depepanbHoe rocygapcrBeHHoe broa)KeTHoe 0bpa3oBaTenibHOe yupeXKaeHue Bbicliero
obpasoBaHua «Boarorpaacknii rocygapcTtBeHHbIM MegULMHCKUA YHUBEPCUTET?
MuHucTepcTBa 3apaBooxpaHeHua Poccuiickon depepayum

Kadegpa ynpasneHna n skoHommku papmaumm, meguLUHCKOro u
$dapmaueBTMUECKOro TOBapoBeAEeHUA

OcHoBbI AenonponsBoAaAcTBa B
anTevyHbIX OpraHuU3aLunAax: npasunaa m
TpeboBaHMA K coCcTaBNEHUIO U
ABUXEHUIO OCHOBHbIX AOKYMEHTOB

Nekuua
npogpeccop Bemrwommesa H.A.

AucumunaunHa: ynpasaneHue u 3KoHomuka papmayum
(modynb: hapmayeemuyeckuli meHedHcmeHm)
4 kypc, 8 cemectp



[1lhaH nekuun

1. OcHoBbl genonpoussoacrea. OCHOBHbIe 3a4a4u
Aenonpou3BoAacTsa.

2. OnpepeneHue NOHATUMN.

3. HaunoHanbHble CTaHAAPTHI B AeN0NPOUN3BOACTBE.
4. DyHKUUN AOKYMEHTA.

5. Knaccudpmkauma fOKYMEHTOB.

6. PekBM3uTbI JOKymeHTa. MpaBuaa noarotosku n opopmsieHun
AOKYMEHTOB.

7. BUabl OCHOBHbIX 4OKYMEHTOB B anTe4YHOM OpraHusauuu.
8. O6bwue npaBuaa Ao0KymeHTooboOpoOTAa.

9. Cuctematnsauymsa, xpaHeHue AOKymeHToB. PopmuposaHue gen.
HomeHknatypa gen. Cpeacrsa mexaHmM3saumm NpoLeccos
AenonpousBoAcCTBa.



OcHoBbI
Aenonpon3sBoAcCTBa



Nenonpounssoactso. OnpeaeneHue

TePMUMHAJ
é N / B coBpemeHHOM 3HaYeHuun — \
AenonponsBoacTBo AEeNonpousBoACTBO — 3TO
— 3TO AeATEe/IbHOCTb AOKYMEHTaLMNOHHOe
Mo CO34aHUI0 obecneyeHue ynpasneHus,
CaMOCTOATEe/IbHAA OTPac/b

AOKYMEHTOB U AEeNn B
cooTBeTcTtBnuU C

yrnpaB/aeHYeCcKoi AeATeNbHOCTH
rocyaapcrBeHHbIMMU
CTaHAAPTaMMU U

OpraHu3sauuu, yuypexgeHus,
- npegnpuatua, obecneumnsatroLan
opraHusauuu, AOKYMEHTUpOBaHUE U

paboTbl C HUMMY, 3 opraHusaumio pabotbli ¢
oonunaibHbimm AOKYMEHTaAMU
MMEHHO co3JaHue duu AOKY ,

o co3gaHune AOKYMEHTaLNOHHOMU
yciosin AnA MHopMaLMOHHOM 6a3bl Ha

dAMUHUCTPATUBHO-

ABUKEHNA NOUCKa U pa3INYHbIX HOCUTENAX ANA
XpaHeHuUA MCNO/b30BaHMA yNpasaeHYeCKUMm
AOKYMEHTOB. dnnapatom B npouecce

peannsauum ero PyHKUmn. *




OCHOBHble 3a4a4n 4enonpon3BoACTBaA

OdopmneHue aenoBbiX JOKYMEHTOB B COOTBETCTBUM C TPebOBaHMAMM
CTaHOapTOB

|

Co3paHue ycnoBuit ana ABMXKeHUa A0KYMeHTOB (opraHusauus
perucrtpauum, KOHTPOJIb 3a ABUXEHUEM U CPOKaMM UCNOTHEHUSA)

Co3paHue ycnosuia ANA NOUCKA UCMONTHEHHbIX AOKYMEHTOB
(bopmuposaHue aen B cooTBETCTBUU C HOMEHKAATYPOU aen)

Co3paHue ycnoBuii ana XpaHeHUA AOKYMEHTOB




[lokymeHT. OnpeapeneHmne TepmMmnHa

[JOKYMEHT — 3TO C/ZI0XKHbIU 0OBbEKT, npeacTaBaaowmum coboun
eANHCTBO UHPOPMaLUU U MaTepUaibHOTO (BeLecTBeHHOro
HOCUTENA); 3TO 3aKOAUPOBAHHOE onpeaeneHHbIM 06pasom u
3aUKCMPOBaAHHOE HA MaTepuasibHOM HOCUTene
MHPoOpMaLMOHHOE coobLieHue yaocTtoBepsoLee, YTO PaKT
XO3AUCTBEHHOMU AeATEeNbHOCTU (}KU3HMU) CyLLEeCcTBYeT, COBepLUeH
UM MOXKET BbiTb cCOBepLUEeH; 3TO 3aPUKCUpPOBAHHAA HA
MaTepuasbHOM HocuTene HGopmaLua C peKBUSUTAMM,
NO3BONAIOWMMHU ee naeHTMGULUUpoBaThb.




B

[lokymeHT. OnpegeneHne TepmunHa (2)

/[oKymeHmM — amo uHgopmauus,
Komopast COXpaHeHa Ha
mMamepuaibHblX HOCUMeAsX u
umMeem peKkeusumsl, no3goasrouiue
npoeecmu ee udeHmu@uxkauuro u
obecneuums OpUOUUECKYHIO CUNY.




[IoN3HAKN AOKYMEHTa

1. Haanume 2. CrabunbHasn BewecTBeHHas popma,
obecneuunBarowWwan AONTOBPEMEHHYIO
CMbICNI0BOTO COXpPaHHOCTb AOKYMEHTa,
coaepxaHuA BO3MOXHOCTb MHOTOKpPaTHOro
(,qOKVMEHT - MCNONb30BaHUA U NepemeLLeHUn

UHPOpMaL MK B NPOCTPAHCTBE U BO
HOCUTENb CMbICNa) BpeMeHN

3. NpegHasHaYeHHOCTb ANA ‘

NCNO/b30BaHUA B COLMANbHOMN
KOMMYHUKaUUU (OKYMEHTbI —
3TO CNeuManbHO CO34aHHblIe
4yeN0oBEKOM AnA
KOMMYHUKALMUOHHDIX Lenei
HocuTenn uHpopmalum)

4.3aBepLIeHHOCTb
coobLieHus




oKymeHmMuposaHue
— npoyecc, 8 xooe
KoOmopoz2o co30aromcs
OOKYyMeHmMel.



UHPopmauma — oanH U3 KNOYEBbIX PecypcoB
nobou papmaueBTUHYECKOU OpraHM3aLumm, B OCHOBe
KOTOPOro /1IeXXUT 60nbLIoe KOAIMYeCcTBO CamMbiX

pPa3HbIX AOKYMEHTOB.

Pabota c HUMK BXOAUT B AONKHOCTHbIE
06a3aHHOCTU pyKOoBOAUTENA.

Ba)XHyl0 po/ib B 3TOM NpoLecce UrpaeT rpamMmoTHO
Ha/NlaXXeHHbIN JOKYMeHTO0b60pOoT.




I;I,OKyMEHTOOGOpOT. OnpedeneHue mepmMuHd

-

A

[N OoKymeHTOO60pOT — 3TO
ABUXeHne JOKYMEHTOB C
MOMEHTA UX CO34aHUA UN
nosiyyeHnA A0 3aBepLleHUn
UCNO/IHEHUA UIU OTNPABKMU.

N

_

A

4 h

[ oKymeHTOO60pOT — 3TO
ABUXKEeHUe AOKYMEHTOB
yuypeXaeHua, HauuHaA ¢ 3Tana
UX CO34aHUA N 3aKaH4YnBanA

3aBeplieHruem paboTbl ¢ HUMMN.

\_ _4

¥



ZloKymeHmoobopom —
paboma c 2comoebimu
O0OKymeHmamu, Komopas
8K/II0Maem peaucmpayuro,

cucmemamusayuro u
XpaHeHue,

KOHMPOsb UX UCIMO/IHEeHUHA.



HALIMOHAJIbHbIE CTAHOAPTDI B
AEJIONPOU3BOACTBE
A

/" [paBoBble OCHOBbI CTaHAAPTM3aLUKUK B Poccnmn, B TOM Ymncie
GYHKUMOHMPOBAHUA HALLMOHANbHOMN CUCTEMDI

CTaHAapTU3aumm, onpeaenerHol PegepanbHbiM 3aKOHOM OT

29.06.2015 No 162-93 «O ctaHaapTusaumm B Poccnimnckomn

\ denepaunny. y

HauuoHanbHble CTaHAaPThbI B chepe
leNIonpousBoACTBa Pa3AensatoT Ha TPU rpynnbl:

TePMUHONOTNYECKME, } A

odpopmneHus ,LI,OKyMGHTOB,J

yl'lpaBJ'IEHI/IFI,EI,OKyMGHTaMVI} N S
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HOpMaTI/IBHaiI 6a3a cCoBpeMeEHHOro genonpoussoacrtea

9 6a3a COBPEMEHHOTO fieJ

X YNPaBNEHUECKWUX apXUBH

[eATeNbHOCTM rocyAapCTBe
BEHUA 1 OPraHN3aLuii, C

1eNonpou3BOACTBa B FOCY]




rOCT P 7.0.97-2016 «CUBULL. OpraHn3alOHHO-
pacnopsauTenbHasa JOKyYyMeHTauua. TpeboBaHusa K
opOpMJIEHUNIO JLOKYMEHTOBY

CraHgapToMm, YyCTaHaB/IMBAOWMM NPaBUNa
odpopmneHunsa aokymeHtos, asnaetca (OCT P 7.0.97-
2016 «CUBNA. OpraHn3auMOHHO-
pacnopsaauTenbHaa AOKYMeHTaumA. TpeboBaHMA K
opopmneHmnto JokymeHToB» (nanee —FTOCT P
7.0.97-2016).

MonoxeHna NOCT P 7.0.97-2016 pacnpocCTpaHAOTCA Ha
OpraHu3auUoOHHO-pacnopAaguTesibHble b6ymarkHbie U
3/1IeKTPOHHbIEe AOKYMeHTbl (aanee — OPAl): ycTaBbl,
NONOXEeHUA, NPaBuUIa, UHCTPYKLUN, PeramMeHTbl,
NOCTAaHOB/IEHUA, PACNOPAXKEHUSA, NPUKaA3bI, peLleHuns,
NPOTOKOJ1bl, AO0rOBOPbI, AKTbl, MTMCbMa, CIPABKN U Apyrue
OP/[l, obpa3ytowmecs B AeATENbHOCTU It0OOM OpraHU3aumnn.




FTOCT P 7.0.97-2016 «CUBUQ. OpraHn3aLMOHHO-
pacnopsaauTenbHasa AOKyMeHTauusa. TpeboBaHua K
odopMNeHUI0 JOKYMEHTOB» (2)

FOCT P 7.0.97-2016
onpeaenser:

COCTaB PEKBU3UTOB,
NCMONb3yeMbIX MPU NOArOTOBKE
OPA4;

npaBuaa opopmieHus
PEKBU3NTOB, B TOM YMC/E C
NPUMEHEHNEM
MHPOPMALMOHHbIX TEXHONOTNI;

BUAbl 6/1TaHKOB IOKYMEHTOB, COCTaB
PEeKBU3NTOB B1aHKOB, CXEMbl
PACMNoNOXKEeHNA PEKBU3UTOB Ha
NOKYMeEHTe.




[MpumepHaa MHCTPYKLUMUA NO
AenonpousBoacTey

B nonoxkeHuax NpmmepHON MHCTPYKLUK MO AeNoNnpPOonu3BOACTBY U
[Mpasnn 2019, onucbiBaloOWMUX AOKYMEHTUPOBAHUE ACATE/NIbHOCTH,
eCTb CCbl/IKM Ha nonoxeHnAa FOCT P 7.0.97-2016, B KOTOPbIX ONUCAHDbI
COCTaB PEKBU3UTOB, NPUMeEHAEMbIX NPpU 0GOPMAEHNN AOKYMEHTOB,
npaBuna nx opopmneHus, TpeboBaHUA K 61aHKam AOKYMEHTOB.

D L

\ 4

To ecTb BCe opraHbl BNAaCTU U OpraHn3aunm, Kotopble paspabaTbiBatoT
CBOMW BHYTPEHHME HOPMATUBHbIE AOKYMEHTbI HA OCHOBAHUM
MpumepHON MHCTPYKUMK No agenonponssoactsy u MNpasun 2019,
065s3aHbl cobnoaatb nonoxkenua NOCT P 7.0.97-2016.
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FOCT P UCO 15489-1-2019 «CUBUN. UHPopmaLuums u
AOKYMeHTauua. YnpaBneHue goKkyMmeHTamMu. Hactb 1.
[ToHATUA U NPUHLUUNDbI»

CtaHOapTbl ypaBaAeHMA AOKYMEHTAMWU MOMOTYT
OpraHmM3aumnm BbICTPOUTb CUCTEMY YNPaABAEHUSA
NOKYMeHTaMu, KoTopaa byaet PyHKLUMOHUPOBATL KaK
ynpaB/ieHYecKasa cuctema (cmctema meHeaKMeHTa),
Haue/ieHHaA Ha MOCTOAHHOE yay4ylleHue.

D L

\ 4

OCHOBHOM HaUMOHA/IbHbIN CTAaHAAPT B ynpasieHnn aokymeHtamm — FOCT
P UCO 15489-1-2019 «CUBUA. UHPOopmaLumMa n AOKYMEHTaLUA.
YnpasneHue gokymeHtamum. HYactb 1. MNoHATMA M npuHumMnbl» (aanee —
FOCT P UCO 15489-1-2019) naeHtmnyeH mexkayHapoaHomy ctaHaapTy I1SO
15489-1:2016 «Information and documentation. Records management.

Part 1: Concepts and principles», IDT. 18




FOCT P UCO 15489-1-2019 onpepenaet NOHATUA U NPUHLMUNDbI CO34aHUA, BBOAA
AOKYMEHTOB B CUCTEMY M ynpaBaeHUa nmu (2)

\ L

Bo BBeAEHUM K CTaHAAPTY OTMEYeHa BaXKHeWlLlan po/sib AOKYMEHTOB, BO-
nepBbiX, Kak CBUAETENbCTB AeN0BOM AeATe/IbHOCTU, BO-BTOPbIX, KaK
WHPOPMALMOHHDbIX aKTUBOB OpraH1U3aLumn.

Nz

TaKKe NoJYepKHYTO, YTO CO3A4aHUE U XPaHEHUE JO0KYMEHTOB B LMdppoBoi
cpeae OTKpbiBaeT HOBble BO3MOXHOCTU A8 UCNO/Ib30BAaHUA AOKYMEHTOB,
NOCKO/IbKY Undposan cpeaa obecneumnsaer 60nbllylo rMOKOCTb cpeacTs
ynpaBaAeHUA JOKYMEHTaMMW.

N

Hapsaay ¢ 3TMm HOBble MoAenu BeAeHUA Aen0BOoN AeATeNbHOCTU

NOBbLILWAIOT OTBETCTBEHHOCTb CMELUaNCTOB B OTHOLLEHUN A0KYMEHTOB,
TpebyloT OT HUX 3HAHMA HOPMATUBHOM cpeabl, TOHUMAHUA BO3MOXKHbIX
PUCKOB ANA AOKYMEHTOB, a TaKXXe NOHMMaHUA BHELUHUX U BHYTPEHHMUX
notpebHocTen He TONbKO CaMOM OpraHmnsaumm, Ho n TpeboBaHuM
rocyAapCTBEHHbIX CTPYKTYP, 3anNpocoB 06LUEeCTBEHHOCTH, KNINEHTOB.




OcHoBHoOe Ha3HaueHue NOCT P UCO 15489-1-2019 —\
onpeaenntb NOHATUA U NPUHLUMUMNDbI, HA OCHOBE
KOTOpPbIX pa3pabaTbiBaloT Nnoaxoabl K cO3AaHUIO,
BBOAY B CUCTEMY U YNPABJIEHUIO AOKYMEHTaMU U
KOTOpble B COBOKYMHOCTU COCTAaBAAIOT CUCTEMY
ynpassieHna (cuctemy meHeaKMeHTa) AOKVMEHTaMI/IJ




MonoxXeHna ctaHgapTa paccmaTtpusalor (3):

\J

AOKYMEHTbI, MeéTaaHHbleé K AOKYMEHTaM, JOKYMEHTHblIE CUCTEMBbI,

N/

NONNTUKY YNPaBAEHUA OKYMEHTAMMW, OTBETCTBEHHOCTb 33 AOKYMEHTbI, MOHUTOPUHT U
obyyeHne apdeKTUBHOMY YNPaBAEHUIO AOKYMEHTAMU;

2 7

dHa/In3 AeNoBbIX Npoueccos,

N/

cpeacTBa (npouecchbl) ynpaBneHUA AOKYMEHTaMU;

N\ L

npoueccbl XNM3HEHHOTIO UUK/1a AOKYMEHTOB C MOMEHTA CO34aHNA AOKYMEHTOB, BBO/ UX B
cncTemy mn nocnegyroulee ynpasiaeHmne MniMn. 21




FOCT P UCO 30300-2015 «CUBUL. NHpopmMmaLms u
AOKYMeHTauus. Cuctembl ynpaB/ieHUs JOKYMEHTaMMu.
OcHoBHble nonoXxeHua u cnoeapb» U FOCT P UCO 7.0.101-
2018/UCO 30301 «CUBU[. UHdopmauums U AOKYMEHTaLuS.
Cuctembl ynpaBneHusi JOKyMeHTaMu. TpeboBaHUsA»

AN

/B 3TUX HaLUMOHa/IbHbIX CTaHAAPTaxX AeTa/IbHO U BCECTOPOHHE paCCMOTDEHbI\
OTAeNbHble acNeKTbl ynpaBaeHUa A0KYMEHTaMU U YCTaHOB/EHDbI
TpeboBaHMA K cMcTemam ynpassieHUA goKymeHTamu. OHM BXOAAT B
COCTaB HAaLMOHa/IbHbIX CTaHAAPTOB CUCTEM MEHeXKMeHTa 1 pa3paboTaHbl
B Llenax obecneyeHna cCOBMeCTUMOCTU C 3TUMM CTaHAAPTAaMM Ha OCHOBe
\ npUMeHeHUsa obLLUX 3/1IeMEHTOB U MEeTOA40/10rMn MeHeAXKMeHTa. /

/ ! \

TepMUHOM «CUCTEeMa ynpaBaeHunAa
nokymeHtamm» B TOCT P MCO 30300-2015
0603HayvaloT 0AHY U3 CUCTEM YNpPaB/IEHUA

\_ (MeHeaXXMeHTa) opraHmn3auunm. Y




B TOCT P MCO 30300-2015 otmeyeHo, 4To 3pdPEKTUBHOCTb OpPraHmM3aumm Bo
MHOrOM 3aBMCHUT OT BHeAPEHUA U NOALEPHKAHUA CUCTEMDI YNpaBieHUS,
KoTopaa obecneymBaeT NOCTOSAHHOE yNyYlleHWE AeATE/IbHOCTU U OTBEeYaeT
NOTPebHOCTAM BCEX 3aUHTEPECOBAHHbIX CTOPOH.

Cuctembl ynpasneHua obecneymBatoT METOA0N0MUIO
NPUHATUA PELLEHUM N yNpaBAEHMA pecypcamm ANs
NOCTUXEHUA Uenen opraHusaumm.

HeoTbemnemas yactb 1tob60ro Bnga AeaTenbHOCTU UK
[1eN10BOro npoLecca opraHM3aLmnm — NpoLeccbl co3aaHmns
NIOKYMEHTOB M ynpas/ieHnsa UMU. Bnarogapa OKYMeHTam
obecneunBaeTca pesybTaTUBHOCTb Ae/10BOIN AeATENbHOCTY,

KOHTPO/Ib 33 AeATE/IbHOCTbIO, YIPaBAEHNE PUCKAMMU.
MaccuBbl AOKYMEHTOB — 3TO UEHHDbIE
MHPOPMaALIMOHHbIE pecypcbl, KON/IEKTUBHAH
MamMmAaTb, C NTOMOLLbHO KOTOpOVI BO3IMOMXHO OTBe44dTb

Ha Bbl30Bbl BHELIHEW Cpebl.




CraHAapTbl CUCTEMbI YNIpaB/eHUA AOKYMEHTaMU
pa3paboTaHbl 4na opraHU3auuii Bcex BUO0B
HEe3aBMCUMO OT CTPYKTYPbl U HACIEHHOCTHU
nepcoHana B Lenax okasaHUA NOMOLLMU NOo
BHeapeHuto 3¢PeKTUBHOU CUMCTEeMbI YyNnpaB/ieHUsA
AOKymeHTamu, obecneyeHuto ee
PYHKLMOHMPOBAHUNA U NOCTOAHHOIO YAYULUEHUA.

Cuctema ynpas/ieHUA AOKYMEHTaMMU
NO3BO/IAET OCYLLECTB/IATb YNipaB/ieHUue
AOKYMEHTaMM B OpraHM3aLuuu B
COOTBETCTBUMU C YCTAHOB/IEHHOM
NOJIMTUKOM U LeNAMK, a TaKXKe
obecneunBatb AOCTUKEHME 3TUX LieNeun.




B pamKax cucrembl ynpasaneHuaA
AOKYyMmeHTamu obecneumnBaercs
ynpaBaeH4YeCKUu npouecc,
BKNIOYAIOLLUMN:

e pacnpeaeneHne GyHKLUUN U
OTBETCTBEHHOCTU;

* NpouEeCcCHbIX Noaxoa K Aenosoun
AEeATe/IbHOCTH;

* U3MEPEHUE U OLLEHKY;

* aHa/IU3 U yayulleHue.




CraHpapTbl cMCTEeMbI
ynpas/ieHUA AOKYMEeHTaMu
npeaocTasnaloT
WHCTPYMEHTapuu gns
PYKOBOACTBA OpraHM3aumm no
NPUMEHEHUIO CUCTEMHOTO U
KOHTPO/IMPYEMOIO Noaxoaa K
paboTe ¢ AOKYMEHTAMMN,
OCHOBAHHOI0O Ha NPUMEHEHUM
Nyyllen AenoBon NPaKTUKN.

MpumeHeHUe cTaHAAPTOB
CUCTeMbl ynpaBaeHus
AOKYMEHTaMM rapaHTUpyer,
4YTO B OpraHu3auum co3aatoTca
oduumnanbHbie U JOCTOBEPHbDIE

AOKYMEHTbI, NoATBEPKAAloLMe
NEenoByO AeATeNIbHOCTb, a
TaK)Ke TO, YTO OHM YynpaBaAAEMbI
N AOCTYMNHbI ANA TEX, KOMY OHU
Heobxoanmbl B TeYEHUE
YCTaHOBJIEHHOIO BPEMEHMU.




HeKoTopble
NOHATUA,

TePMMUHDI,
Kateropum




1. JOKYMeHT (oT naT. documentum — noyymTenbHbIN
npumep, CBUAETENbCTBO, I0KA3aTEeNbCTBO) — 3TO
MaTepPUanbHbIN 0OBEKT C MHDOPMaLMEN, 3aKpPEnJIEHHOM
CO34aHHbIM YesloBeKOM cnocobom, ana ee nepeaayn Bo
BPEeMEHU 1 NPOCTPAHCTBE.

2. ObuMuMaNnbHbIU AOKYMEHT — IOKYMEHT, CO34aHHbIN
opraHusaumen Unm A0MKHOCTHbIM INLOM U OPOPMAEHHbIN B
yCTaHOB/IEHHOM nopsAake. Moa, AONKHOCTHbIM JIMLLOM MOHUMAETCS
L0, KOTOPOE ocyLlecTBadaeT GyHKUMIO NpeacTaBuUTena BAacTu
AN 3aHUMAET AONKHOCTb, CBSA3aHHYIO C BbINO/IHEHNEM
OpPraHM3aLUMOHHO-PACNOPAAUTENbHbIX AU aAMUHUCTPATUBHbIX
obs3aHHOCTEN.

3. MoANMHHUK 0PUNLMNANBHOIrO AOKYMEHTA — Nepsblit au
eMHCTBEHHbIN 3K3emnaap oduUManbHOro AOKYMeEHTa. B KauecTBe
CMHOHMMa C/10Ba "NMOANMHHUK" nHoraa ynotpebnserca TepMUH
"opurnHan", xota no ceoemy cmbicny onpeaeneHne "NoaIMHHUK"
(nocTOBEpPHDbIN, AENCTBUTENBHbINA) UMEET MHOE 3HAaYEHUE, YEM TO,
KOTOpoe BKablBaeTca B NoHATUE "opurmHan" (camobbITHbLIN,
nepBOHa4YasibHbIN).




4. OpuUruHanbl — AOKYMEHTbI, BNepsble co034aHHble KaKUM-11Mbo
UHAUBUAYANbHbIM MU KONNEKTUBHbIM aBTOpOM. B npouecce
CO34aHUA OHU MOTYT MMETb HECKO/IbKO peaaKuui Nau BapuaHToB;
OPUrMHaNbl, COCTaB/IeHHble B HECKO/IbKUX 3K3emMnaApax, Ha3blBalOTCA
YMHOXEHHbIMM.

N

Mo BHeWHeMy BUAY OpUrMHaabl MOTYT B6biTb: YePHOBbLIMU —
PYKOMUCHbBIN NN MALLMHOMMUCHbBIN AOKYMEHT, OTPaXKatoLWwmnim
pPaboTy aBTOpa HaA, ero TeKCToM; 6enoBbIMM - PYKOMUCHbIN

NI MALWLINHOMUCHbBIN AOKYMEHT, TEKCT KOTOPOro NepenmcaH ¢

4YepPHOBOTIO UM HanucaH 6e3 NOMapPoK N NCNpPaBAEHUN.

Y106bI OpUrMHan ctan nogIMHHUKOM, OH AONXKeH bbITb

CcOoCTaB/ieH Ha 6a1aHKe cornacHo yctaHoBAeHHOU dopme,

MMEeTb YyA0CcTOBEpAloLWMe PeKBM3UTbI (Nnognucb n nHoraa
neyartb), A4aTy U MHAEKC.
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5. MoaNNHHBIN JOKYMEHT. Heobxoammo pas3nmyaTtb NOHATUA "NOANUHHMUK
oduUManbHOro AOKymeHTal| n "noannHHbIM gokymeHT". NMocnegHuimn
NOHMMAETCA KaK AOKYMEHT, CBEAEeHNS O BPEMEHU U MecTe co3a4aHnA nnm ob
aBTOpe KOTOPOro, coaepallmnecsa B CaMOM AOKYMEHTE UM BbIABNEHHbIE
KaKUM-InbO nyTem, COOTBETCTBYHOT AEUCTBUTENBHOCTU; TO €CTb BCAKUM
NOA/MHHUK OPULIMANBbHOTO AOKYMEHTA ABNAETCA NOAJ/IMHHBIM AOKYMEHTOM,
HO He BCAKUN NOAJIMHHbBIN AOKYMEHT - NOAJUHHUKOM O0PULMNANBHOTO
AOKYMeHTa. Henb3a TakKe OTOXKAECTBAATb Ba TaKUX TEPMUHA, KaK "INYHbIN
NOKYMEHT|| 1 —A0KYMeHT n4yHoro npoucxoxkaeHus||.

\

6. JINUHBIN JOKYMEHT — OPULUMANBHBIN AOKYMEHT,
yAOCTOBEPAOLMIMA" NMYHOCTb YEN0BEKA, ero npasa, 06A3aHHOCTH,
cnykebHoe nnm obLecTBeHHOE NONOXKEHUE U KOTOPbIM MOXKET
coaepraTtb gpyrue ceegeHmna buorpadpumyeckoro xapakrepa.




7. JOKYMEHT IMYHOTO NPOUCXOXKAEHUA - LOKYMEHT,
CO34aHHbIN NNMLOM BHe chepbl ero cayxebHou
NeATeNIbHOCTU NN BbIMOJIHEHUA CNYXKEDHbIX 0653aHHOCTEN.

D L

h

8. Konua. NMoHatne —konwus|| Kak ykasbiBaeT NponUcCXoxaeHue
3TOro c/N10Ba (OT /1aT. copia — MHOXXECTBO), CBA3AHO C
PAa3MHOXEHUEM AOKYMEHTOB, MOBTOPEHUEM AOKYMEHTa 1t060oro
Bnaa. Konna AoOKymeHTa — AOKYMEHT, BOCNPOU3BOAALLUMA
nHdopMaLUIO APYroro AOKYMEHTa U BCe ero BHeLWHUe NPU3HaKu
WK YacTb uX. Pa3Butne AOKYyMeHTaUUM NPUBENO K LUMPOKOM
anddeperHumaumm noHATHA "Konua'. MNMpexae scero, KONUK
MOXXHO pa3aennuTb Ha BbIMUCKU U OTNYCKU. BbINNCKN — 3TO KONUM
4acTu AOKYMEHTA (BbIMMCKa U3 NPUKa3a, BbIMUCKA U3 NPOTOKONA);

OTMYCKN — 3TO KOMMUU OTOCNAHHbIX JOKYMEHTOB. 5




MepBbl 3K3emnaAp — opurnHan (06bIvHO
oTneyaTaHHbIX Ha 621aHKe) nocne ero opopmneHuns
(noanucaHua u perncTpaummn) CcTaHOBUTCA
NOAJIMHHUKOM, @ OCTa/IbHble 3K3eMMAAPbl — KOMUSAMM.

D L

A

ABTOMmaTtuuyeckue (pakcMMuabHbIE) KONUK onpeaenatoT KaK
daKkcumuabHble NOAJIMHHUKN B TOM C/lydae, Koraa npum
Pa3MHOXEHUU AO0KYMEHTA MEXaHUYECKUM NyTeMm
BOCNPOU3BOAAT €ro LLe/IMKOM, BKloUaa n3obparkeHmne noanucu
(bakcmmune). akcMmunbHbIE MOANNHHUKU HE HYXKAAK0TCA, KaK
NPaBUAO, HXU B KAKOM AOMNONHUTENbHOM yaocToBepeHUn. K Hum

OTHOCATCA N AOKYMEHTbl, Nosiydaemble C UCMNOJZIb3OBAHUEM c|>aKca.

3aKOH 06 «31eKMPOHHOM OOKYMeHme». .




Buabl Konum:

HotapuanbHble KONMUKU — COOTBETCTBUE NOAJNMHHUKY
noATBepPXKAeHO odULMaNbHbIM AONKHOCTHbIM AULOM —
HOTapPUYyCOM.

OdunumnanbHO 3aBepeHHble KONMUU — COOTBETCTBUE
NOAJIMHHUKY NOATBEpPKAaeTCs APYTMMU A0NKHOCTHbIMMU
NMUAMU N conpoBOXKaaeTca popManbHOCTAMM (CTaBUTCA
neyaTb M NOANUCH AONKHOCTHOIO AMLaA).

[MpocTble 3aBepeHHble KONUN — YA0CTOBEpPEHHbIE be3
cobnroaeHna Heobxoammbix popmanbHocTeN (HeT
ne4yaTn), B TOM YNC/e 3aBEePEHHbIE YaCTHbIMU INLLAMMN.

He3aBepeHHble KONUU — He nMetoLMe NOoATBEPKAEHUA B
TOM UIN NHOM BMAE O CBOEM COOTBETCTBMU MOAJIMHHUKY.




Ocobbi BUA Konnit — aybnukar. 31o Konus,
MmerLlaa puanvyecKyro cuay NoaIMHHUKA.
[ybnunKaT He XapaKTepU3yrT KaK BTOPOWN 3K3eMNAAp
NOA/IMHHMKA, TaK KaK 3TO NOBTOPEHME AJOKYMEHTA, TO
ecTb OH 06nagaet Hanbonee xapakTepHbIMU
npuM3Hakamu Konuun. PacueHnBaTtb AyO6/IMKAT KaK
YMHOXEHHbIN OPUTMHAN HEBEPHO, MOCKONbKY AybanKaT
NHOTAA MMEET OTK/IOHEHUA OT OpUrMHana (Hanpumep,
AybnnKaT nacnopta MoXeT ObITb BblAaH APYrMm
oTAeNEeHNEM MUTULMKN U NOANMUCAH APYTUM SIULOM).

4 N AAMnaomatuyeckme «Konuu» — UX HasBaHMe
NPOUCXOANT OT CI0BA "AMNNIOMATUKA",
0603HayvatoLWero BCNOMOraTeibHyHo
NCTOPUYECKYIO ANCLMNANHY, U3YHALOLLYIO
ApeBHME aKTbl. TakMe Konmm BOCNPON3BOAAT
NOKYMEHT CO BCeMM ocobeHHocTAMM (cTapoe
npaBonMcaHne, ownbKn, NyHKTyauua n T.4.:).




[loKymeHTbl obecneuunsalor:

MHOroKpaTHoe
NOBTOpPHOE duKcauumio
obpauieHue K UHPopMmaLun,
MHPopmauuu u ap.
O\ R
AV 4

BO3MOXXHOCTb cCoOXpaHeHue "

nepepauu ee HaKkonaeHue

APYyromy nuuy, ' uHdopmauum,



npaBubHOE
TpeboBaHusA DUFOAHOCTb K cocTaBNneHue

MaKCMMasibHasn Kak no ¢popme,

K ANNTENBHOMY
. XpaHEHMIO HarNAaHOCTb, Tak U no
AOKYMEHTaM: ’ coAepKaHuo n

Ap.




OyHKUUK

AOKYMEHTA




[ OKYyMeHTbl BbINONHAIOT onpeaesieHHble
dYHKUUN

OYHKUUA AOKYMEHTa — 3TO LeneBoe
Ha3HauyeHue, NpuUcyLlee emy.

Cnenyet OTMETUTDb, YTO He cyLliecTeyeT
AOKYMEHTOB, HeCyLUxX nLlb O4HY CTPOro
OrpaHUYEeHHYI0 GYHKLMUIO.

[JOKYMeHT nonndyHKLUOHANEH, TO ECTb B OJHOM
N TOM e JOKYMeHTe HabatogaeTcs
nepenaeTeHmne pasindHbiX PYHKLUNA, U NOTOMY
Pa3rpaHUYUTb UX MOMKHO TOJIbKO YCIOBHO, ANS
yaobcTBa Mx KnaccmdmKaumm 1 aHaaun3a.




ObLWUNE ®YHKUUN OOKYMEHTOB

K 06wmm pyHKUMAM OTHOCATCA:

\

KynbTtypHas CoumnanbHas;
2\
AV 4
KommyHuKkaTtnsHana UHPopmaLMOHHaA




OBLLUUE ®YHKUUUN OOKYMEHTOB (kpamkas xapakmepucmuKa
COLUAJIbHOU dbyHKyuu)

JOKYMEHT ABNAETCA COLUNANBbHO 3HAYMMbIM ‘
06bEeKTOM, TaK KaK NOPOXKAEH COLMAIbHOMN
noTpebHOCTbIO U peanmnsyeTt ceba B couManbHOM
cucTeme.

CoumanbHaa GyHKUMA AOKYMEHTA COCTOMUT B
3aneyaTt/ieHnn, COXpaHeHUU n nepegave
UMEHHO coumanbHoi MHPopmauum.

CoumanbHO 3HAYNUMbIM, TO €CTb
BbIMONHAOWMM ONpeaenNeHHY0 COLMANbHYIO
bYHKUMIO ABNAETCA Nt0O60I AOKYMEHT,
NOCKOJIbKY OH NOPOXKAEH TOU UIU UHOMN
obuwectBeHHOM NOTPE6HOCTDLIO.




OBLLME ®YHKLIMU AOKYMEHTOB (KpamKasa XapaKkmepucmuka

MHPOPMALNOHHOU ¢pyHkyuu)
A

JLOKYMEHT BbICTyNnaeT Kak cpeAcTBO 3aneyat/iieHus,
COXpaHeHuA U nepepauu nHGopmauum.

” MoHATME "AOKYMEHT' Hepa3pbliBHO CBSA3aHO C MaTepuanmsaumnen
nHdopmaLmnn, N03ToMy MHPopMauMoHHaAA GYHKUMA aBaAeTCA
OCHOBHOM U Hanbonee obobuatowen (yHKUUA npucywa ecem

t OOKimeHmaM).
UHPopmaunoHHaA PYHKUUA MMeeT CI0XKHYIO CTPYKTYpY (8

cocmae exooum 3anevyamseHue (¢pukcayus), coxpaHeHue,
nepeda4vya uHgpopmayuu). BarkHenwen nHbopmaumen, KoTopyto
COAEPKUT AOKYMEHT, TO eCTb MHPOPMALMA O NpoLeccax,
npoucxoaawmx B obuecrse.

\ _/

4




OBLUME dYHKLUNN AOKYMEHTOB (KpamKaa XxapakmepucmukKa
KOMMYHUKATUBHOMU ¢yHKkyuu)

I OKYMeHT BbICTyNaeT B KayecTBe cpeacTBa CBA3U MeXxAay
obwecTBeHHbIMU CTPYKTYPaMM U UHAUBUAAMU, OH HE NPOCTO
UHdopMuUpyeTt, HO U

Nz

NHTEerpmpyeT obLLLecTBeHHOe CO3HaHMe,

NS

cnocobcrTByeT: CO34aHN0 eANHOro 06LWecTBEHHOIO MHEHMUSA,

NS

BbIPabOTKE KONNNEKTUBHbIX PEaKL UM,

S

KOHCconMaauumn Bcero obLlecTsa. "




OBLLUE GYHKLN

U OOKYMEHTOB (Kpamkasa xapakmepucmukda

KOMMYHUKATUBHOMU gpyHkyuu) (2)

- ABe noadyHKLUMUU KOMMYHUKATUBHOM o
bYHKLUKUM (MM COOTBETCTBYIOT ABeE

\_

KaTeropum

AOKYMEHTOB): )

=

/p,oxymel-nbl, OPUEHTUPOBAHHbIE B onpeaeneHHOM \
HanpaB/ieHUn: cBepxy BHU3 (TO eCTb OT
3aKOHOAATeNs K UCMONHUTEND, OT PyKOBOAUTENA K
NOAYNMHEHHOMY — 3aKOHbI, YKa3bl, NOCTaHOBAEHMUA,
pacnopsayKeHuna, NPuKasbl, MHCTPYKLMUN) U CHU3Y

\BBer (pOoKNnagHble 3anncKK, 3aABNEHUA, *Kanobbl); /

/ BOKYMEHTbI ABYCTOPOHHEro
AencTBUA, B3aMMOCBA3aHHble
mexay cobou (nenosasn un
INYHAnA Nepenucka,

\ JJOrOBOPHbIE JOKYMEHTbI U T.A4.). /




OBLLME GYHKLMU JOKYMEHTOB (KpamKas Xapakmepucmuka
KY/IbTYPHOU ¢pyHKyuu)

JOKYMEHT CAYXUT CPeaCcTBOM 3aKpPeneHUua u
nepeaayv COLuUaNbHOro ONbiTa U KY/NIbTYPHbIX
TPaauLUUMN.

duKcauma 1 3aKpensieHMe NoNAYYeHHbIX 3HAHUM,
TPaAULUMI, 3CTETUYECKNX HOPM, CUCTEM LLeHHOCTEMN,
noBeAeHUA U AeATeNIbHOCTU, HAaBbIKOB, PUTYa/1OB,
Tpaguumii, BbipaboTaHHbIX U COXPaHMBLUMXCA B obuwecTtBe
(MOKYMEHT MOXKEeT ObITb onpeaeneH Kak KyAbTyPHbIN
obpaseu, pUKcUpyroLWmMn MHGOPMALMIO C NMOMOLLbHO
MUCbMEHHbIX, NeYaTHbIX, GOTO-, POHO- 1 ayANOBM3Ya/IbHbIX
cnocob6oB 3aneyatsieHuns).

JTOKYMEHTbI MOYKHO PaCcCMaTPUBATb Kak MHCTPYKLUIO
No NPUMEHEHMUIO 3TUX 3HAHWUI, HOPM, HaBbIKOB U
T.4., @ CAMO AOKYMEHTUPOBaHUE — KaK npouecc
3aKpen/ieHnA, KOHUEHTPaU1u u nepegaumn

KYAbTYPbl.




CneuumanbHble PYHKUUN AOKYMEHTA:

NpaBsoBan

PenakcaunoHHas:
(repoHUCTMYECKasn, 06yqarou.|,a;|

pa3B/ieKkaTenbHas,
KomneHcaTopHas)

JcTeTnyecKasn No3HaBaTenbHaA

YnpasneH4yecKasn

MemopuanbHasa
(uctopuueckasn)




CMELMANbHBIE GYHKLMN OOKYMEHTOB (KpamkKas
xapakmepucmuxa [MPABOBOMU ¢yHKkyuu-1)

[IOKYMEHT CNYKUT CPpeacTBOM 3aKpenieHua U U3SMeHeHUA NPaBoBbIX
HOPM M NPABOOTHOLLIEHUN B 0bLIecTBe.

%

[1okyMmeHT cnocobcTByeT popMUpPOBaHUIO NPABOBOro CO3HAHUA,
BbipaboTKe coumanbHoO oaobpaembix moaenen NnosBeaeHus,
YCBOEHUIO MOPaA/IbHO-3TUHECKUX HOPM.

N\~

NMpasoBaa PyHKUUA — PYHKUUA PUKCALUK, 3aKpenNeHna n
U3MEeHeHUA NPABOBbIX HOPM U NPABOOTHOLLUEHUMN.

Nz

BbinonHAA npasoBylo GYHKLMUIO, LOKYMEHTbI YCTAaHAaB/IMBAIOT, 3aKPenasaioT,
U3MEHSAIOT NPaBoOBble HOPMbl U NPABOOTHOLLUEHUA UM NPEKPALLAIOT UX AEUCTBUE.




CNELMANBHBIE GYHKLMU JOKYMEHTOB (KpamKas XapakmepucmuKa
[MPABOBOU ¢hyHkyuu - 2)

K AOKyMmeHTam, BbINO/IHAIOWMM NPaBoBY0 GYHKLMUIO,
OTHOCATCA:

HOPMaTUBHbIE NPaBOBble aKTbl OPraHOB rocyAapCcTBEHHOW BNAACTU U
rocynapcTBeHHOro ynpasaeHus (yKasbl, 3aKOHbl, MOCTaHOBAEHMUA U Ap.)

~\

aKTbl ynpaBneHusa (NpaBonpuMeHuUTeNbHbIE aKTbl), U34aBaemble
yupeaeHMaMmn, NpeanpuaTMamm, opraHmM3aumammn, OMKHOCTHbIMU IMLAMU U
B/IEKyLLME 33 COOOM onpeaeneHHble puanyeckne nocneactTsns (MpuKassl,
PacrnopsKeHua, pelweHmns, NocTaHOBAEHUA 1 ap.) )

AOrOBOPHbIEe AOKYMEHTbI, PUKCUpYIOLLME AOroBOPHbIE OTHOLIEHUA

YAO0CTOBEpUTEIbHbIE AOKYMEHTbI, UMeloLue ropuanyecKkoe 3HaueHue
(meTpuyeckue cemaeTenbCTBa, NacnopTa, AMNaombl 06 obpasoBaHUM U

ap.)

onpaspaTenbHble PUHAHCOBbIE AOKYMEHTbI (NpUeMHble U cAaTOUYHbIE
aKTbl, HaKNaaHble 1 Ap.) .




CMELMANBHBIE GYHKLUMUN AOKYMEHTOB (KpamKas XapaKmepucmuka
OBYYAIOLEUN ¢pyHKyuu)

~

PUKCMpysa HAKOMNEHHbIX COLMANbHbIN ONbIT,
AOKYMEHT cnocobcTByeT nepenaye s3HaHUMU OT
NOKONEHUA K NOKONEHUIO, YYaCTBYET B npouecce
dopmMUpOBaAHUA INYHOCTU, €e coLunanmnsauum.

- -4



CNEUMANbHbLIE PYHKUUN OOKYMEHTOB ( KpamkKasa xapakmepucmukKa
[MO3HABATE/IbHOU ¢pyHkyuu)

[IOKyMeHT Ha ocHOoBe PUKCUPOBAHHOTO TEKCTa NO3BoAAET
CTPOUTb Hanbonee 0606 EHHDbIE, abCcTpaKTHbIE,
TeopeTuyeckue Mmoaenu peasabHoCTU. [IoKyMeHTMPOBaAHME
BbICTYNAET KaK BaXXHbIX 3/1€eMeHT NO3HAHUA OKPY*KaloLLLEro
MMpa, cpeacTBo pMKcaLmMm ero npouecca u pesyabraTa.



CNEUMUANDBbHDBIE PYHKUUUN AOKYMEHTOB ( KpbamKasa xapakmepucmuKa
YIPABJ/IEHYECKOU ¢pyHKyuu)

[LOKYMEHT ABNAeTCA UHCTPYMEHTOM
ynpasaeHusa, cnocobcreyet N1IaHUPOBAHMUIO,
KOOpPAUHALUN U PEryINPOBAHUIO KONNEKTUBHOMU
AEeATe/IbHOCTU Y/IeHOB 06LecTBa C Luenblo ee
ONTUMANbHOU OPraHU3aLum. y

\

B ynpaBneH4Yeckon GyHKUUN AOKYMEHTbI
BbICTYNAOT KaK CPeACTBO yrpaB/eHYeCKOM
AEeATeNIbHOCTU. ITY PYHKLUNIO BbINONHAIOT

NOKYMEHTbI, CO34aHHble ANA uenen ynpasaeHus
1 B NpoLiecce ero peaaunsauun.




CNEUUNANDBHbLIE PYHKUUN OOKYMEHTOB (KmeK(Jﬂ
xapakmepucmura YIMPAB/IEHYECKOU ¢pyHKkyuu) (2)

a

A

B ynpaBneH4yeckoun

OYHKLUMUN MOIKHO

BblJE/ITb ABEe OCHOBHbIE

noadyHKuunn:

~

/

/~  crabunusauua, HopmanbHoe
dYHKUMOHUPOBAHUE U
cOoBepLUeHCTBOBaHMe
rocyaapcTrBeHHOM CUCTEMbI B LLe/IOM
N KaXKA0ro rocyapcrBeHHoro
\_ YUYpeXAeHWA B OTAENbHOCTU;  /

o

4 )

obecneyeHne HOpManbHOro
PYHKLMOHMPOBAHUA KaXKA0ro
y/seHa AaHHoOro obLiecrsa B ero
KOHKPETHOM COLMaNbHON PONn.

\_ y/




CNEUUNANDBHbLIE PYHKUUN OOKYMEHTOB (KmeKGFI
xapakmepucmura YIMPAB/IEHYECKOU ¢pyHkyuu)(3)

ynpaBneH4YecKne AOKYMEHTDI
OTPaXKaloT CTaguUMU, 3B€HbA, LUKAbI
ynpasieHUA U CaMM OKa3biBaloOT
BO3A4eucTemne Ha chepy ynpaBaeHus.

B ynpaBneH4YecKon pyHKLU MU
NOKYMEHT BbICTYNAeT B HOPMATUBHOWM
PO/IN, KaK PEeryaaTop passInyHbIX
CTOPOH AeATe/IbHOCTU 0bLlecTBa,
rocyaapcrtea, yupexkaeHus,
opraHusauum, npeanpuaTuA.




CNEUNANBHDLIE PYHKUUUN OOKYMEHTOB (KpamKaﬂ XapakmepucmuKa
MEMOPUA/IbHOU (UCTOPUYECKOU) yHKkyuu)

/ JOKYMEHT BbICTyNaeT B KauecTBe UCTOYHUKA \
NCTOPUYECKUX CBEAEHUI O pa3BuTnn obwecrsa, ero
OTAENbHbIX CTPYKTYP U NYHOCTEN. [JOKYMEHTbI
ABNAOTCA Hanbonee npoctoun, yaobHom ans
BocnpousseaeHma n adpPeKTMBHOU NaMATbIO NOOEN.
OYHKUMA JOKYMEHTA KaK MCTOPUYECKOTO UCTOYHMKA

\ N3yyaeTca NCTOPNYECKOU HayKOMW. /




CNEUNANDBHbLIE PYHKUUN OOKYMEHTOB (K,D(JmKGFI
xapakmepucmuxka YYETHOU ¢yHKyuu)

ConpoBoKaan NPOU3BOACTBEHHYIO U XO3ANCTBEHHYIO AeATEe/IbHOCTb Ha BCeX
ee 3Tanax, AOKYMEHT cnocobCcTByeT OCYL,EeCTB/IEHUIO YUETa ee Pe3ynbTaTos.

N\ /7

PyYyHKUUA yYeTa AaeT KOJIMYECTBEHHYIO XapaKTepUCTUKY UHPOopmaLum
(perncrpauma n rpynnmMpoBKa B LLMGPOBOM BbiparKeHUn MHpopmaLum,
CBA3aHHOW C XO3AMUCTBEHHbIMU, AeMmorpadnU4eckMmm u UHbIMU COLUANBbHBIMM

npoueccamu C uesibio UX aHaJin3a, KOHTQOJ’IFI).

[1OKYyMeHTbI, HageneHHble PyHKUMEeN yyeta, PUKCUPYIOT B
cneunduyeckon popme WIMPOKUM CNEKTP MHPOPMALUN.

\

OcCHOBHbIe BMAbI ydyeTa HaxoaAaTt oTpa>KeHue B CTaTUCTUYHEeCKUX
nu (I)MHHHCOBO-3KOHOMVI‘-IECKVIX AOKYMEHTax. 54




CNEUNANDBHbLIE PYHKUUN OOKYMEHTOB (KpamK(JFI
xapakmepucmuxka ICTETUYECKOU ¢yHKyuu)

DUKcnpya B CTPYKType
MaTepUuanbHbIX HOCUTENEN
pe3ynbTaTtbl 0bpa3Ho-
XY/A0XeCTBEHHOro OCBOEHMUA
NEeNCTBUTENIbHOCTMN,
AOKYMEHTbl TeM CaMbIM
HaKanaAmnBatloT, XPaHAT U
nepepatoT 0606LWeHHbIN
3CTETUYECKUM OnNbIT.




CNEUNANDBHbLIE PYHKUUN OOKYMEHTOB (KmeKGFI
xapakmepucmuxa PEJIAKCALIMOHHOMU ¢yHKyuu)

i Y

a

PenakcauuoHHasA: (reajoHMCTHUYECKan, pa3BieKaTe/bHas,
KOMMNeHcaTopHasa) — UCNOJIb30BaHUE HEKOTOPbIX
Pa3HOBUAHOCTEN JOKYMEHTOB NO3BOAAET A0CTUYb
NPOEKTUBHOMN pa3paaKU, CHUMAIOLE SIMOLMOHaIbHOe

HanpaXeHue nyTem nepeHeceHus ero Ha Apyrou 06beK'rJ




JLOKYMeHT coueTaeT B cebe HeCKONIbKO PYHKLUMUA,
KOTOpble TeCHO nepen/sieTeHbl mexay coboii.

3HayeHue TON UAn UHOU PYHKLUU CO BpemMeHeM
U3MEHAETCA, TAaK KaK USMEHAETCA U POJib CAaMOro
AOKYMEHTa B 061eCTBEHHbIX OTHOLLIEHUAX, B AdHHOMN
COUMANbHOM CTPYKTYPE, B NpoLLecce ynpaBaeHua v T.4.

CywecTtByloT GYHKL NN, BpeMA AeNCTBUA KOTOPbIX OFPaHUYEHO
(KOMMYHUKATUBHAA, ynpaBaeHYecKan, NpaBoBas, y4eTa), u
dYHKLUMK, NOCTOAHHO gencTeyowme (MHPpopmMmauMoHHas,
cCoLMaNbHasA, UCTOPUYECKOTO NCTOYHMKA).

DYHKUUN AOKYMEHTOB, UX Lie/IeBOEe Ha3HauYeHue
onpenenAalTca He06XoAMMOCTbIO B peain3aluu KOHKPETHOMN
obuwecTrBeHHON NOTPEB6HOCTN N 0COOEHHO BblpaXKeHbl HE B
eANHUYHOM JOKYMEHTE, 3 B KOMIMJIEKCe A0KYMEHTOB, KPYNHOM
AOKYMEHTAa/ZIbHOM Maccuse. >




Knaccudpukauuma
AOKYMEHTOB



[ns Toro 4tobbl BbipaboTaThb
onpeaeneHHble NPUHLMMNbI COCTaBAEHUA
n opopmMieHUA JOKYMEHTOB, pOpMbI U
MmeToabl paboTbl C HUMM, MPOU3BOANTCA
NX KnaccudpuKauma no uesomy paay
NPU3HAKOB.

Knaccudunkauma pOKyMeHTOB —
3TO Ae/ieHUue AOKYMEHTOB Ha
Ks1accbl No Haubonee obWMUm

npu3HaKam cXoAcTBa U

pa3nyums.




OBOCHOBAHUE NOAXOA0B K KTACCUDUKALIUA
AJOKYMEHTOB

B TekyLlen paboTte KnaccuPpuKauma AOKYMEHTOB
NPOU3BOAUTCA Ha 3Tane rpynnMpoBKU UX B AeNla — 3To
nepsuYHan CTyneHb Knaccudpukayumm.

HeobxoanmocTb TaKon KnaccmduKkaumm
obycnoBneHa camnm NOHATUEM Aena.

leno — 3To COBOKYNHOCTb AO0KYMEHTOB UIu

AOKYMEHT N0 0 4HOMY BOMNPOCY, NOMeLleHHble B
TBEepAylo 06/10KKY, COOTBETCTBYIOWMM 06pa3om
o0dOpPMNEHHYIO.




OBOCHOBAHUE NOAXOA0B K KNTACCUPUKALLUA
ﬂ,OKyMEHTOB (npoponxeHue)

Henb3Aa nogwuntb B
OAHO AeNno AOKYMEHTbI
C pa3/IMYHbIM NO
XapaKTepy
coaepraHuem,
Hanpumep NMcbma ob
UCNONTHEHUMN 3a4aHUA
NoO CTPOUTENbCTBY
ob6beKTa n npukasbl o
NoBbILIEHUN
KBanudpuKkaymm
COTPYAHUKOB.

\

7~

Knaccndukauumsa
AOKYMEHTOB —
Heobxogumoe ycnosue
ANA nposeaeHuna pabor
no UX yHupmuKauumm,
AB/IAIOLLLENCA BAXKHOM
npeanocCbl/IKOU
NOKYMEHTaLMOHHOTO
obecneyeHuns
aBTOMATU3UPOBAHHbIX
CUCTEM YNpaBAeHUS.
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K/IACCUOUKA Tr A

[lo cnocoby ¢pukcayuu
uHgpoprayuu

Y

[10 codepxaHuio

(op2aHuU3ayUOHHbIE,
pacnopadumesibHeie,

(puHaHcosbIe

Y

OK}’MEIH TﬂB

[lo Haur1eHosaHU NpuKasbl, U
MHCTPYKUMHN, N CNPABKA, U
NPOTOKO/1bl

Mo BMAam (TUNOBbIE, NPUMEPHbIE,
MHAMBUAYaNbHbIE )

[lo cmeneHu ci0xHocmu
(npocmelie U C/I0XHbIe)

!

!

[lo rmecmy cocmasneHus
(BHYMpeHHuUe U eHeWwHue)

[10 npoucxoxdeHuro
(cnyxebHsie,

ouyuaneHsie, AUYHbIE)

[10 cmenenu 2aacHocmu
(cekpemHsie, 06bI4YHbIe)

[lo cpokartucnosHeHUS (CpoyHbIe U
He CpoYHbIe)

A4

[lo ropuduyveckou cune (NOAMHHbIE U

MOA/IOXKHbIE )

¥

A 4

Mo HazHa4eHU© (NOANMHHUKN M KONWM )

Mo cpokart xpaHeHu s
(MOCTOAHHOTO M BPEMEHHOr0)
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Knaccudukauma no cnocoby pukcaumm
MHdopmMauumn
Mo cnocoby pukcauumn

uHdopmayuu
AOKYMEHTbI AeNATca Ha:

undposble NMUCbMEHHbIe

3/IEKTPOHHbIE rpadpuyeckue

doTo- ”

INEKTPOMArHUTHbIE
KMHOAOKYMEHTbI



Knaccnudukauma no cogeprkaHuto

Mo copeprkaHulo:

OpraHN3auynMoOHHO-
pacnopaautTe/ibHblie

no ANYHOMY
COCTaBYy U T. 4.

CHab)KeHuecKo- $duHaHcoBO-
cébbiTOBbIE pacyeTHble



Knaccudumkauma no HaMMeHOBaHUIO

pacnopsa)XeHusn
UHCTPYKLMUMU

(PASANSIOT OOABLIOE N 1o F-1:17 ), F|
KO/IMYeCTBO
[OKYMEHTOB.)




[pyrue npmusHaKku KnaccuPumKkaumm
AOKVMEHTOB

Mo mecty Mo cnocoby
3aMno/IHeHUA: perynﬂpHocm

CoCTaB/nieHuAa.:
BHELIHIE U BPYYHYIO, Ha BbIXOAa B CBET:
KOMMbloTepe, nepuoguyeckune u
BHYTPEHHUE. CMeLlaHHble Henepuoauyeckue




Mo dyHKUMAM OKYMEHTOB MNPUMEHAETCA Ae/leHUue
odnuManbHON JOKYMEHTaLMUN HA:

Nz

cneyuanbHylo (y4eTHasa, Nn1aHOBasA, CTaTUCTUYECKaA,
TEXHUYECKas 1 ap.)

S 5
obwyio.

N

Kpome 3Toro BbiaensaeTcs ocobas rpynna obuiei
AOKYMEHTaUuunu — OpraHM3aLnoHHO-
pacnopaguTesibHaA 4OKYMEHTaLMA, co3gaBaemas
N1 OPraHM3auMOHHO-NPaBoOBOro obecnevyeHus
BbINO/IHEHMA OCHOBHbIX 33434 ynpaBaeHuA.
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/

TpadapeTHble

\

Mo Bupam

OOKYMEHTDI
ObIBaIOT:

TUNoBbLIE

 J

I E S

y




TunoBble AOKYMEeHTbl pa3pabaTbiBatOTCA BbILLECTOALMMMU
opraHamm anAa noaBeaoMCTBEHHbIX OPraHU3aLUUn C
OAHOPOAHLIMU GYHKLUMAMM U HOCAT 06A3aTeNbHbIN
Xapakrep.

MpumepHbie AO0KYMEHTbI TaKKe pa3pabaTbiBatoTCA
BbILLECTOALLMUMWN OPraHamMm ANs8 opraHMU3aLmm CBOEM
CUCTEMbI, HO HOCAT PpEKOMeHAaTe/NIbHbIN XapaKTep.

UHauBMAayanbHble A0KYMEHTbI pa3pabaTbiBatoTcs
KOHKPETHbIMW OpPraHmn3aumMamm gnAa BHYTPEeHHero
No/ib30BaHUA.

TpadapeTHble AOKYMEHTbI U3roTOBAAKTCA TUNOrpadCcKkmm
cnocobom, npruyem NOCTOAHHAA YacCTb TEKCTA AOKYMEHTA
oTneyaTaHa Ha nonurpadpuyeckmux mallinHax, a ana
nepemeHHON MHPOpPMaALMKN OCTaBNAIOT cBOBOAHbIE MmecTa.




CNIOXHble,
codepallue
HeCKO/IbKO
BOMPOCOB.

Mo cTeneHm
CNOXHOCTU
Pa3/INYaloT:

npocTbie

AOKYMEHTbl,
cogepaliue
OZIMH BOMPOC



CNo»XHbIMU MOTYT 6bITb
NPUKa3sbl, NPOTOKOAbI,
N/1aHbl, OTYEThI,
AOKNaAHbIe 3anNUCKU U
Apyrune JOKYMEHTbI.

[pu ux no02omoeskKe,
ogopmaeHuU, UcrnosHeHUuU
3ampavyueaemcsa MHO20
8pemMeHU, OCKO/bKY
paboma Ha0 HUMU €8530HA C

pPAOOM UU, CMPYKMYPHBbLIX
noopasoesneHul u m.n.
3ameanaerca UCMoAHEeHUE n
KOHTPO/Ib UCNONHEHUSA TaKUX
NOKYMEHTOB.




Mo mecty
COCTaB/1IeHUA
AOKYMEHTbI

noapasaenaloTca Ha:

BHEWHUe

jl> BHYTPEHHMUe

BHYTpPEHHME — JOKYMEHTHI,
cOo3aBaeMble B yYperKaeHumn
(B opraHnsaumm, Ha
npeanpuaTUN) ANa pelleHns
CBOWX BOMPOCOB U HE
BbIXOAALME 33 €ro npeaensi.



[1lo cpoKam
UCNOJIHEHUA
AOKYMEHTbI

noapasaenaroT Ha:

CPOYHbIe

HecpouHble



Mo npoucxoxKaeHuto J0KYMeHTaLU Mo, 0bpa3oBaBLUYHOCH
B Jl€/10NPON3BOACTBE, MOXKHO NOAPa3Ae/INTb Ha:

odnUMANDbHYIO

oPULNANBHO-NTNYHYIO
(MmeHHy1O)

NINYHYIO




OdunumnanbHbie OKYMEHTbl UCXOAAT OT UMEHMU YUpEeXXAEeHUN,
opraHu3auuu, npeanpUATUA UAKN NPEeACTaBAAIOLNX UX
AO/MKHOCTHbIX Nl

B cBOIO ouepeab, opmumanbHble AOKYMEHTbI MOTYT 6biTb
nogpasaeneHbl Ha JOKYMEHTbI:
rocyAapCTBEHHbIX YUpPEeKAEHUN,

obuiecTBeHHbIX OpraHU3auui,

YACTHbIX NpeanpPUATUMN.
YacTHble npeanpuaTMA MMeloT Aeno ¢ odpuurasbHbIMMU
AOKYMEHTaMM BO BCEX Cy4asAX, KOraa Takoe npeanpuatue aBnfeTcs
IOPUANYECKMM TULLOM.

JInyHbiMM ABNAIOTCA AOKYMEHTbI, CO3A4aHHbIE OTAEe/IbHbIMU /IULLAMMWN.
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Mo cTeneHwu
rMacHOCTU
BblaenatoT

AOKYMEHTbI

CEeKpeTHble




Mo
lopuanyeckomn
3HAYUMOCTU
(cune)
pasInyalorT :

noaNoXKHble
AOKYMEHTDI

noalinHHbIE
(nencTBUTENbHbIE U
HeaenCcTBUTEIbHbIe)

HepnencresmntenbHbim
NOKYMEHT CTAHOBUTCA B
TOM C/Ny4yae, ec/in OH
YTPATUA IOPUANYECKYIO
CUNY NO KaKUM-1nbo
NPUYMHAM, Hanpmumep No
NCTEYEHUN CPOKaA
NencTBuA.




1o Ha3HaYeHuto
(ctapuam co3paHuA)
NOKYMEHTbI

noapa3aenatoT Ha:

NOANNHHUKMHU

OpUruHanNbI

Konuu

B ropnanvyeckom oTHOLWEHUU
NOA/IMHHUK N KONUA C Hero,
COOTBETCTBYHOLWMM 06pasom
3aBepeHHaA, paBHOLEHHDbI.




AOKYMEHTbI
NPOn3BOJIbHOM
dopmbl.

AOKYMEHTbI
onpeaeneHHoOMU

(I)Oprl N\

$opmynsap,
PEKBU3UTDI

KOTOPbIX < -
YCTQHOB/IEHD!




Mo cpokam

XpaHeHuA NOCTOAHHOrO

pasgensaior XpaHeHuA
AOKYMEHTL

BPEMEHHOro AONTOBPEMEHH
XpaHeHunA oro

(mo 10 ner) (6onee 10 nert)




[To cpoKam UCNOSIHEHNA AOKYMEHTbl MOTyT
ObITb:

D\ L

CPOUHbIMU (TPEOYOWMMUM UCMNONHEHMNA B
onpeaeneHHbIN CPOK, yCTAaHOB/IEHHbINA 3aKOHOM)

D L

HEeCPOUYHbIMMU (CPOK UCTMO/IHEHUA HE
YCTAHOBJIEH).
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Mo cteneHu
obAa3aTenbHOCTU
AOKYMEHTbI MOTYT
ObITb:

%

MHPOPMALUOHHBIMMU

ANPEKTUBHbIMU




PeKBU3nUTLI
AOKYMEHTA



JOKYMEHT, ABAAACL HOCUTENEeM
MHPopmaLmnu, coaepXUT KOMnaeKc
UMHPOPMALMOHHbIX 3/1IEMEHTOB.
Llenesoe Ha3HavyeHMe 3TUX
3/1eMEeHTOB He OAHO3HAa4YHO.

OaHU 3nemeHTbl coaepXKart
uHdopmauuio,
XapaKTepusyroLwyto ABieHua, B
noarsepxaeHme KoTopbix
COCTaBJ/IEH AOKYMEHT.

Apyrue uHdopMmaLUHUOHHbIE
3/1eMeHTbl HEeCyT CBeA4eHUA o
CaMOM A0KYMEHTe, ABNAACH ero
oba3atenbHbIMK aTpubyTamm.




TpaguuMoHHOEe AenonponsBoacTso, o6beKTom
KOTOPOro ABNAETCA AOKYMEHT KaK eanHoe
Lesioe, onepupyet B OCHOBHOM TOJIbKO TEMMU

MHPOPMALUOHHBIMU d/IeMEHTAMM, KOTOpble
XapaKTepU3ylT AOKYMEHT U ABAAIOTCA ero
KOOpAUHATaMM B NPOCTPAHCTBE U BO BPEMEHM.




PeKBU3UT — 3TO MHPOPMALMOHHbIN
31IEMEHT JOKYMEHTA,
XapPaKTEPU3YIOLLMN CaM JOKYMEHT,

ero ueneBoe HasHa4YeHue unu
MeCTO, 3aHMMaeMoe UM B
NPOCTPAHCTBE N BO BPEMEHMU




I D

OBLAA XAPAKTEPUCTUKA PEKBU3SUTOB

4

1

Bce pekBu3uThbl
AenAaTca Ha:

- MOCTOAHHDbIE

- rfepemeHHble




—— - ——

OBLLAA XAPAKTEPUCTUKA PEKBU3UTOB (2)

MOCTOAHHDBIU PEKBU3UT — 3TO PEKBU3MUT,
HaHOCUMbIN NPU U3FOTOB/IEHUM
VHUdmnunposaHHon ¢popmbl AOKYMEHTA UM
6bnaHKa AOKYMeHTa.

A\ £

MepemeHHbIU PEKBU3UT — 3TO PEKBU3MUT,
HAaHOCUMBbIN NPU COCTaBNE€HUN KOHKPETHOTO
AOKYMEHTA.




OBLLAA XAPAKTEPUCTUKA PEKBU3UTOB (3)

YcTaHaB/IMBaAETCA TaKXe
nepeyeHb PEeKBU3UTOB,
KoTopble cneayer
BKJ/1IIOYATb B COCTaB
6,n1aHKa NONHOCTbIO U/IN B
BMAe Yacrteum,
coAepawmx
NOCTOAHHYIO
nHdopmauumio.

Hanpumep, - peKBU3uT
"HaumeHoBaHue
opraHmsaumMm' neyaraercs
Ha 6/1aHKe NOJIHOCTbIO, -
PEKBU3UT "CCbIZIKA Ha
WHAEKC U AaTy
AOKYMeEHTa" — TONbKO
YaCTU4HO.



lOpmnanveckmn sHaYymMmoble peksmn3nTbl(1)

Mpn opopmneHun AOKYMEHTOB BHUMAHUE
yaenaerca opuanyecKkomy sHauYeHUIo PeKBU3UTOB.

Ha3HauyeHue 3Tou rpynnbl PeKBU3UTOB — 3aKpPenuTb B
opugnyecku sHaummou ¢opme 1 aoBecTrn A0 agpecaTos
AOKYMEHTOB M BCEX YYAaCTHUKOB ynpaBaeHUsa, KoTopble
byayT paboratb ¢ AOKYyMeHTaMMU, NnpeanucaHma o
coBepLeHnn ynpaBaeH4YecKux AemMcresmm, noarsepanTb
$aKT, umeLwmnin topnaudeckoe sHa4YeHune, ya0cToBepuTb

NPOUCXOXKAEHUE AOKYMEHTA.
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K rpynne ropyuganyeckm sHauYMmbIX
PEeKBU3UTOB OTHOCATCA (2):

- UHAEKC JOKYMEHTA, ABNAACL IOPUAUYECKMU 3HAUUMbIM PEKBU3UTOM,
YKa3bIiBaeT Ha NPOXOXAeHUe AOKYMEHTOM BCeX NpeAyCMOTPEHHbIX
HOpPMaMM OpraHu3auum 4enonponsBoacTBa CTaaui
npeaBapuTenbHOU 06paboTKM B yupexaeHnn. OH TaKKe CAYKUT
NONO/IHNTENbHBbIM NOATBEPKAEHMEM TOFO, YTO AOKYMEHT HOCUT
3aKOHHbIN, OPULMANBHDBIN XapaKTep;

D\ L

- paTa co3haHMA JOKYMEHTa, KOTopasa TaKKe Heobxoamma ana npaBoBoi
OLLeHKM OTHOLLUEHUI, BO3HMUKAIOLWMUX, USMEHAIOLMUXCA UK
NPeKpaLLAoOLWUXCA B CBA3U C BblPaXXeHHbIMU B AOKYMEHTe AeicTBUAMU

opraHa ynpas/ieHUA. Ecnn AOKYMEHT NoMeYyeH NPoLabiM Uan byaywmm aHem (To ecTb
HabnoaaeTca cmelleHme AaTthbl), TO PaKTUYECKME OTHOLEHUSA, CNOXKMUBLLIMECA HA OCHOBE
MMeloLLLEeN NPaBOBOe 3HaYeHne NMHPOPMaLIMKU, MOTYT PaCLLeHMBATbCA KaK HEe3aKOHHbIE.
[MonHOe NNK YacTUYHOE OTCYTCTBME AaTbl, HeJ0bpOoKaYecTBEHHOE UCMONHEHNE 3TOTO

PEKBM3MTA MOMKET NPUBECTU K GanbCMUKALMM AATbl, AOMUCHIBAHMIO UM UCTIPAB/IEHUIO
4yuncna, mecsaua, roga;




K rpynne ropuanyeckm sHa4YNMbIX
PEeKBU3UTOB OTHOCATCA (3):

' - OTTUCK WITamMna (6aaHkK, BOCNPOMU3BOAALLUN
cogepXaHue TpPaguLMOHHOro yr10BOro Wwramna),

KOTOPbIN CBUAETENIbCTBYET O NPUHAANEKHOCTH
AOKYMEHTa onpeaeneHHOMY OpraHy yrnpas/ieHuA.

Heobxoanmo, 4tobbl Ha WwWTamne
BOCMPOM3BOANNOCHL TOYHOE HAa UMEHOBaHMUE
OpraHa ynpaB/ieHUA, K CUCTEME KOTOPOTOo
NOKYMEHT OTHOCUTCA.

DTO MOXeT OKa3aTbCA BAaXKHbIM NP 06KanoBaHUU
NPUHUMaEMBbIX pemeHMﬁ, Ha/1a X XNBaHUU
nepenmckn No BoNpocCam, BXoaAaALnM B
KOMNeTeHUUNIO BblILECTOALLLIUX OPraHOB,;
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K rpynne ropuanyeckm sHa4YNMbIX
peKBU3NTOB oTHOCATCA (4):

- OTTUCK NeYaTn, KOTopbIN ABSETCA AOMNONHUTE/bHbIM
CBMAETE/IbCTBOM NOAJ/IMHHOCTU AOKYMEHTA, €ro
NPUHAANEXHOCTU YKa3aHHOMY Ha OTTUCKE LUTamMMa OpraHy.

N\

OTTUCK ne4yaTn HeOHBXOAMMO CTaBUTb Ha JOKYMEHTAX, B KOTOPbIX
3aKAto4YeHa nHbopmauma o daKkTax, MMerLWmMx ocoboe topmnanyeckoe
3HaAYeHue aNnAa nNpeanpuUATUM, y4perKaeHnn, opraHm3aumm, paboumx,

CNYXKALWMX, APYIMX FpaXKAaH, a TaKKe Ha JOKYMEHTAX O PacXo40BaHUM

AEHEXHbIX U MaTeEPUANbHbIX CPeacTB 1 Ana Apyrux GUHaHCOBbIX

onepauuu.

D AL

OTTUCK NevyaTu ncnonbayetcs ANs CBUAETENbCTBOBAHUA BEPHOCTH
KOMUM KaK Npu 0bbIYMHOM, TaK M NPU HOTApMaIbHOM NOATBEPKAEHUNM
X MPOUCXOMKAEHUS ; 93




K rpynne lopnanyeckm sHa4MmMbIX
peKBn3nuToB oTHocATCcA (5):

- noanucb (nognNMcK) ynonHOMOUYEHHbIX A0NKHOCTHbIX UL,
ABnAeTcA 06A3aTeNIbHbIM PEKBUIUTOM AOKYMEHTA, C
Ha/IMUUEM MU OTCYTCTBUEM KOTOPOro CBA3bIBAIOT Ha/nuue
WU OTCYTCTBUE IOPUANYECKOIN CUNDbI Y AOKYMEHTA.

D L

\ 4

Heobxoammo, 4Tobbl JOKYMEHTbI BCEX BUAOB NOANMUCHIBAIUCD

TO/IbKO YMOJIHOMOYEHHbIMW HA 3TO AO/IXKHOCTHbIMWU IML@MUN B

COOTBETCTBUM C MHCTPYKLUUAMM, MPUKA3aMU N APYTUMU aKTaMU
O pacnpeaeneHnmn obsa3aHHOCTEWN.
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K aToM »Ke rpynne peKBU3UTOB
cnepyet OTHeCTU rpaduyecku
obopmnaemblie peKBU3UTDI -
rocyaapcTBeHHbIU repb pecnybaukn,
ambnemy opraHusaumm nnum
npeanpuATUA, KOTOPble HAarA4HO
UANIOCTPUPYIOT AOKYMEHT,
XapaKTepusysa opraHnsauuio nam
vypexxaeHue, s Kotopbix OH
UcxoauT.




PekBU3UTbI:

"MHAEKC npeanpuAaTnA CBA3UN, NOYTOBLIN U
TenerpadHbIN aapec, HOMep Teneramna, Homep
TenedoHa, paKkca, Homep cyeta B 6aHKe" —
NOKa3bIBAOT NONOXKEHMNE JOKYMEHTA B
NPOCTPAHCTBE KaK reorpadpuyeckom, Tak u
nepapxmyeckom, YKasblBatoT NyTb, KOTOPbIN OH YyrKe
npoLwen, U ToT, KOTOPbIK emy NPEeACTOUT NPOUTK.

*



PekBn3unTbl (2):

XapaKTepucTuKa aaetca A0OKYMEHTY pa3/IMyHbIMU
PEKBM3UTAMM B pa3HbIX MacluTabax, OoHM AONO/MHAIOT ApYyr
ApPYyra n AeTannsnpytoT NoNoKeHUe A0KYMEHTA A0 CaMbliX

MenibYauWmx nogpobHocTen.

TaK, peKBu3nT "HaMmeHoOBaHUeE BbllLEeCcToALLEN OpraHM3aumumn”
VYKa3bIlBaeT, B KAKOW chepe AeATe/IbHOCTM CO34aH AOKYMEHT.

Peksu3ut "uHpeKc" — neno, B KOTopoe OH byaeT noALwunT nocne
TOro, KaKk annapatom ynpas/ieHnA no Hemy byaet NpUHATO
COOTBETCTBYIOLLEE peLleHMe.




PekBu3ntbl (3):

PekBM3nT «pgata»
onpepenaer
nonoXeHue

AOKYMEHTa BO
BpemeHU, KoTopan
NOKa3biBaeT, B KAKOMU
MOMEHT CO34aH
AOKYMEHT.

~

7

[latamu
CONPOBOXKAAOTCA
HEKOTOpble apyrue
CaMOCTOATENIbHbIE

PEKBU3UTbLI —
rondbl, noanNncy,
BU3bl, OCODEHHO Te
M3 HUX, KOTOpPbIE
NnPUAAOT JOKYMEHTY
Heobxoanmyto
OPUNONYECKYIO CUNY.
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PekBun3ntbl (4):

"3aroNI0BOK K

TeKcty"
"BMA
AOKyMeHTa" "HaMumeHoOBaHue
CTPYKTYPHOro
noapasgeneHua’
"rpuo
yTBepxaeHma"
"apgpecat"

"pesontoumna”



OnpepeneHne TepPMUHOB HEKOTOPbIX
PEKBU3UTOB

Bu3a - nognucb A0MKHOCTHOrO AMLA Ha
AOKYMEHTE; PEKBU3UT AO0KYMEHTA],
BblpaXKaloLLMi1 cornacme Uamn Hecornacue
AONYKHOCTHOrO 2INLa C coaep>KaHnem
AOKYMEHTa.

3aro/IoBOK — PeKBU3UT
AOKYMEHTa, KPaTKo
u3siararowmm ero
copeprKaHue.

NMNognucb — peKBU3UT
AOKYMEHTQ,
cobcTBeHHOpPY4YHaA pocnucb

NO/TIHOMOYHOTIO
AONKHOCTHOTIO /Inla 100




PekBn3utbl. OnpeneneHmne TepmmHos (2)

Pe3sonounsa — peKBU3UT, COCTOALLUN U3 HAAMUCKU HA AOKYMEHTE,
CAeNaHHOW AONKHOCTHLIM NLLOM U COAEPHKALLEN MPUHATOE UM
pelleHune.

N

lpud yrBepKaeHnAa — PeKBU3UT OPULMANIBHOTO AOKYMEHT],
npuaaroWmnMmn HOPMaTUBHbLIN UAN NPABOBOU XapaKTep ero
CoAepHKaHuto.

N

lpud cornacoBaHmA — PeKBU3IUT 0PULMANbHOIO AOKYMEHT],
Bblpa’KaloLLLMA corlacmne yypexkaeHna uam opraHa, He
AB/ISIOLLLEroca aBTOPOM JOKYMEHTA, C ero coaepKaHmem.




PekBn3antbl. OnpeaneneHne TepMmHoOB (3)

PeKBU3UT «UCNONHUTENbY -
PEKBU3UT 0PULMNANIBHOTO
NOKYMEHTA, COAEPHKUT
dbaMmnnunio ncnonHuTens,
JOKYMEHTA U HOMEp €ero
cny*KebHoro TenedoHa
pacnonaratTca Ha NMLEBOM
CTOPOHE, eCIN HET MeCTa — Ha
0b6opOTHOM CTOPOHE
nocneaHero 1INCTa AOKYMEHTa
B JIEBOM HUXXHEM YTIAy.

PekBU3nT 3aBepeHUA
noaAnNUCbIO — PEKBU3UT
ANOKYMEHTaQ;
cobCcTBEHHOPYYHAA POCNUCH
NO/IHOMOYHOTO AO/IKHOCTHOIO
nmua




TpeboBaHMA K 0OPOPMIEHMNIO
NOKYMEHTOB

dopmynap — obpaseu- aTo
Mmopae/ib NOCTPOEHUSA

AOKYMEHTA, YCTaHaB/IUBAIOLLLAA

obnacrtb npumeHeHuUs,

dopmaTtbl, pasmepbl noneun,
TpeboBaHUA K NOCTPOEHMUIO
KOHCTPYKLMOHHOMW CETKU U

OCHOBHbIE PEKBU3UTDI.




OOPMYNAP-OBPA3EL,

Cxemy pacnonoXXeHus PeKBU3UTOB B A OKYMEHTaXx
yCTaHaBAMBaeT popmynap-obpasel, KOTOpbIn
pernameHTUpyeT COCTaB 3TUX PEKBU3UTOB.

dopmynap-obpasey — mogenb nocrpoeHna Gopmbl
AOKYMEHTA ANA MHOXeCTBa AOKYMEHTOB,
o06beauHeHHbIX PYHKUMOHANbHbIM Ha3HAYEeHUEM.

-

dopmynap-obpasel ctpouTca ANA 0O4HOro UAU
HECKO/IbKUX JOKYMEHTOB, OTHOCALLUXCA K OAHOMN
nogcucrteme

a




dOPMY/NAP-OBPA3EL, (2)

dopmynap-obpasew AoMKeH cogepKaTb BCe peKBU3UTbI, BXxoaALime
B KOHKpPEeTHble AO0KYMEHTbl UCXOAHOro MHOXKecCTBa (nocsne
VHUOUKALUU 3TUX PEKBU3UTOB M onpeaeneHus naowaaen,
HEeobXoAMMbIX ANA UX PAa3MELLEHUA).

D L

MpuHaTaa B popmynape-obpasue nocnenoBaTe/IbHOCTb
pPacnonoXeHna PeKBU3UTOB A0/IXKHA OTpaXKaTb Hanbonee yacro
NPUMeEHAEeMYI0 UX NoCNeA0BaTe/IbHOCTb B JOKYMEHTaX MCXOAHOTO

MHOXeCTBa.

dopmynap-obpasen moxKeT 6biTb NpeacTaBieH B BUAE YepTeKa,
cogep:Kallero nsaH pasmelleH1a PeKBU3NTOB, NN B BUAE ONUCaHUA
PEKBU3UTOB C YKa3aHMEM UX NOC1eA0BaTe/IbHOCTU M 3aHUMAEMOM
naowagn ¢ yHeTom B3aMMHOIO PAaCNONOXKeHNA PEKBU3UTOB 100




®OPMYNAP-OBPA3ELL (3)

dopmynap-obpazew, }
CTaHaB/AUBaET:

~ 1) popmatbl bymaru (419 YHUOULMPOBAHHBLIX popm )
AOKYMEHTOB NpumeHsatoTca popmatbl bymaru A3
(297x420 mm), A4 (210x420 mm), A5 (148x210 mm), A6
(105x148 mm); Y

2) cnykebHble nons; ]

3) KOHCTPYKLMOHHYIO CETKY (KOHCTPYKLMOHHAA CeTKa N
obpa3yeTca nepeceyeHUem BEPTUKA/IbHbIX U TOPU3OHTA/IbHbIX
JIMHWUM, OTPAHUYEHHbIX N0 IMM, Ha Bymare yCTaHOB/IEHHOTO
dopmara. PacctoaHue mexay coceaHUMU IMHUAMM
KOHCTPYKLUMOHHOW CETKM onpeaensieTcs TEXHUYECKUMHU
XapPaKTEPUCTUKAMM NeYaTatomnX YCTPOUCTB); 4 . ‘




OOPMYNAP-OBPAS3EL, (4)

4) pacnonoXXeHue Yacteu, 30H U \
PEKBU3UTOB C YYETOM ABYCTOPOHHEM
neyaTu.

CyTb NPMMEHEHUA NPUHLMNAE eAUHON MoaeNnu
3aK/to4aeTcs B cTporo GUKCUPOBAHHOM
PacnonoXXeHnn NOBTOPAIOLWMXCA PEKBU3UTOB Ha
onpeaeneHHOM MecTe NAoLWaAn HOCUTena, To
eCTb NPU KOHCTPYNPOBAHUM OTAE/IbHbIX Popm
NOKYMEHTOB KaxAblM 31eMeHT, pacnoaaraeTca Ha

HOoCUTene B CTPOro PUKCUPOBAHHOM MecTe




®OPMVYNAP-OBPA3EL, TUITOBOW ®OPMVYNAP

[Tpn coctaBneHnn GOopPMynapoB KOHKPETHbIX
BUAOB AOKYMEHTOB UCXOAAT U3 TpeboBaHUM
dopmynapa-obpasua, npuyem psaa PeKBU3UTOB,
nepeyncneHHbix B popmynape-obpasue, byaer
OTCYTCTBOBATb.

dopmynap, npeaHa3sHaYeHHbIN AnA
onpeaeneHHOM PpasHOBUAHOCTU
AOKYMEHTOB, Ha3blBaeTcA TUMOBbIM

¢opmynnpom1—

N/

OH TaK»Ke xapaKTepusyeTcsa onpenesieHHbIM
KOMYEeCTBOM PEKBU3UTOB, PACMNO/IOMKEHHbIX B
CTPOroi nocneaoBaTebHOCTH.




OOPMYIIAP-OBPA3EL

HAMMEHOBAHME OPI'AHM3ALMI [ Tpsmd yreeprnoersia]

Crpagourme narmre of opradyssanpos [ Anpecar ]

HOEBAHME BHMOIA OOKYMEHTA
ara N perncTpalMoOHHLEIT HOMED

CCEUTRA HAa PerHCTPALMO HHEIR HOMEp H
T IOKYMEHTA

[ BapomoEor B TercTyY ) PE50JIHLLA

TEECT JORYIVIEHT &

[OTHEeETRa O HAJDMDOM4 OIPMIIONEeHMA

QOJCEEHOC TE IO rDecs

OrmMeTKa 00 MCIIOJHMTeIe

OrmerTra 06 J4CITOJHSHIOM
ORYMEHTA M HaIp S EJISHIMI
o B OeJI0

OrMeTRa O IO CTYIUISHIOL
IORYMEHTA B
Op D 3ED4S SLEH0




Dopmynsap-obpazey [Ipukasa o eHeceHUU U3MeHeHUL
8 WMAMHOe pacnucaHue

Ilpukas (pacmop swxenue)
O BHeCeHHH H3MeHeHHH B ITATHOE P aCIHCa HHE
|BapHaHT)
HanmeHopaHHe opraHHs aLpH
IIpkas
r. Omex Ne 00-x 00.00.0000

O BHeCeHHH H3MeHeHHH B IITaTHOE P ACHHCA HHE
B cBsmsu

| OCHOBaHHEe)

[TPUKA3BIB AIO:

BHectH B wTarHoe pacrmHcaHHe OpraHHsdliHH CIE] VIOIUHE HSMEHEHHA!

1%
=

3
PyKoBogHTENb OpPraHHsalHH 1.0. davima
(o grmc 5)

['napHBIA OyxranTep N.0. davmnna
(o groscs)

Buse1 cornacosasua:

B zeno

[TogmHce HCITOMTHHT &8 00.00.0000

POOOPOODOOMDOOIPOODOOOIOOVOGYG

110




Ob6wune TpeboBaHUA K CO34aHUIO
AOKymeHTOoB (1)

1. lOKyMeHTbl MOryT CO34aBaTbCA Ha BymMa*KHOM HOCUTENE U B
3/IEKTPOHHOWN popme Cc cobntoaeHnem yCTaHOBAEHHbIX MPaBU
odpopmMIeHNA NOKYMEHTOB.

2.Mpu co3paHnK AOKYMEHTa Ha ABYX U bonee cTpaHULUaxX BTOPYIO U
nocaeaylouime CTpaHuL,bl Hymepytot. Homepa cTpaHuy,
NPOCTaBAAIOTCA NOcepeauHe BEPXHEro noas A0KYMEHTa Ha
paccToAHUU He meHee 10 Mmm OT BepXHEero Kpasa ncra

[lonyckaeTca co3aaHne JOKYMEHTOB Ha INLLEBON M 0OOPOTHOM
CTOPOHax nucta. Npu ABYCTOPOHHEM CO34aHUN JOKYMEHTOB LLUMPUHA
JIEBOr0O NOA Ha IMLEBOW CTOPOHE INCTA M NPaBOro nosA Ha
0H60OpPOTHOM CTOPOHE /INCTA AO0/IXKHbI ObITb PaBHbI.




Ob6wune TpeboBaHUA K CO34aHUIO

AOKYMeHTOB (2)

3. Alna co3gaHuna
AOKYMEHTOB Heobxoammo
UCNo/sib3oBaTb cBO6OAHO
pacnpocTpaHAemble
6ecnnaTtHblie WpUdThbI.

Mpwu cocraBneHuun
Tabnuy
AonycKaerca
UCNONb30BaTb
WPUPTbI MEHbLUUX
pa3smepos

Ona opopmneHus
AOKYMEHTOB
pekomeHAayeTcA
MCNONb30BaTb
pa3mepbl
wpuepTtos N 12, 13,
14.




$ He menee 20 mm

I'ept P (01) Dmbnema oprann3ammm (03)

I'epb cybwexTa P> (02) 110 nana (16)
HHH/KIIIT na yuer (06) I'pudy yreepacacHus
CnpasouHble naHHsle 00 (09)

Koa dopmber goxysmenTa (07) 95 MM Anpecar (15)
Koa opranwsamnn nmo OKITO (04)

OCcHOBHO# rocyJapcTBCHHBINH PErHcTPALIHOHHBIN HOMep opmams. auiga (05)
Haunmenosanue Buaa nokymenra (10)

(14) Pesomoumsa (17)

Hara (11) Ne (12)

Ha Ne (13)

JaronoBok K TekcTy (18)
(19)

12,5 vam

He MeHee <=——>

20 mm TEKCT (20)

e

Ipunoscenne: (21)

JomwHocTs auua, (22) IMeuars (25)
MOANHCABLIETO
AOKYMEHT

COI'JIACOBAHO (23)
B3kl cornacosanms (24)
BepHno (26)

Pamuamua necnoauuTens (27)
H HoMmep Tenedrona

B neno (28) OTMeTKEa O NMOCTYTUISHWH
nokymenta (29)

HaenTHdmkaTop 2MEeKTPOHHON KOmuH gokysmenTa (30)

¢ He menee 20 nam




Buabi
AOKYMEHTOB



e —————
Byl oprann3aioOHHO-PaCIIOPSAIATEIbHBIX

JIIOKYMEHTOB

Buner OPJ1

OprasmnszanuoHHbIe NundpopmanunonHo- PacniopsiinresibHble

(ycTas, J10JDKHOCTHAS CHpaBoHBIC (TIocTaHOBJICHHUE,
HHCTPYKIHA, (akT, cupaBka, IPOTOKOJL, pacropspKeHue, IpuKas,
II0JIOXKEHUE) OTYETHI, 3asIBJICHHE) peleHue)




CocTaBneHune opraHU3aLMOHHO-
pacnopsaauTenbHOU AOKYMeHTauuu

Rpome O0LKMX TPebOBaHUUN K TEKCTY AOKYMEHTA HEOOXOAMMO YUYUTbIBATb, UTO Ka*KAblU
BUA, AOKYMEHTA MMeeT CBOM 0COHBEHHOCTU B COCTAaBNAEHUN U OPOPMAEHUN, CBOKO CXEMY
NOCTPOEHMNA TEKCTA.

\ L

CornacHo Obuwepoccnmnckomy KnaccudukaTopy ynpaBaeHYEeCKoM
NOKYMEHTaUMKn, BXOAAT:

L

npuKasbl;

\Z

2 g

NOCTaHOB/1EHUA,

\Z

pelleHus;

N2

pPacnopaxXeHusa. 116




CocTaBneHune opraHU3aLMOHHO-
pacnopsaauTenbHOU AOKYMeHTauuu

3TOT BUA, CNYKEDBHbIX Bymar Cay*Kut ana
NOKYMEHTUPOBAHUA AeATEe/IbHOCTU
OpraHu3auunn, KOTopble NPUHaANEXKAT
PA3/IMYHbIM YPOBHAM YNpPaBAEHUA NN
B/1ACTU, a TaKX¥Xe HerocyaapCcTBeHHbIX
vuypeKaeHUW.




CocTaBneHue opraHn3aLunOHHO-
pacnopsauTeribHOU AoKyMmeHTauuu. lNpukas.

MpuKas — NnpaBoOBOM aKT, U3J4aBaEeMbIU PyKOBOAUTENIEM
opraHu3auuu, AeUCTBYIOLWMUM Ha OCHOBE eANHOHaYaNunA,
ANA pa3pelleHUa OCHOBHbIX U ONEepPaTUBHDbIX 3343y,
CTOALLMX Nepea opraHM3auuen.

A

a Y

D —

] Mo coaep)kaHUIO NPUKa3bl AENATCA Ha 2 rpynnbil:

. .

N\

- no o6bwmm Bonpocam

- N0 IMYHOMY COCTaBY.

OO6bI4YHO 3TK rpynnbl IPUKA30B FOTOBATCA U
n34atoTCcA OTAENbHO.
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CocTaBrnieHne opraHM3aLMOHHO-pacnopaanTeribHON
AoKyMmeHTauuu. lNMpukas (2).

NpuKasamum Nno AMMHOMY
cocTtaBy OpOpPMAAIOT: Npmuem
Ha paboTy, nepemelleHmne no
OONKHOCTU, YBO/IbHEHME,
npeaocTassieHMe OTNYCKa,
B3bICKaHMA. OHM NMMEeLOT CBOIO
COBCTBEHHYIO HYMEPALMIO

Mpukasbl no o6wWMm
BOMpOCamM M343t0TCA Ha
OCHOBAHMUM YKAa3aHUU UaAK NO
WHULUMUATUBE PYKOBOAUTENA.




CoctaBneHue opraHmM3auuoHHO-pacnopsaauTenbHOU
AoKymeHTauuum. lNMpukas (3).

[MoaroroBKka NpuKasa
BK/IlOYaeT B cebs
ceaylouwme CtTaguu.

-U3yyeHMe cyLecTBa
BOMpPOCa,

- NOAroToBKa NPoOeKTa
AOKYMEHTA],

- COMnacosaHue NpPoekKTa,

- noagnucaHue npukKasa.




CocTaBneHue opraHM3auMoOHHO-pacnopaauTesIbHON
AoKymeHTauuu. lNpukas (4).

OCHOBHbIE
PEeKBU3UTDI
'aﬁ’p' npukasa:
. BHVTpEHHee - HAanvmeHoBadaHue
cornacoBaHue BuAa NPpUKasa,
(BM3MﬁBaHME); ﬂ
- NOANUCH; AT
WHAOEKC;
* 3aro/zI0BOK K
ML < : TEKCTy;




CocTaBneHne opraHM3auMoOHHO-pacnopaauTeribHOU
AoKyMmeHTauuum. lNMpukas (5).

TeKcT npuKasa 06bIYHO COCTOUT U3 ABYX YacTeMm:
KOHCTaTUPYIOLLLEU U
pacnopaauTeibHOMU

N

B KOHCTaTUpPYIOLLLEeM YacTu U3naratoTtca GaKThbl,
BbI3blBaloLWMe n3gaHue npukasa. MHorga ata 4yacTb NpuKasa
MOMKET OTCYTCTBOBATb.

D

PacnopaauTenbHasa 4acTb NPUKa3a COCTAaBAAET ero OCHOBY U
n3naraetca B nosenntenbHom popme. HaumHaer
pacnopagutenbHyto Yactb cnoso «[MPUKA3bIBAKO». OHO

neyaTtaetrca 6yKBamum Ha oTae/IbHOU CTPOKe. -




CocTaBneHne opraHM3auMoOHHO-pacnopaauTeribHOU
AoKyMmeHTauuu. lNMpukas (6).

Ka)xpoe HameueHHoe meponpuaTue B NpuKase opopmasaeTca
OTAEeNbHbIM NYHKTOM, NYHKTbl HYMEpPYIOTCA apabckumm uuppamm.

Nz

B KOHLe NYHKTa NPUKa3a yKa3biBaeTca MU0, Ha KoTopoe
BO3/1araeTcA OTBETCTBEHHOCTb 33 €ro UCNO/IHEHMUE.

N/

3aBepLUaloLWmMm 3Tanom paboTbl Hag NPUKa3OM ABAAETCA
cornacoBaHue n noAnuchb.

N\ 7

Ocobbim cnocobom yaocTosepeHna JOKYMEHTOB ABAAETCA
yreepaeHue. lpud «YTBEPOAAK» npocraBnaerca B npaBom
BepXHem yray. -




AaronocBoK Hammenonarmin
Aoy ME TS CRraHHEE0MH

e

AruMoHapHoa abillecTes «Curmas
(A0 aCruraas]

NPHEAZ

MockBea

05 yreepesxaernd FMHoTEY LMK
No QeronPonIEcECT BY

B ceram o paapaborHon MmorpysusH No 4enonposMIscacrsy BAA CORS P SHCT BOaRHHA QO ysesH -
TauHOHHOrH > obecnedarna B AD «Cnmnasas
NMPHEAZBIBAHD:

1. ¥reeparTo HACTRYRUWHW MO GEAcNPoHiIsoncTRY @ BBecTH &2 8 aefactare o 10052013 {(npwao-
on el

2. Jappayicugemy KaHuenapHed Kotoson Pl npoeecTH coBelaHMe C Dy ROBOIHTE MMM CTD Y K-

PHBIX NO4PAZOENEHME C LENBEO RAIbRcHe A NEsmeneriis Muacrpyruss no 0505 201%,

2. HamansHusoy AXD Masaposy 0L T, oSeoneusTe THpass popasiee MHCTpyKuHss 0 pysos o au e

26 CTRYRTYPHEX NoApasgeneHHn oo 05 06,2019,

4. Kosmpons 28 HONOUAHEHMHE M NDHKS3E S0E00HHET B HE JaMacTHTenA agEperropa | podsesosa UL

H. oo puMpesTORa oo B.F. Coros

Sam. aupesTopa Zan. Haduenapissi
Tooghusmod MM Tpodgiumos Hormofa P Kortosa
2L RL 2008 2L 20T

L ipHRAS0oN CIHAKD
HavanoHuk orgena Pacwubpoeka noanucH
Aoma

Hprea Bacuneeena Pocro
7 (495) 491-54-22, R

OoKyMeEHTa B aeas




MPOTOKOIJI

MpoTokon — AOKYMEHT, PUKCUPpYIOLLUIA Xoa4 0bcyKaeHuUn
BOMPOCOB U NPUHATUA pPeLleHU Ha COOpPaHMNAX KONTEKTUBA
OopraHu3auum, paboumnx coseLaHUAX u ap.

Bepetca NMPOTOKO/1 BO BpeémA 3acenaHunAa 06bluHO ceKkpeTtapem.

CywecTByeTt ABa BUAa NPOTOKO/I0B: NOJIHbIA U KPAaTKUMN.

MonHbIM NPOTOKOAN COAEPXKUT 3aNUCb BCEX BbICTYN/IEHMI Ha 3aceaaHum,
KPaTKUi — TOIbKO paMnInmM BbICTYNUBLLUUX U KPaATKYIO 3aNUCb O Teme
BbICTYN/IEHUA.

PeweHue o Tom, KaKyto popmy NpoToKoaa BeCTU, NPUHUMAET
pyKOBOAUTENb KONErMalibHOro opraHa Uamn pyKoBoAauTeNb OpraHU3auum.



IlporokoJ (2)

MpoToKON neyaTaeTca Ha YNCTOM anucte bymarm, rae
BOCMPOU3BOAATCA PeKBU3UTDbI 0bLero 6naHKa, ganee yKkasbiBaloTCA
Bua aokymeHta — NMNPOTOKOJI, aaTta, Homep.

%

[laTon NpoTOKONA ABNAETCA AeHb 3aceaaHuns. B 3aronoske
yYKa3blBaeTCA BUA KONNIETNMA/IbHOW AEATE/IbHOCTU, B pe3ynbraTe
KOTOPOW OH co3aaeTca.

D\ L

'

B TeKCTe BblAenAaoTCcA ABe YacTu. 126




IIporoko. (3)

MepBas cogepuUT cTporo onpeaeneHHyo nHpopmauuio,
pacnosnaraemylo Bcerga B 04MHaKOBOM nopsjkKe:

N\ /7

npeaceparenb — @amMmmnana 1 UHUUManNbl,

ceKkpeTtapb — paMUINA U MHULMANDI;

NPUCYTCTBOBAIN — NepevYmncinaeTca cocTaB NPUCYTCTBYIOWMX NOCTOAHHO
NIeNCTBYIOLLLEro KoanermasbHoro opraHa (ux damunmm pacnonaratortcs B
anNpaBUTHOM NopsAKe), 3aTem YKa3bIBatOTCA AO/IKHOCTU U daMUAUN
npurnaweHHbix. Ha KpynHbix cObpaHUAX YKa3biBAETCA KOJTMYECTBO
OPUCYTCTBYIOLUINX, @ CMUCOK NpUAaraeTcs.

A 4

MoBecTKa AHA — YKa3bIBalOTCA BOMNPOCHI, Npegsaraemble ans
obcyaeHua. Kaxabin BONPOC HAUMHAETCA € npeanora «o» («ob») u
nomeLLaeTca ¢ HOBOW CTPOKMN.
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NMPOTOKO (4)

BTopan yacTb NPOTOKO/1a ABNAETCA OCHOBHOM.

B Hel 3anncbiBalOTCA BCE BbICTYMN/IEHUA.
CTpouTcsa OHa nNo pasaenam B COOTBETCTBUM C
nopAaAKoOM 06CYXKAeHUA NOBECTKU OHA.

KaxXabin pasgen nmeert Tpu 4acTu —
CQyLWwanu, BbiCTynaau, NOCTaHOBUM,
KOTOpble M HAYMHAOTCA C 3TUX CNOB,
NMULWYLLMXCA MPOMNMUCHbIMU BDYKBaMM.
NpoToKon noanucbiBaeTcA
npeaceparteniem U CeKpetapem.




O0pazel oPOOPMNEHS NpoToKona
MAO «MpubopocTpoMTENsHbIN 33508 MM. PA. BoCcTpuKosas
MPOTOKON
MPOM3EB0ACTESHHOMO COSELUasus

oT 10.02.2018 N 7

Mpencenartens
CexpeTape

MpucyTcTEoBanu: 35 yenosex (CNUCOoK NpunaraeTcs)
MOBECTKA OHA:

1. O5 uTorax padoTsl B8 00NaCTU rPE¥OaHCKol 000p0oHEl M 33LWMT!l OT YPE3BaI4alHbIX CUTY UM Ha npeanpuaTun 5 2017 roay
W 3agadax Ha 2018 roa. Joknan pyxosoauTens OTASena rpawaaHcKon 00opoHsl A A, VEaHoEsa.
2=

1. CnvyLLANW:
VisaHoBa A.A. — TEKCT AoKnaaa npunaraeTcs

BbICTYTNKNW:
MeTpos MN.MN. — KPaTHas 3anKcs SaICTYNNEeHWS
Cuaopos C.C. — KpaTear 2anncs BeICTyYNNesus

NMOCTAHOBWMNW:

1.1. [JeATENEHOCT: NPEeanpuATHMA B ODNacTy rpamaaHCcKon O0S0pOoHbl W 33LUMTel OT 4Ypes3soidanHbld cuTyaumi 2 2017 rogy
MPU3HETE YOOENETEOPMTENEHON.

1.2. OooSpUTs MPOSKT NMNaHa OCHOBHLIX MEPONPUATUM B ODNacTy TPawaaHCKoW 0D0pOoHLEl M 3alMTEl OT YPEe3Bsi4aiiHex
CUTYyauuit Ha npeanpusTuy Ha 2018 roa.

] == PN

2. CNYWAnNW:
BbICTYTNWNW:
NOCTAHOBMNN:

MpencenarensCTBYIOWUA (Noanuce) (pacluindposka noanucu)

Ce¥peTaps (Moanucs) (pacwu@posxka noanucit)




CNPABOYHO-UHOOPMALUMUOHHDbIE AOKYMEHTDI

/ TN\
K aTomy BMAy AOKYMEHTOB )
B €/10NPOMN3BOACTBE
OTHOCATCA bymarny,
KOTOpble coaepaT
cseaeHunsa, Heobxoaumblie
ANA NPOUN3BOACTBEHHO-
XO3AUCTBEHHOM

-

X ncnonb3yot gna
nepegayn nHeopmaumm
MeXKay agpecatamm U AnA
dUKCaUMM AaHHbIX U
3HAYMMbIX PaKTOB.

S

4

\AEHTEII bHOCTU KOMMNaHUMN. /
A




CNPABOYHO-UHOOPMALIMOHHbIE AOKYMEHTDI

odmuManbHbIE

NUCbMa;
OTYeTbl;
NPOrHo3bl U cnyxebHble
aHaNANTUUYECKune 3arnucKu;
MmaTepuansl.

Tenerpammbl;

OKNaAHbIE;
Tenedakchbi; A AHBIE,

CpaBKU; aKTbl;
CBOAKM;



NMPUNOXKEHUE E (pekomeHpyemoe)

OOPMA AKTA

YTBEPXOAKO
HaumeHoBaHue AOSMKHOCTH
(N. O. damunus)

(nognuce)

AKT Ne

(aara)

BBogHasn yacTthb:
KoHcTaTtupytoulas 4acTb:

CBegeHuns o konuyecrse JKIEMIMJIAPOB aKTa N MeCcTe X HaxXoOXXOaeHus.

MpunoxeHus

Mpepncepatens komnuceun (noanwucob) N.0.®amunus

YneHbl kKomuccum (nognuce) N.O.®amunua
(noanwvces) N.O.vamunusa
(nognuce) N.O.damunusa




Hcxoasimee macbMo

AO3T «Tuxuii yroaox» Jupektopy TOO «¥OI' JOH»

y1. Tuxas, 34 A1 CokonoBy
Yera0HHCK, 454000

Ten.: 12-11-10 nep. HaropHsi, 3
daxc: 12-10-11 ITxeBcK, 426888

2 Mapra, 2003 1.  Ne3/2-1
Ha Ne 12 ot 1 Maprta, 2003

OG0 y4JacTHH B BEICTaBKe
VBakaeMslii r-H Coko10B A.I1.!

O3HAaKOMHBIIHCh ¢ peKTaMHOH HHQopMauHeH O JedTeIbHOCTH Barmero
037I0pPOBHTEIBHOTO KOMIUIEKCA H MPOrpaMMOH paboThl PerHOHATBHOH BBICTABKH
«byzapTe 310poBBI!», HampaBIieM BaM 3afBKY Ha y4acTHe B CeKUHH «IIpHpoza H
3710pOBbe» OCeHHei BbIcTaBKH 2003 T.

ITpocHM BKTIOYHTH Halle MPEANPHATHE B YHCIO YIACTHHKOB BBICTABKH.

[TpHI0KeHHE: Ha 3 1. B 2 3K3.

C yBaKeHHEM

['eHepalbHBIH THPEKTOP I.J1. THXOHOB




Kapposble AOKyMeHTbl (MO IMMHOMY COCTaBY)

Takon Bua, AOKYMEHTOB
B Ae/N10NpOUn3BOACTBE,
KaK AOKYMEHTbI Nno
NIMYHOMY COCTaBY,
Heobxoaum ana Toro,
4yTobbI
pernameHTUpoOBaTb
TpyaoBble
B3aMMOOTHOLLUEHUA
mexxay
agMUHUCTPaLUEN U
COTPYAHUKaAMM,
cneumannctamum ogHoro
OpraHM3auuOHHOrO
VPOBHSA.

=

-

\_

Kpome Toro, oHu
XapaKTepusytoT
paboTHMKOB
KOMNaHUW.

N




KagpoBble 4OKyMeHTbl (N0 IMMHOMY COCTaBY)

Buabl AOKYMEHTOB B

AenonpoussoacTee:
a TaKXe BcA
AOKYMEHTaLuUA, ANUHBIE
P ar 3aAB/IEHUA
noALIMBaeTca B COTPYAHMKOB,
NN4YHOe Aeno
COTPYAHUKa.
aBTo6Morpadpumn npuKasbl 0
COTPYAHUKOB, Ha3HauYeHUMU Ha
TpyAoBbie A,O0MKHOCTb UK
KHUXKKW, CHATUU C Hee,

JINCTOK NO yyeTy
Kagapos,



ABTOobuHorpadpus

ABTobuorpadpuna — ato
nocnepoBate/ibHOE U3/I0XKEeHUe
NMULIYLMM OCHOBHbIX 3TanoB CBOEW
XXU3HMN.

ABTOOMOrpaduma coctaBnaeTca ot
NnepBoro AMUa N HAYMHAETCHA C/I0BaMU
«f, (pamunusa, uma, omyecmaeo),
poannca...» [lanee ykasblBaloTca AaTa
N MecTo poxkaeHusa (obnactb, paroH,
ropop, ceno, AepesHA U 1.4.). .




AsTobuorpadus

NMocne aToro npuBoaATcA

cneaylowme ceeeHus:
5) AMuHaa noanucb

N AaTta cocTaBaeHusA
aBTobmnorpadpumn.
JlaTa cTaBUTCA
cneBa, NoANMCb
cCnpaBa Mog, TEKCTOM
aBTobmnorpadpum.

1) obpasoBaHue,
KOTOPOE NOJIy4Yun.
NULWYLWNIN; KaKne
y4yebOHble
3aBefleHuns, rae u
KOr4a OKOHYUA;

2) BMA TPYA0BOWM
AEATENbHOCTY;

4) ecnu 6bina cmeHa
bamununm
(Hanpumep, HO
npuYnHe
3aMy¥KecTBa), TO
yKa3blBaeTcsA

3) mecTo paboThbi B
HacTosLLee Bpems,

Z 3aHMMaemas

npeablayLLas 3) cemeiHoe v

YKHOCTDb;

bammana u nata ee NOJIOKEHWNE, MECTO non b;
N3MEHEeHMS; *KUTE/IbCTBA B

HACTOALLEE BPEMA,



ABTObBUMOrpadus

MNHorpa KagpoBsble opraHbl TPEOYIOT YKa3aTb CBEAEHUA O
KeHe (MyXKe) u gpyrmx 6anKamwmx poacTBeHHUKaXx
(poaunTenmn, bpatba u cecTpbl):

N

damunaunto, UMa, 0T4eCTBO, rod, U MecTo
POXAEHMA, agpec MecTa NPOXKMBAHUA.

N

3TU cBeAeHUSA NPUBOAATCS B KOHLLE
aBTObMorpadpmm nocne oCHOBHOIO TEKCTA.
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HALano CEDHEHHS HIHMEHOEIHH OPTE3HHEITHE

MECTO InT
fororpadem
JHYHBI THCTOK
IO YYETY KATPOB
Eaneme OrazcTeo
Tara poxresug Hauworanesonete
Mlecro pownern:
T ManrHE agrec
Jpsanreii Tensdox Corcesnt Tenagon
Macmoprs raHw:
CaueitHos mOmOE=HEE
Crenemus o STHIENE POCCTESHEMESY (MY, ®2HL, 0TS, MaTk, OPATEL, CECTPE, TSTH):
aTa
Crenese pogcTEa & H.0. ~
COMEDSHET

SHaHH2 HHOCTDAHHED ASEEDE, CTEMSHE B2 T8HHA!

VueHag cTEMeHE, VUSHOES IEIHHE

(rrowesEs K ECHHCEOH 0OA32HHOCTH H EOHHCKOS SEZHHE:

Oopazozanme:
CraumanerecTs,
Ton oo Hazgange : Fopas 2
FEEYTIRTET DHINOMS HITH
MOCTYILIEHHE | OE0HYEHHR | vusbioro sisomemn L B

¥ LOCTOESD SHIER

Brimoneasmas paboTa ¢ Ha4ana TEVIoEOH I2ATaNEHOCTH:

Mecauu rog

JoiceHOCTE © YEZZAHHEM

| Mecromnomnenns opraHzal e

Fagme mueeTe B2y YHER TOVIE H H00DET2HLL

IIpebreamns sa rpaREned:

Mecan urog
& KaEoro 0 Kagos
EpSMSHE EpeMT

ene mpebreanss sa rpaamm=i (pabora,

B raroitcrpans 5
CTVESDHIA KOMEH THPOEER, TVHEM )

Fagws MMesTe MDIEMTEANECTESHHEIS HAMPRIE (KOTER M He HArpEe] SHEL):

Jara manonHeHHs Iogmuer

PafoTHa, JENoMHERUNEL KL MICcT0x, 0BEISE 050 02T TOCNEFHLUNE KINEHSIEN (DEPSI0EIaL IeB0skIn: YUSHol
CTSTEHN, VYSHOTD JEKEE I 1.0 CO0BLNETE N0 M2CTY p2BOTH [N EXS0SHIEE 3TIO IMEKEHIGE E ST0 DS ENa



Vunpunuposasnan gopma Ne T-1
Yreepmaena [locranosnennem INockomerara Pocenn
ot 05.01.2004 N 1

Kon

Mopma no OKV]]

no OKITO

(HaHMeHOBAHHE OPTraHH3aNH)

IMPHKA3
(pacnopsskenne)
0 npueMe padoTHHKAa Ha padoTy

IIpunaTe Ha paboTy

(thamumna, HMA, OTHeCTEO )

Homep noxkyMeHTa JlaTra cocTaBIeHHA

TabenbHbIiT HOMEP

(CTpYKTYpHOE moapasienesnHe)

{IONHHOCTL (CNeUHANLHOCTE, Npodreccna), paspaa, Knace (KaTeropHs) KeamuHKEaHm)

(ycrnoBHS NpHeMa Ha paboTy, XapakTep paboTn)

¢ TapudHOil CTABKOH (0KIa10M)

(undpantm)

HaadaBKo

(mdpan}

C HCNBITAHHCM Ha CPOK

OcHoBaHHE:
Tpynoeoii goroop ot = 20

r. Ne

PykoBoauTe L OPraHuzallHH I'enepanbHeli qHpeKTOP

A B. Boponos

(MOTHHOCTE)

C npukazoM (pacnopszxeHHeM) paDoOTHHK 03HAKOMIIEH

(MHYHAR MOANHCE ) (pacmndpoBEa MOIMHCH )

(MHYMHAR TOIMHCE)




Opranusanusa

TOKYMEHTO000poTAa




JoKymeHTO060pOT — ABUKEHUE AOKYMEHTOB B
yupexaeHun (opraH1M3aumm) c MOMeEHTa UX
CO3aHUA WU NONYYEHUA A0 3aBepLueHns paboTbl C
Humu. LleneHanpaBaeHHoOe ABUXKeHUEe AOKYMEHTOB
06BbEKTMBHO conpoBOXKAaeT Nobylo
ynpaB/ieHYecKylo aearenbHocTb. [epemelueHue
AOKYMEHTOB B YUpeXKAeHUN He MOXKeT bbITb
XaOTUUYHbIM, OHO A0/1XXHO 6bITb YyNnpasaaemMbIM.

N OKYMeHTO060pOoT — 3TO pernameHTUPOBaHHaA
TeXHO/0rM4yecKasa cxema ABUXKeHuA
AOKYMEHTOB MO YCTAaHOBJ/IEHHbIM MYHKTaM
06paboTku ana BbinoIHEHMA HEOOXoaUMBbIX
TBOpPUYECKUX, GoOpManbHO-/I0TUYECKUX U
TeXHUYECKUX onepauum ¢ LOKYyMeHTaMM.




OBA3ATE/IbHbIE TPEBOBAHUA K
AJOKYMEHTOOBOPOTY

- IPAMOTOYHOCTb Ted4eHUA AOKYMEHTOB, NPpoXoxaeHne OKyMmeHTOB

KpaTyavLUMm nyTem yepes3 HaumMeHblluee KOIMYeCcTBO MHCTAHLUMA,
UCKAKYakuwee nam ceogdallee K MMHNMMyMy BO3BpPaTHbIE nepemelleHna JOKYMEHTOB,

N\~

. n3bMpaTenbHOCTb pacnpeaeneHna AOKYMEHTOB MexXay
pyKoBoAgUTENAMMU U cNeLnaIncTaMMm B COOTBETCTBUM C PYHKLMOHANbHbIMY

oba3aHHOCTAMM;

- 00YC/I0B/IEHHOCTb NEPEeMELLEHUA AOKYMEHTOB Ae/10BOM HEODXOAMMOCTbLIO,
UCKIIOYEHUE NIULLHUX, AYOANPYIOWUX MHCTAHUUU U OEeNCTBUM;

\

. eANHOO6pa3Me mapLupyTa ABUKEHUA U COCTaBa TEXHONOMMYECKUX
onepauuii ANA MacCoOBbIX KaTeropuii OKYMEHTOB, OAHOKPaTHOCTb
BbINO/IHEHUA KaXKAo0i onepauum. e




JIOKYMEHTOO60pPOT KaK TEXHONOrMYECKUI npoL,ece
AENNTCA Ha HECKOJIbKO COCTaBAAIOLWMX ero yacreum —
AOKYMEHTONOTOKOB:

BXOAALLUNA — BXOAHOMN JOKYMEHTOMNOTOK,;

BbIXOAALMMN — BbIXOAHOMN JOKYMEHTOMOTOK,;

BHYTPEHHUI JOKYMEHTOMOTOK.




JIoKyMeHTaloHHOoe 00ecrieueHne yrpaBJieHYecKoil
NAeITeIbHOCTH

l JokymenTaunonHoe ofeciederne ynp aBJIeHns l

e —

————

[ ObpatoTka Kop p eCTIOH R }—

[ JoBelenne 10 mo.1630BaTENT

[ Beegenne B 623y JaHHBIX \

VHI4TOXKeHHE H NOATOTOBKA K ]




- TMNOBbIE 3TAMbI TEXHO/OTMYECKOIO MPOLLECCA
OBPAEOTKU U ABUMEHWA MOCTYNUBLLUX
NOKYMEHTOB

. Npuem U nepsuyHan 06paboTka AOKYMEHTOB;

NS

. NpegBapuUTeIbHOE PacCMOTPEHME U pacnpeaeneHne A0KYMEHTOB;

NS

. perucrtpaumua AOKYMeHTOB U BeAeHue cnpaBovyHO-UHPOPMaLUOHHOM
CUCTEMDI;

NS

. paccMOTpPEeHne PyKoBOACTBOM U HanpasBseHne A0KYMEHTOB B
CTPYKTYpPHbIe noapasaeneHus;

Nz

- UCNONNHEeHne AOKYMEHTaA. 146




1. Npuem 1 nepsrYHan 2. MNpepBaputenbHoe

paccMoTpeHune
[LOKYMEHTOB

obpaboTKa nocTynaroLwmx
| AOKYMEHTOB

4, PaccmoTtpeHue
OO0KYMEHTOB o — . 3. Peructpauums
PYKOBOACTBOM

5. HanpasneHue Ha
paccmoTpeHune

8. MNoalwunBKa , 7. UcnonHeHue
AOKYMEHTOB B gena OOKYMEHTOB




DTanbl JOKYMEHTOO0OOpPOTa B alITCYHOM
OpraHu3aIiu

O6paboTKa JOKYMEHTOB

CocTaBiieHUE MPOEKTA IOKYMEHTA

PGFI/ICTpaHI/I}I JTOKYMCHTOB

Co3gaHue JOKyMEHTa

ITepenayva 111 KCTIOJTHEHUS

CornnacoBaHue JOKyYMEHTA

HcnonHenne 10KyMeEHTA

[Toanucanue (yTBEpKICHUE)

OtnpaBka, NOJIINBKA B €TI0

Peructpanus (B 1eHb IOATTMCAHUS )

OtnpaBka, ITOAIIMBKA B JICJIO 148




PETMCTPALUMA AOKYMEHTOB

Perncrpauma 4OKYMeHTOB — 3TO 3anNucb \
HeobxoaumbIxX cBeAeHUN 0 AOKYMEHTAX C
nocneayrowmm NpocTaBieHUuem Ha HUX
AenonponsBoacTBEHHOro MHAEKCA U AaThbl
perucrpauunu.

MpoBoauTca pernctpauua aNA yyera,
KOHTPOAA U NOUCKA AOKYMEHTA.

Ka)ablh AOKYMEHT perncrpupyercs
TO/IbKO OAUH pa3: BXoaAawme — B AeHb
NOCTYNJIeHUA; UcxoaALinue U BHYTPEHHue
— B AeHb noanucaHuA




HeKoTopble AOKYMEHTbI, NOCTynaloLme n co3gasaemble B
dapmaueBTUYECKUX OPraHu3aLmax, He PerucTpUpyroTCA.

N\ L

K HUM oTHOCATCA:

\Z

AOKYMEHTbl MaTepunuasibHOro U CtTatTuCTU4eCKoro yyeta " otT4eTHOCTMU,

N\ L

2 g

nepsuUYyHbIE AOKYMEHTDbI 6yxran'repCKoro yyeTa U OTYETHOCTMU,

N\

HPEﬁCKypaHTbI, NPOCNEeKTbl, HOPMbI pacXxona TOBapPHO-MaTepUuaJibHbIX LI,EHHOCTEﬁ,

\ L

MaNio3HAYUTe/IbHAA NepenuncKa No KagpoBbiM, agMUHUCTPATUBHO-
XO3AMCTBEHHbIM U APYrMM BONpocam.

N\ L2

He nopnexxut perncrpauum 6oabluan 4acTb Nnepenncku, He Tpebytlowas NCNONHEHUA.




[lna perncrpaumum Bcex KaTteropmm BXoaALLMX
N ncxoaawmnx (BHyTpeHHNX) AOKYMEHTOB
NPUMEHAIOT e4UHYIO PETUCTPALLUOHHYIO

KapTOuKy. Ee 3anoNHAIOT MalWMHOMUCHbIM
WU PYKOMUCHbIM cnocobom.

B yupexkaeHuax ¢ Hebonbwmm
AOKYMEHTO060pOoTOM BCE AOKYMEHTbI
PerMcTpUpyroTca B cneyuasibHOM
YKYpHane.

Ha poKymeHTe npu ero noctynaeHuu
CTAaBAT PErnMcTpaumuoHHbIA wTamn (Ha
HUXXHEeM noJie NepBoro JIMCTa C NPaBOM
CTOPOHDI).

LLiITamn BKAlOYaeT Ha3BaHWe opraHu3sauuum,
B KOTOPYIO NOCTYNUA AOKYMEHT; AaTy
NOCTYN/IEHUA; PErUCTPALMOHHDbIN UHAEKC.

0 ©




KOHTpOJIb 32 UCIOJTHEHUEM TOKYMEHTOB U
MIPUHSITHIX PEIICHUN

naBHaA 3apava KOHTpOHﬂ\
cocTtout B obecneyeHum

CBOEBpPEMEHHOIo U
KayecTBEHHOro UCMNoJIHeHUS
AOKYMEHTOB, a TaK»e
nonyyeHmn uHdopmauum,
Heobxoanmoun ana oueHKu
AEeATeNbHOCTU
noapasaeneHum u
UCNnonHuUTeNnen .

/KOHTpOIIb 3a UCMOTHEHUEM
AOKYMEHTOB U NPUHATDbIX
peweHun aBnnaeTca
HeobxoauMbIM 3/1EMEHTOM
OopraHM3auum
ynpas/ieH4YeCKoro Tpyaa u
Ba*KHOM COCTaBHOM YacCTblO
AenonpousBoacTBEHHOrO
npouecca.




KOHTpOJIb 38 UCIIOTHEHUEM JOKYMEHTOB U ‘
IIPUHSTHIX PEMICHUN (2)

/ B KOHTPONbHOU PYHKUMM pa3anyaloT pr\
rpynnbl onepauun:

1) KOHTPO/b 33 NCMOSIHEHUEM AOKYMEHTOB MO
CYLLLeCTBY NOCTAaBNAEHHbIX B HUX BONPOCOB;

2) KOHTPONb 32 UCNONHEHNEM AOKYMEHTOB C
TOYKW 3pEHUSA COOTBETCTBUA GOPMbI
NCMOSIHEHUSA UX COAEPIKAHUIO;

3) KOHTPONb 332 CBOEBPEMEHHOCTbIO
MCMONIHEHMS.




KoHTpOJIb 32 HCIIOJTHEHHEM TOKYMEHTOB U
IHPUHATHIX peleHui (3)

KoHTpo/10 noanexar Bce BXoasdlime, ucxogaiwime m
BHYTPEHHUE AOKYMEHTbI, B KOTOPbIX YKa3aHbl CPOKMU
ucnoaHeHna. CpoKn ucnosnHeHma 6biBaloT:

TUNOBbiMU, YCTAHOBJIEHHbIMUX COOTBETCTBYHOLLMMMU
NMonoxxeHnamm um HOPMAaTUBHbIMU aKTaMMU,

nHaAnBunayaibHbiMuy, yreepxXKgeHHbimum gna AaHHOrIO
vyypexxaeHna cneuynasZibHbiMm nepevyHem.

UcuucneHue CPOKa UCnosiHeHnAa exoaAawmnx AOKymMmeHTOoB
Ha4nUHaeTCA C MOMEHTAa UX NoCctynieHna, a ucxogawmx n
BHYTPEHHUX — C MOMEHTa NnoagnncaHuA.




KOHTpOJIb 32 MCITOJIHEHHEM TOKYMEHTOB 1 _‘

7 INPUHATHIX perneHum (4)

KOHTpPOAb 32 CcNnosIHEeHNeM AOKYMEHTOB peKomeHAyeTCA BeCTU Ha
KapPTO4YKax B COOTBETCTBUU C KOZIMYeCcTBOM UCMNOJIHUTENEN UNU
CPOKaMHn UCNO/NTHEHUA.

N/

Ha KapTouKe oTmeuaeTca Aarta, K KOTOPOU AOKYMEHT A0NXKeH bbiTb
WUCMOJIHEH.

%

[LOKYMEHT cunTaeTcs UCNOJIHEHHbIM /IULLDb B TOM C/ly4ae, eciu
pelleHbl NOCTaB/IeHHbIe B HEM BOMNPOCbl U KOPPECnoHAEHTY AaH
OTBeT No CyLlecTBy.

N/

Jinuo, ocyuwecTeaslowee KOHTPOJb, Nepuoanyeckn NnpocmaTpmusaeT
KapTOYKU, HaxoaALMeca B COOTBETCTBYIOLEN PYOpUKe KapToTeKM.




Hpumep pecucmpayuonno-conmpoasvnou kapmouxku (PKK)

Junesas cropona perncTpalHOHHO-KOHTPOJALHOH KaPTOYKH

1234567891011 121314151617 18 1920 21 22 23 24 25 26 27 28 29 30 31

Koppecnongenr

Jara nox-ra Ne nok-ra Jara nocrymiaenus Bxoa Ne

3aronosok (0 uem)

Pe3omonus u komy nanpasiaen 10KyMent

Cpox ucnoamennsn

Obopornas cTopona perucTpannoONHO-KONTPOALHOH KAPTOMKH

Henoanurenn Jlara Hexopsimmn No

Komy No nena

Kem noanucan

Ormerxa o6 nenoanennn

Paccniana Koa-ro amcros

Ponag Ne Onucn Ne Jeno Ne




[locne ncnonHeHumA
ANOKYMEHTbl CHUMAIOTCA C
KOHTPOANA AO/I}KHOCTHbIM
NUOM, NOCTAaBUBLLUUM €ro

Ha KOHTPO/1b, U
roynnmpytoTca B
HOMEHKIATypHble aena




CUCTEMATU3AUNA N KNTACCUPUKALINA
OJOKYMEHTOB
A

[eAaTenbHOCTb OpraHmM3auum (npeanpuAaTus, N
yuypexaeHunsa) Tpebyet obopmaeHmna 6onbLioro

KonmyecTsa AokymeHToB. YT06bI 6bICTPO HAUTU

HeobxoauMbIN JOKYMEHT cpean MHOXXecCTBa
APYrux, ux Heo6xoa4MMo NpPaBUNbHO

CUCTEMATU3NPOBATD. -/

MpocTtenwen KnaccnpumKaumem AOKYMEHTOB ABAAECTCA UX
rpynnmMpoBKa B gena. Teopmen u NpakTUKOMN
AenonponsBoacTBa Bbiae/eHO HECKONIbKO NPU3HAKOB
rpynnMpPoBKKN AOKYMEHTOB B Aena.




[MPU3HARWU TPYINTMTMUPOBKU JOKYMEHTOB

1. HoMUHaNbHbIW NPU3HAK npeanonaraet rpynnMPOBKY B O4HO AeNo
NOKYMEHTOB OZHOTO BMAA — NPUKa30B, NPOTOKON0B, aKTOB 1 Ap.

2. ﬂpep,meTHO-BonpOCHblﬁ NMPU3HAK — obbeanHeHne B O4HY
NanKky AOKYMEHTOB No ogHoMy Bonpocy (naaH paboTbl Ha roa).

3. ABTOPCKMIN NPU3HAK 6epeTca 3a OCHOBY, KOrAa B AeN0
cobUPalOTCA AOKYMEHTbI O4HOM0 aBTopa (KOMMUCCUM, yupexaeHus,
nnua).

4. KoppeCnoHAEHTCKMUI NPU3HAK ApKO BbIpakeH, Koraa
dopmMmmpyeTca nepenmcka c onpeaeieHHbIM KOPPECNOHAEHTOM, HanprUmMep C
MO «®apmauymar.




MPU3HAKM FPYNMNUPOBKN JOKYMEHTOB (2)

5. leorpadmnueckmnim npusHakK 6epertca B 0OCHOBY Toraa, Koraa
HEeobXxoANMO CrpynnMpPoBaTh B AEe/10 AOKYMEHTbI
KOppPecnoHAeHTOB, HaXoAALMXCA HA onpeaeNeHHON TepPUTOPUN.

6. XpoHONOrMyeckmnit Nnpmu3aHakK BbICTYNaeT Ha
NepBbl NNaH, KOFAa BaXKHO YKa3aTb HA BPEMEHHbIe
napameTpbl JOKYMEHTOB B Aene.

7. DKCNepTHbIN NPU3HAK YYUTbIBAET CPOKU XPaHEHUA
IOKYMEHTOB.




r/ j
CneunanbHbim

MNpu xpaHeHuu KNAaCCUPUKALNOHHDBIM
AOKYMEHTOB UCNO/Ib3YIOT CNPaBOYHMKOM, 3aKPENAAIOLLUM

HECKO/ZIbKO NPU3HAKOB U 3aro/IoBKu aen u

BCerga yuymtbiBailoT onpeAenarowlmMmMm nopaaokK

3KCMEPTHbIA. PacKNagKu OKYMEHTOB B Aena,
ABNAETCA HOMEHKAATypa Aaen.




HOMEHKNATYPA OEN (1)

OcHoBHOe TpeboBaHue,
npeabaBasemoe K
HOMEHKAaType, - OXBaT
BCEX AOKYMEHTOB,

noay4yaemsix u
co3gaBaemMbliX B
npouecce
AeATeNbHOCTU
opraHu3sauum.




HOMEHK/ATYPA IEN (2)

Ve

- KOHKpEeTHas
(HomeHKnaTypa
nen
opraHusauum)

HomeHKnaTypa
aen bbisaer
Tpex BUAO0B:

\_ AN Y,
e N )




O6p33€LI, 3aloJ/IHEHNA HOMEHK/1IaTypbl AeJ

01.4enonponsBoacTBo

Nujaexe 3arosoBok | Koa-Bo gea | Cpok NpUuMeYaHu
aeJia aeJia XpaHeHUu#A e

01-01

01-02

01-15

01-20

Ycras
OpraHu3anuu

I loyioxkeHHE
00 oT/iesiax

Peectp
OyxaJITepcKO
ro ygera

Kypuan
perucrpanuu
HACXO/ISTITHAX
JIOKYMEHTOB

[loet. Cr. 37

Iloct. Cr. 38

Cr.361 5.

5JIET
Cr.128

I lepexosiee
¢ 2001 rojia

Ilepenano B
TrOpPOJICKOM
apXuB

PacueTno-
IJIaTe;KHbIE
B€JIOMOCTH-75
JeT

YHnuTOXKeH
AKT criicaHus
16.02.2010



3aro/oBoK ena

Konuyectso
pen

CpoK XxpaHeHus U N cTaTbi
no Mepeyxio

[pumeyaHue

2

3

4

5

01 - PYKOBOACTBO

MocTaHoBNEHUS coBPaHUA aKLIMOHEPOB

[TocTosIHHO, M. «O» CT. 18

PellieH1s co6paH1g aKLMOHEPOB

[TocTosIHHO, M. «6» CT. 18

PelueHws coBeTa UPEKTOPOB

[TocTosHHO, M. «6» CT. 18

PellieHns KonnernanbHblx CoBeLaTeNbHbIX
0praHos

[0CTOSHHO, M. «I», «f» CT. 18

[pKKa3bl N0 OCHOBHOW J1eATeNbHOCTU

[TocTosIHHO, M. «a» CT. 19

MpuKasbl N0 aMUHKCTPATUBHO-
X03AACTBEHHbIM BOMpOCcaM

5net n.«»cr. 19

PacnopsieHus reHepanbHoro AupekTopa

[TocTOAHHO, . «a» CT. 19

YKa3aHug AMPEKTOPOB Mo HanpaBneHuaM

5 net 3K, Mpotokon 3acenaHus IK
07116.11.2015N? 11




10

IlpuMepHass HOMEHKJIATYPa eI allTeKH

[TocTostHHO (4O OTMEHBI UITH

[IpuKkasbl U pacIOpsKEHUS BBIIIECTOSALINX
opranuzanuii. KoHTpoJib nX UCTIOJTHEHUSA
[Iepenurcka ¢ BBIIECTOAIUMA OPTAaHU3ALUSIMU

AKTBI 00CI€1OBAaHHS BBIIIECTOAIIIUMA

OpraHu3alUusIMHU
NHpopmaliMOHHBIE MaTepUAITBI

CnpaBo4yHbIE MaTepUabl

[ImaHbl OpraHU3alMOHHBIX MEPOIPUITUNA. OTUETHI
00 WX UCIIOJTHEHUU
[TpOTOKOJIBI TPOM3BOICTBEHHBIX COBEIIAHUMN

Texyuyeba paOOTHUKOB

Komnuu 3aka30B NOCTaBIIMKOB
[TonoxxeHus 0 moApa3AeICHUSIX allTeKU
JIOMKHOCTHBIE MHCTPYKIIMK PA0OTHUKOB

KneliMeHne Beco-u3MepuTeNIbHbIX TPUOOPOB

3aMEHbI HOBBIMU )
5 et

5 et

5 ner
J10 3aM€HBI HOBBIMH

ITocTossHHO

5 netr
3 roma
3 roma

J10 3aM€HBI HOBBIMH

J10 3aM€HBI HOBEIMH

10 net
ae0



IlpuMepHass HOMEHKJIATYPA AeJI allTeKU

14 DKypHau peructpariyii HCXOISIINX TOKYMEHTOR 3 rona
15 Marepualsl Mo OXpaHe TPy/aa, TEXHUKE 0€30IacHOCTH, 10 met
MPOTUBOMOXKAPHOU 0€30MTaCHOCTHU
16 KHura nmprka3oB 10 OCHOBHOM J€SITEIBHOCTH allTeKU 75 ner
17 KHura nprukazoB 10 JHIHOMY COCTaBY 75 net
18 DKypHas yuera JBUKEHNS TPYAOBBIX KHIKEK 75 ner
19 Kuura sxano0 v peIoKeHHIA 5 et
20 KaccoBast KHura [TocTosiHHO
21 DKypHaIIbl KOHTPOJISE Ka4eCTBa JIEKAPCTB 5 nmer
22 KHura ydeTa sTOBUTBIX BEIIECTB M STHJIOBOTO CIIUPTa 5 et
23 DKypHai peructpaiiiu onepariuii, CBA3aHHBIX C 10 met
000POTOM HAPKOTHYECKHUX CPEACTB M MICHXOTPOITHBIX
BEIIECTB
24 JTaGopaTopHBIi KypHAT 5 et
25 DacoBOYHBIH KYpPHA 5 et
26 BcroMorarebHble KHUTH ¥ KAPTOTEKH CHCTEMHOTO 5 et
era 167




MpaBuabHOe N cBOeBpeMeHHOe BK/IlOYEHMNE AOKYMEHTOB B Aeno obecneumBaer
ObICTPOTY NOMCKA AOKYMEHTA U ero COXpaHHOCTb. MoaTtomy popmuposaHue aen
ABNAETCA OYEHb BaYKHbIM MOMEHTOM AE/10NPOU3BOACTBA.

N\ L

Ha Ka)aoe Ha3BaHHOe B HOMEHKaType Aeo K Hayaly roga 3aBoAuTca nanka, Ha
KOTOPYIO NepeHOCUTCA 3aroNI0BOK.

N\ L

Ha 0610KKe yKa3biBaloTCA Ha3BaHMe OpraHuM3auum (npeanpuaTtua, yupexxaeHus),
CTPYKTYPHOroO nogpasaeneHus, MHAEKC Aena No HOMeHKAAType U CPOK XPaHEHMUA.

N\ L

Mo mepe ncnonHeHUA AOKYMEHTbI PacK/1aablBaloTCA TO/IbKO B Te Aena, Kotopble
3apaHee HameueHbl 4N1A HUX HOMEHKANATypou aen.

2 5

A OKYyMeHTbl BKN1IOYAIOTCA B Ae/10 B 04HOM 3K3emnasape.

N/

TonwmHa aena He AonXHa npesbiwaTtb 250 nnctos (30—40 mm).
Ecnn gokymeHTOB HabupaeTca 6onblue, opMMPYyHOTCS HOBbIE TOMA.




Mocne yTouHEHUA CPOKOB XPAaHEHUA AOKYMEHTOB, NPUCTYNAIOT K 0pOPMIEHUIO
Aen.

N\ 2

Ha gena c nucreKwmm cCpoKom rogHocCTH, OT06paHHble K YHUYTOXKEeHUI0, COCTaBNAIoT
dKT.

N\

OdopmneHue aena 3aBUCUT OT CPOKOB XpPaHEHUA COBPaHHbIX B HEM AOKYMEHTOB.

\Z

[ena BpemeHHOro xpaHeHua (A0 10 net BKAOUUTENBHO) NoANEXKAT YNPOLEHHOMY
odopMNeHUI0: NpoBepAETCA KaK HaiInumne no HOMeHKAaType, OHU CAAIOTCA B apXuUB
(Ha ckopocwuBaTenax u 6es Hymepauum).

%

[lena NnoCTOAHHOro CPOKa XpaHeHUs, CPOKa BpeMeHHOro XpaHeHusa 6onee 10 ner, a
TaK»Xe No JIMYHOMY COCTaBYy NoasieKaT noJIHomy opopmMIeHUIo, KOTOpoe BKAoYaeT
B cebA: nepennet, Hymepauuio 1MCToB, opopmMmaeHUe BCeX PEKBU3UTOB 0610XKKM.

N

Ha opopmneHune n noarotrosBneHHble K caave B BeAOMCTBEHHbIM apXxus gena
COCTaB/IAIOT ONMUCb — CUCTEMATU3NPYEMDbIN CNPaBOYHUK, COAepKaLl Uil B nepeyeHb
eAVHUL, XpaHeHuUA.




Aena AONXHbI
XPaHUTbCA B
3anuparowmxcsa

WwKadax B
BEPTUKA/IbHOM
NONOXEHUMU.

Ha KopeluKe gena
YKa3bIiBaeTca ero
HoMmep no
HOMEHKANaType, a
Ha BHYTPEHHEMW
Asepue wKada
npukpennseTca
HOMEHKAaTypa
Aen.

Aena xpaHATCA no
MecCTy Ux
dopmupoBaHuAa ao
nepepavn B apXus.




vAd MoarotoBKa Aen K caaye B apxms —
<IOI> 3aBepLualowWwmum 3tan paboTbl C
p v Q AOKYMEHTAaMM B TEKYLLEM
AenonponsBoacTse.

OH BKAKOYaEeT B

3. cocTaBneHue
ceba HeCKoNbKo

onucen Ha gena c

NOCTOAHHbIMU U CTaguun.
AO/ITOBPEMEHHbIM @
U CPOKaMM
XpaHeHuA. 1. npoBepeHue
A 3KCMEepPTU3bI
Hay4YHOMU U
NpaKTU4YeCcKoun
LeHHOCTU
\ AOKYMEHTOB

2. obopmneHue
aen



Tanbl 3KCNepTU3bl LLEHHOCTU AO0KYMEHTOB

3Kcnep'rl43a ULEHHOCTUN AOKYMEHTOB NnposoauNTCA B ‘
HEeCKOJ/1IbKO 3TanoBs.
HaunHaeTcAa saKcnepTU3a B TeKyLlem AenonponsBoacTse,
3dKaH4YUBaeTCA — B rocyaapCcreeHHOM apxuse.

Ha nepsom 3Tane onpegeneHus LeHHOCTU
COCTaBAAETCA HOMEeHKAaTypa aen u
YCTaHaB/IMBAIOTCA CPOKU XPaHEeHUA

AOKYMEHTOB.

Bropas ctagma sKcnepTusbl LEHHOCTU CAMUX
AOKYMEHTOB NPOBOAUTCA 3KCNEPTHOM
KomMmuccmei, KoTopasa NOCTOAHHO AeCTBYeT B
opraHusauum.

Ha TpeTbel — yTouHAeTca LLeHHOCTb AOKYMEHTOB
npu nepepgaye UX Ha NOCTOAHHOE XPaHEeHUe UxX
apxuBa opraHusauum (npeanpuaTtua,
yupexXaeHua) B rocyaAapCcTBeHHbIN apXmB.




MexaHusauuma u
aBTOMaTU3auuA

npoL.eccosB
AeNnonpou3BoAcTBa




OpaHum 13 cnocobos nosbiweHna 3¢PeKTUBHOCTU
ynpaBAeHYeCKOro Tpyaa ABNAETCA BHeApeHUue
NPOrpeccuBHbIX TEXHONOTMYECKUX CpeacTs B
AOKYMEHTaLUMOHHbIe npoueccbl, 6onbluan YacTb
KOTOPbIX HOCUT TEXHNYECKMIN XapaKTep U Nerko
nopaaerca pasbueHunto Ha 6onee npocrbie
onepauunun, YTo ABNAeTcA 06A3aTeNIbHOM
npeanocbIZIKOU ANA meXxaHn3aumm paboTbi ¢
AOKYMEHTaMM.



Llenblo mexaHu3auuu U aBTomaTU3aLum
PaboTbl C AOKYMEHTaMM ABAAeTCA:

paunoHannsauua, noBbilleHue
COKpalwieHue onepaTUBHOCTU
Ko/InyecrBa ynpas/sieHYeCcKoro
AOKYMEHTOB. TPyAa,

COKpauieHue 3atpat Ha

AOKYMEHTUPOBaHUe,
06paboTKy,

ycuneHue nepepavy u NOUCK

KOHTpPOAA AOKYMEHTHOM

UCNOJIHeHMUA, nHdopmauuu;



MexaHu3auma u aBTomaTtusauma paborbi ¢
AOKYMEHTaMU NPOU3BOANTCA KOMMNIEKCHO,
ANA BCeU nocnenoBaTeNIbHOCTU onepauunm
NO NOAroToBKe AOKYMEHTOB,

X KOMUPOBAHUIO U
onepaTtMBHOMY
Pa3sMHOMEHMUIO,

3KCneaAnLUMOHHON
obpaboTKe U
TPAHCNOPTUPOBKE,

MOMCKY, KOHTPOJIIO
NCMNONHEHUA U
onepaTtMBHOMY

XpaHeHMuto.




MexaHun3sauua U aBTomaTmauumsa
paboTbl C AOKYMEHTAaMM A0/KHA
OCYLLEeCTB/IATbCA HAa OCHOBE
ynopAa04YeHHOU cucTtembl
AOKYMeHTauMoHHoro obecneyeHus
ynpas/ieHYeCKOU AeATEeNbHOCTH,
VHUPUKaALUU N COKPALLEHUA KONMYECTBa
dopm AOKYMEHTOB, ncxoaa us
AEUCTBYIOLWLMX HOPMAaTUBHbIX aKTOB.

B nepsyto ouepeab mexaHnsauuu
nognexat onepauum,
XapaKkTepusyroumeca sSHaUYUTe/IbHbIM
KO/IMYeCTBOM NOBTOPAIOLLUXCA
3/1eMeHTOB U OTCYTCTBUEM
3aBMCUMOCTU KaK OT YPOBHA
ynpaBseHuAa U BUA0B
ynpaB/ieHYecKoro obvekTa, Tak u ot

peannsyemon pyHKUUN. ’




CocTtaB KOMNJIEKTA TEXHUYECKUX CPEeACTB 3aBUCUT
OT KOHKPETHbIX YC/10BMiA paboTbl C AOKYMEHTaMm
(opraHu3auMOHHOM CTPYKTYpPbI, KOAUYECTBA
AOKYMEHTOB, CTeneHu LeHTpanam3aumm pabor c
AOKYMEHTaMM, OT COBMECTUMOCTHU C APYrMmm
cpeacTBamMum OpraHM3auUOHHOU U
BbIUUC/IUTENIBHOWU TEXHUKMN).

KomnaeKkc TexHUYECKUX cpeacTs AN
MmeXaHu3auuu (asBTomaTtusauum)
ynpas/ieH4YecKux (B Tom uncne
AEeNonpou3BoACTBEHHbIX) NPOLLECCOB HOCUT
Ha3BaHMUe «CcpeacTsa OpraHM3aLMoOHHOMU

TEXHUKN».




B AaenonpounsBoacTBe NCMOb3YeTCA OPrTeEXHUKa, KOTopas
KnaccnpuumpyroTca Ha cpeAacTsa:

\ L

* KONMPOBAHUA U ONEPATUBHOTO PA3SMHOXEHNA AOKYMEHTOB
(cpepctBa penporpadpumm u onepatMBHOW nonurpadun);

\ L

® COCTaB/IEHUA U N3TOTOBNIEHNA TEKCTOBbIX AOKYMEHTOB (Nuiyuime
MALWMHKN U KOMMbIOTEPDI);

\ L

® 3KCNeauUUOHHON 06paboTKM AOKYMEHTOB
(KOHBEPTOBCKpPbIBATENN, HYMEPATOPbI-AAaTUPOBLUKH,
danbueBanbHble, aAPECOBANbHbIE, MAaPKMUPOBA/bHbIE,
KOHBEPTOBA/IbHbIE WU MAaYKOBA3a/1bHble MaLLUWHbI, MAaLUMHbI ANA
noALWnBKM bymar); 179




* MOUCKA, XpaHEeHUsA U NepecblIKn AOKYMEHTOB
(XpaHeHUA — pa3nnyHble WKadbl, CTeNNANXKMN, a
TaK»Ke HaCTO/IbHble, CTaLMOHapPHbIE,
MeXaHM3MPOBaHHbIEe, MIOCKNE KapTOTEKN);

A

* aAMUHUCTPATUBHO-YNPABIEHYECKON CBA3U
(pagmocsasb - paanoTenedoH, Nnenaxep,
aBTOOTBETYMK; BHYTPMODUCHAA CBA3b;
TenekoHpepeHuuun; Tenerpad; TeENEKc; TeneTaun;
Tenedakc; SNeKTPOHHaA NoYTa).

180




« MexaHM3aLMs sIBIsAeTCS 00513aTeTbHBIM
ycIoBHUeM paboThI C JOKYMeHTaMU

' OcHOBHOE npeIHA3ZHAYEHUE CPE/JICTB ‘

MEXaHHM3AIIlUHU B JIC/IOINIPOMU3BOJACTBC

- IOBBICHUTH ITPOU3BOJAUTEIIBHOCTL OTJACIbBHBIX
TPYAOBBIX OINEcpaliuii, COKpaTuTh MOTCPHU BPEMECHH
IIPH BBITIOJIHCHUU OJHOTHUITHBIX TPYJAOBBIX OINCpalivi.




/ ABTOMaTU3aLMA
npou3BoanNTCA B
OpraHusauusax, yxe
UMEIOLLUX BbIYUC/IUTENBbHYIO
6a3y ana peweHus
Pa3/INyHbIX 3a4a4
ynpaBaeHUa u Npu Haanunum
cneayroumx yCnoBumn:

e 2. KOZINYECTBO
aboHeHTOB
aBTOMATM3NPOBAHHOM
CUCTEeMbI - HEe MeHee 5;

A

e]. KONNYECTBO
obpabaTbiBaeMbIX
NOKYMEHTOB
AONMHO ObITb HE
meHbLe 20 000 B

roa,

e 3. KONNYECTBO
3anpocos B
cuctemy — He
meHee 10 B
NEHb.

4




ABTOMATU3ALUA OENOMNPOU3BOOCTBA




CoBepmieHcrBoBanue /10Y.
OcHOBHBIE KOMIIOHEHTHI CUCTeM
ABTOMAaTHU3al[UH /Ie/IONMPOU3BO/ICTBA

CoBepiiieHCTBOBaHHeE

A0Y ﬁ

Brei00op MeToAa
aBTOMAaTH3aLHH

JNOY okasplBaeT B/IUWSIHAE Ha KaueCTBO [IPUHATUA
yIipaB/ieHUe CKUX pellleHuM.



ABTOMATU3MN POBaHHAA NOAITOTOBKAd AOKYMEHTOB
3dK/1l04aeTCAa

- B Nnepegaye 3ﬂeKTpOHHOﬁ MalwnmHe onepauun
NoArotoBKM NepBoHA4Ya/IbHOINO TEKCTa AOKYMEHTAQ,

ero KoppeKTUpPoBKe, peJakTUPOBaHUN;

- COrmacoBaHmMe Ha MalllMHHOM HOCHUTEJ1E, bes
NPOMEKYTOHHOIO BbIHOCa TEKCTA HA 6yN\ary, -

NPM NOMOLLIM BbiBOAa TEKCTA Ha AUCM/IEN.




ABTOMaTU3MpPOBaHHble UHPOPMALMOHHO-NMOUCKOBbDIE
cuctemsl (UMNC) obecneymsator paboTHMKOB annapaTa
ynpasaeHua nHbopmaumen obo Bcex AOKYMEHTAX U MecTe
X HaXoXAeHMA Npu NomoLm BbiBoAa MHOOPMALIMK Ha
AVCnAen NN U3roToBleHNA MaLLMHOTPaAMM.

NIMC cTtponTca Ha Bba3e AaHHbIX PerncTpaumum JOKYMEHTOB C
NCNOJIb30BaHNEM eaAnHOro obsa3atenbHoro Habopa
PEKBM3UTOB. B 3aBMCMMOCTM OT cneundmnKkmn opraHmn3aumm
COCTaB PEKBU3UTOB MOXKET ObITb YBE/IMYEH.

186




B asTomaTmanposaHHoum UMNC
MCNONb3YIOTCA KOAbl FOCYAapPCTBEHHOIO
Knaccudpumkatopa TeXHUKO-
3KOHOMMUYECKoU UHPopmauunm
(OKTIMW).

[Mpn YyacTMYHOM aBTOMATMU3ALUMN
MOMCKOBbIX onepaunin A0NHKHaA
cobnt0aaTbCA COBMECTUMOCTb
TPaANLUNOHHOU U aBTOMATU3NPOBAHHOM
CUCTEM PEerncTpaLmm n NOncKa.




OcHOBHBIE KOMIIOHEHTbI CUCTeMbI
dBTOMdATHU3dIIMHA AE€/I0IIPOMU3BOACTBA

‘/Cpe,[l‘CTBa A 11pdBW/id CO3dHUA JOKYMECHTOB.

v’ BejieHHte 3/1eKTPOHHOTO apXHBa.
v TopieprKKa JOKYMeHTOO60pOTa C OCHOBO# Ha
[IPOrPaMMHO-TEXHUUECKY IO TIaT(POpMYy

[peIIpUsTHS.

Bce ocma/sibHble KOMNOHEHMb ynpdaes/aeHus

O0/12{CHbI ONUPAMbCS HA cucmemy 8e0eHuUsl
de/ionpou3eoocmsad.



He HyHo «6eratby» no oTAeNaM U
COrNacoBbIBaTb AOKYMEHT.

MpocTo HanpaBbTe AOKYMEHT Yepe3
Cucremy OTBETCTBEHHBIM
cneyuanuctam U Habatogaiire 3a
UCNONHEHMEM.

Cucrema onoBecTuT
COTPYAHMKOB O BHOBb

NOCTYNUBLUUX AOKYMEHTaX
WK NOPYYEHHAX.

Cuctema cama HanoMMHaet o
CPOKE UCMONHEHNA UK
NPOCPOUKe.

Ypo6HbIi aHanu3
UCNONHUTENBCKON AUCLUNAMHDI.
Mo orgenam, no coTpygHMKam.

OpuriHanbl AOKYMEHTOB
XPaHATCA B apXuBe U He
TepAIOTCA, @ INEKTPOHHAA Konua
BCeraa nog pyKoi.

Bcerga BUAHO rae «3acTpano»
COrNacoBaHMUe U KTo
«3a6b1n» NPo nopyueHue.

Mo6bunbHocTb CUcTeMbl NO3BOAUT
Bam KoHTpoAMpOBaTh BCE NPOLLECChI
Aae B OTNYCKe AU KOMAHANPOBKe.

Bca uctopua cornacosauus
(nepenuckm) no [lokymeHTam
XpaHutca B Cucteme u ee B
N0601 MOMEHT MOXKHO
NoCMOTpeTb.




E/IATOOAPIO
3A

BHUMAHUE!
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