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1. MACIIOPT KOMIIVIEKTA OHEHOYHBIX CPEJACTB

Hasnauyenue:

KonTponbao-ouenounsie cpeactsa (KOC) nmpennazHaueHsl sl TPOMEXYTOYHONW aTTECTAINH
pe3ynbTaToB OocBoeHHs yueOHou mucrurumbabl  OI1.6. JlokyMeHTalmoHHOE oOecredeHue
yrnpasieHus 1o crnenraibHocTh 38.02. 01 DxoHOMUKa B OyXraaTepcKuil yueT (10 OTpaciisaMm).
®opma KoHTpoOIA: 1D depeHInpOBaHHBII 3aUeT

YMeHus1, 3HAHUS U KOMIIETeHIIMH, NO/JIe:KAlIMe TPOBepKe:

Ne HaunmeHoBaHue | Metoa KOHTpOJIA
YMmeHus:
V1. | YMers ohopMiATh U MPOBEPATh MpPaBUIBHOCTH oopmienusi| TectupoBanue,
JOKYMEHTAlU! B COOTBETCTBUU C pCEHICHHUE 3a7a4

YCTQHOBJICHHBIMM  TpeOOBaHMSIMHM, B  T.4.  HCHOJb3Yd
MH(POPMAIMOHHBIE TEXHOJIOTUI

Y2 | YMerp OpoBOAUTH  aBTOMAaTU3MPOBaHHYIO  00pabOTKy
JIOKYMEHTOB
VYV 3. | YMeTh OoCylIecTBIATh XpaHEHHE U MIOUCK IOKYMEHTOB
3HaHuA:
31. PackpsiBaTh  CyIIHOCTBH L€N€H, 3a74a49 U IPUHLIUAIIOB TectupoBanue,
JOKYMEHTAIMOHHOTO 00eCIeyeHUs yIpaBIeHUsS peleHue 3aaay
32. | XapakTepu3oBaTh CUCTEMY JOKYMEHTAI[HOHHOTO
obecrieyeHus yrpaBieHus, €€ aBTOMAaTU3ALUIO
33. XapakTepru3oBaTh KiIacCU(PUKAIUIO JTOKYMEHTOB; OOBSICHSTH
TpeOOBaHUS K COCTABICHUIO U OPOPMIICHUIO TOKYMEHTOB
34. | OObSICHAT,  OpraHU3alMI0  JIOKYMEHTOOOOpOTa:  MpHEM,

00paboOTKy, perucTpaluio, KOHTPOIb, XPaHECHUE JOKYMEHTOB,
HOMEHKJIATYpy JIeT

O01mme KOMIETEHIINHU

OK 01. | Beibupars cmocoObl pemieHus 3amad  npodecCHOHAIBHOM | HaOII0IeHrE 3a
JeSITebHOCTH IPUMEHHUTEIHHO K Pa3IMuHbIM KOHTEKCTaM BBIITOJIHEHUEM 3aaHUs

OK 02. | Ucnionb30BaTh COBPEMEHHBIE CpEACTBA IOMCKA, aHaau3a U
HMHTEpIpETALU uHbopMauu " HH(pOpMaIlMOHHbIE
TEXHOJIOTUU JUIsl BBIIOMHEHHUS 3a1ad  MpodeccroHalbHOM

JeSITeNIbHOCTH
OK 03. | [InanupoBath u peann30BbIBaTh COOCTBEHHOE
npodeccuoHaIbHOE u JUYHOCTHOE pa3BHUTHE,

MpeaNPUHUMATEIbCKYIO JIEATENbHOCTh B MPOdeccHoHaNbHOM
cdepe, UCTOIB30BATH 3HAHUS MO (PUHAHCOBOW I'PAMOTHOCTH B
Pa3IMYHBIX KU3HEHHBIX CUTYaIUSIX

OK 04. | DddexkTrBHO B3aUMOICHCTBOBATh U padOTaTh B KOJUIEKTUBE U
KOMaH/1e

OK 05. | OcymiecTBiATh YCTHYXO M NUCBMEHHYK) KOMMYHHKAIMIO Ha
roCcyJ1apCcTBEHHOM s3bIke Poccuiickoin denepanuu ¢ ydyeToM
0COOEHHOCTEH COMAIBHOTO U KYIBTYPHOTO KOHTEKCTa




OK 09. | [Tonb3oBatbest  mpoecCHOHABHOW — TOKyMEHTAalMeld  Ha
rOCY/IapCTBEHHOM U MHOCTPAHHOM SI3bIKaX

HpO(l)eCCI/IOHaJILHbIe KOMIICTCHI N :

IIK 1.1 | O6pabatbiBaTh MepBUYHBIC OYXTaaTEPCKUE JOKYMECHTHI. HaOII0IeHUE 32
BBITTOJIHEHUEM 33 JaHHS

JINYHOCTHBIE pe3yJbTaThl:

JIP 7 ['oTOBBIN COOTBETCTBOBATH OXKHIAHUSM PAOOTOAATEIICH:
MIPOEKTHO MBICIIALIHH, 3 PEKTUBHO B3aUMOACHCTBYIOLIHI ¢
YWICHAMH KOMaH/bl U COTPYAHUYAOLIUHI C IPYTUMH JIFOIbMH,
OCO3HAHHO BBIIOJHSIIOIUHI NpodeccuoHaIbHbIe TpeOOBaHMS,
OTBETCTBEHHBIN, IIyHKTYaJIbHBIN, JUCIUIUIMHUPOBAHHBIN,
TPYAOIIOOUBBINA, KPUTUUECKU MBICIISIIMI, HAlleICHHbIH Ha
JOCTHKEHHE ITOCTABIICHHBIX LIEJIEH; JEMOHCTPUP YOI
1po(eCCHOHATIbHYIO )KU3HECTOUKOCTb.

JIP 8 [IpusHarommii  IEHHOCTh  HEMPEPBIBHOTO  00pa30BaHMS,
OPUEHTHUPYIOIIMICS B  HW3MCHSIOMIEMCS PBIHKE  TpPYAA,
n3berarommii  6e3pabOTHULIBI;  YIPABIAIOMNUNA COOCTBEHHBIM
npodecCHOHATBHBIM pa3BUTHEM; PEIICKCUBHO OIEHUBAIOIITHIA
COOCTBEHHBIM  JKU3HCHHBIM  OIBIT, KPHUTEPHH  JIMYHOU
YCTICTITHOCTH.

Pecypcrbl, HeoOXoauMBbIe /151 OLEHKH:

[Tomenienue: yueOHbII KaOUHET

Ob6opynoBaHue: NEPCOHATbHBIE KOMIIBIOTEPHI, TPUHTEPHI.

WNHCTpyMEHTBI: pyUKH, TUHEHKH, KapaHau, Oymara.

Heo6xonuMmele MaTepHaibl: 3K3aMEHAllMOHHbIE OMJIETHI, TECTOBbIE 3aJaHMs, Oymara, 3TaJOHbI
OTBETOB JJIs Ilefarora u Jip.

JlononHuTeNbHBIE NHCTPYKLUU U clipaBouHble MaTtepuaisl: «I paxnanckuit Kogekc Poccniickoit
Oenepannn (dacth 1nepBasi)» oT 30 HosOpss 1994 1. Ne 51-®D3; denepanbubiii 3akoH oT 27
nexabps 2002 r. Ne 184-®d3 «O TexHHMUECKOM peryaupoBaHun»; PDenepanbHblii 3aKOH OT 27
utons 2006 r. Ne 149-®3 «O6 uHbopmanuu, MHPOPMAIMOHHBIX TEXHOJIOTUSX M O 3alluTe
uHpopmanun»; denepanbupiii 3akoH oT 27 mons 2006 r. Ne 152-03 «O mnepcoHaIbHBIX
naHHbIX»; DenepanbHpii 3akoH OT 27 wuwomg 2010 r. Ne 210-®3 «O6 opranuzamuu
IIPEIOCTABIEHUS TOCYJAapCTBEHHBIX M MYHULMINAIbHBIX yciIyr»; dDenepanbHblii 3aKOH OT 6
anpenst 2011 r. N 63-@3 «O0 snexTpoHHOM noanucu»; DenepanbHbIl 3aKOH OT 22 OKTIOps
2004 N 125-®3 «O6 apxuBHoM jnene B Poccuiickoit ®enepamun»; «Konmekc Poccuiickoit
Oenepanii 00 aIMUHUCTPATUBHBIX MpaBoHapymieHusx» ot 30 nexadbps 2001 N 195-@3;
«[lepeueHb THUIOBBIX YNPABICHUYECKHX apXUBHBIX JIOKYMEHTOB, OOpa3yIOIIMXCS B Ipolecce
JeSITEIbBHOCTH TOCYJapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYIIPABIEHUS U OpraHU3aIuii,
C YKa3aHMEM CPOKOB HX XPaHEHUs»:. yTBepXkJeH mnpukazoMm Pocapxusa ot 20.12.2019 Ne 236;
«[IpaBuna opraHuzali XpaHEHHs, KOMIUIEKTOBaHUs, y4eTa M HCIOJIb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit @enepauuu M APYrHMX apXHUBHBIX JOKYMEHTOB B OpraHax
rOCyapCTBEHHOW BJIACTH, OPTaHAaX MECTHOIO CaMOYIIPABIICHUSA U OPraHU3aLUAX». YTBEPIKICH
npukasoM PocapxuBa ot 09 mexabps 2020 r. N 155; «'OCT P 7.0.97-2016. HarmonanbHbIi




craugapt Poccuiickoit ®eneparuu. Cuctema craHaapToB 1o uHdopmanuu, OUOIMOTEeYHOMY U
u3zaTeNbckoMy neny. OpraHu3alMOHHO-pacopsiIUTeIbHAS JOKYMEHTAus. TpeOoBaHuS K
0 OpMIICHUIO TOKYMEHTOBY: yTBepkaeH [Ipuka3zom Poccranmapra ot 08.12.2016 Ne 2004-cr.

TpeGoBanus kK KaApPOBOMY OOECIICUEHHUIO OIICHKHU: OLIEHKY MPOBOJUT MPENOIaBaTesb
Hopwma Bpemenu: 90 Munyt



2. KOMILIEKT MATEPUAJIOB OHEHOYHbIX CPEACTB

B cocraB koMIUIeKTa MaTepuanoB OLEHOYHBIX CPEICTB BXOAAT 3alaHUs AJIS SK3aMEHYEMBIX U
nakeT 3k3amenaropa. [IpemioxkeHHble 3aJaHisi OPUEHTHPOBAHBI HA TPOBEPKY CHOPMHUPOBAHHBIX
y 00y4arouierocss KOMIeTeHIUH.

2.1. BAJAHUA JJIA OBYUYAIOLWETI'OCS

Onenka chopmupoBanHocTd komrereHnun: OK 01

1. B oTcyrcTBHE pPYKOBOIMTENS IMOIIMUCAHUE JOKYMEHTa 3aMecTutreneM (Ykaoicume monvko
00UH NPABULLHBLIL OMEEN).

1) 3a qupektopa A.W. TlerpoB
(moamuck ero 3ama Cusmoposa)

2) dupekTtop A.W. ITerpoB
(moamuck ero 3ama Cusoposa)

3) dupexrop Cunopos I'.B.
(JIMyHas TOATIHCH)

4) 3am. qupekTopa I".B. Cunopos

(JIMyHas TOATIHCH)

2. Kakoii BapuaHT oOpMIICHUS PE30JIIOLUN PYKOBOIMUTENS SIBIISICTCS MPABUWIBHBIM (Vxaoccume
MOALKO OOUH NPABUTILHBIL OMEENt):

1) Kpasuosy M.II.

[Ipomy noarorosuts 3akimouenue k 18.01.2020.
IToanuce pykoBOOUTENS

10.01.2020

2) Kpasuosy M.II.

IIpoury paccMOTPETH.

IToanuce pykoBOOUTENS

10.01.2020.

3) Kpasnosy M.II.

[Ipomry noarorosuts 3akimtouenue kK 18.01.2020.
IToanuce pykoBOOUTENS

3. Kakoii BapuaHT oopMIIEHUSI OTMETKH O HAJIUYUH MPHIIOKEHHUS B COIPOBOJIUTEIEHOM
HHCHMe SIBIISIETCS IPABHIBHBIM (VKaoicume monvko 00un npaguibHbiil omeem):

1) Ilpunoxenue: ynomsinyroe Ha 3 J1. B 1 3K3.

2) [IpunoxkeHue: mo TekcTy Ha 3 1. B 1 3K3.

3) Ilpunoxxenue: Ha 3 1. B 1 5K3.

4) [Ipunoxenue

4. TIpuHIMIIBI OPraHU3aIMK JICTONPOU3BOICTBA (aiime pazeepHymplii omeen)
5. OpraHu3anMoHHO-TIPABOBBIC JTIOKYMEHTHI (/[atime pazsepHymoiii omeent)

6. udopmarimoHHO-CIpaBOYHbIE TOKYMEHTHI (/latime pazeephymolii omeen)
7. Peructpaiiust JOKyMEHTOB (/[atime pazeéepuymoiii 0meem)

8. PactiopsiautenbHbIe TOKYMEHTHI (/[atime pazeeprymulii omeent)

9. Homenkunarypa nen (/[aiime pazseprymuiii omeem)

10. ®opmymnsap-obOpasen nipukasa (/laiime pazsepHymolil omeent)

11. KoHTpOJIb UCIIOJTHEHUS IOKYMEHTOB (/[atime pazeephymulii omeem)



Onenka chopmupoBanHocTH KoMmiiereHnn: OK 02

1. Kakoif BuA »SIEKTPOHHOW TOANUCH WCIIONB3YETCS JUId MOJIMCAHUS DICKTPOHHBIX
JIOKYMEHTOB, TPEIyCMOTPEHHBIX 3aKOHOM «O KOHTpakTHOHM cucteme...» N 44-O3 (Vraocume
MONIbLKO OOUH NPABUTLHBILL OMEEN):

1) npocToii;

2) CI0)KHOU KBATM(UIITUPOBAHHOM;

3) ycusieHHON HeKBAIM(UIIMPOBAHHOIM;

4) ycuieHHOH KBaJM(PHUIIMPOBAHHOM.

2. Hndopmaruzanus JOKYMEHTAIIMOHHOM JESATENbHOCTH OpraHU3aluu 00ecTieyuBaeT
(Vrasicume monvko 00un npasunvbhsiii omeen):

1) yMeHbIIIEHUE CKOPOCTU MPOXOKACHUS JOKYMEHTOB 0 MapuIpyTam;

2) TMKBUJAIMIO U3IUIIHUX JOKYMEHTAIMOHHBIX MapLIPYyTOB;

3) cTpyKTypupOoBaHUe padOT ¢ yKa3aHUEM UX UEPAPXHH;

4) BBISIBIICHHE KOH(DIUKTYIOIINX PECYPCOB.

3. Kakoif JOKyMeHT He HYXEH TMpH NpPOBEpKE OpraHW3alMUd TOCYJapCTBEHHBIX U
MYHHUIUTATBHBIX 3aKyNOK (Vkasicume moavko 00un npasuibhviil omeen):

1) peecTp mIaTeXHBIX TOPYICHHI;

2) 060pOoTHAs BEIOMOCTD IO MTOCTABIIMKAM;

3) C3B-T/;

4) nmpuKa3 0 CO3JJaHUU ayKIIMOHHOW KOMHCCHUHU.

4. 3nauenue ['OCTa P 7.0.97-2016. HaumonaneHsIi crangapt Poccuiickoit @eneparum.
Cucrema cranaapToB 1o uHpopmanuu, OUOTMOTEYHOMY U U3JATENHCKOMY JIETY.
OpraHu3annoHHO-PACTIOPSIUTEIbHAS JoOKyMeHTaIusl. TpeboBaHus K 0OPOPMIICHHIO TOKYMEHTOB
([aiime pazeeprymoiii omeem).

5. CucTeMbl BJIEKTPOHHOTO IOKyMeHTo000poTa (Jatime pazéepnymoiii omeem)

6. DieKTpoHHAas MOANUCH (Jaiime pazeéeprymuvlii omeem)

7. CornacoBanue nokymenTa ([aiime pazeeprymoiii omeem)

8. JlokyMeHTHpOBaHUE JISITEIBHOCTH KOJJIETHATIBHOTO oprana ([aiime pazeepHymvlii omeem)
9. Knnaccudukanum 10KyMeHTOB (Jatime pazeepHymoiti omeent)

10. TpeboBanus k opopmiteHuto nena (/latime pazsepuymoiti omeem,)

Onenka chopmupoBanHocTy kommerenun: OK 03

1. Ha kaxoii cpok MOXeT ObITh 3aKJIF0OUEH KOJUIEKTUBHBIN 10T0BOP (VKaowcume monivko 0oun
NPABUILHBILL OMEent):

1) MaKCHUMYM - Ha OJIMH TOJI;

2) MaKCHUMyM — Ha TPH ToJia;

3) MaKCUMYM — Ha 5 JIeT;

4) Ha J1I000# CpOK.

2. JlokyMeHT, (UKCUPYIOIIUN COTTAIIeHne CTOPOH 00 YCTAHOBIIEHHWU TPYAOBBIX OTHOIIECHUN U
PEryIUpYIOMUN UX, HA3bIBACTCS ... (VKaocxcume moivko 0OuH NpasuibHulil 0meen):

1. TPYAOBBIM KOJIEKCOM

2 TPYIOBOM KHMKKOU

3. JOJKHOCTHOM MHCTPYKLIHEN
4 TPYZIOBBIM JIOTOBOPOM



3. JIOKyMEHT, OTpaKaroUMil IUIAHUPOBAHHWE KAPhEPHOTO Pa3BUTHUS KOHKPETHOTO COTPYIHHKA
(Vkaowcume monvko 00un npasuivhwvlil omeem):.

1. IIpuKas

JOJDKHOCTHAS. HHCTPYKITHSI

TPYJOBOH JOIOBOP

Kapbeporpamma

o

4. IIpaBuiia BHYTpEHHETO TPYAOBOTO pacnopska (Jaiime pazeepHymoiii omeem)

5. JIOKyMEHTHI I10 JITUHOMY COCTaBY (/{aiime pazeéepHymuiti omeem,)

6. T pynoBast KHWXKa (/[atime pazseprymolii omeem)

7. Bugsl JOroBOpOB HE MOTYT 3aKJIIOYaTbCs MEXIy paboTojmaTteeM M paOOTHUKOM B
COOTBETCTBUU ¢ TpyHoBbIM KojgekcoM PD (/latime pazseprymuiii omeem)

8. llltatHoe pacniucanue (/atime pazeeprymolii omeem)

9. lomxHOCTHAsE UHCTPYKLMS paboTHUKOB ciy>k0b1 1OV (Hatime pazeeprymuiii omeem)

10. YupenurtenbHblil 10r0BOD (/atime pazeepnymuiii omeem)

11. OpranuzanuroHHbie HOPMBI CITYKOBI JEIONPOU3BOICTBA (/atime pazeepHymulil omeent)

Onenka chopmupoBannoct kommnereHimu: OK 04

1. asBiieHHE O pUeMe Ha paboTy ClieaAyeT aapecoBath... (Vkascume moaivko 00un npasunbHbiil
omeem).

1) coOOCTBEHHUKY MPEATIPUSATHUS;

2) pyKOBOJMTEIIO OPTaHU3alINN;

3) pyKOBOJAUTEIIO MOAPA3/ICIECHUS;

4) HayaNbHUKY OT/eJ1a KaJpOoB.

2. TlepeBon paboTHHMKA Ha TOCTOSHHYIO Pa0OTy B JAPYTyI OpraHU3alvio JUOO B JPYTYIO
MECTHOCTh BMECTe C opranusanmed nomyckaercs (Vraowcume monvko o00un npasunbHbiil
omeem).

1) C COTJIaCHsI WICHOB CEMbH PaOOTHHKA;

2) ¢ coryiacust po(COr3HOro Opraua,

3) coryacue He Tpebyercs;

4) TOJIBKO C MUCHBMEHHOTO COTIachsi pabOTHHKA.

3. CocTtaB peBU3MOHHOW KOMHCCHH, ompenensercs (Vxaowcume monvko 00un npasuivhblil
omeem).

1) YCTaBOM;
2) 3aKOHOM;
3) WHCTPYKIINEH;
4) KOJIJIEKTHBOM.

4. PekBU3UT «TIOATIUCHY ([[atime pazseprymwiti omeem,)

5. loknamnast 3anucka (/latime pazeeprymsiii omeem)

6. O0bscHUTEeNbHAS 3aMKCKa (atime pazeepHymulil omeent)
7. llpennoxenue

8. KoHTpoIIb UCTIONTHEHUS TOKYMEHTOB.

9. KonnextuBHbIN 10TOBOD (Hatime pazeeprymsiii omeem,)

10. 3asBnenue (/atime pazsepuymoiii omeem)
11. TlonoxeHue 0 KOJIIETUATIBLHOM OpraHe (/aiime pazéepHymulii omeent)

Ornenka copmupoBannocT komrereHimu: OK 05



1. B cootBerctBuu ¢ (enepanpHbiM 3akoHOM OT 01.06.2005 Ne53-@3 «O rocynapcTBeHHOM
s3pike  Poccuiickoit  ®enepanuuy»  JIEIONPOU3BOJCTBO B OpPraHU3alUsIX JHO00H (HOPMBI
COOCTBEHHOCTH MOXET BeCTHCh (Vkasicume moavko 00un npasuibHulit omeem).

1) 00s13aTeIbHO Ha PYCCKOM SI3BIKE;

2) Ha TOCYJJapCTBEHHOM SI3bIKE peciyOauKku B coctase P®;
3) Ha MTHOCTPAHHOM SI3BIKE;
4) HET OTPaHUYCHHUH.

2. Kakue pexkBU3UTHI JOKYMEHTAa OpraHa BJIAcTH pPECHyOJMKH Oo(OpMISIOTCS Ha
roCyIapCTBEHHOM s13bIke PD 1 rocymapctBeHHOM si3bike cyobekTa PD (Vikasicume monvko ooun
NPABULLHBIL OMEENt):

1) HavMEHOBAaHHUE OpraHa BJIACTH;
2) HaMMEHOBAaHME BUJIA JTOKYMEHTA;
3) MECTO M3JaHUs JOKYMEHTA;

4) BCE IIEPEUYUCIICHHbIE PEKBU3HTHI.

3. B coorBerctBUM ¢ (enepanbHbIM 3aKOHOM «O TOpAIKe paccMOTpeHHs oOpameHun
rpaxnaaH Poccuiickoii ®@enepanun» ot 02.05.2006 N 59-D3. JIOJKHOCTHOE JIUIIO MOXKET HE
UCIIOJIHATH OOpaIleHue, eClIu OHO (Vkadicume moibko 0OUH NPABUTIbHBIL OMEEm).

1) aHOHUMHOE;

2) HOBTOpHOE;

3) ockopOIISeT M YHI)KAET JOCTOMHCTBO AOHKHOCTHOTO JIMIIA — a/Ipecara;

4) COOTBETCTBYET JIIOOOMY U3 MEPEUUCICHHBIX BHIIIE YCIOBHIA.

4. Pesomonus (/{aiime pazeepHymulii omeem,)

5. Mecto uznanus (/latime paseeprymoiii omeem)

6. ®opmynsp-obpaser nuceMa (avime pazeepHymwiii omeem)

7. IlucbMo-HanlOMUHaHKE: TPeOOBaHUS K TEKCTY (/latime pazeeprymulii omeem)
8. [Tucemo- TpeboBanue: TpeOOBaHUS K TEKCTY (/lauime paszeepHymulii omeen)
9. IluceMo-0TKa3: TpeOOBaHUS K TEKCTY ([avime pazeeprymuiii omeem,)

10. I'apanTHiiHOE TUCHEMO: TPeOOBaHUS K TEKCTY (/atime pazseprymulii omeem)
11. dopmynsap-oOpasen npoTokona (/atime paseeprymolii omeem)

Ornenka chopmupoBanHocTH kommnereHiuu: OK 09

1. Kakue pexkBH3UTHI IEPBUYHOTO YICTHOTO JOKYMEHTa Ha WHOCTPAHHOM SI3BIKE JIOJKHBI OBITh
nepesesieHsl (Vkaoicume moabko 00uH NPAsUIbHLLL OMEEN).

1) HauMeHOBaHME TOKYMEHTA,

2) HauMEHOBaHNE YKOHOMUYECKOTO CYObEKTa, COCTABUBIIIETO JOKYMEHT;

3) HauMEHOBAaHKE JIOJKHOCTH JIMIIA, COBEPITUBIIETO CIEIKY, ONIEPAIHIO M OTBETCTBEHHOTO 3a €€
odopmieHue;

4) Bce TIEPEYNCIICHHBIC PEKBU3UTHI.

2. BriGepute CBOMCTBO OKYMEHTA, ONpEAeIeHHOe MeXaAyHapoaHbiM ctannaptom MCO 15489-
1:2019 «Mudopmarus u noxkymeHTauus. YnpaieHue aokymeHtamu. Yacte 1. Ilonstus u
npuHIUnbD (Vrascume monvko 00un npasuivHulii omeem):

1) JIOCTOBEPHOCTH;
2) IICJIOCTHOCTD;
3) OPUTOJHOCTH JJIS UCIIOJIb30BaHUS

4) BCE MEPEUYUCIICHHBIE.



3. KTo momHOCTBIO OCBOOOXKAEH OT BEACHHS OyXTradTepCKOW OTYETHOCTH B COOTBETCTBUH C
denepanbHbIM 3aK0HOM «O Oyxraarepckom yuete» ot 6 aexadpst 2011 r. Ne 402-D3 (Vraorwcume
MONLKO 00UH NPABUTIbHBIL OMEEN):

1) dunmansl HMHOCTPAaHHBIX KOMIIAHHIA;

2) npeICTaBUTEIbCTBA MHOCTPAHHBIX KOMITAHUI;

3) (buIMalbl, TPEICTAaBUTEIBCTBA WITH IPYTHE M0Ipa3/Ie/ICHNs HHOCTPAHHBIX KOMITAHUH 1
WHAUBUIYAIbHBIC PEANPUHUMATEIIN;
4) HUKTO HE OCBOOOXKIEH.

4. HamMeHOBaHUE OpraHu3aliu- aBTOpa JOKYMEHTA (Jatime pazeepHymviil omeem,)

5. CpaBouHble 1aHHbIe ([[aiime pazeepHymulli omeem,)

6. Anpecat (Hauime pazeepHymulii omeem,)

7. ITuceMo-HanIOMUHAHKE: TPEOOBAHUS K TEKCTY (/[atime pazsepuymbiti omeem)

8. Ilucpmo-nipuriaiieHue: TpedOBaHUA K TEKCTY (atime pazeepHymulii omeem,)

9. [Tucemo-TipeJIoKEHUE MHOCTPAHHOTO MApTHEPA: CoAepKaHue (/atime pazsepuymulii omeem)
10. DnexkTpoHHas noAnucs (/atime passeprymoiti omeem,)

11. TumoBsle ¢(opMbl THCBEMa 3apyOeKHOMY NapTHEPY HA AaHTIIMHCKOM si3bIke (/atime
PazeepHymulii omeem,)

Onenka chopmupoBannoctu komrerenimu: IK 1.1

1. IlonoxxeHneM IO BBEACHUIO OyXraJITEPCKOro y4eTra U OyXraiaTepckod oTueTHocTH B P®
orpezencHo, uto (Vkaoswcume monvko 00un npasuibHulil Omeem):.

1) BHECeHME UCTIPABIICHUI B KACCOBBIC M OAHKOBCKHE JIOKYMEHTBI HE JOIYCKAeTCs;

2) BHECEHHUE UCIIPABICHUN B KACCOBbIE M OAHKOBCKUE IOKYMEHTHI JIOMYCKaeTCs;

3) BHECEHHE UCIIPaBJIEHUH B KACCOBBIE JOKYMEHTHI JIOITYCKaeTCs;

4) HeT BEpHOTO OTBETA.

1. Kakoii TOKyMEeHT He sIBISIeTCS HEPBHYHBIM OyXranTepcKum AokyMeHToM (Vkaowcume
MONIbLKO OOUH NPABUTLHBILL OMEem):

1) JOTOBOP (KOHTPAKT);

2) CUeT Ha OIIaTy;

3) aKT BBIITOJHEHHBIX Pa0OT WM OKa3aHHBIX YCIIYT;

4) cueT-(paktypa

2. Yro siBAsCTCSA AaTOW aKTa BBIMOJHEHHBIX pabOT WM OKasaHHBIX ycnyr (Vkaowcume
MONLKO OOUH NPABUTLHBILL OMEENt):

1) JlaTa COCTaBIICHUS;

2) JlaTa 3aBepUICHUS BBIIIOJIHEHUS paOOT UM OKa3aHUs YCIIYT;

3) JlaTa HayaJia BBIOJHEHHS PaboT WK OKa3aHUS yCIIyT;

4) naTa HeoOs3aTeNbHa.

4. O0mmas XxapakTepUCTHKA MIEPBUYHBIX YUETHBIX TOKYMEHTOB (/[atime pazseprymuiti omeem,)

5. O06s3aTeNbHBIC PEKBU3UTHI IEPBUYHBIX YIETHBIX JTOKYMEHTOB (/[atime pazeepnymulii omeem)
6.Cuer-daxyrypa (Jaiime pazeeprymsiii omeem)

7. ABaHCOBBIN oTUeT ([atime pazeeprymwiii omeem,)

8. AKT mpuema-nepenauu ([avime pazgepHymoiii omeem)

9. [TnaréxHoe TpeboBanue (Javime pazeeprymulii omeent)

10. AKT Ha criucaHue MaTepualioB (/atime pazseprymwiti omeem,)

11. Tlpumepsl yHUGUIHMPOBAHHBIX (OPM TIEPBUYHBIX YYETHBIX JIOKYMEHTOB (/[atime
pazeepHymulii omeem)



3. TAKET 9K3AMEHATOPA

3.1. YciioBusi NpoBeeHUs POMEKYTOYHOM aTTeCcTAlUU

JuddepeHurpoBaHHbIN 3a4€T MPOBOAUTCS B TPYIIIE B KOJIMUYECTBE — HE OoJiee 25 4eIoBeK.
KonmuecTBo BapnaHTOB 3a1aHus — KaXI0My 1 U3 4 BApHaHTOB.
Bpems BeimonHenus 3aganusg — 90 MUHYT

3.2. Kputepum oneHKH

OneHKd  «OTJIIMYHO»  3aclyKMBaeT CTYIEHT, OOHApYXHUBIIUKA BCECTOpOHHEE,
CUCTEMAaTHYECKOEe U TIIYOOKOe 3HAaHUE Y4eOHO-POrpaMMHOTO Marepualia, YMEHHE CBOOOIHO
BBIIIOJIHATh 33JaHUs, NPEAYCMOTPEHHbIE MPOrPaMMON, YCBOMBIINN OCHOBHYIO M 3HAKOMBIN C
JIOTIOJIHUTEIIbHOM JIMTEPaTypOd, PEKOMEHIOBAaHHOM IPOrpaMMOM, MPOAEMOHCTPUPOBABIIUI
YMEHUE MPUMEHATh TEOPETUUYECKUE CBEACHUS ISl PEIICHMS NMPaKTUYECKUX 3a7ad, YMEIOIIH
HaXOJUTh HEOOXOIMMYIO MH(POPMAIUIO U HCIIOIb30BaTh €€.

OneHKH «XOpPOIIO» 3acCIyXUBAeT CTYICHT, OOHAPYKUBIIUK IOJHOE 3HAHHWE Y4eOHO-
IPOrPaMMHOr0 MaTepuaa, YCHEIIHO BhIMOIHIIOIIMN NpeyCMOTPEHHBIE B IIpOrpaMMe 3aJaHus,
YCBOMBILIMN OCHOBHYIO JIMTEpaTypy, PEKOMEHJIOBaHHYIO B mporpamme. Ouenka 'xopomo"
BBICTABJIIETCS. CTYJEHTAaM, IIOKa3aBIIMM CHCTEMAaTHYECKHH XapakTep 3HAaHUW IO Y4eOHOH
JTUCIUIIMHE U CIIOCOOHBIM K HX CAaMOCTOSITEIbHOMY IOTMOJHEHHIO W OOHOBJICHHIO B XOJI€
JanpHeimei yaeoHoi padboTsl 1 MpohecCHOHATFHON IeATEIIHOCTH.

OneHKH «yqOBJIETBOPUTEIBHO» 3aCIyKUBAaeT CTYACHT, OOHAPYKUBIIUN 3HAHHE
OCHOBHOTO y4eOHO-TIPOrpaMMHOTO Marepuaja B 00ObeMe, HEOOXOAWMOM Ui JallbHEHIen
yueObl U MpeacTosIeld padoThl MO CHEIHAIBHOCTH, CIPABISIOLUIUICS C BBINOJIHEHUEM 33IaHUI,
MPEAYCMOTPEHHBIX MNPOrpaMMOM, 3HAKOMBIM C OCHOBHOW JIUTEPATYpOMl, PEKOMEHIOBAHHOMN
nporpaMMoil. OILlEHKa «yIOBJIETBOPUTEIBHO» BBICTABIIAETCA CTYAEHTaM, JOIYCTUBIIUM
MOTPENIHOCTU B YCTHOM OTBETE U IPH BBINOJIHEHUHU 33JaHUN, HO 00J1a1al0IUM HEOOXO0AUMbIMHU
3HAHMUSMM JUIsl UX YCTPAHEHHUs MO/l PYKOBOACTBOM IIPENOAABATENS.

OneHka «Hey10BIETBOPUTEIBHOY» BBICTABISIETCS CTYIEHTY, OOHApYKUBIIEMY MPOOeibI
B 3HaHMSIX OCHOBHOIO Yy4eOHO-NPOrpaMMHOI0 MaTepuana, JOMYCTHUBLIEMY NPUHIMIIHAIbHBIE
OIIMOKY B BBIMOJHEHUH MTPEYyCMOTPEHHBIX TPOTPaMMOH 3aJaHUH.

3.3. Kputepuu ¥ mIKajaa OLeHNBAHUS KOHTPOJHPYEMBbIX KOMIIeTeHIIUH

ITogxonsl B OllEHUBAHUU:

KpurtepuanbHblii — euHUIIEH U3MEPEHUS SIBIISIETCS TPU3HAK XapaKTEPUCTUKHU pe3yibTara
o0Opa3oBaHwUs.

OnepanMoHANBHBIA — €IMHUIIEH W3MEPEHHs SBISETCS MPABHIBHO BBITOJHEHHAS
oTiepanus AeTEIbHOCTH.

Kak npaBumo, ucnonb3yeTcst TMX0TOMHYECKast OIICHKA!

1— OIICHKA IMOJIOXKUTCIJIbHAA, T.€. KOMIICTCHIIMHN OCBOCHBI,

0 — oreHka oTpHIaTeIbHAasl, T.€. KOMIIETEHIIUU HE OCBOCHBI.

Kpurtepuu oneHnBaHus KOHTPOJIMPYEMbIX KOMIeTeH Mt

Pesynbrarsl
(ocBOEHHBIE Kpurepun
KOMIIETECHIINH )




OK 01

OK 2

OK 03

IIpy  BBINONHEHUM  33aJaHUM  MNPOSBISAET  YMEHHME  COCPEIOTOUYUTHCH,
3aMHTEPECOBAHHOCTD B IIPABUJIBHOM BBIIIOJIHCHUM 3aJaHUS

OcCyIIecTBIISIET MMOUCK U UCTIOIh30BAHUE PA3IUYHBIX HCTOYHUKOB WH(OpMAIIUH,
HeoOXoauMoM 1715t 3((HEKTUBHOTO BBITTOJIHEHHS MPO(EeCCHOHATBHBIX 3a/1a4

JIeMOHCTpUPYET 3aMHTEPECOBAHHOCTh B M3YYECHWUM IUCLUILUIMHBI U JKEIaHUE
OBJIAJICTh [IPaKTUYECKUMU HaBbIKaMU JUIs poQecCuOoHaNbHOIO
HCI0JIb30BaHU.

OK 04

OK 5

OK 09

IIK 1.1

JP 7

JIP 8

CobnoiaeT 3TUKY MOBEACHHUS B KOJJICKTUBE, JAEMOHCTPUPYET BEXKIMBOE
oOparieHue Kk mnegarory v oOydaromumcs. [IposiBiisieT BEXIMBOE, TAKTUYHOE
B3aMMOJICICTBHE C O0YYAIONIMMHUCS U MPENoIaBaTeIsIMU B XOJ€ BBINOJIHEHUS
3aJaHUN

Bnaneer YCTHOﬁ U IIMCbMEHHOM pEYbIO

JleMOHCTpHUpYET YMEHHE M0JIb30BAThC MH(DOPMALIMOHHBIMU TEXHOJIOTUSIMU
[Ipy  BbIONHEHUM  3aJaHUNA  JIEMOHCTPHPYET yMEHHE  IOJIb30BAThCS
npodeccuoHaNbHOM TOKYMEHTaIuei

JleMOoHCTpHUpyeT BEpHOE pEelIeHUE NPOU3BOJICTBEHHBIX CUTYALIM, T.€. BEPHOE
pelLICHNE TPAKTUYECKUX 3aJaHUI

D¢ dexkTrBHO B3aMMOACHCTBYIONIMIA C WIEHAMH KOMAH/bI U COTPYAHUYAET C
JPYTUMHU JIFOAbMU, OCO3HAHHO BBINOJIHSET NpodeccuoHanbHble TpeOoBaHus,
OTBETCTBEHHbIH, MYHKTYaJIbHBIA, JUCIUITTMHUPOBAHHBIN, TPY10JII00UBbIH,

KPUTHYECKH MBICIISIINI, HALICJICHHBIN HA JOCTUKEHUE ITOCTABICHHBIX LEIEH

[Tpu3HaeT IEHHOCTh HEMIPEPHIBHOTO 00pa30BaHUsl, OPUEHTHPYETCS B
W3MEHSIONIEMCS PhIHKE TPY/Ia, YIIPaBIsieT COOCTBEHHBIM TPO(ECCHOHATBHBIM
pa3BUTHEM

IIxana oueHnBaHUS KOHTPOJ/IMPYEMBIX KOMIIeTeHIIuii

IIponieHT pe3ynpTaTUBHOCTH KauecTBeHHas olleHKa
IIPaBWJIBHBIX OTBETOB bann (otmeTka) BepOanbHblii aHasor
90- 100 5 OTinyHO
80-89 4 Xoporro
70-79 3 Y 10BIIETBOPUTENBHO
meHee 70 2 HeynoBieTBOpUTEIHEHO

3.4. DTAJIOH OTBETOB

OK 01

4

1

3

OcHOBHEBIE IIPUHIOUIIBI ICIIOIIPONU3BOACTBA! B(b(i)eKTI/IBHOCTB (HpO)IYKTI/IBHOCTB KOMITaHHHU B




IIEJIOM); HaJIS)KHOCTD (TapaHTUPYET TOJTHOE YIOBJICTBOPEHHE MOTPEOHOCTEH OpraHu3ainy B
uH(pOpMAIINH ); CBOCBPEMEHHOCTh U ONEPATHBHOCTH (TIOCTYIJICHHUE HEOOX0IUMOI
UH(POPMAIINH JIO TOTEPH aKTYaTbHOCTH); KOMILICKCHOCTH (COTJIACOBAHHOE U
IeJICHANPABICHHOE BBIIOJIIHEHHUE 33/1a4); YIIOPSI0UEHHOCTh (CJIEZIOBaHUE CXEME
JIOKYMEHTO000pOTa KOMITAHHUH ); THOKOCTH (CIIOCOOHOCTh CHCTEMBI K Pa3BUTHIO B
W3MEHSIOIINXCS YCIIOBUSX ); TIEJIECO00PA3HOCTH (TPOIIECCHI TOIKHBI OBITh BBI3BAHBI
00BEKTHBHON HEOOXOAMMOCTBIO); IPUMEHEHUE COBPEMEHHBIX TEXHOJIOTHI; CICIOBAHNE
3aKOHOJIATEILHBIM Y HOPMATUBHBIM aKTaM

OpraHu3alMOHHO-TIPABOBbIE JOKYMEHTBI: YCTaB; yUpeIUTEIbHbIN 10r0BOP, NOJOXKEHUE 00
OpraHM3al1K; MOJ0KEHUS O €€ CTPYKTYPHBIX IOAPA3IEICHUSX; TI0J0KEHUS O
COBEILATENIBHBIX, & TAKXKE KOJUIETHAJIBHBIX OpraHax y4peKICHMsI; HOMEHKIIaTypa Jel,
LITAaTHOE paclUCcaHue, JOHKHOCTHASI MHCTPYKLMSL, HHCTPYKLUS IO JI€I0IPOU3BOJICTBY,
IpaBUJIa BHYTPEHHET O TPYJOBOI0 pacopsIKa, MHCTPYKIMU perjJaMeHThl paboThI
yIpaBJIeHYECKOTO0 anmapara. OpraHu3aoOHHO-TIPABOBBIE JOKYMEHTHI OIIPEIEIISIOT: BEIOOP
OpraHU3alMOHHO-IIPABOBON ()OPMBI; IITATHYIO YUCIEHHOCTh M HOMEHKJIATYpy JOJDKHOCTEH;
CTPYKTYpPY KOMITaHUHU; (PYHKIIMOHAT UMEIOIIMXCS CTPYKTYPHBIX HOJpa3AeieHUl 1
COTPYAHUKOB; COCTaB U (DYHKIIMU COBELIATENbHBIX YIIPABISIOIIUX OPraHOB U
ynpasjeHueckoro annapara. Cpok JeHCTBUS OPraHU3allMOHHO-TIPABOBBIX JIOKYMEHTOB HE
OTpaHMYEH, 3TO JTOKYMEHTHI IIOCTOSIHHOIO XpaHeHUsl. OHU He TEepSI0T IOPUAUUYECKON
3HAUUMOCTH JI0 UX OTMEHBI WM JI0 YTBEPXKACHUS HOBBIX PYKOBOAMUTEIEM OpPraHU3alUU WIH
YIPABJSIOIUM KOJIJIETHATIbHBIM OPraHOM.

WupopmanmoHHO-CTIpaBOYHBIE JOKYMEHTHI - IOKyMEHTBI, KOTOPBIE COOOIIAIOT CBEACHUS,
o0y X /1arolIe IPUHUMATh ONPEIEICHHbIE PELICHUs, TO €CTh MHULUUPYIOT YIIpaBI€HYECKHUE
pelIeHus, TO3BOJIAIOT BHIOPATh TOT WIIM MHOM CIIOCOO YIIPaBIIEHYECKOTO

Bo3zelcTBUs. NH(OopMallMOHHO-CIIpaBOYHbIE TJOKYMEHTHI HE COJiepKaT OPYUYEeHUH, He
003BIBAIOT BBIMOJHATH OPYUYEHHS. DTO aKThl, IPOTOKOJIBI, CIYKEOHbIE 3aIIUCKH, JIE€TI0BasI
NIEpENNCcKa, CIPABKHU, OTYETHI, IEPEUHH, CIIUCKU. CaMble paclpOCTPAHEHHBIE JOKYMEHTHI:
aKT - UH(QOPMAIIMOHHO - CIIPaBOYHbIN JIOKYMEHT, COCTABIISIOLIUICS TPYIION NI AJIs
MOJTBEPK/IEHHUS YCTAaHOBJICHHBIX (DaKTOB, COOBITUI. AKTHI ITOJIIEKAT YTBEPXKICHUIO, €CITU
UMEIOT KOHTPOJIBHO - PEBU3MOHHBIN XapaKTep, COJEPKaT peKOMEHIAMH U IPEITI0OKEHUSI.
AKT yTBEp)KAaeTCs paclopsAUTEIbHBIM JOKYMEHTOM WM PYKOBOJIUTENIEM, IO YKA3aHUIO
KOTOPOT'O COCTaBJIEH JOKYMEHT;

IPOTOKOJI - TOKYMEHT, (PUKCUPYIOLIUI X01 00CYXICHHsI BOIPOCOB M MPUHATHUS pElIeHUH Ha
coOpaHusX, 3aCeITaHUSX, COBEIIAHUIX U T.I1.;

cily>)keOHas 3alucKa - JOKYMEHT, aJpeCOBAHHBIM PYKOBOJUTENIO CBOEH OpraHu3aluy Wid B
BBIILIECTOSIIIIYI0 OPTaHU3AINIO U COIep KA U3JI0KEHHE KaKoro-JInbo Bompoca uin ¢akra.
B 3aBucumocTH OT ajpecaTa JOKJIaHbIEe 3aITUCKU OBIBAIOT: BHYTPEHHNUE; BHEIITHHE.
BHyTpenHue nokiaaHble 3aIMCKU TOMUCHIBAET UX aBTOP - COCTaBUTENb. BHelHue
JIOKJIaIHBIE 3aIMCKH MOANMCHIBAIOTCS PYKOBOAUTENEM OpraHu3anuu. Jlatoi 3anucku
ABJII€TCS J1aTa €€ MOAMNCAHUS.

Perucrpanus 10KyMEHTOB — mpoLeaypa, HOATBEPKAAOLIAS CO3JaHUE WU MOJIyYEHUE
JIOKYMEHTA, BKJIIOYEHHE B JOKYMEHTOO0OPOT opraHu3anuu. Takoil TOKyMeHT 00si3aTesieH s
WCIIOJIHEHHS B YCTAHOBIIEHHBIE CPOKH, HE npeBbimatoniue 30 kanenaapHbix AHeil. Ona
3aKJTFOYAETCS B MPUCBOEHUH IOKYMEHTY PETUCTPALIMOHHOTO HOMEpPA ¥ BHECEHUH OCHOBHBIX
CBEJICHUI O HEM B PETUCTPALIMOHHO-KOHTPOJIBHYIO KaPTOUKY WIIH KYPHAJI PETUCTPALIUU.
OTIENbHO PETUCTPUPYIOTCS BXOASAIINE TOKYMEHTBI, BHYTPEHHUE JOKYMEHTBI, HCXOIAIINE
JIOKYMEHTBI, TOKYMEHTHI 110 IMYHOMY COCTaBY, KOH(MUICHIIMATbHBIC JOKYMEHTHI.
PeructpanmoHHbIil HOMEp- PEKBU3UT, NPUAAIOIINN FOPUIUYECKYIO CUITY IOKYMEHTY.

PacnopsimuTenbHble TOKYMEHTBI: paclopsKeHHe, TPUKa3, TOCTaHOBJICHUE, PEIlIEHHE,
yKa3aHue. 3a/1aya pacrnopsAuTeNbHBIX JOKYMEHTOB — MPHUJIAHUE IOPUIMYECKON CUIIbI TOMY




WIM NHOMY ACUCTBHIO pyKOBOAUTENS. C MOMOIIBIO PACTIOPSAUTENbHBIX JTOKYMEHTOB
pas3penaTcss BO3HUKAIOIIUE B c(hepe yrpaBlieHUs MPOOIEMBI U BOIIPOCHL; UX aPECaToOM
ABJISIOTCSI KOHKPETHBIE CTPYKTYPHBIE MIOJIpa3/IeeHus, 10JKHOCTHBIE JIMLA, pAOOTHUKH.
Pemenne — 310 npaBOBOM aKT, KOTOPBIM COCTABIIAET KOJUIETHAIbHBIN OPTraH UilU, B PEIKUX
CIIy4asX 3TOT AJOKYMEHT COCTABIIAIOT OT JINLA KOJUIETHAIbHOTO OpraHa €IMHOJINYHO, €CIIH,
Harpumep, B 001IeCTBE 3apErUCTPUPOBAH TOIBKO OJIMH y4acTHHK. [Ipuka3 — camblit
HOITYJISIPHBIM BUJI PACTIOPSIUTENBHOIO JOKYMEHTA, IPUMEHSIEMOrO B IIPAKTUKE YIIPABICHHUS.
[Tpukasbl U34aIOT 110 BOIIPOCAM OCHOBHOM JIEATENBHOCTH U I10 JINYHOMY COCTaBy (BHYTPEHHUE
BONPOCH! (QYHKIIMOHUPOBAHUS OPraHU3aLUH, BOIIPOCH] €€ CO3JJaHUs, JIMKBUIALIH,
peopraHu3anuy yYpeKIeHUH KOMIIAHUY WIN €€ CTPYKTYPHBIX 4acTel; yTBEPKICHUE
HOJIOKEHUH, MHCTPYKLUH, IPaBUI, JOKYMEHTOB, TPEOYIOLINX YTBEPKACHUS, a TAKXKe
KaJIpOBBbIX BOIIPOCOB: MpUEMa, IEPEMEILIECHNUS, YBOIbHEHUS paO0THUKOB). [locTaHOBIEHNE —
IIPaBOBOM aKT, IPUHUMAEMBbII KOJUIErHalbHBIMU OpraHaMy YIpaBiIeHUs (KOMUTETaMH,
KOMHCCHSIMH) € LEJIbIO pa3pelleHns Hanbosee BaKHbIX U MPUHIUINAIBHBIX 33]1a4, CTOSILIUX
nepes 3TUMU opraHamu. PacniopshkeHue — JTOKYMEHT, KOTOPBIM JIO UCIIOJIHUTENIEH JOBOAST
MIOPYYEHUS 110 PELICHUIO OIIEPATUBHBIX BOIIPOCOB, OHO UMEET OTPaHUYECHHBIN CPOK JACUCTBUSA
1 KacaeTCsl KOHKPETHBIX JOJDKHOCTHBIX JIUL. Y Ka3aHHe — JOKYMEHT, y KOTOPOT'O €CTh
[IPEUMYIIECTBEHHO UH(POPMAIIMOHHO-METOANYECKU XapakTep. Ero cocrapisior 1o
BOIIPOCAM, CBS3aHHBIM C OPTaHU3ALMEN NCIIOJHEHUS IPUKA30B, UHCTPYKLUN U IPYTUX aKTOB.
Ero Moryr noanuceiBaTh 3aMECTUTEIN WIM PYKOBOJMUTEIN IIOAPA3ICICHUN.

Howmenknarypa ien - cuicTreMaTH3MpOBaHHBINA IepeYeHb HAMMEHOBAHUH JIe)I, KOTOphIE
00pa3yroTCs B JEJIONPOU3BOJICTBE NPEANPUATHS 3a KajdeHJapHblid roa. OcHoBa JUis
COCTaBJICHUS ONUCEH JEJ MOCTOSTHHOTO M BPEMEHHOTO XPaHEHHsI 1 OCHOBHBIM YUETHBIM
JIOKYMEHTOM B JIENIOTIPOU3BOICTBE. Y TBEP)KIAAETCS PYKOBOAUTENEM, BBOJUTCS B ICHCTBHE
MPUKA30M PYKOBOJMTEISI OPraHU3aIlUK ¢ | sSHBaps KaXKI0TO KaJleHIapHOTOo roja. Brimoyaer
NepevnCiIeHne CTPYKTYPHBIX MO/Ipa3AeIeHU 1 HAMMEHOBAaHUI JIeJ1 CO CPOKaMH XpaHEHHMs,
c(OPMHUPOBAHHBIX B KOKJOM TOpa3ielieHNH. BUapl HOMEHKIIATYpBhI: THITOBAsH (IJIs1 OTPACIIH),
npUMepHas (U1 OTJCNIbHBIX BUJIOB OpraHU3alui B OTPAciu), HHAWBUYyaIbHas (1
KOHKPETHOW OpraHM3aIin).

dopmyisip-obpasel] mpukasza — 3To Habop 00s3aTeNIbHBIX PEKBU3UTOB [T IpUKa3a. B
bopMmyisip-oOpasel] BXOAIT HAMMEHOBaHUE OpraHU3ali, HAMMEHOBaHKE BUJIA TOKYMEHTa
(ITPUKA3), nata, perucTpaliiOHHbII HOMEp, MECTO U3/JaHUs JOKYMEHTA, 3ar0JI0BOK K TEKCTY,
TeKCT (KOHCTATUPYIOLIAs 4aCcTh U paclopsUTeNIbHAS 4acTh), IOAMNKNCH, BU3a, OTMETKA 00
o3HakoMyeHuu. [loanuceiBaeTcs pyKoBOIUTENEM, 00s13aTeNIeH sl HCIIOJTHEHHU .

KoHTponb ncnonHenus BKIKOYAET NOCTAHOBKY Ha KOHTPOJIb, IPOBEPKY CBOEBPEMEHHOTO
JIOBEJICHUs JOKYMEHTA JI0 UCTIOTHUTETIS, PEABAPUTEIHHYIO TPOBEPKY U PETYIUPOBAHHE
X0/J1a UCTIOJTHEHHSI, YUET U 0000IICHHE Pe3yIbTaTOB KOHTPOJIS UCIIOTHEHHS JOKYMEHTOB,
uH(MOpPMUPOBaHHUE PYKOBOAUTENS. VIcIOTHEHHE JOKYMEHTA - U3y4YeHHEe CYIIecTBa BOIpoca,
cOop u 00paboTKy He0OX0AUMOI MHGOPMAIIHH, TOATOTOBKY TPOEKTa JOKYMEHTA, €TO0
odopMIIeHHE, COTIIACOBAHUE, MPEACTABIICHUE HA MOAMNUCH, TOJITOTOBKY K MEPEChLIKE
anpecary. Ecim BXOZs1uil JOKYMEHT UMEET TUIIOBOM CPOK MCIIOTHEHHS, TO €r0 HEO0X0IMMO
MOCTaBUTh HA KOHTPOJIb UCTIOTHEHHS BO BpeMs peructpanuu. OcTaabHy0 JOKYMEHTAIUIO
CTaBSAT Ha KOHTPOJIb TOJBKO ITOCIIC PACCMOTPEHHUS PYKOBOAMTENEM. B mprka3ax yka3bIBaeTCs
KOHKPETHBIN CPOK MCTIOTHEHUS IOKYMEHTA.
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I'OCT P 7.0.79-2016 pacnpocTpaHsieTcs Ha OpraHu3alMOHHO-PACIIOPSAUTEIbHbIC




JIOKYMEHTBI: YCTaBbl, MIOJIOKEHUS, IPABUIIA, UHCTPYKLUHU, PETJIaMEHThI, IOCTAHOBJICHMUS,
pacnopspKEHUs, IPUKa3bl, PEIIEHUs, IPOTOKOJIBL, JOIOBOPHI, AKTHI, TMCbMa, CIIPABKU.
Crangapt onpezenser cCocTaB peKBU3UTOB JOKYMEHTOB (30 peKBU3UTOB), IPaBHIIa UX
odopmIIeHHs, B TOM YHUCIIE C TPUMEHEHHEM HH(POPMALMOHHBIX TEXHOJIOTUIA; BUIbI OJIaHKOB,
COCTaB PEKBU3HUTOB OJIAHKOB, CXEMbI PACIIOJIOKEHUSI PEKBU3UTOB Ha IOKYMEHTE; 00pa3Libl
0JIaHKOB; [TpaBUJIa CO3aHUsI JOKyMEHTOB. [lonoxkeHuns HacTosIIero cranaapra
pacmpoCTpaHSIIOTCS HA TOKYMEHTHI Ha OyMa)KHOM M 3JIEKTPOHHOM HOCHUTENX. JlaHHbII
CTaHJAPT SIBJIIETCS 003aTENbHBIM B JIEIONPOU3BOACTBE TOCYAAPCTBEHHBIX OPraHOB, OPraHOB
MECTHOT'O CAaMOYTIPABJICHHUS.

CucremMa dIEKTPOHHOTO JIOKYMEHTOOOOpOTa - COBOKYIMHOCTH TIPOTPAMMHBIX CpEICTB,
KOTOphIE HEOOXOAMMBI JUIs OpraHuzauuu 0e30ymMa)kHOro OOMEHa JIOKYMEHTaMU C
KoHTpareHTamu. OHa TIOMOTaeT MEepPEeBECTH B OHJIAWH UX CO3[laHUE, MOJIUCAHUE, OTIPABKY,
nonyuenue, xpanenue. [lomymspasie CO/I: Directum; «emo»; 1C: JlokymeHTO000pOT 8&;
burpukc, CBUC. IlpeumymiecTtBa: cOKpallaroTcsl Tpyno3arparbl (ONTUMHU3ALUS PabOThI
c uHopmalmeil); MOBbIMIAETCS  HCHOJIHUTENbcKas  aucuuiummHa (COJ]  mo3Bosser
PYKOBOAMTENSIM KOHTPOJIUPOBATH BCE OTalbl pPabOThI); OWU3HEC-TIPOIECCH CTAHOBSITCS
MPO3PAaYHbIMU;  TAPAHTUPYETCS  COXPAHHOCTh W KOH(MUICHIHMATBLHOCTh  HH(POpPMAIINH;
pa3BUBAETCS KOPIOPATUBHAS KYJbTYpa, ONEPATUBHOCTH JIOBEJCHUS 0 COTPYIHUKOB HOBOM
nH(}OpPMaIlMK; TOBBIIIAETCS KOHKYPEHTOCTIOCOOHOCTb.

DNeKTpOHHO-IIU(PPOBAsT MOANKCH — 3TO PEKBU3UT JJICKTPOHHOTO JOKYMEHTA, TOJTYICHHBIN B
pesynbTare KPHUIITOrpagHIecKoro npeoOpa3oBaHus HHPOPMALIIH C
HCIIOJIb30BAHUEM 3aKPBITOIO0  KJIKO4a INOAIHNCH U HO3BOJI$IIOHII/II>1 IMPOBEPUTL OTCYTCTBUC
UCKaKeHUs1 MH(OpMaUU B 3JEKTPOHHOM JOKYMEHTE ¢ MOMEHTa ()OPMHPOBAHHS MOJIHCH
(L1IeTI0CTHOCTD ), IPUHA/JIEKHOCTD MOJIIUCHU BJIAJIENbIly cepTuduKara KJIF04ya
NOJNKCH (aBTOPCTBO), @ B Cllydyae YCIEUIHOH MPOBEPKH MOATBEPAMTH (aKT MOJIHCAHUS
AJIEKTPOHHOTO TOKYMEHTA (HEOTKa3yeMOCTh).

CornacoBaHue JOKYMEHTA - 3TO KOHTPOJIb Ka4eCTBA JJOKYMEHTA, FapaHTUs TOTO, YTO €ro
COJIEp’KaHUE COOTBETCTBYET IEHCTBUTENBHOCTH, HE IPOTUBOPEUYUT 3aKOHOAATEILCTBY,
JIOKaJIbHBIM HOPMATHUBHBIM MPAaBOBBIM aKTaM OpraHU3alliy U HE WIET Bpa3pe3 ¢ HHTepecaMu
opranusanuu. [lopsok cornacoBanus onpeaensercs oprannzanuei. CornmacoBaHue MOKET
OBITH BHYTPEHHUM (COTPYIHUKOM OpraHU3aIiy 0pOpMIISIETCS BU3a: JOKHOCTb, MTOAINUCH C
pac(poBKOM, 1aTa), BHEIIHUM (BHEIIHEH opraHu3anueil Wik J0HKHOCTHBIM JIULOM
odpopmisiercs rpud cornacoBanusi: COI'JTACOBAHO, nomkHOCTb, MOATUCH C
pacunpoBKOi, 1ara).

JlokyMeHTUpOBaHHE JEATEIbHOCTH KOJUIETMadbHOro opraHa. KoiuternanbHslii opraH
NEHCTBYeT B COOTBETCTBHHM C IIOJIO)KEHHEM O KOJUIETHAIbHOM opraHe. Xoj paboTsl
(oOcyxeHre, TOJOCOBAaHUE, pELIeHHE) (QUKCUPYETCs B MPOTOKOJIE B COOTBETCTBHH C
noBecTkor AHs. CTpyKTypa TEKCTa MPOTOKOJA: COCTAaB y4YaCTBYIOIIMX, MOBECTKA JIHSA, XOX
paccmoTpennsi  kaxknoro Bompoca (CYIIAJIM; BBICTYIIWIN; PEIIWIN). [atoit
MPOTOKOJA SIBISIETCA JaTta 3a(UKCUPOBAHHOTO B MPOTOKONE Mepompusatus. [loamuceiBaroT
MIPEICEeIaTeIbCTBYIONNN U CEKPETAPh.

Knaccugukanuss 10OKyMEHTOB: MO cHocoOy JOKYMEHTHPOBAaHUS — TPAAUIMOHHBIN U
AJIEKTPOHHBIN; IO CPOKAaM XPAHEHHUs — MOCTOSSHHOTO XPaHEHUs, BPEMEHHOT0 XpaHeHus 10 10
JeT, TOJATOBPEMEHHOro XpaHeHus (cBbime 10 jeT); mo HanmpaBICHUIO ABHXKEHHUS — BXOSIIUE,
BHYTPEHHHUE, UCXOIAIINE; M0 BUAAM JEATEIBHOCTH — IMPOEKTHO-CMETHBIE, OPraHU3allHOHHO-
pacriopsiiuTeNbHble, OyXraiarepckue, (pUHAHCOBO-pacyeTHbIE M T.J.; 10 HAaHMMEHOBAHUIO —
MPHUKA3bl, MUCbMO-TIPEJIOKEHUE, CITy>KeOHasl 3aHCKa, aKT.

OdopmneHue aen MpoOBOAUTCS PAOOTHUKAMHU CIYKOBI JTOKYMEHTAIIHOHHOTO O0eCredYeHUs
yIIpaBJICHUS] OPTaHMU3AINUN WM JPYTUMH CTPYKTYPHBIMH TOJIpPAa3IeICHUSIMHU, B 00s3aHHOCTH
KOTOPBIX BXOJWUT 3aBeACHHE W (OPMUPOBAHME 1€, NMPU METOAMYECKON IMOMOIIM U TOJ



https://ru.wikipedia.org/wiki/%D0%98%D0%BD%D1%84%D0%BE%D1%80%D0%BC%D0%B0%D1%86%D0%B8%D1%8F
https://ru.wikipedia.org/wiki/%D0%97%D0%B0%D0%BA%D1%80%D1%8B%D1%82%D1%8B%D0%B9_%D0%BA%D0%BB%D1%8E%D1%87
https://ru.wikipedia.org/wiki/%D0%A1%D0%B5%D1%80%D1%82%D0%B8%D1%84%D0%B8%D0%BA%D0%B0%D1%82_%D0%BE%D1%82%D0%BA%D1%80%D1%8B%D1%82%D0%BE%D0%B3%D0%BE_%D0%BA%D0%BB%D1%8E%D1%87%D0%B0
https://ru.wikipedia.org/wiki/%D0%A1%D0%B5%D1%80%D1%82%D0%B8%D1%84%D0%B8%D0%BA%D0%B0%D1%82_%D0%BE%D1%82%D0%BA%D1%80%D1%8B%D1%82%D0%BE%D0%B3%D0%BE_%D0%BA%D0%BB%D1%8E%D1%87%D0%B0

KOHTpPOJIEM apXHMBa OpraHu3alud. B 3aBUCMMOCTH OT CPOKOB XpaHEHHs MPOBOJIUTCS MOJIHOE
win vactuuHoe odopmienue nen. IloaHomy odopmieHHIO MOIJIEkKAT Jefa MOCTOSHHOTO,
BpeMeHHOro (cBbimie 10 51eT) XpaHEeHUs W MO JMYHOMY COCTaBy (HyMepauus JHUCTOB Jela;
BHYTPEHHEH OMNHMCH; COCTaBJICHUE JHUCTa-3aBEpUTENS; TMOIIMBKA WM TEpervieT Jela;
BHECEHUE HEOOXOJIMMBIX YTOYHEHUIl B PEKBU3UTHI OOJOXKH Jena (yTOYHEHHE Ha3BaHUS
OpraHM3aly, PerucTPallMOHHOIO MHJEKCa Jea, KpallHUX JaT Jeja, 3arojoBKa Jeia, CpokKa
XpaHEHHus, KoJM4yecTBa JHUCTOB B jene). Jlenma BpemeHHOro (mo 10 jeT BKIIIOYMTENBHO)
XpaHEHUsT  TOIJIeKAT  YaCTUIHOMY  O(QOPMIICHHUIO:  JOIMYCKAeTcsi HE  MPOBOAWTH
CUCTEMAaTH3alMI0 JOKYMEHTOB B JIeJie, IUCTHI JIeia He HyMepOoBaTh, OMUCH U JTUCT-3aBEPUTEITH
HE COCTaBJISITh.
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[IpaBuiia BHYTpEHHErO TPYJAOBOTO pacHopsiaKa — JIOKaJbHbI HOPMATHUBHBIN aKT, KOTOPBIUA B
cootBercTBUU ¢ TK P® onpenensier: mopaaok npruemMa u yBoJbHEHHUS] paOOTHUKOB; OCHOBHBIE
npaBa, 0053aHHOCTH M OTBETCTBEHHOCTH CTOPOH TPYAOBOTO JOTOBOPA; PEKUM PaOOTHI; BpeMs
OTJIbIXa; MpPUMEHSEMblE K pa0OTHHKAM MEpbl IMOOIIPEHHUS W B3bICKAHUS; WHBIE BOIPOCHI
perylMpoBaHus TPYJOBBIX OTHOIIEHWH Yy pJaHHOro pabotomatens. WMx yTBepxkaaer
PYKOBOAMTENh OPraHU3aIUH.

JIOKYMEHTBI 10 JINYHOMY COCTaBY - JIOKYMEHTBI, KOTOPbIE OTPaKAOT TPYAOBBIE OTHOLICHHS
coTpyaHuka c pabotomareneM. K TakuM OTHOCSTCS: 3asBIIEHHE O IpHeMe Ha paboTy;
corimacue Ha 00pabOTKY TEpPCOHANBHBIX MAHHBIX, TPYAOBOH JOTOBOp; JOJDKHOCTHAS
WHCTPYKIIUS; KOIUS MPHKa3a o0 MpuemMe Ha paboTy; INYHas KapTOuKa; aHKeTa (JTUYHBIN JINCTOK
Mo YyYeTy KaApoB); JOTOBOp O MaTepHaIbHOW OTBETCTBEHHOCTH (i1 MaTepuaibHO
OTBETCTBEHHBIX JIMII); JOKYMEHTBI, BO3HHUKAIOIIME B MPOILIECCE TPYAOBOU [EATEIHHOCTH B
KOMIAHUH. MakCHUManbHBIH CPOK XpaHEHUs JIOKYMEHTOB II0 JIMYHOMY COCTaBY MOKET
cocraBiaTh 50/75 ner.

TpynoBast KHM>KKA - 3TO OCHOBHOW JOKYMEHT O TPYJOBOM JEATEIBHOCTU U TPYAOBOM CTAXKE
pabotHuka. OgopmisieTcs npy NOCTYIUIEHUH Ha paboTy BIiepBble. BriocneacTBuu 3anucu
BHOCSTCS Ha KaXJ10M HOBOM MecTe paboThl. C 2020 1. Havaics mepexo1 OT TPaIuIMOHHON
TPYZAOBOM KHMKKHU Ha 311eKTpoHHY10. C 01 stHBaps 2021 r. BepBbie MOCTyNAOLIEMY Ha
paboTy rpaxaaHuHy O(GOPMIISIOT ANEKTPOHHYIO KHIKKY. B oTin4ne oT 31eKTpOHHON BepCUU
B OyMa)KHOMU TPy/IOBOM KHU)KKE €CTh BCE CBEJIEHHUS C MOMEHTA Havaja TpYJO0BOii
JeSTeIbHOCTH paboTHUKA. ECTh JaHHBIE O HAarpa)/JI€HUAX U MOOLIPEHUSIX 32 BpeMsl paOOThI.
TpaauumoHHbIe KHUKKH XPaHATCS B OT/IEJIE KaApOB, B celi(e 1 BBIAIOTCS HAa PYKHU 11O
3asBJICHUIO Ha 3 qHS. [[BrKeHHe TPYJOBBIX KHUKEK PErUCTPUPYETCS B )KypHaJje B
TPaZMLIHOHHOM WJIH IEKTPOHHOM BUJE. TpyaoBasi KHM)KKA BBIJIAETCS] COTPYAHUKY Ha PYKHU B
JIEHb YBOJIbHEHHS.

Buapl 1oroBopoB HE MOTYT 3aKJIH0YaThCs MEXAY padoTofareneM U pabOTHUKOM B
cooTBeTcTBUM ¢ TpynoBbIM KojekcoM PD: Geccpounsblii TpyJ0BOI JOroBOp — KOTaa
paboronarenb U pabOTHHK 3aKJTFOUMIIH COTJIAIICHNE O B3aUMHBIX 00s13aTeIbCTBAX M MpaBax Ha
HeorpezeneHHbli cpok. Ecim paboToaaTens He COOOLIHIT 0 3aBEPIISHUN CPOKa JI0rOBOpa 3a 2
MecsI1a MMCbMEHHBIM YBEIOMJIEHUEM, TO CPOUHBII JIOTOBOP CTaHOBUTCS OeccpouHbIM. [1o Takomy
JIOTOBOPY PaOOTHUK PabOTaET 70 TEX MOp, TOKA HE PEIIUT YBOJIUTHCS WM HE TOTyYUT
TMOBBILLIEHUE; CPOYHBIN TPYIOBOW JOTOBOP — 3TO TPYAOBOM JOrOBOP, KOTOPBIA UMEET 3apaHee
OIIPEINICHHYIO JaTy OKOHYaHus. B TpynoBoM 10roBope JOMKHBI ObITh IPOIMCAHBIL: TOTKHOCTD,
Ha KOTOPYIO COTPYIHUK PUHUMAETCS; TOPa3/IeNICHUE, PEXKUM U YCIOBUS pabOThI; COCTABHBIE




4acTH 3apabOTHOM TUIAThI (OKIJIaJ, HaI0ABKH, pallOHHBIC KOA((HUITMEHTHI); ITpaBa U 003aHHOCTH
CTOPOH.

[IITaTHOE pacncaHKE - IEPBUYHBIN TOKYMEHT, ONPEACIAIOUINNA CTPYKTYPY, IITATHBIA COCTaB
Y IITATHYK YHUCIEHHOCTh OPTaHM3allMd B COOTBETCTBUU C €€ YCTaBOM, COAEPKUT MEPEUEHb
CTPYKTYPHBIX TOJpa3/IeiCHI, HANMECHOBAHUE JOJDKHOCTEH, CIICIUAIBHOCTEH, podeccuii ¢
yKa3aHWeM KBaJlU(UKalUU, CBEJCHUS O KOJMYECTBE IUTATHBIX eAWHUL. [IpumeHnsieTcss s
0(OpPMIICHHS CTPYKTYPBI, IITATHOTO COCTABA U IMTATHOW YMCICHHOCTH OpraHU3aIlluu YIETHBIN
JOKYMEHT ¢ wuHpopManued o CTPYKType KOMIIAHMM, YHUCICHHOCTH paOOTHUKOB, HX
JOJKHOCTSIX, KBATH(PUKAIIUH, OKJIafax U HagoaBkax. OH HY)KeH BCEM IOPHINYCCKUM JIHIIAM H
UII, y KOTOpBIX €CTh IOCTOSIHHbIE COTpYyIHUKU. CTpyKTypa M IITaTHash 4YHMCIEHHOCTb
MOJIMTMCHIBACTCS PYKOBOJUTENEM KaJpOBOW CIIy>KObI OpraHuW3anuu U ee Oyxraintepom (Wid
[JIaBHBIM ~OyXrajarepoM TMpU €ro HaJlWyuu) OpraHu3alKH, a 3aTeM YTBEp)KIaeTcs
PYKOBOAMTENIEM OpTraHW3allud WM YIOJIHOMOYEHHBIM MM Ha 3To JuloM. CTpykTypa H
HITaTHasE 4YUCIEHHOCTb BBOJAUTCA B JEHCTBHE NPHUKA30M IO OpPraHU3allH, MOANHCAHHBIM
PYKOBOAMTEINIEM OpPraHU3aLUu.

JlokHocTHAs MHCTpYKUMs paOoTHUKOB ciyx0bl  JIOY — JoKambHBIA — JJOKYMEHT
OpraHU3al[MOHHO-TIPABOT0 XapakTepa. OCHOBHBIE CBEICHMS, OTPAaKa€Mble B JOJKHOCTHOU
UHCTPYKLIMU: MEpedYeHb 3aJay, BO3JIaraéMblX Ha pPa0OTHUKA; MOPSAOK HA3HAUYEHUS Ha
JOJDKHOCTh M OCBOOOXKICHHS OT JOJDKHOCTH; OCHOBHBIC KBAIHM(HMKALMOHHBIE TpeOOBaHMS,
npeabsBisieMble K paOOTHUKY; TpeOOBaHUSA, NpeIbABIseMble K PaOOTHUKY B OTHOLIEHUH
CHEIMAJIbHbIX 3HAHWM, IOJIOKEHUH 3aKOHOJATENIbHBIX M HOPMATUBHO-IIPABOBBIX AaKTOB;
TpyZaoBas (pyHKIUS U YCJIOBHUS, XapaKTEPU3YIOLIUE €€ BBINOJIHEHUE; BUIbl pabOT B paMKax
NOpyYeHHOU eMy (QYHKIUHU; TOJHOMOuus (IpaBa W OO0S3aHHOCTH) pabOTHUKA; MECTO
paOoTHHKAa B HepapXuu (CBS3W MO JIOMKHOCTH); MEpbl OTBETCTBEHHOCTH, NPUMEHEHUE
KOTOPBIX NMPEAYCMOTPEHO B OTHOILLIEHUU PaOOTHHUKA B CBSA3HM C HEHAJUIECKALUM BBIIIOJHEHUEM
NOPYYEHHOM eMy Tpy1oBoH (yHKINHU; TpeOOBaHMS IO OXpaHe Tpy/a.

OcHoBHbIE 3a7auM cOTpynHUKa cinyxO0bl JIOY: momyueHue, perucrpanusi, pacupeleneHue
JIOKYMEHTAIlUH; 03HAKOMJIEHHE COTPYAHUKOB C JOKYMEHTale Ha pabounx mMecTax; U3biTue
YTPaTUBUIMX CUJIY JOKYMEHTOB; - YYeT, XpPaHEHHWE W apXUBHUPOBAHHWE JOKYMEHTAlluu U
JAHHBIX; BEJEHUE HOMEHKJIATYphl AEN M 3alUCEHl 0 KayeCTBY; BHECEHHE W3MEHEHUH B
YUTEHHYIO IOKYMEHTALUIO.

YupeauTenbHbIi JOTOBOP — 3TO COIVIALLIEHHUE O CO3JaHUU IOPUINYECKOTO JIUIA, B KOTOPOM
CTOPOHBI 0053aTENILHO ONPEAEISIOT: MOPAIOK PAOOTHI MO CO3/AaHUI0 KOMITAHUH; YCTaBHBIN
Kanurtaia GUPMbI; BETMYHMHY 1 HOMUHAIBHYIO CTOUMOCTb JI0JIEH yUpeIuTeNei, a TaKkxKe
HOPSIOK MX OIIaThl. Takke B corjameHue MOKHO BKIIFOUHTD: pacipeaesieHue NpuObLIn U
YOBITKOB MEKIy COO0H, CTPYKTYpPY yIpaBieHUs 1€ATEIbHOCTHIO KOMIIAHUH, IPOLIETYPY
BBIX0JIa YUpeauTeNiel U3 coCTaBa yYaCTHUKOB OpraHU3aluu. ITO 00sS3aTeIbHBIN TOKYMEHT
JUTsl KOMMEpUYECKOH opranu3aiiu. YToobl 10roBop MMeN IPUINUECKYIO CUITY, OH JOJKEH
coJiepKaTh CBEIEHUS 00 yupeIuTeNsX U co3aBaeMoil KOMIaHUM (HAUMEHOBAaHUE CIIENIKH, K
npumepy, «loroBop 00 yupexaernn OO0 «Pomarikay; 1aTanMecTo 3aKTI0YSHUS CACIKH;
IPEMETI0r0BOpa - PELICHUE O CO3/IaHUM KOMIIaHUH, 00s13aTeIbCTBA YYACTHUKOB (DPMPMBI;
HAaUMEHOBAHHMEOpPTraHU3aluu (TIOJHOE, COKPAIIEHHOE, HA HHOCTPAHHOM SI3bIKE);
IOpUIMYecKuiiaipec. YKa3bpIBalTe aapec Tak, Kak oH 3adukcupoan B DUAC.

OpranuzanroHsabie (GOpMbl CIyKObI JEIONPOU3BOACTBA. BBINENSIOT TpU OCHOBHBIE (HOPMBI
OpraHM3alUK: EHTPATU30BaHHYIO, ICIICHTPAIN30BAHHYIO H CMEIIaHHYIO.
Bri6op ¢opmbl  1€70NPOM3BOJCTBA 3aBHCUT OT XapakTepa JesTeNbHOCTH, (QYHKIHA,




OpPraHM3aI[MOHHON  CTPYKTYpbl ~ y4YpexAeHHs, oObeMa JOKyMEeHTooOOpoTa H  JIp.
LlenTpanu3oBanHas (opma: Bce ornepanuud no o0paboTKe JOKYMEHTOB COCPEIOTauMBAIOTCS
(LeHTpaAIU3YIOTCS) B €MHOM JJISl BCETO YUPEXKJICHUS LIEHTPE — KaHILENSIpUH, OOIIEeM OTJIeNe
WIH y cCeKpeTapsl. Ota dopma XapakTepHa JUTSt MEJIKUX
yupexenuit.JlenentpanuzoBanHas ¢opMa AeT0NpPOU3BOICTBRA: KaXK70e CTPYKTypHOE
MO/pa3/iefiecHUe OpraHu3allid HMEET CBOIO CIYKOy, KOTOpas BBINOJHSAET IOJHBIA IHKII
orepanuii mo o6paboTke U XpaHEHHIO JOKyMeHTOB. CMerianHas gopma Jelonpor3BOICTBA:
perucTpanusi BXOASAIICH U UCXONAIIEH AOKYMEHTAIlMM U apXMBHOE XPAHEHHE OCTAIOTCS B
BEJICHUH CIELMATU3UPOBAHHOTO MOAPA3/e/IeHUs, a CO3aHNe, CUCTEMaTU3alusa U o0paboTka
JOKYMEHTAllMM Tepe] cladedl B apXWB BBINOJHSIOTCA B  KaXIOM CTPYKTYPHOM
noJipa3JielieHnu. ITo camasi pacpocTpaHeHHas (opMa JeIONPOU3BOJICTBA.
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PekBU3UT noanuch - COOCTBEHHOPYUHYIO POCIHUCH MOJTHOMOYHOTO JIOJKHOCTHOTO Jiniia. B
coctaB pekBuszuta «lloanucey (peKBU3HUT 22) BXOAAT: HAUMEHOBAHUE JTOJDKHOCTH JIUIIA,
MOIMTMCABIIIETO IOKYMEHT; IMYHAS MTOIMUCH; pacupoOBKa MOAMUCH (MHUITHAIIBI, (DaMUIIHS).
[Ipu noanucanuu TOKyMEHTA JIUIIOM, UCTIOTHSIOMMM 00sI3aHHOCTH PYKOBOJIUTEIS, B CIy4yae
€r0 OTCYTCTBHSI, TOAMHUCH OPOPMIISIETCS C YKa3aHUEM CTaTyca JOJKHOCTHOTO JIUIA B
COOTBETCTBUU C IpHUKa3oM (pacrnopsikeHueM). CrioBa «MCHOTHSAIOMINN 003aHHOCTI
MUNIYTCS MOJTHOCTBIO WM B BHJIE TPAUUYECKOT0 COKPAILIEHUS «1.0.» (HE: «BPEMEHHO
MCTIONHSIONININ 0053aHHOCTIY, «BpHOY»). He nomyckaeTcs CTaBUTh KOCYIO YepTy, HAIUCh
«3ay» nepe]l HAMMEHOBAHHUEM JIOJKHOCTH JIMIA B IOANKUCH, €CIU JOKYMEHT MOJAIUCHIBAET HHOE
JOJKHOCTHOE Nulo. PexBuzut «lloanuck» BXOAUT B IEpEeYEHb PEKBU3UTOB, MPUIAIOIINX
JTIOKYMEHTY FOPUINYECKYIO CHITY.

JokinagHas 3amMcka —  JIOKYMEHT, aJpeCOBAaHHBIM  PYKOBOJMTENIO  BBIIIECTOSIIEH
OpraHu3aIiy, PYKOBOAUTEIIO MOIPa3e/ieHUs] WK OPTaHU3allii U W3Naraliui Kakoi-1uoo
BOIPOC C BBIBOJIAMU U NPEUIOKEHUSAMH cocTaBuTelsds. OHa MHPOPMHUPYET PYKOBOACTBO 00
UMEBIINX MECTO COOBITUSX, (aKTaX, SBICHUSX, CIOXKUBIICHCS CHUTyallud, TPEOYIOUIUX
npuHsATHS pemieHus. JlokimagHas 3amMcka MOKET ObITh BHEWIHEH (IpelcTaBisiercs
PYKOBOIMTENIO  BBINIECTOSANICH  OpraHM3alii) WId  BHYTPEHHEH  (PYKOBOIUTEINIO
NoJpa3JieNieHusl WIM OpraHu3aluu). BHYTpEHHIOI0 JOKIaJHYI 3allUCKy IOANKMCHIBAIOT
COCTaBUTENb (€CIM OHA MPEJCTABISIETCS PYKOBOIUTENIO MOAPA3ACIEHUS) WM PYKOBOINUTEND
nojpaszziesieHuss (eciau OHa MPEJCTaBIsieTcs pPYKOBOAWUTENIO OPraHU3allii); BHELIHIOKO
JOKJIAJAHYIO 3alUCKy MOJMUCHIBAET PYKOBOJUTENb Opranu3anuu. Jlatoi JOKIagHON 3alUCKU
ABIIIETCS JlaTa ee cocTaBieHus] W noamnucanus. OOA3aTeNbHbBIMH PEKBU3UTAMU JOKJIAIHON
3aMUCKU  SBIAIOTCS:HAMMEHOBAHUE OpraHU3alliy (11 BHYTpEHHEH — HanMMEHOBaHUE
CTPYKTYpPHOTO MOJpa3/ielieHNs1), HAMMEHOBaHWE BUJA JIOKYMEHTA, JlaTa U PEruCTPallMOHHbIN
HOMEp, MECTO COCTaBJIHUS (IJI1 BHEUIHEW JOKJIAJHOW 3aluCKh), aJpecar, 3arojoBOK K
TEKCTY, HOJIIHCH.

OObsicHUTENbHAS 3allMCKa - JOKYMEHT, MOSCHSIONINI COJAEp)KaHUE OTICNIbHBIX TMOJIOXKEHHUH
OCHOBHOTO JOKyMeHTa (IJlaHa, OTYeTa, MPOEKTa); WU COOOIIEeHHE JOHKHOCTHOTO JIHIIA,
MOSICHSIIOIIEee Kakoe-mu0o NneicTBUe, (DaKT, MPOUCIIECTBHUE, MPEACTABISIEMOE BBIIECTOSIIEMY
JOJKHOCTHOMY JUITy. OOBSICHUTENBHBIC 3aIMCKH, COIMPOBOXKIAIOIINE OCHOBHOW JOKYMEHT
(Tu1aH, OTYeT), MOSICHSIOLIUE COJAEPKAHUE OTIEIbHBIX IMOJOKEHUH OCHOBHOTO JIOKYMEHTA,
obopMIArOTCS Ha o0mmeM OnaHke opraHu3anuu. OOBSCHUTETBHBIC 3aIUCKH, OTPAXKAIOIINE
KaKHe-JIN0O MPOMCHIECTBUS, CIOKHUBIIUECS CUTYAIIMH, OPOPMIISIOTCSI HA CTAaHAAPTHOM JIMCTE
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OyMmare U agpecyroTcsi KOHKPETHOMY TOJIKHOCTHOMY JIHILY. TeKCT 0ObSICHUTENBHON 3alMCKU
COCTOMT W3 JIBYX 4YacTel: MepBas 4acTh COACPKHUT (DAKTHI, MOCTYKHBIIHE MOBOJOM K €€
HAIIMCaHWIO, BTOpass — MPHUYUHBL, OOBSACHSIOUIME CIOXKUBIIYIOCS cHUTyanuio. OTinuue
O0OBSICHUTEIIBHOW 3aMUCKU OT JIOKJIATHOM 3aITMCKH — OTCYTCTBHE BBIBOJIOB U MPEIJIONKECHHUH.
OOBSICHUTENBHYIO 3aMMCKY MOJIKUCKHIBACT €€ cocTaBUTENb. J[aToil 00OBACHUTENBHOMN 3aMUCKU
SBIIIETCS JlaTa €€ cCcocTaBieHus U noamnucanus. OOs3aTeNbHBIMA — PEKBU3HTAMU
OOBSCHUTENIBHON 3alMCKHU  SBISIOTCA:HAUMEHOBAHUE OpraHU3allii, HaWMEHOBAHHME BUJA
JOKYMEHTA, JaTa, PErMCTPalMOHHbIA HOMEp, MECTO COCTaBJICHUS, 3aroJOBOK K TEKCTY,
azpecar, HOANKCH.

[Ipennoxxenne — pasHOBUIHOCTD JOKJIAQJHON 3alMCKH, COJACp)KaIlas MepedyeHb KOHKPETHBIX
IpeATIoKEeHUH 1o onpezaeneHHoMy Bomnpocy. CocTaBiaseTcsi aHaJIOTMYHO JTOKJIQJHON 3alucKe,
KaKk NpaBWJIO, 1O 3aJaHHI0 PYKOBOJCTBA. TEKCT MPEUIOKEHUS COACPKHUT JBE YaCTH:
00OCHOBaHME M 3aKIIOUYEHHE — IepedeHb MpeioxkeHnil. [IpeamoxeHns CcocTaBiIAIOTCS
PYKOBOAUTENSIMH ~ TOAPA3/ICICHUA W  CHEIHAINCTaMH, NPEACTAaBISIOTCS PYKOBOJICTBY,
MOJIHCHIBAIOTCA COCTaBUTENEeM. [IpeiokeHusT MOTYT TPEACTABIATHECS B BBIIIECTOSIINE
OpraHM3alMi T0 BOMPOCaM, pELICHHE KOTOPBIX HAXOJUTCS B KOMIIETCHIMH ATUX
opranm3anuii. [Ipemioxkenns, aipecoBaHHbIE APYTOMY AOJDKHOCTHOMY JIUILY, O(OPMIISIOTCS
Ha CTaHJAPTHOM JIHCTe Oymare, MpeyIOKeHHUs, aJPECOBAaHHBIC BBIIECTOSIIEH OpraHu3aIiu, —
Ha obOmiem Onanke. OOs3aTENbHBIME PEKBU3UTAMHU TPEIJIOKEHHS SIBISIOTCS: HAaMMEHOBAHHE
CTPYKTYPHOTO TOJpa3ieicHus, (HAUMEHOBAHWE OpraHW3allud — TPH  aJPECOBAHUU
BBIIIECTOSIIEH OpraHMW3anny), HAMMEHOBAHUE BUA JIOKYMEHTA, Jara W PErHCTPaIlMOHHBINA
HOMEp, MECTO COCTaBJIEHUs (IIPU aJpEecOBaHMM BBINIECTOSIIEH OpraHM3alllM), 3aroJOBOK K
TEKCTY, aapecaT, HOJIINCh.

KoHTpomnb HcronHeHUs TOKYMEHTOB. B KOHTposie MOKHO BBIIEIUTH KOHTPOJb MO CYIIECTBY
pelieHus Borpoca (OCYIIECTBISET PYKOBOAUTENb MM YIIOJTHOMOUYSHHOE JIMII0) U KOHTPOJIb 3a
CpOKaMH HCIIOJHEHMs 3agaHus. KOHTpoib 3a cpokamMM HCHOJHEHUs JOKYMEHTOB BeleT
cinyx0a JOKYMEHTAIlMOHHOTO oOOecreueHusl YIpaBlIeHHs WIM B HeOonbloil Qupme -
cekperapb. CpOKOBBIM KOHTPOJIb MOXHO pa3/einTh Ha TEKYLIUI U mperynpeauTeNbHbIi (3a 3
IOHS 110 HCTedeHus: cpoka).CpoKHM HCIONHEHHs JTOKYMEHTOB MOTYT OBITh OIpEIeIICHBI
3aKoHOJIaTeNbCTBOM. Hampumep, /Ui ucnonHeHus oOparieHuit rpaxaal — 30 KaleHAapHbIX
nHel. B mokyMeHTaX, MOCTYNMUBIIMX OT BBIIIECTOSIINX OPTaHU3alUN M COACPKAIINX KaKoe-
a0 mopy4yeHHe, OOBIYHO CpPOK YyKa3aH B CaMUX JOKyMEHTax. B pacnopsauTenbHbIX
JOKYMEHTaX U PEUICHUSX KOJUIETHATBHBIX OPTaHOB CPOK YKA3bIBAETCS IO KaXKIOMY MyHKTY. Ha
JIOKYMEHTaX, pPAacCMOTPEHHBIX pPYKOBOIMTENEM, CpPOK MX MHCIOJHEHUS COJCPXKHUTCA B
pesomonuu. sl pemieHusi MepHOAMYECKH TOBTOPSIONIMXCS BOMPOCOB B  YUPESKICHHUU
JIOJDKHBI OBITH YCTAHOBIIEHBI M OTPA)KEHbI B MHCTPYKIIMH TUIIOBBIE CPOKH MCIIOJHEHUS TaKHX
JOKYMEHTOB. [lJisT BeACHUS KOHTPOJS B PYYHOM PEXHME HCIIOJIB3YIOTCS PETUCTPAIIIOHHBIC
KapTOYKH, B JEKTPOHHOM BHJI€ — aBTOMATH3UPOBAHHbIN KOHTposib B COJl, KOTOpBINA JIETKO
MO3BOJISIET MPOCMOTPETh BCE 3aJaHMsi HE CTOJILKO MO CPOKAaM, HO WM IO WCTIOJHHUTEISIM, U
TaKuM 00pa3oM BHUJAETh 3arpy3Ky Kaxaoro. OTMeTrka o KOHTPOJIE MPOCTaBISAETCS IITaMIIOM
«KOHTPOJIb» B npaBOM BEPXHEM YTIIy.

KoJ1eKTUBHBIM JOTOBOP — 3TO OPraHU3alMOHHO-TIPABOBON JOKYMEHT, KOTOPBINA PErylnupyeT
COHAJIBHO-TPYAOBBIC OTHOICHUSA MEXKIY pa60T0)1aTeneM nu pa6OTHI/IKaMI/I B OpraHusanmuu
win y UI1. B HéM duxcupyrorcs Bce KIII0UYeBbIE MapaMeTphl 3apIUIaThl U IPYTUX BBIILIAT,
pabouero BpeMeHH U YCIIOBUH Tpy/a, 00yueHUs U MOBBIIIEHNS KBATU(UKALIUHY,
MEIUIIUHCKOTO CTPAaXOBaHMs, OTAbIXA U JIbIOT, YBOJIbHEHUS U T.1. KOJIIEKTUBHBINH A0roBOp
3aKIJII0YAI0T MEeX1y co00i mpodcoro3 pabOTHUKOB KOMITAHUH (MK ApYyTUe U30paHHbIe MU
HpGI[CTaBI/ITeJII/I) U IpCACTAaBUTCIIb pa60Toz[aTeJ151. KOJIJICKTUBHBIM A0r0BOP 3aKJIIOYACTCA Ha
CPOK, HE MPEBBIMIAIONINN 3 KAJICHIAPHBIX JIET.
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3asBIICHHE — JIOKYMEHT, COJIEPIKAIIUN TPOChOY WM MPEIUIOKECHUS JIUIA (JIUI) YIPEKICHUIO
WIA JOJKHOCTHOMY JIMIlY. 3asBICHHUS TOIPA3ACISAIOTCS HA JBE TPYIIBL: MO KaIpOBBIM
BompocaM (0 TPUHSATHH Ha pabOTy, O MPEIOCTaBICHHUU OTIYyCKa, 00 OCBOOOXKICHWUU OT
JOJKHOCTH M T.IL.); COOOIICHHS O KaKUX-IMOO HEIOCTaTKaX, HAPYyIIEHUsX B padoTe
OpraHu3aIii, OTACIBHBIX JODKHOCTHBIX JHIl M T.A. Llenb 3asBineHuss — peamu3aiusi mpasa.
3asBNeHHE a/pecyeTcs KOHKPETHOMY JOJDKHOCTHOMY JHIY (PYKOBOJHUTEIIO OpraHHW3alluy,
€ro 3aMECTUTENI0 WIA PYKOBOJUTEIIO CTPYKTYPHOTO IOJApA3/CiCHHs). 3asBICHUE
odopmisiercs Ha CTaHJApTHOM JMCTe Oymaru. TekcT dro00ro 3asBiICHHS HAYMHACTCA C
CyliecTBa BOMpoca, oOpameHus (MPONly NEepeBECTH..., MPOUIY MPOBEPUTH COCTOSIHHUE ...),
3aTeM HJET JeTalM3alus 3aTpoHyTOro Bompoca. dopma U3I0KEHUsT CBOOOIHASA. 3asBICHUE
MOYKET UMETh TPWIOKEHHUsS (HampuMmep, K 3asBICHUIO O MpHeMe Ha padoTy MpHIIararTcs
MOJJIMHHUKA WM KOMUU JOKYMEHTOB 00 oOpa3oBaHWM, aHKeTa, aBroOuMorpadust u Aap.).
3asiBlIeHHME TOJIUCHIBACTCS aBTOPOM U TMepefaercs A MNpPUHATUSA peuleHus. Pernenue
PYKOBOJICTBA BBIPQ)KACTCsl PE30MIONMEH. 3asBICHHE C PE3OJIIOLUEH CIy)KUT OCHOBAHHEM K
U3JJAaHUI0 TpUKa3a (10 KaJpOBBIM BOMPOCAaM) WM JIPYroro JOKYMEHTa (IHMChbMa aBTOPY O
MPUHSITHA PEIICHUS, IIPUKA3a O IMPOBEACHUH IKCIIEPTU3BI, IPOBEPKH H T.11.).

[TonoxeHne O KOJJICTHAILHOM OpraHe - 3TO OpPraHU3allMOHHO-TIPABOBOM JTOKYMEHT,
YCTaHABIMBAIOIMUK  cTraTtyc, (yHKOMH, TpaBa, OOSI3aHHOCTM H  OTBETCTBEHHOCTH
KOJUICTHAILHBIX (MJIM COBEIIATEIbHBIX) OPraHoB. THUIOBBIC pa3elibl TMOJOXKCHUS: OO0IIue
NOJIOXKEeHHA (TOJIHOE O(QUIIMATTFHOE HaWMEHOBAaHHE KOJUIETHAIBHOTO OpraHa, jJara, HOMEp U
HaMMEHOBAHKE MPABOBOTO aKTa, HA OCHOBAHUU KOTOPOTO CO3JIaH U JICHCTBYET OpraH, 4eM OH
PYKOBOJICTBYETCSI B CBOCH JESATCIILHOCTH, KEM BO3TJIABIISICTCS); OCHOBHEIC 3a7aud (TIEpeUYCHb
npo0iieM, pelraeMbIX KOJJIETHadbHBIM OpPraHoMm); (QyHKUWU (OSHCTBUS WM BHUABI paboT,
KOTOpBIC JIOJDKEH BBITIOJNHATh KOJUICTHAIBHBIA OpraH), MpaBa W OOS3aHHOCTH (ICHCTBHSI,
KOTOpBhIE O0S3aH OCYIIECTBISATh KOJUIETHANBHBIM OpraH B JIMIE €ro MpeicenaTens);
OTBETCTBEHHOCTh  (BHIBI OTBETCTBEHHOCTH, KOTOPYIO MOXET HECTH TMpejceaaTelb
KOJUIETHAIbHOTO OpraHa B CJy4yae HEBBLIIOJHEHUS OPraHoM CBOUX OOs3aHHOCTEN);
B3aMMOOTHOIICHMS  (YKa3bIBaeTCs, C KaKUMH TOIPA3ICICHUSAMH ¥  OPTaHU3AHUSIMH
OCYIIECTBIISIETCS B3aUMOJICHCTBUE, KaKyld HWH(GOpPMALMIO TONy4yaeT U TPEICTaBIISET;
YCTaHABIMBAIOTCS TIEPUOIUNIHOCTh U CPOKH TpeacTaBiieHus1). [10JI0KeHNs 0 KOJUIErHaTbHOM
(unmu coBemIaTeIbHOM) OpraHe MOTYT OBITh THUIIOBBIMH M MHAWBHUIYalbHBIMH. [Ipu Hamuuuu
TUTIOBOTO TIOJIOKEHUS WHIMBUAYAIbHBIE pPa3pabaThIBAIOTCS Ha ero ocHoBe. [lomoxenwe
MOJMUCKHIBACTCA TpEJCeAaTeeM U CTAHOBUTCS 0O0s3aTeNbHBIM TIOCTE  YTBEPKACHHUS
PYKOBOJIUTENIEM OpTaHH3aIIHH.

OK 05

1

4

1

Pe3omronus — 3T0 OMH U3 BaKHEUIINX PEKBU3UTOB, PETYIUPYIOIINUX PACTIOPAIUTEIbHYIO
JEeSTENbHOCTH pyKoBoauTeNs. CTPYKTYPHI II000# pE30IIOIIH 3TO: (haMUITus, HHUIIAATIBI
OTBETCTBEHHOT'O MCIOJIHUTENS, KOTOPOMY apecOBaHa pe30II0Lus; paclopsAuTeIbHas
TEKCTOBAs 4aCTh C YKa3aHUEM CPOKOB MCIOJIHEHHUSI; MOJIMUCh pyKoBoauTens, Aata. [lo cBoeit
IOPUTNYECKOMN CUJIE PE30JTIONHS Ha IOKYMEHTE TPUPABHUBACTCS K PACTIOPSAUTEIBHBIM
nokyMmeHTaM. [I[puHuMaeMbie pyKOBOAHUTEISIM ONlepaTHUBHBIC pelIeHHs, 0OpMIIsieMble B BUE
PE30JIONNY Ha TOKYMEHTE, CTaBATCS HA KOHTPOJIb UCTIOJIHEHH. Eclii TOKyMEHT He nMeeT
MecTa JIJIsl HAHECEHUS PACTIOPSIUTEIHHOTO PEKBU3UTA, €T0 MOXKHO O(OPMUTH HA OTACTHHOM
nuctke popmara A6 i A7. B TakoM cirydae HE0OXOAMMO TOTIOJHUTEIHHO YKa3aTh HOMED
JIOKYMEHTA, B OTHOIIEHUU KOTOPOT0 U3AAETCs PACOPsHKEHHUE, U IATY €r0 PErUCTpaliy.

MecTto cocraBiieHusl (M31aHUs) JOKYMEHTa YKa3bIBAa€TCsI BO BCEX JOKYMEHTaX, KpOMe
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JENOBBIX (CIy)KeOHBIX) MHCEM, a TakXKe JOKJIATHBIX, CIYKEOHBIX 3alHCOK M JAPYTUX
BHYTPEHHUX WH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB. MecCTo cocTaBieHUs (M3IaHus)
JIOKYMEHTa HE yKa3bIBaeTCs B TOM ClIy4ae, €CJIM B HAUMEHOBAaHUU OpPraHU3alMU IPUCYTCTBYET
yKa3aHue Ha MECTO €€ HaxokJeHus. MecTo cocTaBieHus (M3aHus1) TOKYMEHTa yKa3bIBACTCS
B COOTBETCTBUU C MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATILHBIM JiesieHneM. CokpallieHHoe
coBO ropon (T.) HE YKa3bIBACTCS, €CIM MECTOM H3IaHHs SBISETCS ropoia (henepaabHOro
sHaueHus (Mocka, Cankt-IlerepOypr, CeBacTomosns).

IIrcbMa COCTaBIISIOTCA HA CIIENMHANBHBIX OaHkax muceMdbopmara A4 win A5 B 3aBUCHMOCTH
OT pa3Mepa TeKCTa MUchbMa. TEeKCT MUchbMa JOJKEH OBITh JOTUYHBIM, TOCIEAOBATCIBHBIM,
yOeTUTENIbHBIM M KOPPEKTHBIM 10 ¢dopme. DakThl W COOBITHS JOJDKHBI H3JIaraThCst
OOBEKTUBHO, JIAKOHUYHO, SCHO. TeKkcT mnmuchMa HE JOJKEH JOIMYyCKaTh Pa3jIuYHOro
tonkoBaHusa. IluceMo  1enecooOpa3HO TOTOBUTH 1O  OJHOMY  Bompocy. Ilucema
MOJMUCKHIBAIOTCS ~ PYKOBOJIWTENEM  OpraHU3allid, ero 3aMEeCTHTENsIMH B  paMKax
MPEAOCTABIICHHOM UM KOMIIETCHIIMM, a TakKKe PYKOBOJMUTEISIMH CAMOCTOSTEIbHBIX
CTPYKTYPHBIX MOAPA3JIECICHUMA, €CTTH UM IMPEIOCTABICHO ATO MpaBo. [IMChbMO TOMKHO UMETh
OTMETKY 00 WCIOJIHUTENe, KOTOpasi MPOCTABIISICTCS B HIDKHEH YacTH JIMCTA, TOJ| MOAIMHUCHIO
pykoBoauTens. JlaToif nucbMa sSIBISI€TCS 1aTa ero MOIHCaHMUs.

OO0s3aTeNIbHBIMUA PEKBU3UTAMH MHCHbMa SIBISIOTCS: HAMMEHOBAHUE OPraHU3alliU, CIIPABOYHBIC
JaHHbIe 00 OpraHM3alliy, KOJ OpraHu3alliy, OCHOBHOM rOCYIapCTBEHHEINA PErHCTPALMOHHBIN
goMmep (OI'PH) ropuanueckoro JIMIa, MASHTU(UKAHOHHBIN HOMEDP HAJIOTOILIATENLIINKA/KOIT
OpUYMHBL  TIOCTAHOBKM _HA  y4YeT, JaTa, PErUCTPallMOHHBIA  HOMEp, CChUIKA Ha
PErUCTPAllMOHHBIN HOMEp U AaTy, aapecaT, 3aroJioBOK K TEKCTY (IPU COCTaBJICHUU MHUChMa Ha
Oanke ¢opmara A4), MOJMNKUCH, OTMETKA 00 MCIIOTHUTENE, B CONPOBOIUTEIBHBIX MHChbMaX —
OTMETKA 0 HAIMYUU NPWIOKEHUHN, B TAPAHTUMHBIX MIUChMaX — OTTUCK MEYaTH.

[TucbmMo-HanOMUHAHUE - OJHA W3 PA3HOBUAHOCTEH Jel0BOM mepenucku. Takyio (opmy
KOPPECHOH/IEHIIUM MO>KHO HCIIOJIb30BaTh B Pa3HbIX CUTyalUsX. B dacTHOCTH, KOTJa HYKHO
HAllOMHUTb BTOPOM CTOpOHE: 00 HCIOJHEHUM B3SATHIX 00S3aTEIBbCTB; O COOJIOJCHUH HOPM
3aKOHA; O MPUOJIMKEHUH KaKOr0-TO BaKHOT'O MEPONPUATHUS WU JaThl U T.1. OOBIYHO MHUCHMY
IpEeIIeCTBYeT ycTHOe HarmoMuHaHue. OJIHAKO €CIM OHO HE BO3BIMEJO JIOJKHOTo 3¢ ¢exTa,
OTIpaBUTENb NpHOEraeT K NHCbMEHHOMY H3BelleHUI0. Takum o00pa3oMm, 3TO NHCbMO HE
TOJIBKO CIIy’KUT HAllOMUHAHUEM, HO U SIBIISIETCA JIOKA3aTEIbCTBOM IIPOU3BEACHHOIO JEHCTBUS.
[TuceMo-HanmOMHHaHKE O00s3aTENIbHO JIOJDKHO COJAEpXkKaTh: CBEAECHUS 00 OTHpaBUTENE H
ajipecare: IMOJIHbIE HaMMEHOBAHUS KOMIIaHUM, a eciu neno ujaer o0 aapecaTte, TO elle U
noikHOCTh U ©.M.0. KOHKpETHOr0 COTPYAHHUKA; MPUYNHY HAIIOMHUHAHMS; CCHIIIKM HA 3aKOHBI
U HOPMBI, KOTOpbl€ MMEIOT OTHOLIEHHE K HalloOMMHaeMOW Mpobieme wiu cutyauuu. Eciu
JIEJI0 KacaeTcsl HEBBIIOJIHEHUs 00s513aTE/IbCTB UM HapyLICHUs 3aKOHa, CIEeNyeT MepeuucInuTh
CCBIIKM Ha HHUX, a TaKK€ BO3MOJKHBIE CAaHKIIMM M MEphl, KOTOPbIE T'OTOB NPEANPHHSITH
OTNPABUTENb JJISl PEIICHUsS BOINPOCA, HAMOMHUTH O BO3MOXKHOCTH PpEUICHHs] MPOOJIEMBI
MHUPHBIM IyTEM, YCTPaUBaOLIeM 00€ CTOPOHBI.

Hasnauenune mnucbMa-TpeOOBaHUSI — 3aCTaBUTh ajpecaTa BBIOJHUTH B35Thle Ha ceds
00s3aTeNIbCTBA B YCIOBUSIX, KOTJa HMMEIOTCS CEphe3HbIe HAapyLICHHs paHee MPUHATBHIX
noroBopeHHocTel. [TucbmMo-TpeboBaHNe MPU3BAHO YPETYIUPOBATH KOH(PIUKTHYIO CUTYalLUIO
B JIOCYJIeOHOM TMoOpsjake. B HEKOTOphIX CUTyalMsX JOKYMEHT MOXKHO HCIIOJIb30BaTh B
KayecTBe Jl0KazarenbcTBa B cyae. s TpeGoBaHHMS YMECTHO HCIOJb30BAaHUE CIEAYIOLIUX
¢pa3: B BHJy HEHCIIOJHEHHMsS BaMH 0053aTENIbCTB; B CBS3U C 33J0JDKEHHOCTBIO; COTJIACHO
JIOTOBOPY KYTUIM-TIPOJIa’KH; UCXO/S U3 YCIOBUH JoroBopa nmoctaBku Ne... CrieryeT cchliaThCs
Ha TYHKTHl 3aKOHOB, HOPMAaTHBHBIX aKTOB, IIOCTaHOBJIEHWH u T.A. TpebGoBaHue,
dbopmynupyercs B yIbTUMATUBHOW ¢GopMme — TpeOyeM: He3aMeIIUTEIbHO TMPEIOCTaBUTH;
MOTaCUTh UMEIOIIYIOCS 33J0JDKEHHOCTh; UCIIOJIHUTE 00s3aTenbeTBa U T.1. Cieayer ykasaTh O
Mepax, KOTOpbhIe Bbl HaMEpEHbI MPEANPHUHATH B CIydyae HEUCIOJHEHUS BBIABHHYTHIX BaMHU
TpeOOBaHUI: MaTepuaybl Jgena OyAyT mnepefaHbl B apOMTpaKHBIH cyn; BaMm  OyayT



http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel12&lesson=pismo
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel12&lesson=pismo
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit27
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit08
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit09
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit09
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit04
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit05
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit05
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit06
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit06
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit11
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit12
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit13
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit13
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit15
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit18
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit22
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit27
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit21
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit25

MPECABABICHEI H_ITpa(bHBIe CaHKIMHK,; Ha BallC UMYIIECCTBO 6y,Z[eT HaJIOXKCH apecCT.

[TucbMO-0TKa3 — 3TO JOKYMEHT, KOTOPBIH /JaeT OTPULATEbHBIA OTBET HA MUCHMO-TIPOCHOY
WIM IUCBbMO-3anpoc. Eciii nUchbMO-0TBET CONEPKUT OTKa3, €ro, Kak NpPaBUJIO, HAYMHAIOT C
¢pa3: bnarogapum Bac..., Ho... [IpuHOCHUM CBOM M3BUHEHWSI, HO... HacTo 0(OPMIISIOT OTKA3 B
OTCPOUKE IUIAaTeX,a, JeJI0BO€ IHMCbMO B JTOM CIIy4ae COCTABJIAETCA B MAaKCHMaJIbHO
KOppekTHOH (opme. Ecam Ha mOCTynuBIEe MUCHMO BbI a€Te OTKAa3, B MUCbME JIOJKHO OBITh
000cHOBaHUE, 00BsACH:IOIIEe NpUunHy. OTKa3 HYKHO IHMCaTh CTPOro Ha MMs TOI'O YEIOBEKa,
KOTOpBIM MOJANUCANICS MOJ W3HAYAIbHBIM NMHCbMOM. B IIPOTMBHOM cilydae, OTKa3 MOXKET He
JOWTH [0 ajpecaTa WM 3aTepATbCA B IOTOKE BXOIAIIEH KOPPECHOHACHLMH. Balnensror
HECKOJIbKO BHUJOB IMCEM-OTKA30B: OTKa3 OT y4YacTHsl B MEpONPUATUHU, OT IPEIJIOKEHHUS O
paboTe, OT COTPYIHUYECTBA.

['apanTHifHOE NMHCBMO — 3TO IOPUIAMYECKH 3HAYMMBIA JOKyMeHT. KoMmmaHus-cOCTaBUTEINb,
COIJIaCHO €My, OO€IIaeT BBIMOJHUTh CBOIO OOS3aHHOCTh B CHUIy YK€ HMEoIIencs
noroBopeHHoctu ¢ ¢upmoit wimu UIl — monmyuarenem nucekMa. Ha mpakTuke KoMmaHuu
HEPEeIKO OOEIIA0T BHECTHU OILIATY 32 YK€ MOJyUYeHHbIE aKTHBBI, pa0OTHI TNOO yCIyTH.
3aKOHOJATENbCTBO HE COJEPKUT MHCTPYKLMM, Kak HamucaTh TapaHTHiiHOoe nucbMo. Her
YCTaHOBJICHHBIX OJJAHKOB rapaHTHHHBIX nuceM. OGopMIISITh JOKYMEHT Jydllle Ha (UpMEHHOM
Osnanke opranuzauuu. Cocrapisis 1a0JIOH rapaHTUHHOrO IMHChbMA, YYUTHIBAWTE OCHOBHBIE
TpeOOBaHUSI K HEMY — 3TO MpeleibHas KPaTKOCTh U CTporas opHUIMaIbHOCTh. Y TOKYMEHTa
00s3aTeNbHO JIOJDKHO OBITh Ha3BaHUE - «rapaHTuiiHoe mnucbMo». Ilo Tekcry kiroueBoe
o0elaHne «rapaHTHUPYIO» WU «TapaHTUPYeM» JIydlle BBIICIUTh KPYMHBIMU OyKBaMU WM
*KUpHBIM mpudTOM. [llaGnoHHBIE QOPMYTUPOBKM B TapaHTUHHOM NHCHME: Ui OCHOBHOTO
o0emanus - «o0sS3yeMcsl OIIATUTh», «OIJIaTy TapaHTUPyeM»; AJS ONMHMCAHUSA MPUYUH — «B
CBSI3M C [IEPEHOCOM CPOKOB...», «U3-3a YXYJIUICHUS] SKOHOMUYECKON CUTYalluu B PETHOHE. ..»,
«I10 TPUYMHE YBEJIWYEHHUs KOJIMYECTBA 3aKa3oB...» U T. A. Jltoboe rapaHTHiiHOE MHCBMO Ha
OIJIaTy COJIEP>KUT: Ha3BaHUE JIOKYMEHTA; CBeJeHUsI 00 OpraHM3alMH-COCTaBUTENE MUChbMa, B
TOM UHCJIE €€ IopUandYecKuil u nouToBslil agpeca, koasl OKIIO, OI'PH, MHH, KIIII, Homepa
tenedoHoB, dakca, anpec caiita pupmbl B IHTepHETE; HOMEp U JIaTy COCTABIICHUSI JOKYMEHTA
(ToroBopa), M3 KOTOPOTO BO3HHUKJIA OOSA3aHHOCTh MO OIUIaTe; OMHCAHHE J0Jra - 3a 4TO
rapaHTUpyeTcsl OIulaTta; MOANKUCH PYKOBOAMTENS OpraHu3allly; IedaTh OpraHu3aluu-
COCTaBUTEJISI MHChbMa (€CJIN Y Hee €CTh 11€4aTh).

dopmynsp-odpazelr mpoTokona. JJokyMeHT mpeaycMaTpuUBaeT: HAUMEHOBAHUE OpTaHHU3aINH,
UCTIONB3YiTe (PUPMEHHBIA OJIaHK UM OOBIUHBIN JUCT A4; HaMMEHOBAHHME BUJIA JIOKYMEHTA,
HOMED U JIaTy JOKYMEHTa, MECTO COCTABJIEHMS, 3ar0JIOBOK K TEKCTY, TEKCT, MOANUCh. JlaToii
YKa3bIBa€TCSl J1aTa TPOBEACHHUS COOpaHHs; CHUCOK TMPUCYTCTBYIONIUX JIMI, JaHHBIC
npejceaaTenas U CEeKperaps; MOBECTKY COOpaHus; TOJIOCOBAHME, €CIM OHO IIPOBOAMIIOCH;
o0mIre BBIBOABI MO UTOTAM MEPOMPHSTHS, eclau TpedyeTcs. TekcT u3naraercss OT TPEThero
JUIla MHOKECTBEHHOTO 4ucia («CIylalny», «Pelnny), e€cd JTOKYMEHT COCTaBjieH Oosee
yeM Ha | cTpaHuue, TO BTOpas M MOCIEAYIOIIME CTPaHMIBI HymepyroTcs. IIporokon
MOJIMMCHIBAIOT MPEJCeIaTeNb U CeKPeTaphb.
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HaumenoBanuwe opranuszanud - aBTOpa JOKyMEHTa Ha OJaHKe JOKYMEHTa JIOJDKHO
COOTBETCTBOBaTh ~ HAMMEHOBAHHWIO  IOPUAMYECKOTO  JIMIA, 3aKPEIUICHHOMY B  €ro
y4peauTeNbHBIX JOKYMEHTAX (yCTaBe WJIU MOJOKEHHH). B ycTaBe opranuszanuu yka3blBaeTcs
MOJIHOE Ha3BaHHWE, COKPAIEHHOW Ha3BaHHE HA PYCCKOM S3bIKE, MOXKET OBITh yKa3aHO Ha
BTOPOM T'OCY/IAPCTBEHHOM SI3bIKE (MIOJTHOE U COKPAILEHHOE) U MHOCTPAHHOM $i3bIKE (IIOJIHOE U
CoKpaleHHoe). B nokymeHTe moJi HaMEHOBAaHHMEM OpraHu3allMi B CKOOKaxX YKa3bIBaeTCs




COKpAILLlCHHOE  HAaWMEHOBAaHWE OpPraHMU3allMd, €CId OHO IPEIyCMOTPEHO  YCTaBOM
(monoxenuem). Haxg HaiMeHOBaHUEM OpraHU3alluy - aBTOpPA JOKYMEHTa yKa3bIBa€TCsl IIOJIHOE
WIM COKpallleHHOe HaWMEHOBAaHHE BBILIECTOSICH oOpraHuszauuu (Mpu €€ HaTu4YuH). ITO
PEKBU3HT, IPUAAIOIINI JOKYMEHTY IOPUANYECKYIO CUITY.

CnpaBounble qanHble CpaBoOYHbIC JaHHBIE 00 OpPraHU3alMK YKa3bIBAIOTCS B OJIaHKaX MHCEM
Y BKJIIOYAIOT: ITOYTOBBIA aJpec OpraHu3aluyu (JOMOJIHUTEIBHO MOXKET YKa3bIBaThCS aJpec
MeCTa HaxOXKICHHs IOPUIMYECKOro JIMIIA, €CIM OH HE COBMAJaeT C IOYTOBBIM aJpPECcOM);
HOMep Tenedona, pakca, agpec JIEKTPOHHOM MOUTHI, CETEBOM aapec. B cocTaB cripaBOYHBIX
JTAHHBIX, 32 UCKIIOYEHHEM OJaHKOB JOKYMEHTOB OPraHOB IOCY/IapCTBEHHOW BJIACTH, OPTraHOB
MECTHOTO CaMOYIpPAaBJICHHs, BKIIOYAIOTCS: KOJ opranusamuu mo Oomepoccuiickomy
kinaccudukaropy mnpennpustuii u  opranm3anuii  (OKIIO), ocHOBHOW TOCymIapCTBEHHBIN
peructpanoHHbli  HOMep opranuzauuu  (OI'PH) wu  waeHTHQUKAIMOHHBI  HOMEp
HAJIOTOIUIATEbIIMKA/KO/ IPUYKHBI TOCTAaHOBKH Ha Hanorosblil yuet (MHH/KIIII).

Anpecar (mosiydatelib) HMCHOJIB3yeTCs TpU O(QOpPMIICHHH JEJOBBIX (CIY>KEOHBIX) TMHCEM,
BHYTPEHHUX MH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB (JOKJIAJHBIX, CIIy>K€OHBIX 3allUCOK U
Ip.). AnpecatoM JOKYMEHTa MOXET OBITh OpraHu3alusi, CTPYKTYpHOE MOJpa3/ieieHne
OpraHu3aly, AOJDKHOCTHOE MM (hu3nyeckoe JULo. PekBU3UT «ajpecaT» HpOCTaBiseTcs B
BEpXHEH MpaBoil yacTu TOKyMeHTa (Ha OJaHKE C YIVIOBBIM PACIIONIOKEHUEM PEKBU3UTOB) WM
crpaBa IOJI PeKBU3UTaMU OlaHKa (IPU MPOJOJIBHOM DPACHOJIOXKEHUU PEKBU3UTOB OJAHKA).
[Ipu appecoBaHMM JOKYMEHTa PYKOBOIMUTENIO (3aMECTUTEIIO PYKOBOJIUTEINS) OpPraHU3aluu
yKa3bIBAETCsl B JIaTEJIbHOM I13JIe)K€ HAaUMEHOBAHHUE JOJDKHOCTH PYKOBOAMTENS (3aMECTUTENS
PYKOBOJUTENSA), BKJIIOYAIOIIEE HAMMEHOBAaHME OpraHu3alud, (aMWIdI, HHULUAIbI
JoJpKHOCTHOTrO svua. [Ipu pacchlike TOKyMeHTa Ipylie OpraHu3aluil 0JHOro THMA WIN B
CTPYKTYpHBbIE TOJpa3felieHuss OJHOW OpraHu3allud ajapecaT yKa3bIBaeTcs 0000IIEHHO
(PyxoBoaurensm ynpasienuit Pocapxusa). [Ipu paccelike 10KyMeHTa HE BCEM OpraHU3aIUsIM
WIM CTPYKTYPHBIM MOJApAa3JeiIeHUsIM O] PeKBU3UTOM "AnpecaT" B CKOOKaxX yKa3bIBaeTCs:
"(mo cmmcky)". B onHOM [OKyMeHTe He JOJDKHO ObITh Oosiee dyeThipex azapecaroB. [Ipu
0oJbIIEM KOJIMYECTBE aJpPECcaToB COCTABISETCS CHUCOK (JIMCT, YyKa3aTeiab) pPAaCChUIKH
nokymenTta. [Ipu aapecoBaHUM JOKyMEHTa (U3UYECKOMY JIMIY YKasbIBaroTCs: (amuius,
WHULIUAJIBI, TIOYTOBBIA ajapec. B cocraB pekBusuta "Ajpecar" MOKeT BXOJHWTH MOUYTOBBII
azpec.

[TucbMo-HanmOMHUHAHKE - 3TO MOOYXKAECHUE MOJTydaTelis K KAKOMY-TO €Ille HEBBIIIOJTHEHHOMY
00s13aTeNIbHOMY JIEUCTBUIO U MEPBI, KOTOPbIE OYAYT NPUHATHI B CIy4ae HEBBIIIOJIHEHUS
o0s3arenbeTB. [InchMO-HaNOMUHAHKE MOXKET COZIep KaTh HAIIOMUHAHUE 00 oriaTe, O A0JTe,
MOJKET OTIIPABIISITHCS B CIIy4ae OTCYTCTBUS OTBETA Ha MUChMO, OTIIPABICHHOE paHee; eClid He
yZlaeTcsi OJyYUTh OTBET C MOMOILBIO IEPETOBOPOB. B nricbMe He AOIKHO ObITH TpeOOBaHUM
Y Yrpo3. B NCKIIOYMTENBHBIX Cllydasx Bbl MOXKETE IPELYNPEAUTD apecaTa O IPUMEHEHNN
3aKOHOJATEIbHBIX MEP, €CIIM OH HE BBINOJIHUT CBOM 00s13aTenbeTBa. [IuchMo-HanomMmmuHanue
YacTO MPEIIECTBYET MUChMY-TPEOOBAHUIO MU MUChMY-TIpeTeH31H. Dpa3bl, UCTIOIb3YEMbIE B
nuchbMax HanmoMuHaHusX: «Hamomuuaem Bam, 9To ...», «... B COOTBETCTBHH C ...

BbI TOJOKHBL. .. », «... CPOK IIPEIOCTABICHUS OTYETHOCTH UCTEKAET. ..», «Bam ¢punman 1o cux
1op He npeAcTaBui ...» «Hacrosmum HamomuHaeM, 4To BaM HE00X0MMO OTUIaTUTh CUET.

[TucbMo-nipuriamesie — 3TO 3HAK Ballero 0cOoOOro BHUMaHMsS K MOJYYaTelio MHChbMA,
KOTOpO€ TO3BOJUT €My CEpbEe3HO OTHECTHCh K BalleMy IpeajiokeHuto. Eciau Bbl numute
IUCbMO OT Ballleil opraHu3anuu, To oOpalaiTech K MOIydaTeNlo MUCbMa OT MEPBOrO JIUIA
MHO’KECTBEHHOT'0 YHUCIIA: «IIpUTJIAIIaeM», «pajibl MPUTTIACUTh» U T. J; WK OT TPEThEro JIMIA
enuHcTBeHHOro uncna: «Kommanus «HI'» npurnamaer», «OAO «HI'» pana mpuriacutby.
Ecnu BBl nHIIMTE NUCHMO OT ce0sl JIMYHO, TO OOpaljaiTech K MOTy4aTeNt0 OT MEPBOTo JUIA
€IMHCTBCHHOTO 4YHCJIA: «IPUIJALIay, «paj MPHUIIACUTh» M T. A. TeKcT mnHcbMa-




IPUIJIAIIEHUS JOJKEH ObITh KPATKUM, JJAKOHUYHBIM, HE JIOIyCKaTh pa3jIMYHbIC TOJIKOBAHUS U
BO3HMKHOBEHHUE BOMPOCOB y mourydatens. [luceMo-npuriamenue JOMKHO OBITh MOCBSIIECHO
TOJILKO OJHOMY BOIIPOCY — Mepomnpuatuio. O0s3aTeabHO JODKHBI OBITh yKa3aHbl: IOBOJ
IIPOBEJICHUS] MEPONPUATHUS, MECTO (aJpec), 1aTa, BpeMs JaHHbIE KOOPAMHATOPA, KOHTAKTHI.

[TuceMoM-TipeiokKeHueM nocTaBiiuk (the Supplier) oObIYHO OTBEYaET HAa MUCHMO-3AIPOC.
On npunaraet nperckypanThl (price-lists), karanoru (catalogues) wim ycioBUsl THIIOBOTO
norosopa (Typical Contract). CTpykTypa nucbMa-npeiioKeHUs: TOBOJI HAITMCAHUS; OTBETHI
Ha BOIPOCHI MOTEHIMAIBHOTO 3aKa34MKa; JOMOJHUTEIbHbIEC TPEIOKEHUS; BRIPAKCHHE
HaJIeXK bl Ha 3aKa3. OTBevast Ha BOIIPOCHI, CIEAYET JaTh TOYHOE OMUCAHUE TOBApa, 10
BO3MOXKHOCTH COTIPOBOAMTH €ro (hoToMaTepraiaMu W/WiId PUCYHKaMU W/WIIKM 00pazaMu
(samples). I[Ipu onpenenenuu 1eHbI (price) YYUTHIBAIOTCS BO3MOXKHBIE CKHIKH (discounts).
OTnenbHO pemaroTcs BOMPOCH pacXo/10B HA YIAaKoOBKY (packing), TpaHCTIOPTHBIX Pacxo/10B
(transportation costs), ycnoBuii moctaBku (terms of delivery) u omnatsl (terms of payment).
[TuceMa-nipeasIoKeH s MOCHUIAIOT TakKe 0e3 MPEeIIeCTBYIONIETO 3a1poca, eCJId OCTaBIINK
JKeJlaeT MPUBJICYbh BHUMAHNE TIOTCHIIMAIBHBIX KJIMEHTOB WJIM HAMTH HOBBIX 3aKa3YMKOB Ha
KOHKpPETHBIE MPOTYKTHI (special products).

DJeKTpOHHAs MOANUCH — ATO MporpaMmma, o0ecreynBaroIias HeU3MEHHOCTb 3JIEKTPOHHOTO
nokymenta. D11 OpiBaeT 3 BUIOB: MpocTasi - COYETaHUE JIOTHHA U TTapoist uian SMS-kon
HOATBEPIKICHHS; yCUIICHHAsT HEKBaIH(DUIIMPOBAaHHAS M YCUIICHHAs HEKBATM(PHUIIUPOBaHHAS
NPUMEHSIOTCS Ha OCHOBaHUM cepTudukara obmanatens JI1. D11 neodxoauma st
o0ecrieueHns COXPaHHOCTH U HEM3MEHHOCTH JIEKTPOHHOTo foKkyMeHTa B COJI. PekBusut
«[Tonmuce» BXOANUT B IepeveHb PEKBU3UTOB, MIPHIAIOIINX TOKYMEHTY OPUIHYECKYIO CHITY.
HenomycTiMo moanuchIBaTh JOKYMEHT OJHOTO TOJDKHOCTHOTO JIMLA JIEKTPOHHOM HOANHUCHIO
JPYroro J0JKHOCTHOTO JIMIIA.

biiounas dbopma — caMblil pacTpOCTpPaHEHHBIH dbopmar JUIS HATUCAHUS
JIEJIOBBIX MTUCEM cero/iHsA. B TakoM ¢opMaTe HUUEro He BBIJAENEHO. AJpec OTIPaBUTENS,
ajipec nojyyarers, JaTta U BCe HOBbIE Maparpadbl HAUMHAIOTCS C JIEBOTO Kpas.
VYrpoueHHbli CTUIIb — YIPOILEHHAs dopma: JUTSL BCEX TTUCEM HE3aBUCUMO

OT WX JUJTMHBI YIIOTPeOIAI0TCs cTanaapTHas cTpoka (60 mpoOenoB) U cTaHnapTHbIE MOs (IO
10  mpobenoB ciieBa M clipaBa);  CTPOKa C JaToOM Bcerja — medaraercd Ha  13-if cTpoke;
CTpPOKa OOpalIeHUs 3aMEHIETCS 3ar0JIOBKOM; 3aKJIFOUUTEIbHAS STHKETHAS bpaza
3aMeHseTCs yKa3aHUeM Ha JIOJDKHOCTh aBTOopa MMCbMa U paciiu(poBKY  €ro  IOJAIHUCH.
Crnenyromuii Buja MuchbMa — MOTUGUIMPOBAHHBIA OJIOK CTHJIB. B Takux mucbMax nara u
3aKJIIOYUTENbHASA (a3a ¢ MOJIUCHIO MEYaTAlOTCs OT LIEHTpa CTpaHUIlbl Bce ocTanbHble YacTu
O0(QOPMIISIFOTCS OT JIEBOTO N0JIsl. AG3aIHbIN OTCTYN MOKHO HE JIeaTh.

B nepBhIX ABYX (hopMax 3HaKH MPENMUHAHUS HE CTaBSITCA.
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[lepBuuHbIe yueTHbIE JOKYMEHTBHI: HakJaJHble (Ha BHYTpEHHee IepeMellleHHe, OTIHYCK Ha
CTOpPOHY); aKkThl (IpHeMa, Meperayd, CIUCAHUS, 3aMeHbl U Jp.); TpeOoBaHHUS (HA OTHYCK
MaTepHajoB, IUIaTeXXKHOE TpeOoBaHue); opaepa (NMPUXOJHBIN, pPACXOJHBIH KacCOBBIN);
nopy4eHus: (IJIaTeXHOE, CBOJHO-TUIATEXKHOE); cueTa (cueT-pakrypa, JHUIEBON CYET U JIp.);
OTYeThl (aBaHCOBBIM M Jp.). DTO OCHOBa OYXTaJTEepCKOro M HaJOrOBOTO yueTa JH000ro
npennpusaTus. Ux oopMisioT B MOMEHT ollepaliiy UM cpasy Mocje ee 3aBepIIeHHUS.

[Ipu 3amoTHEHWH TMEPBUYHBIX OYXTalTEPCKUX TOKYMEHTOB JMAOJKHBI OBITH O(OpMIIEHBI
00s13aTeNIbHbIC PEKBU3HUTHI: HANMEHOBAaHUE JOKYMEHTa (aKT, HAaKJIaJHas, BEJOMOCTh U T.1.).;
JaTta JOKyMEHTa; HauMEHOBaHHE 3KoHOMHYeckoro cyobekra (O.M.O npeanpuHuMaTens wiu
Ha3BaHWE (GUPMBI C YKA3aHUEM OPraHU3allMOHHO-TIPABOBOM (POPMBI); COAEpKaHUE OTIEPAIIHH;




HaTypaJIbHOE W/WIM JICHe)KHOE H3MEpEHHE Omepaluy ¢ YKa3aHHeM €JWHULl H3MEPEeHHUS
(pyOnu, IITYyKH, YNaKOBKH, KWJIOTpaMMbl W T.1.); JAomkHoctd, P.UN.O u mnoanucu
COBEpUIMBIINX CAENKY W/WUIM OTBETCTBEHHBIX 3a €€ O0(OpMIICHUE JIUL. DTU AAHHBIC JOJKHBI
ObITh B JFOOOM TMEPBUYHOM JIOKYMEHTE, Jaxe eclid QupMa HE TOJb3yeTcs
YHU(DUIIMPOBAHHBIMU (DOpMaMHU.

Cuér-akTypa — HAJOTOBBIA JIOKYMEHT CTPOTO YCTaHOBJIEHHOTO oOpasua (dopmara),
oopmIIsieMblil MPOJABLIOM TOBapoB (paboT, yCIyr), Ha KOTOPOrO B COOTBETCTBUU C
HanoroeiMm kogekcom P® BosmokeHa oOs3anHOCTh ymmatel B Oromker HJC. Omna
HeoOXouMa JJisl BeJIeHUs yueTa B Oyxraiutepuu u ajs 3akynok. Cuér-¢pakTypa BbICTaBISIETCA
IPOJABLOM IOKYIATENI0 MOCIE TOro, Kak IOCIEAHUN MOJY4YMJI 3aKa3 B BHJIE TOBapa WIH
yciayru. B HEM NponuchIBarOTCA ONpPENEIEHHBIE PEKBU3UTHI, BKIIOYAs CTOMMOCTb YCIYTH.
JIOKyMEHT OTIpaBJISICTCS MOKYIATEI0 BMECTE ¢ MPOIyKIMel mubo mo moure. ®opma cuéra-
daktypsl yrBepkaeHa [IpaButenbcTBOM, Hapymath €€ Henb3s. JJOKYMEHT BBICTaBISETCS B
TEeYEHHUE 5 THEH MOce OTIPY3KH TOBapa WM OKA3aHMS YCIYTU U XPAHUTCS B TEUCHHE 5 JIET.

ABaHCOBBIH OTYET - IOKyMEHT, KOTOPBIA COCTaBISIETCS PAOOTHUKOM, MOJYYUBIIUM JACHBIH OT
paboTtomarens i1 OCYLIECTBIEHHMs pacxXxoJOB B  HHTEpecax OpraHu3alud WIH
MHAWBUAYAJIBHOTO IpeanpuHuMarerns. OH COCTaBIII€TCA B TOM Cllydae, KOIZla COTPYIHHUKY
BBIIAIOTCA JI€HBIW 1OJ OTYeT (IMOKYINKa KaHuUToBapoB, omiaata ['CM, kKOMaHIMPOBOYHBIE).
ABaHCOBBIM OTYET MO3BOJIAET NMOATBEPAUTH MPABWIBHOCTh U NIPABOMEPHOCTH PACXOJOBAHMS
JAHHBIX JCHEXHBIX CpPeACTB paboTHHUKOM. OOs3aTeNbHBIMH ISl YKa3aHUS B aBaHCOBOM
OT4YEeTE ABIAIOTCS JIBE JAThl: 1aTa COCTABIICHHUS aBAaHCOBOI'O OTYETA U JATa €ro yTBEP:KICHHUS.
OTtuér mocie NpoBEpKHU IMOANUCHIBAIOT IVIABHBIN OyXrajTep, a 3aTeéM JAOKYMEHT YTBEPXKAAeT
PYKOBOJUTEIh KOMIIAHNH. ABAaHCOBBIN OTYET NPEACTABIISIETCS] B TEUEHUE TpeX paboUmX JHEH.

AKT mpuema-riepejaud — IMEPBUYHBIA YYETHBIM JOKYMEHT, KOTOPbI MOATBEp)KIaeT (hakT
BBIMIOJHEHUs] paboT wiu ycuyr. Yamie cocTaBisIIOT MpU KyIUie-IpoAake TOoBapa, YTOOBI
MOATBEPANTH, YTO IOKYNATEIb IOJYyYWJI CBOM 3aKa3; TOBAap NEpeJalld Ha CKJIAJ WIA Ha
OTBETCTBEHHOE XpaHeHHe. Eciau Bo BpeMs MNpueMKH OOHApyKEHbl HECOOTBETCTBHS (B
KOJINYECTBE M KayecTBE MPOJYKLMHU), TOJBKO AaKT MOXKET PAaCKPBITh U IMOATBEPIUTH 3Ty
uHpopmManuio. Ha ero ocHoBaHMM MOKHO Y4Y€CTh JIEHEKHbBIE 3aTpaThl B pacuere Hajora Ha
npubslib. B akTe mnpueMa-mepenaud ToBapa JOJDKHBI OBITH yKa3aHbl: JlaTa U MeECTO
COCTaBJIEHHUS, B paMKax KakKOro JOroBopa cOCTaBiisieTe NOKyMeHT, Ha3zBanus uimu OUO
CTOpPOH, TIOJHOE OIMCAaHUE TOBAPHO-MATEPUAIBHBIX IEHHOCTEH — Mapka, MOJEIb,
KOJIMYECTBO, €IUHUIIBI U3MEPEHUS U T.J., MHOpMaIMIO 0 nedeKTax U HeloCTaTKaX — €CIU
ecTb. M3gaBaTh akT mpHeMa-lieperiayd HUMEET IpPaBO PYKOBOAMTENb OpraHU3aluH,
JIOJKHOCTHBIE U MaTepUaIbHO-OTBETCTBEHHBIE JIMIIA, KOMUCCHUH.

[Tnaré&xnoe TpeboBaHne — OUIMATBHBINA JOKYMEHT, B KOTOPOM HEAOMYCTHUMBI UCTIPaBICHUS
u mnomapku. Ilonms TpeboBaHMs HEOOXONMMO 3alOJHUTH CIEAYIOUIUMHU CBEACHUSIMHU:
MOPSAKOBBIM HOMEpP JOKYMEHTA, [aTa 3allOJIHEHWS; BMJ IIJIATEXKa; YCIOBUE OILIAThl —
numercss nudpa «I» (ecnum akmenT (coriacWe Ha OIUIATy) JaH 3apaHee) Wik «2» (ecnu
TpeOyeTcsl aKLEeNT IUIATeIbIINKa); CPOK aKIenTa — KOJMYECTBO JIHEH, YCTaHOBICHHBIX
JIOTOBOPOM; CyMMa, MpeabsBiseMas K IUIaTeXy, MPOMHUCHIO; PEKBU3UTHI IUIaTEIbIIMKA —
WNHH, naumenoBanue opranuzanuu uian U1, cymma B3bickanus (uudpamu), HazBaHue OaHKa,
HOMep cuéTa JUid NepeBOja; PEKBU3HUTHI IMOJIydaTedsi — IOJie 3alOoJHSAETCSl aHAJIOTMYHBIM
o0pa3oM; Ha3Ha4yeHHE IUIaTeXa — YKa3blBA€TCS TOYHOE OCHOBaHUE JUIi (OPMHPOBAHUS
IIaTéXHOTO TpeboBaHUs (HApUMEp, peUIeHHe CyAa, HOMepa M JaThl J0rOBOPOB, TOBApHBIX
JIOKYMEHTOB). B KoHIIe (hopMBbI yKa3bIBaeTCsl 1aTa BPYyUEHHUS TUIATENIbIIMKY IPEIYCMOTPEHHBIX
JoTOBOpOoM Oymar. Jlajmee MOKyMEHT TMOJIMUCHIBaeTCA pykoBoauTeraem kommnanuu win UIT u
Harnpasisercss B 6ank. CoryacHo 3akoHy, opranu3zauus win MII He o0g3aHbl UMETh MEYaTh.
Ecnu ona ecTb, TO JOKYMEHT BU3UpYETCs 3TOM neuyaThio. Eciu nedatu HeT, 1ocTaTouHo Oyaer
pacnucarbesl.




OdopmieHne akTa Ha CIUCaHHE MaTEPHUAJIOB TPEOYETCs B TEX ClIydasx, KOTJa UMEIoIIuecs Ha
Oanance opraHu3ay MaTepUaIbHbIE IICHHOCTH U 3aI1achl 0 KAKUM-TH00 MPUYNHAM HPUIILTH
B HETOAHOCTH ((pU3NYECKHUIl H3HOC, MOpAJIbHOE YCTapeBaHUe, HEHCIIPaBUMAas IIOJIOMKa,
IPOM3BOJICTBEHHBIN Opak u T.7.). CrricaHue MPOUCXOAUT B CTPOTO YCTAHOBJICHHOM MOPSAKE
bukcHupyercsi B COOTBETCTBYIOIIEM aKTe. AKT COCTaBJISIETCS MUHUMYM B JIBYX 9K3€MILIApax:
OJIUH TIepeaaeTcsi B OyXranTepulio MpeAnpHsTUs, YTOOBI B TalbHEHIIIEM Ha €r0 OCHOBAHUHU
Oyxrajirep MOT OTpa3uTh CIHCAHUE YKAa3aHHOTO B aKT€ UMYIIECTBA; BTOPOM OCTaeTCs Yy
MaTepHaIbHO-OTBETCTBEHHOTO JIMIIA, KOTOPBINA 3aTEM OTIAET €ro Ha CKJaJl AJIS TOT0, YTOObI
anb0 yTUIM3UPOBATh MaTepuabl, MO0 peann3oBaTh. B cocTaB KOMUCCHH 110 CIIMCAHUIO
3aracoB BXOJAT MPEICTABUTENN aIMUHUCTPAIIMH, COTPYIHUKN OyXTaaTepHH, a TAKKE IPYTUX
CIEIHNAIMCTOB (3KOHOMMCTBI, HHKEHEPBI, COTPYAHUKH BHYTPEHHETO ayIuTa U T.1.). ITO
JIOKYMEHT, KOTOPBIH SIBISETCS OCHOBAHUEM IS CHATHS C YUETa MATEPUAIIBHBIX [ICHHOCTEH.
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