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1. TACIIOPT KOMIUVIEKTA OHEHOYHbBIX CPEACTB

Hasnauyenue:

[IporpaMma mpoMeKyTOYHOW aTTecTalliy MpeaHa3HaueHa Ui OLIEHKH Pe3yJbTaTOB OCBOCHUS
mucrumuinael - OI1.06.  JIokyMeHTaIMOHHOE OO0ECIIeYeHHE YIPABICHUS 10 CICIHATbHOCTH
38.02.01 DxoHOMUKA U OYXTaITEPCKHUI YUET (110 OTPaCIsiM).

®opma KoHTpoOIA: 1D depeHInpOBaHHBII 3aUeT

YMeHus1, 3HAHUS M KOMIIETEHIIMHU, MO/JIe;Kallie IpoBepKe:

Ne ‘ HaumenoBanue ‘ MeToa KOHTPOJIS
Ymenus:
Y1. | YMmerb odopMiIsiTh W TPOBEPSITH MPABWIBHOCTH| TECTUPOBAHUE, PEIICHUE
oopMIIEHUS TOKYMEHTAIIUN B COOTBETCTBUU C 3ajiaq

YCTQHOBJICHHBIMH TPEOOBAHUSAMH, B T.4. HCIIOJIb3YS
MH(GOPMAIIMOHHBIE TEXHOJIOTUI

V2. | YMerp mNpoBOOUTH aBTOMAaTU3UPOBAHHYIO
00paboTKy TOKYMEHTOB

V3. YMeThb OCYHICCTBJIATD XPAHCHUC U ITOUCK JOKYMCHTOB

3Hanusa:
31. PackpbiBaTh CynIHOCTb 1I€JI€H, 3a/1a4 U TPUHIIUIIOB TectupoBanue, peleHue
JOKYMEHTAIlHOHHOT'O oOecrieueHus 3a4a4q
YIPABICHUI
32. XapakTepu3oBaTh CUCTEMY JOKYMEHTALIMOHHOTO
o0ecrieueHus yrnpaBJeHHsl, €e aBTOMATHU3AIHI0
3 3. XapakTepu3oBaTh  KJIACCU(PUKALUIO  JIOKYMEHTOB;

OOBSICHSTL  TpeOOBaHWSI K  COCTaBICHHIO U
0 OpPMIIEHHIO TOKYMEHTOB

34. OOBACHATH OpraHU3aIUI0
JTIOKYMEHTOO0O0pOTAa: TIpreM, 00padoTKY,
pEerucTpaluio, KOHTPOJIb, XPaHEHHE
JIOKYMEHTOB, HOMEHKJIATYPY JeI

O01me KOMIETEeHIINH:

OK 2 | Ucnonb30BaTh COBpPEMEHHBIE CpeJCTBa IIOMCKaA, | HAOIIOJEHHE 3a BHIIIOJHEHUEM
aHamM3a M MHTEpHpeTauud  HMHGOpMAlMM U | 33JaHus

I/IH(bOpMaIII/IOHHble TEXHOJOIMM AJIsi BbIIIOJIHCHUA
3aJ1a4 NpoQecCuOHANbHOMN NesTeIbHOCTH;

OK 3 | [InanupoBaTh U peann30BbIBaTh COOCTBEHHOE
npodeccnoHanbHOE U TMYHOCTHOE Pa3BUTHE,
IIPEANPUHUMATEIBCKYIO I€ATEIBHOCTD B
npodeccuoHabHON cepe, UCTI0JIb30BATh 3HAHUS 110
(uHAHCOBON T'PAaMOTHOCTH B PA3JIUYHBIX JKU3HEHHBIX
CUTYaIUsX;

OK'5 | OcymecTBusaTh YCTHYIO )51 ITACbMEHHYO
KOMMYHUKAIlMI0 HAa  TOCYJAapCTBEHHOM  SI3BIKE
Poccuiickoit denepanui ¢ y4eToM OCOOEHHOCTEH
COLIMAJIBHOTO U KYJBTYPHOT'O KOHTEKCTA;

OK 9 | ITonp3oBarbes mpodecCHOHATBHOM TOKyMEHTalel
Ha rOCyIapCTBEHHOM M HHOCTPAHHOM SI3BIKaX.




IIpodeccnonanbHble KOMIIETEHIIUN:

I1IK 1.1 | OGpabarbiBaTh MepBUYHBIE OYXTaaTEPCKUE HaOJIOZICHUE 32
JTOKYMEHTBHI. BBITIOJTHEHUEM 33 TaHHUS

I1K 2.7 | BbINOJIHATH KOHTPOJIbHBIE MPOLIEAYPBI U UX
JOKYMEHTUPOBaHKE, TOTOBUTh U O(POPMIIATH
3aBEpUIAIOIINE MAaTEPUAIBI IO PE3yJIbTaTaM
BHYTPEHHEIO KOHTPOJIA.

JINYHOCTHBIE pe3yJbTaThl:

JIP 7 T'oTOBBIN COOTBETCTBOBATH OKUIAHUSIM
paboToaaTeleii: MpOEeKTHO MBICIIAIINM, 3(HPEKTUBHO
B3aMMOJICVCTBYIOIIMI C WICHAMU KOMaH/bl U
COTPYIHUYAIOIINN C IPYTUMHU JIFOIBMU, OCO3HAHHO
BBITIOJTHSIONTUH MPOQeCCHOHATbHBIC TPEOOBAHHUS,
OTBETCTBEHHBIH, MYHKTYaJIbHBIMH,
TUCHUTUTUHUPOBAHHBIN, TPYIOIIOOUBBIN, KPUTUUECKH
MBICIISIIIH, HAIlETICHHBIN Ha JJOCTUKCHHE
IIOCTABJICHHBIX LEJIEH; JEMOHCTPUP YOI
npoeccHoHaANbHYIO )KU3HECTONKOCTD.

JIP 8 [Tpusnaronmit [IEHHOCTH HETPEPHIBHOTO
00pa3oBaHMsl, OPUEHTUPYIOIIUNCS B M3MEHSIOIIEMCS
PBIHKE Tpyna, n30erarIu 0e3paboTHIIbI;
VIPaBIAIOMUN  COOCTBEHHBIM MPO()ECCHOHAIBHBIM
pa3BUTHEM; pedIeKCUBHO OLICHUBAOILIHMA
COOCTBEHHBIN KU3HEHHBIH OIBIT, KPUTEPHUH JIMIHOM
YCHEIIHOCTH.

Pecypchbl, HeoOXoAMMBbIe /111 OLIEHKH:

[Tomemienue: yueOHbIN KaOUHET

O6opynoBaHue: IepcoHaIbHbIE KOMIIBIOTEPHI, IPUHTEPHI.

WHCTpYMEHTHI: py4YKH, TUHEHKH, KapaHJalu, Oymara.

HeoOxonnMble Marepuaiibl: 3K3aMEHAI[MOHHbIE OWJIETHI, TECTOBBIE 3a/laHus, Oymara, HTalOHbI
OTBETOB I [IeAarora u Jip.

JlononmHuTEIBbHBIE MHCTPYKIIMM U clIpaBO4HbIe MaTtepuansl: «I paxnanckuii Konekc Poccuiickon
@eneparun (vactb mepsasi)» oT 30 HosOpst 1994 1. Ne 51-03; denepanbHblii 3akoH OT 27
nexadbps 2002 r. Ne 184-03 «O TexHUYECKOM peryiupoBaHuMy»; PenepanbHbIil 3aKOH OT 27
utonst 2006 r. Ne 149-03 «O6 wuHpopmanyy, UHGOPMAIMOHHBIX TEXHOJOTHSAX M O 3alIUTe
uHpopmanuny»; PenepanbHbiii 3akoH oT 27 wutons 2006 r. Ne 152-03 «O mnepcoHaIbHBIX
naHHbIX»; DenepanbHblii 3akoH oT 27 wuronsg 2010 1. Ne 210-®3 «O6 opranuzanuu
MPEIOCTABIEHUSI TOCYJAapCTBEHHBIX M MYHUILMINAIBHBIX yciuyr»; DenepanbHbli 3aKOH OT 6
anpens 2011 r. N 63-@3 «O6 snexTpoHHOI moanucuy; DenepanabHbIil 3aKOH OT 22 OKTAOps
2004 N 125-®3 «O6 apxuBHoM pene B Poccuiickoii @enepanun»; «Komexc Poccuiickoit
@deneparun 00 aJAMUHUCTPATUBHBIX MpaBoHapylleHUsx» or 30 nexabps 2001 N 195-03;
«IlepedyeHb THUIOBBIX YIPABIEHYECKHX ApPXMBHBIX JOKYMEHTOB, 0OpasyloLIMXcs B IpolEecce
JEATENIBHOCTH TOCYAapCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CaMOYITPaBJIEHHsI M OPraHU3alNM,
C YKa3aHHEM CPOKOB MX XpaHEHUs»: yTBepxkJaeH npukazom PocapxuBa ot 20.12.2019 Ne 236;
«IIpaBuna opraHuszalMy XpaHEHMs, KOMIUIEKTOBAHMs, y4€Ta M MCIOJIb30BaHUS JOKYMEHTOB



ApxuBHoro ¢onga Poccuiickoit Denepanmui W JIPyrux apXUBHBIX JOKYMEHTOB B OpraHax
roCy/1apCTBEHHOW BJIACTHU, OPraHax MECTHOT'O CaMOYIIPaBJIEHHUS M OPraHU3aLUAX»: YTBEPXKICH
npuka3zom PocapxuBa ot 09 aexabps 2020 r. N 155; «['OCT P 7.0.97-2016. HanmoHanpHbBIHA
crangapt Poccuiickoit denepanuu. Cucrtema cTaHAapToOB M0 MHPOpPMALUHU, OMOIUOTEUHOMY U
u3zaTeNbckoMy neny. OpraHu3zallMOHHO-paclopsiiuTeIbHas JOKyMeHTauus. TpeOoBaHHS K
0(OPMIICHHIO TOKYMEHTOBY: yTBepkaeH [Ipukaszom Poccranmapra ot 08.12.2016 Ne 2004-cr.

TpeOGoBaHwMsI K KaAPOBOMY OOECIICUCHHUIO OIICHKH: OLIEHKY MPOBOJIUT MPEIOIaBaTeIh
Hopma Bpemenu: 90 MuHyT



2. KOMILVIEKT MATEPHAJIOB 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. 3AJAHUA AJIA OBYYAIOLIIETI'OCA
Onenka chopmupoBanHocTH KoMmiiereHmu: OK 02

1. Kakodi BuA 5SJICKTPOHHOW TOANUCH WCIOJNB3YeTCS JUIS TOANUCAHHUS  SJICKTPOHHBIX
JIOKYMEHTOB, IIPETyCMOTPEHHBIX 3aKOHOM «O KOHTpakTHOH cucteme...» N 44-O3 (Vkaorcume
MOIbKO OOUH NPABUTIbHBIL OMEEN):

1) npocToii;

2) CII0)KHOU KBATM(UIITUPOBAHHOM;

3) ycuneHHON HEeKBaIu(UIUPOBAaHHOM;

4) ycusieHHOM KBaTHU(PUIIMPOBAHHOM.

2. HWubopmaTHuzanus JOKYMEHTAIIMOHHONW JCSITEIBHOCTH  OpraHHU3aluu 00eCIeYrBaeT
(Vkaosrcume monvko 00un npasunvhslii omeem):

1) yMeHbIIIEHHE CKOPOCTH TIPOXOKIACHHUS JOKYMEHTOB 110 MapIIpyTaM;

2) TMKBUAIMIO U3JIUIIHUX JOKYMEHTAIMOHHBIX MaPIIPYTOB;

3) cTpyKTypupOBaHHE PadOT C YKa3aHUEM UX UEPAPXUHU;

4) BBISIBIICHHE KOH(DIUKTYIOIINX PECYPCOB.

3. Kakoit JOKyMEHT HE HYKEH TMpU TMPOBEPKE OPTraHU3ANNH TOCYJAPCTBEHHBIX W
MYHUIIMIIATBHBIX 3aKYTNOK (Vkaoicume monvko 00un npasuivusiii omeem):

1) peecTp mIaTeKHBIX TOPYICHHIA;

2) 060pOoTHAs BEIOMOCTD IO MTOCTABIIMKAM;

3) C3B-T/;

4) mpuKas 0 CO3/IaHuU ayKIIMOHHOW KOMHUCCHUH.

4. 3nauenue ['OCTa P 7.0.97-2016. Hanmonansnsiii crangapt Poccuiickoit denepanumn.
Cucrema cTannapToB 1o uHpopmanyu, OUOIMOTEIYHOMY U U3/IATEIBCKOMY JIETy.
Opra"u3anuoHHO-PACTIOPSANTENbHAS TOKyMeHTalus. TpeboBaHus K 0hOpMIICHUIO TOKYMEHTOB
(Hatime pazeeprnymoiii omeem).

5. CucreMsl 3IEKTPOHHOTO JOKyMEeHTOo00opoTa ([Jaiime pazeeprymsiii omeem)

6. DIeKTpOHHas NOANUCH (/[aiime pazsepHymulil omeent)

7. CornacoBaHue 10KyMeHTa (Jaiime pazeepuymoiii omeem)

8. JlokyMeHTHpOBaHUE EATETHHOCTH KOJJIETHAIBHOTO opraHa (/atime pazeepHymuiii omeent)
9. Knnaccudukanum 10KyMeHTOB (Jatime pazeepHymoiii omeent)

10. Cuctembl AIEKTPOHHOTO TOKYMEHTO000pOTa (/atime pazeepHymulil omeent)

11. TpeboBanus x oopmienuto aena (/latime pazeeprymulii omeem,)

Ornenka chopmupoBannoctu komrereHimn: OK 03

1. Ha xaxoii cpok MOXeT ObITh 3aKJII0UEH KOJIEKTUBHBIN 10roBOp (Vxaorcume monvko ooun
NPAasUIbHbLL OMEem):
1) MAaKCUMYM - Ha OJVH I'OJ;

2) MaKCUMyM — Ha TpH IoJia;



3) MaKCUMyM — Ha 5 JIeT;
4) Ha JII000# CpOK.

2. JIOKyMeHT, (PUKCUPYIOIIUI COorjlalieHue CTOPOH 00 yCTAaHOBJICHUM TPYIOBBIX OTHOLICHUN U
PETYNUPYIOIIUI UX, HA3BIBACTCA ... (YVKadicume moibko 0OUH NPABULbHBIL OMEent):

1. TPYIOBBIM KOAECKCOM

2 TPYAOBOM KHM>KKOH

3. JOJKHOCTHOM MHCTPYKLHEN
4 TPYZOBBIM JI0TOBOPOM

3. JIoOKyMEHT, OTpaKalolUil IJIaHUPOBAaHHE KAPHEPHOI'O Pa3BHTHS KOHKPETHOTO COTPYIHHKA
(Vkaosicume monvko 00un npasuivhslii omeem):

MIpUKa3

JOJKHOCTHAS! MHCTPYKITUS

TPYJIOBOM JOTOBOP

Kapbeporpamma

AW~

4. IlpaBmiia BHYTpEHHETO TPYIOBOTO pacnopsika (/latime pazseprnymolii omeem)

5. JIOKyMeHTBI 110 TMYHOMY COCTaBY (/[atime pazeéepHymbsiii omeem)

6. T pynoBast kHXKKa (/[atime pazeepnymulii omeem)

7. Buabl OOrOBOPOB HE MOTYT 3aKIIOYaTbCcid MEXAy paldoromareneM U pabOTHUKOM B
cootBetrcTBUU ¢ TpynoBsiM kosiekcoMm PD (/Jatime pazeeprymoiii omeem)

8. llltatHoe pacniucanue (Jatime pazgepHymulil omeent)

9. JomxHOCTHast UHCTPYKIUS paboTHUKOB ciy:k0b1 IOV (/atime pazeeprnymuiii omeem)

10. YupenutenbHbli 10T0BOp ([atime pazséepHymoiii omeem)

11. Opraamu3anuonHbie GopMbI CITYKOBI IEITONIPOU3BOJICTBA (/[atime pazseprymbiii omeem,)

Onuenka chopmupoBannoct kommnereHiuu: OK 05

1. B cootBerctBUU ¢ (eaepanbHbIM 3akoHOM OT 01.06.2005 Ne53-d3 «O rocynapcTBEHHOM
a3pike  Poccuiickoit denepauun» AETONPOM3BOACTBO B OpraHU3alUsaX Jro00d (Gopmbl
COOCTBEHHOCTU MOKET BECTHUCH (VKaosicume monvko 00uH npasuibHulli Omeen):

1) 00s13aTeIFHO HAa PYCCKOM SI3BIKE;

2) Ha rOCYIapCTBEHHOM SI3bIKE PECIYOJIHMKH B cocTaBe Pd;
3) Ha MHOCTPAHHOM SI3BIKE;
4) HET OTPAaHUYCHUM.

2. Kakume pexkBU3UTHl JOKYMEHTa OpraHa BJacTU pecnyOJMKH oQOpMISIOTCS Ha
rocyIapcTBEHHOM si3bike PD 1 rocynapcTBeHHOM si3bike cyobekta PO (Vkaowcume monvko ooun
NPAasuUIbHbLLL OMEem):

1) HalMEHOBAaHME OpraHa BJIACTH;
2) HAaMMEHOBAHUE BUJIA IOKYMEHTA;
3) MECTO U3/IaHus JOKYMEHTA,

4) BCE MEePEUNCIICHHBIC PEKBU3HTHI.

3. B coorBerctBUM c (denepambHbIM 3akoHOM «O TOpsSIKE pPaccMOTpeHus oOpalieHuit
rpaxzaaH Poccuiickoit @enepanyn» ot 02.05.2006 N 59-@3. J[0IKHOCTHOE JMIIO MOYKET HE
UCIIOJTHATH OOpaIIeHue, €Clu OHO (Vkaosicume moibko 00UH NpasUIbHbIL OMEem).

1) aHOHUMHOE;

2) HOBTOpHOE;



3) ockopOJISeT U YHHXKAET TOCTONHCTBO JOJKHOCTHOTO JINIA — aJpecaTa;
4) COOTBETCTBYET JIFOOOMY U3 MEPEUHCICHHBIX BBIIIE YCIOBHMA.

4. Pezomouus (Havime pazeeprymwiii omeem,)

5. Mecro uznanus (Havime pazeepHymuwiii omeem,)

6. @opmynsap-odpasen nuceMa (atime pazseprymoiti omeem,)

7. ITucbmo-HaIIOMUHAaHKE: TPEOOBAHUS K TEKCTY (atime pazeeprymbiii omeem,)
8. ITucemo- TpeboBanue: TpeOOBAHUS K TEKCTY ([atime pazeepuymuiii omeent)
9. I[Tucpmo-0TKa3: TpeOOBAHUSA K TEKCTY ([atime pazeeprymsiii omeem)

10. I'apanTuiinoe TUCHEMO: TpeOOBaHUS K TEKCTY (/atime pazsepnymulii omeem)
11. ®opmynsap-obpasern mpoTokoa (Hatime pazeeprymwiii omeem,)

Ouenka chopmupoBanHocTy komriereHnun: OK 09

1. Kakue pexkBU3UTHI EPBUYHOTO YYETHOTO JOKYMEHTa Ha MHOCTPAHHOM SI3BbIKE JOJIKHBI OBITh
nepeBeieHbI (Vxaocume monbko 00UH npasuibHull OMeem):

1) HauMeHOBaHUE JOKYMEHTA;

2) HaMMEHOBaHNE YKOHOMUYECKOTO CYOBEKTa, COCTABUBIIETO JOKYMEHT;

3) HauMEHOBaHUE JOJKHOCTH JIMIIA, COBEPUIMBIIETO CIIEIKY, ONEPALUI0 U OTBETCTBEHHOTO 3a €€
odopmIleHHE;

4) Bce mepeynCiIeHHbIE PEKBU3UTHI.

2. Beibepute cBOHCTBO IOKYMEHTA, OIpeelIeHHOe MEeXIyHapoaHbIM ctangapTom MCO 15489-
1:2019 «Mudopmammst U goKyMeHTarus. YmpasieHue pokymMeHTamu. Yacte 1. [loHsTus u
npUHIUIED (VKaosicume moabko o0uH npasuibHulil omeent):

1) JIOCTOBEPHOCTH;

2) L€JIOCTHOCTB;

3) HPUTOTHOCTD I UCIIOJIb30BAHUA;
4) BCE IEPEUUCIICHHBIE.

3. Kto momHOCThIO OCBOOOXAEH OT BEACHMs OyXIraaTepCKOM OTYETHOCTH B COOTBETCTBUH C
®enepanbHbIM 3ak0HOM «O Oyxranrepckom ydere» ot 6 nekadpst 2011 r. Ne 402-D3 (Vkaosrcume
MONILKO 0OUH NPABUTILHBIL OMEEm):

1) dunuansl ”HOCTpAaHHBIX KOMITAHUI;

2) mpeACTaBUTENbCTBA HHOCTPAHHBIX KOMIIAHUH;

3) (bunanbl, MPeICTaBUTENBCTBA HITH IPYTUE MOAPa3elICHHs] HTHOCTPAHHBIX KOMIIAHUN U
I/IHI[I/IBI/I)IyaHI)HI)IC HpeI[HpI/IHI/IMaTeJII/I;
4) HHUKTO HE OCBOOOXKIEH.

4. HaumeHOBaHME OpraHU3allK- aBTOpa JOKYMeHTa (aiime paszeepHymuiii omeem)

5. CpaBouHble naHHbIC (/[aiime pazeepHymublli omeen)

6. Anpecat (Jaiime pazeeprymoiii omeem)

7. [Tucpbmo-HarIoMuHaHue: TpeOOBAHUS K TEKCTY (atime pazeeprymbiii omeem,)

8. Ilucemo-nipurnamieHue: TpedOBaHUA K TEKCTY (atime pazeepHymulii omeen)

9. ITucemo-npenIoxKeHne MHOCTPAHHOTO MapTHEpa: colep:kanue (/latime paseeprymoiti omeem)
10. DnexTpoHHas noanKCh (/latime pazeepHymulii omeem)

11. TunoBele Qopmbl mHCbMa 3apy0eKHOMY MapTHEPY Ha AaHIJUICKOM s3blke ([atime
pazeepHymoiii omeent)



Onenka chopmupoBanHocTy komrerennun: 1K 1.1

1. TlonoxxeHneM IO BBEACHUIO OyXTraJITEPCKOro ydeTra U OyXraiaTepckod oTueTHocTH B P®
onpenenaeHo, uyTo (Vxascume monvko 00uH npasuibHulll Omeem):

1) BHECeHHE HCTIPABIICHUM B KACCOBbIE M OAHKOBCKHE JIOKYMEHTHI HE JIOMYCKAETCs;

2) BHECEHUE HCTIPABJICHUM B KACCOBbIE U OAaHKOBCKHE JOKYMEHTHI JOIYCKAETCs;

3) BHECEHME UCIIPABJIEHUI B KACCOBBIE JJOKYMEHTBI JJOITYCKAETCs;

4) HeT BEpPHOI'o OTBETA.

1. Kakoii 1oKyMeHT He SBISETCS MEPBUYHBIM OyXTalNTepCKUM JOKyMeHTOM (Vkaowcume
MOILKO 0OUH NPABUILHBIL OMNEEM):

1) JOTOBOP (KOHTPAKT);

2) CYEeT Ha OIUIaTy;

3) aKT BBITIOJHEHHBIX pa0OT WM OKa3aHHBIX YCIYT;

4) cueT-(pakrypa

2. Uto sBnsieTcs OaTol aKkTa BBIMIOJIHEHHBIX pa0OT WM OKa3aHHBIX yciuyr (Vkaowcume
MOIbKO 0OUH NPABUTbHBII OMEENT):

1) JlaTa COCTaBIICHHUS;

2) JaTa 3aBepUICHUS BBIOJIHEHUS pabOT UK OKa3aHUs YCIIYT;

3) JlaTa HayaJla BBIMOJIHEHUs paboT WM OKa3aHUs yCIyT;

4) aTa HeoOs3aTenbHA.

4. OOmas xapakTepuCTHKA MIEPBUYHBIX YUETHBIX IOKYMEHTOB (/atime pazeepHymbuiii omeem,)

5. O0s13aTenbHbIE PEKBU3UTHI IEPBUYHBIX YUETHBIX TOKYMEHTOB (/[atime pazeéepruymsiii omeem)
6.Cuer-daxyrypa (Jaiime pazeeprymoiii omeem)

7. ABaHcoBbI oTueT (Jatime pazeepHymulii omeent)

8. Akt npuema-tiepenauu (Javime pazeepHymwiii omeem,)

9. [Tnar&xHoe TpeboBanue (atime pazseprnymolii omeem)

10. Akt Ha criucaHue MaTepuanoB (/latime pazsepHymulii omeem,)

11. Ilpumepsl yHUGUUUPOBAHHBIX (OPM TEPBUYHBIX YUETHBIX JOKYMEHTOB ([aiime
DpaseepHymulii omeem)

Onenka chopmupoBanHocT kommnereniuu: MK 2.7

1. MakcuManbHBI KOHTPONBHBIM CpPOK OTBeTa Ha TpeOoBaHHME 00 WM3MEHEHHH WM O
pacTop>keHuHu JoroBopa (Vxasicume moavko 00uH RPpAGUIbHLIL OMEENT):

1) 10 nueit;

2) 14 nuei,

3) 21 nens;

4) 30 gHeil.

2. IIporpamma mpoBeeHNUS KOHTPOJIBHBIX MEPONPUITUN OTHOCHUTCA K (Vkaoicume monvko 00uH
NpPABUTILHBLL OMEem):

1) pacriopsiIMTeNbHBIM JOKYMEHTAM;

2) opraHu3aIMOHHO-TIPABOBBIM JJOKYMEHTAM;

3) cripaBOYHBIM JOKYMEHTaM;

4) naopMallMOHHBIM JOKYMEHTAM.

3. KTo nomxeH moamucaTh akT O MPOBEIECHUU peBHU3UU (Vkaowume monavko oOun npasuibHsiil
omeem):

1) YJIeHbl KOMHCCHH;

2) MpeacenaTeslb KOMUCCHH;

3) TpejcenaTenb U CeKpeTapb KOMUCCHU;



4) BCE€ MPUCYTCTBYIOIIIHE.

4. KoHTpOJIb UCIIOJIHEHUS IOKYMEHTOB (/[atime pazeepHymulii omeent)

5. [lonoxxenue o KoJIErHaILHOM Oprane (Jatime pazéepHymwiii omeem,)

6. Jloxnamnas 3anucka (/[atime pazeepuymoiii omeem)

7. Pesomonus (/laiime paszeeprymulii omeem,)

8. Tpebomanus k opopmieHuto nena (Hatime pazeeprymoiii omeem,)

9. MudopMaimoHHO-CIIPaBOYHBIE IOKYMEHTHI (/[atime pazseprymuiii omeem,)
10. CormacoBanue nokyMeHTa (/Jatime paszeepHymuiii omeent)

11. Peructpauusi 1OKyMeHTOB ([{auime pazeéepHymuviii omeem,)



3. HTAKET DK3AMEHATOPA

3.1. YcaoBusi npoBeeHusi NPOMEKYTOYHOM aTTecCTALMI

JuddepenurpoBaHHbIi 3a4eT IPOBOIUTCS B IPYIIE B KOJIMYECTBE — HEe OoJiee 25 uenoBexk.
KonuyecTBo BapuaHTOB 3aAaHus — KaxA0My | U3 4 BapUaHTOB.
Bpewms Bbinonnenus 3aganus — 90 MuHyT

3.2. Kputepuu ouneHKH

OLEHKH  «OTJIIMYHO»  3aCIY)KMBAaeT CTYAEHT, OOHApYXHUBLIMA BCECTOpPOHHEE,
CUCTEeMAaTUYECKOe U TIy0OKOe 3HaHUE Yy4eOHO-IPOrpaMMHOIO Marepualia, yMEeHHe CBOOOJHO
BBIINOJIHATh 3aJaHMsl, IPELYCMOTPEHHbIE IIPOIPAMMOM, YCBOMBIIMNA OCHOBHYIO M 3HAKOMBIHN C
JIONIOJTHUTEIILHOM JIUTEpaTypOi, PEKOMEHJOBAHHOM MpPOrpaMMOM, MPOJAEMOHCTPUPOBABILIHIA
YMEHHME NPUMEHATh TEOPETHUUECKUE CBEIEHUS JUIsl PELICHMs] MPAaKTUUYECKUX 3aad, yMEHOIUi
HAXOJHUTh HEOOXOIMMYIO MH(POPMAIUIO U HCIIOIb30BATh €€.

OLEHKH «XOpOILOY» 3aCIY)KMBAaET CTYACHT, OOHAPYXUBIIWK MOJHOE 3HAHUE Y4eOHO-
MIPOrpaMMHOI0 MaTepuaia, yCIelHO BbITOIHIIOWUN IPEeyCMOTPEHHBIE B IPOTpaMMe 3aJaHusl,
YCBOMBILHN OCHOBHYIO JIUTEPATYpPY, PEKOMEHJOBaHHYIO B mporpamme. Onenka '"xopoio"
BBICTABIIIETCS CTYJCHTAM, IOKAa3aBIIUM CHCTEMAaTHYECKHI XapakTep 3HAHUN MO y4eOHOI
JUCLUIUINHE U CIIOCOOHBIM K HX CaMOCTOSITEIbHOMY IIONOJHEHHIO W OOHOBJIEHHIO B XOJI€
JanbHeneil yaeOHoi paboTsl U TpohecCHOHATBLHON eI TeIbHOCTH.

OuneHKn «yJIOBJIETBOPUTEIBHO» 3aCIyKHUBAET CTYAEHT, OOHAPYKUBIIMN 3HAHUE
OCHOBHOTO Yy4€0HO-IPOrpaMMHOr0 MaTepuaia B oObeMe, HeoOXOIMMOM s JaibHeuIei
y4eOBl ¥ MPEACTOSIIEH padOThI MO CHEIUAIBHOCTH, CIIPABIISIONIUICS C BBIMIOJTHCHUEM 33/ IaHHIM,
MPEAYCMOTPEHHBIX MPOrpPaMMON, 3HAKOMBIA C OCHOBHOM JIMTEPAaTypOH, pPEKOMEH]I0BAHHOMU
nporpaMMoil. OlLleHKa «yIOBJIETBOPUTEIBHO» BBICTABISETCA CTYAEHTaM, JOINYCTHUBIIUM
MOTPEIIHOCTH B YCTHOM OTBETE U MPH BBIMOJIHEHUU 33IaHUN, HO 00J1a/1al0IIUM HEOOXOIUMBIMU
3HAHMUSIMM JUISl UX YCTPAHEHHUs 1101 PyKOBOACTBOM IIpenoaBaTelis.

O1eHKa «HEeyIOBIETBOPUTEIbHO» BBICTABIIAETCS CTYJEHTY, OOHApYKUBIIEMY MTPOOEIIbI
B 3HaHUAX OCHOBHOI'O Yy4Y€OHO-IPOIpaMMHOr0O MaTepHala, JOMYCTUBLIEMY NPUHIMIHAIbHBIC
OLIMOKH B BBIMOJIHEHUH IPEIYCMOTPEHHBIX POrpaMMO 3a1aHUH.

3.3. Kputepun 1 IIKa/1a OLEHUBAHUSA KOHTPOJHPYEMbIX KOMIICTCHIIHH

[Tomxomapl B OIICHUBAHUY:

KpureprnanbHelil — eIMHULIEH H3MEPEHUS SABIISCTCS NIPU3HAK XapAKTEPUCTUKU PE3YJIbTATa
o0Opa3oBaHusl.

OHGpaHHOHaJ'IBHBIfI — eI[I/IHI/IIIeI\/JI HU3MCEPCHHUA ABJISICTCA TMPABUJIIBHO BBIIIOJIHCHHAA
orepanus JAesTeIbHOCTH.

Kak mpaBui1o, HCIONIB3YyeTCS AMXOTOMHYECKAsT OIICHKA:

1 — olleHKa MONOKUTENbHAS, T.€. KOMIICTCHIIMH OCBOCHBI;

0 — olleHKa OTPUIIATENIbHAS, T.€. KOMIICTCHIIMH HE OCBOCHBI.



Kputepun oneHuBaHNs KOHTPOJIMPYEMbIX KOMIeTeHIHIt

Pe3ynbTaThl
(ocBOEHHBIE Kpurepun

KOMITCTCHITIH )

OK 2 OcymiecTBiIsIeT MOUCK U UCIOJIB30BAHUE PA3JIMYHBIX HCTOYHUKOB HH(pOPMALIUHY,
HeoOxoauMoi asist 3pPEeKTUBHOTO BBHIIOTHEHUS MPO(PECCHOHANBHBIX 33124

OK 3 JIeMOHCTpUpYET 3aMHTEPECOBAHHOCTh B M3YyYEHUM IUCLMIUIMHBI U JKEIaHUE
OBJIa/IETh MPAKTUYECKUMH HAaBbIKAMU U1 IPOGECCHOHAIBHOIO UCIIOJIb30BAHMSL.

OK 5 Bianeet ycTHOM ¥ MUCbMEHHON PEYbIO

OK 9 JleMOHCTpHpYET YMEHHE MOJIB30BAThCS MH(DOPMANIMOHHBIMU TEXHOJIOTHSIMH
[Ipu  BBIMONIHEHMM  3aJaHUH  JAEMOHCTPUPYET YMEHHME  IIOJb30BAThCH
pohecCuOHANBHON TOKYMEHTauei

IK 1.1 JleMOHCTpHUpYyET BEPHOE PELICHUE IPOU3BOJACTBEHHBIX CUTYAIIM, T.€. BEPHOE
peleHre NPaKTUYECKUX 3a/laHuiH

I1IK 2.7 BBINONHATE KOHTPOJIBbHBIE MPOLEAYPhl U UX JOKYMEHTUPOBaHHE, TOTOBUThH U
oQopMIISITH  3aBepIlAOLIME MaTepuaiabl 10 pe3ysibTaTaM BHYTPEHHEIO
KOHTPOJIS.

JIP 7 D¢ dexTrBHO B3aMMOACHCTBYIONIHIA C WICHAMH KOMAH/Ibl U COTPYAHUYAET C
JPYTUMHU JIFOJbMH, OCO3HAHHO BBINOJIHSET NpoQeccuoHanbHble TpeOOBaHuS,
OTBETCTBEHHbIH, MYHKTYaJIbHbIA, JUCIUITTMHUPOBAHHBIN, TPY10JII00OUBbIH,
KPUTHYECKH MBICIISIIUI, HAllEJICHHbIN Ha JOCTHKEHUE ITOCTABJICHHBIX LIENeH

JIP 8 [Tpu3HaeT eHHOCTh HETIPEPBIBHOTO 00pa30BaHuUsl, OPUEHTHPYETCS B

W3MEHSIONIEMCS PhIHKE TPY/a, YIIPaBIsieT COOCTBEHHBIM MPO(eCCUOHATBLHBIM
pa3BUTHEM

IIxana oueHnBaHUS KOHTPOJ/IMPYEMBIX KOMIIeTeHIIuii

[IponieHT pe3ynpTaTUBHOCTH KauecTBeHHas olleHKa
IIPaBUJIbHBIX OTBETOB bann (ormerka) BepbanbHblii aHanor
90- 100 5 OtiinyHO
80-89 4 Xopoiio
70-79 3 Y 10BIETBOPUTEIILHO
Menee 70 2 HeynosnerBopurenbHO




3.4. JTAJIOH OTBETOB

OK 02

4

2

3

I'OCT P 7.0.79-2016 pacnpocTpaHsieTcs Ha OpraHu3alMOHHO-PACIIOPSIUTEIbHbBIC
JIOKYMEHTBI: YCTaBbl, MOJIOKEHUS, IPaBUIa, UHCTPYKIIMHU, PETJIAMEHTHI, IOCTAaHOBJICHHUS,
pacnopspKeHUs, TPUKa3bl, PEIICHUs, IPOTOKOJIbI, JOTOBOPHI, aKThl, IMCbMA, CIIPABKH.
Cranpapt onpenensieT COCTaB peKBU3UTOB IOKYMEHTOB (30 peKBU3UTOB), MpaBUIIa UX
o(opMIICHHUS, B TOM YHCIIE C MPUMEHEHHEM HHPOPMAIIMOHHBIX TEXHOJIOTHIA; BUJIbI OJIAHKOB,
COCTaB PEKBU3HUTOB OJIAHKOB, CXEMBI PACTIOJIOKEHUSI PEKBU3UTOB HA JOKYMEHTE; 00pa3Ibl
0JIaHKOB; MTpaBUJIa CO3aHUsI TOKYMEHTOB. [looxeHs HacTOsIIero cTaHAapTa
pacmpoCTPaHSIOTCS HA TOKYMEHTHI Ha OyMa)KHOM H 3JICKTPOHHOM HOCHTENSX. JlaHHBII
CTaHJAPT SIBJIIETCS 00s3aTENbHBIM B JIEJIONPOU3BOICTBE IOCYAAPCTBEHHBIX OPIaHOB, OPTaHOB
MECTHOI'O CaMOYIIPABJICHUS.

Cucrema 5>JIEKTPOHHOTO JOKYMEHTOOOOpOTa - COBOKYIHOCTh IPOTPAaMMHBIX CpE/CTB,
KOTOpbIE HEOOXOMUMBI ISl OpraHu3anmuu 0e30yMa)KHOTOo OOMEeHa JOKYMEHTaMH C
KOHTpareHTamu. OHa IMOMOTaeT MEPeBECTH B OHJIAMH MX CO3JaHUE, MOJINHCAHHE, OTHPABKY,
nonydyenue, xpanenue. [lomymspasie COl: Directum; «/emo»; 1C: oxkymentoobopot §;
butpukc, CBUC. IlpenmymiecTBa: COKpamaroTcs TPYyA03aTpaThl (ONTUMH3ALUS pabOThI
c nuH(opMammeii); TOBBIIIACTCS  HCMONHUTENbCKas jauciumummHa  (COJ] mo3BossieT
PYKOBOAUTENSIM KOHTPOJIUPOBATh BCE OTambl pPadOTHI); OW3HEC-TIPOLECCH CTAHOBSTCS
NpO3pavyHbIMU; TAPAHTUPYETCS  COXPAHHOCTh M KOH(PHICHIUAIBHOCTh  HH(OpMAILNY;
pa3BHBaeTCsS KOPIIOpATUBHAS KYJIbTypa, ONEPATUBHOCTH JOBEACHUS JIO COTPYAHUKOB HOBOM
UH(OpPMAIINH; TOBBIIIACTCS KOHKYPEHTOCIIOCOOHOCTb.

JIoKyMEeHTOOOOPOT - HETPEPHIBHBIH MPOIECC ABMKEHUS TOKYMEHTOB B OpraHU3aIlN
Ha3bIBACTCS JOKYMEHTO000poTOM. BKiTtouaer B ce0s Bce cTaginu 00pabOTKU U epeMeIIeHHsI
JOKYMEHTAINH: OJTy4eHHEe WU CO3/1aHKe, 00padoTKy, OTHPABKy U cjady Ha XpaHEHHE.
O6BeM T0KyMEeHTO000pOTa - BCS COBOKYIHOCTh JOKYMEHTOB B OPraHU3ALIMH 3 KaJIeH1apHBbIi
roJ B mucrax. Ot o0bema TOKyMEHTO000pOTa 3aBUCUT YUCIEHHOCTh COTPYAHUKOB,
OTBEYAIOIIUX 32 Pa0OTY € TOKyMeHTaMHU. JJOKyMeHTO000pOT COCTOUT U3 3
JOKYMCHTOIIOTOKORB: BXOJAICTO0, BHYTPCHHCTO, UCXOAAIICTO.

CormnacoBaHue TIOKYMEHTa - 3TO KOHTPOJIb KaueCTBa IOKYMEHTa, TApaHTUS TOTO, YTO €ro
COJIepKaHUE COOTBETCTBYET JEHCTBUTEIHLHOCTH, HE MPOTUBOPEUUT 3aKOHOIATEIHCTRY,
JIOKaJIbHBIM HOPMATHUBHBIM MTPABOBBIM aKTaM OpraHHU3alliy U HE UAET Bpa3pe3 C HHTEPECAMU
opranusaiuu. [lopsiiok cornacoBanus onpeaensercs opranuzanueid. CoraacoBaHue MOKeT
OBITH BHYTPEHHUM (COTPYTHUKOM OpTaHU3aIK 0GOPMIISIETCS BU3a: TOJKHOCTb, MOAIMUCH C
pactuudpoBKOH, AaTa), BHEIIHUM (BHEIIHEW OpraHu3aliueil WK TOJKHOCTHBIM JIMIIOM
odopmisiercs rpud cornacoBanus: COI'JIACOBAHO, 1omkHOCTh, MOAMKCH C
pacuudpoBKOH, gaTa).

JIoKyMEHTUpOBaHUE JEATEIBHOCTA KOJUIETHAbHOrO opraHa. KomiernanabHblii  opras
JNEHCTBYEeT B COOTBETCTBHUHM C IIOJIO)KEHHEM O KOJUIETHAJIbHOM oOpraHe. Xoj padoTsl
(oOcyxmeHne, TOJIOCOBAaHUE, pEIIeHHE) (QUKCUPYETCsl B TMPOTOKOIE B COOTBETCTBUH C
noBecTkor aHs. CTpyKTypa TEKCTa MPOTOKOJA: COCTaB y4YaCTBYIOIIMUX, MOBECTKAa IHS, XOJ
paccmoTtpenust kaxjaoro Bompoca (CYIIAJIM; BBICTYIIWIIM; PEIIWIIN). [aroit
MPOTOKOJIA SBJSETCSA JaTa 3a(UKCUPOBAHHOTO B MPOTOKOJIE MepomnpusaTus. [lommuceiBaroT
MIpE/ICEeIaTeNbCTBYIOINN U CEKPETAPD.

Knaccudukanus JOKYMEHTOB: 1O CINOCOOY JOKYMEHTUPOBAHHUS — TPaJULMOHHBIA U
AJIEKTPOHHBIN; 0 CPOKAaM XPaHEHHs — ITOCTOSIHHOIO XPaHEHUs, BPEMEHHOr0 XxpaHeHus 1o 10




JIeT, I0JTOBPEMEHHOTO XpaHeHus (cBbiiie 10 jeT); Mo HampaBJIEHUIO JBHXKEHUS — BXOSIINE,
BHYTPEHHHUE, UCXOJAIINE; MO BUIAM JEATEIbHOCTH — MPOEKTHO-CMETHBIE, OPraHU3allMOHHO-
pacrnopsiiuTesbHble, OyXranTepckue, (UHAHCOBO-pacUeTHble M T.A.; 10 HAUMEHOBAHHUIO —
MIPHUKA3bI, MUCEMO-TIPETIOKEHUE, CITy)KeOHAas! 3aIICKa, aKT.

OdopmiieHne nea NpOBOIUTCS PaOOTHUKAMM CIYXObl JOKYMEHTAL[MOHHOI'O O0ecredeHus
yIpaBJICHUS] OPTaHU3ALUU WM APYTUMH CTPYKTYPHBIMU TOAPA3eNeHUsIMUA, B 00S3aHHOCTH
KOTOPBIX BXOJIUT 3aBeficHHE M (HOpPMUpPOBAHME J€JI, IIPU METOJMYECKOH IOMOIIM U MOJ
KOHTPOJIEM apXWBa OpraHu3aluu. B 3aBHCHMOCTH OT CPOKOB XpaHEHUs MPOBOAMTCS MOJTHOE
win dactuuHoe odopmienue nen. IlomHoMy odopmiieHHIO MOANE)aT Jella MOCTOSHHOIO,
BpeMeHHOro (cBbiiie 10 jieT) XpaHeHHs U MO JUYHOMY COCTaBy (HyMepalus JIMCTOB JIEIa;
BHYTPEHHEH OIIMCH; COCTaBJICHUE JIMCTA-3aBEPUTENs; IOAIIMBKA MM IEperieT Jena;
BHECCHHE HEOOXOAMMBIX YTOYHEHUH B PEKBU3UTHI OOJIOKKHM Jena (yTOYHEHHE Ha3BaHUS
OpraHu3alliy, PErUCTPALMOHHOIO MHAEKca Jiefa, KpalHUX JaT JieNa, 3arojoBKa Jella, Cpoka
XpaHEHUus, KoJIM4yecTBa JHUCTOB B jene). Jlenma BpemeHHoro (1o 10 jer BKIIOUHTENBHO)
XpaHeHUs  NOJUIekKAT  YaCTMYHOMY  O(OpMIIEHMIO:  JONYCKaeTcsi He  IPOBOJAUTH
CHCTEMAaTH3aIHIO JIOKyMEHTOB B JIeJe, JIMCTHI JIela He HyMEpOBaTh, OMUCH H JINCT-3aBEPUTEITH
HE COCTaBJISITb.

OK 03
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ITpaBuiia BHYTpEHHErO TPYJOBOI'O PacHopsiAKa — JIOKAJIbHBI HOPMATHUBHBIN aKT, KOTOPBIHA B
cootBercTBUM ¢ TK P® onpenenser: nopsaaok npruemMa U yBoJIbHEHHUsS] paOOTHUKOB; OCHOBHBIE
npaBa, 0053aHHOCTH M OTBETCTBEHHOCTh CTOPOH TPYJIOBOTO JOrOBOPA; PEKUM pabOThI; BpeMsl
OTJIIbIXa; MpPUMEHSEMble K pa0OTHHKAM MEpbI IOOLIPEHMS] W B3bICKAHUS; HWHBIE BOIPOCHI
peryiaupoBaHus TPYJIOBBIX OTHOIIEHMM Yy JaHHOro paOoroxmarens. VX yTBepxaaeT
PYKOBOJIUTEIb OpPraHU3aluu.

JIOKYMEHTBI 10 JIMYHOMY COCTaBY - JOKYMEHTBI, KOTOPBIE OTPaXKarOT TPYAOBBIC OTHOIICHHS
coTpynHuka ¢ pabortomareneM. K TakuM OTHOCSTCS: 3asBJICHHE O MpUEMe Ha padoTy;
corjacue Ha o00paOOTKy TEPCOHANBHBIX JaHHBIX, TPYJOBOW JOTOBOP; JIOJDKHOCTHAS
MHCTPYKIUS; KOIUS MIPHUKa3a o pueMe Ha paboTy; JINYHas KapTouKa; aHKeTa (JIMYHBIN JINCTOK
0 YyYeTy KaapoB); JOTOBOp O MaTepHAIbHOW OTBETCTBEHHOCTH (11 MaTepuaibHO
OTBCTCTBCHHBLIX J'II/III); }IOKYMGHTBI, BO3HUKAKOIINUEC B HpOHCCCC TPYI[OBOﬁ ACATCIIBHOCTH B
KOMMaHuM. MakcUManbHBIH CPOK XpaHEHHUS JOKYMEHTOB IO JIMYHOMY COCTaBY MOXKET
cocrasiarh 50/75 ner.

TpynoBasi KHUXKKa - 9TO OCHOBHOW IOKYMEHT O TPYAOBOM JAEATEILHOCTU U TPYJAOBOM CTaxKe
pabotauka. OdopmiisieTcss mpu MOCTYIUICHUH Ha paboTy BIiepBbie. Briociencteun 3amnucu
BHOCATCS Ha KakJIoM HOBOM MecTe paboTel. C 2020 1. Havaycs mepexo/1 OT TPaauIuOHHON
TPYAOBOM KHMKKHU Ha 37eKTpoHHY10. C 01 stuBaps 2021 r. BepBbie MOCTyNAOLIEMY Ha
paboTy rpaxaaHuHy o(hOPMIISIOT ANEKTPOHHYIO KHIDKKY. B oTiM4ne OT 31eKTpOHHON BEpCHH
B OyMa)kHOU TPYJIOBOM KHIKKE €CTh BCE CBEJACHUS C MOMEHTA Havasia TPYI0BOM
JIeATETLHOCTH paboTHUKA. ECTh JaHHBIC 0 HArPaXACHUAX M IMMOOIIPEHUSX 32 BpeMs paOOTHI.
TpanunrioHHBIE KHIKKH XPAHATCS B OT/ACNE KaJIPOB, B ceiie U BBIAAIOTCSA HA PYKH TIO
3asBJICHUIO Ha 3 JTHA. J[BUKEHHE TPYAOBBIX KHIKEK PETUCTPUPYETCS B KypHAJe B
TPAAUITMOHHOM WJTU DJICKTPOHHOM BHJIe. TpynoBas KHIDKKA BBIIACTCS COTPYIHUKY HA PYKH B
JIEHb YBOJIbHEHHSI.

Buael 1oroBopoB He MOTYT 3aKIH04YaThCs MEXAy paboToaareneM U paboTHUKOM B
cooTBeTcTBUM ¢ TpynoBbIM KojekcoM PD: Geccpounsblii TpyJ0BOI JJOroBOp — KOTraa
paboToaresb ¥ pabOTHHK 3aKJIFOUMIIN COIVIAIIEHNE O B3AUMHBIX 00513aTeIbCTBAX U IIPaBax Ha
HeonpezeneHHbli cpok. Ecim paboToaaTens He cOOOIIII 0 3aBEPIISHUH CPOKA JI0roBopa 3a 2




Mecsila MIMCbMEHHBIM YBEIOMJICHHEM, TO CPOYHBIH TOrOBOp CTaHOBUTCS OeccpouHbM. 1o Takomy
JIOrOBOPY PaOOTHHUK PabOTaeT 0 TEX MOp, MMOKA HE PEIIUT YBOIUTHCS WM HE TIOITYIUT
HOBBIIIICHHE; CPOYHBIN TPYIOBOH JOTOBOP — 3TO TPYJOBOM I0TOBOP, KOTOPBII HMEET 3apaHee
OTIpEICNIEHHYIO AaTy OKOHYaHUs. B Tpy10BOM 0rOBOpE JIOJKHBI OBITH MPOITUCAHBL: JOJKHOCTD,
Ha KOTOPYIO COTPYAHHUK PUHUMACTCST; TTOJPA3ICIICHUE, PEKUM U YCIOBUSI paOOThI; COCTaBHBIC
4acTH 3apabOTHOM TIaThl (OKJIa1, HaI0ABKH, palOHHbIE KOA((DULIMEHTHI); TpaBa U 00sI3aHHOCTH
CTOpOH.

[IITatHOE pacnMcaHue - TEPBUYHBIA JOKYMEHT, ONIPEACISIONINN CTPYKTYPY, IITATHBIM COCTAaB
Y MITaTHYK YHMCJICHHOCTh OPraHU3allii B COOTBETCTBUU C €€ YCTaBOM, COJICP’KUT IE€pPEUCHb
CTPYKTYPHBIX TOJpa3/IeiCHI, HANMCHOBAHUE JOJDKHOCTEH, CIIeUATBHOCTEH, Ipodeccuii ¢
yKa3aHueM KBaJM(PUKAIUMU, CBEJACHUS O KOJUYECTBE INTATHBIX eauHuIl. [Ipumensiercs mis
0(OPMIICHHS CTPYKTYPBI, IITATHOTO COCTABA U IMTATHON YHCIEHHOCTH OPraHU3aIlluu YIETHBIN
JOKYMEHT C HHPOpMAMEH O CTPYKTYpe KOMIIAHWH, YHCICHHOCTH pPaOOTHUKOB, HX
JOJKHOCTSIX, KBATH(PUKAINH, OKJIagaxX U HagoaBkax. OH HYKEH BCEM IOPUINYCCKUM JIUIAM U
UII, y KOTOpBIX €CThb NOCTOSIHHbIE COTpYyIHMKH. CTpyKTypa M IITaTHas YUCICHHOCTh
MOJIIIMCHIBACTCS PYKOBOJIUTENIEM KaJpOBOW CIYXOBI OpraHu3alMd U ee Oyxranrepom (HiTu
[JIaBHBIM ~OyXrajarepoM TMpu €ro HaJlWyuu) OpraHu3alkH, a 3aTeM YTBEp)KIaeTcs
PYKOBOAMTENIEM OpraHU3allMd WA YIOJHOMOYEHHBIM MM Ha 3T0 JmnoM. CTpykTypa H
IITaTHAsl YUCJICHHOCTh BBOAMTCSA B JICMCTBHE MPUKA30M [0 OpPraHU3allUM, MOANUCAHHBIM
PYKOBOJMTENEM OpraHU3aLNu.

JlolKHOCTHAST MHCTPYKOHsST paOOTHHKOB ciyxObl  JIOY — JOKambHBIA  JOKYMEHT
OpPraHU3aI[OHHO-TIPABOr0 XapakTepa. OCHOBHbBIE CBEICHHsS, OTpa)kaeMble B JTOJKHOCTHOM
MHCTPYKLMU: IE€peueHb 3a/ay, BO3JaraéMblXx Ha paOOTHUKA; MOPSJAOK Ha3HAuY€HUs Ha
JTOJKHOCTh M OCBOOOKICHHSI OT JOJKHOCTH; OCHOBHBIEC KBaTH(PUKAIMOHHBIE TpeOOBaHUS,
NpEeAbSBIISIEMbIE K paOOTHHKY; TpeOOBaHUsI, MPEIBSABISIEMbIE K PAOOTHUKY B OTHOIICHHUH
CHEIMAlIbHBIX 3HAHHM, MOJIOKEHU 3aKOHOJATENbHBIX M HOPMATUBHO-IIPABOBBIX AaKTOB;
TpynoBast (GYHKIHS W YCJIOBHSI, XapaKTePU3YIOIINE €€ BBIOJHCHUE; BUIBI padOT B paMKax
MopyueHHOW emy GYHKIUU; TOJMHOMOYHus (IpaBa W OO0S3aHHOCTH) pPabOTHUKA; MECTO
paboTHHKa B uepapxuu (CBA3U TO JIOJDKHOCTH); MEpPHI OTBETCTBEHHOCTH, MPUMEHEHHE
KOTOPBIX MPEAYCMOTPEHO B OTHOILIIEHUU PAOOTHHUKA B CBSA3HM C HEHAJICXKAIINM BHITIOJTHEHHEM
MOpPYYEHHOU eMy Tpy10BoH (pyHKIMU; TpeOOBaHMSI 10 OXpaHE TPy/a.

OcHoBHBIE 3a7auu cOTpyAHUKa chnykObl JIOY: momydeHue, perucTpaius, pacrpeaeiacHue
JOKYMEHTAIlMU; 03HAKOMJIEHHE COTPYAHHUKOB C JOKYMEHTAIMell Ha pabounx MecTax; U3bsITHE
YTPATUBIIMX CHJIy JOKYMEHTOB; - Yy4Y€T, XpPaHEHHE U apXUBUPOBAHHME JOKYMEHTALMH M
JIAaHHBIX;, BEJICHUE HOMEHKJATyphl I W 3aluceld TMO KauyecTBY; BHECEHHE W3MEHEHUU B
YUTEHHYIO IOKYMEHTALHUIO.

YupenuTenbHbIi JOTOBOP — 3TO COIVIAIIEHHUE O CO3JaHUU I0PUANYECKOTO JIMIA, B KOTOPOM
CTOPOHBI 0053aTENILHO ONPENEISIOT: MOPAIOK PAOOTHI MO CO3/1aHUI0 KOMIIAHUH; YCTaBHBIN
Kanurtaia GUPMBbI; BETMYMHY 1 HOMUHAJIBHYIO CTOUMOCTb JIOJIEH yUpeIuTeNei, a TaKxKe
HOPSIOK UX OIIaThl. Takke B corjameHue MOKHO BKIIFOUHUTD: pacipeesieHue MpuObLIN U
YOBITKOB MEKy COO0M, CTPYKTYpPY YIPaBICHUS 1€ATEIbHOCTHIO KOMIIAHUH, IPOLIETYPY
BBIX0JIa YUpeauTeNiell U3 cocTaBa yYaCTHUKOB OpraHU3aluu. ITO 00sS3aTeIbHbIN TOKYMEHT
JUTsI KOMMEpUYECKOi opranu3aiuu. YToobl 10roBop MMeN IPUIUIECKYIO CUTY, OH JOJKEH
coJiepKaTh CBEIEHUS 00 yupeIuTeNsX U co3aBaeMoil KOMIIaHUM (HAUMEHOBAaHUE CIIENIKH, K
npumepy, «loroBop 00 yupexaernn OO0 «Pomamikay; 1ata 1 MECTO 3aKITIOUYCHUS CCIKH;
IpeMET J0roBOpa - PeIeHHE O CO3/IaHIMH KOMIIaHWH, 003aTeIbCTBAa YYACTHUKOB (DPUPMBI;
HAaUMEHOBAHME OpraHU3aIUH (II0JIHOE, COKPAIllEHHOE, HA HHOCTPAHHOM SI3bIKE);
IOpUJIMYECKUH ajipec. YKa3bIBalTe ajjpec Tak, Kak oH 3aduxcupoan B DUAC.

OpranuzanyoHHble (GOpMbI CITYKOBI JI€TOMPOU3BOJCTBA. BBINENSIOT Tpu OCHOBHBIE (HOPMBI
OpraHu3alyu: NEHTPAIU30BAHHYIO, NELIEHTPAIN30BAHHYIO U CMEIIAHHYIO.




Bri6op dopmbel  nmenmompou3BOACTBAa  3aBHCHT OT XapakTepa JAeATeIbHOCTH, (YHKIIHH,
OpPTaHM3AI[MOHHON  CTPYKTYpBl  Y4peXACHHs, oObeMa JOKyMEHTOOOOpoTa ©  JIp.
LlenTpanu3oBanHas (opma: Bce orepamnud mo o0paboTKe JOKYMEHTOB COCPEIOTA4YHMBAIOTCS
(LIEHTPAIU3YIOTCS) B €IMHOM JIJISl BCETO YUPEKICHUS IICHTPE — KAHIICISPUH, OOIIEM OTJIENe
WM Yy Ccekperaps. Jra  ¢opmMa  XapakTepHa  JUIS  MEJKUX  YYPEKICHUHU.
Jeuentpanu3oBanHas popMa JAeTONPOU3BOACTBA:  KAXKAOE CTPYKTYpHOE TOApa3/esicHue
OpraHu3alliil UMEET CBOIO CIIy)KOY, KOTOpas BBIMOJHSCT TIOJHBIA IMKJI ONEpaIid 110
00paboTKe W XpaHEHUIO MTOKyMEHTOB. CMmemanHas Gopma JelONpOU3BOJICTBA: PETUCTPALIHS
BXOJSIIEH M MCXOIAIICH JOKYMEHTAIlMM W apXUBHOE XPaHEHHE OCTAIOTCS B BEIACHUU
CHELMATU3UPOBAHHOTO TOApA3AeieHHs, a CO3/JaHhe, CUCTeMaTu3alus U o0paboTka
JNOKYMEHTAIlUM Tepell Ccaadeid B apXUB  BBIIOJNHSIOTCS B KAXIOM CTPYKTYPHOM
NOJpa3/ieIeHuH. ITO camasi paclpocTpaHeHHas (hopma JIIIONPOU3BOICTBA.
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Pe3osronust — 3T0 OJIMH U3 BAXKHEUIINX PEKBU3UTOB, PErYJIUPYIOIIMX PACIOPSAUTEIBHYIO
JEeSTENIbHOCTD pyKoBoauTeNs. CTPYKTYpHI J1000# pe30IIouu 3T0: (paMuiIus, HHUIIAAJIBI
OTBETCTBEHHOTO HCIOJIHHUTENSI, KOTOPOMY aJIpecOBaHa PE30JIIOIHS; paCTIOpIUTEIbHAS
TEKCTOBAsl YaCTh C YKa3aHHUEM CPOKOB MCIIOJHEHUS; TIOJIHMCh PyKOBOAMUTENs, Aata. [To cBoeit
IOPUMYECKON CHIIC PE30JTIOIHS Ha IOKYMEHTE IPUPABHUBACTCS K PACIIOPSIUTETHHBIM
nokyMeHTaM. [IppHIMaeMble pyKOBOJAUTEIISIM OTIEPATUBHBIC PEIICHUs, 0hOpMIIIEMbIC B BUJIC
PE30JIIOIMHN Ha JOKYMCHTC, CTABATCA HAa KOHTPOJIb UCITIOJITHCHU. Ecmu JOKYMCHT HC UMCCT
MecTa JIJIsl HAHECCHHS PACIIOPSAUTEIBHOTO PEKBU3UTA, €0 MOXXHO 0()OPMUTH HA OTACIHHOM
muctke popmata A6 wim A7. B Takom citydae He00X0IUMO JOTIOTHATEIBHO yKa3aTh HOMEP
JIOKYMEHTA, B OTHOIIICHUU KOTOPOTO U3JIACTCsl PACTIOPSDKEHUE, U JIATY €r0 PETUCTPAIIHH.

Mecto cocraBieHusi (M34aHUS) JTOKYMEHTa YKa3bIBae€TCs BO BCEX JOKYMEHTaxX, Kpome
JIeNIOBBIX  (CIIy)KEOHBIX) MHUCEM, a TaKXKe [JOKJIAJHBIX, CIY)KEOHBIX 3allUCOK M JPYIHX
BHYTPEHHUX HWH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB. MecTo cocTaBieHHUs (M3/1aHus)
JIOKYMEHTa HE yKa3bIBacTCsA B TOM CIIy4ae, €CJIM B HAMMEHOBAHUN OpraHU3aluy IPUCYTCTBYET
yKa3aHHEe Ha MECTO €€ HaxOoXAeHMs. MecTo cocTaBieHus (M34aHUsl) JOKYMEHTA yKa3bIBaeTCsl
B COOTBETCTBUU C MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATIBLHBIM JielieHneM. COKpallleHHOe
CJI0BO TopoJ (I.) HE YKa3bIBAaeTCsA, €CIM MECTOM H3[aHUs SBISETCA Tropol (enepaibHOro
3HayeHus (MockBa, Cankt-IlerepOypr, CeBacTomnos).

[TuceMma cocTaBisAIOTCS Ha CHEUalbHbIX OnaHkax nuceM popmara A4 i AS B 3aBUCHUMOCTH
OT pa3Mepa TEeKCTa NMUcbMa. TEKCT MUCbMa JOJDKEH OBITh JIOTMYHBIM, IOCIEI0BATEIbHbBIM,
yOeauTeNbHBIM M KOPpPEeKTHBIM 10 ¢opme. DakThl U COOBITHS JOJDKHBI M3J1araThCs
O00BEKTHBHO, JIAKOHWYHO, $CHO. TeKcT mnHcbMa HE JOJDKEH JIONyCKaTh pPa3lInYHOIo
ToinkoBaHMsa. [luceMO 1HenecooOpa3HO TrOTOBUTH 10 OAHOMY Bompocy. Ilucema
MOJAINUCBHIBAIOTCS  PYKOBOJUTENEM  OpraHU3allMd, €ro 3aMECTHTEIsIMH B paMKax
IPEOCTaBIIEHHOM KM KOMIETEHLIMH, a Takke pPYKOBOJIUTEISIMH CaMOCTOSTEIbHBIX
CTPYKTYPHBIX INOAPA3JEICHUM, €CIIM UM IMPENOCTABIECHO ATO NpaBo. [IMCbMO TOIKHO MMETH
OTMETKY 00 HCIOJIHUTENEe, KOTOpasi MPOCTaB/IsIeTCd B HMKHEH YacTH JIMCTA, MOJ MOANUCHIO
pykoBoauTens. JlaToil nmucbMa sIBISETCS 1aTa €ro MOJIHCAHMS.

OO0s13aTeNbHBIMU PEKBU3UTAMH MTUChMA SBJISIOTCS: HAUMEHOBAHHME OPraHU3allMU, CIIPABOYHbIE
JaHHbIe 00 OpraHM3allMH, KOJ OpraHU3alli, OCHOBHOW TOCY/IapCTBEHHBIH PErUCTPallMOHHBIN
Homep (OI'PH) ropunudeckoro nuia, WASHTUQHUKAIIMOHHBIN HOMEpP HAJIOroIiaTeIbIIuKa/Ko/
IPUYMHBl TIOCTAHOBKM Ha y4yeT, JaTa, pETUCTPAlUOHHBIA HOMEp, CChUIKa Ha
pPEruCTpallMOHHBIA HOMED U JIaTy, aJpecar, 3arojIoBOK K TeKCTY (IpU COCTAaBJIEHUHU MUChMa Ha
6nanke popmarta A4), moanKch, OTMETKa 00 MCIIOJIHUTENE, B COPOBOIUTENBHBIX MUChMAX —
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OTMETKa O HAJIMYHUH HpHHO}KeHHﬁ, B FapaHTHﬁHBIX IMHUChbMAaXxX — OTTHCK II€YaTH.

[TucbMo-HanIOMUHAHUE - OJHA W3 PA3HOBUAHOCTEH JEl0BOM mepenucku. Takyro (opmy
KOPPECIOHJICHIIMM MO>KHO HCIIOJIb30BaTh B Pa3sHbIX CUTyalUsAX. B dacTHOCTH, KOraa HYXHO
HAIlOMHHUTb BTOPOM CTOpPOHE: 00 HCIIONHEHUH B3STBHIX 00S3aTENbCTB; O COOJIOICHUU HOPM
3aKOHa; O MPHUOIMKEHUH KaKOT0-TO BaKHOTO MEPOIPUATUS WM IaThl U T.A. OOBIYHO NUCHMY
IpeAIeCTBYeT yCTHOEe HarmoMuHaHue. OJHAKO eCJii OHO HE BO3BIMENO JOJKHOTO 3¢ddekra,
OTIIpaBUTENb MpUOEraeT K IMUCbMEHHOMY H3BELIEHHMI0. TakuM 00pa3oM, 3TO IHCbMO HeE
TOJIBKO CIIYXKUT HAaIllOMUHAaHHWEM, HO U SIBIIETCA 10KA3aTEIbCTBOM IIPOU3BEICHHOIO JICHCTBHUS.
[Tucbmo-HanoMuHaHUE 0053aTeNbHO JOJDKHO COJEpKaTh: CBEIEHHMs 00 OTIpaBHUTENE U
azpecare: IOJIHbIC HAaNMEHOBAaHMS KOMIIAHUH, a eciaM Aeno uaer o ajpecare, TO €lle U
n0ikHOCTh U @.M.O. KOHKPETHOr0 COTPYIHMKA; IPUYMHY HAIIOMUHAHMS; CCBIJIKU HA 3aKOHBI
U HOPMBI, KOTOpbIE€ MMEIOT OTHOLICHHE K HAllOMMHAEMOW Mpobieme wiau curyauuu. Ecium
JIeJI0 KacaeTcsl HEBBINOJIHEHUS 0053aTeNbCTB WM HAPYIIEHUS 3aKOHA, CIEAYyeT MepEeuuciInTh
CCBUIKM HAa HHX, a TaKXE€ BO3MOJKHBIC CAaHKIMM M MEpbl, KOTOpbIE T'OTOB IIPEANPUHATH
OTIIPaBUTENb JUISI PELICHUs BOMNPOCA, HANOMHUTb O BO3MOXHOCTH PEIIEHUS IpOoOIeMbl
MUPHBIM IIyTEM, YCTPaUBaroIleM 00€ CTOPOHBI.

Ha3nauenue mnucpMa-TpeOOBaHUST — 3aCTaBUTh aJpecaTa BBINIOJHHUTH B3SThIE Ha Ce0s
00s13aTeNIbCTBA B YCIIOBUSX, KOTJa HWMEIOTCS CEpbe3HBbIC HAPYIICHHSI paHee MPHHSITHIX
noroBopeHHocTel. [TuchMo-TpeOoBaHKe MPU3BAHO YPETYJIUPOBaTh KOH(PIUKTHYIO CHUTYAIUIO
B JIOCYIcOHOM TOpsake. B HEKOTOPBIX CHUTyalusx JIOKYMEHT MOXKHO HCIIOJb30BaTh B
Ka4yecTBE JIOKa3aTelbCTBa B cyide. s TpeOOBaHHMS yYMECTHO HCIIOJIb30BAHHE CIICAYIOIINX
¢pa3: B BHIYy HEHCIIOJHEHHS BaMH O0053aTENBbCTB; B CBS3U C 33J0JDKEHHOCTBIO; COTJIACHO
JIOTOBOPY KYIITU-TIPOIAXKHU; UCXOAS U3 YCIOBUH AoroBopa noctaBku Ne... CrnemyeT cchliaThCs
HAa TIYHKTH 33aKOHOB, HOPMATHBHBIX aKTOB, IIOCTAHOBJICHWA U T.J. TpeOoBaHme,
dopmynupyeTcsi B yJIbTHMAaTHBHOW (opMe — TpeOyem: He3aMeIUIMTEIbHO IPEIOCTABUTH;
MIOTaCHUTh UMEIOIYIOCS 33J0JDKEHHOCTh; UCIIOIHUTE 00s3aTenbeTBa U T.11. Cienyer ykasarb o
Mepax, KOTOpbIC Bbl HAMEPCHBI MPEANPHHATH B CIydae HEUCIOJIHCHHUS BBIIBUHYTHIX BaMU
TpeOOBaHUI: Marepualibl Jeina OyAayT TepeldaHbl B apOWTpPaXHBIA Cyd; BaMm OyayT
npeIbsBIICHBI IITPa(HbIC CAHKIIMK; HAa Ballle UMYIIECTBO OYJIET HAJIOXKEH apecT.

[TuceM0-0TKa3 — 3TO JOKYMEHT, KOTOPBIA JTaeT OTPUIATENbHbIH OTBET HA MUCHBMO-IPOCHOY
WIM NUCbMO-3anpoc. Eciii mUChbMO-OTBET CONEPKUT OTKa3, €ro, Kak MpaBUIIO, HAUMHAKOT C
¢pa3: brarogapum Bac..., Ho... [IpuHOCHM CBOM M3BUHEHHS, HO... HacTo 0opOopMIISIOT OTKA3 B
OTCPOUKE IUIaTeXk,a, JeJ0BOE€ IHUCbMO B OITOM CJIy4ae COCTAaBJISIETCS B MaKCHMAJIbHO
KoppekTHO# (hopme. Eciau Ha mocTynuBIee NUCbMO BBl 1a€T€ OTKa3, B MUCbME JOJHKHO OBIThH
00oCcHOBaHUE, 00BsACH:IOIEe NpUUnHy. OTKa3 HY)KHO MHCaTh CTPOro Ha MMs TOT'O YEIOBEKa,
KOTOPBIA MOJANHUCANICS 1OJ] W3HAYAIbHBIM NMHUCbMOM. B IPOTMBHOM cilydae, OTKa3 MOXKET He
JOWTH IO ajapecara WM 3aTepAThCA B MOTOKE BXOIALIEH KOPPECHOHACHLUMH. Bplnenstor
HECKOJIbKO BHUJOB MHCEM-OTKA30B: OTKa3 OT y4YacTHsl B MEpONPUATUH, OT MPEIJIOKEHHUS O
paboTe, OT COTPYTHUYECTBA.

['apanTHifHOE NMHCBMO — 3TO IOPUAWYECKH 3HAYMMBIM JTOKYMeHT. KommaHus-coCTaBUTENb,
COIJIACHO €My, OO€llaeT BBIMOJHUTh CBOIO OOS3aHHOCTH B CHIy YXe HUMeroIencs
noroBopeHHoctn ¢ ¢upmoit wim UIl — momyuarenem mucekMa. Ha mpakTuke KoMmaHuu
HepeaKo 00eIaloT BHECTHU OIUIATY 32 yKe MOJIyY€HHbIE aKTHBBI, pab0ThHI TMOO YCIYTH.

3aKOHO/ATENBCTBO HE COACPKUT WHCTPYKIMI, KaK HamucaTb rapaHTHiiHoe nuceMo. Her
YCTQHOBJICHHBIX OJIAHKOB rapaHTHHHBIX muceM. OGopMIIATh JOKYMEHT JIydlle Ha (UPMEHHOM
Onanke opranuzanuu. CocTapisis MAaOJIOH TapaHTUHHOTO MHUChbMA, YYUTHIBAWTE OCHOBHBIE
TpeOOBaHUS K HEMY — 3TO MpeAebHas KpPaTKOCTh U CTporas o(hUIIHaTIbHOCTh. Y JTOKYMEHTa
00s3aTeNbHO JIOJDKHO OBITh Ha3BaHUE - «rapaHTuiiHoe mnucbMo». Ilo TekcTy KioueBoe
o0elllaHue «TapaHTUPYIO» WIH «TapaHTUPyEeM» JIydlle BbIIEIUTh KPYMHBIMH OyKBaMH WU
#upHbIM 1IpudToM. [llabroHHBIE OPMYIHPOBKH B TapaHTHMMHOM NHUCbME: JIJIsi OCHOBHOTO
o0emanus - «o0s3yeMcsl OIUIATUThY, «OIUIaTy TapaHTHUPyeM»; JUIs OMMCAHUSl MPUYHUH — «B
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CBSI3U C TIEPEHOCOM CPOKOB...», «U3-3a YXYIIICHUS S3KOHOMUUECKOW CUTYallMH B PETHOHE...»,
«I0 TIPUYHMHE YBETUYCHHUS KOJIMYECTBA 3aKa30B...» W T. JA. JIFoOoe rapaHTuitHOe MUCHMO Ha
OIUIATy COJIEPKUT: HAa3BaHUE JOKYMEHTA; CBEJCHUS 00 OpraHU3allMH-COCTABHUTEJE MHMChMa, B
TOM YHCJIE €€ IOpUIUYECKUil U mouToBkIi anapeca, koasl OKIIO, OT'PH, MHH, KIIII, nHomepa
tenedoHOB, dakca, anpec caiita pupmbl B IHTEpHETE; HOMEp U JIaTy COCTABJICHUS JTOKYMEHTA
(moroBopa), U3 KOTOPOro BO3HHMKJIA OOS3aHHOCTH IO OIUIATE; OMHCAHUE J0JIra - 3a 4YTO
TrapaHTHPYETCS OIUIaTa; TOJIUCH PYKOBOAWTENS OpTraHW3alldy; IIe4aTh OpraHu3alluu-
COCTaBUTEJISI MHCHhMA (€CIIN y Hee €CTh 1eYaTh).

Dopmynsip-obpaselr npoTokoia. JJOKyMeHT mpeaycMaTpuBaeT: HAaMMEHOBAaHHE OpraHU3alluy,
UCTIONB3YHTEe (PUPMEHHBIN OJIaHK MM OOBIYHBIN JHUCT A4; HaMMEHOBAaHWE BUJA JOKYMEHTA,
HOMEp M JIaTy JOKYMEHTa, MECTO COCTaBIICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOANHUCH. JlaToii
YKa3bIBAa€TCsl JaTa IIPOBEJIEHUS COOpaHus; CIMCOK NPUCYTCTBYIOIIMX JIMI; JaHHbIE
npenceaarenass U CeKperaps; IMOBECTKY cOOpaHUs; TOJIOCOBaHHE, €CIM OHO MPOBOJAUIIOCH;
o0mye BBIBOABI 10 MTOTAaM MEPOIPHUATHUS, eciau TpeOyercs. TeKCT m3maraercst OT TPEThEro
JUIa MHOKECTBEHHOTO 4Hucia («CIylalny, «Pelinjiny), €Clid JTOKYMEHT COCTaBjieH Oosee
yeM Ha | crTpaHuue, TO BTOpas M IOCJIENYyIOIIME CTpaHullbl HymepyroTcs. [Iporokon
MOJIMMCBIBAIOT MPEJCeIaTeNb U CEKPETaph.
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HanmeHoBaHue opraHusanuu - aBTOpa JOKyMEHTa Ha OJlaHKe JOKYMEHTa JIOJIKHO
COOTBETCTBOBATb  HAMMEHOBAaHUIO  IOPUIUYECKOIO  JIMIA, 3aKPEIUICHHOMY B  €ro
yUpEeIUTEIbHBIX JOKYMEHTaX (yCTaBe WM I0JIOKEHHH). B ycTaBe opraHn3anuu yka3blBaeTcs
[IOJIHOE Ha3BaHHUE, COKPALEHHOW Ha3BaHME HA PYCCKOM S3bIKE, MOXKET OBbITh yKa3aHO Ha
BTOPOM I'OCYJIapCTBEHHOM $I3bIKE (IIOJHOE M COKPAIEHHOE) U MHOCTPAHHOM sI3bIKE (IIOJIHOE U
COKpalleHHoe). B nokyMmMeHTe 1oJ HauMEHOBAaHMEM OpraHu3alMyd B CKOOKax yKas3blBaeTCs
COKpPAIlCHHOE HAaUMECHOBAHWE OpraHMU3alMM, €CJIM OHO IPEJYCMOTPEHO  YCTaBOM
(monoxenuem). Hag HaiMeHOBaHUEM OpraHU3alluy - aBTOpa JOKYMEHTa yKa3bIBaeTCsl MOJTHOE
WIA COKpAllleHHOE HAaWMEHOBAaHUE BBIIIECTOAIIEH OpraHu3aiuu (Ipu ee HaIWYuM). OTO
PEKBH3UT, NPUAAIOIUN JOKYMEHTY IOPUINYECKYIO CHITY.

CrpaBouHble gaHHble CrpaBOUHBIE JaHHBIE 00 OpPraHU3alMM YKa3bIBAIOTCS B OJaHKaX MHUCEM
U BKJIIOYAIOT: MOYTOBBIA a/Jpec OopraHu3aluu (JOMOJHUTENbHO MOXKET YKa3bIBaThCS aJpec
MecTa HaXOXKACHUs FOPUIAMYECKOrO JIMIA, €CIM OH HE COBMAJAaeT C MOYTOBBIM aJpPECOM);
HoMep TenedoHa, pakca, agpec IEKTPOHHOM MOUTHI, ceTeBOM aapec. B cocTaB cnpaBo4HbIX
JTAHHBIX, 332 UCKJIFOYEHHEM OJIaHKOB JOKYMEHTOB OPraHOB I'OCYJapCTBEHHOM BJIACTH, OPraHOB
MECTHOI'O CaMOYINpaBJIEHUsS, BKIIOYAIOTCA: KOJ opraHuzauuu 1o Oobmepoccuiickomy
knaccupukaropy npennpusatuii u opranumzauuii (OKIIO), ocHOBHOH rocynapcTBEHHBIN
peructpauioHHelii  Homep opranmzauuu (OI'PH) u  uaeHTuduKanuoHHBI  HOMeEp
HAJIOTOIUIATENBIINKA/KO IPUYHUHBI TOCTAaHOBKH Ha Hanorobiil yuer (MHH/KIIIT).

Anpecar (mosydaTenb) HCHONb3YeTCS NpU O(OPMIIEHUH JENIOBBIX (CIIy)KEOHBIX) IHCEM,
BHYTPEHHUX MH()OPMAIIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB (JOKJIAJHBIX, CIIy>K€OHBIX 3allUCOK U
ap.). AnpecaToM JOKyMEHTa MOXET OBIThb OpraHu3alys, CTPYKTYPHOE NOJpa3ieicHue
OpraHu3aliy, JOJDKHOCTHOE MM (pu3nueckoe JIuIo. PekBU3UT «ajapecaTy» MpOCTaBIsIeTCs B
BEpXHEH MpaBoil yacTu TOKyMeHTa (Ha OJaHKe C YIJIOBBIM PACIIONIOKEHHEM PEKBU3UTOB) WIIH
CrpaBa MOJI PeKBU3UTaMU OaHKa (IPU MPOJOJIBHOM DPACHOJONKEHUU PEKBU3UTOB OJIaHKA).
[Ipn ampecoBaHWM JOKYMEHTa PYKOBOAWTENIO (3aMECTHTENIO0 PYKOBOAWTEIS) OpTraHHU3AINH
yKa3bIBAETCsl B JIaTEIbHOM I1aJIe’K€ HAaUMEHOBAHHE JIOJDKHOCTH PYKOBOAMTENS (3aMECTHUTENS
PYKOBOIUTENS), BKJIIOYAIONIEe HAMMEHOBAHWE OpraHW3ald, (aMHINI0, WHHUIIHAIBI
JOJbKHOCTHOTO sia. [Ipu pacchlike JOKyMEHTa IpyIie OpraHu3aluil OJHOTO THUIa WJIM B




CTPYKTYpHBbIE TOApa3JeNeHUs] OJHOM OpraHM3allud ajpecar yKa3blBaeTcsi O00O0OIIEHHO
(PykoBoautensam ynpasienuit Pocapxusa). Ilpu paccbuike 1oKymMeHTa HE BCEM OpraHU3alusIM
WIA CTPYKTYPHBIM MOJpAa3JeNIeHUsIM NOJ PeKBU3UTOM "Azpecar" B CKOOKax yKa3bIBaeTCs:
"(mo cmmcky)". B omHOM [OKyMeHTEe HE JOJDKHO ObITh Oojiee ueTwipex anpecatoB. [lpu
OoNbIIEM KOJUYECTBE aJpPEcaToB COCTABIAETCS CHHMCOK (JIMCT, YKaszaTellb) pPACCBhUIKU
nokymenrta. [Ipu aapecoBaHUM JOKyMEHTa (U3UYECKOMY JIHUIY YKa3bIBAlOTCS: (haMuins,
WHUIMAJbI, MOYTOBBIM aapec. B coctaB pekBusurta "Ampecar" MOXET BXOAUTH MOYTOBBIN
azapec.

[TucbMo-HanmOMHUHAHKE - 3TO MOOYXKACHUE MOJIydaTelis K KAKOMY-TO €Il HEBBIIIOJIHEHHOMY
00s13aTeIbHOMY JICHCTBUIO U MEPBI, KOTOPbIE OYAYT MPHHSTHI B CIy4ae HEBBIIOIHEHUS
o0s3arenbeTB. [IncpMO-HaNOMUHAHNE MOXKET COJIepKaTh HAIIOMUHAHUE 00 omiaTe, O JA0Jre,
MOKET OTIIPABJIATHCA B Cllydae OTCYTCTBHUS OTBETA HA IIMCbMO, OTIIPABICHHOE paHee; eCIu HE
yJlaeTcs MOJYyYUTh OTBET C IIOMOIIBIO IIEPErOBOPOB. B mucbMe He 10KHO OBITh TpeOOBaHUIM
U yIrpo3. B NCKIIIOUUTENBHBIX CIIydasX Bbl MOJKETE NPEAYNPEIUTD aapecara O IPUMEHEHUN
3aKOHOJATEIbHBIX MEP, €CIM OH HE BBIIIOJHUT CBOU 00s13aTesbeTBa. [IuchMo-HanoMmuHanue
9acTo MPEIIIeCTBYET MUCbMY-TPEOOBAHUIO WIIM TUCEMY-TIpeTeH3uH. Ppasbl, HCHOIb3yeMbIC B
NUCbMax HanomuHaHuAx: «Hanomunaem Bam, 4To ...», «... B COOTBETCTBHUH C ...

BBbI TOIOKHEL. .. », «... CPOK IIPEIOCTABICHUS OTYETHOCTH HCTEKAET. .. », «Bam ¢punman 1o cux
nop He npezacTaBui ...» «Hacrodumm HanoMuHaeM, 4To BaM HE06X0AMMO OIIATUTE CUETY.

[TuceMo-mipUriameHue — 3TO 3HAK Ballero 0co0Oro BHUMAaHUS K MOJTy4yaTelllo MHChbMa,
KOTOPOE€ MO3BOJIUT €My CEpPhE3HO OTHECTHCh K BalleMy MpejokeHuto. Eciau Bbl mummre
MUCHMO OT Ballled OpraHu3aluu, TO oOpallaiTech K MOJydaTeNro MUChMa OT MEPBOrO JIMIA
MHOKECTBEHHOTO YHCJIA: «IIPUTJIAIIaeM», «Pajibl IPUTIACUTh» U T. J; WIA OT TPETHETOo JIMIa
equHcTBeHHOro uucina: «Kommanus «HI'» nmpurnamaer», «OAO «HI» pama npuriaacutey.
Ecnu BBl nmummrte nmucbMo OT ceOst JIMYHO, TO OOpaliaiTech K MOIy4YaTeN0 OT MEPBOTO JUIA
€MHCTBEHHOTO YHCJA: «IPUIJIALIAIOY», «pajl MPUTIACUTh» U T. J. TekcT mnuchMma-
MIPUTJIALICHUS IOJDKEH ObITh KPaTKUM, JJAKOHUYHBIM, HE JIOMYCKATh Pa3JIMYHbIC TOJIKOBAHUS U
BO3HHUKHOBEHHE BOINPOCOB y moiyuatens. [lucbmo-npuriamienue A0KHO OBITH MOCBSILIEHO
TOJIBKO OJHOMY BOIIPOCY — MEpOIpusATrio. O0sS3aTebHO JTOJDKHBI OBITh YKa3aHbl: TMOBOJ
MIPOBEJICHUS] MEPONPUATHS, MECTO (aJpec), 1aTa, BpeMs JaHHbIe KOOPAMHATOPA, KOHTAKTHI.

[Tucemom-nipenioskenuemM noctaBiuk (the Supplier) oObIYHO OTBeuaeT Ha MUCHMO-3AIPOC.
On mnpunaraer npeWckypaHTsl (price-lists), karanoru (catalogues) WM YCIOBHSL THUIIOBOTO
noroBopa (Typical Contract). CTpykTypa mUCbMa-TIPEIOKEHUS: TTOBOJ HAIUCAHUS; OTBETHI
Ha BOIIPOCHl MOTEHIMAJBHOI'O 3aKa3uuKa; JONOJHHUTENbHbIE MPENI0KEHUS; BbIpaKEHUE
Ha/lexkIbl Ha 3aka3. OTBewas Ha BOIPOCH, CJIEIyeT aTh TOYHOE OINKCAHHE TOBapa, IO
BO3MOYKHOCTH COIIPOBOJIUTH €ro (oToMaTepualaMd W/WIM PUCYHKaMHU H/WIM oOpa3laMu
(samples). Ilpu onpenenenuu neHsl (price) yYUTHIBAIOTCS BO3MOXKHbIE CKUIKK (discounts).
OTnenbHO pemaroTcsi BOMPOCHI PACXOJ0B Ha YMAaKOBKY (packing), TpaHCHOPTHBIX Pacxo/10B
(transportation costs), ycioBuii moctaBku (terms of delivery) u omnatsl (terms of payment).
[Tucbma-npeanokeHus MOChLIAI0T Takke 0e3 MPeIIIeCTBYIOUIEro 3anpoca, €CIy MOCTABIINK
JKeJlaeT IMPHBIIEYs BHUMAaHHUE MOTCHIUAIBHBIX KIWEHTOB WM HAaWTH HOBBIX 3aKa3YMKOB Ha
KOHKpPETHBIE MPOJYKTHI (special products).

ONeKTpOHHas MOAMNKNCH — 3TO MpOrpaMma, OOecreurBaroNias HEU3MEHHOCTh 3JEKTPOHHOTO
nokymenrta. DIl ObiBaeT 3 BHIOB: MpOCTas - COYETaHUE JIOTMHA U mapois win SMS-kox
MOATBCPKACHUSA; YCHUIICHHAsA HeKBaJ'II/I(i)I/IHI/IpOBaHHaﬂ U YCHUJIICHHAasd HeKBaJ'II/I(i)I/IHI/IpOBaHHaSI
OPUMEHSIOTCS Ha OCHOBaHUM ceprudukara ob6namarens OIII. DI nHeoOxoauma st
o0OecrieyeHrss COXPAHHOCTH M HEU3MEHHOCTH 3JEKTpOoHHOro nokymeHTta B CDOJI. PexBusut
«[Ioamnucey BXOOUT B IEPEYEHb PEKBU3UTOB, NPUIAIOIIUX JOKYMEHTY IOPUIUYECKYIO CHUILY.
HenonyctriMo nmoAnuckiBaTh JOKYMEHT OJHOTO JIOKHOCTHOTO JIMIIA AJIEKTPOHHOU MOAMUCHIO
JPYroro J0JKHOCTHOIO JIUIIA.




biounas dbopma — caMblil pacTipOCTPaHCHHBIN dbopmar JUISl HAITMCAHUS
JICTIOBBIX MTUCEM Cero/iHsA. B TakoM ¢opmare HUUEro He BBIAETICHO. AJpec OTIPABUTEINS,
ajipec mojyyarers, Jata U BCe HOBbIE Maparpadbl HAUNHAIOTCS C JIEBOTO Kpasi.
YHpolLeHHbI CTUIIb — YIIPOUIEHHAS dopma: JUJTA BCEX IIUCEM HE3aBUCHUMO
OT MX JUITMHBI YIIOTPEOJIAIOTCS cTaHaapTHas cTpoka (60 mpobenoB) u cTaHAapTHBIE TOJs (10
10 nmpoOenoB cieBa u cripaBa);  CTpPOKa ¢ AaTOM Bcerja — neyaraercd Ha  13-if cTpoke;
CTpoKa oOpallleHusl 3aMEHSAETCS 3ar0JIOBKOM; 3aKJIIOUUTENbHAS STUKETHAS ¢bpaza
3aMEeHseTCs yKa3aHHeM Ha JIOJDKHOCTh aBTOpa MUChbMa U paciiu(poBKY  €ro  IOJAIHUCH.
Cnenyroumii BuUJ nucbMa — MOAUGUIMPOBAaHHBIA OJOK CcTWib. B Takux mucekMax gata u
3aKIIIOYUTENbHASA (ha3a ¢ MOJNUCHIO MEYATAIOTCS OT IEHTpa CTpaHUIBl Bce ocTanbHble YacTu
0 OPMIISIFOTCS OT JIEBOTO 0JIsl. AG3aIHBIN OTCTYI MOKHO HE JIeJaTh.

B nepBbIx ABYX QopmMax 3HAKU MPEMUHAHUS HE CTaBSATCS.
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[lepBuyHbIe yuYeTHBIE JOKYMEHTHI: HakKJaJHbIe (Ha BHYTpEHHEE IepeMelleHHe, OTIHYCK Ha
CTOPOHY); aKkThl (MpHeMa, Tepenavyu, CIHCAaHUs, 3aMEHbl U Jp.); TpeOoBaHUs (HAa OTIIYCK
MaTepuaioB, IIIaTeXKHOEe TpeboBaHue); opaepa (IMPUXOIHBIA, pPACXOJIHBIM KacCOBBIN);
nopyueHusi (IUIaTeXHOe, CBOAHO-IUIATEXKHOE); cyeTa (cueT-pakTypa, JIUIEBOH CYEeT U Jp.);
OTYeThl (aBaHCOBBIA M Jp.). DTO OCHOBAa OYyXTaJITEPCKOTO M HAJIOTOBOTO Ydera JH0O0ro
npeanpustus. X opopMIIsIFoOT B MOMEHT OTIEpaIliy WK CPasy MOCIIe €€ 3aBepIICHUsI.

[lpr 3amomHEeHWH NEPBUYHBIX OYXTalTepCKUX JOKYMEHTOB JIOJDKHBI OBITH O(OPMIICHBI
00s13aTesIbHble PEKBU3UTHI: HAUMEHOBAaHUE JOKYMEHTa (aKT, HaKJIajJHas, BEJOMOCTh U T.1.).;
JaTta JOKyMEHTa; HaMMEHOBaHUE dKOHOMHYecKoro cyobekra (D.M.O npennpuHuMaTens wWiu
Ha3BaHUe (PUPMBI C YKa3aHUEM OpraHHU3alMOHHO-IIPABOBOM (hOPMBI); copepIKaHUE ONepaluu;
HATypaJlbHOE W/WIM JCHEXKHOE H3MEPEHHE ONepaluyd C YKa3aHHEM eIWHUIl H3MEpeHUS
(pyOsin, IUTYKM, YNAKOBKM, KWJIOTpaMMbl W T.1.); AomkHoctH, D.M.O u mnoxamucu
COBEPUIMBIINX CAEIKY W/WJIM OTBETCTBEHHBIX 3a €€ 0(OpMIIEHUE JIUL. DTU JAAHHBIE JTOJKHBI
ObITh B JIO0OM  TNEPBUYHOM  JOKYMEHTe, Jake eclu (¢upMa He TMOJb3yeTcs
YHUPHUIIMPOBAHHBIMU (hOpMaMHU.

Cuér-¢akTypa — HaJOTOBBIM JIOKyMEHT CTpPOro YCTaHOBJIEHHOro oOpasmna (dopmara),
obopmIIieMbIi TPOJABIIOM TOBAapoB (paboT, yciayr), Ha KOTOPOTO B COOTBETCTBUHU C
HanoroBeim komekcom P® BosznoxkeHa o0s3aHHOCTh yruatel B Ormomker HJIC. Omna
HeoOXxouMa JJisl BeJIeHUs yueTa B OyXrajatepuu U s 3akynok. Cuér-¢pakTypa BbICTaBISIETCA
IIPOJABLOM IOKYNATENI0 MOCIE TOro, Kak IOCIEIHMUN IOMY4MJI 3aKa3 B BHJE TOBapa WIH
yciyrd. B HEM NponuchIBalOTCS ONpeeNEHHbIE PEKBU3UTHI, BKIIIOYAs CTOMMOCTH YCIYTH.
JIOKyMeHT OTHpaBisieTcs MOKyHaTeao BMecTe ¢ MpoAykKuuei aubo no noure. Popma cuéra-
¢daktypbl yrBepxkaeHa [lpaButenbcTBOM, Hapymath €€ Henb3sl. JJOKYMEHT BBICTaBISIETCS B
TE€4YEHHE 5 THEH NOocie OTIPY3KU TOBApa WK OKa3aHUs YCIYTU U XPAaHUTCS B TEYEHHE S JIET.

ABAaHCOBBIN OTYET - TOKYMEHT, KOTOPBI cOCTaBisieTcss paOOTHUKOM, IOJYYUBILIUM JEHBIU OT
pabotonmartenss JAiS  OCYLIECTBICHMS pPACcXOJOB B  HMHTEpecax OpraHu3alud WU
WHJIUBHIyAJIbHOTO mpeanpuHuMarenss. OH COCTaBIseTCS B TOM Cily4ae, KOIZla COTPYIHUKY
BBIJIAIOTCSI JIGHBI'M IOJI OTYeT (MOKYMKa KaHITOBapoB, omiata I'CM, KOMaHAMPOBOYHBIE).
ABaHCOBBINM OTYET MO3BOJIAET MOATBEPAUTH MPABHIBHOCTh U MPABOMEPHOCTh PACXOJOBAHMUS
JAHHBIX JCHEXHBIX CpPeACTB paOoTHHKOM. OO0s3aTeNbHBIMU U YKa3aHHUsS B aBAaHCOBOM
OTYeTE ABIIAIOTCA ABE JAThl: AAaTa COCTABJICHMS aBaHCOBOI'O OTYETA W J1aTa €0 YTBEPKACHHUS.
OTuéT mocie NpoBEpKU MOJMUCHIBAIOT TJIaBHBINA OyXrajaTtep, a 3aTeM JOKYMEHT YTBEepXkKIaeT
PYKOBOAMTENb KOMIAHUH. ABaHCOBBIN OTUET NPEJCTABIISETCS B TEUEHUE TPeX pabouux THEH.

AKT mpuema-nepenadyd — MEpPBUYHBIA YYETHBIM TOKYMEHT, KOTOPBI MOATBEp)KIaeT (hakT




BBINOJIHEHUST paboT wim yciayr. Yamie coCTaBiIsIOT NpU KyIUIE-NPOJake TOBapa, 4YTOObI
IIOATBEPAUTH, YTO IIOKYIATENIb IIOJYYMJI CBOM 3aKa3; TOBAp IEpelald Ha CKJIAJ WU Ha
OTBETCTBEHHOE XpaHeHHe. Ecim Bo Bpems NpueMKH OOHAapyXKeHbl HECOOTBETCTBUA (B
KOJIMYECTBE W KAuyeCTBE MPOAYKLHUHU), TOJbKO AKT MOXET PACKPBITh U IMOATBEPAUTH ITY
uHpopmanuto. Ha ero oCHOBaHMM MOYKHO Y4eCTh JCHEXHbIE 3aTpaThl B pacueTe Hajora Ha
npubbUib. B akTe mnpueMa-mepenadn ToBapa JOJDKHBI OBITH yKa3aHbl: JaTa U MeECTO
COCTaBJICHUS, B paMKax Kakoro JOroBOpa COCTaBisieTe NOKyMeHT, HaszBanus uiau DHO
CTOPOH, IIOJHOE OIIMCAaHHE TOBAapPHO-MAaTE€pPUAIbHBIX IEHHOCTEM — MapkKa, MOJElb,
KOJINYECTBO, €AMHUIbI U3MEPEHUS U T.J., UHQOopMaIHio 0 AedeKkTax U HeJoCTaTKax — eClu
ecte. M3gaBaTh akT IpueMa-nepenayd MMeeT IPaBO  PYKOBOAMUTENb OpraHU3alMM,
JOJDKHOCTHBIE U MaTEpUaAJIbHO-OTBETCTBEHHBIE JIMIIA, KOMUCCHUMU.

[TnaréxHoe TpeOoBaHUE — OPUITMATBHBIA TOKYMEHT, B KOTOPOM HEIOIYCTUMBI HCIIPABJICHUS
u mnomapku. Ilonms TpeboBaHHS HEOOXOAUMO 3alOJHUTH CIEAYIOUIUMHU CBEACHUSIMU:
MOPSIKOBBI HOMEpP JOKYMEHTa, JaTa 3aloJIHGHUWS; BHJ IUJIATEKa; YCIOBHUE OIUIAThI —
numercs nudpa «I» (ecam akmenT (coryiacWe Ha OIUIATy) JaH 3apaHee) Wi «2» (eciu
TpeOyeTcss aKIenT IUIaTeNbIINKa); CPOK aKIenTa — KOJIMYECTBO JHEH, YCTAaHOBIIGHHBIX
JIOTOBOPOM; CyMMa, MpenbsBisieMas K IMIIATeXy, MPOMHCHhIO; PEKBU3UTHI IUIATEIbIIMKA —
WNHH, naumenoBanue opranusanuu wiu UI1, cymma B3pickanus (mudpamu), Ha3BaHue OaHKa,
HOMEp cuéTa JUid NEepeBOfa; PEKBU3HUTHI IMOJydaTeds — IMOJie 3alOoIHSIETCS aHAIOTHYHBIM
o0pa3oM; Ha3HA4YCHHE IUIaTeXa — YKa3bIBACTCS TOYHOE OCHOBAaHUE i (OPMHUPOBAHUS
IaTéXHOTO TpeOOBaHUs (HApUMEp, peUIeHHe Cyla, HOMepa M JaThl JOrOBOPOB, TOBapPHBIX
JIOKyMEHTOB). B KoHIIe (hOpMBI YKa3bIBa€TCs JaTa BpyUEHUS TUIATEIIBIIUKY MTPEITyCMOTPECHHBIX
noroBopoM Oymar. Jlajgee JOKYMEHT MOAMHCHIBaeTCS pykoBoauteneM kommanuu wiu UIT u
HanpaBisiercss B 6ank. CoriacHo 3akoHy, opranm3anus win MI1 He 00s3aHBI UMETh MeYath.
Ecnu oHa ecTh, TO JOKYMEHT BU3UPYETCS 3TOM neuyaThio. Ecnu medatu HeT, 10cTaTouHo Oyaer
pacnucaThCs.

OdopmiieHne akTa Ha CIMCaHUE MaTepUaoB TpeOyeTcs B TeX ClIydasx, KOTAa UMEIoIIHecs Ha
OaslaHCce OpraHu3aluyd MaTepruagbHble HIEHHOCTHU U 3a1achl 0 KAKUM-JIM00 MPUYMHAM [TPUILLIH
B HEroJHocTh ((u3nueckuii M3HOC, MOpAJIbHOE YCTapeBaHHWE, HEUCHpPaBUMAas I10JIOMKa,
IIPOU3BOJICTBEHHBIN Opak U T.71.). CriicaHne MPOUCXOAUT B CTPOTO YCTAHOBJIEHHOM IMOPSIIKE U
(buKcupyeTcss B COOTBETCTBYIOLIEM aKTe. AKT COCTABISETCS MUHUMYM B JIBYX SK3EeMIUISIpax:
OJIMH TepeslaeTcsi B OyXTralTepuio MpearpHsITHs, YTOObl B JaJbHEWIEM Ha €ro OCHOBAHWUU
Oyxrajatep MOr OTpa3uTh CIHMCAHHE YKAa3aHHOIO B aKTe HMMYILECTBa,; BTOPOM oOcCTaeTcs y
MaTepraibHO-OTBETCTBEHHOI'O JIMIIA, KOTOPHIN 3aTe€M OTAAeT €ro Ha CKJIaJ JUIsl TOro, YTOOBI
a100 yTUIM3UPOBATh MaTepHajbl, TUOO peanu3oBaTh. B cOCTaB KOMHCCHM TO CIHMCAHUIO
3aracoB BXOAST NPEJACTAaBUTENN aMUHUCTPALIUU, COTPYJHUKN OyXTrajJTepuu, a TakkKe JPYTux
CHELHATUCTOB (PKOHOMUCTBI, MHXKEHEPHl, COTPYAHUKM BHYTPEHHEro ayauTa U T.JI.). OTO
JIOKYMEHT, KOTOPBIH SIBISETCS OCHOBAHUEM JJISL CHSTHS C yU€Ta MAaTEPUAIIBHBIX [ICHHOCTEH.

[Tpumepsl yHUPHUIIMPOBAHHBIX (HOPM MEPBUYHBIX YUETHBIX NTOKYMEHTOB. [IpuxomHblit oprep
(bopma N M-4) npumensieTcst A1 y4eTa MaTepuaioB, MOCTYIAIOIIMX OT MOCTABIIMKOB WJIH U3
nepepabotku. [IpuxomHblii opAep B OJHOM OSK3EMIULSIpE COCTaBISET MaTEpHUATbHO
OTBETCTBEHHOE JIMIIO B JIEHb MOCTYIICHUS [IEHHOCTEN Ha ckiaf. [IpuxomHbIii opaep MOKEeH
BBHIMKICHIBATHCS Ha (DAKTUYECKH TPUHATOE KOJIMYECTBO IMEHHOCTEH. [IpuxomHbIM Opaepom
(popma N M-4) odopmisercs TakKe M TOCTYIUICHHE Ha y4eT HW3JIMIIKOB MaTepHaTbHBIX
LIEHHOCTEH, BBISIBJICHHBIX MO pe3yJIbTaTaM WHBEHTApU3AIUH.

ToBapHo-TpancnoptHas HaknamHas (popma N 1-T) mpemnasHauena Ijisi ydera JIBUKCHHS
TOBapHO-MAaTePUAIBHBIX I[IEHHOCTEH U pacueToB 3a HX TMEPEBO3KU aBTOMOOHMIBHBIM
TpaHCTIOPTOM. TOBapHO-TpAaHCHOPTHAs HaKJIagHas COCTOMT M3 JIBYX pa3/eoB: TOBapHOTO,
ONPEIETSAIONIEr0 B3aUMOOTHOILICHHS TPY300TIIPaBUTENIEH U TPy30M0JIydaresied U Cay>Kallero
JUISL CTIMCAHMSI TOBAPHO-MATEPUATBHBIX IIEHHOCTEH y TPY300TIPABUTENCH U ONMPUXOTOBAHUS
UX y Tpy3omnojydyareiiei; TpPaHCIOPTHOTO,  OMNPEAENSIONIEr0  B3aMMOOTHOILIEHUS




Ipy300TIIpaBUTeNie 3aKa34MKOB AaBTOTPAHCIOPTa C OpraHU3alusMU - BIaJelblaMu
ABTOTPAHCIOPTA, BBHIOJHUBIIMME NIEPEBO3KY I'PY30B, U CIIY>KAIIEro JIJIsl y4eTa TPaHCIIOPTHOM
paboThl M pacueToB TIPY300TIpaBUTENCH WIM TPy30IMOiydareiel ¢ OpraHu3alusIMH -
BJIa/I€TIbLIAMH ABTOTPAHCIIOPTA 32 OKA3aHHBIE UM YCIIYTH II0 IIEPEBO3KE TPY30B.

C 1 suBaps 2013 roma mpuMeHEHUE YTBEPXKICHHBIX (DOPM IEPBUUYHBIX JIOKY.MEHTOB HE
SBJISIETCS] 00s13aTEIIbHBIM.
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KoHTpoab wHCIONHEHHS BKIIOYAET IOCTAHOBKY Ha KOHTPOJIb, MPOBEPKY CBOCBPEMEHHOI'O
JIOBE/ICHHSI IOKYMEHTA JI0 UCIOJHUTENS, TPEABAPUTCIbHYIO MPOBEPKY M PEryJUpOBAHUC
X0J1a UCTIOJIHCHUSA, y4eT W O0O0O0OIIEeHHE pEe3yJIbTaTOB KOHTPOJIS UCIIOJHEHHUS JIOKYMEHTOB,
uH(GOPMUpPOBaHUE PYKOBOAMTEINSA. VCIOMHEHHE MTOKYMEHTA - W3ydeHHE CYIIEeCTBa BOIPOCA,
coop u 00paboTKy HeoOXoauMoil WH(GOpPMAIMU, MOATOTOBKY IPOEKTA TOKYMEHTa, €ro
oopmiieHre, CoriacoBaHWe, MPEACTABICHUE HA IMOIIKMCh, IOATOTOBKY K IEPEChUIKE
anpecary. Ecnu BXogsumii TOKYMEHT UMEET TUIIOBOM CPOK MCIIOJHEHUS, TO €r0 He0OXO0IMMO
MOCTAaBUTh HAa KOHTPOJIb UCIIOJIHEHUS BO BpeMs perucrpanuu. OCTalbHYH JTOKYMEHTAIIHIO
CTaBAT HAa KOHTPOJIb TOJIBKO MOCJIC PACCMOTPCHUA PYKOBOAUTCIICM. B IIpUKa3ax yKa3bIBaCTCA
KOHKPETHBIN CPOK UCITOJHEHUS TOKYMEHTA.

[TonoxkeHne O KOJJIETHAILHOM OpraHe - 3TO OpPraHU3allMOHHO-NIPABOBOM JOKYMEHT,
yCTAQHAaBJIMBAIOUIMM  cTaTyc, (YHKLUMH, IpaBa, OOSM3aHHOCTM M  OTBETCTBEHHOCTh
KOJUIETMAJIbHBIX (MM COBEIIATENbHBIX) OpraHoB. THUIIOBbIE pPa3ieiibl IOJOKEHUs: OOIIHe
HOJIOXKEHU (ToJIHOE O(UIIMAIbHOE HAMMEHOBAHUE KOJUIETHAIBHOIO OpraHa, Jara, HOMep U
HAaUMEHOBAHME IPABOBOI'0 aKTa, HA OCHOBAHUU KOTOPOI'O CO3[aH U JEUCTBYET OpraH, 4YeM OH
PYKOBOJICTBYETCSI B CBOEH J€ATEIbHOCTH, KEM BO3IJIABISETCS); OCHOBHBIE 3a/1a4uM (IIepedyeHb
npobJeM, pemaeMblX KOJUIETHAIBHBIM OpraHoM); (YHKIHMH (IEHCTBUS WIM BHUABI PadoT,
KOTOpPbIE JIOJDKEH BBINOJHATh KOJUIETHAIbHBIA OpraH); mpaBa U 0O0S3aHHOCTH (IeHcTBus,
KOTOpbIE O053aH OCYILECTBIISATh KOJUICTHAJIBHBIM OpraH B JIMIE €ro IpejacenaTens);
OTBETCTBEHHOCTb  (BHUIbl OTBETCTBEHHOCTH, KOTOPYIO MOXKET HECTH IpeJcenaTenb
KOJIJIETHAJIbHOTO OpraHa B CIy4ae HEBBIIOJHEHUS OPraHoM CBOMX OOSI3aHHOCTEN);
B3aMMOOTHOIIEHUsI  (yKa3bIBaeTcsi, C KAaKUMM IMOJPA3/AEICHUAMH M  OpraHU3alUsIMU
OCYIIIECTBIISIETCS B3aUMOJICHCTBUE, KaKyl0 HWH(MOpMALMIO TOJy4yaeT U TPEICTABIISET;
YCTaHaBJIMBAIOTCS IEPUOUYHOCTh U CPOKHU MpeacTaBieHus). [1onoxkeHus o KojulernaabHOM
(MU coBemaTeIbHOM) OpraHe MOTYT ObITh THUIIOBBIMH M MHAMBHUIyaNbHBIMU. [lpu Hamuuuun
TUIIOBOTO TIOJOXEHUS WHAMBUIYyalbHblE pa3palaThIBalOTCS Ha ero ocHoBe. llonoxkeHue
NOJMUCKHIBAETCA TpEJCEelaTeleM UM CTAHOBUTCS 0OSA3aTEeNbHBIM IOCHE  YTBEPXKICHHS
PYKOBOIMTEIEM OPTaHU3ALMH.

JloknagHas 3amMcka —  JIOKYMEHT, aJpECOBAaHHBIM  PYKOBOAMTENIO  BBILIECTOSALICH
OpTraHu3aIly, PYKOBOAUTEIIO MOIPa3e/ieHUs] WK OPTaHU3allMi U U3Naraiui Kakoi-11moo
BOIPOC C BBIBOJIAMU U NIpPEUIOKEHUSIMH cocTaBuTenss. OHa MHQOPMHUpPYET PyKOBOJACTBO 00
UMEBIINX MECTO COOBITUSX, (aKTaX, SBICHUSX, CIOXKHUBIICHCS CHUTyallud, TPEOYIOUIUX
npuHsATHS pemieHus. JlokimagHas 3amMcka MOKET ObITh BHEWIHEH (mpelcTaBiisiercs
PYKOBOAMTENO  BBILIECTOSALIEM  OpraHM3alMM) WM BHYTPEHHEH  (PyKOBOIUTEIIO
noJpa3JiefiecHus WIW OpraHu3alyM). BHYTpeHHIO JOKJIAJHYIO 3allMCKy IOAMHCHIBAIOT
COCTaBUTENb (€CIM OHA MPEJCTABISIETCS PYKOBOJUTEINIO MOAPA3IEICHUSI) UIN PYKOBOJUTEID
nojpaszziesieHuss (eciau OHa MPEJCTaBIsieTcs pPYKOBOAWUTENIO OPraHU3allii); BHELIHIOKO
JIOKJIAJAHYIO 3alUCKy MOJIMUCHIBAET PYKOBOAUTENb Opranu3anuu. /{aToil 1okIagHOM 3anucKu
ABIIIETCSl JlaTa €€ COCTaBjieHHs] W noamnucanus. OOsi3aTeNbHBIMU PEKBU3UTAMU JOKJIAIHON
3alUCKU SIBJSIIOTCS: HAMMEHOBAaHME oOpraHu3anuu (JJis BHYTPEHHEH — HauMEHOBaHUE
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CTPYKTYpPHOTO MOJpa3/ielieHus1), HAMMEHOBaHHE BUAA JOKYMEHTa, J1aTa U PEeruCTPallMOHHbIN
HOMEp, MECTO COCTaBJICHUS (IJI1 BHEUIHEW JOKJIAJHOW 3aluCKu), aJpecar, 3arojoBOK K
TEKCTY, MOATMMKCH.

Pesomronuss — 3TO OAMH U3 BAXKHEUIINX PEKBU3UTOB, PETYIHUPYIOUIUX PACHOPSAUTEIBHYIO
NeSITeIBHOCTh pyKOBOAHUTES. CTPYKTYpHl JIIOOOW PpPE30JIIONUU 3TO: (aMHIUS, WHHIIAATBI
OTBETCTBEHHOTO HCIOJHHUTENS, KOTOPOMY aJpecOBaHa PE3OJIIOLHUS; PaCHOPsIUTENIbHAS
TEKCTOBAasl YaCTh C YKa3aHUEM CPOKOB HMCIIOJHEHHUS; TIOAIMKUCh PyKOBOAUTENS, nata. [1o cBoei
IOPUIMYECKON CHJIE PE30JIONUs Ha JIOKYMEHTE MPHUPABHUBACTCS K PaCIOPSAUTEIHHBIM
nokyMeHTaM. [IpuHUMaeMble PYKOBOIUTEISIM OTIEpaTHBHBIC PElICHHs, 0(hOpMIIIEMbIC B BHJIE
PE30IIIONMH Ha JIOKYMEHTE, CTaBATCS Ha KOHTPOJb UCTONHEHHS. EcCiM JOKYMEHT HEe MMeeT
MecTa JJIsi HAaHeCEHHsI PacIopsIUTEeIbHOTO PEKBU3HUTA, €T0 MOKHO OOPMHTH Ha OTACIHHOM
muctke ¢popmata A6 umm A7. B Takom citydae HEOOXOIUMO JIOTOJHUTENHHO YKa3aTh HOMED
JIOKYMEHTa, B OTHOIIIGHUU KOTOPOTO U3JIACTCsl PACTIOPSDKEHUE, U JIATY €r0 PETUCTPAIUH.

OdopmieHue aen MpoBOAUTCS PAOOTHUKAMHU CIY>KOBI JOKYMEHTAIIHOHHOTO O0eCreYeHHUS
yIpaBJICHUS] OPTaHU3AlUN WM JAPYTUMH CTPYKTYPHBIMH TOAPA3JCICHUSIMUA, B 00S3aHHOCTH
KOTOPBIX BXOJIUT 3aBelieHHE W (HOpPMHUpPOBAHHE [I€JI, NMPH METOIUYECKON TMOMOIIM U TOJ
KOHTPOJIEM apXWBa OpraHu3aiuu. B 3aBUCHMOCTH OT CPOKOB XPAHEHUS MPOBOIUTCS MOTHOE
wii vactuaHoe odopmienue nen. [lomHOMY OQOpMIICHHIO MOAJNEKAT Jefia IOCTOSHHOTO,
BpeMeHHOro (cBbime 10 JIeT) XpaHEHUs M MO JUYHOMY COCTaBy (HyMepalus JIHCTOB JIEla;
BHYTPCHHEH OITMCH;, COCTaBJICHUE JIMCTAa-3aBEPUTENS; IOAIIMBKA WM TIEPeIyieT Jena;
BHECCHHUE HEOOXOIMMBIX YTOYHEHUI B PEKBU3HUTHI OOJIOKKH Jeia (YyTOYHCHUE Ha3BaHUS
OpraHu3alliy, PETUCTPAIIMIOHHOTO WHAEKCA Jena, KpallHUX Jar Jielia, 3aroJioBKa Jenia, cpoka
XpaHEeHHs, KOJWYeCTBa JHCTOB B jeie). [ema BpemeHHoro (1o 10 JeT BKIFOUUTEIBHO)
XpaHCHUA nogjexKar YaCTUYHOMY O(l)Op MJICHHUIO: A0IYCKAaCTCA HEC IMPOBOIUTH
CHCTEMaTH3aIIHIO JIOKYMEHTOB B JIeJie, JIUCTHI JIeia He HyMEPOBaTh, OIUCH M JINCT-3aBEPUTEITh
HE COCTaBJISITh.

HMHpopMallnOHHO-CIIPABOYHbIE JOKYMEHTBl - JOKYMEHTBI, KOTOpbIE COOOINAIOT CBEJCHMUS,
noOy>KJIaloLI1e MPUHUMATh ONPEEICHHbIE PEICHUs, TO €CTh MHULIUUPYIOT YIIPaBICHUYECKHUE
peleHys,  MO3BOJSAIOT  BBIOpaTh  TOT  MIM  MHOM  cloco®  ymnpaBJIEHYECKOI'o
BO3/eiicTBUS. IHPOpPMAIIMOHHO-CIIPABOYHBIE  JIOKYMEHTHI HE  COJIEp)KaT IMOPY4YEHHH, He
00S3bIBAIOT BBIMNOJHATH MOPYYEHHUs. DTO aKThbl, MPOTOKOJBI, CIyXKeOHbIE 3alUCKH, J1eT0Bas
NepenucKa, CIpaBKU, OTYETHI, MEpeyHH, cnucku. Camble paclpoCTpaHEHHbIE JOKYMEHTHI:
aKT - MH(QOPMALMOHHO - CIPaBOYHBINH JIOKYMEHT, COCTABJIIOLIMICS TPYNIOW JHIl A7
MOJTBEPXKJICHUSI YCTAHOBJIEHHBIX (PAKTOB, COOBITUNA. AKTBI MOJJIEKAT YTBEPXKICHHIO, €CIIH
UMEIOT KOHTPOJBHO - PEBU3MOHHBIM XapakTep, COAEPKAT PEKOMEHAALMH M IPEUIOKECHHUS.
AKT yTBEp)KJIa€TCsl PacHOPSAUTEIbHBIM JIOKYMEHTOM WM PYKOBOJIWTENEM, IO YKa3aHUIO
KOTOPOT'0 COCTABJIEH JOKYMEHT;

IIPOTOKOJI - TOKYMEHT, (PUKCHUPYIOLIUN X0 00CYKI€HUSI BOIPOCOB U MPUHATUS PELIEHUI Ha
coOpaHusX, 3ace/laHMsIX, COBEIAHUAX U T.I1.;

cily’)keOHas 3alucKa - JOKYMEHT, aJpeCOBAaHHBIM PYKOBOIUTENIO CBOEH OpraHM3alluU WA B
BBILIECTOSIILYIO OPraHU3alMI0 U COJEpKAIlUi M3JI0KEHHEe KaKoro-aubo Bompoca WM (akxra.
B 3aBucumocTtu OT ajpecata JOKJIAIHbIE 3alUCKU OBIBAIOT: BHYTPEHHHUE; BHEIIHHE.
BHyTpeHHUEe JOKIaJHbIE 3alUCKU IIOJAIMCHIBAET HUX AaBTOP - COCTaBUTENb. BHemnue
JOKJIAJHbIE 3alUCKH IOJIHUCHIBAIOTCA PYKOBOAMTENIEM OpraHusanuu. Jlatod 3anucku
ABJISIETCS 1aTa €€ MOANMCAHUS.

CornacoBaHue JOKyMEHTa - 3TO KOHTPOJIb KauyecTBa JOKYMEHTa, rapaHTHs TOro, 4TO €ro
COJIEp’)KaHUE COOTBETCTBYET JEHCTBUTEIBHOCTH, HE NPOTHUBOPEYUT 3aKOHOJATEIBCTBY,
JIOKQJIbHBIM HOPMATHUBHBIM MPAaBOBbIM aKTaM OpraHU3allid M HE UJET Bpa3pe3 ¢ MHTEepecaMu
opranuszanuu. [lopsnok cornmacoBanus ompenensercsa opranuzanueid. CoriacoBaHUE MOXKET
OBITh BHYTPEHHUM (COTPYIHHUKOM OpraHu3aluu oGopmiisieTcss BU3a: JOJKHOCTh, MOAIMUCH C
pacuppoBKOM, Jaara), BHEMIHUM (BHEIIHEH OpraHu3anyeid WIM JOJDKHOCTHBIM JIMIIOM
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opopmisercs rpud  cormacoBanusi: COIJIACOBAHO, nmomkHOCTh, TIOAMHCH C
pacmpoBKOH, nata).

Perucrpanus JOKyMEHTOB — MpoLEAypa, NOATBEPKAAOIIAs CO3JaHUE I MOJy4YECHUE
JOKYMEHTA, BKJIIOUEHHE B JOKYMEHTOOOOPOT Opranu3anuu. Takoil JOKyMEeHT 00s3aTeNeH JUIs
WCIIOJIHEHHS B YCTAHOBIIEHHBIE CPOKH, He npeBbimatronue 30 kanengapubix qHei. OHa
3aKJIFOYAETCS B IPUCBOCHHUH JJOKYMEHTY PETHCTPALMOHHOIO HOMEPA U BHECEHUU OCHOBHBIX
CBEJICHUI O HEM B PETUCTPALMOHHO-KOHTPOJIBHYIO KAPTOUKY WM JKYPHAJI PETUCTPALIUH.
OTaenbHO PEruCTPUPYIOTCS BXOASIINE TIOKYMEHTBI, BHYTPEHHUE TOKYMEHTBI, UCXO/ISIINE
JIOKYMEHTBI, JOKYMEHTHI 110 INYHOMY COCTaBY, KOH(UICHIIMATbHBIE JOKYMEHTBI.
PeructpanmoHHbIll HOMEp- PEKBU3UT, NPUAAIOIINNA FOPUINYECKYIO CUITY IOKYMEHTY.
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