Mage nofpund or type unknown

OdopMsieHNe 1 cocTaBsieHe akTa: obpa3sel, npaBuia n ocobeHHoCTn

B WWMPOKOM CMbIC/Ie NO4 aKTOM MOHUMAIOT KaTeroputo 4OKYMEHTOB, KOTopble obnagatT
HOPMATUBHbLIM 3Ha4YeHMEM (NPaBOBOW CUION) N OPOPMAAIOTCA MO YCTAHOBJIEHHbIM
npasuiaM. OTOT TEPMUH OOCTAaTOYHO LULMPOKO NMPUMEHSETCA B topuanveckon cgepe ans
o0603HavYeHunsa peweHnin, 4encTBUn, pacnops>xeHninm. OgHaKo 3TO AasIEKO He
eAVNHCTBeHHasa 06nacTb AeATeNbHOCTN, B KOTOPOM HEODBXOONMMO COCTaBJ/IeHME aKTa.
dopMa OOKYMEHTA LUMPOKO MUCMOJIb3yeTCs B YH4E€THO-OTYHETHON, (PUHAHCOBOW U NPOYNX
cepax.

Cneundunka NOHATUSA

Kak Bbille Obls10 CKa3aHo, MoOHATUE "aKT" NCnosb3yeTca B lopmnanyeckonm cgpepe. B aton
obnacTn TepMuH BbICTYNaeT He Kak obo3HavYeHne BUAa, a Kak pogoBoe onpeaesieHue
rpynnbl LOKYMeHTOB. K npuMepy, K akTaM 3aKOHOLATes/IbHOro 3Ha4YeHNA OTHOCAT
KoHcTunTyuuio, YKa3sbl lNpe3snpgeHTa, NocTaHoBNeHUd [NpaBuTenbCTBa U NPOYMX OPraHoB
rocyiapCTBEHHOW, permoHasibHOW, MyHULMNaibHOM BNacTu. B cepe rpa>kAaHCKNX
MPaBOOTHOLLUEHNIN TaK)XXe NCMNOoJIb3yeTCA 3Ta rpynna OKYMeHTOB. K npumepy, aktamu
NOATBEPXKOAIOTCA T€ NN UHble CODbITUSA - CMePTb, POXXAEHME, BCTynJeHne B bpak,
CMeHa (hammnnmm, NMeHu, yCcblHOBJIEHNE. B COOTBETCTBUN C 3TUM, Frpa)KgaHaMm rno nx
3a8BJIEHUSAM BbIAAOTCA CBUAETENbCTBA. B MeXXAYHaAapOAHON NPaKTUKE TakXXe
NCMOJIb3YIOTCA aKTbl. IMU 9BNAOTCA COrnaweHns, KOHBeHL WX, LOroBOpbl 1 MNp.

OpraHun3aunoHHO-pacnopaanTesnbHaa 4eATeNbHOCTb

B ee paMkax 0OCTAaTOYHO 4YaCTO OCYLLECTB/ISETCA COCTaBJ/IeEHMEe aKTOB, JOrOBOPOB U
NPOYMX AOKYMEHTOB. OTBETCTBEHHbIMU 3@ 3TO MOryT OblTb HECKO/ILKO NNL, (B COCTaBe
creuvasbHON KOMUCCUU) N OAUH CyObeKT, HafesieHHbIN NosIHoOMo4YnsamMn. Kak rnpasuio,
cocTaBieHMe akTa 0bycsioBNeHO HeO6X0AMMOCTbIO 3a(PUKCUPOBATL TO NN UHOE
cobbiTne nnbo akT. B paae cnyyaeB opopMiieHne JOKYMEHTaA OCyLLEeCTBASETCSA
WHCMEeKTOpOM nau pesn3opomM. Hanpumep, B xoae paccrenoBaHUs Npon3BoaCTBEHHON
aBapum NpPomn3BOANTCA COCTaBsieHNe akTa obcnenoBaHusA. [JOKyMeHT MOXeT
0hOpMJIATBLCA MO pe3ysibTaTaM UCMbITaHUA HOBOIMro Usgenma nnu obpasua, Nnpun npuemMke-
nepepaye, yCTaHOB/EHNN nepeyHa Bymar, nogaexxalnx YHUYTOXKEHUIO, U TaK fganee.

HioaHCbI


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

B CBA3M C TEM 4YTO COCTaBJIEHNE aKTa OCYLLECTBAAETCS Npy UKCaALUM Pa3INYHbIX
aCrNeKToB AeATeNbHOCTU A0/HKHOCTHbLIX 11U, U NpeanpusaTuin, 10KYMeHTUPOBaHMS
AEeNCTBUN 1 cobbITUI B pa3HbIX OTPAC/sX, e4MHOro yHUBepcasbHoro 61aHka He
cyuwiectByeT. OpopMieHne AOKYMEHTa NMPOU3BOANTCS C YHETOM KOHKPETHbIX
obcToATeNnbCTB. 119 HEKOTOPbLIX CUTYaLMA NpPeayCcMOTPEHbl YHUPULMPOBAHHbIE BaHKMN.
OHW CYUTAKTCA TUMNOBLIMU N HE MOTYT BbITb U3MEHEHbI OpraHu3aumen nnm
JNOJIKHOCTHbBIM JINLIOM.

[MopsanoK COCTaBNIeHNS aKTOB

HecMoTps Ha TO Y4TO AOKYMEHTbI MCMOJIb3YOTCS B Pa3HbIX chepax U MOryT UMETb CBOKO
cneunduky, K HAM npeabsasaseTcs pan obwmx TpebosaHuin. MpaBuia coCTaBNEHUSA aKTa
0043bIBalOT CyObeKTa, OTBETCTBEHHOIr0 3a ohopMJIeHMe, BKJIOYaTb B 6n1aHK cnenywoume
PEKBU3NTHI:

Ha3BaHue BbllLecTosAWeN opraHn3aunm (ecsim oHa ecThb).

HanmeHoBaHMe npeanpuaTnda, Ha KOTOPOM ohopmMadeTCAa LOKYMeHT. Ha3BaHue Buaa
6naHka (B gaHHoM cnydae "AKT").B 3aBuCcMMoCTn OT cobbITUSA MK hakTa K
HauMeHOBaHWIO A00aBNAIOT ero KpaTkoe onucaHmne. K npumepy, MoXXeT OCyLLLeCTBAATbCA
COCTaBJIeHME aKTa BbIMNOJIHEHHLIX PaboT, NpUeMKun-nepenayn n Tak ganee.

MecTo ochopmieHuns.

TekcT.

YKa3aHune Ha Ham4ume npuaoXeHus (ecsim oHo ecThb).
Moonncb N gata opopMeHuns.

PernctpaunoHHbIN NHOEKC.

B pafe c/yyYaeB Ha AOKYMEHTE OOJ/IKHbI ObITb U Apyrue pekBu3nTbl. Hanpumep,
COCTaBJIeEHMe aKTa OCMOTpa npeanofiaraeT BkAYeHNe B 6/1aHK cBeAeHNN 0
NPOBEPSOLWMX INLAX, UX MOANNCKU, OTMETKM 06 03HaKoMaeHUn. Ha HeKoTopbIx
AOKYMEHTax OO0JIKEH NPUCYTCTBOBATb rpudg yTBEpXAeHnsA nmbo cornacoBaHus, nevyaTb
npeanpuaTuUsS NN OTBETCTBEHHOro nua. Cneundunka ogopmMaeHuns

CocTaBneHune aKkTa (Npn OTCYyTCTBUM YHUGpULMPOBaAaHHOro 61aHKa) oCcyLecTBASETCA Ha
nncte A4. B KayecTBe 3arojloBKa BbICTynaeT KpaTKoe onucaHmne pukcmpyemMboix cobbITUn
nnun pakToB. CTpormnx TpeboBaHMN K HEMY 3aKOHOLAATENbCTBO He npeabasnseT. Mpwu



0(hOPMNEHUN HYXKHO C/IeanTb 3@ COrJlacoBaHHOCTbLIO C/0B. [lonyckaeTcs
hopMyNIMpoBaTb 3aroJIOBOK C UCMOJIb30BaHWUEM OTr1aroJlbHOro CyLLeCTBUTENIbHOIro
(NpennoxXxHbIn Nagex) u npegsora "o". K npumMmepy, MOryT COCTaBAATbLCA akTbl 0/06:

YTpaTe N YHUYTOXXEHUN YAOCTOBEPEHNI U NPOMYCKOB.
PaccnepoBaHuu npon3BoACTBEHHON aBapun.
HopMupoBaHun Tpyaa.

OcHaweHnn y4ebHbIx 3aBeaeHNN.

B MHbIX Cny4asax 3arosIoBOK MOXXHO 0(pOPMUTb C MOMOLLbIO OTr1larojibHOro
cywiectBmntTesibHOro, noCtaBJieHHOro B pOJJ,I/ITeJ'IbeIIZ nagex. K npumepy, MmoryTt
COCTaBNIATbCA aKTbl MPpUNeEMa pa60T, BblOa4n OOKYMEHTauUWnn, NpoBePKUN NCMOJHEHUNA
KONNEKTUBHOIO gorosopa, rotoBHOCTU NMNPOEKTHO-CMETHbIX MGpOI'IpI/IFITVII7I n TakK gaJjiee.

BBepneHune

Kak npaBuno, akT BKJtoYaeT B cebs BBOOHYIO N KOHCTaATUPYOLWYO YacTu. B nepson
YyKa3bIBaloT:

OcCHOBaHWA, B COOTBETCTBUN C KOTOPbIMN OCYLLIECTB/IAETCA COCTaB/IeHNe akTa. 34ecCb
npmnBoOATCA PEKBU3NTDbI pacnopaanTesibHOro nmnéo HOPMaTMBHOINO JOKYMEHTa,
npuBOOUTCHA YCTHOE YKa3aHMe Ha4vYalbHMKa. B Ka4ecTBe OCHOBaHNA MOXXeT BbICTYMaTb U
NniaaHOBOE 3adaHne.

CocTaB KoMuccmm. B atom 4actn HeobxoonMMo yKasaTb HauMeHOBaHUA gomxkHocTen, PO
npeacenatens n YaeHos paboyen rpynnbl. B HEKOTOPbLIX CaydYasiX B COCTaB KOMUCCUU
MOryT BXOOUTb NpencTaBUTenn CTOPOHHUX NpeanpuaTun. B aTom cnyvae paaom
yKa3aHueM A0JIKHOCTU NPOMnncbiBaeTCA HaMMeHOBaHMe opraHm3aumnn, oT amua KoTopon
OHW OEeNCTBYIOT.

OTAeNbHbIMK CTPOKaMM B BBOAHOM 4acTu yKa3biBatoTca PO cybbekToB, KOTOpbIE
y4acTBOBa/IN B COCTaBseHUn akTa. Cnosa "YneHbl komuccun", "OcHosaHumne",
"Mpepncenatens"”, "MpucytcTBoBann" n np. NUwyTCca ¢ 6onbwon BykBbl OT HaYasla N1eBOro
nons 61aHKa 1 0CTaloTCA OTKPbITbIMU. KOHCTaTUpYoLWasa 4acTb

B Hel n3naratoTcs 3a4aun 1 Lenm JOKYMeHTUPOBaHWUS, XapakKTep 1 onmcaHue
BbIMOJIHEHHbLIX MEPONPUATUIA, METOAbI, BPEMS, MOTPAYEHHOE Ha 3TO. B KOHCTaTMpyloLLen
4acTn PUKCUPYIOTCA TakxKe PaKTbl, KOTOpble BblIN YCTaHOBJIEHbI B NpoLecce



OCYLLIeCTBJIEHUS 3aMnJIaHMPOBAHHON AeaTeNbHOCTU. Ecnm Heobxoammo
3a00KYMEHTNPOBATb HECKOJIbKO COOLITUI, TO TEKCT Pa3AensatoT Ha COOTBETCTBYOLLEe
4YNCNO NYHKTOB. MNpn HE0H6X0AMMOCTM MO YCTAHOBJIEHHbLIM (hakTaM U3naratoTcs BbIBOAbI,
a Tak>XXe NpenJsloXKeHns no BbiAB/IEHHbIM hakTaM. Ecnm oHn npuBoasTCs B
pacnopsanTesnbHONM opMe, B aKTe O0JIKHO NPUCYTCTBOBATb YKa3aHWe CPOKOB
NCMNOJIHEHWS YCTAHOBJ/IEHHbIX NpeanucaHnin. Ecnu Takon OoKyMeHT odopmasieTcs
YMNOJIHOMOYEHHbIM JIMLLOM CTOPOHHEN opraHu3aumnmn (K npumepy, KOHTPOJIbHbIM OpraHom),
OH MpPeaoCcTaB/fAeTCS PYKOBOAUTENO NPOBEPSEMOro NMPeanpusaTmus aas 03HaKOMJIeHUS
non pocnuck.

JonosHnTenbHO

B 3aBeplueHne KOHCTaTUPYOLWEN YaCTM YKa3biBAaETCHA YNCIIO0 IK3EMMASAPOB akTa. Nx
KOJZINYEeCTBO onpenenseTca npakTunyeckom HeobxoammocTbio IN60 HOPMATUBHLIMU
OOKyMeHTamun. K npumMmepy, CoCTaB/ieHMe aKTa O Bblaye oen s BPEMEHHOro
NCMNOJ/Ib30BaHMA OCYLLECTBASAETCS B 2-X 3K3., 0 HEOBHapyXeHN MmaTepunanos, NyTu
MOMCKa KOTOPbLIX UCHepnaHbl, Ha npeanpuatusax, o6a3aHHbIX NnepegaBaTb bymarn Ha
rocyaapCTBEHHOE XpaHeHune, - B 2-X, He nepegatowmx - B 1-m 3k3. Ecnm Heobxognmo
0hOpPMUTL NPUNOXKEHUSA, B OKYMEHTE CTaBUTCA Ha HUX CCblJIKa.

MognuncaHme

ABTOrpad cTaBuUT coCTaBuUTeNb K NnLa, yH4aCcTBOBaBLIME B ohopMeHNN aKTa. Ecnn
dpukcauno pakToB OCyLLEeCcTBAA/Ia KOMUCCUA, TO B peKBu3nTe "nognuce” cnepyetr
yKa3blBaTb HE AOJIKHOCTU €€ Y/1eHOoB, a pacnpenesneHne nx obsa3aHHOCTEN B paMKax
paboyen rpynnel. MepBbIM CTaBUT NOAMNUCHL NpeacenaTesib. [1ocse Hero pacnucbIBalTCA
YneHbl KOMUCCUKM B andaBnTHOM nopsake. Ecnm y Koro-nnbo ecTb 3amMeyaHns no
ohopMNeHno JOKYMeHTa, OHU CTaBAT COOTBETCTBYIOLLYIO OTMeTKY. HenocpeCTBEHHO
CaMu BbIBOAbI N3NaratoTcsa Ha oTaenbHoM 6naHke. Ecnn 3amevyaHus Heboblime No
cBoemMy 0bbeMy, MX MOXKHO BMMUCaTb B aKT. B 3akto4yeHmne ctaBuTca gata. Cpok
COCTaBJIEHUA aKTa MOXeT ObITb pa3/IMYHbIM. 3aKOHOLATENIbCTBO HE COAEPXKUT 06LLMX
YKa3aHWUIM Ha 3TOT cYeT. HekoTopble AOKYMEHTbI 0hOPMAAITCA HEMNOCPEACTBEHHO B
MOMEHT BbISiIBJIEHUS haKTOB. [1Na cOCTaBNEHUS OPYrMX aKTOB TpebyeTcsq HECKOIbKO
OHen. TeM He MeHee B JOKYMeHTe CTaBUTCS KaJieH4apHoe Y1UCJ10, B KOTOpoe
ocopmaeHne 6bIJ1I0 OKOHYEHO.

YTBepxneHue

[ONna HEKOTOPbIX TUMOB aKTOB OHO ABNAETCA 0b6s3aTeNbHbIM. YTBEpXXOEeHNEe
OCYLLEeCTBNAETCHA PYKOBOACTBOM AaHHOW NGO BbILLECTOALLEN OpraHn3aLunn,



pacrnopaanTesibHbl AOKYMEHT KOTOPOro cTasl OCHOBaHMEM assa opopmaeHuns bymarn.
CooTBeTCTBYOLWMI rpnd Heobxoamm B akTax, NpeanmncbiBaloLNX COBEpPLUEHNE TeX Nn
MHbIX aenctemin. OH NpPoCTaBAseTCHa Ha NepBOM JINCTe, B Yray cnpasBa. Kak npasuno,
rpud BbIrNaanT Tak: "YTBepxaat". PAOOM C 3TUM C/IOBOM CTaBUTCHA NO4MUCH
DOJIKHOCTHOr o nnua.

3aKJII04YUTENIbHbIE NOJIOXKEHNA

B Ka4yecTBe LOMNOJHNTENBHOIrO PEKBU3NTA, NpUAAOLLEro JOKYMEHTY opuanyeckoe
OEeNCTBMe, BbICTYNaeT nevyaTb. [ HEKOTOPbIX aKTOB OHa sABnseTca oba3aTenbHoOn, ons
OPYrnx - pekomeHnoBaHHon. O4HaKo Ha NpakTuKe 0bbIYHO NeYaTb NPUCYTCTBYET
NnpPakTMYeckn Ha Bcex bnaHkax, ohopmMasgeMsix npeanpuaTmem. Ee Hann4me nossonsaeTt
n3bexxaTb pa3MyHbIX Npobaem, B TOM 4Yucie CBSA3aHHbIX C yCTaHOBJIEHNEM NOAJIMHHOCTN
OOKyMeHTa. lNeYyaTblo 3aBepATCS akTbl MpUeMa BbINMOJIHEHHbIX paboT, 06bekToB,
3aBepLUEHHbIX CTPOUTENBbCTBOM, U Tak fasnee. B AOKyMeHTax, KOTopble OO0JIKHbI MPONTU
yTBEpPXXOEeHWe Yy BblleCToAWwero JO/IKHOCTHOMO inua, OTTUCK CTaBUTCSA Ha rpude.
3akoHOoOaTeNbCTBO 0653bIBAET KL, Y4aCTBOBABLUNX B OPOPMIEHNN, O3HAKOMNTLCSA C
aKToM. pn 3TOM OHWU CTaBAT CBOW POCMUCK PSAOM C COOTBETCTBYIOLLEN OTMETKOWN, NX
pacwmndpoBkKy n gaTty. BeiBoabl CocTaBsieHMe aKTa, TakuM obpa3oM, oCyulecTBAsSeTCSa B
COOTBETCTBUM C YCTaHOBAEHHbIMM 06WMMN NpaBuiaMmn genonponssonctea. B PO
ODEeNCTBYIOT roCcyfapCTBEHHbIe CTaH4aPThl, B KOTOPbIX YCTaHaB/IMBaETCA NnepevyeHb
PEKBU3UTOB, KOTOPbIe O0JIKHbI MPUCYTCTBOBAaTb Ha BCeX 0L MaIbHbIX LOKYMEHTaX.
JononHuTeNbHbIE OTMETKN, CTPOKN, HAaAMNUCK, Tpudbl NPOCTaBASAITCA B 3aBUCUMOCTU OT
cneyndukn cobblTrs, nognexawero gmkcaunm, ocobeHHocTen oTpacam n cgepsl
neaTenbHOCTU opraHm3aummn. Kak npasuio, Ha npeanpuatum pabotaeTt cnyxba
nesnonpon3BoacTea. Ee coTpyaAHUKKM YNOJHOMOYEHbI OCYLLECTBAATb 0OpOpMIIeHNE
OOKYMeHTauuun, npuemM n otnpasky bymar, npoBepKy nMpaBuIbHOCTU UX OPOPMIIEHUS.
CocTaBsieHMe aKTOoB, OAHAKO, HEe ABJIAETCA NCKJIIDYUTENIbHOW NMpeporaTtuBon BHYTPEHHEN
cny>x6bl. OhopMsieHNE TaKOro poaa AOKYMEHTOB MOIYyT OCYLECTBAATb U CTOPOHHME
opraHm3saumun. Hanpumep, 3To MoXXeT 6biTb Hal0roBas UM MHas KOHTPOJIbHas
MHCNekumnsa. Mexxay Tem, BHe 3aBUCMMOCTU OT TOr0, KTO UMEHHO 0(hopMJISET aKThl,
OOKYMEHTbI OOJ/IKHbl COOTBETCTBOBATb 00WMM TpeboBaHMAM, YyCTAHOBEHHbLIM HOPMaMWU.
B cnydae oTcyTCcTBMA Kakoro-nmbo n3 obsizatenbHbiX peKBM3nToB, bymara éyget
CYNTATbCA HEOENCTBUTENIbHOW, HE UMEIOLLEN IOPNONYECKON CUJbI.



