MHWHHCTEPCTBO CEJbCKOI'O XO3SHCTBA P®
®EJIEPAJBHOE 'OCYJAPCTBEHHOE BIOJI’KETHOE
OBPA3OBATEJILHOE YUPEXKJIEHUE BHICHIEI'O OBPA3OBAHMUSI
CTABPOIIOJIbCKHI TOCYJAPCTBEHHBINA ATPAPHBIN
YHUBEPCHUTET

Kagpeopa ungpopmayuonnvix cucmem

YTBEPXKIAIO
3aBenyromuii  kadempoit UNC

« » 20 T.

JIEKIIUSA Ned
10 Y4eOHOU JUCIUIUIMHE
«Texnonozuu 31eKMPOHHO20 RPAGUMENLCIMEA 6 PEZUOHATILHOM YRPAGIEHUU)

JUIsl CTyIeHTOB HarpasiieHust moarotoBku 38.03.04 «I'ocynapcTBeHHoE U
MYHUIIMTIAIBHOE YIIPABIICHUE)

Tema Ne?2
IIpoekTHpOBaHME TOKYMEHTOB B HHTEPeCaxX MeKBeJOMCTBEHHOI 0
B3auMOJAeiCTBUS

3ansaTue Nel
OdopmiieHne peKBU3UTOB JOKYMEHTOB

Paccmorpera u  omoOpeHa  Ha
3acenanuu kadeapsr MC

IIporokoi Ne
« » 20 T

CraBponoJib, 2022



Hean:

1. CdopmupoBaTh  HMH(POPMAUMOHHO-HAIVISIAHOE  MpEACTaBICHHE 00
0COOEHHOCTSIX 0()OPMIIEHUS PEKBU3UTOB JJOKYMEHTOB.

2. W3yuutb TpeOOBaHUS CYIIECTBYIOIIUX CTAHAAPTOB IO OQPOPMIIECHUIO
PEKBU3UTOB.

3. Iloka3arh akTyaJIbHOCTb U 3HAYUMOCTb COBPEMEHHBIX MH(OPMALMOHHBIX
TEXHOJIOTHH B 00€CIIe4eHNH KOMMYHHKAIUH.

Bpema: 90 mun.

quﬁno-MamepuaJlbuoe obecneuenue:

1
2.
3.
4

['OC BO 1o HampasJIEHHUIO.

PaGouas nmporpamma AUCIUTUIMHEI.
TemaTnka cCeMeCTPOBBIX JOMAIIHUX 3aJaHUM.
OcHOBHas U AONOJHUTENbHAS JIUTEpATypa.

Pacnpeoenenue epemenu

=

BcerynurensHas yacth 5 MUH.
OcHOBHAas 4acCThb
Y4eOHbIC BOPOCHI:

[TonsTue pexkBusuTa 50 MuH.
TpebGoBanus k 61aHKaM JIOKYMEHTOB U U3TOTOBJICHHUIO 30 MuH.
JIOKyMEHTOB

3aKIroYnTeNbHAS YaCTh 5 MuH.



BBoaHast yacThb:

PexBu3uT 10KYMeHTa (OT 1am. requisitum - neodxomumoe) (Caaiig Ne_ ) —
AJIeMEHT 0(hOPMIICHHSI IOKYMEHTA.

CocTaB peKBU3HUTOB, KOTOPBIE UCIOJB3YIOTCS MPHU MOATOTOBKE U O(POPMIICHUU
OpPraHU3aIlMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB, omnpenensercs ['OCT-om P
6.30-2003 "YHupuunpoBaHHbIe CUCTEMbI JOKYMEHTAIIUU. Y HUPUIHPOBAHHAS
CHCTEeMA OPraHM3aIMOHHO-PACTIOPSAUTEIbHOM JOKyMeHTaluu. TpedoBaHus K
opopmiienno a0kyMeHTOB'. Kpome »storo panneii ['OCT ycranaBimBaet
TpeboBaHMs K ODOPMIICHUIO PEKBU3UTOB, 3aKPEIUISET CXEMbI UX PACIIONIOXKEHUS U
BBIJICISIET PEKBU3UTHI, KOTOPBIE JOJDKHBI HCIOJIB30BAaThCS MPU U3TOTOBJICHUU
OJIAaHKOB JJOKYMEHTOB.

DopMyITUPOBOK MOHATHS PEKBU3HUT OOJIBIIIOE MHOXKECTBO U BCE OHM OTPAXKAIOT
cnenu@uKy TOW WM MHOW MpeIMEeTHOW obsiacTu, rjae oHu ucnoib3yrorcs (Caain
Ne_ )

PEKBU3UTHI JOKYMEHTOB — o0s3arenbHbie JJaHHBIC, MPETyCMOTPEHHBIC

3aKOHOM JJisi TOKYMEHTOB, 0€3 KOTOPBIX OHW HE MOTYT CIIYXHTh OCHOBaHUEM
COBEpILICHUS ONepaluii, HampuMep: CoAepKaHue OIepallnu, lata U CyMMa, HoMepa
CUYETOB, HA3BaHUE YUPEKJICHUM, MOJMUCH, OTTUCK MI€YaTH U T.J.

CnoBaps... ... DuHaHCco8bll C108aPYL

PEKBU3UTHI JOKYMEHTOB — (nar requisitum HE00OX0AMMOE) COBOKYITHOCTb

00s3aTEeNbHBIX CBEICHUN JaHHBIX, MPEAYCMOTPEHHAs! NEUCTBYIOIIUMH MpaBUIaMU
WINA 3aKOHOM JIJISl IOKYMEHTOB, 0€3 KOTOPBIX OHU HE MOTYT CIIy’KUTh OCHOBAaHUEM
JUISl COBEPIIEHUS ONEpaliid, OTCYTCTBUE KOTOPBIX JINIIAET JOKYMEHT. .. ...

3Huum0neauqecmn] CJl106ApPb IKOHOMUKU U npaesd

PEKBU3UTHI JOKYMEHTOB — (anrn. essential elements of documents) —

CBEJICHUSI, KOTOPBIC JOJKHBI COACPKATHCS B JOKYMEHTE (IUIATEKHOM MOPYYEHUH,
aKKpeIUTUBE, YEKe, BeKcele, TPeOOBaHUHU, TOPYUCHUH, aKTe, I0TOBOPE U T.J.) IS
MPU3HAHUS €r0 ACHCTBUTENbHBIM. KaXX bl pEKBU3UT JOJIKEH. .. ...

DuHAHCOB0O-KPEOUMHBLU IHYUKIONEOUUEeCKULL CJLOBADD


http://www.edou.ru/enc/docs/detail.php?ID=2494
http://www.edou.ru/enc/docs/detail.php?ID=2494
http://www.edou.ru/enc/docs/detail.php?ID=2494
http://www.edou.ru/enc/docs/detail.php?ID=2494
http://dic.academic.ru/dic.nsf/fin_enc/17482
http://dic.academic.ru/dic.nsf/dic_economic_law/13393/%D0%A0%D0%95%D0%9A%D0%92%D0%98%D0%97%D0%98%D0%A2%D0%AB
http://finance_loan.academic.ru/1524/%D0%A0%D0%95%D0%9A%D0%92%D0%98%D0%97%D0%98%D0%A2%D0%AB_%D0%94%D0%9E%D0%9A%D0%A3%D0%9C%D0%95%D0%9D%D0%A2%D0%9E%D0%92

PeKBU3UTHI __1O0KYMEHTOB - 00s3aTeIIbHBIC CBCACHUA, TMPCAYCMOTPCHHLIC

I[GﬁCTBYI-OHIPIMPI mpaBuJiaMHu HJIA 3aKOHOM IJIsI JOKYMCHTOB, 0e3 KOTOPBIX OHU HC
MOI'YT CIHIYKUTb OCHOBAHHUCM COBCPIICHHA onepaunﬁ. Takumu CBEICHUSIMU
ABJIAIOTCA: HAMMCHOBAHHC U AdTa COCTABJICHUA JOKYMCHTA, HA3BAHUC U aJpCC... ...

Kommepueckas snekmposnepeemuxa. Cnoeapsb-cnpagoyHux

PEKBU3UTHI JOKYMEHTOB — o0s3arenbHble JaHHbIC, MPEIyCMOTPEHHBIC

JEHUCTBYIONMMH TPAaBUJIAMU WM 3aKOHOM JJISI IOKYMEHTOB, 0€3 KOTOPBIX OHU HE
MOTYT CITy>KUTh OCHOBAaHHEM COBEPIICHUS ONepaIuiu ...
bonvuwoii sxonomuyeckuil cnosapo

PeKBHU3HUTBI __JIOKYMEHTOB — 00s13aTeNbHbBIC JaHHBIC, TIIPCAYCMOTPCHHBIC

JNEUCTBYIOITUMHU TPaBUJIaMU WJIM 3aKOHOM JJIsl IOKYMEHTOB, 0€3 KOTOPBIX OHU HE
MOTYT CIIY>KUTbh OCHOBAaHHUEM ISl COBEPILICHUS OIEPALUH ...

Kpamkuﬁ Cjl106apb OCHOBHbLX J1€C0B800CMBEHHO-IKOHOMUYECKUX mepmuHos


http://commercial_electric_power.academic.ru/2285/%D0%A0%D0%B5%D0%BA%D0%B2%D0%B8%D0%B7%D0%B8%D1%82%D1%8B_%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%B2
http://big_economic_dictionary.academic.ru/12990/%D0%A0%D0%95%D0%9A%D0%92%D0%98%D0%97%D0%98%D0%A2%D0%AB_%D0%94%D0%9E%D0%9A%D0%A3%D0%9C%D0%95%D0%9D%D0%A2%D0%9E%D0%92
http://forestry_economic.academic.ru/1008/%D0%A0%D0%B5%D0%BA%D0%B2%D0%B8%D0%B7%D0%B8%D1%82%D1%8B_%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%BE%D0%B2

IlepBblii yueOHblii Bonpoc — IloHATHE peKkBU3UTA

Kaxnplii JTOKYMEHT COCTOUT U3 JJIEMEHTOB, KOTOPBbIE Ha3bIBAKOTCA
peKBU3UTaAMU. PasnuuHble JOKYMEHThI HUMEIOT pa3Hbli Ha0Op pPEKBU3UTOB.
COBOKYITHOCTh ~ PEKBU3UTOB, OIPEACIEHHBIM 00pa3oM  pacloJIOKEHHBIX B
JIOKyMEHTE, COCTaBJseT GOPMYJISIp 3TOTO JOKyMeHTa. DOopMyIIsipbl, XapaKTepHbIe
JUISL ONPECICHHOTO BHJA JOKYMEHTOB HAa3bIBAIOTCS THUIOBBIMH. [ 'paduueckue
MOJIENTA WM CXEMbI TOCTPOCHHSI JIOKYMEHTOB HUMEIOT Ha3BaHUE «(POpMYyIIsIp-
oOpazery.

I'paduueckas moaens oOpasia nokymenTa ycranapnupaeT (Coaaiag Ne_ ).

— dbopmaTel U pa3Mmephl MOJEH JOKYMEHTOB, BXOISIIUX B COCTaB
YHU(DUIUPOBAHHON CHUCTEMBI JJOKYMEHTAIINH;

— TpeOOBaHUS K MOCTpoeHur ¢opmysgpa — oOpasia: OCHOBHBIC
PEKBHU3UTHI, MPABUJIA UX PACIIOJIOKEHUS U TPeOOBaHUS K OJIaHKaM.

Dopmynap-oopazey Ookymenma (Caaupg Ne ) - modenv nocmpoenus
O0OKYyMeHma, yCmanaeaiuearnwias oodnacme npumMeHeHus, gopmamaol, paimepol
nonei, mpedoeanus K HOCMPOEHUI0 KOHCMPYKUWUOHHOU CemKU U OCHOBHblE
Ppexeuzumol.

I'OCT P 6.30 - 2003 ompenenser 30 peKBU3UTOB JII OPraHU3AIMOHHO-
pacCloOpSIUTENBHBIX JOKYMEHTOB, BXOISIIMX B YHU(DHUIIMPOBAHHYIO CHUCTEMY
opraHu3alMoHHO-pacnopsiauTenbHor  pokymentanuu  (YCOPJ).  Cranmapr
SBJISIETCS. HOPMATUBHO-TEXHUYECKUM (2 HE HOPMATUBHO-TIPABOBBIM) IOKYMEHTOM.

Jliist opopMIIeHUsT OpraHU3aMOHHO-PACTIOPSIIUTENBHBIX JOKYMEHTOB, KOTOPBIE
BKiroueHbl B OKY [, 'OCT P 6.30-2003 B HacTos1IEE BpEMS SBIISETCS BaXKHEUILINM
pErIaMEHTUPYIOLIUM HOPMATUBHBIM JIOKYMEHTOM.

B cocraB pekBu3uTOB BKIAKWYEHbI (Coaaiag Ne ):

1. PexBu3UTHI, OTpaKkarOUIME TMPOIECCHl CO3JaHUA CAMOTO JOKYMEHTA,
o0ecrieueHus ero PUINIECKON CUJIbL:

— aBTOoD;

— J1aTa;



— pPETrUCTPALMOHHBIA HOMED;

— HAaMMEHOBAHUE BUA;

— TEKCT;

— MNOJATNCE;

2. OTMETKH Ha JOKYMEHTE, BO3HUKAIOIIME B TPOIECCE €0 MOJATOTOBKU:

— BU3bI COTJIACOBAHUS JJOKYMEHTA;

- OTMETKA 00 UCIIOJHUTEIIC;

— OTMETKA O HAJIMYUU MPUITIOKEHUH;

3. OTMeTKH, BO3HUKAIONIME B MPOLECCE MOCICAYIONIEH TEXHOJIOTUYECKON
00pabOTKH TOKyMEHTA B JCJIOMPOU3BOICTBE:

— OTMETKA O MOCTYIUIEHUU JOKYMEHTA B OpraHU3aluIo;

— OTMETKA O KOHTPOJIE U JIp.

C yuemom mpedosanuil Oeilicmeyruieco 3aKOHO0AmMeNbCmea, Komopoe
aenaemcs SaCHeUUM OP2aHU3AUUOHHBIM OCHO8aHUEM onsa
OOKYMEHMUPOBAHUA, 6 COCHMAE PEKGU3UMOE GKII0YEeHbl HOBble, N0360AI0UiUe
udenmuduuuposams ropuouydeckoe 1uyo — aemopa 0okymenma (Ciaaimag Ne_ ):

- 05 — OCHOBHOW TOCYJAapCTBEHHBIN PETHUCTPAIMOHHBIN HOMEP
(OI'PH) ropuauueckoro Juia;

— 06 — wuaeHTU(UKAIMOHHBIA HOMEpP HAJOTOIUIATENbIIUKA/KOT
MIPUYHUHBI TOCTAHOBKH Ha (Haymorosbii) yuet (MHH/KIIIT).

[Ipon3onuio yroyHeHHWE Ha3BaHUSI PEKBU3UTA «II€4aThb» — PEKBHU3UT 25 B
CTaHJapTe Ha3BaH «OTTUCK MedaTw», Ha3zBaHue pekBuszuta 30 «uaeHTUUKATOP
AJIEKTPOHHON KOMHHU JOKYMEHTa» 3aMEHMJIO Ha3BaHHUE PEKBU3HUTA 29 — «OTMETKA
JUUIS1 aBTOMATHYECKOTO TTOMCKA JOKYMEHTA.

C yd4eToM cXeMbl PACHOJIOKEHUS] PEKBU3UTOB 3aKPEIUISIIOTCS JIBa BapvaHTa
OJJaHKOB — YIJIOBOM M MPOMOJBHBIM, KAXKIBIM M3 KOTOPBIX HUCIOJIB3YETCS IO
YCMOTPEHUIO TMPEANPUSATUS WU OpraHu3aluu. PacronokeHue peKBU3UTOB W
rpaHullsl 30H Ha popmate A4 mpogonabHoro 6anka npuBeaeHb! Ha (Caaiige Ne_ ).

PexBu3uTHI ynpaBjieHuyecKkux 10kymMeHToB (Caaiig Ne_ ):

01 - I'ocynapctBennslii repd Poccutickoit denepaiuy;

6



02 - rep6 cyonekTa Poccuiickoit denepanuu;

03 - sm0Oyiema opraHu3aliy Wid TOBapHBIN 3HAK (3HAK OOCITY)KUBAHUA);

04 - xon opraHuzanuu;

05 - OCHOBHOW TOCYyJapCTBeHHBIH peructpanuonnsii HoMmep (OI'PH)
IOPUINYECKOTO JIUIIA;

06 — wuACHTH(UKANMMOHHBIA HOMEpP HAJOTOIUIATEIBITNKA/KOA TPUIHHBI
noctanoBku Ha yueT (MHH/KIII);

07 - xox popMBbI TOKYMEHTA;

08 - HaumeHOBaHHE OpTraHU3aINY;

09 - cipaBoYHBIC TaHHBIC 00 OpPraHU3alINH;

10 - HaumMeHOBaHME BUJIa TOKYMEHTA,

11 - naTa MTOKyMeEHTa;

12 - peructpaiiioOHHBII HOMEpP TOKYMEHTA;

13 - cchuIKa Ha PErUCTPAIIMOHHBIN HOMEp U 1aTy JOKYMEHTA,

14 - MecTO coCTaBJICHUS WU U3/IaHUS TOKYMEHTA;

15 - anpecar;

16 - rpud yTBEpKACHUS TOKYMCHTA;

17 - pe3omtonus;

18 - 3aroyI0BOK K TEKCTY;

19 - oTMeTKa 0 KOHTpPOJIE;

20 - TEeKCT IOKYMEHTAa;

21 - oTMeTKa O HAJTMYHUH TTPUITOKEHUS;

22 -TIOMIINCH;

23 - rpu corjacoBaHus JOKYMEHTA,

24 - BU3BI COTJIaCOBaHUS JOKYMEHTA,

25 — OTTHUCK IIeYaTu;

26 - OTMETKa O 3aBEpPEHUH KOIHH;

27 - oTMETKa 00 UCIIOJIHUTEIIE;

28 - oTMeTKa 00 UCTIOJHEHUHU JOKYMEHTa U HANPaBJIEHUH €r0 B JIEJI0;

29 - oTMEeTKa 0 NOCTYIJIEHUU JIOKYMEHTA B OPraHU3alHIo;



30 - ngeHTH(PUKATOP PIEKTPOHHOMN KOMUU JOKYMEHTA.
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Crmaig Ne - PacnionosxeHne pekBU3UTOB U TpaHULbI 30H Ha popMmare A4

MPOJIOJIBLHOTO OJIaHKa

Cranpapt gaeT MakCUMalIbHbI HAO0Op PEKBU3UTOB, KOTOPbIE MOTYT OBITh
WCIIOJIb30BaHbl MpU O(POPMIICHUH JTOKYMEHTOB. B KOHKpETHOM NOKyMEHTE OyJneT
TOJILKO YaCTh PEKBU3UTOB, MECTO JJISI KOTOPBIX OUEPUYEHO rpadUUecKy.

I'ocynapcrBennblii repd Poccuiickoii denepanun nmomMemaercss Ha OJaHKax
JIOKYMEHTOB B COOTBETCTBUH ¢ DeiepanibHbIM KOHCTUTYITMOHHBIM 3aKoHOM (CJiaiia
Ne_ ).

I'epd0 cyobexkta Poccumiickoii Penepaumu odopmisiior Ha OiaHKax
JIOKYMEHTOB B COOTBETCTBHM C NIPaBOBBIMU akKTamMu CcyObekTOoB Poccuiickoii
®enepaunn (Cmaiin No ). lmamerp n3oOpaskeHusi repda HE JOJKEH MPEBBIIATH
20 mMm.

OMOJieMy OpraHM3aluM WM TOBAPHBIA 3HAK (3HaK OOCIIy>XKHWBaHUs)

HCIOJIB3YIOT Ha OJIaHKaX OpraHu3aIuii Bcex (opM COOCTBEHHOCTH B COOTBETCTBHUH C



yctaBoM (momoxkenmeMm o0 opranusanuu) (Caaiim Ne ). DmOnemy He
BOCIIPOM3BOAAT Ha OJjaHKe, €ClIM Ha HEeM MoMelleH [ocyaapcTBeHHbIH TepO
Poccuiickoit @enepanuu ninu repd cyonekta Poccuiickoii denepanuu.

Ko opranmsamum mnpocrtaBisioT no OOIIepoccuiickoMy KiacCUpUKaTOpy
npeanpustuid u opranuzanuii (OKIIO) unu no O6mepoccuiickoMy KiiaccupukaTopy
oprasoB rocyaapctseHHoro ynpasienus (OKOI'Y).

Koa dopmbl goKymMeHTa TpOCTaBIAIOT Ha OnaHke 1o OOHIEpOCCHUHCKOMY
kjaccudukaTopy ynpasieHdeckoi nokymentauuu (OKY I).

HauMeHnoBaHne opraHuszanuu, SBISIONICHCS aBTOPOM JTOKYMEHTA, JOJIKHO
COOTBETCTBOBATh ~HAMMEHOBAHUIO, 3aKPEIUIEHHOMY B €€  yUYpEeAHUTENIbHBIX
JIOKyMEHTaX M yKa3bIBaeTcCsi 00s13aTEIbHO BHE 3aBHCHUMOCTH OT TOTO M3TOTOBJIEH
JOKyMEHT Ha Onanke wim 6e3 Hero. Ilpu HeoOxoammocTu HajJ HAWUMEHOBAaHHUEM
OpraHM3alyy MOMEIIAETCS] HAMMEHOBAHUE BBIIECTOSIETO BEAOMCTBA.

HaumenoBanus opranuzanuii cyonektoB Poccutickoit denepainiu, nMErOMmx
Hapsily C PYCCKUM SI3bIKOM B KAau€CTBE T'OCYJapCTBEHHOTO HAIMOHAIBHBINA SA3BIK,
neyaTaroT Ha IBYX S3bIKAaX - PyCCKOM U HAIlMOHAJIBHOM.

HaumeHnoBanue punnana, TEPPUTOPHUAIBLHOTO OTAEIICHUS,
MPEACTABUTENIbCTBA, CTPYKTYPHOIO OAPA3ACICHUS OPraHU3alUH YKa3bIBAIOT B TOM
cillyyae, €ClIi OHO SBJIETCS aBTOPOM JOKYMEHTa, M paclojlaraloT HUKe
HAUMEHOBAHUS OpTraHU3aluh. ABTOPOM JOKYMEHTa MOXET OBITh JOJIKHOCTHOE
JIUII0, TIPEACTABIISIIOIIEE OPTaHU3ALUIO.

CnpaBoynblie JaHHbIe 00 OpPraHM3alMU BKJIOYAKOT: TOYTOBBIA aJpeEC;
HOMEpa TeNeQOHOB U JIPYyTrHMe CBEACHHUS MO YCMOTPEHHUIO OpraHu3anuu (HoMmepa
(bakcoB, TEJIEKCOB, CYETOB B OAaHKE, aJIPEC JIEKTPOHHOM MOYTHI U Jp.).

HanmenoBanne BHJAa  JOKYMEHTa, COCTaBJIEHHOIO WM  HU3JAHHOTO
OpraHu3aluen, J0JKHO COOTBETCTBOBATh BUJAM JIOKYMEHTOB, MPEIYCMOTPEHHBIM
YCOP/I. B nuceMe HauMEHOBAaHUE BU1a JOKYMEHTA HE YKa3bIBAIOT.

Jata opUUMATBLHOTO JHOKYMEHTA - PEKBU3UT OQUIMAIBHOTO JIOKYMEHTA,
coJlepKallliii yKa3aHHOE Ha JOKYMEHTE BpeMsl €ro CO3[aHus U (WJIK) MOJAMUCAHUSA,

YTBEPXKACHUS, MIPUHSATHS, corjlacoBaHMs, omyOJIMKOBAHUSI. Haroit



pacropsiAUTEIBLHOTO TOKYMEHTA SIBJIIETCS JaTa €ro NOANUCAHUs UM YTBEPKICHUS,
JUTSl TIPOTOKOJIA - JlaTa 3aceanus (MPUHATHUS PELIeHUs), A aKTa - JaTa COOBITHS.
Ecin aBTropamMu HOKyMEHTa SBJISAIOTCS HECKOJBKO OpraHU3aluid, TO OaTOMU
JIOKyMEHTa SBJISETCSl HauOosiee TO3AHsSSA Jaara mnonanucanus. Jlaty HOKyMeHTa
opopMIIstOT apaOCKuMH HHPpaMu B CIEAYIOIMIEH IOCIEI0BATENLHOCTH: JEHb
Mecsiia, Mmecsu, roj, Hampumep: 05.01.2000. Homyckaercst odopmieHue IaThl B
CIeAYIONIel TMOCIeN0BaTeIbHOCTU: TOJ, Mecsl, JeHb Mecdamna. Hampumep:
2000.01.05. Mo»xHO MCHIOJIB30BaTh CIOBECHO-IIU(POBOM ciocod opopMiIeHus AaThl
(0e3 xaBbruek), Hanpumep: 1 mapra 2000 r.

PerncrpannoHHbIA HOMEP JOKYMEHTa COCTOUT U3 €r0 MOPSIAKOBOIO HOMEpA,
KOTOPBI  MOXHO  JONMOJHUTh IO YCMOTPEHHMIO OpraHu3allud  HHIACKCOM
CTPYKTYpHOTO TOJpA3ACIICHUsl, HWHIAEKCOM Jiela 1O HOMEHKJIAType Jell,
uH(pOopMaIeil 0 KOPPECTIOHEHTE, UCTIOTHUTENSIX U Ap. CBEJEHUsIMU Haripumep, 01-
07/5. PeructpalliOHHBI HOMEpP NOKYMEHTA, COCTABIICHHOTO COBMECTHO ABYMS U
OoJiee opraHu3aIusIMU, COCTOUT U3 PETUCTPAITMOHHBIX HOMEPOB JOKYMEHTA KaXK 10
W3 9TUX OPraHU3allUi, MPOCTABIAEMBIX Yepe3 KOCYIO UepTy B MOPSIKE yKa3aHUS
aBTOPOB B TOKyMeHTE, Hapumep, 90/97.

Ccbllka Ha PETHCTPALIMOHHBII HOMEp M ATy JOKYMEHTa BKIIKOYAET
pPErUCTpAllMOHHBIN HOMEpP W JaTy JOKYMEHTa, Ha KOTOpBIM JaeTcs OTBET H
odopmIIsieTcst TOIBKO Ha OJIaHKE TUChMA.

MecTto cocTaBieHus: WM U3AaHUS JOKYMEHTa YKa3bIBalOT B TOM Cliydae, €Ciu
3aTPYIHEHO €Tr0 OMpPEAECICHHUE MO peKBU3WTaM "HamMeHOBaHME OpraHu3anuu’ u
"CnpaBouHble AaHHbIE 00 opraHm3anuu. MeCTO COCTaBJICHUS WIM H3JIaHUS
YKa3bIBAIOT C yUETOM MPUHITOTO aIMUHUCTPATUBHO-TEPPUTOPHUATILHOTO JICJICHUSI, U
OHO BKJIIOYAET TOJIbKO OOIIENPUHSTHIE COKpaIlleHUs. MecToM COCTaBiIEHUS WU
W3IaHUS OPTaHU3ALMOHHO-PACIIOPSAIUTEIbHBIX JOKYMEHTOB CUHMTAETCS MECTO
perucTpanyu PUINIECKOTO JUlIA.

I'pud orpanuveHusi aocrtyna K JOKYMEHTY - PEKBU3UT O(PUIMATIBLHOIO
JIOKyMEHTa, CBUJIETEIbCTBYIOIMH 00 ocoboM  Xxapakrepe HMH(PpOpPMALINH,

OTrpaHUYMBAIOLIMI KPYT MOJIb30BaTeNel JoKyMeHTa. ['pud orpaHnyeHust 10CcTymna K
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JOKYMEHTY (CEeKpeTHO, KOH(HIECHIIMATbHO U JIp.) MPOCTABISAIOT 0€3 KaBbIUEK HA
NEPBOM JIUCTE JOKYMEHTA Ha BEPXHEM YIUIy CIpaBa, U €ro MOXHO JOMOJHUTH
JAHHBIMHU, TIPEYCMOTPEHHBIMHU 3aKOHOJIATENILCTBOM 00 MH(OpPMaILIMK, OTHECEHHOM
K TOCYJJapCTBEHHOM TaliHe U KOH(PHUICHIIMATEHON NH(GOPMAIIHIH.

B kauectBe azapecara MoOryT OBITb OpraHU3allMM, HX CTPYKTYpHbBIC
NOJpa3/eNeHusi, JOJDKHOCTHblE WM  (usmyeckue Jsmna. HaumeHoBaHue
OpraHu3alid U €€ CTPYKTYpPHOrO MOJApa3/CIICHUs] YKa3bIBAlOT B HMMEHUTEILHOM
najexe.

I'pud yrBep:xkaeHHs] TOKYMEHTA: PEKBU3UT O(DUIIMATBLHOIO JOKYMEHTA,
MPUAAIOIINN HOPMATUBHBIN WIHM MPABOBON XapaKTep €ro cojep:kaHuio. JJoKyMeHT
YTBEPKIAETCSA JTOJDKHOCTHBIM JIUIIOM (JIOJDKHOCTHBIMM JIMIIAMU), KOJUIETUAIbHBIM
OpraHOM WJIM CHEIUalbHO U3/JaBaeMbIM JIOKyMeHTOM. lIpu yTBepxkaeHuun
JIOKyMEHTA JIOJDKHOCTHBIM JIUIIOM TpU( YTBEPKIEHUS JOKYMEHTA JIOJKEH COCTOSTh
u3 ciaoBa YTBEPX/IAIO (6e3 kaBblueK — MPONHUCHBIMUA OYKBaMH), HAUMEHOBAHUS
JOJDKHOCTH JIUIIA, YTBEPKIAIOIIETO IOKYMEHT, €ro MOANNCH, HHUITHAIOB, (haMuIuu
U J1aThl YTBEPKICHHUS.

Pe3osronust JOKyMeHTAa: PEKBU3UT, COCTOSIINM U3 HAANMUCUA HAa JOKYMEHTE,
CAEIIAHHOW TOJKHOCTHBIM JIMIIOM M COJIEpKALIEH TPUHATOE UM PELICHUE.

Pe3osnonus muIeTcst Ha TIOKYMEHTE COOTBETCTBYIOIINM JOJKHOCTHBIM JIUIIOM
U BKJITIOYaeT (paMWINK WCTIOHUTENCH, COJEpPKaHNe MOPYUYCHUSs, MOJANUCH U JaTy,
HarpuMep: 3arojioBOK K TEKCTYy OQHUIIMAIBHOTO JOKYMEHTA: PEKBU3UT JOKYMEHTA,
KpaTKO M3JIaralolluil ero cojep:kaHue. 3arojoBOK COrjacyercs ¢ HAMMEHOBAaHUEM
BUJIa IOKYMEHTa M MOXET OTBEYaTh Ha BOIPOCHL: O 4eM (0 KOM)?, 4ero (Koro)?,
(xromy?), K Tekcty mokyMeHTOB, 0hOpMIICHHBIX Ha OjlaHKax A5, 3aroJIOBOK MOXKHO
HE COCTaBJISATh. 3aroJOBOK pAacMoJiaraloT CJeBa cpa3y OT IMOJed Haa TEKCTOM,
OTCTYIUB OT HaJMucen Oanka 2-3 MEKCTPOUHBIX MHTEPBAIA.

Cam 3arosoBOK JIOJKEH COAepKaTh He Oosiee 28 3HAKOB U NeyaTaThes yepe3 1

HHTCPBAJI, €CJIM COCTOUT M3 IBYX CTPOK.
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OTMeTKa 0 KOHTPOJIE - 3TO OTMETKA O KOHTPOJIE 32 UCTIOJHEHUEM JOKYMEHTA,
KoTopyro obo3Hayarotr OykBoit "K", ciioBom wim mrammnom "KonTposb", Ha JeBOM
1oJie JOKyMEHTa Ha YPOBHE 3aroJIOBKA K TEKCTY.

TexceT opuuMaAIBLHOrO JOKYMeHTA: nHbOpMaIHs, 3aQUKCUPOBAHHAS JTFOOBIM
TUIIOM MMChMa WK JII000M CHCTEMOM 3BYKO3aIMCH, 3aKII0Yalolas B cebe BCIO WIH
OCHOBHYIO 4acTb peueBoi MH(popManuu JoKyMeHTa. TeKCT JOKyMEHTa COCTABIISIIOT
Ha PYCCKOM WJIM HAIIMOHAJIBHOM S3bIKE B COOTBETCTBUU C 3aKOHOAATEIHCTBOM
Poccuiickoit @enepanuu u cyonrekroB Poccuiickoit denepanuu o rocyJapcTBEHHBIX
S3BbIKAX.

IMoanucek - PEKBU3UT JIOKYMEHTA, MPEICTABIISIOIAN coboit
COOCTBEHHOPYUYHYIO POCHHUCH MOJTHOMOYHOTO JOJKHOCTHOrO Jnna. B coctaB
pexBuzuTa "lloanuce" BXOASAT: HAMMEHOBAHUE JOJDKHOCTH JIMIIA, IMOJIMHCABIIETO
JOKYMEHT (TIOJIHOE, €CM JOKYMEHT ojopmieH He Ha OJaHKe IOKyMEHTa, U
COKpalleHHOE - Ha JOKyMEHTE, O(QOpMIICHHOM Ha OJaHKe); JIMYHAs MOAMUCH;
pacmmdpoBKa TOANMUCH (MHUTIAATIBI, (DaMIIINS).

I'pud corsacoBanmsi - peKBU3UT ODUIIMATBLHOTO JOKYMEHTA, BhIPAKAIOUTUN
COTJIacH€ YUPEKJICHHS UIIA €0 OpraHa, He SIBJISIFOLIErocsl aBTOPOM JJOKYMEHTA, C €ro
comepkanremM. ['pud  cormacoBaHus  JOKyMeHTa  COCTOMT W3  CIIOBa
COI'JTACOBAHO (meuaraercst nponucHbIMU OyKBaMH, 0€3 KaBBIYEK), JOJIKHOCTH
U@, C KOTOPBIM COTJIACOBBIBAECTCS JOKYMEHT (BKJIOYas HaWMMEHOBaHHE
OpraHu3alyu), IMYHOU MOAMKUCH, pacIIuPPOBKHU MOJNUCH (MHULIMATIOB, (aMUINH) U
JIaThl COTJIACOBAHUA.

Bu3a coriiacoBaHusi JOKYMEHTAa - PEKBU3UT JOKYMEHTA, BbIPAXKAIOLIUN
corjacyue Win Hecorjlacue AOKHOCTHOIO JIMIAa C COAEPKaHUEeM TOKYMEHTA.

CornacoBaHue JOKYMEHTA B IPEJEIax OJHOW OpraHu3aiuu 0pOpMIISIOT BU3OM,
KOTOpasi BKJIIOYAaeT HAMMEHOBaHUE JOJDKHOCTH W TOAMNHUCH BU3UPYIOUIETO,
pacminpoBky mnoanucu (MHULMAIBL, (amuiug) U gary lledath 3aBepsieT
MNOJJIMHHOCTh TMOJNUCH JOKHOCTHOTO JIMIIa Ha JOKYMEHTAaX, MPEIyCMOTPEHHBIX
CHelHUaIbHBIMA HOPMATUBHBIMM akTaMu. Hanpumep, T0KyMEHTBI, y10CTOBEPSAIOLIUE

npasa Jinll, GUKCUPYIOIINE (PAKTHI, CBSI3aHHbBIE C PUHAHCOBBIMH CPEJCTBAMU U AP.
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[Tpu 3aBepeHNH COOTBETCTBHS KONTUH JOKYMEHTA MOIJTMHHUKY HIKE PEKBH3UTA
«[Tonmuce» MPOCTABISAIOT: 3aBEPUTENBbHYIO HAANUCh «BepHO»; MOHKHOCTD JIHIIA,
3aBEPUBIIETO KOMUIO; JUYHYIO TMOIMKNCH, PACIIU(GPOBKY MOAMUCH (MHUILIAAIBI,
dbaMunuio); 1aTy 3aBepeHUsI.

OTmeTka 00 HCIIOJIHUTEIIE BKITIOYAET (paMuiIuio (MM paMUIINIO, UMs, OTYECTBO)
UCIIOJIHUTENSL JOKyMEHTa W HoMep ero tenedoHa. OTMETKy 00 HCIOJHHUTENE
pacrojarairoT Ha JIMIIEBONH CTOpPOHE WM OOOPOTHON CTOPOHE IMOCIETHEro JHCTa
JOKYMEHTa B JICBOM HIDKHEM YTy Ha 2-4 WHTEpBaJia HIDKE PEKBU3UTA IIOJITUCHY,

neyaTaroT OT JICBOI'O ITOJIA.
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Bropoii y4eOnblii Bompoc - TpeGoBanusi K OJaHKaAM JOKYMEHTOB H
M3rOTOBJICHHIO JOKYMEHTOB

CnyxeOHble JOKYMEHThl HW3TOTOBJISIIOTCS M pa3MHOXKAIOTCS Ha Oymare
CTaHaapTHOTO opmara.

buaank noxymenra (Caaiig Ne__ ) - HabOp peKBU3UTOB, HACHTU(PUIUPYIOIIUX
aBTOpa 0(UUNATBEHOTO TUCEMEHHOI'O JOKYMEHTA.

bnanku 1OKyMEHTOB B YHU(MUIMPOBAHHON CHUCTEME OpraHU3alMOHHO-
pacnopsIuTeNbCKON JOKYMEHTALMH JOJKHBI UMETh OISl He MeHee, MM: 20 - JIeBoe,
10 - mpaBoe, 15 - BepxHee, 20 - HIKHEE.

JUig opraHuMsanuy, €e CTPYKTYPHOTO IIOApAa3AeieHus, NOJDKHOCTHOIO JIMLA
YCTaHABJIMBAIOT CJICIYIOIINE BU LI OJJaHKOB JOKyMeHTOB (Caaiig Ne_ ):

1) obmuii G6iank; 2) OGyaHk muchbMa; 3) GIaHK KOHKPETHOTO BUJA JOKYMEHTA,
KpOME MHChMa.

OO0mumii 0JIaHK MCIIOJIB3YIOT JJI U3TOTOBJICHHS JIFOOBIX BUAOB IOKYMEHTOB.

bBiaaHku CTPYKTYpHOro moapasjiejieHMsl OPTaHHM3alUU WIH JOJKHOCTHOIO
JUIla TPOEKTUPYIOT B TOM CcCllydae, €ClIM PYKOBOAMUTENb TOJpa3JeieHUs WU
JOJHDKHOCTHOE JIMIIO MMEIOT MPaBO MOAMUCH. MOXHO HPOEKTUPOBATH OJIAaHKH C
YTJIOBBIM WJIN ITPOJIOJIBHBIM PACIIOJI0KEHUEM PEKBU3UTOM.

OOmmii 0JaHK B 3aBUCUMOCTH OT YYPEAUTENbHBIX JOKYMEHTOB OpraHU3aluu
BKJIIOYaeT pekBU3uThL: ['ocynmapctBenHwii rep0 Poccuiickoit ®expepanuu, repod
cyobekta Poccuiickoii ®epepanun, smMOiieMa OpraHu3alii WM TOBapHBIA 3HAK
(3HaK oOpraHu3anuu), KOJ OpraHu3aliid, HAaMMEHOBAHHME OpraHU3alud, MECTO
COCTaBJICHMSI MJIU U3JJaHMsI IOKyMEHTA. Ha 0011eM OJIaHKe pa3MelaloT OTMETKH JIs
PEKBU3UTOB JaTa U PErUCTPAlMOHHBIN HOMEp TOKYMEHTA.

baank nucbMa B 3aBUCUMOCTH OT YUPEIUTENbHBIX JOKYMEHTOB OpraHU3alun
BKJIIOUAeT pekBu3UTH: ['ocymapctBeHHbId repd Poccuiickoit ®depepanuu, repbd
cyobekra Poccuiickoii @enepanuu, smMOiieMa OpraHv3alMi WM TOBapHbIA 3HAK
(3HaK OoOCTYy>KMBaHUS), KOJl OpraHU3aluu, KoJ (HOpMbI JOKYMEHTa, HAUMEHOBAaHHUE
OpraHM3alliM, CIPaBOYHbIE JaHHbIE 00 OpraHu3alud M IMpU HEOOXOAUMOCTH

OIrpaHUYUTCIbHBIC OTMCTKH AJI BCPXHHUX I'paHUIl 30H PACIIOJOXKCHHA PCKBU3UTOB!
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JaTa  JIOKYMEHTa, pEruCTpPAllMOHHBIA  HOMEp  JOKYMEHTa, CChUIKa Ha
PEruCTpallMOHHBIN HOMEP U 1aTy JOKYMEHTA.

Ecnu oOumit OnaHk JOMOJMHUTH, HAaMMEHOBAaHHMEM BHUAA JOKYMEHTAa OH
CTAaHOBUTCSl OJIAaHKOM JTOr0 BHJAa (Hampumep, npukasa). Bo3MoxkHO co3naHue
OlaHKa Ha JABYX S3bIKAaX, €CIIM OpraHU3alMs BEIeT NEPENHCKy C 3apyOe’KHBIMU
napTHEPaAMHU.

['epOoBbIe OMaHKM MOTYT CO3/1aBaThCsl TOJBKO THUIOTPAPCKUM CIIOCOOOM Ha
NOJIUTpaUUYECKUX MPEANPUATUSIX, HMEIOIIMX CBUAETEILCTBO HAa TaKOHW BHJ
NeATeNbHOCTH. DTH OJaHKM mojiexar ydyeTy. Kpome mnepednciieHHbIX OJaHKOB
MOTYT CO3/1aBaThCsl OJIAHKU MUChMa CTPYKTYPHBIX MOAPA3/ICICHUN U TIOJKHOCTHBIX
UL,

JIOKyMEHTBl JOMYCKaeTCsl M3rOoTaBIMBATh HA MUIIYIIEH MaIllMHKE WA MpU
MOMOIIY TIeYaTaroNINX YCTPOUCTB, CPEACTB BBHIUUCITUTEIHHON TEXHUKH.

OTtpaenbHbIE BHYTPEHHHE JOKYMEHTBI, aBTOPAMH KOTOPBIX  SBIISIOTCS
JIOJDKHOCTHBIE JIMIIA, JOMYCKAeTCsl MHUcaTh OT PYKU (3asiBIIEHHE, OOBbSICHUTEIbHAS
3anucka U T.1.). [Ipu U3roToBiIeHNN JOKYMEHTOB Ha JIBYX U 00Jiee CTpaHMIIaX BTOpas
Y TIOCJIEAYIOIIUE CTPAHULIBI JOJKHBI ObITh MPOHYMEPOBAHBI.

HoMmepa cTpaHull NOpOCTaBISIIOT TOCEPEIMHE BEPXHETO IMOJs  JIUCTA.
JlomyckaeTcsi medataHue JOKYMEHTOB C HCIOJIb30BaHUEM OOOPOTHOM CTOPOHBI
JIUCTA.

Bce pekBU3UTHI TOKYMEHTa (KpOME TEKCTa), COCTOSAIIME U3 HECKOJIBKUX CTPOK
NeYyaTaroTCs Yepe3 OJUH MEXCTPOUHbIA MHTepBas. COCTaBHbIE YAaCTH PEKBU3HUTOB
OTHENSAI0T Apyr oT napyra 1,5-2 untepBana. PexBusutel odopmisitor yepes 2-3
UMHTEpBaia Apyr oT Apyra. MakcumanbHas JJIMHA CTPOKH KaXIOro PEKBH3UTA
(kpome TekcTa) - 28 3HaKOB. TEKCT MOKyMEHTa redararoT uyepe3 1,5 unreppana (Ha

Omankax A4).
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3akiroueHue

B cucremax 3JIEKTPOHHOIO JIOKYMEHTOOOOpOTa TPYAOEMKHI IMpolecc
bopMHpPOBaHUS PEKBU3UTOB PA3JIMYHBIX THUIOB JIOKYMEHTOB aBTOMAaTH3UPOBAH
(Cnaiinx Ne_ ). HeobOxoaumbie Uisi YCHENIHOTO BEACHHS JTIOKYMEHTOOOOpOTa
pEruCTpalMOHHbIE KApTOYKH JOKYMEHTOB CO3Jal0TCs 0€3 MpOorpaMMHUPOBAHMUS
aAMUHUCTPATOPOM JOKYMEHTO00OpOTa CUCTEeMbI. [[1s1 KaXkJIoW perucTpallioOHHON
KapTOUYKM BO3MOXKHO 3aJaTh CBOM MEPEYEHb PEKBU3UTOB, MApPUIPYTHBIX CXEM
JBIKEHUST TOKYMEHTOB, MpaBujia (OPMUPOBAHUS aBTOMATUUYECKON HyMepaluud U

poYue MapaMeTpsl.

Jlekuuio pazpadorasn:
Houent xadeapsr UC
K.T.H., IOIIEHT

«_» 202 r. B.E. Paukos
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