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

]_ICJ'ISIMI/I OCBOCHHA NUCHUILIMHBI ABJIAIOTCA IMOJYUYCHHUEC IMPEACTABICHUA O NOKYMEHTHUPO-
BaHHUH praBJIeH‘-IGCKOf/’I ACATCIIBHOCTH HAa NPCANPUATHAX TypU3Ma U I'OCTCIIPUUMCTBA, ITOJIYUYC-

HUE 3HaHUH, HEOOXOAUMBIX JUIs OyayIIel NPaKTUIECKOH e TeNbHOCTH.

3aza4aMy OCBOCHHS JUCLUIUINHBI SBJISIFOTCS:
- 3HAKOMCTBO C HOPMAaTHUBHBIMU TPEOOBaHUSMH K O(OPMIICHHIO JOKYMEHTOB,
JIOTHYHOE TI0JIh30BAHUE MOHATUAMHU U TPEOOBAHUSIMH;
- IIOJIY4EHHE CUCTEMATU3UPOBAHHBIX 3HAHUM O JOKYMEHTUPOBAHUU yIIpaBJICHYE-

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

Buabl opranu3anuoHHO-pacnopsiaAuTeIbHbIX J0KyMeHTOB (OP/])

Cpenu 60iblIOro pazHooOpasusi BUAOB [JEJIOBBIX JOKYMEHTOB, OOpallaroIluXcs Ha
IPENIPUATHIX U B OPraHU3alUsAX, OpraHu3alMOHHO-PACIOPAIUTENbHAs yIIPABICHUECKAs JOKY-
meHTanus (OPJl) 3aHuMaeT neHTpajibHOe MecTo. MOXHO yTBEpK/IaTh, UTO OpraHU3alMOHHAsA U
yhpaBieHYecKasl JeATeIbHOCTh IJIaBHBIM 00pa3oM 3aKilouaeTcsi B pa3paboTKe U peanu3aluu
pemenuid, pukcupyemeix B OPJI. OPJI sBisercs Hanbosee MHUPOKO MCIOIb3YEMBIM BUIOM J0-
KyMEHTALUH.

OP/I knaccuunupyercs Ha TpU IPYIIIBL:

— pacnopsoumenbHas AOKYMEHTAIUs (MIPUKa3bl, paCHOPSKEHMsI, [IOCTAHOBJIEHUS, PEIICHNUS,
yYKa3aHus);
— uHgopmayuonHo-cnpagoynas NOKyMeHTalus (MHCbMa, TEJEerpaMMbl, Teae(OHOrpaMMBlI,
(akcel, akTbl, IPOTOKOJIbI, JOKJIAJHbIE U CITyKEOHbIE 3alIUCKHU U Jp.);
— opeanuzayuonHas TOKyMEHTalus (yCTaBbl, MOJIOKEHUS, MpPaBUia, UHCTPYKIUH, IITaTHbIE
pacnycaHus).

[TogoOnas knaccudukamust OPJl mo3Bosisier oOecrneunTh OMEPATHBHBIN MOWCK, KOH-
TPOJIb UCTIOTHEHHUS, CO3/1a€T YCIOBUS ISl YHU(DUKALIUY JOKYMEHTOB.

Ha opranuzannoHHO-pacliopsiAUTENbHYIO JTOKYMEHTALUIO, MPEIYCMOTPEHHYIO YHHU-
(UIMPOBAHHON CHCTEMOW OpraHu3alMOHHO-pacnopsanTenbHoi gokymeHnrtanuu (YCOPJ]) —
MIPUKA3bl, pACIOPSKEHUS, TOCTAHOBIIEHUS, PEILIEHUS], IPOTOKOJIbI, aKThI, MUCbMA U JIp., KOTOPbIE
(buKCHPYIOT pelleHus] aAMUHUCTPATUBHBIX U OPraHU3allMOHHBIX BOIPOCOB, a TaKXKE€ BOIPOCOB

YIpaBJICHU, BBaHMOI[CﬁCTBHH, oOecrieueHHus U peryjiupoBaHusa ACATCIbHOCTH (bez(epaanLIX



OpraHOB TOCYJapCTBEHHOW BJIACTH, OPTAHOB TOCYIApPCTBEHHOHN BJIaCTH CYOBEKTOB Poccuiickoit
®denepanunu, NPeANPUITHIM, OpraHU3aUi U UX 00bEIMHEHUIN HE3aBUCHMO OT OpraHU3alMOHHO-
npaBoBoi (opmbl U BUA estensHocTH pactpoctpansercs [OCT P 6.30-2003.

CraHgapToM YCTaHOBJIECHBI: COCTaB PEKBU3UTOB JOKYMEHTOB; TpeOOBaHUA K odopmIe-
HUIO PEKBU3UTOB JJOKYMEHTOB; TpeOoBaHMs K OllaHKaM U 0(OPMIICHHIO JOKYMEHTOB; TpeboBa-
HUS K U3TOTOBJICHHUIO, YUETY, UCIOJIB30BAHUIO M XPAHEHUIO OJIAHKOB C BOCHpoM3BeaeHueM [ oc-
ynapcTBeHHOro repba Poccuiickoit denepanuu, repooB cyorekToB Poccuiickoit denepanuu.

[TpaBuna u TpeboBanust 'OCT P 6.30-2003 HOCAT yHUBEPCAIBHBIN XapaKTep U HAXOAT
HIMPOKOE MPUMEHEHHUE B JPYTUX YHU(PHUIMPOBAHHBIX U HEYHHU(PHUIIMPOBAHHBIX CHUCTEMAax JOKY-
MEHTAIMK. 3HAHUE dTUX MPABWI U TPEOOBAHUI MO3BOJISET OBIIAJCTh PAIlMOHATHLHBIMU TIpUEMa-

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

Ne
3aHATHA TeMbl U coiep:kaHue 3aHATHI KoJ1-Bo yacoB
1 Bonpocs! BEIIOTHEHUS! KOHTPOJIbHO-KYPCOBOM paOOTHI. 2
Pacnipenenenue 3aganuii 1)1 BHIMOTHEHUSI KYPCOBOM pado-
Thl. OOCyx)neHue rpaduka 3amuT KypcoBoid padoTsl. [Ipe-
3€HTAIlMOHHBIE MAaTEPUAIIBI IPUMEPOB BBIITOJIHEHHS KOH-
TPOJBLHO-KYPCOBOM pabOTHI.

2,34 CocrapneHue OT/ACIbHBIX BUAOB PACIIOPSIAUTEIBHBIX JOKY- 6
MeHToB. OdopmiieHne nprkasza, BHITUCKU U3 MIPUKa3a, pac-
MTOPSDKEHUS

5,6 Odopmrnenue cay)eOHOTo MUChMa 4
7,8 Cocrapnenue nH(QOPMAITMOHHO-CIIPABOYHOM TOKYMEHTa- 4
117071
9,10 Odopmienre opraHU3allmOHHON TOKYMEHTAIIMH 4
11 CocraBiieHne JOKHOCTHON MHCTPYKLUU 6
12 JenoBas urpa: «OdopmieHue T0KyMEHTOB IPU ITpHUEME Ha 6
padoTy»

13,14 | lenoBas urpa «JlenoBast mepemnuckay. KoHTposibHBIE Me- 4
pOTIPUSTHUS

15-17 | IIpe3eHTanMOHHBIE MaTE€pPHAIIbI 10 TEMAM KOHTPOJIBHO- 6
KypCcoBOil pabOTHI.

IIpakTnueckoe 3anaTnel
Bomnpocs!l BbIoMHEHUs KypcoBoi paboTel. PacmpeneneHue 3agaHuil Ui BBIOJIHEHUS
KypcoBoil paboTel. OOcyxaeHue rpaduka 3amuT KypcoBoil paboTsl. IIpe3eHTanonnsie Mate-
pHalbl IPUMEPOB BBHITIOJIHEHUSI KYPCOBOI paboTHI.



IIpakTnyeckoe 3ansatue 2,3,4
CocragJiieHHE OTAeJIbHBIX BU0B PACIIOPSTATEIbHBIX JOKYMEHTOB

Ilpuka3. OCHOBHBIM paclOPAIUTEIbHBIM JTOKYMEHTOM, H3/1aBa€MbIM PYKOBOJIUTEIIEM
OpraHa ynpasJeHHs, sBiseTcs npukas. Ilpu ero cocraBiaeHuM NpeabsBIsAIOTCA CEPbE3HBIE TPeE-
O0OBaHMs K YETKOCTH (POPMYJIMPOBOK M OOOCHOBAHHOCTH M3JIaraeMblX (akToB. MakeT mpukasa
IIPUBEJIEH Ha pucyHke 1.

Texcr mpukasa, Kak IpaBUIIO, COCTOUT U3 JIBYX YacTeil: KOHCTATUPYIOLIEH U pacriopsiu-
TeNbHON. B KOHCTaTHpyrolIel YacTy M3JlaratoTcs ey, 3aa4yd U IPUYMHbBI U3JaHUs IpUKa3a.
KoHcratupyromas 4acte npuKka3a HAYMHAETCS CO CIOB « B CBS3W», «B LenAx» U T.1. Llenu u 3a-
Jauyl MPEIIICHIBAeMbIX JICHCTBHIA M MPUYMHBI W3aHUS MPUKA3a U3JIaraloTcs B popMe Inpeasio-
KEHUH C OTIJIaroJbHBIMHU CYIIECTBUTEIbHBIMU, KOTOPBIE COIVIACYIOTCS C YIIPABISAIOLIMM CI0BOM
(B cBsi3H, B LENISAX) B poje, uncie u najaexe. OOBIMHO HCIOIB3YIOTCS CYIIECTBUTEIbHBIC B TBO-
PUTEIBHOM MJIU POJUTEIBHOM MaJeKaX.

Ecnu ocHOBaHMEM K M3JaHUIO MIPUKA3a CIYKUT JOKYMEHT BBILIECTOALIEH OpraHu3aluy,
TO B KOHCTATUPYIOILEH YacTH yKa3blBal0T HAUMEHOBAHUE HTOTO BUA IOKYMEHTa B UMEHHUTEb-
HOM MaJiexke, ero HOMep, JaTy U 3aroJIoBOK K TEKCTY, a B OTJIEJIbHBIX ClIydasX U KpaTKoe CoJep-
KaHUe.

PacniopsinuTenpHas 4acTh MpUKa3a M3JIaraeTcst B MOBEIUTEIBHON (OpMe M HaYMHACTCS
cinoBoM «I[TPMKA3BIBAIO», koTopoe muiiercss mponucHbIMA OyKBaMU Ha OTIEIbHON CTPOKE,
HE OTCTymnas OT TpaHUIlbl JIEeBOro Mo Jucta AokymeHta (nepen ciosoM «[IPUKA3BIBAIO»
3HAaKM NPENHMHAHUS CTaBATCA B 3aBUCMMOCTH OT CHHTaKcHuyeckod cBs3M). HameueHHble Mepo-
MPUATHS U3JIaraloTCsl [0 MyHKTaM, €CJIM UCIOJHEHHE NIPpUKa3a MpPEerosaraeT BbIIIOJHEHUE pas-
JIMYHBIX 110 XapakTepy AeHCTBUH.

Kaxxnplif MyHKT HauMHAeTCs C yKa3aHUs KOHKPETHOIO MCIIOJHUTENS — CTPYKTYPHOTO
MOJIPa3/IeIeHUs] WK JOJDKHOCTHOTO JIUIA (B JATEIbHOM Hajiexe), IPeAnCchIBAeMOro AeHCTBYS,
BBIPAKEHHOT'O TJIaroJIOM B HEONpEJesIeHHON (opMe, cpoka HUCIOJIHEHUs (yKa3blBaeTCsl Ha OT-
nenbHOU cTpoke). B TabnuuyHoi hopMe UCIONHUTENh YKa3bIBAE€TCS B UMEHUTEIBHOM MajIexke.
Ecnu onHOMY MM HECKOJNBKUM HCIIOJHUTENSAM IPEANUCHIBACTCS BBIMOIHUTH Psii IEUCTBUH C
Pa3HBIMM CPOKaMH HMCIIOJIHEHMSI, TO B OTIAECIBHOM IYHKTE YKa3bIBAIOTCS HCIIOJHUTENH HUIIM HC-
MIOJIHUTEINb, & TOIMYHKTaMU ONPEAEISIOTCS JEHUCTBUS U CPOKH.

B pacnopsauTensHON 4acTH mpUKasza cienyeT n30erarb HEKOHKPETHBIX BBIPAKEHHM, K
MIPUMEPY, YIYUIIUTH), KYCUIUThY, «IIPUHATH MEPHI» U T.1.

3akaHUMBAETCA PACIOPSANUTENbHAS 4YacTh yKa3aHWEM OpraHa WM JIMLA, Ha KOTOPBIX
BO3JIO’KEH KOHTPOJIb 332 UCIIOJHEHUEM JIaHHOTO Ipuka3a. @opMyaupoBKa 3TOrO MyHKTA SIBJISET-
csl MOCTOSIHHOM: «KOHTpOJb 3a MCIOJIHEHMEM IpUKa3a BO3JIOXKHUTH HA ........ » (yKa3bIBaeTcs
CTPYKTYpHOE NOJIpa3fielieHue WU JIMI0, Ha KOTOPBIX BO3JIaraeTcs KOHTPOJIb, IPU 3TOM HauMe-
HOBaHHUE JIOJDKHOCTH, MHULIMAMBI U (PaMHJTUS TIUITYTCSl B BUHUTEIIEHOM Ha/IexKe).

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

Tabmuua 1 — OdopmiieHue pacropsIUTeIbHON YacTh

Hcnonaurens JleficTBHsI, MEpOIIPUATHS Cpok HCTIOTHEHUS

1. 'ocynapcrBenssiii 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-
YMHAETCA CO CI0BA:

ITPHUKA3BIBAIO:

1. B Havasne MyHKTa MPUBOAMTCS HAMMEHOBaHME HOJDKHOCTH MCITOJIHHTENS,
ero ©.M.0., wiM HauMeHOBaH#KE CTPYKTYPHOTO NoJpas/iesieHus (B IaTeJbHOM I1a-
IexXe), 3aTeM YeTKO M3NaraeTcs cOAEpXKaHWe IpeliaracMbIX OeHCTBUH (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-
CTaBIATHCA B BUAE TAOIULIbI.

3. B nocnenHeM NyHKTe IIpMKa3a NPUBOINTCA YKa3aHHE O KOHTPOJIE 33 UC-
MOJIHeHHeM npyKaza: KoHTponb 3a MCIIONHEHHEM TIPHUKA3a BO3NOXMTE Ha... (YKa-
3biBaeTca AOJKHOCTH, ©.M.O. M HauMeHoBaHWe CTPYKTYPHOIO TIOApa3iene-
HH3),

HaxMeHoBaHHE DOIXHOCTH
PYKOBOJIMTES (nopnuce) H. O. Gamunus

Bu3abl 3aMHTEpECOBAaHHBIX JIUIL
JoKHOCTD

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
MoMCcKa JOKYMEHTA

Pucynok 1— MakeTt npukasa 1o OCHOBHOM J€SITEIbHOCTH.




Ecnu pacniopsauTenbHas 4acTh IpUKa3a HE HY)KIAeTCsl B Pa3bsICHEHUH, TO KOHCTaTUPY-
OISl 4aCTh MOKET OTCYTCTBOBATb.

OTMETKHM 0 HaJIM4YMM NPUIIOKEHUSI KaK OT/AEIbHOIO0 PEKBU3UTA B IIpHKa3ax HeT. B Tekcre
IIpUKa3a MpU YIOMHHAHUU CBEJIEHHUH, 3aUKCHPOBAaHHBIX B MPUJIOKEHUH, B CKOOKaX yKa3blBa-
10T: «[Ipunoxenue 1», ecinu Ux HECKOJIBKO, a €ciid 0AHO, TO «CMm. Ilpuioxxenue», a Ha camoM
JOKYMEHTE-TIPUIIOKEHUH [IEIAeTCsl OTMETKA B IPAaBOM BEPXHEM YTIIY:

[Tpunoxenue

K npuxazy Munucrpa KyJnbTypsl
Poccuiickoit @exneparuu
09.08.2005, Ne 200

3aroJioBOK MpHKa3a BBIPAKAETCS OTIJIArOJIbHBIM CYHIECTBUTEIBHBIM B IIPEIJIOKHOM I1a-
nexe, Hanpumep: «O BHEAPEHUU CTaHIAPTHBIX (HOPM AOKYMEHTOB», «O MpoBeIeHNN HHBEHTA-
pH3aIK OCHOBHBIX (DOHIIOBY.

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

Crnucok azmpecatoB, KOTOPBIM pacChbUIaeTCs MPUKa3, MUIIYT HA 000POTE €ro MOCIEAHETO
JIUCTA, HAallpUMep:

1 -8B meno....

2 — MununcrepctBo odpa3oBanus Pecyonuku benapycs.

[Ipu OGonblIOM THpa)ke CHUCOK aIpecaToB MpUiaraeTcs K MPHKa3zy B BHJAE CaMOCTOSI-
TEJIBHOTO JOKYMEHTA.

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

[IyHKTBI pacnopsauTENbHON YacTy MPUKa3a pacroiaratoTcsi B ONpeeIeHHON 1ocIeno-
BaTEJIbHOCTHU: IPUEM Ha padoTy, IEPEBO/I, YBOIbHEHHE U T.J. B KOHIIE Ka)X10r0 MyHKTa MpUKa3a
JaeTCsl OCHOBAHUE ISl €r0 COCTABIICHUS.

OdopmitsieTcst mpuka3 Ha 00IIeM WK CIIeUaIbHOM OJlaHke popmara A4.

3a4acTy0 OTBETCTBEHHOMY HCIIOJIHUTENIO N7 pabOThl HE TpeOyeTcs MOJHBIA TEKCT
npukasza. B aTom ciydae nmenaetcs BeIMUCKa U3 Hero. [lo cocTtaBy peKkBU3UTOB U 0OPMIICHHUIO
BBIIIMCKA MPAaKTUYECKH HE OTJIMYAETCA OT CaMOro MpuKaza. B BBINKCKE JHIIb YTOYHSETCS
Ha3BaHue nokyMeHTa: BMecto cinoBa [IPUKA3 neuararorcst cnoBa BBIIIMCKA U3 TTPUKA3A.
BmecTo monHOro Tekcra mnevataercs Ta 4acTh IpPHKas3a, KOTOpas KacaeTcsi HEeMOCPEICTBEHHO
KOHKPETHOT'O UCIIOJIHUTENIA. BhImucka 3aBepsieTcst ceKpeTapeM.

Ykazanue. Yxazanue nznaercsa 1no BonpocaM HH(OPMAIMOHHO-METOAMUYECKOIO Xapak-
Tepa, a TAK)KE CBA3aHHBIM C OpraHU3aluell UCIIOIHEHMs MPUKA30B, MHCTPYKIUI U APYruX akx-
TOB.

3aroyioBOK yKa3aHUSl BBIpAXaeTCs OTIJIAroJIbHbIM CYIIECTBUTEIbHBIM B IPEAJIOKHOM
najexe, HarpuMmep: «O MOArOTOBKE MaTepUaIOB K 3aCE€JaHUI0 METOIMYECKOW KOMUCCUU apXH-
Bay.

Tekcr ykazaHus, Kak MPaBUIIO, COCTOUT U3 JIBYX YacTel KOHCTAaTUPYIOIIEH M pacnops-
JTUTEIIHLHOM.

B kxoHCTaTHpylolel 4acTH pacKpbIBAIOTCS LEIUM M NPUUMHBI U3JaHus yKazaHus. OHa
OOBIYHO HAUMHAETCS yCTONMYMBBIMU (hopMynupoBKaMu: «B cooTBeTcTBHH...», «B mensax....»,
«Bo ucnonnenwue...» u 1.1. KoHcrarupyromnias 4acTb MOKET OTCYTCTBOBAaTh, €CJIM MPENUCHIBA-
eMble AeMcTBUS HE TPeOYIOT pa3bsICHEHUSI.

PacniopsaurenbHas yacTh yka3zaHusi MO)keT HaunmHaTbes cioBamu «OBA3BIBAIO» nnmn
«ITPEIJTAT AIO» (ecnu ucmiosiHUTENS HENb3s 00s3aTh BBIMOJIHATH JCUCTBUS, HE BXOMSIINE B
ero 00s3aHHOCTH 0 3aHUMAEMOM JOKHOCTH), KOTOPbIE MUIIYTCS MPOMUCHBIMU OYKBaMH C HO-
BOM CTPOKH.



B ciydae HEOOXOIMMOCTH TEKCT yKa3aHUs JCTUTCS Ha MyHKTHI U TOJIYHKTBI, KOTOPHIE
U3JIaraloTcsl B MOBEJIUTENBHON (DOpPME U CTPOSATCA MO CXEME: HCIIOIHUTEND (TT0JIHOE HAaUMEHOBa-
HUE JOKHOCTH, WHUIMANBI U (aMHITUST UCTIOTHUTENST WIH HAaUMEHOBAHUS CTPYKTYPHOTO TOJI-
pazaenenusa B garenbHoM mnazaexe nocie [IPEIJIATAIO, B poaurensHom — nocine OBA3bI-
BAIO) — neticTBue (BbIpaKEHHOE TJIar0JIOM B HEOMIPEACICHHON ()OPME) — CPOK MCIIOJTHEHHS.

B nocnennem myHKTe yka3plBaeTCs HAUMEHOBAHUE JOKHOCTH, MHULMANBI U (paMUITus
JMIa, Ha KOTOPOE BO3JIaraeTcs KOHTPOJIb 3a ucnoaHeHueM: «KOHTpoIb 3a UCIIONHEHUEM yKas3a-
HUS BO3JIOXKUTH HA ........ ». MakeT yka3aHus IpUBEJCH Ha PUCYHKE 2.

Pacnopsascenue. PacnopspkeHue — MPaBOBOM aKT, W3AaBA€Mblil €IMHOJIUYHO PYKOBO-
JUTEIEM OpPraHU3allMd U €ro 3aMECTUTEISIMU. 3aroJIOBOK pacloOpsDKEHUsl BbIpa)kaeTcsl OTrJia-
TOJIBHBIM CYIIECTBUTEILHBIM B MPEAJIOKHOM Tajiexke, Hanpumep: «O06 obecrieueHnn coXpaHHO-
CTH OJIAHKOB CTPOTOM OTYETHOCTUY.

Kak npaBuiio, pacopsipkeHue MpeicTaBIsieT coboil crnocod qoBeeHHS 0 UCTIOIHUTENEH
ONEPATUBHBIX BOIIPOCOB, UMEET OTPAHUYEHHBIN CPOK ACHCTBUS M KACAETCS Y3KOIO Kpyra JIOJK-
HOCTHBIX Ju1]. COCTaB peKBU3UTOB PACIIOPSKEHUSI aHATIOTUYEH COCTaBY TAKOBBIX B IIPUKA3eE.

Tekcr pacniopsikeHus, Kak MpaBUiI0, COCTOUT U3 JIBYX YacTEH: KOHCTATUPYIOLLIEH U pac-
nopsiauTenbHOU. PacnopsimutensHas yacTh MokeT HaunHaThesl cioBaMu «OBSA3BIBAIO» wnm
«[TPEIJTAT AFO», koTOpbIe MUIIYTCS MPOMHMCHBIMU OyKBaMU C HOBOW CTPOKU. B HEKOTOpBIX
cinyvasx pacrnopsautesnbHoe ciioBo «OBA3BIBAIO» unu «IIPEJJIATAKO» moxeT oTCyTCTBO-
BaTh.

OdopmisieTcst pacropsbkeHHne 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 — Maket yka3zaHus




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 — Maket pacnopspkeHust




Bomnpocs! 1 3aganus

HazoBuTe pekBU3NTHI ITPUKA3a.
W3 kakux 4acTe COCTOUT TEKCT NpuKasa?
Kak popMupyroTcst myHKTBI paciopsIUTeIbHON YacTH MpHuKa3a?
Kak 3aBepsiercs BbIIUCKA U3 ITpUKa3a?
Kak odpopmisiercs pacropsixenue?
IIpaBuna opopmiieHHs yKazaHusl.
Odopmute puKkas Mo OCHOBHOHN JEATEIbHOCTH, UCTIOIB3Ys CIEAYIOUINE JaHHbIE:
MI/IHI/ICTepCTBO obpazoBanus P®. [TPUKA3. 01.02.2002. Ne 64. r. MockBa. O6 ytBep-
XKJACHUU NIPUMEPHON HOMEHKJIATYphl JI€1 U TUIIOBOTO IOJIOKEHHUS O IOCTOSHHO JIEHCTBYIOIIEH
HKCHEPTHONH KOMHUCCHUHU CPEJIHUX CIIeUalIbHBIX 3aBefeHui. B 1ensix coBepiieHcTBoBaHus pado-
TBl C JOKYMEHTaMH B CpEeIHHUX creuuanbHbix ydeOHbix 3aBeaeHusix [IPUKA3BIBAIO: 1.
YTBepaANUTh NPUMEPHYIO HOMEHKIIATYPY A€ U TUIIOBOE MOJIOXKEHHUE O IIOCTOSIHHO JIEHCTBYIOLIEH
HKCHEPTHONH KOMUCCHH CPEIHHMX YYEeOHBIX 3aBeJeHHU. 2. Y4eOHBIM 3aBElEHUSM B paboTe co
CIIy’)KEOHBIMM JIOKyMEHTaMH pPYKOBOJICTBOBATHCS YTBEP)KICHHOM MPHUKA30M MHUHHUCTpa OT
02.06.2000 Ne 64 mpumMepHOIT HOMEHKIIATYpOii fe. 3. [ TaBHOMY yIpaBiIeHHIO 10 00pa30BAHUIO
YCTQHOBUTH MOCTOSHHBIN KOHTPOJIb 3a paboToOil cO Cily)KeOHBIMH JOKYMEHTAaMH B IOJBEI0M-
CTBEHHHBIX y4€OHBIX 3aBEJICHUSAX B COOTBETCTBUHU C HACTOSIIKUM npuka3oM. 4. KoHTposs 3a uc-
IIOJIHEHUEM TIpUKa3a BO3JIOKUTH Ha 3aM. MuHuUCTpa. A.B. [lerposa.
[TonnuceiBaeT mpuka3 MUHUCTP 0Opa3zoBanus PO.

NookrwnpE

8. Odopmure BhIMUCKY U3 MpHKaza MUHUACTpa oOpazoBanus PO ot 01.02.2005. Ne 64 mo 1. 2
pPacHopsITUTENBHON YacTH.

IIpakTHyeckoe 3ansaTHe 5,6
OdopmiieHue ciIy:ke0HOT0 MIUCbMAa

Tucemo — oOuienpruHATOe Ha3BaHKUE OOJIBIIOTO YKCIA PA3HOBUAHOCTEN MHGOPMaIIMOH-
HO-CIPABOYHBIX IOKYMEHTOB, UCIIOJIB3YEMBIX ISl PEIICHUsI TJIaBHBIM 00pa30M TEKYIIUX 3a/1ay B
yrpaBiaeHuH. OCHOBHBIM MPU3HAKOM, 110 KOTOPOMY MHChbMa BBIIETSIOTCS B OCOOYIO TPYIIY J0-
KYMEHTOB, SIBJII€TCS MEePEChUIKA X 10 TTOYTe.

PaznuyaroT nmuceMa nUpKyIsipHbIe, UHPOPMAIIMOHHBIE, TAPAHTUHHBIE, COTTPOBOIUTEN b-
HbIE, TUCHhMA-TIPOCHOBI, TUCHMA-TIOATBEPKICHUS, IOTOBOPHBIE MUChMA, TUChMa-HAIIOMUHAHHSI,
MHUCbMa-U3BELIEHNUS, MMChbMA-TIPUTJIAIICHUS, KOMMEPUYECKHE MUChbMa U PSII APYTHUX.

B cocraBe pekBU3UTOB Cily’)keOHOr0 MChbMa, B cpaBHEHUH ¢ hopmynsipom OP/l, umerot-
Csl OT/ENIbHbIE KOPPEKTUBBI. OTCYTCTBYIOT CIEAYIONINE PEKBU3UTHI: HANMEHOBAaHUE BUJA JIOKY-
MEHTa, Tpu( yTBEPKIEHUS, TIeYaTh, OTMETKA O 3aBEPEHUHU KOMHUHU. PeKBU3UTHI rpud coriacoBa-
HUS Y BU3BI Pa3MEIAIOTCS Ha MOCIETHEM IK3EMIUISIPE MUCchbMa (OTIMYCKE), KOTOPBIH MOIINBACT-
csl B 1esi0. PeKBU3UT (haMuiust UCTIOTHUTENSI U HOMED ero TenedoHa, eCiT JIUIEBas CTOPOHA Mo-
CJIETHETO JINCTa MUChMa MCIOIb30BaHA MOTHOCTHIO, MOXKET OBITh pa3MeIlleH Ha 0OpaTHOW CTO-
poHe.

Psin TpeGoBanuii kK 0(hOpMIICHHUIO MHUCEM B JIOTIOJIHEHHE KO BCEMY CKa3aHHOMY BBIIIE OT-
pakeH B MakeTe MuchbMa (PUCYHOK 4).

PazpaboTumnky /1e10BOT0 MUChMa HETPYTHO MMOCTPOUTH CTUITHCTUUYECKYIO KOHCIPYKYUIO,
€CJIM OH pacroJiaraeT HabOpOM MPOBEPEHHBIX MPAKTUKOW KOHCTPYKIIUHA (Ppa3, MOIb3ysACh KOTO-
PBIMU MOKHO c(POPMYITHPOBATH CBOKO MBICIB. PaccMOTpUM mpuMepsl MoieNiel, 0O bSICHSIOIINUX
MOTHUBUPOBKY HaITMCAHUS MMUCHhMa:

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

B otBet Ha Bamry nipock0y...

B noarepxkaeHne HalIeil JOrOBOPEHHOCTH. ..



Crnenyromue BapHaHThl SBIISIOTCS PACHPOCTPAHEHHBIM «CTaHJIAPTHBIMY
HAayajoM JIeJIOBOr0 MUCbMA:

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

JloBogum 10 Barmero cBe- ...Hall 3aBOJi MPEKPaTUII MPOM3BOJICTBO KOMOAHOB

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

Ecmn ABTOpP — JIMIO IOPpUANYICCKOEC, TO I[CflCTBHSI nepcaar0TCs OT TPECTHEro Jrna CAuH-
CTBEHHOTro uncia: KoomnepaTHB rapaHTUpPYET... HE BO3PAXKAET... IPEIaraer...; OT TPEThero JULa
MHOXeCcTBeHHOro uucia: COBeT AUPEKTOPOB, aIMUHHCTPALUS HALIETO MPEANpUSATHS yOemu-
TEJIBHO MPOCST...; OT IIEPBOTO JIMLA MHOKECTBEHHOro yucia: ITpocum... Coobiaem... [loarsep-
KIAEM...

Ecnu aBTop — nmuo ¢usnyeckoe, To IeHCTBUA MepelaroTcsl OT MEPBOro JHUIA €IUH-
ctBeHHoro yucina: [Ipomry... Craito Bac B usBecTHOCTb... JloBOXKY 10 Bamero csenenus...; oT
IEpBOro Juila MHOXKeCTBeHHOro uucina: IlognepxxuBaem... OnoOpsieMm... Mbl nosnyumnu Bamry
TeJIerpamMmy...

BoT HECKOJIBKO IPUMEPOB peaIn3alluy «CTaHJAPTHBIX)» KOHCTPYKIIHUIL:

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

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

Bricbutaem. .. ...TIOAMMMCAaHHBIN C HAIIEH CTOPOHBI JOTOBOP. ..

Hampagnsem. .. ...HHTepecyloyo Bac nokymeHTanuio 3aKa3Hoil 0aHIepoIIbo
[ToaTBepxmaeM. .. ...TIOJIy9CHUE CIIeU(PUKAIIIH Ha. ..

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

TBEPXKIACT. ..

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

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

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

B kadecTBe 3aKIIOUUTENBHBIX MOTYT OBITh IIPUBE/IEHBI CIEAYIOLIIE (Hpasbl:
[Ipocum Bac He 3a1epKuUBaTh OTBET...
IIpocum M3BUHUTH HAC 3a 33JAE€PIKKY C OTBETOM...
PaccunTtbiBaeM, 4TO HalIu 3aMe4aHus OyyT yUTEHBI.
[ToxGop cI0B B IIPEIIOKESHUH JTIOJDKEH OTBEYaTh TPEOOBAHUSAM COUYETAEMO-

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

WHHLIMATHBA — Opatp Ha cebsl, BbICTyNaTh C, MOJAEPKUBATh, MPOSBIATH, Pa3BU-
BaThb, CAEPKUBATH, TEPATH, YCTYIIATh;

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

00513aHHOCTh — BO3J1araTh, BBINOJHATh, UCIOJIHATH, HECTH, OCBOOOXKIATh OT, pac-
MIPEAEIIATh, OTCTPAHSATH OT;

PYKOBOJCTBO — Opatb Ha ce0s, Bo3jaraTh, OCyIECTBIATh, OTCTPAHATE OT, MOJIMe-

HATH, YKPCIUIATH U T. AO.

AHanu3 TEKCTOB CIIY)KEOHBIX MUCEM yKa3bIBaeT HA HEKOTOPHIE CIIOBA, BHI3bIBAIOIINE 3a-
TpyZAHEHUs B ynoTpebaenun. Hanpumep:

Oaromaps — MpeYIoT YHOTPeOISIeTCsl C CYIIECTBUTENBHBIM B JaTEIBHOM, a HE POJIU-
TETHHOM TaJIeXkKe: «Onaronapsi Komy/ 4emy, a He KOro/4ero;

Oonee — HEJIONMYCTUMO COYETAaHUE ITOT0 HApeUHs C MPUIaraTeIbHBIMU U HapeUusi-
MU B CPaBHHUTEIILHOU CTENEHH (HAapuMep, «0osee TydIniiy);

Oyxranrep — MHOECTBEHHOE YHCIIO0 — OYXTalTephl,

BaKaHCHU — HCJIIBb34 y1'IOTpe6J'I${TB TAaBTOJIOTUYCCKUEC COYCTAHUA, HAIIPHUMEP: ((CBO60)I-



BJIOKECHUC

BBITOBOP
JTUPEKTOP
JIOTOBOD
uHpopManus
KoH(pepeHImst
OIHCh
pacrucka
COBEIIaHNe

COCPEIOTOYNBATh
Tabdenb
YIIOJTHOMOYHBATH

Hasl BAKaHCHUS;

— BO 4TO (He «Ha yTo»). [Ipumep: «pocT KamuTalIbHBIX BJIOKEHUN B CTPOU-
TEJILCTBOY;

— MHO>KECTBEHHOE UMCJI0 — BBITOBOPHI (HE BHITOBOPA);

— MHO>XECTBEHHOE UUCII0 — AUPEKTOPA;

— POIUTENbHBIN Ma/iekK — JI0OTOBOPA, 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 4eM, no yemy. IIpumep: «coBellanue no NpoexTy,
COBEILAHUE O BHEAPECHUNY;

— HO HE COCPEJ0TaYlBaTh;

— pOIUTENbHBIN Majiex — Tabess, MHOKECTBEHHOE YHCII0 — Tabenu;

— HO HE YIOJTHOMa4YuBaTh.

B cocraBe pekBH3HTOB CIIy’K€OHOTO MHCHbMA, B cpaBHeHHHU ¢ popmymsspom OPJI, nme-
IOTCSl OTZIeNIbHbIE KOPPEeKTUBBI. OTCYTCTBYIOT peKBU3UTHI 08 (HauMEHOBaHHE BUA JOKYMEHTA),
15 (rpud yrBepxknenus), 24 (nedats), 25 (0OTMETKA O 3aBEPEHHUM KOIHHU); PEKBU3UTHI 22 (Tpud
COIJIacoBaHUs), 23 (BU3bI) pa3MELIAIOTCS Ha MOCIEAHEM PK3EMIUIIpe MUcbMa (OTIYCKe), KOTO-
pBIii TIoIIMBAETCS B J1e10. PexBu3ut 26 (haMuius MCIIOHUTENSI 1 HOMED €ro TeledoHa), eciu
JMILIEBasi CTOPOHA MOCJIEHErO JMCTa MMChbMa UCIIO0JIb30BaHa MOJHOCTBIO, MOXKET OBITh Pa3MElICH
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 ciy>keGHOTO TUChMa




IIpakTnyeckoe 3ansTue 7,8
CocraBiieHue HHPOPMALMOHHO-CIIPABOYHOM JOKYMEHTAIUU

Tpebosanus k opopmnenuio akma

Axmom Ha3bIBalOT JOKYMEHT, COCTABJIIEMbII HECKOJbKUMHU JIMLIIAMU (KOMHCCHEN), MO
TBEPKJAIONINI yCTaHOBJICHHBIE (DAKThI, COOBITHS WM JEUCTBHS. AKTaMH (DUKCHPYIOTCS pe-
3ynbTaThl PEBU3UIN, WHBEHTapHU3alUM, IpHEMa-Nepeaud U CIUCAaHHUs MaTEpUaJIbHBIX LIEHHO-
CTEH, MpUeM 3aKOHYEHHBIX paboT U T. 1.

AxT odopmisieTcst Ha obmeM yrioBoMm Onanke. Ha3Banue BHa JOKYMEHTa Ie4aTaeTcs
OT JIEBOT0 MoJs ¢ ABoWHOM paspsaakoil («<A K T»). CoctaB peKBU3UTOB aHAJIOTMUYEH IHUCHMY.
AKT B HEOOXOJIMMBIX CITy4asiX BKIIFOUAET B ce0si Tpr( yTBEPKIACHHUS.

Tekcr akTa COCTOMT M3 JBYX 4YacTed - BBOJHOM M KOHCTaTUpYyMolleld. BBonHas dacts
BKJIIOYAET U3JI0KEHUE OCHOBAHHUS JUISl COCTABIICHUS aKTa U IEPEUYEHb JIMII, IPUCYTCTBOBABIINX
IIPU 3TOM.

Jnist psiia pa3HOBUIHOCTEH aKTOB CYHIECTBYIOT YHUGHUIMPOBaHHBIE TpadapeTHsie (op-
Mbl. Hanpumep, ynuuuupoBanHas ¢opma akTta O JUKBUAALUU YUYPEKIEHUS, PEANPUATUS U
np. Hexotopsle akThl mojuiexaT yrBepkaeHuto. Hanpumep, akt 00 YHUUYTOKEHUU JTOKYMEHTOB
WIH JIeJ, CPOK XpaHEHHsI KOTOPBIX UCTeK. I'pud yrBepxkaeHns opopmisiercss B COOTBETCTBHHU C
tpedoBanusimu ['OCT P 6.30-2000. MakeT akTa mpuBeeH Ha pucC.2.

Tpebosanus k opopmaenuro npomoxoaa
IIpomoxon — NOKYMEHT, B KOTOPOM (PUKCHUPYETCS MOCIIEI0BATEILHOCTh U COJIEPKAHNE
00CYXXJIeHUsT KOJUIETHAIEHBIM OPTaHoOM (COBeIaHueM, KOH(PEPEHIIUEH, COBETOM U T. II.) TIOCTaB-
JICHHBIX BOIIPOCOB ¥ MPUHSTHIX PEIICHHM.
BaxxHocTh MpOTOKOIA KaK JOKYMEHTA OMpeAeNsieTCss TEM, YTO COBEIIATEIbHBIN XapaKkTep

MOJMOTOBKU PEIICHUH SIBIISETCS OCHOBHBIM CIIOCOOOB BBHIPAOOTKHU PELIEHUHN B YCIOBUSAX KOJUIEK-
THBHOTO YIIPaBJICHUS.

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

B coctaB pexkBU3HTOB MpOTOKOJA BXOAAT: Ha3zBaHue Buja nokymenrta (ITPOTOKOJI),
JlaTa 3aceaHusl KOJIJIEKTUBHOTO OpraHa, HOMEp NpOTOKOJIa, MECTO 3acedaHus, rpud yrBep-
KACHUS (€CIM MPOTOKOJ YTBEPXKJIAeTCsl), 3aroJIOBOK (HAUMEHOBAHME KOJUIEKTUBHOTO OpraHa u
(dbopMa IpOBOAUMOTO 3aC€AAHUS ), TEKCT, MOANUCHU: IIPEJICEAATENb, CEKPETaPh.

TexkcT MpOTOKOJIA COCTOUT M3 BBOJHOM M OCHOBHOM 4YacTW. B BBOJHOW 4acTu NMPHUBO-
JATCSL JaHHBIE O TpeJiceaTesie, CeKpeTape U MPUCYTCTBYIOMIUX WIEHaX KOJJIErHaIbHOTO OpraHa
M u3yaraercs noBecTtka AHsA. OCHOBHas 4acThb CTPOMTCA B TakoW mocienoBatenbHocTh: CIIY-
[MAJIM—BBICTYITNIIM—ITOCTAHOBWJIN (PEHINJIN). Bce peKBU3UTHI M UX YacTH, KpOME
MyHKTOB noBecTKu AHs, paszaenoB CJIIVIHAJIM—BBICTYIINIIN—ITIOCTAHOBWJIN neuyara-
10T OT JieBoro 1noJist (0-ro mosjoxxenust TadynsTopa).

Maket npoTokoJia MpeCTaBieH 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

Pucynok 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 npoTtokosna
3aoanun:




CocraBuTh cieaylomue 10KyMeHTBI:

CocrtaBuTh pacnucanue rpaduka OTIyCKOB.

CocTaBHUTh IPOTOKOJI 3aCEAAHUS aKIIHOHEPHOTO OOIIECTBA.
CocTaBUTh aKT O CIIMCAHUU UMYIIECTBA.

CocraBuTh aKT 0 IpueMe-Tepesaye aei.

NS s

IIpakTuyeckoe 3ansatue 9,10
OdopmiteHue OPpraHu3aluOHHON TOKYMEHTAIIUH

Yemas opeanuzayuu

Baxkneiiinm 13 opraHu3allMOHHBIX JIOKYMEHTOB SIBIIsIETCA Yemas opeanuzayuu.

Ycmas sBasieTcst yupeauTeNbHbIM JTOKYMEHTOM, YCTaHABIMBAIOLIUM IPaBOBOI CTAaTyC
IOPUANYECKOTO JIUIA, HEOOXOAMMBIM COTJIACHO 3aKOHY JJISI €r0 TOCYIapCTBEHHON PETUCTPAIUH.

YcraB — 3TO CIOKHBIM M 00BEMHBIN JOKYMEHT. B YcTaB BXOAUT CIEAYIOMIMI COCTaB
PEKBU3HUTOB:

— sMOsemMa opraHu3anuy (P HATMYUHA TAKOBOH);

— HAUMEHOBAHUWE OPTAHU3AIINN;

— CIIpaBOYHBIE JaHHBIE 00 OPraHU3AIINH;

— HauMeHoBaHue JokyMmeHTta — YCTAB;

— MECTO W3/IaHuS;

— rpud yreepxaenus (YTBEPX/IEHO);

— TEKCT.

CrtpyKTypa TEKCTa U €ro cojep KaHue OIpenessoTes paspadoTurkamu Ycrasa. B duc-
J10 00513aTeNIbHBIX Pa3/IesIOB TEKCTa BKIIIOYAOTCS:

1. OBILME IIOJIOXXEHUS (ompenensitoTcst €M M 3ajjadyd CO3/4aBacéMOM OpraHusa-
1I1HN).

2. OPTAHMU3AIIMOHHAA CTPYKTYPA (coctaB CTpYKTYpHBIX MOAPA3JACICHUN, UX
(YHKLNU ¥ B3aUMOCBSI3H).

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

4. ®PUHAHCOBO-MATEPUAJIbHAS BA3A (ompeneneHue pa3MepoB OCHOBHBIX M
00OpOTHBIX CPENICTB, UCTOYHHUKH, MOPSAAOK PACHOPSKEHUS CPEICTBAMH U LICHHOCTSIMH).

5. OTYETHAA U PEBU3MOHHASA AEATEJIBHOCTbD.

6. IIOPAJOK JINKBUJIALIMN OPTAHU3AILINN.

IIpasuna ogpopmnenus nonodxceHus

Ilonoowcenue - MOKYMEHT, PEriaMEHTUPYIOIIUN OpraHW3aluio padOThl TMPEANIPHSTHS,
aKIMOHEPHOT'0 00IIecTBa B IIEJIOM WM €r0 OTJIENIbHBIX CTPYKTYPHBIX MOApa3AeICHHUMN.

JIOKyMEHT BKJIIOYAeT B ce0sl CIIEAYIONINE pa3/ieibl: 00IIMe MOJI0KESHHS; TOPSI0K Haiima
U BBICBOOOXK/IEHHs] PaOOTHUKOB; 0053aHHOCTH MepCoHaa; 00s13aHHOCTH aMHUHUCTPALUH; pabo-
Yyee BpeMsi M €ro MCIIOJIb30BaHUE; TTOOMIPEHHS 3a YCIEIIHBIE Pe3yIbTaThl PadOThI; OTBETCTBEH-
HOCTh MEpCOHAJIA 32 HAPYIIEHUE TPYJOBOM TUCIUITIIMHBI.

Pazoen «Obwue nonosicenusy onpenenser 1enb, st KOTopor paspadorano [lomoxke-
HUE, U IepeYuCiIsieT KOHCTUTYIIMOHHbBIE FapaHTHH NIEpCOHaa B 00JIaCTH 3aHATOCTH.

Paszoen «Ilopsiook Hatima u 8vb1c606034#cOenUs nepcoHalay BKIIOYAET MPOLETyphl MpHe-
Ma Ha paboTy MepcoHaja, B YAaCTHOCTH, MEpeYeHb HEOOXOIMMBIX JOKYMEHTOB, Oo(opMIieHue
IprKa3a o mpueMe, MPOBEACHNE HHCTPYKTaXKa 10 TEXHUKE 0€30MacHOCTH, YCIOBUs padoThL. [1o-
JIPOOHO Pa3zbSACHIIOTCA MpaBa U 00SI3aHHOCTH PaOOTHUKOB, BOIPOCH MPOABIKEHHS TEpCOHANa
10 CITY)KeOHOH JIECTHHIIE, PETJIAMEHTHPYIOTCSI BOIIPOCHI MEPEBOA Ha JAPYTYIO TOIHKHOCTH. Jle-
TaJIbHO PACIMCHIBAETCS MOPSA0K PACTOPKEHUS TPYIOBOTO JOroBOpa (KOHTPAKTa) Kak M0 MHU-
[UaTHBE PabOTHHKA, TaK ¥ 110 HHUIIMATHBE aIMUHUCTPAIIHH.



Pazoen «Ocnognvle obs3anHocmu nepconanay TMEPEUUCIsIeT KPyr OO0s3aHHOCTEH IO
CBOECH CcIennanbHOCTH, KBATH(UKAIIMN WIH TOJDKHOCTH, KOTOPBIE 0JDKEH BBIIOIHATH IIEPCOHAT
B pabouee BpeMsl.

Pazoen «Ocnosnvie obazannocmu aomunucmpayuuy ONpEAeseT NepedeHb 00sI3aHHO-
cTen PYKOBOJACTBA OpraHu3aniv, KOTOPBIC HOJIKHBI BBIIIOJHATH B COOTBCTCTBHU C I[ef/'ICTByIO-
MM 3aKOHOJATENbCTBOM. B umcio Takux o0s3aHHOCTEH BXOAAT 3((EeKTHBHAS OpraHU3ALM
TpyJla EepPCOHaNa, COBEPIIEHCTBOBaHUE (DOPM M METOJOB OILIATHI TPYJa, COONIIOJCHUE 3aKOHO-
JIaTeNIbCTBA 00 OXpaHe TPyAa M TEXHHKE 0€30MacHOCTH, KOHTPOJIb 338 COOJI0AeHHEM pabodrMHy,
CIIELMAJIMCTaMU U aIMUHHUCTPALMEd MHCTPYKLUN 110 TUTUEHE TPYAA U IPOU3BOIACTBEHHON CaHHU-
TapuH, IPOTUBOIIOKAPHOI OXpaHe U T. T.

Pazoen «Pabouee spems u e2o ucnonv3oéanuey OroBapuBacT Hayajao U OKOHUAHME pa-
OO0TBI, IEpPEPBIBBI U1 OTIBIXA M MIUTaHMUS, ONpeeNseT rpaduK CMEHHOCTH, GOPMBI U OpraHu3a-
IIUIO Y4eTa sIBKM Ha padoTy, HOPSI0K MPEACTABICHUS OTIYCKOB M HEKOTOPBII JpYyrue BOMPOCHL.

Pazoen «Iloowpenus 3a ycnewmnvie pesyromamsl padomuly NEPEUUCISIECT BUIBI MOOII-
PEHMIA, KOTOPBIE MOTYT OBITH IPUMEHEHHI 32 00PA3I[0BOE BHIMOJIHEHUE TPYIOBBIX 00SI3aHHOCTEH,
pa3pabOTKy M BHEAPEHUE PALMOHAIN3ATOPCKUX MPEIUIOKEHHUH, MTOBBIIICHUE MTPOU3BOAUTEILHO-
CTH TPyZa U T. [I.

Pa3zoen «Omeemcmeennocmo 3a nHapyuieHue mpyoosou OUCYUNIUHbL) OTOBAPUBAET Me-
PBl IMCLUILUIMHAPHOTO BO3JEHCTBHUS Ha HEPAJAUBBIX pAOOTHUKOB, IEPEUUCIISIET BUJbl HAPYIIICHUM
TPYOBOH JUCIUILIHHEL, TOPAIOK MX (PUKCUPOBAHUS U COOTBETCTBYIOIINE CAHKIIUH.

IHImammnoe pacnucarnue

LImamnoe pacnucanue —IOKyMEHT, KOTOPBII OMpeAessieT CTPYKTYPY OpraHU3aliu U
YHCJICHHOCTh JIOJDKHOCTEH KaXKJIOr0 HAMMEHOBAHHS B KOHKPETHBIX CTPYKTYPHBIX IMOJpa3zelie-
HUSIX U B 1I€JIOM B opranu3auuu. llltaTHas cTpykTypa U IITaTHOE pacHUcaHue pa3padaThIBatOTCs
OpraHu3aIlUsIMH CAMOCTOSITEIIBHO.

[lItaTHOE pacmucaHUe COCTABISETCS M YTBEPIKIACTCS IO COCTOSIHUIO Ha | sHBaps exe-
rogHo. dopMa IMITATHOTO paclHcaHus MPUBEACHA Ha puc. 4.

[lITarHoe pacniucanue opopmisaeTcs, Kak MPaBUIIo, Ha OOIIEM YIJIOBOM OJ1aHKE OpraHu-
3aIHH.

Hnuempyxyus, ee cooepoicanue u ogpopmienue

HUncmpykyus — NOKyMEHT, UMEIONITUN TIpaBoBoM craryc. OHa u3maercs B LENIAX ycTa-
HOBJICHUS TIPaBUJI, PETYIUPYIOUINX OpPTraHU3AIMOHHBIC, Hay4YHO-TEXHUYECKHE, (PMHAHCOBBIE U
WHBIE CTOPOHBI JIEATETLHOCTH opraHu3anuii. Ha kaxaoro paboTHHKA OpraHM3aIlid, HaIpuMeD,
JIOJIPKHA COCTABJIATHCS JOJKHOCTHAS MHCTPYKIIUS.

JlomKHOCTHAs MHCTPYKIUS UMEET YHU(UUIMPOBAHHYIO (OPMY M OJUHAKOBYIO JJISi BCEX
JOJDKHOCTEH CTpYKTypy Tekcta. OHa odopmiisiercss Ha obmeM Onanke. MIHCTpyKIMs yTBepKaa-
€TCA HECTIOCPECACTBCHHO PYKOBOAUTCIIEM HIIM CIICHUAJIBHBIM PaClopAaUTCIIBHBIM aKTOM (HpI/IKa-
30M II0 OpraHU3alun).

YTBEPKIAIO
LImam e xoruuecmee OOJZDfCHOCI’I’leuV

(ITonnuce pykoBOAWTENS OPraHU3ALUN)
" " 200 r

HITATHOE PACIIMCAHUE
Ha 200  ron




(mata, mecsr, ron)

(MOIHOE HAMMEHOBAHUE OPraHU3ALUN )

Ne HaumenoBaHue 10KHOCTH Kommnue-
n/m CTBO JTOJDKHOCTEH
Aomunucmpayusn
1. HupekTtop 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.
Uroro:

Bcero no npennpusituo:

Pucynok 7 — MakeT [ITaTHOrO paclMCaHus

3aganuga:
CocTaBUThH IITATHOE pACIUCAHUE.

IIpakTuyeckoe 3ansaTue 11
CocraBJieHHEe T0JKHOCTHOM HHCTPYKIMU

Hucmpykyus — NOKyMEHT, UMEIOLNI paBoBoil ctaryc. OHa n3jaercs B IEeNsAX ycTa-
HOBJICHHSI TIPABWJI, PETYJIUPYIONUX OpraHU3allMOHHBIE, HayYHO-TEXHUYECKHEe, (PMHAHCOBBIC W
UHBIE CTOPOHBI JIeATENILHOCTH opranu3anuid. Ha kaxmoro paboTHHKa opraHu3aluy, HalpuMmep,
JIOJKHA COCTABIISITHCS TOJDKHOCTHASI HHCTPYKITHUSI.

JIOJKHOCTHAsT MHCTPYKIUS UMeeT YHU(DUIMPOBAaHHYIO (hOPMY M OJMHAKOBYIO JUIsl BCEX
JIOJDKHOCTEHN CTPYKTYpy Tekcta. OHa odopmiisiercss Ha oOmieM Onanke. MHCTpykuus yTBepxaa-
€TCsl HEMOCPEJCTBEHHO PYKOBOJIUTENEM WM CHEIMAIbHBIM PacloOpsAIUTEIbHBIM aKTOM (IIpUKa-
30M IO OpraHU3aIuN).

[IpuBenem B KadecTBe MpHUMeEpa IOJKHOCTHYIO MHCTPYKILHIO CeKpeTapsi-pedepeHTa
KPYITHOM OpraHHU3alnu.

HAUMEHOBAHUWE OPI"AHU3ALIUU YTBEPX/IAIO
I'enepanbHbBI AUPEKTOP
(moxmucek) N.0. Gamumnus
JOJDKHOCTHAA MHCTPYKIUA
00.00.0000
00.00.0000 Ne 00

cekperapsa-pedepenra
TeHEPAIbHOTO TUPEKTOPa




1. OBIIME ITOJIOKEHUA

1.1. Cekperapb-pe)epeHT OTHOCUTCS K KATETOPUU CICHUATHCTOB MPEANPUSATHS, TIPUHU-
MaeTcsl U YBOJIbHSAETCS AUPEKTOPOM 10 EPCOHAITY.

1.2. OcHOBHBIMH 3a/ladyaMu CeKpeTaps-pedepeHTa SBISIOTCS OPraHU3alMOHHOE U JOKY-
MEHTAIIMOHHOE 0OecIiedeHHe e TEIbHOCTH TeHePaIbHOr0 JUPEKTOpa.

1.3. Cexkperapb-peepeHT MOAUYMHSETCS HEHNOCPEACTBEHHO AUPEKTOPY MPEANPHUSATHS IO
NepcoHaly.

1.4. B cBOel AeATENBHOCTH CeKpeTapb-peepeHT pyKOBOACTBYETCS:

— 3aKOHOJATEJIbHBIMU aKTaMu P®;

— YcTaBoM npeanpusaTus;

— [onoxenunem 0 GyHKIIMOHATBHBIX CIYKOaX MPEIIPUITHS;

— mpuKazaMy (yKa3aHUSIMH) PYKOBOJCTBA NPEANPUSATHUS;

— HOPMAaTHBHO-METOAMYECKUMH MaTepHUaaaMH 110 OpraHU3al|y JeJI0MPOU3BO/ICTBA;

— HACTOSAILLEH TOKHOCTHOM MHCTPYKIIUEH.

1.5. Ha momxkHOCTh cekpeTapsi-pedepeHTa Ha3HAYaloTCs JIUIIA C BHICIIMM, CPEIHUM CIICIU-
QIBHBIM O0pa30BaHMEM M CTaxkeM paboThl He MeHee | roma mim 6e3 cTaxka, HO MPH yCIOBUHU
MPOXOXKACHUS 00YUEeHHsI Ha Kypcax cekperapeii-ped)epeHToB.

1.6. Cekperapb-pedepeHT N0HKEH BJIaJIETh BOIIPOCAMH:

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

— opraHu3aluu paboThl ¢ JOKYMEHTAaMU, COCTaBJICHUS JOKYMEHTAIUY;

— OpraHu3alliy yIPaBJIEHYECKOTO TPYIa;

— MPUMEHEHUS] CPEACTB BHIYMCIUTEIBHON U OPraHu3allMOHHON TEXHUKH;

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

— KYJBTYPBI TPYAQ U CIIYKeOHOI 3TUKH;

— OXpaHbl TpyAa, TEXHUKH 0€30I1aCHOCTU U MPOTUBOIIOKAPHON 3aLUTHI;

— OKa3aHWsI IEPBUYHON MEIULIMHCKON TTOMOIIIH.

2. ®YHKIIUN

Ha cekperaps-pedepenTa Bo3naratrorcs cieayrone QyHKIuu:

2.1. udopmanrioHHO-CIIpaBOYHOE 00CTyKUBAaHUE IO JOKYMEHTaM MPEIIpUITHS.

2.2. Meroanueckoe PYKOBOACTBO M KOHTPOJIb 3a OpPraHU3alUeil JEIONpOHU3BOJICTBA B
CTPYKTYPHBIX MOJIpa3/IesIeHUsIX U (puinanax npeanpusTus.

2.3. JIokyMEeHTHpOBaHHE JAEATEIBHOCTH COBEIIATEIbHBIX OPTaHOB IPEAIPUSATHUS.

2.4. OnepaTUBHO-OPraHU3AMOHHOE OOCTYKHBAHUE PYKOBOJICTBA.

2.5. BeinonHeHue MalIMHOMMUCHBIX, IPauueCKUX, MHOKUTEIbHBIX PaloT.

2.6. Benenne u oopmiieHue KaapoBoi JOKYMEHTAIMH U y4eTa (B cilydyae OTCYTCTBUS UH-
CIIEKTOpa TI0 MEePCOoHAITY).

2.7. Benenue y4era pabo4yero BpeMEHU COTPYIHUKOB.

2.8. Benenune yuera KOMaHIMPOBOYHBIX Y10CTOBEPEHUI.

3. I0JI’KHOCTHBIE OBA3AHHOCTH

Cekperapb-pedepeHT JOKEH:

3.1. OcymecTBusITh NOATOTOBKY HEOOXOJHMMBIX JTOKYMEHTOB, 0OecreunBaTh (MHAHCOBO-
XO3SCTBEHHYIO JEATENBHOCTD NIPEATIPUATHS.

3.2. OGecnieunBaTh MPHUEM, YUE€T, PETHCTPAINIO, KOHTPOJb UCIOIHEHHS TIOKyMEHTOB, UH-
(opMalOHHO-CIIPaBOYHOE 00CTY)KMBAaHUE U XpaHEHHE TOKYMEHTHON HH(OpMaIuu.

3.3. KoHTponmpoBaTh Ka4€CTBO MOJATOTOBKH, MPABUIBHOCTh COCTABJIEHUS, COTJIaCOBAHUS U
YTBEPKACHUS IOKYMEHTOB, IPECTABIIAEMBIX Ha NIOJIUCH PYKOBOJCTBY NPEANPUSATHUS.

3.4. OcymecTBISATh KOHTPOJIb UCIOJHEHUS! JOKYMEHTOB U MOPYUYEHUN PYyKOBOJICTBA, MPHU-
HUMAaTh OINlEpaTHBHBIE MEPHI, HAIIPABJIECHHBIE HA CBOEBPEMEHHOE U KaYECTBEHHOE MX BBINOJIHE-
HUeE.



3.5. OcyuiecTBisATh OPraHU3AIMIO MTOATOTOBKH, MPUHATHS PELICHUS U JOBEACHUS UX JI0
HEMOCPEACTBEHHBIX HCIONHUTENEeH. [IpoBOANTE aHAIN3 CIPaBOK U JOKJIA/I0B, IPEJOCTaBIAEMbIX
PYKOBOJICTBY, /1aBaTh 110 HUM KOMIIETEHTHBIC 3aKJIFOUCHHUS.

3.6. Ocyl1ecTBIATh ONEPATUBHYIO CBSI3b CO CTOPOHHMMH OpPraHM3aLUsAMH (KaKk KoMMepye-
CKUMH, TaK U TOCYAApCTBEHHBIMH) M OTACIBHBIMH T'pa)KJIaHAMH IO BOIPOCaM TEKyILeH naes-
TEIBLHOCTH Npennpusitus (Tenedon, Gakc. IEKTPOHHAS MOYTa | T. I1.).

3.7. Bectu npuem NoceTUTEIEH.

3.8. BbInonHATh paboTy NO JTOKYMEHTALlMOHHOMY OOECIEUEHHUIO KaJpOBOH AeATeNbHO-
CTH TIPEIIPUSTHSL:

— o(opmMIIeHHEe IPUKA30B 110 JINYHOMY COCTaBY;

— odopmiieHre TUYHBIX KapToueK (hopMbl T-2 MM TUYHBIX JIET;

— o(opMIIeHHE TPYIOBBIX KHUKEK;

— ohopMJICHHE U BEJICHUE TPYJOBBIX KOHTPAKTOB (JIOTOBOPOB);

— o(opmiIeHHEe KOMaHJUPOBOYHBIX JJOKYMEHTOB;

— o(hOpMJICHHE JTUCTOB HETPYAOCIIOCOOHOCTH;

— BeZieHue Tabens yyeta pabo4yero BpeMeHHu;

— BblJaua CIPaBOK O TPYJOBOM CTa)e U 3apIuiaTe.

3.9. OGecrieunBaTh BBINOJIHEHUE MAIIMHONMCHBIX U KOINHPOBAJIBbHO-MHOXHTEIbHBIX pa-
0oT.

3.10. Ucnons3oBats 1K kak cpeacTBO aBTOMAaTH3aLUU 1EIOIPOU3BOJICTBA.

3.11. IIpoBoauTh €XeroAHbIN OTOOP JOKYMEHTOB Ha apXHMBHOE XPaHEHUE UM HA YHUUTO-
KEHHUE.

3.12. BpIMOAHATH OTHENBHBIE TOPYYEHHUS PYKOBOACTBA 1O NPOQII0 (UHAHCOBO-
XO35ICTBEHHOM 1€ TEIbHOCTH MPeIPUATHUS.

3.13. Bectu Tabenb SIBKU COTPYJHUKOB Ha pabOTy U NepeaBaTh Tabelb B OyXraiaTepulo.

4. IPABA

CekpeTtapb-pedepeHT uMeeT MpaBo:
4.1. 3anpamuBaTh 0T PYHKIMOHATBHBIX CIYKO HEOOXOJAMMBIE MaTepUalbl, a TAKXKE 00b-
SCHEHUS O NIPUYNHAX 3a1€P>KKHU BBIIIOJIHEHUS 3aJaHUI U TIOPYYEHUH PYKOBOJCTBA.

4.2. PaccmaTpuBaTh JOKYMEHTBI U HANPABJIATh UX HA UCIIOJIHEHNUE PYKOBOJIUTENSIM U CIIELIU-
aJICTaM IPEIIPUSITHSL.

4.3. TpeboBath OT UCMIOJHUTENEH JOPAOOTKU JOKYMEHTOB, IIOJITOTOBJICHHBIX C HAPYILIEHUEM
yCTaHOBJICHHBIX IpaBui ux cocrasienus u opopmieHus ('OCT P 6.30-97), mex1yHapoJHBIX
npaBm1 opopMiIeHUs JOKyMeHTOB (150).

4.4. BuzupoBaTb TOKyMEHTBI YIIPaBJIECHYECKON JEATEIBHOCTH B pAMKaxX CBOEH KOMIIETEHIINH.

4.5. BHOCUTDH Ha pPacCMOTPEHUE PYKOBOJICTBA IIPEJIOKEHHS 10 YAYUIIEHUIO JOKYMEHTall -
OHHOT0 O0OecrieueH sl JeTeIbHOCTH PEANPUATH, COBEPILIEHCTBOBAHUIO ()OPM U METO/I0B
YIPaBIEHYECKOTO TPyJa Ha OCHOBE MIPUMEHEHHUS SIEKTPOHHONU TEXHUKH.

4.6. TpeboBaTh OT pyKOBOJACTBA CO3JJaHHsI HOPMAJIbHBIX YCIIOBHM JJIsl BBIITOJHEHHS CITYKe0-
HBIX 00S3aHHOCTEN U COXPAaHHOCTH BCEX JOKYMEHTOB, 00pa3yIOIINXCS B A€ TEIbHOCTH Mpe-
PUATHUSL.

4.7. PaboTaTh C TOKyMEHTaMH, UMEIOIIUMHU 3aKPBITHIN XapaKTep.

4.8. IlpuHnuMaTh pemeHus B peaeax cBOe KOMIIETEHIINN.

4.9. BzauMoeiicTBOBaTh CO BCEMU CiIy>k0aMu (COTpYAHUKAMU) MPEANPUATHS IO BOIIPOCam
MIPOBEPKH UCIIOJIHEHUS IOKYMEHTOB, IOPYYEHUI U peocTaBlIeHusl He0OXouMoil nHpopma-
1IN PYKOBOJICTBY.

5. OTBETCTBEHHOCTD

Cekperapb-pedepeHT HECeT OTBETCTBEHHOCTb 3a:
5.1. KauecTBO TOKYMEHTOB, MPEAOCTABIIAEMBIX Ha MOANNCH PYKOBOJCTBY MPEAIPHUITHS.
5.2. HeOpexHoe, XanaTHOe OTHOLIEHHE K CBOUM JOJKHOCTHBIM O0SI3aHHOCTSIM.



5.3. CoXpaHHOCTb IOKyMEHTALUH, pa3IiallleHue CBEIECHNN, UMEIOIIMNX 3aKPbIThIN XapaKTep.

3aM. reHepaIbHOTO TUPEKTOpa (IUPEKTOP) IO EPCOHATY (monrmuck) . 0.
damunus

IOpuckoHCcynbT

IOINUCH H. O. ®amnnus

00.00.0000

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

[IpueM Ha MOCTOSIHHYIO pPabOTy HOBOTO COTPYAHHMKA COMPOBOXKIAETCA
oopMIIeHHEM JOKYMEHTOB, YKa3aHHBIX Ha CXeMe (PUCYHOK &).

PesoMme

¥

3asgBiIeHue

+

AHkeTa

v

TpynoBo#t KOHTpaxKT
(morosop)

v

ITpuka3s o npueme

v

% OdopMmienre TMYHOM byxrantepus
3anuce B TPYAOBOM Pop . P
KapTOYKH U JINYHOTO (OTKpBITHE JTHLIEBOTO
KHVIKKE
Jeia cyeTa)

PI/ICYHOK 8 - IlocnenoBaTenbHOCTD JAOKYMCHTHUPOBAHUA TP IPHUEMC

3asgBieHUEe O MpueMe Ha padoTy cOCTaBIseTCS B NMPOU3BOJBHON (popme, mumercs
oT pyku. Ilucate ero pekomenayercs Ha Oymare ¢popmata A4 — 3T0 GopMaT JIMCTOB
JOKYMEHTOB JIMYHOTO Jiejia, B KOTOPOE MOAIIMBAETCS U 3asiBI€HHUE O TIpueMe Ha palory.

B 3asgBineHuM He NMPUHATO YHNOTPEONATh apXau3Mbl U KaHLEISAPU3MBI («BechMa yOeau-
TEJIbHOY, «3apaHee MPU3HATEICHY, «IIPOIy HE 0TKa3aTh» U T.II.).

Jlnis 3agBiieHUs 0 IpUeMe Ha paboTy XapaKTepHBI CeNyIoIe PeKBU3HUTHI: ajapecar (Ko-
My aJipecyeTcsl 3asBJIEHUE), 3asBUTENIb, MECTO MPOXKUBAHUS 3asBUTENS, HAUMEHOBaHHE BUJA
JIOKyMEHTa (3asBJIE€HUE), TEKCT, MOAIUCH, 1aTa COCTABICHUS.



3asBIECHUE MOXKET BBITJISACTh CICAYIOIIUM 00pa3oMm:

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

[Iporry npuHsTH Ha pabOTY CTAPILIUM HHKEHEPOM.
Jluunas noonuco  T'. B. Cunopos

3asBieHHe O IpueMe Ha paboTy IMOcCjie ero PacCMOTPEHHS, a TaKKe O3HAKOMIICHUS C
OCTAJIbHBIMU HEOOXOJUMBIMH JIOKYMEHTAMH SIBJISIETCS OCHOBaHHUEM JUJIsl U3JIaHUS NPHKa3a o
npuemMe Ha pabory. B crmyyae mpuHATHS OTPHIATENBHOTO PEIICHHS 3asBUTENIO COOOIIAIOT O
HEM YCTHO WJIM MMUChMOM (10 YKa3aHHOMY B 3asIBJICHUU aPECy).

3asBlIEHHE O MEpEBOAC HA APYT'YHO JOJIZKHOCTD 0(1)OpMJ'I5ICTC$I CJICAYIOIIUM o6pa30M:

Haumenosanue cmpyxmyproeo Aopecam
noopazoenenust Pezonoyus
3AABJIEHUE

00.00.200...

HpOI_Hy IEPCBCCTU MCHS HA JOJIK-
HOCTb

Haumenosanue oonscrnocmu

Haumenosanue cmpykmypHnozo noopasoenenus

B CBA3HU C

IIpuuuna nepesooa

Tloonuce pabomnuxa Pacwugpposra noonucu

Takoe 3asBieHHE MOXET OBITH HAaMKMCAaHO Ha OOIIeM OJaHKe WM Ha CTaHAAPTHOM IHCTE
oymaru ¢opmara AS. B aapecare 3asBIEHUS O TEPEBOJAEC Ha JPYTyIO0 TOJIKHOCTh 3asBUTENb
YKa3bIBaeT 3aHUMAEMYI0 UM JOJKHOCTD.

3asiBJeHUE O MPEIOCTABICHUH OTIYCKa Ha KPYIMHBIX MPEeANPUATHIX odhopMisieTcst Ha Tpada-
peTHOM OJaHKe, BBHITIOJIHEHHOM TUHOTPad)CKUM CIIOCOOOM, a B HEOOJBIINX OPTaHU3AIMIX 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

[Tpuka3zamMu 1Mo JIMYHOMY COCTaBY OQOpMISIETCSl MpUeM Ha palboTy, mepeMenieHue Io
ciny0e, yBoJIbHEHHUE, MPENOCTaBIECHUE OTIYCKOB, OOBSABICHUE MOOUIPEHUI, MPUMEHEHUE
Mep BO3JACHCTBHUS K HAPYIIUTENSAM AUCHUIUIMHBI M T.I. Ha KpyMHBIX NPEeaNpUsATHIX 3TH Ke



MPaBOOTHOLIEHUSI MHOTJA PEryIupyIOTCS MPUEMHBIMH, YBOJbHUTEIbHBIMU, MEPEBOJHBIMU U
OTHYCKHBIMH 3amuckaMmu. BeTpeuaercs u cMmemanHas ¢opma, Korja npueM, nepeMenieHue u
YBOJILHEHHE PYKOBOJSIIIETO COCTaBa U MHKCHEPHO-TEXHHMUYEBKOTO TIepcoHaa 0(hOPMIISTIOTCS TIPH-
Ka3aMu, a pabounx MaccoBbIX Mpodeccuii — 3anrCKaMu.

OdopMIISIFOT TIPHKA3BI TIO TMYHOMY COCTaBY Ha OOIIMX OlaHKaX. B 3arojioBke K TEKCTy TaKOro
npukaza nuuryT: «O npueme Ha padoTy», «O mepeBoje Ha Apyryro padbory», «O0 yBOJIbHEHUNY,
«O mpenocrtaBiaeHuu oTiycka», «O noompenun», «O HapymeHun», «O HaJI0KEHUU aAMUHU-
CTPATUBHOTO B3BICKAHUS» U T.II.

B nmpukazax mo JMYHOMY COCTaBY KOHCTAaTHUPYIOIIAsi YaCTh MOXET OTCYTCTBOBaTh. Pac-
NOpSAAUTENIbHAS YacTh NENUTCS HAa MyHKThl. KaXKblii MyHKT MpUKa3za Mo JUYHOMY COCTaBY
Ha4YMHACTCs riarojioM, ooo3navaromuMm aciicreue: HASHAUYUTD, IEPEBECTU, TTPEJIO-
CTABUTDL, OFbABUTH BIIAT'OJAPHOCTL, OCBOBOJIWUTDb u T.m. OTH riarojsl meda-
TAaOT NpomucHeIMH OykBaMu OT 0-To mosoxeHus Tadynsatopa. Ot 1-ro monoxeHus Tady-
JAATOpa HAYMHAIOT Ie4aTaTh COJEpKaHHE TEKCTa pacnopsauTeNnbHONl vacTH. PaMUIUIO
MeYaTalT MOJTHOCTHIO MPONMUCHBIMUA OYKBaMU, a UM U OTYECTBO — CTPOUYHBIMH, 3aTEM
YKa3bIBAIOT JOJIKHOCTh, CTPYKTYPHOE MOJpa3jelieHue, CoJAepKaHue NEeHCTBHUS B OTHOIIE-
HUM JINIA, O KOTOPOM M3/aeTcs npuka3. Kpome Toro, B myHKTe MpUKa3a 0 Ha3HAYCHUU Ha
JIOJKHOCTh YKa3bIBaIOT, Ha KaKYI0 JOJDKHOCTH, C KaKOHM JaThl U ¢ KAKUM OKJIaJIOM MPUHU-
MaeTcsl COTPYIHUK. B mpukaze o mpegocTaBlieHUH OTIYCKa YKa3blBAaIOT BHJ OTIYyCKa, KO-
JMYECTBO MPENOCTaBIAEMbIX pad0OYuX JHEH U JaThl Hayalla ¥ OKOHYaHUs OTIIyCKa.

[TpuBenem npumep ohOpMIICHUS MMPUKa3a:

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

O npueme Ha paboty ['puropresoii B.1.

I'PUI'OPLEBY Banentuny MiBaHoBHY NpuHATH cTapimiuM SkoHOMHCTOM ¢ 14.04.2000 ¢
OKJIaJIOM COTJIACHO MITATHOMY PacHUCAHHUIO.

OcHOBaHUE: KOHTPAKT.

Hupexrop Iloonuce  H.W.Ilerpos

Busbi ons1 0onocnocmuwix auy

Buza osnaxomnenusa nocmynaiowezo na pabomy

(mpoctaBinsieTcst Ha 000POTHOM CTOpPOHE IPUKa3a).

TpynoBast 1esTenbHOCTb TpaKIaH (PUKCHPYeTCs B TPYIOBBIX KHIDKKAX, B KOTOPbIE 3aHOCATCS
obmiue cBeneHus 0 pabOTHUKE, CBEJIEHUS O paboTe ¢ Havana TPYIOBOM JACSITETLHOCTH, MOOII-
PEHUSX U HarpakaAeHusx. DopMyTHPOBKU B TPYJIOBBIX KHUKKAX JIOKHBI COOTBETCTBOBATH (hOPMY-
aupoBKaM, yka3aHHbIM B K30T P®.

[TpuBenem npumep 3aOTHEHUS TPYAOBON KHUKKHU:

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

HoBocubupckoe npennpustie «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
Oo0wvenunenne «Oxcumy No 54-p

(ct. 29 K30T POD)
HavansHuk oTnena kagpos Tloonucy 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). Bee 3ammcu B
KapTOYKe JOJKHBI OBITh JOKYMEHTaJIbHO 00OCHOBaHbl. Ha ocHOBaHMM macmopra ykas3blBa-
10TCsl (haMuIHsl, UM, OTYECTBO, TOJl U MECSI] POXKICHHs, HAIMOHAJIbHOCTh, HOMED, Cepus U
CPOK AeHcTBHUs IMacnopTa, KEM M KOI/a OH BbIJIAaH, AOMAIIHUN aapec. JlaHHble 00 oOuieM u
HEIMPEPHIBHOM CTa)ke paboThI, a TAKXKE O MEPEMEIICHUAX COTPYIHUKA YKa3bIBalOTCS HAa OCHO-
BAaHUM 3alMCEN B TPYJOBON KHUXKKE.

B o06s3arensHOM MOpSAKE MPOCTABISAIOTCS J1aTa 3alOJHEHUS KapTOYKU M MOJIMHCH JIMIIA,
Ha KOTOpoe OHa 3aBejieHa. [Ipu yBonbHEeHUH pabOTHUKA B KapTOYKE MPOCTABISAIOTCS JaTa
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.

3anoNH0TCS JUYHbIE KAPTOUYKU OT PYKH WJIM MAIIMHONUCHBIM criocoboM. I'padsl, B KOTO-
PBIX BO3MOKHO 4aCTO€ BHECEHUE U3MEHEHUH, 3alIOJIHAIOT KapaHallioM.

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

XapakTepucTika — 3T0 O(UIHMAIBHBIN JOKYMEHT, KOTOPbII BBIJAET aJMUHHUCTpALUs yupe-
MKJICHUS, OpraHU3aLMu, IPEIIPUSITUS] CBOEMY COTPYIHHUKY B 1I€JIOM psjie cuTyaluil. B xapakrepu-
CTHKE MPUBOAATCS OT3BIB O CIY)KEOHON M OOIIECTBEHHON JIEATEIBHOCTH COTPYAHUKA, OLEHKA
€ro JIeJIOBbIX U MOPaJIbHBIX KaYeCTB.

XapaxTeprcTHKa MOXKeT ObITh oopmiieHa Ha obmiem Onanke popmara A4. OHa umeer
CJIEAYIOIINE PEKBU3UTHI: Ha3BaHUE BUAA JOKYMEHTA (XapaKTEepUCTUKA); YKa3aHUE JOJKHOCTU
JUIa, KOTOPOMY BBIJIAE€TCS XapaKTEpUCTUKA; HAMMEHOBAHWE OpraHu3alliy, BbIJAIOLIECH Xa-
PaKTEPUCTUKY; UM, OTYECTBO U (haMUIIUS COTPYIHUKA; TEKCT; MOAMNUCH; ITeYaTh.

B Texcre XxapaKTEepUCTUKU MOXHO BBIIECIUTH JIOTHYECKH B3aUMO CBA3aHHBIE COCTaB-

Hble yacTu. [lepBas — 3TO aHKETHBIE NAHHBIE, CAEAYIOIIME 32 HA3BAaHUEM JIOKYMEHTA, 1€
YKa3bIBalOT UMs, OTUECTBO M (paMUIINIO, JOIKHOCTh, YUEHYIO CTENE€Hb U 3BaHHE (eciu
OHM MMEIOTCA), TOJl POXKJEHUs, 00pa3oBaHUE COTPYAHMKA. B HEKOTOPHIX BHJAX XapaKTe-
PUCTUK 3TH JaHHBIE pacroyiaraloT oT 4-To MoJIokKEeHHUs! TadynsTopa, CTOJOUKAMH, dyepe3
OJIMH MEXCTPOUYHBIA MHTepBan. OgHaKO ecinu 3TO TpeOOBaHUE CHEIUATBHO 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 HHTEpBaJIa.

Bropas 4acTh TeKcTa XapakTEpUCTUKHM — JAHHBIE O TPYIOBOW [JESITEIBbHOCTHU
(cBeneHHUsI O cHeUHaIbHOCTH, NPOJOJKUTEIBHOCTH pabOThl HAa JAHHOM MNpEANpUATHU
WU B OpraHM3alMy, NPOJABUKEHUH IO Clyk0e, ypoBHE NMPO(PECCHOHAIBHOIO MacTep-
CTBAa W T.M.).

Tperbst yacTb — COOCTBEHHO XapaKTEpPUCTHKA, TO €CTh OIEHKa 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 XapaKTEPUCTUKH.

TexkcT XapakTepUCTUKHU U3JaraeTcs OT TPEThero JuIa.

[TognuceIBaeT XapakKTEPUCTUKY, KaK IPAaBUIIO, PyKOBOJUTEIb YUPEKICHHUS.

ABTOOHMOTpadus — NOKYMEHT, KOTOPBIA aBTOpP COCTaBISET CaMOCTOATENbHO. Turmo-
BOro Qgopmyssipa aias aBToOuorpaduu He CYIIECTBYET, U COCTaBIIIETCS OHA B MPOU3BOJIb-
HOH hopme. OJTHAKO OT/IENIbHbIE COCTABHBIE YACTH U PEKBU3UTHI JOJKHBI COEPKATHCS B
aBToOuorpagun obs3arensHo. [Tumyt aBroOuorpadguoo oT pyku Ha nucte Oymaru ¢op-
Mata A4 nubo Ha crenuaibHOM OslaHkKe (MpU MOCTYIUICHWH Ha paboTy uiu ydeody).
dopma H3J0KEHHSI — IOBECTBOBATEIbHAs, OT IEpPBOro juua. Bce cBepeHus narTcs B



XPOHOJIOTUYECKOM MOPSIAKE U TaK, YTOOBI MOKHO OBLIIO COCTaBHUThH MPEJCTABICHUE O KH3-
HEHHOM IYTH, AJ0BON KBaJU(UKALMU U OOLIECTBEHHO-TIOIUTUYECKON eI TETbHOCTH JaHHO-
'O YesIOBEKa.

OcHOBHBIE PEKBU3UTHI B aBTOOMOrpaduu: Ha3BaHUE TOKyMeHTa (aBToOuorpadus); uMms, oT-
4eCTBO, (paMIIIKS aBTOPA; YUCIIO, MECAILl M TOJl POXKICHHSI, MECTO POXKICHUS; CBEACHUS O POJIU-
Tensax (haMuius, UMs, OTYECTBO, MECTO pabOThI); 0Opa30BaHHUE U CIEHHATLHOCTH IO 00pa3o-
BaHUIO; BUJ TPYAOBOH NEATEILHOCTH; MOCIEIHEE MECTO PabOTHI U JOHKHOCTB; HAarpaasl U IMo-
OLLPEHUS; yJyacTue B OOIECTBEHHOH paboTe; ceMeilHOe MOJI0KEHUE U COCTaB CEMbH; JOMall-
HUH azgpec u TenedoH; 1aTa; JTUIHAS 110 JIUCh.

KoOHTpakT — 3TO 0MH U3 JOKYMEHTOB, OTPAKAIOIIUX YCIOBUS TPYAOBBIX B3aMMOOTHO-
HICHUI COTpyIHUKA ¢ aaMUHHCTpauueil. KonrpakTHas ¢opma omnaTel Tpyaa MUPOKO MpH-
MEHSIETCS B IIMBUJIM30BAHHBIX CTpaHax y>Ke€ He OJHO JeCATHIIeTHE M Naxke croineTrue. s
rocynapcts CHI', B wactHocTu 1 Poccuu, KOHTPAaKT — SIBJIEHUE HOBOE, BOZHHKILIEE C
pa3BUTHEM PBIHOYHBIX OTHOIIeHUN. KoHTpakTHas ¢hopma omiaTel Tpyaa emie TOJIbKO Mpo-
KJIaJpIBaeT cebe JAOpOory B HAIIeM HApOJHOM XO3SHCTBE, NMPUYEM B HETOCYJAapCTBEHHBIX
CTPYKTypax (KoomepaTuBax, TOBAPHUILECTBAX, AKIMOHEPHBIX MNPEANPHUATUAX U T.M.) C
0OJBIIMM yCIIEXOM, HEXETH Ha TOCYAapCTBEHHBIX MPEANPUATHSIX.

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

IIpaBuiia BeeHUs] KOPPeCIOHACHIMHT
B BeiiukoOpuranun n CIIIA
B aHImosA3bIYHBIX CTpaHax MCIOJIb3YeTCs JABEHAALATh 30H Pa3MELICHUs PEKBU3UTOB Jie-
JIOBOTO MHCHMA.
MOHO BBIIEIUTH CIEIyIOIUI TUIIOBOM COCTAB 30H:

1.3aronoBok nucema (Issuer Field).

2. Cchuika Ha gaHHBIE mony4atens 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 BexauBoct (Complimentary Close).

10. TToamucs (Signature).

11. TIpunoxenus (Enclosure).

12. Vka3anue Ha pacceuiky koruii (CC Notation).

Kparkue cBenenust o pa3MenieHu 1 0pOpPMIICHUH PEKBU3UTOB MO 30HAM H3JI0’KEHBI HIKE.
B ciyuyae orcyrcTBus yka3aHUi 0 0OPMIICHUIO OTAEIBHBIX 3JIEMEHTOB PEKBU3UTOB PEKOMEHY-
eTcsl OpHEeHTUpoBaThcs Ha TpedoBaHus, oroBopeHHble ['OCT P 6.30-2003, 1 npuBeeHHbIE TpHMe-
pBL.

Pexsuzum 1. 3aconosox nucvma. Brmouaer smOnemy Gupmbl, €€ HaMUMEHOBAaHHUE, MOYTO-
BbI U TenerpadHblil aapec ¢ ykazaHHeM MHJIEKca, Homepa TenedoHa, Tenekca u renedakca. B
3aroJIOBKE MOJKET COJIEPIKaThCs YKa3aHUE O POJIEC NESITEIBHOCTH (PUPMBI, XapaKTepUCTHKA ee
KaK KOPIOpAlMU WM KOMIIAHHW C OTPAaHWYEHHOH OTBETCTBEHHOCTHIO (COKpamieHHO INnC. wim
Ltd.), Hanpumep:

Mitchell Diesel, Ltd.;
International Office Equipment, Inc.
Pexeusum 2. Ccvinka na OanHbie nonyuamens u omnpasumens. [IpUBOASTCS WHUIAAIBI
COCTaBUTENS U 0POPMUTEN MUCbMa, OYKBEHHBIA WM HU(PPOBON KOA GUPMBI, OTIENa, MOATO-
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 JICJIOTIPOM3BOZCTBE U MPUMEHAEMOMY B (DMHAHCOBOW JOKYMEHTAI[MH C HEKOTOPHIMU Ba-
pHALIASMHU:

15 Feb. 200...
15 February, 200...
15th February, 200...
Crioco6 ob6o3naueHus natel, mpuHAThid B CIIIA, HHO# U CTpOUTCS TIO CXeMe:
February 15th, 200...
February 15, 200...

[lepen uncnurenbHbIM, 0003HAYAIONIUM T'0JI, OOBIYHO CTABUTCS 3arsTas. B mocneqnue ro-
Ibl Bce OoJiee 3aMETHOW CTAHOBHTCS TEHICHIVSI K MUHUMAIBHOMY YIIOTPEOJICHHIO 3HAKOB TIPEITH-
HaHUS B JICNIOBOM KOPPECTIOHICHIMHY, TIOATOMY MOKHO BCTPETUTh U TaKOe HamvcaHue natel: 4 Au-
gust 2000. He pexoMenayercs ynoTpeOasaTh B JaTax HMUGPHI BMECTO HA3BAHUI MECSIICB, IO-
CKOJIbKY LM poBOoe 0003HAYEHHE IaThl MOXKET OBITh UCTOJIKOBAHO MO-PA3HOMY B Pa3IMYHBIX CTpa-
Hax. Tak, mata 2/5/2000 OymeT BOCIpUHSATA MPEACTABUTENIEM aMEPUKAHCKOUW (PUPMEBI Kak 5 ¢eB-
pansa 2000 rona, a mpencraButeneM Oputanckoit pupmbel — kak 2 mas 2000 roga. ITo cBsi3aHO ¢
0COOCHHOCTSIMH TIPOUTCHHS JIaT B PA3HBIX CTPAHAX:

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

Jlonmyckaercsi COKpaIllleHHe Ha3BaHMW HEKOTOPBIX MECSIeB, MMEIOLIMX MHOTO 3HAaKOB B
HanuMcaHuu. 3aMeHa U(PPOBHIM 0003HAYEHUEM HAa3BAHUW MECAIEB B aHTJIOA3BIUYHBIX CTpa-
Hax He MPUHATA. 3HAKU NPEeNUHAHUSA B 0003HAUYCHUH JaT JOMYCKAETCs HE YKa3bIBaTh.

MexnayHapoaHol opranusanueit mo cranmaptu3anuu (ISO) B cBs3M ¢ KOMITBIOTEpU3a-
[Uel Ienonpon3BOICTBA PEKOMEHAYETCs YHUBEpcaIbHOe Iu(poBoe 0003HAUEeHUE AaT. DIEMEH-
Thl 00O3HAU€HWs] TPHUBOIATCS B CIEAYIOLIEH MOCIEI0BATEIbHOCTU: TOJ, MECSL, JACHb.
Hanpumep: 2000—12—31 mm naxxe — 20001231.

Pexeusum 4. Aopecam. PacnpocTpaHEHHBIMU BapyUaHTaMH apEeCOBAHUS MUChMa SBIISIFOT-
csi: azipecoBanue GpupMe (TIpU STOM BO3MOXKEH CITydai, Korja B Ha3BaHUU (pupmbl ykazaHa (pamu-
JUs) U aJJpecOBaHME JOJKHOCTHOMY JIMILY (KOT/a U3BEeCTHA (paMumiiusi afpecaTta M KOrja OHa He-
W3BECTHA, KOT/Ia a/ipecaTr My>KYMHAa U KOT/Ia JKEHIIMHA).

Ecnu nucemo HanpasinsieTcst pupMe, TO CHavajla YKa3blBalOTCS €€ Ha3BaHUE, 3aTEM aJipec
B TaKOH MOCJIEeI0BAaTEeIHbHOCTH: HOMEp JI0OMa, Ha3BaHWE YJHIIbI, Ha3BaHUE ropoja, 0003HAUYCHUE
MOYTOBOrO paiioHa (mpu Heobxonumoctu). [Ipu agpecoBanuu nucsma B CIIIA npuBomutcs co-
KpallleHHOE Ha3BaHME IITaTa, NP aJIpeCOBaHUM B AHTIIMIO — Ha3BaHue rpadcersa. [locnenneit
CTPOKOU — yKa3bIBaeTcs ctpaHa. Hanpumep:

Continental Supply Company
312 Sixth Avenue

New York, NY, 11011

USA.



VYkazaHnue B ajpece mrara u rpadcTBa CBA3aHO C T€M, UTO cama ¢pupMma Wi ee (umai,
BO3MOYKHO, PACIIOJIOKEHBI B MPOBUHIIMAIILHOM HACEJIEHHOM MYHKTE, Ha3BaHUsI KOTOPBIX HEpe.-
KO MOBTOPsItOTCSA. Ha3zBanus rpad)cTB ¥ MITATOB MOTYT 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 ampecoBaHuy MuUChMa YIpaBISAIOMEMY GUPMOMA, (GaMIIIHA KOTOPOTO HEM3BECTHA, aJl-

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

Ecnu nuceMo anpecyercs ynpapisiomeMy (GUpMO TaKoTo ke paHra, (GaMmins KOTOpOro

M3BECTHA, TO B 3TOM Cilydae (paMuiIus IPUBOAUTCS MIEPBOIA, 3aTEM YKa3bIBAETCS JIOJKHOCTB:
Mr. Edward W. Hertzfeld, President Hertzfeld
Home Appliances, Inc.

[TpuBeneHHbIE CIIOCOOBI XapaKTEPHBI ISl a[PECOBAaHUSI MMUChMa MEHEIDKEPY WU MPE3U-
neHTy kommnanuu. [Ipu agpecoBaHny MUcbMa COTPYIHUKY MEHBIIIETO paHTa CHayala yKa3bIBaloT
baMUIHIO COTPYAHMKA, 3aTeM Ha3BaHHWE (UPMBI, 10 BO3MOKHOCTH HA3BaHHME OTJENIa W, HAKO-
Hell, OJIHBIN ajipec.

Ecnm muceMo agpecyercst My)KUMHE, TO Iepe] ero ¢pamMiuime cieayer miucatb Mr — co-
kpamieaue ot ciaoa Mister (Mr Alan White; Mr D. C. Robinson u . ). IIpu agpecoBanuu je-
JIOBOTO THChMa 3aMYKHEW JKCHIIMHE CIeyeT YKasbiBaTh MIS — cokpalieHue OT cloBa
Mistress. Jlis Hesamy»kHei muiiercs mosHoctbio Miss (Mrs Rosemary, Mrs C. Davies, Miss G. Palmer).
Bwmecto ykazanus Mrs i MiSS MOXKHO IPUMEHSITh YHHBEPCAILHOE COKpariieHine — MS.

[Tpu neyatanuy peKBU3UTA HCIIONIB3YIOT MUHUMAIbHOE YHCIIO 3HAKOB MPEMUHAHUS.

Pexeusum 5. Vkazanue na konkpemmnoe auyo. PeKBU3UT NIpeAHa3HAYEH IJIs1 TOTO, YTOOBI B
ClIy4ae OTCYTCTBHUSI (paMWIMU TOJydaTens B aapecare yka3aTh ()aMUIUI0 KOHKPETHOTO JOJIXK-
HOCTHOTO JIUIIa, KOMY UMEHHO CIIeAYeT YUTaTh JAHHOE MUChMO. Ecim haMumus JOJKHOCTHOTO
JIMIIa HEU3BECTHA, YKa3bIBAETCS Ha3BaHHUE JOKHOCTU WIIH OT/iena (PUPMBL.

Ctpoka ¢ ykazaHHeM JIOJDKHOCTH WM (DaMIJTUH MTOMEIIAETCsl HEMOCPEICTBEHHO IO al-
pecoM M oco0o BbiAensercs (medyaraercs APYruM MIpu(TOM, B paspsKy, MOAYEPKHUBACTCH),
HaTpuMep:

Messrs Black and Sons,
115 Churchill Avenue
Maidstone, Kent

ZH8 92B

Great Britain
Attention: Mr P. Wilson
Gentlemen

Hcrnonb30BaHKuE 3HAKOB NIPEMTMHAHUS B PEKBU3UTE — MUHHMAIBHOEC.

Pexsuzum 6. Obpawenue. BerynurenabHoe oOpalieHue mpeacraBisieT coboil oOmre-
NPUHATYIO CTAaHAAPTHYIO (opMyITy, SIBISIONIYIOCS HEOTHEMJIEMOM YacThIO 3THKETa JCIIOBOTO
nuchkMa. OHO TOMeIaercs, Ha JIeBOi CTOpoHe OJaHKa MUCHbMa MO/ BHYTPEHHUM aJpecoM U TH-
IIeTCS Ha OTACIILHOW CTpOKe. B J1ermoBol KOppECTIOHACHIIMN TTPUHATO HECKOIBKO (opM obOpariie-
HUH, pa3IUYaloXcs CBOCH «TOHAIBHOCTHIO». B muchmax k (upmaM M opraHuzanusM 0OBIYHO
YIOTPEOJISIFOTCS CIIETYIOIINE POPMYJIBI:

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

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

Ectb pa3nuune B ynotpebiieHnH 3HaKoB npenuHanus B ¢popmyse obpamienus: B CLIA wuc-
NOJIB3YIOT JBOeTOune, B Anrimn — 3anstyro (Dear Sir:, Dear Mr Smith:,).



Pexeusum 7. Obwee codepicanue nucbma. B 0TeUeCTBEHHOM JI€IONPOU3BOJICTBE PEK-
BU3UT HOCUT HAa3BaHHE «3aroJIOBOK K TEKCTY». PEKBU3UT B cxkaToil popMe OpUEHTHPYET JIETI0BO-
ro TIapTHEpa B COJIEPIKaHUM MTUChMA. B aHTIIOA3BIYHBIX CTpaHaX OH HEPEJIKO OITYCKaeTCsl.

OOmee conepkanue MUChMa IPEBapsET OCHOBHOM TEKCT, pa3MeIIaeTcsi Ha OTIEIIbHOM
CTPOKE M BCETJIa BBIJCINSAETCS, HAIIPUMED:

Order Ne 1234 for Snow Racers
We have recieved your letter...
Hpyroit BapuaHT 0OpMIICHHUS PEKBU3UTA BBITIISIUT TaK:
Subject: Up-to-date List of Addresser
Re: Policy Ne714056
In re: Letter of Credit Ne 12/146

«Re» — 3T0 COKpaIlleHHOEe BBIpAKEHHE «iNrey», 4TO 03HAYACT «II0 JICNTY», «KacaTelibHO»,
«OTHOCHUTEJIBHOY.

B pekBu3UTE MOOMIPSAETCS OTKPBITAS ITYHKTYAITHSL.

Pexeusum 8. Texcm nucoma. OCHOBHOH PEKBU3HT JICIOBOTO IMHChMa NEUaTaeTCsl HUXKE yKa-
3aHUsl Ha ero oliee conuepkaHue yepe3 3—4 mHTepBaia. TeKCT michkMa pa3ouBaeTcsl Ha a03allbl,
KOTOPBIX OOBIYHO J[BA: B MIEPBOM COJICPIKUTCSI CMBICIIOBAsI YacTh JOKYMEHTA, BO BTOPOM IIPHBO-
JUTCS 3aKIIOYUTENbHAS ()pa3a BEXKIUBOCTH.

CMBICIIOBAsT 9acTh JOJDKHA W3JIAraThCs JICTIOBBIM, OJJHAKO MOJUYEPKHYTO YBAKUTEIHLHBIM TO-
HOM, OTJIMYAThCS ICHOCTBIO JICKCHKH, OBITh JIOTHYHOM U YOCIUTEIILHOM.

ZaxmounTenbHas (hpaza BSKIMBOCTA HOCUT CTEPEOTHUIHBIN XapakTep. BoT psa mpumepoB
(bpa3bl BEKIMBOCTH:

Your prompt reply be appreciated (Mb1 ObutH ObI GJ1aroapHbI 3a Balll CKOPBIN OTBET);
Please accept thanks in advance (3apanee npumure Hairy OnaromapHocth): With my personal
regards and good wishes (ITpumute MOM HarTydIITUe TOXKETAHUS) U T. II.

Ecnu nmuceMo HOCUT XapakTep HpPUTJIAMIEHUsA, TO IOJ TEKCTOM IIMCbMa C IPABOM
CTOpPOHBI BcTpeuaercs cokpaiienue R. S. V. R., koTopoe o3Havaer: «moxanyncTa, OTBETbTE).

3HAaKU TpENuHaHUs B TEKCTE€ IMUCbMa YMOTPEONSIOTCS B COOTBETCTBUHU C IpaBHJIaMU
IIYHKTYall1H.

Pexeuszum 9. 3asepwarowasn gpopmyna éexcrusocmu. PEKBU3NUT pa3zMelniaeTcs HEMOCPEI-
CTBEHHO I10J] TEKCTOM NHcbMa crpasa. @opmysa BEKIMBOCTH MOXKET HOCHUTh CTPOro O(pHIHU-
aJIbHBIN, oUIMATbHBIN U MEHee opULIMaNbHBINA XapakTep. [IpuBenemM cooTBeTCTBYIOMINE TPUMeE-
pBL:

PYCCKHH SKBUBAJICHT
Yours faithfully,
Yours truly, crpo- 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,
[Ipy mevyaTtaHuu PEKBU3UTA MOOIIPSETCS OTKPHITAas IYHK- TyaIusL.

Pexeusum 10. I[loonuce. PexBu3nut nomemaercs noja ¢opmynoit BexxuocTtu. [Ipu sTom
OTIENLHOW CTPOKOW MPHUBOINTCS Ha3BaHUE (PHPMBI, COBITAAIOIIEE C TIPUBEIICHHBIM B 3aTrOJIOBKE.
3aTeM NPUBOAMTCS MOIUCH JIMIA C YKa3aHUEM 3aHUMAeMOM JIOJKHOCTH, WHOT/IAa BKJIIOYAETCS U
Ha3BaHHE OT/ENa, HAPHMeEP:

Dennis J. Stenberg, Manager



L. K. Thompson Manager
Export Department

PexoMenayeTcst OTKpbITas IyHKTYyaLUs.

Pexeuszum 11. IIpunoowcenue. PEKBU3UT pa3MeIIaeTcsl B JIEBOM HMXKHEH 4YacTU JOKYMEHTA
OTHEJIBbHON CTpoKOi. HamMeHOBaHHMIO TNPUIIOKEHHUS HpesmecTByeT cioBo 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 PACCHIIKH MHChMa He-
CKOJIBKMM ajipecaTaM B JIEBOM HMKHEM YIIIy, I10CJIE YKa3aHUS Ha HAIWYKME [IPUIIOKEHUH, TUILETCS
cokpaierre CC u craButcs asoerourie. CC o3nauaer carbon copy, T. €. «KOmmus», 3aTeM yKa3bl-
BArOTCs (haMUJIMH JIUI] 1 HAMMEHOBAHUS OpraHU3alMid, Ky/la HallPaBJISIOTCS KOMU, HalIpUMep:

CC: Mr Jeffrey H. Winston.

Mr Robert Baily

CC: Regional Sales Department

Ocobennoctu ogopMieHNs 1eJ10BOIi KOppeCcTOHIeHINU HA PPAHILY3CKOM SI3bIKe

Kak u Bo Bcem nenoBoM mupe, Bo OpaHIny npeAnpusTie Wik yUpeKIeHHE OLEHUBACTCS
napTHepamMH Ioj4ac 1o KauecTBY o(pOpMIIEHHUSI OTIPABIsAEMON UMH KOppecnioHAeHIuu. Popmy-
JSp JOKYMEHTa, pa3MelleHne PEeKBU3UTOB, TEKCThI JOJHKHBI ObITh yIOOHBIMH ISl TPOYTECHUS,
SCHBIMM U MOHSATHBIMU IO cMbICTy. /{1 o0nerdyeHus: moAroToBKYU JAEI0BONW KOPPECTIIOHACHIIUU
U3JIaH pAJ MOcoOui, cofepkKallux MPaKTUYECKue peKOMEeHAAnH o 0(OPMIICHUIO MHCEM, pa3-
MEIICHNUIO PEKBU3UTOB, U3JI0KEHUIO TEKCTA C MIPUBEACHUEM JJI1 KOHKPETHBIX CIIYy4aeB IOTOBBIX
dbopMyI BEXKIMBOCTH, PEUEBBIX KOHCTPYKLIMIA U T. 1. HeKoTOpble U3 3TUX peKOMEHAALNN U MPU-
HATBIX HOPM IPUBEJEHBI HUXKE.

Koppecnonoenyus u npago. CornacHo (ppaHIly3CKUM 3aKOHaM MHCbMO, MOJIYYEHHOE OT
KOPPECIOH/IEHTa, CTAHOBUTCS Ballleil COOCTBEHHOCTHIO U MOXET OBITh MCIOJIB30BAHO 1O Ballle-
My YCMOTPEHHIO, €CIIU TOJIbKO OTIPABUTEINb HE IPOCUII BEPHYTH €r0, YHUUTOKUTH WIH NI€PENATh
KoMy-1100. Pasrnamenue coaepkanus nucbMa (opMaabHO 3aIpelieHo, eCau Ha HEM PyKOil OT-
npaBuTels HanucaHo «KoHpuaeHmansHoy. 3anpelieHo pasriamarh CoJepKaHue J1eI0BbIX M-
CEeM, aJIpeCOBAaHHBIX T'OCYJapPCTBEHHBIM CIIY)Kall[UM, aJIBOKaTaM, IPEACTaBUTENSAM JTyXOBEHCTBA,
a TaKKe NMHUCEM aJIMUHUCTPAaTUBHBIX OPTaHOB.

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

Haxonut npumenenue u apyroit ¢opmar s HeOOIbIIMX MO TekcTy nucem: 210 x 135
MM, popmar AS. OnHako pekoMeHayeTcsl paboTaTh ¢ 00bEKTaMH CTaHAAPTHBIX pa3MepoB (KOH-
BepTaMH, MAaNKaMH, TEXHUKOM), pACCUMTaHHBIX Ha HCIIOJIb30BaHKue (hopmaTta A4.

Kauecmeo 6ymaeu. Bo @paHiuu He OrpaHMYMBaeTCs CBOOOIa B BEIOOpE KavyecTBa Oyma-
', ee Beca, 1BeTa. OHaKO NP 3TOM He clieyeT 3a0bIBaTh O KOHBEPTaX, KOTOPBIE JOJKHBI CO-
OTBETCTBOBATh 1IBETY BbIOpaHHOW OymMaru. 3TOT HOCUTEIh UHPOPMAIUU BCETAA JOKEH UMETh
(bupMeHHBIH 3HAK.

L{gem uepnun, nacmol. Ileuamnas mexnuxa. VIcnmonb3yrOTCsl 4YepHBIE, TOIyOBIe, (prose-
TOBBIE U J1aK€ TEMHO-3€JIEHble UuepHUIIa WK nacra. Cieayer, 0JHaKo, MOMHHUTh, YTO YEpHUIIA
WM TacTa JIOJDKHBI Pe3K0 KOHTPACTHUPOBATh C LIBETOM Oymaru, Ha KOTOPOW HamMCaHO MUCHMO.
Jnis moydeHust Konuii Hanbosee NoXOISIIUMHU SBIISIOTCS YepHbIE MacTa U YepHUIa.

B odunmansHoii nepenucke, ecau TEKCT MO Kakoi-mubo mpuuuHe He nevyaTtaercs Ha [1K
WIM NMUOIYNIeW MalluHKe, HAaJUIEKUT MO0JIb30BaThCs pydykoi. OIHAKO Jake MpU UCIIOJIb30BAHUU
MUNIYIIeH TEXHUKH He cleayeT 3a0bIBaTh O TOM, YTO (OpMYIly BEKIMBOCTH BCE K€ JIyUIle MH-
caTh OT PYKH.



Hymepayus cmpanuy u nons. Hymepanust CTpaHHIl OCYIECTBISETCA B OOBIYHOM TOPSII-
Ke — cBepxy JucTa. [Ipu ucnonbp3oBaHUM JHCTa ¢ 00X CTOPOH CTPAHULIBI HYMEPYIOT MOCIEN0-
BaTEJBHO 1O MOpsiAKyY udpamu 1 —2 — 3 — 4 u 1. 1. (kak B kaure). [[pyroii Bapuant Hymepanuu
HE)KeJlaTeJIeH.

XKenarenpsHo, 4YTOOBI Ha MOCIEAHEH CTPAHHIIE MMChbMA OCTaBajach XOTs Obl HeOobIIAs
4yacTh MOCJe TeKCTa 10 HanucaHusi GopMyiibl BEKIUBOCTH. JIeBoe mosie incTa A0IKHO OBIThH J10-
CTaTOYHO HIMPOKHM: 0OJiee MUPOKOE IMOJIe CBUICTENBCTBYET 00 YBaKEHUU K KOPPECHOHICHTY.
[Tpu pyunom oopmiieHHH HE ClIelyeT MUcaTh Ha MOJIAX, AeJaTh HaJCTPOUYHbIE MTOMPaBKH, Mepe-
YepKUBaTh HalMCaHHOEe. B 3TOM ciydae mosydyaTento MuchbMa OyIeT CIOXKHO pacun@poBarb
BalllM Kapakyiau. Heckolbko MHTEpPBAJOB IMOJ TEKCTOM W MHOTOTOYHE IMOCJIE KOCOMl uepThl B
KOHIIE CTPaHUIIbl YKa3bIBAIOT Ha I1EPEXO0/] Ha CIEIYIOIIYIO CTPAaHHULLY.

3azonosounas uacmo (yenoeoti wimamn). BOJBIIMHCTBO MPEANPUATHNR W OpPraHU3AIMNA
UMEIOT B CBOEM PACHOPSKEHUH OJIAHKHU, TO €CTh JIUCTHI C MIOCTOSSHHBIMU PEKBU3UTAMU, BOCIIPO-
u3BelleHHbIMU THIOrpadckum crocobom. [Ipu orcyrcTBumM Ganka U odopMIICHHH ITUChMa Ha
YUCTOM JIUCTEe OyMarn HaMMEHOBAHUE OPTaHM3ALMU U €€ aJpeC CIeAyeT yKa3aTh B JIEBOM BepX-
HEM YTIy IOKYMEHTA.

3aroj0BOYHAs YaCTh COCTOUT, KaK OBUIO CKa3aHO, U3 TIOCTOSHHBIX U 0053aTeIbHBIX I0pPH-
JTUYECKUX PEKBU3UTOB, HEOOXOAUMBIX ISl OTHPABKU MHCEM:

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

— HauMMEHOBaHME MPEANPHUATHS U €ro mpaBoBas Gopma;

— PETUCTPAIIOHHBI HOMEP B KOMMEPYECKOM WIJIM OTPACIIEBOM PETUCTPaXx JenapTaMeH-

TQ;
— TIOYTOBBIM MHJIEKC;
— HoMmepa TenedOoHOB, TEIEKCOB;
— pPAacyeTHBIHN CYET;
— HOMeEp JOKYMEHTa, OCIaHHOIO Mo (hakcy (ecnu cocTaBiseTcsl OTBETHBIM Ha HETO J0-
KYMEHT).

Huxe pexkBU3MTOB 3aroJOBOYHOM YacTH JOIYCKAeTCs pacroJiararb JIONOJHUTEIIBHBIE
CBEJICHMSI, HAI[pUMEpP: aJpec MaTEPUHCKOM KOMITaHUH, aapeca GUpM U (QUIMAJIOB; B LIENAX pe-
KJIaMBbl 4acTO YKa3bIBalOT HArpaJbl, IOJyYEHHbIE Ha KOHKYPCax U BBICTABKAaX.

Jlama. Bo (paHIry3cKOM JeI0npOn3BOJCTBE JaTa yKa3bIBA€TCs B IPAaBOM BEPXHEM YTy
nokyMeHTa. JIokyMeHT 0e3 1aThl He pacCMaTpHUBAETCS KaK O(pUIMaIbHbBIN JOKYMEHT U COOTBET-
CTBEHHO HE UMEET I0pUINYECKON CUiibl. PEKBU3UT «gaTa» BO (PpaHIly3CKOM BapHaHTE BBITISIAT
CJIEAYIOIIUM 00pa3oM:

Hapuoic, 25 noaopa 2000,

TO €CTh CHayaJla yIIOMUHAETCS] MECTO COCTABIIEHUS ITMChbMa, 3aTEM YXKE cama J1aTa: YUCIIo
nugpamu, Mecsal OykBamMH U 4eTbipe LuGpbl, odo3Havaroume roa. Ha3panue aHs Henenu He
YKa3bIBaETCSl.

Aopecam (HauMEHOBaHHME OPTaHU3AIMU-TIONYYaTENsl U €€ MOYTOBBIN aapec). YKazaHHBIH
PEKBU3UT paclioyiaraercs NoJ JaTo. Eciau muceMo azpecoBaHO KOHKPETHOMY JTOJKHOCTHOMY
JUIy, TO MPU OOpalleHMH K HEMY HUKOI/Ia HE COKPAILAIOT CJIOBA «TOCIOXKa» U «TOCIIOANHY;
(bpaHIry3bl MUIIYT CIAEYIOIIHUM 00pazoM:

Brumanuro zocnoxncu Knoo Jleoon

Ceviiku. CneayeT yka3blBaTh PETHCTPAIMOHHBIN HOMEp, IPUCBOCHHBINA MUCHEMY, Ha KO-
TOpOE JTaeTCs OTBET, Wiu mudp aena.

3aconosok (B0 (PppaHIy3CKHX MPaBUIIAX — «TEMa») — ITO Pe3FOMe B HECKOJBKHX CIIOBAX
conepkanus mucbma. CIOBO «TemMay MOTYEPKUBACTCS, a PEKBU3UT OPOPMIIIETCS CIEAYIOIIUM
obpazoM:



Tema: I'enepanvnas Accamonesn 10.10.2000

Texcm. Hauano TekcTa pacnojiaraercs 1oJ peKBU3UTaMM 3arosioBouHoil yactu. K Hemy
IpeIbsABISETCS psii TpeOOBaHUMN, & UIMEHHO: SICHOCTh, KPaTKOCTh, TOYHOCTH, ITPEIOCTOPOKHOCTD
U BEXKJIUBOCTb.

AHcnocmo. He cnepyet ynotpe0nsTh HeueTkre (GOpMYIMPOBKH, B YaCTHOCTH, TAKUE 3MO-
[IMOHAJIBHO OKpallleHHbIE, KaKk HarpuMep: «CTeHbI Yy BXoJa B oM OyIyT POCKOIIHO OT/EIaHBI».
B srom ciiydae cienyeT yka3aTh, Kakie IMEHHO MaTepuaisl OyayT ucnojiab3oBanbl. He Hamo mu-
catb: «Hamm mpencraBuTenb HampaBisieTCs K BaM, YTOOBI BCTPETUTHCS C BaMU KaK MOXHO CKO-
pee», CTOUT 3apUKCUPOBATh TOUHYIO ATy BU3HUTA. SICHOCTH MHCbMa MPOUCTEKAET U3 SCHOCTU
MBICIIH M 4eTKOCTH (hopMynupoBku. JIro0asi KOppecoOHACHIUS A0DKHA ObITh HalMcaHa XOpo-
[IMM KaHIEISIPCKUM SI3bIKOM. YTIOTpeOsieHre MHOCTPAHHBIX CJIOB, )K€ OU€Hb IMPUBBIYHBIX, HE
PEKOMEH/IyeTCsl, TaK KaK MOXKET MPUBECTH K OIMOKaM B IOHUMaHHU.

Kpamkocms. KomMepueckoe MUCHEMO JTOJKHO OBITh KOPOTKUM U CXKATbIM, YTOOBI aape-
car, mpoOexaB IJia3aMu, CMOT ObICTPO MPHUHSTH HY)KHOE pemieHue. KomMepueckoe mucbMo ecTh
pabouunii UHCTPYMEHT, He OoJiee TOTo.

Tounocms. 1IpUBEPKEHHOCTH MPaBJE B JICIOBBIX OTHOIICHHIX €CTh aOCOJIOTHAs HE0O-
xoauMocTb. HeTouHocTh, TeM 0ojee JI0Kb MOTYT MPHUBECTH K MOTepe JoBepHs KiueHTa. He
HaJ0 OOBSABIIATH, HAIPUMEP, YTO JOCTAaBJICHHBIE TOBAapbl MMEIOT HAMBBICIIEE KAYECTBO, B TO
BpeMsl KaK KauecTBO OObIYHOE. Y KIMEHTa 3TO BBI30OBET TOJNBbKO HegoBepue. He mummre: «B ot-
BET Ha Ballle [TocJIeHee NUCEMO», HO «B oTBeT Ha Ballle mUCbEMO OT 14 uroasa» uian «ot 14 gucia
TEKYIIEro MecAla», MOTOMY 4TO (upMa, B KOTOPYIO BBl MHUIIETE, MOTJa 3a 3TOT MHTEpBAJ MO-
ClIaTh JIpyroe NUChbMO, KOTOpPOE BHI ellle He nonyuyuiu. He rosopure: «Hamm yciioBus te xe ca-
MBbI€, YTO U JUIs BallMX IMPEALISCTBYIOIIMX 3aKa30B IO TOHM e CTaThe», TaK KaK 3TUM BBl BbI-
HY)KJaeTe yuTaressi oOpaiarbesl K NpexxHen nepenucke. B aTom ciydae sydiie, HapoTUB, MO-
BTOPUTH YCJIOBHSI TOTO K€ TEKCTa, YKa3aB, €CIIU 3TO ICHCTBUTEIBHO, YTO OHU HE U3MEHUIIUCH.

IIpeoocmopooicnocms. CocTaBUTENb MUCbMa HE J0JDKEH JaBaTh OPYKHUE CONEPHUKY WIIN
HNOTEHIMAJIBbHOMY ITPOTUBHUKY, TaK Kak OM3HEC U KOHKYpeHTHas 00ph0a B HEM 4acCTO OYEHbB CY-
poBbl. OH JoMKeH u30eraTh NpH U3JI0KEHUH CYTH BOIIPOCA YIIOMUHAHUI O TEKYIIIEM COCTOSIHUM
nen GupMmbl. Hanmpumep, oH He JOKEH pacKpbIBaTh MOCIEAHUX PEATbHBIX IIEH Ha CBOM TOBAPHI,
a Ha3BaTh JIMIIb T€ Oa30BbIE LIEHBI, O KOTOPBIX OH XOYET MOTOBOPUTH. DTO HE HEJIOCTATOK B HC-
KPEHHOCTH, 3TO TaKTHUeCKUH xoJ. Beskuil paboTHUK, Mpekae 4eM OKOHYATeNIbHO O(pOPMHUTH
MUCbMO, JIOJDKEH YOeOUTHhCS B TOM, YTO OHO COTJIAaCOBBIBAETCS C 00IIel cTpaTeruei (pupMmbl.
CBepx TOro, OH JOJKEH HPUHATH BCE MEPHI MPEIOCTOPOKHOCTH, YTOOBI OrpaguTh ceOs OT BO3-
MO’KHOTO CyZI€OHOT0 Ipolecca, IPOKOHCYJIbTHPOBABILINCE, HAIIPUMED, C FOPUAUYECKON CITy KO0
npeanpustus. TakuM o0pa3oM, OH BO3JEPXKHUTCA OT OOCIIaHUs 3aljaTUTh B OIpeIesICHHBIN
CPOK, €CII HE YBEPEH B TOM, YTO CMOXET BBIMOJHUTH 3TO 00s13aTenbcTBO. OH Takke He OyneT
o0elaTh MOCTaBUTh TOBAp K KOHKPETHOMY YMCIY, TOTJa Kak TOBap €lle HaXOAUTCS Ha CTaJuu
M3TOTOBJICHUS U, CJIE€A0BATEIbHO, HENIb3sI ObITh A0CONIOTHO YBEPEHHBIM B TOM, YTO MPEAYCMOT-
PEHHBIN CPOK OyAeT COOII0ICH.

Beowcnueocms. Ecny mo3uiys Ballero KOPPeCHOHAEHTa Bac pa3apaxkaeT, HE CTapanTech
3TO TMOKa3bIBaTh: OH MOXET oOuzaerbcs. Ecnm Bam 1esoBod mapTHEp MEUIUT C OTBETOM Ha
CPOYHOE MUCHbMO — HE OOBHHANTE €ro B 3JI0HAMEPEHHOCTH. BO3MOXKHO, BBl HETOYHO yKa3aiu
€ro aJipec U NMCbMO MOXET OBITh BaM BO3BpAIIECHO 1O noyte. Hanmummre muchsMo Bo BTOPOii pa3
C BEXXJIMBBIMHM W3BUHEHHUSIMH I10 MOBOAY TOTO, YTO BbI, BO3MOKHO, OIINOINCH B aapece. UToObl
MoKa3aTh Ballle UCKPEHHEE TOBEpPHE M PACIIOJIOKEHHUE, TOUUTUTE (POTOKOMHUIO C MPEAbIAYIIEro
nucbMa. Eciu BbI Bce ke MOJ03peBaeTe Ballero KOPpeCcHoHIeHTa B HEXeJlaHWU OTBeuaTh, I0-
LUINTE €MY 3aKa3HOE€ MHCHMO C YBEAOMJIEHHEM O INMOJY4eHHH. BO3MOXKHO, JydIle B 3TOH CH-
Tyalluy MociaTh 601ee HaCTOWYMBOE MUChMO, HO HE HapylIasi MPaBUJl BEKJIMBOCTH.

Obpawenue. Xapakrep oOpalieHus BEIOUPAIOT C yY€TOM JBYX MOMEHTOB:

— KTO MOJIy4aTelNlb MUChMa;

— KaKOU TUIl OTHOIIEHUH NOJJEPKUBACTCS C HUM.



Crnenyet npuaepKuBaThCs ABYX MPOCTHIX MPABUII:

— KOT/Ia BBI KOJIEOJIETECh U HE 3HAETE, KaK OOpaTUTHCS, TO YIOTPEOJICHHEe OOpalIeHus
«TOCHIOJIUHY MJIH «TOCIIOKa» BCET/Ia KOPPEKTHO M BO BCAKOM CIIydae MpearnoYTHTEIbHEE OIMn0-
KH;

— KOTJIa Y YeJIOBEKa HECKOJIbKO JIOJDKHOCTEH, BRIOMPAIOT Hanbojiee BaXKHYIO.

Ecny Bbl XOTUTE MCIIOIB30BaTh OOLIENPUHATHIE OOpaIlEHUs, TO MYXXYMHA, MUIIYIIUNA
JIPYroMy MY>KYMHE, MOXKET 00paTUTCS K HEMY CJIOBaMH «yBaxkaeMblii rociogua X (paMums)»
WIA «yBa)KaeMbIi... (MMsI M OTYECTBO)», €CIM OH €ro XOpOoIIO 3HaeT. MyX4MHa, MUIIYIIUI
KEHIIMHE, MOXKeT oOpartuthest Tak: «locoka X (pamunmst)». Hukorna He ciemyer ynorpeo-
JATh HU MPOCTO «TOCHOAMH» WIN «1oporoi rocrnoauH X (hamMuiius)», HU IPOCTO «TOCHOXKa»
WIH «10oporas rocroxa X».

Hanee, paccMaTpuBas 00pallieHHs], UCIOIb3yeMble B KOMMEPUYECKON NEPENNCKe, CIeayeT
YIEIUTh BHUMAHUE TOMY, YTO, €CJIU IOJIy4YaTellb UMEET BaXKHYIO JOJDKHOCTh, 3TO HEOOXOAUMO
HOJYEPKHYTh, HAIPUMEP: «TOCIOJUH MUHHUCTPY, «FOCHOIUH Ipe3ujeHT». K HotapuycaMm, nose-
PEHHBIM, U3BECTHBIM apTUCTaM U XYIOKHHMKaM BO PpaHIK 00palIaloTcs «MAITP», U4TO B Iepe-
BOJIC O3HAYAET «MacTep», «YUUTENb», «IIpenojaBareiby, «HACTaBHUK», T. €. HEKTO IIyOoKo-
yBakaeMblil. ClI0Ba «rocroxka» 1 «TOCIOANH» HUKOTa HE COKPAIAOT Mpy 00pallleHuu.

Jlenornpoun3BoACcTBEHHAs! CITy»0a 4acTO UMEET JIeJ0 C BECbMa CXOXKHMMH I10 COJIEPKAHUIO
nucbMaMu. B 3TOM citydae ynoTpeOusioT HECKOJIBKO CTaHIAAPTHBIX (pa3, KOTOPhIE BO BCEX
NUCbMax BCEr/la OJHU U Te Xke. IX MOKHO 00bEeTUHUTD B TPU TPYIIIBL:

— (hOpMYIHPOBKH JIJIsl HAYaja MUChMa,

— (hOpMYIMPOBKH, OTPAKAIOLIUE COJIEPKAHUE TUCbMA;

— (hopMyIIBI BEKIMBOCTH.

Hoanuck. JlaHHBIN PEKBU3UT, KaK MPABUIIO, HAXOAUTCS O]l TEKCTOM B IPAaBOM HHUYKHEM
yIJ1y; €r0 COCTaBHbBIE YAaCTH PACIIONIAratoTCsl APYT MOJ APYroM (B KOJIOHKY): CHavaja J10JKHOCTb,
3aTeM 5 — 7 UHTEpBaJIOB Ui HEMOCPEACTBEHHO MOANUCH U, HAKOHEL, paciiu(poBKa MOIIHCH, T.
€. MHALMAJI UMEHH OJHOM MPOMMCHON OYKBOH M TIOJTHOCTBIO (haMHIIHS TAK)KE MPOMMCHBIMU OYK-
BamH. Takum 06pa3oM, pekBU3UT «[10ANNCEH)» BBIMIISIUT CIEIYIOIIM 00pa3oM:

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

TouyHO Tak ke 3aMyKHssl KEHIIMHA B CBOEH O(QUIMAIbHON MEpenucKe J0JKHA MOIIMU-
CBIBAaThCSl HE CBOMM IIOJIHBIM MMEHEM, a TOJbKO HayaJbHOW OYyKBOW MMEHHU My»Xa, HallpHUMep:
«T"ocnioxa I1. {ropan». Ecnu, onHako, y Myxa ecTb Oparbhs, TO BO U30€KaHUE HEAOpa3yMeHUN
OHa MO>KET HalucaTb €ro UMs MOJIHOCTBIO, Harpumep: «I ocnodica [lvep [iopany.

IocTexkpuntym. Pacnonaraercs Hyke MOANUCH U YKa3bIBaeTcs ABYMS MHUIManamu P.-
IIpuioxenus. Ecan umMeroTcss JOKYMEHTBI, COTPOBOXKAAIOIINE MUCbMO, TO OHU 3aHOCST-
csi B pyOpuky «l[IpuioskeHus» U yKa3bIBAaIOTCS ClieBa BHU3Y MEPBON CTPAHUIBI OCHOBHOT'O J10-

KYMEHTA.

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