Mage nofpund or type unknown

B neatenbHOCTM ntobon opraHmn3aunm, y4pexxaeHus, npeanpusaTna co3gaeTcs
MHO>XeCTBO pa3HOo0bpa3HbIX N0 BUAAM M Ha3HAYEHUIO AOKYMEHTOB. OAHN OOKYMEHThI
npeaHa3Ha4YeHbl 418 peasn3aunn BHELWLHNX CBA3EN, Apyrne otpakatT cyrybo
BHYTPEHHIOI AeATesIbHOCTb YYpPexxAeHNs BO BCeX ee pa3Hoobpa3HbIX acrnekTax. B
npoLecce pasBuUTUA AOKYMEHTALNOHHOro obecrneyeHns NoCTENEHHO CNOXUINCH
onpepnesieHHblIe JOKYMEHTHbIE KOMMJIEKChl - CUCTEMbI OKYMEHTaLUNN: HanpuMep,
cucTeMa pacnopsianTenbHOM AOKYMEHTAUUN, CUCTEMA AOKYMEHTauUum no
ByxranTepcKkoMy y4yeTy N OTYETHOCTU, CUCTEMA OOKYMEHTaUMM No JIMYHOMY COCTaBy,
CUCTeMa OTYETHOWN OOKYMEeHTauum u ap.

Mpu paboTe C [LOKYMEHTaMM O4eHb Ba>XHO 3HaTb, K KaKOW CUCTEME LOKYMEHTaLunm
OTHOCMTCS TOT UM UHOW OOKYMEHT - 3TO BO MHOIrOM onpenensieT TpeboBaHus K
CTPYKTYpE 1 COOEepPKaHNIO OOKYMEHTOB, K UX 0hopMSIeHNIO.

B ntobon knaccmmnkayumm Ba)xxHo 0OCHOBaHME - NPU3HAK UK NPU3HAKW, B COOTBETCTBUN C
KOTOpbIMM 06bEKThI KNnaccngpukaumnm pazbrneaoTcsa Ha Kaacchl.

Llenb maHHoOM paboTbl - onpeaennTb NOHATUE OOKYMEHTa, BUAbl U (hYHKLMN
JIOKYMEHTOB, @ TaKXXe PacCMOTPeTb KJaCcCUPUKALUM U CUCTEMbI JOKYMEHTaL M.

NMoHATHE O,OKYMEeHTa

YnpaBsieHYeckaa OesaTe/IbHOCTb HAaxX0OUT CBoe oTobparkeHne B JOKYMEHTaX, C MOMOLLbIO
KOTOPbIX OCYLLECTBAAITCA PasnyHble MYHKLUMN: MaTepUasibHO-TEXHNYECKoe
obecrnevyeHune, LeHoobpa3oBaHNE, OpraHnU3aLIMOHHO-pacnopaauTenbHbIE N Op.

HOKyMeHT - 3TOo genosas bymara, noaTeepxxgatmwas Kakon-nmbo pakT nam npaso Ha
4yT0-11Mb0; 3TO TO, 4TO OPMLIMAJIBHO YOOCTOBEPSAET JIMYHOCTb NPeaAbABUTENS; 3TO
NMMCbMEHHOEe CBNOETENbCTBO 0 4YeM-nbo.

C Hay4YHOW TOYKWN 3pEeHUs, LOKYMEHT - 3TO crnocob 3akpensieHns pasHbiMK criocobamm Ha
cneunanbHOM MaTepuasne nHPopMaumm o PakTax, CobbITUAX, ABNEHUSAX 0O BEKTUBHOM
PeasIbHOCTN N YMCTBEHHOW AeATeNbHOCTU YeNoBeKa.


https://www.evkova.org/#evkova

CornacHo 3akoHy YKkpauHbl "O6 nHgopmaummn" ot 02.10.02, "AOKYMEHT -
npenycMoTpeHHas 3aKOHOM MaTepuanbHasa popMa NoslydyeHUs, XpaHeHus,
NCMONb30BaHUA N pacnpoCcTpPaHeHUs MHopMaLmu NnyTem pmkcaunm ee Ha bymare,
MarHUTHOW, KUHO-, BUAEO-, POTOMNNEHKEe Uan ApyromMm HocuTene".

B pycckum a3bIK C/10BO "OAOKYMEHT" NpuLIo BO BpeMeHa leTpa | 1 nepBoHavasibHO
MMeJslio 3Ha4YeHMe NMNCbMEHHOro CBnaeTeNbCTBa. 3aTeM MNoSABAAITCA TePMUHbI "agenoBas
bymara", "cny>xebHbih 4OKyMeHT", "akT" n NnoA4YepKMBaeTCH 3Ha4YeHne JOKYMeHTa B
ynpasaeHuun. BeigenaTca "c4eTHble 4OKYMeHTh!", "uctopmnyeckne LOKyMeHThbI".

NMoHaTMe "AOKYMEHT" NCNonb3yeTCcsa BO BCex chepax obLecTBEHHON AeATEeNbHOCTU.
MoyTn Ka)Kaasa oTpacib 3HaHUA faeT CBoe TOJIKOBaHMe 3TOro TepMmnHa. K coxxaneHutio,
[0 HACTOALLEero BpeMeHn cpeamn crneumanncToB B 061acTn JOKYMeHTOBeAEeHUS,
bnbnmnortekoseneHus, NUHPOPMATUKKN U ApP. Chep HET eANHCTBA B MOHMMaHUN NOHATUS
"0OKYMEHT", He CMOTPSA Ha Han4dme pafa 3akoHodaTeNlbHbIX U 0pULMaIbHbIX
onpeneneHnin. B nocnenHee BpemMs nNponNCXoanT NepeHOoC CMbIC/IOBON HarpysKku B
onpegeneHnn "OOKyMeHTa" ¢ MaTepunasibHON COCTaBAAOLWEN HA NHHOPMALMOHHYIO.

DPYHKLUMN O,OKYMEHTOB

NHpopMaunoHHaa yHKUKMA onpeaenseTca noTpebHOCTbIO B 3aneYyaT/IeHN
MHOPMaLIMK C LeSIbI0 COXPaHEHUS 1 nepefaydun v npucyuwa scem 6e3 NcknyeHms
AOOKyMeHTaM. Npu4nHa noasaeHnsa nioboro OKyMeHTa - HeobXoAMMOCTb (PUKCUPOBATb
MHOPMaLMIO 0 haKTax, COBbITUAX, ABNEHUAX, MPAKTUYECKON N MbIC/INTENbHON
neATesIbHOCTMU.

NHdopMaumio, cogep)xaulyoca B AOKYMEHTaxX MOXXHO noapa3fesinTb Ha:
PEeTPOCNEKTUBHYIO (OTHOCALLYIOCS K NPOLUJIOMY);

ornepaTuBHYIO (TeKyLLyto);

nepcneKkTUBHY (OTHOCALWYOCA K byayuiemy)

CyLLecTBYIOT U Apyrue Knaccugpukaunm nHpopmaumn. Hanpumep, pasnesneHue Ha
NEePBUYHYIO U BTOPUYHYIO; MO XXaHpaM; BUOAM; HOCUTENAM U Npoy.

Ka)KOobll LOKYMEHT umMmeeT MHPOPMaLNOHHYIO eMKOCTb (M1 MHPOPMAaLMOHHbIN
noTeHuuan), T.e. KOJIM4eCTBO N Ka4yeCTBO UHGOPMaL K.



NHpopMaLVOHHaA eMKOCTb XapaKTepn3yeTcss TaKMMn NnokasaTensaMn: NosIHOTa,
06BbEKTNBHOCTb, LOCTOBEPHOCTb, ONTUMaNbHOCTb, aKTyaJIbHOCTb UHOpMaunu, ee
NOJIe3HOCTb M HOBM3HA. YeM Bbile 3TN NoKa3aTenun, TeM LeHHee OOKYMEHT.

CoumanbHas QYHKLNA ToXe MpucyLlla MHOMrMM AOKYMEHTaM, T. K. CO34al0TCs OHM ANs
yAOBNETBOPEHUS Pa3/INYHbIX NOTPeObHOCTEN Kak obLecTBa B LIe/IOM, TakK U OTAENbHbIX
€ro 4YJeHoB. [IOKyMeHT TakXe CaM MOXXET BJIMSATb Ha COLMaJibHble OTHOLUEHUS HUX B
3aBUCUMOCTU OT Ha3HA4YeHUs, PoJn B AaHHOM 00LLEeCTBe, MPUYEeM MOXKET He TOJIbKO
CTUMYNMPOBATh UX Pa3BUTUE COLIMAJIbHbBIX NPOLIECCOB, HO 1 TOPMO3UTh.

KoMMYyHUKaTUBHAA (hyHKLNSA BbINOJHAET 3a4a4y nepenadn NHpopmMaLnm BO BPEMEHU U
NPOCTPAHCTBE, MH(OPMALIMOHHONM CBA3M MeXay YneHaMu obuiecTBa. be3 obMeHa
cBeeHUAMU, MHEHUSAMU, NAeAMN CoOLnalibHbIe CBA3M HE MOTYT NOAAePXKNBAThLCH.
MO>KHO BbIZIENINTb [BE KAaTeropun JOKYMEHTOB, B KOTOPbIX APKO BblpaXkeHa
KOMMYHUKATUBHAs PYHKLINA:

1) ODOKYMEHTHbI, OpUeHTnpoBaHHbIE B OAHOM HalrpaBJeHNN (3aKOHHbI, YKa3bl,
pacnopdaxeHumsa, npnka3sbl, UHCTPYKLU NN, »anobbl, OKaAHblIe 3aNNCKN n ,u,p.);

2) AOKYMEHTbI ABYCTOPOHHEro AencTBua (a4enoBas n 1M4Has nepenmncka, 4oroBopHbie
OOKYMEHTbI N T.4.).

KynbTypHasa QyHKUMSA - CNOCOBHOCTb OOKYMEHTa COXPaHATb U nepenaBaTbh KYJbTypPHbIE
Tpaanuunm, ScTeTUYECKNEe HOPMbI, pUTyasbl, NPUHATbIE B 0bLecTBe (KUHODUIBM,
doTorpadus, Hay4HO-TEXHUYECKMIN OOKYMEHT N Ap.).

YnpaBneH4yeckaa yHKLMSA BbINOJHAETCA OpULMaibHbIMU JOKYMEHTaMMN, KOTOpble
cneumnanbHO CO3[aHbl ANS Lenen n B npouecce yrnpasaeHUs (3aKoHbI, MOJ0XKEHUS,
yCTaBbl, NPOTOKOJIbl, PELLUEHNSA, CBOOKN, OTHETbI U AP.). DTN AOKYMEHTbI UrpaloT
60nbLWYO POJsib B UHOPMAaLMOHHOM obecnevyeHnn ynpaBiaeHus, OHU MHOroobpasHbil,
OTPaXkalT pPa3/INyHble YPOBHU NPUHATUSA peLueHU.

MNpaBoBasa PyHKLNS NMPpUCYLLa AOKYMEHTaM, B KOTOPbIX 3aKPenistoTCca N3MeHeHns
NpPaBOBbLIX HOPM N NMpaBoOHapyLIEHUA. MOXXHO BblAENTb OBE KaTEropun AOKYMEHTOB,
HaOesleHHbIX MpPaBoBOW PYHKUMEN: n3HavYanbHO obnagatowme e n npnobpeTatowme ee
Ha BpeMms.

B nepByto rpynny BXOASAT BCE AOKYMEHTbI, yCTaHaBAMBatlowWme, 3aKkpennstoLime,
N3MeHsLWMe NpaBoBbIe HOPMbI M MPAaBOOTHOLLIEHNS UK NpekpaLlalowme nx 4encTene, a
Tak>XXe Apyrve OOKYMeHTbI, BNekyLine 3a cobon opnanyeckme nocnencrteus. Cioga



OTHOCATCS BCE NPaBOBbIE aKTbl OPraHOB roCyapCTBEHHOW BNACTU (3aKOHbI, YKa3bl,
NOCTaHOBJIEHUS 1 Ap.), cyaebHble, NPOKYPOPCKNE, HOTapuasbHble U apbUTParKHbIE aKThI,
BCE OOroBOPHbIe, YA0OCTOBEPUTESNIbHbIE AOKYMEHTbI (MacnopTa, Nponycka,
yAOCTOBEPEHUsa 1 T.4.) U onpaBaaTebHO-(PMHAHCOBbIE OOKYMEHThl (HaknagHble,
npuxoaHblie opaepa, CHETHO-NNaTeXHble TpeboBaHUs 1 T.M.)

Ko BTOpOW KaTeropmm oTHOCATCA OOKYMEHThI, KOTOpble Ha BpeMsa npunobpeTatoT 3Ty
hYHKLMIO, ABNASCL OKa3aTe/IbCTBOM Kakux-nmbo hakToB B Cyae, OpraHax C/eacTBus u
NnpoKypaType, HoTapuaTe, apbutpaxke. B npuHumne nobon LOKYMEHT MOXKeT ObITb
[0Ka3aTeNbCTBOM M TEM CaMbiM BpeEMEHHO ByaeT HadesieH NpPaBoBON PYHKLMEN.

DYHKLUMS NCTOPUYECKOT0 NCTOYHMKA N3YyYaeTca ncTtopruyeckon Haykon. CyluecTeyeT aBe
TOYKWN 3peHns: NepBas - [OKYMEHT CTAHOBUTCSA UCTOPUYECKMM UCTOYHUKOM C MOMEHTA
nepenayyn ero Ha apxmMBHOE XpaHeHue; BTopas - JOKYMEHT HadenseTcs 3Ton yHKLUnen
C MOMEHTA ero BO3HUKHOBEHUS, HO OCO3HAETCA 3Ta PYHKLINA YEeJIOBEKOM NLLb Koraa
JOKYMEHT MOoCTynaeT B apxmB. Taknum obpa3oM, 3Ta PyHKLUS HAYMHAET JOMUHUPOBATL B
JNOKYMEHTE, eCJI1 OH BbICTYMAET KakK UCTOYHMK UH(POPMaLMN A5 UCTOPUKA,
nccnenywuwero Ty Uam nHyto npobnemy.

PyHKUNSA yYyeTa faeT He Ka4YeCTBEHHYIO, a KOJIMYECTBEHHYIO XapaKTepUCTUKY
NHMOPMaL MK, CBA3AHHOW C XO35INCTBEHHBLIMU, AEeMOrpadnyeCKUMN N NHLIMK
couManbHbIMU MPOLLECCaMN C LLesblo X aHan3a U KOHTpoas. OCHOBHble BUAbI yYeTa -
CTaTUCTMYECKNI, ByXranTepCcKnin, onepaTUBHbLIA OTPaXKaloTCHA B CTAaTUCTUYECKUX 1
(p1HAHCOBO-9KOHOMUNYECKNX OOKYMEHTAX, NJIaHOBOM, OTYETHOWN, JOKYMEeHTaUuu.

Knaccucpumkauumsa oOKYMEHTOB No
Pa3/IM4HbIM NPU3HaKaM

[LOKYMEHT, KOTOpPbI co34aH B 0bLIecTBe, BXOAUT B COOTBETCTBYIOLLYIO CUCTEMY
NOKYMEHTALMWN B KaYecTBe ee 3nemMeHTa. OTaesibHble BUAbl U Pa3HOBUAHOCTU
NOKYMEHTOB COCTAaB/IAOT CUCTEMY AOKYMeHTauun. [1Jo HacTosILEero BpeMeHu B
NOKYMEHTOBEAEHUN He CYLLEeCTBYET HEMPOTUBOPEYNBOIM HayYHOW KnaccudmkKaumm Buaos
N Pa3HOBUOHOCTEN ANOKYMEHTOB.

Ba>kHenwnm NMPU3HaKoOM ON8 Kjaccnpukaunmm OKYMEHTOB ABNAETCSH ero cogep)xaHume.
CJ'Iy)Ke6HbIe OOKYMEHTbLI MOT'YT nogpasnenatbcd no: no agMMHUCTPaTUBHBLIM BOIMPOCaM;
MaTepUnaJibHO-TEXHNYECKOMY CHabXxeHuto; NNaHNPOBaHNMIO, OI'IepaTVIBHO|7| nDeATesNIbHOCTHU,



byxranTepckoMy yyeTy; MoAroTOBKe M pacCTaHOBKE KaapoB; PMHAHCOBO-KPEANUTHbLIM U
BHELUHETOProBbIM BOMpPOCaM 1 T.A4.

Bce nOKyMeHThI, o6pau.larou.u/|ec;1 Ha NpeanpuAaTnK, MOryT KJaccupumnumpoBaTbCA No
canegyouwnmMm npm3HakaM.

Mo HaMMEHOBAHWIO CYLLECTBYET MHOXKECTBO PAa3HOBUAHOCTEN NOKYMEHTOB. BOT nuilb
HEKOTOpPbIe U3 HUX: MPUKa3bl, PACMOPSIXXEHUS, MaHbl U OTYEThI, aKThl, MPOTOKOJbI,
JIOroBOPbI, YCTaBbl, UHCTPYKLIUW, CMIPABKN, AOKNaAHblIe, 0O bSCHUTEbHbIE 3aMUCKN,
cny>xebHble NMMCbMa, TeNerpaMmebl, CTaHOaPThl, TEXHUYECKME YCII0BUS, NJaTEeXHble
TpeboBaHUSA 1 NOPYYEHUs, JOBEPEHHOCTU U T.A4.

Mo cnocoby dmkcaumm nHhpopMmaLmm LOKYMeHTbl 6bIBatOT MMCbMEHHbIE (PYKOMUCHbIE,
MaLUMHOMWUCHbIE, TUNorpadckme, NOAroToBJIEHHbIE HA MHOXXWUTEJIbHbIX annapaTax,
Hane4yaTaHHble Ha NepCOoHasIbHbIX KOMMNbIOTEpPax), rpadpudeckmne n PoTogoHO-
KWHOLOKYMEHTbI.

Mo cTeneHn CNOXXHOCTUN OOKYMEHTbl KNacCUupnumpytoT Ha NPOoCTble N C/I0XKHble. NpocTble
- 3TO OOKYMEHTHbI, B KOTOPbLIX paCCMaTpPUBaeETCA OONH BOMPOC, B CJIOXKHbLIX OCBELLaeTCAd
HECKOJIbKO BOIMpPOCOB.

Mo cTeneHn rnNacHOCTU pa3iNnyaloT OOKYMEHTbl OTKPbITbIE (HECEKPETHbLIE) N AOKYMEHTbI
C OrpaHNYEeHHbIM OOCTYNOM. [IOKYMEHTbI C OrpaHNYEeHHbIM 0OCTYNOM BbIBalOT pa3HOW
CTeneHn CeKPeTHOCTU: COBEPLLUEHHO CEKPETHbIE, CEKPETHbIe, AOKYMEHTbI AN
cny>xebHoro nons3osaHua (OCI1), ¢ rpudom "KoHpaeHUnanbHO".

Mo IopNANYeCcKon cnie AOKYMEHTbI NoAPa3AensaoT Ha NOASIMHHBLIE N MOOJIOXKHbIE.
MoANVHHbIE OKYMEHTHI ObIBAOT AENCTBUTESNbHbIE U HEAENCTBUTENBHBIE.
HenencTBuTENbHLIM LOKYMEHT CTAHOBUTCS B pe3y/ibTaTe NCTEYEHUSI CPOKa AeNCTBUSA
WM OTMEHbI €ro ApYruM JOKYMeHTOM.

Mo CpOKaM NCMNOJIHEHNA OOKYMEHTbI KNaCCNPULMPYIOTCA Ha CPOYHbIE U HECPOYHbIe.
CpOYHbIMU ABMAOTCA OKYMEHTbI CO CPOKaMU NCMOJIHEHUSA, YCTAaHOBJIEHHBLIMWN 3aKOHOM U
COOTBETCTBYIOLLMMW NMPaBOBbIMU aKTaMW, a Tak>XXe TesierpamMmbl U gpyrme AOKYMEeHTbl C
rpncgom "CcpovHo".

Mo NPONCXOXXAEHNIO AOKYMEHTbI KNAaCCUPUUUPYIOT Ha CNy>XebHble, MoOArOTOB/IEHHbIE Ha
npennpuaTuaX, B OpraHm3aumnsax, U andHble (MMCbMa rpakaaH C N3/10)KEHMEM »KaJlo0,
npennoXxeHun, npocsH).



Mo cpoKaM XpaHeHUsA LOKYMEHTbl OeNATCA Ha LOKYMEeHTbl BPEMEHHOro n NoCTOAHHOI 0O
CpOKa XpaHeHus. [JoOKyMeHTbl BPEMEHHOIro XpaHeHnsa B CBOKO o4epenb noapasnendatorcs
Ha OOKYMEHTbl CO CPOKOM XpaHeHunsa 0o 10 et n cebiwe 10 ner.

Mo cTeneHn obsA3aTeNbHOCTN AOKYMEHThI BbIBalOT MHOPMALMOHHbIE, Coaep Kalume
cBefeHnsa U hakKTbl 0 NPON3BOACTBEHHON U MHOW OEATENbHOCTM OpraHmn3aunmn, u
OVPEKTUBHbIE - 0b6si3aTeNbHblIE A1 NCTMOJIHEHUSA, HOCALLNE XapaKTep IPUANYECKON Nan
TeXHN4eCKON HOPMBbI.

Mo cTeneHn yHNPUKaUNN pas3nnyaloT OOKYMEHTbl UHOMBUAYAIbHbIE, TUMOBLIE,
TpadapeTHble, MPpUMepHbIE U YHUPUNLNPOBAHHbIE B BUOE aHKETbI U Tabnumupbl.

NWHonBuayanbHble OOKYMEHThI pa3pa6aTb|Bar0Tc;| KOHKPETHbIMU OpraHnM3aunamMmn ond
BHYTpPEHHEro rnoJib30BaHW4.

TUNOBbLIMU ABNSAOTCSH AOKYMEHTbI, CO34aBaeMble BblLLECTOSAWMMN opraHamMmum ons
OpraHvsaumin ¢ 0AHOPOOHBIMU PYHKLUUSMN N HOCAT 06s13aTeNbHbIN XapaKkTep.

TpadapeTHble JOKYMEHTbI UMEIOT 3apaHee HanevyaTaHHbIN TeKCT ¢ npobenamu, KoTopbie
3aMOJIHAKTCA MPU OKOHYATESIbHOM OPOPMAEHUN NOKYMEHTA B 3aBUCUMOCTU OT
KOHKPETHON cUTyauumn. Takne NOKYMeHTbl NepCreKTUBHbI, T. K. SKOHOMAT BpeMs Ha
NoOAroTOBKY.

I'Ipmmeprle OOKYMEHTbI HOCAT OpVIeHTVIpOBO‘-IHbIVI XapaKTep n NCnoJsib3yrwTcqa AnA
cocCTaBsieHNda N 0popMIEHNA OOKYMEHTOB MO aHaIornu.

AHKeTa - cnocob npeacTtaB/ieHNa YHNPUUMNPOBAHHOIO TeKCTa, NPY KOTOPOM MOCTOAHHas
MHopMaumna pacnosiaraeTcs B NIeBOWM 4acTun NINCTa, a nepemMeHHasa BHOCUTCA B JOKYMEHT
B npouecce ero coctasjieHunsa B npaByto 4aCTb JINCTa.

Tabnuua - LOKYMEHT, B KOTOPOM MNOCTOSAHHasA MH(OpMaL s pa3sMeLlaeTcs B 3arosioBkax
rpacd n 6okoBMKa (3aroNOBKN CTPOK), a NnepeMeHHas (B umMppoBOM NN CIOBECHOM
Bblpa>KeHunu) - Ha NnepecevyeHnUn COOTBETCTBYIOLLUX rpad N CTPOK.

TeKkcT, npencTaBieHHbIn B Buage Tabnuuybl, obnagaet 60sbW0ON NHPOPMALIMOHHON
€MKOCTbI0, MO3BONISIET CTPOro KJaccupuumupoBaTb N KOOUPOBATb MHGMOPMaLMIO N Nerko
CYMMUPOBaTb aHaNOrn4yHble AaHHble. B TabnnyHon popme ohopMAaoTCa WTaTHoe
pacnucaHune, nJjaH, rpadk OoTrNyCcKOB U gpyrme OKYMEeHTHI.

FocynapCTBEHHbLIN KnaccudukaTop ynpaBneH4Yeckon gokymeHTaumm YkpamHel K 010-
98, nencteyrowmin ¢ 01.06.99 conepXnT Takme KnacCbl 4OKYMEHTOB:



OpraHM3auMoHHO-pacnopsaAnTesibHaa OOKYMeHTauUmns;
NepPBUYHO-YYEeTHAsA AOKYMEHTaLNs;

6aHKOBCKasa AOKYMEHTaLuns;

(bnHaHCOBasa AOKyMeHTaLus;
OTYETHO-CTAaTUCTUYECKas [OKYMEHTaUNs;

NnJaHOBasi 4OKYMEeHTaLuus;

pecypcHas OOKyMeHTauus;

ToproBas AOKYMeHTauus;

BHELUHEeTOProBas AOKYMEHTaLNs;

LeHOBas AOKYMeHTauus;

[OKYMeHTaumns Tpyda, CounasbHbIX BOMPOCOB U COLMAIbHOM 3allMTbl HACEeNEeHWUS;
[OKYMeHTaumns 6bIToBoro o6cny>xmBaHnsa HaceneHus;
ByxranTepcko-y4yeTHas AOKYMeHTauuns;
[OKyMeHTaumns NeHcnoHHoro oHAa;
CJIOBapHO-CNpaBoYHaa AOKYMEHTaL M.

CucTeMbl LOKYMEHTaLNK

CornacHo NocypapCTBeHHOMY KJlacCUpuKaTopy yrnpaBieHYeCKoOn AOKYMeHTaumm
YkpauHbl K 010-98, cuctema noKkyMmeHTauUuUmM - 3TO COBOKYMHOCTb B3aUMOCBA3aHHbIX
OOKYMEHTOB, KOTOpble NCMOJIb3YIOTCA B onpenesieHHon cepe aesTesibHOCTN.

[lesATeNnbHOCTb Y4YpeXAeHMs, opraHn3auunm, NnpeanpusaTnsa oTpakaeTcs B pa3/INYHbIX
NOKYMEHTaXx, KOTOpble B3aUMOCBA3aHbl 1 COCTABAAT CUCTEMbI IOKYMEHTALNN,
npuMeHsieMble B onpeneneHHon cepe. MoXKHO Ha3BaTb MHOXECTBO CUCTEM
JOKYMEeHTaLWun, KOTopble KIacCMpULMPYOTCS Mo pa3sinYyHbIM NpU3HaKaM
(TepputopuranbHOMy, YHKLWOHaNbHOMY, YPOBHIO yNpaBaeHusa 1 T.M.). BoiaensioT
(pYHKUMOHaNbHbIE CUCTEMbI AOKYMEHTALWN - OpraHn3aLNoHHO-pacnopaanTesnbHas,
naaHoBas, OTYETHOCTATUCTMYECKasA U Ap., T.e. MPUCyLLne BCEM opraHam yrnpaBieHus.



CucTembl JOKYMEHTaLUuKW, oTparkallime AeaTeslbHOCTb OPraHoOB OTPAC/IEBOr0
yrpaBieHns (MMHUCTEPCTB, BEAOMCTB), MPUHATO CYUTATb OTPaC/eBbIMU. MOXXHO
BblAENATb Pa3/INYHbIe NOACUCTEMbI AOKYMEHTALNM MO YPOBHSM YNPABJIEHNS, OHU MeXay
cobol TeCHO CBsi3aHbl, U UX TPYAHO Pa3rpPaHNYUnTb.

Y Hac B CcTpaHe B CBA3M C pa3BUTUEM aBTOMaTU3aLMNM yrnpaBsieH4YeCKMX NpoLLeccos
pa3paboTaHbl YHUPULNPOBAHHbLIE CUCTEMbI IOKYMeHTauun. OnpeneneHue, Ha3Ha4vyeHue,
COCTaB YHU(PULMUPOBAHHOW CUCTEMbI OKYMEeHTauum yctaHasameatoTca FTOCTamu.
JOKYMEHTbI pa3/IndHbIX CUCTEM OO0JIXKHblI UMEeTb YHUPULIMPOBAHHYIO hOpMY.

YHucnympoBaHHasa cuctema gokymeHtaumm (YCO) - cuctema LOKyMeHTaUuKn, co3gaHHas
no eguHbLIM NpasuiamM n TpeboBaHUAM, cogepxawaa nHpopmauuto, Heobxognmyto ons
yrnpaBJsieHUsa B onpeneneHHom cpepe gesaTenbHOCTN.

YHnpuunposaHHble (hopMbl JOKYMEHTOB pa3pabaTbiBalOTCA N yTBEpPXKA4aTCA
MUHUCTEPCTBaMN N BegoMcTBaMun. OHM obsa3aTenbHbl 4N NPUMEHEHUS BO BCEX
yypexxAeHusxX, opraHmsaumax, NpeanpusaTuax He3aBMcMMo oT GopMbl COBCTBEHHOCTN.

focynapCTBEHHbIN KNnacCcngukaTop yrnpasieH4Yeckon gokyMmeHTauum YkpanHoel K 010-
98, nencteyrowmnin ¢ 01.06.99 BbigenseT Takne CUCTEMbl AOKYMEHTALUN:

OpraHn3aLUMoHHO-pacnopsaaAnTeNbHasa JOKYMeHTauus;
NnepBUYHO-yYE€THas AOKYMeHTauus;

6aHKOBCKasa OOKYMeHTauus;

nHaHcoBasa OOKYMeHTaums;
OTYETHO-CTaTUCTNYECKass AOKYMEeHTauus;

niaHoOBasi AOKyMeHTauus;

pecypcHas OOKyMeHTauus;

TOproBasi AOKYMeHTauus;

BHELLHEeTOproBas AOKYMeHTauus;

LLeHOBasa OOKyMeHTauus;

OOKYMEHTaUunA no Tpyay, counasjibHbIM BOMpocCamM “ couManbHOM 3alLMTe HaceNneHus;



NOKYMeHTauus no 6bIToBOMY 00C/Ty)>XKMBAHUIO HAaCeNeHus;
OyxranTepcko-y4yeTHas OOKYMeHTaLus;

[OKyMeHTauuns no NeHcMoHHoMy oHAaY;
WH(OPMALIMOHHO-CMPAaBOYHAs AOKYMeHTaLus.

OpraHn3aLnoHHO-pacnopaanTenbHas OKYMEHTauuns - cucTeMa OKYMeHTauuu,
ncnonb3lyeMas ofis peleHnst opraHn3auMoHHO-pacnopsanTeNbHbIX 3a4aHW
yrnpaB/ieHus.

OpraHn3aLnoHHO-pacnopaanTenbHas JOKYMEHTaLUMs BbiAeNseTCcs U3 equHon No CBoen
NH(MOPMALMOHHOW NMpupoae AOKYMEHTALUMUN B 3aBUCUMOCTU OT (hYHKLINIA
roCcylapCTBEHHOr0 OpraHa, yupexxaeHus, KoTopbi 06Cy>K1MBaeT Aenonpon3BoACcTBO.

OpraHbl rocyaapCcTBEHHOW B/IACTU U FOCYyapCTBEHHOM 0 yrpaBieHns YKpauHsbl, BCe
yypexxAeHus, opraHn3aumm 1 NpeanpuaTus oTparkatoT CBOO AesATeNIbHOCTb B
pacnopaanTesnbHbIX AOKYMEHTax. B COOTBETCTBUM C NOSIOXKEHUAMMN O TOCYAAPCTBEHHbIX
opraHax KaacCcuUUUpyTCsa U pacrnopsanTebHble OKYMEHTHI.

K pacnopsaanTenbHbIM LOKYMEHTaM, OTpa)kalLwmnMM agMUHUCTPATUBHO-YMNPaBIeHYeCKYyo
0EeATENIbHOCTb y‘-lpE)K,EI,eHVIVI, OTHOCATCA:

NMnoCTaHoOBJIEHNA - MPaBOBbl€ aKTbl, MPUHNMaeMble€ BbICLUMMUN NN HEKOTOPbIMUA
LUeHTpPaJibHbIMN OpraHaMn KoJisier najbHOro yrnpasjieHna B UENIAX pa3peleHns Hanbonee
Ba>XHbIX N MPUHLUUNMNAJIbHbIX 3a0a4, CTOAWMNMN nepen oaHHbIMU OpPpraHaMy, n
YCTaHOBJ1IEHNA CTabunbHbIX HOPM MpaBun noeegeHn.

peLleHnst - NPaBoBble€ aKTbl, MPUHNUMAEMbIE UCAOSHUTENbHLIMU KOMUTETAaMU. PelleHuns
0hOpPMAISIOT TakKXXe pe3ynbTaTbl AeATENbHOCTU U OPYTUX KOJIJIErnaabHbIX OPraHoB -
KONernin, MUHUCTEPCTB N BEOMCTB, Hay4YHbIX COBETOB U T.M.

PaCropsi»XXeHNs - aKTbl yNpPaBAeHUsA roCy4apCTBEHHOI0 opraHa, MUMetoLme BAaCcTHbIN
XapakTep, NPUCBOEHHbIE A0JIXKHOCTHOMY 1LY, FOCYAapCTBEHHOMY OpraHy
KOMMNeTeHUuun, nmetowne obssatenbHyo CUAy AN rpa>KaaH n opraHn3aumin, KOTOPbIM
pacnopsi>XeHne agpecoBaHo.

yCTaBbl - CBOAbl MPABWJ, PEryINPYIOLWNX AeATeNbHOCTb OPraHn3aLUmnin, yuypexxaeHun,
o6LecTB 1 rpakaaH, UX B3aUMOOTHOLLEHUS C APYrMMM OPraHn3aLmnsaMm U rpa)kaaHamu,
npaBa n 0653aHHOCTKU B onpeaeseHHon chepe rocyaapCTBEHHOIr0 yrnpaBieHNs nnu



X03A9NCTBEHHOW OEeATEe/IbHOCTU.

MOJIOXKEHMNSA - HOPMATUBHbIE aKTbl, UMEOLLNE CBOAHbLIN KOANPUKALMOHHbBIN XapaKTep u
onpegensowme nopagok obpasoBaHus, CTPYKTYPY, PYHKLNN, KOMMETEHLMIO,
0653aHHOCTN 1 opraHu3aumio paboTbl CUCTEMbI OPraHOB rocygapcTBa, e4NUHOro opraHa,
CTPYKTYpPHOro nogpa3sneneHms (KOMMCCuun, rpynnsol).

NpuKasbl - aKTbl, U30aBaeMble PYKOBOAUTENAMN MUHNCTEPCTB, BEAOMCTB, OTAENI0B U
ynpaBJsieHUN UCNOJIKOMOB MeCTHbIX COBETOB HAapPOAHbIX AenyTaToB, PyKOBOANTENSAMN
yypexxaeHun, obbegnHeHnin, opraHnsaunm n NnpegnpusaTmnin, 4enCcTBYOLWMMN Ha OCHOBE
eanHoHann4yun4. Npukas nsgaeTca aas peweHns OCHOBHbIX OMepaTUBHbIX 3a4ay,
CcToAWMX nepen oaHHbIM OPraHoOM.

WHCTPYKUUWN - NPaBOBble aKTbl, N3[laBaeMble OPraHoOM rocyapCTBEHHOI O yrnpassieHns
(nnn yTBEp)XOAEMbIN €ro pykKoBogUTeNeM) B LieNsiX YCTaHOBJIEHUSA Npasui,
perynupyowmnx opraHn3aunoHHble BOMPOoChl, HAYYHO-TEXHNYECKNE, TEXHOIOrn4ecKume,
(PpHaHCOBbIE N NHblE CNeunasibHble CTOPOHbI AeATEeNbLHOCTU YYpexxK4eHUn, opraHm3auun,
npeanpuaTuin (Mx nogpasgeneHnin n cny>x0), LOSKHOCTHBIX UL, N FpaXKaaH.
NHCTPYKUUM N3[aI0TCA TaKXKe B LieNX pa3bsaACHeHUs 1 onpeesnieHns nopagka
npUMeHeHUs 3aKoHoZaTesIbHbIX aKTOB U pacnopsagnTesbHbIX AOKYMEHTOB.

MPOTOKOJIbl - JOKYMEHTbI, (hUKCUpYoLLMe Xo4 06CYy)KAEHNA BOMPOCOB U MPUHATUA
peLLueHnin Ha cobpaHNAX, COBELLAHNAX, KOHDEPEeHLUMAX U 3acefaHnax KosnernanbHbiX
OpraHos.

NOKNaAHble N 06bSACHUTE IbHbIE 3aNUCKW: A0KIaAHble 3aMUCKN — NOKYMEHTHhI,
aJipecoBaHHble PYKOBOACTBY U MU3naratoLme Kakon-nmbo Bonpoc ¢ BbIBOAAMU U
NpeanoXXeHUs M1 COCTaBUTeSS; 00 bACHUTENbHbIE 3aNUCKU - 1) OKYMEHTHI,
NOSICHSOLME COAEeP)XAaHNE OTAENbHbIX MOJIOXKEHUN OCHOBHOIO AOKYMeHTa (MnaHa,
oTYeTa, NpoeKTa); 2) coobLieHna OO0MKHOCTHOrO LA, NosicHslLWMne Kakoe-nmbo
nencTeue, hakT, NnpoucllecTsme, NpeacTaBaseMble BbllUECTOSAWEMY AO0/XKHOCTHOMY
NnLy.

aKTbl - OKYMEHTbI, COCTaBJIEHHblIE HECKOJIbBKUMW JILUaMN U nogTBep>Xaatowmne
yCTaHOBJ1IEHHbIE q)aKTbI nnn cobbiTuS.

OTHYETHI 1 Op.

[MepBUYHO-y4YeTHaa AOKYMeHTauusa - cucteMa 4OKyMeHTauunm, ncnosb3yemMas ons
yrnpasJsieHnd I'IpOI/I3BO,EI,CTB€HHO-XOBFIVICTBGHHOVI 0eATeJSIbHOCTbIO Cy6'bEKTOB



npeanpuHUMaTeNIbCKON NeATeNbHOCTU, OPraHn3aLUmnin, KoTopble He 3aHUMaloTCS
npeanpuHUMaTeNIbCKON OeAaTeNbHOCTbIO, BCeX hopM COBCTBEHHOCTM.

BaHKOBCKasa OOKyMeHTauusa - cucteMa LOKYMeHTauunm, ncnosb3lyemMasa ons
ocyLlecTBJ1EHNA PaCHETHO-AEHEXHbLIX orlepau,vn7| yepes baHKkW.

®drHaHCOBasA AOKYMEHTALMNA - CUCTEMA AOKYMEHTALWN, UCNOJib3yeMas ANa OpraHu3aumm
(pMHAHCOBbIX B3aMMOOTHOLIEHUI CyObEKTOB SKOHOMUKMN.

OT4YeTHO-CTaTUCTNYeCKasa OOKYMeHTauna - cucteMa AOKyMeHTauum, ucnosibayemasn aas
peweHnsa 3aga4 rocyapCTBEHHOW CTAaTUCTUKN U MOJTYHYEeHUSA CTaTUCTUYECKOWN
MHopMaumnn.

OT1yerT - OOKYMEHT, co,u,epmau.lvn?l cBefeHund O pesyibTaTax OEATEJIbHOCTN 3a
onpe,u,eneHHb||7| nepmon speMeHN. OT4yeTHasa OOKYyMeHTaund ydypexageHna COCTouT U3
HEeCKOJIbKNX KOMIMJIEKCOB AOKYMEHTOB: NroCcyaapCrtBeHHaa CTaTUCTU4YeCKad OTHETHOCTb,
BegoMCTBEHHaAA OTHETHOCTb,; BHYTpuny4dpexxgeH4eCkad OTHE€THOCTb.

®OpMbl JOKYMEHTOB roCyapCTBEHHON CTaTUCTUYECKON OTHETHOCTU pa3pabaTbiBaloTCS
focKOMCTaTOM YKpauHbl U ABNAIOTCA 0053aTeNIbHbIMUW A1 BCEX YUYpexxAeHUN,
opraHusauunm n npeanpuaTuin. ®opmMbl LOKYMEHTOB BEJOMCTBEHHON OTHYETHOCTU
pa3pabaTbiBalOTCA MUHUCTEPCTBAMU U BeAOMCTBaMU. LleHTpanbHbIn 6BaHK YKpaunHbl,
FocynapcTBeHHaa Hanorosas ciy>kba YkpanHbl 1 MMHUCTEPCTBO (PUHAHCOB YKpaunHbl
npeacTaBnsaoT GopMbl ByxranTepckoro y4yeTa v 0OTYETHOCTU, HaJI0rOBOM OTHETHOCTN,
obs3aTenbHble AN BCex opraHmsaumn. ®opmbl BeJOMCTBEHHON OTYETHOCTU FOTOBAT
hbenepanbHble opraHbl UCMOJIHUTEIbHOW BJIaCTU, KOTOPbIE OCYLLLEeCTBIAIOT OTpacsiesBoe
ynpasJieHue.

focypapcTBEHHAdA CTaTUCTUYECKasa N BEOOMCTBEHHAsa OTYETHOCTb NpeaAcTaBNsaeTCsa B
YCTaHOBJIEHHbIE CPOKUM COOTBETCTBYIOLWMM TEPPUTOPUANIbHLIM OpraHoM. Mo cpokam
npeacTaB/eHUsa OHa MOXKET ObITb AeKaQHOW, MEeCAYHOWN, KBapTaJZlbHOW, NONYyroa0BON 1
rofoBOMN.

B Ka)KAOM y4YpexAeHNN COCTaBNAETCA BHYTPEHHAS OTYETHOCTb O BbIMOJIHEHUW MJ1IaHOB,
3a4aHWUIN, pa30BbIX NOPYYEHUN PYKOBOACTBA UM NOPYYEHNI BblLLECTOSALEN
opraHm3aumun. Takoro pofa oT4eTHble JOKYMEHTbI COCTaBAATCSA crieymannctamm
CTPYKTYPHbIX Nogpa3gesieHnin n NpeacTtaBisoTCcsa Ha pacCMOTpeHne pyKoBOACTBa
OaHHOW NN BbILWECTOALEeN opraHn3aunn. BHyTpuydpexxgeH4yeckme oT4eTHble
OOKYMEHTbI MOIYT Ha3blBaTbCA: OTYET UK CMpaBKa OTHYETHOr0 XxapakTepa.



FocypapcTBeHHas CTaTU4Yeckas U BeAOMCTBEHHAs OTYETHOCTb COCTaB/IIETCS Ha OCHOBE
YTBEPXKAEHHbIX YHUPULMPOBAHHBIX (DOPM N B COOTBETCTBUM C YTBEP)KAEHHBLIMU
HOPMATMBHbLIMU OOKYMEHTaMM.

MnaHoBasa OOKYMeHTaumsa - cuctemMa AOKyMeHTauuu, ucnosibdyemasa g pelleHns 3agaud
NMPOrHO3npoBaHUA U NNaHNPOBaHUA Pa3BUTUA SKOHOMUKN.

Pe3ynbTaTbl MIaHUPOBAHMA PUKCUPYIOTCA B MJAHOBbLIX AOKYMEHTaX, KOTOpble MMEKT
cnenyloLline Ha3BaHMA: NaaH, NepCneKTMUBHbIN NAaH, NporpaMmma, rpadmk, cxema,
reHepasibHasa cxema.

OcobeHHOCTb NNaHOBbLIX OOKYMEHTOB B TOM, YTO OHWM BCerga CoCtaBnATCA Ha KaKoW-
nnéo onpeneneHan?l CPOK: HECKOJIbKO J1eT, rod, noJsirogda, KBapTaJi, MeCALl NJIN Ha
nepmopn BbIMNOJIHEHNA KOHKPETHOro snaa pa60T.

depnepalibHble MJaHbl, MPOrpaMMbl, reHepasibHble CXeMbl pa3pabaTbiBaloTCS NO
pelueHuto MpaBnTeNbCTBa YKPauHbl OAHUM UM HECKONBKUMU MUHUCTEPCTBAMU U
BeOOMCTBaMU. MpoeKTbl A0 UX NpeacTaBsieHns B MpaBUTeNbLCTBO YKpPaWHbI Ha
yTBeEp)XAeHNe B 06513aTeIbHOM MopsKe NMPoXoaaT CTaAuo COrlacoBaHMUS CO BCEMMU
3aMHTEPECOBAHHbIMY yYpeXXaAeHUaMn. YTBepKaalTca heaepasibHble NPorpaMmsl,
NJaHbl U FreHepasibHble CXeMbl MOCTAHOBAEHUSAMU MpaBUTENbLCTBA YKPaUHBI.

OTpacnesble NiaHbl U NporpaMmbl pa3pabaTbiBalOTCA OPraHOM UCMONHUTENIbHOM BNACTw,
015 NOABEAOMCTBEHHbIX YYPEXAEHUA N OpraHn3aLmnin. YTBEPXKAAOTCSA PyKOBOAMTENEM
opraHa UCMOJIHNTENbHOW BNAacTK (MUHUCTEPCTBA UM BEAOMCTBA) U SIBNSIOTCS
obs13aTeNbHbIMU AN BbIMOJHEHNS. KOHTPOJIb 3a UX BbINOJIHEHMEM OCYLLECTBAAETCS
COOTBETCTBYOWMM dhefepasbHbiM OpraHoOM NCMOJIHUTENbHOW BACTMW.

TeppuTopuasbHbie NPOrpaMMsbl, NMaaHbl, CXxeMbl pa3pabaTbiBalOTCA agMUHUCTPALUAMMN
KpaeB, obnacten, pannoHOB, rOPOAOB, N APYruX TeppuTopmasabHbiX 0bpa3oBaHUn K
OENCTBYIOT B paMKax Tepputopun. Kak npaBunso, OHM KacatoTCs BONPOCOB COLMAIbHOIoO
N SKOHOMUNYECKOro pa3BuTna n 61aroycTponcTea TEPPUTOPUIA.

MnaHvpoBaHVe OeATesNIbHOCTU OTAEe/bHOW OpraHu3aLnm, Kak npasunsio, OCyLLecTBAsSeTCS
B popMe nsaHa, nporpamMmbl unu rpaduka. Npn Hannymm B y4pexaeHuun Kossierunm,
COBETOB, KOMUCCUWN UX OeATEeNIbHOCTb TakXe rnjaHupyeTcs.

Pa3pabaTbiBaloTCS NJIaHOBblE OKYMEHTbl PYKOBOACTBOM C NpMBJIEYEHNEM
KBaIMPULNPOBAHHbIX CMeunaancToB n o6a3aTesibHO NPOXOAAT CTaAUIO COrlacoBaHMS n
YyTBEPXKOEHUS.



NMporpamMmma nognncbIBaeTCsa pykoBoguTenem nogpasgeneHns, OTBEeTCTBEHHONO 3a
pa3paboTKy nporpamMmmsbl. YTBEP)KAAOTCS MPOrpamMmbl PYKOBOAUTENEM BbILLECTOSLLEN
WA QaHHOM OpraHn3auum UM KoanernaabHbIM opraHom (cobpaHmuem, COBETOM,
KoJsilernem v T.nm.).

MnaH - [OKYMEHT, YyCTaHaB/IMBAOWMIA NepevyeHb HaMeYeHHbIX K BbIMOJIHEHUIO
MEpPOMNPUATUIA, NX MOCNIef0BaTENbHOCTb, 06beM, CPOKUN, OTBETCTBEHHbIX UCMOJIHUTENEN.
dopMa naaHoOB, Kak NpaBuio, TabnmyHas.

MnaHbl opraHmn3aumnn ohopmMaaTCa Ha obwem bnaHke. Obs3aTeNbHbIMN PEKBU3NTAMU
njaHa aBASATCA: HAUMEHOBAHME OpraHM3aumnmn, Ha3BaHMe BUaa AOKYMeHTa, AaTa,
HOMep AOKYMeHTa, MeCcTO COCTaBJIEHUS MNJaHa, 3aroJIoBOK K TEKCTY, MOANUCHL, rpud
yTBepXaeHus. MNnaHbl CTPYKTYPHbIX NoApa3aeneHnin oopMIsaioTCs Ha CTaHAAPTHbIX
nnctax bymarum ¢ HaHeceHneM BCcex He0BX0ONMbIX PEKBU3UTOB.

MnaHbl paboT UM MeponpusATUA NOANUCLIBAOTCSA PYKOBOAUTENSAMM NoApa3nesieHnin-
pa3paboTyYMKOB, yTBEP)KAAIOTCA NiaHbl PYKOBOAUTESIEM BbILLECTOSLLENr0 OpraHa niu
[aHHOW opraHu3aunu.

LleHoBaa AOKyMeHTauums - CucTemMa AOKYMEeHTaunm, ucrnosibdyemas anas peleHns 3agad
aHanu3a ueH n ueHoobpasoBaHuUs.

PecypcHasi LOKYMeHTaLNnsa - CUCTeMa AOKYMeHTaUumn, ncnosb3yemas ans peeHuns
3ajlay ynpaBJieHUsi pecypcamum.

ToproBasi 4OKYMeEHTaLNA - CUCTEMA AOKYMEHTaLUK, ucnosb3yeMmas ans peweHuns 3anad
yrnpaBJieHNs TOProBen.

Bce Toprosble onepauunn, oCyLWecTBASEMbIE NPeAnpPUATUAMUN, OOJKHbI B 0653aTe/IbHOM
nopsiake 6bITb opopMaeHbl JOKYMeHTanbHO. OcobeHHO BHUMMaHne HeobxoaMmMo yaennTb
IOPUANYECKMM OOKYMEHTAM, Tak Kak 6e3 HMX 3Tu onepaunn byayT HeaencTBUTEbHbI.

CyLlecTByOWMM 3aKOHOAATENbCTBOM NPeayCMOTPEHbI CneumnanbHble NpaBoBble HOPMbI
A5 0POPMIEHNS TOProBbIX LOKYMEHTOB, TO €CTh, €C/IN UX HE MPULEPXKNBATHLCH,
NOKYMEHT He byaeT nMeTb lopuaANYecKyto cuny. K HUM MOXKHO OTHECTU: coaep>xaHune,
opMa, Nnopanok 0QOpPMIIEHMNS U NCMOJIHEHUS, TaKXXe pernaMeHTUpyeMble
3aKOHOOATEe/IbCTBOM.

B npouecce cBoenn hHaAHCOBO-X03AMCTBEHHON AeATEeNbHOCTM TOProBblie NpeanpuaTus
BCTYMNaloT CO CBOMMMW MapTHeEpaMn BO B3aUMOOTHOLWeHNA. CnepBa criegyeT 3ak/o4yeHune
[LOrOBOPOB, @ MOTOM MPOU3BOAATCA pacyeThl.



B ToproBoi aesiTeNbHOCTU NPeanpuaTusa Yaule BCero ynotpebnsoT gorosopa Kynan-
nponaxku. No ooroeopy Kynan-npona>ku nponasel, ob6s3yeTcsa nepefaTb MMYLLECTBO
(Bewb, ToBap) B COBCTBEHHOCTD, T.e. MOJIHOE X035INCTBEHHOE BEAEHME NN ONepaTUBHOE
yrnpaBJieHMe NoKyrnaTess, a NokyrnaTesb 06s3yeTcs NPUHATL UMYLLLIECTBO U AOMNNATUTL
32 Hero onpeaeneHHyo LeHy.

CocTaBsieHMe O0oroBopa SABASAETCS CJIOXKHOM N OTBETCTBEHHOW YaCTbiO 3aKJIlOYEHNS
cOoenku.

[Jorosop BbINOJIHAET cnepyowme QPyHKLNN:

- opungnyveckKn 3akKperideT oTHOWEHNA MeXX Oy napTHepaMin, npngaBad MM XapaKTep,
0653aTeNbHOCTb BbINOJIHEHNS KOTOPbIX 3allNLEHO 3aKOHOM;,

- onpegenseT NoOpAAoK 1 cnocobbl BbINOSIHEHUA 0653aTENbCTB;
- NnpeaycMaTpuBaeT cnocobbl 3aWwnThl obecnevyeHnsa 06a3aTenbCTB.

HoNrocpoYHble KOHTPaKTbl MO3BOMIAOT NPefnpuATUIO NJIaHNPOBaTb OeATEsIbHOCTD,
onpenenaTb NepCcrnekTuBbl pa3BuUTUA. Bce acnekTol X03ANCTBEHHbIX OTHOLLUEHWUI, HE
oTMe4HeHHblE B OOroBope, perjiaMeHTUpoBaHbI ,EI,EI‘/'ICTBleLLI,I/IM 3aKoHO4aTeJIbCTBOM, T.€.
€CTb oripeagesieHHble TpE6OBaHVIF| K OeNCTBUIO OOroBOpPOB.

oKyMeHTaunsa no Tpyay, coumasbHbIM BOMPOCaM M CoUuManbHON 3alnTe HaceseHns -
cucTeMa OOKYMeHTauum, ncnosibyemMas ajasa peweHns 3anay ynpasaeHns TpyaoBbiMUY
pecypcamMu 1 coumasibHOM 3aLnNTON.

HokyMeHTauma no byxranTepckoMy y4yeTy - CUCTEMA AOKYMEHTauun, uCnosiblyemas ans
pelweHns 3agay b6yxranTepckoro yvyeTta 6104)KEeTHbIX N XO3PaCUYETHbIX YYPEXXOEHNA 1
opraHu3sauunmn.

Byxrantepcknmm foKyMeHTaMmn opopMasatoTCsa Nobble X039NCTBEHHbIE onepaunv B Ton
nocnenoBaTe/lbHOCTU, B KAKO OHM coBepLuatoTcAa. 3To obecneymBaeT CNJOLHON,
HemnpepbIBHLIN y4eT BCeX 0O0beKTOB ByXranTepCcKoro y4yeTa; opnanyeckoe obocHoBaHune
byXxranTepckux 3annucen, KoTopbie AenatT Ha OCHOBAHNN OOKYMEHTOB, UMEKLLNX
AOoKa3aTeNlbHYI0 CUY; UCNOJIb30BaHME LOKYMEHTOB OJ18 TEKYLLEero KOHTpPOoNs u
onepaTMBHOINO PyYKOBOACTBA XO03ANCTBEHHOW AE€ATE/IbHOCTbLIO OpraHM3aunin, KOHTPOJIb 3a
COXPaHHOCTbIO COBCTBEHHOCTU, TaK Kak OKYMEeHTaMn NOATBEpPXAaeTCsa MaTepunasibHas
OTBETCTBEHHOCTb PabOTHNKOB 3a OOBEPEHHbIE UM LEHHOCTU; YKPEnJeHne 3aKOHHOCTH,
MOCKOJIbKY LOKYMEHTbI CJ/Ty>KaT OCHOBHbIM NCTOYHUKOM CBeAeHU ANA nocneanytouero
KOHTPOJIA NPaBUbLHOCTU, L,esieco0bpasHOCTU U 3aKOHHOCTU Ka)K 40N XO3NCTBEHHOM



onepauun Npun OKyMeHTasIbHbIX PEBU3USIX.
OCHOBHbIE NMPU3HAKK, MO KOTOPbIM KJlacCuuumnpytoTcsa ByxranTepckme AOKYMEHTbI:
No Ha3HavyeHwuto;

Mo Ha3HAYeHNI0 NOKYMEHTbI NOAPa3AenanTCs Ha pacnopsanTesbHble,
onpaBaaTesbHble, Byxrantepckoro oopMaeHns 1 KOMOMHNUPOBAHHbIE.

PacnopsanTesibHbIMN Ha3bIBAlOTCA TakMe LOKYMEHTbl, KOTopble cogep»xaT
pacrnopsi»XeHue O BbIMOJIHEHUN TOWN NN UHOW XO3AWCTBEHHOW onepauunn. Ix OCHOBHOoe
Ha3Ha4veHue - nepefava ykasaHunm pykosogsawmx paboTHUKOB HernocpeACTBEHHbIM
ncnonHuTensam. MHormne onepaumn CoBepLLarTCs TOJIbKO MPu Haan4nmn
COOTBETCTBYIOLLEro pacnopsaaAnTenbHOro JOKyMeHTa.

K yncny pacnopsgnTenbHbIX JOKYMEHTOB OTHOCATCS NPUKa3sbl, PaCropsi>XeHUs, 3anncu o
npveme n yBoJibHEHUN € paboTkl, 06 oTnycke.

DTV OOKYMEHTHI eLle He coaep)xaT B cebe noaTBeEpXAeHUS PaKTOB COBEpLUEHNS
onepauuin, N03ToMYy camu rno cebe oHN He MOryT CNY>KUTb OCHOBAHMEM A1 OTPa)KeHUs
onepauun B yyeTe.

OnpaBaaTenbHbIMU (MIN UCMONHUTENIbHBIMN) Ha3bIBalOTCSA AOKYMEHTbI, 0(QOopMstoL e
y>Xe nponsseaeHHble ornepaunn. OHU COCTaBASAIOTCA B MOMEHT COBEpPLUEHNA onepauui n
noATBep»XAatoT PakKT BbINOJIHEHUS NPUKa3a UM pacrnops>xeHus. Hanpumep, pacyeTHble
BEAOMOCTW No 3apaboTHOWM nNnaTe, HakNadHble, akTbl, cHeTa-PaKTypbl, KBUTaHLUW,
CBMAETENbCTBYOWME O NpYeMe LLeHHOCTEN, N MHOormne gpyrue.

[okyMeHTamMun 6yxranTepCKoro ohopMsIeHNA Ha3bIBAlOTCA TakKne AOKYMEHTbl, KOTopble
CO30al0TCA annapaToMm 6yxranTep|/||/| ONd NoAroToBKM y4eTHbIX 3anucen, a Takxe ans
obneryeHuns, COKpaweHnda n ynpowieHunsa nocieaHunx.

LLoOKyMeHTbl Byxrantepckoro oQopMJIeEHNSA COCTaBAAT B Byxrantepum Ha OCHOBaHUMN
paHee 0(hOPMNEHHbIX PacnopsaNTEeNbHbIX N ONpaBAaTeNIbHbIX LOKYMEHTOB. OHM
npefHasHayYeHbl ANa oTpaXkeHna ByxranTepCckux 3anmncen B y4eTHbIX perncrpax c
LLeNIbli0 YCKOPEHMS YHYEeTHOro npowuecca. B aTux ookyMeHTax HET pacrnopsi>XeHns Ha
npoBefeHne X03IMCTBEHHOW onepaunn N HeT NoATBEPXKAEHUS (haKTa ee COBEpPLUEHMS.
Hanpumep, pac4yeT CyMMbl NPeTEeH3UN N0 NCKY, PpacYeT U3HOCA OCHOBHbLIX CPEACTB U
HeMaTepuasibHbIX aKTUBOB, pac4yeTbl TOBAapHbIX NOTEPb U T.4.



K nOoKyMeHTaM ByxranTepckoro ohopMieHMNss OTHOCATCA TakxKe byxrantepckue
cnpaBKu. OHU COCTABASAIOTCA B TeX CJIyYasix, KOrga Hy>XHO NepeHecTn CyMMy C OAHOro
cyeTa Ha Apyron, oYopMUTb 3aKpPbITUE CHETA, UCMPABUTL OLUNMOKMK, AONYLEHHbIE B
y4eTHbIX 3anuncax, 1 T.n. HeobxoAMMOCTb B 3TOM BO3HMKAET A0BOJIbHO YacTo, U MO3TOMY
CpaBKW TakKoro poaa B ByxranTepckon NpakTMKe BeCbMa PacrnpoCTPaHEHbI.

KOMBMHNPOBaHHbLIMUY Ha3bIBAlOTCS TakMe OOKYMEHTbl, KOTOpble COYeTaloT NpM3HaKu
HECKOJIbKMX BUAOB AOKYMEHTOB: PacnopsAnTeNIbHbIX U OnpaBaaTeNbHbIX,
onpaBAaTesibHbIX U LOKYMEHTOB Byxrantepckoro opopmaeHns n 1.4. OHu cayxaT
OOHOBPEMEHHO 1 pacnopsi>XeHNeM 0 BbIMOJHEHNN JaHHOW onepauuun, n onpaBgaHnem ee
BbIMOJIHEHUS, DUKCMPYIOT COBEPLLEHHYIO ONEpaLnio N B TO XXe BPeEMS coaep kaT
yKasaHune o0 nopsigke oTpa)keHus ee B cHeTax. Hanpumep, NpnxoaHblie N pacxogHble
KacCoBble opAepa, aBaHCOBble OTYEeTbl MOAOTHYETHbIX KL, TPebOBaHMSA Ha OTNYCK
MaTepunanoB, IMMNTHO-3abopHble KapTbl, pacYeTHO-NaTeXHble BEAOMOCTN, 06bABNEHUNS
0 B3HOCE HaJ/INYHbIX AEHEXHbIX CPeACTB Ha pacYeTHbIN CYeT U T.A4.

Co4yeTaHne B 0JHOM JIOKYMEHTE NPU3HAaKOB HECKOJIbKUX BUAOB JOKYMEHTOB YMNpoLlaeT
NX y4eTHYyo 06paboTKy, COKpalllaeT KOJIMYECTBO AOKYMEHTOB M 3aTpaThbl HA UX
npuobpeTeHne. KOMOMHMPOBAHHbIE JOKYMEHTbI COCTABAT OJ1S YMEHbLUeHUs Ynucna
JIOKYMEHTOB MO XO3ANCTBEHHbIM OMNepaLnsaM, KOTopble MOBTOPSAITCS B OpraHn3aLnm
MHOIMOKPaTHO B TeYEeHMe KOPOTKOro rnepuoaa.

no cnocoby (NopsiaKy) cocTaBneHus;
Mo crnocoby (MopsaKy) COCTaB/IEHUA Pa3/INYaAIOT MEPBUYHbIE U CBOAHbIE JOKYMEHTbI.

MNepBUYHLIMKU HA3bIBAOTCS JOKYMEHTbI, KOTOPbIE OTPAXKAKOT BCE XO3SNCTBEHHbIE
onepaunn HenocpeacTBEHHO B MOMEHT UX coBeplueHuns. OHU ABNSIOTCS NepBbIM
hopMasibHbIM AOKa3aTe/IbCTBOM TOr0, YTO AaHHbIE onepaunun AenCcTBUTENIbHO
BbIMOJIHEHbI. K NEPBUYHbLIM JOKYMEHTAM OTHOCATCS KaCCOBble MPUXOAHbIE N PACXOAHbIE
opaepa, HakNnaaHble, NPUeMo-cAaToYHble aKTbl, Hapsabl, KBUTaHUUK U T.M. NpnMepom
NePBUYHOr0 JOKYMEHTA MOXKET TaK)XXe CNY)XXUTb NPUXOAHbIN opaep. OH cocTaBnsieTCs
npw NOCTYMNNEHNN MAaTepPMasioB Ha CKNag U CBUAETENIbCTBYET O BbIMOJIHEHUN
K1a40BLIMKOM OAHHOIr0o eMy pacrnopsi>xeHust o6 nx npmneme.

CBOOHbLIMW Ha3bIBAOTCA AOKYMEHTbI, COCTaBJISEMbIE HA OCHOBE NMEPBUYHbIX JOKYMEHTOB.
B HUX oTpa)kaloTcsa onepauunun, paHee y>ke ohopMJIEHHbIE COOTBETCTBYOLLNMMU
nepBUYHbIMU AoKyMeHTaMn. CocTaBNeHME BTOPUYHBIX JOKYMEHTOB HanpsMyto He
CBS13@HO C XO3AMCTBEHHbLIMWU ONEpPaLMAMN, B HUX JINLLb PEFUCTPUPYIOTCS 3TN onepaumn
Mo AaHHbIM NePBUYHbIX JOKYMEHTOB.



CBOOHble JOKYMEHTbI MO3BOJISIOT YMEHbLLINTbL KOJIMYECTBO 3aNnUCeN B cHeTax
byxranTtepckoro yyeTta. K cBOAHbIM OKYMeHTaM OTHOCATCA pa3paboToyHble Tabnuubl,
rpynnmMpoBOYHbIE BEAOMOCTN, BEAOMOCTN pacnpenesieHns pacxonoB, OTYEThI
(BeQOMOCTN) O ABMXKEHUM NPOAYKTOB U MaTepuasioB, aBaHCOBbIN OTYeT 1 Ap. ABaHCOBbIN
OTYET 3aMnoJIHAETCSH Ha OCHOBAHUW NEPBUYHbLIX JOKYMEHTOB, A€ YKa3blBaloTCs BCE
pacxonbl, MPon3BeAeHHble NOAOTHETHbLIM NNLOM. K YUCy CBOAHbIX JOKYMEHTOB
OTHOCSITCS TaK>XXe pacyYeTHO-NJIaTEXXHble B€AOMOCTM No 3apaboTHOM nnate nau
BEAOMOCTW BbiMyCKa FrOTOBOMN NPOAYKLWNN, pa3/IMyHble BHYTPEHHME OTHeThI (Hanpumep,
OTYET 0 ABMXXEHUN MaTepUabHbIX LLEHHOCTEN NO CKNaay) n ap. Bce aTn 4OKyMeHThI
obsi3aTenbHO cogep>kaT AOMOJHUTENbHbIE AAaHHbIE, MOMUMO TEX, KOTOPbIE MMEKTCA B
NepBUYHbIX OOKYMEHTaX, ABMBLUMXCS Ba30M ANs UX COCTaB/IEHUS.

NTakK, cBOOHbIE OOKYMEHTbI C/ly>KaT, BO-MNepBbiX, 414 obbeanHEeHNa OaHHbIX nepBU4HbIX
OOKYMEHTOB 1 NoJNy4YeHnda YKPYMNMHEHHbIX rnokasaTenen u, BO-BTOpPbIX, OJ14 TPYNMMPOBKHA
OaHHbIX NMepBNYHbLIX JOKYMEHTOB C LeJIbIo noayyvYeHnd 0ONOJIHUTEJIbHbIX ceegeHunn ob
YYUTbIBa€MbIX Oornepaundax n oTpa>XeHnd 3Tnx onepau,w7| B HOBOM pa3pes3e.
CnepoBaTeflbHO, CBOAHbIE OOKYMEHTbI NCMOJIb3YIOTCA KaK CpenCcTBo O6pa6OTKI/I
NCXOAHbIX AaHHbIX 06 onepauundax.

Mo cnocoby oTparkeHns X03NCTBEHHbIX onepauni;

Mo cnocoby oTparkeHUsa X03AMCTBEHHbIX ONepaunin AOKYMEHTbI AeNATCA Ha pa3oBble U
HaKoMUTEesbHbIE.

Pa30Bble JOKYMEHTbI OTPakatoT OA4HY UM OQHOBPEMEHHO HECKOJIbKO X03ANCTBEHHbIX
onepauunin. OTAMYMTENbHAA YepTa 3TUX JOKYMEHTOB - Cpa3y Xe NocJie COCTABJIEHNSA OHM
nepepnatoTcs B Oyxranteputo 1 MOryT CIY)KUTb OCHOBAHMEM A5 ByXranTepckux
3anuncein. Hanpumep, NpMxo4HbIX OpAEp NO MaTepuasam, BEAOMOCTW pacnpenesieHmns
pPacxonoB, KasbKynaLUNK, HakKagHble, NpMeMo-cAaTOYHble aKTbl, KACCOBbLIE OpAepa,
J[EeHEeXHble YeKu 1 T.M.

HakonutenbHble [OKYMEHThI C/ly>KaT A1 opopMaeHNs 0gHOPOAHbIX onepaLunn,
COBEpLUAEMbIX Ha NPeaAnpusaTUM B pa3Hoe BpeMSa (3a Heaenw, aAekaay, nonmecaua). Ux
COCTaBAAT C Lesibl0 YMEHbLUEHUS YMCA BbIMUCbIBAEMbIX JOKYMEHTOB MO TEM
onepaunsm, KOTopble NPON3BOAATCS Ha NPEANPUATUN MHOIMOKPaTHO B TeYeHne
KOPOTKOro BpemeHun. Hanpumep, AHEBHON 3ab60pPHbIN NNCT Ha OTNYCK CbIPbSs, JINLEBLIE
cyeTa no 3apaboTHon nnaTe, Tabenb yyeTa paboyero BpeMeHun, BE4OMOCTb
BbIMOJIHEHHbIX paboT 1 T.n.

no MecTy CoCTaBJ1eHUs,



Mo MeCTy COCTaBJiIeHUA OOKYMEHTbI AeNAT Ha BHYTPEHHNE N BHELLUHWNE.

BHyTpeHHMe OOKYMEHTbI COCTABASAOT BHYTPU NpeanpusaTtus. Mm oopmMnatoTcs
X035INCTBEHHbIE ONepaLnmn, CoBepLUaeMble TOJIbKO BHYTPU NpeanpusaTust. 3Tu
[OKYMEHTbI He BbIXOAAT 3a Npenesbl NpeanpusaTns, HanpuMmep, pacieTHo-NAaTeXHble
BE4OMOCTU, NPUXOAHbIE N pacxoOHble KAaCcCoBble opaepa u ap.

BHeLIHNe JOKYMEHTbI COCTaBASAIOT BHE AAHHOIO NpeanpusaTna n nMmn oQopMIATCS
onepauunmn, ocyllecTBAseMble Mexay npeanpuatTmaMmn. Hanpumep, c4eTa, HaknagHble,
cyeTa-PaKTypbl KOHTPAreHToOB.

OToenbHble BHYTPEHHNE OOKYMEHTbI B pe3yJsibTaTe CoBepLUaeMbIX XO3ANCTBEHHbIX
onepaumnm CTaHOBATCHA BHELWHNMW, HanNpuMep, AeHEXXHble YeKU, NaaTeXXHble NOPYy4EHUS.
Mpn 3aN0/IHEHUN BHYTPEHHUX OOKYMEHTOB A0CTAaTOYHO YKa3aTb TOJIbKO o0b6a3aTesibHble
PEKBU3NTDI, @ NPU COCTAB/IEHUN BHELUHUX OOKYMEHTOB Heobxoammo eule nobasBnTb
OOMOSIHUTESIbHbIE PEKBU3NTLI OKYMEHTOB AJ18 NOJIHOTblI XapaKTEPUCTUKN
X038MNCTBEHHOW ornepauunu.

Nno Ka4yeCTBEHHbLIM MNMPU3HaKaM,

Mo Ka4yeCTBEHHbLIM MPU3HaKaM AOKYMEHTbI MOryT ObiTb MOJIHOLEHHBLIMUY 1
HEeNOJIHOLLeHHbIMW. MOJTHOLLEHHbIM ABNAETCSH TaKOW OOKYMEHT, KOTOPLIA COCTaBJIEH MO
yCTaHOBJIEHHON hopMe, nMeeT Bce 06Aa3aTesNIbHble PEKBU3UTLI U MPaBUJIbHO OTpaXkaeT
AEeNCTBUTENIbHO COBEPLLUEHHYIO N 3aKOHHYIO XO3NCTBEHHYO onepaumnto. [JoKyMeHT, He
yAOBNETBOPSAOWNN 3TUM TpeboBaHMAM, ABNAETCSH HEMOJIHOLLEHHbIM.

no cteneHn ncrnobsoBaHuda CpencTB BbIYUC/INTENIbHOWN TEXHUKW.

Mo cTeneHn NCNob30BaHNS CPEACTB BblYNCANTENIBHON TEXHUKU MPU 0pOpMIIEHNN
NOKYMEHTOB X MoApa3nensaioT Ha AOKYMEHThI, 3arnoJIHIeMble BPYYHYI0, YaCTUYHO
3aMoJIHEHHbIE Ha MallMHax (T.€. JOKYMEHTbI, COCTaBJ/IEHHbIE Ha PUPMEHHbIX B1aHKax) n
NMOJIHOCTbIO BbIMOJIHEHHbIE HA MalLUMHAaX (pac4YeTHOo-MJaTeXXHas BeOMOCTb, HaklagHas,
cyeT-hakTypa, MHBEHTapM3aLMOHHasa oNucb 1 T.4.).

HokymMmeHTauunsa no NeHCMoHHOMY POHAY - CUCTeMa OOKYMeHTauunn, nCnosibayemMasa anis
peweHna 3agad nNeHCMoHHOro obecneyeHuns.

NHpOopMaLMOHHO-CMpaBoYHasa AOKYMEHTaUNS - CUCTEMA AOKYMEHTaLWN, NCMNOJIb3yeMas
A5 peleHns 3a4ad ynpasseHns nHpopmMaunoHHon 6a3om n ee COCTaBHbIMU
aneMeHTaMu (6asbl AaHHbIX, YHUULMPOBAHHbLIE POPMbl LOKYMEHTOB, MHPOPMALMOHHbIE
NOTOKWN, TEXHNKO-3KOHOMUYECKME NoKasaTenn n T.4.)



NHOPMaLMOHHO-CNPaBOYHble NOKYMEHTbl co0bLLaloT cBeaeHus, nobyxxaatoLume
NPUHMMATb ONpeAesieHHbIe PeLleHs, T.e. UHULIMMPYIOT YNpaBJ/ieHYecKne peLleHuns,
NO3BOJIAOT BbIOpaTb TOT UM UHOW cnocob ynpaBsieHYeckoro Bo3aencTens. OHM He
cogep)xaT nopy4vyeHuin, He 0653bIBAOT BbIMNOMHSATL MOPYYEHUS.

JlOKYMEeHTbl 3TO CUCTEMbI UFPaOT CNYy>XEOHYI0 POJib MO OTHOLLUEHUIO K OPraHN3aLMOHHO-
NMPaBOBbLIM U PACNOPAANTENbHLIM JOKYMEHTAM.

Oco6eHHOCTbIO 3TUX AOKYMEHTOB SBJISETCS TO, 4TO OHU NAYT CHU3Y BBEPX MO CUCTeMe
ynpaBsieHus: oT paboTHUKA K pyKOBOAUTENO NoAPa3AeNeHNs, OT PyKOBOANTENS
noapa3snesnieHns K PykoBoAUTENO OpraHn3aumm, oT noaBeaoMCTBEHHOW OpraHm3auum B
BbILLUECTOSALLYIO.

B cocTas I/IHCpOpMaLI,I/IOHHO-CI'IpaBO‘-IHbIX OOKYMEHTOB BXOOAT:
OOKNnaAHa4d 3anncka - CM, OpraHI/IBaLI,VIOHHO-paCI'IOpFI,D,VITeJ'IbHaFI OOKyMeHTauun4d

cny>xebHas 3anMcKa - 3anncka o BbIMOJHEeHNN Kakon-nnbo paboTbl, HanpaBasemas
AOJDKHOCTHBIM IMLOM APYrOMY OOJIKHOCTHOMY SNLY

0b6bACHUTeNnbHas 3annucka - CM. OpraHunsaumoHHo-pacnopsagnTesibHaa AOKyMeHTauus

npenJsioXXeHne - pasHOBUAHOCTb AOKJIaAHOW 3annCKK, coaep Kallas nepeyeHb
KOHKPETHbIX NMpeasioXKeHnin No onpeaesieHHoMy BOMNpocy

npepgcrtaBJieHne - HOKYMEHT, co,u,epmau_wllh npepnyjioXxeHnme o HadHa4eHun, nepemMeLlleHnmn
nnn noowpeHnn JM4HOro CoCtaBa, a TakK>XXe peKoMeHOauunto ornpeneneHHbIX DEeNCTBUN U
MepOI'Ipl/IFITI/IIz Mo BOMpoCaM OedATeJIbHOCTU yHpeXxageHn4.

3asBJIeHME - IOKYMEHT, COAepXXalluin NpockOby nnm npensoxeHnsa nuua (nuu)
YUYPEXAEHMIO NN JOSHKHOCTHOMY NnLYy.

BCE Pa3HOBUAHOCTM Nepennckun - 0606LeHHOe Ha3BaHMe Pa3/INYHbIX MO COAEPXKAHULO
OOKYMeHTOB (cny>xebHoe nnucbMo, TenerpamMmma, Tenekc, TeneoHorpaMmma,
dhakcorpamMmma (akc), aeKTpoHHOe coobuieHmne u Ap.), NCMONb3YIOLWNXCA B Ka4YecTBe
WHCTPYMEHTa onepaTUBHOIO MHPOPMaLMOHHOIro obMeHa Mexxay opraHm3aumamm

MPOTOKOJ1 - CM. OpFaHI/I3aLI,I/IOHHO-paCI'IOpFIJJ,VITeJ'IbHaﬂ OOKYMEHTaUnA

aKT - cM. OpraHm3aumMoHHO-pacnopaanTesibHas JOKYMeHTaLUus



crnpaBKa - 1) LOKYMEHT, cogep>kalnmm onucaHne n noaTBepXXgeHue Tex Uianm NHbIX
hakKToB 1 COBbITUN.2) LOKYMEHT, NOATBEP X AAOWMNIA PaKTbl Buorpaduryeckoro nau
cny>xebHoro xapakTepa.

3aKJIIOYEHWE - NOKYMEHT, COAEpPXALLNN MHEHNE, BbIBOA, YHPEXOEHNA, KOMUCCUN,
cneumnanncTa rno Kakomy-nmbo NOKyMeHTY Uan BONpocy

OT3bIB - AOKYMEHT, COAEPXKALLNA MHEHNE YyHPEXXOEHNSA NN CrielnanncTa no noBoay
Kakon-nmbo paboTbl

CBOOKa - OOKYMEHT, npeacrtasnsowmn cobomn obobuieHHble gaHHbIe MO 0AHOMY BOMPOCY
(cBOAKa NpennoXXeHun, cBogkKa 3aMedaHnin, ceogka TpebosaHnm n 1.4.)

CMNCOK - NepeyuncneHne iy uin npegMeToB B oNpenesieHHOM Nopsigke, COCTaB/IEHHOE B
Lenax MHopMaunum namn permctpaumm

nepeyeHb - CUCTEMATMU3INPOBAHHbLIA CNNCOK AOKYMEHTOB, NpeaMeToB, 06bEKTOB,
COCTaBJ/IEHHbIN B LIesIIX PacnpOCTPaHEHMS Ha HUX onpeneneHHbIX HOPM Uaun
TpeboBaHUN.

BbiBOL

ILOKYMEHT, Kak HoCUTeNlb MHhopMaLmK, BbICTYNaeT B Ka4yeCcTBe HEMPEMEHHOI 0
3/1IeMeHTa BHYTPEHHEN opraHm3aummn nioboro yypexxageHus, npeanpuatus, pupmel,
obecrne4ymBasn B3auMoLencTBme nx Yacten. NIHpopMmaumns SBNSeTCs OCHOBaHNEM ANA
NPUHATUNSA YNPaB/IEHYECKUX PEeLUEeHNI, CNYXKUT AOKa3aTesIbCTBOM UX UCTMOJIHEHNSA U
NCTOYHNKOM A5 0606LLEHN, @ TaK)Xe MaTepuasioM Ans CNPaBOYHO-MONCKOBOW paboThl.

KpoMe Toro, 4OKyMEHTUPOBaAHME BO MHOIMX Cly4danx saBnsieTca obsi3aTesnbHbIM,
npeanncbIBaeTCa 3aKOHOM M aKTaMun rocyapCTBEHHOIr0 yrnpaBieHus, No3TOMY OHO
ABNISIETCSA OAHUM U3 CPEACTB YKPENJIEHNS 3aKOHHOCTU N KOHTPOJIS.

OT 4eTKOCTW M ONepaTUBHOCTU O6pa60TKVI n ABM>XeHmnda nOKyMeHTOB B KOHEYHOM nTtore
3aBUCUT 6bICTpOTa MPUHATNA peLUEHMIZ. Mo>ToMYy B paLLMOHaﬂbHOIZ opraHnsaunn
ﬂ,OKyMeHTOO60pOTy BCerga yanendaeTtca 6onbLoe BHUMaHMe.



