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I_Ie.]'ll/l H 3aJ1a41 OCBOCHHUSA TUCHHUITINHDBI

]_ICJ'ISIMI/I OCBOCHHA TUCHUIINIMHBI ABJIAKOTCA IMOJYUCHHUEC MPEACTABICHUA O TOKYMEHTHUPO-
BaHHUH praBJIeH‘-IGCKOf/’I ACATCIIBHOCTH Ha NPCANPUATUAX TypHU3Ma U I'OCTCIIPUMUMCTBA, IMOJIy4C-

HUE 3HaHUH, HEOOXOAUMBIX JUIs OyayIIel NPaKTUYECKOH eI TeNbHOCTH.

3aza4amMy OCBOCHHS JUCLUIUIMHBI SIBJISIFOTCSL:
- 3HAKOMCTBO C HOPMAaTHUBHBIMU TPeOOBaHUSAMH K O(OPMIICHHIO JOKYMEHTOB,
JIOTUYHOE MOJIb30BAaHUE MMOHATUSAMHU U TPEOOBAHUSIMU;
- MOJy4EHHE CUCTEMATU3UPOBAHHBIX 3HAHUN O JOKYMEHTUPOBAHUM YIIpaBIIECHYE-

CKoOM ACATCIIbHOCTH, YMCHUC IIPABUJIBHO U I'PAMOTHO COCTaBUTb U O(I)OpMI/ITB HAOKYMCHT.
Teopemuuecxaﬂ yacmo

Buabl opranu3anuoHHO-pacnopsiaAuTeIbHbIX J0KyMeHTOB (OP/])

Cpenu 60ib1IOro pazHooOpasusi BUAOB JENIOBBIX JOKYMEHTOB, OOpallaroIluXcs Ha
IPENIPUATHIX U B OPraHU3alUsiX, OpraHu3alMOHHO-PACIOPAIUTENbHAs yIIPABICHUECKAs JOKY-
meHTanus (OPJl) 3aHuMaeT neHTpajibHOe MecTO. MOXHO yTBEp)K/IaTh, YTO OpraHU3alMOHHAs U
yhpaBieHYecKasl JeATeIbHOCTh IJIaBHBIM 00pa3oM 3aKilouaeTcsl B pa3paboTke W peanu3aluu
pemenuid, pukcupyemeix B OPJI. OPJI sBisercs Hanbosee MHUPOKO UCHOIb3YEMBIM BUIOM JO-
KyMEHTALUH.

OP/I knaccuunupyercss Ha TPU IPYIIIBL:

— pacnopsoumenbHas AOKYMEHTAIus (MIPUKa3bl, pAaCOPSKEHMsI, IOCTAHOBJIECHUS, PEIICHNUS,
yYKa3aHus);
— ungopmayuonHo-cnpagoyras NOKyMEHTalus (MHCbMa, TEJerpaMMbl, Teae(OHOrpaMMBlI,
(akcel, aKTbl, IPOTOKOJIbI, JOKJIAJHbIE U CITyKEOHbIE 3aITUCKHU U Jp.);
— opeanuzayuonHas TOKyMEHTanus (yCTaBbl, MOJIOKEHUS, MpPaBUiIa, MHCTPYKIUH, IITaTHbIE
pacnycaHus).

[TogoOnas kmaccudukamuss OPJl mo3Bosiser o0ecrnmeunTbh OMEPATHBHBIN MOUCK, KOH-
TPOJIb UCIIOJTHEHHUS, CO3/1a€T YCIOBUS ISl YHU(UKALUY JOKYMEHTOB.

Ha opranuzannoHHO-pacliopsiAUTENbHYIO JOKYMEHTALMIO, MPEIyCMOTPEHHYIO YHHU-
(UIMPOBAHHON CHCTEMOW OpraHu3alMOHHO-pacnopsauTenbHoi gokymeHnrtanuu (YCOPJ]) —
IIPUKA3bl, PACIOPSKEHUS, IIOCTAHOBIICHUS, PEIIEHUS, IIPOTOKOJIBI, aKThI, IUCbMA U JIp., KOTOPHIE
(UKCUPYIOT pelIeHus] aMUHUCTPATUBHBIX M OPraHU3aIl[MOHHBIX BOIPOCOB, a TaK)K€ BOIPOCOB

yIpaBJICHUS, B3aMMOJACUCTBUS, 0OECHeUeHUs] U PETYIMPOBAHUS JAEATEIBHOCTU (enepaabHbIX



OpraHOB TOCYJApPCTBEHHOM BJIACTH, OPTaHOB T'OCYJApPCTBEHHOM BJIaCTH CYOBEKTOB Poccuiickoi
®denepanunu, NPeANPUITHIN, OpraHU3aUI U UX 00bEIUMHEHUIN HE3aBUCHMO OT OPraHU3alMOHHO-
npaBoBoi (opmbl U BUA estensHocTH pacnpoctpansercs [OCT P 6.30-2003.

CraHzIapToM yCTaHOBIICHBI: COCTaB PEKBU3UTOB JOKYMEHTOB; TpeOOBaHUs K odopmiie-
HUIO PEKBH3HMTOB JIOKYMEHTOB; TPeOOBaHUS K OJIaHKaM H O(OPMIICHHIO JIOKYMEHTOB; TpeOoBa-
HUS K M3TOTOBJICHUIO, YUETy, UCIOJIb30BAHUIO U XPAHEHUIO OJIAHKOB C BOCIpOU3BeAeHUEM | o-
cynapctBeHHoro repoa Poccuiickoit eneparuu, repbos cyobrekToB Poccutickoit denepanuu.

[TpaBuna u TpeboBanust 'OCT P 6.30-2003 HOCAT yHUBEpCAIBHBIN XapaKTep U HAXOAT
HIMPOKOE TIPUMEHEHUE B APYTUX YHH(PUIIMPOBAHHBIX M HEYHU(DUIIUPOBAHHBIX CUCTEMaX JIOKY-
MEHTAIMK. 3HAHUE dTHX MPABWI U TPEOOBAHUU TO3BOJISCT OBIAJCTh PAIlMOHATHHBIMU TIpUEMa-

MU pabOThI C JOKYMEHTaMH, 3KOHOMUTh BPEMsI Ha UX COCTaBJIEHUE U 00pabOTKYy.

Ne
3aHATHA TeMbl U coiep:kaHue 3aHATHI KoJ1-Bo yacoB
1 Bonpocs! BEIIOTHEHUST KOHTPOJIBHO-KYPCOBOM paOOTHI. 2
Pacnipenenenue 3aganuii 1)1 BHIMOTHEHUSI KYPCOBOM pado-
Thl. OOcyx)neHue rpaduka 3amuT KypcoBoid padoTsl. [Ipe-
3€HTAIIMOHHBIE MAaTEPUAIIBI IPUMEPOB BBIITOJHEHHS KOH-
TPOJIBLHO-KYPCOBOM pabOTHI.

234 CocraBneHue OTACIbHBIX BUAOB PACTIOPSAUTEIBHBIX JTOKY- 6
MeHTOoB. OopmiieHne nprkasa, BHITUCKU U3 MIPUKa3a, pac-
MTOPSDKEHUS

5,6 Odopmrnenue cay)eOHOTo MUChMa 4
7,8 Cocrapnenre nHOOPMAITMOHHO-CIIPABOYHOM TOKYMEHTa- 4
117071
9,10 OdopMmienre opraHU3allMOHHON TOKYMEHTAIIMH 4
11 CocraBieHne J0KHOCTHOW HHCTPYKLUN 6
12 JenoBas urpa: «OdopmieHue T0KyMEHTOB IIpU MTpHUEME Ha 6
padoTy»

13,14 | JlenoBas urpa «JlenoBas mepemnuckay. KOHTpobHBIE Me- 4
poTIpUSITUS

15-17 | IIpe3eHTanMOHHBIE MaTE€pHAIIbl 10 TEMAM KOHTPOJIbHO- 6
KypCcoBOil pabOTHI.

IIpakTnueckoe 3anaTnel
Bomnpocs!l BbIomHEHUs KypcoBoi paboThl. Pacmpenenenue 3amaHuil Ui BBINOJIHEHUS
KypcoBoil paboTel. OOcyxaeHue rpaduka 3amuT KypcoBoil paboTsl. [Ipe3eHTannonHbe MaTe-
pHalbl IPUMEPOB BBHITIOJIHEHUSI KYPCOBOI paboTHI.



IIpakTnyeckoe 3ansatue 2,3,4
CocragJiieHHE OTAeJIbHBIX BUI0B PACIIOPSIATEIbHBIX JOKYMEHTOB

Ilpuka3. OCHOBHBIM paclOPAIUTEIbHBIM JOKYMEHTOM, H3/1aBa€MbIM PYKOBOJIUTEIIEM
OpraHa ymnpaBJeHHs, sBiseTcs npuka3. IIpu ero cocraBieHuM NpPEeAbSABISAIOTCS CEPbE3HBIE TPeE-
O0OBaHMs K YETKOCTH (POPMYJIMPOBOK M OOOCHOBAHHOCTH M3JIaraeMblX (pakToB. MakeT mpukasa
IIPUBE/IEH Ha pucyHke 1.

Texcr mpukasa, Kak IpaBUIIO, COCTOUT U3 JIBYX YacTeil: KOHCTaTUPYIOLIEH U pacropsau-
TeNbHON. B KOHCTaTHpyrolel 4acTy M3JIaratoTcs ey, 3a7a4d U IPUYMHBI U3JaHUs IpUKa3a.
KoHcratupyromas 4acTe npruKa3a HAYMHAETCS CO CIIOB « B CBSI3W», «B LenAx» U T.1. Llenu u 3a-
Jauyl MPEIIICHIBAeMbIX JICHCTBUIA M MPUYMHBI W3aHUS MPUKa3a U3JIaraloTcs B Gopme Ipeasio-
KEHUH C OTIJIar0JbHBIMU CYIIECTBUTEIbHBIMHU, KOTOPBIE COIVIACYIOTCS C YIPABISAIOLIMM CIIOBOM
(B cBsI3H, B LENSAX) B poje, uncie u najaexe. OOBIYHO HCIONB3YIOTCS CYIIECTBUTEIBHBIC B TBO-
PUTEIBHOM WU POJIUTEIBHOM MAJeKaX.

Ecnu ocHOBaHMEM K M3JaHUIO MIPUKA3a CIYKUT JOKYMEHT BBILIECTOALIEH OpraHu3aluy,
TO B KOHCTATUPYIOILEH YacTH yKa3blBalOT HAMMEHOBAHUE 3TOTO BUJAA IOKYMEHTa B UMEHHUTENb-
HOM MaJiexke, ero HOMep, JaTy U 3aroJIoBOK K TEKCTY, a B OTJIEJIbHBIX ClIydasiX U KpaTKoe Colep-
KaHUe.

PacniopsinuTensHas 4acTh MpUKa3a M3JIaraeTcs B MOBEIMTENBHON (OpMe M HaUMHACTCS
cinoBoM «I[TPMKA3BIBAIO», koTopoe muiiercss IponucHbIMA OyKBaMU Ha OTIEIbHON CTPOKE,
HE OTCTynasi OT TpaHMIlbl JIEBOro Mo Jucta AokyMeHTa (nepen ciosoM «[IPUKA3BIBAIO»
3HAaKM MpPENHUHAHUS CTaBITCA B 3aBUCUMOCTH OT CHHTaKcuuyeckoil cBsa3M). HameueHHble mepo-
MPUATHS U3JIAraloTCsl [0 MyHKTaM, €CJIM UCIOJIHEHHE ITPUKa3a MpernosaraeT BbIIOJHEHUE pas-
JIMYHBIX 110 XapakTepy JeHCTBU.

Kaxnplif MyHKT HauMHaeTCs C yKa3aHUs KOHKPETHOI'O MCIIOJHUTENS — CTPYKTYPHOTO
MOJIpa3/IeIeHUsl WK JOJDKHOCTHOTO JIUIA (B TaTEIbHOM Majiexke), IPeANnCchIBAeMOro AeHCTBYS,
BBIPAXKEHHOT'O TJIaroJIoM B HEOMpeJesieHHON (opMe, cpoka HCIOIIHEHUs (yKa3bIBaeTcsl Ha OT-
JenbHOU cTpoke). B TabnuuyHoi (hopmMe UCTIONHUTENh yKa3blBAe€TCsl B UMEHHUTEIBHOM Masiexke.
Ecnu ogHOMY MM HECKOJNBKUM HCIIOJHUTENSAM IPEANUCHIBACTCS BBIMOJIHUTH Psii NEUCTBUH C
Pa3HBIMM CPOKaMH HMCIIOJIHEHMSI, TO B OTIAECIBHOM IYHKTE YKa3bIBAIOTCS HCIIOJHUTENH WU HC-
MIOJIHUTEINb, & TOAIMYHKTaMU ONPEAEIIOTCS JEHUCTBUS U CPOKH.

B pacnopsauTensHOl 4acTu mpHKasza cienyeT u30erarb HEKOHKPETHBIX BBIPAKEHHH, K
MIPUMEPY, YIYUIIUTH), KYCUIUThY, «IIPUHATH MEPHI» U T.11.

3akaHUMBAETCA PACIOPSAUTENbHAS YacTh yKa3aHWEM OpraHa WM JIMLA, Ha KOTOPBIX
BO3JIO’KEH KOHTPOJIb 332 UCIIOJHEHUEM JIaHHOTO Ipuka3a. @opMyaupoBKa 3TOrO MyHKTA SIBJISET-
csl MOCTOSIHHOM: «KOHTpOJIb 3a MCIOJIHEHMEM IpUKa3a BO3JIOXKHUTH HaA ........ » (yKa3bIBaeTcs
CTPYKTYpHOE TOJIpa3fielieHue WU JIUI0, Ha KOTOPBIX BO3JIaraeTcs KOHTPOJIb, IIPU 3TOM HauMe-
HOBAHHUE JIOJDKHOCTH, MHULIMAMBI U (PaMHJTUS TIUITYTCSI B BUHUTEIIFHOM Ha/IexKe).

JlomyckaeTcst A1l IPUKa30B ¢ OOJIBLIMM YHCIOM ITYHKTOB O(QOPMIISITH PacHopsIUTelb-
HYIO 4acTh B BHJIE TaOJIHUIIbI, HAIPUMED:

Tabmuua 1 — OdopmiieHue pacropsIUTeIbHON YacTu

Hcnonaurens JenicTBrsI, MepONIpUATHUS Cpok HCTIOTHEHUS

1. 'ocynapctBensslii apxuB Moru- | IlpencraBuTh 11aH KOMIUIEK- 01.12.1996
JIEBCKOM 001acTu ToBaHus Ha 1997 1.




Ipu orpaHnueHus
Bk3. Ne 00

HAUMEHOBAHWE OPTAHU3ALLUH
HHJIEKC NPEIIpUATHS CBA3M, MOYTOBBIH
M TeaerpadHblit aapec, Ne TenedoHa,
¢akca U T. 1.

OKI10
OKyR

[TPHUKA3

00.00.0000 Ne 00

MECTO COCTaBJICHMA .
|_33TOJ'[0BDK K TEKCTY HAaYHHaACETCs j
c npennora «0», OTBEYACT Ha BOTIPOC

«0 YeM»

B koHcTaTHpyOLIEH YacTH M3MAraloTes OCHOBAHUA, LEIH, MOOYANBUIKE Y-
KOBOJZICTBO OPTaHW3alLMH U3IaTh NpHKa3. B HEKOTOPEIX Clydasx, KOraa OCHOBa-
HHA 04EBUIHBI, KOHCTATHPYIOIIAA YACTh OIycKaeTCH. PacnopAnnuTensHas 4acTs Ha-
YKHAaeTcs cO CNoBa:

ITPHUKA3BIBAIO:

1. B Hayasie rmyHKTa MPUBOAMTCSA HANMEHOBAHNE JOJLKHOCTH MCITOMHHTENS,
ero ®.M.0., wim HauMeHOBaHKe CTPYKTYPHOTO NMOApAa3/IeNieH s (B IaTEILHOM I1a-
HEXKe), 3aTEM YETKO M3JIaTaeTCs COJEPXaHWE NpeliaracMbIX NeHCTBHI (HauuHa-
eTcsl C [1arona HeonpeneneHHOH (POPMBI) U yKa3biBAaeTCA CPOK MCIONTHEHMSI.

2. CTpyKTypa rocieayouMx nyHKTOB aHanoruyHa. [1yHKTs MoryT pasou-
BaTbCsl HA MOANYHKTHL (1.1, 2.3 M T. &.). B OTHENBHBIX Cy4asax TEKCT MOXET Npej-
CTaBJIATBCA B BUAE TaOIULBL.

3. B nocienHeM NyHKTe Ip1Ka3a PUBGANTCS YKa3aHUE O KOHTPOJIE 33 UC-
MONTHEHHeM NpyKasa: KoHTponb 32 HCITOAHEHHEM TIPUKa3a BO3NOXUTH Ha... (yKa-
3biBaeTca AOJKHOCTH, ©.M.O. M HauMeHoBaHWe CTPYKTYPHOIO TIOApa3iene-
HH3),

HaxMeHoBaHHE DOIXHOCTH
PYKOBOAMUTENSA (nopnuce) H. O. Gamunus

Bu3abl 3aMHTEpECOBAaHHBIX JIUIL
JomxkHocTh

MOINKCH H. O. Gamunua
00.00.00

Henonuurens (Pamunnsg unn Qammnua, Umsa, Otuectso)
tenedoH (000 00 00)

B neno 00-00  (nmoamucs) OTMETKA 75
00.00.0000 ABTOMATHYECKOTO
MoMcKa JOKYMeHTA

Pucynok 1— Maker npuka3a 1o OCHOBHOM JESTEIHHOCTH.




Ecnm pacniopsiauTenbHas 4yacTh NMpUKa3a HE HYXIACTCS B Pa3bsiCHEHUMU, TO KOHCTATHU-
pyroIas 4acTh MOXKET OTCYTCTBOBATbD.

OTMETKM 0 HAJIMYUU MPUIIOKEHUS KaK OTJEIHHOTO PEeKBU3UTA B MpUKa3ax HeT. B Tekcre
MpuKa3a Mpy YIIOMUHAHUM CBEACHHH, 3a(DMKCUPOBAHHBIX B MPUJIOKECHUH, B CKOOKaX yKa3bIBa-
10T: «[Ipunoxenue 1», ecam UX HECKOJIbKO, a eciu 0JHO, To «CM. [lpunoxenue», a Ha caMoM
JOKYMEHTE-TIPUIIOKCHHUH JICTIAETCS OTMETKA B IPABOM BEPXHEM YTITY:

[Tpunoxenue

K npuxazy Munucrpa KyJIbTypsl
Poccuiickoit @exneparuu
09.08.2005, Ne 200

3aroJIoBOK MpHKa3a BBIPAKAETCS OTIJIArOJIbHBIM CYHIECTBUTEIBHBIM B IIPEJJIOAKHOM I1a-
nexe, Hanpumep: «O BHEAPEHUU CTaHIAPTHBIX (OPM JOKYMEHTOB», «O MpoBeIeHUN MHBEHTA-
pU3aI OCHOBHBIX (DOHIIOBY.

B npouecce noarotoBku nprka3a BCe BHUJIbI COTJIACOBAHUS MPOCTABISIOTCS HA MEPBOM
AK3EMILISIPE MPOEKTA.

Crucok azmpecatoB, KOTOPBIM PacChbUIaeTCs MPUKa3, MUIIYT HA 000POTE €ro MOCIEIHEro
JIUCTA, HAallpUMep:

1 -8B meno....

2 — MununcrepcTBo odpazoBanus Pecyonuku benapycs.

[Ipu GonblIOM THpa)ke CIHUCOK aapecaToB MpUJaraeTcs K MpHUKa3zy B BHJE CaMOCTOSI-
TEJIBHOTO JOKYMEHTA.

[Ipu odopmieHnr NpUKa3oB MO JUYHOMY COCTaBY B TEKCTE MPHUKa3a, KaK MpPaBUio, OT-
CYTCTBYET KOHCTAaTUPYIOLIasi YacTh.

IIyHKTBI pacniopsiINTENbHON YacTU IPHUKa3a PacIoJlaratoTcsl B ONPENEICHHON MOCIEN0-
BaTEIbHOCTHU: IIPUEM Ha paboTy, EpeBO/l, YBOIbHEHHE U T.J. B KOHIIE Ka)X10r0 MyHKTa MpUKa3a
JaeTCs OCHOBAHUE ISl €r0 COCTABIICHUS.

OdopmitsieTcs mpuka3 Ha 00IIeM WK CIIeUaIbHOM OJlaHke popmarta A4.

3ayacTyr0 OTBETCTBEHHOMY HCIIOJIHUTENO JJIsi paboThl He TpeOyeTcss MOJNHBIM TeKCT
npukasza. B aTom ciydae nenaetcst BeIMUCKa U3 Hero. [lo cocTtaBy pekBU3UTOB U 0OPMIICHUIO
BBINIMCKA MPAKTUYECKH HE OTJIMYAETCA OT CAMOro MpHuKas3a. B BhIMUCKE JHIIb YTOYHSETCS Ha-
3BaHue jJokyMeHTta: BMecTo cioBa [IPUKA3 neuararorcs cinoa BBITIMCKA N3 [TPUKA3A.
BMmecTo moiaHOro Tekcra nedaraercss Ta 4acTh IPUKas3a, KOTOpas KacaeTcs HENOCPEACTBEHHO
KOHKPETHOT'O UCIIOJIHUTENISA. BhImucka 3aBepsieTcst ceKpeTapeM.

Ykazanue. Yxazanue usnaercs no BonpocaM MH(OPMAIMOHHO-METOAMYECKOIO Xapak-
Tepa, a TAK)KE CBA3aHHBIM C OpraHU3alMeil UCTIOIHEHMs MPUKA30B, HHCTPYKIUI U APYruX ax-
TOB.

3aroyioBOK yKa3aHUSl BbIpAXKaeTcs OTIJIaroJIbHBIM CYIIECTBUTEIbHBIM B IPEAIOKHOM
najexe, Harpumep: «O MOArOTOBKE MAaTEPHANIOB K 3aCEJaHUI0 METOAMUYECKON KOMUCCUU apXH-
Bay.

TekcT yka3aHus, Kak MPaBUIIO, COCTOUT M3 ABYX YacTell KOHCTAaTHPYIOIIEW M pacnopsi-
JTUTEIILHOM.

B koHcTaTHpyloleld 4acTH pacKpbIBAIOTCS LEIM M MPUYMHBI U3JaHusd yKa3aHus. OHa
OOBIUHO HAUMHAETCS yCTOMYMBBIMU (hopMmynupoBKaMu: «B cooTBeTcTBHH...», «B mensax....»,
«Bo ucnonnenwue...» u T.1. KoHcratupyromas 4acTb MOKET OTCYTCTBOBAaThb, €CIIM IPEIIUCHI-
BaeMble JIEHCTBUS HE TPEOYIOT Pa3bsICHEHHUS.

PacniopsaurenbHas yacTh ykazaHus Mo)keT HauumHaTbes cioBamu «OBA3BIBAIO» nnmn
«ITPEIJTAT AIO» (ecnu ucmiosiHUTENS HENb3s 00s3aTh BBIMOJIHATH JCUCTBUS, HE BXOMSIINE B
€ro 00s13aHHOCTH 10 3aHMMAEeMON JTOJDKHOCTH ), KOTOPBIE MUIIYTCS IPOIMUCHBIMUA OyKBaMH C HO-
BOM CTPOKH.



B ciyqae He0OX0IUMOCTH TEKCT YKa3aHUs JACTUTCS Ha MYHKTHI U TOJMYHKTHI, KOTOPBIS
U3JIaraloTcsl B MOBEJIUTENBHON (hOpME U CTPOSATCA 10 CXEME: HCIIOIHUTEND (ITOJIHOE HAaUMEHOBa-
HUE JOKHOCTH, HHUIMANBI ¥ (aMHIIUST UCTIOTHUTENST WIH HAUMEHOBAHUS CTPYKTYPHOTO TOJI-
pazaenenusa B garenbHoM mnazaexe nocie [IPEIJIATAIO, B poaurensHom — nocine OBA3bI-
BAIO) — neticTBue (BbIpaKEHHOE TJIar0JIOM B HEOIPEACICHHON (OPME) — CPOK MCIIOJIHEHHS.

B nocnennem myHKTe yka3plBaeTCs HaUMEHOBAHUE JOKHOCTH, MHULMAIBI U (haMuius
JMIa, Ha KOTOPOE BO3JIaraeTcs KOHTPOJIb 3a UcnoaHeHueM: «KOHTposb 3a UCIIONHEHNEM yKa3a-
HUS BO3JIOKUTH HA ........ ». MakeT yka3aHus IpUBEJCH Ha PUCYHKE 2.

Pacnopsascenue. PacnopspkeHue — MPaBOBOM aKT, W34aBAa€Mblil €IMHOJIUYHO PYKOBO-
JUTEIEM OPraHU3alUd U €ro 3aMECTUTEISIMU. 3aroJIOBOK paclOpsiKEHUs BbIpaXkaeTcsl OTIJa-
TOJIBHBIM CYIIECTBUTEIBHBIM B MPEATIOKHOM Tajiexke, Hanpumep: «O06 obecrieueHnn COXpaHHO-
CTH OJIAHKOB CTPOTOM OTYETHOCTHY.

Kak npaBuiio, pacopsipkeHue MpeicTaBIsieT co0oil crocod qoBeeHHS 0 UCTIOHUTENEH
ONEPATUBHBIX BOIPOCOB, UMEET OTPAHUUYEHHBIN CPOK JEHCTBUS M KACAETCS Y3KOIO Kpyra JI0JK-
HOCTHBIX Jiu1]. COCTaB pEeKBU3UTOB PACIIOPSIKEHUSI aHAJIOTUYEH COCTaBY TAKOBBIX B IIPUKA3E.

Tekcr pacniopsikeHus, Kak MpaBUiIO, COCTOUT U3 JIBYX YacTel: KOHCTATUPYIOLIEH U pac-
nopsiauTenbHoN. PacnopsimutensHas yacth MokeT HaunHaThesi cioBamMu «OBSA3BIBAIO» wm
«[TPEIJTAT AFO», koTOpbIe MUIIYTCS MPOMHMCHBIMU OyKBaMU C HOBOW CTPOKU. B HEKOTOpBIX
cinyvasx pacrnopsautenbHoe cioBo «OBA3BIBAIO» unu «IIPEJJIAT AFO» moxer oTCyTCTBO-
BaTh.

OdopmisieTcst pacropsbkeHrne Ha 00IIeM WK CrieliuaibHOM Onanke Gopmara A4 (pucy-
HOK 3).



HAMMEHOBAHUWE OPTAHU3ALIWMU
CIpaBOYHbIE JaHHbIE OPTaAHHU3ALMHU

YKA3AHUE
Jlata Ne 00

Mecto u3ganus (ropon)

|_33rHaBHe BBIPAXKALT KPaTKOE 00*_—|
Jep>XXaHue, HaYMHAeTCsl npesIo-
roMm «Q...»

TekcT KOHCTaTUPYIOWIEH YacTH HaunHaetcsi GOpMyIHpoBKamu: «B
COOTBETCTBUU», «B uenax», «Bo ucnonHeHue».

Hepenxo naercs nepeckas akra BbILIIECTOSINIErO OpraHa, MUIs UCOJ-
HEHHMs KOTOPOro M3NAOT HAHHbIM JOKYMEHT, YKa3bIBaiOT aBTOpPa HOKY-
MEHTa, ero MoJIHOe Ha3BaHMe, TTOMCKOBbIC AaHHBIe (HoMep, nara). Kou-
CTATUPYIOLIEH YacT MOXET He ObITh.

PacnopsinnTensHad 4acTh HAYMHAETCS CJIOBOM
ObA3BIBAIO:

Ecnu cornacHo 3aKOHOMATEeIbCTBY UCIIONIHUTENS HENb3S 0053aTh Bbi-
IIOJIHATD NEUCTBMS, HE BXOMSILUME B O0S3aHHOCTU 110 JOSDKHOCTH, TO pac-
TIOPSAAUTE/IbHAS YaCTh HAYMHAETCA CJIOBOM
[TPEIJIATAIO:

1. Texcr Kaxa0ro MyHKTa M3araetcs B MOBENUTENbHON GopMe U
CTPOMTCS I10 CXEMe: MCIIONHNATE b (HAUMEHOBAHUE HOJKHOCTH, UHULIM -
anpl ¥ paMuIvsi) — OeiicTBUe (HAUKMHACTCS ¢ IVIaroia B HEOTMPEASIe HHOM
dopme) — CpOK UCTIONHEHHA.

B mnocnenHeM MyHKTe yKasbiBaeTcs JOJDKHOCTHOE JIMHO, HA KOTOPOE
BO3JIaraeTcs KOHTPOJIb 33 UCHOHEHWEM JIOKYMEHTA.

HauMeHOBaHHE NODKHOCTH JIHLA,

IIOAITHUCABLIETO JOKYMEHT (noanucs) H. O. Qamunus
COTIJIACOBAHO

HauMeHOBaHME JOJLKHOCTH

MOITHCH . O. Gamunug

Hara

Pucynok 2 — MakeTt yka3aHus




HAMMEHOBAHUE OPTAHU3ALIMU
CIIpaBOYHbBIE HaHHbIE 00 OpraHU3aLNH

PACITOPAXEHHUE
Hara Ne 00
Mecto usznanus /ropon/

|_33.I‘0J'[0BOK Ha‘lHHHETCH_l
¢ Bonpoca — O yeM...

TexcT NoKyMeHTa Ha4YMHAeTCs ¢ KOHCTATHPYIOILIEH YacTy (M3/araer-
CsA U€/Ib WIA MPUYMHA TToAroToBKM). KoHCcTaTupylomas yactb MOXET OT-
CYTCTBOBarTh. FacnopsiauTensHasi YacTb HAYMHAETCSA CJIOBOM
OBA3BIBAIO:

1. TIyHKTBI pacniopsKeHUsI CTPOSIT MO CXEME: TOJDKHOCTh, UCTIONTHM -
TENb — ACHUCTBUE — CPOK MCTIOTHEHUS.

[locnemHMM MYHKT pacnopseKeHus: GOPMYIMPYIOT CAeIYICLIUM 00-
pasoM: -
KoHTpOnb 32 BEINOIIHEHUEM paCTIOPSIXEHHT BO3I0XKHThH Ha (HAMMe-
HOBaHUE OOJDKHOCTH, MHULIMAMEI, haMunus).

HauMmeHoBaHMe HOJDKHOCTH JIULIA,
TIOMTUCABIIETO NOKYMEHT (nmognuce) W. O. Qamunus

Ipud cornacoBaHust MM BU3bI
(HaMMeHOBaHHE JOJDKHOCTH,
TIOAIIMUCH, paclIM(PPOBKA MOANTMCH, NaTa)

Pucynok 3 — MakeTt pacnopsikeHHsI




Bonpocsl u 3axanus

HazoBuTe pekBU3NTHI ITPUKa3a.
N3 xakux yacTell COCTOUT TEKCT NpukKasza’?
Kak popMupyroTcst myHKTHI paciopsIuTeIbHON YacTH MpHuKasza?
Kak 3aBepsieTcs BbIIMCKA U3 IIpUKa3a’?
Kak odopmisiercst pacriopsixenue?
IIpaBuna opopmiieHHs yKazaHusl.
Odopmurte npuKkas Mo OCHOBHOHN JEATEIHOCTH, UCTIOIB3Ys CICAYIOUINE JaHHbIE:
MHHHCTepCTBo obpazoBanus P®. [TPUKA3. 01.02.2002. Ne 64. r. MockBa. O6 ytBep-
XKJACHUU NIPUMEPHON HOMEHKJIATYphl JI€1 U TUIIOBOTO IOJIOKEHUS O MOCTOSHHO JIEHCTBYOIIEH
HKCHEPTHON KOMHUCCHUHU CPEJIHUX CIIeUalIbHBIX 3aBefieHui. B 1ensix coBepiieHcTBoBaHus pado-
TBl C JIOKyMEHTaMH B CPEIHHX clleluaibHbIX y4eOHbIX 3aBefeHusx [IPUKA3BIBAIO: 1. V-
BEPAUTH NPUMEPHYI0O HOMEHKJIATYPY J€J1 U THUIIOBOE IOJIOKEHUE O IOCTOSHHO JEHCTBYIOLIEH
HKCHEPTHOH KOMHUCCHH CPEIHHMX YYEOHBIX 3aBeJeHHU. 2. Y4eOHBIM 3aBelEHUSM B paboTe co
CIIy’)KeOHBIMM JIOKYyMEHTAaMHU PYKOBOJICTBOBATHCS YTBEP)KICHHON NPUKAa30M MHUHHCTpAa OT
02.06.2000 Ne 64 mpumMepHOIT HOMEHKIIATYpOii fe. 3. [ TaBHOMY yrpaBJiIeHHIO 10 00pa30BaHUIO
YCTQHOBUTH MOCTOSTHHBIN KOHTPOJIb 3a pabOTOM CO CIyKEeOHBIMU TOKYMEHTaMU B I10/IBEJOMCT-
BEHHHBIX Y4€OHBIX 3aBEJICHUSAX B COOTBETCTBUU C HacToAluUM npuxazom. 4. KonTpois 3a nc-
IIOJIHEHUEM TIpUKa3a BO3JIOKUTH Ha 3aM. MuHuUCTpa. A.B. [lerposa.
[TomnuceiBaeT nmpruka3 MUHUCTP 0Opa3zoBanus PO.

NookrwnpE

8. Odopmure BHIMUCKY U3 MpHKa3za MUHUCTpa obpazoBanus PO ot 01.02.2005. Ne 64 mo . 2
PacHopsIIUTENBHON YacTH.

IIpakTnueckoe 3ansiTue 5,6
OdopmiieHue ciry:ke0HOT0 NMIUCHLMAa

ITucbmo — oO1IETIPUHATOE Ha3BaHKUE OOJIBIIOTO YKCIAa Pa3HOBUIHOCTEH MHPOPMALIMOH-
HO-CIIPaBOYHBIX JJOKYMEHTOB, UCIIOJIb3YEMBIX JUISl pEIICHUS IJIaBHBIM 00pa3oM TEKYILIUX 3a/1a4 B
ynpaBieHud. OCHOBHBIM NPU3HAKOM, 110 KOTOPOMY NMHUCbMa BBIIEISIOTCS B OCOOYIO TPpYIIy J10-
KYMEHTOB, SIBJISI€TCS MIEPECHIIKA UX 10 TIOYTE.

PaznuyaroT nmuceMa nmUpKyIspHbIe, UHPOPMAIIMOHHBIE, TAPAHTUHHBIE, COMTPOBOAUTEN b-
HbI€, MMCbMa-TIPOCHObI, MUChbMA-TIOATBEPKACHUS, JOTOBOPHBIE MMChMA, TUChbMa-HATIOMUHAHUS,
MHUCbMa-U3BELIEHNUS, MMChbMA-TIPUTJIAIICHUS, KOMMEPUYECKHE MUChbMa U PSII APYTHUX.

B cocraBe pexBU3UTOB Cily’)keOHOTO IHChbMa, B cpaBHEHUH ¢ hopmynsipom OPJl, umerot-
Csl OTHENIBbHBIE KOPPEKTUBBL. OTCYTCTBYIOT CIEAYIOIINE PEKBU3UTHI: HAMMEHOBAHUE BUAA JOKY-
MeHTa, Tpu( yTBEp)KJEeHus, IeyaTh, OTMETKA O 3aBepeHUH Konuu. PexBu3nutel rpu¢ cormacona-
HUS ¥ BU3bl pa3MEIAIOTCs Ha MOCIEIHEM SK3eMIUIIpe MUChbMa (OTITYCKE), KOTOPbIM MOAIINBAET-
csl B J1en0. PekBU3UT (haMuiivsi UCIIOTHUTENS U HOMEp ero TejaedoHa, eciy JIMLEeBas CTOpoHa Io-
CJICZIHETO JIMCTA MHUChMa HMCIIOJIb30BaHa MOJIHOCTHIO, MOXKET OBITh pa3MellleH Ha oOpaTHOM cTo-
pOHe.

Psan tpeGoBanuii k oopMIIEHHUIO MHCEM B JIOTIOJIHEHHE KO BCEMY CKa3aHHOMY BBIILIE OT-
paXXeH B MakKeTe MUCbMa (PUCYHOK 4).

Pa3paboTuuky 7em10BOro nucbMa HETPYAHO MOCTPOUTH CTUIIMCTUUECKYIO KOHCIMPYKYUIO,
€CJIM OH pacrojiaraeT HabopoM MPOBEPEHHBIX MPAKTUKON KOHCTPYKIMH (ppa3, MOJIb3ysICh KOTO-
PBIMH MOXKHO ¢(hOpMYJITUPOBATh CBOIO MbICTBL. PaccMOTpuM mpuMephl Moiesiel, 00BSICHAIONNX
MOTHUBHUPOBKY HAIUCAHUS TUChMA!

B nopsiake okazaHus TEXHUYECKOM TOMOIIH. ..
B cooTBeTcTBUYM C TPOTOKOJIOM...

B otBet Ha Bamry nipock0y...

B noarBepxkaeHre Hallleil JOrOBOPEHHOCTH. ..



Crnenyromuye BapUaHThl SIBISIOTCS PACIPOCTPAHEHHBIM «CTaHAAPTHBIMY
HAayajoM JIeJIOBOr0 MUCbMA:

H3Bemaem, 4To... ...Mbl COKpaTWJIM Ha MECSI[ CPOK MOCTaBKH 3ampo-
IeHHBIX Bamu u3aenuii.

JloBogum 10 Barmero cBe- ...Hall 3aBoJi MPEKPaTUJI MPOM3BOJICTBO KOMOAHOB

JICHHS, YTO ... «HuBa» mpexHell KOHCTPYKIIUH.

Ecmn ABTOpP — JIMIO IOPUANYCCKOEC, TO I[GI\/JICTBI/DI nepeaaroTCsa OT TPECThEro Jria CAuH-
CTBEHHOro0 uucia: KoomnepaTHB rapaHTUPYET... HE BO3PAXKAET... IPEeJIaraer...; OT TPEThEro JULa
MHOXeCcTBeHHOro uncia: COoBeT AMPEKTOPOB, aIMHUHHCTPALUS HALIETO HPEANPUATHS yOeau-
TEJIBHO MPOCST...; OT IIEPBOTO JIMLA MHOKeCTBeHHOro yucia: IIpocum... Coobimaem... [Toarsep-
KIAEM...

Ecnu aBTOp — nu1o gusudeckoe, To AeHCTBUS MepeatoTcs OT MEePBOro JIMIA €AUHCT-
BeHHOro uucna: [Ipomry... CraBmo Bac B u3BectHOCTb... JloBOKY 10 Bamero csenenus...; oT
IEpBOro JUIla MHOXKeCTBeHHOro uucina: IlogaepxkuBaem... OnoOpsieM... Mbl nonyuwin Barmry
TeJIerpamMmy...

BoT HECKOIIBKO IPUMEPOB peaInu3alyy «CTaHIAPTHBIX» KOHCTPYKIIHMMN:

[Ipocum... ...Bac mpoBepuTh X0/1 BHITIOTHEHUS PaboT. ..

[Ipomry... ...[IPUHSTH MEPHI. ..

Bricbutaem. .. ...TIOAIMMMCAaHHBIN C HAIIEH CTOPOHBI JOTOBOP. ..

Hampagnsem. .. ...HHTepecylonyto Bac nokymeHTaiuio 3aKa3Hoil 0aHAepOoIIbo
[ToaTBepxmaeM. .. ...TIOJIy9CHUE CIIeU(PUKAIIIH Ha. ..

AOOT «PoctcenpMamn» MOI- ...yCJOBHS MOCTaBKU 000PYAOBaHUA. ..

TBEPXKIACT. ..

Hanomunaewm, uTo... ...B COOTBETCTBHH C... BbI TOIKHBL. ..

Hanomunaaem Bawm, gro... ...Bama 3am0/pKeHHOCTD IO OIIaTE COCTAaBIISET. ..

CooOmraem, 4To... ...3aJIep’KKa B OTTPY3Ke MPOU30IILIa BBUY. ..

B kadecTBe 3aKIIOUUTENBHBIX MOTYT OBITh IIPUBEIEHBI CIEAYIOLINE (Hpasbl:
[Ipocum Bac He 3aepKuBaTh OTBET...
IIpocum U3BUHUTH HAC 3a 33E€PIKKY C OTBETOM...
PaccuntbiBaeM, 4TO HallIu 3aMe4aHus OyayT YUTEHBI.
[ToxGop cI0B B MPEIOKESHUH JIOJDKEH OTBEYaTh TPEOOBAHUSAM COUYETAEMO-

CTH X MEXTy CO0O0M, XapakTepHOH is ieioBoii peun. Hampumep:

WHHLIMATHBA — Opatph Ha cebsl, BBICTYNaTh C, MOJAEPKUBATh, MPOSBIATH, Pa3BU-
BaThb, CAEPKUBATH, TEPATH, YCTYIIATh;

HaJor — B3UMaTh, 00J1araTh, INIATUTh, CHUXKATh, COKpAIIATh;

00513aHHOCTh — BO3J1araTh, BBINOJHATh, UCIIOIHATh, HECTH, OCBOOOXKIATh OT, pac-
MPEAEIIATh, OTCTPAHSATH OT;

PYKOBOJCTBO — Opatb Ha ce0s1, Bo3jaraTh, OCyIECTBIATh, OTCTPAHATE OT, MOJIMe-

HATH, YKPCIUIATH U T. AO.

AHanu3 TEKCTOB CIIY>)KEOHBIX MUCEM yKa3bIBaeT Ha HEKOTOPHIE CIIOBA, BBI3bIBAIOIINE 3a-
TpyZAHEHUs B ynoTpebnenun. Hanpumep:

Oaromaps — MpeJYIoOT YHOTPeOISIETCSl C CYIIECTBUTEIBHBIM B JAaTEILHOM, a HE POJIU-
TEJILHOM Tajiexe: «0aaronaps KoMy/ 4eMy, a He KOro/4eroy;

Oonee — HEJOMYCTHMO COYETaHUE ATOT0 Hapeyus ¢ MpuiIaraTelibHbIMU U Hapeuusi-
MU B CPaBHHUTEJIBHOH CTENeH! (Harpumep, «0osee JydIuiin);

Oyxrairep — MHOXECTBEHHOE YHCJI0 — OyXTaiaTepshl;

BaKaHCHUs — HCJIIb34 YHOTpC6J'I$ITB TaBTOJIOTUYCCKUEC COYCTAHUA, HAIIPUMEP: ((CBO60)I-



BJIOKECHUC

BBITOBOP
JTUPEKTOP
JIOTOBOD
uHpopManus
KoH(pepeHImst
OIHCh
pacrucka
COBEIIaHNe

COCPEIOTOYNBATh
Tadenb
YIIOJTHOMOYHBATh

Hasl BaKaHCHUY;

— BO 4TO (He «Ha yTo»). [IpuMep: «pocT KamuTalnbHBIX BIOKEHUN B CTPOU-
TEJILCTBOY;

— MHO>KECTBEHHOE YMCJIO — BBITOBOPHI (HE BHITOBOPA);

— MHO>XECTBEHHOE UUCII0 — AUPEKTOPA;

— POIUTENbHBIN MajiekK — JI0TOBOPA, MHOXKECTBEHHOE YHCIIO — JTOTOBOPHI;

— 0 4eM, a He 110 YeMy;

— I10 YeMy, a HE O YeM;

— Yero, a He Ha 4To;

— B ueM, a He 0 yeM. [Ipumep: «pacnucka B MOTy4EeHUU JACHETY;

— 0 yeMm, 10 BOIIpoCy O 4eMm, no yemy. IIpumep: «coBelianue no MpoexTy,
COBEILAHUE O BHEAPECHUNY;

— HO HE COCPEJ0TaYlBaTh;

— POIUTENbHBIN Ma/iex — Tabess, MHOKECTBEHHOE YHCII0 — Tabemnu;

— HO HE YIOJIHOMa4YuBaTh.

B cocraBe pekBH3UTOB CIIy’)K€OHOTO NMHCHbMa, B cpaBHeHHHU ¢ Gopmymsspom OPJI, nme-
IOTCSl OTZIeNIbHbIE KOPPEeKTUBBI. OTCYTCTBYIOT pekBU3UTHI 08 (HauMeHOBaHHE BUJA JOKYMEHTA),
15 (rpud yrBepxknenus), 24 (nedats), 25 (0OTMETKA O 3aBEPEHUM KOIMHU); PEKBU3UTHI 22 (Tpud
COIJIacoBaHus), 23 (BU3bI) pa3MEIIAIOTCs Ha MOCIEAHEM PK3EeMIUIIpe NMHUchbMa (OTIYCKe), KOTO-
phIil moamuBaeTcs B 1e70. PekBu3uT 26 (dhaMuiust HCIIOJHUTENSA U HOMEp ero TejedoHa), eciu
JMILIEBasi CTOPOHA MOCJIEHErO JMCTa MMChbMa UCIIO0JIb30BaHa MOJHOCTBIO, MOXKET OBITh pa3MelIeH
Ha 00paTHOI CTOpOHE.



Tep6 Ipud orpaHHUEHMS

(3MOneMa, ToBapHLIA 3HAK) k3. Ne 00
HAUMEHOBAHMWE OPTAHM3ALIHA EHPCCSITI Hammesosanme |
MHaekc npemrpusaTis CBI3H, NOTIKHOCTH
NMOYTOBLIN W TenerpadHblil agpec, Qamunus K. O. (Bce B
Ne tenedona, ¢pakcau . 1., [ATCJBHOM [MALEXKE)
Ne cyeta B GaHke
KOJ NPeANpHATHS [MourtoBelll MHAEKC, I [opou,
Koa GopMBI LOKYMEHTa yi. Hazsanue, Ne goma

00.00.0000 Ne 00/00—000

Ha Ne 00 ot 00.00.0000 & geﬂ'f‘oto
Wi getC
?ﬁ?)oﬁ"\?:}ﬂ 0- ot m{&ﬂ“ﬂ
0
Wl(ﬂilaHHE_l [ﬁromnox K TEeKCTY (OoTBeYaer Hﬂ q)amm po¥ W.?ﬁ;a
O KOHTPOZE ponpoc «O yeM?», HauMHaeTCd ¢ AL ?360Tb‘£““cb, 2
npemwiora «0») cyye Y 1o

Ecnu Texer nuchMa CocToOMT M3 aAByx M Gosee ab3ales, TO MHMCHMO Tie-
yaTaercd ¢ 3-ro 3Haka (or 1-ro nonoxeHus tabynaropa). Texkcr Ge3 absza-
IE€B MOXET MeYaTaThCa HEMOCPEACTBEHHO OT JIEBOTO TIOJNA (OT 0-ro MoJ1o-
XeHus Tabynaropa). '

TekcT mMMchbMa DOJUKEH BKIIIOYATH TPU CTPYKTYPHBIX /IEMEHTA: BBOIHYIO
YacTh, HIATAIIYIO [IOBOI AN HAMMHCAHKA ITHCBMa, J0KA3aTeJAbHYIO YacCTh,
HPHBOAAIYIO AOBOJBI, CCBITIKM HAa HOPMATHBHBIE JOKYMEHTHI; 3aKJIIOUYHTECIIb-
HYIO YacTb, B KOTOPOH H3aaraercst rnpoceba, coriacue, 0TKas H mnp.

Bo3MmoXxeH o0paTHbIN MOPAAOK ITOCTPOSHMSA ITUChMA: 3aKJIIYHUTEIbHAA
YaCTh NPUBOJAMTCA IEPCH ,U.OKHSE]TBJII:HOI&. B310T MNOPALOK XapaKTEepcH 1Jis
IMACEM BHIIIECTOIIIHX OPTaHH3alHH,

IIpunoxeHue: Ha ... 1., B ... 3K3.

HanmeHoBaHHE JOTKHOCTH

PYKOBOIAMTEIA (ImoAmUcs) H. O. Gamunus
Bu3ser:

HomxXHOCTE

(nmoamucey) H. O. Pamunua

00.00.0000

HUcnonuurens (Gamunug wiu GaMunus, MMs, OTYECTBO)
Tenedon 000 00 00

B neno 00-00 OPTAHM3AIUSA | Ormerka aist aBToMaTH-
00.00.0000  (mommucs) Bx.Ne_  |4eckoro moMcka JOKY-
«_»__20_r |meura

Pucynok 4 — Maker city>)keO0HOTO MchMa




IIpakTnyeckoe 3ansTue 7,8
CocraBiienue HHGOPMALMOHHO-CIIPABOYHOM JOKYMEHTAIUU

Tpebosanus k ogpopmaenuro akma

Axmom Ha3bIBalOT JOKYMEHT, COCTABJIIEMbIIl HECKOJIbKUMHU JIMLIIAMU (KOMHCCHUEN), 1101
TBEPKIAIONINI yCTaHOBJICHHBIE (DAaKTHI, COOBITHS WIH ACUCTBHS. AKTaMH (DUKCHPYIOTCS pe-
3y/lbTaThl PEBU3UMN, MHBEHTAapHU3alMM, IpUEMa-Nepeaud M CIUCAaHHUs MaTEpUaIbHBIX LIEHHO-
CTEH, IPUEM 3aKOHUEHHBIX padoT U T. II.

AKT oopmisieTcst Ha o01ieM yriaoBoMm Onanke. Ha3BaHue BHa JOKYMEHTa I€4aTaeTcst
OT JIEBOTO ToJisA ¢ BOMHOM pazpsakon («A K T»). CoctaB peKBU3UTOB aHAJIOTMYEH MHCHMY.
AKT B HEOOXOJIMMBIX CITy4asiX BKIIFOUAET B ce0si Tpr( yTBEPIKIACHHUS.

Tekcr akTa COCTOMT M3 JBYX 4acTed - BBOJHOM M KOHCTaTHpYyMoLleWd. BBonHas dacte
BKJIIOUAET U3JI0KEHHE OCHOBAHMUSA JUIS COCTABJICHUS aKTa U MEPEYEHb JIMILI, MPUCYTCTBOBABLIMX
IIPU 3TOM.

Jliis psima pasHOBUIHOCTEH aKTOB CYIIECTBYIOT YHU(MDUIIMPOBAHHEIC TpadapeTHbie Gop-
Mbl. Hanpumep, ynuduuupoBanHas ¢opma akTra O JUKBUAALUU YUYPEKIEHUS, IPEANPUATUS U
np. Hexotopsle akThl mojuiexat yrBepkaeHuto. Hanpumep, akT 00 YHUYTOKEHUHU JTOKYMEHTOB
WIH JIeJ, CPOK XpaHEHHs] KOTOPBIX UCTeK. I'pud yrBepxkaenns opopmisiercss B COOTBETCTBHHU C
tpedoBanusimu ['OCT P 6.30-2000. Maxker akTa nmpuBeieH Ha puc.2.

Tpebosanus k opopmaenuro npomoxoaa
IIpomokon — NOKYMEHT, B KOTOPOM (PUKCHUpYETCs MOCIEeI0BAaTEIbHOCTh U COIEpKAHHE
00CyXJIeHUS KOJUIETHAJIbHBIM OPraHOM (COBelLlaHuEM, KOH(pEpEHIINEN, COBETOM U T. I1.) IOCTaB-
JICHHBIX BOIIPOCOB U MIPUHSTHIX PEIICHUN.
BaxkxHoCcTh MpoTOKOJIa KaK JOKYMEHTa OINpPEeIsieTCsl TEM, YTO COBEIATeNIbHBIA XapaKTep

MOJMOTOBKU PEIICHUH SIBIISETCS OCHOBHBIM CIIOCOOOB BBIPAOOTKHU PEIICHUHN B YCIOBUSAX KOJIEK-
THBHOTO YIIPaBJICHUS.

[lepBas ctpanuna nmporokosia opopmisiercss Ha yrioBoMm Onanke OPJ] dopmara A4.
[Tocnenyroiye CTpaHUIlBI TeYaTAIOTCS Ha OOBIYHOM Oymare.

B coctaB pexkBU3UTOB MpOTOKOJA BXOAAT: Ha3BaHue Buja nokymenrta (ITPOTOKOJI),
JlaTa 3aceaHus KOJUICKTUBHOTO OpraHa, HOMEp MPOTOKOJa, MECTO 3acemaHusi, rpud yTBep-
XKIACHUS (€CITM TIPOTOKOJ YTBEPIKIAETCS), 3ar0JIOBOK (HAMMEHOBAaHUE KOJUICKTMBHOTO OpraHa U
dbopma MpoOBOAMMOTO 3aceaHus), TEKCT, IOAMMUCH: TPeceaaTellb, CEKPETaph.

TekcT mpoToKOIa COCTOMT M3 BBOJHOM M OCHOBHOW 4YacTH. B BBOJHOW 4acTW MpPHUBO-
JIATCS TAaHHBIC O TpeJceaaTele, CeKpeTape U MPUCYTCTBYIOMNX YIeHaX KOJUIETHAIbHOTO OpraHa
M u3yaraercs noBecTtka AHsA. OCHOBHas 4acThb CTPOMTCSA B Tako mocienoBatenbHOCTH: CIIY-
MAJIM—BBICTYITNIIM—ITOCTAHOBWJIN (PEINJIN). Bce pekBU3UTHI U UX YaCTH, KpOME
MyHKTOB noBecTKu AHs, paszaenoB CJIIVIIAJIM—BbBICTYIINIIM—ITIOCTAHOBWJIN neuara-
10T OT JieBoro 1oJist (0-ro mosjoxxeHus TadynsTopa).

MakeT npoToKoJIa MPEJCTaBICH Ha PUCYHKE 6.



HAMMEHOBAHMWE OPTAHU3ALIUH
CripaBoYHbIE NaHHbIE 00 OpraHU3aLMHK

AKT
00.00.0000  Ne 00
MECTO COCTaBJIEHMS]

rlzpa'rxoe comepXaHue cobbTUsS |
UK akra, chopMyIUpOBaHHOE
"OTINIarOJIbHBIM CYIIECTBUTEBHBIM

B UMEHUTEJIBHOM Majexe

OcHOBaHME: PacriopsiauTesIbHbII, HOPMATUBHBIA JOKYMEHT HJIN
YCTHOE YKa3aHHe, MMOCTYKUBILEE OCHOBAHUEM UTS
COCTABJIEHUsI aKTa

CocraBneH KOMHCCHEN:

[Mpencenarens: HauMeHoBaHue nomkHoctu, U. O. ®amunusg

Unens! koMuccun: HauMeHoBanue gonmxHoctd, M. O. ®amunmu, pac-
rojiaraloTcs B aihaBUTHOM MOPSJIKE

[IpucyrcreoBanu:  HaummeHoBaHue nomkHoctH, M. O. @amMunuum uu,
[IPUCYTCTBOBABIUHX NPH COCTABJIEHHH aKTa, PACIio-
J1ararTcs B andhaBUTHOM TIOPSIIKE

TekcT KoHcTaTHpYyIOLLei yacTy akra. OnucaHue IpoBeIeHHOM pabo-
ThI, (pyKcalUsl YCTAHOBJIEHHBIX (PAKTOB; MOLYT COAEPXAThCA BBIBOIBI U
3aKJIIOYEHHS] KOMUCCHUU, KOHKpEeTHBIE NpemtoxXeHus. KoHncratupyrounas
4acCThb MOXET ObITh pa3fe/ieHa Ha MyHKTHI.

KonnyecTBo 9K3eMILISIPOB aKTa ONpPEAeAeTCa YUCIOM 3aUHTEPECO-
BaHHBIX JIUL{ UJTH HOPMATUBHBIMH JOKYMEHTaMU, pErIaMe HTHPYIOIIUMU
COCTaBJIEHHE aKTa.

CocraBiieH B IBYX 2K3eMIUTApax:

1-if — Komy (Kyna);

2-i — KoMy (Kyna).

ITpunoxenue: TeKCT NPUIOKEHHUS, €CJIM OHO €CTh.

ITpencenarens (rnoarmuce) H. O. @amunus

YneHbl KOMUCCUU (nmoamucu) H. O. Gamunus
H. O. Gamunus

IIpucyrcrBoBanu

MpY COCTABJICHUHU aKTa (nmommnucu) H. O. ®amunus
H. O. damumms

PucyHnok 5 — Maker akra




HAMMEHOBAHUWUE OPTAHU3ALUAU
CrpaBouHbIe JaHHBIE 00 OpPraHU3aLuU

[TPOTOKOJI
00.00.0000 Ne 00
MecTo cocraBiaeHUs

dopma 3aceTaHud

‘[Ipencenarenn H. O. Qamunusa
Cexperapb U. O. Gamunus

ITpucyrcrBoBanu 00 yerr. (YKa3bIBarOTCS MHULIMAJIBI, GaMHIUM MU
MPUIIATAETCA CITMCOK MPHUCYTCTBYIOLIMX
B ali)aBUTHOM TOPSIKE, CTOIOLIOM).
[ToBecTka aHA:
1. Ilepsniii Bonpoc (hopMmynuposka). Jloknanuuk (HaMMEHOBaHUE
IOXHOCTH, (paMUIUst, M1, OTYECTBO B POIMUTEILHOM IMamexe).
2. Bropoii Bonipoc (¢popmMymmposka). Joknagyuk (opopMiIeHue aHa-
JIOTUYHOE).

1. CIIYIIAJIMA:

U. O. Pamunus (B MMEHUTEIBHOM TIafieXe) — KPaTKOe MM pa3Bep-
HYTO€ M3JIOXKEHHE CONEPXKAHUS BBICTYIUICHUS (OT MEPBOTO JIMILIA).
BBICTYIIUJIN:

H. O. ®amunus — u3naraercsi COEepXaHue BHICTYIUIEHHS (rToce da-
MUJIMY B CKOOKaxX MOXET OBITh NPUBEAEHA JOJXKHOCTD BBICTYIAIOLIETO).
[TOCTAHOBHUIJIN:

1.1. Msnaraetcs ¢hpopMymMpoBKa MOCTAHOBIEHHUS 110 TIEPBOMY BONIPO-
CY — YKa3bIBAa€TCs NEHCTBUE B HEONPeneIeHHOM! ¢opMe (TIOPYYUTh, Opra-
HHU30BaTh U T. I1.) UCITOTHUTEND (ZOJDKHOCTHOE JIULIO, CTPYKTYPHOE TIOJ-
pa3genieHHe), CpOK MCIIOTHEHMA.

1.2. AHanoruyHo oOpMIISIETCS TTYHKT BTOPOI NMOCTAHOBAEHUS IO
IIEPBOMY BOIIPOCY.

2. CJIVIIAJIN:
OdopmieHye BTOpOro Bonpoca MOBECTKH OHS CTPOMTCH aHAJIOTHY-
HO TIEPBOMY.

[Ipencenarens (rionmnuce) H. 0. damunus
Cekperapb (noamnuce) H. O. Qamunus

Pucynok 6 — Maket npoTtokosa
3aoanusa:




CocTaBuTh cieayronme 10KyMeHTBI:

CocrtaBuTh pacnucanue rpauka OTIyCKOB.

CocTaBHUTh IPOTOKOJI 3aCEAaHUS aKIIHOHEPHOTO O0IIECTBA.
CocTaBUTh aKT O CHUCAHHUHU HMYHICCTBA.

CocraBuTh aKkT 0 IpueMe-Tiepesaye aei.

NS s

IIpakTuyeckoe 3ansatue 9,10
OdopmiteHue OPpraHu3aluOHHON TOKYMEHTAIIUH

Yemas opeanuzayuu

Baxxkneiiinm 13 opraHu3allMOHHBIX IOKYMEHTOB SIBIIsIETCA Yemas opeanuzayuu.

Ycmas sBasieTcst yupeauTeNbHbIM JOKYMEHTOM, YCTaHABIMBAIOUIMM IPaBOBOI CTaTyC
IOPUANYECKOTO JINIA, HEOOXOAMMBIM COTJIACHO 3aKOHY JJISI €r0 TOCYIapCTBEHHON PETUCTPAIUH.

YcraB — 3TO CIOKHBIM B 00bEMHBIN JOKYMEHT. B YcTaB BXOAUT CIEAYIOIMHMA COCTaB
PEKBU3HUTOB:

— sMOJemMa opraHu3anuy (Mpyu HATMYUHA TAKOBOH);

— HAUMEHOBAHUWE OPTAHU3AIINN;

— CIIpaBOYHBIE JaHHBIE 00 OPraHU3AIINH;

— HauMeHoBaHue JokymeHTta — YCTAB;

— MECTO U3/IaHuS;

— rpud yrBepxnaenus (Y TBEPXX/IEHO);

— TEKCT.

CtpyKTypa TEKCTa U €ro coJep KaHue OIpeneisoTcs paspadoTunkamu Ycrasa. B uuc-
J10 00513aTENbHBIX Pa3/IesiOB TEKCTa BKIIIOYAOTCS:

1. OBILIME IIOJIOXXEHUS (ompenensitoTcst 1esid M 3ajadyd CO3/1aBacMOM OpraHusa-
1IUH).

2. OPTAHMU3AIIMOHHASA CTPYKTVYPA (coctaB CTpYKTYpHBIX MOApA3JCICHUN, UX
(YHKLNU ¥ B3aUMOCBSI3H).

3. PETJIAMEHT OPT'AHU3AILINU (dbopmbl 1 MeTONBI yIIpaBlieHus, TIpaBa U 00s3aH-
HOCTH JIOJDKHOCTHBIX JIUIT).

4. ®PUHAHCOBO-MATEPUAJIBHAS BA3A (ompeneneHue pa3MepoB OCHOBHBIX
00OpOTHBIX CPENICTB, UCTOYHUKH, MOPSAA0K PACHOPSKEHUS CPEICTBAMH U LICHHOCTSIMH).

5. OTYETHAA U PEBU3MOHHASA AEATEJIBHOCTb.

6. IIOPAJOK JINKBUJIALIMN OPTAHU3AILINN.

IIpasuna ogpopmnenus nonodxceHus

Tlonosicenue - NOKYMEHT, PETIAMEHTHPYIOIINN OPTaHU3AIHI0 PaOOTHI TPEIIPUSTHS,
AKIIMOHEPHOTO O0IIEeCTBa B I[EJIOM HIIM €r0 OTJENIBbHBIX CTPYKTYPHBIX MOAPa3IEICHUN.

JIOKYMEHT BKJIFOUYaeT B CeOsl CIIEAYIONTNE pa3Ieibl: OOIINe TOJI0KEHUS; TOPSIOK Haiima
U BBICBOOOXK/IEHUsI paOOTHUKOB; 0053aHHOCTH TIEPCOHANA; 00sI3aHHOCTU aIMUHUCTpALIUU; pado-
4yee BpeMs M €r0 HCITOJIb30BAHHE; IMOOMIPEHUS 3a YCIEIIHBIE Pe3yIbTaThl Pa0OTHI; OTBETCTBCH-
HOCTb MepPCOHANA 32 HApYIICHHE TPYJAOBON AUCIUILTHHBIL.

Pazoen «Obwue nonosicenusy onpenenser 1enb, sk KoTopor paspadorano [lomoxe-
HUE, U TIEPEUUCIISIET KOHCTUTYIIMOHHBIE TAPAHTHH TIEPCOHANA B 00JIaCTH 3aHITOCTH.

Pazoen «llopsidok naiima u 661c8600031cOeHUs. NEPCOHANAY» BKIIOYAET MPOIEAYPHI TIpHe-
Ma Ha paboTy MepcoHana, B YaCTHOCTH, MEPEeYeHb HEOOXOIMMBIX JOKYMEHTOB, o(opmiieHUE
NpHKa3a O MpUeMe, TMPOBEJACHUE HHCTPYKTAXKA 10 TEXHHUKE OE30MacHOCTH, YCIOBHS PaOOTEHI.
[TonpoOHO pa3bIICHSIOTCS MpaBa U 00sI3aHHOCTH PAOOTHUKOB, BOMPOCHI MPOJIBIKEHUS TEPCOHA-
Ja 1o CITY’)KeOHOH JIECTHUIIE, PETJIAMEHTHPYIOTCS BOMPOCHI MEPEBOJa Ha JPYTYIO JOJKHOCTD.
JleTanbHO pacmuUCHIBAETCS TOPSAOK PACTOPXKEHUS TPYAOBOTO AOroBopa (KOHTPaKTa) Kak IO
WHHUIMATHBE paOOTHUKA, TaK U 110 MHUIIMATHBE 3 IMHHUACTPAITIH.



Pazoen «Ocnosnvle obazannocmu nepconanay NEpPEUUCIseT Kpyr oOs3aHHOCTEH IO
CBOECH CcIennanbHOCTH, KBATH(UKAILIMN WIH TOJDKHOCTH, KOTOPBIE T0JDKEH BBITIOIHATH TEPCOHAT
B pabouee BpeMsl.

Pazoen «Ocnosnvie obazannocmu aomunucmpayuuy ONpEAeseT NepedeHb 00sM3aHHO-
cTen PYKOBOJACTBA OpraHu3aliiv, KOTOPBIC AOJIKHBI BBIIIOJHATL B COOTBCTCTBHUU C HeﬁCTBYIO-
MM 3aKOHOJATENbCTBOM. B umcio Takux o0s3aHHOCTEH BXOAAT 3((EeKTHBHAS OpPraHU3ALM
TpyJla MEepPCOHaNa, COBEPIIEHCTBOBaHUE (JOPM M METOJOB OILIATHI TPYJa, COONIOACHUE 3aKOHO-
JIaTeNIbCTBA 00 OXpaHe TPyAa M TEXHHWKE 0€30MacHOCTH, KOHTPOJIb 3a COOJI0AeHHEM paboUyrnMHy,
CIELMAIMCTaMU U aIMUHHUCTPALMEH MHCTPYKLIUH 110 TUTUEHE TPYAA U IPOU3BOACTBEHHOM CaHHU-
TapuH, IPOTUBOIIOXKAPHOI OXpaHe U T. T.

Pazoen «Pabouee spems u e2o ucnonv3oéanuey OroBapuBacT Hayajao U OKOHYaHME pa-
OO0TBI, IEpPEPBIBBI Ul OTIBIXA U MIUTaHMS, ONpeeNseT rpadK CMEHHOCTH, (JOPMBI U OpraHu3a-
IIUIO Y4eTa sIBKM Ha padoTy, HOPSI0K NPEACTABICHUS OTIYCKOB M HEKOTOPBIH JpYyrue BOMPOCHL.

Pa3zoen «lloowpenus 3a ycnewnvie pe3yiomamsl pabomuly MEPEUUCISET BUAbI MOOII-
peHUul, KOTOpBIE MOTYT OBITH TPUMEHEHBI 32 00PA3I[0BOE BHITIOJHEHUE TPYIOBBIX 00SI3aHHOCTEH,
pa3pabOTKy M BHEAPEHUE PALMOHAIN3ATOPCKUX MPEIUIOKEHHUHN, TOBBIIICHUE TPOU3BOAUTEILHO-
CTH TPyZa U T. [I.

Pa3zoen «Omeemcmeennocmov 3a nHapyuieHue mpyoosou OUCYUNIUHbL) OTOBApUBAET Me-
PBl IUCLUIUIMHAPHOTIO BO3JEHCTBHUS Ha HEPAJAUBBIX pAOOTHUKOB, IEPEUUCIISIET BU/bl HAPYILIEHUM
TPYIOBOH JUCHUILIMHEL, TIOPAIOK MX (PUKCUPOBAHUS U COOTBETCTBYIOIINE CAHKIIUH.

IHImammnoe pacnucarnue

LImamnoe pacnucanue —IOKyMEHT, KOTOPBII OMpeAEIsieT CTPYKTYPY OpraHU3aliy U
YHCJICHHOCTh JIOJDKHOCTEH KaXKJI0TO HAMMEHOBAHHS B KOHKPETHBIX CTPYKTYPHBIX IOjpa3ieie-
HUSIX U B 1I€JIOM B opranu3auuu. llltaTHas cTpykTypa U IITaTHOE pacHucaHue pa3padaThIBatOTCs
OpTaHHU3aIUSIMU CAMOCTOSITETTEHO.

[lItaTHOE pacmucaHue COCTABISETCS W YTBEPHKIASTCS IO COCTOSIHUIO Ha 1 sHBaps exe-
rogHo. @opMa MITaTHOTO paclucaHus MPUBEICHA Ha puc. 4.

[lItarHoe pacniucanue opopmiIsaeTcs, Kak MPaBUilo, Ha OOIIEM YIJIOBOM OJIaHKE OpraHu-
3aIHH.

Hnuempyxyus, ee cooepoicanue u ogpopmienue

HUncmpykyus — NOKyMEHT, UMEIONITUN TIpaBoBoM craryc. OHa u3maercs B LENAX ycTa-
HOBJICHUS TIPaBUJI, PETYIUPYIOUINX OpPTaHU3AIMOHHBIC, Hay4YHO-TeXHUYEeCKHe, (PUHAHCOBBIE U
WHBIE CTOPOHBI JIEATETLHOCTH opraHu3anuii. Ha kaxkaoro paboTHHKA OpraHM3aIlid, HaIpuMeD,
JIOJIKHA COCTABJIATHCS JOJKHOCTHAS UHCTPYKITUS.

JloIDKHOCTHAS MHCTPYKIUS UMEET YHUDUIIUPOBaHHYIO (GOPMY M OJMHAKOBYIO JIJISi BCEX
TOJKHOCTEHN cTpyKTYypy TekcTa. OHa odopmisercss Ha obmiem Onanke. MHCTpyKIUs yTBepxkaa-
€TCSl HEMOCPEICTBEHHO PYKOBOJUTENIEM WM CHEIUATBHBIM PACTIOPSIUTEIBHBIM aKTOM (TIpHKa-
30M I10 OPTaHU3ALIIH).

YTBEPKJIAIO
LImam e xoruuecmee OOJZDfCHOCWleuV

(ITonnuce pykoBOAMTENS OpraHU3aLUN)
n " 200 T

IITATHOE PACIIMCAHMUE
Ha 200  ron




(mara, mecsr, rox)

(MOIHOE HAMMEHOBAHUE OPraHU3ALUN )

Ne HaumenoBaHue 10KHOCTH Konunuect-
n/m BO JIOJDKHOCTEMN
Aomunucmpayusn
1. Hupekrtop 1
2. 3am. TUpeKTopa 1
CekpeTapb-pedepeHt 1
U T.JI.
Uroro:
IInanoewiit omoen
1. HavanpHUK TUIaHOBOTO OTAENA 1
2. Crapimii 5KOHOMHUCT 1
3. DKOHOMHCT 5

U T.JI.

HUroro:

Bcero no npennpusituio:

Pucynok 7 — MakeT ITaTHOrO pacliuCcaHus

3aganuga:
CocTaBUTH IITATHOE PACTIMCAHUE.

IIpakTuyeckoe 3ansaTue 11

CocraBiieHHe 10/LKHOCTHONH HHCTPYKIIUH

Huempyxkyus — NOKYMEHT, UMEIOLIUHI NpaBoBOM craTyc. OHa M3AaeTcs B LENSIX ycTa-
HOBJICHUSI MPAaBUJI, PETYIUPYIOUINX OpPraHM3allMOHHBbIE, Hay4YHO-TEXHUYECKHE, (PUHAHCOBBIE U
UHBIE CTOPOHBI JIeATENILHOCTH opranu3anuid. Ha kaxmoro paboTHHKa opraHu3aluu, HalpuMmep,

JO0JDKHA COCTABIATHCA NOJKHOCTHASA MHCTPYKIHA.

JIOMKHOCTHAsI MHCTPYKIUS UMEeT YHUPUIIMPOBAHHYIO (OPMY U OJIMHAKOBYIO JUIS BCEX
JIOJDKHOCTEHN CTPYKTYpy Tekcta. OHa odopmisiercss Ha oOmiemM Onanke. MHCTpykums yTBepxaa-
€TCsl HETIOCPEICTBEHHO PYKOBOAMTENEM HIIM CHEIHAIbHBIM PaCHOPSAUTEIHBIM aKTOM (TIPUKa-

30M T10 OpraHU3aIuN).

[IpuBenem B KadecTBe MpHUMEpa IOJKHOCTHYIO MHCTPYKILHIO CeKpeTapsi-pedepeHTa

KPYITHOM OpraHHU3alnu.

HAUMEHOBAHUWE OPI"AHU3ALIUU YTBEPX/IAIO
I'enepanbHBII AUPEKTOP
(moxmucek) N.0. Gamumnus

JOJDKHOCTHASA MHCTPYKIMA

00.00.0000 Ne 00

cekperaps-pedepenra
TeHEPAIBHOTO TUPEKTOPa

00.00.0000




1. OBIIME ITOJIOXKEHUA

1.1. Cekperapb-pe)epeHT OTHOCUTCSI K KATETOPUU CIICIUATHCTOB MPEANPUSATHS, TIPUHHU-
MaeTcsl U YBOJIbHSAETCS AUPEKTOPOM 10 IEPCOHAITY.

1.2. OcHOBHBIMH 3a/ladyaMU CeKpeTaps-pedepeHTa SBISIOTCS OPraHU3alMOHHOE U JOKY-
MEHTAIIMOHHOE 00ecIieYeH e e TEIbHOCTH FeHepaIbHOr0 JUPEKTOpa.

1.3. Cexkperapb-peepeHT MOAYMHAETCS HEMOCPEACTBEHHO AUPEKTOPY HPEANPHUSITHS IO
NepcoHaly.

1.4. B cBOeli 1eATENBHOCTH CeKpeTapb-peepeHT pyKOBOACTBYETCS:

— 3aKOHOJATEJIbHBIMU akTamMu P®;

— YcTaBoM npeanpusTus;

— [lonoxenunem o GyHKIIMOHATBHBIX CIYKOaX MPEIIPUITHS;

— mpuKazaMu (yKa3aHUsIMH) PYKOBOJCTBA NPEANPUSATHUS;

— HOPMAaTHBHO-METOAMYECKUMH MaTepHUaaaMy 110 OpraHU3aliy JeJI0NPOU3BOJICTBA;

— HACTOSAILEH TOKHOCTHOM MHCTPYKIIUEH.

1.5. Ha momxkHOCTh cekpeTaps-pedepeHTa Ha3HAYaloTCs JIMIIA C BBICIIUM, CPEIHUM CIICIU-
QIBHBIM O0pa30BaHMEM M CTaxeM paboThl He MeHee | roma miam 6e3 cTaxka, HO MPH yCIOBUHU
MPOXOXKACHUS 00YUeHHsSI Ha Kypcax cekpeTapeii-ped)epeHToB.

1.6. Cekperapb-pedepeHT H0HKEH BJIaJIETh BOIIPOCAMH:

— MEPCTIEKTUB PA3BUTHS MPEANPUATHUS, €T0 PHUHAHCOBO-XO3IHCTBEHHOM NESATENbHOCTH;

— opraHu3anuu paboThl ¢ JOKYMEHTaMU, COCTaBJICHUS JOKYMEHTAIUY;

— OpraHu3alliu yIPaBJIEHYECKOTO TPYIa;

— MPUMEHEHUS] CPEACTB BHIYMCIUTENIBHON U OPraHu3allMOHHON TEXHUKH;

— MepeBoJia cy>KeOHOM JOKYMEHTAIIMM Ha MHOCTPAHHBIN SI3bIK KOMMEPYECKOro MapTHe-
pa;

— KYJBTYPBI TPYAQ U CIIYKeOHOI 3TUKH;

— OXpaHbl TPyAa, TEXHUKH 0€30MaCHOCTU U MPOTUBOIIOKAPHON 3alUTHI;

— OKa3aHMs epBUYHON METUIIMHCKOMN MTOMOIIH.

2. ®YHKIIUN

Ha cekperaps-pedepenTa Bo3nararorcs cieayrone (yHKIIN:

2.1. MudopmanrioHHO-CIIpaBOYHOE 00CTYKUBAaHUE IO JJOKYMEHTaM MPEeAIpUsTUs.

2.2. Metoauueckoe PYKOBOJCTBO M KOHTPOJb 3a OpraHU3allel elornpou3BOJACTBA B
CTPYKTYPHBIX TOpa3eNieHIsIX U (pruranax npearnpHusIThs.

2.3. JIOKyMEHTUPOBaHHE AEATEIbHOCTH COBEIIATEIbHBIX OPTaHOB MPEIIPUATHSL.

2.4. OnepaTUBHO-OPraHU3AMOHHOE OOCTYKUBAHUE PYKOBOJICTBA.

2.5. BeinonHeHue MalIMHOMMUCHBIX, IPauueCKUX, MHOKUTEIbHBIX PaloT.

2.6. Benenne u oopmiieHne KaapoBoi JOKYMEHTAIMH U y4eTa (B cilydyae OTCYTCTBUS UH-
CIIEKTOpa 10 MEePCOHAITY).

2.7. Benenue y4era pabo4yero BpeMEHU COTPYIHUKOB.

2.8. Benenne ydyera KOMaHAMPOBOYHBIX YIOCTOBEPEHMIA.

3. I0JI’KHOCTHBIE OBA3AHHOCTH

Cekperapb-pedepeHT JOIKEH:

3.1. OcymecTBIsITh NOATOTOBKY HEOOXOIMMBIX JTOKYMEHTOB, 0OecreuynBaTh (UHAHCOBO-
XO3SMCTBEHHYIO JESATENBHOCTD NIPEATIPUATHS.

3.2. OGecnieunBaTh MPHUEM, YUE€T, PETUCTPAINIO, KOHTPOJb UCIOIHEHUs TOKYMEHTOB, UH-
(opMaLOHHO-CIIPaBOYHOE 00CTY)KMBaHUE U XpaHEHHUE TOKYMEHTHON HH(pOpMaIuu.

3.3. KoHTpoMMpoBaTh Ka4€CTBO MOJATOTOBKH, MPABUIILHOCTh COCTABJIECHHUSI, COTJIACOBAHUS U
YTBEPKACHUS IOKYMEHTOB, IPECTABIIIEMbIX Ha IIOJIUCH PYKOBOJCTBY NPEANPUSATHUS.

3.4. OcymiecTBIATh KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB M IMOPYYEHUN PYKOBOJICTBA, MPH-
HUMAaTh OIIEpaTUBHBIE MEpPbI, HAIIPABJIECHHBIE HA CBOEBPEMEHHOE U KaYECTBEHHOE MX BBINOJIHE-
HUE.



3.5. OcymecTBisATh OpraHU3alMI0 MMOATOTOBKH, IPUHATHS PEUICHUS U JOBEACHUS UX 0
HETOCPEACTBEHHBIX UCIIOMHUTENEeH. [IpoBOANTE aHANN3 CIPaBOK U JOKJIA/I0B, IPEJOCTABIAEMBIX
PYKOBOJCTBY, 1aBaTh [10 HUM KOMIIETEHTHBIE 3aKJIFOUEHUSI.

3.6. Ocyl1ecTBIATh ONEPATUBHYIO CBSI3b CO CTOPOHHMMH OpPraHM3aLUAMU (Kak KoMMepye-
CKMMH, TaK U IOCYIapCTBEHHBIMU) U OTIEJIBbHBIMHU TpakJaHaMHU IO BOIIPOCaM TEKYIIEH nes-
TEIBLHOCTH Mpeanpusitus (Tenedon, Gakc. IEKTPOHHAS MOYTa | T. I1.).

3.7. BecTu npuemM NOCETUTEIICH.

3.8. BbinonHATh paboTy MO JOKYMEHTALMOHHOMY OOECIEeUeHHIO KaJpOBOW JeATEeNIbHO-
CTH NPEANPUATHUSA:

— o(opmMIIeHHE IPUKA30B 110 JINYHOMY COCTaBY;

— odopmiieHre TUYHBIX KapToueK (GopMbl T-2 MU TUYHBIX JIET;

— o(opMIIeHHE TPYIOBBIX KHUKEK;

— ohopMJICHHE U BEJICHUE TPYJOBBIX KOHTPAKTOB (JIOTOBOPOB);

— o(opmiIeHHe KOMaHJUPOBOYHbBIX JJOKYMEHTOB;

— o OpMIICHHE JIUCTOB HETPYIOCTIOCOOHOCTH;

— BeZieHue Tabens yyeta pabo4yero BpeMeHHu;

— BblJaua CIpPaBOK O TPYJOBOM CTa)Ke U 3apIuiaTe.

3.9. OGecrieunBaTh BBINOJIHEHUE MAIIMHONMCHBIX U KOINHPOBAJIBbHO-MHOXHTEIbHBIX pa-
00T.

3.10. Ucnons3oBats 1K kak cpeacTBo aBTOMaTHU3alMU 1EI0IPOU3BO/ICTBA.

3.11. IIpoBoauTh €XeroAHbIli OTOOP JOKYMEHTOB Ha apXHMBHOE XPaHEHUE WM HA YHUUTO-
KEHHUE.

3.12. BbINONHATH OTAENBHBIE TOPYYEHHUS PYKOBOACTBA MO NPOQPHI0 (UHAHCOBO-
XO3SIMCTBEHHOH 1€ TENbHOCTH MPEAPUATHS.

3.13. Bectu Tabens SIBKM COTPYIHUKOB Ha padOTy U NepeaaBaTh Ta0Elb B OyXTraaTepHIo.

4. TIPABA

Cekperapb-pedepeHT UMeeT MpaBo:
4.1. 3anpamuBaTh 0T PYHKIIMOHATBHBIX CITYKO HEOOXOJAMMBIE MaTepUalbl, a TAKXKE 00b-
SCHEHUS O NIPUYMHAX 3aJ1€P>KKHU BBIIIOJIHEHUS 3aJaHUI U IOPYYEHUH PYKOBOJCTBA.

4.2. PaccmaTpuBaTh JOKYMEHTHI U HANIPABJIATh UX HA UCIIOJIHEHUE PYKOBOJIUTENSIM U CITe-
LUATMCTaM IPEANPUATHSL.

4.3. TpeboBath OT UCHIOIHUTENEN JOPAOOTKH JOKYMEHTOB, IIOJrOTOBJIEHHBIX C HAPYILIEHUEM
yCTaHOBJICHHBIX IpaBui ux cocrasienus u opopmierus (IOCT P 6.30-97), Mex1yHapoJHBIX
npaBm1 opopMiieHUs JOKyMeHTOB (150).

4.4. BuzupoBaTb TOKyMEHTHI YIIPABJIECHYECKON JEATEIBHOCTH B pAMKaxX CBOEH KOMIIETEHIINH.

4.5. BHOCUTDH Ha pacCMOTPEHUE PYKOBOJICTBA IIPEJIOKEHUS 10 YIYUIICHUIO TJOKYMEHTall -
OHHOT0 O0OecreueH sl JeSITeIbHOCTH MPEANPUSATHS, COBEPILIEHCTBOBAHUIO ()OPM U METO/I0B
YIPaBIEHYECKOTO TPYJa Ha OCHOBE MPUMEHEHHUS SIEKTPOHHONU TEXHUKH.

4.6. TpeboBaTh OT pyKOBOJCTBA CO3JJaHHSI HOPMAJIbHBIX YCIIOBHM JJIsl BBITOJHEHHS CITYKe0-
HBIX 003aHHOCTEHN U COXPAaHHOCTH BCEX JOKYMEHTOB, 00pa3yIOIIMXCS B JEATEIbHOCTH Mpe-
PUATHUSL.

4.7. PaboTaTh C TOKyMEHTaMH, UMEIOIIUMHU 3aKPBITHIN XapaKkTep.

4.8. IlpuHnuMaTh pemeHus B peaenax cBOe KOMIIETEHIINN.

4.9. BzauMoeiicTBOBaTh CO BCEMU CIIy>k0aMu (COTpYAHUKAMH) MPEANPHUATHS 10 BOIPOcam
MIPOBEPKH UCIIOJIHEHUS IOKYMEHTOB, IIOPYYEHUH U MTPe0CTaBIeHUs He0OX0uMoil nHpopMma-
L[N PYKOBOJICTBY.

5. OTBETCTBEHHOCTD

Cekperapb-pedepeHT HECET OTBETCTBEHHOCTh 34!
5.1. KadecTBO JOKYMEHTOB, ITPEIOCTABISIEMbIX Ha TIOIIMCH PYKOBOJICTBY IPEATIPHSITHS.
5.2. HeGpexHoe, XxalaTHOE OTHOIICHHE K CBOUM JIOJKHOCTHBIM OOSI3aHHOCTSIM.



5.3. CoxXpaHHOCTb IOKYMEHTALIUH, Pa3IJallleHue CBEIECHNN, MMEIOIIMX 3aKPBITHII XapakTep.

3aM. reHepaIbHOTO TUPEKTOpa (IUPEKTOP) IO TEPCOHATY (moamuck) . 0.
damunus

IOpuckoHCcynbT

IOINUCH H. O. ®amunus

00.00.0000

IIpakTHyeckoe 3ansaTHe 12
NenoBas urpa: «OdopmiaeHue 10KyMeHTOB NP NpueMe HA PadoTy»

[IpueM Ha mMOCTOSIHHYIO PabOTy HOBOTO COTPYAHHMKA COIPOBOXKIAETCA
oopMIIeHHEM JOKYMEHTOB, YKa3aHHBIX Ha CXeMe (PUCYHOK &).

PesoMme

¥

3asBiIeHUue

+

AHkeTa

v

TpynoBo#t KOHTpaxT
(morosop)

v

Ilprka3s o npueme

v

% OdopmieHre TUYHOMK byxrantepus
3anuch B TPYAOBOM Pop . P
KapTOYKH U IMYHOTO (OTKpBITHE THLIEBOTO
KHVIDKKE
Jeia cyeTa)

PI/ICYHOK 8 - IlocnenoBaTenbHOCTH JAOKYMCHTUPOBAHUA TIPpHU IPUCMEC

3asgBieHUE O MpueMe Ha padoTy cOCTaBIsIeTCAd B MPOU3BOJBHON (Qopme, MUIIETCH
oT pyku. [lucats ero pexkomenayercsa Ha Oymare ¢popmara A4 — 3To popmMaTt AUCTOB
JOKYMEHTOB JIUYHOTO Jiejia, B KOTOPOE MOAIIMBAETCS U 3asiBJI€HHUE O IpUueMe Ha padoTy.

B 3asBieHnn He MPUHATO yMOTPEONSITH apXau3Mbl M KaHIEISIPU3MBI («BechMa yoOeau-
TEJIbHOY, «3apaHee MPU3HATEICHY, «IIPOIy HE OTKa3aTh» U T.II.).

Jlist 3asiBIIeHUsI O MpueMe Ha paboTy XapaKTEepHBI CIEAYIONINE PEKBU3UTHI: ajpecar (Ko-
My aJipecyeTcsl 3asBJICHHUE), 3asBUTENIb, MECTO MPOXKUBAHUS 3asBUTENs, HAUMEHOBaHHE BUJA
JIOKYMEHTa (3asBJIC€HUE), TEKCT, MOANUCH, JaTa COCTABICHUS.



3asBIECHUE MOXKET BBITJISACTh CICAYIOIIUM 00pa3oMm:

OAO «CraitiiHr» Hupexropy
H.. IlerpoBy
3ASBJIEHUE
18.06.2000

[Iporry npuHsATH Ha pabOTy CTAPILIUM HHKEHEPOM.
Jluunas noonuco  T'. B. Cunopon

3asBieHHE O IpHEMe Ha paboTy IMOCIEe €ro PacCMOTPEHMS, a TaKkKe O3HAKOMIIEHHUS C OC-
TaJbHBIMU HEOOXOJUMBIMM JIOKYMEHTAaMU SIBISETCS OCHOBAaHUEM JJis M3JAHUS IPHKa3a o
npueMe Ha pabory. B ciyuae npuHATHS OTPHLIATENIBHOTO PELICHUs 3asBUTEN0 COOOIIAIOT O
HEM YCTHO WJIM MUCbMOM (110 YKa3aHHOMY B 3asIBIICHUU aPECY).

3asBlIEHHE O MEpEBOAC HA APYT'YHO JOJIZKHOCTD OCI)OpMJ'IHeTCH CJICAYIOIIUM o6pa30M:

Haumenosanue cmpyxmyproeo Aodpecam
noopazoenenust Pezonoyus
3AABJIEHUE

00.00.200...

HpOI_Hy IEPEBECTU MCHA Ha IOJIXK-
HOCTb

Haumenosanue donsxcrnocmu

Haumenosanue cmpykmypHnoz2o noopasoenenus

B CBA3HU C

IIpuuuna nepesooa

Tloonuce pabomnuxa Pacwugposxa noonucu

Takoe 3asBieHHE MOXKET OBITH HAMKMCAHO Ha OOIIEeM OJIaHKE WM Ha CTaHAApPTHOM JIHCTE
oymaru ¢opmara AS. B aapecare 3asBIeHUSI O TIEPEBOJE Ha JPYTryIO MOJKHOCTh 3asBUTENb
YKa3bIBa€T 3aHUMAEMYI0 UM JOJKHOCTD.

3asBJIEHUE O MPEIOCTABICHUH OTITYCKa Ha KPYIMHBIX MPEeANPUATHSIX odhopMisieTcst Ha Tpada-
peTHOM OJaHKe, BBITIOJTHEHHOM TUHOTPAadCKUM CIIOCOOOM, a B HEOOJBIINX OPTaHU3AIMSIX MOXKET
COCTABIIATHCS CIENYIOIUM 00pa3oM, HalpuMep:

JupekTopy npeanpusTus
«AJIIpoH»
H.. KppuioBy
3ASBJIEHUE
10.05.2000 ' :
[Ipomry npenocraButh ouepenHoit ormyck ¢ 12.05.2000.
HaganpHuk niexa Toonucw I1.C. ®mmmonoB

[Tpuka3zaMu Mo JIMYHOMY COCTaBY OQoOpMIIsieTCsl MpUeM Ha palboTy, mepeMenieHue o
ciyx0e, YBOJIbHEHHE, NMPEIOCTaBICHUE OTIYCKOB, O0BsABIECHUE MOOUIPEHUN, MPUMEHEHHE
Mep BO3AEHCTBUS K HAPYLUIMTENSAM AUCUMIUIMHBL U T.. Ha KPYNMHBIX NPEINpUATHIX ITH K€



IIPABOOTHOILIEHUSI MHOTJA PETYJUPYIOTCS MPUEMHBIMH, YBOJIBHUTEIbHBIMYU, EPEBOJHBIMU U
OTIIYCKHBIMM 3amucKkaMH. Berpedaercs u cmemanHas gopma, Korja npueM, rnepeMerieHue u
YBOJIbHEHHE PYKOBOAIIETO COCTaBa M MH)KEHEPHO-TEXHUUYEBKOT'O MepcoHaia 0QpOpMIISIOTCS MpH-
Ka3zaMH, a pabourx MaccoBbIX Ipoheccuii — 3armucKamu.

O¢opMIAIOT IPUKA3bl IO JUYHOMY COCTaBY Ha 00ImuX OnaHKax. B 3aromoBke K TEKCTY TaKOTO
npukasza muuryt: «O npueme Ha paboty», «O nepeBoje Ha Apyryro padboty», «O0 yBOIbHEHUMY,
«O mpenocraBiaeHuu oTiycka», «O nooumpeHun», «O HapymeHun», «O HaJ0KEHUU aAMUHU-
CTPATUBHOT'O B3bICKAHUS» U T.II.

B npukaszax mo JM4YHOMY COCTaBY KOHCTaTHUPYIOILIAash 4YacTh MOYXET OTCYTCTBOBaTh. Pac-
HOPSAUTENbHAS YaCTh JEIUTCA HAa MYHKThl. Ka) bl MyHKT NpHKa3a IO JINYHOMY COCTaBy
HayuMHAeTcs riaaroioM, obOo3HauvaromuMm aeiicteue: HASHAUUTDL, ITEPEBECTHU, IIPE-
JOCTABUTD, OB BABUTH BJIAT'OJJAPHOCTDL, OCBOBOJAUTD u 1.11. OTH riaaroisl ne-
4aTalT NPONUCHBIMU OykBamu oT 0-ro monoxxenus tabynstopa. OT 1-To mojgoxeHus Ta-
OynsaTOpa HauMHAIOT MeYaTaTh COACPIKAHUE TEKCTa pacHopsAuTeabHON yacTu. PamMuinio
[I€YaTal0T MOJHOCTHIO MPONUCHBIMU OyKBaMHU, a UM U OTYECTBO — CTPOUYHBIMH, 3aTEM
YKa3bIBalOT JOJIKHOCTh, CTPYKTYpPHOE IMOJpa3/ielieHue, CoAep:KaHue NeHCTBUSA B OTHOLIE-
HUHU JULa, 0 KOTOPOM H31aeTcs npuka3. Kpome Toro, B myHKTe IpuKa3a 0 Ha3HauY€HUU Ha
JOJDKHOCTh YKa3bIBaIOT, HAa KaKyl0 JOJKHOCTb, C KaKOM JaThl U C KAKMM OKJIaJ0M HPUHHU-
MaeTcsi COTpPYJHMK. B mpukase o mpenocraBieHUU OTIYCKAa yKa3blBalOT BHUJ OTIIyCKa, KO-
JUYECTBO MPEJOCTaBIAEMbIX pabOUUX AHEH U JaThl HaYajla U OKOHYAaHUS OTIYCKa.

[TpuBenem npumep opopMIICHUS IPHUKaA3a!

3A0 «PsOuHay
[TPUKA3
12.04.2000 Ne36-k r. HoBocubupck

O npueme Ha paboty ['puropresoii B.1.

I'PUI"OPLEBY Banentuny VlBanoBHY NpUHATH cTapiiuM S5KoHOMHCTOM ¢ 14.04.2000 ¢
OKJIaJIOM COTJIACHO IITATHOMY PacCHUCaHUIO.

OcHoBaHME: KOHTPAKT.

Hupexrop Iloonuce  H.W.Ilerpos

Busbi ons1 0onocnocmuwix auy

Bu3za o3nakomnenus nocmynarowe2o Ha pabomy

(mpocTasisieTcss Ha 000POTHON CTOPOHE MPHUKaA3a).

TpynoBas fesTeIbHOCTD TpaKAaH (GUKCHPYETCs B TPYAOBBIX KHIDKKAX, B KOTOPbIE 3aHOCATCS
obmiue cBeeHusl 0 pabOTHUKE, CBEJCHUS O paboTe ¢ Havaia TPYIOBOM JACSITETLHOCTH, MOOII-
PEHUSX U HArpakAeHUsX. DOPMYIHPOBKU B TPYJIOBBIX KHUKKAX JIOJKHBI COOTBETCTBOBATH (hOPMY-
JUpOBKaM, ykazaHHbIM B K30T PO.

[TpuBenem npumMep 3aNOTHEHUS TPYAOBOM KHIKKH:

Ne Yucmno, Caenenust o mpueMe Ha ocHoBanun
3alUCH  TOM, MecsI] U TIepeMelleHun KaKoro JOKyMeHTa

HoBocubupckoe npennpustue «Kpucramn»

1 05.04.2000 [TpunsT NepeBo1IOM [Tpukas ot 04.04.2000
Ha JIOJDKHOCTB OyXranrepa Ne 53-p

2. 06.05.2000 YBoOJIEH EpeBOIOM B [Tpukas ot 05.05.2000
Oo0benuuenne «Oxcumy No 54-p

(ct. 29 K30T P®)
HavansHuk otzaena kagpos Toonuce H.M. Cunopos



Teuamy

OpHMM 13 OCHOBHBIX JJOKYMEHTOB IO Y4ETY JINYHOIO COCTaBa B YUPEXKJICHUH SIBIISETCS JINY-
Hasg KapToyka pabounx u ciayxammx. @opma kaprouku tunosas (popma T2). Bece 3anucu B
KapTOYKe JIOJKHBI OBITh JOKYMEHTaJIbHO 00OcHOBaHbl. Ha ocHOBaHMM macmopra ykas3blBa-
10TCsl (haMuIHsl, UM, OTYECTBO, TOJl M MECSI] POXKICHH, HAIMOHAJIBbHOCTh, HOMED, Cepus U
CPOK AeHcTBHUs MMacnopTa, KEM M KOI/a OH BbIJIAH, JOMAIIHUK aapec. JlanHble 00 oOuieM u
HEIMPEPHIBHOM CTa)ke paboThI, a TAKXKE O MEPEMEIICHUAX COTPYIHUKA YKa3bIBaIOTCSI Ha OCHO-
BAaHUM 3alMCEN B TPYJOBON KHUXKKE.

B o06s3arensHOM TOpSAKE MPOCTABISAIOTCS JaTa 3alOJHEHUS KApTOYKU U MOJIMKCH JIMIIA,
Ha KOTOpoe OHa 3aBejieHa. IIpu yBoiapHEeHUMH pabOTHUKA B KapTOYKE MPOCTABISAIOTCS AaTa
Y HOMEp MpHKa3a U yKa3bIBalOTCS IPUYMHBI YBOJBHEHMS. DTU CBEACHUS AOJKHBI 3aI10JIHATh-
cs ¢ 0cO0O0H TIATENBHOCTHIO, TAK KAK OHU HEPEAKO CIIY>KaT OCHOBAHUEM I MOATBEPKIE-
HUS TPYJOBOI'O CTaXa.

3anoNHAI0TCS JUYHbIE KAPTOUYKU OT PYKH MM MAIIMHONUCHBIM crioco6oM. I'padsl, B KOTO-
PBIX BO3MOKHO YaCTOE€ BHECEHHUE U3MEHEHUM, 3alI0IHAI0OT KapaH1alloM.

I[To xpastM JIMYHOM KApTOYKHU MIPEAYCMOTpPEHA 30Ha Ui KOJUPOBAHHUS cojiepxkalleiics B Hel
uH@opmanuu o pabOTHHUKE, YTO AET BO3MOKHOCTh OIEPATUBHOIO MOMCKA HYKHOM KapTOUKU
C MIOMOUIbIO COOTBETCTBYIOIIMX TEXHUUECKUX CPE/ICTB.

XapakTepucTHKa — 3TO O(UIMATBHBIN TOKYMEHT, KOTOPBINA BBIIACT aIMUHUCTPALIUS YIPEK-
JICHUs1, OpraHy3alluy, IPEeIPUATUS CBOEMY COTPYAHUKY B LIEJIOM psaje cuTyauuid. B xapakrepu-
CTHKE MPUBOAATCS OT3BIB O CIY)KEOHON U OOIIECTBEHHON IEATEIBHOCTH COTPYAHHKA, OIEHKA
€ro JIeJIOBbIX U MOPaJIbHBIX KaYeCTB.

XapaxkTeprcTHKa MOXeT ObITh oopmiieHa Ha obmem Omanke ¢popmara A4. Ona umeer
CJIEAYIOLIME PEKBU3UTHI: Ha3BaHUE BUJA IOKYMEHTA (XapaKTepUCTHKA); YKa3aHUE JOKHOCTU
JUIa, KOTOPOMY BBIJIAETCS XapaKTEpUCTUKA; HAMMEHOBAHWE OPraHU3alluM, BbIIAIOLIEH Xa-
PaKTEPUCTUKY; UM, OTYECTBO U (haMUITUSL COTPYIHUKA; TEKCT; MOAMUCH; ITeYaTh.

B Texcre XxapaKTEepUCTUKU MOHO BBIJICJIUTH JIOTHYECKH B3aUMO CBA3aHHBIE COCTaB-

Hble yacTu. [lepBas — 3TO aHKETHBIE NAHHBIE, CIECAYIOIINE 3a HA3BAHUEM JIOKYMEHTA, Tle
YKa3bIBAlOT UMs, OTYECTBO M (paMUIINIO, JOIKHOCTh, YUEHYIO CTENEHb U 3BaHHE (eciu
OHHM MMEIOTCA), TOJl POXKJEHUs, 00pa3oBaHUE COTPYAHMKA. B HEKOTOPHIX BHJAX XapaKTe-
PUCTUK 3TH JAHHBIE pacIoyiaraloT oT 4-ro MOJIOKEHUs TadynaTopa, CTOJOMKaMHU, uepe3
OJIMH MEXCTPOUYHBIA MHTepBas. OHAKO €Clu 3TO TpeOOBaHME CIELUATBHO HE OTOBOPEHO
B UHCTPYKIHUHU MO BEJICHUIO JEIONPOU3BOJCTBA YUPEKICHUS, IEPBASI HACTh MOXKET OBbIThH
opopmiieHa KaK OOBIYHBIA TEKCT, TO €CTh HAUMHATHCS OT 1-TO MoJOXKEeHUs TadynsTopa u
yepes 1,5 MexCTpouHOro MHTEpBaIa.

Bropas 4acTh TeKcTa XapakKTEpUCTUKM — JAHHBIE O TPYIOBOW [JEITEIbHOCTHU
(cBeneHHUsI O cHeUMaIbHOCTH, NPOJOJKUTEIBHOCTH pabOThl HA JAHHOM MPEANPUATHU
UM B OpraHM3allNH, NPOJABUKEHUHU IO Clyk0e, ypoBHE NMPO(PECCHOHAIBHOTO MacTep-
CTBAa W T.M.).

Tperbst yacTb — COOCTBEHHO XapaKTEpPUCTHKA, TO €CTh OIIEHKa MOpajbHO-
MICUXOJIOTUYECKUX U JIETIOBBIX KAa4eCTB COTPY/IHMKA: €ro OTHOUIEHHUS K paboTe, MOBBIIIE-
HUS PO ECCUOHATBHOTO YPOBHS, TOBEJCHUS B OBITY.

YerBepTas, 3aKJIIOYUTENbHASA, YaCTh COJAEPKUT BBIBOJ, B KOTOPOM YKa3bIBaeTCS
Ha3HAYECHUE XapPaAKTEPUCTUKH.

TexkcT XapakTepUCTUKU U3JIaraeTcs OT TPEThEro Julia.

[TognuceIBaeT XapakKTEPUCTUKY, KaK IPAaBUIIO, PyKOBOJUTEIb YUPEKICHHUS.

ABTOOHOTpadus — NOKYMEHT, KOTOPBIA aBTOpP COCTaBISET CaMOCTOATENbHO. Tumo-
BOro Qgopmyssipa A aBToOMorpaduu He CYIIECTBYET, U COCTaBIIIETCS OHA B MPOU3BOJIb-
HOH hopme. OTHAKO OTJIeNIbHBIE COCTAaBHBIE YACTH U PEKBU3UTHI JOJKHBI COEPKATHCS B
aBroOuorpagun obs3arenpHo. [Tumyt aBroOuorpaduio or pyku Ha nucte Oymaru ¢op-
Mata A4 nubo Ha crenuaibHOM OslaHKe (NpHU MOCTYIUICHWH Ha paboTy uiu ydeoy).
®opma H3J0KEHUSI — IOBECTBOBATEIbHAs, OT IEPBOro jula. Bce cBeneHus narmTcs B



XPOHOJIOTUYECKOM MOPSAJIKE M TaK, YTOOBI MOKHO OBIJIO COCTAaBUTH MPEICTABICHUE O JKU3-
HEHHOM IYTH, AEJ0BON KBaU(UKAMU U OOLIECTBEHHO-TIOIUTUYECKON eI TETbHOCTH JaHHO-
'O YesIOBEKa.

OcCHOBHBIE PEKBU3UTHI B aBTOOMOrpaduu: Ha3BaHUE NOKyMeHTa (aBToOuorpadus); ums, oT-
4eCTBO, (paMIIINS aBTOPA; YUCIIO, MECAILl M TOJl POXKICHHSI, MECTO POXKICHUS; CBEACHUS O POJIU-
Tensax (haMuius, UMs, OTYECTBO, MECTO pabOThI); 0Opa30BaHHUE U CHEIHATLHOCTh IO 00pa3o-
BaHUIO; BUJ TPYAOBOH NIEATEIBHOCTH; MOCIEIHEE MECTO PabOTHI U JOJDKHOCTB; HAarpajasl U IMO-
OLLPEHUS; yJyacTue B OOIIECTBEHHOM padoTe; ceMeilHOe MOJO0KEHUE U COCTaB CEMbH; JOMall-
HUH azgpec u TenedoH; 1aTa; JTUIHAS 110 JIUCh.

KOHTpakT — 3TO 0MH U3 JOKYMEHTOB, OTPAKAIOIIUX YCIOBUS TPYAOBBIX B3aUMOOTHO-
HICHUI COTpyIHUKA ¢ aaiMUHHCTpauueil. KontpakTHas ¢opma ominarsl Tpyaa MHUPOKO P H-
MEHSIETCS B LIMBUJIIM30BAHHBIX CTPaHax y)Ke HE OJHO AeCATUIIeTHE U Aaxe cToserue. st ro-
cyaapcts CHI', B wactHocTu asst Poccum, KOHTpakT — sIBI€HUE HOBOE, BOSHUKIIEE C pa3-
BUTUEM PBIHOYHBIX OTHOIIeHUN. KoHTpakTHas ¢opma omiaTel TpyAa emie TOJbKO MpoKia-
IbIBaeT cebe J0pOory B HAIIEM HAPOJIHOM XO3SHCTBE, MPUYEM B HErOCYIapCTBEHHBIX CTPYK-
Typax (KoolepaTuBax, TOBAPHUIIECTBAX, aKIIMOHEPHBIX MPEANPUITUAX U T.I.) ¢ OOIBIIUM
YCIIEXOM, HEXeIJIl Ha TOCYJapCTBEHHBIX MPEANPUITHSIX.

IIpakTnyeckoe 3ansaTue 13,14
Henosas urpa: «/lesjoBasi mepenucka »

IIpaBu/ia BegeHusi KOppecNOHAeHIMHU
B BeiiukoOpuranun n CIIIA
B aHrnos3bIYHBIX cTpaHaxX MCHOJB3YETCs IBEHAIUATh 30H pa3MelleHUs PEKBU3UTOB Je-
JIOBOT'O ITUCHMa.
MOHO BBIIEIUTH CIECIYIOIIMI TUIIOBOK COCTaB 30H:
1.3aronoBok nucema (Issuer Field).
2. Cchuika Ha 1aHHBIE ony4atens u ornpasutens (Reference line).
3.Mlata (Date).
4.Anpecar (Address).
5.Vka3anue Ha koHKpeTHOe jmio (Attention Line)
6. Oo6parmenue (Salution).
7. Oo6mee conepkanue nucbma (Subject Line).
8. Texkcr nmucema (Body of the Letter).
9. 3amepmaromias Gpopmyina sexauBoct (Complimentary Close).
10. TToamucs (Signature).
11. TIpunoxenus (Enclosure).
12. Vkazanue Ha paccouiky koruii (CC Notation).
Kparkue cBeneHust 0 pa3MenieHu 1 0pOPMIICHUH PEKBU3UTOB IO 30HAM W3JI0’KEHBI HIKE.
B ciydae orcyrcTBHS yKazaHuil IO OOPMIICHUIO OTJETBHBIX AJIEMEHTOB PEKBHU3UTOB PEKOMEHTY-
eTcsl OpHEeHTUpOBaThcs Ha TpedoBaHus, oroBopeHHble ['OCT P 6.30-2003, 1 npuBeeHHbIE TpUMe-
pBL
Pexsuzum 1. 3aconosox nucvma. Brmouaer smOnemy Gupmbl, €€ HaMMEHOBAaHHUE, MOYTO-
BB U TenerpadHblii aapec ¢ ykazaHHeM MHJEKca, Homepa TenedoHa, Tenekca u tenedakca. B
3aroJIOBKE MOKET COZAEPIKAThCS yKa3aHHWE O POJie AESTEIbHOCTH (UPMBI, XapaKTEPUCTHKA €€
KaK KOPIOpAllMU WM KOMIIAHHW C OTPAaHWYEHHOH OTBETCTBEHHOCTHIO (COKpamieHHO INC. wim
Ltd.), Hanpumep:
Mitchell Diesel, Ltd.;
International Office Equipment, Inc.
Pexeusum 2. Ccviika na oannvie nonyuamens u omnpagumens. 1IpuBonsTcss MHULMAIIBI
coctaBUTeNs U 0QOpPMHTEISI MIMChMa, OYKBEHHBIM WK 1U(PpoBOi Koa pUpMBI, OTaETa, TIOATO-
TOBMBIIIETO MUCbMO, UHJIEKC JIeJ1a, HallpuMep:



Your reference

(wm: Your ref.) —Bamma ccpika
HND/RP HND/RP

Our reference

(wma: Our ref.) —Harmma ccpuika

LA/DK/187 LA/DK/187

Pexsuzum 3. /lama. Betpedarorcs 1Be pa3HOBUIHOCTH OopmileHus: 1aT — OpuTaHCKas U
aMepuKaHCKasi. bpuTaHCKuMiA crocod MoJ00EH CIOBECHO-IIM(POBOMY CIIOCOOY, MPUHSATOMY B POC-
CHIICKOM JICJIOTIPOM3BOCTBE M MPUMEHSEMOMY B (DMHAHCOBOW JOKYMEHTAI[MH C HEKOTOPHIMHU Ba-
pHALIASMHU:

15 Feb. 200...
15 February, 200...
15th February, 200...
Crioco6 o6o3naueHus natel, mpuHATHIA B CIIIA, HHO# U cTpOUTCS TIO CXeMe:
February 15th, 200...
February 15, 200...

[lepen uncnurenbHbIM, 0003HAYAIONIUM T'OJl, OOBIYHO CTAaBUTCS 3arsATas. B mocnennue ro-
Ibl Bce OoJiee 3aMETHOW CTAHOBHTCS TEHICHIHSI K MUHUMAIBHOMY YIIOTPEOJICHHIO 3HAKOB TIPEITH-
HaHUS B JICNIOBOM KOPPECTIOHICHIMHY, TIOATOMY MOKHO BCTPETUTh U TaKOe HamvcaHue natel: 4 Au-
gust 2000. He pexomenayercs ynoTpeOasaTh B jgaTax HMUGPHI BMECTO HA3BAHUIN MECSIICB, ITO-
CKOJIbKY LM poBOe 0003HAYEHUE IAThl MOXKET OBITh UCTOJIKOBAHO MO-PA3HOMY B Pa3IMYHBIX CTpa-
Hax. Tak, mata 2/5/2000 OymeT BOCIpUHSATA MPEACTABUTEIIEM aMEPUKaHCKOW (PUPMBI Kak 5 ¢eB-
pansa 2000 rona, a mpencraButeneM Oputanckoit pupmbel — kak 2 mas 2000 roga. ITo cBsi3aHO ¢
OCOOCHHOCTSIMH ITPOUYTEHHS 1aT B PA3HBIX CTPaHAX:

CIIA
2 /5 [ 2000
Mecsll  J€Hb T0J
BenukoOpuranus
2 /5 [ 2000
JeHb ~ MecCsll  TOJ

Jlonmyckaercsi cokpalieHie Ha3BaHUI HEKOTOPBIX MECAIEB, MMEIOIINX MHOTO 3HAKOB B Ha-
MUcaHuu. 3aMeHa uPpoBHIM 0003HAYEHUEM HA3BAHUN MECSIIEB B aHTJIOSA3BIYHBIX CTpaHax
He MPUHATA. 3HAKU IpENUHAHUS B 0003HAYEHHUH JIaT IOMYCKAETCs HE YKAa3bIBaTh.

MexnyHapoaHol opranusanueit mo cranmaptu3anuu (ISO) B cBs3M ¢ KOMITBIOTEpU3a-
[Uel IeNonpou3BOICTBA PEKOMEHAYETC s YHUBEpCAIbHOE IU(PpoBoe 0003HAUEHUE AaT. DIEeMEH-
Thl 0003HAUEHUS] MPUBOJATCS B CIEAYIOIIEH MOCIEeN0BaTEIbHOCTH: TOJ, Mecsl, neHb. Ha-
npumep: 2000—12—31 wm naxe — 20001231.

Pexeusum 4. Aopecam. PacnpocTpaHEHHBIMU BapyUaHTaMH apECOBAHMS MHUChMa SIBIISIFOT-
csi: anpecoBaHre GpupMe (IIpU STOM BO3MOXKEH CITydai, Korja B Ha3BaHUU (pUpMBI yKa3aHa (pamu-
JUs) U aJpecOBaHKE JOKHOCTHOMY JIMILy (KOT/a U3BEeCTHA (paMumiust afpecarta M KOrja OHa He-
W3BECTHA, KOT/Ia a/ipecaTr My>KYiHa U KOT/Ia JKEHIIMHA).

Ecnu nucemo HampasiisieTcst pupmMe, TO CHavajla yKa3blBalOTCs €€ Ha3BaHUE, 3aTeM a/Ipec
B TaKOH MOCJIEe0BATEIHbHOCTH: HOMEp JIOMa, Ha3BaHUE YJIHIIbI, Ha3BaHUE ropoja, 0003HAUYCHUE
MOYTOBOrO paiioHa (mpu Heobxonumoctu). [Ipu agpecoBanuu nucsma B CIIIA npuBomutcs co-
KpallleHHOE Ha3BaHME IITaTa, NP aJIpeCOBaHUM B AHTIIMIO — Ha3BaHue rpadcerBa. [locnenneit
CTPOKOU — yKa3bIBaeTcs ctpaHa. Hanpumep:

Continental Supply Company
312 Sixth Avenue

New York, NY, 11011

USA.



VYkazanue B ajpece mTara u rpadcTBa CBA3aHO C TE€M, YTO cama (upMa WM ee (uimai,
BO3MOYKHO, PACIIOJIOKEHBI B MPOBUHIIMAIILHOM HACEJIEHHOM MYHKTE, Ha3BaHUSI KOTOPBIX HEpe.-
KO MOBTOPsItOTCSA. Ha3zBanus rpad)cTB ¥ MITATOB MOT'YT MPUBOIUTHLCS B COKPAIIICHUH.

B tom ciydae, koraa B HazBaHUU (pupMbI yKazaHa (haMuiius (HECKOIbKO haMUIIUi), epe
Ha3BaHMEM MPUBOJUTCA c10BO MESSI'S, Harpumep:

Messrs John Brown and Co., Ltd.

[Tpu agpecoBaHuy MUChMa YIPABISIOMEMY (HGUPMOWA, (haMIIIHSI KOTOPOTO HEU3BECTHA, ajl-

pec MUIIeTcst o oopasiy:
The Manager
The Hong Kong Banking Corporation

Ecnu mrceMo anpecyeTcst yrpaisironieMy (pupMoit Takoro ke panra, haMuimsi KOTOpOTro

M3BECTHA, TO B 3TOM Cilydae (paMuiIvsi IPUBOAUTCS MEPBOIA, 3aTEM YKa3bIBAETCS IOJKHOCTB:
Mr. Edward W. Hertzfeld, President Hertzfeld
Home Appliances, Inc.

[TpuBeneHHBIC CIIOCOOBI XapaKTEPHBI ISl a[PECOBAHUS MTUChMa MEHEIDKEPY U TPE3HU-
neHTy kommnanuu. [Ipu agpecoBaHny MrcbMa COTPYIHUKY MEHBIIIETO paHTa CHayala yKa3bIBaloT
baMUIHIO COTPYIHMKA, 3aTeM Ha3BaHHWE (UPMBI, 10 BO3MOKHOCTH HA3BaHHE OTJENIa U, HAKO-
Hell, OJIHBIN ajipec.

Ecnu mrceMo afpecyercs My)K9HHE, TO TIepest ero aMuiiiel cieayeT miucatb Mr — co-
kpamierue ot ciaoa Mister (Mr Alan White; Mr D. C. Robinson u . ). IIpu agpecoBanuu je-
JIOBOTO MHChMa 3aMY)KHEHW JKCHIMHE CIeAyeT yKa3piBaTh MIS — COKpalieHHEe OT CJIoBa
Mistress. Jlis Hesamy»kuei muiiercs mosHoctbio Miss (Mrs Rosemary, Mrs C. Davies, Miss G. Palmer).
Bwmecro ykazanust Mrs mimm MISS MOYKHO IIPUMEHSITh YHHBEPCATTbHOE CoKpalieHne — MS.

[Tpu neyatanuu peKBU3UTA HCIIOIB3YIOT MUHUMAJIbHOE YHCIIO 3HAKOB MPEMUHAHUS.

Pexeusum 5. Vkazanue na konkpemmnoe auyo. PeKBU3UT NpeHA3HAYEH I TOTO, YTOOBI B
ClIy4ae OTCYTCTBHS (haMHUITUM TIONy4yaTelns B ajpecaTe yka3aTh (haMUIUI0 KOHKPETHOTO JIOJKHO-
CTHOTO JIUIa, KOMY UMEHHO CJIeJTyeT YUTaTh JaHHOE MHChMO. Ecim dhamMuumist TOKHOCTHOTO JTUIA
HEU3BECTHA, YKa3bIBaeTCs HA3BaHUE JIOJDKHOCTH WU OT/eNa (PUPMBL.

Crtpoka ¢ yka3aHueM JIOJDKHOCTH WM (paMUJIMH ITOMEIIASTCS] HETIOCPEICTBEHHO IO aJl-
pecoM B 0co00 BbIIeNseTcs (MedaTaeTcs ApYruM mpudToM, B pa3psaKy, MOAYEpKUBAETCS), Ha-
npuMep:

Messrs Black and Sons,
115 Churchill Avenue
Maidstone, Kent

ZH8 92B

Great Britain
Attention: Mr P. Wilson
Gentlemen

Hcrnonb30BaHMe 3HAKOB MIPEIMTMHAHUS B PEKBU3UTE — MUHHUMAIBHOEC.

Pexsuzum 6. Obpawenue. BerynurenbHoe oOpalieHue mpeacraBiasier coboil olmre-
NPUHATYIO CTAaHAAPTHYIO (hopMyITy, SIBISIONIYIOCS HEOTHEMJIEMOM YacThIO 3THKETa JCIIOBOTO
nuckMa. OHO TOMeIaercs, Ha JIeBOi CTOpoHe OJaHKa MUCHbMa MO/ BHYTPEHHUM aJpecoM U TH-
IIeTCS Ha OTACNILHOW CTpOKe. B J1ermoBol KOppeCOHASHIIMK TTPHHSITO HECKOIBKO (opM obOpariie-
HUH, pa3IUYaloXcs CBOCH «TOHAIBHOCTHIO». B muchmax k (upmaM M opraHuzanusM 0OBIYHO
YIOTPEOJISIFOTCS CIIETYIOIINE POPMYJIBI:

Ecnu nuceMo aapecyetcst kKakoi-mibo gpupme, To 00bIHO yrnoTpedisitoTest oopamienus: Gen-
tlemen:, Ladies:. IToguepkuyTo opurmansHo 3Bydat obparnenus: Sir, Madam:, Sirs:, Mesdames:.
Tarxoke opunmanbHbIMU SBIISIIOTCS oOpamienus: Dear Sir:, Dear Madam:.

Ob6paienue ¢ ykazanueM GpaMuIuu 3ByduT MeHee odunmanpao: Dear Mr Allen:; Dear
Mrs Allen:.

Ecth paznmuune B ynotpebieHnn 3HakoB npenuHaHus B Gpopmyse obpamenus: B CIIA wuc-
NOJIB3YIOT JBOeTOune, B Anrimn — 3anstyio (Dear Sir:, Dear Mr Smith:,).



Pexeusum 7. Obwee codepyxcanue nucbma. B 0TeUeCTBEHHOM JI€IONPOU3BOJICTBE PEK-
BU3HUT HOCUT Ha3BaHUE «3aroJIOBOK K TEKCTY». PEKBU3UT B cxkaToi (hopMe OpUEeHTUPYET JIET0BO-
'O MapTHepa B COACP)KaHUM MHChMa. B aHTTIOSI3BIYHBIX CTpaHaX OH HEPEAKO OIyCKaeTcsl.

O6ee conaepkaHue MUCbMa MPEABAPsSET OCHOBHOW TEKCT, pa3MellaeTcss Ha OTIEeNbHOM
CTPOKE U BCEI/la BBIACISAETCS, HallpUMep:

Order Ne 1234 for Snow Racers
We have recieved your letter...
Hpyroii BapuaHT oQopMiIeHUs pEKBU3UTA BHITJISAIUT TaK:
Subject: Up-to-date List of Addresser
Re: Policy Ne714056
In re: Letter of Credit Ne 12/146

«Re» — 3T0 COKpaIlleHHOE BBIpAKEHHE «iNre», 4TO 03HAYACT «II0 JICNTY», «KacaTeibHO»,
«OTHOCHUTEJIBHOY.

B pexBu3uTe mooupsieTcss OTKPbITask MyHKTYarusl.

Pexeusum 8. Texcm nucoma. OCHOBHOM PEKBHU3UT JIEIOBOTO MHChMa I€YaTaeTcs HIDKE yKa-
3aHUA Ha ero oodiiee coxepxanue yepe3 3—4 uHTepBaia. TeKcT nuchbMa pa3duBaeTcs Ha a03allbl,
KOTOPBIX OOBIYHO JIBA: B TMIEPBOM COAEPIKHUTCS CMBICIOBAsI YacTh JOKyMEHTa, BO BTOPOM IPUBO-
JUTCS 3aKITIOYUTENbHAS (pa3a BEKIMBOCTH.

CMBICTIOBas 4acTh JIOJDKHA M3JIaraThCsl IJIOBBIM, OHAKO TOJYEPKHYTO YBaYKHTEIIBHBIM TO-
HOM, OTJIMYAThCSI SICHOCTBIO JIEKCUKHU, OBITh JIOTUYHOMN U yOEAUTEIbHOM.

3axmounTenbHas (paza BEKIMBOCTH HOCHT CTEPEOTHITHBIA Xapaktep. BoT psin mpumepos
(b pa3bl BEKIMBOCTH:

Your prompt reply be appreciated (Mb1 Obutn ObI Gi1arogapHbI 3a Balll CKOPBIN OTBET);
Please accept thanks in advance (3apanee npumure Hairy OnaromapHocth): With my personal
regards and good wishes (ITpumute MOM HarTydIITHe TOXKETAHUS) U T. II.

Ecnu nmuceMo HOCUT XapakTep HNpPUTJIAMIEHUsA, TO MOJ TEKCTOM IMCbMa C IPABOM
CTOpPOHBI BcTpeuaercs cokpaiienue R. S. V. R., koropoe o3Hauaer: «1moxanyncra, OTBETbTE.

3HAaKU MpEenuHaHUs B TEKCTE€ IMUCbMa YIMOTPEONSIOTCS B COOTBETCTBUHM C IpaBHJIaMU
IIYHKTYall1H.

Pexeuszum 9. 3asepwarowan ¢popmyna eexcausocmu. PEKBU3UT pazMelIaeTcs HEMOCPEI-
CTBEHHO IOJ] TEKCTOM NMHCcbMa crpasa. @opmysa BEKIMBOCTH MOXKET HOCUTh CTPOro ouIu-
aJIbHBIN, oUIMATbHBIN U MEHee opUIIMabHBINA XapakTep. [IpuBenemM cooTBeTCTBYIOMINE TPUME-
pBL:

PYCCKHU SKBUBAJIEHT
Yours faithfully,
Yours truly, ctpo- ro opunmansao C yBaxe- HUEM
Yours very truly,

Yours very sincerely,
Yours sincerely, odu- mrabHo  C yBaKeHHEM, Bam
Sincerely yours,

Very cordially yours,

Yours cordially, me- Hee odunmaabHo MckpenHe Bar
Cordially yours,
IIpy mevyaTtaHuu PEKBU3UTA IMOOMIPAETCS OTKPHITAs IYHK- TYaIusL.

Pexeusum 10. I[loonuce. PexBu3nut nomemaercs noja ¢opmynoit BexxuocTty. [Ipu sTom
OTAETBHOM CTPOKOI MPUBOANTCS Ha3BaHHE (PUPMBI, COBITIAIAIONIEE C IPHBEICHHBIM B 3aTr0JOBKE.
3aTeM NPUBOAMTCS MOIIUCH JIMLA C YKa3aHUEM 3aHUMAEeMOM JIOJKHOCTH, WHOTJIA BKIIIOYACTCS U
Ha3BaHUE OT/ENA, HAIPHMED:

Dennis J. Stenberg, Manager



L. K. Thompson Manager
Export Department

PexoMenayeTcst OTKpbITas IyHKTYyaLus.

Pexeuszum 11. IIpunoowcenue. PEKBU3UT pa3MelllacTCsl B JIEBOM HID)KHEH YacTH JOKYMEHTa
OTHEJIBbHON CTpoKoi. HamMeHOBaHHMIO NMPWIOKEHHS TpealecTByeT ciaoBo Enclosure (co-
kpameasao — Encl., wiu Enc.), nanpumep:

Enclosure: Contract
Encl: 1. Contract
2. Cheque.

Hymepartus u paccraHOBKa 3HAKOB MPENMHAHKS OCYIIECTBIISICTCS B COOTBETCTBHU C MPHBE-
JEHHBIMU ITPUMEPAMH.

Pexsuzum 12. Vxazanue na paccoliky xonuil. Ilpn He0OXOIUMOCTH PACCHUIKH MHChMa He-
CKOJIBKMM ajipecaTaM B JIEBOM HMKHEM YIIIYy, I10CJIE YKa3aHUS Ha HAIWYME [IPUII0KEHUH, TUILETCS
cokparienre CC u craButcs aBoerourie. CC o3Hayaet carbon copy, 1. e. «komwus», 3aTeM yKa3bl-
BArOTCs (haMUJIMH JIUI] 1 HAMMEHOBAHUS OpraHU3aIMi, Ky/la HallPaBJISIOTCS KOIMU, HalIpUMep:

CC: Mr Jeffrey H. Winston.

Mr Robert Baily

CC: Regional Sales Department

Ocobennoctu ogopMieHNs 1eJ10BOIi KOPpeCcOHAeHIIUN HA (PPAHIy3CKOM A3bIKE

Kak u Bo Bcem nenoBoM Mupe, Bo OpaHIuy npeAnpusTue Wik yupeKIeHHe OIEHUBACTCS
napTHepamMH 1o 4ac 1o KauecTBY o(pOpMIIEHHUsI OTIPABIsIEMON UMH KOppecnioHieHIuu. Popmy-
JSp JOKYMEHTa, pa3MelleHue PEeKBU3UTOB, TEKCThI JOJDKHBI OBITH yIOOHBIMH JUIS TIPOYTEHUS,
SCHBIMM U MOHSATHBIMU IO CMBbICTy. /{1 oOneryeHus: nmoAroToBKH JAEI0BONW KOPPECIIOHACHIIUN
U3JIaH pAJ MocoOui, cofepkKalux MPaKTUYECKue peKOMEeHAauu Mo 0(OPMIICHHIO MHCEM, pa3-
MEIIEHNUIO PEKBU3UTOB, U3JI0KEHUIO TEKCTA C MPUBEACHUEM JJI1 KOHKPETHBIX CIIYy4aeB IFOTOBBIX
(bopMyI BEKIMBOCTH, PEUEBBIX KOHCTPYKIUH U T. A. HekoTopble U3 3TUX peKOMEHJalui U mpu-
HATBIX HOPM TIPUBEIACHBI HIKE.

Koppecnonoenyus u npago. CornacHo (ppaHIly3CKUM 3aKOHaM MHCbMO, MOJYYEHHOE OT
KOPPECIOH/IEHTa, CTAHOBUTCS Ballleil COOCTBEHHOCTHIO U MOXET OBITh MCIOJB30BAHO I10 Ballle-
My YCMOTPEHHIO, €CIIU TOJIBKO OTIPABUTEIND HE IPOCHII BEPHYTH €r0, YHUUYTOKUTH WIN NIEPEIATh
KoMy-1100. Pasrnamenue coaepkanus nucbMa (opMaabHO 3aIpelieHo, eCau Ha HEM PyKOil OT-
npaBuTelis HanucaHo «KoHpuaeHmansHoy». 3anpelieHo pasriamarh coepKaHue J1eI0BbIX M-
CEM, aJIpeCOBAHHBIX T'OCYJapPCTBEHHBIM CIIY)Kall[UM, aJIBOKAaTaM, IPEACTaBUTEISIM JTyXOBEHCTBA,
a Tak)Ke MMCEM aJMUHUCTPATUBHBIX OPTAHOB.

Dopmam 0enosozo nucoma. CaMbIM IIKPOKO UCIOIB3YEMBIM (OPMATOM JJIsi KOMMeEpUe-
CKUX ITUCEM SIBJISIETCS TaK Ha3bIBa€MbI HOpMaJbHBIN (cTaHaapTHBIN) popmat — 210 x 297 MM,
u3BeCTHBIN Kak popmar A4 (dpaniryzckas Hopma - 11001).

Haxoaut npumenenue u apyroit popmat s HeOoNbIIMX MO TeKcTy nucem: 210 x 135
MM, popmar AS. OnHako pekoMeHayeTcsl paboTaTh ¢ 0ObEKTaMH CTaHIAPTHBIX Pa3MepoB (KOH-
BEepTaMH, TANTKaMH, TEXHUKOK ), paCCUUTaHHBIX Ha UCTIONB30BaHue hopmara A4.

Kauecmeo 6ymaeu. Bo @paHium He OrpaHUYMBaeTCs CBOOOIa B BEIOOPE KadecTBa Oyma-
', €e Beca, 1BeTa. OHaKO NP 3TOM He clieyeT 3a0bIBaTh O KOHBEPTaX, KOTOPbIE JOJKHBI CO-
OTBETCTBOBATh 1IBETY BbIOpaHHOW OymMaru. 3TOT HOCUTEIh MH(POPMAIIMU BCETAa JOJIKEH UMETh
(bupMEHHBIH 3HAK.

L{gem uepnun, nacmol. Ileuamnas mexnuxa. VICnonb3yroTcsl YepHbBIE, TOIyOBIe, (prose-
TOBBIE U JIaXK€ TEMHO-3€JIEHble UyepHUiIa WK nacra. Cienyer, 0HAaKO, IOMHHUTh, YTO YEpHHUIIA
WIM TacTa JIOJDKHBI PE3KO KOHTPACTHUPOBATh C LIBETOM Oymaru, Ha KOTOPOH HamMCaHO MUCHMO.
Jnis moydeHust Konuii Hanbosee NOXOASIIMMH SBJSIOTCS YepHBIE MTacTa U YepHUIa.

B odwunuansHo# mepenucke, €CiyM TEKCT M0 Kakoh-11ub0 mpuunHe He nevataercs Ha [TK
WIM MUOIYHIeH MalluHKe, HAaJUIEKUT MO0JIb30BaThCs pydkoi. OHAaKO Aake MpU UCIIOJIb30BAHUU
MUNIYIIeH TEXHUKH He clieAyeT 3a0bIBaTh O TOM, YTO (JOpMYIly BEKIMBOCTU BCE K€ Jydlle MHU-
caTh OT PYKH.



Hymepayus cmpanuy u nons. Hymepanusi CTpaHHIl OCYIIECTBISCTCS B OOBIYHOM TOPSII-
Ke — cBepxy JucTa. [Ipu ucnonbp3oBaHUM 1HCTa ¢ 00EUX CTOPOH CTPAHUIIBI HYMEPYIOT MOCIEN0-
BaTEJBHO 1O MOpsiAKy mudppamu 1 —2 — 3 — 4 u 1. 1. (kak B kHure). [Ipyroii Bapuant Hymepauu
He)KeJlaTeJIeH.

XKenarenbHo, YTOOBI Ha MOCIEAHEH CTpaHHIIE MUChbMA OCTaBajach XOTs Obl HeOOJbIIAS
4yacTh IOCJIe TEKCTa J10 HamucaHus (opMylbl BEXKIMBOCTU. JIeBoe moje JucTa JOJKHO OBITh
JIOCTAaTOYHO UIMPOKHM: OOJiee MIUPOKOE MOJIe CBUACTEIBCTBYET 00 yBaXKEHHH K KOPPECIOHICH-
Ty. [Ipu pyuyHom odopmiieHUN He CleIyeT MHUcaTh Ha MOJSIX, JAesaTh HAJACTPOUYHBIEC MOIPABKH,
nepevyepKuBaTh HaNMCaHHOE. B aToM ciyuae mosryyaTtento mUCbMa OyAeT CIOXKHO pacimmd-
poBaTh BallM Kapakyiau. Heckonbko MHTEpBaJIOB MOJ TEKCTOM U MHOTOTOYHE IOCIIE KOCOH uep-
ThI B KOHIIE CTPaHULIbl YKa3bIBAIOT HA MIEPEXO/]] HA CIAEAYIOUIYIO CTPAHUILY.

3azonosounas uacmo (yenoeoti wimamn). BOJBIIMHCTBO MPEANPUATANR U OpPraHU3AINNA
UMEIOT B CBOEM PACHOPSKEHUH OJIAHKHU, TO €CTh JIUCTHI C MOCTOSSHHBIMU PEKBU3UTAMHU, BOCTIPO-
u3BelleHHbIMH THIOrpadckuM criocobom. [Ipu orcyrcTBumM Onanka U odoOpMIICHHH IUChMa Ha
YUCTOM JIUCTE OyMaru HauMEHOBAHUE OPTraHU3ALMU U €€ aJpec CIeyeT yKa3aThb B JIEBOM BEpX-
HEM YTIy IOKYMEHTA.

3aroj0BOYHas YaCTh COCTOUT, KaK ObUIO CKa3aHO, U3 OCTOSHHBIX M 00s3aTeIbHBIX IOpPH-
JTUYECKUX PEKBU3UTOB, HEOOXOAUMBIX ISl OTHPABKHU MHCEM:

— Jsorotur (pUPMEHHBIH 3HAK, H300paxkaeMblii 1100, HAOOPOM OYKB, THOO PUCYHKOM);

— HauMMEHOBaHME MPEANPHUATHS U €ro mpaBoBas Gopma;

— PETUCTPAIOHHBI HOMEP B KOMMEPYECKOM MJIM OTPACIIEBOM PETUCTpax JenapTaMeH-

TQ;
— TTOYTOBBIM MHJIEKC;
— HoMmepa TenedOoHOB, TEIEKCOB;
— pPAacyYETHBII CYUET;
— HOMep JOKYMEHTa, MOCIaHHOTO Mo (hakcy (€Ciu coCTaBIseTCs] OTBETHBIM Ha HETO J0-
KYMEHT).

Huxe pexkBU3WUTOB 3aroJOBOYHOM YacTH [JOIYCKAeTCsl pacroJiaraTb JIONOJHUTEIbHBIE
CBEJICHMSI, HAIpUMEP: aJIpec MaTEpPUHCKON KOMITaHUH, aapeca GUpM U (QUINAIOB; B IENIX peK-
JaMbl 4aCTO YKa3bIBAIOT HAarpaJpl, IOJy4YEHHbIE HA KOHKYPCaX U BHICTaBKaX.

Jlama. Bo (paHIry3cKOM JeI0npOn3BOJCTBE JaTa yKa3blBae€TCsl B IPAaBOM BEPXHEM YTy
NokyMeHTa. JIokyMeHT 0e3 1aThl He pacCMaTpUBAETCs KaK O(pUIMANbHBIA TOKYMEHT U COOTBET-
CTBEHHO HE UMEET I0pUINYEeCKON cUiibl. PEKBU3UT «aaTa» BO (hpaHIly3CKOM BapHaHTE BBITJISIUT
CJIEAYIOIIUM 00pa3oM:

Hapuoic, 25 noaopa 2000,

TO €CTh CHayaJjla yIIOMUHAETCS] MECTO COCTABIIEHUS ITMChbMa, 3aTEM YK€ caMma JaTa: YUCIIo
nudpamu, Mecsal OykBaMH U 4eTbipe udpbl, obo3Havatoume roa. HazBanue nHs Henenu He
YKa3bIBaEeTCsl.

Aopecam (HauMEHOBaHHME OPTaHU3AIMU-TIONYYaTeNsl U €€ MOYTOBBIN aapec). YKa3aHHBIH
PEKBU3UT pacroyiaraeTcsi noJ 1aTol. Eciau muceMo azpecoBaHO KOHKPETHOMY JOJKHOCTHOMY
JUIy, TO MPU OOpalleHHMH K HEMY HUKOI/Ia HE COKpAIllalOT CJIOBA «TOCIMOXa» U «TOCIOANHY;
(bpaHIry3bl MUIIYT CIEYIOIIHUM 00pazoM:

Brumanuro zocnoxncu Knoo Jleoon

Cebiiku. CneayeT yka3blBaTh PEeTHCTPAIMOHHBIN HOMEp, IPUCBOCHHBINA MUCHEMY, Ha KO-
TOpOE JTaeTCsl OTBET, Wiu mudp aena.

3azonosok (BO (hpaHIly3CKUX MPABHIIAX — «TEMay») — ITO PE3IOME B HECKOJIBKHUX CIIOBaX
conepxkanus muchbMma. CIOBO «TeMay MOTYEPKUBACTCS, a PEKBU3UT OPOPMIIIECTCS CIEAYIOIIUM
obpazoM:



Tema: I'enepanvnas Accamonesn 10.10.2000

Texcm. Hauano TekcTta pacnojiaraercs 1oJ peKBU3UTaMM 3arosioBouyHoil yactu. K Hemy
IpeabsBIseTCs psal TPeOOBaHUM, a UMEHHO: ICHOCTh, KPATKOCTh, TOUHOCTh, PEAOCTOPOKHOCTD
U BEXJIUBOCTb.

Acnocmo. He cnenyer ynotpebiaTh HeueTKue GOpMYIHMPOBKH, B YACTHOCTH, TAKHE IMO-
[IMOHAIBHO OKpallleHHbIE, KaKk HarpuMep: «CTeHBI Y BXoJa B oM OyIyT POCKOIIHO OTJEIaHbI».
B sTOM ciydae cienyeT ykas3arh, Kakue HMEHHO MaTtepualsl OyayT ucrnosib3oBansl. He Hano nu-
catb: «Hamm mpencraBuTenb HAapaBisieTCs K BaM, YTOOBI BCTPETUTHCS C BaMU KaK MOXKHO CKO-
pee», CTOUT 3a(UKCUPOBAaTh TOUHYIO ATy BM3HMTA. SICHOCTh MMCbMa MPOUCTEKAET U3 SCHOCTH
MBICIIH M 4eTKOCTH (hopMynupoBKu. JIro0asi KOppecToOHASHIMS A0DKHA ObITh HAlMCaHa XOpO-
IIMM KaHIEIAPCKUM SI3bIKOM. YTIOTpeOJeHHEe HHOCTPAHHBIX CIIOB, Ja)Ke OYEHb IIPUBBIYHBIX, HE
PEKOMEH/IyeTCsl, TaK KaK MOYKET MPUBECTH K OIIMOKaM B IOHUMaHHU.

Kpamrxocms. KoMmepyeckoe MMCbMO JTOJDKHO OBITH KOPOTKMM U CHKaTbIM, YTOOBI ajipe-
car, mpo0exaB IJiazaMu, CMOT OBICTPO MPHUHSTH HY)KHOE perieHue. KoMmMepueckoe MuceMo ecTh
pabounii UHCTPYMEHT, HE OoJIee TOTO.

Tounocms. 1IpuBEPKEHHOCTD MPaBJE B JICIOBBIX OTHOLICHHUSX €CTh aOCOJIOTHAs HE0O-
xoauMocTb. HetouHocTh, TeM Ooliee J10kb MOTYT NPUBECTH K IOTepe JoBepHs KiaueHTa. He Ha-
710 OOBSBIISITH, HAIPUMED, YTO JIOCTABIIEHHBIE TOBAPbl UMEIOT HaUBBICILIEE KAYECTBO, B TO BpEMs
KaK KayecTBO OObIYHOE. Y KIIMEHTa 3TO BBI3OBET TOJIbKO Henosepue. He nmumure: «B oTBeT Ha
Ballle 0CJIeIHEE MUCbMO», HO «B oTBEeT Ha Baiie nuchbMo oT 14 uronsh» uin «oT 14 yucia Texky-
IIEro Mecsla», NOToOMy 4TO (upMa, B KOTOPYIO BbI IUIIETE, MOTJa 3a 3TOT UHTEPBaJ IOCIATh
JIpyroe nuchbMo, KOTopoe Bl ele He noiayumnud. He rosopute: «Hamm ycnoBust Te ke camble,
4TO M JJIs BallMX MPEAUIECTBYIOIUX 3aKa30B 10 TOH e CTaThe», TAK KaK THUM Bbl BBIHYK/AeTe
YHUTaTeNs 00paImaThCs K MPeXHEN nepenucke. B 3ToM cirydae sydiie, HaIpoOTHB, TIOBTOPHUTH YC-
JIOBMSI TOTO JK€ TEKCTA, YKa3aB, €CIIU 3TO IEHCTBUTEIBHO, YTO OHU HE U3MEHWINCH.

IIpeoocmopooicnocms. CocTaBUTENb MUCbMa HE J0JDKEH JaBaTh OPYKHUE CONEPHUKY HIIN
NOTEHIMAJIBbHOMY ITPOTUBHUKY, TaK Kak OM3HEC U KOHKYpeHTHas 00pb0a B HEM 4acCTO OYEHbB CY-
poBbl. OH JoMKeH u30eraTh NpH U3JI0KEHUH CYTH BONPOCa YIOMUHAHUI O TEKYIIIEM COCTOSIHUM
nen ¢pupmbl. Hampumep, oH He TOJDKEH pacKpbIBaTh MOCIEAHNUX PealIbHBIX IIEH Ha CBOM TOBApHI,
a Ha3BaTh JIMIIb T€ OA30BbIE LIEHBI, O KOTOPBIX OH XOYET MOTOBOPUTH. DTO HE HEJIOCTATOK B HC-
KPEHHOCTH, 3TO TaKTHUYECKUI xoJ. Beskuil pabOTHUK, MpeXkae 4eM OKOHYATEeNIbHO O(POPMUTH
MUCbMO, JIOJDKEH YOeOUThCS B TOM, YTO OHO COTJIAaCOBBIBAETCS C 00IIel cTpaterueid (Gupmsbl.
CBepx TOro, OH JOJKEH NPUHATH BCE MEPHI MPEIOCTOPOKHOCTH, YTOOBI OrpaguTh ceOs OT BO3-
MO’KHOTO CyZI€OHOT0 Ipolecca, IPOKOHCYIbTHPOBABILINCE, HAIIPUMED, C FOPUINYECKON CITy)O0M
npeanpustus. TakuM o0pa3oM, OH BO3JEPXKHUTCS OT OOCIIaHUs 3aljaTUTh B OIpEIesICHHBIN
CPOK, €CIId HE YBEPEH B TOM, YTO CMOXET BBIMOJHUTH 3TO 00s3aTebcTBO. OH Takke He OyneT
o0elaTh MOCTaBUTh TOBAp K KOHKPETHOMY YHCIY, TOTJa KaK TOBap €Ile HaXOAUTCS Ha CTaIuu
U3TOTOBJICHUS U, CJIEA0BATEIbHO, HENIb3sI OBITh AOCONIOTHO YBEPEHHBIM B TOM, YTO MPEAYCMOT-
PEHHBII CPOK OyAeT COOII0IeH.

Beowcnueocms. Ecny mo3uus Ballero KOPpeCnoHAeHTa Bac pa3apakaeT, He CTapaluTech
3TO TMOKa3bIBaTh: OH MOXET oOuzaeTbcs. Ecnu Bam 1enoBod mapTHEp MEUIUT C OTBETOM Ha
CPOYHOE MUCHbMO — HE OOBUHSANTE €ro B 3JI0HAMEPEHHOCTH. BO3MOXKHO, BBl HETOYHO YKa3aiu
€ro aJpec U MUCbMO MOXET OBITh BaM BO3BpAIIIEHO 10 noyte. Hanummre nucbMo BO BTOpPOil pa3
C BEXKJIMBBIMHM W3BHHEHHSIMH I10 IOBOAY TOTO, YTO BbI, BO3MOXHO, OLIMOIUCH B ajapece. UToObI
1oKa3aTh Ballle UCKPEHHEE TOBEpPHE M PACIIOIOKEHHUE, TOUUTUTE (POTOKOIMHUIO C MPEAbLAYIIEro
nucbMa. Ecnu BbI Bce ke MoJ03peBaeTe Ballero KOPpeCcHoHIeHTa B HEXeJlaHWU OTBeuYaTh, I0-
LUINTE €MY 3aKa3HOE€ MHCHMO C YBEAOMJIEHHEM O INOJY4eHHHU. BO3MOXKHO, Jydile B 3TOH CH-
Tyalluy MocyaTh 60j1ee HaCTOWYMBOE MUChMO, HO HE Hapyllasi MPaBUJl BEKJIUBOCTH.

Obpawenue. XapakTep oOpalieHus BEIOUPAIOT C YI€TOM JABYX MOMEHTOB:

— KTO I0JIy4yaTesb MMChMa;

— KaKOW THUII OTHOLIECHUH MTOAACPIKUBACTCS C HUM.



Crnenyet npuaepKuBaThCs ABYX NMPOCTHIX MTPaBUIL:

— KOT/Ia BBI KOJIEOJIETECh U HE 3HAETE, KaK OOpaTUTHCS, TO YIOTpPEOJIeHHEe OOpalieHus
«TOCHIOJIUHY MJIM «TOCIIOXKa» BCET/Ia KOPPEKTHO M BO BCAKOM CIIydae MpearoYTHTEIbHEE OIn0-
KH;

— KOTJIa Y YeJIOBeKa HECKOJIBKO JOJDKHOCTEH, BRIOMPAIOT Hanbojiee BaXKHYIO.

Ecnu Bbl XOTUTE MCIIONB30BaTh OOLIENPUHATHIE OOpalleHUs, TO MYXXYMHA, MUIIYIIUNA
IPYroMy MY>KYMHE, MOXKET 00paTUTCS K HEMY CJIOBaMU «yBaxkaeMblii rociogu X (paMums)»
WIA «yBa)KaeMbIi... (MMsI M1 OTYECTBO)», €CIM OH €ro XOpoulo 3HaeT. MyXuuHa, NMUIIYIIUN
KEHIIMHE, MOXKeT oOparuthes Tak: «locrnoka X (pamunmst)». Hukorna He ciemyer ynorpeo-
JATh HU MPOCTO «TOCHOAMH» WU «1oporoi rocrnoauH X (hamMuiius)», HU OPOCTO «TOCIOKa»
WIH «10oporas rocroxa X».

Hanee, paccMaTpuBasi 00palleHHs, UCIOIb3yEMble B KOMMEPUYECKON MEPENncKe, CleayeT
yIIEIUTh BHUMAHUE TOMY, YTO, €CIIU IOJIydaTellb UMEET BAXKHYIO JTOJHKHOCTh, 3TO HEOOXOIMMO
HOJYEPKHYTh, HAIPUMEP: «TOCIIOJIMH MUHHUCTPY, «IOCHOIUH Ipe3ujeHT». K HotapuycaMm, nose-
PEHHBIM, U3BECTHBIM apTUCTaM M XyJOKHUKaM Bo dpaHIuu 0OpaiiaroTcst «M3Tp», 4TO B Iepe-
BOJIC O3HAYAET «MacTep», «YUUTENb», «IIpenojaBareiby, «HACTaBHUK», T. €. HEKTO IIyOOKo-
yBakaeMblil. ClI0Ba «rocroxka» 1 «rOCIHOANH» HUKOTa HE COKPAIIAOT Ipy 00pallleHuu.

Jlenorpon3BoACcTBEHHAs! CITy0a 4aCcTO UMEET /10 C BECbMa CX0XKHMMHU 10 COJIEPKAHUIO
nucbMaMu. B 3TOM citydae ynoTpeOusioT HECKOIBKO CTaHAAPTHBIX (pa3, KOTOPHIE BO BCEX
NUCbMax BCEr/la OJHH U Te Xke. IX MOXKHO 00beTUHUTD B TPU TPYIIIBL:

— (hOpMYIHPOBKH JIJIsl HAYaja MUChMa,

— (hOpMYIMPOBKH, OTPAKAIOLIUE COJIEPKAHUE TUCbMA;

— (hopMyIIBI BEXKIMBOCTH.

Hoanuck. JlaHHBIN PEKBU3UT, KaK MPABUIIO, HAXOAUTCS MOJI TEKCTOM B IPAaBOM HHUYKHEM
yIJ1y; €r0 COCTaBHbBIE YAaCTH PACIIONIAratoTCs IPYT MOJ APYroM (B KOJIOHKY): CHayvaja J10JKHOCTb,
3aTeM 5 — 7 MHTEPBAJIOB Ul HEMOCPECTBEHHO MOANNCH U, HAKOHEL, paciin(poBKa MOJIHCH, T.
€. MHUIMaJl UIMEHHU OJIHOM IMpONMCHON OYKBOW M MOJIHOCTHIO (paMHIINS TaKKe MPOMUCHBIMU OyK-
BamH. Takum 06pa3oM, pekBU3UT «I10ANNCEHY» BBITIISIIUT CIEIYIOLIM 00pa3oM:

Jupexmop
(Iloonucv)
C. MOPAH
3aMy’KHSS JKEHIIMHA HE JO0JDKHA YKa3blBaTh CBOIO JE€BUYbIO (DAMMIIMIO U MOANUCHIBATH-
col:
«l"ocnoorca [Jiopan, ypoxcoennas /fio6yay

TodHO Tak ke 3aMyXHss JKCHIIMHA B CBOEH O(QUIIMATBLHON MEpenucKe JA0HKHA MO/IMH-
CBIBAaThCsl HE CBOMM IIOJIHBIM MMEHEM, a TOJbKO HayaJlbHOW OYyKBOW MMEHHU My»Xa, HallpHUMep:
«T"ocnioxa I1. {ropan». Ecnu, onHako, y Myxa ectb Oparbhs, TO BO U30€KaHUE HEAOpa3yMeHUN
OHa MOXKET HamucaTh €ro UMs MOJIHOCTBIO, HanpuMmep: «I ocnodica Ilvep [iopany.

IHocTexkpuntym. Pacnonaraercs Hyke MOANUCH U YKa3bIBaeTCs ABYMS MHUIManamu P.-
IIpuioxenus. Ecam umMeroTcss JOKYMEHTBI, COITPOBOXKAAIOIINE MUCbMO, TO OHU 3aHOCST-
cs B pyOpuky «IIpuiioskeHus» M yKa3bIBAaIOTCS ClieBa BHU3Y MEPBOM CTPaHMIIBI OCHOBHOTO J10-

KYMEHTA.

IIpakTHyeckoe 3ansaTue 15-17
IIpe3eHTalIMOHHBIE MaTePHAJIBI 10 TEMaM KOHTPOJILHO-KYPCOBOii paboThl.
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