HHCTHTVT
AHCTAHLHOHHOTO

y

I'naBa 1

JOKYMEHT 1 CUCTEMbI JOKYMEHTAIINAU

1.1. IlonsaTue noxkymenra. Kinaccupuxkanusi 10KkyMeHTOB

JIOKyMEHTHUpPOBAaHUE YMIPABICHYECKON NEATEIHHOCTH OXBATHIBACT BCE
MPOLIECCHI, OTHOCAIIMECH K 3amucH ((uKcaluu) Ha pa3iudyHbIX HOCHUTEINX
¥ 0(hOpPMIIEHUIO TIO YCTAaHOBJIEHHBIM IpaBWIaM HH(OpMau, HE0OXOIUMOM
JUISL OCYIIECTBJIEHUS YIIPABICHUECKUX JICMCTBUM.

YnpapneHue npeanpusITHEM MOKHO MPEACTaBUTh KaK MPOIECC MOIyde-
HUST THPOPMAIINH, ero 00pabOTKH, MPUHATHS PEHICHUS W JOBEICHHS €r0 10
ucrnosinutenss. Hanbosiee Ba)XKHOM 4acThlO yHPABICHUS SIBISETCS MPUHSTHE
pemienus. [{nst BbIpaOOTKM MPAaBUIBHOTO PEIIEHUsl TpeOyeTcs MOoJIHas, Ole-
paTUBHAas U JOCTOBEpHast UH(pOpMaIus.

[TonmroTy wuH(OpMaIUK XapakTepuzyeT €€ 00beM, KOTOPBIH T0JDKEH
OBITh IOCTATOYHBIM JJISl IPUHATHUS PELLICHUS.

NHupopmanus nomkHa ObITh ONIEPATUBHOM, T. €. TAKOH, YTOOBI 3a BpeMs
ee mepenayu 1 00paboTKH COCTOSTHUE JIeTT HE M3MEHIIIOCH.

JlocToBepHOCTh MH(OPMAIIMHM ONPEICTSIETCS CTENEHBI0 COOTBETCTBUS
ee CoJepKaHMsI OOBEKTUBHOMY COCTOSIHHIO JIEII.

Ha paGouee MecTo pyKOBOIUTENS MPEANPHUATHS WIA UCIIOTHUTENS WH-
dbopmarus J0JKHA TOCTyNnaTh B (hopMe, obseryarorieil ee BOCIpUsITHE U 00-
paboTKy.

Yacte wHQOpMAINK, HUCTOIB3yeMOW B YIPaBICHUH MPEANPHUITHEM,
bukcupyercsi B JOKyMEHTaX.

CnoBO «JOKYMEHT» B MEPEBOJIE C JIATUHCKOTO O3HAYAET «CBUAETENbCT-
BO», «Crmoco0 Joka3aTesnbcTBa». JOKYMEHT — 3TO MaTepHalbHBIM OOBEKT
C 3aKperieHHOM B HeM HMH(opmanuen i nepeiayu ee BO BpeMEHHU U Mpo-
CTpaHCTBE. JIOKyMEHT BBICTYHmaeT OJHOBPEMEHHO M Kak MpeIMeT Tpyaa
YIPABJIEHYECKOr0 pa0OTHHKA, M KaK €ro pe3yibTar.

JIOKYMEHT — 3TO OCHOBHOW OOBEKT TpyAa B cepe ympaBieHus. Ypas-
JIeHYECKas eATeIbHOCTh TpeOyeT puKcaluu COObITHH, NeHCTBUN UIIH pelle-
HUH, NaHHBIX B popme nokymeHTa. PukcupoBanre HHGOPMAIMH B TOKYMEH-
Te, opopMIIEHHE CITyKEOHBIX TOKYMEHTOB PErJaMEHTUPOBAHO CTaHIAPTAMH.

JIOKyMEeHTBl KIacCU(PUUUPYIOTCS 1O HAUMEHOBAHUAM — CIIyXKeOHbIE
NMChbMa, IPUKa3bl, IPOTOKOJIbI, aKThl, JOKJIAJHbIE 3aIIUCKH, IOTOBOPHI U T. 1.
OdopmieHne Bcex 3TUX JOKYMEHTOB YHU(PHUIIMPOBAHO, HO OHU MOTYT OBITh
pa3HbIMHU:
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® 10 Mecmy cocmasienus — BHYTPEHHUE (JIOKYMEHTBI, COCTaBJIsieMbIe
pabOTHUKAMU JTaHHOTO TPENINPUSATHS) U BHEIIHUE (IOKYMEHTHI, TTOCTYIIAl0-
IMe U3 APYTUX MPEANPUATANA, OPTAaHU3AINA U OT YaCTHBIX JIUIT);

® 10 cooepicaHuro — TPOCThIe (IIOCBSIICHHBIE OJHOMY BOIIPOCY)
U CIIO’KHBIE (0OXBATHIBAIOLINE HECKOJIBKO BOIIPOCOB);

® 10 ¢hopme — MHIUBHUIyaATbHBIC, KOT/Ia COACPKAHUE KaXKIOTO IOKY-
MEHTa UMEET CBOM OCOOCHHOCTH (Hampumep, IOKJIaJIHbIe 3alKiCcKu), Tpada-
peTHBIE, KOTJ]a YacTh JOKyMEHTa OTIeYaTaHa, a 4acTh 3aloJHAETCS MPHU CO-
CTaBJICHUH, U TUIIOBBIE, CO3/IaHHBIE ISl TPYIIIBI OHOPOIHBIX TPEANPUATUH.
Kax nmpaBumno, Bce TUmoBbIe U TpadapeTHbIE JOKYMEHThI MEYaTalOTCs TUTIO-
rpadcKuM crmocoOOM MM Ha MHOXKUTEJIBHBIX armapaTax;

® 110 CPOKAM UCNOIHEeHUsl — CPOUHBIC, TPEOYIOIINE UCTIOTHEHUS B ONpe/ie-
JICHHBIN CPOK, M HECPOUHBIE, 151 KOTOPBIX CPOK UCTIOIHEHHS HE YCTAaHOBJICH;

® 710 NPOUCX0NHCOEHUIO — CITyKEOHbIE, 3aTParuBaoIe HHTEPECH! Mpe/I-
NPUATHUS, OpraHU3allii, U JIMYHbIE, Kacarolluecss KOHKPETHOIO JUIA U SB-
JSTOIINECS UMEHHBIMU;

® 10 cpeocmeam ukcayuu — MACbMEHHbIE, Tpadudeckue, GoTo- U Ku-
HOJIOKYMEHTBHI, JOHO- U ayTUOIOKYMEHTBHI, 3JICKTPOHHBIC U T. 11.;

® 10 pUOUYecKou cuje — TOJIMHHBIE U TIOJIJIOKHBIE;

® 710 cmMaousmM n0020Mo6KYU — YSPHOBUKH U TIOJIJTMHHUKY (OpPUTUHAIIBI).

YepHosux — TOKYMEHT, OJITOTOBJICHHBIN 175 AanbHeiero ogopmie-
HUS, BBITIOJIHEHHBIHN, KaK MPAaBUIIO, OT PYKH.

lloonunnuk — €eNWHCTBEHHBIN DJK3EMIUIAP JOKyMEHTa, O(OpMIICHHBII
Y TIOAMMCAHHBIA C YEPHOBHKA B COOTBETCTBUU C YCTAHOBJIICHHBIMU TpeOOBa-
HussMU. C MOIJTMHHWKA MOTYT OBITh W3TOTOBJICHBI KOIMU, BBITTUCKH W3 JIOKY-
MEHTa M IyOnuKaT moaiauHHUKa. [loqnmuHHBIE TOKYMEHTHI OBIBAIOT JEHCTBU-
TENbHBIC W HeJeHcTBUTENbHbIE. HenelicTBUTENbHBIM JOKYMEHT CTAHOBHUTCS B
pe3ynbTaTe UCTEUYEHHsI CPOKA CHCTBUS WM 3aMEHBI €T0 IPYTUM IOKYMEHTOM.

Konus — moBTopHOE, aOCOIIOTHO TOYHOE BOCIPOM3BEICHUE MOTUHHU-
Ka (C TIOMETKOH «KOMHs»), 3aCBUACTEILCTBOBAHHOE B YCTAHOBJICHHOM IIO-
PSAIKE COOTBETCTBYIOIIUM JOKHOCTHBIM JIMIIOM.

Buvinucka — dparMeHT cojep)KaTrelbHON YacTH JOKYMEHTa, UMEIOIIHi
COCTaB PEKBU3UTOB OCHOBHOTO JOKYMEHTA U IMOATBEPKIECHHBIN HEOOX0.IHU-
MBIMH TIOJIITUCSIMH JTOJKHOCTHBIX JIHI] M TI€YATHIO.

Jlybauxam — NOKYMEHT, BbIIaBa€MbIi B Cllydae yTepHU BIIaJENIbLIEM MO/~
JUHHOTO JOKyMEHTa (C TOMETKOM <«JIyOJIMKaT»), MUMEIONIUN OIMHAKOBYIO
IOPUIMYECKYIO CHITY C ITOJATUHHUKOM.

1.2. ®yHKIUU TOKYMEHTA

JIokyMeHT BBINOJHAET psaa pynkuuii [1,5]. DT0:
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1. ®yHKUMS JTOKYMEHTHUPOBAHHUS IIPOIIECCOB, COOBITUH, JEUCTBUU
u ¢aktoB (rmaBHas). B mepByro odepenr — NOKYMEHTHPOBAHHUE CO3JaHUS
NpEANpUsATAS U OpPraHU3alMH, €r0 MPOU3BOJICTBEHHO-XO35UCTBEHHON Jes-
TEJIBbHOCTH.

2. OTt4eTHO-KOHTpONbHAS (yHKIHSA. Psg TOKyMEHTOB Npeanpusitue
00s13aHO TIPENICTABIIATh B TOCY/IaPCTBEHHBIE U MECTHBIC OPTaHbl YIIPaBICHUS,
NPEABSABIATh UX MIPU KOHTPOJBHBIX MPOBEPKAX PEBU30paM, a MPU KOMILIEKC-
HBIX PEBU3USIX — ayAUTOPAM.

3. CyneGHo-nipaBoBas ¢pyukuwms. [Ipu pemennn xo3sACTBEHHBIX BOIIPO-
COB C MApTHEPAMH JIOKYMEHTHI MMOJATBEPKIAIOT IOPUANUECKYIO CHITy TPETEeH-
3UM B apOUTPaXHOM CyJe, CIyXXaT J0Ka3aTeJbCTBOM MPU PACCMOTPEHUU
TPYJIOBBIX KOH(DIUKTOB.

4. YuetHo-kagpoBas ¢GyHKIUS. JOKyMEHTHI MO JHMYHOMY COCTaBy
MNPEANPUSATUS ONPESISIOT CTaTyC paOOTHUKOB U MPABOOTHOIIEHUS C aJMU-
HUCTpALIMEH, Cy>KaT CBUACTEIBCTBOM UX MPOABUKEHUS 1O CIYKOeE, T0KaT-
Csi B OCHOBY XapaKTEPHUCTHK IMPU ONPEAEICHHUH BO3MOXHOCTEW U MEPCIEK-
TUBHOCTH paOOTHHUKA, MOJTBEPKIAIOT MPOU3BOACTBEHHBIA CTaXX U pa3Mep
3apa00TKa MpU HAYUCICHUHU TIEHCUH.

5. Yuebnas Qynkuus. s HaunHAOMKUX paOOTHUKOB U MOJIOJIBIX CIie-
[[MAJIMCTOB T'OTOBBIE JOKYMEHTBI WJIM UX KOMHUU CTAHOBSTCS OOpa3lamu it
MOATOTOBKHU U 0(OPMIICHUSI HOBBIX JIOKYMEHTOB U BEJICHUS JCII.

6. OyHKIHS UCTOPUYECKOTO CBHUJIETENIHCTBA TEXHUYECKUX JOCTHUKEHUN
WU KyJbTYpHON UEHHOCTU. [JOKyMEHTBI MPEANpPUATHS, TPEACTABISAIOIINE
HMCTOPUYECKYIO LIEHHOCTh WJIM OTHOCAIIUECS K MaMSTHUKAM KYJIbTypbl CBO-
€ro BPEMEHH, CHAIOTCS B IOCYJApCTBEHHBIE apXHMBbI U CTAHOBATCS YacCThIO
ApxusHoro ¢onaa Poccuun.

VYrpaBieHuecKue JOKyMEHThI IO HAUMEHOBaHUI0, (OpME U COCTaBY pe-
KBU3UTOB JIOJKHBI COOTBETCTBOBATH YHU(DUIIMPOBAHHON CUCTEME JTOKYMEH-
tanuu (YC/), nmonoxenusim (yctaBaM MpeanpuaTs (opraHuzaiuun)), ApyramM
HOPMAaTUBHBIM JIOKYMEHTaM.

1.3. YHu(puuMpoOBaHHBbIE CHCTEMBbI JOKYMEHTALIMH

B mensx cokpamieHusi KOJIWYECTBA MPUMEHSIEMBIX B JIEATEILHOCTH Op-
TaHU3alUA JTOKYMEHTOB, TUIH3AINU WX (OPMBI, CHUKEHUS TPYAOBBIX, BpE-
MEHHBIX U MaTepUaIbHBIX 3aTPaT HA UX MOATOTOBKY U 00pabOTKY MPOBOIST-
csi pabOThl MO YHU(DUKAIMU JOKYMEHTOB U CO3JAHUIO VHUDUYUPOBAHHBIX
cucmem OOKYMEHMayuu.

YuudunupoBannas cucrema gokyMeHtaruu (YCJI) — COBOKYMHOCTH
B3aMMOCBSI3aHHBIX YHUDUIIMPOBAHHBIX (OPM JTOKYMEHTOB, OOECIECUYHBAIO-
MIMX JOKYMEHTHUPOBAHHOE TMPEJCTaBICHUE JTaHHBIX B OMPEICICHHBIX BUIAAX
XO3SIIICTBEHHON JAESATEIbHOCTH, CPEACTB MX BEIACHHS, HOPMAaTUBHBIX U METO-
JUYECKUX MaTepuasoB Mo UX paspaborke u npumenenuto. Y CJl npeaHazna-
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YeHbI KakK JIJIsl UCMOJIb30BAHUS C MOMOIIbIO CPEACTB BBIUUCIUTEIBHON TEXHU-
KM, TaK U [PU TPATULIHUOHHBIX METO1aX 00pabOTKN MHGOPMALIUH.

B ocuoBe cozmanus YCJI nexur memoo yuuguxkayuu — yCTaHOBIICHUE
eAMHO00pa3us coctaBa v (HOPM yHPaBICHUYECKUX TOKYMEHTOB, CO3/1aBAEMbIX
MIPY PEUICHUU OJTHOTUITHBIX YIPaBICHYECKUX (DYHKIIMHI U 3a1a4.

B nacrosmee Bpems aenctByroT caenytommue Y CJ:

— yHU(ULIMpPOBaHHAsS CHUCTEMA OpPraHU3alMOHHO-PACTIOPAIUTENbHON
JIOKyMEHTAINH;

— yHudUIMpOBaHHAsA cUCTeMa 0AaHKOBCKOU IOKYMEHTAIIUK;

— yHUUIMPOBaHHAS cucTeMa (PUHAHCOBOM, YUETHOM U OTYETHOU OyX-
TaJITEPCKON JOKYMEHTAIMH OFO/KETHBIX YUPEKICHUN U OpraHu3aIlni;

— YHU(QULMPOBAHHAS CUCTEMA OTYETHO-CTATUCTHYECKON TOKYMEHTALUH;

— yHU(UIMpOBaHHAs CHUCTEMa YYETHOM M OTYETHOM OyXraiarepckou
JIOKYMEHTAITUHU TIPEAPUATHS;

— yHU(UIHPOBAHHAS CHCTEMA IOKYMEHTAIIUHU 10 TPYY;

— YHU(HLMPOBAHHAS CUCTEMA IOKYMEHTAlMU IEHCUOHHOTO (hoHa PD;

— yHU(UIMPOBAHHASA CUCTEMA BHEIIHETOPTOBOM JOKYMEHTAIIUH.

Pa3zpaboTtka YCJI Benercs cOOTBETCTBYIOUIMMU MUHUCTEPCTBAMU U Be-
JIOMCTBaMHU.

Cpenu nepedrcaeHHbIX CUCTEM JOKYMEHTAIMU 0CO00€ MECTO 3aHUMAET
YHudunupoBaHHas cucreMa OpraHu3allMOHHO-PACIIOPAIUTENIHON JOKYMEH-
Talluu, MpUMEHseMas pu 0QOPMIICHUH PACTIOPSIUTEIHHONU U UCTIOTHUTEIb-
HOW JeSATENIbHOCTH armapara yIpaBJIeHUs U Urparolias ocoOyro posib Cpeau
BCEX JIPYTHX CUCTEM YNPABIECHYECKON JOKYMEHTALIMH.

OpranmzanmoHHo-pacnopsautenbHas qokymenTarus (OPJ]) duxcupyer
IPUHSATHIE PEIICHMS 110 aIMUHUCTPATUBHBIM BOIIPOCAM U CO3IAETCS BO BCEX
(denepanbHbIX OpraHax rocyJapCTBEHHOW BIACTH, B OpraHaXx MECTHOIO ca-
MOYTIpaBJIEHUs, Ha MPEANPUATUAX U B OPraHU3aLMAX HE3aBUCHMO OT Opra-
HU3ALMOHHO-TIPaBOBOM (opMbl U BUa neareabHocTH. Umenno ¢ OPJI pabo-
TalOT B OCHOBHOM CIELHAIUCTHI CIYKO JOKYMEHTALIMOHHOIO o0OecreyeHus
yIPABJICHHUS.

KOHTpOJIBHbIe BOIIPOCHI M 3aJaHUA

1. [aiTe onpeneneHue JOKyMEHTA.

2. VYkaxure, 10 KaKUM MPU3HAKAM KJIACCUDUIIMPYIOTCS TOKYMEHTHI.

3. HazoBure OOKYyMEHTHI, pa3iuyvaronivecss Mo cpeicTBaM (UKcaluu
uH(popMauu.

4. Ha3zoBute OCHOBHbIE (QYHKIUH JOKYMEHTA.

5. B uem 3akimouaercst yueOHO-KaipoBasi PyHKIMs JOKyMeHTa?

6. UYrto npencrasisieT coO0M MOUIMHHUK TOKyMeHTa?

7. Urto Takoe Konusl JOKyMeHTa?
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8. UYto mpexacrasisieT co00il BhINMKMCKA U3 JOKyMEHTa?

9. UYto Takoe myOIuKaT TOKyMeHTa?

10. B yem 3akirodaercst METOJ] YHU(PUKAIIUUA TOKYMEHTOB?

11. Yo Takoe yHuduirpoBaHHas cuctemMa JOKyMEHTaIuu ?

12. Jlns gero co3narorcs YHUDUIIMPOBAHHBIE CHCTEMbBI JJOKyMEHTAITUH ?

I'1aBa 2

YIIPABJIEHYECKAA JOKYMEHTALIUA

2.1. Knaccudgukanus ynpabjieH4eCKO JOKYMEHTAIMH

VYrpaBneHueckasi 1eTeIbHOCTD JIIOOOTO MPEANPHUSATHS COIPOBOXKIACTCS
CO3JlaHMEM Pa3HOOOpa3HbIX JOKYMEHTOB B COOTBETCTBUHU C TPEOOBAHMSIMU
JIEUCTBYIONIUX 3aKOHOJATEIBHBIX U IPYTUX HOPMATHUBHBIX aKTOB. X MOKHO
MOJIpa3/IeJINTh Ha CJICAYIOIIHME OCHOBHBIC rpynisl [1, 5, 6]:

® OpeaHU3ayUOHHBIE OOKYMEHMbl — 3aKOHOAATEIbHbIE U WHBIE HOpMa-
TUBHBIC aKThl, yUPEAUTEIBHBIN TOTOBOP, YCTaB, HHCTPYKIIUHA, METOIUNICCKUC
yKa3aHus, CTPYKTypa U IITaTHAsl YUCICHHOCTb, IITATHOE pacIUCaHUe, TOJIK-
HOCTHBIC MHCTPYKIIUH, MPaBUjia BHYTPEHHETO TPYJIOBOTO pacrmopska (1o-
JIO’)KEHHUS O TIEPCOHAJIE), TUIIOBBIE ¥ PUMEPHBIC HOMEHKIIATYPHI JIET,

® pacnopsoumenvHvle OOKYMeHmbl — IPUKA3bI, PACTIOPSKECHUS, PEIIICHNS;

® O0OKYMeHmbl NO JUYHOMY COCMABY — MPHUKA3bl IO JTUYHOMY COCTaBy,
TPYZIOBBIE JTOTOBOPHI, JUYHBIC JENa, JUYHBIC KapTO4uKu (opmbl T-2, MOKy-
MEHTBHI TI0 aTTECTAIlMM COTPYAHUKOB, JHIIEBBIC CUETa MO 3apabOTHO miaTe,
TPYIOBBIE KHIKKH, TOKYMEHTBI TI0 COIIMAILBHOMY O0ECTICUCHHIO, T. €. Ha3Ha-
YEHHUIO TICHCHM,

® njuaHo8vle OOKYMeHmbl — 1IeJIEBbIE MPOTrpaMMbl Pa3BUTHUS, IJIAHBI HKO-
HOMHYECKOTO M COLIMAJILHOTO Pa3BUTHSI, TOKYMEHTHI MO pa3paboTKe IJIaHOB
U 1IeH000pa30BaHMI0, OM3HEC-TUIaHbl, (DMHAHCOBBIN, MAaTEPUAIbHBIN, BAIOT-
HBI 0aJaHChI, CMETHI, AHAJIN3 OTYETHBIX JAHHBIX;

® (Qunancoso-oyxeanmepckue OOKYMeHMybl — TIIaBHAsg KHHUTa, TOIOBbIC
OTYeThl, OyXranrepckue OamaHChl, cueTa MpUObLIEH U YOBITKOB, JOTOBOPHI
OAHKOBCKOTO CUeTa, KPEeIUTHBIC JOTOBOPHI, aKThl PEBU3HIA, HHBEHTapHU3AIUH,
OTYEThI, CMETHI, CUeTa, KACCOBBIC KHUTH U TIP.;

® UHGOPMAYUOHHO-CNPABOYUHBIE OOKYMEHMbL — AKThl, TUCbMa, (PaKChl,
MPOTOKOJIBI, JOKJIAJHbIE U OOBICHUTENbHBIE 3alUCKHU, CIIPABKU, JTOBEPEHHO-
CTH, TeTe(hOHOTpaMMBI U TIp.;

® HOpMamugHvle OOKYMEHmMbl BbIUECMOAWUX OpP2aH08 — JOKYMEHTHI,
MOCTYTAIOIINE HA MPEANPUATAE OT PA3IMYHBIX TOCYAAPCTBEHHBIX M MYHH-
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[IUTNIATBHBIX OpPTaHW3AIMH U PETYJIUPYIONIUE pa3IUYHbIE BOMPOCHI €ro mes-
TEJIHHOCTH;

® VUEMHO-CMAMUCMUYecKas O0OKyMeHmayus — CTaTUCTUYECKHE OTye-
ThI, TAOIHIIBI, KYPHAJIBI, CTATUCTUYECKAST OTYCTHOCTH;

o xoumpakmul (002080pbl), CoO2NAUEHUS, NPEONONCEHUS.

2.2. TpeOoBaHus K 0GOPMJICHHIO YIIPABJICHYECKOM JOKYMEHTALMU

TpebGoBanus k 0OPMIICHHUIO YITPABICHUYCCKUX TOKYMEHTOB TPUBEICHBI
B ['OCT P 6.30-2003. B nanHom cTanmapTe NpuBEICHBI €IUHBIE TPEOOBAHUS
U mpaBuiia opOPMIICHHS JTOKYMEHTOB YNPABJICHUS MPEANPUATUIMHU, OPraHu-
3alMSIMU U UX O0BEUHEHUSIMUA HE3aBUCUMO OT (hOPMBbI COOCTBEHHOCTH U Op-
raHU3alMOHHO-TIPABOBOM (DOPMBI.

Jlokymenmubl M3roTaBIUBalOT Ha OJaHKax. Y CTaHABIMBAIOTCS JBa OC-
HOBHBIX (hopmaTa OJIaHKOB IOKYMEHTOB — A4 u AS.

Kaxnpiil muct gokymenrta, opopmiIeHHbIA Kak Ha OiaHke, Tak u 0e3 He-
0, JOJKEH UMETH T0JII HE MEHEee, MM:

e jeBoe — 20;

e npasoe — 10;

e BepxHee — 20;

e HikHee — 20.

brnanku 1OKyMEHTOB clieAyeT M3roTaBiIuBaTh Ha Oenoi Oymare wim Oy-
Mare CBETJIbIX TOHOB.

brnanku momyckaercs M3rOTaBIWBAaTh TUIMOTPAPCKUM CIIOCOOOM, C TIO-
MOIIIBIO CPEJICTB OMEPATHBHOW MONUTpaduu WM BOCIPOU3BOJIUTH C TTOMO-
IIbI0 CPEJICTB BBHIYMCIUTEIBHON TEXHUKH HEMOCPEICTBEHHO MPU U3TOTOBJIE-
HUU KOHKPETHOro JOKyMeHTa. VICKiItoueHne COCTaBIAOT OJIaHKK OpraHu3a-
uuu ¢ uzobpaxenueM ['ocymapcrBeHHoro repba Poccuiickoii denepanuu
uiu rep0oB cyonekToB Poccutickoit dexneparum.

JUis opraHuszanuu, €€ CTPYKTYPHOTO MOJApa3liefeHus, JOJKHOCTHOTO
JIMIA YCTAHABIIUBAIOT CJIEAYIONIME BUIbI OJJAHKOB JOKYMEHTOB:

— 001 61aHK;

— OJIaHK MHCHMa;

— OJIaHK KOHKPETHOTO BUJA IOKYMEHTa, KpOME MHUChMa.

B 3aBHUCUMOCTH OT pacroiOKEeHHUs] pEKBU3UTOB YCTAHABIMBAIOT JIBa Ba-
puaHTa O6JIAaHKOB — YTIIOBOU U MPOI0THHBIN.

Jlonyckaercsi U3roTaBiIuBaTh JOKYMEHTHI Ha MUIIYIIEH MallMHKE WIIN
MIPU IOMOIIM MeYaTaIOIUX YCTPOUCTB U CPEACTB BHIYUCITUTEILHON TEXHUKH.

OtnenpHble BHYTPEHHHUE JIOKYMEHTBI, aBTOpPAMH KOTOPBIX SIBIISIOTCA
JIOJDKHOCTHBIC JIMIA, JOIMYCKAeTCs MUcaTh OT PyKU (3asBIEeHUE, OOBICHU-
TeJIbHAs 3alliCKa | T. I1.).
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[Ipu u3roToBIEHUU HOKYMEHTOB Ha JABYX W 0OJiee CTpaHUIIAX BTOpAs U
MOCJICTYIONIUE CTPAHUIIBI JOJDKHBI OBITH TPOHYMepoBaHbl. Homepa ctpanuil
IIPOCTABJISIIOT TOCEPEIUHE BEPXHETO MOJIS JIUCTA.

Jlomyckaercsi medataHue TOKyMEHTa C HCIIOJIb30BaHUEM OOOPOTHOM
CTOPOHBI JINCTA.

2.3. TpeOoBaHuA K U3rOTOBJIEHUIO, YYETY, HCIOJIb30BAHUIO M XPAHEHUIO
0J1aHKOB ¢ Bocnipou3BenenneM I'ocynapcrBenHoro repda Poccuiickoit
Denepauuu, repoos cyobexkroB Poccuiickoit @enepanuu

brnanku HOKyMEHTOB ¢ BOCHpoM3BeneHHEeM | ocymapcTBeHHOTO repba
Poccuiickoit @enepannu u rep6oB cyonekToB Poccuiickoit denepanuu (n1a-
jee repOoBbIe OJIAHKHW) SBISIFOTCS TOMUTPaUUEecKO MPOIYKIMEH, MOJIe-
JKaIlle yderTy.

['ep6oBbIc OIAHKK M3TOTABIMBAIOT TOJIBKO MOJUTPA(UUECKUE U IITEM-
METHHO-TPABEPHBIC TPEANPUATHS, UMEIONINE JIMIICH3UN Ha COOTBETCTBYIO-
WA BUJ JCATENHHOCTH M CEPTU(PHUKATH O HATUYUU TEXHUYCCKUX M TEXHO-
JIOTUYECKUX BO3MOKHOCTEH ISl M3TOTOBIICHHUS YKA3aHHOTO BUA MPOTYKIIUH
Ha JIOJDKHOM KaueCTBEHHOM YPOBHE.

N3rorosnenue repOOBbIX OJAHKOB OCYIIECTBISIOT MO 3aKa3aM OPraHOB
roCyJapCTBEHHOW BJIACTH, UHBIX TOCYIAPCTBEHHBIX OPTaHOB U YUPEKJICHUH,
onpeneneHubix [lomoxenunem o ['ocynapctBenHom repoe Poccuiickoit dene-
paiuu, COOTBETCTBYIOIIMMH TPABOBBIMU akTaMu CcyOBnekToB Poccuiickoii
denepauni.

Ha repOoBbix Onankax TUMOTrpad)CKUM CIIOCOOOM WM HYMEpPaTopoM
MPOCTABIIAIOT TMOPSAKOBBIE HOMEpPA, a MPU HEOOXOJUMOCTH W CEPUU ITHX
HOMEpOB. Y4eT repOOBbIX OJaHKOB BEAETCS pa3lieibHO MO BUAAM OJIaHKOB
B PETUCTPAIMOHHO-YYETHOU popMe (KapTOUKe, )KypHAJE), P STOM UCIIOJIb-
3YIOTCS CIIEIYIOIINE PEKBUZHUTHI:

® npu nocmynieHuu OJ1aHKOS:

— HaUMEHOBaHUE BUJIa TepOOBOro OJIaHKa;

— JaTa MOCTYIICHHUS,

— HOMEp CONPOBOIUTENHHOTO IOKYMEHTA,

— HAaUMEHOBAHWE OPTaHU3AIMH — TOCTABIINKA T€pPOOBBIX OJIAHKOB;

— KOJIMYECTBO IK3EMILISIPOB;

— cepusi 1 HoMepa TepOOBBIX OJIAHKOB;

® npu gvidaue OJIAHKOS:

— HaUMEHOBaHUE BUa TepOOBOTo OJIaHKa;

— KOJIMYECTBO HK3EMILISPOB,

— cepusl 1 HoMepa repOoBBIX OJIAaHKOB;

— HaMMEHOBAHUE CTPYKTYPHOIrO MOJApa3JeNeHus opraHuzanuu, da-
MUJIUSL M MTHUITUANBI JOJKHOCTHOIO JIUI[A TIOJTy4daTesisi FepOOBBIX OJIAHKOB;
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— pacnucka B MOJIyYeHHH,
— mpuMedanne (0TMETKa 00 YHUUTOKEHUU U T. I1.).

['epboBbIe OIaHKM XpaHAT B HAJEKHO 3allMPAEMBIX U ONEYATHIBAEMBIX
mkagax.

YHUUTOXEHNE TepOOBBIX OJIAHKOB OCYLIECTBIIAIOT MO aKTy C OTMETKOM
B YUETHO-PETUCTPALIMOHHON (hopMe.

KonTponb 3a H3roToBieHNEM, UCTIOIB30BAaHUEM M XPaHEHHEM repOOBBIX
0JIaHKOB BO3JIAraroT Ha MOJpa3/ieJIeHUEe OPraHU3aluu, OTBETCTBEHHOE 3a Jie-
JIOTIPOU3BOJICTBO OpraHu3anuu. JIuia, nepcoHalbHO OTBETCTBEHHBIE 32 YUET,
MCIIOJIb30BAaHUE U XpAaHEHHE OJIAHKOB, HA3HAYAIOTCS PACIOPSAUTEIbHBIM J0-
KYMEHTOM PYKOBOJUTENS OpraHU3aluu.

Peructpaironno-yuerHbie (OpMbl BKIIOYAIOT B HOMEHKIIATYPY Je Op-
raHu3aluu.

[IpoBepky Hanmu4usi, UCIOJIB30BAHUS U XPAaHEHHs] TrepOOBHIX OJAHKOB
IIPOBOJST HE PEKE OJHOTO pa3a B oJl KOMUCCUEHN, HA3HAYAEMOM pacIopsiin-
TEJIbHBIM JOKYMEHTOM pykKoBoauTens. O MPOBEACHHBIX MPOBEPKAxX JEIaroT
OTMETKHA B YYETHO-PETHMCTPALMOHHBIX (OopMax IMociie MOCIEAHEH 3amucH.
B cnydae oOHapykeHUs HapyLIEHW IPU U3TOTOBJIEHWH, YUETE, XPAaHEHUU
Y UCTIOJIb30BaHUU TepOOBBIX OJJAHKOB KOMHUCCHS MPOBOAUT CIIYKEOHOE pac-
CJIEJIOBaHME, PE3yIbTaThl KOTOPOTO OGOPMIISIOT aKTOM H JOBOST 7O CBEJE-
HUSL PYKOBOJIUTENSI OpraHU3ALIMH.

Jlonyckaercsi TUpa)KMpOBaHUE CPEICTBAMH OINEPATUBHOW Monurpapuu
OpraHu3alliy JTOKYMEHTOB Ha repOOBOM OJlaHKe, MpeIHAa3HAUYECHHbIX JJI pac-
CBUIKH, MPU YCJIOBUU 3aBEPEHUS KaKIOW KOMHMHM JOKYMEHTA MEeYaThio Opra-
HU3ALHH.

2.4. ®opMaT 10KyMEHTAa

B Poccun nnst cimy>keOHBIX JOKYMEHTOB HCIIONIB3YIOTCS (popmatsl (pasz-
Mephl aucta oOymarn) psiga A, npunsateie UCO (MexayHapoaHasi opraHusa-
Us 10 cTaHjgapTu3auuu). s yrnpaBieHUecKoil TOKyMEHTaluu, KaK MpaBu-
70, npuMeHsoT Gopmar A4, a s HeOONBIIMX AOKYMEHTOB — AS. OmHako
B paboTe C OpraHU3allMOHHON TEXHUKOW MOXHO BCTPETUTh MaTepHalibl
BCIIOMOTaTensHOro hopmara psijga B.

B cootBerctBun ¢ MCO 216:1975 cucrema popMatroB CTpoUTCS Tak,
YTO KaXKIbI MOCIEAYIOMHI (opMaT MOTy4daeTcsl JACICHUEM MPEIbIIyIIeTro
dbopmara Ha JBe paBHBIC YaCTHU MapaJICIbHO HAMMEHBIIEH CTOPOHE JIUCTA.
bykBel A unn B ykaszeiBatot psan popmatos, a nudpa — 4ucio neaeHui, mpo-
W3BEICHHBIX, HAUMHASI C OCHOBHOTO (popmata, o603Hagaemoro AO 1 paBHOTO
no momamu 1 m> [popmar BO = 1.414 m°]. OCHOBHBIMH SBISIOTCS (OpMa-
Thl, IPEJCTaBICHHbIE B Ta0. 1.
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HpHMGHeHI/IC CTaHIapPTHBIX Q)OpMaTOB B JCJIOIIPOU3BOACTBC obecneun-
BacT 5KOHOMMHIO 6YMaFI/I, AacT BO3MOKHOCTb HCIIOJIb30BaTh CpCACTBA MCXa-
HHU3alIWKW U aBTOMAaTHU3alWH IIPpU COCTABJICHUH U o6pa60TKe JOKYMCHTOB.

Tabmuma 1
OcHoBHBbIE (popMaThl OymMaru
NCO — A psn NCO - B psn
(ocHOBHBIE (hOpMATHI) (BcmoMoraresbHble (hOpMaThI)
O603HaueHue Pa3mepsbl, MM O6o03HaueHue Pa3mepsbl, MM
1 2 3 4
A0 841x1189 BO 1000x1414
Al 594x841 B1 707x1000
A2 420%x594 B2 500x707
A3 297x420 B3 353x500
A4 210%x297 B4 250%353
A5 148%210 BS5 176x250
A6 105x148 B6 125%176
A7 74x105 B7 88x125
A8 52x74 B8 62%88
A9 37%52 B9 44%62
Al0 26x37 B10 31x44

2.5. ®opmyusip-odpaszen

COBOKYNHOCTh PEKBU3UTOB JJIsi KOHKPETHOTO JOKYMEHTa C Olpezese-
HUEM HMX B3aMMHOI'O PACIIOJIOKEHUS COCTABISET ero ¢popmynsap. Ilpu co3na-
HUU YHU(QUIMPOBAHHONW CUCTEMBI JOKYMEHTALMM WIN TPYIIIBl JTOKYMEHTOB
paszpabaTbiBaeTCs, KaK MpaBuiio, gopmyaap-oopazey. Dopmynsap-obOpaszen
npeacTaBisieT co0oil rpaguueckyto MOJEIb MOCTPOEHUS MHOXECTBA JIOKY-
MeHTOB. OH ycTaHaBiuBaeT GopmaTsl Oymaru, pa3Mepsl IoJIeH, pacronoxe-
HUE BCEX 4acTeil (MOCTOSHHBIX M MEPEMEHHBIX) PEKBU3UTOB, XapaKTEpHOE
UMEHHO JJIs1 3TOM TPYIIBl JOKYMEHTOB U OINpPEAeseT HeOOXOIUMBIE I UX
pa3MenIeHus MIOMa/IH.

dopmymsip-obpazerr MOKET ObITh MPEACTABICH KaK B BHJIE YepTexka, CO-
JIepIKaIIero MiaH pa3MeIlleHUs] PeKBU3UTOB, TaK U B BUJE ONMCAHUS PEKBU-
3UTOB C YKa3aHHEM TOCIIEI0BATEIBHOCTH WX OQOPMIICHHUSI U B3aUMHOTO pac-
MOJIOXKEHUS! B rpaHuiax Bbaensembix miuomaned (Ilpun. A, puc. A.l, A.2,
A.3). B npakTHKe TpagULMOHHBIX TEXHOJIOTUH MCIOJB3YETCs MEPBbIM Bapu-
aHT WIN cOYeTaHue 000UX, B KOMIBIOTEPHBIX TEXHOJIOTUAX MPEANIOUYTUTENIECH
OIKCATENbHBIN BapUaHT.

dopmyIsip, XapaKTepHBIN JUIs1 JOKYMEHTOB OIpEIeIeHHOro BUja (J10ro-
BOPBI, IPOTOKOJIBI, aKThl), HA3BIBACTCS MUNOBLIM POPMYIAPOM.

TpeboBanus k mocTpoeHuo GopMyIsipa-oOpasna ClieayroIne:
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e (dopmatsl Oymaru — ot A3 10 A6 ¢ rOpU3OHTAIBHBIM (ATHOOMHBIM)
Y BEPTUKAIbHBIM (KHH>KHBIM) PaCIOI0KEHUEM TEKCTA;

® CIyXKeOHBIE MOJIA, MMOJIe MOAMMUBKY — HE MeHee 20 MM, JIeBOe, HUKHEE
U IIpaBoe 1o — He meHee 10 M.

2.6. Cocras, pacmoJsioxeHue,
XapPaKTePUCTHKA PEKBU3UTOB JJOKYMEHTOB

Kaxxaplit TOKyMEHT COCTOUT U3 OTJEIBHBIX COCTaBISAIONINX €ro HH(OP-
MAI[MOHHBIX AJIEMEHTOB, KOTOPBIE HA3BIBAIOTCS peksusumamu (MOAMNUCH, Tie-
4aTh, TEKCT, HA3BaHUE TOKYMEHTA U T. [I.).

Pexeusum sBnsieTcs 3aKOHUEHHBIM WH(POPMAIIMOHHBIM JIEMEHTOM, T. €.
COJICPKUT TOJIHYI0 MH(OPMAIIHIO TT0 CBOCH JOKAJILHOW TeMe, HalpuMep aB-
TOPCTBO, BO3MOKHOCTH JOCTYMa JJIsl POUTEHUS, MECTO XpaHeHHs. PekBu3u-
ThI MOT'YT OBITH Tpadpuueckumu (repO, mevars, ’MOIeMa), HO B OCHOBHOM SIB-
JISFOTCS. TEKCTOBBIMHU. TEKCTOBBIE PEKBU3UTHI MOTYT OBITH MPOCTHIMHU, CO-
CTOSILIMMU U3 OJJHOTO — JBYX CIOB WK LUPp (HOMEp JUCTA), WU CIIOKHBI-
MH, B CBOIO OuY€peilb, BKIIOUYATh B C€0S HECKOJBKO JOCTATOYHO CaMOCTOSI-
TeJIBHBIX YacTel (rpudbl yTBEPKICHUS, COTIIACOBAHUS, afpecar U ap.).

Yacte nHpOpManu peKBU3UTOB MOXKET OBITh 3apaHee BHECEHA B I1a0-
JoH (0naHK) OyIyIIMX TOKYMEHTOB, OHA HA3bIBAETCS NOCMOAHHOU 4aCmbio,
T. €. HOCMOSIHHbIE PEKEU3UMbl — ITO CUMBOJIBI U MHJEKCHI, HAHOCHMBbIE Ha
TUTIOBBIE 3arOTOBKU JOKYMEHTOB (OJaHKM U (OpMBI) THUMOTpadCKUM WIH
JIPYTUM CIIOCOOOM.

JlomonHstomas, KOHKpeTU3Upyomias HHPOpMaIis BHOCUTCS MPU 3TOM
TOJILKO TIPH O0(OPMIICHUN KOHKPETHOTO JOKYMEHTA M Ha3bIBACTCS NepeMeH-
HOU 4acmulo, T. €. nepemMeHHble PeK8U3Uumsl — 3T0 CUMBOJIbI U UHJIEKChI, BHO-
CHUMBIE B JIOKYMEHT B IIPOIIECCE €T0 MOATOTOBKHU U 0(hOPMIICHHUS.

[Ipu nmoaroroBke M 0GOPMIIEHUU JTOKYMEHTOB HCHOJB3YIOTCS CIEAYIO-
e pekBusnuthl corsacHo 'OCT P 6.30-2003:

01 — T'ocynmapctBennsiii repd Poccutickoit deneparuy;

02 — rep6 cyobekTa Poccuiickoit denepanuu;

03 — smOema opraHu3aluy Uiv TOBAPHBIN 3HAK (3HAK 0OCITYKUBAHUA);

04 — ko opraHu3aIyy;

05 — ocHoBHOU rocyaapcTBeHHbIN peructpaunoHHbii HOMep (OI'PH)
IOPUIUYECKOTO JINIIA;

06 — naeHTU(PUKAITMOHHBIN HOMEP HAJIOTOIIATENBIINKA / KOJI PUIHHBI
noctanoBku Ha yueT (MHH/KIIIT);

07 — ko1 opMBI TOKYMEHTA;

08 — HaMMEHOBaHWE OPTaHU3ALINH;

09 — cipaBoYHbBIE JJaHHBIE 00 OPraHU3aIUY;

10 — HaMeHOBaHME BUA IOKYMEHTA;

10
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11 — mata noKkyMeHTa;

12 — peructpalliOHHBI HOMEP JTOKYMEHTA;

13 — ccpuika Ha PETUCTPALIMOHHBIN HOMED U 1aTy JOKYMEHTA;
14 — MecTo cocTaBJICHUS WIM U31aHUA IOKYMEHTA;

15 — anpecar;

16 — rpud yTBepKIAEHUS JOKYMEHTA,

17 — pe3omntonus;

18 — 3aronoBOK K TEKCTY;

19 — oTmMeTKa O KOHTpOJIE;

20 — TEKCT TOKYMEHTA;

2] — oTMETKa O HAJIMYNH NPUITOKEHUS,

22 — NOAINCH;

23 — rpu cornacoBaHusl JOKyMEHTA;

24 — BU3BI COrIaCOBaHUS JOKYMEHTA;

25 — OTTHUCK II€YaTH;

26 — OTMETKA O 3aBEPEHUU KOIIUH;

27 — oTMeTKa 00 UCIIOJIHUTEIE;

28 — oTMeTKa 00 UCTIOJIHEHUH JOKYMEHTA ¥ HAPaBIICHUU €T0 B JIETI0;
29 — oTmMeTKa O NMOCTYIUIEHUN JOKYMEHTA B OpPTraHU3aLHIo;

30 — uneHTU(PUKATOP IIAEKTPOHHON KON JOKYMEHTA.

Oco0eHHO Ba)KHBIM SIBJISIETCSI MPABUIIBHOE O(DOPMIICHHUE TaKUX PEKBU-
3UTOB, KaK JlaTa JIOKYMEHTA, MOAMUCH, Ie4aTh, TpUd yTBEPKIACHUS TOKYMEH-
Ta, KOTOpbIE MPUIAIOT JOKYMEHTY IOpuanueckyro cuity. Kaxaplii 1OKyMeHT
MOYHO Pa3IeIUTh Ha 3 OCHOBHBIC YaCTH:

— 3aroJIOBOYHYIO 4acTh (B HEE BXOISAT PEKBU3UTHI, PACIIONOKECHHBIE 10
TEKCTa);

— OCHOBHYIO 9aCTh (PEKBU3UTHI «TEKCT JIOKYMEHTa» M «IIPUIOKECHUS»);

— oOpMIISIIONITYI0 YacTh (PEKBU3UTHI, PACIOJIOKEHHBIC HIDKE TEKCTa
U TIPUJIOKEHMS ). PacrosokeHue OCHOBHBIX PEKBU3UTOB JOKYMEHTa IpUBE-
neHo B [Tpun. A.

PexBusur «I'ocypapcrBennbiii repd Poccuiickoiit @enepanum»

['ocynapctBennsiii Tep6 Poccuiickoit denepanu nmomemarotT Ha Oj1aHKax
JOKyMEHTOB B cooTBeTcTBHHU ¢ [lomoskenuem o ['ocynapctBenHoMm repoe Poc-
cutickoii denepanu. OH CTaBUTCS TOJIBKO HA JOKYMEHTaX roCyIapCTBEHHBIX
YUPEKIAECHUN U NPEANPUATANA, KOTOPBIM IIPEIOCTABIEHO TAKOE MPABO.

MecTo pa3MmenieHns: peKBU3UTA — BEPXHUM JIEBBIA YIOJ WU LEHTP HO-
KyMEHTAa IIPH YTJII0BOU U TIPOJI0JIbHON (hopme OmaHKa.

I'ocynapcrBennsiii repd Poccuiickoit @enepanniy noMemaT Ha OnaH-
KaxX JIOKyMEHTOB B COOTBETCTBHM C DeqepanbHbIM KOHCTUTYIIMOHHBIM 3aKO-
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HoM «O T'ocynapctBenHoM repbe Poccutickoit @enepanun» (Cobpanue 3a-
KoHoaatenbcTBa Poccutickoit @eneparuu. 2000. Ne 52. Y. I. Ct. 5021).
B nokymeHTax, c031aBa€MbIX HETOCYAapCTBEHHBIMH OpraHU3alUsIMH,
pekBU3UT «I OCyIapCTBEHHBIN rep0» HE UCTIONIb3YETCS.
PexBusut «rep6 cyobekra Poccuiickoin @exepanum»

I'ep6 cybOwekra Poccuiickoit denepanuu momMeniaroT Ha OJaHKaxX JOKY-
MEHTOB B COOTBETCTBHH C MPABOBLIMHU akTamu CyObekToB Poccutickoit dDe-
JepaLyH.

MecTo pa3menieHus: peKBU3UTa — BEPXHUM JIEBBIM Yrosl Wiu LEHTP J0-
KyMEHTa IIpH YIJI0BOM U IPOJ0JIbHOM (hopme OJaHKa.

PexBU3HUT «3MOJIeMa OPraHU3alUM WIH TOBAPHBIN 3HAK
(3HAK 00CaYyKMBAHUA)»

DOMobremMa IpeanpusTus — yCIOBHOE (CUMBOJIMYECKOE) rpaduueckoe nu3o-
OpakeHHe, 3aperuCTPUPOBaHHOE B YCTAaHOBJIEHHOM Mopsijke. B kauectBe sMO-
JIEMbI TIPEJIIPUATHS MOXKET OBITh MCIOJIB30BAH TOBAPHBIM 3HAK, PUCYHOK, a0-
OpeBuarypa, KOMOMHHUPOBAaHHOE OYKBEHHO-Tpaduueckoe n300paskeHue U T. 1.

[Ipn yriaoBoM pacmojiO)KEHWH PEKBH3UTOB HMOJIEeMa pacrojaraercs
B JICBOM BEPXHEM YTy, a MPHU MPOJOJIbHOM (IICHTPOBAaHHOM) — B CEpPEAMHE
BEPXHEU YaCTH JIUCTA.

OMOiieMy He BOCIIPOM3BOJIAT Ha ONaHKe, €Clii Ha HeM momernieH [ ocy-
napctBeHHbIN Tep0 Poccuiickoit denepannn winm repd cyonekra Poccuiickoit
Qenepauuu.

OMOemMy opraHu3aluy WIM TOBAPHBIM 3HAK (3HAK OOCTY>KUBaHUS) MO-
MeNIaloT Ha OJlaHKaX OpraHu3aluid B COOTBETCTBUU C YCTAaBOM (ITOJIOKEHUEM
00 opra"u3zaium).

PekBU3MTBI «KO OPraHU3ANUM» U «KOJ (POPMBI TOKYMEHTa)

JlaHHBIE PEKBU3HUTHI pacnojlaratorcs noj peksusuramu «HanmeHnoBanue
opranuzanumn» 1 «CripaBouHble JaHHbIE 00 OpraHU3aLuN».

Kon mo OKIIO (obmepoccuiickuii kiiaccupukaTop NpearnpusaTiii U op-
raHu3aluii) UMEIOT BCE 3aperucTpUpoBaHHbIe Ha TeppuTopun PD npeanpu-
artusa u opranuzanuu. Kog mo OKIIO moxer ObITh mpocTaBiieH Ha OiaHkKe
JOKyMEHTa 3apaHee, HalpuUMep, IPU €ro U3rOTOBJIEHUH TUNOTPadCKUM CHO-
co0oMm.

Kon mo OKVY]l (obmepoccuiickuii kiaccupukaTop yIpaBIeHYECKOU
JIOKyMEHTAI[MU) UCTOJb3YETCA PeXe M MPOCTABISETCS TOJBKO HA YHUDUIIH-
POBaHHBIX JOKYMEHTax, Ha3BaHue (GopM KOTophiX BKItoueHo B OKVY]I, na-
npumMep:

0221052 — 101KHOCTHAS UHCTPYKIIUS;

0276030 — rpaduK OTITyCKOB;

12
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0222152 — mitaTHOE paclucaHue.

PekBU3UT «OCHOBHOM roCyAapCTBEHHbIN PerucTPALMOHHbINA HOMEP
(OI'PH) 1opuan4eckoro Juna

OcHOBHOI rocynapcTBeHHbIN peructpannonubii Homep (OI'PH) ropu-
JUYECKOTO JIMIA MPOCTABISIOT B COOTBETCTBUU C JOKYMEHTAaMH, BbIJaBae-
MBIMHU HaJIOTOBBIMHU OpTaHaAMH.

PexkBU3UT «HAeHTUPUKANMOHHBIH HOMEP HAJIOTOILIATEIbIINKA/KO/
NPUYUHBI TOCTaHOBKHU Ha yyeT (MHH/KIIID)»

NnentudukaimoHHbII HOMEP HAJIOTOIUIATENbIINKA/KOJ MPUYUHBI TO-
ctanoBkH Ha yueT (MHH/KIIII) npocTaBisitoT B COOTBETCTBUU C JIOKYMEHTa-
MU, BBIJIJABAEMBIMU HAJIOTOBBIMH OPTaHaAMH.

PexkBU3UT «<HAMMEHOBAHHE OpraHm3alnmn»

HavMeHoBaHuMe opraHu3aiiu, SBISIIOIICHCS aBTOPOM JOKYMEHTA,
JIOJDKHO COOTBETCTBOBATh HAaMMEHOBAHUIO, 3aKPEIUICHHOMY B €€ Yyupeau-
TEJTbHBIX JOKYMEHTAX.

Han manmMmeHOBaHMEM OpraHHW3alliy YKa3bIBAIOT COKpAIICHHOE, a MpH
€r0 OTCYTCTBHUH — TIOJTHOE HAMMEHOBAHUE BBIMIECTOSIICH OpraHu3aIlnu.

HaumenoBanne opranuzanuii cyobexktoB Poccuiickoit denepanuu,
UMEIOIIUX HAPSTY C PYCCKUM SI3bIKOM B Kau€CTBE TOCYIapCTBEHHOTO HAIHO-
HaJIBHBIN S3BIK, TICYATAIOT HA JIBYX SA3BIKaX — PyCCKOM M HAIIMOHAILHOM.

CoxkpallieHHOe HaMMEHOBAHHME OPTaHMW3AIlMU NPHBOMAT B TEX CIydYasX,
KOI/Ia OHO 3aKpEeIUIEHO B YUPEIUTENbHBIX JTIOKyMeHTax opranuzanuu. Co-
KpalleHHOEe HauMEeHOBaHHE (B CKOOKaX) MOMENIAIOT HUXKE MOJTHOTO.

HanMeHoBaHMe HA HHOCTPAHHOM S3BIKE BOCIPOU3BOJIAT B T€X CIIydasX,
KOT'/Ia OHO 3aKpeIieHO B ycrTaBe (mojokenuu o0 opranuzanuu). Hammeno-
BaHNME Ha MHOCTPAHHOM S3bIKE PACIOJAral0T HUKE HAWMMEHOBAHMS Ha PycC-
CKOM SI3BIKE.

HanmvenoBanne Quimana, TEppUTOPUATEHOTO OTACICHUS, TPEICTABH-
TEJIhCTBA, CTPYKTYPHOTO MOApA3/ICICHUs OPTaHU3aIliU YKa3bIBAIOT B TOM
cilydae, €CJIM OHO SIBIIICTCS aBTOPOM JOKYMEHTA, M PacCIojiaraloT HIKE Ha-
UMEHOBAHUS OpPTaHU3aIUH.

ABTOpPOM JOKyMEHTa MOXKET OBbITh JOJDKHOCTHOE JIMIIO, TPECTaBIISIO-
11ee OpraHu3aIuio.

B naumenoBanuu ucnonb3yrorcs cokpamenus tuna OOO (o6uiecTBo
C OrPaHUYEHHON OTBETCTBEHHOCTHIO), OAO (OTKpHITOE aKIMOHEPHOE 0OIIe-
CTBO) U T. II.

PekBU3HUT «HAaMMEHOBAaHUE OPTaHU3ALMKY PacIoiaraeTcs MoJ peKBU3H-
TOM «dMOJIeMa OpraHU3alliy WM TOBAPHBIN 3HAK (3HAK 00CITY KHBAHU ).
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PeKBH3HUT «cNpaBOYHbIE JaHHBIE 00 OPraHU3ANMI»

COBOKYITHOCTh TIEPEUUCIICHHBIX B PEKBU3UTE JIAHHBIX SIBJISICTCS FOPHIU-
4ecKuM aapecoM npeanpustus. OH HE IPOCTABIISICTCS HA BHYTPEHHUX JIOKY-
MEHTaX U UCIOJIb3yETCS TOJBKO MIPH MEPETIHCKE.

CripaBoYHBIC JaHHBIC 00 OpraHW3aIlMM BKJIFOYAIOT: MOYTOBBIA ajpec;
HOMepa Tesle(OHOB U JPYTHE CBEIEHUS 10 YCMOTPECHUIO OpTraHu3aiuu (HO-
Mepa (GakcoB, TEIEKCOB, CIETOB B 0aHKE, aapec dJICKTPOHHOU MOYTHI U JIp.).

JIaHHBIN PEKBU3UT pacrojiaraeTcs B ICBOM BEPXHEM YIJIy MOJ PEKBU3H-
TOM «HAaMMCHOBAHHE OpTaHHU3AIMI» WIH HA HIDKHEM I10JIe JIOKYMEHTA.

PexkBU3UT «<HAMMEHOBaHHEe BUJIa IOKYMEHTa»

PexkBU3HUT «HaMMeHOBaHUE BHUJAA JOKYMEHTa» pacIojiaraloT B 3arolio-
BOYHOW YaCTU IOKyMEHTA IOCJI€ PEKBU3UTA «HAUMEHOBAHHE OpraHU3allum»
U IOpUJIMYECKOTO aJpeca W MeyaTaloT MPOMUCHBIMH OYKBaMU OT T'PAHMIIBI
neBoro nojs, Hanpumep, AKT, CITPABKA.

OTOT PEKBU3UT SBJISETCS OJHUM W3 BXHEUIIUX M MPOCTABISAETCS Ha
BCEX JIOKyYMEHTax, Kpome nuceM u ¢akcoB. i nuceM yka3aHue BUAA TOKY-
MEHTA HCIOJIB3yeTCs TONBKO B ciemytomeM coueranuu: T APAHTUMHOE
[MNCBMO.

HasBanue Buaa MOKyMeHTa JaeT oOllee MpeACTaBleHuE B Ha3HAUCHUU
JOKYMEHTa, ONpPEAEIIIET COCTaB €ro PEeKBU3UTOB, CTPYKTYPY TEKCTa, CTENEHb
0053aTEIbHOCTHU BBITIOJIHEHUSI €10 TPeOOBaHUM.

HanMeHnoBaHue BH1a JOKYMEHTA, COCTaBICHHOTO WM U3[JaHHOTO Opra-
HU3aIMen, T0HKHO OBITh OMPENIEeNIEHO YCTaBOM (TI0JIOXKEHHEeM 00 opraHu3a-
MU) U JOJHKHO COOTBETCTBOBATH BHJIAaM JOKYMEHTOB, IPEIyCMOTPEHHBIM
OKV I (xmacc 0200000).

PekBU3HT «1aTa TOKYMEHTa)

Jlata TOKyMeHTa — OIMH U3 OCHOBHBIX PEKBU3UTOB JIOKYMEHTa, obecrie-
YUBAIOLIUX €T0 IOPUANYECKYIO CUITY.

JlaToi TOKYMEHTA SIBJISIETCS:

— JaTa ero moanucanus (11 MPUKa30B, MIceM, (PaKkcoB, CIIPABOK);

— JlaTa ero yTBEpkKACHUS (1715 IUIAHOB, OTYETOB, TPaBUJl, HHCTPYKLHUN);

— JlaTa 3acelaHusl, MPUHATHS petieHus (111 MPOTOKOJIOB);

— JlaTa cOOBITHSA, KOTOPOE B HEM 3a(PMKCUPOBAHO (1715l IPOTOKOJIOB, aKTOB).

Bce naTel B TOKyMEHTE — B 3aroJ0BOYHOM YacTH, B TEKCTE JOKYMEHTA,
B PEKBU3UTAX «PE3OJIIOIUSN», «BU3bI COTJIACOBAHUS JOKYMEHTa», «TPHUP CO-
IJIACOBAaHUA IOKYMEHTa» | T. I. — opopMIIsItoTCs apabCcKuMu udpamu B clie-
JYIOIIeH NocieI0BaTeIbHOCTHU: IeHb Mecsina (2 3Haka), Mecsl (2 3HaKa), roj
(4 3naka). Hammpumep, naty 6 ampenst 2005 ronma cieayeT ohopMIIsaTh Kak
06.04.2005.
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B Tekcrax mOKyMEHTOB, coepKallux CBeACHUS (PMHAHCOBOrO XapaKTe-
pa, IOMyCKaeTCsl MPUMEHATh CIOBECHO-IIM(PPOBOI criocoOd oopMieHus aart,
Harpumep: 06 ampenst 2005 r., a Takke 0OpMIICHHUE 1aThl B CIEAYIOIIEH MO-
CJI€ZIOBATEJILHOCTU: TOJ, MECHIl, JeHb Mecsia, Hanpumep, 2005.04.06. Ilo-
MO0OHBIN croco0 odopMIIEHUST TaThl PEKOMEHIIYETCS HCIOJIb30BaTh TAKKe
MIPU NIEPENUCKE C JACIOBBIMH HHOCTPAHHBIMU TAPTHEPAMHU.

Jlyist GONBITMHCTBA TOKYMEHTOB J1aTa MPOCTABISICTCS TPHU 3aBEPIICHUN
opopmiieHUsT TOKyMeHTa. JlaTa yKka3pIBaeTCs B BEPXHEH 3aroj0BOYHON YacTH
JIMCTa HWKE PEKBU3UTA «HAMMEHOBAHHME BUJA JJOKYMEHTa» M Me4aTaeTcs OT
IPAaHUIIBI JIEBOTO TTOJISL.

PekBU3UT «perucTpaMOHHbIM HOMEP JOKYMEHTA)

PeructpaiiionHbii HOMEp JOKYMEHTa — 3TO YCJIOBHOE 0003HAaYEHUE J10-
KyMEHTa, MMPUCBAUBAEMOE €My MpPU pErucTpaluuu (Harnpumep, MOPSAIKOBBIN
HOMED).

PerucrpaunoHHbIil HOMEP TOKYMEHTa COCTOUT U3 €ro MOPAAKOBOr0 HO-
Mepa, KOTOPbI MOKHO JIOIIOJIHATH 10 YCMOTPEHUIO OpraHU3alid WHIAEKCOM
JieJ1a 110 HOMEHKJIaType Aell, nHpopMaueid 0 KOppECIOHIEHTE, UCTIOJIHUTE-
JSX U Jp.

PeructpaliioHHbIE HOMEp JTOKYMEHTa MPOCTAaBJISETCS HAa HCXOIALIUX,
BXOJSIIUX U BHYTPEHHHUX JOKYMEHTax (PUPMBI pSIOM C PEKBU3UTOM «JlaTa
JOKYMEHTa.

[TopsiakoBeie HOMEpa ¢ Hayajga roja B BO3PACTAIONIEH MOCIe0BaTENb-
HOCTH IPOCTABIIAIOTCS HA TAKUX JTOKYMEHTaX, KaK MPOTOKOJIbI, PUKAa3bl, aK-
ThI, CIPaBKH, TPYAOBBIE JOTOBOPHI U T. I1., HartpuMep: Nel, Ne2, Ne 3...

Homepa koMmepuecKnxX KOHTPAKTOB UMEIOT JABOMHYIO HyMEpalHio, Ha-
npumep, Ne 17/21, rae 17 — nopsakoBelid HOMEP JOKyMEHTa B OJHOH (upme,
a 21 — mopsiAKOBBIN HOMEP 3TOTO TIOKyMEHTa B (hUpMe-KOHTPareHTe.

PerucrpanroHHbIii HOMEpP TOKyMEHTa B MUCbMAX COCTOUT U3 MOPSIKOBO-
ro HOMEpa caMoro NMUChbMa, MHAEKCA CTPYKTYPHOIO MOJpa3JesieHus (WiIh UH-
JIeKCa JOJLDKHOCTHOIO JIMIIA), MOATOTOBMBILErO JTOKYMEHT, U HOMEpa Jiena 1o
HOMEHKJIAType, B KOTOpO€ MOAIIMBAETCS NHCbMO, Harmpumep, Ne 57/01-04:
57 — HOMep NMUChMA MO KYpPHAJLy PErMCTPALMH BXOJAIIMX WM UCXOIAIIUX
NOKyMeHTOB, 01 — cTpykTypHOe noapaznaenenue, 04 — HOMED nena B 3TOM
1oipa3/IeJICHUH.

[TopsinkoBble HOMEpaA MPUCBAUBAIOTCS OTAEIBHO BXOMSIIMM U UCXOJS-
UM [THChbMaM.

PervncrpanoHHBI HOMEpP JOKYMEHTA, COCTABIEHHOTO COBMECTHO ABY-
Msi 1 OoJiee OpraHu3alUsIMU, COCTOUT U3 PErUCTPAIIMOHHBIX HOMEPOB JOKY-
MEHTa KaXXJI0W W3 3TUX OpraHM3aluid, IPOCTABISAEMBIX YEpEe3 KOCYH UepTy
B IIOPSIJIKE YKa3aHHs aBTOPOM B JIOKYMEHTE.
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PexkBusur
«CCBHLIKA HA PerUCTPALMOHHBIM HOMEP U 1aTy JOKYMEHTa))

MecTto 111 ATOTO PEKBU3HUTA OMPEACIICTCS TOJBKO Ha OJaHKE JJIS TTH-
ceM, ¢akcoB. 3aroaHseTcs OH Ipu 0hOPMIICHUN ITUChbMa-OTBETa HAa WHHITHA-
THUBHOE (TIOJly4eHHOE (PUPMOi1) MHUCHMO.

Cchlika Ha PETUCTPALIMOHHBIA HOMEP W JIaTy JIOKYMEHTa BKJIIOYAET
B ce0s1 PETHCTPAIMOHHBIA HOMEP W JaTy JOKYMEHTa, Ha KOTOPBIA JOJIKEH
OBLITH 1aH OTBET.

JlaTa 1 perucTpanOHHbIA HOMEp JUIsl CChUIKU OepyTCs U3 MHUIIUATHUB-
HOTO MHUChMa U OOPMIISIOTCS CIEAYIOIINM 00pa3oM:

Ha Ne 15/01-03 ot 08.06.2005

Orta cchUIKa TMOMOTAaeT (PUPME-KOHTPAreHTy, MOJYyYMBIIEH MHCbMO-
OTBET, OBICTPO HAWTH KOMMIO MHUIIMATUBHOTO MUChMa. PEKBU3UT «CChLIKa Ha
PErUCTPALlMOHHBIN HOMED U JaTy JOKYMEHTa» pa3MellaeTcs OT TPaHULIbI Jie-
BOT'O MOJIS O] PEKBU3UTAMMU «J1aTa IOKYMEHTAa.

PeKkBH3HT «MeCTO COCTABJIEHHUSI WIN U3TaHUS AOKYMEHTA»

MecTo cocTaBiIeHHs WM U31aHKS JOKYMEHTA YKa3bIBalOT B TOM Cllydae,
€CJIM 3aTPYIHEHO €T0 OIPEIEIIEHUE N0 PEKBU3UTAM «HAUMEHOBAHUE OpPTaHU-
3alMM» U «CIPABOYHBIE JaHHBIE 00 opraHu3auun». MecTto coCTaBICHUS WU
M31aHUS YKa3bIBAIOT C YYE€TOM MPHUHATOTO AJIMHUHUCTPATUBHO- TEPPUTOPH-
aJIbHOTO JIEJICHUS, 1 OHO BKJIFOYAET TOJIBKO OOIIENPUHATHIE COKPAILICHHUS.

PexkBuU3uT «aapecar»

B kauectBe ajipecata MOTyT ObITh OpraHM3aIlUHU, UX CTPYKTYPHBIE MOJ-
pasneneHus, JOJKHOCTHbIE U (u3nueckue yuina. [Ipu ampecoBaHuu JOKY-
MEHTa JOJDKHOCTHOMY U (PU3UYECKOMY JIUILy MHUIUMAJBI YKA3bIBAIOTCS Mepe/]
dbamunueii. HaumenoBanve opranu3aii U €€ CTPYKTYPHOTO TOIpa3IeeHIs
YKa3bIBalOT B UMEHUTEIBHOM Majiexke. Hanpumep (3aech U ganee mo TEKCTy
u B [Ipun. b mpumepsl HaMMeHOBaHUS OPraHU3alUi, UX CIIPABOYHBIE JTAHHBIC
U JIp. SIBJSIIOTCS] YCIIOBHBIMM):

Muuroct Poccun

anaB.ﬂeHne CucreMaTm3lanmmmu
3aKOHOAATECJIbCTBA

I[OJDKHOCTB Jiia, KOTOpoMYy adpC€COBAH JOKYMCHT, YKA3bIBAOT B d-
TCIbHOM ITaJICIKC, HAIIPUMCDP:
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AO3T «boJieBcKnil TEKCTHIbY»
byxraarepus

CrapumemMy 3JKOHOMHUCTY

A. C. HukoJiaeBy

nJIIn

IIpe3unenty AO3T
«JlomoHocoBckuii papgpoposbiii
3aBOI»

B. U. IlerpoBy

Ecnu TOKyMEHT OTHpaBisilOT B HECKOJIBKO OJHOPOAHBIX OpraHu3alui
WIN B HECKOJIBKO CTPYKTYPHBIX MOJpa3/IeJIeHUN OJTHON OpraHu3aluu, TO UX
ClIelyeT yKa3bIBaTh 00OOIIEHHO, HAIPUMED:

AJIMMHUCTPALMH PAOHOB
MocKoBCKOM 00J1acTH

B coctaB pexBusuta «Anpecar» mpu HEOOXOAMMOCTH MOXKET BXOIUTH
MOYTOBBIM ajpec. DJIEMEHThl MOYTOBOrO ajpeca yKa3bIBalOT B IOCJEHO0Ba-
TEJIBbHOCTH, YCTAHOBJICHHOW MPaBWJIAMHU OKa3aHUs YCIYT MOYTOBOM CBSI3U.

Jlonyckaercsi ICHTPUPOBATh KAKIYI0 CTPOKY PEKBU3HUTA «AJpecary Mo
OTHOIIICHHIO K CaMOU JNIMHHOU CTPOKE, HAPUMED:

IIpencenaresro caioBOro TOBAPUIECTBA
«Moskalickue 1aJam»
B. A. ByneeBy

JIoKkyMeHT He JOJDKEH cojepikaTh Ooisiee yeThIpex aapecaToB. CIoBO
«Kommsy mepes BTOpbIM, TPETHUM, YETBEPTHIM aJpecaTaMy HE YKa3bIBAIOT.

[Ipu GONBIIIOM KONMHYECTBE aAPECaTOB COCTABISIOT CIHCOK PACCHUIKA
JIOKyMEHTA.

Ecnu nuceMo aapecyeTcsi opraHu3alii, YKa3blBalOT €€ HaMMECHOBaHHUE,
3aTeM MMOYTOBBIN aJpec, HalpuMep:

Bcepoccuiickuii Hay4HO-
HCCJIe10BATEIbCKUH
HHCTUTYT JOKYMEHTOBEACHUS
U APXUBHOIO JeJ1a
MuJIlTHHCKHH 1ep., 1. 7a,
MockBa, 101000.
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[Ipu agpecoBaHuM NOKyMEHTa (PU3MYECKOMY JIMILY YKa3bIBalOT (hamm-
JIMIO U MHUITMAJIBI TTOJTyYaTelis, 3aTeM MOYTOBBINA aJipec, HapuMep:

Kaannuny H. IL.

yia. CagoBas, 1. 5, kB. 12,

r. JIunku, Kupeesckuit p-H,
Tyabckas 00.1., 301264

PexkBu3uT «rpud yrBepraeHus JO0KYMEHTA)

I'pud yTBepKaeHUS] MPOCTABIAETCS HAa JOKYMEHTax, TPEOYyHOLUX J0-
MOJIHUTEJIBHOTO YJIOCTOBEPEHUS UX MOJJIMHHOCTH U IOCTOBEPHOCTH.

JIOKyMEHT YyTBEPKAAeTCsl JTOJXKHOCTHBIM JUIOM (JIOJDKHOCTHBIMM JIH-
[[aMU) WA CIEUUAaIbHO M3AaBaeMbIM JIOKyMeHTOM. [Ipu yTBepkaeHuu a0-
KyMEHTa JIOJDKHOCTHBIM JIMLIOM TpU(] YTBEPKIACHUS JOKYMEHTa JOJKEH CO-
crosTh u3 cinoBa Y TBEPXKIIAIO (6e3 kaBbiuek), HAUMEHOBAHUSI JIOJDKHOCTH
JIUI1A, YTBEPKAAIOMIETO JOKYMEHT, €r0 TOAMNUCH, MHULIUATIOB, (haMUJIUU U Ja-
THI YTBEPIKICHUS.

Jlomyckaercst B peKBU3UTE «TpU( YTBEPKIACHUSI» JOKYMEHTA IICHTPUPO-
BATh AJIEMEHTHI OTHOCUTEJIBHO CaMOU JINTMHHOM CTPOKH, HAITPUMED:

YTBEPXKJIAIO
I'enepanbHbIi TUPEKTOP
3A0 «boJabIIoi TEKCTHIIb)

JInunasi moaAnuch . B. Ceprees
12.02.2005

[Ipu yTBEepX AeHUU TOKYMEHTa HECKOJIBKUMHM JIOJKHOCTHBIMH JIMIIAMU
UX MOJIUCH PACTIOaraloT Ha OJJHOM YPOBHE.

[Ipu yTBep>KIeHUU JOKYMEHTA MOCTAHOBJICHUEM, PEIICHUEM, TPUKA30M,
npotokoioMm rpud yrBepxkaeHus coctout u3 cioBa Y TBEPXJIEH (VT-
BEPXJIEHA, YTBEPXJEHbI unu YTBEPXJEHO), naumeHoBanus yT-
BEPK/IAIOIIETO JTOKYMEHTa B TBOPUTEIBLHOM Majie’Ke, €ro JaThl, HOMEpPa, Ha-
puMep:

YTBEPXJIEH
Pemennem o0miero coopanus
akuuoHepos ot 15.08.2005 Ne 14

500041

YTBEPKJIEHO
Ipuxkasom IIpeacenarens
IIpaBjienus 6aHka

ot 01.02.2005 Ne 82
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['pud yTBepkaeHMs TOKYMEHTa paclojaratoT B IpaBOM BEPXHEM YTy
JIOKYMEHTA.

PexBu3uT «pe3oonus»

PexBHU3UT «pe30JIIOIHUs MPOCTABISIETCS HA BXOJAIIUX M BHYTPEHHHUX
JIOKYMEHTaX, PacCMaTpUBAEMbIX PYKOBOJCTBOM, B IpPaBOW BEpXHEW YacTU
nokymeHTa. Ha muchmax, (hakcax pe3omironus pacroiaracTcsi MEXIy PEKBH-
3UTaMU «aJpecaTy U «TEKCT JOKYMEHTa» Ha MEPBOM JIUCTE JOKYMEHTA.

Pezosntoniusi cOepKUT yKa3aHUs MO UCIOJHEHUIO JOKYMEHTa WU OT-
HOIIICHUE PYKOBOAMTEINSI K MpoOIeMe WM BOMpPOCaM, MOCTABICHHBIM B J10-
KYMEHTE.

PexBHU3UT «pe30m0LMs TOJKEH BKIFOYATh!

— @®.1.0. ucnioaHuTens (KOMy nopy4aercsi HICIIOJTHEHUE);

— coJiepKaHue Mopy4deHust (KOHKPETHbIE ACHCTBUS);

— JINYHYIO OANUCH PYKOBOJIUTEIS;

— JaTy NOJIMHUCAHUSL.

ConepxaHue NOpyUYEeHUS PE3OTIOLMHU MOXKET BBITIISAIETh TAK:

O. P. BacuibeBou

OTnpaBuTh (pake 0 coryiacuu

1o 04.03.200S.

Eropos 01.03.2005

A. B. Ckopuny

IoaroTOBUTH MPOEKT KOHTPAKTA
k 01.05.2005.

Kopocreaes 23.04.2005

Ecnun ucnonHuTeneil JOKyMEHTAa HECKOJIbKO, OHHM BCE YKa3bIBAIOTCS
B pe3oiouu. OTBETCTBEHHBIM 32 UCIOJIHEHUE JOKYMEHTOB SBIISIETCS JIULO,
YKa3aHHOE€ TMEPBbIM, OCTAJIbHBIE MPUBIICKAIOTCS MPHU PELICHUH BOIMPOCa KaK
COMUCITOJIHUTENH, HAIIPUMED:

H. B. Mopo3oBoii

H. A. ®exoceeBoit

IIpoury noaAroTOBUTHL MPOEKT
porosopa ¢ Koncanrtunrosoii
rpynnoii "TEPMHUKA" k
05.03.2005

JInyHasi moanuch

Hara
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[Tpr HEOOXOAMMOCTH HANHMCAHUS BTOPOU U MOCICIYIOIIUX PE30IOIUi
OHM TIPOCTABIISIOTCS HAa JIOOOM CBOOOTHOM MECTE JIUIEBON CTOPOHBI JOKY-
MeHTa. Jlomyckaercs nmucath pe30JIOIMK Ha OTACNbHBIX JucTax Oymaru. [Ipu
CO3JaHUM TaKUX JIMCTKOB-PE3OJIONMA WX TMOAMIMBAIOT B JIEJIO BMECTE
C MICHbMOM (HE TIPUKJICUBAs K MUChbMY W HE CKPEIUISIsl KX C MTUChMOM METall-
JUYECKON CKOOOMW MITH CKPETIKOH ).

PekBU3UT «3aroJI0BOK K TEKCTY»

3arojioBOK — KpaTKOE HM3JI0)KEHHE OCHOBHOI'O CMbICIA TEKCTa COCTaB-
JSIEMOTO JOKYMEHTA.

3aroyioBOK JOJKEH TpaMMaTHYECKU COTJIACOBBIBATHCS C Ha3BAHUEM BHU-
Ja TOKyMEHTa, OTBedYast Ha BOIIPOC «O YeM?» WiH «4ero?y, Hanpumep: «[Ipu-
Ka3... 0 peopranmzanun AO», «KypHan peructpanuu BXOJSAIIUX JOKYMEH-
TOB». 3aroJIOBKHM TaKUX JJOKYMEHTOB, KaK IMPOTOKOJI, MHCTPYKIIHS, aKT, YCTaB,
JIOTOBOP, COUYETAIOTCS B MAJEKE C Ha3BaHMEM BHJIa JIOKYMEHTa, HAIPUMED:
«AKT uHBeHTapu3anum», «[Ipotokon 3acenanust CoBera AUPEKTOPOBY», «Jl0-
TOBOP apeH/IbI».

3aroi0BOK pacroiaraeTcs Mocie PeKBU3UTOB «aTa TOKyMEHTa» U «pe-
TUCTPAIIMOHHBIN HOMEP JOKYMEHTa» OT TPaHUIbl JieBoro mois. Ha Ttumo-
rpadckux Omankax (GUPMBI TSI PEKBU3UTA «3aroJIOBOK K TEKCTY» YCTaHAB-
JUBAIOTCS] OTPAHUYUTEIBHBIC 3HAKH.

3aroyIoBOK HE JTOJDKEH MPEBBINIATH IBYX CTPOK, HAIIPHMED:

O nocraske rpysa
1o KOHTpPakTy Ne 249/16

Hanuune 3aronoBka m30aBisieT OT HEOOXOAMMOCTH YTEHHUS JIOKYMEHTa
MOJIHOCTBIO MPHU €TI0 PErUCTpaIuu.
JlomyckaeTcst He yKa3bIBaTh 3aroJIOBOK Ha TJOKyMeHTax opmara AS.

PekBHU3UT «OTMETKA 0 KOHTPOJIE»

OtmeTka o KoHTposie obOo3HauyaeTcsi OykBoi «K» wmm cinoBom «KoH-
TPOJIb» W HAHOCUTCA OT PYKH KPAcCHBIM (DIIOMACTEPOM WA CHEIHATBHBIM
IITaMIIOM HAa KOHTPOJUPYEMBIX O MOPYUYEHHUIO PYKOBOAUTENA JOKYMEHTAaX.
PexBU3UT «OTMETKA O KOHTPOJIEY» PACTOJIATAETCSA HA JICBOM IOJIE JOKYMEHTA
Ha ypPOBHE 3arojoBKa.

PeKBU3HUT «TEeKCT AOKYMEHTaA»

TeKkCT MOKyMEHTa COCTAaBJISIIOT Ha PYCCKOM WJIM HAIMOHAJIBHOM SI3BIKE
B COOTBETCTBUU C 3aKO0HO1aTeNIbcTBOM Poccuiickort denepannu u cyObEeKTOB
Poccuiickon @enepanuu 0 roCyJapCTBEHHBIX SA3bIKaX.
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TexkcThl JOKYMEHTOB MUIIYT TOJIBKO HAa PYCCKOM S3bIKE IPU HAIpPAaBIIE-
HUU UX:

— B (penepanpHble OpraHbl rocyJapCTBEHHOM BIIACTH, OpraHbl rocynap-
CTBEHHOM BiacTu cyobekToB Poccuiickoit denepanuu;

— Ha MPENpUATHS, B OpraHU3aluu U UX 00bEeINHEHUS, HE HaXOIsII1e-
csl B BeJIEHUH JaHHOTO cyObekTa Poccuiickoin denepanuu wim pacmioIoKeH-
HBbIC Ha TEPPUTOPHUH ApyTHX cyOobekToB Poccuiickoit deneparum.

TexcTbl TOKyMEHTOB O(QOPMIISIIOT B BUAE AHKEThI, TaOIUIbI, CBSI3HOTO
TEKCTa WU B BUJIE COCIUHEHUS ITUX CTPYKTYP.

IIpu cocTaBiieHUHN TEKCTA B BUJIE AHKETHl HAMMEHOBAHMS MIPU3HAKOB Xa-
pakTepu3yeMoro o0beKTa JOJKHBI ObITh BHIPAXKEHBI B UMEHUTEIBLHOM Majie-
K€ WM CIIOBOCOYETAHUEM C IJIAr0JIOM BTOPOTO JIMIA MHOYKECTBEHHOTO YHUC-
ja HACTOSIIIETO W TMPOIIEIUIET0 BPEMEHH («HUMEETe», «BJIAJCETE» MU «Obl-
JIN», «HAXOAWIUCH» M T.[.). XapaKTePUCTHUKU, BBIPAXKEHHBIE CJIOBECHO,
JIOJKHBI COTJIaCOBBIBATHCSA C HANMEHOBAHUSIMHU IIPU3HAKOB.

I'pacl 1 cTpokH TAGIUIIBI JOIKHBI UMETh 3arojOBKH, BBIPAKEHHBIC HMe-
HEM CYILECTBUTEIILHBIM B UMEHUTENbHOM nasiexe. [loazaronosku rpag u ctpok
JOJKHBI OBITH COINIacOBaHbl C 3arojioBkamu. Eciu Tabnuua nedataercs: Oosee
YeM Ha OJIHOW CTpaHMILIE, Tpadbl TaOIHILBI TOJHKHBI OBITh POHYMEPOBAHBI, U Ha
CIIETYIOUINX CTPAHMUIIAX MeYaTaroTcs TOIBKO HOMEpa 3TUX rpad.

CBA3HBIN TEKCT, KaK MPaBUiIO, COCTOUT U3 ABYX dacTel. B mepBoi yac-
TH YKa3blBalOT MPUYUHBI, OCHOBAHMSA, LIEJH COCTABICHUS JOKYMEHTOB, BO
BTOPOM (3aKJIIOYUTENbHOW) — pElIeHUs, BBIBOJbI, MPOCHOBI, MPEIIOKEHUS,
pekoMeHaanuu. TeKCT MOKET COIEpKATh OJIHY 3aKJIIOYUTENBHYIO YacTh. Ha-
npUMeEp, MPUKA3bl — PACTIOPSAUTENbHYIO YacTh 0€3 KOHCTATUPYIOIIEH; MUCh-
Ma, 3asBJICHUSI — MPOCKOY O€3 MOSICHEHHUS; CIPAaBKU, JOKJIATHBIC 3alMUCKU —
OLICHKY (paKTOB, BHIBOJIBI.

B Tekcre nOKymMeHTa, NOATOTOBJIEHHOIO HA OCHOBAaHHMM JIOKYMEHTOB
JPYTUX OPraHU3alui WM PaHEe U3JaHHbIX JOKYMEHTOB, YKa3bIBalOT UX PEK-
BU3UTHI: HAUMEHOBAaHUE JIOKYMEHTa, HAMMEHOBAHUE OPraHM3aliy — aBTOpa
NOKYMEHTA, AaTy JOKYMEHTA, PETUCTPALMOHHBIM HOMEp TOKYMEHTA, 3aroJio-
BOK K TEKCTY.

Eciam TEKCT COAEPKUT HECKOJBKO DPEIIEHUM, BBIBOJOB MU T. ., TO €r0
cienyeT pa30uBaTh HA paszieiibl, MOAPA3IEIIbl, TYHKThI, KOTOPhIE HYMEPYIOT
apaOckumu U pamu.

B pacnopsauTenbHbIX JOKyMeHTax (IpHKa3, paclopsbKeHUe U T. 11.) Op-
raHu3alui, JeMCTBYIOIIMX Ha MPUHIUMIIAX €IMHOHAYaIus, a TaKKe TOKYMEH-
Tax, aJpeCOBAaHHBIX PYKOBOJCTBY OpTraHHU3alllH, U3J0KEHUE TEKCTa JOJIKHO
UATH OT TIEPBOrO JIMIA €AMHCTBEHHOTO 4YHCla («IIPUKA3bIBAIOY», «Ipeiia-
raro», «Ipoury»).

B pacnopsiiuTensHbIX JTOKYMEHTaX KOJUIETHAJIBHBIX OPraHOB TEKCT H3JIa-
raloT OT TPETHETO JIMIIA €JMHCTBEHHOTO YHCIIA («ITOCTAaHOBIIAET), «PELIIID).
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B coBMecCTHBIX pacnopsiAMTENbHBIX JOKYMEHTAaX TEKCT H3JIaraioT OT
MIEPBOTO JINIIA MHOXECTBEHHOTO YHCIIA ((IPUKA3BIBAEM», «PEIIHIIN ).

TexcT mpoToKoIa U3MaraT OT TPETHETOo JIMIAa MHOXKECTBEHHOTO YHCiia
(«cmymanmy, «BBICTYIIAIINY, «ITOCTAHOBHIIN ).

B nmoxkyMeHTax, ycTaHaBIMBAIONIUX TpaBa U 00S13aHHOCTH OpraHU3aIINA,
WX CTPYKTYPHBIX MOApAa3AelieHud (IOJO0KEHUEe, WHCTPYKIUSA), a TAKKE CO-
JIEpKaIUX OMUCaHWe, ONICHKY (DAKTOB WIIM BBIBOJBI (KT, CIIPaBKa), UCIIOJIb-
3y10T (OpPMY H3JIOKEHHSI TEKCTa OT TPEThETro JIMIA CAWHCTBEHHOTO WIIN
MHOECTBEHHOTO YKCJIa («OTJET OCYIIECTBIsAET QYHKIIUN», «B COCTaB 00be-
JTUHEHUS BXOJISITY, «KKOMHUCCHUS YCTAHOBHIIAY ).

B nmucbmax ucmonb3yroT cieayromue GOpMbI H3JI0KEHUS:

— OT TEPBOrO JIMIIA MHOXKECTBEHHOT'O YHCja («IPOCHUM HAIPaBUTHY,
«HAMpaBJIsieM Ha PACCMOTPEHUEY );

— OT TEPBOTO JIMIA €IWHCTBEHHOI'O YHUCA («CUYMTAK HEOOXOIUMBIMY,
«TIPOIILY BBIJCIUTDHY);

— OT TPEThETO JUIA €TUHCTBEHHOTO Yncia («MUHUCTEPCTBO HE BO3pa-
x)aet», « BHUNAJL cuuTaeT BO3MOXKHBIMY).

PeKBU3HUT «OTMETKA 0 HAJTHYHUH NMPHAIO0KCHU D)

Ecnm x JOKyMEHTY MMEIOTCS IPUIIOKEHMS, TO B JOKYMEHTE CTABUTCSA
OTMETKa 00 MX HaJIMYMUU. DTOT PEKBU3UT PACHOJAratoT MOCIEe TEKCTa, Mepes
MOANMUCHIO OT TPAHULIBI JIEBOTO IOJIS.

Ecnu monHoe HaMMEHOBaHME MPUIIOKEHUSA K TOKYMEHTY YIOMHHAETCA
B TEKCTE, TO OTMETKA O HAJTUMYUH PHIIOKEHUS 0POPMIISIETCS B COKPAILIEHHON

dbopwme:
IIpuioxkenue: Ha 3 J1. B 2 IK3.

Ecnu npuniokeHus: K JOKYMEHTY HE yKa3aHbl B TEKCTe, HEOOXOIUMO
B OTMCTKC O IIPUJIOKCHHNHN YKa3aTb INIOJJHOCTbIO HAMMCHOBAHHA HOKYMCHTOB,
BXOIAMIKX B IIPHUIOKCHHUC C YKA3daHUECM KOJIHMYCCTBA JIMCTOB N 3K3CMILIISIPOB,
Harpumep:
I[Hpuioxenue:

1. IIpoexT kouTpakTa ¢ AO «XpacT» Ha 20 J1. B 2 3K3.
2. CIMCOK MOCTABIIMKOB Ha 2 J1. B 2 3K3.

Ecmu MPHUIIOKCHUEM K JOKYMCHTY ABJIACTCA JOKYMCHT C ITPHUIJIOKCHUCM,
TO OTMCTKA O HAJIWYMWHU MPUITOKCHUA COACPKUT HA3BAHMWC BHJAa NOKYMCHTA,
YIIOMHHAHHUE O €ro MpHUIJIIOKCHUU U o61uee KOJIMYCCTBO JIMCTOB, HAIIPUMEP:

Hpuaoxenue:
Jorosop apenasni ot 21.10.2005 Ne 8
U NIPUJIOKEHHE K HeMy, Bcero Ha 15 1.
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Ecnu npunoxeHne K TOKYMEHTY B €IUHCTBEHHOM DK3EMILISpPE, TO KO-
JIMYECTBO DK3EMIUISIPOB MOKHO HE YKa3bIBATh.

Ecnu npunoxxenust cOpoIItopoBaHbl, KOJIUYECTBO JIMCTOB HE yKa3biBa-
10T, HAI[PUMED:

IIpunoxenue: Karamgor «Weil» B 1 3k3.

Ecnu npuiioxeHre HampaBiisieTCss HE BO BCE YKA3aHHBIE B JIOKYMEHTE a/l-
peca, OTMETKY O HATWMYHUH MPHIIOKEHUS O(OPMIISIOT CIIETYIOIAM 00pa3oM:

Ipuioxenue: Ha S J1. B 2 3K3. B IIepPBbIi ajJpec.

Camu AOKYMCHTBI-IIPUIIOKCHUSA JOJIKHBI UMETH BCC HCO6XOI[I/IMBIC PCK-
BU3UTBI: HAMMCHOBAHUC BHUAAa JOKYMCHTA, 3aroJIOBOK, 14Ty, IOAIIHCD. KpOMC
TOI'o, Ha MMPUJIOKCHUAX B IIPABOM BCPXHEM YIIIy ACITACTCA OTMCETKA, YKA3bI-
Baromasa Ha €ro CBA3b C OCHOBHBIM JOKYMCHTOM, HAIIPUMCP:

puiaoxenue 1
K npuka3y aupexkropa OAO «9PA»
ot 01.04.2005 Ne 17

HNonyckaercs Boipaxkenue «[IPUJIOXKEHUE No» medararh mpONUCHBI-
MU OyKBaMH, a TakyKe IEHTPUPOBATH 3TO BBIPAXKEHUE, HANMEHOBAHUE JIOKY-
MEHTA, €r0 JaTy U PErHCTPALMOHHBIM HOMEP OTHOCUTEIBHO CAMOW JIJTMHHOMN
CTPOKH, HAITPUMED:

IMPUJIOKEHHUE Ne 2
K IPpUKAa3y IMPEeKTopa
OAO «9PA»
ot 01.04.2005 Ne 17

PexBu3ur «mmoaImuchL»

[Toanuchs — 00sA3aTeNIbHBIA PEKBU3UT JIO0OTO JOKYMEHTa, KaK CIIykeo-
HOTO, TaK U JINYHOTO.

B cocTtaB pekBU3NTa IIOJINCH» BXOIAT:

— HAaUMEHOBAaHUE JOJDKHOCTH JIMLA, IOANKCABIIETO JIOKYMEHT;

— JINYHAs MMOJINUCH;

— pacmndpoBKa NOANUCH (MHUIUAIBI U (PaMUIus ), HapUMep:

J{upexTop JIuyHas moanuch A. B. Poros

JIOMKHOCTH JTUTIA, TIOIITACABIIIETO JOKYMEHT, YKa3bIBAETCS MOJIHOCTHIO,
€CJIM TOKyMEeHT 0OpMIICH HE Ha OJIaHKe, HAlpUMeEp:

JMupekrtop 3A0 «PEAJI+» JInyHas noANuCh A. . CmesioB

[Ipu opopmiieHnn TOKyMeHTa Ha OJJaHKe OpraHU3aluy JOKHOCTh yKa-
3BIBACTCS COKPAILEHHO, HAIIPUMED:

23

YUYEEHO-METOAOAVYECKW 3AKPbITb
OOKYMEHT

X




= 104

(]
SS2/9  IHCTAHUHOHHOO
OGPA3OBAHKA

H

é:*«\ HHCTHTVT

A

JupexTop JInunas moanucey A. B. CmenoB

Jlonmyckaercss B PEKBU3HUTE «IIOANUCH» ILIEHTPOBKA HAWMEHOBAHUS
JIOJKHOCTH JIU1A, HOAMKUCABLIET0 JOKYMEHT, OTHOCUTEIBHO CAMOU JJTMHHON
CTPOKH, HaIlpuMep:

HNcnosHUTEIbHBIA JUPEKTOP
3A0 «IlapTHep» JIuyHas moanuch H. A. ®exgopos

IIpn noxamucaHum NOKyMEHTa HECKOJIBKMMH JOJKHOCTHBIMM JIMILIAMM,
COCTaBHBIE YaCTH PEKBU3UTA «IOAMMCH» PACHOJIATAIOT IOCIEA0BATENBHO
JAPYT NOA IPYTOM B COOTBETCTBHH C 3aHUMAEMOM JOJKHOCTBIO, HAIIPUMED:

J{upexTop JInynas moanucey N.T. OpJos
I'aBHbI Oyxraarep JInynas moanucey H. H. 3oToBa

HpI/I MNOAINMUCAHNHN OOKYMCHTA HCCKOJBKHMMH PAaBHBIMHU II0 AOJIZKHOCTH
JIMIIAMHU UX ITOAITMCH PACIIOIararoTCA Ha OAHOM YPOBHC, HAIIPUMCECD:

Jupextop AO «/AU3» Jupexrop OO0 «I"I3»
noanuck I'. K. Jlan noanuce WU. B. Po3os

B nokyMeHTax, COCTaBIEHHBIX KOMHCCHUEHN, YKa3bIBAIOT HE JOJLKHOCTH
JIUIL, TIOAMUCHIBAIONIUX JTOKYMEHT, a UX 00s3aHHOCTH B COCTaBE KOMUCCHUH B
COOTBETCTBHHM C pacHpeieIEHUEM, HAIPUMED:

IIpencenarenb KoMUCCHH JUYHAsT  NOANMCH
H. B. Kyiukos

Y1eHbl KOMUCCHHM JIMYHAS MOANUCH C.II. MatBeeB
JUYHAA MOANHUCH B. A. ®unarosa
JMYHAS NOANUCH K. M. AprembeBa

Ecnu pykoBoauTesb, MOAMNKUCH KOTOPOTO MPEAyCMOTPEHA, OTCYTCTBYET,
JOKYMEHT MOXKET MOJIUCATh €r0 3aMECTUTENb WIH JIUIO, UCTIONTHSIOIIEE ero
o0s3anHOCTH. [Ipu 3TOM ciietyeT yka3aTh (PaKTHUUECKYIO TOJDKHOCTh U (ha-
MWIHIO JIMIA, JEHCTBUTENBHO TMOAMMUCABIIETO TOKYMEHT. McmpaBieHus
«M.0.» mn «3am.» BHOCATCS MalIMHOMUCHBIM CIIOCOOOM Win OT pyku. [lpu
ATOM HE JIONYCKAaeTCs CTaBUTh MPEAJior «3a» WM KOCYI0 4epTy mepen Ha-
UMEHOBAaHHEM JIOJKHOCTH.

JlokymeHnTsl koyuieruanbHoro oprana (Cosera yupeaureneid, OOmiero
coOpanusi ygacTHUKOB AQ) MOANMCHIBAIOTCS IpeaceaTeNieM 3TOro OpraHa
U CEKpeTapeM.

PexBU3UT «IOJMUCHY» MPOCTABIISAETCS MOCHIE PEKBU3UTOB «TEKCT JOKYMEH-
Ta», «OTMETKA O HAJIMYMH [IPUIIOKEHUSD» U TIeYaTaeTcs CIEAYIOIM 00pa3oM:

— IOJDKHOCTD YKA3bIBAETCS OT TPAHUIIBI JIEBOTO TOJIS;

— pacudpoBKa MOAMKUCH Mocie 48 MmeyaTHbIX 3HAKOB OT TPaHUIIBI Jie-
BOTO TOJISL.
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PexkBu3uT «rpud coracoBaHus JOKYMEHTA»

CorylacoBaHne — 3TO NPEJBAPUTEIBHOE PACCMOTPEHUE BOIIPOCOB, CO-
JiepKAIIUXCS B TEKCTE IOKyMEHTa, HEOOXO0AMMOE Il MPUHSTUS [TPaBUIIbHBIX
yhopaBiieHUecKuX penieHuil. CoriacoBaHue MOXKET OCYLIECTBIATHCA Kak
C IOJDKHOCTHBIMHM JIMLAMU BHYTPHU OpraHW3aluy (BHYTPEHHEE COIJIacOBa-
HUE), TaK U C JOHKHOCTHBIMU JIMLIAMHU JAPYTHX OpPraHU3alui (BHEIIHEE CO-
riiacoBanue). K BHEIIHEMY COIIACOBAHHUIO OTHOCHUTCS M COIIACOBAHHE JOKY-
MEHTa ¢ OOILIECTBEHHBIMU OOBEIMHEHUAMH (COBETaMU TPYIOBBIX KOJIJIEKTHU-
BOB, IPO(PCOIO3HBIMU OpraHamu M T. I1.).

I'pud cornmacoBanust noxkymenrta coctout u3 ciosa COI'JIACOBAHO,
JOJKHOCTH JIMI[A, C KOTOPBIM COTJIACOBBIBAECTCS JOKYMEHT (BKJIIOYAsi HauMe-
HOBaHUE OpPraHU3alMM), JUYHOW MOANMMCH, PACHIM(PPOBKU MOANHUCH (MHHU-
ManoB, (paMuINK) U AaThl COTJIACOBAHUS, HAIIPUMED:

COI'VTACOBAHO

PexTop ®PuHAHCOBOM aKageMun

npu npasurenbcree Poccuiickoin @enepanuu
JudHas noanucsh A. I'. I'psazHoBa

23.04.2005

Ecnu cornacoBanue OCYIIECTBISIFOT TUCEMOM, IIPOTOKOJIOM H JIp., TpUQ
coriacoBaHus 0QOPMIISIOT TIO CIIeTyIoNIei hopme:

COI''TACOBAHO

IIncemo Poccuiickoii akageMmuu
MeaAuUMHCKUX HAYK

ot 30.04.2005 Ne 451-805

NI

COI'TACOBAHO
IIpoTokoJ 3acenanus
IIpaBJieHus cTPaxoBoOH

Komnanun «Iliianera»
ot 21.03.2005 Ne 10

B 3aBucuMocTH OT copepkaHus JOKyMEHTa BHEIIIHEE COIJIacOBaHHUE pe-
KOMEH/IyEeTCs OCYIIECTBIISATH B CIEAYIOLIEM MOPSIIKE:

— C OpraHM3aIsIMH, YbH HHTEPECHI 3aTparuBaeT JOKYMEHT;

— C OpraHu3alUsMHU, 3aHUMAIOUIMMUCS HAyYHBIMU HCCJIEI0BAaHUSIMU
B 00J1aCTH, K KOTOPOM MMEET OTHOILIEHUE COJEPKAaHUE TIOKYMEHTA;

— ¢ OOIIECTBEHHBIMH OPTaHU3ALUAMH (B ClIlydae HEOOXOUMOCTH);

— C OpraHamul roCyJapCTBEHHOTO KOHTPOJsl (Haa30pa) B JAHHOM 0OJIacTH
(mo>kapHBIA HA30p, FKOJIOrHYecKre ciyxO0bl, candnuactanimu (COC) u T. 1.);
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— C BBIICCTOAIIMMU HJIN MCKOTPACIICBBIMH OpraHaMu B ClIy4daidaX, IIPC-
AYCMOTPCHHBIX 3aKOHOAATCIIbCTBOM.

PexBusut ((l"pI/I(b COrjIaCOBaHHUA JOKYMCHTA» PACIIOJIaracTCsa HUKE PCK-
BHU3HUTa «IIOAIIMUCH», a €CJIU FpH(l)OB corjiaCoBaHHusl HCECKOJIBKO, TO HX, KadK
IIpaBuJIO, pacCiiojararoT Ha OTACIbHOM JIMCTC COIJIaCOBAaHU:I.

PexkBU3UT «BU3BI COTJIACOBAHUS JOKYMEHTa»

PexBU3UT «BU3BI COrTacOBaHUS JOKYMEHTa» UCIIOIb3YIOT JUIsl BHYTPEH-
HETO COTJIaCOBAaHMS POEKTA JOKYMEHTA.

3T0 HEOOXOIUMO HJisi IPOBEPKH 11€71eCO00Pa3HOCTH WJIM CBOEBpPEMEH-
HOCTH COCTABJICHUSI JOKYMEHTA CIIELIMAIINCTAMU MIPEAIPUSATHS.

PeKkBU3HUT «BU3bI COTJacOBaHUS JOKYMEHTa» BKJIOUAET B ceOsl JOIK-
HOCTb, JIMYHYIO TIOJIMUCHh BU3UPYIOIIET0, MHUITHAIBI U (HaMUITUIO, 1aTy BU3U-
pPOBaHMUSL.

Buza pacnonaraercs HMXKe pPEKBU3UTA «IOAMMUCH» OT T'PAHULBI JIEBOTO
TIOJIs, HalpUMED:

HavyaJbHUK HOPUAUYECKOTO OTAEIA

JIMYHAA MOANUCH A. C. OpJioB

25.01.2005

[Tpu HanmuMy 3aMeYaHuii K JOKYMEHTY BU3Y O(OPMIISIOT CJICTYIOITUM
o0Opazom:

3amMeuyaHus MPUIATAOTCH
HavyaJbHUK IOPUAHYECKOI0 OTAEIA
JINYHAA MOANUCH A. C. OpJioB
25.01.2005

3amMe4aHMs U3JIararoTcs Ha OTIAEIbHOM JIMCTE, MOAIUCHIBAIOTCA U IPH-
JIararTcs K JOKYMEHTY.

JInst TOKyMEeHTa, MOUIMHHUK KOTOPOI'0 OCTAeTCsl B OPraHU3alld, BU3BI
IPOCTABIISIIOTCS. B HIDKHEW 4YacTH OOOPOTHOM CTOPOHBI IMOCIIETHEr0 JHUCTa
NOJJIMHHUKA TOKYMEHTA.

Jlnst noKyMeHTa, MOJIMHHUK KOTOPOTO OTHPABIIAECTCS U3 OpraHU3alluH,
BU3bI MPOCTABJISAIOTCS B HH)KHEW YacTH JIMLIEBOW CTOPOHBI KOMMH OTIpAaBJIsie-
MOTO JOKYMEHTA.

Bo3moxxHO oopMiieHre BU3 HAa OT/AEIBHOM JIUCTE COTJIACOBAHUS.

Jlormyckaercsi, M0 YCMOTPEHHIO OpraHU3alllH, MOJUCTHOE BU3HPOBAHUE
JOKYMEHTa U €r0 MPUJI0KEHUS.

PeKkBU3UT «OTTHCK MeYaTH)

Ha nmoxymeHnTax, ymoCTOBEpSIOMIMX TpaBa (PUPMBI WIHA JIOJKHOCTHBIX
mutl, pukcupyromux (GakT pacXoJ0BaHUS JCHEKHBIX CPEACTB U MaTePUATbHBIX
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LEHHOCTEM, a TaKkke MPeAyCMOTPEHHBIX TOCYAAPCTBEHHBIMU MTPABOBBIMU aKTa-
MU, TOANKCH OTBETCTBEHHOIO JIMI[A JOJKHA ObITh 3aBEPEHA M1€YaThIO.

OTTHCK MeyaTH MPOCTABIIAETCS TaKUM 00pa3oM, YTOOBI OH 3aXBaThIBal
4acTh HAUMEHOBAHUS JTOJKHOCTH JIMIA, [OJINUCABIIErO TOKYMEHT, 4acTh €r0
JMYHOM MOAMKUCH U OBLIT XOPOILIO YNTAEMBIM.

OTBETCTBEHHOI'0 3a XPAaHEHUE U MECTO XPAHEHHUs NEYaTH ONpenessieT
pykoBoauTenb (GupMbl. OTTHCK Me4YaTH 3aBepsieT MOAIUHHOCTH MOIIMHCH
JIOJKHOCTHOTO JIMIIA HA JOKYMEHTAX, yJIOCTOBEPSIIOUIMX MpaBa Jull, GUKCH-
pytouux (akThbl, CBSI3aHHbIE ¢ (PUHAHCOBBIMU CPEICTBAMH, a TAK)KE HA MHBIX
JOKYMEHTaX, IIPeayCMaTPUBAIOLIMX 3aBEPEHUE NOMIMHHOM IToanucu. B cio-
KUBLIEHCS TMPAKTUKE MPHUHATO YAOCTOBEPATH MEYAThIO CIEAYIOIIHE BHUABI
YIPABJICHYECKUX JOKYMEHTOB:

— akmul (IpUEMa 3aKOHYCHHBIX OOBEKTOB CTPOUTEIHCTBA, 00OPYI0BaA-
HUS, BBIIIOJIHEHHBIX pabOT, CIUCAHMSI, SKCIIEPTHU3HI U T. [1.);

— 002060pbl (0 MaTEpUAIBHON OTBETCTBEHHOCTH, IOCTABKAX, NOJAPSAaX,
HayYHO-TEXHHUYECKOM COTPYIHUYECTBE, apE€H]IE MOMEIIECHHM, O TPOU3BOJICT-
BE paboT  T. [1.);

— 00pa3ybl OTTUCKOB TMeYaTel M MOANHMCEe pabOTHUKOB, HMMEIOIIMX
paBo COBepUICHUS! (PUHAHCOBO-XO035UCTBEHHBIX ONEpaliuii;

— nucoma caparmuiinbie (Ha BBIIIOJIHEHUE paboT, YCIYT U T. 11.);

— NOJIOJHCEHUS 00 OPSAHUZAYUSX,

— cnpaexku (MUMHUTHBIC, O BBIIJIATE CTPAXOBBIX CyMM, O HAaYUCJICHHOU
U IpUYMTAIOIIEHCS 3apIiaTe u T. [1.);

— yCcmassl OpeaHu3ayuu.

PekBHU3HUT «OTMETKA 0 3aBC€PCHUU KOIIUMN

B cnydae moamucaHusi pyKOBOJOMTENEM TOJBKO MEPBOTO 3IK3EMIUISIpA
JOKYMEHTa OCTaJIbHbIE 3aBEPSIOTCS CEKPETapEM-pe(hepeHTOM.

PEeKBU3HUT «OTMETKA O 3aBEPEHUU KOIHMWU» PACIOJIAraeTcsi HUKE PEKBU-
3UTa «HOoANUCh». OTMETKA O 3aBEPEHMM KOIMU BKIIIOYAET 3aBEPUTEIBHYIO
Haanuch «BepHO», HaMMEHOBAaHME JOJKHOCTH JIUIA, 3aBEPUBLIETO KOMUIO,
€ro JIMYHYIO MOAMNHUCH C paclupoBKON (MHUIMANBI U (haMuUIusl) U JaTy 3a-
BEPEHMsI, HAIlpUMeEp:

Bepno
HNHcnexTop otaelia Kajapos JIMYHAA NMOANHUCH A. JI. Cuiiun
07.06.2005

[Ipu nepecbuiKe KOMUU JOKYMEHTA B IPYTYIO0 OpraHU3alldI0 WU Bblaue
€€ Ha PYKH 3aBEPUTEIBHYIO NIOAINCH YAOCTOBEPSIOT II€YATHIO, B 3TOM Clly4ae
KONUSI MMEET IOPUIMYECKYI0 CHIIy OpuruHana. Jlomyckaercs KOIHIO JOKY-
MEHTA 3aBEPATH M€YATHI0, ONPEACIISIEMON 110 YCMOTPEHUIO OpPTraHU3alvH.

27

YUYEEHO-METOAOAVYECKW 3AKPbITb
OOKYMEHT

X




(]
®22/9 AMCTAHUHOHHOrO
OGPA30BAHKA

H

é:g:.\ WHCTHTVT

A

Konusa ucxopsiiero TOKyMEHTa, OCTAIOIIAsiCsl B OpraHU3allih, MOXET
OBITH 3aBEpEHA B YIPOILCHHOM BHUJIE, 0€3 YKa3aHHS JOJDKHOCTH 3aBEPUTEIIS U
JIaThl 3aBEPECHUSI.

PexBH3HUT «0TMeETKA 00 MCIIOJIHHUTEIE)

damMUIHI0 UCTIOTHUTENS (COCTABUTEIS) M HOMED €ro CIIy)KEOHOTO Telie-
¢doHa pacroyiararoT Ha JIMIIEBOW WUJIH, TPU OTCYTCTBUHU MeCTa, Ha 000POTHOM
CTOpPOHE IMOCJIETHETO JIUCTA JOKYMEHTA B JIEBOM HI)KHEM YTIy MOCJIE PEKBU-
3UTOB «IOJIHUCHY, «BU3bI COIIACOBAHMS IOKYMEHTa», HAIPUMED:

CepoBa
924 45 67

NI

Ceposa Harauabsa UBaHoBHA
924 45 67

OTOT PEKBU3UT OYEHb BaXKEH JJIs1 ONIEPATUBHOM CBS3H C TEM, KTO COCTaBUII
JIOKYMEHT, YTOUHEHUS U Pa3bsICHEHUS 3aTPOHYTHIX B JIOKYMEHTE BOIIPOCOB.

Hwuxe damunuu ucnomHuTest mpu HE0OXOAUMOCTH MOTYT YKa3bIBaThCS
nepBble OyKBbI UMEHU U (PaMHJIMK MAIIMHUCTKU, KOJIUYECTBO OTIEYATAHHBIX
AK3EMIUISIPOB U JIaTa NeYaTaHus, HAIPUMEp:

Ilerpos 239 15 61
KH 2 27.08.2005

PexkBH3HUT «0TMETKA 00 HCIOJTHEHUH AOKYMEHTaA
H HanIpaBJICHUH €10 B 1€J10>»

Ecnu 1OKyMEHT MCIOJIHEH, T. €. PElIeHbl BCE BOIPOCHI, TOCTaBICHHbBIC
B HEM, Ha JJOKyMEHTE CTaBIT OTMETKY 00 €ro MCIHOJHEHWU M HaIlpaBJICHUU
€ro B JIeJI0. DTOT PEKBU3HUT PACIIONIaraeTcsl B JIEBOM HW)KHEH 4acTu MepBOTO
JUCTa TIOKYMEHTA, HUKE PEKBU3HUTA «OTMETKA 00 UCTIOTHUTEIIEY.

OTmeTKa BKIIIOYAET B ceOsl:

— CJIOBA «B JIEJIO» U «KHOMED JIeJ1a», B KOTOPOM OYJET XpaHUThCS IOKYMEHT;

— CCBUIKY Ha JaTy M HOMEp JOKYMEHTA, CBUAETEIhCTBYIONIETO0 00 WC-
MOJIHEHUU (B CIydae ero COCTaBJICHHUS);

— KpaTKWe CBEIeHUsS OO0 HWCIIOJTHEHWH, €CIM OTCYTCTBYET IOKYMEHT,
CBUJICTEIIBCTBYOIIMI 00 UCTIOTHEHUH;

— TIOJIMTACH UCTIOTHUTEIIS TIOKYMEHTA,;

— JaTy TPOCTABJICHUSI OTMETKH.

Hampumep:
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Bonpoc peumen o rejaegony

¢ ri1. oOyxraarepom OAO «Cser»
B neimo Ne 03 — 19

Ilerposa 13.04.2005

OtmeTka 00 UCTIOTHEHUHN TOKYMEHTA W HAIPABJIICHUH €T0 B JIEJO JTOJIK-
Ha OBITH TOJMMCAHA W JTaTUPOBAHA WCIIOJHHUTENIEM TOKYMEHTA WM PYKOBO-
JIATEJIEM CTPYKTYPHOTO MTOAPA3AEIICHUS, B KOTOPOM HCHOJIHEH JOKYMEHT.

PexkBu3ur
«OTMETKA 0 MOCTYIUICHUH JOKYMEHTA B OPraHU3alHI0»

OTMeTKa O MOCTYIUIEHHH NIPOCTABISAETCA HA BXOIAIIMX JTOKYMEHTax
C IOMOIIBIO CINENUAIBHOTO PETHCTPALMOHHOIO IITaMIa Wi OT pyku. B pe-
TUCTPALIMOHHBIM IITAMII BXOJAT: HAMMEHOBAHUE OPTraHU3ALMU-II0JIyYaTelIs
JOKYMEHTA, MECTO Il aThl NOCTYIUUICHUS U MECTO Il PETHCTPALMOHHOIO
MHJIEKCa.

IIpy OTCYTCTBHM TAaKOroO IITaMma OT PyKHM IMUUIYTCS PETMCTPALMOHHBIN
HOMEp M JaTa MOCTYIUICHUsI JOKYMEHTA, PU HEOOXOAUMOCTH — Yachl U MU-
HYTHL.

OtMeTka pacronaraercss B NPaBOM HM)KHEM YIUIy JMLEBOW CTOPOHBI
IIEPBOIO JINCTA TOKYMEHTA, HAIPUMED:

AO «9PA»
Jlara
Bx. Ne

OTMGTKy O IIOCTYIUICHUU IIPOCTABJIAOT aBTOMATHYCCKUM HYMCPATO-
POM, COoACPKAIIINM BCC IICPCUYHNCIICHHBIC KOMIIOHCHTEI PCKBHU3HWTA.

PexkBu3ur
«MICHTH(PUKATOP IJIEKTPOHHON KONUHU TOKYMEHTA

NnentuduxaTopoM 31€KTPOHHONW KOMUHU AOKYMEHTA SIBJISIETCS OTMETKA
(KOJIOHTHUTYJI), IPOCTABIIsIEMAsl B JIEBOM HUKHEM YTIy Ka)XIOW CTPAaHULBI J0-
KyMEHTa U cojiepaliasi HauMEeHOBaHue (haiiyila Ha MAaIMHHOM HOCHUTEIE, /1a-
Ty ¥ ApYyrUe NOMCKOBBIE IaHHBIE, YCTAHABIMBAEMbIEC B OpraHU3aLUU.

Ha BHyTpeHHUX M UCXOIAIINX JOKYMEHTAaX 3Ta OTMETKA IIPOCTABISAETCS
B MOMEHT IOATOTOBKH JOKYMEHTA Ha KOMIbloTepe. Ha BXoasdImux JOKyMeH-
TaxX OTMETKY IIPOCTAaBIISICT CEKpETapb, BHOCAIIMN CBEICHUSA O JOKYMEHTaxX
B KOMIIBIOTED.
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KOHTpOJ’ILHLle BOIIPOCHI M 3aJaHUA

1. Kak knaccuduimpyercs yrpapieHYecKast JOKyMEHTALUS TIPEIPUSTHS?
2. Kakue nokymMeHTBbI opraHu3anuu (MpearnpusTs) OTHOCITCS K opra-
HU3AIIUOHHBIM ?

3. Kakue nokyMeHTbhl opranu3auuu (IpearnpusiTusi) OTHOCATCA K pac-
MOPSAUTEIIHLHBIM?

4. Ilepeuncnure, Kakue JTOKYMEHTHI MpPEINpusiTus (opraHu3aluu) OT-
HOCSITCS K MH(OPMAIMOHHO-CIIPABOYHBIM.

5. Kakue BuIbI OJaHKOB JIOKYMEHTOB HCHOJB3YIOTCS B yIpaBlieHYE-
CKOU JIEATEIIbHOCTH?

6. Kakwe ¢dopmarsl Oymaru paspemieHbl K HCIIOJIb30BAHUIO B YIIPaB-
JIEHYECKOU NIeITeIIbHOCTH ?

7. Kakue ciocoObl mpuMeHs0TCs Uit 0(OpMIICHHS JaT?

8. Uto mpexacTaBmsieT co00it popMyIsip TOKyMeHTa?

9. Yro Takoe dopmysap-odpazen?

10. YTto Takoe «peKBU3UTY» NJOKyMEHTa?

11. Maiite monHyro XapakTepucTUKy pekBu3uTOB corsiacHo ['OCT P 6.30-2003.

12. Haligute ommbku B opopMieHun nokymeHTa. [lokaxute, kak mpa-
BUJILHO OH JIOJIKEH O(QPOPMIISTHCA.

I'ep0
HanmeHnoBaHue
Opra”u3aiuu
Anpec
Komogy 2. A.
No

TEKCT

I'enepanbHbIit
IAPEKTOP I'pomoB B. A. [Toanuck
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I'naBa 3
COCTABJIEHUE 1 O®OPMJIEHUE
OCHOBHBIX JTOKYMEHTOB YIIPABJIEHUS

3.1. CTpyKTYpa ¥ IITATHAS YUCJTCHHOCTD

Cmpykmypa u wmamuas 4ucieHHOCmb — NMPABOBOM aKT, PErJIAMEHTH-
PYIOIIMI COCTaB CTPYKTYPHBIX MOAPA3ICIICHUNA OpPraHu3aluyd W IITATHYIO
YUCIICHHOCTb.

CocraBiieHre TOKYMEHTA, ONPEECTAIONIETO CTPYKTYPY U IITATHYIO YUC-
JIEHHOCTh OpPTaHM3allMHM, MOXET OBITh MPEIyCMOTPEeHO YcTaBoM. I[Ipoekt
ATOr0 JOKYMEHTA IO MOPYYECHUIO PYKOBOJWTEINSI OPraHU3alldd TOTOBUTCS
OT/AEJIOM KaJIpOB; BU3UPYETCA 3aUMHTEPECOBAHHBIMHU JIMIIAMU U TOJpa3jeiie-
HUSIMH, 3aMECTUTEISIMA PYKOBOJHWTEIIS; IMOJANMUCHIBAETCS 3aMECTUTEIIEM DY-
KOBOJUTEIS U YTBEPKIAACTCS PYKOBOJAUTEIEM MPEAIPUATHS.

CrpykTypa W mTaTHas YHMCICHHOCTh OPraHU3alMM, KaK MpaBUIIO, YT-
BEPXKIACTCA HA KAJICHAAPHBIN roj. I3MeHeHHsI B TOKYMEHT BHOCSTCS IIPUKa-
30M PYKOBOJUTEIS] OPTaHU3AUH.

B TekcTe nokyMeHTa yKa3bhIBarOTCA KOJbI CTPYKTYPHBIX MTOAPA3ICICHUN,
VX HAMMEHOBAHUS U IITATHAS! YUCICHHOCTD.

3.2. lllTaTHOoe pacniucaHue

llImamnoe pacnucanue — NIPaBOBOM aKT, YCTAHABJIMBAIOIINN ITATHYIO
YHMCJIICHHOCTh OPTaHU3AINH, COCTaB JOJKHOCTEH U pa3Mep OIUIaThl TPyAa.

dopma MTATHOTO PACIMCAaHUs YTBEPKIACHA ocTaHOBIeHHEM ['ockomu-
tera oT 6 anpeins 2001 r. Ne26.

B mrtatHOM pacniucannu PUKCUPYIOTCSI CBEICHUS:

— CTPYKTYpHOE Topa3ieicHue (HAMMEHOBAHHUE U KOJ);

— npodeccus (10JDKHOCTD);

— KOJIMYECTBO IITATHBIX CIUHUIL;

— okJaj (TapudHas cTaBka);

— HaJ0aBKa;

— MecsiuHbIN (HOH 3apabOTHOM TIATHI,

— NMpUMCUYaHUsI.

HltaTHOE pacmnucaHue BU3HPYETCS PYKOBOIUTEISIMU MOJAPa3/elICHUH,
TJIABHBIM OyXTalaTepOM, 3aMECTUTEIISIMA PYKOBOAMTEIS, YTBEPKIACTCS TPHU-
Ka30M (pacmopsibKeHrneM) pyKoBoauTensl. Mi3MeHeHus B IITaTHOE pacICaHHe
BHOCSITCS IPUKA30M PYKOBOAMTENSI OPTaHU3AIINH.
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3.3. KonTpakThl (10roBOpbI)

OCHOBHBIMM TIPABOBBIMU JTOKYMEHTaMHU BO B3aMMOOTHOIIEHHUSIX MEXKIY
OpraHu3alusAMHU SBISIOTCI KOMMEPUYECKHE KOHTPAKTHI (OTOBOPHI).

CII0BO «KOHTpAKT» Yallle BCErO MCHOJb3YyETCSI B OTHOLIEHUH BHEITHETOP-
TOBBIX JOTOBOPOB H SIBJIIETCS SI3bIKOBBIM SKBUBAJIEHTOM CJIOBA «JOTOBOPY.

Kontpakr (10roBop) — JOKYMEHT, MPEACTaBISAIOMUNA cO00 coraiie-
HUE CTOPOH 00 YCTaHOBJIIEHMM M PETYJUPOBAHUM KAKMX-TUOO OTHOILECHHUH.
Xapakrep CHENIKH, YCIOBUs IOCTaBKH, CPOKU ITOCTAaBKH, TPAHCIIOPTUPOBKA,
yIaKkoBKa U MAapKHUpOBKa, II€HAa, Ka4eCcTBO, OIUIaTa, FapaHTHH, IpaBa U 00s-
3aHHOCTH CTOPOH — BCE 3TO HAXOJUT OTPAKECHUE B KOHTPAKTE.

[Tpumep odopmileHUsT KOHTPAKTA IPUBEAECH HUXKE.

KOHTPAKT Nel4-122

25.02.2005
r. PoctoB-nHa-/lony

KYIUTU-TIPOJIaXKu 0rCHON MeOeTn

: dupma «JlecHo», nMeHyeMas B ganbHeiimem [IponaBen, B JUIE TeHepaib- -
- Horo aupekrtopa PynakoBa Banepuss HukosaeBuya, 1elCTBYIOIIETO HA OCHOBAHUY

- VYcraBa, ¢ OmHOM CTOPOHEL, M (upMa , UMEHyeMasi B -
. JanbHEeHIeM [Toxynarens, B JIUIIE :
, JEMCTBYIOLIETO HA OCHOBAaHUH , C Ipy- :

" TOW CTOPOHBI, 3aKJTFOYMIIN HACTOSIIUN KOHTPAKT O HIKECIIEAYFOIICM:

1. TIPEAMET KOHTPAKTA. :
: 1.1. Ilponasen nponaer, a Ilokynarens nokynaer oQUCHYI0 MeOeNb ITPOU3- :
" BOJICTBA UTaNbsHCKOW kommaHuu «Bellisimo», nmenyemyio B nampHeimem To- -
- Bap, Ha yCIOBUAX, ONpeIeIeHHbIX HACTOAIIMM KOHTPAKTOM. :
: 1.2. KonuuectBo u accoptument ToBapa ompenensieTcs crenudukanmei,
- mpuJIaraemMoii K Kontpakty. Toap mocrasisiercsi [Iokymareno B pa3soOpaHHOM
" BHJIC, €CJTH CTOPOHBI HE JOTOBOPIIIKCH 00 HHOM. '

2. YCJIOBUA IIOCTABKU 1 PACUYETOB. :
: 2.1. IToctaBka ToBapa mpOU3BOAMTCS B TeUEHHE 3-X JHEH MOCIE MOCTYyILIE-
. HMs JIEHET Ha pacyeTHbIN cueT wiu B Kaccy IIponasna. IloctaBka ToBapa B mpeje-
- nax Pocrosa-na-Jlony ocymecrsusercs tpancnoprom Ilponasua u 3a ero cuer.

: 2.2. Bce mmarexu NpoM3BOAATCS B poccuiickux py6mnsx. Cymma muaresxa, -
" nmpousBogumoro Ilokynarenem, nepeuuncisercs no kypcy MMBD, ycranosneH-
- HOMY Ha JaTy IuiaTexa.
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3.1.Iponaxa Tosapa npoussoautcs no neHam Ipoxasia. IleHa ycranaBmu- :
- Baercs B poimtapax CIIIA ¥ BKIIFOYaeT CTOMMOCTb YIIAKOBKH, MAPKHPOBKH, CTpa- :
: XOBBIE COOPHI M JpyTrue cOOPhI ¥ HAJIOTH. :
3.2. Cymma, omutaunBaeMas ITokynarenem 3a ToBap, cocraBisier
- noanapos CIIA.

4. KAUECTBO TOBAPA. :
: KauectBo npoganHoro ToBapa JOIKHO COOTBETCTBOBATh 00pa3LaM, KaTaio- -
-1y «Bellisimo» u ceprudukary Kayecrsa. :

5. YITAKOBKA. :
VYTakoBKa JOKHA 00€CTIednBaTh MOMHYI0 COXpaHHOCTh ToBapa, mpeaoxpa- |
| HATP €r0 OT TIOBPEKIEHUI TIPH TPAHCHOPTHPOBKE, OT TIOBPEKICHHUI C yUETOM Ie- :
- pEBAIIOK, & TAKXKE IPEAOXPAHATH OT aTMOC(HEPHBIX BO3IEHCTBUIA. :

6. CIIAYA-ITPUEM TOBAPA. :
: 6.1. Cpaua-npuem ToBapa odopmisercs noanucanueM Iloxynarenem :
-u [IponaBuoM akTa cladyu-ipueMa MpaBa COOCTBEHHOCTH, M PUCKHM IEPEXOHAT
K [Tokymarento ¢ MOMEHTA MOJNKCHU aKTa CAAYU-IIpUEMa. :

7. CAHKIIUN. :
: 7.1. 3a OTKa3 OT MOCTaBKM TOBapa IIPOJAABEl BO3BpAIIaeT MOKYIATeIIo BCeE -
| IepeuMcIIeHHbIE €My ILIATEKH 3a JAHHBIA TOBAp, a TAKKE BHILIAYMBACT €My HeE- :
- ycToiiky B pasmepe 20 % CTOMMOCTH HEIOCTABICHHOTO TOBapa.
: 7.2. B ciaydae oOHapyKeHHUS CKPBITHIX jJeekToB ToBapa MOKymaTeib HMEET -
: mpaBo Bo3Bpatuth [IpogaBiyy HekauecTBeHHBIH ToBap U MOTPEOOBATH €T0 3aMEHHI :
- 3a CUET MIPOJABLA.
: 7.3. 3a mpoCpOYKY NOCTAaBKM MIIM 3a HENONOCTaBKy ToBapa B yCTaHOBJICH- -
- HBIM CPOK MPOJIABEIl YIUIAYUBACT MOKYIIATEIIO: :
: 3a IpOCpouKy a0 10-Tu qHEN — HEYCTOMKY B pazmepe 3 %, :

3a POCPOUKy cBbime 10-Tu 1HeH — HeycTolKy B pasMmepe 5 % CTOMMOCTH
: HETIOCTABIICHHOTO B cpok ToBapa.
: VnnaTta HeyCTOHKH He 0cBoOOkaaeT IIposaBia oT 00S3aHHOCTH BBINOJHE- :
" HUS YCJIOBMH KOHTPAKTa. :

8. DOPC-MAXOP. :
: CTOpOHBI MOTYT OBITH OCBOOOKAEHBI OT OTBETCTBEHHOCTH 32 HEBBIIIOJTHEHHE
| YCIIOBUM KOHTPAKTa B CIIy4ae HACTyIIEHHs (POpC-MaKOPHBIX 0OCTOATENBCTB: BO- -
- GHHBIX JE€HUCTBUM, IIPUPOIHBIX SIBJICHWM, aKTOB OPraHOB BJIACTH W YIIPABIICHU, :
" BIMAIONMX HA BBINOJHEHHE KOHTPAKTHBIX 0013aTenbcTB. CTOPOHA, IOCTPAAB- |
: mas oT Gopc-MaKOPHBIX 0OCTOATENLCTB, JOKHA B TedeHHE 3-X JHEH H3BECTHTS :
: IPYTYIO CTOPOHY O MX HACTYIUIEHUM W UX OKOHYAHHH. :
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9. IOPAIOK PA3SPEIIEHU A CITOPOB. :
Bce cnioper u pa3Horimacusi 1o JaHHOMY KOHTPAKTY IMOJIEkKAT PaccMOTpe- :
" HUIO B apOUTpaXkHOM cyje T. PocToBa-Ha-J[0HY, pelieHHe KOTOPOrO CTAHOBUTCS
© 00513aTEIBHBIM JUIS CTOPOH. :

10. CPOK IEMCTBUAL. :
: KOHTpakT BCTyMaeT B CHITy C JaThl €r0 MOAMUCAHUS €r0 00CHMMH CTOPOHAMH '
- ¥ ICMCTBYET 0 MOJIHOTO BBHIMOJHEHNS UMH 0053aTENBCTB 10 JAHHOMY KOHTPAKTY.

11. APYTUE YCJIIOBUA :
: KoHTpakT MOXeT OBbITh JOCPOYHO PACTOPIHYT IO B3aMMHOMY COIJIACHIO WM :
- MHUIMATUBE OJHOU U3 cTopoH. CoOOITeHrE O PACTOPIKEHUH JIOJHKHO OBITH OTOCTIAHO
| He TIO3/IHEe 3-X JIHEi JI0 PEIIONIaraeMoii IaThl PACTOPIKCHHSL. :

12. OPUJNYECKUE AZIPECA U ITOAITNCH CTOPOH.

I[TPOIABELL I[TOKVIIATEJIb

- JomxkHocTs [loonuce U. O. ®amunus  omkHaocTts [oonuce Y. O. Gamunus

3aKII04eHUE KOHKPETHOTO KOHTPAKTa OOBIYHO HAUYMHAETCSA C MPEasio-
YKEHUSI €0 3aKIIOUYUTh — HAMPaBICHUS OPEPTHI.

Odepra momKHA COAEPKAaTh OCHOBHBIC YCIIOBHS MPEIaraeMoi CIEIKH.
[TpuHsiTHE NpENIOKEHUS APYTOM CTOPOHOM CUMTAETCA AKLENTOM (COIJIach-
eM). OOMEeH JOKyMEHTaMH MEXIy CTOPOHAMHU MOXET MPOUCXOUTH MOCpe/I-
CTBOM IMOYTOBOM, TeierpadHoil, TeneTanHom, GakCUMHUIBHOM, JIEKTPOHHOU
WJIUM UHOM CBSI3M, MO3BOJIAIOLIEN JOCTOBEPHO YCTAHOBUTH, YTO JOKYMEHT MC-
XOJIUT OT CTOPOHBI 10 AOTOBOPY.

JIoroBOpHBIE OTHOIIEHUSI MOTYT OBITh TAK)KE€ YCTAHOBJICHBI ITyTEM IPE-
CTaBJICHUSI OJIHOW M3 CTOPOH MPOEKTAa KOHTpakTa. [lonmyduB mpoekT, apyras
CTOpPOHA pacCMaTPUBAET €ro M, €CJIM HET BO3PAKEHUH, noAanuckiBaet. OnuH
AK3EMIULSIP KOHTPAaKTa BO3BPALLAETCS CTOPOHE, COCTABUBIIEH ITPOEKT.

[Ipu cocTtaBiieHMM JOTOBOPOB M UX 3AKJIKOUYECHUU CIEAYET YAEIATH OCO-
00¢ BHIMaHME:

— 4eTKOU (hOpMYJIMPOBKE MPaB U 00S3aHHOCTEN CTOPOH;

— BO3MOXKHOCTH PACTOP>KEHHS I0TrOBOpa JIF000M U3 CTOPOH,;

— CaHKIUSM K KaXKJI0M U3 CTOPOH 3a HEBBITIOJTHEHUE 0053aTENbCTB;

— COOTBETCTBHUIO IMYHKTOB KOHTpakTa deaepanibHOMY 3akoHY «O 3amiu-
TE€ TIPaB MOTPEOUTEINICH» U APYTUM 3aKOHOIATCITHLHBIM aKTaM;

— COOTBETCTBHIO MOJNKUCEN, NTeUaTel, JaT, OPUIUIECKUX aJPECOB.
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[Ipu ykazaHuu I1eHbI IOTOBOpa HEOOXOJMMO CJElI0BaTh TpeOOBaHUSM
ct. 317 'K P®, ycranaBnuBaromieu, 4To JeHEKHbIE 00s3aTEIbCTBA JTOKHBI
ObITh BBIpaXEHBI B pyOssix. JlomyckaeTcss ymoMHHAaHHE HMHBIX BalltOT, HO
TOJIBKO B (DOPMYIIUPOBKE «IOIJICKHUT K OIUIaTe B pyOJIIX B CyMME, dKBUBa-
JIEHTHOM CyMME B MHOCTpaHHOHM BamtoTe». HecoOmtoneHuwe 3Toro mpasuia
MPUBEAET K NPU3HAHUIO JOTOBOPA HEJICUCTBUTEIBHBIM.

CocTaBHBIMU YaCTSAMH JI0TOBOPA SIBISIOTCS:

— Ha3BaHWE BUJA U 3ar0JIOBOK JJOKYMEHTA;

— JaTa, HOMEP U MECTO COCTABJICHUS JOKYMEHTA;

— HaMMEHOBAaHUE CTOPOH,;

— TPEIMET A0T0BOPA;

— YCJIOBUA M CPOKH IMOCTABKH, NIEPEBO3a, XPAaHECHUS, YIIAKOBKU, MAPKH-
POBKH, pEKJIaMbl U peaiu3alliu;

— YCJIOBHS M CPOKHU OIUIAThl, 0COOCHHOCTH U MOPSIIOK PACUETOB;

— TOPSAOK CIaYyu-TIpreMa BBIMTOJTHEHHBIX PaboT;

— OTBETCTBEHHOCTbH CTOPOH,;

— rapaHTHH, CTpaxoBaHUE U POpC-MaXKOpPHbIE OOCTOSTEIbCTBA;

— TIOPSAJOK pa3pelIeHUs CIIOPOB;

— IOPUANYECKUE aJIpeEca CTOPOH,;

— TOAIHWCH AOJKHOCTHBIX JIMII;

— mneyaTu (GUPM-KOHTPAreHTOB.

KommMmepueckue noroBopsl XpaHATCSA S5 JET MOCie UCTEYEHUsI CpoKa J0-
rOBOPA WJIM BBINOJHEHUS €TO YCIOBUM.

KOHTpaKkThl ¢ ”THOCTPAHHBIMU NTAPTHEPAMU, C YUETOM PA3HULIBI B CPOKaX
VMCKOBOW JABHOCTH JPYTMX CTpPaH, CIE€AyeT XpaHUTh HEe MeHee 10-Tu ner.
KoHTpakThl, 3aK1I09eHHBIC HA OOJIBITYI0 CYMMY HJIA UMEIOINE BaXKHOE 3HA-
YEHHE, MOTYT OBITh MePEIaHbl HA APXUBHOE XpaHEHUE.

3.4. IIpuka3bl M0 OCHOBHOM J1€ATEJILHOCTH

IIprkasel ABISIIOTCS OJHUMU U3 BAXKHEHUIINUX JOKYMEHTOB MPEANIPUATHS.

IIpuka3 — 3TO HOPMATUBHBIM JIOKYMEHT, H3JaBa€MbId JTUPEKTOPOM
MPEANPUATUS ISl PEIICHUs] KaKMX-TH00 3a/1a4 (TPOU3BOJACTBEHHBIX WJIU CBS-
3aHHBIX C MEPCOHATIOM MPEAIPUSITHUSA ).

[Ipuka3el Mo opraHu3anuu padbOTHl TPEANPUATHS, (HUHAHCUPOBAHUIO,
TUTAHUPOBAHUIO, OTYETHOCTH, CHAOKEHUIO, PEaM3aIlii MPOIYKIIUA U JIPY-
TUM MPOU3BOJACTBEHHBIM BOIIPOCAM OTHOCSTCS K MpPUKa3aM MO OCHOBHOM
JESITETLHOCTH.

IToaroroBka mpukasa BKIIOYAET CICAYIOIIME CTAaquU: U3YUYEHHE CYIlle-
CTBa BOIpPOCa U cOOpP HEOOXOIUMBIX CBEJCHUM; MOATOTOBKY IIPOEKTa MPUKa-
3a; COrJJaCOBAaHME MPOEKTA; MOANUCAHUE PYKOBOIUTEIIEM.
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[IpoekThl MPUKa30B TOTOBATCS CHEHHAIUCTAMU MPEIIPUATHS IO TOPY-
YEHUIO PYKOBOJIUTEIIA.

[Tpukassl opopmIisitoTcst Ha 0o01eM OJIaHKe MPEANPUITHS WK Ha OnaH-
K€ MpHKa3a.

[Ipuka3 nomkeH UMETh Ha3BaHUE BUJA JOKYMEHTa, JaTy U HoMmep. Jla-
TOM MpUKa3a ABJISIETCS J]aTa €ro MOJMNUCAHUS PYKOBOJUTEIIEM.

Hywmeparmus npukazoB mMpou3BOAUTCS C SHBApS MO JACKaOph B Mpejenax
roja.

[Ipuka3bl 10 OCHOBHOM AESATEILHOCTH HYMEPYIOTCS M BETyTCS OTACIBHO
OT MPUKA30B MO JJUYHOMY COCTaRBY.

[Tpuka3 nomKeH UMETh 3arojJ0BOK, OTBEUAIOIIAN HAa BOMPOC «O YEM?),
Hanpumep: «O0 u3meHeHuun rpaduka paboTbl», «O peopraHu3aluu Tpe.-
npusTusS» u T. 4. Hemomyctumo ucrnoisib3oBaTh 3arofioBku tumna «Ilpukas mo
npeanpuaTuio» uinu «lIprukas reHepanbHOTro JUPEKTOPay.

TekcT mpukasa COCTOUT, Kak MPaBWIO, U3 ABYX 4acTeu. B mepBoi yac-
TH, KOHCTaTUPYIOIIEH, YKa3bIBAIOTCSI OCHOBaHUA M3JaHud npukaza. OcHOBa-
HUEM JIJIs1 U3JaHus NIPUKa3a SIBISIOTCS:

— HOPMATHUBHBIE JIOKYMEHTHI T'OCYJapPCTBEHHBIX, MYHUIUIMAIbHBIX Op-
raHoB (IIPaBUTENbCTBA, HAJIOTOBOM MHCTICKIIUU U JIP.);

— PpellIeHHs COBETa JUPEKTOPOB, COOpaHUs aKIIMOHEPOB;

— TMPOU3BOJICTBEHHAS HEOOXOIUMOCTb.

KoHcTaTupyoniyo 4acTh IpUKa3a OMYCKalT, €CIM MPUYUHA U3JAHUS
MpUKa3a OYEBUIHA U HE HYXKIACTCS B Pa3bsCHEHUU.

Bo BTOpoO#t yacTu npukasza, pacnopsiAUTEIbHOMN, HAUMHAIOIIIECICS CO CJIOB
«ITPUKA3BIBAIO», mnumyT «komy» (MCHOJHUTEIIO WIH CTPYKTYPHOMY
MO/IPA3NICTICHUIO), «UTO CleNaThy (YKa3bIBAIOT KOHKPETHYIO paboTy), «10 Ka-
KOT'0 4YKClia» (CPOKU €€ OKOHYAHUS).

TekcT mpukaza AENUTCS Ha MyHKTHI, €CJIU MOpYYEeHUN HecKoJbko. Kax-
JIbIN TyHKT HAUMHAETCS ¢ KpacHOM CTpOoKU. B mocienHemM myHKTe yKa3bIBaeT-
Cs JIMI0 WM CTPYKTYpHOE MOJApa3/ieJieHue, KOTOPOE OCYIIECTBISET KOH-
TPOJIb 32 UCIIOJHEHUEM TpHKa3a B 1eJdoM. Eciii myHKT 0 KOHTPOJIE OTCYTCT-
BYET, KOHTPOJb 32 BBINOJHEHUEM JaHHOIO MPHUKa3a OCYIIECTBISIET PYKOBO-
JUTENb MPEAIPUATHS JIUYHO.

B cnydae HeoOXOAMMOCTH B MpUKa3e MEPEUHUCIAIOTCS paHee U3JaHHbIC
JIOKYMEHTHI (ITPUKa3bl, PEIICHUS ), KOTOPHIE 3TUM MPUKA30M OTMEHSFOTCS.

Ecnu mpuka3 BBOJAWT B JEMCTBUE KaKHE-THOO JOKYMEHTHI (MHCTPYKIIUH,
MIpaBUJIa, TIOJIOKEHWMSI), TO OHU OQOPMIISIFOTCS B BUC MPHJIOKEHUS K MPHUKA3Y.
B npaBoM BepxHeM yTily TakuX TOKyMEHTOB Jienaercs nometka: «lIpunoxenue
K Tipukasy renepaiabHoro aupekropa OAO “Po6otr” ot 04.04.2005 Nely.

ITocne coctaBieHus TEKCTa MpUKa3a HEOOXOIUMO MPOBECTU €ro CorJja-
coBaHu€ M moAnucanue. [IpoekThl MpUKa30B MOTYT COTJIACOBBIBATLCS C TJIaB-
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HBIM OyXTaJITepOM, FOPUCKOHCYJIHTOM WM APYTUMH JOHKHOCTHBIMU JUIIAMU
npeanpuaTus. Takoe coraacoBaHue oQOpMIISIETCS BU3OM.

OAO «POBOT»
ITPUKA3
04.04.2005 Ne2
MockBa

006 u3menenuu rpaduka paboTbl

B cBA3M ¢ IPOM3BOACTBCHHONW HEOOXOIMMOCTBIO M HAa OCHOBaHHMHU °
JOKJIaHOM 3anucku Had. oTaena Adonacosa M. B. ot 02.04.2005

[TPMKA3BIBAIO: :

1. HayansHKKY HMcTbITaTeNnsHOH 1abopatopun bonotaukoBy M. K. opraxu-
30BaTB paboty otaena B cyb0oTHue nuu B iepuoj ¢ 07.04.2005 o 07.05.2005. :
2.T'n. 6yxranrepy CmopukoBoit O. A. MOATOTOBUTE MPEUIOKEHHS O OTLIa- :

: Te CBEPXYPOUHBIX HEi 10 15.04.2005.
: 3.T'n. umxkenepy 3aiikoBy M. WM. opraHu3oBaTh KOHTPOJIb 32 MCIIOJHEHHUEM :

anKasa
['enepanbublii fupektop  [loonucs b. b. I'pyctHOB
FOpuckoHcynbT Iloonuco A. B. Xurpeen

04.04.2005

Puc. 1. IIprka3 mo OCHOBHOM I€SITEILHOCTA NPEATPUSTUS

IIpukassl MOANMCHIBAIOTCA PYKOBOIUTENIEM WIN €r0 3aMECTUTEISIMU, KO-
TOPBIM IIPEIOCTABJIEHO Takoe Ipaso. [Ipuka3 BcTymaer B Cily ¢ MOMEHTA IOJI-
IIMCaHUs, €CIIM B TEKCTE HE YKa3aH IPYro CPOK BBEICHHUS €r0 B ICUCTBHE.

CekpeTapb-pedepeHT uiu pabOTHUK CITy>KOBI AETOMPOU3BOICTBA TOCTE
U3JaHUs [PUKa3a OpPraHU3yeT O3HAKOMIICHUE COTPYAHUKOB IPEANPUATHS
c ero conepkanueM. OuH SK3eMIUIIP MPUKa3a MOMENIaeTcs Ha CTEHAE 00b-
SBJICHU, HA IPYTOM 3K3EMIUISIPE, KOTOPBIM UAET B Jes0, (GPUKCUpyeTCs O3Ha-
KOMJICHHE C IIPUKA30M COTPYIHUKOB, OTBETCTBEHHBIX 3a €ro ucnoyiHeHue. Ha
HUKHEM T0JIE TOKYMEHTa WM Ha 000pOTe JUCTa COTPYAHHUK MUIIET «O3HA-
KOMJIEH», CTaBUT MOAMNKCH U 1aTy o3HaKomiieHus. [Ipu HeoOxonumocTu noj-
IACAHHBINA IPUKA3 KOIUPYETCS CEKPETapeM U pa3faeTcs UCIOJHUTEIAM IS
padoTHI.
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3.5. [Ipuka3bl 110 JMYHOMY COCTABY

[Ipukaspl 0 TMYHOMY COCTaBy O(QOPMIISIIOT IPHEM Ha padoOTy, YBOJb-
HEHUE U MEePEBOJ] COTPYAHUKOB MPEANPUATHS. 3aKIIOUEHHE TPYAOBOTO J0T0-
BOpa HE UCKJIIOYAET U3/IaHud MPUKa3a Mo JUYHOMY COCTaBY O 3aUMCICHUU Ha
paborty.

[Ipukassl 10 JIMYHOMY COCTaBY BKJIIOUAIOTCS B OTIIEJIBHOE JIEJI0 U UMeE-
0T CaMOCTOSITENIbHYI0O HyMEpaIluio ¢ J00aBJICHUEM HHACKCA «JI/C», HAMpPHU-
mep: Ne 1 s1/c, Ne 2 n/c.

[Ipukassl Mo TMYHOMY COCTaBY O(POPMIISIIOTCS HA OJaHKaX MPEANPUITUS
JUISl BHyTPEHHUX JJOKYMEHTOB U UMEIOT CJIEAYIOIINE PEKBU3HTBHI:

— HAMMEHOBAHUE MPEANPUITHUS;

— HaMEHOBAaHHE BHUJIa JOKYMEHTA;

— PETUCTPALMOHHOW HOMED;

— 3aroJIOBOK K TEKCTY;

— TEKCT;

— MOAMMNCH;

— BH3BI COIIACOBAHHS.

TekcT mpukasza 0ObIYHO AETUTCS HA JIBE YaCTU: KOHCTATUPYIOLIYIO (MO-
JKET OIYCKaThCs) U PACHOPSAUTENbHYI0. B KOHCTaTUpYIOIIEH 4acTu yKasbl-
BAIOTCS MPUYMHBI M3JaHUs NpuKasza. PacropsautenbHas 4acTh IpHKasza IO
JUYHOMY COCTaBY I€YaTAETCs OT IPAaHULBI JEBOTO MOJs JOKYMEHTA U HauM-
Haetcs cnoBamu «HASHAUYNTDy, «YBOJIUTby, «[IEPEBECTH». Ha cue-
TYIONIEH CTPOKE yKa3bIBaeTCs (pamruiis paOoTHUKA (TPOMMMCHBIMU OyKBaMM ),
UMS U OTYECTBO (TMOJHOCTHIO), TOJKHOCTh, CPOK Ha3HAUYEHHUsI, YBOJIbHEHUS
WM TIepEBO/JIA.

[Ipu yBOJIBHEHUHU COTPYIHUKA YKA3bIBAETCS CTaThs TPYyI0BOrO KOJEKCA.

[Ipu npueme Ha paboTy ykas3bIBaeTcs BUJ Mpuema (IIOCTOSIHHAs, Bpe-
MEHHas1, C UCIIBITATENIbHBIM CPOKOM) U OKJIA/I.

[Ipukassl MO JIUYHOMY COCTaBY BU3UPYIOTCSI IOPUCKOHCYJIHTOM, 3aMeC-
TUTEJEM TUPEKTOpa MO KaJapaM WX APYTUM JOJKHOCTHBIM JIUIIOM, B 00s-
3aHHOCTH KOTOPOTO BXOAUT paboTa ¢ MepCOHAIOM.

[Ipuka3zpl 0 JMYHOMY COCTaBY OOBSBISIOTCS COTPYJIHUKY IO paciuc-
Ky. OT™MeTKa 00 03HaKOMJIEHUHU C MPUKA30M COJEPKUT ciioBa «C mpukazom
03HAaKOMJIEH», IOAUCH COTPYAHHUKA U 1aTy 03HAKOMJICHUS.

IIpuka3bl 10 JIMYHOMY COCTaBY XpaHATCA 75 JIET.

[ToMmuMO TpHKA30B MO JIMYHOMY COCTaBy B IPOIECCE ACSATEIBHOCTU
NPEeANpUATAS MOTYT M3[aBaThCA M JpYrue MpUKasbl 10 padoTe ¢ KajpaMmu,
HalpuMeEpP O B3bICKAHMSX, OTIYCKax U T. 1. Takue NMpuUKa3bl UMEIOT UHACKC
«x» (Ne 1K) 1 XpaHsTCs B CAaMOCTOATENBHOM Jelie He 0oJiee TpeX JeT

38

YUYEEHO-METOAOAVYECKW 3AKPbITb
OOKYMEHT

X




HHCTHTVT
9 [AHCTAHLWOHHOIO
ObPA3OBRHHA

H

127
A

00O «Paccer»
ITPUKA3
27.01.2005

r. CapaToB

MO JINYHOMY COCTaBY

Ne 5 /¢

1. IIPHUHATD: :
1.1. MenseneBa JImutpus HukomaeBuua Ha JODKHOCTH MEHEIDKEpA :
¢ 01.02.2005 ¢ ucnpITaTeIbHBEIM CPOKOM TPU MECALA M OKJIAJIOM Ha UCIIbITA- |
TeIBHBIN CPOK P. B MeCSII COTJIaCHO 3aKJIIOYCHHOMY JIOTOBOPY.
OcHoBanue: norosop Ne oT

C nmpukazoM o3HakoMyieH: [loonuce Jara

2. TIEPEBECTH: :
2.1. XKyxkoBa Cemena CeMeHOBHMYA, UHKEHEPA TEXHMYECKOTO OTAEINA, C €rO :
coriacus, Ha JOJDKHOCTH MeEHemkepa Toro ke otagena ¢ 01.02.2005

C OKJIaJI0M p. B MecHIl.
JupexTop Iloonuce A. B. Ilanon
IOpuckoncynbT Iloonuce b. b. Hukynun
01.02.2005

Puc. 2. [Ipuka3 no 1muHOMy COCTaBy

3.6. JlokJIaaHbIE 3aNIMCKHA

JloknanHas 3anucka — JOKYMEHT, aJJpeCOBAHHBIA PYKOBOJUTENIO MPEA-
npUATUS (BBILIECTOSALIEMY OpraHy), COAEpXKalluil H3J0KEHHE KaKoro-iaudo
BOIIPOCA C BBIBOJIAMU U IPEUIOKEHUSIMH.

JlokJiagHast 3alMCcKa COCTABIISAETCS B Cllydae HEOOXOAUMOCTH IOCTaBUTh
PYKOBOJUTENS B U3BECTHOCTh O KAKUX-JINOO (paKkTax, COOBITUSAX U MOXKET CO-
JIEPKaTh MPEIIOKEHUS COCTABUTEIIS 110 U3JIara€MOMY BOIIPOCY.

JloknanHas 3amucKa, aJpecoBaHHAs PYKOBOJIUTEIK MPEANPUATHSA
(BHYTpEHHSIsI), MOKET OBITh COCTaBJIEHA C TMOMOIIBIO MEPCOHAIBHOTO KOM-
nerorepa (11K), MalmMHONMCHBIM WIIH PYKOIUCHBIM CIIOCOOOM.

JlokagHasi 3amMcKa JOJDKHA MMETh 3arojOBOK K TEKCTY, PAaCKpbIBalO-
i ee coJepkaHue. B mepBoil yactu TekcTa u3naratorcst (pakTsl Uiau coObI-
THUS, TIOCITY>KMBIIME MMOBOAOM JUIsl HAllMCAHUS JOKJIAJAHOW 3amucku. Bropas
4acTh JOJKHA COJIEP>KATh BHIBOJBI U MPEJIOKEHUS O KOHKPETHBIX JEHCTBU-
X, KOTOpPbIE, IO MHEHUIO COCTABUTEII, HEOOXOMMO MPEANPUHATH B CBS3U
C U3JI0’)KEHHBIMU (PaKTaAMH.
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00O «Panyra» JlupexTopy npennpusaTus :
Otaen pexnamsl O. B. buprokoBoit
JNOKJIAJTHA A 3ATIMCKA

04.05.2005 Pezontoyus pykosooumerns

O 1omOJHUTETEHOM
¢dbunancupoBanuu 3akaza No 22

B cBsi3u ¢ pocrom 1eH Ha mojurpaduueckme ycayru B Mapre 2005 T.
¥ I3MCHCHHEM  CMEThl  3aTpaT TNpONIy  BBUICTUTH  JOMOJHUTEIHHO :
TBIC. P. JIJIs 3aBepIIeHHs paboT 1o 3akazy Ne 22. :

HauvannHuk oTnena Tloonuce H. B. Beauuxko

Ommemka 06 ucnonanenuu

Puc. 3. Jloknannast 3anucka

BayTpenHue nokiamHble 3aMUCKU JTOJDKHBI OBITH MOAUCAHBI COCTABH-
tesneM. JlokJaJHbIe 3allMCKW, HAIPaBJISIEMble B BBINIECTOAIINE OPraHbl,
JTIOJDKHBI OBITH TIOAMUCAHBI PYKOBOJAUTENIEM MPEANPUSITHS.

JlaTol JTOKJIaJIHOM 3aIllMCKU CUMTACTCS Jlara €€ moamnucaHus. JlokimagHbie
3aMCKHU 10 OCHOBHBIM BOIIPOCAaM JICSITEIIbHOCTH TIPEATPUATHS XPAHATCSA S JIET.

3.7. O0bAcHUTEIBLHBIE 3ANMUCKH

OOmbsicHUTENTbHAS 3aITMCKA — 3TO IOKYMEHT, MOSICHSIOUINIA COAepIKaHUe OT-
JIeTIBHBIX TIOJIOKEHUH OCHOBHOTO JOKyMeHTa (TIaHa, OT4eTa, MPOSKTa U T. I1.)
WU OOBSICHSIOMIMKN TPUYMHBI KAKOTO-JIM00 COOBITHSI, (paKTa, MMOCTYIIKA.

OBBACHUTEJIbHAA 3AIINMCKA Pexropy YIIN
25.02.2005 Ne3 M. A. IlerpoBoii

O cpsiBe 3ansTHil B rpymnme 10-694
: 25 ¢depana 2005 r. Ha 3aHATHS NO JAEIONPOU3BOICTBY MPHUILIH TOJBKO
-2 CTyJEHTa U3 IPYMIIbI YUCIEHHOCTHIO 29 YenoBekK. :

B pesynbrare 3T0ro0 3aHATUS NPUILLIOCH OTMEHUTb.

[Ipenonasarens Ioonucw A. B. Kupees

Puc. 4. O0OpsacHUTENBbHAS 3aIUCKA
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OOBsCHUTENBHBIE 3aMTUCKA MOKHO pa3/IeiNTh Ha JBe Tpymmbl. K mepBoit
OTHOCSATCS JOKYMEHTBI, Yallle BCEr0 COMPOBOXKIAIOIINE OCHOBHOM IOKYMEHT
Y TIOSCHSIIONIUE COJIEP’)KaHUE €ro OTMEIbHBIX MOoJoKeHH. OHU 0POPMIISIIOT-
csi Ha oOmieM OnaHke ydpexaeHus. BTopyro rpyrimy cOoCTaBisitoT OOBSCHU-
TeJBHBIC 3aMMCKH 110 TIOBOTY KaKUX-THOO MPOUCIIECTBHUM, CIIOKUBIITUXCS CH-
TyaIlui, OCTYNIKOB M TOBEICHUS OTJEIbHBIX PAOOTHUKOB. TEKCT Takux 3a-
MMUCOK JIOJKEH OBITh YOCIUTEIbHBIM, COJEPKaTh HEOMPOBEPKUMBIC JOKA3a-
TeabcTBA. Kak M BHyTpeHHHE MOKJIAJHBIC 3aIUCKH, OHU O(OPMIISIOTCS Ha
YUCTBIX JIICTaX OyMaru ¢ BOCIPOU3BEIACHUEM TeX K€ PEKBH3WUTOB W TIOJIITH-
CBIBAIOTCS COCTABHUTEIIEM.

3.8. IIpoTokoJibl

[IpoTokon — MOKyMEHT, (PUKCHUPYIOMIMI X0a OOCYXICHHSI BOIIPOCOB
U IPUHATHUS PENICHU HAa COOpaHUsX, COBEIIaHMUX, 3aceqanusix. Ha kommep-
YECKOM MPEANPUITUU COCTABIISIIOTCS MPOTOKOJIBI 3aceqaHuii CoBera NUpEK-
TOpPOB (yupeauTeseit), IpOTOKOJIbI OOUIUX COOpaHUil aKIMOHEPOB.

[IpoBeneHuto coBemanus (3aceaaHus) JO00r0 YPOBHS JOJKHA Tpe-
IIECTBOBATh MOATOTOBUTENIbHAS paboTta. J[Ji1 y4yacTHUKOB 3aceaHus TOTO-
BUTCA U pazziaeTcs HHPOPMALMOHHBIN MaTepual Mo BOMpocaM, BKIIFOUEHHBIM
B [TOBECTKY JHSI.

[IpoTtokon BedeTcss BO BpeMsl 3acelaHusi CEKpeTapeM, KOTOPBIM KOH-
CHeKTUpyeT (cTeHorpadupyeT) WIH 3aliCchiBaeT Ha AUKTOGOH BBICTYIUICHHS
YYaCTHUKOB 3aCEIaHUSI.

Odopmiienne MpoToKoia UMEET psAn ocoOeHHocTe. OH cocTaBiseTcCs
Ha o0meM OaHKe WM Ha YUCTOM JIHCTe OyMaru, Ha KOTOPOM YKa3bIBaeTCs
HavMEHOBaHUE mpeanpusTus. Jlanee yka3plBalOTCs CIEAYIOUINE PEKBU3UTHI:
BHJI JOKYMEHTA, J1aTa, HOMEP U 3aroyioBok. JlaToil mpoTokoa sBISIETCS I€Hb
MPOBEJICHUS 3aCE€IaHus, & HOMEPOM IMPOTOKOJIa — MOPSIAKOBBI HOMEp 3ace-
JaHUS KOJUIETHAJILHOTO OpraHa ¢ HaJyajia roja.

B 3arosioBke mpoTokoJia yKka3blBaeTCsl Ha3BaHHWE KOJUIETHAJIBLHOIO Opra-
Ha, HanpuMep: [TIPOTOKOJL... 3acenanus CoBera IMPEKTOPOB.

TekcT mpoTOKOJIa COCTOUT M3 JBYX YaCTEW: BBOJHOM M OCHOBHOW.
BBoiHas yacTh opopMIisieTcs: B CIEAYIONIEH MOCIe10BATENbHOCTH:

— TpencenaTenb: GaMuIus, THUIUAIbL;

— CeKpeTapb: paMuiIHs, HHUITUAIBL;

— TPUCYTCTBOBAIM: (haMWINK U WHUIUAIBI MPUCYTCTBYIOIIUX COTPYIHU-
KOB B aJi()aBUTHOM MOPSIJIKE, 3aTeM JODKHOCTU M (DAMUIINK TIPUTIIAIIICHHBIX.

Ecnu nmpucytctBytonmx 0osnee 10-Tu, yka3biBaeTcsi UX 0011Iee KOJTMUYECTBO.

B mnpotokonax 3acemanusi CoBeTa OUPEKTOPOB YKa3bIBAIOT (hamuiiuu
NPUCYTCTBYIOMUX WieHOB CoBera.
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OAO «COJIAPUCY
IMTPOTOKOJI

12.06.2005 Ne5

O61ero cobpaHus akKIIMOHEPOB

IIpencenarens: Ilerpos B. B.

Cexpetaps: KopoTtkosa A. O. :
IpucyrcrBoBanu: aknuonepsl OAO «Comspucy (45 del., 4TO COCTABISCT |
95 % roJI0COB BCEX AKIMOHEPOB). :

ITOBECTKA JIHA: :
O6 yBemuuenun ycrtaBHoro kamutaia OAO «Comspucy. Jlokmamauuk: :
npe3nsieHT OAO «Consipuc» ['opnocraes /l. 1. :

CJIYIIAJIA:

I'opuocraesa [I. 1. (kpaTkoe copepkaHue JT0KIAa).

BBICTVYIIUJIN: :
WBanoB A. A. — momaepskan MpeIoKeHHe 00 YBEIHYCHHH YCTaBHOTO :

KaIlhTajaa oOIIecTBa. ;
Eropos K. II. — npenoxui1 nepeHecTy BpeMs IPOBEIEHUS TOA0BOI0 OTYETA :
IlpaBnenus ¢ sHBaps Ha (eBpaib, IOCIE NPOBEACHUA ayJIUTOPCKOM Ipo- :
BEPKHU. :

INOCTAHOBWJIN:

1. YBemuuth ycraBublii Kanuran Ha 350000 (TpucTa msThAECAT ThICAY) p.
2. YTBepauTh mpencraBieHHbI [IpaBieHneM oOmiecTBa MPOEKT IMHUCCHH :
aKIH. :

B roj0coBaHMM NPUHAIM ydacTHe 45aKIMOHEPOB. PelleHus NPUHATHI :
€JIMHOTJIACHO. :

[Tpunoxenue: Ha 2 J1.

[Ipencenarens Tloonucwe B. B. Iletpos
Cexkperapb Iloonucs A. ®@. KopotkoBa

Puc. 5. IIporokon

[ToBecTka JHS COAEPIKUT BOMPOCHI, BHIHECEHHBIE HA 00cyxaeHue. Kax-
JbIM ITYHKT IIOBECTKM JHS HyMEPYETCs, 3allUCBIBAECTCS C HOBOW CTPOKHU U OT-
BEYAET Ha BOMPOC «O YEM?».

OcHOBHas 4acTb IMPOTOKOJIA COCTOMT U3 PA3/EIOB, COOTBETCTBYIOIIHUX
IIyHKTaM NOBECTKH AHA. TEKCT KaXXI0ro pa3aena CTPOUTCS 10 CXEME:

CIYHIAJIN:

BBICTVYIIWJIN:

[TOCTAHOBWJIA (PEILINJIN).
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Ecnu nocine BeICTYIIEHUS] WJIM B XOJ€ OOCYXKACHUS 3a/1aBaJIUCh BOIPO-
Cbhl, OHU JIOJDKHBI OBITh 3a()UKCHPOBAHBI B IPOTOKOJIE BMECTE C OTBETAMH.
3anucy JenarTcs B KPaTKOH, JIJAKOHUYHOU dopme.

[TocraHoBNeHHE (pelIeHHE) YKa3bIBaeTCs B IPOTOKOJIE IOJHOCTHIO.
[IpoTokos noanUCHIBAETCA MpEAceaaTeseM U cekperapeM. [IpoTokosl mpas-
JeHUS aKIMOHEpHOoro ooéOmecTBa wik CoBeTa JUPEKTOPOB HOJKHBI OBITh
MOJIMMCAHBI BCEMH ITPUCYTCTBOBABIINMH HA 3aCCIaHUM.

K mpoTokony nmoammBaroTCs IpeACTABICHHBIE HA PACCMOTPEHUE MaTe-
pHUAJIbl: CIPABKU, JOKJIAJIbI, TPOEKTHI U T. TI.

Pemenust, npuHsATHIE HA 3aCE€aHUU, JTIOBOJSTCSA 0 COTPYAHUKOB IMPE-
MPUATUS B BUJIE KONIMHA CaMOr0 MIPOTOKOJA, BRIMMCKY MTOCTAHOBJISIONIEH Yac-
TH U3 HETO JIUOO B BUJIC APYTUX PACHOPSAUTEIBHBIX JOKYMEHTOB: TIPUKA30B,
pellIeHUH, COCTABJIECHHBIX HA OCHOBAHUM ITPOTOKOJIA.

ITpoTOKOJIBI OTHOCSTCA K YACITY BaXKHBIX IOKYMEHTOB MIPEANIPUSTHSA, T10-
ATOMY XpaHATCS He MeHee 10-TU JieT U MOTYT MepefaBaThCsl Ha apXHUBHOE
XpaHECHUE.

3.9. AKTBI

AKT — 3TO JIOKYMEHT, COCTABJIICHHBIN HECKOJIBKUMHU JIMLIAMHU U TIOATBEP-
XKAarouuil GakThl, COOBITUS U IEUCTBUS.

AKTBI UIMEIOT MHOTO Pa3HOBUIHOCTEH: aKT mpuema paboT Mo KOHTpaK-
Ty; aKkT IIpUeMa-Iepelaud JOKYMEHTOB; aKT CIIMCAHHUSI MaTEPUAIIOB, KOMMEP-
YECKUU aKT U T. [I.

AKTBI COCTaBJIAIOTCS KOMUCCHUEN, TOCTOSIHHO JEHCTBYIOINICH WIIM Ha3HA-
YEHHOW MO YKa3aHUI0 PYKOBOJIUTENEH.

AKTBI 0OpMITAIOTCS Ha 00IeM OJIaHKe, €CIIH SIBISIIOTCS BHYTPEHHUMU
JOKYMEHTaMH MPEANpUsITUA. ECIM aKT SBISIETCS BHEIIHUM JIOKYMEHTOM, TO
OH JIOJDKEH COJIepKaTh CIIPABOYHBIC TaHHBIE 00 OpTraHU3AIIHH.

Bo BBOJHOM 4acTH aKkTa yKa3bIBAa€TC OCHOBAHUE €TI0 COCTABJIEHUS. JTO
MOXET OBITh CChUIKA Ha JJOKYMEHT, Ha YCTHOE PacloOpsKeHHE PYKOBOJICTBA,
Ha Kakue-muoo (akThl, coObITHA. Janee yka3bIBaeTCs COCTaB KOMUCCHUHU: (ha-
MUJIHS, UHUIIMAJIBI TIPeJIceaTelis U WICHOB KOMUCCUU B alIpaBUTHOM TOPSII-
ke. [Ipy HeoOXOoAMMOCTH YKa3bIBAIOTCS MTOJDKHOCTH, (pamMuiinM, WHUIUAIBI
MIPUCYTCTBYIOIIHX.

AKT MOXET UMETh 3aroJIOBOK, Halpumep: «AKT MpueMa-repeaayu Jio-
KyMeHTOB ¢ Tpudom “KonduaeHnuanbuo”».

B ocHOBHOM yacTh akTa M3nararoTcs Leid, 3a1a4M, CYIIECTBO U CPOKHU
MPOBEJICHHON KOMHCCHEN pabOThI, €€ pe3yJbTaThl (BBIBOJBI, 3aKIIOUCHMUS,
MPEIIIOKEHHUS).

TexcT akTa MOXKET JENMUTHhCS HA MyHKTHI, MOAMYHKTHl WJIH UMETh Ta0-
JUYHYIO GopMYy.
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OAO «BUCKAC» YTBEPXAIO

AKT Jupekrop

22.02.2005 N5 Iloonucs A. A. Tletpos
npuema-cadu padot 22.02.2005

Bo ucnonnenue norosopa ot 17.02.2005 Ne
HUcnonaurens

(OIXHOCTD, (aMUITUSL, MTHUIHAJIBI)
caacT, a OAO « Buckac » B JIMIC ITonHOMOYHOTO npcacCTaBUTCIIA

(TOIKHOCTD, (haMITHSI, HHUIIHAIBI )
MIPUHUMAET CIICTYIONTHE paOOThI (YCIyTH, TPOTYKIIHIO):

: 1. KadectBo pabot (yciyr, mpoayKinuu) rnpoBepeHo [1oJTHOMOYHBIM TIpes- :
© CTaBUTEJIEM B MIPUCYTCTBUH VICTIOHUTENS M COOTBETCTBYET TPEOOBAHUSM.
: 2. Pabortsl (yciyry, NpoayKuus) HajjiexamuM o0pa3oM 0pOpPMIIEHbI U MIPU-
- HATHI (CIaHbI) KOMILIEKTHO. :

: OAO «Buckac» omnaunBaeT nmpousBeeHHbIe McrmomHuTeneM 3aTparsl MpH

" BBIIIOJIHEHUH paboT B pa3Mepe p. '

: OAO «Buckacy» yctanaBnmuBaeT HaJ0aBKy (CKUAKY) 3a K ycTa-

- HOBJIEHHOM B oIiaTre B pa3mMepe p. :
OAO «Bwuckacy ormmauynBaeT BbITIOJNIHEHHBIE VcmomHuTenem paboThl (OKa- -

- 3aHHBIE YCIyTH, HPOM3BEICHHYIO NPOIYKIMIO) C y4eTOM Haa0aBKHU (CKI/IZ[KI/I);

° B pa3Mepe p.

: Cnain: [Tpunsi:

- Jomxuocts [Toonuck U. O. @amuins  JomxHocTh [loonuce Y. O. ®amuins
. (Mcnomawurens)  (IlonHOMO4YHBIH NpeCTaBUTENb)

Puc. 6. Akt npuema-caauu pabot

[Tocne TekcTa M OTMETKU O MPUJIOKEHUU TIPU HEOOXOJMMOCTH YKa3bl-
BAIOTCS CBEJICHUS O KOJMYECTBE DK3EMIUISIPOB AKTA, O MECTE MX HAXOKIACHUS
WJIY aJipecaTax, KOTOPbIM OHU OTIIPABJICHBI.

AKT TMOJIMUCHIBAETCS BCEMH JMLAMH, MPUHUMABIIMUMU Y4YacTHE B €O
COCTaBJICHUH.

st psina akTtoB (10 MaTtepuagbHbIM, (DMHAHCOBBIM M JAp. BaXKHBIM BO-
mpocaM) HEOOXOIMMO YTBEPIKICHHE PYKOBOJUTEIEM U 3aBEPECHUE TIEUATHIO
MPEANPUSITHUA.

C akTamu peBU3HNH, POBEPOK 3HAKOMST BCEX JIUII, AESITEIbHOCTh KOTO-
PBIX OHU 3aTParuBaroT.

[Tpu 3TOM B aKTe mocie NoJNuceld cocTaBuTeNel ctaBuTcs otmerka «C ax-
TOM O3HAKOMJICHBD»: IOJDKHOCTH, TIOJIIFCH, PAcI(PPOBKH TIOIMUACEH U TATHI.
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OcoOyro rpyrmiy o0pa3yloT akThl, yCTaHABIWBAIONINE (aKThI MOBPEK-
JIEHUS1, TIOPYX WM HEJIOCTAuU TPy3a, HHBIX HAPYIICHUH TIPABUII TPAHCIIOPTH-
poBku. Tako# akT cocraBisgercss Ha TUNIOTpadckoM OJaHKE yCTAaHOBJICHHOTO
oOpa3siia, 3anoyHgeTcs 6€3 MoMapok, MOIYMCTOK UK 3auepKkuBaHuil. Bee n0-
MOJIHCHUSI W UCIPABJICHHUS B aKTE JIOJDKHBI OBITh OTOBOPEHBI U 3aBEPEHBI
MOJAMUCSIMU JIBYX CTOPOH (TPy30MOJIydaTesisi  JOIKHOCTHOTO JIMIIA, OTBET-
CTBEHHOTO 32 MEPEBO3KY Ipy3a).

3.10. UucTpyKumu

NHCTpyKIMS — 3TO TPABOBOM AKT, U3/1aBAEMBIM OPraHOM I'OCY1apCTBEH-
HOTO yNpaBJIeHUs (WM YTBEPKIAEMBIA €r0 PYKOBOJIUTEIEM) B IEISAX yCTa-
HOBJICHUSI TPaBWJI, PETYJIUPYIOIIUX OPTraHU3alMOHHBIE, HAYYHO- TEXHHUYE-
CKHe, TEeXHOJIOTHYECKUE, (PMHAHCOBBIC M WHBIE CIICIIHAILHBIE CTOPOHBI JIesi-
TEIBHOCTU YUYPEXKICHUM, OpraHu3aiui, NpeanpusTuid (UxX noApas3iaeicHul u
CITyx0), TOMKHOCTHBIX JIUIT U TPAXKIAH.

NHCTpyKIIMK M3MAIOTCS TaK)KE€ B LIEJSAX PA3bIACHEHUS U OIPEICIICHUS
MOpsJIKa MPUMEHECHUSI 3aKOHOIATEIbHBIX aKTOB M PACHOPSAAUTEIBHBIX JTOKY-
MEHTOB (Hampumep, IPUKa30B).

3arojloBOK MHCTPYKIMHM JIOJKEH YETKO O4YepuMBaTh KPYr BOIPOCOB,
O00BEKTOB M JIMILI, HA KOTOPBIE PACIPOCTPAHSIOTCS ee TpeOoBaHus (Hampumep,
«HCTpYKIIMST O BEIEHHMM NEIONPOM3BOJCTBA B ammapare aJMUHUACTPALAU
PocTtoBckoit obmactiy).

TexcT MHCTPYKIIMM pa30MBAETCS MO OIMpPEACIEHHON JIOTUYECKON cXxeme
Ha pas3lielibl, yHKThI, MOANYHKTHI. Kak mpaBuiio, HHCTPYKUMS HAaYMHAETCS C
paznena «OOIue MoNI0XKEHUI», B KOTOPOM YKa3bIBAIOTCS IEIH €€ U3JIaHus,
00JIaCTh PACIPOCTPAHEHUS, TOPSJAOK €€ MPUMEHEHUS W APYrue CBEACHUS
oOmiero xapakrepa. MHCTpYKIus SIBISIETCS TOKYMEHTOM TOCTOSTHHOTO WJIU
JUIMTEJIBHOTO MOJIb30BaHUs (10 3aMEHbI €€ HOBOM). [I0CKONIBbKY TEKCT MHCT-
PYKITMU HOCHUT XapaKTep yKa3aHUs, B HEH PEKOMEHIYIOTCSl YeTKUE (POPMYITH-
POBKHM CO CJIOBAMH, UMEIOIIMMHU PACIOPAAUTEIBHOE 3HAYECHHUE, TUIA «IOJI-
KEH», «CIEeNYeT», KHEOOXOAUMO» U T. 1.

TexcT MHCTPYKIMU M3Jaraercs OT TPEThEero JIMIA Wi B Oe3IM4YHOU
dbopwme.

JIOM>KHOCTHAsT MHCTPYKLHS — 3TO ITPABOBOM aKT, U34AaBAEMBIN IS PET-
JAMEHTAIlMU OpPraHU3allMOHHO-TIPABOBOTO TMOJIOKEHUSI PabOTHUKA, ero 00s-
3aHHOCTEH, IMpaB, OTBETCTBEHHOCTH M OOECIICUMBAIOLIUI YCIOBHUS AJIA €ro
3¢ HEeKTUBHOI pabOTHI.

JIOM>KHOCTHAsT MHCTPYKLHMS MOJANKUCHIBAETCS PYKOBOAUTEIEM IOApA3/ie-
JICHHS, COTJIACOBBIBAECTCS C FOPUCTOM, YTBEPXKAAETCA PYKOBOIAUTEIIEM Opra-
HU3AIMK U JOBOJUTCS 0 paOOTHHKA MMoj pacmucky. [IpocraBnsercs narta
YTBEpKIICHUS WHCTpYKInn. Hrke npuBeaeH npuMep oQOopMIICHUS JOJIKHO-
CTHOM MHCTPYKLIHH.
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HaunmenoBanne oprannszanmm

JJOJDKHOCTHAS UHCTPYKIIMA
No

MecTo n3gaHus

TJIaBHOTO CIICIHAJIICTa
otaena nHbOopMaTH3AIIH

: 1. I'maBHBIN cnienMaUCT OTAeNa HMH(OPMATHU3AIUK BBIIOIHIET Pa0bOTy IO :
" BHEIPEHHIO U CONPOBOXK/JIEHUIO aBTOMATH3MPOBAHHBIX MH()OPMALMOHHBIX CUCTEM
. B TOCHAJIOTMHCIEKIMAX PETHOHA. :
: 2. Ha rmaBHOrO crieruaincTa BO3JIaraloTcsl ClIeIyoe 00s3aHHOCTH: :
: — TIOArOTOBKA OPTraHM3alMOHHO-PACHOPSAUTENLHON JOKYMEHTALUU IO :
© BOIPOCAM BHEJIPEHHs U DKCILIyaTalliy 3a/1a4 aBTOMAaTH3MPOBAHHONW MHMOPMAIH- :
- onHoli cucremsl (AHC) «Hamory;
— opraHu3anys paboT Mo OTJAAKe, ONMBITHOM AKCIUTyaTalluy U MOJTAITHO- :
- My BHEJIPEHHIO KOMILIEKCOB porpaMMHbIx cpeacts (AWC) «Hamory,
: — PYKOBOJCTBO I'PYIION 3KCIUTyaTaluy (IPY HAJIMYWU TPYTIIBI B COCTABE :
- oT/IeTIa);
: — KOOpAMHAIWSI pabOThl aJIMUHUCTPATOPOB 0a3 TAHHBIX PAOHHBIX HAJIOTO-
* BBIX MHCTIEKIIM B YaCTH BHEIPEHHS U SKCILTyaTal[uK MPOTPAMMHBIX POIyKTOB; :
: — aHATM3 NPUYMH OTKA30B U HApyIIEHMi B paboTe CHCTEMBI, pa3paboTKa Tpes- |
© IOXKEHUI 110 MX YCTPaHEHUIO, TIOBBIILEHKE KauecTsa 1 HagexHoctu (AVC) «Haror; :
: — yu4acTue B paboTe MO COBEPIIEHCTBOBAHUIO JOKYMEHTOOOOPOTA M UH- -
- (hopManInOHHOTO OOMEHA; :
: — METOJMYECKAsi HOMOILb IMOAPA3ACICHUSIM.
3. I'maBHBIN cienuaIucT UMEET MPaBo: :
: — IOJIy4aTh OT PYKOBOJACTBA OTAENA BCIO HEOOXOAUMYIO JUIsi pabOTHI MH- -
- (hopmarnmio; :
: — TOJTy4aTh OT PyKOBOJICTBA HEOOXOMMBIE TEXHUUYECKUE CPEJICTBA; :
. — BHOCUTh MPEMJIOKEHUSI MO0 MPUOOPETEHUI0 HEOOXOJIMMBIX MPOrpaMM- :
| HBIX M TEXHUYECKHX CPEJICTB. :
: 4. ' maBHBIN CIIEIUAINCT HECET OTBETCTBEHHOCTD:
— 3a (PyHKIIMOHUPOBAHNE AaBTOMATU3UPOBAHHOM CUCTEMBI;
— MOJJIEpP’)KaHNE B aKTyaJIbHOM COCTOSIHMH 0a3 JJaHHBIX. :
: 5. I'aBHBII CHICIMATHCT PyKOBOJACTBYETCs 3akoHamMu Poccuiickoii Deneparnuw, :
- ykazamu IIpesunenra P®, nocraHoBICHUAMU U pacnopsukeHussMA P®, uHpIMU HOp- -
. MAaTUBHBIMH aKTaMH, HACTOSIILIEH TOJDKHOCTHOM MHCTPYKLMEH. :
: [ JIaBHBIH CHICMUATIUCT HA3HAYAETCS HA JOJDKHOCTH M OCBOOOXIAETCS OT HEe :
© B YCTaHOBJIEHHOM IOPSZIKE 10 TPEACTABICHUIO HaYalbHUKA OT/IEIa.
: Ha 1omKHOCTh TJ1aBHOTO CHENHMAINCTA Ha3HAYAETCS CNEHAINCT, UMEIOIIUH
: BBICIIIEE MH)KEHEPHO-IKOHOMHYECKOE MJIM TEXHUYECKOe 00pa3oBaHUE U CTaX pa- :
6OTHl B OONACTHM aBTOMATU3ALMH OOPaOGOTKH PKOHOMHYECKOH MH(OpMAINM He
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Wuctpykuust oopmitsiercs Ha obiem Onanke. OHa yTBEpKIIAeTCsl CIeIu-
AJIbHBIM PACIIOPAIUTENIbHBIM aKTOM WJIM HEMOCPEJICTBEHHO pyKoBoautenem. Ha
MHCTPYKIIUM MOXET OBITh CZEIaHa IMOMETKA O TOM, UYTO OHa SIBJISETCS MPHIIOKE-
HUEM K PacropsAIUTEIbHOMY JHOKyMEHTY. [Ipu yTBEpKIEHUM MHCTPYKLMU pac-
MOPSAUTENBHBIM JIOKYMEHTOM (IIPUKA30M, PACTIOPSHKEHUEM U T. JI.) yCTaHaBIIU-
BAETCsl CPOK BBENIEHUSI MHCTPYKIHHU, NEPEUUCISIIOTCS HEOOXOAUMBIE OpraHu3a-
LMOHHBIE MEPONPUSTHS, YKa3bIBAIOTCSI OTBETCTBEHHbIE HUCHOJHUTENH. Ecim
B TEKCTE PACHOPSIUTEIBHOIO JOKYMEHTA HE YKa3aH CPOK BBEJCHUS HHCTPYK-
I[UU, TAKOBBIM CUUTACTCS ICHb MOAMUCAHUS U PETUCTPAIlUU IOKYMEHTA.

3.11. CnpaBku

CrpaBka — 3TO JTOKYMEHT, COJIEpKallllil OMUCaHhe U MOATBEP)KIECHUE
(hakTOB, COOBITHIA.

B nenompou3BoacTBE MpeanpUATHS Yallle BCETO COCTABISIOTCS CIPaB-
K{, TMOATBEpKAatonue paboTy U OIiaty TpyAa COTPYIHHKOB. PyKoBOJCTBO
NpeAnpusTAsS 00513aHO BBIJAaBaTh MO MPOChOE COTPYIHUKA CIPABKY O padoTe
B JAHHOW OpraHU3alliy C YKa3aHUEM CIEeHUaTIbHOCTH, JOKHOCTH, KBATH(H-
KalliK, BPEMEHU paboOThI M pa3mepa 3apab0THOM IJIATHI.

CrpaBKM HaYMHAIOTCS C YKa3aHHUsI B UMEHUTEIBHOM Majiexe (haMuium,
MMEHU U OT4YecTBa (MOJHOCTHIO) JIMIA, O KOTOPOM JAIOTCSl CBEACHHS, €O
JOJIKHOCTH, 3apILIATHI.

B npaBoM BepxHEM yrily yKa3bIBa€TCS MECTO MPEAOCTaBICHUS CIIPABKU
B UMEHUTEJIBHOM MaJiexe, Harpumep: 41-e oTaeneHne MUINMILINY, 3aBOJ pe-
3MHOBOM 00yBH, T11K0Ia No 1.

Ha cnpaBke nomkHa 0053aTeIbHO CTOSITH JlaTa €€ MOANKUCaHuUs, IOIUCh
U nevath. B Tex ciydvasix, Korzaa BeeTcs yueT BbIIauH CIpPaBOK M0 XKypHAIy,
CTaBSIT MOPSAIKOBBIA HOMED CIPABKH PAIOM C AaToil. COCTaBIsAIOT MOAOOHBIE
CHPaBKH B OJJHOM SK3EMILISIpE.

OpHMM U3 BapUaHTOB CIIPABKH SBIISETCS CIIpaBKa, COCTaBiIsieMas 10 3a-
pOCy PYKOBOJCTBA W cojepKamias HHQOPMAII0 MO MPOU3BOJICTBEHHOM
TeMaTHKe, HallpuMep, CIIpaBKa O JTWHAMHUKE POCTa ceOECTOMMOCTH MPOIyK-
11U 3a KBapTaji. Takue cripaBKu MOTYT ObITh BHYTPEHHUMHU U BHEITHUMHU J0-
kyMeHTaMu. CripaBKu, MpeAHa3HAYEHHBIE IJIs1 PYKOBOAUTENS NPEAIPUITHS U
HE BBIXOJSIINE 33 €ro Mpe/esbl, COCTABISIET U MOJANUCHIBAET UCIOJIHUTETh
(cocTraBuTEND).

CrpaBKu, COCTaBJIsiEMbIE 110 3alIPOCY BHEUIHMX OpraHU3aluil, JOJKHBI
OBITh TOJMUCAHBI PYKOBOJUTENEM Npeanpusatus. Takas crnpaBka JOJKHA
UMETh 3ar0JIOBOK K TEKCTY, PACKPBIBAIOIINN €€ COJep)KaHhue M YKa3bIBaIO-
WA JaTy WIK MEPUOJ BPEMEHH, K KOTOPOMY OTHOCSATCSI CBEICHHS, WU3JIO-
KCHHBIC B CIIPaBKe.
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Ecin Heo0X0quMO BKIIFOUUTH B CHPABKY CBEIEHUS 1O HECKOJBKUM BO-
mpocam, TO €€ NeTSAT Ha pasneibl. Pa3nensl JOMKHBI UMETh 3ar0JIOBOK U HY-
Mepaluio apadckumu mudpamu. TeKCT crpaBKu, UMEIOIINHA [UGPOBHIE MTOKA-
3aTenu, MOKET OBITh 0O()OPMIICH B BUJI€ TaOIHIIBI.

000 «ITACCAX»
Anpec, Tenedon
CITPABKA
02.04.2005 Ne2

Jlucunun  TlaBen AmuapeeBnu paboTaeT OuM3aliHEPOM OTAENAa DPEKIAMEI |
000 «lIpectux» ¢ oxnamgom 4000 pyOeii. :

Hupexrop Iloonuce N. O. Gamunnus
['naBHBIN Oyxrairep Iloonucw N. O. ®amuius

Puc. 7. CnpaBka o 3apmaTte paOOTHUKA

CnpaBku 10 NMPOU3BOACTBEHHONW TEMATHUKE COCTABISIIOTCS B JBYX JK-
3eMIUISIpax, OJWH U3 KOTOPBIX OTIPABISAETCS aApecary, BTOPOM — MOAIINBA-
ercst B neno. Ilpu Hanuuuu B crpaBKe CBEJEHHMM (PUHAHCOBOTO XapakTepa
OHa MOJIHUCBIBAETCS PYKOBOAMUTEJEM, INIABHBIM OyXraJITepoM M 3aBepsieTcs
[1€YaThIO.

3.12. IOKyMeHTBbI JJUYHOTO NMPOUCXO0KICHUS

JIOKyMEHTBI TMYHOTO MPOUCXOKIEHUS UCIONB3YIOTCA MPU 00pallleHun
B TOCYUPEXKICHUS, K PyKOBOJACTBY HPEANPHUITHS OT JIULA COCTABUTEIS JOKY-
MEHTA.

K 1oxyMeHTaM JTMYHOrO MPOUCXOXKACHHUS OTHOCATCA 3asBIICHUS, PE3IO-
M€, JTUYHBIE TOBEPEHHOCTU U HEKOTOPBIE IPYTUE TOKYMEHTHI.

JIOKyMEHTBI JITUHOTO MPOUCXOMKAEHHS 0053aTeNIbHO AOJKHBI UMETh CJie-
IOYIOIIME PEKBU3UTHI: HAMMEHOBAHHUE BUJIA IOKYMEHTA, TEKCT, ATy, IIOIIUCH.

TekcT 10KyMEHTOB JIMUHOTO MPOUCXOKACHUS MOXKET OBITh ITPOU3BOJIHHBIM.

Aemoduocpagusi — TOKYMEHT, B MPOU3BOJBHONW (POPME OMHCHIBAIOIINN
ATaIlbl )KU3HU U TPYAOYCTPOMCTBA paOOTHUKA (B XPOHOJIOIMYECKOM MOPSAKE).

B aBToOuorpadguu nomKHbI ObITh OTPAXKEHBI: (paMHIIUs, UM, OTYECTBO,
NPUYUHBI U3MEHEHUsT (PaMUJINH, TOJ U MECTO POXKACHHS, COIMATBLHOE TMOJIO-
JKeHue, oopazoBanue (yueOHbIE 3aBEJICHUs], CIICIUAIBHOCTH), TPYAOBas Jesi-
TETHHOCTh C YKa3aHHEM B MPSIMOM XPOHOJOTHYECKOM IOPSJIKE BpPEMEHH,
JOJDKHOCTH M MecTa paboThl, MPUYMH NEPEX0/ia ¢ OJHOU pabOThI HA JIPYTYIO
U IIEpephIBOB B paboTte OoJiee 0HOTO Mecsla, ciiyk0a B Poccuiickoit apmuu,

48

YUYEEHO-METOAOAVYECKW 3AKPbITb X
OOKYMEHT




(]
®22/9 AMCTAHUHOHHOrO
OGPA30BAHKA

H

é:g:.\ WHCTHTVT

A

Harpajpl, TOOIIPEHUS, B3BICKAHUS, CYyIUMOCTH, CEMEHHOE IOJIOKECHHE, OC-
HOBHBIE CBEJICHHE O OJIMKANUIITNX POJICTBEHHUKAX.
ABTOOMOTrpadus COCTaBISIETCS OT MEPBOTO JIHIIA.

ABTOBUOI'PAOUA
08.01.2005

S, Yepuoa Taresana Bmagumuposra, poamnack 20 ¢espans 1968 r.:
- B T. PocToBe-Ha-J[0HY, B CEMbe HAyYHBIX PAOOTHHUKOB. :

: Oten, YepnoB Bmamumup IOpbeBuu, — crapmuii Hay4dHBIH COTPYIHUK :
- HUMAT. :
' Mars, UepnoBa Haranbs I1aBnoBHa, — unxxenep HUMAT.

B 1973 r. cembs nepeexaina B 1. Bragumup.

B 1974 r. 5 noctynuna B cpeanioro mkoiry Ne 33 r. Bnagumupa. :
: B 1985 r. mocTynuna Ha ncuxonorndeckuii daxyasrer Bal'Y u B 1990 . :
| 3AKOHYMJIa YHUBEPCHUTET C OTIIMYHEM. :

: [IpoxuBaro mo aapecy: yia. KocmonasToB, A. 23, kB. 6, T. BJ'IaI[I/IMI/Ip,;
-410010. :

Hata Iloonuce T. B. UepHoBa

Puc. 8. ABro6uorpadus

Pe3lome — NOKyMEHT caMONpE3eHTAlH, MPEACTaBISEMbI MPETEHICH-
TOM Ha BAaKAHTHYIO JIOJDKHOCTH C LEJNbI0 MPOU3BECTU OJIArONPHUITHOE BIIE-
yaTiaeHue Ha paboToaTesNs Ipy MePBOM 3a09YHOM 3HAKOMCTBE.

Pa3znuuaercs ABa THNa pe3roMe: aMEPUKAHCKUI U OpUTaHCKUU. Amepu-
KAHCKUH THII PE3IOME MPEIoaaraeT 0OpaTHbI XPOHOJIOTUYECKUN MOPSIOK
pasmenieHus uHdopmanuu o0 oOpa3oBaHUU U MPOPECCHOHATHLHOM OIIBITE.
B poccuiickoit mpakTHUKe 3TOT TUI IIUPOKO KUCIIONb3YETCS.

Pestome siBisieTcst mpeenbHO KPAaTKOW U BMECTE C TEM JOCTATOYHO IMOJ-
HOM CIpaBKOW O TOM, YTO NPEICTaBisieT COOOM KaHAMAAT Ha JIOJKHOCTh
B IpO()eCCUOHATILHOM OTHOIIEHUH U COL[MAIbHOM acriekTe. V3yuenue pesio-
Me SIBJIsIeTCS 00s13aTeIbHOM IIPOIIeAYPO IIPH MO00pe TIEpCOHAIa Ha JT00YI0
JOJIKHOCTb.

B Poccun pe3toMe 0ObIUHO HE MEPEChUIACTCS] HAHUMATENO C IIPEKHET0
MecTa paboThl, a 3aMOJHAETCS JIMYHO KaHIUAATOM Ha JIOJDKHOCTh. B coctaB
JaHHBIX 00s3aTENBbHO BKIIIOYACTCS MH(OPMALKSA, KOTOPAast MOXKET MOBJIHITH
Ha pEIICHHE O MpUeMe Ha JTaHHYIO0 NOJDKHOCTh. MHbopmarus 06 oOpa3zoBa-
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HHUHW U OIIBITC pa60T1>1 IMPUBOAUTCS B 06paTHOM XPOHOJOTHYCCKOM ITOPSAIKE.
B Poccun PE3OMC HEC ABJIACTCA JOKYMCHTOM, HCCYIIIUM IIPABOBYIO HAI'PY3KY.

- azgpec tenedoH, dakc, e-mail

HUBanoe UBan UBanoBnu

- JIn4YHbIC I'on u mecto poxaenust: 15.03.1972, Mocksa
" JTaHHbIE I'paxxnanctBo: Poccus
: CemeifHOE MOJI0KEHHUE: )KEHAT
Jletu: ceiH
- Hean CouckaHnve BaKaHTHOH JOKHOCTH

HadYaJIbHHKA IIJIAaHOBOT'O OTACIIA

- OnbIT 1999-2005 npeanpusitue «CtruBam» Mocksa
padoTbI 3amecTHuTe b PYKOBOAUTEJIS IIJIAHOBOIO OT/AE/IA:
: — Bsenensl B cTpoii 4 dunmana npeanpuATHS

— DBsenena HoBas cucreMa IJTAHUPOBAHUS

1997 — 1999 Tpukoraxnas padpuka Ne3 Mocksa
Crapumii 3KOHOMHCT:
— BBgegena HoBast cucTema pacueToB ¢ TOPrOBJICH

1995 — 1997 Tpukotaxnas padprka Ne3 Mocksa
IKOHOMHUCT:
—  YBenndeHo uuciio npojax Ha 20 %

- O6pazoBanue 1990 — 1995 UncTuTyT NErkoi

: IIpOMBIIUIEHHOCTH: Mocksa
—  @akynbTeT: S)KOHOMUYECKUI
— CrenuaiabHOCTh: SKOHOMHUCT

3HaHue CB00OJIHO BJIAJICIO AHTJIMHCKHUM S3BIKOM
A3bIKOB

HaBbiknu OnwITHEIN NoNIB30BaTenb 11K
HNuTepecsl KommbroTepbl, aBTOMOOWITN, YTCHUE
Pexomenpanuu

Puc. 9. Pe3rome
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B pe3toMe MOXHO BKJIIOUATh JIOMOJHUTEIBHO CIEIYIOUIUE OJIOKH HH-
dbopmaryu:

— CHUCOK IMyOnuKaiuil (€CJIH €CTh);

— TaTEHTHI (€CJIN €CTh);

— JIUTIJIOMBI;

— CBEJEHUS O BOCHHOM CITyXKO¢;

— OOIIECTBEHHYIO JCSITEIBHOCTS;

— YJIEHCTBO B Npo¢coro3ax;

— JTOCTHOKCHMS;

— TBOPYECTBO;

— x000mu;

— BO3MOXXHOCTh WJIM JKEJIAaHWE COBEpIIaTh MOE3IKM B paMKaX CIIyXeO-
HBIX 00s13aHHOCTEH.

Pexomenoamenvroe nucomo cocTaBisieTcsi opraHnuzanyei, GupMon uiu
ABTOPUTETHBIM YaCTHBIM JUIOM. [IMCbMO HE HOCUT O(UIIMANIBHOIO XapaKTe-
pa. B Hem onenuBaercs Ta paboTa rpakJaHMHa, KOTOPYIO OH HCIOJIHSI
B JJAHHOM OpraHu3alud. B mucbMe onuchIBalOTCS 3HAHUS U HABBIKU MPETEH-
JIeHTa Ha JOJDKHOCTh M OIICHMBAIOTCSl €ro JinyHble kadecTBa. C coriacus
rpak1aHiHa HA PEKOMEHIaTEIbHOE TUCHhMO MOXET OBbITh CIETIaH 3ampoc WK
HEOOXOMMbIE CBEJICHUS MOyYEHBI 10 TelePOoHy U 3a(pUKCHUPOBAHBI COTPYI-
HUKOM OTAena KaapoB. [lo cytu, pekoMeHaaTeIbHOE MUCHMO BBITIONHSET TY
*e (QYHKIIHIO, YTO U XapaKTEePUCTUKA.

Xapaxmepucmuxa (pekomenoayus) siBIETCS OQUIIMATBHBIM JTOKYMEH-
TOM U JJAa€T OLIEHKY JAEATEIbHOCTH JAHHOTO JHLa B Le’aoM. OOBIUHO BbIaeT-
Csl 110 3ampocaM BOEHKOMATOB, CJIEJCTBEHHBIX OpPraHOB, CYJOB, FOCYAapcCT-
BEHHBIX YUPEXKACHUN, KPYIHBIX (UPM U T. 1., IPEACTABISIETCA B aTTECTalM-
OHHBIE KOMHCCHH. XapaKTEpUCTHUKA COCTABIIETCS PYKOBOIUTEIEM CTPYK-
TYpHOTO TOJpa3AesieHusi, B KOTOPOM TPYAUTCA PAOOTHUK, MOANUCHIBACTCS
HEPBBIM PYKOBOJIUTENIEM U MPEACTaBUTEIEM NMPOQPCOI03HOr0 opraHa. Xapak-
TEPUCTUKA OTPa)KaeT MHEHME 3TUX JIUI O JaHHOM paboTHuke. [lonmucu 3a-
BEPSIOTCS TepOOBOI MEUaThi0 OpraHU3alnd. XapaKTepUCTUKa o(opmiIsieTcs
Ha 001eM OsiaHke U 0043aTeNbHO JaTHPYETCS.

B xapakTepHCTHKE YKa3bIBalOTCSl aHKETHBIE JAaHHBIE U JOJHKHOCTH pa-
00THHKa, BpeMsi pabOThl B OpraHU3al1H, ITPOJIBUIKEHHE MO CIIyK0€e, OTHOIIIEe-
HUE K paboTe, pocT Npo(PEeCcCHOHATBLHOTO YPOBHS, HaJU4YKe HArpaja MU IMOOIll-
penuii. OueHuBaeTcs AeI0BOM U MOPANbHBIA YpPOBEHb pa0OTHHKA, €ro JNY-
Hble KauyecTBa, 4YepThl XapakTepa. TeKCT wu3maraercs OT TPEThEro JHIIa.
B KoHIIE XapaKTepUCTUKU COOOIIAETCsl €€ LIeJIeBO€ Ha3HAauyeHWe, T. €. UL
IPEJICTaBICHNS B KaKyl0 OPTaHU3aLMIO UITU C KaKOM 1I€TIbI0 OHA BBIAAHA.
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PexomenpaTenbHOE€ NUCHMO M XapaKTCPUCTHUKA BLIAAIOTCA HAa PYKH I'pa-
KIAaHUHY WIIN IICPCChUIAIOTCA 110 3alIpOoCy.

PACITNCKA
07.03.2005

: S, JlaiikoB Muxaun Hukonaesuy, nacrnopt 62 62 458123, seyian OKTAOpPS-
- ckum POB/I r. Tomcka 20.10.2003, moay4mia OT Ha4ajdbHUKA TPAHCIIOPTHOTO OT- :
- nena 1000 (omHy THICSYY) pyOIieid, 3aTpadyeHHBIX MHOW Ha MOKYMKY PACXOIHBIX :
. MaTepUAJIOB K IIPUHTEDPY. :

Menemxep Iloonuco M. H. JlaiikoB

Puc. 10. Pacrmicka

Pacnucka — nOKyMEHT, IOATBEPKAAIOIINN MIOJIy4YCHUE €€ COCTABUTEIIEM
KaKHX-TH00 MaTepHaIbHBIX IEHHOCTEH.

Jluunas 0osepenHocms — MOKYMEHT, CBUACTEILCTBYIOIIUN O MpaBe J0-
BEPEHHOTO JIMIIA COBEPIIATh OMpPEACIICHHbBIC NESHCTBUS OT JIMIA JOBEPHUTEIS
(aBTOpa TOBEPEHHOCTH ).

JOBEPEHHOCTD
15.03.2005

: S, TlerpoB Anppeii MIBaHOBHY, TOBEPSIO MOJNYYHUTH PUYUTAIONIYIOCS MHE -
- 3apaboTHyto Twiaty 3a Mapt 2005 r. B pasmepe 3000 (Tpu Thicsiun) pyOsei Ha- :
- JaJIbHUKY KOMMepueckoro otzena MpanoBy MBany AlekceeBudy. :

Menemxep Ioonuco A. U. IlerpoB
BEPHO
Cekperapb Iloonuco C. B. Kyb6oBa

Puc. 11. JIluunast 1OBEpEeHHOCTH
3asnenenue — NOKyMEHT, aJIpeCOBAaHHbIA JOJLDKHOCTHOMY JIMILY M COZIEp-

KAl Kakyro-1u00 mpockOy 3asButenss. HekoTopsie BUIBI 3aABICHUA MO-
T'YT 3aMOJHATHCS Ha CIEIUATbHBIX YHU(DUIIMPOBAHHBIX OJIAHKAX.
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KommMmepueckuii Hupextopy OOO
oTaen «JIntirony
T. I1. CepreeBoii

3ASBJIEHUE
01.02.2005

: Ipoury 0CcBOGOAUTH MEHs OT JOJDKHOCTH MEHEIKEepa 10 COOCTBEHHOMY
- kenanmio ¢ 15.02.2005. :

Jluunas noonucw H. U. lllemsakun

Puc. 12. 3asBienue

KOHTpO.]'IbHLle BOIIPOCHI X 3aJaHUA

1. KakoBo conepkanue gokymeHTa «CTpyKTypa M IITaTHAs YHCIICH-
HOCTBb»?

2. KakuM JOKyMEHTOM BBOJSATCS H3MEHEHHUS B IITATHOE pacrucanue?

3. Kakue acnexTsl corjameHusi CTOPOH HaxoAsT OTPaXKEHUE B KOM-
MEpYECKOM KOHTpakTe (1oroBope)?

4. Kakue pa3HOBHUIHOCTH MPHKA30B KCIOJIB3YIOTCS B JEATEIbHOCTH
npeanpusaTus (opraHu3anum)?

5. Kak odopmisitoTcst mpuka3bl 0 OCHOBHOM €SITEILHOCTH ?

6. Kakue pexkBU3UTHI UCHOJIB3YIOTCA MPU COCTABICHUU JIOKJIAAHOMN 3a-
MACKH?

7. Kaxk ohopMIIstoTCS TPOTOKOJIBI 3aceIaHui, COOpaHuii, COBEIIaHU ?

8. KakoB cocTaB peKBHU3UTOB aKTa?

9. Kak odbopmusiercst aTroonorpadus?

10. Kakyro nHpOopMaIuio cieayeT NpUBOIUTh B pe3rome?

11. Kak cocraBmisiercst 1 0opMIIIeTCsl XapaKTepPUCTHKA (PEKOMEH A1 )?

12. Kakue peKBU3UTHI UCTIONB3YIOTCA TIPU O0(OPMIICHUN PACIIUCKH, JTHY-
HOU JOBEPEHHOCTH?

13. Kak opopmisiercs 3asiBienue?
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I'naBa 4

OPI'"AHM3ALUA PABOTHI C JOKYMEHTAMMU

4.1. Opranuszanusi JOKyMeHTO000pOTa

JIBuKeHuEe TOKyMEHTOB C MOMEHTA X CO3JaHUs WJIU MOJTYYEHUs JI0 3a-
BEpIICHUSI UCIIOJHEHHUs, OTIPAaBKU U (WJIM) HAMpaBJICHUS B JEJIO 00pa3yeT
00KYyMeHmoobopom.

B opranuzauuu 0JKEH CyHIECTBOBATh TOJIBKO OJIMH KaHal IMOCTYILIe-
HUS BXOJSIIHUX JOKYMEHTOB.

[Topsimok MpoXoXkACHHS TOKYMEHTOB M ONEpalluy JOJDKHBI periiaMeH-
TUPOBATBCS UHCMPYKYUEl HO O0el0npou3soo0cmsy npeonpusmus, Tadenem
YHUGUIUPOBAHHBIX (HOPM TOKYMEHTOB, MOJOKEHUSIMHA O CTPYKTYPHBIX MOJ-
pasneneHus X U IOJDKHOCTHBIMU HHCTPYKIUSIMH X PAOOTHUKOB.

Ha npeanpusrtusx, rae npuMeHsieTcs 31eKTPOHHBIA JOKYMEHTOOO0POT,
ciry>k00# JOoKyMeHTarmoHHoro obecnedenust ynpasieHus ({OY) coBmecTHO
CO CIIy>k00#1 aBTOMaTH3aIMKN pa3padaThIBAIOTCS MAPIIPYTHI IBIKEHUS JTOKY-
MEHTOB. Vcrnonp30BaHre MapuIpyTa HO3BOJISIET ONPENEIUTh MOCIEA0BaTEb-
HOCTb OIEpaIyii, MPOMU3BOAUMBIX C TOKYMEHTOM, U MyTh €ro JBIKEHUS YXKe
Ha HA4aJIbHOM ATare MOJr0TOBKHU MPOEKTA WU IIPU MOCTYIUICHUH IOKYyMEHTa
Ha MpeANpUsTHE.

JIOKyMEHTBI, MOCTYMAIIINEe Ha MPEANpUsTHE, B OpraHu3aluio Ha Oy-
MaXXHBIX HOCHUTEJISIX, MPOXOJAT MEPBUYHYIO 0O0pabOTKY, MpeABapHUTEIbHOE
pPacCMOTpPEHHE, PETUCTPAIMIO, PACCMOTPEHNE PYKOBOJICTBOM U JOCTaBIISIOT-
Csl UICTIOJTHUTEJISIM.

[Ipuem u nmepBuyHas 00pabOTKa JTOKYMEHTOB OCYIIECTBIISIFOTCS padoT-
Hukamu ciyx0b1 JJOY. KoHBepThI ¢ TOKyMEHTaMU BCKPBIBAIOTCS (32 UCKITIO-
YEHHEM KOHBEPTOB C IMOMETKOM «JIMYHO»), IPOBEPSETCS MPaBUIBHOCTh J10C-
TaBKH, LIEJIOCTHOCTh YIIAKOBKU JOKYMEHTOB.

Ha nostydeHHOM TOKyMEHTE IPOCTABISAETCA PErUCTPALIMOHHBIN ILITAMII.

JIOKyMEHTBI, aJJpeCOBAHHBIE PYKOBOJICTBY IMPEANPUATHS WM OpraHu3a-
LMY, a TaKkKe 0e3 yKa3aHusi KOHKPETHOIO JIMIA WJIH CTPYKTYPHOTO MOJApa3-
JIeJIeHMs], TIpeBapUTENIbHO paccMmarpuBatoTcs B ciyxoOe IOV, a 3atem Ha-
MPaBJISIIOTCSA PYKOBOJICTBY WJIM B TOJIpa3/IeieHHE.

PaccMmoTpenHble pyKOBOJCTBOM JOKYMEHTBI BO3BPAIIAIOTCA B CIYKOY
JOVY, rne BHOCUTCS COJIEp>KaHUE PE30JIIOLMU, & JOKYMEHT Iepe/laeTcs Ha
UCIIOJIHEHHUE.

[ToaIMHHUK JTOKYMEHTa, KOTOPBIM HCIONMHSIETCS HECKOJBKUMHU CTPYK-
TYpPHBIMU TIOJIpA3/IEJICHUSIMHU, TIOJy4aeT OTBETCTBEHHBIN HMCIIOIHUTENb, OC-
TaJbHBIM HCTIOTHUTEISIM TIEPEIat0TCs KOTIHH.
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[ToctynuBive TenerpaMmMbl MPUHUMAIOTCS 110/ PACHKCKY C MPOCTaBJICHU-
eM JaThl U BPEMEHHU IpHEMa, PErHCTPUPYIOTCS MO TEM K€ MpaBHJaM, 4YTO
¥ MIMChMA, a 3aTeM IIepeIaloTCs Ha PaCCMOTPEHUE PYKOBOACTBY U MCIIOJHEHUE.

Texkct mnocTtynuBLIedl TeaepoOHOrpaMMBbl 3alUChIBAeTCs (I€4aTaeTcs)
MoJTyyaTesieM Ha ClelraibHOM OJIaHKe WM B J)KypHAaJie M ONEPaTUBHO Iepe-
JlaeTcsl PyKOBOJUTEIN0, KOTOPOMY OHa aJpecoBaHa.

ITocTynaromuye OpuruHagbl JOKYMEHTOB € JEKTPOHHOM KOIHMEW JOJIK-
HBI UMETh COMPOBOIUTENILHOE MUCHhMO. TEKCT KOMUU Ha MAarHUTHOM HOCHTE-
Jie TOJKEH COOTBETCTBOBAThH TEKCTY OpUTHHATIA.

TekcTsl JOKYMEHTOB XpaHSATCS B apXUBHOM OTJAENE KAaHLEISIPUH [0
KOHIIa TEKYIIETO roja, Jajiee OHU MepearoTCcs B apXUB Ha JIOJITOBPEMEHHOE
xpanenue. Ilepenaya TOKyMEHTOB Ha apXMBHOE XpaHEHUE MOXKET OCYILECTB-
JSATHCA U 00JIee MEIKUMU MapTUSIMU HECKOJIBKO pa3 B TO/I.

Opranuzaiusi paboThl C JOKYMEHTaMH — 3TO 00eclieYyeHUe palioHalb-
HBIX YCJIOBHM JIs1 pabOThI ¢ JOKYMEHTAaMHU C MOMEHTA MOJIy4YeHHs (CO3aHMsl)
JIOKYMEHTA JI0 C/IayH €r0 B apXMB.

Ha npennpusitun 10JKeH OBbITH YCTAaHOBJIEH €AMHBIN MOPSAJOK COCTaB-
JIeHHsI JOKYMEHTOB U pabOThl C HUMH, 32 KOTOPBIN HECET MEPCOHANBHYIO OT-
BETCTBEHHOCTh PYKOBOAMTENb NPeANpUATUs (YUPEKICHHS).

B opranmzamuu 10KyMeHTO000pOTa MOXKHO BBIIEIUTH TPH TPYIIIHI 0-
KYMEHTOB: nocmynaowue (BXOASAIIUE), omnpasisiemvlie (ACXOASIIMNE)
U gHympenHue TOKyMeHThl. Kaxkaast i3 3TUX Tpynm UMeeT CBOM 0COOCHHOCTH
00pabOTKH U MPOXOXKIACHHUS.

Huempyrkyusa no oenonpouszsoocmey NpeAnpuaTvs paspadaTbiBaeTCs s
YCTAHOBJICHUSI TOPSIJIKA COCTaBJICHUS JOKYMEHTOB M OpraHM3alid pPalOThI
C HUMHU Ha KOHKPETHOM Mpeanpusatuu. [ns opranuzaimu paboThl C TOKyMEH-
TaMH B HHCTPYKIMH IO JEJIONPOU3BOJCTBY HEOOXOIUMO MPEYCMOTPETD:

— 00pa3ibl NpaBUIbHO OQOPMIICHHBIX JTOKYMEHTOB C YKa3aHUEM HMMEH
¢aitnos. IIpu 5TOoM JOMKHBI OBITH YCTAHOBJIECHBI OJAHKH PAa3IMYHBIX JTOKY-
MEHTOB MPEANPHUATHS C 00pa3liaMy UX 3aMOTHCHHUS,

— HOMEHKJIATYpy (CHMCOK) AeNl NPeaNnpHusiTUs U MOPSAJIOK €€ COCTaBie-
HUS, YTBEPKICHUS U IEPECMOTPA;

— IpaBWiIa XpaHeHUs (aillioB (Ha KaKOM KOMIIbIOTEpE, B KaKOil marke
ClIEJIyeT XpaHUTh (ailiibl KOHKPETHBIX JOKYMEHTOB);

— CPOKH XpaHEHHUS JOKYMEHTOB U (ailyioB;

— TMOPSAIOK PETUCTPAIUHU TOKYMEHTOB;

— npaBuiia pabOThl C BEPCUSAMH JOKYMEHTa, [0 KOTOPOMY Bce (pailyibl ¢
IPEeAbIAYIIMMA BEPCUSIMU YHUUTOXAIUCH Obl U OCTaBISJICS HAa XpaHEHUE
¢aiin ¢ nocaeHUM MOANKUCAHHBIM (YTBEPXKICHHBIM ) BAPUAHTOM JOKYMEHTA;

— CPOKH, OPSAOK U OTBETCTBEHHBIX 32 MCIIOJIHEHUE U PACCBUIKY JOKY-
MEHTOB;
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— npaBwia (GOpMUPOBAHUS U ODOPMIICHUS JIe]; MOPSIOK BPEMEHHOTO
U3BATHS W3 Jella M BCTaBKa BMECTO M3BATOIO JIOKYMEHTa KapTOYKHU-
3aMeHuTeld ¢ ykazanuem Ne nokymenta, @.J11.0. corpyaHuKa, JaThl U3bATUSA
Y CPOKa BO3BpAaTa;

— MpaBWJia IPOBEICHUS HAYyYHO-TEXHHUYECKOW 0O0pabOTKU JOKYMEHTOB
JUIsl Iepelayy MX Ha apXUBHOE XPAHECHHUE;

— MOPSAJOK YHUYTOKEHHS JOKYMEHTOB IIOCJIE PACCMOTPEHHS HX 3JKC-
IIEPTHOU KOMHUCCHUEW;

— TMOPAIOK YHUUYTOXEHHS (Pailsios;

— METOJMYECKOE PYKOBOJICTBO PabOTON C JOKyMEHTaMu, UH()OPMUPO-
BaHHE PYKOBOJICTBA O COCTOSIHUM UCTIOTHEHUS JOKYMEHTOB.

4.2. TexHOJI0TMsl PEruCTPALMH JOKYMEHTOB

Bce nocrynaromue B Oprauu3anmio 1o Io4Te, Yepe3 KypbepCKue CiryxK-
Obl, 110 (haKCy, PIECKTPOHHOU MOYTE JOKYMEHTHI MPUHUMAIOTCS U PETUCTPHU-
pytorcsa. Ilosromy ¢akc, ocymiecTBISIOMUN NpUEM JOKYMEHTOB, MOCTY-
NAaOIMX Ha UMl OpraHu3alliy, LEeJecoo0pa3HO YyCTaHaBIMBATh PAJIOM C pa-
00YMM MECTOM COTPYAHHMKA, OCYIIECTBIISIIOLIETO PETUCTPALMIO MOCTyHaro-
IEH KOPPECTIOHCHIINY.

[Ipu nmonyyeHnn 1OKYMEHTOB:

— MPOBEPSETCS MPABWIBHOCTH JIOCTABKH KOPPECTIOHCHITUH, OIIIMO0YHO
JIOCTaBJIEHHAs] KOPPECIIOHACHIINS BO3BPAILIACTCS;

— KOHBEPTHI BCKPBIBAIOTCS, 3a MUCKIIOYEHUEM KOHBEPTOB C HAANMCHIO
«JIMYHOY;

— NPOBEPSIETCS HAJMYUE BCEX JIUCTOB JJOKYMEHTA.

[Ipu nonyuyenuu QaxcoB MpoBepsieTcss KayecTBO TeKcTa. B ciydae mo-
naydeHus (pakca ¢ HeuuTaeMbIMU (PparMeHTamMu TeKcTa 00 3TOM cooOIaercs
OTHPABUTENIO JIJIs1 TIOBTOPHOM NEPEAAUN TOKYMEHTA.

Ha Bcex mokymeHTax MHpOCTaBIISIETCS OTMETKA O MOJy4YeHUHU (1ITamii),
coZieprKallas CICIyIOIHNE DJIEMEHTBI:

— JlaTy NOJy4Y€HHUs JOKyMEHTa (IpU HEOOXOAMMOCTH Yachl © MUHYTHI);

— TOPSAIKOBBIA HOMED;

— PEKOMEHIYETCsl Tak)K€ BKJIKOYAaTh B IITAaMIl Ha3BaHHE OPraHU3alUU
(damre Bcero cokpaiieHHoe, B Buje adopesuarypsl tuna TITY, TTACY, TVY-
CVYP). Hymeparust 1mMo3BoJIsIET ONpeIelInTh 00Iee KOJUISCTBO JOKYMEHTOB,
MOCTYIAOIINX B OPTaHU3ALMIO B TEUCHUE roJa.

[TocTynuBIIMEe TOKYMEHTHI pa3ieisaiOTCs Ha mpebyowue pecucmpayuu
U Hepecucmpupyemvie. Hepeructpupyemsle JOKYMEHTBI ONPENEISIOTCA 110
IIEPEYHIO JOKYMEHTOB, HE NOJIECKAIIUX PETUCTPALUM, KOTOPBIM TOJKEH
OBITh COCTaBJIEH B KaXKJ0M opranu3anuu. K HUM MOTYT OTHOCHUTHCS: pPEK-
JJaMHbI€ M3BEIICHUs, TUJIAKaThl, JIMCTOBKHU, MPEHUCKYpaHTHl (MpaiC-IIUCTHI),
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MO3/IPABUTENIbHBIE MMHCbMA, TEJIETPAMMBbl, IPUTJIAILICHUS, IPOIPAMMBI CEMU-
HApOB, COBEIIAHWMN, KOH(EpEHIINii; meuaTHble u3JaHusl (KHUTH, KYpPHAIbI);
MaKeThl C MOMETKOW «JIMYHO»; KONMUM HOPMATHBHBIX JOKYMEHTOB, MOCTa-
HOBJICHUW U PacnopsKEHUM TOCYJapCTBEHHBIX OPraHOB; JOKYMEHTbI U WH-
dbopMaTHBHBIC MaTepHaibl, TPUCIAHHbBIE s CBeaeHus. Hepeructpupyemoie
JOKYMEHTBI Cpa3y NepelatoTcs 10 Ha3HAYECHHUIO.

B kpynHbIX opraHu3anusax ¢ OOJbIIUM JTOKyMEHTOOOOPOTOM PErucTpa-
LU0 OCYILIECTBISECT TpPyNIa PETUCTpalMU CIYKObl JOKYMEHTAllHOHHOTO
oOecreyeHusl yIpaBJIeHHs] WA CIIELMATbHO BbIJCJIEHHBIN COTpYyAHUK. B He-
0oabpImMX upMax 3Ty pabOTy BBINOJHAET CEKpeTaph (ceKkpeTapb-pedepeHt).
B »TOM ciyyae aBTOMAaTH3MPOBAHHBIE CUCTEMbI PETHCTPALMU U KOHTPOJIS
UCIIOJIHEHHSI MOTYT (DYHKIIMOHUPOBATH HA JIOKAJTLHOM KOMITBIOTEpE CEKpeTa-
P B COCTaBe OJIHOM CHCTEMBI yrpapieHus: 6azamu gaHHbIX (CYB]I), mo3Bo-
JSIOIEH MHTErpupoBaTh 0azy JaHHBIX O TOKyMeHTax (GupMel ¢ 6azamu aaH-
HBIX 110 KaJipaM, o aapecaM U TeredoHam opraHu3anuil (KJIMEeHTOB, MapTHE-
POB U T. I1.) U HOMEHKJIATYPOIl €]l OpraHU3aLHH.

Peructpupytorcsi JOKyMEHTHI, IOCTYNAOIINE B OpraHU3aluio, OTIpaB-
JsieMble U3 HEe W BHYTPEHHUE JIOKYMEHTBI. Bxoosujue 0oKymeHmul PerucT-
PUPYIOTCS B JIEHb MOCTYIUICHUS. Mcxoosawue v enympennue — B 1€Hb MOANH-
caHus. Bxopsiue, UCXOA1IUEe U BHYTPEHHUE IOKYMEHTBI PETUCTPUPYIOTCS
OTJIEIBHO.

Jlist peructpanuy BXOASIIUX JOKYMEHTOB MPUMEHSETCS CIIeIMAIbHBIN
ypHaJl, B KOTOPOM PErUCTPALIMOHHBIA HOMEP (MHIEKC) COCTOUT U3 MOPSA-
KOBOT'0 HOMEpa M0 JaHHOMY KypHaiy (164) u Homepa aena (1-3), B koTopoe
MOAIIMBACTCS TOKYMEHT (puc. 13).

Hara mo- Mara u HO- Kpatkoe Hcnon- IMognmuce | Cpok [Tpume-
CTYIUIEHUSL | MEp HOCTYy- coaepxa- HUTEIb UCIIOJI- WCIIOJIHEHUS | YaHUA
U HOMEp MHBILETO Hue (3aro- HUTENS
JOKYMEHTa | JJOKyMeHTa JIOBOK)
19.03.2005 | 16.03.2005 O  cokpa- | bokos bokos 27.03.2005
Ne 164/1-3 Ne43/1-4 IIEHUH IIO-

CTaBOK

I'c™m

Puc. 13. JKypnan pecucmpayuu 6xo0sauux 00OKyMeHmMo8

Kypnan neodbxoaum st oOecrieyeHuss COXPAHHOCTH U ONEPATUBHOIO
MOMCKA BXOSAIINX JOKYMEHTOB.

JUiss KOHTpOJIST MCHOJIHEHUS TOKYMEHTOB B >KypHajle BBeaeHa rpada
«Cpok ucnionHeHus». Jlanuple 00 UCIIOIHUTENIE U CPOKE UCTIOTHEHUS OepyT-
Csl M3 PE3OJIFOLIMU PYKOBOJUTEINS HA BXOJSALIEM JIOKYMEHTE.

WcnonauTtento TOKYMEHT mepenaercs noj pacnucky B rpade «Iloamuck
ucnoaHuTeNs». JKypHan BeaeTcs: cekperapeM-peepeHToM Wil paboTHHKOM
CITy>KOBI JIEITOMPON3BOICTBA.

57

YYEEHO-METOOVNYECKWW

3AKPbITb
AOOKYMEHT

X




HHCTHTVT
AHCTAHLHOHHOTO

y

OTtnpasisieMble peANnpUATUEM (UCXOSIINE) TOKYMEHTBI PETUCTPUPY-
IOTCSI B JKypHaJe, B KOTOPBIN 3aHOCATCSI CBEACHUS O JIOKYMEHTE JIJIsi CIpa-
BOYHO-WH()OPMAITMOHHON PabOTHI.

PeructpaniioHHbI HOMEpP UCXOISALIETO JTOKYMEHTA MOXKET COCTOSITh U3
MOPSJIKOBOIO HOMEpa 10 KypHailty (95) nian u3 nopsaAKoBOro HOMEPA M HO-
Mepa Jienia, B KOTOpOM XpaHUTCs Konus qokymenTa (95/3-5) (puc. 14).

B rpade «Ilpumeuanus» mMoryt ObITH yKa3aHbl HOMEpa JOKYMEHTOB-
OTBETOB Ha COOTBETCTBYIOLINM UCXOMSIIUNA IOKYMEHT.

Hara u HOMep | Anpecar (ko- Kpatkoeconepxanue | Ucnonuurens | [Ipumeuanus
JIOKyMEHTa MY) (3aroJI0BOK)

Ne 95/3-5 000 «Ilac- O npenoruiare 1o Ierpos A. B.

15.04.2005 CaXx» koHTpakTy Ne 45/11

Puc. 14. )KXypHan perucrpannu HCXOAAIMX TOKYMEHTOB

4.3. KoHTpoO/Ib HCIIOJTHEHUS] JOKYMEHTOB

[leapr0 KOHTPOJIS MCIOJHEHUS IOKYMEHTOB SIBIIIETCS OOECTICUCHUE
CBOEBPEMEHHOI'O M Kau€CTBEHHOI'O MCIOJIHEHUS MOPYUYECHUIN U pElIeHUs BO-
IIPOCOB.

Koumponv 3a xawecmeom WCTIOAHEHUS JAOKYMEHTOB 6edem pYKOGO-
0cmeo. OTBETCTBEHHOCTh 32 MPAaBUIIBHOE U CBOEBPEMEHHOE PELIEHUE BOIPO-
COB, OTPAXKEHHBIX B JOKYMEHTaxX, HECYT PYKOBOJUTEIU CTPYKTYPHBIX MOJI-
pa3ielieHUil U COTPYIOHUKH, KOTOPBIM IMOPYYEHO MCIOJHEHHE JOKYMEHTA.
HcnonHurenp, Kak MPaBUIIO, YKA3bIBACTCS B PE3OJIIOLMU PYKOBOAMUTENS Ha
JIOKyMEHTE WJIU OIpEAeNAeTCS B COOTBETCTBUU C pacrpe/ieieHueM 00s3aH-
HOCTEH B Oopranusainuu, Gpupme.

Koumpons 3a cpokamu MCTIOTHEHUS JOKYMEHTOB B HEOOJBIION Qupme
BEJIET CEKpEeTaphb, a B KPYIMHOM YUPEKJICHUU — CITyK0a JTOKYMEHTAIIMOHHOTO
oOecrieyeHusl yIpaBJeHHs, B COCTaBE KOTOPOW MOXKET ObITh CIEIHUATbHBIN
OTJIeT KOHTPOJIS WJIA BBIJICIICHHBIA PAOOTHUK.

Ilocne ykazaHuss pyKOBOAMUTENS O ITIOCTAHOBKE HA KOHTPOJIb CEKPETAPh-
pedepeHT NpoCTaBiIsIeT KpacHbIM KapaHaamom OykBy «K» Ha meBom more
JIOKYMEHTA, HAallpOTUB PEKBU3UTA «3ar0JIOBOK K TEKCTY». 3aT€M B pErucCTpa-
LIHOHHOM JKypHAaJI€ JENAeT OTMETKY O KOHTPOJIE, CPOKAX MCIIOJIHEHHUs, OTBET-
CTBEHHOM HcrnoiaHuTene. [Ipu KOHTpOse UCTIOTHEHUS! MOTYT MCIIOJIb30BaThCs
HK3EMIUISIPBI PErHCTPAlMOHHO-KOHTPOIbHBIX KapTouek (PKK), 3amonnsempix
IIPU PETUCTPALIMU JOKYMEHTOB.

JIOKyMEHT CUMTAETCSI UCIIOJTHEHHBIM U CHUMAETCSI ¢ KOHTPOJS PYKOBO-
JUTEJISI TIOCTIE TPOBEICHN S KOHKPETHON PabOThl UCTIOTHUTEIIEM.

Texnonocuro 6ederus KOHmMpPOJa 3a CPOKAMH HCTIOTHEHUSI JJOKYMEHTOB
MO’KHO pa3OuTh Ha CIEAYIOUIUE MPOLETyphI:

58

YUYEEHO-METOAOAVYECKW 3AKPbITb
OOKYMEHT

X




* 14

(]
SS2/9  IHCTAHUHOHHOO
OGPA3OBAHKA

H

é:*«\ HHCTHTVT

A

— (pukcanmio Bcex MOCTaBICHHBIX Ha KOHTPOJIb IOKYMEHTOB, yKa3aHUH,
NOPYYEHU, 3aaHUI1 pyKOBOACTBA (IIPOBOAUTCS B IPOLIECCE PETUCTPALIUN);

— MPOBEPKY CBOEBPEMEHHOTO JIOBEJICHUS JOKYMEHTA 0 UCIIOJIHUTEIIS;

— KOPPEKTUPOBKY AAHHBIX O KOHTPOJIUPYEMBIX JTOKYMEHTax IpU U3Me-
HEHUU CPOKOB HCIIOJIHEHUS, Iepefadye JIOKYMEHTa OT MCIOJHUTENS K HC-
IIOJIHUTEIIIO, U3 NTOAPA3ACIICHUS B IOAPA3CIICHHUE;

— HAINIOMHUHAHHME HCIIOJIHUTENSIM W PYKOBOIUTENSIM IOAPA3ACIICHUN
O HaJIM4YMH HEHCIOJHEHHBIX JOKYMEHTOB U IIOPYUYEHU;

— UH(POPMHUPOBAHUE PYKOBOAMUTENEH (MOAPA3ACICHUNA U OpraHU3aLIMi)
O COCTOSIHMM M XOJI€ UCIIOJHEHUS JOKYMEHTOB;

— OCYILECTBIICHHE ONEPATHUBHOIO IOUCKA CBEACHHUI O JOKYMEHTax IIO
3arpocaw;

— BHECEHHE JaHHBIX 00 UCTIOTHEHUH TOKYMEHTOB;

— aHaJIM3 COCTOSIHUS JIeJl U YPOBHS UCHOJHUTEIBCKON AUCIUIUIMHBI 1O
OpraHu3alydyd B LEJIOM, MO CTPYKTYPHBIM MOAPA3ACIICHUSIM, CIIELUATUCTaM,
BUJIaM JOKYMEHTOB U JIPYTUM acCHEKTaM.

KoHTposto nojiexar Bce JOKYMEHThI, TPEOYIOIIHE NPUHSTHS yNpaB-
JIEHYECKOI'0 peuleHMs] JUOO BBINNOJIHEHUS KaKUX-IMO0O JNEHCTBUI, cocTaBiie-
HUSI OTBETHOTO WJIM MHOT'O JOKYMEHTa. [[J1s pacnopsauTeNbHbIX JOKYMEHTOB,
HaIlpuMep IIPUKA30B, IPEAMETOM KOHTPOJIS SIBISIFOTCS COJEPKAILUECS B HEM
peuieHusi. COOTBETCTBEHHO HA KOHTPOJIb CTABUTCS KaXKIbIM ITYHKT, KaI0€
3aJlaHNE WM [IOPYYEHUE.

Opranu3zanusi KOHTPOJISI UCIIOJIHEHUS JOJDKHA oOecreynBaTh CBOEBpE-
MEHHOE 1 KaYECTBEHHOE MCIOJHEHUE JOKYMEHTOB.

Hcnonb3oBaHWE aBTOMATH3UPOBAHHBIX TEXHOJIOTMM 3HAYUTENBHO CO-
KpallaeT TpyJ03aTpaThl HA PErHMCTPALMI0, KOHTPOJIb MCIOJHEHHS W CHpa-
BOYHO-HH(OPMAIIIOHHOE 00CTyKUBaHHUE.

MO3KHO BBIAETIUTH TEKYILUHI, IPEXYTIPEAUTENBHBIN U UTOTOBBIA KOHTPOJIb.

[lox mexywum koHmposem NOHUMAIOT €XKEJIHEBHYIO MOJIOTOBKY CBe-
JIEHUHN 0 TOKyMEHTaX, CPOK UCIOJIHEHUS KOTOPBIX UCTEKAET CEroHS.

B xone npedynpeoumenbrno2o koHmpo/is COCTaBISIIOTCS CBOJAKHU U IIpe-
MYTPEXKIAOTCS UCIOJHUTENIN 10 JOKYMEHTaM, CPOK HCIIOJIHEHHUS KOTOPBIX
UCTEKAeT uepe3 2—3 aHsl.

K umoecosomy konmponio 0OTHOCAT aHATUTHYECKYIO paboTy 1Mo 06o01Ie-
HUIO UCTOJHUTENIBCKON NHUCUUIUIMHBI U PE3yJIbTaTOB pabOThl COTPYIHHUKOB
NO/IPA3/IEICHUS WIN OPTaHU3aLUHU B LIEJIOM.

Texywuti KOHmMpPoOIb OCYHWIECTBISIETCA IYTEM €XKEIHEBHOW MPOBEPKU XOJa
UCTIONTHEHUS IOKYMEHTAa Y HAIOMUHAHUS HCIOJIHUTENIO 00 HCTEYEHHH CpOKa
UCTIONTHEHUSI ¥ HEOOXOANMOCTH 3aBEPILECHNUS paOOThI HaJl JOKYMEHTOM.

Jl7is 3TOTO OTBETCTBEHHBIE 32 KOHTPOJIb HCHOJIHEHHS (B HEOONBIION
bupme — cekpeTrapb) €XKEeIHEBHO, — KaK IpPaBWJIO, B Hayaje paboyero IHs,
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BBI3BIBAIOT Ha 3KpaH KOMIIBIOTEpa U MPU HEOOXOAMMOCTH pacCIieyaThIBAOT
CIHCOK JIOKyMEHTOB, CPOK MCIIOJIHEHUSI KOTOPBIX UcTekaeT ceroans. [Ipu co-
OTBETCTBYIOIIMX HACTPOWKAaX MPOrpamMMbl CIIMCOK MOXET aBTOMAaTHYECKU
pacreyaThiBaThCs B Hauaje Kaxaoro paboudero nHs. B coorBercTBuu ¢ nomy-
YEHHBIM CITUCKOM OTBETCTBEHHBIC (WJIM CEKpeTaph) MO0 JUIHO (110 Tenedo-
HYy) HallOMHHAIOT UCTHIOJHUTENO0 00 MCTEKAIOUIEM CPOKE MCIIOIHEHHUS JIOKY-
MEHTa, TU00 TOKIAABIBAIOT PYKOBOAUTEIIO TOAPA3ACTICHUSI.

B opranuzanusx, UCTONB3YIOIMUX CHCTEMY JJIEKTPOHHON MOYTHI, TIpe-
OYTPEXIEHUE UCTIOTHUTENIO O JOKYMEHTaX C MCTEKAIOIUM CPOKOM HCIOJ-
HEHUSI MOKET OTMPABJIATHCS Ha KOMIIBIOTEP HCIIOJHUTENS TakKe B aBTOMa-
TUYECKOM PEXHUME (C YBEIOMIICHUEM O IPOUYTEHUN ).

IIpedynpeoumenvHulil KOHMPOIL OTIANYAETCA OT TEKYIIEro TEM, YTO OH
MPOBOJUTCS MO JOKYMEHTaM, CPOK HCIIOJHEHHS KOTOPBIX HMCTEKAaeT uepe3
2-3 AHS ¥ TeM caMbIM COTPYJIHHUKY JAETCsl AOMOJIHUTEIbHOE BpeMs IS pe-
IICHUS BOIIPOCa.

Ecnu npu nosmyuyeHuu JOKyMeHTa J1M00 B X0/1€ BBIIIOJHEHUS! JOKYMEHTA
UCIIOJTHUTENIEM BbISICHSIETCS HEBO3MOXHOCTh €r0 CBOEBPEMEHHOI'O UCIOJIHE-
HUS, 00 3TOM JTOKJIAbIBACTCS PYKOBOAUTENIO OApa3AesieHus (TOMy PyKOBO-
JUTEITI0, PE30ITIONHS KOTOPOTO UMEETCs Ha JOKYMEHTE WJIM KOTOPBIN J1an 3a-
JaHWe MCTOJIHUTENI0 U MMEET MPaBO Ha MEPEHOC CPOKa MCTOIHEHHS JOKY-
MeHTa). Ecniu pykoBOIMTENb MPOATIEBAET CPOK MCIIOTHEHUS, CEKPETaph B CO-
OTBETCTBUU C €T0 YKa3aHHEM BHOCHUT B PETHCTPAIIMOHHYIO KapTOYKY HOBBIU
CPOK UCTIOJTHEHHSI.

Bonpoc o nepeHoce cpoKOB MCMOTHEHUS TOKYMEHTA JOHKEH OBITH TO-
CTaBJICH HE MO3HEE OJIHOTO JHS 10 UCTEUECHUs KOHTPOJIbHOM nathl. [lepenoc
CpOKa MCITOJIHEHHS 3aJJHUM YUCJIOM HE JIOIyCKaeTcs U, Kak MpaBujo, HEBO3-
MOXEH B aBTOMAaTHM3UPOBAHHBIX CHCTeMax B TpuHIMMe. s TOKyMEeHTOB
C JUIUTEIbHBIM (HECKOJIBKO MECSLIEB) CPOKOM HCIOJHEHHS, HAIPUMEP JOT0-
BOPOB, MOTYT KOHTPOJIMPOBATHCS MPOMEXKYTOUHBIE ATAlbl UCTIOJHEHUS C 3a-
HECEHHEM CBEJCHHUM O XOJI€ UCIIOJHEHUS! B PETUCTPALIMOHHYIO KApTOUKY J10-
KyMEHTA.

B crnydae mosiBneHusI JOKYMEHTOB C MCTEKIINM CPOKOM HCIIOJIHEHUS UX
CIHCOK B TOT K€ JICHb PAacleyaThIBAETCS U JOKJIAABIBACTCS PYKOBOAUTEINIO.

CHamue 0oKymMeHma ¢ KOHmMpOJs OCYIIECTBIISIETCS] TOJIBKO MOCIE MOJI-
HOTO MCTIOJTHEHHUSI JOKYMEHTA: BBITIOTHEHUS PE30JIIOIUU PYKOBOAUTEIS, IO~
TOTOBKM OTBETHOTO JIOKYMEHTA, U3YUYCHHs OTBETa Ha MCXOISALINN JTOKyMEHT
U IPYTOro JOKyMEHTUPOBAHHOIO MOJATBEPXKICHUS (PaKTa UCIIOIHEHHUS.

B perucrpanvoHHyr0 KapTOUKy Tak)Ke€ BHOCSITCS CBEIEHHUS O JaTe HC-
MOJIHEHUSI IOKYMEHTa U HOMEp JeJia M0 HOMEHKJIaType, B KOTOPOE MOALIUT
WCIIOJIHEHHBIN JJOKYMEHT.

Hmozoswiti konmpons Takke HE MPEACTABISAET 3aTPyIHEHUN IMpPH HUC-
M0JIb30BaHUU aBTOMATU3UPOBAaHHON cUcTeMbl. OH MPOBOJUTCS COTPYAHUKA-
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MU (Cityx00¥ii), OTBEYAIOIIMMH 32 KOHTPOJIb MCIIOJIHEHMS, WK CEKpeTapemM
GbupMBI C 3aJaHHON TEPUOJAMYHOCTBIO (E€KEHENEIbHO, €KEMECSYHO, €Ke-
KBapTaiabHO). DaKTUYECKU OH MPEJICTABISAET COO0M aHATUTHYECKOE 000011Ie-
HUE JIOKYMEHTOO0OPOTa, UCTIOTHUTEIHCKON MUCIUILIMHBI B OpTraHU3AINHN U
BCEX CTPYKTYPHBIX TOJPA3NICICHUSIX, JACT MPEACTABICHUE O PabOTe OpraHu-
3a1uu B 11e710M. TOroBbIil KOHTPOJIb B 0053aTEIbHOM COYETAHUM C KOHTPO-
JeM TPEeAYNPEAUTEIIEHBIM SIBIISIETCS CPEACTBOM O0OECIICUEHUS BBITIOTHEHUS
MPOU3BOJICTBEHHBIX U KOMMEPYECKHUX 3a7a4 U B TO K€ BPEMSI CTUMYJIUPYIO-
UM (paKTOPOM MOBBIIICHUS TUCIUIUIMHBI CIyKamux. Beaenue B opraHuza-
WU TOJIBKO UTOTOBOTO KOHTPOJISI UCTIOTHEHUS IOKYMEHTOB HE JOIMYCKaeTCs.

®opMOif UTOTOBOTO KOHTPOJIS SIBJSETCS TMEPUOJUUYECKOE COCTaBIICHUE
0000111at011Iel OTYETHOCTH MO JIOKYMEHTaM OpraHu3auuud Wik GupMel. IT0
MO3BOJISIET PYKOBOJACTBY 3HaTh, YEM 3aHMMAETCA TOT WU HUHOW COTPYAHHK
(moapaszaenenre) U Kak OOCTOST Jesia MO0 KOHKPETHOMY HAaIpPaBJICHUIO JIesi-
TEJIbHOCTHU.

[Ipu co3aHuy CUCTEMBI PETHCTPALIMN PEKOMEHIYETCS Cpa3y 3aJl0KUTh
ONpENICNICHHbIA NIEpEeYeHb TUIOBBIX CIPABOK (OTYETOB), CO3/1aBAEMBIX B aB-
TOMATUYECKOM PEXUME. ITO MOKET OBITh:

— crnpaBka (0T4eT) 00 OTHpPaBICHHBIX JOKYMEHTaX (CHUCOK OTIPABJICH-
HBIX JIOKYMEHTOB WJIM KOJIUYECTBEHHBIC JIAHHBIC);

— crhpaBka (OTYET) O MOCTYMHMBIIUX (BXOAIINX) JTOKYMEHTaX (CIHUCOK
WM KOJIMYECTBEHHBIE TaHHbIC);

— copaBka (OTYET) O JOKYMEHTaX, YMCISIIUXCS 3a WCIOJIHUTEISIMH,
T. €. HAaXOJSIIMUXCS B CTAUU UCHOJHEHUS (MOJHBIA CHUCOK WJIM KOJUYECT-
BEHHBIC JJAHHBIC);

— crhpaBka (OTYET) O KOJUYECTBE BBHITOJHEHHBIX UCXOASIIUX JTIOKYMEH-
TOB UCTIOJHUTESAMHU (CIIUCOK MJIM KOJMYECTBEHHBIC TaHHBIC);

— cmpaBka (0TYeT) O JBMKEHUU TOKYMEHTOB (MCIOJIB3yeTCs it hUK-
caluu Nepefayu JOKYMEHTA OT UCIIOJIHUTENS K UCTIOJIHUTENIO);

— cropaBKa (0TY€T) O HEUCIOJHEHHBIX BXOASIIUX JOKYMEHTax (CIHUCOK
WJIU KOJIMYECTBEHHbBIC JIAHHBIC);

— cripaBKa (0TY€T) O HEUCTIOJHEHHBIX UCXOASAIINX JOKYMEHTax (CIUCOK
WM KOJIMYECTBEHHBIE TaHHbIC);

— crnpaBka (0TYET) O XOJ€E BBIIOJIHEHUSI BHYTPEHHUX IOKYMEHTOB.

AHQJIUTUYECKHE CIIPABKU (OTYETHI) O COCTOSIHUM UCIIOJIHEHUS TOKYMEH-
TOB (3aJjaHUi) SBIISIOTCS BaXXHBIM KPUTEPHEM I omnpeaeneHus dpQexTus-
HOCTH PabOThl COTPYAHUKOB M HWCIIOJIB3YIOTCS TMPU OMPEICICHUH CTEIECHU
MaTepPHUATBHOTO MOOIIPEHUS BCeX PaOOTHUKOB c(hephl yrpaBIeHUS.
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4.4. Cucremarusaums 10KyMEHTOB.
Homenxkiarypa ajis ux poOpMUpPOBAHUSA U XPAHEHU S

[Ipu Oonpimux moTokax HMHGOPMAIMU TOJBKO CHUCTEMAaTU3UPOBAHHOE
pa3MelleHue U YMNOPSJOYEHHOE XpAaHEHHE JOKYMEHTOB OOECIeYMBaeT MX
ObICcTpbIi MOUCK. [IpoBepeHHBIN COCO0 YMOPSAOUYEHHOTO XPAHEHHS JOKY-
MEHTOB — CTPYIIUPOBATh UX MO KAKUM-TUOO MpU3HAKAM M TMOAIIUTH B HE-
CKOJIBKO IManoK-CKOPOCIIMBATENIEH, a MankaM ¢ 0OTOOpaHHBIMH JJOKyMEHTaMu
JIaTh COOTBETCTBYIOIINE HA3BaHUS U MPOHYMEPOBATh UX. A 4TOOBI HE MPOWUC-
XOJIUJIO TIEPETIOTHEHUS IOMEIIEHUS MMaKaMy ¢ HEHY)KHBIMU JIOKYMEHTaMU,
BCEM MM YCTaHaBIIMBAETCS MPEETbHBIN CPOK XpaHeHUs. icTopuuecku Takue
MAMKY MMOTYYUIN Ha3BaHue «Jlernoy.

/Jleno — 3TO Marnka ¢ JTOKyMEHTAMH, UMEIOIIasl Ha JIMIEBOW CTOPOHE pe-
TUCTPAllMOHHBIN HOMEp, Ha3BaHME, YKa3aHUE HA MPUHAJJICHKHOCTh, TOJ Ha-
yaja KOMIUIEKTOBAHUS U CPOK XPAHEHHUS COJICPKAIUXCS B HEH JOKYMEHTOB.

Dopmuposanue den — 3TO OTOOP JTOKYMEHTOB MO OIPEACIICHHBIM IMpU-
3HaKaM W MOJIIIMBKAa MX B Manku ¢ Ha3BaHueM «Jleno». JIokyMeHThl MOTyT
oTOUpaThCS W IPYNIUPOBATHCS MO PA3IMUHBIM MpU3HaKaM. Yaiie Bcero uc-
MOJIB3YETCS HOMUHANbHBIL NPU3HAK (MO HA3BAHUAM OOKYMEHMOB), npeomem-
HblU, NPOOIEMHbBLL, OMPACIe8ol, MePPUMOPUATbHBII (N0 20podam), 2eocpa-
@uueckuii (no cmpanam), aBMOPCKULL ULU XPOHONOSUYECKULL.

JIOKyMEHTBI JTOJITOBPEMEHHOTO U TOCTOSHHOTO XPAaHEHUs JIOMOJIHU-
TEJIbHO TPYIIUPYIOTCS MO cpokam XpaHenus — 10, 25, 75 nem, I[locmosinHo.
[Ipn HaMuuuM B Jeiie HECKOJIbKHUX MAaIoOK K €ro HOMEpy J100aBsieTcsl yKa3a-
tenb: Tom I, Tom 2, Tom 3, a BIOXKEHHBIE B HUX JOKYMEHTHI HYMEPYIOTCS
CKBO3HOM HyMEpalneH.

Bxirouaemble B Mamnky JTOKYMEHTBI JIOJDKHBI COOTBETCTBOBAThH Ha3Ba-
HUIO JIeN1a, TOATOMY PEKOMEHAYETCS 3TO Ha3BaHUE JEJIaTh KPAaTKUM M YETKO
c(hOpMYITUPOBAHHBIM.

He pexomeHnyeTcsi 1aBaTh Jiefly Ha3BaHHUE C HESIBHO BBIPAKCHHBIM ITPU-
3HaKOM TrpynnupoBku Tuna «OOmas nepenucka», «Pa3Hble JOKYMEHTBI»,
«CrpaBouHble MaTepuasib» U T. I. [Ipu GONIbIIMX MOTOKAaX JOKYMEHTOB He-
KOTOpbIE M3 HUX, OCOOCHHO TOMAaBIIME TyAa CIy4ailHO, MOTYT OBITh 37€Ch
OYKBaJIbHO «IIOXOPOHEHBI», TOTOMY YTO HUKOMY B TOJIOBY HE IMPHUIET UCKATh
UX TaM.

Ecnu pa3HOpPOIHBIX JOKYMEHTOB HEIOCTAaTOYHO ISl (pOPMUPOBAHUS
CHEIUATBHBIX TMAIOK, BHIXOJIOM U3 MOJOKEHUS MOXKET OBITh JIOMOJHHUTEIb-
HOe (I10CJie HAa3BaHMsI) MEPEUMCIIEHNE BPEMEHHO BKIIFOYAEMBIX B JEJIO JOKY-
MeHTOB. Hanmpumep, 3T0 MOXKET BBITJISIICTh TaK:
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JAEJIO Ne 34

JlokyMeHTBI 0 IpUeMe U clavye UMYyIIecTBa

(Pacnopsizkenusi, Benomoctu, Axtbl, Onucu, Hakiaansie)

JKenartenpHo rpynmnupoBaTh B ankax JOKYMEHTBHI OJJHOT'O KaJIEHAAPHOTO
rojia UCIOJHEHUS, a JJi JOKYMEHTOB CO CPOKaMU HUCIIOJIHEHHUS B IOCe-
JYIOIKE TOJIbl 3aBOJIUTh OTAEIbHbIE Manku. Bce TOKYMEHThI B HUX JIOJKHBI
UMETh MOJIUCh, HOMEP U JIaTy PETHCTPAIlii, OTMETKY 00 MCITOJIHCHUH U Ha-
IIPaBJICHUH HA XpaHEeHHe B Aeyo Ne ...

3anpemaeTcsi MOANIMBATL B JIEJIO HEUCIIOIHEHHBIE WM HE3aKOHYCHHBIC
B IIPOM3BOJICTBE JOKYMEHTHI, Pa3pO3HEHHBIC SK3EMILISIPhI U3 KOMIUIEKTOB, 1y0-

JUPYIOIIKE APYT IPyra JOKYMEHTHI U JOKYMEHTBI, ITOIJIEKAIME BO3BPATY.

: HanmeHOBaHUE TIPEATTPUATHS

: HOMEHKIJIATYPA JIEJI YTBEPXJAIO

04.01.2004 Ne PykoBonurens npeanpusTus

Ha 2005 rog Iloonuco N. O. ®Gamunus
05.01.2004

WNunekc | 3aronoBok  nena | Kon-Bo gen | Cpok  xpanenus | [Ipumeuanus
nena (Toma) (TOMOB) nena (Toma)

1 . Cekperapuat

VYupenurenbHble 1 IlocTostHHO
01-01 JIOKYMEHTBI Ipea-
npusitust (yapenu-
TEJIbHBIN JOTOBOP,
YcraB u np.)

- Pepepent Iloonucw H. O. Gamunus
- 3aB. apXMBOM IToonucw U. O. damunus
- B 2005 r. 3aBeneHo e:

: (unpaMu 1 IPOTIHCHIO)

. BPEMEHHOI'0 XpaHECHHUS

(uudpamu U TPOIHUCHIO)

: IOJITOBPEMEHHOI'0 XpaHCHUS

: (urdpamu U IPOIHUCHIO)

- Pedpepent Iloonuce N. O. ®amunus

Puc. 15. OdopmneHne HOMEHKIIATypbl A€ IPEITPUATHS
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[Tpusnoxenus, HE3aBUCHMO OT AAThl UX YTBEPKACHUS WIN PETUCTPALINH,
IPUCOEIUHAIOTCS K JOKYMEHTaM, ¢ KOTOPBIMU OHM MEPEChUIATIUCH 10 10YTe
WIN U1 TIOTIOJIHEHUS KOTOPBIX OHU IpeJHa3Havyanuch. Takum oOpa3om, Bce
UCIIOJTHEHHBIE TOKYMEHTBI XpaHATCS B Mankax ¢ HazBaHueM «/lemno». Cneny-
eT 00paTuTh BHUMAaHKUE HA TOT (HaKT, YTO MPU COBPEMEHHBIX CIIOCO0ax Kper-
JeHust OymMard CKOpOCIIMBATEIEM B CTaHAApTHBIE KapTOHHBIC MAnKd He
JOJDKHO BKITFOUaThes Oonee 250-Tu AUCTOB.

Homenxnamypa oen nipeactapiser coOOM CUCTeMaTU3UPOBAHHBIN mepe-
YeHb HAUMEHOBAHUU /i), 3aBOAUMBIX B OpPTaHU3alllH, C YKA3aHUEM CPOKOB
WX XpaHEeHUs, 0POPMIICHHBIM B yCTAHOBJICHHOM TMOPSIAKE.

B HOMEHKNaTypy [1e7 BKIIFOUAKOTCS BCE JieJla CTPYKTYPHBIX MOApa3aeie-
HUW OPEeAnpUsTHS U KypHajbl perucrpauuu. He BKIItO4aroTCS B HOMEHKJIA-
TypY HaAyYHO-TEXHUYECKHUE IOKYMEHTBI U MIEYATHBIC U3JAHUS.

Homenknartypa nen cocraBisieTcsi cekperapeM-pedepeHTom, crernuaim-
CTOM, OTBETCTBEHHBIM 3a palbOTy C JOKyMEHTaMH, WIM apXUBHUCTOM TIPEI-
MPUSATHUSL.

B kadecTBe pa3nenoB HOMEHKIATYPbl HCHOJIB3YHOTCS HAWMEHOBAHMS
CTPYKTYPHBIX MOJpa3jaesieHuil npeanpusdatusi. [Ipy oTCyTCTBUM CTPYKTYPHBIX
MoApAa3eICHUN B KQUeCTBE Pa3/ieIoB HOMEHKIIATYPhI MOTYT ObITh UCIIOJIb30-
BaHbl HAIMPABJICHUS ACATEILHOCTH MPEANPUITUS WU JOJKHOCTU PYKOBOIU-
TEJIEW U CIEeLIMATUCTOB MPEAIPUATHS.

B nauvane xaxzaoro paszena yka3bIBalOTCsl HauOoliee Ba)KHbIE JJIs /€S-
TEJLHOCTU TMPEINPUATHS JOKYMEHTBI: MPHUKa3bl, MPOTOKOJIbI, 3aTeM Iepe-
MUCKa U JApyrue WH(POpMaIMOHHO-CIIPaBOYHbIE JOKYMEHTHI. B KoHIlE pa3ne-
JIOB IPUBOJATCA KypHalbl peructpauuu. HoMeHknaTypa J1eia noAnuchiBaeT-
Csl COCTAaBUTEIIEM M YTBEPKIACTCS PYKOBOJIUTENEM MpEanpuATHs. B koHie
roJia IeJaeTcs UTOroBas 3aluch O KOJMYECTBE 3aBEICHHBIX €.

4.5. ApXxuBHOe XpaHeHHEe JOKYMEHTOB

JIOKyMEHTBI OpraHu3aluu JUOO0 OCTalTCS Ha UIUTEIBbHOE apXHUBHOE
XpaHeHue, MO0 XpaHATCA KpaTKUe CPOKH, a 3aTEM BBIICISIOTCS K YHUYTO-
KEHUIO.

OT60p MOKYMEHTOB HAa XpaHEHHE WM YHUUYTOKEHHUE MPOU3BOAMUTCS IO
pe3yJIbTaTaM JKCHEPTU3bl MX LEHHOCTH DKCIEPTHOW KOMMCCHUEH MpPEANpPHU-
ATHS, HA3HaYaeMoU mpuka3zom aupekTopa. Komwuccus B cBoe paboTe pyko-
BozcTByeTcs [lomoxkennem o0 ApxuBHOM (ponme Poccuiickoit denepanuu,
[TpaBunamu paboThl BEJOMCTBEHHBIX apXUBOB, THIIOBBIM MEPEYHEM CPOKOB
XpaHeHus NOKyMeHToB, Homenknatypou nen m IlonoskeHnem 3KcCIepTHOU
KOMUCCHUU TMPEANPUITHS. DKCIEepTU3a LEHHOCTH JOKYMEHTOB IPOBOIUTCS
€XKErOJJHO C NOCTPAHUYHBIM IIPOCMOTPOM Aei. lIpu mocTtpanmyHom mpo-
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CMOTpE U3 BCEX JEJ MOJUIeKAT U3BATHIO TyOIUPYIOIIME dK3EMIUIAPHI JIO0KY-
MEHTOB, HEO()OPMIIEHHBIE KOIIUHU, YEPHOBUKU U JIOKYMEHTBI CO CPOKOM Xpa-
HEHUs, HE COOTBETCTBYIOIIMM CPOKY XpaHeHHs Jena. JlIokyMeHThl ¢ Oosee
JUINTEJIbHBIMU CPOKaMH XPAHEHUs, YE€M JIAHHOE JI€JI0, IEPEHOCATCI B COOT-
BETCTBYIOIIKE NManku. OTAeIbHbIE TOKYMEHTHI U JI€J1a C UICTEKIIMMU CPOKaMU
XpaHeHusi oTOuparoTcs A yHuuToxkeHus. [lo pesynbpraram sKkcnepTusbl co-
CTaBJISIIOTCA Onucyu 0esl BPEMEHHOIO U JIOJITOBPEMEHHOIO XPaHEHUs, a TaKkKe
Axmobl 0 BbIACIIEHUU JIeN K YHUUYTOKeHHI0. Dopmbl onuced U akToB yHU(U-
LUPOBAHBI.

Onucu Oen paccMaTpUBAIOTCS HA 3aCEJaHUU HKCIEPTHOM KOMHCCUU
NPEANPUATHS, COTJACOBBIBAIOTCA C DKCHEPTHBIMU KOMHUCCHUSIMH apXUBOB
¥ BMECTE C aKTaMH Ha YHUUYTOKCHHE JJOKYMEHTOB YTBEP)KIAIOTCS B TPEX K-
3eMIUIApax pykoBoauTeneM mnpeanpusatus. OIUH 3K3eMIUIIp Mepenaercs
B apXMB, BTOPOW MpUJIaraeTcsi K MPOTOKOJY 3acellaHus IKCIEPTHOM KOMHC-
CUM KaK OCHOBAHUE, TPETHM OCTAETCA B KaUECTBE KOHTPOJBHOIO 3K3EMILISIpa
B CEKpeTapuaTe MpeArnpusTUs.

Paznmuuator noninoe n yuacmuynoe ogopmieHue crnadu nen Ha XpaHCHHE.
[Tonmnoe odopmieHHe YCTaHOBIECHO TOJIBKO Ui JEJl JOJITOBPEMEHHOTO
(cBbiie 10-Tu neT) 1 MOCTOSTHHOTO XpaHeHusa. OHO MpenycMaTpUBaeT HyMe-
paruio JMCTOB B Jiene apaOckumu nudpamu (B MpaBOM BEPXHEM YTIIy) dep-
HBIM T'papUTOBBIM KapaHIalloM, EPEIIET JOKYMEHTOB B TBEPYIO OOJIOKKY
U3 KapTOHA U NPOLIMBKY €€ CypOBOM HUTHIO Ha 4 MPOKOJa C 3aKperieHuEM
KOHLIOB CYpry4yHOH IeuYaTbl0, BHECEHHUE YTOUHEHUH B PEKBU3UTHI OOJIOKKU
Y COCTABJICHUE 3aBEPUTENIbHOM HAAMKMCH. 3aBEpUTENIbHASI HAJIUCh Jelia OT-
paxaeTt, nMpu HEOOXOAMMOCTH, OCOOEHHOCTH (PU3MUYECKOIO0 COCTOSIHUS Jelia
(HanmpuMep: HaIM4YKUE MOBPEXKICHUM, Pa3pbIBOB, CKIIEEK, OTCYTCTBHE OT/AEIb-
HBIX JJOKyMEHTOB WJIM UX YacTeH U T. I.).

Jlena BpeMmeHHOro xpaHeHus (10 10-Tu JeT BKIIIOUUTENBHO) MOJJIEKAT
YaCTUYHOMY O(OPMIICHHIO. DTH JeJla JOIyCKAeTCsl XPAaHUTh B CTaHIAPTHBIX
CKOPOCILIMBATENX, JIUCTHI MOXKHO HE HYMEpOBaTh, a 3aBEPUTEIbLHON HaJIIH-
CH He cOoCcTaBJATh. [10 cOrlacoBaHMIo ¢ apXMBOM BMECTE C JI€IaMH B apXUBbI
CIAIOTCSl PETUCTPALMOHHBIE KAPTOUYKU HA JTOKYMEHTHI.

B He6onpImKMX MO CTPYKTYpE M INITATHOW YHCIECHHOCTH (UpMax, Kak
MpaBUJIO, OTCYTCTBYET CIEUUATbHOE MOJpa3/ieJIeHUE — BEJOMCTBEHHbBIN ap-
xuB. B 3TOM ciydae 3a COXpaHHOCTb JOKYMEHTAI[MM U CBOEBPEMEHHYIO C/1a-
4y €€ B roCyJapCTBEHHbI apXUB OTBEYAET CEKPETaph-pePEPEHT (PUPMBI.

B3auMopeiicTBue rocyqapcTBEHHBIX ApXMBOB C COBPEMEHHBIMU KOM-
MEPUYECKUMU CTPYKTYpaMHU OCYLIECTBIISETCS HA JOTOBOPHON OCHOBE.

B noroBope 3akperuisitoTcst 00s3aTeNIbCTBAa CTOPOH: TOPSIIOK, COCTaB, CPo-
KU TIepeiayyl IOKYMEHTOB Ha MOCTOSIHHOE WJIK JIETIO3UTHOE XpaHEHHE U T. JI.

[IpeanpusaTre MOXET COKPAaTUTh CPOK XPaHEHHs JOKYMEHTOB B CBOEM
BEJIOMCTBEHHOM apXMBE J0 IepeAadyd MX Ha TOCYJapCTBEHHOE XpaHEHHE
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B ClIydasaX MNPCKpallCHUS WU HECTAaOMJIbHOCTH ACATCIbHOCTHU, OTCYTCTBUA
YCJ'IOBI/Iﬁ I XpaHCHUA JOKYMCHTOB, JKCJIAHUA CaMOI'O IIPCAIIPUATHA.

KonTposabHbie BONPOCHI U 3aJaHUS

1. Yro mpexacrapiser coO0i TOKYMEHTOOOOPOT NPEeANpUATUS (OpraHu-
3arum)?

2. llepeuncnute onepauuu no oOpabOTKE JOKYMEHTOB, IOCTYMHAIOIINX
B OpraHU3aluIoO.

3. Kakue omnepanuu BKIIIO4aeT B ce0s 00paboTKa JOKYMEHTOB?

4. Kakue npouenypsl BKIOYAET B c€0sl TEXHOJIOTUS BEICHUS KOHTPOJIS
32 CPOKaMU UCITOJIHEHMSI IOKYMEHTOB?

5. Kakue BHIBI KOHTPOJIS 332 CPOKAMH HMCIOJHEHHs JAOKYMEHTOB HC-
MOJIB3YIOTCSl B OpraHu3aLMsIX?

6. Ilpu BBIIOJIHEHMM KakKWX YCJIOBUH JTIOKYMEHT MOYKHO CHSTh C KOH-
TpOJIst?

7. Kakue npu3Haku UCMONb3YIOTCA PU GOPMHUPOBAHUU 1?7

8. ITloueMy HEOOXOOMMO BEJIEHHWE «HOMEHKIIATYpPBbI JE» Ha Mpearpu-
ATUU?

9. Kak ocymiecTBisieTcsl IOArOTOBKA /1€l K apXUBHOMY XPAHEHUIO?

10.Yto mpencraBiseTr coOoil moiHoe opopMIIEHHE coadd Jien Ha ap-
XUBHOE XpaHEeHHue?
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I'naBa 5

AEJOBBIE U KOMMEPYECKUE ITUCBMA

5.1. CTtpykTypa AeJIOBBIX H KOMMEPYeCKHUX MUCEeM

OdunmanbHOE MUCHMO — OJWH U3 BAXHEHIIMX KaHAJIOB CBS3H MPEATPHU-
STHSI, OPTaHU3AIUH, YUPSKICHHSI C BHSITHUM MUPOM. Uepe3 mucbMa BeayTCs
MPEIIOTOBOPHBIC TIEPETOBOPHI, BBIICHSIOTCS OTHOIICHHS MEXKIY IMPEATPHU-
ATUSMH, W3JIaraloTcs MpeTeH3uu. [luchMa COMpOBOXKIAIOT MaTepUaTbHBIC
HEHHOCTH B MYTH U T. [I.

BaxxHol 3amaueit mpu COCTaBJIICHUH MHCbMa SIBIISIETCA €ro MHGOpMaIK-
OHHOE HACBIILIEHUE, T. €. BKIIOUEHUE B HETO I11€J1eCO00pa3HOro KOJUYEeCTBa
undopmaruu. [lucema OBIBAIOT 0OHOAcnekmHble U MHO20acnekmHvle. He-
PEIKO OJUH aCTHEeKT MOXKET COCTaBUTh COJEP)KaHHME BCETO MHChMa, U Yallle
BCEr0 TAaKUMH SIBIIIOTCS MUCHhMa, HE TpeOyromue oTBeTa. JJis MHOTOaCeKT-
HBIX THCEM YK€ CIIOXKHUJINCh OMpPENCICHHBIC YCTOWYUBBIE CUHTAKCHYECCKUE
KOHCTPYKITUU JIJISI BEIPAKEHUSI TOTO WJIM MHOTO acleKTa coaepraHus. Tekcr
MHOTOACIIEKTHOTO THChMa OOBIYHO COCTOUT W3 PA3JENiOB, IMOIPA3ICIIOB,
MyHKTOB, TOAMYHKTOB. M3/10)KeHNe KaKI0TO acrekTa Heo0X0IMMO HaYuHATh
c abzana. OgHaKoO A1 COBPEMEHHOM JEJIOBOM MEPENUCKU XapakTepHa TEeH-
JICHITUST COCTABJICHUS TIPEUMYIIIECTBEHHO OJTHOACTICKTHBIX ITHCEM.

Haubonee npocTas cTpykTypa nucbMa — 3TO JB€ 4yacTu. B nepBoii uzna-
ratotcsi GakThl U COOBITUSI (MOTHBBI, APTYMEHTHI), TTOCITYKUBIIUE OCHOBAHU-
€M JJI COCTaBJICHUs MHChbMa, BO BTOPOI — BBIBO/IbI, MPOCKOBI, MPEAJIOKECHHUS.
[Ipu coctaBneHuu J1I0OOr0 MUChbMa BHayajle HYKHO HAMETUTH JIOTHYECKYIO
cxeMmy ero coaepxanusi. [I[puBeneM npuMepsl CTPYKTYPBI TUCEM, COCTOSIINX
U3 ABYX-TPEX YACTEH.

Cnyorcebroe nucbmo-3anpoc:

— 00OCHOBaHHE aKTyaJIbHOCTH 3aIpoca;

— COJEpKaHUE 3ampoca;

— OXHUJACMbIN PE3yNbTaT, €CIU MPOCh0a OyIET BHIMOTHEHA.

ConpogooumenvHoe NUCbMO:

— C000IIIeHre O BBICHIIIAEMOM MaTepHUale;

— YTOYHSIOIINE CBEACHUS.

Iucvmo-npocvoa:

— W3JI0KEHUE MPUYUHBI, TOOYAUBIIIEH 0OPATUTHCS C MPOCHOOH;

— M3JI0’KEHUE MTPOCHOBI;

— OXHUJACMBIA pe3yJbTaT, €CIM Npochk0a OyaeT yJIOBJIETBOpPEHA, BhIpa-
YKEHUE TOTOBHOCTH K JAJIbHEUIIIEMY COTPYIHHYECTBY.
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Iucomo-omsem (0TKa3 B IpoChOE WIIM OTKIIOHEHHUE TIPEIOKEHHUS ):
— TOBTOPEHHE U3JI0KEHUS MMPOCHOBI;

— 000CHOBaHKE MPUYUHBI HEYOBJICTBOPEHUS MTPOCHOHI;

— KOHCTaTaIMsl 0TKa3a WM OTKJIOHEHUS TPEIOKCHHS.

5.2. Kinaccuukanus 1eJIOBBIX M KOMMEPYeCKHX MUceM

JlenoBas nepenucka — HEOTHEMIIEMOE CPEACTBO CBSI3U NMPEANPUATHS C
BHEIIHUMH OpraHu3anusMu. B OonpmuHcTBE (pupM MUChMa MPEBAIHUPYIOT
HaJ[ OCTaJIbHBIMU JTOKYMEHTAMH.

[TucbmMo — 0000IIEHHOE Ha3BaHUE PA3IUYHBIX MO COJEPKAHUIO JOKY-
MEHTOB, IEPECHUIAEMBIX T10 MOYTE.

Ilo conepkaHuI0 U HA3HAYEHUIO MHCbMA MOTYT OBbITh: MHCTPYKIMOH-
Hble, TrapaHTUHHblE, HHQOPMALMOHHbIE, PpEKJIAMHBIE, PpPEKJIaMallMOHHBIE,
IIMCbMa-3alpoChl, IHCbMa-U3BEIIEHUS, MHUCHbMA-TIPUIJIAIICHUS, IHUChMa-
OTBETHI U JIP.

HucmpykyuonHnvle TICbMa UCXOJAT U3 TOCYAAPCTBEHHBIX WJIM MYyHULU-
NAJbHBIX OPraHOB BJIACTH W YIIPABJIEHUS U COJEP)KAT, KAK MPAaBUIIO, PEKO-
MEHJAl1H, YKa3aHUs, Pa3bICHEHHS 10 Pa3IUYHBIM BOIIPOCAM.

I'apanmuiinvie TucbMa coJiepKaT rapaHTHH OIUIATHI, CPOKOB MOCTAaBKU
WJIM Ka4eCTBa IPOIYKLHUU.

K ungopmayuonnvim ycioBHO OTHOCST NMUCbMa, COJEprKaliue cooOlie-
HUS1, TPOCHObI, HATTOMUHAHMUSL, PETIOKEHUS.

Pexnammnsie nucbma cogepkar pekiamy, LEHbI NpejiaraéMblX TOBAPOB,
YCIIYT.

Kommepueckue mucbmMa COCTaBISAIOTCA IIPH 3aKJIFOYEHUU U BBIIIOJTHEHUU
KOHTPAKTOB.

B pexnamayuonnvix nuchbmMax NpeAnpusATUs TPEOYIOT BO3MELIECHUS
yOBITKOB, HAHECEHHBIX M3-3a2 HEBBINOJIHEHUS WM HApPYLIECHUS YCIOBUHA KOH-
TpaKTa Ipyrou CTOPOHOM.

B HEKOTOpBIX ciiyyasix COCTaBJISIIOTCS CONpO8oOumenbHble MIUChbMa, KO-
I7la HalpaBJsSIEeMbIN apecaTy OCHOBHOM JOKYMEHT TpeOyeT HOMOTHUTEIbHO-
IO MOSICHEHUSI.

TexcT muchbmMa HOKEH OBITH JAKOHHYHBIM, YOCIUTEIbHBIM U KOPPEKT-
HbIM. DaKThl U COOBITUS TOJKHBI TPEACTABIATHCS OOBEKTUBHO, a BCE CTOPO-
HbI MPEJCTABISIEMOr0 BOIIPOCA JOJKHBI OCBEIIATHCSA C JOCTATOYHOU IMOIHO-
TOH, KPATKO U SICHO.

Iucsmo-npuriaamenue. [lucbMo-npuriamneHe — ciy>ke0Hoe MUCbMO,
Pa3HOBUAHOCTh MHUCbMa-u3BelieHuss. OHO MOXKET 0pOpMIIATHCS HE Ha OJiaH-
K€, UMETh pa3inyHblil popmar, 1set. [Ipu opopmiieHnn Takux nuceM Moryt
MCII0JIB30BAThCS PA3JIMYHbIC JIEMEHTHl YKpPAIEHUsI TEKCTa — OPHAMEHT, PHU-
CYHKH U T. II.
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Yeaowcaemwiii... :

Dupma «Bennkom» COBMECMHO ¢ YNpasieHueM MexHUKY Oe30nacHocmi
PAO «EDC Poccuuy npuenawaem Bac o3nakomumuvcsi ¢ npooykyuetl, oéecneuu- :
- saiowell yoobcmeo u 6e30nacHocms mpyod, NpeoCmAeIeHHOU HA 6bICMAGKE
«Hequezas'cmpou 2005». :

byoem paowvt euoems Bac 6 nasunvone Ne5
¢ 15 no 20 mapma 2005 200a no aopecy:
Mockea, B/THX

Puc. 16. [Iucemo-npurnamenue

IMucbmo-npock6a. [TuceMo-npockda — ciry’)ke0HOE MTUCHMO, TIENb KOTO-
poro — moisrydeHrue WHGOpPMAIUH, YCIyT, TOBAPOB, HEOOXOIUMBIX OpraHU3a-
Uu-aBTopy. OTPOMHOE YHCIIO YIPABICHYSCKUX CUTYAIMi NAIOT MOBOJ IS
COCTaBIICHUS TUCEM-TIPOCHO.

[Tucemo-tipocb0a MOKHO coaepkaTh 00OCHOBAaHWE MPOCHOBI M M3JI0-
JKeHue camoul mpochObl. OOOCHOBaHWE JOHKHO MPEAIIECTBOBATH H3II0XKE-
HUIO TPOockObl. OOOCHOBAHME MOKET OTCYTCTBOBAThH B CIIy4asiXx OUYEBHIHOCTH
npockOBI, €€ TUIIOBOTO XapaKkTepa, a TaKKe B CIIydae, €CIM OCYIIECTBICHUE
JEUCTBUN, COCTABJISIONIUX MPOCHOY, SBISETCS OOS3aHHOCTHIO OpraHU3aIlNH,
noJipa3AesieHus], TOJKHOCTHOTO JIUIIA.

Yeaswcaemurii FOpuit Ilempoeuuy!

B cea3u ¢ pacuuupenuem npouzso0cmeeHHbIX MOWHOCMEI U 66000M 6 IKC-

: - RIYAMAYUI0 HOGbIX JUHUIL NO NPOU3EOOCMEY 20PHO-UWIAXMHO20 000PYOOSAHUS :
- npocum Bac svicnams ¢ nawt adpec nomenxnamypy npousgooumou Bamu npo-
Oykuuu. :

C ysaoicenuem,

I'enepanvhutit oupekmop noonuce D.U.0

Puc. 17. Ilncsmo-npocnda

[Tucemo-npeyioxkenue o corpyauuyectse. Lllupokoe pacnpocrpanenue
NOJLYYWIH RUCbMA-NPEOSIONHCEHUA 0 compyOHuuecmee. Jlornueckas cxemMa
MOCTPOEHNUS ITUX NHCEM TAKas ’Ke, KAK M CXeMa COCTABJICHUSI nucem-
npocbd. OHU COCTOAT U3 BYX YACTeil: U3JI0KEHUsSI CYyTH BOIPOCA U MpeI-
JIOKeHHH 0 coTpyaHnuecTse. O0paineHue nepex TeKCTOM ynorpedasercs
He Bcerjaa.
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Yeaowcaemvie cocnooa!

: Hawa ¢pupma 6 meuenue mnozux rem cneyuanuzupyemcs Ha KOMIIeKmayuu
- 00beKmMo8 cmpoumenbcmaa dNeKmpomexHuieckum 000py008aHueM. :
: 3a epemsa pabomvl Hawa Gupma 3apexomendosana cebs HadeHCHvIM napmue-
| POM, KQUeCmeeHHO U 6 YCMAHOBICHHbLE CPOKU 6bINOTHAIOWUM 3AKA3bL CEOUX KIU-
. eHmoa.

IIpeonazaem Bam 6ocnonvzosamuvca ycuyeamu Haweu hupmsbl no NOCmaske
| KauecmeeHHoU U HeO0pO20il JIeKMPOMEXHULECKOU NPOOYKYUU, NPOUZEOOUMOU
- ayvwumu npeonpusmuamu Poccuu.

Puc. 18. IIuceMo-npensioxxeHue o COTpy AHUUECTBE

ConpoBoaurenbHbie nucbMa. ConpoBOAUTENbHbIE TUChbMA COCTABIISA-
IOTCSl JJIsl COOOILEHUs afpecaTy O HalpaBIEHUM KaKUX-TMOO TOKYMEHTOB,
MaTepUaAIbHbIX LIEHHOCTEH. OTHU NHUChbMa BBIMOJHSAIOT BAXKHYIO (DYHKIIHIO
KOHTPOJIS 32 MIPOXOXKJICHUEM JIOKYMEHTOB U I'PY30B, BBIIIOJIHSS BMECTE C TEM
(GYHKUHUIO SIPIIBIKA.

B conpoBoauTenbHOM MHUCHbME BCErja YMNOTPEOJSIOTCS CTaHIapTHBIE
BBIPAXKECHUSL. Hanpaeisem, nocvliaem, evicvliaem. B KOHIE TEKCTa COPOBO-
JUTENIBHOTO MUChMA JIEJIaeTCsl OTMETKA O HATMYUU [TPUIIOKEHHUS.

- 0 Hecocmosmenvrocmu  (6ankpomcmee) om 02 espana 2005 200a Ne30—P
- nanpaensem Bam axmol ¢ KoMnAeKMami OOKyMeHMO8E No NpeonpUsImusM: :
: 1. 340 «Hosocubupckuii KoMOUKOPMOBbLU KOMOUHANY.

2. @abpuka depesannou uepyuru Nej.

Ipunoocenue: na 8 1. 6 2 9x3.

Puc. 19. ConpoBoauTensHOE TUCEMO

IMucbmo-3ampoc. [Tucemo-3amnpoc — cy)ebHoe TUCHMO, HAIIPaBISIEMOE
C 1IEJIBIO MOJYUYCHUS KaKUX-TM00 O(UIIMATBHBIX CBEJACHUN U JJOKYMEHTOB.
Texer muchma-3ampoca COAEPKUT 0O0OCHOBaHUE HEOOXOAMMOCTH TIpe-
JIOCTaBJICHUsI CBEJICHUM WJIM MaTEPHAIOB M COOCTBEHHO M3JIOKEHHUE 3aIpoca.
: B ceéa3u ¢ nposooumoti nposepxoii npocum Bac npedcmasumsb Konuu cie-
- OYIOUUX OOKYMEHNO6: :
: 1. Ycmasa opeanusayuu.
2. Ceudemenvcmea o pecucmpayuu OpeaHu3ayuu.
3. Jlocosopa nocmasxu ¢ OO0 «3enenxos».

Puc. 20. [Tucemo-3amnpoc
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IMucbmo-61arogapruocThb. [TucbMO-0J1ar0JapHOCTh — CITYKEOHOE MHCh-
MO, HaIpaBJIIEeMOE OPraHM3alldd, JOJPKHOCTHOMY JIMIly WM TpakIaHUHY
C BBIpa)KCHUEM 0JIaroapHOCTH 33 COBEPIIICHHBIC ACHCTBUS.

OTH TIMChMa, KaK IPaBUJIO, COCTABIISIOTCSA B Oosee cBOOOIHON (opme,
4eM JIpyrue pasHOBHAHOCTH mwceM. KirtoueBbIMH (pa3aMu IUCbMa MOTYT
OBITh CIICAYIONIUE BBIPAKCHHUS:

Fbnazooapum 3a oxazannyio nomows é...
Buvipasicaem Bam ceoro baazooapnocms 3a...
Ilozsonvme Bac nobnazodapums 3a...

—————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

Yeaocaemvuii [lemp Unvuy! :
: B mae amozo 200a 6 Bawem uncmumyme npoxooun HaAy4HO-NPAKMUYECKUI -
- cemunap «Cospementule npodieMbl PUMOPUKULY.
_ brazooapum  konnexmue — Uncmumyma — pycckoeo — A3blka  UMEHU
- A. C. Ilywkuna 3a npekpacHyro op2anu3ayuio u 3a 02POMHbII mpyo no nponazanoe
| pUMOPUYECKUX 3HAHULL.
: JKenaem Bam meopueckux ycnexos u Hadeemcs Ha nioOOmeopHoe CompyoHu- -
- 4ecmeo. :

Jupexmop uncmumyma,
npogheccop A. U. Muxaiinos

Puc. 21. ITucemo-61aromapHocTh

Nudopmanunonnoe nucbmo. Llens nHGOpMALIMOHHOTO NMHUChbMa 3aKIIO-
4yaeTcsi B CBOEBPEMEHHOM HH()OPMUPOBAHUU APYroro MpearpusiTUs WU 3a-
MHTEPECOBAHHOTO JUIa O cBepuuBLIeMcs ¢akte. Jljig Takoro nucreMa ObIBa-
€T I0CTaTOYHO MOANHUCHU pedepeHTa nin cekperaps. OaHaKko, B 3aBUCUMOCTH
OT 3HAYMMOCTH H3JIaraeéMbIX COOBITHI WM (DAKTOB, MHCbMO MOXET OBITH
IOAIMCAHO COOTBETCTBYIOIIMM JO/DKHOCTHBIM JIMLIOM. B 1eimoM mpuHsro,
4YTO MH(OPMAIIMOHHBIE MUChMa MOINUCHIBAET PYKOBOJIUTENb MPEANPHUITHS,
OpraHU3allH, YUPEKICHHUS.

: Cosemecmuovim pewenuem xoaneauu I'occmpos Poccuu u Ilpesuouyma LK
- npoghcoro3a pabomHUKO8 MECMHOU NPOMBIULIEHHOCMU U KOMMYHAbHO-ObIMOBBIX
- npeonpusimuii Poccuiickoii @edepayuu no umozam Bceepoccuiickozo KoHKypead 3a
2004 200 Ha yuwylo  opeanusayuio  npeonpusmue  cepvl  HCUTUUHO-
| KOMMYHAIbHO20 X0351icmeéa no d¢ghexmuenocmu pabomvt 6 HOBbIX IKOHOMUYE-
| CKUX YCNIOBUAX NPUSHAHO Nobedumenem ¢ npucysxicoenuem ounioma I-ii cmenenu :
- VIKKX Oxmsabpwckoeo pationa 2. Tomcka. Jupekmopy 'upeesy A. B. obwsaenena :

Puc. 22. UadopmarimoHHOEe MUCEMO
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O6beM WHGOPMAIIMOHHOTO TMHChMa MOXKET BapbUpPOBaTh OT pa3Mepa
OOBIYHOM CIIPABKH, COCTOSIIECH M3 OJHOTO MPEJIOKECHHS, 10 COOOIICHMS, 3a-
HHUMAFOIIEro HECKOJIbKO cTpanHmil. Hepeako k mHGOpPMAlMOHHBIM MHChMaM
MPUOETAIOT C IIEJBI0 IPOITaralibl ASATeILHOCTH OTACIBHBIX OPTaHU3aIIH.

I'apantuiiHoe mucbMo. [ apanmuiinble nucbma COCTABISIOTCA C LEIIBIO
MOATBEPKACHUS ONMPEACICHHBIX O00CIIaHUN UM YCIOBUN U aJpPECYIOTCS Op-
raHu3alusM Wik OTAeiabHOMY Juily. CJIOBO «TapaHTHs» BOOOIINE MOXKET HE
YIIOMUHATBCS B TEKCTE MUChMA, TEM HE MEHEE MUChbMO MOXET OBbITh rapaH-
TUUHBIM. ["apaHTUPOBATHCS MOTYT IUIaTa 3a BBHIMOJHEHHYIO pabOoTy, KayecT-
BO, CPOKH BBITMOJIHEHHSI pa0boT, OIjiaTa MPOIYKIMH, OIjlaTa apeHabl U T. 1.
B Takux nuceMax MCIOJIB3YIOTCS CIEIYIOIINE CTAHAAPTHBIC BBIPAKCHUSA: 2a-
panmupyem, upma eapaHmupyem, npocum BblClamb 6 HAul aopec Halo-
JHCEHHBIM NIAMENHCOM.

: IIpocum dame paspewenue Ha apeHdy konyepmuoeo 3ana 8 mapma 2005 e.
c17.00 oo 21.00 ona opeanusayuu KOHYepma mAaHyedaIbHO20 aAHCAMO

Puc. 23. I'apanTHiiHOo€ MUCEMO

IMucbmo-oTBeT (0TKAa3). Jlornueckass cxema NUCbMa-OTBeTa (OTKa3a)
CIIeYIOTIas:

— TMOBTOpPEHHUE MPOCHOBI, HA KOTOPYIO COCTABIISIFOT OTBET;

— 000CHOBaHHE MPUYUHBI OTKA3a (€CIM MUChMO-0TKAa3);

— KOHCTAaTaIwus 0TKa3a.

: Paccmompes Bawe npeonoscenue 06 omuecenuu nompeoumensbckou Koone-
. payuu K epynne cenbCkoxosscmeennvix nompeoumenei, Komumem P® no nonu-
- muKe yeu cuumaem, 4mo pacuiupenue Kpyaa 1b20muolx nompeoumeneii 31eKkmpo-
| OHepeuu npueeoem K CHUIICEHUIO PeHMabenbHOCMmU dHep2emudecKux npeonpu-
C AmMutl Ui K Heobxo0umMocmu 0ONOJHUMENbHO20 NO8bLUeHU Mapugos 0Jist Opyeux
- nompebumenneil.
: B cesa3zu ¢ smum Komumem ne modcem coenacumcs ¢ Bawum npeonodicenuenm.
Oonospemenno coobwaem, 4mo 8 HAcmosujee 8pemMs N0020MoGeH NPOeKm
- pacnopsiocenus Tpasumenvcmea P®@ 06 ycmanosnenuu mapughos Ha s1eKmpo-
| DHEpeUI0, OMNYCKAEMYIO CEelbCKOXO3SUCMBEHHBIM NOMPeOumensim Ha npou3eoo-
. CMBeHHble HYAHCObl, Ha YPOBHE CPEeOHUX 3ampam ¢ MUHUMAIbHOU pPeHmabelbHO-
. cmylo.

Puc. 24. TTuceMo-0TKa3
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5.3. CranpaprtHblie ¢ppa3bl U BHIPAKECHUS
JeJI0BBIX 1 KOMMepPYeCKHX NnucemM

Jlist OOJBIIMHCTBA JENOBBIX MUCEM XapaKTepHa MOBTOPSAEMOCTb OJHUX
U TeX %e 000pOTOB, OCBOMB KOTOPbIE MOKHO COCTABUThH TEKCThI Pa3IMYHBIX
IIACEM.

Hayvasno nucema (akca) MOKET UMETh CIICTYIOIINE BapUAHThI OOpAIIICHHUS:
— «YBaxaeMmbiii rops JleonugoBuu!»;

— «l"ocnioaun 30puH!»;

— «Urops Jleonumosuu!»;

— «YBaxXaeMblil I-H 30puH!»;

— «YBaxaemble rocnojay (ynorpeOisieTcsi, Korja HEeU3BECTHbl MMEHa
noJiyyaresen Muchbma).

3areM ymecTHBI OblTH OBl CIIOBA OJAarogapHOCTH:

— «MpI ObuH pajipl OTYYUTH Baie nuceMoy;

— «bounbmoe cracu6o 3a dakc ot 03.11.2004;

— «llonTBepkaaem ¢ G1aro1apHOCTHIO MoNTyueHre Bamero nucbmay.

CocTaBuTeNnb JEIOBBIX U KOMMEPUYECKUX IMUCEM JOJDKEH 3HAaTh U HC-
MOJIB30BaTh HAOOP CTaHAAPTHHIX (Ppa3.

st 06vscHenus Momueog TOro WM UHOTO JEUCTBUS, TOM UM UHOM pe-
aKI[MU UCTIOJIb3YIOTCS CIEAYIOIINE BBIPAXKCHHUS:

— B c¢Bs13u ¢ orcyTcTBHEM (DMHAHCOBOM TOMOIIIH. . .

— B cBsI3UM €O CJI0)KHOM CIIOKUBIIEHCS CUTYalUEN. . .

— B nopsijike npoBeieHrsi COBMECTHOM pabOTHL...

— B cooTBercTBUU ¢ Bammm nmucbmMom...

— B cooTBeTCTBHM C TPOTOKOJIOM...

— B oTtBer Ha Bame obparienue...

— B noareepkaeHne Haleu 10roBOPEHHOCTH. ..

— B nensix ycuneHus OTBETCTBEHHOCTH. ..

— Ha Bare o6parmienue...

Ecnu cocrapnsiercst nucbmo-npocvba, UCTIONb3YIOTCSI TAKUE BBIPAYKEHUS:
— IIpocum oka3aTh COnENUCTBHE. ..

— IIpocum BbICIIaTh B HALI aApEC...

— IIpocum NpUHATH y4yacTHeE...

— IIpoury npuHATH MEpHL...

— IIpoury npuHATH K CBEICHHUIO. ..

— IIpoury nTMKBUAMPOBATH 3310KEHHOCT...
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ConpogooumenvHule nucbma 0OBIYHO HAYUHAIOTCS CO CJIOB:
— Hanpasnsem nadopmanuio...

— BosBparmaem cipaBodHbIE MaT€pHAIBL...

— Brichutaem moanMCaHHBIN C HAIIEH CTOPOHBI JJOTOBOP...
— Ilocbutaem cripaBOYHYIO JIUTEPATYPY...

Omnpaska 2py3a, OOKyMeHma:
— Ornpasnsiem Bawm...
— Hampasnsem Bawm. ..

Tucvma-noomeeporcoenus HAUNHAKOTCA TaK:
— IloaTBepxnaem...

— C 011aro1apHOCTHIO MTOATBEPIKIAEM. . .

— @upwma «Kpyus» noaTBepKaacT...

B nucvmax-nanomunanusx ucronab3yroTcs TAKUE MOJICIIN:
— Hamomwunaewm, uro...
— Hamomunaem Bawm, 4dTo...

B nucvmax-uzsewenusx — takue:

— Coo0miaem, 4To0....

— CraBuM Bac B U3BeCTHOCTB, UTO...
— HM3BemaeMm Bac, 9To0..

Ilucomo — npedynpesicoenue:
— @upwma octapisier 3a coO0i MpaBo 0OPATUTHCA ..., €clid BhI ...
— 3azepKa NOCTaBOK MOKET MPUBECTH K ..

— Jlanubie Bamu ob6emanus, K COXAICHHUIO, HE BBITOTHIIOTCS, TIOITOMY
MBI BbIHYKJICHHI ...

Tucomo-eapanmus MOXKET COepkKaTh Ciemyronme Ghpasbl:
— Ormuiaty rapanTupyem...

— KauecTBO u3nenuii rapaHTUPyEM...

— CpoKH BBINOJHEHUS TAPAHTUPYEM...

Ilucvma-npuenawienus MOTYT HAYUHATHCS CO CIIOB:
— IIpurnamaeM NpUHATH yYACTHE...

— MBI pagel npurnacuts Bac...

— IIpurmamaem Bac...
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Omkas 6 npocvbe u OmKIOHeHUe NpeodnoNHceHUss CTPOIATCS MO0 TAKUM MO-
JEIISIM:

— Barre npeaioxeHue OTKIOHSETCS M0 CAEAYOIUM IPUYUHAM. ..

— HanpaBneHHblil B Ham agpec MNPOEKT IJIaHA COBMECTHBIX JIEHCTBUHI
n3ydeH. CunuTaeM €ro HeMPUEMJIEMBIM 10 CIEIYIOIIUM MPUYUHAM. ..

3axnrouumenvHuIMU C108AMU MEKCMA NUCbMA MOTYT OBITh CIIETYIOIINE:
— YOenutenpHo npocuM Bac Beiaenuts 10 MiH p. Ha mpoBeneHue Ona-
TOTBOPUTEIIBHOTO MapadoHa.
— Y0enuTenbHO IPOCUM HAIPaBUTh B HAIl aApeC HHPOPMAIIHIO.
— YoenutenbHO npocuM Bac He 3a7epKuBaTh OTBET.
— IIpocuM M3BUHUTH 3a 3aJIEPIKKY C OTBETOM.
— Haneemcs, uyTo Hama nmpocb0a Oy1eT BBIIOJHEHA.
Haneemcs, uto Haia npocs0a He Oyaet nist Bac 3atpyqHUTEIbHOM.
— MBI paccunThIBa€M Ha YCHEITHOE MPOI0JDKEHUE COTPYIHUYECTBA.
— C yBaxeHHEM...

5.4. PexoMeHIaIum
K HAITMCAHMIO JIeJIOBBIX 1 KOMMepPYeCcKHX muceM

TekcT nenoBoro muchMa JOJKEH OBITh KpamKum WU COJEPKaTh TOJIBKO
OCHOBHbIE CBeJIeHUA. J[OMOMHUTEIbHBIE CBEACHUS MOTYT OBITh MPUBEICHbI
B MpwiioxkeHuu. OJTHOBPEMEHHO MUCHMO JIOJKHO OBITh yOeoumenvbHbuiM, He-
3aBUCUMO OT TOTrO, KOMY OHO HarpanisieTcsi. OCHOBHBIM yCIOBUEM yOeIu-
TEJIBLHOCTH THChMa SIBIAECTCS €r0 JokazamenvHocms. TouHble maThl, Oec-
criopHble (haKThl 0COOCHHO BaXKHBI, €CITM HEOOXOIUMO Pa3o0paThbCst B TPY/I-
HOM BoIpoce. YOeAUTEeIbHOCTh MUChMa 3aBUCUT OT YMEHHsI COCTaBUTENS
BBIPA3UTh UHTEPECHI TOW OpPTaHU3aIUH, Kyaa OH oOpaIiaercs.

[Ipexxne Bcero, U3JI0KEHUE JOIDKHO OBITh 06vexmuenvim. Kpome Toro,
OHO JIOJDKHO OBITh HeumpaibHbiM TIO CTWIIO. B oduInaabHBIX MHChMaxX HE
JIOTYCKAIOTCsl UPOHU3UPOBaHUE, rpydbocTh. He creayer BnagaTh U B APYryro
KpalHOCTh — UCIOJIb30BaTh BHIYYPHBIC CJIOBA, BBIPAXKATh YPE3MEPHYIO BEXK-
TuBOCTh. HeyMecTHBI B J€JIOBBIX MUCbMax 0OOpOTHl TUNA «He omkadscume
6 1robesnocmu...». CTUIb JIETOBON MEPENUCKUA JOJKEH OBbITh JIO0CTaTOYHO
opuyUaIbHbIM.

O6o3nauenne nudponoii uHGopmannu. OCo6EHHOCTHIO ODHUITHATBLHO-
JICJIOBBIX TEKCTOB SIBJISIETCS HAJIMYUE OOJIBIIOTO KOJMYECTBA LU(PPOBON HH-
dbopmanyy, HeMpaBUIIbHAS 3aMMCh KOTOPOM MOXKET CTaTh MCTOYHUKOM TIO-
MeX, BOSHUKAIOIINX MPU YTCHUU, U3YUECHUHU U 00pabOTKe MOJOOHBIX TEKCTOB.

OTtnenbHbIe BUIBI MHPOPMALIUU TTOAAOTCS B CIOBECHO-IU(PPOBOI hop-
Me, Harpumep, 15 000 3anmcsiBaeTcs Tak: 15 ToIC.
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KonuuecTBo, BBIpa)KEHHOE OJHO3HAYHBIM YKCIIOM, BOCHPOU3BOJUTCS
CJIIOBOM, a He IudpamMu, HAIPUMED: OeheKmHbIX U30eNUll O0NHCHO DbIMb He
bonee mpex. AHAIOTMYHO 0003HAYAIOTCS BPEMEHHBIC TPAHUIBI WM TIEPHO-
JIbI, HATIPUMED: UCHBIMAHUS OOAHCHBL NPOOOIHCAMBCI 08A-MPU MeCAYA.

Ecnu ogHO3HaUHOE YMCIIO COMPOBOXKIACTCS 0003HAYEHUEM MAcChl, pas-
Mepa U T. 1., OHO 3aIUChIBaeTCs U pamMu, HaIpuUMep: mpedyemcs 3 ke MyKu.
[Tpu 3ammcy MHOTO3HAYHBIX YKCEN HMUQPHI ACTATCSA MpoOeTaMu Ha KIIAacChl,
Harpumep: 123 456 p.

3anuch ¢ MOMOUIbIO HU(PP MOPSIAKOBBIX YUCIUTENIBHBIX OTIMYAETCS OT
3alMCH KOJIMYECTBEHHBIX; €CJIM OHA JieJaeTcsl apaOCKuMu 1udpamu, TO UC-
MOJIb3YeTCsl HapalleHUE, COOTBETCTBYIOLIEE HAJAECKHOMY OKOHYAHHUIO, Ha-
PUMED: ULepoxo8amocms nogepxHocmu no 3-my xuaccy moynocmu. Ilpu
MEePEUNCICHNN HECKOJIBbKUX MOPSIKOBBIX YHCIUTEIbHBIX HAPAIICHUE CTABUT-
Csl TOJIBKO OJIMH pa3, Hanpumep. uzdeaus 1, 2 u 3-eo copma.

HekoTopele mopsaKOBbIE YHCIUTENbHbIE 0003HAYAIOTCS B JOKyMEHTaxX
C TIOMOIIBI0 PUMCKUX HUPp, HO yke Oe3 HapamieHus. Pumckumu mudpamu
IIPUHSATO 3aIMCHIBATh MOPSIKOBBIE HOMEPA MECSLIEB, KBAPTAJIOB.

C nmomomnipio (P MOKHO 3aMUCHIBATH MPHJIAraTeIbHbIE, BHIPAKCHHBIC
CIIOKHBIM CJIOBOM, BKJIOYAIOLIMM YKa3zaHhe Ha uucio. Hampumep:
40-nipoueHTHBIN, 24-KUIOTPAaMMOBBIN, 9-MUIIIMMETPOBBIN. Jlommyckaercs co-
KpauiaTh BTOPYIO YacTh MPUJIAraTesIbHOIO, O3HAYAIOIIYI0 €IUHUILY M3Mepe-
HUsA: 3-KM; 12-MMm.

CoxkpalieHusi KaKk 3aMEHHUTEIH CJI0B M CJI0BocovYeTaHMi. Vcnoib3o-
BaHME COKpAIIICHHBIX CJIOB (a00peBUaTyp) Mopoil HeOOX0AUMO, YTOOBI CO-
KpaTUTh TEKCT, W30eXaTh IMOBTOPEHHS JUIMHHBIX Ha3BaHUU JMOO YacTO
BCTPEYAIOIINXCS CJIOB WM CIOBOCOYETAHUM.

[Ipu cocraBieHuH N1€I0BOTO MUChbMa HEPEAKO BO3HUKAET BOIPOC, KaK
COKpaTHUTh ClIoBa. B HacTosIee BpeMsl CTaHAapTU3UPOBAHbl HEKOTOPHIE BU-
JIbI COKpAILCHU:

TJIaBa, IJIaBbl — 2/1. (B KHUTAX);

roa (ripu uudpax) —e.;

ropoj, ropoja — 2., e2.;

rocroXxa — 2-J#a;

rOCIOJUH, TOCIO0/1a, TOCIIOANHY — 2., 22., 2-HY;

TpaXKJaHUH — 2p., ep-H;

rpakJaHe — ep-He;

rpaxKaaHka — ep-Ka,

JIOM — O,

eAMHUIIA U3MEPEHUS — €0. U3M.;

XKeJe3Hast Jopora — Jc. 0.

3aBEAYIOIIUN — 338.;

3aMECTUTEIb — 3aM.;

76

YUYEEHO-METOAOAVYECKW 3AKPbITb X
OOKYMEHT




4\ = HHCTHTVT
L , AHCTAHLHOHHOTO

y

W3JIaHuE — U30.;

UMEHU — UM. ;

UCTIOJIHAIOMINKI 0053aHHOCTH — U. 0.;

U IpyTHe — U 0p.;

U TIpoYne — U np.;

U TaK jajiee — u m. 0.,

¥ TOMY NOA00HOE — U m. n.;

KBapTHpa — K8.;

KOIIeHKa — K., KOn.;

K03 PULMEHT — K0I.;

ko3 punuent nonesnoro aercraus — KI1/I;

JWCT, TUCTHI — JL., JIL.;

MaaaM — M-M;

MUJUTHAPI, MIJLTAAPIBI — Map0 (TIociie UG POBOTO 0003HAUCHUSA);
MUJUTUOH, MUJUTHOHBI — MK (TIociie ndpoBoro 0003HaueHNs);
MUHYTa — MUH;

MIAJIIUN — ML

0071acTh — 0011

MOCEIIOK — 1OC.;

MyHKT, TyHKTHI — 7., NN

paiioH — p-H;

pyoIib, pyoIieii — p.;

COOpHUK — cb.;

Cero roja — ¢. 2.;

ceno — ¢. (Ipu Ha3BaHUU);

CMOTpPH — CM.;

CTaThsl, CTaThu — cm. (pu nudpax);

TEKyILEro rojaa — m. 2.;

TOM, TOMa — m., mm. (TIpu udpax);

TPUWILITHOH — mpan (TIociie udpoBOro 0003HAYEHUS );
ThICSIYA, THICSYH — mblc. (IOCe HUPPOBOro 0003HAUECHHUS);
yIuua — yi.;

AK3EMILISIP — IK3.

CoxkpallleHHO 3allMChIBAIOTCSl Ha3BaHUs €AUHUI] U3MepeHus (npu 1udpax):

amriep — A; METp — M;

reKTap — ra; MUJUIAMETP — MM;
rpaMM — T; TOHHA — T;
KHJIOTPaMM — KT CEeKyHJa — C.

N3 coobOpaxeHuil MNpakTUUYECKOro yI00CTBa BO3HHUKIM COKpAIECHUS
JUTMHHBIX Ha3BaHWil. UTOOBI MpaBWIBHO WX HAMKCATh, CIEAYET BOCIOJIB30-
BaTbCs «CIIOBapeM COKPAILIEHHI PyCCKOTO SI3bIKaY.
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JTHKeT B /1eJI0BOI nmepenucke. B MUpPOBOi NMpaKkTUKE K HACTOSIIEMY
BPEMEHU CIIOKWINCh YCTOMYMBBIC TPaBUIIa MIOBEICHUS M 001eHNs B ODUIIN-
AIBHBIX CUTyallUsAX. B 1enoBoil mepenucke NpUHATHI ONpeaeieHHbIE (JOPMBI
oOpalieHusi, U3JI0KEHUS MPOCKO, BRIPAKECHHSI IPU3HATEILHOCTH, apTyMEHTa-
1un. OQunuanbHBIA STUKET PEerIaMeHTHPYET U BHIOOP CIIOB, U MOCTPOCHUE
¢dpa3. Hampumep, B AeIOBO# MepenucKke UCIOJBb3yeTcsl oOparieHue «YBa-
YKAEMBIiL...», TIPU ATOM 3aIdTasi mocje oOparieHus IpUaacT MUCbMYy Ooliee
OYIHUYHBIA W JIMYHBIM XapakTep, a BOCKJIWLATENIbHBIA 3HAK MOJYEPKHET
3HAYMMOCTh U O(UIIHAIIBHBIA TOH MHUChMA.

OGpanienue «YBakaeMble KOJIJIETH» MPUMEHSETCS IO OTHOIICHUIO
K JIMIIaM OJTHOM MpodecCcum.

BBoaHble KOHCTPYKIIMM B MUCBME CMATYalOT KaTErOPUYHOCTH U3IIOXKE-
HUSL U TEM CaMbIM BHOCSAT HEMPHUHYKJIEHHOCTh B O(PUIIMAIBHOE TUCHMEHHOE
obuienue. Hanpumep: Cogem npocum, eciu 3mo 803MONCHO, 8bICIAMb HEOO-
Xooumvie OanHble.

B coBpemeHHOIi 1€0BOI MepenucKke He MPUHATO yMOTPEOIATh MECTO-
nMeHue «s». Bmecto «4 mpomry..» HyxHO mnucate «lIpomry...», BMecTo
«51 BBINONHUIL. . .» UITYT «MHOIO BBIIIOJIHEHO. .. ».

5.5. IIpaBuia 1 popMbl KOMMEPUYECKON NEePennuCcKH
¢ 3apy0eKHbIMU MMapPTHEPaAMHU

JlenoBbie OTHOIICHUS C 3apyOeKHBIMH CTPAHAMH CTajd MPUBBIYHBIMU,
MOPTOMY TIPH MpHeMe Ha paboTy MHOTHE HE POCCHICKHE OpraHu3alliu Tpe-
OyIOT OT CBOMX BEAYIIMX COTPYIHHUKOB 3HAHHS JABYX WK 00Jiee MHOCTpaH-
HBIX SI3IKOB. CaMbIM pacrpOCTPaHEHHBIM SI3BIKOM MEXKIYHAPOIHOTO 00IIIe-
HUS SABJISICTCS aHeAutickuu. bonbpluas 4acTh NEPENUCKH IMOCBSIIEHA Ipoja-
KaM | TIOKYTIKaM, IMIIOPTY U SKCTOPTY. MeXIyHapOoIHBIM MUCbMaM TpUaa-
€TCsl BaXHOE 3HAYEHHWE, TaK KaK ceilluac yCTaHaBIMBAIOTCS M Pa3BUBAIOTCS
HaJIe)KHbIE JICIIOBBIE CBA3H.

[Ipy MOATOTOBKE MEXKIYHAPOAHBIX CIYKEOHBIX MHCEM HEOOXOAMMO
NPUAECPKUBATHCA €AUHBIX MPpaBUil 0hOpMIIEHHUS U 00pabOTKHU JIEJTOBOM JOKY-
MEHTallMU. DTU MpaBUiia BRIPAOOTAHbI HAIIMOHAIBHBIMU CITy>)kKOaMu cTaHAap-
TU3alMU B pamMKkax MexAyHapoJHOW OpraHu3aliy MO CTaHAapTU3ALUA —
NCO (International Orpanization for Standardization, 1SO). B HacTtosiee
BpeMsI B ATOM OpraHM3alMy IPECTaBICHbl HAIIMOHAIbHBIE opraHbl 130-Tu
rocyAapcTB.

TepmuHONOTHIO B 001aCTH TOKYMEHTAIIMK HA MEXIYHApPOJIHOM ypOBHE
pernmamenTupyroT ctanaaptel MCO cepun «JlokymeHTammsi 1 nHGOPMAIIHS
(MCO 5127-1: 1983; UCO 5127-2: 1983; UCO 5127-3: 1988 u ap.). Cran-
naptamu UCO omnpeneneHsl o0Imue mpaBuia MOATOTOBKY U OPOpMIICHUS J10-
KYMEHTOB, B TOM YHCJIE CTAHJAAPTAMU YCTAHOBJICHBI:
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— Qopmarsl Oymaru, ucnonszyemont i jokymentos (MCO 216: 1975);

— MeXcTpouHble uHTepBaiibl U mar nuceMa (MCO 4882: 1979);

— dopmysisap-o0paszell U KOHCTPYKIIMOHHAS CeTKa JUIsl co3aHusl OJiaH-
KOB M OCHOBHBIC TpeOoBaHMs K Oj1ankaMm qokyMeHToB (MCO 8439: 1990).

Odopmiienne mnuceMm, MOChbUIAEMbIX BHYTpH Poccum, oTinyaercs OT
odpopmiierust MmexxayHapoaubix nuceM. Tak, B OCT P 6.30-2003 npuBoasT-
csi TpeOOBaHMs K pa3MelleHuto U opopmiieHuto 19-tu pekBU3UTOB, a B CTaH-
naptax UCO ux onpeneneno 12 (tadm. 2).

Tabnuua 2

Pexesuzumur omeuecmeennwvix u MechayHCIPOOHle nucem

PekBH3UTHI 0T€4eCTBEHHBIX MMUCEM

PexBU3UTHI MEXKIYHAPOAHBIX ITUCEM

1. F'ocynapctBennslii repd PO.

2. 'epb cyobekra PO.

3. DOMbnema opraHu3aluy UId TOBapHBIN
3HAK.

4. Kox opranusanuu.

5. Kox ¢popmbl toKyMeHTa.

6. HaumeHoBaHue opraHu3anuu.

8. laTa nokyMeHTa.

9. PeructpanimoHHbII HOMEp TOKyMEHTA.

10. Ccplnka Ha perucTpalMOHHBIN HOMED
U ATy JOKyMEHTA.

11. Anpecar.

12. 3aronoBoOK K TEKCTY.

13. Tekct JOKyMeEHTa.

14. OT™MeTKa 0 HAJIMYUK NIPUIIOKEHHUS.

15. Iloonuce.

16. OTmeTKa 00 HCTIOTHHTETE.

17. UneHTudukaTop 31€KTPOHHON KOUU
JIOKYMEHTA.

18. Pe3omronus.

19. Ommemxka 0 Konmpone

7. CripaBOUYHBIC JaHHBIC 00 OpTaHU3AITHH.

1. CBenenus o0 oTnpaBuTeNie: HAUMEHOBA-
HHE OpTaHMU3alluH, TIOYTOBHII U Tele-
rpadusbIit anpec, Homep Tenedona, gakca
UT. I

2. CcpliKa Ha UHAEKCHI OTIIPaBUTENS.

3. Jlara.

4. BayTpeHnuii agpec (BKIIOYAIONINI Ha-
UMEHOBAHHE MOJTy4aTessl MMChMa U €To
HOYTOBBIN a/Ipec).

5. Yka3aHue Ha KOHKPETHOE JIMIIO
«K cBemeHuoy.

6. BecrynurensHOe oOpaiieHue.

7. 3aroia0BOK.

8. OCHOBHOM TEKCT.

9. 3akmrounTenbHas GopMyIa BEXKIUBOCTH.

10. IMoanwuce.

11. Yka3aHnue Ha NpHIIOKEHHUE.

12. Yka3anue Ha pacChUIKY KOMUN JaHHOTO
nMchbMa

[Ipu coctaBieHUU MHUCEM WHOCTPAHHBIM JICTIOBBIM MapTHEpaM HE0OXo-
IUMO YYHUTBIBaTh, YTO OHU COCTABIIAIOTCSA 110 JPYTUM IPaBUIIaM.

JlenoBoe MMchbMO MEKIYHAPOTHOTO 00pasiia UMEET YETKYIO CTPYKTYpY, OIlI-
peleNieHHbIN HabOp PEKBU3UTOB M CTAOMIILHOE PACTIONOKEHUE KAXKIOTO U3 HUX.

[TucbmMa MHOCTPAHHBIM KOMITAHHSIM TI€YaTarOT Ha OJaHKE C TOJISIMH TI0

1 mroiimy (2,54 mm).
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~ PRENTICE-HALL,INC 1 E
ENGLEWOOD CLIFFS, N.J.07632
Ref:DB/101 Your reference 12 3
17 May 2005 4
Ms Sheila Jones 5
The Modern School for Secretaries
12 Harrington Place

Greenpoint, N.Y. 10020, USA
Dear Ms Jones: 6
RE: The Style of Setting up a letter 7

You asked me if there is any one style of setting up a letter that is used more :
than the others. Probably more business concerns use the block style of letter :
than any other style. Because its marginal uniformity saves time for the typ-
ist. This letter is an example of the block style. :

8 :
As you can see, the inside address is blocked and the paragraph beginnings
are aligned with the left margin. Open punctuation is used in the address. :

The date and reference lines are flush with the left margin. The reference line
is two spaces below the letterhead, and the date line is two spaces below the
reference line. Both lines of the signature are aligned with the complimentary :
close. :

As the dictator’s name is typed in the signature, it is not considered necessary
to include his or her initials in the identification line. :

Sincerely yours, 9
M Scott

10
Martha Scott
Correspondence Chief
Accounting Department

Enclosure: Order Ne34
11
cc M Pryor, Accounts Manager 12

Puc. 25. Ob6pazen nucbMa HHOCTPAaHHOMY MAapTHEPY (OJTOK-CTHIIB)
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B neBom BepxHeM yTIily WM B LIEHTPE BEPXHEH 4acTH JHCTa pacrnojara-
eTcst sMOieMa U HauMmeHoBaHue (Gupmbl (pekBu3uT 1). Ecam kommanus ma-
JIOU3BECTHAS U M3 HA3BaHUS HE SICHO, YEM OHA 3aHUMAETCS, MOXKET OBITh yKa-
3aH MpoduiIb ee NeATeTbHOCTH, HapuMep, «GpaxT CyJOoB», «OpTaHHU3aIUs
TYypOBY», IPO/Ia’ka HEJBMIKUMOCTHY, «HAYUHBIE pa3pabOTKm».

[Ton HaumeHoBaHueM (HUPMBI WM HA HIDKHEM TI0JIC JINCTA YKA3bIBACTCS
IOpUINYECKUN aapec (GUPMBI, COACpIKANIUI MOYTOBBIM U TenerpadHbI aj-
pec, HoMmepa TenedoHOB U (akCoB, Ha3BaHME OaHKa, ajapeca U Tele(oHbI
NpEeACTaBUTEIILCTB KOMIAHUM 1 ee priinaioB (PEKBU3UT 2).

Bce nocneayromnme peKBU3UTH MAChMa NIEYATAIOTCS OT TPAHMIIBI JIEBOTO
TOJISL.

Ccplnka (HoMep) T0KyMeHTa (PEKBU3HUT 3) MOKET ObITh IUPPOBOM, OYK-
BEHHOM WK OyKBEHHO-IIU(POBOIL, HarpuMep:

Reference: 101;

Ref: DB;

Ref: DB/101;

Ref: DB/AP/101, re

Reference (Ref) — ccouika; DB — ununmanst aBtopa; AP — uHUIIMATEI
cekpeTaps win ucnonHuress; 101 — mopsaKoBbIii HOMEP TOKYMEHTA.

Ecmu nucemo siBiasieTcs OTBCTOM, TO B PCKBU3HUTC 3 YKa3bIBaCTCA HUCXO-
I[HI].[HIZ HOMCPD MHUIIUATUBHOI'O IIMCbMaA, HAIIPUMCP:

Your reference 12.

Jlata (pexBu3UT 4) yKa3bIBaeTCsi OyKBEHHO-IIU(POBBIM criocobom (6e3
no0aBeHUs K YuCiy «thy), Hanmpumep:

17 August 2003.

Anpec noirydarens (pEKBU3UT 5) COCTOUT U3 PACIIONIOKEHHBIX TIOCTPOYHO:

— HMMEHU U (paMIIINU TIOTy4yaTes;

— HAMMEHOBAaHUS KOMIIAHUU;

— HOMepa JIoMa, YJIUIIbI;

— ropoja; mrara (rpadcrsa), mouYTOBOr0O OKpyra (yKa3aHHOTO udpamu);

— CTpaHBI.

IIpyn HamucaHuM azapeca yamie BCErO MCHOJIb3YETCS «OTKpBITash MyHK-
Tyarusi», T. €. 0€3 3aIsAThIX U TOYEK.

BerynurensHoe oOpaiieHue (peKBU3UT 6) MUILYT C HOBOM CTPOKH, OT-
CTYNHMB OT ajpeca 4 MEeXCTPOUHBIX UHTEPBAJIA.

JenoBoe nuceMo HaunHaeTcs co ciioB «Dear...». B 3aBucumoctu oT TO-
ro, KOMy MUCbMO aJIpECOBAHO, MOT'YT MCITOJIb30BAThCS Cleaytoue (hpasbl:
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Dear Sir — eciiv uMs nosryyaTessi HEU3BECTHO;

Dear Madam — eciii ums 1oJryyaTesss HEU3BECTHO;

Dear Mr Neit — rocrnoiuHy, UMsl KOTOPOT'O U3BECTHO;

Dear Mrs Fella — 3amyxHel )KeHIIUHE;

Dear Miss Jones — He3aMy>KHE KEHIIUHE;

Dear Ms Morrison — 3aMy>XHEIl WK HE3aMYKHEW KEHIIUHE.

3aroyioBOK muchbMa (PEKBU3HUT 7) YKa3bIBA€TCS IMOCIE BCTYMUTEIBLHOTO
oOparteHusi. 3aroJioBOK 0003Ha4YaeTCs:

RE: — cokpanienue cnoBa “regarding” (OTHOCUTEIIBHO);

In re: — cokpamenue coueranus “in regard to” (kacaTenbHO);

Subject: — npenmer, Tema, BOIPOC, HAPUMED:

RE: Boicmaska «Ungpopmmexnuxa-2003»
WIH
In re: Onnama no xoumpaxmy Ne345/128.

3aroyioBoK — HEOOS3aTENbHBIA PEKBU3HUT, €T0 YKa3aHUE SIBISETCS, CKO-
pee, MPaBUJIOM XOPOILEro TOHA.

Texer (pekBU3UT 8) MOXKET MeYaTaThCs KaK OT TPAHMIIBI JICBOTO TOJIA,
TaK U C OTCTYIUICHUEM Hadajia KakJIoro ab3aiia Ha 5 UHTEPBAJIOB (C KpacHOU
CTPOKH).

AG3anbl MOTYT OTHEIATBCS APYr OT JApyra JOMOJIHUTEIbHBIM MEX-
CTPOYHBIM MHTEpBAJIOM. TEKCT MUChbMa OOBIYHO HE MPEBBINIAET OJHOM CTpa-
HUIIBI.

UYepe3 2 MEKCTPOUHBIX MHTEpBaja IMOCJE TEKCTa MUChMa YKa3bIBACTCA
3aKIIOYUTENbHAs (hOpMyTia BeXKIUBOCTH (pekBU3HUT 9). OHa JOJKHA COOTBET-
CTBOBaTh 1O (hopMe MPUBETCTBUIO M TMOJOKEHHUIO (3BaHUIO) TMOJTydaTess
UChMa.

Ecnau nucbmo HaumHaetrcs cinoBamu Dear Mr/Mrs/Miss/Ms, To 3akaH-
yuBaeTcs BeipaxkeHueM Sincerely yours (uckpenne Bain).

Ecau B mpuerctBun — cnoBa Dear Madam/Sir/Sirs, To okoHUaHue —
Yours faithfully (mpenannsiii Bam).

IlepBoe coueTaHue MCHOIB3YETCS B JACIOBOM MEPENHUCKE ropa3fo yailie,
0COOEHHO B O(DUIIMATIBHBIX MHChMaX.

[Tocne 3axnrounTenbHON (GOPMYIIbI BEXIMBOCTH JENAECTCS HE MEHEE Iisi-
TH MEXCTPOYHBIX MHTEPBAJIOB JUIsl TMYHON MOJIIUCU aBTOpa Muchbma (PeKBU-
sut 10). Huwxke noanucu ykassiBaeTcs ee paciindpoBka: uMs u Gamuius, Ha
CJIeTyIONIEH CTPOKE — JOHKHOCTD JIUIA, MOJIIMMCABIIIETO IOKYMEHT.
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Ecnu k mucbMy UMEROTCS MPUIIOKEHUs (peKBU3UT 11), TO OHU yKa3bIBa-
I0TCS CIEAYIOMINM 00pa3oMm:

Enclosure (mpuinoxenune): Order Ne34
WIN COKpPALEHUEM:
Encl: Contract Nel1/SilS5.

[Ipu HanpaBneHuun Konuii nuceMa («carbon copy», Ui «€€») HECKOJIb-
KHM aJjpecaTaM yKa3bIBalOT (paMUJIUH JHI] I KOMIIAHUH, KOTOPBIM OTIIPaB-
JIeHbI KONTUU (PEKBU3UT 12).

O6pazenr mnucbMa 3apyOeXHOMY TMapTHEPY, BBIMOJHEHHOTO OJIOK-
CTUJIEM, IPUBEJICH Ha puc. 25.

Bce Oosee mupokoe pacnpocTpaHEeHHE MOJy4YaroT ONEPAaTUBHBIE CPEll-
CTBa CBSI3H, B YaCTHOCTU (hakcUMUJIbHAs CBsI3b. C ee MOMOIIBIO MepeatoTcs
TenedakcorpaMmbl ((hakchl).

daxc — NOKYMEHT, ITOJIYYEHHBIA C IIOMOLIBIO CIIELUAIBHOTO amnmnapara
(Tenmedakca) mo TenePoHHBIM KaHaaM cBs3u. Dakc sBisieTcs, Mo CyTH, Ko-
nuei nepeganHoro qokymenta. Odopmienne gakca OCyecTBISETCS aHAIO-
TUYHO 0()OPMIICHHIO AETOBOTO MUCHMA.

JIOTIOJTHUTENHHBIMU JTAHHBIMU, KOTOPBIE MPOCTABISET Teiedakc, SBIs-
IOTCSI:

— yKazaHue (KOod) OTIpaBUTENS;

— JaTa U BpeMs Iepeayu;

— HoMep Tenedakxca, ¢ KOTOPOro nepeaana nHpopMaIus;

— KOJIMYECTBO CTPAHMUII.

OtnpaButens ¢akca A0KeH noayuuth noareepxaenue (CONFIRMA-
TION REPORT) o Tom, uyTo MH(pOpMAIIUs J01UIa 0 MOodydaresis, B KOTOPOM
yKa3bIBAIOTCA: KOJ (PUPMBI MOTyyaTess, HoMep Tenedakca mnoyydarens, 1ata,
BpeMsI U MPOJOJIKUTEIBHOCTD MEpeladk, KOJIMUYECTBO MOTYYEHHBIX CTPAHMUIL
(P) u pesynbrat (RESULTS). I'naBHo# aBnsercs rpada «RESULTS», B KOTO-
poit craButca «OK» (o’key), ecnu cooOlieHHE TMOIYUYEHO MOJIHOCThbIO O€3
omnbox, 1 NG (NEGATIVE), ecnu uMmenuch cOou Mpu moidydeHun (akxca.
Psn ¢axcoB yka3piBaeT KOJ OMIMOKH U CTPaHUILy, HA KOTOPOM MPOU30LIEIN
cooit mpu npueme. Eciu dakcel mpeaHasHaueHbl s JUIMTEIBHOTO TOJIB30-
BaHMS, UX HEOOXOJAMMO CKOMUPOBATh, TaKk Kak (hakcoBas Oymara HEIO0JIrO-
BEYHA.
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KOHTpOJ’ILHLle BOIIPOCHI M 3aJaHUA

1. Yro mpexacraBisier coOOM CTPYyKTypa JEIIOBOr0 WK KOMMEPUECKOTO
nucrMa?

2. Kak knaccuuuupyrorcs 1eJ0Bble © KOMMEPUECKHE MUChMA IO CO-
JIEPAKAHUIO U HA3HAYEHUIO?

3. KakoBa noruueckas cxema MOCTPOEHHS MUChMa-MPEJI0KEHUS O CO-
TpyJAHUYECTBE?

4. KaxoBbl 0COOEHHOCTHU MTOCTPOEHUS MMCbMa-0TBeTa (0TKa3a)?

5. Kakue crangapTHbIe BapUaHThl OOpAaIllEHUsS UCIOJB3YIOTCS B JIENO-
BBIX MMUCbMaxX?

6. Kakue crangapTHble BapUaHThl 3aKIIOUYHUTEIBHBIX CIIOB TEKCTa
MMCbMa UCIIONb3YIOTCA B I€JI0BOM Mepenucke?

7. KakoB cocTaB peKBU3UTOB JI€JIOBOTO MUChMa?

8. KaxoB cocTaB peKBU3UTOB MHUCHhMA 3apyOeKHOMY HapTHEPY?

9. Kak pa3memaroTcsi peKBU3UTBI U O(POPMIISIETCS MUCBMO 3apyOeKHO-
My napTHEPY?

10. Kak cocrapinsiercst u opopmisiercs pakc?
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I'naBa 6
PABOTA C JOKYMEHTAMMU, COJIEPXAIIIUMHAU
KOH®UJIEHIIUAJIBHBIE CBEJIEHU S

6.1. CBegeHus, OTHOCAIIMECS K KOMMEP4YeCKOH TallHe

Kommepueckas taitna (KT) — HayuHO-TeXxHUYECKas, KOMMEpYECKasi, Op-
raHu3allMoHHas Wi uHas WHGOpMallus, HCIOJb3yeMass B MNpeArnpuHUMa-
TEIbCKON NIEeATEeIbHOCTH, KOTOpasi 00JaJaeT peaibHOM WM MOTECHI[MATbHON
PKOHOMUYECKOHN IeHHOCThI0. OHa KOH(DUACHIMATbHA U HE TMOMJICKUT pas-
TJIALICHHUIO.

YcnoBus, Ipu KOTOPBIX ClIy)kKeOHast 1 KoMMepueckass HHGOpMaIusl siB-
JAETCS KOMMEPYECKON TAMHOM:

— JeMCTBUTENIbHAS WM MOTEHI[MAJIbHAs KOMMeEpuecKasi IIEHHOCTh HH-
dbopmanuu B CHITy HEU3BECTHOCTH €€ TPETHUM JIUIIAM;

— OTCYTCTBHE CBOOOJHOTrO JOCTYMa K 3TOM MH(OpMAIIMU HAa 3aKOHHOM
OCHOBAHUHU,

— npuHATHE OOsiagaTeneM MHGOPMAIMK HEOOXOJUMBIX MEp K OXpaHe
ee KOH(QUIECHIIUATbHOCTH.

OcnoBamu 'K P® BBeneHa 3amura TEXHUUYECKON, OpraHU3allMOHHON U
KOMMepYeCcKOil nH(OpMAINH, COCTABIISIONICH CEKPETHI MPOU3BOJICTBA («HOY-
xay»). [Ipu 3TOM ycTaHOBIIeH OJIUH OOIIWI NPHU3HAK — «KOMMEpYECKas I1EH-
HOCTBY, T. €. CHOCOOHOCTh OBITh OOBEKTOM PHIHOYHOTO 000poTa. K HEMy oT-
HOCSITCA JIOObIE 3HAHUS, BKIIIOYAsi MPAKTUYECKUW OMBIT CIEIUATUCTOB BO
Bcex cdepax X03IUCTBEHHOU JeATETLHOCTH.

ObecnieueHre COXPaHHOCTH KOH(QUIAEHUMAIbHOW HHpOpMaLUU Tpel-
IpUATUS TPeOyeT COONIOAEHUS CIEYIOIUX YCIOBUM:

— omnpenenenus ceeaenuil, cocrapisitomnx KT npennpustus;

— obOecrnieyeHus OPSIKA UX 3aIUTHI.

Ecnu 5t ycnoBust He OyIyT BBIMIOJIHEHBI, TO y TPEANPUATUS HE OyaeT
3aKOHHBIX OCHOBAaHWU JIJISl TIPUBJICUEHUSI K OTBETCTBEHHOCTH PAaOOTHUKOB 3a
pasriiallieHue Win nepegavyy cBeneHuu, cocrapisromux KT.

Cenenusa KT npennpuarusi MOKHO YCJIOBHO pa3/iefIuTh Ha JBa KpyI-
HBIX OJIOKa:

— HAay4YHO-TE€XHHUYecKas (TEXHOJOrn4yecKas) nHpopmanus;

— nenoBas HHGOpMAIIHS.

Hayuno-Texaudeckast uHGOpMaIus BKIIOYAECT:

— CBEJICHUS O KOHCTPYKIUSAX MAlIUH U 000PYIOBaHUSI, YEPTEKH, CXEMBIL;

— HCIOJIb3yEMbIE MaTepUallbl;
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— peuenTypsl;

— METOJBbI M CHOcOoObI MPOU3BOACTBA (OCOOEHHO O BHOBBH pa3padaThi-
BACMBIX U3JICIIHAX);

— HOBBIE TEXHOJIOTHH, HAIIPABJIEHUS MOJICPHU3ALNNA U3BECTHBIX TEXHO-
JIOTUH, IPOLIECCOB U 000PYI0BAHUS;

— nporpammuoe obecrieuenue [1K: maponu, Kimtouu, KOAbl U MPOIEAYPhI
J0CTyIa K nHQOpMaIuu;

— OpraHU3aIUI0 CUCTEMbI O€30MaCHOCTU MPEAPHUITHS.

JenoBas nuH@opManus BKIOYAET:

— cBeieHHs 0 (PMHAHCOBOM CTOPOHE JEATEIbHOCTH MPEeAnpUsITHs (IIpo-
MEXYTOYHbIE (DMHAHCOBBIE OTUYETHI, IEPBUYHBIE OYXTAITEPCKUE JOKYMEHTHI,
3aJI0JKEHHOCTh, KPEAUTHI U T. 11.);

— CBeJIeHUs 0 HanboJee BRITOIHBIX (POpPMaxX MCIIOIBb30BAHUS JACHEKHBIX
CpPEIICTB, IIEHHBIX Oymar, akIuii;

— CBEJICHMS O pa3Mepe NpudbLIU, ce0ECTOMMOCTH MPOU3BEIECHHOM MPO-
Ty KIIUH;

— TUIaHbI PA3BUTHUS NPEANIPUITHUS;

— IUIaHbl U 00BEMBI peaan3aluy TPOayKIUU (TUIaHBI MapKETUHTA, JaH-
HBIE O XapakTepe U 00beMEe TOPTOBBIX ONEpalliid, YPOBHIX II€H, HATUYUU TO-
BapoB);

— aHaJM3 KOHKYPEHTOCIIOCOOHOCTH MPOU3BOJUMON MpPOAYKLMH, dDdek-
TUBHOCTB 3KCIIOPTa U UMIIOPTA, IPEANOIaraeMoe BpeMs BbIX0/1a Ha PhIHOK;

— IUIaHbI PEKJIIAMHON €S TEIbHOCTH;

— CIUCKHU TOPTOBBIX M APYTUX KIMEHTOB, MPEICTABUTENEH, TOCPEAHU-
KOB, KOHKYPEHTOB, CBEJICHHUS O B3aMMOOTHOIICHHUIX C HUMH, UX (DMHAHCOBOM
MOJIOKEHUH, TPOBOIMMBIX OINEpalUsIX U 00bEMax, YCIOBUSAX JIEUCTBYIOIIUX
Y 3aKJIFOYAEMbIX KOHTPAKTOB;

— CTPYKTYpPY M METOJIbl yIIpaBJIeHUs], CBSI3M BHYTpU (PUPMBI U BHE €€,
pacnpeeneHue o0s3aHHOCTEN U UX COJIEPKAHMUE;

— (QopMupoBaHHUE KaIpOBOIO COCTABA;

— CBEJICHMSI U3 JCJIOBOM NEPENHCKHU.

PexxuM koMMmepueckod TalHBI HE MOXKET OBITH YCTAaHOBJICH JIMIIAMH,
OCYUIECTBIISIIOLIMMU NPEANPHUHUMATENIBCKYIO JEATENbHOCTh, B OTHOLIEHUU
cienyromux ceaenun [13]:

— COJEpXAUIUXCS B YUPEAUTEIbHBIX JOKYMEHTAX IOPUINYECKOTO JINLIA;
JIOKyMEHTaX, MOJITBEPXKAAONINX (DaKT BHECEHMs 3alUCell O HOPUIUYECKHUX
Juax 1 o0 MHIMBUAYAIbHBIX MPEANPUHUMATENAX B COOTBETCTBYIOIINE IO-
CYJIapCTBEHHBIE PEECTPHI;

— COJEpJKaluXCsl B JOKYMEHTAax, JAIOLIMX IPaBO Ha OCYIIECTBICHUE
NPEANPUHUMATEIBCKON JEATENBHOCTH;
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— O COCTaB€ MMYILIECTBA TI'OCYJAPCTBEHHOIO WJIM MYHHIMIIAIBHOIO
YHUTAPHOTO MPEANPUATHUS, TOCYJaPCTBEHHOTIO YUPEXJIEHUS U 00 MCIOJIB30-
BaHUH UMH CPEACTB COOTBETCTBYIOIIHNX OOKETOB;

— 0 3arpsA3HEHUU OKPYKAIOIIEH Cpenbl, COCTOSIHUM MPOTUBOIMOXKAPHOU
0€30MacHOCTH, CAHUTAPHO-3MHUAEMHOJIOTHYECKON MU paJualloOHHON o0cra-
HOBKE, 0€30I1aCHOCTH MUUIEBBIX MPOIYKTOB U JIPYrux (pakTopax, OKa3bIBaro-
HIMX HEraTUBHOE BO3/EHCTBUE Ha obOecrieueHne 0e30macHoro GyHKIHOHUPO-
BaHUS TPOU3BOJICTBEHHBIX OOBEKTOB, OE30MaCHOCTH Ka)KIOro TIpaKJaHWHA
1 0€30MacHOCTU HACEJICHUS B LIEJIOM;

— O YHCJIEHHOCTH, O COCTaBe pabOTHUKOB, O CUCTEME OIUIaThl TPyJa, 00
YCIIOBHSIX TPYJa, B TOM YHCIIe 00 0OXpaHe TpyJia, O OKA3aTesaX MPOU3BOACT-
BEHHOTO TpaBMaTu3Ma U Mpo(eccCHOHAIbHON 3a00J€BaEMOCTH U O HAIUYHH
cBOOOIHBIX pabOUNX MECT;

— 0 3aJI0JDKEHHOCTH paboTojaTeNe Mo BbIIUIATe 3apaOOTHOW IJIaThl
Y 110 UHBIM COLIMAJIbHBIM BBITLJIATAM;

— 0 HapylIeHMsIX 3aKkoHofaTenbcTBa Poccuiickoit deneparuu u dakrax
IIPUBJIEYEHUSI K OTBETCTBEHHOCTH 34 COBEPILEHUE ITUX HAPYIICHHUI;

— 00 yCIOBHAX KOHKYPCOB WJIM ayKIIHOHOB IO MPUBATU3alUN OOBEKTOB
rOCyJapCTBEHHON MM MYHUITUTIAITBHONW COOCTBEHHOCTH;

— 0 pa3Mepax M CTPYKType NOXOJ0B HEKOMMEPUYECKUX OpPraHH3alHii,
0 pa3Mepax U COCTaBe UX MMYIIECTBA, 00 UX pacxojax, O YHUCIEHHOCTH U 00
orjiaTe TpyJaa X paOOTHUKOB, 00 HCIONB30BaHUU OE3BO3ME3IHOTO TPY.a
IPaKJIaH B IESITEIbHOCTH HEKOMMEPYECKOW OPTaHU3aLINHY;

— 0 MEepeyHe JIULI, UMEIOLIUX MPABO JIEUCTBOBATh 0€3 JOBEPEHHOCTU OT
MMEHU IOPUIUYECKOTO JIMIIA.

CoctaB u o6weM cBenmenuii, cocrapistonmx KT mpenmpusitus, cpoku
KOH(QUACHIIMATBLHOCTH, MOPSAOK 3aIIUTHI M TOCTyNa K KOH(QUICHIMATBEHOM
uH(popMaIK, a TaKKe MpaBuia €€ MCIOJIb30BAHUS OMPENEISIIOTCS PYKOBO-
quteneM. PykoBoauTenb MOXET MpUBIIEYb AJIA MPOBEACHUS 3TOM palbOThI
CHEUATNCTOB-aHAIUTUKOB.

6.2. Opranuszanusi padoThI C JIOKYMEHTAMH,
coJepraMMu KOH(UIeHIIHAIbHbIE CBeIeHU S

ObecrieueHne 3amUThl KOHPHUACHIMATBHOH HMH()OpPMAIMU OT YTPaThl
KOH(UICHIIMATHFHOCTH BKIIIOUAET B CEOs:

— Pa3pabOTKy MHCTPYKIUH MO COOTIOICHUIO PeKUMa KOH(PHICHIINATIBHO-
CTH JUIsl JINII, IOMYIIEHHBIX K KOMMEPYECKOM TaltHe;

— OTrpaHUYEHUE JOCTyHna K HOCUTEISIM HH(GOpMAaLMU, COAEPKALIUM
KOH(UIEeHIUATBHY0 HH(pOpMaIHIo;

— BEJICHUE JIEJIOMPOU3BOJICTBA, OOECIIEUUBAIOIIETO BBIICICHHUE, Y4YeT
U COXPaHHOCTh JOKYMEHTOB, coaepxamux KT;
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— HCHOJIb30BAHUE OPraHU3AIMOHHBIX, TEXHUYECKHUX W WHBIX CPEICTB
3amuthl KT;

— OCYIIECTBJICHUE KOHTPOJIS 3a COOIOJICHUEM YCTAHOBJICEHHOTO PEXH-
Mma oxpanbl KT.
- MOpuaoxemmwe

K IIPHKa3y TUPEKTOpa

ot 05.03.2005 Ne

[IEPEYEHb CBEJIEHUM,

COCTaBJISIOIIMX KOMMEPUYECKYIO TaillHy
000 «Anbda»

CBeJieHMsI O HOBBIX TEXHOJIOTUSAX, «HOY-Xay».

Ceenenust 0 GUHAHCOBOM JESTETLHOCTH.

Pa3mep kpeauToB, KOTOpPbIE B3slJIa MIIM COOMpAETCs B3ATh pupma.
OO0BemM TPOU3BOICTBA MPOAYKITUH (B MECAII, KBapTai, TOM).
HaumenoBanusi GupM-KOHTPAreHToB.

Pa3zmep npubbuin, moxy4yaeMoit 3a Mecsll, KBapTa, rol.
Pacrnipenenenue npuObUIH.

[enn, 3agaun ¥ TAKTUKA IEPETOBOPOB C JI€JIOBBIMU NTAPTHEPAMH.
VYcnoBus KOMMEPUYECKUX KOHTPAKTOB, IIJIATEXKEN, YCIIYT.

Xapakrep, penyTauus U Jpyrue JaHHble O IepCoHae MPeanpUsTHs.

Jupexrop Iloonuco I'. 1. ApramoHOB

Puc. 26. [IpumepHsbiii nepeueHs cBeneHni, coctapisitomux KT npennpusitus

Jlomyck paboTHUKA K KOHPUACHIIMAIBHON HH(POPMALIUUA OCYIIECTBIISICT-
csi ¢ ero corjacusi. PaboTonarens uMeeT nmpaBo OTKa3aTh B MpueMe Ha pabdo-
Ty TOMY, KTO HE XO4eT OpaTh Ha ce0si 00s13aTeIbCTBA M0 COXPAHEHUIO KOM-
MEPYECKON TANHBI.

Bce corpynauku  (hupMbI JOHKHBI PU MTOCTYIUICHUN HA padOTy MOATH-
caTh TPYJOBOM JIOTOBOP WJIM 0O0s3aTEILCTBO O HEPA3TJIANICHHH KOMMEpUe-
CKOM TaliHBI. B 3THX TOKyMEHTaX JOKHBI OBITh OTPAKCHBI CIACAYIOIIHNE 005-
3aTeNIbCTBAa PAOOTHUKA:

— He pasmiamarh cBeneHus, coctaistoume KT, koTopeie OyayT gose-
pEHBbI WM CTAaHYT U3BECTHBI MPU HMCIOJHEHUU CIIYKEOHBIX 00SI3aHHOCTEH,
B TOM YHCJIE B TEUYEHUE ABYX JIET MIOCJIE €r0 YBOJBHEHUS, €CIIM UHOM CPOK HE
ONpeieNieH TPYAOBBIM I0TOBOPOM;

— coOJIrOIaTh TOBEJCHHBIE IO CBEICHUS PaOOTHHUKA TPEOOBAHUS TIO 3a-
murte KT;
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— HE HCHOoJIL30BaTh cBejacHMs, cocTtabisironme KT, 0e3 cormacust ee
BJIAJICIIBIIA;

— HE UMETh HUKAKUX 0053aTeNIbCTB MEpe]l APYTMMHU JUIAMH U TIpe-
MPUATUSMMU.

O0s13aTENBCTBO COCTABISETCA B OJJHOM SK3EMIUISIPE U XPAHUTCS B CIIe-
[UaJbHOM WM JIMYHOM Jielie paOOTHHUKAa HE MEHEee ISITH JIET MOCJEe €ero
YBOJIbHEHHS.

PykoBoautensiMu npeanpusTuid (opraHu3anuii) u3gaeTcs CleraTbHBIHI
npuka3 o «llepeune cBenennii, cocrapisaromux KT nmpeanpustus» u mMepax
0 OXpaHe 3Tux cBefeHuid. COTpyIHUKU NPEANPUITUS IOl PACIIUCKY 3HAKO-
MATCA ¢ mpuka3oMm. [IpumepHslii nepedyeHb cBeneHuil, cocraBisromux KT
MPEAIPHUITHUS, IPUBEJICH BBILIE.

[Ipruka3zoM pyKOBOAMTENSA OPraHU3AMN HA3HAYAETCS JOJKHOCTHOE JIN-
110, OTBETCTBEHHOE 32 YYET, XPAaHCHUE W HCIIOJb30BAHUE JIOKYMEHTOB, CO-
JepKaux KOHPUICHITUATHHBIC CBEICHUS.

KOHTpO.]IbHLle BOINIPOCHI M 3aJaHUA

1. Tlepeuncnute cBeneHus KOHPUACHLIMAIBLHOIO XapakTepa Npeanpu-
ATHS (OpraHu3alum).

2. Kak obGecrneunBaercss 6e30macHOCTh (3amuTa) KOH(PUACHIIMAIBHON
uH(bOpMaIKU OT yTpaThl KOHPUACHIUATHLHOCTH ?

3. KaxkoB nopsiaok paboTsl ¢ KOHGUACHINATEHOU HH(OpManuen?

4. B OTHOLIEHUU KaKUX CBEJICHHUI HE MOXET OBITh YCTAHOBIIEH PEXUM
KOMMEPUYECKON TalHbI?
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I'naBa 7
KOPPECINIOHAEHIINSA, CBA3AHHAS
C ITIPOBEAEHHUEM INEPUOIUYECKHUX MEPOIIPUSITUI

7.1. lokyMeHTHPOBaHHeE MOATOTOBKH COOpPaHud (3aceJaHus)

JI1s1 IOTHOIIEHHOTO MPOBEACHUSI COOpaHUN M 3acelaHui HeoOxoauma
OoJbIIas MOArOTOBUTENbHAS paboTa. JJOKyMeHTHpOBaHUE TOATOTOBKHU 3ace-
JTaHUS 3aKITI0YAETCS MPEXkAE BCEro B COCTABICHUM MOBECTKU JIHS, B KOTOPYIO
MOT'YT OBITh BKJIFOYEHBI BOIPOCHI, HE MPEIyCMOTPEHHBIC IJIAaHOM, HO Tpe-
Oyroiue 0053aTebHOTO pa3pelleHus] Ha 3aceJaHuu. B moBecTKy HS peKo-
MEH/IyeTCsl BKJIIOYATh HEOOJIbIIIOE KOJIMYECTBO BOIPOCOB, YTOOBI MOXKHO OBbI-
JI0 OOCTOSTENBHO OOCYIUTh X Ha 3acenanuu. OHAKO HA MPAKTUKE TO Tpe-
OoBaHHMe He Bcerga coOmogaeTcs. B MOBECTKY HS HEPEAKO BKIIOYACTCS
MHOTO BOIIPOCOB, a 3HAYUT, HYXHBI 0CO0O0 TIIAaTeIbHAs MOATOTOBKA TaKUX
3acelaHUi U YEeTKOE MX BeAeHue. B 3TOM ciiyuae B MOBECTKE JHS HAJ0 yKa-
3aTh, CKOJBKO BPEMEHU OTBOJMTCS HA KaXKJIblil BOIPOC, @ HA CaMOM 3aceja-
HUU YCTAHOBUTH TBEP/IbII pETJIaMEHT.

Bomnpock! B moBecTke JIHS ClielyeT pacnojiarath B MOPSIKe UX BaXKHOCTH
U CJIO)KHOCTH, MPU ITOM TaK, YTOOBI MPUTIJIANIAEMbIE HAa 3aCEIaHUE TPATHIH
KaK MOXXHO MEHbIIIE BPEMEHHU B OKUJAHUU PACCMOTPEHUSI CBOUX BOIPOCOB.
K mnoBecTke AHS MmpuiararT CIUCOK MPUTJAIEHHBIX Ha 3acCeaHKe ¢ yKa3a-
HUEM UX JIOJDKHOCTHU U OpraHU3alluu, KOTOPYIO OHU MPEACTABIISIOT.

Marepuansl K 3ace€aHuI0 MPEACTABISIOTCSA, KaK MPABUIIO, 3a TPU-IIATH
JHEW 10 3acefaHusl PyKOBOJUTEIIO YUPEKICHHUS U IMOCIE UX PACCMOTPEHUS
BMECTE C M3BELICHUEM O 3aCEJaHUM HAIPABIISIIOTCS YiIEHAM KOJUIETHAJIBHOTO
oprana. IlpenBapurenbHasi pacchbulKa MaTEpHAIOB JA€T BO3MOXKHOCTh BHO-
CUTh MOINPABKU B YK€ UMEIOIIUICSA MUCbMEHHBIN MPOEKT PEIICHUS U TEM ca-
MBIM YCKOPSIET PEUIEHHE BOPOCOB HA CAMOM 3aCEIaHUH.

Ilepen navanoM 3acenaHusi MPOU3BOAUTCS PETUCTPALIUS MPUCYTCTBYIO-
mux. [Ipu moaroToBke OOMBITUX COBEMAHWHN, KOH(GEPESHITNI, BCTpEY, Ha KO-
TOPBIX TUTAHUPYETCS y4acTHe PaOOTHUKOB YUPEKICHUH, OpraHU3auil u3
JIPYTUX KpaeB, 00JiacTei, MEeXIyHApOJHBIX OpraHU3alluid, PEKOMEHIYETCs
MPELYCMOTPETDH CIAEAYIOIINE MOMEHTHI:

— BBIPA0OTKY MOBECTKH JIHS U ONPe/ieJIeHuE KPyra y4aCTHUKOB;

— O3HAaKOMIJICHHE MPEANOJIaraéMblX YUaCTHUKOB C IOBECTKOM;

— BBIPA0OTKY periiaMeHTa COBELIAHUS;

— MOJTrOTOBKY MaTepuajoB, KOTOpble OyayT paccMaTpUBaTbCA Ha CO-
BELIAHUU: a) JOKJIa/ia, THPOPMALIMOHHOIO COOOIIEHHsI OpraHu3aTopa COBe-
nianus; 0) gokiana, THGOPMAIIMOHHOTO COOOUIEHUSI TMPEIoJiaraeMbIX yda-
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CTHUKOB; B) CIIPAaBOYHO-MH(DOPMAIMOHHBIX MATEPUAJIOB, KOTOPHIE MOTYT MO-
TpeOOBATHCS B XOJIE COBEIAHMUS; T) IPOCKTA PEIICHUS;

— OpraHu3alMOHHOE 00ECIeUeHrEe COBEIIaHMs: a) PErUCTPALUIO y4acT-
HUKOB; 0) pa3MelIeHUE YYaCTHUKOB; B) TPAHCIOPTHOE OOECIICUCHHUE y4acT-
HUKOB; T') MHTAHWE YYaCTHUKOB; 1) KYyJbTYPHO-MAacCOBBIC MEPOIPUITHS;
¢) ”HPOPMHUPOBAaHUE YYACTHHUKOB TI0 HWHTEPECYIOIUM HWX BOIPOCAM;
’K) CHAOKEHHE YYaCTHUKOB KaHI[TOBApaMHu;

— OpraHM3alMoHHbIC PabOThI CEKpeTapraTa COBEIIaHUS;

— TEeXHMUYECKOoe oOecreueHne MpoBeIeHUsI COBEIaHus (OCHAIIEHUEe o-
MEIICHUSI TEXHUYECKUMU CPEJICTBAMM );

— JIOKyMEHTUpOBaHUE pPaboOThl coBemiaHus (oQpopmIIeHHE TOKYMEH-
TaJbHBIX MAaTE€pPUAJIOB): a) COCTABJICHUE MPOTOKOJA (CTEHOrPAMMBbI) UTOTO-
BbIX MaTepuaoB; 0) pa3MHOKEHHE UTOTOBBIX MaTepUaloB; B) oOecrieueHue
ATUMU MaTepHaIaMHi YIACTHHKOB COBEIIAHUS;

— aHKETUPOBAHHE YYAaCTHUKOB COBEIIaHUS: a) O paboTe COBEIIaHMUS;
0) 00 ypOBHE OpraHu3aIuy U IIPOBEJCHUS COBCIIIAHUS.

Ecnu B moAaroToBke coBemniaHusl y4acTBYET IieJias TPyIa, HyXKEeH TUIaH,
YTBEP>KJICHHBIN JOHKHOCTHBIM JIMIIOM, OTBEYAIOIIUM 32 COBEIIaHUE.

Cocragnsierca cmera pacxofos. Onpenensiercs noBecTka 1Hsi. B coorser-
CTBYIOIIIEM JOKYMEHTE YKa3bIBaeTCSl TeMa, KOTopasi OyJeT 00CyKAaThCs Ha CO-
BEIIaHUH, MEPEUHUCIIAIOTCS TEMBI JOKJIAI0B, COMOKIAA0B, COOOIMIEHUH U T. II.,
npeyIaraéMbIX JiIsl 0O0CY>KIIEHUSI, U TIPUBOATCS KpPaTKUE CBEACHUS O BBICTY-
naromux: ux (GpamMwiud, UMEHa U OT4YeCTBa (IIOJIHOCTHIO WJIM COKPAIEHHO),
JOJDKHOCTH, YICHBIC 3BAHHS.

YTOouHsIeTCS CIUCOK JIUII, TPUTJIAIIEHHBIX HAa COBEIIAHUE, COCTaBIISIIOTCS
npuriianienus (U3BelleHus) Ha coBellanue. llpurnamenust BKIrO4aoT: o0pa-
nieHue, nHGOPMAIMIO O JIaTe U MECTE MPOBEJCHUS COBEUIAHUS, TIOBECTKY JHS,
NPEUIOKEHUE MPUHSTh y4acThe, Ipoch0y 0 MOATBEpk AeHUU ydacTus. [loanm-
CBIBAIOT MPUTJIAIICHUS JIUI[A, OTBEYAIOIINE 32 TIOATOTOBKY COBEIIIaHUSI.

Omnpenensierca perinameHT padboTel. OH JOMKEH MPEeAyCMaTpUBATh YET-
KYIO0 OpTraHU3aIHMI0 XOJa COBEIIaHUs, MOPSJOK pAaCCMaTPUBAEMBIX BOIIPOCOB,
OTpeeTICHHbIE MPOoIeaypHbIe cTOpOoHBI. OOIIas MPoaOIKUTEIFHOCTh COBE-
IIaHKUS HE IOJDKHA MPEBHIIIATh TPEX-UYETHIPEX YacOB B JICHb.

7.2. CTpyKTYypa I0KJIa4a

Jloxnao — mybauuHoe cooOIeHre, IpeAcTaBistonee codoil pa3BepHY-
TOE U3JI0)KEHHE Ha OIpeesieHHY0 TeMy. CyIecTBYIOT OIpEAeSIEHHbIE ITpa-
BUJIa HaNMCaHus Jokiana. Jlokiaan Hajqo HaYuHaTh ¢ OoJiee ci1adbIX apryMeH-
TOB ¥ MIOCTENIEHHO MEPEXOANTh K OoJee cuibHbIM. Hampumep, npu o0Ocyxae-
HUU KaKOH-TMOO MporpaMMbl IEHCTBUHN B JOKIAJ€ CHayalla U3JaraiTcs ap-
TYMEHTBI B T0JIb3Yy JaHHOW nporpammsbl. Ecin oOcyxaercs HECKOIbKO Ba-
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PHAHTOB MPOTrpaMM JCHCTBUM, TO HAYMHATH JOKJIAJ CJICIYyeT C BECKHX apry-
MEHTOB.

Hanucanue nokiiaga AOJKHO BBIACPKUBATHCA B JIOTMYECKOM M XPOHO-
JIOTUYECKOHN TI0CJICIOBATCIIPHOCTH JICHUCTBUM M COOBITHH. PekomeHmyercs
cJIeAyrolIas MOCiIe10BaTeIbHOCTh AJIEMEHTOB B JIOKJIAJIE:

— BCTyIUIEHUE (KpaTKOe U3JI0KEHUE CYIIIHOCTH JIOKJIa1a);

— 1IeJb JIOKJIAJIA;

— 3aJ1a4M U UX PEIICHHUE;

— OCHOBHAas 4acTh (JOHKHA OBITh BEIPAKEHA B UETKUX (POPMYIHPOBKAX
0 MMOTPEOHOCTSX, JKETAHUSIX, HHTEPECaX, IEHCTBUIX U MOCTYIIKAX);

— 3aKJIoYeHue (COIEPKUT BbIPAOOTKY MPENIOKEHUM M0 palliOHATbHO-
MY PELIEHUIO MPOOIEMBI).

Pe3tome noknama OMKHO J1aBaTh SICHOE MpEACTaBiIeHHE 00 OCHOBHOM
coJiep)KaHuM JoKjana. Yaiie Bcero pe3roMe MPUBOJIUTCA B Hadalle JOKiIaaa
1 UMeeT 00beM He 0oJiee OJTHON TPETH JIKCTA.

KonTposabHbie BONPOCHI U 3aJaHUS

1. Kak nokyMeHTHpyeTcsl NOAroTOBKa 3aceqaHuii, COOpaHuii?

2. Kaxkue MeponpusiTsi JOJKHBI ObITh IPEAYCMOTPEHBI B OpraHU3alun
KoH(pepeHIUi ¢ OOJIBIIMM KOJIMYECTBOM YYACTHUKOB, B TOM YHCIE U3 JIPY-
TUX TOPOJOB, PETUOHOB, CTpaH?

3. Kakue snmeMeHTHI BKITIOUaeT B ce0s1 MyOJIMUHOE BBICTYILIEHHE?
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POCAPXNB
['ocynapCTBEHHOE yUpeKICHUE

Bcepoccuiickuil Hay4YHO-HUCCIIEA0BATEIbCKUIT HHCTUTYT
JIOKYMEHTOBEJICHUSI U apXUBHOIO JieJia

(BHUUJIAJ)

MockBa

Puc. b.1. OGpazen o61iero 6;1aHka opraHu3auu

POCAPXVB
l'ocymapcTBeHHOE yupeKacHue

Bcepoccuiickui
HAy4HO-UCCIIEI0BATEIbCKUI UHCTUTYT
JIOKYMEHTOBE/ICHUS 1 ApXUBHOTO JieJia

(BHUNOA)
[Ipodcoroznas yiu., 1. 82, Mocksa, 1177393
Ten./daxc (095) 718-78-74

OKIIO 02842708, OI'PH 1027700380795

MHH/KITIIT 7708033140/771001001

No
Ha Ne OT
| | —

Puc. b.2. O6pa3zer yrioBoro GiaHka muchMa OpraHU3aIuu
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POCAPXVB
['ocynapcTBEHHOE yupexxaeHue

Bceepoccuiickuil Hay4YHO-HCCIIEA0BATEIbCKUI HHCTUTYT
JIOKYMEHTOBEJICHUSI U apXUBHOIO JieJia

(BHUMIAM)

[Ipodcoroznas yiu., 1. 82, Mocksa, 1177393
Ten./dakc (095) 718-78-74. E-mail: mail@vniidad.ru
OKIIO 02842708, OI'PH 1027700380795,
WHH/KIIIT 7708033140/771001001

Ha Ne oT r

Puc. b.3. OGpasel npoojbHOT0 OJlaHKa MMChMa OpraHu3alluu

POCAPXNB
['ocynapCTBEHHOE yUpEXKICHUE

Bcepoccuiickuii Hay4YHO-HUCCIIEA0BATEIbCKUI HHCTUTYT
JIOKYMEHTOBE/ICHUS U ApXUBHOTO JleJia

(BHUUIAL)
OTaen OKyMEHTAITMOHHOTO 00ECTICUeHHSI YIIPABICHUS

[Tpodcoro3nas yi., 1. 82, Mocksa, 1177393
Ten./dpaxc (095) 718-78-74. E-mail: mail@vniidad.ru
No
Ha Ne oT r o

—  —

Puc. b.4. O6pazen nmpoobHOTO OJIaHKA MUChMa
CTPYKTYPHOI'O TIOJIPa3ICCHHS OpraHU3aliu
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MNPUJIOXEHHUE B
OAQO «PoHOKC» Jupekropy
Crapas yiu., 36, Mocksa, 115217 BricTaBouHOrO 1ieHTpa
ten.: 129-98-97, dakc: 129-96-55 «IKCIIO-BU3HEC»
E-mail: ................. r-uy U. H. BecenoBy
OKIIO ... Hogsas yi., 113,
OIPH ................... Mocksa, 110020
NHH/KIIIT ............ [oviiiiinnn.
12.03.2005 Ne 36/07-16
Ha Ne OT

OO0 yyacTuu B BbICTaBKe

VYBaxkaemsiii iBan Hukonaesuu!
O3HaKOMUBUIUCH C MPOrpaMMoi paboThl Bamiero BBICTaBOYHOIO LIEH-
Tpa, onyonukoBaHHOU B Ne 6 «OkoHoMuyeckoi razets» ot 22.01.2005, na-
npasisieM Bam 3asBKy Ha ydactue B BeceHHel skcno3unuu Llentpa.
[IpocuM BKITIOYUTH HAITYy OPraHU3AIMIO B YUCIIO YYaCTHUKOB BBICTABKH.
[Tpunoxxenue: Ha 2 1., B 2 9K3.

C yBaxxeHHEM,

JlupexTrop Tpoghumos A. JI. Tpopumosn

NBanoB MBan AHnpeeBud
181-05-06
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Puc. B.1. OGpa3zen ucxozsmiero nucbma

BBICTABOYHBIN [IEHTP Hupekropy

«OKCIIO-BU3HECC» OAO «POHOKC»

Hogas yi., 113, Mocksa, 110020 r-ay A. JI. TpodpumoBy

Ten.: 459-56-97, dbaxc: 467-99-75 Crapas yi., 36,

E-mail: ................. Mocksa, 115217

OKIIO ... o

OIPH ..........een.... A. H. benosy

WMHH/KIIIT ............ [oviiiiiiin. Paspabomams nian

25.03.2005 Ne 65/15-07 Meponpusmuu

Ha Ne 36/07-16 ot 12.03.2005 no N0020MOoEKe K 8bICMABKE,
BKIIOUASL KOMAHOUPOBAHUE

O paccMOTpeHUHU 3aIBKU compyoHuKa

Ha y4acTHE B BBICTABKE 0o 06.04.2005

Tpogumos 02.04.2005
YBaxkaemsliit -H Tpodumos!

Coo6mraem Bawm, uro 3asBka Barero npenamnpustus Ha ydacThe B Be-
cenneir skcno3unuu 1eHTpa «IOKCIIO-BU3HEC) paccmoTrpena oT6opou-
HBIM COBETOM U MPUHSATA.

Jlns moAroToBKU dKcno3unuu Bam HeoOXoanMo komaHaupoBaTh B Bl
«IKCIIO-BU3HEC» ne no3anee 11.04.2005 cpokoMm Ha Tpu AHS OTBETCT-
BEHHOT'O UCIIOJTHUTENS MO BOIIPOCAM y4acTHs B BHICTABKE.

C yBaxeHueM,

Hupekrop Becenosg H. H. Becenos

C. A. Ilanuny
Omkomanouposams ¢ 10.04.2005
Ha 3 ousn 6 BL] « DKCIIO-BU3HEC»
an. cneyuanucma Koponesa I1. b.

benog 03.04.2005

B oeno Ne 07-16
Ilemposa 12.04.2005

SxosieBa FOnug JIbBoBHA OAO «POHOKC»

215-11-32 Hara 02.04.2005
Ne 50/07-16
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PUC. B.2. OBPA3EIL BXOAAIEI'O IMCBMA

Haumenosaunue
OpraHu3anuu

[TOJIOXKEHUE
00.00.0000 Ne 00

MockBa
0

HaMMCHOBAHHC

MOIpa3IeICHUS

YTBEPX/AIKO
PykoBoaurens opranuzamnuu

Jnunas PacmmudpoBka
MTO/IITHCH TO/IITHCH

00.00.0000

CTPYKTYPA TEKCTA

OO0111e noJIOKEHUS
OcHOBHEBIE 3a1a9H
OyHKIMU

[IpaBa u 00s13aHHOCTH
OTBETCTBEHHOCTH
Bzanmoornomienus. CBs3u
Opranusanust paboThl

HanmenoBanue nomKHOCTH
PYKOBOAMUTENSL CTPYKTYPHOTO
MOJIpa3AceHUS

Bu3sbl cornnacoBanus
C 3aMHTEPECOBAHHBIMU
JNOJDKHOCTHBIMH JIMIIAMU

C 10JIO)KEHHEM 03HAKOMJICHBI:

B nemno Ne 00-00
JInunas
noamck 00.00.0000

JInynas
MHOAIUCH

JInuueie
MOAITUCH
JlaTel

Pacmmmdposka
MOITUCH

PacmudpoBku
MOAIHuCen

PUC. B.3. ®OPMA INOJIO’KEHUSA O CTPYKTYPHOM INIOJAPA3JEJTEHUN
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HaunmenoBanue YTBEPX/IAIO
OpraHU3aIluN PykoBoauTens opranuzanuu
JOJDKHOCTHASA MHCTPYKIUA JInunas Pacumdposka
00.00.0000 Ne 00 MOJIITUCH MOJIITUCH
00.00.0000
MockBa
HanMMEHOBAHHUE JIOJKHOCTH
paboTHUKA
CTPYKTYPA TEKCTA

OO011re moJIoKEeHUS

OyHKIUU

JIOKHOCTHBIEC 00s3aHHOCTH

IIpaBa

OTBETCTBEHHOCTh

B3auMooTHoeHus (CBS3H MO JOJIKHOCTH)

HaumenoBanne 10JKHOCTH
PYKOBOJIUTENSA CTPYKTYPHOTO JInunas PacmudpoBka
MOJpa3AeIICHUs MOJIHUCH MOJITHUCHU

Bu3sbl coryiacoBaHus
C 3aMHTEPECOBAHHBIMU
NOJHKHOCTHBIMH JTULIAMA

C uHCTpYyKIMEH 03HAKOMJICH: JInunas PacmudpoBka
MOANUCH MOANUCH
JlaTa

B nemo Ne 00-00
JIngyHasa moanuch

00.00.0000

Puc. B.4. ®opma 10IKHOCTHON MHCTPYKLIMH

105

YUYEEHO-METOAOAVYECKW 3AKPBITb
OOKYMEHT

X




). HHCTHTVT

(7
é.',;'.' 9 OHCTAHLMOHHOTO

H

A

Haumenosaunue
OpraHu3aluu

I[TPOTOKOJI
00.00.0000 Ne 00

MockBa

IMPOU3BOACTBCHHOI'O
COBCIIIaHHUA

IIpencenarens — @amunus U. O.
Cexperaps — @amunus 1. O.

[TpucyrcTBOBaNM: (haMHUIIUK, HHUITAAIIBI
[IpurnamieHHbIe: TOTKHOCTH, (DaMHUIIUHA, HHUITAAJIBI

IIOBECTKA JHA:

LLO oo, (@161618)1105) 61 (I
ITIOCTAHOBUJIU:

2.0 (001010011 (5§ 1 (SIN U
ITOCTAHOBUJIN
[Ipencenarens JInunasg nmoanuch Pacmmdporka moanucu
Cexkpertapb JIngHast moanuch Pacmmdporka moanucu

Busbl o3HakOMIIEHUS
3aMHTEPECOBAHHBIX JIHI]

B nemno Ne 00-00
JIngHast moanuch
00.00.0000

Puc. B.5. ®opma kpaTkoro npoTokona

106

YUYEEHO-METOAOAVYECKW 3AKPBITb X
OOKYMEHT




2¥/9 OHCTAHUMOHHOTO
0EPA30BAHKA

H

| é:;i;\ HHCTHTVT

A

Haumenosaunue
OpraHu3aIuu

I[MTPOTOKOJI
00.00.0000 Ne 00

MockBa

MMPOU3BOACTBCHHOI'O
COBCIIIaHUA

IIpencenarens — @amunus U. O.
Cexperaps — @amunus 1. O.

[TpucyrcTBOBaNM: (haMHUIIUK, HHUITAAIIBI
[IpurnamieHHbIe: TOTKHOCTH, (DaMHUIIUHA, HHUITAAJIBI

IIOBECTKA JHA:
LLO i, P 6):9; £: 51 QRN
(®.1.0. BBICTYIIUBIINX )
ITOCTAHOBUJINA:
2.0 i, P 10):9 £: 11
(®.1.0. BBICTYNHBIINX)
ITOCTAHOBUJINA:
IIpencenarens JInyHast moanuce PacmmmdpoBka noanucu
Cexkperapb JInyHas moanmnch Pacumdporka noanucu

Bu3bl 03HakoMiIeHUS
3dMHTCPCCOBAHHBIX JIMIL

B nemno Ne 00-00
JInunag moanuce

00.00.0000

Puc. B.6. ®opma cokpalieHHOro NpoTOKOoJIa

107

YUYEEHO-METOAOAVYECKW 3AKPBITb
OOKYMEHT

X




). HHCTHTVT

(7
é.',;'.' 9 OHCTAHLMOHHOTO

H

A

TEJIETPAMMA

CPOYHAS
TOMCK OAO TOMCKCTPOU
ADAHACBHEBY

[mpoOIIryY COOBHIUTH AJAHHBIE O COCTOSHHWHN PEAJIM3ALINIA
IMTPOAYKINMHN 3nr EE OCTATKAX 3nt OBPBEMAX OTI'PYXKEHHOM
30T HOI[HE)KAH.[EPT OTTPY3KE ITPOAYKIMU 3nT HEOIINTAYEHHBIX
CYETAX Tuk

MBauos

TBepckas, 7, Mocksa, 104457 Otnen cObITa
Hupextop OAO «Ilynbe» Cudopos Y. A. CunopoB  Menenes 295-04-13

[Teuyats 15.04.2005

Puc. B.7. Tenerpamma

108

YYEEHO-METOOVNYECKWW

3AKPbITb
AOOKYMEHT

X



" iy  MHCTHTVT
éi;':?’ AHCTAHLHOHHOTO

OBPA30BAHKA
e A T
HanmenoBaHue opranusamnuu Anpecar
TEJIE®@OHOI'PAMMA Ne Tenedona
00.00.0000 Ne 00

Bpewms nepenaumn
MecTo cocTaBiIeHUA

109

YUYEEHO-METOAOAVYECKW 3AKPBITb

:
AOKYMEHT X
Bl




o), MHCTHTVY Cenmrosa M.
é'.'z,l , JIUCTAHLHOHHOIO ([lOKYMEHTMNIOBAHME YNPaBNeHUEeCKON

OGPA30BAHMKA AeATenbHOCTHY, yuebHoe nocobue, 2005 1

A

H

TEKCT TEJJE®OHOI'PAMMbBI
(1o 50 cmoB)

HanmeHoBaHMe TOMKHOCTH JIMIIA,
MOJNKCABIIETO TeleoHorpaMMy N. O. ®amuus

Ilepenana: cekperapb
[Ipunsana: cekperapb

aMUITHS Neo Tenedona

N.O. D
N. O. Gamunus Ne Tenedona

B nemo Ne 00-00
JInanas moanuch
00.00.0000

Puc. B.8. Tenedhonorpamma

YUYEEHO-METOAOAVYECKW 3AKPBITb
OOKYMEHT

X
1
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