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T'JIABA 12

NH®OPMALNMOHHOE OBECIHHEYEHUE PABOTBI MEHEI’KEPA
ﬂedcmeumeﬂbﬁo JHCumsv — 9OMO 3HAYUN  IHCumo,
pacnonazas npasuibHol uHGopmayue.

Hopbept Bunep
3nauenue u ponv unghopmayuu 6 pabome meneddncepa — Buov cysrcebHbix OOKyMeHmMos —
Tpebosanus k cyscebnbim dokymenmam — Texcm 0okymenmos — Opeanusayus pabomsi ¢ 00KyMeHmamu

— Ucnonvzosanue IBM 6 pabome ¢ dokymenmamu

12.1. 3navyenue u poJib HHpopMaun B padoTe MeHeIKepa

B nmpouecce nesTenbHOCTH MeHeIXepa, a TakkKe JI0O0Oro Y4YpexkIeHUs BO3HUKAIOT JOKYMEHTHI,
OTpaXaIoIMe 3Ty [EeSATEIbHOCTh, IMOKa3bIBAIOUIME WH(OPMALMOHHBIE CBA3M YEIOBEKa M OpraHu3alluy.
«MarepuasbHblii 00BEKT ¢ HH(POPMAIUEH, 3aKPETIICHHON CO3/ITaHHBIM YeJIOBEKOM CIOCOOOM I ee mepefadn
BO BPEMEHM W MpOCTpaHCTBe» — Tak ompenenser AokyMeHT ['OCT 16487—83 «Jlenonpou3BojacTBO U
apxuBHOE Jeno. TepMuHbI U omnpeneneHus». JJOKyMEeHTbl HCIOJIB3YIOTCSI BO BCEX OOJIACTIX YeIOBEYECKOM
NeSITeNIbHOCTH, OTpa)kaloT (DaKThl, COOBITHS, SBICHHUS OOBEKTUBHON IEHCTBUTEIFHOCTH W MBICIHTEIBHOM
nesitenbHOCTH yenoBeka [108, c. 5].

[Ton mHGOPMAIMOHHBIM 00ECTIEYEHUEM CHCTEMBI YITPABIICHUS TOHUMAETCSl COBOKYITHOCTh MH(OPMAIINH,
HE00XOIMMOW U JOCTaTOYHOM JJIsl IPUHATHS PELIEHU, C METO/IaMU U CPEJICTBAaMH €€ OpraHu3aluu.

Haznauenue nH(pOpManMOHHOr0 oOecriedeHUs] COCTOMT B CBOEBPEMEHHOM M IIOJHOM OOCITY>KUBAaHUHU
YIOPABJIEHYECKOTO0 MEpCoHaja M TEXHUYECKUX CPEICTB CUCTEMbI YIPABJIEHUS JOCTOBEPHBIMHU JaHHBIMH,
MO3BOJISIIONIMMH OCYILIECTBIISITh aBTOMAaTH3MPOBAHHYIO 00pabOTKy MH(pOpPMAalUU C HUCHOIb30BAHHEM APYTUX
BUJIOB  oOecrieyeHust  (OpraHM3allMOHHOTO,  TEXHUYECKOro,  MPOrpaMMHOr0,  MaTeMaTHYecKOro,
JMHTBUCTUYECKOTO U JP.).

NudopmarmonHoe odecrieueHre COCTOUT B PEIICHUH CIIETYIOIMX OCHOBHBIX 3a/1a4:

1. Opranuzamnus JTOMAIllMHHOW M TIOCIAEMAamMHHON (a3 mpeoOpazoBaHus WH(OpMAIMK: CTaJaHK
MOJTyYEeHHUSI, PETUCTPALIUH,

nepenady MHGOPMAIMK U BBIZAYN PE3YIbTATOB 00PaOOTKH MOTPEOUTEISM.

2. Opranuzaiys 0aHKOB JaHHBIX: CO3/IaHUE H BBEICHUE CHUCTEMbI MAaCCBOB HH(OPMAIIUU, OPraHU3aIIHS
MIPOLIECCOB €€ XPaHEHHUSI U MTOUCKA.

3. Opranm3anusi TpoIeccoB pemreHrs (yHKIIMOHAIBHBIX 3a7ad Ha OBM: MammHHas mocTtaHOBKa U
QITOPUTMU3AIMS  KOHKPETHBIX (DYHKIIMOHAJBHBIX 3a/lay yIpaBICHUS Ha OCHOBE HCIIOJL30BAHUS

MPOrpaMMHOT0 O0ECTeUYeHHUs; pa3paboTKa TEXHOJOTMYECKUX IPOLIECCOB, MHCTPYKIHH M OCYIIECTBICHUE
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MalIlMHHOI'O PCIICHM.

4. UccnenoBanue 3(pheKTMBHOCTH MH(POPMALIMOHHOTO 00ECIICYSHHUS.

Wndopmarus, HUPKyIMpyromas B JH0O00H CONMaIbHO-)KOHOMHUYECKOM CHCTEME, IpPECTaBIIsIET
UH(POPMAILITOHHYIO cucteMy  (MH(GOPMAIMOHHYIO cpeny), XapaKTepU3YIOLLYIOC] MOTOKaMH,
MHOT'OYMCIIEHHBIMU OOMEHAMHU U TPeo0pa30BaHUAMHU, B3aUMOCBSI3SIMU.

PykoBoguTenn W cHoenMaaMCThl OpPraHU3allMd HUCIONB3YIOT B pabOTe BHYTPEHHIOIO M BHEIIHIOIO
UH(POPMAIUIO, HAYYHO-TEXHHUUECKYI0, SKOHOMUYECKYIO0 HH(OPMAIUIO 00 yIIPaBICHUH.

WNndopmarnus, cogepaiuascs B T0OKyMeHTaX, HeoOXoauma JUIs CTaOMIIBHOCTH B JIESTEIBHOCTU 000
opranuzanuu. Ha ee ocHOBE IpUHUMAIOTCS COOTBETCTBYIOIUE YIIPABICHYECKHE PEIICHUSI.

3HayeHre JOKYMEHTAIlMU U JeJIONPOM3BOICTBA B YIIPABICHUN ONpPEEIsieTCs TeM, YTO B 00IIeM o0beme
YIIPaBICHYECKOT0 TpyJa paboTa ¢ JOKYMEHTAaMH 3aHMMAeT OrpoMHoOe MecTo. ITponcxomuT cTpeMuTenbHOe
BO3pacTaHue o0beMa JOKyMeHTaJdbHOW HMHpopmanuu. JlokazaHo, 4TO 00beM MH(POPMAIMK YBEIUYHUBAETCA
MIPUMEPHO B KBaJipaTe MO OTHOLIEHUIO K POCTY 4Hcia 0ObEKTOB ymnpaBieHUs. Hapactanue nokyMeHTaIbHON
nH(pOpPMAIIMN XapaKTepHO I BCEX OTpaciell HapomaHOro xossiictBa u ympasieHus. Cobpatb, 0ToOpaTh,
[IPOaHAIM3UPOBATH 3TO OTPOMHOE, ITOCTOSHHO BO3PACTAIOLIEEe KOJIMYECTBO JOKYMEHTALMH TPaJULMOHHBIMU
METOJIJaMH U CPEe/ICTBAMU CTAaHOBMTCS Bce TpyaHee. CrienMasbHble TOApa3AeieH s, MPU3BaHHbIE 3aHUMAThCS
MIOJIrOTOBKOM, 00pabOTKOM M mepenayeil TOKyMEHTHOM MH(OpMaIii, HE CHPAaBIISIOTCS C BO3JIOKEHHBIM Ha
HUX 00BEMOM paloT, W MO3TOMY 3HAUMTEIBHYIO YacTb TEXHWYECKUX OMNEpalii BBIHYKICHBI BBITOIHITH
KBaJM(ULIMPOBAHHBIE CrIeHUANIUCThL. [1o nMerommMces TaHHBIM, paboTa ¢ IOKYMEHTaMH 3aHUMaeT y HuX oT 30
10 60% paboyero BpeMeHHU.

B pemienun 3amay 1no coBEpIICHCTBOBAHUIO TOKYMEHTHPOBAHMS U JTOKYMEHTALIMOHHOIO OOecreyeHus
OO0JIBIIIOE MECTO OTBOJMTCS BHEIPEHHUIO B MPAKTUYECKYIO NESITENLHOCTh ENMHON TOCYAapcTBEHHOM CHUCTEMBI
nenonpousBozactBa (EI'CJL), xotopas Obula OATOTOBJIEHA PAIOM HAYYHO-HCCIIEIOBATEILCKMX HHCTUTYTOB U
opranu3zanuii [52 108, 202, 204].

Ora cucremMa IMpeACTaBlsieT CBOJA IMpaBUj, HOPMAaTUBOB U PEKOMEHJALMW 1O BEJCHUIO
JIEJIONIPOM3BO/ICTBA, HAYMHAsI C MOMEHTA IOCTYIUJIEHHUS WJIM CO3JaHUsl JOKYMEHTOB /10 CIA4M MX B apXHUB.
[ensto EnMHON roCyZapCTBEHHOM CHUCTEMBI JEIONPOU3BOJACTBA SBISIETCA BHEAPEHHUE B IIPAKTUKY
anpoOMpPOBAaHHBIX palMOHAIBHBIX (OPM M METOJOB JENONPOU3BOACTBEHHOro oOcmykuBaHus. [Ipu sTom
MpearnojaraeTcs  OJHOBPEMEHHOE  pellleHHe  OpolOjeM:  SKOHOMHUM M OpraHu3alud  Tpyja
JENONPOM3BOICTBEHHOI'O TIE€PCOHANA, CTaHJAPTU3allUd OCHOBHBIX BHUJOB YIIPaBJIECHYECKOH OKYMEHTAllWH,

MCXaHHu3aluu JCJIONPON3BOACTBCHHBIX ITPOLICCCOB.

12.2. Buasl ciyke0HBIX JOKYMEHTOB
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JIOKyMEHTBI yupeXI€HUW, OPraHu3alyil U MPEeANPUATUNA IPUHATO PA3INYaTh IO BUAAM JEATEILHOCTH,

HAaUMEHOBAHMIO, MECTY COCTABIICHUS U T.JI.

Haumbonee  kpynmHbIMM  TpynmamMu  JOKYMEHTOB 10  BHJaM  JEATEIbHOCTH  SIBJISIOTCA
OpraHU3alMOHHO-PACIOPSIUTENbHBIE, ((MHAHCOBO-PACUETHBIE, CIIPAaBOUHO-MH(DOPMALIMOHHBIE.

Ilo Haumeno6anusm JOKYMEHTHI TOAPA3ACIAIOTCS HA YCTaBbl, ITOJIOKEHHUS, MPHUKA3bl, MPOTOKOJBI,
WHCTPYKIMH, TJIaHbL, OTYEThl, akThl U T.I. OHAKO KIacCU(PUIMPOBATH JOKYMEHTHI IO HAUMEHOBAHUSIM He
Bcerjga Ienecoo0pa3Ho, TaK KaK 3a4acTyl0 JIOKYMEHTbl OJHOTO M TOr0 K€ HAUMEHOBAHHS BBINOJHSIOT
pasznuuHyto posib. Hamprumep, mpoToKoII MPOM3BOACTBEHHOI0 COOpaHuUs M MTPOTOKOJ Pa3HOTJIACHH MO JOTOBOPY
MOCTaBKH MMEIOT COBEPIICHHO PA3JIMYHOE Ha3HAUCHHE M OTHOCSITCS K Pa3IMYHBIM CUCTEMaM JOKyMEHTaIlUH.
Hudero ob1iero Het Mex/1y 3asiBICHUEM O pHEMe Ha paboTy U 3asiBIICHUEM 00 OTKPBITUH PACUETHOTO CUETa B
OaHKe.

Ilo mecmy cocmaenenus NOKYMEHTHI JIENIATCA Ha BHYTPEHHHUE M BHEIIHUE. BHyTpeHHss TOKyMeHTauus
CO3J@aeTcsl JIaHHBIM YUPEeXACHHEM M OTpakaeT BHYyTpUyupexaeHueckue onepanuud. COBOKYIHOCTh
BHYTPEHHHUX JOKYMEHTOB OOECIIEUMBAET MOTPEOHOCTH YUPESKICHUS B JOKYMEHTUPOBAHUH €r0 JCATeIHbHOCTH.
Bo3HUKHOBEHHE BHYTpPEHHEW JOKYMEHTALlUM PETYIUPYETCS HOPMAaMH, YCTAHOBJICHHBIMU JaHHBIM
YUPEXJICHUEM.

K BHEIHMM OTHOCSATCSI JOKYMEHTBI, ITOJYYEHHBIE YUPEKICHUEM M3BHE MM HalpaBICHHBIE UM JIPYTHM
opranmzanusM wiad  guuaM. OHH  XapakTepu3yloT JAEATEeIbHOCTh JaHHOTO — YUPEXKICHHS — depes
B3aMMOOTHOIICHUSI C JPYTMMH oOpranu3auusMu. OJHAKO CleayeT OTMETUThb, YTO STOT MpPU3HAK
KJIacCU(PUKALMY TPUMEHUM JIUILB IPH PACCMOTPEHUH KOMILIEKCA JOKYMEHTOB KOHKPETHOI'O YUPEXkKACHUSL.

1lo konuuecmsy ompasiceHHblx B TEKCTE BOIPOCOB TOKYMEHTHI JENIATCS HA IIPOCTBIE U CIIOKHBIE.

ITox mpocThIMU MOHMMAIOTCSI JOKYMEHTBI, COIEpPKaHUE KOTOPBIX MOCBALIEHO OJHOMY Bompocy ((akry,
COOBITHIO, sIBIEHUIO). Takue IOKYMEHTHI JIErKo 00palaThIBAaIOTCS, PErHCTPUPYIOTCS, KOHTpoiupyrorTcs. B
CIIOKHBIX JOKYMEHTaX OTPa)KaeTcsi HECKOJIBKO BOIIPOCOB. DTO BIICUET 32 COOOW 3HAYMTENbHBIC TPYAHOCTH B
paboTe ¢ HUMHU KakK B JICIONPOM3BOJCTBE, TaK U B apxuBe. HeoOX0IMMO CTPEMHUTHCS K COKPAIIEHUIO YHCia
CIIOXKHBIX JIOKYMEHTOB M 3aMeHe MX MpocThiMHU. [IpakTmka mOKa3bIBaeT, YTO B OOJBUIMHCTBE CIy4aeB
MOJITOTOBKA CIIOKHBIX JJOKYMEHTOB HE BBI3BIBACTCS HEOOXOIUMOCTHIO.

Paccmotpum crenyromue Haubosee KpyrnHble TPYIIbl JOKYMEHTOB 110 BUJIAM JIESITEIbHOCTH.

1. Oprann3anuoHHO-PACIOPSAUTEIbHAS JOKYMEHTALMS

Omna noapazensiercst Ha MATh OCHOBHBIX TPYIIIL:

1.1. Opeanuzayuonnas doxymenmayus (MOJOKEHUS, YCTaBbl, HHCTPYKIIUH, TPOTOKOJBI), IIOCPEICTBOM
KOTOpOH ONnpeJeNnseTcs CTaTyC yUpeXIeHUs, CTPYKTYPHBIX 3B€HbEB U MOPSIJIOK UX PAOOTHI.

1.2. Pacnopsoumenvnas ooxymenmayus (TIOCTAaHOBJCHUS, PACHOPSIKCHUS, PEIICHHUs, MPHUKa3bl IO
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OCHOBHOM JI€ATEIIbHOCTH, YKa3aHHsI ), XapaKTePU3YIOIIasi aIMUHUCTPATUBHYIO ACITEIBHOCTh YIPEKICHUS.

1.3. Cnpasouno-ungopmayuonnas ooxymenmayus (MACbMA, TEETPAMMBbI, OKJIAJHBIC 3aIHCKH,
CIpaBKH, 0030pbl, CBOAKHU H JIp.).

1.4. Jlokymenmayus o auunom cocmase (NPUKa3bl O JMYHOM COCTaBE, JMYHBIE J€fla U KapTOYKH,
3aMMCKH O MEPEBOJIE, XapaKTEPUCTUKH U JP.).

1.5. Ilpeonoowcenus, sasenenus u dcanobvi epaxcoan. PaccMOTpUM HEKOTOpBIE M3 TEPEUHCICHHBIX
BHJIOB JIOKYMEHTOB, Han00JIee YacTO BCTPEUAIOILIUXCS.

Ilonooxcenue. DT0 TPAaBOBOM aKT, OMpPEACISIONIMNA TOPAJOK 00pa3oBaHMsA, TpaBa, OO0A3aHHOCTH U
OpraHu3alio paboThl YUPEXKACHUN U CTPYKTYPHBIX MOJAPA3AEICHUN Ha JUIMTEIbHBIA MPOMEKYTOK BPEMEHH.
TekcT MONOXKEHUs COAEPKUT OCHOBHBIE pa3/ieNbl: OOIIYI0 YacTh, OCHOBHBIC 33/a4M M (PYHKIHH, MpaBa U
OTBETCTBEHHOCTb.

Ilpukaswil, kacarowuecs ocnosHou OdesmenvHocmu. llpukas sBisieTcs MPaBOBbIM aKTOM, M3/1aBAEMbIM
PYKOBOZMTENIEM OpraHa TOCYIapCTBEHHOI'O YIpaBJICHUS, JACHCTBYIOIIMM HA OCHOBE €IMHOHAYAJIMS B LIEIAX
paspelieHnss OCHOBHBIX M ONEPAaTHBHBIX 3aJad, CTOSIIUX IEpel JaHHBIM OpraHoM. B OTIenbHBIX ciydasx
MpUKa3 MOXKET KacaTbCsl IIMPOKOrO Kpyra OpraHu3aldid M JOJDKHOCTHBIX JIML, HE3aBUCUMO OT
MIOTYMHEHHOCTH.

IIpukasel MpencTaBiIAOT OAWH U3  BaXKHEMIIMX BUIOB  OPraHU3allMOHHO-PACIOPAIUTEIBHON
JNOKyMEHTalluu. B HUX oTpakaeTcs OCHOBHAS MCHOIHUTENbHO-PACIOPSIIUTENbHAS JEITEIbHOCTh YUPEXKIEHUS,
npennpusatust. [Iprka3el MOryT M3aBaThCsl HA OCHOBAHMU U BO HCIIOJIHEHHE 3aKOHOB, MOCTAHOBJIEHUN WIIU
pacropspKeHUH TpaBUTEIbCTBA, TPUKA30B U MHCTPYKIIMH BBIIIECTOSIINX OPraHOB U IO OCHOBHBIM BOIIPOCaM
BHYTpEHHEW )XKU3HU MPEANIPUATHUS, YUPEKICHUS, OpraHU3aLUH.

TekcT mprkasa 1o OCHOBHOM J1eTebHOCTH, KaK MPaBUJIO, COCTOUT U3 JBYX YacTei: KOHCTATUPYIOUIEeH 1
pacriopsauTenbHO. B KoHCTaTHpYyIOLIel YacTy M3JIararoTcs U aHaIU3UpPYyrOTCs (DAaKThl, BHI3BABILUE H3AHUE
IIpHKa3a. JTa 4acTb MOXKET COCTOSTh M3 IEpEcKa3a aKTa BBILIECTOSILErO OpraHa, BO MCIIOJIHEHUE KOTOPOIro
TaHHBIA TIpHKa3 u3gaerca. PacmopsauTenbHas 4YacTh IMpHUKa3a H3JAaraeTcs B IOBEIMTENBHON ¢opme U
HaunHaercsi cioBoM «I[IPUKA3BIBAIO», koTopoe meyaTaercs MpOMUCHBIMA OYKBaMHU C OTACIBHOW CTPOKH.
@OopMyITMPOBKM 3TOW YacTH TPHKa3a JOJDKHBI OBITh KOHKPETHBIMH, YETKUMH, SICHBIMH M HE JOIYCKaTbh
pa3nuuHbIX ToNKoBaHMHM. Kakmoe HameueHHOoe Mepomnpusitue ogopmisieTcs OTAeNbHbIM MyHKTOM. [lo
KaKJIOMY INYHKTY YKa3bIBAIOTCS HCIOJIHMUTENb — CTPYKTYPHOE IOApA3AeIeHUE WM JODKHOCTHOE JIMLO (B
JaTeIbHOM MaJIexKe), IPEeIMUChIBAEMOE IEHCTBHIE U CPOK MCIOTHEHUS.

3akaHYMBAETCS PACIOPSAUTENIbHAS YaCcTh NPUKa3a YKa3aHUEM OpraHa WM JIMIa, Ha KOTOPBIX BO3JIOKEH
KOHTPOJIb 32 UCIIOJTHEHUEM JIaHHOT'O TIPUKA3a.

Jaroil mpukaza sBisieTcs N€Hb €ro mnoanucanusa. lloanmuceiBaeTcss mNEpBBIM 3K3EMIUIP IPUKA3a,
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M3TOTOBJICHHBIN Ha OJIaHKE.

HUncmpyxyuu. VIHCTpyKIHMsT — 3TO IIPABOBOM aKT, YCTAHABIMBAIOIIMKM IpaBUJIA, PETYJIHUPYIOLINE
OpraHM3alliOHHBIE U CHElHaJIbHbIe CTOPOHBI AEATEIbHOCTH YUPEXACHUN, X MOAPA3JACICHUN U OTAEIbHBIX
JOJDKHOCTHBIX L. MHCTPYKIIMK MOTYT OBITh MHAMBUYaIbHBIMU U TUIIOBBIMH.

Pa3HOBHIHOCTBIO MHCTPYKIUU SIBJIIOTCS OJDKHOCTHBIE MHCTPYKLIMH, B KOTOPBIX ONPENEIIAIOTCS MpaBa
1 0053aHHOCTH JOJDKHOCTHBIX Jinil. Kak mpaBuio, oHM pa3pabaThlBaroTCsi HA OCHOBE THUIIOBBIX MHCTPYKIIMH
JUIS OTIPENENICHHBIX KaTeropuii paOOTHUKOB.

IIpomokonwi. TIpoTOKOT — JTOKYMEHT, COJCpKAIIMi 3alUCh X0Aa 0OCYXIEHHsS BOIPOCOB M MPHHATHUS
peleHnii Ha CcOOpaHUsX, COBELIAHUSIX, KOH(QEPEHLMSIX W 3aceJaHHusX KOJUIETHalbHBIX opraHoB. OgHAKo
IIPOTOKOJIbHASL JOKYMEHTAlLlUsl TaK)KE€ MOXET OTpakaTb JEATEIbHOCTb M HEKOJUIETHAJIBbHBIX OpPraHOB
(ceacTBeHHBIX, aIMUHUCTPATUBHBIX, OPTAaHOB OXPaHbl OOIECTBEHHOT O MOPSIKA H Jp.).

IlpoBenenuto  3acemaHuii, CoOBEMAHMM M COOpaHMH  JODKHA  IPEALIeCTBOBaThH  OoJblIast
MOJIrOTOBUTENbHASA paboTa, KOTOpas 3aKJIIYaeTcsi B COCTaBJICHWM M COIJIACOBAHUU psAa JIOKYMEHTOB:
IIOBECTKU JHSI, CIIMCKA YYaCTHUKOB COBELIAHUM U MPUTJIAIEHHbIX [52, 209].

Bo Bpems 3acenanus cekperapb WK CHENHAIBHO HA3HAYEHHOE JIMII0 BEIET IPOTOKOIL.

B ¢opmymsip npoTokona BXOJAT:

* HAMMEHOBAHUE YUPEXKJICHUS UIIU ITOABEIOMCTBEHHOCTD;

* Ha3BaHME BHUJIa JOKYMEHTa (TIPOTOKOII);

* JaTa 3aCeNaHMUsI;

* TpUQ yupexaeHUs (eCI MPOTOKOI NOJIEKUT YTBEPKIECHHIO);

* 3aroJIOBOK, KyJa BXOAMT HAaMMEHOBaHUE KOJUIETMAJIBLHOI'O OpraHa WJIM KOHKPETHOTO COBEIaHUS,
3aceaHusl;

* yKa3aHue paMuIni IpenceaTens u ceKpeTaps;

* COCTaB NPUCYTCTBYIOILNX;

* [IOBECTKA JHS;

* TEKCT 110 (hOopMe: CITyIIa — PEIIHIN (IOCTAHOBMIIN ), TIOMTUCH TIPEACENATEN U CeKpeTaps.

OpraHuzallMOHHO-pacoOpAAUTENbHAST JOKYMEHTAlMsl WIPAeT HCKIIOYUTENbHO BaXKHYIO pOJlb B
JESTeNbHOCTH peanpusatuil. IlocpencTBoM ee JOKyMEHTUPYIOTCS TAKME BaXKHBIE BOIPOCHI, KaK: ONPENECIICHHUE
(GyHKUMI 1 mpaB opraHa B LI€JIOM, €ro CTPYKTYpPHBIX IOJpPa3/eleHUN U MOJBEAOMCTBEHHBIX OpraHU3aluii;
YCTaHOBJIEHHE U U3MEHEHHUE CTPYKTYPBI U IITATOB YUPEKIACHUN; peopraHu3alus 1 JIMKBUAALMS OpraHu3aui
U HUX CTPYKTYPHBIX 3BEHBEB; KOHTPOJIb 3a IMOJBEIOMCTBEHHBIMH OOBEKTaMH; OpraHu3alnus HHPOpMAaIHH;
obecrieueHue amnmaparta yIpaBJIeHHWs KaJpaMu; OpraHu3alnus mpouecca ympasieHus. Kaxapii u3

MIEPEUYHCICHHBIX BOIIPOCOB JENUTCS Ha Oosee Menkue, KOHKpeTHble 3agaur. C 3ToM JoKyMeHTauuein
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MIPAKTUYECKU pabOTAIOT COTPYIHUKH BCEX CTPYKTYPHBIX OJPA3IEICHUN YUPEKIACHUS, TPEATPUATHS.

2. ODUHAHCOBO-pacyeTHasA JOKYMEHTALMA

Ona obecriedrBaeT TOYHOE M CBOEBPEMEHHOE BBINOJIHEHHE (DPUHAHCOBBIX, OAHKOBCKHX M JPYTHUX
oreparuii, cnocooCTByeT pallMOHAILHOMY MCIOIb30BAaHUIO JTEHEKHBIX CPEICTB. DTU TOKYMEHTBI COCTABIISIOT
B OCHOBHOM PaOOTHHUKHU OYyXTaJITepUH.

3. CnipaBo4HO-MHGPOPMALMOHHASL JOKYMEHTALHSA

Cnyacebrnoe nucbmo. IT0 0000IIEHHOE HA3BaHUE PA3IMUYHBIX 110 COIEPKAHUIO TOKYMEHTOB, CITYXKallHX
CPEICTBOM OOILEHMS MEXKAY YUPEKICHUSIMHU, MKy YACTHBIMU JIMLAMH U YIPSKICHUSMHU.

Ha cnyxeOupie muchMa mpuxomutcs a0 80% oOmiero odbema MOKyMEHTalMU YdpexaeHwui. OHu
COCTaBJIAIOTCSI IO CAMBbIM PA3JIMYHBIM BOIIPOCAM JESITETbHOCTH.

JlornyeckuMu dJIEMEHTaMU JICTIOBOTO THChMa SIBIITIOTCS: BBEJCHHUE WM BCTYIUICHUE, U3JIOKEHUE CYyTH
7ieTia, 10Ka3aTeNnbCTBa, BBIBOJIBI MIIM 3aKITIOUCHHUE.

[Mucbma, HampaBiEHHBIC BBIMLIECTOSIIUME YUPSKICHUSIMH IOJBEJAOMCTBCHHBIM TNPEINPUATHIM U
OpraHu3alusaM, CoAepXkaT, Kak IpaBUiO, pPACHOPSKEHUs, BOIPOCHl, pa3bsCHEHUs, HHPOpMAlMOHHbIE
COOOIIIEHNS U T.1I.

[Mucbma, HampaBisieMble IOJBEIOMCTBEHHBIMU MNPEANPUATHAMU U YUPSKACHUSMH BBIIIECTOSIIIM
OpraHHU3aIsIM, Yallle BCEro COJAePKaT OTYETHI, 3alPOCHI, OTBETHI, MOSICHUTEbHbIE 3aITMCKH, TPEIIOKEHHUS.

CiyxeOHble TMCbMa UMEIOT MHOXKECTBO BUJIOB: CONPOBOJUTENbHBIE, MH(POPMALIMOHHbIE, TapaHTUIHBIE,
peKIIaMallMOHHbIE, TPETEH3UOHHBIE, apOUTpakHbIC, MHCHMA-TOATBEP)KIACHUS, HATIOMHHAHUS, W3BCIICHHUS,
3aKJIIOYEHUS U T.[.

Tenecpammui. B Tex cimydasx, Korja HeoOXoJuMa cpoyHas nepenada MH(opManuu ajapecaty, TEKCT ee
MOXHO Tepeaath 1o tenerpady, (pakcy, Ipyrum cpeacTBam IEKTPOHHOH cBA3U. TeKCT TenerpaMMbl TODKEH
OBITb KPaTKUM U YETKUM.

Joknaonvie sanucku. JlokaaHas 3aucka coIepKUT 00CTOATENbHOE U3JI0KEHHE KaKOro-JInbo BOIpoca ¢
BBIBOZAMH U MPEIIOKECHUAMHU. AIPECYeTCsl pyKOBOIUTENIO JAHHOTO WIIM BBILIECTOSIIETO YUPEKICHHSL.

dopMynsAp 3TOro JOKyMEHTa COJCP)KUT: HAaUMEHOBAHME YUPEXKICHHS M €ro I0JBEAOMCTBEHHOCTb,
HAaUMEHOBAHHME CTPYKTYPHOTO IIO/IPA3/ICNiCHHs, Ha3BaHUE BHJA JOKYMEHTa ([IOKJIaaHas 3alucka), 1aTy,
WHJIEKC, MECTO COCTABIICHUS, 3aT OJIOBOK, TEKCT, TIOATHCH.

Tekcr NOKIaAHOM 3alMCKU, KaK IMPaBWIO, COCTOMT U3 JBYX 4acre. B mepBoil, BBOZHOM 4YacTu

HU3J1arar0oTcCsAa (baKTBI U IIPOBOAUTCS UX aHAJIN3, BO BTOpOﬁ — JCJIAaOTCA BBIBOABI U IMPCAJIOKCHUA.

12.3. TpeGoBaHus K cay:keOHBIM JOKYMEHTaM

OHu peryiiaMeHTHPYIOTCSl TOCYIapCTBEHHBIMU CTaHAAPTAMHM Ha OpraHU3alllOHHO-PACIIOPSAUTENbHYIO
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JOKYMCHTAIUIO. COKpaHleHI/Ie JAOKYMCHTAIlUKM W YMCHBUICHHUC TPYAOCMKOCTH €€ COCTABJICHUSA ABJIAIOTCA

CEroJHs OJHOW M3 aKTyaJbHbIX 3a/1a4 JAJI BCEX YUPEXKIECHUHN, opraHnu3auuil, npennpusatuii. OauH u3 myreil ee
3(QQPEKTUBHOIO pEIICHUs] — YHU(PHUKAIMSg M CTaHIAPTU3alUs JOKYMEHTOB Kak Mo Qopme, TaKk U IO
COZIEpKAHMIO, BBIPAOOTKA €IMHBIX HAyYHO OOOCHOBAaHHBIX MpaBMJI MOATOTOBKU JIOKYMEHTOB, pa3paboTka U
BHEJPEHUE rOCYJapCTBEHHBIX CTAHIAPTOB HA JOKYMEHTHI.

1100 ynughuxayueii TOKyMEHTOB TIOHMMAETCS MPUBEACHUE UX K €IMHO00pa3uio (GOpMbL. DTO O3HAYAET
YCTaHOBJICHHE ONTHUMAJbHOIO YHCIa HEOOXOIMMBIX PEKBU3UTOB, M3 KOTOPBIX CKJIAJbIBAETCA JOKYMEHT;
omnpezeneHue popmaroB Oymaru, nmpuMeHsieMon it oopMIIeHUsI JOKYMEHTOB; YCTaHOBJICHUE TOCTOSHHOT'O
pacrosoKeHus peKBU3UTOB Ha Oymare.

Iloo0 cmanoapmu3ayueii JOKYMEHTOB IIOHUMAETCsl YCTAHOBJIEHHUE E€IUHBIX HOPM M TpeOOBaHU,
MIPENBSIBIISIEMBIX K JOKYMEHTAM.

B nenonpoun3BoaCTBE CYIIECTBYIOT €JUHbIE TPEOOBAHUS U MpaBHiia OPOPMIICHUS TOKYMEHTOB, KOTOpBIE
YCTaHOBJIEHBI I'OCY1aPCTBEHHBIMU HOPMATUBHBIMU AKTAMH.

JIro60i1 MOKYMEHT COCTOMT W3 psia COCTABIIIIONIMX €ro 3JIEMEHTOB (IaThl, TeKCTa W T.J.), KOTOPBIE
Ha3bIBatoTcs pekBuszutamu [ 108, 204,207].

B rocynapcTBeHHOM CTaHAapTe EPEUNCIICHBI CIEYIOINE BO3MOXKHbIE PEKBU3UTHI:

1. 'ocynapcTBeHHbIi repo.

. OMbneMa opraHu3auy Win NpeIpUsTHS.
. I300paskeHune npaBUTENbCTBEHHBIX Harpa. 4- Kogpl.

. HaumenoBanmue MHUHHUCTCPCTBA UJIM BEIOMCTBA.

2
3
5
6. HaumeHoBaHue yupex1eHHs], OpraHu3alii WU IPEANPUSITHS.
7. HaumeHOBaHME CTPYKTYPHOIO ITOAPA3IEICHHUS.
8. Anpecar.
9. Pe3ommronus.

10. I'pud yupexnenus.

11. MHnekc npeanpusTus CBsi3u, MOYTOBBIA U TelerpadHblii agpeca, HoMep Teneraiina (aOOHEeHTCKOTro
tenerpada), Homepa TenedoHa, pakca, Homep OaHKOBCKOI'O CYeTa.

12. Ha3zBanue Buaa nokymenra. 13- Jlata.

14. Nunexc (HOMep TOKYMEHTA).

15. Ccpuika Ha HHAEKC U AAaTy BXOJSIIErO T0KYMEHTA.

16. MecTto cocTaBieHuUs WK U3JaHUS.

17. OTmMeTKa 0 KOHTpOJIE.

18. 3aroyo0BOK K TEKCTY.
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19. Tekcr.

20. OT™MeTKa 0 HAIMYUU PUIIOKEHUS.

21. [loanuce.

22. I'pud cormacoBaHusl.

23. OTMeTKa O 3aBEPEHUN KOIHA.

24. Busbl.

25. OtmeTKka 00 UCTIOIHEHUH JOKYMEHTA M HAIIPABJICHUH €0 B JIENO.

26. OTMeTKa O MOCTYIUICHUH.

27. Ileuats.

28. @amMuus KCTIOHUTENS U HOMEP ero TenedoHa.

29. I'pud orpaHnyeHus K TOCTYIY TOKYMEHTA.

B cooTBeTcTBHU C TOCYAapCTBEHHBIMH CTaHIApPTaMU aIMUHUCTPATUBHBIC TOKYMEHTBHI COCTABIISIOTCS Ha
oymare crannaptaoro pazmepa ('OCT P 6.30—97 YCI) A4 (210X297 mm) u AS (148X210 mm).

I'OCT ycraHaBIMBaeT Takke pa3Mepbl OJIECH:

— II0JIS1 C JIEBOM CTOPOHBI — 35 MM;

— TOJIS ¢ TIPaBOil CTOPOHBI — HE MEHEE 8 MM;

— BepxHee nosie — 20 mMm;

— HikHee nojie — 20 M.

VkazaHue aBTOpa — O0O0S3aTENbHBI PEKBU3UT KaXAOTO JOKyMEHTAa. ABTOpaMH CIy>KEOHBIX
(o¢uuanbHBIX) TOKYMEHTOB SIBJISIOTCS, KaK MPABUIIO, YUPEXKICHUS, OPraHU3AIINH, TTPESATPUSTHSL.

B cimyxeOHbIX JOKyMEHTax aBTOp yalle Bcero oOo3Hauaercss B OnaHkaX. biaHk mpencraBisier JucT
Oymaru ¢ Hare4aTaHHBIM Ha HEM Ha3BaHHEM YUPEXICHUS, IPEIIpUsiTHs, OpraHu3anuu. biank Moxer ObITh
3apaHee oTHeyaTaH B TUHOrpaduu, OTTUCHYT IITEMIIENeM, OTIIeuaTaH Ha MaimmHke. HesamonHennble Onanku
SIBJISIFOTCS] TOKYMEHTOM CTPOTOM OTYETHOCTH M XPAHATCA Y OTBETCTBEHHOTO JIIIA.

B Gnanke, B COOTBETCTBUY C TpeOOBAaHUSMU CTaHIAPTOB, YKa3bIBAIOTCA:

* rep0 cTpaHsbl;

* sMOIeMa OpraHu3aluy UK MPEATIPHUSTHUS;

* U300pakeHne MPaBUTENLCTBEHHBIX HATPa/l;

* HAMMEHOBAHME MUHUCTEPCTBA WJIU BEIOMCTBA;

* II0JIHOE HAMMEHOBAHUE YUPEKJICHHUS, OPraHU3aI[MK WM MPEANPHUITUS (B CKOOKaX COKpAIICHHOE, €CIU
TAKOBOE UMEETCS);

* HAMMEHOBAaHHE CTPYKTYPHOT'O MOAPA3ICICHHUS,;

* aJIpec YUpeKICHNUS;
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* Ha3BaHUC BUJIa JOKYMCHTA UJIM MECTO AJIA HET O,

* naTa;

* UHJIEKC;

* CCBUIKM Ha MHJIEKC U J1aTy BXOSIIETO JOKYMEHTA;

* MECTO COCTABJICHUS IOKYMEHTA.

Kaxnoe yupexaeHue, opranuzanus, IpeaArnpusaTue T0DKHBI UMETh JiBa BuAa OJaHKOB — OJAHKH IS
CIy’)KEOHBIX MHCeM M ONaHKH U1 BCEX IPYrMX BHJIOB JOKYMEHTOB. [IprMeHeHHe OJIaHKOB MOBBIIIAET
KYJIBTYpY YIIPaBJIEHUYECKOTO TPyAa, MpuaaeT HHPpopMaluu oQUIHaIbHBIA XapakTep, 00JerdyaeT HCIOJHEHNE U
JasbHelIIee NCI0Ib30BAHUE JOKYMEHTA.

Bce ciy:xeOHbIe TOKyMeHTbI popmaTa A4 TOKHBI UMETh 3ar0JI0BOK HE3aBUCHMO OT BUIA, COACPKAHUS
Y Ha3HAYEHUS JOKYMEHTa. be3 3arooBka pa3pemaercsi COCTaBIIsATh JIUIIb HEKOTOPbIE TOKYMEHTHI Ha (hopMaTe
AS, u3BelleHHs], TenerpaMmbl U Terae(oHorpaMMBbl. 3aroioBOK (GopMyIHpyeTcs COCTaBUTENIEeM JOKyMeHTa. B
HEM KpaTKO ¥ TOYHO B OJIHOM (hpasze JOIKHO ObITh OTpa)k€HO OCHOBHOE coJieprkaHMe ToKyMeHTa. Hampumep:
«O KOHTpOJIE 32 IPUHATUEM pelIeHusD»; «O MOCTaBKe TOBapa M0 KOHTPAKTy». /{1 JOKyMEHTOB, CIOKHBIX 110
COZIEP’KaHHNI0, COCTABIIIOTCS 110/13ar OJIOBKH.

3aronoBOK MOMENIAETCS B JIEBOM BEPXHEM YIJy JIOKYMEHTAa. 3arojioBOK 3HAYMTENBHO YIPOIIAET
00paboTky nokymeHTa. [lo Hemy cpa3y, He YHUTas BCErO0 TEKCTA, MOXHO MOJYYHUTh IPEICTaBICHUE O
COZIEpKAHUM JIOKYMEHTAa. 3arojloBOK OOJIer4aeT perucTpaluio JIOKYMEHTa, €ro paclpefesicHue MEKIY
UCIOJHUTENSAMHU, KOHTPOJIb 33 CPOKAMM HCIOJHEHHMS, IIOUCK HYKHOIO JOKyMEHTa B JEJI€ U IIOMOTraeT
MIPaBUJILHOMY paclpeielieHUI0 JOKyMEHTOB B Jiefa.

Aodpecosanue dokymernma. Ha MHOTHUX BUAAX CITyKEOHBIX JOKYMEHTOB, U IPEXK/IE BCETO HAa JOKYMEHTAX,
OTHPABISIEMBIX B YUPESXKICHMS, YyKa3blBaeTCs ajpecaT, T.e. HAUMEHOBAaHUE YUYPEXKIEHHUS, KOTOPOMY
HaIlpaBJIeTCs IaHHBIM JOKYMEHT. AJjpecat pacroiaraercs B IpaBoM YyIily JOKyMeHTa. B ajpecare Ha3BaHus
YUPEXKAECHUS U CTPYKTYPHOM YacCTH MUIIYTCS B UMEHUTEIILHOM IAJIEKE.

JUisi yCKOpeHHs HalpaBlIeHUs JOKyMEHTa W €ro MCHOJHEHHs, eClIM U3BeCTHA (paMuimsi pyKOBOJUTEIS,
KOTOpBIii OyZeT paccMaTpuBaTh JOKYMEHT, CIIEAyeT aJpecoBaTh KOPPECTOHACHIHIO KOHKPETHBIM
JOJDKHOCTHBIM JiIlaM. B aToM ciyyae HauMeHOBaHME OpraHM3alluy MUIIETCS B UMEHUTEIbHOM MaJexe, a

HaMMCHOBaHUEC JOJDKHOCTH U (I)aMI/IHI/ISI nojiydarejrl B 1aTCIIbHOM.

OAQ o Tpecm Muncrnpoiis
Hauvanoruky omdena xadpos
’ Pedopoay H.C.



This document was created by Unregistered Version of Word to PDF Converter
Hamuposanue ooxymenma. Kaxneiii mokymMeHT umeeT aary. OHa OTHOCHTCS K OOs3aTEIHHBIM

PEKBU3UTAaM JIOKyMeHTa. JlaThl, mpocTaBisieMble HA JOKYMEHTE, MOI'YT UMETh Pa3lMuHOe Ha3HayeHue. Tak,
Jarta, MpocTaBisieMass B OJlaHKe, JOJDKHA OBITh NATOM mMoAmucaHusi MokymeHTa. OMHaKo HEPEeAKOo NaTy B
ONaHKe CTaBAT MPH €r0 PErUCTPALIMU MM J1aXKe B MOMEHT OTIpaBiIeHHs. B Takux ciayuasx Aata MOANUCAHUS U
JaTta OTHPAaBKHU JIOKYMEHTa JOJDKHBI coBManath. (st opHIMaIbHBIX JOKYMEHTOB CYIIECTBYET TAaKXKe Jara
OIyOJIMKOBaHMS JOKYMEHTA, JaTa YTBEP)KJICHHUS, 1aTa BXOXKIEHUs IOKYMEHTa B CHITY.

Jlata mpocCTaBIsIeTCS JIMIIOM, MOJNKCHIBAIONIMM WM YTBEP)KIAOIIUM JOKyMeHT. Ha moxymeHte
MPOCTABJISIIOT TaKXKe JaThl HANMCaHHs PE3OJIOIMM, JaThl O3HAKOMJIEHUS C JIOKYMEHTOM, BHU3MPOBAHUS,
KOHTPOJISI UCTIOJIHEHHS U T.JI.

JlaTa Ciy’kMT IOMCKOBBIM ITPU3HAKOM M UCHOJB3YETCs IS CChUIKM Ha JOKYMEHT. B cocTaB 1aThl BXOJIAT
YHCII0, MECSII, TOI.

Haubonee parrioHalIbsHBIM ClIEAyeT MPU3HATH 0003HAUYEHHE BCEX YacTel AaThl apabCcKkuMu nudpamu:

08.03.2002. —8 mapra 2002 r.

15.07.2002. — 15 utonsa 2002 r.

21.12.2002. —21 nexadps 2002 T.

Cocmas yoocmosepenus ookymenmos. K crnocodam ynocToBepeHHs JOKYMEHTa OTHOCAT IOJAMHCAHMUE,
MPOCTABJICHHE TIE€UaTH, YTBEPXKICHHWE. OTO TPUAAeT JOKYMEHTY IOpUAudYecKyio cmiy. lloamucsr —
00s13aTeNbHBIA PEKBU3UT JOKyMeHTa. OHa COCTOMT M3 HAaUMEHOBAHUS JOJDKHOCTH JIMIIA, MOJIHCHIBAIOIIETO
JOKYMEHT, €TI0 JITYHOU MOJIHICH U paciii(poBKH.

JIOKyMEeHTbI, HalpaBliieMble B BBIIIECTOSIINE OpraHU3allMM, B PEAAKIMM Ta3eT U JKypHAJOB, BCe
pacropsiTuTeNbHbIE U HanOoJiee BaKHBIE BHYTPEHHHUE JJOKYMEHTHI TIOANMCHIBAIOT PYKOBOIUTEIH YUPEKICHHUH
U MX 3aMECTUTENH. PyKOBOIMTENN CTPYKTYPHBIX IOIPA3/ICICHUI MOAMICHIBAIOT JOKYMEHTHI B IIPE/IENax CBOCH
KoMIieTeHIIMH. EcCiM TOKyMEHT HampaBIsieTCsl 10, HECKOJIBKMM aJpecaM, B BBIIICCTOSIINE WHCTAHIUH H
HEIO/IBEJIOMCTBEHHbIE YUPEXKAECHUS, PYKOBOJMTENb IOJIMUCHIBAET BCE HK3EMIULPHL, a B JeJIax OCTaeTcs
3aBepeHHas konws; [lpm HampaBlieHMH JOKYMEHTAa HECKOJIBKHM IOJBEIOMCTBEHHBIM YUPEKICHUSIM
MOJIHCHIBAETCS TOJIILKO OPUTHHATI, OCTAIOIIHMIICS B JIeNlaX YUPEXKACHUS, @ pacChUIAIOTCS KOTIHU.

JlBe monmucu u 6onee CTaBATCA MOJ] TOKYMEHTOM TOTJa, KOTJa OTBETCTBEHHOCTh MaJeT Ha HECKOIbKO
man. Hampumep, Ha mporokonax — TOANUCH MpeAcenaTeds M CeKperaps; Ha arTecTataX — IOAINUCH
JMPEKTOpa  IIKOJBL, 3aBENYyIOMEr0 Y4eOHOM dYacThlo, y4YUTeNed; Ha JOroBopax —  MOIIHCH
JIOrOBapUBAIOLINXCS CTOPOH; HA JIOKYMEHTaX, CB3aHHBIX C JICHSKHBIMU M MaTepHaJbHBIMU IIEHHOCTSIMH, —
MOJIHCH PYKOBOAUTENS YUPESKACHUS U TJIaBHOro Oyxranrepa u T.7. Kak mpaBuiio, Bce cirydyau MpOCTaBICHHS
HECKOJIbKUX TOANNCEH OroBapuBarOTCs B CHEUATIbHBIX HHCTPYKIUSX.

HopmaTuBHBIMU aKTaMu MpeaycMOTpeHa HEOOXOIMMOCTb YTBEPXKIEHUSI HEKOTOPBIX BUJIOB JIOKYMEHTOB.
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Hampumep, TpeOytoT yTBepKACHHS YCTABBI, TOJIOKEHHUS 00 YUPESKICHUAX U UX CTPYKTYPHBIX YACTSX, IITATHHIE

pacnucaHusi, MHCTPYKIIMM HEKOTOPbIE MPOTOKOJIBI U Ap. YTBEPKICHUE NTOKYMEHTa IPOU3BOJUTCA IOCIE €T
MOANHUCAaHUS. YTBEPKIACHUE CAaHKLIMOHUPYET COIEPKAHUE JOKYMEHTAa WM PACIPOCTPAHSIET €ro ACHCTBUE HA
OTIpeNeNCHHBIA Kpyr opranu3anuii. ['pud yrBepskaeHust coctouT u3 cioBa «YTBEPXIIAIOy», nomkHOoCTH
JMLIA, YTBEPXKJIAIOLIETO JOKYMEHT, €ro JIMYHOM MOJINUCH, ee paclunpoBKu U natel. Pacnonaraercs rpud B

MIPaBOM BEPXHEM YTJIy 110 00pasIly:

YTBEPMXOAND

Fenepancrbrd QUPeKITIOR
QAQ « Tenmocenmbe

(Fuvnas nodnucs) H.H. flempos
03.08.2007.

Ilpunooicenus. Hepenko ciyxeOHble TOKYMEHTHI MMEIOT MNpHIOKeHUs. OOBYHO TNPHUIIOKEHUS
JIOTIOJTHSIIOT, PAa3bACHSIOT, AETAIU3UPYIOT OT/IEIbHbIE BOIIPOCHl OCHOBHOI'O JIOKYMEHTA. YKa3aHUE Ha HaJMuue
MIPUJIOKEHMSI, YIOMUHAEMOI0 B TEKCTE, JAEIAETCS B BUJI€ OTMETKH I10CJIE€ TEKCTa JOKYMEHTA Mepes MOAIHUCHIO.
Ecnu MOKyMEHT uMMeeT NPWIIOKEHMs, HE Ha3BaHHBIE B TEKCTE, TO MX HAUMEHOBAHUS IEPEUUCISIOTCS C
yKa3aHHUEM KOJIMYECTBA JIMCTOB B Ka)KJIOM IIPUJIOKEHUU U YHUCIIA UX IK3EMIUISIPOB.

Otmerku Ha JokyMeHTax. Ha 1okymMeHTe, NOCTYNMBLIEM B YYpPEKICHHE, IPOCTaBISETCS
peructpanoHHbii mrami. Ilo rocygapcTBEHHOMY CTaHJapTy ILITaMII CTaBUTCA B IIPaBOM HM)KHEM YTy
IIEPBOT0O JINCTA JOKYMEHTAa. PerucTpallMOHHBIA INTaMII BKJIIOYAET: HA3BAHHME YUYPEXKACHUS, OpPraHU3alNH,
MPEIIPUATHUS, B KOTOPOE MOCTYIUII JOKYMEHT, 1aTy MOJIy4€HUsl U pErUCTPallMOHHBIN HOMEp.

[Topsimox u XapakTep HMCHOJHEHHUS JOKYMEHTa yKa3bIBaloTCsl B pe3omtonuu. OHa J0IDKHA OTpakaTh
OTHOLIEHHE PYKOBOJIUTEIS K BOIIPOCY, 3aTPOHYTOMY B IOKYMEHTE, U yKa3bIBaTh HA MOPSIIOK €r0 PEIICHUS.

MecTo 111 Pe30SIOLMK OINPEAETIEHO CTaHIapTOM B IPaBOM BepXHeM yriy. Pesomonus 1omkHa ObITh
nojnucaHa M JatupoBaHa. Hamucanue pe3omonuil Ha OTHENBHBIX JIMCTOUKAX M IpPUKpEIUIEHHME HX K
JOKYMEHTY HenornyctuMo. OTMETKa O B3STHM JOKyMEHTa Ha KOHTPOJb WJIM KOHTPOJIbHAS J1aTa WCIOJIHEHUS
JIOKYMEHTA IIOMEIIAI0TCS Ha MOJISAX CIIEBA.

ITocne ucronHeHUs: JOKyMEHTa Ha HUXKHEM I10JI€ JIMIIEBOM CTOPOHBI ClIpaBa J0JDKHA ObITh IPOCTABIICHA
OTMETKa 00 HCIHOJIHEHWU JTOKYMEHTa M HaIpaBlieHMH ero B neno. OTMeTka JOKHA CoJepXkaTh KPaTKyHo
crpaBKy 00 MCIOJHEHUU WJIM yKa3aHUE Ha MOCBUIKY OTBETHOI'O JOKyMeHTa «B neno» (1 ykazaHue Homepa 1o

HOMEHKJIAaType), B KOTOPOE JaHHBIM JOKYMEHT IOJIINBAETCSL.

12.4. TekcT 1O0KYMEHTOB
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TekcT sBASICTCS OCHOBHBIM, TJIABHBIM PEKBU3UTOM GopMmyisipa gokymeHTa. lledaraercss oH dyepes

IIOJITOpa MEKCTPOYHBIX MHTEpBaia. Uepe3 OAMH MEXKCTPOYHBIA MHTEPBAJ MOXKHO I1€4aTaTb JOKYMEHTHI I1a
Oymare ¢opmata AS. Uepe3 [aBa MEXKCTPOUHBIX MHTEpBaJa I€YATAIOTCA TEKCThl JIOKYMEHTOB,
MOJrOTaBJIMBAEMBIX K U3JJAaHUIO TUIIOIPaQCKUM CIIOCOOOM.

JIoKyMeHT oTpakaeT OOBEKTHUBHYIO JEHCTBUTENBHOCTh, IIOATOMY IEpBOE TpeOOBaHUE K COJCPKAHMIO
JOKyMEHTa — TOYHOE W TPAaBWIBHOE OCBEIICHHWE COOBITUH. DOPMYIMPOBKU JIOKYMEHTa MJOJDKHBI OBITH
MPaBUIBHBIMA B IOPUMYECKOM OTHOIICHMH. TEeKCT JOKyMEHTa JIOJDKEH OBbITh YETKUM, HE JOMYCKAIOIIUM
pa3IMYHBIX TOJKOBaHUH. KpaTKOCTh JOKyMEHTa HEpa3pbIBHO CBA3aHA C €70 KOHKPETHOCTBIO U TOYHOCTBIO.

[Tucema u noknagHbIe 3aMUCKU, T.€. Hau0o0JIee MHOMOYUCIICHHBIN BUJ| CITyKEOHBIX JIOKYMEHTOB, 0JIKHBI
B OCHOBHOM COCTaBIISITBCS II0 OJHOMY BoOmpocy. Pasdymeercs, HeT cTpororo perenta sl COCTaBJICHUS
CITy’K€OHBIX IOKYMEHTOB, 110 €CTh Psi/i IPABUJI U TPEOOBAHUH, IPEIBIBISEMBIX K UX S3bIKY M CTUJIIO.

BwMmecte ¢ TeM B COBpPEMEHHOM PYCCKOM SI3bIKE IPUHATO BBIAEATH TaKue (PyHKIIMOHAJIbHbBIE CTUIIN:

1) myOnuuuCTHYECKU;

2) Hay4YHBI (HAyYHO-TEXHUYECKHA);

3) ouninanbHO-IEIOBOM.

B cityxeOHBIX JOKyMeHTax ynoTpedisercs opuiuanbsHo-1eI0BONH CTrIb. J{J1sl Hero xapakTepHoO HaJau4yue
CIIOB, TPUMEHSIOMIMXCA IPEUMYIIECTBEHHO B  OQUIMAIBHBIX JOKYMEHTaX, 3aKpEHUBLIMXCS B
aJMMHHMCTPATUBHO-KAHLIEIPCKON peuM (HaUIeKalluil, TOJDKHBIM, BBIIIEYKa3aHHBIA, HUKETIOANNCABIIMIICS,
HEHCIIOJHEHUE U T.I1.); TEPMUHOB U MPO(PECCHOHATN3MOB; MPEJIOr0B, BBHIPAXKAIOIMX CTAHAAPTHBIC aCTEKTHI
coziepkaHus (HarpuMep, B MOPsAAKE OKa3aHUs TOMOLIH, B CBSI3H C YXY/IIIIEHUEM OJI0KEHHsI, B COOTBETCTBUU C
peleHreM Komuccun). I'maBHoe B si3bIke OQUIMANIBHBIX JOKYMEHTOB — 3TO MOCIEA0BATEIbHOCTh U TOYHOCTD
B M3JIOKEHUU (PaKTOB, OOBEKTUBHOCTH OLICHOK, YETKOCTh B (POPMYJIMPOBAHUH MpelaraeMbIX peIIeHUN TOU
WJIM MHOU 3a/1a4H.

OOBIYHO TEKCTHI OOJNBIIMHCTBA CITYKEOHBIX TOKYMEHTOB COCTOAT U3 JIBYX YaCTeH:

* BBOJIHOH, COZIEprKaIllel OCHOBaHUS WX MOTHBBI COCTABIICHUS JOKYMEHTA;

* OCHOBHOM, B KOTOPOH M3JIaratoTCsl MPEJIOKEHNUs, TPOChOBI, BHIBOBI, PEIICHHS.

B ToM ciydae, ecnM OCHOBAaHHMEM COCTABJICHHs JOKYMEHTa SBJIICTCS IPYrOM JIOKYMEHT, B TEKCTE
CO3/1aBa€MOro JOKyMEHTa Ha HEro JIENAeTCs CChUIKA C YKa3aHWEM Ha3BaHMs BUJIA JOKYMEHTA, JaTbl © HOMEpA.

[Iupokoe pacrpocTpaHeHre B CIyKEOHBIX JOKyMEHTaX IMOJYy4YHJIO MPUMEHEHHE COKpAIIEHHBIX CJIOB U
CIIOBOCOYETAHHH, 4YTO YMEHBIIAET 00BEMBI JOKYMEHTOB U YCKOPSIET BOCHPUATHE HH(DOPMALIUH.

Tunosvie (mpagapemnvie) mexcmol. 110 conepkaHUIO JTOKYMEHTBl JENSATCS HAa HWHIMBUAYaJIbHbBIE U
TUIOBBIE (TpadaperHbie). B HacTosmee Bpems Oosblnas 4acTh JOKYMEHTOB, CO3/aBAEMBIX B YUPEKICHHSX,

HUMCECT HWHAUBUIAYAJIILHOC COACPKAHUC. Takue JOKYMCHTBI COCTaBJIAIOTCA Ka)KHBIﬁ pa3 3aHOBO, U HX
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COZIEpKaHWE HE TOBTOpSETCS B ApYyrux AokymMeHTax. OJHAKO Juara3oH MPOW3BOJICTBEHHBIX CHTYaIlUH,

JAIOIIMX TOBOJ JJISI COCTAaBJICHHUS IOKYMEHTOB, CPAaBHUTEIBHO OTpaHHWYEH. DTO TpeOyeT YHU(DHKAIUH U
THUNHU3AIUA JOKYMEHTOB. THIOBOW TEKCT, TAKMM OOpa3OM, €CTh OTPA)KEHUE CTaHIAPTHOM YNpPaBIICHYECKOM
CUTYyalLlUH.

B nacrosiiiee Bpemsi KOJIMYECTBO MPUMEHSIEMbIX B YUPEXKJIEHUSX U Ha HPEANpPUATHSIX TpadapeTHbIX
TEKCTOB HeBeIMKO. OHAKO 11e1eco00pa3sHOCTh UX UCIOIb30BaHM HAIUIIO.

[IpakTU4ecKHil OMBIT MOKa3bIBACT, YTO MPUMEHEHHE TUIOBBIX TEKCTOB M TpadapeTH3UpOBAHHBIX
OJJAHKOB MO3BOJIAET YBEIMYUTh CKOPOCTh COCTaBJEHHS JTOKYMEHTOB B 3—5 pa3, NpHU 3TOM 3aTpaThl Ha
YHU(QUKAIUIO TEKCTOB OKymnaroTes B 1,5—2 roga [202, 204].

B Tekcre kemarenpHO wH30eraTth HEMPaBWIBHBIX CJIOBOYNOTPEONCHUN (IIPUBETCTBUE B  allpecy,
«TepeioBoil (oprocT HayKW» M Jp.); CIOBECHBIX IITAMIIOB («HAIO OTMETUTH», «HEOOXOJMMO YKa3aThy,
«y4YUTHIBasl BBILIEU3IOKEHHOE» U Jp.); KAHLEIAPU3MOB («3a CUET», «B YACTHOCTU», «I10 JIMHUM» U T.1.);
TaBTOJIOTMH (TIOBTOPEHUS TOTO K€ CAMOr0 APYTUMU CIOBAMU — «XPOHOMETPAX BPEMEHU», «IIPOMBIIUICHHAS

WHAYCTPUS U T.J.); YCTAPEBIIMX CIIOB (apXau3MOB — «BIIPEAbY, «HAMICKHUT» U JIp.).

12.5. Opranusamnusi paéoThbl ¢ JOKYMEHTAMH
Opranuzanus paboTbl ¢ JOKYMEHTaMU — 3TO CO3JaHKME ONTUMAJIbHBIX YCIOBUHM Il BCEX BUJOB paboT ¢
AOKYMCHTAMH C MOMCHTA HUX CO3JaHHA HIIM TOJYYCHUSA [0 YHHUUYTOKCHUA HIIKM MNEpCAavuu Ha apXUBHOC
xpaHenue (puc. 13).
K Ttakum pabGoraMm MOXXHO OTHECTH: TMPHEM M PErHCTPalldi0, PACCMOTPEHHE OKYMEHTOB
PYKOBOAUTCIISIMU, IMOPAAOK IMPOXOXKACHHA MOOKYMCHTOB B OpraHu3aly, WX HCIOJIHCHHUEC, KOHTPOJIb

WCIOJHEHUs, JOPMUPOBAHUE JIET, TIOATOTOBKY U MIepeaayy Jell B apXUB.
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Puc. 13. Bnok-cxaema paboTsl
C BXOOALWMA JOKYMBHTAMH

B JOKYMCHTAllTHOHHOM obOecrieueHnu NpeAnpuATUaA MOXHO BBIACIUTD 3 I'pynnbl OOKYMCHTOB:

MOCTYIAONIKE (BXOASIIME), BHYyTPEHHUE U OTIPABIIIEMBIE (MCXOIAIINE).

HOprI[OK COCTABJICHUA U COINIACOBAHHA BHYTPCHHHUX JOKYMCHTOB HC MMCECT CYIICCTBCHHBIX OTJINYUI OT
COCTABJICHHUA UCXOAINIUX NOKYMCHTOB UM BKIIHOYACT TC JKE OIICPAL[UH. [[JIH IIOCIACAHUX I[O68.BJ'I${CTCH ornecpanus

«OTnpaBKa JTIOKyMEHTOB aJjpecaTy» MOCJe X PErUCTPALIUH.



This document was created by Unregistered Version of Word to PDF Converter
Pel"I/ICTpaIII/Iﬂ MOXXET MPOBOJAUTHCA IJI1 BCEX BUIOB JOKYMCHTOB.

PaboTa mo MCHONMHEHUIO U KOHTPOJIIO MCIOJHEHUS JOKYMEHTOB OXBAThIBA€T BHYTPEHHUE, BXOSIIHE U,
KaK UCKJIIOYCHUE, — HCXOJIAIINE.

B cramuu ¢dopmaTupoBaHus A€ Bce BUABI JIOKYMEHTOB IMPOXOJST OIHU W T€ XK€ OIEpalud, KpoMe
BXOJIAIINX, KOTOPHIC HA XpaHEHUE HE MepeIatoTCs.

JUisi yCTaHOBJICHUSI €IUHOIO TOPSAKA COCTAaBIICHUS JOKYMEHTOB M OpPraHU3aluu paboThl ¢ HUMHU Ha
NPEANPUIATHN pa3pabaTbIBaeTCs WHCTPYKIHS I10 JEIONPOM3BOJCTBY, COAepXkaias oOpasibl MpaBUIbHOTO
oopmnenus gokymeHToB (I'OCT 6.38—90) 1 mpaBuIa pabOTHI C HUMHU.

O6paboTka mocTynaromux JokyMeHToB. Ilpuem u 00paboTka MOCTYyMaroOmmMX JJOKYMEHTOB
OCYIIIECTBJIIOTCS CEKPETapEM.

[Toctynaronme JOKYMEHTBI IPOXOAT CAeAyoMue dTanbl(cM. puc. 13):

* IEPBUYHYIO 00pabOTKY;

* Ipe/IBAPUTEIIFHOE PACCMOTPEHUE, Pa3METKY;

* PErUCTpalHnIo;

* PACCMOTpPEHHE JIOKYMEHTOB PYKOBOJICTBOM;

* HaTpaBJICHUE Ha HCIIOJHEHHE;

* KOHTPOJIb UCTIOJTHEHHUS;

* UCTIOJTHEHUE;

* IOJIIMBKY JOKYMEHTOB B fena [52, 108].

[lepBuuHass 00pabOTKa BXOISIIMX JTOKYMEHTOB 3aKJIFOYAeTCS B TPOBEPKE IMPABHIBHOCTH JIOCTABKU
TTHCEM.

[IpenBapuTensHOE pacCCMOTPEHUE BXOSIINX JTOKYMEHTOB ITPOBOAUTCS CEKpeTapeM-peepeHTOM C IIETbI0
pacrpeneneHus Ha perucTpupyeMble 1 HEpeTUCTPUPYEMbIE TOKYMEHTHI.

Cexkpetapb-pedepeHT TODKEH OCYIIECTBISTh «(PHUIBTPALIMIOY» BXOJSIINX JIOKYMEHTOB, HAIPaBIISIEMBIX
PYKOBOIUTENO. PyKOBOIMTENIO MOJDKHBI TEpelaBaThCsi HanOoinee Ba)KHBIE M CPOYHBIC W3 TTOCTYIUBIIAX
JTOKyMeHTOB. OcTallbHbIEe MOTYT OBITh TIEpeaHbl 3aMECTUTENI0 PYKOBOAUTENS, B CTPYKTYPHOE TOApa3AeieHe
WM cpasy ucnonHuteasM. [lepenaya BXOAAIIMX JOKYMEHTOB Ha PACCMOTPEHUE PYKOBOICTBY HPEANIPUATHS
JIOJDKHA OCYIIECTBISITHCSI TTOCIIE PETHCTPAITHH.

[ocme perucrpanyu JOKYMEHTBI IEPEAAIOTCS ISl PACCMOTPEHHS ¥ IPUHSATHSI PEIICHUST PYKOBOIAUTEITIO.
OH [TOJDKEH ONpeleNuTh UCIIOMHUTENS, JaTh YETKUE U KOHKPETHBIC YKa3aHUs 10 UCHOJHEHHIO TOKYMEHTa U
YCTaHOBUTH pPEAJbHBIC CPOKH. DTH YKa3aHUs JOJDKHBI OBITh O(QOPMIICHBI B BHUJAE PE3OTIONMHU HA CaMOM
JOKyMeHTe. Pe30JTro1IHs MOXKET SIBUTHCSI OCHOBAHUEM B3SITHS IOKYMEHTA Ha KOHTPOJb.

[Ipu paccMoTpeHHH TOKYMEHTOB PYKOBOJIUTEINb JODKEH MPUIEPKUBATHCS peKOMEHAlNi, coOIoaeHe
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KOTOPBIX TTO3BOJISIET YCKOPHUTH ITPOXOXKJICHNE TOKYMEHTOB, N30€X)aTh cOOEB B UX 00pabOTKE, CO3/1aTh YCIOBUS

JUIl CBOEBPEMEHHOI'O0 M KauyeCTBEHHOI'O WCIIOJHEHHs. PyKOBOIWTENb NOJKEH paccMaTpuBaTh AOKYMEHTHI B
JIEHb MX IOCTYIUIEHUS U TOrza ke (B KpailHEM cilyyae, Ha CIEAYIOLIMI J€Hb) BO3BpalllaTh CEKPETApIO I
VCTIOJIHEHUSI.

C pe3omonueil pykoBOIUTENSI JOKYMEHT MEPENaeTCsi OTBETCTBEHHOMY HCIOJHUTENIO MO/ PACIUCKY B
YKypHAJIE PErUCTPALIMM BXOJAIINX JOKYMEHTOB C IIPOCTABJIEHNUEM J1aThl OTY4YEHUS.

Korga paborta Hajx IOKYMEHTOM 3aBEpIIEHA, HAa HEM IPOCTABISETCS OTMETKA O €ro HMCHOJIHEHUH U
HaIPaBJICHUH B JIEIIO.

O06paboTKa UCXOASIUX JOKYMEHTOB COCTOUT U3 OMepaliuii, MoKa3aHHbIX Ha puc. 14.

[CMTMHM NPOEKTa UEXC O QOKYMEHTR J

{

CornacopaHMe NPOeKTa AOKYMEHTA

1

MpoRepra NpABMNLHDCTH CHOPIMNEHNA NPORKTA ADKYMEHTA

1

MNoOAAMCAHWE PYKOBOONTENEM

!
T

\Vl'loc'rauom wHaexca (HOMBDA) Ha NOKYMEHTE

!

ParucTpatpn A0KYMeHTa

l fpoeepxa np AOCTI AOg MR
QTNPABEKA AOKYMBHTA SORYCATY l

{

Mopwmeka BTOPOTS aKIemMnnapa (konwu) gena |

Puc. 14. brnok-cxema paboThl ¢ HCXOAAIIMMU TOKYMEHTaMH

[TpoeKT UCXOoAAIIEro TOKyMEeHTa COCTABIISICTCSl UCIIOIHUTENIEM, IPaBHIIBHOCTH O(hOPMIICHUS TIPOBEPSETCS
cekperapeM. Mcxonsmme JoOKyMeHTbl 0pOpMIIIIOTCS B IBYX 3K3EMIUIAPAX.

[TonroTroBneHHbI MPOEKT MCXOASIIETO JOKYMEHTa INPEACTaBiSIETCS Ha TMOJIUCH PYKOBOJIUTEIIIO.

PyKOBO,Z[I/ITeJIB BIIpaB€ BHCCTU U3MCHCHUSA U NOIOJHCHUSA B HOI[HI/ICBIBaeMBII\/'I JAOKYMCHT WJIM BCPHYTH €r0 Ha
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J0pabOTKy UCTIOHUTEIIO.

ITocne noANnUuCaHusl pyKOBOAUTCIICEM JIBYX 3K3CMIIIAPOB I/ICXOIIHH_II/If/’I AOKYMCHT ICPECAACTCA CCKPETAPIO

IJIA perucTpanuu.

12.6. Ucnosb3oBanne IBM B padoTe ¢ JOKyMeHTaMH

[Ipu pemennn 3aga4 JOKyMEHTAIMOHHOTO 00ECIICUCHUS YIIPABIICHNS PEaIbHONM HEOOXOIMMOCTBIO CTaJI0
HCIOJIb30BAHME AIIEKTPOHHOM TexHUKHU. Vcnons3oBanue DBM nier 1o 1ByM OCHOBHBIM HaIPaBICHUSIM:

* JOKyMEHTHUPOBAHUE;

* Opranusanus padboTbl C JOKYMEHTaMHU.

[Ipu co3nannu (cocraBieHUH) JOKyMEHTOB DBM BbICTynaer B posu Xopolei nuurynieid Mamuaki. OHa
MO3BOJISICT OTPEJAKTUPOBATh HAlleYaTaHHBIA TEKCT YaCTHYHO HMJIM MOJTHOCTHIO. HaOpaHHBIH JOKYMEHT MOXXHO
pacrieyaTaTh Ha IPUHTEPE U COXPAHUTH Ha AUCKE JUIs albHEHILero NCIoIb30BaHus.

Cy1iecTByeT MHOXECTBO MPOrpaMM JUIsl COCTABJICHUS M PEAAKTUPOBAHUS CIY>KEOHBIX JTOKYMEHTOB.
Takue mporpaMmbl Ha3bIBAIOTCS TEKCTOBBIMU peflakTopamu: Jlexcukown, Word u nip.

VY KaxJI0ro TEKCTOBOTO PEAAKTOpa €CThb CBOM OCOOEHHOCTH W mpeumyllectBa. OnHUM U3 Haubosee
pacipocTpaHeHHBIX M JOCTYNHBIX sBisiercst Jlexcukon. OH TpenHa3Ha4deH Uit OOpabOTKM HECIOKHBIX
JIOKYMEHTOB Ha PYCCKOM M aHIJIMHCKOM S3bIKaX.

C nOMOILIBIO TEKCTOBOI'O PENAKTOPa MOXKHO:

* COCTaBJISATh IOKYMEHTHI U COXPaHATh UX B aMATH OBM;

* HAaXOJUTb JIOKYMEHT B naMsaTi DBM no umenu ¢aiina, npocMaTpuBaTh U KOPPEKTUPOBATH TEKCT;

* aBTOMaTH4ecKU (hopMaTUpOBATh ab3allbl TEKCTA UM BECh TEKCT;

* IEPEHOCUTH (PPAarMEHTHI TEKCTA U3 OTHOT'O MECTA B IPYTO€ MIIM U3 OJTHOT'O IOKYMEHTA B JIPyTOH;

* 0(hOPMJIAITH YACTH TOKYMEHTa MpU(PTaMHU pa3InIHOT0 HaUepTaHUs U pa3Mepa;

* HAaXOJUTh M UCHPABIATH oporpapuueckre OmmuOKH B TEKCTE;

* OJIHOBPEMEHHO PEeJIaKTUPOBATh HECKOJIBKO JOKYMEHTOB.

CocraBineHne NOKyMEHTa MOXHO IPOM3BOAUTH C HUCIOJIb30BAHUEM «3arOTOBOK» JOKYMEHTOB pa3HBIX
BU/IOB, 3apaHee BBEICHHBIX B MaMATh DBM 1 xpaHsImxcs B OTACIBHBIX (aiinax.

Bece Oonblryro MHOMYyJSIPHOCT  HPUOOPETAIOT TOCTOSHHO OOHOBIISIOIIMECS BEPCHMM TEKCTOBOTO
nporieccopa Word for Windows (WinWord). TekcroBwiii niporieccop WinWord BwimonmHsier Bce (GyHKITUU
JlexcukoHa M IpeAjiaraer JOMOJHUTENbHbIE BO3MOXKHOCTU JJIsI COCTaBJEHUS JOKYMEHTOB: CO3/1aHue
1abJIOHOB IOKYMEHTOB | (DaliioB JaHHBIX, (HOPMAaTUPOBAHKE JTOKYMEHTOB C TIOMOIIBIO CTHIIECH; OOpaIlieHue K
o0pasiam JTOKyMEHTOB («IKCIepTamM»), UCIOJIb30BAHNE CIOBApsi CHMBOJIOB H T.1I.

CnyxeOHble TMChMa U JAPYTUE YaCTO UCMOIb3yeMble TOKyMeHThl WinWord npeanaraer co3naBaTh Kak
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00bETUHEHHBIE IOKYMEHTBI. 3/1eCh Y4acTBYIOT (haiil TaHHBIX U 1madsioH. Dailsl coaepkuT nHGOpMAaIUIO THIA:

aapeca, ¢damuiauu, npeanpustas u T.J. 11laGnoH comepX HUT CTaHIAPTHBIA TEKCT, TIpadHKH, PUCYHKH,
OJIMHAKOBBIE JUTA KAXKJIOr0 IOKYMEHTa. B pe3ysbraTe uX cOeAMHEHHS CO31aeTCsl KOHKPETHBIN TOKYMEHT.

Co3naHHBIE B TEKCTOBBIX peJaKTOpax JIOKYMEHTBI 3allOMMHAIOTCS M XpaHATCs B (haiinax, TUCKOBOH
namatd OBM. UroObl 00neryuTh MOMCK HYXKHBIX (ailioB M CrpyNIHpOBaTh UX B COOTBETCTBUM C
OIpe/ieieHHOM KiaccuuKanuen, B (paiijoBol cucTeMe MpeaycCMOTpeHa CTPYKTYpa JUPEKTOPHM (KaTaloroB).
JIMpeKTOprH OPraHu30BaHbI B HEPAPXUUYECKYIO CTPYKTYDY.

B mpakTuke nenonmpous3BOACTBA B 3aBUCUMOCTH OT 00BEMa JOKYMEHTOB M CTENEHU HOATOTOBKH
nosnp3oBatereii OBM mpuMeHSFOTCS pasNMuHBIE TPUKIATHBIE TPOrpaMMBbl MO OpPraHW3aluu paboTHl C
JIOKyMEHTaMH.

[Ipu OGonbIIOM JOKYMEHTOOOOPOTE MOMKHO YCHEIIHO HCIONb30BaTh CHCTEMBI YIpaBlieHUs Oa3amu
nanHbIX (CYBJ]). Takas cuctema 1mo3BossieT OTHOCUTENBHO MPOCTO CO3/jaBaTh CAMOCTOSITENILHO 0a3bl JaHHBIX
(BJ1) ¢ pa3nmUHBIMU CTPYKTYpamMH, BHOCUTh B HUX HEOOXOAMMBIC H3MEHEHHS U JIOTIOJTHEHHS, XPAHUTh JTAHHBIE
B O/IHOM U Oosee daiinax. OHU MOTYT OBITh CBSI3aHBI MEXKIY COOOM MM HE3aBHCUMBI APYT OT Apyra. J[aHHbIe
BJI xpansitcst B TabnuaHOU opme.

ITpu pabote ¢ OonbIIMM MacCUBOM J0KYMEHTOB b/l MMEIOT HeocmopuMble TPEUMYIIECTBA!

* NIpu BHECEHHM cBeneHUN o nokymeHte B bBJ] dopmupyercs enunas crpaBoyHas cucTema IO
JOKyMEHTaM TpeIITpUsTHS;

* ©KEIHEBHO MOXKHO MTPOU3BOJMTH BBIOOPKY JJOKYMEHTOB C 33/IaHUEM CTPOKH MCIIOJTHEHHUSL.

[upokoe pacnpoctpanenue nomydaer CYBJl Microsoft Access. OHa mpocTa 1 y00Ha B 3KCIUTyaTaIlvH,
MIO3BOJISIET BBECTU CIIOKHEHIIME 0a3bl JaHHBIX ¢ OOJBIIMM YMCIOM IOKa3aTelleil U COCTaBISATh HEOOJbLINE
ouCHbIE TPHIOKEHUS K JOKyMEHTaM. BBOX JaHHBIX, MOJy4YeHHE BBIXOIHBIX (OpPM U pacredarka
OCYIIIECTBJIAIOTCS CPEICTBAMU, NPEOCTABISIEMBIMU CUCTEMOIA.

st Toro 4ToOBI Oosiee A((PEeKTUBHO HCIONB30BaTh HECKOAbKO [IDBM, BhImomHSOMMX 00pabOTKY
OJTHOTUITHOW JOKYMEHTAIlMH, CO3JA0TCs JIOKajdbHbIe BhruuciautenapHbie cetd (JIBC). Opranmzamus JIBC
MO3BOJIICT MCMONB30BaTh o0mmme pecypcel O9BM, nepenaBaemsle B coctaB JIBC: mporpammsbl, 6a3bl JaHHBIX,
nepudepuiinbie ycrpoiictBa (ckanep, mpuntep u 1.4.). B JIBC omna DBM 06onbioi mpon3BOAUTENEHOCTH
BBINOJIHSIET POJIb JIBOWHOI'O cepBepa, YIPAaBIIOIIEro Ieperadeil JaHHBIX W pas3zeieHueM nepudepuitHbIx
yCTpOMcTB. JIoKaibHas CETh MO3BOJISET PYKOBOJUTENIO MPEANPUATUS 00palaThcs K JOKYMEHTAIlMU CeKpeTaps,
Oyxranrepa W CHELMAINCTOB, BBIBOAUTH €€ HA JKpaH, MPOBOAUTH 00pabOTKY AOKYMEHTOB, CBOJOK, TAOJIHIL,
00MEHUBATHCS IOKYMEHTAaMH U COOOILIEHUSMH C COTPYIHUKAMH U TTApTHEPAMU 110 OU3HECY.

Hcnonb3oBaHne JIOKaJIbHOM CETH 3aMETHO YCKOpSeT M YNPOILAeT BBINOJIHEHHE HECKOIbKUX

B3aMMOCBSI3aHHBIX padoT [204].
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C yderom crneuupuKkd NEATEIHHOCTH PAOOTHUKOB JIOKYMEHTAIIMOHHOTO OOECHEUEHUs YIPaBJICHU

cozgaercs APM — »53T0 MecTto mOJib30BaTels, OOOPYJOBAaHHOE CpEACTBAMH, HEOOXOJUMBIMH JUIS
aBTOMaTU3auuu ero pyHkuuii: OBM, npunrep, pakc-moaeM, CKaHep U T.1.

OOMeH 3JEeKTPOHHBIMU JIOKYMEHTAaMH OCYLIECTBIISICTCSl IMPU IOMOILIM 3JIEKTPOHHOM mouTel. OHa
M1O3BOJISIET:

* OTHPaBUTH JOKYMEHTHI aJjpecaTaM, BXOSIIIM B aBTOMaTU3UPOBAHHYIO HH(POPMAIIIOHHYIO CUCTEMY;

* [10JTy4aTh MOATBEPAKAECHNUS JOCTABKH JOKYMEHTOB 110 HAa3HAYEHMUIO;

* BBIBOJIUTH 114 SKPaH JUCIIES MOITyYeHHbIE TOKYMEHTBI;

* U3MEHSATH U PEJaKTUPOBATh SK3EMILILIPhL, XpaHuTh X B namsaTu [1K u nepecbuiats qpyromy auiy;

* pacrevaTbIBaTh MOJIyYCHHBIE JOKYMEHTHI B HEOOXOJMMOM KOJIMYECTBE 3K3EMILIAPOB;

* OTIIPABJIATH JOKYMEHTHI OIHOMY JIMIY WJIM IPYIIIIE NOJIb30BaTENEH 10 CIIUCKY;

* COCTaBJIATh U MPUKPEIUIATh K JOKYMEHTaM PE30JIFOLIUH.

JIOKyMEHT, NOJXy4eHHBII W COCTABJICHHBIA C IIOMOIIBIO ABTOMAaTU3MPOBAHHOM CHCTEMBI, HMEET
IOPUAMYECKYIO CHITY ITPH HAJIMYMU NOJIUCH TODKHOCTHOTO JIMLIA.

Pesome

WNudopmanus, conepkamasics B JOKyMEHTax, HEOOXOAMMa Ul CTaOWJIBHOCTH JESTEbHOCTH 000
opranu3anuu. Ha ee ocHOBe MPUHMMAIOTCS COOTBETCTBYIOIIME YIpaBlieHUecKue peweHus. HazHauenue
MH(POPMAITMOHHOTO 00EeCIeYeHUs] COCTOUT B CBOEBPEMEHHOM M TIOJIHOM OOECIIEUEHUH YIPABICHYECKOTO
IIEpCOHAIa M TEXHUYECKUX CPEIACTB CUCTEMBI YIPABICHHUS JOCTOBEPHBIMH JAHHBIMH, IO3BOJIIOIIMMU
OCYIIECTBJIATh ABTOMATU3UPOBAHHYIO 00pabOTKy HWHGOpPMAlMM C MCIOAb30BAHUEM JpPYrUX BUAOB
obecrieueHrs (OpraHu3alliOHHOr0, TEXHUYECKOr0, MPOrpaMMHOI0, MaTeMaTHUYECKOr0, JTUHTBUCTUYECKOTO U
Ap.).

TpeOoBaHnus K  JOKYMEHTaM  pErjJaMEHTHUPYIOTCS  TOCYAApCTBEHHBIMM  CTaHAapTaMH  Ha
OpraHU3al[MOHHO-PACIOPAIUTENbHYI0 J0KyMeHTanuto. CylecTBYIOT €AMHble TpeOOBaHUS U IpaBUIIa
oopmIieHUS TOKYMEHTOB YIIPAaBJIEHUS, KOTOPbIE YCTAHOBJIEHBI FOCYJaPCTBEHHBIMU HOPMAaTUBHBIMH aKTaMHU.

HeoTbemneMbIMi KadyecTBaMU JIOKYMEHTOB JOJDKHBI OBITh T'PAMOTHOCTh, KPATKOCTh M3JIOKEHUS H
YEeTKOCTh (POPMYIHPOBOK.

Opranuzanus paboTsl ¢ JOKyMEHTaMH — 3TO CO3aHHE ONTUMAJIBbHBIX YCIOBUI 11 BCeX BUI0B paboT ¢
JOKYMEHTaMU: IIPUEM U perucTpalus, paCCMOTPEHHUE JOKYMEHTOB PYKOBOJUTEISIMU, MOPSIAO0K IPOXOKACHUS
JOKyMEHTOB B OpraHU3alliH, UX HCIOJHEHUE, KOHTPOIb HCIOIHEHUS, (pOpMHpOBAHUE €I, MOATOTOBKA U
1epeaayda ux B apxus.

DJeKTpoHHas TEXHUKA CTaja peajbHOW HEOOXOAMMOCTBIO IPHU PEIICHHH 3a]ad JTOKYMEHTAllMOHHOTO

oOecnieueHus ynpaiieHus npeanpustaeM. Mcnons3oBanne [I9BM uaer mo 1ByM OCHOBHBIM HANPABIICHUSIM:
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* TOKyMEHTHPOBAaHHE (CO3/IaHUE) JOKYMEHTOB;

* opranu3aius paboTsl ¢ JOKYMEHTaMHU.

IIpakTHuyeckoe 3axanue
1. Hanunmre nmpuka3 o Ha3HAYEHWM Ha JOJDKHOCTh OyXrajarepa ¢ COOJIIOJIEHHEM BCEX PEKBHU3HMTOB
JOKYMEHTA.

2. ChopmynupyiiTe MICEMEHHO OCHOBHBIE ITPaBUIIA TIO OPraHU3aINHU pabOTHI ¢ JOKyMEHTaMH.

KoHTpoJibHBIE BOIPOCHI
1. Kakue BHJIBI CITy’>K€OHBIX IOKYMEHTOB BBI 3HaeTe?
2.HazoBuTe obume TpeOOBaHUS K JOKYMEHTAM.
3. B uem cocrout Ha3HaueHHe HHPOPMALIMOHHOT O o0ectieueHus ?
4. llepeuncnure TpeOOBAHUS K TEKCTY JOKYMEHTOB.
5. IlepeuncnuTe OCHOBHBIE BU/IbI OpPraHU3aIIHOHHO-PACHIOPSAIUTEIILHON IOKYMEHTAIIUH.
6. Uro BKIIOUaeT B cedst opraHu3aius paboThl C JOKyMEHTaMu?
7. Kakue nmporpaMMbl HCIIOIb3YIOTCS IO OpraHU3aluy paboT ¢ JOKyMEHTaMu ?

8. Ilepeunciute OCHOBHBIE BUIbI CIIPABOYHO-MH(POPMALIMOHHOMN TOKYMEHTALIUH.
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