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3ajanus I CaMOCTOSAITEIbHOH PadoThI

Tema 1.1 IIpeaMeTt u 3212494 JUCHUILTMHBI

CamocrosiTeJibHAsE padoTa 00y4yalomMxcsi: MOATOTOBUTH pedeparbl Ha TeMy
«HUcropus nenonpousBosctsa Ha Pycuy, «Pa3Butre aenonpousBoacTsa B Poccuny

MeToauueckue PEKOMEHIANUMA 110 MOATOTOBKE cooﬁmeHm‘i, peq)epaTOB

Coobuienue no teme. [IpoomKUTENBHOCTH COOOICHUS 5-7 MUH. J{71s1 WiTIoCTpauu
moATrOTOBUTH 1-2 cnaiiga B PowerPoint, packpsiBaroiiine 0CHOBHOE COIEpKAHUE
paboTHI.

Pedepar

Pedepar (ot mar. refero — noknaapiBaro, cOOOIIAl0) — KPaTKOE H3JI0KEHHUE
coJiepKaHUsl IOKYMEHTa WJIM €ro 4acTH, HAy4YHOW paboThl, BKIIOYAIOIIEE OCHOBHBIE
(bakTHUeCKue CBEJCHUS U BBIBOIbI, HEOOXOUMBIE ISl IEPBOHAYAIBHOTO O3HAKOMIICHHUS
C UCTOYHUKAMHU U OTIPEICIICHUS 11eJIeCO00Pa3HOCTH OOpaIeHUs K HHUM.

CoBpeMeHnHbIe TpeOoBaHUs K pedepary — TOUHOCTh U 00bEKTUBHOCTh B
nepeaayde CBEJICHUM, OJIHOTa OTOOPaKEHUsI OCHOBHBIX DJIEMEHTOB Kak 1o
coJiep KaHUIo, TaK U 1o opMe.

Lens pedepara - HE TONBKO COOOIIUTH O COAEPKAHUU pedepupyeMoit paboThl, HO
U JaTh MPEACTABICHUE O BHOBb BO3HHKIIMX MPOOJIEMax COOTBETCTBYIOIIEH OTpaciu
HayKH.

B yueOnoM miporiecce pedepart npeacTasiseT coO0i KpaTKOe U3JI0KEHUE B
MMMCBEMEHHOM BHJIC€ WX B (opMe MyOJMYHOTO AOKJIANa COACpPKAHWUS KHUTH, YUCHHS,
HAYYHOTO MCCIIEIOBAHUS U T.I1.

WNuaye roBops, 3TO AOKIJIA] HA ONPEICTIEHHYIO TEMY, OCBEIIAIONIHI €€ BOMPOCHI Ha
OCHOBE 0030pa JUTEPaTyphl U JPYTUX UCTOYHUKOB.

Pedepatbr B pamkax y4eOHOro mpoiiecca B By3€ OLIEHMBAIOTCS IO CIEAYIOIUM
OCHOBHBIM KPUTEPHUSIMU:

- aKTyaJbHOCTh COJIEp’KaHUS, BBICOKUN TEOPETUUYECKUN YpPOBEHb, TIyOWHA U
MOJTHOTA aHanu3a (PaKToB, SIBICHUM, TPOOIEM, OTHOCSIITUXCS K TEME;

- wH(OPMAIMOHHAS HACHIIIEHHOCTh, HOBHM3HA, OPUTMHAIBLHOCTH W3JIOKCHUS
BOTIPOCOB;

- MPOCTOTA U JOXOTYUBOCTH U3JI0KCHHUSI,

-CTPYKTypHAasi OPraHU30BaHHOCTh, JIOTHYHOCTh, TPaMMaTHYECKast IPaBUIHBHOCTD U
CTHJIHCTHYECKAS BBIPA3UTCIIBHOCTD;

- yOeauTenbHOCTh, apryMEHTHPOBAHHOCTh, IpPaKTUYECKass 3HAYUMOCTb U
TeopeTuiecKkasi 000CHOBAaHHOCTh MPEJIOKEHUI U BEIBOJIOB.

CocraBneHue cycKa UCIOJIb30BaHHOM JIUTEpaTyphl. B cooTBETCTBHM C
TpeOOBaHUAMU, TPEIBABIIEMBIMA K pedepaTry, TOKIamay, HEOOXOIUMO COCTaBUTH
CIIUCOK JINTEPATYPhl, HCIIOJb30BaHHON B pab0TE HAJl HUM.

OcHoBHbI€ 3Tarbl paboThl HaJ pedepaTom
Pedepat obopmisercs B anekTpoHHOM BHiE ¢ cobmonenneM Becex TpeboBanmii EI'CKJ]
K 0(hOPMIICHHIO TEKCTOBBIX JOKYMEHTOB. UepTEKH M PUCYHKH PACIIOIATAIOTCS B TEKCTE




pedepara HEMOCPEACTBEHHO MOCHE CChUIKH Ha HUX.

B opranuszanuoHHOM IJ1aHe HalMcaHue pedepara - Mpolece, paciupeieIeHHbIN BO
BpEMEHH 110 dTanaM. Bce 3tamnbl paboThl MOTYT OBITH CTPYIIIIUPOBAHBI B TPH OCHOBHBIE!
[OJrOTOBUTEbHBIN, UCTIOTHUTENBCKUN U 3aKITIOUUTENIbHBIMH.

[ToAroTOBUTENBHBIN TAll BKIIOYAET B €0 IOMCKU JIUTEPATYPbI o
OIIpE/IENIEHHON TEME C MCHOIb30BAaHUEM PA3IMUYHBIX OMOIMOrpapuUecKuX UCTOUHUKOB;
BbIOOp JUTEpaTyphl B KOHKPETHOM OMOJIIMOTEKE; OINpenesieHue Kpyra CIpaBOYHBIX
ocoOuil AJis mocIeyIolIe paboThl MO TEME.

HcnomHUTeNbCKHiA 3Tan BKJIIOYAET B ceOsl YTEHHE KHHUT (JIPYTUX HMCTOYHUKOB),
BEJICHUE 3alMCEN MPOYUTAHHOTO.

3aKII0UMTENbHBIN TAll BKIIOYAET B ce0s1 00pabOTKy MMEIOIINXCS MaTepHANIOB U
HalvcaHnue pedepara, COCTaBICHUE CIIUCKA UCIIOIb30BaHHOM JINTEPATYPHI.

Hanucanue pedepara. OmnpeneneH CHUCOK JUTEpaTypel Mo Teme pedeparta.
N3yuena ncropust BOIpoca 1o pa3indHbIM HCTOYHUKAM, COCTABIICHBI BBIITMCKH, CIIPABKH,
IUTaHbI, TE3UCHI, KOHCTIEKTHI. [lepBoHavanpHas 3aa4a JaHHOTO ATAMa - CUCTEMaTH3aUs
u nnepepaboTtka 3HaHui. CucTeMaTU3UPOBATh MOJYUYEHHBIH MaTepual - 3Ha4UT IPUBECTU
€ro B OINpEAeTeHHbI NOPSAIAOK, KOTOPBIM COOTBETCTBOBAN Obl HAMEUYEHHOMY IUIaHY
paboTHI.

Crpvykrypa pedepara

BBenenue
BBenenue - 310 BcTynuTeNnbHas 4acTh pedepara, npeapapsitoias TEKCT.

OHO JOMKHO COAEPIKAThH CIEAYIONIUE IIEMEHTHI:

a) OYeHb KPAaTKUH aHaJIN3 HAYYHBIX, IKCIEPUMEHTAIbHBIX WM TMPaKTUYECKUX
JOCTH)KEHUI B TOM 00JaCTH, KOTOPOW MOCBAILIEH pedepar;

0) 00t 0630p OMyOJIMKOBAHHBIX PabOT, paccMaTpUBaeMbIX B pedepare;

B) 1I€JIb IaHHOW PaOOTHI;

r) 3a/1a4u, TPEeOYIOIIUE PEIICHUS.

O0bem BBeneHus npu o0beme pedepaTa, KOTOPBIM MbI ONPEACIIAIN (10-
15 crpanun), - 1,2 cTpaHuUlIbL.

OcHOBHas 4acTb.

B ocHoBHO yacTH pedepara CTyIeHT JaeT MUCbMEHHOE U3JI0KEHUE MaTepraa 1o
MPEJIOKEHHOMY TUTaHY, HCTIONB3Ys MaTeprall U3 UCTOYHUKOB. B aTOM paznene paboTs
GOpMyIMpYIOTCS OCHOBHBIE TIOHATHSA, WX COJACpXKaHHWE, TOIXOAbl K aHalu3y,
CYIIECTBYIOIIME B JINTEPATYpPE, TOUKH 3pEHUS HA CYTh MPOOITIEMBI, €€ XapaKTePUCTHKH.

B cooTBeTCTBMU C TMOCTAaBJICHHOHN 3aJayeil IeraroTcsl BBIBOABI M OOOOIICHUS.
OdeHp BaXXHO HE TIOBTOPATH, HE KOMHPOBATh CTHJIb MCTOYHHKOB, a BBIpa0OTaTh CBOU
COOCTBEHHBIN, KOTOPBIN COOTBETCTBYET XapaKTepy pedeprupyeMoro MmaTepualia.

3akJIIOueHue

3aKiIroueHre MoABOAUT UTOT paboThl. OHO MOXKET BKJIIOYATh MOBTOP OCHOBHBIX
TE3UCOB PabOThI, YTOOBI AKIEHTHPOBATh HA HUX BHUMaHWE yWTaTeseH (CiymiaTeneil),
coJiep)kaTh OOIIMI BBIBOJA, K KOTOPOMY MpHIIEN aBTOp pedeparta, MpeaioKeHHUs IO
JNajdbHEWIled HaydYHOU pa3paboTke Bompoca W T.I. 3AECh YK€ HUKAKUE KOHKPETHbIC
ciy4dad, GakThl, IU(PBI HE aHATU3UPYIOTCS.




3akroueHue o 00beMy, Kak MpaBHIIo, TOJKHO OBITh MEHBIIIC BBEICHMS.
CHOMCOK MCIOJIb30BaHHBIX UCTOYHUKOB

B crporo andaBUTHOM TOpSJIKE pa3MEIIalOTCs BCE MCTOYHUKU, HE3aBHCHUMO
oT (OpMBI U cojiepx aHusi: O(QUIIMATIbHBIE MaTEpPUAJIbl, MOHOTPA(PUU U SHIUKIONEINH,
KHHUTY U JOKYMEHTBI, )KypHaJIbl, OPOIIIOPHI U Ta3€THBIE CTAThHU.

Cnucok  MCHOJIb30BaHHBIX ~ HMCTOYHUKOB  odopmisieTcss B TOH ke
MOCJIEIOBATEIbHOCTH, KOTOpas ykKazaHa B TpeOOBaHMIX K 0odopmileHHIO pedepaTos,
KYPCOBBIX, TUIUTIOMHBIX paOoT (mpuioxenue Ne 1).

TpedoBanus k opopmiieHHI0 pedepaToB, KYPCOBBIX, AUIIJIOMHBIX PadoT

Odopmiieane TuTyapHOTO JucTa (TpriiokeHust Ne 3-6). PaGota momxHa OBITH
BbIlOTHEHa ¢ momomibio [IK uyepe3z 1,5 wuntepBana. TexcTtel paboOT meyaTamT C
COOJTIOICHHEM pa3MEepOB TOJICH: clipaBa HE MEHee 2 CM, cieBa 3 CM, CHU3Y, CBEpXy — 2
cMm, pasmep mpudTa Times New Roman — 14.

['maBbl ¥ maparpadbl KypcoBOil U AMIUIOMHOM paboT (IPOEKTOB) HYMEpPYIOTCS
apabckuMu nugppamu. Psgom ¢ Homepom nozpaszerna mpocTaBisieTcsl 1 HOMEp pasjiena,
OHHU TIPU 3TOM Pa3JIEISIFOTCS MEXKIY cO00M TOUKOM, Hanpumep, 2.1 (mepBbiil naparpad,
BTOpOU paznen). CI0BO «pa3ien» MOKHO M HE IUCATh, BBEJICHUE U 3aKIIOYEHUE HE
HymepyroTcs. Homep cooTBeTCTBYIOLIErO pa3jena Wiv nojapasjeia CTaBUTCS B Hadalle
3arosioBka. Kaxxaplii pa3nen pabOThl OJDKEH HAUMHATHCS C HOBOTO JIMCTA, @ HOBBIC
IIO/IPAa3/IeIIbl IPOJOJIKAIOTCS HA TOM K€ CTPAHULE, HA KOTOPOM 3aKOHYEH IPEIbLIYIIUI
nojpasiesl. 3arojoBKH IJ1aB MEYaTaI0TCA MPOMUCHBIMU OYKBaMH 10 LIEHTPY, 3ar0JIOBKU
MO/IPA3/IENIOB - CTPOYHBIMU. ECiM 3arojloBOK BKJIFOYAET HECKOJBKO MPEMIOKEHHM, TO UX
paznenstor Toukamu. IlepeHochl CJIOB B 3arojioBKax He JomyckarTcs. B KoHue
3aroyioBka TOYKM He craBsTcs. [lomyxupHelid mpudt He ucnosb3yercs. PaccTosiHue
MEXJy 3arojoBKaMHd M TEKCTOM JOJDKHO OBITh B OJHY MYCTYIO CTPOKY. AO3aibl
Ha4YMHAKOTCA OTCTynaMu B 1,5 cm.

Crtpanuiisl HyMepyroTcs apabckuMu U pamMu, HyMepalusi CTpaHUIl I0JKHA ObITh
CKBO3HOU. TUTYIBHBIN JIMCT BKIIFOUAETCSA B OOIIYI0 HyMEpaIlrio, OJJHAKO HOMEp Ha HEM
He cTaBuTcs. MimocTpanny 1 Tabnuiibl, pacioioKeHHbIE Ha OTAENbHBIX JINCTAaX, 8 TAKKE
BCE MPUJIOXKEHUS BKJIIOYAIOT B OOLIYI0 HyMepaluio cTpaHul] padbotsl. Homep cTpanuiis
IIPOCTABIIAETCS BBEPXY IIOCEPEIUHE.

Nnmroctpanmu (rpaduku, CXeMbl, AHarpaMMbl) pacioiaraloTcs HeToCPEICTBEHHO
IIOCJIE TEKCTAa, B KOTOPOM OHHM YIIOMHHAOTCSI BIEPBBIC, WM HA CIEIYIOLIEH CTpaHHULIE.
Bce wimoctpanuun 0003HadaroTCsl CIOBOM «PUCYHOK» M B TEKCTE€ HAa HUX JENAIOTCS
ccpuiku. MImrocTpaiuu HyMepyroTca apadCKuMu uppamMu Win AByms nudpamu (Hamp.
2.1), rne 1-a uudpa ykazplBaeT HOMEp IJaBbl, 2-1 — HOMEpP PUCYHKa, HO CKBO3HOM
HyMepalueil B npenenax Bceil paboTsl. Eciiv cCbUIKM MPUBOASTCS B KOHIE CTPAHMIIBI,
UCIIOJIb3YIOTCSl 3HAKU CHOCOK, KaK MpaBuio, HU(MpPHI, B TOM MECTE, I 3aKaHYMBACTCS
MBbICJIb aBTOpa. Hanpumep, ¢ mexcme: PeueBoi nepruo, KOTOPbI HEKOTOPHIEC Ha3bIBAKOT
CUHTAKCMYECKOM  KOHCTPYKLMEW, CO3JaeTcsi MO  MPHUHIMIY  KPyrooopasHo
3aMBIKAOIIMXCS M PUTMUYECKH OPTraHM30BAHHBIX YaCTEH?,

[Mudposoit Marepuan pexomMeHAyeTcs OQOpPMIISATH B BHIE TaOMUIl, KaXKIYIO
U3 KOTOPBIX Pa3MEIIaloT Mociie yNoMUHaHus o Heil. Tabmuua nomKHA UMETh HOMED
(apabckumu 1MpamMu) W 3aroJOBOK, HAMMCAHHBIA ¢ 3ariaBHOM OykBbl. ClI0BO




«Tabnuia» moMenaeTcsi ¢ KpaCHOM CTPOKH C HOMEPOM, 3aT€M CTaBUTCA MPoOe, TUpE,
po0eJT U 3aroJ0BOK TaOIHUIIEI C MPOMUCHONW OYKBBI 0€3 KaBbIUCK.

TekcThl JKenaTeabHO WIUTIOCTPUPOBATh IpaduKaMu, JUarpaMMaMH, PUCYHKAMHU.
[Ipu ccepuike Ha TaOMUIBI M PUCYHKH YKa3bIBAlOT MX TMOJHBIA Homep. CHucok
UCIIOJIb30BAaHHBIX MCTOYHUKOB O(OpPMIISIETCS B OMPENEICHHOW IMOCIeI0BATEIbHOCTH.
Buauane npuBoasrcs: 1. @enepanbHbie 3aK0HbI, yKa3bl [Ipe3unenta PO, moctaHOBICHUS
[IpaBuTenscTBa P®, HOpMaTUBHbIE MaTe€pHalbl, W3AAHHBIE OpraHaMu BIIACTH W
VOPaBJICHUS PAa3IMYHBIX YpoBHEH. 2. MoHOorpaduu, HaydHbIe COOPHUKH, KYPHAITbHBIC
CTaThU B a(aBUTHOM MOPSJIKE, C YKa3aHHEM (.H.0. aBTOPOB; HA3BAHUS; T0/1a U3/IaHUS;
U3/1aTEIbCTBA; HOMEPOB YPHAJIOB, HOMEPOB CTPAHUI] HA4yaJla U OKOHYaHUs CTaThu. [{is
HAYYHOU U yueOHOU TUTepaTypsl — 00I1Iee YHUCIIO CTPAHUIL.

Kpumepuu oyenku pegpepama

Cpok cauu rotoBoro pedepara onpeaenseTcs yTBEpKISHHbIM IpauKoMm.

B cnydae oTpulaTenbHOTO 3aKIIOUEHMS MpEnojaBaTeNis CTYACHT 00s13aH
nopaborath wiM nepepadotats pedepat. Cpok nopabotku pedepara yCcTaHABIMBACTCS
PYKOBOJUTENIEM C YYETOM CYIIHOCTH 3aMe4aHuil U oO0beMa HeoOXO0IUMOM TIOPAOOTKH.

Pegepam oyenusaemcs no cucmeme:

Onenka  "oTauuHO"  BBICTABISETCS 3a  pedepar, KOTOPBIA  HOCHUT
UCCIIEIOBATENIbCKUN  XapaKTep, COJIEPKUT TPAMOTHO U3JIOKEHHBIM MaTephali, ¢
COOTBETCTBYIOIIMMHU 0OOCHOBAaHHBIMU BBIBOJIAMH.

Onenka "xopomo" BBICTABISETCA 3a TIPaMOTHO BBINOJHEHHBIM BO BCEX
OTHOIIICHUSX pedepaT MPU HAIMYUU HEOOJBIIUX HEIO0YETOB B €r0 COACPKAHUU WIIU
ohopMIICHUHU.

Ounenka "yJOBJIETBOPUTENBHO"  BBICTABIAETCS 3a  pedepar, KOTOPBIMA
YAOBJIETBOPSIET BCEM MPEIBSBISIEMBIM TPeOOBAHUSM, HO OTJIUYACTCS MMOBEPXHOCTHIO, B
HEM IMPOCMATPUBAETCS HEIMOCIEA0BATEIbHOCTh M3JI0KEHHSI MaTepuasa, peCTaBICHbI
HEOOOCHOBAHHBIE BHIBOIBI.

Onenka "HEYyJOBJIETBOPUTEILHO" BBICTABIsACTCS 3a pedepar, KOTOpHIA HE
HOCUT HCCIIEIOBATEIbCKOIO XapakTepa, HE COJEPNKUT aHallu3a HCTOYHUKOB U
MO/IXO/IOB 10 BEIOPAHHOM TeMe, BBIBOJIBI HOCAT JACKIApATUBHBINA XapaKTep.

CryneHT, He TIPE/ICTaBUBIINI B YCTAHOBJICHHBIM CpPOK TOTOBBIM pedepar 1o
JTUCITUTUINHE Y9eOHOTO TUTaHa WJIU MPEACTaBUBIINN pedepar, KOTOPHIM ObLT OIICHEH Ha
«HEYJOBJIETBOPUTEIBHOY, CUMTACTCS UMEIOIIMM aKaJeMUYECKYIO 3a/I0JDKEHHOCTh U HE
JIOIyCKAeTCsl K cAaue AK3aMeHa Mo JAHHOUW TUCLMIUINHE.

Tema 1.2 Cucremepl 1o0kymMenTanuu. HopMaTuBHO-MeTOAMYECKHE TOKYMEHTHI 110
opranmzanuu [0Y. OcodenHocTu opopmiaeHus ynpaBjieH4eCKUX J0KYMEHTOB.

CamocrosiTesibHasi padoTa 00y4arOMXcs:
1. OdopmiieHne peKBU3UTOB «ApecoBaHus», «[loamucanus «Y TBEpKIACHUSY,
«CornacoBanus» cBoei GUPMBI.
2. Onpenenure omMOOYHbIE BAPHAHTHI PU O(POPMIIEHUU PEKBU3UTA «HAUMEHOBAHHUE

OpraHu3aluN»:
— MI'VY; PYJIH; PITY; BHUNcenpxo3mair;



Bceepoccuiickas akanemMus CeabCKOX03SMCTBEHHBIX HayK uM. B.W. Jlennna
(BACXHWI);
OTKPBITOE aKIMOHepHOe 0011ecTBO «Kackany;
3aKpBITOE aKIMOHEPHOE 0011ecTBO «ILimyTOHY;
¢bupma «CIyTHUKY;
¢bupma «Buonay;
nuBHas komnanus «llepepay;
babpuka «3aps»;
OTJI€]l MAPKETUHTa;
OTJIE MEPEBO30K;
Marmcrponckian

N3yuuth (uTeHne TekcTa) JoKyMeHT «l ocygapcTBeHHast cucteMa
JOKYMEHTAIMOHHOTO oOecrieueHus yrpanieHusi. OCHOBHBIE MMonoxkeHusd. Oomue
TpeOOBaHUS K JJOKYMEHTaM U CITy:k0aM JIOKyMEHTAIlMOHHOTO obecriedeHus» (0g00peHa
koJuieruen I'nmaBapxusa CCCP ot 27.04.1988, IIpuka3s ['maBapxuBa CCCP ot
23.05.1988 N 33) (Bmecte ¢ «lIpaBuiiamMu 3amoJHEHUS OCHOBHBIX PEKBU3UTOB
PErUCTPallMOHHO-KOHTPOIBHBIX hopM (PKD)y», «IIpuMepHbIM MOJT0KEHUEM O CITykKOe
JOKYMEHTAIMOHHOTO 00EeCTICUeHUsI YIIPABICHUS» ) U 3aKOHCIIEKTUPOBATh B TETPAIU
Marepual 1o Borpocam: 1.OcHoBHble nenu ['C JI0Y.2.0cHoBHbie nonoxenus ['C
JHOYV.

OO01mme TpedoBaHUA K 0(POPMIICHUIO JOKYMEHTOB

OdopmiieHre T0KYMEHTOB CKJIaJIbIBaeTCs U3 0(hopMiIeHUs OJ1aHKa U HEOOXOIUMBIX
PEKBU3UTOB Ha ero mnoiie. [IpuBeaem psi mooKeHui, Kacatomuxcs 0hopMIIeHUS
JOKYMEHTA B IIEJIOM.

[Ipu opopmieHnn JOKYyMEHTOB UCIOJIB3YIOT CIIEIYIOUIUE PEKBU3UTHI:
09,10,11,13,14,15, 16,17/, 18, 19, 20,21, 22, 23, 24, 25, 26, 27,28, 29, 30.
Pacnionosxenue v rpaHuilbl 30H pEKBU3UTOB, B yacTHOCTH Ha (popmate A4 o TOCT P
7.0.97-2016 B uensax 5KOHOMHOTO pa3MEIICHUs PEKBU3UTOB OTHOCUTEIBHO JIPYT Apyra u
UX COCTaBHBIX YacTeil MeXIy co00i pEKOMEHAYIOTCS CIEAYIOIINE COUEeTaHUS
MEXCTPOUHBIX UHTEPBAJIOB B 3aBUCUMOCTH OT (hopmaTa JOKYMEHTOB

Gopmar OPJ MeKCTpOoUHbI HHTEPBA
I JUISL OTACIICHUS APYT |IJI OTAEHEHUS
OT Jpyra COCTaBHBIX |PEKBU3HUTOB JIPYT OT
TEKCTa 4acTEeU PEKBU3UTOB |Apyra
A4(210 Ha 297  |1,5* 1,5 3 (4)**
MM)
A5(148 Ha 1,5(1) 1,5 0) 3,2(4)
210Mm)

I[OH}’CK&GTC?[ HN3TrOTOBJICHUC JOKYMCHTOB Ha HI/IHIymeﬁ MalllMHKE WJIX IIPpXU IIOMOIIN
nevararommnx yCTpOUCTB BbIYUCIIMTCIIbBHOU TCXHHUKU.



OtnenpHbIE BHYTPEHHUE IOKYMEHTBI IOMYCKAETCsl MUCATh OT PYKU (3asiBJIEHUE,
00BbsSICHUTETIbHAS 3aIIMCKa U T. 11.).

[Ipu n3roToBIeHNU JOKYMEHTOB Ha JIByX U 0oJiee CTpaHUIaX BTOpasi U CIEIYIOIINe
CTPAHMIIBI JOJIKHBI OBITH MPOHYMEPOBAHBI.

Homepa cTpanui npocTaBIsiOT NocepeauHe BEPXHEro moJisi JucTa.

Homep nevaraercsa apadckumu nudpamu 0e3 3HAKOB NPeNUHAHUA (TOYKH), 03
YKa3aHMs CJI0BA «CTPAHHUIIA», €r0 COKPAIIEHHBIX BAPUAHTOB «CTP.» WM «C.» U
3HAKOB THPE («YePTOUYEK») .

B nonosHeHue K U310KEHHBIM BbIIIE TTpaBuiaM oopmieHus pekBusutos OPJ]
npuBeAeM psll TpeOOBaHMI U pEKOMEHIAIUH 10 0()OPMIICHUIO TOKYMEHTOB C
MOMOIIBIO MTEYaTAIOIIUX YCTPOMCTB.

[Ipu nonroroske nokymenta Ha [1K ¢ ucnonap30BaHreM pa3InYHBIX TEKCTOBBIX
PEIAKTOPOB CIEAYET BHICUMTHIBAT PACCTOSIHUE 10 PEKBU3UTOB, MEXAY PEKBU3UTAMU U
T.J. B MIWUJTUMETPAX, UCXO/I U3 pa3Mepa MeYaTHbIX 3HAKOB.

IIlar nucbMa U MEKCTPOUYHBbI HHTEPBAJI YCTAHABJINBAETCS NMPUKA30M
Poccrara ot 16.04.2008 Ne 85.

I'OCT P 7.0.97-2016 ue oroBapuBaeT BUJIbI MPUPTOB, KOTOPHIMU CIEAYET
M0JIb30BAaThCA MMPU U3TOTOBJICHUU JOKYMEHTOB MPH MOMOILHU IIEPCOHATBHOTO
KoMIiibtoTepa. OCHOBHOE TpeOOBaHHE K MIpUPTaM CBOJAUTCS K TOMY, YTOOBI OHU
OBLITM XOPOIIIO YATAEMBIMHU.

MakcuMaibHas JJIMHA CTPOKH MHOTOCTPOYHBIX PEKBU3HTOB (KPOMeE TEKCTA)
— 28 nmeyaTHbIX 3HAKOB.

B BuJie NCKIIIOUEHHUS, €CIIN 3ar0JIOBOK K TEKCTY MPOJO0JIbHOro OaHka npesbimaet 150
3HAKOB, €r0 CTPOKY JIOITYCKAETCS MIPOJIEBATh A0 IPAHULIBI IIPABOIO MOJIs WU
IIEPEHOCUTD HA CIIEAYIOLIYIO CTPOKY. TOYKY B KOHIIE 3ar0JIOBKA HE CTABAT.

PexoMen tyeTes py eYaTaHuu JOKYMEHTOB Ha OJIaHKax cOOJ0aTh OTCTYII B
3HAKax OT JIEBOM I'PAHUIIbI TEKCTOBOIO ITOJIA:

0 — 11 meyaTaHus PEeKBU3HUTOB «3arojioBoK K TeKeTy», « Teker» (6e3 ab3ares),
«OT1MmeTrka 00 ucnosHUTEe», «OTMETKA 00 MCIIOJTHEHUH JOKYMEHTA U
HANPABJICHUH €ro B [eJ10»; HANMEHOBAHHUS TOJDKHOCTH B pexkBu3nTax «llognuceb» u
«F]i/ll/l% COIJIACOBAHMSA JOKYMEHTA», 3aBEPUTEIIbHON Haanucu «BepHo», a Takke CI0B
IPUKA3BIBAIO, ITPEUJIAT' AIO;

5 3HaKo0B — JU1s Havasa ad3aleB B TEKCTe, Uil pekBU3nTa «OTMETKA 0 HATMYHHT
npuJo:KkeHus», a taxke cio CJIYITAJIU, BBICTYIINJIN, PEHINJIN,

24 3HaKa — Ui peKBU3UTOB «JIMuHas mognucey», «OT™MeETKA 0 3aBepPeHUH
KOIIMW»;

32 3HaKa — ISl PEKBU3UTA «AJIpecaT»; HOMEP CTPAHUIIBI,

40 3HaK0B — 11 peKBU3NUTOB «I'pud yrBepKIeHUs1 JOKYMEHTa»,
«AneHTnuUKaTOp 3JIEKTPOHHON KOIIMH JOKYMEHTAa»;

16, 24, 56 3HaKOB — J1J151 COCTABJICHUSI TAOIUI] U TpadapETHBIX TEKCTOB;

48 3HaK0B — 114 paciippoBKU noanucu B pekBusute «Illoamueby;

56 3nakoB — 11 pekBU3nUTa «OTMETKA 0 KOHTPOJIe».

Ecnu B TekcTe NOKyMEHTAa UMEIOTCS IPUMEYaHUs WIIN BbIJICJICHHAS B
CaMOCTOSTENbHBIN ab3al] CChIIIKA HAa IPYTOi TOKYMEHT, MOCTY>KUBIIMA OCHOBAaHUEM K
€ro u3gaHuio, To ciosa «IIpumedanmne» nu «OCHOBaAaHHE» NMEYATAIOTCH OT JIEBOH
rpaHulbl TEKCTOBOIO OJIsI, HAYHHAA ¢ a03aua.

I'panuuvt nona nucma gopmama A4: neeoe 35mm — 20mm, npaeoe 15 — 10 mm,

eéepxHee u Hudxcnee 20 mm..



Cocmae peKkeuzumoes 001<ymeum 06

[Tpn moxroTroBke 1 0OPMIICHUH JOKYMEHTOB HCTIONB3YIOT CIEAYIOINE PEKBUZUTHI:
01 - rep6 ('ocynapcrBennslii repd Poccniickoit @enepanuu, repd cyobexra Poccniickoii ®egepanun, repd
(repanpauyeckuii 3HaK) MyYHHIMIIAJIbHOI0 00pa30BaHusl);

02 - 3m0J1ema;

03 - ToBapHbIii 3HAK (3HAK 00CJTYKUBAHMS);

04 - ko1 (hOpMBI JOKYMEHTA;

05 - HanMeHOBaHHMe OPraHU3AINY - ABTOPA JOKYMEHTA;

06 - HauMeHOBaHHe CTPYKTYPHOTO MOJpa3/eIeHNsI - ABTOPA TIOKYMEHTa;
07 - HauMeHOBaHHe A0JI’KHOCTH JIHLA - ABTOPA IOKYMEHTa;

08 - cnpaBoYHbIe JaHHbIE 00 OPraHU3aIUM;

09 - HauMeHOBaHMe BU/IA TOKYMEHTA;

10 - naTa JoKyMeHTa;

11 - perucTpauMOHHBII HOMEP JOKYMEHTA;

12 - cepliIka HA perucTPALMOHHBINA HOMeP M ATy NOCTYNUBIIEro J0KYMEHTA;
13 - MecTO cocTaB/ieHUs (M3JaHMsI) JOKYMEHTa;

14 - rpu¢ orpannYeHHsi 10CTYNAa K TOKYMEHTY;

15 - agpecar;

16 - rpu¢ yTBep:KkIeHUS TOKYMEHTA;

17 - 3aro10BOK K TEKCTY;

18 - TekeT JOKYMeHTA;

19 - oTMeTKA 0 IPUJIOKEHHH;

20 - rpud¢ cornacoBaHus JOKyYMeHTa;

21 - BU3a;

22 - NOANHKCH;

23 - oTMeTKa 00 3JICKTPOHHOM MOAINCH;

24 - me4yaTh;

25 - oTMeTKA 00 HCIOJTHUTEIE;

26 - oTMETKA 0 3aBepeHNH KONNH;

27 - 0TMETKA O MOCTYNJIEHHH TOKYMEHTA;

28 - pe3osionus;

29 - oTMETKA 0 KOHTPOJIE;

30 - oTMeTKA O HalnmpaBJ€eHUU JOKYMEHTA B 1€J10.

I[J'IH M3TOTOBJIEHUS OJIAHKOB AOKYMCHTOB HCITOJIB3YIOT CICAYIOIINC PCKBU3UTDI:

01, 02, 03, 04, 05, 06, 07, 08, a Tak ke OTMETKH JIJIsl pacIoJio;keHusl peKBU3UTOB (09,
10,11,12, 14,17, 18, 19. Bo3M0:kHO HCII0JIb30BaHMe pekBU3uTa 19 npu
NpUMeHeHUH TpadapeTHbIX TEKCTOB IOKYMEHTOB.

IIpu opopMmileHNM JOKYMEHTOB HCIOJb3YIOT ciaeaywimme peksusurel: 09, 10, 11,
13, 14, 15, 16, 17, 18, 19, 20, 21, 22, 23, 24, 25, 26, 27, 28, 29.



Tema 1.4 %pzanmauuonnbte 00Kymenmul. /[OKymenmul pacnopaoumeibHoul
esamebHOCmU HA 0CHO8e NPUHUUNOE eOUHOHAYATUA.

CamocrosiTenbHasi padoTa 00y4aroMXcs

1. OdopmMuTs mpHKa3z U MOATOTOBUTH BBIMUCKY U3 MpHuKaza «O mpoBeAeHUH
IPOTUBOIOKAPHOM 0€30IaCHOCTH HAa CBOEM MIPEAIPUATUNY.

2. IloaAroToBUTh MPOEKT JOJKHOCTHON HHCTPYKUMHU OyXrajirepa, CTpaxoBOTO
areHra.

MAKET ITPUKA3A 110 OCHOBHOH JEATEJIbHOCTH

HanmenoBanmne MHUHHCTCPCTBA

WJIY BEIOMCTBA
HanmenoBanue opranuzanuu
ITPUKA3

00.00.0000  Ne

Mecro n3nanus

3aros10BoOK (KpaTKoe CoJiep KaHHe, BRIPAKEHHOE
OTIJIAr0JIbHBIM CYIIECTBUTEIBHBIM B IIPEIOAKHOM
najiexe, HaunHaeTcs nposiorom «O...»)

TekcT KOHCTaTHpYIOLIEH dYacTH MpHKa3a. NPUBOIATCS (AKThI, IOCITY>KUBIINE
OCHOBaHMEM Uil u3laHusd npukasa. KoHcraTupyromass 4acTb  MOXKET — OTCYTCTBOBATb.
PacniopsinutenbHas yacth HaunHaetcs cioBoM [IPUKA3BIBAIO (nmumiercs oTienbHO Ha CTPOKE)

1. TlonHoe HamMmeHoBaHMe NOJKHOCTH McnonHUTEns M.O. damunus B naTenbHOM
najie’ke WM HauMEHOBaHWE CTPYKTYPHOIO MOJpa3/esieHnss — HEOOXOUMbIe JeHCTBUS, BHIPaKEHHBIE
JIar0JIOM B HEOIpeiesieHHOU opMe, - CPOK JeicTBuUs (03 CIoBa «CPOK»)

2. llonnoe wnHaumeHoBanue noipkHoctH WM.O. damunus wuam  CTPYKTypHOE
HoJIpa3/ieieHue (€Ciin B IIYHKTE HECKOJIBKO JICHCTBUM, pa3HBIX 110 XapaKTepy, TO KaX/10€ BbIIEISIETCS B

MOAMYHKT):



2.1 JleficTBUE U CPOK MCIIOTHEHHS

2.2 To xe

3. [MocneaHMIA MyHKT KMEET MOCTOSHHYIO (POPMYITUPOBKY:

KonTposns 3a ucnonHeHneM npukasa BO3JI0KUTh Ha (CTPYKTYPHOE MOApa3 IeIeHUe WIn
JUI0O, Ha KOTOpPOE BO3Jaraercss KOHTPOJb, HAUMEHOBAHUE JOJDKHOCTH, (haMuivs, WHHULIHAIBI B

BHHHUTCIIbHOM nane;xe).

HaunmenoBanue

JOJHKHOCTH PYKOBOJIUTEIIS N.0. damunus

Ecnu He00X011MO, TO B ’TOM MECTE YKa3bIBaOT BU3HI (0€3 CIIOBa «BH3a»)
Harpumep

['maBHBIM OyxTantep N.0. Gamunus

Hara

O6pasey, JOMKHOCTHON UHCTPYKLU

cekpemapsi-peghepeHma

1. O01mme moj1okeHus

1.1. Cekpetapb-pedepeHT OTHOCUTCS K KaTerOpPHH CIELHAIUCTOB MPEANPHUITUS, TPUHUMACTCS U
YBOJIBHAIETCS JUPEKTOPOM.

1.2. OcHOBHBIMHM  3ajjauaMu  CeKpeTaps-peepeHTa  SBISIOTCS  OpraHU3allMOHHOE U
JOKYMEHTAI[MOHHOE 00eCIeYeHre YIPaBICHUYECKON AeITEIbHOCTH.

1.3. Cekperapb-pedepeHT MOIUHAETCS HEMOCPEACTBEHHO TUPEKTOPY MPEAPUSITHSL.
1.4. B cBoeii AeSITENsHOCTH CEKPETaph-PePEepeHT PYKOBOICTBYETCS:
- 3aKOHOJIaTEeILHEIMU akTamMu PD;

- YcTaBoM NpeanpusTus;



- [onoxxeHnreM o (PYHKIIMOHAJIBHBIX CIYXK0aX MpeanpusTUs;

- IpuKa3aMu (yKa3aHUSIMHU) pyKOBOJICTBA IPEAIPUSITHS;

- HOPMATUBHO-METOJUYECKUMHU MaTepUaIaMu 110 OpraHU3alMK AeJIONPOU3BO/ICTBA;

- HACTOSILIEH JTOJPKHOCTHOM MHCTPYKIIUEH.

1.5. Ha momkHOCTh cekperapsi-pedepeHTa Ha3HAYaITCS JIUIA C BBICIIUM, CPEIHUM CHEIUATBHBIM
o0Opa3oBaHHEeM U CTakeM paboThl HEe MeHee | ronxa unu 0e3 craxka, HO MPU YCIOBUU MPOXOKICHUS
oOyueHus Ha KypcaxX cekpeTapei-pedepeHTos.

1.6. Cekperapb-pedepeHT T0DKEH BIaIETh BOMPOCAMU:

- IEPCIIEKTUB PAa3BUTHUS MPEANIPHUATHS, €T0 (PUHAHCOBO-XO3AWCTBEHHOH NI TEIHLHOCTH;

- OpraHu3anuy paboThl C JOKYMEHTAaMH, COCTABJICHHUS JOKYMEHTAIINH;

- OpraHM3alUH YIPABICHYECKOTO TPY/Ia;

- IPUMEHEHHSI CPEJICTB BEIYMCIUTEIBHOW U OPraHU3AIIMOHHON TEXHHKH;

- IepeBo/Ia CITY>KeOHOH TOKYMEHTALMU Ha MHOCTPAHHBIHN SI3bIK KOMMEPYECKOT0 ITapTHEPA;

- KYJIbTYpBI TPYZia ¥ CITYKEOHOU ITHUKH;

- OXpaHbl TPY/Aa, TEXHUKU 0€30ITaCHOCTH M MTPOTHBOIOKAPHOM 3aITUTHI.

2. ODyHKUIHHU
Ha cekperapsi-pedepenTa Bo3nararoTcs cienyronme QyHKINN:

2.1. lupopmanmoHHO-CIIpaBOYHOE 00CTYKUBAHNE IO JOKYMEHTaM IPEIIPUSITHS.

2.2. Metoaudeckoe pyKOBOJCTBO M KOHTPOJIb 32 OpraHu3aluel IelI0nponu3BO/CTBA B CTPYKTYPHBIX
MOJIpa3/IeeHUAX U QpUiInanax npeanpusTHs.

2.3. I[OKYMCHTI/IpOBaHI/IC ACATCIIBHOCTH COBCHIATCIIbHBIX OPraHOB NPCAIIPUATH.
2.4, OHCpaTI/IBHO-OpFaHI/ISaI_II/IOHHOC OGCJ’IY)KI/IBaHI/IC PYKOBOACTBA.

2.5. Benenue u opopmiieHHe KaApoBOW JOKYMEHTAIMH U y4eTa (B clydae OTCYTCTBUSI HHCIIEKTOpA
10 TIEPCOHATY).

3. {0JZKHOCTHBIE 00A3aHHOCTH
Cexkpetapb-pedepeHT JT0HKEH:

3.1. OO6ecneunBaTh NpHUEM, YYe€T, PETUCTPALMIO, KOHTPOJb MCIOIHEHHUS JOKYMEHTOB,
MH(POPMALIMOHHO-CIIPABOYHOE 00CTY)KUBaHUE U XpaHEHHUE JOKYMEHTHONH MH(POPMAaLIUH.

3.2. KoHTposupoBaTh Kauye€CTBO MOATOTOBKH, MPABUIBHOCTh COCTABJICHHS, COTJIACOBaHUS U



YTBCPIKACHUA JOKYMCHTOB, IPCACTABIIACMBIX HAa MOAINIKUCH PYKOBOJACTBY IMPCATIPUATHUA.

3.3. OcymiecTBiIsATh KOHTPOJIb HCIOJIHEHUSI TOKYMEHTOB M IOPYYEHUN PYKOBOJACTBA, NPUHUMAThH
OIlEpaTHBHBIEC MEPbI, HAIIPABJICHHBIE HA CBOCBPEMEHHOE M KAYeCTBEHHO MX BBITIOIHEHHE.

3.4. OcyniecTBisTh OpraHW3alMI0 IOATOTOBKH, TPHHATUS PEHICHUS W JOBEICHHUS HX [0
HEMOCPEACTBCHHBIX HcHoaHuTeNeld. [IpoBOIUTh aHanW3 CIPaBOK W JOKIAIOB, IPEIOCTABISEMBIX
PYKOBOJICTBY, JIaBaTh 110 HUM KOMIICTCHTHBIC 3aKJIFOUCHHUSI.

3.5. OcymiecTBIATh ONEPATUBHYIO CBS3b CO CTOPOHHUMH OPraHU3alUsAME (KaK KOMMEPYECKUMHU, TaK
Y TOCYIapCTBEHHBIMHU ) ¥ OTICTHHBIMHU IPAXKAAHAMH 110 BOIIPOCAM TEKYIIEH NeSTeIbHOCTH MPEAIPUSTHS
(tenedon, dhakc u T.11.).

3.6. Bectu nipuem nocetutesei.

3.7. BeoimonHATe pabOTy 1O JOKYMEHTAllMOHHOMY OOECMEUYEHHIO KaJpPOBOM JEeSATEIbHOCTH
MPEANPUSITHS:

- oopMIIEHHE TTPUKA30B IO TUYHOMY COCTaBY;

- oopmIIeHHE THYHBIX KapTodeK (hopMbl T-2 MM TUYHBIX JIET;

- 0 OpMIICHHE TPYAOBBIX KHIDKEK;

- oOopMIICHHE U BeIEHHE TPYAOBBIX KOHTPAKTOB (JJOTOBOPOB);

- oopmIIeHIE KOMaHIMPOBOYHBIX TOKYMEHTOB;

- ohopmIIeHHE JIUCTOB HETPYIOCTIOCOOHOCTH;

- BeJieHHE Tabenst yueta pabouero BpeMeHH;

- BbIJIa4ya CIPaBOK O TPYIOBOM CTa)ke U 3apIuiare.

3.8. OGecnieunBaTh BHIIOJHEHNE MATMHONKCHBIX U KOMUPOBAIBHBIX PaloT.

3.9. HUcnonws3oBath [IDBM kak cpenctBo aBTOMAaTH3allMM JTOKYMEHTAIIMOHHOTO OOecredeHust
MPEANPUSITHSL.

3.10. IIpoBOAUTH €KEroAHBII OTOOP TOKYMEHTOB Ha apXMBHOE XPaHEHUE UM YHUUYTOXKEHUE.

3.11. BBIIOIHATE OTACJIbHBIC TIOPYUCHUA PYKOBOACTBA, CBA3AHHBLIC C (I)I/IHaHCOBO-XO3$II\/'ICTBeHHOI\/'I
ACATCIIBHOCTBIO IPECAITPUATHA.

4. IIpaBa
Cekperapb-pedepeHT uMeeT IpaBo:

4.1. 3anpamuBath OT (YHKIIMOHATBHBIX CIY)KO HEOOXOAMMBIE MaTepUalbl, a TAakKKe OOBSICHEHHS O
MPUYMHAX 3a/1€PKKH BBIMOTHEHUS 33JIaHUN U TOPYUEHUIN PYKOBOCTBA.

4.2. PaccmaTtpuBaTh JOKYMEHTBI U HAIIPABJIATh UX HA MUCIIOJIHEHNE PYKOBOAUTENSAM U CIELMAIUCTAM



MpEANPUSITHSL.

4.3. TpeboBaTh OT HCHOJHUTENEH HOPAaOOTKU JOKYMEHTOB, IIOATOTABIMBAEMBIX C HAPYLIEHUEM
YCTaHOBJICHHBIX MTpaBuil ux coctapieHus U opopmiieHus (I'OCT P 6.30-97), mexxnyHapOIHBIX TIPABHIT
oopmnenus nokymentos (ISO).

4.4. BuzupoBaTh JOKYMEHTHI YIIPABICHYECKON JEATEILHOCTH B pAMKAX CBOCH KOMIIETEHIIUH.

4.5. BHOCUTb Ha pacCMOTpPEHUE PYKOBOJCTBA MPEMAJIOKEHUS 110 YIYyULUIEHUIO JOKYMEHTAllMOHHOTO
o0ecrieueHus eATeIbHOCTH MPEANPHUITHS, COBEPILIEHCTBOBAHUS (DOPM M METOJOB YIIPABICHUYECKOTO
Tpy/Jia Ha OCHOBE IPUMEHEHHUS SJIEKTPOHHONU TEXHUKH.

4.6. TpeOoBaTh OT PYKOBOJICTBA CO3[aHUS HOPMAJHHBIX YCIOBHH JUIsl BBIMIOTHCHHS CITY>KEOHBIX
00s13aHHOCTEl M COXPAHHOCTH BCEX JIOKYMEHTOB, OOpa3yIOLIUXCs B IPOLIECCE JEATEIbHOCTH
MIPEATPUSITHSL.

4.7. Pabotath ¢ JoKyMeHTaMu, uMeromuMu rpud "/1ns ciayxebHoro noyib3oBanus’.

4.8. [IpyauMath penieHus B mpeaesiax CBOCH KOMIETEHIIUH.

4.9. B3auMonmeHCTBOBaTH CO BCEMH CIyX)0aMu (COTPYOHHMKAMH) TPEANPHUATHS IO BOIPOCAM
IIPOBEPKH UCTIOJHEHHS JJOKYMEHTOB U MPECTABICHU HE0OX0JMMOM HH(pOpMaLIK PYKOBOACTBY.

5. OTBeTCTBEHHOCTD
Cekpetapb-pedepeHT HECeT OTBETCTBEHHOCTh 3a:
5.1. KayecTBO 1IOKYMEHTOB, IPEIOCTABIISIEMbIX Ha MOJAMUCH PYKOBOJICTBY IPEANPUSTHS.
5.2. HebpexHoe, XxanaTHOE OTHOIICHHUE K PETUCTPALIUU U BEACHUIO IOKYMEHTOB.

5.3. CoxpaHHOCTb IOKYMEHTAIIMH, pa3rialieHne cBeAeHui, umeronmx rpud "Ins ciayxedHoro
OJIb30BaHusd".

5.4. HeueTkoe 1 HECBOEBPEMEHHOE BBITIOJHEHHUE JIOJKHOCTHBIX 00SI3aHHOCTEH, MPEAYCMOTPEHHBIX
HACTOSIIEH HHCTPYKLIUEN.

3aM. pyKOBOAMTENS IToamnuce A.I1.Cunopos



Tema 1.5 [lesioBasi KOppeCNOHACHIUS.

CamocrosiTesibHas padoTa 00y4aromuxcst

1 Odopmute peKBU3UT «aApecaT» AJis MUCEeM, KOTOPbIE HAIIPABIISIOTCA:

A) B TepaneBTHYECKOE OTAENEeHHE LIeHTpaTbHON KIMHUYECKOW OOIbHUIIBL .
b) Bpauy-opIHHATOPY TEPANEBTUUECKOTO OTEIEHUS LIeHTpalbHO KIIMHUYECKON
00apHHiIBI A.B. CMUDPHOBY;

B pailoHHYIO ynpaBy CEBEpHOro aIMMHUCTPATUBHOIO OKPYTa;
I')B aapec OAO «CosBesmue» (yn. Cenesnenckas, 1. 1, MockBa,120445);

2 Kakue oOpalieHust He UCIIOJIb3YIOTCSl B COBPEMEHHBIX JIETIOBBIX
JOKYMEHTaX: JIIOOE3HBIN c3p; yBaXKaeMblil IPeICEAATENb KOMUCCUN;
MHOT'OYBaXKa€MbIil TOCIIOJIUH; TUPEKTOP; IPak1aHKa; MUIOCTUBBIN
rocyaapb; FOCIOJIMH HAaYaJIbHUK; JI€IH U JUKEHTJIBMEHBI; YBaKaeMbIi
reHEepaAJIbHBIN TUPEKTOP, 00EBOIl TOBapuI?

3 VYkaxute omOKH B 0()OpMICHIUN OCHOBHBIX PEKBU3UTOB MTUChMa!

3.1 npu obpamigHuu:

Bakaemplil r-H HA. [lonomapes;
I'->xa JI.H. Jlebenenal
YBaxaeMsbl¢ I-n1a!
YBaykaeMbIi FOCH(ﬁI/IH MUHHUCTp VIBaHOB;
YBaxxaembi UM. Muxaiinos!
e) YBaxaemplil J{oopenko Cepreii IletpoBuu!
’K) HMBanoB JImutpuii Bacuibeuy!
%)2 TonctukoBy bopucy I'aBpriionuy!
a
0

3 W O

B TEKCTE MHCHMA:
[Ipennarato Bamemy BHUMaHMIO 00pa3iibl MATEPUAIIOB;
HamomuHaro, 4To CPOK BBIMOTHEHHMS 1oroBopa oT 11.02.2005Ne 15/10
UCTEKAET;
B I]élymﬂe TaK JII0OE3HBI;
r € OTKaXXHUTE B JIFOOE3HOCTH COOOIIUTS.

Cmotpu Temy 1.4 11 opopmileHNnsi peKBU3UTOB.

4 3aKOHCNEKTUPOBATH MAaTepUal MO BOIIPOCAM.

4.1. B ueM 3akir04aroTcs 0COOCHHOCTH SI3bIKA U CTUJIS CITYKEOHBIX
JIOKYMEHTOB?
4.2. KaxoBo (yHKIIMOHAILHOE HA3HAYEHNE KOMMEPUYECKHUX TTUceM?
4.3 HazoBUTE JIOTUYECKHUE IIIEMEHTHI MUChMA.
OcHoBHas JuTEpaTrypa
bacakoB M.U. Jlokymentanronnoe obecneuenue ynpasienus, s CI1O -2018 r.,

Pocrog-na-/lony, ®enukc, ctp 109-135

Tema 1.6 lokymMeHTALMSI IO KOMMEPYECKOi JIesiTe

bHOCTH NpeanpuaTus. JJokyMeHTaIUs 10 JeHEKHBIM U (PUHAHCOBBIM PaCYeTHBIM
onepanusaM. Padora ¢ fokyMeHTaMH, COePKRAIMMHU KOH(PUIEHIIHATbHbIE
CBe/JeHusl

CamocrosiTesibHasi padoTa 00y4arOImMXCs:

1. TloaroToBuTh coobmieHre Ha TeMy «Poib Oyxrantepuu B pemeHnn (PUHAHCOBBIX
3a]1a4 OpraHu3aIuny,

«OCHOBHBIE JOKYMEHTHI 110 (PUHAHCOBO - PACUETHBIM OIIEPALIUIMY.
2. IloaAroToBUTH NTOBEPEHHOCTH HA MOJIYYECHUE CTUICH IUH.

3. IloaroToBUTH aKT peBU3MH KacChl. PEKBU3UTHI CBOEH (DUPMBI.



OcHoBHasI JuTEepaTypa
Ky3zuenos U. H. JlokymeHTalimoHHOE 00ecrieYeHne ypaBIeHusI.
JIOKyMEHTOOOO0pOT U AEIONPOU3BOACTBO: YUEOHUK U IPAKTUKYM JUJIS CIIO.
Mockaga: FOpaiit, 2023
Maker akTa

HanmenoBanue MuHMCTEpPCTBA YTBEPXXJAEHUE
WJTU BEJIOMCTBA (Ipu HEOOXOTMMOCTH)

HANMEHOBAHUWE OPI"AHU3ALINU
HaumenoBanue cTpyKTypHOTO
[I0/Ipa3IeJIeHUs

AKT
00.00.0000 Ne

T'opon

Kparkoe comepskanue COObITHS
i pakra, chopMyITHPOBAHHOE
OTIJIarOJIbHBIM CYIIECTBUTEILHBIM
B UMCHUTCJIIBHOM I1aICKE

OcHoBaHue PacniopsautenbHblid WM HOPMAaTUBHBIA JOKYMEHT, YCTHOE
pacnopsKeHHe, IMOCIYKUBIIEE OCHOBAHUEM JJIs HAIIMCAHUS aKTa
(uepe3 1 unTEepBaN)

CocraBiieH KoMuccuen

[Ipencenarens Haumenosanue nomxkaoctu N.0. Gamumnus

UneHbI KOMHCCUH Haumenosanne nomxaoctu U.0. @amunus (pacmonararorcs B
an(aBUTHOM MOPSAKE Yepe3 3alATyto, uepe3 1 uHTepnan)

[IpucyrcrBoBanu HanmenoBanwue pomxkaocty M.O.damunnm uil,

IMPHUCYTCTBOBABIIMX ITPU COCTABJICHHUM aKTa, paCliojiararoTCsa TakKe
qCcpes3 3aIATyHO.

TekcT KOHCTaTHUpylOLIeW 4YacTH aKTa: OINKMCAaHUWE MPOBEAEHHOW paloThl, QuKcanus
YCTAaHOBJICHHBIX q)aKTOB, BBIBOJZIBI W 3aK/IIIOYCHHA KOMHUCCHUH, KOHKPCTHBIC JMIPEATIOKCHU.
Koncratupyromas 4acte MOXKET ObITh pazjelieHa Ha MyHKThI Wik odopmiieHa UPPOBONA TaOIUIIEH.
Tekcr numyt yepes 1,5 nnrepsaina. [Ipu He0OX0AUMOCTH yKa3aTh KOJIWYECTBO IK3EMILISPOB:

CocraBiieH B IBYX 3K3eMILIIPaXx:

1-it-komy (kyna);

2-i1 - xomy (Kyna).

[Ipencenarens [Honnuce H. O. ®amunus

YeHsl KOMUCCUU Ilonnuce H. O. ®amunus



[Moanuce H. O. ®amunus
TToamuce H. O. ®amunus

Oopa3en akra

I''TABHOE VYIIPABJIEHUE

[MTPOMBIIIJIEHHOCTH

CTPOUTEJIBHBIX MATEPHNAJIOB

AKT

10.10.2009 Ne 7

r. Tyna

YcTtanoBneHue GpakTUIecKon

IIPOU3BOIUTEIILHOCTH

TEXHOJIOTMYECKOU JINHUU

OcHoBaHue [Ipuka3 MUHUCTpa NPOMBIIUIEHHOCTH CTPOUTEIBHBIX MATEPUAJIOB

ot 10.09.2009 Ne 108

CocraBiieH KoMUCCcHEN

IIpeacenarens I'maBnelii TexHousor ynpasienus [I.M. Ilerpos

UsieHbl KOMUCCUM PykoBoautens nadoparopuu C.M. Makapos,

crapiuii uxkenep nadopatopun F0.B. Cumakos

IIpucyrcrBoBai I'nmaBHbIi1 nHxenep 3aBoga Ne 1 MLII. Pagun

B nepuon ¢ 10.10.2009 o 12.10.2009 komuccus mposesna padoTy 1O yCTaHOBICHHIO (DaKTHIECKOM
IIPOU3BOIUTEIIBHOCTH TEXHOJOTMUECKOW JIMHUM IO M3TOTOBJIEHHIO acOECTOLIEMEHTHBIX JIMCTOB Ha
3aBoze Ne 1.

JIuHus mpuHATa B 3KCIUTyaTauuio B aekadpe 2008 roma co cpelHeil MpOU3BOAUTENBHOCTHIO 88
JUCTOB/Yac. 3a TMpoIle/iiee BpeMs IMPOU3BOAUTEIBHOCTh JUHUM 3HAYMTENIbHO Bo3pocna. Jlis
YTOUHEHHsI IPOU3BOIUTEILHOCTH JIMHUU U KayecTBa MPOJAYKIIMU KOMHUCCHS pacCMOTpesia MaTepuabl:
CBEICHUS 0 padoTe JIMHUHU 33 BECh EPUO; PU3NKO-MEXaHUYECKUE TOKA3aTEIH.

B pe3ynbrate paboThl KOMUCCHSI OMpEAEHIa YaCOBYIO MPOU3BOAUTENBHOCTh JTUHUHM 400 THCTOB,
YTO COOTBETCTBYET roA0BOM MOITHOCTH 300 MJIH. TUCTOB B TO/I.

CocraBileH B TpeX dK3eMILIIpax:

1-i1 - I'naBacGecry;

2-i1 - HUMnpoexkracoecTy;

3-i - 3aBozy Ne 1.
[Ipencenarens Jd.M.Ilerpos
HieHbl KOMHUCCUU C.M.Makapos

IO0.B.Cumaxos




IIpucyrcrBoBai M.II. Pagun
B nexo 00-00
ITognuce nara

Tema 1.7 /lokymenmupoeanue mpyooevix npagoomHouleHuil
CamocTrosiTesibHasi padoTa 00y4arOIMXxcst
1. Iloozomosums doKymenmol no mpyoo8biM OMHOUEHUSM:
—Pe3stome,
—3asenenue
—IIpuxas no auunomy cocmagy

Oo6pa3zen
PE3IOME
Lama: 00.00.0000
Damunus, ums, omuecmeo
Aodpec: unoexc, 20poo, ynuya, 0om
Teneghon: 000-00-00.
Jlama u mecmo pooicoenusi: OdeHb, Mecsy, 200, 20po0, celo.
I pasicoancmeo: Poccuiickas @edepayus (Yrpauna u m.o.).
Cemetinoe nonooicenue: JICeHam, X0J0CM, COCIAE CEMblU.

Obpasosanue: 200b1 yuebul, yuebHoe 3a6edeHue, CReyUaIbHOCHIb.



Onvim pabomoi: 20061 pabombl, 3aHUMAEMbLE OONNCHOCU (C6eO0CHUs

UBA2AIOMCSL 8 0OPAMHOM XPOHONOSUHECKOM NOPSIOKe).

ﬂOl’lO]lHumefleble cee0enusL: anaoenue UHOCMPAHHbIM A3bIKOM, UCNOIb306AHUE

MexHuKu, Haaudue l’ly6JZI/lKal/ﬂ/lI/l um. n.

‘Iepmbl xapakmepa.: yKasslearomcs mpu BANCHELIUUUX IO MHEHUIO

npemeH()eHma Ha OOJIHICHOCHTL CBOUICMBA CB0E20

Xapaxkmepa.
Tloonuce U.0. Pamunus
OBPA3EII 3ASIBJIEHU S
Jupexmopy
(HaumeHoBaHUe Op2aHU3ALULLY)
om amunus, ums, omuecmeao
aopec
3AABJIEHUHE

Hama: 00.00.0000

Ipowy npunamv mens Ha pabomy Ha OOJIAHCHOCHb

(YKa3b18aemcst OOIHCHOCHTb)

(omoern, yex)

Tloonucs:




OBPA3EII IIPUKA3A 110 IMYHOMY COCTABY

TOO «Csetnana»

INPUKA3

10.03.2009 Ne 68

O npueme Ha padoty

ITPUKA3BIBAIO:

[Mpunste C.M. Pakutuny Ha noypKkHOCTB TaBHoTo Oyxrantepa mexa Ne 1 ¢ 05.03.2009 ¢ oxmagom 10000

(mecsTh THICSY) PyOJIEH B MECSII COTTIACHO 3aKJIIOYEHHOMY TPYJIOBOMY KOHTPAKTY.

OcnoBanue: TpynoBoit koHTpakT Ne 20 ot 05.03.2023

I'enepanbHBI qUpEKTOp 0O.B. Cunopos
3aMecTUTENh TUPEKTOpa M0 KaapaMm C.M. IlaBnoBa
IOpuckoHCYIBT C.K. UrnateeB

C mpukazom ozHakomiera 10.03.2023 C.M. Pakutuna





