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1. MACIIOPT KOMIIVIEKTA OHEHOYHBIX CPEJACTB

Hasnauyenue:

[TporpaMmMa mpoMeKyTOYHOW aTTecTally MpeaHa3HayeHa JJi1 OLEHKH Pe3yJIbTaTOB OCBOCHUS
mucrumuinael - OI1.06.  JIokyMeHTalMOHHOE OO0ECIICYeHHE YIPABICHUS 10 CIEIHATBLHOCTH
38.02.01 DxoHOMUKA U OYXTaITEPCKHUI YUET (110 OTPaCIsiM).

®opma KoHTpoOIA: 1D depeHInpOBaHHBII 3aUeT

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

Ne ‘ HaumenoBanue ‘ MeToa KOHTPOJIS
Ymvennsn:
Y1. | YMmerb odopMiIsiTh W TPOBEPSITh MPABWIBHOCTH| TECTUPOBAHUE, PEIICHUE
odopMmIleHHs JOKYMEHTAIIMN B COOTBETCTBUU C 3a1a4

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

V2. | YMerp mNpoBOOUTH aBTOMAaTU3UPOBAHHYIO
00paboTKy TOKYMEHTOB

V3. YMeThb OCYHICCTBJIATD XPAHCHUC U ITIOUCK JOKYMCHTOB

3Hanusa:
31. PackpbiBaTh CynIHOCTb Li€JI€H, 3a/1a4 U IPUHIIUIIOB TectupoBanue, peleHue
JOKYMEHTAIlHOHHOT'O obecrieueHus 3a4a4q
YIPABICHUI
32. XapakTepu3oBaTh CUCTEMY JOKYMEHTALIMOHHOTO
o0ecrieueHus yrnpaBJeHHsl, €e aBTOMATHU3aIHI0
3 3. XapakTepu3oBaTth  KJIacCU(PUKALUIO  JIOKYMEHTOB;

OOBACHIATH  TpPeOOBaHUS K  COCTABJICHHUID W
0()OpPMIIEHHIO TOKYMEHTOB

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

O01me KOMIETEeHIINH:

OK 2 | Ucnonp30BaTh COBPEMEHHBIE CPEACTBA IOWCKA, | HAOIIO/ICHHE 32 BHINOIHEHUEM
aHamM3a M MHTEpHpeTauud  HMHGOpMAlMM U | 33JaHus

MH(OPMALIMOHHBIE TEXHOJIOTUU [UISl BBIMOJIHEHUS
3aJa4 NpoQecCuOHANIbHOM NesTeTbHOCTH;

OK 3 | [InanupoBaTh U peannu30BbIBaTh COOCTBEHHOE
npodeccuoHanbHOE U TMYHOCTHOE Pa3BUTHE,
IIPEANIPUHUMATEIBCKYIO 1€ATEIBHOCTD B
npodeccuoHaIbHON cepe, UCTIOIb30BaTh 3HAHUS 110
MIPaBOBOW M (PMHAHCOBOM IPaMOTHOCTHU B Pa3IMUHBIX
KU3HEHHBIX CUTYaIHsIX;

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

OK 9 | [Tonp3oBarbes mpodecCHOHATBHOM TOKyMEHTaluel
Ha FOCYAapCTBEHHOM M MHOCTPAHHOM SI3bIKaXx.




IIpodeccnonanbHble KOMIIETEHIIUN:

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

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 COOTBETCTBOBATE OKUIAHUSIM
paboToaaTeleii: MPOEKTHO MBICIAIINM, () (PEKTUBHO
B3aUMOJICVCTBYIOIIMI C YWICHAMU KOMaH/bl 1
COTPYIHUYAIOIINN C IPYTUMHU JIFOIBMU, OCO3HAHHO
BBITIOJTHSIONTUH MPOQeCCHOHATbHBIC TPEOOBAHHUS,
OTBETCTBEHHBIH, MYHKTYaJIbHBIMH,
TUCHUTUTUHUPOBAHHBIN, TPYIOIIOOUBBIN, KPUTUUECKH
MBICIISIIH, HAIlETICHHBIN Ha JJOCTUKECHHE
IIOCTABJICHHBIX LEJIEH; JEMOHCTPUPYIOIINI
npoeccHoHaANbHYIO )KU3HECTONKOCTD.

JIP 8 [Tpusnaronmit [IEHHOCTH HETPEPHIBHOTO
00pa3oBaHMsl, OPUEHTUPYIOIIUNCS B M3MEHSIOIIEMCS
PBIHKE Tpyna, n30eraromun 0e3padoTHIIbI;
YIOPaBISAOMUNA COOCTBEHHBIM MPO(ECCHOHATBHBIM
pa3BUTHEM; pedaexcuBHO OLICHUBAIOIINI
COOCTBEHHBIN JKU3HEHHBII OMNbBIT, KPUTEPUU JIUUHON
YCIIEITHOCTH.

Pecypchbl, HeoOXoAMMBbIe /111 OLIEHKH:

[Tomemienue: yueOHbIN KaOUHET

O6opynoBaHue: IepcoHaIbHbIE KOMIIBIOTEPHI, IPUHTEPHI.

WHCTpYMEHTHI: py4YKH, TUHEHKH, KapaHJalu, Oymara.

HeoOxonnMble Marepuaibl: 3K3aMEHAllMOHHbIE OWJIETHI, TECTOBBIE 3a/laHus, Oymara, HTalOHbI
OTBETOB JJIs [Iefarora u Jip.

JlononmHuTEIbHBIE MHCTPYKIIMH U clIpaBO4HbIe MaTepuansl: «I paxnanckuii Konekc Poccuiickoi
@eneparun (yactb mepsasi)» oT 30 HosiOpst 1994 1. Ne 51-03; denepanbHblii 3akoH OT 27
nexadbps 2002 r. Ne 184-03 «O TexHUYEeCKOM peryiupoBaHuny»; PenepayibHblil 3aKOH 0T 27
utonst 2006 r. Ne 149-03 «O6 unpopmanyu, UHGOPMAITMOHHBIX TEXHOJOTHSAX M O 3alIUTe
uHpopmanuny; PenepanbHbiii 3akoH oT 27 wutonsg 2006 r. Ne 152-03 «O mnepcoHaIbHBIX
naHHbIX»; DenepanbHblii 3akoH oT 27 wuronsg 2010 r. 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 «O06 apxumBHOM jnene B Poccwmiickoit denepanmm»; «Koaeke Poccwmiickoit
@deneparun 00 aJAMUHUCTPATUBHBIX MNpaBoHapylleHUsx» or 30 nexabps 2001 N 195-03;
«IlepedyeHb THUIOBBIX YIPABIEHYECKHX ApPXMBHBIX JOKYMEHTOB, 0OpasyloLIMXcs B IpolEecce
JESATENIBHOCTH TOCYAapCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CAaMOYITPABJIEHMsI M OPraHU3alNM,
C yKazaHUEM CpPOKOB MX XpaHEHUs»:. yTBepkJaeH mpuka3zom PocapxuBa ot 20.12.2019 Ne 236;
«IlpaBuna opraHu3any XpaHEHMs, KOMIUIEKTOBaHMs, y4€Ta M MCIOJIb30BaHHUS JOKYMEHTOB



ApxuBHoro ¢onga Poccuiickoit Denepanmyi W JIPyrux apXUBHBIX JIOKYMEHTOB B OpraHax
roCy/1apCTBEHHOW BJIACTH, OPraHax MECTHOI'O CaMOYIIPAaBJICHHUS U OPraHU3aLUsAX»: YTBEPXKIEH
npuka3zom PocapxuBa ot 09 gexabps 2020 r. N 155; «['OCT P 7.0.97-2016. HanmoHanpHBIH
crangapt Poccuiickoit denepanuu. Cucrtema cTaHAapToOB M0 MHPOpPMALUHU, OMOIUOTEUHOMY U
u3zaTeNbckoMy neny. OpraHu3zalMOHHO-paclopsiiuTeIbHas JOKyMeHTauus. TpeGoBaHHS 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 chopmupoBanHocTd kKoMmriereHnu: OK 02

1. Kakoif BuA »SIEKTPOHHOW TOAMUCH WCIIONB3YETCSl JUIA MOJIMCAHUS DICKTPOHHBIX
JIOKYMEHTOB, IIPElyCMOTPEHHBIX 3aKOHOM «O KOHTpakTHOH cucteme...» N 44-03 (Vkaorcume
MONbKO OOUH NPAGUTLHBILL OMEEN):

1) npocToii;

2) CII0)KHOW KBATM(UIIUPOBAHHOM;

3) ycusieHHON HeKBAIM(UITMPOBAHHOIM;

4) ycusieHHOM KBaTHU(PUIIMPOBAHHOM.

2. Huadopmartuzanus JOKYMEHTAIIMOHHON JESTENbHOCTH OpTraHU3aluu 00ecTieyuBaeT
(Vrasicume monvko 00un npasunvhsiil omeen):

1) yMeHbIIIEHUE CKOPOCTH MPOXOKACHUS JOKYMEHTOB 0 MapLIpyTam;

2) TMKBUJAIMIO U3IUILIHUX JOKYMEHTAMOHHBIX MapLIPYyTOB;

3) cTpyKTypupOBaHUe padOT ¢ yKa3aHUEM UX UEPAPXHH;

4) BBISIBIICHHE KOH(DIUKTYIOIINX PECYPCOB.

3. Kakoif J0KyMEHT He HYXCH TMpH TPOBEPKE OpPraHMU3alMU TOCYAapCTBEHHBIX U
MYHHUIATATBHBIX 3aKyNOK (Vkasicume moavko 00un npasuivhviil omeent):

1) peecTp MIaTEXHBIX TOPYICHHI;

2) 060opoTHas BEIOMOCTH IO MOCTABIIHUKAM;

3) C3B-T/I;

4) nmpuKa3 0 CO3JJaHUU ayKIIMOHHOW KOMHCCHUH.

4. 3nauenue ['OCTa P 7.0.97-2016. HaumonaneHsIi crangapt Poccuiickoit @enepamuu.
Cucrema cTannapToB 1o uHpopmanuu, OUOINOTEUHOMY U U3/1aTEIbCKOMY JIETYy.
OpraHu3anroHHO-PACTIOPSIUTEIbHAS JoKyMeHTaIus. TpeboBaHus K 0POPMIICHHIO TOKYMEHTOB
(Haiime pazeeprymoviii omeem).

5. CHucTeMBl AIIEKTPOHHOTO IOKyMeHToo0opoTa (Jatime pazeeprymoiii omeem)

6. DieKTpoHHAas MOANUCH (Jaiime pazeéeprymuvlii omeem)

7. CornacoBanue nokymeHTa ([atime pazeepHymulii omeem)

8. JlokyMeHTHpOBaHHUE JISITEIBHOCTH KOJJIETHAIbHOTO oprana ([aume pazeeprymolii omeem)
9. Knaccudukaiuu 10KyMeHTOB (/[atime pazeéepHymblii omeem)

10. Cuctembl AIEKTPOHHOTO TOKYMEHTO000pOTa (/atime pazeepHymulil omeent)

11. TpeboBanus k opopmieHHIo Jena ([avime pasgepHymoiii omeen)

Ornenka chopmupoBannoctu komrereHimn: OK 03

1. Ha kakoii cpok MOKeT OBITh 3aKJIFOUEH KOJUIEKTUBHBIN JoroBOp (VKascume moavko oOuH
NpaguIbHbll OMeem):
1) MaKCHUMYM - Ha OJIMH TOJ;

2) MaKCUMyM — Ha TPH ToJia;



3) MaKCHUMyM — Ha 5 JieT;
4) Ha JII000# CpOK.

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

1. TPYAOBBIM KOJEKCOM

2 TPYAOBOM KHM>KKOH

3. JOJDKHOCTHOM MHCTPYKLIKEH
4 TPYAOBBIM JIOTOBOPOM

3. JIokyMeHT, OTpaKaloluil IIaHUPOBaHHE KaphEPHOTO Pa3BUTHS KOHKPETHOTO COTPYIHUKA
(Vrasicume monvko 0Oun npasunvhsiil omeent):

MIpHUKa3

JOJDKHOCTHASI MHCTPYKITUS

TPYJIOBOMH JOTOBOP

Kapbeporpamma

P

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

5. JIOKyMeHTBI IO TMYHOMY COCTaBY (/[atime pazeepHymsiii 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 (/latime pazeeprymolii omeem)

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

10. YupenurenbHblii foroBop (Haiime pazeeprymsiti omeent)

11. Opraunuzarmonssie (HOpPMBI CIYKOBI 1ETOMPOU3BOICTBA (/atime pazsepHymulil omeem)

Ornenka chopmupoBanHocT kommnereniuu: OK 05

1. B cootBerctBUU ¢ (eaepanbHbIM 3akoHOM OT 01.06.2005 Ne53-d3 «O rocynapcTBEHHOM
a3pike  Poccuiickoit denepauun» AETONPOM3BOACTBO B OpraHU3alUsaX Jro00d (Gopmbl
COOCTBEHHOCTH MOXET BeCTUCh (Vrasicume monbko 0OuH npasuibhbliil omeent):

1) 00513aTeNIbHO HA PYCCKOM SI3BIKE;

2) Ha TOCYJapCTBEHHOM f3bIKE pecryOnuKky B coctase Pd;
3) Ha UHOCTPAHHOM SI3BIKE;
4) HET OrpaHWYCHUI.

2. Kakume pexkBU3UTHI JOKYMEHTa OpraHa BJacTH pecnyOJMKH oQOpMISIOTCS Ha
rocyapcTBeHHOM si3bike PD u rocynapcTBeHHOM si3bike cyobekta PD (Vkaowcume monvko ooun
NpaguIbHbll OMEem):

1) HAaMMCHOBAHME OpTaHa BIIACTH;
2) HaUMEHOBAHKE BHJIA JIOKYMCHTA,
3) MECTO M3/IaHus JIOKYMCHTA,

4) BCE MEPEUNCIICHHBIC PEKBU3HTHI.

3. B coorBerctBUM c (denepambHbIM 3akoHOM «O TOpsSIKE pPaccMOTpeHus oOpalieHuit
rpaxnad Poccuiickoit @eneparun» ot 02.05.2006 N 59-®3. JIoMKHOCTHOE JIMIIO MOXET He
HCIIOTHATEL OOpaIlieHue, eClu OHO (Vkaoicume moibko 0OUH NPAsUIbHbIL OMEem).

1) aHOHUMHOE;

2) TIOBTOPHOE;



3) ockOpOJISeT U YHHXKAET JTOCTOMHCTBO JOJKHOCTHOTO JIMIA — apecaTa;
4) COOTBETCTBYET JIFOOOMY U3 MEPEUHCICHHBIX BBIIIE YCIOBHMA.

4. Pesomonusi (/{aiime pazeepHymulii omeem,)

5. Mecro uznanus (Havime pazeepHymuwiii omeem,)

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

7. [Tucbmo-HaIIOMUHAaHKE: TPEOOBAHUS K TEKCTY (atime pazeeprymwiii omeem,)
8. ITucemo- TpeboBanue: TpeOOBAHUS K TEKCTY ([atime pazeepHymuiii omeent)
9. I[Tucpmo-0TKA3: TpeOOBAHUSA K TEKCTY ([atime pazeeprymoiii omeem)

10. I'apanTuiinoe TUCHEMO: TpeOOBaHUS K TEKCTY (/atime pazsepnymulii omeem)
11. dopmynsap-obpaszen npoTokoda (/laiime pazsepHymolil omeent)

Onenka chopmupoBannocT kommnereHimu: OK 09

1. Kakue pekBU3UTHI IEPBUYHOTO YUYETHOI'O JIOKyMEHTa Ha MHOCTPAHHOM SI3bIKE JOJKHBI OBbITH
niepeBesieHb! (Vrkaorcume monvko 00un npasuibHbili omeem):

1) HauMeHOBaHUE IOKYMEHTA;

2) HaMMEHOBaHNE YKOHOMUYECKOTO CYOBEKTa, COCTABUBIIETO JOKYMEHT;

3) HauMEeHOBaHUE JOJKHOCTH JIUI[A, COBEPIIMBIIETO CACIIKY, ONEPALlMI0 U OTBETCTBEHHOIO 32 €€
odopmIleHHE;

4) Bce nepeyncieHHbIC PEKBU3UTHI.

2. Beibepute cBONCTBO IOKYMEHTA, OIpeIelIeHHOe MEeXIyHapoaHbIM ctangapTom MCO 15489-
1:2019 «Mudopmammst U goKyMeHTarus. YmpasieHue pokymMeHTamu. Yacte 1. [loHsTus u
npuHIUeD (Vrascume monvko 00un npasuibHulil omeem):

1) JIOCTOBEPHOCTB;

2) IIEJIOCTHOCT;

3) MPUTOTHOCTH JIJIsI UCTIOJIb30BAHUS;
4) BCE MEPEUYHCIICHHBIE.

3. Kto momHOCThIO OCBOOOXAEH OT BEACHMs OyXIraaTepCKOM OTYETHOCTH B COOTBETCTBUH C
denepanbHbIM 3ak0HOM «O OyxranTepckoM yuere» oT 6 mpexadpst 2011 r. Ne 402-D3 (Vraorcume
MONLKO OOUH NPAGUTLHBILL OMEEm):

1) dunuansl ”HOCTpAaHHBIX KOMITAHUI;

2) mpeACTaBUTENbCTBA HHOCTPAHHBIX KOMIIAHUH;

3) (bunanbl, MPeICTaBUTENBCTBA HITH IPYTUE MOAPa3elICHHs] HTHOCTPAHHBIX KOMIIAHUN U
WHIWBUAYAJIBHBIC ITPEATIPUHUMATCIIN
4) HUKTO HE OCBOOOXK/ICH.

4. HaumeHoBaHMe OpraHU3alluu- aBTOpa TOKyMEeHTa (/[atime paszseprymoiii omeem,)

5. CnpaBouHbIe faHHBIC (/atime pazgepHymbiii omeent)

6. Anpecat ([aiime pazeepHymulii omegen)

7. [Tucpbmo-HarioMuHaHue: TpeOOBaHUS K TEKCTY (atime pazeeprymwiii omeem,)

8. ITucemo-nipurnaimieHue: TpebOBaHUA K TEKCTY (atime pazeepHymulii omeen)

9. IluceMo-TIpeIoKeHUE HHOCTPAHHOTO MapTHEpa: coJiepkanue (atime pazgepHymoiti omeent)
10. DnexkTpoHHas MOANUCH (/[atime paszsepHymbili omeem,)

11. TunoBsle Qopmbl mHCbMa 3apy0eKHOMY MapTHEPY Ha AaHIJUICKOM si3blke ([atime
pazeepHymoiii omeent)



Ouenka chopmupoBanHocTy komrerennun: K 1.1

1. TlonoxxeHneM IO BBEACHUIO OyXTraJITEPCKOro ydeTra U OyXraiaTepckod oTueTHocTH B P®
orpeziencHo, uto (Vkaoswcume monvko 00un npasuibHulii Omeem):.

1) BHECeHME UCTIPABIICHUI B KACCOBBIC H OAHKOBCKHE JIOKYMEHTBI HE JOIYCKACTCS;

2) BHECEHUE HCTIPABJICHUM B KACCOBbIE U OAaHKOBCKHE JOKYMEHTHI JOIYCKAETCs;

3) BHECEHME UCIIPABJIEHUI B KACCOBBIE JJOKYMEHTBI JJOITYCKAETCs;

4) HeT BEpPHOI'o OTBETA.

1. Kakoii JOKyMEHT HE SIBISIETCS MEPBUYHBIM OyXrajTepckuM IokyMeHToM (Vkaowcume
MONILKO 00UH NPABUTIbHBIL OMEEN):

1) JOTOBOP (KOHTPAKT);

2) CUeT Ha OIIary;

3) aKT BBITIOJTHCHHBIX pa0OT MM OKa3aHHBIX YCIIYT;

4) cueT-(paktypa

2. Yro sBisieTCs JATOM aKTa BBIMOJIHEHHBIX Pa0OT WM OKa3aHHBIX ycayr (Vxaowcume
MONBKO 0OUH NPABUTIbHBLL OMNEEN).

1) JaTa COCTaBIICHUS;

2) JaTa 3aBEpIICHUS BHIMIOJIHEHHUS pa0OT WM OKa3aHUS yCIIyT;,

3) JaTa HaJalla BHIMOJTHCHHS PabOT WIIM OKa3aHUs yCIIyT;

4) aTa HeoOs3aTenbHA.

4. OO0mmas XxapakTepUCTHKA IEPBUYHBIX YUETHBIX IOKYMEHTOB ([atime pazeepHymbviii omeem,)

5. O6s3aTesbHbIC PEKBU3UTHI MIEPBUYHBIX YUETHBIX JTOKYMEHTOB (/atime pazeeprymviil omeem)
6.Cuer-daxyrypa (Jaiime pazeeprymoiii omeem)

7. ABaHcOoBBIH oTueT (Haume pazseprymoiii omeen)

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

9. [TnaréxHoe TpedoBanue (Javime pazeepHymulii omeem,)

10. Akt Ha criMcaHue MaTepuanoB (/latime pazsepHymulii omeent)

11. TIlpumepsl yHUGUUIUPOBAHHBIX (OPM TEPBUYHBIX YUETHBIX JOKYMEHTOB ([aiime
DpaseepHymulii omeem)

Onenka chopmupoBanHocT kommnerenuu: MK 2.7

1. MakcuManbHBIE KOHTPONBHBIM CpPOK OTBeTa Ha TpeOoBaHHME 00 HM3MEHEHHMH WM O
pactopkeHuu oroBopa (Vkasicume moabko 0OuH NPasuibHbllL OMeent):

1) 10 nueit;

2) 14 nueit;

3) 21 nens;

4) 30 nHei.

2. IlporpaMma npoBeICHUSI KOHTPOJIBHBIX MEPONPUSTHH OTHOCUTCS K (Vkasicume monvko 0oun
NpaguIbHbll OMEem):

1) pacriopsIUTENBHBIM JOKYMEHTAM;

2) opraHM3alMOHHO-TIPAaBOBBIM JJOKYMEHTaM;

3) cipaBOYHBIM IOKYMEHTAM;

4) naopMallMOHHBIM JOKYMEHTAM.

3. Kto momkeH moamucarh akT O HpPOBEICHHM peBU3uu (Vkasicume monivko 0Oun npasuibHulil
omeem):

1) YJICHBI KOMHCCHH;

2) npenceaaTenb KOMUCCHH,

3) npejceiaTelb U CEKpeTaph KOMUCCHH;



4) BCE IIPUCYTCTBYIOIIHE.

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

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

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

7. Pesomonus (/laiime paszeeprymulii omeem,)

8. TpebGoBanus k opopMieHUIO nena (/atime pazeeprymolii omeem)

9. ndopmaiimoHHO-CIIPaBOYHBIC JIOKYMEHTHI (/atime pazeephymulii omeem)
10. CornacoBanue nokymenta (/Jatime pazeepnymoiii omeem)

11. Peructpaiusi JOKYMEHTOB (/aiime pazéeprymviii omeemn)



3. TAKET 9K3AMEHATOPA

3.1. YciioBusi NpoBeeHUs POMEKYTOYHOM aTTeCcTAlUU

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

3.2. Kputepuu ouneHKH

OneHKH  «OTJIIMYHO»  3acly>KUBaeT CTYIEHT, OOHApyKMUBIIMHA BCECTOPOHHEE,
CUCTEeMAaTUYECKOE U TIYOOKOe 3HAHUE Y4eOHO-MPOrPaMMHOTO Marepualia, YMEHHE CBOOOIHO
BBINIOJIHATh 33JlaHus, NMPEAYCMOTPEHHbIE MPOrPaMMON, YCBOMBIIUN OCHOBHYIO M 3HAKOMBIN C
JIOTIOJIHUTEIIbHOM JIMTEPaTypO, PEKOMEHIOBAaHHOM IPOrpaMMOM, HPOAEMOHCTPUPOBABIINI
YMEHUE MPUMEHATh TEOPETUUYECKHE CBEACHUS ISl PELICHMS NMPaKTUYECKHX 3aJad, YMEIOLIUN
HaXOJUTh HEOOXOIMMYIO HH(POPMALUIO U HCIIOIb30BaTh €€.

OneHKH «XOpPOIIO» 3acCIyXUBAeT CTYICHT, OOHAPYKUBIIUK IOJHOE 3HAHWE Yy4eOHO-
IIPOrPaMMHOr0 MaTepuaa, YCHEIIHO BhIMOIHIIOUINN IPeyCMOTPEHHBIE B IPOrpaMMe 3a/1aHus,
YCBOMBIIMN OCHOBHYIO JIMTEpaTypy, PEKOMEHJIOBaHHYI B mnporpamme. Onenka "xopomo"
BBICTABJIIETCSl CTYJIEHTaM, IIOKa3aBIIMM CHCTEMAaTHYECKHH XapakTep 3HAaHUW IO Y4eOHOH
JTUCIUIUIMHE U CIIOCOOHBIM K HX CaMOCTOSITEIbHOMY IOMOJHEHHIO W OOHOBJICHHIO B XOJI€
JanpHelmeil yaeoHoi paboTsl 1 MpohecCHOHATTEHON IEATEIIEHOCTH.

OneHKH «yOOBJIETBOPUTEIBHO» 3aCIyKUBAaeT CTYACHT, OOHAPYKUBIIUN 3HAHHE
OCHOBHOTO y4eOHO-TIPOrpPaMMHOTO Marepuaja B 00ObeMe, HEOOXOAWMOM Ui JalbHEHIIen
y4eObl U MpeCcTosAIed paboThl 0 CHENHMAIBLHOCTH, CIIPABIIAIOLIMICS C BBIIOJHEHUEM 3aJaHUH,
MPEAYCMOTPEHHBIX MNPOrpaMMOM, 3HAKOMBIA C OCHOBHOW JIMTEPATypOu, PEKOMEHIOBAHHOMU
nporpaMMoil. OILlEHKa «yIOBJIETBOPUTEIBHO» BBICTABIIAETCA CTYAEHTaM, JOINYCTUBIIUM
MOTPENIHOCTU B YCTHOM OTBETE U IPH BBINOJIHEHUU 33JaHUN, HO 00J1a1al0IUM HEOOX0AUMbIMHU
3HAHUSMM JUIsl UX YCTPAHEHHUS IO/l PYKOBOACTBOM IIPENOAABATEIS.

OneHka «Hey10BIETBOPUTEIBLHOY BBICTABIISIETCS CTYIEHTY, OOHApYKUBIIEMY MPOOebI
B 3HaHMSIX OCHOBHOIO Yy4eOHO-IPOrpaMMHOI0 MaTepuana, JOMYCTHUBLIEMY NPUHIMIIUAIbHBIE
OIIMOKH B BBIMOJIHEHUH IPEyCMOTPEHHBIX ITPOrpaMMOil 3a1aHUH.

3.3. Kputepum 1 1mIKajaa OLeHUBAHUSA KOHTPOJHPYEMbIX KOMIIEeTeHIIUH

Ilogxonsl B OllEHUBAHUU:

KputepuanbHblii — eIUHUIIEH U3MEPEHHUS SIBIISIETCS TPU3HAK XapaKTEPUCTHKU Pe3yIbTara
o0Opa3oBaHwUsl.

OnepanvoHANBHBIA — €IUHUIIEH W3MEPEHHs SBISETCS MPABHIBHO BBITOJIHEHHAS
oTiepanus AeATEIIEHOCTH.

Kak npaBumno, ucnonb3yeTcst TMXOTOMUYECKasi OIICHKA:

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

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



Kpurepun onieHuBaHNs KOHTPOJIMPYEMbIX KOMIIeTeHIHIi

Pe3ynbTaTel
(ocBOEHHBIE Kpurepun

KOMITETECHIINH )

OK?2 Ocy1iecTBiIsieT MOUCK U MCTIOJIb30BaHUE Pa3IMYHBIX HCTOYHUKOB HHPOPMALIUH,
HeoOXoauMoM 17151 3((HEKTUBHOTO BBHITTOJIHEHHS MPO(eCCHOHATBHBIX 3a/1a4

OK3 JIeMOHCTpUPYET 3aMHTEPECOBAHHOCTh B M3YYEHHUU IUCLHUIUIMHBI M JKEIaHUE
OBIIA/IETh NPaKTUYECKUMU HaBBIKAMU TSt npodecCnOHaIBLHOTO
UCIIOJIb30BaHUS.

OK 5 Bnageer ycTHOM M NMCbMEHHOM pedbio

OK 9 JleMOHCTpHpYET YMEHHE MOJIB30BAThCS MH(DOPMAIMOHHBIMU TEXHOJIOTHSIMH
[lpy  BBIOMHEHMM  3aJaHUNl  JEMOHCTPUPYET YMEHHME  I0Jb30BAThHCS
pohecCuOHANBHON TOKYMEHTauei

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

I1IK 2.7 BBINONHATE KOHTPOJIbHBIE MPOLEAYPHl U UX JOKYMEHTUPOBAaHHE, TOTOBUTh U
OoQOpMIISITH  3aBEpLIAIOLIME MaTepUabl 10 pe3ysibTaTaM BHYTPEHHETO
KOHTPOJIS.

JIP 7 O} PexTuBHO B3aUMOIEHCTBYIOIININ C YJI€eHAMH KOMaH/Ibl U COTPYJHUYAET C
JOPYTUMHU JIFOJbMH, OCO3HAHHO BBITIOJIHSET NpodeccuoHanbHble TpeOOBaHNS,
OTBETCTBEHHBIH, MYHKTYaJIbHBIH, JUCIUITTMHUPOBAHHBIN, TPY10JII00UBbIH,
KPUTHYECKH MBICIISIIIMHI, HAlleICHHbIN Ha TIOCTHKEHHE TIOCTABJICHHBIX Lieen

JIP 8 [Tpu3HaeT HeHHOCTh HEMIPEPBIBHOTO 00pa30BaHuUsl, OPUEHTHPYETCS B

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

IIIkaja oeHMBAHUSA KOHTPOJHMPYEMBbIX KOMIIETEHIUI

IIponeHT pe3ynbTaTUBHOCTH KagecTBeHHast olleHKa
IIPaBUJIbHBIX OTBETOB bann (ormerka) BepbanbHblii ananor
90- 100 5 OTinyHO
80-89 4 Xoporro
70-79 3 Y 10BIETBOPUTEIILHO
meHee 70 2 HeymoBineTBOpUTEIHHO




3.4. DTAJIOH OTBETOB

OK 02
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I'OCT P 7.0.79-2016 pacnpocTpaHsieTcs Ha OpraHu3alMOHHO-PACIIOPSAUTEIbHbIC
JIOKYMEHTBI: YCTaBbl, OJIOKEHUS, IPABUIIA, UHCTPYKIMHU, PETIAMEHTHI, IOCTAHOBJICHHUS,
pacnopspKeHUs, TPUKa3bl, PeIIeHUs, TPOTOKOJIbI, J0TOBOPHI, aKThl, IMCbMA, CIIPABKH.
Cranpapt onpenensieT COCTaB pEeKBU3UTOB IOKYMEHTOB (30 peKBU3UTOB), MPaBUJIA UX
o(opMIIeHHUS, B TOM YHCIIE C IPUMEHEHUEM HHPOPMAIIMOHHBIX TEXHOJIOTUI; BU/IbI OJIAHKOB,
COCTaB PEKBU3HUTOB OJIAHKOB, CXEMBI PACIIOJIOKEHUSI PEKBU3UTOB HA IOKYMEHTE; 00pa3Ilbl
0JIaHKOB; MTpaBUJIa CO3aHUs TOKYMEHTOB. [o0XKeHs HACTOSIIEero cTaHAapTa
pacpOCTPaHSIOTCS HA JIOKYMEHTHI Ha OyMa)KHOM M 3JICKTPOHHOM HOCHUTEIISIX. JlaHHBIN
CTaHJAPT SIBJIAETCS 00s3aTENbHBIM B JIJIONPOU3BOCTBE FOCYAAPCTBEHHBIX OPTaHOB, OPTaHOB
MECTHOI'O CaMOYIIPABJICHUS.

Cucrema 5>IEKTPOHHOTO JOKYMEHTOOOOpOTa - COBOKYIHOCTh IPOTPAaMMHBIX CpE/CTB,
KOTOpbIE HEOOXOOMMBI Il OpraHu3anmuu 0e30yMakHOro OOMEHa JOKyMEHTaMH C
KOoHTpareHTamu. OHa MMOMOTaeT MEePeBeCTH B OHJAWH MX CO3JaHUE, MOJINHCAHHE, OTHPABKY,
nonydyenue, xpanenue. [lomymspasie CO: Directum; «/emo»; 1C: oxkymentoobopot §;
butpukc, CBUC. IlpeumymniecTBa: COKpamlaroTcs TPYyA03aTpaThl (ONTUMH3ALUS pabOThI
c nuH(opMammeii); TOBBIIACTCA  HCMONHUTENbCKas  auciummmHa (COJ]  mo3BossieT
PYKOBOAUTENSIM KOHTPOJIUPOBATh BCE OTambl pPadOTHI); OW3HEC-TIPOLIECCH CTAHOBSTCS
NpO3pavyHbIMU; TAPAHTUPYETCS  COXPAHHOCTh ¥ KOH(PHICHIUAIBHOCTh  HH(OpMAaINny;
pa3BHBaeTCsS KOPIIOpATUBHAS KYNbTypa, ONEPAaTHBHOCTH JOBEICHUS 1O COTPYAHUKOB HOBOH
UH(OpPMAIIHH; TOBBIIIACTCS KOHKYPEHTOCIIOCOOHOCTb.

J{oKyMeHTOOOOPOT - HEMPEPHIBHBIN MPOIIECC NBMKCHUS JOKYMEHTOB B OpTaHHU3aIluN
Ha3bIBaETCs TOKYyMEeHTO000poTOM. BKittouaer B ce0st Bce cTaiuu 0OpabOTKH U MepeMeIeHus
JOKYMEHTAIIUH: MOJTy4YeHHE WIN CO3aHue, 00paboTKy, OTIPABKY U cady Ha XpaHEHHE.
O6BeM T0KyMEeHTO000pOTa - BCS COBOKYITHOCTDh JOKYMEHTOB B OPraHM3ALIMH 32 KaJIeH/1apHBbIi
roJ B iucrax. Ot o0bema TOKyMEHTO000pOTa 3aBUCUT YUCIEHHOCTh COTPYAHUKOB,
OTBEYAIOIUX 32 PabOTy ¢ TOKyMeHTaMH. JJOKyMeHTOOO0POT COCTOUT U3 3
JOKYMCHTOIIOTOKORB: BXOAICT0, BHYTPECHHCTO, UCXOAAIICTO.

CormnacoBaHue TOKYMEHTa - 3TO KOHTPOJIb KaueCTBa IOKYMEHTa, TApaHTUS TOTO, YTO €ro
COJIepKaHUE COOTBETCTBYET JEHCTBUTEIHLHOCTH, HE IPOTUBOPEUUT 3aKOHOIATEIHCTRY,
JIOKaJIbHBIM HOPMATHUBHBIM MTPABOBBIM aKTaM OpPraHHU3allMy U HE UJAET Bpa3pe3 C HHTepecaMu
opranuzamuu. [lopsaok coriacoBanus onpenensercs opranu3amnuei. CormacoBaHHE MOXKET
OBITH BHYTPEHHUM (COTPYTHUKOM OpPTaHU3AIHH 0GOPMIISETCS BH3a: IOJKHOCTb, TTOAIMUCH C
pacmpoBKOH, 1aTa), BHENTHUM (BHEUTHEH OpraHu3aIieil Wik JOJDKHOCTHBIM JTUIIOM
odopmisiercs rpud cornacoBanus: COI'JIACOBAHO, 1omkHOCTD, MOAMKCH C
pacmrdpOBKOH, 1aTa).

JIoKyMEeHTUpOBaHUE JESATEIBHOCTA KOJUIETHMANbHOrO opraHa. KomiernaiabHblii  opran
NENCTBYET B COOTBETCTBUM C IIOJIO)KEHHEM O KOJUIETHAJIbHOM oOpraHe. XoJ paboTbl
(oOcyxeHne, TOJOCOBAaHUE, pEIIeHHE) (QUKCUPYETCsl B MPOTOKOIE B COOTBETCTBUH C
noBecTkor aHs. CTpyKTypa TEKCTa MPOTOKOJA: COCTaB y4YaCTBYIOIIUX, MOBECTKA IHS, XOJI
paccmoTpenust kaxjaoro Bompoca (CYIIAJIM; BBICTYIIWIIM; PEIIWIIN). [aroit
MPOTOKOJIA SIBJIsSIETCA JaTa 3aUKCUPOBAHHOTO B MPOTOKoJie Mepomnpusatus. lloamuceiBaior
MIpEICeIaTeNbCTBYIONNN U CEKPETAPD.




Knaccudukanus 1JOKYMEHTOB: 1O CHOCOO0Y JOKYMEHTUPOBAHHUA — TPAJAULUOHHBIA U
AJIEKTPOHHBIN; 0 CPOKAaM XPaHEHUsI — IIOCTOSIHHOI'O XPaHEHUs, BPEMEHHOro xpaHeHus 1o 10
JIeT, I0JITOBPEMEHHOTO XpaHeHus (cBbiiie 10 JeT); mo HaIpaBJIEHUIO JIBHXKEHUS — BXOSIINE,
BHYTPEHHUE, UCXOMSILINUE; 110 BUAM AESITEIbHOCTH — MPOEKTHO-CMETHBIE, OpraHU3alMOHHO-
pacrnopsiiuTesbHble, OyXranTepckue, (UHAHCOBO-pacyeTHble M T.A.; 10 HAUMEHOBAHHUIO —
NPUKa3bl, MICbMO-TIPEIOKEHHE, CITy)KeOHasl 3aITUCKa, aKT.

Odopmnenue aen MpoOBOAUTCS PaOOTHUKAMHU CIY>KOBbl JTOKYMEHTALIMOHHOTO 00ecredyeHus
YIpaBICHUS OpPraHU3allid WK JAPYTUMH CTPYKTYPHBIMU MOAPA3ICICHUSIME, B O00S3aHHOCTH
KOTOPBIX BXOJUT 3aBeliecHHEe U (OPMUPOBAHUE JI€d, MPU METOAMYECKON IMOMOILIM U IOA
KOHTPOJIEM apXHWBa OpPraHu3alud. B 3aBUCUMOCTH OT CPOKOB XpAHEHHS MPOBOJUTCS MOIHOE
Wi yactuuHoe odopmienue nen. [lomHomy odopmieHHIo MOiexaT Jena MOCTOSHHOTO,
BpeMeHHOro (cBbimie 10 jieT) XpaHeHHs U MO JUYHOMY COCTaBy (HyMepalus JIMCTOB JIEIa;
BHYTPEHHEH OIKCH; COCTABIIEHUE JIMCTa-3aBEPUTENSA; IMOAIIMBKA WU TEpervieT Jena;
BHECEHUE HEOOXOJIMMBIX YTOYHEHUH B PEKBU3HUTHI OOJOXKH jena (YyTOYHCHHE Ha3BaHHS
OpraHH3aIiy, PErUCTPAIMOHHOTO MHIEKCa JeNia, KpallHuX JaT Jela, 3arojoBKa Jena, CpoKa
XpaHeHHs, KoJu4decTBa JUCTOB B jene). Jlema BpemenHoro (o 10 JeT BKIIOYUTETHHO)
XpaHEeHUsT  TOIJIeKaT  YacTUYHOMY  O(GOpPMIICHHIO:  JOIMYCKaeTcss He  MPOBOAMTH
CUCTEMAaTH3AINIO JJOKYMEHTOB B JIEJIe, JIUCTHI JIe)la HE HyMEpOBaTh, ONUCH U JINCT-3aBEPUTEITH
HE COCTaBJISITh.
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[IpaBuia BHYTPEHHETO TPYAOBOTO pAaCHOPSAAKA — JIOKAJIbHBIA HOPMATHUBHBIMA AKT, KOTOPBIA B
cootBercTBUU ¢ TK P® onpenensieT: mopsaaok npruemMa u yBOJIbHEHHS paOOTHUKOB; OCHOBHBIE
mpaBa, 00513aHHOCTH U OTBETCTBEHHOCTh CTOPOH TPYAOBOTO JOTOBOPA; PEKUM pabOTHI; BpeMs
OT/IbIXa; MPUMEHsIeMble K pabOTHHUKAM MeEpbl TOOMIPEHHS M B3bICKAHUS, WHBIE BOMPOCHI
peryaupoBaHusl TPYJIOBBIX OTHOIICHWH Yy JaHHOro pabotomatens. Mx yrBepxkmaer
PYKOBOJIUTEIb OpraHU3alyu.

I[OKYMGHTI)I 10 J'H/ILIHOMy COCTaBy - I[OKYMeHTI)I, KOTOpBIe OTpa)KaIOT Tp}U:[OBBIe OTHOIIICHUA
coTpyaHuka ¢ pabotomareneM. K TakuM OTHOCATCS: 3asBJIICHHE O IPHEME Ha padoTy;
coryiacie Ha O00pabOTKy TMEPCOHAIBHBIX JTaHHBIX, TPYIAOBOW TOTOBOP; JIODKHOCTHAS
MHCTPYKIIUS; KOIKS IIPHKa3a 0 MpueMe Ha paboTy; IMYHAs KapTOYKa; aHKeTa (JIMIHBIN JINCTOK
o0 yd4ery KaapoB); JOrOBOp O MaTepUAIbHOW OTBETCTBEHHOCTH (Ui MaTepHUaibHO
OTBETCTBEHHBIX JIMII); JOKYMEHTBI, BO3HHKAIOIIME B IPOILECCE TPYAOBOU JEATEIHHOCTH B
KOMIIAaHUU. MaKCI/IMaJ'II)HI)II\/'I CpOK XpaHeHI/IH )IOKYMCHTOB 10 J'II/I'-IHOMy COCTaBy MOXKET
coctaBiaTh 50/75 ner.

TpynoBast KHM>KKA - 3TO OCHOBHOW JOKYMEHT O TPYJIOBOH JESTEIBHOCTH U TPYJAOBOM CTAXKE
pabotauka. OdopmisieTcs MpH MOCTYIJICHUH HAa padoTy BIepBbIe. BriocneacTBIM 3amucu
BHOCSTCS Ha KaXJ10M HOBOM MecTe paboThl. C 2020 1. Havayicst mepexo/1 OT TPaIuIuOHHON
TPYJ10BOM KHMKKH Ha 31eKTpoHHY10. C 01 siuBapst 2021 r. BiepBble NOCTYMAOMIEMY Ha
paboTy rpaxaaHuHy 0(OPMIISIIOT AIEKTPOHHYIO KHIKKY. B OTIIM4Yne OT 37eKTpOHHON BepCcun
B OyMa)XHOU TPYAOBOI KHUXKKE €CTh BCE CBEJICHUSI C MOMEHTA Havaia TPyI0BOU
JIeATeTLHOCTH pa0oTHUKA. ECTh JaHHBIE 0 HATPAXACHUAX M MOOMIPEHUSX 32 BPeMsI pabOTHI.
TpaaumoHHbIE KHIDKKH XPAHSTCS B OT/ETE KaJAPOB, B celipe U BbIIAIOTCS HA PYKHU IO
3asiBJICHUIO Ha 3 mHA. [[BMKEeHUE TPYIOBBIX KHIKEK PETUCTPUPYETCS B KypHAJIC B
TPAAUIIMOHHOM WJIU AJIEKTPOHHOM BUJIe. TpyaoBasi KHM)KKA BBIIAETCA COTPYAHUKY HA PYKH B
JICHb YBOJIbHEHMSI.




Buibl 1OroBOpOB HE MOTYT 3aKITIOYATHCS MEXKAY paboTogaTesieM U paOOTHUKOM B
cooTBeTCTBUU ¢ TpynoBsIM KojiekcoMm PD: Geccpounslii Tpy10BOM JOTOBOp — KOTJIa
paboTonarenb U pabOTHHUK 3aKTFOUIIIN COTTIAIICHUE O B3aUMHBIX 0053aTeNNbCTBaX U MpaBax Ha
HeonpeeNeHHbli cpok. Eci paboToaaTens He COOOIINIT O 3aBEPIISHUH CPOKa I0roBopa 3a 2
MecsIa MUCbMEHHBIM YBEIOMJIEHUEM, TO CPOYHBIN IOTOBOP CTaHOBUTCA OeccpounbiM. [To Takomy
JIOTOBOPY PaOOTHUK pabOTaeT /10 TeX MOp, MOKa HE PEIIUT YBOJIUTHCS UM HE TOIYYHUT
TMIOBBILIICHUE; CPOYHBIN TPYAOBOM TIOTOBOP — 3TO TPYIOBOI JOrOBOP, KOTOPBIN HMEET 3apaHee
OIPEIETICHHYIO J1aTy OKOHYaHUA. B TpyZI0BOM J10rOBOpe AOJIKHBI ObITh MPOMICAHbI: JOIKHOCTB,
Ha KOTOPYIO COTPYAHUK MPUHUMACTCS; TIO/Ipa3/IeJICHUE, PEKUM U YCIIOBHS PabOThI; COCTaBHBIE
4acTH 3apabOTHOM TUIAThI (OKIIAJ, HaT0ABKH, pallOHHBIC KOA((HUITMEHTHI); ITpaBa U 003aHHOCTH
CTOPOH.

[ITaTHOE pacnuicaHue - NEPBUYHBIN JOKYMEHT, ONPEICISIONUN CTPYKTYPY, IITATHBIA COCTaB
U IITaTHYIO YUCICHHOCTh OPTaHU3aIlMH B COOTBETCTBUH C €€ YCTaBOM, COJCPXKHT IEPCUCHb
CTPYKTYPHBIX IO/Ipa3ieicHU, HANMCHOBAHHE JIOJDKHOCTEH, CIEIMAIbHOCTEH, MpodeccHii ¢
yKa3aHHEeM KBaIU(DUKAIMU, CBEJCHUS O KOJMYECTBE IITATHBIX €AWHUIL. [IpumeHsiercs s
0(OPMIICHHS CTPYKTYPBI, IITATHOTO COCTaBa U IMTATHON YMCICHHOCTH OPraHU3aIlluu YIETHBIN
JOKYMEHT ¢ wuH(poOpManued O CTPYKType KOMITAHWU, YHWCICHHOCTH pPaOOTHHKOB, UX
TOJKHOCTSX, KBATH(PUKAIINY, OKJIafgax U HagoaBkax. OH HYKEH BCEM IOPUIMYSCKUAM JIUIAM U
UII, y KOTOpPBIX €CTh IOCTOSHHBIC COTPYyIHUKH. CTpYyKTypa ¥ INTaTHAs YUCICHHOCTH
MOJIMTMCHIBACTCS PYKOBOJUTEIEM KaJapOBOH CITy)KObI OpraHHM3ali U ee OyxraintepoMm (WiH
[JIaBHBIM OyXrajTepoM TpU €ro HajJWM4Wu) OpraHM3alliH, a 3aTeM YTBepKIaercs
PYKOBOAMTENEM OpraHM3allii WM YIOJHOMOUYEHHBIM MM Ha 3To nuioM. CTpykTypa H
HITaTHasT YUCJIEHHOCTh BBOAMTCA B ACHCTBHE NPUKA30M IO OPraHU3allid, MOANHUCAHHBIM
PYKOBOAMTENEM OpPTaHU3AIINH.

JloibKHOCTHAsT MHCTPYKIUS  paOOTHUKOB  ciyxO0bl  JIOY — JOKanbHBIA  JOKYMEHT
OpraHU3aIMOHHO-TIPaBOro Xxapakrepa. OCHOBHBIE CBEACHMS, OTpPaKaeMble B JOJKHOCTHOU
MHCTPYKLMU: TE€peueHb 3a/]ay, BO3JaraéMblXx Ha paOOTHUKA; MOPSJAOK Ha3HAuY€HUs Ha
JOJKHOCTh M OCBOOOKICHHSI OT JOJKHOCTH; OCHOBHBIE KBaTH(PUKAIMOHHBIE TpeOOBaHUS,
MpEAbSBISIEMbIE K pPAaOOTHHKY; TpPeOOBaHMS, MPEABABISIEMble K PAOOTHUKY B OTHOIICHHUH
CIEUUATbHBIX 3HAHUW, TOJOKEHUM 3aKOHOJATENbHBIX M HOPMATUBHO-NIPABOBBIX aKTOB;
TpyAoBast (PYHKIHS U YCJIOBHS, XapaKTEpU3YIOIINE €€ BBINOJIHEHHE; BUJbl padOT B pamKax
MOpyYeHHOW eMy (YHKIMU; TOJTHOMOYHMs (MpaBa W OOS3aHHOCTH) pPAOOTHHKA; MECTO
paboTHMKAa B uWepapxuu (CBSA3M MO JOJDKHOCTH), MEpPhl OTBETCTBEHHOCTH, NPHUMEHEHHE
KOTOPBIX MPEAYCMOTPEHO B OTHOIIIEHUN PAaOOTHHUKA B CBS3H C HEHAJJICKAIIUM BHITIOTHEHHEM
MOpYyYEHHOU eMy Tpy10Boi (pyHKIMHU; TpeOOBaHMSI 10 OXpaHe TPy/a.

OcHoBHBIE 3a7auu cOTpynHuKa ciyx0bl JIOY: momydeHue, peructpaiusi, pacrpeneneHue
JOKYMEHTAIlMU; 03HAaKOMJIEHHE COTPYAHHMKOB C JOKYMEHTAIMell Ha pabounx MecTax; U3bsITHE
YTPATUBIIMX CHIIy JOKYMEHTOB; - Yy4Y€T, XpPaHEHHE U apXUBUPOBAHHME JIOKYMEHTALMH M
JAHHBIX; BEJECHHE HOMEHKJATYphl el M 3aluceil 1Mo KauecTBY,; BHECEHHWE W3MEHEHUH B
YYTEHHYIO IOKYMEHTAIUIO.

YupenutenbHbli JOTOBOP — 3TO COIVIAIIEHUE O CO3JaHUU IOPUINYECKOTO JIUIA, B KOTOPOM
CTOPOHBI 0053aTENBHO OMPEACISAIOT: MOPSIOK PabOThI IO CO3/aHUI0 KOMITAHUU; YCTABHBIM
Kanurtaia GUPMBbI; BETMYHMHY 1 HOMUHAIBHYIO CTOUMOCTh JI0JIEH yupenuTeneil, a TaKxe
MOPSIIOK WX OIUIaThl. Takke B COrJamieHne MOYKHO BKJIFOUHTD: pacrpeesieHue IpuObLIN 1




YOBITKOB MEKIy COO0M, CTPYKTYPY yIPaBICHUS 1€ATEIbHOCTHI0O KOMIIAHUH, IPOLIETYPY
BBIXO/Ia YUPEAUTENICH U3 COCTaBa YYACTHUKOB OPraHU3alMU. ITO 00s3aTEIbHBIN TOKYMEHT
JUTsL KOMMEpUYECKOH opranu3aiiu. YToobl J0roBop MMeEN IOPUIUIECKYIO CUITY, OH JOJKEH
COJIEPIKaTh CBEACHHSI 00 YUpPEAUTENAX U CO3aBacMOl KOMIIaHUH (HAMMEHOBAHUE CIIEIKH, K
npumepy, «loroBop 06 yupexaernn OO0 «Pomaiikay; 1ata 1 MECTO 3aKITFOUYCHUS CCIKH;
MPEeIMET JIOTOBOPA - PEIICHUE O CO3/IJaHUU KOMITAHUHU, 0053aTeIhCTBA YIACTHUKOB (DUPMBI;
HAaUMEHOBAaHME OpraHU3aIUH (II0JIHOE, COKPAILlEHHOE, HA HHOCTPAHHOM SI3BIKE);
IOpUIMYECKUN aapec. YKa3bIBaiiTe ajapec Tak, kak oH 3adukcupoBad B DUAC.

Opranuzannonabie GOpMBI CIYKOBbI JEIONPOU3BOJCTBA. BBINENSIOT TpU OCHOBHBIE (HOPMBI
OpTraHM3aIMH: [ICHTPAIU30BAHHYIO, ICIICHTPATN30BAaHHYIO U CMEIIAHHYIO.

Bei6op QopMBI  IENIONPOM3BOJACTBA 3aBUCUT OT XapakTepa JesATeNbHOCTH, (YHKIUH,
OpPraHM3allMOHHON  CTPYKTYPbl  YYPEXKICHHsS, OObeMa JIOKyMEHTOOOOpoTa H  JIp.
enTpamm3oBanHas Gopma: Bce omepanuud 1mo o0padoTKe JTOKYMEHTOB COCPEIOTauyHUBAIOTCS
(LIEHTPAJIU3YIOTCSA) B €AMHOM JIJISL BCETO YUPSHKICHUS LICHTPE — KaHIIEIAPHH, OOIIEM OT/IENe
WMy  Ccekperaps. Ota  ¢opMa  xapakTepHa UL MEJIKUX  YUPEIKICHHM.
JletieHTpanu3oBaHHas Gpopma JeIONPOM3BOJACTBA:  KaXKJI0€ CTPYKTYpHOE IOJpa3/ciieHue
OpraHu3alMi HMMEET CBOIO CIIY)kKOy, KOTOpasi BBINOJHSAET TOJHBIA IMKI OIepanuid 10
00paboTKe M XpaHEHHWIO JTOKYMeHTOB. CMemanHas (opma JeI0MpOU3BOJICTBA: PETUCTPAIIUS
BXOI{?[IHGP'I u HCXOII?IHIGfI JOKYMCHTAlUKM MW apXHMBHOC XPAaHCHUC OCTAarOTCd B BCACHHUU
CICIHAIM3UPOBAHHOIO TMOJpPA3/ICICHHUS, a CO3JaHHe, CHUCTeMaTH3alus u 0o0paboTka
JOKYMCHTallMK1 nepen CI[a‘-ICI‘/JI B apxXuB BBITIOJITHAKOTCA B KaXXI10M CTPYKTYpPHOM
MoApa3aesIeHuy. JDTO caMasl pacipocTpaHeHHas (hopma JAeT0npOou3BOACTRA.

OK 05

1

4

1

Pe3osronust — 3T0 OJIMH U3 BAXKHEUIINX PEKBU3UTOB, PErYJIUPYIOIIMX PACIOPAIATEIBHYIO
JEeSTENbHOCTDh pyKoBoauTeNsA. CTPYKTYpHI 1I000H pE30IOIH 3T0: (paMUITus, HHUIIAAJIBI
OTBETCTBEHHOTO HCIIOJIHHUTEISI, KOTOPOMY aJIpecOBaHa PE30JIIOIHS; paCTIOpIUTEIbHAS
TEKCTOBAs 4aCTh C YKa3aHHUEM CPOKOB MCIIOIHEHUS; TTOANUCH PyKOBoAUTEN ., naTta. [1o cBoei
IOPUIMYECKON CHIIE PE30JTIOIHUS Ha IOKYMEHTE IPUPABHUBACTCS K PACTIOPSIUTEITHHBIM
nokyMmeHTaM. [I[puHuMaemMble pyKOBOAMTENSIM ONlepaTUBHBIE pelieHus, 0hopMIIsieMble B BUIE
PE30ITFOINH Ha JJOKYMEHTE, CTAaBATCS Ha KOHTPOJIb UCTIOTHEeHHsI. ECIi TOKyMEHT He HMeeT
MecTa JIJIsl HAHECEHUS PACTIOPSIUTEIHHOTO PEKBU3UTA, €T0 MOXKHO O(OPMUTH HA OTAETHHOM
nmuctke popmara A6 i A7. B TakoM cirydae HE0OXOAUMO TOTIOJHUTEIBHO YKa3aTh HOMED
JIOKYMEHTA, B OTHOIIEHUU KOTOPOTO U3JIAETCsl pACTIOPSKEHHE, U IaTy €r0 PErUCTPAIIUH.

Mecto coctaBneHus (M3gaHUs) JOKYMEHTa YKa3bIBAaeTCsl BO BCEX JOKYMEHTaX, KpOMe
JIeNOBBIX  (CIIY’)KEOHBIX) MHCEeM, a TaKKe JOKJIAJHBIX, CIY)KEOHBIX 3allUCOK M JPYIHX
BHYTPEHHUX HWH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB. MecTo cocTaBieHHUs (M3/1aHus)
JIOKYMEHTa HE yKa3bIBaeTCsa B TOM CiIydae, €CIM B HANMEHOBAHUU OpraHU3allK IPUCYTCTBYET
yKa3aHHe Ha MECTO €€ HaXOXJAEeHUs. MecTo cocTaBlieHus (U3/1aHUA) TIOKYMEHTa yKa3bIBaeTCs
B COOTBETCTBUU C MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATILHBIM JiesieHneM. CoKpalleHHOe
cI0BO ropon (r.) He yKa3bIBaeTCs, €CIM MECTOM H3JaHHs SBISETCS Topoi (enepasbHOro
3HaueHus (Mocksa, Cankt-IlerepOypr, CeBacTomnons).

[Tucema cocTaBisAIOTCS Ha CHElMalbHBIX OnaHkax nuceM popmara A4 i AS B 3aBUCHUMOCTH
OT pa3Mmepa TEeKCTa MuchbMa. TeKCT MUCbMa JOJDKEH OBITh JIOTWMYHBIM, IOCIIEI0BATEIbHbBIM,
yOeauTenbHbBIM M KOPpPEeKTHBIM 1o Qopme. DakTbl M COOBITUS JOJIKHBI H3JIaraTbCs
OOBEKTHBHO, JIAKOHWYHO, $ICHO. TeKcT mHcbMa HE JOJDKEH JIONMYCKaTh pPa3InYHOIO
toskoBaHMs. [luceMo  1enecooOpa3HO TOTOBUTh 1O  OAHOMY Bompocy. Ilucema
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MOAMKUCHIBAIOTCA ~ PYKOBOAMTEIIEM  OpPraHW3allud, €ro 3aMEeCTHTEIIMH B paMKax
MPEIOCTAaBIICHHOM UM KOMIIETEHIIMM, a TaKXe PYKOBOAUTEISIMH CaMOCTOATEIbHBIX
CTPYKTYPHBIX TOJIpa3/IeJICHUHN, €CIM UM TIPEIOCTaBICHO ATO MpaBo. [IMChMO TOKHO MMETh
OTMETKY 00 HCIOJIHUTENE, KOTOpasi MPOCTABJISETCS B HIDKHEH YacTH JIUCTA, TOJ| MOAIMKUCHIO
pykoBoauTens. JlaToii nmuchbma sBISETCS AaTa ero MOAMUCAHMS.

OO0s3aTeNIbHBIMUA PEKBU3UTAMU MUChMA SIBJISIOTCS: HAMMEHOBAHUE OPTaHM3allMHU, CIIPABOYHBIE
JlaHHBIE 00 OpraHM3aIluH, KOJI OpraHU3aIii, OCHOBHOW TOCYAapCTBEHHBIN PErHCTPallMOHHBIN
Homep (OI'PH) ropumudeckoro nuia, UASHTHPUKAITMOHHBI HOMEpP HAIOTOIUIATEIbIIINKA/KO/T
NPUYMHBI TMOCTAaHOBKM HA y4YeT, JaTa, pEerucTpallMOHHBIH HOMEp, CChUIKa Ha
PErUCTPALlMOHHBIN HOMED U AaTy, aJapecaT, 3arojioBOK K TEKCTY (IIPU COCTaBJICHUU MHUCbMa Ha
Oanke ¢opmara A4), MOANUCH, OTMETKA 00 UCIIOJTHUTENE, B CONIPOBOIUTEIBHBIX MUCbMaX —
OTMETKA 0 HAJIMYUU MPWIOKEHUHN, B TAPAHTUMHBIX MUChbMAX — OTTUCK ME€YaTH.

[TucbmMo-HanIOMUHAHUE - OJHA W3 PA3HOBUAHOCTEH Jei0BOM mepenucku. Takyoo (opmy
KOPPECIOHICHIIMA MOKHO MCIIOJB30BaTh B PA3HBIX CUTyallUsX. B 4acTHOCTH, KOrja HYKHO
HAllOMHUTb BTOPOM CTOpOHE: 00 HCIOJHEHUM B3ATHIX 00S3aTEIbCTB; O COOJIIOJEHUM HOPM
3aKOHA; O TMPUOIMHKEHUHN KaKOTO-TO BaYKHOTO MEPONPHUATHS WK AaThl U T.1. OOBIYHO MUCHMY
HpEeIIeCTBYeT ycTHOe HarnoMuHaHue. OHAaKO eclii OHO HE BO3BIMENO JOJDKHOro 3¢ dekra,
OTIpaBUTENb NpHOEraerT K NHCbMEHHOMY H3BeLIeHUI0. Takum o00pa3oMm, 3TO NHCbMO HE
TOJIBKO CIIy’KUT HAIIOMUHAHUEM, HO U SIBIISIETCA JIOKA3aTEIbCTBOM IIPOU3BEACHHOIO JCHCTBUS.
[TuceMo-HanmOMHHAHUE O0O0S3aTENBHO JIOJDKHO COJAEpXkaTh: CBEAECHUA 00 OTHpaBUTENE HU
ajipecare: IOJIHbIE HaUMMEHOBAHUS KOMIIAHMM, a eciu Jeno ujaer ol ajgpecare, TO eule U
noixkHOCTh U ©.M.O. KOHKPETHOr0 COTPYAHHUKA; MPUYNHY HAIIOMUHAHMS; CCHIJIKU HA 3aKOHBI
U HOPMBI, KOTOpblE€ MMEIOT OTHOLIEHHE K HAallOMMHaeMoW mpobieme uiau cutTyauuu. Ecium
JIEJI0 KacaeTcsl HEBBIIOJIHEHNS 00s13aTE/IbCTB UM HApYILLIEHUSl 3aKOHA, CIEIYET MEPEUnCIUTh
CCBIIKM Ha HHUX, & TaK)K€ BO3MOJKHBIE CAaHKIIMM M MEpBl, KOTOPbIE T'OTOB IPEINPHHSITH
OTNpPABUTENb JJISl PEIICHUs BOINPOCA, HAIMOMHUTH O BO3MOXKHOCTH PpEUIEHHS] HPOOJIEMBI
MHUPHBIM IyTEM, YCTPaUBAIOLIEM 00€ CTOPOHBI.

Hasnauenue mnucpma-TpeOOBaHUS — 3acTaBUTh ajJpecaTa BBINOJIHUTH B3ATble Ha ce0s
o0s3aTeNIbcTBA B YCIOBUSX, KOIJa HMMEIOTCS CEephe3Hble HapyLIEHHs paHee MPHUHATHIX
noroBopeHHocTel. [TuceMo-TpeboBaHNe MPU3BAHO YPETYIUPOBATH KOH(QIMKTHYIO CHUTYallHIO
B JIOCYJIeOHOM TMoOpsKe. B HEKOTOphIX CUTyalusX JOKYMEHT MOXKHO MCIIOJIb30BaTh B
KayecTBe Jl0KazareibcTBa B cyae. s TpeGoBaHHS YMECTHO HCIOJb30BAaHUE CIEAYIOLIUX
¢pa3: B BHJy HEHMCIIOJHEHHMsI BaMH 0053aTENIbCTB; B CBS3U C 33J0JDKEHHOCTBIO; COTJIACHO
JIOTOBOPY KYIIJIU-TIPOJIaXKH; UCXOAS U3 yCcIoBHil 1oroBopa noctaBku Ne... CinenyeT cebuiatbes
Ha MYHKTHl 3aKOHOB, HOPMAaTMBHBIX aKTOB, IIOCTaHOBIeHWH u T.A. TpebGoBaHue,
dbopmynupyercs B yIbTUMATUBHOW (GopMme — TpeOyeM: He3aMeIIUTEIbHO MPEIOCTaBUTH;
MOTaCUTh UMEIOIIYIOCS 33J0JDKEHHOCTh; UCIIOJIHUTh 00s13aTenbeTBa U T.4. Cleyer ykasarh o
Mepax, KOTOpbhle Bbl HaMEpPEHBI NMPEANPHUHATH B CIydyae HEUCIIOJHEHHUS BBIABUHYTHIX BaMH
TpeOoBaHUI: MaTepuaybl Jena OyAyT mepeldaHbl B apOMTpaKHBIH cyn; BaMm OyayT
npeIbsBICHBI MITpadHble CAHKIIMHU; Ha Ballle UMYIIIECTBO OYJE€T HAJIOKEH apecT.

[TuceM0-0TKa3 — 3TO JOKYMEHT, KOTOPBIN AT OTPHUIATENbHBI OTBET HA MUCHMO-TIPOCHOY
HJIM ITUCBMO-3aIpocC. Ecimu muceMo-0TBET COACPIKUT OTKa3, €ro, KaK IpaBUIO, HAYUHAIOT C
¢pa3: bnarogapum Bac..., Ho... [IpuHOCHUM CBOM M3BUHEHUSI, HO... YacTo 0(OPMIISIOT OTKA3 B
OTCpPOYKE IUIaTeXa, JEeJIOBOE MHUCHhMO B OSTOM CIIydae COCTaBISIeTCS B MAaKCHMaJIbHO
KoppekTHO#l (hopme. Eciu Ha mocTynuBIee MUCHMO BBl Ia€T€ OTKA3, B MUChME JOHKHO OBITH
00oCcHOBaHHe, O0BICHSIONIEee MpuunHy. OTKa3 HY)KHO IMHACATh CTPOTO Ha MMs TOTO YeIOBEKa,
KOTOPBIA TOIMUCANICS TOJ] U3HAYAIbHBIM MUCHbMOM. B TIPOTHBHOM CiTydae, OTKa3 MOXKET He
JIOUTH 10 ajpecaTa WIH 3aTepAThCS B IMOTOKE BXOISAIIECH KOPPECHOHAEHUMH. BbIIENsAIoT
HECKOJIbKO BHUJOB THCEM-OTKA30B: OTKa3 OT y4YacTHsS B MEPONPHUATHHU, OT MPEIJIOKEHHUS O
paboTe, OT COTPYTHUYECTBA.

["apaHTHiiHOE NUCBMO — 3TO IOPUAMYECKH 3HAUYMMBbIM JOKymMeHT. KoMmaHus-cOCTaBUTEID,
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COIJIaCHO €My, OO€IaeT BBIMOJHUTH CBOIO OOS3aHHOCTh B CHUIy YK€ HMerolIeics
noroBopeHHoct ¢ (Gupmoii wim UII — momyuatenem mwchbma. Ha mpakThke KOMIAaHUU
HEPEeIKO OOEIIA0T BHECTHU OILIATY 32 YK€ MOJyUYEeHHbIE aKTUBBI, pa0OThI JINOO YCIyTH.
3aKOHOAATENbCTBO HE COJAEPXKUT HMHCTPYKIMM, Kak Hamucarth rapaHTuiiHoe nuceMmo. Her
YCTaHOBJICHHBIX OJJAHKOB rapaHTHHHBIX nuceM. OGopMIIATh JOKYMEHT Jydllle Ha (UpPMEHHOM
Osianke opranuzauuu. CocraBisis 1AaO0JIOH rapaHTUHHOIO IHCbMA, YYUTBHIBAWTE OCHOBHBIE
TpeOOBaHUS K HEMY — 3TO IpeJebHasi KPaTKOCTh U CTporas opUIMaIbHOCTh. Y JOKyMEHTa
00s3aTeNIbHO JTOJDKHO OBITh Ha3BaHUE - «rapaHTHiHOE muchbMOy». [lo TekcTy KiodeBoe
o0elaHye «rapaHTHUPYIO» WU «TapaHTUPYeM» JIydlle BBIICIUTh KPYMHBIMU OyKBaMU WM
XKUpHBIM mpUdTOM. 11[aGnoHHBIE (OPMYIMPOBKH B TrapaHTHHHOM IMHUCHME: JUII OCHOBHOTO
obemanus - «00sS3yeMcsl OIJIATUTh», «OIUIaTy TapaHTUPyeM»; AJIsl ONMHMCAHUSA MPUYUH — «B
CBSI3M C [IEPEHOCOM CPOKOB...», «M3-3a YXYAUIECHUS] SKOHOMUYECKON CUTYalluu B PETHOHE. ..»,
«I10 TIPUYMHE YBEIMYEHHUs KOJIMYEeCTBa 3aKa30B...» W T. 1. JIroboe rapaHTuitHOe MUCHMO Ha
OIIaTy COJIEP>KUT: Ha3BaHHUE JIOKYMEHTa; CBEJEHUS 00 OpraHMU3alMH-COCTaBUTENE UChbMa, B
TOM YHCJIE €€ PUANYECKUN U MouTOoBbIM aapeca, koasl OKIIO, OT'PH, MHH, KIIII, Homepa
teneoHoB, dakca, aapec caiita GupMel B IHTEpHETE; HOMEp U /IaTy COCTABICHHUS JOKYMEHTa
(oroBopa), U3 KOTOPOrO BO3HHMKJIA OOS3aHHOCTH IO OIUIATE; OMHCAHHME A0Jdra - 3a 4TO
rapaHTupyercsl OIulaTta; IMOANKMCH PYKOBOAMTENS OpraHu3allMy; IedaTb OpraHUu3aluu-
COCTaBUTEJNs MHCHhMA (€CIIU y Hee eCTh MeYarh).

dopmyisip-odpaser npoTokona. JJOKyMEeHT mpeaycMaTpruBaeT: HAMMEHOBAaHUE OpTraHU3aliH,
UCTIONIB3YHTEe (DUPMEHHBIN OJIaHK MM OOBIYHBIN JHCT A4; HAaMMEHOBAaHHE BUJA JOKYMECHTA,
HOMEp U JIaTy JOKYMEHTa, MECTO COCTABJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOAMHKCH. JlaToi
yKa3bIBaeTCSl Jara MPOBEIACHUS COOpaHMS;, CIUCOK MPUCYTCTBYIOIIUX JIUI;, JaHHBIC
npezcenaTens W CeKperaps; MOBECTKY COOpaHUs; TOJOCOBAaHUE, €CIM OHO IMPOBOJIMIIOCK;
oOmIre BBIBOABI MO UTOTAM MEPOMPUSTHS, eclau TpedyeTcs. TekcT u3naraercs OT TPEThero
JUIIa MHOKECTBEHHOTO YHCIIa («CIYIIAINy, «PEHIMINy), €ClIH JOKYMEHT COCTaBlieH Oosee
yeM Ha | CTpaHulle, TO BTOpas M TMOCIEAYyIOIIUe CTpaHUIbl HymepyroTcs. [Iporokon
TIOJIIHMCHIBAIOT MPEJICEIaTeNlb M CEKPETaph.
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HanmenoBanue opranuszauud - aBTOpa JOKyMEHTa Ha OJjaHKe JOKYMEHTa JIOJIKHO
COOTBETCTBOBaTh ~ HAMMECHOBAHUIO  IOPUAMYECKOrO  JIMLA, 3aKPEIUICHHOMY B €I0
yUpeAUTEIbHBIX TOKyMEHTax (ycTaBe WM MOJ0KEeHUH). B ycraBe opranusanuu yka3bplBaeTcs
NIOJTHOE Ha3BaHME, COKPALIEHHOM Ha3BaHHWE Ha PYCCKOM SI3bIKE, MOXET ObITh yKa3aHO Ha
BTOPOM T'OCYJIapCTBEHHOM S3bIKE (TIOJTHOE U COKPAIIEHHOE) U MHOCTPAHHOM s3bIKe (IIOJTHOE U
COKpalleHHoe). B 1okymeHTe Mmoj HauMEHOBAaHHUEM OpraHU3alUU B CKOOKaxX YKa3bIBaeTCs
COKpPAIICHHOE€ HAaMMCHOBAHMWE OPraHM3AlMM, €CIIM OHO IPESYCMOTPEHO  YCTaBOM
(monoxennem). Hayl HaiMeHOBaHMEM OpraHU3allMM - aBTOpPA JOKYMEHTA yKa3bIBa€TCsl MOJHOE
WIM COKpallleHHO€ HAaUMEHOBAaHHWE BBILIECTOSALICH opraHu3zauuu (IpuU €€ HaTu4uH). ITO
PEKBU3UT, IPUAAIOIINI JOKYMEHTY FOPUANYECKYIO CUITY.

CrpaBounble gaHHbIe CIpaBOYHBIC TaHHBIE 00 OpraHU3aIMH YKa3bIBAIOTCS B OJAaHKAX THCEM
U BKJIIOYAIOT: TOYTOBBIA agpec OpraHu3aluu (IOMOJHUTEIBHO MOXKET YKa3bIBaThCS aJpec
MeCTa HaxOXKICHHs IOPUIMYECKOrO JIMIA, €CIM OH HE COBIAJAaeT C IOYTOBBIM aJIPECOM);
HoMep TenedoHa, dakca, agpec dIEKTPOHHOM MOUTHI, CETeBOM ajapec. B cocTaB crpaBOUHBIX
JTAHHBIX, 33 UCKIIIOYCHUEM OJIAaHKOB JOKYMEHTOB OPTaHOB T'OCYJapCTBEHHON BIIACTH, OPTaHOB
MECTHOTO CaMOYIPAaBJIEHMs, BKIIOYAIOTCA: KoJ opranuzanuu mno OOmepoccuiickomy
kinaccudukaropy mnpennpustuii u  opranm3anuii  (OKIIO), ocHOBHOW TOCymZapCTBEHHBIN
peructpaiioHHbI ~ HOMep opranuzamumu  (OI'PH) wu  waeHTHQHUKAIMOHHBIE  HOMeEp




HaJIOTOTUIATEIbITNKA/KO IMPUYUHBI TOCTAaHOBKHM Ha Hasoroseiid yuetr (MHH/KTIIT).

Anpecar (mosydaTenb) WCIONB3YeTCs NpU O(OPMIICHUH JEIIOBBIX (CIYy)XKEOHBIX) IHCEM,
BHYTPEHHUX MH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB ([JOKJIAJHBIX, CIIy>KEOHBIX 3alUCOK U
Ip.). AnpecatoM JOKYMEHTa MOXET OBITh OpraHu3alusi, CTPYKTYpHOE MOJpa3/ieieHne
OpraHu3aluy, AOJKHOCTHOE MM (hu3nueckoe JUIo. PeKBU3UT «aapecaTy MpPOCTaBISIETCS B
BEPXHEH MpaBoil 4aCTH JTOKyMeHTa (Ha OJIaHKE C YIJIOBBIM PACIIOIOKEHHEM PEKBU3UTOB) HITH
crpaBa IOJI PeKBU3UTaMU OaHKa (IPU MPOJOJIBHOM PACHOJOXKEHUU PEKBU3UTOB OJIAHKA).
[Ipu agpecoBaHHMU OKYMEHTAa PYKOBOAMTENIO (3aMECTUTENIO PYKOBOJAWTEINSI) OPraHU3aLUU
YKa3bIBAETCS B JIaTEJIbHOM I1aJIe)K€ HAaUMEHOBAHHE JOJDKHOCTH PYKOBOAMTENS (3aMECTUTENS
PYKOBOIUTENS), BKJIOYAOLIEe HAMMEHOBAHWE OpraHu3aluy, (aMUINI0, WHHUIHAIBI
JOJDKHOCTHOrO suua. [Ipu pacchuike TOKyMeHTa IpyIlie OpraHu3aluil OAHOTO TUIa WM B
CTPYKTYpHBIE TOApA3JeNeHUsl OJHOMW OpraHM3alluy aJpecar yKa3biBaeTcsi 0000IIEHHO
(PyxoBogurensam ynpasienuit Pocapxusa). [Ipu paccelike 10KyMeHTa HE BCEM OpraHU3aUsIM
WIM CTPYKTYPHBIM MOApA3JEICHUSIM IOJ pPeKBU3UTOM "Anpecar" B CKOOKaxX yKa3bIBaeTCs:
"(mo cmmcky)". B onHOM JOKyMeHTe He JOJKHO ObITh Oojee ueTbipex ajpecatoB. Ilpu
0OJbIIEM KOJIMYECTBE aApPECaTOB COCTABISETCS CHUCOK (JIMCT, YKa3aTeiab) pPACCHUIKU
nokymenrta. [Ipu aapecoBaHuM JOKyMEHTa (U3UYECKOMY JIMIY YKasbIBaroTCs: (amuiius,
WHULIMAJIBI, TIOYTOBBIA aapec. B cocraB pekBusuTa "Ampecar" MOXKET BXOAUTH MOYTOBBIM

ajpec.

HI/ICBMO-HaHOMHHaHI/IC - 9TO HO6Y)KI[€HI/I€ Honyanena K KaKOMy-TO (911§ HCBI)IHOJIHCHHOMY
00s3aTeNbHOMY ICUCTBUIO U MEPBI, KOTOPBIE OYAYT MPUHATHI B CITy4ae HEBBITIOIHEHUS
00s13aTenbCeTB. [IncbMO-HAaTOMUHAHUE MOXKET COJIEPKAaTh HAIIOMUHAHKUE 00 OIIaTe, O J0JITe,
MOJKET OTIIPABIISITHCS B CIy4ae OTCYTCTBUS OTBETA HAa MUCHMO, OTIIPABJICHHOE paHee; eclii He
yJIaeTCs IOJIYYUTh OTBET C IIOMOIIBIO MEPETOBOPOB. B muchbMe He AOIKHO OBITh TpeOOBaHUI
1 yrpo3. B UCKIIIOUUTENBHBIX CIydasX Bbl MOKETE MPEAYNPEIUTh aJpecara 0 IPUMEHEHUN
3aKOHO/IATEIILHBIX MEp, €CJIM OH HE BBITIOJIHUT CBOU 00s13aTenbcTBa. [IncbMO-HaroMuHanme
YacTO MPEAIeCTBYET MUChMY-TPEOOBaHUIO WM MUCEMY-TIpeTeH3uu. dpa3bl, HCMONb3yeMbIE B
nuchMax HanoMuHanugx: «Hamomuuaem Bam, 4To ...», «... B COOTBETCTBUHU C ...

BBI TOJKHBL. . .», «... CPOK MPEAOCTABICHUS OTUETHOCTH UCTEKAET. ..», «Bamr dunman g0 cux
Mop He MpeAcTaBui ...» «Hacrosmmm HanoMuHaeM, 4To Bam HEOOX0IMMO OTIATUT CUETY.

[TuceMo-TipuTanieHue — 3TO 3HAK Ballero 0co0O0ro BHHUMAHMS K TOJIy4aTelio MHUChMa,
KOTOpPOE MO3BOJUT €MY CEPbE3HO OTHECTHUCHh K BalleMy NPEMIOKEHHIO. Eciu Bl NmUILIMTE
MUCHMO OT Ballleld OpraHu3aluy, To oOpallaiTech K MOJIydaTeNlro MUChbMa OT MEPBOrO JIMIA
MHOKECTBEHHOI'0 YHCIIA: «IIPUTTIAIIAEM», «PaJbl IIPUTTIACUTHY» U T. J; UIU OT TPETHErO JIMLA
enquHcTBeHHOTO uncna: «Kommanus «HI'» mpurnamaer», «OAO «HI'» pama mpuriacuthy.
Ecnu BBl mummTe MUCHMO OT ce0sl TMYHO, TO oOpamaiTech K MOMy4YaTellto OT MEePBOTO JIUIA
€IMHCTBEHHOI'0 4YHUCJA: «IIPUIJIAIIAK», «paj NpUTrJacuTe» W T. . Tekecr nuceMa-
MPUTJIANIEHUS JOJKEH ObITh KPaTKUM, JIAKOHUYHBIM, HE JIOMYCKATh Pa3IMYHbIC TOJIKOBAHUS H
BO3HHKHOBEHHE BOIPOCOB y Moiydarens. [luceMo-nipuriamenne TODKHO OBITh TOCBSIIEHO
TOJILKO OJJHOMY BOMPOCY — MepomnpusaTHio. O0s3aTeNbHO JOMKHBI OBITH YKa3aHbBI: IMOBOJ
MIPOBEICHUS] MEPOTIPUSATHS, MECTO (aJIpec), 1aTa, BpeMsl JaHHbIE KOOPAMHATOPA, KOHTAKTHI.

[Tucemom-TipeiokenneM nocraBuivk (the Supplier) 06b1YHO OTBEUaeT Ha MUCHMO-3aIIPOC.
OH npunaraet npeickypanTsl (price-lists), karamoru (catalogues) uin yCIIOBHsI THIIOBOTO
norosopa (Typical Contract). CTpykTypa nucbMa-npeiioKeHus: TOBO HAIIMCAHUs; OTBETHI
Ha BOMPOCHI MOTEHIIMAIBHOTO 3aKa34HKa; JOMOTHUTEIBHBIE MTPEIOKEHUS; BRIPAKCHHE
Ha/Iexk bl Ha 3aKa3. OTBeyast Ha BOIPOCHI, CIEAYET JaTh TOYHOE OMHCAHUE TOBapa, 1o
BO3MO>XHOCTH COITPOBOAUTH €ro hoToMaTepraIaMy U/ MU pUCYHKaMH U/Uii oOpa3amMu
(samples). [Ipn onpeneneHnn 1eHsI (price) yIuTHIBaIOTCS BO3MOXKHbIE CKUIKH (discounts).
OTaenpHO penaroTes BOMPOCH PACX00B Ha YIAKOBKY (packing), TpaHCIIOPTHBIX PacXo0B
(transportation costs), ycioBuii moctaBku (terms of delivery) u omnatsr (terms of payment).




[TuchMa-nipeyIoKeH ST MOCBUIAIOT TaKKe 0€3 MPEeIIEeCTBYIONIETo 3apoca, eCJIA MOCTaBIINK
JKEJIaeT MPUBIICYh BHUMAHKE MOTCHIIMATBHBIX KJIMEHTOB WJIM HAUTH HOBBIX 3aKa3YMKOB Ha
KOHKPETHBIE TPOYKTHI (special products).

DJIeKTPOHHAs MOAMKCH — 3TO MPOrpaMmMa, 00eCIICUHBAIONIAs HEU3MEHHOCTD 3JICKTPOHHOTO
nokymeHnTa. JI1 ObiBaeT 3 BHIOB: MpOCTast - COYETAaHUE JIOTHHA U TapoJist i SMS-koz
MOATBEPIK/ICHUS, YCUIICHHAS HEKBATM(UIIMPOBAHHAS U YCUJICHHAS HEKBaIU(UIIMPOBAHHAS
MIPUMEHSIOTCS Ha OCHOBaHMHM cepTudukaTa oonamaresns D11, DI neodbxoauma mis
obecreueHnsi COXpaHHOCTH M HEM3MEHHOCTH 3JICKTPOHHOTO JokyMeHTa B COJI. PexBusut
«ITonmucky BXOAUT B MEPEYEHb PEKBU3UTOB, MPHUIAIOIINX JOKYMEHTY IOPUIUNUYECKYIO CUTTY.
Henonyctumo nmoanuceBaTh JOKYMEHT OAHOTO JIOJKHOCTHOTO JIMIIA 3JIEKTPOHHOM MOIMUCKHIO
JIPYroro JOHKHOCTHOTO JIUIIA.

brounas ¢dopma — camblif pacIpOCTpaHEHHBIN ¢dopmar JUIsl HAITUCAHUs
JICTIOBBIX ITUCEM CETOAHA. B TakoM (hopmare HUYEro He BBIACICHO. AJpec OTIpPaBHUTEIN,
azipec moiryyarens, nara U BCE HOBBIC Naparpadbl HAUNHAIOTCS C JIEBOTO Kpasi.
YIpOoIIeHHBIH CTHIIb — YIPOLICHHAS dopma: JUISL BCEX MTUCEM HE3aBUCHMO

OT MX JUIMHBI YIIOTPEOJIAIOTCS cTaHaapTHas cTpoka (60 mpoOenoB) u cTaHAapTHBIE MOJs (10
10  mpoOesoB ciieBa U clipaBa);  CTPOKa C JaTOM Bcerja  medvaraercs Ha  13-if cTpoke;
CTpOKa 0OpaIeHus 3aMEHSIETCSI 3ar0JI0BKOM; 3aKJTFOYUTETbHASI STUKETHAS dbpaza
3aMEHSETCsl yKa3aHHEM Ha JIOJDKHOCTh aBTOpa MUChMAa M PacIIU(PpPOBKY  €ro  MOJIHUCH.
Crnenyronmii B HMChbMa — MOJUGHUIIMPOBAHHBIA OJOK CTWIb. B Takux muchMax gata u
3aKIIIOYMTENbHAS (a3a ¢ MOJMKUCHI0 NIEYATAITCS OT IICHTpa CTpaHuIbl Bee ocTalibHbIe YacTH
0hOPMIIAIOTCS OT JIEBOTO TOJIsI. AO3aIHBIM OTCTYI MOYKHO HE JI€TaTh.

B nepBbIX ByX (hopMax 3HAKM NPEMUHAHUS HE CTaBSTCA.
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[lepBuuHbIe ydeTHbIE JOKYMEHTHI: HakKlaJHble (Ha BHYTPEHHEE IMepeMellleHre, OTIYCK Ha
CTOPOHY); aKkThl (Mpuema, mepenadyu, CHUCaHUs, 3aMEHBI W Jp.); TpeOoBaHMs (HA OTITYCK
MaTepuaioB, I[JIaTeXKHOe TpeboBaHue); opAepa (TMPUXOTHBIA, PACXOIHBIM KacCOBBIN);
nopy4yeHus: (IJIaTeXHOE, CBOJHO-TUIATEKHOE); cueTa (cueT-pakrypa, JHMIEBON CYET U JIp.);
OTUYeTHhl (aBaHCOBBIM W Jp.). DTO OCHOBA OYXTalNTepCKOrO0 M HAJOrOBOTO ydyeTa I0O0ro
npeanpustysi. IX ohopMIIIIOT B MOMEHT OTepaliiy WM Cpa3y Mocje ee 3aBepIICHUsI.

[Ipy 3anmomHEHMH NEpPBUYHBIX OYXTalTepCKUX JOKYMEHTOB JIOJKHBI OBITh O(OPMIICHBI
o0s3aTeNbHble PEKBU3UTHI: HAUMEHOBAHUE JIOKYMEHTA (aKT, HAaK/IaJaHasi, BEIOMOCTb U T.1.).;
Jata JOKyMEHTa; HauMEHOBaHHE sKOHoMHueckoro cyobekra (D.M.O npeanpuHuMaTens Uiu
Ha3BaHHUE (GUPMBI C YKA3aHUEM OpPraHMU3aIlIOHHO-TIPAaBOBOM (HOPMBI); COepKaHHUE OTIepalii;
HaTypaJbHOE W/WINM JEHEeXHOE H3MEpPEHHE ONepalud C YKa3aHHEM eIWHUIl H3MEepeHUs
(pyOsu, ITyKW, YMIAaKOBKH, KWIOTpaMMbl W T.1.); jAomkHoctH, ®.MN.O wu mnoamucu
COBEpPILUBIINX CIEJIKY H/HIM OTBETCTBEHHBIX 3a €€ OPOpMIICHHE JHI. DTH JaHHBIE TOJIKHbI
ObITh B JIIOOOM TEPBUYHOM JIOKYMEHTE, Jake ecnu (upmMa HE TOJIb3yeTcs
YHUDUIIIPOBAHHBIMH (hOpMaMH.

Cuér-(akTypa — HAJOTOBBI JOKYMEHT CTpPOTO YCTaHOBJIEHHOTO oOpasma (dopmarta),
oopMIISIEMBIH TIPOJABIIOM TOBapoB (paboT, ycayr), Ha KOTOPOTO B COOTBETCTBUU C
HanoroBeim komekcom P® Boznoxkena o60s3anHOCTh yriaTel B Oromxer HJIC. Ona
HeoOXouMa /ISl BeJICHUS yueTa B Oyxrantepuu u ajs 3akynok. Cuér-¢pakTypa BBICTaBISIETCS
MPOJIaBIIOM TIOKYMATENI0 TMOCJe TOTO, KaK TMOCIEAHUN IMOTY4YMs 3aKa3 B BHJIC TOBapa WIH
yciyrd. B HEM TpONUCHIBAIOTCS OMpEAeNEHHBIE PEKBU3UTHI, BKIIOYAs CTOMMOCTH YCITYTH.
JIOKyMEHT OTIpaBiIsieTCs MOKYIATEI0 BMECTe ¢ MpoAyKiuei mbo o moure. dopma cuéra-
daktypsl yrBepkaeHa [lpaBuTenbcTBOM, Hapymath €€ Henb3s. JJOKYMEHT BBICTaBISIETCS B




TEUeHHE 5 I[Hefl IIOCJIC OTTPY3KH TOBapa MKW OKa3aHUsd YCIIYT'H U XPAaHUTCA B TCUCHUC 5 ner.

ABaHCOBBII OTYET - JIOKyMEHT, KOTOPBIA COCTaBISIETCSI PAOOTHUKOM, MOJYYUBIIUM JACHBIH OT
paboronmarens A8 OCYLIECTBICHMS PACXOJOB B  HMHTEpecax OpraHM3aldd  WIU
MHAMBUAYAJIbHOTO npeanpuHumarens. OH cocTaBisieTcs B TOM Cilydae, KOrJa COTPYAHHUKY
BBIJIAIOTCSI JIEHBI'M I0J OTYeT (IIOKYIKa KaHIToBapoB, omiaara I'CM, KOMaHAMPOBOYHBIE).
ABaHCOBBIM OTYET MO3BOJIAET MOATBEPAUTH MPABUIBHOCTh U IIPAaBOMEPHOCTh PACXOJOBAHMUS
JAHHBIX JCHEXHBIX CpeACTB paOoTHHUKOM. OO0s3aTeNbHBIMU AJIS YKa3aHUsS B aBaHCOBOM
OT4YEeTE SABIIAIOTCS JIBE JAThl: 1aTa COCTABIICHUs aBAHCOBOI'O OTYETA U JAaTa €ro yTBEPKICHUS.
OT1uéT nocie NpoBEepKU MOJINUCHIBAIOT INIaBHBIA OyXrajartep, a 3aTeM JOKYMEHT YTBEpXkKIaeT
PYKOBOJMTENb KOMIAHUH. ABaHCOBBINA OTUET NPECTABIIAETCS B TEUEHUE TPEX pabouux JHEH.

AKT mpuema-niepefiaud — MEPBUYHBIA YYETHBIM JTOKYMEHT, KOTOPBIM MOATBEpKAAeT (pakT
BBIMOJIHEHUST paboT wim yciuyr. Yamie COCTaBIAIOT HpU KYIUIE-MPOJaKe TOBapa, YTOObI
MOATBEPAUTh, YTO IMOKyHaTeNlb MOJYYMJI CBOW 3aKa3; TOBap MepelJald Ha CKIIaJ WM Ha
OTBETCTBEHHOE XpaHeHue. Eciaum Bo BpeMs NpUEMKH OOHapy>KE€Hbl HECOOTBETCTBHS (B
KOJIMUECTBE W KAdecTBE MPOAYKILHUHU), TOJbKO aKT MOXET PACKPBITh U TMOATBEPIUTH ITY
uH(popmanuio. Ha ero ocHoBaHMM MOYKHO Y4Y€CTh JIEHE)KHbIE 3aTpaThl B pacueTe Hajora Ha
npuObuib. B akTe mnpuema-mepenayd ToBapa OJDKHBI OBITh yKa3aHbl: JaTa U MECTO
COCTaBJICHHUS, B paMKax Kakoro JOroBOpa COCTaBisieTe IOKyMEHT, Ha3zBaHus uimu OUO
CTOpOH, TMOJHOE OIMCAaHHWE TOBAapHO-MATE€pPUAIbHBIX LEHHOCTEH — Mapka, MO/Jelb,
KOJINYECTBO, €AMHUIBI U3MEPEHUS U T.J., HHQOpMAIHio 0 AeeKTax W HeIOCTaTKaX — eCIU
ectb. M3paBaTh akT mpueMa-nepeayd MMeEeT IPaBO PYKOBOAUTENIb OpraHU3ALNH,
JIOJKHOCTHBIE U MaTepUaIbHO-OTBETCTBEHHBIE JINIIA, KOMUCCHUU.

[Tnaré&xnoe TpeboBaHue — OUIUATBHBINA JOKYMEHT, B KOTOPOM HEAOIMYCTHUMBI UCTIPaBIICHUS
u nomapku. Ilons TpeboBaHMS HEOOXOAMMO 3alOJHUTH CIEAYIOUIUMHU CBEACHUSMU:
MOPSIIKOBBIM HOMEP JOKYMEHTA, JaTa 3allOJIHEHWS; BMJ IIJIATEXKa; YCIOBUE OIUIAThl —
numercs nuudpa «l» (ecnu akmenT (coryiacWe Ha OIUIATy) JaH 3apaHee) Wik <«2» (eciau
TpeOyeTcsl akKLEeNT IUIAaTeIbIINKa); CPOK aKIenTa — KOJMYECTBO JIHEH, YyCTaHOBJIEHHBIX
JIOTOBOPOM; CyMMa, IpeabsiBiseMas K IUIaTeXy, MPOMHCHbIO; PEKBU3UTHI IUIATEIbIINKA —
WNHH, naumenoBanue opranuzanuu uian U1, cymma B3bickanus (uudpamu), HazBaHue OaHKa,
HOMep cuéTa JUId NepeBOja; PEKBU3MUTHI IOJy4aTeds — IOJIe 3aMOJHSAETCS aHAJIOIMYHbIM
o0pa3oM; Ha3Ha4yeHHE IUIaTeXa — YKa3blBAETCS TOYHOE OCHOBaHUE i (OPMHUPOBAHUS
IIaTéXHOr0 TpeboBaHUs (HAapUMEp, pelIeHHe Cya, HOMepa M JaThl JOrOBOPOB, TOBapHBIX
JIOKYMEHTOB). B koHIle (hopMBbI yKa3bIBaeTCs 1aTa BpyUeHHUs IUIATENIbIIMKY IPEIYCMOTPEHHBIX
noropopoM Oymar. Jlajgee JOKYMEHT MOANMMCHIBAaeTCs pykoBoauTtenem kommnanuu uiau UMl u
Harnpasisercss B 6ank. CoryacHo 3akoHy, opranu3zauus win MII He o0sd3aHbl MMETh MEYaTh.
Ecnu oHa ecTb, TO JOKYMEHT BU3UpYETCS 3TOM neuyaThio. Eciiu nedatu HeT, 10cTaTouyHo Oyaer
pacnucarbesl.

OdopmieHne akTa Ha CIMCaHHE MaTEPUATIOB TPEOYETCs B TEX Cllydasx, KOTAa UMEIoLuecs Ha
OanaHce opraHu3alyi MaTepUalibHbIE IIEHHOCTH U 3aMachl 0 KAKUM-TH00 MPUYUHAM IPUIILTH
B HETOJAHOCTH ((PU3NYECKHIl U3HOC, MOpAJIbHOE YCTapeBaHKE, HEHCIIpaBUMasi IIOJIOMKa,
IIPOM3BOJICTBEHHBIN Opak u T.1.). CriricaHue MPOUCXOAUT B CTPOr0 YCTAHOBJIEHHOM MOPSIKE U
¢buKcHupyeTcsi B COOTBETCTBYIOIIEM aKTe. AKT COCTaBJISIETCS MUHUMYM B JIBYX K3€MILIApax:
OJIUH IepeaeTcs B OyXraaTepuio NpeAnpHusThs, YTOOB! B albHENIIIEM Ha €r0 OCHOBAHUHU
Oyxrajirep MOT OTpa3uTh CIHCAHNUE YKa3aHHOTO B aKT€ UMYIIIECTBA; BTOPOM OCTaeTCs y
MaTepHaIbHO-OTBETCTBEHHOTO JIMIIA, KOTOPBIN 3aTeM OTJAET €ro Ha CKJaJl AJs TOT0, YTOObI
an00 yTUIM3UPOBATh MaTepuabl, MO0 peannu3oBaTh. B cocTaB KOMHUCCHH 110 CIIMCAHUIO
3aracoB BXOJAT MPEJCTABUTENN aAMUHUCTPALIMH, COTPYIHUKN OyXTrajlTepuH, a TaKkKe APYrux
CHEIHAINCTOB (3KOHOMHMCTBI, HHKEHEPHI, COTPYIHUKH BHYTPEHHEr0 ayIuTa U T.A.). ITO
JOKYMEHT, KOTOPBIH SIBISIETCSI OCHOBAHMEM JUIsl CHATHUS C YU€Ta MaTEPUAIIbHBIX LIEHHOCTEH.

[Tpumeps! yHU(UIMPOBAaHHBIX (POPM MEPBHUHBIX YYETHBIX NOKYMEHTOB. IIpuxonHslii opaep
(popma N M-4) npumensiercst A5 yueTa MaTepuajIoB, HOCTYNAIOMIMUX OT MOCTABIIMKOB MITH U3




nepepabotku. [lpuxoanbslii opiep B OJHOM SK3EMIULSIpE COCTaBIIET MaTepHUAILHO
OTBETCTBEHHOE JIMIIO B JICHb NOCTYIUICHUSI LIEHHOCTEN Ha ckiaia. [IpuxoaHeiil opaep J0JKEH
BBIMHUCHIBATHCA Ha (PAKTUUECKH NPUHATOE KOJIMYECTBO LEeHHOCTeH. [lpuxomueiM opaepom
(popma N M-4) odopmisieTcss Takke W TMOCTYIUICHUE HAa y4eT H3IIMIIKOB MaTePHATbHBIX
LIEHHOCTEH, BBISIBJICHHBIX IO pe3yJIbTaTaM UHBEHTAPU3AIUH.

ToBapHo-TpancnoptHas HaknagaHas (popma N 1-T) npemHazHadeHa sl ydeTra JBUKCHHS
TOBapHO-MAaTE€PUANIbHBIX I[IEHHOCTEH U pacueToB 3a HX [EPEeBO3KU aBTOMOOMIBHBIM
TpaHcOpToM. TOBapHO-TPAHCIOPTHAs HaKJaJgHas COCTOMT M3 JIBYX pa3/ejoB: TOBApHOIO,
ONPENENAIOIEr0 B3aUMOOTHOIIECHHS TPY300TIIPABUTENIEH U TPY30M0JIydaTesied U CIyKallero
JUIsL CIIMCaHMsI TOBApHO-MAaTE€PUAJIbHBIX LIEHHOCTEW Y IPy300TIPABUTENEH M OMPUXOJ0BAHUS
UX y TIpy3omHojiydyarejieid;  TPaHCIOPTHOTO,  ONPEAENAIONIEr0  B3aMMOOTHOLUEHUS
Ipy300TIIpaBUTENIEH 3aKa34MKOB aBTOTPAHCIOPTa C OpraHU3alusMU - BIaJAEiIbLaAMU
AaBTOTPAHCIOPTA, BBHIIOJIHUBIIMMH NIEPEBO3KY I'PY30B, U CIYKALIEro JUJIs y4eTa TPAaHCIIOPTHOU
paboThl M pacyeTroB TPY300THPABUTENEH WIM TIpy3onoiydareieil ¢ OpraHu3alusIMu -
BJIaJI€JIbIIaMU aBTOTPAHCIIOPTA 33 OKA3aHHBIE UM YCIIYTH IO IEPEBO3KE TPY30B.

C 1 suBaps 2013 roma mpuMeHEHHE YTBEPKICHHBIX (OpPM IEpPBHYHBIX JIOKY.MEHTOB HE
ABIISIETCS] 0053aTEIbHBIM.
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KOHTpOib HCHONHEHUs BKIKOYAET MOCTAHOBKY Ha KOHTPOJb, MPOBEPKY CBOEBPEMEHHOTO
JIOBE/ICHHSI IOKYMEHTA JI0 MCIIOJHUTENS, TPEIBAPUTEIBLHYIO IMPOBEPKY M PEryJUpOBaHUC
X0/1a UCTIOJTHEHHS, Y4eT U OOOOLICHHE pPEe3yJbTATOB KOHTPOIS HCIIOMHEHHS JIOKYMEHTOB,
nHOpMUpOBaHHE PYKOBOAWTENS. VcIoiaHeHHe NOKyMeHTa - W3ydeHHe CYIIecTBa BOIpOCa,
coop u 00paboTKy HeoOXxoquMoil WH(pOpPMaLUU, MOATOTOBKY IPOEKTa JOKYMEHTa, €ro
odopmiIeHHe, cOrJlacOBaHWe, IPEACTaBIeHHEe Ha MOAINCH, IOArOTOBKY K IIEPECBUIKE
anpecary. Ecnu BXxogsimmii TOKYMEHT UMEET TUIIOBOM CPOK MCIOJIHEHHS, TO €ro He0OX0auMOo
NOCTaBUTh HAa KOHTPOJIb WCIIOJHEHHUS BO BpeMsi peructpainuu. OCTalbHYIO JTOKYMEHTAIIHIO
CTaBSAT Ha KOHTPOJIb TOJIBKO TTOCIIE PACCMOTPEHUS pyKoBoAUTeNeM. B mpuka3ax yka3siBaeTcs
KOHKPETHBIN CPOK UCTIOJTHEHUS TOKYMEHTA.

[Tono>)keHHEe O KOJUIETHAIBHOM OpraHe - 3TO OpraHMU3alliOHHO-TIPAaBOBOW JJOKYMEHT,
yCTaHaBIMBAIOIIUMK  cTaTyc, (YHKIMM, TpaBa, OOS3aHHOCTU M  OTBETCTBEHHOCTH
KOJIJIETHAJIBHBIX (MJIM COBELIATEIbHBIX) OPraHoB. THUIOBbIE pa3lesibl MOJOXKEHUS: OoO0Iue
NOJIOKEHHUs (TMoHOe oduIMaIbHOE HAaMMEHOBAaHUE KOJUIETMAIIBHOIO OpraHa, JaTa, HOMEp W
HAaMMEHOBAHME MPABOBOI0O aKTa, HA OCHOBAHUU KOTOPOT'O CO3[aH U JEHCTBYET OpraH, 4YeM OH
PYKOBOJICTBYETCSl B CBOEH JESITENbHOCTH, KEM BO3IJIABIISIETCSA); OCHOBHBIE 3a7aun (IepedyeHb
npobieM, pelaeMblX KOJJIETHAIBHBIM OpraHoM); (yHKUMH (IeWCTBUS WIM BHUJABI PadoT,
KOTOpBIE JIOJKEH BBINOJHATh KOJUIETHAIbHBIA OpraH); mpaBa M 00s3aHHOCTH (IecTBUS,
KOTOpble O0053aH OCYILECTBIISATh KOJUIETHAIBHBI OpraH B JIMIE €ro ImpeacenaTens);
OTBETCTBEHHOCTb  (BHUIbl OTBETCTBEHHOCTH, KOTOPYID MOXET HECTH MpeJcenaTenb
KOJIJIETHAJILHOTO OpraHa B CJly4yae HEBBIINOJHEHHUS OpPraHoM CBOMX OOsI3aHHOCTEH);
B3aMMOOTHOIIEHHs]  (yKa3bIBaeTCsi, C KakKUMH TMOApPA3JeICHUSIMH M  OpTraHU3alMsIMU
OCYILECTBIISICTCS B3aUMOJICICTBHE, KakKyl0 WHGOpMAIMIO TOIy4aeT U MPEJCTABISET;
YCTaHABIIMBAIOTCA MEPUOJUYHOCTh U CPOKH TpencTabiieHus). [lomoxxenuss o KoiiernaaibHOM
(M7 COBEIIATeNIbHOM) OpraHe MOTYT OBbITh THUIIOBBIMH M MHAWBUAYaIbHBIMU. [Tpyu Hammuuu
TUIIOBOTO TIOJIOKEHUS! WHIUBUAYaJIbHbIE pa3palaThiBalOTCsl Ha ero ocHose. [lomoxenwue
NOJNKCHIBACTCA MpeJcenaTeieM U CTaHOBUTCA O0s3aTeNbHBIM IOCTE  YTBEPXKACHUS
PYKOBOIMTEIEM OPTaHU3ALMH.

JloknagHas 3ammMcka  —  JOKYMEHT, aJpECOBAHHBIM  PYKOBOAMTENIO  BBIIIECTOSIICH




OpraHu3aIy, PyKOBOAUTEIIO MOIPa3e/IeHUs] WK OpraHU3allMi U U3Jaraoiui Kakon-11oo
BONIPOC C BBIBOJIAMU W TPEUIOKCHUSAMH cocTaBuTelss. OHa MHPOPMUPYET PYKOBOJCTBO 00
UMEBIIMX MECTO COOBITUSIX, (aKTaxX, SBICHUSX, CIOXKUBIICIHCS CHUTyallud, TPEOYIOLIUX
npuHITHS pemieHus. JlokimagHas 3amMcka MOKeT OBITh BHENIHEH (IpelcTaBisieTcs
PYKOBOIMTENIO  BBINIECTOSALICH ~ OpraHu3ali) WM BHYTpEHHEH  (PyKOBOIUTEINIO
MO/Apa3/iefiecHuss WM OpraHu3anuu). BHYTpPEeHHIO MOKJIAIHYIO 3alHCKy MOAMUCHIBAIOT
COCTaBUTENb (€CIM OHA MPEJICTABISIETCS PYKOBOIUTEINIO MOAPA3/ICICHHsI) UIH PYKOBOIUTEIb
nojapasjiesieHuss (eciu OHa TMPEJCTaBISAECTCA PYKOBOJUTENIO OpraHU3aliu); BHEIIHIO
JOKJIaTHYIO 3aIUCKY MOJIIUCHIBAET PYKOBOAMUTEIL OpraHu3anuu. JlaToil qokiagHOM 3anucKu
SIBIIICTCSL JlaTa €€ COCTaBJieHHsI W moamucanus. OOs3aTeNIbHBIMU PEKBU3UTAMH JOKIIATHON
3alUCKU SIBJISIIOTCS: HAMMEHOBAaHWE OpraHu3aluu (A7 BHYTpEHHEH — HauMEHOBaHHE
CTPYKTYPHOTO TOJpAa3/CJICHHs), HAMMEHOBAHUE BUJA JIOKYMEHTA, J1aTa U PErHMCTPAllMOHHBII
HOMEp, MECTO COCTaBIIeHHUs ([ BHEIIHEH [OKJIaJHOM 3alMcKH), ajpecar, 3arojoBOK K
TEKCTY, OJIIHKCH.

Pe3omnronusi — 3TO OJIMH U3 BKHEHIIMX PEKBU3UTOB, PETYIHPYIOIIUX PACIOPSIUTEIHHYIO
JESTEIIbHOCTh PyKOBOAMUTENsA. CTPYKTYphl OO0 PE30JIONUU 3TO: (aMIUIUS, WHHUIIHAIBI
OTBETCTBEHHOT'O HCIOJHHUTENS, KOTOPOMY aJpecoBaHa pEe3ONIONUs; pPaclopsIuTeNbHast
TEKCTOBAsl 4acTh C yKa3aHHEM CPOKOB MCIIOJIHEHHMS; TIOJMUCh PyKOBOUTENs, nata. [1o cBoei
IOPUMYECKON Cculie pPe30JIoNusl Ha JIOKYMEHTE MPHUPABHUBAETCA K PaCHOPSAUTEIbHBIM
JTokyMeHTaM. [I[puHUMaeMble pyKOBOJIUTENSIM OTICPATUBHBIC PeIIeHUs, 0(hOpMIIsieMbIe B BUJIC
PE30IIIONMK HA JOKYMEHTE, CTaBATCS Ha KOHTPOJb HCIOJHEHUA. Eciu JOKyMEHT He uMeeT
MeCTa ISl HAHECCHUS PACTIOPSAUTEILHOTO PEKBH3UTA, €0 MOKHO O(DOPMHUTH HA OTACITHHOM
muctke ¢popmata A6 nian A7. B Takom ciiydae HEOOXOAUMO JOMOJHUTENBHO YKa3aThb HOMED
JIOKYMEHTA, B OTHOIIEHUU KOTOPOT'0 U3AACTCs PACTIOPSHKCHHUE, U JIATY €r0 PErUCTPALIH.

Odopmnenue aen MPOBOAUTCS PaOOTHUKAMHU CIYKOBI JTOKYMEHTAIIMOHHOTO 00ecredeHus
yIpaBiIeHUs] OpraHU3aliy WIN JAPYTUMH CTPYKTYPHBIMHU TNOJAPA3/EICHUSIMH, B O0S3aHHOCTH
KOTOPBIX BXOJUT 3aBeleHHe W (OPMUPOBAHUE JI€d, MPU METOJUYECKONH IMOMOIIU U IO
KOHTPOJIEM apXuWBa OpraHU3aluu. B 3aBucumoctH ot CPOKOB XpaHCHUS IMPOBOAUTCS IMOJIHOC
Wi yactuuHoe odopmienue nen. [lomHomy odopMieHHIO MOIekKAT Jeia MOCTOSHHOTO,
BpeMeHHOro (cBbimie 10 jieT) XpaHeHUs W MO JUYHOMY COCTaBy (HyMmepalus JIUCTOB JIena;
BHYTPEHHEH OMNUCH; COCTABIIEHUE JIMCTA-3aBEPUTENsA; TMOMANIMBKA WU TIEperieT Jena;
BHECEHHE HEOOXOJIMMBIX YTOYHEHUIl B PEKBU3UTHI OOJOXKKH Jena (yTOYHEHHE Ha3BaHUS
OpraHHU3aIfy, PErUCTPAIlMOHHOTO MHAEKCA Jea, KpallHUX JaT Jefa, 3arojoBKa Jefna, Cpoka
XpaHeHHs, KoJu4decTBa JUCTOB B jene). Jlema BpemenHoro (1o 10 JeT BKIIIOYHUTEIHHO)
XpaHEeHUsT TOIJIeKaT  YaCTUYHOMY  O(QOpPMIICHHIO:  JOIMYCKaeTcss He  MPOBOAHTH
CHCTEMATH3aIHIO JIOKYyMEHTOB B JIeJe, JIMCTHI JIela He HyMEpOBaTh, OMUCH H JINCT-3aBEPUTEIH
HE COCTaBJISITh.

HupopmaninoHHO-CIIpaBOYHbBIE TOKYMEHTHI - IOKYMEHTBI, KOTOPbIE COOOIIAIOT CBEICHNUS,
o0y /1arolIe MPUHUMATh ONPEIEICHHBIE PEICHHUs, TO €CTh HHULUUPYIOT yIIpaBJIeHYECKHUE
pelieHus, 03BOJISAIOT BEIOPATh TOT WJIM MHOU CIIOCOO yMpaBIeHYECKOTO

Bo3zelcTBUA. NH(OpMaIlMOHHO-CIIPaBOYHBIE TJOKYMEHTHI HE COJiepKaT OPYUYEHUH, He
0053BIBAIOT BBIMIOJIHATH OPYUYEHHS. DTO aKThl, IPOTOKOJIBI, CIyKeOHbIe 3alIUCKH, 1eTI0Bast
NEpENNCcKa, CIIPABKHU, OTYETHI, IEPEUHH, CIIUCKU. CaMble paclipOCTPAHEHHBIE TOKYMEHTHI:
aKT - UHQOPMAIIMOHHO - CIIPaBOYHBIN JTOKYMEHT, COCTABIISIOLIUICS TPYIITON NI AJIs
MOJTBEPIK/ICHHUS YCTaHOBJIEHHBIX (DAaKTOB, COOBITHI. AKTHI OJIEKAT YTBEPKICHHIO, €CIIN
MMEIOT KOHTPOJIBHO - PEBU3HOHHBIN XapaKTep, COAEPKAT PEKOMEHIALMH U ITPEI0KEHNUS.
AKT yTBEpKAAaeTCsA paclopsANTEIbHBIM JOKYMEHTOM UM PYKOBOJIUTENIEM, IO YKA3aHUIO
KOTOPOT'O COCTABJICH JOKYMEHT;

MPOTOKOJI - TOKYMEHT, (PUKCUPYIOIIUI X0]1 00CYKICHHs BOIIPOCOB M MPHHATHUS PEIICHUI Ha
coOpaHMsIX, 3aCETAHUSIX, COBELIAHUSIX U T.I1.;

ciy)keOHas 3amucka - JOKYMEHT, aJpeCOBAHHBIA PYKOBOJIMTEINIO CBOEH OpraHM3alluu WIH B
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BbIICCTOAIIYIO OpraHru3aluio 1 coz[epmanmﬁ H3J105KEHHE KaKOT0-JIM0O BOIIpOCa UJIN (baKTa.
B 3aBucumoctu ot ajJpcecara AOKIAaJHLIC 3allMCKH OBIBAIOT: BHYTPCHHHC, BHCIIHHC.
BHYTpCHHI/Ie JOKJIAAHBIC 3allMCKHW HOAIMHUCBIBACT HX daBTOP - COCTABUTCIIb. Buemumne
JOKJIAAHBIC 3allMCKHW IMOANMHCBIBAKOTCA PYKOBOAUTCICM OpraHu3alvu. I[aTOfI 3allMCKH
SIBJISICTCS 1aTa € MOANMCaHMS.

CoriacoBaHue JIOKyMEHTa - 3TO KOHTPOJIb KadyecTBa JIOKYMCHTa, rapaHTHs TOrO, 4YTO €ro
COJICpKaHUE COOTBETCTBYET JICHCTBHTEIBHOCTH, HE MPOTHBOPEYUT 3aKOHOJATEILCTBY,
JIOKaJIbHBIM HOPMATHBHBIM IPABOBBIM aKTaM OpraHHW3allMd U HE HJET Bpa3pe3 ¢ MHTepecaMu
opranuzaiuu. [lopsaok coriacoBaHus ompeaersiercss opranusanueir. CoriacoBaHHE MOXKET
ObITh BHYTPEHHUM (COTPYIHUKOM OpraHu3aiiu o(hOpMIISETCS BU3a: IOJKHOCTb, MOJAIUCH C
pacmpoBKOi, Jara), BHEIIHUM (BHEIIHEH OpraHu3alyeldl WIA JOJDKHOCTHBIM JIUIIOM
opopmisiercs  Ttpud  cormacoanus: COI'JITACOBAHO, O0mKHOCTh, TMOANUCH C
pacmrpOBKOH, 1aTa).

Peructpanus 10KkyMeHTOB — IpoLieypa, MOATBEPKAAIOIIAs CO3JaHUE UITH MTOTYyYEHHE
JIOKYMEHTA, BKJIIOYEHHE B JOKYMEHTOOOOPOT OpraHu3anuu. Takoil TOKyMEeHT 00si3aTeNeH AJis
WCIIOJTHEHHS B YCTAHOBJIEHHBIE CPOKH, HE npeBbiatonue 30 kajeHnapueix qaei. Ona
3aKJIF0YAETCs B MPUCBOCHUH JIOKYMEHTY PErHCTPAIMOHHOTO HOMEpa U BHECEHUU OCHOBHBIX
CBEJICHU O HEM B PETUCTPAIMOHHO-KOHTPOJIBHYIO KAPTOUKY WIIH KYPHAJI PETHUCTPALIUH.
OTaenbHO pErucTpUPYIOTCS BXOASIINE TIOKYMEHThI, BHYTPEHHUE JOKYMEHTBI, UCXOSIINE
JIOKYMEHTBI, TOKYMEHTHI 110 TUYHOMY COCTaBY, KOH(PHUACHIINAIbHBIC JOKYMEHTHI.
PeructpaiinoHHbIll HOMEp- PEKBU3HUT, TPUJIAIONINI IOPUINUECKYIO CHITY TOKYMEHTY.
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