPSAJOK TPOXOXKIEHUS JOKYMEHTOB M CTAaHIAPThl HAa OPraHU3alMOHHO-PACIOPAIUTEIBHYIO
JOKyMEHTalMo0. B pacnopsauTensHOM 4acTH yTBEpAUTE MHCTPYKLIMIO M MOPYUUTE 3aBEAyHOLIEH
KaHIeNspuel o0ecrneynTh METOAMYECKOe PYKOBOACTBO OpraHM3alueil JeIonpou3BOJACTBa Ha
MPEIIPUIATUN U YCTAHOBUTH KOHTPOJIb 3a COOJI0IEHUEM TPEOOBAHUN MHCTPYKIUH.

2. CocraBbTe MPOEKT MpHKa3a M0 DIEKTPOBAKYYMHOMY 3aBOAY OO0 YCTaHOBJICHHM €IMHOTO
pexxnMa paboThl HEHTPaJIbHBIX CKJIaJ0B. B KOHCTaTupytolel yacTi OTMEThTE, YTO OTIYCK IieXam
MaTepuasioB CO CKJIaJ0B MPEANpPHUATUS B T€UEHUE PabOYero JHs HapyllaeT HOPMAJIbHYIO paboTy
CKJIQJICKOrO ammapara. B pacnopsauTenbHOW YacTH YKaXHT€ KOHKpPETHBbIE 4Yachl OTIycKa
MaTepUaAJIOB CO CKJIAJ0OB, HA30BUTE KOHKPETHBIX JOJDKHOCTHBIX JMII (B AMPEKIHMH U I€Xax),
KOTOpbIE OTBEYAIOT 3a MEpPEeBOJ CKJIAJ0B Ha OoJiee palloHaIbHBIA pexuM padoTbl. OcTanbHbIE
ITyHKTBI B PACIIOPAIUTENIBHON YaCTH U IpYTHe PEKBU3UTHI YKAKUTE CAMOCTOATEIBHO.

3. Hamummure mpoekr npukaza no OAO «Oxcumy» 00 UTOrax AOKY MEHTaJIbHOM peBHU3UHN
paboter  mpemmpustus ¢ 01.02.2003  mo 01.09.2003. B axre peBusuu 3aduUKCHpOBAHbI
CIIEIyIOIlMe HEIOCTaTKH HE YMOPSAJOYEeH Yy4eT JIMYHOTO COCTaBa, HeKoTopble juuHble nena UTI
HaxXoIATCs B 3allylICHHOM COCTOSHMM; Yy 3aBeaylouiero ckmagoMm weramioB Ilerposa JILH.
OKa3aJIMCh M3JIMIIKY JHcToBOU cTanu (320 kr) v HenocTaya crainbHOoM JeHTsl (185 Kr); gomyckaercs
HEOOOCHOBAHHOE CIMCAaHWE YIMAKOBOYHOM Oymaru, rBo3/ied M 3amacHbIX yacTed uis peMOHTa
o0opyJOBaHus; B MEXaHMYECKOM IIeXe JOMyIIeH Mepepacxon] mpumosi B komuuectBe 60 Kr;
3aBEyIOIIMM  CKIaAckuM  xo3diictBom IL.M.  SIkoBIEeBBIM  HECBOEBPEMEHHO  OTIPY’KEHA
MOCTaBIIMKAM BO3BpaTHas Tapa, 3a 4TO 3aBOAOM yriadeH mrpad B cymme 1,5 Teic. py6. pyrue
PEKBU3UTHI YKAKUTE CAMOCTOSITEIIBHO.

4. CocraBbTe TMpUKa3 [0 CTPOUTEIBHOMY KOOMNEPATHUBY «3amyck» O HEMpPaBUILHOM
UCITIOJIb30BaHUM CTPOUTENBHBIX OTXOJ0OB. B BBOJHON YacTH yKaKUTE, YTO MPH MPOBEPKE PabOTHI
CKJa/a MUJIOMAaTepUaOB YCTAaHOBJEHBI (DAKTHI OTIyCKa B KOTEIbHYIO ISl COKMTAHUS OTXO/IOB
NWIOMAaTepwioB JIuHOW cBeime 20 cM. B 3akIounTeNbHONM YacTH CIEAyeT IPEUIOKHUTH
3aBeJlyIOIIEeMY CKJIaJIOM OpraHHU30BaTh paboTy MO peann3ally OTXO0A0B YaCTHBIM JIMIAM.

5. CocraBbre mpuka3 mno mnpeanpuituio «Cailm» 00 UTOrax peBH3HHM IO TPOBEPKE
¢buHaHCOBOrO ydera. B KoHcTaTupyromied 4acTu yKaXXuTe, 4TO peBU3UEH OOHapyX eHbl (PaKThl
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rpyboro HapymieHuss (UHAHCOBOTO Yd4eTa, IIOJHOE OTCYTCTBHE YyueTa M OTYETHOCTH IIO
KOMaHJHPOBKaM, OTCYTCTBUE KypHalla yueTa JO0BEpEHHOCTEH.

6. CocraBpre mpukaz 06 urorax pabotsl ¢ gokymeHtamu B 2003 r. B OAO «Pomuna». B
KOHCTaTHPYIOIIEH YacTH YKAKUTE Ha HU3KYIO TPeOOBATEIbHOCTh PYKOBOAUTENECH MOpa3aeeHni
K Ka4eCTBY IIOArOTOBKM JOKYMEHTOB M KOHTpPOJIA 32 UX HCIOJIHEHHMEM. B pacrnopsauTenbHOR
yacTh oOpaTuTe BHMMaHUE PYKOBOJUTENIEH Ha MOBBILIEHHE TPeOOBAaTEIbHOCTH K paOOTHUKAM B
4acTH paboThI C TJOKyMeHTaMu. [laiiTe 3ajaHne COTpyIHUKY, OTBEYAIOLIEMY 32 JAEJIONPOU3BOJICTBO,
pa3paboTaTh Mepbl MO YIYUIIEHUIO 3TOH paboTHI.

Hanumunre npoexT mpukasa IUpEeKTopa 3aBoAa TOYHOTO MAIIMHOCTPOEHHUS O NPEMHUPOBAHUU
pabOTHUKOB IUIAHOBO-3KOHOMHYECKOTO OT/Aeda 3a JOCPOYHYIO pa3paboTKy TeXImpoM(pUHILIaHA.
[Ipemust BblaeTca U3 (GOHAA MaTepHATBLHOIO MOOIIPEHUs B pazmepe 60 % MecsuHOro OKiaja.
Jlpyrue naHHble B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOSTENBHO.

7. CoctaBbTe JOKIAAHYIO 3anmucKy Oyxranrepa Tumomnnoit .I1. rmaBHOMY Oyxrantepy ¢GpupMsl
«Py6bun» babuuey IIII. or 15.09.2003 o mnpousBenennoit Tumommuoit W.II. mposepke
BBINOJIHEHUS TIpuKaza gupektopa ¢upmbl oT 12.01.2003 Ne 92 «O coctosiHuM OyXrajarepckoro
ydyeTa Ha CTPOMTENbCTBE 0a3bl oTAbIxa B pailone O6ckoro mopsi». B mpukase Obuid yka3aHbl
KOHKPETHBIE CPOKH JIMKBUJAIIMKM HEIOCTATKOB, OOHapyxeHHbIX B siHBape 2003 r. B poknanHoi
3aMuCKe JOHKHO OBITh OTMEUEHO BBINOJIHEHUE BCEX MYyHKTOB NMPHUKAa3a, 32 UCKIIOYEHUEM ITyHKTOB
00 opraHu3alnuy paBHOMEPHOH eXeIHEBHOU c1aun paboYrMH HapsA0B OyxraiaTepy. BrisaBieHo, yTo
25 despans 2003 . 6bu10 caHo TosbKo 35,2 % Bcex HapsaoB. OcTanbHBIC HAPAHI CIaHbl 1 MapTa.
ITo rpaduky cpok ciauu MOCHEIHUX HApsSI0B 3a MPOLUIBIA Mecsll YCTaHOBJIEH NEpBOro yHcia
cienyromiero mecsina. OcrajabHble JaHHBIE YKAKUTE CAMOCTOSITEIBHO.

8. CocraBbTe JOKJIAIHYIO 3alUCKy IJIABHOTO OyXrajaTepa TUPEKTOpy 00 HuTorax paboThl MO
LEHTpaIu3aluu pacyeToB ¢ pabounmu u ciaykamumu B Bl 3aBona. Llentpanuszamnus pacueroB gana
BO3MOXKHOCTb TEpPEBECTH Ha APYryl0 pabOTy MATh OyXrajTrepoB ILIE€XOB, YMEHBIIUTHh OIIMOKH B
pacueTax ¢ pabouMMU U CIIy)KalllUMH, YCHJIUTh KOHTPOJb 3a pacxofoBaHueM (OHIIOB 3apabOTHOM
iatel. B 3akimoueHre HeoOX0AMMO MOCTaBUTh BOIPOC O MPEMUPOBAHUH PAOOTHUKOB OyXrantepuu
u BII, obecrneunBarommx nepexoj] Ha MEHTPATM30BAHHBIN pacdyeT 3apaOO0THOW TIaThl TIO 3aBOTY.
OcTaJibHbIE JTaHHBIE YKAKUTE CAMOCTOSITENBHO.

10. CocTaBpTe MOKJIQJIHYIO 3alHCKy CEKpeTaps-pedepeHTa PYKOBOIUTEIIO MPEINpHUsATHS 00
yrepe pabotHukoMm CrenanoBeiM .M. mucema-3ampoca, MOCTYNMBIIETO B apec MPeInpusiTHs J1Ba
Mecsla Ha3aj.

11. CocraBbTe U odopmure TenerpamMmmy ¢upmsl «FOHHCHO» KemepoBckoMy mpeanpusTuio
«Kpucramn» o MOJIHOM OTKa3e OT OIUIAaThl 32 MOCTYMHUBLIYIO MPOAYKILHUIO B CBA3HM C TEM, UYTO 3Ta
npoayKIus He Oblia 3aka3aHa. OCTaabHbIE PEKBU3UTHI YKAKUTE CAMOCTOSTENBHO.

12. CocTaBbTe NOKIATHYIO 3alMCKy HAdaJIbHUKA OT/AETa PYKOBOIUTEIIO MPEANPUATHS O (pakTe
HEBBIMIOJTHEHUSI PACIIOPSHKEHUST O MOHTake OOOpyHOBaHMS Ha YYacTKe IO MpPUYHHE CJ1aboro
KOHTPOJISI CO CTOPOHBI INIABHOTO MEXaHUKA.

13. CocraBbpTe AOKJIAIHYIO 3alUCKy IJIABHOTO OyXrajaTepa pPYKOBOJMTENIO MPEINpUSTHS O
HE0OXOJJMMOCTH LIEHTPAJIN3allMH PacyeToB ¢ pabOTHUKAMH NpeanpusiTus. B 00s3aHHOCTH yUeTHBIX
paOOTHUKOB 1EXOB JOJDKHO BXOAWUTH JIMIIb OGOpPMIIEHHE IEPBHYHBIX JIOKYMEHTOB IO YYeTy
BbIpaboTKH. B nokiagHON 3amMcke HEOOXOAMMO MOJaTh MNPEIJIOKEHHE O MEepecMOTpe LITaToB
OTYETHBIX PaOOTHUKOB B lI€XaX U INIAaBHOW OyXrajTepuH M3 pacyeTa OOIIero COKpalleHHs IITaToB
He MeHee yeM Ha 20 %.

14. CoctaBpTe JOKJIAJHYIO 3alMCKy O IPUYMHAX HECBOEBPEMEHHOCTH IIPEICTaBICHMUS
nHbOpMaM O BBHINOJIHEHUM TMpuKa3za aupekrtopa. OcTanbHble PEKBU3UTHI  YKaKUTE
CaMOCTOSITEIIBHO.

15. CocraBpTe  NOKIAAHYHO 3allMCKy HayallbHWKA IUIAHOBO-DKOHOMHUYECKOIO  OTHAENa
PYKOBOIUTENIO MpEAnpUuaTuss o0 obecreueHUH OTAeda YeTbpbMs KomrbioTepaMu. OcTallbHbIe
PEKBU3HUTHI YKAKUTE CAMOCTOSITENBHO.

16. CocraBpTe NpPOTOKON 3aC€AaHHs WHBEHTAapHU3allMOHHOM KOMMCCHM 3aBOAa TIa30BOM
anmaparypbl, Ha KOTOPOM paccMaTpUBajCsl BONPOC O pe3ysbTaTaX MHBEHTAapU3aluu 1o ckiaay Ne
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2 BCIIOMOTaTEIbHBIX MaTCpUuajioB. Ha 3acemanun OBLIO MPUHATO MMOCTAHOBJICHUC 00 YTBCPIKACHUU
PE3YJIbTATOB HHBCHTApU3allMM HW OTHCCCHHA 3a CUYCT 3aBCAYIOIICTO CKJIaAOM HEAOCTA4Yr
BCIIOMOT'aTCJIbHBIX MAaTCpUaioB B CYMMC 365 MiH py6, a TaKXKC 3a4uMTaHbl CIWMYHUTCIIbHaA
B€OOMOCTH IIO CKIagy Ne 2 u 0oOBSICHHTEILHAS 3aIliCKa 3aBCAYIOLICTO CKJIaaO0M. OcranbpHBIE

JAaHHBIE OIIPENIEIIUTE 110 CBOEMY YCMOTPEHHMIO.

17. CoctaBbTe MOJHBI NPOTOKOA 0O0mIero coOpaHus paboyMX MPOU3BOJCTBEHHOTO
KoorepaTtuBa «3alyck», Ha KOTOPOM OOCYXJalcs BOMNPOC O CO3JaHUM MPOU3BOJCTBA
CTPOMUTENBHBIX MaTepUAJIOB JUIsl CTPOUTEIBCTBA JKWIBIX 10MOB. Ha coOpanuu Oblia 3aciyiiaHa
uHpOpMaIUs TpeAceaaTeNss O BO3MOXXHOCTH CO3/[aHUS TAKOT'o 11€Xa U MePCHEeKTUBAX €ro padoThI.
[Tocne obcyxeHust ObLI0 MPUHATO PEHICHHE MOPYUYHUTh MPEACENATEN0 U €r0 3aMECTUTENIO 110
CTPOUTENILCTBY B TEUCHHE 6 MECALEB pa3BepHYTh padOTy M BBIIEIUTH Ui 3TUX 1eneit 315 mun
pyo.

18. CocTaBbTe KpaTKuil MPOTOKOJN MPOU3BOJICTBEHHOTO COBEIIAHUS PAOOTHHUKOB IIAHOBO-
HSKOHOMMYECKOr0 OTJAeNia 3aBojia MEIpenaparoB, Ha KOTOpPOM OBLI PacCMOTPEH BOIMPOC O
nocpouHoir  paszpabotke  Texmpomduuuiana Ha 2003  rom. Ilocme  obcyxaeHHsS
MIPOM3BOACTBEHHOE COBEI[AHUE MPUHSJIO pelieHre pa3padoTarh TeXNpOM(UHIUIAH Ha TPU JHS
paHbIlle YCTAHOBJIEHHOTO cpoka. OcTaabHbIE JAHHBIE YKAKUTE CAMOCTOATEIBHO

TEMA 7. HOMEHKJIATYPA JIEJI. IOAT'OTOBKA JOKYMEHTOB JJIs1 XPAHEHUSA B

APXMBE
1. OOmue NoJI0KEeHUS
2. ®opMHpOBaHUE AEI
3. TloaroroBka JOKYMEHTOB K MOCIIEAYIOIIEMY XPAHCHHIO U UCTIOJIL30BAHUIO

3AIAHUS

1. [JaiiTe onpeneieHrne HOMEHKIIATYphI feia. YTo Takoe CBOIHAs HOMEHKIIATypa Jell, Kak OHa

coctaBisiercsa? Kak Bbl moHuMacTe MHACKCAIHUIO ILCJ'I? Kto cocraBnser HOMCHKJIATYPY HO€JI, KEM

OHa yTBepkKAaeTcs?
2. Kax c¢opmupytorcs gokymeHTsl B gena? Ilouemy He pexomeHayeTcss (GOpMHpPOBaHHE
XpaHEHHE JIe Y UCTIOTHUTEsS?
JlaliTe MOHATHE MPUMEPHON U TUIIOBOM HOMEHKIIATYPBI JIEII.
Kakyto paboty ocymecteusier JI1K?
KakoB nopsiiok opopmienus aena?
CocraBbTe OnuCh aena.
OOBsicHUTE HEOOXOIUMOCTh 3aBEPUTEITHHON HAMHCH.
Kak odopmisiercst obmoxka aena?

XN R

9. CocTtaBbTe akT 00 YHUYTOXKEHUU JOKYMEHTOB 32 KOHKPETHBIN MEePHO/.

u

10. CoctaBpTe  (popmymsp-oOpaszer; CBOJHOW HOMEHKJIATYpPBhl JIed, HOMEHKJIATYphl  JeJ

CTPYKTYPHOI'O IOJPa3ICICHHUS.

TEMA 8. HEKOTOPBIE PEKOMEHJIAILMU IIPU IIEYATAHUU TEKCTOB

CJIYXEBHbBIX TOKYMEHTOB
1. Ocobennoctr 0(UIMATEHO-ACIIOBOTO CTHIIS
2. VYmnorpeGieHue MPOMUCHBIX U CTPOYHBIX OYKB
3. Haubomnee ynotpebisieMble COKpAIICHHS CJIOB
4. OdopmieHue naT 1 4ncesl B JOKyMEHTax

3AJAHUA
1. Ykaxxute, B UeM OTIIMYUS OPUIIMATIBHO-EIOBOTO CTUIIS OT IPYTHX CTHIIEH.
2. Ilepeuncaute 4acTo BCTpeyaronmecs abOpeBuaTyphl CIIOB.
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2-3 BOl'[pOCI)I AJIA CaMOCTOATEC/ILHOI'0 U3YUYCHU A

Tema 1. OPTAHU3ALIVA CJTYKB AEJIOITPOU3BOJCTBA

JIOKyMEHTOOOOPOT U JIOKYMEHTONOTOKH (BXOISIIMNA, HMCXOMAIINUNA, BHYTPEHHUM).
[Tonartue «ob6beM HoOKyMeHTOOOOpoTa». CTpyKTypa ITOKYMEHTOOOOpOTa MpEearpHsITUS.
TpeboBanus, mnpeabsBiIgeMble K JOKYMEHTOOOOpOTYy yupexiaeHus. HopmaTusHO-
METOUYECKUE AOKYMEHThI, PErIaMEHTUPYIOLIUE JOKYMEHT0o000poT npennpustus. [Ipuem,
nepBuyHas 00pa0oTKa, MpeABapUTEIbHOE PACCMOTPEHHUE U pacHpeiesieHHe BXOIAIINX
JNOKYMEHTOB.

Peructpauuss M KOHTpOJIb UCIIOJIHEHHMS JTOKYMEHTOB. KOHTpOJIb CpOKOBBIN,
MpeAyNpeaUTENbHBIN (TEKYIIH), MOCIeayoNui (UTOTOBbIN). PeructpaiimonHbie yuyeTHbIE
dopmbl (KypHalbHasi, KapTOYHAs, aBTOMATU3MPOBAHHAs). PerucTpanmoHHO-KOHTPOJIbHAS
kaprouka (PKK). CnpaBouHOo-mH(pOpMaLMOHHBIE CHUCTEMBI (CIIpaBOYHAs, KOHTPOJbHAS,
KOHTPOJIbHO-CIIPaBOYHAsl KapToTekH ). HAeKkcHpoBaHue TOKyMEHTOB. YUeT JOKYMEHTOB, UX
MIOUCK, crpaBoyHast pabora. PaccMoTpeHue pyKOBOACTBOM W HAIpaBlieHHE JOKYMEHTOB B
CTPYKTYpHbIE  MOJpa3iefieHuss (HEMOCPEICTBEHHbIM  HCHOJHUTENsIM).  McnomHeHnue
JOKYMEHTOB, 00pa0OTKa M JABM)KEHHUE OTHPABISEMbIX U BHYTPEHHUX JTOKYMEHTOB. AHalIu3
UCIIOJIHUTENILCKON TUCLUILINHBIL.

Tema 2. OCHOBHBIE TPEBOBAHUA K O®OPMIJIEHUIO YIIPABJIEHYECKHUX
(OPTAHU3ALIMOHHO-PACITOPAAUTEJIBHBIX) JOKYMEHTOB

I'pudsl. CornacoBanue (BHEIIHEE W BHYTPEHHEE) W YTBEPXKACHHE JOKYMEHTA.
[Topsimok ajmpecoBaHusl AOKYMEHTOB. 3arojloBOK K TEKCTY KakK Ba)KHEWIIWN MOUCKOBBIN
npu3HaK JoKkymeHTa. [loHsiTHe aBTOpPCTBA. YIOCTOBEpPEHUE JOKyMEHTa (PEKBU3UTHI
MOJMUCHY, «Ie4aTh»). OTMETKH Ha JTIOKYMEHTE Kak (hUKcaIusl MPOXOKIACHUS JOKYMEHTOM
Pa3IUYHBIX ATANOB PaOOTHI C HUM. 3aBEPEHHUE KOITHH.

Tema 3. BE/IEHUE JAEJIOITPON3BOACTBA B OPTAHU3ALIMU, YUPEXJIEHUUN

Opranu3aioHHO-PaACIOPAIUTENbHAS JTOKYMEHTaLHSI. JIOKyMEHTBI
OpraHu3alMOHHbIE (YCTaB, TOJIOKEHHUE), TOKYMEHTBI PaclopsIuTeNbHbIe (TOCTAHOBICHHUE,
pacropsbkeHue, IpuKa3, ykazaHue, peleHue). PacnopsantenbHple TOKYMEHTHI, H3/1aBacMble
B YCJOBHUSIX €IWHOHadanusi (TpUKa3, yKazaHHe, PAcIOpsDKEHHE) M KOJUIETHAJIbHOCTH
(pewenue, nocranosinenue). Ilpasuna opopmienus

Tema 4. JIEJIOITPOU3BOACTBO I10 JINUHOMY COCTABY

JIOKyMEHTBHI 1O JIMYHOMY cOCTaBy (mepcoHaiy). TpymaoBoi KOHTPAKT (IIOTOBOD).
[Tpukassl 1O JIMYHOMY COCTaBY U KaJpOBbIE MPHUKa3bl, UX OTIHYMs. OCOOCHHOCTH BEICHMUS
TPYAOBBIX KHIDKEK. Jlnunbie kaptouku ¢opmbl T-2. Jluunwsie nena. Benenue kampoBoit
nokyMeHTauuu. CocTaBieHHe JIOKYMEHTOB JIMYHOIO Xapakrtepa (aBTroOuorpadus,
3asiBIIEHUE, JOBEPEHHOCTb, paciucka). Pe3toMe kak HOBbI BU TOKYMEHTA.

Tema 5. JIEJIOTTPON3BOJACTBO 110 ITMCBMEHHBIM 1 YCTHBIM OBPAILLIEHN M
TPAXKIIAH

Oco0eHHOCTH BEICHHS JIeTIONPOM3BOJICTBA MO MUCHbMEHHBIM M YCTHBIM OOpaIIeHUsIM
rpaxaad U paboTel ¢ JokyMeHTauued. Kmaccudukamuss — (mperyiokeHus, 3asBIICHUSA,
KaIOOBI), CPOKH PACCMOTPEHHsSI, PETHUCTpalds W KOHTPOJb WCIIOJIHEHUS OOpaIieHui
TpaXKJIaH.
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Tema 6. O®OPMJIEHUE U COCTABIJIEHUE OCHOBHBIX  BHI0OB
VIIPABJIEHUECKUX JOKYMEHTOB

CryxeOHasi KoppecnoHIeHIUs (TIHChMa, TEJIETPAMMBI, TEJIEKCHI, TeJe(h)OHOTPAMMBI,
(akcorpamMmbl,  3JEKTPOHHBIE  COOOIIEHUs1).  Pa3HOBMIHOCTM  JEJNOBBIX  MHCEM
(compoBoaUTENbHOE, 3aMpoC, MPEIIOKEHHE, TpHINAIeHHe, HalOMHUHAHUE, OTKa3,
MOATBEPIKIACHNEe, peKIaManusa W Tp.). biaanku mius muceM. PeKBHU3UTBHI «IPUIIOKEHHE K
TEKCTY», «CIPABOYHBIC JAHHBIC O MPEANPUITHNY, «CChUIKA HA JaTy U HOMEP JOKYMEHTay.
Jlornueckas cxema pacrnonoxeHnus nHGopMauu B nucbMax. CtangapTHeie U TpadapeTHble
BBIPAKEHHUSI B TEKCTaX MUCEeM. PeueBOMl JTHUKET B [IEJIOBOM KOPPECIOHICHIIUU.
MexnyHapoanble mHchbMa. HekoTropble OTIMYHMS 3apyOEKHOTO JIE€JIOMPOU3BOJICTBA OT
JIEIOTIPOU3BOJICTBA, TIPETYCMOTPEHHOTO POCCUMCKUMHU CTaHAapTaAMH.

Tema 7. HOMEHKIJIATYPA JAEJI. IOAT'OTOBKA JOKYMEHTOB [JIS1 XPAHEHM S B
APXVBE

CucremaTtu3zanusi JOKyMEHTOB. [ pynmnupoBKka JOKyMEHTOB B IEPBUYHBIE KOMILICKCHI.
[Tonsitue «aeno». IlpuHnunel ¢dopMupoBaHust Jel — HOMUHAIbHBIA, MPEAMETHO-
BONIPOCHBINM, aBTOPCKUM, XPOHOJOTHYECKHM, JSKCHEPTHBIA. TpeGoBaHUS K 0GOPMICHHUIO
00JIOKEK JIeJT TIOCTOSITHHBIX CPOKOB XPAHCHHS.

Homenknarypa gen npennpusarus. KoHkpeTHas, TmpuMepHas ¢ THUIIOBas
HOMeHKJaTypa aen. llepemaua noxkymeHTOB B apxuB. [loHsiThe «3KcmepTh3a LEHHOCTH
JOKYMEHTay». JKcrepTHas Komuccus mpennpustus. OdopmiieHne ne1 W cocTaBlieHUE
OIHCH.

Tema 8. HEKOTOPBIE PEKOMEHJIALMUMW TIIPU TIEYATAHUM TEKCTOB
CJIYXEBHBIX JOKYMEHTOB

KoMmriploTepHble TEXHOJIOTUU JEJIONPOU3BOACTBA B AHTHKPU3MCHOM YIPABJICHHUHU,
IeNd, 3amadd, HamnpaBieHus. OCHOBHBIE TMOHSATHA HWH(POPMAIMOHHBIX TEXHOJIOTHH.
CucteMHblE W TPHUKIATHBIE TPOTPAMMHBEIC CPEICTBA aBTOMATH3MPOBAHHOTO pabouero
MecTa. ABTOMaru3anus JOKYMEHT00OOpoTa (00paOOTKH JOKYMEHTOB, KOHTPOJS HaJ
UCTIOJHUTENBCKOM —TUCIMIUIMHON, XpaHEHWs, TOWCKAa M OpraHu3alud JoCcTyma K
uHpOpMaIMK) B AaHTHKPU3UCHOM ympaBieHuH. KopropaTuBHas KOMIBIOTEpHAs CETb
yUpeXKICHHS, TPEATIPUATHS, OpPTaHU3AIHH.
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Pasznen 3. Konrtpousb 3HaHuMM

Nk W=

10.
I1.
12.
13.
14.
15.
16.
17.
18.
19.
20.

21.
22.

23.

24.
25.
26.
27.
28.
29.
30.
31.
32.
33.

3.1. Bomnpocsl k 3auety nmo aucuuiinHe «/lesonpousBoacTsoy.

OpraHu3almoHHOE TOCTPOCHUE CITYkKObI J1€0MPON3BOACTBA

Pa3znenenue hyHKIMI MKy MOAPA3AETCHUSIMH JEIONPOU3BOACTBA U UCTIOTHUTEISIMHU
Opranmzarus paboTsl cekpeTapsi-pedepenta

OcCHOBHBIE MOJIOKEHUS IO TOKYMEHTUPOBAHUIO YIIPABICHYECKOH JAESITEIbHOCTH
Yaudukanus v cTaHgapTU3AIUS yIPABICHUYECKUX TOKYMEHTOB

Bunbel 1OKyMeHTOB U WX KJIacCUpUKALUS

[IpaBuna odopmiteHus YIIPaBICHUYECKUX (opraHu3alMOHHO-PACIIOPSIUTEIbHBIX )
JIOKYMEHTOB

Opranmzaiusi TOKyMeHTO000poTa (00IIHe TTOT0KESHHMS )

Peructpaiius u yuer nocTynammux B OpraHu3auio JT0KyMEHTOB

[ToaroroBka u peructpanys OTHPABISIEMBIX JOKYMEHTOB

[Ipoxoxnenrie BHyTPEHHUX JOKYMEHTOB

VYyet o0bemMa TOKyMEHTOOOOpOTa

KonTpons 3a ucnosneHneM 10KyMEHTOB

JIOKyMEHTBI TIO IMYHOMY COCTaBy (II€pCOHAITY).

TpynoBoif KOHTPAKT (10TOBOD).

[Ipukaspl M0 TMYHOMY COCTaBY M KaJIpOBbIC MTPUKA3HI, UX OTINYHSI.

Oco0eHHOCTH BEACHUS TPYAOBBIX KHUKEK.

Jlnunbie kapTouku ¢popmsl T-2.

JInunble nena. Benenne kaapoBoil JOKYMEHTALIUH.

CocraBiieHrne JOKYMEHTOB JINYHOTO XapakTepa (aBroonorpadusi, 3asBieHre, JOBEPEHHOCTb,
pacrucka).

Pe3rome kak HOBBIM BHUJI IOKYMEHTA.

OcoOeHHOCTH JEeNONpPOU3BOICTBA MO MHUCHMEHHBIM M YCTHBIM OOpAallleHUsIM TpaxaaH |
paboOThI C HUMH.

Knaccudukarmus (mpennoxeHus, 3asBICHHS, KaJ00bl), CPOKH PACCMOTPEHUS, PETUCTPAIIHS
Y KOHTPOJIb UCTIOJTHEHUST 0OpaIlieHu# TpaxKaaH.

CoBpeMEHHOE EI0BOE MTUCHMO

OpraHn3anmoHHO-PACTIOPSIUTEIBHBIE TOKYMEHTHI

JIOKyMEHTHI oniepaTuBHON MH(pOPMAIIUH

Homenknatypa aen. [loaroroBka JOKYMEHTOB JUTsl XpaHEHUs B apxuBe. OOIIHe MOT0KESHHS
®opMupoBaHHE €N

[TonroroBka JOKYMEHTOB K MOCJIEAYIOIIEMY XPAaHEHUIO U UCIIOIB30BaHUIO

OcoOeHHOCTH OPUIHATEHO-/IETIOBOTO CTUIIS

VYnotpebieHne MporrucHbIX U CTPOYHBIX OyKB

Haubonee ynorpebiseMble COKpaIIeHUs CJIO0B

Odopmienue aar u ynucen B TOKyMEHTaxX
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3.2. TecToBble 3aaHusl ISl NPOBEACHUS CAMOKOTPOJISI

I"apanTHiiHOE MHCHEMO 0053aTENBHO JTOJIKHO OBITh OANUCAHO:
PYKOBOJUTEIIEM NPEANPUATHUS U [JIABHBIM OyXTajaTepoM;

PYKOBOAMTEIEM MIPEANPUATHS U OTBETCTBEHHBIM HCIIOJIHUTEIIEM IIHCHMA,
IJIABHBIM OyXTaJTepOM U OTBETCTBEHHBIM HCIIOJHHUTEIEM MUCHMA;
UCKJIFOUMTENBHO MIaBHBIM OyXTajaTepoM MpenpusTHsL.

Kakoit momxkHa ObITH OANMCH HA JOKYMEHTE, €CJIM OH COCTaBIIeH Ha PUPMEHHOM OJlaHKe
KOMITaHUU:

+I'enepanpubiii qupektop (moanucek) @. E. [TeTpos;

I'enepanbubiii qupextop OAO «JIunus» (nmoanucs) [lerpos @. E.;

[Terpor @. E. (moamucs).

OTTHCK TIeUaTH Ha CJ'Iy>KC6HOM JOKYMCHTC CTAaBAT TAKUM 06p830M, yTOOBI OH 3aXBaThIBA:

MepBBIC HECKOIHKO OYKB HA3BAHUS JOJHKHOCTH JIUIIA, TIOANMCABIIETO JIOKYMEHT;
+10cneqHIue HECKOIbKO OyKB Ha3BaHUS JOJKHOCTH JTUIA, TOAMUCABIIETO TOKYMEHT;
MOCJICIHIE HECKOJILKO OYKB (haMIIINH JIUIIA, TIOIMICABIIETO JOKYMEHT;

MOCIIEHIOI0 CTPOUKY TEKCTa CIy>KEOHOTO TOKyMEHTA.

Kakum criocobom npocTtaBiseTcs Aara B rpud)e yTBepKIeHUs JOKyMeHTa?
MAIIIMHOIMMCHBLIM CIIOCOO0M;

MPOCTABJISACTCS OT PYKH CEKpeTapeM IOoCiIe YTBEPIKICHUS JOKYMEHTA PYKOBOIUTEIIEM;
+IPOCTABIISAETCS CAMUM PYKOBOJIUTEIIEM B MOMEHT yTBEPIKJICHHUS JOKYMEHTA,
MIPOCTABJISETCS JTFOOBIM CIIOCOOOM.

Kakoii 13 yka3aHHBIX BUJIOB ITPUKA30B SBJIAETCS OIIMOOYHBIM:
IIPUKa3 I10 OCHOBHOM JI€ATEIbHOCTH;

IIPUKa3 10 aMUHUCTPATUBHO-XO35ICTBEHHON JESITEIbHOCTH;
+11puKa3 no pUHaHCOBO-X03HCTBEHHOM EATEIbHOCTH;
IIPUKA3 10 JUYHOMY COCTaBY.

ITopsiakoBbIit HOMep OaHKa clieyeT pacnoiararhb:
B BEPXHEH 4acTH JIMLIEBON CTOPOHBI OJIaHKA;

B HIDKHEH 4acTH JIMLIEBON CTOPOHBI OaHKa,;

B BEpXHeH 4acTu o0paTHOM CTOPOHBI OJIaHKa;

+B HIKHEH yacTu 0OpaTHOI CTOPOHBI OJIaHKa.

Kakue n3 nprBeneHHBIX HIKE BXOASIINX TOKYMEHTOB HE TOJIEkKAT PETUCTPAIlUU:
+I103ApaBUTEILHBIE TUCHEMA,

rapaHTUHHbIC TUCHMA;

HUCHbMa-3aIpOChkI;

COIIPOBOJAUTENLHBIE TUChMa.

B nuuHyr0 KapTOUKy COTpYAHHKA HE 3aHOCST CBEICHUSL:

O BOMHCKOM YHYCTC,

+0 TPUHAUIC)KHOCTH K MOJUTHYSCKAM MAPTUSM U OOIIECTBEHHBIM OpraHH3aIHsIM;
00 o0mem craxe padoThI;

0 CEMEWHOM MOJIOKEHHH.
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CiyxeOHbIil TOKYMEHT, KOTOPbIM COEpKUT MPEIJIOKEHNE O Ha3HAYSHUH Ha JOJDKHOCTD, IEPEBO/IE
Ha JIPYTYIO TOJDKHOCTh (padoTy) WM MOOILIPEHNH (Harpaae, IpeMHUPOBAHNN) COTPYIHUKA
OpraHu3aly Ha3bIBAETCS:

MIPUKa3 M0 JUYHOMY COCTaBY;

JOKJIa/IHAs 3aIMCKa,;

MIPUKa3 M0 aJMHUHUCTPATUBHO-X03HCTBEHHBIM BOTIPOCAM;

+IpeacTaBieHue.

PexBu3uT «@amMuiImst UICIOIHUTEINS U HOMEP €ro TeJae(OoHay B CIIyKeOHOM JJOKYMEHTE,
0 OpMIIEHHOM Ha HECKOJIBKHUX JIUCTAX, YKAa3bIBAIOT:

+B JIEBOM HUKHEM YIJIy JIMLIEBON CTOPOHBI ITOCIEHETO JUCTA TOKYMEHTA;

B JIEBOM BEPXHEM YTIIy 0OpaTHOI CTOPOHBI MTOCIEAHETO JTUCTA JOKYMEHTA;

B JIEBOM HI)KHEM YTIIy JIMLIEBOW CTOPOHBI IIEPBOTO JINCTA IOKYMEHTA;

B JIEBOM HIDKHEM YTy OOpaTHON CTOPOHBI MOCJEIHETO JINCTA T0KYMEHTA;

I"apanTHiiHOE TUCBEMO — 3TO:

JOKYMEHT, COOOIIAIONINNA O PUOTMKEHUH, YCKOPEHUH, UICTEUEHHH CPOKA UCTIOTHEHUS KaKoro-JInoo
NENUCTBUSA

JOKYMEHT, COZIEP KLUl IPUTTIAILIEHUE HA MEPOIIPUATHE

+IOKYMEHT, B KOTOPOM T'apaHTHPYETCS OIIaTa BBIOJIHEHHOW paboThl WK MPEIOCTABIEHUE YEro-
1100 (paboThl, MOMEIECHUS U T.11.)

JIOKYMEHT, MMOATBEPAKIAOIIHNI OJIyYEeHNE [IEHHOCTEN

Jaiite onpenenenue T0KyMEHTa:

+MaTtepuanbHbIil 00BEKT ¢ HH(pOpMaIUe, 3aPpUKCUPOBAHHON CO3aHHBIM YEJIOBEKOM CITIOCOOOM,
U1 €€ Tepeaayl BO BpEMEHH U IPOCTPAHCTBE

COBOKYITHOCTh PEKBU3UTOB O(PHIIMATHLHOTO MUChMaA

CTaHJIapTHOE PACIIOJIOKEHHE MaTepuaa

TEKCT

Haiite onpeneneHue Gopmysapa-odpasia:

COBOKYITHOCTH PEKBU3UTOB ACJIOBOI'O MMCbMa

+COBOKYIIHOCTB PACIOJIOKEHHBIX B ONPEIAEIEHHOM MMOCIEI0BATENBHOCTH PEKBU3UTOB, IPUCYIIIUX
BCEM JTOKYMCHTaM onpegleneHHoﬁ CHUCTEMbI TOKYMCHTAIINN

COBOKYITHOCTb PEKBU3HUTOB IIPUKa3a

COBOKYITHOCTbh PEKBU3UTOB aKTa

Jlata moxkymeHTa 0pOpMIISIETCS CIEAYIOMNUM 00pa3oM:
dbespans 1997

deBpans 97 1.

01.02.97 1.

+01.02.97

Jlata toKymMeHTa — 3TO:

Jata ero NOANNUCaHus, IPUHATUS

JlaTa €ero COCTABIICHUS

+1ara ero NOANUCaHUs, IPUHATHS, YTBEPXKICHHUS, COCTaBJICHUS, JaTa COOBITHS
nata coObITUS

Kaknm cBOMCTBOM MOKHO O0XapaKTCPU30BATh HAJINYHEC Y JOKYMCHTA HCOTHEMIIEMEBIX ClIaraCMbIX,

oe3 KOTOPBIX OH CYHICCTBOBATbL HC MOXKCT:
BCIICCTBEHHOCTD,
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+aTpuOyTUBHOCTB;

CTPYKTYPHOCTB;
BEPHOI'0 BapHaHTa OTBETA HET.

JlenoBeie MMChMa OOBIYHO 3aKaHYMBAIOT (hpazaMu:
B COOTBETCTBUU ¢ Bameit mpocs00ii ...

+C yBaXKEHUEM ...

HaMU pacCMOTPEHBI Bammy npeaioxkeHus ...

B CBSI3H ...

Jenonpou3BoICTBO — 3TO:

MpaBWJIbHOE O(hOpMIIEHHE IOKYMEHTOB.

OpraHu3alys JOKyMEHT0000pOTa B yUPEkKACHUH.

COBOKYITHOCTb JJOKYMEHTOB, OTPa)KAIOIINX YIIPABIEHUYECKYIO I€ATEIbHOCTh YUPEKICHUS.
+COBOKYIMHOCTH padoT MO JOKYMEHTHPOBAHUIO JEATEIILHOCTH YIIPABICHHS U TI0 OPraHU3aIMU
JOKYMEHTOB B yUPEKICHHUH.

JlesiTenbHOCTD amnmnapara yrnpaBieHHsl, OXBaThIBAIOLIas BOIIPOCH! JOKYMEHTUPOBAHUS U
OpraHuszaiuu padoTsl ¢ JOKYMEHTaMU — 3TO:

+IOKyMEHTAI[MOHHOE 00eCTIeueHUe YIpaBIeHUs

CTaHJapTH3AIH

EI'CA

cucTeMa JOKyMEeHTaIuH

JIOKyMEHT, 3aKpeTUISIONINI TODKHOCTHON M YHUCIICHHBIN COCTaB MPEANpUATHs C yKazaHHeM (QoHIa
3apa0OTHOM TIJIATHl — ATO:

JOJKHOCTHAS! MHCTPYKITHS

yCcTaB

MOJIOKEHHE

+1ITaTHOE pacnrcaHne

JlokyMeHT, puKkcUpyomuil X0 00CYkK/I€HNsI BOIPOCOB U MPUHSITHS pEIIeHUH Ha COOpaHUsX,
3aceJaHMsIX, COBEIAHUAX U T.II.:

0OBsSICHUTENbHAS 3aHCKa

JOKJIaJHasl 3alHucKa

aKkT

+IIPOTOKOJI

Kakas ¢pyHKIMS OTHOCUTCA K 0OIIMM (DYHKIUSAM JTOKyMEHTA:
OOIIEeKYIbTYpHas;

+uH(pOopMaLMOHHAS;

MIPaBOBas;

YIOPS0UYMBAIOIIAS.

Kak 10mKkHO MpoUCXOaUTh IeNIeHUEe JOKYMEHTOB:
Ha POoJibl, MOABUBI, MOAPObI, PA3HOBUIHOCTH;
+Ha poJbl, BUBL, IOABU/IBI, PA3HOBUIHOCTH;

Ha BUJbI, IOJBU/IbI, PA3HOBUIHOCTH, POJIbI;

Ha MMOABU/IbI, IOJPO/IbI, PA3HOBUIHOCTH.

I[OKyMeHTaL[I/IOHHOC obecrieueHue yYHpaBJICHUA — 3TO:
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IIPOLIECC YCTAHOBIICHUS U IPUMEHEHUS IIPABUII C LIEJIBIO YIIOPAAOYCHUS AEATEIBHOCTH B
JEIIOTIPOU3BOJICTBE.

+1eATEeIbHOCTS armapara yrpasieHHUs, OXBaTbIBAIOIAs BOIIPOCHI JOKYMEHTUPOBAHUS U
OpraHu3anuy paboTsl C T0KyMEHTaMHU.

COBOKYITHOCTb JJOKyMEHTOB, IPUMEHSAEMBIX B ONPEAETICHHON chepe NesITebHOCTH.
COBOKYITHOCTb PEKBHU3HUTOB, YCTAHOBIIEHHBIX B COOTBETCTBHHU C (DOPMYJISIPOM JTOKYMEHTA.

EI'CH — »ro:

COBOKYITHOCTb PEKBU3HUTOB, YCTAHOBIEHHBIX B COOTBETCTBHHU C (DOPMYIISIPOM TOKYMEHTA.
+KOMIUIEKC OCHOBHBIX IOJIOKEHUM, ONPEAEISIIOIUX U PEMTIAMEHTUPYIOIIUX OpraHU3alnIo
JOKYMEHTAIIMOHHBIX TPOIECCOB HA MPEIPUITUH.

COBOKYITHOCTbH JJOKYMEHTOB, IPUMEHSEMBIX B OTpeIelieHHON chepe NesaTeTbHOCTH.

JeSITeNLHOCTD allapara yIpaBiIeHHs, OXBATHIBAIOIIAs BOIIPOCH! JOKYMEHTUPOBAHUS U OpTaHU3AIHH
paboThI C TOKyMEHTaMHU.

JlokyMeHT, cozepskauiuii HtHpopMalrio, He IpeJHa3HAUCHHYIO JUIsl IIUPOKOTO PacpoCTPaHEHUs:
HEoIyOIMKOBaHHBIH;

TalHBIN;

+HenyOIKyeMbIi;

HEMEPUOINYECKHI.

Yrto OTHOCHTCS K IPU3HAKAM JIOKYMEHTA!
(bYHKIIMOHAIBHOCTH HH(OpMALINY;
TOXKJIECTBEHHOCTh CaMOMY ce0e;
3aKOHHOCTb;

+3aBEPIICHHOCTHh COOOIIICHHUS.

Kakolt norndecknii mpueM, UCIOJIb3YETCS MPU CO3AAHUM TOKYMEHTOB!
+ompeaencHue;

YCTaHOBJICHUE;

000CHOBAHHE;

pa3bsACHEHHE.

Ecnm Bam HeoOxoauMo 1aTh ONMHMCaHKe peKIIaMUPYEeMBbIX yCIIyT, Bbl cocTaBuTe
JIOTOBOPHOE MUCHMO

+peKIaMHOE ITUCHEMO

COIIPOBOIUTEIIHHOE MUCHEMO

IMACHBMO-IIPUTTIAIIIEHYE

Ecnu Bam HeoOxoaumo mperbsiBUTh IpeTeH3un napTtHEPy, Brl cocTaBuTe
JOTOBOPHOE ITMCbMO

MH(GOPMAITMOHHOE TTHCHMO

COIIPOBOJUTEIBLHOE ITUCEMO

+IHCBMO-TIPETEH3HUIO

VKaXuTe OTIIMYUTEIBHOE CBOMCTBO TOKYMEHTA:
KOIHUIHOCTE;

+ropuauyeckas Cuia;

MHO>K€CTBEHHOCTD;

TOYHOCTb.
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Ecnu Bam Heo0X0aMMO MPUITIACUTh OPraHU3AIMIO WIH JJOKHOCTHOE JIMIIO Ha COBEIIaHue,
BCTpedy, Bl coctaBute

+IHCHMO-TIPUTTIAILICHHUE

COIIPOBOAMUTENBHOE MTUCHMO

MIACBMO-TIOATBEPXKICHHUE

JIOTOBOPHOE ITMCbMO

Ecnm Bam HeoO6xoanMo cooOIuTh 0 MPOBEACHUN MeponpusTus, Bel coctaBuTte
COIIPOBOAUTENBHOE TUCHMO

MUCHMO-TIOITBEPKICHHIE

JIOTOBOPHOE ITHMCbMO

+uH(popMalmoOHHOE TUCHMO

Ecnm Bam HeoO6xoauMo coCTaBUTh MUCHMO, HHPOPMHUPYIOIIEE aJipecara O HaMpaBJIeHUN K HEMY
MPUCHUIAEMBIX JOKYMEHTOB, BbI cocTraBute

+COMPOBOIUTEIHHOE ITUCEMO

MMHUCHLMO-YBEIOMIICHUE

IIACBMO-IIOATBEPKACHNE

JIOTOBOPHOE ITHCBMO

Ecnu Bam He00X0quMO COCTaBUTH MUCHMO, COMTPOBOKIAIOIIEE TOTOBOP, TO OHO OYJIET HOCUTh
Ha3BaHUE (TI0 COIEPIKAHUIO)

MUCHMO-TIOITBEPKICHHUE

+I0rOBOPHOE

COTIPOBOAUTEIHHOE

MTUCHMO-YBEIOMIICHUE

Ecnu Bam Heo0OxoauMo yBEIOMHUTD OTIIPABUTEINS O MOTYYEHUH JOKYMEHTOB, Bbl coctaBuTe
MH(POPMAITMOHHOE TUCHMO

JOTOBOPHOE TTMCbMO

COIIPOBOJUTEIBLHOE ITUCEMO

+IHCBMO-TIOATBEPKACHUE

Ecnu pacniopsinurenbHas yacTh TEKCTa HAUMHAETCSI CIOBaMHU “‘0053bIBal0”, TO 3TO
IIpHUKa3

3asBJICHUE

+pacnopsokeHne

yKazaHue

Ecnu pacniopsautenbHas 4acTh TEKCTa HAYMHAETCS CIOBAMM “TIpEUIararo’’, TO 3TO
IIpHUKa3

pacropsiKeHue

UHCTPYKLUS

tyKazanue

WNuneke nokymeHTa opopmissieTcs Clieryonmm oopa3om
13.14

nK 11.

ca 16.

+13/14

Nupexkc nokymeHTa — 3To
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MIOPSIIKOBBIN HOMEP PErucCTpaIiu

WHJIEKC CTPYKTYPHOTO TTO/IPA3ICIICHUS

+1uudpoBoe, OyKBEHHOE MM KOMOMHUPOBAaHHOE 0003HAYEHUE IOKYMEHTA, YKa3bIBAIOIIEE MECTO €ro
COCTAaBJICHUA U XPaHCHUA

HOMED JieJia 10 HOMEHKJIaType Jie

WNHurtepBan — 310

pabouee momue

ciry>keOHOe 1oJie

MOJIOKEHUE TalymaTopa

+paccTosiHIEe MEX/Ly OCHOBAaHHSIMUA CMEKHBIX CTPOK

NHubopMaIimoHHO-CTIPaBOUHBIN JOKYMEHT, COCTABJISIOIMIICS TPYIION JIUII JJTsl TIOATBEPKICHUS
YCTaHOBJICHHBIX (haKTOB — 3TO

JTOKJIaTHas 3aIricKa

+aKT

MIPOTOKOJ

00BsICHUTEIbHAS 3aIIHCKa

HcnonaurensHOE AEIOMPOU3BOICTBO — 3TO

paboTa ¢ ToKyMeHTamu, npoBoAuBINasics B COBETCKUX YUPEKICHUIX
paboTa ¢ JOKyMEHTaMH, TPOBOIUBIIIASICS B KOJUTETHUSX

+paboTa ¢ TOKyMEHTaMH, MPOBOAMBIIASCS B MUHUCTEPCTBAX

paboTa ¢ JOKyMEHTaMH, IPOBOIUBIIASICS B TIPUKA3axX

Komnexckoe Aemonpon3BoICTBO — 3TO

+paboTa ¢ TOKyMEeHTaMH, TPOBOUBILASCS B KOJUIETHIX

paboTa ¢ TOKyMeHTaMH, IPOBOAMBILIASCS B IPHUKa3ax

pabota ¢ ToKyMeHTaMH, poBoUBINAscs B COBETCKUX YUPEKACHUSIX
paboTa ¢ TOKyMeHTaMH, MPOBOAMBILIASCS B MUHUCTEPCTBAX

Komriiekc B3auMoyBsi3aHHBIX JOKYMEHTOB, PEIVIAMEHTUPYIOIIUX CTPYKTYPY, 3a/1a4i, GYHKIIUH
NPEANPHUATHS, OPraHU3aIMIO €ro paboThl; MpaBa, 003aHHOCTH U OTBETCTBEHHOCTh PYKOBOJICTBA U
CHEIMATUCTOB NMPEAIPUITHS — ITO

pPacCHoOpAIUTEIbHBIE JOKYMEHTBI

yCcTaB

CIPaBOYHO-UH(OPMAIIMOHHBIE

+OpraHu3alMOHHbIE TOKYMEHTBI

KoMminiekc 0oCHOBHEIX HOJ‘IO)KGHI/Iﬁ, ONpECACIAIOIUX U PEITITAaMCHTUPYIOIINX OpraHu3alnuio
AOKYMCHTAIIMOHHBIX IMPOLCCCOB HA MPECANPUATHN — I3TO

CUCTEMA JOKYMCHTAIUN

+EI'C/]

JOKYMEHTAIIMOHHOE 00ecTieyeHHe yIpaBIeHUs

CTaHAapTHU3alusa

HazoBute 1Ba 0CHOBHBIX (popmaTa, Ha KOTOPBIX 0PopMIIsIIOTCS TOKyMeHTHl OPJ]
A5 (148x210 mm); A 3 (297x420 mm)

+A 4 (210x297 mm); A 5 (148x210 mm)

A5 (148x210 mm); A 6 (105x148 mm)

A 3 (297x420 mm); A 4 (210x297 mm)
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HazoBure 10KyMEHT, HE BKIFOYEHHBIN B IPYIINY BXOAAIIMX U UCXOIAIIMX JTOKYMEHTOB B IIPUKA3ax
namsaTu

OTIHUCKH

+aKT

IPaMOTEI

HazoBure 10KyMeHT, HE BXOIALIMNA B TPYIITY PAaCIOPSAUTENBHBIX JOKYMEHTOB
+CTpyKTypa U MITaTHAsI YUCIEHHOCTh

yKa3aHHe

MpHUKa3

IIOCTAHOBJIEHUE

Ha3zoBure 10KyMeHT, HE BXOAAIIHNH B COCTaB MH(POPMALMOHHO-CIIPABOYHBIX
MPOTOKOJI

cIipaBKa

‘tpacropspKeHne

aKT

HazoBuTe 10KyMEHT, HE U3/1aBa€Mblil LIApEM B IIEPUOJ] IPUKA3HOIO AEIONPOU3BOJICTBA
’KaJloBaHHasi rpamMoTa

yKa3

+1puroBop

aKT

Ha3zoBuTe HOpMaTUBHBIN JJOKYMEHT, HA OCHOBaHUU KOTOPOTO 0popMIIstoTCs ToKyMeHTsl OPJ]
WHCTPYKIIUS TIO JAETOTIPOU3BOJICTBY

nojoxxeHue 06 apxuBHoM (onne PO

+I'OCT 6.30.-2003

I'OCT 16.48.7-70

HazoBure passen, He BXOSIIUI B TEKCT yCTaBa
perylaMeHT JeATeIbHOCTH

0O0IIIHE TTOJIOKEHUS

OpraHU3aIl[MOHHOE STUHCTBO

+10KHOCTHBIE 00S3aHHOCTH

HazoBute pekBU3UT, HE BXOISIINN B (hOPMYIISIp aKkTa
IIOJIIUCH

TEKCT

+taapecar

3arojoBOK

Ha3zoBute pekBU3HT, HE BXOAALIMNA B (POPMYIISIp PeLLICHUS
TEKCT

3aroJ0BOK

+CcchlUIKa HAa MHIEKC U 1aTy BXOJAAIIETO IOKyMEHTa
MOJIHCh

Ha3zoBure pekBU3HT, HE BXOAAUIMNA B (POpMYIISIp ycTaBa
Ha3BaHUE OpraHU3alUH

HAaMMEHOBAHNE MUHHUCTEPCTBA WM BEIOMCTBA
HAaUMEHOBAaHUE BUJA IOKyMEHTa
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+azapecar

HazoBure nienu noxnanga
apryMeHTaIus
+uHpopMHpOBaHUE U yOSKICHNE
J0Ka3aTeIbCTBO

yOexnenue

HazoBuTe yacTu Tekcra nmpukasza
KOHCTaTHPYIOIIasi, BBOJHAS
+KOHCTaTupyrouias, pacopsauTeIbHas
OCHOBHasl, pacropsIuTeIbHas
BBOJIHAasl, OCHOBHAs

OO0s13aTenbHBIN TPU3HAK HA TOKYMEHTE, YCTAaHOBICHHBIN 3aKOHOM — 3TO
HWHTEPBAJ

+PEKBU3UT

TOJIOKEHUE TalymaTopa

ambrIemMa

OpraHu3almoHHO-pacopAAUTENbHAs JOKYMEHTAIU — 3TO

YHH(DHUIIMPOBAHHBIN TOKYMEHT

COBOKYITHOCTb PEKBH3UTOB

+COBOKYITHOCTh B3aHMMOYBSI3aHHBIX JJOKYMEHTOB, ()YHKIIMOHUPYIOMIKX B chepe yrpaBIeHUs
yHU(UIIIpOoBaHHAs Gopma

Opranu3aiMoHHBIA TOKYMEHT JJIMTEIBHOTO WM MMOCTOSTHHOTO CPOKa JIEUCTBUS, B KOTOPOM
OTIPE/ICIICHBl HAYYHO-TEXHUYEeCKHE, (PMHAHCOBBIC CTOPOHBI IEATEITLHOCTH JOIKHOCTHBIX JIMI] —
3TO

IITAaTHOE PaCIUCaHUe

+IOMKHOCTHAS UHCTPYKITUS

yCcTaB

MOJIOKEHHE

OpFaHI/ISaLIHOHHBIﬁ HAOKYMCHT, B KOTOPOM YKa3bIBAlOTCA BCC CTPYKTYPHBIC TOAPA3ACTICHUA

MNpEANTpUATHUA, BBOOAUMBIC HA MPEANPUATHN TOJDKHOCTH W KOJIMYECTBO IITATHBIX €AWHUIL 110 K&)K}IOfI

U3 JOKHOCTEH — 2TO

MpaBujia BHyTPEHHETO W TPYJOBOTO pacmopsiKa
yCTaB

IITAaTHOE PaCIUCaHUe

+CTpyKTypa U MITaTHASI YUCIEHHOCTh

OpFaHI/ISaLII/IH paGOTBI C JOKYMCHTaMU B KOJUICTUAX HOCUT HAa3BAHUC
TKOJJIEKCKOE ACIOIIPOU3BOACTBO

COBCTCKOC ACJIOIIPOU3BOACTBO

IMPUKa3HOC ACTIOIMPOU3BOJACTBO

HUCIIOJIHUTCIIBHOC ACIIOMPOU3BOACTBO

OpFaHI/ISaHI/IH paGOTBI C JOKYMCHTaMH B MUHUCTCPCTBAX HOCUT HA3BAHUC
COBETCKOC OCIIOIIPOU3BOACTBO

KOJUICIKCKOC ACIIOMPON3BOACTBO

IMPUKa3HOC ACTIOIMPOU3BOJACTBO
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+TUCIOJIHUTEIILHOE ACIJIOIPOU3BOACTBO

OcCHOBHOE TIPABHIIO, KOTOPOTO CIEAYET MPUACPKUBATHCS TIPH To1aue TenedOoHOTrpaMMbl
+mepenaBaTh TOIBKO KPATKYIO, CPOUHYIO HH(OPMAIIHIO

P PETUCTPALMH TeIePOHOTPAMMBI UCIIOIB30BATh KypPHAT PErHCTPAIH BXOIIIIUX JOKYMEHTOB
TexcT — Oonee 100 cios

UCIONB30BaTh MAKCUMYM CIICLIUATBHBIX TEPMHHOB

OCHOBHBIC YaCTH TEKCTa IMPOTOKOJIa
KOHCTAaTHUPYIOIllas, BBOAHAA
OCHOBHas, paCliopAauTCIIbHAA
KOHCTAaTHUpPYroias, pacuopAaAuTCIbHAaA
+BBOJHAs, OCHOBHAas

OxapakTepusyiiTe ¢ TOYKU 3pSHHsI MPUHAATIE)KHOCTH K PEKBU3UTaM JaHHBIN ¢parMeHT: Pekropy
HoBocubupckoro yausepcuteta rocnoguny Cmonkuny C.A. 634635 1. HoBocubupck yi. Jlenuna,
a. 15.

PE30ITFOTIHS

+aznpecar

BU3a COTJIACOBAHUS

BH3a 3aBEPEHUS

OxapakTepusyiTe ¢ TOYKU 3pEHHsI MPUHAAIEKHOCTH K PEKBU3UTaM cienyrommii pparment: Plan
doc CumkuHa 13.01.98

OTMETKa O 3aBEPEHUU KOITUHU

OTMETKA O HOCTYHJ'ICHI/II/I

HCIIOJIHUTED

+0TMETKA O nepeﬁoce JAaHHBIX Ha MaHIHHHBIﬁ HOCUTCIIb

OxapakTepu3yiiTe ¢ TOUKH 3pEHHsI IPUHAIIEKHOCTH K PEKBU3UTAM CJeIyIOMUNA parMeHT:
BEPHO Cexkperapb-pedepent i1/m U.K. Konropkuna

rpu¢ yTBepKIeHUs

+0TMETKA 0 3aBEPEHUU KOIUU

MOJIITHCh

pe30IIoNHs

OxapakTepusyiTe ¢ TOYKU 3pEHHsI MPUHAATIEKHOCTH K PEKBU3UTAM CIEIYIOIINNA (parMeHT:
I'enepanbubiit gupextop 1/m M. K.Comor

BM3a

TEKCT

+noanuck

3aroj0BOK

OxapakTepusyiiTe ¢ TOUKU 3pEHHsI IPUHAAIE)KHOCTU K PEKBU3UTAM CJETyIOMmUi parMeHT: 3aM.
mupektopa [Imoxuny UK. OGecieunts ycaoBHs BRINOTHEHUS TOCTaBOK 10 16.01.2001/1
18.11.2003

MOJIHCh

+3aroJoBoK

BH3a

pe3omonus
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OxapakTepu3yiTe ¢ TOUKH 3pEHUS PUHAJIEKHOCTH K PEKBU3UTAM CIIEAYIOIUN (parMeHT:
HUWUJA 13.01.98 Ne 36/17

HCIIOJIHUTEIIb

+tOTMETKa O MOCTYINIEHUHU

rpud yTBEpKICHUS

OTMETKA O 3aBEPEHUN KON

OxapakTepusyilTe ¢ TOUKU 3peHHsI IPUHAAIEKHOCTH K PEKBU3UTaM cienyromuid pparmMent: O6
MH(POPMAITMOHHOM 00ECTIEYeHUU

BH3a

+3aroJIOBOK

pe3omonus

TEKCT

OxapakTepusyiTe ¢ TOYKU 3pEHHsI MPUHAAIEKHOCTH K PEKBU3UTAM CIEIYIOMINNA (parMeHT:
CumonoB 989-78-35

rpu¢ yTBepKICHUS

+HUCIIOJIHUTEID

pe3onronus

OTMETKA O 3aBEPEHUN KOIINU

OxapakTepu3yiTe ¢ TOYKH 3pEHUS PUHAUICKHOCTH K PEKBU3UTAM CIIEAYIOIINH (parMeHT:
YTBEPXJIAIO Jupexrop n/n 1.0.®D. 13.02.98

+rpud yTBEpKICHUS

3aroJIoBOK

pe3oonus

MOJNUCH

OxapakTepusyiTe ¢ TOYKU 3pSHHsI MPUHAATIE)KHOCTH K PEKBU3UTaM Cleayromui ¢pparmeHt: FOpuct
i1/m UK. Cumonos 10.11.2004

aapec

pe3oITronus

+BH3a

rpu¢ yTBepKIeHUs

OxapakTepusyiiTe ¢ TOUKU 3peHHs] peKBU3UTOB cienyromuid pparment: «Bx. Ne 0000 [lara
00.00.00»

pe3omonus

+0TMETKA O OCTYIIEHUH IOKyMEHTa

OTMETKa O HAJIMYUU NPUIOKEHUN

MOJIHCh

OxapakTepusyiTe ¢ TOUKH 3pEHUs] pEeKBU3UTOB cienytouuii pparment: “02.03.98.”
MIOJINTHCH

+nara

PE30ITIOLTHS

OTMETKA O HAIMYMH MPUI0KEHHI

OxapakTepu3yiTe ¢ TOUKU 3pEHUs] pEKBU3UTOB cieaytonmii pparment: “13/14”
+UHIEKC

OTMETKA O HAJIMYUU NPUIIOKEHUN

pe3oonus
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IIOAIMHUCH

OxapakTepu3yiiTe ¢ TOYKU 3pEHHsI PEKBU3UTOB CIEAYIOMUN (hparMeHT: “mpuioxeHue: Ha 3 1. B 2
9K3.”

+0TMETKA 0 HAIMYUU NPUITOKEHUHN

HOJIIHNCH

Jara

PE30ITOITHSI

[IepeuncauTe BOIpOCHI, KOTOPBIE OTPAXkKAKOTCS B MPABHJIaX BHYTPEHHETO TPYIOBOTO pacropsika
+opranuzanus paboThl MPEANPUATHS, B3aUMHbIE 0053aHHOCTH paOOTHUKOB U aJIMUHHUCTpPALINH,
MIPEIOCTABIIEHUE OTITYCKOB, KOMaH/INPOBAHNE COTPYAHMUKOB, BHYTPHOOBEKTHBIN pEXUM
JOJKHOCTHOW U YUCJICHHBIA COCTaB NPEAIPUITHS

Hay4YHO-TEXHUUYECKHE, (PUHAHCOBBIE CTOPOHBI IEATEIBHOCTH JOKHOCTHBIX JIUI]

MOPsI0K 00pa3oBaHus, 3aa41, 00SI3aHHOCTH, IIPaBa, OTBETCTBEHHOCTh U OPTaHU3AIMIO pabOThI
MIPEANIPUATHS B LIEJIOM WIH €T0 CTPYKTYPHBIX MTOAPA3IEICHUI

[TepeuncnuTe OCHOBHBIE BHIBI OJIAHKOB

+001uit 671aHK, OMaHK IS TceM, OJIaHK € TPOIOJIFHBIM U YTIIOBBIM PACTIONOKEHUEM PEKBU3UTOB
CYIIIECTBYET TOJBHKO OJIAHK C MPOJIOJIBHBIM U YTIIOBBIM PACIOIOKEHUEM PEKBU3UTOB

CYIIECTBYET TOJILKO OOIINI OIaHK

CYIIIECTBYET TOJBKO OJIAHK /IS THCEM

[lepeuncinte OCHOBHBIE AIEMEHTHI JOKJIAAA

OCHOBHAsl 4acTb; BbIBOJIbI (PEKOMEH1ALIUN)

BCTYIIJICHHE; BBIBO/IbI (PEKOMEH/1ALINN )

BCTYIIJIEHUE; OCHOBHAs 4acTh

+BCTyIUIEHUE; OCHOBHAS 4acTb; BHIBOJIbI (PEKOMEH 111N )

[epeuncnuTe e N3ydeHHS JEIOTPON3BOICTBA

OIpenenuTh poib ciayxo JOVY.

MoKa3aTh 3HaUYeHHe pabOThI C JOKYMEHTaMHU B KU3HU OOIIECTBa.

+0BJIaIeHUE OCHOBAMU MPABUIILHOTO O(hOPMIICHHUS TOKYMEHTOB M HAJISKaIlel opraHu3aien
JIOKyMEHTO000poTA.

MPUBUTH HEOOXOMMBIE HABBIKH B padoOTe C JielaMH, 3aKOHYEHHBIMU JETI0NPOU3BOJICTBOM.

[Tucsmo moce oOpaleHus aiie BCero npoaoKaeTcsi CIIOBaMU
MBI pacCuuThIBaeM Ha Bariie coTpyHUYECTBO. ..

BCBS3H C ...

+HaMu paccMOTpeHbl Baiu npemioxeHus ...

C YBaXCHHEM ...

IIrceMoO 4allle BCero HaYMHASTCS CII0BaMU
B CBA3U C ...

C YBAXKXCHHUCM ...

B COOTBCTCTBUU C ...

+yBa)KaCMLIC rocmoja ...

[InceMO-HaroMMHaHUEe — 3TO

JIOKYMEHT, MOATBEPKIAOIINI OJyYEeHNE [IEHHOCTEN

+IOKYMEHT, COOOIIAIONIHIA O MPUOIMKEHUN, YCKOPEHUH, ICTE€YCHUH CPOKA UCTIOTHEHHS KaKOTo-
00 NEUCTBUSA
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JIOKYMEHT, COACPKAIINI NpUTlIallieHue Ha MEPOIIPUSTHE
JIOKYMEHT, COACP KA HHHOPMAIIHIO O IPOBOIUMOM MEPOIIPUATHN

[Ton “cOBOKYMHOCTBIO B3aUMOYBSI3aHHBIX IOKYMEHTOB, IPUMEHSIEMBIX B OIPENIENEHHON cdepe
JESATENBHOCTH MOIPA3yMEBAIOT

CUCTEMY JTOKYMEHTHPOBAHUS

YHUDUIIUPOBAHHYIO OpMy

YHUPUIUPOBAHHBIN JOKYMEHT

+cucreMy JOKyMEHTAIMH

IIpaBoBOI aKT ynpaBiIeHUs TOCYJAPCTBEHHOTO OpraHa, UMEIOIINN 00s3aTeNIbHY IO CUITY IS
rpa)<1aH U OpraHU3alMii, KOTOPBIM OH a/IpECOBAH — 3TO

yKa3zaHue

pHKa3

+pacnopsokeHne

peleHue

[IpaBoBOI1 aKT, M31aBa€MbIi PYKOBOJIUTENIEM MPEAIPHUATHS, JEUCTBYIOIIETO HA OCHOBAaHUHU
€AVHOHAYaJIns, IS pa3pelICHUs OCHOBHBIX U ONIEPAaTUBHBIX 3a]1a4 NPEAIPUATHS — ITO
+npukas

yKa3aHue

pelieHne

pacropsKeHue

ITpaBoBOIi aKT, onpeAeNsIonuil MopsI0K 00pa3oBaHus, 3a/1auu, 00s3aHHOCTH, IpaBa,
OTBETCTBEHHOCTh U OPraHU3aIMI0 PA0OThI MPEANPHUATHS B LIEIOM I €70 CTPYKTYPHBIX
MOPA3AEICHUI — 3TO

+1onoxxenue

yCTaB

JOJDKHOCTHASI MHCTPYKIUSA

LITATHOE pacIUCaHue

IIpuka3Hoe 1en0nponu3BOACTBO — 3TO

paboTa ¢ JOKyMEeHTaMH, MPOBOAUBIIASICS B COBETCKUX YUPEIKICHUIX
paboTa ¢ TOKyMEHTaMu, MPOBOAMBINASCS B MUHUCTEPCTBAX

paboTa ¢ JOKyMEHTaMH, TIPOBOIUBIIASICS B KOJUTETHUSX

+paboTa ¢ TOKyMEHTaMU, MPOBOAMBIASCS B MIPHKa3axX

[IprurHbI U31aHUS yKa3aHUS pACKPBIBAIOTCS B
BBOJHOM YaCTH TEKCTa

pacropsAUTEIbHON YaCTH TEKCTa
+KOHCTaTUPYIOIIEH YaCTH TEKCTa

OCHOBHOM 4aCTH TEKCTa

[Ipouecc ycraHOBIEHUS U IPUMEHEHHUS ITPABUII C LIEJIBIO YIIOPSIAOUEHHUS IEITENBHOCTH B
JIEIOIIPON3BOACTBE — OTO

cUCTEMA TOKYMEHTAllUU

+cTaHgapTU3aIU

ETCI

JIOKyMEHTAIIMOHHOE 00ECTICUCHNE YITPABICHHS

PaboTa ¢ JOKYMCHTaMH, IIPOBOJAMBIIAACA B IIPpHUKa3ax, HOCUT HA3BaHUC
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'H'IpI/II(aSHOC ACIIOIIPOU3BOACTBO
HCITIOJIHUTCIIbHOC ACIOMMPONU3BOACTBO
KOJUICIKCKOC ACIIOMPONU3BOACTBO
COBETCKOC ACIIOIIPOU3BOACTBO

PacniopsauTenbHblil JOKyMEHT KOJUIErHAJIbHOTO OPraHa yIpaBJICHHs, H31aBacMbli
MHHHUCTEPCTBAMH, BEIOMCTBAMH, HAYYHBIMU COBETAMHU — 3TO

+tpemeHue

yKazaHue

pacnopspKeHue

IpHUKa3

PacniopsauTenbHblii JOKYMEHT, U31aBacMblii OpPraHaMy I'OCYAApCTBEHHOIO YIIPABIICHHUS,
OpraHU3alMsSIMH, [0 BOIIPOCAM OPraHN3allMOHHO-METOINYECKOr0 XapakTepa (OpraHnn3anus
VCIIOJTHEHMSI IPUKA30B, UHCTPYKIHUIT) — 3TO

IpUKa3

pelicHue

tyKazanue

pacropsiKeHue

Paccrosinue Mex Ty OCHOBaHMSIMH CMEXHBIX CTPOK 3TO
ciry)e0Hoe ToJie

MOJIOKEHHE TadynIsITOpa

pabouee mose

+UHTEpBal

PexBusutr — 310

+00s13aTeNbHBINA IPU3HAK HA IOKYMEHTE, YCTAaHOBJIEHHBIH 3aKOHOM
cUCTeMa JOKYMEHTAINH

ciry)eOHoe ToJie

pabouee mone

PexBu3uT “BH3a 03HAKOMIIEHHUS BBITJISIIUT CIEAYIONINM 00pa3oMm:
cekperaps /1 @.1.0. 00.00.00

topuct Ji/rt 00.00.00

cekperapp ©.11.0. 1/m 00.00.00

+c npukazom o3HakomieH: J1/m 00.00.00

CBopa mpaBui1, pEryJIUPYIOIUX IEATENBHOCTh OPraHU3alMi, UX B3aUMOOTHOLIEHUS C APYTUMU
OpraHM3alMsIMH U FpaXkAaHaMH, IpaBa U 005S3aHHOCTH B c(pepe rocyAapCTBEHHON WK

X035 CTBEHHON JEATEIIBHOCTH — 3TO

LITaTHOE paciucaHue

IOJIOKEHHE

JOJDKHOCTHAST MHCTPYKITHUS

+ycraB

Cucrema 10KyMEHTallUu — 3TO

+COBOKYITHOCTBIO B3aMMOYBSI3aHHBIX IOKYMEHTOB, IPUMEHSIEMbIX B ONPEeIEHHOM chepe
JESTEbHOCTH

COBOKYITHOCTb PEKBU3UTOB

JTOKYMEHT, COJIepKallliil MepBUUHYI0 HH(OPMALIUIO

cUCcTeMa JJOKYMEHTAIlMH, CO3/IaHHasl [0 eMHBIM IIPaBHiaM U TPEOOBaHUAM
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COBOKYITHOCTh B3aMMOYBSI3aHHBIX JOKYMEHTOB, ()YHKIIMOHUPYIOUINX B chepe yrpaBiIeHuss — 3TO
KaJpoBasi JOKYMEHTAIIUS

OyxrajaTepckasi JOKYMEHTAIIHs

TEXHUYECKask TOKYMEHTAIIHS

+OP/]

COBOKYITHOCTB JJOKYMEHTOB, OTPAXAIOIINUX PACTIOPAAUTENBHYIO AESITEIBHOCTh — 3TO
OTYETHBIEC TOKYMEHTBI

MH(}OPMAIIMOHHO-CIIPABOYHbIE JJOKYMEHTBI

+pacropsiAUTEIbHbBIE JOKYMEHTHI

OpraHU3alMOHHBIE JOKYMEHTBI

COBOKYITHOCTh IOKYMEHTOB, CO/IEpPKaIUX HH(OPMAIIUIO O PaKTHUECKOM IOJIOKEHUH JIE,
CIIy>KaIllMX OCHOBAaHUEM JUIs IIPUHATHS PELIECHUN, U3JaHUs PACIIOPAIUTEIbHBIX JOKYMEHTOB — 3TO
pacropsIIUTEIbHBIE JOKYMEHThI

OpraHU3allMOHHBIE JOKYMEHTBI

OTYETHBIE TOKYMEHTBI

+1H(pOPMALIMOHHO-CIIPABOYHBIE JTOKYMEHTHI

CoBOKYMHOCTH paboT MO JOKYMEHTHPOBAHUIO ACATEIbHOCTH yIPABICHUS U MO OPraHU3aIIH
JOKYMEHTOB B YUPEXKICHIUH — 3TO

CHCTEMa JIOKYMEHTHPOBAHUS

crcTeMa IOKYMEHTAIH

JOKyMEHTOO0OpOT

+1EIIONIPOU3BOICTBO

COBOKYITHOCTh PAacIlOIOKEHHBIX B OMPEACICHHON MOCIEI0BATEIbHOCTH PEKBU3UTOB, MPUCYIINX
BCEM JIOKYMEHTaM OIPEICIICHHON CHCTEMbI JOKyMEHTAIIUU — 3TO

BBITINCKA

+dopmysip-obpazen

OyaHK

JTOKYMEHT

CrannapTu3zaus — 3T0

CTaH/IapTHOE PACIIONIOKEHHE MaTepHaa.

COIJIACOBAHUE C TEKCTOM 3aWHTEPECOBAHHBIX JIHII.

ynotpeOieHne yCTOMUMUBBIX 000POTOB.

+Iporecc yCTaHOBICHHS U IPUMEHEHUS TIPABUII C IIETIbIO YIIOPSA0USHHS JeSITeIbHOCTH B
JEeTOIPON3BOJICTBE.

ITommmucanue sBIIETCA:

CrniocoboMm corsiacoBaHMsI JOKYMEHTa

+Cnoco60M BbIpa)XeHHsI OTBETCTBEHHOCTH 3a COZIEp )KaHHE JOKYMEHTa
Crnioco6oM yTBepkKIeHHs JOKYMEHTa

CriocoboM 03HAKOMIIEHHSI C COIep)KaHUEeM TOKYMEHTa
EnuHCTBEHHBIM CLIOCOOOM yJIOCTOBEPEHUS TIOKYMEHTa

3aroIoBOK K TEKCTY MPOTOKOJIA JOKEH (POPMYIMPOBATHCA B ...
BUHUTEJIBHOM Majiexe (KOro, 4to?)

JaTelbHOM Nazexe (KoMmy, uemy?)

MIPEITIOKHOM Tazieke (0 ueM?)
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+poauTensHOM Majeske (Koro, yero?)

PexBusut “Busza” ucnons3yercs

+11pu BHYTpeHHEM COIIaCOBAaHUH JIOKYMEHTA

IIpu cornmacoBaHMM TOKYMEHTa C BHEIIHEH OpraHU3anuen
J5is GrHAHCOBBIX U 0CO0O OTBETCTBEHHBIX IOKYMEHTOB
Bo Bcex ciyuasix

VYKazaHu 110 UCIIOJIHEHUIO JJOKYMEHTA COAEPIKATCS B PEKBUBHTE. . .
+Pe30IIFOIHA

+TEKCT TOKyMEHTa

rpu¢ yTBepKIeHUs

3aroJ0BOK K TEKCTY

HU B KaKOM

3aronoBok k Tekcty [lonoxxenus (IIpaBwi) 10mkeH UMETh POPMYITUPOBKY B ...
BHHHTEIILHOM Tajieke (Koro, 4to?)

JaTeTbHOM Taziexe (Komy, uemy?)

+1rpennoxHoM najaexe (o uem?)

MMEHHUTEITLHOM Tajieke (KTo, 4T0?)

CornacoBaHue ObIBaCT:

BHyTpeHHNM U BHEIIHUM

[TonHBIM M KpaTKUM

CnoXHBIM U IPOCTBIM

C pyKoBOAHTENEM YUPEKACHUS U C PyKOBOAUTEIIEM ITOAPA3IEICHUS
+C BBILIECTOAIMMH PYKOBOAUTESIMHU WJIN OPraHU3ALMSIMU

Harty ” 9 mas 2000 rona” B JOKyMEHTax CJIE€AyeT IPOCTABIATH KaK ...
+09.05.2000

9 mas 2000 r

09/05/00

09-05-00

PexBu3uthl “OMbnema npeanpudatus” U “HanmeHoBaHue peAnpuaTys” pacioiaraioTcs
+B BepxHeil yacTu TUCTa — CJIeBa B Iy WU B IIEHTPE

B BepxHen yactu mcra

B nenrtpe BepxHero nomus

B npaBoM BepxHeM yriry

Hpyr nox npyrom

I'pud yTBEpx)aAEHUS — 3TO PEKBU3HT ...

o(umanbHOro JOKyMEHTa, BEIPAXKAIOLIHMHA Corllacue YUpexkIeHHUs UM €ro OpraHa, He
ABIISIFOIIErOCs] aBTOPOM JIOKYMEHTA, € €T0 COAEPKaHUEM

o(umanbHOro JOKyMEHTa, CBUAETENbCTBYIONINH 00 0c060M XapakTepe HH(OopMaIuy,
OTpaHUYMBAIOIINM KPYT MOJIb30BaTENEH T0KyMEHTa

o(umanbHOro JOKyMEHTa, MPUIAIOIMH HOPMATUBHBINA MIIM TIPABOBOM XapaKTep €ro CoAepKaHUI0
+0KyMEeHTa, IPEJICTABIISAIONIEr0 COO0H COOCTBEHHOPYYHYIO ITOANUCH TOJTHOMOYHOTO
JOJKHOCTHOTO JIMIL

B npuiioskeHun K pacnopsIuTeIbHOMY JOKYMEHTY Ha IIEPBOM €TI0 JINCTE B IIPABOM BEPXHEM YITIy
MUIIYT:
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“IIpunoxenne”

“IIpunoxeHne” ¢ ykazaHUEM HaMMEHOBAHUS PACIOPSIUTEIBHOTO JOKYMEHTA
+“IIpniioskeHne” ¢ ykazaHHEM HaUMEHOBAHUS PACIIOPSIUTENBHOIO JOKYMEHTA, €r0 1aThl U
PErUCTPAaIMOHHOTO HOMEPa

KpaTkoe u3noxeHne cMpIcia JOKyMEHTa COICPKUTCS B PEKBU3UTE ...
pe3omonus

TEKCT JOKYMEHTa

OTMETKa O KOHTPOJIE

+3aroiaoBOK K TEKCTY

[IpaBuibHOE OpopmIIeHHE 1aThl B JOKYMEHTE:
B | monyronum 2015 1.

+B nepBoM nosryroaunu 2015 1.

B [ mon. 2015 1.

B riepBoM noi. 20015 r.

ITommce oTnenaseTcs OT TEKCTA. ..
UHTEPBAJIOM

2 UHTEepBAJIAMH

+3 uHTEpBAIaMHU

[leyatp Ha TOKyMEHTE MPOCTABISAETCA HA ...
MTOMITUCH U JIOJKHOCTH TIOJITUCABIIIETO
+pexsusure “YTBEPXIAIO”

KOMUSX JIOKYMEHTA

pekBusure “/lata”

JIMYHOM TTOIITMCH JTOJKHOCTHOTO JIMIIA

AJlpecaToB B OJTHOM JJOKyMEHTE MOXET OBITh ...
TOJIBKO OIUH

He Oouiee Tpex

+He Oosee yeThIpex

CKOJIBKO HEOOXOIUMO

HpaBI/IHBHaH J0ImyCTuMas HyMmEpanusd pa3acjioB, MOAPa3aAcioB, IYHKTOB U MMOAITYHKTOB JOKYMCHTA

I, 11, 111
+1,2,3
a,0,B

[Ipu cocTaBieHUH OTMETKH O MPUIIOKEHUU K TEKCTY CIIy’KeOHOTO MUChMa He YKa3bIBAETCs
KOJIMYECTBO JINCTOB, ECIIU. ..

MpUJIaraeMblil TOKyMEHT Ha OJHOM JIUCTE

npuIaraeMblii TOKYMEHT CJIUIIKOM 00beMHBIN

IpUIaraeMblil TOKYMEHT Ha OTHOM JIUCTE ¢ 000POTOM

+IpUIIOKEHUE COPOLIIOPOBAHO

Crnioco6 mpeaBapuTEIbHOIO pACCMOTPEHHS U OLIEHKH NMPOEKTa JOKyMEHTa peanusyercs B popme:
+BusnpoBanus 10OKyMeHTa

Pe3omtonnu Ha TOKyMeEHTE

I'pucda cornacoBanus
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OTMETKH O KOHTpOJIE
OTMETKH 00 UCIIOJTHUATEIE

OTmeTKy 00 MCIIOJTHUTENE JOKYMEHTA MPaBUIIBHO PACIIONOXKHUTD B ...

JIEBOM HMKHEM YTITy JIMLIEBOW MJIM OOOPOTHOM CTOPOHBI NEPBOTo JUCTA JOKYMEHTA
IIPaBOM HIDKHEM YTITy JIMIEBOM MM OOOPOTHOM CTOPOHBI MOCIIEIHETO JINCTA JOKYMEHTA
+J7€BOM HMKHEM YTITy JIMLEBOU MIIM OOOPOTHOM CTOPOHBI MTOCIEIHEr0 JTUCTA JOKYMEHTA

YcnoBHOE 0003HaUYEHHE JOKYMEHTA, TPUCBAUBAEMOE €My TIPHU PETUCTPAIINU, HAa3bIBACTCH ...
+PeructpalluOHHbIA HHACKC

[TopsinkoBbIlE HOMEP

YueTHBIN HHIIEKC

Perucrpanmonnsiii Homep

Hywmepanus crpanul 10KyMeHTa IPOU3BOAUTCS:
0 LIEHTPY HUXKHETO OIS

+110 LIEHTPY BEPXHET0 MO

B [IPAaBOM BEPXHEM YIIIy JOKYMEHTa

B IIPAaBOM HIDKHEM YTy TOKyMEHTa

PexBusuta “Ha3Banue Buaa JoOKyMeHTa HET
Bo BHYTpeHHHX JOKyMEHTax

+Bo BHENIHUX JOKyMEHTax

B mucemax, akcax, Tenerpammax

B HekoTOpBIX JOKyMEHTaX

AJnipecHble JaHHbIE IPEANPUATHS YKA3bIBAIOT
B 110051

+Bo BHEIIHUX

B mucemax, akcax, Tenerpammax

I'me 3T0 HEOOXOAMMO

OcHoBaHue U3aHUS MIPUKA3a B CBSA3H C PeOpraHu3aleil CTpyKTyphl ypaBieHus B Gpupme
COJICPIKHUTCS B ...

3aroJIoBKe

+KOHCTAaTUPYIOIIEH YaCTH TEKCTa MPUKa3a

Mo3uLMH TekcTa “OcHoBaHue”

MpUJIaraeMbIX JTOKyMEHTaxX

pacnopsiAUTENLHOM YacTH TEKCTa MpHKa3a

IIpaBoBOIi aKT, onpeneNsounil Mopsa0K 00pa3oBaHusl, MIpaBa, 00SI3aHHOCTH U OPraHU3AIIHIO
paboTHl yUpeKIEHHs Ha JUIUTEIbHBIN TIEPUOJT BpEMEHU — 3TO ...

IpHUKa3

MOJIOKEHUE

JIOTOBOP

tycTaB

JOJLKHOCTHAsI MHCTPYKIIUA

B nuceme, opopmieHHoM Ha OaHke GUPMBI, HETOTYCTUMO HUCIIONB30BaTh M3JI0KEHUE!
+ot 1 auma, en. unciaa

OT 3 7. eJI. ynucnia

OT 3 1. MH. UHcJIa
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or | 1. MH. uncia

JIOKyMEHT, OMUCHIBAIOIIUI WIIM TIOATBEPKAAIOIINN COepKaHUE T€X WU UHBIX (PaKTOB WK
COOBITHH

+aKT

JIOKJIa{Hasl 3aIiCKa

CIpaBKa

3aroJoBOK K TEKCTY JOMKHOCTHOW MHCTPYKIIMU JOTHKEH UMETH (POPMYITUPOBKY:
BHHHUTEIILHOTO Tajiexa (Koro, 4ro?)

+naTenpHOTO Majexa (Kkomy, uemy?)

MIPEITIOKHOTO Tazexa (0 uem?)

MMEHUTEIBLHOTO Majieka (KTo, 4T0?)

WNHcTpykuus 0 1eI0IpOU3BOICTBE YTBEPKIACTCH. . .
OTBETCTBEHHBIM 32 JEJIONPOU3BOICTBO JIUIIOM
Ha4YaJIbHUKOM KaHLEIAPUU

+TPYKOBOIUTENEM NPEATPUATHA
cekpeTapeM-pedepeHToM

Jlara akrta 370 ...
Jlata yTBEpKICHUS
Jlata coObITHS
Jlara moanucanus

Bo Bpems mpon3BOAICTBEHHOTO COBEIAHHS Y TUPEKTOPA CEKPETaph 3aIMCHIBAI BHICTYIUICHUS H
npuHsaThe pemienus. [lo uroram 3aceqanus cieayer opoOpMuUTh ...

+IIPOTOKOIT

peleHue

pacropshKeHue

MIPOTOKOJI, PEIICHUE U PACTIOPSKEHUE

M0 YCMOTPEHHIO HAYaJIbCTBA

BsI cunraere, 4To 1S yiaydIlIeHUs ASIONPOU3BOICTBA HAa BameM npeanpusaTiu HyKHO 3aKyIIUTh U
YCTAHOBUTH JONOJHUTENLHOE MporpaMMHOe obecrieueHre. CBOM MPeUIOKeHUs U1l PyKOBOJICTBA
¢bupmbl Bel MojkeTe 000CHOBATH B ...

IIUCbME

peleHuu

aKTe

CIIpaBKe

+B JIOKJIaTHOM 3amucKe

Jlata B rpuge yTBEpKACHUS TOKYMEHTA MIPOCTABIISACTCS
MaIHOMUCHBIM CIIOCOO0M

OT pyku cekpeTapeM MOCie YTBEPKICHUS JOKYMEHTa PYKOBOAUTEIIEM
+CaMiM pyKOBOJUTENIEM B MOMEHT YTBEPKJIEHUS TOKyMEHTa
JIroOBIM crIOCOOOM

Komuccus no paccienoBanuio noxapa, Npou30IIeIIIero Ha CKIaie OpraHu3aluy, yCTAaHOBHIIA P
(haKkTOB, KOTOpPBIE TTOCTYXUJIH MPUINHOMN Toxkapa. Komuccus 1omkHa COCTaBUTh

+aKT

CITpaBKY
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JOKJIAJTHYIO 3alUCKY
MHCTPYKILHIO O MPOTUBOMNOXKAPHOM 0e30macHOCTH

[IpaBOBOI1 aKT, M31aBa€MbIi €IMHOIMYHO PYKOBOJUTENEM B LEISAX PELICHUS ONIEPATUBHBIX
BOIIPOCOB, JTO:

MIPUKa3

+pacropsKeHue

yKa3aHue

UHCTPYKLUS

JIOKyMEHT, MOAJIekKAIINI YTBEPKICHUIO
MpUKa3

+aKT

MMUCHEMO

pacrnopsiKeHue

[Iprka3bl 0 Ha3HAYEHUU HOBBIX PYKOBOJMTEINIEN OpPraHU3alUy B KOMUAX MOTYT JIOBOAUTHCS J10
CBEICHMU:

PYKOBOJIUTEIEH CTPYKTYPHBIX MOAPA3AEICHUN

aJIMUHUCTPATUBHOTO MEpCOHAsa

+BCEro KOJUIEKTHBA

PaCl'IOp}II[I/ITeJIBHBIC JAOKYMCHTBI BCTYIIAKOT B CUITY C ...

MOMCHTA UX IMOANNCaHUA

MOMCHTA UX INOANMHNCAaHUA 1 COIrIIaCOBaHUA

+TMOMEHTA UX IOAIMHUCAHUA U TOBEACHHUA 10 CBEIACHUS UCIIOJTHUTEIS
MOMCHTA UX JOBCACHUA N0 CBCACHUSA NCIIOJITHUTCIIA

Pa3paboTka opraHu3alMOHHBIX JOKYMEHTOB B OPTaHU3AIMSIX U HA MPEANPHUITHIX — 3TO
dhopmanbHOE, TPAIUIIMOHHOE TPeOOBaHNE, HE UMEIOIIIEE MPAKTUYECKOTO 3HAYCHHS
HEOOXOMMOCTh MTPH BOSHUKHOBEHUU KOH(MDIMKTHBIX CUTyallui

+co3/1aHre HOPMAaTUBHOMW 0a3bl JJII OpPTraHU3aIii IPABOOTHOIIICHUH

MOBBIIICHUE MPECTUKA OpraHu3aluu

ITo coneprkaHuio MpUKa3bl OBIBAIOT:

[IpocThie 1 croKHbBIE

+110 OCHOBHOM AEATEIBHOCTH U I10 JIMYHOMY COCTaBY
BnyTtpenHue n BHemHnE

ITonusle u kpaTKue

C yrioBbIM U ITPOJOIBHBIM PACIIOIOKEHUEM PEKBU3UTOB

[Tpotokon nomkeH ObITh OPOPMIIEH MOCTIE TPOBEICHHOTO 3aCeIaHus KOJJIETHAIBHOTO OpraHa He
MO3JIHEE, YEM:

1 neun

+3 mHs

4 nHA

5 nHei

ITpaBoM moamucy NpUKa30B M0 MEepCOHaATy U (PMHAHCOBBIM BOIIPOCaM 00J1aiaeT
PYKOBOJUTEIH U 3aMECTUTENb PYKOBOAUTENS

+TOJIBKO PYKOBOJUTEID

HayaJIbHUK OT/AeNa KaApoB
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3aMCCTUTCIIb PYKOBOAUTCIIA

3aroJioBKOM K TEKCTY MPOTOKOJIA SBIIAETCS ...
(hopMyTHpOBKa paccCMaTPUBAEMOU TEMBI
+Ha3BaHUE KOJJIETMAJIbHOTO OpraHa

KpaTKoe CofiepyKaHue 00CYKICHUS

UTOT MPUHATHIX PEIICHUMA

JlokyMeHT, PUKCUPYIOIMINN X0/ 0OCYXKICHUS U IPUHATHUS PEIICHUS Ha 3aCeIaHUAX KOJIETHaIbHOTO
oprasa:

AKT

KonTpakr

Pemienue

ITocTtanoBieHue

+IpoTokon

JIOKyMEHTBI TIO OOIITUM ¥ aIMUHUCTPATHBHBIM BOIIPOCAM MOTYT COCTABIISITh:
aJIMHHHACTPALIHS TIPEATPUATHS

paboOTHUKYU (PUHAHCOBBIX OT/IEIOB

+PYKOBOJUTEITH CITY>KO W ITO/Ipa3AeIICHUH MPeAPUATHS

PYKOBOJHTEIH

JIOKyMEHT, coJiepKallliii ONMcaHue U MOATBEPKIACHNUE TeX UM UHBIX (PAKTOB UM COOBITUI
HAa3bIBACTCS:

+crnpaBKa

JTOKJIa{Hasl 3aIiCKa

aKT

3as1BJICHHE

Cnoso “IIPUKA3BIBAIO” ynorpebnsieTcs B ...
IIpHUKa3ax U paclopsKEHUSIX

+npukazax

pacnopsAUTEIbHBIX TOKyMEHTAX

JOKJIQJTHBIX 3aMHMcKax

JlaToii mpoTOKOJa SABJISIETCS:

Jara nognucanus

Jara cornacoBaHus

JlaTa U3roTOBJICHUSA

Jlata ucroaHeHus

+/lata 3aceaHus KOJJIErHAIIbHOTO OpraHa

JIOKyMEHT, perlaMEHTUPYIOLUI JEATEIbHOCTh KOHKPETHOI'O JIOJKHOCTHOIO JIMLA
+IO/DKHOCTHASA HHCTPYKIIUSI

YKa3aHue

IIpUKa3

ciry>keOHasl 3amicKa

ITpu npueme Ha paboTy Bac 10mKHBI 03HAKOMUTH C BalllUMU IIpaBaMH, 00sS3aHHOCTAMH U
GbyHKIMSIMH. DTy UH()OPMALIHIO COEPIKUT

TPYAOBOU KOHTPAKT

TPYZAOBOM JOTOBOP
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MpHKa3 O MpHeMe Ha paboTy
+IO/DKHOCTHASA HHCTPYKIIUSI
yCTaB MPEOIpUATUS

OTBeT Ha 3anpoc, NOJNUCAHHbINA PyKOBOJUTENIEM OpraHU3aliuH, TOJDKEH MOIUCATh. . .
3aMECTUTEND PYKOBOJUTEIIS

7060€ MOJIHOMOYHOE JIUIO, B Ub€i KOMIIETEHIIMHU PEeIIeHUE JaHHOTO BOIpoca
+pyKoBOIUTENH (PUPMBI, OPraHUu3alun

B 3aBUCHUMOCTH OT CTaTyca 3alpaliuBaeMoil nHpopMaLuu

[TuceMmo, nMeroliee GUHAHCOBBIE U FOPUAMUYECKHUE TTOCIECTBHS, TOMKHO OBITH ...
+IIOANIMCAHO TUPEKTOPOM, TIIABHBIM OYXTaJITepOM, 3aBEPEHO ITeYaThHIO

3aBEpPEHO MEYaThIO

IIOAIIMCAHO TJIAaBHBIM 6yxraJ1Tep0M U JTUPEKTOPOM

COTJIACOBAHO C FOPUCTOM

Ha yTJIOBOM OJlaHKe

3aroioBOK K TEKCTY CITYKEOHOTO TTHChMa MOXKET OTCYTCTBOBATh, €CITH TEKCT. ..
COCTaBJIEH IO OJJHOMY BOIIPOCY

OTpaXkaeT pelIeHne HECKOIILKAX BOIIPOCOB

oopmiien Ha Oymare popmara A4

+odopmiien Ha 6ymare gopmara AS

Hymepanus npuka3oB 110 OCHOBHOW J€ATEIbHOCTH BEAETCH ...
10 MIOPSIIKY C MOMEHTa 00pa3oBaHus GUPMBI

MOJPSA B IIPEJENIax Mecsna

+1o4pA L B IIpeeiax KaJeHAapHOro roaa

+0TAEIBHO OT NMPUKA30B MO JUYHOMY COCTABY

PaCHOpH}II/ITeHBHaH qacCThb B YKaSaHI/II/I HAQYMHACTCA IJ1aroJioM.:
YKA3BIBAIO

TIPUKA3BIBAIO

+TIPEJIJIATAIO

CUUTATIO HEOBXOJIMMBIM

[TOCTAHOBJISIIO

JIOKyMEHTBI TIO OOILITUM ¥ aIMUHUCTPATUBHBIM BOIPOCAM MOTYT COCTABIISITh:
aJIMHHHACTPALIHS TIPEATPUATHS

paboOTHUKYU (PUHAHCOBBIX OT/IEJIOB

+pabOTHHUKY BCEX MOIPA3ACTICHHUNA TPEATTPHUSITHS

Ecnu npuka3 uameHsieT (OTMEHSET, AOIMOJHAET) paHee U3/IaHHbIH JOKYMEHT, TO OJUH U3 MyHKTOB
pacnopsANTEIbHON YacTH TEKCTA IOJKEH COZIEP/KaTh CChUIKY HA OTMEHEHHBIN JOKYMEHT U
HAUMHATHCS CJIOBAMU:

“IIpu3HaTh UCIIOJHEHHBIM. ..”

+“IIpu3HaTh yTpaTUBIIMM CHILY...”

“IIpu3HaTh HEAECHCTBUTENBHBIM. ..”

besomnacHsie ycioBus Tpyaa 3To...
YCJIOBHS TPy/ia, IPU KOTOPBIX COOTIOAAaETCS TEXHUKA 0€30MaCHOCTH
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+ycnoBus Tpy/aa, IpU KOTOPBIX BO3JeiicTBHE HAa paOOTHUKOB BPEIHBIX U (MJIM) OMACHBIX
MIPOM3BOACTBEHHBIX (DaKTOPOB UCKIIIOUEHO MO0 HE MPEBBIIIAET YCTAHOBJIEHHbBIE HOPMATUBHI (CT.
209 TK P®)

YCJIOBHS TPYy/la, HE CBS3aHHBIE C PUCKOM JUISI )KU3HU U 30POBBS

HenopmupoBanusiii pabouuii 1eHb 3TO...

paboTa B Upe3BbIYAHBIX OOCTOSTENHCTBAX

10 I'Pa’kJaHCKO-IIPABOBOMY JIOTOBOPY

+paboTa 3a npenenaMu HOpMaIbHOM MPOAOIKUTEIBHOCTH paboyero BpeMeH!

ITpoomKUTENBHOCTD €XEeAHEBHOM paboThl (CMEHBI) AJsi paOOTHUKOB B Bo3pacte oT 15 10 16 nert:

+5 gacoB
7 yacoB
6 gacoB
4 gaca

JlokanbHBIE HOPMATUBHBIE AKTHI ATO. ..

JOKYMEHTBI JJIs CITy’KEOHOTO MOJIb30BaHUS

JOKYMEHTBI TOJIBKO JIJIsl COTPYIHUKOB OTJIENA KaIpOB

+HOpPMATUBHBIE AKTHI, COAEPKALIIE HOPMBI TPYAOBOI'O IpaBa, IPUHUMAEMbIe paboTOAATEIEM

3asiBIIeHUE O MpHEeMe Ha padoTy CleayeT aapecoBaTh. ..
COOCTBEHHHKY MPEANPHUITHS

+PYKOBOJIUTEIIO OpraHu3auu

B OTIENI KaapoB

HayaJIbHUKY OT/Iea KaapoB

PYKOBOOUTEMIO HOAPA3ACICHUS

3amnpeniaercsi HamPaBIATh B CITy>KeOHbIE KOMaHIUPOBKU:
+KEHIH, UMEIOIINX JIETeH B BO3pacTe 110 5 JeT 0e3 X CoTacus
+0epeMeHHBIX KEHIITUH

paboOTHUKOB B Bo3pacte 10 19 ner

pabOTHUKOB IEHCHOHHOTO BO3pacTa

TpynoBoii 1oroBop ¢ pabOTHUKOM BCTYIIAET B CHILY ...

Cpa3y nocje MOANUCaHUs ero pabOTHUKOM

+c MOMeHTa (haKTHYECKOro JIONycKa K paboTe ¢ BeJjoMa WM 10 MOPYUYEHHUI0 paboToares
C J1aThl, YKa3aHHOU B TPYJIOBOM JI0TOBOpE

HcnpiTaTenbHbIN CPOK MOXKET OBITH YCTaHOBIIEH:
[0 YCMOTpEeHMIO paboTonaresis

10 COMIAIEHUIO CTOPOH

+He Oojiee Tpex MecsIeB

TpynoBast KHMKKa BbIIaeTC paOOTHUKY Ha PYKH:

10 €r0 MUCHbMEHHOMY O TOM 3aMpocy B JH000€ BpeMsi
+110CI€ pacTOpKEHUs TPYJOBOIO JOrOBOpa

MOCJIe 3aKJIFOYEHUS TPYAOBOIO I0r0BOpa

JIoKkyMeHT, (pUKCUPYIOIIMI COTIAIEHHEe CTOPOH 00 YCTaHOBJIEHUH TPYIOBBIX OTHOLICHHUH U
pEerynupyroui UX, Ha3pIBacTC ...
TPYAOBON KHHM>KKOM
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TPYIAOBBIM KOZIIEKCOM

MIPUKA30M 110 JINYHOMY COCTaBYy
+TpyIOBBIM JOTOBOPOM
JOJDKHOCTHOW MHCTPYKIUEN

[Ipuka3el 0 JINYHOMY COCTaBY XPaHATCA ...
BMECTE C IPYTMMH KaJIpOBBIMU TIOKyMEHTAMU
B JIMYHOM JIeJIe COTPYAHUKA

+TpynnupyroTCs B OTAEIBHOE JEJI0

Ha pyKax y COTpyIHHKA

Pabouee MecTo — 3T0:

TEPPUTOPUS TMPEANPHUATHS, C KOTOPBIM paOOTHUK 3aKIIOUIIT TPYAOBOU JJOTOBOP
+MecTo, TJIe paOOTHHK JOJKEH HAXOUTHCS B CBSI3U C €ro paboue GpyHKIMeH
MECTO, TJie pabOTOAATENb BCET/Ia MOXKET 3acTaTh paOOTHUKA

Komuu nokymMeHTOB, KoTOphIe paboTonaTens 00s3aH BbIIaTh PAOOTHUKY 1O €r0 MHUCbMEHHOMY
3asIBJICHUIO:

+KOMUIO MpUKa3a 0 mpueMe Ha padoTy

cnpaBKy 00 yrurate mpo(COr3HBIX B3HOCOB

CIPABKY O HAJTUYHUHU JIBTOT

CBepxypouHas paboTa — 3T0:

paboTa 1Mo BBIXOAHBIM U B HOUHOE BpEMs

JIOTIOJTHUTENIbHAS paboTa 1Mo COMIAIIEHUIO CTOPOH

+pabora, nponsBoauMasi pabOTHUKOM 110 MHUIIUATUBE pab0oTOaTENs 3a IPeIesIaMi YCTaHOBJIEHHON
MPOJIOJDKUTENIFHOCTH pab0overo BpeMeHH, eKeTHEBHON paboThI (CMEHBI), a TaKkke paboTa cBepx
HOPMAJIBHOTO YKcia pabovrX 4acoB 3a YUETHBIN Meprol

[IpaBo Ha oyepeaHON OTITYCK Y paOOTHHKA BO3ZHUKACT:

0 UCTeUEHUH | rojia ¢ MOMEHTA 3aKJIF0UEHUs1 TPYAOBOTO JOTrOBOpa
Cpasy 1Hocie 3aKII04YeHUs TPYI0BOrO JOroBOpa

+10 ucreueHuu 6 MecsIeB

TpynoBoii apOuTpax 310...

+BpPEMEHHO JIEWCTBYIOIINH OPTaH 10 PACCMOTPEHUIO KOJUIEKTHBHOTO TPYIOBOTO CIIOpa
MOCTOSIHHO JICWCTBYIOUINNA CYI€OHBIN OpraH MO PaCCMOTPEHUIO TPYIOBBIX CIIOPOB
KOMUCCHA 1TO TPYAOBBIM CIIOpaM

JIngHoe neno 3aBOAUTCS ...

Ha PyKOBOJIUTENIEH U OTBETCTBEHHBIX MCIIOJHUTENEH
+Ha Kax10ro paboTHUKA

HapyILIUTEIEN TPYAOBOM TUCIUILINHEI

KIIUEHTOB (pUpMBI

PaborHHK JOJI’KEH OBITH npeaAynpeKacH O paCTOPKEHUH C HUM JO0roBopa 1o MHUIUATUBEC
paboTtonaresisi B CBSI3U C COKpAILIEHUEM YUCIEHHOCTH MJIH 1ITaTa OpraHu3alyy 3a ... 10 Hayaja
COOTBETCTBYIOIIUX MEPOIPUATUI

+1Ba Mecsaua

TpHU Mecsna

J(BE HEZEIN

MeCsI
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PaboTa B HOUHOE Bpems — 3TO pabora:
¢ 20 gyacoB 10 4 yacoB

¢ 23 gyacoB A0 5 4acoB

+c 22 gyacoB 110 6 9yacoB

ITepeBon paboTHHKA Ha MOCTOSIHHYIO paboTy B APYTyIO OpPraHU3aLUIo MO0 B APYTYIO MECTHOCTD
BMECTE C OpTraHU3aIMe JOMyCKaeTCs:

+TOJBKO ¢ MUCBMEHHOTO COTIacusi pabOTHHUKA

¢ cornacus npogcor3HOro oprasa

C COIJIacHsl WIEHOB CEMbH paOOTHHKA

ITpu npueme Ha pabOTy O COBMECTUTENBCTBY MPEIbIBIISIOTCS:
+macnopT WM HHOM JOKYMEHT, yJIOCTOBEPSIOIINN JINYHOCTh
+CIpaBKy C OCHOBHOTO MecTa paboThI

MMCbMEHHOE coracue paboToarens 10 OCHOBHOMY MECTY paboThI
TPYyZIOBasi KHMXKKA

YroObl NOTYYHUTH 3apa0OTHYIO TUIATY 3a 3a00JIEBIIET0 CyNpyra/cynpyry He0OX0IMMO Ipea0CTaBUTh

pacrnucka
CBUJIETEIHCTBO O Opake
3asBJIEHUE U MACIOPT Cylpyra
+IOBEPEHHOCTE U ITacopT

HNmeet 11 mpaBo MHCHIEKTOP OTAEIIA KAJAPOB OT JIMIA PyKOBOJAUTEIN S KOMITAHUU MTOAMKUCATH TPYJIOBOM
JIOTOBOP C PAOOTHUKOM:

Jla, UMEET

+HET, HE UMEET

VcnpiTaTenbHBIN CPOK TpU TIpHEeMe Ha padOTy HE yCTaHABIMBACTCS:
+0epeMEeHHBIM JKECHIITUHAM

WHBaJIUAaM

PYKOBOAMUTEIISIM

JIMIaM Monoxe 16 ner

AtrecTtanus pabOTHHKA 3TO. ..

+onpenenenue KBaaupuKauu paboTHUKA

OLIEHKA JIeITeTbHOCTH paOOTHHUKA B OTYETHBIN MEPHOJL

BbISIBJICHHE Hanbosee KBaTM(UIUPOBAHHBIX PAOOTHHUKOB JIJIs1 TIOOIIPEHUS

Jlena ¢ UCTIONHEHHBIMH JIOKyMEHTaMU TIOCTOSIHHOTO ¥ BpeMeHHoro (cBbiie 10 jiet) cpoka
XpaHeHHUs MOAJIeKaT Mepeade u3 CTPYKTYpHOTO TOApa3/IeeHusl B apXUB OpraHu3aluy (IIpU ero
HaJTUYHH):

Ilo ucTeueHnn IATH JIET UX XPAHEHHS B CTPYKTYPHOM IOApa3AEICHUN

[To ncreuenun Tpex jaet

+1Io ncreyenuu AByX JIeT

Ilo ucrTeyeHNM OQHOTO TOJa

ITocne okoHYaHMS KaJeHAapHOro roaa

[To yeMOTpeHHIO CTPYKTYPHOTO MOAPA3IEICHUS

OO0s13aHHOCTH YJIeHa SKCIIEPTHON KOMUCCHH MPEATIPUSATHS:
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IIPOBEPATH COXPAHHOCTH JJOKYMEHTOB B IOJAPA3ACICHUAX
OLICHUBATh CTETIEHb CEKPETHOCTH JOKYMEHTOB
IIPOBEPATH MPABUIBHOCTb COCTABIICHUs TOKYMEHTOB
+TIpOBONTE IKCIIEPTU3Y LIEHHOCTH JTOKYMEHTOB
KOHTPOJIMPOBATh UCIIOJHEHUE JOKYMEHTOB

B nuceme, ohopmiaeHHOM Ha G1aHke (GUPMBI, HETOTYCTUMO HUCIIOIB30BaTh U3JI0KEHHUE OT ...
+1 nma, en. gucna

3 1. en. uncna

3 JI. MH. YHCla

1 1. MH. yncna

Cotpynuuk ciyx0b1 IOY 10BOAUT 10 UCHIOTHUTENEH ColepKaHUs COOTBETCTBYIOIIETO
pacnopsbkeHus B hopme:

O3HAKOMJIEHHUS C TEKCTOM IPUKa3a U MPOCTaBICHUEM MTOANUCH “‘0O3HAKOMJIEH

YCTHO IIPU BCTpeUe Mepeaarh CoepKaHhe pacopsKeHUs

+o¢opMIIeHHs BBINMUCKU U3 TIPUKa3a

+U3roTOBIICHUS JIMIIHEN KOMUU MpUKa3a

M3TOTOBJIEHUS KOIMU JJIs JIMYHOTO JieNa

Jlena U3 apxuBa OpraHU3ally BeIIAIOTCS PaOOTHUKAM CTPYKTYPHBIX MOpa3IeiCHUN JaHHOU
OpraHu3alMy Ha CPOK:

+ue 0onee 10 guei

He 6onee 21 mus

He Oonee 30 qHEH.

BHyTpeHHU JOKYMEHT MPOXOJUT CIEAYIOIINE 3TaIbl 00padOTKHU:

+cocTaBiIeHHE MTPOEKTa — COITIacoBaHUE — OPOPMIIEHUE — MOJNUCAHUE — PETUCTPaUs —
UCTIOJIHEHHE — HalpaBJIeHUE B JIEJI0

IpHeM — MepBOHavalibHas 00paboTKa — IpeaBapUTEIbHOE PACCMOTPEHUE — PACCMOTPEHNE
PYKOBOJUTEIIEM — HCIIOJTHEHUE — HANPaBJICHHUE B €TI0

COCTaBJIEHUE MPOEKTa — COINIaCOBaHKE — 0(OPMIIEHHE — MOANMCAHUE — PETUCTPALIUs — OTHpaBKa
IpUeM — IIepBOHavaIbHasi 00paboTKa — MpeIBAPUTEIBHOE PACCMOTPEHHUE — PETUCTPAIHS —
paccMOTpEeHHE PYKOBOAMUTEIEM — UCTIOJHEHHUE — HAIIpaBJIEHUE B JEJIO0

oopmiieHne TOKyMEHTa — MOAIMHUCAHUE — PETUCTPALIUS — COTTIACOBAHUE — YTBEPKACHUE — OTIPABKa

“IlepeuneM” B J€JIONPON3BOICTBE HA3bIBACTCS JOKYMEHT, COACP KA ... :

0000IIIeHHBIE CBEJICHUS TT0 OJJHOMY BOTIPOCY

+CUCTeMaTU3UPOBAHHOE MIEPEUNCIICHUE NTPEIMETOB, JIUI, 0OBEKTOB WM PA0OT, COCTABICHHBIX B
LEJISIX PAcIpOCTPAaHEHHs Ha HUX OIpPEJIENIEHHBIX HOPM W TpeOOBaHMM

NIEPEUrCIIEHUE JIUII, TPEAMETOB, 0OBEKTOB B ONPEICIIEHHOM MOPSIJIKE, COCTABICHHBIHN B LIENIAX
MH(GOPMHUPOBAHUS WIH PETUCTPALIUN

[TpoBepka HaIMUMS U COCTOSIHHS JIeT B apXHBe (MCKITIOYasi Ype3BbIUYaiHbIE TIPOUCIIIECTBUSI, CMEHY
3aBEYIOIIEr0 aPXUBOM U T.I1.) TPOXOIUT C MIEPUOAUIHOCTHIO:

JIBa pasa B rozg

+OnuH pa3 B 3 rona

OnuH pa3 B 5 ner

3aroiaoBOK K TCEKCTY CJ'Iy>KC6HOFO IMUCbMa MOXET OTCYTCTBOBATh €CJIN TCKCT ...

COCTABJICH TI0 OIHOMY BOIIPOCY
OTpa)kaeT PEUICHUE HECKOIBKUX BOIIPOCOB
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oopmien Ha Oymare popmara A4
+odopmiien Ha Oymare gopmara AS

[ToaroroBka Kk apXMBHOMY XpaHEHUIO MEPEMUCKH MPEANPHUITHS TPOUCXOAUT CIEAYIOIIMM 00pa3oM:
+nepenucka XpaHuTcs OT 1 roaa 10 5 €T, 3aTeM nepeaaeTcs B apXuB

MEepEeNnrCcKa XpaHUTCS OT 3 0 5 JIEeT U Ha apXUBHOE XpaHEHHE HE NIEPeAaeTCs

MEepPENnucKa XpaHUTCs OT 3 10 5 JIET, 3aTeM NEePeIaeTCs B apXUB

DKcnepTr3a IEHHOCTH I0KyMEHTOB — 3TO ...

BOCCTaHOBJICHHE NEPBOHAYAIILHBIX CBOMCTB U BHEUIHUX MPU3HAKOB aPXUBHOTO JIOKYMEHTA
+0TOOp TOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHHE WM YCTAaHOBJIEHUE CPOKOB X XPAHEHUs Ha
OCHOBE MIPUHATHIX KPUTEPUEB

obecrieueHne PU3NKO-XUMHUYECKON COXPAHHOCTU JOKYMEHTOB U UX Y4eT

Hcxonsmumii JTOKYMEHT MPOXOAUT CIETYIOIINE ITAIbl 00pabOTKH:

COCTaBJICHUE MPOEKTa — COTTIACOBaHNE — O(POPMIICHHE — TIOANMCAHIE — PETUCTPAIHSI — HCITOTHEHNE
— HalpaBJICeHUE B JEIO0

NpreM — TIepBOHaYaIbHast 00padoTKa — MPEIBAPUTEIEHOE PACCMOTPEHHE — PACCMOTPEHUE
PYKOBOJHTENIEM — UCTIOTHEHHUE — HAIIPABJICHUE B JEIIO

+cocTaBleHNE TIPOEKTA — COTIIACOBAaHKNE — O(OPMIICHHE — MTOIITICAHUE — PETHCTPAIIUS — OTIPaBKa —
HaTpaBJICHHE B JIEJIO0

oopmiieHrE TOKYMEHTa — MOITUCAHUE — PETUCTPAIUS — COTIIACOBAHNE — YTBEP)KACHUE — OTIPaBKa

[Tepen cnaveit JOKyMEHTOB Ha apXUBHOE XPAHEHUE CIEAYET ...
+CrpynmnupoBars U MOMIINUT JOKYMEHTHI B MAIKU

oopMHTh U omHcaTh Aena

+COCTaBUTh ONKCH JOKYMEHTOB U NEPEILIECTH UX
CUCTEMATU3HPOBATh U YTOUHUTHb JOKYMCHTEI

CKOIMPOBATH 0CO00 BaXKHBIE TOKYMEHTBI

[Tpu odopmnenuu nen BpemeHHOTo (10 10 1eT) XxpaHeHus: He CleAyeT MPOU3BOIUTh:
YTOYHEHHUE 3amuceil Ha 00JI0KKe

MPOBEPKY (PH3UUECKOTO COCTOSHUSI JOKYMEHTOB

HCKJTIOYEHUE JIMITHUX KOMUN

+OpOIIFOPOBOK

JIOKyMEHT, UMEIOIIHUN B TEKCTE MIOMETKY K CPOYHOMY HCIIOJTHEHHUIO, JI0JIKEH ObITh UCTIOIHEH B ...
J€Hb NOCTYIIJICHUS

TEYECHHUE CYTOK

+3-IHEBHBIN CPOK

JECATUIHEBHBIN CPOK

IIpu nocTyniaeHny B yUpexkI€HUE HE PETUCTPUPYIOTCS ...
3apoChl

CIPaBKHU

LHUPKYJISApHBIE MHChMa

+peknamMHble TUChbMa

MTOCTAHOBJICHUS

Ecnm mocneqnuit feHh CpoKa UCTIOTHEHHS IPUXOIUTCS HA HEPAOOUHiA IeHb, TOKYMEHT MOJICKUT

HUCIOJHEHUIO:
+He mo3aHee THA, MPEIIIECTBYIOMIETO BHIXOTHOMY
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HE T03/IHEE JIHS, CIIEAYIOLIETO 3a BBIXOAHBIM
3a J1Ba JIHA JI0 BBIXOJTHOTO
Ha ycMoTpeHue cnennanucta JOY

ITpu BO30OHOBIIEHUH MEPETHUCKHU IO OTIPEIeIEHHOMY BOIIPOCY, HayaBIIEiCs B IPEIBIAYIIEM TOY,
JOKYMEHTHI ...

BKJIFOUYAIOTCSI B JI€JI0 MIPOLIOTO rofia ¢ yKa3aHUEM €ro MHAEKCa

BKJIIOYAIOTCSI B JIEJIO TEKYILETO rojia 0e3 CCbUIKM Ha MHJEKC Jelia

+BKIJIIOUAIOTCS B JA€JI0 TEKYILEro Io/la ¢ YKa3aHUEM MHJEKca Jieja MPEeAbIAYIIEro roaa
(bopMupPYIOTCS IPOU3BOJIBHO, 110 YCMOTpeHuto crerpanucra JI0Y

JIOKyMEHTOOOOPOT YUPEXKJICHHsI PEATU3YETCs B BUJIE ... JOKYMEHTOIIOTOKOB.
BHEIIHUX U BHYTPEHHHX;

o(UIIMATEHBIX U JIMYHBIX;

MH(POPMAILTMOHHBIX U PACTIOPSAUTEIbHBIX;

+BXOMSINX, UCXOASAIINX, BHYTPEHHHX.

HomenknaTypa aen opraHu3amuy COTJIACOBBIBACTCS C apXHUBHBIM YUPEKICHUEM HE PEKe:
OJTHOTO pa3a B Iojl

OJIHOTO pasa B 3 rona

+oaHOTO pasa B 5 jer

Yanie Bcero JOKyMEHTBI TPYyIIIUPYIOTCS
+3a OIMH KaJE€HAPHBIN IO

3a JIBa KaJICHIapHBIX To/1a

3a TPU KaJICHJIapHBIX ToAa

3a IATh KaJEeHAapPHBIX JIET

3a 1eCATh KaJeHIAPHBIX JIET

Heno dbopmupyercs ...

+B mpenenax KajJeHIapHoro rojia (3a UCKIIOUEHUEM MEePEXOJIINUX IeT).
JIO JOCTHKEHUS MaKCHMAaJIbHOrO 00beMa B JIMCTaX, T. €. 10 250 1.

[0 YCMOTPEHUIO OpraHu3aIuu

A0 OKOHYaHUs pECHICHUA BOIIPOCA, HE3aBHUCHUMO OT KAJICHAAPHBIX CPOKOB

Bxoasmuiit TOKyMEHT MPOXOIUT CIEAYIOUINE 3Tanbl 00paboTKu:

COCTaBJIEHUE MPOEKTa — COIIACOBaHUE — O(POPMIICHHE — NONUCAHHE — PETUCTPALHS — UCIIOTHEHNE
— HampasJIeHUE B JEJI0

IpUeM — IIepBOHaYaIbHasi 00paboTKa — MPEeIBAPUTEIILHOE PACCMOTPEHNE — PACCMOTPEHUE
PYKOBOAWTEIIEM — UCTIOJTHEHUE — HANPaBJICHUE B JETI0;

COCTaBJIEHUE MPOEKTa — COITIACOBaHUE — O(POPMIICHHE — ONUCAHHE — PETUCTPALHS — UCIIOTHEHNE
— OTIpaBKa

+1pueM — nepBoHavaibHasg 00padoTka — NPEABAPUTEIHHOE PACCMOTPEHHE — PETUCTPALHS —
pPacCMOTpPEHHE PYKOBOIHUTEIIEM — HCIIOTHEHHUE — HAIIPABICHHUE B JIEJI0

oopmiieHne TOKyMEHTa — MOJMHUCAHUE — PETUCTPALIUS — COTTIACOBAHUE — YTBEPKACHUE — OTIPABKa

CBostHast HOMEHKJIaTypa Jies1 (GupMbl BBOIUTCS B JieicTBUE:
+c 1 stHBaps ClIeyIONIEero KaJeHJapHoTO rojia

¢ fexalpst TeKyIero rojaa

Ka)KJIbIe MOJT0/1a TEKYIIETO Meproa

10 Mepe HaJI00HOCTH
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Ecnu 3anpoc 6bU1 oAnMcaH pyKOBOAUTENEM (PUPMBI, OTBET HA HETO JI0JIKEH MOAIUCATS!
3aMECTUTEND PYKOBOJUTEIIS

7r000€ MOJIHOMOYHOE JIUIO, B Ub€i KOMIIETEHIIMHU PEeIIeHUe JAaHHOTO BOIpoca
+pyKoBOIUTEND (PUPMBI, OPraHUu3alnun

B 3aBUCHUMOCTH OT CTaTyca 3alpaliuBaeMoil nHpopMaLuu

3aBeplUICHHBIE JI€Ta TOCTOSIHHOTO U JOJTOBPEMEHHOTO XPAHEHUS XPAHATCS 110 MECTY UX
(dbopMupoOBaHUs ...

1 rox

+2 rona

3 roma

NepeatoTcs B apXUB Cpasy Hocie 3aBepiueHus: GopMUpOBaHUS

3a popmHpoBaHME JIe]T OTBEYAET:
PYKOBOJUTEIL OPraHU3aLMH

3aMEeCTUTENb PYKOBOJIUTENS OpraHU3allH
CEKpETapHu CTPYKTYPHBIX MOApa3AcICHUI
+PpYKOBOJUTENHU CTPYKTYPHBIX MO/Ipa3aeeHuil

Howmenxkmarypa nen pazpabaTbIBaeTcst IOCIIE CO3/IaHUS OpPTraHU3AINH | ...
JeicTByeT OecCpOYHO

+eKeroTHO BBOUTCS B ICHCTBHE TIPUKA30M PYKOBOIUTEIIS
NepeyTBEPKAAETCS OAMH pa3 B IATh JIET

Bbinaua nen u3 apxuBa Juist paOOTHUKOB JIpYTUX OpraHu3anuil oopmiisercs ...
+aKTOM 0 BbIJIaue JIeJ1 BO BpEMEHHOE MOJIb30BaHUE B JIPYT'He OpraHu3aluu
3aKa30M Ha BblJady JIeJ1 BO BpEMEHHOE T0JIb30BAHUE B JPYTHE OpraHU3aliH
3asiBICHUEM Ha BblJauy JieJl BO BPEMEHHOE M0JIb30BaHKE B APYTrue OpraHu3aluu

Cpoxu XpaHEeHHsI TUTIOBBIX JOKYMEHTOB yCTaHABIMBAIOTCS
Opranamu MECTHOM aJIMUHHUCTPALIUU

BrimecTosiiieit opranuzanueit

Camum npeanpusiTueM

+denepanbHON apXUBHOM ciTy>k00#1 Poccru

MecTHBIM TOCYyIapCTBEHHBIM UM MyHUIIUTIIATBHBIM apXUBOM

Ecnu B TedueHue roga mosBISIFOTCS] HOBBIE IOKYyMEHTUPYEMbIE YUaCTKU paOOThI, HE
MIPETyCMOTPECHHBIE TTPEKHEH HOMEHKJIATYpO# JesT (PUPMBI, TO 3aTOJIOBKH JIE ...
BHOCSITCS B HOBBIW pa3/iell TEKYILIe HOMEHKIIATYPbI 1€

BHOCSITCS B HOBBIW pa3iesl HOMEHKJIATYPhI 1€J1 Ha CIEAYIOINNA KaleHIapHbII Toj
+BHOCATCS B HOMEHKJIATYpy JEJ TEKYIIETO roa Mol PE3epBHBIMUA HOMEPaMH

HE OTpakaroTCs B TEKYIIIEW HOMEHKIIAType

Hokyment, umeronuii B Tekcre nometky HESAMEJUJIMTEJIBHO nomkeH ObITh UCHIOIHEH B ...
J€Hb NIOCTYIIJICHUS

+TeYeHne CyTOK

3-IHEBHBIN CPOK

NECATUIHEBHBIN CPOK

[IpoTokosnel 061mKX cOOpaHuil COTPYIHUKOB (PUPMBI XpaHSTCS. . .
5 ner
+110CTOSHHO



75 ner
3 roma
JI0 MUHOBAHUS HaJOOHOCTH

[Tpu moAroTOBKE JeNa K nepeade B apXuB BHYTPEHHSS OMKUCh JOKYMEHTOB, COJCPIKAIIUXCS B JIeye
ITOMEIIAETCH ...

B KOHIIE JIeJ1a

+B Havase gena

Ha JIUIIEBOU CTOPOHE OOJIOKKHU Jera

B CAMOCTOSITEILHOE JIETI0

Howmenknatypa nen — 3710 ...

+1epedeHb 3aroJIOBKOB JI€]I U CPOKOB UX XPAHEHUS
CITMCOK BCEX JI€JI, UMCIOIIMUXCA Ha Hpe,ZIHpI/ISITI/II/I
MepeYEHb JeJ ISl IEPEAAYN B APXUB

CIIMCOK 00060 Ba>XHBIX )IOKYMeHTOB

Ha oGnoxky nena BpemeHHoro xpanenus (10 10 siet) He BBIHOCUTCSA UH(OpMaLus:
CPOK XpaHEHMUS;

MHJIEKC JIeNa;

+KOJIMYECTBO JIMCTOB, COAEPKALUXCS B JEIIe

3aroJIOBOK JieJia

JiaTa 3aBeJeHMs Jiea

JIOKYMEHTBI pETUCTPUPYIOT:

+B JIeHb MOCTYIJICHUS, OTIPAaBKU

B JIeHb O(pOPMIICHHS, COTIIACOBAHUS
B JICHb Mepe/iayl Ha UCTIOJIHEHHE
110CJIE UCTIOJTHEHUS

Ha JTare HarpaBJIeHUs B JIEJI0

[IpenBapuTensHOE PAaCCMOTPEHHE MTOCTYITUBIIIETO JOKYMEHTA TIPOBOIUTCS. ..
PYKOBOJHUTETIEM

HAYaTbHIUKOM KaHIICIISPHH

3aMeCTUTEIEeM PYKOBOJUTENS IO OOIIMM BOIIPOCAM

JIFOOBIM M3 MCITOJHUTEIIEH

+coTpyaHukoM ciyk0b1 JIOY, oTBeUaromym 3a 1aHHOE HaIlpaBlIEHUE PaOOTHI

Pemrenue o MMpOAJICHUHN CpOKa UCIIOJIHCHUA NOKYMCHTA NPUHUMACTCA:
B ICHb UCTCYCHHA CpOKa MCITOJTHCHUA

34 ICHb 1O UCTCUCHUA CPOKA UCTIOJIHCHUSA

3a IBa JHA 10 UCTCUYCHUA CPOKa UCIIOJTHCHUA

+3a 3 AHA 10 UCTCUCHUA CPOKA UCITOJITHCHUA

CHsATHE TOKyMEHTa C KOHTPOJISI HCTIOTHEHUST OOPMIISIETCS:

+0TMETKOI 00 HCITOJIHEHUH U HAITPABJICHUH B JIEIIO

OTMETKOW O KOHTPOJIIE UCTIOTHEHHUS

OTMETKOM 00 HCITOJHHUTEIE

OTMETKOM JIJIs aBTOMaTUYECKOTO TTOMCKA IOKYMEHTa (KOA-UACHTU(UKATOP DIEKTPOHHOM KOTHH
JIOKYMEHTA)
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CJoBapb TepMHHOB (TJI0CCApHii) M0 TUCHMILINHE «/leJI0npPon3BOACTBOY.

AJpecar - oJTy4aresb.

AZpecaHT - OTIIPaBUTEb.

AKT - JIOKYMEHT, COCTaBJICHHBI HECKONbKUMH JIMIAaMHU U TOATBEP)KIAIOIINN yCTaHOBIECHHBIE (DaKThI
WK COOBITHS.

AKIeNT - coriacue Ha NPeyIoKeHNE BCTYNUTh B CHIENKY, 3aKII0YMTh JOTOBOP Ha yCIOBHAX, YKa3aHHBIX
B IIPEUIOKEHUH.

AHKeTa - JOKYMEHT, MpPEICTaBISIONINA CcO00H TpadapeTHblid TEKCT, COACPXKAIIHA BOMPOCH IO
OTIpENIETIEHHOM TEME U MECTO JJISt OTBETOB (WM OTBETHI) HA HUX.

AHHOTaIMS - KpaTKOE U3JIOKEHHE MEPBOMCTOUHHUKA.

ApxuBHasl BBINUCKA - TOCJIOBHOE BOCIIPOM3BEICHHUE YaCTH TEKCTA JOKYMEHTA, XPAHAIIETOCS B apXUBE,
3aBEPEHHOE B YCTAHOBICHHOM IOPSIIKE.

ApxuBHasi CipaBKa - CIpaBKa 00 UMEIOIIUXCS B JOKYMEHTAIBHBIX MaTepUanax apXuBa CBEICHUSX 11O
OTpeIeICHHOMY BOIIPOCY, TEMeE, IpeIMeTe Wi OHorpaguyecKiX CBEICHHSX, 3aBEPEHHAs B yCTaHOBICHHOM
MOPSZKE.

AcHeKT - TOYKa 3peHHUs, C KOTOPOH MPOM3BOIUTCS TOWCK JOKyMEHTa WM H3BJICYCHHE M3 HETO
HEOOXOIUMBIX CBEICHUH.

Baank - Oenplif JTUCT ¢ YacTUYHO HANEYaTaHHBIM TEKCTOM M INPOOeTaMH, KOTOpBIE 3aIlONHSIOTCS
aKkTyaJgpbHON HH(pOpMarueil (Hanpumep, aHKeTHBIN b.).

BenomocThb - niepedeHb KaKuX-JIM00 JAaHHBIX (CBEICHHIA), pacIOOKEHHBIX B OMPEICICHHOM TMOPSIKe

(mmarexHast B., obopotHas B. u T.1.).

Bu3a - noanuce, noAaTrBepxkaaromas GakT 03HAKOMIICHUS! JOJDKHOCTHOTO JIMLA C JOKYMEHTOM.

BuyTpennmii aapec nmucbMa - HaMMEHOBaHWE W aJpec OpraHU3alud WM (aMuiIus W aapec JHIa,
KOTOPOMY HAIIPaBJIEHO MHCHMO.

BHyTpeHHHMI JOKYMEHT - JOKYMEHT, NpeIHa3HA4YCHHBI U1 IOJIB30BaHUS TEM YUYPEKICHHEM, B
KOTOPOM OH CO3J1aH.

Bxonsimumii JOKyMeHT - TOKyMEHT, IOCTYIUBIINN B yUpeKACHHUE.

Beinucka - konus 4acTy TEKCTOBOTO TOKyMEHTA.

I'paduk - TekCTOBON JOKYMEHT, OTPAKAIOIINN, KaK MPABWIIO, IUIAH pabOTHl ¢ TOYHBIMU MOKA3aTCIISIMHU
HOPM M BPEMEHH BBIITOJHEHUSI.

I'pud - nmomerka, ykaspiBarolas Ha OCOOBIH XapakTep WM OCOOBIH CIOCOO MEPECHUIKH JEeIOBOM
KOPPECTIOHAEHIINH («CEKPETHOY», KCPOUHOY», «HE MOAJICIKHUT OTJIALLICHUIOY, «JTHIHOY).

Jara - yncio, Mecdll ¥ TOJl COCTaBIECHUS WU MOJINHCAHUS JOKyMEHTa, yKa3aHHbIE Ha HEM apaOCKUMHU
uQpamH.

Jes1o - ennHUIA XpaHEHNs MICEMEHHBIX JOKYMEHTOB B ApXHBE, IIOMEIEHHBIX B OT/ICJIBHYIO MAIKY.

Jles10BO€ MUCHMO -TOKYMEHT, IPUMEHAEMBIN AJIS1 CBSI3H, NIepefadd MH(HOPMALMN HAa PACCTOSIHUE MEKIY
JIBYMsI KOPPECTIOHAEHTaMH, KOTOPBIMH MOTYT OBITh M IOpHINUYECKHUE, U (prU3ndYecKue una.

Jeonpon3BoACTBO - BEICHUE KaHIEISIPCKUX JeJ, COBOKYIMHOCTh paboT MO JOKyMEHTHPOBAHHIO
JESITEIbHOCTH YUPEKACHUN U IO OPraHU3alvy JOKYMEHTOB B HUX.

JIMpeKTUBHBIH JOKYMEHT - JOKYMEHT, CONepKallni o00s3aTeNbHbIe K WCIOJHEHHWIO YKa3aHUS
BBIIIECTOALINX OPTaHOB.

JloBepeHHOCTh - JOKYMEHT, JAlOLIMi MOJHOMOYMS €ro NMPEeIbsSBUTENI0 Ha BBINOJHEHUE KAKUX-TTHOO
JIEUCTBUIN OT UMEHU JOBEPUTEIIS.

JloroBOpeHHOCTD - IOKYMEHT, QUKCHPYIOMINH COTNAIIeHHEe ABYX MM HECKOIBKUX CTOPOH.

JlokjiaqHas 3alMCKa - JOKYMEHT, aJApPECOBAaHHBIH PYKOBOACTBY, B KOTOPOM H3JIaraeTcsi Kakoh-Imoo
BOIIPOC C BBIBOJAMH U MPEATIONKECHUSIMU COCTAaBUTES.

JokyMeHT - nHpOpMAIHS Ha MAaTepUATbHOM HOCHUTENE, MMEIONIash IOPUAMYCCKYIO CHITY.

JokyMeHT0060pOT - 1) IBUKEHUE TOKYMEHTOB B YUPEXKJIEHUM C MOMEHTA MX MOTYUYEHHS UM CO3aHUs
70 3aBEpIICHUS] MCIIONHEHHUS WM OTIPABKH;, 2) KOJIMYECTBO BXOMSIINX, BHYTPEHHUX M HCXOASAIIMX
JOKYMEHTOB YUPEXKICHUS 3a ONPECIICHHBIN TIEPUO]] BPEMEHH.

Jlocbe - TOKYMEHTBI, OTHOCALIHECS K KaKoMy-JH00 AeTy.

JyOnmkar - 3K3eMIuIAp JOKyMEHTa, COCTaBIEHHBII B3aMEH OTCYTCTBYIOIIETO MOUIMHHUKA U UMEIOIINN
OJIMTHAKOBYIO C HUM IOPHINYIECKYIO CHITY.
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3asiBJIeHMe - JOKYMEHT, CoJepXKalluii MpockOy WM MpeUIOKEHHE Juia (JIUI) YYPEKJIECHUIO WIH
JOJDKHOCTHOMY JIMLY (Harpumep, 3. o mpueme Ha paboty, 3. 0 mpeocTaBIeHHH OTIyCKa U T.1I.).

N3Bemenne - 1OKyMeHT, WHOOPMHUPYIOIINNA O TPEACTOAIIEM MEPONpPUATHH (3aceaHnu, coOpaHwWH,
KOH(EpEHIINN) U COIepKALINNA TPEIIOKEHUE IPUHATh Y4acTHeE.

Hugexc - ycnoBHOe 0003HaueHHeE, MPHCBaUBaeMoe NOKYMEHTY B Mpollecce ydyera (perucTpanuu) U
UCTIOJIHEHUS.

HNupexcauus - mpocTaBleHHE HHIEKCA.

HMuaexc gesa - mOpsOKOBBIA HOMEp Je€jia 0 HOMEHKIAType M YCIOBHOE 0003HaYeHHE CTPYKTYPHOI
YacTH yUpEeXKIACHHI, IPOCTaBIIsIEMbIE Ha 00JIOKKE J1ea.

NHunmaTHBHBINA AOKYMEHT - JOKYMEHT, HOCITYXXHBIIWKA Ha4daloOM PAcCMOTPEHHS ONpPEAeICHHOTO
BOIIpOCa.

Hcxonpsimmii JTOKyMeHT - TOKYMEHT, OTIIPABICHHBIN U3 yUPEKICHHS.

Knaccupukanmonnsiii MHAEKC - ycIOBHOe oOo3HadeHHe (umupoBoe, OyKBEHHOE, CMEMIaHHOE),
MpUCBaMBacMoOe KITaCCH(PHUKAIMOHHBIM JISJIEHMEM CXeMbI KJIaCCH()MKAIIMK U TPOCTABIIsIEMOE Ha KapTOYKax

CHCTEMaTHYECKOTO U JPYTUX KaTanoroB. MoxeT MpOCTaBIATHCSA U Ha JOKYMEHTaX, U Ha JieNax.

KoHcepBanusi 10KyMeHTa - IPEIOXpaHEHNE TOKYMEHTa OT Pa3pyLIAOLIEero AeHCTBUS BHELIHEH CPeIbl.

KonTpakT - 10oroBop 00 yCTaHOBICHUU, U3MEHEHUH WM IPEKPALICHUH [IPABOOTHOLICHUH.

KoHTponbHbIi JUCT - TajJoH Uil WHAMBUAYAJIBHOHW PETHCTpPAalUN AOKYMEHTOB, BKIIOYAIOLIMN
PE30JTIOLUIO U TEMY MHCHMa.

KoppecnonaeHT - yupexaeHue Wiu OTAEIBHOE JINIO0, C KOTOPBIM BEAETCS MEePenrcKa.

KpeauT - BKIIIOWEHHas B CMETy CyMMa, B Tpezesiax KOTOpOil pa3pelieH pacxol Ha OMpelesieHHYIO
NOTPEOHOCTb.

JIMMUT - TOKYMEHT, ONPEACISIIOIIUI TpeaeTbHbI pa3Mep aCCUTHOBAaHMN JAEHEKHBIX CPEICTB, OTITyCKa
MaTepualioB M T.JII. U3 TOCYIAPCTBEHHBIX (POHIOB.

JInueBoii cuer - OyXrajTepcKUil TOKYMEHT, OTpaKarolluil mepefady Kakoro-in00 KOHKPETHOTO BHIA
cpeacTB (MaTepuajIoB, HHCTPYMEHTOB, IPOMYKLNH, 3AaHUH U T.1.) ONPeIeICHHON OpraHu3aluy Wi ALY U
COZAEp KaIUM JCHEKHbIE PACUETHI C HUM.

JlnyHoe 1eJ10 - €0, BKIIOYAIONIee JOKYMEHTHI 0 KakoM-TH00 Jsuile (0 ero Ouorpaduu, oOpa3oBaHuH,
TPYIOBOW MIJIM OOLIECTBEHHOH NESTEIBHOCTN).

MamuHOYMTaeMbIii TEKCT - OKYMEHT, UCIIOJIb30BaHHE KOTOPOro TpeOyeT NPUMEHEHHs CIEeLUaIbHO
MpeIHa3HauYeHHBIX TEXHUYECKUX CPECTB.

Hapsin - 1okyMeHT, coaepsKaluil CBeICHUS O PacHpeAeIeHUr padoT MeXIy padOuYMMH-CACTIbIINKAMH,
y4eT BBIpaOOTKH U pacyeT NpUUUTAIOLIecss UM 3apaOOTHOM I1aThl.

Hapsip-3aka3 - 1utaHoBoe 3aJaHWE€ PYKOBOAWTENS YUPEKACHUS IMOTYMHEHHOMY MPEOIPUATHIO WIH
PYKOBOJMTEIISI PEATIPUSATHSI LIEXY O BBITIOJIHEHHH OIIPEJCTICHHOW PaOOTHI.

Homenkinarypa - nepedyeHb HAMMEHOBAHUU.

HomenkJiatypa aei - cuCTeMaTU3UPOBAaHHBINA NEPEeYeHb WM CIIMCOK HAUMEHOBAHUH €71, 3aBOIUMBIX B
JIJIONPON3BOJICTBE YUPEKICHHUS.

Homep Bxoasiiiero nucbmMa - perucTpaluOHHbIA HOMEP JOKYMEHTA, IIPOCTABIISEMBIN a{pecaToM.

Homep ncxoasiuiero aena - perucTpaioHHbII HOMEP HOKYMEHTA, IPOCTABISIEMbIH OTHPAaBUTEIICM.

HopmaTuBHBIE JOKYMEHTBI - TOKYMEHTHI, B KOTOPBIX yCTaHABIMBAIOTCS KaKue-I1u00 [IpaBuia, HOPMBI.

HopmaTuBBI - JOKYMEHTHI, COAEpIKAILUE MMOKAa3aTeHN 3aTpaT BPEMEHH, MaTepUalIbHBIX WM ACHEKHBIX
pecypcoB, TOKa3aTelyd HM3TOTOBIAEMON MPOAYKLHMH, NPUXOAAIIMECS Ha KakKylo-IHOO eAMHULy (U3AeiHe,
OTIepPAINIO | T.1.).

HopMbl - TOKyMEHT, COAep KAl CBeACHHsI 00 YCTaHOBJICHHBIX BeMHYMHAX dero-muoo (H. BeipaboTkH,
H. BbI1auM yero-nm6o).

OO0bsicHUTe/IbHASL 3amUMCKa - 1) JOKyMEHT, MNOSICHSIIOIIMI COIAEp>KaHUE OTAEIBHBIX MOJIO0KECHHM
OCHOBHOTO JIOKyMeHTa (IUlaHa, OT4YeTa, MPOEKTa); 2) cooOIeHHe JOKHOCTHOTO JINLIA, MOSCHAIONIee KaKkoe-
0o aericTBue, GPakT, MPOUCILIECTBHE, MPEACTABIIEMOE BEIIIECTOSIIEMY JOKHOCTHOMY JIHILY.

Onuce - ropuaudecku oOpMIICHHBIN IIEpeYeHb JOKYMEHTOB.

Opurunain gaoxkyMmeHnta - 1) mepBOHAYaNbHBIA OSK3EMIUISIP MOKYMEHTa; 2) JK3eMIULIpP TOKYMEHTA,
SIBIISIFOILIUICS. UCXOIHBIM MaTEPUAIIOM ISl KOHUPOBAHHS.

Oco0ble 0TMETKH - OTMETKHU O CTENIEHN CEKPETHOCTH U CPOUYHOCTHU UCIIOIHEHUS TOKYMEHTOB.

OT4er - TOKYMEHT, COAEp Kallluil CBEJEHUS O IOArOTOBKE U NIPOBEIEHUU PadOT, 00 UTOTraxX BBIIOJIHCHUS
TUTAHOB, 3aJJaHUH, KOMaHJUPOBOK M JIPYTUX MEPONPUSATHH, MPECTABISIEMBIN BBIIIECTOSMIEMY YIPEKICHHUIO
KaK JOJDKHOCTHOMY JIHILY.

Odepra - cm. [Ipennoxenue.
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O¢puunanbHble JOKYMEHTBI - JOKYMEHTBI, COCTABJICHHBIC YUPEKICHUEM WU JTOJDKHOCTHBIM JIUIIOM U
oopMIIEHHBIE B YCTAHOBICHHOM IOPSIIIKE.
Iucbmo - 0000meHHOE HAMMEHOBAaHHWE PA3NWYHBIX 110 COACPIKAHWIO JOKYMEHTOB, CIYXKaIuX

CPEIICTBOM OOIECHUS MEXKIY YUPEKJICHUSIMU, YACTHBIMHU JIUIIAMHU.

[oBecTka - oduuMambHOE COOOIICHHWE YACTHOMY JIMIy C MPEUIOKEHUEM KyAa-IM0O TNPUATA WU
YUPEKICHUIO - BBICIATh CBOETO IPEICTaBUTENSL.
IoaTuHHUK TOKYMEHTAa - 1) JOKYMEHT O(QHUITHAIBHOTO MPOUCXOKICHNS B OKOHYATCITHLHOW PEIaKIIM,

YIIOCTOBEPEHHBIN COOTBETCTBYIOIINM 00pa3oM; 2) PyKOITUCH.

[Moanuch HA JOKYMEHTE - MTOANUCH JTOKHOCTHOTO JIUIA WM aBTOpa JOKYMEHTA, YIOCTOBEPSIOLIAs €ro

MOJIMHHOCTH WJIM 3aBEPAIONIasl KOMUIO I0KYMEHTA.

Ilonokenue - 1) mpaBoBOil aKT, yCTAHABIMBAIOIINNA OCHOBHBIC NMPABUJIA OPTAHU3AIUN U JCSITEILHOCTH
rOCyIapCTBEHHBIX OPTaHOB,

CTPYKTYPHBIX MOJIPA3ACICHUN OpPraHa, a TAaKXKe HUKECTOALIUX YUPEKICHUH, OpraHu3aliid U MpeanpusiTHiL;
2) CBOJ TPaBWI, PETYIMPYIOMUX OMPEIEICHHYIO OTPACibh TOCYAAPCTBEHHOTO YIIPABICHHUS, MOIUTUICCKOM,
00IIeCTBEHHOMW, KYJIbTYPHOH HJIH XO3SICTBEHHOW YKHU3HU.

IlpennoxkeHne - TMCBMEHHOE 3adBJIICHHE OT MMEHHM NPEANPUATHS, aJpPECOBAHHOE JIPYroMy
MPEINPUATHIO, O TOTOBHOCTH 3aKJIIOUYUTH C HUM JIOTOBOP Ha OIPEIEIEHHBIX YCIOBUIX; odepTa.

IIpeaMeTHBIN KATAJIOT - KaTaJIOr JOKYMEHTAIbHBIX MaT€pUaioB, COAEPKALINN CBENCHUS O MPEAMETAX
(dpaxTax, coOBITHIX, TeOrpadUUSCKUX HAUMEHOBAHUAX) W JIMIAX, KOTOPBIC YIIOMHHAIOTCSA B JOKYMCHTaX,
PaCIIONIOKEHHBIX B aI(aBUTHOM ITOPSIIKE.

IlpenMeTHbIli yka3aTeslb - YKa3aTellb OCHOBHBIX TIPEAMETHBIX (TeMaTHYECKHWX) OOO3HAYECHUH,
PAacIoNOKEHHBIX B ajipaBUTHOM MOPSIKE.
IlpeacraBieHne - [OKYMEHT, COIACPXKAIIMH NpPEATIOKEHHE O Ha3sHAYEHUH, IE€PEMELICHUN WIN

MOOMIPEHUHU JIMYHOTO COCTaBa, a TAKXKE PEKOMEHIALMIO ONMPENENICHHBIX JEWCTBUH U MEPONPUITHH IO
BOIIPOCAM JIEATEIbHOCTH YUPEKIACHUSL.

IIpeiickypaHT - nepedeHs BUIOB pabOT, yCIIyT, NPOAYKLMH TOBAPOB U T.J. C YKa3aHHEM LIEH U PACLICHOK.

IIpereH3noOHHOE NMUCBMO - MUCHMO, OTIIPABICHHOE BHHOBHOM CTOPOHOM B CIIydae HEBBINOJHEHUS €10
3aKJIIOUEHHBIX paHee JIOTOBOPOB U Pa3HOT0 BH/A 00S3aTENIbCTB.

IIpuka3 - 1) npaBoBO# akT, U3JaBaeMbIi PYKOBOAUTENEM OpraHa roCyJapCTBEHHOTO YIpaBJieHHUs (ero
CTPYKTYPHOTO HOAPa3eJICHHsI), IeHCTBYIONINI HA OCHOBE €AMHOHAYAIINS, B LEJISIX Pa3peIleHUs OCHOBHBIX 1
ONEpaTUBHBIX 3a]a4, CTOSIIMX NEPE] JAHHBIM OPraHOM. B OTAENBHBIX ClIydasx MOXKET KacaThCs LMIMPOKOrO
Kpyra OpraHM3aldil U JOJDKHOCTHBIX JIMI HE3aBHCUMO OT MOAYMHEHHOCTH; 2) NOKYMEHT, BBIJaBaeMBIH
OpraHaMu rocyJIapCTBEHHOTO M BEAOMCTBEHHOTO apOUTpaxa Ha 00s13aTeIbHOE UCTIOIHEHHUE €TO PEIICHHSL.

IIporpaMmma - TOKyMEHT, U3/Iararoiiii OCHOBHBIE HANPaBJICHUS PaOOThl YUPEKIESHHUS WU TIPEANPUSITHS
Ha OTpeeNeHHbIN epruos BpeMeHH (mpou3BoAcTBeHHas [1.) nnm 3Tamsl ¥ CPOKK OCYIIECTBICHUS KPYTHBIX
paloT, UCIIBITAaHUH.

IIpoekT n0KyMeHTa - IpeBapUTENbHBIN BapUAHT JOKYMEHTA, IPeIHAa3HAYEHHBIN ISl pACCMOTPEHUS.

IIpoTokon - MOKYMEHT, conepKalluii MOCIeOoBaTe/IbHYI0 3alKich XoAa OOCYXICHHS BOIPOCOB H
NPUHATHS PELICHU Ha COOpaHUsIX, COBELIAHUX, KOH(PEPEHIUIX 1 3aCeIaHUAX KOJUIETHAIBHBIX OPTaHOB.

PacnopsiauTesbHble  JOKYMEHTBI - JOKYMEHTBl, B KOTOPbIX (HUKCHUPYETCSl  peIlleHHE
aJIMHUHUCTPAaTUBHBIX U OPTaHU3allMOHHBIX BOIIPOCOB.

Pacnucanue - o0bsIBIEHHE O BPEMEHH, MECTE H MOCIIEI0BATEIBHOCTH COBEPIICHUS Yero-In0o0.

PacnopsizkeHue - TPaBOBOM akT, HM3JaBaeMbli EAWHOIMYHO PYKOBOAMTEIEM, IJIABHBIM 00pa3oM
KOJUIETHAJIbHOTO OPTraHa rocyIapCTBEHHOI'O YIPABIEHUS, B LESIX pa3pelleHts] OlepaTHBHBIX BONPOCcoB. Kak
[IpaBUIIO, UMEET OIPAHUYEHHBIM CPOK NIEUCTBHSI M KACAETCS Y3KOI0 Kpyra JOJKHOCTHBIX JIMIL U TPaXKIaH.

PerncrpanuonHasi kapTroyka - KaprTouka, IpeJHa3HauyeHHas M perucTpaluyd JOKyMEHTOB B
JEJONPOU3BOACTBE YUPEKICHHUS.

PerucrpauMoHHbIii HOMEp AOKYMEHTAa - IIOPSAJKOBBIA HOMEp, NPHUCBAMBACMBIA BXOIALIEMY WIH
HCXOAIIEMY JOKYMEHTY IIPU €r0 PETUCTPALUM, SBJSIOLIUICS YacThIO JEJIONPOU3BOJACTBEHHOIO HMHJEKCA
WJIM 3aMEHSIOIUI €ro.

PerncTpanMOHHBIM INTAMII - WITaMI, COJEPXKAIIMN Ha3BaHHWE YUPEXKICHUSA, IaTy pPErHCTpalvH,
pETUCTPAaLlMOHHBIN HHIEKC, HOMEP JieJia, B KOTOpOe OyAeT MOMEIIEH TIOKYMEHT.

Peructpauusi JOKyMEHTOB - 3alKMCh B YUYETHHIX (opMax (KypHaslaxX, KapTodkax M T.I.) KpPaTKuX
CBEICHUI O JOOKyMEHTE M IIPOCTABICHHWE HA JOKYMEHTE JAEIONPOU3BOACTBEHHOTO WHJIEKCA W JaThl
perucTpanuu.

PeecTp - mepeueHp (CHMCOK) 4ero-inOo, MPUMEHSEMbId B OyXTaaTepCKOM ydeTe M JeJIONPON3BOACTBE
(mammpumep, P. onuceit).
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Pe3ostonusi - perieHue, NPUHITOE COBELIAHUEM, CHE3IOM, KOH(EpEeHIHeH W T.II. 0 00CYKIaeMOMY
BOTIPOCY.

Pe3zomionust Ha TOKyMeHTe - THCEMEHHOE YKa3aHHe PYKOBOAWTEIIS NCTIOTHUATEINIO O XapaKTepe U CPOKax
HCIIOJIHCHUA NOKYMCHTA.

PexkBHM3UTBI - 00s13aTENBHBIE SJIEMEHTHI CITY>KEOHOTO TOKYMEHTA.

PexBH3MT MOKyMeHTa - 00s3aTeNbHBIN WHGOPMAITMOHHBIA AJIEMEHT (aBTOp, Jara W T.OI.), IPUCYITHI
TOMY WJIKX UHOMY BUY MUCbMEHHOT'O JJOKYMCHTA.

PexnamanuonHoe mucsMo - 3asBieHHE 00 OOHApyXeHHH HENOCTa4dd, AC(PEKTOB B MOITYyUYCHHOH
MPOIYKLMH WM B BHIIIOJIHEHHOH pabore.

Pedepar - kpaTkoe NUCbMEHHOE U3JI0KEHUE IEPBOMCTOYHHUKA.

Pemienue - 1) mpaBoBol axT, NpUHUMAaeMbli ucronkoMamMud COBETOB HApOIHBIX JEMyTaTOB B
KOJUIETHaIbHOM TIOPSI/IKE B IENISIX pa3pelieHrsi HanOoee BaKHBIX BOIPOCOB UX KOMIIETEHIIWH. PermennsaMu

AMEHYIOTCS Tak)Ke€ COBMECTHBIE aKThl, H37aBaeMble HECKOIBFKHMH HEOJHOPOAHBIMH OpTaHaMH -
KOUICTHAJIBHBIMU H HCﬁCTByIOIHHMH Ha OCHOBC cAWHOHA4YallvuA, TOCYAAPCTBCHHLBIMH OpraHaMu U
0OIIECTBEHHBIMU OpTaHU3alUsIMH U T.J.; 2) JOKYMEHT, COIEPKAIMi 3aKII0UCHUE Cy[a WM apOuTpaxka 1o
pesyapTaTaM pazdopa TPakIaHCKOTO Jella B Cyle WM CIIOPHOTO BOIIpoca B apOuTpaxe; 3) pe3otorus
coOpaHus1, COBEIAaHUS U T.1I.

CBo0o1HOE TIpenJio:KeHUe - TIpeuiokeHue 0e3 o0s3aTenbCeTB. Ecny 3aKka3uuk NMpUMET YCIIOBHS TaKOTo
MPEIIOKEHHS], CICNIKA CUUTACTCS 3aKIIOUCHHOM.

Cnarounas omuch (pasr.) - OMHCHh JOKYMEHTAIBHBIX MaTepHalOB, COCTaBICHHAs yUPEKICHHEM IPH
nepenaye e B apXuB.

Cucrema [JOKYMEHTHPOBAHUSI - TNPHUHATHIA B YUYPESKICHUU HOPSIOK CO3IaHus, OQOpMICHHA H
WCTIOJTHEHUS JJOKYMEHTOB.

Cay:xxeOHasi 3amucKa - 3alMCKa O BBIMOJHEHUHM KaKOH-JIMOO paboThl, HampaBisgeMas JOHKHOCTHBIM
JIUIIOM JIPYTOMY JIOJDKHOCTHOMY JIUITY.

CocTaB y1ocToBepeHHUs - TIOANMCH U T1€9aTh.

Crneundukanmus - TOKyMEHT, COACPKAIINA MOAPOOHOE MEPEUNCIICHUE y3JIOB U JIeTanel Kakoro-imbo
nu3acinsd, KOHCTPYKIIMH, YCTAHOBKU U T.II., BXOAAIINUX B COCTaB C60p0'-IHOFO HJIM MOHTAXXHOI'O Y€PTEIKaA.

Cnucoxk - mepeuncieHde JIML WM MPEIMETOB B ONPENEICHHOM TMOPSAKE, COCTABICHHOE B LEIAX
WH(GOPMAIINY WA PETHUCTPAIIHH.

Copaska - 1) TOKyMeHT, cofep Kaiuid ONMCaHnue W TIOATBEPKACHIE TEX TN UHBIX ()aKTOB U COOBITHIA;
2) TOKYMEHT, MOATBEPKAAIONINH (haKThl OMOrpaduecKoro Win CIyKeOHOTo Xapakrepa.

CnpaBoyHO-MH(OPMALMOHHBIN ()OH/ - COBOKYIIHOCTh CHCTEMATH3UPOBAHHBIX MIPOM3BEICHUN MeYaTh
¥ HEONyOIMKOBAHHOW HAYYHOW W TEXHUYECKOW TOKYMEHTAIMH, WCIIOIB3YIOMIMXCS B IEISIX OTPACICBOTO
HHPOPMAIIMOHHOTO OOCITYKUBaHHS.

CraHaapt - HOPMAaTHBHO-TEXHWYECKWH IOKYMEHT, YCTaHABIMBAIOIIUN TpeOOBaHWUS K TpyIIam
OTHOPOIHOM TPOAYKIMH W B HEOOXOAWMBIX CIydasX TpeOOBaHUS K KOHKPETHOW MPOMYKIMH, TpaBHIIA,
obecrieunBaroIue ee pa3pabOTKy, MPOU3BOACTBO U MPUMEHEHHUE, a Takke TpeOOBaHUs K WHBIM OOBEKTaM
CTaHAapTU3aluy, ycraHaBiauBaeMble ['occtanmaprom P®. CrangapTuzanus JOKYMEHTOB, IPUMEHSAEMBIX B
OpPTaHU3AIMOHHOM M DKOHOMHYECKOM YIPaBICHHUH, ITPOBOIUTCS Ha OCHOBE CHENHAaIbHBIX ITOCTAHOBICHHUN
[IpaButenncTBa PO.

CreHorpamMma - JOCJIOBHasl 3aluCh JOKJIQAOB, peuel W JPyruxX BBHICTYIUIGHHMH Ha COOpaHMsX,
COBCILAHMAX M 3aCeIaHMsAX KOJUIETHAIBHBIX OPraHOB, OCYIIECTBICHHAs METOIOM CTEHOTpadHH.

CdeT - TOKyMEHT, B KOTOPOM yKa3aHa MPUYUTAIOMIASCS 32 YTO-THO00 JEHEKHAs CyMMa.

Tabenpb - mepedeHb KaKuX-I100 MOKa3aTesiel, COCTABICHHBIN B ONPEAETICHHOM mopsake (Hampumep, T.
OT4YeTHOCTH, T. ycrieBaeMOCTH).

Ta6auma - TOKyMEHT, COJIEpKaIIUi TeKCTOBBIE MK [IU(POBBIE CBEIEHNS, pa3MelleHHbIE TI0 Tpadam.

Tagyasirpamma - Talmuna, coctaBieHHass TaOyIsTOPOM Ha OCHOBE aBTOMATHYECKOTO BOCIPHUSITHS
JaHHBIX ¢ TepOKapT, nepQoyaeHT u T.A.

Tanon oOpaTHO#i CBfI3M - JOKYMEHT, YBENOMIISIOMIMA O TMONy4YeHWH dYero-mubo (wmHpopMarmm,
MaTepHAbHBIX [IEHHOCTEH, JOKYMEHTOB).

TBepnoe mpennoxkenue - npeanoxeHue, odopmisieMoe JMIIb A OAHOTO BO3MOMKHOTO 3aKa3yHKa
(moxynarens) ¢ ykazaHUEM CpOKa, B TE€UEHHE KOTOPOTO TOCTABIIHK CBS3aH 3TUM MPEISIOKESHUEM.

Te3zaypyc - ClIOBapb-CIpPaBOYHHK, B KOTOPOM TIEPEUYHCISIOTCS BCE JIGKCHYECKHE EIMHUIIBI
WH(POPMAIIMOHHO-TIONCKOBOTO ~ SI3bIKA  (JECKPHUNTOPBI) C WX CBA3SIMH, a TaKKe CHHOHHUMHUYECKHE
JECKPUITOPHI M KIIOUEBBIE CJIOBA M CIIOBOCOYETAHUSI €CTECTBEHHOTO SI3bIKA.

Te3uckl - KpaTKOE U3NOKEHUE TEKCTAa JOKYMEHTA MIIM BBICTYIIJICHUSI.
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Tenerpamma - 0000IIEHHOE Ha3BaHUE PA3NUYHBIX 10 COACPKAHUIO JOKYMEHTOB, MEPEAaHHBIX IO
tenerpady.

TeJiekc - TenerpaMmma, ocjaaHHasi o TelIEeTaNILy.

Teneraiin -TenerpadHplil armapar ¢ KJIaBHaTypO# THIIAa THITYIIEH MalIMHKH.

TekcToBOli TOKYMEHT - JOKYMEHT, COIEpKaHHE KOTOPOrO H3JI0KEHO IOCPEACTBOM JIOOOTO BHIA
MUChMA.

Texnuyeckasi JoKyMeHTauusi - oOoOmiaromee Ha3BaHHWE JOKYMEHTOB, OTPAKAIOUINX pe3yibTaT
CTPOUTENBHOIO M TEXHOJOTMYECKOro MPOEKTHPOBAHUSA, KOHCTPYMPOBAHMS, WH)KEHEPHBIX H3BICKAaHUN H
JIpyTUX paboT MO CTPOUTENLCTBY 3[aHUI U COOPY)KEHHI U N3TOTOBJICHUIO MPOMBIIIUIEHHOTO MPOU3BOICTBA.

TexHosorn4yeckasi AOKyMeHTauus - o0o01maromiee Ha3BaHNe JOKYMEHTOB (UepTexei, crienupuKaIiii,
KapT, HHCTPYKLIWH | T.I.), peTHa3HAYCHHBIX JJIsl OITUCAHHUS U 0(OPMIICHHUS TEXHOJIOTMYECKHX MPOIECCOB.

TunoBble AOKYMEHTBI (TEKCTBI-aHAIOTH) - 1) JOKYMEHTBI, OTPa)Karolle OJHOPOIHBIC BONPOCH U
COCTaBISIEeMblE 110 OAMHAKOBBIM 00OpasmaM; 2) HOPMAaTUBHBIE M PacIOPSAWUTENbHBIC TOKYMEHTHI,
ompeieTsIIoIue mopsAaok padoTel yupexaenuit (T. ycraB, T. cTtpykrypa) wim otaenbHbIX ee ctopoH (T.
JIOTOBOP) W SABJSIFOIIUECS OOpa3laMM Ui COCTABJICHHUS YUPEKACHUSIMU OTHOMMEHHBIX JOKYMEHTOB C
Y4eTOM cHeur(UKU UX JeSITEIbHOCTH.

TpadapeTHblii TOKYyMeHT - TOKyMEHT, IMCIOIINN 3apaHee OTIEYaTaHHBIA CTaHIAPTHEIN TEKCT (JacTh
TEKCTa) U AOMOJHSIOIIEe €r0 KOHKPETHOE COfep KaHue.

Ykazanue - 1) npaBoBOH aKT, N3aBa€Mblii OPTraHOM IOCYJAPCTBEHHOTO YIIPABIEHHS TPEUMYILECTBEHHO
Mo BompocaMm HH(OPMAIIIOHHO-METOANYECKOTO XapakTepa, a TakKe 10 BOIpPOCaM, CBA3aHHBIM C
OpraHu3aleil MCIOJIHEHUS NMPUKA30B, MHCTPYKIMHA M APYTUX aKTOB JAHHOTO OpraHa M BBIIIECTOSIINX
OPTaHOB YIIPaBJICHUs; 2) JOKYMEHT, COAEprKaIluil TpeOOBaHHU U HEOOXOANMBIE Pa3bICHEHHUS IO OTACIBHBIM
BONPOCAaM NMPOEKTUPOBAHUS U CTPOUTENBCTBA.

VYKkazatenp - CHCTEMaTH3UPOBAaHHOE MEPEeUNCIeHNe HAMMEHOBAaHUH, IMEH, IIPEIMETOB CO CIPABOYHBIMHU
JTAHHBIMH O HUX.

®dakcumuie - 1) BocmpousBeAECHHE TEXHUYECKHMH CPEACTBAMHM TOYHOTO M300pa)KEHUS MOIMNCH,
TEKCTa, CHETAHHOTO OT pPYKH, KOMHUS JOKYMEHTOB, IOJydaeMblX 110 ¢akcy; 2) KIMIIe, IedaTKa,
MO3BOJISIIOIINE MHOTOKPATHO BOCIIPOM3BOANTE COOCTBEHHOPYUHYIO MTOJNKCH Ha ICTIOBOM JIOKYMEHTE.

®dusnyeckoe JHNO - TPAXIAHUH, SBIAIOIMIACT YYaCTHUKOM TPaKJaHCKHX TPaBOOTHOILEHUI
(HOCHTENEM TPaXKTaHCKHUX MIpaB M 00S3aHHOCTEH).

@opMyasIp AOKYMEHTa - COBOKYITHOCTH PACIOJIOKEHHBIX B YCTAaHOBJIEHHOW IOCIIENIOBATEIBHOCTH
PEKBU3UTOB JOKYMEHTa (aBTOp, aApec, AaTa, 3arojlOBOK, COACp)KaHHEe U T.I1.).

HupkynsipHoe MMUCBMO - THUCEMO, HAIIPABIEHHOE U3 OHOTO UCTOYHUKA B HECKOJIBKO apECOB.

JKcneAunMs - CeIMaIbHBIN anmapar yIpexaeHus AJsl IprueMa JOKyMEHTOB.

IOpuanyeckoe JaumO - yupexaeHue, NPEANPHUSATHE WM OpraHU3allus, BBICTYMAlollee B KauecTBE
CaMOCTOSITEIEHOTO HOCUTENS IPAXKJAHCKUX MPaB M 00s3aHHOCTEH.

A3bikoBasi Gopmyna (IOKyMEHTa) - CIIOBO, CJIOBOCOYETAaHHE, NPEATIOKEHHE HIH CBEpX(pa3oBoe
€IMHCTBO, OPTaHU3YyIOIlee OCHOBHOM TEKCT (JOKYMEHTa) UM 3aKpeljeHHOe 3a KOHKPETHBIM BHUIOM
JOKyMeHTa. SI3bIkOoBOW (POPMYIIOi TapaHTHHHOTO MUCbMA CIYKUT KOHCTpYKIus: «OruiaTa rapaHTHPYETCs.
Hamn pacderHsrit cger Ne... B... OTAeIeHUN... 0aHKa»; COMPOBOIUTEIHLHOTO - «Hampasirsro...», «BbIChIIal0...»
U T.JI.
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10.

I1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Jlureparypa

Jlureparypa

- OCHOBHasl JIUTepaTypa:

AnnenkoB B.U., bapuan H.H., Moucees A.B., Kucenés B.W. I'ocymapctBenHas ciyxo0a:
OpraHu3alys ynpaBleHUYeCKol fesTenbHocTH: yuebHoe nocodbue. M.: KHOPYC, 2010
Angnpeesa B.U. [lenonpousBoacTBo: opranmuzanus u Benenue. ['pud YMIL "Knaccuuecknii
yuebnuk". - M.: KnoPyc, 2012

bacakoB M. 1. JIoKyMeHTHI U JOKYMEHTOOOOPOT KOMMEpUECKOW opraHu3amuu. - M .
®ennxce, 2009

bacakoB M. U. CoBpemennoe nenonpous3BoiacTBo: CnpaBouHuk. - M.: ®denuke, 2009
bacakoB M.U. [lenonpou3BoACTBO (JOKYMEHTAIlMOHHOE OOEcleYeHUe yMpaBieHUs Ha
ocHoBe ['OCT P 6.30-2003): yueObnoe nmocobue, 5-¢ uzz., nepepad. u gom. - M.: JlamkoB u
K, 2013. (rpud)

bacakoB M.U. JlemonpousBonctBo (JlokymeHTaIlmoHHOE OOECTICUeHUE YIPABIICHUS):
VYuebHoe mocooue. M. «Penuxcy, 2013.

benos A. H., beoB A. A. «Jlenmonpon3BoACTBO U JOKYMEHTO000poT». - M.: Dkemo, 2007
lamaxo B.B. u np. «/lenonpousBoactBo. OOpaslibl, JOKYMEHTbI, OpraHU3alUs U
texHoyorus padboten». M.: Koaeke, 2014.

I'OCT P 51141-98 ““/lenonpou3BoACTBO U apXUBHOE Jeno. TepMuHsl u onpeneneHus’”/ M./
1998 1.

I'OCT P 6.30-2003. Yau¢unuponannsle cuctemsl fokymeHTauuu. YC OP/I: TpeboBanus k
odopmirenuto gokymeHToB/ M.: T'occranmapt Poccun/ 2003 T.

JIOKyMEeHTBI B KaJIpOBOM Jejonpoun3BoacTe: OOpasiibl MpaBOBBIX JOKYMEHTOB. - M31aHue
Tuxomupona M. 0., 2009 .

KacesHoBa I'1O. «IIpuemM u yBonbHeHHE pPAOOTHHKOB C YY€TOM BCEX M3MEHEHH
3akoHojaTeabcTBay. — M.: ABAK, 2016.

Kupcanoa M. B., Kobyk C. I1., AkcernoB 0. M. Jlenonpous3BoAcTBO B OpraHax BJIacTd U
MECTHOro camoymnpasieHus. HoBple oO0si3aTenbHbIE IpaBUIIa. OMETA-JI, Tpynna
Kommanwnii, 2014.

Kupcanosa M. B. CoBpemeHHoe nenonpou3BoAacTBO: YueOHoe mocodue. M.: UHDOPA-M,
2012.312c.

Pasnopoxubiii  A.A. JIOKyMEHTHpOBaHUE YIPABIECHYECKOM JIEATEIBHOCTU: YueOHOe
nocobue/ A. A. Paznopoxusiit. - M: UTHOPA-M, 2013.

Poroxxun M.IO. [lokymeHnTamnmonnoe obecneuenue ynpasienus. - M.: TK Benbu, uza-so:
[Ipocnekr, 2015.

TunoBass MHCTPYKIMSI TIO JIEJOTPOM3BOACTBY B (hefepalbHBIX OpraHax HCIOJHUTEIBHOM
Biactu Poccuiickoii @enepanun/ YTBepkaeHa npukazom deepanbHON apXUBHOM CITyKObI
Poccum ot 27.11.2000 Ne 68/ M. : Hayunas xaura/ 2001 .

- JONOJTHUTEJbHAs JUTepaTypa:

I'OCT P 51141-98 ““/lenonpou3BoACTBO U apXUBHOE Jeno. TepMuHsl u onpeneneHus’”/ M./
1998 r.

TunoBass MHCTPYKIMS HO JIEJONPOU3BOACTBY B (hefepalbHBIX OpraHax HCHOIHUTEIbHOM
Biact Poccwuiickoii @enepanun/ YTBepkaeHa npukazom degepanbHON apXUBHON CITyKOBI
Poccum ot 27.11.2000 Ne 68/ M. : Hayunas kaura/ 2001 1.

Jemonpon3BoacTBo: YueOHUK i By3os/ Ilog o6m. pen. mpod. T.B.Kysuemnosoii/ M.:
MII®DOP/ 2014 1.

3axaposa T.W./ Jlemonpou3BoaCTBO B KaJipoBo# ciryxkoe./ M.: MOCH/ 2014 .
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22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

KupcanoBa M.B./ Kypc nenonpousBoactBa:  JlokyMeHTallMOHHOE — obOecrieueHue
ynpasnenus./ M.: «Muadpa-M»/ 2013 1.

Jlarytura T.M., Llyko JL.IL./ [enoBoe mucemo: CnpaBounuk/M3n. 3, mepepab. u o
/CII6.: U3n. nom «I'epmax», 2015 1.

Opranunzanus paboTsl ¢ fokymeHTamu: yueOnuk/ ITog pen. B.A. Kynpsiea./ M.:.MTHOPA-M/
2012 .

[MaBmroxk JI.B., Kucenesa T.H., Boponmna M.®., Bopobres H.U./ CnpaBounuk mo
JIEIOTIPOU3BOJICTBY, ApXUBHOMY JIeJTy M OCHOBaM paloThl Ha kommbioTepe / U3m. 9, mepepad.
u pon./ CII6.: U3natensckuii oM “I'epma”/ 2014 r.

[lepeyeHb THUTIOBBIX JIOKYMEHTOB, OOpa3ylOIIUXCS B JEATEIFHOCTH TOCKOMHTETOB,
MUHHCTEPCTB, BEOMCTB U JPYTUX YUPEXKIAECHHUH, OpraHu3alyii, NpeanpusaTuil ¢ ykazaHuem
cpokoB xpanenusi/ M.: I'maBapxus CCCP/ 1989r. (He nepeunsnaBagoch)

[IpaBuna MOATOTOBKU HOPMAaTHBHBIX MIPaBOBBIX aKTOB (pefiepaibHBIX OpPIaHOB
WCTIOJIHUTENIFHOW  BJIACTH M HMX  TOCYJApCTBEHHON  perucTpanuu/  yTBEP)KIACHBI
ITocranosnenuem IIpaBurensctBa PO ot 13 aBrycra 1997 r. Ne 1009. (He nepensaaBanocs)

AnpnpestoBa B.B./ Kak opranuzoBare nenonpousBoactBo Ha npennpustun/ M.: UTHOPA-
M/ 2000 .

Kontynoa M.B./ f3pik u pgenoBoe oOmenue: Hopwmbl. Putopuka. Otuker/ M.:
OxoHoMuueckas aureparypa/ 2016r.

Bomuna H. C., Banosa A. 10., Kmoes B. C. u np./ KynbTypa ycTHOM U MUCbMEHHON pedn
nenoBoro yenoseka: CripaBouHUK-nipakTukyM/ M.: @nunTa, Hayka/ 2016 1.

MymikoBateii U.®., Jlopodeesa O.I1./ Komnwiorep ans cexperaps/ PoctoB v//l.: ®denuxc/
2013 1.

I'OCT P 6.30-2003. YaudurnupoBanasie cucteMbl nokymeHTamuu. Y COP/l: TpeboBanus k
odopmnenuto fokymeHToB/ M.: ['occrannapt Poccun/ 2003 r.

Metomnueckue pekomenaanuu Ha ocHoBe ['OCT P® 6.30-2003 YCOPJ, TpebGoanus
oopmienuto nokymenton/ denepanbHas apxuBHas ciyxk6a/ 2003 r.

IIporpammHoe obecrieyeHHe H HHTEPHET-pecypChbl

e http://www.rantal.ru/index.php/article/sub/3.html — I1podeccruonansl B obnactu KaapoB
u MeHekMenTa/ KajpoBoe ienonpouns3BoacTBa

e http://www.gramma.ru — KyneTypa nUChMEHHOU peun

e T[APAHT - CrnpaBouHo-mipaBoBasi CHCTEMa/ TIPaBOBBIC PECYPCHI; IKCIIEPTHBIE 0030PHI U
OIICHKH; TIPAaBOBOM KOHCAJITHHT.

e Koncymnprant Ilmoc — npaBoBas nHopMaMoHHas 6a3a IaHHBIX/ IIPABOBBIE PECYPCHI,
0030pBI N3MEHEHHUS 3aKOHOIATENIbCTBA, aKTyalbHAsl CIIPaBOYHAS WH(POPMALIUSI.

- NHTepHeT-pecypcesl
OOecnieyeH  OCTYyH K  COBPEMEHHbIM  MNpodeccuoHaldbHbIM  0a3aM  JaHHBIX,

WH(POPMAITMOHHBIM CIIPABOYHBIM M TOUCKOBBIM cucteMam (oubimmoreka COI'Y):

- Oubnmoreke e-library,

- 3JIeKTpOHHOM 6ubnuoteke quccepranuii PI'b,

- YHUBEpCUTETCKOU OubiroTeke online;

cOOCTBEHHBIM OHOMMOTpaduIecKnM 6a3aM JaHHBIX:

- JIIEKTPOHHOMY KaTaJory,

- DIIEKTPOHHOM KapTOTEKE Ia3eTHO-KYPHAJIbHBIX CTaTeH,

- JIIEKTPOHHOI KapToTeKe aBTopedepaToB Auccepranuii U quccepTanuii.
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