Y4eOHBIM KOHTEHT MO AUCIHUIJINHE

«lokyMeHTHpPOBaHME
YIPABJIEHYECKOU JeATEeIbHOCTID)

Agtop coctaButenb: JKakona JI.IO.



1. Cucremnl AOKYMEHTAIlUN

JIro60# TOKYMEHT, cO3/1aBaeMblii B OOIIIECTBE, SIBISIETCS 3JIEMEHTOM CHCTEMBI
00J1€€ BBICOKOT'O YPOBHS M BXOJUT B COOTBETCTBYIOIIYIO CUCTEMY JOKYMEHTAIIUH B
KadyecTBe ee 2jeMeHra. llom cucreMod  JIOKyMEHTAlUM  IIOHUMAeTCs
COBOKYITHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX IO TNpPHU3HAKAM MNPOUCXOKICHUS,
Ha3HA4YeHUs, BUJa, cPepbl NeATeIbHOCTH, €IUHBIX TPEOOBaHUMN K UX 0()OPMIICHHUIO.
Kakx OykBBI OZHOTO sI3bIKa COCTABJSIOT aidaBUT, TaK W OTACIbHBIC BUILI U
Pa3HOBUIHOCTH JOKYMEHTOB COCTAaBIIAIOT CHUCTEMbl JOKyMeHTauuu. Jlo
HACTOSAILEr0 BPEMEHM B  JOKYMEHTOBEIEHHMM HE CYIIECTBYeT  oOmei
HENPOTHUBOPEUYMBON HAYYHOW KiacCU(UKAIMU CUCTEM JIOKYMEHTAlluU, BUIOB U
Pa3sHOBUIHOCTEH TOKyMEHTOB . CHHTAaeTCs, 9TO Kakaas cdepa AesTeTbHOCTH TaK
WIM HMHAaYe HMEET CBOI CHCTEMY JOKYMEHTalUU (CHUCTEMbl MEIUIMHCKOH,
TOPrOBOW, HAay4YHO-TEXHUYECKOU, (brHAHCOBOM, aIMUHHUCTPATUBHOMU
JIOKYMEHTAIIH).

B nesrensHOCTH NMPEaNPUSTHS CAMOCTOSTENIBHO (DYHKITMOHUPYIOT JOKAJIbHBIC
CUCTEMBI KaJpOBOH, IUIAHOBOH, Oyxraiatepckoil nokymeHTauuu. lIpaBuna wux
oopMiIeHUs, XpaHEHHUSI U MCTIOIB30BAHMS CTPOr0 HOpMHUPOBaHbl. OHU BXOJST B
HOMEHKJIATYpy JAEN OTIEIbHBIM pa3feioM M HE BXOASAT B AJMUHHUCTPATHUBHYIO
CUCTEMY JTOKYMEHTAIIUH, UMESI CBOIO MH(POPMAILIMOHHO-TIOUCKOBYIO CHCTEMY.

OTHeceHne TOKYMEHTOB K TOW MJIM MHOM CUCTEME HAYMHAETCS C Pa3/IeJICHUs
BCEX JIOKYMEHTOB Ha O(pMUHAJIbHbIEC U JOKYMEHTHI JHYHOI'0 NpoucxoxaeHus. K
HOCJIEIHUM OTHOCATCS JOKYMEHTBI, CO3/IlaHHbIE YEJIOBEKOM BHE cQephl €ero
CIIyKEOHOW N1eATeIbHOCTH WJIM BBIMIOJIHEHUS OOIIECTBEHHBIX 00si3aHHOCTEN. OHuU
BKJIIOYAIOT JIMYHYIO TMEPENHCKY, BOCIHOMHUHAHUS (MeMyapbl), HAHEBHUKUH U
HEMHOT'OYMCIICHHbl C TOYKH 3pEHHS BHUIOB W PA3HOBUIHOCTEH B CHUCTEME
JOKYMEHTAIUH.

OdunnanbHble JOKYMEHTHl CO3Jal0TCi B pabodyee BpeMs OT HMEHU
opuandeckoro guua. OHM, Kak NOpaBWIO, HE HMMEIOT MPOU3BOJIBHOU (POpMBI, a
odopmisIroTCs Ha OJ1aHKaX.

Opraunu3zaiys paboTsl ¢ fokyMeHTamu: YueOnuk / B.A. Kynpsies u ap. - M.: UHOPA-M, 1999. - C. 67.
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2. HopmaTtuBHbIe TPe0OBAaHHMS K COCTABY OCHOBHBIX PEKBHU3UTOB M HX
oopmieHn10

CoBpemeHHble TpeOoBaHMs K OGOPMIICHHUIO OpraHU3AIMOHHO-PACTIOPS-
JTUTEIBLHOM  JIOKYMEHTAllUM 3aKpeIyIeHbl B  TOCYJApCTBEHHOM  CTaHAapTe
I'OCT P 6.30-2003 «YuaudunupoBaHHbie CUCTEMbI HOKyMeHTanuu. Cucrema
OpraHu3aIMOHHO-PACIIOPSIAUTENLHON JIOKYMEHTAI1H. TpeboBanus K
0(pOPMIICHUIO JOKYMEHTOBY». DTOT CTaHIApPT YCTAHABJIMBAET COCTAB PEKBU3UTOB,
30HBI U MOCJIEIOBATENLHOCTh UX PAa3MEIICHUS Ha CTaHJaPTHOM JIMCTe Oymare.

OcOOEHHOCTBI0O HOBOI'O HM3MEHEHHOI'0 CTaHJapTa - BMECTO paHee CyIle-
ctBoBaBiero 'OCT P 6.30-97 - saBnsiercst ero peKOMEHIATENbHBIA XapakTep U
U3MEHEHHUE psijia peKBU3UTOB. M X0Ts cTaHIapT He o0s3aTeNneH JyIsl UCTIOHEHUS, a
TOJIbKO PEKOMEHAATENIEH, HEO0X0IUMO MOMHHUTh, YTO €IMHOOOpa3zue 0popMIIECHUs
JIOKYMEHTAIIMM TIO3BOJIUT OpTaHHM3AlUsM, TMPEANPUITHIM U YUPEKIACHUSIM
JOCTUTHYTh €IWHCTBA HH(POPMAIMOHHOIO OOMeHa. A 3HA4yuT, €ro clieayer
cobmonate!

TpeboBaHusT K COCTaBy PEKBM3WUTOB OIPEACISIOTCS W JPYTUMHU TOCY-
JTApCTBEHHBIMU CTaHAApTaMU Ha YIPaBIECHYECKYIO JOKYMEHTAIUIO:

1.TOCT 6.10.4-84 «YHudumupoBaHHbBIE CHUCTEMBl  JIOKYMEHTAIIUU.
[Ipunanve OPUANYECKONW CHUJIBI JOKYMEHTAM Ha MAIIMHHOM HOCHUTEIE U Ma-
IIMHOTPAMME, CO3JaBAEMbIM CPEACTBAMH BBIYMCIUTEIbHOW TE€XHUKH. OCHOBHBIE
TIOJIOKEHUSY;

2.OCT 6.10.5-87 «YHudunupoBaHHbIE CHUCTEMbl  JOKYMCHTAIIHUH.
TpeboBanus K mocTpoeHuo GopMyJsipa-oopaszuar.

OTU CcTaHAapThl YCTAHABJIMBAIOT COCTaB PEKBU3UTOB, NPHUAAIONIUX J0-
KYMEHTHOM 3aMucy IOPUANYECKYIO CHITY JJOKYMEHTA, U SBIISIFOTCS 00s13aTeNbHBIMHU.

2.1. TpeOoBaHMA K COCTABY PEKBU3UTOB

dopMyIIsip periaMeHTUPOBAH rOCY1apPCTBEHHBIM CTaHAAPTOM

I'OCT 6.10.5-87).

[l'ocymapctBennbiii  cranmapt Poccuiickoir  ®epeparmm P 6.30-2003
«YHUPUIMPOBAHHBIE CHUCTEMbI JOKyMeHTanuu. CucTeMa OpraHu3alMOHHO-
pacriopsIuTeIbHON JOKyMeHTaruu. TpeOoBaHus K OQOPMIICHHIO JOKYMEHTOB)
YCTAHABJIMBAET COCTaB PEKBU3UTOB JUIS YIPABICHYCCKHX JIOKYMEHTOB H
OIIpeNeNIIeT WX MECTOPACIONIOKEeHHE Ha CTaHAapTHOM JjmcTe Oymaru. Bcero
CTaHIapToM ycTaHoBJIeHO 30 pekBU3UTOB. X KOJIMYECTBO, COCTAB ONPEICISIIOTCS
BUJOM JIOKYMEHTa W €ro HasHaueHueM. M Tak Kak HEKOTOpbIE PEKBH3UTHI
B3aMMOUCKJIIOYAIOT APYT JIpyra, TO B KOHKPETHOM JOKYMEHTE UX OyaeT ropasio
MCHBIIIE.



CrtaHIapTOM YCTaHOBJIEH CIEAYIOIIUNA COCTaB PEKBU3UTOB:

1 - T'ocynapcteennsiii repod Poccuiickoit @enepanuu;

2 - repb cyonekTa Poccutickoit denepariuy;

3 - oMOsemMa opraHu3aIliy WM TOBAPHBIN 3HAK (3HAK 00CTyKMBaHU);

4 - KoJl OpraHu3aINy;

S - OCHOBHOW TOCYJApCTBEHHBIH PETUCTPALMOHHBIA HOMEp HOPUAMYECKOrO

maua (OI'PH);

6 - uaeHTU(UKAIMOHHBIAH HOMEP HAJIOTOIUIaTeNbIINKA / KOJ MPUYHHBI

noctanoBku Ha yuet (MHH/KIIIT);

B

7 - Ko GOopMBI JOKYMEHTA;

8 - HaMMEHOBaHHE OpTaHU3AINY;

9 - cipaBoYHBIE JaHHBIE 00 OpPTaHU3AIINH;

10- HanMmeHOBaHME BUIA TOKYMEHTA,;

11- naTta nokymeHTa;

12- perucTpaniMOHHBIN HOMEP JOKYMEHTA,

13- ccbuiKka Ha PerUCTPaIlMOHHBIA HOMEP U JaTy JOKYMEHTA;
14- mecTo cocTaBieHUs WU U3JaHUS IOKYMEHTA;

15- appecar;

16- rpud yTBEpKIEHUS JOKYMEHTA;

17- pesomronus;

18- 3aroj10BOK K TEKCTY;

19- orMeTKa 0 KOHTpOJIE;

20- TEeKCT TOKYyMEHTa;

21- oTMeTKa O HATMYUU TTPUITOKEHUS;

22- TIONINCH;

23- rpud cormacoBaHus JOKYMEHTA;

24- BU3BI COTJIACOBAHMS JIOKYMEHTA;

25- OTTHUCK II€YaTH;

26- OTMETKa O 3aBEPEHUH KOIUU;

27- oTMeTKa 00 UCIIOITHUTEIIE;

28- oTMeTKa 00 UCTIOTHEHUHY JOKYMEHTA M HAIPaBJICHUH €ro B JIENI0;
29- oTMeTKa O MOCTYIJICHUHU JOKYMEHTA B OPTaHU3aIUH;
30- uaeHTUPUKaTOp SAEKTPOHHON KOIUU JOKYMEHTA.

2.2. O0mme TpedoBaHuA K 0(pOPMIICHUIO PEKBU3UTOB IOKYMEHTAa

I'ocynapcrBennslii repd Poccuiickoin @enepauuu (01)
['ep6 cyOwekTa Poccuiickoit Deaepanmu moMemarT Ha OJIaHKaX JOKYMEHTOB
COOTBETCTBMM ¢  @DeAepalibHbIM  KOHCTUTYUHOHHBIM ~ 3aKOHOM  «O

I'ocynapctBennom repoe Poccuiickoit denepanuny» (CoOpaHue 3aKOHOAATENIHCTBA
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Poccuiickoit @eneparuu. - 2000. - Ne 52, - Y. 1. - Crt. 5021). [IpaBo pacnosarath
rOCyJapCTBEHHbIN Tepd Ha OQUIMANbHBIX JOKYMEHTaX MPUHAAJICKUT OpraHaM
rOCy/IapCTBEHHOI'O YIPABJICHMsS, Cy/Aa, MPOKYpaTypbl, apOuTpaxka, HaJIOrOBBIX
cnyx0 u 1. 1. Monudukanusa u usMeHenue ['ocympapcTBeHHOTO repba Kapaercs
3aKOHOM.

I'ep6 cyobekTa Poccniickoii @enepanun (02)

['ep6 cyobekta Poccuiickoit ®enepanui MOMEMIAIOT HA OQUIIMATBHBIX
JOKYMEHTaX B COOTBETCTBUM C IPAaBOBBIMU aKTaMH CYOBEKTOB Poccuiickoit
denepanun.

ImoeMa OpraHM3alMy UM TOBapHbI 3HAK (3HAK o0cay:kuBanus) (03)

DOMbiieMa npeanpusiTUs - 3TO CUMBOJIMYECKOe rpaduueckoe nzodpaxenue. B
KayecTBe 3MOJIEMbI, KaK MPaBUIIO, UCIONb3YETCs TOBapHBIM 3HaK. M300paxenHue
AMOJsIEMBbI 00JIEryaeT MOUCK JOKYMEHTa, HO 3aMEHSTh HAMMEHOBAHUE IIPEIPUATHUS
WIA YYpexJeHus 5SMOleMOM He Jomyckaercs. OwmOieMy pa3MeliaroT Ha
JOKYMEHT€ B COOTBETCTBUM C€ yCTaBOM (IIOJIOXKEHUEM)  OpTraHHU3aLIUU.
HenenecoobpasHo mnomemars 53MOIeMy  OPEANpUATAS HA  BHYTPEHHHX
JOKYMEHTAX.

Koa opranmzanuu (04)

Koxg mo OKIIO - O6mepoccuiickomy KiacCu(pUKATOpy OpraHu3aluid u
OPEeaNpUsATUN - UMEIOT BCE 3aperuCTpUpOBaHHbIe Npeanpuatus. OH MOXET ObITh
OpOCTaBJI€H 3apaHee TUorpadCckuM  crnocoboMmM. OTOT  KOA  SBISETCS
CBOCOOpa3HbIM MOATBEPKJIECHUEM IPABOMOYHOCTH OpraHu3alMyd - aBTopa J0-
KYMEHTA.

OcHOBHOIl rocyAapcTBeHHbIH perucrpauMoHHbii  Homep (OI'PH)
wopuandeckoro Jguma (05)

PerucTpaniMoHHbBII HOMEpP IOPHUIMYECKOrO JIMLA IPOCTABIISIETCS B COOT-
BETCTBUHU C JJOKYMEHTaMH, BbIJJABA€MbIMU HAJOTOBBIMU OPTaHAMH.

NnenTupuKauMOHHBI HOMEP HAJIOIOIIATENbIIMKA / KOJA NPUYHUHBI
nocranosku Ha yuer MHH/KIIII (06)

[IpocraBisieTcst B COOTBETCTBHH C JOKYMEHTaMH, BbI1IaBA€MbIMH HAJIOTOBBIMU
opraHamu.

Koa ¢popmbr noxymenTa (07)

Kon mo O6mepoccuiickomy Kkiaccupukatopy yropaBI€HUECKON JIOKYy-
menTaruu (OKY]) momkeH COOTBETCTBOBATH KOy YHUMDUIIMPOBAHHON (POpPMBI
JOKYMEHTa, COJEp)KalleMycsi B Kiaccuukaropax YNpaBIE€HYECKOH JOKY-
MEHTAlUU. JTOT PEKBU3UT IMPOCTABIISIETCS MPU COCTABICHUM KOHKPETHOTO BHJA
JOKYMEHTA.



HaumenoBanue opranusanum (08)

JlaHHBI PEKBU3UT YyKa3blBa€T B JOKYMEHTEC HAMMEHOBAHUE OpraHHU3alluH,
SIBJISIFOILICMCST aBTOPOM JJOKYMEHTA, OHO JJOJKHO COOTBETCTBOBATh HAUMEHOBAHUIO,
3aKpeIIEHHOMY B €€ YUPEIUTEIIbHBIX JTOKYMEHTAX.

Han namMeHoBaHUMEM OpraHM3allMd YKa3bIBAIOT COKPAILIEHHOE WM TOJIHOE
HAaMMEHOBAaHWE BBIIIECTOSIIEH OpraHu3anuu. Bce 3T HaMMEHOBaHUS JAIOTCS B
UMEHHTENIbHOM majexe. Hampumep:

MunucrepcTBO Bhiciiero oopazosanusi P® I'ocynapcreennas
CeJIbCKOX03ACTBeHHAA aKkageMusi CelbCKOX03AHCTBEHHbIN HHCTUTYT

Ecnu opranusamusi moaBeIOMCTBEHHa (MOAYMHEHA) OJHOBPEMEHHO He-
CKOJIbKUM OpraHaM YTpaBJIeHUs WM OOIIECTBEHHBIM OpraHU3alusiM, TO yKa-
3BIBAETCS HE 00Jiee TPeX CTEMEeHEH MO IBe1IOMCTBEHHOCTH.

Ecnn nMeercs 1BOMHOE NMOAYMHEHUE - MUHUCTEPCTBY U MECTHBIM OpraHam
BJIACTH, TO B JIOKYMEHTE YKa3bIBAIOT TOJHKO HAMMEHOBAHUE MECTHBIX OPraHOB
BJIACTH.

HaumenoBanust opranuzanuii cyorekToB Poccuiickoit denepanyu, UMEIOINUX
HapsA1y C PYCCKHM S3bIKOM B Kauy€CTBE I'OCYJapCTBEHHOIO HALIMOHAJbHBIN SA3BIK,
[IeYaTaroT Ha JBYX SA3bIKaX - pPYCCKOM UM HaUMOHAIbHOM. HaumeHoBaHue
OpraHU3allMy Ha TOCYIapCTBEHHOM si3bIKe cyObekTa Poccuiickoi
@enepanuy pacrojaraloT HUXKE WM CIpaBa OT HAMMEHOBAaHMUS HA TOCYHApCT-
BEHHOM si3bike Poccuiickoit denepanuu B 3aBUCUMOCTH OT crocoba opopmiieHuUs
OJraHka.

HaumeHnoBaHue opraHuszanuu, UMEIOLIUA WHOCTPAHHBIA DKBHUBAJIECHT CBOETO
Ha3BaHU, YMOTpeOasieTcs B O(QUIMATBHBIX JOKYMEHTaX Ha JIBYX SI3BIKAX B TOM
CJIy4ae, €CJIM TaK 3aKpPEIUICHO YCTaBHBIMU JOKYMEHTAMM.

CokpallleHHOE HAMMEHOBAHUE OPraHU3alMKU MPUBOMAT B TEX CIIy4asX, KOTAa
OHO 3aKpEIUICHO B YUYPEAUTENbHBIX JOKyMEHTax opraHuzanuud. COKpallleHHOE
HaMEHOBaHUeE (B ckOOKax) MOMENIalT HIKe nmojaHoro. Hanpumep:

OmMmckuii rocygapcrseHHbil yausepceurer (OmI'Y)

HaumenoBanue (¢unmnana, TEppUTOPUATBLHOTO  OTAEICHHs, IpeacTa-
BUTEJBCTBA, CTPYKTYPHOI'O MOJAPA3JEICHNUsI OpraHM3alid YyKas3blBalOT B TOM
clly4ae, €clid OHO SIBJISIETCSI aBTOPOM JOKYMEHTAa. ABTOPOM MOKET OBITh TaKkKe
JOJDKHOCTHOE JIMIO, MPEACTABIAIONIEE OpraHu3anuio. /(s 3Toro ucrosib3yroT
0JIaHKH TOJKHOCTHOTO JIUIIA.

CBeneHHMsI O KOHKPETHOM aBTOpe (CTPYKTYpPHOM TNOJApa3JeiIeHUuu) O00s-
3aTeJIbHbI HA BHYTPEHHUX JIOKYMEHTAaX OpraHU3allHH.



CnpaBouHble 1aHHbIe 00 oprann3anuu (09)

DTOT PEKBU3UT YKAa3bIBACTCSA TOJBKO B CIYKEOHBIX MuchMax. Croga MOTYT
BXOJIMTh: MOYTOBBIN U TenerpadHbiil agpec; HoMep TeseTaina, Tenedona, dakca,
TeJeKca, apec JIEKTPOHHOM MOUTHl, HAUMEHOBAHUE caliTa B UHTEpHETE U T. 1. Ha
MUChMaX, OTHOCSIIIUXCS K (PMHAHCOBBIM BOIIPOCaM, M0 YCMOTPEHHUIO OpraHU3aluu
MOTYT OBITh yKa3aHbl OaHKOBCKHE pekBH3UTHL. WHpopmanus o0 aBTope
JIOKyMEHTa B JIO0OOM cllydae JOJKHA OBITh HMCUEPIBIBAIONIEH U 00s3aTeNbHO
JIOCTOBEPHOM, 4TOOBI ajpecary He MPUXOJUIIOCH 3alpalinBaTh JOMOTHUTEIbHbBIC
CBEJICHUSI.

HaumenoBanue Buaa grokymenra (10)

JIaHHBIM PEKBU3UT SBJISETCS OAHUM M3 BaXKHEUIINX, MOCKOJIBKY MO3BOJISIET
CyIUThb O HA3HAYECHHH JIAHHOTO JOKYMEHTAa, ONPEAEIISIET COCTaB PEKBU3UTOB U
CTPYKTYpy TekcTa. HanmeHoBaHME BHUAa JTOKYMEHTa PErIaMEHTUPYETCS YCTaBOM
(monoxeHneM 00 OpraHW3alliy) U JIOJDKHO COOTBETCTBOBATH BHUJAM JTOKYMEHTOB,
npeaycmorpenabiM  OKVY ][ (kmacc 0200000). OnHO mpocTaBisieTcsi Ha Bcex
JOKYMEHTaX, 3a HMCKIIOYEHUEM MuceM U (aKCoB, W TEUATACTCS MPOMUCHBIMU
oykBamu. Hanpumep: IPUKA3, YKA3ZAHUE, AKT u T1.51.

Hara (11)

JlaTta sABiIsSIETCS OAHUM U3 OCHOBHBIX PEKBU3UTOB JOKYMEHTa, KOTOpBIE
o0ecrneunBalOT €ro pUAUYECKyl0 cuily. JlaToll JoKymMeHTa SIBISIETCS JaTa €ro
NOANUCAHUSA WIM YTBEPXKIACHUS, JJII NPOTOKOJIA — Jara MPOBEAEHUS KOJIETH-
QIBbHOTO MepomnpusiThs. JIOKyMEHTBI, W3IaHHBbIE HECKOJbKUMH Oo0jiee OpraHu-
3alUsIMHU, JIOJ>KHBI UMETh OJIHY (€AUHYI0) JaTy MOMUCAHUSI.

Jlata B pokymenTe odopmisieTcs IUAPOBBIM CIIOCOOOM B  CIIEIYIOIICH
MOCJIE0BATENBHOCTH: YUCIIO, Mecsl, roa. Hanpumep, narty 8 asrycra 2003 roga
cinenyer odopmiarh: 08. 08. 2003. Taxxe ngaTty MOXHO OQOPMISITH B CO-
OTBETCTBHUH C MEXIAyHapOoaHbIM cTanaaptoM: 2003. 08. 22.

B Tekcrax HOPMATHBHBIX JOKYMEHTOB, a TakKK€ COJIEpXkAIIUX CBEICHUS
(YHAHCOBOTO XapakTepa, JAOMYCKaeTCs MPUMEHSTh CIOBECHO-IIUGPOBON Crocod
opopmiienus gat, Harpumep: 08 asrycra 2003.

B ¢akcax, tenerpammax, u tenedoHOrpaMmMax KpoMme JaThl MPOCTABIISIIOTCS
4achl U MUHYTHI.

PerncrpannoHHbiii HoMep AokymeHnTa (12)

OIHOBPEMEHHO C JIaTOM MPOCTABJISIOT PETUCTPALIMOHHBI HOMEP JJOKYMEHTA.

PeructpalluOHHBIE HOMEpP - 3TO YCIOBHOE O0O3HAYEHUE NOKYMEHTA, MOJ
KOTOpPBIM OH BBEJIEH B MH(OPMAIMOHHO-TIOMCKOBYIO CUCTEMY OpraHuzaimu. J{ms
BHYTPEHHUX JOKYMEHTOB (HampuMmep, MPHUKa30B, MPOTOKOJIOB) 3TO OOBIYHO
NOPSIAKOBBIA HOMEpP C Hadana roja. Ui uMCXonOsiuX JAOKYMEHTOB OH MOYKET
CKJIaJIbIBAThCSl U3 HECKOJIbKUX YacTeW: MHAEKC CTPYKTYpPHOro mopapaszieneHus, No
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Jena Mo HOMEHKJAType, riae OyIeT XpaHUThCS KOIUS JIOKYMEHTa II0Cie €ro
OTHPAaBKH, MOPAAKOBbIA Ne TOKyMEHTa.

Hanpumep: Ne 06-11/137, rae 06 - uHaEKC CTPYKTYPHOTO noapaszaenenus, 11
- HOMeEp Jiea 10 HOMEHKJIIAType, 137 - mopsaakoBeii Ne TOKyMeEHTa.

Ha nokymeHTax, COCTaBIIEHHBIX COBMECTHO HECKOJBKHMMHU OpraHU3aLUsSIMU,
pErucTpanmoHHbIe HOMEpa MPOCTABIISIOT Yepe3 KOCYI0 UePTY B MOPSIAKE yKa3aHUS
aBTOPOB Ha JOKYMEHTE.

CchliIKka HA perucTPaAlMOHHBIH HOMeP M aaTy qokymeHnTa (13)

DTOT pEKBU3UT MPOCTABIISIETCS TOJABKO HA OTBETHBIX NMUChMax. J[ata u Homep
JUISL CCBUIKM TIEPENUCHIBAIOTCA U3 WHUIMUATUBHOIO (MOJYYEHHOTO) MHChMA.
Odopmasiercss o crnemyrommum crocodbom: Ha Ne 02-13/36 ot 04. 09. 2003.
JlaHHas cChUIKA MOMOXKET OPTaHU3AMHU, TTOJTYYUBIIEU MMCbMO-OTBET, HANTHU CBOKO
KOIUIO WHUIMATUBHOTO TMHChbMA. OJTOT PEKBU3UT HE MPOCTABISETCS Ha
BHYTPEHHEU MEPENUCKE.

MecTto cocTaBjieHMsI MJIM U3aHUs JoOKyMeHTa (14)

MecTo cocTaBiieHUs WY U3IaHUs JOKYMEHTA 0053aTeNIbHO YKa3bIBAIOT B TOM
ciydyae, €Clu 3aTpyJHEHO ero omnpejieneHue mo pekBusutam «HammeHoBaHue
opranuzanun» (cp.: «Omckas o0yBHas ¢dadbpuka u «O0yBHas (padpuka Ne 6») u
«CrpaBouHbIe JTaHHbIE 00 opraHuzaiumny. Llenecoobpa3Ho ero mpocraBieHue Ha
BCEX BHYTPEHHUX JOKYMEHTaX. MeCTO COCTaBlIEHHUsI WIM U3JaHUS YKa3bIBAIOT C
Y4ETOM TMPUHITOTO aJAMUHUCTPATUBHO-TEPPUTOPUATBHOTO JEIEHUS, U OHO
BKJIFOYAET TOJIbKO OOILETIPUHSIThIE COKpaleHus. Hampumep:

Mockga; . Omck; 1. Tapa Omckoit obmactu; c¢. BanoBka JlroOuHCKOTO paiioHa
Omckoit o0nacTu.

B mucbmMax 3TOT pEKBU3UT BXOAUT B MOYTOBBIM aJpec, U JIOMOJTHUTEIHHO
YIOMHHAHUE O MECTE COCTaBJIEHUS WJIM U3JIaHusd B HEM OyleT HEyMECTHBIM.
CoxkpanieHue ciaoBa «Tropoj» B BHJI€ OYKBBI «I.» HE CTaBUTCS MpU O0003HAYEHUU
CTONUIIBI Hamero rocyaapcrsa («MockBay), a Takke MPU HAMMCAHUU TOPOJIOB,
OKaHYMBarOIIUXCcs Ha «rpag» U «Oypr» (Caukr-IlerepOypr, Hosropon,
JmutpoBrpan).

Anpecar (15)

DTOT PEKBU3UT MPOCTABISAETCS HAa UCXOJAIIUX JOKYMEHTaX M Ha BCEX BUIAX
BHYTPEHHEH Mepenucku (3asBIEHUs, JOKIAIHbIE, CIIy)KEOHbIE U O0BICHUTEIIbHbBIC
3aITUCKH).

MakcuManbHO pEKBU3UT «AzpecaT» MOXKET COCTOATh W3  CIEAYIOIINUX
COCTaBHBIX YaCTEH:

- HAMMEHOBAHUE YUPEKICHUS, OpPraHU3aIMU WIN OPEeANpUsITUs (B UM.
nan.);

- HAMMEHOBAaHUE CTPYKTYPHOIO MOAPA3AeSIeHUs (B UM. Na.);
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- YKa3aHue JOJKHOCTH ToTyJartess (B 1at. maj.);

- MTHUIIAAJIBI ¥ haMuuns (B AaT. Haj.);

- IOYTOBBIM aJIpecC.

Hanuuue agpeca HeoOXOAUMO MJi1 CBEPKU C aJpECOM Ha YIMAKOBKE, YTOOBI
OTIPEENNUTh: HE MPOU3OIUIA JIM OMMOKA BIOXKEHMS, T. K. IPU HECOOTBETCTBUU
agpeca Ha JOKYMEHTE€ aJpecy Ha VyIaKOBKE JOKYMEHT BO3BpalllaeTcs
OTHPABUTEIIO.

DNeMEHTHI MOYTOBOIO ajpeca B PEKBU3UTE «Ajpecart» U Mnpu odopmieHuun
aapeca B pekBuzuTe «CIpaBOYHBIE JIaHHBIE» YKa3bIBAIOTCS B IIOCIIE/IOBA-
TEIbHOCTH, YyCTaHOBJIEHHON «lIpaBuiamMu oOka3aHus YCIYr IIOYTOBOW CBSI3HY,
yrBepxAcHHbIMU [locTanoBinennem IlpaBurensctBa PO ot 26.09.2000 Ne725. B
coorBeTcTBMM C I[lpaBwiiamMu yCTaHOBJIEH CIEAYIOIIUNA MOPSANIOK HAMMCAHUS
MIOYTOBOIO a/Ipeca Ha KOHBEPTAX U JOKYMEHTAX:

- HAMEHOBaHUE ajipecaTa (OpraHu3alus Wik UMs, OTYECTBO, (haMuIIus);

- ynuna, Ne noma, Ne KkBapTupsl;

- HACEJIEHHBIN MYHKT (TOpOJ, MOCENOK);

- 0051aCTh, Kpaii, pecryOauKa;

- CTpaHa (711 MEeXTyHAPOIHBIX TTHCEM);

- IOYTOBBIN MHJIEKC.

Hanpuwmep, agpec opranuzanuu OyAeT BBITIISACTh CIASAYIOINIMM 00pa3oMm:

np. Mupa, 7, kopm. 8, 1. 45, od. 434,
r. Omck 644050;
Ecniu nuceMoO agpecoBaHO YAacTHOMY JIMIy, TO PEKBHU3UT ajapecaT
odopmIsieTcs Tak:
KoznoBy I'ennanuto IlerpoBuuy
yi. @. KpsioBa, 15, kB. 64,
r. Tapa Omckoit obnactu 646017

Anpec B MEXKIYHAPOAHON KOPPECHOHJACHIIMU clieayeT OQOopMIISTh MO
MEXJTYHApPOJIHBIM CTaHAapTaM: CHaudajga ums, (aMuivs, 3aTeM JI0M, KBapTHpa,
yJuia, ropoj, mrart (rpa)cTBO) U B KOHIIE - cTpaHa u uHaekc. Hanpumep:

T. Petrov
36-14 M. Ordinka
Moscow Russia 119215



Ka>1<)1a;1 N3 YKA3aHHBIX COCTABHBIX yacTeu neyaraercs ¢ HOBOM CTPOKH. HpI/I

aJpeCalny IIMCbMa OpraHu3ani B OCJIIOM PCKBHU3HUT <<AI[peC3T>> MOXXCET BBII'TIAACTD

CIEAYIOIIMM 00pa3oMm:
N3 narenbckuii 1om
«ITaptHEP»

B cTpykTypHOE nozipa3ieneHue:
000 «Tema» Otaen pexiiambl
Havaneauky otaena
H.A. IlerpoBy
Kormpa mnmceMO aapecoBaHO pYKOBOAMTENIO OpraHM3allvy,
«AJipecaT» MOXeT ObITh O(POPMIIEH ABYMsI CLIOCOOAMMU:

3aBop «JIyu»
['eHepanbHOMY OTUPEKTOPY
N.C. ConoBbeBy

I'enepanbHOMY nHpeKTOpy 3aBoAa «JIyu»
N.C. CosoBbEBY

yi1. Bocrounas, 183, Mocksa, 117134

PCKBU3UT

Jliist ymoOGCcTBa BOCTIPHUATHSI pEKBU3UTA, TIOYTOBBINA aJpec pacmojiaraloT 4epes

1,5 - 2,0 unrepBasia. Ero MOXHO HE MPOCTABISATH Ha JOKYMEHTaX, KOTOpPHIE

HalpaBAKOTCA B IMPABHUTCIBCTBCHHBIC OpraHu3alliid M IIOCTOAHHBIM  KOP-
PECIIOHACHTAM, IIpHU MOJTHOM rapanTun IIPaBUJIIbHOCTHU BIOXeHu. Bo Bcex

OCTJIBHBIX CIy4asiX BO M30exKaHUE OTMOKH OH HEOOXOIUM.

[Tepen pamunueii (mpu HATMYWHN) YKA3bIBAIOTCS ydeHAs! CTENICHb, 3BaHUE.

Ecmu JAOKYMCHT OTIIPAaBJIAACTCA OAHOBPCMCHHO B HCECKOJIBKO OJHOPOIHBIX

OpraHu3allnii, UX MOXKHO YKa3bIBaTh 000OIICHHO:

I'enepanbHBIM IMPEKTOPaM MPOU3BOICTBEHHBIX

00beINHEeHHU I
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PekBU3UT MOXKET COAEpKaTh HECKOJBKO aJpecaroB, HO HEe Oosee uyeTbIpex,
CBEICHMA O KONMWHOCTM JOKYMEHTa IIpU OSTOM HE yKa3bBarorcsa. I[lpu
HANpaBJICHUH JOKyMEHTa Oojee 4eM B 4YeThIpe aJpeca COCTABISIETCS CIHCOK
pacChUIKM, a HAa KaXJIOM JOKYMEHTE IIPOCTaBJIIETCA TOJBKO OAUH ajapecar.
PexBu3ur «Agnpecar» JO0NMyCKaercsi LEHTPUPOBATH IO OTHOLICHHID K CaMou
JUIMHHOM CTPOKE:

['maBHOMY penakTopyW3aaTensckoro noma «Jpoda»
H.C. CesqiuBaHoBYy

I'pug yrBepxkaenus noxymenra (16)

JIOKYyMEHT MOXET yTBEPXKAATbCA COOTBETCTBYIOUIMMU OpPraHaAMHU WU
JOJKHOCTHBIMU JIMLIAMH, B KOMIIETEHLUIO KOTOPBIX BXOJUT PELICHUE BOMPOCOB,
U3JIOKEHHBIX B  YTBEPKIAAEMBIX JOKYMEHTax, WIM TIOCPEICTBOM W3IAHUS
COOTBETCTBYIOILLIETO PACIOPSAUTENBHOIO JTOKYMEHTa (IIPUKa3a, paclopsHKEHMS,
MOCTAHOBJICHUS ).

B cnydae yrTBepxkneHHs MOKyMEHTa JODKHOCTHBIM JIMLIOM TpuUd yT-
BepxkaeHus coctouT u3 cioBa «YTBEPX/IAIO» (6e3 kaBbldek), MOJTHOTO Ha-
MMEHOBAHUS JIOJXKHOCTU PYKOBOAMUTENS, YTBEPKIAAIOLIErO TOKYMEHT (B UM. Ma.),
€ro JIMYHOU MOJIUCH, €€ paciuupOBKHU U JaThl yTBepkaeHusa. Hanpumep:

YTBEPXIAIO

JlupekTop npeanpuaTus
JInunas nognuck A. b. Cugopos
«_» 2003

Ecny TOKyMEHT yTBEpKIAETCs CIIEHMAIbHO U31aBAEMbIM PACIIOPSIAUTEIbHBIM
JOKYMEHTOM, TO TpHU(} yTBEepXkKACHUA OyIeT ColepKaTh CCBUIKY Ha €ro
HaMMEHOBaHUE, HOMEp U AaTy Npukasa. Hampumep:

YTBEPXIEH

[Ipukazom nupeKTopa MpeanpUusITHs
ot 05. 08. 2003 Ne 15

ClioBO «yTBEpKIEH» MPH 3TOM COrJACyeTcs C pOAOM M YHUCIOM YTBeEp-
KIAEMOT0 JIOKYMEHTa (aKT, aKThl, MHCTPYKIIUS, COTJAIEHHE), a HAUMEHOBAHHE
YTBEPKIAOLIETO JOKYMEHTA IMUIIYT B TBOPUTEIILHOM IAJIEKE.
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JlommyckaeTcss IIEHTPUPOBATh ATOT PEKBU3UT IO OTHONIIEHUIO K CaMoi
JUIMHHOM CTPOKE.
YTBEPXJIALIO
JupexTop 3aBojaa «JIyu»
JInunas nognuck A. b. Cunopos
« » 2003

Pe3zoronus (17)

B pesomommu  GUKCHpYIOTCS yKa3aHHA PYKOBOAWUTENS MO TOBOIAY HC-
IIOJIHEHUS JOKYMEHTA. Pe30monns muuieTcss OT pyKH U MPOCTABIISIETCS. B BEPXHEM
OpaBOM YINIy HaJ TEKCTOM JAOKyMeHTa. Ecnum Ha mokyMeHTe Oosibliie OJHOU
PE30JIIOLINY, TO BTOpasi M MOCIENYIOIINE MPOCTABISAIOTCS Ha JIOO0OM CBOOOJHOM
MECTE JUIEBON CTOPOHBI JOKYMEHTa. Eciii HeT cBOOOAHOI0 MeCTa, TO PE30JIOLIHS
MOKET OBbITh 0O()OpMIIEHA Ha HEOOJIBILIOM JIONIOJIHUTEIBHOM JIUCTE (popmaTa A6.

Pezomronust Bkimrodaer B cebs (pamMmwiInio, UMsS, OTYECTBO HCIIOJHUTEINS,
COJIep)KaHUE TOPYYEHHs, CPOK HCIOJIHEHUS, MOIANUCh PYKOBOAMUTENS, ATy
PE30IIIOLIUN.

Hamnpumep: K. A. BopoObeBy.

[Ipomry moAroToBUTH NPOEKT KOHTpakTa K 26. 01. 2003
JInunas nognuce A.B. @poios
06. 01. 2003

HcnonnauTeneir MOXKET ObITh HECKOJIBKO. B 3TOM cilyyae OTBETCTBEHHBIM 3a
UCIIOJIHEHUE JJOKYMEHTA SIBJISIETCA JIMIO, YKA3aHHOE B PE30JIOLINU TIEPBHIM.

3aros10Bok Kk Tekery (18)

3arosioBOK HEOOXOAMM [JIsi BCEX BHJIOB JOKYMEHTOB. OH MOXET OTCYT-
CTBOBATh JIMIIIh HA KPaTKUX JOKYMEHTaX, BHIMOJHEHHBIX Ha Oymare dopmarta AS
(HampuMep, CONpPOBOJIUTENbHBIE MHCHbMA), W JOJDKEH OBITh MAaKCUMAaJIbHO
KOPOTKMM M TOYHBIM. B 3arojoBke IOMKHO OTpa)aTbCsl KPaTKOE COAEpKAHUE
nokymenta. OH HeoOxonuM st 3(PPEeKTUBHOIO MOUCKA, PETUCTPALU JOKY-
MEHTOB 0€3 IIPEIBAPUTEIHLHOTO MPOUYTEHUS BCETO TEKCTA.

B onHoif cTpoke 3arojioBka Ieuyaraercsi He Oojiee 28 3HAKOB, a €ro Co-
Jep)kaHue He JOJDKHO IPEBHImaTh 0ojee 3-4 cTpok. Todka B KOHIIE 3arojoBKa HE
CTaBUTCS. 3aroJOBOK JOJKEH TI'PaMMAaTHYECKU COTJIACOBBIBATHCA C HAa3BaHUEM
BUJIa IOKYMEHTA, OTBEYasi Ha BOIIPOCHI: O 4eM, (0 KoM)? wiu uero, (Koro)?
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Hanpumep:

IIPHKa3 - 0 MpueMe Ha paboTy;

NOJIOKEHHE - 0 OyXrajaTepuu;

MPOTOKOJI - COOpaHUs aKIIMOHEPOB;

JOJKHOCTHASI MHCTPYKIHUS - MEHEAKEPA MO PEKIIAME.

OT1meTka o0 kKoHTpO.JIEe (19)

JIaHHBI PEKBU3UT MPOCTABISAETCS HAa JIOKYMEHTAaX, HCIOIHEHHUE KOTOPBIX
B35ITO HAa OCOOBIN KOHTPOJIb MO MOPYUECHHUIO pyKoBoauTeNa. OTMETKa O KOHTPOJIE -
oykBa «K» - mpocTtaBisieTcs I[BETHBIM KapaHjamioMm, ¢GIoMacTepoM WU
crienuaibHbIM mTaMioM «KoHTpoisiby. Pacrionaraercss B BEpXHEM IMpPaBOM Iy
HaJl 30HOM agpecara.

Texct nokymenra (20)

TekcT JOKyMEHTa COCTAaBISIOT HAa PYCCKOM WM HAIlMOHAJbHOM SI3BIKE B
COOTBETCTBHHM C 3aKoHoaaTtenbcTBoM Poccuiickom ®enepanum u  cyObEeKTOB
Poccuiickonn @enepaniii 0 TOCYJIapCTBEHHBIX fA3bIKaX. T[EKCTbl JTOKYMEHTOB
oOopMIISIIOTCS B BUJIE CBA3HOTO TEKCTA, AaHKETHI, TAOIUIIHI UM B BUJIE COSAUHEHUS
ATUX CTPYKTYP.

OTMeTKa 0 HAJIMYUN NPUJIoKeHus (21)

Ecnu k OCHOBHOMY JOKYMEHTY IIPUJIAratoTcs JOMOTHUTEIbHBIE JOKYMEHTHI,
TO 00s3aTEIBHO JENAETCS CChUIKA O MpiiokKeHUH. OTMETKY O NPUIIOKEHUH,
MOMMEHOBAaHHOM B TEKCTE, OpOpMIISIOT cienyromuM oopazom: [Ipunoxxenue: Ha 5
1. B 3 9K3.

Ecnu nokyMeHT uMeeT MpUlOkKEHWE HE HA3BAHHOE B TEKCTE, TO YKAa3bIBAIOT
€ro HaMMEHOBAaHHE, KOJIWYECTBO JIMCTOB M DK3EMIUISIPOB, IMPU HAJIUYUU
HECKOJIbKUX MPUIOKEHUN UX HYMEPYIOT, HallpUMep:

[Tpunoxenue: 1. [Tonoxenue 00 YnpaBieHUU HAIOTOBOU CITY>KOBI
Ha 46 1. B 1 7K3.
2. IlpaBuna opopmMiIeHUs] JOKYMEHTOB OTYETHOCTU HAJIOTOBBIX
CITy»0 Ha 7 JI. B 2 9K3.
Ecnu B npunaraeMoM JOKYMEHTE UMEETCS TPUII0KEHUE, TO OTMETKY O HAJIMYUU
IPWIOKEHHS] OPOPMIISIOT CIEIYIOMUM 00pa3oM:

[Tpunoxenue: mucbmo Pocapxua ot 14.06.2003 Ne 12-04/20 u npunoxxeHue
K HEMY, Bcero Ha 20 1.

Korga mpunokeHue OTIpaBisieTCsl HE BO BCE ajapeca, TO OTMETKY O €ro
HAIM4YUU 0QOPMIISIOT TaK:

[Tpunoxenue: Ha 2 1. B 5 3K3. TOJIBKO B MEPBBIN aJpec.
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B npwioxkeHun K pacmopsAUTEIbHOMY JOKYMEHTY Ha TIEpBOM JIMCTE B
IPaBOM BEPXHEM YTy MHUIIYT:
[Tpunoxenune Ne 2 x npuka3y gupexkropa 3aBojaa ot 15.09.2003 Ne 238 Ecin
MPUWIOKEHHE COPOIIIOPOBAHO, TO KOJIMYECTBO JIUCTOB HE YKA3bIBAETCHA.

CnoBo  «IIpUJIOKEHHME» JIOMYCKAeTCsi Ie4yaTh MPONUCHBIMU  OyKBaMH
«ITPNJIOKEHUE, a Tak:ke 10mycKaeTcsi HEHTPUPOBATH 3TOT PEKBU3HUT.

Hoanucs (22)

DTOT PEKBU3UT COCTOUT W3 HAUMEHOBAHUS JIOJDKHOCTH, WHHIIMATIOB M
dbamunun. Ecau mokymeHT odopmiieH Ha OlaHKe, TO HAMMEHOBAHHE JOJKHOCTHU
Oyner KpaTkuM, 0e3 yKazaHusi HAUMEHOBAHUS MPEINPUITHS, HATpUMeEp:

['enepanbHbBIN JUPEKTOP A.IIL Ilomnos

HanmeHnoBaHue TOKHOCTH OYET MOJHBIM, €CITA JJOKYMEHT 0(pOpMIIeH Ha
aucTe Oymaru, HarpuMmep:

HcrionHuTenbHbIN JUPEKTOP

OAO «Tema» B.A. PyOnes

[Ipn moanmucanum NOKyMeHTa Ha OJIaHKE JOJKHOCTHOTO JIMIA JTOJKHOCTD
ATOrO JIUI[A B MOJMKUCH HE YKa3bIBAIOT.

[Ipyu noanucaHuy AOKYMEHTAa HECKOJBKHMH JIOJKHOCTHBIMHU JIULIAMH WX
NOAMMUCH PACIONaratoT OJHA MOJ JPYrod B IOCJIEAOBATEIbHOCTH, COOTBET-
CTBYIOLIEH 3aHUMAEMOU JOJKHOCTH, HAIIPUMED:

['enepanbHbIN JUPEKTOD JInunas nognuce  A.IL ITomos
['maBHBIN OyxTanTep JInunas nmognmuce  B.IIL. beparoruna

HpI/I moaANMCaHM JOKYMCHTA HCCKOJIbKMMM JIMIaMH PABHOT'O CTATyCa
HX IIOAIINCH pacCIiojararoT Ha OAHOM YPOBHC, HAIIPUMCED:

['eHepanbHbIi AUPEKTOP ['enepanbHbIN TUPEKTOP
3aBoaa «IIporpecc» 3aBoza «CaTtypH»
JInunas nognuce B.P. ®ponos JInunas nognuce A.M. Muos

B 1nokyMeHTax, COCTaBJIEHHBIX KOMHCCHEH, YKa3blBalOT HE JOJIKHOCTHU
MOJIMHUCHIBAIOIINX JOKYMEHT, @ MX OO0S3aHHOCTH B COCTaBE€ KOMHMCCHHU B COOT-
BETCTBUU C pacIpeiesicHueM, Halpumep:

[Ipencenarens Jlnynas nognuce  C.B. Capaes

YieHbI KOMUCCUHA JImunag moanuce  B.B. Ilonos
JInunasg nognuce  B. A. Kynukos
JInunas nognuce I A. Berpos
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I'pud coriracopanus foxkymenra (23)

CornacoBaHue - 3TO NPEIBAPUTEIBHOE PACCMOTPEHHE BOIPOCOB, CO-
JepKalmxcsi B Npoekte JokyMeHTa. CorjacoBaHME MOXKET ObITh BHEIIHUM U
BHYTPEHHHM.

CornacoBanue odopmisiercss rpupom. OH UMEET BapUAHTHI: COIJIACOBAHUE C
KOHKPETHBIM JOJKHOCTHBIM JIMIIOM, COTJIaCOBaHUE C KOJUIETHAJIbHBIM OpPraHoM,
COIJIaCOBaHUE MOCPECTBOM MUCHhMA. DTO 0GOPMIISIETCS CAEAYIOIUM 00pa3oM:

COI'JTACOBAHO

3aM. qupekTopa 3aBoaa «JIyu»
noamuck 1. B. Jfopodeen
« _» 2003

COI'ZTACOBAHO

[Tporokon 3aceqanust mpodroma ot 14. 05. 2003
Ne 4

COI'ZTACOBAHO

[Tucemo Pocapxusa
ot 23.09.2003 Ne 12/146

IIpu cornacoBaHnM NOKYMEHTa JOJDKHOCTHBIMHM JIMIAMM OJHOTO CTaTyca
rpudbl pacronaraloT Ha OJJHOM YpOBHE HIDKe pekBusuta «lloamuch» wiam Ha
OTZIENBHOM JINCTE COrjJacoBaHus. JIMCT COracoBaHUS COCTABISAETCS, KOTIA
COAEpKAaHHUE JTOKYMEHTA 3aTParuBacT MHTEPECHl HECKOJIBKUX OpraHU3alud Wiv
JMI, O YeM JenaeTcsi OTMeTKa Ha Mmecte rpuda coriacoBanus. Hanpumep: Jluct
cornacoBanus npunaraercs. llognuce nara.

Bu3sa corsiacoBanus 10KymMeHTa (24)

BayTtpenHee coriacoBaHue Ha3bIBaeTCs BU30W. Buza cocrout u3 ykazaHus
JOJKHOCTH BU3UPYIONIET0, MOJUCH, €€ paciindpoBku U qaTel. Hanpumep:

I'1aBHBIN OyXraarep
JInunas noanuce U. /1. JlykonnHa
12. 07. 2003

Ecan 1OMmMKHOCTHOE JMIIO, ¢ KOTOPBIM COTIJIACOBBIBACTCS JOKYMEHT, UMEET
KAKHE-TO 3aMe4aHusl, TOMOJIHEHUS WA HE COTJIACHO C COAEpKaHUEM JOKYMEHTA,
TO OHH MOTYT ObITh O()OpPMIIEHBI HA OTJEIBHOM JIUCTE C YKa3aHHEM 00 3TOM MpHU
BU3UPOBAHUU «3aMedyaHus Mpuiaratorcs». Jlomyckaercs MoJucTHOE BU3UPOBAHUE
JNOKYMEHTA.
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Ha BHYTpeHHUX JOKYMEHTAaX BH3a IPOCTABISAETCS Ha TOCJICAHEM JIUCTE
nepBoro sk3emiuisipa. Ha ucxomsimux - Ha MOCIEIHEM JIUCTE TOrO AK3EMILIAPA,
KOTOpBI OyJeT ocTaBieH B yupexaeHuu. Buza odpopmisiercst 1160 ot pyku, 1udo
IIPY TTOMOIIH CHEIUATBLHOTO [ITAMIIA.

OtrHck neuyartu (25)

[leyaT MNPOCTABIAIOTCA HAa HauOOJIEe BAXKHBIX JOKYMEHTaxX [Jsi yaAO-
CTOBEpEHMSI TpaB JHUll, (UKCUPYIOMUX (GAKThl, CBA3aHHBIE C (PUHAHCOBBIMHU
CpeACTBaMM, TapaHTUSIMU yCIyr U T. A. [ledat MOATBEPKIAOT MOJIMHHOCTH
nonanucei. Iledarp momkHa OBITH XOPOIIO YWUTaeMa M, MO BO3MOXKHOCTH, 3a-
XBaThIBaTh 4aCTh HAWMMEHOBAHUS JOJDKHOCTH. PasznuuaroTcsi meyaTd repOoBbIC U
neyaTu opraHu3zanuu. JIoKkyMeHTBI 3aBepsitoTCs nevyaThio opraHuzaiuu. ['epOoBoit
NI€YaThIO 3aBEPSIOTCA IOKYMEHTBI OPraHOB ITOCYAAPCTBEHHOI'O YIIPABJICHUS.

OTmeTKa 0 3aBepeHur Konum (26)

3aBepeHue KONUU JOKYMEHTA IPOU3BOJAUTCS JI NPUIAHUS €1 FOpUINYECKOM
CHUJIBI.

OTMeTKa 0 3aBEpEHUM KOITUH COCTOUT U3 3aBEPUTENIbHON Haanucu «BepHoy,
HAaMMEHOBAaHUS JIOJDKHOCTH COTPYAHUKA, 3aBEPUBIIIETO KOIUIO, €ro JTUYHON
noJinucH, ee pacmudpoBky U 1aThl 3aBepeHusi. Hanpumep: Bepno
Nucnekrop mnoanucek O. B. benora
01. 06. 2003

[Ipr HEOOXOAMMOCTH TEPECHUIKH KOMUU JOKYMEHTa B JAPYrue OpraHu3aluu
WY BBIJJaY€ €€ Ha PYKH OTMETKA O 3aBEPEHUU JOJDKHA YJIOCTOBEPATHCS MEUYATHIO,
ONPENEIISIEMOM TI0 YCMOTPEHUIO OpTraHU3aIlUH.

OtMeTKa 00 ucnonuree (27)

JlaHHBIN PEKBU3UT HEOOXOJUM JIJIsi ONIEPATUBHOM CBSI3M C TEM, KTO COCTaBUJI
JIOKYMEHT U BiiajieeT uH(OpMaIMei s pa3bsCHEHUSI U YTOYHEHHUS 3aTPOHYTHIX B
JIOKYMEHTE BOITPOCOB.

OTMeTka 00 WCIOJIHHUTENE BKJIIOYAET WHUIIUAIBI, (PaMUIUIO HUCTIOTHUTEIS
JTOKyMeHTa U HoMep ero tenedona. OTMeTKy 00 MCIONHUTEIE pachojiaraioT B
COOTBETCTBHH CO CTaHJApPTOM, Ha JIUIIEBOM MM OOOPOTHOM CTOPOHE IMOCIJICTHErO
JIMCTA IOKYMEHTA B JIEBOM HUXKHEM YTy, HAPUMED:

B.A. Ilerpos
924 45 67

16



Hns Gonee 3¢dekTuBHOrO OOIIEHUS MOXKHO YyKazaTh HMsS, OTYECTBO
nojgHocThio. s momyuatens Oynmer ymoOHee, eciu 3Ta OTMETKa OyneT pacro-
JI0’KEHA Ha JIMIIEBOM CTOpPOHE MEepPBOTro JKCcTa JokyMeHTa. Hanpumep:

Bacunuii SIxosneBuu Ilerpos
924 45 67

OTMeTKa 00 HCIOJTHEHNH JIOKYMEHTA W HATIPABJIEHNH €ro B JieJio (27)

DTOT PEeKBU3UT MPOCTABJISAETCS HA MEPBOM CTPAHUIIE BHU3Y HA UCIIOJTHEHHBIX
JOKYMEHTAaX, MOUIEKAIUX ONUCAHUIO B JIEJ0 JUI MOCIEAYIOIIEro XpaHEHUs U
UCIIOJIb30BaHUs B MH()OPMAIIMOHHO-CIIPABOYHBIX LIEIISX.

JlaHHBIA PEKBU3UT BKIIOYAET B cels: cioBo «B neno» m Homep nena, B
KOTOPOM OYyJEeT XpaHWUTbCS JOKYMEHT C yKa3aHUEM Troj/ia; KpaTKUe CBEIEHHs 00
UCIIOJIHEHUU JOKYMEHTA, €CJId OTCYTCTBYET NOKYMEHT, CBUAETEIbCTBYIOIIHUNA 00
UCIIOJIHEHUH; ITOANUCH UCTIOJHUTENS JOKYMEHTA U JaTy MPOCTABJIECHHS] OTMETKHU.

Hanpumep:

B neno Nel12-25.

Otnpasnen daxc ot 06.04.2003 [Hoanucs T.B.
HuxkonaeBa

10. 04. 2003

OTtMeTka 00 WCIONHEHUH JOKYMEHTa W HalpaBJIE€HUU €ro B JIENI0 JOJIKHA
OBITH TIOJNKCAHA U JATUPOBAHA WCIIOJIHHUTENIEM JOKYMEHTa WM PYKOBOJIUTEIEM
CTPYKTYPHOTO MOAPA3ACIICHUs], B KOTOPOM HCIIOJIHEH JIOKYMEHT.

OTMeTKAa 0 MOCTYNJICHUU JOKYMEHTA B OpraHu3anuio (29)

[To BO3MOKHOCTH OHa OGOPMIIIETCS Ha MEPBOM JIMCTE€ BXOJISALIUX JOKY-
MEHTOB (OT PYKHU WJIU C MOMOIUIBIO IITammna). JlaHHBIM pEKBU3UT BKIIIOUAET B CEOS:
ATy TOCTYIUIEHUS JOKYMEHTa, €ro BXOJSIIWNA PErucCTPalMOHHBIA HOMED.
Hamnpumep: 27. 06. 2003 Bx. Ne 14 (mpy He0OX0JUMOCTH - YaChl © MUHYTHI).

HNnentuduxkarop 3J1eKTpOHHON Konuu AokymeHnTa (30)

OTa oTMeTKa (KOJIOHTUTYJ) MPOCTABIISIETCS B JIEBOM HUKHEM YIUIY KaKJOM
CTpPaHMIIBI JIOKYMEHTAa M COJACpPKUT HauMeHoBaHWe (ailna, maty ©u Jpyrue
IIOWCKOBBIC JIaHHBIC, YCTaHaBJIMBacMble B opranusanuu, Hampumep: C:\Mowu
nokymeHTe\RASP\3PT4. DOC, rae C - auck, Mou TOKYMEHTBI - HAUMCHOBaHHE
nanku, RASP - Bun pokymenta, 3PT4 - rpynmna 3aounoro otraenenus, DOC -
dbopmar.

He crouT mpocTaBiaTh 3TOT PEKBU3UT HA OTIPABISEMBIX IOKYMEHTaX, T. K.
3Ta UHPOPMALIMSI HHTEPECHA TOJIBKO JIJISl €0 COCTABUTEIIEH.
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3. BiIaHKHM 10OKYMEHTOB

Kakx mnpaBumo, mokyMeHTHI OQOpMISIOTCS Ha OJaHKax, KOTOpPbIE H3TO-
TaBIMBAIOTCS JHOO0 TUHOrpadcKuM CcrocodoMm, JHOO0 MOAETUPYIOTCS Ha KOM-
NBIOTEPE C COOIOICHUEM ONPEICTICHHBIX TPABUJ U CIOKUBIIUXCS TPAJAUIUH.

brnank - 3TO cTraHmapTHBIM JUCT Oymard, Ha KOTOpPOM OToOpakeHa Io-
CTOSTHHasE WH(pOpMaIUs W OTBEAECHO MeCTO s TepeMeHHou. [IpumeHenue
0JIaHKOB COKpaIllaeT BpeMs, 3aTpaurMBacMO€ Ha COCTaBJIEHHE JIOKYMEHTa, IIO-
BBIIIAET KYJIBTYPY JOKYMEHTAITMOHHOTO 00ECTICeUeHHUs YIIpaBICHHUS.

Jlns opranuzaiuu, €e CTPYKTYPHOrO MOApa3AeiieHUs, JTOJXKHOCTHOTO JMIa
YCTAHOBJICHBI CIEAYIOIINE BHJIbI OJAHKOB JOKYMEHTOB: OOIIMWA OJiaHK, OJaHK
nuchbMa U OJIaHK KOHKPETHOTO BUJIa IOKYMEHTA.

OO6mwmit 6;1aHK UCTIONB3YIOT JJIS CO3/IaHMsI JTIFOOBIX BUJIOB JOKYMEHTOB, KPOME
nuceM, u cogepxut pexkBusuthl: 01(02, 03), 08,11, 14.

PazpaboTka crnenuanbHOro OJaHKa Jig MHUCEM CBsi3aHa C TEM, YTO B HEM
HEOOXO/IMMO YKa3blBaTh HAMMEHOBAHWE OpraHU3alli, aJpec, CIpPaBOYHBIC
nannsle, OI'PH, MHH/KIII npeanpusarus. B 3aBUCUMOCTH OT y4peIUTEIbHBIX
JIOKyMEHTOB OpraHu3allii OH MOKeT BKJIto4YaTh pekBu3uthl: 01 (02 wmm 03),
kog 1mo OKIIO, HamMeHOBaHME MHUHHCTEPCTBA WJIM BeAOMCTBA. OrpaHuyu-
TEJIbHBIMA OTMETKaMU OTMEYAIOT MecTa Jid PEKBU3UTOB: JaTa, HHIEKC

Ne ; CChbUIKA Ha UWHAEKC W  Jary BXOJSIIET0  JIOKY-

MeHTa, Ha Ne  OT _; MecTo azpecara, 3arojioBoK K TeKCTy «O BbIIEICHUU
KpPEAUTa».

bnaHk KOHKpPETHOro BHIAa JTOKYMEHTa, KpOME IMHUChMa, B 3aBUCUMOCTH OT
yUpEIUTENbHBIX JOKYMEHTOB OpPTaHU3AlMA MOXET BKJIIOYAaTh B C€0Sl PEKBU3UTHI:
01, (02 umu 03), 08,10,14 u (npu HEOOXOAMMOCTH) OTPAHUUYUTEIbHBIC OTMETKHU
JUISl TPAHMI] 30H pacnoiokeHnus peksusutos 11,12,13, 18, 19.

brnanku MOryT HMMeTh Kak MpPOJOJIbHOE, TaK M YIIOBOE PACIOJIOKEHUE
PEKBU3HTOB.

[Tpu npomoIbHOM PACTONOKEHUH PEKBU3UTHI aIpECAHTa - aBTOpa JOKYMEHTa
- pacrojaraiT IO ILEHTPY BAOJb BEpXHEH YacTu JiMcTa, a uHpopmaunuio 00
ajzipecarte - B IPaBOM YIIy HI)KE PEKBU3UTOB aBTOPA JOKYMEHTA.

[Ipu yrinoBom BapuaHTe Ha OJIaHKE CO3JAIOTCS JIBE 30HBI: JIEBYIO OTBOJAT JIJIS
PEKBHU3HUTOB aJIpECaHTa, a MPaByIo - JIJIsl PEKBU3UTOB ajpecara. Bapuant OnaHka ¢
YIJIOBBIM  pAcCIONIOKEHWEM PEKBU3UTOB CUMTAeTCsl Haubojee YIOOHBIM U
HSKOHOMUYHBIM MO HCIOJIB30BAHUIO TIOMAAN JTUCTAa U PEKOMEHIYETCs ISl BCEX
BUJOB BHEIIHEW W BHYTPEHHEW NEpenucku (THCEeM, CIyKeOHBIX, TOKJIaIHbIX,
MOSICHUTENIbHBIX 3aIHMCOK, CIPABOK U T. J.). YTJIOBOE PaclojioKeHUE PEKBU3UTOB
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NPEANOUTUTENIbHEE TaKXKe Il TeX BUJIOB JOKYMEHTOB, KOTOpPbIE TPEOYIOT
YTBEPAKACHUS, PE3OJIOLNH; PACIIONATAIOT UX B MPABOM BEPXHEM YIITY.

B cooTBeTCTBUM CO CJIOKUBIICHCS MPAKTUKOW M 3apyOEKHBIM OMNBITOM B
HEeIsX DKOHOMHUHU IUIONIAJAM JIMCTa CIPABOYHBIE JaHHBIE OpPraHU3allUd MOKHO
pacrnoyiaraTh Ha HIDKHEM MoJjie OJlaHKa.

Ecnu Gnank npennpusatus wiud (GUPMBI COCTAaBJIEH HAa HECKOJIBKUX S3bIKaX,
PEKOMEHIyeTCSl HUCIOJIb30BaTh TMPOJIOJIbHBIE OJAaHKW, MPU OSTOM OJIAHKOBBIC
HAJIIMCH HA PYCCKOM $SI3bIKE PAcCIiOararoT HUXKE WM CIIpaBa OT HAMMEHOBAHHUS Ha
roCcyJ1apCTBEHHOM s13bike Poccuiickoit denepannm.

BonbIMHCTBO Ciy’EOHBIX JOKYMEHTOB OodopmisieTcs Ha Oymare ¢opmarta
A4 (210x297) u A5 (248x210). Honyckaercs: Mcnojib30BaHue OiaHKOB (popmara
A3 u A6.

biiaHKM JOKyMEHTOB, COTJIACHO CTAHAAPTY, AOJIKHBI UMETh IOJS:

JIeBOe - HEe MeHee 20 MM;

BepxHee - He MeHee 20 MM;

npaBoe - He MeHee 10 mm

HIDKHEE - He MeHee 20 MM.

Paccrosinne Mexny OTAeIbHBIMUA PEKBU3UTAMHU - OT 1-1,5 10 3 MEKCTPOUHBIX
UHTEpPBAJIOB. ECiM OIMH PEKBU3UT PACTATMBAECTCS HA HECKOJIBKO CTPOK, TO €ro
TEKCT NIeYaTaeTCsl Yepe3 OAUH UHTEPBAJl.

Ecnu noxymeHT umeer Oosee OJHOW CTpaHUIbl, TO Ha4MHAs CO BTOPOM
CTpaHMIIBI OHM HYMEpYIOTCsl apaOckumu mudpamu 0e3 Toyek u tupe. CoriacHo
CTaHJapTy HOMEP CTPAHHUIIBI TPOCTABIIACTCS B IIEHTPE BEPXHETO MOJIsI CTPAHUIIBI.

4. Knaccupukanus 10KyMeHTOB

st Toro, 4ToOBI BBIPAOOTaTH OMpeneNeHHbIE MPUHIUIBI PabOThl C pas-
JTUYHBIMHA JOKYMEHTaMH, HEOOXOIMMO MPOBECTH UX KITACCU(DUKAIIHIO.

Knaccudukanuss JOKyMEHTOB - 3TO JEJI€HHE JOKYMEHTOB Ha KJAcC II0
HanOoJee OOUIMM MPU3HAKAM CXOJICTBA U PA3INUUL.

[IpenmMeTroM wu3ydeHHss W Kiaccu(UKAMKM B JIEIOMPOU3BOJCTBE SIBISETCSA
aJIMMHUCTPATUBHASI CUCTEMA IOKYMEHTHUPOBaHUs. DTa cCUCTEMa YHUBEpCalbHa, TaK
Kak oOecreyuBaeT (PUKCALUIO pacCHOpPSAUTEIbHBIX YIPaBIECHUYECKUX PELICHUH,
pEryJIMpoBaHUE JEATEIBHOCTH JII000r0o MPEANpUATHSs, YUPESKICHUS, OpraHU3aluu
HE3aBUCUMO OT ()OpMbl COOCTBEHHOCTH U MPaBOBOI OpraHU3allUU.

AMUHHCTpaTHBHasT CHUCTeMa JOKYMEHTHPOBAHMA IO BUAAM JIOKYMEHTOB
JEIUTCS Ha TPU TPYIIIBI JOKYMEHTOB.

1. OpranuzaunoHHo-pacnopsiauTebHas qjokymenTanus (OP/) -
MOJIOKEHUS, YCTaBbl, MHCTPYKLMH, IPHUKA3bl, PEIHICHUS, MPOTOKOJBI, IITATHOE
pacnucaHue, perjiaMeHT U T.I1.
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2.CnpaBoyHo-uHpopmaunonnass aokymenramuss (CHU/JA) - nwucema,
TEJIETPaMMbl, TeJIe(POHOIPAaMMBI, JOKJIAJHbIE, CIIy)KEOHBbIE, MOSICHUTEIbHBIE,
O0O0BSCHUTEBHBIEC 3aMTUCKH, CTIPABKH, aKThI U T.II.

3.Joxkymentsl 1o JuyHomy cocraBy (JJIC) - mpukasel, nuuHble aena,
3as1BJICHUS, TPYJAOBBIE KHIKKH, XapaKTEPUCTUKH, aHKETBI, pE3FOME, TOTOBOPHI U T.
1.

Lenp knaccupukanuu JOKYMEHTOB:

1) HOBBIIIEHUE ONIEPATUBHOCTH PA0OTHI anmapaTa yrnpaBJIeHUs;

2) NOBBIIIEHUE OTBETCTBEHHOCTH HMCIOJHUTENEN IYyTEM pa3rpaHUYCHHUS
(YHKUMA CTPYKTYpHBIX IOApa3JelNeHUd M OOS3aHHOCTH KOHKPETHBIX HCIOJ-
HUTEJICH;

3) YeTKOE pacrpeesieHue HHpopmaluy;

4) SKOHOMHS TPYyJa 3a CUET HUCIOJIb30BaHUA MHPOPMALMOHHO-CIIPABOY-
HOT'0 amnrmapara.

3HauyeHue KiIaccu(UKaluy JOKYMEHTOB:

1)obecrievuenue ux OBICTPOrO TOMCKA B TEKYIIIEM JICTIONPOU3BOJICTBE;

2)MOBBIIICHHE OTIEPATUBHOCTH PAOOTHI C JOKYMEHTAMHU.

[lepBoil cTyneHbto KiIacCU(PUKAUUU SIBISETCS TPYNIIMPOBKA MCIIOTHEHHBIX
JOKYMEHTOB B Jiena. (OCHOBHOW NpHM3HAK KIACCU(PUKAMU - COJAEpIKAHUE
JOKYMEHTA.

5. Opranu3anoHHbIE JOKYMEHTbI

Hu oxno mpemnpusitue, opraHu3alus, YYpekIeHUE Wiu (upma, €ciii OHU
JNEHCTBYIOT HAa 3aKOHHBIX OCHOBAHHUSX, HE CMOIYyT OOOWTHCH 0€3 OpraHu-
3allMOHHBIX JIOKYMEHTOB. B Hayajle JeATEIbHOCTH CO3JAKOTCA CTPYKTYpPBI
OPEeNNpUsTANA, YCTaBbl, IMOJIOKEHUS, PErJIaMEHTbI, IITaTHbIE PACIHUCAHMS, WH-
cTpykuuu 1 T. 1. [lomoOHbIE TOKYMEHTHI IMpelHa3HauyeHbl JJIsl pelIeHHsl opra-
HU3AIMOHHBIX BOIPOCOB.

YeraB - 3TO CBOA MpaBWjl, PEryJUpPYIOIIUX JAEATEIbHOCTh OpraHU3allMH,
YUpEeXKACHHUM, OOIIECTB IpaKJaH, UX B3aMMOOTHOILEHUS APYT C JAPYroMm, Ipasa U
00s13aHHOCTH B c(hepe rocyJapCTBEHHOM WIIM XO3SIICTBEHHOM /1€ TEIbHOCTH.

dopmymsip-odpazer; YCTABA coctout m3 pexBusuron: (08, 10, 11,12, 14,
16, 18, 20, 22, 23, 25).

NHcTpyKnMu  ONpEfeNsitoT  HayYHO-TEXHUYECKUE,  TEXHOJOTHYECKHE,
(buHaHCOBBIE, MPOU3BOJICTBEHHBIE U IPYTUe CTOPOHBI IEATEIbHOCTH OpTraHu3allny,
ee MoApa3AeNeHnid U JOJKHOCTHBIX Jinl. [lo cpokam cBoero naecTBUs OHU MOTYT
OBITH pacCUMTAHBI HA OIMPEACICHHBIN CPOK WU OBITh MOCTOSHHO JACHCTBYIOIIUMHU.
NHcTpykiuu BBOJATCS B IEUCTBUE MTPUKA30M (PACHOPSIKEHUEM ) PYKOBOJIUTETIS.
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Bce nHcTpyKIIMU nojipa3iensitoTcs Ha IB€ OCHOBHBIE IPYIIIIbI:

1)MHCTPYKIIMHU, pEriJaMeHTUPYIONINE TIOPSIOK BBITOJHEHHUS KaKOT0-TH00
npouecca (IPOU3BOJICTBEHHOI'0, HAMpHUMEpP), B OCYIIECTBICHHUH KOTOPOIO
OPUHUMAIOT Y4aCTHUE UCTIOJIHUTENM (IOJKHOCTHBIE JIMLIA, TOAPA3IeTICHuUs);

2)I0JKHOCTHBIC WHCTPYKIMH, OIpEAeNstomue (QyHKIUHA, TpaBa, o00s-
3aHHOCTb U OTBETCTBEHHOCTH JOXKHOCTHBIX JIUII.

JIOI’KHOCTHAA MHCTPYKLIMS - 3TO OPraHU3alMOHHO-NIPABOBOM JOKYMEHT,
OIpENENAIOUMI OCHOBHBIE (YHKIMHM, OOS3aHHOCTH, IpaBa U OTBETCTBEHHOCTH
COTpYIHMKA OpraHu3aludud [pU  OCYIIECTBICHHMH UM  JI€ITEJIbHOCTH B
OIIpEAEICHHOW AOKHOCTH. OHa COCTaBIIAETCA 110 KaKJIOM IITATHOM JTOJDKHOCTH
OpraHu3alliyd, HOCUT OOE3JIMYEHHBIA XapakTep U OOBSBISETCS COTPYIHUKY IOA
PacHuUCKy IPH 3aKJIFOUYEHUH TPYJOBOI0 KOHTPAKTA.

JIOJKHOCTHBIE MHCTPYKIIMY ITO3BOJISFOT PEaIM30BaTh Pl LEIICH:

- PallMOHAJIBHOE paCHpEEIICHUE TPYAQ;

- OITUMAJIBHOE MCIIOJIb30BAHUE KAJPOB;

- IOBBILIEHUE 3P(HEKTUBHOCTH IEATEILHOCTH OPraHU3aLnu;

- CO3JIaHUE€ OPraHU3alMOHHO-TIPABOBOM OCHOBBI CIIYKEOHOH NeATelIbHOCTH
COTPYIHUKOB;

- IOBBILLIEHNE OTBETCTBEHHOCTH COTPYIHHUKA 32 PE3YJIbTATHI CBOETO
TPpyAa;

- o0ecrieyeHne 0ObEKTUBHOCTH MPU aTTECTALMU PaOOTHHKA;

- cOOI0IeHNE O0BEKTUBHOCTH TIPH MOOIIPEHUN U B3bICKAHUU;

- pa3peuieHue TpyA0BbIX CIIOPOB.

[Ipu pa3paboTke ITOMKHOCTHBIX MHCTPYKIIMUA CIIEIyeT ONUpPaThCcs Ha
KBaJIM(UKALIMOHHbIE TPEOOBAHMSI K JOJDKHOCTSAM CITY’KaIlMX, KOTOPbIE COAEpKaTCs
B «KBanu(puKaMOHHOM  CNPAaBOYHUKE  JODKHOCTEH  PYKOBOAMTEIEH,
CHELUAINCTOB W JIPYTHX CIIY)KAllMX», YTBEPKJIECHHOM IOCTaHOBJIEHUEM MuH-
tpyna Poccun ot 21 aBrycra 1998 roma Ne 37.

CTpyKTypHO JOKHOCTHAsi MHCTPYKLMSI COCTOMT U3 HECKOJBKUX Ppa3JelioB,
KKl U3 KOTOPBIX SIBJISIETCA JTOTMYECKH 3aKOHYEHHOW YacThIO TJOKYMEHTA.

Paznen «OOmue MONOKEHUS» YCTAaHABIMBAET KATErOpPUIO JAESITEIbHOCTH,
KBaJIM(UKALIMOHHbIE TpPeOOBaHUS, IOAYMHEHHE, TMOPSIJAOK OCBOOOXKAECHUS OT
JOJDKHOCTH M Ha3HA4YeHHE Ha Hee. B 3TOol yacTu cehlaloTcd Ha OpraHu3alioOHHO-
IPABOBBIE JOKYMEHTBI, Ha OCHOBAaHMM KOTOPBIX COTPYAHUK OCYLIECTBIISET
CIIYyKEOHYIO JeSTeIbHOCTh, B HEM OIpeAeNsercs MNOpSAJOK 3aMElleHUs WU
UCTIOTHEHUSI TOKHOCTHBIX 00S3aHHOCTEH B CITyyae ero BpEMEHHOT'O0 OTCYTCTBHS.

B paznene «JlomKHOCTHBIE OOSI3aHHOCTU» OIPENENSAIOTCS BHUIBI PadoT,
BBINIOJIHSIEMBIE COTPYAHUKOM, C YYE€TOM 337a4 M (PYHKUUA KOHKPETHOIO
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CTPYKTYPHOTO TMOJApAa3/eNeHusi, C TMOAPOOHBIM H3JIO)KEHUEM OCHOBHBIX Ha-
NpaBJIEHUI ero CIyKeOHO! AeATeIbHOCTH.

B wyactu «/lomkeH 3HATB» MPUBOASTCS OCHOBHBIE TpPEOOBaHUSA, MPEIb-
ABJISIEMbIE K pa0OTHUKY B OTHOILIEHUH CHELMAIbHBIX 3HAHUH, a TAKKE 3HAHUM:

- 3aKOHOJIaTEJIbHBIX AaKTOB, MOJ0KEHUN, HHCTPYKUUN, IPYTUX PYKOBOISAIINX
¥ HOPMAaTUBHBIX TOKYMEHTOB;

- METOJIOB U CPEACTB, KOTOpble PAOOTHHUK JOJKEH YMETh NMPUMEHSTH NpHU
BBITIOJTHEHUU JJOJKHOCTHBIX O0S13aHHOCTEHH;

«TpeboBanus K KBATU(PUKAINI OMPEICISIIOT:

- YpOBEHb NMPO(EeCcCHOHATBHON MOATOTOBKH paOOTHHKA, HEOOXOAUMBIN IS
BBITMIOTHEHUS JJOTKHOCTHBIX 0053aHHOCTEN;

- TpeOOBaHMS TI0 CTAXy PabOTHI.

Paznen «lIpaBa» ycraHaBiuBaeT mpaBa paOOTHHKA, KOTOPBIE CIIOCOOCTBYIOT
YCIICLTHOMY BBINIOJIHEHUIO DPa0OThl. BHeceHne B JOKHOCTHYIO HHCTPYKLIHUIO
NYHKTOB O IIpaBax Ha 3apa0O0THYIO IJIaTy, OTIYCK, MEIUIIMHCKOE 00CIy>)KUBaHUE U
T.J. HE JOIyCKaeTcsl, KOO 3TH MpaBa OrOBAPUBAIOTCS 3aKOHOAATEIbHBIMHU aKTaMU U
JOPYTUMH TOKYMEHTaMHU.

Paznen «OTBETCTBEHHOCTbY» KOHKPETHO YKa3blBA€T MEpPY OTBETCTBEH-
HOCTH pa0OTHHKA 3a HECOOJII0JEHHWE CBOMX JOJKHOCTHBIX o0Osi3aHHOCTeH. Ha-
npumep: «I 1asuwiil uHdCeHep Hecem OmeemcmeeHHOCMb 3d.;  »

JIOJ>KHOCTHBIE MHCTPYKLMHU DPa3paldaThIBAIOT PYKOBOIUTENIHN CTPYKTYPHBIX
noJipa3ieleH1 i, OTAENbl KaJIpOB WIH CIIEUUATUCTHI 10 paboTe C MePCOHATIOM.

TekcT MHCTPYKUMM 00s13aTE€IBHO COIJIACOBBIBAIOT C IOPUCTAMHU, OTAEIOM
Tpyda ¥ 3apaboTHON miaThl. YTBEPKIAIOTCS JOJDKHOCTHBIE HMHCTPYKIUU
PYKOBOJIUTEISIMA OpraHu3allid WM C [OMOILIBIO PACHOPSAUTEIHHOIO aKTa
(mpukaza, pacTiopsiKEHHUS ).

W3MeHeHHs B MHCTPYKIIMIO MOYKHO BHECTH TOJIBKO IIOCPEICTBOM IIPUKa3a WIH
IpYyroro pacnopsaurenbHoro axrta. Ilpu BHeceHMH uW3MEHEHUH paOOTHHUKA
YBEAOMJISIIOT 00 3TOM IO/ POCTIHCh.

TekcT MHCTPpYKLUMHM HMEET XapakTep yKa3aHui. PEeKOMEHAYHOTCS 4YeTKue
(OpMYITUPOBKH C PaCHOPSIAUTEIBHBIMU CIOBAMU: «O0NIHCEH», «OOA3AHY», «uMeem
npagoy, «He 0ONYcKaemcsy, «3anpewaemcsiy 1 T.1.

OdopmieHne HHCTPYKIHMU Jy4lll€ BBINOJHUTH YIJIOBBIM PACIOIOKEHHEM
PEKBU3UTOB, T.K. «30HA aJipecaTay - MpaBbld BEPXHHUM yroi - OyJaeT oTBeleHa s
pekBu3uta «I'pud yTBEpKICHU.

K 10mKHOCTHBIM MHCTPYKIIUAM TPEIbABIISIOTCS MOBBIIIICHHBIE TPEOOBAHUS K
COCTaBy pEKBU3UTOB U conepxanuto. Dopmynsap-oopazeny MHCTPYKINU
BKJIIOUaeT pexkBu3uThl: 08, 10, 11,12, 14, 16, 18, 20, 21, 22, 23, 24.
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6. PaCHOpHIlI/ITeJILHLle AOKYMCHTDBI

PacnopsiaurensHble  JOKYMEHTBI WIPAlOT BaXKHYKO pPOJb B YIPaBICHUU
YUPEKACHUIMU, NPEANpUATHAMH, opraHuzauusmu. IlocpencTtBoM pacropsiiu-
TENbHBIX JIOKYMEHTOB OCYILECTBIISIETCS aJMUHUCTPUPOBAHME JIOOBIM IIpen-
OPUSATHEM.

WNx wu3nanue HeoOXOOUMO IO OpraHM3allMOHHBIM BOIpOCaM, BOIpOcCaM
NPOU3BOACTBA, MATEPHUAIBHO-TEXHUYECKOTO0 CHAOXKEHHs U cObITa, ()MHAHCOB U
Kpenura, Tpyla W 3apaboTHOM miaTel U T. A. PacnopsauTenbHble TOKYMEHTBI
HOCST aJMUHUCTPATUBHBIN XapakTep. OHU O0OpallleHbl K HUKECTOSIIUM WU
NOJYMHEHHBIM OPTaHU3aLUAM, IPYIIAM WIN OTAEIbHBIM JTOJPKHOCTHBIM JIMIIAM.

K pacnopsauTenbHbIM TOKYMEHTaM OTHOCSITCSI: MOCTAHOBJIEHUS, YKa3aHUS,
IPHKa3bl, PELICHUs, PACHOPSIKEHUS, MPOTOKOIbL. DTU JOKYMEHTBl OTIMYAOTCS
JPYT OT Ipyra COCTAaBOM PEKBU3UTOB U HEKOTOPHIMU OCOOEHHOCTSIMU TEKCTA.

OCHOBHBIM PacHOPSIUTEIbHBIM JIOKYMEHTOM Ha MPEANPUITHH SBISETCA
npuka3. OHM OAPA3AEIAOTCS Ha ABA BUJA - IPUKA3bl 10 OCHOBHOM J€STENBHOCTH
Y TIPUKa3bl IO JUYHOMY COCTaBY (KaJpOBBIE IPUKA3HI).

6.1. IIpuka3 110 OCHOBHOM AeATEJILHOCTH

[Ipuka3 - 3TO MpPaBOBOMl aKT, W3/IaBaEMbIl PYKOBOJUTEIEM MPEANPHUSITHS,
JEHUCTBYIONIUM Ha OCHOBaHWUM eauHOHauanus. [lpuka3 mnpenHasHayeH s
pa3pellieHs OCHOBHBIX W OINEPaTUBHBIX 3adad npennpustus. OHM U3NAIOTCS
TOJIBKO TI0 HEOOXOMUMOCTH. W3MeHeHus, [OMOJHEHHWs, OTMEHY IPUKa30B
MIPOU3BOJIAT HA OCHOBAHUHU HOBBIX MPUKA30B.

[Ipuka3 cyniecTByeT B IByX CTaJIUX: CHa4alla COCTaBJISIETCS MPOEKT MPUKa3a,
3aTeM u3gaercs cam npukas. [loaroroBka npukasa BKIIOYAET CJIEAYIOUIME ITAIIbI:

U3Yy4E€HHE CYIIECTBA BONIPOCA;

3HAKOMCTBO C 3aKOHOJATEIbHBIMU aKTaMU;

npopaboTka  WHGOPMALIMOHHO-CIIPABOYHBIX  JOKYMEHTOB  MPEINPUITHUS
(cipaBOK, OTYETOB, MUCEM);

MOJITOTOBKA TEKCTA MPOEKTa JTOKYMEHTA;

COrJlacOBaHHUE MPOEKTa MPUKaA3a;

nevyarh U MpoBepKa MpaBUILHOCTH 0(hOPMIICHHS PUKa3a;

BU3UPOBAHUE, COTJIACOBaHUE, MOAMUCAHUE MTPUKA3a; pErUCTpalus

MIPUKa3a; JOBEJICHUE JI0 CBEJICHHS UCIIOITHUTENEH.

[ToaroToBKy mnpuKasza, Kak MpaBUJIO, IMOPYYAIOT CTPYKTYPHOMY TOJpa3-
JENIEHUI0, TPYIINE JIUI] WA OTAEIBHOMY JTOTKHOCTHOMY JIUILY.

TekcT nmpukaza 0ObIYHO COCTOUT U3 KOHCTATUPYIOLIEH U pacnopsauTeIbHON
yactedl. B koHcTaTupyromieil yactu uznararoT (hakThl, PACKPHIBAIOT MPUYUHBI U
IEJIH, TIOCTY)KUBIIIME OCHOBaHUEM JyIsl mpuka3za. OHa J0KHA OBITh JJAKOHUYHOM.
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Ecin B OCHOBY mpHKasza MOJOXKEH JIOKYMEHT TOCYJapCTBEHHBIX OpPraHOB, TO
nenaeTcss oOs3arenbHas CChUIKa (HAaMMEHOBaHWE IOKYMEHTa, aBTOp, Aara, No).
Hanpumep:

Ha ocnosanuu nucoma Pocapxuea P® om 13.07.2003 Ne 235/67 «O egedenuu
T'OCTP 6.30 - 2003 ...».

B HecnoHBIX MpUKa3ax KOHCTAaTUPYIOLIAsi YaCTh MOKET OTCYTCTBOBATh.

PacriopsiiuTenpHyl0 4acTh OOBIYHO HAYMHAKOT IJIArOJIOM IIEPBOrO JIMLA
«ITPUKA3BIBAIO», koTOpoe mumryT NpONMUCHBIMU OyKBaMHU OT TPAHMIIBI JIEBOTO
HOJIsl, WM €r0 3aMEHSIOT IJIarojioM B WH(UHUTUBE (OpPraHM30BaTh, MOCTABUTH
T. 1.). PacnopsauTenbHble MYHKTHl MUIIYT C KPAaCHOM CTPOKH U HYMEPYIOT
apabckumu udpamu.

PacriopsiiuTenpHbIil MYHKT CTPOUTCS IIOCJIEIOBAaTENbHO IO CXEME: HC-
NOJHUTENh (HauMeHoBaHue aomkHocTH, D.M.O. wnm CcTpyKTypHOE NoOapas3fie-
JIeHUe, OpraHu3anusl) - 1eicTBue - cpok. Hampumep:

«HauanpHuky pemoHTHOM ciyk0bI 3aBojia KpacunsuukoBy K. E. o6ecnieunts
YCTaHOBKY M Hanaaky oOopynoBanus auHuu K-60 k 25.06.2003» wnmmn «Otaeny
[JIABHOT'O SHEPreTHKa MpPEeIOCTaBUTh CBEICHHUS 00 JKOHOMHH JHEPropecypcoB
npennpusitus B |11 kBaprane 2003 r. k 29.09.2003».

[Tocnemnuii TMyHKT TpuWKasza, s Ooynee OEeHCTBEHHOTO KOHTPOJsA, (op-
MYJUAPYIOT CIEIYIOIIUM 00pa3oM: «KOHTPOJb 3a HCIOJTHEHUEM TNpHKaza BO3-
JIOKHUTh HAa...», 3aT€M IHIIYT HauMeHoBaHue nomkHocTH, P.M.O. mnmm crpyk-
TypHOe moapasneneHue. Hampumep: «KoHTposp 3a HCHOMHEHHMEM IpUKas3a
BO3JIOKHUTh Ha TJIaBHOro MHxKeHepa 3aBona CumopoBa B.IL». IIyHKT 0 KOHTpoOJie
HE BHOCHTCS, €CIIH PYKOBOAMTENb CaM HEMOCPEACTBEHHO OTBEYAET 32 KOHTPOIIb,
HO HEKOTOpPbIE PYKOBOJUTEIU MPEINOYUTAIOT Takyto GopmynupoBky: «KoHTpoib
3a UCIOJTHEHUEM IIPHUKa3a OCTABJISIO 32 COOO0MM.

HekoTopsle cBeneHuss B INpUKa3e MOTyT ObITh OGOpPMIIEHBI B BHJE IPU-
JIOKEHUS K MpUKa3y (TaOnuibl, 3aJaHusi, OPMbI OTYETHOCTH, MH(DOPMALIMOHHBIE,
MHCTPYKTHBHBIE MaT€pUabI U T. I1.).

[MPUJIOXKEHUE Ne 1
K IIPUKa3y JUPEKTOpa 3aBOJA
ot 02.06.2003 Ne 101

Jlata mpukaza - 3TO JaTa €ro HOJANMCAHUs, a Hayalo JEHUCTBUS pacIo-
PAIUTENIBHOTO aKTa - (PAKT €ro perucTpanum.

[lonnuceiBaeT npuka3z pPyKOBOAMTENb MPEANPUITHS, B €ro OTCYTCTBHE -
3amectuTenb. [lpu moanmucaHuM npukasa JOKHOCTHBIM JIMIIOM, 3aMEILAroluM
pykoBonutens, B pekBuzuTe «lloamuce» CTaBUTCA €ro KOHKPETHasl JOJKHOCTD,
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uHunmanel U damwims. [IpocraBieHue momer B BUAE KOCOM udepThl ( / ) wiu
npeaJiora «3a» nepel HAMMEHOBAHUEM JOJKHOCTH HE JOMYCKAETCs.
®opmynsap-oopazen [IPUKA3A Bkmouaer peksusutsl: 08, 10, 11,12, 14, 18,
20, 22, 23, 24, 28.
TOMCKUM T'OCYIAPCTBEHHBI YHUBEPCUTETIIPU K A 3
10.09.2003
Ne 132

O Hay4YHO-MCCIIeIOBATEIBCKOM
paboTe Ha JIETHUM HEepHoJT

B cooTBeTCTBHM € MJIAaHOM HAay4YHO-HCCJIEAO0BATEIBCKUX padOT €CTECTBEHHO-
reorpaguueckoro (Gaxynprera Ha 2002/2003 yueOHBIN TOA, B MEpUO JIETHUX
KaHUKYJ He0OXOJMMO HaIpaBUTh HAYYHYIO SKCHEAUIIMIO I U3ydeHUs (QIIOpHI U
¢dayHsl B paiioH o3epa baiikan.

ITPUKA3BIBAIO:

1.3aBenyromero kadeapoil MXTHOJOTHM, KaHAMIATa E€CTECTBEHHBIX HAYK,
norenta CyBopoBa B. A. Ha3HAUYUTHh PYKOBOJUTENIEM SKCIIEIULINH.

2.PykoBogutento skcnenuuun CyBopoBy B.A. mpenctaBuTh pa3BepHYTHIM
TUTaH pabOTHI DKCIICAUITMH Ha 3aceanue yueHoro coera a0 18.05.2003.

3.KoHTponb 3a ucnojiHeHHEM IMpHUKa3a BO3JOXKUTh HAa CEKpETapsi y4eHOro
coera B.®. KoBans

Pexrop yHuBepcurera  [loanuce I1. B. I'osmukos

C npuka3oM O3HaAKOMJICHA:

3aB. kadeapoii UXTHOIOTUU I[Togmuce  B.A. CyBopoB
12.04.2003

6.2. Bplnucka u3 npukasa

Brinucka U3 mpukasza - 3TO KONHUS YacTU JOKYMEHTA, MPEICTaBISIIOMIEH Ty
4acTh TEKCTa, KOTOpasi HeoOXxoauma i paOoThl. Beimucka HeoOXoauMma, Korja
JIOKYMEHT OOBEMEH M 3aTparuBaeT HMHTEPEChl MHOTUX JOJDKHOCTHBIX JIAIl U
nojipa3fieieHuil, T. K. NpU KOMUPOBAHHM PACXOAYETCS OONBIIOE KOJIUYECTBO
Oymaru, a paOOTHUKH 3arpy»aroTcsi HEHYKHOU UM HH(pOpMaIUeii.

OCc00EHHOCTh BBINMUCKHU 3aKIIOYAETCS B TOM, YTO MPH HAIMYUU B TMPUKA3E
KOHCTATUPYIOIIEH 4YacTu €€ 3almuChIBalOT TMOJIHOCTHIO, a 3aT€M M3BJIEKAIOT TOT
MYHKT, KOTOPBIM HEOOXOANM /I pabOTHI.
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3aBepurenbHas HaANUCh (OTHENSAIOT OT Tekcrta 2-3 uHTepBanamu). llpu
HEOOXOAMMOCTH Ha 3aBEPUTENIbHYIO HAAMUCh MOXET OBITh NMPOCTaBIEH OTTHCK
NEYaTH.

PexBu3nThI

BBIITMCKU U3 [TPUKA3A: 08, 10, 11,12, 14, 18, 20, 22, 26.

6.3. IlocTaHoBJeHMs, PACTIOPSIKEHUS U YKA3aHUSA

[Io TekymuMm omnepaTHBHBIM BONPOCaM MOBCEIHEBHOW MPOU3BOJACTBEHHO-
XO3SMCTBEHHON JIESTEIBHOCTH PYKOBOJIUTENU IPEANPUIATUS MOTYT W3/1aBaTh
pacnopsizkeHuss W yKazaHusa. OHM CO3JAIOTCS AQHAJOTMYHO IIPUKA3aM.
PacniopsiaurensHas dacth HauuHaeTcs ciioBaMu «O0s3biBatoy», «Cunrtard HEoO0-
XOOUMBbIM» WIN «PekomMeHnyro». B KOHCTAaTUPYIOLIEN YaCTHU MCIIOJIB3YIOT TAKHE
yCTOWYUBBIE ()OPMYITHUPOBKH, KaK «B COOTBETCTBUNY, «B CBSI3UY, «B LEJISIX» U T. II.

PacrniopspkeHust MOTYT OBITh paCCUMTAHbBI HA JJTUTENbHBIA CPOK JTCUCTBUS WU
KPAaTKOBPEMEHHBIMU, KACAIOIIUMHUCS PELUICHUSI KOHKPETHOTO BOIIPOCa.
Pacniopspkenue, Kak ¥ IMpHUKa3, UMEET 00S3aTeNbHYIO0 CHIIY JIJISl TeX paOOTHHKOB,
KOTOPBIM OHO aJpPECOBAHO.

Pacniopsokenue u ykazanus odopmisroTcst Ha 6mankax popmara A 4.

dopmynap-o0pasen] pacnopsbKeHUsT OTJIMYAeTCs OT TMpUKa3za TOJBKO pe-
KBU3UTOM «HamMeHoBaHME BUIA TOKYMEHTa.

IlocTaHoBJIeHHE - JOKYMEHT, KOTOpPBIM H3JAIOT BBICIIME OpraHbl IOCY-
JAPCTBEHHOMW BJIACTH, KOMUTETHI U KOMUCCHH, 00pa3yeMbie MPU OpraHax BIACTH.

Pa3znnuarorcsi mocTaHOBIEHUS opeanuzayuonusvie U aopecyemvie. IlepBbie -
MO3BOJISIIOT ~ peIIaTh OPraHU3allMOHHBIE BOMPOCHI JESITEIBHOCTH KOMHCCHM,
KOMUTETOB, CBSI3aHHBIE C CO3JJaHUEM OpraHa, pacupele’leHueM O0O0s3aHHOCTEU
MEXK/ly 4YJICHAMH, YTBEP)KJICHUEM IUIaHa U T. 1. BTopble - mpenHa3HA4YeHbl IS
VCIIOJTHEHUS MIPEANPUATUASIMHA, YUPEKICHUIMHU, TOKHOCTHBIMU JIUIIAMMU.

7. CipaBO4YHO-MH(OPMALIMOHHbIE IOKYMEHTBI

BOIBPIIMHCTBO TOKYMEHTOB, CO3/1aBAEMBIX B YUPEKICHUIX, NPEANPUATUAX
WIA OPTaHU3ALMAX SBIAIOTCS WH(OPMALMOHHO-CIIPABOYHBIMU. JIOKyMEHTHI 3TOMU
IpyNIbl caMble MHOTouucieHHbsie. OHU copepkaT uHGOpManuio O (PaKTHYECKOM
IIOJIOYKEHHUH 1€ U 4acCTO CIy>KaT OCHOBAHUEM JUIS NIPUHATHS PELICHUN U U31aHHS
pPacropsAAUTENbHBIX JOKYMEHTOB.

K uHpOpMaMOHHO-CIPAaBOYHBIM  JIOKYMEHTaM  OTHOCATCS:  CHPABKH,
JOKJIaJHbIe, CIy)KeOHble W OOBSCHUTENbHBIC 3alHCKH, AaKThl, MHCbMa, TeJe-
rpaMMbl, KajaoObl, oT4yeThl U Jp. OHU HOCSAT BCIOMOTaTENbHBIA XapakTep IO
OTHOLIEHUID K OPraHU3alMOHHO-PACIIOPSAAUTEIBHON JOKYMEHTAMM U HE SB-
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JSIOTCS 00s3aTeIbHBIMU JJIA HUCITIOJIHCHUA. I/IH(I)OpMaIII/ISI, coacpiKaiascsa B HHX,
MOXKECT HOGY)KI[aTB K I[GIZCTBHIO, a MOXXET OBITh TOJILKO IIpUHATA K CBCACHUIO.

7.1. IIncsmo

[Tucema cimykaT CpeCTBOM OOIICHUS C YUPEKACHUSIMH, YACTHBIMH JTUIIAMHU,
HO3BOJISIOT COOOIATh Pa3IMYHbIE CBEACHMUS, YBEAOMIISTH O COOBITUSAX U
T.J.

CymiecTByIOT NMHCHbMa, COAEpXKAIIHe MPOChOy, MPEANOKEHUE, MPETEH3UIO,
3anpoc. OHu TpeOyroT orBera. [luckMma, comepxaiine u3BelieHne, HHHOpMaLUIo,
peKiIaMmy, OTKa3, HAIOMHHAHKE, OTBETA HE TPEOYIOT.

[Tucema opopMISIOTCS Ha CHEIMANBHBIX OjaHKax 1yis muceMm (opmarta A4.
Ecnu nucbMo He IpeBBIIIAET AECITH CTPOK, TO €ro OpOpMIISIOT Ha OJIaHKe
AS.

Hnst  odbopmiieHHsT TUCEM JOMYCKaeTcsi MpUMEHEHHWEe OJIAaHKOB Kak ¢
NPOIOIBHBIM, TaK U C YTIIOBBIM PACIIONOKEHUEM PEKBU3HUTOB.

[Tucekma Moryt OBITH aApECOBaHBI B OPTraHU3AlMIO, €€ CTPYKTYpHOE
noJpa3ieseHle, KOHKPETHOMY JODKHOCTHOMY JIHMILY, PYKOBOAHUTENIIO OpraHu-
saruu. CriocoObl opopMmiIeHUsT peKkBU3nTa «Aapecary onmucaHbl B TiaBe «OOmuid
BU/JI U COCTaB PEKBU3UTOB JOKYMEHTA.

[Tpu appecannu muicbMa 4acTHOMY JIMILY B Hayaje pacrojararoT (HhaMuiuio,
UMsI, OTYECTBO, 3aTeM ajpec. Bo m3bexanue HemopazymeHuil (amuiauio, ums,
OTYECTBO MUIIYT MOJTHOCTHIO.

Jiis  ynoOcTBa BOCHIPHUSITHS DJIEMEHTHI PEKBU3UTA «Anpecary Jydlle
OTHENATH ApPYT OT apyra 1,5 - 2,0 uHTepBanamu.

Korma mucemo agpecoBaHO OJNHOBPEMEHHO HECKOJIBKHM TMONTyYaTelsiM, TO
aJpec OCHOBHOM OpraHu3alluy MUIIYT NepBbIM. Eciu nmuckMo oTnpasisercs 6osee
geM B 4 azpeca, TO COCTABJISETCS CIHMCOK PACCBUIKM C YKa3aHHEM Ha KaXKIOM
AK3EMILISIPE TOJIKO OJTHOTO aJipecara.

B muceMe, kak mpaBHIIO, OCBEIIaeTcsl OAWH Bompoc. Heckoabko BOMpPOCOB
U3J1araioT B OAHOM MHUCHME TOJBKO TOTJa, KOTr/la OHU B3aMMOCBSI3aHBI IO IIENISIM U
3a/1ayam.

TexkcT muchbMa AOKEH OBITh MPOCTHIM, JTAKOHUYHBIM, MOCIEI0BATEIbHBIM,
yOEIUTENbHBIM U KOPPEKTHBIM, JIMIIEHHBIM 3MOIIMOHAIBHOCTH M ONUCATEIbHOU
KpPaCOYHOCTH.

®axThl, COOBITHA H3JIATalOT TOJIHO, OOBEKTUBHO M sicHO. HerouHoctw,
JOTMYIIEHHbIE TPU OPOPMIICHUU TUChMa, MOT'YT JIUIIUTh €ro IOPUIUIECKON CUIIbI U
OTPHIIATEIHHO CKa3aThCs HA MMUJDKE €r0 aBTOpa.

TekcT nuchbMa KOHCTPYKTUBHO COCTOMT M3 JIOTMYECKH 3aBEPILEHHBIX,
B3aMMOCBSI3aHHBIX IO CMBICITY YacTel, KOTOPhIE BBIJCIAIOT a03amaMu.
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Bo BBOIHON 4acTH yKa3bIBAIOT MPUYHMHBI, MMOCITYXUBIIUE OCHOBAaHUEM [IJIS
COCTaBJICHHSI MHChMA, CCHUIAIOTCS Ha (PaKThl, JOKYMEHThI, OOCTOSTEIbCTBA U T. [I.
DTa 4acTh SIBISETCS MOSICHUTENBHOM, W OT TOro, Kak OHa OyAeT H3JI0XKEeHa,
3aBHCHT, KAKOE€ PEIIECHNE TPUMYT HAIlU [TAPTHEPHI.

B ocHOBHOI 4YacTu W3NaraloT LEId, TPOChOy, MPEMIOKEHUE, COOOIIECHUE,
OTKa3 U T. M. [IUCBMO MOXKET COCTOSATHh TOJILKO M3 OCHOBHOM yactu. Hampuwmep:
«[Ipocum BeimenuTh 4 aBTOOyca wMapku «BombBO» 1t OOCITYKHUBaHUS
KOH(EepeHITUN. ».

B Tekcre He HOMKHO OBITh JIMIIHUX CJIOB, 3aTPYIHSIOIIUX BOCHPHSTHE.
Crnenyer m30eraThb HEHYXKHBIX COKpalleHU. YMoTpeOjJeHue TEPMHHOB JOJIKHO
OBITh 00OCHOBAHO HEOOXOJUMOCTHIO. /{7151 MPaBUIIBHOTIO UCIIOJIB30BAHUS TEPMUHOB
clIeZlyeT o0pamaThCsi K TEPMUHOIOTMYECKUM clioBapsiM. Eciin Bbl coMHeBaeTech B
TOM, YTO YHOTPEOJICHHbIA B MUChbME TEPMHUH OyAET MPaBUIBHO MOHAT aJpecaToM,
€ro JIydllle 3aMEHUTh BBIPAKEHUEM HEUTPAIbHOM JIEKCUKU WIHA JaTh €ro TOYHOE
CJIOBapHOE OIPEECIEHUE.

Texkcr mucbMa MOXKET HM3JAraTbCs: OT TPEThEro juua ef. uucina - «Op-
ranu3anusa cooOmaer.» win «CoOpaHue aKIMOHEPOB IOCTAHOBISIET», - YTO
OTpa)kaeT MNPUHLMI KOJUIETHAJBbHOCTH; OT IEpBOro juna ex. yucna - «lIpomry
Bac.» wnmm or nmepBoro muua MH. yucia «lIpocum», «Hampasmsem», «llIpu-
rJ1amaem.

[Io coBpeMEHHBIM TpaguUUsAM IIHCbBMO YaCTO HAYUHAIOT C HMEHHOTO
oOparieHus:

«YBaxaembii Huxonann Ilerpouu!», «Huxonair IlerpoBuu!», «l'ocnoaun
ITetpoB!», «VYBaxkaembiii rocnoauH IlerpoB!», «YBaxkaembie rocmonal»,
«YBaxkaeMbl€ KOJIJIErH ! ».

Obpamienue «l myOokoyBakaeMbli» MPUMEHSIETCS] KpailHEe PEelKo, TOIBKO IO
OTHONIEHUIO K JIIOJIIM BECbMa MPEKJIOHHOI'O BO3pacTa, CHUCKABIIMM BCEOOIIMI
IIOYET U YBAKECHUE 32 CBOU 3aCIYTH.

[Tucbma ompeneneHHoro xapakrepa (mpurianieHue, 6J1aro1apHoOCTh, MPOCHOBI
¥ T.J.) MOT'YT BKJIIOYaTh B ceOsl KitoueBble (pazbl KoMmruiuMeHTa: «lIpomykius
Bamrero npennpusths CHUCKAJa YBaXKEHHE POCCHMCKOrO IOTPEOUTENs, OHa
COOTBETCTBYET MEXKIYHAPOAHBIM CTaHIApTaM KauyecTBa U JOCTOWHA OBITh
IPEICTaBIIEHHON Ha MEXIYHAPOJHOM sipMapKe» (B MUChME-TIPUTIIAIEHUN).

Ecnu mucbmo HaunHaeTcs ¢ OpMyJITbl BEXKIUBOTO oOparieHus («YBakaeMbli
TOCIOAMH.»), TO M 3aBEpLIATBCS OHO JAOKHO (pazoil «C yBaKEeHHUEM,
TE€HEPAIbHBIM AUPEKTOP.». B mucbmax, B KOTOPBIX MPEAIIONAraercsi COBMECTHAs
JeSTENbHOCTb, MOTYT ymoTpebnsaTbes dpasbl Tuna: «Haxeemcss Ha nanbHeiliiee
coTpyaHnuecTBO!», «bynem panbl BUueTh Bac B uncine ydacCTHUKOB ipMapKu ! ».
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[Tucemo odopMISIIOT B JABYX OHK3eMIUisgpax, ¢dakc - B oaHOM. I[lepBbiit
SK3eMIULIp, OGOPMIICHHBI Ha OJlaHKe NPEANPHUATHS, OTIPABISIOT aJpecary,
BTOPOM - OAIINUBAIOT B JETIO.

Ecnu x nuceMmy mpunararoTcs JOMOJHUTEIBHBIE MATEPHUAlbl, MOCIE TEKCTa
(uepe3 2 UHTEpBaJIa) JeaeTCsI OTMETKA O MPHUIOKEHHUH.

Cgenenus 06 ohopmiieHun pekBu3zuta «OTMETKAa O HAJTWYUU TPUIIOKESHUS»
conepikarcs B Ti1aBe «OCHOBHBIE IIpaBuiia 0OPMIICHUS JOKYMECHTOB.

[lepBblii BK3EMIUISIP THUChbMA TMOAIMCHIBAIOT PYKOBOJIUTEIN IPEANPHUATHA,
BTOPOM - PYKOBOJMUTENN CTPYKTYPHOI'O IMOJPA3AECIEHUS WIH €r0 COCTaBUTENU. B
FapaHTUMHBIX IMHCbMAaxX IMOAMNUCH PYKOBOJIUTEIEH YHAOCTOBEPSETCA II€YATHIO
MPEAIPUATHA.

7.2. IIpoToxkoa

[IpoToKOII - 3TO AOKYMEHT, (UKCHUPYIONIUN XOJ OOCYXKIEHHUS BOIPOCOB U
OPUHATUS pElIeHU Ha coOpaHusX, COBEIIaHMSIX, KOH(epeHuuss U T.0. OH
HEOOXOANM JJIsi MpEeNaHusl IOPUIUYECKON CHUJIbI PEHICHHUSM, MPUHSATHIM HA KOJI-
JIETUAJIbHOM MEPOIPUSATHUU.

TekcT mpoTOKOIa COCTOUT U3 IBYX YAaCTEM: BBOIHOW U OCHOBHOM.

Beoonas uacmbs TPOTOKONA COAEPKUT IOCTOSHHYIO U IEPEMEHHYIO
UH(pOpMALIHIO.

[TocTosinHast wHGOpMAIUS TPEACTABISIETCS YCTOWYMBOM TEPMHHOJIOTHUEH -
«IIpencenarenby, «lIpesumguym» (ecnmu oH  u3bupaercs), «Cekperapby,
«IIpucyrcrBoBanu», «llpurnamenssie». OTU ClIOBa MUIIYTCS ¢ OOIBIION OYyKBBI
OT HayaJa JIeBOro MOJIs.

K nmepemennoit uapopmanuu ornocsates ®.M.0. npeacenarens, cekperaps,
WICHOB  MPE3UAWyMa, MPUCYTCTBYOIIMX W NpuUIIalleHHbIX. ®Damunun
KOJUIETHAIBHOTO OpraHa pacrnojaratoT B al(aBUTHOM MOPSAKE, Yepe3 3alsiTylo, B
CTPOUKY, 4Yepe3 oAuH uHTepBas. Eciu yucino cobpaBuuxcs uieHOB Oosbiie 15
YeJIOBeK, TO YKa3blBalOT MX oOOIlee KOJIMYECTBO M PSIJAOM B CKOOKax -
perucTpanuoHHbi guct npunaraerca. Hampumep: IlpucyrcrBoBanmu: 156 yen.
(Perncrpanmonnsiii auct npwiaraercs). IIpy 3ToM B perucTpaniiOHHOM JIMCTE
JIeTIaeTCs CChUIKA Ha BUA JOKyMeHTa, Ne u naty. Hanpumep:

PerncrpaliMOHHBIN JIMCT K MPOTOKOJY 001IEro cOOPaHusi akKIHOHEPOB
Ne 12 ot 15.09.2003

Ecmu MMPUrIIalICHHBIC JIMIa MIPCACTABIIAIOT CTOPOHHIOIO OpPraHu3alnuvio, TO K
nx q)aMI/IJ'II/ISIM I[O6aBJ'I5HOT HaNMCHOBAHHC NOJIZKHOCTH W OpraHU3alluvu. HOpHI{OK
1%9,¢ O(l)OpMJIGHI/ISI TaKou KC, KaK 1 YICHOB KOJUICTUAJIBHOT'O OpTraHa.
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BBojHas 4acTh NpPOTOKOJIa 3aKAHYMBAETCS HOGecmKoul OHA. BoipaxeHue
«ITOBECTKA JIHS» numiercs OoT Hayajia JEBOrO MOJISI WM IO LEHTPY MpHU
npoAoJibHOM crioco0e odopmiieHus: npoTokona. C KpacHOM CTPOKM HAYMHAIOT
3alUCh IYHKTOB TMOBECTKHU JHS, KOTOpbIe HYMEpYIOTCS apaObCKkumu Iudpamu.
Bompocsl pacnonararoT o CTENeHu Ba)KHOCTU U CIOXKHOCTU. He pexoMeHnmyercs
dopmynupoBka «PazHoe»: Kaxblil BONPOC AOHKEH ObITh KOHKPETU3UPOBAH.

Ocnosnass uwacms TIpOTOKOJAa cTpoutcs 1o cxeme: CJIIVIIAJIM - BBbI-
CTYIIMJIN - TIOCTAHOBWJIM (PELLMJIN), mpudyeM njisg KaXJI0ro BOMpoca
ornenbHo. CloBa «CHyllialy, BBICTYNMWIM, NOCTAHOBWIM WM PEUIWINY MUIILYT
NPOIMMCHBIMU OyKBamMH, OT Haudaja JIEBOIO MoJisf, 0e3 3HAKOB IpenuHaHus (OoT-
KpbITasl MyHKTYaIusl).

[Tepen cnoBom «CITYIIIAJIN» cTaBIT NOPAIKOBBIII HOMEP BOIIPOCA TOBECTKU
nHs1. Hammpumep:

CJIYIIAJIN

BBICTYITMJIA

I[TOCTAHOBUWUJIN

Takas cxema NPOTOKOJMPOBAHUS O3HAYAET, YTO CIYIIAJIW, BBICTyNAIUd U
IPUHUMAIIU PEIIEHUS 110 IEPBOMY BOIIPOCY.

C KpacHOW CTPOKHM THWITYT WHUINHUAIBI W (aMWIAIO JOKIATYNKa B HMeE-
HUTENbHOM Majaexe. Jlamee cTtaBaT Tupe M ¢ OONBIION OYKBBI U3JIararoT KpaTkoe
colepKaHMe JIOKJIaga wid cooOwmeHus. Eciu Teker [okiaaa MpeicTaBieH
JIOKJIAIYUKOM, TO BMECTO KpPAaTKOTO COOOIICHHS Jelaerca mnoMmerka «Jlokiman
npuiaraercs». HanuMeHoBaHue HOMKHOCTA U MECTO pabOThl HE YKa3bIBAaIOT, €CIIH
JOKJIaJ4MK 3asiBJICH U IOMMEHOBAH B MOBeCcTKe MHA. Hampumep:

1. CJIVIHAJIN

B. A. IlacTyx0B - OKIaJ IpUJIaraeTcs.

HanMeHoBaHM€ TOMKHOCTH M MECTO pabOThl HE MUIIYT, T.K. OHU yKa3aHbI B
MIEPBOM MYHKTE MOBECTKH JHS.

BricTymuienusi, BOIpOCH U OTBETHI, IPEHUSI PUKCUPYIOT B pa3Jieie
«BBICTYIINJIN».

C KpacHOW CTpOKM MHINYT HWHULMAIBI U (aMWINIO BBICTYyHAOIMUX (B
UMEHUTEIHHOM TaJIeKe) C YKa3aHUEM JOJKHOCTH, TOCIIE TUPE C OOIBIION OYKBBI
U3JIaraeTcsa KpaTKoe COoAep)KaHuEe BBICTYyIUICHUs. [loBecTBOBaHME MOYKHO BECTHU
aubo ot mepporo juna («f mpennararo...»), 1ub0 oT Tperbero juna («DPpoaon
CKa3aj, 4YTO...»), a TakkKe OE30THOCUTEIbHO K JHIly ToBopsmero («Yuer,
perucTpaius U XpaHeHHE JOKYMEHTOB B KaHIEISPUU MOCTABJIEHBI XOPOIIO . » )
win B 0e31mnuHoi popMme («CTenaHOBbIM ObLIO MPEICTABICHO . » ).

Ecnau BhICTymaronuM NPEACTABIEH TEKCT BBICTYIUIEHUS, TO TOCIE TUPE
nenaercst moMmerka « TeKCT BBICTYIIICHUS PUIIaraeTCs.
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[Ipu nmpoTOKOIMPOBAaHUU BOMPOCOB CIIOBA «BOMPOC» U «OTBET» HE MUILIYTCS.
3anuchIBaIOT WHUIMAAIBI W (aMUINIO BBICTyHaromero (mpu HE0OXOIUMOCTH
YKa3bIBAIOT MECTO PabOThl U JOJDKHOCTH), 3aT€M CTaBAT THUpPE, JaJIee IMUIIYT
BOIIPOC U J1aJie€ TAKUM K€ 00pa3zoM 0hopmIIsieTCs OTBET.

Hanpumep:

A. A. CmupHoB, HauanbHUK 1exa Ne 4, - B kakue CpoKu mOpeamnoiaraercs 3a-
BEPIIUTH PEOPraHU3aLNIO 1Iexa?

I1.B. BoponuH, 3aM. AUpeKTOpa MO MPOU3BOJICTBY, - He no3anee 20 nexadpst 3Toro
roja.

3asepwaroweii wacmoio IPOTOKOJIA SIBISIETCS MOCTAHOBJICHUE (PELICHUE).

[TocTaHOBIIAIOIIYIO YacTh CTPOAT MO CXEME: JEHCTBHE - HUCIIOJIHEHHUE -CPOK.
HcnonnureneM MoXeT ObITh OpraHU3alus B LEIOM, CTPYKTYPHOE TOJIpa3elieHre
WM KOHKPETHOE JOJKHOCTHOE NUI0. Eciii mocTaHOBJIEHUE COJIEPKUT MYHKThI, TO
OHH HyMepyroTcst apabckumu udpamu. Kakaplii MyHKT HAYMHAIOT C KPacHOM
CTPOKH.

[TpoTokon Moxer (UKCHpOBaTH pelieHHe 00 YTBEPKIECHUU KaKOTo-IHOo
JNOKYMEHTa. B 3TOM ciydae MpOTOKOJI JOJKEH MMETh CChUIKY Ha JaTy U HOMEp
JIOKYMEHTA, a caM JJOKYMEHT JIOJKEH MPUIIaraTbCs K MpOTOKOITY.

[Tpu BrIOOpax B MPOTOKOJIE YKA3BIBAIOT PE3YNIbTAThl TOIOCOBaHUs: «3a» -140
yen. «IIpotus» - 4 yen. «Bo3nepxkainucey - 2 yel.

Ecnmu x mpoTokony mpwiarairoT CTEHOrpammy, TO 00 3TOM JENaroT 3aIucCh
nocjie MepBOod 4acTh NpOTOKoJia (Ieped MOBECTKOM AHs): 3acelaHue Y4eHOro
coBera creHorpadgupyercsa. CTeHorpaMma Npusaraercs.

[IpoTOKOJI TOANMUCHIBAIOT MPENCENATENIb U CEKPETapb, KOTOPBIM TOIKEH
03HAKOMUTh KaXKJIOT'O BBICTYMAIOIIETO C TEKCTOM MpoTokoa. [Iporokon coOpanus,
JUTSL BEIIEHUS KOTOPOTro W30MparoT MPEe3UAUyM, MOAMKUCHIBAIOT MpeCce/1aTeNlb,
CEKpETaph U BCE WICHBI IPE3UANYMa.
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dopmysip-oopazer; [IPOTOKOJIA coctout u3 pexuzuros: 08, 10, 11,12,
14, 18, 20, 21, 22.

AK1uoHepHOe o0beauHeHne «JIyw»

ITPOTOKOIJI Ne 12
21.12.2003 B

r. OMcCKk

CobOpanust Tpy10BOr0 KOJUIEKTHBA

[Ipencenarens N.0. @amunus

Cekperapr H.O. ®amunus

[IpucyrctBoBay: M. O. @amMuinnm 4WIEHOB KOJUIETHAIBHOIO OpraHa.
[Ipurnamenssie: H. O. ®amMuiivy 41€HOB KOJUIETHAIIBHOTO OpraHa.

Cobpanue crenorpadupyercs. CTeHorpamma mpuiaraercs.
[TOBECTKA JIHA

1. O6 wrorax pa6oret B 2003 roxy. Jlokiaa TreHEpaJbHOTO JAUPEKTOpa
oowenunenuss M.U. Ceposa.

2. O nporpamMme peopraHuzanuu qouepHux npeanpustuii B 2004 r.
1. CJIYIOAJIN

N.O. ®amunus - 3anuce gokiana (wim: TekcT noknaaa npuaaraercs)
BBICTYIIAJIA

N. O. ®amunusa - 3anuck BbICTyIUieHUs (Wiau: TeKCT BBICTYIUICHUS TpHIia-

raercs).
[NIOCTAHOBWJIN
2. CJIVIOAJIN

[Ipon3BOAST NPOTOKOIMPOBAHUE IO CXEME MTEPBOTO.

[Ipencenarens [Toamuck N. O. ®amunus

Cekperapb [Tonnuck H. O. ®amunus
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7.3. JIokJaaHasi 3aMUCKAa

DTO BUJ BHYTPEHHEH MEPENHUCKU CIPaBOYHO-MH(DOPMAMOHHOIO XapakKTepa,
coJiepKallei u3J10KeHrne Kakoro-imbo Borpoca win ¢akra. [ToMuMo m3noxeHus
(akToB, JOKJIAgHAs 3alKCKa MPEANOoaraeT HajJu4due BBIBOJOB U MPENJIOKEHHI
COCTaBUTEIIS.

[Io comepkaHWIO W HA3HAYECHUIO JIOKJIAJHBIC 3aMUCKH JIETATCS Ha UH-
Gopmayuonnvlie U omyemnvie. B 3aBUCUMOCTH OT ajpecara JOKJIAJHbIE 3allHCKU
MOTYT ObITh BHYTPEHHUMH, aJIPECOBAaHHBIMU PYKOBOJIUTEISIM MIPEATPUATHS
(MX MOANUCHIBAET aBTOP), U BHEUIHWMMH, NMPEJHA3HAYECHHBIMU ISl aJpecaly B
BBIILIECTOSAIME OPTaHU3aluU (TIOJIUCHIBAET PYKOBOAUTENb OPraHU3alnN ).

JlokmanHas 3amucKa COCTaBIISIETCS KakK [0 MHUIMATUBE aBTOpa, Tak U IO
YKa3aHUo aaMUHUCTpanmu. Llenp AoKiIagHOM 3amucKu ofgHa - NOOYyAHTH py-
KOBOJMTEIS IPUHSTH PEIICHHUE.

TekcT NOKIAaJHOM 3alMMCKU COCTOUT M3 ABYX YacTeil: mepBas - HU3JI0KEHUE
(akTOB, MOCTYKMUBIIUX MPUUYMHOM JUIsl HANMCAHMS, BTOpas - BBIBOJbI, MHEHUS
COCTaBUTEINA, MNPOCLOBI, mpeioxkeHusa. DopMmbl BEXIUBOrO OOpalieHus U
3aBepuieHus1 («YBaxkaemblil»y, «C yBakeHHMEM») BO BCEX BHJaX BHYTPEHHEU
NepenucKy HeuenecooopasHbl. He cToMT HauMHATH AOKIAIHYIO 3aMMCKY CO CJIOB
«/loBoxxy no Bamero ceenenus.».

[Ipu odopmieHun Bcex BHUIOB BHYTPEHHEH TMepenuckd (JOKJiagHas,
ciykeOHasi, OOBSICHUTENIbHAS 3alKiCKU) yI00HEee HCIONb30BaTh YIJOBOE pac-
MOJI0’KEHUE PEKBU3UTOB, T.K. JIEBBIM yroy OyJeT OTBEACH IJi1 PEKBU3UTOB aBTOpa
(ampecaHTa), a MpaBblil - 17151 PEKBU3UTOB MOIYyYaTesl.

dopmynsap-o6pazen JOKJIAJTHOM 3AITMCKHU cocTout U3 pekBU3uTOB: 08,
10, 11,12, 14, 15, 18, 20, 21.

OAO «Jlyu»
BYXT'AJITEPUA ['enepanbHOMY TUPEKTOPY
JOKJIAITHAA 3AITMCKA A.B. ®poanoBy
Ne
r. Kaimyra

O BBIACIICHHUU OPITCXHUKHU

Bo Bropom kBaptane 2003 roga otien IiaHUpyeT BHEAPEHUE HOBOM BEpCUU
koMmbioTepHord mporpammbl 1: C BYXT'AJITEPUS, kortopas Tpebyer Oomee
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COBPEMEHHOI'0 MaTepHuaabHOro obecrneueHus. Kommprorepsl kiacca Pentium 2,
UCIIOJIb3yEMbIE B HACTOSIIIIEE BPEMSI, HE COOTBETCTBYIOT 3TOMY YPOBHIO.

[Ipomry Bac Bpiaenurs HameMy MNOAPA3AEICHUI0 KOMIIBIOTEPBI Kilacca
Pentium 4 - 6 mrT., 1a3epHbIil IPUHTEP - 2 TIT.

['maBHBII Oyxranrep C. B. Bonkosa

7.4. CayxeOHas 3anMCKA

CnyxeOHasi 3amucka, KaKk W JIOKJAJHasl 3alucKa, OTHOCHUTCS K (opmam
BHYTpPEHHEW nepenucku. HanpapisitoT ee u3 CTpYyKTYpHBIX MOJAPa3IeICHUN UIN OT
JOJKHOCTHBIX JIMIT JIIOOOMY ajipecaTy BHYTPHU OpraHU3aIUU.

CnyxeOHbIe 3alMCKU MOTYT UMETh MH()OPMAIIMOHHBIA, MHUIIMATUBHBIN WIIH
oTueTHBIM  xapaktep. CnyxeOHyl0 3alHuCcKy MOJAMHUCHIBAET PYKOBOJIUTENb
MOAPA3JICIICHUS, PEKE - €€ COCTABUTED.

TekcT cinyxeOHON 3alMCKU COCTOUT U3 JBYX YacTedl. B mepBoit - u3nararor
(bakThl, MOCIYXUBIIKE MPUYMHON JJIsi ee HamucaHus. Bo BTopoil - u3naraior
POCHOBI, JENal0T BBIBOABI M JAIOT MPEUIOKEHUs N0 u3araemMomy Bormpocy. Ot
TOTO, KaK OYJyT WU3JI0KEHBI (DAKTHI U MPUUYUHBI B TpeaMOyIie, 3aBUCHUT BOCIIPUSITHE
IPOCHO M MPEITIOKCHUHN B 3aKIIFOYUTEIIHHON YacTH.

CnyxeOHble 3alUCKH, KaK U JOKJIAJIHbIE, PEKOMEHIYETCS PErucCTpUpPOBaTh B
KypHaJax PErucTpalri BHYTPEHHEN JIOKYMEHTAIUU.

dopmynsap-o0paszeln cayke0HOM 3aMUCKU COCTOUT U3 TE€X K€ PEKBU3UTOB, YTO
XapaKkTepHbl U JOKJIAAHOW 3amucku. H3MeHsieTcss Julllb HAUMEHOBAHUE
JOKYMEHTA.

Odopmitsist 000N BHYTPEHHHM JTOKYMEHT, HY>KHO 00s3aTEbHO YKa3bIBaTh
BCE HEOOXOMMMBIC TSI €r0 MICHTU(DHKAIINA PEKBHU3UTHI, T. K. JOKYMEHT MOXKET
MOTACTh B IPYTYIO OPTraHU3AIMIO U OH JIOJKEH OBITh OMO3HAH.

7.5. OO0BSACHUTEILHAS M MOSACHUTEJIbLHAA 3AIMUCKH

OO0bsicHUTEJIbHASA 3alHMCKA - JIOKYMEHT, OOBSCHAIOIIMA MPUYMHY Ha-
pYLIEHUS TPYAOBOM TUCIUIUIMHBI UM HEBBIIIOJHEHUS KaKOro-I11u00 MOpy4YEHUs U
T. 1. OOBSCHUTENbHBIE 3aIIUCKU JIMYHOIO XapakTepa pabOTHUKH MUIIYT OT PYKH.
OObsicHUTENbHAS 3alUCKa JOHKHOCTHOIO JIMLA, MOSCHSIONIAs HEBBINOJIHEHUE
nopy4eHusi, opopmisieTcss Kak opuIMaIbHbIA JOKYMEHT (110 00pa3ily JOKJIaJHOU
3aITUCKH).

Eme oaHa pa3sHOBUIHOCTh - MOSICHUTEJbHAsl 3aNMCKa, CoJepiKalias
pPa3bACHEHMSI OTAETbHBIX MOJ0KEHUII OCHOBHOTO JOKYMEHTa (I1aHa, MPOrpaMMBl,
OT4eTa, MPOEKTA U T.1.).
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[TosicHuTENbHBIC 3aMUCKH, KaK TMPWIOKEHHE K OCHOBHOMY JOKYMEHTY,
oopmisroTes Ha oOmmx 6mankax. [lognuceIBaeT Takyro 3aMUCKy PYKOBOAUTENb.

dopmysp-o6pasen OFBSCHUTEJILHON (IIOSICHUTEJIBHOI)
3AIIMCKU B 3aBUCUMOCTH OT Ha3HA4Y€HHUS COCTOUT U3 pekBu3uton: 08, 10, 11,12,
14, 15, 18, 20, 21, 28.

7.6. AKT

AKT coOCTaBisieTCs TpPyNHoOM JUL JJId IMOATBEPKIACHUS YCTaHOBJIEHHBIX
daktoB wiu coObiTuil. CylllecTByeT MHOXKECTBO BHJIOB: aKThl MHBEHTAapU3allWH,
OpUEMKHU padoT, MpueMa-nepeiayd MaTepruaibHbIX HEHHOCTEH, 1€, YHUUTOKEHUS
JOKYMEHTOB, aKThl aBapui U T. 1.

AKTBI HE COCTABJISIIOTCSI IPOU3BOJIBHO, MO JUYHOMY BOJIEU3BSABICHUIO. JTO -
IIPEpPOraTuBa BPEMEHHBIX WJIM ITOCTOSHHBIX KOMHCCHW WM JOJKHOCTHBIX JIHIL,
YIOJHOMOYEHHBIX BBIMOIHATh Takylo paboTy. IIpu 3TOM B akTe cChLIarOTCsA Ha
JOKYMEHTHI (IIPHUKa3, paCOPS)KEHUE U T. [I.), HOATBEPKIAIOIINE UX TOJTHOMOYHSL.

Hekoropble BUIBI aKTOB TMOMJIEKAT YTBEPKIAEHUIO (AKThl CIUCAHUS,
KOHTPOJIBHO-PEBU3HUOHHBIE U T.A.). OHM YTBEPXKAAKOTCA PaCHOPAIUTEIbHBIM
JOKYMEHTOM WM PYKOBOJHUTENIEM, IO YKA3aHUIO KOTOPOrO COCTAaBJIEH JTOKYMEHT
WIH K KOMIIETEHLIMM KOTOPOr0 OTHOCUTCA cofep:kanue akta. [Ipu HeoOxonumoctu
aKT MOXKET UMETh PEKBU3UT «I'pud cormacoBaHus».

TeKcT akTa COCTOUT M3 BBOAHOW U KOHCTATUPYIOILIEH YaCTEN.

B mnepBoi yacTu yKasbIBACTCA OCHOBAaHMWE ISl COCTABJICHUs aKTa, Iepe-
YUCHAIOT JIML, COCTAaBHUBIIMX aKT M NPUCYTCTBYIOIIMX IPHU ITOM, C YKa3aHUEM
OCHOBHOM JIOJKHOCTH (TIpe/iceiaTeNb, WIEHbl KOMUCCHI, MPUCYTCTBYIOIIHE).

OcHoBanue: npukas gupekropa 3asoga ot 21.11.2003 Nel45.

BrelpaxkeHue «mbl, HWXENOAIUCABIIMECSA, COCTABWIM HACTOSAIIUM aKT»
cuntaercs ycrapeBmuM. CrenyeT mnucaTh: «aKT COCTaBJIEH KOMHCCHEH B CO-
CTaBe..».

Bo BTOpoif WacTHm marOT oOmMHCaHWE MPOJCIaHHOW pPAaOOTHI, (PUKCHPYIOT
COOBITHS, (paKThl, M3JAraloT BBIBOJIbI, MPEMJIOKEHUS. AKTbl peBH3UH, 00Cien0-
BAaHWM, NMPUEMKN W3JEINNA COAEP/KAT 3AKIIOUECHUS M PEKOMEHIALNUA €ro COCTa-
Butenel. [Ipn 3TOM TEKCT MOXKET ACIUTHCSA HA ITYHKTHI M IOAITYHKTBI, a TaKKe
MOET OBITh COCTaBji€H B BuAE TaOMuupbl. [Ipyn Hanmuumu npuioKeHUil naenaercs
OTMETKA B TEKCTE.

AKT NOAIMCBHIBAIOT BCE JMLA, NPUHUMABIIME yYYaCTHE B €ro COCTABJICHMH,
JODKHOCTH TpU 3TOM He ykaspiBaioT. C akTamu peBM3Uil U 00cienoBaHU
3HAKOMST BCEX JIML, [JEATEIbHOCTH KOTOpPbIX OHU Kacarrcsa. llpu stom
IPOCTABISAIOT OTMETKY: «C aKTOM 03HAKOMJIEHBI: (MOJIUCH, AaTa)».
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AKTBI 0OpMIISIIOTCS Ha OO0IIeM OJlaHKE WJIM YUCTOM JHcTe Oymaru. Tekcr
aKTa IevartaroT yepe3 1,5 uaTepBaa.

dopmymsip-oopazer; AKTA coctout u3z pexksusuton: 08, 10, 11, 12, 14, 16,
18, 20, 21, 22, 23, 25, 28.

7.7. CnipaBka

CnpaBka moaTBepknaer (akThl WU COOBITHS B OIPENCICHHBIA OTPE30K
BPEMCHH.

CrpaBKM pa3nyaroT JBYX BUJIOB:

1. Cnpaexu, onucvleaowue u noomeepaicoawue akmol Ui coObIMUsL
npou3800CcmeeHHou OeamenvHocmu. VIX COCTaBISIOT MO YyKa3aHUIO BBIIIe-
CTOSIIEH OpraHM3aIlMi WIM PYKOBOAMUTENS OpraHu3alu s WH(opmanuu o
BBIIIOJIHEHUM IUJIAHOB, 3aJaHUM, NOPYYEHUN. TEKCT TakOM CIpPaBKU COCTOUT U3
JIBYX YacTeW: B MEPBOM YACTH HM3JararT (DaKThI, MOCTYKUBIIAE TIOBOJOM K €€
HAIMCAHUIO, BO BTOPOM - MPUBOJATCS KOHKPETHbBIE JaHHbIE.

BeIBOABI M TpEIIOKEHUS B CIpaBKEe HE MPHUBOAATCS. JTO OTIWYAET €€ OT
JoKIanHoN 3amucku. Ecim B cnpaBke (PUKCHUPYIOTCS COOBITHS OMpENeICHHOTO
OTpe3Ka BPEMEHH, TO OTO JODKHO OBITh OTpaK€HO B 3aronoBke: «O Kom-
IIeKTOBaHUU 3aKa3a Ha 2003 roay.

CrnpaBKy, BBIXOMSINNE 33 MPEAETbl OpraHu3anuu, oQOpMIISIFOTCS Ha OOIIUX
Oomankax (opmara A 4. OHH TIOAMUCHIBAIOTCS PYKOBOAWTEIEM MPEATPUATHS U
3aBepSIIOTCS  MevyaThlo. BHyTpeHHue chpaBku OQOPMIISIIOTCS € TEMH Ke
PEKBU3UTAMU, HO Ha YHUCTOM JHUCTe Oymaru. [laToil cripaBKHM SIBISETCS J1aTa €
MO/IITACAHUS.

2. Cnpaexu, yoocmosepsowue opuoudeckue ¢haxkmosl. TOITBEPKIAI0-
mue MeCcTO paboThl, y4eObl, 3aHUMAEMON JOJKHOCTH, MeECTa MPOKUBAHMS,
cTak paborel U T. A. OHU BBIIAIOTCS MO 3aMPOCaM 3aMHTEPECOBAHHBIX JIUI[ U
yapexaeHnii. Kak mpaBuiio, Mpu COCTABICHHH TAaKWX CIPABOK TPUMEHSIOTCS
yHuUIMpoBaHHble TpadaperHbie Onanku. Takue CcHOpaBKU MOANMKUCHIBAIOTCS
PYKOBOJIUTEIEM OpraHU3allUU U 3aBEPSIIOTCA MEYAThIO.

®opmynsip-odpazen; CIIPABKU cocrout u3 pexsusuron: 08, 10, 11, 12, 14,
18, 20, 22, 25.
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8. IoKyMeHTBI 10 JIMYHOMY COCTABY

CaMmocTosTeNbHYIO  (JIOKaJbHYIO) CHUCTEMY JIOKYMEHTOB  COCTaBIISIIOT
JOKYMEHTbl MO JIMYHOMY COCTaBY, OTpa)karolllie MpPaBOBYIO, TPYAOBYIO U CIYy-
KEOHYIO IeATeTLHOCTh PA0OTHUKOB OpPTraHU3aINi, YIPEKICHUH.

JIOKyMEHTBI MO JINYHOMY COCTAaBY BO3HUKAIOT B PE3yJbTATE BO3ME3IHBIX
TPYJIOBBIX OTHOIICHUN MEXIY YyupekaeHueM (paboromareneM) U COTPYIHUKOM,
OHM OTpaXaloT TMpaBa paOOTHUKA Ha JACHEKHOE BO3HATPAXKICHUE 3a TPYI,
NOJTBEPXKACHUE TPYAOBOr0 CTa)ka, NEpeMelleHne Mo padoTe, MPOABUIKEHUE IO
cyx6e u T. 1. K Takum qoKyMeHTaM OTHOCSITCS: TIPHUKA3bl 10 JIMYHOMY COCTaBY,
3asBJICHUSI, TPY/IOBbI€ KHI)XKH, JTUYHBIC KapTOUKH, aHKETHI, pe3toMe u T. mn. Kak
NpaBUiO0, KAaJPOBBIMU JIOKYMEHTAMHU 3aHUMAIOTCS KOHKPETHbIE JOJKHOCTHBIC
JIMA WU OTHAEIIBI.

B pabore ¢ IUYHBIM COCTaBOM CO3/JaeTcsi OONBIION OO0BEM OJHOTHUITHBIX
JIOKYMEHTOB, 4TO CIOcoOCTByeT ux yHuukanuu. Cosnanve yHHU(PUIIUPOBAHHBIX
dbopM KaIpOBBIX JTOKYMEHTOB M UX DJJIGKTPOHHBIX BEpPCHM, HCIOJIb30BaHUE
CHEIUATBHBIX KOMITBIOTEPHBIX MPOTPAMM 3HAUYUTEIHLHO 00JIeTYaeT paboTy ¢ HUMHU.

ITocranoBnennem I'ockomcrara Poccuu ot 06.04.2001 No 26 yTBEp I€HBI
coriacoBaHHble ¢ MunHucTepcTBOM (QuHaHCcOB Poccum u  MuHHCTEPCTBOM
skoHOMHUKHU Poccuu ¢GopMbl MEpBUYHON Y4eTHOM MOKyMeHTanuu. B ux coctaB
BOIUIM W (OPMBI KaJpPOBOM JOKYMEHTAllUM MO YYeTy Tpyda U €ro OIiaThl,
KOTOpBIE 00s3aTENbHBI I YUPEKICHUHN, OpraHu3aliid U MIPEANPUATHNA BCeX GopM
COOCTBEHHOCTH.

Kaaposblie cityk0bl mpeNnpUsTHil B HACTOSIIIIEE BPEMSI TOJKHBI OUPATHCS Ha
3TH (HOPMBI:

- [Ipukas (pacnopsixenue) o npueme Ha padoty - popma Ne T-1, Ne T-1a;

- Jlngnas kaptouka - ¢popma Ne T-2, nuunHas kapTodka rocydapCTBEHHOTO
cayxamero T-2 I'C;

- llltarnoe pacnucanue T-3;

- YdeTHas KapTo4Ka Hay4YHO-TIEIarorniyeckoro paboTHuka - opma
Ne T-4;

- IIpukas (pacnopsbkeHue) o ImepeBojie Ha APYryro padory - popma
Ne T-5, T-5a;

- Tlpuka3 (pacmopsikeHne) 0 IPeIOCTaBICHUH OTITyCKa - (hopma
Ne T-6, T-6a;

- I'paduk otmyckoB - popma T-7

- [Ipuka3s (pacnopspkeHue) o MpeKpalieHuy TPYI0BOro 10roBopa (KOHTpaKTa)
- popmaT-8, T-8a;

- [Ipukas (pacmopspkeHne) O HalpaBlIeHUU PaObOTHHWKA B KOMAaHIUPOBKY -
dopma NeT-9, T-9a;
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- KomanaupoBouHoe ynocroBepenue - popma NeT-10;

- CnyxeOHOe 3aiaHue s HamnpaBlIeHUs B KOMaHIUPOBKY U OTYET O €ro
BbINoJIHEHUH - popma Ne T-10, T-10a;

- [Tpuka3 (pacnopspkeHue) o noompeHun pabotHuka - gopma NeT-11, NeT-
11a.

Bce ¢dopMbl, mOMEdeHHBIE TUTEPOIl «ay», MpeaHa3HAYEHBI A 0QOPMIICHHUS
paclopsANTEIbHBIX AKTOB OJJHOBPEMEHHO Ha HECKOJIBKO pAaOOTHUKOB.

JIOKyMEHTBI MO JIMYHOMY COCTaBY HMMEIOT JUIMTENbHBIA CPOK XpaHEHUs U
TpeOYIOT OCOOBIX YCIOBUM COXPAaHHOCTH - CIELHUAJIbHBIX MOMENICHUNA U He-
cropaembix ceiioB. OHM AOKHBI PETUCTPUPOBATHCS U XPAHUTHCA OTHAEIBHO OT
JOKYMEHTOB, COJIEp)KaIllUX CBEIEHUS IPON3BOICTBEHHOTO XapaKTepa.

Bo3mesgubie oTHOIIEHUST MeXay paboTojgareneM W pPaOOTHUKOM B 00s-
3aTeIbHOM TIOPAJIKE JOJKHBI  OQOPMIISATBCS  PACIIOPSIAUTENLHBIMU  AKTaAMH -
npUKa3zaMH, TOTOBOPaMH, KOHTPAKTaMH U T. JI.

8.1. Pe3iome

N3MeHeHne CcUCTEeMBbl IPaBOBBIX OTHOIICHHH BeAeT K OOHOBIIGHHIO CO-
nepkaHuss 1 (GopM TpaJUIMOHHBIX KaJPOBBIX JOKYMEHTOB (AaHKETa, XapakTte-
pUCTHKA, TPYIOBOM JOTOBOp, JIMYHASA KapTo4yka U Jp.). [1oABIAIOTCS JOKYMEHTHI,
HE TPUMEHSBIIHECS paHee, TaKhe Kak pe3ioMe, IpuoOpeTaroIue Bce OOJbIIYIO
NOMYJISPHOCTh B YCJIOBHUSAX MOUCKA TPYAOYyCTpoiicTBa. OJIHAKO HE PEKOMEHIYETCS
NOAMEHSATh UM 3asBlieHHE. (OCOOCHHOCTBIO pE3lOME SBIACTCS H3JI0KCHUE
CBEJICHHUI 0 CBOEM O0pa30BaHUU U TPYAOBOU AEATEILHOCTA B OOPATHOM MOPSIAKE,
HauYMHAs C HACTOAIIEr0 MOMeHTa. B pe3tomMe MOryr OBITh YKa3aHbI JHOOBIC
JOTIOJTHUTENIbHBIE  CBEACHUS O CBOUMX NPO(PECCHOHATBHBIX HaBbIKAX U
JIOTIOJIHUTEIIbHBIX crieluanbHOCTAX. B pe3tome ykazbiBatoT: MO (1moaHOCTHIO),
JaTy POXKJICHMS, aJpec, KOHTAaKTHBIM Telne(oH, ceMeWHOoe I0J0KeHue, IIeb,
oOpasoBaHue, MpodheCCUOHATILHBIN OMBIT, TOMOJTHUTEIbHBIE CBEACHUS, TTOATHUCH.

OCHOBHOI OITMOKON B COCTaBJIEHWU PE3IOME SBJISIETCS BHECEHWE B paslien
«/lomomHUTEIbHBIE  CBEIEHHS»  COOOIIEHUS THMA <JIIOOJII0  YKUBOTHBIXY,
«YBIICKAIOCh PBIOAIKON» W T.M. DTOT paslien OTpaxaeT Jpyrue oOJacTh Mpo-
(dbeccHOHANIbHBIX 3HAHWM W HABBIKOB: 3HAHHWE HWHOCTPAHHBIX SI3bIKOB, HABBIKU
pabotsl Ha [IK u T.1.

Pestome odopmisercs Ha craHmapTHOM jaucte Oymare. Kaxmeii paszgen
opopmisieTcs ¢ oTaeabHON CTpoku. DiaroBeiii crocod ohopmIIeHUS CBEICHHUIN
npuaaeT JOKYMEHTY YNOpsSI04YeHHBbIM Bua. Pestome (QukcupyeTr TOIBKO KOH-
KpeTHYI0 HHGOpMAIIHIO, T. K. pab0TOAaTENb BIPABE MPOBEPUTH €€ HICTUHHOCTb.
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PE3IOME

CogoBbeB Bagum Muxainosuy 21.03.1960 r.p.

AJIPEC: nip. Mupa, 21, kB. 146, r. Omck 644050. TEJL.: 65 04
20 (gom); 8 904 322 98 56 (cot.). CEMEHHOE
IMOJIOKEHME: xeHat, UMEIO ChIHA.

HE.JII)' IMOJYYCHHC NOJDKHOCTHU HaYaJIbHHUKA OTACIIa IIPOTrpaMMHOI'O obOecreueHusl.

OBPA30OBAHMUE:

1977-1982 - OMmckuii ToCyJapCTBEHHBIN TEXHUYECKUI YHUBEPCUTET TIO CIie-
mansHocTd «QJIEKTPOHHO-BBIYNCJIMTEJIBHBIE MAIIUHBID ¢ npu-
csoenueM kBanudukanuu - UHXKEHEP-CUCTEMOTEXHUK. 1967-1977 -
cpenssis mkona-rumuazus Ne 139 r. Omcka.

IMPO®ECCUOHAJBHBIN ONBIT:

1992 - no HacTosIero BpeMEHHM - HaYaJIbHUK BbIYUCIUTENbHOTO otaena OAO
«Catypu» (oOecreunBar0 MPOrpaMMHYIO TOIACPKKY (PUHAHCOBOTO OTAENA H
(G YHKIIMOHUPOBAHUE BEIYUCITUTEIHLHON TEXHUKH).

1980-1992 - wumxenep OHUMUIIL, ¢ 1987 r. - HavanbHUK CEeKTOpa (3aHUMAJICS
pa3pabOTKON BBIYUCIUTEIbHBIX CUCTEM).

JAOINOJIHUTEJIBHBIE CBEJIEHUSA:

Nmero onbIT paboThI € 3IEKTPOHHBIMH TaOJIMIIAMH, TEKCTOBBIMU U TpauuecKuMu
penakropaMu, 0a3aMu JJAHHBIX.

Brnanero aHrmiicKuM sI36IKOM (UTEHUE, CAHXPOHHBIN TiepeBo). [1o TpeGoBanmio
MOTY MPEIOCTaBUTh HEOOXOIUMbIE PEKOMEHAAITUH.

Iloonuce  B.M. ConoBseB Jlata
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8.2. [Ipuka3 o JMYHOMY COCTABY

[Ipuka3pl 1O JHMYHOMY COCTaBY OTPAKAIOT CBEIECHUS O Kajapax: IpUEM
(yBOsIbHEHUE) Ha pabOTy, EpeMEIIeHHE 110 padoTe, YCTAHOBIEHUE JOHKHOCTHBIX
OKJIQJIOB, NPEIOCTABICHUE OTIYCKAa, HEMOJHOrO pabdouero IHS, KOMaHIAWPOBKH,
U3MEeHEeHue paMUIni, TOOIIPEHUs, B3bICKAaHUS U T.J.

[Ipuka3pl 1O JMYHOMY COCTaBY SIBJISIIOTCS OCHOBAHHMEM JUIsl BHECEHUS
COOTBETCTBYIOIIUX 3alMCEdl B JAPYTHE JOKYMEHTHI (TPYAOBBIE KHUXKKH, JIMYHBIE
KapTOUYKH, PUHAHCOBBIE JJOKYMEHTHI).

Homep (unpekc) mpukaza numiercs aubo ¢ momeTkod «K», uTto o3Havaer
pHUKa3 1Mo Kajapam, Ju0o ¢ moMmetrkoi «JIC» - mo nuaHOMY cocTaBy. Peructparuio
TaKUX MPHUKA30B, UX KOMIUIEKTOBAHUE B Jiesia MIPOU3BOASAT Pa3lieibHO, T. K. Y HUX
pa3HbIE CPOKH XPAHEHMUS.

Kaxxnprii myHKT KaapoBOro mIpHKa3a OOOCHOBBIBAETCS HAIUYUEM JIPYroro
JOKYMEHTa (3as1BJICHUSI COTPYAHUKA, TOKJIATHON 3alIUCKH, PACIOPSKEHUS U T.I1.) U
oopmiisieTcs cieayromumM o0pa3om:

Ocnosanue. 3asenenue B.H. Cuooposoii.

B npukasze o npueme na pabomy ciieqyer yKa3blBaTh: Ha KaKyl JTOJDKHOCTb
NpUHUMAETCsl pabOTHUK; B KaKoe MOApAa3ielieHHe, C KaKUM OKJIaJIoM, C KaKOro
yuciia; BUJA padoThl (MOCTOSIHHASA, C UCHBITATEIbHBIM CPOKOM, CO CTaXKHUPOBKOM,
BpEMEHHAs Ha CpPOK, MO COBMECTHUTENBCTBY). IIpn HEOOXOAMMOCTH YKa3bIBaIOT
ocoOble yClIOBHUS pabOThl - C NPHUHITHEM MaTepUabHON OTBETCTBEHHOCTH, C
COKpAIICHHBIM WM HEMOJHbIM pabouum nHeM u T. A. [Ipukassl o mpueme Ha
paboty oopmisitores Ha 6manke ¢popmbl Ne T-1, T-1 a.

Ilpu nepesode compyonuxa Ha Apyryto paboTy B MPUKA3€ YKA3bIBAIOT: BUJ U
OpUYUHY TEepeBO/a, YCTaHAaBIMBAeMbI OKJIaJ HAa HOBOM pabouyeM MecTe,
JUIMTENILHOCTB, B Cllydyae BpeMeHHoro nepesoja. [lpu nepeBoje Ha BBIIECTOSILYIO
JOJDKHOCT B OCHOBAaHMM CCBUIAIOTCS HA IMPEACTABICHHE PYKOBOJIUTENS
CTPYKTYPHOTO TOJpa3/iejieHUs] U 3asiBieHHe paOoTHUKA. [l 3TUX MpUKa30B
UCHOJIBb3YIOTCS yHHUpUImpoBaHHble (hopmbl NeT-5, T-5a.

Ilpu noowpenuu B KadecTBE OCHOBAaHMSI K TNPHUKa3y JENAlOT CCHUIKY Ha
[PEICTAaBIEHUE PYKOBOAMTENSL CTPYKTYPHOI'O MOAPA3IACIICHUS, a IPH HATOHMCEHUU
83blCKAHUs - HA TOKJIAJHYIO 3alIUCKY PYKOBOJMTENS CTPYKTYPHOI'O IIOJIpa3IeIeHUs
U OOBACHHUTENBHYIO 3alMCKy BHHOBHOIO. 3allMCH O B3bICKAHUU B TPYAOBYIO
KHIWKKY HE BHOCATCS. braromapHocTd M B3bICKaHUS OQOPMIISIIOT OTJENbHBIMU
npukazamu. [Ipukassl o nmoompenun opopmisitores 1mo popme NeT-11, NoT-11a.

IIpu npedocmasnenuu omnycka B IpUKa3e CIEAYET yKa3aTh BUJ OTIYyCKa, 3a
KaKoM MepHoJ| OH MPEJOCTABIISIETCS, 0011ee KOTUYECTBO KaJICHIapHBIX JHEH, 1aTy
yXoJa U BO3BpalleHusa padotHuka. I'papuk ormyckoB odopmisiercs no gopme T-
7.

Ilpu yeonvnenuu pabOTHHKA YKA3bIBAIOT MPUYMHY YBOJBHEHHSI CO CCBHLIKOU
Ha KOHKPETHYIO cTarbl0 IpynoBoro koumekca PP u nmary yBombHeHMs. Kak
OCHOBaHHUE K IMPHKa3y JAIOT CCbUIKY Ha 3asBJCHHE paOOTHHMKA, a IPU MPUHYAU-
TEIbHOM YBOJIbHEHUHM - Ha JOKJIAJHYIO 3alHCKy PYKOBOJIUTENS CTPYKTYPHOI'O
HOJpa3iefieHUs] U OOBSICHUTEIbHYIO 3allUCKy YBOJBHSIEMOrO C YKa3aHHEM COOT-
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BETCTBYIOIIEH cTraTbu TpymoBoro kojekca P®. st 3TUX BUAOB IPHUKA30B MC-
none3yercs opma o mpekparieHuu TpyaoBoro norosopa NeT-9, T-9a.

daMuUIM0, UMSI U OTYECTBO B MPHUKA3aX IO JUYHOMY COCTaBYy BCErJa MUIIYT
HOJIHOCTBIO, YTOOBI M30€KaTh HETOYHOCTEN U HEAOPA3yMEHHUN.

K TekcTy mpukasa mo JM4HOMY COCTaBY MPEABIBISIIOTCS 0COObIE TpeOOBaHNA,
T.K. OHA OTpa)XaroT MpaBa paOOTHUKA WU SIBISIOTCS OCHOBHBIMHM JIOKYMEHTaMH,
NOATBEPKAAIONIMMHA TPYIOBOM CTaXX M 3apa0OTHYIO IUIaTy NOPU HAYKUCICHUU
IIEHCHH.

dopmymsip-oopazer; [IPUKA3A coctout u3 pexsusuros: 08, 10, 11, 12, 14,
18, 20,21, 22, 23,24, 28.

8.3. 3asiBiienne

3asBIIeHUE - JOKYMEHT, aJpeCOBAHHBIM OpraHHM3aI[MM WIH JIOJDKHOCTHOMY JIHIY, C IPOCKOOH O TpHeme, yBOJIbHEHUH,
HepeBojie, IPEI0CTABIECHUH OTITYyCKa, PACCMOTPEHHH KaJIOOBI U T.1.
3asenenune odopmisieTcs MO0 OT PyKH B MPOU3BOJIBHON (opme, MO0 Ha TpadapeTHoM OnaHke. 3asBICHHE BKIIOYACT
CIIeNyIOLIe PEeKBU3UTHL: ajapecaT (KOMY aJpecoBaHO); aipecaHT (OT KOro HAlKCaHO); afpecHble AaHHbIC agpecaHTa (THae
MIPOXKHBAET, TENI., TACIOPTHHIE JaHHBIC 0 TPeOOBAHMIO); BU/ TOKYMEHTA; TEKCT; MOAINCH; JaTa.
Jupexropy HU AK 1.B. IBanoBy ®@ununa lBana ViBaHOBUYA, IPOKUBAIOLIETO
o anpecy: yi. Mupa, 1.17, kB.11, Mocksa

3asBicHHE
Iporry IpuHATE MEHS Ha TOMKHOCTH CTApIIEro HAyYHOTO COTPYIHHUKA Ja00PaTOPHH XUMHUYECKOTO CHHTE3a C
24.08.2003.
TToamucy U.W. ®unun
19.08.2003

8.4. Cucrema XpaHeHHUs] KaIPOBBIX TI0KYMEHTOB

Cucrema XpaHeHHMs KaJpOBBIX JIOKYMEHTOB JOCTAaTOYHO 000COOJIeHa.
[IpaBuiia ux XpaHEeHUsl ONPEACIAIOTCS 3aKOHAMH, MOJIOKEHUSIMHU U UHCTPYKLIUSAMHU.
Tak, nuueBble cueta paboOUMX M CIyXKalUX MO 3apabOTHOW IUIaTe, JUYHBIC
KapTOUYKH, TPYJIOBblE KHUXKA M Jp. JOKYMEHTbl TPYNIHUPYIOTCS B ca-
MOCTOSITENIbHBIE JIE/1a UM KapTOTEKU M paciojlaratoTcsi B ajipaBUTHOM TOPSAKE 110
damunusam. OTaenbHO TPYNIUPYIOTCSA MPUKA3hl IO JUYHOMY COCTAaBY M KaJIpOBbIC
npuKa3bl (Ha3HAUYEHUE Ha JIEKYPCTBO, paboTa B Mpa3JAHUYHBIE THU U T. 1.). ITO
BBI3BAHO TE€M, UTO Y HUX pa3HbIe CPOKHU XpaHeHUs. [Iprukaspl o IMYHOMY COCTaBY,
cCoJepiKalllle CBEIEHHs O Ha3HAYCHMAX, IepeBOAaX, pa3Mepax JICHEKHBIX
BO3HArpakJIeHUH, CTaXe U T. M., TOUIekKaT JJIUTEIbHOMY XpaHeHuto (75 ner), a
KaJpoOBbI€ IMPHUKA3bl COXPAHAIOTCA JHIIb B TeueHue S5 jer. Perucrpammio stux
BUJIOB [TPUKA30B 1€JIECO00Pa3HO MPOBOANUTD Pa3eibHO.

dopMupOBaHUE JUUHBIX Oell UMEET psal ocoOeHHocTel. JInunoe neno (aocke)
NOpPECTaBIsIeT COOOW COBOKYHNHOCTH JOKYMEHTOB, COAEpXkalllUX CBEICHUS O
pabotHuke. JIuuHble JAena MOryT 3aBOAUTHCA JUOO Ha BceX pPaOOTHUKOB
OpeanpUaTrs, TM00 TOJIbKO Ha PYKOBOJIUTENEH U BEYIIUX CIEIHMaIUCTOB. B aTOM
Cllydae Ha OCTAJIBHBIX COTPYAHHMKOB MPEANPUATHS O(OPMIISIOT TOJBKO JTUYHBIE
KapTouku (opmbl T-2, KOTOpbIE 3aMONHSAIOTCS OTBETCTBEHHBIM JOKHOCTHBIM
JMLIOM (MHCIIEKTOPOM OTJIeNIa KaJIpOB) HA OCHOBaHUM O(QULMATBHBIX JOKYMEHTOB
pabOTHHKA B €r0 NPUCYTCTBUH.
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B coctaB JaWYHOrO jAena rpymmupyroTCs BCE JOKYMEHTBI, OTHOCSIIHECS K
KaJIpOBBIM BOMPOCAM, KpOME KOMHH TPUKA30B O MOOMIPEHUSX W B3BICKAHUSX,
CIIPABKU C MECTA JKUTEIHCTBA, O COCTOSHUH 3/I0POBbsI, O TIepeMeHe (PaMuInu U T.
a. CBemeHusi U3 HUX TEPEHOCITCS B JWYHYIO KapTOUYKy W JpYrue KaJapoBbIE
noKyMeHThI. [Ipu HeoOXxoauMocTH yKa3aHHBIE JOKYMEHTHI MOTYT (POPMUPOBATHCS
B JieJla BPEMEHHOTO XPaHCHHUS.

B nuuHBIX nmemax rpynmupyroTCS JOKYMEHTHI B CIEAYIONMICH IMOCIIEI0BA-
TENbHOCTHU:

- BHYTPCHHSS OIKCh JOKYMEHTOB, HMCIOIITUXCS B JIMYHOM JIETIC;

- 3a5BJICHUE O MpUEeMe Ha paboTy, HANPABIICHUE WU TIPE/ICTABIICHNUE;

- aHKETa WM JIWYHBIN JINCTOK 10 y4YeTy KaJIpOB;

- IOTIOJTHEHUE K aHKETE (JINYHOMY JIUCTKY IO YYETy KaJIpOB);

- pe3toMe WM aBToonorpadus;

- KOTIMU JOKYMEHTOB 00 00pa30BaHUU;

- BBIMICKY U3 MPUKA30B O HA3HAYCHUH, TIEPEMEIICHIH, YBOIHHEHUH;

- TPYZIOBOM TOTOBOP MJIM KOHTPAKT;

- CIIPaBKH U APYrye JOKYMEHTHI, OTHOCSIIHUECS K JaHHOMY paOOTHUKY;

- JINCT-3aBEPUTENH Jela.

8.5. TpynoBasi kHMKKA

TpynoBasgs KHWXKA OTHOCHTCS K YHCIY OCHOBHBIX JOKYMEHTOB, MOJ-
TBEPIKIAIOIIMX OOIIUI, HEMPEPHIBHBIN U CHEIUAIBHBIA CTaX paboThl. TpymoBbie
KHIKKM Ha paOOTHHKOB BEAYTCS BO BCEX OPraHM3alUsAX HE3aBUCHUMO OT (OPMBI
COOCTBEHHOCTHU. 3aKOHOM 3alpeliaeTcs UMETh HECKOIBKO TPYIOBBIX KHUKEK.

Cratess 66 TpynoBoro konekca P® rmacur, 4Tto TpynoBas KHHMXKKa YycC-
TAHOBJIEHHOI'O 00pa3ua SBISETCI OCHOBHBIM JOKYMEHTOM O TPYIOBOM 1es-
TENHHOCTU U TPYJOBOM CTaKe pabOTHHUKA.

®dopma, OPSAI0K BEACHHUS U XPAHEHUS TPYJOBBIX KHUKEK, @ TAKKE MOPSAIOK
U3TrOTOBJICHUS OJIAHKOB TPYAOBBIX KHIDKEK W oOecreueHus uMH paboTojaTene
ycranaBiuBaroTcs [IpaBurensctBoM Poccuiickon denepanuu.

PaGoronarens, 3a ucCKIOYeHHEM paboTonaTenei-pu3nyecKkux Jull, 00s3aH
BECTH TPYAOBbIE KHIDKKM Ha KaXJIoro pabOTHHUKA, MpopabOTaBIIero B
OpraHu3alliyd CBBIIIE MATH AHEH, B ciyyae, eciau padoTa B 3TOW OpraHu3alHH
SABISIETCST N1 pabOTHWKA OCHOBHOW. TpymoBas KHMIKKA 3amoONHAETCS B TIpH-
CYTCTBUM paOOTHHKA.

B TpynoByl0 KHHMKKY BHOCSTCSI CBEAEHUS O paOOTHHUKE, BBITIOIHSIEMOW UM
paborte, repeBoiax Ha JAPYTYIO MOCTOSHHYIO paboTy U 00 YBOJILHEHUH PaOOTHHUKA,
a TaKKe OCHOBAaHWs NPEKpPALlCHHUs TPYAOBOILO JIOrOBOpa M CBENEHUA O
HarpaxJaeHusxX 3a ycnexu B padote. CBeleHUs O B3bICKAHUAX B TPYAOBYIO KHUXKKY
HE BHOCSTCS, 3a HCKJIIOYEHHEM CIy4aeB, KOra JUCHUILUIMHAPHBIM B3bICKAHHUEM
SIBJISIETCSI YBOJIbHECHHE.

[To »xenanuto pabOTHUKA IO OCHOBHOMY MECTY PabOThI B TPYJIOBYIO KHIKKY
MOTYT OBITh BHECEHBI CBEAEHHUS O pabdoTe MO COBMECTHUTENLCTBY. Takue 3amucu
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OPOM3BOAST HA OCHOBAaHMU JOKYMEHTa, MOJATBEpPXAAOUIEro paboTy Mo
COBMECTUTEIILCTBY.

3anucu B TPYAOBYIO KHIKKY O IIPUYMHAX MTPEKPALIEHUS TPYAOBOr0O JOT0OBOPA
JOJKHBI IPOU3BOAUTHCS B TOYHOM COOTBETCTBHH C (POPMYIHPOBKAMHU TpyaoBOro
KoJekca P® co cChUIKOM Ha KOHKPETHYKO CTAaThlO, IMYHKT Hactosmero Koupekca
WIK UHOTO (pesiepanibHOro 3aKoHa.

[Tpu mpueme Ha pabOTy TPYAOBYIO KHMXKKY O00S3aTEIbHO IMPEACTABISIOT B
OTJIeN KaJIpOoB WIH JIMIY, BEAYIIEMY JOKYMEHTALMIO 110 JUYHOMY cocTaBy. DakT
NOCTYIUIEHUS! TPYJOBOM KHMKKM WJIM €€ BblAauu 00S3aTEeIbHO PErUCTPUPYETCS B
KypHaie.

3anucu B TPYAOBOM KHW)KKE HAYMHAIOTCS C BHECEHUS HAMMEHOBAHUS
OpeanpUATUs, KOTOpoe 0QOpMIIIET TPYIOBbIe OTHOILIEHUS ¢ €€ BianenbleM. Eciau
OpeanpUaTHEe U3MEHWIO CBOE Ha3BaHME, TO 00 3TOM Jenaercs oOs3aTesibHas
3aIUCh MOJ OYEpeaHbIM HOMEpOM. Bce 3amucu npous3BOAATCA B TOYHOM
COOTBETCTBHH C MpHUKa3aMH (pacropsKeHUsIMU) 0e3 3auepKUBaHUM U TIOMapoK, BCE
VCITPABJICHHUSI OrOBAapUBAIOTCA W 3aBEPSIIOTCS IMOIINUCHIO AOJKHOCTHOTO JMLA U
neyaTplo. TpynoBas KHM)KKA BO3BPALlAaeTCs WM BBIAACTCS BPEMEHHO, IIOJ
pacIuckKy.

C suBaps 2004 roma BBOAUTCS HOBas (opMa TPYIAOBBIX KHUXEK. PaHee
3aBeJIEHHbIE TPYAOBbIE KHMKKHM OOMEHY Ha HOBBIE HE MOJJIEXKAT.

[Ipu paGoTe ¢ JOKYMEHTaMH MO JUYHOMY COCTaBY HEOOXOJMMO yUUTHIBATH,
YTO NE€PCOHAJBHBIE JIaHHBIE TIpa)KJaH, OTHECEHHbIE K JIMYHOW JKU3HHM WIIU
TPYAOBOM JEATEIBHOCTH, B COOTBETCTBUU C 3akoHOM P® «O6 wuHpopmanuy,
uHpoOpMaTH3alMKd M 3alluTe HWH(QOpMALUKW» OTHOCITCS K KaTeropum KoH(u-
JCHIMAJIbHOU NH(OpMaLIUU.

9. Opranusanusi padoThl ¢ JOKYMEHTAMHU

Bce mokymMeHTBI OpraHu3ai MPEACTABISIOT COOOW €IUHBIN JTOKYMEH-
TOMOTOK, KOTOPBIA «POXKJAETCs, >KUBET WM YMHUpPAET» IO CBOUM 3akoHaMm. Bce
IPYIIbl JOKYMEHTOB B HEM MOMUYMHSIOTCS OINPEAEICHHBIM MpaBUaM, KOTOpbIE
3aKpeIUIeHbl MHCTPYKUUSAMU IO JIEJIONPOU3BOJICTBY, U CIOXUBLIMMUCS B Opra-
Huzaluu tpanunusamu. CobnrofeHue ux obecneyuBaer OecriepeOoitHyr0 paldoTy
IpEeANPUITHS.

Opranmzanusi pabOThl € JOKYMEHTAMH - 3TO CO3JIlaHME ONTHUMAaJIbHBIX
YCJIOBUHM JJisl BCEX BUJIOB PabOT C JOKYMEHTAaMH, HauMHAs C CO3JaHUsI WIH MO-
Jy4eHUusl TOKYMEHTa M KOHYasi ero YHHYTOXEHUEM WU Mepefayeil Ha apXUBHOE
xpaHeHne. B o0miemM wmaccuBe JOKYMEHTOB OpraHHM3alldH IPOCIIEKUBAKOTCS
000COOJIEHHO TpU TPYMNIbI: BHYTPEHHHE, TPEIHA3HAYCHHBIC HJIsi PEIICHUS
BHYTPEHHUX MpoOJieM M 3ajad MOPEeANpUsITHS, MCXOIsIIHE, CO3JaBacMble s
nepenayu nHGOpMaIK, 1 BXOASIIUE, TTOTydaeMble OT CTOPOHHUX OPTaHU3AINN U
YaCTHBIX JIUII.
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JInst ka0 TPYMIbl JOKYMEHTOB XapaKTEepPHBI OIpeeleHHbIE BUALI PadoT
(omeparMu),  HWCMOJHEHHWE  KOTOpPhIX  oOs3arenbHO.  [locienoBaTenbHOCTH
BBINIOJIHEHUSI onepaluil 00ecleynBaeT BCECTOPOHHEE PACCMOTPEHHE, COIJIaco-
BaHUE, YTBEP)KIEHUE, NOJNUCAaHHE JOoKymMeHTa. Hapymenue storo mporecca
MOJKET HE TOJIbKO JIMIIUTh JOKYMEHT IOPUANYECKONU CHIIbI, HO U MPUBECTH K COOIO
POU3BOJICTBA, HAHECTU SKOHOMUYECKUH yiepo U T. 1.

OT d4eTkol oOpraHu3aluu JIOKYMEHTAllMOHHOI'O TIpoIlecca 3aBHCHUT Olle-
PaTUBHOCTH pabOThI. 3ajiepKKa HCIOJHEHUS JTOKYMEHTOB MOXKET cJiejaTh HH-
dbopManuio HEaKTyaTbHOM, @ 3HAYUT OCCTIOIE3HOM.

Xopomasi opranuzanus JAOY DucCHUIUIMHUPYET HE TOJBKO paOOTHHUKA, HO U
PYKOBOJIUTENEH, TaK KaK MCIOJHEHUE JIOKYMEHTa HamlpsAMyl CBS3aHO C
UCIIOJIHUTEIBCKOM JUCHUIUIMHOW KAaK HEMOCPEICTBEHHOIO HCIOJHUTENS -
KOHKpPETHOTO pal0OTHHKA, - Tak M pykoBoautens. HeoOocHoBaHHas 3aaepikka
JOKYMEHTA PYKOBOAMTEIIEM CTABUT B CJIOXHOE 3aBHUCHMOE ITOJIOKEHUE HCIIOJI-
HUTEJS U 33ICPKUBAET OKOHYAHHE PaOOTHI.

OcHOBHBIE BUJIBI pa0OT MOXKHO MPEJICTABUTH B BUE TaOIuIBI (cM. cTp. 50).

10. Opranu3auus 10KyMeHTO000POTAa U €r0 OCHOBHBIE ITAIbI

«/1okyMeHT0000POT - 3TO ABMKEHUE TOKYMEHTOB C MOMEHTA UX MOJIYYEHUS
WIM CO3/aHMs 10 3aBEPIICHUS HCIIOJIHEHMs, OTIIPABKU aJpecary WU CHa4yd Ha
xpanenue» (OCT P 51141 - 98).

CoOoTBETCTBEHHO MacmTadam JABUKEHUS JIOKYMEHTOB MOXHO BBIIEIUTH
JOKYMEHTOOOOPOT KOHKPETHOrO JOJDKHOCTHOIO JIMLA, CTPYKTYPHOIO MOApas3-
JIEJIeHHs], OpraHW3alliM, OTPaciu U Jaxe Leyoro rocynapcrsa. HopmaTuBHble
aKThl M MeTOANYEcKHEe mocodusi, ['ocynapcTBeHHas cucTreMa JOKYMEHTalUOH-HOTI0
obecnieuenust ynpasienus (I'CHOVY) paccmatpuBaloT B KauecTBE OOBEKTa
JOKYMEHTOOOOPOT OPraHU3aliu B LEIOM.

JIOKyMEHTOOOOpPOT ~OpraHMu3ali COCTOMT W3 TIOTOKOB JIOKYMEHTOB,
HUPKYJIUPYIOIIMX MEXAY MyHKTaMH 0OpaOOTKM M co3laHud uHpopmauuu (py-
KOBOJIUTENIM OpraHU3allud, CTPYKTYpHbIE NOJpa3feNieHusl, CHELHUATUCTBI) U
NYHKTAMU TEXHUYECKOHM OOpaOOTKU JOKYMEHTOB: JKCIEIUIUs, Mamloopo, KO-
IUPOBAIbHO-MHOXKHUTENbHAS CITyk0a, cekpeTapp u ap. DopMupyomuecs B pa3HbIX
HOJpPAa3/ACICHUSIX OpraHU3aluy JOKYMEHTONOTOKH CIUBAIOTCA B €AUHBIA MOTOK
KOPPECTIOHAEHIUY.

[TpoexTrpoBaHHE pallMOHAIBHON CUCTEMBI JOKYMEHTO00O0pOTa MPOUCXOIUT
Ha CaMbIX paHHUX CTaJuAX CTaHOBJIEHMUs mnpeanpusTus. Ilpu QGopmupoBanuu
anmapara  yOpaBJIEHHs  MPOMCXOAWT  pa3feleHUe  OO0S3aHHOCTEH  MEXIy
PYKOBOAMTENSIMU U MCIOJHUTEISIMH, OIpPEAENsAeTCs  IOCIEN0BaTEIbHOCTD
NOJINUCAaHNS, BU3UPOBAHMS, COIJACOBAHUS, YTBEPXKICHHUS U PACCMOTPEHHS
(pe30IOLIMM) OCHOBHBIX JOKYMEHTOB. Takum oOpa3om, s KaXI0ro BHUAA
JOKYMEHTa CKJIAAbIBAIOTCA CBOM HWHIUBUIYAJIbHbIE MApUIPYThl ABUXKEHUS: OT
CO3/IaHUsl 10 HUCIOJHEHMsS «ITyTEIIECTBYIOT» OHH [0 OpraHu3alid, MOJ00HO

44



JBIDKCHHUIO TIOE37I0B B MeTporonuTeHe. [Ipy mpaBUIbHO TOCTaBIEHHOM JIOKY-
MEHTOO0OpPOTE OHU HE JIOJDKHBI 0€3 HEOOXOIUMOCTH «IEPECKAKMUBATH» C OJHOTO
NyTH Ha JPYrod WM BO3BPALIATHCA HA Ty K€ CTaHIUIO, C KOTOPOM TOJIBKO YTO
ObuTH oTnpaByieHbl. OJHAKO 3TO HE O3HAYAET, YTO MPH BHINAJCHUU KAKOrO-JIHOO
3BeHa (00JIE3Hb PYKOBOJUTENS, KOMAaHAUPOBKA, OTIYCK U T. ZI.) paboTa JTOJKHA
OCTaHOBUTHCS. [l »3TOro co3gatrorcs  ajbTepHATHBHbIE  (AYOIHMPYIOIIKE)
MapuipyThl JABUKEHHSI JIOKYMEHTOB, T. K. KaXJIOro PYKOBOJUTENS B €ro
OTCYTCTBHE O00S3aT€bHO 3aMEHSIeT Jpyroe JAOKHOCTHOE JIMI0, BPEMEHHO
BBITIOJIHSIONIEE €T0 (DYHKIUY.

Cornacno I'CIOY MapmpyThl ABUXKEHHUS TOKYMEHTOB BHYTPU OpraHU3alMi
JOJDKHBI  00s13aTeJIbHO oopMIIsAThCs B Buie cxemM. OHHM pa3pabaTbIBarOTCS
CITy001 JIETONPOU3BOJICTBA, YTBEPKIAIOTCS PYKOBOAMUTENIEM OpraHU3aIil u
BKJIIOUAIOT BC€ MYHKTHI 00paOOTKM JOKYMEHTHOW HMH(OpMaIuu, B TOM YHUCIE U
KOMIIBIOTEpHBIE. ECii cpoku mpoxoxkaeHUS U 00pabOTKH TOKYMEHTOB TOITAI0TCS
HOPMHUPOBAHUIO, TO OHHM TaKX€ OTpaXKalTCi B CcxeMax. PekomeHIyercs
pa3pabarbiBaTh OTACNIBbHBIE CXEMBI IS KaXIOHW KaTeropuu JIOKYMEHTOB:
BXOMSIIINX, HUCXOMSIINX, BHYTPEHHHUX, IMPUKA30B IO JHUYHOMY COCTaBy W IO
OCHOBHOW JI€ATEIbHOCTH, (MHAHCOBBIE JOKYMEHTHI U T. J. YTBEpPKICHHBIC
PYKOBOJICTBOM, 3T CXEMBbI TPUOOPETAIOT HOPMATUBHYIO CUITY.

K dakropam, xapakTepHu3yrOnMM pPeKUM JBUKEHUS TOKYMEHTOB, OTHOCATCS
00bEM JTOKYMEHTOIOTOKA B (DM3UYECKUX BEIMYMHAX, MPOMYCKHAasi CIIOCOOHOCTH
pPa3JIMUHBIX KaHAJOB CBSA3U, CPEICTB CO3JAHUS U TUPAKUPOBAHUS JOKYMEHTOB,
nomyctumas — (HOpMaTWMBHAasl)  3arpy3ka  COTPYAHHMKOB,  00paOaThIBArOIIMX
UH(pOpPMAIIUIO, U €€ KOHEYHBIX MOTpeOUTeNen.

BeposATHOCTHBIN XapaKTep MOCTYIUIEHUSI IOKYMEHTOB B OpTraHHU3alUI0 J1€J1aeT
HEOOXOJUMBIM U BO3MOXHBIM BBIJICIUTh B OOIIEM JOKYMEHTOOOOPOTE MOTOKH
NEepUOINYECKON  (MOCTOSHHOW) W  HECUCTEMAaTH3UPOBAHHOW  (TIEpEMEHHON)
nOKyMeHTarmn. WX HEoOXOAMMO yYHTHIBAT TP IUIAHHPOBAHHH JOKY-
MEHTO000pOTA.

Opranuzanysi  palndoHAJIBHOTO  JIOKYMEHTOOOOpOTa  YUPEXKICHHUS WU
OpEANpUsITUS TPEXKJIE BCEro MpecienyeT I1eldb: HCKIIYeHHE BO3BPATHOCTH
JIBKEHUST JOKyMEHTOB. [IpeObiBaHME JOKyMEHTa B OJHOM CTPYKTYpHOM TOJ-
pa3lieJIeHUH WIK Yy OJAHOTO MCIOJHHUTENS, B TOM WIM MHOW MHCTAHIIMHM JOJHKHO
OBITH CTPOTO OOYCIOBIEHO HEOOXOAMMOCTBIO ero oOpabotku. s cokpaiieHus
BPEMEHH JIB>KEHUSI JTOKYMEHTOB U TOBBIIIEHUSI ONEPATUBHOCTU UX HCIOJHEHUS
pa3JIMuHbIC OMEpAIH, MO BO3MOXXHOCTH, JIOJKHBI BBITIOTHSATHCS OJHOBPEMEHHO.
Heobxomumo uckimounth Ay0nupoBanne moamuceit. JIOkyMeHT JOJDKEH TOomaiaTh
TOJIbKO K TOMY PYKOBOJAMTEIO, B KOMIIETEHIIMIO KOTOPOI'0 BXOAUT €ro PEeIICHHUE.
[Topouna mpakTHKa COrjlaCOBaHMS, MOJANHUCAHUS MO TMPUHIMIY «HA BCAKUU
city4ail». DTO TOBOPUT O HECOBEPILICHCTBE alrapara yrnpapiieHus, 00 OTCYTCTBUH
npodeccruoHanu3Ma U JOBEpHsl K KOJIeraMm.

I'CAOY npenycmarpuBaercs psij 00IIMX MPaBuJ 00pabOTKH JOKYMEHTOB H
OpraHu3alyu JOKyMEHT0000pOoTa.

Opranu3zanus paboTsl ¢ fokyMeHTamu: YueOnuk / B.A. Kynpsies u ap. - M., 1999. - C. 195.
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PaccMmoTpum HEKOTOpBIE ATallbl TOKYMEHTOO00pOTA.

10.1. Ilpuem 1 00padoTKa BXOASAIIMX JOKYMEHTOB

Koppecnonaenus, nocrynaroniasi B OpraHU3alMe ¢ KypbepaMmu, IO MOUTE,
(hakcoM MM MHBIM ITyTEM CYUTAETCS BXOJAIIEH U TPUHUMAETCS LIEHTPATU30BAHHO
cinyx6oit 10V (kaHuenspueil) Win CrelnyuaibHO BBIICICHHBIM JIS 3TOTO JUIIOM.
[Ipu mocTyruieHuu JOKyMEHTa B OPraHU3AIMIO0 HA HEM MPOCTABISETCA BXOJSAIINM
HOMep, pukcupyromuii Gakt ero nocryrmieHus. OH BHOCUTCS B PErMCTPALMOHHBIH
KypHan (kommbtoTep). Ilpu  mocTymieHMHM  CpPOYHBIX  COOOIIEHHH U
KOppECIOHACHIINU (Tenerpamma, TenepoHorpaMma W T. JI.) YKa3bIBalOT BpeMs
NOCTYIUICHUS! JOKYMEHTA (4achl U MUHYTHI).

[TepBoHauanbHass 00pabOTKa MOCTYMUBINECH KOPPECTIOHACHITUN 3aKITI0YaeTCs
B TMPOBEPKE NPABMIBHOCTH JOCTABKM cooOmeHuit. g »TuX ueneil ciyxkar
aJpeCHbIC TaHHBIE B PEKBU3HTE «AJlpecaTy, UX CBEPSIOT C aJ[pECOM Ha KOHBEPTE
WIK YIIAaKOBKE M OMPENENAIOT, HE MPOU30ILIa JTU OmuOKa BiIoxkeHus. OmubdouHo
OTIIPABJIECHHYIO KOPPECTIOHEHIIMIO BO3BPAILIAIOT B IOYTOBOE OT/IEICHHUE.

[Ipy BCKpBITHMM KOPPECMIOHJCHIIMM KOHBEPTHI M YIAKOBKH OaHJeposieit
YHUUTOXKAIOT, 3a UCKIIOUEHUEM TEX CIydaeB, KOrja JaTa MOYTOBOrO IITEMIIEIIA
HE0OXOouMa KaK CBHUJETEIbCTBO JaThl OTHPAaBKU WM TOJYYEHHUS JIOKYMEHTa
(TOKyMEHTBI, IPEACTaBIsIEMbIE Ha KOHKYPC, apOUTpakHbIe, UCKOBBIE U JIP.).

Koppecniongennust ¢ nomerkoit «Jluano» cimyxo6oit JIOY He BCKpbIBaeTCH.
Ecnu Ha kxoHBepTe (ymakoBKE) OTCYTCTBYET 3Ta OTMETKA, a COJEpKaHue
JOKYMEHTa HOCHUT JIMYHBIN XapaKTep, TO KOHBEPT COXPAHSAETCS B MOATBEPKIECHUE
HEBUHOBHOCTH CJTY>KallleT0 KaHIIEJISIPUH, BCKPBIBILIETO MTUCHMO.

Bce mnoctynuBmiMEe JOKYMEHTBI MPOXOIAT CTaguI0 MpEeABApUTEIbHON
00pabOTKH, KOrja CEeKpeTapb WM CIEUUaIbHO BBIAEICHHOE ISl ITHX Lelel
JOJDKHOCTHOE JIMIO PAacCHpefessieT IMOCTYNHUBIIYI0 KOPPECHOHJIECHLIHIO IO OT-
JENbHBIM PYKOBOJUTENSIM, HAIpaBiisAsi K HUM TOJBKO T€, KOTOPbIE HEMOCPEICT-
BEHHO OTHOCHUTCSI K uUX KommereHiuu. OO0paboTka JOKYMEHTOB JOJAKHA MPO-
BOAUTHCA B TEUEHHE CYTOK C MOMEHTa MOCTYIUIEHUS B opraHuzauuto. [lpu mo-
CTYIUIEHUU B OPraHU3alUI0 CPOYHOU KOPPECTIOHAEHIIMHU IOMYyCKAETCs MepeaaBaTh
€€ PYKOBOJIUTENIO, MHUHYS OJTambl TNpeaBapuTenbHor o0padotku. IIporecc
pEerucTpanuu MpoOBOAUTCS B TAKUX CIY4asiX MOCJE NPUHATHS PELICHHUS.

10.2. PaccMOTpeHHE TOKYMEHTOB PYKOBOJICTBOM (Pe30/1K0Lsi)

[Tociie cOPTHPOBKH M MPOCTABIEHUS OTMETKHA O MOCTYIUIEHUHM JOKYMEHTHI,
TpeOyrollle pPacCMOTPEHHUsI PYKOBOAMUTENEM, MEPENAIOTCs €My HWIH €My O HHX
noknanpiBaerca. Ilpu 3TOoM cekperapp WM JIpyroe AOJKHOCTHOE JIMLO IpHU
HEOOXOAMMOCTH MOJAOMpaeT M MepeAaeT BMECTE C MOCTYNHUBIIMM JIOKYMEHTOM
JIOTIONIHUTENIbHbIE MaTepuaibl (IMMCbMa, KOHTPAKThl, aKThl U T. J.). OTO
3HAYUTENHHO 00JIEryaeT U YCKOPSAET MPOLECC MPUHATHUS PEUICHHS 110 TOKYMEHTY.

PykoBonuTtenp paccMaTpuBaeT MOCTYNUBIIMA JTOKYMEHT, KaKk NpPaBUJIO, B
JI€Hb €ro mnoyiydeHus. PernieHue pykoBOAMTENS MO JOKYMEHTY odopmisiercs B
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BUJIE PE3O0JIIOLIMU M TIOCJIE 3TOTO JTOKYMEHT NEpPEHNacTCs CEKpeTapeM B CTpPYyK-
TYPHBIE TTOAPA3ACIICHUS WM KOHKPETHBIM JIOJKHOCTHBIM JIMLAM ISl UCTIOJIHEHUS.

Ecnn ucnonHeHue OOKymMeHTa B3STO IOJ KOHTPOJIb PYKOBOAWTEIEM, TO
CEKpEeTapb BHOCHUT CBEACHUS U3 PE3OJIOLMU B KypHaJ, KAPTOUYKY KOHTPOJIS WM B
naMATh Komnerorepa. Ilociae d3TOoro JOKyMEHT niepenaercs MCIOJIHUTEILO,
YKa3aHHOMY B pE€30JIIOLMU. [JOKyMEHTBI, KOTOPbIE HUCIOJHSAKOTCA OJHOBPEMEHHO
HECKOJIbBKMMH  TOJAPA3ACIICHUSAMH,  IEPENAalTCd WM IIOOYEPEIHO WM
OJIHOBpeMeHHO B komusx. IIpum HeoOxoammocTu omnpeneisiercss Trpadux oue-
peAHOCTH paboThl C JOKYMEHTOM. BakHble Uiu KOHPUIAEHIHATBbHBIE JOKYMEHTHI
IIepeAaroTCs 1 UCIIOJHEHMS 110/ POCIIUC.

10.3. PadoTa ¢ ncxoasmyMu J0KyMEeHTaAMH

Hcxonsmme AOKYMEHTbl CO3JAI0TCS B OpraHU3alMUd U MpeAHa3HAYEHBI NS
OTIIPAaBKM JPYTMM OpraHu3alusM WM YacTHbIM JuiamM. OCHOBHBIE 3TaIbl
00paboTKH UCXOASIINX (OTIPABISEMBIX) JOKYMEHTOB JIOBOJIBHO MPOCTHI:

- COCTaBJICHHE MTPOEKTA JOKYMEHTA;

- COIJIaCOBaHUE MPOEKTA,

- IPOBEPKA NMPABUILHOCTH O(DOPMIIEHUS TOKYMEHTA, [1€4aTh;

- IOJIIMCaHKeE (COrjaacoBaHUE, YTBEPKACHUE, IPOCTAHOBKA OTTHCKA NIEYATH);

- pETUCTpALIUS;

- TAPAKUPOBAHUE;

- OTIPaBKa MEPBOT0 K3EMIUISIpa JOKYMEHTA ajipecary;

- IOJIMBKA BTOPOr0 3K3EMILISIPA B JIENO.

BaxHbBIII MOMEHT B JIEIONPOU3BOACTBEHHOM IIPOLIECCE - TEKYIIEE XPAHEHHUE U
UCIOJIb30BaHUE B CIPAaBOYHO-MH(POPMALIMOHHBIX  LEISX  BHYTPEHHEH,
NOCTYIUBILIEH U UCXOIAIIEN JOKYMEHTAMU. J{71s1 ObICTPOro moucka JOKyMEHTOB B
opraHuzanuu cosjaaiTcs uHbopmanuoHHo-nouckoBble cucrembl (UIIC), npu
NOMOLIY KOTOPBIX OCYIIECTBIISIETCSI KOHTPOJIb 33 MECTOHAXO0KJIEHUEM JTOKYMEHTOB
B opranuzauuu. OCHOBOW JJI1 CO3JaHUS TAKUX CHCTEM CIIYXKUT HOMEHKJIATypa
JeN, CcHUCTeMa JOKYMEHTOO0OpOTa U CIOKHUBUIMECS TpPAauLMU  BEACHUS
JIeNTONPON3BO/ICTBA B KOHKPETHOM opranu3anuu. HomeHnknarypa Bkitoyaer B ceOs
nepeyeHb BCEX JI€JI, 3aBEJICHHBIX B OpraHM3alluM JUIsl pealu3aluu Lelen
YIOPAaBIEHHUS MPOU3BOACTBOM M KaapamMu. CpoKM XpaHEHHsS JIOKYMEHTOB,
yKa3aHHbIE B HOMEHKJAType, ONPEAEIA0TCS HOPMAaTUBHBIMU JOKyMeHTaMmH. [lo
UCTEYCHUH CPOKOB TEKYILEro XPaHEHHWs JIOKYMEHTBI MEpeAaroTcs B apXWUB WIIU
NOJJIXKAT YHUUTOKEHUIO.

11. AHa/IM3 JOKYMEHT0000pOTAa U METOAbI €r0 COBEPIICHCTBOBAHUS

JIOKyMEHTOOOOPOT MpPEeNnpHUsITHs WIM YUPEXKIEHHUs, KaKk HM3BECTHO, HE
JOJKEH OBbITh CTUXMUWHBIM WIIM MPOU3BOJIbHBIM. JlJIs €ro mpaBWIIBHOM OpraHu-
3aluu TpedyeTcsl TIIATEIbHBIA aHANU3 KakK JOKYMEHTAJIbHOM, TaK U YIpPaBIICH-
YECKOU JEATEIBHOCTU MPEAPUATHS, T. K. pallMOHAIN3ALUA BEAET K COKPAILEHUIO
WHCTAaHIUM, 4Yepe3 KOTOpble IMPOXOAUT JOKYMEHT IIpU COIJIACOBAHMM U
NOANMCAHNUH, K IPAMOTOYHOCTH JBWKEHMS JOKYMEHTOB, HCKIIOYEHHUIO I10-
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BTOPHBIX WMHCTAHLUUWA U BO3BPATHOCTH. B KOHEYHOM HWTOre MPOUCXOJUT 3HAYM-
TeNbHAsi 3KOHOMMSI padovero BpeMEHH U MaTepUaIbHBIX PECYPCOB.

JIBW>KEHHE JOKYMEHTOB Ha MPEANpPUATUU MPENONpEeIeH0 €ro yIpas-
JIEHYECKUM MIPOLIECCOM.

AHanu3 JOKyMEHTOOOOpOTa MpejrnoiaraeT TIIATEIbHOE H3YUYEHHE Op-
raHU3alMOHHON CTOPOHBI YIPABIICHUS: MTOJIOKEHUSI 00 OpraHu3aluu, periamMeHTa,
IITATHOI'O  PACIHCAHMS, JODKHOCTHBIX HWHCTPYKUMH paOOTHHKOB H  pYy-
KOBOJUTENEH. DTO IMO3BOJIMT OMNPEACIUTh THUI JIEIONPOU3BOJCTBA, MPOAHAIIU-
3UpOBaTh pacmpefereHue OO0sA3aHHOCTEH MEXIy PpPYKOBOIUTENISIMH, YETKO
OYEPTUTh MX IIpaBa U KOMIETEHUUIO, U3YYUTh B3aMMOCBS3b pPa3HbIX YPOBHEU
yIpaBIIEHUS U IPOU3BOACTBA.

CrpykTypHas oOpraHusamnus OpearnpusiTUsS ONpelNeisieT TUI €ro JAelo-
NPOU3BOACTBA: YeHmMpaiuzoeannoe U cmewannoe. Kak npasuno, HeOosblIas
¢upma wucnonbdyer ueHTpanuizoBaHHyio (opmy JOVY, korma 3a cosmanue,
XpaHEHHE, PETUCTPALMIO, KOHTPOJIb JOKYMEHTOB OTBEYAET KOHKPETHOE JIOJIK-
HOCTHOE JIUIO WU oThen (kaHuemnspus). [Ipeanpusitus co CIOKHONU CTPYKTYpou
YIOPABJICHHUS] MPUOETal0T K CMEUIAHHOMY THUIY IEJIOINPOM3BOJCTBA, KOrJa 4YacTh
JOKYMEHTOB CO3/1a€TCsl, PETUCTPUPYETCS U XPAHUTCS B TIOJPA3AEICHUSX, a Ipyras
YacTh NOJJIEKHUT LIEHTPAIM30BaHHON 00paboTKe.

CTpyKTypHas 4yacTh MUCCIEI0BAaHUS JJIs HATJIITHOCTH U YA00CTBA BOCTIPUATHUS
O0OBIYHO OOPMIISIETCS B BUJIE CXEM, PUCYHKOB, JUATPAMM.

Cnepyroommii 3Tanm  HMCCIEIOBAaHUS - HM3YYEHHE KayeCTBEHHOI'O COCTaBa
JOKyYMeHTOnoToka. IIpu 3TOM y4yuThIBarOTCS BCE€ BHUIBI JOKYMEHTOB, CYIIECT-
BYIOLIME B OpraHu3aluu. B kauecTBe OOBEKTa HMCCIIEOBAaHUS MOYKHO paccMmar-
pUBaTh Kak OTAENbHBIE BHJBl JOKYMEHTOB, TaK W TIpYIIbl AOKymeHToB. Ho
OCHOBOITOJIAraloIUM 00BEKTOM MCCIIEIOBAHUS U COBEPIICHCTBOBAHHUS B MPOLIECCE
YIOPABJIEHHUS JIOKYMEHTAllMEd CUMTAETCAd JOKYMEHTONOTOK, YHPABIISIIOIIUMU
napaMerpaMu  KOTOPOro  SIBIISIIOTCS:  COJAEpKaHWe WM  (yHKUIHUOHAIbHAs
NPUHAJIEKHOCTD; CTPYKTYpa IMOTOKA; HAIIPABJIEHUE MOTOKA U €r0 00bEM.

JIOKyMEHTOIIOTOK MPEANPUATHS XapAKTEPU3YETCs] COCTAaBOM JOKYMEHTOB,
BXOJIMX B HEro, W coJepKaHueM HUH}OpMaluu, 3aKpeIluvieHHOW B HHUX. B
3HAYUTENIbHOM CTENEHU CTPYKTypa JIOKYMEHTOIOTOKOB COOTBETCTBYET (YHK-
IIMOHANEHO-1[EJIEBOMY HA3HAUCHHIO COCTABIISIONINX €r0 JOKYMEHTOB",

JIOKyMEHTOIIOTOKM MOXHO HM3y4aTh C Pa3HbIX IO3ULMIA: BXOIAIIUE, HC-
XOJSLME, PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE JOKYMEHTHI, OCYIIECTBIISIETCS
KOHTPOJIb UCTIOJTHEHHUS WU HET U T. 1.

Bxopasuine JOKyMEHTHI 4Yallle BCEro KIacCHU(PUIMPYETCs MO KOPPECIOH-
JIEHTaM - aBTOpaM IOJYYEHHbBIX JOKYMEHTOB: OT BBIIIECTOSILIUX, MOJBEIOMCT-
BEHHBIX M HEMOJBEOMCTBEHHBIX OpPraHM3alUi WM YACTHBIX JIMI. Takoi aHaIu3
MO3BOJISIET ONPEAEIUTh IYTH palMOHAIM3AMKM JIOKYMEHTO000pOTa BXOJSLINX
JIOKYMEHTOB U CYIIECTBEHHO COKPATUTh MPOMEXKYTOUHBIE 3TaNbl UX 0OPaOOTKH.
OTU CBEJEHUS HCHOJBb3YIOTCSA Ul CO3JaHusl 0a3bl JaHHBIX O MOCTOSIHHBIX
KOpPECIIOH/IEHTAaX.

% Opranmsarus paGoTsi ¢ gokyMenTamu: YueGuuk / B.A. Kyapses u ap. - M., 1999. - C. 194-195.
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MoxxHO paccmaTpuBaTh JOKYMEHTOIOTOK IO TNpPHU3HAKAM HACHTHYHOCTH
TEXHOJIOTMYECKOT0 Ipoliecca 0O0pabOTKH, KOrja B CAMOCTOATEIbHYIO TPYIILY
OOBEAUHSIOTCS PA3TUYHBIE 0 COACPKAHUIO JOKYMEHTHI, MPOXOMSIINE OJMHA-
KOBbIE 3Tanbl OOpaOOTKH: COIJIACOBAaHHWSA, BU3UPOBAHMS, MOANHCAHUS, YTBEp-
KICHUS, PETHCTPALMU U KOHTpOJs. [ HUX COCTaBISIOTCS KOHKPETHBIE Map-
HIPYTHI ABMKEHUS.

Ha ocHoBaHuMM aHanmu3a JAefaercs BBIBOJ O PalMOHAIBHOCTH JIBUKEHHS
JOKYMEHTOB, CTEIEHH 3arpy>KEHHOCTU JOJKHOCTHBIX JIMI] U CTPYKTYPHBIX
nojpa3feneHuii, pa3pabaTbIBalOTC aJbTEPHATHBHBIE BApUAHTBl  JIBMXKCHHUS
JOKYMEHTOB. Bce 3To 1mo3BosisieT yCKopuTh nporecc 00paboTKU JOKYMEHTOB.

[lens aHanmm3a JOKYMEHTOOOOPOTa COCTOMT B TOM, YTOOBI HCKIIOYUTH
BO3BPATHOCTH U 33JIE€PIKKY, @ 3HAUUT, IOBBICUTh CKOPOCTh U KAYECTBO UCIOJIHEHUS
KOHKPETHOTO 33/IaHMUSI.

12. Padora ¢ KOHPUIAEHUINATBLHBIMU JOKYMEHTAMHU

CymiecTByeT 0COOBIM TOPAOK padOThl € KOH(PHIAEHIUATbHBIMH J10-
KYMEHTAMHU, COJIepPKaIllUMHU TOCY/IapCTBEHHYIO, CIY)KEOHYIO MM KOMMEPUYECKYIO
TalHy.

Paborta ¢ koHbUICHINAIBHBIMU TOKYMEHTAMU OMPEACSICTCS HHCTPYKIUSIMU
U TIOJIOKEHUSIMU, ONPEACISIIOIIUMHI TIpaBUjla UX PErucTpaluy, O3HAKOMIICHUS U
xpaHeHus. Ha oCHOBaHWM HOPMATHBHBIX aKTOB B OpPTaHHU3AIUAX pa3padaThIBacTCs
nepevyeHb COOTBETCTBYIOIIMX JIOKYMEHTOB, KOTOPBIM BBOJUTCA B JICUCTBUE
npukazoM gupektopa. CoTpynHHMKH, paloTaronMe C JTOW KaTeropuei
JIOKYMEHTOB, II0J] PACIUCKYy JIOKHBI OBITh O3HAKOMJICHBI C MPHUKAa30M M CaMUM
epeyHEM. CoxpaHHOCTh CEKPETHBIX JIOKYMEHTOB obOecrnieunBaeTcs
CIICIIMAJIbHBIMM Celi(haMu M CaMOCTOSATEILHON CUCTEMOM PEeTruCTpaIIHH.

JIOJDKHOCTHBIE JIWIA, JONYIIEHHbIE K KOH(MUICHIIMATIBHBIM CBEACHUSM U
JIOKYMEHTaM, TMPEXKJe YeM IMOJYYUTh JTOCTYH K HUM, MPOXOJAT HHCTPYKTaX O
COXpaHEHHH cekpeTHOoN uHbopmanuu. MHCTpykums o paboTe ¢ KOHPUAEHIIU-
albHOW HMH(pOpPMALME COCTaBIAETCS C YYETOM CHEUM(PHUKKA OpraHu3auuu U
yTBEepKAaeTCa €€ pykKoBoauTeneM. B KaduecTBE METONMYECKOHM OCHOBBI IMpHU
pa3paboTKe HHCTPYKIMU IIeJIeco00pa3HO HCIOIb30BaTh yTBepkiaeHHoe [Ipa-
BurenbcTBOoM 03.11.94 «Ilonoxkenue o mopsake oOpalieHus CO CIyKeOHOM
uHopMalMell OrpaHUYEHHOr0 pacnpocTpaHeHuss B denepanbHBIX OpraHax
UCIIOJIHUTEIBHOMN BIACTH.

13. KomnbrOTepHbIE TEXHOJOTHHU B J1€JI0NPOU3BO/ICTBE

JlesTeNbHOCTh COBPEMEHHBIX MPEATPUIATHI HEBO3MOXKHO MPEICTaBUThH 0O€3
IPUMEHEHHS TEXHUYECKHX cpeacTB. C MX MOSBICHHEM H3MEHWIACH TEXHOJIOTHUS
co3aHus U 00pabOTKH JOKYMEHTOB.

K TexHmyeckum cpenactBamM, MPUMEHSIOMUMCS B JEIOMPOU3BOACTBE, MOKHO
OTHECTH:

- CpEICTBA COCTaBJICHUS M  HW3TOTOBJICHHWS  JOKYMCHTOB  (TIMIIYIITHE,
TUKTO(GOHHBIC H JIP.);
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- cpencTBa penporpaduu ¥ ornepaTuBHON moiurpadu;

- cpeactBa  00pabOTKM ~ JOKYMEHTOB  (CKIICHBAIOIIHME,  CKPEIUISIOININE,
HITEMIIETIOOIIUE U P.);

- CpelICTBA XpAHEHUs, IOMCKA U TPAHCIIOPTUPOBKHU;

- CpelICTBa CBSI3U; U JIp.

B nHacTosiiee Bpems sl palmOHAIU3AMKU YIPABIEHYECKUX MPOIIECCOB Ha
OPEANPUATUAX, B YUPEKACHUAX U OpPraHU3alUsAX NPUMEHSIOTCS pa3JIMYHbIC
porpaMMHBIC CPEJICTBA, MpeAHA3HAYEHHBIE IS TOJHOM WJIM YacTUYHOM aB-
TOMaTH3aIlMd JOKyMEHTAIIMOHHOro oOecrieueHus yrpaienus (JJOY). Bee gamie
JUISl pEUIEHUs Pa3JIMYHbIX YOPABICHYECKUX W IPOU3BOJCTBEHHBIX 3a/ad
UCIIOJIB3YIOT JIOKAJIbHBIE KOMIIBIOTEpHbIE CEeTH. VX ycTaHOBKa M MHpOrpaMMHOE
o0ecrieyeHne 3aKOHOIaTebHO HE periaMeHTupoBanbl. Kaxmas opranuzamus cama
npuoOperaer o(QUCHbIE MpPOrpaMMHBIE MPOAYKTHI, MpeIHA3HAYCHHbIEC IS
aBTOMATHU3alUH JOKYMEHTAIIMOHHOTO 00ECTICUCHUS yIPABICHUS UCXOJS U3 CBOUX
MaTepHaIIbHBIX, PUHAHCOBBIX U MHTEIJIEKTYaIbHBIX BOZMOXXHOCTEI.

Bb160p mporpaMMHOI0 MPOJIYKTa - CIOKHBIA M TPYIHBIM MpOIECC, TaK Kak
JUISI KOHKPETHOM OpraHu3allid MOXET ObITh Ba)KHA HE BCS COBOKYITHOCTb
NOTPEOUTENIbCKUX CBOWCTB TOW WJIM MHON CUCTEMBI, @ TOJbKO HEKOTOPHhIEC U3 HHUX.
[Toatomy mpu BbIOOpe cucTeMbl aBTomarm3anuu JIOY criemyer nmpou3BOaUTH €€
OLIEHKY C TOYKH 3PEHHS MPUTOAHOCTHU [JII aBTOMATH3alWU AEIONPOU3BOACTBA U
JOKyMEHTOo0O0OpoTa B  KOHKpeTHoW ¢Qupme. Ilpm 3TOM memecooOpa3HO
COMNOCTaBJISATh BO3MOXHOCTH MPOrPAMMHOTr0O IMPOJYKTa C OCHOBHBIMU 33ia4aMH U
UCIIOJIB3YIOMUMUCS TEXHOJIOTUSAMH JIEJIONPOU3BOICTBA (UpMbl. Tpedyercst Takxke
OIICHKa (PYHKIIMOHAIBHBIX XapaKTEPUCTUK CHUCTEM TI0 UX MNPOTPaMMHOMN
peanu3ali 1 CTOMMOCTHBIM TTOKa3aTeNIsIM.

Co3nanue, npuoOpeTeHHE U BHEAPEHUE CUCTEM aBTOMATU3AlMU JOKY-
MeHTarmoHHoro obecrneyenus: ynpasienus (CAJIOY) mpecnenyer mocTuKeHUE
CIEAYIOIINX LIEJIEH.

1. B oonacmu obpadomku 00Kymenmos:

- IOBBIIICHUE ONEPATUBHOCTH U KaueCcTBa padOThI C JOKYMEHTAMH;

- YHOPSI0YEHUE JOKYMEHTO000POTa;

- obecrieuenre A (PEKTUBHOCTH KOHTPOJISI UCTIOJIHEHHUS,

- MOCTETNIEHHBIA TIEPEX0/ OT TPAIAUIMOHHBIX OyMakHbIX TexHonoruit JJOY k
ANIEKTPOHHBIM «0€30yMaKHBIM»;

- IOBBIILICHUE JIOJIM MHTEJUIEKTYyaJIbHOI'O0 TpyJda B pabdoTe ¢ JOKyMEHTaMU U
CHWKEHHUE TPyA03aTpaT Ha PYTUHHBIE OllEpaLUH;

- IOBBILIEHNE KaYECTBA JOKYMEHTOB, CO3JaBAEMbBIX B OPTAHU3ALINY;

- UICKJIIOYeHHE TyOJIUpPOBaHUs BBOJA B MH(POPMAIIMOHHO-TIOUCKOBYIO CUCTEMY
CBEJICHUH O IOKYMEHTE Ha Pa3IMYHbIX YYacTKax ero oopaboTKu;

2. B oonacmu konmpona 3a ucnoaIHUmMeNbCKou OUCYUNIUHOUL:

- obecnieueHre aBTOMaTU3UPOBAHHOTO KOHTPOJISI UCIIOJHEHUS JOKYMEHTOB B
NOIPA3ACIICHUSAX OpraHNU3alnN;

- ”HQOPMHUpPOBAaHUE COTPYJHUKOB M PYKOBOJCTBA O IMOCTYNUBIIUX U
CO3J1aBAEMBIX JOKYMEHTAX,

50



- UICKJIIOYEHHUE TIOTEePhb JOKYMEHTOB;

- OIEPAaTUBHOE TMOJIydyeHHEe WH(POPMALMU O COCTOSIHUM HWCIOJHEHUS H
MECTEHAXO0XKIEHUS JIF0O0T0 TOKYMEHTA;

- COKpalIEHUE CPOKOB MPOXOXKIACHUS U UCIIOTHEHUS JOKYMEHTOB;

3. B oonacmu opeanuzayuu oocmyna K ungpopmayuu:

- o0ecnieueHre COXPAaHHOCTH TEKCTOB JOKYMEHTOB, IOJATOTOBJIEHHBIX B
AIIEKTPOHHOM (hOpMe, a TaKkKe BCEX COMYTCTBYIOIIUX MAaTEPHAIOB, OTHOCSIIIUXCS K
OJTHOMY BOMNPOCY (PErHUCTPALIMOHHBIX KapTOYEK JIOKYMEHTOB, PE30JIOLUH,
CONPOBOJAMTEIBHBIX IOKYMEHTOB);

- obecrieueHre OIMEepPaTUBHOIO IMOUCKA (MOAOOPKHU) JOKYMEHTOB MO Te-
MaTHYeCKOMY HabOpy PEKBU3HUTOB.

[Iporpammuasi cucrema apromatuzanuu JIOY nomkHa cTaTh OCHOBOM IS
€IMHOW CHCTEMBI, OXBaThIBAIOLIEH BCe MojApasjeneHus opraHuzanuu. [lpu stom
KOHEYHBIM PE3YJIbTATOM 3TOr'0 JIOJKHO CTaTh:

- BBEJICHUE €IMHOI0 TOpsAJKa WHIWBHIYAIbHOW U COBMECTHOW palbOThI C
JIOKYMEHTaMU B €IMHOW CETH;

- 00bEIMHEHHE TOTOKOB AJIEKTPOHHBIX IOKYMEHTOB OpPraHU3alINU;

- ICTIOJIb30BAHUE OOIIEN I BCEX NOApa3JeleHUl CHCTEMbl WHAEKCALUU
(HyMepaiuu) 10KyMEHTOB;

- BBEJICHUE OOIIMX CHPaBOYHUKOB-KIACCU(PUKATOPOB (TAKUX Kak HO-
MEHKJIaTypa Jei), €AUHOW (OPMBI PETUCTPAIMOHHO-KOHTPOIHHOM KapTOYKHU
(PKK) 10KyMEeHTOB H T. II.;

- o0ecrieyeHne YHU(PUKAIUK yIPaBICHYECKON JOKYMEHTALUA U COKPAICHHS
KOJIM4ecTBa JOPM U BUJOB €IMHOOOPA3HBIX JOKYMEHTOB.

B HacTosiiiee BpemMsi Ha phIHKE MPOTPAMMHBIX MPOJIYKTOB BBIACISIOTCS P
HanOoliee MHTEPECHBIX CHCTEM. PaccMOTpUM MNpeuMmylecTBa M JOCTOMHCTBA
HEKOTOPBIX U3 HUX.

Cucrema «/le10-96» mnpenHa3zHaueHa B OCHOBHOM i1 aBTOMAaTH3AIUU
JIOKYMEHTAIIMOHHOT'O O00ECIeUeHUsl YNPaBIECHYECKON eATeIbHOCTH Tocyaap-
CTBEHHBIX OpraHu3allnii, oHa 00eCreynBaeT:

- KOHTPOJIb BCEX ATAlOB JIEJIONPOU3BOJCTBEHHBIX ONEpallii U PE3yJIbTaTOB
BBITIOJTHEHUSI pa0OT MO OCHOBHBIM ()YHKIIMOHAIBHBIM MpOIEccaM NpenpUusTus;

- €IMHYIO PETUCTPALMIO BCEU MTOCTYNAIOLIEW BHYTPEHHEW KOPPECITOH ICHIINH,
BKJIIOYAsi TTMChMa U OOpallleHUs] TPaKJaH, MyTeM CO3JaHUS PEruCTPalMOHHBIX
KapTOYEK.

- 3AaHECEHHE B MAMSTh KOMIIBIOTEPA TEKCTOB PE3OJIFOLIUH;

- HaIIpaBJICHUE PE3OJIFOUNN U TOKYMEHTOB IO CETH UCIIOIHUTENSIM;

- IOUCK PEruCTPAalMOHHBIX KapTOYEK W PE30JIOUUNA ISl OCYIIECTBICHHS
KOHTPOJISI HUCIIOJHEHHS JOKYMEHTOB C LENbI0 BEACHUS CIPaBOYHO-aHAIH-
TUYECKOHN paldoThI;

- IEPECBUIKY OTYETOB MCIOJHUTENEH IO JOKYMEHTY OTBETCTBEHHBIM
UCITOJIHUTEISM;

- OTCJIEKUBAaHUE JOKYMEHTOOOOpPOTa OpraHM3alvy, BKJIIOYAs MEPEMEIICHHS
OyMaXHbIX OpUTMHAJIOB M KONUH JIOKYMEHTOB, pE30JIIOIHM, OT4YeThl 00
UCIIOJIHEHUH, COTJIaCOBaHUE JOKYMEHTOB;
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- KOHTPOJb 3a CBOCBPEMCHHBIM HCIIOJHEHHEM TIOPYYCHHM, 3alpoCcoB
YUPEXKACHUM, OpraHu3alvid, PE30JIOLUUMHA M YKa3aHUW PYKOBOJCTBA; IPOBEPKY
CPOKOB HMCTIOJTHEHUS JOKYMEHTOB;

- O0ObeIMHEHNE W TPYIIUPOBKY 3apPETHCTPUPOBAHHBIX JOKYMEHTOB TIO
Pa3IMYHBIM MPU3HAKAM CXOJICTBA;

- BBOJI CBEJICHMI OO0 OTIpaBKE HCXOANIMX JOKYMEHTOB ajpecaraMm s
CO3/aHMS PEECTPOB PACCHUIKU JOKYMEHTOB;

- IOJly4eHre WH(GOPMAIIMOHHBIX W CTAaTHCTHMYECKHX MAaTepuajoB, CBOJIOK,
OTYETOB JJIS MPEAOCTABIICHUS PYKOBOJICTBY;

- XpaHEHHE DJIEKTPOHHBIX JTOKYMEHTOB;

- «OTIIPaBJICHUS» JOKYMEHTOB B JICJIO B COOTBETCTBHUU C HOMCHKJIATYPOH e
¥ U3BJIeYeHUS (TIpU HEOOXOAMMOCTH) UX U3 JIeNa.

[Tocnenytomnme BepcHM 3TOM CUCTEMbI OJJIEPKUBAET JIOCTYI K JOKYMEHTaM
nocpeactsom Internet-rexnonoruu.

Cuctema «LanDocs» mnpenHazHadeHa Uil aBTOMaTH3allMU JTOKYMEHTa-
ITMOHHBIX TPOIECCOB YIpaBieHUss B opraHusamusx. CymiecTByeT OHa B JIBYX
BapuaHTax: l) Kak 3akOHYeHHas cucrtema (mporpamMmHoe oOecreyeHue, TOKY-
MEHTalus, 00yyeHue Moib3oBareneil); 2) Kak OTKPBIThIA K pa3BUTHIO BapUaHT,
IPEACTABIISIONINN 0a30BBIE HAOOP MOJEICH, CICIUaTN3UPOBAaHHYI0 OHOIHOTEKY
JMAJTIOTOBBIX ~ JJIEMEHTOB, TEXHOJIOTMIO aJanTallid W TOJJEPKKH;  OHA
IpeanoiaraeT 00y4eHne mojib30BaTelieid, pa3padOTYNKOB U CIICIIHAIMCTOB TPYIIIBI
MOJITICPIKKH.

[IporpaMMHBII KOMILIEKC ITO3BOJISIET PEali30BaTh B aBTOMAaTH3UPOBAHHOM
pPEXHUME CIIETYIONIee TOKYMEHTAIIMOHHBIE OTIepaIiu:

- PETUCTPAIIO BXOJANINX, BHYTPCHHHX M HCXOMSIINX JIOKYMEHTOB C
WCIIOJIb30BaHUEM PETHUCTPAITMOHHBIX KapTOUEK;

- COXpaHEHue JAOKYMEHTOB, CO3/IJaHHBIX Pa3HOOOpPA3HBIMU MPUIOKECHUSIMHU B
BUJIe (DailIoB TEKCTOB, TaOIUII, BUJIEOU300pAXKEHUM, 3BYKA;

- UHTETPUPOBAHHBINA BHI30B COOTBETCTBYIOIIETO MPUJIOKEHUS MPU OTKPHITUU
JIOKYMEHTA;

- PaCCBUIKY JOKYMEHTOB, 3aJlaHWi, TTOPYUYCHHUH KaK OJHOMY IOJb30BAaTEINIO,
TaK U IO CIHCKY;

- KOHTPOJIb 32 TPOXOKICHUEM M UCIIOJHCHHEM JOKYMEHTOB M TOPYYCHHUH C
MOMOIIFI0 MEXaHW3Ma KOHTPOJIBHBIX KapTo4yeKk (BCE JMaHHBIE O 3aperucT-
PUPOBAHHBIX JOKYMEHTAX M XOJI€ MX MCIIOTHEHUS MOTYT OBITh OTIICYaTaHbI B BHJIC
OTUYETOB);

- IOMCK JIOKYMEHTOB C BO3MOXKHOCTBIO COXpPAHEHHUS IMOMCKOBBIX 3arpoCoB,
IPOCMOTP M PEAAKTUPOBAHUE TOKYMEHTOB;

- IOJIIEPIKKY HECKOJIbKUX BEPCHIA OTHOTO IOKYMEHTA,;

- CKaHUPOBaHHE OYMaXXHBIX IOKYMEHTOB U pacno3HaBanue TekctoB (OCR);

- UHTETPUPOBAHHBIA BBI30OB OQUCHBIX TMPUIOKECHHH I MPOCMOTPA,
PEIAKTUPOBAHMS U MeYaTH JOKYMEHTOB;

- ApXUBHPOBAHUE JOKYMCHTOB;

- THOKYI0 HACTPOWKY Ha aJIMHHHCTPATUBHYIO HEPAPXUIO0 OpPraHu3allud |
TEMATUYECKYIO CTPYKTYPY IOKYMEHTApHOTO (POHIIA;
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- OTPAaHUYCHHE TPaB JIOCTyIA TOJIb30BaTENIe K JIOKyMEHTaM W (YHKIUSIM
CHUCTEMBL.

[IporpammHuo-TexHonoruueckuii komruiekce «3oaymka-WIN» - snekTpoHHas
KAHIIEJSIPUS, COCTOSIIIas U3 TpeX (PYHKIMOHAIBbHBIX KOMIIOHEHT MPOTPaMMHBIX
cucteMm: «Pemenuss u pacnopspkenusi», «llucema rtpaxmgan» u «CioyxeOHas
KOPPECTIOHACHIUS».

Cucrema BBITIOTHSIET:

- PETUCTPAINIO UCXO/SIIEH U BXOJSIIEH MOYTHI, a TAKKE COMPOBOAUTEIBHBIX
JIOKYMEHTOB, TMPUKPEIUVIEHHBIX K OCHOBHOMY JIOKYMEHTY, TOBTOPHBIX U
BTOPUYHBIX JOKYMEHTOB;

- KOHTPOJIb UCTIOJIHUTEIBCKON JUCHUIUIMHBI BO BPEMEHHU U IO UCIIOTHUTEISAM
C HAaTOMMHAHUEM O KOHTPOJIbHBIX JIOKYMEHTAX M CPOKaX MX UCIIOTHEHUS;

- IOATOTOBKY CIPAaBOK, CBOJIOK U CIIMCKOB MO BCEMY 00bEMY JTOKYMEHTOB, IO
TEMaTUYECKUM PyOpUKaM U T. 1.;

- IOUCK JII000r0 JTOKyMEeHTa (B TOM YHCJI€ OTBETa U IMOBTOPHOTO) IO JIIOOOMY
U3BECTHOMY PEKBHU3UTY WJIM HAaOOpy PEKBU3UTOB, B TOM YHUCJIE KOHTEKCTHBIN
MOKCK IO COZEPKaHUIO (Ha3BaHUIO) IOKYMEHTA;

- OpraHU3alMIO JOCTYIIA K DJIEKTPOHHBIM KOMUAM JTOKYMEHTOB. Cuctema
ynpaBiieHus IokyMmeHTaMu «EB¢paT» 1o3BossieT aBTOMaTU3UPOBATH OCHOBHBIE
¢ynxuuu 1OV Ha npeanpusaTUsSX U B OpraHU3aIUsX.

Cpenu HUX MOXHO BBIICIIUTD:

- PETUCTPAIMIO JIOKYMEHTOB IO Ia0JOHAM PEKBU3UTOB, BBITIOJHEHHBIM B
COOTBETCTBHHU C IEUCTBYIOIIUMHU HOPMATUBHBIMU MaTepHUaAIaMUu;

- KOHTPOJIb UCIIOJIHEHUSI JOKYMEHTOB;

- iepefayy JOKYMEHTOB B TMPUJIOKEHUS ISl PEIaKTUPOBAHMS, TIE4aTH,
OTHPABKH MO JEKTPOHHOM MOYTE U JIp.;

- ApXUBHOE XpaHEHHUE JOKYMEHTOB U MX I'pauyecKkux o0pa3oB, MOTyUYECHHBIX
yTEM CKaHUPOBAHUS,

- IOMCK JJOKYMEHTOB I10 UX CO/ICPKAHUIO0 U HAOOPY PEKBU3HUTOB;

- IEPECHUIKY JOKYMEHTOB ajpecaTaM WIM UCIOJHHUTENsIM 4epe3 (akc WM
BBIBOJI Ha TeYaTaroliee yCTpouCTBO s iepeiadyu OyMa>KHOTO JOKYMEHTA.

B nacrosiee Bpems pupmoit pa3paboTaHbl U paclpOCTPAHAIOTCS TPU BEPCUU
CUCTEMBI:

«EBdpaT» - nepcoHaIbHBIN AIEKTPOHHBINA apXUB COOCTBEHHBIX TOKYMEHTOB,
CoJlepKaIluXCs Ha paboueM MECTE MOIb30BATENS;

«EBdppat@.50HO» - cucrema TmpeAcCTaBieHHs, XpaHEHHS U TOUCKA
JIOKYMEHTOB, MOJYYEHHBIX U3 PA3JIMYHbIX HUCTOYHUKOB, B TOM YHUCIIE CPEJICTBAMHU
AJEKTPOHHOM mouThl U3 cetu Internet. OnHako B 3TOM cUCTEME HE MPEAYCMOTPEH
pan  (YHKIUN JEeTONpPOU3BOJICTBA, B YAaCTHOCTH, OTCYTCTBYET BO3MOXKHOCTH
KOHTPOJISI UICIIOJIHEHUSI TOKYMEHTOB;

«EBdpar 97» - cucrema aBTOMaru3alMM Ha MPEANPUATHSIX U B Opra-
HU3ALUSIX COOCTBEHHOCTH.

Cucrema «Office Media» Taxxe mpenHa3HaueHa JJIs aBTOMATU3aIUN pabOThHI
cryx6 JIOY. Omna paspaborana Ha OCHOBE TpeOOBAHMM U MPHUHIIMIIOB
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'ocymapcTBEeHHONW CHCTEMBI JOKYMEHTAIIMOHHOTO OOECICUeHUs YIpaBICHUS
(I'CHOY) u obecrieunBaeT CeayIONMe OCHOBHBIC (DYHKITUH:

- peTHCTpaII0 BCEX KAaTEropwil JOKYMEHTOB, LHUPKYJIUPYIOMUX B Op-
raHW3aInu;

- IOCTAaHOBKY HAa KOHTPOJIb JOKYMEHTOB U PE3OJIONHMA PYKOBOJICTBA
OpraHu3allnu;

- CTATUCTHYECKUA aHAJIN3 HCHOJIHHUTEIbCKONW JUCHUILUIUHBI COTPYAHHUKOB
OpTaHU3AINH;

- aBTOMaTUYECKYIO JIOCTABKY 3JEKTPOHHBIX JOKYMEHTOB UCIIOIHUTEISM;

- CO3IaHME IIEKTPOHHOU OMOIHOTEKH (apXHBa) TOKYMEHTOB OpraHU3aliH.

B cocraB cucrembr «Optima Workflow Enterprise Edition» Bxoxar nsth
IPOTrPaMMHBIX MOJyJIeH, KOTOpbIE MOTYT OBITh YCTaHOBJEHbI Ha pa3IMYHOE
cepBepHOE 000py/AOBaHHWE B KOPIOPATUBHOM CETH B 3aBUCUMOCTH OT METO/OB
OpraHM3alMi MPOLECCOB JOKYMEHTOOOOpOTa U Hajauuusg pabouyux MeCT
noJjbp30BaTeneld. BHeapeHne cucTeMbl B OpraHnu3aiiy JaeT BO3MOKHOCTb!

- IICHTPAJIM30BAHHOTO XPaHEHHsI IOKYMEHTOB B JIEKTPOHHOM BUJIE;

- opManu3aIMK MPOLENYp CO3IaHHI U 00paOOTKU JOKYMEHTOB;

- €IMHOTO YIIPABJICHUS U KOHTPOJIS 33 IBMKEHUEM JOKyMeHTOB. Cuctema

COZEPKUT UHCTPYMEHTHI 3a/1aHUsI MapILIPYTOB MPOXOXKJICHUS
JOKYMEHTOB, ay/IUTa, OTCIEXKUBAHUS UX CTaTyca B mpolecce 00padOTKH, a TaKxKe
JaeT  BO3MOXHOCTh  MMOJKIIOYaTh  JIMLIEH3UPOBAHHBIE CPEJICTBA  KPHUITO-
rpaduuecKoi 3alUThI.

B cucreme «/lokymenT-2000» opraHu3zoBaHa MOTO4YHas o00paboTKa [0-
KyMEHTOB. Bechb JOKyMEHTOOOOPOT OpraHu3aluy IOApa3JeiseTcss Ha TPU OC-
HOBHBIX ITOTOKA: MOCTYMAIOIIUE, OTIPABIIsIEMbIC U BHYTPEHHUE TOKYMEHTHI.

[Toctynaromue JOKYMEHTHI TaK)Ke ACISATCS Ha MOTOKH: TOJPKHOCTHBIM JIUIAM,
ciyx6amM u moapazaencHusiM. [lomHOCThIO aBTOMaTHM3WpoBaHa paboTa C
OTIIPABJISIEMBIMU ¥ BHYTPEHHUMHU JJOKYMEHTaMHU.

Cucrema TMO3BOJISET BBIIOMHATH CleAylomue (YHKIUU: pa3paboOTKy
JOKYMEHTOB; TOJIFOTOBKY MPOEKTOB; OTCIEKHWBAHNE YIPABICHYECKUX MPOIECCOB
paccMoTpeHus (pe30JIIoLMs), O3HAKOMIICHHUS; BBIIIOJIHEHUE U PETUCTPALUIO
JOKYMEHTOB; MOJACPKKY WHANBHIYaIHLHOIO MapIIPyTa JABMKEHHS JTOKYMEHTA; UX
MIOUCK TIO0 ONPEIEICHHBIM aTpuOyTaM; KOHTPOJb MPOXOXKACHUS, BbIJa4y OTUETOB
[0 MOJpa3/eIEHUsIM, UCIIOJIHUTENSAM, BUIaM JOKYMEHTOB U Jp.; pa3rpaHUYCHUE
npaB JOCTYIA K JTOKYMEHTaM, HaCTPOUKY, MOJJEPIKKY CIIPABOYHUKOB, MapIIPYTOB
00pabOTKH JOKYMEHTOB; TMOAAEPKKY OKCIEAUINH HUCXOJIIIMX JIOKyMEHTOB
(mevaTh KOHBEPTOB U PEECTPOB MMOYTOBBIX OTIIPABICHHIA).

Co3naHHple BHYTPEHHHE JOKYMEHTBHl HE PETHUCTPUPYIOTCSA, a MOIy4yaroT
HOMeEp BepcuH. Bepcusi JOKyMeHTa BKIIIOUAET COOCTBEHHO TEKCT, HOMEP BEPCHU U
MapuipyT corjacoBaHus. PaspemieHo mnapasuienbHOe, MOCIeN0BaTEIbHOE W
napasuieIbHO-TIoce0BaTeNbHOe  coryiacoBanue. (CorjlacoBaHHbIE JIOKYMEHTBI
HOATHCHIBAIOTCS, a 3aTEM PETHCTPUPYIOTCS.

Bce moxkymMeHTH TpOABHUTalOTCS MO ONPEACICHHBIM MapHIpyTaMm - KOp-
HOPaTUBHBIM WM UHAUBUAYAIbHBIM.
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Cuctema «BOCC-PedepenT» pa3zpaborana Ha 0aze npoaykra Lotus Notes.
Cpena Lotus Notes u mpuinoxeHusi, CO31aHHbIE HA €€ OCHOBE, YJIOBJIETBOPSIOT
OCHOBHBIM TpeOoBanusiM JIOY xkpynHbeix opraHuzainuid. Ee wucnonbs3oBaHue
NO3BOJISIET pellaTh Pa3IMYHbIE J1EJONPOU3BOJICTBEHHbIE 3aJladyd, B YACTHOCTH,
ClelyIoIue:

Yuemnyro oopadomky ecex 6udoeé ooxymenmos. OOecrieunBaeT XpaHEHUE
pa3ianuHoi MH(OpMaIMK, MPOEKTUPOBaHUE (HOPM ISl pErUCTpalli TOKYMEHTOB,
y4eT U KOHTPOJIb 3a MPOXOXKACHUEM JOoKyMmMeHToB. IIpu HeoOxoaumocTu
o0ecreynBaeT COXpaHeHHE COAEPKAHUSI TOKYMEHTA U CKAHUPOBAHHBIX OYMayKHBIX
JOKYMEHTOB B OT/I€JIbHOW 0a3e JaHHBIX.

Ynukanonocms nomepa. Vlmeercss BO3SMOKHOCTh IIPUCBOCHHS JTOKYMEHTaM
YHUKAQJIBHBIX HOMEPOB, B TOM YHUCJIE U B PACIPEACICHHON BEIYUCIUTEIBHON CETH.

Iloooepoicka padomwvt ¢ mekcmom O0oKymenma. B cucremy BCTPOEH
COOCTBEHHBIN TEKCTOBBIA PEJAKTOP, BO3MOXXHO BKJIIOUEHHE B JOKYMEHTHI (DailIoB,
MOATOTOBJICHHBIX B JPYIMX TEKCTOBBIX mporieccopax (Microsoft Word, Word
Pro, Excel u 1p.), a Takxe B 2JIGKTPOHHBIX TAOJIUIAX ¥ IPahUUCCKHIX TTAKETaX.

Ceéasznocmov O00Kymenmos. JIOKyMEHT MOXKET COAEpKATb HEOTPAHUUYEHHOE
YHCJIO CCHUIOK Ha JIPyryue JOKYMEHTBI, B TOM YUCJIE U XpaHsAIIUecs B Ipyrux 0azax
JTAHHBIX.

Pacnpeodenennwiii.  0okymenmoooopom. OOecnieurBaeTcsi B IIMPOKUX
npenenax: oT OTASNbHO B3SITOIO KOMIIBIOTEPA IO CUCTEM C JIECATKAMHU CEPBEPOB, C
HNOJKITIOYEHHNEM HECKOJIbKMX COTeH mosb3oBarened. [Ipu stom umHbopMmarus,
HeoOxonumast it paboOThl, pachpeaenserca Mexay OTUMH Oa3zaMu |
NEPUOJUYECKN CUHXPOHU3ZHPYETCS.

Ozpanuyenue docmyna. 3aliiTa JAaHHBIX HA BCEX YpOBHAX cepBepa. Ilpu
YCTAHOBJICHUHM CEAaHCAa CBS3M 00s3aTeNbHO MNPOU3BOJUTCA ayTEHTU(DUKALIUS
nonp3oBarens. [loaaepkuBaeTcsi AIEKTPOHHAS TOANUCh W MHU(PPOBAHUE JaHHBIX.
Cucrema Lotus Notes sximrouaer Web Navigator mist HemocpeacTBeHHOTo JI0CTyIa
K uHpopmanuu B cetu Internet/ WWW.

MHorue cHucTeMbl OPHUEHTHPOBAaHbl Ha 3amajHble TPAOULUUA BEICHUS
JIEJIONPOU3BOICTBO, TOATOMY IIPU BBIOOpE CHUCTEM HEOOXOAMMO TOMHHUTH O
METOAMYECKHX pPa3IMYusX B TEXHOJOTMU opraHuzanuu mpoieccoB JJOY u o6
OpMEHTAllUM TMPOTPAMMHBIX MPOAYKTOB Ha Pa3jIuvHbIC JEIONPOU3BOJICTBEHHbBIC
TEXHOJOTMU. DTO HEOOXOJUMO YyUUTHIBATh, TAK KAaK afanTalys IPUBJIEKATEIbHOIO
JUISL OpTraHM3allid MPOTrpaMMHOTO TPOJYKTa MOXKET IMOTpPeOOBaTh CEPhbE3HBIX
EpPEMEH B CaMOW CUCTEME JJOKYMEHTAIMOHHOTO 00ECTICUeHHsI YIIpaBICHUSI.

Tak Kak TpaauLMK 3alaJHOr0 AEIONPOU3BOICTBA CYILIECTBEHHO OTIMYAIOTCS
OT POCCHUHCKHMX U OCHOBBIBAIOTCS Ha BBICOKOM HCHOJHUTEIHCKOW JUCIUILINHE
paOOTHUKOB, CIIENOE KOMMPOBAHUE CHUCTEM MOXXET MPUBECTH K HapYUIEHUIO
npaBui u HopMm ['CZLIOY.

TexHonoruyeckue  OCOOEHHOCTH  3amaJHbIX  JIEIONPOU3BOJICTBEHHBIX
IIPOLIECCOB MOXKHO BBIPA3UTh 110 CIEIYIOLIMM MOMEHTAM:

- IBMKEHUE JIOKYMEHTOB HMMEET TMPEUMYIIECTBEHHO T'OPU30HTAIbHBIM
XapakTep, KOrjaa JOKYMEHT MOINaJaeT HEMOCPEACTBEHHO K HCIIOJIHHUTENI0, MUHYS
PYKOBOJICTBO;
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- OTCYTCTBHE LEHTPAIM30BAHHOTO KOHTPOJIS;

- perucTpanusi JOKYMEHTOB ITPOU3BOAMTCS IO MECTYy HUX CO3JaHHUs He-
HOCPEICTBEHHBIMU HCIIOJIHUTEISIMM, MPU 3TOM HEKOTOpbIE BUIBI JOKYMEHTOB
BOOOIIIE HE MOJIJIEKAT PETUCTPALUH.

- CHEMAJIM3UPOBAHHBIX ~ NOJAPA3JEICHUN, 3aHUMAIOIIUXCA  JEJIOIPOU3-
BOJICTBOM, Kak MpaBujo, HET.

[IporpaMMHBIE CHUCTEMBI ASTOI'O HANpPaBIECHUS B OOJBIIMHCTBE CIIy4acB
OPUEHTHPOBaHbl Ha WCIIOJb30BAHUE DJIEKTPOHHBIX JOKYMEHTOB U CPEICTB
KOJUIEKTUBHOM paboOThl MOJb30BaTENEl, OTCYTCTBUE MNPOMEXYTOUHBIX 3BEHbHEB.
OT0 mpenonpenciser U3MEHEHHE CYIIECTBYIOIIMX  JIEIONPOU3BOJICTBEHHBIX
IPOLIECCOB B OpraHU3alliM, UX ONTHUMHU3ALMIO, pa3pabOTKy HOBBIX TEXHOJIOTHM
paboThI C IOKYMEHTaMHU.

OTU CHCTEMBbl XapaKTEpU3YIOTCS AKTUBHBIM BOBJICYEHMEM B IPOLECC
PYKOBOJSINETO0 3BEHA MPEANPUATHS U SBHBIM CTPEMIIEHHEM K OTKazy oT Oy-
Ma)KHbIX HOCHUTEJIEH HHPOpPMAIIHH.

Tpamummonnoe poccuiickoe aenonpous3BoactBo ¢ XVIII Beka wumeer
CJIEYyIOIIE OCOOCHHOCTH:

- BEPTUKAJIbHBIM  XapakTep JBWXKEHUSA JIOKYMEHTOB (PYKOBOJOUTENb -
UCIIOJIHUTENb - PYKOBOJAMTENb) BHYTPH OpraHU3allvHy;

- BECh KOMIUIEKC pabOT C JTOKYMEHTaMH (PUKCUPYETCSI B PErHMCTPAlMOHHBIX
KypHajax Wi B MAalIMHONMUCHBIX KapTOTEKaxX, Ky/Ja 3aHOCITCS BCE CBEIEHUS O
JOKYMEHTAaX, WX IMEPEMEIICHUAX, PE3OJIIOLUN HA4aJbCTBA, KOHTPOJIb CPOKOB
UCIIOJIHEHUS, OTYETHI U T. [I.

- COBPEMEHHAsl POCCUICKAsl TEXHOJIOIMS JIEJONPOU3BOJICTBA IMPEANOIAraeT
BEJICHUE PEruCTPALMOHHO-KOHTPOJBHBIX © OTYETHBIX MAaccUBOB ((haiinos,
KapTOTEK WIH KyPHAJIOB);

- €IUHBI TOPAIOK 00pabOTKM JIOKYMEHTOB OCYILECTBISIOT CIELHAIN-
3UPOBAHHBIE CIIYXObl: YIpaBiICHUH JAellaMH, CEKpPEeTapuaroB, KaHIIEIApUH,
IKCHEAULUN.

OcHoBHas nipobJieMa JaHHOW TEXHOJIOTUH - [IEHTPAIN30BAHHOE ONEPATUBHOE
OTCJICKMBAaHUE ABW)KCHUS JOKYMEHTOB. [Ipu 3TOM 1€701pOon3BOACTBO (PAKTHIECKH
OTJEJIEHO OT paboThl C CaMUMHU JIOKYMEHTAMU: PYKOBOJMUTEIM W HCIOJIHUTEIH
paboTalOT  HEMOCPEJCTBEHHO C JOKyMEHTaMu (WiId HMX KONUSIMHU), a
JIEJIONPOU3BOICTBEHHBIM [EPCOHAT OTCIEKHUBAET HMX JCHCTBUA C IOMOILBIO
PErUCTPALMOHHBIX U KOHTPOJIbHBIX KApPTOYEK.

Hpyras 0cOOE€HHOCTb - BBICOKAas CTENEHb CTAaHJAPTU3ALUU IPOLECCOB
JeIONPON3BO/ICTBA M JOKYMEHTOO0OpOTa, Korja ocHoBbl TexHosoruun IOV 3a-
KPEIUISIIOTCSA FOCYAapCTBEHHBIMU HOPMATUBHO-METOIUYECKUMHU JIOKYMEHTaMHU.

[IporpaMmHBIE CHCTEMBI, PEATU3YIOLIUE POCCUUCKHE TEXHOJIOTUU, OpH-
€HTHPOBaHbl Ha FOCYIapCTBEHHBIEC YUPEKACHUS C COXPAHEHUEM BCEX TPAAULUI U
HOPM JIEJIONPOU3BOJICTBA, NPHUHATHIX B KOHKPETHBIX OpraHu3alusax. Takue
CHUCTEMBI O0ECIEUMBAIOT CONPOBOXKIEHUE OyMa)kKHOTO JIOKYMEHTOOOOpOoTa W
CHIDKAIOT TPYIOEMKOCTh PYTHHHBIX oONepaluii mo o0paboTKe TOKYMEHTOB.
OaHako OHM CIIOCOOHBI CYIIECTBEHHO PAaCIIMPUTh PaMKU TPATUIUOHHBIX IPO-
LIECCOB JENONPOU3BOACTBA U TOKYMEHTOOOOPOTA 3a CUeT 00pabOTKH JOKYMEHTOB
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Ha TMEPCOHAIBHOM KOMITbIOTepe. CHCTEMBl 3TOr'0 HAIpPaBJICHHUS TMpPEIHA3HAYCHBI
JUTSI TIOCTENIEHHOTO Tepexo/ia OT OYMa)KHBIX TEXHOJOTUN K 0e30yMaxHbiM. K HUM
MOKHO OTHECTH cUCTeMBI «/[ern10-96» u «3omymika-WIN».

14. KoHTpOJIbHbIE BONPOCHI

1.Yto Takoe 10KyMEHT?

2.KaxoBbl OCHOBHBIE TIPU3HAKU U CBOWMCTBA JJOKYMEHTA?

3.B dem 3akitouarorcst QyHKITUU TOKYMeHTa?

4.Y1o moHMUMAaETCsl MOJT FOPUIMUECKON CUIION TOKyMeHTa?

5.B "yem cmpIc cTanmapTu3anuu 1 yHUGUKAIMN TOKyMeHTa?

6. Kakue = HOpMaTUBHO-METOJIUYECKHE  JOKYMEHTbl  PErjJaMEHTUPYIOT
IPOLIECCHI TOKYMEHTUPOBaHUA?.

1. Buib1 651aHKOB, MPUMEHSEMBIX OPTaHU3AIASIMH.

8. PexBuzuthl, ¢Gopmupyromue OjaHK MUChbMa M OJaHK KOHKPETHOTO
BUJIa IOKYMEHTA.

9. [IpaBuna oopmiieHus 1aThl B JOKYMEHTE.

10.ITopsimox oopmiieHus peKBU3HUTa «Apecary.

11.Kakumu crioco6amu yTBEpKAaeTcsi JOKYMEHTHI?

12.Yt1o otpaxkaercst B pezomtoruu? Kakos nopsaok ee ohopmiaeHus?

13.ITpaBuna odhopmiieHHs TPUTOKECHUS.

14 Kak odopmiisieTcst HOAMUCh B MUCbME, aKTe, MPOTOKOJE?

15./Ins 4yero HeoOxoguMa OTMeTKa O 3aBepeHuu komuu? CrocoObl ee
oopMieHusl.

16.Buner meuateii. [1paBuna mpocraBieHus nedatu B pekBusnute «lloamuce»?

17.JIns 4gero HeoOxommMo coriacoBanue nokymenta? Kak odopmisrorcs
rpud 1 BU3a corjaacoBaHus?

18.Kakue cBeeHs yKa3bIBAIOT B CIIPABOYHBIX JAHHBIX ?

19.13 yero cocToUT perucTparMOHHbIA HOMEP UCXOISIIET0 TOKyMeHTa?

20.ITepeuncnuTe 3TAnbl MOATOTOBKH MPUKA3a.

21.Kakue TpeGoBaHuUs MPEABIBISIIOTCS K TEKCTY MUCbMa?

22 .Kakue BUbl JOKYMEHTOB OTHOCATCS K OpTraHU3aIlMOHHO-PACIIOPS-
JTUTEIbHBIM JOKYMEHTaM?

23.B yeM 0cOOEHHOCTh COCTaBIIECHUS U OPOPMIICHUS TIPUKA3a IO OCHOBHOM
EATENLHOCTH?

24.J1ns1 yero HeooxoauM npoTokon? OcodeHHOCTH ero opopMITeHHUS.

25.Kakue BUIIBI COCTABIIAIOT TPYINTY CIIPABOYHO-UH(GOPMAITHOHHBIX
JIOKYMEHTOB?

26.Yto orpaxaet akt? [IpaBuna ero odopmieHus.

27.Kakue TpeOoBaHUS MIPEABSBISIIOTCS K CIIY>KEOHBIM U JIOKJIATHBIM
3anuckaM? B ueM ocoOeHHOCTH X opopmiieHus?

28.0OcHoBHBIE TpeOoBaHUs K OPOPMIICHHIO CITy>KeOHBIX mruceM. Kakwue
PA3HOBUIHOCTH MHCEM BbI 3HaeTE?

29.Yto0 Takoe T0KyMEHTO0000pOT?
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30.0cHoBHBbIE TpaBUIIa JOKYMEHTOO0O0pOTA.

31.Kakue TpeboBaHUS MIPEABIBISIIOTCS K IEPBUYHON 00pabOTKE BXOIAIITUX
JIOKYMEHTOB?

32.2Tamnbl JOKYyMEHTUPOBAHUS.

33.Ilepeuncnute 3Tansl pabOTHI ¢ BXOASIIMMHI JOKYMEHTAMH.

34.Kakue TpeOoBaHUS IPEABIBIAIOTCA K 00pab0OTKE UCXOASIINX J10-
KYMEHTOB?

35.0co06eHHOCTH PabOThI ¢ KAJPOBBIMHU JOKYMEHTAMHU.

36.0co0eHHOCTH 3aMOHEHUS TPYAOBOM KHIDKKHU. TpeOoBaHMS K XpaHEHUIO U
UCIIOJIb30BaHUIO.

37.Kakue 1okyMeHTbl ((OPMHUPYIOT JUYHOE AeJI0 paOOTHUKA?

38.I1paBuIa 3amoHeHNUS THIHBIX KAPTOUEK.

39.B gem 3akmmroyaeTcs 0COOEHHOCTh Pa0OTHI ¢ KOHPUACHITUATILHBIMH
JIOKYMEHTaMu?

40.Kax mpaBuibHO 0OpPMHUTH aJipec Ha KOHBEPTaxX U JOKyMeHTax?

15. 3apanus K npakTH4ecKUM padoram

1.CocTaBpTe MpUTialieHue MpeAIoaraeMoMy HapTHEPY C MPeaoKeHHEeM
HNPUHATH YY4aCTHE B MEKIYHAPOJHOM CHMITO3UYME I10 BOIIPOCaM SIZICPHOMN (PUBUKH.

2.CocraBpTe CHYKEOHYIO 3alUCKy 00 OCHAIIEHWU OTJ]ela COBPEMEHHBIM
obopynoBanueM. OOOCHYHTE CBOIO TTPOCHOY.

3.CocraBbTe Clly’)KEOHYIO 3alIUCKY O HEOOXOAMMOCTH BHEIPEHMS JTOKAIbHbBIX
KOMITBIOTEPHBIX CeTeH AJisi opranuzanuu padbotsl cinyx0s1 JJOY. O0ocHyiiTe cBOIO
pochOYy.

4.CocTaBbTe MpHUKa3 O NPUHATUM Ha paboTy mHxkeHepa 11 paspsnga B ornen
IJIaBHOTO MexaHuka. OCcTallbHbIe PEKBU3UTHI YKAKUTE CAMOCTOSITENBHO.

5.CoctaBpTe [OKJIQJHYIO 3allMCKy O HAPYIICHHH TEXHOJIOTHYECKOTO
mpoliecca Mpu MPOU3BOACTBE XJIeOONPOAYKTOB. BEIBOIBI U 3aKIIIOUEHHE, @ TAKKe
BCE€ PEKBU3UTHI IIpUIyMaiiTe caMu.

6.CocTtaBpTe NHCHMO-OTKA3 INpenanonaraeMod ¢upMe B IOCTaBKE KOM-
TUIEKTYIOUTUX WU3JIEIHUM JUIsl U3TOTOBJIECHUS TEJIEBU30POB Mapku «Pyoun.

7.CocTaBbTe NPUKa3 O NPEJOCTABIECHUN 0YEPETHOTO OTIIYCKA.

8.CocTaBbpTe aKT 0 mepeaadye MaTepUalbHBIX IIEHHOCTEH (KOMIBIOTEPOB) U3
OJTHOT'O OTJieJla OpraHu3aluu B APYroi.

9.CocraBbTe npuka3 00 yBOJIbHEHUU paOOTHUKA IO COOCTBEHHOMY KEJIaHHUIO.

10.CocraBbTe IPOTOKOJ KOJIIIETHATBHOTO MEPOIIPUSTHSL.

11.CoctaBbTe OOBACHHUTENBHYIO 3alMCKy IO IIOBOAY HEUCIIOJIHEHHS
CIIly’)keOHOro mopydeHus. Bce HeoOXonuMble PEKBU3MTHI YKAKUTE CaMOCTOS-
TEJIBHO.

12.CocraBbTe 3asBi€HHE O NpUEME Ha paboTy. YKaKHUTE CaMOCTOSTEIbHO
BCE HEOOXOTMMbIE€ PEKBU3UTHI.
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13.CocTtaBbTe mpeACTaBICHUE O MPEMUPOBAHUM PAOOTHUKOB CIIYXKOBI
KOHTPOJISI KauecTBa 3a IMOJATOTOBKY JOKYMEHTAIMU MO CEPTU(UKALMH CHCTEMBI
Ka4yecTBa.

14.CocraBbTe pe3toMe.

15.CocTaBbTe MUCEMO-TIPOCHEOY 00 OKa3aHUU CIIOHCOPCKOMW MTOMOIIIH.

16.CocTtaBbTe OOBSICHUTENBHYIO 3aIUCKY PAO0OTHUKA MO MOBOAY HApYIIECHUS
UM TPYJIOBOW JUCIUILTUHBIL.

17.CocraBbTe TapaHTHIIHOE€ NHCbMO Ha OIUIATY BBINOJHEHHBIX YCIYr WIH
TOBapa.

18.CocraBbTe MpuUKa3 10 OCHOBHOM JEATENBHOCTH U CII€JalTe BBIMHUCKY U3
ATOTO MPHUKa3a.

19.CocraBbTE TUCHMO-OTBET HA MPEII0KEHIE O COBMECTHOM 1E€ATEIbHOCTH.
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