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IHosicHuTeIbHAA 3aIHCKA

[IpakTrueckue 3aHATHA CIYKAT CBS3YIOIIMM 3BEHOM MEXIy TEOpued u
npakTUKOW. OHM HEOOXOIMMBI JIJISl 3aKPEIUICHUS] TEOPETUUECKUX 3HAHU, OTYYEHHBIX Ha
YpOKax TEOPETUYECKOro OOy4YeHHUs, a TaK € JJIA IMOJMYYEHUs MPAKTUYECKHX 3HAHMM.
[IpakTrueckue 3aJaHusl BBIIOJIHSIKOTCA CTYJIEHTOM CaMOCTOSITENBHO, C INPUMEHEHHEM
3HaHUU U YMEHMH, MOJIyYEHHBIX HA ypOKaX, a TakK )K€ C UCIOJIb30BAaHUEM HEOOXOAMMBIX
MOSICHEHUH, MOJYYEHHBIX OT MPENOJaBATENsl NPH BBIIOJHEHUN MPAKTUYECKOrO 3a/1aHHUS.
K mnpakthueckoMy 3aHATHIO OT CTyAEHTa TpeOyeTcsl MpeaBapuTeNbHAs IOJArOTOBKA,
KOTOPYIO OH JIOJDKEH IpoBecTH nepen 3aHiaTheM. CIHCOK JHUTepaTypbl U BOIMPOCHI,
HEO0OXOAMMBIE NMPHU TMOATOTOBKE, CTYAEHT MOJIy4aeT MEpe]l 3aHATUEM U3 METOIUYECKUX
PEKOMEHJAMI K ITPAaKTUYECKOMY 3aHATHUIO.

[IpakTrueckue 3agaHusi pa3pabOTaHbl B COOTBETCTBHM C yuyeOHOM mporpammoil. B
3aBUCUMOCTH OT COJEpP’KaHHWS OHU MOTYT BBINOJHATHCA CTYJCHTAMH WHIWBHIYaJIbHO
WM (QpPOHTAIBHO.

3ader Mo KaxAOW MPAKTUYECKOW paboTe CTYIEHT MOJy4aeT Mocie €€ BBIIOJIHEHUS
U MPEJOCTaBJICHUS B IE€YATHOM WJIU 3JIEKTPOHHOM BHJE, OPOPMIIEHUSI OTYETa B KOTOPOM
YKa3bIBA€T MOJTYYEHHbIE 3HAHUS M YMEHHUS B XOJI€ BBINOJHEHUS MPAKTUYECKON padoThl, a
TaK)kK€ OTBETOB Ha BOIPOCHI IPENOJABATEINS, €CIM TAaKOBbIE BO3HUKHYT IPH IIPOBEPKE
BBIIIOJIHEHHOT'O 3a/1aHHUS.

[IpakTkyM mnpenycMarpuBaeT (GopMUpoBaHHE OOHMX U TPOQeCcCUOHATBHBIX

KOMIIETEHIINM, YMEHHI U HaBBIKOB OyAYIIETo CreHUaIncTa.



Conep:xkanue
Ilpakmuueckas paboma Nel. YHudukauus ¢ CTaHAAPTU3ALMS YNPABICHYECKON
JOKYMEHTALIUH.
Ilpakxmuueckas paboma Ne2. biaHKu JOKYMEHTOB U X BH/JIBI.

Ilpakmuueckas paboma Ne3. OdopmiieHre PEKBU3UTOB  OPraHU3AlMOHHO -
pacrnopsiAuTEIbHbBIX TOKYMEHTOB.

lIpaxmuueckas paboma Ne4. OdopmieHre OpraHU3alMOHHBIX JOKYMEHTOB.
Ilpakmuuecxas paboma Ne5. OdopmiieHrue pactopsIUTENbHBIX JTOKYMEHTOB.
Ilpakmuueckas paboma Ne6. Odopmienue nHGHOPMAITMOHHO-CITPABOYHBIX IOKYMEHTOB.
IIpakmuuecxas paboma Ne7. CocTaBieHHE JIETOBBIX MTUCEM.

Ilpakmuueckas paboma NeS. 3amojiHeHHWE WITATHOTO pacHUCaHUs, HaMHCaHUE
XapaKTePUCTUKHU B y4eOHOE 3aBEICHUE.

Ilpakmuuecxas paboma Ne9. CocTaBiaeHUE MPUKA30B 10 JIMYHOMY COCTaBY.
Ipakmuuecxas paboma Nel0. TpeboBaHMsI K peTUCTpAIIUN JOKYMEHTOB.

Ilpakmuueckas paboma Nell. Pabota c oOpaiiieHussMu rpak/iaH.



Hpaewza mexHuxku bezonacHocmu
Nnpu 6blNOJIHEHUU NPDAKMUYECKUX

pabom



_ MHCTPYKIUA
1O ITPABUJIAM ITOKAPHOU BE3OITACHOCTHU IJ1s1 YHEBHBIX KABUHETOB

1. Kaxaelii CTyIEHT M COTPYAHHK KOJUIE[KAa JOJDKCH 3HATh M BBINOJHATH IPaBHIA ITOKAPHOM
0€e30I1aCHOCTH.

2. OTBETCTBEHHBIM 3a MOYKapHYIO 0e30macHOCTh B KaOMHeTe SIBIISICTCS
3aBEIYIOIINM KaOWHETOM.

3. Ha BHUJIHOM MecTe JTOJI>KHBI OBITh BBIBEIIICHBI TaOJIMYKH
a) 0 nmoxkape 3BOHUTH o TenedhoHaM : 01 , .
0)pamunus auna OTBETCTBEHHOI'O 3a MIOKapHYO 0€3011acCHOCTb

B)IPU YXOJ/I€ OTKJIIOYHUTH OCBEIEHHE, KOJUYECTBO CTOJOB ISl CTYJEHTOB HE JIOJDKHO INpEBBIIIATH
HOPMBL.

4. KypeHue B NOMELIEHUAX KOJUIEKa 3arpenieHo. MecTo a1 KypeHusl HaXOAUTCS Ha YIIUIIE.
5. B xabuHeTe 3anpeniaeTcs:

-xpanenue JIBX u I'K;

- MPOBOAUTH YOOPKY ¢ ucrnonb3zoBanuem JIBXK u IK;

-TI0JIb30BATHCS OTKPBITHIM OTHEM;

-[I0JIb30BAThCS  MOBPEXKACHHBIMUA  PO3ETKAMH, BBIKIIOYATENAMU, MPOBOJAMHU C MOBPEKIEHHON
HU30JIALINEH;

-00BOpauMBaTh CBETUJILHUKHU U 3JIEKTPOJIaMIIbl OyMaroi u IpyruMu roprouvMy MaTepuaiamy;
-110J1b30BaThCSl AJIEKTPOHATPEBATEIbHBIMU PUOOpamMH;
-OCTaBJISITh 0€3 MPUCMOTPA BKJIIOUEHHBIMU B CETh TEJIIEBU30Pbl, MArHUTO(MOHBI U T.I1.

6. B cnydae oOHapyXeHHUs IOXKapa CTYAEHTOM - JOKJIAJbIBaTh 3aB. KaOMHETOM. 3aBeayloIIeMy
KaOMHETOM BBI3BATh MOKAPHYIO OXpaHy U 3BaKyHpOBaTh CTYACHTOB U3 KaOUHETA.

7. HpI/I O9BaKyalnH, CTYACHTAM BHUMATCJIBHO CIyIIaTb KOMaHJbI MPEIoaaBaTCIsd, 6BICTpO " MPaBUJIBHO
X UCIIOJIHATB. HpI/I ABWIKCHUU 3alIpCIIACTCA 6C)K3.TB, CMCATHCA, TPOMKO pa3roBapmuBaTh.

8. Ilpm w©HebOompmmx 3aropanusx (mo 1M2) monb30BaThCsl Ui TYHMIEHUS OTHETYIIUTEISIMU
PaCIOJIOKEHHBIMHU B KOPUIOPE HA JICCTHUYHOM KJIETKE.

9. Ilocne okoOHYaHMS 3aHATUH BEIKIIOUYNTH 3J'IeKTp0HpI/I60pLI 1 OCBCIICHUC.



HNucTpykuus

10 OXpaHe TPYy/Ja NPHU NPOBeJeHUN 3aHATHH B KaOUHeTe
1. OBIUUE TPEBOBAHIM A BE3OITACHOCTH.

1.1 Tlpu mpoBeseHUM 3aHATUI CTYACHTHI OJDKHBI COONIONATH MpaBHiIa MOBEICHHS, PACHHCAHUE Y4eOHBIX
3aHATHH, YCTAHOBJIEHHBIE PEXKUMBI TPyJa U OT/AbIXA.
1.2 Ilpu mpoBencHWM 3aHATHH BO3MOXXHO BO3JICHCTBHE Ha CTYJICHTOB CIEAYIONIUX OIMACHBIX W BPEIHBIX
(hakTOpOB:

-HapyLIeHUs] OCaHKH, UCKPUBJICHHUS MO3BOHOYHHUKA, Pa3BUTHE OJIM30PYKOCTU MPH HEMPaBUIBHOM Ioa00pe
pa3MepoB yUCHHYECKOW MeOemH;

-HapyUIEHHs OCTPOTHI 3pEHHSI IPH HETOCTATOUYHOM OCBEIIEHHOCTH B KaOUHETE;

-TIOpaKEHUE IEKTPUUECKUM TOKOM IPU HEUCTIPABHOM 3JIEKTPOOOOPYI0OBaHUN KaOWHETA.
1.3 Tlpu mpoBeneHUM 3aHATHN COOJIOAThH MpaBWIA TOXKAPHOW OE30MMaCHOCTH, 3HATh MECTa PACIIONIOKCHHUS
NEPBUYHBIX CPEICTB MOXKAPOTYIICHUS.
1.4 Tlpu HecyacTHOM ciy4yae NOCTPAAABLIMIA WM OYEBUACL HECYACTHOTO Ciydas O0s3aH HEMEIUIEHHO
COOOMIMTH MPENOAABATEIN0, KOTOPBIA COO0IIAET 00 ATOM aIMHUHUCTPALIMH KOJUIEKA.
1.5 B mponecce 3aHATUI CTYAEHTHI TOJDKHBI COOIOAATH MpaBUjIa JIMYHOM T'MTHMEHBI, COJIEpXKaTh B YUCTOTE
cBO€ paboyee MecTo.
1.6 CTyaeHTBI JONyCTHUBIINE HEBBIIIOJHEHUE WIM HAPYLIEHUE MHCTPYKLUU 110 OXpaHe TPYZAaA, IPUBIEKAOTCSA
K OTBETCTBCHHOCTH U CO BCEMU CTYACHTAMH IMTIPOBOAUTCS BHEILIAHOBBII HMHCTPYKTAX 10 OXpPAaHC Tpyaa.
2. TPEBOBAHW BE3OITACHOCTM ITEPEJ] HAUAJIOM 3AHATUN
2.1. BKJIIOYNTH TOJTHOCTHIO OCBEIICHHE B KaOWHETE, YOCIUThCS B UCIPABHOH pabOTEe CBETHIILHHUKOB.
Hanmenbimasi ocBeIIEeHHOCTh B KaOuHeTe Ao/bkHa ObiTh He MeHee 300 nx (20 Bt/kB. M) mnpu
JIOMHHECHEHTHBIX JIamnax ¥ He Menee 150 5k (48 BT/kB. M) nipu laMmnax HaKaJIuBaHMUSL.
2.2. Y6enutbcs B UCIPABHOCTU IIEKTPOOOOPYAOBaHUS KaOMHETA: CBETUJILHUKHU JTOJKHBI ObITh HA/IEKHO
MOJIBEILIEHBI K MOTOJIKY U UMETh CBETOPACCEUBAIOIIYIO apMaTypy; KOMMYTallMOHHbIE KOPOOKU JTOJIAKHBI
OBITh 3aKPBITHI KPBIIIKAMHU; KOPITyca M KPBIIIKA BBIKIIOYATEIeH U PO3ETOK HE JOJKHBI HIMETh TPEIINH U
CKOJIOB, a TAaK)K€ OTOJIEHHBIX KOHTAKTOB.
2.3. Y6enutbes B IpaBUIIbHOM paccTaHOBKE MeOey B KaOMHETe.
2.4. [IpoBepUTh CAaHUTAPHOE COCTOSIHUE KaOMHETa, YOSUTHCS B 1IEJIOCTHOCTH CTEKOJ B OKHAX M MPOBECTH
CKBO3HOE MPOBETPUBAHNE KaOUHETA.
3. TPEBOBAHIS BE3OITACHOCTU BO BPEM I 3AHSTHIA.
3.1 CryneHTaM co 3HaYUTENbHBIM CHIDKEHHEM cIyXa padoure MecTa OTBOJISATCS 32 TIEPBBIMU U BTOPBIMU
croigamu. CTyAeHTaM C NMOHM)KEHHOM OCTPOTOM 3pEeHMs] MecTa OTBOJATCS OJMKE K OKHY 3a IEepBBIMHU
CTOJIAMHU.
3.2 Bce wucnonbp3yemMble B KaOMHETE€ JIE€MOHCTPAIL[MOHHBIE 3JIEKTPUYECKHE NPUOOPHI JOJKHBI OBITH
WCIIPaBHBI.
3.3 Bo u30exxanus majaeHus U3 OKHa, a TAK)Ke paHEHUN CTEKJIOM HE BCTABaTh HA MOJOKOHHHUK.
4. TPEBOBAHW BE3OITACHOCTH B ABAPMIHBIX CUTY ALIMSAX.
4.1 Ilpu n0X0M CaMOYyBCTBUH COOOLTUTH 00 3TOM IMPEnoaBaTelto.
4.2. IIpy BOZHUKHOBEHUH MOKapa HEMEAJICHHO 3BaKyHUPOBaTh CTYJCHTOB U3 37aHuUs1, COOOIINUTH O ToXkKape
aJIMMHHCTpAllMM KOJUIe[Ka W MPHUCTYNUTh K TYIIEHHWIO O4yara BO3TOpaHUs C TMOMOILBIO TEePBUYHBIX
CPEICTB MOXKapOTYILIEHUS.
4.3. Ilpu mpopeiBe CHUCTEMBI OTOIICHUS YIAJIUTh CTYIEHTOB M3 KaOWMHETa, MEPEeKpPhITh 3aJBUKKU B
TETJIOBOM Y3JI€ 3/1aHUS U BBI3BATH Cliecapsi-CAHTEXHUKA.
4.4. Tlpm monydyeHWH TpaBMbl OKa3aTh TMEPBYI0 IIOMOIINb IMOCTPAJaBIIEeMy, COOOIIMTH 00 3TOM
aJIMMHHUCTPAIMK KOJUIEKA, MPU HEOOXOAMMOCTH JOCTaBUTH MOCTPAJABIIEr0 B ONuxkaiiiiee jeueOHOE
yUpexKJIeHUE.
5. TPEBOBAHMS BE3OITACHOCTH ITO OKOHYAHWY 3AHSITHIA.
5.1. BBIKITIOUUT IEMOHCTPAIIMOHHBIE JICKTPHUECKUE TIPHOOP.
5.2 IIpoBeTpuTh, MPOBECTH BIAKHYIO YOOPKY KaOUHETA.
5.3 3aKkpbITh OKHA U BBIKJIIOYUTH CBET.



HNucTpykuus

10 OXpaHe TPYy/Aa NPH NPOBeJeHUN 3aHATHI B KOMIILIOTEPHOM KaOuHeTe
K pabore B xabuHeTe MHPOPMATUKH JOIMYCKAIOTCA TOJBKO yJalllMecs U HPEernoJaBaTeld, MpOoIIe/ne
MHCTPYKTaX IO TEXHUKE OE30MacHOCTH, COOJIOAAIONINE YKa3aHUs IPErojaBaTelisi, pacIUCaBIINeCs B
XKypHasle perucTpaly HHCTPYKTaXa.
Heo0Xx0auM0 HEYKOCHHTEIBHO COONIOAATh MpaBMiIa MO TEXHUKE 0€30MacHOCTH, T.K. HAPYIICHHE ITHX
IPAaBUI MOXKET IPUBECTH K IMOPAXKEHUIO IEKTPUUYECKHMM TOKOM, BBbI3BaTh BO3IOPAHHE M HABPEIUThH
BalllEMy 3/I0POBBIO.
Ilpu rsxcnayamayuu 060pyooeanus HeodXo00UMo ocmepezamovcs:
- nopasiceHusn INEKMPUUECKUM MOKOM;
- MEXAHUYECKUX NOGPENHCOCHUTI, MPABM.
TpeOoBanus 0e30MacHOCTH Nepex HA4YaJI0M padoThI
1. 3anpenieHo BXOAUTh B KAOMHET B BEpXHEH OJEK/e, FOJOBHBIX YOOpax, C POMO3JIKMMHU IIPEeMETaMH U
enou
2. 3anpenieHo BXOuTh B KaOuHeT nH(GOPMATUKHU B TPsA3HON 00yBH 0e3 6axui uim 6€3 CMEeHHOH 00yBH
3. 3ampemaercs UIyMeTh, TPOMKO pa3roBapuBaTh U OTBJIEKATh JIPYIUX y4YaIIUXCs
4. 3ampeneHo Oerarp M MpbIraTh, CAMOBOJIBHO NE€PEIBUTATHCS 110 KAOUHETY
5. Ilepen HavaaoM 3aHSATUM BCe JIMUHbIE MOOMJIBHBIE YCTpOMCTBa ydauiuxcs (TesnedoH, mieep U T.I1.)
JIOJKHBI OBITH BBIKIFOUEHBI
6. Pazpemiaercs paboTarh TOJILKO HA TOM KOMIIBIOTEPE, KOTOPBIN BbIJEIIEH Ha 3aHATHE
7. Ilepen HayaioMm paboThl yyaluiicst 00s13aH OCMOTPETh pabouee MECTO U CBOM KOMITBIOTEP Ha MIPEeIMET
OTCYTCTBHSI BUIUMBIX [TOBPEXKACHUIN 000pYyA0BaHUS
8. 3anperaeTcs BHIKIIOUATh MM BKJIIOYATh 000py10BaHKE 0€3 pa3pelieHus npenogaBaress
9. Hanpskenue B ceTr KaOMHeTa BKIIFOYAETCS U BBIKJIIOYAETCS TOIBKO MPEoiaBaTeieM
TpebdoBanus 0e30macHOCTH BO BpeMs padoThI
1. C texHukoil oOpamaTbcsi OEpexHO: HE CTydaTb IO MOHHUTOpPAM, HE CTydaThb MBIIIKOW O CTOJI, HE
CTy4aTh 10 KJIaBUIIaM KJIaBUATYpBI
2. Ilpm BO3HMKHOBEHHM HETOJNAJOK: TMOSIBICHUUM H3MEHEHUN B (PYHKIIMOHMPOBAHUHU amnmapaTyphl,
CaMOMPOM3BOJIBHOIO €€ OTKJIFOUEHHS HE00X0IMMO HEMEUIEHHO MPEKPATUTh PabOTy U COOOIIUTE 00 3TOM
MpenoaBaTeto
3. He npITaThCsl HCIIPABUTH HETIONAAKH B 000PYIOBAHUN CAMOCTOSITENILHO
4. BbINOJHATH 32 KOMIIBIOTEPOM TOJIBKO T€ JIEHCTBUS, KOTOPbIE TOBOPUT MPEINO0/1aBaTENb
5. KoHTponupoBaTh pacCTOSIHUE 10 SKpaHa U NPABUIBHYIO OCAaHKY
6. He nonyckath paboThl Ha MaKCUMaJIBHOM SIPKOCTHU SKpaHa JUCILIEs
7. B ciydae BO3HMKHOBEHMsI HEIUTAaTHBIX CHUTyallMil COXPAHSATHh CIIOKOMCTBHE M YETKO CJENOBATH
YKa3aHUSIM MPENOoIaBaTeNsl.
3anpemaercst
1. DkcmmyaTnpoBaTh HEUCIIPABHYIO TEXHUKY
2. Ilpu BKIIIOYEHHOM HAIPSDKEHUM CETH OTKJII0YaTh, MOJAKIIOYATh KaOellu, COSIMHSIONINE pa3/IndHbIe
YCTPOWCTBAa KOMIIBIOTEPA
3. PaboTatk C OTKPBITHIMHU KOKYXaMH YCTPOWCTB KOMITbIOTEPA
4. Kacarbcst pKpaHa JWCIUIEs, THUIBHOW CTOPOHBI IUCILIES, Pa3bEéMOB, COEAMHUTEIBHBIX KaOenew,
TOKOBEAYIIMX YacTel anmnapaTypsl
5. KacaTbcst aBTOMATOB 3aIUTHI, TyCKATENIEH, YCTPONCTB CUTHAIN3aLUN
6. Bo Bpemst paboThI kacatbcs TpyO, Oatapeit
7. CaMOCTOATENBHO YCTPAHATh HEUCTIPABHOCTD PabOThI KJIaBUATYpPHI
8. HaxxnMaTp Ha KJIaBUILIY C YCUJIMEM WJIH JIOIYCKAaTh PE3KHUE yIaphbl
9. Ilonb30BaThCs KAKUM-TTMOO MPEIMETOM MPU HAXKATUU HA KIIABUILU
10. IlepeaBurath CUCTEMHBIN OJIOK, AUCILICH WU CTOJI, HA KOTOPOM OHH CTOSIT
11. 3arpomokaaTh TPOXOAbl B KAOWHETE CYMKaMH, MOPTHETIMHU, CTYIbIMHU
12. Bpatb cymkH, noptdenu 3a padouee MECTO y KOMIIbIOTEpa
13. Bpatb ¢ co0oii B Ki1acc BEpXHIOKO OJICXKIY U 3arPOMOKIATh €10 KaOMHET



14. BeicTpo nepeaBUraThes Mo KaOMHETy

15. Knactp kakue-1u00 mpeaAMeThl Ha CHCTEMHBIN OJIOK, TUCIUICH, KIIaBUaTypy.

16. PaGoTaTh rps3HBIMH, BIKHBIMU PYKaMH, BO BIaKHOU OJEKIE

17. PaGoTaTh npu HEIOCTATOYHOM OCBEILICHUH

18. PabGoTaTh 3a qucmiieeM A0JbIIE MOJI0KEHHOTO BPEMEHH

3anpenraercsa 0e3 pa3penieHus npenogaBaTesi

1. BkirodaTs U BBIKJIIOYATh KOMIBIOTEDP, AUCILICH U Ipyroe 00opy1oBaHUE

2. Ucnonb30BaTh pa3inyHble HOCUTETU HHPOPMAIUH (TUCKEThI, AUCKH, (PICIIKK)

3. [NoxkimrouaTh Kabenu, pa3bEMbI U JPYTYIO allliapaTtypy K KOMIIBIOTEPY

4. Bpathb co cToJa nmpenoiaBaTes anmnaparypy, 10KyMEHTAlUI0 U IpyTUe MpeIMeThl

5. Ilonwp30oBaTbCs npenogaBaTeNbCKUM KOMIIBIOTEPOM

TpedoBaHusi 0€30IIACHOCTH N0 OKOHYAHUIO PadOTHI

1. Ilo oxoHyaHuu pabOTHI [OKIATbCSl IIOKA IpENojaBaTellb MOJOWIAET W IPOBEPUT COCTOSHUE
o0opynoBaHus, ciaTh pabOTY, €CIM OHA BBIMOIHSIACH

2. MenaneHHo BcTaTh, coOpaTh CBOM BEIIM M THXO BBIMTH M3 Kiacca, YTOObI HE MeEmaTh APYTHM
CTyJEHTaM

OTBeTCTBEHHOCTH 32 HAPYLIEeHHE MPABUJ TEXHUKH 0€301IaCHOCTH

1. IIpu HapyuIeHUN TEXHUKUA OE30MACHOCTH CTYIEHTY OyleT OOBSIBICH BBHITOBOP, B3bICKAHKE BILJIOTH 0
OTCTpPaHEHHUs OT pabOThI 3a 000PYIOBAHUEM

2. Tlpu perynsipHbIX HapyIIEHUSX TEXHUKU OE30MACHOCTH CTYACHT OyAeT OTCTpaHEH OT 3aHITHM
WH(GOPMATHUKH BIUIOTH /10 UCKITFOUEHUS U3 YUeOHOTO 3aBeICHUS



TpeboBanug K 0ODOPMIECHHUIO OTUYETA.

OTtuer momkeH ObITh OodopmiieH Ha OyMa)KHOM HOCHUTENEe JIUOO B 3JICKTPOHHOU
dbopMe U UMETh CICIYIONIYIO0 CTPYKTYPY:
THUTYJIbHBIN JIUCT.
I{ens mabopaTopHO pabOTHI.
3ananue Ha 1abopaTopHYIO padoTy.
Xon 1abopatopHON PabOTHI.

BbIBOIBI 110 IpOIETaHHOK padoTe.

S A

CHOucoK UCIOab3yeMOM JINTEPaTyPHI.



OueHka BbINOJTHEHHOH padoThlI.

OueHKa TeOPpeTHYECKUX 3SHAHUN

Ounenka 5 — «OTJIINYHO» BBICTABIISIETCS, €CJIM CTYACHT UMEET INTyOOKHE 3HAHUSI y4eOHOTO
MaTepuaiga IO TEeME IPAKTUUYECKONM paboThl, IOKa3bIBAET YCBOEHHE B3aMMOCBS3U
OCHOBHBIX TMOHSATUH MCIOJIb3YyEMBIX B PabOTE, CMOI OTBETUTh Ha BCE YTOUHSIOIIUE U
JOTIOJTHUTENIbHBIE BOIIPOCHI.

Ouenka 4 — «XOpOIIO» BBICTABISIETCS, €CJIM CTYIJEHT ITOKa3aJl 3HAaHUE Y4EeOHOro
Marepuana, YCBOMJ OCHOBHYIO JIUTE€PaTypy, CMOI OTBETUTh IOYTH IIOJHO Ha BCE
3aJIaHHBIE JOITOJIHUTEIBHBIE U YTOUHSFOIIUE BOIPOCHI.

Ouenka 3 — «yIOBJIETBOPUTEIBHO» BBICTABIAECTCA, €CIM CTYIEHT B LEJIOM OCBOWII
MaTepuaj MPaKTUYECKO paboThl, OTBETWJI HE HAa BCE YTOYHSIOUIUE U JOIMOJHUTEIbHbBIE
BOITPOCHI.

Ouenka 2 — «HEYJOBJIETBOPUTEIBHO» BBICTABISIETCS CTYACHTY, €CIM OH HMEET
CYILLIECTBEHHbIE MPOOETbl B 3HAHUSAX OCHOBHOIO y4eOHOTO MaTepHhalia MpaKTUYECKOU
paboThI, KOTOPBIN MOJTHOCTBbIO HE PACKPBUI COJAEPKaHUE BOIPOCOB, HE CMOI' OTBETUTH HA

YTOUYHAIOMNC 1 JOITOJHUTCIIBHBIC BOIIPOCHI.

OneHka NPaKTHYeCKNX HABbIKOB

Ounenka «5» - CTaBUTCA, €CIM CTYAEHT JIEMOHCTPUPYET 3HAHUE TEOPETUUECKOTO U
MPaKTUYECKOr0 Marepuaja Mo TeMe MPaKTUYeCKOM padoThl, ONpenessieT B3auMOCBS3U
MEXAYy TMOKa3aTeasIMM 3aJaud, NAET NpPaBWIbHBIM aJITOPUTM PELICHUS MPAKTUYECKOTO
3aJaHusl, OIPEAEIACT MEXKIUCLUIIIIMHAPHBIE CBA3U 10 YCIOBUIO 3aJaHMUS.

Ouenka «4» - CTaBUTCS, €CIIM CTYJIEHT JAEMOHCTPUPYET 3HAHUE TEOPETUYECKOro H
MPAKTUYECKOTO MaTepHaia Mo TeMe MPaKTUYECKON paboThl, NOMycKass HE3HAYNTEIbHBIC
HETOYHOCTH npu BBIMIOJIHCHUW  33/1aHUs, HWMES  HEMOJHOE MMOHUMAaHUE
MEXKIUCIUIUTMHAPHBIX CBSI3¢M TMpH MPABWJIBHOM BBIOOpE aIrOpUTMa pEIIeHUs 3adaHusl.
Ounenka «3» - CTaBUTCA, €CIOM CTYACHT 3aTPYIHSETCS C NPaBWIBHOM OLIEHKOU
MPEUIOKEHHOTO,  JaeT HEMOJHBIM  OTBET, TPeOYIOIUM  HABOJAIIUX  BOMPOCOB
MPETO1aBaTEeIIs.

Ounenka «2» - CTaBUTCA, €CIH CTYJIEHT JAaeT HEBEPHYIO OIIEHKY CHUTYalluH,

HENPAaBWJILHO BBHIOMPAET aJTrOpPUTM JCUCTBUU.
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- VYka3zaHMs 1O MNPUMEHEHHIO U 3alOJHEHUI0 (OpM TEPBUYHOW YUETHOU
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IIpakTuyeckoe 3anaTue Nel
Tema: YHUPUKALMA M CTAHAAPTU3ALMSA YIIPABJIECHYECKON JOKYMEHTALMH.

Heas padorbi: M3yunTh TpeOoBaHUS K TEKCTOBBIM JOKyMeHTam corjacHo ['OCT
2.105-95.

OO01uue moJ1oKeHusl.

TekcToBbIE JOKYMEHTHI OJIPA3AEISAIOT HA JOKYMEHTHI, COJIep KalllHe:

— CIUIOIIHOM  TeKCT  (TEXHUYECKHE  YyCIOBUSA,  NAaclopTa,  pPacyeTsl,
MOSICHUTENbHBIE 3aITUCKHA, UHCTPYKIUH U T. I1.);

- TEKCT, pa30uThIi Ha rpadbl (cenuduKanuu, BeJOMOCTH, TaOIUIIbI U T. 11.).

PaccrosiHue OT paMKH 10 TpPaHUIIbI TEKCTA!

- B Ha4yaJIe U KOHILIE CTPOK HE MEHEE 3 MM;

— OT BEPXHEW W HWKHEHW CTPOKM TEKCTA OO BEPXHEW WM HWKHEU DPAMKH
JOJIKHO OBbITh HE MeHee 10MM.

A03a1pl B TEKCTE HAUMHAIOTCS C OTCTYIIOM paBHbIM 15-17 Mm.

TpeboBanus K MOCTPOEHHUIO JOKYMEHTa: TeKCT 1Mo HEOOXOAMMOCTH pa3AeiisiioT Ha
pazziensl U OAPa3IEIbl.

N3noxeHne Tekcra

B TekcTe nokyMeHTa He JOMyCKaeTcs:

— PUMEHSTH 000POTHI PAa3TOBOPHON PeUH, TEXHUIIU3MBI, MPOGHEeCCUOHATH3MBI,

— MIPUMEHSTD JIJIST OHOTO M TOTO K€ MOHATHUS Pa3INIHbIC HAYYHO-TCXHUUECKHEC
TEPMUHBI, OJTM3KHE 1O CMBICITY (CHHOHHMBI), @ TAKKE HHOCTPAHHBIC CIIOBA U TEPMHHBI TTPH
HaJMYMH PABHO3HAYHBIX CJIOB M TEPMUHOB B PYCCKOM SI3BIKE;

— PUMEHSTH TPOU3BOJIBHBIE CJIOBOOOPA30BAHMUS;

— MPUMEHSTh COKPAIICHUS CJIOB, KPOME YCTAaHOBJIEHHBIX MPaBUJIAMHU PYCCKOMN
ophorpadum, COOTBETCTBYIOUIUMHU CTaHAAPTAMH;

— COKpamarh O00O03HAUCHUS COUHUI] (PU3NYECKUX BEIUMYHMH, €CIH OHHU
ynotpeOsitores 6e3 mudp, 3a UCKIIOYECHUEM eIUHUIl (PU3UYECKUX BETUYNH B TOJOBKAX U
OOKOBHMKax TaOIMI] U B pacmipoBkax OYKBEHHBIX 0003HAYEHUM, BXOISAIINX B (DOPMYIIBI
U PUCYHKH;

— MPUMEHSATh 0€3 YHCIIOBBIX 3HAYCHUA MAaTEMAaTUUECKHE 3HAKU («-», «+», «<»,
=N, >N, CE», «n, «>»), a Taoke 3Haka Ne 1 %, cienyeT nucaTh MUHYC, TUTIOC U T. II.;

— NPUMEHSTh WHIEKCH CTaHIAPTOB, TEXHUYCCKHUX YCIOBHH U Jp. TOKYMEHTOB
0e3 perucTparmoOHHOT0 HOMEpa.

B dopmymax B KkadyecTBE CHMBOJIOB CJEAyeT IPUMEHATH OO0O3HAYCHHS,
YCTAaHOBJICHHBIC COOTBETCTBYIOIIUMH TOCYJApPCTBEHHBIMU cTaHmapTamu. llosicHeHus
CHUMBOJIOB M YHCJIOBBIX KOA((PHUIHEHTOB, BXOASAIMX B (DOPMYITy, €CITM OHU HE TIOSICHEHBI
paHee B TEKCTe, JOJHKHBI ObITh TPUBEACHBI HEMOCPEACTBEHHO 0T popmyion. [losicHenus
KKJOTO CHUMBOJA CIIEAyeT JaBaTh C HOBOM CTPOKM B TOW TOCIEIOBATEIHHOCTH, B
KOTOPOW CHUMBOJIBI TIPUBENCHBI B (popMyIie, TIepBasi CTPOKa JOJKHA HAYMHATHCS CO CIIOBA
«rae» 0e3 TBOeTOYHsI MTOCTIe HETO.



dopMyiibl, CAEAYIOIIME OJHA 3a APYTOM M HEpa3[eleHHbIE TEKCTOM, Pa3leistoT
3aIATOM.

dopMyiibl, 32 HUCKIIOYEHUEM (OPMYJI, MOMEIIAEMBbIX B MPUIOKEHUH, TOJKHBI
HYMEpOBAaTbCsl CKBO3HOM Hymepaleil apadckuMu nudpaMu, KOTOpbIe 3alUChIBAIOTCS Ha
ypoBHE (POpMYIIBI CIIpaBa B KPYTJIbIX CKOOKax

OdopmileHre WITIOCTPAIM U MPUII0KEHU.

NnmrocTpanuv MOTYT OBITH PACIIONIOAKEHBI B TEKCTE JOKYMEHTA UK B IPUIIOKEHUU.

Kaxnoe mnpuiokeHwe cielyeT HayuHaTh C HOBOM CTpaHMIBI CO  CJOBa
«lIpunoxxenne» U ero o0O3HAUYECHUS, a MOJ HUM B CKOOKax JJisi 00sA3aTEIbHOIO MUIILYT
CIIOBO «0O0s3aTenbHOE», a Ml HHPOPMAIMOHHOTO - «PEKOMEHAYEMOE»  WIIU
«cripaBouHoey». [IpunokeHus 0003HAUYAIOT 3arjaBHBIMA OyKBaMU PycCKOro angaBuTa,
nocie cnosa «IIpumoxkenue» ciemyeT OyKBa, HAUMHAS ¢ A, 32 HCKIIOUYeHHeM Oyks E, 3, ",
0.4, b, bl, 'b.

[TocTpoenue Tabuil.

Tabmuubl NPUMEHSIOT I JIydllled HarjlsagHOCTH U yIoOCTBa CpaBHEHUS
nokazateneid. Hazpanue TaOnuIlbl MpU €ro HAJIUMYUU JIOJDKHO OTPAKaTh €€ COJEpKaHue,
OBITh TOYHBIM U KPAaTKHUM, pa3Melatbes Haj Tadnuieil. Hymeparus Tabmui; ckBo3HasI 10
BCEMY JIOKYMEHTY. Eclii B KOHIIe CTpaHMIIbl TabiuIla MpephIBACTCS U €€ MPOJAOHKCHHE
OyJeT Ha JIpyroil CTpaHuIle, B MEPBOM YaCTU TAOIHIIbl HIDKHIOI TOPU30HTAIBHYIO JIMHUIO
HE TIPOBOJIAIT, @ Ha JIPYTOMl CTPaHHUIIEC TIOBTOPSIIOT TOJIOBKY TaOIHUIIBI.

Tabnuipl ¢ HEOOTBIIMM KOJMYECTBOM rpad TOMyCKAeTCsl AETUTh HAa JBE YAaCTH U
pacrnosiaraTh OJHY 4YacThb PSIOM C JPYyrod Ha OAHOW CTpaHULE M pa3JeisTh 4YacTu
TaOJIMIILI JBOWMHON JIMHUEH WIN JIMHUEH MOTOJIIIE.

Tekct pa3Outblii Ha rpadbl, MPU HEOOXOAMMOCTH, Pa3lENAlOT Ha pasleibl U
MO/IPa3IeIibl, KOTOPbIE HE HYyMEPYIOT.

TpeboBanus K OQOPMIICHHIO THUTYJIBHOTO JUCTA. TUTYJIbHBIA JIMCT SBJISIETCS
MEePBBIM JIUCTOM JOKyMeHTa, opopmisiercss Ha juctax ¢opmara A4 mo 'OCT 2.301 mo
dbopme, MPUBEICHHON B IPHIIOKEHUH A

nojie | - HaMMEHOBAaHHWE BEIOMCTBA, B CUCTEMY KOTOPOTO BXOIUT OpraHu3alus,
pa3paboTaBIIasi TaHHbIN TOKYMEHT (3aroJHEHUE T0JIs 00s13aTeIbHO);

noje 2 - B JIEBOM 4YacTU (11 TEXHUYECKUX YCIOBUM, SKCIUTyaTallMOHHBIX U
PEMOHTHBIX JOKYMEHTOB) - KOJ MO Kiaccu(UKATOpy MPOMYKIIUHM, B TPaBOM YacTH -
CIIEHMAIbHBIE OTMETKH (3aMOJIHSETCS TOJIBKO JUIsl TATYJIBHOTO JINCTA);

noie 3 - B JIEBOM YacTh - TpuUd COMNIACOBAHMS, B NpPaBOM YacTh - TpuUP
yTBep K aeHusl, BeinosiHsgemblie o 'OCT 6.38 (mpu He0OX0AMMOCTH);

noJie 4 - HaMMEHOBAaHKE U3/ieus (3arJaBHBIMU OyKBaMH) U IOKYMEHTa, Ha KOTOPBIH
COCTABJISICTCS] TUTYJIbHBIN JIUCT;

noie S5 - cinoBa «Jluct yTBepkACHUS» (3alOJHAETCS TOJBKO JUIsl JIMCTa
YTBEPKJICHUS );

noJie 6 - JUIsl TATYJABHOTO JIUCTA - 0003HaUEHNE IOKyMEHTA (3arIaBHBIMU OYKBaMU),
U1 anbOOMa TOKYMEHTOB - 0003HaUEHHUE OMKMCU 3TOT0 anbOoMa, AJIsl JTUCTA YTBEP KICHUS
- 0003HaYEHME JINCTA YTBEPIKIACHUS;

noje 7 - KOJUYECTBO JIUCTOB JIUCTA YTBEPKICHUS (HE 3aMOJIHSETCS €CIU JIUCT
YTBEPKJCHUSI BHITIOJIHEH HA OJTHOM JIUCTE);



nmosie 8 - I TUTYJIBHOTO JIUCTa - TOJMUCH Pa3pabOTYMKOB JTOKYMEHTA,
BbinoJiHsieMble cornacHo ['OCT 6.38. Eciaum JTOKYMEHT MOMJICKHUT COIVIACOBAHUIO C
HECKOJIBKUMH JOJDKHOCTHBIMU JIMIIAMHU, TO KPOME IOANMUCENd YKa3aHHbIX B MOJE 3,
OCTaJIbHBIE MOJMKCH PACTIOJIATAOTCS B JIEBOW YACTH MO &;

noie 9 - rpadrr 19-23 mo I'OCT 2.104, pazmeniaeMble Ha IMOJe JJIS TOIITUBKU
(momyckaercs pacnosarath nojie 9 Ha mosie 10 mo 'OCT 2.004);

nosie 10 - rpader 14-18 mo 'OCT 2.104 (momyckaeTcsi pa3Mepbl YCTaHABIIUBATh
MIPOU3BOJIHPHO; JIMHUU pa3lelistomue rpadbl U CTPOKH, HE HAHOCIT; HAMMEHOBaHUS Tpad
He yKa3bIBaroT). [losie 3an0JHAIOT CTpOKaMU CHHU3Y BBEPX, MOJI€ 3aMOIHAETCSA TOJIBKO IS
JIUCTA YTBEPKICHUS.

TpeboBaHUs K WILTIOCTPALIMSAM COACPKAIIUMCSI B TEKCTE JIOKymeHTa. KonudyecTBo
WUTIOCTPAMA  JTIOJDKHO OBITh  JOCTAaTOYHBIM JJISi TIOSICHEHMSI M3JIaraeMoro TEKCTa |
pacrojaratoTcsi Mo TEKCTy Mociie YIOMUHAHUS O HUX. Eciu mocie nepBoro ynoMUHaHUs
HEBO3MOXHO PUBECTU WIITIOCTPALIMIO, TO €€ MOMEIIAIOT Ha CIEAYIOLIEM JIUCTE.

Nnnroctpann, 3a HCKIIOUYEHUEM WUTIOCTPALIMK MIPUIIOKEHUH, CIeAyeT HyMEpOBaTh
apabckumu 1udpaMu CKBO3HON HyMmepaluen (JI0mycKaeTcsi HyMepOoBaTh WILTIOCTPAIlUU B
npeaenax pasziesia, B 3TOM CIlydae HOMEp WJUIFOCTpAlMd COCTOUT U3 HOMEpA pasleiia u
MOPSAKOBOrO HOMEPA WILTIOCTPALINH, pa3AeieHHoN Toukoil. Hampumep - PucyHnok 1.2)

WnmrocTpanuu npyu He0OXOAMMOCTA MOTYT UMETh HAMMEHOBAHUE U TIOSICHUTEIIbHbBIE
JaHHbIE (MTOJAPUCYHOUHBIN TEKCT).

Matepuanbl AOMONHSIOMME TEKCT JOKyMeHTa (Tpaduyeckuil mMaTepuall, TaOJIUIIbI
Oosbiioro popmara, pacueThbl, OMMCAHUE anapaTypbl U IPUOOPOB, ONTMCAHKUE AITOPUTMOB
Y IIporpamm 3ajau pemaemMbix Ha OBM u T. 1.) 1omyckaeTcss HOMEIATh B MPUII0KEHHH.

Huarpammepl, uzoOpaxkaroniye (HyHKIIMOHAIBHYIO 3aBUCUMOCTH JBYX WU OoJjiee
MIEPEMEHHBIX BEIMUMH B CHCTEME KOOPJIMHAT, YCTAaHOBJICHBI B pekoMeHaanusx [1P-50-77-
88 «ECK/. IIpaBuna BEITONHEHUS JUarpaMm».

Ocu koopAWHAT, OCH IIKAJI, OrPAaHUYMBAIOLIUX TMOJIE JUarpaMMbl, CIEIyeT
BBITIOJIHSATH CIUTIOIIHBIMU OTPAaHUYMBAIOIUMU JTUHUAMU (ToJuHa 0,6 -1,5 Mm).

[Tpu m300pa>keHUn HAa OJHOW JMarpaMMe HECKOJBKHX 3aBUCHUMOCTEH JOMYyCKaeTCs
WX U300paKaTh JMHUAMH PA3JIUYHBIX THUOB (CIUIONTHOM, IITPUXOBOH, IITPUXITYHKTUPHON
UT. I.).

Touku pumarpamMmbl 0003HAYalOT TpadUUEeCcKH KPY>KKOM, KPECTHKOM W T. .,
Pa3bICHAIOT B MOSCHUTENBHON YAaCTH AMArpaMMbl, pa3MeEIaeMol MOCI€ HAWUMEHOBAHUS
JyarpamMMbl WJIM Ha CBOOOJIHOM I0JI€ JUArpaMMBbl.

Enununbsl uamMepenust GU3nyecKux BEJIUUUH MPOCTABIISIIOTCS] OJTHUM U3 CIETYIOUTUX
00pa3oB:

— B KOHIIE IITKaJIbI;

— BMECTE C HAMMEHOBAaHUEM MEPEMEHHON BETMYUHBI TIOCIIE 3aIATOM;

— B KOHIIE IIKaJbI BMECTE€ C 00O3HAUYCHHEM TEPEMEHHOW BEJIMYMHBI B BHJIC
JpoOu, B YUCIUTEIC HAHOCUTCSI HAMMEHOBAaHUE, B 3HAMEHATEJIE - SIMHUIIA U3MEPCHHUS.

IMopsioK BLINOJTHEHHUSI PAa0OThHI:
[TpoBecTH HOPMOKOHTPOJIb TEKCTOBBIX JOKYMEHTOB coriacHo TpedoBanusm I'OCT
2.105-95. 3anoaHuTh TabIUILy S.



[lepeueHb 3aMeuaHnii HOPMOKOHTpOJIEPA

Tabmura 5

O6o03HaueHMe Hoxyment |['naBa, pazaen Coneprxkanue 3aMme4aHus
JIOKyMEHTa

B oTuere 0 paGoTe 10JI5KHO COAEPKATHCS:
1. Tema paboTsI
2. llens paboTHI.
3. BbInonHeHHOE MHAMBUIYAIBHOE 33/1aHUE.
4. BeiBog.

KoHTposbHbIE BONPOCHI:

1. Yro coboit mpecTapisieT KOMIIEKCHAS] CTaHIapTU3ALIUS
2. llenu u 3aa4n KOMIUIEKCHOM CTaHIapTU3AINU

3. CtpykTypHbI€ 27eMeHThI Komruiekca ctanaapToB ECKJI

Pexomenayemas jureparypa:
['OCT 2.105-95 «kECK/. O6uiue TpeboBaHus K TEKCTOBBIM JJOKYMEHTaM


http://www.norm-load.ru/SNiP/Data1/4/4558/index.htm

IIpakTuyeckoe 3ansaTue Ne2

Tema: bilaHku T0OKYMEHTOB U UX BH/BI.
TeopeTnyeckue cBeleHHsI K NPAKTUYECKO# padoTe

PopsMyaap

Jas ofpopaneHHs JOKYMEHT] KAKOTO-TO ONPeleleHHOTD BHAA (NpHKET, 1e0B0re MHCkMI
H TJI.) moTpedyioTed HE BoS PEKBHIMTEL, NepeunciieHibie B TAUINIE, a TOIRKO HEROTOpan
YACTE W3 NOMHOMO cnacka. Tlpuues, KakHe HMEHHO PEKBHINTE CHeayer OodopMisTh Ha
NOEYMEHTE JAHHOID BHIA H B Kakoil Nocie10sareds 0CTH OHE J0HHE 0BT PACTIONOKEHE! HA
CTPAHHLAY AOKVMEHTA CTPOrD OOPeieie 0 CraHAapTosM.

DOPMY THFOM jokvMeHTa HAILBACTCHE Hafop PEKBAINTOR B J0OKYMEHTE,
PRCIOIGEERHLIY B VCTANOBITEHEOI cCTAaNIapTOM NoCIe 0BATEIEROCTH,

Takum ofpatos, MOGKHO MOBOPHTE O fopayrigpe akta, (popsyigpe IpoTokoad, opsyiape
npakaia i 7.0, Hanpusep, Gopayiep akma sEOGseT B cebd IepedeHh W NOPRIOK PeKBHINTOR,
oiopMIREMEIX B AKTAN

l. Axt odhopunseTes na obiies GoaHEe

. I'pudh vTBEpskRIEHRR
. Hanmenosasme BU0a JoKyMeHTa

2

3

4. Hara COCTARMSHNA NOKYMEHTa

5. MecTo cOCTARISHHA JOEVMEHTA

G FaroaoRoK K TEECTY

7. Texcr

B. Orverka O HANHYHH DpHIGGHeH NS (2CIH HeODR0 0 M)
9. TToamucH WiIiCHOB KOMHCCHNH, COCTARNBIIEH AKT

10, DamunHs ACNONHETERS H HOMEP ero TenedoHa

bBaank# ADKYMEHTIE

haamskos TOKVMEETA HATLIBACTCA CTAHTAPTHRIN JAHCT ¢ BOCOPOMIBEACHHLIME WA
Hes HOCTOHHHBIMEA PEKBHAINTAIMH H MECTOM L1H HepeMEHHLIY PeRBHINT R,

YeTaHARTHBAKTCR [BA OCHOBHLI (opaaTa DAAHKOE TOKYMEHTOR!
A4 (210%297 sim) - ocHosHOR dopaat
AS (210* 148 mm) - BonvekaeTes Q08 oPOPLMISHHA KOPOTEHX [IOKYMEHTOR, HANPHMED CIIPABOK,
KOMAHIHPOBOTHEX YIOCTOREPEHHEH
JonyckasTcd HCNoNbI0BAHHE ONAHKOE (HOpMMETon.

A3 (420797 mm) H A6

CTanfapToM YCTAHARTHEARTCA CASAVIOUIHS B Ll GNaHKOR!
- faNKH 1718 HHCe,
- ofimme faankn.  OIAHKH J0H BCEX DCTANLHEIY JOEYMEHTOR,
- faHKEH KOHEPETHOND BHJR T0KYMOHTAL

Ha Gnankax nng MHCEM PATMELHAHOT BOE NOCTOAHHEE PEKBHIATEL, & Ha oDIHY DIaHKax He
PAIMEMANT COPABOTHLIC JAHNLE 00 OPraHH3IAI,



PocnonokcHEE MOCTONHHLD PCKEHINTOR HA GMAHES MOWCT ORTh NPOAOABHBIM B VIAOBBIM

(CMOTPHTE CACTYVHMIAS PHCYHEN):

Mpusep boanka 148 DHCEM
C NPOANILHLIM PACHOAOECHHEM PEKBHINTOR

KMHHHCTEPCTEO OEPAROBAHIA P

' MEAKIUKOILHBIA
,} VUEBHO-MMPOW3IBOJCTEEHHBIH LIEHTP
OTHETA OEPASCBAHNA [PH MEPECTABCKOH MoPORCHOH
ATMHHECTPALINA

L5140 ¢ Nepenaeas-Janscorst A o crszcwdt obin, 3. Cozsmman, 20
ramedoo: 065 352050, eaenail: wplon@nmpe users hobidk m

Ha Ma

Mpusep odmers faanka
€ VI0BLIM PAacnuiokeiHeM PEKBEHIHNTOR

MHEHMCTERT B OEPASIBAHHA P4

MEAIIEQLHEIH

YUEEHO.[IP O3B0 C TBEHHEIH
HEHTP

HaMa




KEHIATLE

B nenonpoHisoJcTBe CVINECTEYIOT eIHHBE TPeDOBAHHA H NpaRHia oHOpPMIEHHA JEI0REIX
OOKYMEHTOR, KOTOPBE YCTAHORISHR! TOCYRAPCTBEHHEIMH — HOPMATHBHLIMH = AKTAMH -
crannapramu. B craHpaprax HUWGKEHR OpaBMna, VCTAHARMHEAKIHE TpebopaHus K
COASPOEAHIID, NOCTPOEHNK M OdOopMISHHK RENOBRIX JOKVMEHTOR. BuinodseHHwe npasun
OOPMISHAR JOKYMEHTOE 00ECNEHHBACT:

OPUIHYECKVIO CHIY JOKYMEHTOR;

MEPATHRHOE || KAYECTRCHHOE COCTARIEHRE M HCOOIHEHHE JOKYMCHTOR,

PrauH3aHIo GRICTPOrO NOHCKA JOKVMEHTOR!

CVIIECTRASHHE KOMTIEIOTEpHOH 00paldoTER JeNoBhX JOKYMEHTOR 108 COKPAISHUE JATRET TPYVIA HA
oOpaboTEY.

[pencrapienye JenoBsIX DYVMAT JAKPELIEHbL

1. NocvmapcreeHnamy crapgaprom TOCT P 6.30-2003 "TpeboBania & OQOpPMITEHH KD

BOKYMEHTOR"
Crangapr  pacnpOCTPaHAETCHd  HA  OPraHHIalHOHHO-PACTIOPAIHTEIEHLIE  AOKVMEHTLL,
OTHOCAIHE:d K YHHQHUHpoBaHHOH — CHCTeME  OPrAHRIANHOHHO-PACTOpALMTEIEHOR
morysmenTanun (YCOP), - nocTaHoBNEHHA, PACTIOPAKEHAN, OPHEKXIEL, PelleHHd, NPpOTOKOILL
AKTEL, MHCBMA H Ap., BETOYeHHLE B Obmepocciiickiidl knaccH@HKATOD yOpaBieHYECcKOH
moxysenTamin (OKY ) (knace 0200000).

2. Tumomodl WACTPYRIHEH No Jenonpodisoicrsy B peiepanbily opranng
HenoanETenbE0d Bnacty (Yreepanena ITpakasoym @epepansHol apXxHeaoil cny#osl Poccnn ot
27.11.2000 N 68).

Mososenna THIOBOH HHCTPYKIHA PACOPOCTPAHAIOTCA HA OPrAaHHIAINID PpadOThl ¢
QOKYMEHTAMHE HETABHCHMO OT BHAA HOCHTENE, BEKIYAA HX NOATOTORKY, PErHCTPALHED, YUET H
KOHTPOTE HCMOIHEHAR, OCVINECTRIREMEIE ¢ MOMOLILK) ABRTOMATHINPORBAHHEIX TEXHOMOTHIL

3. TlepedcHs THOOBRIX VIIPARNEHYECKHX JIOKVMEHTOR, OOPOTVIOIIHXCA B EATENRHOCTH
OpraHi3alHg, ¢ VEamHies cpokos Xxpanedus (2000 r.).

4. 10 HACTORIET) BPeMEHH HE NONHOCTER YCTAPERIIHMHE H B HEKOTOPLIX Paifenax 10 CHX
Nop AKTYANLHRIMH OCTAKTCH HOPMATHEHBIE NOKYMEHTHL, NPHHATEIE HECKOIBKO AeCHTHIETHI
Hatad. K HHM OTHOCHTCHE

4.1 EnnHan rocyviapcTBeHHad cHCTesa Jgenonpodisoicrea (EICH), xoTtopas Gkina
oqobpera nocTasHosaeHHeM Docylapereennoro komuTera Cosera munncTpoe CCCP no nayvke o
TeXHHEe 4 ceHTabpa 1973 roga.

4.2 TocyjapcTBeHHAR CHCTEMA QOKYMEHTAHOHHOMO obecnededud ynpasienus (ICOOY)
-  COBOKYMNHOCTE MOPHHLHOOE H OpaBiid, YCTAHARMHBAKMUMX eduHRie TpeDopanua K
DOEYMEHTHPORAHHID YIPARIEHTECKOl NeSTeNRHOCTH H OPraHHIalHe paboTel ¢ JOKYMEHTAMH A
Opragax rocyIApCTEEHHOTO VIIPARACHHA, HA NPENNPHATHAN, B YYPEKISHHAX H ODIIECTREHHEIX
OpPrafHIalHAX, pHHATad B 1988 roqy (nocaenHsa penakuus 1991 roa)

5. Kpose Toro, pasinaHEIME MEHHCTEPCTRAME, BENOMCTEAMH H APYTHMH PYKOBOISIIHMH
OPraHHIALHAMHE  OPHMEHHTENRHO K pAVIHYHBIM - CfepaM  JesTEnBHOCTH  ONpelcneHa
KOHKPETHIHPOBAHHAA THIOIOIMHA YACTHEIX JOKYMEHTOR,

Yr1o raxoee pexksmint? JTnooll 10KyMEHT COCTORT 03 pAAA COCTARTRKOMIHY ero WIEMeHTOR
oL (TR, MOMHCH, B T..), KoTopbie gaikipawted pexpminravMi. PEKBHIHTEI
- 0DAIATENEHEE WIEMEHTEL HOPAMIEHHA CTYEEDHOND JOKYMEHTA.

CocTap pekBHINTOR HACHUHTHIBAET 30 HANMEHOBAHHHA © OpPHBENEH B NOCYIAPCTBEHHOM
crangapre I'OCT P 6.30-2003. PexkBHasThl paciogaraloTcd Ha JQOKYMCHTE Ka#I0ro BHAa B

CTPOND ONPEIeleHROM CTARHIAPTOM HOpPAIKe.



Cnucor pexpninros oo N'OCT P 6.30-2003

. lNocynapcraenneil repd Poceriickodt

eneparmHy 16. rpid yTeepEIcHEA JOKVMEHT
F]E_ reph cyvorexTa Poccliickofi @eaepaliing |] 7. pe3nnoHd
(3. asphaena OPrasHsaliny HiIH ToBapHEH 18 IaraI0B0K K TEKCTY

AHAK

(4. koA opraszaniil no OtuepoccHicKoM Y
EAacCcHpHEaTOpyY OpeanpHaTHi |
OPraHHTAIHA {DIv:II-I;.'r'}

19. oTMETEA O KOHTpOOE

5. ocHoBHOH rocyaapeTBeH L
perfcTpalHoHHEE Hosmep (OPH)
HP M HECKOI0 THLA (NpHCBANBACTCE
HATONOBRIMH OPTAHAME).

(6. waenTHpHEAIHOHHLIN HOMED

HATOr LA TENBIHEA KO OPHYHHED
nocTaHesxd Ha yaeT (FMTHH/KTIIT)
MPOCTABIRIOT B COOTBETCTRIH ©
JTOKYMEHTAMHE, BRIIABSEMEIMH HATOTOBEIMH
OPraHAMH

20, TeKCT DOKYMEHTA

21. orsmeria O HAMHYHK TPHI0KEeHHS

07, ko opMEl AOKYMEHTA NPOCTARIAIOT N0

DomepoccHickonmy knaccHuraTopy
yOpasieHseckol foxymenTannn (OKY 1)

- MoOiHcCk

08, HalMEHOBAHHE OPrAHHIALHH

. rpidy COTAACORAHNA JOKYMEHTA

00 cnpaBotibie JTAHHLRE 00 OPTaHASAINGE
(HHICKC NPEINPHATHA CEBAIH, DOYTORLIH
anpec, Tenedon, Tenerpadiniii anpec, hakc,
e-mail, Hairaune GAHKA B HOMEP CYETA B
DaHEE ).

|Iﬂ. HAHMMEHOBAHHE BUIA JOKYMEHTA

- BRI COTTIACOBAHHA NOKYMEHTD

|25. OTTHCK NedatTH

|I 1. naTa JoKyMeHTa

|1|5- OTMETEA O JABSPEHHH KONHHA

|I2_ PEFHCTRALEOHHLIN HOMED BOKYMEHTE

13. cohlnKka HA perdcTpalHOHHLIH HOMeD |
JIATY QOKEYMEHTA

14, mecTO COCTARTCHHA MW HINAHHR
JLOKYMEHRTA

|1'T- OTMETEAD 00 HCTTOIHETEDe

28, orMeTkEa o0 HCNONHEHHH JOKYMEHTa H
HANPARIEHHH Ero B Jen0

29, OTMETEA O NOCTYVILIEHHH JOKVMEHTA B
OpraHH3aHED

15. anpecar

30. HaeHTHHKATOPR VIEKTPOHBON KOMHH
HOKYMEHTA

[MpocuaTpBas 10T COHCOK, MOGKHO CKOTETE COETYIOUIee: HEKOTOPEIE PEKBHIHTE
OCTAOTCH HEHIMEHHBIMH PR OHOPMIEHHH PATHEIN JOKYMEHTOR OJHOID NPEINIPHATHA - 3T
wlideMa OprauNinHue, HANMEHOBAHWE OPradaMIauEm ¢ COPABOMHLIE JAHHLIE Ol
oprauuzamun. EcrecTaeHuo, NPeINpHITHE HE MEHAET CBOE HAIBAHHE WK cBOM anpec kamasli
AeHs W Aaske kasawdi rog. TMosTouy nepesie @ pekBHIMTOR W3 TAbAMLE! HEVTLBAKYTC
NOCTOMHNLIME PEKBHINTAMK. Bee OCTAILHEE PEKBHINTEL, (PHKCHPYEMBIE NPH COCTARIEHH
KOHKPETHOID JOKVMENTA, (HANMEHOBANHE BHIA TOKYMEHTA, MATA JOKYMEHTa U T.JI) H
PAIHEIX  JOKYMEHTAX  OVIYT OTAHYATECH - [O9TOMY HX  HATRBAKOT  DEpeseHibivi
PEKBRIHTAMMN.



03 Dubnesma dEpMnl

08 HanmenoBaHHE OpraHiIaMHA

09 Anpec dEpMEL l_ 15 Anpecar
HHASKC, TOPOA, Y., JOM, 16 Ipudy yTocp®RICHHA
FazoaosovHas TenedoH, Jakc
eI
eV Bupa goxvsenTa
11 12
19 Hata Ne 17 Peaonsomms

13 Ha X= oT

I_ 3aronoBOK K TEKCTY _|

K

Hawaso tekera (abiana)

OcHopHas 20 TEKCT
YacTh
AOKYMEHTA
21 Npunoxenne
22 MooasocTs IHna,
Ovpopanaiomag NOAMHCABIETD NOKYMEHT MOIMHC R H.O. Danunma
HACTE
AOKYMEHTA 25 Mewats
24
Busa
27
DaMHTHA HCNOIHATENA W Tenahon
28 29
OrseTea 00 HCTIOIHEHHH TOKYMEHTA H OrrsieTka O NOCTVILEEHHH
HANPABIEHHH €ro B 1200 JOKYMEHTA
0

Haenmnfmsarop MeKTpOHHOH KOMHK AOKYMEHT
{Hus chalina, nata)

e




Ha arodi cxeme BHARG, YTO Kak L JOKVMEHT MOGKHO PAITANNTE HA 3 OCHOBHEIE YACTH:

= HrOIOBTHYH 9ACTh (B Hee BXOIAT PEKBHINTEL, PACTIOCIGKECHHEIE 0 TEKCTA);
= DCHOBHYHY 9acTh {Fﬁiﬂl-!ﬂ-:l-{"l'hl TERCT H [IPH.I'Iﬂ?HI‘.“lIHH}',
N -Dq:l]pMIIﬂl-Dll.l}"lﬂ HACTE | PEEBHINTEL, PACHOAMGKEHHEIC HAKE TEKCTA H IR T0GHE H I |

COcoDeHHO BAKHEIM ABISETCA OpaBHILHOS OPOpPMIEHHE TAKHX PEKBHINTOR, KAK [AaTa,
NOANECE, MEYATh, PErUCTPANHONHLIN HOMEP QOKVMEHTA, TpHd VIBEPEICHHHA, KOTOPLE
IPHAAOT JOKVMEHTY KPHIHYECKYIO CHIY.

Mpapwia edopyiacHns pexkBRINTOR

. B [oEVMEHTE PEEBHINTEL OTHENAKTCE JOpyT o7 apyvra I-3  sMemcTpodibiMi
HHTEPBAIAME.

2. IMpi DoAroToBKE JOKYMEHTOB PEKOMEHIYETCH NPHMEHAThE TEKCTOBRE penaxTop Word
for Windows mepcun o1 6.0 0 Beine ¢ BcnoipioBaHHeM MpHpTOR Times New Homan Cyr
patsepor N 12 (1ms ocopynenns TabaHunex MaTepitanons), 13, 14, 15, Times DL paasepos N
12, 13, 14, (PexomeHAannd THOOBOH HHCTPYVEIHHE M0 JelONpOHIBOACTEY B delspanbHARIX
Opradax HCnoMHHTETLHOH BIACTH).

3. Mpy odopsacani JOKYMEHTOR HA JBYX H OOVISEE CTPAHHLAX BTOPAR B NOCIETYIOUHE
CTpAHNUL] 100N (LT NponysMeposanil. Homepa crpanny 2onaHE DETE OpOCTABRIEHEL
NOCEPETHHE BEPXHEND N0aH Jaucra apaGcknvn undpavin Ge3 cI0Ba CTPANNHEA H IHAKOR
npennnanng. (IYHETHPOM Ha PHCYHKE NOKATAHE 0JA CTPAHHLLE )

=

rrrr————

o i —— ——
Fihega e frgi '|'|'|'2"_'3"'1""1:"'1-'_"."'_"3' l'_il'l'lil_"l'll'_l'ﬂ'l_'I'-fl'l 'Pll'l'ﬁ'

Mpasvepht ofopracHns HEKOTOPLIX NEPEMCHHBIX PEKBIINTOR

I'pud vreepaxiennd

Ipug yrsepaiesna paciolaracTcs B NPABOM BEPXHEM YIIY JOKYMEHTE W NEUATASTCH ¢
Aeskm 0Tervinos [0 e oT rpasiie feporo noeE. Cpad vrsepsaienns 1osed coCTORTh

- {3 caopa ¥TBEPARITARD,
- HAHMEHOBAHHA JOKHOCTH THIQA, YTBEPRAAOMETD NOKYMEHT,
= EI0 THYHOH DOANKCH ¢ paciiHgposrod (HHHIHANL i aMHIHA)
- IATEl VTREPHIEHHA.

Ecnm JoKVMEHT VIBEPHIASTCH HE NOIKHOCTHRIM THIOM, a NMOCTAHOBIEHHEM, PelllcHHEM,
NPHEAIOM WK NPOTOKONOM MOTHOMOYHOID NPHHNMATE TakWe pellenud oprana, 1o Tpud
YTRCpICHHA HaunHaeTes oo cnosa YTBEPFAJAEHO
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Ajapecat

Pegnianr  Agpecar ofOpMIsercy Ha  OHCEMAX, (Qakcax B CONCPEHT  YKATAHHE
MOIEKHOCTHOND JHUA - NOOyYarelns fokyMenta. B coctap pekpHinTa AJpecar pekoMedIvercs

BEMOYATE NodToskil anpec. Odopaiaderca 8 npapodi pepiHed 4acTH JOKVMEHTA ¢ JIeBLIM
OTCTYIIOM B oM.

OeperTopy HERonaescroro
I'_?JJ;IZIL'I‘FDH.TEJIE.[-MTIJ‘ FIBOAA
Masnoey H.H

119115 Humonaes

va Mopckas, 33

Hanmenopanne Buia ADKYMEHTA

PexpmanT Hadsanme BRI Jokvsmedta nedarant [TPOMACHLIMHE BYEBAMH n
PACOOIATAKT B HEHTPE CTPANMNLL HA TPOIOALHEIX IAHKEX H 0T MPAHHILE JCBOT0 D018 HA
YIOAOBBIX (UIaHKaX.

JaTta poKyMENTA

Jdara - 0IHH H3 OCHOBHBIX PEKBHINTOR, O0CCHICUHBAKIMX OPHAHYECKVID CHITY
moxymeHTy. Odopyasercs B neBodi 4acTH THCTA OT IPAHHLEL BCBOID MOIE 00H PEKBHIHTOM
Hanvmenonanue suaa goxymenra. Jdarodl joxymedra sSBNSeTcR  JaTa ero NOANHCAHHS,
yvrecpaennd. B cooreetcrein ¢ Hasenennien N 1 TOCT P 6.30-97 npu odopsnesnn
pekrianTa JaTa peROMeHIyerca manuceibars dary B odopsare: I MMITIT. 1o ects 2
Ul aReao, Aee madpe secsn i 4 wdpe roa, sanpasep 12.02.2002.

Ecam uHcao HaH Mecsll COCTOMT M3 0JHOH HHpe nepel Hell HeolX0IHMO OpOCTARIATh [,
Hanpamep 01.02.2002

JonyckaeTcd cAOBECHO-HHEPOBOH cocod odopMICHHA JaThl, HANpHMEp: 5 ansapa 2000
r., & Take odopsMIeHRe JaTel B coeqyiowmedi nocnegosatenssocta: ITTT MM, sanpisep:
2000.01.05

MecTo cocTapienns
FTOT PEKBUIHT OPOPAMIRETCS OT MPRHHITE NEROTO T8,

Mpumep:
r. Nepecnannke-3aneccruii



JaronoBok K TERCTY

PexadinT MMoJoBoK K TEKCTY COOEPRNHT KPATKOS HUIOREHHE OCHOBHODD CMEICITA
COCTABAREMOTD JOKYMEHTA. 3aroNoBoK BOUKEH TPAMMATHYECKH COMMIACOBLIBATECA ¢ HATBAHHE
BHAA AOKYMEHTE, OTBeYAd Ha ponpoc "o wem™ win "qero?”. Hanpasep:

Mpuxay ... O col3TAHHE ATTECTANHOHHOH KOMHCCHH

Jorosop ... O nocrapke rpyaa no koaTpakty N 249/]

K Tekcry AokymenToR, oopaicHHEIX Ha DaaHkax dopyara AS, 3aroioBoK MOKHO HE
COCTABIATE.

MegataloT ¢ Nersist OTCTYROM U CM. 70 £CTE OT IPaidisl 1EBOC0 D004, B KOPOTEOH cTpoKe
- HmMpHHOi He Doaee T o, TOYKY B KOHIE HE cTaRAT. YTobh BLINOIHMTE TpebOBAHHA N0
OFPAHHYEHHI0 JIHHEL CTPOKK B TEKCTOBOM pelakTope 14 afiana ¢ 3arodoRkoM K TEKCTY
pPEKOMEHIVETCH YCTAHARNHBATE OTCTYD crpasa [0 cm. B 9ToM coyyae peqakTop cam BRINOIHHT

TpefyeMoe CTANJAPTOM OTPAHHYEHHE QNHHE CTPOKH.
_::E"'."E"'S"'*"'E"E"".?_'"B"'E"'w|'ﬂ""2"'13"'“"'1ﬁ|'ﬁ"'&_‘:ﬁ

{) pesyMbTAT A% AOKyMEeHTambHOHA
PEBHEHH $HMHAHCOBO-XOSAACTECHHOR
BEATENBHOCTE MpeanpHATHaE CEE
HuctHTYTa MeTannyprud PAH

TekeT 1oKVMEHTA

TekeT - OCHORHON H BAEHEHIIAH PeERHIAT NOKyMeHTL, TexcT JOKYMEHTOR HA OnaHkax
fpopmaTa AS NEUATAOT ¢ MERCTPOYHEIM HHTEpRATOM DInBapHEIR, Ha DnaHkax fopsata Ad - ¢
MERCTPOUHEIM HHTEepRANOM [Moayropuwmii. Beg ocTaNkHEIE PEKBHINTEL OQOPMISKOTCA
MEKCTPOYHBIM HHTEpBANOM OHHAPHLI.

OrseTRa O HaTHYHNR NpHAMECHA

PexaHINT OTMETKA 0 HAAHYHA OPHIOGKEHHA MeUaTaloT noj pexkeisutoM Teker ¢ O-ro
iHaKd { OT FPAHHLIE AEROTO DOMA) B BIOE:
[Mpanomense: Ha 3 0. B 2 3K,

Ecan B JOKYMEHTA, SBNAILETOCE NPHIMKCHHEM, HE HAIBAH B OCHOBHOM TEKCTE
MOKYMEHTA, TO HeoOXOJHMO YKAIATE ero HanMcéHoBanne B pexenanTe Tlpaaomenme. [lpu

HATHYHH HECKOILKHX TPHI0KEHHI OHH HYMEPVIOTCH, HANpHMED
IMpunosenne: 1. Kosrpakr ot 200072001 N21/3 wa 5 n. s 2 ax3.
2. At npaema pabor oTl15.09.2001 NI17 #a 1 8. 8 4 k3.

Moanuck

Pexpmant [Moanees CcOCTOHT W3 2-X  WISMEHTOR - HAHMEHOBAHHA NOCEHOCTH |
pacdponkd noInucH. HanMeHoBAHHE NOVKHOCTH MEYATAKT M0 PEKBHIATOM (TMETKA O
HATHYHH OpinoseHds wid Tewer, ¢ O-ro 3maka (of rpaHddsl NEBOM0 NOOA) a paciin(poBKa
NOANHCH Ha YPOBHE NOCHeAHEH CTPOKH HAWMEHOBAHHA MOMKHOCTH Ha paccToands 12 oM OT
TPAHHIEL TCBOT0 DO,



Hauankton yopagaesnA Kagpos
yaeOHER SaBeNEHIil MHHACTEPCTES
anpapooxpadkenmt P H.H. Heamos

I'pudpy coraaconanun

Pexpinir Ipng coraacosauua coctonT w1 cnoba COTTTACOBAHO, wanmeHoBaHHSA
ROMKHOCTH JIHLA, ¢ KOTOPLIM COTNACOBAH NOKYMEHT (BRIOHad HAMMEHOBAHHE OPraHHIAUHN),
JHyHOH noanKcH, ee paciunponks H Aatel. OdopaaseTcd B HHEHel 1eBoil 4acTi CTPaHNLSL o7
rPaHiiEL TEBOT0 D004 0ol pekemdTami Texer, Orverka o HANHTHE npaaoeH s i [oansce.

T
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Havam sy IpasneHMA K agpoE+
MugncTepcTaa-agpaboospasena P
-

!

A A CTenaHIRe

1722000y

MeyarTh

PexpranT [Meqars OpOCTARMASTCA Ha JOKYMEHTAN, VAOCTOREPAIOMINY IpaBa JONKHOC THEIX
JHL, PHECHPYVIOUIHY (aKT PACXONOBAHHA JEHEEHEX CPEIACTE H MATEPHANLHEIX DeHHOCTEd, a
TaK#E COCHNAIEHO MPEAVCMOTPEHHBIX NpaBoBeiMH akTaMi.  [Toanucs J0MKHOCTHONO 1HLEA
A0EKHA OLITE IABEpeHa TepOoBOi NeYaThI.

OTTHCE MEHATH CHEAVET OpOCTARMATE Tak, 9T00LI OH JAXNBATHLIBAA 9ACTh JOW4YHO
pognucH pexeHidTe Moanmes MHUA, TOINHCABIIETD JOKVMEHT.

Orserka off ool Tee

OrueTka o0 HCMHOWIHHTENE BETOHAST (paMuIne (WiH  daMAanmo, #MA, OTHECTBO)
HCMOAHHTEDR JOKYMEHTA H HoMep ero Tenedosa. Oruersy of HCNONHHTENE PaconaraioT Ha

auuesoll waH oboporsoll cTOpOHE NOCHEAHETO NHCTA JOKYMEHTA B JEBOM HIGKHEM YEIV,
HATIPHMED:

Heanon
024 45 &7

Wi
Heanoe Crenas Hepasnopug
024 45 &7

HaenTnipuKaTop MeKTPOHHOE KONHE J0KVMEHTA

B cooreercreng ¢ Havesennen N1 x NOCT P 630-97, ppegennsiv b geficTene ¢ 1 anpens
2000 roia B NeBonM HHEHEM YITTY KEKI0H CTPAHNIE JOKVMEHTA O(OPMINETC PEKBITIHT
Haenrndnkaropos WVIEKTPOMHOE KON T0KVMERTE. ITOT PEKBHINT 0hOPMIRETCA B
HHEKHEM KOMOHTHTYNE CTPAHHIE, H COACPMHT




- HanMenoBanne Gailnn Ha MALMHHOM HOCHTENE,
- AATY H
- IPYTHE MOHCKOBLIE JAHHLIE, VCTAHABTHBACMEIE B OPTaHHIALNH.

Conep:kaHue nNpakTHYECKO padoThI
3aoanue 1:
Co3znaiite cOOCTBEHHBIN 00pa3ell pEeKBU3UTOB JJOKyMEHTA.

3aoanue 2:
OdopMuths OJIAaHK JOKYMEHTA, HWCIIOJNB3ys COXPAHHBIA JIOTOTHII, 3JEMEHTBHl PEKBU3UTOB.

Coxpanuts (Qaiin B paboueit nanke noj umeHeMm biank qokyMmeHTa.

akrownE

KoHTposabHbIe BONPOCHI:

[Hanite onpenenenue NOHATHIO «bIIaHK JOKyMEHTay.

Maiite onpenenenue nouaruto «Dopmyssip - o6pazerny.

Onpenenenne pacnojIoKeHNE PEKBU3UTOB HA YIIIOBOM U MPOJIOJIFHOM OJIaHKE IOKYMEHTA.
[lepeuncnure pekBU3UTHI TOKyMEHTOB B cooTBeTcTBUU ¢ ['OC P 6.30 — 2003.

[IpaBuna opopmiieHHs] OCHOBHBIX PEKBU3UTOB TOKYMEHTOB.



IIpakTuyeckoe 3ansaTHe Ne3

Tema: OdopMiieHne peKBU3UTOB OPraHU3ANMOHHO - PACTIOPSAAUTEIbHBIX
JTOKYMEHTOB.

HCJ'II) 3aHATHUA: OTpa6OTaTI> HaBBIKH 11O O(i)OpMJ'IeHI/II-O OpraHnu3alluOHHO-
PacnopAaIuTCIbHBIX JOKYMCHTOB.

TEOPETUYECKAA YACTD.

OpraHu3aiMoHHas JEATEeIbHOCTh YUPEKIEHUs (PUKCUPYETCS B OpPraHU3aLMOHHO-
MPaBOBBIX JOKYMEHTaX, COAEpPAUIMX IpaBUiia, HOPMBI, MOJOXKEHHS, OINPEACIIAIONINe
CTaTyC OpraHM3alud, €€ KOMIIETCHLHIO, CTPYKTypY, IITaTHYIH YHCIECHHOCTb U
JOJDKHOCTHOM COCTaB, (DYHKIIMOHAJIBHOE COJAEPKAHUE JEATEIbHOCTH OpraHu3aluu B
LEJIOM, €€ IMOJApa3JeieHni U paOOTHUKOB, X IpaBa, 00A3aHHOCTH, OTBETCTBEHHOCTh U
Apyrue acnekTs [28].

K opraHu3anlMOHHO-IPAaBOBBIM  JIOKYMEHTaM OTHOCAT CIEAYIOIIHME: YCTaB
OpraHu3aluM, T[OJOXEeHHe 00  OpraHu3aluu, IMOJOXKEHUS O  CTPYKTYPHBIX
IIO/IPA3/IECIICHUSX, TIOJIOKEHHS O KOJJIETHAJIBHBIX M COBEIATEIbHBIX OPraHax yUpeKICHHUs,
peryiaMeHThl padoThl KOJUIETUATIBHBIX U COBEUIATENbHBIX OPTraHOB, anmnapara ynpaBieHUs
(pyKOBOACTBA), IITATHOE pacHUCcaHue, MHCTPYKLMH MO OTAEIbHBIM BUAAM JESITEIbHOCTH
(HanmpuMep, HWHCTPYKUHUS MO JTOKYMEHTAalMOHHOMY OOECHEYEeHHI0), JOJKHOCTHBIE
MHCTPYKIMU paOOTHUKAM, MTPaBUiIa, NaMSITKH U Jp.

OpraHu3alMoOHHO-TIPaBOBbIE JOKYMEHTBI COJAEpXk AT MOJIOKEHHUS, OCHOBAaHHbIE Ha
HOpMax aJIMMHHMCTPATUBHOIO MpaBa U 00sA3aTeNIbHbIE JIJISl UCTIOIHEHUS. DTH JOKYMEHTHI
SBJISIFOTCSI IPABOBOM OCHOBOU JIE€SITEIBHOCTH OPTraHU3ALUU.

OpraHu3aluoOHHO-TIPABOBbIE JTOKYMEHTBI B 00S3aTEIbHOM TMOPSAKE MPOXOMAST
MPOLEYPY YTBEPXKACHUS YIOJIHOMOYEHHBIM Ha 3TO OpPraHOM — BBIIIECTOSIIEH
OpraHu3alyel, pYKOBOAMTEIEM [AaHHOM OpraHU3allMd  KOJUIETMAJIBHBIM  OPraHoM
(mampumep, oOUIMM cOOpaHUEM AaKIMOHEPOB, COBETOM JUPEKTOPOB MW Jp.) WIH
PYKOBOJHTENIEM CTPYKTYpPHOIO TNOJAPA3JEIEHUs — B 3aBUCUMOCTHM OT BHAAa U
Pa3HOBHUJIHOCTH JIOKYMEHTA.

YTBepxkAaTbCS  OPraHU3alMOHHBIE  JOKYMEHThl ~ MOTYT  HEMOCPEICTBEHHO
PYKOBOJIUTENEM, pACIOPSIAUTENbHBIM JIOKYMEHTOM PYKOBOAMTENS (MPUKA30M  HIIU
pacnopsKEHUEM) WM KOJIJIETHAIbHBIM OPTaHOM.

C TOuYKM 3peHHs CpOKa JEHUCTBUS OPraHU3allMOHHO-TIPABOBbIE JIOKYMEHTHI
OTHOCATCA K OECCPOUYHBIM: OHU JEHUCTBYIOT BOPEIb IO UX OTMEHBI WM JIO YTBEPKACHUS
HOBBIX (MCKJIIOYEHUE COCTaBIII€T IITATHOE PACIHUCAHHUE, KOTOPOE pa3padaThiBacTCs U
YTBEPKIAETCS €KETOJTHO).

[To Mepe u3MeHeHus XapaKTepa AeITeIbHOCTH YUPEXICHHS U OpraHu3alny TpyJa B
OpraHU3allMOHHO-IIPABOBBIE JIOKYMEHTBl MOTYT BHOCUTBCA HW3MEHEHHMs, JUIsl YEro
PYKOBOJHTEINb U3JAET PACHIOPSAIUTEIbHBIN JOKYMEHT (IIPUKA3 WU pacnopsKeHue).
B ciywae peopranuzanuu AesiTeNbHOCTH pa3padaThIBAIOTCS U YTBEPKIAIOTCS
HOBBIE OPTaHU3ALMOHHO-TIPABOBBIE JIOKYMEHTHI.



He3aBucuMo OT OpraHu3aliMOHHO-TIPABOBOW (HOPMBI, XapakTepa M COACpPKAHHUS
JESTEIBHOCTH OpraHU3allMM, €€ KOMIIETEHIIMH, CTPYKTYpPhl U JAPYTHX dbakTopoB
PYKOBOJICTBO JIIO0OM OpraHu3aluu HajAelseTcs MPaBOM OCYUIECTBISTh MCIOJIHUTEIHHO-
pacnopsIMTEIbHYIO JCSATEIbHOCTh M, COOTBETCTBEHHO, H3/1aBaTh PaCHOPSIUTEIbHBIC
JOKYMEHTBHI.

Mmuorue aBtopsl (T. B. Ky3nenosa, B. A. Kyapses, M. B. CrentokoB 151
Ipyrue) MPUACPKUBAIOTCS €IMHOTO TO0JIX0/la K PACCMOTPEHUIO PACHOPSIUTEIBHON
NoKyMeHTaluu. bonee mojgHoe ompenesneHue Ha3HAYEHUs M COCTaBa PaclopsIuTEIbHOU
nokymeHTtaiuu naHo B. A. KynpseBbiM B yueOHuke «OpraHu3arus paboThI ¢
noKymMeHTamMu». (OCHOBHBIM Ha3HAYEHUEM PACHOPSIUTENBHBIX JIOKYMEHTOB SIBISETCA
pPEryJIMpOBAHHE W KOOPAMHALMS JESATENbHOCTH, IO3BOJIIOIINE OpraHy YIpaBJIeHUs

o0ecnieunBaTh peAJM3alMI0 IIOCTABJICHHBIX IEpe] HHUM 3azad, MOJIy4aTh
MakcUMalbHbId 3PQPekT oT cBoed aeaTenbHOocTH. OT TOro, HAaCKOJbKO 3(PPEKTHUBHO
pEryIupyeTcsl NeATEIbHOCTh YUPEKACHUS, 3aBUCAT PE3YJIbTATHI paboThl OpraHu3aluu
[28].

Pemenus, pukcupyromuecs B pacropsiIUTENbHBIX JOKYMEHTaX, MOTYT  KacaTbCs
COBEPILICHCTBOBAHUSI OPTraHU3AIMOHHONW CTPYKTYpPbl YUYPEKICHHUS, OIPEIACICHUS WU
KOPPEKTUPOBKU CPEJCTB U CIOCOOOB OCYIIECTBIECHUS OCHOBHOM (ITPOU3BOJCTBEHHOM)
NEeSTEIBbHOCTH, O0ECTICYEHUSI OPTaHU3aui (PUHAHCOBBIMH, TPYJIOBBIMH, MAaTEPHUATbHBIMH,
MH(OPMAIMOHHBIMUA U UHBIMU PECypCamu.

PacriopsautenbHble TOKYMEHTBI COJIEpP)KAaT PEIICHHS, HIYIIHE CBEPXy BHHU3 10
CHUCTEME YTPABIICHUS: OT YIMPABISAIOINIETO OpraHa K YMPaBIIeMOMY, OT PYKOBOJIUTEIS
OpraHU3alMH K CTPYKTYPHBIM TOApa3aeieHusIM U paboTHukaMm. IMEHHO 3TH TOKYMEHTBI
pean3yIoT ypaBIsieMOCTh OOBEKTOB MO BEPTHKAIIH.

B ropuanueckoM IiaHe pacHOPSAIUTENbHBIC TOKYMEHTBI OTHOCST K IIPABOBBIM
aKTaM. B HUX TOJy9arOT BBIPOKCHUE KOHKPETHBIC FOPHINYECKH BIACTHBIC MPEATUCAHUS
CyOBeKTOB ympaBieHus. PacropsimutenbHble JOKYMEHTHI MOTYT H37aBaThb COBMECTHO
HECKOJIbKO OPTaHOB YIPABIICHUS.

C Touku 3peHus MOpsAKa pa3peuieHus BOMPOCOB (IPUHITHUS PEIICHHI) BCE
pacropsaUTeabHbIC TOKYMEHTBI ICIATCS Ha IBe TpyIisl (puc. 1, 2).

PacnopagutenbHble

AOKYMEHTbI
[
| |
[JOKYMEHTbI, U34aBaemMble [OKYMEeHTbI, U34aBaeMble B yCA0BUAX
B YC/I0BUAX KONNETNANIbHOCTH eANHONNYHOIrO NPUHATUA peLleHni

Puc. 1. Knaccudukanms pacropsiiUTEIbHBIX TOKYMEHTOB



Oprasg:aHoHEC-PACIOPITH TEIEHERE JOKYMEHTE]

L 3

OpraEHzanHOHEEE JOKYMEHTEL

HudopMaltHoEHO-CIPAEOYHEIE JOKYMEHTE

PacmopamuTeIEHER JOKYMEHTEL

. YeTae
- TMono#kenne
. VupeTHTTEHEEH
IOTOEOD
- Huctpyrana

[TpagHIa EHYIPEHHETO
TPVIOEOTD pPacmopamka

'I Permament

ITocTanoEneHHS

IIpuEasz

PacnmopaeerHe

Pemenne

Vyazagwe

— " CmyaedH02 THCEMO

- Cmpaeka

N Joxnagsas
(cmvae0HAT) 2alHCKA

- AKT

— | Tensdomorpamma

- dakc

- IIpoToxon

Puc. 2. Knaccudukauusi opraHu3alimOHHO-PaCOPsIUTEIbHBIX JOKYMEHTOB



[TPAKTUYECKAA YACTbD.

3ananue 1

Ycemas eocyoapemeennoii opeanusayuu ymeepicoaemcs.

1) o6mM coOpaHueM ydpeIuTenei;

2) COOCTBEHHHKOM MMYIIIECTBA;

3) MUHUCTEPCTBOM, KOMUTETOM.

3ananue 2

Honuwume nedocmarowue pexsusumol Yemaea opeanuzayuu’
1) HaumMeHOBaHME OpraHU3alUY;

2) cripaBOYHbBIC JaHHBIC 00 OPTaHU3aIINN;

3) HaMMEHOBAaHHE JOKYMEHTA,;

4) MeCTO U3JIaHHuS;

5) rpud yTBEepKIACHUS;

6) ;

7)
3aganue 3

Bce cywecmsenmvie usmenenust 6 00ANCHOCIHYIO UHCIMPYKYUIO BHOCSM.

1) mpukazom;

2) penieHueMm;

3) pacnopsiKeHueM;

4) ciryxeOHOM 3aMICKOMH.

3ananue 4

Opeanuzayus cuumaemcst CO30aHHOUL

1) co mHS rOCyIapCTBEHHOW pEerUCTPAIINH;

2) c MOMEHTa yTBEPKIEHUS yCTaBa.

3aganue 5

Hanuuue ycmaesa sensemcs o6s3amenvHbiM 0J1s1 pe2ucmpayuy KOMMepP-4eCKux u
HeKOMMePYeCKUXx Opeanu3ayuii:

1) na;

2) HeT.

3apanue 6

B kaxom doxymenme onpedensemcs pono 3apabomHol niamol OpeaHu3aAyUU:
1) B uTaTHOM YMCIECHHOCTH;

2) B IITaTHOM PACTIMCAHUH.

3ananue 7

Ha cobpanuu mpyoosozo koanekmuea oo6Ccyicoaromcesi.

1) MOKHOCTHBIC MHCTPYKITUH;

2) nmpaBuJia BHYTPEHHETO TPYIOBOTO PacIops/IKa;

3) MOJIOKEHUS O CTPYKTYPHBIX MOAPA3ACICHUSIX OpPTaHU3aAIIHIH.




3apanue 8

Kaxue opeanuzayuonnsvie 00Kymenmuol ymeepacoaem pyKogooumeb Opeanu3ayuu:
1) mosnoxeHust 0 CTPYKTYPHBIX MOIPa3ICICHUIX;

2) TOJKHOCTHBIE UHCTPYKITUY;

3) mrTaTHOE pacnucaHue;

4) npaBuiia BHyTPEHHETO PACIIOPSIIKA;

5) Bce nepevrcieHHbIE TOKYMEHTHI.

3aganue 9

Jokymenm, na ocHOBaHUU KOMOPO20 pa3zpabamulearom cmpykmypbl OpeaHu3ayuy u
onpeoensom ee WmamHyo YuUCIeHHOCMb:

1) Ha ocHoBanuu I[lonoxxenue o0 opraHu3aIny;

2) Ha OCHOBaHUU Y CTaBa OpraHu3aIuu.

3ananue 10

Yenosus peopeanuzayuu u mukeuoayuu opeanuzayuu 02080peHbi:

1) B YcraBe opranuzaium;

2) B IOTOBOPE YUpeIUTEICH;

3) BO BCeX MEPEUNCICHHBIX JOKYMEHTAX.

3ananue 11

Ilpu nocmynnenuu na pabomy 6 opeanu3ayUI0 eparicoan 003ameabHO OOJIHCHbL
NO3HAKOMUMb !

1) ¢ YcraBom opranuzauuu;

2) C MOJIOKEHUEM O CTPYKTYPHOM TOJIpa3IesIeHUH, Ky1a MOCTYIaeT Ha paboTy
rpakIaHWH;

3) ¢ JOMKHOCTHOW MHCTPYKIUEH;

4) co BceMU MEePEYUCICHHBIMU JJOKYMEHTAMH.

3aganme 12

Hondicnocmuvie uHCMpyKYuu no Mecmy paspabomku XpaHsam.:

1) 3 rona;

2) 7 ner;

3) 10 ner;

4) NOCTOSIHHO.

3ananue 13

B pazoene « @ynxyuu» 00NHCHOCMHOU UHCIPYKYUU:

1) mepeurcnsaroT OCHOBHBIE HAIIPaBJICHUSI I€SITEILHOCTH PAOOTHUKA;

2) omnpeneneHbl KOHKPETHBIE BUABI pA0OT, BHIMIOJHSIEMbIE PAOOTHUKOM;

3) ycTaHOBIICHBI ITpaBa, HEOOXOAUMBbIE PAOOTHUKY JIJIs1 BHITIOJTHEHHUS BO3JI0KEHHBIX Ha
HETO 00SI3aHHOCTEH;

4) HEeT BEpHOTO OTBETA.



3ananue 14

Pexeuzumul nonoscenus:

1) HauMeHOBaHMS BUA IOKYMEHTA, JaTa, KOJl OpraHu3alliu, 3aroJI0BOK K TEKCTY,
MOJMKUCH COCTABUTENIEH, TEKCT, MeYaTu;

2) HaMMEHOBaHKE BUA IOKYMEHTA, J1aTa, HOMEP, 3ar0JI0BOK K TEKCTY, rpud
YTBEPKJICHUS, TEKCT, MOAMUCH COCTABUTEIICH; IeYaTh;

3) HaMMEHOBaHKE BUJIA TOKYMEHTA, /1aTa, HOMEp, 3aroJIOBOK K TEKCTY, TEKCT, [1€4aTh;
4) HEeT BEpHOTO OTBETA.

3ananue 15

Tonooicenus xpansam no mecmy pazpabomxu:

1) 7 ner;

2) 10 ner;

3) 3 roxa;

4) MOCTOSIHHO.

3aganme 16

Jlamoti nonosicenue asnaemcsi:

1) naTa noanucanus;

2) mata COCTaBJICHHUS,;

3) nata yTBEpKICHUS;

4) HET BEpHOTO OTBETA.

3ananme 17

Kaxue uz nepeuucnennvix 00Kymenmoa a61saiomcs pacnopsaoumenbHulMu.

1) peuienue;

2) yupeauTeabHbIi JOTOBOD;

3) TpyAOBOI IOTOBOP;

4) pacniopsiKeHHe;

5) nucepMmo.

3aganme 18

IIpukas aenaemca:

1) mpaBOBBIM aKTOM, M37]aBAEMbIM JIJI PEIICHHS ONIEPATUBHBIX BOIIPOCOB;
2) TOKyMEHTOM, PUHUMAEMbIM KOJUIETHATBHBIM OPTaHOM JIJISl PEICHUS
MIPOM3BOJICTBEHHBIX 33]1a4, BOIIPOCOB;

3) MpaBOBBIM aKTOM, U3aBa€MbIM PYKOBOJIUTEIIEM B LIESAX pa3pelIeHUs
MIPOU3BOJICTBEHHBIX 3a]1a4;

4) TOKYMEHTOM, COCTaBJICHHBIM HECKOJIbKUMH JIMIIAMHU U TTOATBEPKAAIOIMIUM (PaKThI,
COOBITHSI.

3aganue 19

OcHosanue 015 U30aHUs NPUKA3a AGIAIOMCAL:

1) HOpMaTUBHBIE TOKYMEHTHI TOCYAapPCTBEHHBIX, MyHUITUTIAJIbHBIX OPTaHOB;
2) perieHre coBeTa TUPEKTOPOB, 00X COOpPaHUI aKITMOHEPOB;

3) mpou3BOACTBEHHASI HEOOXOAUMOCTB;

4) Bce OTBETHI BEPHBI.



3aganue 20

IIpuka3zvl no ocHogHoOU OeamenbHOCmU clledyenm XPaHums .
1) 5 ner;

2) 8 ner;

3) MOCTOSIHHO;

4) 10 ner.

3aganme 21

K npuxasam no ocnognou desmenbHocmu OMHOCAM.:
1) mpuka3sbl Mo GUHAHCHPOBAHUIO;

2) mpuka3bl 00 YBOJIbHEHUU paOOTHUKOB;
3) npuKasbl 10 pean3aluy NPOAYKIIUH;
4) npuKassbl MO MJIAHUPOBAHUIO.

3aganue 22

Jlamoti npuxasa aensemcs:

1) naTa yTBepKIACHUS;

2) mata COCTaBJICHHUS,;

3) naTa moJnMcaHus PyKOBOJAUTEIIEM;

4) HEeT BEpHOTO OTBETA.

3ananue 23

He 6epnui cnedyrowue 3a20106Ku npukasa.
1) «O peopranuzanuu NpearnpusITUSY;

2) «lIpuka3 reHepaqbHOr0 TUPEKTOPAY;

3) «lIpuka3 no npeanpusTUIO»;

4) «O0 U3MEHEHUH OIIAThI OTITYCKOBY.
3ananue 24

B koncmamupyroweii uacmu npuxasza ykazwl8aemcs:
1) cpok ucnoyiHeHUS;

2) naTa COCTaBJICHHUS;

3) OCHOBaHME U3/IaHUS TPUKA3a;

4) HOMEp MpHUKa3a.

3aganue 25

Ilpuxaswl noonucvieaem:

1) pykoBoauTenb (MM 3aMECTUTEND);

2) rnaBHBIN OyXranrep;

3) Oyxranrep;

4) HEeT BEpHOTO OTBETA.

3aganue 26

Ha ocnose eounonauanus uzoarom cireoyrowue pacnopsaoumesibHvie 00KYMEHMbL:
1) yxa3sbi;

2) yka3aHus;

3) nmpukassl;

4) peuienus;

5) mocTaHOBJICHHUS.



3ananue 27

Obsa3amenbHOU Yacmblio MeKCma NPUKa3a A6IAemcs:

1) KOHCTaTUpYIOIIas YacTh;

2) pacniopsiiuTeNbHAs YacTh.

3ananue 28

Iloonuce pykosooumens opeanuzayuu Ha npuxaze:

1) 3aBepsieTcst me4aThbio;

2) He 3aBepsieTCs NeYaThio.

3ananue 29

IIpoexm npuka3za, ucnonnenue Komopozo mpedyem uHanco8o2o obecnevenus,
HeobX00UMO CO2NaAco8aAmMb.

1) ¢ ropucrom;

2) ¢ IIIaBHBIM OyXTanTepoMm;

3) ¢ UCTIOJTHUTEIISAMU;

4) co BceMH TMePEUUCICHHBIMU JOHKHOCTHBIMU JIMIIAMH.
3aganme 30

Jonuwume Hedocmarowjue pekguzumol NPUKA3a N0 OCHOBHOU 0esIMelbHOCU.
1) HauMeHOBaHKE OpPraHU3aIUY;

2) nara;

3) HOMEp IOKYMEHTA;

4) 3aroi0BOK K TEKCTY;

5) TeKcT;

6) BU3BL.

3aganue 31

Texcm npukasa no 0CHOBHOU 0esAMeNbHOCHU COCTOUNL:
1) u3 AByX yacrei;

2) U3 TpEX YacTeu.

3aganue 32

Dopmynuposka nyHKma o KOHmpoJie «KOHMpOab 3d UCHOTHEHUEeM NPUKA3a OCMasisiio 3d
coO0UY:

1) nonmyckaercs;

2) He JoIycKaeTcsl.

3aganue 33

Haszseanue suoa doxymenma cinedyem oghopmasames nponucHuIMU OYK8AMU HUICE
HAUMEHOBAHUS OPSAHUIAYULL:

1) yepe3 3 MEKCTPOUHBIX UHTEPBAJA;

2) yepe3 2 MEKCTPOUHBIX UHTEPBAa;

3) uepe3 1,5 MEXCTPOUHBIX HHTEpPBAJIA.

3aganue 34

Jlamy npukaza opopmasaiom credyrouum oopazom:

1) mudpoBbM ciocoOoMm;

2) 6ykBeHHO-IIU(POBBIM CLIOCOOOM;

3) nomycTuMbI 00a BapuaHTa.



3apanue 35

PexBu3uT narta B mpukasze opopmisieTcs yepes MEXCTPOYHBIX UHTEPBaIa HIKE
Ha3BaHUS BUJA JOKYMEHTOB.

3ananue 36

Pecucmpayuonnsiii Homep npukaza neuamaemcsi:

1) Ha cTpOKe, UTO U PEKBUBUT «JIaTay;

2) HUKE PEKBU3UTA «J1aTay;

3) nepes pEKBUBUTOM «aTay.

3aganue 37

Ykaotrcume npasunvnoe oboznauenue mecma uz0anusi NPUKA3a.:

1) r. Mockaa;

2) ropoa Mockaa;

3) Mockaa.

3aganme 38

3azonosox k mekcmy npukaza 0Qopmaaemcs Huxtce peKeUUMa «Mecmo  COCMAaBIeHUs.
U U30AHUAY Yepe3 MeHCCMPOUHble UHMEPBAbL:

1) 2;

2) 3;

3) 4.



IIpakTHyeckoe 3ansitue Ne4
Tema: OdopmieHue opraHu3anMOHHbIX TOKYMEHTOB.

lle./lb 3anamus. OTpa6OTaTL HaBBIKM IIO COCTaBJICHUIO H O(i)OpMJIeHI/II-O
OpFaHHSaHHOHHOﬁ JOKYMCHTAIIUH.

Teopernyeckue cBeleHUsI K MPAKTHYECKOH padore

B makeT yupenuTenbHbIX JOKYMEHTOB OpraHu3aluuid (IpeanpusiThs) BXOIAT:

[} yapenuTenbHBIN TO0r0BOD;

[] ycras;

[ monoxeHue o0 opraHu3aluy;

[} mono»eHue o CTPYKTYPHOM TOJIpa3/IeJIeHUY;

] cTpyKTypa U IITaTHAs YUCIEHHOCTH;

[] mTaTHOE pacIrCaHue;

[} TOJKHOCTHBIE MHCTPYKIIUH.

OpraHn3alMOHHO-IIPABOBBIE  TOKYMEHTBHI ~ ONPEAEISAIOT CTaTyCc MpEeAIpHsITH,
NopsAoK uX paboTbl. OHM SBJISAIOTCS OCHOBOIOJATAIOIIMMU B JAESTEIBHOCTU JIFOOOTO
OpeanpusITHs U 00J1a1at0T BBICIIEH FOPUANYECKON CHITOM.

OpraHuzaiiuoHHass JIE€ATEIbHOCTh YUPEXKIEHUS BbIpa)KaeTcsi B pa3pabdOTKe WU
YTBEPXKICHUH KOMILIEKCA OpPTraHU3AlMOHHO-TIPABOBBIX JOKYMEHTOB, COJEpXKAIUX
npaBuia, HOPMBI, TIOJOKEHMs, YCTAaHABIMBAIOIIME CTAaTyC OpraHu3alu, ee
KOMIIETEHILIUIO, CTPYKTYpY, INTaTHYIO YHUCIEHHOCTb M  JIOJDKHOCTHOM  COCTaB,
(yHKLIHMOHAJIBHOE COAEpKaHUE NEATEIbHOCTH OPraHU3alii B LEJIOM, €€ MOApa3IeIeHUuN U
pabOTHUKOB, X MIpaBa, 00S3aHHOCTHU, OTBETCTBEHHOCTh U IPYTU€ aCIEKTHI.

K opraHu3alioOHHO-IPABOBBIM JOKYMEHTaM OTHOCSITCS: YCTaB OpraHu3alui,
YUpEAUTEIbHBIA JOrOBOP, MOJIOKEHHWE OO0 OpraHu3aliM, MOJOKEHUS O CTPYKTYPHBIX
MIO/IPA3/ICIICHUSX, TTOJIOKEHUS O KOJUIETHAIBHBIX U COBEIATEIBHBIX OpPraHax, PeriIaMeHThI
paboThI anmapaTa yrnpaBjieHHUs], IITaTHOE pacUCaHue, HHCTPYKIIMH 1O OTAEJIbHBIM BUJaM
nesarenbHocTH  (HampuMmep, HHCTpyKuus 1o JOVY), HOmKHOCTHBIE HHCTPYKIUU
pabOTHUKOB, MPaBUJIa U JIp.

OpraHu3aiuoHHO-TIPaBOBbIE JIOKYMEHTBl HPOXOASAT B 00sA3aTeIbHOM MOPSIIKE
MPOLENYPY YTBEPXKICHHS YINOJHOMOYEHHBIM Ha TO OpPraHoM — BBIIIECTOSIIEH
OpraHu3alvei, pPYKOBOJUTEIEM JaHHOW OpraHu3alid, KOJUIETUAJBHBIM OpPraHoM
(HammpuMmep, oOOHmIMM  CcOOpaHUEM  aKIIMOHEPOB, COBETOM JHUPEKTOPOB U  Jp.),
PYKOBOJUTENEM CTPYKTYPHOI'O MOJAPA3ACICHHS B 3aBUCUMOCTH OT BUJIa U PA3HOBUIHOCTHU
JOKYMEHTa. YTBEPKAATbCsl MOTYT OPTraHM3alMOHHBIE JIOKYMEHTHI HENOCPEICTBEHHO
aKTOM PYKOBOJMTENS, PACHOPSIUTEIbHBIM JOKYMEHTOM PYKOBOAUTENS (IIPUKA30M HIIU
pPacopsKEHUEM ) WM KOJUIETHAIbHOTO OpraHa.

OdopMistoTcss OpraHU3alMOHHO-TIPABOBbIE JTOKYMEHTBHI Ha JHCTax OyMmaru
A4.0O0s3aTenpHbl peKBU3UTHI 3TUX A0KyMeHTOB B cooTBercTBUu ¢ ['OCT P 6.30-2003
—VYHUGUIMPOBAaHHBIE  CUCTEMBbl  JOKYMEHTAlud, YHU(UUIUPOBAHHAsA  CUCTEMa
OpraHU3alMOHHO-PACIIOPSAUTEIBHON JOKYMEHTALIUH.

TpeboBanust kK 0HOPMIEHUIO JOKYMEHTOB CIEAYIOIIHE:

| HaMMEHOBAaHKME OPraHU3alMi — aBTOPA IOKYMEHTA;



] HauMeHoBaHKE BUA JOKYMEHTA;

] mara;

[} HOMep TIOKYMEHTa;

[} 3ar010BOK K TEKCTY;

] MOAIINCH;

] rpud yTBEpKIACHUS.

JlaToif opraHu3aIMOHHOTO JOKYMEHTA SIBJISIETCS JaTa e€ro YTBEPKIACHUS.

TexcT OONBIIMHCTBA OPTaHMU3ALMOHHO-TIPABOBBIX JOKYMEHTOB COCTOUT W3
pa3/esioB, UMEIOIIUX COOCTBEHHBIC 3arOJjOBKH, W pa3leieH Ha MYyHKTHl M TOJMYHKTHI,
HyMepyeMbIe apaOCKUMU IUPPaMU.

B mporecce moAroToBKM OpraHU3alMOHHO- MTPABOBBIE IOKYMEHTHI B 00s13aTEIILHOM
MOpSIIKE  MPOXOASAT  MPOLEAYpY  COrjacoBaHusi  (BU3MpPOBaHUSA) CO  BCEMHU
3aMHTEPECOBAHHBIMU MOJPA3ACICHUSIMU U JULIAMHU HOPUAMYECKOW CIYX OBl (IOPUCTOM),
3aMECTUTENIEM PYKOBOJIUTEINS OpraHU3alluy WIM OJHUM U3 3aMECTUTENEH, KYypUPYIOLIUM
COOTBETCTBYIOILIEE I10JI€ IEATEIBHOCTH.

B cocrtaB opraHM3alMOHHO-NIPABOBBIX JIOKYMEHTOB BXOJAT YUYpPEIUTEIbHbIE
JOKYMEHTBI — 3TO JIOKYMEHTBI, HA OCHOBAHMM KOTOPBIX JECHCTBYIOT IOPUAWYECKUE JULA
(YupexJieHus, OpraHu3aIiu, MPEaIPUsITHS).

JIoIDKHOCTHAasT MHCTPYKIHMST — 93TO TMPaBOBOM akT, U3/IaBaeMblii B IIEJIAX
perJaMeHTaluyd OpraHU3allMOHHO-TIPABOBOTO TOJIOKEHUSI pa0OTHHUKA, €r0 00sI3aHHOCTEM,
MpaB, OTBETCTBEHHOCTU U 00ECIIEUMBAIOIINNA YCIOBUS 115l €ro 3(PdEeKTUBHON padOTHI.

JlolokHOCTHAast ~ MHCTPYKLMSL ~ OTHOCUTCS K JOKYMEHTaMm,  HMMEIUUM
YHU(ULUPOBAHHYIO (OPMY M YCTAaHOBJICHHYIO CTPYKTYpYy TEKCTa U COCTOUT U3
cinenyromux pazzaenos ([Ipunoxenue 1):

1. O6mume nonoxxkeHus: (comepkar ciaeAyronmi Habop uHpopmaruu: 0000IICHHBIC
CBEJICHUS 110 JOJKHOCTH, MOJYMHEHHOCTh M KEM PYKOBOIUT, TpeOOBaHUs K 00pa30BaHUIO
(BBICIIEE WJIM CpeIHEEe) M MPAKTHUYECKOMY OMBITY (CTaX pabOThI MO CHEUATBLHOCTH),
NOPSAJOK Ha3HAUYEHUS U OCBOOOXKACHUS OT JOJKHOCTH, 3aMEIICHHUE BO BPEMs OTCYTCTBUS).

2. JlomkHOCTHbIE 0O0s3aHHOCTH (YyCTAHAaBIMBAETCS KOHKPETHOE COJepKaHUe
JesITeIbHOCTU paboTHUKA. B pazgene yka3blBalOT: yyacTOK paOOThI, 3aKpEIJICHHBIH 3a
pabOTHUKOM; BHJBI PadOT, BBITIOJHSEMBIX PAOOTHUKOM, WJIM TIEPEUYCHb, KYPUPYEMBIX
00BEKTOB).

3. IlpaBa (ycraHaBnuBalTCA TMOJHOMOYHMS pabOTHUKA, oOecrneynBaroine
peanu3anrio BO3JOKEHHBIX A HEro O0S3aHHOCTEW; MPaBO MPUHUMATH PEILICHUSA, 1aBATh
KOHKPETHbIE YKa3aHUsI 0 KOHKPETHOMY BOMPOCY, MOAMKUCHIBATh TOKYMEHTHI B Tpejienax
KOMIIETEHIIMH; MPAaBO 0OpalIaThCs C MPEAJIOKEHUSIMU K BBILIECTOSIIEMY PYKOBOJUTEIIO;
MpaBoO TNPECTABUTENbCTBA OT MMEHHM TMOJpa3[eieHus] WIM OpraHu3alud B JAPYTHUX
OpraHu3alMsIX W TMpeAesbl MPeJCTaBUTENbCTBA; MPaBO y4acTBOBAaTh B COBEIIAHUAX, HA
KOTOPBIX paccMaTpHUBAIOTCA BOMPOCHI, OTHOCAIIMECS K JACSITEIbHOCTH pa0OTHHKA; MPaBO
TpebOBaTh HEOOXOTUMYIO JJISI BHITIOTHEHUS BO3JIOKEHHBIX (PYHKITUH WHGOPMAITHIO).

4. OTBETCTBEHHOCTbh (YCTAaHABIMBAIOTCS KPUTEPHUH OLEHKA paboOThl U Mepa
MEPCOHANIBHON OTBETCTBEHHOCTH PAaOOTHHKA).

5. Kpamuduxanumonnele  TpeOoBaHus  (yKa3pIBalOTCS  MpodeccroHalbHbIe
TpeboBanus). JlomKHOCTHAS HHCTPYKIHUS 0hopmMIIsieTcst Ha 001IeM OJlaHKe OpraHu3aIiy.

OO0s13aTeIbHBIMU PEKBU3UTAMH JOJIKHOCTHOW MHCTPYKLUU SBIISIOTCS:



] HaMMeHoBaHKWE OpraHu3alny;

) rpud yTBEpIKICHUS;

] Ha3BaHUE BUJA TOKYMEHTA

[] 3ar0JI0BOK K TEKCTY;

[] MECTO COCTaBJICHUS,

] MOANUCH.

JIOJDKHOCTHAsT MHCTPYKIUS — IOJAMNMCHIBAETCA PYKOBOIUTEIEM  CTPYKTYPHOTO
[OApPA3ACIICHUSI UM YTBEPXKIAACTCS PYKOBOAUTEIIEM OpPraHU3allMd WA 3aMECTUTEIIEM
PYKOBOIHUTEIS, KYPUPYIOLLIETO JAaHHOE I10/Ipa3AeiICHUE.

Busupyrorcst AOJDKHOCTHBIE WHCTPYKUHUH PYKOBOIAUTEIISIMUA 3aMHTEPECOBAHHBIX
MO/Ipa3ieNieHud, PYKOBOJUTEISIMU CIIYKOBI TIEpCOHANIa, IOPUCTOM, a TakKXKe JPYTrUMU
JTOJ>KHOCTHBIMM JIMIIAMH, OT JEUCTBUSI KOTOPBIX MOYKET 3aBUCETh €€ BBINIOJHEHUE. JlaToi
JTOJ>KHOCTHOW MHCTPYKIMU SIBJISIETCS JaTa €€ YTBEPKACHUS.

[Tocne yTBepXKJIeHHS Ha TMOJJIMHHUKE JOHKHOCTHOM WHCTPYKIIMH PaOOTHUK
MPOCTABJISICT O3HAKOMUTEINIbHYIO BU3Y: C HHCTPYKIIMEH 03HAKOMIIEH, JaTa, MOIIHCH.



Coaep:xaHnue NPpaKTH4eCKON padoThI
3aoanus:

1. HazoBuTE OCHOBHBIE YUPEAUTENBHBIE TOKYMEHTHI.

2. I'ne 3akperieHbl TpeOOBaHUSI K O(DOPMIICHHUIO U CTPYKTYpE TEKCTa MOJOKEHUS,
JNOJKHOCTHOM MHCTPYKIIMU?

3. B dyem 3akirovaroTcsi OTIMYUS OQOPMIICHHS yCTaBa U y4YPEAUTEIHHOTO
noroBopa?

4. HazoBuTE OCHOBHBIE BU/IbI YCTABOB, MOPSIAOK UX YTBEPKICHUS.

5. OdopmuTte TUTYNBHBIHN JUCT yeTaBa s UIT Epommna.

6. HazoBuTE OCHOBHBIE PEKBU3UTHI 1OTKHOCTHOW HHCTPYKITUU.

7. Kakue pa3jensl BKIIOUYAET B CE€0s1 TEKCT MOJIOKEHUsA?

8. OdopmuTte TUTYIBHBIN JTUCT TosokeHust 3A0 «L{YM» o nepconaie.

9. CoctaBbTe npoekT mrarHoro pacnucanus aist OO0 «Kapasaiiy.

10. Kakue TpeGoBaHus MPEeAbIBISIIOTCS K 0DOPMIICHHIO periameHTa?

11. HazoBute ocHOBHBIE pa3ienbl [IpaBui BHyTpEHHETO TPYAOBOTO PaCIOPSIAKA.

12. Ha3zoBUTE OCHOBHBIE PEKBU3HUTHI Y CTABA.

13. Odpopmurte rpud yrBepxkaenus mratHoro pacnucanus 3A0 TL «KpacHospbey.

KoHTpoJsbHBIE BONIPOCHI:

1. HazoBuTE OCHOBHBIE YUPEAUTEIBHBIE TOKYMEHTHI.

2. T'me 3akperuieHbl TpeOOBaHUS K OPOPMIIEHUIO U CTPYKTYpE TEKCTa MOJIOKEHMS,
JNOJKHOCTHOM MHCTPYKLIMU?

3. B yem 3akirovaroTcst OTIIMYUS OPOPMIIEHHUS yCTaBa U YUPEIUTEIBHOTO 10roBopa’?

4. HazoBuTE OCHOBHBIE BU/IbI YCTABOB, OPSAIOK UX YTBEPKIACHUS.

6. Ha30BUTE OCHOBHBIE PEKBU3HUTHI JOHKHOCTHOM MHCTPYKIIUH.

7. Kakue pa3essl BKIOYAeT B C€0S1 TEKCT MOJIOKEHUS?

8. Kakue TpeboBaHus NpeabsIBISIOTCS K 0pOpMIICHHUIO perjiaMmeHTa’?

9. Ha3zoBute ocHOBHBIE pa3neinsl [IpaBuil BHYTpEHHETO TPYAOBOIO paclopsiika.

10. Ha3zoBuTE OCHOBHBIE PEKBU3UTHI Y CTaBa.



IIpakTHyeckoe 3ansitue Ned
Tema: OpopmiieHue pacnopsiAuTeTbHBIX JOKYMEHTOB.

lle./lb 3anamus. OTpa6OTaTL HaBBIKM IIO COCTaBJICHUIO H O(i)OpMJIeHI/II-O
paCHOpHI[I/ITeJ'IBHOﬁ AJOKYMCHTAIUH.

Teopernyeckue cBeeHUs K NIPAKTUYECKOM padore

He3aBucuMo OT OpraHu3aliMOHHO-TIPABOBOW (DOPMBI, XapakTepa M COACPKAHHUS
NEATEIIbHOCTH OPraHU3alli, €€ KOMIETEHLHH, CTPYKTYpbl M APYTUX (dakTopoB
PYKOBOZCTBO JIFOOOM OpPraHM3allMK HAAENSETCs MPAaBOM OCYIIECTBIATh HCIIOJHUTEIBHO-
PaCIOPSAIUTEIBHYIO JESITEIBHOCTh M, COOTBETCTBEHHO, W3JAaBaTh PACIOPSAINATEIIBHBIC
TOKYMEHTBL.

Pemenusi, pukcupyronmecs: B pacCopsAUTEIbHBIX JOKYMEHTaX, MOTYT  KacaTbCs
COBEPLICHCTBOBAHUS OPraHU3aLMOHHOM CTPYKTYpPBl YUYPEXKICHUs, ONIPEACIICHUS WIH
KOPPEKTUPOBKU CPEJICTB U CIOCOOOB OCYLIECTBJIEHHUS OCHOBHOW (IIPOM3BOJCTBEHHOMN)
JESITeIbBHOCTH, O0ECIIeUEHUsI OpraHu3alun (PMHAHCOBBIMH, TPYA0BbIMH, MaTepUaIbHbIMU,
MH(OPMALMOHHBIMU ¥ UHBIMHU PECypCaMHu.

Pacniopsaurenbable TOKYMEHTBI COAEpKAT PELICHMs, UAYIIHE CBEPXY BHHU3 II0
CUCTEME YIIPABJICHUA: OT YIPABJAIOLIEIO OpPraHa K YIPaBiIsIeMOMY, OT PYKOBOIUTEISA
OpraHu3allii K CTPYKTYPHBIM MOJApa3ieNeHusiM u paboTHukaMm. IMEHHO 3T JOKYMEHTHI
pean3yIoT yNpaBiIsieMOCTh OOBEKTOB M0 BEPTUKAIIH.

B ropuauyeckoM IuIaHe pacnopsSIAMTENBHBIE JOKYMEHTBI OTHOCST K IPAaBOBBIM
akTamM. B HUX IONy4arOT BBIpAKEHNE KOHKPETHBIC IOPUIAUYECKH BIACTHBIE MPEANACAHUS
CyOBEKTOB ympaBieHUs. PacnopsiiurenbHble JTOKYMEHTBI MOTYT H3JaBaTb COBMECTHO
HECKOJIBKO OPTaHOB YIIPABJICHUS.

C ToukM 3peHus MopsAaKa pa3perieHus] BOMPOCOB (MIPUHATHUS PELIEHUIN) BCE
pacnopsiAuTeIbHbIE JOKYMEHTHI JeNATCs Ha ABe rpynmsl (puc. 1).

PacnopagutenbHble

OOKYMEHTb!
[
[ |
[lOKyMeHTbI, U34aBaemble [LOKyMeHTbI, N34aBaeMble B YCNOBUAX
B YC/IOBUAX KON/IETMaIbHOCTU €AUHOIMYHOTO NPUHATUA PELLUEeHWN

Puc. 1. Knaccudukanus pacnopsuTenbHbIX TOKYMEHTOB

PClCﬂOp}ZOMme]le(l}Z 00KyMeHmaL;uﬂ — OJHa us3 HanboJiee MHOT'OYMCIICHHBIX rpyunn
AOKYMCHTOB, K KOTOpOﬁ OTHOCAT ITOCTAHOBJICHUS, PCIICHHA, PACIIOPSKCHUSA, IIPHUKA3LI,
YKa3aHH:I. PaCHOprI[I/ITCJIBHBIC AOKYMCHTGEI SABIIAIOTCA CPpCACTBOM IICPCAadr IMHMCbMCHHBIX
YKaBaHI/Iﬁ MNOAYMHCHHBIM OpraHu3alsaAM WM KOHKPCTHBIM HCIIOJHHUTCIISAM. B Hux
O(I)OpMJ'I?HOT pPacnopsAaIuTCIIbHYO ACATCIBbHOCTD KOJIJICTHAaJIbHBIX OpTraHoOB n
CANHOHA4YaJIbHUKOB.



B oprammzanmsax pacnopsiAUTEIbHBIMUA JOKYMEHTAMM SBJISIIOTCS IPUKa3bl 110
OCHOBHOH [JEATEIIBHOCTU U JIMYHOMY COCTaBY, MHCTPYKLUH, yKa3aHus. B mpukaszax 1o
OCHOBHOM  JEATEIIBHOCTH  PELIAIOTCA  BONPOCHl  IIPOU3BOJCTBEHHO-XO3AMCTBEHHOU
JESITEIbHOCTH, IIJIAHUPOBAHUS, OTYETHOCTH, (PMHAHCUPOBAHMUSI U T. II. B pukasax no
JIMYHOMY COCTaBY PacCMaTpUBAIOT BOIPOCHI, CBS3AHHBIC C TPOXOXKJIEHUEM CIIYKOBI
COTPYAHUKAaMU  OpraHu3aluy, B  YKa3aHUAX —OICPATUBHBIC  aJIMUHUCTPATUBHO-
XO3MCTBEHHBIE BOIIPOCHI.

Beibop BHma  JOKyMeHTa, MPEAHA3HAUYEHHOTO Uil  JOKYMEHTHUPOBAHHS
pPacCoOpSAAUTEIbHON JEATEIBHOCTH, ONPENEISIETCS YPOBHEM OpraHa yIpaBJCHUs WU
BJIACTH, KOMIICTCHIIMEN JOJDKHOCTHOIO JIMIA, IOPSAKOM MPHUHATUSA YIPABICHYECKOTO
penieHus (eIMHOHAYAIbHO WM KOJJIETUAIIBHO).

Pemienns, nDOCTaHOBIEHWMA W TPHUKA3bl H3AAIOT BO BCEX CIy4asx, Koraa
HE00XOAMMO PHUHATh HOPMATUBHBIN WM MHIUBUAYAIbHBIA aKT IO OCHOBHBIM BOIIPOCaM
KOMIICTEHLIUM OpraHusanuu. PacnopsbkeHus, yKasaHus W3JAl0T [0 ONEPaTUBHBIM
BOIIpOCaM U JJIs1 OpTraHU3allU UCIIOJHEHHS ITIOCTAaHOBJICHUN, PEIICHUN U ITPUKA30B.

B 1nepBoM cilydae pacrnopsauTENbHBIE JOKYMEHTBI M3JAlOTCAd Ha OCHOBE
pelIeHni, NPUHUMAEMbIX COBMECTHO TpYIION pabOTHHUKOB (KOJUIETHEH, coOpaHueM,
COBETOM, MpaBjieHueM U T. I.). KoslernanbHOCTh MO3BOMSIET HamOoJee MPaBUIIBHO U
3¢ (deKTUBHO pemaTh HauboJiee BaXKHbIE BOIIPOCHI JEATENILHOCTH opranu3auuu. Ha ocHoBe
KOJUIETHAJIbHOCTU JIEUCTBYIOT (heliepalibHOE MPABUTEIBCTBO, IPEACTABUTENIbHBIE OpraHbl
M TpaBUTENIbCTBA CYOBEKTOB (enepaud M OpPraHoB MECTHOTO CaMOYIMpPAaBIICHUS,
KOMUTETBI MU KOMHUCCHUM, KOJUIETUM MHUHUCTEPCTB, BBICIIME OpPraHbl YIIPABICHUS
AKIIMOHEPHBIX OOIIECTB U JP.

B cucrteme kosiernanbHbBIX OpraHoB 0CO00€ MECTO 3aHHMMAIOT COBEIIATENIbHBIE IO
CBOEMY CTaryCcy oOpraHbl (HampuMmep, KOJUIETMM MUHHUCTEPCTB, JUPEKLUHH MpHU
PYKOBOJIUTENSAX U Ap.). PemeHusi coBemaTeNbHbIX OPraHOB HOCST HE 00s3aTeIbHBIN, a
PEKOMEHATENbHBIA XapaKTep. DTO 03HAYAET, YTO PYKOBOAUTEID OpraHu3anuyi UMeEET
IPaBO MPUHATH COOCTBEHHOE PEIICHNE, BOIIPEKU PEIICHUIO COBEIATEIbHOIO OpraHa.

B ycioBusAX €OUMHOIMYHOIO IPUHATUSA PELIEHUH BJIACTh II0 BCEM BOIPOCAM
YIPaBICHHUS B OPraHU3aLMU NPUHAUICKUT €€ PYKOBOAUTEN0. ENMHOIMYHOE NpUHATHE
pelieHni  oOecreynBaeT OMNEPATUBHOCTh YIPABICHUS, MOBBIMIAET MEPCOHAIBHYIO
OTBETCTBEHHOCTb DPYKOBOAMTENEH 3a IpPUHATHIE pemieHus. Ha OoCHOBE €IMHOIMYHOrO
NPUHATHA PEIICHUN AeUCTBYIOT defepaabHble MUHUCTEPCTBA, aIMUHUCTPALIUN CYOBEKTOB
Poccuiickoit @enepanyii 1 MyHUIIMIAIBHBIX 00pa30BaHU, PYKOBOJUTENN OpraHu3alluii,
yUpexACHUH, NpeanpusiTui, GpupM (reHepaibHblil IUPEKTOP, TUPEKTOP, UCTIOTHUTEIbHBIN
TUPEKTOp, IpeiceaTeNb MPABICHHUS).

PykoBoauTenu opraHoB yIpaBii€HUs], JEHCTBYIOIIUX HA OCHOBE KOJUIETUAIBHOCTH,
HAJICJSIIOTCA [PAaBOM IPUHUMATh €IUHOJIUYHBIC PELICHUs 10 OIPEIEIIEHHOMY KpYTry
BOIIPOCOB, KaK IPaBWJIO, KaCarOLIEMYCs BHYTPEHHEH ACATEIIBHOCTU OpraHu3aluyd — ee
KaJIpOBOT'0 COCTaBa, MaTepUAIbHOIO U HHOT'O 00ECNEUeHUS U HEKOTOPBIX IPYTHX.

B ycCnoBuSX KOJUIETHAIBHOIO MPUHATUSA PELICHUWM H3JAIOTCS IOCTAHOBIICHUSA M
pemieHns. B ycnoBHAX €IMHOMMYHOIO NPHUHATUS PELICHUN H3IAI0TCSA IIPUKa3bl,
pacHopsKEHUs, YKa3aHUs.



Coaep:xaHnue NPpaKTH4eCKON padoThI

3aoanue:
CoctraBpTe W 0GOpMUTE TIPUKA3bl 10 OCHOBHOM JIESITCIBHOCTH, M JPYTHE

pacnopsiAUNTEIbHbIE JOKYMEHThI, HEOOXOAMMBIE B JIAHHBIX YIPABICHUYECKUX CUTYAILMSIX.
IIpu BBINTOTHEHNHN 3aaHUN MTOJIB3YHUTECH IPUIOKECHHUSIMU.

Cumyayus 1.

JIMpEeKTOp pEMOHTHO-3KCIUTYaTallMOHHOTO MYHULMIIAJIBLHOTO yrpaBieHus: No
15 3ortoB M.T. 5 okTs0ps TeKyllero rojaa u3gaid IMpUKa3 O MOJATOTOBKE K YOOpKe
TEPPUTOPHUI B 3UMHMM IlepuoA Tekymero roga. ['masueii naxxenep Hukomaes b.B. k 15
OKTSIOpSL JIOJDKEH MPOBECTH 3aKpEIUICHHE YOupaeMmblX TEpPpUTOPUIl 3a TEXHUKaMU-
CMOTPUTENSIMU UM JBOPHUKAMH, COCTaBUTh T'pauK ABYXCMEHHOW paboThl Mo yOopke
TPOTYyapoOB U JBOPOBBIX TEPPUTOPHUH, pa3padoTaTh U COIJIAcOBaTh B MpEePEKType OKpyra
IUIaH YOOpKHM TEpPPUTOPUN C TPUBJICUYECHUEM JIIOJAEH M TEXHUKH BEIOMCTBEHHBIX
IIPEANPUATHN, PACTIOIOKEHHBIX HA TEPPUTOPUU OKpYTa.

IIpuka3 u3naH Ha oCHOBaHMM NocTaHOBIIeHUs [IpaButenscTBa MOCKBBI OT 8
ceHTsa0ps Tekyuiero roaa Ne 908 «O roToBHOCTH CITy»0 rOPOJICKOTO XO35IMCTBA K yOOpKe
TeppUTOPHM I.MOCKBBI B 3UMHUN [IEPUOI.

Cumyayus 2.

PykoBoaurenem Komurera mo 3eMenbHBIM pecypcaM U 3€MIICYCTPOUCTBY 10
PK ®enepanvhoit cimyx0b1 3eMenbHOro Kagactpa Poccun  A.T.KonapamoBbiM 1 HOsSOps
TEKYLIEro roga ObUI M3JaH MPUKA3 O BBEACHUU YHUDHUIMPOBAHHBIX (HOPM MEPBUYHON
YYETHOM [TOKyMEHTalluu Mo yuery KaapoB. IIpuka3 wu3gaBancs B COOTBETCTBUM C
noctaHoBieHneM ['ocynapctBeHHOro KomuteTa no cratuctuke ot 06.04.2001 Ne 26 «O06
VTBEPXKJICHUH YHU(PUIUPOBAHHBIX (POPM MEPBUYHON YUETHOW JTOKYMEHTALUU MO YUETY
TpyZda ¥ €ro OIUIaTbDy M C LENbI0 co3AaHus B KoMmuTere e€IMHOM CUCTEMBI KaJIpOBOU
nokymeHTaruu. [lpukazoM BBOAWIHCH B JAeMcTBHE C | HOSOpS TEKyIero roja Bce
yHuUIMpoBanHbie  Qopmbl, Bomemmme B AnsOom  Y®DJ[,  yTBEepKICHHBIH
BBIIIIEYKAa3aHHBIM ITOCTAHOBJICHUEM.

[Ipoekt mpukasza 3aBU3UPOBaANIM IOPUCKOHCYNIbT Tumenko M.A., uHcnekTop
otaena kaapos JKykosa T.I1.

Cumyayus 3.

Hupextop OO0 «3tanon» (3apeructpupoBano B T.IletpozaBojcke) JI.b.Ilomor 12
(dheBpaisi TEKYIIEro rojia u3aail pacnopsDKeHUE O MPOBEICHUM PEMOHTHBIX padOT B IIeXe
No 3 B cBSI3U C aBapUIHBIM COCTOSIHUEM OTOINMUTEIBHOW CUCTEMBI liexa. PacnopsikeHuem
MPEANKUCHIBAIOCh TPOBEACHUE PEMOHTHBIX pa0OT B YKa3aHHOM II€Xe, 3a 4TO
OTBETCTBEHHBIM OB Ha3HAY€H HAYAIbHUK PEMOHTHO-TEXHUYECKON CIyx)Obl MakapoB
JI.W. Cpoxk BeImoTHEHUS Beex paboT — 15 peBpans Tekyrero roaa.

OcymecTBieHre KOHTPOJIS 3a MPOBEACHUEM PEMOHTHBIX pabOT BO3JIarajaoch Ha
HauvanbHUKa 1exa Ne 3 Antonona FO.B.



Pacropspkerne OBUIO  3aBU3MPOBAHO HAYATLHUKOM PEMOHTHO-TEXHUYECKOU
ciy k061 MakapoBbiM J[.M. u HauansHuKOM 1iexa Ne 3 AntonoBsiM [O.B., 3amecturenem
mupektopa [1.11. AGpaMOBBIM.

KoHTpoJibHBIE BONPOCHI:

. Ha3oBUTE OCHOBHBIE OPraHU3aMOHHBIE JOKYMEHTHI.

. Onpenennre Ha3HAYEHHUE PACTIOPAIUTEIBHBIX JOKYMEHTOB.

. B uem 3akmtouarorcst oTauuns opOpMIICHUS MTPUKa3a U BBIMUCKH U3 IpUKa3a?
. Ha30BUTE OCHOBHBIE PEKBU3HUTHI PACHOPAIUTENBHBIX JOKYMEHTOB.

. Kakue pa3nensl BKito4aeT B ce0s TEKCT JOJKHOCTHOM MHCTPYKIUU?

. Kakue TpeboBanus npeabsaBiastoTcs K 0pOPMIEHUIO TOCTAHOBICHUS?

. Ha3oBuTE OCHOBHBIE pa3/ieiibl IITATHOTO PACTIMCAHUS.

. Ha30BUTE OCHOBHBIE PEKBU3HTHI PACIIOPSIKEHUS.

OO\ DN kA~ W —



IMTPUJIOXEHME 1

Cmpykmypa npukaza

HANMEHOBAHUWE OPI"TAHU3 AN
CIIPaBOYHBIE IaHHBIE 00 OpraHu3anuu

ITPUKA3
00.00.0000 Ne 00
MECTO COCTABIICHUS

3aroJIoBOK K TEKCTY HAYMHACTCA
C Impeajiora «o», OTBEYaCT Ha BOIIPOC

B koHcTatupyromieii 4YacTM UM3JAralOT OCHOBaHWsSI, €M, MOOYIMBIIHE
PYKOBOJICTBO OpraHH3alluu M3JaTh MpUKa3. B HEKOTOPHIX ciydasx, KOrja OCHOBaHUs
OYEBH/IHBI, KOHCTATUPYIOIIAs YaCTh OMyCKAETCHI.

PacniopsimuTenbHas 4acTh HAUMHAETCS CO CJIOBA:

[TPUKA3BIBAIO:

1. B Hauane myHKTa IPUBOJUTCS HAMMEHOBAHUE JOJDKHOCTH WCIOJIHUTEINSA, €ro
®.N1.0., win HauMEHOBAaHUE CTPYKTYPHOTO TOJApasjeiieHus (B AATEIILHOM Maliexke),
3aTeM YeTKO M3JIaraeTcs CoAep KaHue MpearaeMbiX JeiCTBUM (HaYMHAETCs ¢ Tharoia
HeomnpeaeNeHHOU (POPMBI) U YKA3bIBACTCSI CPOK MCTIOTHCHHUS.

2. CTpyKTypa MOCIEIYIOMINX MyHKTOB aHaloruyHa. [IyHKTBI MOTyT pa3OuBarbcs
Ha noAnyHKTHI (1.1,2.3 u T. 11.). B OTAENBHBIX CllydasX TEKCT MOXKET MPEJICTABIATHCS B
BHJI€ TaOJINIIBL.

3.B mocnemHeM myHKTE TmpWKa3a MPHUBOJUTCS yKa3aHUE O KOHTPOJIE 3a
UCIIONIHEHNEM TipuKkas3a: KOHTposib 3a HCIOJHEHHWEM TMpUKa3a BO3JIOKUTh HA...
(yka3piBaercss ~ goipkHOCTh, @®.M.O. wiM  HauMEHOBaHHE  CTPYKTYPHOTO
MO/pa3/IeNECHNUs).

HaumeHoBanue 1OMKHOCTH
PYKOBOJUTENS (moamwuch) H. O. ®amunus

B13bl 3aMHTEpPECOBAHHbIX ANLY,
JomKkHoCTb

Moanuvck n. 0. Pamunua
00.00.00

NcnonHutens (Pamumnmsa, Uma, OTuecTso)
TenedoH (000 00 00)

B neno 00-00 naeHTMdurKaTop
(moanwuce) 3/IEKTPOHHOM
00.00.0000 KONMKU OOKYMEHTA




IMTPUJIOXXEHUE 2

Cmpykmypa pacnopsaicenus

HAMMEHOBAHUWE OPTAHU3AIINU
CIPaBOYHBIC JaHHBIE 00 OpraHU3aluu
PACIIOPSIDKEHUE

00.00.0000 Ne 00

MecTo usnanus

3aroj0BOK HAUMHAETCSA C BOIIpoOCa — O uyem...

Tekcr noOKyMeHTa HAYMHACTCS C KOHCTATUPYIOIICH YacTu (WM3jiaraercs Ieib
WM [IPUYKHA TOAroTOoBKHM ). KoHcTaTHpyIoIIast 4acTh MOXET OTCYTCTBOBATh.
PacniopsimutenpHas 4acTh HAUUHAETCS CIIOBOM
OBA3bIBAIO:

1. ITyHKTBI pacmoOpsKEHUS CTPOAT MO CXEME: JOJDKHOCTb, WCIOJIHUTENb —
JICUCTBUE — CPOK MCIIOJHEHHUS.

[Tocnenuuit myHKT pacnopsbKeHus: GOPMYITHPYIOT CIEIYIOIIIM 00pa3oM:

KoHTposb 32 BBIMOJIHEHHEM PAaCHOPSDIKEHUS BO3JIOKHTH Ha (HAUMEHOBAHUWE
TOJDKHOCTH, MHUIIUATIBL, (pamMuius).

HaunmenoBanue HOKHOCTH JIUIIA,
MOAMKUCABIIETO JOKYMEHT (monmucek) H. O. damunus

I'pu cornmacoBaHus UM BU3BI
(HauMeHOBaHUE JIOJIKHOCTH,
MOJITUCH, pacM(pOBKa MOIIUCH, J1aTa)




IIpakTnuyeckoe 3anaTue NeS.
Tema: OdopmiaeHue HHPOPMALHOHHO-CIIPABOYHBIX IOKYMEHTOB.

Ilenvy 3anamusa: OtpaboTaTh HABBIKK 10 COCTaBICHUI0O U  O(QOPMIIECHUIO
MH(OPMAIIMOHHO-CITPABOYHON JTOKYMEHTAIIUU.

Teopeaneclme CBCJICHUA K HpaKTI/I‘leCKOﬁ paﬁoTe

[Nonapnsroniee GOJIBUIMHCTBO JOKYMEHTOB, OTHPABISIEMbBIX U3 YUPEXKICHUH U GUPM M HAIPABISEMBIX UM, SIBISIOTCS
nHPOPMANOHHO-cIIpaBOUYHBIMUA. OHHU cozepikaT MH(OpMAIio o (aKTHIECKOM IOJOXKEHHU JeT B YUPEKACHUAX, KOTOpas
CIIy’)KUT OCHOBaHMEM [UIl TPHHATHA PacCHOPSANTENBHBIX IOKYMEHTOB, K HH(pOpPMannOHHO-CIIPaBOYHBIM JIOKYMEHTaM
OTHOCSITCSI: CNPaBKW, MAOKJIAAHBIE W OOBSCHUTEIbHBIC 3alMCKH, CBOJKH, OO30pBI, aKThl, ITHUCbMA, TEJIETPAMMBI H
teneoHorpaMmMbl, OHM HOCAT BCIIOMOTATENbHBIN XapakTep II0 OTHOIIEHWI0O K OPraHW3aIlMOHHO-PACTIOPSANTEIHHBIM
JIOKyMEHTaM, He SIBJIIOTCS 0053aTEIbHBIMHU K HCIIOJHEHHUIO B OTIIMYME OT HHUX. MH(popMamus, conepxamascsi B HUX, MOXET
MoOYXIaTh K JEWCTBHIO MII MOXET OBITh JIWIIb NPUHATA K CBEJICHHUIO.

CrpaBKy -JIOKyMEHTBI, COAEpIKalllie TEKCTOBYIO M (MJM) TaOIMYHYI0 000OIIEHHYI0 MH(POPMAIHMIO MO KaKOMY-JH00
OIIpEJICTICHHOMY BOIIPOCY, O COCTOSIHUH JIeJl, XapaKTePHbIE MOKa3aTesH, ONUCaHNEe U HOATBEPKICHUE TE€X WIN UHBIX (PaKTOB U
cOOBITHIL.

CropaBku JensiT oObIMHO HA JABE TPYHIBI - ¢ MHpOpManuedl o ¢akrax W COOBITHSIX CIY)KeOHOTO Xapakrepa H
BbIJJaBaeMble 3aMHTEPECOBAHHBIM I'PAXKIaHAM M YUPEKICHUSIM, YIOCTOBEPSIOIINE KaKoi-mibo opuandeckuii pakr. Hanbonee
MHOTOYHMCIICHHOH W €XEJHEBHO COCTaBJIIEMOM SBISETCS BTOpas TpyNIa CHPaBOK. OTO CHPaBKH O IIOATBEPIKICHUH
3aHIMAaeMOH JJOIDKHOCTH, 3apa00THON IUIaTe, MECTE MPOKUBAHUS, HATHMINN YKANBCHIEB | T.II. Tak Kak CHTYaIuH, 10 TOBOLY
KOTOPBIX 3TH CIPaBKH BBIJAIOTCS, KaK MPaBUIIO, TUTIOBBIC, IPUMEHSIOTCS YHU(HUINPOBaHHBIE TpadapeTHble OmaHku. VHoTaa
(hopMBI OJTAHKOB TaKHMX CIPABOK NPUIATrar0TCsl K HOPMATUBHBIM aKTaM.

IToMumo yka3zaHWs Ha3BaHUS BEIOMCTBA, YUPEXKICHMsS, BHIAa JOKYMEHTa (CIIpaBKa), JaThl U HOMEpa 3TH OJIaHKH
HMEIOT OTIIeYaTaHHbII THIIOBO TekcT. Hanmpumep, ¢popma crpaBku 0 70Xo1ax (pU3NIECKOTO JINNA 32 TOA.

TekcT cnpaBky OOBIYHO HAUMHAETCSA C yKa3aHWS B MMEHUTEJIFHOM Majeke (aMHINM, UIMEHH M OTYECTBa JIMIA, O
KOTOPOM COOOIIIal0TCs CBEICHNA. B KOHIIe CIIpaBKHM JaeTCsl Ha3BaHUE YUPEKICHU, Kyla OHA MpeAcTaBiseTcs. B TekcTe Takoit
CIOpaBKM HE JMJODKHO OBITh apXaWdHbIX OOOPOTOB, COJEpKallMX HEHY)KHBIE CIIOBa THIA 'HacTosmias CIpaBka',
"nefictBuTenbHO yuutes'\1 T 1. Ha cripaBke cTaBsATCS ATl €€ MOANKMCAHNS U BBIIAYH. TEKCT CIIPABKH 3aBEPACTCS MOIUCHI0
U TIeYaThIo,

CnpaBku MHGOPMAIIMOHHOTO XapakTepa OTPaKaroT WHIUBHIYyalbHbIe cuTyaund. OHM COCTABISIOTCS 110 3alpocy U
MIPE/ICTABISIIOTCS. B YCTaHOBJIEHHbIE Cpoku. CIIpaBKHM, HalpaBisieMble 3a Ipenelbl yupexaeHus, oGopmisioTcs Ha oOriem
OnaHKe, a TPEJICTABISIEMble BHYTPH YUPEXKICHHS - OQOPMIIIOTCS HA YHCTOM JINCTE OyMar, HO MMEIOT T K€ PEKBH3HTHI.
Jlup Ha MecTe Ha3BaHMS YUpExkICHHUA-aBTOpa Oy/leT yKa3aHO CTPYKTYPHOE MO/pa3/ielicHHE.

[Jara, agpecar, 3arojoBOK, TEKCT, IOAMKMCH - 0OsM3aTeNbHBIE PEKBU3UTHI 3THUX IBYX Pa3HOBHIHOCTEH CIIPABOK,
3aroyI0BOK CIIPaBKH MOXET CO/EPXkATh IEPHO]] BPEMEHH WIH AaTy, Ha KOTOPYIO IPUXOISTCS IPUBOIUMBIE B CIIPAaBKE JaHHBIE.
Hanpumep, crpaBka "O monBeneHnr UTOTOB KOHKypca B 1997 r.". CrpaBka J0KHA 0OBEKTHBHO OTPAXKaTh COCTOSHHE IEI,
MIO3TOMY €€ COCTaBJIEHUE TpeOyeT THIATeIbHOTo cOopa M INPOBEPKH CBEICHMH, CONOCTAaBICHMUS M aHANIN3a IOJY4YEHHBIX
JaHHBIX. B Heilt MOTyT OBITH IPHUBEICHBI TAOIHNIIBI, JABATHCS MPHUIOKECHHA. [I0IICHIBAIOT CIIPaBKy JINIIA, €€ COCTABIISIBIINE U
HECYIIHEe OTBETCTBEHHOCTh 3a IIPECTaBIICHHBIE JaHHBIE.

JloxnanHele 1 OOBSICHUTENbHBIE 3alMCKU CIIY)XKaT Ui Nepeaadd MHPOPMAaIldh C OJHOTO YPOBHS YIpaBICHHUS Ha
JIPYTOH M 9acTO SBIAIOTCS OCHOBAHUEM JUIS U3AAHUS PACTIOPSITUTEIBHBIX JOKYMEHTOB.

JloknanHas 3amucKa-JOKYMEHT, aJpeCOBAHHBIM PYKOBOJUTEINO MAAHHOTO WM BBIIIECTOSILErO YUYPEXKICHUS HU
nHGOPMUPYIOMMIT €ro O CIIOKHMBIICHCS CHTYyallMd, WMEBIIEM MECTO SBJICHWM MM (akTe, O BBHINOJHEHHOH paborTe,
coJlepKaliil BBIBOABI M IpeJUIoKEHUs cocTaBuTenss. OHa TOTOBUTCA Kak MO WHHUIMATHBE aBTOpa, TaKk M MO YKa3aHWIO
pykoBojcTBa. Llesb WHMIMATUBHOW JOKJIATHOM 3alMCKU - MOOYAWTH PYKOBOJHTEJNSI INPHUHSITH OINpPEJENICHHOE pPElLIeHHE.
[TosTOMy TeKCT MOKJIaJHOM 3amMCKH YETKO JEJMTCS Ha JBE YacTW: IiepBas - KOHCTaTHpylomas (omucaTesibHas), Ie
W3JIaraloTcs MMEBIIHME MECTO (DAKTBl WIJIM OINMCHIBACTCS CHUTYallMs, M BTOpas - /i€ W3JaraloTcsl IPeUIOKeHHUs, TPOCHOBI.
JloxmaHbIe 3aITUCKH, HHPOPMHUPYIOIIHE PYKOBOIUTENS O X0€ padoT, MOTYT NMPEICTABIATHCS PETYISPHO.

TexcTy mOKIAAHOW 3amMCKH 00A3aTEIBHO MPEALIECTBYET 3aroyioBoK, Kak m B chpaBkaXx, OT aapecaTa 3aBUCHT
odopMIIeHHE 3TOTO BHJAa JOKYMEHTOB. /|OKIIaJHbIE 3aIMCKH, TOJaBaeMble PYKOBOANUTEINO CTPYKTYPHOTO MOIPA3IEIeHUs WIIH
PYKOBOJIUTEIIO YUPEXKACHUS, 0(OPMIIAIOTCS Ha IPOCTOM JIMCTE OyMaru mo THITy o01ero 6jJanka. MammHOIMCHBIM CTIOCOO0M
BOCIIPOM3BOMATCA PEKBU3UTHI: HANMEHOBAHHE CTPYKTYpPHOTO IOJpPAa3ZCICHUsI-aBTOPa, BU AOKYMEHTa (JOKIAmHAs 3aINCKa),
nmara. [logmuceiBaeT BHYTPEHHIOIO [OKIAJHYIO 3allCKy COCTAaBUTEIb. BHEIIHAA [MOKIagHas 3alHcKa, aapecyemasl B
BBILIECTOSIIUE MHCTAHINH, 0(OPMIISIETCS Ha 00IeM OJIaHKe YUPEsKIACHHS ¥ MOIIHUCHIBACTCSI PYKOBOJICTBOM.

OObsicHUTENBHAs 3aIMCKA - JIOKYMEHT, IOSICHSIIOIIUHA CO/Eep)KaHUE OTAEIBHBIX IOJIOKEHUI OCHOBHOTO JOKYyMEHTA
(m1aHa, oT4yera, MPOEKTa M T.A." MM OOBSCHSIOIMHA NMPUYMHBI KaKOTr0-1H00 coObITHs, (akra, noctynka. OObSICHUTENBHbBIE
3aIUCKU 110 COAEPIKAHUIO MOXKHO Pa3eNUTh Ha ABe rpynmnsl. K nepBoil OTHOCATCS TOKYMEHTBI, Yallle BCErO COMPOBOXKAAOIINE
OCHOBHOH JOKyMEHT (IIaH, OTYET) M MOSCHSIONINE COJEep)KaHHE OTHCJIbHBIX MOJO0XXEHHH OCHOBHOTO aoKymeHTa. OHHM



odopmisitoTes Ha o0mieM OnaHKe yupexaeHus. BTopyio rpymmy cOCTaBISIOT OOBSICHUTENBHBIC 3AUCKH 110 ITOBOAY KaKHX-
100 MPOWCIIECTBUH, CIOKUBILUXCS CHUTYalHi, MOCTYIKOB M MOBEACHHS OTICIBHBIX PAaOOTHHKOB. TEKCT TakmX 3aIlHCOK
JIOJDKEH OBITh yOeTUTENbHBIM, COJAEPKaTh HEOIPOBEPKHUMBIE JI0Ka3aTenbcTBa. Kak M BHyTpeHHHE JOKJIAJHBIC 3alUCKH, OHU
0o OpMIIIOTCS Ha YUCTHIX JHCTaX OyMart ¢ BOCIIPOM3BEICHUEM TEX JK€ PEKBU3UTOB M MOATHCHIBAIOTCS] COCTABUTEIIEM.

AKT-IOKyMEHT, COCTaBJICHHBIH HECKOJBKUMH JIMIAMH A IOATBEP)KICHUS YCTAHOBJIECHHOTO (hakTa, COOBITHS,
neiicTBuA. Yame BCEro akThl COCTAaBILIIOTCS KOMHCCHSMH KaK IIOCTOSIHHO JEHCTBYIOIIMMHM, TaK M Ha3HA4YaeMbIMU
PpacIopsIIUTENEHBIM JOKYMEHTOM (OOBIYHO MPHUKA30M).

B oTnenpHBIX citydasix akT MOXKET OBITh COCTABJIEH OJTHMM WJIM HECKOJIBKUMHM JOJDKHOCTHBIMU JMIaMu. [ToBoabl aiist
COCTaBJICHUSI aKTa MOTYT OBITH Pa3IMYHBIMHU, OTCIOA M OOJIBIIOE KOJIMYECTBO PA3HOBUIHOCTEH AKTOB: aKThl JHKBHIALUH
(YupexneHul, peaupHusTHil, OpraHu3anuii); npuema-nepenadn (IpH CMEHE PYKOBOJCTBA, Hepenadye ejl, MaTepHaIbHBIX
LEHHOCTEeH U T.J.); JerycTaluy; IprueMa OObEKTOB; MPOBEJCHUS UCIBITAHUN; YHUYTOXEHUsS JIeJ, UCTIOPYEHHBIX TOBAapOB U
T.IL.; CIMCaHMs1; NHBEHTApH3allMK; HECUACTHBIX CIy4aeB, aBapuid U Ap. Ecny HeT yCcTaHOBJIEHHOH HOPMAaTUBHBIM JIOKYMEHTOM
(hOpMEI aKTa, TO HE3aBUCHMO OT Pa3HOBUAHOCTH OHHU COCTaBIIIIOTCA IO EMHON CXEMe.

[Ipexnae Bcero WieHB KOMHUCCHU JOJDKHBI M3YYUTh CYIIECTBO BOIPOCA, MOUICKAIIETO OTPAKEHUIO B aKTE, a TAKXKE
3aKOHOJATEIbHBIC W HOPMAaTHBHBIC TOKYMEHTBI, PETYIUPYIOLINe AaHHBIM Bompoc. Hampumep, B yupeXIEHHUH IIPOBOAUTCS
IIPOBEPKa OPTaHU3ALNH PAOOTHIX MHCHMAMH, KAJT00aMH 1 3asIBICHUSIMHA TpaXK1aH. YIeHbI KOMUCCHH JOJIKHBI O3HAKOMUTHCS C
"TUIIOBBIM TIOJIOKEHHWEM O BEICHHWH [EJONPOM3BOJACTBA IO MPEIVIOKEHUSIM, 3asBICHMSAM M >KalobaM TpaxgaH B
TOCYAapCTBCHHBIX OpraHax, Ha MPEANPUSATHAX, B YUPEXKICHUSIX W OpraHM3anuax’. 3HaHHWE 3TOTO JIOKYMEHTa ITOMOJKET
KOMHCCHHU ONPENENINTh CBOEBPEMEHHOCTh PACCMOTPEHUs KajloO, MOPSAOK PErucTpally, XpaHEHUS U T.J., HAMETHUTh KpYT
BONPOCOB IS TIPOBEPKHU. B akte OTpaXarOTCA TOJIBKO TC q)aKTI)I, KOTOPBIEC TOYHO YCTAHOBJICHBI JIMIAMH, MOANIUCBIBAIOIINMU
JokyMeHT. [lepBoHauanbHO BeAyTCsl YEPHOBBIE 3aITUCH, (PMKCHPYIOIINE KOJINYECTBEHHbIE JIaHHBIE, a 3aTEM YXKE COCTaBIISICTCS
TEKCT JOKyMeHTa. AKT odopmisieTcst Ha obuieM Oaanke. /lata 1 MecTo cocTaBieHUs, MPOCTaBIIsieMble B OJJaHKE aKTa, TOJKHBI
COOTBETCTBOBATH JAaT€ U MECTY aKTUPYEMOTI'O CO6I)ITI/IH. I[J'ISI 3HAYUTCIIBHOTI'O KOJIMYECTBA MMOBTOPAIOIINXCA CI/ITyaHI/Iﬁ HUMCHOTCA
yHAUIHpoBaHHBIE TpadapeTHsle (opmbl. Hampumep, yHnpunupoBaHHbIE (OPMBI aKTOB O JIMKBHAAIMN YYPEKICHHMS,
o0beMHEeHNS, TpennpusIThi43, akTOB, COCTABISIEMBIX ApXMBHBIMH YUPESKACHHAMH NPU IPOBEPKE HATWYMA M COCTOSHHSA
APXMBHBIX JEI, U T.II.

TexcT akTa JeTUTCS HA TPH YacTH: BBEJCHUE, KOHCTATHPYIOIIAS YacTh U BHIBOJIBI.

Texkct BBemeHHMS BO BceX akTax (opMann3oBaH. B HeM yKa3bIBaeTCsSi OCHOBaHME JUII COCTAaBICHHUS aKTa,
MIEPEUHUCIISFOTCS JINNA, COCTaBIIIOIINE aKT (MOTYT OBITh YKa3aHbI M IPHCYTCTBYIOIINE TIPH 3ToM Jinna). HaunHaercs sTa gacth
akra cyioBoM "OcHoBaHue", KOTOpOE MmevyaraeTcs yepes 2-3 uHTepBaia Mociie 3arojoBka, ¢ ad3ama. [Tocie ciosa "OcHoBanue"
CTaBATCA ABC TOYKU U YKA3bIBACTCA HAMMCHOBAHUEC PACHTOPAAUTECIILHOTO MTOKYMEHTA B MMCHUTCIHLHOM MAACXKE, aBTOP, €TI0
JlaTa, HOMEp U 3arojIoBOK.

damuimu 4JeHOB KOMUCCHUU U MPUCYTCTBYIOIIUX pacrojiaratoTcs Io aJ'I(baBI/ITy. B na3zBanue JOJDKHOCTH BXOOUT H
Ha3BaHWe yupexaeHus. KoHcTaTupylolas yacTh HauMHaeTcs ¢ ab3aua. B Hell u3naratorcst nemnu, 3aa4i U CyIecTBO paboThl,
NPOJICIAHHOW COCTABUTENSIMU aKTa, €€ pe3yibTaTbl. Pe3ynbraTbl paboThl MOTYT OBITh OQopMIileHbl Tabiuuei. B
3aKJITIOYUTENIFHON YacTH aKTa JEIaloTCs BBIBOJBI MIIM JAIOTCSI PEKOMEHJANNH. JTa 4acTh TEKCTa He 00s3aTeNbHa. AKT MOXET
3aKaHYMBATHCS W KOHCTaTalMer (GaKkToB.

[ocne TekcTa mepen MOAMMCAMH ITPH HEOOXOIMMOCTH YKa3bIBAIOT KOJMUYECTBO COCTABIEHHBIX SK3EMIUIIPOB aKTa U
NX MECTOHAXOXKJEHHE. DTa 4acTh aKTa TaKXkKe He 00s3aTesbHa.

Psan pasHoBHAHOCTEH akTOB TpeOyeT yTBepxkaeHMs. Hampumep, akT O JIMKBHIAIWMU YUPEXKICHHS YTBEp)KAAETCS
PYKOBOAMTENIEM BBIMIECTOSIIETO BEAOMCTBA (MHHHCTPOM), aKT O BBIICICHHM K YHHUYTOXKEHHIO JOKYMEHTOB W M€ ~
PYKOBOJUTEIIEM YUpexieHus. Y TBepikaeHue odopmisiercs: rpudom B cooTBeTcTBHHU ¢ TpeboBanusimu ['OCTa.



CoaeprxaHue npakTu4ecKoil padoTbl

3aoanue:
COCTaBbTC nu O(l)OpMI/ITe CHpaBO‘{HLIe ):[OKYMCHTI)I, HeO6XOI[I/IMBIe B JAHHBIX ynpaBJlquecm/IX CI/ITyaHI/IﬂX.

HpI/I BBITTIOJTHCHUH 3a,ﬂaHI/II>'I HOJ'II;3yI71TCCB MMPUIOKCHUAMU.

Cumyayus 1.

Hupekmust OO0 «Actpes» (Cankt-IlerepOypr) 12.08.200  t. mpoBeno cBoe odepemaHoe
3acenanue, Ha kotopom npucyrctBoBaiu Boctpskos C.T., Ctynues I1./1., Jlebenes .M., Antonos I1.JI.,
entynosa B.I'., Tumodeen A.A., Crynosa M.H.

Ha 3acenanuu obcyxnanoce nBa BoOIpoca: 0 XoJe pekiamHoil kammanuu B 111 kBaprane
200 r. u 0 mepexojie Ha HOBYIO CUCTEMY BBITLIAThI IPEMUATIBHBIX.

[To mepBoMy Bompocy ciymiand cooOIIeHHe HaudalbHHKA OTIeNa pekiiambl BocTpsikoBa
C.T., TekcT cooOmIeHusT KOTOporo ObLT TepenaH cekperapro 3acenanus H.J[.benopoit. Ilo stomy xe
BONPOCY BHICTYNUI (uHAHCOBBIN nupekTop TumodeeB A.A., KOTOPHI 0100pui yBEIUYEHUE PACXOA0B
Ha HapykHyto pekiamy B I kBapraie 200 r. Ha 5%.

[To BTOpoMy Bompocy cuaenan coobmenue CtynoB M.U. u TekcT cOOOIIEHHUs TakkKe
nepenan cekperapto. Ilo nanHOMY ke Borpocy BeicTynwin AHTOHOB [1.JI., HayanbHUK OTAENA KaapOB, U
Jlebene .M., nupexrop mno npoaaxkam. [lepBbiii 0g00puil HOBYIO CHCTEMY BBIILIATHI MPEMHUATBHBIX U
PEKOMEHIOBAI TOATOTOBUTH HeoOxomuMmbie aokymeHTs kK 01.09.200 . Bropoii mpennoxui
nopaboTaTh HOBYIO CHCTEMY BBIIUIATHI NMPEMHUANBHBIX W PEKOMEHOBall MPOBECTH TOJOCOBAHUE IO
JTAHHOMY BOIIPOCY Ha 00111eM cOOpaHuu TPYAOBOTO KOJIJIEKTUBA.

B urore 3acenanus Obin NpUHATHL cienyomue pemenus: 1. Ogobpute padory otaena
pexnamsbl B 11 kBaprane 200 1. 2. [IpoBecTtu oO1ee coOpaHue Tpya0BOro KOJIJIEKTUBA IO BOMPOCY O
IIEPEX0/I€ Ha HOBYIO CHCTEMY BBIIUIAThl peMHanbHBIX 15.08.200  r. OTBETCTBEHHBIM 3a MOATOTOBKY
coOpanus Obl1a Ha3HaueHa 3aB.kaHuenspueit lllentynosa B.I'.

Cobpanue Ben npenceaarens O.A.Pymsnies.

Cumyayus 2.

PykoBogutenem Komurera 1o 3eMenbHBIM pecypcaM M 3emieyctpoilctBy mno PK
VHBeHTapu3allMOHHAs KOMUCCHS, CO3/1aHHAsi Ha OCHOBAHUU NpPHKa3a JupekTopa MOCKOBCKOro 3aBoja
[0 PEMOHTY 4acoB W oBelNMpHbIX u3fenuid Ne 24 ot 15 ¢eBpans Tekymero roga, B COCTaBe
npencenarens OctpoBckoro 2.A.(3aM.INIaBHOTo Oyxranrepa 3aBoja) 1 wieHoB komuccuu Ilerposoit O.H.
(Oyxranrepa), HockoBoii H.W. (cT. sk0HOMMCTa MIaHOBOTO OT/IENa) MPOU3BENIa PEBU3UIO KAacChl 3aBOjA
[0 COCTOSIHUIO Ha 16 ¢eBpans Tekymiero rona. PeBusus mpoBoamiack B MPUCYTCTBUU Kaccupa 3aBoja
Kapramosa H.W. B pe3ynbTaTte nmpoBeneHHON peBU3UN OBLIO YCTAHOBJIEHO, YTO OCTATOK HAJTMYHBIX JICHET
B Kacce cocraisger 1030 py6neit 00 kom., ocTtarok aeHer mo kaccoBoit kuure — 1030 py6. 00 xor.
Jlpyrux 1eHHOCTeH B Kacce 3aBojia He 00HApyKEHO, UTO COOTBETCTBYET JIaHHBIM yueTa. Komuccust Takxke
YCTAHOBUJIA, YTO TOPSIOK BEIEHUS KACCOBOM KHHTM M XPaHEHHs JIEHET COOTBETCTBYET TpeOOBaHUSIM
[TonmoxeHust 0 BEJICHUH KAaCCOBBIX OMNEPANi TOCyIapCTBEHHBIMHU, KOOTIEPATUBHBIMU M OOIIECTBEHHBIMHU
NPEINPUATHIMU, YUPEXKACHUSIMHI U OPraHU3alMsIMUA. AKT BCTYMWI B AEUCTBHE C MOMEHTA YTBEP KICHHUS
JTUPEKTOPOM 3aBOJA.

Cumyayus 3.

Kyprep 3A0 «@Papmay» C.C.CoMOB peryispHO oma3jabiBajl Ha paboTy, YeM Hapyllaja TPYIOBYIO
muctuIIuHy. 3aBenytomas kauuenspueidl W.B.IllymunuHa HeogHOKpaTHO nenana emy 3amedaHus (B
ycTHOM ¢opme), a 12 uioHS TeKymero rojpa Oblia BBIHYXJAE€HA OOpPAaTUTHCS C JaHHBIM BOINPOCOM K
I'enepanbHomy nupexropy A.B.CenoBy ¢ AokiagHOW 3amuCKOM, B KOTOPOH MpOCUiIa MPUHATH MEpPHI
nucuuruimHapHoro xapakrepa k C.C.Comoay.



Cumyayus 4.

Menemxep otaena mapketuara OOO «Koncynberant» M.W.TokapeB 28 ceHTAOps TEKYIETro rojaa
oro3aj Ha paboTy MOYTH Ha HENbIid yac (45 MUH.), 0 4eM eMy OBUIO C/eNIaHO 3aMeYaHHe JIUPEKTOPOM
M.IL.YCTHHOBOM M TPEIOKEHO OOBACHUTD MPUIMHBI MPOCTYITKA B TUCBMEHHOH (hopme.

KoHTpoJibHbIE BONPOCHI:

. HazoBuTe OCHOBHBIE CITPAaBOYHBIC JJOKYMEHTHI.

. Onpenenute Ha3HAYEHUE CIPABOYHBIX JOKYMEHTOB.

. HazoBuTEe OCHOBHBIC PEKBU3UTHI CIIPABOYHBIX JOKYMEHTOB.

. Kakue paznensl BKiItoyaer B ce0si TEKCT akTa?

. Kakue pasnmensl BKIIOYaeT B c€0s1 TEKCT MPOTOKOJIa?

. Kakue TpeboBaHus PEeIbABISIOTCS K OPOPMIICHHIO TOKJIAIHBIX U OOBSICHUTEIBHBIX 3aITUCOK?
. OnpeaenuTe 1eb 3asBICHUM.

. HazoBuTE OCHOBHBIC PEKBU3HTHI TEJIETPaMM, TEICPOHOTpAMM.

[olie *BEN B o) SRV, RRVS TN O



IMTPUJIOXEHME 1

Ooépaszey ogpopmaenun akma

Mpogomese i Gnarx ofirero 5Hga
VB epEg a0

Huperrop HuctirmyTa

& H. Edrmacs

AKT

Hara Tin

MecTo mmmarmm

0 BEIIOIIHEHEE TEMED < CHOTEMEEDT SHATTES
HME QO ATFIOMEED 105 SARET LSO T ACTIRER L
TEPPHTORHATE BT eHTpoEs HTH:

0 CHIOE AFELE: TIOREAS AEMPeETOR e MECTETYTa 0T 00.00.00 Me 14

0 CTARITEH KOnECCHEH:

[Tpepce gaTem: — (momerocTs, MO $rarmome)

Uners! xonmiccens. 1. (gomssocte, H.O. Sanpon)
2. (gomsxocte, H.O. danoons)

TereT arTa 0 TOM KR Pab0Ty BRIIOIEEITA KOMECCHA M EARHe (AKTE] YOTAHOEEIIA BO B{EMA CEO ef
$af0TBL, KOTOpEIE TIepEtE CITAEOT CA 10 IT/EETAN.

1.

2.

3 HT. g

HPI{I’.ID}I{EI-]I'IEZ DliIDvaIIIHETCH OTRETEA O HAMFSHE ITPNEIIOMFEITEE, &0 & CTE KARHE-TO JOEYREHTEL B
TP IO R FTEE

COCTARNEH B 3-X SER eMIILARAT
1-1 mr e (BOyAa, BORIY)
2-H srzenamIg: (KyAa, KOM
3-H srenaOIm: (KYAa, KON

[TpegregaTet KOLIICCHM (Modrpics) (pacumdbpoEEra I0ATECH)

UnerHe! KoL CORE [pelelete Xe )| (pacumdpoEEa o ITE: eE)

P AMEOTELT B TelledOH MCTIOIIEETEITT



IMTPUJIOXXEHUE 2

Oopaszey oghopmnenun npomokona

Myuuiunansioe obpazosarebHoe yuebHoe 3apefeHue
Cpcnmm oﬁmcoﬁpasosa'renbuasl mKona Ne 52
IMPOTOKOJI

27.06.2009 Ne 15
r. HH

3ACCAAHMS MEAArOTHICCKOTO COBETA

[pencenarens — K. A. Muxaitrosa

Cekperapr — J1. M. MUsanosa

[TpucyTcTBOBAIH: 15 YeIOBeK (CMHMCOK MPHIATAETCA ),

[TOBECTKA JIHA:

1. O6 urorax padors! 3a 2008/09 yu. rox

Bricryrmnenne K. A, Muxaiuiosoit

2. O paspaGorxke yyebnoro nuana na 2009/10 y4. ron
BricTynenne 3aBenylonero yiebHoi yacrpio I[1. M. Tpodumosoii

1. CAVIIAJIN:

K. A, Muxaiiosa — Jlonoxnna OCHOBHbIE MOKazaTenu padoThl KON B
2008/09 yu. rony

[MTOCTAHOBWIJIH:

1. Yreepaurs oraer o6 yuedHOl pabore

2. CAYIIAJIA:

I1. M. Tpodumora — MudopMuponana 00 uaMeHeHUIX B yIeOHLIX TUIaHaxX

[MTOCTAHOBWJIN:

1. ¥Yreepaurh yaebnbie muanst Ha 2009/10 yu. rox.
ITpnnoxenune: CnUCOK MpUCYTCTBYIONINX Ha 3acematnm na | 1. 5 1 oks.

ITpencenarens JIvunas noanuch K. A. Muxaiinosa
Cekperaphb JInunasg noanuch J. M. UBanosa




IMTPUJIOXEHUE 3

Ooépaszey ohopmaenusn 00K1a0HOI 3aNUCKU

Otnen cHaOXKeHUs ['enepanbHOMY TUPEKTOPY
00O «KapaBan»
A. O. CoxonoBy

JIOKJIAJTHAS 3ATTUCKA
04.10.2013 Ne 5

OO0 oTcyTCTBUU Ha pabOYEeM MeECTe

JloBoxxy nmo Bamrero cBemenusi, uro cerojans, 04.10.2013 r., MeHemKep MO CHAOKEHUIO
MakapoB MBan BacuibeBrd OTCyTCTBOBaJ Ha CBOEeM paboyeM MeECTe B TEUYCHHE BCETO
pabouero aHs ¢ 9 yacoB 110 18 yacos.

Hukakux cBeleHUM, MOATBEPKIAIONIMX  YBAKUTEIBHOCTh MPUYMHBI  OTCYTCTBHS
Makaposa 1.B., He nmeeTcs.

[Ipomry paccmoTpeTh Bompoc O HaloxkeHMn Ha Makapoa WM. B. gucuumnimHapHOro

B3BICKAHM.

HavansHuk otnena cHad)eHus Ilonoe H. A. TlommoB



IMTPNJIOXEHUE 4

Oopasey oghopmaenun 00vACHUMENbHOU 3ANUCKU
CrpykTypHOE TIO/Ipa3AcicHue

OB bACHUTEJBHAA 3AIINCKA

Komy:
Ot Koro:
Hara:
Tema:

CocraB nnpopmanuu

Damuus

Nwms

OTtuecTBO

JIOJDKHOCTB

CtpyKTypHOE TTOApa3IeIiCHUE

C xakoro BpeMeHH paboTaeT B JaHHON OpraHu3alluu

N3noxeHne npuduH, OOCTOSTENbCTB U 1aThl HAPYIICHUS

JInyHas moanuch dHUO


http://blanker.ru/doc/obyasnitelnaya-zapiska

IIpakTHuyeckoe 3ansaTue Ne7
Tema: CocraBiieHHe J€JIOBBIX ITHCEM.

He.]'lb 3aHATHA: OTpa6OTaTI> HaBBIKM IIO COCTaBJICHHIO H O(bOpMJIGHI/II-O
OpI‘aHI/ISaHI/IOHHO-paCHOpHI[HTGJ'II)HOﬁ AJOKYMCHTAIIUH.

TeopeTnueckue cBeleHUsI K NPAKTHYECKOH padore

CnyxeOHble MMCbMa - 3TO CaMbIi paclpoCTPaHEHHbIN BUJI 1€JI0BbIX J10KYMEHTOB.

CocraBisitoTcsl mMcbMa JUIsl OCYLIECTBICHUS ONEPAaTUBHOM CBSI3U C JAPYTUMHU YUPEKACHUSIMHU U
IIPEAIPHUATHIMMU 110 Pa3JIMYHBIM BOIIPOCAM.

[To comepkaHWi0 W Ha3HAUYCHHWIO MUChbMAa MOTYT OBITh HH(OpPMAIMOHHBIE, TapaHTUHHBIE,
peKIaMallMOHHbIE, KOMMEPUYECKUE, IUCbMA -3aIIPOCHI, MMCbMa-IIPUIIAILEHUS U T. 1.

HNHdpopManroHHbIE TUChMA COJEPKAT COOOLICHUS, TIPOCHOBI, HATTOMHHAHUS, TPEIOKECHUSI.

["apanTHiiHble NpeIHA3HAYEHbl I M3BELICHHUS O TapaHTUAX OIUIaThl, CPOKOB IIOCTaBKH WJIH
Ka4ecTBa MPOAYKIUU U YCIIYT.

B pexiiamaniioHHBIX (IPETEH3MOHHBIX) MUChMAxX H3JIaraloT TPeOOBaHUS BO3MELICHHS YOBITKOB,
HAHECEHHBIX W3-32 HAPYLIEHUs YCIOBUN KOHTpPAKTa MJIM JIOrOBOpPA JIPYrodl CTOPOHOH (KOHTPAareHTOM).
Pexnamanus 10KHA MOATBEPAKAATHCA NIPUIIAraéMbIMU K MMCbMY JOKYMEHTaMH B BUJIE aKTOB, CIIPABOK U
T.J.

Kommepueckue nuceMa COCTaBISIOT IPU 3aKIOYEHUH U BBINOJIHEHUHM KOHTPAKTOB, YacTO B HUX
U3JaraloT OpochObl O MPEJOCTaBIEHUM HHPOpPMALMM O TOBapax M YCIyrax y WX HpOJaBLOB, WIH
HAIPOTUB IPEIaraloT NOCTaBUTh TOBAPBI WU YCIIYTH.

B nucbmax-3anpocax nmpocsT y KOHTpareHTa pa3bsCHUTh Kakoi-m10o0 (akt unu aercTBue.

[TpaBuiia opopmiieHns Ci1yKeOHbIX TUCEM

1. CayxeGHble mMcbMa 0hopMIISIOTCS Ha OJaHKax JJIs IIMCEM, Ha KOTOPBIX B OTJIMYME OT OJaHKOB
o011ero BU/a pa3MeIleHbl IOYTOBbIE U OAaHKOBCKUE PEKBU3UTHI IPEATIPUSATHSL.

2. ®opmyIsip ciayxkeOHOro MUCbMa COJEPKUT CICAYIOIINE PEKBU3UTHI: a

JpecaT Jara MHJIEKC JOKYMEHTa CChUIKA Ha MHJEKC M J1aTy JOKYMEHTAa-3alpoca, €CIu IMHUCbMO
ABJIAETCS OTBETOM 3ar0JIOBOK K TEKCTY

TEKCT

BO3MO>KHO OTMETKA O HaJIMYUU IPUIIOKEHUS

MOJIHUCH

bamunus 1 TenedoH UCTIOIHUTENS

3. IluceMo cocTaBigeTcs TOJBKO IO OJHOMY BOIPOCY, HANpuUMeEp Mpock0a O YEM-TO WIH
U3BelLIeHHE 0 YeM-TO. TexHuueckass o0paboTKa MUCeM, B KOTOPBIX 3aTparuBaeTcs HECKOJIBKO BOIPOCOB -
U npocb0a, U U3BEIIEHHWE B OJHOM IHCHbME - 3aTPYAHEHA, MOCKOJIbBKY pa3Hble BOMPOCH MOTYT OBIThH
aZipecoBaHbl pa3HbIM HCHOJHUTEISIM. [lo3TOMy nydie mo kaxaomMy BONPOCY COCTaBIATh OTAEIBHOE
MUCHMO.

4. PexomeHayeMblii 00BbEM JEeOBOrO NHCbMa - He Oosee 2-X CTpaHul] (B MCKIFOUUTEIBHBIX
CITyJasix - 10 5 CTpaHwII).

5. IluceMa oGOpPMIISAIOT B JBYX SK3eMIUIsIpax, MpUYEM OPUTHHAJ MUChMa NeyaTaroT Ha OJiaHkKe
YUpEXJIeHHUs, a KOMUHHBINA SK3EMIUIAP HAa YUCTOM CTaHJApTHOM JjHcTe Oymaru. KonuitHbIi sK3eMITIsip He
MIOJININCHIBAETCSA PYKOBOJUTEIIEM, a 3aBEPSAETCS CEKPETAPEM.

6. CnyxeOHOe TMNHCBMO MOXET OBITh aJPECOBAHO YUPEKACHHIO, €ro CTPYKTYpPHOMY
MIO/IPa3JIEJIEHNI0, KOHKPETHOMY JOJDKHOCTHOMY JIMIy WJIM 4YacTHOMY Jjuily. Ecin muceMo agpecoBaHO
YUPEXKIEHUIO, TO HAaUMCHOBAHME YYPEXKICHUS B aJapecare Ie€4aTaloT B HMEHHUTEIBHOM IIaJEXKe,
JOJDKHOCTB M (DaMUIIHIO JOJDKHOCTHOTO JIMIA - B IATEIIBHOM:

OO0O "Buktopus"
Otnen Toprosiu
W



00O "Buxropus"

HauansHuky otaena Toprosiu

C.C. KusikoBoit

[Tocne HaMeHOBaHUs aipecaTa PEKOMEHIYETCsl YKa3bIBaTh €ro MOYTOBBIN ajipec:

00O "Buxtopus"

HauansHuky otaena Toprosiu

C.C. KusiikoBoi

394077 Boponex

yi. ynauua , 12

7. Ecim 1nUCBMO OJHOTO COACPXKAHWS HANPaBISACTCS HECKOJIbKHMM aJapecaraM, CHayaja
oopmisieTcss azgpec OCHOBHOIO MOJIyJaTess, 3aTeM Mepeuucistorcs apyrue. Ha ogHoM nuceMe MOXXHO
pa3Meriath He Oojiee 4eThIpeX PEeKBU3UTOB AnpecaT. Ecnm TOKyMeHT Hampaisercs Oosee, 4eM IO
4ETBIPEM aJpecaM, COCTABIISIETCA CIMCOK PACCBUIKM M Ha Ka)JI0M 3K3EMIULIPE yKa3blBacTCs JMILIb OJUH
aapecar, KOTOpOMY HalpaBJISIETCs] KOHKPETHBIN 3K3EMILLAP.

8. B nmucemax u ¢akcax HazBaHUE BUJA JOKYMEHTa He yKas3blBaeTcs. B 3arosoBouHoil yactu
nuceMa oopMIIsiIOT crenyromue pekBu3uThl: Jlara, Munekc u Ccpliika Ha HOMEpP M JaTy JOKyMEHTa-
3aIrpoca, €CiIM MHUChMO SIBJIIETCSI OTBETOM. 3arojIOBOK K TEKCTY NMHMCbMa JOJKEH ObITh MAaKCHMalIbHO
KOpPOTKMM U TouHbIM. OH dopmynupyercss oObraHo Tak: "OO6 m3menenuu ...", "O cozmanmm ...", "O
IIpoBeJeHu ..." U T. 1. B mucemax, coiepskaHne KOTOPhIX HE NMPEBBILAET 4 - 6 CTPOK, 3aroJJ0OBOK MOYKHO
HE 0(OPMIIATE.

9. Tekcr nrcbMa peKOMEHIyeTCsl pa30MBaTh Ha JIBE YAaCTH - BBOJHYIO U OCHOBHYIO:

- B BBOJHOM YaCTH yKa3bIBalOTCS NPUYMHBI BBI3BABIINE COCTABICHUE ITUCbMA, COIPOBOXKAACMBIE
CCbUIKaMU Ha (haKThl, AaThl, JOKYMEHTHI;

- B OCHOBHOM 4acTu (OpMyIUPYETCsl OCHOBHAS 11€JIb MUChMa.

Jliss GONBIIMHCTBA JIENOBBIX MHCEM XapaKTepHa MOBTOPSAEMOCTh OJHMX M TeX e 00OpOTOB,
OCBOMB KOTOPBIE MOKHO COCTABUTH TEKCTHI PA3JIMYHBIX ITHCEM.

10. Odopmnenue pexBusuta Iloanuce Npou3BoAUTCS B COOTBETCTBUU C OOLIMMU TPEeOOBAHUSIMU
U BKJIIOYaeT B ce0s HaUMEHOBAHHWE JIOJDKHOCTU JIMIA, MOAMMCABIIErO JOKYMEHT, JIMYHYIO MOAMNHUCH U
pacipoBKy MOAMUCH.

11. PexBuzut @amumnus u TenedoH UCIOTHUTENS IPOCTABISAETCS B JIEBOM HUKHEM YIIy JIMIIEBON
W1 000pOTHON CTOPOHBI OJIaHKa.

Conep:xaHue NpaKTHYECKOH padoThI

3aoanue:
CocraBbTe 1 0ohopMUTE CIy)KeOHbIE TTICbMa, HEOOXOIUMBIE B JJAHHBIX YIIPABICHUYECKUX cUTyanusx. [Ipu

BBITTIOJTHCHUH Sa,Z[aHI/Iﬁ HOJ'H:ByfITeCL MNPUITOKCHUCM.

Cumyayus 1.

JlemapTaMeHT MOANEPKKU M Pa3BUTUS MAJIOro NPeJIPUHHMATENbCTBA MHUCHBMOM 3a IMOANUCHIO
3aM.JupeKTopa aenapramenta CeepukoBa A.B. yBenqoMui pykoBoJCTBO aerckoro cana Ne 1586 o Towm,
YTO B CBSI3M C Pa3BUTUEM IPEANPUHUMATEIHCTBA 3/1aHUE JETCKOrO caja JOKHO OBITh MepelaHo s
TEXHUYECKUX HYXJ JenapTaMeHTa.

Ucnonuutenem BacuibeBoil 1o mopydyeHuro aupekTopa nerckoro cama Ne 1586  HOro-
3amagHoOro OKPY)KHOTO YHpaBieHHs oOpazoBaHHs T.MOCKBBI, pacloJOKEHHOTO Ha IPOCHEKTE
MuuypuHCKOM, 10M 22 1.MOCKBBI, OBIJIO COCTABJICHO MHCHMO, aJPECOBaHHOE OTIENy MHceM Mbapuu
MockBbl mo azapecy: r.Mocksa, yn.TBepckas, 13, B kKoTopoM aupekTtop aerckoro caga Ne 1586
O.A.AbpamoBa npocuia pazo0parbcs B JAaHHOM BOINPOCE, MOTUBUPYS TEM, YTO B HAa3BaHHOM paiioHe
JNETCKUX CaJ0B OCTAJIOCh MaJ0 U HE BCE JI€TH MOTYT IOCEHIaTh ACTCKHE JOLIKOJBHBIC YUPEKIACHHUS.
ITucbMo OBLTO OTBETOM Ha MOIYYEHHBINA JOKYMEHT OT JlenapTameHT.



Cumyayus 2.

[Ipencenarens TpaBieHUs akKMUOHEpHOro kommepueckoro Oanka «TOPITIPEJIBAHK»
(np.Bepnanckoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A.lllymoB obOpaTuics K
I'enepansaomy aupexrtopy HIIO «Ac6ect» JI.M.BonibiHIEBy ¢ mpoch00il paccMOTpeTh BOIPOC O
npenocrasienun B jyutenbHyto apeay AKb « TOPTTIPEJIBAHK» pabouunx mnomarieii — 180 kB.M mmox
pa3MenieHne OTIeICHHs OaHKa.

[Tucemo ObLIO cocTaBieHO ucnoiaHUTeneM [louiecHo Ha TOMKHOCTHOM OJaHKE IMpejacenaTens
MIpaBJICHUs OaHKa M MOAMKMCAHO 24 MapTa TEKYIIEeTo roa.

Cumyayus 3.

OAO «llepBas dabpuka» (r. bamammxa, yn. 3apeunas, n. 3, 104010) nmomkHO OBUIO B
cooTBeTCTBUH ¢ M. 6 goroBopa ot 10.07.2003 Ne 12/25 «O mocraBke MpOAYKIMU» MOCTaBUTH 3AO
«CAHJIEPEJIJIA» (MockBa, Kpacnoropckas yi., 1. 32, 111123, ten./dakc 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIIT 0987654321/123456789) B TeueHune Mecsia KOXaHYIO QYpHHTYPY
Ha oburyro cymmy 150 000 pyOneit. @aktuuecku xke GypHUTYpHI ObLTO caano Ha cymmy 120 000 pyOneit
U HenmomocTaBieHo npoaykuuu Ha cymmy 30 000 py6uneit. CormacHo 1.8 10TOBOpa 3a HEOMOCTABKY
MPOJYKIIMH JOJKHA ObITh yIJlaueHa HeYCTOWKa B pazmepe 5%, 4TO OT CyMMbI HEJIOTIOCTABKH COCTaBUIIO
1500 pyGumeii.

Hupextop 3A0 «CAHIAEPEJUIA» B.JI.®enopoBa obparunace k aupekropy OOO «llepas
dabpuka» O.J1.CokoIoBy ¢ MPOCKOOW MEPEYUCIIUTh HA WX PACUYCTHBIM CYeT yka3zaHHyr cymmy (1500
py6.). B mportuBnom ciyuae 3A0 «CAH/IEPEJIJIA» OyneT BBIHYXIEHO OOpaTUTHCS B rocapOUTpax.
[lucemo 0 HemomocTaBke MpOAyKIMH ObLIO cocTaBieHo ucnonHutesnem P.T.HOaunHoit M moamnucano
®enopoBoii 12 aBrycra Tekymero roja.

Cumyayus 4.

00O «JIura» (MockBa, 123465, yn. Mapoceiika, .15, Tem. 384-05-90, daxc: 384-05-90)
3alUTaHUpOBaoO MpoBeaeHue Bceepoccuiickoil poxaecTBeHCKol spmapku oO0yBu ¢ 10 HOsOps mo 31
nekadpst Tekymero roga. OmHako B cBsizu ¢ TeM, uto OOO «Jluray He pacmojiarajio J1O0CTaTOYHBIMU
IUIOIIAJSIMM Ul TIPOBEJCHMsI spMapku, McnomHurtenbHbl 1upekrop obmectBa A.A.KoderkoB
BBIHYXJIeH Obul oOpatutbcs K Jupextopy Bceepoccuiickoro BbicTaBouHoro uentpa T.K.TypoBy ¢
npock00il 0 mpenoctaBneHnu obmecTBy B apeHay 300-400 kB.M BBICTAaBOYHOM IUIOIIAIN M rapaHTHEN
OTLJIATHI.

KoHnTpoJibHbIE BOIPOCHI:
1. Ilepeuncnure OCHOBHbIE HH(POPMAIIMOHHbIE JOKYMEHTHI.
2. Ompenenute Ha3HaYEHUE UH(POPMAILIMOHHBIX JTOKYMEHTOB.
3. Ha3oBUTE OCHOBHBIE PEKBU3UTHI CITYKEOHBIX ITHUCEM.



IMTPUJIOXEHME 1

Oopaszey oghopmaenusn cayryucedno2o nucoma
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115218 Mocyea ym Horar, 28 enedow: (05)125-4559
davee 231-56-78, e-mail: din@start sk poiow 456783125

12.02.99 M 2502-15

HaMu
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(0B IACTHE B BBICTAEEE

Wrasaenr i HOpioi Brorop el

DSHAKOMMELMCE ¢ peERNaniod ¥ OporpaadacH paboter Bamero BreicTasowmoro
Henrpa, onyomosarrenet 5 N 5 " Sxoronere ckofl razeter’ or 15,11 .94, Hanp apmaens
Barg zampry Ba yoarTHe B BeceHHeR SEcI0sHIEe [ emmpa.

].-.[IZIIIICHI\'I BEIIEOTETE HATIE II6 AT FATHE B SEICII0 Y HACTHHEOE ERICTAREH.

ITprmmocsernie: INIAH SECIIOTMITE Ha 5 11 B 2 583,

HrperTop OH. Hexpacos



I[IpakTnueckoe 3ansaTne Ne§.

Tema: 3ano/iHeHNe IITATHOTO PACTIMCAHUS, HANIUCAHNE XaPAKTEPUCTHKH B y4eOHOe
3aBe/leHue.

Hear 3ausiTusi: OtTpaboTaTh HABBIKM IO COCTABJICHUIO  YIIPABICHUYECKOM
JIOKYMEHTAINH.

TEOPETUYECKAA YACTD.

IIITaTHOe pacnucaHue - 3TO OPraHU3alUOHHO-PACIIOPSIAUTENbHBIA JOKYMEHT, B
KOTOPOM MPONUCHIBAETCS CTPYKTypa, IUTATHBIM COCTaB W YWCIEHHOCTh OpPTaHU3ALINH,
NepeyeHb HAMMEHOBAaHUM JOJDKHOCTEH, MpOPEeccui ¢ yKa3aHWeM KBaIU(PUKAUUNA U
OKJIaJIOB, a TAKXKE BO3MOKHBIX Ha/10aBOK JJIsl KaXKA0M U3 JOHKHOCTH.

[Ipy  cocTaBlE€HMHM INTATHOIO  PACIUCAHUS  PEKOMEHIYETCA  IMPUMEHSTh
yaudunupoBanuyro gopmy N T-3 (ytB. IlocranoBnenuem I'ockomcrata PD "OO6
YTBEPKJICHUU YHUDUUIHUPOBAHHBIX (HOPM MEPBUYHON YUYETHON JOKYMEHTAIMH MO y4YeTy
tpyna u ero omiatel" or 05.01.2004 N 1). Dta dopma HOCUT pEKOMEHIATEIbHBIN
XapakTep, HO HECMOTPS Ha 3TO, CIEAYeT NPUMEHSTH 3Ty (opMy B paboTe, OCKOJIbKY OHa
COJIEPKUT BCE HEOOXOAUMBIE PEKBU3UTHI.

HeoOxoaumMo w#MeTh B BHUAY, YTO MHOTHE OpraHM3allldd, OCYILECTBISIOIINE
HAJ[30PHO-KOHTPOJIbHbIE (DYHKIMM (HampuMmep, HHCHEKUUS MO TPyAy WKW CylaeOHbIe
Oprassl), IpH MPOBOJUMBIX MPOBEPKAX WIIM 3ampocax TPeOYIOT MPEJCTaBIATh IITATHOE
pacnucanue (m. 91 Mertonuueckux yKa3zaHM O MOPSAKE Ha3HAYEHUs, MPOBEICHUS
JOKYMEHTAJIbHBIX BBIE3IHBIX MPOBEPOK CTPAXOBATENECH MO 0053aTEILHOMY COLUATIBHOMY
CTPaxXOBaHUIO W MPUHATHS MEp MO MX pe3yjbTaraM, YTBepxkAeHHbIX [locTaHoBneHuem
®CC P® ot 07.04.2008 N 81).

M3MeHeHuss B IUTATHOE pACIHMCAHUE BHOCSATCS HA OCHOBAaHUM IPHUHATOrO
paboTojaTesnieM pelIeHHus, 3aKpeIUICHHOTo Tnpuka3zoM. HM3MeHeHHsT MOryT ObITh
CJIEIYIOLLETO XapaKTepa:

- MCKJIIOYEHUE BAKAaHTHBIX JIOJDKHOCTEH WJIM LEJbIX IMOAPA3ACIICHUA B CBSI3U C
OpraHU3aIMOHHBIMU U3MEHEHHUSIMU B Pa00OTE OpraHU3aIliy WU MPEITPUSITHS;

- BBOJ] HOBBIX IITATHBIX €IUHUII TIPU HEOOXOJUMOCTH PACIIMPEHUS MPOU3BOJICTBA
WJIM YBEJIMYEHUSI OKa3bIBAEMBIX YCIYT;

- COKpAIllEHHE IITATHBIX €JMHMI], CBA3aHHBIX C COKPAIIEHUEM YWCIECHHOCTH WM
mTaTa OpraHu3aluu, THANBUAYAJIbHOTO IPEeANPUHUMATEIIS;

- U3MEHEHHUE OKJIA/I0B;

- IEPEUMEHOBAHUE NIOAPA3IACICHUN U JOJDKHOCTEN U JIp.

W3MeHeHust B IITATHOM PacCIMCaHUU MOKHO O(OPMIISITH JBYMSI CIOCOOAMMU:

- U3JJaHUEM TPHUKA3a O COOTBETCTBYIOILEM N3MEHEHUMY;

- YTBEP>KI€HHUEM HOBOI'O IITATHOTO PaCIUCaHHUS.

XapaKTepuCTHKA - 3TO COCTABJICHHE AHKETHBIX JAHHBIX JHIA Ha KOTOPOIro
CKJIQJbIBAETCS ATOT JOKYMEHT. OTOT JOKYMEHT COCTABJISIETCS OpraHU3alMed WiIn
y4eOHBIM 3aBEJICHUEM B KOTOPOW MCIIONHAJ CBOM OOSI3aHHOCTU WMJIM YUUJICS YEJIOBEK, NS



MPEAbSBICHUS TIO MeCTy TpeOOBaHUs, HampuMep: BOEHKOMAT, BbICIIEE YydeOHOE
3aBeICHUE, YUHIUILE, U TaK Jaliee.

CocTaBUTh XapaKTEPUCTUKY, HE TAKOE 3TO U CIOKHOE JI€JI0, €CJIM UMETh B HAJTUUHUU
IUTaH COCTABJICHUS WJIH 11a0JI0H.

Jnst  oOneryeHus HaNMCAHMUS XapaKTEPUCTUKU HIDKE Mbl TPUBOJAUM IUIaH
COCTABJICHUSI XapaKTEPUCTUKHU.

TekcT XxapakTEepUCTUKU COCTOUT U3 YETHIPEX YaCTeH:

1. AHKeTHbIC MJaHHBIC JUIA, HAa KOTOPOTO CKJIAQJBIBACTCS XapaKTEPHUCTHUKA
(pa3MeraroTcs Mo UEHTPY JIUCTA WK B CTOJIOMK CIIpaBa).

2. CBenenusi 00 NEATENBHOCTH WM ydebe (C Kakoro rojaa paboTaeT Wi YYUTCH,
r7ie, OTHOIIIEHUE K pabote, yuede, ypoBeHb MpodecCHoHANN3Ma, YICOHBIX TOCTIKCHUHN U
BJIaJICHHE MacCTEPCTBOM, WJIU BIIAJICHUS YYEOHBIM MaTepUaioM).

3. O11eHKa JIeTTOBBIX U MOPAJIbHBIX KaueCTB: CBEJICHUS O MOOUIPEHUU (B3BICKAHUE):
OTHOUICHUS B KOJUICKTHUBE.

4. BeiBosIbI: yKa3aHUE, Ky/a TIO/Ia€TCS XapaKTEPUCTHKA.

B xapakrepuctuke MOXHO omnucatb 3(PPEKTUBHO - SMOIMOHAIBHYIO cdepy
YeJIOBEeKa, 3TO TEMIEPAaMEHT, TPEBOXKHOCTb, JUYHOCTHOCTH, MOBEJCHHE YEJIOBEKa B
onpenenEHHbIX CUTyalusax. Eciiu XxapakTeprucTuka Ha MOJAPOCTKA, TO MOKHO OIHKCATh €r0
OTHOUIIEHUS CO B3POCIBIMH, OTHOIIECHHS C POBECHUKAMM, MOBEIACHUE B Pa3JIUYHBIX
CUTYaIIMsIX, arPECCUBHOCTb.

Taxke MOXXHO yKaszaTh II03HABaTEIbHBIC IMPOIECCH, BHUMAHHE, CTOWKOCTD,
KOJIeOaHusl.

B xapakTepucTHKe MOXXHO OINHMCATh MaMATh YEJIOBEKAa, IMPOU3BOJIbHAS CITyXOBas
MaMsTh, MPOU3BOJIbHAS 3PUTENIbHAS TIAMSTH, U T.]I.

MoXHO omucaTh Kakoe Yy 4YelloBeKa MBIIIIeHHEe, 0Opa3Hoe, JIOTHYECKOE,
KOHKPETHOE, TBOPUYECKOE, TAKKE JUTUTEITHLHOCTH IMPOIIECCOB MBIIIICHHUS.

XapakTepucTuKa JIOMyCKaeT OMHCaHhuEe OCOOCHHOCTEW MOpPaJbHO-BOJIEBOM Chephl,
ATO: CAaMOOIIEHKA, BOJIEBbIC KAYECTBA B TTOBEACHUH, CTOMKOCTh HHTEPECOB YEJIOBEKA.

Taxke B XapaKkTEpUCTHKE HY)KHO yKa3aTh YPOBEHb OOIICHUSI M OTHOIICHHS MEXIY
JIOJIbMU, 3TO KOMMYHHMKAOEIhHOCTh, KOH(JIMKTHOCTh, COIMOMETPUUYECKHI CTaTyc B
KOJUICKTHUBE.



[TPAKTUYECKAA YACTbD.

3aganue 1.

CocTaBbTe U 3aM0JHUTE IITATHOE pACTIMCAHUE (PUPMBI B CIEAYIOIIEM COCTaBE:
['eHepanbHBIN JUPEKTOP

JlupexTop 1o 3KOHOMUKE

TexHuuecku TUPEKTOP

['maBHBII OyxTantep

HavyanbHHK MJ1aHOBO-?KOHOMHUYECKOTO OT/IENa
HauyanbHHUK TPOU3BOJICTBEHHOTO OT/AENa

HavanpauK oTnena copiTa

HauanbHUK OT/I€]Ia TEXHUYECKOTO CHA0XKEHUSI
byxranrep-3KOHOMHUCT

Bbyxrantep -2

Ben. cnieu. Otnena cOpiTa

Menemxep 1o cObITy - 2

DKOHOMHUCT TIJIAaHOBO-9KOHOMHUYECKOTO OT/Iesa — 2
3am. HauaJbHUKA OT/ENIa TEXHUYECKOTO 00ecIeueHus
Wunxenep -5 (2 B otaen Tex. odectl., 3 B MPOU3B. OTI.)

CexkpeTapb

CrienuaaucT 1o KaJpoBhIM BOTIpOCaM

Opucr

Ha3HauuTe OKlajg MUHHMAaNbHBIM OKJIAJ B pa3Mepe pyOnei, cTaBku

paccuyMuTaTh MO NOBBIIAIOIINUM KO3 PumeHTam:
Paszmep
npeMud B %

[eHepabHbINA JUPEKTOP 5,0 10 =
JIMpeKTOp 1Mo SKOHOMHKE 4,5 10 2
TexHudeckuii TUPEKTOp 4,5 10 %
['naBHbIi OyxranTep 3,5 10 =
HavanbHHK 1I71aHOBO-DKOHOMHUYECKOTO OT/IeIIa 3,5 10 2
HavanpHUK MpOU3BOACTBEHHOTO OTIENA 3,5 10 % =
Havanpauk oTnena copiTa 3,5 10 = é
HayansHuK oTaena TEXHUYECKOT0 00eCIIEUeHUS 3,5 10 s g
byxrantep-3KOHOMUCT 2,2 15 ~
byxrantep -2 2,0 15 g
Ben. cnen. Otaena cObiTa 2,2 15 Q
MeHemxkep 1o cObITY - 2 2,0 15 "
DKOHOMUCT TIJIAHOBO-9KOHOMHUYECKOTO OT/Iea — 2 2,1 15 §
3aM. HauaJIbHUKA OTAEIa TEXHUUYECKOI0 00ECIICUEHUS 2,2 15 =
WNHxeHep TEXHUYECKOT0 00CCIICUCHHSI 2,1 15 5
CekpeTapb 1,0 15 qE)
Crnenuanuct no KaapoBbIM BOIPOCaM 2,0 15 2
HOpucr 2,2 15 3




BBecTu nmonosHUTENEHOE IPEMUPOBAHUE VIS TOJDKHOCTH MEHEKEP OT/ena cObITa
B pazMepe 1 % ot cymmbl koHTpakToB cBbltie 250 000 pyoO.

Ne BapuanTa 1 2 3 4 9) 6 7

Pa3zmep
mMuHuMaabHOro | 30000 25000 23000 | 32000 |40000 37000 28000
OKJIA/Ia

3aganmue 2.
CocTaBuTh COOCTBEHHYIO XapaKTEPUCTUKY JIJIs MOCTYIUVICHUS B YUeOHOE 3aBEJICHUE.




[MTPMJIOXKEHUE 1

06pa3eu wmammno20 pacnucanun
Yuuguumposannas popma Ne T-3
YTBepxkaeHa noctaHosieHueM I'ockomcrara PO ot 05.01.04 No 1

Kon
dopma mo OKVY]] 0301017
OO61IecTBO ¢ OTPAHUYEHHOM 0TBETCTBEHHOCTHIO «JIloke» 1o OKIIO 00000000

HaumeHosarnue opeanusayuu

Homep nokymeHTa

Jlata coctaBneHus

IITATHOE PACITMCAHUE

1

10.02.2012

Ha mepuonmc“ 157

mapra 20 12 roza

YTBEPX/IEHO

no“ 157 mapra 2013 roga INpukazom opranusanuu ot 10 ” ¢espans 20 12 roma Ne 12
IIITaT B KOJIMYECTBE 13 (TpuHaguATH) €IMHHUIL
CTpyKTypHOE NOJIpa3aesieHUue JlomkrocTs Han6asia,
(cTrermambHOCTD, KomnaectBo| Tapugnas craBka pyo. Bcero,
npodeccus), pa3pan, MITATHBIX (okman),| 3aBeicmyry| —3a 3HaHWe| 3a BBIC3THOU py6.| IIpumeuanue
HauMEHOBAaHHE KOJ KJacc (KaTeropus) €IMHUII pyoO. JIET| HHOCTPAaHHOT xapakrep| (5+6+7+8)* rp.4
KBaTH(PHUKAAN 0 sI3BIKa paboTsl
1 2 3 4 5 6 7 8 9 10
AJMUHHCTpAIASA 01 JupexTtop 1 40000 5000 45000
01 Cexperapb 1 12000 1000 13000
Byxraarepus 02| T'aaBHBIH Oyxrajarep 1 25000 2000 27000
02 ByxraJrep 1 16000 16000
Otaen kagpoB 03] HavaapHHK oT]ENA 1 25000 1000 26000
KaJIpoB
03| Crneunuanucr ornesa 2 16000 32000
KaJIpoB
Otaen npoaax 04| HavajabHHK oT]E]IA 1 30000 500 1500 32000
Nnpoaax
04 Memnemkep no 3 20000 1500 64500
MpoaaKaM
BcmomorareabHBIH 0TaE]T 05 Boaurean 1 12000 12000
05 Oduc-menemxep 1 12000 12000
Hroro 13 X X X X 279500
HayvaabHuk oraesna Jazynoea JI.B. JlaryHnoBa
PyxkoBoauTesib KaApoBOH CIyKOBI KaJpoB
00J12CHOCTD NnOONUCH pacwugposra noonucu
3enenckas
I'naBHbIH OyxraJjarep E.IN. 3esenckas
NnOONUCH pacwuugposra noonucu


http://working-papers.ru/shtatnoe-raspisanie

[MPUJIOXEHUE 2

XAPAKTEPUCTHUKA
®UNO0, nara poxxacHus, 00ydayucs Ha THEBHOM OTICIICHUN (Ha3zBanue
yaeOHoro 3aBeieHus) ¢ ceHTsIOpsa 1999 roxa mo urons 2004 rona.
3a mepuon OOydECHHS (®UO) 3apexomeHgoBan ceOs CIOCOOHBIM,

AUCHUIUIMHUPOBAHHBIM MW IPUIC)KHBIM CTYACHTOM. HacroitunBo ocBauBai MaTcpual y‘ie6HBIX
aucuuitivd. 11o 0oCHOBHBIM 06H_I606pa30BaTeJIBHbIM " CIICHUAJIbHBIM JUCHHUIIIMHAM, a TAKXKC KYPCOBBIM
pa60TaM Imojry4ajli, B OCHOBHOM, OTJIMYHBIC U XOPOHMIUC OLICHKHU. BBIHYCKHaSI KBaJ'II/I(I)I/IKaI_II/IOHHaH pa60Ta

[0 AUCLHUIUIMHE  « » Ha TeMy: « »  OTJIMYaeTCA
CaMOCTOATENIbHOCTBIO U HOCUT TBOPUECKHUI XapaKTep.

IIpy  HpOXOXKAEHUM  O3HAKOMMTEIBHOM  IPAaKTHUKA B u
IIPOU3BOACTBEHHON IIPAKTUKU B (®UO) nokazan xoporuue

3HAHHUSA YTOJIOBHOTO, TpakJaHCKOTO, aJIMUHUCTPATUBHOIO 3aKOHOJATENbCTBA M  HABBIKM €O
IIPAKTUYECKOI0 IPHUMEHEHHs. 3apeKOMeHJ0BaJll ce0sl KaK HCIOJHUTENbHBIH U J100pOCOBECTHBIM
[IPAaKTUKAHT,  OONajarouMii  aHamuTH4ecKUM  MblauieHueM. O npuoOpeTeHMH  BBICOKOM
po¢ecCHOHAIBLHON OATOTOBKU B IIpoliecce 00YUEHUs CBUAETENIbCTBYIOT XapaKTePUCTHKH, TOJTyYEHHbIE
(®UO) c MecT TPOXOKACHUS IPAKTHUK.

(®HO) aKkTUBHO YydYacTBOBaJl B pPabOTE CTYAEHYECKOI'O HAy4HOI'O
oOmiecTBa, BBICTYNAJd Ha KOH(QEPEHUUsAX, MPUHUMAJI y4acTHE B KOHKYpPCE Ha JIyUIIYI0 CTYAECHUYECKYIO

Hay4YHYIO paboTy.

(®HNO) BocnuTaH, HOOpOXKENIATENEH, MOJIb3YeTCS aBTOPUTETOM CpEeau

CTYJICHTOB.
(®UO) crmocobern k mnpodecCHOHATHHOM JIESITEIBHOCTH B
COOTBETCTBHUH C IMOJYYCHHOH KBaiuduKaiueil, o6nagaer cnocoOHOCThI0O K TBOPUYECKON ACSITENFHOCTH U
MOXET OBITh PEKOMEHOBAH K MOCTYIJICHUIO B ACIIUPAHTYDY.
XapakTepucTuKka JaHa Jisl IpeACTaBIeHUS B aCIIUPAHTYPY

JIMpeKTOp HHCTUTYTA
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IIpakTH4yeckoe 3ansitue Ne9.
Tema: CocTaBiieHHe IPUKA30B 0 JIHNYHOMY COCTABY.

He.]'lb 3aHATHA: OTpa6OTaTB HABBIKH I10 COCTABJICHHUIO JOKYMCHTAIIUH 110 JIMYHOMY
COCTaBy.

Teopeanecm/le CBCJICHUA K HpaKTI/I‘leCKOﬁ paﬁoTe
1. lokyMeHTBI, IpeAbsiBJsieMble NPH 3aKJII0YeHIH TPYA0BOI0 10r0BOpa.

IIpu ycrpoiicTBe Ha paGoTy coMcKaTeleM MULIETCS 3asiBJIEHUE O IpUeMe Ha padory.
Takoe 3asBieHHE IpenCcTaBIsieT OO0 KPaTKyIo MMCEMEHHYIO IIPOCKOY, COIepIKaIlyo:

a) cBeZieHUs 00 agpecare (HAMMEHOBAHHE JOJDKHOCTH, (PaMILTHS M WHUIIHAIEI PYKOBOIUTEIS IPEATIPHATHA);

0) CBEICHUS O 3asBUTENE ((haMILTHS, UMs, OTIECTBO, apeC MecTa KUTEIhCTBA);

B) HaNIMEHOBAHWE BUIA TOKYMEHTA (3asBICHUC);

r) TEKCT TOKyMeHTa (HauuHaeTcs co cioB "[Ipoury npuHATH
Ha paboTy...", c yKka3aHHEeM HaUMEHOBAHHMS CTPYKTYPHOT'O MOIpa3 IelIeHUs IPEANPHATHL, JOJDKHOCTH U KeJaeMOMN aThl
npueMa Ha
pabory);

) TIOJINTUCH 3asiBUTEINS (C yKa3aHUEM JaThl HAITMCAHUSL, JINYHON IMUCH U ee Paciin(ppOBKH).

Ecmu conckarenst 6epyTt Ha paboTy, TO C HUIM 3aKITFOUACTCS TPYAOBOU JTOTOBOP.

Tpyooeoii 0o2o60p — HTO COTMAIICHHE MEXITy paboTomaTeieM W PaOOTHHUKOM, B COOTBETCTBHH C KOTOPBIM

paboTomarens 00sS3yeTcs MPEIOCTaBUTh PAOOTHHKY paboTy MO OOYCIOBICHHOW TPYAOBOW (YHKIHH, 00ECICUUTH YCIOBHUS
Tpyaa, NPeIyCMOTPEHHBIE TPYIOBBIM 3aKOHOIATENLCTBOM M HHBIMH HOPMATHBHBIMH IPABOBBIMH AKTaMH, COJACPIKAIHMH
HOPMBI TPYIOBOTO IIpaBa, KOJUICKTUBHBIM JOTOBOPOM, COTJIAIICHHUSMH, JIOKAJbHBIMH HOPMATHBHBIMH aKTaMH JaHHBIM
COTJIAIICHHEM, CBOSBPEMCHHO M B ITIOJHOM pa3Mepe BBIUIAYMBATH PaOOTHHUKY 3apa0OTHYIO IUIATy, a PabOTHHK O0s3yercs
JIMYHO BBIMOJHATH ONPE/IEICHHYI0 3TUM COIVIAllIEHHEM TPYIOBYIO (pyHKIHMIO, COOIIONATh MpaBuiia BHYTPEHHETO TPYAOBOTO
pacriopsijika, AeHCTBYOLIHE Y JaHHOTO paboToaTes.

JIOKyMEHTBI, IpeAbsBIsiEMbIE IIPH 3aKII0UeHUH TpyAoBoro goroopa (Ct. 65 TK PO):

1) ITacriopT, nnu MHOM TOKYMEHT, YAOCTOBEPSIIONIINI THNYHOCTb.

2) CtpaxoBoe CBHJIETENBCTBO TOCYIAPCTBEHHOTO IEHCHOHHOTO CTPAaXOBaHUS;

3) JIoKyMeHTbI BOMHCKOT'O Y4€Ta — JUIsl BOCHHOOOS3aHHBIX M JIUIL, TTO/UIEXKAIINX NPU3BIBY Ha BOSHHYIO CIIYXOY;

4) JlokymeHT 00 00pa3oBaHMH, O KBAJIU(HKAMKM WIM HATMYUM CICNHAIBHBIX 3HAHUH — IIPU IMOCTYIUICHHH Ha
paborty, TpeOyIOIIyI0 CTIeIaTbHBIX 3HAaHWH WM CIIEIIMAIEHOMN ITOJITOTOBKH;

5) CnpaBky 0 HanH4IuH (OTCYTCTBHH) CYIUMOCTH U (WiH) (pakTa yroJOBHOTO MPECIIeIOBaHUS JHOO O MpeKpalleHUH
YTOJIOBHOTO TIPECJICAOBAHUS 110 PEaOWINTHPYIOIIUM OCHOBAaHMSM, BBIJIAHHYIO B HOpAAKe U 10 (opme, KOTOpbIE
yCTaHABIMBAIOTCA (DenepanbHBIM OPraHOM HCIOJHUTEIBHONW BJIACTH, OCYHIECTBIISIOIMM (YHKIMH TI0 BBIPAaOOTKE W
peanM3aliy rocyIapCTBEHHOH IOJUTUKM W HOPMAaTHBHO-NPABOBOMY DEryJMpOBaHHIO B c(epe BHYTPEHHHX e, — IpH
MOCTYIUICHUH Ha paboTy, CBA3aHHYIO C ISATEIBHOCTHIO, K OCYIIECTBICHUIO KOTOPOH B COOTBETCTBUH ¢ HacTosiuM Kogekcom,
WHBIM (eJepaibHBIM 3aKOHOM He JOMYCKAlTCS JIMIA, HWMEIOUIME WIM HMEBIIME CyIUMOCTb, IIOJIBEPralolInecs] WU
O/IBEPraBILIUECs] YTOJIOBHOMY MPECIIeI0BAHHIO

6). TpynoByIO KHHXKKY, 332 UCKIIOUEHHEM CIIydaeB, KOT/Ia TPYAOBOM IOTOBOP 3aKJIHOUAETCsl BIIEPBbIE WIIM pabOTHHK
MOCTYMAeT Ha pabOTy Ha YCIIOBHUSAX COBMECTUTEIBCTBA;

Tpyoosas knudcKka — 3TO OCHOBHOM JOKYMEHT, ITOJTBEPKAAIOIINI TPYIOBYIO AESTEIHHOCTb.

OHa CIIy’)KUT JUI YCTAHOBJICHHS OOIIEro, HENPEPHIBHOTO U CIENUAILHOTO CTaXa, MI03TOMY TPYIOBBIM KHHMXKaM U
TOYHOMY HX 3aIIOJIHEHHIO TIPHIaeTcst 0co0oe 3HaYeHHeE.

[opsiiok 3amoyIHEeHUsT STOTO0 JOKyMEHTa persiaMeHTHpyercsi [IpaBuiamu BeleHHMs M XpaHEHHsS! TPYAOBBIX KHHXKEK,
N3TOTOBJICHHSI.

TpynoBble KHMKKH BEIyTCS Ha BCEX COTPYIHHKOB TOCY/AQpPCTBEHHBIX W HErOCYJApCTBEHHBIX IMPEIIPHUSITHIH,
npopabOoTaBIIMX CBBIIIE MSTH JHEH, B TOM 4YHCIE HAa CE30HHBIX W BPEMEHHBIX pabOT-NMHMKOB, HAJOMHHKOB, Ha JIHII,
paboramomMx y rpaxkaaH IO JOroBopaM, a TakKe Ha HEIUTATHBIX pPaOOTHHKOB MpPH YCIOBHH, €CIM OHU MOJJIEKAT
rOCy/IapCTBEHHOMY COIIMAILHOMY CTPaXOBaHHUIO.

TpynoBble KHMKKH BELYTCS TOJIBKO IO MECTY OCHOBHOW pab®oTel. Ha mum, paGoTaromux Mo COBMECTHTEIBCTBY B
JIPYTUX MPEINPUATHSX, TPYJOBbIE KHIKKH HE 3aBOZSTCSL.

Paboune um ciyxamue, nocrynarome Ha padory, o0s3aHbl NPENbSIBUTh AJAMHUHHCTPALUM TPYAOBYIO KHUKKY,
0OpMIICHHYIO B YCTAHOBJICHHOM IoOpsiike. Bce 3amicn, BHECEHHBbIE B TPYAOBYIO KHIDKKY 3a BpeMsl MOCJEAHEH paloThl,
JIOJDKHBI OBITh 3aBEPEHBI MOJIMCHI0 PYKOBOIUTENS MPEANPHATHS MM CHEHUAIBHO YIMOJHOMOYEHHOTO MM JIMIA W INeYaThio
NPEANPUSTHS WK €r0 OTAENa KaJpoB.

[Tpuem Ha paboTy 63 TpyLOBOI KHMKKH HE JIOITyCKaeTCsl.



TpynoBast KHW)KKA SBISETCS JOKYMEHTOM, TPEOYIOIIMM TOYHOTO odopMmieHuss. OmubodHoe, HeOpEKHOEe 3aIOTHEHUE
TPYOBBIX KHUKEK MOXKET IIPUBECTH K CEPHE3HOMY YILEMIIEHHIO IIPaB U UHTEPECOB IPAXKIaH, a B pAJIE CIy4aeB K HE3aKOHHBIM
BBIIUIATAM FOCYAAPCTBEHHBIX CPEACTB. JIMIIOM, IEPCOHANBHO OTBETCTBEHHBIM 3a IPABUIIBHOE 3aIIOJIHEHNE TPYIOBBIX KHUXKEK,
yallle BCEro SBISETCd HAaydaJbHUK OTAENAa KaIpoB, a TaM, INl€ TAKOro OTAEda HET, — CIELHaJIbHOE JIMLO, HAa3HAYaeMoe
[IPUKA30M PYKOBOJUTEIS.

Bcee 3anmcu B TpyOBOW KHMIKKE MPOU3BOISATCS aKKypaTHO, NEPbEBOM PYUKOH, YEPHUIAMHM YEPHOIO, CUHETO WU
¢uoneroBoro 1BeTa. Beskoro poaa cokpaineHus Mpy 3aHECEHUU 3aMUCeil B TPYAOBYIO KHUKKY HE JIOMYCKAIOTCS.

B TpynoBy1o KHMKKY BHOCSITCSI:

* CBe/ICHUS O paObOTHHKE: (haMUIIUs, UMsI, OTUCCTBO, 1aTa POXKACHUS, 00pa3oBaHue, mpodeccus, CIeIHaIbHOCTD,

cBelleHus 0 paboTe: mpueM Ha padoTy, epeBO Ha APYT'YIO MOCTOSHHYIO paboTy, YBOJIBHEHHE;

* CBEJICHUS O HArpakKJIEHUSAX U MOOMIPEHUSIX: HArpa)x<JIeHUe OpJeHaMH U MEJaIsIMH, TPUCBOCHUE MOYETHBIX 3BaHMUIA;
MOOIIPECHHUS 32 YCIEXU B padoTe, a TaKkKe HArPaXICHUS W MOOIIPEHUs, MPEIyCMOTPEHHBIC YUPEIUTCIbHBIME JOKYMCHTAMH,
JIpYrUe MOOLIPEHHUS], IPELYCMOTPEHHbIE NEHCTBYIOIIHUM 3aKOHOAATEIbCTBOM;

* cBeZIcHHS OO0 OTKPHITHSX, HA KOTOpHIe BBIJAHBI JOWUIUIOMBI, 00 WCIIONB30BAaHHBIX H300pETEHHSIX U
PALMOHAIN3aTOPCKUX NPEAJIOKEHHUAX U O BBIIVIAUEHHBIX B CBSI3U C 3TUM BO3HArpaXkICHUSX.

B3bickanus B TpymOBBIE KHIDKKH HE 3amuchBaroTca. OIHAKO yBOJBHEHHE ¢ paboOTHl 3a HapyUICHHE TPYIOBOU
TUCIHIUTMHEL (KaK W MO JIIOOOMY IPYroMy OCHOBaHHIO) BCETAa OTMEYaeTcs B TPYAOBOH KHIKKE C TOYHBIM yKa3aHHEM
MIPUYUHBI YBOJILHEHUSI.

Bce 3ammcu o mpueme Ha paboTy, mepeBojie Ha APYryI HOCTOSIHHYIO pa0oTy, O TOOIIPEHUSIX M T. J. BHOCSTCS
aJMHUHHUCTpaIyeil ocie U3aHns COOTBETCTBYIOLIETO MpHKa3a (paclopsKeHUs1), HO He Mo3/IHee HeJeIbHOI0 CpoKa CO JHS ero
n3fgaHus, a Npu YBOJHbHCHHUU — B JCHb YBOJIbHCHUA. OTH 3amucu JOJDKHBI TOYHO COOTBETCTBOBATh TCKCTY IpHKasa
(pacnopsbxeHus).

PaboTHHMKY J0DKHA OBITH IPEAOCTAaBICHA BO3MOXKHOCTh KOHTPOJIS NMPAaBUIBHOCTH BEJECHHS €T0 TPYIOBOM KHIKKH.
[Ipu yBOIpPHEHHHU paboOdYero WM CITyXKaIllero BCE 3alHcH O padoTe, HarpaXICHUSIX M MOOUIPEHISIX, BHECEHHBIC B TPYIOBYIO
KHIDKKY 32 BpeMsl paOOThl B JaHHOW OpPTraHU3AINH, 3aBEPSFOTCS MOMNICHI0 PYKOBOIUTEINS OPTaHM3alM{ WIH CICIHATBHO
YHOJHOMOYEHHOT'O UM JIMLA U MeYaThlO OTAENA KaJIpOB.

OdopmiieHHas TpyIOBas KHIKKA BBIIAETCS pabodeMy WM CITy’KallleMy IIOJ PaclHCKy B JIeHb €ro yBOJbHEHHS. B
OCTaJBHBIX CIyYasX, €CIH BO3HHUKACT HEOOXOIWMOCTh, aAMUHUCTPALNS BBHIAACT PaOOTHHKY (IO €ro mpockOe) 3aBepeHHYIO
BEIITHCKY CBEJICHUN O PabOTe U3 TPYAOBOH KHIKKH.

Ecan pa6OTHI/IK OTCYTCTBYET Ha pa60Te B JICHb YBOJIbHCHUA, TO aJMUHHUCTPALIUA OpPraHu3aliu B OTOT XK€ JCHb
HampaBiseT eMy IOYTOBOE YBEAOMIIEHHE C YKa3aHHEM O HEOOXOIMMOCTH MOIy4eHHUS TPYIOBOH KHUKKH.

[lepecbuika TpynOBOW KHUXKKH TMOYTONW C JOCTABKOW MO YKa3aHHOMY aJipecy JOMYCKAaeTcs TOJbKO C COTJlacus
CILy>KallEero.

ANMUHHCTpAIMsT HE HMeeT IpaBa 3aJepXKUBaTh BBIAAYY TPYAOBBIX KHIDKEK YBOJEHHBIM paOoTHHKaM. Brimaua
CIIPABOK B3aMEH TPYAOBBIX KHIDKEK HE JOMYCKAETCsI.

B cimyuae cmeptu paboTHHKA TpyHOBas KHI)KKA BBIAACTCS HAa PYKH €ro ONMMDKANIIM POICTBEHHHWKAM ITOJ] PACIUCKY
WM BBICBIIACTCSI IO MTOYTE IO UX TPeOOBaHUIO.

TpynoBeIe KHIKKH U TyOIUKATHl TPYIOBBIX KHIDKEK, HE MMOJYYCHHBIE pa0OTHUKAaMH MPH YBOJILHCHHUHU JTHOO B Cllydae
CMepTH pab0OTHHKA €ro ONMKAWIIAMH POJICTBEHHHKAMH, XPaHITCSA 0 BOCTpeOOBaHUSA y paboTomaTers (B OpraHM3aIMd WITH Y
(DM3UYECKOTO JINIIA, SBISIOMIET0CS HHANBUAYAIFHBIM TPEANPHHAMATENICM) B COOTBETCTBHH C TPEOOBAaHMSIMU K HX XpaHECHUIO,
YCTaHOBJICHHBIMH 3aKOHOJIATENbCTBOM Poccuiickoit denepanuu 06 apXHBHOM JeTie.

B otnenbHBIX ciaydasx ¢ yderoM crenuduku pabotsl HactosmuM Kopekcom, nHbIME (elepajbHBIMU 3aKOHAMH,
ykazamu [lpesunentra Poccuiickoit ®denepauuu u nocrtaHoBinenusiMu IlpaBurensctBa Poccuiickoit denepanuu MoxeT
npeaycmMaTpuBaTbCs HCO6X0}II/IMOCTB MPEABABIICHU IIPU 3aKIIOUYCHUU TPYAOBOI0 J0roBopa JOMMOJHUTCIBHBIX JOKYMCHTOB.

3ampemaercss TpeOOBaTh OT JIMIA, IMOCTYHAIOIIETO Ha paboTy, JOKYMEHTHl TOMHUMO NPEIyCMOTPEHHBIX HACTOSIINM
Konexcom, wHbIMEH (enepaabHBIMU 3akoHaMH, ykazamu I[Ipesmmenta Poccuiickoit ®Pemepani ¥ TOCTAHOBICHUSMHU
[IpaButenbcTBa Poccuiickoii @enepanuu.

IIpu 3akato4eHuH TPYJOBOrO JOTOBOpa BIEPBBIE TPYAOBas KHUXKKA U CTPAXOBOE CBUAETENIHCTBO IOCYJApPCTBEHHOTO
MIEHCHOHHOTO CTPaXOBaHUsI 0(OPMIIIOTCS paboToaTeNIeM.

B ciydae oTCyTCTBHSA Yy JIMIA, MOCTYMAIOIIETO Ha PabOTy, TPYJOBOH KHUKKH B CBSI3U C €€ YTPATOH, MOBPEXKICHUEM
WIH TI0 WHOW TpUYrHEe paboTomarenb 00s3aH 10 MHCEMEHHOMY 3asIBIICHHIO 3TOTO JHIA (C yKa3aHHEM IPUYHAHBI OTCYTCTBUS
TPYAOBOW KHHUKKH) 0(pOPMHUTH HOBYIO TPYIOBYIO KHIKKY.

2. IlepBuYHBIE TOKYMEHTHI TPYAOYCTpoOiicTBA.

Pesrome.

B moBcenHeBHOI MpakTHKE TPYAOYCTPOWCTBA BCE OOJBLIYIO POJIb HIPACT PE3OME — JIOKYMEHT, IOCTETICHHO
BBITECHSIOIINI HA BTOPOH IIIaH TPAJULMOHHbBIE aBTOOHOTpaduu U aHKETHI, HO, TI0 CYTH, BBIOIHAIOMNN X (QYHKIUH, ITyCTh U
B HECKOJIbKO MHOW Qopme. CrnpaBeayIMBOCTH Paiy CJIedyeT IOJYEPKHYTh, YTO IPaMOTHO COCTaBJICHHOE PE3IOME BIIOJIHE
CIOCOOHO 3aMEHUTH U IIPOCTPAaHHYIO aBTOOHOrpaduio, 1 00bEMHUCTYIO aHKETY.

XapakTepncTuka (0T3bIBbI)

XapakTepucTuka — 3TO O(QHUUAIBHBIA JIOKYMEHT, KOTOPBI BBIAAET aIMWUHHCTpPALMS TPEINPHUATHS CBOEMY
COTPYJIHMKY ITPU PEILICHNUH LIEJIOTO Psifia BONPOCOB (TOCTYIUIEHHE B yueOHbIE 3aBEICHNUS, aTTECTAlMs Ha JIOJDKHOCTD U T. I1.).



B xapaxtepucTrke NPHUBOAMTCS OT3BIB O CIIy>KEOHOH HEATENBHOCTH COTPYAHHUKA, OIEHKA €ro IEATEIbHOCTH U
MOpaJIbHBIX Ka4eCTB.

XapakTepucTiuka MOXeT ObITh odopMileHa Ha obmeM Onmanke popmata A4. PeKBU3UTHI XapaKTEpHUCTHKH: Ha3BaHHE
Buaa nokymeHnTta (XAPAKTEPUCTUKA); yka3zaHue TOIDKHOCTH JIUIIA, KOTOPOMY BBIAeTCS XapaKTEPUCTHKA; HAMMEHOBAHUE
OpTaHM3aIlH, BbI-

JaromIel XapaKTepUCTHKY; UMSI, OTIECTBO M (haMIUIIUS COTPYAHHUKA; TEKCT; MOJIIHCH; I1EYaTh.

ABToOnorpagus paboTHnka.

ABTOOHOTpaduss — JOKYMEHT, KOTOPBIH aBTOpP COCTABISIET CAMOCTOSATENLHO. ABTOOHOrpadust THIIOBOTO (hopMyIisipa
HE MMEET M COCTaBIseTCsl NMPOW3BOJIBbHO. OIHAKO OTNENBHBIE COCTaBHBIE YacTH M PEKBH3MTHI JOJDKHBI COAEPIKATHCS B
aBTOOMOrpadun 0043aTeNBHO.

AHKeTa pa0OTHHKA, TECTHI.

AHKeTa 3anojHAeTCcs paOOTHUKOM COOCTBEHHOPYYHO Npu O(GOpPMIIEHHHM Ha Npeanpustue. JlaHHble BHOCATCS Ha
OCHOBaHHH JIOKYMEHTOB, IIPOBEPSIFOTCS CHENNAIICTOM TI0 KaJpaM, 3aBEPSIFOTCS MOAMKCHIO U MEYaThIo.

3. CucremaTu3anust cBeJleHUH U JOKYMEHTOB 0 JHYHOMY COCTaBY.
Cucremaruzanus JOKyYMEHTOB 110 JMYHOMY COCTaBY NMPOMCXOANT B JINYHOM Jielie pabOTHHKA

Cucmemamuzayust uHgopmayuu 0 pabomuuxe nPOUCXo0Um 6 UHeeHMapHoU Kapmouxe Gopmvl Ne T-2.



Coaep:xaHnue NPpaKTH4eCKON padoThI

3aoanue 1:
CocrtaBpTe U 0DOPMHUTE MPUKA3 MO JIUYHOMY COCTaBYy, HEOOXOJIUMBIA B JaHHOMN

ynpaBlieHYeCKOU cuTyaruu. [Ipy BBIMOJHEHUN 3aIaHUH MOJIB3YHUTECH TPUIIOKEHUEM.

Benymero cnemnuanucra otaena mapkeruHra ToproBod ¢upmbel OOO «Benrtay
Cob6omneBy Banentuny VIBaHOBHY TepeBesid Ha OCBOOOIUBITYIOCS OJDKHOCTh HaYaJIbHUKA
OTJieNIa Ha MOCTOSHHYIO paboTy ¢ 15 deBpans Tekyuiero roja. 3asBjIeHHE O MEPEBOC
Co6onea B.W. namucana 10 ¢eBpans u 3aBU3MpoBaja y KOMMEPUYECKOTO AUPEKTOpPA B
TOT ke JeHb. 10 (deBpans ObLIO Takke cocTaBieHO mpesacTabieHue No 4, moAnucaHHOe
KOMMEPYECKUM TUPEKTOPOM.

[IpoekT mnpHuKa3a O MEpPEeBOAE MOArOTOBIEH HWHCIEKTOPOM II0 IEPCOHAIY
Kupunnosoii b.H. 11 Hos0psi, 3aBU3MpOBaH IOPUCKOHCYIbTOM bapmunbim A.U. 12
deBpanss W cOycTtd JeHb ObLI TOJNUCAH TEeHEPaTbHBIM JUPEKTOPOM  (PUpPMBI
Hoporomunossim E.K. 14 despans CoboneBa B.A. Obuia 03HaKOMIIEHA C IPUKA30M.

3aoanue 2.
HamummTe npuka3 reHepaqbHOTO TUPEKTOPA 3aKPBITOTO aKIIMOHEPHOTO 00IImecTBa
«/lomuHTOY» O IpHEME Bac Ha PabOTy FOPHCTOM.

3aoanue 3.
CocraBbTe npuka3 00 0CBOOOXKIEHUHU Bac OT paboThl B pupme «OpOuta» B CBS3U C
nepees3 oM Ha HOBOE MECTOKUTEIBCTBO.

3aoanue 4.

CocraBbTe mpuKassl: a) 0 mpueme Ha paboty Oyxrantepom WMpanosoii W.II.; 6) 00
YBOJIbHEHUHM TIEPEBOJIOM B JApPYrylo opranusanuu Hepocraromme pekBU3UTHI YKAKUTE
CaMOCTOSTEIBHO.

Ilpu evinonnenuu 3a0anuii NOIL3YUMECH NPUTLOHCEHUEM.



Ha

I[TPUJIOXKEHUE 1
[TPMJIOKEHME 1

Oopaseuy ohopmnenusn npuxkaza no TUYHOMY COCAGY

dupma « »

IIPUKA3
.20 T Ne
10 JITMYHOMY COCTaBY
1. IPUHATH
crapuiero Oyxrairepa ¢ 17.01.95
C OKJIaJIOM pyO. B MECsIII, COTJIACHO 3aKIIOYEHHOMY KOHTPAKTY.

OcHoBaHue: KOHTpakT No oT
C npukazom 03HaKOMJIEH: JInynas noanuck [Hara

2. IEPEBECTHU
CTapLLIEro CIelUaINCTa SKOHOMUYECKOIO OTAEIIA, C €T0 COrIacus

JOJKHOCTB BEAYLIETO CIIENUaINCTa TOro e oraena ¢ 16.01.95 ¢ oxnagom py0. B MecH1L.

OcHoBaHue: 3asBJICHHE ., JOKJIaJHAs
3anucka 3aBeAyIOLEr0 SKOHOMUYECKUM OTIEIIOM
C npukazoM 03HaKOMJIEH: JInynas moAmMUChH Hara
3. YBOJIUTH
, ceKkperaps-pedepenra kanuensipud, . .20 T.BCBA3M C
HCTEUYEHHEM CPOKa TPyAOBOTro aoroeopa, . 2 ct1. 29 K30T Poccuiickoit deaepannu.

OcHoBanue: KOHTpakT Ne oT
C nmpukazoM 03HaKOMJIEHA! JInynas moamuck Hara
JupexTtop Gpupmbl JInunas

MOJTHUCH

Bussl cornacoBanus
3aMHTEPECOBAHHBIX
JOJPKHOCTHBIX JIUIL
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IIpakTnyeckoe 3ansitue Nel0.
Tema: TpeGoBanusi K perucTpauum J0KYyMEeHTOB.

Heas 3anaTus: OtpaboTaTh HaBBIKM IO OpraHU3alldd JOKYMEHTOOOOpOTa Ha
peANpUSTUH.

Conepskanue ¥ NMOCJIeI0BATEILHOCTH BbINIOJIHEHUS 3a/IaHUS.

|. M3yunte pasnen o peructpanuud JOKYMEHTOB B MNPUMEPHOM HHCTPYKUIHMH IO
JIEIONPOU3BOACTBY B MUHUCTEPCTBAX, APYTUX LIEHTPAIBHBIX OpraHax UCIOIHUTEIbLHON
BJIACTH, YTBEPKIACHHON [ToctanoBnennem KaOnHera MUHHUCTPOB VYKpauHbl OT
17.11.1997r., Nell153 ¢ u3MEHEHHUSIMH U JOMOJTHCHUSIMHU.

M3yyass MHCTPYKUMIO MO JEJONPOU3BOJCTBY, OOpaTUTE BHHUMAHHE Ha TO, YTO
perucTpanus JTOKyMEHTOB, KaK MPaBHIIO, IPOBOAMUTCS IEHTPATU30BAHHO PAOOTHUKOM
CIIyObl JIOKYMEHTAIIMOHHOTO OO0ECIEYeHHs, Yalle BCET0 3aBEAYIOIIMM KaHIIEISIPUECH.
Perucrpanus noasiexxar Bce JOKYMEHTBI KaK TPAJUIIMOHHbBIC, TAK U CO3/IaHHE C TTOMOILIBIO
KOMIIBIOTEPA.

N3y4nB COOTBETCTBYIOLIMK pa3feid WUHCTPYKIUU MO AEJIONPOU3BOJACTBY OTBETHTE
YCTHO Ha BOIPOCHI:

Ymo makoe pecucmpayus 0OKyMenmog?

C Kakoltl yenvro nposoOUMCs pecucmpayusi OOKyMeHmos?

Kaxue ooxymenmol ne noonescam pecucmpayuu?

Kaxkoe ocnosnoti npunyun pecucmpayuu 0oOKymeHmos?

Kozcoa pecucmpupyromces éxooswue u ucxoosujue 0OKymeHmvl?

Ymo maxoe pecuCmpayuoHHblli UHOEKC U 20e OH NPOCMABIAIemcsl HA OOKyMeHme?
Kaxue cywecmsyrom ¢hopmul pecucmpayuu?

NoabkowdE

I1. Bemonuss 3amanue No2 u3yunte o0pasiibl >KypHAJIOB PETUCTPAIIMH BXOAIINX,
UCXOJIAIIMX U BHYTPEHHUX JIOKYMEHTOB IO MPEACTaBICHHBIM oOpasiam. Jlanee usyuure
rpadpl  PErUCTPAIMOHHO-KOHTPOJBHBIX  KapTOYEK, KOTOPBIC  3allONHSIOTCA  MpU
pEerucTpanuu JOKyMEHTOB.



IIpakTnuyeckoe 3anaTue Nell.
Tema: Padora ¢ oOpameHusiMu rpakaaH.

Heasb 3ansaTusa: OtpaboTaTh HABBIKM 1O paboTe ¢ OOpalleHHs MU TpaxaaH B
OpraHsbl BJIaCTH.

TEOPETUYECKAA YACTD.

[Tonsitre, (hOpMBI M BHJIBI OOpAIICHUI TPaX/IaH.

OOparenue rpaxxaaH Hapsaay ¢ pecnyOIMKaHCKUMU U MECTHBIMHU COOpaHusiMHU, pedepeHayMoMm,
MIPABOTBOPUYECKOW M 3aKOHOJATEIbHOH MHULMATHUBBI SIBJIAIOTCS OJHOW W3 HPAMOHM (GopM JeMOKpaTuw,
npenycMoTpeHHbIX AeiicTBytonieil Konctutymueit PbB, T.e. sBmstorcs ¢opmoil HemocpeacTBEHHOTO
y4acTHs TpaxaaH B MPUHITHHU PEIICHUN Ha PECTyOIMKaHCKOM U MECTHOM YPOBHE.

B nacrosiee Bpems neiictByet 3akoH «O0 oOpaieHuu rpaxaan» ot 6 utoHs 1996r. B penpakimu
ot 1 Hos16ps 2004r. Onnako ¢ 18 suBaps 2012r. Bctynaer B JelicTBHE HOBBINM3akoH oT 18 uronst 2011r.,
KOTOpBIH HazbiBaeTcs «O0 oOpalleHuH rpakaaH U IOPUITIECKHUX JIALD.

Yka3aHHBIC 3aKOHBI PACIIPOCTPAHSIOT CBOE JICHCTBUE HAa OOpameHue PU3NICCKUX U IOPUIHIECKUX
JUI, 32 HUCKJIIOYEHHEM OOpalleHuil, MOIJIeKaIlINX pPacCMOTPEHUIO, B TMOPSAIKE KOHCTUTYIIHOHHOTO
CyJOINPOU3BOJCTBA, @ TAKXKE TPAXJAHCKOTO, aJMHUHHCTPATUBHOTO M YIOJIOBHOIO 3aKOHOJATENLCTBA.
JlaHHBII 3aKOH HE PaCHpPOCTPAHAETCS HA NEPENUCKY IOCYIapCTBEHHBIX OPIaHOB U JIOJKHOCTHBIX JIULL.

[Tox oOpanieHreM MOHUMAIOT HHIUBUYATHbHOE WM KOJUICKTHBHOE 3asiBIICHUE, TIPEIUIOKCHUE HITH
XKasoOy, KOTOPbIE U3JI0KEHBI B MHUCbMEHHOM, JIEKTPOHHON U yCTHOU dopme. DopMaMu IpeCTaBICHUS
oOpanieHuit, TakKuM 00pazoMm, SIBIISTFOTCSL:

NuauBunyanbHas U KOJIEKTUBHAS.

IlepBruHas U NOBTOpHAS.

Nmeromias anpecata 1 aHOHUMHasI.

[TucbMeHHas1, SIEKTPOHHASA U YCTHAS.

Bungamu oGpaiiieHuil SIBISIFOTCS CIEAYIOIIHUE:

[IpennoxxeHuss — 3TO PEKOMEHJALMS MO YJAYYIICHUIO NESITEIbHOCTH OPraHOB M OpraHW3aluid,
WHBIX JIUII, COBEPILIEHCTBOBAHUIO MIPABOBOTO PErYIHPOBAHUS TOCYIaPCTBEHHON U OOIIECTBEHHOM KU3HU,
a TaKK€ M PEIICHHE WHBIX BOMPOCOB B SKOHOMHYECKOW, COUAIBHO-KYJIBTYPHOH M aIMUHUCTPATUBHO-
MOJIUTUYECKOU chepax AesITeNbHOCTH.

3asBIEeHUE — DTO XOJATEIBCTBO O COJACHCTBUM B peaju3alMH IpaB, CBOOOJ W 3aKOHHBIX
WHTEPECOB 3asBUTENSI, KOTOPOE HE CBSI3aHHO C WX HaApyIIEHHWEM, a Tak)Ke COOOIIEeHHE O HapyIIeHU!
3aKOHOAATENBCTBA M HEJAOCTATKOB B pPab0OTe TOCYNapCTBEHHBIX OpPraHOB, WHBIX OpraHu3aluid Hu
WHIUBUIYATBHBIX TIPEINPUATHN.

XKanoba — TpeboBaHHE O BOCCTAHOBIIEHWH TpaB, CBOOOJ M 3aKOHHBIX WHTEPECOB 3asBUTEINS,
HapyIIEHHBIX JEUCTBUSAMHU WM O€31eMCTBHEM MOKHOCTHBIX JIMI[ TOCYAApPCTBEHHBIX OPraHOB, WHBIX
OpraHu3alyil U rpaxk/iaH.

[Tonq aHOHWMHBIM oOOpalmieHHeM TOHUMAKT olpamieHne, B KoTopoM He ykazanel @.J.0.
3asiBUTENsA, JIMOO JaHHBIE O €ro MECTe JKUTENIbCTBA, PadOTHl WM y4eObl JTHOO OTCYTCTBYET JTUYHAS
noanuck. B coorBercTBUM co cT.40 KoHCTHTYIIMM M NEHCTBYIONMMM 3aKOHOM IMPAaBOM Ha OOpalieHue
obnanaet moboe TUI0, HE3aBUCUMO OT €r0 OTHOIIIEHUS K TpaxaaHCcTBY Pb u Mecta HaxoxaeHus.

['paxxnmane W  wWHBIE JIMIA  PEATU3YIOT MPAaBO HA  OOpalleHWe JIUYHO  4Yepe3  CBOH
3aperuCcTPUPOBAHHBIC OPraHbl TUOO Yepe3 CBOMX IMPEACTABUTENCH, MPU YeM OIMH BapUaHT OOpaIieHUs
HE UCKJII0YAET BCE OCTAIbHbIE BAPUAHTHI OOpaIeHHUS.

[IpaBo Ha oOpalieHue peanu3yeTcsl rpakaaHamMu JT0OpOBOILHO. J[OKHOCTHBIE JTUIA W WHBIC
pabOTHUKHU rOCyIapCTBEHHBIX OPTaHOB U OpraHU3alluii HEe UMEIOT MIPABO pa3riiallaTh CBEICHHUS, CTaBIINE
UM H3BECTHBIMU W3 OOpAaIeHUS Tpa)xJIaH WU MpH padoTe ¢ OOpalieHUSMH, €ClId JaHHBIC CBEICHUS
KacaroTCs JIMYHOM >KM3HU TPaXKJaH, a TAaKK€ TIOCYAapCTBEHHBIX CEKPETOB, KOMMEPUYECKOW WM HHOU
OXpaHsEMOM 3aKOHOM TalHOM.
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He sBnstoTcst pasriaimieHueM CBENEHHWH, YKa3aHHBIX BBIIIE, €CIM MOAOOHOE MPOUCXOIMT II0
TpeOOBaHUIO OPraHOB JIO3HAHUS, MPEABAPUTEIHHOIO CIEICTBUSA WM Cylda M HUHBIX MPEIyCMOTPEHHBIX
cllydasix 3aKOHOJATeNbCTBOM. He nomyckaercs ymiemiieHHe MpaB, CBOOOJ M 3aKOHHBIX HMHTEPECOB
rpaxaaH, WX MPEICTaBUTENEH W YJICHOB CeMel B CBS3M C HAIpPaBJICHHBIMM HMH OOpalleHHil B
rOCYJapCTBEHHbIEC U MHBIC OpPTraHU3allNH.

3asiBUTENIN UMEIOT IPaBO:

[TopaBath oOpaiieHus U U3araTb CBOU JOBOJIBI JJOJDKHOCTHBIM JIUIAM.

3HAKOMHUTbCS C MaTepuajamMH, KOTOpble HEMOCPEICTBEHHO OTHOCATCS K PACCMOTPEHHIO
oOparieHus (3a UCKITI0YeHnEM HH(OPMAIHH, OXPAaHIEeMOI 3aKOHOM).

[IpencTaBiasTh AOMOJHUTENbHBIC IOKYMEHTHI WIIM CBEJEHUS, JUO0 oOpamarhcsi ¢ MpochOoi o
MPEJOCTABICHUH TMOJ0OHBIX JTOKYMEHTOB (€CIHM 3TO HE MPOTHBOPEUUT YCIOBHIO 3AIUTHI OXPAHIEMOM
3aKOHOM MH(OPMAIIHH).

OTo3BaTh CBOE OOpaIIeHUE 10 €0 PACCMOTPEHUS 110 CYILIECTBY.

[TomryuaTs OTBETHI Ha OOpallleHre B CPOKU, YCTAHOBIICHHBIE 3aKOHOM.

OO0>xaoBaTh B YCTAHOBJICHHOM TIOPSIIKE OTBETHI HA OOpAaIeHHWE WM OTKa3bl PAaCCMOTPEThH
oOpallieHue Mo CyIIECTBY.

WHble mpaBa, MpeyCMOTPEHHBIE 3aKOHOM.

O0s13aHHOCTH 3asIBUTEICH:

Co0uro1aTh TpeOOBaHMSI 3aKOHOIATEIILCTBA.

BexnuBo U KOPPEKTHO OTHOCUTHCS K paOOTHHKAM OPraHOB M OpraHu3aluii (B TOM 4HUCle He
JOMyCKaTh OCKOPOUTEIBHBIX U HELIEH3YPHBIX BBIPAKECHUH ).

CBoeBpeMeHHO HMH(OPMHPOBATH OPTaHbl M OPTaHU3allM{, paccMaTpHUBAIOIINE oOpaiieHue, 00
M3MEHEHHH CBOETO MECTA JKUTEIILCTBA U IPEOBIBAHMUS.

VcnionHsATh MHBIE 00S3aHHOCTH, IPEAYCMOTPEHHBIE 3aKOHOM.

O0s13aHHOCTH OPTAHOB U OpTaHU3AIlNi, paCCMaTPUBAIOIINX 00paIleHUE:

ObecneunBaTh BHUMATEIIbHOE, OTBETCTBEHHOE U 1I0OpOKeIaTeIbHOE OTHOIIEHHUE K 3asIBUTEIIIO.

He nonyckats dhopmanuszma, 6r0pokpatusmMa, rpyO0OCTH U HEYBOXKCHUS K 3asIBUTEIISIM.

[lpuHumare Mepbl A TOJHOTO, OOBEKTUBHOIO, BCECTOPOHHEIO U  CBOEBPEMEHHOTO
paccMOTpeHHs oOpaIieHu.

[TpuHUMAaTh 3aKOHHBIE U 00OCHOBAHHBIE PEIICHHUS.

WNHpopMHupOoBaTh 3as8BUTENEH O MPUHSITHIX PEIICHUAX (B YCTAHOBJICHHBIE 3aKOHOM CPOKH).

[TpuHuMaTh Mepsl B paMKax CBOEH KOMIIETEHIIMH 110 BOCCTAaHOBJICHMIO MpaB, CBOOO]] U 3aKOHHBIX
WHTEPECOB TPAKIAH.

ObecneunBaTh KOHTPOJIb 32 UCIIOJIHEHUE IPUHATHIX PEIIeHUH.

Pemrate BOIPOCHI 0 MPHUBIICYEHUH K OTBETCTBEHHOCTH JIUI], BHHOBHBIX B HAPYIICHUH TIPaB, CBOOOS
Y 3aKOHHBIX HHTEPECOB I'Ppax/iaH (B yCTAHOBJICHHOM 3aKOHOM IMOPSIKE).

Pa3bscHITE 3assBUTEIIO IOPSIOK 00)KaJIOBaHUS OTBETOB M OTKA30B Ha OOpalieHue.

HcrnonHATh MHBIE 00S3aHHOCTH, MPETYCMOTPEHHBIE 3aKOHOM.

[TpuBeneHHble BhIIE MpaBa U OOA3aHHOCTH 3asgBUTENS, OOS3aHHOCTH OPraHOB M OpraHU3aLUN
ABIISICTCA HOBEJIONW OEIOpPYCCKOro 3aKOHOAATENbCTBA U MPUCYTCTBYET B 3aKOHE, KOTOPBIA BCTyMHAaeT B
nerrtcsue B ssHBape 2012roxa.

[Topsiok paboThl ¢ 0OpalieHueM IpakIaH.

OCHOBHBIMU TPeOOBAHUSIMH, KOTOPBIE MIPEIBSBISIOTCS K OOPAIICHUSIM TPaXIaH U FOPUIATIECKIM
JUTAM SIBIISTFOTCSI:

OOparrenust MoAar0TCsl Ha TOCYIapCTBEHHBIX si3bIkax Pb.

[TucbMeHHbIe OOpaIIeHuUs TOJIKHBI COIEPIKATh:

HanMeHoBaHWe WM ajpec OpraHM3alW{ WM JTOJDKHOCTH JIMIA, K KOTOPOMY HaIlpaBIsETCS
oOparieHue.

@®.1.0. mubo MHUIMATBI TPaKIaHWHA.

AJpec MecTa JKUTENbCTBA (HAXO0XKACHHUS) WIIK MECTO yueObl (paboThI).

N3noxenune cytu oOpaiieHus.

JlndHas MOANKUCH TPaXKIaHUHA.
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B cnyuae oOpareHuss IOpUIMYECKOTO JIMIA CIEAYEeT yKa3blBaTh €ro IMOJIHOE Ha3BaHHE M aJipec,
dbamMuIMsi, UHUIUAIBI U JOJDKHOCTh JOJDKHOCTHOTO JIMIA, a TakKe JIMYHYIO MOANUCH PYKOBOAMTENS
3aBEPHUTD NEUATHIO.

B cooTBercTBUMU C 3aKOHOM NoJla4ya 3asBICHUNA U TMPEAJIOKEHUH CPOKaMU HE OrpaHUYeHOo, a
’KaJl00bl MOTYT OBITh TIOJJAHBI 3asBUTENIIMU B TEUEHHE TPEX JIET CO JHs, KOTJa OHU Y3HAJIU WIH JTOJIKHBI
ObUTM y3HATh O HApYyLIEHWU CBOMX IpPaB M 3aKOHHBIX WHTEPECOB. YKa3aHHBI CPOK B CiIy4yae ero
MPOIYCKA M0 YBAKUTEIHHON MPUUYUHE, TIOATBEPKICHHON COOTBETCTBYIOUIMMHU JTOKYMEHTAMH, MOJJICKUT
BOCCTAHOBJICHHIO I10 PELICHUIO PYKOBOJIUTENS OpraHa WM OpraHU3allud, B KOTOPBIX paccMaTpUBaeTCs
xKaioba.

B cootBercTBHU € 3aKOHOM OOparnieHne PU3nYecKuX U IPUIUIECKUX JIUI] JOJDKHBI ObITh O/IaHbI
B OpraHbl WIM OPraHU3alld, K KOMIETEHIUH KOTOPBIX OTHOCSTCS pEIIEHHE BOIPOCOB, M3JI0KEHHBIX B
oOparieHumu.

B cnywae HampaBieHHs WIM TOCTYIUICHHS OOpamieHusi B OpraH WM OpTraHU3alfio, B
KOMITETEHIIMIO KOTOPBIX HE BXOJUT pEIICHHWE H3JIOKEHHBIX B OOpallleHMH BOMIPOCOB, TO JIaHHBIC
CTPYKTYpbl B TEUEHHE 5 IHEH JOJDKHBI HANpaBUTh OOpaIleHHE Ui PACCMOTPEHUS B OPraHbl WIIH
OpraHM3alfi B COOTBETCTBUHU C MX KOMIIETEHIMEH, KpOME TOTO OHU OOS3aHBI YBEIOMUTH 3asBHUTENS, B
YKa3aHHBIN BBIIIE CPOK, B KAKOW OpraH WJIM OPTraHU3alXI0 U B KAKOM TOPSIKE eMy CIIeIyeT 0OpaTHThCs
JUIS peIlieHus] U3JI0’KEHHBIX B OOpAaIlleHUU BOIIPOCOB.

B cnywae, ecim oOpameHne comepXuUT HHPOPMAIUIO O TOTOBSIIMMCS, COBEPIICHHOM WU
COBEpIIAEMOM IPECTYIUICHUH, a TAK)Ke MHOM MIPaBOHAPYIICHHUH, TO JaHHbIE 00pallleHus TOJKHbI ObITh B
MATUAHCBHBIA CPOK HANpPAaBICHBI B IPABOOXPAHUTEIIHHBIE W HWHBIC TOCYAAPCTBEHHBIC OPTaHbI IS
orepaTHUBHOTO pearupoBaHus. [Ipu paccMOTpeHMHM YCTHBIX OOpalleHHi, KOTOpbIe HANpPAaBISAIOTCA B
OpraHbl WJIM OpPraHU3alMd BO BpEeMs JHYHOTO TpUEMa JODKHOCTHBIM JIMIIOM 3asBUTENS B IOPSIOK
oOpaileHuss B OpraHU3alMI0, KOMIIETEHIMIO PACCMOTPETh M3JI0KEHHBIE BOIMPOCHL, Pa3bACHACTCS
JOJDKHOCTHBIM JIUIIOM HETIOCPEJCTBEHHO B T€UEHHE JTMYHOTO IpHUeMa.

AHOHHMMHOE oOpaiieHre B OOIIeM ciIy4ae HE pacCMaTpUBAIOTCS, OJHAKO, HCKIIOYEHHUE
COCTABIISIIOT T€ U3 HHUX, KOTOPBIE COJIEPKAT CBEIEHUSI O COBEPIICHHOM, COBEPIIAEMOM HJIA TOTOBSIIEMCS
MIPECTYIUICHUU.

B cooTBeTcTBHM € 3aKOHOM 3alpelieHO HAmpaBisATh JKANIOObI, IMOCTYNHUBIIME B OpPraHbl WIH
OpraHM3alfi Ha PacCCMOTPEHUE TEM OPTaHOM M JIOJKHOCTHBIM JIUIIOM, JEHCTBHE KOTOPBIX OOXKaTyeTcs
3asBUTEIIEM.

OOumM CpoKOM paccMOTpeHHe OOpalleHMH SBISeTCS OAWH MECSI €O JHS perucTpaiuu
oOpamieHuss B OpraHe WIM OpraHW3alud, ero MoJyduBIHX. CpOKM MOTYT HCUHCIATBCA KaK B
KaJleHJAApHBIX JHSX, TaK U B Mecsax. J{mns oOpaieHuii, HarpaBlIeHHbIX B MEXIyHApOAHbIE OPTaHU3AIIHNH,
CPOK pacCMOTpeHHUsI 0OpalieHusi MOKeT ObITh yBenn4eH 0 6 MecsaieB. Cpok paccCMOTpeHHUs oOpamieHui
HCTEKAaeT B COOTBETCTBYIOIIEE YMCIIO MOCIEAHEr0 Mecslla paCCMOTPEHHs], B TOM CIIydae, €Clid B Mecsle
HET COOTBETCTBYIOIIETO YHCJa, TO B IOCIEIHUN JIEHb ITOTO MECAIA, a €CJIH TMOCIeIHUI JIeHb CpoKa
paccMOTpeHHs IPUXOAUTCS Ha Hepabouwii JeHb, TO MOCICTHUM JTHEM CUMUTAETCS CIEAYIOUINH 3a HUM
pabounii 1eHb.

B TedeHue ykazaHHOrO CpoKa OpraH WM OpTaHU3alMs, MX JOJDKHOCTHBIE JHIA JOJKHBI
MPEAOCTaBUTh MUCHMEHHBIN OTBET 3asBHUTENI0, a B TOM CiIydae, eciiu padbora ¢ oOparieHueM Tpedyer
JOMOJTHUTEIBHOTO CPOKa, JAOJKHOCTHOE JIMIO MUCHMEHHO YBEIOMIISET 3asBUTENS O JONOJHUTEIbHOM
CPOKE pacCCMOTPEHHSI MTPOAOIDKUTEIFHOCTHIO JI0 OTHOTO MecsIia.

s xano0 ycTaHOBIIEHBI 0Oojiee KpaTKHe CPOKH, MPOJOJDKUTENBHOCTBIO 10 JABYX HeAeb. JTO
CBSI3aHO C HEOOXOAMMOCTBHIO OrepaTMBHOM M 3¢ (EKTUBHON 3alllUThl HApPYIIEHHBIX NpaB M CBOOOJ
rpaXxJIaH U UHBIX JIUI. B TOM citydae, eciu paccMOTpeHHe kKaloObl TpeOyeT TOMOTHUTETHHOTO U3yUCHHE
MaTepuala, TO JOIMYCKAeTCs YBEIHMUUTh CPOK PACCMOTPEHUS IO MECAIa, O YeM 3asBUTEINb JIOJDKEH OBITH
YBEJIOMJICH B TE€UCHHE MEPBBIX ABYX HEJEINb.

B ToMm ciydae, ecniu oTBET Ha mepBUYHOE oOpalleHrne GU3NYECKOro WM IOPUINYECKOro JIMa He
YIIOBJICTBOPSICT 3asBUTEINIA, a TAKXKe €CIM OH HE COOTBETCTBYET TPEOOBAHUSM CBOECBPEMEHHOCTH,
MOJIHOTHl M TPaBIMBOCTH MH(OpPMAINH, TO (U3NYECKOE WM IOPUIMYECKOE JUII0 MOXKET 00’KanoBaTh
JaHHBIA O0TBEeT Ha oOpamieHue. YKanmoba HANPABISETCS B BBIMICCTOSIIYIO OPTaHU3AINI0, HHPOPMAIIHIO O



KOTOPOH JIOJKEH MPEeJOCTaBUTh OpraH WM OpraHU3allysl, pacCMOTPEBILUH NepBHYHOE oOpaiieHue. B
TOM CJIy4ae, €CIIM OTBET BBIIIECTOSINEH OpraHU3aliy HE YIOBJIETBOPSET 3asBHUTENSA, OH UMEET IPaBO
o0>kanoBaTh OTBET B cyn. JKajmoObl B CyJ HAmpaBiSIOTCS TAaKXKe B CIy4ae OTCYTCTBHUS BBIIIECTOSIICH
OpraHu3alMH [10CIIe IEPBUYHOIO PACCMOTPEHUS 0OpaILeHHs..

Ha psny c xanoboit ¢usnyeckoe WM IOPUAMYECKOE JIMIIO MOXKET HAlpaBUTh IOBTOPHOE
oOpamieHue, B TOM cCllydae, €clM CUUTAeT, YTO HE IOJy4dusl OoTBeTa o cymecTtBy. OnHako opra,
paccMOTpeBIIMi oOpalieHne TpaKAaHWHA WIM HHOTO JIMIA, B CIlydae OTCYTCTBUS B IIOBTOPHOM
oOpanieHnn HOBOM MH(popManuu 00 00CTOATENbCTBAX, CBA3AHHBIX C CYLIECTBOM BOIIPOCA, MOXET IaTh
OTBET 3asiBUTEIIO O HEBO3MOXXHOCTH MPEAOCTABUTH €My MHYIO HH()OPMAIIMIO U 3asSBUTH O MPEKpaIlECHUH
nepenucku ¢ 3asgBureneM. IlogoOHoe npekpallieHue MEepenucKd MOXKET CTaTb CaMOCTOSITEIbHBIM
MOBOIOM JIJIsl 00KaJIOBaHMS, B TOM YHUCIIE B CY1I€OHOM TOPSIIIKE.

Bce BeleyKkazaHHbIE IIPOLEAYPBI PACHPOCTPAHSIIOTCS, B TOM YMCIE M Ha DJJICKTPOHHBIC
o0palIeHus IO CPEACTBOM JIEKTPOHHOM MOYTHI MU ceTH MHTepHeT.



[TPAKTUYECKAA YACTbD.

3aoanue 1

JlaliTe OTBETHI Ha CIIEAYIONINE BOIPOCHI.

1. Kakue cyObeKTHl MPAaBOOTHOIICHUH MOTYT O0OpamaTbCs K JOJDKHOCTHBIM JIMIIAM
OpPraHOB UCTOJHUTEILHON BJIACTH?

2. Kakue Buibl 00OpalieHuii MOTyT HaIlpaBIIATHCS ISl pAaCCMOTPEHUS ?

3. Yro BKIIOYACT B ceOs MOHITHE «J{0JDKHOCTHOE JTUIION?

4. Kakumu mpoleccyalbHBIMA TIPaBaMH TIOJB3YIOTCS CYOBEKTBI B CBSI3H C
oOpallleHHeM B OpraHbl UCIIOJIHUTEILHON BIacTU?

5. Kakue mporeccyanbHbie 00S13aHHOCTH BO3JIATalOTCsl HA CYOBEKTOB B CBSI3H C
HalpaBJjeHUEM oOpalleHus ?

6. Kakue oOuime TpeOOBaHHUS YCTAaHABIMBAKOTCA K OQPOPMIIEHUIO MUCHMEHHOIO
obpareHus?

7. Ha xakue oOparieHus He T0JKEH JaBaThCs OTBET?

8. MoryT 11 rpakJiaHe IpHUBJIEKAThCS K OTBETCTBEHHOCTH 3a MoAavy 0OparieHus?

9. K xakuM BuJaM IOPUIWYECKOW OTBETCTBEHHOCTH MOTYT IIPUBIICKATHCS
JOJDKHOCTHBIC JIMIIa 3a HapyIICHHE 3aKOHOJATeNbCTBA O TIOPSAKE PAcCMOTPEHUS
oOpallleHui rpa)<aaH.

3aoanue 2

CocrtaBpTe cxeMy pabOThl C TOCTyNUBIIUM oOpaiieHueMm. B Hell oTpasute
CJIeIyIOLIME 3aKOHOJaTENbHbIE MTpaBUJIa;

— JIBm>xkeHue oOpaleHus OT MOCTYIUICHUSI B OpTraH BJIacTH J0 J1auyd OTBETA.

— CpOKH perucrpanmm.

— Cpoku HampaBJieHuUs 1O MOBEIOMCTBEHHOCTH,

— Cpok# 1Ji 1auu OTBETA.

— Bo3MoskHbIE c1IOCOOBI OTBETOB.
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