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IHosicHUTEABbHAA 3aNIHCKA

MeTonuueckne pEeKOMEHJALMH 10 BBINOJHEHUIO TNPAKTUYECKUX 3aHITHH 1O
yueOHoi aucuuminHe OIL.06 «JlokymeHTallMOHHOE oOeclieyeHue YNpaBlICHUsD» s
cnermanbHoctd  38.02.01 «OkoHoMuKa U OyxranTepckuit y4eT (IO OTPacisaM)»
pazpabotranbl B cootBerctBUM ¢ DPI'OC CIIO u paboueit nporpamMmoin yudeOHOM
JUCUUIUIUHBIL.

Meronnueckne peKOMEHJAluU COIepKaT:

-MOSICHUTEJIbHYIO 3aIUCKY;

-0011IMe METOUYECKHE YKa3aHUS IO IUIAHUPOBAHUIO, OPTaHU3AIMH U TTPOBEICHUIO
MPAKTUYECKUX 3aHATUH;

-TepeyeHb NPAKTUUECKUX 3aHATUN;

-COJIEP/KaHNUE MTPAKTUUECKHUX 3aHSTHI;

-3a/1aHUs JJIs1 CAMOCTOSITEIHLHON pabOThI CTYIEHTOB;

-KOHTPOJIbHBIE BOIIPOCHI;

-CIIMCOK PEKOMEHIYEMOM JIUTEPATYPHL.

[IpakTuyeckue 3aHATHSA SBIAIOTCS HEMPEMEHHBIM 3JIEMEHTOM TEOPETUYECKON H
npodeCcCUOHaIbHOW  MPAaKTUYECKOW  MOATOTOBKM  COBPEMEHHOIO  CHEIHAJIUCTa,
HalpaBJieHHblE Ha 0000IIeHHE, CHCTEMAaTU3allI0 U  3aKPEIUIEHWE IOJIYYEHHBIX
TEOPETUYECKHUX 3HAHWUN, (POPMHUPOBAHUE Y CTYJIEHTOB MPAKTUYECKUX HABBIKOB U YMEHHI,
pa3BUTHE CaMOCTOSITEIbBHOCTH, OTBETCTBEHHOCTH 3a NPHUHSTHIE PEIICHUs, aHAIUTHYECKHUX
CIIOCOOHOCTEN U TBOPUECKON aKTUBHOCTU O0YHAOITUXCS.

B cooTBeTCTBUU C 3TUM OCHOBHBIM COAECPKAHUEM MPAKTUYECKUX 3aHITHM SBISETCS
BBIMOJIHEHHE O0O0pa3lloB CIYKEOHBIX JIOKYMEHTOB U OJIaHKOB, HCIOJb3YEMBIX JIs
oopMIIeHUS! JOKYMEHTOB, a TaK)Ke MPaBU HOPMATUBHOM paOOThI C HUMHU.

B pe3ynbrare BEIIOJHEHUS TPAKTUUECKUX 3aJaHUN CTYIEHT JAO0IHCEH YMemb.

- JIOKYMEHTAJIBHO OQOPMIISITH XO3SIICTBEHHBIE ONEpali, B TOM 4YHUCJIE Ha

CIiICuaJIbHBIX OJIaHKaX U C IMPUMCHCHUCM CPEACTB OPITCXHUKH;

IIOJB30BAThHCA HOPMAaTUBHBIMU JOKYMCHTaMH 1o opraHu3annun

JOKYMCHTAIMOHHOTI'O obecrieyeHus YHpaBJICHUA Ha BCEX €€ dTallaXx.
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OO0mme MeToAUYEeCKME PEKOMEHIAUM 0 MJIAHMPOBAHMIO,

Opra’Hm3alvmu U MPOBCACHUIO ITIPAKTHYICCKUX 3aHATHH.

B coorBerctBum ¢ @®I'OC CIIO mno yuebnoit mucuumimae OI1.06
«/lokymeHTarmoHHOEe OOECIeYeHUE YIPABICHHS» YUYEOHBIM IUTAHOM TIPETyCMOTPEHBI
ayJIUTOPHBIC M MPAKTHUECKHE 3aHATUSA. [IpOqOIKUTENHHOCTD 3aHATHS - HE MEHEE JIBYX
aKaJeMUYCCKUX YACOB TI0 COOTBETCTBYIOIIUM TEMaM y4eOHOU JUCITUTUIHHEI.

CTpykTypa TIpOBEACHHS TNPAKTHYCCKOTO 3aHATHS TPEAINOJIaracT HaIHINe
CJIETYIOITUX JIEMEHTOB:

-BBOJ/IHAS YaCThb - IPEMOJaBaTeIeM U3JlaraeTcsi TeMa NpakTHYeCKOro 3aHSATHS, €ro
IIEJTM ¥ OCHOBHAS 33]1a4a;

-IpOBEpKa 3HAHUI CTYJEHTOB Ha MPEIMET UX TEOPETUUECKOM TOTOBHOCTHU K BBITIOJ-
HEHUIO 3a/IaHAH MPAKTHYECKOTO 3aHATHS;

-caMoCTOsITeIbHAs pPaboTa CTYIEHTOB IO BBIMTOTHEHUIO 33/IaHUN MPAKTUYECKOTO 3a-
HATHS

-TIOJIBE/ICHUE UTOTOB 3aHSTHS, AaHAIU3 TIOJYUYCHHBIX PE3yIbTaTOB.

Copepxanue 3aJaHUil TPAKTUYECKUX 3aHATUA OTIMYAETCS pazHOOOpa3ueM,
UMEET pa3JIMYHBbIA YpOBEHb CIIOHOCTH W BBIMOJHSAETCS C MPUMEHEHUEM CpEJICTB
OpPTTEXHHUKH.

C nenpro Hambosee 3(PGEeKTUBHOTO HCIOJIB30BAHUS BPEMEHH, OTBEJICHHOTO Ha
MPAKTUYECKOE 3aHATHE, TPEIyCMOTPEHBI JIOMOJHUTEIbHBIC 3aJaHusl I OoJjee
MOTOTOBJICHHBIX CTYJCHTOB. JTH K€ 3aJIaHUsS MOTYT OBITh PEKOMEHIOBAHBI B KA4eCTBE
JIOMAIITHAX 33JIaHUH.

OT4eThl MO0 TMPAKTUYCCKUM 3aHATHAM O(DOPMIISIOTCS HA CTaHAAPTHBIX JIHCTAX
dbopmatom A4 wium Ha crnenuanbHBIX OnaHkax W ¢opmupyrotcs B «llanky st
MPAKTUYECKUX 3aHATUI U COAEepHKaT:

-KpaTKO€ YCJIOBHE 3a/l1aHus (TeMa 3aHATHUs);
-11eJb 3aHSTHS;
-TIOPSIZIOK BBITIOTHEHUS 3aHITHS;

-KOHTPOJIbHBIC BOIIPOCHI.



OHGHKI/I 3a BBIIIOJIHCHHBIC ITPAKTUYCCKUC 3aHATHUA MOT'YT OBITH BEICTABJICHBI 110

nATHOAIIIBHON CUCTEME WIIH B (JOpMeE 3aueTa U YUYUTHIBAIOTCS KaK MMOKa3aTeNId TeKyIeh

YCIIEBAaCMOCTHU CTYACHTOB.

Ilepeuenv npakmuueckux 3aHAMUU

I‘llj‘;-)l HauMeHoBaHHE TeMbI HaumeHoBaHue MPAKTHYECCKOI'0 3aHATUHA
1 2 3
[Ipaktuueckoe 3anstue 1.
COCTaBUTH OOIIMIT OJTaHK OpraHU3aIUH C
l. Tema 1.1. lokymeHTanus. YIJIOBBIM U IIPOJIOJIBHBIM PACIIOIOKEHUEM
PEKBHU3UTOB, COCTABUTH OJIAHKH
KOHKPETHBIX BUJIOB JJOKYMEHTA
) Tema 1.2. OpranuzanuoHHO- [IpakTrueckoe 3ansiTue 2.
' pacropsiANTENbHAS JOKYMEHTAIMS. COCTaBJISITh IITATHOE PACIUCAHUE
[IpakTueckoe 3ansarue 3.
3. Tema 1.2. OpranusanuonHo- 0hOpMIIATH MPUKA3 10 OCHOBHOM
pacropsiAUTENbHAS JOKYMEHTALUS.
JESITENIbHOCTH
4 Tewma 1.2. OpranuzanioHHO- [IpakTrueckoe 3audarue 4.
' pacropsiAuTeNbHAs JOKYMEHTAIUS. 0(OpMIISATH TPOTOKOJI 3aCEAAHUS
[IpakTyeckoe 3aHsTue S.
5 Tema 1.3. JIOKyMEHTBI IO TPYJOBBIM 0(OPMUTH OCHOBHBIE IOKyMEHTHI
' OTHOIICHUSIM. HE0OXO0IMMbIE MPU MOCTYIUIEHUU Ha
paboTty
6 Tema 1.3. JIoOKyMEHTBI IO TPYJOBBIM [Ipaktuyeckoe 3ansTue 6.
] OTHOLLICHUSM. 0(OPMIISITH TPYAOBOH JIOTOBOP
Tewma 2.2. [lonsiTHe TOKYMEHTOOOOPOTA, Hpaxriieckoe sansue 7.
7. PErUCTPUPOBATH BXOIAILYIO U UCXOISIILYIO
perucrparus, 10KyMEHTOB.
KOPPECIIOHICHLIUIO
] Tewma 2.3. Opranuszanus ornepaTuBHOTO [IpakTuueckoe 3ausarue 8.
' XpaHEHUsl JOKYMEHTA. COCTaBUTh HOMEHKJIATYpPY 1€
Tema 2.5 DyeKTpOHHBIE TOKYMEHTHI U [IpakTnueckoe 3ansAtue 9.
9. | 2NEKTPOHHBIN TOKyMEHTOO00OPOT 0(pOpPMUTH CITyKEOHOE TUCHMO C
ucnosib3zoBanuem I1K.




Coaep:xxaHue NpaKTHYECKUX 3aHATHH.

IIpakTuueckoe 3ansaTue Nel

Tema: YHuduupoBaHnHas cucteMa OpraHiu3alMOHHO-PACTIOPSAUTEIBHBIX
nokyMeHToB. @opmyiisip — oopazer; OP/I, pekBU3UTHI 1 OJIaHKH.

Heanb 3ansATHA: U3Y4uTh cocTaB pekBu3uToB OPJI, mpaBuia u ux opopmieHus,
dbopmyisip — obpazer; OP/I.
3aganue:
1. CoctaBuTh 00U OJaHK KOHKPETHOW OpPraHU3allid C MPOJOJBHBIM PACIOJIOKEHUEM
pEeKBHU3UTOB Ha opmare A4.
2. CocrtaBuTh OOHIMI OJAaHK KOHKPETHOM OpraHU3allid C YIJOBBIM PAacIOJIOXKECHHEM
PEKBHU3UTOB Ha opmare A4.
CocTaBuTh OJIaHK KOHKPETHOTO BUJa Ha popmare A4.
4. CocrtaBuTh OJIaHK CTPYKTYPHOTO TOAPA3JCICHUS OPraHU3alliid WIH JTOJDKHOCTHOTO
nuna Ha popmate A4.
MeTtoanyeckue yKa3aHus:

brnank nokymeHTa — 3TO CTaHAAPTHBIA JIMCT OyMard C HAaHECEHHBIMU Ha HEM
MOCTOSSHHBIMU ~ PEKBU3UTaMH, COAEpKaluMU  HeoOXxoaumyr  uHdopmanuioo 00
OpraHu3alvi — aBTOPE JTOKYMEHTA.

brnanku 10KyMEHTOB cieyeT U3rOTOBIIATh Ha Oejloi Oymare win Ha Oymare CBETIIhIX
TOHOB JIOCTATOYHOM TUIOTHOCTH.

I'OCT P 7.0.97-2016 ycranaBnmuBaeT JBa CTaHAAPTHBIX (QopMara OJaHKOB
nokyMeHToB — A4 (210 x 297 mm) u AS (148 x 210 mm). Kaxxkaplii TUCT TOKYMEHTAa,
oopMIICHHBIN Kak Ha OJIaHKe, Tak U 0e3 Hero, I0HKEH UMETh MoJisHe MeHee: 20 MM —
neBoe; 10 mm — mpaBoe; 20 MM — BEpXHEE U HUKHEE.

birankn OPJl mpOeKTUPYIOT B COOTBETCTBHUH C PACHOJIOKEHUEM M TPAHHUIIAMHU 30H
pekBu3uTOB, npeaycMoTpeHHbix ['OCT P 7.0.97-2016, Ha ocHOBe yenosozo (cM. puc. 1.1),
TaK npooovbHo2o (cM. puc. 1.2) ux pa3menieHus.

JUis  opraHuzanuM, €€ CTPYKTYPHBIX MOJpa3feseHui, AOHKHOCTHOrO —JIMIlA
YCTaHOBJICHBI CJIEIYIONIUE BUIbI OJTaHKOB:

— oOmumii 0JaHK;

— OJIaHK IMUCHhMAa;

— OJaHK KOHKPETHOTO BHJIa JOKYMEHTA.

OO0t 6J1aHK UCTIOIB3YIOT AJISl U3TOTOBJICHUS JIOOBIX IOKYMEHTOB, KPOME NUCEM.

«bmaHKU CTPYKTYpPHOTO TOJpa3[eiCHUS WIM JTOJDKHOCTHOTO JIMIA MPOSKTUPYIOT B
TOM Cily4dae, €clid pyKOBOAMUTENb MOAPA3JIEICHUS WM JTOJKHOCTHOE JHUI0 UMEET MPaBO
TIOJIIMTACH IOKYMEHTOB.

PazpaboTtka ocoboro 6yaHka Jjisl MMCEM CBs3aHa C TEM, UTO B MUChMax, B OTJIUYUE OT
JIPYTUX JOKYMEHTOB, YKa3bIBAIOTCS aJpPECHBIC JaHHbIE OpPTaHM3alMid — TOoJdydyaTenei
nvceM (pekBuU3uT 15).

brnaHky KOHKpETHOrOo BHJA JIOKYMEHTOB (MPUKa30B, paCHOpPSDKEHUM, aKTOB,
MPOTOKOJIOB M T. T.) pa3pabarhiBarOTCS Ha OCHOBE oOmiero OjanHka. Takue OJaHKU

W
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1eaecooOpa3Ho  co3/IaBaTh, €CIIM B OpPraHM3alliM HAXOAUT IPUMEHEHHE OOJIbIIoe

KOJMYECTBO JIOKYMEHTOB JaHHOTO Buaa. OOmuii OnaHK NpU OSTOM JOTOITHSIETCS

pekBuszuToM 10 (HaMMEeHOBaHKE BUAA TOKYMEHTOB).

OOmmii OJaHK B 3aBHCHMOCTH OT YYPEIUTEIbHBIX JIOKYMEHTOB OpraHU3aluu

BKIIOUaeT B ce0st pekBu3uthl 01 (02 unum 03), 08, 11, 14.

brank nucekMa B 3aBUCUMOCTHM OT YUYpPEIUTEIbHBIX JOKYMEHTOB OpraHu3aluu

BKitouaeT B ce0s pexBusuthl 01 (02 mwmum 03), 04,05,06, 08, 09 u, npu HEOOXOAUMOCTH,

OTpaHUYUTEIbHbIE OTMETKU JUISl BEPXHUX T'PAHUIL 30H PACTOJIOKEHUS PEKBU3UTOB 11, 12,

13,14, 15,17, 18, 19, 20.

brank KOHKpEeTHOro BHJAa JOKYMEHTa, Kpome NucbMd, B 3aBUCUMOCTH OT

YUpEIUTENbHBIX JIOKYMEHTOB OpraHu3aiuu BkitodaeT B cedst pekBu3uthbl 01 (02 wmm 03),

08, 10, 14 u, mpu HEOOXOTUMOCTH, OTPAHUYUTECIBHBIC OTMETKH JJii TpaHHUI[ 30H

pacmnoJjioxkenus peksusurton 11, 12, 13, 18, 19.

B pesyinibrare BbINOTHEHUS MPAKTUYECKOTO 3AHITHUS CTYACHT OQOJIHCEH.
3HaAMb.

- BUbI OJIAHKOB;

- BApUaHThI pa3MelIeHUs] PeKBU3UTOB Ha OJaHKE;

- PEKBU3UTHI U MPABUJIA COCTABJICHUS OJIAHKOB,;

ymemsp:
- COCTaBUTh U 0()OPMUTH OJIAHKU OpraHU3AIUU.
ITopsinoK BBINOJHEHUSA:

. YscHUTe Ha3BaHHE, IIC)Ib U 3aJJaHHE MPAKTUIECKOTO 3aHSITHS;

OdopmuTth 6J1aHKK OpraHU3aIlMU UCTIOb3YS NMpaBuiia U TpeOoBaHuUs 0hOpMIICHUS
OJIaHKOB.

3. PaszpaboraiiTe u oopMuTe OJIAHKHA OPTaHU3AIMKM HA OCHOBAHUHU CISAYIONINX JAaHHBIX:
[Ty6muunoe akimonepuoe obmectso «POCTPAHCABTO», OKI1002832807,
OI'PH1017800370797, MHH/KIIIT 7708032140/772001002, yn.Cusepca, a1.10, ropon
Pocros-na-/lony, 344015, Tan./dakc (056) 658-43-50, e-mail:ra@mail.ru. 30Hb1
HEOOXOIUMBIX PEKBU3UTOB 0003HAUBTE CAMOCTOSITEIHHO.

4. OdopmuTte BHITIOJHEHHBIC 3a/IaHUS B BUJIE OTUYETA U MPEJICTABbTE MPETOaBATEIIO.

. I[onw3ysch cipaBOYHBIM WJIM YU4€OHBIM ITOCOOUEM, IMOJATOTOBLTE OTBETHI Ha

BOIPOCHI (YCTHO):

5.1.TlonsiTHE «OJIAHK TOKYMEHTAY.

5.2.Bunpl OaHKOB, NX Ha3HAUYEHUE.

5.3.1lpaBuna oopmiIeHHUS, U3TOTOBJICHUS, YU€Ta, UCIIOIb30BaHUS U XPaHEHUS
OJJaHKOB OpTaHU3aIUH.

5.4.PexBusutsl fokymeHnTa B coorBercTBuu ¢ I'OCT P 7.0.97-2016.

5.5.BapuaHThI pa3MenieHus PEKBU3UTOB Ha OJIaHKE.

N —

)


mailto:ra@mail.ru

IpakTuyeckoe 3ansaTue Ne2
Tema: HpaBI/IJIa O(I)OpMJICHI/ISI OCHOBHBIX BUJOB OPraHU3allMOHHO-
pacnopAaIuTCIbHBIX JOKYMCHTOB.
I.[e.m; 3aHATHA: O3HAaKOMHUTHCS C IIpaBHUJIaMH COCTABJICHUA U PACIIOJIOKCHHA PCKBU3UTOB

HITATHOI'O PACIUCAHUS U COCTABJIATH IITATHOE PACIHCAHUE CTPYKTYPHOTO
NO/Ipa3IeIeHUs.

3aganue:

Od¢opmuts mTaTHOE pacnucaHue Oyxraiarepckoro otaena npeanpustus OO0
«ITPUOP» 3a mapT mecsil. B coctaB Oyxraiatepckoro otTjena BXOAUT TJIaBHBIN Oyxrairep
(oxmax 40000 py0.), ctapmuit 6yxrantep (okiaa 30000 pyO.), kaccup (okian 25000 pyo.),
3a yCHEUIHy10 paboTy B MapTe MecAlle HAUUCIUTh IPEMUIO B pazMepe 5%, U KBapTaJbHYIO
npemuto B pazmepe 10%.

Meroanueckue ykazaHusi:
[IItatHOE pacnucaHue— TMPABOBON aKT, YCTAHABIMBAIONIUMN INTATHBIA COCTaB H
MITAaTHYIO YHUCICHHOCTh OpTaHu3aluu B cOOTBETCTBHM ¢ e YcraBoM ([TonoxxeHuem).
[IItaTHOE pacnucaHue COAEPXKUT TNEPEYEHb CTPYKTYPHBIX MOJpa3JEiICHH,
JIOJDKHOCTEHM, CBEACHUS O KOJIMYECTBE IUTATHBIX €AWHUILl, JOJKHOCTHBIX OKJIAJIaXx,
HaJ0aBKax U MECSYHOM (POH/Ie 3apaOOTHOM TUIATHI.
YTBepxkaaercss NOpuUKa3oM (paclopsKEHHEM) PYKOBOJUTENS OpraHU3aluu WM
YIOJIHOMOYEHHBIM UM JIMIIOM.
[IItaTHOE pacnucanue MOATOTABIUBACTCA 10 YHUPHUITUPOBaHHON (hopme Ne T-3.
N3mMeHeHnss B IITaTHOE paclUCaHHE BHOCATCS B COOTBETCTBUM C IPUKA30M
(pacnopsKeHHEM ) PYKOBOAUTEISI OpraHU3alluy WK YIIOJITHOMOUYEHHBIM Ha TO JIUIOM.
B pe3ynbrare BHIOJHEHUS TPAKTUYECKOTO 3aHATHUS CTYJIEHT OO0JIHCEH.
3HamMb:
- BUJIbl OPTaHU3AIIMOHHO-TIPABOBBIX JJOKYMEHTOB;
- CTPYKTYpY OpraHU3alMOHHO-IIPABOBBIX IOKYMEHTOB;
- PEKBU3UTHI U MPABUJIA COCTABJIEHUS IITATHOTO PACIIMCaHNUS;
ymems:
- COCTaBUTH U O(POPMUTH IITATHOE pACIMCAHUE.
ITopsinok BBINOJIHEHUSA:
1 VscHurte Ha3BaHUE U LETb MPAKTUUYECKOTO 3aHSATHSL.
2 OsnakomuTbcs ¢ yHUUIUpoBaHHOW (opmoil Ne T-3 OnmaHKa mMITATHOTO paclUCaHUS
(IIpunooicenue ).
3 TMonwe3ysick 'OCT P 7.0.97-2016 u IIpunoxxenuem 1 BbINONTHUTE CIEAYIONIME 3aJaHHUS:
3.1 Odopmute mTaTHOE pacliMCaHhe Ha OTJEILHOM JIUCTE.
3.2 CocraBbTe M 0hOpMHUTE IITATHOE pacrucaHue. Bce nomonmHUTEIbHBIE TaHHBIE U
HEOOXOJIMMbIC PEKBH3WUTHI YyKazaHbl B 3amaHur. OdopMieHHOe IITaTHOE



pacnucaHue NOAMUILIUTE.

4  OdopmuTe BHITIOJHEHHBIC 33JaHUS B BUJI€ OTUETA U MPEACTABbTE MPETOAaBaTEIIIO.
5 Tlonb3ysch yUeOHHUKOM U TOCOOHMSIMH, OTBETHTE HAa BOMPOCHI (YCTHO):

5.1 Kakue BuIbI OpraHn3amOHHO-IIPABOBBIX TOKYMEHTOB BbI 3HaeTe?

5.2 B yem 3akitouaercs CyIHOCTh PYHKIUKU (POPMUPOBAHUSI CUCTEMBI U MPOIIECCOB

yIIpaBJICHUS?

5.3 Ilenb pa3zpaboTKu OpraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB.

5.4 OcHOBHbIE pa3/elibl yCTaBa, MOJOXKEHUs, JOTHKHOCTHON UHCTPYKIIUH.
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Yuaudunuposannas ¢popma Ne T-3
YT1BepxaeHa nocranoBiaeHruem ['ocynapcreeHHoro komureta PO mo cratuctuke
ot 05.01.2004.Ne1

Kon

®opma no OKY /] 0301017

o OKIIO
(HanMeHOBaHNE OPTaHU3AIIIH)
Howmep nokymeHTa Jara
IITATHOE PACIIMCAHHUE
Ha MepUo/ C«_ » 20 1.
VYTBEPXJIEHO
[Ipukas ot «__ » 20 1. Ne
[IITaT B KOJIMUECTBE CANHHI]
C MeCSYHbIM (POH/I0M 3apabOTHOM
TIaThI pyOueit
CtpyKTypHOE Homx-
noapasesecHue HOCTb
(cneruu- Tapud-
Komnu-
alb- YeCTBO Hai Han6aBka Beero ITpume-
HOCTB), CTaBKa ’ (rp.5 +rp.6 + P
HaMMEHO- IITATHBIX pyo. YaHue
Kox | mpodec- (okmam), rp7 + rp.8)
BaHUE SJIMHUII
cus, pyo.
paspsn,
KJIacC.
1 2 3 4 5 6 7 8 9 10
U T.J.
Hroro no nucry
Hroro no nokymeHTy
PykoBoaureinb KagpoBou
CJIYKOBI
(TOIKHOCTB) (roarce) (pacmrdpoBka oAIHCH)
I'naBHbI# Oyxrajarep
(TromTHCh) (pacmudpoBKa MOAIHICH)

IIpakTnueckoe 3ansaTue Ne3
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Tema: [IpaBuna opopmMieHUs OCHOBHBIX BUIOB OPTaHU3AIMOHHO-
pacnopsIANTENBHBIX JTOKYMEHTOB.
Heab 3ansaTusa: O3HaKOMUTHCS CO CTPYKTYPOU U MpaBUIIaMH pa3MeElICHUS
PEKBHU3UTOB U COCTABJISITH IMPHUKA3 [0 OCHOBHOM JESTEIbHOCTH.
3ananue:

Hupexkrop 3A0 «POCTOBTPAHCABTO» 3unenko P.H. w© 1OpHUCTKOHCYJIBT
Mopo3zoBa M.II. BeITyCTWIN IPUKA3 «O BBEJCHUU MHCTPYKIHUH IO AEIOTPOU3BOACTBY» 06
utonist 20 roxa NelO, ucnonnurenem 6bi1a HazHayeHa CotHukosa E.W. (293-16-21).

ConepxaHue npukasa:

B umensix coBepuieHCTBOBaHMSA pabOThl C JOKyMEHTaMU Ha MPEINpHUSITHU B
cootBercTBUM ¢ ['OCT P 7.0.97-2016 u oGecriedeHnst UX COXpaHHOCTHU

[TPUKA3BIBAIO:

1. YTBepauTh MHCTPYKLUIO IO BEACHUIO JEJIONPOM3BOJACTBA B aIlapare
3A0.

2. BBectu B IeMiCTBHE MHCTPYKLUIO IO Aenonpou3BoAcTBy ¢ 01.09.20 .

3. BceM CTpyKTypHBIM mojpas3felieHussM H  corpyaHukam 3A0 ¢
01.09.20 r. pyKOBOJACTBOBaTbCA MpaBuUjaMu pabOTI €  JIOKYMEHTaMHU,
3aKPEIUVIEHHBIMU B HHCTPYKIMU IO AEJIONPOU3BOJICTBY.

4. Cexperapro-pedepenty E.M. CoTHuKOBON 00€CHEYUTh THUPAKUPOBAHUE
MHCTPYKILM 10 JEJIONPOU3BOJICTBY U €€ MEPENAUy B CTPYKTYPHBIE NOAPA3ICIICHUS
npeanpusitusa 1o 01.08.20 .

5. KoHTposib 3a BBINOJHEHUEM HACTOSIIErO IPUKAa3a BO3JIOXKUTH Ha
3amectuTens aupekropa npeanpustusa M.1. Knumenko.

MeToauyeckue yKa3aHMs:

[Ipukassl 110 cofep kaHuio U criocobam opopMIIeHUSI OBIBAIOT ABYX BUJIOB:

-II0 OCHOBHOM JI€SATEJILHOCTH;

-T10 INYHOMY COCTaRy.

[Ipuka3el 110 OCHOBHOW JEATEIBHOCTH PETYIUPYIOT: AEATEIBHOCTH CaMOM
OpraHu3alliyd,  OpraHU3aIMOHHO-TIPABOBOE  ITIOJIOKEHHWE  COTPYIHHUKOB;,  IMOPSIOK
OCYILECTBJICHUS CIIEIIMAIBHBIX ISl KaXKI0M OpraHu3aliii BUAOB JCSITEILHOCTH.

[Ipukaz odopmisercss ¢ coOmoJeHHeM Bcex TpeOoBaHUU K OGOPMIICHHUIO
pacniopsauTenbHblx H0KyMeHTOB corjacHo ['OCT P 7.0.97-2016. PexBusutsl nmpukasza
yka3zaHnsbl B [Ipunoxenun 1.

TekcT nmpukasa COCTOUT U3 JBYX YaCTE:

nepBas Ha3bIBAE€TCSl BBOJIHAS, BTOpAsl - PACHOPAAWTENIbHAsA, HAUMHAETCS CO CJIOBa
«ITPUKA3BIBAIO». Ilocnegnuii myHKT MpuKa3za BCerja MMeEET CIEAYIONIUN TEKCT:
«KoHTpOJIb 32 UCTIOJIHEHUEM HACTOSIIErO MpUKa3a BO3JOXKUTH HA...» uiu «KoHTposis 3a
WCITOJIHEHHEM HACTOSIIErO MPUKa3a OCTaBIISIO 32 COO0M.

[Ipuka3 MmoOANMUCHIBAET PYKOBOJMUTENb OpraHU3AIlMM, U OH BCTyNaeT B CHIY C
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MOMEHTa €r0 MOJANKUCAHUS U PETUCTPALINH, €CJIM B TEKCTE HE OTOBOPEHBI Apyrue cpoku. Ha
BpeMsI OTCYTCTBUSI PYKOBOJMTEIISI IIPABO M3JIaHUS MPUKAa3a UMEET JIMI0, MCHOJHSIONIEE
oOsBaHHOCTH pyKoBomuTens. [loAmMUCh UCTIONMHSIETCS CISAYIONUM 00pa3oM, HampuMep:
«M.0. aupekTtopa Koiuemka» ¢ ykazanueM D.M.O. IloanmcanHbIl TNpuKa3 SBIAETCS
OpPUTHMHAJIOM, C KOTOpPOrO CHUMAIOTCA Komuu (pabouue HK3EeMIUISIpbl), KOTOpbIC
PacChUIAIOTCS 3aBEPEHHBIMU B CTPYKTYPHBIE MOIPA3ACICHUS.
B pe3ynbrare BBITOTHEHUS TPAKTUUECKOTO 3aHATHSI CTYJICHT O00/ICEH.

3HamMb:
- BUJBI PACIIOPSAAUTEIbHBIX TOKYMEHTOB;
- OPUANYECKYIO IPUPOAY MPUKA3a;
- PEKBU3UTHI U MPAaBUJIa COCTABJICHUS IPUKA3a;

ymems:
- COCTaBUTh U O(POPMUTH MPUKA3 TI0O OCHOBHOM JIEATEITHLHOCTH.
ITopsinox BBINOJIHEHUS
1 VYdacHure Ha3BaHHE U LEIb IPAKTUYECKOTO 3aHATHS.
2 O3HakoMbTeCh ¢ MakeToM (IIpunooicenue).
3 TMonwe3ysick 'OCT P 7.0.97-2016 u IIpunoxxenuem 1 BbINONTHUTE CIIEAYIOIIME 3aJaHUS:

3.3 Odopmurte npukas Mo OCHOBHOM JEATEIbHOCTUA Ha OTJICTLHOM JIUCTE.

3.4 CocraBpTe W odopMHuTe TpUKaza IO OCHOBHOM  JesITeNbHOCTH. Bcee
JIOTIOJIHUTENIbHBIC JaHHbIE M HEOOXOJMMbIE PEKBU3UTHI YKa3aHbl B 3aJlaHUM.
OdopmiileHHBI  TpUKa3 MOANMIIATE, OQPOPMUTE BU3BI  COTJACOBAaHUS C
JNOJKHOCTHBIMU JIMLIAMM.

4  OdopmuTe BHINOTHEHHBIC 3aJ]aHUS B BUJIE OTUETA U NIPEICTABbTE MPEIOAaBaTENIO.
5 Tlonb3ysich yueOHMKOM U TTOCOOUSIMU, OTBETHTE Ha BOMPOCHI (YCTHO):

5.5 Kakue BUJIbl pacriopsIUTENbHbIX JOKYMEHTOB Bbl 3HaeTe?

5.6 KakoBa ropuauueckasi npupo/ia npukasa?

5.7 Kakue peKBU3UTHI UCTIOIB3YIOT MPU 0POPMIIEHNH TIpHKa3a?

5.8 C keM cormacoBbIBa€TCs MPUKA3 IO OCHOBHOM JESATEBHOCTH?

5.9 Kakue pexkBU3UThI HCOIB3YIOT IPU OPOPMIIEHUH BBIIUCKU U3 MpUKa3a’?

Ipunootcenue
I'EPG P®
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HAUMEHOBAHHUE OPTAHU3AIIUN
ITPUKA3

=
=
=

00.00.0000

MecTo cocTaBJIeHUSA

3aro/10BOK K TEKCTY HAYMHAETCS
¢ npeiora «O», oTBeyaeT Ha
BOIIPOC «0 YeM?»

B koHcTaTMpywmeid 4YacTu HM3JAralTC OCHOBAHUA, UeJH, NO0yAMBIIHE
PYKOBOJICTBO OPraHM3aluM HW31aTh Npuka3. B HekoTopbIX ciayyasix, KOra OCHOBAHUS
OYeBH/HbI, KOHCTATHPYIOIIAS 4YacTh OmMyckaercs. PacnopsiauTebHasi HAYMHAETCHA CO
cJioBa:

INPUKA3BIBAIO:

1. B Hayasie nyHKTa MPUBOJAUTCH HAMMEHOBAHHE JOJKHOCTH HUCIHOJHHUTEIS, €ro
®.1.0. u1u HaUMEHOBAaHUE CTPYKTYPHOIO moapasjaejieHus: (B AaTeJIbHOM Majiexe), 3aTeM
YeTKO M3J1araercss coJepskaHue MNpeaiaraeMbiX JAeHCTBUI (HAYMHAETCA C TIJiaroja
Heomnpe/aeJeHHO (popMe) U YKa3bIBAETCH CPOK MCIIOJTHEHH .

2. CTpykTypa mnocjiaeaylomux NOYHKTOB aHajgorudyHa. IIyHKTBI  Moryrt
pasouBaTrbesi Ha moaAnyHKThl (1.1, 2.3 W T.1.). B OTOEJBHBIX Ciay4asiX TEKCT MOXKeT
NMPeICTABJIATHCS B BU/IE TA0UIIbI.

3. B mnocienHeM mNyHKTe MNPUKAa3a NPUBOAMTCH YKa3aHHEe O KOHTpoOJie 3a
HcnoHeHUeM mnipuka3a. KoHTpoab 3a wucnoJiHeHHEM TPUKA3a BO3JI0KHUTHL HA ...
(Yxa3biBaeTcsl 10/KHOCTh, @.MN.O. niiu HauMeHOBaHUe CTPYKTYPHOTI'O MOAPa3/ieIeHus).

HanmeHoBaHMe J0JIKHOCTH
PYKOBOIUTEJISA (moamucek) N.0. Pamuniaus

Bu3sbl 3aHTEpEeCOBAHHBIX JIMIL:
JomxHoCTh (moamucey) N.0. ®amunaus

HUcnogHuTeNb.
N.0. damuiaus
tesaedon (000-00-00)
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IpakTnueckoe 3ansitue Ned
Tema: HpaBI/IJIa O(bOpMJ'IGHI/I}I OCHOBHBLIX BUJIOB OPIraHU3allMOHHO-

pacnopsaIuTEIbHBIX JOKYMEHTOB.
Heab 3ansaTusa: O3HAKOMUTBHCA CO CTPYKTYPOU M MpaBUIaMU pa3MeEIICHUs
PEKBU3UTOB U COCTABUTH IMPOTOKOJ 3aCE/IaHUS COBETA JUPEKTOPOB.
3aganue:

B OAO «POCTOBCKUM XJIEBOKOMBUHAT» 02 nexadbps 20 roma (Ne 356-
21) mpouwto 3acenanre CoBera TUPEKTOPOB Mo npencenarenbctBom Kononenko M.H. B
npucyrctBun cexkperaps CmupHoBout B.W. u wienoB CoBera nupekropoB 3axaposa M.P.,
Kosznenko N.I1., Kononenko M.H., Hukonenko U.C., IlerpoBckoro A.B. nmoBecTkou JHs
ObLT OTUET 0 paboTe xJebokoMOuHaTa 3a HOsIOph 20 roja.

B xone 3acenanus 3aciymanu Kosnenko W.I1. (reHepaibHBIN TUPEKTOP).

Brictynunu:

A.B. TlerpoBckuii (uieH CoBera qupekTOpoB). B cBoeM BBICTYIIIICHMM OCTaHOBUJICS
HAa HEJOCTaTKaX, KOTOpblE HMEIOT MECTO B paboTe HEKOTOPBIX COTPYIHUKOB:
HeMpaBUIbHAs MAPKUPOBKA, CPBIB BHIC3THON TOPTOBIIH.

N.C. Hukonenko (wieH coBera AupekTopoB). OTMETW], 4TO B IeioM pabora
BEJIETCSl  HEIUIOXO:  yBEIWYWIach  MPOU3BOJUTEIBHOCTh  TpyAa,  MOBBICHIACH
peHTa0ENbHOCTh, YIYYIIWIACh TO3WIUS MPEANPHUSITHS HA PETHOHATHHOM  PBHIHKE
xJ1€000yIOUHBIX U3ICTUH.

[TocranoBuin:

1. IIpemupoBaTh 3a HOSIOpb:

1.1. PaGouux-cAenbIIMKOB OCHOBHOTO MPOU3BOJCTBA — B pazmepe 40%
CACIBHOTO 3apaboTKa.

1.2. Pabouux-noBpeMeHIIUKOB — B pa3mepe 40% oxinaaoB, TapuHbIX
CTaBOK.

2. JIumuTh npeMuu 3a HOSIOPb:

2.1. O.I. HWsanona, JI.P. CunopoBa, H.P. JleBueHko 3a n0myIIeHHOE
HECOOTBETCTBUE B MAPKUPOBKE NMPSIHUKOB 25.11.20 1.

2.2. JLA. Tonuap 3a cpbIB BBIE3THOM TOPrOoBIM B I.3UMOBHUKHU
23.11.20 .

MeTtoanyeckne peKOMeHAAI UM

[IpoTOKOa - HOKYMEHT, (PUKCHUPYIOIIMI XOJ OOCYXIEHHUS BOIPOCOB M IPHUHITHUS
pElIeHH Ha COOpaHUsIX, COBEIIAHUAX, 3aCETaHUSIX KOJUIETHAJIbHbBIX OPTraHOB.

[Iporokonbl MOryT OBITh KpAaTKUMH, TMOJMHBIMA W  COKpamleHHbIMU. OHH
oopmiIsitoTcst Ha 001eM OJlaHKE C YKa3aHHMEM KOHKPETHOTO BHJA JOKYMEHTA. 3arojoBOK
K TEKCTy - 3TO Ha3BaHUE KOJUIETMAIBHOIO OpraHa M 00CYKIaeMblil BOIIPOC, HaIpUMEp
«IPOTOKOJI 3aCEJaHUsI COBETA JUPEKTOPOB» U JIp.

TekcT mpoToKoJIa COCTOMT M3 BBOJHOM U OCHOBHOM YaCTEM.
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B pesynbTare BBINOIHEHUS TPAKTUYECKOTO 3aHITUS CTYICHT
O0JIICEN. 3HAMD!
- BUJIBI TPOTOKOJIOB;
- IpaBuiIa O(hOPMIIEHHS IPOTOKOJIA;
- ymemo:
- CAaMOCTOATEIBHO O(OPMHUTH MPOTOKOJ U AKT.

IopsiaoK BBINOJHEHUSA:
1 VscHute Ha3BaHKE U LIETb MPAKTUYECKOTO 3aHSTHS.
2 O3HaKOMBTECh C MAKETOM TNpoTOKoNa (Tlpunosicernue).
3 TIlomp3ysice TOCT P 7.0.97-2016 u Ilpunoxenuem 1, BBINOJHUTE ClEAYIOIIEE
3aJlaHueE:
3.1 CocraBbTe 1 odopmuTe nMpoTokoa coopanue CoBera JUPEKTOPOB.
HeoOxoaumble peKBU3UTHI U JaHHBIE IPEICTABICHbI B 3aJaHUU.
4  OdopmuTe BHIIOTHEHHBIE 33JaHUSI B BHJIE OTYETA U MIPEICTAaBbTE MPEI01aBaTeIo.
5 Tlonp3ysick y4eOHMKOM U TOCOOHSIMH, OTBETHTE Ha BOMPOCHI (YCTHO):
5.1 Kakue BuBI paciopsIANTENBHBIX JOKYMEHTOB BbI 3HaeTe?
5.2 Kakue BHIbI NpOTOKOI0B BbI 3Haere?
5.3 Kakue pekBU3UTHI UCHOJB3YIOT MPU OPOPMIIEHUU TPOTOKOJIOB?
5.4 Kak odopmiiseTcs BBIMUCKA U3 TPOTOKOIOB?
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Ipunoscenue.
HAUMEHOBAHHUE OPTAHU3ALIUU

MPOTOKO.I
00.00.0000 Ne00
dopma 3aceganus
IIpencenarennb N.0. ®amnius
Cexperapsb N.0. damnins
IMpucyrcrBoBasu 00 geJr. (YKa3pIBalOTCH HHULMAJIbI, (PAMUJIMH WIH

NpuJaraercss CNUCOK MPUCYTCTBYIOIIHUX B
andaBUTHOM NOPSIAKE, CTOJIOLOM).
IHoBecTka qHA:

1. Ilepsbiii Bonpoc (popmyauposka). Jlokiaan (HaMMeHOBaHUE J0JIKHOCTH, (pamMuJins,
HUMS$l, 0TYECTBO B POAMTEJIBHOM IAJIeKe).
2. Bropoii Bonpoc (popmysmposka). lokiag (opopmiieHHe aHATOTHYHOE).

1. CIYIHAJIA:
N.0. ®amniusa (B MMEHUTEJIbHOM MAajieke) — KPaTKoe WIH Pa3sBepPHYTOe H3JI0KEHUE
CoJep:KaHus BBICTYILICHUS (OT MEPBOIO JHIA).
BBICTYIIMJIN:
N.0. ®damuins — U3J1araercs cojep:KaHue BBICTYILUIeHHs (mocjie (paMHJIMM B CKOOKax
MOKeT ObITh NPHBeIeHA J0JIKHOCTH BbICTYIAIOLIET0).
IHOCTAHOBUWJIN:
1.1 MHMsaaraerca ¢opMy/JIMpPOBKAa IIOCTAHOBJIEGHHUS 10 MEPBOMY BOIPOCY —
YKa3bIBalOTCA JeificTBHEe B HeompeaeJeHHON (opMe (MOpPYy4YUTb, OPraHM30BaTh U
T.I.), UCHOJHUTEIb (JOJKHOCTHOE JHI0, CTPYKTYpPHOEe IOApa3jeseHune), CPoK
HCIIOJIHCHMS.
1.2  AHajgornyHo ogopmJsiercsi IyHKT BTOPOil OCTAHOBJICHUS 110 IIEPBOMY BOIIPOCY.
2. CJIYIIHAJIA:
Od¢opmienne BTOPOro BONpoca NOBECTKH HA CTPOUTCH AHAJOTHYHO NIEPBOMY.

IIpencenareanb (moanmucey) N.0. ®amnius

Cexperapb

(moamucey) N.0. ®amunaus
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IHpakTuyeckoe 3ansaTue NeS
Tema: JlIOKyMEHTBI IO TPYAOBBIM OTHOILECHHUSIM.
Heanb 3ansaTHA: 0QOPMUTH JOKYMEHTHI, HEOOXOIUMBIE IPH O(hOPMIIEHUH HA

pabory.
3aganme: VMcnonbs3ys nuuHble JaHHBIE OQOPMUTH CIIETYIOIINE TOKYMEHTHI:
- pe3IoMe;
- 3a5IBJICHUE;
- aHKeTy;

- IpUKa3 o nmpuemMe Ha paboTy;

- TPYZIOBYIO KHUXKKY;

- INYHYIO KapTOUKY.
MeTtoauyeckue peKOMeHAIUM:

PestoMe B HacTosmiee BpeMs Hapsay C OOBSBICHUSIMH B CPEACTBaX MAacCOBOU
uH(bOpMaIH, IPEAJIOKEHUSIMU KaJIPOBBIX areHTCTB, SIBISICTCSI HAMOO0JIee OTICPAaTUBHBIM U
HYKOHOMHUYHBIM CTIOCOOOM BBISIBIICHUS TIPETCHICHTOB, JKEIAIONMINX MMOCTYNHUTh Ha padoTy B
OpraHU3aIli0 Ha BAKAHTHYIO JOJIKHOCTD.

Pestome — cxkatast kpaTkast mHGoOpMalus o cede, CoOCTaBICHHAs JIMYHO MPETEHICHTOM
Ha BaKaHTHOE MECTO.

3asgBicHUE O NMPUEME Ha pabOTy COCTABIISCTCS B MPOU3BOJILHOM (hOPME PYKOITHCHBIM
CIIOCOOOM.

B 3asBnenun He NPUHATO MHCATh MPEMIOr «OT» (KOro), a Takke YIOTpeONsTh
apXau3Mbl U KaHIIEIAPU3MbI (TIPOITY HE OTKa3aTh U T. I1.).

3asiBiieHHE O TIpHeMe Ha paboTy PeKOMEHIYETCS COCTaBIATh Ha Oymare hopmata A4.

AHKeTa 3arojHsIeTcs pabOTHUKOM COOCTBEHHOPYYHO IIpH O(OpMIICHHMH Ha padoTy.
JlaHHBIE BHOCSITCS HA OCHOBAHHWH JIOKYMEHTOB, MTPOBEPSIOTCS CIECIHAIIMUCTOM IO Kajapam,
3aBEPSIOTCS TOMKCHIO U TICYATHIO.

[Ipuem Ha paboty (Kak W MEpEeMEIICHNUEe MO CIyX0e, YBOIbHEHHUE, TTPEIOCTABICHUE
OTIYCKOB, OOBSIBJICHUE MOOIIPEHUH U T. /.) 0OpMIIIETCS TPUKA30M (PACHOPSIKEHUEM ) TIO
JUIHOMY COCTaBY.

TpynoBas KHIM)KKa YCTaHOBJIGHHOTO OOpasiia SBISETCS OCHOBHBIM JOKYMEHTOM,
MOATBEPIKIAIONTUM TPYJAOBYIO JCSITCIIBHOCTh M TPYIOBOW cTaxk padoTHuka (ct. 66 TK
PD).

TpynoBasi KHIXKKa SIBJISIETCS JOKYMEHTOM, TpPeOYIOIUM TOYHOTO O(OpPMIICHUS.
Jluom, mEepCOHAIBLHO OTBETCTBEHHBIM 3a MPaBUIIBLHOE 3alOTHEHHE TPYIOBBIX KHUKEK,
yaiie BCEro SBJSETCS PYKOBOJIUTENb OTJENa IMepcoHana (KaapoB), a Tam, TIe TaKOTo
OTJIeNa HEeT, — CIEeHUAILHOE JINIIO0, HA3HAYaeMO€ MPUKA30M PYKOBOIUTEIS.

Jlnmanast kaprouka mo ¢opme Ne T-2 3amosHseTcss HA BCeX PaOOTHHKOB, KpOME
TOCYapCTBEHHBIX CITYXKAIIHX.
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B pesynbTaTe BBINOTHEHUS MPAKTHUSCKOTO 3aHATHS CTYICHT

O0NIJICEH. 3HAMb.

- ipaBuiIa 0(hOPMIICHHUS U PEKBU3HUTHI 3asIBIICHUS,

- ipaBmIIa 0OPMIICHUS U PEKBU3UTHI PE3IOME;

- ipaBmIIa 0OPMIICHUS U PEKBU3UTHI AHKETHI,

- BUJIBI, TIpaBmiIa 0(hOPMIICHUS U PEKBU3HUTHI TIPUKA3a;

- BUJIBI, TIpaBmIa 0(hOPMIICHUS U PEKBU3HUTHI JIMYHOW KapTOYKH;

- ipaBmIIa 0(OPMIICHHUS U PEKBU3HUTHI TPYAOBOH KHUKKH.
ymemb:

- CaMOCTOSATEIHLHO 0()OPMHTH 3asIBJICHHCE;,

- CaMOCTOSITEIILHO O(POPMHUTH PE3IOME;

- CaMOCTOSATEIBLHO O(OPMHTH AHKETY;

- CaMOCTOSATEIBLHO O(OPMHTH MPHUKA3;

- CaMOCTOSTEIHLHO 0DOPMUTH JTUIHYIO KAPTOUKY;

- CaMOCTOSATETHLHO 0D OPMHUTH TPYIOBYIO KHIKKY.

Iopsinok BbINOJTHEHNS:

1 VsacHuTe Ha3BaHUWE U LENb TPAKTUYECKOTO 3aHATHSL.
2 O3HakoOMbTECh C MaKeTOM pestome (Ilpunoowcenue 1), 3aanenust (Ilpunoocenue 2),
dbopmoit anketsl (Ilpunoscenue 3), nipukaza (Ilpunoosicenue 4), TMUIHOU KaPTOUKHU
(IIpunoswcenue 5), TpynoBoul KHWXKKU (Tlpunooicenue 6).
3 Odopmuts fokyMeHTHl. Bce He0OX0oAMMbIE JaHHBIE MPOAYMANUTE CAMOCTOSITENILHO.
4 OdopMuTe BHITIOJHEHHBIE 3aJJaHUS B BUJIE OTYETA U MIPEICTaBbTE MPENOAaBaTENIO.
5 Tloawp3ysck yueOHMKOM U TTOCOOHMSIMHU, OTBETHTE Ha BOIPOCHI (YCTHO):

5.1 Kakue BUIBI pacniopsiANTENBHBIX TOKYMEHTOB BbI 3HaeTe?

5.2 Yrto coboii mpeacTaBiseT 3asBieHue?

5.3 Kakue pekBU3UTHI UCTIONB3YIOT P 0OPMIICHUU 3asBICHUS?

5.4 Buasl npuka3oB (pacropsiKeHUil) 1o JUYHOMY COCTaBy.

5.5 Buapl TMYHBIX KapTOYEK.

5.6 Uto coboil npencTaBisieT Tpy10Basi KHIKKA?

5.7 Kakue cBeZieHUs] BHOCATCS B TPYJIOBYIO KHIKKY IPHU €€ 0POPMIICHUU.
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Ipunoscenue.
PE3IOME
Hara.00.00.0000
damuius, UM, OTIECTBO
Anpec: ynuna, 10M, TOPOJI, UHIEKC.
Tenedon: 000 00 00
JlaTa 1 MECTO POKJICHUS: JIeHb MecsIia, MECSIII, TO/; TOPOJI, CEJIO.
I'paxxmancTso: Poccuiickas ®@enepanus.
CemeliHOE NOIOKEHUE: ’KEHAT, XOJIOCT, COCTaB CEMBH.
OGpa3zoBaHue: ro/ibl yueOnl, yaeOHOE 3aBEe/ICHHE, CTICIIMATIbHOCTb.
OnbIT paboTHI: roJibl paboThI, 3aHUMaeMas JOJKHOCTb.

JlononHUTEIbHBIE CBEICHUS: BIIAJICHUE UHOCTPAHHBIM S3bIKOM, HUCIIOJIb30BAHUE
TEXHHKH.
UepTsl Xxapakrepa: YKa3bIBAIOT TPHU BAXKHEUINIME, MO0 MHEHUIO TMPETEHJICHTa Ha JOJKHOCTb,

CBOICTBA €ro Xapakrepa.

(IToxrmmuep)  U.O. Gamunus
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Ipunoorcenue.

[upexropy

(HaMMEHOBaHUE OPTraHU3aINN)

N. O. ®amunus, pyKOBOAUTENS
damumusi, UMsi, 0TYECTBO (pabOTHHKA)
aapec:

NHH

IIencuonHoe CTpaxoBOC CBUACTCIILCTBO:

3asj4BJICHUC

[Tporry npuHATE MEHsI Ha PaboTy, HA TOJDKHOCTh

(yKa3aTh JODKHOCTB)

(oTmen, 1ex)

00.00.0000 (IToamucs)
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AHKETA

Mecto mis
(hoTokapTouKn

OT4ecTBO

4x6

2. YKAXKUTE X, 4 TaK K€ Korjaa, rae u 1o KaKoii NPpUYHUHE

Ecaiun wusmensiin  ¢damuiamo, MMs HJIM OTYECTBO, TO

HU3MCHUJIH.

Jdara u mecTo po:xkaeHus (cesio, iepeBHsl, FTOPO/, PaiioH,

00J1acTh, Kpaii, pecny0JanKa).

I'paxknancTBO (ecjiM M3MEHSJIM, TO YKA:KUTe, KOIJa U 10

KaKoil NpUYMHe).

OOpa3oBaHue, Korga M Kakue YyuyeOHble 3aBeJleHHA

5. | OKOHYMJIM,

AUIJIOMY, KBaJII/Iq)I/IKaIII/IH o JMIJIOMY.

HOMEpa [OUMIVIOMOB, CIHENUHAJTBHOCTL 110

YueHasi creneHb, y4eHOe 3BaHHe, KOI/Ja TPHCBOEHDI,

HOMEpa TUIIJIOMOB.

7. | Poceniickoii @egepauuu BjajeeTe H B KaKOH CTENeHH

Kaxknmn HHOCTPAHHBIMHA A3bIKAMHA H A3bIKAMHA Hapoa10B

(4yuTaere M MOkKeTe 00BACHATHLCS, BJIajeeTe CBOOOIHO).

boeuiu im Bel wiim Bamum poaCTBEHHUMKHM CyIMMBI, KOIAa

H 34 4YTO.

bbbl s 32 rpaHuLei, rae, KOraa u ¢ Kakou ueJblo.

10. | cpeannx

Boinosinsiemasi padora ¢ HayaJjia TPYJAOBOM IeATEJbHOCTH (BKJIO4Yasi yue0y B BbICIIMX M
CIeNUATbHBIX Y4eOHBIX 3aBeleHHSX, BOEHHYI0 CJay:xk0y, padory mo
COBMECTHTEJ/IbCTBY, NPEeANPUHUMATEIbCKYIO eI TeJIbHOCTD M T. I1.)

Mecsu 41 rog

BCTYII-
JICHUSI

yxona

JoKHOCTD ¢ yKa3aHUeM Y4Ype:KIeHusl,
OpraHu3anuu, NpeanpusiTus (He3aBUCUMO
OT COOCTBEHHOCTH M BeIOMCTBEHHOH
NPUHAJIEKHOCTH)

MecToHax0K1eHHUA
yupe:KIeHHsl, OPraHu3aIuu,
npeanpusATHs.
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HpI/I 3aMMOJJHCHUM JAaHHOI0 ITYHKTa HGOﬁXOIlI/IMO HMCHOBATH YYPECKACHUE, OpPraHu3anuio,
NPEANPUATHE, TAK KAK OHU HA3bIBAJUCH B CBO€ BPEMsl, BOCHHYIO C.]Iy)Kﬁy 3alMUCbIBATH ¢ YKAa3aHUEM
JOJIZKHOCTH 1 HOMEpa 4YaCTH.

2. Bamm 0;m3KHe pOACTBEHHUKH (3KeHAa, MY, OTell, MaTh, OPaThsl, CECTPbI).
Crenenn damuausn, T'ox u MecTO Mecto pa6oThl, Anpec mecta
POACTBA HMSl, 0TYECTBO POXKIeHUSA HOJIZKHOCTh JKUTEJbCTBA

12. Umerotcst 1u y Bac nium keHbl (My:Ka) poACTBEHHMKH, MOCTOSIHHO MPOKUBAIONINeE 32
rpanuneil (ykaxure ux (paMuiIuio, MMs, OTYECTBO, I0J POXKIEHHS, CTelleHb POACTBA, MeCTO
JKMTEJBCTBA, ¢ KAKOI0 BpeMeHHU OHM MPOKUBAIOT)

13. OTHOIIEHME K BOMHCKOH 00S1I3aHHOCTH M BOMHCKOE 3BaHHNe

14. lomamnuii agpec u Homep TesaedoHa

15. ITacnopT UM JOKYMEHT, €ro 3aMeHsIIoIuii (HoMep, cepusi, KeM M KOI/1a BbIIaH)

16. lonoiHuTe/IbHBIE CBeJAeHUs] (FOCYAapCTBEHHbIE HArpajbl, y4acTHe B BbIOOPHBIX
NMpPeICTABUTEILHBIX OpPraHax, Take Jpyras uHdopmaunus, KOTOpPbIii 0QOpPMIIEHHBIH KeJaeT
€o00IIUTHL 0 cebe)

«  » 20 T. IHoanuck

DOTOKAPTOYKA U JAHHbIE 0 TPYAOBOIi eSITeJHLHOCTH, yuede 0(hopMIAEMOro COOTBETCTBYIOT
AOKYMEHTaM, YAOCTOBEPHAIOIINM JUYHOCTb, 3alUCSAM B TPYAOBOH KHHIKKe, [OKYMEHTaM 00
00pa3oBaHuM, BOMHCKOM CJIy:KOe.

MLIL

(IToanuce, (hamMususi padOTHUKA KaJPOBOIi CITy:KObI)
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Yunpunuposannas popma Ne T-1
YTBep:xaeHHasi nocranoBjieHueM ['ocynapcrBennoro komurera P® no crarucruke
ot 05.01.2004 r. Nel

Kon

®opma no OKY /] 0301001

o OKITIO
(HanMeHOBaHNE OPTaHU3AIIIH)
Homep Jara
JIOKYMEHTa
INPUKA3
(pacnopsizkeHue)

0 mpuemMe Ha padoTy

Jlara

IIpuuaTsL Ha padoTy c

mno

Ta0eabHbIH HOMEP

DaMuIHs, Ms1, 0TYECTBO.

B
HANMeHOBaHHe CTPYKTYPHOTO TOpa3/ie/IeH st
JIOTZKHOCTH (CIIeNHAIbHOCTD, podeccust), pa3psi, Kiace (KaTeropus) Kpaauduxanus
YCJI0BHSI IpHeMa Ha padoTy, XapakTep padoThl
¢ TapuHOI CTABKOM (0OKJIAT0M) pPYO. KOII.
nudpamu
Ha10aBKOI pYyoO. KOII.
nudpamu
C HCTIBITATEJIbHBIM CPOKOM Mecsina (eB)
OcHoBanmue:
TpyaoBoi 10T0BOP OT «___ » 20 roma Ne
PyKOBO}II/ITeJ'II) opraHm3anum
JIOJIZKHOCTH NOANUCH pacumgpoBka nognucu

C npuka3om (pacnopsi:keHuem)
03HAKOMJICH « » 20 ronma

MoANMUCH ]]aﬁOTHllKa
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Yunpuunupoannas ¢popma Ne T-2
YTBep:xaeHHasi nocranoBjieHueM ['ocynapcrBennoro komurera P® no crarucruke
ot 05.01.2004 r. Nel

Kon

®opma no OKY /] 0301022

o OKIIO

(HanMeHOBaHNE OPTaHU3AIIIH)

Howmap crpaxo-
Wnentuduxka- BOT'O CBUJIE- Xapak- | Bua paGotel Hox
Hara co- | Tabenb . An- (MyxC-
. LIMOHHBIA HOMEP | TEIbCTBA IOCY- TEP (ocHOBHas, 110 .
CTaBlIe- HBIN ¢baBu KOH,
HaJIOrorja- JTApPCTBEHHOTO pabo- COBMECTHTE-
HUS HOMED T HKEH-
TEJbIINKA NIEHCUOHHOT O TBI JIbCTBY) cxii)
CTpaxOBaHMUsI
JIMUHASA KAPTOYKA
paboTHUKA
I. OBIIME CBEJAEHUA
TpynoBoii 10roBoOp (KOHTPAKT) HOMeEp
aara
1. Pamuiausn Nmn OtuecTBO
Kon
2. JlaTa poxneHust
J€eHb, MeCsILl, o1
3.  Mecto po:xxkaenust no OKATO
4. TI'paxxkpaHcTBO no OKMH
5. 3HaHMe MHOCTPAHHOIO SI3bIKA no OKNH
HauMeHOBaHHE CTeneHb
no OKHMH
HauMeHOBaHHE CTeneHb
6. Oopa3oBaHue no OKUH

cpeanee, oduiee, MoJTHOE, HAYATBHOE npo(])eccnonanbﬂoe,

cpeanee MpogecCHOHATLHOE, BbICIIee POdeccHOHATbHOe

2-7 cmpanuya ¢popmer No T-2




HaumeHoBaHue 00pa3oBaTe/ibHOIO
YUpeKIeHus

Junsom, cepusi, HoMep

Ton
OKOHYAHUSA

Kpaimndukanus no gunaiomy

HanpaBJIeHne HJIM CIIeHUAJbHOCTD 110

YYpeKAeHHs

AUIIIOMY
Koa mo OKCO
TI'on
HaumeHnoBaHue 00pa3oBaTe/ibHOIO Aumiom, cepusi, Homep
OKOHYaHUA

KBaimmdukanus no gunjaiomy

HanpaBJIeHne HJIM CIIeHUAJbHOCTD 110

AUIIIOMY
Koax mo OKCO
IHocneBy30BcKkoe npogeccuoHAIbHOM
oOpa3oBaHue Kox mo OKUH
aCNMUPAHTYpPa, A0KTOPAHTYPa
HaumeHnoBaHue 00pa3oBaTeJbHOIO, YnocroBepenne, Homep, I'on
HAYYHOI0 Y4YpexKIeHHUsi 1aTa BbLIA4u OKOHYAHMS

HanpaBJIeHne WA CIICHUAJTBbHOCTD 11O

AUILIIOMY
Kox no OKCO
Kox
7. Ilpodeccus no OKIIATP
OCHOBHasA
no OKIIATP
apyrast
8. Crax pa6oThI (110 COCTOSIHUIO HA «___ » 20 roaa);
O0mmii IHel MecseB Jer
HenpepbiBHBII JAHeHl MecsieB Jer
Jarwoimmii mpaBo HA HAJI-
0aBKYy 3a BBICJIYTY JIeT JHel MecsileB Jer

3-a cmpanuua gpopmer Ne T-2
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9. CocrosiHue B Opake Kon mo OKUH
10. CocTaB ceMmbH

Crenenb poacrsa I'on

. damuans, UM, 0TYECTBO
(0smoxaiimme poaACTBEHHUKH) POKACHUS
1 2 3
11. ITacnmopT Ne JlaTa BBIIAYH «_ » 20 roja
Brigan
HHE Opl"aHa BB, 0 PT

12. Axpec MecTa KUTEJIHLCTBA:

ITouTOBBIN MHAEKC

ITo nacnoprty

ITouTOBBIN MHAEKC

PDakTHYECKH

JlaTa perucTpanmu 1o MecTy »KHTeJIbCTBA » roaa.
Howmep Tesie¢ona

II. CBEJEHUS O BOUMHCKOM YYETE

1. Kareropus 3anaca 6. HaumeHoBaHMe BOCHHOI0 KOMMCCApHATA IO
2. Bonnckoe 3Banmii MecCTy KUTeJbCTBA
3. Cocras (npo¢dnnb)
4. ITos1HOE KO10BOE 0003HAYEHUE

BYC 7. CocTOUT HA BOMHCKOM Y4eTe

5. KaTteropusi roqHOCTH K BOCHHOMH

ciay:xoe a) o0memM (HoMep KOMaH/bl, HIAPTHH)
0) cneMaJIbHOM
8.

OTMETKA 0 CHATHH C BOMHCKOI'0 y4yeTa

PaboTHuK KaAPOBOIi CIIYKOBI

JIOIZKHOCTh NOANUCH pacundpoBka noanucH

PadoTHuk

MOANHCH

« » 20 I.

4-a cmpanuya popmor No T-2
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II1. ITPUEM HA PABOTY U IIEPEBO/I HA IPYI'YIO PABOTY

JloxHOCTD (CHIemuaIb - Oxaan
IMognucek
HOCTb, Mpo(eccust), (tapudnas
CTpykTypHOe OcHoBanue | BiajesbUa
Jara. pa3pajn, Kjiacc CTaBKAa), N
nojapasjejieHue. TPYAOBOM
(kaTeropust), Haa0aBKa,
KHH)KKH.
KBaJH(pUKaLus. pYyo.
1 2 3 4 5 6
IV. ATTECTALUS
Hata Pemenne komuccuu. JLOKYMEHT (IIPOTOKO). OcHoBaHme.
arTecTalyu. HOMeEp aara
1 2 3 4 5
V. HOBBILIEHHUE KBAJIM®OUKALIUU
JdoxymeHT
Jlata Buna no- HaumenoBanue (ynocroBepeHue,
BBILLICHHUSA o0pa3oBaTeIbHOTO CBH/IETEJILCTBO) OcHo-
HAyaja | OKOHYA- | KBAJU(U- | yUpexKJaeHHs, MECTO €er0 | HamMme- cenmst BaHHUe
o0yyeHu | HHA 00y KA HAXO0K/IeHUSA HOBa- i, aaTa
HOMeEp
s YyeHusl HHE
1 2 3 4 5 6 8
VI. IPO®ECCHOHAJIBHASA NEPEITIOATI'OTOBKA
JdoxyMeHT (IuIuiom,
JlaTta
CnenuajabHOCTh CBU/1ETEJIbCTBO)
Hayaja OKOHYAHHUSA (HampaBJieHme, HauMe- OcHoBaHue
nepemnojara- | mnepemnoara- npodeccus) HOBa- | HOMep | JAara
TOBKH TOBKH HHE
1 2 3 4 5 6 7

5-a ecmpanuya gpopmor Ne T-2
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VII. HATPAIbI, IOOIIPEHUSA, IIOYETHBIE 3BAHUSA

JoxymMeHTbI
HaumeHoBaHue Harpaabl
HANMEHOBaHHE HOMeEp naTa
1 2 3 4
VIII. OTITYCK
. Ilepuo
Bua ornycka (exxeroaHbliid, aé)oni KoanuecTBO Jlara
yueOHbIii, 0e3 COXpaHeHUs P aHel P OcHoBaHue
3apaboTHOI MJIATHI U AP.) c no OTIyCKa HAaYaJIa
JaAHNUA
1 2 3 4 5 6 7

IX. COHUAJIBHBIE JIBI'OTbI
HA KOTOpble pAa00THUK MMeeT NMPaB0 B COOTBETCTBHH C 3aKOHOAATeIbCTBOM

HaumeHnoBanue Jlokyment OcHoBanue
HOMEp JaTa BbIIAYH
1 2 3 4
X. JOINIOJIHUTEJIBHBIE CBEJAEHUSA
XI. OCHOBAHHUE INPEKPALLIEHUSA
TPYAOBOI0 10roBopa (YBOJIbLHEHH)
JlaTa yBOJIbHEHUS «___ » 20 rojaa
IIpuka3 (pacnops:kenne) Ne oT«__ » 20 roga

PaGoTHuMK KagpoOBOi CJIy:KOBI

JIOIZKHOCTh NOANUCH pacundpoBka noanucH

PadoTHuk

MOANHCH
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CBEJIEHUA O PABOTE TK Ne 0000000
Jlara Cgenenusi 0 mpueMe Ha HaumenoBanme,
padoTty, nepeBoje Ha AaTa 1 HOMep
Ne JAPYIYIO OCTOSTHHYIO JOKYMEHTA Ha
3amuc padorty, kBaaudpukanus, OCHOBAHNH
YHCJI0 | Mecsl roj
U YBOJIbHEHHH (C YKa3aHHEM KOTOPOIo
NPUYUH U CCBUIKON HA BHECEHa
CTAaTbI0, MYHKT 3aK0HA). 3anMCh.
1 2 3 4

IIpakTuyeckoe 3ansatue Ne6
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Tema: JIOKyMEHTBI 110 TPYJOBBIM OTHOLLICHUSM.
Heanb 3ansaTHsa 0YOPMUTE TPYIOBOH TIOTOBOP.

3ananmue:

Hcnonb3ys JaHHbIE NPAKTHYECKOM paboThl N5, 3amojHUTe pa3felibl TPYIOBOrO
JIOTOBOPA.

MeTtoauveckue peKOMeHAAIUM:

TpynaoBoli KOHTpakT (IOroBOp) - 3TO COIJAlllEHHE MEXKIy paOOTHUKOM U
paboTroaaresieM, o KOTOPOMY paOOTHUK 00sI3yEeTCs BBINIOJIHATH paboTy IO ONPEIEICHHON
CHELMATIBHOCTH, KBAJNU(UKALMU WIM JODKHOCTH C TIOJYUHEHUEM BHYTPEHHEMY
TPYAOBOMY paclopsiKy, padoTojgaTenb oOsf3yeTcsl BbIILUIAYMBATh 3apa0OTHYIO IJIaTy U
oOecrieunBaTh YCJIOBUS TpyJAa, NPEAyCMOTPEHHBIE 3aKOHOAATEIbCTBOM O TpPY/IE,
KOJUIEKTUBHBIM JIOTOBOPOM U COIVIAILIEHUEM CTOPOH.

TpynoBoii KOHTPAaKT JOJDKEH HUMETh CIEAYIoLUe O0sS3aTeNbHbIEe PEKBU3UTHI:
Ha3BaHME JIOKYMEHTA, JaTy, UHAEKC, MECTO COCTaBJIEHUs, TEKCT, MOAMMUCH, rnedatb. OH
COCTAaBIIAETCS B IBYX 3K3EMIUIIpax — JJI padoToaaresns u 11 paOOTHHKA.

Muntpyga u coumanbHoro pasutusi PO pexkomenayercsa tumoBas Qopma
TPYZIOBOIO KOHTPAKTAa, ITpuBeneHHas B [Ipunoxenun.
B pe3ynbpTraTe BBINOJHEHUS IPAKTUYECKOTO 3aHATUS CTYICHT
00/11CeH. 3HAMb!
- BUJIbI TPYJAOBBIX KOHTPAKTOB;

- ipaBuUJia 0OPMIICHHS M PEKBU3UTHI TPYAOBOTO KOHTPAKTA;
ymems:
- CaMOCTOSATENTHHO 0(DOPMHUTH TPYI0BOI KOHTPAKT.
ITopsinoK BBINOJIHEHUSA:

1 VscHuTe Ha3BaHME U 1I€JIb IPAKTUYECKOTO 3aHSITHUS.

2 O3HakoMbTeECH C GOPMOH TPYZAOBOTO KOHTpaKTA (IIpunodicenue).
3 3anosiHKUTE OJIAHK TPYAOBOTO KOHTPAKTa U 3aperucTpupyire. Bece HeoOxoaumbie

JTAHHBIE MTPOAYMAaTE CAMOCTOSITEILHO.

4 OdopmuTe BBINOTHEHHBIE 3a/IaHUSI B BUE OTUYETA U MPEJCTABbTE
IIPETIOAABATEIIIO.
5 [Tonb3ysich yueOHUKOM U TOCOOUSIMU, OTBETHTE Ha BOMPOCHI (YCTHO):

5.1 K kako# rpynie JOKyMEHTOB OTHOCSITCS TPYJIOBbIE KOHTPAKTHI?

5.2 Mexny kem, cornacHo TK P® 3akio4aroTcsi Tpy10Bble KOHTPAKTHI?

5.3  KakoBbI CpOKH JEUCTBUA TPYJOBbIX KOHTPAKTOB?

5.4 Kakue peKkBU3UTHI HCTIOIB3YIOT MIPU OPOPMIICHUH TPYAOBBIX KOHTPAKTOB?

Konx

0301014
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®opma no OKVY /]
o OKIIO

(HanMeHOBaHNE OPTaHU3AIIIH)

HOMeEp aaTa

TPYJOBOW JOTOBOP

(motHoe HanmeHnoBanue PagoronaTesns)

B JIHILE
HMeHYeMblil B 1ajibHelieM «PadoTonaresnby, ¢ 01HOI CTOPOHBI, U

(paMuus, MMs1, 0THECTBO)

HUMeHyemblil (asi) B jJaabHeiimieMm «PaGoTHMK», ¢ JPYroil CTOPOHBI, 3AKJIKYMIH HACTOSIIIUIA
TPYAOBO# 10r0BOP (KOHTPAKT) 0 HUKECIeAyIOIIeM:

1. IIpeaMer TPya0BOro 10roBopa

1.1. ITo HacTosileMy TPya0BOMY A0roBopy PadoTHuk 00si3yeTcsi BHINOJIHATH 00SI3AHHOCTH IO
npogeccun (moJKHOCTH)

(mosinoe podeccun.

JOJIKHOCTH)

(pa3psij, K1acc, KaTeropusi KBaIMpUKaIuH)

(HAHMEHOBAaHHe CTPYKTYPHOIO IOJpAa3/ie/IeHHsT)

¢ MOJYMHEHHEM TPYAOBOMY pacnopsiiKy opraHusanum, a Padoronaresn o0si3yercsi odecneunBaTh
PaboTHuky HeoO0XoauMble YCJI0BHS PadoTbl, CBOEBPEMEHHYI0 BBIILIATY 3apa0OTHOH ILIATHI,
HeOOXOAUMbIE  COIUAIILHO-OBITOBbIE  YCJIOBHS B COOTBETCTBHH € JIeHCTBYIONIUM
3aKOHOJATEILCTBOM, JOKAJbHBIMH HOPMATHBHBIMH AaKTaMH, KOJUIEKTUBHBIM J0rOBOPOM M

HaACTOAIUM TPYAOBBLIM J0TrOBOPOM.

2. O01Me MoJI0KeHUus
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2.1. TpynoBoii 10roBOp 3aKJIH0YACTCH:
2.1.1. na

(Heonpe/ie/IeHHbIH CPOK, ONpe/IeIeHHbIH CPOK, BpeMsi BbINOJIHEHHs ONpe/ie/ieHHOH padoTh)

(MpUYHHA 32KJII0UEHHsT CPOYHOTO TPYA0BOIO 10rOBOPa)

2.1.2.

(yxa3biBaeTcsi KOHKpeTHasi padoTa)

2.1.3. Cpoxk neiicTBusi 10roBopa ¢
1no
2.1.4. Tpynosoii 10roBop siBJisieTcsi J0roBOPOM I10

(ocHOBHOIi paboTe, COBMECTHTE/ILCTBY)

i. PaGoTHHMKY ycTaHAB/IMBaeTCs MCHBITATE/IBLHBINH CPOK MPOAOLKUTEIbHOCTHIO
MecsLEB.

2. IIpaBa u 00S13aHHOCTH CTOPOH
3.1. IIpaBa PaGoTHuka

3.2. Ooszannoctu PadoTHNKa

3.3. O6s13annocTn PadoTonarens:
3.3.1. OpranuzoBarb Tpya Pa0oTHuMKa, co3xaTh yCJOBHA AJs 0e30macHOro U 3¢QpQeKTHUBHOIO
TPYAQ, CBOeBPEMEHHO BBIIIAYMBATH 00yCJI0BJICHHYIO TPYAOBbIM J10r0BOPOM 3apa0OTHYIO IJIATY

3.3.2. O6ecnieunTs 0e30macHbIe YCJIOBHS U OXPAaHY TPYyAa HA padoueM MecTe C MpelocTaBJIeHneM
KkoMneHcauuii Pa0oTHMKY 3a TsKesqble pPadoTbl M PadoThl ¢ BPeIHbIMM MJIH ONACHBIMH
YCJIOBHSAAMH TpyAa

3.3.3. IIpouee

3. Pexum paﬁDTbl, BpeMs OTAbIXA U COIUATILHO-0OBLITOBLIE ycioBust
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4.1. Pesxum padoThI

(HOpMAJIbHASI MIPOJOJLKHTEILHOCTH PAG0oYero BpeMeHH, COKpaleHHast

HPOJIO/LKUTEBLHOCT Pabodero BpeMeHH, HelloIHoe padodee BpeMsi)

4.2. Oco0eHHOCTH pe:kuMa pado4ero BpeMeHHn

4.3. Pa0oTHMKY YCTAaHABJMBAeTCS  €XKErOAHBbI  OIUVIaYMBaeMblid  OTIyCK  OOLIeH
NPOA0/ZKUTETbHOCTHIO KaJeHAApPHbIX padoumnx AHeH, u3
HHX JONOJHHUTEJIbHBIH OTIIYCK:

Bunx nonosinu- KoauvecTBo nHeit OcHoBaHMe NPeI0CTABJICHUS
TeJBLHOI0 OTIYCKAa (KaJIeHIapHbIX, pad04YnXx) JOTMOJIHUTEJIBLHOT0 OTIYCKA
Hroro:

4.4. CounajibHO-0bITOBbIE YCJIOBHUS, B TOM YHCJIe CBSI3aHHbIE CO cnienupuyeckoi padoToi

4. Omiara Tpyaa
5.1. 3a BbInojHeHHe 00s3aHHOCTEH, MPeIYCMOTPEHHBIX HACTOSIIUM J0roBOopoM, PaGoTHHKY
yYCTaHABJIMBAeETCs:
5.1.1. Okaan, Hag0aBKHU K 3apa00THOI IU1aTe M POYMe BbIIJIATHI

Oxuag (TapudpHas craBka), HAA0ABKU K Pa3mep
3apa0oTHOII IJIaTe U MPOYKe IeHeKHbIe

BBIILJIATHI IIpouent Cymma, pyo.

Hroro:

5.1.2. llpemun

6. OTBeTCTBEHHOCTH CTOPOH
6.1. Pa0OTHHK HeceT OTBETCTBEHHOCTh B COOTBETCTBHH C 32AKOHOJATEJILCTBOM:
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6.1.1. 3a HeBbINOJIHEHHE WM HapylleHHe O00SI3aHHOCTeH, NPeIyCMOTPEHHBIX HACTOSIIUM
TPYAOBBIM 10I0OBOPOM;

6.1.2. 3a ymep0, npuuuHeHHblii PaGoTonaresii0 BHHOBHBIMHU JeiicTBUSIMH (Oe31eliCTBHEM)
PaboTHuKka;

6.1.3. 3a pasriameHue CBeJAeHHUi, COCTABJIAIIIMX CJIy:KeOHYI0 HWJIH KOMMEPYECKYI0 TailHy
OpraHu3anuu, YKa3aHHbIX B IPUJI0KCHUHU K HACTOALIIEMY /IOTOBOPY.

6.2. PaGoTonare/ib HeceT OTBETCTBEHHOCTh B COOTBETCTBHH € 3aKOHOAATEJILCTBOM:

6.2.1. 32 HapyLIeHHe WJIM HEeBBINOJHEHHE 00513aTe/IbCTB 110 HACTOSLEMY 10T0BOPY;

6.2.2. 3a npuuMHeHHe Bpeaa 310poBbI0 Pa0oTHHKA B CBSA3M C yBeubeM WM IPog3adoieBaHueM.

7. UHble ycJI0BHS TPYAOBOI0 10r0BOpa

7.1.
(yKa:‘sblBaeTCﬂ MOPATOK U3MEHEHUS chIOBl/lFl J0roBOpa, ero NpoJjieHus,
NpeKpaleHusi, PACTOp:KeHHsl, pa3pelieHHsl CIIOPOB)
Padoroaarenn PadoTnuk
ITouTOoBBIi HHAEKC ITouTOBBIA HHAEKC
(ropuauyeckuii aapec) (aapec MPONMMCKH, PeruCTPAIMH)

(Homep Tesedona)

(PexBHM3HTHI Opranusanuu, Padorogarens)

(Homep Tesedona)

ITacnmoprt Ne

(10, KHOCTD)

(pamMuausi, THUIMAJIBI)

(hamMuinsi, HHUIHUAIIBI)

(moanuce)

M H (moanuce)
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IpakTuyeckoe 3anarue Ne7

Tema: @opMbl perucTpaliui U KOHTPOJIS JOKYMEHTOB
Heab: HayuuThcst perucTpupoBaTh Ci1yKeOHbIE TOKYMEHTHI
3aganue:
[Tomb3ysice TOCT P 7.0.97-2016 u dhopmMaMu, BEIOTHUTE CIICTYIOIINE 3a/1aHUS:

1. IIpousBeauTe PpPETUCTPALUIO HECKOJBKUX BXOIAIIMX JIOKYMEHTOB B JKypHaJle
perucTpanuu.

2.1lpousBeauTe PETUCTPALMIO HECKOJIBKUX HCXOJAUIMX JOKYMEHTOB B JKypHAaJe
peructpanuu

3.3aperucTpupyiTe OOUH BXOASIINN JOKYMEHT B PETUCTPALlMOHHON KapTOUKeE.

4. 3anonHuTe Bee rpadbl )KypHaia (KapTOUKH).

MeToanuyeckue peKOMeH/IaluM:

Peructpanusi JOKyMEHTOB B OpraHu3aiii HeoOXoIMMa JUIsl pelICHUs CIeAyIOINX
3a/lay: ydera KOJMYEeCTBa JOKYMEHTOB; OOECIEUYeHHE COXPAHHOCTH JOKYMEHTOB;
YCTpaHEHHE BO3MOKHOCTH TOTEPb JOKYMEHTOB; OOECIe4YeHHs IMOMCKa JIOKYMEHTOB B
MH(POPMAIIMOHHO-CIIPABOYHbIX LeiiX. Perucrtpauuu mnojuiexar MOTOKH JOKYMEHTOB,
TpeOyroIIKe y4yeTa, UCIIOJIHEHNS U JajbHEeHIero UCIoib30BaHUs B CIIPABOYHBIX LEJSX.
Bxopsue, ncxondmue v BHyTPEHHUE TOKYMEHThI PETUCTPUPYIOTCS OTAEIBHO.

I'C JIOY ycraHoBuia ClEAyIOMUNA O0S3aTeIbHBI COCTaB PEKBU3UTOB JIJIS
perucTpanuy JOKyMEHTOB: aBTOP JOKYMEHTAa, HAUMEHOBAHHME JOKYMEHTa, JaTa, HOMEp,
JaTa MOCTYIUIEHUs JOKYMEHTa B OpPraHM3aluio (I BXOISALIUX); HOMEP, MPUCBOCHHBIN
IpU TOCTYIUIEHUH; 3arojIOBOK U KpaTKOe COJAEpKaHUe, pe30NIoLus, OTMETKa 00
WCIIOJIHEHUH U HAaNpaBJIEHUU JOKYMEHTA B JEJIO.

B 3aBucumocTH OT OOBEMOB PErHMCTPALMOHHBIX MAaCCHUBOB JIOKYMEHTHI MOTYT
PETUCTPUPOBATHCS B PETUCTPALMOHHBIX >KYpHAIAX WM PErUCTPAllMOHHO-KOHTPOIbHBIX
kaproukax (PKK). ®opmsl xypnana win PKK moryt ObITh BHECEHBI B KOMITbIOTEp. Toraa
peructpaius OyJeT sSBIATHCS aBTOMATU3HUPOBAHHOM.

B pesynbrare BhITOTHEHHS TPAKTUUECKOTO 3aHATHUS CTYIEHT O0IHCEH:
3HaAmMb:
- IOPSAZIOK U (POPMBI PETUCTPALIUU TOKYMEHTOB;
- IOCTOWHCTBA U HEIOCTATKU KaX 0¥ (POPMBI perucTpanuu
JIOKYMEHTOB;
ymems:
- 0OPMHUTH KypHaJ PErUCTPALIUU JOKYMEHTOB;
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- PETUCTPUPOBATH JJOKYMEHTHI B JIIOOON PETUCTPAIIMOHHOMN (opme.
ITopsinok BBINOJIHEHUSA:
1 VYdacHure Ha3BaHHE U LEIb MPAKTUYECKOTO 3aHATHS.
2 O3HakoMbTeCh ¢ (hOpMaMH pErucTpauuu J0KYMEHTOB (Ilpunoowcenus 1, 2, 3).
3 Tonb3ysick TOCT P 7.0.97-2016 u ¢popMamu, BEIMOTHUTE CIACAYIOIINE 3aaHUS:
3.11lpousBeauTe pPETUCTPALMIO HECKOJBKUX BXOIAIIMX JOKYMEHTOB B JKypHAle
PETUCTPALINH.
3.21IpousBeauTe PETUCTPALMIO HECKOJBKUX MCXOIAIIMX JOKYMEHTOB B JKypHale
pEruCTpauu
3.33aperucTpupyire OJMH BXOJAIIUNA JOKYMEHT B PETUCTPALIMOHHOW KapTOUKE.
3.43anomHuTe Bee rpadpl )KypHama (KapTOUKH).
4  OdopmuTe BbIIOJHEHHBIE 33JJaHUS B BUJI€ OTUETA U NPEACTAaBbTE MPENOAaBaTellto.
5. Ilonp3ysich y4eOHUKOM WIJIM CIIPABOYHBIMU MTOCOOUSIMH, OTBETHTE Ha BOMPOCH! (YCTHO):
5.1 Kakue perucrparnonsbie (OpMbI IPUHSATHI B COBPEMEHHOM JIEIOMPOU3BOJICTBE JIJIS
perucTpauuu J0KyMEHTOB?
5.1YTo0 ABnsIETCSA TIIaBHBIM KPUTEPUEM PETUCTPALIUNA JOKYMEHTOB?
5.2KaKoB nopsiA0K PETUCTPALMHN JOKYMEHTOB?
5.3Kakue cymecTByIOT CPOKH UCIIOJIHEHUS JOKYMEHTOB M KEM OHU yCTaHABIIMBAIOTCS?
5.4Kakue JOKyMEHTHI He MTOJIEKAT PErucTpauun?
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lpunootcenue

Dopma xncypuana pecucmpayuu 6xX00AUUX 0OKyMeHmoes

Bxooswuii Tlama do- chf)a;z- Kpamxkoe cooep- Henonnu Iloonuce Cpox Mpuvena-
Homep 0o- wuti Ho- arcanue (3a2010- UCHONHU- ucnon-
KymMenma mens Hue
KyMeHma mep 60K) OOKyMeHma HeHUs.
Ipunoscenue
Dopma sncyprana pezucmpayuu UCXo0AMUxX 0OKyMeHmos
Ne n/n Aopecam Rpamicoe cooeparcanue (sa- Hcnonnumens MNe dena Ipumeuanue
(xomy) 20J1080K)
1 2 3 4 5 6
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Ipunoscenue

Dopma pecucmpayuoHHON KAPMOUKU ROCMynarouiell KoppecnoHOeHyuu

Hama pecucmpayuu u
6X005UULL HoMmep

Om koeo nocmynun 00-
KyMeHm

Konuuecmeo nucmos u
OK3eMniiapoe

Jlama u ucxooawuii Homep
NOTYYEHHO020 OOKYMEHMA

Kpartkoe coneprkanue TOKyMeHTa

KT0 HanpaBui 10KyMEHT.

Pezomonusa

O6opoTHas cTopoHa

Jama nepedauu Komy nanpaenen Pacnucka 6
HA UCHOTIHEHUe O0OKyMeHm nonyYeHuU

Hama eo3spama, pac-
nuUcKa NPUHAGUIE20
Q0KyMeHm

Howmep oena, 6 xomopom
Xpanumcsi OOKyMeHm, uiu
ommemKka 00 YHUYMOICeHUU

OtMmeTKa O KOHTPOJIE U UCITIOJTHCHHUHU

Korza u xeM 1O0KyMEHT CHAT C KOHTPOJIS
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IIpakTuueckoe 3ansiTue Ne§

Tema: Opranuzanus onepaTUBHOIO XPaHEHHUS TOKYMEHTA.
Heab opopMuUThH HOMEHKIATYPY ACIT

Mertoauveckue peKOMEHAALUM:

HoMmeHknatypa nen CiyXuT JJisi pacipeiesieHus] U TPYIIUPOBKU HCIOJIHEHHBIX
JOKYMEHTOB B JieJa JJsl 3aKpeIUICHUs WHAEKCALMHM Jed, JUIsl YCTAaHOBJIEHHUS CpPOKOB
XpaHEeHUs 1] U T.]I.

HomenknaTypel pAen moApa3iensioTcs Ha WHAUBUAYaJbHbIE, NPUMEpPHbIE U
TunoBble. MHIuBHIyallbHas HOMEHKIJIATypa [el1 COCTaBIseTCS Uil KOHKPETHOIO
OpEANpUATHST C ydeToM creuudpuku (GOpMHpPOBaHMS JEJI W BKJIOYATh BCE Jiela |
JIOKYMEHTBI, KOTOpbIE OTpa)XarT JOKYMEHTHUPYEMbIE YYacTKH pabOThl U OTICIbHBIC
BOIIPOCHI JICSITEIbHOCTH.

B HOMeHKnaType yKa3blBalOTCS HAWMMEHOBAaHUS pa3/IeIOB U MOJAPA3JIEIOB
KIacCU(UKAIIMOHHON CXeMbl W HauMeHoBaHHWe (3aroyioBku) jen. Kaxkmoe nero,
BKJIFOYEHHOE B HOMEHKJIATYpy, JOJDKHO UMETh CTPOTrO OMPENENCHHbIA UHAECKC, KOTOPBII
COCTOUT U3 0003HAUEHUS CTPYKTYPHOTO MOIpa3iesieHus] U MOPSAKOBOIO HOMEpa Jiefa.

B KOHIIe HOMEHKIIATYpbl 00S13aTEIBHO OPOPMIISIETCS] UTOIOBAsI 3aITUCh.

B pe3ynbTaTe BHINOTHEHUS MPAKTUYECKOTO 3aHATHUS CTYICHT

001HCEeH. 3HAMDb!

- IOpsIIOK (hOpMHUPOBaHUA U OPOPMIICHUS JIET;

- mpaBuiIa 0(hOpMIIEHUS HOMEHKIIATYPBI JIET;

- BUJIbl HOMEHKJIATYPHhI JICJT;

- Ha3HaYeHHE HOMEHKJIATyphl JIET;

ymemu:

- (hopmupoBaTh JOKYMEHTHI B JI€NIa;

- 0OpMUTH HOMEHKJIATYPY €T,

- 0OpMHUTH UTOTOBYIO 3aMMKUCh B HOMEHKJIAType JeIT;

- OIIPEACIISTh CPOKH XPAHEHUS IOKYMEHTOB.
Iopsinok BbINOJIHEHNS:

1 VYdacHure Ha3BaHME U LEJb NPAKTUYECKOTO 3aHATHS.

2 (O3HaKOMBTECH C BUJJAMU HOMEHKJIATYP Jied: (TUIIOBas, IpUMEpHas, MHAUBUAYyalbHas).

3 Tons3ysice TOCT P 7.0.97-2016 u ¢popmoii HOMeHKIATypbl faen (Ilpunoscenus 1, 2),

BBITNIOJIHUTE CJEAYIOIINE 3a/IaHUS:
3.1 CocraBbTe ¥ 0(hOPMHUTE HOMEHKJIATYPY €T CAEAYIOIIUX IOKYMEHTOB IO

KaTeropusim
nen: una. 01. Opranusanus u ynpapJjieHue
VYupenurenbHbie JOKYMEHTHI Ipeanpuatusi. Cpok XpaHEHHs! TOCTOSHHO.
[[IratHOE pacnvcanue NPeaNpUsATUs: MOCTOSHHO.
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IIprkassl MO OCHOBHOM AESATEIBHOCTH: TOCTOSHHO.
una. 02. Il1aHupoBaHUE MO0 OCHOBHBIM BH/IaM JAeSATEILHOCTH
["omoBoil man paboThl NPEANPUATHS: TOCTOSHHO.
uHa. 04. Yder u puHaHCHpOBaHUE
["onoBo# (hMHAHCOBBIN TUTAH MPEANPUATHS: TIOCTOSIHHO.
Xo3siicTBeHHBIN KOHTpAKT: 3 roja. KaccoBeie 3asaBku: 1
TO/I.
3.2 OdopmuTte 006pazer; UTOroBOM 3aMKUCH K HOMEHKJIIAType Jell.
4 OdopmMute BHITIOJHEHHBIE 33/1aHUS B BUJIE OTYETA U MPECTaBbTE MPETOAaBATEINIO.
5 Ilonb3ysch y4eOHMKOM WUJIU CIIPABOYHBIMH ITOCOOUSMHU, OTBETHTE Ha BOIIPOCHI
( ycTHO):
5.1 Yto npeacTasisieT coboit neno?
5.2 Kakwue cnemyet coOmoaaTh npaBmia mpu popmMupoBanuu aei?
5.3 HazoBuTe CpOKM XpaHEHUsI JOKYMEHTOB.
5.4 Kakue (pyHKIMU BBITOJIHSIET SKCIIEPTHAS KOMUCCHS?
5.5 Yro Takoe «HOMEHKJIATypa Iei»?
5.6 Ha3oBute BUIbI HOMEHKIIATYP.
5.7 Kak hopmupyercst HHACKC Jiea o HOMEHKIaType Aen?
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Ilpunooscenue
Maxkem nomenknamypul oen (UHOUBUOYAIbHA)

HAVMEHOBAHNE
[TPEAITPUATUA I'pud yrBepxkacHMS

Homenxknarypa nen va 20 ron

Hnoexc 3azonosok oena Kon-60 den Cpox xpanenus Ipumeuanue

oena (6 momax) u Ne cmamwvu no

nepeymio
1 2 3 4 5

[Toxamucy uIl, OTBETCTBEHHBIX

3a hopMUpPOBaHHE HOMEHKJIATYPHI Jel

Ipunoocenue

Maxem umozoeoii 3anucu 0 Kamezopusax 00KyMeHmos u
Konuyecmee oen na npeonpuamuu 6 20 200y

Ilo cpoxam xpanenus Bcezo B mom uucne:

nepexoosuux ¢ ommemxoul « ATKy

ITocTostHHOTO
Bpemennoro (cBeime 10 ser)
Bpemennoro (no 10 ner Bkitod.)
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IIpakTuyeckoe 3ausitue Ne9

Tema: DrekTpoHHBIC JOKYMEHTHI M 3JIEKTPOHHBIN JTOKYMEHTOOOOPOT.

Heab 3ansaTusa: O3HAKOMUTBCA € pacnoiokeHneM pekBuzutoB OPJI cormacHo

I'OCT P 7.0.97-2016 1 HayuuTbcst 0hOPMILSITH CITy>KEOHBIE TOKYMEHTHI C
ucnonbs3oBanueM [1K.

3ananue:

MunucrepctBo o0pazoBaHusi P®D, ydeOHO-MeToauYecKoe OObEAUMHEHHE II0
PKOHOMHMKE U couumosiornn Ttpyaa (mep. CrpemsinHod, 36, r1.MockBa, HHIAEKC:
113054,0KII1O 03944527, OI'PH 1038800839857, UHH 6708022410, KIIIT 817002002),
B Jsmne mpexacenarens YIIO, 3aB. kadenpod ympaBieHus NEpcOHAIOM, . 3. H.,
npodeccopa Operoa FO.I'., oTmpaBuiio 2JIEKTPOHHOM IMOYTOM JEJIOBOE IHMCBMO « O
BBINTyCKE Yy4eOHBIX mocoOuii»  or 16.12.09 peructpannonusiii Homep Ne 99/97,
OTBETCTBEHHOM 3a OTMpaBKy Obuia HazHaueHa MBanoBa M.M. ((095) 232-64-15), uneny
cogera YIIO lllymuuoBy H.M. (yn. bonemas Canosas, 69, r. PoctoB-Ha-/[oHy, nHIEKC:
344007) nmuceMo npunuio PI'DY 20.12.2010 r. u Oputo 3apeructpupoBaHo mon Neo72,
OTBETCTBEHHOU 3a HcnojHeHue HazHaueHa BumnskoBa C.I'. (3ampocuTh 2 3K3eMILISpa).
[Tocne ornpaBku 3anpoca BumnskoBoi C.I'. 11.01.2010 r. mucbmo ObUIO HampaBJEHO B
neno 01-02.

Conepxanue nucpMma:

Kadenpa ynpasnenus nepconasiom POA um. I'.B. IlnexaHoBa B COOTBETCTBUU C
y4eOHbIM TUIaHOM creruaibHocTd  06.02.00 «DKoHOMHMKA M COLMOJOTHUS TpyJa»
BhITTycKaeT B cBeT B 2010 roay ciemyromue pabOThI:

5. Ogperos 10.I'., XKypasines I1.B., Ynpasienue nepcoHanom;
6. Pynenxo I'.T"., Kynanos M.H., Kapramos C.A. PeiHOK Tpyaa.

Ot paboThl pPEeKOMEH0BaHBI MUHHCTEPCTBOM O00IIEro W MPOo(ecCHOHATHEHOTO
obpazoBanuss P® B kauecTBe yUE€OHMKOB Ui CTYACHTOB OSKOHOMUYECKHUX
CIEUAIIBHOCTEN.

[Io Bompocam mnpuoOpereHus oOpamarbess no aapecy: 113054, Mocksa-54,
CrpemsinHol niep., 1.36 POA um. I'.B. IlnexanoBa, kadenpa «YnpapiieHUus EPCOHAIOM.

Mertoauyeckue yKa3zaHH:

Ocoboe MecTo B cuctemMe MH(POPMAIMOHHO-CIIPABOYHON JIOKYMEHTAIIMM 3aHUMAET
nepenucka (KoppecnoHaeHuuss) — OOOOILIEHHOE HAa3BaHUE PA3HBIX IO COJAEPKAHMIO
JIOKYMEHTOB, BBICTYMAIONIUX B KaYE€CTBE MHCTPYMEHTA ONEPATUBHOIO MH(GOPMAIIMOHHOTO
oOMeHa Mexny opraHmsanusmu. llepemmcka 3anmmaer oxono 80 % Bxonsmed u
UCXOJIAIIEH JOKYMEHTAIIMK OPTaHU3aIUH.

Bunbr nenmoBoil mepenmuckd M WX Ha3BaHWUS (IIMCBMO, TelerpaMma, TeJeKc,
dakcorpamma, TenedoHOTpaMMa) OMNPEACIAIOTCS croco0aMH  Tepefadyu  JeJIOBOU
uH(pOpMaIK, KOTOphIE MOAPA3AEIAIOTCS Ha JIBA OCHOBHBIX BHJA — IIOYTOBAas CBSI3b U
DJIEKTPOHHAS CBSI3b.

JlejioBoe MHMCbMO (CHHOHUMBI: CIIy»K€O0HO€ NHChbMO, O(PHUIMAIbHOE MNHUCHMO) —
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HA3BaHUE PA3IMYHBIX IO COJEPKAHUIO JOKYMEHTOB, BBIICISAEMBIX B CBSI3H C OCOOBIM
CIIOCOOOM IMepeaun TEeKCTa — MEPECHUIKOM MO MoYTe.
[Ipu BegeHNM NEPEeNUCKU JOHKHBI COOII0IaThCS CNEAYONIe TpeOOBaHHE:

- JOKyMEHT OQoOpMIISETCS Ha CIEUHAIbHBIX OJaHKaX — OJIaHKax [Jigi MUCEeM — U
MOATMUCHIBAETCS. PYKOBOJMUTEIIEM OpraHU3allMd WIM €ro 3aMECTUTENIEM B paMKax
MPEeJOCTaBICHHON UM KOMIIETEHIINH;

- TEKCT JOJDKEH H3JIaraercs TIpaMOTHO, O(UIMAIBLHO JEJIOBBIM SI3BIKOM, 00Ja1aTh
JIOCTaTOYHOW AapryMEHTAalMEN, TOYHOCTBIO, ITOJTHOTOM M SICHOCTBIO XapaKTEPHUCTUK,
KPaTKOCTBIO U MOCJIEI0BATEIbHOCTBIO U3JI0KEHUS;

- TEKCT MAChbMAa HE JOJKEH JIOMYyCKATh PA3JIMYHOrO TOJIKOBAHUS;

- coObITUsI U (pakThl B HEOOXOAUMBIX CIIy4yasX JOKHBI UMETh Pa3bICHSIONINE U
JIOTIOJTHSIOIIIE MaTEpHAaIbI.

B pe3ynbrare BhIMTOTHEHHS TPAKTUUECKOTO 3aHATHUS CTYIEHT Q0IHCEH.
3Hamy:
- PEKBU3UTHI CIIYKEOHOTO MHUCHMa;
- BUJBI TIHCEM;
- ipaBuiIa 0(hOPMIICHUS;
ymemu:
- 0(bOpPMIISITH CITyKEOHOE MUCHMO.
IMopsinoK BBINOJIHEHUSA:
1. Vsacuure Ha3BaHue, LENb U 33/1aHHE MPAKTHUYECKOTO 3aHSATHUS;
2. OdopmuTth Ae10BOE MTUCEMO, UCTIOIb3YS JaHHBIC 3a/IaHKs M MaKeT JEeJIOBOrO MUChMa
(cM. mpuIoKeHue ).
3. OdopmuTe BHINOJHEHHBIE 33/1aHUS B BUAE OTUETA U MIPEJICTaBbTE MPENOAaBaTelIio.
4. Tlonmp3ysCh CIPaBOYHBIM WM YU€OHBIM ITOCOOHEM, TOATOTOBLTE OTBETHI Ha
BOIPOCHI (YCTHO):
3.1Yro Takoe ciyxebdHoe MUCbMO?
3.2TpeboBanus NpeIbABISIEMBI K IEPEMTUCKE.
3.3Buasl nucem.
3.4513p1k0Bas popmyia CIykeOHOro MUChMa.
3.50co6enHocTH 0(hOpPMIIEHHS TUCEM MEPEaBAEMbIX 3JIEKTPOHHOU MOYTOM.
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I'epo
(nsm >M0OJ1eMa, TOBAPHbIH 3HAK)
HAUMEHOBAHUE OPTAHU3ALINUN
CIIPABOYHbIE JAHHbIC OPTraHU3AIUU
(mouToBBIN U TeJierpadgHbINA agpeca, HOMep
TesieoHa, pakca, HOMep cyeTa B OaHKe U AP.)
AJpec 3JIeKTPOHHOM MOYThI
OKIIO, OI'PH, MHH/KIIII
00.00.0000 Ne 00/00-000
Ha Ne 00 ot 00.00.0000

3aroJ10BOK K TeKcTy (0TBeuyaeT Ha Bonpoc «O
yeM?», HAUMHaeTcs ¢ npeasora «O»)

Ipunoorcenue.

Anapecar: HamMeHOBaHMe J0JIKHOCTH
N.0. ®amuiius (Bce B 1aTeJIbHOM MAajaexe)
HaszBanue yamubl, Ne 1oMa, ropoa HHAEKC

Pezonouusn:

Damununa U.0. omeemcmeennozo 1uya, cymao
pabdombol, CPOK UCnoOIHEHUA,
Iloonucw pykosooumens
Mama

Ecau TekcT mucbMa COCTOMT U3 JABYX U 0ojiee ad3aneB, TO TeKCT nmedaraercs or 1-ro

NPEAI0KEHUA — IIATHh 3HAKOB OT JICBOI'0 MOJIsA. Tekcer 0€e3 a63aueB MO:KeT neyararbesi ot 0-ro

M0J103KeHN Sl — HeTIOCPe/ICTBEHHO OT JIEBOIo NoJisi (hopMyJisipa.

TekeT mucbMa J0/KeH BKJIOYATH TPH CTPYKTYPHBIX 3JIEMEHTA: BBOJHYK0 4aCTh,

n3J1arammyro noBoa 1js HanmuCaHvs IMUCbMa; 10Ka3aTeJIbHYIO YaCTh, MIPUBOAAIIYIO 10BO1bI,

CCBIUIKH HAa HOPMATHUBHBLIC NOKYMCHTDLI: 3aKJIIYUTC/IbHYIO 9aCTh, B KOTOpOﬁ, u3Jjgaraercsd

npockh0a, corjacue, 0TKas.

Bo3moxken oOpaTHBIH NOPAJOK NOCTPOCHMS MHMCbMA:

3aKJII0YUTEe/IbHAdA YacCThb

NPUBOAMTCS Tepel 10KA3aTeJbHONH. DTOT MOPSAI0K XapaKTepeH VIS MUCEM BbIIIECTOSIIMNX

OpraHu3anui.

IIpunoxenue: Ha ...J1., B ... IK3.

Hoamuce:
HaumeHnoBaHue 10/KHOCTH (moamucek) N.0. Pamuius
HUcnonnurenn:
N.0. Pamuius
Tenedon
B nesto 00 (moamucn) Hnenrudukarop 5 OﬁrAHmAHM
o X. J\e
Jara 3JIEKTPOHHOM KONHNHU « » 20 r
JOKYMEHTa
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Kapra meTonuaeckoro ooecnedeHus TUCIUILTHHBI

Komnae

I'pud T'on OnexTpo
N3narens CTBO B - JIOCTYITHO
Ne AsTOp Hazpanue M3IAHU | U3IaHU HHBIH
CTBO (§7(%4%(6) CTh
Py i pecypc
TEKe
1 2 3 4 5 6 7 8 9
OcHOBHas IUTEpaTypa
https://
JIOKyMeHTaImOHHO PUOP : %
1 E. B. I'manuii € o0ecrieueHmne NHOPA- - 2020 - = -
catalog/
YIpaBJICHUS M
product/
1065817
JIOKyMEHTAI[HOHHO %%m
e obecrieueHune =
2 T. A. BeikoBa yIpaBIeHus MHOPA- - 2022 - com/ -
M catalog/
(Ienormpoun3BoOACTBO
) product/
1863409
Kype ht‘gps.://
JIEJIOTPOU3BOICTBA! Znanium
3 M. B. KupcanoBa | HOKyMEHTAIHOHHOE MH®PA- - 2020 - Lom/ -
M catalog/
obecrieueHue coduct/
yIpaBleHUs p—l 033888
https:/
JIOKyMEHTHPOBaHH MHDOPA- w
4 H. II. KproxoBa € YIIpaBIeHUECKON - 2019 - BV
M catalog/
NIEATENILHOCTH
product/
991955
JlononuuTenpHas IuTeparypa
http:/
znanium
JIOKyMEHTAI[HOHHO _ | Meroan .com/
1 E.B. I'maguii e obecrieueHue HHEPA YEeCKHUH 2016 - bookrea
yIpaBIECHUS COBET d2.php?
book=46
8335
http:/
JIOKyMEHTAIIHOHHO znanium
e obecrieuenue .com/
2 T.A. BrikoBa yIpaByieHus HH;\%[PA_ - 2017 - bookrea
(memompon3BOACTBO d2.php?
) book=76
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