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JlaGoparopHasi padora Ne 1 « DyHKIIMU M CBOICTBA JOKYMEHTOB.

Kaaccupukanus 10KyMeHTOB

Henp paGothl: M3yunTh PyHKIIMU U CBOMCTBA TOKYMEHTA, a TAKKE

KJ'IaCCI/I(l)I/IKaHI/IIO CUCTCM JOKYMCHTAIIUN

1. ®yHKUMH JOKYMEHTa

I1onp3ysACh JIEKIMOHHBIM MATEPUAIIOM U METOJNYECKUMU PEKOMEHAALUSIMHU
K IPAKTUYECKUM padOTaM U3yUUTh JAHHYIO TEMY, B HACTHOCTH:

— @DyHKUHUH TOKYMEHTa
— CBoiicTBa JOKyMEHTa (OTJIMYUTEIbHBIC KaueCTBa)
— Krnaccudukamnus 10KyMEeHTOB

BupenmoT cnegyioime
DYHEIHE JOKYMEHTA

HHEQOPMATHOHHYEC

COOHAIEHYED

EOMMYHHEATHEHYED

EVIETYPH VIO

VP ABNEHYECKTR

I AB OBV

FHETA

HETOp HYECKOTC HCTOHHHKE

Pucynok 1.1 @yHkuuun noKkymeHTa



3axanue:

1. Ilomp3ysick TEOPETUYECKUM MATEPHUAIOM IIEPEUUCICHHBIE JOKYMEHTBI
pacrnpesieiuTh B COOTBETCTBHM C KJIacCH(PHUKAIUMEH CUCTEM JOKyMEHTAlUH H

BHECTHU B Tabnuiy 1:

— TMpHKa3 o puemMe Ha paboTy;

— [IlonoxeHue o CTPyKTYpHOM MOAPA3/ACICHUN;

— KBapTaJbHbIN OaJlaHC;

—  JIOJDKHOCTHBIE HHCTPYKIIUU COTPYIHUKOB;

— TPOTOKOJI 3aCeJaHus aTTECTAllMOHHON KOMHUCCHHU;

— TpyJOBas KHUXKA COTPYAHUKA,

— YcTaB npeanpusiTus;

— ILUTaTHOE PaClHCAHUE;

— mnpuka3z «O0 yrBepxkaeHuu (opmbl cornacus Ha obpabotky I[1J[H,
yBegomiieHus o0 oopadotke [IJ[H ¢usznueckoro imia, yBeIoOMICHHUS
00 yCTpaHEHMM HapYIICHUN JOMYIIEHHBIX Mpu 00padotke II/IH u
yBegomiieHus 00 yuuutoxkenuu [1/IH dusnueckoro nuiay;

— axrt kiaccudpuxanuu UCI/IH;

— Ilpuka3 «O Ha3HAYCHUU COTPYIHMKA/TIOIpa3IeTICHUS,
OTBETCTBEHHOTO 3a OCYILIECTBICHUE MEPONPUITUN 10 3allUTe
uH(popMauny;

— Ilpuka3z «O0 yTBEpKIEHUN Pa3peIIUTEIbHON CUCTEMBI IOCTYTIA K
I118»;

— Ilpuka3z «O0 yTBepKIeHNN TIEPEUHS IEPCOHATBHBIX TAHHBIX);

— Mogens yrpo3 6e3omnacHocTu uHdopmaiuu (mo merogukam OCh);

— HWHCTpyKIus 10 BOCCTAHOBIICHUIO CBSI3H B CIIy4yae KOMIIPOMETAIUU
nerctByronmx kiovei k CK3U;

— Tlonoxenue o MoOpsiAKE OpraHU3alUN U TPOBEICHUS padOT IO 3aITUTE

KOH(HIEHINATBbHON MHPOPMALINH;



— Onucanue TEXHOJIOTHYECKOTo mpolecca o0paboTKu MHPOPMAIINU;

— [lnan meponpusTuii Mo o0ecrnedeHn0 KOHPUICHITMATEHOCTH
uHbOopMaIuy;

— Texunueckoe 3aganue Ha co3ganue C3U;

— PernamenT npoBeneHus coBenaHuil u (UJn) NEpPeroBOPOB;

— HWHcrpykius agMuHUCTpaTopa HHGOPMAIIMOHHON 6€30MacHOCTH
ABTOMATU3UPOBAHHOUN CHCTEMBI;

— Ilpuka3 00 ycTaHOBJIEHUN KOHTPOJIUPYEMOI1 30HbI

—  0OBSICHUTEIIbHAS 3aIMCKa,

— aKThl 00 YHUYTOXKEHUU JTOKYMEHTOB;

— y4eOHBIil M1aH;

— ortuet o0 HUP;

— 3asgBIIEHUE O MPHUHITUU Ha padoTy;

— OryeT 3acefiaHuil IEPBOTO ChE3/1a HAYATHBHUKOB PAHOHHBIX OXPAHHBIX

otaenenuii (1908 r.).

2. Onpenenuth QyHKIUH MEPEUUCICHHBIX JOKYMEHTOB U 0()OPMUTH B BUJIE

Ta0auIe! 2.

KoHTpoJibHbIE BONIPOCHI:

A

. Uto coboii mpeAcTaBiseT JOKYMEHT KaK CUCTEMHBIA 00BEKT?

KakoBbI OCHOBHBIE PU3HAKH JOKYMEHTA?
KakoBbI OCHOBHBIE CBOMCTBA JIOKYMEHTA?
KaxoBbl 00mye pyHKIuu JOKyMeHTa?

Pacckaxure 00 ynpaBieHYECKON IOKYMEHTAIUU.



Tabumua 1. Knaccuukanus cucreM 10KYMEHTANUT

Opranuzaunonssle | Pacnopsinurensusie | UTHpopmanmonHo- IInanoBas OtueTHO- Kanposas byxranrepckas
JOKYMEHTBI JOKYMEHTBI CIIPAaBOYHBIE JOKYMEHTALUs | CTATUCTUYECKAs | JOKyMEHTalus | JOKYMEHTALUs
JOKYMEHTBI U JOKYyMEHTALUS
CIIPaBOYHO-
aHaJIUTUYECKast
JOKYMEHTAIWs
Tadimua 2. PyHKIHU JOKYMEHTOB
OO6mume GyHKIMU Crnenuanbable GYHKITUU
Uudopmanuonnas | KommynukatuBHas | McTopuueckas KynerypHas | Ynpasnenueckas | IIpaBoBas OyHKIUA

ydera




JlabopatopHoe 3ansiTHe Ne 2 «CTPYKTYpa U 0COOEHHOCTH

A€JI0BOIo 10KyMEHTA. TekceT U A3BbIK 1€JI0BOT0 AOKYMEHTA).

Lenp pabGotbl: [T03HAKOMHUTBCS €O CTPYKTYpOM [€JIOBOrO JOKYMEHTA.
N3yunuTh 0COOEHHOCTH JIEJIOBOTO CTUJISL OOIICHUSI.
JUis  BbINOJHEHUs  JTAaOOpaTOpHOM  pabOThl  HEOOXOAMMO  M3Y4YUTh
TEOPETUYECKH Marepuan MO JaHHOW TEME€ W BBINOJHUTH 3aJaHUE, IMOJb3YACh

JICKOHMOHHBIM MAaTCpHUAJIOM:

1. JaiiTe XapaKTepUCTUKY KaXXJIOro BHJIA JEJIOBOTO JOKyMeHTa (ciykeOHoe
MUCbMO, TIPOTOKOJI, TOJIOKEHUEe, WHCTPYKIUS, TIpUKa3, paclopsKeHue,
pelieHue, ciyxeOHas 3amucka) MO TaKUM IIPU3HAKaM: COJEp)KaHUeE,
MPOUCXOXKJCHUE, HaNpaBlI€HUE, CTaaus CO3JaHUSA, CEKPETHOCTb, CPOKH
BBITIOJTHEHU S, CPOKU XPAHEHUS.

2. Tlpoananu3upyuTte TEKCT, A3bIK, OPOPMIICHUE U PEKBU3UTHI JIBYX BUJIOB

ACITOBBIX JOKYMCHTOB.

KoHTpoJibHbIE BONIPOCHI:

1. Yrto Takoe nenoBOu TOKYMEHT?
Kakue rpynmnsl 10KyMEHTOB OTHOCSITCSL K pa3psiAy J1€OBbIX TIOKYMEHTOB?
Uto Takoe Aeonponu3BOICTBO?

KaxoBbl ocHOBHBIE KacCU(UKAIIMOHHBIE TPU3HAKH JIEJIOBOTO IOKyMEHTa?

ok N

KakoBbl OCHOBHBIC PCKBU3UTHI ACIIOBOI'O I[OKYMeHTa?



JladopaTopHoe 3ansaTHe Ne 3 «@opmyJisip JOKyMeHTa. PeKBU3UTHI

OPraHM3aIMOHHO-PACTIOPSAUTEILHON TOKYMEHTALIMID).

Lenp pa60T51: I/IBY‘II/ITI) OCHOBHBIC TCPMUHBI U OITPCACIICHHA. [To3HakOMUTBCS C

PEKBU3UTAMU JOKYMEHTOB U TpeOOBaHUSIMU, TNPEIBABIIEMbIMA K OJIaHKaM
JIOKYMEHTOB.

Jlis  BbIMONHEHUs  JTaOOpaTOpHOM  pabOThl  HEOOXOAMMO  M3YUYUTh
TEOPETUYECKUM Marepuai IO JaHHOW TeMe U BBINOJHUTH 3aJaHUE, TOJb3YACh

JICKIIMOHHBIM MAaTCpHAJIOM:

1. CocTaBbTe BapuaHThl OJIAHKOB C YTJIIOBBIM U MTPOJIOJIBHBIM PACTIONOKEHUEM

PCKBU3UTOB I CICOYIOIINX OpFaHH3aHHﬁZ

- ®enepanbHoe apxuBHOe areHTCTBO (POCAPXHB) MunucrepcTBa KyJabTypbl

1 MaccoBbIX KOMMyHUKaui Poccurickon denepanuu;
- 3akpeITO€ aKioHepHoe obiectro 3A0 «ITPAVIC CEPBUCy;
- 3akpeIToe akinoHepHoe 001ecTBO « IBPUKAY;

- OO11ecTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHI0O «POM®DAPMA» (OO0
«POM®DAPMAY).

KoHTpoJibHbIE BONIPOCHI:

1. bnank nokymeHnta. Buabl O1aHKOB.
2. HazoBuTte TpeOoBaHus, peabIBIsIEMbIe K OJJaHKaM IOKYMEHTOB.

3. Maiite ompezeneHue CIeaYIOMUM HOHATUAM: «(OPMYIIAp TOKYyMEHTaY,

«popmymsp-odpazerr JOKyMEHTay.



JlabopatopHoe 3ansitue Ne 4 «CocraBienne u opopmiieHue 1eJI0BOr0

AOKYMEHTAa».

Lenp pa6OTBII ITIO3HAKOMUTECA C€ OCHOBHBIMH BHJIdaMH paCHOPHﬂHTGHLHOﬁ

JIOKYMEHTAIINU, TpaBuiIaMu 0()OPMIICHUS U CTAIUSIMU U3IaHUSI JOKYMEHTOB.
Jlis  BbIMONHEHUs  JaOOpaTOpHOM  pabOThl  HEOOXOAMMO  M3YUYUTh
TEOPETUYECKU MaTepuan MO JaHHOM TeMe€ U BBINOJIHUTH 3aJaHue, JaHHOE

MperoJaBaTciicM 110 BapuaHTaMm, IOJIb3YyACh JICKINOHHBIM MAaTCPpHUaJIOM:

1. Cocmasumo npukasz no ciedyrouium apuaHmam:

Bapmant 1 Jns cobmonenus TpeOoBaHMiT 0e30macHOCTH IpH 00pabOTKe
CBEJICHUH, COCTABJISIFONINX TOCYJApPCTBEHHYIO TalHy, Ha O00BEKTe HH(pOpMaTHU3AMH
«ABtomarusupoBaHHas cucrema 3HIII BolickoBoit uvactu 3723» HeoOXoAuUMO
YCTAHOBUTHh KOHTPOJUPYEMYIO 30HY MO OTPAXKIAIOIINM KOHCTPYKIIHSIM OXPaHSIEMOTO
3/1aHus Tada BOMCKOBOIT yactu 3723.

K  mpukasy mpuiaraercs miaH KOHTPOJIHPYEMOM 30HbI 00bEKTa

undopmatuzanuu. [Ipukas noanuceiBaeT HauanbHUK mrtada B.M. KoBtyH.

Bapuant 2. CoctaBuTh mnpukaz 00 yTBEpKIECHUM U BBEJACHUU B JECHCTBUE

[Tonoxenuss 06 oOpaboTke mnepcoHanbHbIX AaHHBIX OOO «Kpoce». B mpukase
HEO0OXOIUMO OTAEIbHBIMU TyHKTAMU OTPA3UTh MEPOIIPUATHE O COOIIOJCHUU JAHHOTO
nosioxkeHusi. KoHTposib 3a MCHOJHEHHMEM TpHKa3a HEOOXOIWMO BO3JIOXKUTh Ha
HavyaJIbHHUKA CIIyxk0bl Oe3onacHocTH bensiera P.C.

Bapuant 3. CoctaBuTh npukas «Bo ucnoinenure» no AO «Butsazpy:

®enepanbHbii 3akoH Ne 170 @3 ot 21.11.2000 r. «O06 wucnosib30BaHUU
aroMHou sHeprum» U [locranosnenue [IpaBurenscrBa Poccuiickonn @enepannu Ne
1295 ot 11 oxTsa6pst 1997 roma «O6 yrBepxknenun [IpaBun opraHu3zanuu CHUCTEMbI
rOCyIapCTBEHHON y4yeObl M KOHTPOJS PaAMOAKTHUBHBIX BEIIECTB M PATUOAKTUBHBIX
OTXOJ0B» IPEAMNUCHIBAIOT €KETOJHOE MPOBEJACHUE WHBEHTAPU3ALNK PAaIMOAKTUBHBIX

BCIHICCTB U paJMOAKTHBHBIX OTXOJ0B. H€O6XOI[I/IMO IMPOBCCTU MHBCHTApPU3alluIO,
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Ha3HAYUTh KOMHCCHIO B COCTaBe 4 4YEIOBEK, OJWH W3 KOTOPBIX — IPEIACTABUTEID
Oyxrantepuu. YCTAaHOBHUTH CPOKH IPOBEICHUS WHBEHTAPU3ALMUU W TPEICTABICHUS
akta. KOHTpOJIb BO3/10KE€H HA HadalbHUKA oTAena. l[loamwcan mpukas AUPEKTOPOM

AQO «Butaspy.

2. CocTaBHUTh pacnopsHKEHUE:

Hupexkrop OOO «Otanon» (3apeructpupoBano B T. Ilerpo3aBojcke)
JL.b.ITonoB 12 (¢eBpans TeKylmero roja W3Aal PacloOpsDKEHHE O MPOBEACHHUU
PEMOHTHBIX paboT B 1exe Ne 3 B CBSI3M C aBapUilHBIM COCTOSIHUEM OTONHTEIbHOMN
CHUCTEMBI Liexa. PacnopspkeHrneM NMpeanuchiBaIoOCh MPOBEIEHUE PEMOHTHBIX paboT B
yKa3aHHOM II€X€, 3a YTO OTBETCTBEHHBIM ObLI Ha3HAY€H HAYaJIbHUK PEMOHTHO-
TexHuueckoil ciyx0bsl MakapoB JI.JM. Cpok BeimoiHeHust Bcex padoT — 15 ¢epains
TEKYILEro To/a.

OcyiiecTBlieHHEe KOHTPOJS 32 MPOBEACHUEM PEMOHTHBIX padoT
BO3JIaraJIoCch HAa HavaiabHHUKA 11exa Ne 3 Anrronosa 1O.B.

Pacnopsbkenne  ObLIO  3aBU3MPOBAHO  HAYAJIBHUKOM  PEMOHTHO-
TeXHUYeCcKo ciyk0b1 MaxkapoeiM JI.M. u HauanpHUKOM 11eXa Ne 3 AHTOHOBBIM

1O.B., 3amectutenem nupekropa I[1.11.AGpamoBbIM.

KOHTpOJILHbIe BOIIPOCHI:

1. Buael pacnopsanTenbHON TOKYMEHTALUU.
2. YTo BXOUT B OCHOBHBIE PEKBU3UTHI JI€JIOBOTO JOKYMEHTA?
3. Pacckaxwure o nmpaBuiax opopMIIEHUS PaCIOPSIUTENHHON TOKYMEHTAIUH.

4. OCHOBHBIE CTaJINM U3IaHUS TOKYMEHTOB.

JlaGopaTopHoe 3ansiTue Ne 5 «/lesioBoe mucbMO0 Kak HHGPOPMALMOHHO-

CIIPABOYHBIN JOKYMEHT».

Lenp pa6OTBI: HN3YUYHUTL KpPAaTKYIO0 XapaKTCPUCTHKY JACJIOBBIX IIMCEM, HX

KJ'IaCCI/I(bI/IKaIII/II-O. ITo3HaKOMUTBECS ¢ OCHOBHBIMM PEKBU3UTAMU ACIIOBOI'O IMUCbMa,
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npaBwiaMu  O(OpPMIIEHHSI [JI€J0BOTO IHCbMa; HM3YyYWTh CLEHApUH COCTaBIEHUS
JI€JI0BOTO ITHUCHhMa.

Jis  BbINONMHEHHWS  JlabopaTopHOW  paboThl  HEOOXOOUMO  HU3YUYHUTH
TEOPETUYECKUM MaTepuan II0 JaHHOM TEME U BBIIOJHWUTH 3aJaHHE, JAHHOE

IpernogaBaTciicM 110 BapuaHTaM, IOJb3YyACh JCKINMOHHBIM MAaTCpHUaIOM:

I CocTraBuTh MMCHhMO HA OJIAHKE C YIJIOBBIM PACIIOJIOKCHUEM PCKBU3UTOB.

IIpu 5TOM HEOOXOAMMO YYECTh IJIONIA/Ib PACTIOJIOKEHUS PEKBU3UTOB (78X88 MM):

Bapuantr 1. HUcnomnutenem M. HO. IlonsikoBoii MO NOPYYEHUIO
HayanbHUKa otnena MapketuHra OAQO «Toprrnorpedcoro3» (r.Mocksa, Jlecnas yi.,
.18, 117123, ten./pakc. 234-56-00, OKIIO 87654321, OI'PH 1234567890098, UHH/
KIIIT 09876543321/123456789) B.A.KomapoBa ObIJIO COCTaBJIEHO IMHUCHMO B aJipec
000 «/lenoy», Texanaeckomy aupektopy A.M.MsrkoBy o0 oTIpaBKe JOKYMEHTAIHH
cieayroniero coaepxkanusi: «HampaBnsem HeoOxoaumbie BaM  JOKyMEHTHI,
cojepkaie UHGOPMAIUIO O IIeHE KOMIUIEKTa HAyYHO-TEXHUUYECKON JOKYMEHTaIUU
Ha XoJoAWIIbHOE 00opynoBanue. [Ipeayiaraem BicIaTh TEXHUYECKYIO TOKYMEHTAIUIO
Ha 3apyOeXHBIE aHAJOTW XOJOMWIBHOTO oOopyaoBanus. Ilpu npuHITHH
MOJIOKUTENIBHOTO PENIEHUsT O 3aKylmke o00opyAoBaHusA mpocuM Bac HampaBuTh
COOTBETCTBYIOIIIEE MUCHMO pyKoBoauTento oTaena cosita HaymoBy C.ILy». JlanHBIM

MMCbMOM COTPOBOXKIa1ack crenudukaiys Ha 28 1. B 1 9K3.

Bapuant 2. Hcnomautenem WBanooit C. A. (ten. 242-35-15) mo
NOPYYEHHIO  AUPEKTOpa  XyJO0XKECTBEHHO-IPOU3BOJCTBEHHOIO  OOBEIMHEHHUS
MockoBckuii nBop (Maubiii Tpexropssni mep., 8/10 ITomemenume Ne 1 Mocksa,
123336 tenedon 449-84-20, OKIIO 028847777264 OI'PH 1049287569643,
NHH/KIIIT  7704653289/770532876)  IletpoBa  A.A.  ObUIO  COCTaBJIEHO
uHpopMmarmonnoe nucbMo B azapec ¢upmbl «Kamenus» (yn. Coserckas, a. 32,
Mocksa, 163020), B koTopom aupektop lletpoB A.A. IPUHOCUT CBOU M3BUHEHUS 3a
3a/Iep KKy c1auu paboT MO BBITOJIHEHHIO Xy0KeCTBEHHOro odopmiienus opuca. [Ipu
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3TOM JUPEKTOP OOBEIUHEHUS YBEPSET, YTO PabOThl OyAyT BBINOJIHEHBI B CPOK H
IPOCUT y4YeCTh, YTO PE3KOE TOBBIIICHHE IIEH B CTpaHE MOXKET MOBJEYb 3a COOOMU

YBCIIMYCHUC CyMMBI 10Ir0OBOpaA.

I CocTaBUTh NHUCHMO C TPOJIOABHBIM PACTIOJIIOKEHUEM PEKBU3UTOB (BI0Tb

BCPXHCI'O ITOJIA, HICHTPUPOBAHHBIM CHOCO6OM)

Bapuant 3. Wcnonautenem M. O. [lonsikoBoil Mo MOpYyYEHHIO HadalbHUKA

otaena Mmapketunra OAO «Topronorpedcoros» (r.Mocksa, Jlecnas yi., 1.18, 117123,
ten./pakc. 234-56-00, OKIIO 87654321, OI'PH 1234567890098, WHH/KIIII
09876543321/123456789) B.A.KomapoBa 6b110 cocTaBieHo nmucbMo B aapec OO0

«deno», TexuuueckoMmy aupektopy A.M.MsrkoBy o0 oOTnpaBke JAOKYMEHTALMH
cienyromero conepxkanusi:  «HampaBnsem  HeoOxonumble Bam  10KyMEHTHI,
cojieprkaiire nHGOpMaIMIO O IIEHe KOMIUIEKTa HAyYHO-TEXHUYECKON TOKyMEHTalun
Ha XOJIOAWIIbHOE 000opynoBaHue. [IpeqiaraeM BICIaTh TEXHUYECKYIO TOKYMEHTALUIO
Ha 3apyOexHble aHaJOTM  XOJOAWIbHOro oOopynoBanus. [lpu mnpussTUH
MOJIOKUTENBHOIO PEIIEHUsT O 3aKyllke o0opynoBaHus mpocuM Bac nHamnpaBuTh
COOTBETCTBYIOIIIEE MUCHMO pykoBoautento otnena cosita HaymoBy C.IL». JlaHHbIM

MMCbMOM COTPOBOXKa1ack crenudukanys Ha 28 1. B 1 9K3.

Bapuant 4. OAO «llepas ®abpuka» (r. bamamuxa, yn. 3apeunas, a. 3,
104010) gomxkHo ObLTO B cooTBeTCTBUM C M. 6 goroBopa ot 10.07.2003 Ne 12/25 «O
noctaBke npoaykuun» noctaButh 3A0 «CAHIEPEJIJIA» (Mocksa, KpacHoropckast
yi., a. 32, 111123, ren./dakc 458 90 13, OKIIO 87654321, OI'PH 1234567890098,
WHH/KIIIT 0987654321/123456789) B TeueHue Mecsina KOXaHylo (QypHUTYpY Ha
obmyro cymmy 150 000 py6seit. dakTHdecKu ke GYypHUTYPBI ObUIO CAAHO HA CyMMY
120 000 pyOneii u HemorocTaBieHo npoaykiuu Ha cymmy 30 000 py6neit. CorytacHo
1.8 J0roBopa 3a HEIONOCTABKY MPOAYKIHMH JOJDKHA OBITh yIUIAY€HAa HEYCTONKa B
pazmepe 5%, 4TO OT CyMMBbI HEZJOMOCTaBKH cocTaBuiio 1500 pyouieil.

Hupektop 3A0 «CAHIEPEJUUIA» B.J{.®enopoBa oOpaTwiach K
mupextopy OO0 «IlepBas @abpuka» O.J1.CokosoBy ¢ IpoCch00il MEPEYUCTUTh HA UX
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pacueTHbIi cueT ykazaHHyo cymmy (1500 py6.). B mporuBHoM ciywae 3A0
«CAH/IEPEJIJTA» Oyaer BBIHYXIEHO oOOpaTuThcs B TrocapOoutpax. I[lucemo o
HEJIOTIOCTaBKE MPOAYKIMH ObulO0 cocTaBiaeHo wucnoguutesneMm P.T.IOgunoit u

noanucano PeaopoBoit 12 aBrycra TeKyuero roja.

Bapuanr 5. Ilpencenarens mpaBieHUs aKITMOHEPHOTO KOMMEPYECKOTO OaHKa
«TOPTTIPEBAHK» (nip.Bepnanckoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc:
576-22-20) C.A.lllymoB oOpatuics k ['enepanbHoMy aupektopy HIIO «AcGect»
JIM. BonpHIIEBY € TpochOOH paccCMOTPETh BOMPOC O TPENOCTaBICHUU B
mmrenbhayto apeany AKb « TOPI'TIPEJIBAHK» pa6ounx mnomazaeit — 180 kB.M mmox
pa3MeleHue oT/AeNeHus OaHKa.

[InceMO OBLIIO COCTABJIEHO HCHOJHUTEIIEM MBaHOBOW Ha JOJHDKHOCTHOM

OJlaHKe TIpeaceaaTes mpaBieHus 0aHKa 1 MOANUCcaHo 24 MapTa TeKYyIIero roja.

III Haiinure W npoaHaTW3UpPYWTE JOMYIICHHBIC OIMMOKW Ha TIpUMepe

KOHKPETHOrO NHChbMa. 3aTeM MpHBEeAWTe 0o0pasell MpaBUIbHOTO odopmileHus

IIPOAHAJIM3NUPOBAHHOI'O Bamu nucema:

POCCHHCKAS OEAEPALLIAA HomxyecTupie MM 004335l B YCTAHOB/IEH-

POO «OBBEUHEHHE YACTHO- 'HOM TIOPATKE NPEROCTARNATL NOKYMEHTH, MaTe-

TPARTHKYIOLIX AJBOKATOB»  puamsi ando inisopMailio, 3aTpariBalonue npasa
W eBOOOBE [PAKIAK..

10 asrycra 2005 r.,

Ne 87/ {crarsa 140 Vronogioro konexca. PO)
r. Mocksa
yir. FBepekas, oM 5
e 1T1-11-11
AJIBOKATCKHH 3ATIPOC

Pykosogirresio OO0 «ABBI/I»

B ¢Bas ¢ paceMoTpenienM IPAKIAHCKOTC JIENA © B3BICKAHIH MPOHSHTOR 31 HEMPABOMEPHOS
AONB30BAHHE: YUNGKUMH  JCHSAKHBIME  CPERETBAMM  Npouy COOGIETS JRHCOOPTHRIC  Talisie
MpOIECCYAIBHOFO ApaBOfPeCMHIIKa HCTI,

Orgrer npoury ssiath Ha pyxki Meukosoii Banenmiire Bacnabesue ¢ 1enB10 CBOCBPEMEHHOTO
PACCMOTPEHMA JIEIIA.,

10 asryera 2005 ¢
p ) p = T
' ,?‘/ Tt Asnpokar Pocrosckoli obnactnoit
P manarel ansokaros Boekpecernciuit b.H,
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KOHTpOJIbeIe BOIIPOCHI:

1. JlaiiTe onpeniesieHUE MTOHITUS «IETOBOE MUCHEMO).
2. HazoBuTe OTIMUYUTENbHBIE TPU3HAKU AEJIOBOTO MUCHMA.
3. HazoBute Tpu 06a30BBIX KIaCCU(DUKAIIMOHHBIX KaTETOPUH JAEIOBOTO MUChMA.

4. Kakwue mpaBuiia HEOOXOAUMO COOJTIOIATH TPU OPOPMIICHUH JEITOBOTO TUChMa?

JlabopaTopHoe 3ansaTHe Ne 6 «IIpoTokoy Kak

HH(OPMANMOHHO-CIIPABOYHBIN JOKYMEHT».

Lenb  paboThl:  HU3y4YUTh  KPATKYI0  XapaKTEpPUCTUKY  MPOTOKOJIA.

[To3HaKOMHUTHCSI ¢ OCHOBHBIMH PEKBH3WTAMU MPOTOKOJA, MpaBUIaMu O(OPMIICHHS
IIPOTOKOJIA.

JUis  BBIMOJMHEHUs  JTaOopaTOpHOM  pabOThl  HEOOXOAMMO  M3Y4YUTh
TEOPETUUYECKUM MaTepuanl MO JaHHOW TEeME U BBINOJHUTH 3aJJaHUE€, TMOJb3YSICh
JICKIITMOHHBIM MaTEPHUAJIOM:

Bapuant 1 12 ceHTsOpsi Tekymiero roja Ha 3KOHOMHYECKOM (haKyJIbTETe

COCTOSITIaCh HAay4yHas CTyJeHYECKas KOH(EpEHIUs, Ha KOTOPOH MPUCYTCTBOBAIA U
actiupadTsl ¢akyiapTeTa (Bcero 78 denmoBek). [IpoTokon Bema METOAMCT y4eOHOTO
otnena JI.O. ITomosa.

Kondepenmuss Oblna mocBsilieHa MpoOiieMaM HU3ydeHUs: pPa3BUTHS OaHKOBCKOM
cuctemsl B Poccun. Jlokian Ha 3Ty TeMy cnenana cryaeHnrtka Il kypca P.A. CasenseBa. Eii
3a/1aBaJIMCh BOMPOCHI O BPEMEHU TOSIBICHUSI TIEPBhIX 0aHKOB B Poccuu, o TOproBeiM
M HETOProBbIM omnepauusMm. B BeicTymiiennn crtyaeHta IV kypca A.b. AnumoBa
MIOJYEPKUBAIIACH BAXXHOCTh U3YyUYEHUsI UCTOPUUECKOrO OIBITA U €r0 UCIIOJIb30BAHUS B
COBPEMEHHBIX PHIHOYHBIX YCIIOBUSIX.

Ha xoHdepeHmum OBUIO CACIAHO TaKXKe COOOIIEHHE acmupaHTa Kadeapbl
meHnemxkmenta B.H. Amypckoro mo teme, OMM3KOW K COJEP)KAHHUIO JOKJIaua €ro
KaHIMJATCKOW TUCCEPTALIHU.

HUtorn muckyccuu OBLUTM TOJABENCHBI IMPENCENATEIbCTBYIONUM — JOKTOPOM
sKOHOMUYeCcKuX HayK B.H. TUTOBBIM, KOTOPBIM, BBICOKO OLICHUB HAY4YHBIA YPOBEHb
JOKJTala U TOHUMaHWE OOJBIIMHCTBOM MPHUCYTCTBYIOIIUX CYITHOCTH MPOOJIEMBI,
OCTa-HOBHJICS HA 3HAYCHUM MCCIICIOBAaHUS 0aHKOBCKOW CHCTeMbI B Poccum, marommii
UMITYJIbC COBPEMEHHBIM paboTaM Takoro xapakrtepa. OH Takke MOJTYEPKHYIT
HEOOXOJUMOCTh 00jiee MIMPOKOrO y4yacTus B paboTe MOJOO0HBIX KOH(DepeHIui
CTYJIEHTOB U MPETOJaBaTEIbCKOI0 COCTaBa APYTrUxX Kaeap yHUBEPCUTETA.

boimo pemieHo 0on00pUTH HAyuHBIA JOKJAA UM OTMETUTh €ro BBICOKUH

npodeccruoHanbHbIi YpOBEHb, YMEHHE aBTOpa padOTaTh C HCTOYHUKAMHU U
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JUTEPATYPON MO TEME HMCCIENOBaHUA. BbUIO Takke MPEeUIOKEHO BKIKOYUTH TEKCT
JIOKJIajla B COOpPHMK HAay4HbIX TPyAOB (aKyibTeTa M HOPYYUTh MPEACENATENIO
KOH(EepeHUMN COo3JaTh IOCTOSHHBIA OPrKOMHUTET IO MPOBEACHUID HAYYHBIX
CTyJIeHYECKUX KOH(pepeHIui K 1 OKTAOps TeKyIlero roja.

Bapuant 2 3A0 «I'panag-M» (Mocksa) 05.03.2007r. mpoBeno 3acenaHue
CoBera AUPEKTOPOB, HAa KOTOPOM IMPUCYTCTBOBAIM clieayromue wieHbl CoBera:
ITonmos WN.II.,, MBanoB U.M., CumopoB C.C., YcrunoBa VY.Y., ®enopop @.D. Ha
3acelaHne BBIHOCHIICS BOIIPOC 00 ONPEACIICHUH PHIHOYHON CTOMMOCTH Pa3MeIlaeMbIX
00IIECTBOM JOMOJMHUTENbHbIX akuui. [1lo manHoMy Bompocy 3aciymann denoposa
®.D., KOTOPBIA MPEIIOKUT OINPEJACTUTh PHIHOYHYIO CTOUMOCTh pPa3MeIlaeMbIX
0OIIIECTBOM aKIIMI ITyTeM 3aKPBITON MOAMKUCKYU JOTOTHUTENBHBIX akiuii B pazmepe 10
000 (mecstu THICAY) pyO. 3a aKkmuio. 3acelaHue TMOCTAHOBWIO YTBEPIUTH
npemioxenue Oegopora O.D., Tak kak Opu roJ0COBaHUU «3A» ObUIO OTJAHO MAThH
rojiocoB, mnporojocoBaBmux «I[IPOTUB» u «BO3JEPXABIIWUXCS» nHe ObLIO.
Pemienne mnpunsTO enuHornacHo. 3acenaHue Ben npeacenartens 11.M.ITomnos.

[Iporokos noarorosien cexkperapem U.I1.I1eTrpoBsim.

Bapuantr 3 Jupexkuuss OOO «Actpes» (Cankt-Ilerepoypr) 12.08.2007 .
IIPOBEJIO CBOE OYEPEJHOE 3acellaHue, Ha KOTopoM mpucytcrBoBaiin Boctpsikos C.T.,
Crynues I1.1., Jlebenes .M., Autonos IL.JI., lllentynoBa B.I'., Tumodeer A.A.,
Crynosa M.N.

Ha 3acenanuum o0cCysk1a10ch ABa BOMPOCa: O XO/€ PEKIaMHOW KaMITaHUH
B Il kBapTasie 2007 r. u 0 epexoie Ha HOBYIO CHCTEMY BBIILIATHI IPEMUAIBHBIX.

[Io mepBomy Bompocy ciywmaJd CcoOOIlleHHe HaydajdbHUKA OTJeNa
pexnambl BoctpsikoBa C.T., TekcT cooOIIeHHs] KOTOPOro ObUl MEpellaH CEeKpeTapro
3acenanus H.Jl.benosoii. 1o 3ToMy ke Bompocy BbICTyNHJI ()MHAHCOBBIN TUPEKTOP
TumodeeB A.A., KOTOpBIN 0J0OPHIT YBETHYEHHUE PACXO0B HAa HAPYKHYIO peKjiaMy B
I xBaprane 2007 r. Ha 5%.

ITo BTOpoMy Bompocy caenan coobmenne CtymoB M.U. m Tekct

COOOIICHUS TaKXe mepenan cekpetapro. [lo manHOMY e BOIPOCY BBICTYIHIN
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Antonos I1.JI., HaganeHUK oTnena kaapos, u Jlebenes .M., nupexTop mo mpogakam.
[TepBbIit 0/100pWIT HOBYIO CUCTEMY BBITLIATHI TPEMHUATBHBIX M PEKOMEH10BaJ
NOATOTOBUTh HeoOxomumble mokyMeHTHI K 01.09.2007r. Bropo#t mnpemioxut
n0paboTaTh HOBYIO CHUCTEMY BBIIUIATBI MPEMUATBHBIX U PEKOMEHJIOBaJl MPOBECTH
rOJIOCOBaHME MO JAHHOMY BOIIPOCY Ha o01IeM coOpaHuu TPYJOBOTO KOJIJIEKTHUBA.

B urtore 3acemanusi ObuIM NPUHSATHI cieayonme pemieHus: 1. OnoopuTh
paboty otamena peknambl B III kBaprame 2007 r. 2. IlpoBectu obimiee coOpanue
TPYIOBOTO KOJUJIEKTHBA MO BOIPOCY O IMEPEXO0JIE HAa HOBYKD CHCTEMY BBIILIATHI
npemuanbHbix  15.08.2007 1. OTBETCTBEHHBIM 3a TMOJATOTOBKY coOpaHusi Oblia
Ha3HaveHa 3aB. KaHuensapuen [llentynosa B.I'.

Co6panue Ben npeacenarens O.A.PymsiHies.

KoHTpoJibHbIE BONIPOCHI:

1. Yto Takoe nmpoTokos?
2. Kakue ObIBalOT MPOTOKOJIbI?

3. Pacckaxute o mpaBuiax oOpMIICHHS POTOKOJIA.

JladopaTopHoe 3ansaTue 7 Tema «Opranuzauus J0KyMeHT0000pPOTa.

Leab padorei: [IpoekTupoBanue cuctemsl JoKyMeHTOOO0poTa. Co3nanue
TEXHOJIOTUYECKHUX CXEM 00pabOTKHU TOKYMEHTOB.

JUis  BbINOJHEHUs  JA0OpaTOpHOM  pabOThl  HEOOXOAMMO  HM3Y4YWUTh
TEOPETUYECKU MaTepuan IO JAaHHOW TeME U BBINOJIHUTH 3aJaHUE, IOJIb3YACh

JICKOHMOHHBIM MAaTCPpUAJIOM:

1. [Ipunymaiite crpykrypy npeanpustus. OGopMUTe €€ B BUJIE CXEMBI.
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2. Odopmure nmpuayMaHHyo Bamu cTpyKkTypy B BUIE MaTPHUIIbI 1O

OPUHLUITY:
VYpose | Haumenosa |Ne 151 naral @ynkiuoHaneH | [lomunaen | @opma
Hb HUE pactopsiIUTENbH | ble ue U | OTYETHOCTH
NO/JYM | KOJJIETHAlb |Or0  JOKYMEHTa, 00sI3aHHOCTH B3aMMOCBS | KOJJIETHAb
HEHUsl | HOro KOTOPBIM 31 HOT'O OpaHa,
oprasa, co3gaBajcs JOJIKHOCTH
JOJDKHOCTH | KOJUIETUATIbHBIN BIX JTUI]
Oro JuIa, |Oopra,
CTPYKTYPHO |CTPYKTypHOE
ro OAPA3AEIICHUE,
noApaszaesie | BBOOUIOCH
HUS JOJIKHOCTHOE
JIULO
I Coset [Iporokon Coser IHogquunen | IIucbMeHHBI
Yupenurene oOmero Yupenureneit obmemy W OTYET O
17} coOpaHus OCYLIECTBJISIET | COOpaHUIO | JESATEIBHOC
(CY) aKIIMOHEPOB OT KOHTpPOJIb U aKIMOHEPO | THU O0IIEMY
26.06.2008, Ne 1 | pykoBOACTBO ... B, coOpaHuIo
B3aMMOCBSI | aKIIMOHEPOB
3aH C 1 pa3z Bron
CoBeTom
TUPEKTOPO
B
II ['enepanbhel | Pemenue CY ot | I'enepanbublii | [lomuunen | [IncbMeHHBI
i gupextop | 27.06.2008, Ne 1 TUPEKTOP Cy, i otuer CY
Tpynosoi OCYLIECTBJISIET | B3aUMOCBS | €KEKBapTal
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JOTOBOP OT oOriee 3aH C BHO,
27.06.2008, Ne 1 | crpateruueckoe | 3amecture | OOmemy
PYKOBOJCTBO.... | JISIMH 110 coOpaHuIo
HaIpaBJIeH | aKIUOHEPOB

USM. 1 pa3z Bron

3. Coznaiite cxemy JBUKEHUS PACIOPAIUTEIBHBIX JOKYMEHTOB.

Heobxoaumo  ydectb  mopsiiok  pabOThl  HaJX  pacloOpSAUTENIbHBIMU
JOKyMEHTaMH, ONUCAHHBIM B JIEKUMU. OTambl paOOThl HaJ MPUKA30M — KIIOY K
COCTABJIICHMIO €ro  cxembl JABwkeHus. Onpenenure  BPEMEHHBIE  paMKH
JIOKyMEHTOO0O0pOTa MpUKa3a.

4. Co3paiiTe cxemy JOKYMEHTOOOOPOTa BXOMSIIMX JOKYMEHTOB. I[lopsmok

pabOThI C 3TUMH IOKYMEHTaMU OYJIET ONPEEISITh U MOPSIOK X MepEMEIICHUS.

JlabopaTopHas padora 8 Tema Cucrema perucrpanuu 10KyMEeHTOB 1

opraHm3anus I/IH(l)OpMaHI/IOHHO-CﬂpaBO‘lHOI‘O almaparta

Heab 3aHATHSA: MOTy4YEHUE 3HAHWM MO OpraHM3aluu WH()OPMAIMOHHO-TTOMCKOBBIX
CUCTEM, IPUOOPETEHNE OMBITA CO3/IAHUS HOMEHKIIATYPhI eIl

Jlis  BBIMONHEHUs  JTaOOpaTOpHOM  pabOThl  HEOOXOAMMO  M3YUYUTh
TEOPETUYECKU Marepuan MO JaHHOW TeMe W BBINOJHUTH 3aJaHUE, TMOJb3YACh
JIEKIMOHHBIM MaTePUAIIOM:

Pazpabotaiite 1 odpopmuTe HOMEHKIATYpy JHeJl, OCHOBbIBaschb Ha IlepeueHb
TUIIOBBIX  YNPAaBIEHYECKUX JOKYMEHTOB, OOpa3ylollUXcsi B  JIEATEIbHOCTH
OpraHu3alluii, ¢ ykazaHnuem cpokoB xpanenus" (yTB. Pocapxusom 06.10.2000) (pexn.
ot 27.10.2003). B 3TOM TOKyMEHTE NMPUBEJIEHBI BUJIbI JOKYMEHTOB, 00pa3yroiuecs B

OpraHu3anu:ax B IIPOHCCCC pCaIn3allui UX ACATCIIBHOCTH, a TAKXKC CPOKH HUX
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xpanenust. Ocobo oOparure BHUMaHue Ha DenepanbHblil 3aK0H OT 29 nexadbps 1994 r.
No 77-®@3 «O6 obs3aTenpHOM dK3eMILIsIpe ToKyMeHTOBY ((pea. ot 03.07.2016).

Bonpocwt ona camoxoumpons:

1. dns gero coznarorcst UTIC?

2. Yro npennonaraer UI1C?

3. aiiTe onpenesieHUE NOHATUIO «PETUCTPALUD.
4. Kakue ¢opmbl peructpaiuy Bbl 3HaeTe?

5. Kakue BUbl HHJIEKCALIUH CYILECTBYIOT?

6. [IpyHLIMIBI UHIEKCALIUH IOKYMEHTOB.

Cnucok ucnojb30BaHHOM U PEKOMEHyeMOi JIUTepaTypbl

OcHoBHaA auTEpaTypa:

1. TocynapctBennsiii crangapt PO I'OCT P 6.30-2003 "YuudunupoBaHHbIe
CUCTEMBI JOKYMEHTAIMH. YHHUQPUIMPOBAHHAS CHCTEMa OpPTraHU3aIMOHHO-
pacnopsAIuTENbHOM  JOKyMeHTaluu.  TpeboBaHuss K  0(OPMIICHUIO
JOKYMEHTOB" (IIPUHAT U BBEJIEH B JEHCTBUE MOCTaHOBIEHUEM [ occTanaapra
P® ot 3 mapta 2003 1. N 65-c1)

2. TOCT P 7.0.8-2013. HaumonanwHbiii ctanaapT Poccuiickoit denepanuu.
Cucrema craHgapToB no uH(oOpManuu, OMOIMOTEYHOMY U HM3IATEIIbCKOMY
neny. Jlenonpou3BoICTBO U apXUBHOE Jei0. TepMuHbl U onpeneiaeHus (yTB.
ITpukazom Poccranaapra ot 17.10.2013 Ne 1185-c1)

3. bopnaeB D.A. JlokyMeHTOBe/eHNE: YICOHUK IS CTY. YUPESKICHUN BBICIII.
npod. O6pazoBanus/ D.A. bapnaes, B.b. KpaBuenko. — 2-e uzz.,crep. — M.:
N3parenbckuil ueHTp «Axanemus», 2010. — 304 c.

4. KupcanoBa, M. B. Kypc nenonpous3BOACTBa : JOKYMEHTAI[MOHHOE
oOecrieueHue ympasieHus : yueb. mocobwe / M.B. Kupcanoma, HO.M.
AxkceHoB ; HoBocuOupCK. roc. yH-T 3KOHOM. M YIpaB. ; AJIMUHUCTpPALIHS
[Ipesunenta Poc. @enepanuu ; Cubupck. akaj. roc. CiayXObl. - 6-U3]1., UCTIP.
u goi. - M. : UHOPA-M, 2010. - 367 c.

JlonosiHUTeIbHAS JIUTEpaTypa:
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1. Kupcanosa, M. B. CoBpeMeHHOE JETONPOU3BOICTBO : yueh. mocodue / M.B.
Kupcanosa ; Poc. akaz. roc. ciyx0b1 nipu I[Ipesunente PO, Cub. akan. roc.
CITYKOBI. - 4-¢ u3n. - M. : Uadpa-M, 2011. - 312 c. : m.

2. MepkynoBa, E. B. Ilpaktudeckoe [1eI0MPOU3BOJCTBO: COCTaBICHUE U
opopmiierue gokymeHToB [Tekct] / E. B. Mepkyoga. - 2-e u3j., crep. - M. :
Owmera-JI, 2011. - 188 c.

3. Paznopoxubiii A.A. [JokyMEHTUpOBaHUE YIPABIECHYECKON IEATEIbHOCTH:

Vu. I[Toc. — M: UH®PA-M, 2008 — 304 c.

4. Poroxun M.IO. JlokyMeHTallMOHHOE 00EeCIIeueHUEe YIIPaBICHUS: yUEOH. -

npaktud. [locooue. — M.: TK Ben6u, M3a-so IIpocnekt, 2008 — 384 c.

5. Comnory0, O. II. Jlenonmpou3BoOJICTBO: COCTABJIICHUE, PEIAKTUPOBAHUE, U
obpaboTka mokymeHToB [Tekcr] : yue6. mocooue / O. I1. Comory6. - 7-e usn.,

crep. - M. : Omera-JI, 2012. - 207 c.

HNuTepHeT-pecypcesbi:
J1iist mpopabOTKU TEOPETUYECKOTO MaTepuasa U BbITOJIHEHUS

MPaKTHYCCKHUX 3aI[aHI/II>'I PEKOMCEHAYCTCA NCIIOJIb30BATDL!:

1. http://www.delo-press.ru

. http://www.eos.ru/eos_delopr/eos_lib

. www.edu.ru

. Www.garant.ru

. www.consultant.ru

. http://biblioclub.ru
. http://e.lanbook.com
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