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rNMABA 1. CYLLHOCTb IOPUOVUYECKOWN CUNbI
OAOKYMEHTA

1.1 NOHATUNE «IOPUAUNYHECKASA CUJIA 0OKYMEHTA»

FOpnonyeckasa cnna OOKYMeHT

[OKYMEHT ABNSAeTCA pe3y/ibTaToOM AOKYMEHTUPOBAHUA U onpefenseTcsa Kak
3a(pukcmpoBaHHas Ha MaTepuasbHOM HoCUTesle MH(opMaLnsa C PEKBU3NTAMMU,
NO3BONIAIOLLMMMK ee ngeHTudnumposaTb. Hocntenem npu 3TOM MOXXET BbICTyNaTb Jt06on
MaTepuasibHbI 00bEKT, NCMONb3yeMbl ON19 3aKpPenIeHUs U XPaHEHUS Ha HEM peYeBoWn,
3BYKOBOW naun nsobpasntenbHon nHpopmaunm, B ToM 4Yucsne B npeobpasosaHHOM Buge. B
HacTosLee BpeEMA B KayeCTBe HOCUTeNA ncnosbiyetcs bymara, Hapsagy C KOTopow
Tak>Xe LUNPOKO NPUMEHSAITCA MAarHUTHble HOCUTENN, MO3BOJIAIOLWME NCMNO0JIb30BaTb A4
OOKYMEHTUPOBAHUSA KOMMbIOTEPHYIO TEXHUKY [6, 24].

Mpn OOKYMEHTUPOBAHUN HEOHXOANMO MOMHUTL, YTO AAaHHbIN NMPOLLECC 3anncu
nHpopMaLmm Ha bymare nam MHOM HocuTene ABASEeTCA CTPOro perjaMeHTUPOBaHHbIM,
4YTO B CBOIO o4Yepenb, obecnevymBaeT OPUANYECKYIO CUNY AOKYMEeHTa. KOpuandeckas cuna
OOKYMeHTa - 3TO CBOMCTBO opnLIMaNbHOro AOKYyMeHTa, cooblaeMoe eMy OEeNCTBYIOLWLUM
3aKOHO4aTeNbCTBOM, KOMMNETEHLUMEN U30aBLLUEro ero opraHa n ycTaHoBJ/IEHHbIM
nopsagkom opopmneHuns [6, 26].

FOpnandeckasa cuna AokymeHTa obecneymBaeTCsd YCTAaHOBNEHHbIM OJ18 Ka>K 40
Pa3HOBMAHOCTUN AOKYMEHTOB KOMMJJIEKCOM PEKBU3NTOB - 00A3aTeNIbHbIX 3/IEMEHTOB
oopMsieHNs opmuUManbHOro AoKymMeHTa. OCHOBHbLIM LOKYMEHTOM, YCTaHaBAMBAOLWMNM
COCTaB PeKBU3NTOB N TpeboBaHns K nx ogopmnenHunto, asnsetca NOCT P 6. 30-2003
«YHNGPUNUMNPOBAHHbIE CUCTEMbI LOKYMEHTALWMN.

YHudnympoBaHHasa cucteMa opraHM3aunoHHO-pacnopsaagnTeslbHON LOKYMEHTaUWN.
TpeboBaHUA K 0POPMAEHNIO AOKYMEHTOB». OQHaKO KpoMe AaHHOro CTaHaapTa
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CYLLEeCTBYIOT ApPYyruve rpaBoBble akKTbl U HOPMATUBHbIE OOKYMEHTbI, MOJIOXKEHUA KOTOPbIX
OOJ/KHbI cobntoaaTbCa Npu co3gaHum n oPopMaeHNN OOKYMeHTOB [6, 28].

Mpwn NOAroToBKe AOKYMeHTa 0ObIYHO CHa4vasla CO34atoT ero NMPOeKT, KOTOPbIN NPpoXoanT
npouenypy pefakTUpoBaHUA N cornacoBaHus. NpoeKTbl FOTOBATCA Ha CTaHAAPTHbIX
nuctax bymaru. lNocne cornacoBaHus NpoekTa OKYMeHTa BCEMUN 3aNHTEPEeCOBaHHbIMU
MuaMn OKYMEeHT OKOHYaTes/ibHO ohopMasaeTcs u noanuceiBaeTcs. Npun aTom
60/IbLUMHCTBO OPraHM3aLUnoOHHO-pPacnopAaNTENbHbLIX JOKYMEHTOB: NMMCbMa, CpaBKy,
MPOTOKOJIbl, MPUKa3bl, PaCNOPSAXKEHUSA, MOJIOXKEHUSA, UHCTPYKUUN U T. 4. - OJDKHbI
NPOXOAUTb Npouenypy OKOHYaTesIbHOro ohopMaeHns Ha BnaHKax JOKYMEHTOB. bnaHk
OOKYMeHTa - 3TO Habop peKBU3NTOB, UAEHTUDUNLMPYIOLLMX aBTopa oL mManbHOro
MNCbMEHHOIr0 AOKYMEHTa, NWan ApYyruMm CoBaMm, MOXXHO CKa3aTb, 4TO BiaHK
OOKYyMeHTa npeacrtasnsgeT cobon nnuct bymarn ctaHgapTHOro popMmaTa, Ha KOTOPOM
pPa3/INYHbIMN TEXHUYECKNMUN CpeaCcTBaMN HAaHECeHbl PeKBU3NTLI, coaep xalime
MOCTOSAHHYIO OJ19 LAHHOro BUAa AOKYMeHTa nHgopmauuio [6, 29].

[OKYMEHT - 3TO CBOEero poja oBellecTB/eHHaa naes, Mbic/ib. MaTepuanmsaymnsa MbiCam
NPOUCXOONT 3[.eCb NMpu NOMOLLM NMMCbMa, Kak CNOCOBHOCTU YesioBeKa
TpaHChOpMMpPOBaTL UAEK B onNpenesieHHbIN Iornyeckmm Habop CMMBOJIOB,
WH(POPMALIMOHHbBIN KOL, N NepeHOCUTb ero Ha HocuTesb. [pn 3TOM AoKa3aTesibCTBEHHOe
3HaYeHne nMeeT TOJIbKO CaMO coep)XaHne AOKYMeHTa B Buae MmaTepuasibHON naeu, a
He ero ocHoBa. CBefeHns, Heobxognmble cyay AN YCTaHOBAEHUSA MCKOMbIX
0bCcTOATEeNbCTB Aesia, BOCMNPUHUMAIOTCA N3 COAEPXaHNA [AaHHOIMo TeKCTa, a He 13
CBOWCTB rnpeameTa, Ha KOTopble OH HaHeceH. Hanbonbluee pacnpocTpaHeHune B
apbuTpa>KHoM npouecce nMerT opuymanbHble MMCbMEHHbIE fOoKa3aTesNbCTBa. Bce
ouumanbHble MMCbMEHHbIE f0Ka3aTeNbCTBa MOryT O6bITb 06begnHeHbl 0AHUM POAOBbLIM
NMOHATUEM «OOKYMeHTbI». OunuUnanbHbIN XapakTep 3TUM MUCbMEHHbLIM JOKa3aTebCTBaM
npupaeTt To 06CTOATENbCTBO, YTO OHU UCXOOAT U3 rOCYAAaPCTBEHHbIX OPraHos,
npeanpuaTUA, opraHn3aunim, y4pexx aeHUn, 40/KHOCTHbIX JINL, B CBA3U C
ocyulecTB/IeHMEM UMW CBOEN KOMMNEeTeHUUN. XapaKTepHON YepTon oumumnanbHbIX
OOKYMEHTOB fBJIAETCA Hamdume onpenesieHHon popMbl, Nopsaaka ux nsgaHus,
COCTaBNeHUs, Bblaa4m HeobxoanMbIX PEKBU3NTOB. HO 04eBMAHO, 4TO ohuLmanbHbIe
NMMCbMEHHble A0oKa3aTeNbCTBa, 06beJNHEHHbIe OOLLNM NOHATUEM «AOKYMEHTbI», BeCbMa
pa3iNYHbl MO Cy6bEKTUBHOMY COCTaBY ML, OT KOTOPbIX OHU NCXOAAT, MO COOEP)KAHMIO,
dopme, NpaBoBON HAaNPaBAEHHOCTN N 3HAYMMOCTW. Tak, Hanpumep, oPuLnabHbIM
[0Ka3aTeNIbCTBOM MOXKET BbICTYNaTb KakK akT OpraHa rocyiapCTBeHHOro yrnpasseHus,
TakK 1 NMUCbMO O0JIXKHOCTHOIO Siua opraHnusaumnm, n cripaBka, BbljaBaemas
COOTBETCTBYHOLNM OPraHoM.



rMABA 2. NPOLEAYPbI NPUAAHNA IOPUONYECKON
CuJibl PA3JIN4HHBIM BUOAM OOKYMEHTOB

2.1 NPUAAHME IOPUANYECKOW CUJIbI
YMPABJIEHYECKOW AOKYMEHTALLUW

[NaBHas 0COOEHHOCTb OPraHN3aLNOHHO-PACNOPAANTENbHbLIX NOKYMEHTOB COCTOUT B
TOM, 4YTO OHW SABJIAOTCSA BHYTPEHHUMN AOKYMeHTaMWu. IHbIMK CIoBaMu, AN TOro, 4ToObl
pa3paboTaTb U BBECTU UX B AeNCTBME, He TpebyeTcs y4acTusi CTOPOHHMX OpraHn3aLni
U npeacTaBuTenen Kaknx-nmbo apyrux npeanpusaTuin. JoctaToyHO pelleHus
PYKOBOACTBA WU APYrNX OOSKHOCTHbLIX WL, TOro NPeanpuaTns, neaTenbHOCTU
KOTOPOro 3TV AOKYMEHTbI KacatoTcs. AN NoANMUCAHUA K€ BHELLIHUX NOKYMEHTOB
JIOrOBOPOB, HaKNaZHbIX, aKTOB NpMeMKu paboT n Np. BoNensbaBAeHUs npeacTaBuTenen
TOJIbKO OHOrO IOPUANYECKOro inLla HegOoCTaTo4YHO. Heobxoammo pelleHune
JOJ/DKHOCTHbBIX 1L, KAaK MUHUMYM ABYX OpraHu3auunin, HenoaoT4YeTHbIX APYr APYrY.

BHYTPEHHUIN OOKYMEHT, BbiMyCKaeMbIli Ha NPeAnpusTUN, MOXKET CYMTATHLCA
06a3aTesNbHbIM A9 UCMOJIHEHUSA COTPYAHUKAMM NLLb B TOM CJ/lyYae, eCav OH uMeeT
lopUaNYECKYIo CUny.

YT06bI LOKYMEHT MMEN TaKylo cuy, HeobxoanuMo crieayoLlee:

* NONIOXKEHNd, cogep allmecs B OKYMeHTe, OAOJIKHbl CTPOro COOTBETCTBOBATb
TpE6OBaHI/|$|M 3aKoHOOaTeJ1IbCTBa,

* OOKYMEHT O0J1>KeH OblTb M34aH A0/KHOCTHbLIM JINLOM yrnpaBJieHNA, oTaena
npenonpunaTnd, obnapatowmmMm HeEOBXO0ANMMbIMU ONA 3TOr0 MNOTHOMOYNAMMU;

* PEKBN3NTbI OOKYMEHTa O0JIXKHbl COOTBETCTBOBATb NMPUHATbLIM HOPMaM.

* ECnm 3Tn ycnoBusl He cobntofeHsbl, AOKYMEHT MOXKeT ObiTb NMPU3HAH Cy40M
HepencTBuUTenbHbIM [1, 56].

MoNHOMOYNA COTPYOHUKOB NpeanpuaTmnd no n3gaHuno opraHn3aunoHHoO
pacnopaanTesibHbIX JOKYMEHTOB



[Mpexhe 4eM UCNOJIHATL NpeanncaHnsa Toro UJin NHOro LOKyMeHTa, Heobxoanmo
o6pamaTb BHMMaHMe Ha KOMNeTeHUWMIo inya, NoanncasLUlero 3ToT AOKYMeHT. Ecniv npwu
ero cocCtaBJieHUn n nognmMCaHMM OOJIXXHOCTHOE JINLUO BbILWJIO 3a PpaMKN cBOEen
KoMreTteHumn, nOKyMeHT HE NMeET ropmn,mquKoPl CWUJIbl N ABNAETCA HEOENCTBUTESIbHbIM.

K KoMneTeHUUn pyKoBognTena npeanpusaTusa oTHOCATCSA BCe BOMPOChl PYKOBOACTBA
TeKylen 0eaTesibHOCTbIO, 3@ NCKJIIDYEHNEM BOMPOCOB, KOTOpPbIE BNpaBe pellaTb TOJIbKO
obuee cobpaHne y4aCTHMKOB NMpeanpusaTuUsa Win coBeTa ANPEKTOPOB. PykoBoanTenb
€0WNHCTBEHHbIN COTPYAHWUK, KOTOPbIN AENCTBYET OT MMeHU npeanpuatmsa 6es
[OBEepeHHOCTN.

Ho, cornacHo ycTaBy npeanpuaTug, KOMNeTeHumMs pyKoBOONTENSA MOXET ObITb
OrpaHNYeHa, a 4acCTb ero « 0bbIYHbIX» MOJIHOMOYUI NepefaHa COBETY AMPEKTOPOB NN
obuwemy cobpaHmMio y4acTHUKOB. Hanpumep, B ycTaBe MOXET ObiTb MPeayCcMOTPEHO, 4TO
PYKOBOOUTENb HE UMEET NpaBa eanHoan4Ho, 6e3 cornacusa obuwero cobpaHms
Y4aCTHUKOB, 3aK/ilo4aTb CAESIKN Ha CyMMYy, npesbiwatowyto 500 000 pybnen. YTobbi
Takas caesnka bbila 3aKOHHON, K AOroBOpYy HEOHBX0AMMO MPUNOXKUTL NPOTOKO obuiero
cobpaHuns yHaCTHMKOB NpeanpuaTns, B KOTOPOM AOJIKHO ObITb MPSIMO CKa3aHo O TOM,
yTo cobpaHue y4acTHMKOB o0gobpunno 3Ty caenky. B npoTuBHOM cnyyYae OoroBop (u
caesika) MoXKeT ObiTb MPU3HaH HEAENCTBUTESIbHbIM. B 3TOM cnyyae « 06bACHEHNS»
KOHTpareHTa, 4TO OH He 3Han 06 orpaHMYeHUN NMOJTHOMOYUIA PYKOBOONTENS
npeonpuaTus, He byoyT NPUHATLI, TaK KakK yCTaB NpeanpuaTns aBaseTca OTKPbITbIM
OOKYMeHTOM. O3HaKOMUTBLCSA C HUM MOTYT N OOJIKHbI PUPMbI U KOMMAHUN,
HaMepeBaloLmMecs 3aKJ4YNTb KOHTPaKT C npeanpusatuem [13, 16].

K ncknymntenbHom KkoMmneteHunn obuero cobpaHns y4acTHUKOB NpeanpusaTus
OTHOCHATCS BOMPOCHI, KOTOPbIe He MOryT ObITb MepefaHbl B BeAeHNEe PYyKOBOAUTENS.
Hanpumep, ®enepanbHbin 3aKOH 0T 26 aekabpsa 1995 r. N 208-P3 « O6 akyMOHEPHbIX
obuwecTtBax» (CT. 48 n 79) K UCKNKOYUTENbHON KOMNeTeHUnn obuiero cobpaHms
AKLMOHEepPOB OTHOCUT peLUeHns 0O COBEPLUEHNN KPYMHOW CAENKN Ha CyMMY, KOTopas
cocTaBnseT bosee 4yem 50 npoueHTOB BasNlaHCOBOMN CTOMMOCTUN aKTUBOB obuiecTBa. B
CBSA3U C 3TUM M YCTaB aKUMOHepHOro obuiecTtBa He MOXKeT NpefoCTaBNATb
reHepasibHOMY OMPEKTOPY NpaBO Ha COBepLUEHMEe Takon caenku. NiHa4ve 3To bypeT
NPOTUBOPEYNTb NosIoXKeHUsM PefepasibHOro 3akKoHa « O6 akLMOHepHbIX 0bLwecTBax»
[13, 16].

Bce apyrme AoJIXXHOCTHbIE JInla nNpeanpudaTnda MOoryT pellaTtb TE€ NN NHblE BOMPOCHI
b B CslyHasdx, ecJim OHM YNOJIHOMOY€eHbl Ha 3TO NMpukKa3aMn, 0oBepeHHOCTAMMN,
OOJI)KHOCTHbIMUN UHCTPYKUNAMU, MOJIOKEHNAMU U T. M., NOANMNCAaHHbIMI UJTN



YTBEPXXAEHHbLIMN pyKoBoanTeneM. Npun 3akN04eHn 4OroBOPOB UJIN NMPU COCTaBJIEHNN U
noanucaHnm apyrux ToBapHo-PUHAHCOBbIX OKYMEHTOB OT MMEHU NpeanpuaTmns
DOJIXKHOCTHOE /INLO O0JIKHO cAenaTb CCbIJIKY Ha Ha3BaHMe, HOMep 1 gaTy
OOBEPEHHOCTUN, NPUKa3a UK MOJIOXKEHMNSA, HAa OCHOBaHUN KOTOPOro OHO AencTByeT. B
MPOTUBHOM CJly4ae npeacTaBuTenn CTOPOHHUX opraHusauun byayT BrnpaBe yCOMHUTBLCA
B TOM, 0ENCTBUTENIbHO 1N 3TO AOJ/IXKHOCTHOE Nnuyo obnagaeTt HeobxoanMbIMU
noaHomo4mamn [13, 18].

TpeboBaHus, NnpeabsaBAsieMble K 0QOPMIEHNIO OOKYMEHTOB

BynoeT LOKYMEHT MMeTb IOpUaNYeCcKyto CUy UK HeT, 3aBUCUT 1 OT Toro, cobnogeHb! nu
ero paspabotynkamu TpeboBaHUa K ero hopmMe 1 ApYyrnuMm oTAesIbHbIM 3/IeMeHTaMm
(pekBu3nTamMm).

B HacTosiLLee BpeMsA HEKOTOpbIe NMpeanpuaTua He NpuUaaT LOJDKHOMO 3Ha4YeHus
O0(POpPMNEHUIO TEX UIN UHbLIX [OKYMEHTOB. HO Takoe oTHoLWeHNe HeonpaBaaHHO. Tak,
Hanpumep, OTCYyTCTBME MOAMNUCU OO0/KHOCTHOMO /inLa B Npukase nam rpuda «
YTBepXXAeHO» Ha WTAaTHOM pacrnucaHun genaeTt 3T AOKYMEHTbI B MPaBOBOM CMbIC/E «
beccunbHbiMN» [4, 36].

Kakue xe PEKBM3NTLI MPU3HAOTCA IOPpUANYEeCKN 3Ha4YNMbIMIN?



PekBun3uTbl, BAMAIKOLWME HA HOPUAUYECKYIO CUNY
AOKYMEHTa
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OyeBnOHO, 4TO HeobxoaMMoO YKa3aTb HanMeHOBaHWMe npeanpunaTna, n3gasLiero
OOKYMeHT. OHO O0JIXXHO MOJIHOCTbIO COOTBETCTBOBATb HAMMEHOBAHWUIO, 3aKpernJieHHoOMY
B yypeouTesibHbIX OKYMeHTax npennpuatusa. Ecnm B ydypegouTesibHbIX 4OKYMeHTax
3aKperJieHo CoKkpalleHHoe HanMeHoBaHWe, B NMpnKa3e OHO NULEeTCd B ckobkax nocne
MOJIHOTI 0.

Opyrue obsizaTenbHble N OPUANYECKN 3HAYNMbIE PEKBU3UTLI paccMoTpum bonee
noapobHo.

FocypapcTBeHHbIM cTaHgapToM TOCT P 6. 30-2003 ycTaHoB/ieHbl TpeboBaHUs K cOCTaBy
N PacCrosIOXKEHNIO PEKBU3NTOB, MOPAAOK NX 0POpMIEHNS, NpaBuia pa3paboTkm 61aHKoB
OOKYyMeHTOB, TpeboBaHUA K TEKCTY OTAE/IbHbIX BUAOB AOKYMeHTOB [13, 34].

PekBU3UTbI, onpenensoumne HauMeHoBaHe BUaa AOKYMEHTA



Ins npngaHnsa OOKYMEHTY lopuandeckonm Cuibl, Hapsaay C PeEKBM3NUTaMU,
NOEHTUPULNPYIOLWNMN aBTOPa AOKYMEHTA, CYLWEeCTBEHHOE 3HAaYeHNne UMeloT 1 apyrme
PEKBU3UTDI.

HanmMmeHoBaHMe BMnOa OOKYMeHTa OA0JIKHO OTpaXkaTb cogep)XaHne LOKYMEeHTUPyeMoro
OEeNCTBUSA N KOMMNETEHLUMUIO ero aBToOpa.

Hanpumep: ToNbKo pyKOBOAUTENb MOXKET U34aBaTb NPUKa3bl; KOJJIEKTUBHOE
obcyxaeHne Kakux-nmbo BONPOCOB OTPa)KaeTCs B NPOTOKOJIE; PAAOBON CleunasancT oT
CBOEro MMeHW BrnpaBe roTOBUTb TOJIbKO AOKaAHble 3aMUCKN, 3asBJIEHUS.

HanmeHoBaHMe BUAa OOKYMeEHTa siBNsieTCs 06s3aTeNlbHbIM PEKBU3MTOM Mpu
opopMNIEHUN BCEX AOKYMEHTOB, KpoMe nucbMa. MNMpumep 61aHKa pacnops>keHus
CTPYKTYPHOro nonpasaesieHns C yrjioBbiM pacrnonoXeHnem pekensnTos (MpunoxxeHune
1.).

HaTa ooKyMeHTa

[laTa NOKyMeHTa SIBASIeTCS Ba>XHENLUMM PEKBU3NTOM, T. K. OTpa>kaeT BpeMs ero
BO3HWUKHOBeHMS. [laTa NpoCTaBNAE€TCSA AO/KHOCTHBIM JIMLOM, MOAMNMCbLIBAOLLM
(yTBEpPXKAAOLWNM) OOKYMEHT, UM AEN0NPON3BOACTBEHHON CNY>XO60M Npu perncTpaunm
NokyMeHTa. OHa BHOCUTCS B FOTOBbLIN AOKYMEHT OT pyKu. ECiv aBTOPOM IOKYMeHTa
SABNAOTCSA HECKOJILKO OpraHmM3aLumin, To 4aTON OOKYMeHTa SBNseTcs Hanbonee no3aHss
haTa noAnncaHus. JoKkyMeHTbl, U34aHHble ABYMS Uan 6onee opraHn3aumnaMmn, 4o KHbI
nMeTb OAHY (eanHyto) aaTty. Heobxoammo cneanTb 3a NPaBUbHLIM 0(OPMIIEHNEM 3TOMO
PEKBU3NTA, T. K. CO3JaHNE JOKYMEHTAa «3aJHUM YMUCOM”, PAaBHO KakK 1 U3gaHue
[OKYMEHTa C «onepe)xeHnem”, Hanpumep, cregyowmm gHEM, MPUBOONT K UCKAXKEHUIO
JAHHbIX peructpauunmn (T. K. He BO BCEX NPUMEHSAEMbIX (PopMax perncTpaumum 3To
BO3MO>XHO). KpoMe TOoro, HernpaBubHOE AaTUPOBaHNE MOXKET MPUBECTU K YLLEMIEHUIO
npaB y4aCTHUKOB NPABOOTHOLUEHWUIA.

Hanpumep, B ciiy4ae obpalleHuns B CyJ OIHOM U3 CTOPOH YKa3aHHas B JOKYMeEHTe gaTa
byneT paccMaTpMBaTbLCS CYAOM KaK JOKYMEeHTMPOBAaHHOE A0Ka3aTebCTBO.

FoCynapCTBEHHbIM CTaHAaPTOM YyCTaHOBEHbI Tpu cnocoba opopMneHus oaThl.
LindpoBbiM cnocoboM ohopMNAOTCSA AaThl, COAEpP)KaLLUMecs B TEKCTE AOKYMEHTA; AaThbl
COrslacoBaHus, BU3MPOBAHUS, YTBEPXKAEHUS, 3aBEePEHUS, NOANNCAHNSA, perncTpaumm -
apabckmmm ungpammn B NocnenoBaTesIbHOCTU: AeHb Mecsiua, Mecsiu, rog. [leHb Mecsiua u
Mecsl, ohopMASAIOTCA ABYMS Mapamm apabckmnx undp, pa3neseHHbIMU TOYKON; rog -
4yeTblpbMs apabcknmm undpamu.



Hanpumep: 01. 06. 2004. BcTpeyaeTcs ohopmieHne faTthbl C pacrnosioKeHnem ee
3JIEMEHTOB B ApYyron nocnenoBaTesibHOCTU: rof, Mecsl, AeHb Mecsaua. Hanpumep: 2003.
09. 01. NMocnepgHWin BApUaHT COOTBETCTBYET Tpaamumam ohopMseHNs AaTbl B
€BPONenCcKMx CTpaHax u 3akpenyieH B MexxayHapoaHblx ctTaHgapTax MCO 8601-88.
[onyckaeTcsa cnoBecHo-ungposon cnocob opopmaeHus gaThbl;

Hanpumep: 01 nioHa 2004 r.

[laTon QOKyMeHTa ABNSeTCs AaTa ero noanucaHusg; ans OKYMEeHTOB, NMPUHUMaeMbIX
KoJilermasbHbiM OPraHomMm, - AaTa ero NpUHATUA; ANns yTBep)XgaeMbiX JOKYMEHTOB
(wTaTHOE pacnucaHue, NOJIOXKEHNE N ApP.) - AaTa YTBEPXKAEHNSA; ON151 aKTOB U
MPOTOKONOB - AaTa cobbiTnsA [13, 36].

PernctpaunoHHbIN HOMep

PernctpaunoHHbIn HOMepP OOKYMeHTa (MHAEKC) NPOCTaBASETCs NPy ero perucTpaunm B
opraHm3aumn - aBTope AoKyMeHTa. 15 BXOASALWMX JOKYMEHTOB 3TO OfHa U3 NepBbIX
onepaumnin (nocse 06paboTkM N COPTUPOBKM MOJTYHEHHbIX AOKYMEHTOB). N5 nCXoasLmx
JOKYMEHTOB 3TO MpeanocsenHas 0esonpon3BoacTBEHHAs onepaunsa nepen oTnpaBKomn
NOKYMeHTa. 0N BHYTPEHHUX OOKYMEHTOB perncTpaumnsa npoBoanTCcsa U Kak
3aKJIl0YMTeNbHAs onepauuns, Koraa JOKYMeHT y)xe nognucaH (unm yTBep>xaeH).

Pernctpauns 0OKYMEHTOB - 3TO NpeXkae BCero ux y4eT, KpoMe TOro, 3To npuaaHume
NOKYMEHTY obnLMaNbHOCTU U YCTAaHOBJIEHME OTBETCTBEHHOCTU OpraHmM3aLumnmy 3a
coaep)xaHue AoKyMeHTa (ANs Ucxoaswmx u BHYTPEHHUX OOKYMEHTOB), €ro
NPOX0XXAEHME Yepes yrnpaBieHYeCcKYy cuctemy (Ana BXOASALWNX JOKYMEHTOB).

PerncTpaumoHHbI HOMepP, Kak NpaBusio, COCTOMT U3 NOPSAKOBOro HOMepa AOKYyMeHTa B
perncTpupyeMom Maccmee (40roBopbl, MpuMKasbl, MPOTOKOJbI, MUCbMa 1 Ap.). B
KOHKPETHOW cncTemMe Aeslonpon3BoACTBa NHOEKC AOKYMEHTa, MOMMMO MOpPsSAKOBOIro
HOMepa, MOXXEeT BKJIl04aTb MHAEKC CTPYKTYPHOro noapasaefieHns, UHAeKC aena no
HOMEHKaType, MHAEKC JOJIKHOCTHOrO Mua, MH(OPMaL M0 0 KOPPECNOHAEHTE 1 Ap.

PernctpaunoHHbIN HOMEpP OOKYMEHTa, COCTaB/IEHHOr0O COBMECTHO HECKOJIbKNMU
opraHm3aumsamm, COCTOUT U3 PerncTpaumMoOHHbIX HOMEPOB AOKYMEHTA, MPUCBOEHHbIX eMy
B KaXX[0N N3 3TUX OpraHnsaunin. B TakoM cnyyvae Ha OOKYMEHTe perncTpaynoHHble
HOMepa NPOCTaBAAITCH Yepe3 KOCYIo YepTy B NopsAaKe, COOTBETCTBYOLWEM
nepeyvYncneHnto aBTopoB AOKYyMeHTa. [IoKyMeHT 6e3 perncTtpaunoHHOro HoMmepa
(MHOekKca) nuweH rpuagnyeckon cunel [13, 38].



pud yTBEpP>KOEHNA

(pu yTBEPXKOEHNSA OOKYMEHTa onpeaenseT pnanvyeckyto Cuay Tex 4OKYMEHTOB,
KOTOpble He MOryT ObITb BBEAEHLI B AENCTBME UX aBTOpPaMn. OHM CTaHOBATCH
odbnymanbHbIMK N NpuobpeTaloT PNONYECKYIO CUY NOCNEe YTBEPXKOEeHUS
pyKoBOOUTENIEM OpraHM3aunm, KonnermanbHbiM (CoBelaTesibHbIM) OPraHOM UK
BbILLECTOSALMM OpraHoM BAacTu (yrnpaBsieHus).

Mpouenypa yTBEPXKOEHUSA CAHKLMOHNPYET cogepXXaHne OKYMeHTa uan
pacnpocTpaHaeT ero AencTeme Ha onpenesnieHHbIN Kpyr OOKHOCTHbIX L,
opraHusauun.

FocynapCcTBEHHbIM CTaHAAPTOM ornpeaesieHbl ABa cnocoba oopMaeHns npouenypbl
YTBEPXEHMS, UMeoLMe OAMHAKOBYIO CUNY:

* yTBEPXKAEHMNE NOKYMEHTA PYKOBOAUTENEM;
* yTBEPXKAEHME U34aHNEM CMeLnasibHOro pacnopaanTenbHOro JOKyMeHTa.

B nepBoM ciiy4ae Ha AOKYMeHTe AO0J/IKHO CTOATb coBo YTBEPXKIOAK (6e3 KaBblyek),
yKa3blBaeTCsd HAaMMeHOBaHMe O0/DKHOCTU, JINYHasa NOANUCh, MHUUMaNbl, daMunns
PyKOBOOUTENA N faTa YTBEepXXAeHUs.

Bo BTOpOM crniyyae B rpude yTBEp>KAEHNA YKa3bIBAlOTCS BbIXOOHbIE AaHHbIE
cneunanbHOro pacnopaanTenbHOro AoKyMeHTa. Fpud yTBep)XOEHWS pacnonaratoT
CcnpaBa Haj TEKCTOM.

Ecnn oOKyMeHT yTBep)XhaeTcs eAuHO-HavYa/lbHO pyKoBoAUTENeM opraHu3aunm (opraHa
BNACTW UK ynpasiaeHus), To rpud yrTeepxgeHmns opopmnseTcs Ha JOKYMEHTe
cnenywowmm obpasom: YTBep)KAEHNE N3LaHNEM PacropAagnTesIbHOro 4OKYMEHTa
MPaKTUKYEeTCa B TeX C/yyasax, Kkorga TpebyoTcsa 4ONONAHUTENbHbIE Pa3bACHEHUSA NN
Kakne-nmbo oencTBus, MEPONPUATUSA MO BHELPEHUIO YTBEP)KAAEMOr0 JOKYMEHTa. B
c/yyae yTBep)XOeHus OOKYMeHTa NoCTaHOoBJIEHNEM, peLlleHneM, NpuKasoMm, NpoTOKOJIOM
rpud yTeepxxaeHmsa coctonT n3 cnosa YTBEPXKOEH, YTBEPXKOEHA, YTBEPXXAEHbI nan
YTBEPXOEHO, HanmMeHOBaHUA yTBEp>XAAOLWeEro 4OKyMeHTa B TBOPUTEJIbHOM Nnagexe,
ero gaTbl 1 HOMepa.

Hanpumep: Cnosa YTBEPXXOAKD, YTBEPXOEH, YTBEPXXAEHA, YTBEP>XXEHHbI,
YTBEPXXIAEHO neyvaTatoT nponncHbiMn 6ykBamun 6e3 kaBbldek [13, 40].



MoAnuch - 3TO BaXXHENLLUUN PEKBU3UT, onpenensatowmnm npnanyeckyo Cuay 4OKyMeHTa.
MpaBo NoANUCK yNpaBaeHYECKNX OKYMEHTOB, KaK NpaBuio, ABASETCA KOMNeTeHUnen
PYKOBOOUTENIA OpraHM3aumm nam ero 3aMecTmTesnen B COOTBETCTBUM C pacnpenesieHnem
o6sa3aHHOCTEN, YCTAaHOBJIEHHbLIM NPAaBOBbIM aKTOM (yCTaBOM, MoJsioXKeHnem 06
opraHu3aumun, NpMKa3oM o pacrnpegeneHnn obaszaHHoOCTEn U Ap.). B KpynHbIX
OpraHmM3aumax NpaBo MOANUCN MOXeET BbITb NPenoCcTaB/IEHO PYKOBOANTENAM
CTPYKTYPHbIX Moapa3neneHnin, 3To A0JIXKHO BbiTb 3aKpeneHo JI0OKaJibHbIMU aKTaMu
opraHusauunu.

oknaabl, oOKSlagHblIe 3annCKN, CNpPaBku N gpyrme OKYMeHTbl CrpaBO4YHOro,
NMHPOPMaLMOHHOI0 U aHa/IMTNYECKOro Xxapakrtepa MoryT ObITb NOANUCaHBbI
ncnosiHnTenem (aBTOpOM) OOKYyMeHTa, HO TOJIbKO B TeX CJiy4asdaX, KOorga pewaemMbie B
OOKYMeHTE BOMNPOChlI HE BbIXOOAT 3a npenesjibl ero rpas U KOMNeTeHUunn.

JOKYMeHT MOoXeT ObITb MOANMCaH ABYMA NN bonee OO/MKHOCTHbLIMWU NNLAMWU, €CNN 33
€ro CoCtaBJieHne n cogep>XxaHme oTBeTCTBEHHbLI HECKOJIbKO OOJIXXKHOCTHbIX JINL,.

Hanpumep: OOKYMEHTbI, B KOTOPbIX COAEP>XATCHA cBeAeHUss PMHAHCOBOrO,
MaTepuasibHOro, KpegUTHOIro XapakTepa, ABASOWMECS OCHOBAHMEM AS MpUemMa u
BblAa4MN OeHer, TOBapHO-MaTepuaibHbIX N APYrUX LEHHOCTEN, LOKYMEHTbI, NU3MEHSLWNEe
KpeauTHbIe N pacyeTHble 06A3aTenbCTBa, MOAMUCLIBAOT U PYKOBOAUTENb OPraHM3aumnn,
W rnaBHbIA ByxranTtep.

Mpn 3TOM NOAMNUCYK pacrofiaraloT OAHY NoA APYron B NopsiaKe, COOTBETCTBYIOLLEM
CTeneHn 3Ha4YNMMOCTUN 3aHUMAEMbIX UMU [OJIKHOCTEN.

Hanpumep: JOKYMeHTbl, COCTaBJ/IeHHble COBMeCTHO ABYMSA (Mnin 6onee) opraHmsaumnsamu,
noanuncbIBalOT pykosoauTenn obenx (Bcex) opraHmsauyunin.

Mpn obopMNeHnn ooKyMeHTa Ha 61aHKe OOJIKHOCTHOrO Mua AOJ/IKHOCTb 3TOro fimua B
noaNMCN He yKa3blBaloT.

Bo BCcex Apyrux cay4dasax nognucb opopMaAIoT: yKazaHMeM HaUuMEHOBaAHUSA A0JIXKHOCTU
PYKOBOAMTENS, €ro JINYHOWN NOAMNUCHLIO, MHMUManamMm n pamunnein. HammeHoBaHune
OpraHu3aLmMmn BKIKOYAOT B MOAMUCH TOJIbKO B TEX C/lyYaax, Korga AOKYMEHT
oopmaseTcs He Ha BnaHke; Hanpumep, Korga AOKYMEHT MoAroTOBAEH ABYMS
opraHusaumsaMn. Takme OOKYMEHTblI NOAMNMCLIBAIOT JIMLA PaBHbIX OO/IKHOCTEN, N UX
nognucy pacnosiaratloT AByMs rpynnaMn Ha O4AHOM ypPOBHeE.



Hanpumep: 1Be noaAnncu opopmMngaoTca Ha AOKYMEHTaX KoJilermasibHbiX OpraHos -
MPOTOKOJIbl U BbIMUCKN N3 HUX NOAMNUCHLIBAIOT NpeacenaTeslb U CeKpeTapb.

[OKYMEeHTbI, COCTaBJ/IEHHbIE KoMuccmen (akTbl), NOANNCLIBAOT npeancenartesib n sce
YJieHbl KOMUCCHN.

MoAanncb Ao/KHa ObITb KakK Ha AOKYMEHTaX, HanpaB/iieMbIX B Apyrne opraHusaunm, Tak
N Ha Tex, KOTOopble OCTAlOTCH B Aieslax OpraHu3aunm - aBTopa AOKyMeHTa. MNpunoxxeHus K
NOKYMEHTaM TakK>Xe O0JIXKHbl ObiTb MOAMUCAHbI B YCTAaHOBJIEHHOM NOPSAKe.

Moanuncek pacrnonaratoT Mocie TEKCTA U OTMETKU O HANIMYUWN NMPUNOXKEHUN, OTCTYNuB 2-3
MEXXCTPO4YHbIX MHTEpBana.

B Tex cnyyasnx, Korga Ha AOKYMeHTe 3aroToBJieHa NoANMUCh, HarnpuMmep, reHepasibHOro
ONPEKTOPA, @ OH HE MOXKET NoAMUCaTb CPOYHbIN AOKYMEHT MO YBaXXUTENbHOW NpUYnHe
(BHe3anHasa 6onesHb, OTCYTCTBME Ha paboyeM MecTe) N y>Ke HET BPEMEHU Ha
rnepenevyaTky OOKYMeHTa, ero MoXeT nognuncaTtb JINLO0, OoprLmManbHO NCMOJIHAKOLLEee ero
obs3aHHOCTW. [pn 3TOM Ha AOKYMeHTe nepen OO/HKHOCTbIO CTaBAaT BykBbl «/. O. « nam
«3aM» U YKa3bIBalOT PAaKTUYECKYIO OO/IKHOCTb MOAMNNCABLLUEro, Tak XXe UCnpasfioT
gammnnunio. lcnosb3oBaHue npepsiora «3a” nam cokpaweHunsa «Bpuno” He fonyckaeTcs.

B oTeyecTBeHHOW NpakTUKe 0QOpPMSIEHUS LOKYMEHTOB [0 HACTOSALLLErO BPEMEHM eLle
BCTPeYaeTCsa NpoCTaB/IeHNne KOCOW YepTbl Wau npeasora «3a” nepen HauMeHoOBaHUEM
DOJIKHOCTWN PYKOBOOUTENS, O3HAYaloLWMX, 4TO AOKYMEHT NnoanncaH aopyrum
DOJIKHOCTHbBIM /INLOM. Takas NpakTuUKa HeaonycTuMa, 3TO IMWaeT OKYMEHT
IOPUANYECKON CUJbI.

JonyckaeTcsa B pekBu3snTe «loanmncb» LLEeHTPOBKA HAaMMEHOBAHNSA O0JIXXHOCTM NnLa,
noanucasLlUEero AOKYMEHT, OTHOCUTENIbHO CaMOW AJIMHHOW CTPOKWU. Hanpumep: B
NMPakTUKe OOKYMEHTUPOBaHMSA B HACTOALLEee BpeMs LWNPOKOe pacnpocTpaHeHue
MoJsIy4nsa0 UCNoJsib30BaHMe wTaMna pakCMMuibHoOM noanucn. ®akcummne - aHanor
COBCTBEHHOPYYHON NOAMNCK, KOTOPbIN ABASAETCS ee MeXaHNYeCKM BOCNPOn3BEeAEHNEM.
Bocnpou3ssegeHne noanucm 3TUM cnocobom fonyCcTMMo ANS 3aBEPEHMNSA NMPUrialieHnn,
N3BELWEHNW, BHYTPEHHUX OOKYMEHTOB. [JOKYMeHTbl, HanpaBaseMble B Apyrmue
opraHm3aummn, 4OJKHbl UMeTb COOCTBEHHOPYYHYIO NOAMNNCL. IcMonb30oBaHMe
$PaKCMMNIBLHOI0 BOCNpPoOM3BefeHNs NOANUCK O0NYyCKAaeTCsa B COOTBETCTBUN C
MpakgaHCKNUM KogekcoM PP (cT. 160) ToNbKO NpY HaIM4YUK COrnalleHns CTOPOH naun
COOTBETCTBYIOLEro HOPMaTUBHOIO akTa [6, 76].

["pnd cornacoBaHus



pnc cornacoBaHnsa OOKYMEHTa YacTO MMEET 3HAYMMOCTb C TOYKN 3PEHNS IOPUANYECKON
CUNbl AOKYMEHTA. DTOT PEKBU3UT NPOCTABASETCA TONIbLKO Ha AOKYMEHTaX, KOTopble
NpPoXoasaT npouenypy BHELWHero (T. €. B ApYyrux opraHn3aumnsx) coriacoBaHums.

Mpund cornacoBaHMs NPOCTaBNSAETCA Ha NoCNefHEM NINCTe AO0KYMeHTa. PekBmninT
ohopMIAETCA HMXKE BCeX NoAMNCEN NN BBIHOCUTCA Ha OTAE/IbHbIA JINCT COrslacoBaHuns,
KOTOPbIN ABAAETCH NPUNOXKEHNEM K MOAJIMHHUKY OOKYMeHTa. pug cornacoBaHus
Bkto4vaeT cnoso COMMACOBAHO, ooO/MKHOCTL pyKOBOAUTENA, HAUMEHOBaHMe
opraHum3aumm, C KOTOPOM COrlacoBbIBAOT AOKYMEHT, ero JIM4YHY0 NoAnnuch, daMuinio,
MHUUManbl n gaTy. 'pnd cornacoBaHMsa Ha LOKYMEHTEe pacnosiaratloT HMKe Moanucu
crieBa.

Hanpumep: B Tex cnyyvaax, Korjga coriacoBaHue oCyLecTBASEeTCS OTAesbHbIM
NOKYMEHTOM BbILLECTOSLLEN OPraHM3aLnmM UAn KoasermaibHbiM OpraHomM,
o6LIecTBEHHOW opraHn3aumnen, opraHaMm rocyJapCcTBEHHOro KOHTPOAA U Haa30pa
nocne obcyxaeHns NOKyMeHTa Ha ero 3acefiaHnn, To B rpude cornacoBaHms
yKa3blBaeTCs HauMeHOBaHMe 3TOro AOKYMeHTa (B MMEHUTENbHOM Najexe),
HaMMeHOBaHWe opraHnsaunmn, gata n HoMep.

Hanpumep: Cnoso COIMNTACOBAHO neyvaTaeTcsa nponncHbiMuU bykBaMu 6e3 KaBblyek [6,
78].

[Ne4yaTb

Ha 6onblunHCTBE OOKYMEHTOB, U34al0LWMXCca Ha NnpegnpuaTum, ned4aTb He cTaBuTcd. Ho
OTTUCK NeYvaTun oba3aTenbHO A0/IKEH BbiTh Ha cneayrwnx JoKyMeHTax:

* oTpaXkalLWmxX NHopMaLMio 0 hakTax, MeLmx ocoboe puanyeckoe 3HadyeHme (o
CO30aHNN, peopraHn3aLnm Uin JMKBMOALNN NPeanpuaTua n T. a.) ;

* yOooCToBepAWMX NpaBa NpegnpuaTns Win ero oTaesibHbIX nny, (AOBEPEHHOCTN) ;
* pukcnpyrowmx akTbl, CBA3aHHblIe C PUHAHCOBLIMUN U MaTepunasbHbIMN LEHHOCTAMMN.

Ona TakKnx OOKYMEHTOB ne4vaTb ABJAAETCA opuanvyeckm sHa4nMMbiM PEKBU3NTOM, TaK Kak
OHN UMEIT PPNONYHECKYHO CUJTY TOJIbBKO MNMpU HaJIN4nNm e€e oTTnCKa.

PykoBoguUTesNsiM NpeanpusaTmnsa pekomeHayetcs pa3paboTaTb U yTBEPAUTbL NepeyeHb
[OKYMEHTOB, Ha KOTOpPbIX 0643aTeNbHO A0/KEH BbiTb OTTUCK MeYvaTu.



Ecnn B [OKYyMeHTe OTCYTCTBYET Kakon-n1mbo ropnanveckn 3Ha4YnMblil PEKBU3UT, TO OH He
NMeeT rpuan4eckon cuabl 1 paboTHNKM NPeanpuATUS BNpaBe 0TKa3aTbCA BbIMOJIHATL
npeanMcaHnsa 3Toro SOKyMeHTa.

FOpnonyeckaa cnna KOMUWA OOKYMEHTOB

[loCTaTOYHO YacTo NpeanpUATUSM NPUXOANTCS AeNlaTb KOMNUM AOKYMEHTOB Hanpumep,
KOorga BesiMkKa BeposiTHOCTb yTpaThbl MNOAJIMHHMKA UK HeEO6X0AMMO NpeacTaBUTb OAUH
JIOKYMEHT B pa3Hble yYpeXAEHUS.

B Kaknx cnyvasix Konust UMeeT IopuandeckKyr cuiy opurmuHana?
Konunsa gon»xHa B TOYHOCTU NOBTOPATb TEKCT U 0hOpPMSIEHNE OPUTrMHaNa.

3aBepUTb KOMNUKD AOKYMEHTA, N34aHHOr0 CaMMM NpeanpusaTUEM, MOXKET PYyKOBOOUTENb
3TOro NPeanpusaTUsa UK yNoJIHOMOYEHHbIN Ha 3TO COTPYAHMK, HanpuMep HavasbHUK
oTAesNa KaipoB Un 3aBeAyoLlmnin KaHuenspuen. CKloYeHNEM ABNISIOTCS KOMUN TaKnUX
NOKYMEHTOB, Kak, HanpumMep, ycTaB opraHm3aumin. Konusi ycTaBa 3aBepsieTcs
HOTApPUYyCOM.

Moka HeT 04HO3HA4YHOro OTBETA Ha BOMPOC O TOM, UMEET JIN LPUANYECKYIO CUY
JOKYMEHT, NoJlyYeHHbI Mo dakcy. HekoTopble oTe4ecTBEHHbIE U 3apybe)xHbie
npeanpuaTUS NPU3HAT 3aKOHHOCTb TenedakCHOW KONMUn 1 NPUHUMAloT ee K
ncnosiHeHuto. OaHaKo, Ha Hall B3rfsa, NOCTOBEPHOCTb TakKMX KOMUI Aaneko He Bceraa
MO>XHO CHUTATb 04EBUAHOW U NONHONW. B npuHumnne TenedakcHoe cooblleHne 3To NnLlb
KOMusi LOKYMEHTa, paBHOLLEHHAas KOMUK, N3roTOBJIEHHOW Ha KCepokKce.

®akc uenecoobpasHo NCNOAbL30BaATb A1 OTNPABKN U MOJyYeHUS LOKYMEHTOB, He
CBSI3aHHbIX C BO3HUKHOBEHNEM A8 NMPeanpuaTusa NpaBoBbIX NOCAEACTBUN
(MHOPMALMOHHLIX, peknaMHbIX U T. n.) [4, 106].



Hpuaguueckan cuna 3N1eKTPOHHbIX AOKYMEHTOB - ofiecneymeastca NyTem yCTaHoBNEHUA
NOAHOMOYMIA AKLA, CO3AAI0WETD JOKYMEHT (Er0 NPaBOBOHA CTATYC), U COBEPLUEHMA ITHM NULLOM
npoLUeaypbl NOANUCHIBAHWA — BRAKOYEHMA INEKTPOHHOR NOANKMCKM KaK aHanora cobcTBEHHOPYYHOR
NOAMNKCK NHMLE B CTRYKTYPY INEKTPOHHOIMO SOKYMEHTA,

HOpuanuecKkaa cuna KONKUM - CenaetenbCTBOM BEPHOCTH KOMKMM, NPUASIOLWMM et
K PUOMUBCKYIO CHAY, ABNACTCA OTMETKA O €€ 3aBepeHuK. 3aBepeHMe KONUiA LoKYMEHTOB NPOBOIMTCA
DOMKHOCTHLIM NMUOM B CAMOR OpraHMIaumMm WAK e, Npu HeoBXogMMOCTH, HOTApUYCOM.

Konusa AOKYMEHTAa - 370 " OKYMEHT, NTONHOCTHI BOCMPOM3BOAALMKA MHDOPMaLMID NOGAWHHOTO
OOKYMEHTA M BCE 270 BHELWHME NMPU3HAKKM MK Y3CTb MX, HE MMEIOLUMIA IPUOHYECKOH CHnel'?,
MOBTOPHOE, TOYHOE BOCNPOM3BEASHWE NOAWHHHKOE (B LeNAX Pa3MHOMEHWA) ABNASTCA HOMKUEeN,

3aBepeHHan KONUA AOKYMEHTA — KOMNWA LOKYMEHTa, Ha KOTOPO B COOTBETCTEMM C
YCTAHOBNEHHBIM NOPALAKOM NPOCTaBNAKOT HEDﬁ}(Dﬂ'HMbIE PEKBU3WTHI, NPHOdOLWMe eﬁ HPHUOWYeCKYO
cHny.

INeKTPOHHAaA KONWUA AOKYMEHTA — Konuio AoKyMeHTa Ha MallMHHOM HocuTene TOCT 6.10.4-
84 onpepensaer KaK AOKYMEHT, NePenUCaHHbIA C NOSNUHHWMHKA MK Oy BNUKaTa QOKYMEHTA Ha
MalWKWHHOM HOCHMTENE Ha ,ﬂ,p\fl‘tﬁﬁ HOCUTEND HHdJGpMﬂLLHH, a‘-,fTEHTHQHhIFI No CoAspHaHMIo K

COOepHallMA YHa3aHWe, YTO 3ITOT AOKYMEHT ABNASTCA KONKeH,
f.a7 MyShared

SAKNIOYEHUE

JlOKyMeHTMpoBaHMe yrnpaB/ieHYeCcKon AesaTeslbHOCTN - OCHOBA AEe0NpPon3BoACTBa U
0AWH N3 Hanbosiee CNIOXKHbIX BONPOCOB, pellaeMbix B npouecce paboTbl C JOKYMEHTaMW.
MpaBWIbHO COCTaBJIEHHbIA U 0HOPMJIEHHbBIN AOKYMEHT YNPOLWAET 1 yCKopsaeT
npouenypbl ero 06paboTKM 1 NO3BONAET B Aaj/ibHENLIEM JyYLUE MOHATbL €ro 3Ha4yeHune
KaK MCTOPUNYECKOro MCTOYHNKA N TOYHEE YCTAHOBUTb CPOK XpaHeHUs. YrpaBrieHYecKas
JOKYMEHTaLMs BKOYaAET LWNPOKUIA KPYr Pa3HOPOAHbLIX JOKYMEeHTOB, HeobxoanuMbix ons
BbINOJIHEHUA PYHKUMI yrNpaB/ieHns B opraHn3aummn. ®yHKLUNOHaNbHas NMPUHAAIEXHOCTb
[OKYMEHTOB - 3TO MNepBOe, YTO C/ieayeT YYUTbIBaTb NMPU NOAFOTOBKE CNyKebHom
AOKYMeHTauun. B coBpeMeHHON NpakTUKe UCMosib3yTca YHUDMLMPOBAHHbIE CUCTEMBbI
JOKYMEHTaLMN NO TaKUM HarnpaBieHUsM OeaTesIbHOCTU, Kak ByXranTepckuin yyeT,



OTYETHOCTb M CTAaTUCTUYECKUI y4eT, BHELLHETOProBbie N 6aHKOBCKME onepaumnu,
OpraHM3auUmMoHHO-pacnopagnTenbHasa AesaTeslbHOCTb, MEHCUOHHOe obecneyeHne n ap.
Cpeaun BCcex NpMMeHseMbIX CUCTEM OOKYMeHTaunm ocoboe MecTo 3aHMMaeT
YHUnympoBaHHasa cucteMa opraHu3aunoHHoO-pacnopaguTesibHON LOKYMeHTauuu,
npuMeHsemas rnpu opopMaeHUn pacnopagnTenbHON N NCMOSTHUTENIbHON OeATeIbHOCTU
annapaTa yrnpasJeHnsa U urpatoLas ocobyto posb cpegn BCex Apyrnx CUCTem
ynpaBJieH4eCKOnN foKyMeHTauun. OpraHm3aunoHHo-pacnopsagnTesbHas JOKYMeHTauus,
puKCcupyeT NpUHATbIE peLlleHnsa No agMUHNCTPaTMBHBIM BONPOCaM 1 CoO30aeTcs BO BCeX
henepalibHbIX OpraHax rocygapCcTBeHHOM BJlaCcTu, B opraHax MecTHOro
camoyrpasJsieHnNs, Ha NpeanpuaTuaX U B OpraHmn3aunsax He3aBuCcnMmo oT
OpraHM3aumMoHHO-NPaBoOBON hopMbl U BUAA AeAaTenbHOCTU. MmeHHo ¢ OPLl paboTatoT B
OCHOBHOM cneunanncTbl cny>x6 OKyMeHTaLnoOHHOro obecneyeHns ynpaBieHns.

MNMoaroToBKa /0BOro U3 3TUX 4OKYMEHTOB BKJIIOYAET ABa B3aMMOCBA3aHHbIX Npouecca:
pa3paboTka coaep)xaTenbHOM YacTu (TekcTa nnum Tabnuusbl), T. €. COCTaBNeHne
OOKYMEHTa 1 npuaaHne lopuanyeckon Cnnabl TEKCTY AOKYMeHTa (opopMmaeHmne
DOKYMeHTa).

Mpwn ochopMaeHUn ooKyMeHTOB Heobxoammo cobnwogaTh Npasuna, obecnevymsatowme
IOPNONYECKYIO CUTY LOKYMEHTOB: ONnepaTUBHOE N Ka4eCTBEHHOE NX UCMNOJIHEHNE 1
MOWUCK; BO3MOXXHOCTb 06paboTKn OKYMEHTOB C MOMOLLbIO CPEACTB BbIYNCANTENLHOMN
TEXHUKWN; Ka4eCTBO OKYMEHTOB KaK UCTOPUYECKNX UCTOYHUKOB. [JOKYMEHT LOJIKEH, KakK
npasnao, opopMNaTbCsa Ha BnaHKe, COOTBETCTBYIOLWEM CTaHOAPTY, UMETb
YCTaHOBJIEHHbIN KOMMAEKC 06s3aTesIbHbIX PEKBU3UTOB U CTabubHbIM NOPSALAOK UX
pacrnosioxxeHus. B npouecce NoAroToBKM N 0hOpMIEHNA OOKYMEHTOB COCTaB
o6sa3aTeNIbHbIX PEKBU3UTOB MOXET ObiTb AOMOJIHEH APYrMMN PEKBU3UTAMU, €C/IN TOro
TpebyeT Ha3Ha4YeHne AOKyMeHTa, ero obpaboTka n T. 4. PacnosioXXeHmne pekBM3nToB Ha
B6naHKax OKYMEHTOB A0JIXKHO cooTBeTcTBOBaTb TOCT P. 6. 30-2003 r.

B naHHOM KypcoBown paboTe Mbl onpenennam CyLwHOCTb IOPUANYECKON CUbl LOKYMEHTa
N onpenennsin BaXXHOCTb NPaBUILHOI0 0hOpMIEHUA OOKYMEHTOB YKa3aHusa BCeX
HeobX0AMMbIX PEKBU3UTOB, KOTOPbIE N NPUAAIOT OOKYMEHTY lOpuanYeckyto cuny. Ecnan
OOKYMEHT MeeT I0pUANYECKYO CUY 3HAYUT 1 Npobnem C JoKasaTeNnbCTBaMun B
Pa3/INYHbIX XU3HEHHbIX CUTYyaunn HeT (HanpuMmep B cyge).

PaccmoTpenu }0pl/|,£l,l/|‘-|eCKVII7I “n ,EI,OKyMeHTOBe,EIHeCKVII‘/'I B3rna4bl Ha opopmMseHne
OOKYMEHTOB U NMpnaaHnNa nm lOpVILI,I/I‘-IECKOVI Cunnbl.



Mexxny TpeboBaHNAMN LOPULNYECKON TEXHUKN U NPaBUIaMn LeN0Npon3BoOACTBa HET
HEeNpPOXoAMMOWN rpaHnLbl, MOCKOJIbKY OHM obpalleHbl K 0GHOMY 06BbEKTY - LOKYMEHTY.
BMecTe ¢ TeEM MOXKHO KOHCTaTUpPOBaTb HasM4ne ABYX MAacCMBOB NpasBua ohopmaeHns
NOKYMEHTOB, KOTOPbI€ B YaCTWN CBOUX MOJIOXKEHU COBMagatoT, @ B HacTU - pacxoasaTcs.
CyLeCTBEHHbIM SIBISIETCSA TO, YTO B JIOKYMEHTOBEAEHUN U NMPABOBbIX ANCUUMNINHAX
CNIOXKUNCb Pas/InYHble NOAX0Abl K CTPYKTYpe OOKYMEHTa N ero pekBmimTam. BmecTe
TEeM MpakTUKa NPUMEHEHNS YKa3aHHbIX NpaBW NoKa3biBaeT HE0BX0AMMOCTb
NPEeOAONEHNS ITUX PACXOXKAEHNA, NPOBEAEHNSA UX YHUDUKALNN C LLeNblo YCTPaHEHUS
yCTapeBLWMX N HeONMPaBAAHHO C/IOXKHbIX MON0XXEHUN. BbipaboTKa e anHbIX npaBui
0hOpPMNEHNSI NPABOBbLIX aKTOB, OPNEHTUPOBAHHLIX HA MPUMEHEHNE COBPEMEHHbIX
NHHOPMALMOHHbBIX TEXHOJIOT A, MO3BOJNT NOBbLICUTbL 3PPEKTUBHOCTL PaboTbl C 3TUMMK
[OKYMEHTaMU Ha BCeX CTagnsaX Ux Co30aHnNs U NPUMEHEHUS.

Bo BTOpon rnaee paboTbl Mbl UCClefoBaAn NMpoueaypy NpuaaHnsa 4OKYMeHTaM
IOPNANYECKON CUMbI Pa3/INYHBIM BUAaM OOKYMEHTOB 1 onpeaennnmn 4to, Y1obel npnaath
JOKYMEHTY lOpuanyeckyto cmiy, Heobxogmmo cobnofaTh cnepylowine npasuna:

* co3pnasas OOKYMEHT, Ba>XXHO NMpnaepxmBaTbCA ,El,el7|CTByI'OLLI,I/IX 3aKOoHOOaTeJ/IbHbIX HOPM;
* nspaBaTb OOKYMEHThI HeobxoanMo TOIbKO B npepnenax CBOEN KoOMMeTeHUun;

* 06bs3aTesibHO cobntoaaTh NpaBmMaa COCTAaBAEHNA N OPOPMIIEHNA JOKYMEHTOB, @ TakXe
O3HAKOMJIEHMSA C HUM paboTHMKOB (Npn HeOBXOAMMOCTN).

Takum 06pa30M, CYMTAlo, 4YTO Uesib uccrenoBaHnsa TeMol: «KOpunaonyeckasa cuia
OOKYMEHTa OOCTUIrHYyTa» 3aaydn O €€ OOCTUXKEHMNS BbIMOJIHEHDI.



