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COOEPXAHUE
BBepgeHue
TemaTnKa neKUMOHHbIX U CEMUHAPCKUX 3aHATUMN

|. JIeKUMOHHbIN KypC

JNTekuma Ne 1 OdpuumanbHO-AENOBON CTUMNb B PYCCKOM S3bIKe U NOHATUE OeNoBOro CTUNs
Jlekums Ne 2 TpeboBaHWS K A€NOBOMY CTUMIO: TEKCTOBbIE U SI3bIKOBbIE HOPMbI JOKYMEHTA
Jlekums Ne 3 [lokyMeHT un dpopma JOKYMEHTa

Jlekumnsa Ne 4 brniaHk JOKyMeHTa 1 peKBU3UTbI JOKYMEHTa

Jlekumna Ne 5 Knaccugumkaumnsa JoKyMeHTOB

Jlekuma Ne 6 Asbik genoBon KoppecnoHaeHLmn

Jlekuma Ne 7 CTunb genoBon KoppecrnoHO4eHLNN

Jlekumna Ne 8 Ycnosus ycnewHon AefioBon KOMMYyHUKaLMn

Jlekumna Ne 9 [lenosou peveBoun aTUKET

Il. CeMnHapckue 3aHATUSA

CemuHapckoe 3aHaTve Ne 1 Noactunu ocpumumanbHO-4eNI0OBOro CTUSA peyn 1 ux
cneuudmnyeckue YepTbl

TeopeTnyecknin 6rok

MpakTuyecknin 6nok (3agaHuns)

CemuHapckoe 3aHaTMe Ne 2 NMpaBuna ochopmneHus noKymMeHTa
TeopeTnyecknin 6rok

MpakTuyecknin 6nok (3agaHuns)

CemuHapckoe 3aHATME Ne 3 JInuHble AOKYMEHTbI

TeopeTnyecknin 6rok

MpakTuyecknin 6nok (3agaHus)

CemuHapckoe 3aHAaTME N2 4 AQMUHMUCTPaTUBHO-OPraHn3aLMoOHHbIe JOKYMEHTbI
TeopeTnyecknin 6ok

MpakTudecknin 6nok (3agaHus)

CemuHapckoe 3aHAaTMe Ne 5 PacnopsautenbHble AOKYMEHTbI
TeopeTnyecknin 6ok

MpakTuyecknin 6nok (3agaHus)

CemuHapckoe 3aHsTMe Ne 6 MHdopmMaunoHHO-CpaBoYHbIe AOKYMEHTbI
TeopeTnyecknin 6ok

MpakTudecknin 6nok (3agaHus)

CemuHapckoe 3aHATMe Ne 7 [lenoBble Nnucbma

TeopeTnyecknin 6ok

MpakTnyeckunin 6ok (3agaHns)

CemuHapckoe 3aHATMe Ne 8 YHudmkaumsa sasbika AenoBbixX Oymar
TeopeTnyecknin 6ok

MpakTnyeckunn 6ok (3agaHns)

CemuHapckoe 3aHATMe Ne 9 DTuka fenoBbIX OTHOLUEHUN
TeopeTnyecknin 6ok

MpakTnyeckunn 6ok (3agaHns)

[ll. MpaKkTUyeckne 3aHATUA

IV. KOHTpOsnbHO-U3MepUTesibHble MaTepuanbl
TeKkyLWwmMin KOHTPOSb K CEMUHAPCKUM 3aHATUAM
Py6exHbin KOHTponb Ne 1
Py6exHbin KOHTponb Ne 2



V. lononHuTenbHbIe MaTepuanbi
Fnoccapun

Cnucok nutepatypbl
MpunoxeHus



BBEAEHUE

[OKyMeHTbl BbICTYNalT B KayecTBe HEMNPEMEHHOro 3fieMeHTa YyrnpaBneH4YeCcKom
AEATENbHOCTU, ABNASICb OQHOBPEMEHHO M CPEeACTBOM Tpyaa, U ero pesynbtatom. Llenb
ancumnnuibl «OCHOBbI  AENONPOM3BOACTBa» 3aKMo4yaeTcss B YrnybrneHHOM M3y4YyeHun
A3blka W CTUNA [OOKYMEHT, CUCTEM [OKYMEHTauum B WX MWCTOPUYECKOM pPa3BUTUN,
TEOpPeTUYECKNX MU MPaKTUYECKnX nNpobnem co3gaHus AOKYMEHTUPOBaAHHOM MHGOpMaLmm
yupexaeHui niobon opraHnsaumoHHO-NPaBoBON hOPMBbI.

[aHHaga uenb peanuayeTca Yepes peLleHne onpeaenéHHbiX 3agaY, 3akmnoyaroLwmxcs
B TOM, 4YTOObI:

— NpocneauTb 3BONIOLMIO AOKYMEHTA Kak HOCUTENS HhopmaLmu;

— NpoaHanM3npoBaTb NPOLECC CKragblBaHWs U pa3BnTna bopmMynsapa JOKYMEHTa;

— BbISIBUTb U MOKa3aTb TEHAEHUUN yHUMKAUUKN U CTaHO4apTU3aLnN Kak OTAENbHbIX
dopM LOKYMEHTOB, Tak U CUCTEM JOKYMEHTaLMM B LLESOM;

— O3HaKOMUTb C COBPEMEHHBIMW TEKCTOBbIMU W SA3bIKOBbIMM TpeboBaHUAMU K
AOKYMEHTaM; NPUBUTb HaBbIKM COCTaBMEHUS U aHanM3a 4OKYMEHTA.

B pesynbTaTe OCBOEHMSI OUCUMMIAMHBLI CTYOEHT AOOSDKEH 3HaTb CTUNUCTUYECKME
0oCcOBeHHOCTN AenoBbix Oymar, TEeKCTOBble W $3blKOBble HOPMbl [AOKYMEHTA; YMETb
COCTaBnsATb AOKYMEHTbl C MCMOSIb30BaHMEM $3bIKOBbIX BapWUaHTOB B 3aBUCUMOCTWU OT
Ha3Ha4yeHus, coaepXaHna n Buaa AOKYMEHTa, YHMPUUMPOBATb TEKCTbl [AOKYMEHTOB,
opOopMNATbL OKYMEHTbLI B COOTBETCTBMM C TPEOOBaAHNAMU roCcyaapCTBEHHOrO CTaHAApTa;
BnageTb metogamu cbopa, aHanuaa, NPOEKTUPOBAHUSA CUCTEM JOKYMEHTaUUN, METOAUKOM
YHUPMKALMM U CTaHAapTM3aumMm yNpaBrieHYeCcKnx JOKYMEHTOB, HOPMaMn OeNOBOM peyun.

B nocobun npenctaBneH NEKUMOHHBIM UM MNPAKTUYECKU pasgenbl AUCUMMIVHGI,
NPUYEM KaxOoe MpaKTMYECKOe 3aHATME COOEPXUT TeopeTudeckun 6nok, HeobxoauMbIn
ANSA BbINOMHEHNS] NPAKTUYECKUX 3af4aHuKn, NATb YNPaXHEHW NO OAaHHOW TeMe U TecT u3
NATU BONPOCOB. BO3MOXHOCTb NO3HAKOMUTLCH C CUCTEMOM 3aZlaHU NO3BOSNUT CTyAeHTaMm
nnaHupoBatb CBOKW paboTy M OTHOCUTBCA K Hen cosHaTenbHo. B paspaboTtke
npegnaralTca 3afjaHus pasHoOW cTeneHn cnoxHoctu. lMpm paboTte co cTygeHTamm
onpefeneHHon cneuvanbHOCTM BblGOp 3agaHun OyaeT MOTUBMPOBATBCHA YPOBHEM MX
NoAroTOBKN U KONIMYECTBOM 3aHATUMN.

OcobeHHasa TpygHOCTb COCTOMT, Kak NpaBwio, B YCBOEHWUM MOHATUAHOW ©6as3bl
ANCUMNNWHBI, C 3TON Lenbo B nocobuu npeactaBneH rroccapun. TecT ansi UToroBoro
KOHTPOMS NO3BONNUT CTYAEHTY ONpeaenuTb CTeNneHb N3y4eHHOCTU AAaHHOW ANCUUNIINHBGI.

Mpn nNoaroToBke K NPaKTUYECKUM 3aHATUAM OCOOBEHHO CROXHbIM 3TanoM ABNAeTCH
aTtan pedepupoBaHua paboyero matepuana. 13 npeacraBneHHOro cnvcka nurepaTypsl,
Kak MpaBWUSiO, OYEHb CrIOXHO BbIOpaTb TE€ MCTOYHWUKWU, KOTOpble Obl cnocoGcTBOBaNM
MaKCMMaribHOMY pacKpbITUIO ocBelaemMon Tembl. Crneumdurka QUCUMNANHBI 3aKmnoyaeTcs
B TOM, YTO MPUXOANTCA CaMOCTOATENBbHO aHaNU3npoBaTb Matepuan u otbupatb HyXXHOe.
B TakoM KOHTEKCTe YeTKO YyKasaHHble 3Tarnbl PackpbITUA TEeMbl BaXHbl, MOTOMY 4TO
NO3BONSAT BUOETb KOHKPETHYIO Lienb nepes cobon u paumoHanbHO pacxo4oBaTh BPEMS.
MoaTomy gaHHOe nocobue sBRSeTcs XOpOoLUMM MOACMOPbEM B MpoLecce NoaroToBKU K
3a4ery.

CocTaBneHHbIi B BUAE TE3UCOB K KaXKAOMY M3 BOMPOCOB MPaKTUYECKOro 3aHATUSA
TeopeTU4eCcKni Matepuan SBnAsieTCs CBOEro poa nrnaHoOM OTBETa Ha KOHKPETHYH TeMmy.
Tesncbl HauenvealT Ha BbINOSIHEHWE 3a0aHWUSA, MOTOMY YTO OPraHU3yT MPeanoXeHHbIN
ANSA n3ydeHns matepuan.

Llenb npegnaraemoro yyebHoro nocobusi COCTOMT B TOM, YTOOblI OKa3aTb MOMOLLb
CTydeHTaM npwu NOArOTOBKE K FEKUMOHHbIM W MPaKTUYECKUM 3aHATUSM, T. €.
KOHKPETU3NPOBaTb NPeaSIOKEeHHY0 Ang obcyxaeHns Temy, 0603Hau4nTb OCHOBHbIE 3Tarnbl
paboTbl N CUCTEMATM3NPOBATDL YXXE NMEIOLLNECS 3HAHWS.

HacToswee yyebHoe nocobne nmeeT crneayroLyo CTPYKTypY:
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1. BeegeHue;

2. TemaTnka NEKUNOHHbIX 1 CEMUHAPCKUX 3aHATUN;
3. JleKunoHHbIN KypC;

4. CeMUHapCKne 3aHATUS;

1) TeopeTnyeckumn GoK,;

2) npakTnyecknin 6nok (3agaHus);

5. TecT onst UTOroBOro KOHTPONS;

6. Moccapun;

7. Cnucok nutepartypbl;

8. MNpunoxeHus.

PekomeHaaumm K CeMMHAPCKUM 3aHATUAM

1. lNpvBeOéHHbIE K KaxXOOMy M3 MYHKTOB MfaHa pasBEpHyTble Te3uCbl cnyxar
cBO€0OpasHbIM ONOPHbLIM, UCXOAHLIM MaTepuanom Npwu NOAroTOBKE CTYAEHTa K 3aHATUIO.
OTN Te3ncbl MO3BONAT CTYAEHTY COPUEHTMPOBATLCA B MHOroobpasum marepuana,
KOMMO3WLMOHHO BbICTPOUTL CBOW OTBET, HAWTK KMOYEBbIE NOHATUS N ONEPETbCS Ha HUX B
X04e BbICTyNneHus. Te3ancbl €Mmkn, copepxaTtenbHbl, MHPOPMAUMOHHbLI, MO3TOMY OHU
No3BONAT caenaTb COObLLEHNE KOHKPETHBIM, UANKOCTPATUBHbBIM.

2. O6paTtute BHMMaHME Ha TO, 4TO npeanaraeMble K pPacCMOTPEHUO Ha
NPaKTUYECKUX 3aHATUAX BONPOCHI KOHKPETHbI, @ CriegoBaTenbHO, OHW HYXAAlTCHA B CTOMb
e TOYHbIX, JTAKOHUYHbIX U BbIBEPEHHbIX OTBETAX.

3. Ocoboe BHMMaHWe CTOUT ygoenuTb npeanaraemMoMy CruCKy nuTepaTtypbl: B
YKa3aHHbIX W30aHMAX COAEPXKUTCA ucdeprnbiBawowas uHopMaumMss no  3adaHHbIM
BOMpocam.

4. Bo wusbexaHue nepepaboTkm 6GonbLIOro, a 3a4acTylo M wmsnuwHero obbéma
mMaTepuana npuv noaroToBKe K MPaKTUYECKMM 3aHATUAM HeobXoaMmo onupaTtbCcs Ha
npuBeAEHHbIE K HWUM Te3ucbl. JTO no3BoNUT obnerdnte paboTy, KaveCTBEHHO
NoAroTOBUTLCA K BbICTYMEHMIO.

5. Ecnu camMo noHATME B TEME UNM B NflaHe MPaKTUYECKOro 3aHATUS HEMOHSATHO,
Heob6xoaMmo 0bpaTUTBLCA K roccapuio.

6. Ecnn nogrotoBka K NpakTM4eCKOMy 3aHATUIO NpearnonaraeT CoCTaBNeHNe Kakoro-
nmbo [OOKyMeHTa, 3HaHWW O KOTOPOM Yy CTyAEeHTa HEeT, TO HYyXHO obpaTutbCca K
NPUNOXEHNIO.

7. ToBops 06 OCOGEHHOCTAX TOr0 WAWM MHOMO [AOKYMEHTa, CTYOEHT [OJIKeH
CTPYKTYpMpOBaTb MaTtepuan, oroBapvmBasi 3Tanbl COCTaBMEHUS [OAHHOrO [OOKYMEHTa;
BblbpaTb Haubonee nokasaTernbHble MNpUMepbl. ATO MO3BONUT caenatb coobuieHne
KOHKPETHbIM, coaepXXaTenbHbIM, MTAKOHUYHbIM.

PekomeHaaumm K coctaBneHnro u ohopMIieHUI0 KOHCNeKTa

KoHcnekTnpoBaHne kak dopma camocTosTenbHOW paboTbl npegnonaraert, BO-
nepBblX, MNOUCK HeobGXxoammon nuTepaTypbl. XOpOoLWM NOACMOPbEM SABMASETCHA CMUCOK
nuTepaTypsbl, Npeanaraembln B A4aHHOM nocobuun. NpruyémM npeanoXeHHbI CIIMCOK MOXET
OblTb paclMpeH 3a CYET OPYrnMX UCCNeaoBaHUA MO OaHHOW Teme. Bo-BTOpbIX, U3yyeHue
pasHbIX WCTOYHMKOB, KOTOPOE MO3BOMSET MOMyYnTb pacluMpeHHoe npeacTaBrieHne o
npegmeTe MccrnegoBaHus. B-TpeTbux, OCMbICNIEHNE U aHanM3 UCXOAHOro maTepuana. B-
YeTBEPTBLIX, pedepupoBaHMe Yy4yebHOro Martepuana, KOTOpoe noapasymeBaeT He
MexaHuU4yecKoe KynupoBaHWe TeKCTa, a camMocTosaTenbHoe o06o06lieHne u3y4YeHHOro
mMaTepuana. B-natbix, odpopmneHre B BUAE PyKONUCK UMM NeYaTHOro TekcTa.

KoHcnekT HeobGxoaumMo OgopMUTL FPaMOTHO, B COOTBETCTBUMM C TpeboBaHMsMU,
npeabsBnseMbiMM K pabotam nogobHoro Tuna. B KoHcNekTe [OMKHbl ObiTb YETKO
BblAeneHbl 3aronoBku, Tesucbl. CucTtemMaTU3npoBaHHbIM — MaTepuan Heobxoanumo
pasgenutb Ha abs3aupbl. [lomMeTkm Ha nonsx, COMyTCTBYHOLME KOHCMEKTUPOBAHMIO,
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NMO3BONAKT CTYAEHTY NErko OpUEHTMPOBATbCA B TEKCTOBOM dparmeHTe. [JonycTuMbl
o6LLenpuHATbIE M pa3bopUMBbIE COKPALLEHNSI.

PekomeHgauum Kk npoBeAeHNIO TeCTUPOBaHUA
UT06bl NPaBUIbHO BbINOMHUTL MPEANOXeHHble TecTbl, HeoBxoaMmo, BO-NEPBbIX,
BHMMaTeNbHO NpoynTaTh Kaxaoe 3agaHue. Bo-BTOpbIX, OCMbICIINTL NPOYUTAHHOE, YTOObI
He BbINOMHUTbL 3aaHne C TOYHOCTbI0 40 HAaobopoT. B-TpeTbux, UCKMOUYNTL B BapuaHTax
oTBeTa Te, KOTopble He noaxoasaTt nnbo K AaHHOW anoxe, NUMBo K ykasaHHOM cTpaHe. B-
YeTBEPTbLIX, MOBTOPHO MEpenpoBepuUTb CAenaHHoe, T. €. COOTHeCTM 3ajaHue C
BapvaHTamMy OTBETOB.



TEMATUKA NEKLUWMOHHbIX U CEMUHAPCKUX 3AHATUN

|. JIeKUMOHHbIN KypC

JNTekuma Ne 1 OdpuumansHO-AENOBON CTUMNb B PYCCKOM S3bIKE U NOHATUE AeN0BOro CTUNs
Jlekums Ne 2 TpebGoBaHuNS K 4eNOBOMY CTUMIO: TEKCTOBbIE U I3bIKOBblE HOPMbI JOKYMEHTA
Jlekums Ne 3 [lokyMeHT u popma JOKYMEHTa

Jlekumna Ne 4 brniaHk JOKyMeHTa 1 peKkBU3UTbI JOKYMEHTa

Jlekumna Ne 5 Knaccungumkaumnsa JoKyMeHTOB

Jlekuma Ne 6 Asbik genoBon KoppecnoHAeHLMn

Jlekuma Ne 7 CTunb genoBon KoppecrnoH4eHLNN

Jlekumna Ne 8 Ycnosus ycnewHon 4efioBon KOMMYyHUKaLMn

Jlekumna Ne 9 [lenosou peveBoun aTUKET

Il. CeMnHapckue 3aHATUSA

CemunHapckoe 3aHaTve Ne 1 [Noactunm ouuymnarnbHO-4eN0BOro CTUMS peyun N nux
cneunduyeckme YyepTobl

CemunHapckoe 3aHsTme Ne 2 [MpaBuna odopMneHns JOKyMeHTa

CemuHapckoe 3aHATne Ne 3 JInyHble JOKYMEHTbI

CemuHapckoe 3aHATne Ne 4 AOMUHUCTPaTUBHO-OPraHN3aUmMOHHbIE LJOKYMEHThI
CemuHapckoe 3aHaTne Ne 5 PacnopsaguTenbHble JOKYMEHThI

CemuHapckoe 3aHaTne Ne 6 MiHdbopMaunoHHO-CnpaBoYHble JOKYMEHThI
CemuHapckoe 3aHATne Ne 7 [lenoBble nucbma

CemuHapckoe 3aHsaTne Ne 8 YHudmkaums a3bika genosbix Gymar
CemunHapckoe 3aHsaTme Ne 9 OTuka 4enoBbiX OTHOLLEHWI



JNEKLUUA Ne 1
TEMA: UcTtopusa genonpounssoactea B Poccum
MINAH:
1. lenonpoun3soacTeo B [lpeBHEPYCCKOM rocyaapcTee
2. NpukasHoe AenonpousBoacTBO
3. Konnexckoe oenonpoussBonCcTBO
4. MnHucTepckasa cuctemMa ynpasneHus v 4enonpou3BoacTea
5. CoBpeMeHHOe COCTOsIHME CUCTEMBbI YNpaBreHna 1 4enonpousBoaCcTBa U NyTU ero
COBEepLLEHCTBOBAHNSA

1. Nenonpon3BoAacTBO B [IpeBHEPYCCKOM rocyaapctee

o koHua XV B. eanHasa cuctema 4enonpounsBoacTBa B [JpeBHepYyCCKOM rocyaapcTee
He Oblnia BocTpeboBaHa caMon cucteMomn ynpasneHnsa. GyHKUUIO ynpaBfeHUs BbINOSHANN
oTAenbHble AOSMKHOCTHbIE nuua nmbo Boobwe 6e3 wTata YMHOBHUKOB, NIMOO C OYeHb
OrpaHn4YeHHbIM WTaToM. HO B LEenom KynbTypa HanucaHus OOKYMEHTOB CyllecTBOBana
(JoroBopa ¢ BuzaHntnen 911 n 945 rr.).

B ctonuue AdpeBHepycckoro rocygapcrea — Kuese (978 — 1015 rr.) — cywiectBoBarno
yyebHOe 3aBefeHve ana pgeter 60ap U cTapwux APYKUHHUKOB, rae oTbupanucb

NpPeTeHOEHTbl Ha [OOIMKHOCTU «MEYaTHUKOB» — XPaHUTENEM KHSDKECKOW nevaTw,
«METarnHUKoOB» — CYAENCKUX CeKpeTapen, NUCLOB M ObSAKOB MPU KHA3bSAX M KPYMHbIX
deoganax.

B oTOT nepuon B OCHOBHOM [OOKYMEHTUPYKOTCA MpaBOBble OTHOLLEHUHA, CO34atoTCs
XarnoBaHHble W BKNagHble rpamoThbl, 3aBeLlaHUd, MHOrOYMUCIIEHHblE pPa3HOBUOHOCTU
YCTaBHbIX, BKMagHbIX, KyM4ux rpamoT; XWUTEWHble 3anucum — nNpu CPOYHOM Hanme
pabOTHUKOB; NOJSHbIE FPaMOTbl — NPU Npogaxe B pabCcTBo u T.4.

C yBenuyeHvem u4ucna cosgaBaemMblX AOKYMEHTOB 0003HauYunucb M MecTa Ans
Hanbonee 6e30MacHOr0 UX XpaHeHud. OTO, Kak npaBumo, LEeHTpanbHble Xpambl,
NOCBSILLEHHbIE CBATbIM, MOKPOBUTENAM ropoga. B KpynHbIX ropogax cyuiectBoBanu
XpaHnnuiia OKYMeHTOB. LieHTpamun BegeHns JOKYMEHTaUMM U ee XpaHeHus Obinn Takke
roOCTMHbIE ABOPbI 1 MOHACTbLIPW.

HakonneHuwe Tpaguuui B cpepe OOKYMEHTUPOBAHUSA BeNo K (OOPMUPOBAHUIO Kpyra
npodeccrmoHarnbHbIX crneuMannucTtoB B obnactm co3gaHms M obpaboTkm [OKYMEHTOB.
[MNepBOHa4YanbHO UX COCTaB MOMOMHANCA 3a CYET LEePKOBHbIX NCarMOBLLMKOB U AbsKkoB. C
XIV B. TepMUH «ObSK» 3aKpenusca 3a nuuamu, segyLmmMmmn 4enonpon3soacTso.

[MpakTtnyeckn, oo koHua XIV B. Ha Pycu OCHOBHbIM MaTepuanom Ans nucbMa Cryxun
neprameHT (ocobbiM o0b6pa3omM BblgenaHHas Tenadbs, 6apaHbs WNKU KO3MMHAas KoXxa),
Ha3blBaeMbll B IOKYMEHTaX «XapTUen» Unn «TenaTuHom». Jlydwmnn nepraMmeHT npuBo3nnu
n3 Npeuunn nnn Mansencknx ropogos. Camon apeBHen opmMon AoKymMeHTa Ha Pycu bbina
rpamoTa — OTAerbHbIA NINCT neprameHTa wmpuHon okosio 3,5 sepwkoB (15 — 17 cwm).
Pa3smepbl JOKyMeHTa yBenMUYMBanucCh 3a cHeT NOAKIMENKN CreayoLwmnx MCTOB.

Takum o6pasom, B 9TOT NepuMoOA CKMaablBanucb TpaguuMm pPYCCKOW CUCTEMBbI
AEeNOnNpon3BOACTBA, HaKannmMBancsa OnNbIT LOKYMEHTUPOBaHUS, 06paboTkn M XxpaHeHus
OOKYMEHTOB, obecnevyeHnss WX COXPaHHOCTW, HECAHKLUMOHWMPOBAHHOIMO [OCTyna W
nogaenkn, copmmpoBancs npogeccuMoHarnbHbIM LUEeX cneuvanuctoB no pabote ¢
NHdopMaumen.

2. NMpukasHoe genonponsBoACTBO

MpukasHoe genonpoun3BoacTBO Ha Pycu cyuwlectBoBano Ha pybexe XV — XVII BB.
IMpouncxoxaeHne NpuKasoB CBA3AHO C NPaKTUKOM JIMYHbIX NOPYyYeHUn (MpUKa3oB) BESNKOro
KHA39 Onmkanwemy OKPYXEHUIO — KHA3bSM W GosipaM MO paspelleHnto OTAeNbHbIX
BOMPOCOB roCyAapCTBEHHOrO ynpasneHusa. VX aeatenbHOCTb 06beauHANnach BbICLUUM
npaBUTENbLCTBEHHbLIM yypexaeHnem — bosipckon [ymon.
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Bo rnmaBe otgenbHOro npukasa CToss1 NPUKa3HOW CyAbsl, HA3HAYEHHbIN N3 OYMCKUX
4YMHOB. B ero BegeHUn coCToAnNu AbskW, ynpaBnsasBlIve nogbavymMmn. B KpynHbIX npukasax
noabsiune obObEAUHANUCb B «CTOMbl» UMM «MNOBbITbSA» — TeppuTOpUarnbHbIe
nogpasgerneHvss npukasoB. [Ona npvBedeHUA B UCMNOSIHEHWE pasHbIX pacrnopsikeHnn
cywiecTBoBanu ToniMauun, TPyOHWKM, Hepenblimkn n ap. 3a owunbku, Jonyckaemble B
odpuumanbHbIX AOKYMEHTaX, NOAbSYMX CTPOro HakasbiBanu: 6unu 6atoramu, nuwanu
KanoBaHbsl.

Ha mecTax B BeeHUM NpUKa3oB COCTOSNN BOEBOAbI, yNpaBnsawoLmne TeppuTopusamm
N BbINOMHSABLUME nNpeanucaHus LUeHTparnbHblX Bnacten. Boesogbl wumenu  CBOH
«KaHLEeNsapuo» — NpUKasHyto n3by 13 NOMOLLHUKOB — «MEHbLUNX» BOEBOA U AbSKOB.

B npukasHon n3be XpaHWNUCb rocyaapCTBEHHAs ropoackas neyaTb, OEHEeXHble
CYyMMbI 1 BESNTOCb Aerionpon3BoACTBO.

B XV B. [oporoctoswmi neprameHT BbliTecHuna ©Oymara, w3HayvanbHO
3anagHoeBpornenckasl, a co BTopou nonoBuHbl XVII B. — CBOSl, OTe4yeCTBEHHad.
[MepBoHa4anbHO Gymara M3rotToBnsAnacb M3 TpsAnbs, a YepHMna Adenanucb U3 conen
Xenesa un oybunbHbIX BewecTB, A0ObIBAaEMbIX M3 YEPHUITbHBIX OPELUKOB — HApOCTOB Ha
Ay0oBbIX NUCTbsX. TecT Obin 0COBEHHO CTOMKMM WM NOYTM He BbiuBeTan. [loaTtomy
AOKYMEHTbI 3TOro nepmnoga AoCTaTOYHO XOPOLLO YNTAKTCA U MO CeN AeHb.

MHCTpyMeHTaMyn nucbMa CRYXWW TyCUHblE Mepbs, 3aTtadnBaemble  0COObIM
obpasom, KOTopble MPUMEHSANUCL OO0 BTOPON MOnoBuHbI XIX B., XOTs B Ha4ane XX Beka
NosIBUNNCb MeTannmyeckme nepbs. TecT nockbinancs Menknm KBapueBbiM NECKOM.

B penonpou3BoacTBe NpuKasoB MCNonb3oBanacb opma AoKymeHTa — ctonbeu
(cTonn, CTONMKMK), CBUTOK M3 NOAKMNEEHHbIX APYr K APYrY Y3KUX NUCTOB Bymaru.

BaxHble rocygapCTBEHHbIE aKTbl MMENW 0O TPex COTEH MEeTPoB. TekcT B cTtonbuax
MMEenca TONMbKO C OAHOW CTOPOHbI, OBOPOTHAsA wucnonb3oBanacb Afs MPOCTaBfEHMUS
nomMeT, pe3osnouunm, agpeca.

Hapsgy co cton6uoBon hopmMon AOKYMEHTaUMM B NpuKasax 3apoaunacb U Havana
NpUMEHATbCA TeTpagHas dopma. TeTpagb — 3TO0 NuUCT Bymarun, CNOXEHHbI BABOE.
TeTpagn cobupanucb BMECTe, Nepennietanucb M COCTaBNANM KHUrM. Bce OOKyMEHTbI
rpynnupyloTca B crneayloline OCHOBHblE BMAbl: rpaMoTbl (LapcKne ykasbl UM yKasHble
rpamMmoThbl), NPUroBOPbLI, HAaKa3bl, AOKNaAbl, NAaMATU, OTMMUCKN, YENOOUTHbLIE.

Mpouenypa NoaAroToBKM AOKYMEHTOB BKKOYarna crneayrowme OCHOBHbIE 3Tarbl:

— NOCTYNfeHne JOKYMEHTA Ha PacCMOTPEHME;

— NOAroToBKa AOKYMEHTA K «4oKnagy»;

— pacCMOTpPEHMNE U peLleHne gena;

— opopMIIeEHNE JOKYMEHTA, coaepXKaLlero peLeHme.

B aTOT nepunoa nocteneHHoO co3gaeTcs cuctemMa 4efonpon3BoACTBa LlEHTPanbHbIX U
MECTHbIX YYpexgeHUn, CcKnagbliBalTCsa Kagpbl OefONpOU3BOACTBEHHbLIX —CryXalux,
co3garTca yCTomymBble (hopMbl JOKYMEHTOB U MPUMEPbI UX COCTaBEHUS.

3. Konnexckoe aenonpou3sBoacTBO

CtaHoBneHMEeM CUCTEMbI KOMMEXCKOro AenonpomM3BOACTBa Havan 3aHumMatbes etp
I. B 1699 r. oH BBOANT B ObpalleHne repbosyto Gymary, a B 1700 r. nagaet ykasbl 06
OTMeHe cTonbLoBOM hopMbl AOKYMEHTA M BCeobLieM nepexoae K tTetpagHon dopme.

MepBbiM yupexaeHnem ctan CeHaT — nepBOHaYanbHO 3aKoHOAATESNbHbLIN OpraH u
OpraH Hag3opa 3a NpaBUTENbCTBEHHBIMU YYPEXOEHNSMMN.

Ana paboTbl NpaBUTENLCTBO M3-3a 60A3HWM NepeHeceHUs CcTapbiX MNPUKasHbIX
NMOPSIAKOB B HOBblE YYpeXOeHWa cTano npurnawartb MHOCTPaHHbIX CrheunanuctoB Ans
3aHATUA KaHUENSAPCKMX OOIMKHOCTEN. YUpexaaeTca AOMKHOCTb 3K3eKyTopa — Afis 3anucu
BCEX UCXOASALLMX YKa30B B 0CODbIE KHUMM WU KOHTPOSS 3a UX OTMpPaBKon U 06 MCMOMHEHUM
yka3oB. [lpy mManenwen 3agepxke WUCMNONHEHUSA yKasda 3K3eKkyTop 06s3aH gOHOCUTb 00
9TOM reHepan-rnpokypopy.
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B pesynbtate neTpoBckux pedopm B obnactu ynpasneHnsa Cnoxunach crneayroLas
cuctema ydpexgenun: Cenat, CuHog, KabuHeT n Konnermm — B ueHTpe, rybepHartop,
BOeBOJa, KOMUCCapbl 1 ApYyrne opraHbl — Ha MecTax.

[MepBOHa4anbHO KoMnerns pykoBOACTBOBanacb CBOWUM perfiameHToM, 3aTem
3aKoHOOATENbHOW OCHOBOW pedopMbl cTan «l eHepanbHbI pernameHT», YTBEPXKAEHHbIN
Metpom | 28 dpeBpansg 1720r. OTOT pernamMeHT BBEN CUCTEMY [AeS0Npou3BOACTBA,
MONYYMBLLYIO Ha3BaHME «KOMMEXCKON». [JOMWHMpyIoLWee nonyymn KonnernanbHbIN
cnocob NPUHATUA peLLleHnn NPUCYTCTBMEM KOMSErnu.

LleHTpanbHOM durypon KaHuenapun CTaHOBUTCH cekpeTapb. Kpome Hero B cCoCTaB
KaHUenspum BXOOWUNW HOTapuyc, perucTpatop, akTyapuyc, KaHUenspucTbl, KOMUUCTDI,
nepeBoaYMKK, TONMa4vn (4518 YCTHOro nepesoga) U BaxMuUcTp (CTOPOX ANA OXpaHbl).

Pabounin aeHb HadmHancsa B 8 yacoB yTpa U npogoskanca 5 yacos, No3xe oH 6bin
npoaneH oo 8 vacoB. PaboTta Bemnacb Kpyrnbli rod, 3a WUCKIKYEHWEM Tpex NeTHUX
MecsueB W npasgHukoB. 3a OAWH AeHb HesiBKM Ha paboTy BblYMTANoOCb MeCs4Hoe
anosaHue, 3a HeOTpPaboTaHHbIN Yac — HeAEeNbHOE XanoOBaHbE.

CepbesHbliM HoBLUECTBOM ObinO BBEAEHME MOANMMUCU PYKOBOAUTENSA NPUCYTCTBEHHOIO
MecTa Ha OOKYMEHTE M YNEeHOB Konmernv, npMHMMaBLIMX yYacTue B pelleHwe Borpoca.
Bnepsble NeTp | cTan nM4yHO noanucebiBaTh n3gaBaeMble UM YKasbl.

HoTapuyc Ben peecTp HepelleHHbiX gen. AKTyapuyc Ben o0wuin XypHan Bcex
BXOOSALLMX OOKYMEHTOB. Y perucrpaTopa HaxoAuIMCb PermcTpaumoHHbIe KHUMM — XypHan
C KpaTKOW 3anucblo cofepXaHus aen, pelleHHbIX B KONMerum n YyeTbipe peructpaumoHHble
KHurm — A, B,C u D. Knurm A n B — gna permctpaumm ncxogawmx gokymeHTtos, C n D —
Bxoaswmx. KHura A ucnonb3oBarnacb ANS 3anucu KpaTkoro copepXaHus OOKYMEHTOB,
oTnpasBnsembiX Ha uMs Lapsa unu B CeHart; kHura B — kpaTkoro cogepxaHms 4OKYMEHTOB,
HanpaBnsieMbIX OpyruM ydpexaeHuam u nuuam; C — copepxana B XPOHOMOrMYeCcKom
nocrnegoBaTeNibHOCTU KpaTKue BbIMUCKM OOKYMEHTOB OT uaps unu CeHaTta; kHura D —
cogepXana KpaTkue BbIMUCKU OOKYMEHTOB OT KOMMernn, rybepHnin n apyrmx yupexxoeHun
n nuy. Bce pelleHHble gena caaBanucb B akTOXpaHWIvLLa, NOSlyYMBLUMX €BpOnenckoe
Ha3BaHWe — apX1BOB.

MosBuUNMCb W HOBblEe Ha3BaHWA [OOKYMEHTOB: Bekcens, obnurauun, penauum,
MEeMOpUK, panopTbl, XypHanbl, MPOTOKOSbl, KOPPECMOHOEHLUMS, WHCTPYKUMA W ap.
3aesepwwuna pedopmbl etpa | ExkatepuHa I, nsgas «YdpexgeHus Ona ynpasneHus
rydbepHumn» 7 Hosbps 1775 r., onpegenvBluMe MOPSAOK OTHOLUEHUA MeXAdy BbICLUMMU,
UEeHTpanbHbiMM UM MECTHbIMU  YyYpeXaeHusMn. JITOT  MepapxXMyeckui  nopsgok
B3aMMOOTHOLLEHUI COXpaHsancs B TedeHne Bcero XIX B.

4. MuHucTepckasi cuctema ynpaBrieHUs U gernonpovsBoacTea

Hauvano XIX B. 03HameHOBarocb HOBOM pedyOpMOKn rocy4apCTBEHHOMO yrnpasreHus u
AernornpomsBoacTtBa — MUWHUCTEPCKOM, OCHOBaHHOM Ha npuHUMne efuMHOoHayanus.
KonnernanbHbI NPUHLXN NPUHATUSA PELLEHNI He Obin UCKMOYEH N3 HOBOW CUCTEMBbI.

MepBbIMM MWHUCTEPCTBAMM, CO34aHHLIMU MaHUdEecToM OT 8 ceHTabps 1802 r.
ObININ: BOEHHO-MOPCKUX CUM, MHOCTPAHHbBIX U BHYTPEHHUX Oerl, KoMMepuun, (prHaHCOB,
HapO4HOro MpOCBELLEHNS, CTULUUMM U Ha npaBax MUHUCTepcTBa — [ocygapCcTBeHHoe
kKasHayenctso. OpgHOBpeMeHHO  yupexaeH KomuteT  MUHUCTPOB —  BbICLIEE
aAMUHUCTPATUBHOE  YyuypexaeHne Ha  KonnernanbHblx Havanax. OOHOBpPEMEHHO
pedopmnpyeTtca CeHaT, KOTOpPbIN CTAHOBUTCA BbICLLEN CyAeOHON MHCTaHLMEN, BbINOMNHASN
Takke PyHKUMIO Haa3opa 3a npaBUTENbCTBEHHBIM anmnapaToM.

MwuHucTepckoe Havano okKoH4yaTenbHo nobeauno ¢ u3gaHuem 28 sHBapsa 1811 r.
«ObLero yypexgeHns MUHUCTEPCTB». MUHUCTPbI HasHavyanucb MmMNepaTtopom n Gbinu
OTBETCTBEHHbIMW TOMNbKO Mepes HWUM; OUpeKTopa, BO3rnasnsBINe AenapTaMeHThl,
NOOYUHANIUCL HENOCPEeACTBEHHO MWHWUCTPY; HayanbHUKA OTAEeneHun — OupekTtopam
AenapTaMeHTOoB, CTONOHAYanbHUKN — Ha4YanbHWUKamM oTAeNeHUN.
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[MocTynarowme B MUHUCTEPCTBO Aena AeNunncb Ha TpU KaTeropun: Tekywue gena —
AOHEeceHns, BeOOMOCTU, NpeAcTaBrieHnsd, nepenncka u ap.; YpesBblyarHble gena — ans ux
peweHns TpeboBanocb NPUHATME HOBbLIX MOCTAHOBIIEHUN, UNN Aena no obHapYXEeHHbIM
3noynoTtpebneHnsam; «He Tepndawme BpeMsa» UM cpoudHble. [ena 4ypesBblyarviHble W
CpOYHble paccMaTpuBanuch B NepByto ovepeb.

[okyMeHTbI, co3gaBaeMble B npoLecce «npon3BoACcTBa Aena» MOXHO pasfenuTb Ha
ABe rpynnbl: JOKYMEHTbl BHYTPEHHEro 4enonpon3BoacTBa U JOKYMEHTbI, NOCTynasLne n3
APYrX yYpexxaeHnn n oTrnpasnaBLUMECS B Apyrve y4pexaeHus.

[o cepeanHbl XIX B., korga B Poccum nosBUNUCbL MOYTOBbIE KOHBEPTbI U MapKw,
3aKOHOM npefycMaTpuBanocb BCe ucxogswme Oymarn oTnpaBnsTb B BUAE NAKETOB
(koHBEpPTOB), 3aneyaTaHHbIX Cypry4yHoOn nevatbto.

PeBuana pen cocrtaBnsana CcaMOCTOATENbHbIM Y4aCcTOK [Oenonpou3BoactBa W
aBnanack PyHKUMEN HaYanbHUKOB OTAENEHUI, OMPEKTOPOB; B ry6epHUsIX — HavyarnbHMUKOB
NPUCYTCTBEHHbIX MECT 1 rybepHaTopoB.

B menonpousBoactBe MWHUCTEPCTB NPOM3OLLITIM UM3MEHEHUA (POpM [JOKYMEHTOB:
NosiBUNUCb OnaHKM y4YpexaeHUn C  yrroBbIM PacrofioKeHneM pPekBu3nToB. bnaHku
neyaTtanucb TMnorpadgcknm cnocobom nnu Nnucanmcb OT PyKU.

Ha npotsaxeHuun Bcero XIX n Hadana XX BEKOB OCYLLEeCTBNAETCH 3akoHoAaTerbHas
pernameHTauuss O0enonpou3BOACTBA BbICLUMX, LEHTparnbHbIX WU MECTHbIX YYpexaeHUN.
MosiBnsieTca obwmpHas Aenonpou3BOACTBEHHAs nuTepaTypa, B TOM uucne u paboThbl
TeopeTn4ecKkoro xapakrepa. [osaBmnncb NMCbMOBHUKN — COOPHMKN 0B6pa3LoB JOKYMEHTOB,
nepsble — BTOpasa nonosuHa XVIII B.,, a ¢ koHua XVIII — Hayana XIX BB. HauyuHaOT
nsgasatbca perynapHo. [lo 1917r. usgaHo 6onee cra COOPHUKOB.

5. CoBpeMeHHOe COCTOSIHME CUCTEeMbl ynpaBrieHusi U AenionpousBoacTBa U
nyTU ero CoBepLUeHCTBOBaHMUA

Mpoucweawme cobbitna 1917 roga npvMBenn K NOMIHOMY CROMY roCygapCTBEHHOrO
annapata W 3apOXAEHUI0 MNPUHUMMMANbHO HOBbIX YCTOEB B cdiepe ynpasBfeHus u
AEeNonNpon3BOACTBa B YaCTHOCTM.

dakTnyeckn ot Bnactu Obinv OTCTpaHEeHbl MOMELLMKKW, ABOpsSHE, KyneyecTtBo. [ns
paboTbl B COBETCKMX yupexaeHunsax bbinn npyveneyeHsl nogm (paboyne, congatbl n 1.4.),
He nmerowmne cneumanbHOro obpasoBaHus. YpoBeHb OOKyMEHTaLMOHHOro obecnedeHus
ynpaBneHus noHu3unca. Ha cBomMx MecTax ocTaBafiMCb MHOMME LapCKne YUHOBHUKW,
caboTnpoBaBLUME HOBYIO BNacTb.

O6LwecTBeHHO-NONUTUYECKAA W HayyHas >ku3Hb Poccum 20-x . mnsobunyet
npotmeopednammn. C OOHOW CTOPOHbI, NpecekaeTcsl OeATeNbHOCTb BUAHbBIX YYEHHbIX, C
APYron — aKTMBHO W ycnewHo paboTaeT HECKONbKO BMOSIHE CAMOCTOSITESIbHbIX LUKOS
ynpasneHyeckon wmbicnn (FocteB A.K., KepxeHueB [1.M., borgaHoB A.A. n ap.).
OpraHusyotca mnccnegoBaHust B obnactv ynpaBneHusi, HayYHOW opraHusauun Tpyaa
(HOT) n genonponsBoAcTBa, BbIXOAAT BaXHble HOPMAaTUBHO-METOANYECKME OOKYMEHTbI B
cthepe OOKyMeHTaumoHHoro obecnedeHunsa ynpasnexHna (JOY), cospaeTcs uenas ceTb
00LLECTBEHHbIX OpraHn3aunmn, MHCTUTYTOB 1 NabopaTopui.

Ona koopaunHauum pabotel no HOT B macwTabax cTpaHbl B gekabpe 1923 r.
obpasoBaH Coset HOT, npoussoacTtea v ynpasnenus, 1 sHeapsa 1925 r. — OprcTtpon, B
deBpane 1926 r. — [ocyaapCTBEHHbIA MHCTUTYT TexHukn ynpasnexHna (ATY). B 1931 r.
UTY wu3gaHbl «OO0wme npaBuna AOKyMEHTauuMM W OOKYMEHToobopoTa», rae
aKKyMynupoBaH  nepefoBOW  MpakTU4eckMi  onbiT, 0b6obLlieHbl  uccnenoBaHUs
OTeYeCTBEHHbIX M 3apybexHbIX y4yeHbIX. OCHOBHbIM WUCMNOMHUTENbHLIM OPraHOM LOKeH
ctatb cekpetapuaT. K coxaneHuto, «[lpaBuna» He 6Obinn gopaboTaHbl MO OT3biBaM
yupexaeHun. UTY nuksmanposanu B 1932 r.

KabuHetom cranHgaptmsauum WUTY paspaboTaHbl cTaHgapTbl CRAYXeOHbIX MNUCEM,
Tenerpamm, TenedoHorpaMmMm, MpPOTOKOSOB, wu3BeweHun u ap. CraHgapTuU3oBanuchb
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MaTepuanbl B 4enonpoussoactee — bymara, YepHuna, neHTbl ANAs NMWYyLWmnX MalvHOK U
T.M.

B utone 1918 r. cpopmmpoBaHbl LieHTparibHble U MECTHbIE OpraHbl CTaTUCTUKMN.

B nekabpe 1926 r. npoBeaeHa BcecotosHasa nepennch HaceneHus. B Gyxrantepckon
AOKYMEHTauuu LWMPOKO UCNOMb3yeTcs onbIT Lapckon Poccum n 3anagHoeBpoOnemnckux
CTpaH.

KoHcTnTyums 1936r. cywecTBEHHO U3MeHUra MofIMTUYECKY0 CUCTEMY, MepapXuio U
NMOSTHOMOYNSA BbICLLUMX OPraHOB BracTU. YCTaHOBMUIACh XeCTKad cuctema MosIHOMO4YMi B
n3gaHnn onpegeneHHbIX BWOOB OOKYMEHTOB. O3OTWU HOBOBBEAEHWA YNpoCTUIN U
ynopagouunnm npouecchbl JOKYMEHTUPOBaHUS B BbICLLMX 3LUESIOHax BacTu.

OTcyTcTBME €OMHOr0O METOAMYECKOro LeHTpa MO KOOPAMHUPOBaHWMIO paboT B
obnactm n genonpomsBoACcTBa, pasHOOOW B OeATEeNbHOCTU BEOOMCTB UM OpraHusaumm
notpeboBanu pelweHns npobrnembl KOHUEHTpaUUW HayYHbIX CU U OpraHvM3auMOHHOro
odopmnenmns. B 1941 r. cobupaetcsa NepBoe mexoTpacneBoe CoBeLLaHNE MO OPrTEXHMUKE.
OpHako npakTu4eckon peanusauuy BbIABUHYTOW COBELaHWEM MporpaMmbl nomMeluana
Benvkas otedyectBeHHasa BoMHa.

Bonpocbl AOKYMEHTaUNOHHOro obecneyeHns yrnpaBreHnsa nocne OKOHYaHUS BOMHbI
OblIM OTTECHEHbl Ha BTOpoW nnaH. [loBbllweHMe UWHTepeca K pa3spaboTke npobnem
paunoHanu3auum TEXHOMNOMMU N TEXHUKN ynpasrieHnsa npounsoLsio B Havane 1960-x rr.

OcobeHHO OCTPO OTCTaBaHWE Hallen CTpaHbl NO ynpaBreHuto BbiBMUIOCL B 1980 —
1990-€e rr., kOraa TeopeTnyeckme paspaboTkn B obnactn KNbepHeTMKu, maTemMaTn4ecKon
6a3bl NpuBENU K BHEAPEHMIO pa3BUTbIX CTpaH 3anaga ynpasBrieHYecKkon AeATenbHOCTU
HOBbIX TEXHOMNOMMI, K pasdpaboTke KoHuenumm «6e3bymaxHoro oguca.

Ho 370 He ymansieT AOCTUXEHNIN OTEeYEeCTBEHHOW Haykn B 06nacTu ynpaBrneHus.

B uioHe 1960 r. B MockBe cocTosanocb BcecowsHoe coBellaHne no Bornpocam
MexaHu3aumm Tpyda WHXEHEPHO-TEXHUYECKMX pPabOTHMKOB U agMUHUCTPaTMBHO-
yrnpaBneH4yeckoro annapara.

B 1966 r. y4ypexgeH BcecowsHbii HayyHO-UccnegoBaTenbCKUM — MHCTUTYT
AOKyMeHTOBeOeHuss n apxuBHoro gena (BHUWOAL). B 1988 r. yrtBepxgeHa HoBas
penakunsa [ocygapCTBEHHOW CUCTEMbl AOKYMEHTauWMOHHOro obecneyeHus ynpasreHus
(CC L[OOY), cospgaHbl HoBble [OCTbI Ha ynpaBneH4YeckMe [OOKYMEHTbl W Ha
YHU(PMUMPOBAHHbIE CUCTEMbI JOKyMeHTaumn. OTCyTCTBME CTPOMHOW TEOPUW U YETKOW
nporpamMmmbl UHpoOpMaTU3aLUKN CAEPXKMBAIOT peLLleHne NpUKaaHbIX BOMNPOCOB.

MonyymBlIME BeCbMa LUMPOKOE pacnpoCTpaHeHWe KOMMbIOTEPHbIE MPOrpaMmbl
NoAroToBKW OOKYMEHTOB MMEKT B CBOEM COCTaBe KOMMMEKTbl LWabfoOHOB LOKYMEHTOB,
afanTUpPoOBaHHbIE HA PYCCKUMA  A3blK, M MNOMIHOCTbIO WFHOPUPYIOT OTEYECTBEHHbIE
HOpMaTuBbI 1 Tpaamumm B 06nacTtn co3gaHusa n opopmMneHnsa JOKYMEHTOB.
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NEKUUA Ne 2

TEMA: OcmumanbHO-AeN0BOW CTUNb U A3bIK AOKYMEHTOB
MINAH:
1. VicTtokun odomumanbHO-4enoBoro CTuns U ero cneynduka
2. Mopdonoruyeckune YyepTbl opuLMansHO-AENOBON peyn
3. CuHTakcuc ogmumanbHO-AeroBOro CTus
4. Jlekcuyeckue npusHakm ouumnanbHO-4eMN0BOro CTUns peym
5. CnoBoobpasoBatenbHble YepTbl 0hMLUManbHO-4EN0BOr0 CTUNSA
6. XKaHpoBoe MHoroobpasune opuumanbHO-AENOBOro CTUMNSA peyn

1. UcTokun ochmumanbHO-A4eN0OBOro CTUns u ero cneuuduka

OdmumanbHO-0enoBOoN  CTUNb  OOCNYXXMBAET NpaBOBble  OTHOLLEHUS  Mexay
rpaxxgaHamuM W rocygapCTBOM U MNPUMEHHAETCS B PasfU4YHbIX [OOKYyMeHTax — OT
rocyfapCTBEHHbIX aKTOB UM MeXAyHapoAHbIX [OroBOpOB [0 [JeSfIOBON Mepenncku.
BaxHewnwme dpyHKUUKM 3TOro ctnnsa — cooblieHne n Bo3nencTBme — peanmsytoTcs B Taknx
oomumarnbHbIX OOKYMEHTax, Kak 3aKOHbl, NMOCTaHOBMEHWUA, YKa3bl, NpuKasbl, OOroBOpbl,
cornawlieHus, genoBasi nepenucka, 3asiBfieHus, pacnucka n ap. OTOT CTUMb Ha3blBaloT
elwle agMUMHUCTPATMBHBIM, TakK Kak OH obcnyxuBaeT cdepy oduumanbHbiX, AEeNOBbIX
OTHOLIEHMI, 0b6nacTb npaBa M rocygapCTBEHHOW nonuTuku. [pyroe ero HasBaHue —
Aerosasi pedb — CBUAETENbCTBYET O TOM, YTO 3TOT CTUNb — CaMbli APEBHUN U3 KHUXKHbIX
CTUNEn, ero UCToKM — B AenoBon peudn 3noxm KumeBcKOro rocygapcrtsa, B KOTOPOM
opugnyeckne OOKYMeHTbl (goroBopbl, «Pycckaa npaBga», pasnuyHble rpamoThl)
co3faBarnuchb yxe B X Beke.

OdmumanbHO-4en0BOW CTUMb BbIAENSETCA Cpeau OPYrUX KHWXKHbIX CTUMENn CBOEn
CTabunbHOCTbIO, 3aMKHYTOCTbIO W CTaHAAPTM30BaHHOCTbLI. HecmoTpa Ha 6Gonblioe
pasHoobpasne [enoBbiX [LOOKYMEHTOB, WUX A3blk CTPOro noAaynHseTcsa TpeboBaHUAM
oomumnanbHO-4ENOBOr0  U3MNOXEHUS: TOYHOCTb (POPMYSIMPOBOK MPaBOBbIX HOPM U
HeobxoaMmMoCTb abCoNTHONM afeKBaTHOCTM WX MOHUMaHUSA, CcocTaB obaA3aTenbHbIX
anemMeHToB  0OpMIeHNs  OOKyMeHTa, obecnevvMBalOnX  €ero  HPUANYECKYHO
NPaBOMOYHOCTb, CTaHAAPTU3OBAHHLIN XapakKTep W3MOXeHus, YCToM4YMBble (POpMbI
pacrnonoXxeHus MmaTepuana B onpegerieHHON norM4eckomn nocrneaoBaTenbHOCTU U T.4.

Ana Bcex ¢opM [OenoBoro nucbMa 06a3aTeNbHO CTpPOroe COOTBETCTBUE
nuTepaTypHON HOPME Ha BCeX HA3bIKOBbIX YPOBHSAX: HeAOMNyCTUMO WCMONb30BaHWE
NeKcuKo-ppas3eoriornyecknx  CpeacTtB  pasroBOPHOro, MPOCTOPEYHOro  Xapakrepa,
ANaneKkTHbIX, MNPOMECCUOHANbHO-XXAaProHHbIX  CMOB;  HENUTepaTypHbIX  BapuMaHTOB
CNOBOM3MEHEHUS U CNoBOOOPA30BaHUA; Pa3roBOPHbLIX CUHTAKCUYECKUX KOHCTPYKLMNA.
OdmumnanbHO-0eNoOBOM CTUMb HE MPUEMNET 3KCMPECCUMBHBLIX 3MIEMEHTOB: OLEHOYHOM
NEKCUKN, BbICOKUX UMW  CHWKEHHbIX CroB  (WYTNUBbIX, WPOHMYECKMX), OBpasHbIX
BblpaXeHun. BaxHenwee TpeboBaHMe K £A3blKy [OOKYMEHTAa — OOBEKTUBHOCTb MU
BGeccTpacTHOCTb U3NOXEHUSA (PaKTOB.

OdmumnanbHo-genoBon CTunb (PYyHKUMOHMPYET MNPEUMYLLECTBEHHO B MUCbMEHHOW
dopme, ogHaKo He UCKIYaeTCcs U ero yctHas popma — BbICTYMNEHUS roCyaapCTBEHHbIX
N OOLLEeCTBEHHbIX OeATerieM Ha TOPXECTBEHHbIX cobpaHusax, 3acefaHusax, npuvemax.
YCTHYO bOpMy OEMNOBOW peYM XapakKTepU3YHT MOSHbIA CTUMb MPOM3HOLWEHMS, ocobas
BblPa3nTENbHOCTb MHTOHALUMK, florMdeckue ygapeHus. BoicTynalowmn MoxeT gOonyCcTuTb
HEKYI0 9MOLMOHArbHYHO MPUMNOAHATOCTb peyun, Aaxe BKpansiieHne NHOCTUNEBbLIX A3bIKOBbIX
CPeACTB, He Hapylwasi, oJHaKo, NnuTepaTypHOW HOpMbl. HeaonycTuMbl HenpaBuUIibHbIE
yaapeHus, HenutepaTypHoe NPON3HOLLEHME.

Ykaxem Ha obLume 4epTbl opuLmanbHO-4ENOBON PeYN.

[Ons nekcukn oduumanbHOM pevn  XapakTEpHO LIMPOKOE  MCMOSfb30BaHue
Tematmyeckn OOyCrnOBMEHHbIX CcneuunanbHbiX CAOB U TEPMUHOB  (HOPUANYECKMX,
ANNAIOMaTUYECKUX, BOEHHbIX, OyxranTepckmx, CAOPTMBHbLIX M T.4.). CTpemneHune K
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KpaTtkocTn obycrnosnuBaeT obpaweHne Kk abbpeBuatypam, CrOXHOCOKpPALLEHHbIM
HaMMEHOBAHNAM TOCY4apCTBEHHbIX OpPraHoB, YYpeXAeHWn, opraHu3auun, obLlecTs,
naptui n 1.n. (Cos6es, BOB, MYC, BBC, HAW, 033, NANP, A3, 4Yl, CHI, FBMY MO Po®,
MuHpuH, MuH3gpaB), a Takke K COKpalleHusMm (HenukBua, Han (4epHbin), dedepan u
T.n.). Kak BUOHO M3 NpuUMepoB, B 4YUCMe UX HEeMasno HOBbIX CMOB, 3Ta YacTb JIEKCUKU
NOCTOAHHO OBHOBNSETCS, MNONOMNHAETCS.

[lenoBble TEKCTbl OTNMYAOTCA YNnoTpeBEeHnEM CNOB U BblPpaXXEHUIN, HE NPUHATLIX B
WHbIX CTUNAX (BblleyKa3aHHbIW, HWKeCNneayLlWnin, BblllenepeyncrieHHbin, Haanexatimn,
BOCMNpeLlaeTcs, Mepa npecevyeHusi, cogesHHoe, HakasdyemMocTb U T.n.). K HUM (BHOCATCSA
YCTOM4YMBbIE CIIOBOCOYETAHUS: KaccaumoHHas >kanoba, akT rpaxgaHckoro (COCTOSAHUS),
aKT HENOBMHOBEHUS, NOANUCKA O HeBble3ae u ap. PerynapHoe ynotpebreHne Takux crnos
N BblpaXEHUN, HEe WMEKLUX CUHOHWMOB, CMOCOOCTBYET TOYHOCTM peYMn, MUCKMAYaeT
WHOTOSKOBaHMUS.

2. Mopdonorunyeckme 4epTbl ohuLmnanbLHO-AENTIOBON peyun

K mopdgonornyeckum npusHakam [[aHHOrO CTUNS  OTHOCUTCA  MHOroKpaTHoe
(4acToTHOE) ucnonb3oBaHMEe oOnpedeneHHbIX YacTen pedn (M ux Tunos). B ux uncne
cnegywouiue:

1) cywecTBUTENbHbIE — HA3BaHWA NOAEN NO NPU3HaKy, 06yCnoBNeHHOMY AeACTBUEM
(HanoronnartenbLuK, apeHaaTop, CBUAETEND);

2) cywectBuTenbHble, 0DO3HavawLWme OOIPKHOCTM M 3BaHUA B (POPME MYXKCKOro
poaa (cepxaHT lNeTpoBa, NMHCNeEKTop MBaHOBA);

3) oTrnarofnbHble CyWeCTBUTESNbHbIE C YacTuLen He- (nuweHue, HecobniopeHue,
HernpuaHaHue);

4) npousBogHble npeanorn (B CBA3W, 3a CYET, B CUNY, NO Mepe, B OTHOLIEHUU, Ha
OCHOBaHuW);

5) NHPUHUTUBHBIE KOHCTPYKUMK: (NPOBECTM OCMOTP, OKa3aTb NOMOLLb);

6) rnaronbl HACTOSALLErO0 BPEMEHN B 3HAYEHUN OObIYHO NPOM3BOAMMOrO AencTBuS (3a
HeynnaTy B3MMmaeTcs wrpadg...).

7) cnoxHble croBa, obpasoBaHHble OT ABYX U 6onee OCHOB (KBApTUPOCBHEMLLMK,
MaTepuaribHO-TEXHUYECKUMN, PEMOHTHO-3KCMNNyaTaLMOHHbIN, HWXKEeNONMEHOBAHHbIN,
paboTogaTenb, BbllleyKa3aHHbIN U T.1.).

Ncnonb3oBaHue ykasaHHbIX hOpM OBOBACHSETCHA CTpeMreHVeM AenoBOro ssblka K
TOYHOCTU nepefayn CMmbiCria M OAHO3HAYHOCTM TonkoBaHus. Pas3bepém nogpobHee
Mopdonornyeckne YepTbl ouLmanbHO-4ENOBOrO CTUNS.

Mopdonornyeckme 4vepTbl  OohuuManbHO-4ENOBOM  peyn  onpeaensoTcs B
3HA4YNTENBHOW Mepe ee MMEHHbIM XapakTepoM: B Hen HabnwogaeTtca abcontoTHoe
npeobnagaHve UMeH npu He3HaAYUTENbHOM MCMOMb30BaHNUM FNarosos.

HeyMeCTHOCTb 9KCNPeCcCMBHOM OKpackn odomumnmanbHON pevn geriaeT HEBO3MOXHbIM
ynoTpebneHne MexgomeTunr, ModanbHbIX CIOB, psga 4actuy, croB ¢ cyddumkcamm
CyOBEKTMBHON OUEHKW, NpunarateflbHblX B CPaBHUTENbHOW U MPEBOCXOAHOW CTEMNEHW.
CyuwecTtButensHble, o603HavaloLWwme OMKHOCTK, ynoTpebnaTces, Kak npasuno, B popme
MY>CKOro poaa (Byxrantep, AupekTop, nabopaHT, NoYTanbOoH, KOHTPONEP U Ap.).

Bbicokasg 4acTOTHOCTb OTIArosibHbIX CYLLECTBUTENMbHbLIX SBNAETCA CrneacTBueM
3aKpenneHnsa ycTonumebix 060pPOTOB peyn (CMHOHMMWYHBIX FNarofibHbIM BblpaXXeHUSM):
NMOPSIAOK COCTaBMEHUA U UCMOSIHEHUSI MfaHa NepeBO30K, B LENsX COBEPLUEHCTBOBAHMS
nopsigka cbopoB HanoroB. B Takux oBoOpoOTax peyn 4acTo BO3HUKaET «Lemnodka» oopMm
poOOUTENBHOrO  MNagexa  CywecTBUTENbHbIX  (BbIACHEHME  YCMOBUA  COBEPLUEHUS
nNpecTynneHus; nposepka cobMAeHNs NacnopTHOro pexuma), 4To npugaeT dpase
TSXKENOBECHOCTb M MOPOoN 3aTpyaHseT Bocnpustme nogobHbIX 060pOTOoB.

MpunaratenbHble U NPUYacTUs B AEMNOBON peyvn 4acTo ynoTpebnawTca B 3HaYEeHUN
cywectBuTenbHbIX  (6ONBbHOW, OTObIXAOWNA,  HWXKENOoANUCaBLUMECS), NPOLYKTUBHbI
KpaTkme opMbl npunaraTenbHbiX (OofmkeH, o0643aH, obsa3aTeneH, Heobxogum,
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nogoTyeTeH, nopcydeH, oreBetcTBeH). ObpalweHne K HUM AMKTYEeTCA NpennucyloLmm
xapaktepom genoson peun (Bbi3oB akcnepToB obAsaTteneH Ans YCTAHOBMEHUS MPUYUH
CMepTu — YTonoBHO-MpoueccyarnbHbl KOAEKC).

lMokasaTeneH oTbop MecToOMMEHMA B [OEfIOBOM peyun: 3gecb He ynotpebnaiTtca
NNYHblE MEeCTOMMEHUss 4, Tbl, OH, OHa, OHM B CWIYy MOJSIHOrO OTCYTCTBUSA
WHOMBMAOyanNu3auum  peyn,  KOHKPETHOCTW, TOYHOCTM  BbiCKasblBaHus.  Bwmecto
yKasaTesibHbIX MECTOMMEHUN (JTOT, TOT, TAKOW U T.M.) UCMONb3YTCH CoBa «AaHHbIN»,
«HACTOALLNN», «COOTBETCTBYIOLLUIA», «U3BECTHbIN», «YyKa3aHHbIN», «BbllLleyKa3aHHbIN»,
«Hwxecrnegywowmn» U gp. CoBCeM He HaxoOAT TMpPUMEHeHUss B [OefnoBON  peuyu
HeonpeaeneHHble MECTOMMEHMUS (HEKTO, KAKOW-TO, YTO-Nn6Bo U T.1.).

[ns xapakTepucTuku rnaronoB B OouuManbHON pedn TakkKe BaXeH WUMEHHOW ee
CTPOW: 3TO onpeaesnisieT BbICOKYH YaCTOTHOCTb MarofloB-CBA30K (ABNAETCS, CTaHOBUTCSH,
OCYLLEeCTBNSAETCH), 3aMeHy [naroflbHoro Cckasyemoro Cco4YeTaHWeM BCroMoraTernibHOro
rnarona c CywecTBUTENbHbIM, HasbiBalLWMM AeNcTBME (OKasbliBaTb MOMOLLb, NPOBOAUTb
KOHTPOSb, OCYLWEeCTBNATb 3ab0Ty 1 T.4.). B cpaBHEHMM C OpYrMMU KHWXHBIMU CTUSISIMM
AerioBOM MMEeEeT CaMyl HU3KYH 4acTOTHOCTb [NarosioB: OHA Ha Kaxayk TbiCAYy CroB
paBHa 60, B TO BpeMsi Kak B Hay4yHOM CTurie oHa coctaBnseT 90, a B XyJOXXeCTBEHHOW
peun — 151. MNpeanucyowmnm xapaktep opuunanbHO-AENOBOro CTuns, npeobnagaHve B
HEeM  KOHCTaTuMpylLero, OonucaTtenbHOro TUNOB peys Had  NOBECTBOBAHUEM,
paccyXgeHuem ornpegenslT ero CTaTUYHOCTb, BbITECHEHWE rnarofbHblX  dopMm
OTrnarosibHbIMU CyLLLEeCTBUTESbHBLIMMU.

Cpeoun cemaHTUYECKMX rpynn rrnarofioB, NpeAcTaBfiEeHHbIX B 9TOM CTune, rnaBHas
poSfib OTBOAMUTCA CroBaM CO 3Ha4YeHUMEM [OIDKEHCTBOBaHUA: crnegyeT, HaOnexuT,
BMeHSAeTCH, 06a3yeTcsl U OTBMEYEHHbIM rnaroniaMm, ykasbiBalowuMm Ha ObiTve, Hanuuue:
aBrseTcd, umeetcs. Hanpumep:

Jluya, Haxoduswwuecs Ha MNOCMOSIHHOM 80cCrumaHuUuU u cooepxaHuu, 0b6s3aHbl
docmaenamb codepxxaHue nuuam, hakmuyecku UX 80CrnumasuwiuMm, e€cru rnocredHue
A6715910MCcs HempyOOCnOCOOHbIMU U HYyXOaroWUMUCS 8 MOMOWU U He Mo2ym rofy4ums
codepxxaHusi om ceoux 0emed unu cyrnpyao8.

B odwuumanbHon peun 6Gonee ynoTpebuTenbHbl HENMUYHble (POpMbl FNarofnoB —
npuyactus, peenpuyactus, WMHEPUHUTUBBLI, KOTOpble OCOBEHHO 4YacTo BbICTYNawT B
3Ha4YeHUU MOBENUTENIbHOINO HaKIOHEeHUs (NPUHATL K CBEOEHUI0, BHECTU npenroxeHue,
peKOMeHO0BaTh, U3bATb U3 YNoTpebreHnsa n T.4.).

dopMbl  HacCToOSILLEro BpEeMeHW rnarosia BbIMOMHAT  YHKUUIO NpeanucaHus:
[MpeaonpuaTna HecyT OTBETCTBEHHOCTL 3a...; HaHMmaTenb oTBeYaeT 3a MMyLLecTBO (Takune
rnaronbHble POPMbl BpEMEHM Ha3bIBaKOT «HACTOALUM NPeannucaHns).

dopmbl  Byayuwiero BpemMeHW npuobpeTalT B KOHTEKCTE pasfiyHble OTTEHKU
(BomKeHCTBOBaHWSA, NpeanucaHng, BO3MOXHOCTK, 6nn3kon K HeobxoanmocTtun): MpaHuubl
OyaoyT Temu, KakMMum OHM cyulectBoBanuM Ha 1 okTabps 1941 r. (T.e. yCTaHOBIEHbI
aoroBopoM. — «MexayHapogHoe npaso», T. |); BoeHHoe kKomaHgoBaHue BblgenuT... (T.e.
AomkHO Oyaet Bblgenutb. — «MexagyHapogHoe npao», T. lll). [pyroe 3HaveHue
Oyaywero, TUNUYHOE [Ns OEenoBbIX TeKCcToB, - Oyayulee ycnoBHoe (MppeanbHoe),
ynotpebnsaiouieecss 00OblMHO B CMOXHOMOAYMHEHHBIX MPEAnoXeHUsax ¢ npuaaTovHbIM
ycrnoBHbiM: CTpaxoBas CyMMma BbIMflayMBaeTCcs, €CNu B TeyeHue rofa... HacTynut
NOCTOSAAHHAs yTpaTta TPYAOCNOCOBHOCTMW.

BrnonHe cornacyetcsa ¢ 3agadamMuy OefioBOM pedn U OYHKLMOHMPOBaHWE opm
npoweguwero BpemeHn. OOHO M3 TUNUYHBIX €ro 3HayYeHWn 30ecb — npollealiee
NoOYEepPKHYTON KOHCTaTauumn, SIpKO BblpaXKeHHOW dhukcaumm coobluaemMoro B NMCbMEHHOM
dopme (ycTaHoBneHusi, porosopa W T.4.): PuHNAHOMA noaTBepXKOaeT, YTO OHa
Bo3Bpatuna CCCP obnacTtb... («MexayHapoagHoe npaBox», T. 1); Mbl, HUxenoanucasLuascs
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KoMmuccusa ...ocmotpenu, obmepunu Ha BbIOOPKY, CANYMAM YEPTEXU U MPUHANK
OLHOKBaPTUPHBLIN WNTOBOW AOM (AKT).

naronbl HeCOBEpLUEHHOro BMAa, Kak Gornee OTBMEYEHHble MO 3HAYEHMIO, YeM
rnaronbl BuAa COBepLUeHHOro, npeobnagarT B XaHpax AenoBon peyn Gornee obuiero
xapaktepa (KOHCTUTYUMS, KoOeKCbl, ycTaBbl U Ap.). ®OpMbl Xe COBepLUeHHOro Buaa
ynotpebutenbHbl B TeKCTax 6onee KOHKPETHOro copepxaHus (npukasbl, pacnopsikeHus,
NPOTOKOMNblI COBpaHWi, MNOCTaHOBMEHUS, akTbl, AoroBopbl). OHM KUCNOMb3yTCA B
coyeTaHUnm C MoJasibHbIMU CrioBamMu B 3HAYe€HUU [OOSDKEHCTBOBAHUA W BblpaxaroT
KaTeropMyeckoe npukasaHue, paspelleHne (OosmkeH coobwuTb, BnpaBe npegnucaTb,
o6a3aH nepepatb, 00sA3yloCcb obecneunTb), a Takke KoHcTaTauuio (MuHMCTEpPCTBO
paccMOTpeNo, MNPUHANO Mepbl, BHECNO NpeanoXeHue; opraHnsoBanu, onnaTtunu,
3aBepwumnn n 1.4.).

3. CuHTakcuc ochmumanbHoO-A4eNoBOro CTUNA

K cnHTakcuyeckum npusHakam ooumumanbHO-4er10BOro CTUIist OTHOCATCS:

1) ynotpebneHne npocTbIX NpeanoXeHun ¢ OO4HOPOAHBIMU YfleHaMn, Nnpu4em pagpbl
9TUX OOHOPOAHbIX YNEeHOB MoryT ObITb BecbMa pacnpocTtpaHeHHbiMu (4o 8 — 10),
Hanpumep: ... wWTpadbl B KayecTBe Mepbl aAMUHUCTPATUBHOIO B3bICKAHUS MOTyT
yCTaHaBnMBaTbCA B COOTBETCTBMU C 3aKOHOZaTenbCTBOM Poccumn 3a HapylleHue npasun
TeXHUKM 6e30MacHOCTU M OXpaHbl Tpyda B MPOMbIWSIEHHOCTN, CTPOUTENLCTBE, Ha
TpaHCNopTe U B CENbCKOM XO3AUCTBE;

2) Hanuyme rnaccuBHbIX KOHCTPYKLMI (NnaTexun BHOCATCH B YKa3aHHOE BpeMSl);

3) HaHM3blBaHME POAUTENBbHOIO Magexa, T.e. ynoTpebneHve Uuenovykn WUMeH
CYLWEeCTBUTENbHbLIX B poAUTENbHOM nagexe: (pesynbTaTbl OeATEeNbHOCTUM OpraHoB
HaroroBon NONUUMK...);

4) npeobnagaHne CNOXHbIX NpeanoXeHu, B 0OCOOEHHOCTN CMOXHOMOAYNHEHHBIX, C
npuOaaToYHbIMW  YCNOBHbIMKU:  [lpn  HannuumM cnopa O pasMepax npuYUTaroLLmMXCs
YyBOMEHHOMY paboTHWKY CyMM agMuHuctpauus obdasaHa ynnatuTb YyKasaHHoe B
HaCTOSILLEN CTaTbe BO3MELLEHNE B TOM Crlyyae, eCnv Crnop peLleH B Nonb3y paboTHuKa.

CwuHTakcnc oduumanbHO-AENOBOro CTUNA oTpaxaeT Oe3nMYHbIA XapaKTep peyu
(anobbl nopatoTcs npokypopy; llepeBo3ka rpy3oB npousBoauTtcs). B cBasn ¢ aTum
LWNPOKO  MPUMEHSAIOTCH  CTpajaTeribHble  KOHCTPYKUMM,  KOTOpble  MO3BOMSAT
abcTparpoBaTbCA OT KOHKPETHBIX UCMONMHUTENEN U COCPeaOTOYUTb BHUMAHME Ha CaMuX
penctenax (Mo KoHkypcy 3auncneHo... MNpuHato 10 6onbHbiX; 3apernctpuposaHo 120
3aaBneHun; Cpok BbINOMHEHWS 3aKasa NpoAreBaeTcs nNpu yCroBun...).

CuHTaKCcn4eckme KOHCTPYKLUMM B OMUManbHON pedn HacbIWeHbl KIULWNPOBAHHbIMU
obopoTamMu C OTbIMEHHBIMU MpeanoramMmun: B Lensx, B CBSA3M C, N0 NNHUW, HA OCHOBaHUN ”
Aap. (B uensix CoOBepLIEeHCTBOBAHUA CTPYKTYpPbI; B CBA3WN C yKa3aHHbIMU OCINOXHEHUSIMU; MO
NNHUN COTPYOHUYECTBaA U B3aMMHOW MOMOLLUM; HA OCHOBAHWW NPUHATOrO pelueHus). OTu
CYHTaKcuyeckme Knuwe — crneundudeckas depTta oduvumanbHO-4EroBOro CTUns.
YnoTtpebneHne nogobHbIX CUHTAKCUYECKMX MOCTPOEHUN HeobxoaMMmo ANis BblpaKeHus
TUNOBbIX cuTyaumin. OHM obnervyaroT 1 yNpoLarT COCTaBNeHNe TUNOBbIX TEKCTOB.

B oduumanbHO-4enoBbIX AOKYMEHTax 4valle BCTpevalTCHd COYMHUTESNbHbIE COHO3bl,
YyeM NoAYMHUTENbHbIE (3aKOH, YCTaB NpeanucbiBaeT, a He 06bsACHSET, AoKasbiBaeT). B 1o
Xe BpeMs xapakTepHOM 0COBEHHOCTbLIO 4EeMNOBON peyn aBnaetcsa npeobnagaHne CrnoXHbIX
npeanoXeHun: NpocToe NpeanoXeHne He MOXeT OTPa3nTb NOCNeaoBaTENbHOCTbL (DAKTOB,
nognexatymx paccMOTpeHuo B opuumnarnbHO-A4er10BOM MNriaHe.

Bonbwyo ponb B cuHTakcuce oduuManbHO-AENOBOro CTUMA UrpatoT  YCITOBHO-
WH(PUHUTMBHbIE KOHCTPYKUMW (OCOBEHHO B TEKCTax 3aKOHOB, rAe 3TO MOTMBMPOBaHO
LueneBbiM 3agaHMEM — OroBOpUTb OOYCNOBNEHHOCTb NPaBOBOW HOPMbI). XapakTepHOW
4YyepTON [LEenoBOM peyun SABRseTCa Takke ynotpebrneHne MHPUHUTUBHBIX U Be3nnyHbIX
npeanoXeHUn co 3Ha4YeHNneM JOIMKEHCTBOBAHNA.
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B uensx goctmxeHns nakoHnsma n TOYHOCTU B AENOBOM CTUIE YacTo ynotpebnstoT
napannienbHble CUMHTaKCUYEeCKME KOHCTPYKUMKM (NpuyacTHble U geenpudacTtHble 060poThl,
KOHCTPYKUMUKN C OTrNarofibHbIMU CYLLLECTBUTESTbHBLIMU).

[na cuHTakcuca OenoBoro CTUMS XapakTepeH CTPOrnn M onpedeneHHbIn Nopsaaok
CrnoB B npeanoxeHun. OT0 BbI3BaHO TpeboBaHMEM JOrMYHOCTU, MOCNEOBaATENbHOCTMH,
TOYHOCTU U3MOXEHUSA MbICINN B AENOBbIX TEKCTaX.

CTtunuctundeckomn 0COBEHHOCTLIO aenosomn peyun ABnaeTcs Takxe
npenMyLLecTBEHHOE UCMOSMb30BaHWEe KOCBEHHOM peyun. K npsmon peun B ouumansHo-
AENOBOM CTune npuberardT TOMbKO B TeX Cry4vasix, Korga HeobxoaMmo [A0CHOBHOE
UMTMPOBaHME 3aKOHO4ATEeNbHbIX aKTOB U APYIrMX AOKYMEHTOB.

B odopmneHmn TekcToB odumumanbHO-4eNoBOro ctuns 6onbluyd pofib urpatoT
ab3auHoe uneHeHue n pybpukaums, pekBU3NTbl — MOCTOSAHHbIE 3ANIEMEHTbI COAEPKaHWUA
AOKYMEHTa: HauMeHOBaHWA, OaTbl, MOAMNUCU, a Takke NPUHATOe ANA OaHHOro AOKyMeHTa
rpagpuyeckoe odopmneHve. Bce 3TO wuMeeT nepBOCTENEHHOE 3HavyeHWe B
AernonpounsBoacTBe, CBUOETENbCTBYET O rPamMOTHOCTU COCTaBuUTENd [LOKYMEHTOB, €ro
npodeccuoHanname u KynoType.

4. Ilekcnyeckue npusHakum ocpmumnanbHO-4eN10BOro CTUMA peyun

Jlekcnyeckass  (crnoBapHasl) cuctema  ouuManbHO-OENIOBOro  CTUMS,  Kpome
OBLLEKHWKHBIX N HENTParnbHbIX COB, BKITHOYaET:

1) 4a3blkOBble WTaMMbl (KaHUEeNApu3Mbl, Kuwe): CTaBUTb BOMPOC, Ha OCHOBaHWUU
pelleHuns, BXoasLme-ncxoasiime OKYMEHTbI, KOHTPOSb 3@ UCMOSTIHEHWEM BO3MOXUTb, MO
NCTeYeHUN cpoka.

2) npodeccnoHanbHy0 TEPMUHOMOIMIO: HeagouMmKa, anubu, YepHbId Har, TEHEBOM
6usHec;

3) apxan3mbl: OHbIM YOOCTOBEPSAD, CeN JOKYMEHT.

B odmuymnanbHO-AENOBOM CTUME HEAOMYCTMMO ynoTpebneHne MHOro3Ha4HbIX CroB, a
TaKKe CNoB B NEPEHOCHbIX 3HAYEHUSAX, @ CUHOHMMbI YNOTPEBNATCS KpanHe peako U, Kak
npaBuno, npuHagnexat OA4HOMYy CTun: cHabxeHne = noctaBka = obecnedeHue,
nnaTexecnocobHOCTb = KpeauMTOCNOCOOHOCTb, U3HOC = amMopTuM3auusi, acCUrHoBaHue =
cybcmanpoBaHue 1 ap.

OdmumanbHO-genoBas peyvb OTpaXaeT He UHAMBMAYamNbHbIN, a counanbHbIA ONbIT,
BCNEACTBME Yero ee nekcuka npegenbHo obobuweHa. B oduumnansHOM [OKyMeHTe
npegnoyteHne OTAaeTCca pPoAOBbIM MOHATUAM, Hanpumep: NpubbiTb (BMECTO npuexathb,
npuneTetb, MNPpUATU W T.4.), TPaAHCMNOPTHOE CpeacTBo (BMecto aBTobyc, camoner,
«Kurynm» u 1.4.), HaceneHHbIN NyHKT (BMECTO AepeBHs, ropoA, ceno u 1.4.) 1 ap.

OdmuymnansHo-genoBasa peyb 0OHapyXMBaeT TATOTEHUE K NpeaenbHO-0606LweHHON B
CEMAHTUYECKOM OTHOLLUEHUM FEeKCUKe, rae YCTpaHeHO BCe OCTpo-cBoeobpasHoe,
KOHKPETHOEe, HEenoBTOpPUMOE, a Ha nepeaHu nnaH BbIABUHYTO TunuyHoe. [ns
oULManbHOrO [JOKyMEeHTa BaXHa He XuBad nMnoTb [aHHOrMO0 4SBfEHUs, a ero
«topugmnyeckasa» CyLHOCTb.

OdmumanbHo-genoBasa pedb OTAaeT npeanodTeHne poaoBbiM 0603HAYEeHUsM C
LUMPOKON 1 6egHOM CEMaHTUKOW, C OrPaHMYEHHbIM YMCITIOM CEMAaHTUYECKMX NPU3HAKOB:
nomeLLeHne (Cp.: KBapTupa, Lex, aHrap, BecTnbiornb, KpoB, 0butenb, anapTaMeHTbl), MU0
(Cp.: HOMBMA, NEepCcoHa, My>X4MHa, AeBYLUKA, NapeHb, Marbli, XO3AWH, XUneL, NPOXOXnN),
poauTens (Cp.. MaTtb, OTew, Nanawa, MaTyLlka, npefokK), BOEHHoCNyxalwmn (cp.: conaar,
reHepan-nenTeHaHT, apTunnepucT, HoeobpaHeL, Bosika, CNy>XUBbIA, MOPSYOK), B3bICKaHMe
(cp.: BbiroBop, wTpad, apecT, HaroHsi, BbIBOMIOYKA), NPUOLITL (CP.: NPUATK, NpUexaThb,
NPVNbITb, NPUCKaKaTb, BBANUTbLCS, HArpsiHyTb, MPUNOXanoBaTb) U Apyrue.

5. CnoBoo6Gpa3oBaTenibHble YepTbl ohuLmnanbLHO-AeNI0OBOro CTUNA
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N3 cnoBooGpasoBaTenbHbIX MOAENeN CyLeCTBUTENbHbIX LUMPOKO MNpeacTaBreHbl
oTrnaronbHble 06pasoBaHMsl, B TOM YMCIME Ha -HME MHOorga C npeduKCOM U He-:
HecobnoaeHve, HenpusHaHue, pelleHne, ucnonHeHne. Hanpumvep:

Lemu, ocmaswuecss 6e3 ronevyeHusi podumesieti U  Haxodswuecs 8
gocrniumamersibHbIX y4YpexOeHUsiX, Jle4ebHbIX y4YpexOeHUsiX, y4YpexOeHusix couyuasbHou
3awumsl HacernieHusi U Opyaux aHalslo2U4HbIX Yy4pexOeHusix, UMerm [paeo Ha:
codepxxaHue, eocriumaHue, obpa3ogaHue, BCECmMOpPOHHee pa3sumue, ygaxeHue UuX
yerniogeyeckoeo 0ocmouHcmea, obecrieyeHue ux uHmepecos... (CemelHbiti Kodekc P,
cmp. 149).

HaHun3biBaHne cyLlecTBUTENbHbLIX C CYPEUKCOM -HME MOXET CUYMTaTbCA SAPKOW
npumMeTon ouLmansHO-AeN0BOro CTUNS:

lMpuzomosneHuem K rpecmynseHUr0 NPU3Haemcs rfpuuckaHue u rnpucrocobreHue
cpedcme unu opyoul unu yMbIWIIEHHOe co30aHue ycrosul Ofis COBEePUEHUs
npecmyrnneHud...

UpesBbl4alHO XapakTepHbIMU  Ons  oduumanbHOW  peyun  SBRSTCA  CnocoObl
KOMMO3UTMBHOIO CrnoBoobpa3oBaHMsi — OCHOBO- W  CIIOBOCMOXEHME, cpalleHue, B
pesynbTaTe 4Yero B FIEKCUMKOHE OerioBoro s3blka ABy- (M 6onee) kopHeBble 06pa3oBaHuS
npeacTaBfieHbl OYeHb MNPOCTPAHHOW Konnekumen: BpakocoyeTaHue, npaBoOHapyLUEHWE,
HanoroobnoxeHve, 3eMnenonb3oBaHNe, MNacCcaXMponepeBo3kn, HETPyaoCnOCOBHOCTb,
KBapTMpPOCHLEMLLMK, KBaApTUpOCOATYMK, OadeBnageney, bymarogepxkartenb, KynbTypHO-
3penuLHbLIN, MaTepuanbHO-TEXHUYECKUN, PEMOHTHO-CTPOUTESbHBIN, aAMUHUCTPATUBHO-
XO3SVICTBEHHbIN, OCEHHe-3UMHUMN, xne6obynoyHbIn, KBapTMponocpeaHN4eCcKnin,
HAYKOEMKWUIN, TPaHC MOPTOHACLILWEHHbIN, HU3KOOMNa4yMBaeMbli, ManoobecneyeHHbIN,
YyenoBeKo-pybnb, Cyfa-CyTku, NaccaXxmpo-MecTo-MuUnsa U MHOTMe apyrue.

[MpucTtpactne p[AenoBoro CTUAS K CINOXHBIM CNoBam NErko OOBbACHUMO:  OHMU
Npo3payHbl MO CTPOEHUIO N CMbICny, obnagatT ngmomartmyeckumm acpdektamu. B ewe
bonbwen mepe nNOTPeOHOCTM B CEMaHTUYECKM SCHbIX HaMMEHOBaHUsSX OTBevaet
CMNOBOCOYETaAHNE, YUCIIO CO34aHHbIX 3TMM CNOCOOGOM HaMMEHOBaHWA B OdUUMAIIbHO-
OENOBOM CTWUME HACYMTbIBAET MHOMMe TbICAYM €eOUHUL: TPaHCMOpTHble CpeacTsa,
3apaboTHaa nnata, LOMMKHOCTHOE nWUO, KOHOUTEPCKME wu3genus, LeHHble 6ymaru,
npoe3qHoOM [LOOKYMEHT, MPUEMHbIA MNYHKT, WCMNOMHUTENbHbLIA KOMUTET, O6e3HanunyHbIN
pacyeT, TpyOooBOe YyBeYbe, TerecHoe noBpexaeHne, mecta obuwero nonb30BaHUS,
npodeccrnoHanbHoe 3abonesaHve, npeanpuaTMe OOLWECTBEHHOrO MUTaHus, ToBapbl
NOBbILLEHHOrO crnpoca, oby4yeHne 6e3 oTpbiBa OT NPOM3BOACTBA, NPABO Ha OTAbIX, opaep
Ha 0bbICK, MOHMXEHWE B OOMMKHOCTU, NOpaXeHne B npaBax....

C ocobon HarnsagHoOCTbO YyAOOCTBO «aHANMUTUYECKUX» MOAENEN BbIPaXEHO B
COCTaBNAKLWEN T[UraHTCKMA Nnact oduumanbHblX HaMMEHOBAHUMA  HOMEHKNaType
yuypexgeHun, npodpeccun, OOIMKHOCTEM U T.M.. [flaBHblA HAyYHbIM  COTPYOHUK,
3aMecTUTENb KOMaHAaMpa nosika no MHxeHepHown cnyxbe, MoOCKOBCKMA rocynapCTBEHHbIV
yHuBepcuteT, CaHkT-[NeTepbyprcknini rocyaapCTBEHHbIA TOPHbIA MHCTUTYT (TEXHUYECKUI
yHMBepcuTeT). 3akaBKasckas XenesHas pgopora, BonbiHCkui 3aBog ObITOBOM XMMMMK,
penyTtat ['ocygapcTBeHHOM [lymbl...

6. XKXaHpoBoe MHOoroo6pasue ocuumManbLHO-A4eN10BOr0 CTUIMA peyn

Mo TemaTnke n pasHoobpasnio XXaHPOB B pacCMaTpMBaEMOM CTUNE BblOENSAOT OBE
pasHOBMOHOCTU: | — oduumanbHO-AOKYMEHTanbHbIn cTunb M Il — obuxogHo-genoson
CTUNb.

B cBoto ovepeab B opuumanbHO-4OKYMEHTANbHOM CTUME MOXHO BbIOENNUTb:
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1) 43blk 3aKoHOAATesIbHbIX  [AOKYMEHTOB, CBSA3@HHbIX C  [OEATENbHOCTbLIO
rocygapcTtBeHHbIX opraHoB (KoHcTutyumsa P®, 3akoHbl, ycTaBbl);

2) 43blK OUMIIOMATUYECKUX aKTOB, CBA3aHHbIX C MeXOyHapOoAHbIMU OTHOLLUEHUAMU
(MemopaHayM, KOMMIOHMKE, KOHBEHLMSA, 3asBreHne).

B obuxogHo-0enoBomM cTune pasnuyator:

1) A3bIK cnyxebHOon nepennuckn Mexay y4pexxaeHnamMm n opraHnsaunsamu;

2) 93blK YaCTHbIX AenoBbix Bymar.

Bce xaHpbl 06MX04HO-4EN0BOro CTuns: cnyxebHas nepenucka (4enoBoe MMCbMO,
KOMMep4yecKkasa KOppecrnoHAeHuuMs) n genosble Bymarn (cnpaBka, yAOCTOBEPEHWe, akT,
NpoTOKOM, 3asiBfieHne, [OOBEPEHHOCTb, pacnucka, asTobuorpadma w  gp.) -
XapakTepusylTCa W3BECTHOW CTaHgapTu3auuen, obneryawwen ux cocTaBreHve u
NCronb3oBaHMe M pacCYNTAHHOW Ha SKOHOMMIO NA3bIKOBbIX CPeaCTB, Ha YCTpaHeHue
HeonpaB4aHHOW MHAOPMALMOHHON N36bITOYHOCTM.
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NEKUUA Ne 3
TEMA: [JOKyMeHT U ero xapakrepucTuku
MINAH:
1. lMoHaTMe 0 foKyMeHTe
2. CywHocTb AOKyMeHTanbHoun 6asbl
3. ATpuGyTbl AOKYMEHTOB
4. ®opMbl AOKYMEHTOB

1. MoHATHE O AOKYyMeHTe

Bcakoe ynpaBneHyeckoe pelleHne Bcerga 6asvpyetca Ha uWHdopmMauum no
paccmaTpuBaemMomMy BOMNPOCYy unuM ynpaenseMomy ob6bekty. K wmHpopmauumn, nommmo
AOCTOBEPHOCTU U TOYHOCTU, NPEObSABAIOTCA ABa XECTKMX TpeboBaHUsA: BO-NepBbIX, OHA
AOJKHA ObITb CBOEBPEMEHHOM, BO-BTOPbIX, OHA JOSMKHA OblTb 4OCTAaTOYHOM AN NPUHATUS
Hauny4Lero peLueHus.

B HacTosilee BpemMsi o6beMbl WH(OpMaUUKM yABauMBalOTCA Kaxable Tpu ropa.
O6wwecTtBO nepexvBaeT UH(OPMAUNOHHbBIM ByM. BTO CBA3aHO Mpexae BCEro C pocTtoM
KonuyectBa HaceneHua. B ycnoBusiXx pPbIHOYHbIX OTHOLUEHWW, Korga oO4veHb ObICTPO
MEHSIeTCA 3KOHOMUYEeCKasd CuTyauusi, 3aKoHOOAaTernbCTBO, KOMMepYeckue npeanpuaTus
BbKMBAKOT TOMbKO B TOM Clyyae, €CrnM OHW BOBPEMs 3HalT 4YTO, Korga W novem.
MHpopmauna pasHo crtana ToBapoM. Kto Bnageet wuHdopmauuewn, TOT BrageeT
cutyaumen. Hocurenem nHgopmaumm BbiCTynaeT JOKYMEHT.

Moatomy opraHumsaumm paboTbl C WHOpMauMen M C LOKYMEHTaMU Kak ee
HOCUTENAMMW B OKOHOMMYECKM pPasBUTbIX CTpaHax ygensercs O00nbloe BHUMMaHue.
Hanpumep, B CLUA npuHAT 1 genctByeT 3akoH O OOKymMeHTe, B 'epmaHum gabbl He
YCTYyNUTb CBOW MO3MLMM B OKOHOMMYECKOW KOHKYPEHTHOW 6opbbe K KNHYeBbIM
HanpasreHnsm HTP oTHeceHbl: agoepHasi aHeprusi, aspoKoCMUYECKUEe uccrneoBaHus,
nporpamMmbl  UCCnefoBaHUn B 06MacTM pasnMyHbIX HayK, 3NeKTpoHHast obpaboTka
MHOpMaUunK, opraHnsaums 4enonpomsBoacTBa U oopMIieHne OOKYMeHTauuu. Y Hac B
ctpaHe 25.01.95 npuHAaT 3akoH Poccunckon degepaumm  «O6  mMHopmauumw,
MHdopMaTU3aLmMm1 1 3almTe MHopMaLnun».

OTN npumepbl — ApKOe CBUOETENbCTBO CYLLECTBEHHOMO U3MEHEHUS OTHOLLUEHUS B
camom obuiecTBe K OpraHusauum MHMOOPMALMOHHBIX PEeCcypcoB, OCO3HaHWUS TOro, YTO
WHpopMaLmMa M OOKYMEHT Kak ee HOCUTENb, MPOHM3bIBag BCE acCneKTbl ynpaBreHus,
BNUAIOT Ha (OYHKLUMOHUPOBAHME PasfUYHbIX CTPYKTYP U B KOHEYHOM WUTOre MpuMBOLSAT K
AOCTUXKEHUIO 9KOHOMUYECKUX pe3yrbTaToB.

[OKyMEHTbl MCMONb3YTCA B pasnUyHbiX 0b6nacTsax AesTenbHOCTM, OoTpacnsx
3HaHUN, cdepax XWU3HU U ABNASAIOTCA OOBLEKTOM UCCNeaoBaHUs MHOMMX  HayuYHbIX
ANCLMNIIMH, NO3TOMY COAepXXaHME MOHATUS «AOKYMEHT» MHOrO3Ha4yHO U 3aBUCUT OT TOrO,
B KakOW OTpacnv v ON1 Kakux uerien OH ucrnonb3yetcs. Tak, ONs HPUCTOB AOKYMEHT
CNY>XUT npexae Bcero crnocobom pokasaTenbCTBa Unu cBuMAaeTenbCcTBa yero-nnbo, ong
NCTOpPUKA — MWCTOPUYECKUM WCTOYHMKOM, KUOEpHEeTuKa-AOKYMEHTanucrta — HOCUTenem
MHpopmauuu, a cneumanucTbl B 06n1acty ynpasneHusi CHATAKOT ero cpeacTBoM mkcaumm
1 Nnepegayn ynpaBrieHYeCKUX peLleHn.

Mo MHeHMIO cheunanucToB-AOKYMEHTOBEAOB, AOKYMEHT npeacTtaBnseT cobou
pesynbtar oOTobOpaxeHuss akToB, CcOObITUA, NPeaMeToB, SBMEHUA OOBLEKTMBHON
OENCTBUTENBHOCTM U MbICIUTENBHOW  AesaTenbHOCTM 4Yenoseka. OH  cospgaeTcs
nocpencTBOM NUCbMa, rpaddukn, pucyHka, potorpadun, 3Byko- 1 sBuageosanmncu. [JokyMmeHT
N3roTaBnMBaEeTCH Ha cneumanbHoM maTtepuane (bymare, poTonneHke u T.n.).

3akoH «O6 uHpopmaumn, nHdopmMmaTusaumMm 1M 3awmTe UHopMauum» AaeT HaMm
onpegeneHne TepMMHOB «MH(OPMaLUNNA» N «AOKYMEHT:
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Hgpopmayus — ceeldeHust 0 nuyax, rnpedMemax, ghakmax, cobbimusix, 6/1€HUSIX U
rpoueccax He3agucumo om hopmMbl UX npedcmasrieHus,

OOKyMeHmMupogaHHasi  uUHgpopmauyusi  (OOKymeHm) —  3apukcupogaHHasi Ha
MamepuasibHOM Hocumesie UHoOpMauyus C pekesusumamu, 0380/SIWUMU  ee
udeHmughuyuposame.

[okymeHT, 3adukcmpoBaB (oTobpa3uB) nHdopmMaumo, TeMm cambiM obecneymBaeT ee
COXpaHeHMe W HakonneHne, BO3MOXHOCTb nepedadn OpyroMy Ivly, MHOrokpaTHoe
ncnonb3oBaHne, BO3BpaLLleHe K MHpopMaLum BO BPEMEHM.

Kak HocuTenb uHGOpMauuMM [OOKYMEHT BbICTyNnaeT B KayecTBe HenpeMeHHOro
anemMeHTa BHYTPEHHEW opraHmsaumm nboro y4dpexgeHus, npeanpuaTud, dupMbl,
obecneunBas B3anmogencTene mx yacten. MHdopmauma aBnseTca OCHOBaHMEM ANS
NPUHATUSA YNPaBIiEeHYECKNX pPELLUEHUN, CHYXXUT [OKa3aTeNbCTBOM WX WCMOMHEHUS U
NUCTOYHMKOM Ans 0600LWeHni, a Takke Matepmanom Ansi CrnpaBoYHO-NONCKOBOW paboThl,
B ynpaBneH4eckon OesTenbHOCTU AOKYMEHT BbICTynaeT M Kak npeameT Tpyda, M Kak
pesynbTaTt Tpyaa, T.K. NIPUHATOE peLleHne 3anucbiBaloT, 3aKpennsalT B JOKYMEHTE.

MHorne opmbl ynpaBneH4Yeckon [OesTeNlbHOCTU BbIpaXakTca NocpenCcTBOM
COOTBETCTBYIOLLUNX OOKYMEHTOB: MilaHMpPOBaHWEe — MNOCpesCTBOM MOATrOTOBKU PasfUYHbIX
NnnaHoB, y4eT — B BUOE COCTaBNeHMUsS M 0O6paboTKkM CTaTUCTUYECKOM, ByxranTepckon u
onepaTMBHO-TEXHUYECKON [OOKYMEHTauuu, WHCTPYKTMpOBaHWe — B BuAae uU3gaHud
WHCTPYKLMIA, METOONYECKNX YKa3aHUN; KOHTPOSb — NyTeM cbopa CBeAEHU B MMCbMEHHOM
Buae un 1.4. Takum obpasom, JOKYMeHTauma, Byayyum TECHO CBA3aHa CO BCEMU hopmamm
yrnpaBneH4Yeckon [OeATernbHOCTU, WUCMNOoNb3yeTcs annapaTtoM ynpasBfieHUss B KayecTBe
cnocoba M cpencrtBa peanu3auMm BO3MOXEHHbIX Ha Hero dyHkuun. Kpome Toro,
AOKYMEHTUPOBaHME BO MHOMMX Cryvasix saBnseTca obs3aTtenbHbiM, NpeanucbiBaeTcs
3aKOHOM W aKTaMu rocyapCTBEHHOIO ynpaBrieHus.

MpuHatein 25 aHeBaps 1995 r. [ocymapctBeHHon [ymon depepanbHbii 3aKOH
Poccuiickon ®egepauun «O6 nigopmaumm, nHdpopmatTmsaumm 1 3awmTte nHopmMaumm» B
cT. 5 ykasbiBaeT: «[JoKyMeHTupoBaHne nHopmaLmm aBnaeTca obs3aTernbHbIM yCNoBMeEM
BKMIOYEHNA  MHopmMaumm B MHEOPMAUMOHHbIE  pecypcbl.  [oKymMeHTupoBaHue
NHpopmauum ocyllecTBngaeTca B nopsiake, yCTaHaBNMBaeMom opraHamu
rocyaapCTBEHHOW BracTW, OTBETCTBEHHbIMW 3@ OpraHuM3auui AenonpousBoaCTBa,
cTaHOapTM3aumio JOKYMEHTOB U MX MaccuBoB, 6e3onacHocTb Poccuickon depepaumm».

Taknm 0b6pa3oM, AOKYMEHT SIBMSETCS OAHUMM U3 CPeACTB YKPEeneHUs 3aKOHHOCTU U
KOHTpONS.

UpesBblHanHO BaXkHa [ONA  yrpaBfieHYeCcKoOW [OesTEeNbHOCTU lpuanyeckas cuna
AOKYMEHTOB, TaK KakK OHW cryxaT CnocoboM [oKa3aTerbCTBa 3aKMOYEHHOW B HUX
WMHpopMauumn 1 NPeacTaBnalT OAHY M3 POPM BbipaXXeHUs rnpasa.

OgHM  OOKYMEeHTbl, Hanpumep npaBOBble  aKTbl  MPeACTaBUTENbHbIX U
pacnopsaguTeribHbiX opraHoB, cyaebHble, NPOKypopckue, HoTapuasnbHble U apbuTpaxHble
aKTbl, OOrOBOpHAsa [OOKYMEHTauus, WM3HavanbHO o006nagalT puagnyeckon yHKUmnen,
yCTaHaBNuBas, 3akpennss W WU3MeHsis NpaBOBble HOPMbl W MNPABOOTHOLUEHUA WU
npekpawiaa ux gencrsue. [pyrne OOKYMEHTbl HaZensoTcsa opuandeckon yHKUMeEn B
crlydae WCMNoOnb30BaHWA WX Kak [JokasaTenbCTBa B Cyde, OpraHax crneactsnsa U
NpoKypaTypbl, HOTapuaTe, apbuTtpaxe u ap.

Bce opmbl  ynpaBrieH4YeckOn — OeATEeNbHOCTU  Haxo4AT  OTpaXeHue B
COOTBETCTBYIOLMX OOKYMEHTaX, KOTopble BbICTynalT Ccrnocobom U1 CpeacTtBom
peanu3auunmn BO3MN0OXEHHbIX Ha annapaT ynpaBneHnsa OyHKLNNA.

OavH [OKYMEHT — 3TO €AMHWYHbBIA akT AOKYMEHTUpoBaHus. HO [eaTenbHoCTb
yupexaeHus ohopmnsieTcs COBOKYMHOCTbO onpeerneHHbIM obpasom
B3aMMOOENCTBYOLWMNX AOKYMEHTOB, OObIYHO COOTBETCTBYIOLUNX (PYHKLNAM YrpaBneHNS.
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Pan  dyHkuMi  ynpaBneHust  9BNsSieTCH  TUMNOBbLIM,  Mpucywum  nrobomy
ynpasneHyeckomy annapaty. K  TakuMm  YHKUMAM  OTHOCATCH,  Hanpumep,
NPOrHO3MpOBaHMeE 1 MaHUpPOBaHWE, opraHn3aLOHHO-pacnopaauTensHasa AeaTeNbHOCTb,
yYyeT N OTYETHOCTb, (PUHAHCUPOBAHWE, MaTepuanbHO-TeXHMYeckoe obecnedeHve u ap.
OTN YHKUMKM OTpaxarwTca B [OKyMeHTax, obwux Ana Bcex ydpexaeHun, dupm.
COBOKYMHOCTb ~ JOKYMEHTOB  B3aUMOCBA3aHHbIX MO  MpPU3HAKam  MPOUCXOXOEHUS,
HasHavyeHus, BuAa, cdepbl OEATENbHOCTU, €OuHbIX TpeboBaHUM K KX OGOPMIEHUIO
COCTaBIISIET CUCTEMY JOKYMEHTaLUUN.

MoxHO BblgenUTb  (PYHKUMOHANbHbIE  CUCTEMbI  OOKYMEHTauuu, UuMeroLine
MeXoTpacrneBoe 3HayeHue, HO MOXHO paccmaTpuBaTb W OTpacrieByld CUCTEMY
AOKyMeHTauuu B UenoM. B Hen HamgeT oTpaxeHune cneumduka ToM UM MHOW cdepsbl
AeATernbHOCTN.

B ycrnoBusix Hay4HO-TEXHUYECKOW pPEeBOMOLUM MPOU3OLLSIO pe3Kkoe YyBenuyeHue
06BbeMOB MH(pOopMauuK, BbI3BaHHOE akTuBM3aumnen obLLECTBEHHOM XMU3HW, POCTOM Yucna
KOHTOP, oupM, opraHusauun, yBennyeHneM HOMeHKNaTypbl NPOMBbILWMEHHbIX N30ennn u
YCMNOXHEHUEM npouecca UX U3roToBreHnd, paclumpeHmemM 3KOHOMUYECKUX U KyNbTYPHbIX
cBsA3en. B cBA3M € 9TMM BO3HMKNA HEOHXOAMMOCTb YyNnopsaaodeHst MOTOKOB MHAOPMALLMMK,
YCTAHOBMNEHNA HEeoOXOAMMOro W AOCTAaTOMHOrO KonuyectBa BWOOB [JOKYMEHTOB,
BbIMOMHAKOWMX Pofb MHAOPMAUMOHHOIO obecneyeHnss PyHKUMA ynpaBneHus. PyyHas
obpaboTka He no3BonsAna BOBPEMSI M KavyeCTBEHHO nepepaboTaTb pacTywme NOTOKU
nHpopmauum. Mossunacb NOTPEBHOCTL B MexaHW3auuu, a 3aTeM M B aBToMartusauuu
06paboTkn AOKYyMEHTHON nHGopmaumn. OgHaKo NpakTU4YeCcKoe BHEAPEHNE U MPUMEHEHMNE
cpencTB aBTOMaTM3aunmn N MexaHusauumn, 3PEKTUBHOCTb UX UCMONb30BaHUS HaXoaATCs
B NPAMON 3aBUCMMOCTU OT CTEneHn YnopsgoveHuss OOoKyMeHTauuu, Ans obpaboTku
KOTOpOM OHW npedHasHayeHbl. OCHOBHbIM  HanpaBneHWEM COBEpPLUEHCTBOBAHMS
AOKyMeHTauumu aBnseTcsa yHUurkaums n ctaHgaptTmsauus.

CraHpgapt onpegensieT  yHuukaumio Kak  BblOOp  ONTUManbHOrO  4yucna
pasHOBUAHOCTEN NPOAYKUUK, NPOLIECCOB U YCNyr, 3HAaYeHU UX NnapaMeTpoB N pa3MepoB.

CraHgapTnsaumsa — 3TO NPOLECC YCTAHOBMEHUS U NPUMEHEHWA CTaHAapToB, Nog
KOTOpPbIMM MOHUMMaeTca «obpasel, 3TanoH, MoAeNb, NPMHMMaeMble 3a UCXOOHble ANS
COMOCTaBneHMss C HUMKU Apyrnx nogobHbix obbektoB. CTaHOaApT Kak HOPMAaTMBHO-
TEXHWYECKUIN JOKYMEHT yCTaHaBNMBAET KOMMIEKC HOPM, npaBun, TpeboBaHUN K 06bekTy
CTaHgapTM3auMmM W YTBEpXOaeTCa KOMMETEHTHbIM opraHom». bonee npoctpaHHoe u
aeTanbHoe onpegeneHne ctaHpgaptusaumm gaetcsa B [OCTe P 1.0-92. «["ocyaapcTBeHHas
cuctema crangaptmsauun P®. OcHoBHble nonoxeHus». [MpumMeHeHWe CcTaHOapToB
crnocobCcTByeT YMyylleHUIO KavecTBa CO3daBaeMoro usgenus (B AaHHOM  criyvyae
AOKYMEHTA).

OTBETCTBEHHOCTb 3@ HOpPMAaTMBHOE 3aKpenneHue KOHKPETHbIX YHU(PULMPOBaAHHbIX
dopM, X MHPOPMALMOHHBIX 3NIEMEHTOB U CUCTEM JOKYMEHTaLMM BO3MOXEHa B CTpaHe
Ha opraHbl cTaHgaptTusaumn. Pesynbtatom paboTtbl Mo yHUdMKauuM 1 ctaHgapTM3auum
AOKYMEHTOB MOryT ObiTb CTaHAapTbl Kak HA OTAENbHbIE JOKYMEHTbI (Hanpumep, Ha oTyeT
O HayuyHO-uccrnegoBaTenbckon pabote), Tak M Ha YHUPUUMPOBAHHLIE CUCTEMDI
AOKYMeHTauuu.

YHuUpUUMpoBaHHas cMctema OOKyMeHTauum — cucteMa LOKYMEHTauun, co3gaHHas
no eavHbIM npasunam n TpeboBaHWAM, cogepkawias MHopMaumio, Heobxogumyo Ans
ynpasrieHusi B onpeneneHHon cpepe AeaTensHOCTU.

HenocpeactBeHHbIMM pa3paboTynkamm KOHKPETHbIX (OOPM U CUCTEM OOKyMEHTaLuumm
ABNAIOTCA MUHUCTEpPCTBA (BeOOMCTBA), BO3rnmaBnswowme Ty OTpacib OeATENbHOCTY,
OOKYMEHTbI KOoTopon yHuduumpytotesa. Wx paspabotumkamm BbicTynaet Pocapxus
(PenepanbHasa apxuBHas cnyxba Poccun), KomuteT ctatuctnkmn, MmHdumH, NocbaHk.
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O6wwerocygapcTBeHHbIE YHU(PULMPOBaHHbIE (POPMbI JOKYMEHTOB 06A3aTenbHbl A5
NPUMEHEHNA BO BCEX YYPEXOEHUAX, OpraHM3aumax u npeanpusatusx Hes3aBuCUMO OT KX
NoAg4YMHEHHOCTU 1 (POpPMbl COBCTBEHHOCTMN.

MaccoBoe npoOM3BOACTBO Pas3fM4YHbIX MEXaHU3MOB W nNpucnocobnenHnn Aans
XpaHeHusi 6ymar 1 paboTbl C HAMK: NaNoK, KOPOBOK, MaLMH U T.4. — noTpebosano npexae
BCEro ynopsgoveHuns, yHudukauumn gpopmaToB cammx Gymar.

Ota paboTa y Hac B cTpaHe Gbina ycnewHo nposegeHa B 1920-e rogbl, koraa 6bina
BBeZEeHa CUCTeMa B3aMMOYBSA3aHHbIX NPOU3BOACTBEHHBIX U NOTPEOMTENbCKMX (dOPMaToOB
OGymar, B OCHOBY KOTOPbIX Oblfiv MOMOXEHbl LUMPOKO pacnpoCTpaHeHHble B 3anagHbiX
CTpaHax HemeLkue opmaThl.

Ona wn3mepenna dopmatoB Obina npuHATa MeTpuyeckas cuctema. [lnowanb
OCHOBHOro dopmarta paBHa KBaZpaTHOMY MeTpPy, a CTOPOHbl OCHOBHOro opmarta
coctasngT 0.841 m x 1.189 m. Kaxgbim nocneaywouwmi copmaT nonydyaeTcs u3
npegblaywero AeneHvem nonoriam, a BcCe MoflydeHHble opmaTbl reoMeTpuyecku
noao6Hbl. Bce dhopmaThl 4enatcsa Ha Tpu OCHOBHbIX psiga — A, b, B. dopmaTtbl OCHOBHOIO
psga nonyyarTca nyTeM nocrneaoBaTenbHOro AeneHna oCHOBHOro oopmaTta nornonam

[okymeHTbl ohopmnsaoTcsa rnaBHbiM obpa3om Ha bymare popmata A4 (210x297) n
A5 (148x210). OTpenbHble BMAbl AOKYMEHTOB, coaepxawue Tabnuubl 1 rpadumkm —
BEJOMOCTU, NNaHbl U T.4. ohopmnsoTcs Ha opmaTte A3 (297x420).

dopmatbl noTpebutenbCckmx Oymar B pas3HblIX CTpaHax He CcoBnagatT, HO
Hanbornblee pacnpocTtpaHeHne umeloT B EBpone Hemeukue ¢opmatel, a B CLUA —
ceBepoamepukaHckue copmatbl 6ymar, roe ocHoBHowm copmaT — aHanor A4 — paBeH
pa3mepy 21,59 cm. x 27,94 cm. (Letter 8yr x 11 in.).

YcTaHoBneHbl 1 pa3mepsbl nonen. B cooteeTctBumn ¢ Tpebosanuamm FOCT P 6.30-97
OHM AOSMKHbI BbITb HE MEHee:

nesoe nosne — 20 Mm;

npasoe none — 10 mm;

BepxHee none — 20 mwm;

HWxHee none — 10 mm.

OTO MMHMMarbHbIE pa3Mepbl NOMEN, MeHbLUME NONSA He AOoMycKalTCs, Tak Kak byaet
3aTpyaHEeHO fanbHenwee odopMIIEHNME W XpaHEeHWe OOKYMEHTOB, HO 6onbluve nong
AONyCTUMbl. YKasaHHble pasmepbl nonen OObl4HO WCNONb3YTCA AN OOKYMEHTOB
onepaTUBHOW Mepenuckn, a Ang AOKYMEHTOB OOSITOBPEMEHHOIO U MOCTOSIHHOrO CPOKOB
XpaHeHus1, KoTopble ByayT nepenneTeHbl MU NOAWNTLI, CregyeT NneBoe nose yCTaHoBUTb
35 mm.

Mpn odopMneHnn OOKYMEHTOB 3a pybexom npuaepXuBarTcs OpYrvx pasmepoB
nosien: ¢ NeBON CTOPOHbI — 25 MM; C NpaBoON CTOPOHbI — HE MeHee 25 MM; BepxHee norne —
He MeHee 15 MM; HUXHee none — He meHee 15 mm.

2. CyWwHOCTb JOKYMeHTanbHOn 6a3bl

[okymeHTanbHaa 6a3a, HoOMeHknatypa AOKYMEHTOB, MX Knaccudumkaums, atpmbyTol
N popMa — O4HA M3 BaXHbIX M akTyalnbHbIX TEM Ha CErOAHALWHWA OEHb MOTOMY, YTO
BbI3bIBAE€T KPYr MOSIEMUYECKMX BOMPOCOB, a TakKkKe OrpoMHbIN WHTepec B obnacTtu
N3y4YyeHunsi 4enonpomM3BoaAcTBa U MHPOPMALMOHHBLIX TEXHOSOMMIA yrpaBnieHns.

YacTb 4enonpon3BoAacTBa, HENOCPEACTBEHHO CBA3AaHHASA C CO34aHUEM AOKYMEHTOB,
Ha3blBaeTCsa  OOKYMEHTMpoBaHMeM. Bonpocbl OBMXEHUA U yyYeTa  [OOKYMEHTOB
onpeaensaTca NOHATUEM OOKYMEHTOO60pOT. [eaTensHOCTb N0 OpraHn3aumm XpaHeHuUs
OOKYMEHTOB OTHOCAT K apxvBHOMY fAeny. [1ockosibKy ynpaBneHveckas OesTenbHOCTb
yerioBeka OCYyLecTBNAeTca C NpUMEHEHMEM pasfMYyHOro poJda  AOKyMeHTauuu,
0enonpon3BoACTBO B HACTOsLLEe BpEeMS  MMEHVIOT  TakkKe  [JOKYMEHTALMOHHbLIM
obecneyeHnem yrnpasneHus aoy). OTBETCTBEHHOCTb 3a opraHmsaumio
AEeNonNpon3BoACTBa, COOMAEHWE YCTaHOBMEHHbLIX MNpaBun M nopsigka paboTbl C
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AOKYMEeHTaMu B CTPYKTYPHbIX MoApasfeneHnsix BoO3naraeTcsa Ha pykoBoauTens
opraHusauun unu npegnpuaTusa. [deatenbHoCTb  opraHmMsauuu  wunuv  nNpeanpusaTus
obecneumBaeTcs CUCTEMOW B3aMMOYBS3aHHOW YrnpaBreH4YeckonM [AoKymeHTauunen. Ee
coCTaB onpegensieTcsl KoMneTeHuuen, NopsiakoOM paspelleHns BOMnpocoB, 06bLeMOM WU
XapakTepoM B3auMMOCBSi3el OaHHOW OpraHu3auuu C BbIWECTOALMMU OpraHu3auusmu, C
opraHamu 3akoHoaTerlbHOW U UCMNOJSTHUTENBbHOM BNAcTW, C NOAYUHEHHBIMU U CTOPOHHUMMU
opraHusaunsamMm, ¢ PuU3nyeckuMmm nuuamu.

MpakTudyeckn Ha  BCeX  NpeanpuatTusix, OcoBeHHO  Ha  NpeanpuaTUsx
rocyfapCTBEHHOIo NogYMHEHus, cyLlecTByoT oblwme otaensl. Vix HasBaHue BapbupyeTcs
— 9TO0 MOXeT ObITb oTgen obuwiero AenonpousBoAcTBa, obWWA OTAen, ynpasrieHue
Aenamv v T.4., HO caMoe rraBHOe — CyTb AaHHOro noAapasieneHns ocTaeTcsl OQUHAKOBOW
Ha BCex MNpeanpuATUsX He3aBMCUMO OT Ha3BaHWUA W 3aKNio4aeTcsd OHa B OpraHusauuu
NOTOKOB [AOKYMEHTOB Ha AaHHOM npeanpusatum (MpuUKasoB, pacrnopsXXeHUW, rnopyyYeHuwn,
nnucem u 1.4.). IHTepeCHbl OCHOBHbIE BUAbI LOKYMEHTOB, aTpubyTnka AOKYMEHTOB, NOTOKM
AOKYMEHTOB W paboTbl, ucnonb3yemble B paboTe AaHHbIXx noapasgeneHui. Kpome
LeHTparnbHoro AoKyMeHToobopoTa KpyrnHoro npeanpusaTus, CYyLLIECTBYIOT
cneunann3npoBaHHble JOKYMEHTOO60pOT (B nogpasgeneHunsx npeanpusatud, B otaenax
creymann3npoBaHHOro 4eronpou3soacTea U T.4.).

OCHOBHbIM MPUHUMNOM [OOKYMEHTOOOOopOoTa $BRSIeTCA TO, YTO HMU Yy KOrO He
CyLleCTByeT rOKalbHbIX apXvMBOB [AOKYMEHTOB. Jllobonm BXOO4AWMN [OOKYMEHT, He
nonaswmin B OOLWMIA apxXuB [AOKYMEHTOB, SABMSETCH NOTEHUMANbHbIM KIMEHTOM Ha
HeucnonHeHue. B opraHnsaumm ectb COOTBETCTBYIOLANA criyxba, a UMEeHHO KaHuensapus,
KOoTopas oOTBevyaeT 3a MpoXoXAeHWe [OKYMEHTOB. [lOKYMEHTbl, He YyYTEeHHble B
KaHLensapun, TepsI0TCS Yalle BCero.

B opraHusaumn OormkeH CyLlecTBOBaTb TOMbKO OAWH KaHas NOCTYNSeHNa BXOAALWNX
OOKyMeHTOoB. [laxe ecnu npuvemM [OKYMEHTOB MOCTPOEH MO pacrnpefeneHHon, To 3TO
cOenaHo TOMbKO AN MOBbIWEHUs cKopocTu o6paboTknm [oKymeHTOB. Bce Takue
nogpasgerieHMs MrHoBeHHO NpefocTaBnAnT NHPOPMALUIO B KAHLENAPUIO (KenaTensHo B
pexume on-line cBasu ¢ kaHuenspuen). MoxHO paccmaTpuBaTbh, YTO Takue yaaneHHble
NYHKTbl perucTpauum AoKyMeHTOB ABMSATCA nogpasgenieHUsiMu KaHuenspum.

Ana  nonHoTbl  KapTMHbl  AOKYMEHToobopoTa Ha  npegnpuatMm  cuctema
AOKYMeHToobopoTa He [OrKHa 3aKkaHYMBaTbCH Ha OTBETCTBEHHbLIX WUCMOMHUTENsX, T.e.
cucTeMa asTomaTmMsauuu LOoKyMeHToobopoTa opraHusaumMmM He [OfKHa 3aMblKaTbCs
TONbKO Ha KaHuenspuu, a [OOfPKHaA WMeTb MNPOoLOSIKEHME B CUCTeMax YynpaBrieHUs
AOKYMeHTO060pOTOM nogpasgeneHmin opraHmsauum.

B npvHuMne B KpynHOW oOpraHu3auun c 6GonblwmM OOKYMEHTONOTOKOM paboTta
KaHuenapun moxeT ObITb MOCTPOEHa MO AeLeHTpanuM3oBaHHOMY npuHuuny. MNpu aTom
Kaxgoe nogpasgereHne npeanpusitTa  noryvyaetr CBOK  [OMK0  KOPPECrnoHAEHUMUN,
OTHOCALWWYCA K Hen. [Npn 3TOM y4deT BXxodsdwen KoppecnoHOeHUMU OcCyLLecTBnseTcs
AeueHTpanu3oBaHo. Homepa BXxoAsilen KOppecnoHOEeHUUM cOo3[arTCA UM B eOVHOM
HymepaTope (KTO nepBbl MNOSy4nn HOMep, TOT U XOpOLW) WM B HOMEpP BXOAALUEro
AOKYMEeHTa BKIoYaeTcs HoOMep nogpasferieHus, nonyymeLlero JOKYMEHT, a HyMepaTopbl
B KaXXOoM noapasgerneHnn BefyTcs HesaBucumo. Mcxoasias KoppecnoHAeHUNsS 06bIYHO
BCerga npoxoauT Yyepes ogHO MecCTo.

OpraHunsaums geueHTpanu3oBaHHOrO npuvemMa BXOOAWMX LOKYMEHTOB AO0CTaTOYHO
pacnpocTpaHeHa 1 BO BCEM MUpe.

B paboTte kaHuUenspuu noka 4YTo TeMHbIM MeCTOM ocTaeTcsa paboTta ¢ nucbmamu. B
GonbLUMHCTBE Crny4YaeB 3TO OTHOCUTbCA K obwemy Aenonpou3BoacTBy. WcknioveHue
COCTaBNAT oOpraHu3auun, Ans KoTopblX paboTa C NMCbMamMu COCTaBrsieT OCHOBHYHO
NMPOM3BOACTBEHHYIO AesaTernbHOCTb. [lpn obpaboTke nuceM NPUMEHSOTCH HECKOMbKO
Apyrue knaccudukatopsl. BaxkHa passepHyTas cratuctuka no atpubytam nucem. OgHako
B KPYMHbIX rOCyJapCTBEHHbIX OpraHn3aumsx TOXe CyLLeCTBYeT crneuunarbHbIn yY4eT nnucem
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N CTPOrMA KOHTPOSb 3a MX BbINONHEHWeM, TeM OGonee B HacTosiwee BpeMs Ha CMeEHY
NOYTOBOW KOPPECMNOHAEHUMU MPUXOOUT UCMOSb30BaHME CUCTEMbI VIHTEpHET-TeXHOMNOrNn
(moyToBbIE pacchirikK, e-mail).

3. ATpnOYyThbI JOKYMEHTOB

ATpnbyTbl JOKYMEHTOB Y KaXXgoro napTHepa BeCcbMa pa3HoobpasHbl. B To e Bpems
MOXHO BblAeNUTb 00LLYy0 YacTb aTpubyToB, KOTOPbIE BCTPEYAOTCA NPaKTUYECKN BO BCEX
opraHusauusax. lNMpuyem atm obwme atpmbyTa HECKONbKO pasfiMyHbl y BCEX TWUMOB
KaHUEensapCKUX JOKYMEHTOB.

1. OcHOBHble aTpnbyTbl AOKYMEHTOB:

— PeructpaumoHHbln HOMep AokymeHTa. [aHHbI HOMep OLHO3Ha4yHO MNo3BONsAeT
cocrnatbCa Ha JOKYMEHT, npolwleawnn Yyepes kaHuenspuo. CTpykTypa perMctpaymoHHOro
HOMepa MOXeT ObITb pasnuyHa Ans UCXOAALWMNX, BXOOAWMX N BHYTPEHHUX LOKYMEHTOB.
CTpyKkTypa perucTtpauMoHHOrO HOMepa onpefenseTca B Kaxaow opraHusaumm
CaMOCTOATESbHO.

— NcTouHMK gokymeHTa (KOHTpareHT). YKasblBaeT, OTKyda MnonyyvyeH OOKyMeHT. [ns
BXOOAWMX OOKYMEHTOB 3TO CTOPOHHAA OpraHusauus, Ond BHYTPEHHUX U UCXOOALLMX
AOKYMEHTOB 3TO unW nogpasfgerieHne unmM  KOHKPeTHOe 5uuo U3 pyKoBOACTBA
npeanpusaTus.

— OTBETCTBEHHbIA UCNONHUTENDb OOKYMEHTA. YKa3biBaeT COTPyAHMKA Npeanpuatus,
KOTOPOMY MOPYYEHO MUCMNOSIHEHWE AAaHHOrO AOKYMEHTA MMM KOTOPbIN pa3dpaboTan AaHHbIN
AOKYMeHT (ONns UCXoOsAWwmMX M BHYTPEHHUX). McnonHutenb OOKYMeHTa Bcerga oguH wu
TONbKO OAWH. WHorga BCTpevaloTcs OBa MCMONHUTENA OOKyMeHTa (Ons OOKYMEHTOB
ANIUTENbHOro UCMOMNHEHNA NPU CMEHe KagpOoBOro coctasa npeanpuaTus).

— Kog pokymeHTa no HOMeHknatype gen npeanpusatusa. JaHHbin atpubyT oTHOCUT
AOKYMEHT K TOMY WX MHOMY Kpyry TWUMOBbLIX BOMPOCOB, pellaeMblx NpeanpusatveMm B
CBOEN NPOU3BOACTBEHHOWN AedATenbHOCTU. HoMeHknaTtypa gen — aTo popmarnbHbIA CIIUCOK
Aen npeanpusaTud, KOTOPbIA YTBEPXOAETCHA 3apaHee Ha onpeaerieHHbIN nepuog BpeMeHu
(0bblMHO Ha rop). PaHee paHHaa HOMeHknatypa SBnsfiacb AOCTAaTOMHO CTaTMYHOW, B
COBPEMEHHbIX YCNOBUAX HOMEHKNaTypa Aen ABNAeTCs BbICOKO ANHAMUYHbLIM JOKYMEHTOM,
KOTOpPbIN MOXeT 0bHOBNATLCA 1 — 4 pasa B rog,.

2. ATpubyThbl, 3aBUCALLME OT TUMOB AOKYMEHTA.

B pokymeHTax moryT ObiTb atpubyTbl, cneuuduyeckme AnNd AaHHOro Tuna
AOKyMeHTa. Tak, Bxogsime JOKYMEHTbl UMEKOT Kpome 6a30BbIx aTpnbyToB eLue:

— KoHTponbHbI cpok ncnonHenus. JaHHbin atpnbyTt 6epeTcst unm HeNocpeacTBEHHO
N3 BXOOHOrO AOKYMeHTa (rae OH MOXEeT OblTb Yka3aH) unu u3 tuna BXO4HOMo JOKYMEHTA,
KOoTopasi onpeaensieT CPokM OTBETa Ha Te WIM MHble BXOAHble AOKYMEHTbI (Hanpumep,
3asBneHne rpaxaaH o npegocrasneHum rpaxagaHctea CCCP gomkHbl 6biTb pacCMOTPEHDI
B T€YEHUN 6 MecsLeB CO AHS Nogayn 3asiBIIEHUS B KOHCYITbCKUIM OTAen).

— KoHnTponupytowee nmuo. O6bIYHO 3TO O4HO M3 NEPBbLIX MWL NPeanpUsaTUs, KOTopoe
Ha3HayaeT KOHKPETHOro WCMOMHUTENs [AOKYMeHTa, W cTaBuTb pesonouno  «O6
NUCNOSTHEHUN AO0NOXUTb». [aHHbI aTpubYyT nNpOCTaBnseTCs He Ha BCeX BXOOALMX
AOKYMEHTax, a TOMbKO Ha Haubornee BaXHblX, OTBETCTBEHHbIX. He nyctom apryment
Bbl3blBaeT HeobxoOMMOCTb B Crydae 3aBeplueHusi obpaboTkM [OKyMeHTa nocbinatb
cooBLLEHMSA O NPOXOXKAEHUN LOKYMEHTA COOTBETCTBYIOLLEMY CYOBEKTY.

BHyTpeHHWe OOKYMEHTbI B CBOKO 04yepeab, MOMUMO CTaHAapTHbIX aTpubyToB, MOTryT
obnagatb cnegyroLwuMu:

— Cnucok nogpasgeneHnn npeanpuaTnsa ans 03HakoMeHus.

— KOHTPOMbHBIN CPOK O3HAKOMITEHNSA U UCTIOSTHEHUS.

— Cnucok ucnonHuTenen AoKyMeHTa.

Ncxogsawme AOKyMEHTbI UMEKOT crnefytowme 4ONoSTHUTENbHbIe aTpubyThl:
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— [OKyMeHT-OCHOBaHMe. JTOT aTpubyT ecTb Bcerga, T.K. UCXOAAWMA LOKYMEHT
BCeraga nopoXxaaeTcsi Ha OCHOBE UI BXOAALLErO U BHYTPEHHErO.

— Cnncok pacchbiSiku.

— KoHTponbHbIN cpok oTBeTa. [aHHbin aTpnbyT BCTpevaeTcss peako U He BO BCeX
opraHusaumsx.

B KOHKpeTHbIX oOpraHusauusix [faHHble aTpubyTbl MOryT HOCWUTb pasfnyHble
HanmMeHoBaHNA WNn [o0aBnNATbLCA OONONHUTENbHBIMKU aTpubyTamu, Yacto OonbLnMm
KonnyectBoM. Ho nepeyncneHHble Bbiwe aTpnbyTbl MPUCYTCTBYIOT BO BCEX KaHLIENAPUAX
npeanpusaTun.

Bce [OOKyMeHTbl, MpOXoAaswimMe 4Yepe3 KaHUensapuilo, SBNAKTCA CBA3aHHbIMA
AOKYyMEeHTaMu, B TOM CMbICfe, 4YTO OONbLUMHCTBO W3 HUX CCbINaeTcs Ha Aapyrue
AOKYMEeHTbl. Hanbonee TunnyHbIM criydaem SABNAETCA BXOAALWMN OOKYMEHT, KOTOPbIN
npakTU4ecKn Bceraga nopoxagaeT COOTBETCTBYOLNN €My UCXOOSLLMUN.

Be3 cBA3en Kkak TaKOBbIX MOMyT MOSBMATbCSA TOMbKO BHYTPEHHME W BXOoAsLMe
AOKYMeHTbI. [lpudem Bxoadwme [OKYMEHTbl MOryT MMETb CBS3M Kak Ha ucxogsiue,
KOTOpbl€ BbI3bIBAOT UX NOSABMEHMNE, TaK U HA Apyrne Bxoaswue. Bce AOKYMEHTbI CBA3aHbI
Kak B CUCTEME YynpaBrfieHUs OOKyMEeHTamMu, Tak U B CUCTEME KOHTPOMsS UCNOSHEHNSA (Kak
npuHagnexawmne ogHon pabote). B aTtom cmbicne 3aecb HabnwogaeTcss HeKoTopoe
AybnupoBaHue CBA3EN.

CBs3n B OOMbWMHCTBE CNyyYyaeB HarnpaBfieHHble MO NPUHUMNY: «rMaBHbIA-
NOAYMHEHHbIN». VIHOrAa BCTPEeYalTCsl HeHanpaBfeHHble CBS3M, KOTopble O06beaunHsoT
POOCTBEHHbIE AOKYMEHTbI (AOKYMEHTbI, NOCBSLLIEHHbIE O4HOMY BOMPOCY).

4. ®OopMbl LOKYMEHTOB

CyLliecTtByeT TpM OCHOBHbIX (POPMbl JOKYMEHTOB:

1. XKypHanbHasa opma perucTpaumm JOKYMEHTOB SIBNSAETCA UCTopuYeckn Hambonee
paHHeln perncTpaLmoHHON (OOPMON.

B HacToswee BpemMsi OHa wucnomnb3yeTcs TOMbKO B TOM Criydae, Korga yyer
AOKYMEHTOB BbICTyraeT Ha MepBOoe MeCTo, npefoTBpalias MpPeTeH3nun CO CTOPOHBbI
rpaxgaH W  KOHNUKTHble cuTyauun. Hanpumep, npu  Bblgadye [OKYMEHTOB 00
obpasoBaHUK, TPYAOBbLIX KHWXEK, MPOMNYyCKOB. 3TO, KakK MpaBuUno, [AOKYMEHTbI,
PErMCTPaLMOHHbBIA MHAEKC KOTOPbIX COCTOMT M3 MOPSAKOBOro Homepa. MoXHO OCTaBuUTb
XypHanbHyl0 cuctemy M B TOM cCryvyae, Korga MocTynaeT OYeHb He3HauyuTerbHoe
KONM4eCcTBO OOKYMEHTOB. BO Bcex ocTanbHbIX CRyyasax XypHanbHaa doopma perncrpaumm
ycTapena, Tak Kak 3aTpyaHsieT BeJeHMe KOHTPONs 3a MCMNOfIHEHWEM [OKYMEHTOB U
CrnpaBOYHY0 paboTy NO HUM.

KypHanbHaa d¢opma perunctpauum MMmeeT OOMH CYWEeCTBEHHbIM HeOoCTaTOK — B
XypHane Henb3s cucTtemaTuaupoBaTb 3anucu. [lpy  MCNoNb3oBaHUM  OAHHOW
perncTpaumoHHon ¢opMbl  NPUXOAUTCA 3aBOOUTb OTAENbHble, C COBCTBEHHbLIM
rpacpneHnem >XypHanbl ANA  perncrpaumm  BXOOAWMX  LOKYMEHTOB,  MCXOOALMX
AOKYMEHTOB, pacnopaanTenbHbIX 4OKYMEHTOB.

XKypHan pekoMmeHayeTcsi COCTaBnATb U3 OTAESbHbIX NMMCTOB-6NaHKOB, YTO NO3BONUT
3anosiHATb MX C NOMOLLbIO NOBbLIX CPeAcTB 3anncu U NOCTENEHHO opMupoBaTb CaM
XypHars, B TOM Yucne ¢ O4HOBPEMEHHbIM BBOAOM MH(pOpMaLMM B MALLIMHHYIO NaMsTb U ee
pacnevaTKom.

2. MNMpun kapTouHON bopme pernctpauum OOKYMEHTOB CO34alTCHA pPermcTpaumoHHO-
KOHTPOSbHbIE KApPTOYKM Ha [OOKYMEHTbl, KOTOpble (OPMUPYIOTCA B KapTOTEKM B
3aBUCMMOCTM OT 3aay B COOTBETCTBUM C UCMOSNb3yeMbIMU KnaccudunkaTopamm.

[MpuMeHeHne KkapToyvek ANns perncrpauun 3amMeTHO MOBbIWAET OnepaTMBHOCTb
novcka OOKyMEeHTa U OOHOBPEMEHHO COKpallaeT TPYAOEMKOCTb npoLecca perncrpauum
Mo CPaBHEHWUIO C XXYPHanbHON (OOPMOWN.

Kak npaBuno, coctaBnanTCA crieyolmne camocToAaTeNbHbIE KapTOTEKW:
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— CNpaBOYyHble, KOHTPOSIbHO-CNPaBOYHbIE;

— KapTOTEKM NO NpeanoXeHnsM, 3asBNeHnaM 1 xxanobam rpaxaaH;

— TemaTtunyeckme (KoanukaumoHHbIE) KapTOTEKM K NpUKasaM, peLleHnam 1 ap.

KOHTpONbHO-CNpaBOYHble KapTOTEKU OENATCA Ha ABE YacTu: MO HEUCMNOSTHEHHbLIM U
NCMONHEHHbIM A0OKyMeHTaM. [lepBas 4acTb KapTOTEKWU CRY>XUT AnA ukcaumm n noucka
CcBeleHUN O JOKYMEHTax B Mnpouecce MX UCMOSMHEHUS U MOXET BbIMOMNHATbL KOHTPOSbHYHO
dyHKUM0. KapTOykn B HEN MOryT CUCTEMATU3NPOBATLCA MO UCMONHUTENSAM, CTPYKTYPHbLIM
nogpasgerieHnsaM, KOppecrnoHAEeHTaM, CpOKaM WCMONHEHUa [JoKymeHToB. [1o mepe
NCNOSTHEHMS OOKYMEHTOB KapTOYKM C MPOCTaBfEHHbIMA Ha HUX HEeobGXoanuMbIMM
OTMeTKaMu nepemMeLlalnTca U3 NepBon YacTu KapTOTEKM B COOTBETCTBYHOLLME pasaeribl U
pyOpukn BTOpon YacTtn. BTopasa yacTb KapTOTEKU CAYXUT ONs NOUCKA YXKEe UCMOSTHEHHbIX
AOKYMEHTOB. KapToukm B 3STOWM 4YacTM KapTOTEKM MOryT CUCTemMaTus3MpoBaTbCHa MO
BOMpocam, KoppecrnoHageHTamM, HOMeHKnaType gen v T.4.

3. ABTOMaTu3npoBaHHasa (3MNeKTpoHHadA) popma perncrtpaunmn AOKyMEHTOB BeOeTCH
C NOMOLLbIO CneunanbHOro NporpaMmmMHoro obecnevyeHunsi, KOTOpoe yCTaHaBNMBaeTCA Ha
NnepcoHanbHbIN  KOMMNbIOTEPbLI (MM Ha CcepBep W NepcoHalnbHble  KOMMbIOTEPHI,
obbeanHeHHbIe B CETb).

Mpn wuncnonb3oBaHUM aBTOMAaTU3NPOBAHHOW (POPMbI perncTpaumm ceBefeHna o
AOKYMEHTe BBOOATCA B  3MEKTPOHHYK  PerucTpauyOHHO-KOHTPOSTbHYK  KapTOuKY,
coxpaHsieMmyio B 6ase pAaHHbiX. COBOKYMHOCTb PEKBU3UTOB M BWUO PErMCTPALMNOHHO-
KOHTPOMbHOM KapTOYKM B pasHblX MNPOrpamMMHbIX CUCTEMAX MOryT OblTb pasHbIMMU.
OAHOBPEMEHHO MOXET M3roTaBNMBATBLCA OAMH IK3EMMNSISAP pernctpaumoHHon ¢opMbl B
KayecTBe CTpaxoBOro Maccvea (nevaTtb permcTpaumoHHO-KOHTPOSBHOM KapTOYKM).

ABTOMaTM3MpoBaHHaa opma perncrtpaumMmM B HacTosilee BpemMs  LUMPOKO
NPUMEHSAETCA BO MHOMMX OpraHu3auunsx, T.K. OHa UMeeT psj CyLEeCTBEHHbIX MPENMYLLECTB
MO CPaBHEHUIO C XXypHarbHOW U KapTO4HOM dbopMaMun pernctpaumnmn, a UMEeHHO:

— ObICTPbIN  MNOWUCK [OOKYMEHTOB MO MOOOMY PEKBM3UTY UMM PEKBU3UTaAM
perncTpaumoHHO-KOHTPOSTbHOM KapTOYKH;

— aBToMatn4yeckoe QOpMUpOBaHWE OTYETOB, CBOAOK, BedeHuWe CrpaBOYHO-
aHanuTnyeckon paboTbl NO JOKYMEHTaM;

— aBTOMaTMYECKMUIA KOHTPOMb 3a UCMONHEHNEM OOKYMEHTA;

— BO3MOXHOCTb OJHOBPEMEHHO pPErMCTPUpOBaTb [AOKYMEHTbl Ha HECKONbKMX
paboumnx mecrax;

— BO3MOXHOCTb OpraHuM3auuMuM LeLeHTpPanuM30oBaHHOW perucrpaumm LOKYMEHTOB B
CTPYKTYPHbIX nogpasgeneHmax ¢ oobeguHEHNEM CBEAEHUN O BCEX AOKYMEHTaxX B OAHOW
6ase n gpyrue.

OpraHusaums MOXeT CaMOCTOATENbHO paspaboTaTb Mporpammy And perucrpauun
AOKYMEHTOB, HO 4alle BCEero WCMoNnb3ylTCs [OTOBble MporpaMMHble NPOAYKTbI,
aBTOMATU3NPOBaAHHbIE  CUCTEMbl  [AOKYMEHTAUMOHHOro obecneyvyeHus  ynpasreHus
(ACOQY), nossonswowmne aBTOMatM3anpoBaTb BCO paboTy C AOKYMEHTaMW, HadMHasa C
co3daHust MNpoeKkTa WnM perncTpaumm [OOKYMEHTa W 3akaHyMBasd 3aBeplueHueEM
NCNOJSTHEHNS UNM OTNPaBfEeHMEM OOKYMEHTA B APYryto OpraHm3aumio.

K nporpaMmHbIM  npogykTtam, MO3BOSISIOWMM aBTOMaTU3upoBatb paboTy C
AOKYMEHTaMu, OTHOCUTCS CUCTeMa aBTOMaTM3aumm Oenonpou3BOACTBA M ANEKTPOHHOMO
AokymeHTtoobopoTta «[AEJIO-Mpegnpuatume.

[loKyMmeHTUpoBaHMe YNpaBrieHYeCKONn OeATENbHOCTU OXBaTbiBaeT BCE MNPOLECCHI,
OTHOocAWmMeca K 3anucn (pukcaumm) Ha pasfimnyHbIX HOCUTESNSX W OGPOPMIIEHUIO MO
YCTAHOBMEHHbIM  MpaBunamMm  uHgopmauun, Heobxoaumon Ons  OCYLLUEeCTBNEHUS
ynpaBneH4Yecknx AencteBun. B cBA3M c 3TuM npeabsaBnsaT ocobble TpeboBaHusA K
oopMneHnto AenoBbix Bymar.

[lonroe Bpemsa aBTOMaTM3auus ydpexaeHun B Poccum ocyuwectBnanacb B Buae
pasnunyHoro poga noacuctem ACY, OCHOBaHHbIX Ha 6a3ax AaHHbIX (Kagpbl, KaHUEeNapus,
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OyxranTepus, 3apnnaTta, KOHTPOSlb MUCMOMHEHUs 1 Ap.) He ymonaa 3HauyMmocTn 3Tux
nogcucTemMm, 3amMeTuM, YTO OHM oxBaTbiBanM nuwb A0 15-20% obuwero obbema
MHdOpPMaLUK, LMPKYITMPYIOLEN B yYpexaeHuu.

Hyxgbl no anekTpoHHon 0bpaboTke LOKYMEHTOB yOOBNETBOPSNUCH MPUMEHEHUEM
YHKUMOHAMNbHbIX NakeToB  (Pe4akTOpOB TEKCTa M 9NEKTPOHHbIX  Tabnuu) u
NMHTerpuMpoBaHHbIX rnaketoB nporpamm Microsoft Office, Perfect Office, Lotus Smart Suite.
OTU cpeacTBa OKasanuUCb HeOOCTaTOMHbIMWU ANS ynpaBfieHUs OrPOMHbIMU  MOTOKaMU
OYMaXHbIX W  9NEKTPOHHbIX AOKYMEHTOB, UUPKYNMPYIOLWMX KakK BHYTPUM OAHOro
npeanpusaTus, Tak uU Mexgy Humu. B uenom Ttakom noaxon rpewumn OTCyTCTBUEM
KOMIMMEKCHOCTU B aBTOMaTMU3auUK AeronponsBoacTea n ynpaBneHus
AOKYMEHTOO60POTOM.

B nocnegHee Bpema B 3apybexHbIX CTpaHax MOnb3ytTcs 0Ccobon NonynsapHOCTbIO
aBTOMaTU3NPOBAHHbIE CUCTEMbl MOCTPOEHUA U YynpaBfeHuUs AerioBbIMM rMpoueccamu B
opraHnsaumnsax. C noMOLLbIO TakMX CUCTEM MOXHO OpraHvM3oBaTb CUCTEMY JAIEKTPOHHOrO
AOKYyMEeHTOoobopoTa Ha NpeanpuaTun, a Takke CUCTEMY KOHTPOSS BbINOSIHEHUST 3a4aHNA U
3arpys3ku coTpyaHukoB. [laHHble cucteMbl oTHocATcs k Tuny Workflow. CnegyeT oTtmMeTuTb,
YTO OHM CTaBAT LESblo HE MNOSHbIA 0TKa3 OT BYMaXKHbIX JOKYMEHTOB (4TO HEBO3MOXHO MO
pagy NPUYKH, raBHLIMU U3 KOTOPbIX ABIISKOTCA MPUYUHBI FOPUOMYECKOro xapakTepa), a
cBefeHMe K MUHUMYMY nepeMeLLeHme Gymar BHyTpU NpeanpusTus.

B HacToswee BpemMa pasButMe MHEMOPMALMOHHBLIX TEXHOMNOrMn npuBerio K
NMosIBMIEHMI0O METOAOB WU cpeacts, obecnevvBalOnX WHTENPUPOBAHHbIE pPELLUEHUSA MO
aBTOMaTM3auum odmca, No3BonsAoLmne aBTOMaTU3NPOBaTb Py4vHble onepaunm U MoucK
AOKYMEHTOB, aBTOMaTUYeCKu nepedaBaTb M OTCNEXMBaTb NepemMelleHne OOKYMEHTOB U
KOHTPOSIMPOBAaTb BbINOTHEHME MOPYYEHUN, CBA3AHHbIX C JOKYMEHTaMW.

O6o6uwas Bbiwecka3aHHOe, MOXHO caenaTtb BblBO4, YTO WH(OPMaUMOHHbIE
TEXHONOrMM ynpaeBneHns B [OEeroBOM Mpouecce B AOKYMeHTanbHonm 6ase cucTtembl
ynpasneHuss (opManm3aytoTCs Kak COBOKYNHOCTb COCTOSIHUIM M NepexoaoB, Heo6XoanMbIX
ANA OnuMcaHWs B3auUMOAEWCTBMUSA, KaKk MWHUMYM [OBYX CyObLEKToB (B YaCTHOM cCny4vae
COTPYZAHWKOB NpeanpuaTus) Ans JOCTUXEHUS BbINOSTHEHNS 3apaHee 3aaHHOro yCrnoBus.
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NEKUUA Ne 4
TEMA: BJIAHK AOKYMEHTA U PEKBU3UTblI JOKYMEHTA
MNAH:
1. dopmynsap AOKyMeHTa
2. brnaHk fokymeHTa
3. TpeboBaHus K COCTaBy PEKBU3UTOB
4. TpeboBaHMA K COCTaBEHNIO JOKYMEHTOB

1. dopmynsap AOKyMeHTa

Kaxablh OOKYMEHT COCTOMT M3 psiia COCTaBMSOWMX €ro 3f1eMEHTOB, KOTopble
Ha3bIBalOTCA pekBM3uTaMu. [1ocKomnbKy NosiBUNCA nNpodecCuoHanbHbii TEPMUH PEKBUBUT,
pacKkpoeMm ero copgepxaHue.

B NOCTe Ha TepMuHbl W onpegeneHns pekBM3MTOM [JOKyMeHTa HasbliBaeTcs
«oba3aTenbHbIn  aNeMeHT 0dOpPMMEHNS oduUnanbHOrO AOKyMeHTa». HaumeHoBaHue
AOKyMeHTa (BuA), aBTOp, agpecart, TeKCT, garta, nognucb, pesonwouus U T.4. — 3T0
PEKBU3UTbI JOKYMEHTOB. PasnnyHble JOKYMEHTbI COCTOST U3 pa3HOro Habopa pekBn3nToB.
Uucrno pekBU3UTOB, XapaKTepusyrowMxX OOKYMEHTbl, onpefenseTrca uenaMu cosgaHus
AOKYMEHTa, ero HasHayeHuem, TpeboBaHWsMW K CcoAepXXaHuio u dopmMe [LaHHOro
AOKYMEeHTa, crnocobom [OKYyMEHTMpOBaHUA. [MTOMUMO pPEKBM3UTOB [LOKYMEHT MOryT
XapakTepusoBaTb W Takne Npu3Hakn, Kak OPUrMHaNbLHOCTb U KOMUWHOCTb, NOASIMHHOCTL U
NOASIOXKHOCTb,  (PU3NYECKOEe COCTOSHME [OOoKymeHTa, d¢opmat 6ymarn, cnocob
N3roTOBIIEHNA JOKYMeHTa U T.4.

[Ana MHOrMX AOKYMEHTOB YMCINO PEKBM3UTOB CTPOro orpaHudeHo. OTCyTCTBME Wn
HenpaBuibHOE YKa3aHWe Kakoro-nmbo pekBuauTa B CryXebHOM [OOKyMeHTe pfenaet
AOKYMEHT HefeucTBuTernbHbIM. [Ona paga  [OOKYMEHTOB, BblJaBaeMblX OpraHamu
rocygapCTBEHHOW BriacTM W rocygapCTBEHHOro yrpasrieHWs, COCTaB pPEKBU3UTOB
AOKYMEHTOB YCTaHOBMNEH B 3aKoHoZaTemnbHbIX M HOPMaTUBHbIX akTax. Hanpumep, ans
nacrnopTa, TPyZAOBOM KHUXKW, OUNIIOMa, CBUAETENLCTBA O POXOEHUU U T.M.

COBOKYMHOCTb  PEKBU3UTOB, W3 KOTOPbIX COCTOMT AOKYMEHT, Ha3blBaeTCH
dopmynspom gokymeHTa. Popmynsp, xapakTepHblA Ofs KOHKPETHOro Buaa AOKYMEHTOB,
HanpumMmep, npukasa, akTa, HasblBaeTcs TUMNoBbIM popmynspomM. Tunoson copmynsap
XapaktepusyeTtcsa onpegeneHHbiM KONMMYeCTBOM PEKBU3NTOB, PACMOSIOXEHHbIX B CTPOromn
nocrnegosaTenbHOCTU. Hanpumep, B dopMynsp 3aaBneHUs BXOAAT cregyolue
peKkBU3NTbI: agpecart, aBTop, YKka3aHue BuAa [OKYMeHTa (3asBneHue), TeKCT, NoAanuchb,
aaTta.

Koroma B 1920-e rogbl y Hac B CTpaHe Hadanucb paboTbl MO YHUdUKALMK U
cTaHgapTM3aumm OKYMeEHTOB, bbinn pa3paboTaHbl NepBble rocyAapCTBEHHbIE CTaHAApPThI
Ha [OKYMEHTbl, KacaBlmecs uUx POpMbl U pasMeLLeHUss PEeKBU3UTOB. OTU CTaHAApThl
aencrtesoBanu oo Havana 1940-x rogos. BHoBb paboTa no ctaHgapTM3aumm OOKYMEHTOB
BO306HOBMNACL Y Hac B cTpaHe B 1960-e roabl.

B1965-1975 rr. paspaboTaHbl CTaHOapThbl, YyCTaHaBnMBawlwme TpeboBaHMS K
OTAENbHbIM  CUCTEMaM  [OKYMeHTauuu, npuMeHsieMbiM B cdepe  ynpasrieHus
(BHELLHETOProBoM, BHYTPUTOProBOW, OpPraHM3aUNOHHO-PACNOPSANTENBHON, NEPBUYHON,
y4YeTHOM n gp.).

B ocHOBY yHuUpvKaumm n ctaHgapTMsaumm Obinl NONOXKEH NpuHUMN oblien moaenu
NOCTPOEHNA OKYMEHTOB. Takue rpadmyeckue Mogenu nnmn cxembl NOCTpoeHns obpasLoB
AOKYMEHTOB MOMyYUnNun HasBaHne «opmynspoB-o6pasLoB».

dopmynsap-obpasel, — 9TO COBOKYMHOCTb PacCnOSIOXEHHbIX B OnpeaeneHHONn
nocrnegoBaTenbHOCTU PEKBU3UTOB, MPUCYLLINX BCEM BUAaM LaHHOW CUCTEMbl JOKYMEHTOB.
B Hem nepeuncnsioTca  pekBU3UTbI  JOKYMEHTOB W YCTaHABMMBAKOTCA rpaHuubl
pacnosioxXeHns  Kaxgoro  peksuauta. [lpoekTupyetcs  dopmynsp-obpasey  Ha
KOHCTPYKLUMOHHOW CeTKe, COOTBETCTBYIWOLWEN napamMeTpaM MuWylwmx MawuH U
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pacnonioXXeHHoW Ha cTaHgapTHoM dopmaTte bymarm A4 (210x297mm). Ha ocHoBe
dopmynapa-obpasua 6naHkn JOKYMEHTOB CTPOATCSA C Y4ETOM MEXCTPOYHbIX UHTEPBAnoB
W Wwara nucbma nuwywmx MalumH. PacnonoxeHue pekBnu3nToB Bcerga B OQHOM U TOM Xe
MecTe nomoraet ObICTPO HaWTU HYXHble AaHHble MPU O3HAKOMIIEHUM COOKYMEHTOM,
NPUMEHUTb MeToA OOHOKPAaTHOW 3anucu.

MpaBuna cocTtaBneHnss n oOPMIIEHUS CNYXEOHbIX OOKYMEHTOB W3MNOXEHbI B
Poccunckom craHpgapte [OCT P6.30-97 YCOP[ «TpeboBaHuss K 0OdOpMIIEHMIO
AokymeHToB». OH  pacnpocTpaHsieTcs «Ha  OpraHuM3auWoHHO-pacnopsauTenbHble
AOKYMEHTbI, NpefyCMOTPEHHble  YHUPUUUMPOBAHHOM  CUCTEMOM  OpraHuM3aunoHHO-
pacnopsagutenbHon gokymeHtauun (YCOPL) (nanee — [OKYMEHTbl) — MOCTaHOBMEHUS,
pacrnopsXXeHus, npukasbl, pelleHusl, MPOTOKOMbl, akTbl, NUCbMa W Ap., KOTopble
PUKCUPYIOT peLleHna aaMUHUCTPATUBHBLIX W OpraHuM3auMOHHbLIX BOMPOCOB, a Takxke
BOMPOCOB yNpaBneHusi, B3aMmogencrausi, obecnevyeHms n perynmpoBaHnsa 4eAaTenbHOCTY:

— doegeparnbHbIX OpraHoB rocyJapCTBEHHOM BNacTW, OpraHoB rocydapCTBEHHOW
BnacTtu cybbektoB Poccurckon depepaunm, Brrtovasa cybbekTbl Poccunckon depepaumm,
nMeroLme Hapsay ¢ pyCCKUM Si3blIKOM B Ka4eCTBe rocyJapCTBEHHOrO HaLuMOHarbHbIN S3bIK,
OpraHoB MECTHOro camoyrnpasreHus;

— NpPeanpuaTUin, opraHMsaumi n nx o6begMHEHUN HE3ABUCUMO OT OpraHM3auMOHHO-
npaBoBOW hOpMbl 1 BUAA OEATENBHOCTU».

Taknm ob6pas3om, cTaHAapT pacnpoCcTpaHseTcs Ha Nobble, Kak rocyaapCTBEHHbIE, TaK
N HerocyapCTBEHHbIEe OpraHM3aunm.

B craHgapTe nepeudncnsTca B onpedeneHHoOW nocrnefoBaTesibHOCTU PEKBU3MUTHI,
npucywune BCEM BuAaM OpraHn3auMOHHO-PaCNoOpPSAUTENbHbLIX OOKYMEHTOB, W3MOXEHbI
npasuria rpamMoTHOIO HanMcaHuss U OQOPMIEHUA KaXOoro pekBusuTa, U Kaxgomy
PEKBM3NTY OTBEAEHO OMnpeaesieHHoe MeCcTo Ha nucTte Bymaru, [Npu 3ToM Ansa peksusuTa C
MOCTOSAHHOW MHOPMaLMen paccuuMTbiBaeTca Heobxoaumas nnowagb € y4eTom
MaKcMManbHOro Habopa 3HaKoB NP ero HanMcaHuw.

[MpMMeHeHMe rocyaapCTBEHHbIX CTaHAApPTOB BBOAUT eauHoobpasune B ohopmneHune
AOKYMEHTOB, YTO ABNAeTCA He06X04MMbIM YCIOBUEM ANA MeXaHU3auun n asTomaTusauum
paboTbl C HUMM, NOBbILAET KyNbTYpPY YNpaBfeH4YeCcKoro Tpyaa.

2. bnaHk ookymeHTa

Tak Kak [OKYMEHTbl CKNagblBalOTCA W3 OOHUX W TeX >Xe COCTaBHbIX 4YacTen
(pekBu3NTOB), M3Yy4MB MNOPSAOOK COCTaBMEHMS U OopMIieHns 3TUX PEKBU3UTOB
(HanucaHve agpecara, aaT, rpudoB cornacoBaHus, YTBEPXKAEHMS, NopsaaKa NOANMCaHUS U
T.4.), 3arnsgbiBag B criydae Heobxogumoctn B FTOCT, MOXHO rpaMOTHO 0GpOpMUTL o6 oM
AOKYMEHT.

BnaHk 24 kak cTaHgapTHbIM NUCT Bymarn, Ha KOTOPOM 3apaHee BOCNpPOWU3BOAUTCA
nHpopmauma o6 opraHusaumm — aBToOpe, OT MMEHW KOTOPOro [AOKYMEHT u3gaeTcs,
nosisuncs B 1830-x IT. n Hawen noBcemMecTHOe pacnpocTpaHeHue.

CerogHsa Bce opraHu3auMoOHHO-pacnopsaguTenbHble AOKYMEHTbI, OTNpaBnsemMble 13
opraHusauumn, ogopMnsaTca Ha 6naHkax, Kak B rocyAapCTBEHHbIX, Tak U1 KOMMEPYECKMX
opraHmsauusx. bnaHk moxeT ObITb 3apaHee oTnevataH B Tunorpagum {Hambonee
pacrnpoCTpaHeHHbIn  cnocob), W3roTOBEH C MNOMOLLUbKD CPeacTB  OnepaTUBHOM
nonurpadumn, a npu ncnonb3osaHnm NIBM 6naHk MmoxeT ObiTb BBEAEH B NaMATb MaLUUHbI
N aBTOMaTUYECKM BbIBOAUTLCS NPU pacnevyaTke KOHKPETHOro JOKyMEHTa.

OpHako 6naHku ¢ m3obpaxeHnem repba Poccunckon Pepepaumm unm cybbLEKTOB
Poccurickon ®epepauum MoryT ObiTb M3roTOBMEHbLI TONBKO nonurpaduiecknm cnocodbom.
FOCT P 6.30-97 cogepxuT kak obwume TpeboBaHMA Kk GnaHkam [OOKYMEHTOB, Tak W
crneuvanbHbI pasgen ¢ TpeboBaHMSIMN K U3rOTOBNEHUIO B6NaHKOB C BOCMpOM3BegEHUEM
locypapctBeHHoro repba Poccuiickon ®epepauum n repboB cybbekTtoB Poccuimnckon
depepaumn.
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24 TOCT P 51141-98 «[enonpou3BoACTBO M apxuBHOe Beno. TepMuHbl W©
onpegeneHna» Tak onpegenset 6naHk — Habop PeKBU3NTOB, MOAEHTUMDMLMPYIOLWNX aBTOpa
odULManbHOro NMMCbMEHHOIO AOKYMEHTA.

WN3rotasnueaTtb 6naHku ny4ywe Ha 6enon bymare, Ho gonyckaeTcst U 6ymara cBeTrbiX
TOHOB.

MoXHO npoekTupoBaTb 6naHkM C YrnoBbIM WAW MPOAOSbHLIM PaCMONOXEHNEM
PEKBU3NTOB.

B opraHusaumm obblMHO NMpUMEHAKTCA ABa Buaa GnaHkoB — Anst MMcbMa u o6
GnaHk ons Bcex Opyrnx BUAOB OOKYMeHTOB. HO ecnu m3BecTtHa noTpebHOCTb, MOXHO
NMeTb 1 Br1aHKM KOHKPETHbIX BUAOB AOKYMEHTOB (HanpuMmep, nNpukasa, akta u T.4.).

PykoBoautenu Moryt MmeTb SOSMKHOCTHON BnaHK.

BnaHk ans nucbema n o6wun pasnuyatoTca HabopoM PEKBU3NTOB.

lepb mn3obpaxaerca Ha GnaHkax y4ypexaoeHuUrM U opraHusauui TONbKO B Criyvasx,
npeaycMOTPEHHbIX 3akoHOoA4aTenbCTBOM. ["OcyaapcTBeHHbIn repb Poccuinckon ®epepaumm
nomewlaetca Ha OnaHkax [OOKYMEHTOB TrOCYAapCTBEHHbIX OPraHoB W  YYpeXaeHWH,
onpeneneHHolx Ykasom lpesngeHta Poccuinckon ®epepaummn ot 30.11.93 Ne 2050 u B
cootBeTcTBUM C [MonoxeHnem o MNocygapcteeHHoM repbe Poccuiickon ®epepaunn. Nepd
cybbektoB Poccunckon Pepepauumn nomewaetca Ha 6naHkax rocyaapCTBEHHbIX
opraHusauun B COOTBETCTBUM C NPaBOBbIMU akTamu cybbektoB Poccuiickon ®egepaumm.
OTO BNaHKM MUHUCTEPCTB M BEOOMCTB, a TaKkKe YYpeXAeHWUN, BXOASLNX B UX CUCTEMY,
He3aBMCUMO OT MecTornonoxeHus. Bocnpoussoanmoe wusobpakeHne [OSMKHO CTPOro
COOTBETCTBOBATb N30OPaKeHU0, YCTaHOBIIEHHOMY AENCTBYHOLUM 3aKOHO4ATENBCTBOM.

N3obpaxeHne repba npuv NpoOooONnbHOM  pPaCMoOfOXEeHUM pPEeKBM3UTOB Oyaer
HaxoOMTbCA B LIEHTPE BEPXHEro Mnons, a fnpu yrroBOM pPacrofioKeHUN PeKBU3UTOB - B
NeBOV 4aCTu BEPXHEro MNons Hag cepenuHoOn CTPOKM C HauMEHOBaHWEM OpraHu3auuu-
aBTopa. bnaHkn c nsobpaxeHnem [ocymapctBeHHoro repba Poccunckon depepaummn u
repboB cybbektoB Poccunckon depepauumn SBRASOTCA nonurpaduyeckon npopykumen,
noanexatilen yyery.

3akasbiBas bnaHku ¢ nsobpaxeHnem repba Poccuiickon denepaunn, NOMHUTE, YTO
MpaButensctBom Poccuiickon Pepepaummn 27.12.95 wuspgaHo [loctaHoBneHne «O6
YyNOPSIAOYEHUN W3rOTOBIIEHUS, WUCMOSIb30BaHUSA, XPaHEHUS U YHUUMTOXEHWA nevaTten u
6naHkoB Cc BocnpousBedeHnem [ocypnapctBeHHoro repba Poccuiickon depepaummn», B
KOTOPOM  YCT@HOBMIEHO, YTO  «MU3rOTOBMIEHME... ONaHKOB C  BOCMNpOM3BEOEHUEM
"ocynapctBeHHoro repba Poccunckon denepaumm ocywecTBNAT TONbKO NpeanpuaTus,
nmewwme BblaaHHble Komutetom Poccunckon depepauum no nedatn nNULEH3UM Ha
CYLLEeCTBYOLWNA BUO LOEATENbHOCTU W cepTUdUKaTbl O HamMuuMnm TEeXHUYECKUX U
TEXHOMOrMYEeCKMX BO3MOXHOCTEW ANA M3rOTOBMEHUSA yKasaHHOro Bumaa NpoAyKuMM Ha
AOJPKHOM Ka4eCTBEHHOM YPOBHE.

B HoBom OCTe P 6.30-97 BBegeH pasgen TpeboBaHus K M3rOTOBMNEHUIO, YYETY,
MCNONb30BaHMIO U XpaHeHWo BGnaHKkoB C BocnpousBedeHvem [ocygapCTBeHHoOro repba
Poccunckon Pepepaummn, repboB cybvektoB Poccunckon Pepepauun. B Hem
yKasblBaeTcs, YTo repboBble GrnaHkm noanexar ocobomy yyeTy:

«Ha rep6oBbix 6bnaHkax TunorpadCckum crnocobom Mnm HymepaTtopoM MPOCTaBMAOT
nopsiAKOBble HOMepa, a Npy HeoBXOAMMOCTM U Cepun ITUX HOMEPOB. YYeT repboBbix
6naHkoB BedeTcs pasgenbHO No Buaam 6GraHKoB B PerncTpauuoHHO-yYeTHOW dopme
(kapTouke, XXypHane), Npu 3TOM UCMNONb3YITCA CneayLne peKBU3UTDI.

Mpun noctynneHnn 6naHKoB.:

— HanmeHoBaHue Bnga repbosoro 6naHka;

— Aarta nocTynneHus;

— HOMepP CONPOBOANTENBHOIO LOKYMEHTA;

— HaMMeHOBaHMe opraHn3aunn-nocTaBLLnKa repboBbIX BNaHKOB;
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— KONMWYEeCTBO 3K3EMNMIAPOB; cepus u Homepa repboBbix GnaHkoB. [Mpu Bbligaye
GnaHKoB:

— HaMMmeHoBaHue Buga repboBoro 6GraHka; KONMMYEeCTBO 3K3EMMNSAPOB; cepust U
Homepa repboBbIX 611aHKOB;

— HauMMeHOoBaHME CTPYKTYPHOro nogpasfenieHnst opraHusauun, damunms  u
MHULUManbl JOMKHOCTHOrO nuua — nony4yatens repboBbix 611aHKoB;

— pacnucka B NosiyvyeHum; npumedaHme (oTMeTka 06 yHUYTOXEHUN U T.4.).

"epboBble GraHKn XpaHAT B HAAEXHO 3anMpaemMbliX U onevaTtbiBaeMbIX LKadax.

YHuuTOXKEHNE repboBbiX GraHKoOB OCYLLECTBASIOT MO akTy C OTMETKOW B Y4YeTHO-
perncTpaumoHHOM hopme.

3. Tpe6oBaHuUA K cocTaBy PeKBU3UTOB

dopmynap pernameHTMpoBaH rocygapcrBeHHbiM ctaHgaptom (FTOCT 6.10.5-87).

"ocymapCTBEHHbIN cTaHpapTt Poccuinckon depepayunm P 6.30-2003
«YHUnumpoBaHHble cucTeMbl AOKyMeHTauuu. Cucrtema OpraH1M3aumnoHHO-
pacnopaguTenbHOW — AOKyMeHTaumn. TpeboBaHuss K OQOPMIEHUIO  LOKYMEHTOB»
yCTaHaBnNMBaeT COCTaB PEKBU3UTOB A5 yNpaBfieHYeCKNX AOKYMEHTOB U onpeensier ux
MEeCTOpacnonoXeHne Ha cTaHgapTHOM nucte 6ymarun. Becero ctaHaapTom yctaHosneHo 30
pekBn3nToB. WX KONMUYecTBO, COCTaB OMNpeaensalTca BUOOM [OOKYMEHTa WU  ero
Ha3HayYeHueM. M Tak KaKk HeKoTopble PeKBU3UTbI B3aMMOMUCKIIOYAlT Apyr Apyra, TO B
KOHKpPETHOM [JOKyMeHTe wux 6yget ropasgo Medbwe. CTaHOapTOM — yCTaHOBIEH
cnefyoLwmnmn COCTaB PEKBU3NTOB:

01 — NocypapcTtBeHHbIN repd Poccunckon denepaunn;

02 — repb cybvekta Poccuiickon ®epepaunu;

03 — ambnema opraHm3auunmn unu ToBapHbIV 3HaK (3HaK 06CNyXnMBaHUS);

04 — kopf opraHu3sauum;

05 — OCHOBHOW rocydapCTBEHHbIN PEerucTpaunoHHbIN HOMEP HPUANYECKOro nuua
(OIrPH);

06 — naeHTUUKALNOHHbBIN HOMep HanoronnaTenblunka / Kog NPUYKHLI

noctaHoBku Ha yyeT (MHH/KIMM);

07 — koA PopMbl OKYMEHTA;

08 — HaunmeHOBaHMe opraHmnsauuu,

09 — cnpaBo4Hble AaHHblE 006 opraHM3auuu;

10 — HanmeHoBaHVe BNaa OOKYMEHTa;

11 — gaTa [OKyMeHTa,

12 — perucTpaumoHHbI HOMEpP LOKYMEHTa;

13 — ccbifika Ha perMcTpaunoHHbI HOMeP U AaTy OJOKYMEHTa;

14 — meCTO coCTaBneHnsa UnNu n3gaHna OOKyMeHTa;

15 — agpecar;

16 — rpud yTBEPXKOEHUS JOKYMEHTA;

17 — pesonouuns;

18 — 3aronoBOK K TEKCTY;

19 — oTMeTKa 0O KOHTpOJIE;

20 — TEKCT OOKYMEHTa;

21 — oTMETKa O HanM4ynmn NpUIIoXKeHus;

22 — nognuce;

23 — rpucp cornacoBaHust JOKYMEHTA;

24 — BN3bl COrnacoBaHUsa OOKYMEHTA;

25 — OTTUCK nevaTu;

26 — OTMeTKa O 3aBepeHnn Konuwu;

27 — oTmeTKa 06 ncnonHuTene;
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28 — oTMeTKka 06 UCMONMHEeHUN SOKYMEHTA 1 HanpaBneHnn ero B Aeno;
29 — oTMeTKa O NOCTYNIIeHNN JOKYMEHTA B OpraHu3aumu;
30 — ngeHTMdMKaTOp SNEKTPOHHOM KONUU JOKYMEHTA.

3.1 F'ocypnapcTBeHHbIN repb

B cootBeTcTBMM C lNMonoxeHnem o NocyaapctBeHHOM repbe, yTBep>KAeHHOM YKa3oMm
Mpe3naeHTa PO ot 30 HoAGpsa 1993 r. Ne 2050, MNocyaapcTBeHHbIN repb nsobpakaeTcs Ha
BGnaHkax:

— MNpesngeHTta PO;

— nanat PegepanbHoro CobpaHus;

— NMpaButensctea PO;

— KoHctutyumoHHoro Cyaa Po;

— BepxosHoro Cyna Po;

— Bbicwero ApbutpaxHoro Cyna Po;

— UeHTpanbHbix opraHoB henepansHOM WUCNOMHUTESNIbHOW BRactu (MUHUCTEPCTB,
BEeIOMCTB);

— ®efepanbHbIX Cya0B;

— MpokypaTtypbl PP;

— YNONHOMOYEHHOr0 Mo npaBam YerioBeka;

— CyeTHOM Nanathbl;

— [AvnnomaTtuyecknx npeacTaBUTENbCTB, KOHCYNbCKUX  YYPEXOEHWA U UHbIX
odomumanbHbIX NpeactaBuTenscTs PO 3a rpaHuuen.

3.2 Nepb cyobekrta PO

epb6 cybbekta P® nomewatT Ha 6GnaHkax AOOKYMEHTOB B COOTBETCTBMM C
npaBoOBbIMM akTamu OpraHoB Bnactu cybwbektoB P®. Kak npasuno, repb cybvekta PP
n3obpaxkaeTcs Ha OGnaHkax nNpencTaBUTENbHbIX U UCMOMHUTENbHbLIX OPraHOB BMacTu U
ynpaeneHuss pecnybnuk, kpaeB, obnacten, aBTOHOMHbIX O6pas3oBaHMM W ropoaoB
denepanbHoro nogunHeHmss — MockBbl M CaHkT-lNeTepbypra, a Takke Ha ©OnaHkax
OpraHu3auun, HaxoAsWMXCa B WX NogyYuMHeHun. To e KacaeTcs U n3obpaxeHus Ha
6naHkax repboB MyHMLMNanNbHbIX 06pa3oBaHui (ropoaoB, CENMbCKMUX NOCENEHUN).

3.3 OMbnema opraHusauum unm ToBapHbIN 3HaK (3HaK 06CNy>XMBaHUA)

Ombnema npeanpusaTMa — 9TO CUMBONUYECKOe rpaduyeckoe u3obpaxeHue. B
KayecTBe oMOnemMbl, Kak MpaBuo, WUCMONb3yeTcs ToBapHbIM 3Hak. W3oGpaxeHue
amMbnembl obneryaeT NOMCK JOKYMEHTA, HO 3aMEHATb HauMeHOBaHWe NpeanpuaTua unu
yuypexaeHuss ambrnemon He pJonyckaeTcd. OMOnemy pasMeliarT Ha feBoM none
AOKYMEHTa Ha YypOBHE Ha3BaHWSA opraHvM3auuu Unn BepxXHeEM none AoKyMeHTa. Ombnema
AomkHa ObiTb 3aperMcTpyMpoBaHa B YCTaHOBMEHHOM MOpsiAKE — He [onyckaeTcs
n3obpaxatb Ha 6OnaHke 3mMbGnembl, TOBapHble 3HAKM (3HakM OOCNyXuBaHUSA), He
3aperncTpmpoBaHHble  odmumanbHo. 3Ombnema He BOCMPOM3BOAUTCHA TakkKe Mpu
n3obpaxkeHnn Ha bnaHke OOKymMeHTa repba.

3.4 Kop opraHusauuu

CornacHo O6uiepoccuiickoMy knaccudukaTtopy npeanpuaTtmin U opraHusauumn
(OKIMO) kog umetoT BCe 3aperncTpmpoBaHHble opraHm3aumm. OH MOXeT ObiTb NPOCTaBneH
Ha ©OnaHkax [JOKYMEHTOB TMpuM WX WU3rOTOBNEHUN U  ABMsieTCs CBOeOobpasHbiM
noaTBepXXaeHnemM NPaBOMOYHOCTW OpraHM3auumn — aBTopa AOKyMeHTa.

3.5 OcHOBHOM rocyaapCcTBEeHHbIN perncTpaumMoHHbin Homep (OIMPH)
HOPMANYECKOro nuua
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PeFVICTpaLI,VIOHHbIIZ HOMep punagn4dyeckoro nuua npocTtaBiiAeTCA B COOTBETCTBUU C
OOKYMEHTaMM, BblaaBaeMbIMN HAJTOroBbiIMn opraHamMu.

3.6 WUpeHTU(UKALUMOHHBLIA HOMEp Hanoronnartenblwyka / Kog NPUYUHBI
noctaHoBku Ha yyeT UHH/KIM

[MpocTaBnsieTca B COOTBETCTBUW C [AOKYMEHTamu, BblAaBaeMbiMW HanoroBbiMu
opraHamu.

3.7 Koa dopmMbl AOKYMeEHTa

CornacHo O6LepoccnnckoMy  KnaccugukaTtopy YnpaBrieHYecKon [OOKyMeHTauum
(OKYL), knacc 0200000, ko4 ¢hopmbl NPOCTaBNSETCH B Clyyae, ecrnv COOTBETCTBYIOLLAS
pPa3HOBMAHOCTb LOKYMEHTA BKOYEHA B Kraccudukatop. OTOT peKBM3UT neyvaTaeTcs npu
COCTaBfEHNN KOHKPETHOro BMAa [OKYMEHTa W BKNOYAeTCA B COCTaB CHPaBOYHbIX
ceefeHmn o6 opraHmsaumm B GnaHkax nMcem, B OCTalbHbIX Cryvyasx MpPOCTaBnsieTCs
pPSOOM C HAMEHOBaHMEM BUAa AOKYMEHTA.

3.8 HammeHoBaHMe opraHusauum

PekBM3nMT HasblBaeT aBTOpa [OOKYMEHTA, KOTOPbIM MOXeT OblTb OpraHusaums,
CTPYKTYpPHOE noapasfgenieHne, OOMMKHOCTHOe unn pusmnyeckoe nuuo. ITO PEeKBU3UT
npegnonaraeT TakKe YyKasaHue BbIWECTOsILLEN oOpraHusauuu, ecnu oHa wumeeTcd. B
BGnaHkax CTPYKTYpHbIX nogpasgeneHvui HaMMeHoBaHue nogpasfernieHvsi ykasbliBaloT Mo
HauMeHoBaHWeM opraHusaumn. Ecnn opraHmsauuns nmeeT BbILECTOSLY OpraHM3aumio,
TO €e HauMMeHoBaHMe o0003HavyaeTca Hag HaumeHoBaHWeMm opraHusaumn. Ecnm
opraHusaumns MMmeeT BbILWECTOSALLYI0 OpraHM3auuio, To ee HanMeHoBaHue obo3HavaeTcs
HaL HauMMeHOBaHWeM opraHusauuu. Bce HanmmeHOBaHMS [alTCAd B WUMEHUTENbHOM
nagexe, Hanpumep:

MuHuctepcTBo ob6pasoBaHms Poccuinckon doegepauymnm

"ocynapcCTBEHHbIV YHUBEPCUTET yrpaBrieHNs

NHCTUTYT NHPOPMAaLIMOHHBIX CUCTEM YyNpaBIieHNs

B ©OnaHkax opraHu3auui OBOMHOrO NoauvMHeHus (hbepgepanbHOMY — oprany
WCMONHUTENbHOM BNactTmM M MECTHOMY OpraHy BRnacTW) YKasblBaeTCs  TOSbKO
HauMeHoBaHWe MeCTHOro opraHa BracTu.

HanmeHoBaHuMe opraHu3auum, ykasaHHoe B 6naHke, JOMKHO TOYHO COOTBETCTBOBATb
HaMMEeHOBaHWIO, 3aKpeNnIeHHOMY B y4YpeanTenbHbIX JOKYMeHTax (YCTaBe Min NOSIOXEHUM
06 opraHusauumm).

Ecnm  opraHusauua  wumeeT  omumanbHO  3aKpenneHHoe  COKpalleHHoe
HanmMeHoBaHMe, OHO NPUBOAUTCS NoA NOSIHbIM HAMMEHOBaHMEM B CKODKaXx:

Bcepoccuncknn - Hay4yHo-UccrneaoBaTenbCKUM  MHCTUTYT  CESTbCKOXO3SIMCTBEHHOMO
MaLunHocTpoeHna (BHUW cenbxosmaly).

3.9 CnpaBoYHble faHHble 06 opraHM3auum

PekBn3nT npucyTcTByeT TONMbKO B 6GnaHkax nucem u BkhwyaeT B cebs uHOeKC
npeanpusTMss CBA3KM, NOYTOBLIM M TenerpadHbln agpeca, HoMepa TenegoHa, dghakca,
agpec anekTPoOHHOM NoYTbl. B cocTaBe 3TOro pekBmanTa MOryT ykasblBaTbCs GaHKOBCKME
PEKBU3UTbI, TOCYLApPCTBEHHbIN  PErucTpauuoHHbIi  HOMEp  opraHusaumm, Homepa
TTNLLEH3NNA.

3.10 HanmeHoBaHMe BUAA AOKYMEHTa

[1aHHbIN PEKBU3UT SABNAETCA OOHUM U3 BaXKHEWLLMX, NOCKOSIbKY MO3BOSSET CyauUTb O
HasHa4YeHUM [OOKYMeHTa, onpedenisieT CcocTaB pPeKBU3UTOB W CTPYKTYpY TeEKCTa.
HanmeHoBaHve BMaa JOKYMEHTOB MPOCTAaBNSAETCA Ha BCEX JOKYMEHTaX, 3a UCKITIOYEHNEM
nnucem, W nevyaTaeTcss MpPONUCHbIMKM OykBamMuM MoA4 PEKBM3NTOM «HanmeHoBaHue
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opranudauun»: NPUKAS, PACMNOPAXXEHWE, AKT v 1.n.

3.11 flata AOKYMeHTa

[ata oguH K3 OCHOBHbIX PEKBU3UTOB, oObBecneymBalOLUX OPUOANYECKYID CUny
AOKyMeHTa. [JaTon fOoKyMeHTa MoXeT ObITb faTa ero nognucaHus, yTBepXXaeHusa unu gata
coObITUIA, 3addUKCUMPOBAHHOrO B [OKyMeHTe. Ecnu aBTopamu [OKyMeHTa SABRASOTCA
HECKONbKO OpraHusauunn, To AaTou OOKYMeHTa ABNAeTCA AaTa NpoCcTaBrieHns nocnenHen
nognucu. [atel B [OKyMeHTe 0dopMnAlTca UudpoBbIM Cnocobom B crnefytoLlen
rnocriefoBaTeribHOCTU: eHb MecsLa, Mecsil, rog;

22.09.2012. Jonyckaetca odopmneHme aaTbl CrOBECHO- LmMdpoBbiM cnocobom: 15
anpenda 2012 r., a Takke umdpoBbIM cnocobom, HO B 0BpaTHOM MNocneaoBaTENbHOCTMU:
2012.07.05.

Kpome gatbl AOKyMeHTa, JaTUPYOTCA Takke BCe CryXebHble OTMEeTKM Ha JOKYyMEeHTe
(pesontounn, BU3bl, OTMETKA 06 NCMNONTHEHUN OOKYMEHTA U Ap.).

3.12 PernctpauMoHHbIM HOMEP AOKYMeHTa

PernctpaunoHHbln HOMEp OOKyMeHTa — 9TO uMdpoBoe unu ByKBEHHO-LMGPOBOE
ob03HayeHne, nog KOTOPbIM OOKYMEHT BBeAeH WMHMOPMaLMOHHO-MOUCKOBYID CUCTEMY.
[Ansa BHYTPEHHUX OOKYMEHTOB (PacrnopsXeHUW, akTOB, MPOTOKOSOB) 3TO, Kak Mpasurio,
nopsaKkoBbIN HOMeEpP B rpefenax kaneHgapHoro roga. 1o ycMOTpeHuo opraHusauuu
NopsiAKOBbIN HOMEP OOKYMEHTa MOXET AOMONMHATLCS MHopMaumen O KOPPECNOHOEHTE,
NCNONHUTENAX, TeMaTuke, OYKBEHHbIMN NHOEKCaMMU.

Ha [pokymeHTax, COCTaBfieHHbIX COBMECTHO HECKOSIbKUMU  OpraHu3aumsmu,
perucTpauuoHHble HOMepa aBTOPOB MPOCTaBMATCA 4Yepe3 KOCYy 4YepTy B nopsigke
0oYepeHOCTU aBTOPOB Ha AOKYMEHTE.

PernctpaunoHHbIn HOMEp [JOKyMeHTa MpoCTaBrseTca Ha YypoBHe pJaTbl. Kak
npaeBuno, Ha 6naHkax OOKYMEHTOB MECTO AN HanucaHus Aatbl U PerMcTpaumoHHOro
HoMepa ob6o3HavaeTca cnegyowmm obpasom:

Ne

3.13 Ccbinka Ha permcTpaumMoHHbIN HOMEpP U AaTy AOKYMeHTa

OTOT PEKBM3UT MNPOCTaBNAETCA TONMbKO Ha OTBETHbIX nNucbMax. [data wu
PErMCTPALMOHHBIA HOMEP NEPEHOCATCA M3 MHULUMaTMBHOrO nucbma. OdpopmnseTcs
PEKBU3NT CreayoL M cnocooom:

Ha Ne 02-13/36 ot 04.03.2012.

3.14 MecTo cocTaBneHuUs UNu nsfaHua AOKyMeHTa

PekBM3nT mMcnonb3yetca TONbKO B 0OLmMX GnaHkax M GrnaHkax KOHKPEeTHbIX BUOOB
AOKyMeHTa (kpome nucbma). [lpu 0popMIIEHMMN 3ITOrF0 PEKBU3UTA Y4YUTbIBAETCSH
aZlMUHUCTpaTUBHO-TEeppUTOpMUaribHoe aeneHve cTpaHsl. Hanpumep:

c. iBaHoBKka MbiTuwmMHCKOro panoHa MockoBckon obnacTu.

Mecto cocTtaBneHns unu u3gaHus OOKyMeHTa MOXEeT He YKasblBaTbCs, ecnu
Ha3BaHWe TeppuTopun BXOOUT B HAMMEHOBaHWe opraHnsauuu:

BopoHexckui rocygapcTBEHHbIN YHUBEPCUTET.

CokpalleHune «r.» npyu HasBaHUM ropoga He cTaBuTcsa nNpu obos3HayveHun «MockBa», a
TaKkKe Npu Ha3BaHUAX rOPOLOB, OKAHYMBAIOLLMXCA Ha «rpag» n «bypr».

3.15 Agpecar

PekBn3anT ncnonb3yeTtcsa B NUCbMax M BHYTPEHHUX OOKYMEHTax, NpeAHa3Ha4YeHHbIX
AN paCCMOTPEHUST PYKOBOLACTBOM (3asiBNEHUs1, AOKNaaHble, OOBbACHUTENBHbBIE 3aMUCKN U
Aap.). AgpecaTtoM OOKYMEHTa MOXeT OblTb opraHusauusi, CTPYKTypHOE noapasnerneHue,
AOJMKHOCTHOE unn dmanyeckoe nuuo. B cocTaB pekBm3anTa MOXET BXOAUTb MOYTOBbIN
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agpec:

— HanmeHoBaHue agpecata (P.1.0. ana dpusndeckux nuu);

— HasBaHWe ynuubl, HOMep JoMa, HOMep KBapTupbl;

— Ha3BaHWe HaceneHHoro nyHkTa (ropoga, nocernka u T.n.);

— Ha3BaHue obnacTtu, kpas, aBTOHOMHOro okpyra (oénactu), pecnybnuku;

— CTpaHa (ansa MexayHapo4HbIX NOYTOBbLIX OTMPaBreHni);

— MOYTOBbIN NHAEKC.

[MouTOBLIM agpec He yKkasbiBaeTCH, eCnu AOKYMEHT HanpasfsieTcs B BbiCLUME OpraHbl
rocygapCTBeHHOM BnacTtu ynpaBneHus, BbILLECTOSALLYO opraHusauuio,
noaBeOMCTBEHHbIE OpraHn3auumn Unmn NOCTOSHHLIM KOPPECNoHAEHTaM.

Agpecat npocTtaBnsieTcs Ha 6naHke JOKyMeHTa cnpasa.

[Mpn HanpaBneHun OJOKyMeHTa B OpraHu3auuio v CTpyKTypHOe rnoapasgeneHue nx
HaUMEHOBaHUSA YKa3blBalOT B MMEHUTENbHOM Majexe, MOYTOBbIN agpec OoTAensawT OT
HauMeHOBaHNA opraHn3aumm JONOSTHUTENbHLIM MEXCTPOYHbLIM MHTEPBAasIoM:

3A0 «QOHT»
yn. Mapocewuka, 15, ctp.2
Mocksa, 101000

[okymeHT MOXeT ObiTb agpecoBaH PYyKOBOAUTEMIO OpraHu3aumm, B 3TOM cryvae
yKasblBalOT B JaTefnbHOM Majexe Ha3BaHue [OOMMKHOCTW, BKIoYalollee HanMeHoBaHue
opraHvsauun u vHuumMansl n amunuio pykosoautens. VHuumanbel npocTaBnsaoT nepen
damunuen:

"eHeparnbHOMYy AMpPEKTOPY

MMM «CantoT»

H.T. BepwnHury

Ecnn OokyMeHT HanpasnsieTcad B HECKONbKO OOHOPOAHbLbIX OpraHusauum, ero
agpecytoT 0600LLEHHO:

["eHeparbHbIM AnpeKTopamM NpeanpuaTun

HedpTenepepabaTbiBatoLLEro KoMnekca

[Mpn agpecoBaHnn OOKyMeHTa (PU3NYECKOMY NULLY yKa3blBatoT CHa4vana noYToBbIn

aZipec, 3aTeM uHuumansl 1 aMmnnuio nornyvarens:

¥n. Poccuickas, 8, kB. 22

noc. benoosepckuin,

BockpeceHckumn p-oH,

MockoBckast 06n., 140250

N.N. iBaHOBY

Ha pnokymeHTe MOXeT OblTb yKa3aHO HECKOSbKO agpecaTtoB, HO He Boree YeTbipex.
Mpn HanpaeneHunM [OOKymMeHTa Oonee 4eM B 4eTblpe agpeca COCTaBAAT CNUCOK
paccbIfikK, a Ha KaXXaoM AOKYMEHTe NpoCTaBnseTcs TONbKO OOANH agpecar.

3.16 Npucp yTBEpXXACHUA AOKYMEHTa

YTBepxaeHme — cnocob yaocToBepeHus OKyMeHTa M NpuaaHvus eMy topuandeckom
Cvnbl. YTBEPXOalTCs, Kak MNpaBuIio, OPraHn3auumoHHO MpaBoBble AOKYMeHTbl (yCTas,
NMONOXEHNEe, WHCTPYKUMS, LWTaTHOe pacnucaHne W Ap.), NfaHoBble U OTYEeTHble
AOKYMEHTbI, HEKOTOpPble (PMHAHCOBbIE JOKYMEHTbI (CMETbI), HEKOTOPbIE aKTbl U Ap.

[IOKyMEHT MOXeT yTBepXaaTbCs:

— [AOIMPKHOCTHbIM NMLOM  (pyKoBOAMTENEM), B KOMMETEHUMI KOTOPOro BXOAMT
NPUHATME pELLEHNs MO BONPOCaM, U3IOXEHHbIM B YTBEPXKOAEMOM JOKYMEHTE;

— U34aHneM COOTBETCTBYIOLLErO PacnopsaNTENbHOIO JOKYMEHTA;

— KonnervanbHbIM OPraHoMm.

B cnyvae yTBepXaeHWs AOKYMEHTa [OOSDKHOCTHbIM NUUOM rpud yTBEPXOEHUSN
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coctout wu3 crnoea YTBEPXOAK, nonHoro HauMMeHOBaHMA AOOMKHOCTU nuua,
yTBep>KAaroLero 4OKYMEHT, MMYHOM NOANUCHU, ee pacluMdpPOoBKA 1 OaTbl YTBEPXKOEHUS:
YTBEPXOAIO

AunpekTop npeanpuatmus

Mognuce A.b. Cugopos

12. 07.2012

Ecnn  pgokymeHT  yTBepxgaeTcs  pacrnopsauvTeNnbHbIM - JOKYMEHTOM UMK
KonnernasnbHbIM OpraHoMm, TO rpuUd yTBEPXOEHUA OOIMKEH coaepxaTb HauMeHOBaHwue,
HOMep 1 AaTy AOKyMEHTa, B KOTOPOM 3addMKCUMPOBAHO peLleHne 06 yTBepXaeHUn:

YTBEP>XIOEHO YTBEPXOEHO

npukasom npukasom

CoBeTOM OUpeKTopoB reHepanbHOro gmpekTopa
HIMO «[lMporpecc» OAO «CuagaHko»

oT 05.02.2012 Ne 15 oT 05.02.2012 Ne 15
(npotokon ot 20.03.2012 Ne 6) (npotokon ot 20.03.2012 Ne 6)

3.17 Pe3sonouus

B pesontouunmn omkenpyoTca ykasaHuUs pyKOBOAUTESS MO UCMONHEHUIO AOKYMEHTA.

OHa nuweTcs OT pykM B 3arofioOBOMHOW 4acTu AOKyMeHTa Ha niobom cBob6ogHOM
MecTe unu odopmnsieTcs Ha cneumanbHom 6naHke ans pesonioumn dopmata A6. Ha
AOKYMEHTEe He A0SMKHO ObiTb BonbLUe YeTbipex pesontounin. Pesontounsa BrroyaeT B ceba
damunuio (pamunun) ucnonHutens (ewn), cogepxaHue MnopyvYeHns, CPOK UCMONHEHUS
nopy4eHusi, NOANUCb PYKOBOAUTENSA N AaTy BbIHECEHUSI PE30MOLNN:

Bacunbey K.A.

[MoaroToBUTL NPOEKT KOHTPaKTa K 26.05.2012

Mopgnuck 22.05.2012

Ecnn ncnonHutenem Heckosibko, OTBETCTBEHHbLIM 32 UCMOSTHEHNE JOKYMEHTa

ABMSETCH NULO, YKa3zaHHOE B pe30riounmn nepsbIM.

3.18 3aronoBOK K TeKCTY

PekBnant sapnsetca obsasaTtenbHbIM AN BCEX OOKYMEHTOB, KPOME [OOKYMEHTOB,
COCTaBleHHbIX Ha ©OnaHke dopmaTta A5, n Heobxooum Ond peructpauum M noucka
AOKyMeHTa. 3arofioBoK OOMMKEH MakCUMMarbHO KPaTKO M TOYHO OTpaaTb COoAepxaHue
AOKYMEHTa U rpaMMaTmMyeCcKn COrnacoBbIBaTbCs C HA3BaHMEM BUOA LJOKYMEHTA:

— npuka3s (0 4em?) o npueme Ha pabory;

— npoTokon (4ero?) cobpaHnsa akLUMOHEPOB.

3aronoBoK K TEKCTY MneyartarT Noa peksusntamum bnaHka crneBa 6e3 KaBblYeK U He
nogyvyepkmBalroT. Toyka B KOHLE 3arofioBka He cTaBuTCA. B ogHOM CTpoke 3arosioBka
AOIMKHO ObITb He 6onee 28 — 30 3HAKOB NMpu KONM4YECTBE CTPOK He Bonee nsatn. CTpokm
3arofoBka nevararoTcs Yepes oavH MHTepBarn.

3.19 OTmMeTKa O KOHTpone

PekBn3NT NpocTaBnsieTCa Ha OOKYMEHTaX, MCMNOJSIHEHWE KOTOPbIX KOHTPONMpyeTcs
cnyxbon genonponssoactea. OTMETKa O KOHTporne npoctaBnseTcs B Buae OykBbl «K»
LUBETHbIM (KpaCHbIM, CMHMM, 3€fEeHbIM) KapaHaalloM Unu cneuyanbHbiM WTaMnom - «K»
nnn «KoHTponb». Pacnonaraetca Ha ypoOBHe 3arofioBka K TEKCTYy Ha eBOM none
AOKyMEHTA.

3.20 TeKcT AOKyMeHTa
TekCT [OOKyMeHTa COCTaBnslOT Ha pPYCCKOM WM HauMOHaNbHOM A3blKE B
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COOTBETCTBUM C 3akoHoaaTenbcTBoM Poccuickom Pepepaunnm n cybbektoB Poccuiickon
®epepaumn 0 rocydapCTBEHHbIX fA3blKax. TeKCTbl JOKYMEHTOB OMOpMNATCA B BuUAE
CBSAA3HOIO TEKCTa, aHKeTbl, Tabnuubl NN B BUAE COEAMHEHUS 3TUX CTPYKTYP.

3.21 OTMeTKa O HanM4um NPUNOXeHUn

PekBnant odopmnsetca B COMPOBOAUTENBLHLIX MUCbMAxX U MNPUMOXKEHUAX K
pacrnopsguTerbHbIM JOKYMEHTaM.

Ecnn pgokymeHT-npunoxeHne HasBaH B TEKCTE, OTMETKA O Hanuvyuu MpUoXeHus
ogopmnsieTca 06006LLEHHO:

MpunoxeHwne: Ha 2 n. B 3 3K3.

Ecnn OOKyMEHT uMeeT MpunoXeHusl, He Ha3BaHHble B TeKCTe, TO B OTMETKe O
HaNUYUM NPUNOXEHNUA HeobxoauMO YyKasaTb MOMHOE HaMMEHOBaHME [OOKYMEHTOB,
BXOASALLMX B NPUITOXKEHNE:!

MpunoxeHwne: 1. MNpoekT VIHCTpykunmn no genonpounssonctBy Ha 40 n. B 1 k3.

2. OT3bIB Ha NPOEKT MHCTPYKLUUN Ha 2 1. B 2 3K3.

Ecnn Kk gokymeHTy npunaraeTcs AOKYMEHT, UMEKLLMA MPUNoXeHue, T0 OTMeTKa O
HaNU4MM NpUNOXeHUn ocopmnaeTca creayowmm obpasom:

MpunoxeHwne: [Jorosop apeHabl oT 03.04.2012 Ne 7 v npunoXXeHne K Hemy, BCEro Ha
12 n.

Ecnn npunoxeHusa cOpowiopoBaHbl, TO KOMMYECTBO JIMCTOB B OTMETKE O
NPUNOXEHUN He ykasbiBaeTcs. [1pu HanpaBneHMM AOKYMEHTa B HECKOSbKO agpecoB 00
9TOM fenaeTcda oTMeTKa cnegytowmm obpasom:

MpunoxeHne: Ha 4 n. B 1 3K3. B NepBbl agpec.

Ha npunoxeHuax Kk pacnopsautenbHbIM JOKYMEHTaM OTMeTKa O MNPUroXeHuu
NpocTaBNAeTCs B NpaBOM BEPXHEM YNy MNPUNOXEHUS:

MpunoxeHne Ne 2

K MpuKasy pekropa yHuBepcuteTta

ot 18.03.2012 Ne 35

3.22 Nognucb

Moanuck — obsa3aTenbHbIM PEKBU3UT, obecnednBaloLmMii yaoCTOBEPEHME AOKYMEHTA
U npugalowmin emy opugudeckyro cuny. llognucbe Ha OOKyMeHTe npocTaBnaeT nuuo,
HaZlefIeHHOW COOTBETCTBYIOLWEN KOMMETEHLMEN.

MoanucbiBaeTcs, Kak NpaBuio, NepBbIN 3K3eMNNSP, U3roTOBMEHHbIN Ha GnaHke. B
COCTaB MOAMUCU BXOAAT: HAMMEHOBaHME AO0SPKHOCTM nvua, NOANUCHIBAKOWEro LOKYMEHT,
ero NnuMyHas noanucb M pacwmndgpoBka nognmcn (MHMLmMansl n damunus) 6e3 kaBblHeK U
CKOOOK:

"eHepanbHbLIN ANpEKTOP

P.J1. NomakuH MNoanuck

B By3ax, Hay4HbIX y4YpexneHusxX KynbTypbl U T.0. B OOSDKHOCTSX YKasblBakOTCA
yyeHas cTeneHb, 3BaHue. Hanpumep:

3aB. kachegpon nctopum

A.u.H., npoc. B.B. ViBaHOB MNoanuck

Ha pokymeHTe MOXeT ObITb Gonee ogHOM NOAMNMUCKU, €CNK 3a €ro cCoaepXaHne HecyT
OTBETCTBEHHOCTb HECKOnbKO nuy. B aTtom crnyyae nognucy pacnonaraloT ofgHa noA
ApYron B nocnefoBaTenibHOCTU, KOTOpPas COOTBETCTBYET 3aHMMaeMbIM LOMMKHOCTAM. Ecnn
AOKYMEHT MOAMUCHIBAOT paBHble MO AOSMKHOCTSAM fvua, MX NOoANUCKM pacnonarailT Ha
OAHOM ypoBHe. Hanpumep:

39



OupekTop 3AO «JlaHa» Mognucb K.10. CMmnpHoB

AunpekTop AO Moanuckb M.E. ABepuH
«CuHTE3»

Heckonbko nvuy nognucbiBaloT AOKYMEHTbI KonnernanbHbIX OpPraHoB U JOKYMEHTHI,
COCTaBrieHHble Komuccuen. B nepBom criyqae OOKYMEHT NognucbiBalOT npeaceaarens U
cekpetapb. [OKYMEHT, COCTaBMEHHbIN KOMWCCUEW, MNOAMNUCBIBAETCA BCEMW YrieHamu
komuccun. Npun 3TOM yKasbiBalOTCA HEe SOMMKHOCTU Nuu, a pacnpeaeneHne obsi3aHHOCTEN
B COCTaBe KOMMUCCUW, Npu4emM hammnnmst YneHoB KOMUCCUM pacnonaratT B andaBUTHOM
nopsgke. Hanpumep:

Mpencepatennb Mognuck A.B. KannHuH

UneHbl MNognucb H.®. Bacunbes
[Mognuce 6.M. N'opoxos
[Mognuck 0O.C. ®ponos

[lokymMeHT MoXeT ObiITb noanucaH  NWMUOM,  UCMOMHSIIOWMM  065813aHHOCTM
pyKoOBOOUTENS, NMPU 3TOM He [OMyCKAaeTCs CTaBUTb Nepef HavMEeHOBaHWEM LOJMKHOCTM
npeanor «3a» UIn KOCyto YepTy.

3.23 N'pucp cornacoBaHus

CornacoBaHue 3TO npenBapuTenbHOE pPacCMOTPEHWe, JKcnepTusa MpoekTa
AokymeHTa. CornacoBaHne MOXeT ©OblTb BHEWHMM W BHYTPEHHUM. BHelwHee
cornacosaHne odgopmnseTca rpudom cornacosaHud. CyllecTByeT crnegyowmnn BapuaHT
odopmMneHnsa rpudpa cornacoBaHus:

COIrMACOBAHO

Mucemo Mpesnanyma PAH

oT 14.05.2013 Ne 08-256

Mpeacepatennb

NoccTtaHpgapTta Poccum

Mognuce .. BopoHuH

21.01.2013

Mpnd cornacoBaHMsa pacnonaratT HUxe pekBusuTta «lloanucb» nnn Ha oTaenbHOM
NNCTe COrnacoBaHus, O 4YeM JenaeTcs OTMeTKa Ha MecTe npocTaBneHusa rpuda
cornacoBaHus:

Jlnct cornacoBaHuna npunaraeTcs.

3.24 Bu3bl cornacoBaHusl AOKYMEHTa

BHyTpeHHee cornacoBaHue odopmMnseTca BU30W, KOTopas COCTOUT M3 yKasaHuA
AOJHKHOCTU BU3MpPYIOLLEero, Noanncu, ee paclumgpoBky N OaThbl:

CnaBHbIN ByxranTep

Mognuce W.M. JlykoHuHa

12.07.2013

Ecnn pomkHOCTHOE 1nuvuo, C  KOTOpPbIM  COrfnacoBbliBaeTCsA [LOOKYMEHT, uMeeT
3amMeyaHue, AOMNOSNHEHUS NN He COrMNacHoO C JOKYMEHTOM, 06 3TOM fgenaeTtcsa oTMeTKa Ha
npoekTe OOKYMEHTa, a 3aMeYyaHusi u3naralTCs Ha OTAEeSIbHOM NUCTE W npunaralwTcs K
AOKYMEHTY:

3amevaHus npunaratoTcs.

tOpuckoHcyneT  lMognuch M.M. 3ak

10.03.2013

Ha BHYTpeHHMX OOKyMeHTax BM3a MNpocTaBnsieTca Ha obopoTe nocreaHero nucra
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MOAMUHHMKA [AOKYMEHTa, Ha UCXOAALWMUX — Ha MOCMeAHeM NUCTE KOMUM, OCTaloLencs B
[ene opraHusauum.

3.25 NevaTtb

MeyaTn ctaBATCA Ha Havbomnee BaXkHbIX OOKyMEHTax, NOATBepXAas MOASIMHHOCTb
nognucen. [leyaTb AomkHa ObITb XOPOWO YMTaemMa W He HaknagabiBaTbCA Ha
HauMeHOBaHWe [OOSDKHOCTU U JIMYHYK nognuck. Ha  yHuduumpoBaHHbIX  dpopmax
AOKYMEHTOB MEeCTO AN neyatn moxeT ObiTb 0603HayeHo otmeTkon «MM» unu «MecTo
Ang nevaTtu».

Meyatn ObiBalOT repboBbiIMM M NPOCTbIMM (K NOCNEOHUMM OTHOCATCS nevaTu
opraHusaummn U CTPYKTYPHbIX noapasgeneHnin — otaerna Kagpos, NPOTOKOSIbHOro oTAena,
KaHuenspun v ap.). Bugbl neyaten, nopagok UX NPUMEHEHUs N XpaHEHUS YCTaHOBIEHbI B
NHCTpYKUMM NO AOKYMEHTaAUNOHHOMY obecrneyeHnio 4eaTenbHOCTN opraHmu3aumn.

3.26 OT™MeTKa 0 3aBepeHUn Konum

3aBepeHune Konuu SOKYMeHTa Npou3BOAMTCA AN NPUAAHUSA el IOPUANYECKON CUTbl.
Konun [OKYMEHTOB 3aBepsitoTCA pyKoBOAUTENEM OpraHuMsaumm UM YnorIHOMOYEHHbIMM
UM OOSMKHOCTHBLIMM L AMU (3aMeCcTUTENN PYKOBOAMTENS, PYKOBOAUTENb CNY>XObl Kaapos,
KaHuenapum n ap.).

OTmeTka O 3aBepeHuMM Konuu (MNU BBINMUCKM M3 AOKYMEHTA) COCTOUT M3 CroBa
«BepHo», HanmeHOBaHWM [OOSMKHOCTM COTPYAHWKA, 3aBEepUBLLEro KOMWK, €ro JIMYHOM
nognucu, ee pacluMdpoBKU U AaTbl 3aBEPEHUS:

BepHo

NHcnekTop Moanuce O.B. benosa

01.06.2013

[Mpn nepecbifniki KONMM AOKYMEHTa B Apyrne opraHmsaumm unu Bblgade ee Ha pyku
OTMETKa O 3aBEpPEHUM KONUUN SOIKHA YOOCTOBEPATLCS NevaThbio.

3.27 OTmeTKa 06 ucnonHurtene

PekBn3nT oopmnseTca B nucbMax, OH HeobxoamMm Ans onepaTtMBHON CBA3U C TEM,
KTO COCTaBWIl AOKYMEHT, ONs Pas3bsCHEHUA W YTOYHEHUSA 3aTpPOHYTbIX B JOKYMEHTEe
BonpocoB. OTmeTka 06 ncnonHuTene pacnonaraeTcs Ha NMLEBOW CTOPOHE NEPBOro nucTta
AOKYMeHTa 6nuxe K HKHeMy Nonto unn Ha obopoTHom ctopoHe nucta. OdopmnsaeTtca
OTMeTKa OHUM 13 cnocobos:

CokonoB Cokonos
AHTOH PomaHoBMY 41-12-56
41-12-56

3.28 OTmMeTKa 06 MCNONTHEHMM AOKYMEHTa U HanpaBJieHUU ero B Aeno

PekBM3nNT NnpocTaBndeTCca Ha UCMOSIHEHHbIX JOKYMEHTax, nognexawmx noglumvexke B
Aeno Ans nocrneayruero XxpaHeHuss U UCNomnb30BaHMs B CrpaBoudHbIX Lenax. OTMeTka
NpoCTaBnAeTCs Ha NEpPBOM CTPaHULE AOKYMEHTA Ha HWXHEM MONie M BK4YaeT B cebs
cnosa «B geno», HomMep gena no HOMeHKNaTtype Aes, NoANUCb UCMONHUTENS AOKYMEHTa
UM pykoBoaMTENS noAapasgdeneHus, narty npoctaBneHns oTMeTkn. OTMeTka MOoXeT
AOMOSMHATLCHA CBEAEHUSIMU O XapaKTepe UCNONTHEHUST OKYMEHTA.

Hanpuwmep:

B neno Ne 12-25.

OtnpaBneH dakc ot 06.04.2012

Moanucek T.B. Hukonaesa

10.04.2012
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3.29 OTMeTKa O NOCTYNMEeHUN AOKYMEHTa B opraHu3aumio

PekBM3nT npocTaBnseTcsa B HKHEM NPaBOM YrIy NEPBOro fiucta AOKYMeHTa nNpu ero
akcneguunoHHon obpaboTtke. Kak npaBuno, Ana 3TOro MUCNonb3yeTcs cneuunanbHbIn
LWTamMn C HaMMeHOBaHNEM OpraHn3auuu.

[aHHbIV pekBU3NT BKIOYaeT B cebda: gaTy nocTynneHns AOKYMEHTa, ero BXoasaLwmm
perncTpaumoHHbIN HOMED.

Hanpumep: 27. 06. 2012 Bx. Ne 14

(Npn HeOBXOAMMOCTN — Yacbl U MUHYTHI).

3.30 NUpeHTUMKaTOpP INEKTPOHHOM KONMUMU AOKYMEHTa

PekBn3nt, npoctaBnsemMbli B NEBOM HWXHEM YIiy KaXOou CTpaHuubl JOKYMEHTa U
cogepxalimin HaMmeHoBaHue hanna Ha MalWHHOM HOocuTene, a nNpu HeobxoammocTn —
aaTty n gpyrme nouckosble AaHHble. [1py odpopMIieHMM 3TOro pekBu3nUTa KernaTenbHO
yKasblBaTb NOSHbIV MYTb K hanny, cogepxallemMy 3reKTPOHHYHO KONUK AOKYMeHTa.

Hanpumep:

C:/ Mpwkasbl/ MeTpos.

4. TpeboBaHWs K COCTaBEHNIO AOKYMEHTOB

TeKkcT — rnaBHbIA PEKBU3UT, pagu KOTOPOro COCTaBrseTca M oopMnseTcsa BecCb
AokymeHT. FTOCT P 6.30-97 nyHKT 3.19, NOCBSILEHHbIA TEKCTY OOKYMEHTa, HayuHaeT C
yKasaHus Ha s3blKk TekcTa. [JOKyMeHT MOXeT OblTb COCTaBfEH KaK Ha PyCCKOM, Tak W
HaLUMOHaNbLHOM fA3blke B COOTBETCTBUMN C 3aKOHOAATENLCTBOM O rOCY4apCTBEHHbIX A3blKax
Poccuiickon ®epepauumn n cybbektoB Poccuinckon ®epepaumm. Ho NOCT onpegenser
cnyyau, Korga TeKCTbl OJOKYMEHTOB MULLIYTCA TOMbKO Ha PYCCKOM A3blke. TOMNbKO Ha
PYCCKOM A3blKe TEKCT OpOpMIAEeTCsa Npu HanpasrieHUN JOKYMEHTOB:

— B (pefepanbHble opraHbl rocygapCTBEHHOW BIiacTW, OpraHbl rocyaapCTBEHHOM
Bnactu cybvektoB Poccunckon degepaunm;

— Ha npeanpuaTUs, B OpraHnsauumn n nx obbeanHeHus, He HaxogaLwmecs B BeAeHUn
AaHHOro cybbekta Poccunckon defepaumm unm pacnonoXeHHble Ha TeppUTOpPUM OPYrnx
cybbekToB Poccunckon ®egepauyunun.

[MpucTynas K cocTaBneHunio JOKYMeHTa, PyKOBOACTBYIOTCS CreayowumMm npasnnamMu.

Bo-nepBblX, YTOYHAIOTCA LenecoobpasHoCTb, Lenb AOKYMEHTa M Kpyr BOMPOCOB,
nognexawux paspelleHmio. 3TO NOo3BONMSeT NpaBunbHO BblbpaTb ANa  dukcaumm
yNpaBfieHYeCKOro pelleHuss BUA4 LOKYMeHTa, ero ¢opmy, BO MHOroM onpegensiouime
CTUIb N XapakTep U3NOXEeHUSA TEKCTA.

Bo-BTOpbIX, = HEOBXOOMMO  M3yuYUTb  3aKoHoAaTemnbHble  akTbl,  peLleHus
npaBuUTENbCTBA, BEAOMCTBEHHbIE HOPMATMBHbBIE aKTbl, PEryNnpyloLne NopsiaoK peLleHns
BOMPOCOB TaKOro Tuna. OTO CaMbli FMaBHbIN 3Tan, NokasbiBaloLWwmi NnpodeccuoHanbHble
3HaHUA roToBALLEro [AOKYMEHT, O0cobeHHO ecnu noJobHbIM BOMPOC  peluaeTcd
cocTaBuTenem BriepBble. 3HaHWE 3aKoHOAATENbHO-HOPMATMBHbBIX akToB obecneuut
COOTBETCTBME COOEPXKaHMA OOKYMEHTa KOMMETEHUUN AaHHOIO YYpeXaeHUs, NpaBuIlibHbIN
BbIOOp agpecaTa Ans pelleHnsi Bonpoca, rpaMOTHYHO ero NOCTaHOBKY.

CerogHsa npu HanMumMM COOTBETCTBYIOLLMX 3NEKTPOHHbIX 6a3 AaHHbIX, coaepXXalumx
MONMHOTEKCTOBbLIN Habop 3akoHOOATEeNbHbIX HOPMATUBHbLIX aKTOB MO HaMpaBieHUIO
AeATenbHOCTU opraHusaumn (pupmbl), NPOBECTU TaKyld NpeaBapuUTenbHY MOLrOTOBKY
HeTPYAHO.

[Mpu cocTaBneHnn pacnopsanTenbHbIX JOKYMEHTOB, Hanpumep, Npukasos, creayer,
KpOMe TOro, Wu3yuYnTb paHee WU3[aHHble pacnopsauTenbHble  OOKYMEHTbl  Kak
BbILUECTOSILLLEN, TaK M CBOEW opraHusaumm, 4Tobbl nsbexate NPOTUBOPEYUS C HUMU U
AyGnnpoBaHus, 3a0CTPUTb BHUMaHWE Ha HEPELLEHHbIX CTOPOHaxX Npobnembl. ATOT aTtan
NoAroTOBKWM AOKYMEHTa TaKkKe mnerye npoBecTn, MMes B NamMATU KOMMNbOTEpPa TEKCThl
pacnopaguTenbHbIX JOKYMEHTOB.
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3atem npucTynatoT Kk cbopy MHoOpMaLuUKn No CyLecTBy NOCTABIEHHOIO B JOKYMEHTE
KOHKpETHOro sonpoca. [1ns aToro MoryT 6biTb NpMBRAEYEHbl CNpaBkn, OTYETbI, AOKNaAHbIE
3anunckK, akTbl, MMCbMa U T.4., Kak uMetowmecs Ha Bymare, Tak U HaxoasLwmecs B namaTu
KoMMbloTepa,

3Hasg Ha OCHOBaHUM 3aKoHOAATENbHO-HOPMATUBHLIX akTOB, KakK pellarTcd
nogobHble Bonpocbl M cobpaB BCO HeobGXoauMyto WHOPMAaLMIO, COCTaBNAT MPOEKT
AoKymeHTa. Mpn 3aTOM Mcnonb3yloT TpadapeTHble TEKCTbI, HABOpbl CTaHAapPTHLIX dpas n
BbIpaXXeHUMN.

[MpoekT OOKyMeHTa pedakTupyeTca U cornacosbiBaeTcd. [locnegHun atan —
OKOH4YaTerbHoe odopMIieHMe 1 nognucaHne JOKyMeHTa.

B npakTuke AOKYMEHTUPOBaHMSA CROXuUNncb obuime TpeboBaHus, npeabasnseMble K
TekcTaM [oKymeHToB. [lpexae Bcero cnegyeT MOMHWUTb, YTO CHAYXXEOHbIN AOKYMEHT
npusBaH nobyamte K kakomy-nubo pgenctBuio, ybeguTb. JITO  gocturaetcs
apryMeHTMpPOBaHHOCTBLIO U NOTMYHOCTBLIO NPUBOAMMBIX PaKTOB U J0BOAOB. POPMYNMPOBKU
cny>xeBbHOro 4OKYMeHTa A0SMKHbI ObITb 6e3ynpeyHbl B OPUONYECKOM OTHOLLEHUM.

BaxHenwummn  asnsawtca  TpeboBaHMs  OOCTOBEPHOCTM U OOBEKTUBHOCTY,
MakCUMarnbHOW  KpaTKOCTM  [OOKyYMeHTa npu  NorHoTe UWHJopmMauuuM, TOYHOCTH,
NCKMoYaoLen BO3MOXHOCTb [OBOSAKOrO MOHUMaHUSA TeKcTa. TOYHOCTb, NPaBUIIbLHOCTb
NOHUMaHNA MHOPMaUUK, N3NOXEHHOW B LOKYMEHTe, npefonpeaensioTCca KpaTKOCTbO U
SICHOCTbIO M3noxeHusi. KpaTkoCTb JOCTUraeTcs npexae Bcero oTbopoM HeobGXxoanmon u
AOCTAaTOMHOW MHAOPMaLMK, WUCKMKYEHWEM MOBTOPEHMM W USNULWHUX NOAPOBHOCTEN.
Kaxxgoe cnoBo B TeKCTe [AOKYMEHTa [OO/MKHO HECTUM CMbICIIOBYK Harpysky. [docTuyb
SACHOCTW B U3NOXEHWUM NOMOratoT CMbICIIOBasi TOYHOCTb nogdopa Cnos 1 NPsSIMOM NOPSAJ0K
CNoB B NpearioXeHnW, Koraa ckasyemoe criefyeT 3a nogrexawium, onpenerieHme ctout
nepepn onpegensemMbiM CrioBoM. Ho B Tex criydasx, Korga CMbICrioBasi Harpy3ka nagaet Ha
AencTBmne, ucnonb3dyeTtcs obpaTtHbIi nopsgok cnos. Hanpumep: MoBbICUTb AUCUMMANHY
NMOMOTr rnepexop Ha XO3ANCTBEHHbIN pacyerT.

Bonbwoe BHMMaHMe HyxHO ygensatTb oTbopy cnoB. Cnegyetr wumsberatb
MCroNb30BaHUSA B OAHOM MNpPeanioXeHUM OAHOKOPEHHbLIX CroB, TaBTonoruu. Hanpumep:
agpecoBaTb B agpec, cnegyet OTMETUTb crieayrolee, Man Mecsil, NATb YENoBEK AeTEN,
NaMATHbIA CyBEeHUP U T.N. [na ctuna cnyxebHbiX JOKYMEHTOB XapakTepHO ynoTpebnexne
YCTOMYMBbIX CNOBOCOYETAHUW, TaK Kak B OEefIOBON LOKYMeHTauun OGONbLUMHCTBO CIOB
ynotpebnaetca TONbKO C O4HMM WM OrpaHMYEHHOW rpynnon cnoB. B metoauudeckmx
pekoMeHOaumax no YHUMKauuMnM TEKCTOB YMpaBfieHYeCKUX [OOKYMEHTOB MpuBeLeH
OOLWIMpPHBIN andaBUTHBIN CNUCOK Hanbornee ynoTpebnsembix B 4€NOBOW peyn rnarofibHo-
WMEHHbIX CrOBOCOYETaHUM MO BTOPOMY (MMEHHOMY) KOMMOHEHTY. Hanpumep: apxuB —
obpabatbiBaTh, coaBaTh B, CO34aBaTb, BakaHCUS — 3amellaTb, UMETb; COBelLlaHue —
BECTW, FOTOBUTb, 3aKpblBaTb, OTKpPbiBaTb, NEPEHOCUTb, MNpurnawartb Ha, NpPoBOAUTb,
ycTpanBathb.

Kpome TOro, npaBWibHOCTb COYETAHWA CIIOB Nlerko npoBeputb No «CrioBapto
COYEeTaeMOCTM  CIIOB  PYCCKOro  s3blka». [logobHble  npumepbl  ynotpebneHus
CMNOBOCOYETAHUN B CNYyXebHblX AOKYMEHTaxX pekOMeHOyeTCHa AaBaTb KaK MPUIoXeHUsa B
WHCTPYKLUMAX NO AeNonpov3BOACTBY UMM B NpaBuiax COCTaBfieHUs U OhOpMIIEHUS
AOKYMEHTOB KOHKPETHbIX yYpeXaeHN.

CnyxebHble OOKYMEHTbl OTNMYaeT HenTpanbHbin TOH. [lepenucka BegeTcs OT
TpeTbero nuua, eQUHCTBEHHOIO UM MHOXECTBEHHOIO Yncra, MECTOMMEHUSA 3aMEHAOTCH
cyulectBuTenbHbIMK (bupma npocut, 6aHK He Bo3paxaeT, dunuansl 3aBoga HanpasnaoT
n 1.n.). B pacnopsantenbHbIX JOKYMEHTax, OTpaXatLwwmx NpUHLNN eanHOHaYanus, TekcT
nsnaraetTca OT NepBOro nuua. Takke NUWyTCca OOBbACHUTENbHbIE 3anMUCKW, 3asiBNEHUS,
Bonblas YacTb JOKNaAHbIX 3annCoK.

Lnpokoe pacnpocTpaHeHne B CRYyXeOHbIX AOKYMEHTax Mnofyyurio npumMeHeHue
COKpaLLEHHbIX CMOB U CNIOBOCOYETAHUN, YTO YMEHbLUAET 06beMbI JOKYMEHTOB U yCKOpSAeT
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BoCnpusitMe uHdopmauuui. Hanpumep: BoeHHO-Mopckue cunbl — BMC; otgen Tpyga u
3apnnatbl — OT3; abcontoTHbIN — abC; apXxMBHbIN — apX. U T.4. VIX HannucaHue BeaeTcs B
COOTBETCTBUMU C KnaccudgukaTopamm TEXHNKO-39KOHOMMUYECKOM MHpopmaLun,
TpeboBaHNAMM rocygapCTBEHHOrO CTaHAapTa W npaBuiamu  pycckon opdoorpadun.
OpHako 3T [OKYMEHTbl He Bcerda ObiBalOT MOA PyKOW, MNO3TOMY PeEKOMeHOyeTcCH
NCMonb30BaTh CriIoBapb COKpaLLEHU PYCCKOro A3blKa.

B cneumanbHon nutepaTtype AOKYMEHTbl OenATcs B 3aBMCUMMOCTM OT KOnuyecTBa
3aTPOHYTbLIX B HUX BOMPOCOB Ha MPOCTble U CrioXHble. [pocTble, T.e. cogepxalume oavH
BOMPOC [OOKYMEHTbl 3HauuMTenbHO nerye B obpaboTke (permcrpauusi, NOCTaHOBKA Ha
KOHTpOIb, hopMUpOBaHMNE B [iena), HanpaBneHun Ha ucronHeHne. CnoxHbole JOKYMEHTbI
Yyalle BCEero KacalwTCs HEeCKOSbKMX CaMOCTOATESIbHbIX BOMPOCOB WM UCMOSTHUTENENn WUnu
Aaxe pasHbIX CTPYKTYpHbIX nogpasgernieHnin. C HUX NpUXOOUTCH CHUMAaTb KOMUU unu
yCTaHaBnNuBaTb O4YepedHOCTb wucnonHeHus. Wx obpaboTka Bbi3biBaeT HeEKOTOpble
TpygHOCTM (NpU perncrpaumMm BHOCUTCS HECKOSIbKO BOMPOCOB, MpU MOCTaHOBKE Ha
KOHTPOSb BblAENAEeTCA Kaxablh BOoNpoc U T.4.). CNOXHO pewwmnTb BOMNPOC O MOMELLEHUM
Takoro JOKyMeHTa B aeno. [oatomy npu coctaBneHmm Hambornee MHOrOYUCIIEHHbIX BUOOB
MHPOPMALMOHHO-CMPaBOYHbLIX [AOKYMEHTOB (nMuMcbMa, [oKnagHble 3anucku, CrhpaBKu)
pekoMeHayeTCs BKoYaTh B HUX MO O4HOMY BOMPOCY.

[MpoToKOosbI, NPUKa3sbl, NOCTAHOBIEHUSA 0ObIYHO ObIBAIOT CNOXHBIMWU MO COAEPXKAHMIO.
OHu dopmupyloTCa B OTAENbHble Aena, Ha OO6MoXkax KOTOPbIX COAepXaHue He
pacKpblBaeTCs, a yKka3blBalOTCH NULLb BUA JOKYMEHTa, aBTop 1 Aarta.

B TekcTte p[okymeHTa OObIMHO BbIAENAOTCA ABE CMbICMOBblE 4acTU: B OOHOWN
nanararTcs NPUYUHbI, OCHOBAHUSA WNW LUEenu COCTaBfeHWa [OOKyMeHTa, B Apyrom —
BbIBOAbI, NPEASIOXEHUS, NPOCbObI, PAaCNOPSIKEHUSNA, peLLleHnsl, pekomeHgauun. Hanprumvep:

B sHeape 2013 2. uHcmumym nposooum KoHghepeHuuro «llpobnembl pa3gumusi
npednpuHumamernbscmea 6 Poccuu». Bbydym o06cyx0eHbl npobnembl CMpyKmMypHbIX
U3MEHEeHUUl 8 3KOHOMUKe U pa3sumusi npedrnpuHuMamerbscmea.

lMpocum npuHsmMb y4acmue u noG20moeumb C80U rPeOiOXeHUs.

HekaH ¢hakynbmema H.P.
UeaHosa

B nocnegHne pecsatunetns AOns obnerdyeHus BOCMpUATUS  UHOpMauun u
BbIOEITEHNSA CYTU LOKYMEHTa PEKOMEHAYETCA HAYMHATL Ero C 3aKMYUTENBHOM YacTy, T.e.
C N3MNOXEHUs CyLlecTBa BOMpoca: NpocbObl, NMPeanoXeHus n T.n., a 3aTeM MNOAKPennsATb
nx obocHoBaHMsiMU. Hanpumep:

[Mpowy dononHumensHo ebideniums 300 mbic. pyb. Ha npuobpemeHue N3BM dnsa
nabopamopuul.

[Mpednonazaemcsi nposedeHue abopamopHbIX 3aHImMul M0 COCMasriIeHUr
O0OKyMeHmMo8, pedakmupo8aHUKd MEeKCmo8, opaaHu3ayuu crpaso4yHol pabomel,
KOHmMpons 3a ucrionHeHuem 0okymeHmos. Konuyecmeo [19BM e nabopamopuu
paccyumbigaemcsi Ha obecrnieyeHue 3aHsmutl 0OHOU r1ode2pyrirbl CmMyOeHMmMos.

MOXHO coCTaBnATb AOKYMEHTbl TOSIbKO W3 3aKMYUTENBHOM YacTu, Hanpumep,
nMcemMa W 3asBneHna ¢ npocbbon 6e3  MOTUBMPOBKW, MpuKkasbl C  OLHOM
pacnopsanTenbHOW YacTblo.

YBOJINTb
Slkoenesa AnekcaHOpa Hukonaesuya, mnadwezo pegpepeHma, 01 ceHmsbps 2013
2o0a no cobcmeeHHomy xenaHuto, cm. 31 K3oT PCOCP.
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Ecnu nosodom 0nsi co30aHusi Kako2o-r1ubo OoKyMeHma rocryxurs 0py2ou 0oOKyMeHm
unu dokaszamesibCmgoMm criyxxam OaHHble Opy2020 OOKyMeHma, a mekcme rnpueoosimcsi
MosiHble e20 OaHHble, m.e. yKka3sbigatomcs 8u0 OOKyMeHma, HauMeHo8aHuUe opaaHu3ayuu-
asemopa, Oama OOKyMeHmMa, peaucmpayuoHHbIl HoMep OOKyMeHma U 3a20/1080K K
mekcmy. Hanpumep:

B coomeemcmeuu ¢ npukazom [ocyOapcmeeHHoU apxusHou cryx6bbl Poccuu om
11.12.97 Ne 401 «O6 opeaHusayuu yyema ocobo UeHHbIX OOKYMEHMO8» ...

nnm
B coomeemcmeuu ¢ pacnopsixeHuem lNpasumenscmea Poccutickol ®edepauyuu om
15.06.95 Ne 1474-Prl1 «O mepax no cmumyiupo8aHUto XUuuwHo20 cmpoumersibcmea...

TekcT OoKymeHTa pJenutcs Ha abs3aubl — nNpocTenwMne KOMMOHEHTbl TEKCTa,
coCcTosiLiMe M3 OAHOW WS HECKONbKUX pas (NMpennoXeHnn) n xapakrepusylnecs
€ONHCTBOM N OTHOCUTENBHOWN 3aKOHYEHHOCTLIO coaepkaHnda. OObIYHO ab3al COAEPXKUT He
bonee OByx — Tpex npegnoxeHun. C ab3aua HauyMHaAeTCs Kaxgas HOoBasi MbICIb.
MogobHbIM NpueM nomMoraeT BAyMaTbCs B CoAepXaHue OOKYyMeHTa, caenatb Hebonblune
OCTaHOBKM npu yTeHun gokymeHta. FOCT pekomeHayeT nevatatb ab3al, OTCTyNMB NATb
nevyaTHbIX 3HaKOB.

B CLWA n BenukobputaHnm pekomeHayeTcs TEKCT AOKYMEHTOB nevatatb Yepes OauH
WHTEepBarn, a Kaxapl HOBbIM ab3al oTaAenaTb OT NpeablayLWero ABOMHbIM UHTEPBAriom, HO
nevaratb OT NONewn.

TeKkCTbl JOKYMEHTOB CIOXHbIX, 6onblinx no obbemy (0630pbl, OTYETHI, CNPaBKU U
T.4.) pas3genslTcs Ha 4YacTu: pasgensl, nogpasgesibl, MyHKTbl, NOAMYHKTbl, KOTOpble
HymepytoTca apabckumn umdpamu. lopsgok Hymepauun [OOSMKEH COOTBETCTBOBATb
TpeboBaHuam NOCT P1.5-92. Homep kaxaon 4acTu BKIKOYaeT HOMepa COOTBETCTBYHOLLMX
COCTaBHbIX YyacTen 6Gornee BbICOKMX CTyneHen feneHus. Hanpumep, HOMep noAanyHKTa
BKMNtOYaeT HoOMepa pasgerna, nogpasgena, nyHkTa 1 nopsakoBbi HOMep noanyHkTa. Bee
OHV pasgensaAlTcs To4YkaMu, HO B KOHLE HOMepa To4vka He cTaBuTcd. Hanpumep:
1.2.1,1.2.2,2.9.1nT.4.

[Mpouecc ynpaBneHUss COCTOUT W3 BbINONHEHUS paga  QYHKUMA, peLueHus
onpefeneHHoOro Kpyra 3agad, Hepeako MopoXaaeMblX OAHOTUMHBbIMK - CUTYyaLMsMK,
KOTOpbI€ BbI3bIBAOT NOSBNEHNE OOHOTUMHbBIX JOKYMEHTOB. OTO SIBUNIOCb OCHOBaHWEM AJ1S
YHUMKAUMM  TEKCTOB  OOKYMEHTOB. YHUMUMPOBAHHLIN  TEKCT  ynpaBreH4YecKoro
AOKYMeHTa MOXeT OblTb NpeAcTaBneH B Buae Tpadapeta, aHkeTbl, Tabnuubl.

Mon TpadhapeToM nNoHMMAOT 3apaHee OoTnevyaTaHHbI TEKCT C YHUPUUMPOBaAHHOM
NOCTOSAHHOM MHdOPMAaLMEN N NPONyCcKamMu 4SS 3anofIHEHUS NepeMeHHON MHopMaLumen,
KOTOpasi xapakTepuayeT KOHKPETHYO CUTyauuio, OTpaXKaeMyto AaHHbIM JOKYMEHTOM.

CocTaBneHne OOKYMEHTOB C MpUMeEHeHMeM TpadapeTHbIX TEKCTOB OCHOBAHO Ha
MCNOSIb30BaHMM YacTO MOBTOPSOLLMXCA TEKCTOB AOKYMEHTOB UMM UX YAcTU B COMETaHUU C
N3MEHSIILLENCA YacTblo nNucbMa. TpadapeTHass 4YacTb [OOKYMEHTOB  3apaHee
oTnevatbiBaeTca Ha 6naHke mMnv BBOAUTCA B MNaMATb KOMMbIOTEPA, @ U3MEHSALWAasca
YacTb TEKCTa OOMNONHUTENBHO 3arnofHAETCH OT PyKM, NedaTtaeTcsa Ha nuuylen MallnHke
NN Ha KOMMbloTEpE.

B KoMnblOTEpHbLIX Nporpammax, npedHasHayeHHbIX Ans Habopa u odopmrieHus
TEeKCTOB (TEKCTOBbIX pefakrtopax), Tunosble (TpadapeTHble) OpPMbl  OOKYMEHTOB
HasblBalOTCA template n nepeBoaaTCcs CNOBOM «LLABMOH».

TpadhapeTHble TeKCTbl OYeHb yOOOHO MCMNoMb30BaTb MPU PaCChIfiKe OAHOTUMHbIX
nMceM LUMPOKOMY Kpyry agpecaTtoB. OTO MOXeT ObiTb MpurnalleHne Ha KOH(epeHLMmIo,
npeanioxXeHne Yycnyr, no3gpaBrfieHWe MNOCTOAHHbBIX KAMEHTOB UPMbl C MPa3gHUMKOM,
HanoMuHaHue o6 onnarte u T.n. Hanpumep:
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Yeaxaembil «MIMs1, omyecmeo

Tak kak obopom Bawux 3akynok npesbicun «obbem» pyb., Mbl padbl cOObwumb
Bam o ssedeHuu OoronnHumernisHoU CKUOKU 8 pasmepe «%», delicmsyrouiel Ha 3aKyrnku
0o 01.06.2013.

C Haunydwumu noxenaHusmu

Lupekmop

nunu

Bawe nucbmo ¢ npockboll ycmaHo8UmMb cucmemMy cueHanu3dayuu MapKu... Mosy4eHo
u 3apeaucmpuposaHo 3a Ne

Pabombi 6ydym 6bInosiHeHbl 0Ce nepeyucrieHuss Ha Haw pacyemHbil cHyem 8
omoeneHuu MocKo8CKO20 KOMMEPYECKO20 baHKa pyo.

CueHanuszayusi bydem ycmaHosrneHa 8 08yxHeOeslbHbIli CPOK C MOMEHma
rnocmyrneHus 0eHea Ha Haw c4em.

Kommepueckuti dupekmop

nnm
Yeaxkaembil 20CrOOUH. ..
B omeem Ha Bawe nucemMo om ... Hanpaensem  OOrnosHUMEbHbIU

UHgopMauyuoHHbIU Mamepuan 06 uHmepecyrwux Bac npodykmax.

Cpok nocmaeku 3akaszaHHO20 Kosiudyecmea — 0ge Hedesnu. Napmuu obbemom 00
wm. Mo2ym nnocmynums 8 Bawe pacrnopsixeHue HemeOs1eHHO.

Ecnu nony4eHHble npodykmbl 6ydym Bamu 0006peHbl, Mbl C y0080/bCMEUEM
8bIMosIHUM boriee KpyrHbIl 3aKas.

C Opyxeckum npusemom

Cmapuwuti meHedxep

nnu
Ha Baw 3anpoc om ... coobwaem, 4mo OoKymeHmbI, modmeepxoarouue Baw cmax
pabomel 8... 3a... 200bl, 8 20capxue obriacmu Ha xpaHeHue He nocmynanu. CeedeHusi 06
UX MeCmOHaxoX0eHUU Heu3eecmHbl. PekomeHOyem obpamumbcsi K 0oKa3aHusm
ceudemered.
Lupekmop apxusa

Hanbonbluaa noBTOPAEMOCTb TEKCTOB BCTPEYaeTCs B JOKYMEHTaX, HanpaBnsemblX B
agpec NoaABeAOMCTBEHHbIX OpraHuM3aLmm, MHCTUTYTOB, CNYX0 MM 0gHOPOAHbLIX OMpPM.

TpadapeTHble TekCTbl MOryT BbiTb pa3paboTaHbl BO BCEX OTpaCaX AeSATENbHOCTH,
npuyeM Kak B npegernax O4HOro NpeanpusaTus, ydpexaeHus, pupmbl, Tak U CUCTEMBI
OAHOPOAHBIX MPeanpUATUN UNK  YYPEXOEeHUN, OopraHusaumin OOHOro BeLOoMCTBa WU
rpynnbl OAHOPOAHBIX YYPEXOeHUN N NPeanpUATUN pasHbIX BEAOMCTB.

OcobeHHO BO3pacTaeT 3HayeHue YHUUKaLMM TEKCTOB AOKYMEHTOB B HacTosLlee
BpeEMSA B CBS3M C LUMPOKUM BHEAPEHMEM MNEPCOHASTbHbIX ANEKTPOHHO-BbIYNCIIUTENBHbIX
MaLUWH.

OnbiT no paspabotke TpadapeTHbiX [OOKYMEHTOB, HAKOMSEHHbIW B CTpaHe,
No3BONSET HAMETUTb OCHOBHbIE MOMEHTbI UX BbISIBNEHUSA, CO30aHUSA U BHEAPEHWS.

MeToguka paspaboTku TpadapeTHbIX TEKCTOB TaKoBa:

— BbISBMNAOTCA TUMOBble YynNpaBreHyeckue 3agadvn, cobupaetcs WHpopmauus,
HeobxoamMmasd 1 cosgaBaemas B npouecce Ux peLleHus,

— COCTaBfsieTCa MNPOEKT YHUMULMPOBAHHOIO TEKCTa [OKYMEHTa, OTpaKaroLero
BbISIBIEHHYI0 TUMOBYID CUTyauuio, MNPOEKT COorfnacoBbiBaeTcs CO cheuuanicTamu,
COCTaBASOLWMMN 3TN SOKYMEHTbI UM paboTalowmnmMm ¢ HAMMN.

46



Mpn aTOoM ocoboe BHMMaHWe cnegyeT obpawate Ha ynotpebneHue
npodgeccuoHanbHbIX TEPMUHOB. [TPOEKT OKOHYATENBLHO pefakTupyeTcs n opopmseTcs B
cootBeTcTBUM C TpeboBaHuamn FTOCToB.

Ona kaxporo TpadapeTta, ecnvm OH TUpaxupyeTcs, BbIsIBNsSeTCs Heobxogumas
rogoBad notTpebHocTb. CerogHs yaule TpadapeTHble TEKCTbl BBOAATCA B NnamMaTb IBM.

TpadapeTHble [OOKYMEHTbl 3HA4UTESIbHO COKpallalT BpeMs Ha CocTaBlieHue
AOKYMEHTa, Tak Kak UCMOMNHUTENb COCPeoTOuMBaET BHUMAHME HE Ha TOM, KakK HanmcaTb,
a 4YTo HanucaTtb, T.e. NUWb Ha NEePEeMEHHON KOHKPETHOW 4acTu WHpopmauum, MecTo
KOTOpou 3apaHee npepgornpeneneHo. dakTnyeckn OH 3anoriHAeT 3apaHee COCTaBSIEHHbIN
AOKYMEHT. Mo3ToMy MCKMoYalTCs CTagmsi YepHOBMKA, MPONYCK HEOOXOAMMBIX AaHHbIX, a
NMOCTOSIHHOE, (PMKCMPOBAHHOE pPacrofioXXeHne MHgopMauun 3HauMTeNbHO obnerdaeTt u
YyCKOpSiET ee BOCMNpUATHe.

Momnmo TpadapeTHbIX TEKCTOB 4YacTO NPUMEHSIOTCA Habopbl CTaHAAPTHLIX dpas u
BbIpaXXE€HUN, UCMNONb3yeMbliX B Mepennucke, MNpu COCTaBMEHUW akToB, CMpaBOK W Ap.
MH(POPMaLMOHHO-CNPaBOYHbIX OOKYMEeHTOB. B genoson nepenucke, 0cCOBeHHO C
WHOCTPaHHbIMW KOpPPECNOHAEHTaMMN NPUHATBLI YCTONYMBBLIE (hpaseonornyeckme ob6opoThl.
Mpyn Hanu4nmn koMnblOTEpPaA 3TU CTaHA4APTHble ddpa3sbl U BblpaXXeHUS BBOAATCA B NaMSATb
MaLUWHBI.

B HacTtosllee Bpems LWIMPOKOE pacnpocTpaHeHWe MOMyyYuriv aHKeTbl — OMNpPOCHbIe
NUCTbI 4NS NONyYeHnsa onpeaeneHHbix ceegeHnn. Hanbonee n3BecTHbl KagpoBble aHKETbI
AN NONyYeHUst AaHHbIX O TEX, KTO UX 3anosiHseT.

AHKeTUpoBaHWEe — OOAUH U3 OCHOBHbIX METOA0B B COLMOSIOrMYECKNX NCCesoBaHUSX.
C ero nomouwpio yaobHo cobupatb ntobble cBegeHWs no 3apaHee paspaboTaHHOM
onpegerneHHon nporpamme. B aHkeTe TeKkCT popmanuni3oBaH, MHOpPMaLUUS pacrnonoxeHa
B CTPOro 3admKCMpoBaHHOM nocnegoBatenbHOCTU. Vx nerko obpabaTtbiBaTb C MOMOLBIO
OBM. TlNocTosiHHaa MHdopMauMs B aHkeTe AOofKHa ObiTb nNpeacTtaBneHa B TLATENbHO
NpoAYMaHHbIX U CHOPMYNNPOBAHHbLIX, C OOQHO3HA4YHbIM MOHUMaHWeM Bonpocax. Ecnu
BOMPOC MOXET ObITb NOHAT NO-pa3HOMYy, OTBETbI CBeCTM ByaeT kpariHe cnoxHo. B TOCTe
P 6.30-97 yka3aHo: «[1pn cocTtaBneHnn TekcTa B BUAE aHKeTbl HAMMEHOBaHUS NPU3HaKoB
Xapaktepmsyemoro obbekta LOMKHbl OblTb BblpaXXeHbl MMEHEM CyLLEeCTBUTEMbHbIM B
UMEHUTENbHBbIM  Nagexe WunM  CNoBOCOYETaHMEeM C  [narofioMm  BTOPOro  nuua
MHOXXECTBEHHOMO YMCra HaCTOALLEro Unn NpoLlealero BpeMeHn («mmeeTe», «Bnageere»
nNn «BbinNn», «HaXoouNUCb» U T.A4.). XapaKTepUCTUKKN, BblpaXKeHHblEe COBECHO, OOMKHbI
COrnacoBbiBaTbCA C HAMMEHOBAHUSIMU MPU3HAKOB.

NepemeHHas uvHOpMaumsa B aHkeTe MOXeT ObiTb BblpaXeHa 3apaHee
NoAroTOBMAEHHbIM OTBETOM TuUMNa «Aa-HeT», pa3BepHyTbIM OTBETOM, YUCMOBbIMU
nokasaTensimMu.

Tabnuua — 37O nepeyeHb CBeAEHUA O 4eM-MMbO MM O YUCMOBLIX [OaHHbIX,
NpuBEAEHHbIX B OMNpPedesieHHYld CUCTEMY M PacnofioXeHHbIX Mo rpadam. Tabnuua
no3BonseT nNpeacraBuTb MHGOPMaUMO B Hauwbonee KOMMAKTHOM W HarnsgHoOM Buae.
TpeboBaHWst K MOCTPOEHUIO, U3NOXEHUIO U OPOPMIIEHNIO Tabnul, U3MNoXeHbl B pasgene
FOCT P 1.5-92. TOCT nocBsilLeH MOCTPOEHUID CTaHOAPTOB, HO M3IOXEHHbIE B HEM
TpeboBaHNA K Tabnuuam pacnpocTpaHATCA Ha BCe YHUPULUMPOBAHHbIE CUCTEMBbI
OOKYMEHTauun, B TOM 4YuUCre Ha OpraHuM3auMOHHO-pacnopsaautencHyo.  3aecb
yKa3sblBaeTCs, YTO Tabnuvubl NPUMEHSAIOT AN NyYlen HarnagHocTu 1 yaobcTBa cpaBHEHNS
nokasarteremn.

FOCT HasbiBaeT obsizaTenbHble 3NeMeHTbl Tabnuubl U NOPAA0K MX rpadnyeckoro
pPacnosioXeHus.

B Tabnuue mmeroTCcA OBa YPOBHSA OENEHUA TEeKCTa: BepTuKanbHbI — rpadbl U
ropu3oHTanbHbIM — ropu3oHTanbHble psaabl. B nepsBom cTonbue (B KpanHen neBon 4acTu
Tabnuubl) — GOKOBUKE — MNEPEYMCrnATCA OObEKTbl, AAHHbIE O KOTOPbLIX MPUBOAATCS B
Tabnuue. B 3aronoBkax v noasaronioBkax rpad AalTcs HaMMEHOBaHUS NokasaTenewn,

47



KOTOpble XxapakTepuaytoT 06bekT. B saverike, o6pasyemon Ha nepeceveHnn CTPoK u rpad B
LeHTpanbHOM 4actn Tabnuupbl, MOMELLalTCA KOHKPETHble MokasaTtenu (OaHHble) no
xapaktepudyeMmomy o6bekTy. OHM MOryT BblpaXaTbCsl Kak B BUAE TEKCTa, Tak U faBaTbCA
umdpamu.

Bce Tabnuubl B TeKkcTe, 3a WCKNKOYEHWEM Tabnuy npunoXeHUn, HymepyrTcs
CKBO3HOW Hymepaumen apabckmmm undpamu.

Tabnuua MOXeT WMMETb 3arofioBOK, KOTOPbIA KpaTKo, HO TOYHO OTpakaeT ee
copgepxaHune. OH nuweTtca Hag Tabnuuen nocpeauvHe ¢ nponucHon 6ykebl. [onoBka
Tabnuubl OoTAEnsieTcs NUHMEN OT ocTanbHOM 4YacTu Tabnuupbl. NomewaeTca Tabnuua
cpasy nog TEeKCTOM, r4e OHa BMepBble YNOMWHAETCH, UMM Ha crnefylowen crpaHuue.
MoxHO gatb Tabnuuy u B MNPUNIOXKEHUAX K OCHOBHOMY [OKYMeHTy. Ecnu Tabnuua
fbonblas n ee CTPOKM unu rpadbl HE NoOMeLwarTcss Ha dopmaTte CTpaHuubl UK OHa
NepeHoCUTCA Ha [OpYyryl CTpaHuuy, TO €€ MOXHO pas3fgennTb Ha 4YacTu, KOoTopble
nomMeLlaoTca ofdHa nog Apyron. Hag  kaxgom nocnegylowen  YacTbio  MULIYT
«lMpopomkeHune Tabnuubl...» nnn «OKOHYaHWe Tabnuubl...», NOBTOPSIOT €€ rofioBKy, a nNpu
Heo6XOAMMOCTU U 3arofiOBKM CTPOK.

3aronoBku rpad 1 cTpok Tabnumubl NULWYT C NPONUCHOM ByKBbI, NOA3aroNoBkM rpad —
CTPOYHBIMU, €CNN OHW CryXXaT NPOAOSHKEHMEM 3arofioBka, U C NPONUCHOWN BykBbl — ecnu
OHM MMEIT CaMOCTOSTENbHOE 3HAYEeHne

B koHuUe 3aronoBka M nogsaronioBka Tabnuubl TOUKa He cTaBuTCS. 3arofioBku rpad
dhopmMynmnpyoTCs B 4MHCTBEHHOM YUCHE U BCerga B UMEHUTENbHOM nagexe.

Yacto BcTpevawwenca owubkorm npu  ocopmneHun  Tabnuy - aBnsieTcs
AanaroHanbHoe peneHune cTpok. CneumanbHbii NyHKT TOCTa (n. 4.5.5) ykasbiBaeT, 4TO
pasgenaTtb 3aronoBkn 6GokoBuMKa WM rpad AuaroHanbHbIMU JIMHUAMU HEe [OnyCKaeTcs,
Henb3s Takke BKNoYaTb B Tabnuuy camocTosaTenbHyto rpady «Homep no nopsagky». Ecnu
eCcTb HeobXo4MMOCTb NPOHYMEpPOBaThb NokasaTenu, TO X NOPSLKOBbIA HOMEP CTaBUTCS B
B6okoBuke Tabnuvubl HENOCPEACTBEHHO Nepes X HAMMEHOBAHUEM.

FOCT nogpo6HO onucbiBaeT nopsiaok 0b6o3HavyeHUa OU3NYECKMX BEMUYUH U KX
YMCMOBOrO 3HAYEHUs, MO3ITOMY ero criegyeT MMeTb Mo PYKOW KaxXAoMy oopmrsioemy
Takue Tadbnuupbl.

UuncnoBble 3Ha4yeHMs MNokKasaTens AOSMKHbl NPOCTaBMATLCA Ha YPOBHE MOcnegHewn
CTPOKM HauMMeHOBaHUA mnokasaTtens. B Tom cnydae, korga 3HayeHue nokasartens
packpbiBaeTcsl B BMAE TEKCTa, 3annCb [OMKHaA HayMHaTbCA Ha YpPOBHE MEPBON CTPOKM
HanmeHoBaHWS nokasaTens. pu OTCYTCTBMM AaHHbIX B Tabnuue ctaBuTcs nNpoyepk (3Hak
TMpe).

Ecnn noBTOpsAlOWMNCS TEKCT CcOCTOMT K3 AByX M 6Gornee cnos, npuv nNepBoOM
NMOBTOPEHUM NULIYT crnoBa «To xe» WU Aanee CTaBAT KaBbldkW. Tak e nocTynakT npu
NOBTOPEHUN YacTu dpasbl, 4OOaBNAS JONONHUTENbHbBIE MHAMBUAYaNbHbIE CBEOEHUS.
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NEKUUA Ne 5
TEMA: Knaccudumkauma noKyMeHTOB
MJAH:
1. HomeHknaTtypa AOKYMEHTOB
2. Knaccudmkaumns JOKyMEHTOB

1. HomeHknatypa OJOKYMEHTOB

MpocTtenwen knaccudukaumen LOKYMEHTOB ABMSAETCA rpynnupoBka ux B gena. B
cootBeTcTBUM ¢ [OCTom P 51141-98 «[1enonpon3BoacTBO U apXnMBHOE AENO. TEPMUHBI U
onpegeneHvs» Oeno — 3TO0 COBOKYMHOCTb JOKYMEHTOB UMW AOKYMEHT, OTHOCSLUUXCA K
OLHOMY BOMPOCY UIK Y4acTKy AEATENbHOCTU, NOMELLEHHbIX B OTAENbHYI0 0BOXKY.

CneuunanbHbiM  KnaccudUKaLuMOHHbIM  CNPaABOYHUKOM, onpeaensowmM nopsaok
pacrnpegeneHna OOKYMEHTOB B Jena, SBfsSeTCA HOMeHkKnaTtypa gen. [dpyrumm crioBamu,
HOMeHKnaTypa Aen — 3TO CUCTEMAaTU3NPOBAHHbLIA MepeyYyeHb HauMMeHOBaHuUW [aern,
3aBOAMMbIX B OpraHvsaumn, C YyKasaHMeM CPOKOB WX XpaHeHus, O(OpPMIIEHHbIA B
yCTaHOBMNEHHOM MOpsKe.

Mopspgok cuctematmsaumm [OOKYMEHTOB 3akpennseTrcd B HOMEHKnaTtype [er,
KoTopasi ucnonb3yeTca npu popMmpoBaHun aen, NnpoBeaeHUn aKCnepTusbl UX LEHHOCTH,
nepefavv Ha apxvMBHOE XpaHeHue, N ABnsAeTca oba3aTenbHbIM OKYMEHTOM Ang nobon
opraHusauuu.

HomeHknatypa gen aBnseTca 4OKYMEHTOM MHOroueneBoro HasHavyeHus:

a) npepHasHaveHa AOns cuctematM3aumMv OOKYMEHTOB, T.e. OHa CIYXWT MnnaHoOM
pacnpegeneHns OOKYMEHTOB Mocne WX WCNOMHeHus B gera W TakuMm obpasom
onpepernseT CUCTEMY XpaHeHUsl IOKYMEHTOB B OpraHu3auuu;

6) cogepXuT MHGOPMaLMIO O CpPOKax XpaHEeHUs AOKYMEHTOB, T.e. Kaxaoe Aero,
BKIMIOYEHHOE B HOMEHKNaTypy, WMEeT yKa3aHMe CpoKka XpaHeHus [OOKYMEHTOB,
nomMeLLeHHbIX B Hero. PopMupysa OOKYMEHTbI B efla B COOTBETCTBUM C HOMEHKNATypou,
O[HOBPEMEHHO HaMme4aloT, MoKa elle OPUEHTUPOBOYHO, CPOK XpaHEeHUs [OOKYMeHTa.
Taknm o6pa3omM, C NOMOLLBIO HOMEHKNATYpPbl AeN NPOBOAUTCSA NEepBbi 3Tan 3KCnepTu3sbl
LEeHHOCTU JOKYMEHTOB;

B) 3aKpennseT uHAeKkcauuio aen, B COOTBETCTBUM C 9TUM HOMEHKNaTypa gen MoxeT
NCronb30BaTbCA NPU perncTpaumm JOKYMEHTOB — UHAEKC Aena rno HOMeHKnaType 4acTto
BXOOMUT COCTABHOW YaCTbi0 B PErMCTPaLMOHHBIN HOMEP JOKYMEHTa,;

) MUMeeT CnpaBOYHOE 3HAYEHNE NpU N3yHYeHUU CTPYKTYPbl OpraHm3aumum,;

) sIBNAeTCA OCHOBOM [N COCTaBIIEHNA ONMCen Aerl NOCTOSAHHOrO U BPEMEHHOro
(cBbiwe 10 neT) XxpaHeHWs1 1 OCHOBHbIM YYeTHbIM JOKYMEHTOM B 4eN0ONpOM3BOACTBE;

€) ucnornb3yeTcsa Ansa yvyeta gesn BpeMeHHoro (4o 10 neTt BKNIYUTENBHO) XpaHEeHUS;

X) MoxeT OblTb UCMonb3oBaHa BO BpeMs pa3paboTkm M NOCTPOEHMS ChpaBOYHOM
KapTOTEKN Ha UCMNOMHEHHbIE JOKYMEHTbI, T.€. KNnaccuukaLmMoHHas cxeMa HOMEHKNaTypbl
Aen MOXET feYb B OCHOBY CNpPaBOYHOWN KapTOTEKM.

HomeHknatypa pgen pJomkHa ObiTb B KaXOoOW opraHusaumn, yupexaeHuw,
npeanpuaTiiM, Npu 9TOM OHa LOfKHA OXBaTbiBaTb BCE [OOKYMEHTbI, CO3[aBaemble B
npowecce nx oeAaTenbHOCTH.

2. Knaccudgukaums 4OKyMEHTOB

[na Toro 4tobbl BblpaboTaTb OnNpeaenieHHble MPUMHUMUNBLI paboTbl C pasnUyYHbIMA
AOKyMEHTaMn, HE06X0ANMO NPOBECTU MX Knaccuukaumio.

Knaccudmkauma OOKYMEHTOB — 3TO AeNieHMe OOKYMEHTOB Ha Knacc no Haubonee
obLwMM Nnpr3Hakam CXoacTBa U pasnuuus.

MpeomeToM wM3yyeHMss W Knaccudukaumum B AOENONPOM3BOACTBE  ABNSAETCS
agMUHUCTPATMBHaAsA CUCTEMA LOKYMEHTMPOBaHMSA. JTa CUCTEMA yHMBEPCasnbHa, Tak Kak
obecneunBaet dumkcaumto pacnopsianTenbHbIX ynpaBneH4YecKkmnx peLUueHnn,
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perynupoBaHne AedaTenbHOCTM NbOoro npeanpuaTud, YYpexaeHusi, opraHusauumu
He3aBMCUMO OT POPMbl COBCTBEHHOCTM U NPABOBOK OpraHn3aunm.

AOMUHUCTpaTMBHAsA cuctemMa JOKYMEHTUPOBAHUA NO BUAAM LOKYMEHTOB AEeNUTCA Ha
TPV rpynnbl JOKYMEHTOB.

1. OpraHusaumoHHo-pacnopsantTensHas pokymeHtauma (OPL) — nonoxeHus,
yCTaBbl, MHCTPYKLMW, NPUKa3bl, peLLeHUs, MPOTOKOSbI, LWUTATHOE pacrnvcaHue, pernaMmeHT u
T.M.

2. CnpaBoyHo-nH(popMaunoHHaa pgokymeHTauus (CULO) — nucbma, Tenerpammbl,
TenedoHorpaMmbl, JOKNagHble, ClyXebHble, NOACHUTENbHbIE, OO bACHUTENBbHbIE 3aNNCKH,
CrpaBKu, aKTbl U T.1.

3. dokymeHTbl no nuyHomy coctaBy (AJ1C) — npukasbl, NMnu4Hble Oena, 3asiBeHus,
TPYOOBbIE€ KHUXKU, XapaKTEPUCTUKK, aHKETbI, pe3toMe, LOroBopbl 1 T.M.

Llenb knaccudgukaumm JOKYMEHTOB:

1) noBbILLEHNE ONEpPaTUBHOCTM paboThl annapaTa yrnpaBneHus;

2) noBbllWEeHNe OTBETCTBEHHOCTU WCMOMHUTENEen nyTeM pasrpaHuyeHus (pyHKUun
CTPYKTYPHbIX NoApasaeneHnin n 0693aHHOCTN KOHKPETHbBIX MCMONHUTENEN;

3) YeTkoe pacnpeneneHme NHopMauuu;

4) O9SKOHOMUMS Tpyda 3a CYeT WUCMoNb30BaHUA UHEMOPMALMOHHO-CNPaBOYHOroO
annapara.

3HayeHune knaccudmrkaumm OKYMEHTOB:

1) obecneyeHne nx GLICTPOro NOUCKa B TEKyLLEM AENONPOU3BOLACTBE;

2) NoBbILWEeHME onepaTUBHOCTN paboTbl C AOKYMEHTaMMU.

[MepBon CTyneHb  Knaccudpukaumm SBRSETCA  rPYNMnMPOBKa  UCMOSNHEHHbIX
AOKyMeHTOB B Aena. OCHOBHOW Npu3Hak Knaccudukaumm — cogepXaHme AoKyMeHTa.

PasgeneHue (pasnuyeHne) 4OKYMEHTOB Ha rpynnbl npegonpenenseT paboTy ¢ HAMMN.
[oKyMeHTbI KnaccuuumnpyroTes:

— MO BMAAM — OpraHn3aunoHHO-pacnopsauTenbHble, CrpaBOYHO-MHPOPMAaLIMOHHbIE,
no JIN4HOMY COCTaBy;

— o popme — nHanBuayarbHble, TUNOBbIE, TpadapeTHbIE;

— M0 COAEPKaHUIO — MPOCTbIE, CINOXHbIE,;

— M0 NPOUCXOXKAEHUIO — OdpuLManbHble, NMUYHBIE;

— M0 MECTY NPOUCXOXOEHUA — BHELUHNE, BHYTPEHHWE;

— MO CpOKaM XpaHeHUd — NOCTOAHHO, cBblwe 10 net, go 10 ner;

— no rnacHocTun — cekpeTHble (OCI1, cekpeTHO, coBEpPLUEHHO CEKPETHO,

KOHoMAeHUMnarnbHO), HECEKPETHbIE;

— no cpeacrBam pukcauum — PYKOMUCHbIE, MaLUMHOMUCHbIE, rpaduyeckue,
3BYKOBbl€, )OTOKMHOAOKYMEHTbI;

— M0 CTagnaM — opurnHans! (MOASIMHHUKK), YEPHOBWKM, KOMUN, BbIMUCKN;

— M0 CPOYHOCTU — CPOYHbIE, HECPOYHbIE.

Knaccudmkaums nossonseT BblpabatbiBaTb onpeaeneHHble Metoabl paboTbl €
Ka)kOow rpynnow JOKYMEHTOB, OpraHn3oBaTb UX paboTy B AeN0ONpoOn3BOACTBE.

Ha ocHoBe knaccugukauum BbICTpaMBarOTCA U TUMNbI JOKYMEHTOB, UCMOMb3yeMble B
paboTe NpeanpuUsTUS C UX XapaKTepuCTUKaMn, B OCHOBHOM OHW noAapasgensatTcs Ha 3
BMaa:

1. Bxogswme — OOKYMEHTbl, KOTOpble MOCTYNUIM Ha npeanpustne OT BHELLUHUX
napTHepoB. BONbLUMHCTBO BXOASALLMX JOKYMEHTOB OOMKHbBI MOPOXAaTh COOTBETCTBYIOLLNE
ncxopsuwime, NpuyeM B 3apaHee YCTaHOBIEHHble CPOKU. CpPOKM yCTaHaBNMBAKOTCHA WUNK
HOPMaTMBHBIMW akTamu, npeanucbiBalWUMM TO WM MHOE BpeMs OTBeTa Ha
COOTBETCTBYIOLLUNA  BXOAAWMNA  OOKYMEHT, WM CPOKOM  UCMOJSIHEHUS, yKa3aHHbIM
HenocpeaCcTBEHHO BO BXOASALEM AOKYMEHTE.

2. Wcxopswme. BonbWKMHCTBO UCXOOAWMX [LOOKYMEHTOB ABMAIOTCA OTBETOM
opraHuM3auuu Ha COOTBETCTBYIOLLUNE BXoAsALWME OJOKYMEHTbl. HekoTopas YacTb NCXoaaLwmx
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AOKYMEHTOB FOTOBUTBLCSI HA OCHOBE BHYTPEHHWUX LOKYMEHTOB npeanpusatus. Hebonblioe
YUCNO UCXOOALMX AOKYMEHTOB MOXET TpeboBaTb MOCTYMMEHUSA BXOOSALUMX AOKYMEHTOB
(Hanpumep, 3anpocbl B CTOPOHHME OpraHm3aummn Tuna: «lpowy gaTtb cnpaeky No BONpocy
... B CPOK [0 ...»).

3. BHyTpeHHue. [aHHble [OKYMEHTblI WCMOMb3yKTCA ANs opraHu3aumm paboThbl
npeanpuaTva. Yepes KaHUEnsapuo NpoxoasaT He BCE BHYTPEHHUE OOKYMEHTbI, a TONbKO
nepenucka Hambornee KpynHbIX CTPYKTYPHbLIX MOApasgeneHnn npegnpusatus (0coOeHHo
€CINn OHW TepPUTOpManbHO pasHeCeHbl) U MpuKasbl PyKOBOACTBA Npeanpustus. Tak xe
yepe3 KaHLEensapuio MNPOXOAAT BHYTPEHHWE OOKYMEHTbI, Mopoxpawwme ucxogsawme. B
4aCTHOCTM, MO O6LMM npaBunam Oenonpou3BOACTBA €AMHCTBEHHLIN CNOCOO OTMPaBUTb
3anpoc, NUCbMO UIM MaTepuarbl BO BHELLHIO OpraHn3auunio 3T0 HanpaBUTb BHYTPEHHWMN
AOKYMEHT B KaHLUENSApWIO, rae ero npeobpasyloT B UCXOAAWMA 1 OTNPaBAT B CTOPOHHIOK
opraHv3aumio.

[IOKYMEHTbI KaXXgoro n3 3TUX BUOOB MOTyT ObiTb JOCTATOYHbI Pa3HOOOpasHbl. OTO
MOTyT ObITb MMCbMA, PACMNOPSPKEHNS, LMPKYNSpHble ykadaHus un T.4. OObIMHO nog TUNoM
AOKYMEHTa Ha NpeanpusaTuM MOHMMAETCA MMEHHO 3TU AeneHus, npuyem eule bonee
AeTanu3oBaHHble (OOMyCTUM, €CcnM MNUCbMa, TO YeMy MOCBSLIEHHbIE — >Kanobbl,
NpeanoxeHus, noxenawmss M 1.0.). C TOYKM 3pEHUS KaHUEnapuUn LaHHOe [eneHune
AOCTaTOYHO HEMHTEPECHO, XOTSA B MOJSIHOW BHYTPEHHEN CUCTEME OENONPOM3BOACTBO OHO,
6esycnosHo, Heobxogmmo. [lanee 3aecb ByaeT paccmaTpmBaTbCs TOSbKO KaHLENspckue
BMAbl JOKYMEHTOB — BXOASLUNE, BHYTPEHHME U UCXOOSLLME.

Mpexge BCero QOOKyMEHTbl, Mpoxoaswime 4epe3 obwwmni otgen, obnagawT
YHMKANbHbIM PErMcTpaumMoHHbIM HOMEPOM (BO3MOXHO, CBOM anropuTMbl MOCTPOEHMS
HOMEpPOB 4151 KaXAoro u3 TMNoB AOKymeHToB). Mano Toro, ntobas 6ymara, He nmeroLas
PEerncTpaLMoHHOro HoMepa, — 3TO MpocTo Oymara, a He OOKYMeHT. [JoKymeHTOM ee
AenaeT MMEHHO Hanuyne Ha HeW permcTpaumMoHHOro Homepa.
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NEKUUA Ne 6
TEMA: A3bIk AenoBon KoppecnoHAeHUun
MINAH:
1. A3bIk opmumnanbHbIX JOKYMEHTOB
2. A3bIK 4enoBoun Nepenuckn
3. Jlekcuka A3blka AernoBbIX JOKYMEHTOB

1. A3bIK opMLManbHbIX JOKYMEHTOB

HoBylo anoxy B npouecce craHgapTMsaumMmM OTKpbina MaluvHHas obpaboTka wu
KOMMbloTEpM3auma genonpounssoacTea. Bblbop M 3akpenneHune B MNpakTUKe OAHOro
A3bIKOBOIO BapuaHTa U3 HECKOSIbKMX BO3MOXHbIX OnpaBOaHO 9KOHOMUYECKM, OUKTYyeTCH
TPeOOBaHUAMMN BCE YCIOXHAOLLENCA SKOHOMUYECKOM U COLMNAnbHO-NONUTUYECKOW XKN3HU
obLecTBa, TEXHUYECKMM MporpeccoM. Mcnonb3oBaHne yCTOMYMBBLIX POPMYS, MPUHSATBIX
COKpaLleHnn, egMHooBpa3HOro pacnosioXeHns Mmatepvana npy ooOpMIeHNN JOKyMeHTa
XapakTepHO AN TUMOBbIX W TpadapeTHbIX NUCEM, aHKeT, Tabnuu, TEeKCTOB-aHasnoros u
T.M., NO3BONSET KoauMpoBaTb MWH(OPMaLMIO, 3akpennas onpegerieHHble A3blKoBble
cpeactBa 3a TUMOBOW cuTyaumen. Hanpumep, HeobxoaMMOCTb MPUHATL yvacTue B
BbICTaBKe TOBapOB npeanofiaraeT 3arnofiHeHWe 3asiBKW, M3rOTOBMIEHHOW BbICTaBOYHOW
opraHumsauuen Tunorpadckmm crnocobom B dopme aHkeTbl. Ocobon craHgapTusauuu
noaBepralTCa TaKk HasblBaeMble TeKCTbl-aHanorn, 6naHku, dopmynsipbl, B KOTOPbIX
TpadapeT umeeT Bu4 popmanmn3oBaHHOro TekcTa.

CrtaHgapTnsauus A3blka [OOKYMEHTOB BblpaboTana ocobble Tunbl TEKCTOBOM
opraHusauun: Tpadapet, aHkeTa, Tabnuua.

AHKeTa npefgctaBnsieT coboON CBEPHYTLIN TEKCT B BMAE HOMUHAUUN pOOOBUOOBOrO
COOTBETCTBUS.

Tabnuua npegctaesnser cobon ewe 6onee €eMKyl OpraHuM3auuio LOKYMeHTa:
NOCTOAAHHAA MHOpPMauMsa pasmelleHa B 3aronoBkax rpag u 6okoBuka (3aronoBKOB
CTPOK), @ NepeMEHHas — B A4enkax Tabnuubl.

[laHHble TUNbI TEKCTOBOW OpraHu3aumm MOryT UCMNOSIb30BaTbCA B PasfiMyHbIX XaHpax
AerioBOM [JOKYMEHTanUCTUKN: aHKeTHbIM MeTO4OM MOXHO CMOAEeNMpoBaTb KaapoBble
aHKeTbl, NPWUKasbl, AOKNagHble, OObACHUTENbHbIE 3anucku; B TabrvyHoW dopme MoryT
ObITb MpeAcTaBfieHbl crneaylowmne BUAbl AOKYMEHTOB: LUTAaTHOE pacnucaHue, CTPyKTypa
WwTatoB, rpaduKk OTNYCKOB, KaapoBble npukasbl. TpadapeTHbiMM 4YacTto ObiBatoT
AOroBOpbI, AenoBble NMCbMa.

Tpadhapetnsaums, Takmm  o6Gpa3om, 0OycnoBnMBaeT  BbICOKYHD  CTeneHb
WH(pOpMATUBHOM €MKOCTM TekcTa Onarogaps CBepTbiBAHUIO  BbICKa3blBaHUA U
BO3MOXHOCTM OewundpoBkn (C MNOMOLWLbI MawWHHOM 06paboTkm B TOM 4ucrne),
pa3BepTbiBaHWS €ro B MOSIHYO CTPYKTYpPY.

Mpouecc craHgapTM3auMM U yHUdUKaUUMM OXBaTbiBaeT BCE YPOBHWU [OEeN0BbIX
AOKYMEHTOB f3blka — JIEKCUKY, MOPMOSOrni0, CUHTAKCUC, TEKCTOBYIO OpraHu3auuio — u
onpeaenseTt ceoeobpasne n cneundnky odumumanbHO-4eNoBoro ctuns. [Jaxe n3BecTHble
TUNbI TEKCTOB (MOBECTBOBAHME, ONUCaHWE, paccyxaeHne) MoavduumpyoTca B AenoBOM
CTune, npeBpawascCb B TUMbl UW3NOXEHUS YTBEpPXAatolle-KOHCTaTUpyowero unm
npeanucylole-KoHCcTaTupyowero  xapakrepa. Otcioga  CUMHTaAKCUYECKMA  MOHOTOH,
nekcu4yeckasi O4HOPOLHOCTb peyn, BbicOKas MOBTOPAEMOCTb CrOB.

Tunusauma [enoBbIX [OOKYMEHTOB MO3BONAET MOAENUPOBaTb TEKCT Jitobon
Pa3HOBMAHOCTN, CUTyaLMUMW.

Hanpuwmep:

Obwecmeo ¢ o02paHUY4eHHOU OMBEemMCMEEeHHOCMbIO «AHUOH», UMEHyeMoe 8
OanbHeliwem 3aka3yuk, 6 Juuye eeHeparnbHo20 oOupekmopa MW.[1. Cepeeesa,
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Oelicmeyouw,e20 Ha OCHo8aHUU Ycmaea, ¢ OOHOU CMOPOHbI, U 3aKpblimoe akyuoHepHoe
obwecmeo «ludpaenuka», uMeHyemoe 8 OasnbHeuwewMm HcrionHumesns, 6 Jsuue
oupekmopa C.A. [laenosa, Oelicmegyrouje20 Ha OcHoge Ycmaea, ¢ Opy20oU CMOPOHHI,
3aKsmoyunu mexaoy cobol 002080p O HUXEC/IEOYIOUWEM. ..

Mexdy 3akpbimbiM aKyuoHepHbIM obwecmeom «Cmpouapmamypa», Oarsee
umeHyembiM ApeHOoOamersb, U obwecmeoM C 02paHU4eHHOU O0meemcmeeHHOCMbIO
«DeHukc», 0anee umeHyeMbIM ApeHOamop, 3akrnodyaemcsi do2oeop 0b apeHoe.

OTN MoOynu HEU3MEHHO BXOAAT B TEKCTbl AOrOBOPOB (O BbINONHEHUM paboT, 06
apeHge, o kynne-rnpogaxe). CaM TEKCT HavanbHOro MoAyrns AoroBopa npakTU4Yecku He
MeHsieTCs  (JOoMyCcKalTCsa BapbMpOBaHWE YIEHOB MpPeasIoXeHUd, CUHOHUMWUYECKUE
3aMeHbl), MEHAKTCH puandeckne TepMUHbI, onpefensowne couuanbHble ponuv
A0roBapuBarLLMXCA CTOPOH:

— AOroBOp O BbINOMHeHUM paboT (3akasumk — McnonHutens (Mogpagymk));

— porosop o kynne-npogaxe (MNpogaseu — Nokynatens);

— poroBop 06 apeHae (ApeHponatens — ApeHgaTop).

Bce ocobeHHOCTM odumumanbHO-4ENOBOrO0 CTUNSA, €ro  3HakoBas npupoaa
obycnoBneHbl AeNCTBUEM AOMUHAHTBLI U PYHKLMEN OOMKEHCTBOBAHMS, obecneymBaioLLen
NpaBOBYIO U COLManbHO-PErynpYyoLLYy0 3HAaYUMOCTb 4eNOBbIX TEKCTOB.

OKOHOMUYEeCcKasi HeOBXOANMOCTb, Pa3BUTME HAYKM U TEXHWKM OOYCrnOBMMBAOT BCE
BO3pacTalLy yHUPUKaLMIO W CcTaHOapTM3aumio OOKYMEHTOB, C OAHOW CTOPOHbI, U
TEHAEHUMIO K YNPOLLEHUIO, OYULLEHNIO OT YCTapeBLUMX KaHLUENAPCKUX LUTaMMNoB U Knuiie
A3blKa OenoBbIX MMCEM U, LUMpe, AefIOBON KOPPECNOoHAEHUMN, C APYron CTOPOHBI.

2. A3bIK 4enoBoOW Nepenncku

A3blk  genoBoW nepenuckn npeactaBnsieT cobor nepudeputo  odumumanbHo-
AerioBoro ctung. Hapsagy ¢ pernameHTMpoBaHHbLIMU NUCbMaMu CEroaHsa Bce WMpe BXOAAT
B MpPaKTUKy OenoBoro obLeHna HepernameHTUpPOBaHHble AeNnoBble NuMcbMa, Hapsgy C
odmumanbHbIMM - nonyoduymnanbHble (Mo3gpaBUTESNbHbIE, pPeKNaMHble), B KOTOPbIX
COOTHOLLEHNE JSKCMNpeccum n crtaHgapTta MeHsieTcs TO B OOHY, TO B APYryt CTOPOHY.
HecoMHeHHO, odunumanbHO-0enoBON CTUMb, KaK U B LENOM PYCCKUM A3bIK, npetepnen
CyWecTBEHHbIE W3MeHeHusa. Ero dopmupoBaHne TecHenwmnm o6pa3oM CBA3aHO C
dhopmMMpoBaHNEM 1 pas3BUTMEM PYCCKOrO rocygapcTBa npexae Bcero notomy, 4to cdepa
perynMpoBaHnsa MpaBoOBbIX W XO3SWCTBEHHbIX OTHOLIEHWA co3gana noTpebHoCTb B
BblAeneHnn cneynanbHOn (PyHKLMOHANbHON pa3HOBUMAHOCTU NMUTEPATYPHOro sA3blka.

PerynupoBaHne OTHOLIEHUI MeXay NoabMu, yYpexaeHnsMmn, ctpaHamu tpeboBano
MUCbMEHHbBIX  CBUAETENbCTB, aKTOB, [AOKYMEHTOB, B  KOTOpPbIX  MOCTEMNEHHO
BbIKPUCTANNM3NPOBanNUCb 4epTbl oduumManbHO-AenoBoro ctung. Wrak, oduumanbHo-
AENOBOW CTUNb OTNNYAET BbICOKasi CTeneHb TEPMUHNUPOBAHHOWN JTEKCUKM:

a) puanyecknx TepMuMHOB (COBCTBEHHUK, 3aKOH, perucrpauusi, co6CTBEHHOCTb,
npuemka ob6bLEKTOB, nepedadya ob6bLEKTOB, akT, NpuBaTU3aumd, nageHue, apeHaa, BbIKyn,
nnYyHoe geno u T.4.);

6) aKOHOMUYECKNX TEPMUHOB (O0Taums, 3aTpathbl, Kynna-npogaxa, 6loaxeT, pacxoa,
Aoxofn, nnaTex, cMeTa, ctaTtbu BrogxeTa, pacxogHasa 4Yactb 6ogkeTa u 1.4.);

B) 9KOHOMMWKO-NPaBOBbLIX TEPMUHOB (MorawleHve Kpeauta, CeKkBeCcTupoBaHue, npasa
CcOBCTBEHHOCTN, CPOK peanusaunmn ToBapa, ceptTudukart kayectsa u 1.4.);

r) UMEHHOM XapaKkTep peyn, BblpaxalroLMNCs B BbICOKOM HYAaCTOTHOCTWU rnarofibHbIX
CYLLECTBUTENbHbIX, KOTOPbIE YAacTO 0603HaYalT onpeaMeYeHHoe ENCTBUE:

— norawleHune KpeauTa — noracuTb KpeauT

— pelLeHne Bonpoca — peLnTb BOnpoc

— NCNONb30BaHUe KpeanTa — NCNoSb30BaTb KpeauT
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— OTrpy3Ka ToBapa — OTrpy>aTb TOBap

— OTCpOYKa nriatexa — OTCPOYUTbL NaTex

) B BbICOKOW YaCTOTHOCTU OTbIMEHHbIX MPEeAsIoroB U MNpearioXHbIX COYeTaHun: B
aZpec, B OTHOLUEHUU K, B CUy, B CBA3WU, B COOTBETCTBUMU, B CYET, B, X0A4e, B Lensx, no
Mepe, Mo NNHUK, No agpecy, No UCTeYEeHUU, No NPUYNHE, NPU HANUYUKU, NPU COAENCTBUM,
npu yCnoBumK, NPUMEHUTENBHO K, COOBpa3HO, COrnacHo, COOTBETCTBEHHO (Yemy) 1 T.M.;

€) pasBuTMEe COOCTBEHHO KaHUENAPCKUX 3HAYEHUA, CBSA3a@HHbIX C MNepexoaoMm
npuyacTui B Knacc npunaratenbHbIX 1 MECTOUMEHWIA:

— HacToswMme npasuna

— HaCTOSALMIN OOroBOp

— OENCTBYHOLLMNE paCLEHKN

— Hagnexatiue mepbl

— Hagnexauwee obpalleHune

— C HeHaanexawmm Ka4ecTBoM

— B YCTaHOBMNEHHOM Mnopske

X) CTaHgapTM3auus JfeKCMYecKoM COYeTaeMOCTU: CYXeHue 3HavyeHusa CrioB
00bACHAET OorpaHMyYeHne NeKCU4YecKom Co4eTaeMOoCTH CNOoB, NOSIBIIEHNE Tak Ha3blBaeMou
perrnamMmeHTUpPOBaHHON COMETAEMOCTH:

— KOHTpOnNb 06bLIYHO BO3naraeTcs

— cperika 3akniovaeTcs

— nnaTex npomn3BoauTcA

— CcYeT BbICTaBnsgeTcd (Mnun onnaynBaeTcs)

— LeHa yCcTaHaBrnvBaeTcs

— NpaBo NpegocTaBnseTcs

3) CTaHOapTM3auus CUMHTaKCUYecKux enuHuy (NpeanoXxeHusi, CroBOCOYEeTaHus),
KOTOpble He COCTaBnsalTCH, a Kak dpopMyria BOCMPOU3BOAATCHA B TEKCTe [OOKYMEHTa,
3aKpenngaLero COOTBETCTBYHOLLYIO CUTYyaUUIo CoLMarnbHO-NPaBOBbIX OTHOLUEHWUM:

— B YCTaHOBMNEHHOM MNopsKe; B COOTBETCTBMU C NPUHATON AOrOBOPEHHOCTLIO;

— B NOpsiAKE OKasaHWsi TEXHWYECKOW MOMOLLUM; B CllyYae HEBbINOSIHEHUSA AOMNrOBbIX
06s3aTenbCTB;

— AOroBOp BCTYMaeT B CUIY CO AHSA NOAMNUCAHUS;

— Xanobbl NnogalTCca B YCTAHOBIEHHOM 3aKOHOM MOPSIAKE;

— MocTaBka Npon3BOAMTCH aBTOTPAHCMNOPTOM;

n) dopmManbHO-SIOMMYECKUA MPUHLUUIM TEKCTOBOW OpraHuM3auuu, Bblpaxarowmncs a
Apo6sieHNn OCHOBHOW TeMbl Ha MOATEMbI, pacCMaTpmMBaeMble B MyHKTaX U NOAMNYHKTaXx, Ha
KOoTopble rpadmyeckn opobuTcst TEKCT U KoTopble 0603HavaloTcs apabckummn umdpamu:

1. NpeameT gorosopa

1.1. WcnonHuteno 6GepeT Ha cebsa 0643aHHOCTM MO CHaAGXEeHMI 3akasuumka
LeHTpanbHbIM OTOMMEHNEM N BOAOCHABXEHNEM.

1.2. 3aKka34mK CBOEBPEMEHHO OnfiaymMBaeT NpeaoCTaBeHHbIE YCIyIu;

K) OTCYTCTBME SMOLIMOHASTbHOCTH, Y3KUW AnanasoH peyeBoun IKCNpeccum;

n) MakcumanbHas CcTeneHb 3TUKETHbIX TpeboBaHWN, Bbipaxarowascs B o6unum
9TUKETHbIX  3HAKOB,  3TUKETHbIX  TeKcToB  (MNo3gpaBneHue,  cobonesHoBaHwue,
GnarogapHOCTb).

OdmumanebHo-genoBomy CTUMIO npucyLm PYHKL MM BONEN3bABNEHUS,
AOIMKEHCTBOBAHWSA, NPEeACTaBlieHHble B TEKCTax LUMPOKOW raMMOW MMMepaTMBHOCTU OT
XaHpPOB  MpuKasa, MNOCTAHOBMEHUHA, pacrnopskeHuss A0 Npocbbbl,  noxenaHus,
npeanioXeHusi, BblpaxkaeMblX B Xxo4atancreax U genoBoun nepenuncke; yHKUmMa domkcaumm
NpPaBoOBbIX OTHOLIEHUM (OOroBOpP, KOHTPaKT); yHKUMA nepefaym  MHdopmaumm
(MHbopMaLUMOHHbIE NMNCbMA, OTYETLI, CNPaBKK).
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3. Jlekcuka s3biKa AenoBbIX OKYMEHTOB

XapaKkTepHOW 4YepTou PYCCKOro $3blka [OOKYMEHTOB HABMSETCA BbICOKas CTeneHb
TEPMUHMPOBAHHOCTU, NPUYEM K TEPMUHAM MNPUMbIKAET OrPOMHBbIV NNacT:

a) HOMEHKNaTYyPHOMN NEKCUKK:

— HOMeHKnaTypa HaumeHoBaHun: OAO «<HOP[»

— HOMEeHKNaTypa AO0SDKHOCTEN: MeHeoXep No npoJaxam, pekriaMHbIn MeHeOxep,

— reHeparnbHbIN ONPEKTOP, KOMMEPYECKUN OUPEKTOP;

— HOMeHknaTtypa Toapos: 3UJ1-130, 6eH3nH AU - 92 n T.1;.

— TEXHUYECKMX TEPMMHOB.

Kpome topnandeckmx, 3KOHOMUYECKUX U HOPUONYECKO-IKOHOMUYECKUX TEPMUHOB B
A3blke OenoBblXx Gymar mcnonb3yeTcs AO0CTaTovyHO O0nbLIOe KONMUYECTBO TEXHUYECKMX
TEPMUHOB:

— 3HEpProHocuTeNn, MMHEpanbHO-CbipbeBasi 6asa, BCnoMoratenbHas TEXHUKA,

— abbpesunatyp:

— ACY — aBTOMaTtn4yeckas cuctema ynpasreHus;

— ANC — aBTOMaTHyeckasa nHopmMaunoHHasa cucTema,;

— KN4 — koadhdpurumneHT nonesHoro AencTeumg;

— HPB — HOpMbI pagnaumoHHon 6e3onacHoCTy;

6) cokpauweHuin. Kpome TEPMUHOB COKpallalTCsi Ha3BaHUS W3BECTHbLIX MPaBOBbIX
aKTOB:

— 'K — NpaxxgaHCKNM KOAeKc;

— YK — YronoBHbI KOOEKC.

CokpawatoTca HOMEHKNATYPHbIE 3HAKMU CamMOro pasfniMyHoro CBOMCTBA:

a) npeacTaBnsawoWwme cobon HaMmmeHOBaHUSA OpPraHM3aunii;

— MB® — MexayHapoaHbI BantoTHbIM (OOHL;

— UBP — LleHTpanbHbIi 6aHk Poccuu;

6) ykasbiBawowwme Ha opMy COOCTBEHHOCTM NMPeAnpUATUS U BXOASLINE B Ka4yecTBe
Knaccudukatopa B Ha3BaHUAa NpeanpusTum:

— OO0 — 0bLLEecTBO C OrpaHNYEHHON OTBETCTBEHHOCTLIO;

— OAO — OTKpbITOE aKuNMoHepHoe ObLLECTBO;

— WIN — nHgmueuayanbHoe npegnpusaTue;

— MIT — myHUumMnaneHoe npeanpuaTue;

— CI1 — coBmecTHOE npeanpusaTue.

CokpawjaeTcs HoOMeHKnaTypa OOMKHOCTEN:

— MO — ncnonHswoLwmnim obsa3aHHOCTH.

OAOHOPOAHOCTL CTUNUCTUYECKOM OKPacCKM JIEKCUKM OENOBOM MUCbMEHHOW peyn
AOCTUraeTcs M 3a CYET BbICOKOM 4YaCTOTHOCTM TaK HasbiBaeMOW MpoueadypHOM NEKCUKN
(3To nekcuka c 0606LWEHHLIM 3HA4YeHMEM), NPEACTaBNAOWEN B TEKCTE [OOKYMEHTa
KOHKpETHOe JencTBmne, npeaMeT uUnm npusHak B oouumanbHO-NpaBoBON MHTEpPNpeTaLnu:

— HapyLLUEeHNe TpyaoBOW ONCLUUNIIMHBI (3TO MOXET ObITb ONo3aaHune, NpPorys, Bka Ha
paboTy B HETPE3BOM BMAE U T.4.),

— cpbIB rpacdmka NnocTtaBokK (3agepxka B NyTW, HECBOEBPEMEHHAsI OTrpy3ka ToBapa u
T.4.),

— HecTM OTBETCTBEHHOCTb (MoaBepratbCa B Chnyyae HapyweHuu wrpadam,
MaTtepuarnbHbIM B3bICKaHMUSIM, YTONIOBHOMY NPEeCrieaoBaHuio 1 T.4.)

Mpouenypa npeactaBneHNsa CBsi3aHa HE TOMbKO C npeanoyvTeHMem 0606LeHHON
CEMaHTMKMK, HO N C NPEeAnoYTEHMEM POAOBLIX NEKCEM BUOOBLIM:

— NPOAYKUNSA — KHUMN, BykneTbl, 4OCKK, rBO3AMW;

— NoMeLleHne — KOMHaTa, KBapTupa, 3arn;

— NOCTPOMKa — capan, 4OM, Nnapek u T.4.,

— C TATOTEHMEM K paCUSIEHEHHbBIM NMOHATUAM Kak AENCTBUN, TaK U NPeAMETOB:

— NPOMN3BOAUTL pacyeT — paccyYnThLIBaTLCA
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— TOProBbIN NPOLECC — TOProBns

— JeHeXxHble cpeacTBa — AeHbIN

TepMuHbl M npoueaypHasi NekcuMKka COCTaBMSAOT OMOPHYK, CTuneobpasyoLLyto
NEeKCUKY A3blka JOKYMEHTOB, COCTaBNALLYIO MO OTAENbHbIM XaHpaMm oT 50 go 70% Bcex
cnosoynoTpebneHni.

BaxHewnwen ocobGeHHOCTbI0 MNpouesypHOM JNEeKCUMKM ABNsSieTcsa TO, 4YTO CroBa
NCronb3yeTcd B TeKCTe B OAHOM BO3MOXHOM 3HayYeHuu. OAHO3HAYHOCTb KOHTEKCTHOro
ynotpebneHnsa obycnoeneHa TeMaTMKon OKYMEHTa:

«CTOpOHbI 065a3yt0TCs 06ecneunTb B3auMHble GapTepHble NOCTaBKw...»

MpM BCEMN MHOrO3HAYHOCTM CIIOBO «CTOPOHbI» MPOYMTLIBAETCA TOMbKO B
IOPUANYECKOM acnekTe — «lopuandeckue nvua, 3aknioyaroLme 4oroBop.

Bbicokast cteneHb 0600LWEHHOCTM M abCTPakTHOCTM OCHOBHOW CTuneobpasyoLlen
nekcukn (pactopxeHune, obecneyeHne, notepu, pacyeT, paboTa, pasHornacus, nsgenve,
HaMMeHOBaHMEe W T.N.) B O€fl0OBOM MUCbMEHHOW pPeYn COoYeTaeTCsl C KOHKPETHOCTbH
3Ha4YeHUs1 HOMEHKIaTYPHOW JTIEKCUKMN.

HomeHknaTypHas nekcuka C ee KOHKPEeTHO-AEHOTaTMBHbIM 3HayeHMeM Kak Obl
AOMNOMHAET BbICOKMMA ypoBEHb OOOOLLEHHOCTM TEPMWHOB M NPOLEOYPHOW NEKCUKU. OTn
TUMbl CNOB UCNOMb3YTCA NapasnnenbHO: B TEKCTe AOroBOPOB - TEPMUHbI U npoueaypHas
nekcuka, B NPUMOXeHUaX K 4OoroBopam - HOMeHKNaTypHas nekcuka. B onpocHbIx nuctax,
peecTpax, cneuudukaumsx, 3asBkax W T.N. TEePMWUHbl Kak Obl MNonyyawT CBOKO
pacLMpPOBKY.

B TekcTax OOKYMEHTOB He AonyckaeTcsl ynotpebrneHnsa G6paHHbIX cnoB u BoobLie
CHWXEHHOMN NEeKCUKU, PasroBOPHbIX BbIPAXXEHUM U KaproHU3MOB, TEM He MeHee B A3blK
AerioBov nepenuncku nonagarT npodeccuoHasribHble U XXaproHHble CrnoBa: KagpoBWK,
nnaTexka, Haknaka, HesaBepLueHka u T.n. icnonb3oBaHne NogobHON NEKCUKM B 4EMNOBbIX
nMcbMax TaK e HEeyMEeCTHO, KaK MCMonb3oBaHue KaHuenspuamoB B b6biToBon becene,
MOCKOSNbKY MCMNOMb30BaHNE €€ 3aKpenneHO TOMbKO 3a YCTHOM cdepor obleHns u
oTBeyvaTb TpeboBaHMIO TOYHOCTU OHA HE MOXET.

B oenoBow NMCbMEHHOM peyvn AOMUHUPYIOT NpocThle npeanoxeHns. Oco6eHHOCTbIO
X PYHKLMOHMPOBAHUA B A3blke AENOBbIX Bymar ABnAeTcA TO, YTO OHU B AOKyMeHTax
YyacTo nepegaroT nHdopmauuo, Kotopas no o6bemy paBHa MHGOpPMaUnn, nepegaBaemon
C MOMOLLbIO CINOXHOIO NpeanoxeHnd. 3a cyeT 4ero 3To0 gocturaertcsa? besycnosBHoO, 3a
cyeT Oonblen ANUHbI U CEMAHTUYECKOM €eMKOCTU npeanoxeHusa. OTaenbHble
CMOBOCOYETaHUA MOryT nepedaBaTb TaKyl >Xe WHGPOpPMauuio, Kak npuaaToudHble
npeanoXeHus.

MpeonoxeHne B AOefIOBON MUCbMEHHOM pPedYn 4YacTo OCNOXHAETCA OAHOPOAHbLIMMU
yfieHamu, nNpuYacTHbIMM W AeenpuyacTHbiMM  obopoTamu. Takum obpas3om, OHO
paspacTtaeTcs (0COGEHHO B MpuKasax, MOCTaHOBMEHMAX, pacnopsxeHusx) Ao absaua,
MHOrga — OO CTpaHuubl, T.e. O HECKOSMbKUX COTEH CNoB. ECTb XaHpbl, B KOTOPbIX TEKCT
paBeH npeanoxeHuto (cnyxebHas 3anucka, Tenerpamma, npukas, MNOCTAHOBEHWE).
Tabnuua Takke npeacTaBnseT cobon npeanoxeHne ocobor CTPYKTypbl: noanexaiiee
npeacrtasnseT cobon MOCTOSIHHYK WHOpMauuio, pacnonaratollytocs B OOKOBMKaX, a
CKasyemoe — MnepeMeHHy MHpOopMaumio, pacnonaratwLLyocs B BepTUKanbHbIX rpagax,
4YTO HeOHXOOMMO YyUMTbIBATEL NPU NEPEBOAE MMCbMEHHOW PEYUN HA YCTHYIO.

Mopsgok crnoB nNpeanoXeHust B oomumnanbHO-A4E0BOM CTUME OTNNYaeTCsl CBOEN
CTPOroCcTbl0 U KOHCepBaTu3MOM. CBOWCTBEHHbIN CTPOK PYCCKOro npeariokeHus Tak
Ha3blBaeMbI NPSAMOK NOPSAOK CIIOB 3aKryaeTcs B NpeALllecTBOBaHUM nognexawiero no
OTHOLLUEHMIO K CKasdyemomy (ToBap OTNycKaeTcs ...); onpedenieHns - no OTHOLUEHU K
onpenensieMomy crnoBy (KpeauTHble OTHOLLEHUS); YNPaBnstowWwero crioBa - no OTHOLUEHUI
K ynpaBnsieMomy AOMOSHEHUIO N 06CTOATENBLCTBY (PMKCMPOBATh LiEHbI, BbIAENUTL KPEaWT,
HanpaBuUTb B MMWHUCTEPCTBO). Y KaXOoro uneHa npeariokeHnst ecTb 0OblYHOE,
CBOMCTBEHHOE €My MECTO, onpeenseMoe CTPYKTYpor U TUMOM NPeasioxXeHns, Cnocobom

56



CUHTAKCUYECKOro BbIpaXeHWA 3TOro 4nieHa npennoxeHusl, MectoMm cpegu Opyrux cros,
KOTOpble HenocpeacTBEHHO C HUMM CBfi3aHbl. Tak, Hanpumep, HecorracoBaHHoe
onpegeneHve, BblpaXXeHHOEe MMEHEM CYLLEeCTBUTENbHbIM B KOCBEHHOM nagexe, OOMMKHO
CTOATb nocrie ornpegensemoro cnoea. [nga s3bika AefIOBON MUCbMEHHOCTU XapaKTepHbl
LenoYKn POAUTENbHbIX NadeXen: «pacnopskeHmne MNaBbl agMUHUCTPaLUN ropoaa.

B 6e3nunyHbIX NpeanoXeHnax n NacCMBHbIX KOHCTPYKUUAX NEPBYIO MNO3MLMIO BMECTO
nognexawiero 3aHMMaeT, Kak NpaBuIio, BTOPOCTEMNEHHbIN YNeH NpeanoXeHus.

«Komuccuen ycraHaBnuBaeTCA OTBETCTBEHHOCTb M pa3Mepbl KOMMeHcauum 3a
NMPUYMHEHHBIN yLLEePO».

dopmManbHO-NOrMYECKNn TUN TEKCTOBOW OpraHusauun nposisngetca B pybpukaumm
NPOCTOro NPeanoXeHusi, T.e. B YNleHEHNN TeKCTa Ha COCTaBHble YacTu rpaduyecku. Kak
npaeuno, pybpukaunen pasbmBaloTCa OAHOPOAHbBIE YNEHbl NPEANOXEHUSA, HEPEOKO OHM
OCMOXHAKTCA  NpUYacTHbIMM U geenpuyactHbiMM  obopoTamu,  NpPUaATOYHbIMU
npeanoXeHUsaIMn, BBOAHbIMU CITOBaMM:

lMocpeaHUK cBOEBPEMEHHO NMpeaynpexaaeT 3akasuumka:

— HENPUrogHoOCTU UnNn HeaobpokayeCcTBEHHOCTN ToBapa, NONy4YEHHOro OT 3akasuuka;

— 0 TOM, 4TO cobniogeHne ykasaHuin 3akasvvka B npouecce BbINofHeHns pabor,
00yCnoBEeHHbIX JOrOBOPOM, NPUBEAET K Nopye ToBapa;

— HanMuuu WHbIX, He 3aBucAwmx oT [locpeaHuka OBCTOATENbCTB, rPO3ALLMX
yXyAlWeHneM KadecTBa ToBapa Uin HEBO3MOXHOCTLIO BbIMOMHEHUSA YCNOBUN HACTOSLLErO
Aorosopa.

B kayecTBe NnorMyeckmx TEKCTOBbLIX CKpen B TEKCTe OOKYMEHTa BbICTyNnakT BBOAHbIE
crnoBa: cnepgosaTernibHO, TakMm 06pa3om, CBepxX TOro, C OAHOW CTOPOHbI, C OpYrow
CTOpPOHbI. B kayecTBe cpeacTBa CBA3M B TEKCTaxX AOKYMEHTOB BbICTYNalOT yKa3aTerbHble
MECTOUMEHNA W Npu4acTus, KOoTopble 3amewarT B TeKCTe HOMEHKIaTypHble
HauMeHOBaHWSA, TEPMUHbI:

yKasaHHbI, NpuBeAeHHbIN, CreayroLwWwmii, JaHHbIN, HACTOSLWNIA, NOCeaHUA 1 T.1.

Moapsaunk 06s3aH NPUCTYNUTb K BbINOMHEHUIO paboT He Mno3aHee TPexOHEeBHOro
Cpoka nocrne nepedncrneHns onnatbl. YKasaHHbl CPOK Heobxoaum ana npuobpeTeHns
MaTtepuaros Nno JaHHOMY 3akasy.

B Tekctax KOHTpPaKTOB (OOroBOpoB) 3Ty Xe QYHKUMIO BbINOMHAKT porieBble
0b03HayeHna KoHTpareHToB (3aka3umk — MWcnonuutenb, 3akasunk — [logpsguuk,
ApeHpaTtop — ApeHpogatens, [okynatenb — [lNpopaseu, lMocTtaBwmk — [NokynaTtenb u
T.4.), 3amMeLaroLme pasBepHyTble HOMUHALMK LOPUANYECKMX NN,

TekcT obbeanHseT norvka pasBUTUS TeMbl, KOTopas OpobuTca Ha MUKPOTEMB,
Kaxgasa u3 KOTOpbIX paccMaTpuBaeTcs camMocToATenbHO. [lpn 9TOM  Hen3BeXHbIM
oKa3blBaeTCs MCMOnb3oBaHWe napannenbHbiX CUHTAaKCUYECKUX KOHCTPYKLMNA.

[orosop

1. NMpegmeT gorosopa

1.1. MNocTtaBwmk 06a3yeTcs...

1.2. MNokynatenb 064a3yeTcs...

2. OTBETCTBEHHOCTb CTOPOH

2.1. B cnyyae HeBbINONHEHUS. ..

2.2. B cny4ae oTcTynneHus oT ycrnoBun 4oroeopa...

2.3. 3a HECBOEBPEMEHHYIO onnary...

2.4. 3a HapyLieHne 06a3aTenbCTB. ..

TekcToBass opraHusaumsa OenoBblX MNUCEM, CRYXeOHbIX 3anncok OTnn4YaeTcs
6onblwen cBob6oaon, MeHbLLEN KAHOHUYHOCTBIO, OOQHAKO PErfiaMeHTUPOBaHHbIE MUCbMa
NpubnmxarTCAa No CTeNeHn cTaHgapTmM3aunm K Tekctam OP/.

HecmoTpa Ha cBoeoOpa3ve, BCe pPacCMOTPEHHblE BbIE XaHpbl OenoBOW
NMMCbMEHHOCTN 00beanHSAET BbICOKasi CTENEeHb CTaH4apTM3auumn, KoTopasa oxsaTbiBaeT BCe
YPOBHU £3blka — JIEKCUKY, MOPJIOSIOrMI0, CUHTAKCUC U TEKCTOBbIM ypoBeHb. B wutore
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CKrnagblBaeTcsl  ONpPedeneHHbln  TUM  A3blka, OTNAMYaloLWMIACA  KOHCepBaTU3MOM,
3aMKHYTOCTbIO, HEMPOHMLAEMOCTbIO ANs MHOCTUMEBbLIX BTOPXEHWIN, ONS NPOSIBNEHMUS
UHAMBMAYanbHOrO CTUNS aBTopa. besnuyHoCTb U3NoXeHWs BblpakaeTcs B OTKase OT
NHTEepnpeTauunii, OLEHKM COObITUIA, 3MOLIMOHATBHBIX PeaKkLmu.
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NEKUUA Ne 7
TEMA: Ctunb fenoBou KOppecnoHaeHumn
MNAH:
1. NpaBnno HanucaHus g4enoBoro NUcbma
2. CTunb U3NOXEHUSA OeroBOro nucbma

1. MpaBuno HanucaHusa AenoBOro NMcbma

HanucaHne TekcTa nucbMa siBRseTcs TpygoeMKMM npoueccom. BaxHas 3agada npwm
COCTaBfeHUN MUCbMa — €ro WMH(OPMALMOHHOE HacbIlleHne, T.e. BKMYEeHUEe B Hero
HeobxoaMmoro kKomnuyectsa UWHgopmaumu. [Mucbmo ObiBaeT: OA4HOACMEKTHbIM - U
MHoroacnekTHbIM. OguH acnekT nucbMa 0bbIYHO COCTaBMSET COA4EPXXaHMe BCEro nucbMma,
N Yalle BCero aTo nucbMa, He Tpebytowme oTBeTa. TEKCT MHOrOACMNEKTHbIX MUCEM MOXET
COCTOSAITb U3 Creaylolmnx acnekToB: pas3denoB, MNYHKTOB, MOAMYHKTOB, ab3aues.
N3noxeHne kaxxgoro acnekta HeobxoaMmo HaumHaTb ¢ ab3aua.

[na penoBow nepenuckn xapaktepHa TeHOEHUUS COCTaBIEHUSI NMPEUMYLLECTBEHHO
MHOroacnekTHblx nucem. [MncbMo coctaBnaetTca OOblMHO MO CXeme: BCTYMNneHue,
OCHOBHas 4acTb, 3aKnyeHue. BCcTynutenbHas 4YacTb COAEPXKWUT: CCbINKY Ha LOKYMEHT,
ero oTaerbHble MYHKTbl, NOCAY>XUBLUME OCHOBaAHMEM COCTaBfIEHUS MUCbMa; KOHCTaTauumio
drakTa, B Heun ykasblBaroTcA uernb (NMpu4nHa) cocTaBrieHnsa nnucbma.

Mpn ccbiNnke Ha [OOKYMEHT YKa3blBalOTCA €ro [JaHHble B CreayloLlen
nocrnegoBaTenibHOCTU: HaMMEHOBaHWe BUAa AOKYMEHTa, aBTop, AaTta, perncTpaumoHHbIn
HOMEp [AOKYMEHTa, 3arofioBoK, Hanpumep: B cooTBeTCTBUM C NOCTaHOBEHUEM
MpaButenbctBa Poccunckon ®epepaumm ot 27 uioHa 2004 r. Ne 620 «O6 yTBepaeHMM
TunoBoro nonoxenus...» B OCHOBHOWM 4acTm wu3naraeTcs OnNUCaHne CcobbITusS,
CMNOXMBLUENCS CUTyauuu, UX aHanu3 n nNpuBoAMMblE AoKa3aTenbctBa. MIMEHHO B 3TOW
yactn Heobxogmmo ybeauTb, AoKa3aTb, YTO B MPOBOAMMOM COBeLLaHMK (KOHepeHuun,
Kpyrnom ctone) HeobxoaMmo y4acTBOBaTb, YTO NPOM3BOAMMAN MNPOAYKUUSA  Unuv
BbINOSTHAEMbIE YCIyrn ny4lune, 4YTo NpocbOy He0OXO0ANMO BbINOAHUTE U T.4.

3aknoyeHne nucbmMa npeacrasnseT cobon BbiBOAbI B BUAE NPOCLO, NpeasioXeHun,
MHEHW, OTKas3oB, HanomMuvHaHuhn wn T1.4. [lMCbMO MOXeT coaepxaTb TOSbKO OAHY
3aKknYnTENbHY0 YacTb. OCHOBHbIE BOMPOCHI MMCbMa HAZ4O 4eTKo CcOopMynMpoBaTb U
pacnosioXnTb B NocriegoBaTeNbHOCTU, Hanbonee onTumManbHon Ans BocnpuaTus. Mocne
COCTaBIEHNS N HanucaHusa crnyxebHoe NMCbMO HEOHBXOAMMO OTpPeaaKTUPOBaTb.

[lenoBoe NMCbMO NPaKTUYECKN BCErga HaumMHaeTcs ¢ obpalleHuns. Jta Hebonblias
no obbemMy 4YacTb TeKCTa WCKNIOYUTENbHO 3HayMma ansa uenen obuwieHus. paBunbHO
BblbpaHHOe obpalleHne He TONbKO MpuBreKaeT BHMMaHWe agpecata, HO W 3ajaet
nepenucke HY>XHY0 TOHaNbHOCTb, CMNOCOBCTBYET HanaXXmMBaHUO U NOAAEPXKAHWNIO OENOBbIX
OTHOWeEHW. BaxHocTb obpalleHns onpegensieTca aBTOpPOM nuUCbMa, obpalleHne
nosponsier obecneuntb cebe cnywatena. Ocoboro BHMMaHWUA 3acnyXmBaeT 3Hak
npenuvHaHus, crneayowmi 3a obpalleHnem. 3anaras nocrne obpalleHns npugaeT nMcbMy
OyOHWYHBIN XapaKTep, 3HaK BOCKMMUAHUS MNOAYEPKMBAET 3HAYUMOCTb UM OduLMarbHbIN
CTUMb.

CocTaButenb TekcTa AOMKEH NPUHATL BO BHUMaHWe crneytowme akTopbl:

1. O6LiecTBEHHYIO NO3NLMIO agpecaTa B COOTHOLLEHNN C COBCTBEHHON;

2. CTeneHb 3HAKOMCTBA, XapakTep OTHOLLUEHWN,

3. OhmuymanbHOCTb/HEOPULMANBHOCTL CUTYaUNN OOLLEHNS;

4. OTUKEeTHbIE pa3peLleHmns, 4ENCTBYOWME B JAHHOM PEYEBOM KOMNEKTMBE.

Mpn nevaTaHun obpalleHne BblpaBHMBAETCS MO LIEHTPY:

YBaxaembinn Ceprein NeTposuny!

TeKCT NnUcbMa MOXeT 3aKkaH4YMBaTbCS BblpaXXeHUEM OXMAAHUS UCNOSTHEHNS NPOCLObI
(rapaHTuK, npeacTaBneHns, NpUrnaweHns, HanoMuMHaHus), a Takke ¢OopMynon
BEXINUBOCTU, HANpuUmMep:
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Bbipaxalo CBOKW Mpu3HaTEeNbHOCTL 3a OKa3aHHOE COAENCTBME W 3aBepsito, YTO
npeacrtasneHHaa Bamun nHdopmauna dygeT nveTb 6onblIOe 3HaYeHNe B Aene pasBuTus
B3aMMOBbITOAHOrO COTPYAHMYECTBA.

Monb3ysicb cnyyaem, Bbipaxato 6narogapHOCTb 3a NpurnalleHue. ..

Beipaxato Hapgexgy Ha nrogoTBOPHOE COTPYOHMYECTBO W akTUBHOE Yy4yacTue B
peweHMn 3agad, B BblpaboTke M peanu3auun Hawux AanbHenwnx nporpaMmHbIX
OEencTBun.

dopmyna BEXNUBOCTY pacronaraeTcs nepen pekBMsnToOM «Noanucb», nevyataeTca C
ab3aua n oTgensieTcs OT AOSMKHOCTU 3anaTon. HammeHoBaHWe LOMKHOCTU NULIETCHA C
NMPOMUCHON UNN CTPOYHOM OYKBbI B 3aBMCUMOCTM OT TOrO, Kak OOSMKHOCTb NponMcaHa B
yuypeauTenbHbIX UMM HOPMaTUBHO-MPaBOBLIX OOKYMeHTax opraHudaumm. B Tom crnydvae
ecnn nucbMo 6yaer odopMieHo Ha OGnaHke AOSMKHOCTHOrO nvua, TO B PEKBU3UTE
«noAnucb» HaMMeHOBaHWe OOJHKHOCTU He YKa3blBaeTCs.

OcobeHHOCTN OenoBoro CTuns, cneumduyeckne YyepTbl, NpUcyline emy, CTUneBble
HOPMbl 3TOW Pa3HOBUAHOCTU HA3blka OPOPMUNUCH NOA BAUAHWEM YCITIOBUW, B KOTOPbIX
npoTeKkaeT Aenosoe obLeHne. 3TK YCNoBUA 3aKIYaloTCs B CreayoLeMm:

1. YyacTHukn pgenoBoro obuieHuMs — NpeMMyLLECTBEHHO lopuanyeckue nuua —
opraHusauuu, ydpexaeHus, npegnpusaTtvs, B nuue  OeWCTBYIWMX OT  MMEHMU
pykoBoauTenen u apyrux JOIMKHOCTHbIX UL,

2. Xapaktep ® copepxaHue WHMOPMALUMOHHBIX B3auMMOCBA3EN OpraHu3sauum
A0CTaTOYHO XEeCTKO pernamMeHTUpOBaHbl;

3. Mpegmetom penoBoro 06OWEHUA BbICTYNaeT AeATEeNbHOCTb  OpraHm3auuu:
ynpasneHyeckas, Npou3BOACTBEHHAs, SKOHOMUYECKaAs, HAay4YHas, TexXHNU4Yeckas v ap.;

4. YnpaBneH4yeckMe OOKYMEHTbl B nogaBndalowemM 60MbLUNHCTBE OPUEHTUPOBAHbI Ha
KOHKPETHOro nosyvyatens;

5. BOnNbWMHCTBO cCUTyauun, BO3HMKAKLUMX B OEATENIbHOCTM OpraHuMsaummn u
HYXJaLWMXCA B MMCbMEHHOM OOPMITEHUN, OTHOCATCS K MOBTOPSOLWMMCS, OOAHOTUMHBIM
cUTyauusim.

PaccmoTpeHHble  ycnoBusi  OenoBOro  obweHus  OopMUpYOT  OnpederieHHble
TpeboBaHuA K ynpaBneHyeckom wHdopmaumn. [Ona obecneyeHns 3PPEKTUBHOrO
WHpopmaunoHHoro obmeHa B cdepe ynpaBneHns wuHdopmaumsa AoSpkHa obnagaTtb
onpeneneHHbIMY CBOMCTBaAMM.

OHa pgormkHa bbITb:

1. OcdmumanbHOM NO CBOEMY XapakTepy, YTO MNoAYEepKMBaET AEeNOoBYH OCHOBY
OTHOLLEHUIA, NX HENUYHOCTHBIAN XapakTep, a Takke CBUAETENbCTBYEeT 00 onpeaeneHHon
ANCTaHUUK, CYLLECTBYIOLLEN MeXAY y4aCTHUKaMu AenoBOro obLieHus;

2. AOpecHon, TaK Kak yrpaBfeHYeckMn [OKYMEHT Bcerga npegHasHadeH
KOHKPETHOMY Mosy4aTento, AOSPKHOCTHOMY 1Ly, OpraHusaLnmu, rpynne opraHnsaumim;

3. AKTyanbHOMW, NOCKOSbKY OOKYMEHT AOSKEH codepXaTb UMEHHO Ty MHopmMauumio,
KoTopass HeobxoouMma B [aHHbIA MOMEHT BpeMeHW AN NPUHATUS 3P FEKTUBHOIO
yrnpaBfieHYeckoro peweHna nmbo MHOMo  WUCNOMb30BaHMA B yNpaBfieHYeCKoW
AEATENbHOCTU;

4. OGBHLEKTMBHON M [OOCTOBEPHOW, TaK Kak Ans 3dpdekTUBHOW YynpaBrieH4YeCKon
AeaTenbHOCTU HeobxoauMa HenpenB3sTasi, becnpucTpactHas OueHka cobbiTMi, haKToB,
ABIEHUN;

5. YbeauTtenbHoOW, apryMeHTUPOBAHHOW, MOCKOMbKY 3agada OenoBoro obueHus —
nobyanTb agpecaTa coBepLuaTth (MM HE COBEpPLLATL) ONnpeaeneHHble OENCTBUS;

6. MonHoM w©n  pgocTtaTodMHOM  ONA NPUATUS  YNPaBIIEHYECKOro  peLueHus.
HegoctaTtouyHOCTE WH(pOpMauMM MOXeT Bbl3BaTb HEOOXOOMMOCTb  [OMOMHUTENBHO
3anpalwvBaTb CBeJeHUd, NnopoxaaTtb Nepennucky, NPUBOANTbL K HeonpaBAaHHbIM NOTEPSAM
BPEMEHN N CPELCTB.
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CraHgapTnsauusa OerioBoM peyn oxBaTblBAeT BCE YPOBHU A3blka — W JIEKCUKY, U
Mopdponoruio, n cuHTakeuc. K Hactosawemy BpeMeHn ernoBasi pedb Hakonusa orpoMHoe
4YnCcro TepMmnHOB, 060poTOB, hopMyn. MIcnonb3oBaHMe roTOBbIX KOHCTPYKLUUI NO3BONSET
He TpaTUTb BPeMS Ha MOWUCK onpederneHun, XapakTepusyrLlmx cTaHOapTHbIE cUTyauuu.
CraHgapTmsauus  O0enoBOW  peyn  3HaAYUTENbHO  MOBbIWAET  UMH(OPMAaTUBHOCTb
AOKYMEHTOB, 3aMeTHO obneryaet ux BOCNpPUATUE, 4YTO CNOCOBCTBYET ONTMMU3AUUU
AOKyMeHToo6opoTa B LIENOM.

HenTpanbHbI TOH W3NOXEHUS — 3TO HOopMa OdUUManbHOro OenoBoro obLeHus,
KOoTopasi NposiBNISIETCA B MaKCMMarbHO CTPOroOM W CAEpXaHHOM XapaKTepe MU3MNOoXeHUs.
HenTpanbHOCTb TOHA W3MOXEHUS WCKIYaeT BO3MOXHOCTb YNnoTpebneHus B TekcTax
39KCNPECCMBHO M 3MOLIMOHANbHO OKpaLLEHHbIX 3bIKOBbIX CPeaCTB (Pa3roBOPHOW JIEKCUKN Y
mMexgomeTuin) obpasHbiX CpPeacTB WM CroB, ynoTpebrnsemMbix B MEPEHOCHOM CMbICIe.
NHpopmaunsa, cogepxalancs B TEKCTe NUcbMa, odomumanbHas no cBoemy xapakrepy. o
3TOW NPUYMHE NMNYHOCTHbIN, CYOBEKTUBHbBIA MOMEHT B JOKYMEHTaXxX A0SKeH ObiTb CBEAEH K
MUHUMYMY. M3 A3blka JOKYMEHTOB UCKMIOYAKOTCA CrnoBa, obnagaroLime SpKo BblpaXXeHHOM
3MOLIMOHAIbHOM OKpacKoW (CrioBa C YMeHbLUUTENbHO-NnackaTenbHbiM1 cyddukcamm, ¢
cydpdukcamun npeysennuyeHnsa NN yMeHbLUEHNSA, MeXO0MeTUS).

OpaHako Henb3sa cynTaTth, YTO OPULManbHbI AOKYMEHT BOOOLLE NULLIEH SMOLUNA.

Llenb OGonblKMHCTBA [OOKYMEHTOB — 3auHTepecoBaTb ajpecara, ybeauntb ero,
nobyanTb AENCTBOBATb B HY>XHOM 1151 aBTOpa HanpasfeHun. YnpaBneHYeCcKknn JOKYMEHT
He OOCTUrHeT cBoen uenu, ecnn OyaeT NUWEH 3MOLMOHANbHOro0 noaTekcTa, OAHaKo
9MOLMOHANbHOCTb AOIMKHa OblTb CKPbITOM M OOCTUraTbCsl HE A3bIKOM, a COLEPXaHUEM.
OHa pomkHa ObITb CKpblTa 3a BHELUHUM CMOKOWHbBIM, HENTPArbHbIM TOHOM W3MOXEHUS.
TOYHOCTb M3NOXeHUsa npeanonaraeT 04HO3HaYHOE NOHMMaHWe cogepXaHus JOKYMEHTa.

FAcHOCTb M TOYHOCTb TeKkcTa onpegendeTrcsa npexge BCero MnpaBUNbHOCTLIO
KOMMO3ULMOHHOW CTPYKTYPbl TEKCTA, OTCYTCTBMEM FOrMYECKMX OWMBOK, MpOAYMaHHOCTbIO
N 4YeTKOCTbIO (POPMYSIMPOBOK — YCTOMYMBBLIX OOOPOTOB, OTCYTCTBMEM OOpPa3HbIX
BbIpaXXEeHUMN.

JIaKOHNYHOCTb M3MOXEeHUs TeKkCcTa [OOCTUraeTcsl 9OKOHOMHbLIM  WUCMONb30BaHUEM
A3bIKOBbIX CPEACTB, WCKMYEHMEM peyeBOM W3ObITOYHOCTM — CIMOB WU BbIpaXXeHWN,
HecyLUnX AOMNONHUTENbHbLIA CMbICTT.

TpeboBaHne NaKOHUYHOCTWU, UMM KPATKOCTWU, TEKCTa HEenoCpenCTBEHHO CBSA3aHO C
yMeHblleHNEM obbema TekcTa. TpeboBaHMe KpaTKOCTW 3acTtaBnsieT 06onee 4eTko
dopmynupoBatb TeMy [OOKYMEHTA, 3KOHOMHO WCMONb30BaTb $3blIKOBble CPEeACTBa,
UCKIoYaTh NIUWIHWE CrnoBa, He Hecyline Heobxoammon uHdopMauun, HeonpasAaHHbIE
MOBTOPbI U HEHY>XHbIE NOAPOBHOCTH.

MucemMo  pomkHO ObiTb  yOeauTenbHbIM - HE3aBUCUMO OT  TOro, KOMY OHO
HanpaBnsieTcsd, cogepxaTb TOYHbIE AaTbl, 6eccnopHble akTbl U BbIBOAbI.

OpgHa 13 ocobGeHHOCTEN [OENOBON peYn — LMpOoKoe YnoTpebneHne SA3bIKOBbIX
dopmMyn — ycTonumBbiX (LLABMOHHBLIX) 060POTOB, NCNOMb3YEMbIX B HEM3MEHHOM Buae. [Ans
MOTUBaALUKN TOrO NN UHOTO OENCTBUSA MPUMEHSIOTCS Cneayowme BblpaXeHus:

— Coobuwaem, 4to B nepuoga c... no...;

— CoobLaem, YTo No COCTOSAHUIO Ha...;

— Hanpaensiem Bam cornacoBaHHbIN. . .;

— Npocum Bac paccmoTpeTb BONpoc o...,

— NpoBepkon ycTaHOBMNEHO, YTO....;

— B cBa3u ¢ otcytcTtBUEM hMHAHCOBOW NOMOLLMN. . .;

— B ¢cBA3K CO CNOXHOM 3KOHOMUYECKOW CUTyaumnen...;

— B cootBeTcTBUM C Bawmm nucemom. . .;

— B nopsigke nposeaeHnsa coBMecTHoum paboTsl...;

— B cooTBeTCTBUM C MPOTOKOSIOM...;

— B noaTBepxaeHne Hawen JOroBOPEHHOCTMU. .. ;
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— B uenax ykpenneHns oTBETCTBEHHOCTU... U T.4.

AsbikoBble  OpMynbl — 3TO  pe3ynbTaT  YHUUKaAUMUM  A3bIKOBbIX  CPEeAcTB,
NCronb3yeMbiX B NMOBTOPSAOLWNXCA cuTyaunax. Kpome BbipaXXeHUsa TUMOBOro CoaepXKaHus,
A3blKOBble (POPMYIbl HEpPeaKo BbICTYMAKT Kak puauvyeckme 3HavyMMble KOMIMOHEHTbI
TekcTa, 6e3 KOTopbIX AOKYMEHT He obriagaeT 4OCTaTOYHON IOPUONYECKON CUITON:

— NapaHTUpyem Bo3BpaT KpeauTta B CyMMe.. .,

— Onnaty rapaHTupyem. Hawwm 6aHKOBCKME PEKBU3UTLI.. .,

— KoHTponb 3a BbiNOMHEHWEM Bo3rnaraeTcs...

TepMunH — CrioBO Unu crioBocoyeTaHue, KOTOPOMY MpUMUCaHo onpeferieHHoe unm
cneumanbHoe noHAaTue. COBOKYMHOCTb TEPMWHOB OTAESNbHOW 06nact 3HaHUW unu
npodeccuoHanbHoOM AeATeNbHOCTU COCTaBNAeT TEPMUHOSIOTMIO, TN TEPMUHOCUCTEMY.

YnotpebneHme TepMMHOB B CTPOro (UKCUPOBaHHOM 3HadeHun obecneuymBaet
OLHO3HAYHOCTb MOHUMAaHMUS TEKCTA, YTO OYEHb BaXXHO B AENTOBOM OOLLEHNN.

TepMuHbl, Ucrnonb3yemMble B YynNpaBfeHYeckon AOKyMeHTauuu, — 3TO oTpacnesas
TEPMUHOMNOINSA, OTpaxawwas coaepXaHne TOW npeamMeTHon obnactu, KOTOpow
NnocBSLLAeTCA codepXaHue [OOKYMEeHTa, a Takke TepMWHbI, CroXmBlUMEeCs B cdepe
AOKYMEHTauNoHHOro obecneveHms.

MpaBuUnbHOCTb M CTabWNbHOCTbL YyNOTPebNEeHNa TEPMUHOB Ha NpaKTUKe AOCTUraeTcs
NCronb30BaHNEM TEPMUHOSOMMYECKUX CNOBapen U cTaH4apToOB, KOTOPbIE YCTaHaBNUBaKOT
CTPOro OAHO3HAYHYK CUCTEMY MOHATUA U TEPMUMHOB M CNOCOBCTBYIOT YNOPAA0YEHMIO
TepMuHonormn. TepMuHbl, ynotpebnsemble B cpepe AOKYMEHTAUMOHHOrO obecneyeHns
ynpaeneHus, 3adumkcnposanbl B TOCT P 51141-98 «[lenonpon3BoACTBO U apXMBHOE
aerno. TepMuHbl 1 onpeaeneHns».

Mpu ynoTpebneHun TepmmHa HeobxoamMmMo cneguTb 3a TeM, YToObl OH Bbln NOHATEH
agpecaty. Ecrnv y aBTOopa nucbMa BO3HMKAeT COMHEHMe Mo 9TOMy MoBoAy, TO
Heo6xo4MMO NOCTYNUTb OAHUM U3 crneayroLwmnx obpasos:

— fgaTb ouumMansHoe onpenerneHne TepMuHa;

— pacwndgpoBaTb 3HAaYEHNE TEPMNHA CITIOBAMU HENTPAribHOW NEKCUKN;

— ybpaTb TEPMUH NNN 3aMEHNTb €ro OBLLENOHATHLIM CITOBOM UIN BbIPaXXeHNEM.

TpyaHocTn B ynotpebneHnn TepMUHOB CBSA3aHbl eLlle U C TeM, YTO TepMUHOCUCTEMA
HaxoOuUTCS B MOCTOSIHHOM W3MEHEHUW: MEHSIETCS COAEepXaHWe YxXe CyLeCTBYHOLNX
MOHSTMI, BO3HUKAIOT HOBbIE, YaCTb MOHATUN yCTapeBaeT, n 0603HavawLwWwme nx TEPMUHDI
BbIXOAAT M3 ynoTpebneHus.

Mpn ynoTpebneHmm MHOro3HadHbIX TEPMUHOB (TEPMMHOB-CMHOHMMOB) crieayet
YyYuTblBaTb, YTO B OQHOM JOKYMEHTE TEPMUH MOXET YynoTpebnaTtbcs TONbKO B OOHOM U3
CBOMX 3Ha4YeHUn. Hanpumep, TEpMUHbI «AOTOBOP», KKOHTPAKT», «COrfalleHne» ABsTCA
TEPMUHAMN-CUHOHMMAaMK, HO OHW pasnUYalTCA MNPaKTUKON CBOEro npuMmeHeHus. B
TPYAOBOM 3aKOHOAATENbCTBE peyb WaeT O TpyaoBOM foroBope (KOHTpakTe); B
rpaXXgaHCKoM —  OBYX W MHOFOCTOPOHHWE  COENKW  HasbiBalOT  [OroBopamu; BO
BHELLHETOProBoM  AedTenbHOCTM Gonee  ynotpebuteneH TEpMWH  KKOHTPaKT»,
[OrOBOPEHHOCTU B paae Apyrmx obnacten UKCUpYOTCS B COrnalleHnsx.

Ewe ogHa ocobeHHOCTbL AenoBon peun. B genoBon peun NpUMEHSIIOT COKpaLLEHUS.
PasnuyaloT ABa OCHOBHbIX BUAa COKpaLLEeHWs CroB:

1. Nekcnyeckne (abbpeBmaTtypbl) — CNOXHOCOKPALWEHHbIE cnoBa, 0Opa3oBaHHbIe
nyTeM yganeHnsa 4yactn coctaBnsawowmnx nx 6yks m3 yacten cnos: CHIL, OO0, MYC, ASC,
FOCT, 'YM, Pockom3sewm, rnaBbyx, 3aB., 3aM., CneyHas.

2. 'padhmnyeckme — npumMeHseMble Ha NMCbME COKpalleHHble 0603Ha4YeHns CroB: rp-
H, TYK, -0, KB. M 1 Op.

B nucbmax AOMmkHbI yNnoTpebnaTbCs TONbKO OMuManbHO MPUHATBIE COKpaLLeHus,
ob603Ha4YeHNa U TepMuHbl. HanMeHOBaHus yuYpexaeHwn, opraHusauuMi n OO0JTHKHOCTEMN,
3BaHUW, eOVHUL, U3MepeHus, reorpaduyeckme HasBaHWA W Opyrue OOSMKHbl TOYHO
COOTBETCTBOBATb OpULMATIbHBIM HAa3BaHUSAM.
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Ewe opgHa ocoBGeHHOCTb [ernoBOW peyn — UCNONb30BaHWE KOHCTPYKUMKA C
nocnegosaTernbHbIM NOAYNHEHNEM COB B POAUTENBHOM UMM TBOPUTESTbHOM Nagexe:

— lNpegnaraem Bam BapuaHTbl peleHnn (4ero?) peKoHCTPYKLUUU CUCTEM OTOMNEHUS,
BEHTUNALUNN N CaHUTAPHO-TEXHUYECKUX YCTAHOBOK XWUIbIX JOMOB U afMUHUCTPATUBHBLIX
34aHNN.

— T[lonHocTblo pasgendem HeobxoauMoOCTb (4Yero?) panbHenwero obcyxaeHus
KOHKPETHbIX BONPOCOB BO3MOXHOIO COTPYAHNYECTBA.

— CornacHo yTeepxaeHHoMy [NpesngeHtom Poccurickon enepauum (Hemy?)

[MepeyHo OCHOBHbLIX MEPONPUATUIN MO NOATOTOBKE U NPOBEAEHUI0 NpasgHoBaHns 60-
1 rogoBWwmHbl [Mobeabl B Bennkon OTeyecTBEHHOM BOMHE...

CornacHo wrtaTHOMY pacnucaHuio...

[na genoBown pevn xapakTepHO ynoTpebreHne CroBOCOYETaHU C OTrarosfibHbIMM
CyWeCcTBUTENbHbIMU. Ype3Bbl4alHO aKTMBHO B [JeriOBOM peys BMECTO [NnarosioB
NCMONb3YITCA KOHCTPYKUUM W3  OTrNarofibHbiX CYLEeCTBUTENbHbLIX CO 3Ha4YeHUEeM
AEeNnCTBUS: okasaTb cofencTane (a He NOCOAEeNCTBOBaTb), OKa3aTb MOMOLb (2 HE NOMOYb),
npomnsBecTn ybopky (a He ybpaTb), oKka3aTb NOAAEPXKKY (a He nogaepXkaTtb), NPOU3BECTU
PEMOHT (a He OTPEMOHTUPOBATb).

[MpocToTa nsnoxeHus, npeobnagaHne NPOCTbIX PACNPOCTPAHEHHbIX NPeanoXeHuN
BaXkHbl Ans nucbma. OcobeHHOCTb AENOBOro CTUMSA — NPeMMyLLECTBEHHOE yrnoTpebneHve
NPOCTbIX pPacnpOCTPaHEHHbIX MPeasioXeHUn, OAHOCOCTaBHbIX (C  OAHWM  rMNaBHbLIM
4YNEeHOM — nognexawumMm WnuM ckKasyembiM) WnM OBYCOCTaBHbIX (C ABYMS TMaBHbIMU
yneHamu — noanexawimm n ckasyembiM) ¢ 06ocobneHHbIMM obopoTamu (MpUYacTHbIMA,
AeenpuyactHbiMM,  060COBMNEHHbIMM  onpedeneHnamu), BBOAHbBIMW  CrOBaMu U
npeanoXeHUs M, Hanpumep:

— B cBA3M c kpanHe Hu3KOM 3PPEKTUBHOCTLIO MCMOSIb30BAHUA TOPOACKON
cobCTBEHHOCTUN, BHeCeHHoM B ycTaBHoM @oHn CI1 «MWO», a Takke HemocTaTO4YHOW
3arpy>XeHHOCTbIO aBTOXO34MCTBa U ero ybbITOYHOCTBIO npocum Bac pewunTb BOMpoc O
nepegaye gonv ropoga PUHaHCOBO-XO3MCTBEHHOMY yrpasneHutio Mapuu.

Mucemo  uenecoobpasHO roToBUTbL MO OAHOMY Bonpocy. Ecnn  Heobxogmmo
obpaTtuTbCa B OpraHM3auuio O4HOBPEMEHHO MO HECKOMbKUM pa3HOPOAHbIM BOMpocam, TO
PEKOMEHOYETCHA COCTaBNATb OTAEMbHbIE MMCbMA MO KaXXOoMy U3 HUX.

B TekcTe ogHOro NnucbmMa MOXHO BblpaxkaTb NPOCHObLI UK Apyrne BONpoChl, €CNN OHK
Ha ncnonHeHne 6yayT nepeaaHbl OAHOMY NNLLY.

Kpome TpaauUMOHHbLIX A3bIKOBbIX (OOPMYST B O€f0BOM Nepennucke BCTpedatoTcA
WHOCTPaHHblEe CroBa M CcrioBocodeTaHus. [pakTU4ecKM OHW UrpatoT posib S3bIKOBbIX
dopmysn. HacTb M3 HMX XOPOLIO 3HAKOMa, YaCTb pacrnpocTpaHeHa B MEHbLUEN CTEMNEHW.
Cnenyet umeTb B BUAY, YTO UCMOMb30BAHNE NHOCTPAHHbLIX CNIOB OTAAET HEe3HAUYNTENbHOM
CTapOMOAHOCTbIO, HO BMECTE C TEM OCTaBIiSieT XOpoLlee BneyaTneHme y 3HalLWero atu
crnoBa napTHepa v No3BoNsieT NOCTaBUTb B TYNUK MOCTOPOHHErO YntTaTens.

Mo coaepkaHUo N HA3HAYEHUIO NUCbMa MOTYT ObITb:

— VHCTPYKTUBHbIMU;

— COMpPOBOANTENBHbIMMU;

— rapaHTUNHbIMU;

— MHGOPMaLMOHHbBIMU;

— 6narogapcTBEHHbLIMN;

— NO34paBuUTESIbHBIMU;

— peKnamHbIMM.

Ectb Takke nucbma-npocbObl, MMCbMa-3anpocbl, MUCbMa-U3BELLEHUS, MNUCbMa-
OTBeTbl, NUCbMa-npurnawexHMs wn ap. Kaxgasa pasHOBUMOHOCTb MUCEM UMeEEeT CBOU
0COBEHHOCTN B COCTaBNEHNN N OCOOPMIIEHNN.
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2. CTMNb U3NOXeHUs AefioBoro nMcbma

He MeHbllee 3HayeHWe Ona Hagnexalwero BOCNpUSaTUS NUCbMa UMEET U CTUIb ero
n3noxeHus. [lenosble nucbMa cnegyet nucatb 0CobbIM CTUNEM. DTOT CTUMb, U3BECTHbLIN
HblHE  Kak cnyxebHo-genoson  (odmumanbHO-genoBon), npeacrtaBnseTr  cobou
PYHKLUMOHAITbHYO Pa3HOBUOHOCTb PYCCKOro f3blka U npefHasHaveH Ans UCNoSib30BaHUS
B npouecce ynpasfeHna opraHusauuen, B TOM 4ucrie, U MocpeacTBOM MUCbMEHHON
cny>xebHOo-enoBon KOMMYHMKaL MK (Nepenmckm).

Cneuunduryecknmmn YeptaMm JaHHOIO CTUIS SBNSETCS:

1) nogyepkHyTas opuULManNbLHOCTL U OEeNOBUTOCTb, HAXo4sLWmMe CBOe BblpaXeHue B
cBoeobpasHbIX bopmax NOBCEAHEBHOrO (B TOM YMUCAE MUCbMEHHOr0) ObLeHus mexay
AOIPKHOCTHBIMU NnuamMu — cnyxebHon cybopavHaumm — n cobrnogeHnn cTaHgapTHbIX
npasusi 0OpPMITIEHNS OENOBbIX MUCEM;

2) apgpecHocTb, nogpasymMeBalOllas  HanMuMe  KOHKPETHbIX  Y4aCTHUKOB
yrnpaBneH4Yeckon AeATeNlbHOCTU, B [aHHOM Ccryyae — oTnpaButenen (agpecaHToB) WU
nonyyvarenen (agpecaTtoB) A4erOBbIX MUCEM,;

3) ycToMuyuBas MNOBTOPSEMOCTb  CfOBapHbIX BErWYMH B  COYeTaHunm C
OrpaHMYEeHHOCTLIO NX UCMOSb30BaHUSA NPY NOAroTOBKE AEeNOoBbIX NUCEM;

4) TemaTn4eckasd orpaHU4eHHOCTb NMUCeM, B KOTOPbIX, Kak NpaBuo, He oceeLlaeTcd
6onee ogHOro-ABYyX BONPOCOB;

5) nekcuyeckoe U KOMMNO3NUMOHHOE eanHoobpasne cogepaHus NMCbma;

6) UCKNIOYNTENBHO HENTPArbHbIM TOH U3MNOXEHUS NUCbMA;

7) TOYHOCTb W BHATHOCTb W3MOXEHWS, UCKMNoYaloLWwme pasHoYTeHME unn OBOSAKOE
TONKOBaHWE CcoAepKaHUs NUCbMa;

JIaKOHUYHOCTL M3NOXEHUS codepxaHud, rnpeanonararoas KpaTKoCcTb U ACHOCTb
ncrnonb3yeMbix B NMcbMe POPMYNMpPOBOK.

Ncxoos mn3 crneundukm ctunsa, npu rnoAroToBKE COAEPXKaHUS [OenoBOoro nucbma
pekomMeHayeTcs:

1) nanaratb CyTb Aena npeMmyLecTBeHHO NPOCTbIMWU, KOPOTKUMU NpearoXeHUIMN —
KOTOpble He [OSMKHbl BOCMPUMHMMATLCA agpecaTtoM KaK MPUMUTUMBHbIE UMW TOMOPHO-
rpyobie;

2) NPUMEHSATb YCTONYMBbBIE CNOBOCOYETAHUA U 060POTbl MMCbMEHHON PEeYn — HO MpU
3TOM He OorpaHuMyMBaTbCA B MNpOLECcCe W3NOXeHUs [OBYMSA-TPeMS «3acaleHHbIMU»
ngnomMamm, NOBTOPSASA UX YyTb NN HE Yepes3 CTPOUKY;

3) ynoTpebnatb TEPMUHbI B MX OOLIENPUHATOM, OAHOOGPAa3HOM ANA MOHMMAaHWUSA
TONKOBaHUN — W BCAKMA pa3 6e30wmboyHO onpenensas, rae npuMeHeHwe TepMuHa
ABNSETCA COBEPLUEHHO HeobxoaumbiM, a roe — OyaeT BOCMPUHATO ajpecaTtoM  Kak
«3ayMCTBOBaHue»;

4) oTAaBaTb NpeanoyvTeHne npsMoMy nopsiaKy CrnoB B NpeanoXeHuu — noanexatiee
npewecTByeT Ckasyemomy, onpeferieHve CTouT neped onpefensieMbiM CroBOM, a
BBOAHbIE CroOBa HaxoOATCs B Hayane npegnoxeHus. Cnegyet, ogHako, oTaaBath cebe
OTYET B TOM, YTO 4Ype3MEPHOEe «CMpsSMIEHNE» TEeKCTa MOXEeT HEBOJSIbHO 3acTaBuTb
agpecata YyCOMHUTLCS B CBOMX YMCTBEHHbIX CNIOCOBHOCTSIX;

5) He MNpUMEHATbL YyCTapeBLIMEe CrnoBa W BblpaxeHusa (apxau3mbl), OTXMBLUNE
KaHuenapckne obopoTbl, 3aMMCTBOBaHUSA M3 MECTHbIX OManekToB. TOYHO Takke cnegyet
ocTeperatbCs  BKIIOYEHUS B  TEKCT  pPasfUyHbIX  «HOBOSI30BCKUX»  BbIPaXKEHWN,
npodeccrMoHarnbHOro XaproHa v T.n.;

6) OTKasblBaTbCHA OT JIULWIHWUX CfOB, HE BHOCALMX HUWYEro HOBOIO B CYLLECTBO
n3noxeHus. He neHuTecb nepeynTbiBaTb HanucaHHoe, Ge3XanoCTHO BblYepkuBasa M3
TeKcTa Bce Te cnoea, 6e3 KOTOPbIX OH HE CTAHOBUTCS MEHEE MOHATHBIM — B KOHLLE KOHLOB,
9TO He TOSMbKO 3KOHOMUS Bymaru, HO 1 BpeMeHM Ballero napTHepa;
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7) n3beratb HeonpaBAaHHOroO ynoTpebneHuss MHOCTpPaHHbIX cnoB. Jllobon mn3 Hac
ropasgo nydwe noHumaeTt cobecegHuka, ecnn TOT obpalaeTcsa K HEMY Ha NPUBbIYHOM
A3bIKE;

8) wucnonb3oBaTb CKasyemble NMOO B MOBECTBOBATENbHOM («yCTaHaBNMBAETCS»,
«COOEPXKUTCH», «MPUMEHSETCH»), MO0 B MNOBENUTENbHOM («BbINOMHUTLY», «PEeLUNTb»,
«COrnacoBaTb») HaKMOHEHUW. «YXOAUTE» OT MPUYACTHbIX U OeenpuyacTHbIX 060pOTOB,
oToaBanTe NpeanoyYTeHne ToUkaMm, a He 3anaTbiM M 6ECKOHEYHbIM «a TakxkKe.

[enosble NUCbMa MMEKT onpeaeneHHble npaBuna CoCTaBneHNa n opopMneHns, K
HAM  npeabaBnaAwTca  TpeboBaHWdA, OOYCMNOBMEHHbIE WX  NPUHAONEXHOCTbIO K
MH(OPMaLMOHHO-CNPaBOYHbIM AOKyMeHTaM. [lpn cocTtaBneHMuM nucbMa aBTOp OOJTKEH
AeTanbHO NpoAdyMaTtb, C KakoW Lernbld OH COCTaBrISieT NMUCbMO, Ha YTO paccyuTbiBaeT B
pesynbTaTe ero paccMmotpeHus. OH OOImKeH YeTKO NPOSICHUTL Ans cebs, 4To agpecaTty
M3BECTHO O NpeameTe NUCbMa, Ha YTO OH MOXEeT OnepeTbCs Kak Ha MCXOAHYH TOYKY U
KakoBa HOBasi MHpOpMaLMs, ele He M3BeCTHas agpecaTy, pagn CoobLieHUs KOTOPON U
coctaBnsgetca nucbMo. OT LeEeneBOM YCTaHOBKM nucbMa OyaeT 3aBuceTb U xXapaktep
aprymeHTaumm n Komnoauums Tekcta. MoXHO BblAennTb criegyolme atansl NogroToBKU U
COCTaBIIEHUNSA MNCEM:

— M3y4eHune cyuwecrtsa Bonpoca

— [MogroToBka 1 HanucaHWe NpoekTa TekcTa NMCbMa

— CornacoBaHue npoekTa nucbMa

— NMognucaHne pykosoautenem

— Pernctpauus

— OTnpaBka.

‘pamMoTHOE cocTaBreHne 0enoBoro nMcbmMa MMeeT Ype3BblHaHy BaXKHOCTb B HaLl
Bek OypHoro pas3sutns WHTepHeT KOMMyHuMKaumm. HecmoTps Ha BHegpeHue Takux
CPeAcCTB CBA3W, Kak TenedoH, Tenekc, Tenerpadg, cambiM AOCTYMHbIM U  HaOEXHbIM
CpeAcTBOM 0OOLEHNA NpOoAoKaeT oCcTaBaTbCs NMUCbHMO.

HenoBas atuka TpebyeT TOro, 4TobbLI COOOLLEHNA, NEpeaaHHbIE NO TenedoHy Unu
dakcy, noareepxgannucb nucbmamu. CnegoBaTtenbHO, yMeEHME nucaTtb AenoBble NucbMa
Ha aHrMUNCKOM A3blke HEOOXOANMO KaXkaomy.

[MpaBunNbHO COCTaBNEHHOE MNUCbMO He AOMKHO coAdep)aTb NPOCTO AOCHOBHbIV
(bykBanbHbIN) NepeBod PYCCKUX KOMMEPYECKMX ODOOPOTOB Ha aHMMUNCKUIA A3bIK. JTO
CBSA3aHO C TEM, YTO KaXOOMy NA3blKy NPUCYLLM CBOM crieundunveckne rpammatTnyeckme
KOHCTPYKUUKN U fiekcudeckne obopoThbl.

Kpome TOro, BaXHO MOMHUTb, 4YTO B TeEMaATUKE PYTUHHbIX AENOBbIX MNUCEM
pasHoobpasne He Tak BENMKO, NO3ITOMY B XOAE AEST0BON NEPENUCKM MOXHO MCMONb30BaTb
HeKoTopble OOLWEenpuHATbIe CcTaHAapTHble 06OopPOoTbl, a Takke MOXHO WCMOofb30BaTh
TMNOBbIE MNUCbMA, YTO, HECOMHEHHO, YCKOPSeT MW YynpowiaeT npouecc AenoBou
KOMMYHUKaLMW.

TekcT nucbma He OOMMKEH OonyckaTb HECKONbKUX TornkoBaHMi. OduumanbHbii A3bIK
AOJDKEH OTNMYaTbCA TOYHOCTBIO U KpacoTon maTematmnyeckon cpopmynel. OTcoga obwme
TpeboBaHUA K TEKCTY OEN0BOro NMcbMa: NMakOHWYHOCTb, SICHOCTb U TOYHOCTb U3NOXEHUS.
TekcT JormkeH OblTb M3MOXEH FPamMOTHO B COOTBETCTBUWM C OEWCTBYHOLWMMU MpaBuriaMmum
opdorpacumn 1 NyHKTYyaumm, B odpuumnansHO-4efI0BOM CTUNeE.

Mo cyTn, 4A3blk oduuManbHbIX LOKYMEHTOB — 3TO CBOeoOpasHbii Habop knuule,
LITaMnoB, CTaHAAPTOB, OTNIMYAOLLMXCA U3BECTHOWN YHUMUKaumnen. CtaHaapTU3MpOBaHHbIE
CrnoBocCoYeTaHusa obreryaloT BOCNPUATUE TEKCTa, YCKOPSIOT NOLrOTOBKY OoduLManbHOro
nMcbma

[enoBble NMCbMa NULLYTCA Ha cneyunarnbHblX 6riaHkax, COOTBETCTBYIOLLMX CTaHOAPTY
N MMEIOLMX YCTAHOBIEHHbLIN KOMMMEKC 06s3aTenbHbIX 3fIEMEHTOB — PEKBU3UTOB.
PekomeHayeTcsa crneayowmin Ux CocTaB: HauMeHo8aHUe opaaHu3auuu, no4mosbil adpec,
Homep menegoHa, Homep hakca, baHKOBCKUE peksu3umsbl, 0ama u HoMmep OOKyMeHma,
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Ccblfika Ha Homep U Oamy exodsue20 OOKymeHma, adpecam, 3a20/1080K K MmeKcmy,
mekcm, ommMemka O Hanuyuu MpusioXeHus, noonuck, ¢hamurnus, uMsi, om4yecmeo u
meJsieghoH UCronHUMerisi.

OdmuymnaneHoe NNCbMO — €OUVHCTBEHHbIN OOKYMEHT, Ha KOTOPOM He CTaBUTCS €ero
Ha3BaHue (B OTnMuMe OT Apyrux [JoKymMeHToB: «[lpukas», «PacrnopsbkeHune»,
«lMonoxeHne», «Yctas» n 1.4.).
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NEKUUA Ne 8

TEMA: YcnoBuA ycnewHon AenoBOov KOMMYHUKaLMK
MIAH:
1. CopgepxaHve oenoBov KOMMyHMKaLUK
2. Ponb pe4yeBOro Mactepcrsa B 4enoBOM KOMMYHUKaLMn
3. [lenoBou pasroBop
4. OcoBEeHHOCTN pasnnYHbIX BUAOB 4EMOBOM KOMMYHUKaLUn
4.1 [lenoBble neperosopbl
4.2 KpuTuka B enoBo KOMMyHUKaumm
4.3 BospaxeHue cobecegHuka

1. CopepxxaHune oenoBon KOMMyHUKaLUmn

[enoBoe obuweHne — 3TO nNpegMeTHO-UeneBas OeATeNnbHOCTb, a CregoBaTesbHO,
cogepxxaHune Kaxxgon KOMMyHUKaTUBHOM (OOpMbI (Hanpumep, nekuuu, oknaaa, ANCKyCccum
N T.N.), @ TaKkKe KaXgon peyeBOW KOHCTPYKUMU (BbIBOA, MHEHMWE, penrivka, Kputuyeckoe
3aMeydaHue 1 Ap.) 3aBUCUT OT KOMMYHUKaTMBHOIO HAMEpPEHNSA U OXUAAeMoro pesynbraTa.
Kaxkgas KoHKpeTHas npodeccroHanbHasa uernb TpebyeT Toro cogepXaHnsa KOMMyHUKauuu,
KOTOpOE MO3BOSISIET €€ OCYLLEeCTBUTb M A0bUTbCS HeobxoamMbix pesynbTaToB. Ecnn uenb
KOMMYHUKaLMM — pasbsACHUTbL 4TO-NnMBO, TO cogepxaHve uHpopmauum byaet
WHCTPYKTUBHBIM (MHCTPYKTax), MOBECTBYIOLNM (KOHCYNbTaund) unuM paccyxgaroLmm
(kommeHTapuin). [pu HeobXoOMMOCTU ONPOBEPXKEHUA UbMX-TO aprymeHToB OyayT
NCronb30BaHbl TE3UChI, JOKa3aTenbCTBa, KOHTPAPryMeHTbl, KPUTUYECKNE BbiCKa3blBaHUS.

Kpome Toro, Ha cogepxaHve 0enoBon KOMMYHUKaLUN MOTYyT BANATE U OCOBEHHOCTH
CKnagblBawLWenca cutyauum W JUYHOCTHBIM NOoTeHuuan napTtHepa. Hanpumep, ans
nepegayvM MHOpPMaLMM Bbl XOTENW MCMNONb30BaTb MeTOoA Aedykuum — OT obuwero K
YacTHOMY, HO B xofe obuweHus ybegmnuce, YTo ANa AaHHOro AenoBoro napTHepa bonee
uenecoobpaseH MeTod MHAYKUMW — OT YacCTHbIX ClnyyaeB, NpMMepoB K 0606LLEHNIO 1
BbIBOJAM.

[lenoBass KOMMyHUKaLMS MOSIHOLEHHA TOMbKO Torga, kKorga B HEW rapMOHUYHO
COeAVHEeHbl B3aMMOCBA3aHHble, HO pasnuyaroLLmMecs CTOPOHbI:

— BHELLHSASA, NoBeJeHYeckasd, onepaunoHanbHO-TEXHUYECKas;

— BHYTPEHHSAS, 3aTparvBatoLlas LEHHOCTHbIE OCOBEHHOCTU NINYHOCTMW.

BHewHol0  CcTOpoHY obuweHns MOXHO Habnwgate, OHa BblpaXxaeTcs B
KOMMYHUKaTUBHbIX OENCTBUAX U PUKCUPYETCH y4acTHMKaMM OBLLEHMS C MOMOLLbIO TaKnX
nokasarterneu, Kak: peyeBasi akTUBHOCTb Mpy B3auMOAEeNCTBUN, UHTEHCUBHOCTb OENCTBUN,
BeAEeHNe CBOEN JNUHUKW, HanopucTtoCTb WU YCTYNYMBOCTb, TEXHUKOKOMMYHUKATUBHOE
MacTepcTBO, OCOBEHHOCTU CryLIaHMsa U afekBaTHOCTb NOBEAEHWS.

BHYTpeHHAA cTopoHa o6LWeHua oTpaxaeT CyObekTUBHOE BOCMPUATME CUTyauun
AenoBoro B3ammogenctaus. OHO BblpaXkaeTcs C NOMOLbI0 BepbarnbHbIX U HeBepbaribHbIX
CUrHanoB W JOCTATOMHO Ferko «CYUTbIBAETCA» Aaxe Toraa, Korga napTtHep nNbiTaeTcd
CKPbITb peakuunio, UCTUHHbIE MOTUBbI U LIENN.

MaHepa obweHns w©n CTUNb 3aBUCAT OT  MHAMBUAYANbHO-TUNONOMMYECKNX
0COBEHHOCTEN NapTHEPOB U UX KOMMYHUKaTUBHbBIX HamepeHuin. Kpome Toro, Ha KynbTypy
AENOBOro B3aUMOAENCTBUS BNUSAIOT U TaKMe NIMYHOCTHbIE (PaKTOPbI, Kak:

— OCOBEHHOCTM KOMMYHUKATUBHbLIX BO3MOXHOCTEW napTHepoB (0COBEHHOCTU
WHTENNEeKTyanbHON OeATeNbHOCTU, 3pyanuma u npodeccuoHanbHas KOMNETEHTHOCTb,
NEKCUKOH 1 Te3aypyc, peveBast KynbTypa U yMeHue cnywaTb);

— CIOXMBLUMACA XapakTep OTHOLWEHUMA C OenoBbiMW napTHepamun (yBaxeHue,
3aBUCMMOCTb, NpeHebpexeHne, COTPYAHNYECTBO);

— NCUXOTUN W OenoBOW CTaTyC NapTHEPOB — KOMMYHWKAaTUBHblE HaMepeHusa B
KOHKPETHOW CUTyaLuu.

B [pQenosom KOMMyHMKauMW pasnuyalroT cregylwme  CTUnuM  B3aMMOLENCTBUA
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napTHEpPOB:

1. TBOpPYECKU-NPOOYKTUBHbIN;

2. noaaBnsAoLWNI;

3. AVUCTaHUUWOHHbIN;

4. nparmaTuyecKku-4enoBou;

5. MonynuCTCKUN 1 3auUrpbiBaloLLMA, MPEBEHTUBHbIN, a TaKXKe OPY>KECKUN.

Bbib6op cTunsa 3aBUCUT OT HECKOMbKUX (DaKTOPOB:

— CTaTyca 4eroBeka;

— ueneu, 3agay 1 KOMMYHUKaATUBHbIX HAMEPEHWUN;

— 0COBEeHHOCTEN CKnaabiBatoLLENCA BO BpeMsi OOLLEHUS CUTyauum;

— MHAMBMAYarbHbIX 0COGEHHOCTEN YY4aCTHUKOB B3aUMOAENCTBMIS;

— HPaBCTBEHHO-3TUYECKUX N LLEHHOCTHbIX YCTaHOBOK.

NHanBuayanbHbi CTUMb O6LWEHMST NPOSABASIETCS Npexae BCEro B pe4eBOM 3TUKeTe,
a Takke OEMOHCTpUpYeTCa Yyepe3 HeBepbanbHble CUrHanbl Tena: pykonoxaTtue, B3rnsaa v
NMOCTaHOBKa [rOMOBbI; TOH rofiloca; AUCTaHUUA M 3aHMMaemble Mo3vuMn 3a CTONOM
neperoBopoB; cneumgunka Ncnonb3yemMblX MNo3, KeCToB, TENOABMKEHNN.

Takum obpasom, acpdekTnBHoe obuieHne TpebyeT 3HaHMS BCEX €ro KOMMOHEHTOB,
BNageHue KotopbiMn obecneymBaeT KOMMYHMKATUBHYHO KOMMETEHTHOCTb [EenoBOro
YyerioBeka.

KoMMyHVKaTVBHAA KOMMETEHTHOCTb — 3TO COBOKYMHOCTb 3HAHUW, YMEHUN WU
HaBbIKOB, BKMNOYaKOLWMX: QYHKUMN ObLWeHns ©n  OCOBEHHOCTU  KOMMYHMKaATUBHOIO
npouecca; BuAbl OOLWEHWSS M OCHOBHblE €ro XapakKTepUCTUKW; cpeactBa obLLEeHUS:
BepbanbHble 1 HeBepbanbHble; penpe3eHTaTMBHbIE CUCTEMbI U KITOYM AOCTyNa K HUM;
BMAbl CMyLWaHNUS U TEXHUKN ero UCMNOb30BaHUs; «0bpaTHY0 CBA3b» — BOMNPOCHI U OTBETHI;
NCUXONOrMyeckme n KOMMyHUKaTUBHbIE TUMbI NApTHEPOB, Cneundguky B3auMoaencTBums C
HUMUW; POPMbI U MeTobl 4eNOBOro B3aMMOAENCTBUS; TEXHOMNOMMU N NMPpUeMbl BIIMSHUSA Ha
niogen; mMeTtoAbl reHepypoBaHUA MOen MU MHTerpaumm nepcoHana Ans KOHCTPYKTUBHOW
KOMMYHUKaLMW; caMmonpeseHTaLmio 1 cTpaterum ycrnexa.

Pa3BuTMe  KOMMYHMKATUBHOW  KOMMETEHTHOCTM —  HeobxoguMmoe  ycrosue
adpdekTnBHOMN NpodeccuoHarnbHOM AeATENbHOCTMU.

Takum obpasom, obueHMe £BNSIETCA OCHOBHOW COCTaBMsAOWEN Tpyda Takux
crneumanncToB, Kak MeHeaXepbl, OPUCTbI, penanTepbl, NCUXONOr1, coLumanbHble neaaroru,
NNHIBUCTBI, yuuTens, Bpaum v T.n. OOuH M3 caMbIX SPKUX NpeacTtaBuTenen OenoBoro
mupa CLUA, npe3vaeHT KpynHemwero B Mupe aBToruMraHta, komnaHun «dopa» u
«Kpancnep», Jln Akokka B cBOen nonynapHON He TOSbKO Ha 3anage, Ho U B EBpone u, B
YacTHOCTW, B HaWeWn cTpaHe, KHUre «Kapbepa MeHemkepa» noAvYepkuBaeT, YTO
«ynpaerfieHne npencraBnsdeT cobon He YTO MHOEe, KaK HacTpavMBaHMe naen Ha Tpya.
EomMHCTBEHHBbIM cnoco® HacTpamBaTb NOOEN HA 3HEPIUYHYKD AEATENbHOCTb — 3TO
obwartbca ¢ HUMM». BnageHne obueHnem, cpeacreamu BepbanbHON M HeBepbanbHOM
KOMMYHMKaLMM HEOOXOANMO AN KaXKOoro 4enoBOoro YenoBeka.

OT 3TOro ymMeHunsa 3aBUCAT He TONbKO 9PEKTUBHOCTb B3aUMOLENCTBUSA C APYTMMHM
NabMK, KOHCTPYKTUBHOCTb MPUHUMAaEMbIX peLLUeHUr, HO U Kapbepa cneyuanucra, ero
pe3tome 1 npoeccnoHanbHbIN UMUOX.

2. Ponb peyeBoro mactepcrsa B AefI0BOM KOMMyHUKaLum

A3bIk peanuayeTcsa B pedn 1 TOSbKO Yepes3 Hee BbIMOSMHSET CBOE KOMMYHUKaTUBHOE
npegHasHayeHne. Peyb — 3TO BHeLLUHee MposiBNeHne A3blka, 3TO NocnegoBaTenbHOCTb
e[VHUL A3blka, OpraHN3oBaHHas U CTPYKTYPMPOBAHHAA MO ero 3akoHam M B COOTBETCTBUMU
C noTpebHoCTAMM Bblpaxaemon uHdopmaumm. B oTnmume oT sA3blka peyb MOXHO
OLEeHMBaTb KaK XOPOLUYK UMW MMOXYH, SICHYH UMW HEMOHATHYH, 3KCMPECCUBHYH WU
HEBbIPa3UTESbHYIO U T.M.

Tak, Hanpumep, npaBOBble HOPMblI He MOryT CyLecTBoBaTb MWHaye Kak B
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onpegeneHHbIX SA3blKOBbIX hopmax. B npaBe 43bik HeceT ocobyto, cneundguyeckyto
dyHKUMIO, KOTOpas onpeaensdeTca HasHayeHWem npaBa perynupoBaTb OOLECTBEHHblE
oTHoweHus. [loBoas BONKO 3akoHogaTens 00 CBeAeHUS Iopuandecknx n omsmnyecknx nuu,
npaBo Yepes A3bIK LieneHanpaBieHHO BO3AENCTBYET Ha CO3HaHMe nogen, nobyxgaeT ux
BeCcTn cebs pormkHbiM obpasom. N 310 rnaBHoe. CrnegoBaTenbHO, OCHOBHAs (PYHKUUS
A3blKa NpaBa — 3TO PYHKUMS A0SmKeHCTBOBaHUA. KOpUCT ncnonb3yeT A3blKOBble CpeacTBa
npyv BbINOMIHEHUM NPOMEeCCMOHarnbHbIX 00S3aHHOCTEN, Hanpumep, Npu NOArOTOBKE
pPasnNUYHbIX MNOCTAHOBMEHUA U OOBUHUTESNbHbBIX 3aKMOYEHUN, SOrOBOPOB U COrMalleHun,
Nnpu BbIHECEHUU peLUEHUN N NMPUroBopoB («NpPon3BOACTBO YrONIOBHOMO Aena npekpaTuTb,
«Cyn, NPUroBOpUI», «Npu3HaTb HEBUHOBHbLIM»). PYHKLMNA OOMKEHCTBOBAHUSA NPOSIBNAETCS
N B TaKUX OpMONYECKUX OOKYMEHTaX, Kak 3aBellaHue, yBeJoMIieHue, NoBecTKa, 3arnpoc,
OTHOLLEeHMe, NOpyYUTEnbCTBO, NpeacTaBreHne, Noanucka O HeBble3ae, onpeneneHve u
Ap.

B ycTHOM peun (Hanpumep, B Auanore criegoBaTtenia U gonpawivBaemMoro, Cyabu U
AonpaliMBaemMoro, a Takke B OOBMHUTENBbHOW peyn NPoKypopa U 3aluTUTENBHON peyn
afiBoKaTa Mpu OUeHKe [oKasaTenbCTB, NpU puanyYeckon Keanudukauum aOencTBun
noacyaumoro u Bblbope Mepbl Haka3aHus), Tak Xe Kak M B MNUCbMEHHOW, (PYHKUMS
AOJHKEHCTBOBaHUSA ABISETCHA BeAyLLen.

PeyeBoe MacTepCTBO NPOSIBRSETCSA HE TONbKO B KyJbType peyn crieumnanucta, Ho 1 B
yMEHUN HanTu Hambonee To4yHOe, a, cregoBaTenibHO, U Hambonee noaxogswee ANS
KOHKPETHOro criydasd W CTUIUCTUYECKM oOrnpaBfaHHOe CcpeacTtBo 4A3blka. PeyeBoe
MacTepCTBO npenonaraeT Takke WCKyCHOe BrageHue BCEMU peyveBbIMWU XaHpamu: OT
PENINKA UMM KOMMEHTapus A0 nekuuu, [oknaga, WHPOPMALMOHHOIO CoobLieHus,
nyGrvyYHON peyw.

M. MoHTeHb B cBoux «OnblTax» oOTMevaeT: «[ap peyn — ofHa M3 caMblX
YOMBUTENbBHbLIX U CaMbIX 4YenoBeyeckux crnocobHocTen. Mbl HACTOMBKO MPUBbLIKIN
NMOCTOSIHHO MONb30BaTbCA 3TUM YyAeCHbIM OapOM MNpUMpPOoAdbl, YTO Jaxe He 3amMevaem,
HACKOMbKO OH COBEPLLEHEH, CIOXEH N 3arafodeH. Y yenoBeka poxaaeTcs Mbicnb. YToObl
nepefatb ee Apyromy, OH MPOU3HOCUT crioBa. He yaAMBUTENBHO NK, YTO aKycTUYecKas
BOSHA, pPOXAEHHasi rofloCoOM YerioBeka, HeceT B cebe BCe OTTEHKM ero MbICnen u YyBCTB,
AocTuraeT criyxa Apyroro 4ernoseka, M TOoT4ac BCe MbICNM M YyBCTBa CTAHOBSATCSH
AOCTYMNHBbIMU 3TOMY YeSI0BEKY, OH MOCTUraeT UX MOTaEHHbIN CMbICH N 3Ha4YeHne!»

PenpeseHTatnBHas cuctemMa (CEHCOPHbIA KaHan) — 3TO cucTtema, MnocpeacTBOM
KOTOpPOW CyOBbEKTOM BOCMPUHMMAETCA U YyTUNM3MpyeTcs MHdopMaums, nocTynarowas 13
BHewHero Mupa. Kaxabim 4enosek, obnagjas BCEMU CEHCOPHbIMW  KaHanamu,
npeanoynTaeT ¢ MakCUMaribHOW Harpy3kom MCNonb30BaTh, Kak MpaBumo, Nyilb OAUH. OTOT
Hanbonee npegnoYMTaemMbli KaHan Ha3blIBaeTCA OCHOBHbIM.

[na ycnewHon [OenoBoM KOMMyHMKaUMM HeobxoaumMo yMeTb AMarHoCTUpOBaTb
BeAYLMN CEHCOPHbIN KaHan napTHepa W BnageTb BepbanbHbIMM U HeBepbanbHbIMU
Knto4Yamm JOCTyna K HEMY, YTO NMOMOXET He TONbKO onpeaenuTb Tun cobeceHuka, HO U
COOTBETCTBYHOLMM 06pa3oM aganTnpoBaTb CBOE KOMMYHUKATUBHOE NOBEAEHME.

B 3aBuMcMMOCTM OT AOMWMHMPOBAHUSA TOr0 WU MHOrO cnocoba noCTynneHus W
nepepaboTkm uMHOpPMaUMM OCHOBHAA penpeseHTaTMBHAa cuctemMa MOXeT 6biTb
npeacTaBneHa B TpexX KaTeropusx:

BU3YAJIbHAA (onTnyeckasd) — BOCNpUATME NOCPEACTBOM 3pUTENbHBbIX 06pa3os.,
TUMWYHOE BblpaXXeHWe Takoro Tuna: «Kak BuanTe».

AYOWNANIbHAA  (akycTnyeckas) —  BOCNpUATME  MOCPEACTBOM  CIyXOBbIX
BreYaTNeHUn, TUNNYHbIE CIOBA: «KakK CIbILLHO...» UN «4TO-TO NOACKA3biBAET MHE...».

KWHECTETUYECKAA (aBuratenbHO-aMoLMOHanbHas) — BOCNpUATUE NOCPELCTBOM
OLLYLLEHUI, TUNUYHOE BbIpaXeHue: «atMmocdepa HEBbLIHOCMMA».

Kpome OCHOBHOM cyLleCcTBYeT Beayllas penpeseHTaTuBHas cuctema. OHa oTpaxaeT
AeATeNnbHOCTb MO3ra B AaHHbI MOMEHT, B 4eNT0BOW KOMMYHUKALMN 3TO CUTyauna «30ecb
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n cenyac». [na ee onpegeneHna wucnonb3ytotca HEBEPBAJIBHBIE (HecnosecHbie)
Kntovm 4ocTyna, KoTopble NpeacTaBnstoT cobon HabngeHne 3a BKEHNAMN rnas.

«Ero B3rnsa ckasan o MHorom» — ata ypasa JOCTaTOYHO YacTo 3BYYUT B AENOBOM
obweHun. Barnag yenoseka nogaeT curHan napTHepy, B KAKOM HanpaBneHun ABUratoTcs
€ro MbICIM B [aHHbIA MOMEHT, U KaXAbli, MO-BUAMMOMY, HE OAHaXAbl 3amedarn, 4YTo B
obweHun B3rnsgg cobecegHMka MNOCTOAHHO MNepeMeLllaeTcss U HUKOr4a He ocTaeTcs
HenoABWXHbIM. Takue nepemelleHns, Kak oTMeyaeT O. L|BeTKkoB B KHUre «TanHble
NPYXXWHbI YeNnoBe4YeCKON NMCUXUKU, UMK KaK pacLUMpUTb cdpepy CBOEro BIANAHUSA» NOMYyYUn
Ha3BaHWe natTepH (OT aHrn. pattern — ceTka), OHW He SABMATCA XaoTU4eCKUMu, a C
YeTKoWn 3aKOHOMEPHOCTbIO oTpaxarT MHOPMaLMOHHbIE B3anMOAEeNCcTBus,
nponcxogsawme B HEMPOHHbIX Liensix.

Bua mbiuneHust yenoBeka BNUSET Ha ABWxXeHue ero rnas. Cuas HanpoTue napTHepa
N Habngasa 3a HUM, MOXHO 3aMeTUTb, HanNpumep, YTO ero B3rnsg ABMXETCS BNeBo (OT
cebs). OTO nokasbiBaeT, YTO MapTHEP «BKIIKOYUM» JIEBYKD MOMOBMHY Mo3ra. Yto gaer
Takoro poga mHgopmaumsa? OHa coobliaeT Bam, Y4TO Ball ONMOHEHT (NapTHep, Konnera,
cobeceqHNK) xopoLLo ocBeaoMineH 06 obcyxgaemon npobrneme n nocrapaeTcs NPUBECTU
Beckne pakTbl M [JokasaTenbCTBa [Afs CBOMX A0BOAOB, OydeT ocTaHaBnvBaTbCHA Ha
aeTansix, nocrapaetcs pes3loMuMpoBaTb Cka3aHHoe. Bbl, HeCOMHeHHO, yBuauTe B €ro
AENCTBUSX OnpeaeneHHY0 CUCTEMY N TEXHOMOTUIO.

Ecnn naptHep cmoTpuT (CO CTOpPOHbI Habniopawowero) Hanpaso, TO Torga
«BKIOYEHa» npaBasi NofioBMHA Mo3ra. OTta obnactb Mo3ra ynpasnseT aMouusmMu, 3gecb
COCpenoToveHbl BCE BOCMOMMHaHMA U cobupatroTca KOHKpPETHble BrevatneHuda. YTobbl
NMPOHWKHYTb B MPaByto MNOMOBMHY MO3ra napTHepa, Heob6XxoAMMO B AENOBOW KOMMYHMKaL MM
LUMPOKO MCnornb3oBaTb Npu nepegadvye WHOpPMaUUW pasfiMyHOro poda WnnicTpauuu:
npuMepbl, aHanoru, UICTopuyeckme CBeeHus.

B kaxgon u3 wectn nos3vumin rnas Harnpasnsetr MHOpMauuio No pPasfUyHbIM
KaHanam B MO3r. Hanpumep, Bu3yanbHbIA TUM 4YernoBeka C aKTMBHOW MNpaBOW PYKOW,
npexae Yem BbiCKa3aTb BO3paXXeHVe UM MHeHue, nepemeLlaeT B3rnsag BBepX: Haneso U
HanpaBo, BepTMKanbHO BBepX (kak 6bl noa nob). AyananbHbli — CMOTPUT BHU3 HaneBo U
NPAMO: HaneBo Unu Hanpaeo, Toraa Kak KNHeCTeTUYECKUA — BHU3 N Hanpaso.

B peanbHOW npakTvke OenoBOro B3aMMOAEWCTBUSA NapTHEpPbl 3a4acTyld HapyLuawT
KOHIPY3HTHOCTb TeM, 4TO OyKBanbHO pas3roBapvMBalOT «Ha pasHbiX A3blkax». ITO
NpoUCXo4MT MO MNPUYMHE OTCYTCTBUS UMM WUFHOPUPOBAHUA WHOpMauunm O BeayLnx
penpe3eHTaTUBHbIX CUCTEMAX.

K npumepy, MeHegxep, nNpuvHagnexawun K Bu3yanbHOMY Tuny, npegnaraet
NOOYMHEHHOMY C KMHECTEeTMYEeCKOW opueHTauuen. «[laBante paccMOTPUM [daHHYHO
npobnemy. Kak Bbl ee Buante?» W cpasy xe cosgaeTca TynvkoBas cUTyauusi C TOYKM
3peHus agekBaTHOCTM MOHMMAaHUS, Tak Kak NOAYMHEHHBIN NpeanovMTaeT He «BuaeTb», a
«4yBCcTBOBaTb». [na Toro 4tobbl [AOCTUYL B3aMMOMOHWMAHUA W  MOTUBUPOBATb
NOAYMHEHHOro Ha adhpekTMBHYIO paboTy, uenecoobpasHo NCNONb30BaTh B pa3roBope ero
OCHOBHYIO W BeayLlyl penpe3eHTaTUBHblE CUCTEMbl. YUYUTbIBAs CKa3aHHOe, Iydlle
BOMPOC MOCTaBUTb criegyowmnm obpasom: «Kak Bbl nogongete K gaHHOM npobrneme?».
Takon nogxo4 NO3BONUT NOAYMHEHHOMY Cpa3dy Xe coobpasnTb, YTO OT Hero TpebyeTcs, u
BKINKOYMTBLCA B NPOLIECC NMOUCKA UOEN U PELLEHUN.

Ownbkn, nogobHble pPaACCMOTPEHHOW, [OOMNyCKalT pasHble crneumanuctbl. Tak,
HanpumMmep, Bpayu, 3agalrlimne TpaamunoHHbIA BONPOC: «4YTo Bbl YyBCTBYETE?», He BCerga
nony4yaroT HeobGxoauMyK ANs NPaBUITbHOM MOCTAHOBKW AuarHosa uHdgopmaumio. Ecnu
NauMEeHT He KMHECTETUK, a BU3yanucT unv ayamanuct, oH coobwmnt o cebe TONbKO YacTb
OaHHbIX.

K npumepy, cneposatento, Beaywemy pgeno o6 aBToMobunbHOM KaTtacTpodoe,
HeobXxo4MMO OnNpoCUTb Kak MOXHO 6Oornblie cBuaeTenen, TaK KaK Kaxablh U3
paccnpawmnBaemblx byaeTt BblgaBaTb NUWb Ty WHAOPMALMIO, KOTOPYHD OH «CXBaTum» C
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NOMOLLbIO CBOETrO BeAyLLlero CEHCOPHOro kaHana. B pesynbtate oguH pacckaxeT, YTo OH
BMAEN: CTONKHOBEHNE, pa3bpocaHHbIe OCKOMKM CTEKOS, NOMATLIA Ky30B aBTOMOOMNA 1 np.
[dpyron cooBLUT O KpMKax U CTOHAX paHEeHbIX, CKpeXeTe UCKOpPEeXeHHOoro metanna. A
TpeTun GyaeT BCe BpeMsA MOBTOPATb, KAKOW 3TO ObIf yXKac U Kak eMy Xamnko noaen u
MaLLUUHbI.

Takum ob6pasom, Ecnm Bbl x0TuUTe ahppekTMBHO 06LWATBCS C pasHbIMU JHOABMMU,
Hay4YnTecb ObiTb KOHIPY3HTHBIM U HayyMTecb NoAcTpamBaTbCA. BblTb KOHIPY3HTHbIM —
3HaA4UT cTapaTtbCs ObITb paBHbIM MAPTHEPY, BOBNEYEHHbIM, CO3BYYHbIM €MY, CUHXPOHHO
y4yacTBoBaTb BO B3auMOAencTBUU. Ecnn Bbl KOHIPY3HTHBI, BaC ny4ylle NOHUMarKT 1 C BaMU
Yalle cornawarTcd, Jaxe ecnu Bbl rOBOPUTE [OOBOSIbHO-TAKU CrOpHble Bewu. 3JTO
CBAI3aHO C Te€M, YTO KOHIPY3HTHOCTb BbI3blBaeT CUMMNAaTUIO, PacrnosioXeHne u «gosepue»
noAcO3HaHUA TOro, ¢ Kem Bbl obLiaeTech. [cMxonorn yTBepXaatT, YTO N0AAM, YMEOLUM
Bbi3BaTb K cebe cMMnaTuio, 4acTo BEPAT Ha CroBO, B TO e BPeMs, ftogsM, K KOTOPbIM
UCMbITLIBAIOT HENPUA3Hb, He BepAT Oaxe Torda, Korga OHW roBOPAT npasay wnu
coobLLaloT OYEHDb BaXKHYO MHGOPMaLMIO.

3. lenoBou pasroBop

CambIM pacnpoCTpaHEeHHbIM KOHTAKTHbIM METOAOM SABNAeTCHA pasroBop. B genosom
pas3roBope BapbUPYKTCA HACHO OCMbICIIEHHbIE Uenn, WHTYUTUBHbIE pPE30Hbl U
BGecco3HaTenbHble MOTMBLI. B oTnnume ot 6ecenbl pasroBop npeacrasnseT cobon hopmy
CUTYaLMOHHOIO KOHTaKTa.

Llenb Takon KOMMyHMKauum — obmMeH uHdOopMauMen No KOHKPETHOMY BOMPOCY.
Y4YacTHUKOB, KaK MMHUMYM, OBOE, perfiaMeHT 3aBUCUT OT CTENEeHU BaXXHOCTU npegmMmeTta u
3aBUCUT HE OT XaHpa, a OT BO3MOXHOCTEN y4acCTHUKOB pasroBopa. KoMmyHuUKaTuBHbIE
CpeAcTBa, Kak npaBuno, TuNu4Hble gnga niobon 6ecenbl: 06MeH pennvkaMmu, BONpocamu u
oTBEeTaMu, MHEHUSIMU U OLIEHKAMMW.

CuTyauMOHHbIN KOHTaKT 0ObIYHO BKOYaET creaytoLmne anemMeHThbl:

a) obpauyeHue;

6) 3anpoc (Bonpoc, 3aTpeboBaHne nHopmaLmm NNn oNnUcaHne cuTyaumn);

B) OoTBeT (npeacTaBneHne nHopmaumm unm onucaHne cutyauum);

r) cornacoBaHHble OeCTBUA (B3aMmoLencTeue);

A) oXuaaembl pesynbTaT (COBMECTHbIE akuuKn, JOrOBOPEHHOCTHU, pelueHns). YTobbl
AOCTUYb OXXMAAEMOro pesyrnbrarta, Heo6xoaumo, 4Tobbl BCE KOMMOHEHTLI pasroBopa 6bin
00OCHOBaHbl WU MOTMBUPOBaHbI, a MPOCTPAHCTBEHHAA cpefa OpraHM3oBaHa TakuM
obpa3om, 4Tobbl HEe ObINO BHELWHWX MOMEX U Npu HeobxoammocTu Obina coxpaHeHa
KOHpmnaeHumnanbHocTb (6e3 cemaeTenen).

[na npaBunbHOM opraHn3auun 4enoBoro pasroBopa LenecoobpasHo BblAenuTb ABe
chepbl: KOTHUTUBHYIO U aPEKTUBHY!IO.

KorHntusHas cgepa — aTo chepa no3HaHUs n oco3HaHus. [lepBas ee YacTb roBOpUT
0 TOM, 4YTO Heobxoammo BnageTb MHpopMaumen no noeoay: «Kro a?», «Ige a?», «KakoBo
MOe MeCTO B [JaHHOM cuTyauum?». BTopaa 4acTb cBfi3aHa C nparMatuyeckumu
HamepeHusMK, OHa OTBeYaeT Ha Bonpocbl: «4Yero s xouy?», «Kakmm obGpasom 3TOro
MOXHO JOCTUYbL?», «4TO HeOBX0aMMO caenaTb, YTOObl JOCTUYb KENaeMoro?».

AddekTnBHas cgepa — 3TO NCUXONOrMYEeCKNe OCOBEHHOCTM KOHTaKTa, MO3TOMY
34eCb YMECTHbI Takne BONpocChl, Kak: «KTo oH (oHa)?», «Kakoe MecTo B 4eSIOBOM MUPE OH
(oHa) 3aHMMaeT?», «KakoBo MOe OTHOWEHME K HeMy (K Hen)?» OTBEeT Ha nocnegHun
BOMPOC BAMSAET Ha  3MOLMOHambHO-NcMxonormyeckoe odqopMIeHne  pasroBopa.
MpoAyKTMBHOCTbL pe3ynbTata NpeacTosWero pasroBopa 3aBUCUT OT TOFO, HACKOMbKO
TWaTenbHO NPoAyMaHbl U OCMbICIIEHHO MCMOMb30BaHbl BCE €ro COCTaBNSALLME.

lMepBas cocTaBnswowas — nNOArOTOBUTENbHLIM 3Tan pasroBopa. 34eCb YeTKO
onpeaensaTca cybbekT obLieHna 1 npeamMeT pasrosopa.

BTopas coctaBnsawowas BknoyaeT B cebs  pakTMyeckmin (KOrHUTMBHLIN) UK
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aMOUMOHarnbHbIN (adPdEKTUBHBIN) KOMMOHEHTLI, KOTOPbIE MOTYT MEHATLCA U Kaxabln pas
No-HOBOMY BINUATb Ha NPeACcTOsLMIA pasroBop.

TpeTbsa cocTaBngwwasa — npegsaputernbHble ycnosusa unu cutyaumnsa. OcHoBaHMeEM
ANA pasroBopa MOXeT CTaTb Kak CMOHTAHHO pa3BuBatoLLeecs cobbiTne, Tak U, BO3MOXHO,
CMPOBOLNPOBAHHbIN UHLMOEHT.

OPPEeKTUBHOCTL pas3roBopa, Kak M BCEX KOMMYHUKATUBHbLIX >XaHPOB, MOXeET
3aBuUCETb HE TOSIbKO OT KOMMETEHTHOCTU ero y4aCcTHWKOB, HO U OT MaHepbl AepXaTbCs,
ABUraTbCs, PeYeBOM KyIbTypbl M YMEHMS chnywaTtb, CaMOynpaBfeHust U CrnocobHOCTU
«BECTU CBOK JNUHUIO», CHOPMYNMPOBaTb CBOE COBCTBEHHOE CyxaeHue, 060CHOBbLIBATb
BO3paXXeHUs n rp.

Taknm ob6pas3om, camMbli MaccoBbIN BUA o0LWeHna nogen B coumyme (obuiecTtse) —
penosoe obuweHne. be3 Hero He obonTucb B chepe ISKOHOMUYECKMX, MPaBOBbIX,
ANNSIOMaTUYECKUX, KOMMEPYECKUX, aAMWUHUCTPATUBHLIX OTHOLUEHWW. YMeHue YyCnewHo
BECTW AenoBble NeperoBopbl, rPaMOTHO M MNpPaBUIIbHO COCTaBWUTb AernoBykd Gymary u
MHOroe [pyroe B HacTosllee BpeMsa CTasio HeOTbeMIEMOM HYacTbio NpodeccnoHaribHON
KynbTypbl YeroBeka: MeHeaxepa, pyKkoBOAUTENS BCeX YPOBHEN, pedepeHTa, Ccriyxallero.
[na [OCTUXEHWST BbICOKON pe3ynbTaTUBHOCTU NPaKTUYECKN B NTIOOOM BUAE KOMMEPYECKON
AeaTenbHOCTM Heobxoaumo BnageTb onpedeneHHbiM Habopom CcBegeHUn, 3HaHWN,
npencraBneHun o npasunax, opmax u metogax sefeHnsa npeanpuHUMaTenbcKoro aena,
0 npuHuMnax pgenosoro obuweHua. KynbTypa QfgenoBoro ob6uweHns cogencTeyet
YCTAHOBMEHUIO W pPasBUTUIO OTHOLUEHUMWA COTpPyAHMYEeCTBa W NapTHepcTBa Mexay
Konrneramu, pykoBoguTensmMm u Nog4YMHEHHbIMU, NapTHEpPaMmn U KOHKypeHTaMun, BO MHOIOM
onpefenss ux (OTHOWeHUn) addeKTMBHOCTL: OyayT NM 3T OTHOLUEHUS YCMELUHO
peanu3oBbiBaTbCA B MHTEpecax MapTHEPOB WNU Xe CTaHyT ManocofepaTterfbHbIMu,
Hed(eKkTMBHLIMN, @ TO W COBCEM MPEKPaTATCH, €eCcnu napTHepbl He HauayT
B3aMMOMOHNMaHUSA. «bnsHec — 3TO ymeHue obwartbCa C NIOOAbMU», «€ANHCTBEHHbIN
cnocob HacTpamBaTtb NOAEN HA IHEPrUYHYH OEATENbHOCTb — 3TO OOLLUEHNE C HUMMKY», —
CUYMTaIOT UCTUHHbIE PYKOBOAUTENN, NPeAnpUHMMATENMN.

CoBpeMeHHbI  4YernoBeK [OOMKEH B 3TOW CBA3M BnageTb HayKoOW OeroBbIX
OTHOLUEHWNA, YMETb YCTaHaBnuMBaTb W NOLAEPXMBaTb LMBUIN30BAHHbIE OTHOLUEHUSA C
nogbmn, npeogonesaTb NPOTUBOPEYNS, paspeLllaTb KOHNMKTLI, BpaTh Ha cebsa B cnyyae
HeobXxoaAMMOCTU poNib NOCPeaHunKa, AOSMKEH yMeTb obpaljaTb CBOK AEATENbHOCTb BO
Gnaro pgpyrux nwogen, a Tak xe cBoen paboTbl, cBoero gena. Cneundounyeckon
OCOBEHHOCTBIO AenoBoro obLeHns SABNSEeTCA €ero  pernamMeHTUpOBaHHOCTb, T.e.
NOAYMHEHHOCTb  YCTAHOBIIEHHbIM  MpaBunaMm U OrpaHuYeHusM. OTU  nNpasuna
onpeaensiTca TUMNOM AenoBoro obuweHusi, ¢opmMon, CTeneHbld O0dUUNANBHOCTMH,
KOHKPETHbIMX UenaMuM 1 3agadamu, KOTopble CTOAT nepeq oblarwmmucs, a Takke
HaLUNOHANbHO-KYIbTYPHbIMU TPaaULNAMU U OBLLECTBEHHBIMWU HOpMaMy noBeaeHns. OHu
douKeupyroTcs, oopMnAKTCA B BMAE MpOTOKona (O4enoBoro, AuMnnoMaTUyeckoro),
CYLLECTBYIOT B BMAe OOLLENPUHATBIX HOPM COLMarnbHOro NoBeAeHus, B BUAE ITUKETHbIX
TpeboBaHUN, OrpaHUYEHNI BPEMEHHBIX paMoK obueHna. MoHonor B AenoBoM o6LieHnn
npeacTtasnseT cobon NpoAOIKUTENBHOE BbiCKasbliBaHWe oAHOro nuua. OH OTHOCUTENBHO
HenpepbiBEH, nocrnegoBaTeneH n norudeH, obrnagaet OTHOCUTENBHOW 3aBEPLUEHHOCTLIO,
CNoXeH no cTpykType. [uanor npegHasHavyeH AN B3aUMOAEWUCTBUS MexXay OBYMS Unv
HeckonbkuMmn cobecegHukamu, npyyeM B obMeHe WHopmaumen peyesBble NapTHepb
MOryT MeHATbCA ponamu. [duanor cnoHTaHeH (kak npaBwusiio, He MoxeT ObiTb 3apaHee
cnnaHupoBaH), annunTuieH (dpasbl Gonee cBepHyTble, KpaTkMe, YEM B MOHOOre),
9KCMPECCUBEH.

[ucTtaHTHOe, onocpegoBaHHoe oOuieHne (TenedOoHHbIN pPasroBop, MNOYTOBOE WU
hakcoBoe OTnNpaBfieHne, MNEengXMHroBas CBA3b M T.N.) OTNMYAETCs OT KOHTaKTHOrO,
HenocpeaCcTBEHHOMO NOBbILWEHHbIM BHUMAHUEM K MHTOHALMOHHOMY PUCYHKY peyn (yCTHoe
obLeHne), KpaTKoCTblo U pernaMmeHTUPOBAHHOCTbI, HEBO3MOXHOCTbIO MCMOMNb30BaHUS
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XEeCTUKYNAUMM U HarnagHbIX NpeaMeToB B KavyecTBe HocuTenen uHdopmauuun. [enosoe
obweHne npeacraBnseTr CcobOM  LUMPOKUA  AnanasoH >KaHPOBbIX Pa3HOBUOHOCTEWN
NMMCbMEHHOTO N YCTHOro obuweHuns. MNucbMeHHas aenosas peydb, B KOTOPOW peanuaytoTcs
ananornyeckne  OTHOLWEHUs, npeAacTaBrieHa BCeEMW BuAaMu  [eSioBbIX  MUCEM,
AOKYMEeHTaMu, (UKCUPYIOLWNMA  COLUManbHO-NPaBoOBble OTHOLUEHUSS — KOHTpakTamu
(ooroBopamu), cornawleHUssMuM U BCEMWU Tunamu COMyTCTBYIOLWNX AOKYMEHTOB. YCTHas
gernoBsasi pedb, B KOTOPOW peanuayeTcs guanorndyeckue OTHOLUEHWUd, rnpeactaBreHa
XXaHpaMu 0enoBbIX NeperoBopoB, BCTPeY, KOHCYNbTauum 1 T.0.

CoBellaHus, cobpaHus npeactaBnaoT cobon ocobbln TMM NPOTOKONBHOIO 00LLEHNS,
B KOTOPOM MO GornbLUEeN YacTu NpeacTaBieHa MOHOMormdeckasa Aenosasi peyb, He TONbKO
nMeroLLLaa NMCbMEHHY0 Npupoay, HO U CyLLeCTByloLWas cpasy B ABYX popMax — YCTHOM U
NMMCbMEHHOWN.

CerogHst paMkn OenoBoro obuieHnsa paclumpstotcs. Peknama, cBeTckoe obuieHne
CTaHOBATCA HEOTbeEMSIEMOMN COCTaBNAOLIEN OenoBOro obuweHus. Ycnex npeanpuatung,
Aena cerogHs BO MHOrOM 3aBWCUT OT YMEHUS NMpeacTaBUTb CBOM NO3vumu B Hambonee
BbIFOAHOM CBETE, 3auMHTepecoBaTb NOTEHUMANbHOro napTtHepa, co3gatb GraronpuaTHoe
BneyatneHve. [loaToMy, MNOMUMO «4YUTAEMOW» MOHOJIOTMYECKON peydn, B NPaKTUKy
penosoro obuleHnss BCe akTMBHee BXOOMT MOArOTOBMIEHHAA, HO «HeYnTaemas»
MOHOJornyeckasi pedb (Npe3eHTauMOHHAsA peyb, TOPXECTBEHHad peyb, BCTYNUTESbHOe
CNOBO Ha pa3nun4yHbIX BCTpeyax), no3apaBuTerbHble NMMCbMa, 3TUKETHbIE TOCTbI.

BrnageHve BCeMU nNepeyvnCrieHHbIMU >XaHpamu AenoBoro obleHns BxoauT B
npodeccuoHanbHy KOMMETEHLNI0 COBPEMEHHOIO PYKOBOAUTENS, MeHexXepa.

4. OCOGEHHOCTM pa3nnyHbIX BUAOB AENT0OBOW KOMMYHUKauumn

4.1 [lenoBble neperoBopbl

Ycnex B OenoBOW XW3HM HanpAMykt 3aBUCUT OT YMEHUst BECTU neperosopbl. B
pesynbTate YCnewHbIX [MeperoBOpoB  BbIUIPbIBAOT BCe: [OenoBble  MNapTHepbl,
KOHCYNbTUPYIOLLMIA OPUCT U KIMEHT, Crneuuanuct Mo CBA3AM C OOLEeCTBEHHOCTbIO U
npegcrasutTenu npeccol. [leperoBopbl He TOMbKO WMEKT HPAaBCTBEHHO-ITUYECKOE
3Ha4eHne, HO 1 ABMAITCH HEOHXOOMMbBIM YCNOBMEM NMPEeanpMHMMATENbCTBA U YCNELLHOro
BusHeca.

OpHako n cerogHss MHorme GU3HECMEHbI, ynpaBnsawowmne, BbICLUME OOSHKHOCTHbIE
nuua rocygapctBa M apMuu, Npu3HaBas «3akoOH W MOPSAO0K», 3a4acTylo BCTynawT B
neperoBopbl B MHTEPECax HaXuBbl, @ HE Pas3BUTUSA MPOM3BOACTBA; BO MMSA COBCTBEHHOM
BbiroAbl 3a cyeT obuiecTBa; pagu BnacTtu, a He COTpyaHu4YecTBa. OTOT MpoLecc, Kak
oTMmeyvaeT HupeHGepr [xepapa B kHUre «MaacTpo neperosopoB: [Jenoson 6ectcennep»,
paspyLllaeT NIMYHOCTb, NpodeccuoHanbHble HaBblkM U caMmo obuectBo. CnegoBaTtensHo,
HeobXoAMMO yuYnTbIBaTb U HanpasBrisaTb 3TUYECKME MOCNEeACTBUSA HalLUMX MEeperoBopoB B
HY>XHOE pyCrio.

[MeperoBopbl — cneuuduyecknn BUL LENOBOW KOMMYHUKAUUK, WUMEIOLWMA CBOWU
npaBuMna M 3aKOHOMEPHOCTW, WCMOMb3YOWNA pa3HoobpasHble MNyTU K OOCTUMKEHWUIO
cOornaweHusi, COBMECTHbIM aHanm3 npobnem. Lenb neperoBopoB — HaWTu
B3anMMOMNpUeEMIIEMOE peLLeHne, nsberas KpanHen opmbl NPOSBIEHNSA KOHNMKTA.

BbligensoT gBa nogxona K neperosopam: KOHPPOHTALMOHHbBIN U MapTHEPCKUMNA.

KOH(pOHTAUMOHHBIN NOAX04 MOXHO NPOUSTIIOCTPUPOBATL ONUCaAHNMEM MNEPEroBOpPOB,
BeyLWMXCS JOAbMM, KOTOPbIX W3BECTHbLIM aHrUACKUKA AunmiomMat M NOSMTUYECKUN
peatens [laponbg HWKONMbCOH HasbiBaeT «BouMHamMu». [leperoBopbl  «BOMHOB»
HaNOMWHAKOT BOEHHbIE OENCTBUS UMK, B JyYlIEM Cryvyae, BOEHHble MaHeBpbl U MpUeMbl.
OHu 6onee cpogHN BOEHHOW TakTUKe, YeM MOSIMTUKE B3aUMHbIX YCTYMNOK, CBOMCTBEHHOM
o0LWeHno rpaxgaHcknx nuy,. B ocHoBe 3TOro noaxoda NeXuT YBEPEHHOCTb, YTO LEnNbio
neperoBopoB ABnseTcda nobeaa, a oTkas OT NoSIHOM Nobeabl 03HAYaET NopPaKeHme.

KOH(pOoHTaUNOHHBIN NOAX04 K neperoBopam — 370 NPOTUBOCTOSIHWE CTOPOH, a CTOon,
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3a KOTOpbIMW OHM BefyTcs, — cBoeobpasHoe none 6uTsbl, rae y4aCcTHUKM NEPErOBOPOB —
«conpaTtbl», WX [MaBHasl 3ajaya COCTOMT B «MEPEeTArMBaHUM KaHaTa» Mo TUMY «KTO —
Koro». CTeneHb TakoM KOH(POHTAUUM pasnuyHa: OT CTPEMISIEHUS «BbITOProBaTb» Kak
MOXHO 6onbLue 4O NOMbITOK HE TOSMbKO MOMAYYMTb MakCMMarnbHO BO3MOXHOE, HO U HE AaTb
napTHepam pearnv3oBaTb CBOU MHTEPECHI.

[MapTHepckMn nogxon peanuadyetcs nyteM COBMECTHOro C NapTHEPOM aHanuaa
npobnem wn noucka B3aMMOMNPUEMSIEMOIO pPELUEHUS, MpPU KOTOPOM B BbIUMPbILLE
okasblBatoTcs oba yvacTHuKa.

[MeperoBopbl — coBMecTHoe npeanpuatne. EcnmM  CTOpPOHbI  HACTpOeHbl Ha
COTPYOHUYECTBO, €CTb BEPOATHOCTb, YTO OHM A06bIOTCA 0600QHOrO BbIUIphILIA, NPUYeEM
Bblroga npu 3ToM He obdA3aTenbHO 6yaeT paBHOLIEHHON.

BaxHenwmm cCcTuMynoMm K OOCTWXKEHUO Ccorflacua  SIBNSeTCS MNOUCK  TOYeK
conpukocHoBeHus. ®paHknuH [denaHo Pys3eenbT yacTto noBTOpSAS: «Jlydwnm CUMBOSIOM
34paBoOro cmbicna Ans MeHs Bcerga Obin MocT». CTOMT, OfHako, OOMNOMHUTL 3TO
BbiCka3biBaHne crnosamn Pobepta beHunu: «Ha mon B3rnag, cambiM TPyOHbIM B
CTPOUTENbCTBE MOCTA ABMAETCA Havarno».

Ctumynom ans achpekTMBHOroO Havyana neperoBopoB MOXET NOCAYXUTb NOHATME 00
obuien uenn, a OHO OoCTUraeTcs Yepes BbigBreHMe obwmx notpebHocTen. MNpexae yem
HauYMHaTbL MOArOTOBKY K MneperoBopam, crieqyet onpefenuTbCcs, B YeM COCTOST Balluu
WMHTEpPECHI, KAaKOB MOXET ObiTb pe3ynbTaT, YeM MOXHO UM HeOH6XOAMMO NOCTYNUTLCA ANS
ero JOCTUXEHUS, U TOMbKO MNocre BCECTOPOHHEN OLIEHKM BCEro 3TOro NnocrtaBuUTb nepen
cobon uene.

BuaHbIi amepukaHckun cneumanuct no neperosopam ®pen Ankn cgenan nonbITKy
ueneBon cucTtematmsauuun neperosoposB. Ero cucrema BblgensieT cnegyrowime OCHOBHbIE
TUMbl NEPEroBOpOB: O NPOANEHNN, O HOpManuM3auuu, o nepepacnpegeneHnn, o cosgaHnn
HOBbIX YCITOBUMN.

X BHYTpeHHME cocTaBnaoLLmMe CUCTEMATUINPYIOTCA cnegyowmm obpasom:

— npegMmeT cnopa;

— NocrneacTeus 3aTArMBaHus neperoBopos;

— NocneacTBusA nNposarna cornaweHuns; aHanua noboYHbIX pe3ynbTaTos.

Llenn neperoBopoB MoryT ObITb HampaBfeHbl Ha HanaXvmBaHWe KOOMEepauNOHHbIX
CBSA3EN WNU Ha MNPUHATME TeX WNU WHbIX pelleHun. Kpome TOro neperoBopbl MOryT
NPOBOANTBLCH C LIENb 3aKMioYeHUs pasfnyHbIX AOrOBOPOB, KOOPAMHALMM COBMECTHbIX
YCUNUn, OENCTBUI, COrnacoBaHuUs TEX U UHbIX MEPONPUSATUN.

[MNeperoBopbl MOryT BECTUCb HE TONbKO Ha BHELUHEM YPOBHE, HO U BHYTPWU PUPMBbI,
HanpuMmep Mexay npeacraBuTensamMu cdepbl NOLIOTOBKM NPOM3BOACTBA, PYKOBOAUTENSAMM
PEMOHTHON CNyx0bl W MaTepuanbHO-TEXHUYECKOro cHabxeHus. Llenammn  Takux
neperoBopoB MoryT ObiTb peweHus: O pas3paboTke HOBbIX WM  MOAEPHM3aLMM
BblNycKaeMbIx n3genui. Llenn pasHbix y4acTHMKOB NeperoBoOpoB MOryT He coBnagaTb Unn
Aaxe OblTb MPOTUBOMOMOXHBIMA MO TEM UMW UHBIM OOBEKTMBHBLIM MPUYMHAM, OCOBEHHO
Koraa peyb uaeT O Tak HasblBaeMblxX cTpaTernyeckmx (noacnyaHblx) Uensdx, O KOTOpbIX
Yy4YaCTHMKM NEeperoBopoB, Kak NpaBuso, He 3asBNSA0T.

YT106bI NPaBMNbHO copMynUpoBaTh Leny NneperoBopos, HEO6XOAMMO 3HATb:

— KaKoBbl HaLM COBCTBEHHbIE MHTEPECHI;

— KaKOBO Halle MNOSIoKeHMe B opraHu3auuu, oTpacrv, Ha pbiHKE TOBapOB, YCNyr U
np.;

— Kakue 1 nepea Kem y Hac umetotca obs3aTenbCcTBa;

— KTO Haln AenoBble NapTHEPbl, CO3HUKMY;

— K KakoW MONIMTMKO-OKOHOMUYECKOW Trpyrnne npuHagnexut Hawa dupma wu
NPUHaANEXuT N BoobLLe;

— B KaKy0 NOMIMTUKO-IKOHOMMUYECKYIO rpyrny BXOAMT HaLl NapTHep;

— KakoBbl ero obsi3aTenbCcTBa, HACKONBbKO OH UMW CBSA3aH U He cBOGOOEeH B CBOMX
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JENCTBUSAX.

Ctparternyeckass uenb camMux MNeperoBOpoB COCTOMT B TOM, 4TOObl A0OCTUYb
cornalleHusi, Kn4om K KOTOpoMy SIBNSETCA Npu3HaHue obevMmn CTOpOHaMM B3aUMHbIX
WHTEpPEeCoB.

Utobbl [oCTMYb Yycnexa Ha neperoBopax, Heobxoauma TwiaTtenbHasi, Kak
AOIIrOCpoYHas, Tak U KpaTKoCcpo4yHasa (HernocpenCTBEHHO nepen TeM, Kak cecTb 3a CTon
neperoBopos), NOAroToBKa.

XKecTkas nocTtaHoBKa LUenu 4awe BCero BefeT K nposany. 3agjayu nyduwe
dopmynupoBatb rmMbko, 4TOobbl B Crydyae 4Yero MOXHO Oblo NOAKOPPEKTMPOBaTb
TpeboBaHuS.

Kak npasuno, nobble neperoBopbl BegyT K nognucaHuio gorosopa. JOMOBOP —
3TO Npexae BCero AOKYMEHT, opuanNYeCckn NpopaboTaHHbIN, NO3TOMY OH AOSMKEH ObiTb He
TONbKO 3apaHee pas3paboTaH, HO W BbIBEpeH chneuuanucTtamu. BaxHo, 4ToGbI BCA
nHpopmauus, Heobxoaumas ana Oyaywmx NeperoBopoB — AOKYMEHTbI, AOHECEHUS,
NosICHeHUs, unMdpbl U hakTbl — CTeKanacb B 04HO MeCTO (MM K OOHOMY YESIOBEKY), rae ee
npoaHanuanpylT, nepepaboTaldT M MNOArOTOBAT MNPOEKT pPeLleHna WNu MNpoTOKOS O
HaMepeHUsX, KOTopble 3aTeM MOryT KOPPEKTUPOBATLCS YXe B Xo4e caMuUX NeperoBopos.

[Mpn nogroToBKe K NeperoBopam BaXXHO peLunTb BONPOC O MOSTHOMOYUAX TOro, KTO B
HUX ydacTByeT. OTO [JomkeH ObiTb 4enoBek, CNOCOOHbIM Ha YpPOBHE BbICOKOM
KOMMETEHTHOCTU Mo NpegMeTy MeperoBOpOB YCMeLHO NPOBECTU CTpaTErMyeckyto NUHUI0
dupmMbl U pewnTb onepatMBHble Npobnembl. B 3aBUCMMOCTM OT CTeneHu BaXXHOCTU
NneperoBOpoOB, MX CMOXHOCTU N CPOKOB B HUX OT (PMPMbl y4acTBYeT OAWH YErOBEK WUMu
komanga. CosgaBasi KOmaHgy, npuBrekanTe nogen, CNoCOOHbIX K KOMMYHUKATUBHOMY
B3aMMOAENCTBUIO, CNAaXEHHOCTU B paboTe BO UMs OOCTWxeHus obuwen uenu. [loBeaute
A0 UX CO3HAHWA CMbICI CKa3aHHOrO U3BECTHbIM aMepuKaHCKuM npocseTtutenemMm Panbdom
OmepcoHoM: «[pebua Ha MHOroBecerlbHOM CyQHE He XBansaT 3a OPUrMHanNbHOCTb
MaHepbI».

NHorga Bo3HMKaeT HeobXoaMMOCTb BKOYMTL B KOMaHAy cneuuanucTa rno CBA3sM C
obuwecTBeHHOCTL0. B nobom criyyae Hy)KHO MOMHWUTb, YTO €CNnKu y Balwlero OMNmnoHeHTa
(ocobeHHO B nonutmnke) bonbliaa komaHga, none3Ho obecneunTb 6GanaHc OAUH K OQHOMY.
Ho TeM He MeHee, ecnu y YneHOB Balleh KOMaHAbl HET KOHKPETHbIX 06A3aHHOCTEN, TO
OHM ByayT 6paTb CNOBO TONMbKO AN TOro, 4Ytobbl BbIMYCTUTb OMOUMOHASNbHbLIA Nap —
OGnecHyTb KpacHopeunem. UYTobbl u3bexarb 3TOro, HeobxoAuMMO nepea Kaxabim
Yy4aCTHMKOM MeperoBopoB NOCTaBUTb KOHKPETHYIO 3adadvy.

O6cTosTenbcTBa, YCrnoBua U MetToabl paboTbl — BOT OCHOBHblE (DaKTOPbI, KOTOpbIE
onpenensoT Balle peLleHne n Belbop nuaepa.

Mpexae yem NPUCTYNUTL K NeperoBopam, HeOBXoaUMO OpraHn3oBaTb MOCTOSIHHbIE
KOHCYnbTauun C BbICLUMM AOSMPKHOCTHBLIM fIULIOM, a Takke obecneynTb YMEHuUe 4feHOB
KOMaHAbl NOHMMaTb Borblue, YeM roBOpPUTCS (3apaHee OOroBOPMBLUUCH, Kak nogatb Apyr
APYry 3HaK, HaNnpumep, ecnn y4acTHUK KOMaHAbl FOBOPUT NnLHee. MyCTb KTO-TO BbICTYNUT
B ponu HabnwogaTena: co CTOpOHbl BuaHee. B kayecTBe curHana MOXET CIyXuTb,
Hanpumep, NpeasioxkeHne KOHMEeT nnm ctakaHa Boapl.

Bonpocebl, Ha KOTOpble HY>KHO 3apaHee NOArOTOBUTbL OTBETHI:

1. MovyemMy nMeHHO 3Ta hupma npurnacuna sac onga neperosopoB? KakoBa npuymHa
npurnaweHmna?

2. KakoBbl Lleniv 3Ton (pupMmbl: cTpaTermyeckue, Taktmdeckme?

3. KakoBbl OCHOBHbIE XapaKTepuUCTUKM UpMbl: NpodreCccnoHanbHble, couuanbHble,
9KOHOMUYeckme, aemorpaduyeckue n 1.0.7

4. KTO n3 coTpygHUKOB OpraHu3auunm paHee npoBoaun neperosopbl ¢ pupmMmon?

5. KTo cerogHs siBnseTca nuaepom gaHHon dompmebl, ByaeT nu oH cam ydacTBoBaTb B
neperosopax, ecnv fa, To Kak AOCTUYb MOMOXUTENbHbIX pe3ynbTaToB B NeperoBopax C
HUM?
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6. KakoBbl 0OCOBEHHOCTM MpPEeAcCTOosWMX MNeperoBopoB, NPeapacnosioXeHbl M K
tomopy ByayLune KOHTpareHTbl, KaKOBbl 3anpeTHbIE TEMbI?

7. KTo npeacraBuT Bac Ha rneperoBopax C AaHHOW (PUMPMOWN, KakOBO OTHOLLEHWEe
npeacTaBnsaAloLWEero Bac nvua K Bam fMYHO, KakMe MONOXUTENbHbIE YepTbl MOryT ObITb
OTMeYeHbl BaMU B 3TOM YenoBeke?

8. Ha Bce nu Bawwm Bonpockl 6yayT nony4vyeHbl OTBETbI M KaKOBbl BOMPOCHI, KOTOPbIE
npeanonoXuTenbHO MOryT 3ajaTb BaM, KakMe TeMbl MOryT Bbl3BaTb OTpuuaTerbHble
3MOLMK Y BaLLero KoHTpareHTa?

9. Kakon Bua coobuieHnsa (MHGOopMaLMM) OKaXKeTCa CaMbiM A0XOAYMBBLIM AJiS
Ballero napTtHepa W caMbiM UEHHbIM ANns  UPMbI-KOHTPareHTa, OOSMKHbI N Bbl
npeacTaBuTb Kakne-nmbo AOKYMEHTbI (peKNaMHble NPOCMEKTbI, YePTEXN, CXEMbI, OTHETHI,
Tabnuupbl 1 Np.)?

M3BeCTHbIN amepukaHCKM MeHemkep Xapsu Makken B kHure «Kak nnasaTb cpeau
akyn n He OblTb 3aXMBO CbeAeHHbIM» COCTaBuIl 3TM BOMPOCbl W ybBexaeH, 4To
npegBapuTensHas nx npopaboTka NO3BOMUT YCMNELLHO NPOBECTUN NEPEroBOpbLI.

MpeaBapuTenbHasa NOAroToBKa BKOYaeT B cebsa He Tonbko cbop nHdopmauum, Ho n
ee aHanus, pasmbiLneHnsa o Hel. 34ecb 0COBEHHO BaXXHO MOMHUTbL NPUHLMN: «YOBanBamn
ycunus, OOCTUIHYB OnpedesieHHoro ycnexa». Kak M3BeCTHO, elle ApeBHerpeqeckuni
dounocod epaknuT roBopun, YTo MHOro3HaHMe He Hay4aeT myapoctu. MyopocTb — B
3HAHMM OCHOBaHWM M MPUYUH. VIMEHHO OHM obGecneymBaroT formdeckoe obocHoBaHWE
npUHUMaembiX pelleHnin. [ns yenoseka, BedyLwlero nNeperoBopbl, YMeHue paccyxaaTb
ABISETCA OQHMUM U3 rMaBHbIX.

B TO e Bpems npakTuka pacCyxgeHus npyu Bcen ee HeoBXOAMMOCTM U BaXXHOCTH
HecnocobHa cama no cebe npuBecTn kK HeobxoaMMoMy 3HaHuK. «Bce Halle JOCTOMHCTBO
3aKM4YeHo B MbICKW, — nucan dpaHuysckun matemMatvk u dunocod XVII Beka B.
Mackanb. — He npocTpaHCTBO W He BpEMS, KOTOPbIX Mbl HE MOXEM 3arofHUTb,
BO3BbILLAKOT HAc, @ MMEHHO OHa, Hawa MbICrb. byaem Xe y4yuTbCs XOpPOLIO MbICINUTb...»
[ns BegyLiero neperoBopbl 3TO He NPU3bIB, @ PyKOBOACTBO K AENCTBUIO, TaK Kak npeameT
crnopa 1 No3nuumn CTOPoH HEOBXOAMMO BbISBUTb HA CTaAuMW aHanvsa MHopMaLmu.

Jlobaa uvHdopmMaums, OTHOCUTENBHO KOTOPOWM HET cornacusi, MOXeT cTaTb
npegMeToM neperoBopoB. Takum obpas3om, npeameTr neperoBopoB — 3TO HEYTo
BOCMNpPUHMMaEMOe OQHOW CTOPOHOM MOMOXUTESbHO, a APYron — oTpuuaTenbHO.

MpakTuka cBMAOETENbCTBYET, YTO He YyBEepeHHble B cebe unnm He CRULIKOM
KOMMETEHTHblIE PYKOBOAUTENWN BbIAAOT HEACHble WM OBYCMbICNIEHHbIE WHCTPYKLMK,
cBugetenbcTBylowiMe O 60A3HWM OTBETCTBEHHOCTW, Hanpumep: «YuuTbiBah Halu
9KOHOMUYECKME MHTepechl», «OTBepran yrpo3bl CO CTOPOHbI NapTHepa», «HacTtamBan Ha
HaLen no3mumum».

[pyron KpanHOCTbIO ABASKOTCA CAULLKOM AeTalbHble UHCTPYKLUMK, KOTOpbIEe NnatoT
TOro, KTO BeeT NeperoBopbl, BO3MOXHOCTM CBOOOAHOrO MaHEBPMPOBaHUSA, CNOCOBCTBYIOT
TOMY, YTO OH NOCTOSIHHO 3anpalunBaeT AanbHenLwne ykasaHus.

B u3BecTHOM AunnomaTU4ecKOM aHekgoTe pacckasblBaeTcss O TOM, Kak rrasa
TOProBOro npeanpusaTMs nocnan B APYrod ropog MOofoJoro areHTa, cHabame ero
AetanbHbIMU MHCTPYKUnAMU. OHM rnacunn: «Hago BblexaTb YTPEHHMM NOe340M, KOTOPbI
NpnbbiBaeT Ha MeCTO B BOCEMb YacoB yTpa. [MOCKOMNbKY MarasvHbl OTKPbIBAOTCA TOMBKO B
AEBSATb, BPEMSA C BOCbMU A0 AEBATM NPOBECTU B NPUBOK3aribHOM pecTopaHe, 3akasaTtb U
CbeCTb NOPUNIO TENATUHBI. [locne 3TOro MOXHO Ha4YaTb 06XOA TOProBbIX TOYEK.

[anee HavanbHUK noApobHenwMM o06pa3oM pasbACHAN MNOAYUMHEHHOMY, Kyaa
WMEHHO cnefyeT 3aWTu, Kak 30BYT Bnagenbua, O YeM C HUM MeperoBopuTb, Ha 4TO
obpatuTb BHMUMaHWe W T.4. HakoHeu, ykasbiBanoCb, YTO €CNU BO3HWUKHET Kakas-rnmbo
npobnema, Hago CpPOYHO nNpucnatb TenerpamMmy. Ha cnegyioulee ytpo wed nonyyvyaer
Tenerpammy crnegymulero cogepxaHus: «B pectopaHe HeT TENATUHbI, YTO AenaTb?»

Takum obpasom, npegMeT NeperoBopoB OOIPKEH HOCUTb MPAKTUYECKUA XapakTep U
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yUuUTbiBaTb CKMadblBAKOLWYOCA CUTyauuio: Hanpumep, oHa W Ta Xe LUeHa B pasHblX
cuTyaumusax MoxeT ObiTb OLeHeHa Mo-pa3HOMY: Kak BbICOKasi M Kak Hu3kas. [Moatomy
pasymHee OyaeT pacyneHuTb MOHATME LEeHbl Ha 3feMeHTbl CTOMMOCTW, a 3aTeM
nonbITaTbCA ONpeaesiuTb, OTHOCUTENBHO KaknMX 3r1eMEHTOB MOXHO MPOBEPUTb, HACKOMBbKO
OHW pearibHbl U HEMb3SA NN UX ypesaTb.

Bonpocel, 06ycnoBneHHble 3MOLMOHANbHOW peakLmen He AOSMKHbI CTaTb NpeaMeToM
pacCcMOTpPEHUS.

B ueHTpe neperoBOpOB AOMKHbI CTOATb MPOGNEeMbl, a He MoXenaHus Wnm
TpeboBaHuS.

TakTMka — 3TO COBOKYMHOCTb METOAOB WM MPUEMOB, ONpeaensiowmnx cnocod
OCYLLEeCTBMNEeHUs 3agyMaHHOW akuun. NepBbli TaKTUYECKUI Luar, KOTOPbIA OCYLLEeCTBRsSeT
crneumnanucT no neperoBopam — 3TO MNOSydeHUe UHCTPYKUMA U nX aHanus. NHCTpyKums
onpegenseTr MOMHOMOYUS, MepeBOAUT CcTpaTernvyeckne Lenum neperoBopoB Ha A3blK
KOHKPETHbIX 3agad u TpeboBaHun. O4yeHb BaXHO, YTO Obl OHM ObINKM XECTKMMMU NULLb B
TOM, YTO KacaeTcs uefierd U 0XXuaaemMoro KOHe4YHoro pesyrnbtata — MUHUMYM U MakCUMyM
AOroBOPEHHOCTEN, BO BCEM Xe OCTasfibHOM, T.e. B TOM, YTO KacaeTCHd UX NPeTBOPEeHUs B
XWU3Hb, AONSA BeAyLwero neperoBopbl AOMMKHA ObiTb nNpegocTtaBrneHa nonHas csoboaa
OEencTBUN.

4.2 Kputuka B 4enoBon KOMMyHUKaLumn

CnoBo «KpuUTKKa» NPONCXOANT OT rpeveckoro kritike — nckyccreso pasbupaTb n umeet
HECKOSbKO 3HaYeHUM:

a) obCcyxaeHune C Lernbio AaTb OLEHKY;

6) oTpuuaTenbHOE CyXXAeHMeE C Lienbto yKazaHus HegOCTaTKOB;

B) NpoBepKa AOCTOBEPHOCTUN YEro-To.

B penoBon npakTMke pasnuyarT Takve BuAbl KPUTUKKM, KaK: KPUTUKaAHCTBO,
NnceBOOKPUTUKA U KPUTHUKA.

KpuTnkaHCcTBO — 9TO BMA 3ronbixaTenbCckon KpUTukn. OHO XxapakTepuayeTcs NosfHbIM
OTCYTCTBMEM MO3UTMBHOCTU W KOHCTPYKTUBHOCTW, KakK MpaBuUNO HEYMEeCTHO, uMeeT
3aByanupoBaHHyl0 (hopmy, npecnegyeT aroucTU4eckne Lenu, Hanpumep nokasaTb CBOKO
aKTUBHOCTb, 4EMNOBUTOCTb U Np.

[NceBOOKpUTMKA — 3TO KpUTMKA ON1S CBEOEHUS NUYHBIX CYETOB, UCMNONb3yeTCa TakKe
Kak CpeAcTBO COXPaHEHWSA UMW MOBbILEHUS CBOEro MOSNOXEHUS U MpecTuxa, Kak CTUnb
paboTbl. Pas3HOBMOHOCTM NCEBAOKPUTUKW, OpAMHAPHAs KPUTMKA, MOKa3Has KpUTUKA,
«OpraHn3oBaHHasa KpUTUKa», «COrflacCoBaHHAsA KPUTUKA», KOHTPKPUTUKA.

[MO3NTMBHOW KPUTMKE CBOMCTBEHHBI Crieaylolme XxapakTepuUCTUKK:

1. OwHa Bcerga cutyaTMBHO YMECTHa, T.e. OCYLLECTBMSEeTCS B TOM MeCcTe U B TO
BpeMs, Korga OT Hee eCTb co3ugatenbHas nonb3a (Ha [ernoBOM COBELlaHuMu, Ha
ANCKYCCUN, Ha KOHdbepeHumn, Ha genoson beceae n np.).

2. KpuTuka no3uMTMBHAsA OCYyLLECTBNSETCA B NPUCYTCTBUM OObEKTa KPUTUKW.
3ameyaHns 0 KOM-TO UM O ero MocTynKax, BbiCKa3aHHble TPeTbeEMY NULY B OTCYTCTBME
BTOPOro, kKak MpaBuriio, c€o3dalT MOTEHUManbHO KOHMAWKTHYO cuTyauuio. ABTOP
3aMeyaHun He MOXeT OblTb YyBEepeH B KOH(MAEHUNanbHOCTU pasroBopa, a AOBEpPEeHHoe
NULO MOXET BOCMOSIb30BaTbCA MOSyYEHHON WMHAOPMAaLMEN M pacnpoCTpaHUTbL ee unm
nepegaTtb TOMy, O KOM WAET peyb, HO yXXe B UCKaXeHHOM, AedopMmnpoBaHHOM Buae, C
pobaeneHnem cobCcTBEHHbIX KOMMeEHTapueB. MoaTomy LenecoobpasHO KPUTUKOBATL YTO-
nnbo B NPUCYTCTBUN CaMOro YenoBeka, 4O0MYyCTUBLLErO OLWNBKN.

3. lNpeomeTomM KpUTUKM ABNSAKOTCA Aena U NOCTYMNKWA, HEBEPHbIE NN COMHUTESbHbIE
YMO3aKnio4YeH1s, BbICKa3blBaHWSA, paccyxgeHus, owunbkn, agonyuweHHole B paboTe,
HenpaBurbHble OEWUCTBUSA, @ He JWUYHOCTb 4YerioBeka, ero OocobBeHHOCTW, XapakTep,
YMCTBEHHbIV NOTEeHuuWan v T.n.

4. [encrtBeHHasd, OObEKTMBHAS KPUTUKA OMNUPAETCA Ha KOHKPEeTHble akTbl WM
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apryMeHTbl, Ha [AOKa3aTenbCTBa, @ HE Ha «BKYCOBbIE CYXOEHWSI» WU BbIMbILLIIEHHbIE
CHOXKETHbI.

5. KoHeuyHOM Uuenblo KPUTUKM SABMSIETCS pelleHne, nomMorarlee WU3MEHUTb
CUTyaUMo, KOHKpETHble MpeasiokeHna no YCTpaHeHWo HedoCTaTKoB, MO CHATUIO
BO3HUKLIMX Npobriem. Kputnka — 310 HEe XNagHOKPOBHOE, HE3aUHTEPECOBAHHOE OMUCaHne
Jerna, oHa npeanonaraeT akTUBHOE, MPUCTPACTHOE OTHOLUEHWEe, 3avHTEpPECOBaHHYK B
ynydlweHum aerna nosuuuio.

6. Llenb KpuTuKyloLEro 3akno4yaeTcs B TOM, YTOObl BbIIBUTb OENCTBUTESNbHbIE
NPUYMHBI JONYLEHHbIX OLWMOOK 1 NPeaioXNTb KOHCTPYKTUBHbBIE LWaru no ux yCTpaHeHuto.

7. Kputuka gormkHa ObiTb wagsuwen. Koroaa o Kputuke roBopaT MeTadopuyecky,
4acTo YynoTpeOnaAlwT TakMe o0pasbl, Kak «KPUTUYECKME CTPEnbl», «ydapbl KPUTUKK»,
«TaKoW-TO Momnan noA KpUTUYEeckuin obcTpen», u T.n. Bce 3Tu xapakTepucTukM UMetoT
OTHOLUEHME K paspylumTenbHon kputuke. Llenb ee, kak npaBuso, He KOHCTPYKTUBHA, OHa
HanpaeBneHa Ha nodaBrfieHne TeX, KTO MbICIMT U MOCTynaeT MHade, YEM KPUTUKYHOLLINA.
Takas KpuTuka mHorga OblBaeT MONIE3HOM: €Cnn Ha [Oopore NeXuT KaMeHb U MellaeT
npoesny, €ro, HECOMHEHHO, HYyXXHO ybpaTb — MepeHecTu, paspylunTb, OoTOpocuTb. Ho
COBCEM Apyroe Aeno, Kkorga B AENOBOM OOLWEHMN pa3pylleHne (NIMYHOCTU, OTHOLUEHWUMN,
Aena) CTaHOBUTCS [flaBHbIM W €OMHCTBEHHbIM HanpaBfeHMeM KPUTUKW, Koraa oOHa
BMOUTCA opyanem paszobrnayeHus n npecneaoBaHus.

PaspywmTtenbHas, «ygapHas» KpuTuka no qopmMe BbipaXeHnst MoHosornyHa. OHa He
npegnonaraeT KOHCTPYKTMBHOrO B3aMMOAEWCTBUSA, COTPYOHUYECTBA KPUTUKYIOLLETO WU
Kputukyemoro. OHa anpuopu He npegnonaraeT AByX MO3VLWUN, B3aMMHO YTOYHSAHOLLMXCS
unu BbipabaTbIBaOLWNXCA B MPOLIECCE KPUTUKU. Y aBTopa TakoOW KPUTUKU TONbKO OAHa
no3unumsi, ogHa To4Yka 3peHUs], U OH 3apaHee npuceoun cebe npaeo 6biTb NpaBbiM. Yaap —
3TO HEe npurnaLleHne K cnopy, AUCKyccun, a nsbmneHmne He asnsaeTcs dopmon guanora.

Llagauwas, KOHCTPYKTMBHAsi KpUTUKA CTaBUT CBOEN LENbl He YHUYTOXEHue
OMMOHEHTA, a COBMECTHbIN MOUCK CPEACTB NPEOAONIEHNST OOHAPYKUBLUNXCHA TPYOHOCTEN U
npobnem. 3gecb HanNUUO ABE paBHOMpPAaBHblE MO3ULMK, BO B3aMMOLEWCTBMN KOTOPbLIX U
ocyLLecTBnseTca Kputnka. Kpome TOro, B TaKOW KpUTUKE BaXKEH ee NpeaMeT, O KOTOPOM
nOeT pasroBop, WM CMop, KOTOpbIA M nNpugaeT CMbICA Auanory, B3auMHbIM
pacCyXOeHUsM.

3amevatenbHbIn pycckui yyeHbin M.M. BaxTuH, roBops 0 ananorn4eckon npvpone
coumanbHOro B3aMMOAEWCTBUA, OTMeYarn, YTO MeX4YeroBeyeckoe B3auMOAencTBue
HEenb3s CBECTM K OTHOLUEHUSM NOrMYECKM WUNN NPeaMETHO-CMbICIIOBbIM, KOTOPbIE CaMu
no cebe nNuLeHbl ANanorM4yHOCTU. B NpoCTbIX CyXXOeHMsX O BELM elle HeT ananora. [Ans
TOro 4Ytobbl NPEBPATUTLCA B ANATON, CY>XAEHUSI OOSMKHbI CTaTb BbICKA3blBAHUMAMMW, CTaTb
Bblpa)XEHHbIMM B CITOBE MO3MUNAMU Pa3HbIX CYObEKTOB.

Kputnyecknn pguanor — 3TO He NPOCTO CPEeACTBO OOHapyXeHUA HeOoCTaTKoB,
OTHOCUTENBbHO KOTOPbIX HY)XHO MOTOM «MPUHATb MEpPbI», HO MPOLECC YCTpaHEHUS
HegocTaTkoB. [mnanor 3gecb — yy4yeT MHEHUWM W npeacTaBfeHun nioaen-y4acTHUKOB

AenoBown KOMMYHUKaLUWNNn, MOHONoOr —  OuKTarT, HacunbCTBEHHOE HaBA3biBAHUE
OKOHOMMYECKUX, LEHHOCTHbIX, yNnpaBJiEHYEeCKNX, MOpalibHbIX U nodbIx apyrmx cnoco6os.,
npunHUMNOB, MEpPOK, MnoBegeH4YeCKNX CTepeoTUnos. KpI/ITVIKa Kak Aauanor — 3TO He

Heobxooumoe npegucrnoBue K geny, a camo Aerno, oHa AelcTBUTENbHA U OeACTBEHHA,
OHa ecTb NpeodosieHne paspbliBa Mexay CroBOM M [erioM, MpUYEM He «CPeACTBO
NnpeoaosnieHnsi», a NPeoaoneHne Kak TakoBoe.

B nenoBoi KOMMYHMKaLMK KPUTUKA «BMNIETEHA» B KU3Hb, MO3TOMY BaXXHO KOPPEKTHO
NoAXOoAUTb K TakMM BOMPOCaM, Kak: KTO MMeeT MpaBO Ha KPUTKKY, a KTO — HET, O Mepe
KPUTUKN, O COOTHOLLUEHUWN KPUTUKA W «dena», O «30Hax» BHE KPUTMKU, O TOM, Kak
OCYLLECTBIIATb KPUTUKY HE <U3PaAHMB» KPUTUKYEMOTO.

H. OHkenbmaH, aBTop KHUrM «[llpeycneBaTb C pPagoOCTblO», CYMATAET, YTO
GONbLUMHCTBO NOAEN, KOTOpble MpU 4eNOBOM B3aMMOAENCTBMN NPEANnoYMTaloT KPUTUKY,
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obnagatoT HeraTMBHbIMW YepTaMu XxapakTepa W pPYKOBOACTBYIOTCH, Kak npaBuno,
cnegylowuMm  MOTMBaMKW: M3 MECTUM, W3  3aBUCTWU, Wu3-3a HegobpoxenaTenbHOro
OTHOLLIEHUS, MO 3110MY YMbICIY, U3-3a COBCTBEHHOW HECNOCOBHOCTHU, 13 TLLECNaBud, n3-3a
BbICOKOMepUS, 4Tobbl 0BpaTUTb BHMMaHWe Ha cebsi, n3-3a Hey4oBNeTBOPEHHOCTM COBOWN,
N3-3a arpecCuUBHOIO HAaCTPOEHUSA U T.M.

Ecnn y yenoBeka OTKpbITble, MOMOXUTENbHbIE YCTAHOBKM, TO NtobGoe coobLieHwue,
NHopmaumio unm cobbiTe OH CHayana BOCNPUMET HENTPAIbHO 1 NOMbITaeTCsa BblAENUTb
B HUX MONOXMUTENbHbIE U OTpULAaTEsNbHbIE CTOPOHbI, MOPa3MbILWNAET Hag TeEMU U OPYrMu
N nocTapaeTca HaNTK peLleHne, HO He CBA3aHHOE C KPUTUKOM.

Hantn pelweHne MOXHO 4epes3 pasroBOp C YerioBeKOM, AOMyCTUBLUMM MNpoMax,
ownbky. C aTonm uenbld HeobXxoOuMO €ero BbICNyLWaTb, MOHATb XO4 €ro MbICen,
HanpaBIfieHHOCTb €ero [AeucTBuMi. Henb3a cuutatb, YTO Hawe MHeHWe eOUMHCTBEHHO
npaBuIiIbHOE, YTO UMEHHO Mbl 3HAEM, KaK HY>XHO MOCTyrnaTb B TON UMY MHOW CUTyaLUMN.

Kak nokasbiBaeT peanbHasi MpakTuka [OerioBOoro B3aMMOAEWCTBUSA, YyCrexu npu
NCMNOSIb30BaHUM KPUTUKK, K COXaneHuto, Hesenukn. bonee Toro, otpuuatenbHbi adekT
MHOrga ropasgo Bblwe, 4vem nonoxutenbHoln. Kak oTmevaet JI.C. Beuep B kHure
«CekpeTbl [enoBoro obLeHnsa», oTpuuaTtesnbHble MOCMeACTBUS OT KPUTUKM BecbMa
pacrnpoCcTpaHeHbl, 3TO NCUXOSIOrMYecKne N3NepPXXKu KPUTUKU, 8 UMEHHO:

— MI0OX0€ HAaCTPOEHWE Y KPUTUKYEMOTO;

— HebnaronpuaTHaa obcTtaHoBKa Ha paboTe;

— MOSIBNIEHNE Y KPUTUKYEMOro NOTPeOHOCTH 3alumLLaTbCA:

— BecnonesHble, AnsAWmMeca JoNroe BpeMs Cropbl, OnpaBaaHus;

— nosiBNeHne BpaxaebHbIX OTHOLLEHWI, arpeCCMBHOCTY B OOLLEHNN;

— yrnagoK CUm Kak y KpUTUKYeMOro, Tak U y KPUTUKYIOLEro, YTO BeJEeT K CHUXEHUIO
paboTOCNOCOBHOCTM, YXyOLEHUIO kKayecTBa paboThl;

— COCTOSIHNE HEeyBEPEHHOCTU, HeBepus, 6e3pasnnums y KpuTUKyemoro;

— XernaHve OTBETUTb BCTPEYHOWN KPUTUKOW;

— NosiBNeHne cTpaxa nepea ganbHenwen KpUTukon, 6053Hb BbINONMHEHUS 3a4aHumi B
CBSI31 C 9TUM,

— KPUTUKYEMbIN UCMbITLIBAET YyBCTBO OCKOPONEHHOro camontobus u np.

Kak  Bugum, cnegcteBMeM  KpUTUKM  ABNSETCA  HeraTuBHbIA  pe3ynbTar,
NPOSBASIOWMNCA WMEHHO BO B3aMMOOTHOLLUEHMSX [OEnOBblX MapTHEPOB, YNEHOB
KonnekTnea. AHanu3 BbllenepeyvmcrneHHblx Npobnem cBnaeTeNbCTBYET, YTO HEO6XOaUMBI
cepbesHble pasMblleHns nepea BCTYNSIEHNEM Ha NYyTb KPUTUKNA.

BoceMb «cekpeToB» pasyMHOWN KPUTUKMU:

1. MNMocneante 3a cobown, Kak 4yacTo B TeYEeHUe OHSA Bbl KpUTUKyeTe APYrux, nyctb
Aaxe Oeno kacaeTcs BnonHe «6e3006MaHom» KPUTUKN.

2. MNoHabnioganTte, Kak BblpaXalT KPUTUKY OKpyXKalliue Bac noanm M cpencrsa
mMaccoBon WHdopmauuun. lNMpuHMMaeTe nu Bbl ee, cunTaeTe nn Habnwgaembln CTUIb
KPUTUKN KOPPEKTHBLIM?

3. MNpexge yem Bam CHOBa 3axo4eTcs KOro-nmbo MOKpUTUKOBaATb, cCnpocuTe cebs,
Yyero Bbl 3TUM A0ObETECH.

4. Korga Bbl 3aX0TUTE MOKPUTUKOBATb KOro-nmbo unm 4sn-to ownbkun, nogymante ob
9TOM YerioBeKe C MOSIOKMTENbHON TOYKM 3pEHUsl, Hangute y Hero MUHUMYM Tpu
NONOXUTENbHbBIE XapakTePUCTUKM.

5. YunTtecb 3aMeHATb KPUTUKY NONOXUTENBHOM MOTMBaunen. byabte GnarogapHbl 3a
TO, YTO NPOU30LLIIO, BMECTO TOro 4YTobbl 6bIThb HEGNArogapHbIM 3a TO, YTO HE MPOM3OLLISIO.

6. Ecnu KpuTUKYHOT Bac caMoro, y4nTecb UCKYCCTBY HE NPUHUMATb KPUTUKY BIIM3KO K
cepauy. Jlyywe notpaTtbTe BpeMS Ha aHanua Toro, NoYemMy KPUTUKYIOLMA Bac XodeT
«BbINYCTUTb Nap», obpallas CTpenbl CBOEW KPUTUKM Ha Bac, MOMbITAanTeCb MOHATbL €ro.
lMpoaHanuanpymntTe NpUYNHY ero KPUTUKKU, MOXeT BbiTb, OH B YEM-TO MNpas.

7. Ecnn apyron ynopctByeT B BbICKa3blBaHUN KPUTUYECKUX 3aMeyaHuin, pearnpymre,
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COXpaHAs HEeBO3MYTUMOCTb U XMaJHOKPOBME, KOHCTaTUMpysA: «TakoBO Balle MHEHWE U
Balla no3uuusi, MoW >Xe TakoBbl... [laBanTe nogymaem, B YeM HalW TOYKM 3peHus
cXoOaTCS».

8. Yuntecb Kaxgoe «HeT», Cka3aHHOe Balium cobecedHWKOM, npeBpallatb B «ga»
He NocpenCcTBOM YrOBOPOB, a Yepes yoexaeHnsa n No3MTUBHYHO MOTMBaLMIO.

3ameyvaHus, BbiCKa3blBaeMble B Ball aZlpeCc uUnv B agpec Ballux MNo3vuumn, UMerT
MHOro ObfLiero C KpUTUMKOW Npexae BCero noToMmy, YTO OHW, TaK Xe Kak U KPUTUKa,
aKUEHTUPYIOT oTpuLuaTesibHble CTOPOHBI BbiCKa3biBaHUW. BmecTe ¢ TeM, 3aMmeyaHusi UMerT
N MNOJIOXUTENbHbIE CTOPOHbI, TaK Kak CBUOETENbCTBYOT O TOM, 4YTO ONMOHEHT Bac
BHMMATENbHO Cnyllan, uMHTepecyetca Bawen npobnemMon, pasMbingeT O CYLHOCTM
Aena, npoeepsieT Balwly aprymMeHTauuio u Bce TwaTenbHO obaymbiBaeTt. [loaTtomy
3aMevaHus, BbICKasaHHble BaM B Xo4e [OeNnoBOW KOMMYyHWKauuu, He cnegyet
paccmaTpmBaTtbh Kak NPenaTcTBUA Ha NyTn B3anmogencteus. Crnenyet oBnageTb TEXHUKON
HenTpanuaauun 3amedaHui npu 3awmnTe CBONUX MHEHUIN 1 yBexaeHun.

tOrocnasckuin ncmxonor lNMpegpar Muumy BbligenseT cnefyowime pasHOBUAHOCTU
3aMeyaHun n cnocobbl X HEUTpPanU3aumm:

HeBbiCcKka3aHHble 3aMeyaHus — 3TO TakMe 3amedaHus, KoTopble cobecegHuKk He
ycneBaeT, He XO4eT WM He CMeeT BbiCka3aTb, NMO3TOMY UernecoobpasHo, onepeauvs
napTHepa, BbiABUTb 3TU NOTEHLUMamnbHble 3aMeYaHUsa U HEeWTpPanmM3oBaTb MX. OTO MOXHO
caenatb C MOMOLLBK OTKPbITbIX BOMPOCOB, Hanpumep: «4YTo Bbl gymaeTe 06 aTOM?»,
«Kakon nogxon, no BalleMy MHEHWUI, nydwe?», «Kakne BO3MOXHOCTU ONsl YCTPaHEeHUs
3TOro Bbl BUAUTE?».

Ecnn Bbl oroBopunuce, TO NpyMuTe 3aMmevaHve no 3TOMy NoBOAY K CBELEHUIO N He
0b6bACHANTE, NOYEMY 3TO NPOU3OLLISIO.

MpenybexaeHnsa OTHOCATCA K MPUYMHAM, BbI3blBalOLMM HEMPUATHbIE 3aMeyaHus,
0COBEHHO B Tex cny4vasx, Korga Touyka 3peHusi HEMpUSTHOro cobeceaHuka MOMHOCTLIO
ownbovHa. Kak nokasbiBaeT npakTuka, fnpu Hanuumm 3MOLMOHAnNbHOW MNo4YBbl Ntobble
nornyeckme KOHTpaprymMeHTbl 34ecb 6ecnonesHbl, MNo3ToMy criegyeT, Kak u npu
neperoBopax, pasBecTW, pasrpaHnynMTb npenybexaeHns n cyObekTMBHbIE 3amedaHus,
MOTMBaUMIO U TOYKM 3pEHUA Yy4YaCTHMKOB B3auMMOAEWCTBUSA, a 3aTeM npogymatb
BO3MOXHOCTb OTCTYMNSIEHUS, HO C «HaBedeHNeM MOCTOBY.

NpOHWYHbIE (eXMaHble, KOMKME) 3amedaHuss MoryT ObiTb CcneactBMEM  MAOXOro
HaCTpPOEHNsa OenoBOoro NapTHepa, a MHOrAa 1 ero XenaHus «nourpaTb Ha BallnX HepBax»,
NpOBEpPUTb BalUM BbIAEPXKKY W TepneHue. 3avacTyld OHW HOCHAT OCKOPOUTENbHbIN,
Bbi3blBalOWMA xapaktep. [lpexge 4yem BCTynaTb B MNOSIEMUKY B 3TOW CUTyauuw,
HeobXxoAMMO CHavana BbIACHUTb, COENaHO N 3amMevaHue BCepbe3 WM OHO umeeT
XapakTep «CrnopTMBHOIO Bbl3oBa». B pesynbTate nonyyeHHon wHopmMauum Balua
peakumss MOXeT OblTb OCTPOYMHOW WU WUrHOPUPYIOLWENH, T.e. 3amMevyaHue MOXHO
NpPonycTUTb MAUMO YLLEMN.

CtpemneHne K nonyyeHuto uvHGoOpMaumm. Takue 3amedaHusi CBSA3aHbl CO
CTpEMNEHNEM NapTHeEpa MNONyYUTb OOMNOSTHUTENBHYIO MHOPMAaUMIO UM KOMMEHTapuM,
pasbscHAKLWME ycnblwaHHoe. MoaToMy uenecoobpasHo AaTb CMOKOWHBLIA U YBEPEHHbIN
OTBET M NonbITaTbCH pa3obpaTbCsl BMECTE C NAPTHEPOM B TOM, YTO €My He SICHO B BaLLMX
paccyxgeHuax. XXenaHne nposiButb ceba. O4yeHb MHOrMe y4YacTHWKM B3aUMOLEWCTBUS
XenawT «3axBaTUTb KOMMYHUKaTMBHOE NPOCTPAHCTBO» C LENbi0 BbiCKa3aTb CBOE MHEHUE,
nokasaTb, YTO He NoAAalTCA BAUAHUIO UM 6eCnpUCTpacTHbl B BbICKa3biBaHUW MO3ULMIA.
HenTpanusauus Takoro pofga 3amMedaHurh CBOOMTCA K TOMY, YTO Bbl CHWXXaeTe CBOK
3HA4YMMOCTb B (POPMYNMpPOBaHUM BbIBOLOB, MOKasblBaeTe pofib MapTHepa B pasBUTUU
obcyxgaembix naen n MHeHun. OnepeauTb €ro BbICKa3blBAHUS MOXHO C MOMOLLBHO
BOMpocoB, Hanpumep: «CoOTBETCTBYET NN 3TO BalleMy MHEHUIO?», «4TO noackasbiBaeT
BaM OMbIT peLleHnst Takoro poda npobnem?».

3ameyaHus cybbekTmBHOro xapakrtepa. OHWM BbICKa3blBAlOTCA B CUTyauuu, Korga
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Bawa WHgopmauua manoybeautenbHa wunu Bbl NPOSABUIN HEAOCTATOMHO BHUMMaHUS
CBOEMY NapTHepPY MO B3aMMOAENCTBUIO, NN OH He JoBepsieT pakTam, UCXOASLLMM OT Bac.
B nwobom 13 nepeyncrnieHHbIX CcrydYaeB mnocTapalTecb MNOCTaBUTb cebsi Ha MecTo
napTHepa, NPUMHATL BO BHUMaHWE ero npobnembl, caenatb akueHT Ha NpenmyLecTBax u
BO3MOXXHOCTSIX PELLEHNI, NpeanaraeMbiX BaMu.

Ob6bekTuBHble  3amevaHusi. BbickasbiBaloTca OHWM  Torga, Korga napTHep
AENCTBUTENBHO XOYET PasbsACHUTb CUTyauumio, Nydlwle MOHSATb CMbICA BalluX CrOB Wn
HamepeHun, Bblpabotate Gonee obbekTMBHOE COBGCTBEHHOE MHEHue. B aTton cutyaumm
bonee ymMeCTHO He MPOTMBOPEYUTb MapTHEPY B OTKPbITYD, @ OOBSACHUTL €My, YTO Bbl
yuuTbliBaeTe ero Nnoaxoabl, OAHAKO Balle peLleHne nmeeT NpemmyLLecTsa, U KOPPEKTHO U
AOCTYNHO 060OCHOBaTbL UX eLle pas.

Ob6wee conpotuBrieHne. TakMe  3aMevaHus, Kak nNpaBuio,  Y4aCTHWK
B3aMMOAENCTBUSA BbICKa3biBaET anpuopu, No3TOMY OHU He SIBNSAKTCA KOHKPETHbIMU. WX
npuYnHa NEXWT B TOM, YTO UMM TeMa pas3roBopa He ornpeerieHa 4YeTKOo, WU TakTuKa
Ballero noBeAeHWA HeadekBaTHa OXWOAHUAM napTHepa, MNo3ToMy LenecoobpasHo
YTOYHUTL WM M3MEHUTb TeMy pasroBopa W (MnNM) NONPOCUTL  paspeLLeHUs
cchopmynupoBaTb BaluM apryMeHTbl, a 3aTeM BbICNyLIAaTb 3aMeYaHus K HUM.

MocnegHsas nonbiTka. Koraa napTHEp MNOHMMAaeET, 4TO MMEHHO €eMmy npuaeTcs
peanu3oBbiBaTb nNpegnaraemble pelleHusi, Torga OH AenaeT MOCNefHIo  NoMbITKY
NMoroBOPUTb O TPYOHOCTAX WU MPENATCTBUAX W, TakKMM o0Opasom, OTCPOYMTb MNPUHATUE
OKOHYaTenbHOro pelweHuns. B aton cutyaumm 6onee npaeBunbHbIM noBeaeHnem byaert 1o,
Nnpu KOTOPOM Bbl NOMbITAETECH HAWTU eLle OANH, MOXET ObiTb Aa)Ke KOCBEHHbIN, apryMeHT
B NOMb3y Npeanaraemoro BapMaHTta ENCTBUIN U NOocre 3TOro ObiCTPO NPUHATL peLUeHne.

Ecnn Bac OykBanbHO 3acbiNnaldT 3aMeyvYaHUsIMU U BO3paXeHWsMKW, Oa ele B
HEeKOppekTHoOn popme, TO nyywe He OTBeYaTb Ha 3aMeyaHusd, a npoJoIKas
B3aMMOOEeNCTBUe, packpyunBaTb AUCKYCCUIO AanbLue 1, B CllyYae BO3BpaLLEeHNsa napTHepa
K KpUTUKE, MOMHUTb, YTO OHA YyXXe yTpaTuna CBOK akTyanbHOCTb. He cnegyeT napupoBaTtb
3amMeyvyaHusa cyObekTUBHOIO xapakTtepa, Nydle cornacuTbCa C HAMKU, OTKasaB NapTHepy B
oTBeTe. Mcnonb3ya CpaBHEHWA M3 3HAKOMOW AN napTHepa obnactv 3HaHMKW BMECTO
NPSAMOro OTBETa MOXHO JIErkO HEeWTpanuM3oBaTb BbiCKa3aHHOE 3amMevyaHue. Tak Kak co
BPEMEHEM OCTpOTa 3aMeyaHuUs CHWXaeTcs, uenecoobpasHo WCnosfb3oBaTb MPUEM
oTcpoukn. Hanpumep: «Mo3BonbTe BEPHYTLCA K 3TOMY BONPOCY NO3AHEE...»

Takum obpas3om, OCHOBHas 4YacTb 6eceabl HAYMHaAETCs nocne Toro, Kak, onpeaenu s
BCE MPeanoCbINKN K JaHHOMY pas3roBopy, MHUUMaTop Gecenbl NPUCTYNAET K U3NOXEHUIO
cBoen no3vuuun. [lapTHep CTaHOBUTCA €ro OMMOHEHTOM WNK cnywaTtenem. 3pech
HeobGxoauma B3aMMHas OobpoxenaTenbHOCTb, a Npu onpeaeneHHon Tematuke 6ecenpbl,
HanpUMep Mpu MOUCKE HOBLIX HanpaBreHWUn, pa3paboTke M O06CYyKOAEHUN HOBbIX WAEWN,
MHUUMATMB LenecoobpasHa KpuTuka, YTO MNO3BONUT MNPUHATbL Oonee KOHCTPYKTUBHOE
peLlleHne no utoram 6ecenbl.

4.3 Bo3paxeHue cobecegHuka

Kak noctynaTb B criyvae Bo3pakeHun Bawero cobeceaHunka B 6eceage ¢ Bamn?

— BbICNyLLanTe cpasy HECKOSbKO BO3PaXKEHUN;

— He crnewuTe ¢ OTBETOM, NoKa He NOMMETE UX CYTb;

— BbISICHUTE, AOENCTBUTENBbHO NN BO3PaXEHWA BbI3BaHbl PA3fIUYHBIMKM  TOYKaMM
3pEHNA UNK, MOXET ObITb, Oblfa pa3HoOn NOCTaHOBKa BONPOCA;

— HEe OTBEYaWTe Ha BO3PaXEHUs B KAaTEropnyeckomM TOHE, 3TO MOMOXET BallemMy
cobeceaHUKy 1 BaM HanTN OTBET HA COOCTBEHHbIE BO3PaXEHWS;

— BOMpPOCHI 3agaBanTe Tak, 4Tobbl cobecedHMK okasancs nepen HeobxoaAMMOCTbIO
BbibOpa mexay AByMS BapuaHTaMmm oTBeTa.

das3a nepegaun nHdopmMauun cosgaeT NPeanocbiNkn Ans apryMmeHTaunm n coctouT
N3 4eTblpex aTanoB: obcyxaeHne npobnembl — nepegava MHdoOpMaLMM — 3akpenneHune
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MHpopmaumm — o603Ha4YeHMe HOBOro HanpasneHNsa NHPOPMUPOBAHUS.

OcHoBHbIMM 3anemMeHTamn pasbl nepefauvm uHdopmauunm B agenoson becepne
ABNSAIOTCA: MOCTaHOBKA pa3HoObpasHbiX BOMPOCOB, BbiCNyLUIMBaHME (KOHUEHTpaumMsa Ha
Teme Oecegbl M Ha cobecedHuke), mM3ydeHne peakumn cobecegHuka (HabnwogeHue,
nogoepxaHuwe  BM3yanbHOro  KOHTakTa), nepegada WHdopmaumm  cobeceqHuky
(NpMMeHeHne nckyccTBa gUnNoMaTm, cosgaHne NpeanochIifiok Ana apryMmeHTaumm).

Cnepytowas ¢asa pgenoson 0OGeceabl — aprymeHtupoBaHue. B aton pase
dopmupyeTca npenBapuTeNbHOE MHEHME, 3aHMMaeTCs onpedeneHHas no3uuus no
AaHHOM npobnieme kak co CTOPOHbI MHMLUMaTopa becefbl, Tak U CO CTOPOHbI cobeceaHuka.
B aTon dhase MOXHO YyCTpaHUTb UK CMAMYUTb NPOTUBOPEYUS, HameTuBLUMecs Ao Geceabl
NN BO3HUKLLIME B XOA4E €e NPOBEAEHUS, KPUTUYECKM NPOBEPUTL MOSIOXKEHUA U dPaKThl,
N3NOXEHHble BaMn N cOBeCceAHNKOM.

daza aprymeHTaumm npm Heob6XxoaMMOCTI NNaBHO NepexoauT B a3y ONpoBEPKEHNS
poBoaoB cobecenHuka. Hanbonee BaxkHble 3a4ayn Ha 3TOM JTane:

— pasrpaHudeHve OTAefNbHbIX BO3paXeHun no cybbektam, oObEKTam, MecCTy,
BPEMEHN N NOCNELCTBUSAM;

— npuemnemoe OOBACHEHWE BbICKA3aHHbIX WKW HEBbLICKA3aHHbIX BO3pPaXXeHWN,
3aMevYaHnn, COMHEHUM;

— HenUTpanusaums 3amevyaHnin cobecegHunka nnm, ecnv ansg 3Toro eCTb BO3MOXHOCTH,
OonpoBepXXeHne Bo3paxeHun cobecegHuka. U, HakoHel, 3akniountensHasa gasa genoBou
Geceapbl.

3aBepliaoLyto Yactb 6eceqbl MOXHO HayaTb, HaNnpuUMep, C Takux ppas: «aaBanTe
noasedem UTOMU...», «Mbl NOSOLUNN K KOHUY Hawen 6ecenpl...» OkoH4YaHue 6ecefbl, Kak U1
ee Hayano, TpebyeT ocoboro BHMMaHUA. KoHel 06bIMHO 3anOMMHAETCA nydlle BCero, Tak
Kak nocriefHve crioBa okasblBalOT Hambonee AnuTenbHoe AencTBue Ha cobecegHuka. B
9TOM CBA3W OpUCTaM, MeHeXepam, pernanTtepaMm peKkoMeHOyeTCa 3anucbiBatb U
3ayymBaTb HaM3yCTb HECKOSIbKO MOCEeAHMX NPEaSIOKEHUN NN XOTA Obl 3aKNOYMTENBbHOE.
OnbiTHble fgenoBble noaM 0ObIMHO 064YMbIBAKOT 3apaHee [OBe WnuM TpyU  rpynnbl
3aKNIYNTENBHBIX NPEeAnoXeHUn, YToObl NMOTOM B 3aBUCMMOCTM OT xoda becenpbl pewwmnTb,
Kakme 1n3 HuXx — bonee msarkme nnm 6onee xectkne no oopme — NPON3HECTH.

Hecatb chakTOpoB ycnexa genoson 6eceasbl:

1. T[lpodeccuoHanbHble 3HaHUA OpUCTa, MeHeaxXepa, penavitepa — JawoT
BO3MOXHOCTb AS19 peanu3auun BbICOKON OOBEKTMBHOCTM, LOCTOBEPHOCTM WU NYyOUHbI
N3NOXEHUA NHpopmaL MK, a Takke Ansa BNnageHns cutyaumen.

2. AlcHOCTb — nNo3BonseT yBA3aTh pakTbl U geTanu, n3bexartb OBYCMbICIIEHHOCTH,
nyTaHUUbl, HEAOCKAa3aHHOCTH.

3. HarngagHocTb — MakcMmanbHOe WCMoNb30BaHWe WUIMACTPaTUBHBLIX MaTepuanos
(BOKYMEHTOB, MHMOPMAUMOHHBIX MCTOYHMKOB, Tabnuu, cxem u np.), 0bLLenM3BECTHbIX
accoumauum 1 napannenen — cHMKaeT abCTPakTHOCTb M3M0XEHNA MHAOPMaLN.

4. NocTosiHHasA HanpaBreHHOCTb — CcnefyeT NOCTOSAHHO AepXaTb B rOfIoBE OCHOBHbIE
3agauun 6eceabl 1 B KAKOW-TO Mepe 3HAaKOMUTb C HUMK cobeceaHuKa.

5. PUTM — noBblLLEHNE UHTEHCUMBHOCTUN Beceibl N0 Mepe NPUBIIMXKEHUS ee K KOHLLY.

6. [loBTOpeHMe — TMOBTOPEHME OCHOBHbLIX [MOSIOKEHUA W MbICNen nomoraeT
cobeceHUKY BOCNPUHATbL MHGpOpMaLNIO.

7. OneMeHT BHe3anHoCcTn — nNpeAacTaBndeT cobon NpoayMaHHY, HO HEOXUOAHHYHO
ans cobecegHuka yBasky getanen n oakTos.

8. «HachbIWweHHOCTb» paccyxaeHun — Heobxoanmo cneguTtb 3a TeMm, YTobbl B xoae
Gecenbl 4YepenoBannCcb «B3METbl», koraa OT cobecefHuka TpebyeTca MakcMmarnbHas
KOHLEHTpauus, N «cnagbl», KOTOpble WUCMNONb3YHTCA ANA nepenbilku U 3akpenneHus
MbICNen n accoumauumnm y cobeceaHuka.

9. KOMOp 1 MpoHUSA — B ONpeaeneHHon 403€ U CUTYaTUBHO YMECTHO OHU NOAHUMAOT
Ayx cobecefHMKOB, X TOTOBHOCTb K BOCMPUSTUIO AaXe HEMPUATHbIX acnekTos beceabl.
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Takum obpasom, B Tpyae MeHepxepa becega ABNAeTCA OAHUM U3 BeAyLUUX
MeTOJOB YynpaBSfieHUss W BO3OEUCTBUS Ha MOAYMHEHHbIX. Tak >e LWUPOKO OHa
NCronb3yeTcs U B HOPUONYECKON NpakTUKe, Hanpumep npu Jonpocax ceBuaeTenen u
notepnesLnX, NOA03peBaAEMbIX U OOBUHAEMbIX, B paboTe C KNMEHTaMu y agBOKaToB, C
noceTUTENAMU OPUONYECKNX KOHCYmnbTaumin n np. Kak nokasbiBaeT ONbIT [AeNoBOW
KOMMYHMKaumK, LenecoobpasHo He OTBeYaTb Ha KaXaoe 3aMeyaHue B OTAENbHOCTU, a
o6beanHMB NX BMeCTe, OTBETUTb OAHMM TE3UCOM WU Jaxe ogHow dpason. Ecnv Bam
caenaHbl OObEeKTUBHbIE 3aMeYaHWa U B KOPPEKTHOM dopMe, TO MOXHO CHU3UTb WX
3HaYMMOCTb CHayana CcorfacuBlMCbL C HUMWU, a 3aTeM, pas3BepHyB [OOMOMHUTESIbHbIE
aprymeHTaumm, noaTBepPANTb CBOE NPEXHEeEe BbiCKa3blBaHNE.
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NEKUUA Ne 9
TEMA: [lenoBou pe4yeBOM 3TUKET
MIAH:
1. [lenoBom 3TUKET U €ro NPUHUMNbI
2. OTUKET AenoBbIX OTHOLLIEHUN

1. lenoBOM 3TUKET M1 ero NpUHLUMUNbI

Ycnex nwoboro gena BO MHOMOM 3aBUCUT OT KynbTypbl NOBEAEHUA 4YenoBeKa,
BKMOYalOLWen AenoBoM ITUKET, MNOCTYyNkM u ¢opMbl OOLLEHMS,, OCHOBaHHble Ha
HPaBCTBEHHOCTU M acTeTnyeckoM BKyce. KynbTypa obcnyxmBaHua n 6usHeca nomoraet
COXpaHUTb MpedaHHOCTb KnueHToB. Cneumanucrtamu 6bINO NOACYMTaAHO, YTO yaepXkaTtb
CBOMX KINMMEHTOB B 5 pa3s gelleBne, YemM 3aBOeBaTb PacMonoXeHne HOBbIX. B GusHece ecTb
Takoe npasBuno: 3ab0TbCA O CBOWMX KIMEHTaX U COTPYAHMKax, a PblHOK No3aboTuTcs O
Tebe. Takmm ob6pas3om, 3HaHWE I3TUKETA, KynbTypbl MOBEAEHUS CO34AaeT He TOSNbKO
XOpOLUYylo penyTaumio BaM UM Ballenh opraHusauum, HO M SBAFeTCA 9KOHOMWUYECKU
BbIFOOHbIM.

B Hauane XVIII B. leTp Benukun wusgan ykas, cornacHo KOTOPOMY noAnexarn
HaKasaHuIO0 Kaxabl, KTO Ben cebs «B HapylleHue 3TUKETy» M HaCcTOMYMBO crnegun 3a
cobntogeHnem npasun aTukeTa 60APCKUMU U ABOPSIHCKMMW COCFOBUSIMU; OCOBEHHO 3TO
pacnpoCTpaHanocb Ha cTonudHble ropoga. [lpu uapctBoBaHuu [leTpa | B Poccuun
YCUNEHHO BHEOPSANCS 3anagHbli 3TUKET. MaHepa U OOpMbl NOBELEHUS, CTUMb U NOKPOM
ogexapl. B uapctBoBaHne EnusaseTbl n EkaTepuHbl |l yunTbiBanucb npasuna aTUKeTa,
oTBevawuwme TpeboBaHNAM 1 0COBEHHOCTAM HaLUMOHaNbLHON KynbTypbl Poccuu.

OT1ukeT (0T hp. etuquette ) — maHepa noBeaeHUS.

MaHepbl — 3TO cnocob aepxaTtb cebsi, BHELWHsAS hopma noBeaeHusi, obpalieHme ¢
ApYrMMn nioabMW, a TakkKe TOH, MHTOHAUUW U BbIPaXeHus, ynoTpebnsembie B peyn.
Kpome Toro, 910 XecTbl, NOX0A4Ka, MMMMKA, XapakTepHble AN YerioBeka.

XOpowWnMM  MaHepamMu CYMTATCA CKPOMHOCTb W COEPXAHHOCTb 4YerioBeka B
NPOSIBIEHMM CBOMX MOCTYMKOB, YMEHNE KOHTPONMpOBaTb CBOE NOBeAEeHME, BHUMATENbHO
N TakTUYHO obpawartbea ¢ ApyruMmm niogbMu. [ypHbIMM MaHEpaMn CUMTAKOTCA NPUBbIYKA
rPOMKO FOBOPUTb U CMEATBLCS; Pa3BA3HOCTb B MOBEAEHUM, YyNOTpebneHne HeueH3YpHbIX
BbIpaXXEHWM; rpybocTb; HEepPSALWMBOCTb BHELUHero BMAa; nposiBrieHne
HegobOpoXXenaTenbHOCTM K OKPYXXaloLMM, HEYMEHME CAEpPXMBaTb CBOE pasapakeHue,
BGecTaKkTHOCTb.

MaHepbl OTHOCATCA K KynbType NOBEAEHMSI YENTOBEKA U PETYNIMPYIOTCA 3TMKETOM. A
noanvHHaa KynbTypa NOBeAEHUst — TaM, rae MOCTYMKU YerioBeka BO BCEX CUTyaumsax
OCHOBaHbl HA HPABCTBEHHbIX NpUHUMNAX.

OTMeTuM, 4YTO POAMHOWM 3apOXOEHMs 3TUKETA WUCTOPUYECKM cumTaeTca WTanus,
KoTopas oTfMyanacb OT MHOIMMX €BPOMENCKMX cTpaH 6oree BLICOKOW CTEMneHbto
obpasoBaHHOCTW. Tam cuMTanoch, 4To BoraTtble 1 3HATHbIE NOAN OOMKHBI UMETb MaHepbl,
yMeTb BeCcTu cebs B obuiecTse.

Pasnuyatlotcs HeCcKonbkO BWOOB  3TUKETA: NPUABOPHLIA;  OUMIOMaTUYECKUn;,
BOWHCKMI; obLuerpaxgaHckum (CBETCKUW); OEeNnoBOM — CBOA MpaBuil MNOBEAEHUS B
AEnoBbIX, CNyXebHbIX OTHoweHuax. OH sBNSEeTCA BaXHEWLEWN CTOPOHOW Mopanu
npodeccnoHanbHOro NOBeAEHNS OEMOBOro YeroBekKa.

TpeboBaHus aTMKETa, B TOM YMCI€ N OENOBOro, He abComMOTHbI, OHU MEHSTCA CO
BPEMEHEM.

PaccmoTpum nprMHUMBI, HA KOTOPbIX OCHOBbLIBAETCA OEMOBOM 3TUKET.

30paBbll CMbICI: MMEHHO 34paBbiii CMbICI MOACKAa3biBAET, YTO AENIOBON ITUKET
HanpaBfieH Ha OpraHM3auuio KU Noadep)XaHue nopsiaka, 3KOHOMUKD BPEMEHU U Apyrue
pasyMHble uenu. Hopmbl OenoBoro 3TuMkeTa He [LOSMKHblI MPEnsiTCTBOBATb 34paBOMY
CMbICHy.
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Ceoboga: HeCMOTpSA Ha TO, YTO NpaBua U HOPMbl 4EMNOBOro 3TUKETa CYLLECTBYIOT U
NCNOJSTHAKTCS, OAHAKO OHU He AOSMKHbI NPenATCcTBOBaTb cBOGOAE BbiOOpa napTHEPOB Mo
6usHecy, ceoboae nogbopa MeTo40B UCMONMHEHUA LOrOBOPEHHOCTEN MEXAY CTOPOHAMM.
Ceoboga npegnonaraeT TepnMMoe OTHOWEHWE K MPOSIBIIEHUIO  HALWOHaNbHbIX
0COBEHHOCTEN 1 TPaaULUI, K BbIPAXKEHNIO PasfiNYHbIX MHEHUI U TOYEK 3PEHUN.

OTUYHOCTb: AENOBOW 3TUKET OPUEHTMPOBAH Ha JOBPO 1 310 1 NO CBOEW CyTu 0b6s3aH
ObITb MOpasbHbIM.

YpobcTBO: HOpMbI M MpaBwuna AenoBoro aTvkeTa npegnonarawT ynobcTtBo Ans
napTHepoB No GU3HECY; OHN He OOSMKHbI CKOBbIBATb AENOBbIX NIOAEN, MeLaTb pasBUTUIO
AENOBbIX OTHOLWEHWI. YOOOHbIM A0MKHO ObITh BCE: NfiaHMpOBKa CryebHoro kabuHeTa,
aenosasa ogexpaa, npasuna NpoBeAeHUs MeperoBopoB, NMpuyeM 3TU yaoOCTBa AOSMKHbI
ObITb 06ecneyveHbl B paBHOW CTENEHN A5 BCEX YY4ACTHUKOB.

Llenecoobpa3HoCcTb:  Kaxgoe  npegnucaHne  OenoBOro  3TUKETa  CIYXWT
onpeferneHHbIM  LUensiM, MOCKOMbKYy BWuAbl AENOBbIX OTHOLWEHWA  (Npe3eHTaums,
neperoBopbl, Aenosas 6ecefa v T.n.) UMEKOT CBOW KOHKPETHbIE LIENN.

OKOHOMWYHOCTb: NPOTOKOSTbHOMY otaeny opraHusauum HeobxoaMmo
PYKOBOACTBOBATLCS «Pa3yMHON CTOMMOCTbIO», MOCKOSIbKY 3TUKa AENOBbIX OTHOLUEHUA HE
AOIMKHA 06X0ANTBECS OpraHn3auumn o4eHb 4OPoro.

KoHcepBaTnam: HageXHOCTb, CTabuNbHOCTb, MPOYHOCTb — 3TO 4YepTbl, KOTOPblE
npusriekaTenbHbl B AerioBOM Mupe. KoHcepBaTu3M B ofexae, MaHepax, NpuBepPXeHHOCTb
TPaaMUMSM Bbi3bIBAaE€T YyBCTBO OCHOBATENBHOCTU U AONITOBEYHOCTM.

HenpuHyXOeHHOCTb: HOPMbl 3TUKETa €CTECTBEHHbI, UCMONHATCA 6e3 HanpskeHus,
C nerkoctblo. Wx cobnogeHns He  OOMKHbl  HaBA3bIBATbCH, NPUBOAUTL K
NCUXONOrMYeCcKoOMy OTTOPXKEHUIO, co3aBaTb AUCKOMAOPT.

YHMBEpPCanbHOCTb: HOPMbl AENOBOr0 3TUKETA HamnpaBfeHbl HA MHOMMe CTOPOHBbI
AerioBbIX OTHOLLEHWUN.

O PEKTUBHOCTL: CTaHAAPTbl OENOBbIX OTHOLUEHUA CMNOCOBCTBYIOT COKpaLEeHUIO
CPOKOB UCMNOSTHEHUS JOrOBOPOB, YMEHbLUEHUIO KOHMPNUKTOB B opraHusauum (3;25).

XoTs 3TUKET u npegnonaraeT YyCTaHOBMEHWE NULb BHELUHUX hOPM MOBEeAEHUs, HO
6e3 BHyTpeHHen KynbTypbl, 6e3 cobniogeHnsa 3TUYECKUX HOPM He MOryT CHOXWUTbCS
HacTosWwmMe aenoBble OTHOWeHMUA. [K. Arep B cBoen kHUre «[lenoBon 3TUKET» 3aMedaer,
4YTo Kaxgaa npobnema, CBs3aHHaA 3TUKETOM, HadMHas OT XBaCTOBCTBA W KOH4Yasd
obMeHOM nogapkamu, OOSDKHA pelaTbCAa B CBeTe 3TUYeCKUX HopMm. [lenoBon aTuket
npegnucoiBaeT  cobniogeHve  npaBwun  KyNbTYpHOrO  MNOBEAEHUS,  YBaXWUTENbHOIO
OTHOLLEHUS K YENOBEKY.

[bx. Arep cpopmynupoBana wecTb OCHOBHbIX 3arnoBeAen AefoBoro aTukeTa:

1. [lenanTe BCe BO BpeMS.

OnosgaHusa He TOoMbKo MeLalT paboTe, HO U ABMSIOTCA NepBbIM MPU3HAKOM TOrO,
CTO Ha YenoBeKka Hernb3s MONoXuTbCs. [pUHUMN «BOBPEMS» pPacnpoCTpaHaeTCca U Ha
oT4yeThbl M Nobble apyrue nopyvyaemble Bam 3agaHUS.

2. He roBopu nuwiHero.

CwmbICn 9TOro NpuvHUMNa B TOM, YTO Bbl 0053aHbl XpPaHUTb CEKPETbI YUYPEXAEHUS UMK
KOHKPETHOWN CAENKM TakK e BepexHo, kak 1 TarHbl NMMYHOro Xapakrtepa. Hukorga HUKomy
He nepeckasblBanTe TOro, 4YTO BaM WHOrAa MPUXOOUTCA Yy3HaTb OT COCMYXUBLUA,
PYyKOBOAUTENS NN NOSYUHEHHOTO 06 NX JIMYHOW KU3HM.

3. byabTe nobesHbl, fOOpoXenaTenbHbl U NPUBETIIMBSI.

Bawwn knueHTbl, 3akasyuku, NokynaTenu, COCMAYXUBUbI UMW NOAYMHEHHbIE MOTYT
CKOSbKO YrogHO npuavpaTtbCs K Bam, BCe paBHO Bbl 00si3aHbl BeCTU cebsa BEXNUBO,
nNpuBeTNMBO, 4ObpoXenaTensHO.

4. lymanTe 0 Apyrux, a He TonbKo o cebe.

BHUMaHWe OOMKHO NPOSBNATLCA HE TOMBbKO B OTHOLLUEHUW KITMEHTOB U NMoKynaTenen,
OHO pacnpoCcTpaHAeTCA Ha COCNyXMBLEB, HavyanbCTBO M nNoAYuMHeHHbIX. Bcerga
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npucnyLwmBanTeCb K KpUTMKE W COBETaM KOMMer, HavanbCTBa W MOAYMHEHHbIX. He
HauyMHanWTe cpasdy orpbi3aTbCs, KOrga KTO-TO CTaBUT MNOA COMHEHWE KavyeCcTBO Ballen
paboTbl, NOKaXute, YTO LEeHUTe COObpaKeHWs U OnbIT Apyrux nogen. YBEpeHHOCTb B
cebe He gomkHa MewaTb BaM OblTb CKPOMHbIM.

5. OpeBanTech, Kak MonoXeHo.

6. loBOpUTE M NMLWINTE XOPOLLMM A3bIKOM.

[enoBon 3TUKET ABNAETCA pe3ynbTaTtoM AnuTenbHoro otbopa npaBusi M HOPM
noBeaeHns, KoTopble obecneymBatoT ycnex B AenoBbiX OTHOWeHUsX. MpaBuna genosoro
3TUKETa, KyNnbTypa NoBeAEeHNs CNOCOBCTBYIOT COMMKEHNIO SKOHOMUYECKMNX N PUHAHCOBBIX
NHTepecoB BU3HECMEHOB BCErO MUpa.

2. TUKeT AenoBbIX OTHOLIEHUN

C uenblo NOBbILWEHUS KyNbTypbl 4EMOBOr0 B3aUMOAENCTBUS B COBPEMEHHOM MUpEe
N3y4yaloT 3TUKET U 3TUKY OTHOLUEHUN B AenoBou cdepe. LiMBUnn3oBaHHbIN, COBPEMEHHbIN
KOMMepCaHT, sBnsiowmuncs obpasuLom HpaBCTBEHHOIO NOBEAEHUS, CTPEMUTCSA BOCNUTATb
Takue >xe KayecTBa y CBOMX KONMer n napTHepoB no 6usHecy.

[enoBon aTuUKeT BKNOYaeT B cebsa ABa B1aa npaBun:

— HOPMbI, AeNCTBYyOLWMNE B cdepe obLeHNs Mexay paBHbIMK MO CTaTycy, YneHamm
OLHOro Kosnrektvea (ropu3oHTarnbHbIe);

— HacTaBrieHue, onpegensoLlee xapakTep KOHTakTa pykoBoguTtens n NogYNHEHHOrO,
MeXxay CTapLnm u MnagLwimm no cnyxobe cocnyxmeuam (BepTUKanbHbIE).

CBoeobpasHon pasHOBUOHOCTBIO «BEPTUKANbHOM0» OBLLEHNSA ABMASOTCA KOHTaKTbl U
neperoBopbl NpeanpuHUMaTens ¢ pekuTmpamm, BeiMoratensiMm n3 NpaBoOXpaHUTENbHbIX
opraHoB W rocygapcTtBeHHbix cnyx6 u gp. O6wee wmexagy BCeEMUW ITUMM BuaaMm
«BEpPTUKAINbHOro» B3aUMOAEWCTBUA COCTOMT B TOM, YTO OfHA CTOpPOHA WwWMeeT
BO3MOXHOCTb ONpeaenaTb Luenn obLeHns, QUKToBaTh YCIoBUS X OCTUXEHUS, n3bupartb
cpencTtBa BO3OEWCTBMS Ha APYryld CTOPOHY M T.M., TaKk Kak 3a Hen cTouT nunbo
oduumanbHbIn cTaTyc (Bnactb), nnubo dwusnyeckas cuna. Bo Bcakom crniyyae, BTOpasd
CTOpPOHA BbIHYXXAEHa CTPOro npuaepXuMBaTbCA  COBNIOOAEHMS CTaTyCHON UMepapxuu,
9TUKETa B3aMMOLENCTBMS, YETKO KOHTPONMPOBaTbL CBOW AENCTBUSA U peakLumm BU3aBMw.

«lopusoHTanbHoe» genoBoe OOLIEHME — 3TO, Kak yxe Obino ckasaHo, obuweHne
napTHEPOB C NPUMEPHO paBHbIM CoLManbHbIM cTaTycoM. CnekTp pasHOBUOHOCTEN TaKoro
obLleHna O0BOMbHO LUMPOK W, CrnefoBaTeribHO, MCUXONOrMYecKne XapakTepUCTUKU KX
CMNOXHbl U MHoronsiaHoBbl. OAHO Oeno B3aMMoOOencTBue Mexay ABYMS COTPYAHUKaMU
npeanpusaTMst Mo MNOBOAY PeLUeHUA NPOU3BOACTBEHHBLIX UMW UHbIX CYyXebHbIX 3agaud.
Adpyroe peno — obuweHne mexagy ABYyMS OM3HecMeHamu no MnoBOAy Kynnuv-npodau
npeanpusTus.

B nepBom crnyvyae ob6LuleHMEe MMeEeT BbIPAXEHHbIN JIMYHOCTHBIA OTTEHOK, B HEM
NPOSIBNSAIOTCA NULLb OTAENbHbIE POEBbIE 3EMEHTbI. OTUYECKNE HOPMbl B3aUMOAENCTBUS
NPUCYTCTBYIOT CKOpee Kak (hOH 1 MOryT Nnepmoanyeckn onyckaTbCs.

Bo BTOpoM cnyyae, HanpoTuB, npeobnagatoT poneBble 3dfeMeHTbl 0bweHus,
dukcupyroTca 1 cobniogalTca HOpMbl  9TUKETA, a JIMYHOCTHbIE XapaKTepUCTUKK
napTHeEpPOB NpUobpeTaroT N1Lb POHOBLIN XapakTep.

Ho, kpome TOro, cywecTByoT yHMBepcanbHble TpeboBaHusa. O6wnm TpeboBaHneMm
cyMTaeTcs NpUBETNMBOE W NpeaynpeanTenibHoe OTHOLIEHME KO BCeM Konneram no
paboTe, napTHepam, He3aBUCMMO OT FIMYHbIX CUMMNATUIA U aHTUNATUN.

MepBoe nuuo nodon opraHmsaumm (ydpexaeHus, npeanpusatusa) — Pykosoautens. U
MO TOMY, HACKONbKO OH 3HaEeT npaBuna 3TUKeTa 1 peanusyeT UX B NOBCEOHEBHOW XU3HMU,
MOXHO TOBOPUTbL O CTENeHW ero BOCnUTaHHOCTU. Bxogs B cnyxebHoe nomelleHue,
pykoBoaAUTENb NOOOro paHra [OMKeH MNpMBETCTBOBATb BCEX, KOMO BCTPETUT Ha NyTu
(oxpaHHuKa, rapaepobuimka, yéopwmuy n 1.4.). PykoBoantens He 06sa3aH nogaBaTb PyKy
CBOMM MOAYMHEHHBIM, OH MOXET NPUBETCTBOBATb NX KUBKOM OSI0BbI.
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Ecnu HayanbHUK HaxoanTca B CBOEM KabuHeTe n B kKabuMHET BXOAUT noceTuTenb (He
NoAYMHEHHbIN), TO XO03sMH KabuHeTa BCTaeT, 3actermBaetr numpkak (ecrnv OH Obin
paccTerHyT), BbIXOAUT U3-3a CTONna W npuBeTcTByeT nocetutend. [lpy aTom pyky Ans
pyKonoxaTtnsa nepBbiM NodaeT X03suH kabuHeTa. Cneumanuctel B obnactu AenoBoro
aTuKeTa obpalaloT BHMMAHME Ha TO, YTO Ha BCTPeYy NOCETUTENO He cnepyeTt MATK C
NPOTAHYTOMN PYKOW. Takke Henb3s NPoTArMBaTb PyKy 4S8 pyKonoxaTus Yyepes ctos. 3atem
pyKOBOAUTESNb NpeanaraeT NnoceTUTento cecTb.

Ecnn B kabuHeT K HayanbHUKy cobupaeTcs BOWTM ero MOAYMHEHHbIW, TO, He
oBGHapyXmB B MPUEMHOWN CeEKpeTaps, OH He CTy4uTCs B ABEpPb, a MPUOTKPbIBaeT ee U
crnpawmBaeT MO3BOMIEHNA BOWUTW. He nonyynMB nNOMOXWUTENbHOrO OTBETa, BXOAUTb B
KabunHeT Henb3a! COTpyAHMK, NONYYMBLUMA pa3peLleHne BOUTU, AOSDKEH NO340poBaThCs,
NPONTU A0 NMPUCTaABHOro CTona Afis COoBELLaHUn U ocTaHoBUTbCA. (bes paspeleHns nnu
npurnaweHns cagutbCa He cregyet.) HavanbHuk He Bcerga ob6s3aH npurnawarb
NOOYUMHEHHOrO MNPUCECTb, Jaxe ecnu 3TO XeHwwuHa. KcraTtu, XeHwuHe Bcerga Hago
NMOMHUTb, YTO Ha cnyxbe OHa MOAYMHEHHAs M Ha Hee MOCTOAHHO PacnpPOCTPaHATCA
npaBuna OenoBoro atuvkeTa. Hanpumep: Ha paboTe XeHLWMHa He nogaeT pyKy nepsas
CBOEMY HayarbHUKY, KaK B OCTalIbHbIX CIyYasX XXU3HW.

HecmoTpsa Ha TO, 4TO B 4eNOBOM MUPE HEPEOKO UPOHU3NPYIOT MO NOBOAY «PYCCKOro
OGusHeca», TeM He MeHee, OH pa3BMBAETCH, COBEPLUEHCTBYETCS, NnpuobpeTaeT xopoLwime
TpaguumMn, OCHOBaHHblE Ha 3HaHMM 3TUKeTa Aenosoro obuweHus. CerogHa ©usHec
nomornogen. HauvHaowme monoable pyKoBOAUTENM MHOIAA OONYCKAT OWNMOKN B NOroHe
3a UMUOXEM OEMOKpaTMYECKOro HavyanbHuka. Cneymannctel B 061acTu 4enoBoro aTmuketa
pekoMeHayoT:

1. He ponyckante naHubpatctBa B OTHoweHusx. O6palleHne Ha «Tbl» WU
noxrionbiBaHMeE MO nnevy — 3T0 He NPU3HaK UCTUHOW OEeMOKPATUYHOCTU B OTHOLUEHUSIX.

2. YcTaHaBnuBanTe onpeaesieHHyo OUCTaHUMI0 C NOAYMHEHHbIMU, HE 3aucKkusauTe,
HO 1 He ByabTe HaaMEHHbI.

3. B penosbix oTHOweHuax 6OyabTe TpeboBaTeNbHbIMA, HO K MNOLYUHEHHOMY
OTHOCUTECH YBaXXUTENbHO.

4. He roBopuTe CBOMM MOOYUHEHHbLIM CNOBa C OTpuUATEeSilbHbIM 3HAYEHUEM: «He
MOry», «HE HYXXHO», «Henb3s». CMArymTe crnoBa: «Bawa MbIChb (MAes, TOYKa 3peHust) —
KOHCTPYKTUBHA (MHTEpeCHa, 3acnyXvBaeT BHUMAHNA), HO pacCCMOTPUM €€ no3gHee» u T.M.

MNoaBoast UTor, OTMETUM, YTO 3TUKA U ITUKET AENOBOro ObLieHMs OCHOBbLIBAETCS Ha
HOpMax NoBefeHUs AenoBbIX Noaen, KOTopble CNOCOBCTBYIOT pasBUTUIO COTPYOHUYECTBA,
YKPENNAT OenoBble OTHoweHus. CobnogeHne 3TUYECKUMX HOPM AernoBoro obuieHus
COMNpoBOXAAaeTCsA pAgOM  MNcMXosnormdecknx adopekToB, Aenawwmux B3anMoaencTesne
YyNOpPsi4OYEHHbIM,  CTabunbHbIM, NpeackasyemMbiM, KOMMOPTHbIM,  MCUXONOrMYECKU
6e3onacHbIM 1 3PPEKTUBHBIM.

3. Mpuembl n Ux opraHMsauus

Mpuembl NoopasnensalnTcsa Ha OHEBHbIE W BeYepHue, nNpuembl C paccagkon u 6es
paccagkm 3a ctorioM. K gHEeBHbIM OTHOCATCS MpuemMbl Tuna «bokan LaMnaHCKoro»,
«bokan BuHa», 3aBTpak. B MexgyHapoOHOW MpakTUKE MPUHATO CYMTaTb, YTO OHEBHbIE
NPMEMbl MEHEE TOPXKECTBEHHbI, YEM BeyepHue. B BeyepHMM OTHOCATCHA MpuMeMbl Tuna
yamn, «Kyp UKC», KOKTEWNb, «a Na ypLueT», 0beq, 06ea-6ydeT, yKuH.

3.1 Buabl npuemosB

«bokan wamnaHcKoro» HadnHaeTcs, Kak npasuso, B 12.00 4yacoB 1 npogosmkaeTca
okono vaca. [loBogom pAns opraHuM3auumn Takoro npuema MoryT OblTb rogoBLUMHA
HaunoHanbHOro npasgHuka, npebbiBaHNa generaumm B CTpaHe, OTbesa nocna, oTKpbiTUe
BbICTaBku, dpectmBans. Hanutkm u 3akyckm pasHocAT odumumaHtbl. C TOYKM 3peHus
opraHusauum 39T0 Hambonee npoctass dopma npuema, He Tpebywuwas Oonblion u
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ANUTENbHOM NOArOTOBKWU. AHANOrMMyHbIM ABNSETCSA npuem Tuna «bokan BuMHa». HasBaHue
B J@HHOM cry4ae nogyepkmBaeT ocobbin xapakTep npuema.

3aBTpak ycTpanBaeTcsa B npomexyTke BpemeHn mexay 12,00 n 15.00. Hanbonee
pacnpocTpaHeHHoe BpeMsa Hadvana 3aBTpaka oT 12,00 go 13.00, MeHwo 3aBTpaka
COCTaBMSAETCA C y4EeTOM CYLECTBYIOLWMX B CTpaHe Tpaguuumn n obblvyaes u, Kak Nnpasuno,
COCTOUT M3 OOHOro-AByx 6ro4 XONOOHOW 3aKyCku, OOQHOro ropsiyero pbibHoro 6noaa,
OfHOro ropsidero mscHoro 6ntoga u gecepta. ogaBaTb Ha 3aBTpak nepsble 6nioga
(cynbl) He MpMHATO, XOTA nogada ux He OyaeT ABNATbCs owwnbkown. lMocne 3aBTpaka
npegnaraeTcs Kkode unu Yan. lNepen 3aBTpakoM rnogaeTcs KOKTennb (Cyxoe BUHO, COKM),
BO BpeM4 3aBTpaka — MUHeparnbHas Boda, a uHorga u coku. [locne Toro, Kak Bce roctu
noKyLlanu, XO3dMH W XO03AKKa NnepBbiIMM BCTAlOT M3-3a CTONa W npegnaralT rocTam
nepenTn B Apyrown 3an, raoe nogaetcsa kode. NpogomkuTenbHOCTb 3aBTpaka — 1-1,5 yaca
(npumepHo 45-60 MuHYT 3a ctonom m 15-30 MuHYT 3a Kode). MHuumatnuBa yxoga cC
3aBTpaka — 3a rmaeHbIM roctem. ®opma ogexapl Ans 3aBTpaka: B 60NbLUMHCTBE Cryyaes
NMOBCEAHEBHbIN KOCTIOM, HO B TOPXXECTBEHHbIX Crydasx MOXET OblTb U CMOKMHI. OB6bI4HO
dopma ofexapbl ykasblBaeTCH B NpuUrnalleHum.

Yan yctpauBaetca mexagy 16.00 u 18.00 yacamu, Kak npaBurio, TONbKO ANs
XeHWuH. Hanpumep, xeHa MUHUCTPaA WHOCTPAHHbLIX AeNn yCTpauBaeT Yal AN XeH rnas
ANNNpeaCcTaBUTENbCTB, a XeHa Mocra — AN XeH Apyrux nocnoB. Bo3aMOXHbI criydam
npurraweHns Ha 4Yan Takke U MyXYuH. [Ina 4as HakpblBalOTCA OOWH UMN HECKOJSTIbKO
CTOJSIMKOB B 3aBUCMMOCTW OT KOSIMYECTBa NpUrialleHHbIX N1y, NogatTca KOHANTEPCKME U
OynoyHble n3genus, PpykTbl, 4ECEPTHbIE U CyXne BMHA, COKN U BoAbl. 3aKycku (CaHOBU4YM
C MKPOW, pbibONn, CcblipoM, Korbacor) nogarTca 3a YaemM peako, a ecnv nogakTcs, TO B
HeGonbwom konu4vecTtBe. [lpogormkutenbHocTb 4Yas — 1-1,5 vaca. dopma ogexapl:
NoBCeAHEBHbIA KOCTIOM UNU nnarbe.

Mpuembl TMNa «Xyp (PUKC» — yCTpamBalOTCHA XEHON MUHUCTPA UHOCTPaHHbLIX Aen
WM Opyroro YneHa npasBuUTENbCTBA UMK XXe XXEHOW Nnocna OAWH pa3 B Heder B OOVH U
TOT «e OeHb WU Yac B TeYyeHue BCero OCeHHe-3UMHEro ce3oHa (C oceHuM [0 rneTa).
MpurnalueHns Ha Takue npuemsbl («cpeapbl», «4eTBEPrn», «NATHULBI») pacchinalTcs oanH
pa3 B Hayane ce3oHa M OENCTBYIOT 0 KOHUA Ce30Ha, ecriv He rnocriegyeT crneumnanbHOro
yBeJoMINeHus o nepepbiBe. 10 BpemMeHu npoBefeHus, YroweHnio n popme ogexabl aToT
npuemMm He oTnnyaeTcsa OoT Yasa. ViHorga Takue npuemMbl HOCAT POPMY My3blKanbHbIX UMK
nuTepaTypHbIX BevyepoB. Ha npuembl «xyp ¢ukc» MoryT 6biTb npurnawieHbl W
NPUCYTCTBOBATb TaKXe MY>XYUHbI.

MpuemMbl TMNa «KOKTEUNb» UNU TUNa «ypLlueT» YyCTpamBalTCA B NPOMEXYTOK
BpeMeHu oT 17.00 go 20.00 yacoB 1 ondatcs Asa 4aca. YroweHne — pasnnyHble XONoaHble
3aKyCcKu, KoHOuTepckne mnsgenua n pykrel. MiHorga nogarTca Takke ropsidme 3akyCcKu.
YroweHne He [OMKHO ObiTb 0O6MNbHBIM. Ha nprvemax Takoro Tuna CnNUpPTHbIE HanWUTKK
BbICTaBMSATCA Ha CTonuMKax wnu, Oyaydn pasnutbiMu B Bokanbl, pasHOCATCSH
odumumaHtamn. MHorga B OOQHOM M3 3anoB YycTpavmBaeTca 0OydeT, roe oduumaHTbl
pasnuBaloT HaNUTKM ANs xenawwmx. B koHue npuema MoxeT 6bITb NO4aHO LWaMnaHCcKoe,
3atem kodpe. [lpyembl TMNa KOKTEWSNb UM Tuvna yplietr npoBogsatca crtos. [octu
noaxogaT K ctonam, HabmpaloT 3aKyCKM Ha CBOW Tapernku U OTXOAAT OT CTONioB, YTOObI
AaTb BO3MOXHOCTb MNOAOWTU K HUM ApyrumMm roctam. dopma ogexabl: NoBCeaHEBHbLIN
KOCTIOM UMW CMOKWHT, B 3aBUCMMOCTWN OT KOHKPETHOrO Crny4asi U yKka3aHusl Ha 3TOT CYeT B
npurnaweHuu.

O6epn HaunHaeTcs B npoMexyTok BpemeHun oT 20.00 go 21,00 yac. u cuntaetcsa
Hanbonee noyeTHoiM BUOOM npuema. MeHio obena - oaHa-ABe XONoAHble 3aKyCKu, Cyn,
OQHO ropsiyee pblbHOe 6GMa0, OAHO ropsidee mscHoe 6nogo, gecept. locne obena B
rocTMHOM nogaetcsa koge unu vanm. MeHio obega oTnMyaeTcs OT MEHIO 3aBTpaka TeM, YTO
nocne xonogHbIX 3aKycok nogaetcs cyn. K cyny — xepec (nogaBatb HeobsizatenbHo). K
XONOAHbIM 3aKyCckaM TrOCTAM npefnaraeTcsd BoAKa WM HaCTOWKM (OXNaXKAeHHble), K
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pblbHOMY Gntogy — cyxoe 6enoe BUHO (OXNaxaeHHOE), K MACHOMY — Cyx0€e KpacHoe BMHO
(koMHaTHOM TemnepaTypsbl), K AecepTy — LWaMnaHckoe (OxraxgeHHoe), K Koe — KOHbSK
unu nukep (komMHatHon TemnepaTypbl). O6en anutca obbivHO 2-2,5 yaca, Npu 3TOM 3a
ctonom, npumepHo, 50-60 MWHYT, ocTanbHOe BpemMs — B rocTuHbIX. Popma ogexabl:
YepHbIN KOCTIOM, CMOKUHTI UNun gopak, B 3aBMCUMOCTU OT KOHKPETHOrO Criydas 1 ykasaHus B
npurraweHnmn; s XeHLWmH — Be4yepHee nnaTtbe.

B HekoTopbix odmumanbHbIX criydyasx cpasy ke nocne obega NpoBOAMTCS NpueM
TMna «a na dypwet». [octn, npucyTcTBOoBaBwMEe Ha obene, MO ero OKOHYaHUU
HaNpaBnsTCA Ha NpUeM «a na ypweT». Takoe codeTaHne ABYX NPUEMOB OpraHU3yeTcs
NpPenMyLLEeCTBEHHO B CBA3M C NpebbiBaHMEM B CTpaHe MHOCTPAHHOrO rocyAapCTBEHHOIO
Aeatensa unn MHOCTpPaHHOW Aeneraumu, B YeCTb KOTOpPbIX gaetca oben. Popma ogexapbl:
Takas xe, Kak Ha obefe.

YXuH HaudnHaeTcsa B 21.00 4yac n nosgHee. MeHI0 yXvHa M BMHA Takue Xe, Kak Ha
obene. Popma ogexabl: YEPHbIA KOCTIOM, CMOKUHI UK ppak; ANns XEHWMH — BeyepHee
nnaTtbe. Y>XuMH oTnnyaeTcsa ot obeaa ToNbKO BpeMeHeM Havarna ero He paHbLue 21.00 yac.

BeuyepHun npuem TMNa «a nAa cypeT» ycrpamBaeTcsa B 0COO0 TOPXKECTBEHHbIX
cnyyasax (B 4YecCcTb [rfaBbl WX MPEMbeEpP-MUHUCTPA WHOCTPAHHOIO rocyaapcTBa,
WHOCTPAHHOW MpaBUTENbLCTBEHHOW Aenerauuu, no cryyaw HauuoHarbHOro npasgHuka u
T.n.). HaunHaetca B 20.00 yacoB 1 nosgHee. YroweHne Takoe Xe, Kak Ha npveme tuna
KOKTENNb unu dypLlieT, HO pasHoobOpasHee u obunbHee. Popma oaexabl: YepHbIN
KOCTIOM, CMOKWHT Unn ppak; Asis XXeHLNH — BedyepHee nnaTbe.

O6epn-6ydheT npegnonaraet cBoboAHYK paccagky 3a HeGONbLWMMKM CTONMKaMK MO
YyeTblpe-WeCTb 4YerioBeKk. Tak e Kak Ha ypLIeTHOM rpuvemMe HaKpbIBalOTCA CTOMbl C
3aKyckon, mmerotrca bydeTtbl ¢ HanuTkamu. [OCTKM HabupalT 3aKyCKm M CXogaTcs no
CBOEMY YCMOTPEHUIO 3a OOUH N3 CTOSOB. Takoro poda rnpuvem 4acto opraHusyeTcs rnocrie
KOHLlepTa, NpocMoTpa unbma, B nepepbiBe TaHLueBanbHOro seyepa. Oben-byder meHee
odumumaneH, yem obep.

Pa3HoBMAOHOCTAMY NpUeMOB ABNAIOTCH KMHOCEAHChl, My3blKalbHble Y NUTepaTypHble
Beyepa, Beyepa ApyxObl, BCTpeYnm ANs urpbl B ronbd, TEHHWUC, Waxmatbl, Apyrue
CNOPTUBHbIE Urpbl. [lepeyncneHHble MeponpusaTus, Kak MpaBuo, COrMpoBOXAAKTCHA
nerkmm yrouweHvem. ®opma ogexabl AN TaKMX MEPONPUSTUMIA: NOBCEOHEBHbIN KOCTIOM;
OJ191 )KEHLLWH — KOCTIOM UIu nnatbe.

3.2 OpraHusauumsa npmemosB

JTiobon npuem posrmkeH OblTb NpeaBapuTenbHO MOLFOTOBMIEH CaMbIM TLATENbHbIM
obpasom. B noarotoBky npuema BxogaT: BblIOOp BMOa npuema, COCTaBrieHMe chnmcka
npurnawaemMbix fnuu, paccbifika NpurraleHnin, CocTaBieHne nnaHa paccajkum 3a CTONIoM
Ha 3aBTpake, obene unu yxxuHe. CoctaBneHne MeH0, CepBUpOBKa CTomna n obcnyxmneaHme
rocten. logrotoBka TOCTOB WM pedyen, cocTaBneHune cxembl (nopsiaka npoBefeHus)
npvema.

Mpn onpegeneHvn aatbl npuvemMa crnegyet UCXoauTb U3 TOrO, YTO NPUEMbl He
NPOBOAATCH' B NpasgHUYHble OHW, @ B MYCYNIbMAaHCKUX CTpaHaxX — B Penurno3HbIN
npasgHuK «pamasaH». He npoBoasTca npvemMbl U B OHW HaAUMOHaANbLHOro Tpaypa, a
Ha3Ha4YeHHble paHee OTMEHSIIOTCS.

3.3 06 ogexpe Ha npvemax

BHewHemy Buay npupaeTtcsa 6onbwoe 3HadeHue. OO6ObIMHO dopma  oaexabl
yKasblBaeTcs B MUCbMEHHOM MpurnaweHnn Ha npuvem. Ecnv B npurnaweHun ykasaHa
dopma ofgexabl, To odumuepbl NocewarT npuemM B napagHon dopme, a rpaxgaHckume
nuua B Be4YepHeM KocTioMe (ppaK, CMOKUHT), XXEHLUNHbI B BEYEPHMX NaTbAX.

Ecnm xe B npurnaweHun dopma oaexabl He YKasblBaeTcd, Mpu noceLieHun
NpMemMoB pekoMeHayeTcs cobnogaTe crefylime npasuna.
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3.3.1 Ana MyX4uH

KocTiom. Ha 3aBTpak, KOKTennb, a Takke apyrne npuemsl, HaunHawowmecsa go 20.00
4acoB, MOXHO ofeBaTb KOCTIOM N0OOro HespKoro LBeTa, ecnv TOMbKO 3TW NpUEMbl He
yCTpanBaloTCa MO Cyyal HauWOHaNbHOro npasgHuka, B YecTb UM OT UMEHM rnasbl
rocyaapcrtaa uUnm MMHUCTPa MHOCTPaHHbIX Aer.

Ha npuembl, ycTpanBaemble MO Cry4ar HaLMOHaNbLHOro npasgHuka, B 4eCcTb uUnum ot
WMEHU rnaBbl rocygapcTBa, rMaBbl NPaBUTENbCTBA WMAWM MUHUCTPA MHOCTPAHHbLIX Aen,
HaxogAwmMxcs ¢ oduuManbHbIM BU3MTOM B HaWeW CTpaHe, a Takke Ha MpueMmsbl,
HauyuHawwmeca B 20.00 4acoB M nosgHee, pekoMeHAOyeTcsa HageBaTb KOCTIOM TEMHOro
uBeTa.

KocTiom gomkeH GbiTb BCeraa YNCTbiM U BbIrNaXXEeHHbIM.

B Tex cnyvyasx, korga crnegyeT HageBaTb CMOKWHF, CheumanbHO YyKasblBaeTcs B
npurnaweHum (cravate noir, black tie).

B Tex cnydasx, korgaa Ha npuveme criegyeT ObITb BO dopake, 3TO TakkKe crneynarnbHO
orosapuvBaeTcsd B npurnaweHum (cravate sagc, white tie).

Pyb6awka u ranctyk. Ha Bce BuAbl NPpMEMOB peKOMeHAyeTcs HageBaTb Genyto
pybaLlKy ¢ KpaxmMarnbHbIM WU MATKMM BOPOTHUKOM M C rancTykom fitoboro, HO He SipKOro
ugeta. He cnegyeT HageBaTb UBETHbIX pybawek, B OCOBEHHOCTU TPUKOTAKHbIX
HEWNOHOBBIX, @ TaKXKe YEepHbIX raficTykoB. YepHbIN rancTyk HageBaeTCa TOMbKO B 3HaK
Tpaypa.

Hockun. OHn gomxkHbl BbiTb HE O4YEHb ApPKUMK M BpocknmK. Halle BCero HocAT cepble
NN YepHbIe.

O6byBb. PekomeHayeTcsa HageBaTb NonyboTUHKM YepHOro useTa. B neTHee Bpems K
HETEMHOMY KOCTIOMY. MOXHO HageBaTb LBETHyt 00yBb. Ha mpuembl Henb3s HageBaTb
caHganeTbl UNu caHganuu. JlaknpoBaHHble Tydniv HageBalTCHA TOMbKO K CMOKMHY.
O6yBb pgomkHa ObiTb HauuweHHon. LWnsna. B 3aBucMmoctn OT BpemMeHuM roga
PEKOMEHOYETCA HOCUTb LUMSANY BECHOW W NIETOM CBETMOro, a OCEHbID U 3UMOW TEMHOrO
uBeTta (HeobsizaTenbHO YepHOro). B BeuepHee BpeMsi HageBaeTCs LWnsina TEMHOro LBeTa.
He pekomeHayeTcsi HOCUTb BEMOPOBbLIE WAMBI, @ TakkKe WAnbl YepHOro useTa ¢ nanbTo
NN KOCTIOMOM He YepHOro LuBeTa.

Cnepnyet OTMETUTb, YTO B AENOBOW MUP MOAA BXOAUT HE CTONb CTPEMUTESNBbHO, KaK B
mMup 6orembl. [loaToOMy aenoBble NOAM BO BHELIHEM 00MMKe CKOopee NpuaepXuBatTcs He
CTOMbKO MOAbI, CKOJTbKO OnpeaeneHHOro YpoBHS.

3.3.2AnA XeHWwuH

Ha npuembl pekomeHOyeTcs HageBaTb OAEXAYy CTPOrMx, CKPOMHbIX JUHUA U
YMEpPEHHbIX TOHOB.

Ha 3aBTpak, 4yain, KOKTEWNb PEKOMEeHOyeTcsa HadeBaTb OObIMHOM ANMHBI NnaTbe,
nnaTbe-KOCTIOM UM KOCTIOM, Hebonbluyto wnany u3d dertpa, wenka uwnn apyroro suaa
MaTepuun, NpuUYeM LWsina BO BpeM4d npuema He CHUMaeTcs. X03s1Kka He HafeBaeT WIsnbl.

Ha npuemsbl, HaunHaowumeca B 20.00 yacoB 1 nosgHee, pekoMeHayeTcs HageBaTb
BeuepHne nnatbs (bonee HapsigHble U OTKPbIThIE). BeyepHue nnatbss MoryT ObiTb
00bl4HOM ONVHBI N ANvHHBbIE. B nocnegHee Bpemsi CHOBa BO3pOXAAeTCs TEHOEHUMS
HaZeBaTb Ha BeYepHMEe MpuemMbl ONUHHbIE BedepHue nnartbd. Wnsany ¢ BevyepHum
nnateem He HagesawT. O6yBb. Ha npuembl HageBawTCs Tyhnu u3 KOXM, 3aMLUN Ha
nobom ygobHom kabrnyke.

Ha npuembl Henb3sa HageBaTb CNOPTUBHYK 00yBb MM 0OyBb Ha KayydykOBOW WIn
pe3vHOBOW NogoLuBe.

Mepuyatkm m cymouka. Ha npuembl, HauymHarowmecs o 20.00 4acoB, MOXHO
HageBaTb LUENKOBble, Martepyartble, nankoBble nepyatkn. Cymouyka MOXeT ObiTb
3amMLleBasi, KoXkaHas.
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K BeuyepHeMy nnaTbi0 MOXHO HageBaTb LUENKOBbIE, KPY)XEBHbIE WU Op. nepyaTku,
npuyemMm, 4Yyem KOpo4ye pykaB nnaTtbs, TeM OfvHHee nep4daTtkm u HaobopoT. Cymouka
HebonbLIOro pasmepa 13 Wwenka, napyn, bucepa.

Martepnan pans pamckom opexabl. LiBeT, NNOTHOCTL MaTepuana AoSKHa
COOTBETCTBOBATb BPEMEHM roda W  KIMMATUYECKMM  YCMOBUSAM: JI€TOM  OObIYHO
ncnonb3ytotcss 6onee nerkme martepuanbl CBETbIX TOHOB, OCEHbD W 3uMon Gornee
NNOTHbIE MaTepmarnbl TEMHbIX TOHOB.

Ansa nowwnBa opexabl Ha npuembl, HaduHawowumeca Ao 20.00 yacoB, MOXHO
MCNonb3oBaTh LWEPCTb, LWENK U Apyrne Buabl matepun. [Ana BevepHero nnaTbs-LIenk,
TadTy, Nnapyy v ap.

Ha gunnomatunyeckue npuembl He pekoMmeHayeTcsl HageBaTb 6OMbLIOro KonnmdecTsa
IOBENNPHbBIX YKpaLLEeHUHN.

KeHwmHa nonb3yeTcs 3HaunTeNnbHO Oonblen cBobogon B Bbibope dacoHa
ofexabl, MaTepmnana u uBeTa TKaHW, HEeXenu My>X4rMHa, ogexaa KoToporo B 60MbLWNHCTBE
cnyyaeB 6biBaeT 0gHOOOpPA3HOro NOKpos. ATO NpeaoCcTaBnNseT XeHwuHe 6onee Wwmpokme
BO3MOXHOCTMK nogobpatb Takme dpacoHbl oaexabl, KOTopble Hanbonee COOTBETCTBYIOT €€
nHOnBMOYyanbHbIM BKYCamM U NOOXOAAT K OCOBeHHOCTAM ee durypbl. [1pn 3TOM Hy>XHO
NMOMHUTb, 4YTO XOpowun pacoH oaexabl AOSMKEH noavYepkMBaTb COOTBETCTBYIOLLYHO
KpacoTy hOpM 1 UCMPaBNATb MMEILLMECH HeaoCTaTKn ourypbl.

B gunnomatmyeckom o6LLECTBE COXPaHUMUCb HEKOTOPblE KOHCEepBaTUBHbIE
TpaguuMm OTHOCUTENBbHO OAEeXAbl Ha OMNNOMaTUYECKMX NpuemMax, KOTOpble [AOSMKHbI
cobnogatbes.

OcHoBHOe npaBwuno npu Bbibope oaexapl — 9TO COOTBETCTBME BPEMEHU U
obcraHoBke. [M03TOMY He NPUHATO NpUHMMAThL FrOCTEN UMN XOOAUTb B rOCTU B KakOM-nnbo
POCKOLLUHOM, HapsiAHOM MnaTbe B AHEBHOE Bpems. [1ns 9TOoro BnonHe AOCTaTOYHO MMETb
NPOCTOE dneraHTHoe nriaTbe-KOCTHOM.

OO6bI4YHOEe AHeBHOE nnaTbe Ans npyMemMa. 3TO KOPOTKOe niiaTbe CTPOroro hacoHa,
3aKpbITOE UM ¢ HeBONbLUMM BbIPE3OM U pykaBamu 3/4 nnu anuHHeiMn. Matepmnan moxet
ObITb NtObOM pacuBeTkW, rMagkun unu ¢ Bolgenkon. B netHee BpeMsa npeanoyTUTerbHbI
CBET/ble TOHa MaTepuarnoB, OCEHbIO M 3uMon 6Gonee TeMHble. [nA CTpaH C TennbiM
KNMMaToM Nnatbs MOryT ObITb C KOPOTKUMM pykaBamu 1 ¢ 60MbLIUM BbIPE3OM.

[IHeBHOe nnatbe W3 MaTtepuana Xxopowero kKadectsa (wWenka, wepctm wu T1.4.)
npurogHo Arns npuemoB «a ns gypwet» ot 17.00 go 20.00 yacos.

O6bl4HO BeuyepHMe nnatbsA AenalTcsa 6ornee OTKPbITbIMU, HEXenwu nnaTtbs Ans
AHeBHbIX npvemoB. OHO MOXeT 6bITb OObIYHOM ANWHbI, a Takke AnuHHoe. locnegHee
BpeMs CHOBa BO3pOXAaeTcs TeHAEeHUMst HageBaTb Ha BedepHue npuembl (nocne 20.00
YyacoB) ONMHHble nnaTtbs. BeyepHee nnatbe MoxeT ObiTb CLUMTO W3 LWESKa, KPYXeB,
Kpenos u T.M.

OcHoBHOe TpeboBaHME [OOBOMBbHO MpPOCTOE: 4YeM 0Oonee TOPXKECTBEHHbIA U
ouuManbHbIN XapakTep MMeeT npuem 1 4em B Bonee nosgHee Bpemsi OH NPOBOAMTCS,
TeM HapsagHee nonaraeTcs 6biTb ogeTon. [Mpy 3TOM He cnefyeT 3noynoTpebnsaTb Ayxamu
n gesofopaHTamu.

BeuepHue Tydnm moryT ObiTb M3 LIBETHOW KOXMW, MAOTHbIX LUENKOB, nap4v, ApYyrnx
mMartepmanoB Ha nbom ygobHom kabnyke. Cymouvka AormkHa ObiTb ManeHbKOW, MHoraa
OHa U3roTaBnMBaeTCs U3 KOXM TOro Xe uBeTa, 4To 1 Tydnu, nHorga ns ducepa, wernka u
T.O.

TakoBbl OCHOBHbIE NMpaBuna aTukeTa, cobnogaemble Ha oumumanbHbIX NpUuemax.
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CEMUHAPCKOE 3AHATUE Ne 1
TEMA: MNoactnnu odmumanbLHO-Ae510BOro CTUNA peyvun U ux cneuyudnyeckue
YyepTbl

|. TeopeTnyeckum 65n0K

MINAH:

1. Noactunu opuumanbHO-4ENOBOro CTUNS

2. A3bIK gMNnomMaTnyeckoro NoaAcTUns

3. A3bIK tOpMANYECKOro NOACTUNS

4. A3blKk aAMUHNCTPATUBHO-KaAHLIESNSIPCKOro NOACTUNS

1. NoacTunu ocpmumanbLHO-A4ENOBOro CTUNSA

B 3aBucmmoctn oOT ccepbl  ynotpebneHus  odmumanbHO-4ENOBON  CTUMb
nogpasgensercsa Ha NnoacTUNu:

1) aunnomaTuvecknn, peanuayrllnncs B TeKCTaxX KOMMIOHMKE, HOTbl, KOHBEHLUW,
MeMopaHayMa, MexayHapoaHOro cormnalleHus;

2) 3aKkoHodaTemnbHbIN  (Opuauyeckun), npeacTaBfeHHbIn B TeKCTax 3aKoHa,
KOHCTUTYLMU, YKa3a, yCcTaBa, rpaKaaHCK1X 1 yrorioBHbIX aKTOB;

3) aAMMHUCTPATUBHO-KaHLENAPCKUIA, UCMONb3YyEMbIN B KaHLENAPCKOW nepenucke, B
aflMUHUCTPATUBHBLIX akTax, pacrnopsXXeHusx, LOoroBopax, pasfvyHOM [OOKyMeHTauuu
(3asBneHus, [oBepeHHOCTN, aBTOBMOrpadumn, pacnucky, XapakTepucTuku, NPOTOKOMbl U
T.4.).

OdmumanbHoO-genoBble OOKYMEHTbl pPa3nuMyalTcss MO CTeneHn cTaHgapTv3auuu
peuyn. BeigenatoTcs Tpy Buaa:

1) AOKYMeHTbl, koTopble 6e3 cTaHaapTHOW (OPMbl TEPAIT PUANYECKYIO CUNY
(nacnopT, cBMAETENbCTBO O Bpake, O poXAeHUN, aTTecTaT 3penocTu, UNIoMm);

2) [OOKYMEHTbl, He uMewwWwme cTaHaapTHoM dopMbl, HO Ans ygobctBa UX
NCNonb30BaHWs CoCTaBngemMble Mo onpegeneHHomy obpasuy (HOTbl, 4OrOBOPbI U T.1.);

3) AOKYyMeHTbl, He Tpebyowme npu KX CoCTaBneHun oba3aTenbHOW 3agaHHON
dopMbl (NPOTOKObI, MOCTAHOBIEHUS, OTYEThbI, AeNoBble NMCbMA).

Bnpouem, n ana atux BuOOB fAenoBbix Oymar paspaboTaHbl onpeneneHHble
cTaHAapTbl, KOTOpble obneryaT 4enonpPon3BOACTBO.

MHoroobpasue xaHpoB B oduLManbHO-AENOBOM CTUNE AaeT OCHOBAHWE BblAENUTb
B ero coctaBe oduumanbHO-AOKYMEHTanbHbIE U OOMXOAHO-AENOBbIE XaHpbl: B NepBbIX
npeacTaBfieHbl OCOBGEHHOCTU fA3blka OMMNIOMaTUK, 3aKOHOB, BO BTOPbIX — CRyXeOHOoW
nepenuckn, genosbix Bymar. OTMeTUM £3blkOBble 4YepTbl oduUManbHbIX LOKYMEHTOB,
NpUHaanexawmnx K pasHblM XaHpam.

2. fA13bIK gMNNomMaTn4ecKoro NoacTUNA

A3blK gunnomMaTtMyeckux OOKYMEHTOB BeCbMa CBOeObOpaseH: y Hero ectb CBOSA
TEPMUHOMOMMA (atTawle, KOMMIOHUKe, AemMapll, CaMMWUT, MakT, KOHBEHLWSHA), HEKOTopble
TEPMUHbI MCKOHHO pycckue (Mocon, NOCNaHHUK, NOBEPEHHbIN B agenax). MHorga cnosa B
avnnomaTun nony4varoT ocoboe, cneumanbHoe 3HaveHue. Hanpumep, CrioBO NpOTOKOf,
N3BECTHOE HaM B ero obuieynotpedbntenbHOM 3Ha4yeHMn (MPOTOKON cobpaHnsa — OOKYMEHT
C 3anucbio BCEro npoucxoameLlero Ha cobpaHuu, cp.: NPOTOKON Aonpoca — TOYHOEe
OTpa)xeHne BOMPOCOB M OTBETOB), B peyvn AMMIAOMAaToB MOfyvyaeT WHOW CMbICA: 3TO
«COBOKYMHOCTb 06LEenpuHATLIX 06a3aTenbHbIX NpaBusl, TPaguuMoHHO cobrniogaemblx B
MeXayHapoaHOM ObLEeHNN.

MpaBuna ANnnomMaTnyecKom BEXINBOCTU TpebyioT obpaLlyeHus K
BbICOKOMNOCTaBIIEHHbIM 0COBaM C yKa3aHMeM UX TUTYNOB U POPM TUTYNOBaHUSA (MPUHL,
kKoponesa. Ero BeicoyecTBo, Ero lNpeBocxoantensCcTBo U T.1.).
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BboipabotaHbl cTporne ¢oOpMbl Hayana W OKOHYaHUS pPasfnnyHbIX AOKYMEHTOB.
Hanpumep, nuyHas HOTa AommkHa ObiTb HanmucaHa OT NepBoro nvua (0T MMEHM TOro, KTO
ee nognucebiBaeT). ObpalleHne TpebyeT [obGaBneHus crioBa yBaXkaembll, a B KOHLE,
nepeg nognucbio, obssaTtenbHa opmyna BeXMBOCTU («koMMnMMeHT»): [Npowy Bac,
rocnoguH Nocon, NpuMHATE YBEPEHUS B MOEM BECbMa BbICOKOM YBaXKEHWUMN.

CuHTakcnc aunnomMaTUYecKMX [AOKYMEHTOB OTMYAETCs CHOXHOCTbIO, B HEM
npeobnagaloT AONMHHbIE NPEeAfioKEeHUsl, OCIOXHEHHble npu4acTHbiMM  0BopoTamu,
npuaaTovyHbiMM  (MPEMMYLLECTBEHHO  ONpeAenuTenbHbiIMA U U3bACHUTESbHBIMN),
NPOCTPaHHbIM NepeyYyHeM OL4HOPOLHbIX YNIEHOB, HEPEAKO NOAYEPKHYTbIM rpadomyeckn npu
nomoLw ab3auHOro YfeHeHnsa KOHCTpyKuun. Hanpumep, BBOAHas 4yactb (npeambyna)
Yctaea Opranmnsauun O6begmHeHHbIX Haunn BbIrmagaT Tak:

MbI, HAPObl O BEAMHEHHbBIX HALIMW, NMPENCIIOJIHEHbLI PELLMMOCTU

— u3basumsb epsAdywue nokosieHUss om bedcmeutll 80UHbI, 08aX0bl 8 Hawel XU3HU
npuHecwel 4Yesio8eyecmesy HeabipasuMoe 20pe, U

— B8HO8b ymeepdumb B8epy 8 OCHOBHble rpasa 4esiogeka, 8 O0CMOUHCMEO U
UEHHOCMb 4es108e4eCcKOU JTUYHOCMU, 8 PAaBHOMNPAasuUe MYyXYUH U XEHWUH U 8 paBeHCcmeo
npae bonbwux u Marnbix Hayud, u

— co30amb ycriosusi, rpu Komopbix Mo2ym cobrirodambcsi cripagednueocms U
ysaxkeHue K obsizamernibcmeam, ebimeKaruwum u3 002080p08 U Opyaux UCMOYHUKOB8
Mex0yHapoOHO20 rnpasa, u

— codelicmeogamb coyuasibHOMYy MPO2PECCY U YYYWEHUK YCrogull XU3HU Mpu
6onbwel ceobode,

U B 3TUX LIETISIX

— MpOoSsIBSAMb MEPNUMOCMb U XUmb emMecme, 8 Mupe Opya ¢ OpyaoM, Kak 0obpbie
cocedu, u

— 06beduHUMb Hawu cunbl 0ns noddepxaHusi MexOyHapoOHo20 Mmupa U
6esonacHocmu, u

— obecrieqyums MpuUHAMUEM [MPUHUUNO8 U ycmaHoerieHueM memodos, 4mobbi
800PYXKEHHbIE CUSlbl MPUMEHSINIUChL HE UHa4ye, Kak 8 obuux uHmepecax, u

— ucrosib3o8amb MeXO0yHapOOHbIU arnapam 07151 co0elicmeusi 9KOHOMUHYECKOMY U
couuarnbHOMY rpoepeccy ecex Hapodoa

PELLNIIN OB LEONHUTE HALLIM YCUITNA 71 AOCTVXKEHUA HALLMX LIETIEN.

Becb 3TOT ANMHHLIA oparMeHT TEKCTa — OOQHO NpearioXeHne, B KOTOpoM ab3auamu,
ab3auHbIMM OTCTYNaMn NOAYEPKHYTbl MHPUHNTUBHBIE 0BOPOTHLI U PN TOM — 3HaYaLWme
yacTtu (cyObekT goroBopa, uenu n T.4.).

3. A3bIK topManYecKoro NnoacTUnA

A3bIK 3aKOHOB OTNIMYAETCA WHbIM CTUIMCTUYECKMM OOPMIEHMEM: OH Bcerga
AOIMKEH OblTb MPOCT U KPATOK, MMaBHOE B HEM — TOYHOCTb BblPaXXeHUS MbICIN. YeTKOCTb U
TOYHOCTb POPMYNMPOBOK 34eCb abCONMTHO HEOOXOANMBI, TaK KaK 3aKOHbl paccynTaeT Ha
O[HO3HAYHOCTb BOCMNPUATUS, OHWN HE AOSMKHbI BbITb NCTONKOBaHbLI NO-pasHomy. NpruBenem
Ana npymepa knaccudeckune opmynnMpoBKM npae YernoBeka n3 Bceoblien aeknapauum,
npuHaTon NeHepanbHon Accambneen OOH ewe noneBeka Hasag,.

Cmambs 1. Bce nodu poxxoaromcs c80600HbIMU U pasHbIMU 8 C80eM OOCMOUHCMEe
u npasax. OHU HadeneHbl pasymMoM U COBECMbIK U OOJIKHbI MOCMyrnamb 8 OMHOWEHUU
Opye Opyaa 8 dyxe bpamcmea.

Cmambsi 3. Kaxdbil 4yernogek umeem rpaeo Ha XU3Hb, Ha c800600y U Ha JIUYHYH
HEerpuUKOCHOBEHHOCMb.
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Cmames 4. Hukmo He OosmkeH codepxambcsi 8 pabcmee unu 8 NOOHE8OSIbHOM
cocmosiHuu; pabecmeo u pabomop2oeris 3arnpew,aromces 80 8Cex Ux sudax.

Cmampbsi 5. Hukmo He OQosmkeH nodeepeambCs [rblmMKaM UMU  XXEeCMOKUM,
becyeriogeyHbIM Uru yHUXarowum e2o 0o0CmouHCcme8o obpaweHuro U Haka3aHUuro.

Jlekcuka Takux BaXKHbIX OOKYMEHTOB He JULIEHa HEeKOTOPOM BbICOKOMapPHOCTU, YTO
onpegenseTca codepXaHuem Tekcta. Bo3BbilleHHOe 3ByYaHWe pedn  BrosSiHe
3aKOHOMEPHO B NOAOGHBIX criydyasx. Tak nuwyTCca HOTbl NPaBUTENbCTB, MEXAyHapoaHble
porosopsbl U T.4. OgHako B paay 3akoHOAATENbHbIX JOKYMEHTOB HEMAro M TakuX, KOTOpble
OTNNYAKTCA CYXUM, [axe CKy4YHbIM A3bIKOM. Takyw penyTtauyuio emy cosgaeTt
ynotpebneHune cneumanbHblX CAOB U BblpaXeHUW, TaK Ha3blBaeMblX KaHLENApPU3MOoB
(kvmnnnowagpb, NpPoXuBaeT, 3avyncnuTb Ha paboTy, npegocTtaBuTb OTryn (OTNYCK),
3aBM3MpoOBaTh, 3acnywaTb, Hagnexawun, rno WUCTEeYEeHUW CpoKa, B YCTAHOBIIEHHOM
nopsiake, BCTYNUTb B 3aKOHHYK cuny U T.4.). OTOT CTUNb M300unyeT cTaH4apTHbIMU
dhopmMynMpoBkaMm, MHOXECTBOM MOBTOPOB, YTO Takke (YHKUMOHaANbHO 06YyCnoBreHo.
MpuBegem ans npumepa OoTpbIBKN U3 «3akoHa O NeHCcUsx POx»:

Il. leHcus no cmapocmu

Cmambs 10. Obwue ocHosaHusi, oripedesisiouue rnpaso Ha rneHCcuro.

lMeHcus Ha 0bwux OCHOBaHUSIX ycmaHaeiugaemcs

My>4uHam — o docmuxxeHuu 60 nnem u npu obwem mpydo8om cmaxe He MeHee 25
nem;

JKeHWuUHam — o docmuxxeHuu 55 nem u npu obwem mpydosom cmaxe He meHee 20
nem.

<.>

Cmambsi 12. lleHcusi 8 c8s3u ¢ ocobbimu ycriosusimu mpyda. [leHcusi 8 ces3u ¢
0cobbIMu ycriosusmMu mpyda ycmaHaenueaemcs.

a) myx4duHam — no docmuxeHuu 50 nem u xeHwuHam — no docmuxkeHuu 45 rem,
ec/iu OHU coomeemcmeeHHO mpydunuck He meHee 10 nem u 7 nem 6 mecsues Ha
nodsemHbix pabomax, Ha pabomax ¢ 8peOHbIMU yCr108USMU mpyda U 8 20psAYUX yexax u
ux obwuti mpydoeoul cmpax He meHee 20 u 15 em.

[paxdaHam, umerwumMm He MEHee MoslI08UHblI cmaxa Ha noO3eMHbIX pabomax, Ha
pabomax ¢ epedHbIMU ycriosusiMu mpyda U 8 20ps4YuUX uexax, rneHcusi HasHadyaemcsi C
yMeHbuweHUeM so3dpacma, rnpedycmompeHHo2o0 cmambel 10 3akoHa, Ha 00uH 200 3a
KaxObIU rosHbIl 200 makou pabombi My>X4YUHaM U XXeHUUHaM,

6) myxxqyuHam — o docmuxxeHuu 55 nem u xeHwuHam — no docmuxxeHuu 50 nem,
ecnu mpydounucb cOoOMe8emcmeeHHO Ha pabomax ¢ MmsiKesnbIMu ycrosusmu mpyda He
meHee 12 nem 6 mecsyes u 10 nem u umerom obwulti mpydosol cmax, yKa3aHHbIlU 8
cmamee 10 3akoHa.

MNMoBTOpsieMOCTb CUTyaLMi, paccMaTpuvBaeMblX B 3akOHOAATESNbHbIX [OKYMEHTax,
BeOeT K CTaHgapTM3auuMm crocoboB BblpaXeHusl, 3TO HaknagbliBaeT nedaTb U Ha
MOpPdOOorni0 3TOro NoacTUNs. [Ans Hero xapakTepHo YacToe MCMosb3oBaHWe OTbIMEHHbIX
npeanoroe (B Uensix, 3a cyeT, B Aene, B ob6nacTtu), koTopble, Kak NPaBuio, «TAHYT» 3a
coboii oTrnarosibHble CyLlecTBMTENbHbIE (OOCTMXEHWEe, yperynvpoBaHue, B3blCKaHue,
yCcTaHoBreHue, obxanoBaHue, Ao3HaHue 1 ap.). Kpome oTrnaronbHbIX CyLLEeCTBUTENbHbIX,
30€eCb YacCTOTHbI U NIMYHbIE, T.€. CyLLeCTBUTENbHbIe, 0603HaYalLWmMe Ha3BaHUs noaen no
X OEeNcTBUSIM, coumanbHbIM [OMSM, WHbIM MpPU3HaKaM: YCbIHOBUTENb, CBUAETENb,
3alepXaHHbIN, OTAbIXalOWWA, KIUEHT, abuTypueHT, nokynatenb, NoceTuTenb, 3puTerb,
naccaxup u T1.4. Bce aTM u nopobHble crioBa MonyyawT HeraTMBHYK OLEHKY 3a
npegenamym oduumnanbHO-4eNOBOM peyn Kak TUMUYHbIE KaHUENsipuaMbl, 3[4eCb Xe
noTpebneHne nx onpaBAaHO, OHW BbIMOSHSAOT CTUNE0bpasyoLLyo YHKUMIO.
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[na q3blka 3aKOHOB CBOWCTBEHHa 6e3nuyHasi popmMa M3NOXeHUsi, NMOCKOSbKY B
3aKoHoAaTenbCTBE OTpaXaeTcd BONA He oTgenbHOro nuua, a rocygapctea ([eHcusa
HasHavaeTcs; [lo  OKOHYaHWW  paccrnefoBaHUMs  COCTaBMSETCS  OOBUHUTENbHOE
3aknoyeHne). 1o ob6bAcHAeT obunue rnaronoB crTpagartenbHoro 3anora (cp.: Jom.
CTPOUTCHA aKUMOHEPHbIM oblecTBoM «Tema»; CTaaMoH MNOCTPoeH U obopydoBaH
CMoHcopaMu LIKOMbl-UHTepHaTa). W3 gpyrmx rnaronbHblx ¢OpM  34eCb OCOBEeHHO
ynotpebuTenbHbl  UMHMUHUTMBBI:  OHWM  HYXHbl AN UMMEPATUBHbLIX  KOHCTPYKLWA,
BblpaxalLwmx npeanucanune, npukas (obecneumtb CBOEBPEMEHHYIO BbiNnaTy 3apnnaTbl;
BOCCTAHOBUTb B AOJDKHOCTU; OTYMTATLCSA... OTKa3aTb).

[na cuHTakcmca 3akoHoAaTemnbHbIX [AOKYMEHTOB XapakTepHO npeobnagaHue
CMNOXHbIX NPEASIOKEHUI; B CNIOXHOMOAYMHEHHbIX 0ObIYHbI NPUAATOYHbIE YCNOBHbIE. 34ech
MHOIO YCNOBHO-UHPUHUTUBHBIX KOHCTPYKLMW, YTO onpefensercs uenesBbiM 3adaHWeM -
roBoputb OOYCMNOBMEHHOCTb MPaBOBOM HOPMbI, @ TakkKe TeM, YTO 3aKOHbl HE WUMENT
obpaTtHon cunebl.

B 3akoHopaTenbHOM fA3blke BblpaboTanca Tvn npeanoXxeHus, cBA3aHHbIM ¢ ocobon
KOMMO3NUMEN TeKCTa 3aKOHOB. B Takumx cnyyasx BaXkHyl porib urpaet pybpukaums,
oTpakarLlasa KOMMO3ULMOHHYIK CTPYKTYpy TekcTa. [lpocTtenwen pybpukon aBnseTca
ab3aL, KOTOpbIV CIYXUT NoKasaTtenem nepexona Ot O4HOM Mbicnu (Tembl) K agpyron. A63au
BCerga BHyTpeHHe 3aMKHyTas Jenosas eguHuua.

XapakTepHon 4epToM 3akoHOAATeNbHOro noAcTMns sABndetca  ynotpebneHue
crneumanbHbIX COMMHUTENBHBIX COKO30B: @ PaBHO, PaBHO Kak, a Takxke, Kak... Tak u. 3gecb
OTMeYaeTcs MNpeuMyLLEeCTBEHHOE WUCMONb30BaHME KOCBEHHOM pedn (npsimMas pedb
BO3MOXHa TOMbKO TOrAda, Korga AOCrOBHO LIMTUPYIOTCA 3aKOHOAATENbHbIE aKTbl, @ TakXe B
YyCTHOW cyaebHOM peyun aaBokaToB, NPOKYPOPOB U APYrnX YeHOB Cyaa).

Cnocob n3noxeHusi B 3akoHOA4AaTENbHOM NOACTUNE — OUPEKTUBHBIN.

4. £13bIK aAMUHUCTPATUBHO-KaHLIENSAPCKOro NoAcTUNA

A3bIK aAMUHUCTPATUBHO-KAHLENAPCKOro NOACTUNA 3acnyXmnBaeT 0coboro BHUMaHWs,
TaK KaK 3HaHMe ero BaXXHO AN KaKO4Ooro rpaxaaHnHa, NOCKOMbKy Takue aenosble Gymaru,
Kak 3asBreHue, pacnucka, obbsCHUTENbHas 3anucka M MHorme Jpyrve, noCTOAHHO
CONpoBOXAaloT Hac B pabote n gaxe Ha oTAbIXxe. YMeEHME HanmcaTb HYXHyt «Bymary»
ABNAETCA HEOTbeEMNIEMON YepTOM FPaMOTHOCTU, KynbTypbl peudn denoseka. OpgHako
HasHayeHne agMUHUCTPATUBHO-KaHLUENAPCKOro MNOACTUNSA LUMpe, 4YeM COCTaBreHue
obuxogHo-genoBon  AokymeHTauuum. Cdepa  PYHKUMOHMPOBAHUSA  KaHLLENAPCKOro
noacTuns — 9TO0 agMUMHUCTPATMBHO-BEAOMCTBEHHbIE OTHOLUEHWUHA, C KOTOPbIMU CBSA3aHbI
pas3nMYHOro poaa KaHuenapuu, Begawowme cnyxebHonm nepennckon, odOpMIIEHNEM
AOKyMeHTauun. Y  aAMUHUCTPATUBHO-KaHLENSAPCKOro  MOACTUNA  OBe  (PyHKUUWU:
NHOPMALMOHHO-coaepaTenbHasa (NoBecTka, 0ObsBNEHME) U OpraHM3auuoHHO-
perynupylowas (pacnopsbkeHue, npukas, pgenosasi nepenucka). AOMUHUCTPATUBHO-
KaHUenapckui MOACTUNb BKMoYaeT B cebss MHOro xaHpoB. K HMM OTHOCATCA Tak
HasblBaeMble NoA3akoHHble (T.e. n3gaBaeMble Ha OCHOBAHUU M BO UCMOSIHEHWE 3aKOHOB)
AOKYMEHTBbI, BblMyCKaeMble MCNOSTHUTENbHO-PacnopAAUTENbHBIMU opraHamu
(aAMUHUCTPATUBHbBIE aKTbl, UWPKYNsApbl, MpuKasbl, pPacropsikeHusl), U [OroBOPHbIE
OOKYMEHTbl, a TakkKe pasnuyHas KaHuendpckas [OOKYMeHTauus:  3asiBneHue,
XapakTepucTtuka, aBTobunorpadus, LOBEPEHHOCTb, pacnmcka v T.1.

AOMUHUCTPATUBHO-KAHLUENSAPCKME [OOKYMEHTbl BbIAENSATCA Ha (OoHe Opyrux
AENOBbIX TEKCTOB HEKOTOPLIMU OCOBEHHOCTAMU B UCNOSTb30BaHUMN A3bIKOBbIX CPEACTB.

Jlekcuka aToM OOKYMeHTauun BKMOYaeT pasnu4yHyto TEPMUHONOMNIO
(NnpodheccnoHanbHO-TEXHNYECKYID, OyXxranTepckyto, TOProByk, CMNOPTUBHYHO WU T.M.),
obpalleHne Kk koTopon o0OycnoBneHo cutyaumen. WMcCnonb3yroTca HOMEHKNATypHbIE
0003Ha4YeHnsa pasnu4uHbIX npeanpusatTvn, ydpexaeHun (LeHTpanbHbin 6GaHk Poccuwm,
ocypapcTBeHHaa HanoroBasi mHcnekuusi. OTkpbiToe akumoHepHoe obuwecteo (OAO),
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MockoBckass ToBapHasa Oupxa M AOp.); HaMMEHOBaHMS OOSMKHOCTEN, YYEHbIX 3BaHWUM,
cTeneHen; cneuuanbHass TEPMUHOMOIUS, CBA3aHHaa ¢ odopMneHnem nenoBbix Oymar
(BxO4AWwmMmM, wucxopawmi (OOKYMEHT), AOKYMEHTOO6OopoT (OBWXEHMEe [OKYMEHTOB B
yuypexgeHun), wuHgekc (ycnoBHble 0603HayYyeHus, npucBaMBaeMble [OOKYMEHTaM B
npouecce ux ydveta (perucrpauum) u ucrnonHeHus), rpud (NnomeTka, ykasblBaroLlas Ha
0cobbli XapakTep AOKYMEHTA — «CEKPETHO», «CPOYHO», «IIMYHO»), peecTp (NepeydeHb,
CMMCOK 4ero-nnbo, nNpuMeHsieMblini B LenOonpou3BOACTBE), PEKBU3NTbI (06A3aTeNbHbIe
anemMeHTbl  cnyxebHoro  gokymeHTa), dopmynap  OOKYMeHTa  (COBOKYMHOCTb
pacrnonoXeHHbIX B yCTAHOBIIEHHOW NocneoBaTelbHOCTU PEKBU3NTOB JOKYMEHTA) U T.4.

YCTOMUMBBIN XapakTep Nomny4Ynnn MHorne obopoTbl peyn, NOCTOSIHHO UCMNOSNb3yeMble
B AenoBon nepenucke. ApceHan 3TuUX $A3bIKOBbIX 3aroTOBOK [OCTATOYHO O6LUMpPEH,
Hanpumep:

HacTtoswum oTtBevato Ha Bawe nucbmo orT...

B cooTBeTCTBUM C NPOTOKONOM O B3aMMHbIX NOCTaBkax npowy Bac...

dupma «CantoT» 3aaBnseT o...

Hapetocb Ha genbHelwee nnogoTBOPHOE COTPYAHNYECTBO...

Bynem pagbl ckopenieMy OoTBeTY Ha Halle MUCbMO...

K cemy npunaraetcs...

O6palleHne K HUM COCTaBUTENS NUCbMa yNpoLlaeT 3agadvy: OH BbiOMpaeT rotoByto
opMynMpPOBKY, BCTaBMsAs €e B COOTBETCTBYHOLLYIO YacTb TEKCTA.

CraHgapTusaumsa [enoBoro nucbMa npuBena K CO34aHUK0 TOTOBbIX TEKCTOB
(TMnoBble TeKCThbl, TpadhapeTHbIE NUCbMA), B KOTOPbIE CreayeT NuLb BNNUCaTb KOHKPETHYHO
nHpopmauuio. logeneHne Takmx o6pa3yoB AN OenoBbiX MNUCEM CBA3AHO C
HEeOOXOAMMOCTbIO peLleHnss OOHOTUMHbLIX NPOBNeMHbIX CuTyauui B NPOM3BOACTBE, Ha
TpaHcnopTe, B ToproBrne. Takve nucbMa MMelT npeumyliectsa 6Gnarogaps ropasgo
MEHbLUMM 3aTpataMm paboyero BpeMeHu Ha Mx cocTaBneHue (B TpadapeTHbIX NucbMax -
3anonHeHue npobenos) n 06paboTky.

TUNOBOW TEKCT CTPOMUTCA Ha OCHOBE He TOSIbKO KIMLWWPOBAHHbIX (pas, HO U
KNULINPOBAHHbIX NPeaIOXEeHNN:

B oTBeT Ha Bawy npockOy BbicbiiaeMm Bam nHtepecytowyto Bac nHgpopmauuio.

Hactosawmm noaTeepxgaem CBoe yyacTue B BbICTaBKe.

Cuntaem HeobxoauMbIM BbIpa3nTb CBOE Hecornacue ¢ Bawumu 3ameyaHusmu no
KayecTBY BbINONHEHNS pabor.

OpHako TpadgapeTHbIX TEKCTOB CErogHs CTaHOBUTCHA BCE MeEHbLUe, NOTOMY 4TO
yBEMMYMBAETCA KONMYECTBO HECTaHOApPTHbIX CUTyauuni, OTpaKalowuxca B AeNoBOW
nepenucke. OTCYTCTBME TMUMOBbIX TEKCTOB 3aTpyAHAET Aefonpou3BOACTBO. TeM, KTO
CBA3aH C [JeNnoBOM MepernuckorW, MOXHO MNOpeKoMeHAoBaTb 0OCBOUTL  Habop
3aKpenuBLLKMXCS B 3TOW cdhepe peyeBbiX CTaHO4apToB.

MpuBenem npumepsbl opas-knuLle, UCNonb3yeMblX B perfiaMeHTUPOBaHHbIX TEKCTAX.

1. B nucbmax, cogepxatimx MOTUBALMIO TEX UIMN UHBLIX OENCTBUN, NMULLYT:

B cooTtBeTcTBUM C...

NPOTOKOMOM O B3aMMHbIX NOCTaBKax

npeaBapuUTenbHON LOrOBOPEHHOCTBIO

pelieHmemM apbutpaxa NoOA3aKOHHbIM aKTOM O...

Ha ocHoBaHuu...
NPOTOKOSa O B3aMMHbIX NOCTaBKax NPencKypaHTa

B cBasum c...

OTKPbITUEM HOBOM NMHUM

BbIXOAOM U3 CTPOS arperaTta

[Mpy 3TOM OBLIYHO MCMONBL3YIOT YCTONYUBYHO peyeByto hopmyny BBoaa MHopmMauumn:
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Crasnio Bac B U3BEeCTHOCTb...

Tpebyem NpuHATL peLLeHune o...

[Mpocum NpUHATL Mepbl K...

Coobuaem Bam...

OTtBeyaem Bam HacTosLWLMM NMUCBMOM...

3AO0 «HAXOHT» 3aaBnseET O...

NHpopmumpyem Bac o...

MoTuBauma gormkHa ObiTb BblpakeHa B ybeautenbHou u Bexnuson ¢opme (Mol
O6yaem pagbl nonyuntb oT Bac oTBeT He nosgHee... NMpocum He3ameLnUTenbHO NoracuTb
3a0JKEHHOCTb...).

BbipaboTaHbl pa3HoobpasHble A3bIkoBble (hOPMYbl, KOTOpble yA4OOHO UCNOoNb30BaThb
npn OOBACHEHMS NPUYMH, MOTMBOB, LMW HanNUcaHus OenoBoro nucbMa. Tak, psg
CTaHOapPTHbIX BblpaXXeHUN yKasbiBaeT Ha NPUYNHY COCTaBMEHNA TeKCTa:

Mo NnpuynHe 3agepxku onnatsbil...

B cBA3u ¢ Henony4vyeHnem cyeta-gakTypbl...

Beuay HecooTBeTCcTBUA Bawmnx genctesumn paHee NpuUHATLIM JOrOBOPEHHOCTSAM. ..

Beuay 3agepxku nonyyeHus rpysa...

Bcnepctere nameHeHns LieH Ha SHEProHOCUTENU. ..

YuuTblBasi, 4TO NPON3BOACTBEHHbIE MOKa3aTenn CHU3UNUCH Ha...

YuntbiBas coumanbHy0 3HaYMMOCTb OOBbEKTA...

[Mpwn ccbinkax Ha U3BECTHbIE JOKYMEHTbI MPUHATLI Takne popMyribi:

Ccbinascb Ha Bawe nucbmo orT...

B cooTBeTCTBUM C 4OCTUTHYTOWN paHee LOroBOPEHHOCTLIO. ..

Ccbinasicb Ha Baw 3anpoc or...

Ccbinasicb Ha yCTHY AOTOBOPEHHOCTD...

B oTBeT Ha Bawe nucbmo (3anpoc)...

B cootBeTCTBUM C HalLen JOrOBOPEHHOCTLIO. ..

Ha ocHoBaHuu Hawero TenedoHHOro pasroesopa...

Ha ocHOBaHuM yCTHOM JOrOBOPEHHOCTM!...

CornacHo NnocTaHOBNEHUIO NPaBMTENbLCTBA...

CornacHo Bawen npocsb6e...

Mpun ykaszaHun Ha Lenb OTNpaBneHnsi NMcbMa ynoTpebnsaTca Takme obopoThl:

B uensix ckopenwero pelleHus Bonpoca...

B uenax BbINOMHEHUSI pacnopsKEHUS. ..

[nsa cornacoBaHus CMOPHbLIX BOMNPOCOB...

[nsa cornacoBaHMs BOMPOCOB y4acTus...

[ns Hanbonee NONHOro oceeLeHns aeaTensHocTn Balwen opraHnsaumm B8 CMU...

[nsa pelweHns CnopHbIX BOMNPOCOB...

B uenax 6e3onacHOCTN NpoXoXaeHus rpyaa...

B otBeT Ha Baw 3anpoc...

Bo nsbexaHne KOHPMMKTHLIX CUTYyauun. ..

C uenbto 03HaKoOMMNeHuS C... BbiCcbinaem Bawm...

Bce nepeyncneHHble BblipaXXeHUs HeOOXOANMO UCMNONb30BaTh C Y4ETOM KOHTEKCTa U
pedeBon cuTyaumm. Hanpumep, ecnn BamMm HY>XHO COCMNaTbCs Ha KaKOW-NMOO OOKYMEHT,
ny4ylwie BCEro UCnonb3oBaTb BblpaXeHUs, HaYMHalLWmuecs co croB «B cooTBeTcTBUM...»,
«CornacHo...». OgHako npu ccbifikax Ha TenegoHHbIM pPasroBop 3TW CTaHOapTHbIE
BblpaXXeHWUs1 HEYMECTHDbI.

B nucemax, cogepxawmx OTBET Ha 3anpoc, npocbly, nNPUHATBHI Takue
dOPMYITMPOBKM:

B oTBeT Ha Bawe nucbmo oT (Ha Baw 3anpoc, Ha Bawy npocbkby)...

Ccbinascb Ha Bawe nucbmo ot (Ha Baw 3anpoc, Ha Haly AOrOBOPEHHOCTb, Ha Halu
TenedgOoHHbIN pa3roBop)...
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CornacHo Bawen npocob6e...

CornacHo Hawen JoroBOpPEHHOCTHU

B cooTtBeTCcTBUM C OONOMHUTENBHBIM MNPOTOKOMOM (C Hallen OOroBOPEHHOCTLIO, C
Bawwen npocb6on)...

Ha ocHOBaHMM OONOMHUTENBHOrO NPOTOKONA (CornaleHus). ..

B cBsa3n ¢ Bawew npocbbon (Hawwen 4oroBOPEHHOCTLIO). ..

B noaTtBepxaeHne Halwen JOroBopeHHOCTHU (TenedoHHOro pasrosopa)...

Hanpasnsem

BbICbIflaem

nocblrnaem

npenpoBoXxagaem (Bam)...

NHble peyeBble cTaHOapThl 3akpensieHbl 3a MH(POPMAaLMOHHBIMU NMUCbMamMu. Tak, B
NMUCbMax-CoO0LEHNAX NMULLYT:

Coobuaem, 4To...

N3Belwaem

YBegomngaem

NHpopmmpyem Bac o Tom, 4yTo...

CtaBum Bac B n3BeCTHOCTb, YTO...

Cuuntaem HeobxoaMMbIM NOCTaBUTbL Bac B n3BECTHOCTL O...

Coobuwaem k Bawemy csegeHuio, 4To...

JoBoamm oo Bawero cBegeHus, 4To...

Ham npuaTtHo coobwuTs (Bam), uTo...

Nmeem vecTb coobwmnte (Bam), yto...

C papocTbto coobwaem (Bam) o...

EcTb MHOXECTBO M OpyrMx CTaHOAPTHbIX BbIPaXXEHWUN, UCMOMb3YEMbIX B Pas3fNYHbIX
BUOax OenoBOW Mepenncku, UxX fekcuka onpegenserca cogepxaHnem nucem (MMcbMo-
npurnaweHme, nncbMo-6narogapHoCTb, NMMCbMO-HaAaNOMWHaHWE, npeanoxeHue (odepra),
pekrnamauus v gp.).

Ana  mopdonormm  agMUHUCTPATUBHO-KAHLENAPCKOrO  MOACTMNS  XapakTepHOo
ynotpebneHne nu4yHbix OpPM rnarona W JNMYHbIX MECTOMMEHUW, 4YTO ObbAcHAeTCA
KOHKpeTu3aumen pedeBbiX CPeAcTB B OEerOBbIX AOKYMEHTaxX paccMaTtpvBaeMown rpynmbl.
MpaBga, 3aech Yalle npeacTaBneHbl POPMbl MHOXECTBEHHOMO YMCria, NOCKOSbKY agpecaT
N aBTOp OEeSfI0BOW MEepPEnUCKM BbICTYNaT OT UMEHU KomnnekTuBa. M Tonbko B 3asBreHuu,
00BbACHUTENBLHOM 3anucke, pacnucke, aBTobuorpadum nuyHble ¢OPMbl NarosioB U
MeCToMMeHUn ynotpebnsatTca B eanHcTBeHHOM uucne ([powy npenoctaBuUTb MHE
oyepeaHown otnyck... nu: A, Komaposa EneHa BnagnmuposHa, B3ana B bubnuoreke...).

AOMUHUCTPATMBHO-KAHLENSIPCKOM PeYn Yyxaa IKCnpeccus, HO B OCOObIX criyvasx
(MpasgHMYHBIM NpUKa3 MO YYpEexXAeHuto, NoYyeTHasa rpamoTa, agpec bunsapy) BO3MOXHO
NCMNOSIb30BaHNE OLEHOYHbIX CYydUKCOB, CTENeHen CpaBHEHUs NpunaraTenbHbIX,
00pasHbIX BblpaXKEHWM.

CuHTaKCUC KaHUEeNApCKMX OOKYMEHTOB OTIMYAETCH CIOXHOCTbIO: yNnoTpebutenbHbl
CMNOXHOMOAYMHEHHbIE  NPEASIOKEHUS, ANUHHBIA  NepeyYeHb OAHOPOAHbLIX  YNIEHOB,
npuyacTHble U geenpuyacTtHole 06opoThl. B npukasax n pacnopskeHnax npeobnagaroT
nobyautenbHble  NPeasioKeHMss C  WUH(UHUTMBOM, BbICTYNAKWMM B  3HAYEHUU
NOBENUTENBbHOIO HAaKNMOHEHUA (3a4UCnUTb, Ha3Ha4YUTb, NPEeACTaBUTb Pas3BEPHYThbIN NraH
paboTbl, KOHTPOMb 32 UCMNOSTHEHMEM MpUKasa BO3NOXMWTb Ha...). OgHako B Apyrux Buaax
agMUHNCTPaTUBHO-KaHLLENAPCKNX AOKYMEHTOB nobyauTtenbHble npeanoxXeHns
NCNONb3YITCA peako. ATO OOBbACHAETCS TeM, YTO MO CPABHEHMIO C 3aKOHOAATENbHbIM B
KaHLUenapckoM noAcTune CMsryeHa MoAanbHOCTb AOSMKEHCTBOBaHMS (OHa XapakTtepHa
NUWb Ans NPUKasoB U PacnopsiKeHWin), NO3TOMY CNocob M3MNOXEHUs B KaHUEeNApCKUX
TeKCTax B OCHOBHOM onucaTesibHbln (B OTYeTe, akTe, XapakKTepuCTUKe) W
noBecTBoBaTENbHbIN  (Hanpumep, B  aBToOMorpadun), MeHee pacnpoCTpaHEHO
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paccyxgeHue, oHO ynotpebnsaertcsa rnaBHbIM ob6pa3om B CnyxebHOM nucbme, rae Hy>XHO
yTo-NMb0 obocHOBaTb, [AoKasaTb. B kaHUEnsapckMx [OOKyMeHTax MOBECTBOBAHWUE,
ONucaHne 1 paccyXgeHne OYeHb YacTo codeTarTca Mexay cobon. [MpPeKTUBHbIN CTUMb
N3NOXEHUs B I3TUX [AOKYMEHTax BCTpevaeTca peako (B OCHOBHOM B MpuKasax,
pacnopsikKeHusix).

Bonbliyldo ponb B KaHUENSIPCKOM MNOACTWMNE wurpaeT rpaduka, HanucaHue wu
pacnosioXXeHne pekBU3nNTOB.

MpuBegem npuMepbl HEKOTOPbIX PacrnpOCTPaHEHHbIX AEeNOBbIX AOKYMEHTOB, AN
KOTOpbIX rpacmnyeckoe odopmMeHne 3akpensieHo cTaH4apToM.

PekTopy

MockoBCKOro rocyaapcTBeHHOro
YHUBepcuTeTa nevyatum
npodeccopy LibiraHeHko A.M.
ctyaeHTa Il kypca

drakyrnbTeTa KHUXHOW TOProBnu
AnekcaHgposa T.4.

3asaBneHue
Mpowy paspelwmnTb MHe chaTb OOCPOYHO 3K3aMeHbl 3a Il Kypc, Tak Kak BO BpeM4
3K3amMeHaunoHHon ceccumn 51 6yay pabotatb Ha MOCKOBCKON MEXOYHAPOAHOW KHUXHOW

sipMapke.

12 maqa 2013 r. (nognuceb)

[loBepeHHOCTb
A, Aaebigosa KOnus OmutpuesHa, npoxusatowias B r. Mockse no yn. Lupokas, oom
5, kB. 25, goBepsto [leTposy MBaHy BacunbeBnyy, npoxmnsarowemy no yn. EHucenckas,

aom 2, kB. 8, nacrnopT cepuss _ Ne | KeM U Korga BblgaH, NOfy4YnTb NPUYNTaIOLLYHOCA
MHe 3a mapT 2012 r. 3apaboTHyto nnary.
28 (peBpana 2013 . (nognuce)

Moanuce Odasbigoson KO.[l. yoocTtoBepsieTcs
Henonpounssogutens 33 Ne 53
(naTa) (nevaTb) (NnOANUCh)

Pacnucka

A, XKypasnesa Paunca JlaBpeHTbeBHa, 6MbnunoTtekapb, Nony4mna ot CrnopTUBHOIO
obuiecTtBa «CnapTak» ase (2) napbl KOHBKOB Ha BECb 3UMHWI Ce30H. 5 aekabpsa 2013 .

(noanuco)

[OvpekTopy wkonbl Ne 17

MeaHoBy U.U.

3aBefyloLLero MeToanYeCckuM KabmHeTom
KapneHko H.W.
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[loknagHasa 3anucka

N3Bewato Bac o ToMm, 4TO HEOBXOAMMO KynuUTb HOBble HarnsgHble nocobusi no
dusmyeckon reorpadpun. lpowy BblAENUTb CyMMy AeHer ( ), Heobxogumyo Ons
npnobpeTeHnst ATUX HarNAgHbIX NOCOBUIA.

21 oktabpa 2013 .

(mnoanuceb)

B otoen acnvpanTtypbl TI'Y

OTyeT 0 KOMaHOMPOBKE
Mo 3agaHuto Kadhedpbl PYCCKOro fA3blka dunoriormdyeckoro akynbteta ¢ 25

HoA6pA no 1 pekabps 2013 r. 8 Haxogwnca B KomaHavpoBke B MockBe, rge uayyan
MaTtepuanbsl B [OCydapCTBEHHOM WCTOPUYECKOM apxvBe W 3aHMmarncs B Poccuirckon
6ubnmnoteke um. B.W. JleHnHa. MHoto caenaHa cneaywowasa pabota: cobpaHbl apXuBHbIE
MaTepuanbl U cocTaBneHa 6Gubnuorpadma HayuyHblIX cTaTten, HeobXoauMbIX ANA MOoen
paboTbl Hag aguccepTaumen.

AcnuvpaHT (nognucob)

13 pekabpsa 2013 .
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Il. MpakTn4yecknn 6NoK (3apaHunA)

3apaHue Ne 1.

[MpoaHanuanpynTe NpeasioXXeHHbIn oparMeHT TekcTa 1 AoKaXuTe, YTO OH OTHOCUTCS
K obmumManbHO-4ENT0BOMY CTUIIO PEYM.

B coomeemcmeuu co cm. 23 @eldepanbHo2o0 3akoHa «0O6 opyxuu»
lNpasumenscmeo Poccutickot ®edepayuu nocmaHosrssiem:

YmeepOume cnedyrowue pasmepbl eOUHOBpPeMEeHHbIX cbopos, B83umMaembiX C
ropududecKkux nuy u epaxoaH 3a ebldayy /uUeH3Uul Ha mop206sito 2pax0aHCKuMm U
cryxebHbIM opyxueM, e20 rpuobpemeHue, pa3peweHuUll Ha xpaHeHuUe usnu xpaHeHue U
HoweHuUe, mpaHcriopmuposaHue, 8803 Ha meppumopuro Poccutickoli ®edepayuu u
8b1803 ¢ meppumopuu Poccutickol @edepayuu opyxusi U NampoHO8 K HEMY, a makxe 3a
npoodreHue cpoka ux delicmeusi, coanacHo rpunoxeHuro Ne 1.

3apaHue Ne 2.

OTmeTbTe npu3HakM oOMUUNANbHO-4ENOBOIO CTUAS B MPUMBEOEHHbIX CTaTbAX
KoHcTutyummn Poccuinckon ®epepaumn. Bbinvwmte u3 HUX NEKCUKY, CIOBOCOYETaHUA,
XapakTepHble Ans gaHHoro ctund. [poaHanu3npyinte CTpoeHwe npeasioxeHun, opmy
BbIpaXXeHUS CKa3dyeMblX BO BCEX Crlyvasix U caerianTte BbiBOA.

Masa |. OCHOBbl KOHCTUTYUNOHHOIO CTPOA.

Cratbsa 1.

1. Poccunckaa ®depepauma — Poccmna ectb gemokpartmdeckoe depepaTuBHoOe
npaBoOBOE rocygapcTBO C pecnybrnmnkaHcKkon opMown npaBrieHus.

2. HanmeHoBaHusa «Poccunckas ®egepauna» n «Poccus» paBHO3HAYHbI.

Cratbsa 2.

UenoBek, ero npaea M cBobOAbl SIBMAOTCA BbICLUEN LEHHOCTbIO B Poccunckon
®epepaumn. [lNpusHaHve, cobnwogeHne M 3awmta HeoTbeMIieMblX npaB u cBobopn
Yyenoseka u rpaxxgaHuHa — 06513aHHOCTbL rocygapcTBa.

Cratba 3.

1. Hocutenem cyBepeHuUTeTa U €ONHCTBEHHbIM UCTOYHMKOM Bnactu B Poccuinckon
depepaumn ABNAETCA ee MHOroHaLUMOHaNbHbI Hapos,.

2. Hapog Poccuinckon denepaumm ocyLLEeCTBISET CBOK BMacTb HENOCPEeACTBEHHO, a
TakKe Yyepes opraHbl rocyJapCTBEHHOM BNAcTU U OpraHbl MECTHOrO caMoyrnpaBrieHns.

3. Bbicwmm BblpaxeHMemM HeNOCPeACTBEHHOW BRacTM  Hapoda  sBnsieTcs
pedepeHayMm n ceoboaHble BbIOOpPSI.

4. HUKTO He MoOXeT npucBamBaTb Bnactb B Poccurckon degepauuun. Ysypnayus
rocyaapCTBEHHOM BNacTu SBMseTCst 0CO00 TSHKKUM NPeCTYNieHneMm.

3apaHue Ne 3.

B HacTosiee Bpemsi B odomumanbHO-AenoBon cdepe obueHns nosBnaeTcs MHOro
HoBbIX cnoB. CocTaBbTe No 2 — 3 CNIOBOCOYETAHMS CO CreayoLwnuMm CroBaMu:

Map, Mapus, genapTaMeHT, KOMMEPCaHT, MeHemxkep, bpokep, akumd, OMBMAOEHA,
CMOHCOpP, MeLeHar.

3apaHue Ne 4.

Pacnpegenute npuBedeHHble HWXKe CroBa, CrOBOCOYETAHUSA W BbIpaXeHus no
rpynnam:

a) umetroLmne opnymanbHO-4EN0BY OKPALLIEHHOCTb;

6) BXxoAdWME B FNEKCUKY BCEX KHWXKHbIX CTUNen, B TOM 4ucre u oduumanbHo-
AENOBOIO;

B) He ynoTpebnsaLwmecs B omumnanbHO-4E€NT0BOM CTUNME.

NmeTb MecTo, HeTpyooCnOCOBHOCTb, pacTopXXeHue [orosBopa, 00yCroBUTb, OLMH-
OOVHELLEHeK, KOHCTaTUpoBaTb, TepeMm, 3aBoaulle, UCTel, KOMaHAMPOBOYHOE
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yOOCTOBEPEHME, 3asiBKa Ha y4yacTue, pacnopsaok AHA, B OKPECTHOCTAX ropoaa, NPUHATL K
CBEEHUI0, MenaHXosIMYHbIA, AeSIoNpPoM3BOACTBO, TOPXECTBEHHOE OTKPbITUE, KOPOTKas
namsaTb, MellaHuMHa, COMTU C pykK (dpas.), HOBOe Ha3HadeHue, peructpaumsa 6paka,
OCBMAETENbCTBOBAHME, NabopaTopHble UCMbITAHUA, TEKYLUUIA (B 3HAYEHUN KHBIHELLHUN),
oHeU, Te3ka, 6esoTnaratensHo, CyauTb Aa PAaUTb, YBEAOMIIEHUE, HDKECNEeayoLWmMn aKT,
HeobxoaMMO OCyLLeCTBNATbL, peknamauns, HeyCcTonka, kKaccalumMoHHas xanoba, aykatbcs,
YapylLnn, Xo4aTancTBo, B MNSIAHOBOM nopsiake, Aobpbii monogel, KymMup TONMbI,
nonpuaepxatb A3blK, OTrpy3ka TOBapa, MOACYUTATb CBOM BO3MOXHOCTK, W3BYLUKa,
BMEPEroHKn, UMeHyeMbl, Mopdema, uHransums, pesep, NoCTaBuTb B U3BECTHOCTD.

3apaHue Ne 5.

BblpasutenbHble cpeactBa 43blka OXMBASIOT Hawy pedb, genawt ee 6onee
aMoLumoHanbHon. CnpaBeanuBo N 9TO MHEHWE NMPUMEHUTENBbHO K CTUMIO 4ETOBOW peyn?
[MpounTtante n onpegennte, MOXHO NM cUYATaTb AE€NOBbIM [AOKYMEHTOM 3asiBrieHue,
NpUBEAEHHOE HMXE.

Onpegenunte ctunb peun. Hasosute xaHp. OT kakoro nuua BegeTcs
nosecTBoBaHue?

Hanante HapyLlweHns obLenpuHATBIX A3bIKOBbIX HOPM:

a) B nogbope cnoB (MX yMECTHOCTb, TOYHOCTb, COOTBETCTBUE JAHHOMY CTUSIO);

6) B coMeTaHMM CroB;

B) B o6bpa3oBaHMM oOpM CNnoBa;

r) B NOCTPOEHUWN NPEASIOXKEHUS.

YKaxuTe 3nemMeHTbl oduunanbHO-A4ENoBOro CTUns, SBHO He COOTBETCTBYHOLUMNE
n3obpaxkaeMomn cutyauumn, cosgarome KOMMYecknin addexT.

3asBneHune

CocTos BO BBEPEHHOM BaM KaHUensipumn, coobLuato, 4To, BO3BpaLlasiCb BYepa nocne
TPYAOBOro [AHSA, S Obln OCTaHOBMEH KakUM-TO COLMAnNbHO-OMACHBbIM MPECTYNHUKOM,
KOTOpbIX, nogonas 6nvxe, Benen CHATb 3uMHee ¢ 6apallkoBbIM BOPOTHUKOM NasnbTo.

YaneumBWNCL HarnoMmy TpeboBaHuio, 9 yANBNEHHO NOCMOTpPEN, 3asBMB, YTO NPU MHe
HeT Ka3eHHbIX geHer, a ecnv 6bl OHM 1 BbInK, TO 4 He oTAan 6bl 1 Ny4ywe cmepTb.

Torga B30eLWEHHbIM Heygayen npPecTynHUK CHOBa Benen CHMMaTb €AWHCTBEHHOE
nanbTo. He pactepsiBLUMCbL M CHSB NanbTo, 9 OCTancs B OLHOM JIEFOHbKOM MUAXake,
KaXkayldo MWHYTY PWUCKYS NPOCTYOUTbCA U TeM CaMblM MaHKMpOBaTb B AalibHenweMm
cnyxoéon.

CHAB C MeHs ewe KU ranowm rocygapCTBEHHOW pe3vHoBOW (habpukm — u, Tak
ckasaTb, HApOAHOE AOCTOAHME, — NPECTYNHMK obpaTuncs B 6erctseo.

3akpuyaB yepes nonyaca o NOMOoLLM, S OblfT NOOHAT NPOXOXUM U OTBE3EH AOMOMN.

OctaBWwWKUCb B HacTosWee BpeMsi COBEPLUEHHO pa3geTbll BMecTe C  MOeMu
npecTapenon maTepbld M He HadedAcb Ha Oora kKak Ha penurMosHbl nNpeapaccynok, s
obpaluatocb C NOKOpHenwen nNpocbbon O Bblgaye MHE U3 Ka3eHHbIX CymMM cybcmaum Ha
npeamMeT NOKYNK/M 3MMHEro nanbTo XoTsa 6bl 6e3 BOpOoTHMKA.

KoHcT. NeyveHknH

(paccka3 M. 3oweHko «Tpu AOKyMEHTa»)

1. O6bsscCHUTE 0COBEHHOCTM NCMOMBb30BaHMS aBTOPOM A3bIKOBbIX CPEACTB.

2. [onbiTanTeCcb NepecTpouTb NPUBEAEHHbIE MPEAnoXeHUs, cornacyss ux C
nuTepaTypHON HOPMOW, N NPOaAHaANN3NPYNUTE NX C TOYKN 3pEHUSs OCOOEHHOCTEN JTEKCUKN,
CUHTakKcuca, Mopdonoruu.
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CEMUHAPCKOE 3AHATUE Ne 2
TEMA: MNpaBuna odpopmMneHnsa AOKyMeHTa

|. TeopeTnyeckum 610K

MIAH:

1. Mpaswuna oopmIieHNs JOKYMEHTOB

2. MNMpaBuna coctaBneHUs TekcTa JOKYMEHTOB

3. YnotpebneHne NponuCHbIX U CTPOYHbIX BYKB
4. Hanbornee ynotpebnsemMble CoKpalleHus Crnos
5. OdhopmneHve gat n ymcen B JOKYMEHTax

1. MpaBuna ohopMneHnsa AOKYMEHTOB

HoKymMeHTbl — 3TO  O(OpPMIMEHHbIE MNO  YCTAHOBMIEHHbIM  NpaBunam U
3aPUKCMPOBaHHbIE Ha pPa3HbIX HOCUTENAX MHGOPMauUM TeKCTbl, Heobxoaumble ANA
peanusauumn ynpasnsaoLwmx BO34ENCTBUN.

MpaBuna oopMneHNs TEKCTOB LENOBbIX JOKYMEHTOB PErynupyloTcs cnegyowmmm
cTaHgapTamu:

roCT P 6.30-2003. YHupuumnposaHHas cucrema opraHv3ayuoHHO
pacnopaguTenbHoOn AoKyMeHTauun. TpeboBaHusa K opopMneHnto JOKYMEHTOB.

NOCT 6.10.5-87. YHudwuuupoBaHHasi cuctemMa [JOKyMeHTauuu. TpeboBaHusa K
nocTpoeHunto hopmynsipa-obpasua.

FOCT NCO 8601-2001. Cnctema ctaHaapToB Mo MHdopmMaumm, GubnmotedHomy m
nsgarenockomy geny. NpeacraesnexHme gat u spemerHn. Obwme TpeboBaHus.

FOCT NCO 15489:2001. Information and Documentation. Records Management.

CyLiecTByIOT NATb TUNOB 3aNUCK ANA OENOBbIX JOKYMEHTOB:

1. JluHenHasa — 3anucb, obnagawoLlasd camoCTOATENBHOCTBIO B 0POPMIIEHNN MbICIN,
C MOSTHOCTBIO OPOPMITEHHBIMU NPEASIOKEHUAMMN, KOTOPbIE COOTBETCTBYIOT TpeboBaHMAM
odmuymnanbHo-genoBoro ctunga (asrobuorpadum, 3asBneHnsa, obbACHUTENbHbIE 3anuUCKMK,
AEeNOoBbI€ NUCbMa, MHCTPYKLNN).

2. 3anucb B BMAE TEKCTOB-aHANOroB, OTNMYawwasaca OT NUHENnHon 6onbluen
CTaHOApPTHOCTbIO, COBMaJeHWEM LEeNioro psaa S3blKOBbIX U rpadouyeckux KOMMOHEHTOB
(npukasbl, peweHns, NOCTaHOBIEHMS).

3. TpadapeT — TpaguuMOHHAA nMHEWHas 3anucb, HO C npobenamu, KoTopble
3anNOSHAKTCA NEpPEeMEHHON MHGOPMaUMEN; WUCMONb3YIOTCA B TUMWUYHBIX CUTyaUMsX
(cnpaBkK, KOHTPaKTbI, 4OrOBOPbI).

4. AHKeTa — nepeyeHb 3apaHee nogobpaHHbIX Bonpocos. OTnnyaeTcsa oT TpadapeTta
TeM, UTo aABnseTca 6onee ApobHOM, BONPOCHI 1 OTBETbI MOTYT MMETb Kak O4MHAKOBYIO, TaK
N pasHylo hopMy, BONPOCHl U OTBETbLI pacnosniaraloTcs No BepTukanu (JIMYHbIA AUCTOK Mo
Yy4YE€TY Kagpos).

5. Tabnuua — COBOKYNHOCTb AaHHbIX, NPeACTaBNEHHbIX B LM(POBOMN UM CNIOBECHOM
dopMe 1 3aHECEHHbLIX B rpadbl BEPTUKANBbHOM U FOPU3OHTaNbHOM NiockocTen (tabenu,
pacYé€THble BeAOMOCTH, LUTaTHOE pacnucaHue un ap.).

dopma, B COOTBETCTBUM C KOTOPOW COCTaBMS€TCSA [AOKYMEHT, onpenensietca
TpeboBaHnamm OCToB n gencTByrOWMMKM npaBunamum 0OPMIIEHNA OOKYMEHTOB. B
crlydae OTCYTCTBUS 3aKOHOAATENbHO 3aKPEnnEHHbIX pekoMeHOauun Mo COCTaBIEHMUIO
AOKYMeHTa npuberatoT K CNOXUBLLENCS NMPpaKTUKe X 0POPMIEHNS.

CocTaBHble 4acTM OOKyMeHTa (ero pekBM3uTbl) OMpeaenslTCs pekoMeHOaumsaMu
FOCT P 6.30-2003. «YHudmumpoBaHHas cMcTeMa OpraHu3auMOHHO pacnopsianTenbHON
AoKyMeHTauuun. TpeboBaHust K 0OOOPMITEHMIO OKYMEHTOB.

Ana Kaxgon pasHOBMOHOCTM [AOKYMEHTOB Habop pekBU3UTOB onpeaensdeTtcd
oTAenbHO B cooTBeTcTBUM C TpeboBaHuammn [OCTa, paxgaHckoro unu Hanorosoro
kogekcoB P®, Opyrumu OpuauvyeckMmMu aktamu, a TakkKe CIOXMBLUENCH MPaKTUKOW
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aenonpounssoacTtea. OTcyTcTBNE 006A3aTENbHBIX PEKBU3UTOB AOKYMEHTA MOXET MOBeYb
3a cobon npusHaHue ero HeAeuCTBUTENbHbIM, a 3Ha4YUT OocBOOOAWTL MNapTHEpa oOT
06a3aTenbCTB, 3a(PMKCUPOBAHHbBIX B TAKOM AOKYMEHTE.

2. MpaBuna cocTaBneHusi TeKCTa AOKYMEHTOB

[OKyMEeHT CcOoCTOUT U3 OTAenbHbIX WHPOPMALMOHHBIX 3NEMEHTOB, KOTOpble
HasblBalOTCA  pekBuauTamu (Nognucb, nevyaTb, Ha3BaHWE BMOA [JOKYMEHTa, TeKCT
AokymeHTa U T.4.). COBOKYMHOCTb pPEKBU3UTOB [JOKYMEHTA, pPacCrofioKEHHbIX B
YyCTaHOBMEHHOM Mopsiake, coctaBndeT opMynsap AOKYMEHTA.

FOCT P. 6.30-97 «YHMULMPOBAHHbBIE CUCTEMbBI AOKYMEHTALMMN.

YHUpUUMpOBaHHbIE CUCTEMbBI OPraHN3aLOHHO-pacnopaaNTENbHON AOKYMEHTaLNN.

TpeboBaHnss K OQOPMMEHMIO [OKYMEHTOB» YyCTaHOBW  dopMynsp-obpasel
OpraHn3aunoHHO- pacnopsiAUTENbHbIX [AOKYMEHTOB, KOTOPbIM npeactaenseTr cobou
rpacpmyeckyto  mMogenb WM CxeMy MNOCTpPoeHuss aokymeHTa. Popmynsap-obpasey,
yCTaHaBnuBaeT pa3Mepbl Mofnen, pacrnofoXXeHne NOCTOAHHbIX U NePeMeHHbIX PEKBU3UTOB.

FOCT P. 6.30-97 ycraHaBnvBaeT TakKkKe COCTaB PEKBM3UTOB OpraHvM3auMOHHO-
pacnopsguTenbHbIX JOKYMEHTOB M MX pacrnonoxeHue Ha OnaHke OOKyMeHTa, npasuna
odhopMneHnsa pekBmM3nToB, TpeboBaHne BGNaHKoOB 1 MOPSAOK U3rOTOBMNEHUS U T.A.

Bcero rocygapctBeHHbIM cTaHAapToM ycTaHoBreHo 30 pekBU3NTOB.

[BaguaTtbl PeKBU3UT — TEKCT JOKYMEHTA.

TeKkCT — OCHOBHOM PEeKBU3UT AOKYMEHTa, KOTOPbIN JOMMKEH cofepXaTb AOCTOBEPHYHO
N OOBEKTUBHYIO WMHMOPMALNIO, U3FOXEHHYH SICHO, TOYHO, HEWTpanbHbiM TOHOM M MO
BO3MOXHOCTM KpaTKO. TeKCT OOKyMeHTa AOrkKeH ObiTb 6e3ynpeyHbiM B HOPUANYECKOM
OTHOLLEHUM N He JornycKaTb OBOSIKOrO TOSIKOBAHUS.

[OKyMeHTbI COCTaBMSATCA Ha PYCCKOM UIMM HALMOHaNbLHOM SA3blke B COOTBETCTBUU C
3akoHopaTternbcTBoM Poccunckon ®enepaunmn o rocygapCTBEHHbIX A3blKax.

TekcT gokymeHTa MoOXeT ObiTb nNpefcTaBrieH B Buae Tabnuubl, aHKeTbl, CBA3HOIO
TeKkcTa.

TekcTbl OoKymMeHTOB 6Gonblworo ob6bemMa nogpasfnensalTca  Ha  pasgensl,
nogpasgenbl, NyHKTbl, KOTOPbIE HYMEPYHTCS apabCckummn uudpamu:

1. Paspen;

1. Noppasgen;

1. MNyHKT;

1.1.1.1.MNoanyHKT.

3. YnoTtpebneHue NpoONUCHbLIX U CTPOYHbIX OYKB

B HasBaHusx opraHoB npu [lpesngeHte Poccuiickon depepauumm ¢ nNponnCHON
OykBbl MULIYTCA MNepBOe CrOBO W WMMeHa cobCTBeHHble. Hanpumep: PepeparnbHoe
areHTCTBO NpPaBUTENbCTBEHHOMW CBA3W U MHGopMauun npu [lNpesngeHte Poccuimnckomn
depepaumn.

Bce cnoBa ¢ nponncHon GyKBbI NULLYTCA B CreAyoLWmMX Ha3BaHUSX:

MpasutenbctBo Poccuinckon depepaunm;

Konnerus lNpasutensctea Poccuinckon ®epepauyunm;

CoseT MuHuctpoB Pecnybnuku bawkopTocTtaH 1 T.n.

B HasBaHMSAX MUHUCTEPCTB, FOCYAAPCTBEHHbIX KOMUTETOB U APYrMX LEHTpanbHbIX
OpraHoB rocygapcTtBeHHoOro ynpasneHusi Poccuiickon ®depepaumm n pecnybnvk B ee
cocTaBe C MPOnMCHON ByKBbl MULLETCHA NepBOe CrnoBo. Ecnu B crnoBocoyeTaHme BXOOAT
MMeHa COOCTBEHHbIE WUNWM Ha3BaHUSA OPYruX ydpexaeHun, 3TM MMeHa COBCTBEHHbIE U
HasBaHMA MUWYTCA TakK Xe, Kak npu camocTosTenbHOM ynotpebneHun. Bo
MHOXECTBEHHOM YUCIe UM He B KayecTBe MMEHU COBCTBEHHOro Has3BaHUs yKa3aHHOro
TMNa MUMWYyTCA CO  CTPOYHOM  OYKBbl:  «NPaBUTENbCTBO»,  «MWUHUCTEPCTBOY,
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«pecnybnukaHckMe MUHUCTEPCTBA», «FOCYAAPCTBEHHbIN KOMUTET», «rOCyAapCTBEHHbIE
KOMUTETbI».

HasBaHusa opraHoB cygebHon BnactTn NpUHATO NUCaTb Tak:

KoHcTuTtyuunoHHbin Cya Poccuinckon ®epepaumm;

BepxoBHbin Cya Poccunckon ®enepaunn,

Bbicwunin apbutpaxHbein cya Poccunckon depepaumm.

AHanornyHbim 06pa3oM NUWYTCA HasBaHWS COOTBETCTBYIOLMX OpraHoB WU
AOIMKHOCTEN B pecnybrnvkax B coctaBe Poccuinckon degepaumm:

BepxoBHbin Cya Pecnybnukn BalukopTocTaH;

Bbicwmin apbutpaxHbeii cyn Yamypackon Pecnybnvku.

Bo Bcex ocTanbHbIX Cry4vasix CrioBa «Cyn», «CyObsi», «rOCy4apCTBEHHbIN apOuTp»
MULLYTCA CO CTPOYHOWN BYKBbI.

B HasBaHMAX akTOB BbICLUMX OPraHOB rOCYJapCTBEHHOW Bractu U ynpaBfieHUs
Poccuiickon ®epepauunm nponucHole 6ykBbl ynoTpebnaTca cnegyowmm obpasom:

KoHcTuTyumnsa (OcHoBHoM 3akoH) Poccunckon depepaumu;

KoHCTUTYuus (HO: KOHCTUTYLMKN pecnybnuk);

Heknapauus npas 1 cBobo Yenoseka u rpaxgaHunHa;

denepaTmBHbIN OOrOBOP;

OcHoBbl 3akoHogaTenbcTBa Poccuiickon ®epepaunm;

3akoH Poccuinckon depepaumm «O npokypaTtype Poccuinckon depepaumn» (HO:
3aKOHbI);

Kogekc Poccuinckon degepaumm 06 agMUHUCTPATMBHbIX MPaBOHaPYLLEHUSIX;

Yka3 [NpesngeHta Poccunckon depepaummn (Ho: ykasbl lNpesmaeHTa Poccunckon
depepaunn);

pacnopsixeHue [Mpe3ngeHTa Poccuiickon depepauuu; NnocTaHOBIIEHNe
MpaButenbcTtBa Poccuinckon ®epgepaunm;

PacnopsxeHune lNpasutenscrea Poccumnckon deagepaunm.

C nponucHon GykBbl NULIYTCA Ha3BaHWSA AOMKHOCTEN B CUCTEME rOCY4apCTBEHHOM
BflacTu u ynpasneHus Poccuinckon degepaumn:

MpesnageHT Poccuinckon ®epepaunu,

PykoBogutene AgMmuHuctpaumm lNpesngeHta Poccunckon depepaumm;

CoseTHuK NpesngeHTa Poccuinckon depepauuu;

Mpencepnatens NpaButensctBa Poccunckon denepaunu;

MepBbin 3amecTuTens MNpencenatens lNpasutenscTBa Poccuinckon epepaunu,

3amectutens MNpeacenatens MNpasutenbctea Poccuinckon denepaumm;

Mpeacenatens KoHctutyumnoHHoro Cyaa Poccunckon epepaunu;

Mpeacenartens BepxosHoro Cyaa Poccuinckon ®enepaumnu;

Mpencenatens Beicwero ApbutpaxHoro Cyaa Poccuiickon ®egepauuu;

MwuHucTp cbnHaHcoB Poccuinckon ®egepaunu,

Mpencenartene FocyoapcTBeHHoro kommuteta Poccuinckon depepaumm no sonpocam
apXUTEKTYPbI N CTPOUTENBLCTRA;

PykoBogutene Annapata [NpaButenbctBa Poccunckon denepauum.

AHaNoOrMyHO NUWYTCA Ha3BaHUS [OOSHKHOCTEM B CUCTEME MpPeAcTaBUTENbHOMN,
ncnonHUTenbHOM n cyaebHon Bnactn cybwvektoB Poccunckon degepaumn.

Co cTpo4HoM ByKBbI NMULLYTCS Ha3BaHUS CneayroLmnX JOMMKHOCTEN:

HavyanbHWK [OcyaapCTBEHHO-NpaBoBoro ynpaeneHna [lpesngeHta Poccunckomn
depnepauuuy;

HavyanbHUK KOHTponbHOro ynpasreHna AgmuHucTtpaumm [pesngeHTta Poccumnckomn
depnepaunuy;

reHepanbHbI gupekTop PeaepanbHOro areHTCTBa NPaBUTENbCTBEHHOW CBA3U WU
nHdopmauum npu MNpesngeHte Poccunckon denepaunu;

nepsbIv 3amectTutTenb MnMHMUCTpa BHyTpeHHUX aen Poccunckon depepauuu;
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3amecTtutenb MuHucTpa 3gpasooxpaHeHus Poccuinckon denepaumu;

3amecTtutenb lNpencenartens ocygapctBeHHOro komuteta Poccunckon denepaummn
no yrnpasfeHuIo rocyaapCTBEHHbIM UMYLLECTBOM;

npegcenatens Komuteta Poccurckon degepaumm no reonormn U UCMNOnb30BaHUIO
Heap;

reHepanbHbIN AnpekTop Poccrinckoro KOCMMYECKOro areHTCTBa;

rmasa agMnHucTpauumn KpacHospckoro kpas;

rybepHaTop CaxanuHckon obnacty;

map CaHkT-lNeTepbypra;

npemMbep npasutenbcTsa Mocksbl,

npegcenartens BoeHHon konnernn BepxosHoro Cyna Poccuiickon denepaumu;

4yneH konneruu leHepanbHOW NPOKypaTypbl.

HasBaHuns OOMmKHOCTEN pykoBoauTenen OOLECTBEHHbIX OpraHM3auun nUWyTCs CO
CTPOYHOWN BYKBbI:

npegcenartens degepaumm HesaBUCUMbIX NMPOeccnoHarnbHbIX Coo30B Poccuu;

npe3ngeHT Coto3a apeHgaTtopoB 1 npeanpuHumartenen Poccun.

C nponucHon G6ykBbl NULWIYTCS Takue 3BaHuSA, Kak lepon Poccuiickon degepauu.
MoyeTHble 3BaHNS Poccurckon ®egepauun NULLIYTCA B KaBblbKkax U C NPONMCcHon BykBbl, B
APYyrMx cnyyasx no4veTHble 3BaHMs nuuyTca 06e3 KaBblMeK M CO CTpPOYHOM OyKBbI.
Hanpumep: «ycTaHOBUTb NOYETHOE 3BaHME «HapogHbii apTucTt Poccuiickon deaepauunm»,
«MPUCBOUTL MOYETHOE 3BaHue «HapoaHbii XyaoxHuK Poccuiickon depepaumm» (HO:
«HarpaguTb HapogHoro apTucta Poccuinckon ®enepaumms»).

BowuHckne 3BaHUS, y4eHble CTENEHU U 3BaHMS NULLYTCA CO CTPOYHOM BYKBbI:

MapLuan aptunnepuu (Ho: MaBHbIM MapLian asnaummn);

reHeparn apmMuu;

agmupan;

akagemuk;

AencTBUTENbHbIN YneH POCCUNCKON akageMumn Hayk;

OOKTOP TEXHUYECKUX HayK;

YneH-KkoppecnoHaeHT Poccunckon akageMmn Hayk;

naypeat 'ocygapCTBEHHOW NpeMun.

CywecTBylOT Tak Ha3blBaeMble YCrOBHble MMeHa cobctBeHHble. B ocobom
CTUNNCTUYECKOM YynoTpebneHnn ¢ nponucHon ©OykBbl NUWYTCA croBa «PoanHa,
«OTumnsHa», «4enosek» n gp.

Co cTpo4Hoi BykBbl NMLIETCS NEPBOE CIOBO B CNeayoLMX CIIOBOCOYETAHNAX:

rocygapctBeHHasa rpaHuua Poccuinckon ®depepauuun; rocygapcTBeHHas Harpaga
Poccunckon ®depepaumm. Cnoso «locyaapCTBEHHbIN» MULWIETCA C NPOMUCHON OyKBbl B
crneayrLmnx CroBOCOYETaHUSX:

locynapctBeHHbIn  repb  Poccuinckon  depepaumn; [ocyaapCTBEHHbLIA  TMMH
Poccunckon  depepaunu; locypapctBeHHbln  pnar  Poccuickon — depepauuu;
[ocypapcTBeHHas nporpaMmma...

4. Hanbonee ynotpebnsembie COKpaLieHUs CnoB
Bce cokpaweHuss CnoB W HauMMEHOBaHWA AOMKHbl  OblTb  OOLENPUHATBIMMN.
Hanpumep, COKkpalLleHHO 3anncbiBalOTCA Ha3BaHWe equHUL, usmepeHns (Npu undpax):

amnep - A METP — M
aTMmocdepa — atm MUNIIUMETP — MM
rekrap —ra cekyHga —c
rpamm —r TOHHa — T
Knnorpamm — Kr LEeHTHep — L

CylecTByloT 1 Apyrne obLenprHATbIE COKpaLLEHUS:
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rog, rogbl —r., r. (npy yndpax) obnactb — 06n.

ropog — . nocenok — noc.

Aom — . npoyee — np.

apyrve — gp. MYHKT — M.

W TaK ganee — n 1.4. panoH — p-H (Npn Ha3BaHWUN)
n ToMy nogobHoe — 1 T.1N. py6nb — p., py6.
Xene3HOA0POXHbIN — X.4. ceno — c. (npu Ha3BaHUK)
Konewka — K., KOr. CMOTPU — CM.

MuUnnnapa — mnpg, TO €CTb — T.€.

MUAVOH — MJTH TblC4a — ThIC.

OdmuymnanbHO y3aKOHEHO MHOXECTBO COKpaLLEHHbIX HanMeHOBaHUN Yy4ypexneHuu,
opraHusaunn. Hekotopble 13 H1UX NO NepBbiM BykBamM NONHOrO HaMMeHoBaHUs (GyKBEHHbIE
abbpesunaTtypsbl), Hanpumep MIY (MockoBCKUA roCygapCTBEHHbIA YHUBEPCUTET); MO
cnoroBomMy npuHumny, Hanpumep MwuH3gpaB (MuWHUCTEPCTBO 34paBOOXpaHEHus); Mo
CMellaHHOMY npuHUuny, Hanpumep [unpoxonos ([ocydapCTBEHHbIA WHCTUTYT MO
NPOEKTMPOBAHMIO XONOANNBHUKOB, habpuk MOPOXKEHOro, 3aBOAOB CYXOro M BOAHOrO fba
N Xnakon yrnekmcnotbl). [pn atom GykBeHHble abbpeBuaTypbl, YMTAEMbIE MO Croram,
CKIMOHAKTCA Kak 0bbluHble crioBa. WckniouyeHne coctasnsawoT cnoso BC m noaobHble,
KOTOpble He CKIOHATCS.

CokpalleHHass 3anncb CNOB  MOMHOCTbIO  OTBEYaeT CTPEMISIEHUKD YMEeCTUTb
MaKkCMMarnibHOe KOSIMYECTBO MHGOPMauMM B MWUHUManbHOM obbeme Tekcta. Ho
COKpaLLEHHbIe HanNUCaHUsa OOIKHbl ObITb MOHATHbI YMTaKOLWEMyY, HanpumMmep COKpalleHns
«ByK.», «ByX.» WM3BECTHbl TONbKO crneumanuctam («Byk.» — Bykcup, «Byx.» — ByxTa).
OpHako OOKYMEHT, B KOTOPOM ynoTpebrneHo CnoBO B COKpalLLeHHOM BuAe, MOXET ObiTb
npegHasHavyeH ONA OYeHb LUIMPOKOro Kpyra nuuy. B aTomM cnyyae cokpalleHue OOMmKHO
ObITb 3aMEeHEeHO MOoMHbIM HanncaHnem. HeobxoaAnMo yunTbiBaTh U TO, YTO HACBILLEHHOCTb
TEeKCTa COKpaLleHUsIMU CHUXKaeT opuLmManbHblii TOH JOKYMEHTa.

HanucaHne cokpaweHnin gomkHo 6biTb yHUdMUMpoBaHO. Hegonyctnmo, Hanpumep,
B OAHOM TeKCTe coKpalwaTb CIIOBO «paloH» U «p.», U «p-H». Henb3sa cokpawiartb
0003HayeHns eauHuL PU3NYECKMX BENWYMH, ecnv OHW ynoTpebnswTca 6e3 undp.
WckntoveHne cocTaBnaT eanHnLbl (oM3nyecknx BenuUmnH B Tabnuuax u B pacumdpoBkax
OyKkBEHHbIX 0603HaYEeHNI, BXOOALWNX B (DOPMYIbl.

B odwuumanbHbIX TekCcTax He [[OMKHO ObiTb pas3HobOs B HanUCaHUM WMEH,
reorpadouyeckMx HasBaHWW, TEPMUHOB, LOMMKHOCTEN, ydpexaeHun n T1.0. Tak, ecnu
Of4HaXabl hamMunna HanucaHa ¢ ABYMS WHUUManamu, Hanpumep «WMeaHoB B.B.» unn
«B.B. MBaHOB», OHa 1 B ganbHeunweM oSKHa NMcaTbCs TakK Xe.

5. OcdbopmneHune gaT 1 Yncen B AOKyMeHTax

[laTbl 1 KaneHOapHbIE CPOKN B TEKCTE MPOEKTOB peLUeHN pekoMeHayeTcs nucaTb B
OA4HOM cTpoke Takmm obpasom: 15 maa 1993 r., B mae 1993 r., Ho: 3a 8 mecsaueB 1993
roga, B 1993 rogy, nnaH Ha 1993 rog, ¢ 1988 no 1995 roa, B 1992 — 1993 rogax; B
nepsom nonyroguun 1991 r., Ho: B | kBapTane 1993 r.

B HasBaHMAX NpasgHUKOB W 3HAMEHAaTEnNbHbIX AaT C MPOMMCHOM OyKBbl MULLYTCSA
nepBoe 4Mcro u umeHa cobcrTBeHHble: Bocbmoe mapTta, HoBbi roa, [eHb meTtannypra,
[eHb poccurickon nedatun, PoxgectBo XpucrtoBo, HO: [eHb [lobeabl. Ecnn HavanbHoe
nopsgKoBOE YNCNUTENbHOE B TakOM Ha3BaHWM HanNuUcaHo LMAPOM, C MPONUCHON OYKBbI
nuweTcsa cnegywouee 3a HAM cnoso. [NopsiakoBoe yncnuTenbHOe Npu 3TOM He uMmeeTt
HapalweHnus: 1 Mas, 8 MapTa.

MopsagkoBoe YMCNMTENbHOE MUWETCA CnoBamMuM UM CO  CTpodHom OykBbl B
crnoBocoyeTaHnn Tvna: «npeacrasntenn Poccunnckon denepauum Ha ceMbaecsaT NepBoM
3acenaHum 'eHepanbHon Accambnen OOH».
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MopsgkoBble 4YUCnMTENbHblE, 00O3Ha4Yaemble apabckumn umdpamu, NUWYTCA C
HapaweHuem: 8-m psa, 1980-e rogpl. [NopsgkoBble uyucnUTEnbHbIE, 0BO3HaYaeMble
puMckMMK  Uumncppamu, nuwyTtca 6e3 HapalwleHus: pabouune 1l paspsaga, Il odepeab
CTpOUTENbCTBA, Cneumanunct | kKaTeropum.

[leHexHble BblpakeHusi, obo3Havarowme cymmbl 6onee oOgHOM ThICAYU, B TEKCTE
NpoeKTa peLleHns pekoMmeHayeTcs nucaTtb umdpamu n cnosamu: 5 teic. pybnen, 1 mnH
pybnen. [leHexHble BblpaxeHnsa B pybnax cnegyet nucatb Tak: 108 pyo.

HasBaHna eanHuy, namepeHusi B TeKCTax yKasoB, NMOCTAHOBMEHUN U pacrnopaXKeHUN
pekomeHayeTca nucatb crneayrowmnm obpasom: 5 Tbic. MeTpoB, 16 TOHH, 120 KB. METPOB,
60 Ky6. MeTpoB, 20 MSIH TOHH; B NPUMOXEHUSX — COKpPaLLEHHO: 5 TbiC. M, 120 kB. M, 60 Ky®.
M, 20 MINH T.

CywecTtButenbHoe nocne gpobGHOro 4micrna cornacyertcs ¢ ApobHON ero 4acTbio U
CTaBUTCHA B pOoAUTENbHOM Najexe eAnHCTBEHHOro vncna: 28,5 metpa, 28,5 KB. MeTpa, Ho:
28,5 TbIC. METPOB.

Mpn o6O3HayeHUn konmuyecTBa nNPegMeTOB, a Takke KOnuMyecTBa IOAen He
ynoTpebnawTcs crnoBa «WTYyK», «4enoBek»: 10 aBTtomobunen, 50 paboumx, a He 50
yenosek paboumx. Ho: 100 ronoB ckota (NTuubl). CROXHble CyLWeCTBUTENbHbIE U
npunarartenbHble, UMELLNE B CBOEM COCTaBe YucnuTenbHble, nuwyTca Tak: 150-neTue,
3-MecsYHbIN, 25-NPOLEHTHbIW, 3-AHEBHbIN, 1-, 2- N 3-CEKLUNOHHbIN.

HeobxoauMo NOMHWUTb, YTO OKPYrfeHWe YUCIOBbIX 3HAYEHUA BENUYUA OO NEPBOro,
BTOPOro, TpeTbero n T.O4. OEeCATUYHOrO 3Haka Ans pasfiMyHbIX TUNopasMepoB, BUAOOB,
MapoK NpoAyKuMM OQHOro Ha3BaHMWs, Kak NpaBumno, OMKHO ObiTb OOUHAKOBLIM.

Heponyctumo wncnonb3oBaTb B TEKCTe MaTeMaTU4yeCcKMn 3Hak MUHYC nepeq
OTpULATENbHBIMX  3HAYEHUSMU  BENUYMH. 3HaK MWHYC cregyeT 3aMeHsiTb CroBOM
«MUHYC». Henb3sa ynotpebnaTtb 3Hakn Homepa u npoueHTa 6e3 undp.
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Il. MpakTn4yecknn 6NoK (3apaHunA)

3apaHue Ne 1.

CoctaBbTe npegnoXeHna C AaHHbIMW - npegnoramu, XapakTepHbiMUM  Ang
opnLManbHO-4EN0BOr0 CTUNS U3NOXEHUS:

B Lengax, B CBS3W, B OTHOLUEHUWN, B CUIY, B YAaCTHOCTU, B COOTBETCTBUN, B TEYEHME,
BO nsbexxaHume, No OKOHYaHUK, NO BO3BPALLEHUN, B CYET.

3apaHue Ne 2.

K paHHbIM cnoBam nogbepuTte onpeaeneHuns, BbipaXKeHHble npunaraTenbHbiMU U
npuyacTnamMm n nmerwme odpuumanbHoO-4eNnoBON OTTEHOK:

nmuo, xanoba, HakasaHue, npuroBop, obsA3aTenbcTBa, MNOPSAOK, Mepbl,
HapyLUEHNs, OpraHbl.

3apgaHue Ne 3.

CocTtaBbTe NpeanoXeHust C SA3bIKOBbIMU KOHCTPYKLMAMU, TUMUYHBbIMW AN XKaHpa
3asABNEeHUs:

B Cuny, BCNeacTBue, 3a He4oCTaTkoM, No NpUYnHe.

3apaHue Ne 4.

[MpounTante TEKCTbI TPEX 3aKOHOB. CpaBHUTE UX A3bIK; BbIABUTE Pasnnymns:

a) B UCMONb3yeMOou NeKcuke;

0) B YCTONYUBBIX CITIOBOCOYETAHUSX;

B) B MaHepe, CTUNe U3NOXEeHUS MbICIEN.

Uem BbI3BaHbl 39TM pa3numuuna? Kaknme HpaBCTBEHHble HOPMbl obLecTBa
NnpocMaTpuBalOTCA 3a CTaTbsMM 3aKOHOB B MEepBOM, BTOPOM U TpeTbeM criydaax? Yto B
HUX MEHSETCS, @ YTO OCTaeTCA BEYHbIM, 06LEeNpU3HaHHbIM?

I. Ecnn yenosek cbinneTt ceBon xneb Ha xpaHeHue B JOMe 4eroBeka, U B xnebHown
KnagoBOW BO3HWKHET HeJoCcTaya, Unn X038uH Aoma, OTKPbIB XUTHULY, BO3bMeT xneb, nnm
COBEpPLUEHHO OTOMpeTcs, 4YTo xNneb ccbinaH B ero goMe, TO X03svMH xneba [ormkeH
KNATBEHHO YyKa3aTb nepen 6orom cBon xneb, M x03sMH Aoma LOMKeH oTAaTb XO3AUHY
xneba B3ATbIN UM XJ1e6 BOBOMHE.

Ecnun yenosek oTgaeT YenoBeky Ha xpaHeHue cepebpo, 30M10TO UMK YTO Obl TO HU
ObISI0, TO OH [OMMKEH NpeabsiBUTb CBUOETENAM BCE, CKOMbKO OH OTAAEeT, 3aKMyuTb
AOrOBOP M MOXET OTAaBaTb Ha XpaHeEHMe.

Ecnn yenoBek, KoTopbIn NpuHEC BGpayHbIM gap B 4OM CBOEro TECTS, oThan BblKyn,
obpaTuT CBOW B30P Ha OPYryH KEHLMHY U CKaXXEeT CBOEMY TECTHO: «H He BO3bMYy TBOEW
aoyepu», TO OTel AeBYLKM MOXeT 3abpaTb Bce, 4TO 6ObINO npuHeceHo emy. Ecnu
YenoBeK NpuUHeceT B AOM TecTd GpadyHbii Jap M OTAACT BbIKyN, a 3aTeM OTel AEeBYLUKU
CKaxeT: «4 He oTgam Tebe moen aovepu», TO OH OOMMKEH BEPHYTb BOABOWHE BCE, 4YTO
ObIN10 NPUHECEHO EMY.

3akoHbl Xammypanu, uaps BaBunoHa (3akoHbl (3aKOHHMK) XamMMypanu, npaBuBLLIETO
BasunoHom B XVIII B. 40 H. 3., 4OWNKX A0 HAC NOYTU LESNTMKOM)

II. Cratbsa 1. 3akoHogaTenbHas BnacTb OCYWECTBNAeTCs ABYMsSi CobpaHusiMu:
nanaTtown genytaToB U CEHATOM.

Manata genyTaToB Ha3Ha4vaeTCcs BCEOOLWMM rofiloCOBaHMEM, COrfacHO YCIOBUSM,
onpeneneHHbIM n3brpaTtenbHbIM 3aKOHOM.

CoctaB, cnoco6 HasHa4YeHUss W MOSHOMOYMSA CceHaTa onpenensatTcss 0CobbIM
3aKOHOM.

Cratba 2. lpe3ngeHT pecnybnukn mnabupaetca no abCcontoTHOMY OONbLUMHCTBY
roflocoB CeHaToM M nanaTtol genyTtaTtoB, COeAMHEHHbIX B HauuoHarnbHoe cobpaHue. OH
n3bumpaetca Ha 7 net. OH MoxeT ObITb Nepen3dbpaH.
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N3 KOHCTUTYUMOHHOro 3akoHa 06 opraHu3auun rocygapcTBeHHbIX Bracten 25
deBpansg 1875 r. (dpaHums)

ll. Tutyn IX

O6 oTuoBCKOM Briactu

Ctatba 371. [JeTn, BO BCAKOM BO3pacTe, OOSMKHbI OKa3blBaTb CBOMM OTLY U MaTepu
NOYTEHNE U YBaXXEHUE.

Cratbs 372. [etn ocTtaloTca nNo4 BnacTblo poautenen [0  OOCTUXKEHUS
COBEpLUEHHONETNSA NN A0 0CBOBOXAEHMSA U3-NOo4 BracTw.

Cratbsa 373. OTel oauH ocyLlecTBNAeT 3Ty BNacTb BO BpeMs CyLLEeCTBOBaHWUS
Opaka.

Cratba 375. Otel, KOTOPbIA MMEET OYeHb Cepbe3Hble MOoBOAbl K HeOJOBOMbCTBY
nosegeHnem pebeHka, MOXeT NONb30BaTbCH CNeaylLwmMMm MmepamMmm UCrnpaBreHus.

CtaTtbsa 376. Ecnu pebeHok He gocTur 16 neT, To oTel, MOXET NMULWNTbL ero cBoboabl
Ha CPOK, KOTOPbI HE MOXET npeBbllaTbh Mecsua; B 3TUX Lenax npeacenarens TpubyHana
OKpyra JOrmKeH, no npocbbe oTua, BblgaTb Opaep Ha apecT.

W3 MpaxpgaHckoro kogekca 1804 r. (Kogekc HanoneoHa)

HasoBUTe OCHOBHble CTUNEBble 4YepTbl, OOLWIME WX NPU3HAKNW B TNEKCUKe,
MOPOMOrMmn, CUHTaKCUCE 3TUX 3aKOHOB.

3apaHue Ne 5.
24 pexkabps 1714 ropga [lNetp [MepBbit msgan cneaywowmn ykas. loctapantech
npaBuWIbHO BCIyX NpOYMTaTh €ro 1 nepegatb ero CMbICH.

MNMoHexe MHOrMe mnMXOMMCTBa YMHOXamnucb, Mexay KOTopbiMM M noAapsab
BbIMbILUMNEHbl U NPOYME TOMY MOAOOHble Aena, KOTOpble YXe HapyXy BbIWMKW, O YeMm
MHorue, sikobbl onpaBaasi cebsi, roBopsT, YTO CMe He 3akasaHo Obino, He paccyxaasi Toro,
YTO BCE TO, YTO BpeA M yObITOK rocygapCTBy MPUKIOYUTL MOXET, CyTb NpecTynneHus. M
Aabbl BNpedb nnytam (KOTopble HU BO YTO MHOE TLATCS, TOUYMIO MUHbI NoA Besikoe fobpoe
AenaTb U HEeCbITOCTb CBOK MCMOSHATb) HEBO3MOXHO ObINO HUKAKOW OTFOBOPKM CbICKaTb:
TOro pagu 3anpellaeTcs BCEM YMHaM, KOTOpble Yy Aen NpucTaBneHbl, Aabbl He gep3anu
HMKaKMX MOCYNOB Ka3eHHbIX U C Hapoda cobupaeMbix AeHer 6paTb TOprom, nNoapsiaoM u
NPOYMMM BbIMbICaMu. A KTO Oep3HEeT Cue YYMHWUTb, TOT BeCcbMa )XECTOKO Ha Tene
Haka3aH, BCEro MMEHUS NULLIEH, LWeNbMOBaH 1 U3 Ynicna Aobpbix noaen n3BepXeH unm u
CMepTUIo KasHeH ByaeT; To e criegoBaTb OyaeT u TeM, KOTopble eMy B TOM CITYXXKUIK, U
Yyepes Hero Aenanu, U KTo Beganu, a He U3BeCTUNK, XOTS NOABNACTHbIE UM COBCTBEHHbIE
ero foAu, He BbIKpy4yasics TeM, YTO CTpaxa paau CUSbHbIX fL, UK YTO ero CryXuTerb, a
Aabbl HeBEAEHMEM HMKTO He OTroBapuBarcs Benetb BCeM y Aen byaydmm k cemy ykasy
NPUNOXWUTb PYKY, U BNpedb KTO K KOTOPOMY Aeny npuctaeneH 6yaeTt npuknaabiBaTb, a B
Hapoge Be3ae NpubuTb neyaTHble NINCTLI.

1. Yto6bl nerye GbINO BOCMPUHATL COAEPXAHWE TEKCTa, BBLIMOMHUTE CriegyloLine
3agaHus: ObicTpo, 6erno npouynTtanTe ykas, nocrapanmTechb ynoBuUTb OOLLUMIN €ro CMbICH.
Bbipasute ero KopoTko, Mo-cBoemy, 6e3 TwaTenbHOro pefakTUpOBaHMA; MpoYUTanTe
TEKCT eLle pa3 1 OTBETbTE Ha BOMNPOCHI:

— KakoBa ero tema: O 4YeM TrOBOPUTCA B YKade, O KakuX JOOAX M KaKux
rocygapCTBEHHbIX NpecTynneHusax? Kakme HakasaHusi npeanmMcaHbl ykasoM?

— K komy obpaljaetcsa uapb B 3TOM YyKa3e, Ha Ybk MOMOLLb OH PaCCYUTbIBAET M
npsAMo roBopuT 06 aTOM?

2. MNpounTante n pasdepuTte ykas No NpeasiokKeHUsM, BbISBMAS BCe €ro Aetanu:
nepevyeHb Kakmx NMXOMMCTB [aeTcs B yKase, YeM, YbMMU MHTepecamn MOTMBUPYETCHA
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yKas, 4TO, COrfnacHo ykasy, cuMtaeTca npecTyrnineHnemM un 1.4.

3. BbinvwunTte 1 npoaHanuanpymte HenpuBbIMHYKO OS1 BaC FEKCUKY, HENpUBbIYHbIE
OpMbl CMNOB: UX rpaMmmaTMyeckoe 3HavyeHWe W COBPEMEHHbLIN JKBMBANEHT (3ameHa
COBpPEMEHHbLIM CrIOBOM, (POPMOW CroBa, CrIOBOCOYETaAHNEM).

4. lNMpoBeguTte HabnwgeHne Hag CUHTAKCUMCOM TekcTa, caenanTte oblun BbIBOL O
COOTHOLUEHUN  MPOCTbIX W CHOXHBIX  MPEeASIOKEHUN,  CINOXHOCOYMHEHHBIX U
CINOXHOMOAYMHEHHbIX, O COK3ax, O MeCTe CcKasyemMoro B MpearoXeHun wu
MOpPONornyecknx cpeacTasax BblpaXXeHUss CKa3yemMoro.

5. ObpaTute BHMMaHWE Ha MOPSLOK CIOB B MPEANIOXKEHUAX U COBOCOYETaAHUSAX,
conocTaBbTe ero ¢ COBpeMEHHbIM NOPAAKOM CIIOB.

6. NpoaHanuanpymnTe NOCTaHOBKY 3HAKOB MPernvHaHWsA B TEKCTe yKasa, CornocTaBbTe
ee C COBPEMEHHOM MYHKTYaunOHHOW HOPMOW.

7. V3noxute TeKCT ykasa (MUCbMEHHO) C CcoGnAeHWeM HOPM COBPEMEHHOrO
nutepatypHoro A3blka. CTapantecb He ynyctutb aetanu. OcTaBnsnTe TONbKO Te
yCTapeBLUME CriOBa, KOTOPble COBPEMEHHbIN YyuTaTeNb NPaBUITbHO MOMMET B KOHTEKCTe
6e3 obpalleHns K cCnpaBoYHOM NuTepaTtype.

CEMUHAPCKOE 3AHATUE Ne 3
TEMA: JInyHble AOKYMEHTbI

|. TeopeTnyeckum 65n0K

MIAH:

1. JInyHble JOKYMEHTbI U UX 3HAYEHME
2. ABTobuorpadus

3. [loBepeHHOCTb

4, 3aaBneHue

5. ObbsAcHMTENbHAsA 3anncka

6. Pacnucka

1. JInyHble [OKYMEHTbI U UX 3HAYEHue

JInyHble [OKYMEHTbl — 3TO [OOKYMEHTbl, CO3[aHHble OTAENbHbIMW rpakgaHamu
(3asBneHus, pestome, aBtobmnorpadms n gp.).

[IOKyMEHTbI IMYHOro XapakTepa BKNoYarT B CBOM COCTaB:

1) cCOBCTBEHHO NU4YHblE — AOKYMEHTbl, CO34aBaeMble YErIOBEKOM BHe cdepbl ero
cnyxebHonM [eATenbHOCTU WM BbINOMHEHMS ObLecTBeHHbIX o06A3aHHOCTen (camas
HEMHOroYMCrieHHaa cucTtemMa [OOKYMEHTOB, BKMOYAET JIMYHYKO Nepennucky, LOHEBHUKW,
MeMyapbl, BOCMOMWHAHNSA U T.4.);

2) [penoBble [OOKYMEHTbl JIMYHOrO XapakTepa — [OKYMEHTbl, CO34aBaeMble
YeNIOBEKOM B CBSA3M C ero npodpecCUoHanbHOW AEeATEeNIbHOCTbI0 U OTHOCSLIMECA K ee
ocyLecTBreHuo (aBTobumorpadus, pestome, aHkeTa, NIMYHOE 3asiBreHne, XxapakTepucTtuka,
pekoMeHgaLms, [OBEPEHHOCTb IMYHOMO XapakTtepa, pacnucka u ap.).

Mpeagnaraem Bam 03HakOMUTBCA C TakKMMW  FIMYHBIMW  JOKYMEHTaMu  Kak
aBTobuorpacdus, 4OBEPEHHOCTb, 3asiBfieHne, 06 bsICHUTENbHAs 3anuncka, pacnmcka.

2. ABTo6umorpadcusn

ABTOGMOrpachma — 3TO [OOKYMEHT JIMYHOIO XapakTepa, KOTOpbI co3gaeTtcs
4YeNIOBEKOM CaMOCTOATENBHO.

Ocobbix 4eTkMx TpeboBaHM K [OOKYMEHTY HEe CyLLECTBYET, MO3TOMY COYMHATH
aBTobmorpacdmio  MOXHO B npou3dBonbHoM  hopme. dopma  U3NOXKEHUA  —
noBecTBOBaTeNlbHasA, OT NEPBOro nNuua eANHCTBEHHOrO Yncna.

MucaTtb aBTOGMOrpadumio xenatenbHO OT PykM Ha nucte Gymarn dopmatom A4,
MOXHO odopMuTb aBTobuorpaduto Ha cneumanbHom ©OnaHke. Bca wuHdopmauus
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npefocTaBnseTca B XPOHOSNOMMYECKOW MocrneaoBaTenbHOCTU, 4YTOObl MOXHO Oblno
COCTaBUTb YETKYI0 KaPTUHY O XXM3HEHHOM MyTW, TPYAOBOM U OBOLLECTBEHHO—MNONUTUYECKOM
AeatenbHoCTM aBTopa. HecmMoTpa Ha Npou3BOMbHYKD (OPMYy M OTCYTCTBME XKECTKUX
TpebOoBaHUN K HanUcaHui aBTobMorpadun, HEKOTOPbIE PEKBU3NTBI N CBELEHUS AOSMKHbI
npuUCyTCTBOBaTb B HEN 06A3aTenbHO:

— HasBaHWe JOKyMeHTa

— (hamunung, nms, oT4ECTBO aBTOPA;

— Aata n MecTo POXAEHUS;

— obpasoBaHve (Mecto ¥ nepuoa Yy4yebbl, NpUCBOEHHasa KBanudukaums u
crneunarnbHOCTb);

— BMA TPYOOBOW AEATENBHOCTY;

— nocnegHee Mecto paboTbl U 3aHMMaeMasi 4OSMKHOCTb;

— Harpagbl, rpamoThl;

— CeMeNHoe MoroXeHue;

— CBEeAEHNs 0 poauTensax n Gnmkanwmnx poacTBeHHUKax (pammnnsg, nMs, oT4eCTBO,
aaTa poxaeHusi, Mecto paboTbl/y4ebbl n agpec NPoXMUBaHUS);

— paTta cocTaBneHus astobuorpaduu;

— NNYHAsA NOANUCH.

3. loBepeHHOCTb

HoBepeHHOCTb — 3TO JOKYMEHT JIMYHOrO XapakTepa, KOTOpbIN coaepxut B cebe
nopy4eHne KoMy-nnbo onpeaeneHHbIX 4ENCTBUI: NONYYnTb 3apaboTHYO nnaTy, Kakou-To
AOKYMEHT, npegMeT, npaBO MOANUCLIBaTb [AOKYMEeHTbl W npoyee. [JoBepeHHOCTb
npegocTaBnseT ykasaHHOMY B HEW NUUy KOHKPEeTHble npaBa M 00s3aHHOCTKM, HanpuMmep,
npaBO coBepLlaTbh CAENKM OT UMEHU N B MHTEpPEeCcax aBTopa LOBEPEHHOCTU, 0693aHHOCTb
coBeplatb 3TW CcCAeNkn B npefenax MOMHOMOYMMK, YKasaHHbIX B [JOBEPEHHOCTU, He
3noynoTpebnaTe NOMHOMOYMAMMU, HE COBEpLUATb CAENKN OT UMEHM aBTOpa AOKYMEHTa B
NUYHBIX UHTEpecax.

CocTtaBnsieTca [OOBEpPEeHHOCTb B nNpou3sBonbHon ¢opme. [lpu  HanucaHwum
A0BepPeHHOCTM 0653aTenbHO yKasbiBaTb Creayowme pekBusnThbl:

— HanmMeHoBaHWe JokyMeHTa (JJoBepeHHOCTb);

— NU4YHble OaHHble goBepuTensa (KOMy NpenoCTaBnslTCA npasBa M 06A3aHHOCTU -
dhamunus, ums,, oT4eCTBO, NO Mepe HeobXOoAMMOCTM LOMMKHOCTb, aapec MNPOXUBAHWUS,
nacnopTHble JaHHbIE);

— N4YHbIE JaHHble JOBEPEHHOrO nuua (KTo npefocTaBnsieT npasa M 0053aHHOCTU -
dhamunus, ums,, oT4eCTBO, NO Mepe HeobXOAMMOCTM LOMMKHOCTb, aapec MNPOXUBAHWUS,
nacnopTHble JaHHbIE);

— TEKCT AOBEPEHHOCTH;

— AaTta cocTaBNeHUs JOBEPEHHOCTY;

— MOANUCb JoBepuTens.

OdhopmneHne OOBEPEHHOCTU XenaTenbHO OCYLWEeCTBNATbL HAa PUPMEHHOM GnaHke
opraHusauuu.

[loBEPEHHOCTb MMEET pUaNYECKY0 CUry B Crydae YAOOCTOBEPEHUM MNOLMUCU
AOBepUTENS HOTapUyCoM.

4. 3asBneHune

Mpn npueme Ha paboTy, nepeBode Ha APYryld OOMKHOCTb, YBOSIbHEHUMU, OTMYyCKe
pabOTHWKM COCTaBMAIOT 3aABMIEHUe Ha UMS OMPEeKTopa KOMMaHUW, B KOTOPOM u3naratoT
npocbby O 3auncneHunm Ha paboTy, nepeBoae, YBOMbHEHMM NMBO NpenoCTaBEHUS
OTNyCKa, yKasblBas CBOK A0SMKHOCTb. CocTaBnseTcs 3asBneHne B Npou3BosibHoOM opme,
nULeTca oT pyKu, opopmMnsieTcs 3asiBfieHne Ha nmcte popmaTta A4.

3asiBrneHne MMeeT CrneayoLLyo TUMOBYHO CTPYKTYpPY:
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— agpecart (koMy agpecoBaHO 3asiBrieHue);

— 3aaBuUTENb (KTO COCTaBnseT 3asaBneHne);

— HauMeHoBaHWe Buaa AokymeHTa (3aaBneHuve);
— TEKCT 3asiBfIeHUs;

— NoAnncb CocTaBuUTenNs;

— [laTa cocTaBlieHuUs 3a8BNeHNS.

5. O6bsACHUTENbHaA 3anMckKa

Ob6bsAicHUTeNbHasi 3anuMcka — OAVMH W3 BUOOB [AENOBOM MEPENUCKU BHYTPU
komnaHmn. OOBbACHUTENbHAA 3anucka SBMSAETCA [OOKYMEHTOM, KOTOPbIA COAEPXUT
OOBACHEHUS NPUYMHBI  KaKoro-To cobbiTMSA, NOCTynka, dakta nmbo conpoBoXaaeT
OCHOBHOW [OOKYMEHT W COAEPXWUT MNOSICHEHUS ero oTAenbHbIX nonoxeHun. [lpu
COCTaBIEHUN OOBACHUTENBHOW 3anuUcku HeobxoaMmo npuaymatb yO6eanTenbHbIN U
cofepxaTesibHbIN TEKCT.

OdopmneHne o06BACHUTENBHOM 3aNUCKNM OCYLLIECTBIISIETCA COMMAacCHO OCHOBHbIX
TpeboBaHW K COCTaBNEHUIO AENOBbLIX MUCEM U COCTOUT U3:

— PEKBU3NTOB Nony4daTtens (C ykazaHMeM YyenoBeka, KoMy agpecoBaHa 3anucka);

— HanmMmeHoBaHna aokymeHTa (O6bACHUTENbHAA 3anncka);

— [aTbl CO34aHNA, HOMepa OOKYMEHTA;

— 3aronioBka K Tekcty («O ...», «KacaTtenbHo ...»);

— CcaM TEKCT MNOSICHEHUS.

Ob6bsACHUTENbHAsA 3anMcKka NoanMcbiBaeTCA COCTaBUTENEM.

6. Pacnucka

Pacnucka — 9TO [OOKYMEHT JIMYHOro Xapaktepa, noaTBepXaatlowmnm Kakoe-To
KOHKpEeTHOe npou3BeaeHHoe aenicteune. Pacnucka obblMHO yooOCTOBEPSET O MOMyYeHuu
nognucasBlMM €ro nuuom 4Yero-nnbo: aeHer, kakoro-to npegmeta. Ecnm coctaeneHa
pacnucka npaBuiibHO, €e MOXHO MCMNONb30BaTh B Clyyae HeobxoanumMmocTu npu cygebHom
pasbuparenbcTBe.

YeTknx TpeboBaHMM K O(OPMNEHUIO PaCMUCKM He CyLleCTBYeT, OHa MuLleTCcs B
npounssosibHon ¢opme. HO HeKoTopble PEeKBU3UTbI OOMMKHbI MPUCYTCTBOBaTb B HEW
obs3aTenbHo:

— HanmeHoBaHue gokymeHTa (Pacnucka);

— OCHOBHble cBefeHusi 06 aBTope pacnuckm (hamunusa, mMms, OT4eCTBO, AaTa
POXOEHUS — MO XXeNnaHuo, NacrnopTHble AaHHble - cepus, HOMep, KeM WU Koraa BblAaH,
agpec NpoXMBaHUSA, KOHTaKTHbIE TenedOHbI — MO XenaHuo);

— TekcT (ecnu B pacnucke ykasblBaeTCa CymMMma [AeHer, nucatb ee Heobxoaumo
CHavana uudpamu, 3ateMm B cKobkax Nnponucbio. B TekcTe pacnmnckm MOXHO ykasaTb gaTy
BO3BpaTa 3anma);

— faTta cocTasrneHus (C JIeBOW CTOPOHbI MO TEKCTOM pacrnuncku);

— noannck (C NpaBoW CTOPOHbI NOL TEKCTOM PacrnucKu).

Pacnucka He 3aBepsieTca HoTapuycoMm. [1oaTomy, ecnu Bbl He goBepsieTe YernoBeky,
KOTOpOMY nepefaete YTo-Nnnbo, B MOMEHT HaNMCaHWA pacnucku Heobxoanmo nNpurnacuTb
HECKOJNbKO MNOCTOPOHHUX NoAeN — cBuaeTenen, B NpUCYTCTBMM KOTOPbIX U OCYLLECTBRSNTE
CAEnKy, 4Tobbl B criyyae Heo6XoOMMOCTN OHM MOMNW NOATBEPANUTL (PakT nepegayun aeHer
WUNN Kakoro-To npeameTa B cyge. B gaHHOM cnyvae cBugetenu nog Aaton M NOAMUCHo
aBToOpa pacnuUCKM YKasblBalOT CBOK (amMunuio, UMs, OTYECTBO, agpec NPOXUBAHUS U
CTaBAT NINYHYIO0 NOAMNUCSH.
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Il. MpakTn4yecknn 6NoK (3apaHunA)

3apaHue Ne 1.
Monb3ysacb obpasyom aBTobuorpacpum (cm. lNMpunoxeHne 1), cocTaBbTe CBOK B
dopme odpmumnanbHOro JOKyMeHTa.

3apaHwue Ne 2.

Hanvwwnte 3assnenune (cm. MNMpunoxeHne 3) B NPOCOO3HbIN KOMUTET C Npocbbon
npegocTaBuTb BaM MyTEBKY Ha 6a3y oTabixa. Vcnonb3ynTe KOHCTPYKUUKM oduumanbHO-
AenoBou peyn.

3apaHue Ne 3.
CocTtaBbTe goBepeHHOCTb (CM. [MpunoxeHue 2) Ha NoslydeHne CTUneHaunu.

3apaHue Ne 4.

Hanuwwnte pacnucky (cm. MpunoxeHne 5) o Tom, yto Bamm 6bina nonydeHa ot
CTapoCTbl rpynnbl cymMma B pa3mepe 3 Tbicad pybnen Ha apeHay kade ons npoBeaeHus
CTyZleH4YEeCKOro MeponpusaTus.

3apaHue Ne 5.

Hanvwnte ob6bAcHUTENbHY 3anucky (cMm. MNpunoxeHue 4) no nosody NPOMyCKOB
3aHATUN.
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CEMMUHAPCKOE 3AHATUE Ne 4
TEMA: AQMUHUCTPaTUBHO-OpPraHN3aLMoOHHbIe AOKYMEHTbI

|. TeopeTnyeckum 65n0K

MIAH:

. Cncrema opraH1M3aLUMOHHOW JOKYMeHTaLun

. YcTaB

. NonoxeHne

. MHCcTpyKUMA

. lTaTtHOe pacnucaHue

. MpaBuna BHyTpeHHero TpyaoBOro pacrnopsaka
. MNamsaTtka

~NOoO OIS, WNBE

1. Cuctema opraHM3auMoOHHOMN AOKYMEeHTauum

OpraH13aumoHHble OOKYMEHTbI (MHOr4a MX Ha3blBalOT OpraHm3aunoHHO-NPaBOBbIMM
NN aaMUHUCTPATMBHO-OPraHN3auNOHHbIMU AOKYMEHTaMM) HEOOX0ANMbI ANt TOro, YTOoObI
co3gaTtb OpraHu3auuio, YCTaHOBUTb €€ CTPYKTYpY, ONpeaennTb LUTATHYH YMCIEHHOCTb U
cocTtaB pabOTHMKOB MO AOIMKHOCTAM, OnNpeaenvTb PYHKLUUN CTPYKTYPHbIX NoApa3aeneHun,
coBellaTeNbHbIX, KOnsernanbHbIX OpraHoB, YCTaHOBUTb pexum paboTbl, OCyLeCTBUTb
opraHusauuio Tpyda u pacnpegeneHue obssaHHocTen mexay paboTHukamu, onpeaenntb
NOpsiAOK peopraHn3auumn n NUKBMAaLnmM opraHmsanmm.

K opraHusaunmoHHbIM [OKYMEHTaM OTHOCATCA: ydpeauTerbHbli OO0roBOp; YCTaB
opraHusauun; nonoxeHne o6 opraHM3aumu; NOSIOXKEHUA O CTPYKTYPHbIX Nogpa3geneHusx
opraHusauun, KonmnervanbHbIX W COBewaTenbHbIX OpraHax; pernameHtbl paboThbl,
npaBuna BHYTPEHHEro TPyAOBOro pacrnopska, NorioXeHne O nepcoHane; CTpykTypa M
WTaTHAs YMCNEHHOCTb;, LWTATHOE pacnucaHue; WHCTPYKLUMM MO  OnpeaerieHHbIM
HanpaBneHuaM AeaTeNbHOCTU; AOMKHOCTHbIE MHCTPYKUUN pabOTHUKOB; NaMATKN.

JTrobon opraHn3aumMOHHbI AOKYMEHT COAEPXUT NOMNOXEHUS, KOTopble 06a3aTenbHbI
ANA  MUCMNONHEHNA. dPakTUYeCcKnm OpraHu3aunoHHble [OOKYMEHTbl peanuayoT HOPMbI
agMVHUCTPATUBHOIO NpaBa 1 SABMAITCS NPABOBOM OCHOBOW AeATENbHOCTU OpraHmn3aLmu.

OpraHn3aumMoHHbIN  AOKYMEHT odopmnseTca Ha obwem OnaHke C ykasaHuem
KOHKpeTHoro Buaa. [laton nognucaHnsa opraHm3aumoHHbIX OOKYMEHTOB siBNSieTCA Aara,
npoctaBnsemas B OGnaHke Ha mecte pekBusnta 08. ognucbiBaeT opraHn3auMOHHbIN
OOKYMEHT, KaK npaBuno, pykoBOAMTENb OpraHusaumm (Hanpumep, ycTaB) Wnn
CTPYKTYPHOro nogpasgeneHus (Hanpumep, OOSDKHOCTHYI MHCTPYKUMo). OCOBEeHHOCTbIO
OpraHM3aLMOHHbIX JOKYMEHTOB SBMSIETCA TO, YTO OHM BCTYMNAKT B CUIY TOSMbKO NOCrne nx
YyTBEPXOEHWS.

OpraHn3auMoHHble OOKYMEHTbI UMEKOT, Kak MpaBWro, CIIOXHYK CTPYKTYpYy TEKCTa,
COCTOSILLYIO0 M3 pa3aenoB (MHoraa v noapasfernos), MEKLWMX COOCTBEHHbBIE 3aronoBKM U
pasdeneHHbIX Ha  NyHKTbl  (MOAMYHKTbI), Hymepyemble apabckumm  Lmdpamu.
HanmeHoBaHuA pas3genoB y Kaxaoro BumAa OPraHuM3auMOHHbLIX [OKYMEHTOB pasHble.
Hanpumep, B MHCTPYKUUN HAMMEHOBAHWS pa3dernoB 3aBUCAT OT TOrO, Kakoe HanpaeBneHue
OEATENbHOCTM  OCBelwaeTcs B AaHHOM  MHCTpykumn.  CopepxaHme  TekcTa
OpraHM3aLMOHHbIX [OKYMEHTOB [AOIMKHO COOTBETCTBOBATb OENCTBYHOLLEMY
3aKoHOLATENbCTBY, MO3TOMYy B 3TOW Trpynne OpraHn3aunoHHO-pacnopAanTENbHbIX
[OKYMEHTOB Haubornee 4acTto MPUMEHSATCS TUMOBLIE U MPUMEpPHbIE OpPraHn3aUMOHHbIE
OOKYMEHTbl (Hanpumep, TunoBOoe MONOXEHWE O CpeaHeMm crneunanbHoOM  y4eOHOM
3aBefleHnM), KOTOpbIe Cry)kaT OCHOBOW 4118 pa3paboTKM KOHKPETHBLIX JOKYMEHTOB.

[Ans pa3paboTkn KOHKPETHbIX LOKYMEHTOB B OpraHusauum npuerekawTcs Hanbonee
KBanuuUMpOBaHHbIE CMEUNanucTbl U PYKOBOAWUTENW CTPYKTYPHbIX MNOAPa3neneHui.
OpraHn3aunoHHble [OKYMEHTbI MPOXOAAT YCTAHOBMEHHbI B OpraHusaumMmM nopsgok
COrriacoBaHus U MPOBEPKY HA COOTBETCTBME AENCTBYIOLLIEMY 3aKOHOAATENLCTBY.
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CornacoBaHue OCyLeCTBNAETCS CO BCEMU 3aMHTEPECOBaHHbLIMU NoapasaeneHnsaMm
N nuuamu, C LPUANYECKON CRy>XOON (IOPUCKOHCYINbTOM), 3aMeCTUTENAMN PYKOBOAUTENS
opraHusauuu unm OAHUM U3 3aMecTUTeNeun, KypupyrLwmm onpeneneHHoe HanpasneHue
AeATernbHOCTU OpraHn3aLmu.

OpraHusaumoHHble OOKYMEHTbl OEWCTBYHOT A0 MX OTMEHbl UM 3aMeHbl HOBbIMM.
Oco6eHHOCTLI0 OpraHN3aLUMOHHbBIX JOKYMEHTOB ABMASIETCA TO, YTO B HUX MOXHO BHOCUTb
N3MEHEeHUs N OOMOSIHEHUS B TOM Crlydae, Korga HeT HeobxoaumocTtu nepepabatbiBaTb
BeCb [OOKYMEHT. YacTtoTa BHECEHWA W3MEHEHMM W [OMOoNHeHUn obycnoBneHa Kak
N3MEHEHNEM YCrOoBUM OeATEeNbHOCTU OpraHu3auum, Tak U U3MeHeHueMm [OeUCTBYIOLLEero
3aKkoHogaTenocTBa. B cnyyae peopraHusaumm opraHmsaumm paspabaTtbiBatoTCs HOBblE
OpraHu3aumoHHble  OOKYMEHTbl, KOTOpble  MNPOXOAAT  YCTaAHOBIIEHHbIA  MOPSAOK
COrnacoBaHUs N yTBEPXOEHUS.

[Mopsaok BHECEHMS U3BMEHEHUI U AOMOSNTHEHUA N UX NepecmMoTpa ob6yCrnoBneH BUAOM
OpraHu3aumoHHOro  [OKyMeHTa. Hanpumep, u3MmeHeHus wn  [JononHeHus B
OpraHuM3auUMoHHbIN [OKYMEHT, KOTOpPbIA YTBEPXOEeH pyKoBoAuTeNnemMm opraHusauumm, —
NoSIOXXeHWe O CTPYKTYPHOM rnoapasgenieHnn — BHOCATCH NPUKa3oM 3TOro pyKoBOAUTENS.
Ecnn opraHu3aunoHHbI JOKYMEHT, Hanpumep, ycTaB, Obinl YTBEPXAEH BbILECTOSLEN
OopraHu3auMen Wnu pelleHneM BbICLLIEro opraHa ynpasreHust opraHusauven (obuiero
cobpaHns akUMOHEPOB MMM YYACTHUKOB M ApP.), TO NUBMEHEHUSI B HEFO BHOCATCS NyTEM MX
YTBEPXKAEHNS OTMMM oOpraHamum U c obasatenbHbIM  MH(POPMUPOBAHMEM OpraHa,
OCYLLEeCTBNAOLEro rocyfapCTBEHHYO perncrpaumio.

K OCHOBHbIM OpraHM3aunoHHbIM AOKYMEHTaM OTHOCATCS yupeauTernbHble JOKYMEHTbI
— yuypeauTenbHbIn OroBop, ycTaB unn nonoxeHve. ObLme nonoxeHus, onpegensioLue
HauMeHoBaHWe BMAa ydpeauTenbHOro JOKYMEHTa, NOPSAOK COCTaBfEeHUa U cogepXaHue
TEeKCTa, NnpmBedeHbl B ['paxagaHckom kogekce (Y. |, rm. 4). Tak, opraHmsauusi, aBnstoLancs
OPUONYECKMM  NULOM, «OEWCTBYET Ha OCHOBaHUM ycTaBa, nNubo ydpeamnTenbHOro
poroBopa W yctaBa, nmbo TONMbKO ydpeauTenbHoro gorosopa. B cny4asx,
NnpegyCMOTPEHHbIX 3aKOHOM, OpUOMYecKkoe Ivuo, He sBhdlleecs KOMMepYeCcKou
opraHusauuen, MoxeT AeNCTBOBATb HA OCHOBaHMM 0BLLEero NonoxeHus o6 opraHm3aumsx
AaHHoro Buga» (ct. 52 'K PO).

B TekcTe yuypeamTenbHbIX JOKYMEHTOB JOMKHO COAEepXaTbCs:

— HavMeHOBaHue pUANYECKOro nuua, coaepxalwee YyKkasaHue Ha  ero
OpraHn3aunoHHO-NPaBOBYD (OPMY; HAaMMEHOBAHUA HEKOMMEPYECKUX OpraHusauumn, a
TaKkkKe YHUTAPHbIX MPeanpuUaTUn U B NPEAYyCMOTPEHHbIX 3aKOHOM Criyyasx Apyrux
KOMMEPYECKNX OpraHmn3aunin OOSMDKHbI COAepXaTb yKa3aHWe Ha XapakTtep AesaTerbHOCTU
topnanyeckoro nuua;

— MEeCTO HaxOXOeHWs opuanMyeckoro nuua, Kotopoe onpenensieTcd MecTtoM ero
rocyaapCTBEHHOW permcTtpaumm, ecnm B COOTBETCTBMM C 3aKOHOM B Yy4YpeauTerbHbIX
AOKYMEHTaxX IopUaMYecKoro nuua He yCTaHOBIIEHO MHOE; NpeaMeT U Lenu OesaTenbHOCTH
topmuanyeckoro nuua (o518 HEKOMMEPYECKUX U YHUTaPHbIX NpeanpusTui);

— MOPSAOK YNpaBrieHUsl AeATeNbHOCTbIO pUaNYEecKoro nuua; Apyrne cBefeHus,
npeayCMOTPEHHbIE 3aKOHOM 1151 OPUANYECKMX ML, COOTBETCTBYIOLLLErO BMAA.

KOpmngunueckoe nuuo, cosgaHHoe B cooTtBeTcTBUM ¢ K PO ogHum yupegutenem,
AEeNCTBYEeT Ha OCHOBAHWUW yCTaBa, YTBEPXKOEHHOro 3TUM yuypeanTenem.

B yypeautenbHoMm goroBope ydpeautenu obasytoTcs co3gaTb opuanyeckoe nuuo,
onpenensitoT NopsaoK COBMECTHOW AEeATEeNIbHOCTM MO €ro CO3[4aHuK YCNoBuUSA nepenadv
€My CBOEro umyllectBa W y4acTua B ero AgestenbHocTu. [JOoroBopom onpeaensatTcd
yCrnoBus, M MNOPSAOK pacnpefeneHns Mexay ydacTHUKamu npubbinu, ynpasneHus
AEeATEeNbHOCTBIO OPUAMYECKOrO NUUA, Bbixoaa ydpeautenen (y4acTHUKOB) U3 ero cocTaBa.

Buabl opraHn3aumoHHbIX AOKYMEHTOB:

— yCTaB;

— NMONOXeHue;
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— VUHCTPYKLMS;

— LUTaTHOEe pacnucaHue;

— npaBuna BHYTPEHHEro TPyAOBOro pacrnopsaka;
— namsTKa.

2. YcTtaB

YcTaB npeanpuaTtnsa — cBo4 Npasur, perynupyrowmx 4esTenbHOCTb OpraHM3aunn, nux
B3aVMOOTHOLLEHNSA C APYTMMU OpraHM3aumMsMyi 1 rpaxgaHamn, npasa M 06s3aHHOCTU B
chepe rocygapCTBEHHOM UITU XO3ANCTBEHHOW AEATENBbHOCTMU.

YcTaB — 3TO CMNOXHbIN JOKYMEHT, CTPYKTypa 1 cogepxaHne KOToporo onpenensoTcs
cammumun paspaboTymkamn.  YcTaB BXOAUT B COCTaB YHUULMPOBAHHOW CUCTEMDI
OpraHM3aunoHHO-pacnopsaAnTESNIbHON AOKYMEHTAUUU N UMEET YCTaHOBIIEHHYIO CTPYKTYpY
TeKkcTa.

TpeboBaHus k cocTaBneHuto yctaBa AaHbl B 'paxaaHckom Kopekce PO y.1.

YcTaB JOMmKeH cogepxaTb crefyolmne pekBusnTbI:

HanmeHoBaHue opraHusauumu;

HanmeHoBaHve BMaa OJOKYMEHTa;

[aTta OOoKymMeHTa;

MecTo cocTaBneHnsa unu n3gaHusa JOKYMEHTa,;

Mpnd yTBEPXKOEHUS OOKYMEHTA;

TekcT ycTaBa;

Mognuck nuua, yTeBepXaatoLero JOKYMEHT.

YcTaB — MNpaBOBOW akT, ONpeaensoowmin nopsiaok obpasoBaHus, KOMMNETEHLMIO,
CTPYKTYPY, PYHKUMW, 3ajayu, rnpasa npeanpuaTtud, opraHusaumm, ydpexgeHus. Ycras
perynupyet OesTeNnbHOCTb OpraHu3aunn, npeanpuaTuii, yuypexaeHun Hes3aBucumo OT
dopmbl COBCTBEHHOCTM M cdepbl. YCTaB MOXET TakKe perynupoBaTtb OnNpeaesieHHY
cthepy rocyoapCTBEHHOW OesATEeNbHOCTU, BHYTPEHHEero BOAHOrO TPaHCMopTa, BOMHCKYHO
cnyxoy n ap.

3. MNonoxeHue

[MonoxeHne — 3TO NPaBOBOW aKT, ONpedensarwmi Nopsaok obpasoBaHna, 3agaudn,
0643aHHOCTM, NpaBa, OTBETCTBEHHOCTb M OpraHusauuio paboTbl NpeanpusaTUa B LIENIOM
UK ero CTPYKTYPHbIX nogpasaeneHnin. Hanpmumep, ObLiee nonoxeHne 0 MMHUCTEPCTBAX,
MonoxeHne o OyxrantepckoM y4yete M T.4. [lonoxeHus Takke BXOAAT B COCTaB
YHUPULMPOBAHHOM CUCTEMbI U UMEIOT YCTAHOBIEHHYIO CTPYKTYpPY TEKCTa.

MonoxeHnss paspabaTbiBalOTCsA MO YKasaHU pyKoBOAMTENEN npeanpusaTusi, no
MHULMATUBE PYKOBOOMTENEN CTPYKTYPHbIX NOApa3aeneHnin.

MognucbiBaeT  MNONMOXEHME  PYKOBOAUTEMb  CTPYKTYPHOro  noapasneneHus,
COrnacoBbIBaeTCA C  lOPUAMYECKMM  OTOENOM, YTBEPXOAAETCs  pyKoBoAMTENEM
npeanpusaTus.

[MonoxeHne odopmMnsaeTcsa Ha obliem 6naHke opraHM3aunn n CoO4EPXKNT crnegyoLwmne
PEKBU3NTBI:

HanmeHoBaHne opraHnsaumu,

HanmeHoBaHMe CTPYKTYpHOro nogpasaeneHms;

HanmeHoBaHMe BMaa OOKYMEHTA;

[aTa;

pnd yTBEPXKOEHNA LJOKYMEHTA.

[MonoxeHne 4BNAETCS CNOXHbIM  OOKyMeHTOM. CTpykTypa W coaepXaHue
[MonoxeHns onpenensoTcs, Kak NpaBuno, opraHm3aunen-paspaboTynkom.

TekcT NonoxeHna BKIoYaeT crneayrowme pasgensi.

— o0OLLKMe NoNoXeHus.

— OCHOBHBbIE 3aJa4u.
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— (pyHKUMML.

— npaea.

— opraHusaums paboTbl.

MonoxeHne 06 opraHM3aumm — 3TO MNPaBOBOW akT, Ha OCHOBAHUW KOTOPOrO
AENCTBYIOT TOCyAapCTBEHHble OlooKeTHble opraHusaumm (Npexae BCero OpraHbl
rocygapCTBEHHOW BNacTu 1 yripaBrieHNa BCEX YPOBHEN U HEKOTOPbIE ApYyrue).

MonoxeHne o6 opraHm3auun odopmnseTcs Ha obwem 6naHke opraHusauum C
yKkasaHueM Buaa [OOKyMeHTa, MoAMUCbIBAeTCA pPYKOBOAUTENEM oOpraHuMsaumm C
npocTtaBneHnem repboBoN nevyaTn opraHMsauMm u YyTBEpPXAaeTcs, Kak npaBuno,
pacrnopsauTenbHbIM JOKYMEHTOM BblLLECTOSWEN opraHm3aunn. 3ameHeHns B NorioXxeHue
06 opraHusaumMm MOryT BHOCUTbCS TOJSIbKO MPMKA30M pPYKOBOAUTENS BbILLECTOALLEN
opraHusauuu.

[MonoxeHne O CTPYKTYpPHbIX NogpasfgeneHnsax MOXHO  KrnaccuuuupoBaTb
cnegytowmm obpasom:

— MNONOXEHWE O CTPYKTYPHbIX Nogpa3aeneHusx;

— MONOXEHUs O KomnnernanbHbIX opraHax (CoBeT AWPEKTOPOB, MpaBrfieHue, YYeHbIN
COBET, Hay4YHO-TEXHUYECKNIN COBET, NeACOBET);

— MONOXEHUS 0 BPeMEHHbIX opraHax (coseLlaHusi, KOMUCCUKN, COBEThI).

[MonoxeHnss O KomnnernanbHbIX W coBellaTernbHbIX opraHax (COBeT AUPEKTOpPOB,
npaBfeHne, Y4YeHbl COBET, Hay4YHO-TEXHUYECKUN COBET, MNenCOBeT) TakkKe HOCAT
HOPMAaTUBHbIM XapakTep U onpeaensatT cocTaB, NOPAA0K (POPMUPOBAHUS, KOMMETEHLNIO,
nopsiaok paboTbl, NMpaBa W OTBETCTBEHHOCTb TOMO WM MHOFO OpraHa ynpasBneHus.
CTpyKkTypa TekcTa Takoro poaa nosioXXeHUn Takke HOpPMaTUBHO He ycTaHoBneHa. OgHako,
NCXOAs M3 MpakTUKM paboTbl M Ha3HAYeHUA OaHHOrO BMAa AOKyMeHTa, TpeboBaHui
3aKOHa K opraHusauuMm [OesTernbHOCTW  KonrervarnbHbIX — OpraHoB  ynpaBlieHus,
BblpabaTbiBaeTcA YyCTOMYMBas CTPYKTypa TeKCTa MOMOXEHUN O KOonnermanbHbiX |
coBeLLaTeNbHbIX OpraHax ynpasrieHus.

[MonoxeHne O BpeMeHHbIX opraHax (CoBellaHusiX, KOMUCCUSX, coBeTax). [aHHbIn
AOKYMEHT cO3[4aeTcd B crnyyae HeobxoouMMOCTW Ha nepuoa OeNCTBUS Takoro opraHa.
CTpykTypa TekcTa HOPMaTUBHO He 3akpensieHa. YTBepXaaeTcs OpraHoM, B KOMNETEHUMIO
KOTOPOro BXOAUT CO34aHWe BPEMEHHOro OpraHa, W [[encTByeT [0 MpeKkpalleHus
AEeATEeNbHOCTM 3TOr0 OpraHa.

PernameHT paboTbl — NpaBOBOW akT, YCTaHaBMMBAKOLMA NOPAOOK OEATENbHOCTU
PYyKOBOACTBA OpraHunsaunm, KonnernanbHOro unm cosellaTenbHOro opraHa (ecnv nopsagok
paboTbl HeOOCTAaTOMHO YEeTKO OnucaH B MNONoxeHun o6 3ToM opraHe). PernameHThbl
paboTbl onpeaensaT NOpsAoK NnaHMpoBaHUs paboTbl, MOPSAOK NOATOTOBKM U BHECEHUS
AOKYMEHTOB Ha pacCMOTPeEHMe, NOPALOK NPUHATUA U OPOPMITEHNS PELLEHUI 3acefaHuni
KonnernanbHOro opraHa, 4oBeAeHUs UX 4O UCMNONHUTENEN.

PernameHTbl oopmnsaioTcs Ha obwem 6naHke opraHu3auumn C ykasaHvem Buaa
OOKYMEHTa, YTBEpXOalTCH  pyKOBOOMTENEM  OpraHuvsauuMmM  UnM  pyKoBOAMTENEM
KonnernanbHOro opraHa.

[MpaBuna BHYTPEHHEro TPYAOBOro pacrnopsagka — NpaBoOBOW aKT, pernaMmeHTUpyoLwmnm
opraHmszauuio  paboTbl opraHmsauuu, B3auMHble 006SA3aHHOCTM  pPabOTHUKOB U
aAMUHUCTpauuK,  npefocTaBrieHMe  OTNYCKOB,  KOMaHAMPOBaHWE  COTPYAHMKOB,
BHYTPMOOBEKTHBIV pexum 1 gpyrne sonpochbl. lNpasuna oopmnstoTca Ha obuiem 6naHke
opraHu3auumn C ykasaHvem Buaa AOKYMEHTA, NOANUCLIBAKOTCS PyKOBOAMTENEM KaapoBOW
cnyx0bl, COrnacoBbIBAlOTCA Ha CcOOpaHMM TPyOOBOrO KOMMEKTMBa W yTBepXOakTcs
pyKoBOAUTENEM OpraHu3aunmn.

B HerocygapcTBeHHbIX opraHu3auunax Hapsagy c lNpasunamm BHYTPEHHEro TpyL4oBOro
pacnopsgka paspabaTbiBaeTcs [lonoxeHne O nepcoHane, B KOTOPOM OTpaKarTcs
BOMPOCbl NpO(heCccMoHanbHOr0O 1 COouManbHOrO pasBUTUA  TPYOOBOrO  KONMEKTUBA,
B3aMMOOTHOLLEHUA C agMWHUCTpaUMen, npaBa U OTBETCTBEHHOCTb agMWHUCTpaUUn U
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nepcoHana, npasuna 4enosoro noseaeHns (4enoBon 3TUKN) 1 Ap.

OdopmnseTtca [MonoxeHne o nepcoHane Ha obwem 6naHke opraHusauum c
yKkaszaHmeM BuAa [OKyMeHTa, MOAMUCbIBAeTCA pykoBoauTenem crnyxbbl ynpaBneHus
rnepcoHarniomMm, cornacosbiBaeTcss Ha obuiem cobpaHun nepcoHana, HO YyTBepXaaTb
[MonoxeHne 0 nepcoHane pekoMeHAyeTCs Ha COBETE AUPEKTOPOB OpraHmn3aLnn.

4. UHcTpyKumA

MHCTpyKUMAa — npaBOBOM akT, u3JaBaeMbli WU  yTBEPXOaeMbll B Lensx
YCTaHOBIMEHUA nNpaBwusl, perynupyowmnx opraHnsauuoHHble, Hay4YHO-TEXHUYeECKME,
(PMHaAHCOBbIE U MHbIE CTOPOHbI AEATENLHOCTU YYpEeXAeHUA, opraHn3aunn, JOMKHOCTHBIX
nuy,. 3aronoBOK MHCTPYKUMWM OOSMKEH coepXaTb Kpyr BOMPOCOB, OOBEKTOB M Nvu, Ha
KOTOpbIX  pacnpocTpaHalTca ee  TpeboaHusa.  (Hanpumep, WHcTpykumss  no
AernonponsBoacTBy)

NHCTpyKUNA aBNseTcsd OOKYMEHTOM MOCTOAHHOrO Unv OnuTesibHoOro Aencteus (8o
3aMeHbl HOBOW).

TeKCT WHCTPYKUUM HOCUT YKa3yHLUA XapakTep UM COAEPXUT pacrnopsaunTernbHble
cnosa: AOJDKEH, CITIEQAYET, HEOBXOOUMO, u 1.4.

NHCTpYyKUMA cogepXuT cneayrowme pekBu3nTbI:

— HanMeHoBaHWe opraHn3auuu;

— HanMeHoBaHWe BNaa OOKYMEHTa;

— paTa;

— MeCTO U3gaHus;

— 3arosfioBOK K TEKCTY;

— rpud yTBEPXOEHUS,;

— TEKCT;

— Noanuchb.

Ha kaxpgoro paboTHuKa npegnpuaTua COCTaBNAETCA AOIMKHOCTHAS WMHCTPYKUMA —
AOKYMEHT, B KOTOPOM onpegenstwTcs 3agadn, @QyHKuMW, npaBa U 00s3aHHOCTU
COTpYAHUKa Npeanpusatvsa. Ha ocHOBaHWWM OOSMKHOCTHOW WMHCTPYKUUKM pa3pabaTbiBaeTcs
TPYAOBOW KOHTPAKT C paboTHMKOM. TpyaoBOM KOHTPAKT M AOSMKHOCTHAA MHCTPYKUUA
MCNONb3YITCA NPU paspelleHnn KOHIMKTHBIX CUTyauun mexay pabotogaTtenem u
paboTHUKOM.

HomKHOCTHaa MHCTPYKLMS pa3pabaTbiBaeTcs KagpoBow criykbon, cornacoBbiBaeTcH
C IOPMCTOM UM YTBEPXKOAETCHA ANPEKTOPOM NpeanpuaTuS.

OcHoBHble pa3genbl TeKCTa OMMKHOCTHOM MHCTPYKLUMWK:

— o0OLLMEe MONOXeHUs;

— AOIMKHOCTHbIE 06A3aHHOCTY;

— npasa;

— OTBETCTBEHHOCTb;

B 1 pasgene ykasbiBaloTCs 0b6nactb OeATENbHOCTU cneumanucta; nopsaok ero
Ha3HayeHUs1 Ha [OOMMKHOCTb M OCBOOOXAEHWA OT [OOSDKHOCTM; KBanMUKaLMOHHbIE
TpeboBaHUA; NOAYMHEHHOCTb CneynannucTa; HopMaTUBHbIE AOKYMEHTbI.

Bo 2 pasgene nepeyncnalTCA  KOHKpeTHble BuAbl paboT, BbINOMHAEMbIE
crneumanncTom.

B 3 pasgene ycraHaBnuBalTCsA npaea, HeobxoguMmble cneuwanucty Aans
BbIMOSTHEHUS BO3MNOXEHHbIX Ha HEro 06s3aHHOCTEN.

B 4 pasgene ykasbiBaeTCH, 3a YTO KOHKPETHO HeceT OTBETCTBEHHOCTb Creunarucr.

[OMKHOCTHAA MHCTPYKUMSA — MPaBOBOM akT, U3gaBaeMbl OpraHu3aumen B Lensax
pernameHTaumMm opraHm3aLMOHHO-NPaBOBOro NONoXeHns paboTHuKa, ero obsi3aHHOCTEWN,
npaB, OTBETCTBEHHOCTW.

[omKHOCTHas MHCTPYKUMA GbiBaeT TunoBasd (MpuMMepHasl) U KOHKpeTHad. TunoBas
AOIMKHOCTHAA MHCTPYKUMA paspabaTbiBaeTcsa Ha [OOMMKHOCTWU, MMeowme OOUHAKOBbLIN
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Habop 06s3aHHOCTEN, NpaB, OTBETCTBEHHOCTM BHE 3aBUCMMOCTW OT TOrO, B Kakon oTpacnu
PYHKUMOHUPYET faHHas opraHudauusa. OpgHako HanuuMe TUNoBOW  AOJTHKHOCTHOW
WHCTPYKLMM He O3HavaeT, 4YTO HeT HeobxoguMmocTn paspabaTbiBaTb KOHKPETHYHO
AOIDKHOCTHYKO  MHCTPYKUMIO.  Takme  [OMMKHOCTHbIE  WHCTPYKUMW  OOMKHbI  ObiTb
paspaboTaHbl Ha BCe [AOSMKHOCTW, NPEeAyCMOTPEHHbIE LWTaTHbIM  pacrnncaHnem
opraHusauun, a TMNOBbIE NHCTPYKLUN MOTYT CYXXUTb OCHOBOW A1151 X pa3paboTKu.

[OMKHOCTHAA WHCTPYKUMS Kak nobon oduumanbHbid AOKYMEHT O0SbkHa ObiTb
ocopmMneHa Ha obLiem bnaHke opraHn3aumm C ykasaHueM Buaa OKyMeEHTa.

5. ltaTHOe pacnucaHue

LlTaTHOe pacnucaHne — OOKYMEHT, 3akpennawowmin LOOSMKHOCTHOM W YUCIIEHHbIN
COCTaB NpeanpusaTUa ¢ ykasaHnem coHaa 3apaboTHom nnathbl.

LrtatHoe pacnucaHne odopmndeTca Ha 6naHke npeanpusiTus, C yKasaHuem
nepevHsa JOIMKHOCTEN, CBe4EeHNN O KONUYeCcTBe LWTaTHbIX €ANHUL, AOIHKHOCTHbIX OKNagos,
N MecsiMHOM poHAe 3apaboTHOWM NnaTbl.

LUTaTHOe pacnucaHue cooepXuT cnegyolmne pekBusnTbl:

— HanMeHoBaHWe opraHn3aunu;

— HanMeHoBaHWe BNaa OOKYMEHTa;

— para;

— MEeCTO U3gaHus;

— rpud yTBEpPXaeHUS,;

— TEKCT;

— BU3bl;

— Noanuchb.

MognuceiBaeTcA lwTatHoe pacrnvcaHve 3amecTutenem pykoBoguTens,
cornacoBbiBaeTca C . OyxranTepom, yTBepXOaeTcsa pykoBoguTenem npeanpuatms.
"pnd yTBEPXOEHUA 3aBEepSeTCH neYvaTbio opraHmM3aunn.

M3meHeHns B WTaTHOE pacnuvcaHne BHOCATCHA MNPUKaA3oM  PYKOBOAUTENS
npeanpuaTus.

CTpykTypa M wTaTHasi YUCIIEHHOCTb — OPraHM3auMOHHbIN OOKYMEHT, B KOTOPOM
yKasblBalOTCA BCEe CTPYKTYpHble noapasgeneHna npeanpuatnd, BBOAMMbIE  Ha
npeanpusTUM OOSDKHOCTM M KONMYECTBO LUTATHbIX €AUMHUL NO KaKAOW U3 LOIHKHOCTEWN.
(cocTaBnsieTca U NOANUCLIBAETCS TakK e, Kak U LWTaTHOe pacnucaHue).

CTpykTypa 1 WwTaTtHas YNCNEHHOCTb — NPABOBOW aKT, yCTaHaBNUBAOLLMIA CTPYKTYpPY
opraHusauumn, HammMeHoBaHWE CTPYKTYPHbIX MOApasfeneHun M OO0SPKHOCTEW, LUTaTHYIo
YMCNEHHOCTb MO KaXaoW AOSMKHOCTM B COOTBETCTBUW C rPYynnon no onnaTte Tpyaa.
HokymeHT BxoguT B coctaB YCOP[ 1 umeeT yHUPULUMPOBAHHYIO (hopMy.

[okymeHT odpopmnseTcs Ha obuwem OnaHke opraHu3auuMmM C ykasaHuem Buaa
AOKYMEHTa, NoAnuCbiBaeTCA PyKOBOAMTENEM KaapOBOW CRYXObl, BU3NPYETCA rfaBHbIM
OyxranTepoMm, 3aMecTUTENAMM  PYKOBOOUTENS  OpraHusauun un  yTBepxaaeTcs
PYKOBOAUTENEM OpraHu3aumm ¢ npoctaBneHnemM repboson neyaTun (MnNu ee 3ameHsILWEN).
TekCcT [OKyMeHTa cocTaBnsieTcs B d¢opMe Tabnuubl, B KOTOPOW NpPUBOAATCA
HaMMEeHOBaHWS CTPYKTYPHbIX NogpasfeneHuin opraHnsaunm, HaMMeHOBaHUS OOSKHOCTEN,
BKIMIOYEHHbIX B 9TW NofpasfeneHunsi, a Takke UX KOfIM4eCcTBO B COOTBETCTBMU C YPOBHEM
onnatbl N0 COOTBETCTBYIOLLMM rpynnam.

6. MpaBuna BHyTpeHHeEro TPyAOBOro pacnopsiaka

MpaBuna BHYTPEHHEro TPYAOBOro pacrnopsiika — OpraHuM3auMOHHbLIA OOKYMEHT, B
KOTOPOM OTpakatoTCsi crieytoLLme BOnpocChl:

— opraHusauust paboTbl NpeanpusaTus;

— B3aUMHble 06513aHHOCTU PabOTHUKOB M aAMUHUCTPALIUMK;

— NpefocTaBreHne OTMYCKOB;
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— KOMaHaMpoBaHWe COTPYAHUKOB;

— BHYTPUOGBEKTHBIN PEXMM.

MpaBuna cocTaBnsoTca Ha 6naHke npeanpusaTusi, COrNacoBbIBAOTCA MNyTeEM
obcyxgeHnss Ha cobpaHun paboOTHMKOB MNpeanpuaTusi, BU3MPYETCS  OPUCTOM U
yTBEPXXAaeTCs pykoBoauTenem npeanpusatus.

7. MNamaTka

Mamatka — [OKYMEHT, pernameHTUpYrLUn nopsgok paboTbl NO  BblAENEHHOMY
HanpaBIieHNO OeATeNbHOCTU OpraHM3aumn.

Mamatka He Bxoaut B coctaB YCOP[, He wumeeT yHUMLUMPOBaAHHOW OPMbI,
COCTaBrsieTCcsa Mo npou3BoribHOM PopMe, NOAMNUCLIBAETCHA 3aMecTUTeNneM PyKOBOAUTESS
opraHusauuun, KypupylLwMM [OaHHOe HarnpasfieHue, YTBepXOaaeTcs pykoBoauTenem
opraHusauuun. MHdopmauuio, BKITIOYEHHYIO B NMAMSATKY, MOXHO NpeacTaBuTb U B pasgerne
WHCTPYKLMMK, OCBeLLaloLLen npasuna paboTbl MO BbIAENEHHOMY HaNpPaBeHUIO.
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Il. MpakTn4yecknn 6NoK (3apaHunA)

3apaHue Ne 1.
CoctaBbTe npoekT nosioxeHusi (MpunoxeHue 7) 0 OeATeNbHOCTU TYPUCTUYECKOW
dupmbl «MNunurpum». Korga nonoxeHne obpeTtaeT opnagnyeckyo cuny?

3apaHue Ne 2.
CoctaBbTe [OOMKHOCTHYKO WHCTpyKumio (MpunoxeHne 8), B KOTOpoM oOroBopute
06A3aHHOCTW CTApPOCTbI FPYNMbI.

3apaHue Ne 3.
CoctaBbTe wWtaTtHoe pacnucaHue ([MpunoxeHue 9) Bawen CTygeH4YeCcKon rpynnbl.

3apanue Ne 4.
Hannwwurte namatky (MpunoxeHune 11) ons cTyaeHTa, roTOBALErocs K CECCUN.

3apaHue Ne 5.

Cdopmynupynte npasuna BHyTpeHHeEro TpygoBoro pacnopsigka (Mpunoxexne 10)
dupmbl, KOTOpPYHO Bbl OTKpbIBaETE.
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CEMMUHAPCKOE 3AHATUE Ne 5
TEMA: PacnopsguTtenbHble JOKYMEHTbI

|. TeopeTnyeckum 65n0K

MNAH:

. 3HayeHve pacnopsaanTenbHbIX JOKYMEHTOB
. NoctaHoBneHne

. Mpwukas

. PacnopsikeHnue

. YkasaHue

. Pewwsenne

OO0, WNE

1. 3Ha4yeHue pacnopsaauTenbHbIX AOKYMEHTOB

PacnopsguternbHble OOKYMEHTbl WUrpaldT OYeHb BaXHyH poOSfib B YyrnpaBrneHuu
yupexaeHusiMn, NpeanpusTUsSIMm U opraHu3aunamu.

PacrnopsgnternbHble OOKYMEHTbl — [OOKYMEHTbl, HOCSlWMne agMUHUCTPaTUBHbLIN
Xapaktep M obpalleHHble K HWKEeCTOSALWMUM UMM NOAYMHEHHbIM OpraHusaumnam, rpynnam
UNn OTAENbHbIM LOMKHOCTHBIM nuuam. OCHOBHOE Ha3HayeHue pacnopsianTenbHbIX
OOKYMEHTOB — perynupoBaHue OesTenbHOCTW, MO3BOSISoWee OpraHy YynpaBneHus
obecneunBaTb peanusauuio NOCTaBMEHHbIX Nepen HUM 3adadv, nofydartb MakCumasibHbIv
3P eKT OT CBOEN AEATENBHOCTM.

Cxema nogrotoBku pacnopsanTenbHbIX 4OKYMEHTOB:

— BCECTOPOHHEE N3y4YeHne Bornpoca, nogrotoBka npoekTa JOKYMEHTa;

— cornacoBaHue TekcTa 1 ero noanvcaHue;

— obcyxaeHne n npuHATUE AOKYMEHTa Ha 3acefaHusx KomnernanbHOro opraHa
(mnocTaHoBnEHWE, peLleHne)

TekcT pacnopsanTenbHOro JOKYMeHTa COCTOMT U3 B3auMO3aBUCUMBIX OBYX YacTewu:
KOHCTaTupyoLwemn 1 pacnopsaantenbHON.

KoHcTaTupylowasa 4actb SBNAeTCA BBEAEHMEeM B CyLLeCTBO paccMaTpyMBaemoro
BOMpoca, npu3BaHa OO6BACHUTbL, YeM Bbi3BaHbl pacnopsxeHund. KoHcTaTupyowasa 4actb
HeobsA3aTenbHa, OHa MOXeT M OTCYTCTBOBaTb, €CnM HeT HeobxoguMmocTn [fasaTtb
NOACHEHMUS.

OCHOBHY0 Harpysky HeceT pacnopsanTenbHas 4acTb.

PacnopsgutenbHasa 4yacTb uanaraetcs B noenuternibHou opme. B 3aBucumoctn ot
BMAa OOKyMeHTa oHa HauymHaeTcs cnoBamu: [MTOCTAHOBWIT (noctaHoBnenus), PELLAET
(PEWWNIT) — pewenus, MPUKA3BIBAKO — npukassbl.

FOCT ykasbiBaeT: «B pacnopaguTesibHbIX AOKYMEHTaxX opraHm3auui, 4eACTBYOLWNX
Ha npuvHUMNax eavHOHayanus, a Takke [AOKYMeHTax, afpeCcOBaHHbIX PYKOBOACTBY
opraHu3auumn, UsnoXeHne TekcTa AOMKHO MATWU OT MepBOro nuua eAMHCTBEHHOro Yucna
(npukasbiBato, npegnarato, NpoLy...)».

Buabl pacnopaguTenbHbIX JOKYMEHTOB:

— MOCTaHOBIIEHME;

— npukas;

— pacnopsXeHue;

— yKasaHue;

— peLleHue.

2. NocTtaHoBneHue

[MocTaHOBNEHNME — 3TO MNPaBOBOM aKT, MNPUHMMAEMbIA BbICLULMM W HEKOTOPbIMU
LeHTpanbHbIMW OpraHaMn KOnfernansHOro yrnpasreHus B Liensax paspelueHus Hanbonee
BaXXHbIX 1 NPUHUUNNANbHbLIX 3aady, CTOSALWMX Nepea AaHHbIMW OpraHamMu, U YyCTaHOBMEHUS
cTabunbHbIX HOPM MpPaBuI NOBEAEHNUS.
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MNocTaHOBNEHMS MPUMHUMAIOTCHA BbICLUMMW OpraHamu rocyfapCTBEHHOW Bractu no
OpraHn3aunoHHbIM, XO3ANCTBEHHBIM, MOMMMTUYECKUM U OPYrMM BOMNpPOCaM, CBA3AHHbIM C
OCyLLeCTBEeHNneM NX NOSTHOMOYUN.

dopmynap NOCTaHOBNEHUS UMEET criefyroLune pekBmM3nTbl:

—rep6b P® unn cybbekTa;

— HauMeHoBaHWe opraHusauumn, n3gaBLUNA JOKYMEHT;

— HauMeHoBaHWe BMAa OOKYMEHTa;

— MECTO COCTaBIeHus,;

— Aata JOKYMEHTa, permcTpaunoHHbI HOMED;

— 3arorioBOK K TEKCTY;

— TEeKCT;

— nognucy;

— BU3bl COrnacoBaHus.

[MpoekTbl NOCTaHOBMNEHUN obsa3aTensHO BM3MPYHOTCA FOPUCKOHCYNbTOM.
MNMoanuceiBaeTca NOCTaHOBMEHWE PyKOBOAUTENEM OpraHa, U3gaBLUero aHHbIN JOKYMEHT.

3. Npukas

[Mpukas (Mo OCHOBHOW AeATenbHOCTN) — NPaBOBOW akT, n3gaBaeMbli pyKoBogUTENEM
npeanpusaTs, AONS paspelleHUss OCHOBHbIX M OnepaTMBHbLIX 3adady CTosAWuX nepen
npeanpusTueMm.

[Mprkazamu opopmnaOTCA:

— NOPSAJ0K OeATENbHOCTU NPeanpUsaTUS:;

— peLleHns 1 NnopyvyeHns no opraHmsaumm paboTsl;

— OpraHu3aLMOHHbIE MEPONPUATUS;

— utoru paboTbl;

— pesynbTaTtbl PeBU3UN.

Mpurkasbl n3gaTCca TONbKO NPU HEOHBXO4MMOCTH.

N3meHeHus, OOMOMHeHus,, OTMeHa NpPUKa3oB MPOU3BOAUTCHA TOSbKO MpuKasamu.
MognuceiBaeT npukas pykoBoaUTENb oOpraHvsauun wunu ero 3amectutens. [lpukas
BCTyNaeT B CUIy C MOMeHTa NoAnucaHnd, ecrnv B TEKCTE He YKa3aH apYyrov CpoK BBeEAEHUS
€ero B gencraue.

4. PacnopsixeHne

PacnopsbkeHne — npaBoBOW akT, uM3gaBaembli MO OrnepaTMBHbIM BOMpocaM Ha
npeanpuaTMax €AVHONUYHO 3aMecTUTENsIMU MNepBOro PyKOBOAMTENS, 3aMeCcTUTEensMu
rMaBHOro MHXeHepa, a Takke PYKOBOAUTENAMWU CTPYKTYPHbIX NOAPa3aeneHun.

Kak npaBuno, pacnopseHne MMeeT OrpaHuMYeHHbI CPOK AEUCTBUS U KacaeTcs
Y3KOro Kpyra nogpasgaeneHuni, OOIMKHOCTHBIX N, U rpaxaaH. TekCT pacnopsikeHust umeeT
Te Xe pasfenbl, YTO U npukas, TOMbKO pacrnopsauTenbHas 4acTb Ha4yMHaeTCs croBamu
«MPEONATAKO» nnu «OBA3bLIBAKO». MopgnucbiBaeTcs pykoBoauTenem "
COrnacoBbIBaeTCs C 3aMHTEPECOBaHHBIMW B 3TOM JOKYMEHTE nuuamu.

5. YkasaHue

YkasaHue - pacnopsaanTenbHbIn AOKYMEHT, n3gaBaemMbliin opraHamu
rocyAapCTBEHHOrO ynpaBfeHusi, MUHUCTepCTBaMu, BeAOMCTBaAMW, MPEeanpuUAaATUAMU U
opraHusauusmMm no Bonpocam MHOPMAaLMOHHO-METOONYECKOrO Xapakrepa, a Takke Mo
BOMpoOcCaM, CBS3aHHbIM C OpraHusauuen UCNOSTHEHUS MNPUKA30B, WUHCTPYKUMWA U ApYrux
aKTOB OpPraHoOB ynpaBneHus.

K Bonpocam WH(pOpMaLNOHHO-METOANYECKOTO W OpraHM3auMOHHOIo XapakTepa
OTHOCSTCS:

1) opraHu3auus UCNOSTHEHNSA NPUKA30B;

2) opraHusaumns UCNOSTHEHUS MHCTPYKLUMN.
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TeKCT ykasaHnsa COCTOUT U3 ABYX YacTen: KOHCTaTUpYyLen n pacnopaguTensHOMN.

1. KoHcTaTupytoLwasa YyacTb packpbiBaeT NpUYMHblI N30aHUs JOKYMEHTa U HayMHaeTcs
CNnoBaMu: «BO UCTIOMHEHUE...», «B LIeNIAX», «B COOTBETCTBUN».

2. PacnopsgutenbHas 4acTb HaudmHaetca cnosom [TPEOJIATAKO, B Hen
yKa3sblBalTCA NpeanvcbiBaemble AeNCTBUS.

6. PeweHune

PeweHne — pacnopsguTenbHbI JOKYMEHT KOnfernaribHOro opraHa ynpasfieHus,
n3gaBaeMbl NO BaXKHEWLLMM BONPOCaM Unn gnga BBEAEHUA HOPM, NOSOXEHUW. PeweHuns
COCTaBMATCA MO MPOU3BOACTBEHHLIM BOMPOCaAM COBETAMU [OMPEKTOPOB, OOLWMM
cobpaHMem akLuMOoHEpPOB 1 T.4.

TekcT cOCTOMT M3  KOHCTatTupylwen wn  pacnopagutensHon 4yactm. B
KOHCTaTupyloLen YacTn nanaraoTcsa NpUYnHbl n3gaHna JokyMmeHTa. B pacnopsantensHon
YacTU YyKasblBalOT HaMMEHOBaHWE opraHa, NPUHMMAalOWEro pelleHne, 3aTeM — CIioBO
PELUJT Ha oToenbHOM CTPOKe.

PacnopsgntenbHaa YacTb OeNUTCS Ha MyHKTbl. KaXabl MyHKT CTPOUTCA NO CXEME:
AEencTBME — UCMNOSTHUTESb — CPOK UCIMOSTHEHUS.

PelwweHne nognuceiBatloT npeacenaresnb U cekpeTapb KosnernanbHOro opraHa.
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Il. MpakTn4yecknn 6NoK (3apaHunA)

3apaHue Ne 1.
Odopmunte pewenne (MpunoxeHne 16) cobpaHua Balwewn rpynnbl NO BOMpocam
y4acTus B CMOPTUBHbIX U KyNbTYPHO-MACCOBbIX MEPOMNPUSATUSX By3a.

3apaHue Ne 2.

Hanuwwute pacnopsikeHune (MpunoxeHve 14) OT MMEHW CTapocTbl rpynnbl 06
oba3aTenbHOM BbIXOAe Ha CyOGOOTHUK ANsS NpuBEAEHWA B NOPSOOK NpuUnerarLmnx
TeppuTopun By3a.

3apanue Ne 3.
CoctaBbTe TekcT npukasa ([punoxeHue 13) o BBegeHMU WITPAMHbLIX CaHKUUKW MO
OTHOLLEHMIO K OMa3ablBaloLLMM Ha 3aHATUS CTyAeHTaMm.

3apaHue Ne 4.
CocrtaBbTe ykasaHue (MpunoxeHune 15), npegnucbiBarollee coONOAEHUE npasun
apecc-koaa.

3apaHue Ne 5.

Hanuwwute noctaHoBneHne (Mpunoxenne 12) «O6 obaszatensHOM MpuEME Ha
paboTy Nnnu, HE UMEIOLLINX CTaXa.
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CEMUHAPCKOE 3AHATUE Ne 6
TEMA: UHcpopmMaLMOHHO-CNPaBOYHbIE AOKYMEHTbI

|. TeopeTnyeckum 65n0K

MINAH:

. MHpopmaLmnoHHO-cnpaBoYHble JOKYMEHTLI U UX 3HaYeHne
. doknagHas 3anucka

. MpoTokon

. Mpwukas/pacnopsixkeHne

. CnyxebHas 3anucka

. CnpaBka

. Mpecc-penus

~NOoO OIS, WNBE

1. UHcpopMaLMOHHO-CNIpaBOYHbIE JOKYMEHTbI U UX 3HAYeHune

NHdopMaLmMOHHO-CNpaBoYHble OOKYMEHTbl coobLwialoT cBefeHus, nobyxaarolmne
NPYHUMaTb OMNPELENEHHbIE pEeLUeHUs, T.e. WHULMUPYIOT YrNpaBIieHYECKME peLLeHUs,
no3BonsT BblbpaTb TOT MM MHOM cnocob ynpaBneHveckoro Bo3genctensd. OHUM He
coaepxaTt nopyvyeHum, He 06a3bIBaLOT BbIMNOMHATL MOPYYEHMS.

OCoBEeHHOCTBIO 3TUX OOKYMEHTOB SBMSETCHA TO, YTO OHW MAOYT CHU3Y BBEPX MO
cucTeme ynpasneHunsa: oT paboTHUKa K pyKOBOAMTEMO NoApa3gerneHns, oT pykoBOaAUTENS
nogpasgeneHns K pykoBoguTemnto opraHusaumu, oT NoaBeLOMCTBEHHOM OpraHvsauum B
BbILUECTOSLLYIO.

Mo yHKUMOHANBbHOMY MpPU3HAKY BbIAENAOT CreaylolmMe OCHOBHbIE  pymMnbl
cnyXebHbIX [OKYMEHTOB: [OENlOBble MUCbMA, JIMYHbIE, CNpaBOYHble, WH(OOPMAaLMOHHLIE
AOKyMeHTbl. lNMpepnaraem Bam o3HakoMUTbCA C TakMMKM MHOPMALMOHHO-CMPaBOYHBIMM
AOKYMEHTaMu Kak AOKMnagHas 3anucka, NpOTOKOS, npukas/pacnopsbkeHue, cnyxebHas
3anucka, crnpaska, npecc-penua.

Mopaensowee 6ONbLIMHCTBO JOKYMEHTOB, OTNPABASAEMbIX U3 YYpexaeHui n pvpm
N HanpaenseMbiXx MM, cogepxaT WHpopmaumio O ¢akTUYECKOM MOnoXeHun nen B
YyUYpEeXOeHUsX, KOTopasi CHYyXWUT OCHOBaHMEM AN MNPUHATUA  pacnopsguTenbHbIX
pokymeHToB, K MHOPMAUMOHHO-CNPABOYHbIM  JOKYMEHTaM OTHOCATCSA:  CNpaBKu,
AOKMafHble U 06bACHMTENbHbLIE 3aNNCKN, CBOAKM, 0630phkI, akTbl, MMCbMa, TeNerpamMmmbl 1
TenedgoHorpammbl, OHM HOCAT BCMOMOraTeslbHbIA XapakTep MO OTHOLUEHU K
OpraHuM3aLMOHHO-pacnopaauTENbHbIM - AOKYMEHTAM, He SABNATCSA 00si3aTenbHbIMU K
WCMNOJHEHUIO B OTNMYME OT HUX. MIHdopmauus, cogepkallasacsa B HUX, MOXET nodyxaaTh K
AEVCTBUIO NN MOXET ObITb NULLIb NPUHSITA K CBEAEHWIO.

2. loknagHasa 3anucka

[oknagHasa 3anucka — 3T0 MHAOPMaLMOHHO-CMNPaBOYHbLIN AOKYyMeHT. CocTtaBnsaeTcs
AOKNagHasa 3anvMcka Ha UMS pyKOBOAUTENSA KOMMaHMM UK BbIWECTOALWEN MHCTaHLUUN.
MuweTtca goknagHas 3anucka nubo no mHuumnaTtuee paboTHuka, NMbo no TpeboBaHuto
pykoBoAcTBa. Llenb cocTtaBneHus AoknagHom 3annckm — MHGOOpPMMpoBaTb PYKOBOACTBO O
CNoOXMBLUENCS cuTyaumm u nobyauTb K MPUHATUIO onpedeneHHoro pelwenus. WHorga
AOKNagHasa 3anmMcka MOXEeT HOCUTb MNPOCTO  WMHAOPMALMOHHBIN - XapakTtep, T.e.
NHOPMUPOBATE O 3aBEPLUEHNN NN XO4E BbINOMHEHUS paboT, 3agau.

UeTknx TpeboBaHM K OQOPMMEHUIO AOOKNagHOW 3arnncku He  CYLLECTBYET.
[oknagHaa 3anmcka OObl4HO COCTOMT M3 [OBYX 4YacTen. B MEpPBOM OMNUCbIBAeTCA
CMNOXMBLUAACA CuTyauusi, BO BTOPOW M3naraloTcsa npenrioxeHus, npocebObl, AenawTcd
KOHKPETHbIE BbIBOAbI.

[loknagHasa 3anucka coaepXuT crieayroLine pekBusnTbl:

— apgpecaT (KOMy npefHasHadyeHa [JoknagHas — 3anuMcka:  HauMeHoBaHue
AOIMKHOCTHOrO Nnua, ero hamMunus, tHMUmarnbl);
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— faTa 1 HoMep OOKYMEHTa;

— MecTO (ropof) cocTaBfieHUs;

— HanmMeHoBaHWe JokymeHTa (JoknagHasa 3anucka);

— 3arosioBOK K TEKCTY JOKYMeHTa (HaymHaeTcs co cnoB «O ...», «KacaTenbHo ...»);
— TEeKCT JOKNaaHOW 3anncKu;

— NIMYHblE JaHHble cocTaBuUTens (QOSMKHOCTb, (haMunus, nHMunanol);

— noanucb agpecaHTa (coctaBuTens).

3. MpoTokon

[MpoToKON — 3TO pacnopsAnTEnbHbIN JOKYMEHT, KOTOPbIN coaepxuT B cebe 3anuncb
BCEro npoucxogduiero Ha cobpaHun, 3acefjaHun. 3a COCTaBfieHME MpoToKona U
odhopmMneHMe NpoOToKOSla Ha 3acedaHun oObIMHO OTBeYaeT cekpeTapb WM gpyroe
Ha3Ha4YeHHoe NMuo.

MpoTokon coaepxut B cebe crneayroLine pekBU3nNTbI:

— HaMeHOoBaHWe KOMMNaHuu,

— HanmeHoBaHue gokymeHTa ([MpoTtokon);

— HOMep NpPOTOKONa;

— faTa 3acefaHus;

— MecCTO 3aceaHus;

— 3arosiIoBOK K TEKCTY JOKYMEHTAQ;

— TEKCT NpOTOoKOna;

— nognucw.

OcHoBHas 4acTb TekCcTa NpoToKoNna pas3buTa Ha HECKONbKO cocTaBnswowmx. B
Kaxgom pasgene MmoryT ObiTb Takme dactu: CIYLWAJIA, BbICTYMNUNA, PELWAIA
(MOCTAHOBWIIN). laHHble cnoBa NULIYTCA NPONUCHbIMK BykBamu ¢ HoBOro absaua.

[MpoToKkonbl MOryT GbITb ABYX BUAOB: KpaTKMe M nosHble. [pn HanncaHum KpaTkoro
npoTokona HeobxogMmo ykasaTb amMunmMM LOKMNagYMKoB, TEMbl A0KNagoB. [lonHbIN
NPOTOKOJT COOAEPXNT 3anunucu BCex AOKNagoB.

4. NMpukas/pacnopsikeHne

[Mpukas (pacnopsxeHne) — aTO0 pacnopsanTenbHble JOKYMEHTbI, KOTOpbIe SBMSAOTCS
obs3aTenbHbIMM NS UCMOMHEHMS  TeMu  nMuaMn, KOMY OHW  agpecOBaHbl.
[MpyHUUNUanbHOro pasnuuusa Mexay MpukasoM U pacrnopsikeHunem He cyuwiectByeT. Bo
MHOIMMX KOMM@HUAX MpUKa3 M pacrnopsikeHne WUMEKT OAMHAKOBYKD Cuny: npukas B
OCHOBHOM pPacnpoCTpaHAeTCA Ha [OeATeNbHOCTb BCEW KOMMNaHWM W nognucbiBaeTcs
reHepanbHbIM ANPEKTOPOM, @ pacnopshkeHue npegnonaraeT BbIMOMHEHNS 3a4aHNs KaknM-
TO CTPYKTYPHbIM OTAENOM MWW KOHKPETHbIM COTPYAHWKOM W MOXeT MNoANuCbIBaTbCS
pykoBoautTenem nogpasgeneHnd. B komnaHum cyuiecTByeT HECKONbKO BMAOB MPUKa3oB
(pacnopsipkeHnin): HanpuMep, Npukas (pacnopsbkeHne) o npueme Ha paboTy, nepeBoae Ha
APYrylo OOMMKHOCTb, Nepeaaye NofIHOMOYMIA, O NPeaoCTaBneHnmn OTnycKka, O HanpasfieHun
B KOMaHANPOBKY, O MOOLLPEHNN N Opyrue.

Mpukas (pacnopsikeHne) 0ObIYHO COAEPXKUT CrieayroLme PpeKBU3UTDI:

— HaMMeHOBaHWe opraHusauuu;

— HaumeHoBaHue aokymeHTa ([Mpukas nnun PacnopsikeHue);

— 3arosfioBOK npukKasa (pacnopsikeHuns);

— HOMep W JaTa AOKYMEHTa;

— TEKCT AOKYMeHTa (3aBUCUT OT BMAa NpuKasa unm pacrnopsikeHus);

— nognucu PyKOBOAUTENS OpraHusauum nmbo YNOMHOMOYEHHOro nuua, a Takke
nvua, KoMy agpecoBaH AOKYMEHT 06 03HaKOMITEHUM C JOKYMEHTOM.

5. CnyxebHas 3anucka
CnyxebHas 3anucka — 3T0 WMH(OPMALMOHHO-CNPABOYHbIA AOKYMEHT BHYTPEHHEN
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OENOBOW NEepenuckn, MNpuHATBIM B KOMNaHuu. HanucaHue cnyxebHbiX 3anucok
OCYLLIECTBNAETCA MEXAY CTPYKTYPHbIMU NoAapasaeneHnamm nmbo coTpygHMKkamm, KoTopble
He HaxogaTca B npsMoM nogynHeHun. CocTtaBnsieTca cnyxebHas 3anucka C Lenbio
OCBELUEHNA Kakux-nmbo [enoBbiX BOMPOCOB, kKacawwuxca paboTbl oTgena  unu
KOHKPETHOro COTPYAHMKA, peLlleHne KOTOpbIX 3aBUCUT OT JPYroro CTPYKTYPHOro
nogpasgeneHns komnaHum numbo coTpyaHuka. Hanpumep, npocbba o 4em-nvbo,
npeanoxeHne 4Yero-nmbo n Apyroe unM MNpocTo Kakoe-TO ObObsBreHue, MHCTPYKUUS,
nspewieHme n npoyee. OcopmneHne cryxebHOM 3anuckm OCyLLEeCTBNAETCA Ha nucte
dopmaTa A4, ecnn B OpraHn3auumn He BeAETCH ANEKTPOHHbIA AOKYMEHTOOB0pPOT.

CnyxebHas 3anucka COCTOUT U3 CreayoLmX YacTen:

— «llanka», rge ykasblBaeTcsl, KOMy OHa agpecoBaHa (OOIMKHOCTb, dhaMunnsa, Ums,
OTYECTBO B JaTeSfIbHOM nagexe);

— AaTta CoCTaBEeHUs U HOMepP Cry>XeBHON 3anucKu;

— HanmeHoBaHne gokymeHTa (CnyxebHas 3anuncka);

— 3arorfioBOK K TEKCTY JOKYyMeHTa (roBoOpuUT O npeameTe cry>XebHon 3annckm);

— TEKCT JOKYMEHTa;

— JOMMKHOCTb COCTaBuUTeNs, NOAMUCbL U paclwmgpoBKka nNognucn — pamunus, Ums,
OTYECTBO aBTOpa Cry>keOHOW 3anncku.

6. CnpaBka

CnpaBka — 3TO OOKYMEHT onepaTmBHOM MHGopmaumu. CocTaBnsieTcsa crnpaska C
LUenbio ONMCaHna W NOATBEPXKAEHUS Kakux-nmbo pakToB WM COObLITUIA: CnpaBka O
noaTesepxaeHun mecrta y4vebbl mnu paboTbl, O 3aHMMaeMoW LOSMKHOCTK, 3apaboTHOM
nnarte, Mecte NpoXuBaHUsA, MeaULMHCKasa cnpaBka 1 npoyee.

XKecTkmx TpeboBaHUn K HaNMCaHWIO CNpaBKu He CyLEeCTBYeT, OHa COCTaBMseTCs B
Npoun3BoribHON oopme, oPopMIIEHME CNpaBKM OCYLLECTBISETCA Ha nucte popmaTtom A4
nnbo Ha cneyunanbHOM GnaHke.

O6s3aTenbHBIMU PEKBM3UTAMM CIPaBKN ABMAIOTCS:

HaMMmeHoBaHWe agpecaTa (KoMy npefHa3HayYeHa cnpaska);

HanMeHoBaHune gokymeHTa (Cnpaska);

AaTta v HoMep CrnpaBKu;

MecCTO (ropof) CoCTaBfieHUS CNPaBKMU;

3arornioBOK K TEKCTY (ANA HEKOTOPbIX BUAOB CNPaBOK — O HaNn4MmM Matepuaros);

TEKCT CrpaBKu;

noAanuceb.

B HekoTOpbIX crpaBkax agpecata He ykasblBalOT, a B KOHUE TeKCTa AOKyMeHTa
NULWYT, NS KakoW Lenu BbigaHa cripaBka M CTaBAT neyaTb opraHusaumm, Kotopomn Obina
BbldaHa crnpaska.

7. Npecc-penus

[Mpecc-penn3 — 310 KpaTKoe MHGOPMAaLMOHHOE COOobLleHne, CoCTaBieHHoe npecc-
cnyxbon wnu otgenom PR koMnaHuM M npegHasHadeHHOe AN KypHanucToB U
penaktopos CMW, KOTOpoe COAEPXKUT OCBELLEHME KAKOro-TO MepOonpuUATUS, 3HaYMMOro
ana komnaHun. OCHOBHasa 3ajadva npecc-penunsa — 3amHtepecoBatbe CMW ¢ uenbto
AanbHenLWwero pacnpocTpaHeHne OaHHOM MHopMauMn cpean LUMPOKOro Kpyra Iogen,
YKpEnmneHus penytaumm W MOBbIWEHUS uMUOXKa KomnaHun. [lpecc-penu3 MoxeT, K
npumepy, coobwarte O MpPOBEeOEeHUN BbICTABKW, KOH(pepeHunn, Kpyrnoro crona,
BbICTYMNNEHUN apTUCTOB, NPOAYKTE-HOBMHKE, KOHKYpCe, UccnegoBaHum v T.10.

OcHoBHble NpaBuna npecc-penunsa

[Mpn HanucaHum npecc-penusa BaXXHO yYeCTb CrieyoLne 3reMeHTbl:

— HanmeHoBaHue gokymeHTa (Mpecc-penuns);

— AaTta paccbISiku;
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— 3arosioBOK (OTpaXkaeT TeMy U CyTb Npecc-pennsa);

— TEKCT npecc-pennsa C ykasaHuMeM B MNepByto odyepedb AaTbl U MecTa npoBedeHus
cobbITus;

— KOHTaKTHble [aHHble 4YerioBeKa, KOTOPbI MOXeT MNpefoCTaBUTb YTOYHEHUS MO
TekcTy npecc-penusa (PNO, e-mail, Tenedon).

Mpecc-penun3 gomkeH bbITb akTyanbHbIM U NPeACTaBNATb LEHHOCTb ANA ayanTopum
n3gaHusa, B KOTOpoe OH oTnpasBndetcd. [Mo3aToMy npu ero HanucaHuuM BaXXHO YMETb
3aMHTEpecoBaThb yMTatensd nnbo 3puTenst KOHKPETHOrO M3daHus, JOHECTU MHGOPMaLMIO
NMOHATHBIM N NPOCTLIM A3bIKOM. MOXXHO 00OaBUTL B NPeCcc-penn3 NHTEPBbIO, KOMMEHTaPUN
KOro-To0 13 pykoBoauTenen KoMnaHum — 3TO NO3BOSMUT «OXMBUTL» TEKCT. B KoHLe npecc-
penu3a MOXHO MNOMeCTUTb WH(OPMaUMOHHYI0 ChApaBky O KOMnaHwuu: cdepe
AeATenbHOCTN, NPOAYKUMN, (OMHAHCOBLIX NOKa3aTensax u T.0.

Mpecc-penn3 o6bIYHO COCTaBNAKT HA PUPMEHHOM BnaHke KOMNaHMM pa3MepoMm Ha
1-2 cTtpaHuubl. OTNpaBnAT NPECC-PENU3 XypHanMcTtaMm B OCHOBHOM MO 3N1EKTPOHHON
noyTe, pexe — no dakcy.
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Il. MpakTn4yecknn 6NoK (3apaHunA)

3apanue Ne 1.
Hannwwute npotokon (MpunoxeHne 18) 3acefaHus BaLlen rpynnbl, B KOTOPOM
oTpasute Bce obCcyxaaemble BamMmun BOMPOCHI.

3apaHue Ne 2.

CoctaBbTe TekcT cnyxebHon 3anucku (MpunoxeHue 20) ¢ npeanoxeHnem
nepecMoTpeTb pacnucaHne 3aHATUA Ballewn rpynmnbl 1 0ocBO6OAMTb Bac OT 3aHATUN B
cyb6orTy.

3apaHue Ne 3.
Hanuwwute cnpasky (MpunoxeHune 21) o ToM, 4To Bbl 06y4aeTech B By3e.

3apaHue Ne 4.
OT MMeHn cTapocTbl rpynnbl HanUwWKTe npukas/pacnopsikeHmne (MpunoxeHne 19) o6
oba3aTenbHOM Ans Bcex yyactum B KBH.

3apaHue Ne 5.

Hannwwute npecc-penus (MpunoxeHue 22), B KOTOPOM HESBHO NpopeknaMmnpymTte
CBOW BY3.
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CEMUHAPCKOE 3AHATUE Ne 7
TEMA: NenoBble nMcbMa

|. TeopeTnyeckum 65n0K

MNMNAH:

1. Cneuundomka 4enoBoro nucbmMma

2. CTpyKTypa TekcTa 4erioBoro nucbma

3. AA3bikoBble TpeboBaHUA K 4ENOBOMY NMUCbMY
4. HasHayeHne genoBbiX MMCeEM 1 X Knaccudukaums
4.1 lNncbma-npurnatieHns

4.2 MapaHTUinHbIE NUCbMa

4.3 lNucbma-npockobl

4.4 lMncbma-oTBeThI

4.5 bnarogapcTBeHHble NUcbMa

4.6 ConpoBoanTenbHble NMCbMa

4.7 NMncbma-npeanoxeHus

1. Cneuuncmka nenosoro nucbma

[lenoBble N1UcbMa MMeKT onpeaerieHHble NpaBuia CcocTaBNeHMs U 0pOPMIIEHUS, K
HAM  npeabsiBnsloTcs  TpeboBaHWsi, OOYCMNOBMEHHble WX  MNPUHAANEXHOCTbI K
NH(OPMALMOHHO-CMPABOYHbIM AOKyMeHTaM. [pu CoCTaBNeHUn nucbMa aBToOp AOIMKEH
AeTanbHO NPoAyMaTb, C KakoW Liefbio OH COCTaBnsieT MUCbMO, Ha YTO paccyuTbiBaeT B
pe3ynbTate ero paccMoTpeHus. OH JOMmKeH YeTKo NPOosiCHUTb Ans cebsi, 4To agpecarty
M3BECTHO O MnpeaMeTe MMCbMa, Ha YTO OH MOXET ONEepeTbCs Kak Ha MCXOOHYH TOYKY WU
KakoBa HoBasi MHpopMauus, elle He M3BecTHas agpecaty, pagu coobLeHWUst KOTOPOW U
cocTaBnsieTcs nucbmo. OT LeneBOM YCTaHOBKM NucbMa OyaeT 3aBUCETb M XapakTep
aprymeHTaumMm 1 komnosuumsi Tekcta. MoxHo BblAeNUTL criegytolime atanbl NOArOTOBKA U
COCTaBIEHNsI NNCEM:

— N3y4YeHne CyLLEeCTBYHOLLEro BoOmnpoca;

— NOAroTOBKA M HanucaHue NpoekTa TeKcTa NMcbma;

— cornacoBaHue npoekTa NMcbma;

— noAanucaHne pykoBoAUTENEM;

— peructpaums;

— oTnpaBkKa.

Paccmotpum 3TM aTanbl. M3ydeHue cyulectBa Bonpoca npeanonaraet: c6op
[OCTaTOYHOM WHGOpPMAUMM MO [AaHHOMY BOMPOCY, MPU HEeoBXoOAMMOCTU U3y4YeHue
3aKkoHoOaTenbCTBa MO CYLLECTBY BOMpOca, aHanu3 npeablayLumx obpalleHunii No gaHHOMY
BOMPOCY M MOCTYNMBLUMX OTBETOB Ha HMX. 3aTeM MNPUCTYnatT K COCTaBIEHUIO TeKcTa
nucbMa.

2. CTpyKTypa TekcTa AenoBoro nucbma

HanucaHune Tekcta nucbMa sIBNsSieTcs TPYyAOEMKUM rnpoleccom. BaxHasa 3agaya npu
COCTaBMNEHNM NUCbMa — €ero MHAPOPMALMOHHOE HacChbIlEeHMe, T.e. BKMOYEHWE B HEro
HeobxoaMMoro KonuyecTea MHPopmMaLunun.

MucbMo GbiBaeT ogHOACNEKTHbIM U MHoroacnekTHbIM. OguH acnekT nncbMa 06bIYHO
COCTaBNsIeT coaep)kaHue Bcero nucbMa, U 4alle BCero 3To NucbMa, He Tpebyouiune
oTBeTa. TEeKCT MHOroacnekTHbIX MUCEM MOXET COCTOSITb W3 CrneayrLlIMX acnekToB:
pasaenos, NyHKTOB, MoAMyHKTOB, ab3aueB. M3noxeHue Kaxaoro acrnekta HeobxooMmo
HauuHaTb ¢ abs3aua. [ns OenoBoi NEpennckn xapakTepHa TEeHAEHUMSI COCTaBreHUst
NPeMMyLLLeCTBEHHO MHOIOACMNEKTHbLIX MUCEM.

MucbMo cocTaensieTcs OObIMHO MO cXeme: BCTYMNNeHWe, OCHOBHAs 4acThb,

132



3aknoveHne. BceTynuTenbHas 4acTb COOEPXKWUT: CCbIIKY Ha [OOKYMEHT, ero oThefnbHble
NYHKTbI, MOCIY>XUBLUME OCHOBaHWEM COCTaBMEHUSA MUCbMa; KOHCTaTauuio akta, B Heu
yKkasblBaloTCa Uenb (NpuynHa) cocTaereHna nucbma. [lpuM  ccbiike Ha [OOKYMEHT
yKasblBalOTCA €ero [daHHble B criegylollen nocrnenoBaTenbHOCTU: HauMeHoBaHWe Buaa
AOKyMeHTa, aBTop, AaTa, perMcTpaumoHHbLIN HOMep OOKYMEHTa, 3arofioBOK, Hanpumep: B
COOTBETCTBUM C noctaHosreHneM [lpaButensctBa Poccuiickon denepaumm ot 27 UIOHSA
2004 r. Ne 620 «O6 yTBEpXAEHUN TUNOBOrO MNONOXEHMS...».

B ocHoBHOWM 4acTn msnaraetca onucaHue cobbITUs, CROXMBLUEWCA CUTyauuu, KX
aHanu3 1 npuMBoAMMble AoKasaTernbCcTBa. VIMEHHO B 9TOM YacTu Heobxoammo ybeauTsb,
AoKasaTb, YTO B MPOBOAMMOM COBeLLaHUM (KOHDEepPEHUUN, KPYriom cTone) Heobxoammo
y4yacTBOBaTb, YTO MPOM3BOAMMANA MPOAYKUMUS WA BbINOSIHAEMbIE YCRYrK nyywumne, 4To
npocbby Heob6xoaMMO BbINOMHWUTL M T.A4. 3aknveHne nucbMa npeacTaBnsaeTr cobomn
BbIBOAbI B BMAEe Npocbb, NpeanoXeHnn, MHEHUN, OTKa30B, HAaNnOMUHaHUM u T.4. NMcbmo
MOXeT cofepKaTb TOJbKO OLHY 3aKNUYUTENbHYIO YacTb.

OcHoOBHbIE BOMPOCHI NMUCbMa HaOO YeTKO COPMYNUPOBaTb U PacnofoXuTb B
nocrnegoBaTenbHOCTU, Hanbonee onTuManbHOM Ana BocnpuaTuA. Nocne coctaBneHns u
HanMcaHusa cnyxebHoe NMCbMO HeO6XOOMMO OTPEeAaKTMPOBATh.

[lenoBoe NMCbMO MpakTUYECKM BCcerga HadmHaeTcs ¢ obpawieHmsa. Ota Hebonblag
no obbemMy 4YacTb TEKCTa WCKNIOYUTENbHO 3HayMMa and uenen obuweHus. [NpaBunbHO
BblbpaHHOe obpalleHne He TONbKO MpuBrEKaeT BHMMaHWe agpecata, HO W 3agaer
nepenucKke HY>XHY0 TOHaNbHOCTb, CMNOCOBCTBYET HanaXXmMBaHUO 1 NOAAEP)KAHWNIO OENOBbIX
OTHOWeEHWMN. BaxHocTb obpalleHns onpegenseTca aBTOpPOM MNuUCbMa, obpalleHune
nossonsetr obecneuntb cebe cnywartend. Ocoboro BHMMaHWSA 3acnyXxmBaeT 3HaK
npenvHaHus, crneayowmn 3a obpalleHnem. 3anaras nocrne obpalleHns npugaeT nMcbMy
OyOHWYHBIN XapakTep, 3HaK BOCKMMUAHUS MNOAYEPKMBAET 3HAYUMOCTb M OduuManbHbIN
CTWMb.

CocTaButenb TekcTa AOSMKEH NPUHATL BO BHUMaHWeE crnegytowme akTopbl:

1. O6LwecTBEHHYIO NO3MLMIO agpecaTa B COOTHOLLEHUN C COBCTBEHHOM;

2. CTeneHb 3HAKOMCTBA, XapakTep OTHOLLUEHWH,

3. OhmuymanbHOCTb/HEOPULMANBHOCTL CUTYaUNN OOLLEHNS;

4. DTUKETHbIE pa3peLLeHmns, 4ENCTBYOWME B JAHHOM PEYEBOM KOSNEKTUBE.

Mpun neyaTtaHnm obpalleHne BbipaBHUBAETCA MO LEHTPY:

YBaxaembln Muxavn Netposuy!

TeKCT nucbMa MOXET 3aKkaH4YMBaTbLCS BblpaXXeHUEM OXMUAAHUS UCNOSTHEHNSA NPOCLObI
(rapaHTuUK, npeacTaBneHns, NpUrnaweHns, HanoMmMHaHus), a Takke ¢opMynon
BEXIMBOCTU, HaNpumep:

Bblpaxato CBOK NpU3HATENbHOCTb 3a OKa3aHHOe COOENCTBME M 3aBepsito, 4TO
npeacTtasneHHaa Bamun nHdopmaumna dyageT nveTb 60nbLUOE 3HAYEHWE B erne pasBuUTuS
B3aMMOBbIFOAHOIO COTPYOHUYECTBA.

Monb3ysck cnydyaem, Bolpaxato 6narogapHOCTb 3a NpurnalleHue. ..

Bblpaxato Hagexay Ha nnogoTBOPHOE COTPYOHUYECTBO WM aKTMBHOE y4vacTue B
peweHMn 3agad, B BblpaboTke M peanu3auun Hawux panbHenwmnx MnporpaMMHbIX
JencTBuUn.

dopmyrna BEXNMBOCTU pacnosiaraetcs nepen pekBU3nNToM «MoAnuCb», nevyataeTca
absaua n otgenseTca OT AOMMKHOCTU 3anaTon. HaummeHoBaHWe LOMKHOCTU NULIETCH C
NPOMUCHOW UNN CTPOYHOW BYKBbI B 3aBMCUMOCTM OT TOrO, Kak OOJKHOCTb MponucaHa B
yypeauTenbHbIX UMM HOPMAaTUBHO-NPAaBOBbLIX OOKYMEHTax opraHudauuu. B Tom cnydae
ecnn nucbMo 6yaet odopmneHo Ha ©OnaHke [OMKHOCTHOrO nuua, TO B PEKBU3UTE
«NoANNCb» HaMMeHoBaHMe AOMKHOCTU He yKa3bliBaeTCs.

OcobeHHOCTU OenoBoro ctung, cneumduyeckne YepTbl, NpUcyLime emy, CTUNeBble
HOPMbl 3TOW Pa3HOBMOHOCTU A3blka OOPMUANCH MOL BIIUSIHUEM YCIOBWWA, B KOTOPbIX
npoTekaeT AenoBoe obLeHne. 3TK YCroBUA 3aKITYaloTCs B CrieayoLem:
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1. YyacTHUKM AenoBoro obuwleHns — NpeMMyLLECTBEHHO topuanyeckue nuua —
opraHusauuy, ydYpexaeHus, npegnpusaTtvs, B nuue  OeACTBYWMX OT  MMEHMU
pykoBoauTernen u apyrux JOrMKHOCTHbIX UL,

2. Xapaktep wun cogepxXaHue WHMPOPMALUMOHHbBIX B3aMMOCBSA3e/ oOpraHu3auum
AO0CTaTOYHO XEeCTKO pernamMmeHTUpOBaHbl;

3. [lpeametom penoBoro o6LWEeHMs BbICTYNaeT [OeATeNbHOCTb OpraHmM3auuu:
ynpaBneH4yeckasi, NpoM3BOACTBEHHAs, 9KOHOMUYecKas,

Hay4Has, TexHu4eckasa n ap.;

4. YnpaBneH4Yeckme JOKYMEHTbl B nogasnstoleM 60MnblLUMHCTBE OPUEHTUPOBAHbI Ha
KOHKpPETHOro nosyvyatens;

5. BONbWMHCTBO CUTyauun, BO3HMKAKOLWNMX B OEATENIbHOCTM OpraHuMsaummn u
HYXOarLWMXCA B MMCbMEHHOM OOPMITEHNN, OTHOCATCS K MOBTOPSOLLMMCS, OAHOTUMHBIM
CUTyaLusiM.

PaccmoTpeHHble  ycnoBusi  OenioBoro  obuweHns opMUpyoT — onpeferieHHble
TpeboBaHUA K ynpaBneHyeckom wHpopmaumn. [Ona obecneyeHns 3PPEKTUBHOIO
WHpopmMaunoHHoro obmeHa B cdepe ynpaBneHus wuHdopmaumnsa AomkHa obnagaTtb
onpeaeneHHbIM1U CBONCTBaMW.

OHa pormxkHa 6bITh:

1. OcdmumanbHOM NO CBOEMY XapakTepy, YTO noAvYepkMBaeT AenoBYHD OCHOBY
OTHOLLEHWI, UX HEMUYHOCTHbLIN XapakTep, a Takke cBuaeTenbcTtByeT 06 onpeaeneHHom
ANCTaHUUK, CYLLECTBYIOLLEN MeXAY y4aCTHUKaMu AeNOBOro obLieHus;

2. ApgpecHon, TaK Kak yrpaBrieHYeCKMM [JOKYMEHT Bcerga npeaHasHadveH
KOHKpETHOMY nosiyyaTtento, JOMKHOCTHOMY JvLy, opraHuM3aunn, rpynne opraHnsauunm,

3. AKTyarnbHOM, NOCKOSMbKY AOKYMEHT OOSMKEH coAepXaTb UMEHHO Ty MHopMauuio,
KoTopas HeobxoovMma B [aHHbI MOMEHT BpeMeHW AnS NPUHATUS 3 PEKTUBHOIO
ynpaBfeHYeckoro peweHna nmbo MHOMo  WUCNONMb30BaHMA B YNpaBIieHYEeCKOWn
AeATernbHOCTY;

4. OOGBLEKTMBHOW M [OOCTOBEPHOW, TaK Kak Ans 3pdeKkTMBHOM ynpaBreH4YeCKon
AeaTenbHOCTN HeobxoauMa HenpenB3sTasi, becnpucTpacTtHas OueHKa cobbiTu, haKToB,
ABIIEHUN;

5. Y6eantenoHon, aprymMeHTUpPOBaHHOWN, MOCKONbKY 3ajaya OeroBoro obuieHns —
nobyauTb agpecata coBepliath (MW He coBepLUaTb) onpeaeneHHble JeNCTBUS;

6. [lonHOM w1 [gocTaTtodHOWM Ona  MpUATUS  YPaBIEHYECKOrO  pPeLUEeHus.
HepoctaTouyHOCTb WHOpMaLMM MOXET Bbl3BaTb HeEOOXOOMMOCTb LAOMOMHUTENBHO
3anpawmBaTb CBeJeHUs, nopoxaartb nepennucky, NPUBoOANTb K HeonpaBAaHHbIM NOTEPSM
BPEMEHUN N CPELCTB.

3. fIsbikoBble TpeboBaHUsA K AeNOBOMY NUCbMY

Henosoi cTunb obnagaeTt COBOKYNMHOCTbIO cneumduyecknx Npu3Hakos, OTNMYaoLWmxX
ero OT ApyrMx CTuUnemn s3blka — Hay4yHoro, nyoGnmuucTuyecKkoro, pasroBOPHOro, s3blka
XyOOXEeCTBEHHOMN NuTepaTypbl.

OcCHOBHbIMM TpeboBaHNAMU, NPeAbSABSEMbIMU K 4ENOBOMY CTUMIO, SABNAIOTCA:

— CTaHJapTU3aunsa N3NoXeHns;

— HenTparbHbIA TOH U3NOXEHUS,

— TOYHOCTb W OnpeaeneHHoOCTb (POpMYnMPOBOK, OAHO3HAYHOCTb U eanHoobpasne
GOPMYSIMPOBOK;

— NAKOHWYHOCTb, KPaTKOCTb U3MNOXEHNSA TEKCTA;

— UCMNONb30BaHNE A3bIKOBbIX (POPMYIT;

— UCMNONb30BaHNE TEPMUHOB;

— NPUMEHEHNE NTEKCUYECKUX N rpaddnvEeCKMX COKPaLLLEHWUN;

— npeobnagaHve cTpagaTesibHbIX KOHCTPYKUMA Ha OEeNCTBUTENBHbBIMU;

— ynotpebneHne crnoBocoveTaHui ¢ OTrnarofibHbIM CyLLECTBUTENbHbIM;
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— UCMNONb30BaHWE KOHCTPYKUMMA C nocregoBaTeribHbiM  MNOOYUHEHMEM CMOB B
poaAUTENBLHOM U TBOPUTENBHOM Nagexe;

— npeobnagaHne NpoCTbiX pacnpoCTPaHEHHbIX NPeaTIOXEHNA.

CTtaHgapTnsauus OenoBOW peudn oxBaTbiBaeT BCE YPOBHU A3blka — U NEKCUKY, U
Mopdponoruio, n cuHTakcuc. K Hactoswemy BpeMeHn ernoBas pedb Hakonusia orpoMHoe
4YnCno TepMmnHOB, 06opoToB, hopMyn. MIcnonb3oBaHMe roTOBbIX KOHCTPYKLUUI NO3BONSET
He TpaTUTb BPeMS Ha MOWUCK onpederneHun, XapakTepusyrLwmx CTaHOapTHbIE cUTyauuu.
CraHgapTmsauua  O0enoBOW  peyn  3HaAYUTENbHO  MNOBbIWAET  UH(OPMAaTUBHOCTb
AOKYMEHTOB, 3aMeTHO obneryaet ux BOCNPUATME, 4YTO CNOCOOBCTBYET ONTUMMU3AUUU
AOKyMeHToo6opoTa B LIENOM.

HenTpanbHbIl TOH M3NOXEHUSs — 3TO HOpMa odULManbHOrO AenoBoro obuieHus,
KOTopasi NposiBNISIETCA B MaKCMMaribHO CTPOroM W CAEpXaHHOM XapaKTepe MU3MNOXeHUs.
HenTpanbHOCTb TOHA W3MOXEHUS WCKIHYaeT BO3MOXHOCTb YNoTpebneHus B TekcTax
9KCNPECCMBHO M 3MOLIMOHArNbHO OKpaLLEHHbIX 3bIKOBbIX CPeACTB (Pa3roBOPHOW JIEKCUKN Y
mMexgomeTuin) obpasHbiX CPeacTB WM CroB, ynoTpebrnsemMbix B MEPEHOCHOM CMbICIe.
NHpopmaunga, cogepxalancs B TEKCTe NUCbMa, oduumanbHas no ceoemy xapakrepy. o
3TOW NPUYMHE NMNYHOCTHbIN, CYOBEKTUBHBIA MOMEHT B JOKYMEHTaxX A0SKEH ObiTb CBEAEH K
MUHUMYMY. M3 A3blka JOKYMEHTOB UCKMIOYAKOTCA CrnoBa, obnagaroLime SpKo BblpaXXeHHOM
9MOLIMOHAIbHOM OKpacKow (CrioBa C YMeHbLUUTENbHO-NackaTenbHbiM1 cyddukcamm, ¢
cydpdukcamun npeysenuyeHnsa NN yMeHbLUIEHNS, MeXO0METUS).

OpHako Henb3da cynTaTth, YTO OPULManbHbI AOKYMEHT BOOOLLE NULLIEH SMOLUNA.

Llenb GonblMHCTBA AOKYMEHTOB — 3auHTepecoBaTb ajpecarta, ybeaumtb ero,
nobyauTb AENCTBOBATb B HY>XHOM 1151 aBTOpa HanpasfeHun. YnpaBrneHYeCckun JOKYMEHT
He OOCTUrHeT cBoen uenu, ecnn OyaeT NUWEH 3MOLMOHANbHOro0 NoATeKCcTa, OAHaKo
9MOLMOHANbHOCTb AO0IMKHa OblTb CKPbITOM M OOCTUraTbCs HE A3bIKOM, a COLEPXaHUEM.
OHa pomkHa ObITb CKpblTa 3a BHELHUM CMOKOWHbBIM, HENTPAnbHbIM TOHOM W3MOXEHUS.
TOYHOCTb M3NOXeHUsa npeanonaraeT 04HO3HaYHOE NOHMMaHWe coaepXaHus JOKYMEHTa.

AcHOCTb M TOYHOCTb TeKCcTa onpefendetrcsa npexge BCero MnpaBUNbHOCTLIO
KOMMO3ULMOHHOW CTPYKTYPbl TEKCTA, OTCYTCTBMEM FOrMYECKMX OWMBOK, NpOAyMaHHOCTbIO
M 4YEeTKOCTbIO (POPMYNMPOBOK — YCTOMYMBBLIX OBOPOTOB, OTCYTCTBMEM 0OOpasHbIX
BbIpaXXeHUM.

JIaKOHWMYHOCTb M3NOXEHUA TeKCcTa [OoCTUraeTcs 3KOHOMHbBbIM — UCMOSIb30BaHNEM
A3bIKOBbIX CPeaCTB, WCKNIOYEHMEM peyeBOn W3ObITOYHOCTM — CMOB WU BbIPaXeHWn,
HeCyLLMX OONOMNHUTENbHbIN CMbICH.

TpeboBaHve NaKOHUYHOCTWU, UMM KPATKOCTWU, TEKCTa HEenocpenCTBEHHO CBSA3aHO C
yMeHblleHNEM obbema TekcTa. TpeboBaHMe KpaTKOCTW 3acTtaBnsieT 06onee 4eTko
dopmynupoBatb TeMy [OOKYMEHTA, 3KOHOMHO WCMONb30BaTb $3blKOBble CPenCcTBa,
UCKIoYaTh NIUWIHWE CrnoBa, He Hecyline Heobxoammon uHdopMauun, HeonpasAaHHbIE
NMOBTOPbI U HEHY>XHblE NOAPOBHOCTH.

Mucemo  pomkHO ObiTb  yOeauTenbHbIM - HE3aBUCUMO OT  TOrO, KOMY OHO
HanpaBnseTcs, cogepaTb TOYHbIE AaTbl, 6GeccnopHble akTbl U BbIBOAbI.

OpgHa m3 ocobBeHHOCTEN [OEenoBOM pedYn — LUMPOKOE ynoTpebneHne A3bIKOBbIX
dopmMyn — ycTonumBbiX (LLabNoHHbLIX) 060POTOB, NCNOMb3YEMbIX B HEU3MEHHOM Buae. [Ans
MOTUBaALUKN TOrO NN UHOTO AENCTBUSA MPUMEHSIOTCS CneayoLwme BblpaXeHus:

Coobuwaem, 4To B Nepunog C... no...;

Coobuaem, YTo No COCTOSAHUIO HA...;

Hanpasnaem Bam cornacosaHHbIN...;

Mpocum Bac paccmoTpeTs BOMpOC O...,

[MpoBepkon yCTaHOBMEHO, YTO....;

B cBA3un ¢ oTcyTCcTBMEM (DUHAHCOBOW MOMOLLUM...;

B cBA3K CO CNOXHOWM 9KOHOMUYECKOWN CUTYauUUeNn...;

B cootBeTcTBUM C Bawmm nucemom...;
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B nopsiake npoBegeHnsa coBMecTHon paboTbl...;

B cooTBeTCTBUM C MPOTOKOSOM...;

B noaTtBepxaeHne Halwen JOroBOPEHHOCTM. ..

B uenax ykpenneHms oTBETCTBEHHOCTW... U T.4.

AsbikoBble  oOpMynbl — 3TO pe3ynbTaT  YHUUKALMUM  A3bIKOBbIX CPencTs,
NCronb3yeMbiX B NMOBTOPSAOLWNXCA cUTyaumnax. Kpome BbipaXXeHUsa TUMOBOro CoAepXKaHus,
A3blKOBble (POPMYIbl HEepeaKo BbICTYMAKT Kak lpuauvyeckme 3HavyMMble KOMIMOHEHTbI
TekcTa, 6e3 KOTopbIX AOKYMEHT He obriagaeT 4OCTaTOYHON IOPUONYECKON CUITON:

apaHTUpyem Bo3BpaT KpeauTta B CyMMeE...,

Onnarty rapaHtnpyem. Hawm 6aHKoBCKMe pekBU3NTHI...,

KoHTponb 3a BbINOMHEHWEM BO3naraeTcs...

TepMWH — CriOBO WUMKM CNOBOCOYETaHUe, KOTOPOMY MPUNUCaHO onpefeneHHoe unm
cneumanbHoe noHaTue. COBOKYMHOCTb TEPMWHOB OTAESNbHOW 06nacT 3HaHUW unu
npodeccuoHanbHoOM AeATeNbHOCTU COCTaBNAeT TEPMUHOSIOTUIO, TN TEPMUHOCUCTEMY.

YnotpebneHme TepMMHOB B CTPOro (UKCUPOBaHHOM 3HadeHun obecneymBaet
OLHO3HAYHOCTb MOHUMAaHMUS TEKCTA, YTO OYEHb BaXXHO B AENOBOM OOLLEHNN.

TepMuHbI, ncnonb3yemble B ynpaBfieHYeCKOM AOKyMeHTauuu, - 3TO oTpacnesas
TEPMUHOMNOINSA, OTpaxawwas coaepXaHne TOW npeamMeTHon obnactu, KOTOpow
NnocBSLLAeTCA codepXaHue [OOKYMeHTa, a TakkKe TepMWHbI, CroXmBLUMEeCs B cdepe
AOKYMEHTauNoHHOro obecneveHms.

MpaBuUnbHOCTL M CTabunbHOCTb YyNOTPebNeHna TEPMUHOB Ha NpakTUKe AOCTUraeTcs
NCronb3oBaHNEM TEPMUHOSOMMYECKUX CNOBapen U cTaH4apToOB, KOTOPbIE YCTaHaBNUBaKOT
CTPOro OAHO3HAYHYK CUCTEMY MOHATUA U TEPMUHOB M CNOCOBCTBYIOT YNOPAA0YEHMIO
TepMuHonormn. TepMuHbl, ynotpebnsemble B cepe AOKYMEHTAUMOHHOrO obecneyeHns
ynpaeneHus, 3adgukcmpoBanbl B TOCT P 51141-98 «[1enonpon3BOACTBO U apXMBHOE
aerno. TepMuHbl 1 onpeaeneHns».

Mpu ynotpebneHun TepmmHa HeobxoamMmMo cneguTb 3a TeM, YTobbl OH Bbln NOHATEH
agpecaty. Ecnv y aBTopa nucbMa BO3HMKAeT COMHEHMe Mo 9TOMy MoBoAy, TO
Heo6Xxo4MMO NOCTYNUTb OAHUM U3 creayroLwmnx o6pasos:

— AaTb oduumanbHoe onpeaeneHne TepMmnHa;

— pacwundpoBaTb 3Ha4YEHNEe TepMNHA CNoBaMn HENTPAaribHOM NEKCUKW;

— ybpaTb TEPMUH NN 3aMEHNTb €ro OBLLENOHATHLIM CITOBOM UIN BbIPaXXEHNEM.

TpyaHocTn B ynotpebneHnn TEpMUHOB CBSA3aHbl elle U C TeM, YTO TepMUHOCUCTEMA
HaxoouTCs B MOCTOSIHHOM W3MEHEHUW: MEHSIETCS COAepXXaHWe YxXe CyLeCTBYHOLNX
MOHSTUI, BO3HUKAIOT HOBbIE, YaCTb MOHATUN yCTapeBaeT, 1 0603HavaLwWwme nx TEPMUHDI
BbIXOAAT M3 ynoTpebneHus.

Mpn ynoTpebneHmm MHOro3HavHbIX TEPMWUHOB (TEPMMHOB-CMHOHMMOB) crieayet
yYnTblBaTh, YTO B OQHOM JOKYMEHTE TEPMUH MOXET ynoTpebnaTtbcs TONbKO B OOHOM U3
CBOMX 3Ha4YeHun. Hanpumep, TEpMUHbI «A0TOBOP», KKOHTPAKT», «COrfalleHne» ABnsTCA
TEPMUHAMN-CUHOHMMAaMK, HO OHW pasNUYalTCA MNPaKTUKOM CBOEro npuMmeHeHus. B
TPYOAOBOM 3aKoHOAATENbCTBE peyb WAeT O TpyaoBOM AoroBope (KOHTpakTe); B
rpaXXgaHckoM — OBYX- W MHOFOCTOPOHHME COENKW HasbiBalT [A0roBopamMu; BO
BHELLHETOProBoM  AedTenbHOCTM Gonee  ynotpebuteneH TEpMWH  KKOHTPaKT»,
[OrOBOPEHHOCTU B paae Apyrmx obnacten UKCUpYTCs B COrnalleHnsx.

Ewe ogHa ocobeHHOCTbL AenoBon peun. B genoBon peun NpUMEHSIIOT COKpaLLEHUS.
PasnuyaloT ABa OCHOBHbIX BUAa COKpaLLEeHWsI CroB:

1. Jlekcnyeckne (abbpeBmaTtypbl) — CNOXHOCOKPALLEHHbIE CrioBa, 0OGpa3oBaHHbLIE
nyTeM yganeHnsa 4yactu coctaBnsawowmnx nx 6yks m3 yacten cnos: CHIL, OO0, MYC, ASC,
FOCT, 'YM, Pockom3sewm, rnaBbyx, 3aB., 3aM., CneyHas.

2. pacpnyeckme — npMMeHaeMble Ha NUCbMe COKpalleHHble 0603HaYeHns CroB: rp-
H, TYK, -0, KB. M 1 Op.

B nucbmax AOMmkHbI yNnoTpebnaTbCs TONbKO OMuManbHO MPUHATBHIE COKpaLLeHus,
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00603Ha4YeHNsT N TePMUHbI. HanMeHoBaHWSA ydpexaeHun, opraHu3auumn M OOSDKHOCTEWN,
3BaHUN, edvHUL, U3MepeHusi, reorpaduyeckue HasBaHWA W Opyrue AOSMKHbl TOYHO
COOTBETCTBOBATb OpunumanbHbIM Ha3BaHUAM.

Ewe opgHa o0COGEHHOCTb [OEenoBOM peyn — UCMNONb30BaHNE KOHCTPYKUMA C
nocnegosaTenbHbIM NOAYNHEHNEM COB B POAUTENBHOM UMM TBOPUTESTBHOM Nagexe:

[Mpepnaraem Bam BapuaHTbl pewleHuin (4ero?) peKkoHCTPYKLUMM CUCTEM OTOMSEHUS,
BEHTUNALUNN N CaHUTAPHO-TEXHUYECKUX YCTAHOBOK XWUIbIX JOMOB U aAMUHUCTPATUBHBLIX
34aHUNN.

MonHoCTbIO pasgenseM HeobxoguMmocTb (4ero?) panbHeunwero obcyxaeHus
KOHKPETHbIX BONPOCOB BO3MOXHOIO COTPYAHUYECTBA.

CornacHo yTtBepxgeHHoMy [lpesngeHToM Poccuickon ®depepaunmn  (Yemy?)
[MepeyHio OCHOBHbIX MEPOMNPUATUM NO MOAroTOBKE M MPoOBeAeHU0 npasgHoBaHua 60-1
rogosLmHbl Nobeab! B Benukon OTevyecTBeHHON BOVHE...

CornacHo wrtaTHOMY pacnucaHuio. ..

[na genoBown pevn xapakTepHO ynoTpebreHune CrioBOCOYEeTaHU C OTrarosibHbIMM
CyWecCTBUTENbHbIMU. Ype3Bbl4alHO aKTMBHO B [JeriOBOM  peys BMECTO [NnarosioB
NCMONb3YITCA KOHCTPYKUUM W3  OTrMarofibHbiX CYLEeCTBUTENbHbLIX CO 3Ha4yeHUeM
AEeNnCTBUS: okasaTb cogencTane (a He NOCOAEeNCTBOBaTb), OKa3aTb MOMOLL (2 HE NOMOYb),
npomsBecTn ybopky (a He ybpaTb), oKka3aTb NOAAEPXKKY (a He nogaepXaTtb), NPOU3BECTU
PEMOHT (a He OTPEMOHTUNPOBATb).

[MpocToTa nsnoxeHus, npeobnagaHne NPOCTbIX PACNPOCTPAHEHHbIX NPeanoXeHuNn
BaXkHbl Ans nucbMa. OCobeHHOCTb 4EeNOBOro CTUNA — NPeMMyLLECTBEHHOE ynoTpebneHme
NPOCTbIX pacrnpoCTpPaHEHHbIX NPeasioXeHNN, OAHOCOCTaBHbIX (C OAHUM MaBHbLIM YIIEHOM
— noanexawmm unuM ckasyembiM) UNu OBYCOCTaBHbIX (C ABYMSA rMaBHbIMU YfieHaMn —
nognexawum n  ckadyembiM) C 0060cobneHHbiMn  obopoTamy  (MpUYACTHbIMM,
aeenpuyactHbiMM, 060COBMNEHHbIMM  onpedeneHnamu), BBOAHbBIMW  CrOBaMu U
npeanoXeHUs M, Hanpumep:

B cea3u ¢ KpalHe HU3KOU 3hheKmueHOCMbI UCMOIb308aHUS 20pO0OCKOU
cobcmeeHHocmu, 8HeceHHoU 8 ycmasHol poHO CI «MWO», a makxe HeGocmamo4Hou
3aepyXeHHOCMbI asmoxo3slicmea U e20 ybbimoYHOCMbIO npocuM Bac pewums gornpoc
0 repedaye Oonu 2opoda huHaHCOB0O-X035LUCME8EHHOMY yripasreHuro Mapuu.

4. HazHa4yeHMe aenoBbIX NUCEM U UX Knaccudukauma

Mucemo  uenecoobpasHoO roToBUTbL MO OAHOMY Bornpocy. Ecnn  Heobxogmmo
obpaTtuTbCa B OpraHM3auuio O4HOBPEMEHHO MO HECKOMbKUM pa3HOPOAHbIM BOMpocam, TO
PEKOMEHOYETCH COCTaBNATb OTAENbHbIE MMCbMA MO KaXXOoMy U3 HUX.

B TekcTe ogHOro NnucbMa MOXHO BblpaXkaTb NPOCHObLI UK Apyrne BONpOoChl, €CNN OHK
Ha ncnosnHeHne 6yayT nepeaaHbl OAHOMY NNLLy.

Kpome TpaauUMOHHbLIX A3bIKOBbIX (OOPMYST B O€f0BOM Nepennucke BCTpedatoTcA
WHOCTPaHHble CroBa M crioBocoyeTaHund. [pakTUYecKM OHW UrpatoT pofib SA3bIKOBbIX
dopmysn. HacTb M3 HMX XOPOLUO 3HAKOMa, YacTb pacrnpocTpaHeHa B MEHbLUEN CTEMNEHW.
Cnenyet umeTb B BUAY, YTO UCMONb30BaAHNE NHOCTPAHHbIX CNIOB OTAAET HEe3HaYNTENbHOM
CTapOMOAHOCTbIO, HO BMECTE C TEM OCTaBIISieT XOpoLlee BneYyaTneHme y 3HalLWero atu
crnoBa napTHepa v No3BOoMsieT NOCTaBUTb B TYNUK MOCTOPOHHErO YnTaTens.

Mo coaepkaHUo 1N Ha3HAYEHUIO NUCbMa MOryT ObITb:

— VHCTPYKTUBHbIMU;

— COMNpPOBOANTENBHbIMMU,;

— rapaHTUNUHbIMU;

— MHGOPMaLIMOHHbBIMU;

— 6narogapcTBeHHbLIMN;

— NO34paBUTESIbHBIMU;
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— peKknamMHbIMW.

Ectb Takke nucbma-npocbbbl, NMCbMa-3anpocbl, MUCbMa-U3BELLEHNS], NMUCbMa-
OTBETbI, NUCbMa-npurnawennss n ap. Kaxgas pasHOBMAHOCTL MUCEM WMEET CBOWU
0COBEHHOCTN B COCTaBNEHNN N OCOOPMIIEHNN.

4.1 NMucbma-npurnaLueHus

[Mucbma-npurnaweHMss € NpeasiokeHneMm  MNpuHATbL  yyYacTMe B CeMUuHapax,
COBELLaHUAX N ApYrux MeponpuaTnax obbl4HO agpecyroTCs PYKOBOAUTENIO OpraHM3aumm,
KOHKPETHOMY OOSTKHOCTHOMY nnLy, HO MOryT OblTb agpecoBaHbl U BCEMY KOnnektusy. B
nMCbMax yKasblBalOTCH YCMOBUS y4aCTUHA, MECTO U BpeMs NpoBedeHUS MeponpuaTun, a
npn Heobxogumoctn u ¢opma ogexabl. B nucemMe 06bIMHO OGOPMNSETCS PEKBU3UT
«MPUMOXeHNe», B KOTOPOM coobLuaeTcs nporpaMmmMa MeponpusTUS.

4.2 NapaHTUMHbIE NUCbMa

[[@apaHTUWHbIE NUCbMa COCTaBMIAKTCA C UeNbio NOATBEPXAEHUS onpeaeneHHbIX
obGelWaHnn wunuM YCrnoBUW W afpecyloTCs opraHusaumm wunu  oTAenbHOMY  nuuy.
MapaHTMpoBaTbCA MOryT nfiaTa 3a BbINOSIHEHHYKD paboTy, KayecTBO, CPOKM MOCTaBKM
npoaykuuu, onnaTta ToBapa, apeHabl 1 T1.4. B Taknx nucbmax Ucnonb3yTcsa CTaHAapTHbIE
BblpaXeHusi: «dupma rapaHTMpyeT, rapaHTupyem, MNpoCUM BbICNaTb B Haw agpec
HanoXeHHbIM nnatexom (Bug rapaHTuu), onraty rapaHTUpyem, CPOKM MNOCTaBKU
rapaHTMpyem, KayecTBO U3eNMn rapaHTUPyEM...».

B nucbMe OObIMHO YKa3bIBAOTCA MNaTeXHble PEKBU3UTbI OpraHv3auuu, LaloLlen
rapaHTum onnarbl.

>KenatenbHO TEKCT NMCbMa cornacoBbiBaTb C topuanydeckon cnyxbon. Kpome
noanucu pPyKkoBOAUTENS oOpraHM3aumm MOXeT ObiTb odopmnieHa nOANUChH T[NAaBHOrO
Byxrantepa. lNoannce 3aBepsieTca neyaTblo.

4.3 NMucbma-NpocbLOLI

CywectByeT OrpOMHOE KOMWYECTBO CUTyauuin, Lalowmx MNOBOA4 ANS M3NOXEHUS
npocb® OT MMeHW NpPeanpuATUA, OpraHu3auun, ydpexgeHwin. TeKCT AaHHOro nucbMma
00bI4HO CcTpouTCs no crnegyowen popme: B OCHOBHOM 4acTu COAEpKaHUs U3MNOXeHue
NpuvYmnHbl, nobyamBwen obpaTuTbCa C NpocbOon; Wn3NoXeHue camMon npocbObl; B
3aKMYNTENBHON YacTu BbICKa3blBAETCA Hadexna Ha oxuaaembln pesynbTar. [lpocbbbl
00bI4YHO BbIpaXalTCs CrnoBaMmn «npoLly, NPOCUM>;

Mpocum okasaTb cogencTeme...;

[Mpocum BbICNaThb B HaW agpec...;

[Mpocnm NpUHATL yvacTue...;

Mpowy noBecTn Ao cBefeHus.. .,

Mpowy nukBnaMpoBaTb 3a40MKEHHOCTb...;

Mpowy NpUHATE Mepbl...

MaBHas uenb AaHHOro nucbMa — ybeanTb, Aoka3aTb B HEOOXOOUMOCTU NCNOSTHEHUSA
npocbbbl, NO3TOMY B TEKCTe MNUCbMa MpuBOAATCA ybeauTenbHble [OKa3aTenbCTBa,
npunaralTca pacyeTbl, CMeTbl W Apyrne noaTBepXaalolne OCHOBaHUA, KOoTopble
0POPMIISIOTCHA PEKBUSUTOM «MNPUSTOXKEHUE.

4.4 NMncbma-oTBeTbI

TekcT nucbma-oTBeTa OObLIMHO HauMHAETCss C MNOBTOPEeHus npockbbl. [Janee
nanararTca pesynbTaTtbl PacCMOTPEHUs NpocbObl, MOTMBMPYETCSA OTka3 (ecnu 370
NMMCbMO-0TKa3) U KOHCTaTMpPyeTCHa caM OTKas.

XapakTep NHdopMaumn JEenoBoro nucbma 06bIYHO npegnonaraet
anbTepHaTUBHOCTb OXUAAeMoOW WHopMauMm B MNUCbMe-OTBETe, T.e. B [OESIOBOM
nepenucke OEWCTBYET NPUHUMN napannenMama B acnektax COAEp)KaHusi, KOTOPbIN
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OTpaXkaeTcs B A3blke OTBETHON KOPPECMNOHAEHLNN. DTO O3HAYaET:

1. Hannyme B NncbMe-0TBETE CChINKM Ha NepBOHaYanbHOE NUCbMO U €ro TEMY;

2. Vcnonb3oBaHne OOMHAKOBbIX SA3bIKOBbIX CPEACTB BbIpaKeHus (npexae Bcero
TepMuHonornmn) B o06omnx nnucomax;

3. ConoctaBMmocTb 06BbEMOB WMHOPMaUUM U acCrneKkToB coaepxaHums B 06omx
nucbmax;

4. CobniogeHne onpeaeneHHon nocrnenoBaTenlbHOCTM B M3MOXEHWUM  acnekToB
coaepXxaHus.

TeKCTbl OTBETHbIX MUCEM OOSKHbI COOTBETCTBOBATL 3a4aHWsM, 3a(PMKCMPOBAHHbLIM B
pes3onouuax pykoBoauTenen.

[MepBoe M OCHOBHOE MPaBuUIO — He 3aTArMBanTe C OTBETOM, HE 3acTaBNaANTe Ballero
KoppecnoHaeHTa xaaTtb. Ecnn obcTtoaTenbCcrBa CkNagbiBalOTCH Tak, YTO Bbl HE MOXeTe
AaTb OTBET B YCTAHOBIEHHbIN CPOK, coobLimnTe 06 3TOM agpecarty, a Takke O TEX CPOKaXx,
B KOTOPbIN Bbl MOXETE AaTb OTBET OKOHYaTeNbHO. HeNpeMeHHO N3BMHUTECH 3a 3a4EPXKKY,
yKasaB npu 3TOM ee 0O bEKTUBHYIO MPUYMHY.

B nucbme-oTBeTE yKka3blBaeTCA HOMEp W Aata [OKYMEHTa, Ha KOTOpbIn AaeTtcs
OoTBET. OTU AaHHble MPOCTaBASOTCA HE B TEKCTe NUCbMa, a B YCTAHOBNEHHOM MecTe
GnaHka unu nepep 3arofloBKOM JOKYMEHTa, OhOPMIIEHHOIO He Ha BnaHke.

Ncnonb3ytotcsa cneayowmne hopmbl N3MN0XKEHNST OTKA30B:

Bawe npegnoxeHne OTKNOHAETCA NO CreayoLWwmnm NpuimMHam. ..

HanpaeneHHbin B Baw agpec npoekT cornawweHnss O COBMECTHbIX OeWCTBUSX
OTKINOHSAETCS NO CreayoLwmmM NpUYMHaMm. ..

Coxaneem, HO Halwa hrpma He MOXET NpUHATL Balue npegnoxeHue...

4.5 bnarogapcTBeHHbIe NMUCbMa

B nocnegHee Bpems B OenOBOW Mepenucke CTanu LUMPOKO MPUMEHATLCA NUCbMa-
GnarogapHocTu.

Mucbma GnarogapHOCTU — 3TO NpaBuia XOPOLUEro TOHa B3aMMOOTHOLLEHUI MeXay
napTHepamun. B napTHEPCKNX B3aMMOOTHOLLEHNAX HYXXHO YMETb HE TOSIbKO NPOCUTb, HO U
nobnarogaputb 3a OKas3aHHble YCnyrM, 3a COBMECTHOE MpoBedeHMe Kakux-nnbo
MEPONPUATUIA, 3a HanpaBneHHble NO34PaBIieHUs, 3a OpraHM3aumto npuemMa u T.4.

Mucemo mMoxeT 6bITb OopMNeHO Ha GnaHke nucbMa unu Ha GnaHke LUBETHOM
GnaHke) GnarogapCTBeHHOro nucbma. B Tom cnyyae, ecnn nNnCbMO OOPMIMEHO Ha
6GnaHke NMcbMa, OHO PErmcTpUpyeTca B YCTaHOBNEHHOM nopsiake. NncbMo, odhopmMneHHoe
Ha OnaHke 6narogapCTBEHHOrO MNWUCbMa, He MOANEXWUT perucTpaumm, Ha pPeKkBu3UT
«noanncb» MoXeT ObiTb MpocTaeneHa nedvatb. [1OCKOMbKY MUCbMO HOCUT FIMYHOCTHBIN
Xapaktep, B HEM He pekoMeHayeTcss 0POpPMASATb PEKBU3UT «UCMONHUTENb». B TekcTtax
nmcem MCNonb3yeTcsa TMNoBas hopma U3NOXKEHUSN:

Bbipaxato 6narogapHocTb...;

NckpeHHe npusHaTeneH...;

C GnarogapHOCTbO OTMEYaEeM...;

Bnarogapto...;

Cnacu6o Bawm 3a...

4.6 ConpoBoguTesnibHble NMCbMa

ConpoBoauTenbHble MMCbMa COCTaBnATCA Ans  cooblieHus agpecaty o
HanpaBfiEHMN KaKUX-NMMOO [OOKYMEHTOB. TEeKCT nucbmMa COCTOMT U3 [OBYX YacTewn:
coobLeHnss O BbICLITAEMOM MaTepuane M YTOYHSIOWMX CBeaeHusx (MpuoXxeHus).
OB6bI4YHO TEKCT COMPOBOANTENIBLHOIO NUCbMa O4YEeHb KOPOTOK, yMeLlaeTcsa Ha popmate A5 u
HEe WMeeT caMoCToATenbHOro 3aronoBka. ConpoBoguTenbHble MNUCbMa OBbLIYHO
Ha4YMHaKTCA CO CNOB:

Hanpasnsato nHgopmaumio...;
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BosBpalyaem cnpaBoyvHble Mmatepuans....;

BosBpalyaem nognucaHHbI C Hawen CTOPOHbI AOroBop...;

[Mocbiniaem cripaBoOYHYO NUTEPATYPY...

PasHoOBMAOHOCTLIO CONPOBOAUTENBHOIO NUCbMa BbICTYNaeT AOroBOpHoe nucbmo. B
3TOM MUCbME rOBOPUTLCH O KOHKPETHOM BUAe AOKyMeHTa — goroBope. CTpykTypa TekcTa
3TOro NUcbMa Takas e, Kak CornpoBOANTESTbHOIO NUCbMA.

4.7 NMucbmMa-npennoxeHus

B nocrnegHee Bpems WMpOKOoe pacrpoCTpaHeHue nofy4Ymnu  nucbMa C
npeanoXeHUAIMnN o coTpygHuyecTBe. Jlormyeckas cxema TeKCT AaHHOro NucbMa Takasi xe,
Kak 1 B NncbMe-npockLoe:

— N3NOXeHWe C BONpoca;

— XapaKkTepucTuka B3anMOOTHOLLEHWUI;

— nNpeanoXeHne o COTpyaAHUYECTBE.

B nnucbme ymectHa doopmyna BexnuBocTu. K TeKCTy nMcbma MOryT 6bITb NPUITOXEHDI
AoKasaTenbHble ybeauTenbHble Matepuanbl B BMAE COrfalleHur, NPOCMeKkToB WU T.4.
dopma U3NoXeHUs TekcTa NPUMEPHO crieayowas:

Mbl pagbl npeanoxuTsb (pekomeHgoBaTth) Bam...;

Mpeaonaraem Bam...;

Mbl yBepeHbl, 4To Bac 3anHTepecyeT BbICOKOE KayeCTBO NPOAYKLUMUN. . ;

Coobuwaem, 4To...;

CtaBum Bac B n3BeCTHOCTb, 4TO...;

Hapeemcsa Ha ganbHenwee COTPYyaHUYECTBO...

K nucemam-npennoxXeHnUsaM MOXHO OTHECTU cneayroLwime Bua nmcem:

lMucbma — npeanoXeHna o coTpyaHUYECTBE;

lNncbma — n3BeLeHns;

PeknamHble nucbma (MHOPMaUNOHHbIE MUCBMA).
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Il. MpakTn4yecknn 6NoK (3apaHunA)

3apanue Ne 1.

Mepenuwnte crnegywowme nMNpeanoXeHna TakK, 4TOoObl OHM COOTBETCTBOBANM
OCHOBHbIM MPUHUMMAM MUCbMEHHbIX KOMMYHMKauun. B kaxgom u3 npennoxeHuin
NPUCYTCTBYET Kak MMHMMYM OfHa oLmnbka:

1) Haw pervoHanbHbI AOWPEKTop, [OeByLIKa, WMelwasi MHOrONeTHUA OrbIT,
NpoBepUT BalLK cHeTa.

2) Ecnu BbI CPOYHO He 3annaTtuTe Bbl HE MONy4YnuTe CyLLECTBEHHOW CKUAKMW.

3) BBuay TOro 4to TOBaAp HaAXOAWUIICA Y Bac TONbKO 6 MecsueB, COBEPLUEHHO ACHO,
YTO PEMOHT ByZeT B pamKax rapaHTUu.

4) Ecnn paboTHWK mMmeeT xanoby, paboTHWK AOfmKeH AOCTaBUTb 3Ty Xanoby B
KOMUTET No xanobam.

5) B HeTpe3BOM COCTOSAHUM aBTOMHCNEKTOP oTOOpan y BoauTens npasa.

6) YUnenHam CoBeTa noneuntenen BEpUTCS, YTO HOBbIN NnaH 6yaeTt paboTtathb.

7) HecmoTps Ha Bally 3aepXKKy C OnfaTon c4eTa, Mbl HE 3aKPOEM CYET.

8) Ha aT10T pa3 s mory ckasaTb, YTO HOPUCT MOXET obecneyvnTb peLueHne 3TOW
npo6siemMbl, HO YTO OH 06s13aTENbHO A0SMKEH ObiTh CNELNANMCTOM NO Haroram.

9) U3 aTOM NONUTUKN HE MOXET CYyLLEeCTBOBaTb UCKITIOYEHUN.

10) MNonHbIn oTYeT ByaeT NocnaH Bam npeacefartenem genaprameHTa.

11) JeueHTpanusaumnsa ueHTpa no obpaboTke crnoB Gbina npeanoXxeHa B oT4eTe Ans
ynyJdweHums npouecca paboTbl U CHUXKEHMS LIyMa.

12) Bam He paspeluaetca nponyckatb paboTy, €Crim y Bac HET YBaXUTENbHOWN
NPUYMHBI.

13) B HacToALWMA MOMEHT KOHCEHCYC MHEHUA TaKOB, YTO TEKy4eCTb kagpoB Oyaer,
pacTu B Te4yeHue Mas Mecsiua.

14) Bawa paboTta 6bina uenmkom HeyaoBneTBOpUTENbHA.

15) Uenammn BcTtpeun 6bino: (1) coobwmutb nNONUTUKY no nepcoHany; (2)
BOOAYLUEBMNEHME Ha Yy4dyacTme B nporpammax obydeHus obcnyxuBaHuio;  (3)
npeacTaBrieHMe HECKONbKMUX HOBbIX PAabOTHUKOB.

16) OTyeT 6bIN1 NpeaHa3HaveH ans Hukonasa n meHs, a He ansa Buktopa n TaTbsHbI.

17) Kaxxgasa n3 cnegyowwmx cTpaHuy, 6bina BeldnTaHa B rpaHkax pegaktopamu.

18) B cootBeTCcTBMM C BawuMM 3anpoCOM Mbl MNpuUKNagbiBaem ctoga ortyeT 06
WHBEHTapuM3aLumMm 3anacos.

19) KypeHue 3anpeLleHo Be3ge Kpome xosnna.

20) Mbl XOTMM COOBLWUTL BaM, YTO €Cinn Bbl HE NPeaNPUMUTE CPOYHbIX LIAroB, CPOK
AENCTBUSA KOHTPaKTa 3aKOHYUTCA.

3apaHue Ne 2.

MpounTante cnepgyouiee nnucbMo. NepenninTe, CNpaesuB OLLNGKN.

YBakaembln pegaktop,

A nucan Bam 24 uiona ¢ npocbbon npegoctaBute MHE 100 9K3eMMnnsipoB BaLUEro
XypHana. Ho oTtBeta oT Bac He nocnegoBano, M s HauynMHa [OBOJSIbHO CUIbHO
BOSIHOBATbLCS; 1 HadewCb, Bbl MeHA He nogBeneTe, Tak Kak HECKOSbKO YernoBeK XAOyT
NONyYeHNs 9TUX IK3eMnnspoB. YTO O3HavyaeT, 4YTO MOS penyTauusi HaxoauTcs nopg
Yyrpo301, eCnun s He AOCTaBIO0 NX BOBPEMS.

Ecnn ux He OyameTt 3gecb B cpedy, S BblHYXOEH OTMEHMTb 3akas, aT1o Oyager
neyvyanbHo, TaK Kak s1 C BaMu y>Ke MHOro NneT COTpyaHNYalo.

3apaHue Ne 3.
[Ba mecsdua Hasag Bbl 3akaszanu NULEBYHO BUTaMUHHYHO Ao6aBKy y KOMMAHWUM
«3gopoBoe nuTaHue». Buepa Bbl nonyuunu pgonroxgaHHole gobaBku no nodte. B
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MPUIOXEHHOW pPeKnaMHOM NIMCTOBKE YNOMMHANOCb O TOM, YTO aCCOPTUMEHT MPOAYKLUM
dupMbl  paclumpsieTcsi, WM B cnegylolemM Mecsiue MosiBATCS HoBble  neyebHo-
0370poBUTENbHLIE cpeacTBa. Bawa 3agaya — Hanucatb NUCbMO, MOATBEpXAawoLee
nonyyeHme Aob6aBok, a Takke 3anpocuTb MHOPMaLMIO O HANMMYMK HOBbLIX NPOAYKTOB.

3apaHue Ne 4,

Bbl paboTaeTe TOproBbiM agMUHUCTPATOPOM B KOMMaHUK, CneumanmnanpyroLencsa Ha
paspaboTke nporpamm o6paboTkm TekcTa. [loarotoBbTe pekrnamHoe MMCbMO BO3MOXHbIM
KNueHTam, KOTopoe OO0MKHO ybeauTb ux, 4To Bawa nporpamma «Word Pro» kak pas To,
YTO UM HYXKHO.

3apaHue Ne 5.

Bbl — TOproeey, nogep)xaHHbIMXU MHOMapkamu. B cBA3WM C rpsgywiumMm NOBbILEHMEM
TaMOXEHHbIX MnownuH Bac o4eHb WHTEpecyeT BOMPOC, 4YTO AYyMawT KIANEHTbl O
npuobpeTeHnn noaepXaHHbIX MawuH B Oyaywem. Bbl XOoTUTe NpPOBECTU MUHU-
nccrnegoBaHue cpeam noTeHumanbHbIX KNMeHToB. PaspaboTanTte aHKeTy Ans npoBeAeHus
onpoca, cogepxaiwyw He ©0onee 15 BonpocoB. CouMHWTE CTaHOAPTHOE MUCbLMO,
conpoBoXjarllee Kaxabl OMpPoOCHbIM NUCT. B 9TOM nncbme nogvyepkHUTE BaXXHOCTb
Bawero wuccnemoBaHna u nocTapanmtecb yb6eaouTb KIMEHTOB BEPHYTb aHKeTy B
NPUIIOXXEHHOM KOHBEPTE C OMNSIa4€HHbIMU NOYTOBBLIMU YCIyramu.
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CEMUHAPCKOE 3AHATUE Ne 8
TEMA: YHudumkaumsa asbika genoBbix Oymar

|. TeopeTnyeckum 65n0K

MNAH:

1. YHudukauus asbika genosblix 6ymar

2. HoBble TeHOEHLMM B NpaKTMKE PyCCKOro AenoBoro nucbMa
2.1 Peknama B genoBou peyn

2.2 CopeprxaHune 1 opopmMreHne pestome

3. OcobeHHOCTM pyccKom 1 3apybexkHON LLIKON 4Een0oBOro nucbmMa

1. YHucmkauma sasbika AenoBbIX oymar

YHudumkauua — npuBegeHne 4ero-nmbo Kk eguHon cucteme, dopme, egmHoobpasuio.
CraHgaptmsauma  oduumanbHblx  Oymar  3aknyaeTca B YCTaHOBIMEHMM B
rocyaapcTBeHHOM MacwTtabe onTuManbHbiX NpaeBun u TpeboBaHuM No paspaboTke K
0POPMNEHNIO JOKYMEHTOB.

OcobeHHOCTb  yHMMKAUUK  A3blka  CRYKeOHbIX  JOKYMEHTOB  COCTOMT B
dopMMpPOBaHNUN CUCTEMbI CTaHAAPTHbLIX $A3bIKOBbIX MOAENen, OTpaxarwwmx TuUnosble
cuUTyaumm 0enoBoro obLeHus.

Mpn BCEM MHOroo6pasnm NMCbMEHHOro AeNoBOro ObLeEeHNS ero MHUUMATOP peLlaeT,
Kak npaBuno, TUNOBbIE 3a4a4u:

— MHopMMpoBaHME agpecara;

— MpuBReYeHne BHUMaHus K npobneme;

— nobyxaeHne K 4encTBuio;

— NpugaHne pnanyeckoro craTyca Kakomy-nmbo cobbiTuio;

— MHULMNPOBaHWE 1 Nogaep>KaHne 4enoBbiX OTHOLWEHWI,

— pelueHne KOHMITMKTHBIX CUTyaUni.

Llenb, koTopyto cTtaBut nepea cobon vHuumaTop genosoro obuieHus, onpegenseT
He TONMbKO BbIGOp A3bIKOBbIX MOAENEW, HO, Mpexae BCero, TeMaTUYecKun u
yHKUMOHaNbHbINM TN genoson Gymarn.

HanmeHee Tpygoemkum crnocobom cocTaBneHus ouumanbHOro nucbMa siBNAeTcs
NCNob30BaHMe TUMOBbIX TEKCTOB M TEKCTOB-TpadapeTos.

AsblkoBble (opMynbl  OohuuManbHbIX LOKYMEHTOB. 3a MHOrOMETHIOK MPaKTUKY
AENOBOM nepennckn Obinn BblipaboTaHbl A3bIKOBble (OOPMYIribl, MO3BOMSIOLINE SCHO U
NaKOHMYHO n3naraTb MOTUBbI, MPUYMHBI U LLeNn ounLmnanbHOro NocnaHms.

BbigensioT crnegyowme Tunbl pedeBbiX JeNCTBUN MMCbMEHHOIO 4en0oBOro obueHus:
coobuieHve, yBedoMreHue, MNpeanoXeHwe, oOTKa3 OT nNpeanoxeHus, npockba,
TpeboBaHune, pacnopsbkeHue, npukas, nogTBepXaeHune, 3asasneHne, obelaHue, rapaHTum,
HanoOMWHaHWe, NpeaynpexaeHne, oTkas, BblpaXeHne OTHOLLEHUS.

TpeboBaHuWs K A3bIKY U CTUMIO JOKYMEHTOB

K A3blkoBbIM cpefcTBaM W CTUMKO  M3NOXEHMS MHOpMauMm B LOKYMEHTE
npeabaBnaATCA ocobble TpeboBaHUS:

— OAHO3HAYHOCTb UCMONb3yeMbIX CFIOB U TEPMUHOB;

— HenTparbHbIA TOH U3NOXEHUS,

— cobniogeHne  NeKCMYecKUx,  rpamMmaTUYecKmx,  CTUSIMCTUYECKUX  HOPM,
obecneumBaloLLNX TOHHOCTb U AICHOCTb U3STOXEHUS;

— CMbICMOBas OCTAaTOYHOCTb M NAKOHWYHOCTb TEKCTa.

CmbIcrioBasi  TOYHOCTb MUCbMEHHOTO BbICKa3blBaHUS B 3HAYUTENbHOW CTENeHu
obycnoBneHa TOYHOCTLIO crioBoynoTpebneHns. CrnoBO B TEKCTE AOKYMEHTA [OOSMKHO
ynoTpebnatbCs TONMbKO B OAHOM 3HayeHWW, MpPUHATOM B OduMuManbHO-A4EN0BOM
NMUCbMEHHOWN peyn.

Mpn ynoTpebneHun TepMMHOB B AE€NOBOM AOKYMEHTauum Heobxooumo cnegutb
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3aTeM, YTo Obl TEPMUH BbIN NOHATEH Kak aBToOpy, Tak 1 agpecary.

TpygHOCTM B BOCMPUSATAUM TecTa [LOOKYMEeHTa MOXeT Bbi3BaTb HeonpasOaHHOe
ncnonb3oBaHWe  3auUMCTBOBaHHbIX  cnoB.  Haubonee  tunmyHas  owmbka  —
HEMOTUBMPOBAHHOE YynoTpebrieHne NHOA3bIYHBIX CIIOB BMECTO YXKE CYLLECTBYHOLNX ANS
0603Ha4YeHNsI MOHATU NPUBbLIYHBIX CIOB.

B pokymeHTax He [OMmKHbl ynoTpebnsaTbCs CrnoBa W BblpaXXeHus, Bblweglune u3
ynotpebnenunsa (apxan3mMmbl U UICTOPU3MbI).

B odvumnanbHO-0enoBOon MUCbMEHHOW peydn COXUIUCL MpaBuina pacnorioXeHus
onpepeneHun. Tak, cornacoBaHHble onpegeneHuss (BblpaXeHHble npuraratenbHbIMN)
CTaBATCA nepen onpegendemMbiM  CrOBOM, a HeCcOrfnacoBaHHble  (BbIXOKEHHbIE
cnosocoYeTaHneM) — nocrne Hero.

[Mpyn coyeTaHmm cornacoBaHHOro M HECOrNacoBaHHOIo onpeaeneHnn nepeoe 0bblYHO
npegLwecTeyeT BTOPOMY.

[MpM NOCTPOEHMM CNOBOCOYETaAHUIN crnegyeT yuuTbiBaTb, YTO OOMbLUIMHCTBO CrOB B
NMMCbMEHHOW 4Een0oBON peyn ynoTpebnsaeTca ToNbKO C O4HMM CITOBOM WU C OrPaHUYEHHOM
rpyrnrnou cros.

OcHoBHOe TpeboBaHMe K WH(OPMALMOHHOMY HACbIWEHWNIO [AOKYMEHTa — 9TO
uenecoobpasHoe KONMMYeCcTBO BKOYaeMon MHpopmauumn, Heobxoaumoe n goctaTtovyHoe
Ana peanusaumm KOMMYHUKaTUBHOW 3aJauu.

CTpykTypa TekcTa [OOKyMeHTa (NnorMyeckoe COeOUHEHWE CMbICIIOBbIX acneKkToB)
AOIMKHA ObITb «MPO3paYHO», NEerko BOCNPUHNMAEMON.

B MHOroacnekTHbIX JOKYMEHTax U3NOXeHWe KaXdoro acrnekra coaepxaHus crnegyet
HauMHaTb C HOBOro ab3aua, BbIAENATb KpacHoW CTpokon. Kaxpgoe nocnepyroulee
npeanoxeHne absaua [OMKHO BbiTb CBA3aHO C Npeablaywmm. CneumnanucTbl pasnuyatoT
ABa BMOa KOHTEKCTa: nocriegoBaTenbHbIN U napannenbHbIn.

Mpn coctaBneHun Aenosbix Gymar cnegyet yynTbiBaTb MHOPMALMOHHYKO POSib
nopsiaka CrioB B NpeasioxeHun. B ycTHOM peun Hanbornee 3HadYMmoe CNoBO BblAeNsieTCH
WHTOHALUMOHHO. B nucbMeHHOW peyn nHpopmMaLmMoHHaa porb CrioBa Ui CroBoCoYeTaHUA
BO3pacTaeT K KOHLY npeanoxXeHus.

K craHgapTHbIM acnektam $3blka [JeroBOM MUCbMEHHOM pPeyn OTHOCUTCSH
YHUUKaAUUA COKpaLLLEHUI, LUMPOKO NCMOMb3yeMblX B AeMNOBbIX MMCbMax.

PeueBon aTuKeT B JOKYMEHTE. QTUKET — YCTAHOBIEHHbIN MOPSAOK NOBEAEHUN rae-
nn6o. [lenoBon 3TUKET — 3TOT NOPSAOK NOBEAEHUS, YCTaHOBMEHHbIN B chepe OenoBoro
obLeHuns.

B nuceMeHHOM [enoBoOM 06LeHUn 3aTUKET NposiBrseT ceba B popme 1 cogep>kaHnm
AOKYMEHTOB W, npexae Bcero, B popMynax obpaleHus, BblpaxeHus npocbb, OTKasos,
npeTeHaun, cnocobax aprymeHTauum, opmMmynmpoBke nopydeHnin n ap. Beibop STUKETHbIX
cnoB oOycrnoBerneH, B MNepByl oyepenb, KOMMYHUKATUBHOW 3a4aHHOCTbIO MOCNaHUS.
Tonbko KynbTypa, TakT U OOBEKTMBHOCTb B OLEHKE TeX WIM WHbIX NPOU3BOACTBEHHbIX
CUTyaumn MOryT noackasatb NpaBubHbIN NOAOOP CrOB U BblpaXkeHUN.

2. HoBble TeHAEHUMMU B NpPaKTUKe pycCKOro AefioBoro nucbma

[eBsHoCTble roabl XX Beka CTanuM nNepuvoaoM  3HaYUTENbHbIX W3MEHEHUN B
9KOHOMUKe, B 00nacTn coumanbHbIX OTHOWEHMA. OHW KOCHYINUCb NPaKTUYeCKn BCeX
CTOPOH XM3HU, B TOM 4Yncre cpepbl 4enoBoro obLieHus.

HoBsble cutyauun penosoro obuwieHnss TpebyrT COoBepLUEHCTBOBaHUS (opm
AOKYMEHTaUNOHHOro obecneyeHuns. osaBnalTCcA HOBble BUAbI AOKYMEHTOB. JIEKCMKOH
ohuumanbHO-4EN0BOM MMCbMEHHOM peyn NOMNOSHAETCH HOBbIMU TEPMUHAMMU.

tOpuanyeckne n nNpaBoBble aCNEKTbl B3aMMOOTHOLIEHUMA Mexay paboTHUKOM W
paboTogaTtenemM 3akpennsalTCA C NMOMOLLBI TakMX OOKYMEHTOB, Kak TpyL4OBOW OOroBop,
TPYAOBOE CornalleHne, KOHTPakKT.

BxoxaeHne Poccun B cUCTeMy MUPOBBIX SKOHOMWYECKUX OTHOLLUEHWW onpeaensieTt
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HeobX04MMOCTb COOTBETCTBUS OTEYECTBEHHOW NPAaKTUKM OENOBOro obLeHus, 4en0oBOro
nMCbMa MUPOBLIM CTaHgapTam, B TOM 4YUCfe Ha ypoBHe TepmuHonorun. ViMeHHO 3To
SABNAETCA OAHOM N3 OCHOBHbIX MPUYMH aKTUBHOMO MPOHUKHOBEHUSI MHONA3bIYHBLIX CFOB U
TEPMUHOB B PYCCKYI0 OpunLManbHO-AENOBYO MUCLMEHHYIO peyb.

MoXHO ckasaTb, UYTO CerogHs pycckas oduuManbHO-AerioBasi MUCbMEHHas peydb
nepexuBaeT a3Tan npeobpas3oBaHUN, WU3MEHEHUN, NPOSABASAIOLWMXCA Kak Ha YpoOBHE
NOHATUN, TaK U HA YPOBHE TEPMUHOSOINMN.

TeHaeHunn OGonbluen s3bIkOBOM €BOOOAObLI, SKCMPECCUBHOCTM $3blka COOOLLEHUSNA
NPOSIBNAIOTCA, B MNEepByld o4vepedb, B 43blke W CTUE peknamMHOW [OenoBoWw
KoppecnoHaeHUnn.

2.1 Peknama B 4enoBou pe4u

B nocnegHee BpemMA WIMPOKOE pacnpocTpaHeHue nonyyYnnn  LOKYMEHTbI
WH(POPMALMOHHO-PEKNAMHOIO  XapakTepa: TOoBapHOe npeasioxeHne;, coobuieHne
noTeHumanbHbIM NOTPEOdUTENAM O BUAax Npon3BoANUMbIX TOBAPOB U YCIyT; pe3toMe.

NHpopmaunoHHO-peknamMHble NMMcCbMa HepeaKo CTPOSATCA NO MOAENN: PUTOPUYECKUN
BOMPOC — WMHAOPMALMOHHbLIA TEKCT, SABMSWMACA OTBETOM Ha MNOCTaBfIEHHbLIN BOMPOC.
OcHoBHOe TpeboBaHMe K TEKCTY PeKramMHOro nocnaHus (BMNpOYeEM, Kak U TekCcTam
AENOBbIX MOCMaHMM ApYyrux TUMNOB) — MHAOPMATMBHOCTL U ybeauTenbHoCTb. PeknamHoe
AerioBoe NUCbMO AOSMKHO cofepXaTb KOHKPETHOE KOMMepPYEeCKoe NpearioxXeHune.

Llenb peknamupoBaHust — BbirogHbiIM 06pa3oM BblAENUTb OAHY TOProBYK MapKy
cpeau MapoK KOHKYpeHTOB. [ns 3TOro B peknamMHbIX TeKCTax WMCMOonb3ylTCsa npuemMbl
A3bIKOBOMO MaHUMYNMPOBaHUSA, T.€. CKPbITOro, HEOCO3HaBaeMoro agpecaTtoMm BO34eNCTBUA
Ha Hero B HY>XHOM [J151 TOBOPSLLEro HarnpaseHUn.

HanpaBneHus s3bIKOBOro MaHUMynupoBaHUs, KOTOPbIE UCMOMb3YKTCA B pekname:

Omoumn. [na peknambl OYEHb BaXXHbIM SBNAETCA BO3OAENCTBME WMEHHO Ha
3MOUMOHarbHY cdepy, Tak Kak:

— obwasa amMouMoHanbHas peakumsa Ha peknamy ToBapa aBTOMAaTUYECKM
NepeHocnTCcs Ha camM ToBap M OKasblBaeT 3HauuTernbHOE BrWAHWE B CUTyauuu
notpebutenbckoro Bbibopa;

— 3MOUMOHanbHasa NamMATb ABNSAETCA OOHUM M3 CaMblX YCTONYMBBLIX BUOOB NaMATH;

— 39MOLMM CUNbHEE W HEMNOCPeaCTBEHHEE NOrMYEeCKUX PacCyXOeHWUr, NO3TOMYy WX
rnerye cMoaenvpoBaTb.

O6paweHne K HeraTMBHbIM 3MOUMAM B pekname HexenaTtenbHo. OpaHako
CyLLecTBYeT psf TOBapOB, OCHOBHas 3ajaya KOTOpbIX — pelleHne npobrieMbl, a NoTomy
npy onucaHum npobrnembl NPUXOAUTCA MCNONb30oBaTb HeraTuBHble amouun. Peknama
nekapcTtB, BWOOB CTpaxoBaHus, couManbHas peknama akTuBHO paboTaeT C
oTpuLaTenbHbIMU 3MOLUSMMU.

CounanbHble ycTaHoBkM. [na noboro yenoBeka O4YEeHb BaXKHbIMU SBNAOTCA
OTHOLIEHNA «S — 00WecTBO — 51 B 0bLieCcTBe», MO3TOMY pekrnama 4acTto MaHunynuvpyet
pasnUYHbIMN coumanbHbIMW YCTAaHOBKaMX YerioBeKa: CaMOOLieHKa, CaMOYTBEPXAeEHWe,
obwecTBeHHOE MHEHME U Np. 34eCb MOXHO BbIAENUTb HECKOSIbKO OCHOBHbIX MO3ULINIA:

— CTPEMIIEHME K NTMAEPCTBY, yCnexy;

— BKJTHOYEHME B rpynny npodeccnoHanos;

— MECTO B coumarnbHON nepapxuu.

— MPUYACTHOCTb K «3TariloHy».

2.2 CopepxaHue n ocpopmneHue pesrome

Pestome B 4eM-TO CXOXe CO CNnyXebHON aHKETOM, HO B OTNIMYME OT 3anofniHeHUs rpad
aHKeTbl HanvMcaHue pe3toMe ABNAETCH TBOPYECKMM NPOoLEeCcCoM.

TunoBoe pestome BKIHOYaeT:

— nepcoHarnbHble AaHHble couckatens (hamunug, Mms, oT4eCTBO, AaTta U MecCTo
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pPOXOEHNS, CEMENHOE MOSIOXEHME);

— agpeca n TenedoHbl couckaTens ¢ ykasaHMem BpeMEHUN ONs1 KOHTAKTOB;

— HaMMeHOBaHMe BaKaHCUN, Ha KOTOPYIO NpeTeHayeT aBTop pe3oMe;

— OCHOBHOW TEKCT, BKMYawLWwun B cebsa nepeyeHb MecT paboTbl U (Mnn) yyebobl B
XPOHOMOrMYEeCKOM nopsigke, C  yKasaHMEM MOMHOro  OoUUManbHOrO HaMMeEHOBaHUSA
opraHusauun, nepuoga BpeMeHu npebbiBaHWUA B HUX, HaAaUMEHOBaHWE 3aHWMMaEeMOM
AOIMKHOCTH;

— JonosHuTenbHble cBedeHnsa (OnMblT BHewTaTHOM paboTbl, o0b6wecTBeHHas
nesaTenbHOCTb, NPodeCcCnoHanbHaa nepenoaroToBKka);

— npoyne cBedeHusa (COoMyTCTBYHOLUME 3HAHUA W HaBbIKA: WHOCTPaHHbIE A3bIKN,
3arpaHu4YHble Noe3nkun, BnageHne KOMnbITEPOM, BOXAEHME aBTOMOOUNS);

— OTNNYMA U Harpagbl, y4eHble CTENEHU;

—  WHTEpECbl, CKMOHHOCTM, MWMelLWmMe OTHOWEHMe K  npeanonaraeMoun
npodeccrmoHanbHOM AeATENBHOCTU CoMcKkaTensa NoO3nUnu;

— MHasi BcromoraTernbHasa nHdopMmaums;

— pekoMeHgaumm;

— AaTa HanucaHusi pe3toMe;

— MOANUCb conckaTens.

3. OCO6GeHHOCTH PYCCKOM 1 3apyOEeXXHOM LUKOMN AeroBOro Nnucbma

B 3HauuTenbHOM CTeneHu HOBble TEeHAEHUUM B PYCCKOM [efloBOM MNUCbMe
06yCrnoBneHbl pacluMpeHMeM AeNoBbIX CBA3EN C 3apybexXHbIMU NapTHEpaMM.

"MaBHOM OCOBEHHOCTbLIO PYCCKON OdunLManbHO-AEN0BOM NMMCbMEHHON peyn BCe elle
ocTaeTtcs cTporasi PyHKUMOHANbHOCTb, TakK HasblBaeMbll «TenerpadoHbin» CTunb. B TO
BpeMs KaK B 3anaZiHou 1 aMepuKaHCKOW 4enoBon nepernucke K NMCbMy NpeabssrsaoTcsa Te
Xe TpeboBaHus, 4TO 1 pa3paboTkam peKnamMHOro xapakrepa.

OcHoBHbIM ycrioBueM ybegmTenbsHOCTU NbOoro 4enoBoro AOKYMEHTa SIBMSETCS ero
AokasatenbHocTb. OgHako B MpakTUKe 3anagHoOW M aMepuMKaHCKOW AenoBOW Nepenunucku
MPUHSATO CYMTaTb, YTO YOeanTenbHOCTb.

[nsa oTe4yecTBEHHOM NPaKTUKU OEefI0BOM MNEPEnnCcKU XapakTepeH TaK HasbliBaeMbln
«MbI-nogxog» B nogade WHdopmauuu, T.e. agpecaHT M agpecaT AeNoBOro nocnaHus
paccMaTpUBalOTCA KaK «KOMNMEKTUBHbIE» CyObeKTbl. B 3anagHoOn n aMeprKaHCKON LLKonax
AEeNOBOro NMcbMa npeacTasneHbl kKak «Mbl-noaxoa», Tak n «A-nogxon.

B npakTuke oTeyecTBEHHOW [eroBOW Mepenucke TeKCTy MNucbMa He Bcerga
npeawecTeyeT obpalleHne. 3aknoveHne kak ocobas aTukeTHas opmyrna BEXITMBOCTH,
3aBepliaowan oduumnanbHoe rnocnaHve, Takke elle He cTana obwenpuHATon u
obsa3aTtenbHON Ona BCEX TUMNOB OEM0BOM KOPPECMNOHAEHUMN B OTEYECTBEHHOW MpPAKTUKE
aenoson nepenucke. o craHaapTam 3anagHOro M amMepuKaHCKOro OerioBoro nmucbma
obpawieHne un 3aknioveHne 4BnATCA 00a3aTerNbHbIMU  dfeMeHTamMun oduunanbHOro
nocnanusa nodoro Tuna.

CteneHb NposiBNEHUS YY4TUBOCTU B pPa3HbIX HaUWOHAmbHbIX KynbTypax OenoBOK
nepenuckn pasnuyHa. [Ons pycckoro odguumanbHO-4enoBOro nucbmMa nNposiBreHne
nbe3HOCTN U cepaedHOCTU, B LeSIOM, He XapaKTepHOo (a B oduLManbHOM AOKYMEHTE —
HegonycTumo). 3anagHoe W aMepuKaHckoe [ernoBoe MUCbMO OCHOBbLIBAeTCA Ha
Npu3HaHWe TOro, YTO C BbIPAXEHUS MOYTEHUS W YBaXKEHUS K KIWEHTY (4enoBomMy
napTHepY) HauYMHaeTca ycnex gena, a opmyrbl NOBE3HOCTU U CepaeyYHOCTU NO3BOSIAIOT
YCTaHOBUTb C HAM 60ofee TECHbIN KOHTAaKT.

[1ns oTeyecTBEHHOW 0enoBOW Nepenncke TpaauuMOHHbIM SBASETCA HAaASIMYHOCTHbIN
XapakTep W3NOXeHUs, OTNUYalLWMACA npeaenbHON pPaunoHanNbHOCTbIO, XECTKOCTbIO
ncnosib3yemMbl  S3bIKOBbIX doopM M Mogernen. [na [enoBoro nocraHna  3anagHon
ouULManbHO-AENOBOW NEPENUCKMA XapaKTePHbl 3eMeHTbI pa3roBOPHOro CTung, bonbLias
ceBoboga B BbIGOpe CrOB M CUHTAKCMYECKOM MOCTPOEHUN MpPEeasioXeHnn, obpalleHune K
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NMYHOCTM agpecarTa.

[OBOMNBbHO CyLLECTBEHHbI Pa3nMyunsa PycckoM n 3apybexxHoW LKon oduunanbHOM
nepenuckn C TOYKM OCOPMIEHUS CTPYKTYPHbIX 3N1EMEHTOB [OEerioBOro  nucbMa.
MocnenoBaTeNbHOCTb ANIEMEHTOB, COCTABNALMX HAMMEHOBAHWE U agpec nonyyaTens,
TaKke pasnuyHa.

TunoBbIMK PEKBU3NTAMU MEXAYHAPOOHOIO AENOBOro NMCbMa SABMSOTCS:

— 3aronoBoK;

— HOMEpP OOKYMEHTa;

— para;

— crneunanbHble NOYTOBbIE OTMETKY;

— yBeOMMEeHME O KOHPUAEHUNANBHOCTY;

— agpecar;

— yKasaHue Ha xenaTtenbHOCTb O3HAKOMIIEHUS;

— obpauyeHue;

— 3arorioBOK K TEKCTY;

— TEKCT;

— YYTMBOE 3aK/toveHue;

— MOANWCB;

— noMeTKa 06 UCMNOMNHUTENSX;

— MPUNOXEHNUS;

— KONUKU NNCbMA;

— MOCTCKPUMTYM.

B HacTosiwee Bpema Hanbonee ynotpebutensHbIMU SBASAKOTCS TPU OCHOBHbIX CTUNA:
BGnOYHbIN, MOAMPULMPOBAHHBINA BNOYHBIN N YNPOLLEHHbIN.

3HaKoOMCTBO C Tpaguumsammn 3apybexxHOW LWKOMbl OEerloBOro nucbMa paclmpsiet
obLwee npeacTaBneHne O Hopmax, NpuemMax U CTune NUCbMEHHOro AEenoBOro obLleHus.
OaHako MexaHMYeCKUn nepeHoc A3blKOBbIX CTaHAAPTOB, NpaBun OPOPMIIEHUS AENOBbIX
Bymar, NpuHATBLIX 3a py6exXom, Ha NPaKTUKy OTeYEeCTBEHHOW AENOBOM NEPENUCKN HENb3s
cynTaTb NPOAYKTUBHbBIM, MOCKOSIbKY 9TO MPOTUBOPEUUT 06LwemMy TpeboBaHuo yHUMKaLMm
A3blKa U CTUNA JOKYMEHTOB, paspyLUlaeT CNOXUBLUMECS TpaauUnn.
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Il. MpakTn4yecknn 6NoK (3apaHunA)

3apaHue Ne 1.

CocTaBbTe npeanoxeHus B ouuManbHO-4ENOBOM CTUME, UCMONb3Yys B HY>XHOW
dopme AaHHble CyLLEeCTBUTENbHbIE:

HasHayeHue, nUKBMAAUWSA, YTBEPXOEHWEe, peopraHu3auusi, cosgaHue, Mepbl,
NooLLpeEHNeE.

3apaHue Ne 2.

3akoHuuTe dopasbl AeN0BbIX MUCEM:

1. Ha ocHOBaHWKM TOProBOro CornatlueHus...
2. B oTBeT Ha BaLl 3anpoc...

3. HanomunHaem, yto...

4. CtaBuM Bac B n3BECTHOCTb, YTO...

5. Bawe npegnoxeHne OTKMNOHEHO...

6. Mbl MOXXeM pekoMmeHaoBaTb Bawm...

3apaHue Ne 3.
CocTaBbTe NMCbMO, OTBETOM Ha KOTOpPOE MOrno Obl ObiTb JAHHOE MUCBLMO:

YBaxxaembli Cepren NeTpoBuy!

C GnarogapHOCTbO MoaTBep)KAaem nonydeHne Bawero nucbMa ¢ nNpunoXXeHHbIMU
Katanoramm un coobwiaem, 4TO 3TOT WMH(OPMAUMOHHBIA MaTepwuan Mbl HanpasBunn Ha
pacCMOTPEHNE HALLMM 3aKa3umKaM.

B cnyyae nposiBneHus umn nHtepeca k nsgenuam Bawen pupmbl mbl Bam coobmm
006 3TOM 4OMONMHUTESBHO.

C yBaxeHuem,

3apaHue Ne 4.

MpounTtante NpeanoXxeHus, B3sTble U3 AENOBbLIX NMceM. Hanante B HUX HapyLLleHNA
agMUHUCTPATMBHOIO peyeBoro aTuKeTa.

1. He oTkaxute Ham B nOGE3HOCTU M NpuUWNUTE, ecnn 3To Bac He 3aTpyaHuT,
NpoekT Yctasa oMpMmbl.

2. IHCTUTYT npocuT npeacTtaBuTb BallW OKCMOHATbl 4SS BbICTABKUM B NPUEMIIEMOM
A5s1 3KCNOHMPOBaHUM BUAE.

3. HanpaBnsiem Bam OTKOppeKTUPOBaAHHbLIM MPOeKT HoBoro [lonoxeHuda. [Mpocum
paccMOTpeTb N yTBEPAMUTD.

4. Mbl npocunu 6bl Bac coobuwmMTe Ham pesynbTaTthl 3KCMNEPUMEHTA.

3apaHue Ne 5.

Cdopmynupynte BapuaHTbl BOMPOCOB B CUTyauum [OernoBoro TenedOoHHOro
pasroBopa, OTBETAMWN Ha KOTOpble MO Obl BbITh cnegytowme gpassbl:

— [a, kaxeTcs, BCé obcyannu.

— [loroBopunuce.

— EcTb ewé ogHa nHgopmaums.

— [1a 370 BCE, 4YTO S XOTen ckasaTtb.
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CEMMUHAPCKOE 3AHATUE Ne 9
TEMA: 3Tuka oenoBbIX OTHOLLEHUN

|. TeopeTnyeckum 610K

MNAH:

1. NoHATNE 3TUKN OEeNOBbIX OTHOLLIEHUN U €€ 3HaYeHne
2. OCHOBHbI€ MPUHLMMbI 3TUKMN 0EMNO0BbIX OTHOLLEHUN

3. OTnyeckme Npobnembl OENOBLIX OTHOLLEHWI

4. KoMMyHMKaTUBHaA KynbTypa B 4ef0BOM 06LLEeHMM

1. MoHATHMEe 3TUKU AeNOoBbIX OTHOLUEHUW U eé 3HaYeHue

Mog o9TmkoM B LWMPOKOM CMbICIIE MOHUMAETCA CUCTeMa YHUBepCarnbHbIX U
cneumdunyeckux HpPaBCTBEHHbIX TpeboBaHMW M HOPM MOBEAEHWS, peannu3yemMbiX B
npouecce oOWECTBEHHON WU3HW. COOTBETCTBEHHO, 3TMKA OENOBbIX OTHOLUEHWUN
Bblaenaetr oAHy u3 cdep 0OOWEeCcTBEHHON >XU3HU. Basupysacb Ha o6LevenoBeyeckmx
HOpMax W npaBwunax MOBeAEHUs, ITUYECKME HOPMbl CRY>XEOHbIX OTHOLUEHUA WUMELOT
HEKOTOpPbIE OTNIMYNTESNbHLIE OCOBEHHOCTMN.

OTnKke [enoBblX OTHOLWEHWA yaenseTcs B nocnegHee Bpems Bce 6Gonbluee
BHMMaHMe. JTO BbipaXkaeTcs B yBENMYEHUM obObema obyvarlmx nporpamMmm B CUCTEME
BY30BCKOM W MOCMNEBY30BCKOW MOArOTOBKM MO COOTBETCTBYHOLMUM  OUCUUNIIMHAM
(Hanpumep, «3TUKa U OEroBON 3TUKET», «3TUKa OusHeca», «3TWKa U ITUKET LErOBbIX
OTHOWeEHM» N ap.). Kypcbl ndyyeHmss OCHOB OOLLEN STUKN NOBEAEHUS BBOOATCS TaKKe B
HEKOTOpblE LUKOSbHbIE MPOrpamMMbl, B CUCTEMY CpedHero cneuunanbHOro obpasoBaHus,
npuyeMm C TedeHnem BpeMeHu oxBaT y4yebHbix 3aBefeHun noaobHbIMM Kypcamu
yBenuynsaeTcs.

PaboTtogatenu ygensiwT Bce Oonbliee BHUMMaHME BOMNPOCaM 3TUKW OENOBbIX U
NINYHOCTHbIX B3aUMOOTHOLLEHUA Npu OTOOope nepcoHana v ero npueme Ha paboty, a
Takke B MNpouecce HenocpeacTBEHHOro  BbIMOSIHEHUS  COTPYAHWKamMu  CBOeu
npoceccmoHanbHon ponu. [lpy 9TOM HEeobGXOAMMO MOAYEpPKHYTb, YTO MOHATME
«npocheccrmoHanbHast ponb» BKNOYaeT B ceba He TONbKO CMOCOBGHOCTU K BbIMOSTHEHUIO
AOIMKHOCTHbLIX 0693aHHOCTEN, HO U HABblKW B3aMMOOTHOLLUEHUI C BHELUHUM OKPYXXEHWEM
(konneramn, pyKOBOACTBOM, NOAYUHEHHBIMU, KNIMEHTaMUK, NapTHeEpaMn 1 Ap.) B npouecce
peanu3auumn 3aMKCMPOBaHHbBIX M5 KOHKPETHOW LOSMKHOCTU Npod)ecCuoHanbHbIX 3aaad
nnn dyHkumn. CobnogeHne 3TUKM OeNOoBbIX OTHOLIEHUN SBMSETCS OAHMM U3 rMaBHbIX
KpUTEpPUEB OLEHKN NpodheccnoHannama Kak oTAenbHOro COTpPyAHMKa, Tak U opraHu3aumm
B LIESIOM.

BbinonHeHne cOTpygHUKaMKM Kakon-nnbo opraHu3aumm HOPM W MpaBuil 3TUKK
AENOBbIX OTHOLUEHUN CTAaHOBUTCSH €€ «BU3UTHOW KapTOYKOM» U onpenensetr BO MHOIMX
cnyvasx ToT pakt, O6yoeT nv BHELWHWW NapTHEP WU KIWEHT UMEeTb [eno C LaHHOM
opraHMsauven B JdanbHenWeM U Hackonbko 3ddekTMBHO OyayT CTPOUTLCS UX
B3aVMOOTHOLLEHUS.

Ncnonb3oBaHne HOPM M nNpaBuil 3TUKM OEnOBbIX OTHOLIEHMW BOCMPUHMMAETCS
oKpyXarwmmmn bnaroxenatenbHo B Nobom criyvae, gaxe ecnu 4enosek He obnapaer
AOCTaTOYHO OTPabOTaHHbIMM HaBbIKaMU MPUMEHEHUS NPaBU ATUKN. AP EEKT BOCNIPUATUSA
YyCUNMBAETCA MHOTOKpaTHO, €eCniv 3TUYHOE MOBeAeHME CTaHOBUTCHA €CTECTBEHHbIM U
HEHapOUYMTbIM. JTO MNPOUCXOAUT TOrga, Koraa npasuna 3TUKU SBNAKOTCA BHYTPEHHEN
NMCUXOSIOrMYecKkon MnoTpPebHOCTBbID YernoBeka, a Takke oTpaboTaHbl B npouecce
CUCTEMATUYECKOro TpeHuHra. puyem 3TOT TPEeHWHr npegnosiaraeT UCNosib30BaHME Kak
cneumanbHbiX 00y4valoWwmx MNPaKTUYEeCKMX 3aHATUA B pamMKax TOM WUAW  UHOW
obpasoBaTenbHON nporpammbl, Tak M NOON cuTyaummn, cknagbiBaloLENCa B npoLecce
npodeccrmoHanbHON OeATenbHOCTU, Ans oTPaboTKM HaBbIKOB 3TUKM B3aUMOOTHOLLEHWN.
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Hanpumep, wu3yyumB npaBuna npoBefeHus paenoson OGecedbl unyM  TenedOHHbIX
neperoBOpoB, MOXXHO UCMOMb30BaTh MOy 6eceny B kKa4eCTBE TPEHMHra.

HeobxoaumMo OTMCTUTb, YTO YKa3aHHbIW NoAxon cnefyeTt pacnpoCTpaHnTb HE TOMbKO
Ha cdepy CnyxebHblX B3aWMOOTHOLUEHWA, HO W MWCMNONb30BaTb COOTBETCTBYHOLME
XW3HEHHble CUTyauuMn B OTHOLWEHUSX C ApYy3bsSMU, POLCTBEHHWKaAMMU, CIyYyarHbIMU
cobecegHukamu.

Ewe pa3 cnegyetr nogyepkHyTb, 4YTO 3TWKa BKMYaeT B cebs cucremy
YHMBEpCanbHbIX U crneundunyeckux (Hanpumep, ANA Kakou-nmbo npodeccruoHanbHom
AEATENbHOCTM) HPABCTBEHHbIX TpeboBaHWA U HOPM MNOBeAEHWs, T.e. dTMKa [AeNOoBbiX
OTHOLLEHMI OCHOBbIBAETCA Ha OOLWMX NpaBunax noBeaeHus, BblipaboTaHHbIX NOAbMU B
npouecce COBMECTHOM XW3HededATeNnbHOCTU. ECTecTBEHHO, YTO MHOrMe HOpPMbI
B3aMMOOTHOLLUEHUIN B [enoBON OOGCTaHOBKE cCnpaBeanvBbl AN MOBCEAHEBHOW XWU3HU, U
HaobopOT, NPaKTUYECKM BCE NpaBusia MEXIMYHOCTHbLIX B3AaMMOOTHOLLUEHUIA HAaXOAaT CBOE
OoTpa)keHue B CryXebHom aTuke.

Bpsag nn MOXHO cumTaTb MpaBWibHbIM Takoe MONOXeHue, Korga oAuvH U TOT Xe
YyenoBek BedeT cebsa npuHUUNUanbHO No-pa3HOMY B 4EfOBON M AOMalUHeN 0O6CTaHOBKE.
KoppeKTHbIM BO B3aUMOOTHOLLEHUSIX, BHUMATESIbHBIM U BEXITMBBIM C N0AbMU Hago ObiTb
Bcerga v Besge. CkasaHHOE He MCK4YaeT, Hanpumep, onpefesieHHyi TBepOoCTb U
OpraHn3aTopCKMe HaBblkKW BO B3aMMOOTHOLUEHUSX C OMM3KMMK, PaBHO Kak W 4YyTKoe
OTHOLUEHME K NMNYHbIM Npobnemam konner no pabore.

N3BecTHa ApeBHAS MygpocTb: «OTHOCMCb K APYromMy TaK, Kak Tbl XOYellb, YTOObI
OTHOCUNUCH K Tebex». [lanbHerlee onucaHne HOPM U NpaBun 3TUKWN OENOBbIX OTHOLUEHWI
pacKkpbiBaeT CYLLHOCTb NPUBELEHHOro BbiCKa3blBaHWUA, T.€., APYrMMU CrioBaMu, OTBeYaeT
Ha BOMPOC: KaKoro OTHOLLEHNSA K cebe Mbl XOTUM?

Bpag nv nogeepraetcs COMHEHWMO TOT akT, YTO OTHOLUEHWE OKpYXalLWmx K
KOHKPETHOMY 4enoBeKky, U HaobopoT, B npouecce npodeccMoHanbHON AesATEeNbHOCTU
ABNAETCA NPOOOIHKEHMEM OTHOLLUEHMIW, CKNaablBalOWMXCA B OOLIECTBEHHOW >XU3HU B
uenom. XKenatenbHble NPOSIBIIEHUS OTHOLLEHUA ApYrMx K cebGe B NOBCEOHEBHOMW XWU3HU
Mbl €CTeCTBEHHbIM o6pa3om nepeHocum wn B cdepy [AenoBbIX OTHOLUEHUN.
CoOTBETCTBEHHO, OKpYXaloLne niogmn XXayT OT HAac 3HaHUSA NpaBus NOBEAEHUS U YMEHUSA
BOMMOLLATb UX Ha NPaKTUKe.

B3anmMocCBA3b 3TUKM B LUMPOKOM CMbICNEe U AEfOBOM 3TUKM MOXHO NPOCReanTb Ha
nornyeckomn nocrenoBaTeNbHOCTU OTAENbHbIX NPOGNemM BOCNPUATUA NOAbMW ApYyr Apyra.
BnaronpusatHaa ocHoBa AN 3HaKOMCTBa, ANA AanbHENWMX B3aMMOOTHOLLUEHWW BO
MHOrOM 3aKnagblBaeTcsi B nepBble MOMEHTbl BCTpeun. CyLleCTBEeHHYIO porb Mpu 3TOM
urpaet BHeLWHMM OBNUK YenoBeka, ero COOTBETCTBME CUTyauuWn, YTO AEMOHCTpUpyeT
yBaXuTefbHOE OTHOLIEHME K ApYroMmy. HemanoBaxHyk ponb uUrpaeTt B LAHHOM crnyyae
Takad Kaxylwasaca Menoyblo JeTanb, Kak 9TuMka NPUBETCTBUS, pyKonoxatna u
npeacTaBfeHns YyenoBeka YenoBeky. AT HayasbHble HI0AHCbl B3aNMOOTHOLLEHWI BaXHbI
Kak B NOBCEeOQHEBHOW, Tak U B AEJIOBOW XXU3HWU.

Ana ycTaHOBNEHWS MNPUATHBIX W MNOME3HbIX AEeNOBblX  B3aMMOOTHOLLUEHUN
HeobxoaMMO yMeTb 3auMHTepecoBaTb YerioBeKa CBOMMM YETKMMU U B TO XE BpeMs
00pasHbiMM  BbICKAa3blIBAHUAMM, BHMMaHMEM K CYLIHOCTM Bonpoca. 3TuM npobnemsbl
pewarwTca npu OTpaboTKe HaBbLIKOB PUTOPWUKW, BaXHbIX B MOBCEOHEBHOW XWU3HU U
0cobeHHO B cnykebHon obcTaHOBKE. OTWM HaBblKM AOSKHbI HAUTWU CBOE BOMIIOLLEHME B
crneumanbHbIX NpaBunax NOAroTOBKN N BeAeHnsa 6ecefbl, Tak Kak C HEOOXOANUMOCTbIO MX
NPUMEHEHNSA Mbl CTankuBaemcs NoBceMecTHo. [locTukeHne pesynbTaTta 6ecefbl, Npuyem
B YBaXUTENbHON hopMe, ABNSAETCS Ba)KHbIM YCNOBUEM Kak B ObITOBOW, Tak U B AENTOBON
obcTaHoBke.

YacTHbiM BapmnaHToM 6ecenpbl BbiCTynaeT TenedoHHbin pasrosop. O6wme npasuna
9TUKM (Takune, Kak, Hanpumep, BEXIIMBOCTb, BHMMATENbHOCTb K cobBecenHuKy, ymeHue
HanpaensaTb 6Geceny v T.M.) AONOMNHAOTCA B JAHHOM Crlyvae HEKOTOPbIMU cneumanbHbIMU,
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onpegensemMbiMn cneundgukon tenedoHHOro pasrosopa. Vcnonb3oBaHue 3TUX NpasBun
NMO3BOMUT COCTaBUTb NONOXUTENbHOE MHEHNE O cobeceHVke BHE 3aBUCMMOCTU OT TOrO,
KaKkown pas3roBop NpOUCXoansT — NUYHbIA UK OENOBOMN.

MpoBeneHne nobbix Gecenq nNooBoAUT K HEOOXOAMMOCTU BbICKa3blBaHUA B adpec
CBOMX COBECEAHNKOB KPUTUYECKMX 3aMevYaHuin Unn CyXOEeHWN, NOCKOSbKY Hac He Bceraa
yCTpauBarloT MOCTYMKU M BbICKa3biBaHWUs Hawero okpyxeHus. Obwaa u genosas aTuka
KPUTUYECKMX 3aMevYaHuin B 4en-nmbo agpec CoOepXWUT CXOAHble NpaBuna, KoTopble, B
CBO0 0Yepeb, OCHOBLIBAKOTCS Ha rfaBHbIX HOPMax 3TUYECKNX B3AaMMOOTHOLLEHWIA.

NTak, npakTnyeckn Bce HanpasrieHUsl 4eNOBON 3TUKM UMEKOT npasuna, npumMeHnMble
3TUKON NOBEAEHMST B LUMPOKOM cmMbicre. Kpome Toro, Bce 6e3 UCKMYeHnss HanpasreHus
AENOBOW 3TUKN Ba3nPyYOTCS Ha OCHOBOMOAraoLWmMx HopmMax 3TUKA. K HUM MOXXHO OTHECTH
yBaxeHne 4yBCTBa COOCTBEHHOr0 OOCTOMHCTBA M JIMMHOrO cTaTyca Apyroro 4yenoBseka,
NOHUMaHWe UWHTEPecoB U  MOTUBOB MOBEOEHUS  OKPYXalLWMX,  couManbHYyHo
OTBETCTBEHHOCTb 3a UX MNCUXOSTIOMMYECKYIO 3aLLUNLLEHHOCTb U T.M.

2. OCHOBHbIe MPUHUMNNBLI 3TUKN AeNnoBbIX OTHOLUEHUH

MpMHUMMBI 3TUKN AENOBbLIX OTHOLUEHUA — 0606LLEHHOE BblpaXXeHne HPaBCTBEHHbIX
TpeboBaHun, BbipaboTaHHbIX B MOpanbHOM CO3HaHMM OOLLECTBA, KOTOpbIE yKa3biBalOT Nna
Heob6xoaMmoe NoBeAeHne Y4aCTHUKOB AENOBbIX OTHOLUEHWNA.

CoBpemMeHHast genosas 3TuKa, N0 MHEHWIO MHOTMX YYeHbIX, JOJKHA OCHOBbLIBATHCHA
Ha Tpex BaXXHEeWLINX MNONoXeHUsX:

1) cosgaHve MaTepuarnbHbIX LEHHOCTEW BO BCeM MHoroobpasum  ¢opm
paccMaTpuBaeTCs Kak 3HavanbHO BaXKHbIW MPoLEecc;

2) npubbiNnb M Apyrne [0xo4bl paccMaTpuBalOTCA Kak pesynbTaT [OCTUMXKEHMS
pasnU4YHbIX OBLLECTBEHHO 3HAYNMBbIX Lenewn;

3) npuoputeT B paspelleHmn npobnem, BO3HUKaKLWMX B OENOBOM MUpPE, AOSDKEH
OTAaBaTbCA UHTEepecam MEXITMYHOCTHBIX OTHOLUEHUI, a He NPOU3BOACTBY NPOOYKLUN.

Ha cerogHAwHWA OeHb CcOpMynMpoBaHbl COBPEMEHHbIE 3TUYECKME MNPUHLMIbI
AerioBoro rnoBefeHns, onuparlmecs Ha akCMOMbl MUPOBOW (PUITOCOJCKON MbICIIH,
npowlejline MHOrOBEKOBYKO [MPOBEPKY Teopuenh U NpakTMKoW. Takux NpUHUKUMNOB U
COOTBETCTBEHHO aKCUOM LECATb:

1. Hukorga He penam TOro, YTO He B TBOMX [AOSTOCPOYHBbIX WHTEpecax wunu
NHTepecax TBOeN KoMMnaHum (MPUHLMMN OCHOBaH Ha YYeHUU apeBHerpevecknx mnocodos,
B yacTHocTtu [lpoTaropa, O NU4YHbIX MHTEpecax, COYETaLUXCH C MHTepecamMmn Opyrmx
nogen, n pasnuuanmn Mexay MHTepecamn SOAroCPOYHbIMU U KPAaTKOCPOYHbBIMN).

2. Hukorpa He genan Toro, o YeM Henb3s 6bino Obl ckasaTb, YTO 3TO AEUCTBUTENIBHO
YECTHOE, OTKPbITOE N UCTUHHOE, O KOTOPOM MOXHO 6b151I0 6Gbl C rOpAOCTLI0 0O6BbSABUTL Ha
BCIO CTpaHy B npecce 1 no TenesunaeHnto (NPUHLMN OCHOBaH Ha B3rnsgax Apuctotens u
[MnaTtoHa 0 Nn4HbIX JOBpoaeTeENAX — YECTHOCTU, OTKPLITOCTU, YMEPEHHOCTU U T.M.).

3. Hukorma He penanm TOro, 4to He ecTb [obpo, 4TO He cnocobeTByeT
dopmMMpoBaHUO 4YyBCTBa JOKTS, Tak Kak Bce Mbl pabotaem Ha ofHy o6yt uenb
(MpMHUMN OCHOBaH Ha 3anoBeAsX BCEMUPHbIX penurnin (CB. ABryCTWH), NpU3biBalOWMX K
nobpy n cocTpagaHuio).

4. Hukorga He genam TOro, YTo HapywlaeT 3akoH, Mb6o B 3aKoHe npeacTaBfeHbl
MUHUMarbHbIE MOparibHble HOPMbI 0bLecTBa (MPMHUMN OCHOBaH Ha y4yeHun T. [o66ca u
k. Jlokka 0 ponu rocygapcTea Kak apbutpa B KOHKypeHLUMn Mexay nogbmu 3a 6naro).

5. Hukorga He genam TOro, 4to He BedeT k bonblwemy 6nary, Hexenu Bpedy AnNg
obuwectBa, B KOTOPOM Tbl XwMBelWb (MPUHLMMN OCHOBAH Ha 3TUKe YyTunuTapusma
(NpakTn4eckomn nornb3e HPaBCTBEHHOMO NOBEAEHMS.

6. Hukoraa He genan Toro, 4Yero Thl He Xenan 6bl pekomeHgoBaTh AenaTb APYrnMm,
OoKasaBLUMMCS B MOXOXeN cutyauumn (NPUHUUN OCHOBAH Ha KaTeropu4eckoMm umnepaTmsee
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N. KaHTa, B KOTOpPOM JeknapuvpyeTcs 3HaMmeHuToe npaBuno o6 YyHMBepcanbHOWN,
BceobLyen Hopme).

7. Hukorga He genau Toro, YTo yweMnseT YCTaHOBMNEHHble npasa Apyrux (MpuHUuUN
ocHoBaH Ha B3rnagax XK. K. Pycco Ha npaBa nu4HocTK).

8. Bcerga noctynam Tak, 4toObl MakcumMuanpoBaTb NpubbIb B pamMKax 3aKOHa,
TpebOBaHUN pbiHKA W C MOSMHbIM Yy4yeToM 3atpart. M6o makcumanbHas npubbinbe npu
cobnogeHun  3TUX  yCroBuWA  CBUOETENbCTBYET O Haubonbwen aPPeKTUBHOCTU
npousBoacTea (NPUMHUMN OCHOBaH Ha 3KOHOMUYeckon Teopum A. Cmuta M yyeHUn
Bunbdpeno NapeTto 06 onTumanbHOWM caernke).

9. Hukorga He pgenam TOro, 4to Morno 6bl noBpeanTb crnabenwnm B Hawem
obwecTBe (MPMHLMMN OCHOBaH Ha NpaBwie pacnpenenurenbHon cnpaBeanmBocTu [xoHa
Ponca («Teopusa cnpaseannBocTu»));

10. Hukorga He genan Toro, 4YTo NpenaTcTBOBano Obl NpaBy APYroro 4YerioBeka Ha
camopasBuTME U camopeanusaumio (NpUHUMN OCHOBaH Ha Teopun Pobepta Hosumka o
pacmpeHnn cteneHn csoboabl NMYHOCTU, Heobxoanmon Ans pa3snTnga obLiecTsa).

YKkasaHHble NPUHUUNBLI B TOW UMW WUHOM CTENeHU MpPUCYTCTBYKOT W MPU3HAKTCA
cnpaBedsiMBbIMWU B pasfuyHbliX OenoBbIX KynbTypaX. KMaeanbHoW, XOoTa M BecbMma
OTOaneHHOW Lenbld MUPOBOrO [AerioBOro coobuiectBa CTAHOBUTCHA TWUM OTHOLLEHWMN,
OCHOBAHHbIN Ha TOPXECTBE MOpPanbHO-3TUYECKMX MPUHUMMIOB. OOHMM M3 BaXKHEWLLMX
LaroB B 3TOM HarnpasfieHUn MOXHO cuMTaTb NPUHATYI0 B 1994 1. B WIBENLapCcKoOM ropoge
Ko (Caux) Oeknapaumio Ko — «[lpuHumnbl 6usHeca». B [eknapauuv npeanpuHsTa
nonbitka OObeAMHUTb OCHOBbI BOCTOYHOW W 3anagHOM  [OEenoBbIX KynbTyp, €€
MHUUMaTopamm BbINiM PYKOBOAUTENWN KPYNHEWMLLNX HALMOHAmNbHbIX U TPAHCHALMOHANbHbIX
kopnopaumn CLLUA, 3anagHon EBponbl n AnoHun.

3. 9Tnyeckme npoobnemMbl 4eNOBbIX OTHOLUEHUN

B nocnegHue gecatuneTna aTudeckas CTOPOHa [AerioBbiX OTHOLWEHUW Kak cdepa
Hay4YHO-NPaKTUYECKOro 3HaHUS B CTpaHaXx C pa3BUTOM PbIHOYHOM 3KOHOMUKOW NepexmBaeT
3Ha4YUTENbHBbIN NogbeM. BbiaBuraioTcs ABa 06bACHEHMSA BO3pacTaHNA MHTepeca K JaHHOW
obnactu. lNepBoe 3aknoyaeTcs B TOM, YTO YPOBEHb 3TUYHOCTU B OEIOBbIX OTHOLUEHMUSX
ocTancsa npexHum (Takmm, kakum oH 6bin 20 — 30 neT Hasag), a 6bonee ocBeAOMIIEHHOE
HaceneHue npeabsaBnseT NoBblWeHHbIe TpeboBaHusa K genoson cgepe. B cootBeTCTBUM
CO BTOpPbIM OOBSCHEHMEM 3TUYECKME CTaHAapTbl B OErOBbIX OTHOLUEHUSIX CHU3UIIUCh
BCreAcTBMe ynagka 3HadeHUsi periMrmosHblX LEHHOCTEN U TPaAMLUMOHHOM Moparnu Kak Ha
YPOBHE TINYHOMW ITUKM (Mpexae BCero, MeHeXepoB), TaKk W KOpropaTUBHOMU
(opranmnsaumm). ExerogHO B MUpe NPOXOAAT COTHM CEMMHAPOB WU KOHEpeHUuMn no
npobneMam 3TUKM [ENOBbIX OTHOLUEHWA, perynapHo cobuparTca MeXayHapOoaHble
Cbe3abl M KOHIpPeccChl, BbIXOOAT LECATKU KHUT U Yy4eOHMKOB, U3[AlTCs cneuunarbHble
XypHanbl. Bce aTOo cBMaeTenbcTByeT O TOM, YTO AeNOBOEe COOOWECTBO He TOMbKO
OCO3HaeT aTnveckme npobnembl, HO U NpuaaeT UM Bornbloe 3HayeHne. K BaXHenWwmm
«BEYHbIM» MOparnbHbIM AuneMMmam, nepeg KoTOpbIMU CTOAT CYyObeKTbl [enoBbiX
OTHOLLEHWI, MOXHO OTHECTU criegyroLme:

— COOTHOLLEHME Lenen n cpeactB NX JOCTUXKEHUS;

— COOTHOLLEHWNE JINYHbIX 1 OBLLIECTBEHHbLIX MHTEPECOB;

— BbIOOP MeXay KpaTKOCPOYHOW BbIrOA4OM U AONTOCPOYHbLIM Pe3ynbTaToM;

— COOTHOLLEHME MaTepuarbHbIX N OYXOBHbIX LIEHHOCTEN NpU NPUHATUN peLUEHNN.

B coBpeMeHHbIX YCROBMAX Ha MaKpOypOBHE KroyeBble 3TU4eckne npobnemsbl
AEeNOBbIX OTHOLLEHUI BO3HMKAKOT B CrieayroLmx obnacrsx:

— OTHOLLEHNA Mexay opraHn3aunsamu,;

— OTHOLUEHNA Mexay opraHnsauusamMm n rocygapcTeomM;

— OTHOLUEHNS MeXay OpraHM3aumsaMu-npon3BoamMTensMm 1 notTpedbutensamu;
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— OTHOLLEHNA MexXay opraHuM3aumamMu 1 Brnagenbuammn (MHBeECTOpamMm);

— OTHOLLEHNA Mexay OpraHM3aumsaMm U MECTHbIMU COOBLecTBaMu;

— OTHOLLEHNSA MeXay OpraHM3aumsaMu U OKpyatoLen cpeaomn.

Mexay opraHusauuMsiMyv, OeWCTBYIOLMMU B OAHOM M TOW e cdepe, HeusbexHa
KOHKYpEeHUMS, B npouecce KOTopon obsizaTenbHO BCTaeT BOMpPOC O Bbibope cpencts
nobepbl Hag KOHKYPEHTOM, B TOM YMCIE U TaKMX, Kak yMEHbLUEHME LieHbl MPOAYKUNN Jaxe
HWKe ee ypoBHS cebecToMmMocTn, B TOM YuCne 3a CHET nageHus 3apaboTHon nnatbl Ans
CHWXeHns cebecToMmMocT U T.4.

OTHOWeEHNA Mexay PyKoBOAUTENAMM U MOAYUHEHHBIMWU BIIMAKOT Ha BECb XapakTep
AenoBoro obuweHns, BO MHOrOM OMpeaensisi ero HpaBCTBEHHO-NCUXOSTOTMYECKUA KNumar.
OTO KacaeTcs, npexae BCero, TOro, Kak M Ha OCHOBE Yero OTAAlTCS PacrnopsikeHusi B
npouecce ynpaeleHUsl, B YEM BblpaxaeTcsa cnyxebHas OucuMninHa, y4acTBYHT K
NOOYNHEHHbIE B MPUHATUM PELLUEHWNA, KaKMMW MEeToAamMu MNOLYMHEHHbIE MOOLLPSOTCA K
bonee akTMBHbLIM OENCTBUSIM, B KakoOW Mepe YYUTbIBAETCA WX WHOWMBUAYAITbHOCTb.
3HaunTenbHaa 4YacTb INIOAEN, BCTPEYasiCb B OpraHM3aumsax € BONMUIOWMMKU dakTamm
pacTtpaTt, obmMaHa unn Koppynuuu, HUYEro He AenaeT Anda ux cnyxebHoro pasobnayeHus.
HaunHas c getckoro Bo3pacTa, MHAOPMUPOBAHME CTaplmnx O HebnaroBMAHbIX Aenax
POBECHMKOB, a MO3gHEee — COCAYXMBLUEB WM HENOCPeACTBEHHOIO HavanbCTBa
BOCMNPMHMMAETCA MHOTMMUK BecbMa HeratmBHO. C STUYECKOM TOYKM 3pEHMS B TaKux
CUTyaumsax OENCTBUTENbHO CYLWECTBYET HpaBCTBEHHAA aunemma. BosHukaeT Bonpoc o
KpUTEepUsaxX NpaBunbHOCTM TaKoro poga MHOPMUPOBAHUS.

PykoBoantenu n pabOTHMKM, KOTOpPbIE CTANKMBAKOTCA C TakMMu npobrnemamu, He
MOryT AN UX paspelleHnss crnegoBaTb TOMbKO TOMY, YTO y3HanM O MoOpann B CBOMX
CeEMbSIX, OT yunTenem, B uUepkBn U T.4. Hepeoko O6e3HPABCTBEHHbIE pPELLUEHUS
NMPUHUMAKOTCA W HENUMUENPUATHbIE MOCTYMKM  COBEPLUAlTCA  NIOAbMW,  KOTOPble
NCKMIOYNTENBHO YECTHbl M UMEKT camble bnarme HamepeHusi. COBpEMEHHbLIE OENOBbLIE
OTHOLLUEHMS 4YpPE3Bbl4ANHO HaCbIWEHbl 3TMYECKMMKU npobnemamun. [Ona ux peleHus
HeobxoguMma BblpaboTka onpeneneHHbIX MOAXO4OB, YCTAHOBIIEHME «MPaBUIT UTPbI»,
COOENCTBYIOLMX YCMELHOMY BbIMOMHEHNIO MNPOMECCUOHANbHbLIX 3aday  y4YaCcTHUKaMU
AENOBbIX OTHOLLEHUIA U COrNnacoBaHMO MHTEPECOB AEeN0OBOKM cepbl 1 obecTsa.

4. KoMmMyHUKaTUBHaA KynbTypa B AeJIOBOM O6LieHuH

KoMMyHMKaTMBHas KynbTypa — 3TO 3HaHUS, YMEHUs, HaBblk1 B 06nacTn opraHusaumm
B3aMMOAENCTBMS nogen un  CcOOCTBEHHO B3aMMOAEWCTBMS B AenoBon  cdepe,
no3BonsowmMe yCcTaHaBnMBaTb MCUXOMNOMMYECKUA KOHTAKT C AeNnoBbiMU MapTHepamu,
AobuBaTbCs TOYHOrO BOCMPUATUS U MOHMMaHUS B npouecce obLeHnsl, NPOrHo3npoBaThb
noBedeHve [enoBblX MNapTHEPOB, HanpaBNATb NOBeAeHVWEe [enoBblX MapTHEPOB K
XenatenbHoOMy pesynbTarTy.

B ocHOBe KOMMYHVMKATMBHOW KynbTypbl IexaT oOOLWenpuHSaTble HPaBCTBEHHbIE
TpeboBaHUA K OOLIEeHNO, HepaspbiBHO CBA3aHHble C MPU3HAHMEM HEMNOBTOPUMMOCTH,
LEeHHOCTU KakOoW FWYHOCTU: BEXITMBOCTb, KOPPEKTHOCTb, TaKTUYHOCTb, CKPOMHOCTb,
TOYHOCTb, NPeaynpPeanTeNbHOCTD.

BexnmMBoCTb — 3TO BbIpa)XXeHNE YBaXWUTENbHOMO OTHOLUEHUS K APYIMM Mo4aMm, UX
AOCTOUHCTBY, NPOSBNSAIOWEECs B MPUBETCTBUAX U MOXENaHWAX, B MHTOHaUuMM romnoca,
MUMUKE W XecTax. AHTMNOL BEXNUBOCTU — rpybocTb. [pybble B3aMMOOTHOLLEHMS
ABNAOTCA HE TONbKO MOKa3aTeNeM HWU3KOW KyMnbTypbl, HO M SKOHOMWYECKON KaTeropuen.
MogcumtaHo, 4TO B pesynbTate rpyboro ob6xoxaeHuss paboTHMKM  TepsoT B
NpPoOn3BOAMTENBHOCTN TPpy4a B cpegHeM okono 17%.

KoppeKkTHOCTb — yMeHVe aepxaTb cebsi B pamkax npunuums B nobbIX cUTyaumsax,
npexage Bcero, KOHPNUKTHbIX. OCOBEHHO BaXXHO KOPPEKTHOE NOBeAEHNe B criopax, B Xxoae
KOTOPbIX OCYLLECTBMASETCA MOUCK WUCTUHbI, NOSABMASAIOTCA HOBbl€ KOHCTPYKTUBHbIE WAEMW,
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npoBepstTCs MHeHust n ybexaeHua. OgHako ecnv Cnop COMpOBOXAAEeTCHA Bbinagamu
NpOTMB ONMOHEHTOB, OH NpeBpaLlaeTcs B 0ObIYHYIO CBapYy.

TaKTMYHOCTb Takke ABMNSETCA OAHOW U3 BaXKHbIX COCTaBMASOLWMX KOMMYHUKATUBHOM
KynbTypbl. YyBCTBO TakTa — 3TO npexae BCero YyBCTBO Mepbl, YyBCTBO [IpaHuUL, B
o6LeHnn, npeBbileHne KOTOpPbIX MOXET 0bmaeTb yenoseka, NOCTaBUTb €ro B HENOBKOE
nonoxeHne. becTakTHbIMM MOryT ObITb 3amMeyaHus NO MOBOAY BHELLUHEro Bwuaa wunu
MoOCTynkKa, COYYBCTBME, BbIPaXXEHHOE B MPUCYTCTBUM APYrMX MO MOBOAY WHTUMHOM
CTOPOHbI XXM3HU YenoBeka u T.4.

CKpOMHOCTb B OOLLEHUN O3HA4YaeT CAEepPXXaHHOCTb B OLIEHKax, yBaXKeHWe BKYCOB,
NpUBA3aHHOCTEN OpYyrMx nogen. AHTMNOAaMU CKPOMHOCTWU SIBRSIOTCA BbICOKOMEpPUE,
pa3Bs3HOCTb, NO3epPCTBO.

To4yHOCTb Takke MMmeeT Bonblioe 3Ha4YeHne Ons ycnexa AenoBbiX OTHoWweHun. bes
TOYHOrO BbINOSMIHEHUSA AaHHbIX obellaHni n B3ATbIX obaA3aTenbcTB B nobon opme
XN3HeOeATenbHOCTM Aena BeCTU TpyaHO. HETOYHOCTb HEpPEeaKO rpaHNyYUT C amoparibHbIM
nosegeHnem — obMaHoM, NOXbIO.

MpeaynpeanTenbHOCTb — 3TO CTPEMIEHME NepPBbIM Oka3aTb Nbe3HOCTb, n3baBuTb
APpYroro yenoseka oT Hey4OoOCTB U HENPUATHOCTEN.

Bbicoknin  ypoBEeHb KOMMYHUKATMBHOM KynbTypbl ONpeaensieTcs Hanuumem y
cybbekTa 00 eHNs TakMxX NMIMYHOCTHBIX Ka4eCTB, Kak:

1) amnaTtnsa — ymeHue BuaeTb MUp rnasamun gpyrux, NOHMMaTh ero Tak Xe, Kak OHW;

2) pobpoxenaTtenbHOCTb — YBaXKeHWe, CUMNaTUsl, YMEHWe MOHMMAaTb foaen, He
0406psast UX NOCTYNKX, FOTOBHOCTb NOAAEPXKUBATL OPYIUX;

3) ayTEeHTUYHOCTb — CMOCOBHOCTbL ObiTb CamMuM COBOM B KOHTaKTax C OpPYrnmu
nogpmu;

4) KOHKPETHOCTb — YMEHNE rOBOPUTb O CBOMX KOHKPETHbIX NEPEXUBAHUAX, MHEHUSX,
AENCTBUAX, FOTOBHOCTb OTBEYaTb OAHO3HAYHO Ha BOMPOCHI;

5) WHMUMATUBHOCTb — CMOCOOHOCTb «WMATWM Brneped», YCTaHaBnMBaTb KOHTAKThI,
roTOBHOCTb OpaTbCs 3a Kakume-TO pfgena B cuTyauuu, Tpebylowen akTMBHOro
BMeLLaTenbCTBa, a He NPOCTO XAaTb, KOraa Apyrne HavyHyT YTo-TO Aenarb;

6) HeNoCpeaCTBEHHOCTb — YMEHUE roBOPUTb M 4ENCTBOBATL HANPSIMYIO;

7) OTKPbITOCTb — FOTOBHOCTb OTKPbIBaTb APYrMM CBOW BHYTPEHHMI MUP U TBepAas
ybexxgeHHOCTb B TOM, 4YTO 3TO CMOCO6GCTBYET YCTAHOBMEHUIO 300POBbIX W MPOYHbIX
OTHOLLEHWI C OKPY>KalOLLMMUN, UCKPEHHOCTb;

8) NpuHATME 4yBCTBa — YMEHWE BblpaxaTb CBOM YyBCTBa W FOTOBHOCTb MPUHMMATb
9MOLMOHAIbHYHO 9KCMPECCUIO CO CTOPOHbI APYIUX;

9) camonosHaHue — wuccrnegoBaTenbCKOe OTHOWEHME K COBCTBEHHOW >XMU3HU W
NnoBeAEHMI0, FTOTOBHOCTb MpuHMMAaTb OT nogen nobyo nMHbopMaumio O TOM, Kak OHU
BOCMNpUHUMatOT TebSA, HO NpK 3TOM BbITb aBTOPOM CaMOOOLIEHKM.

Uenosek HauvMHaeT nyyule NoHMmaTb APYrvx, eCcnu no3HaeT creayloline acnekrhbl
COBCTBEHHOM NMNYHOCTM:

— COBCTBEHHbIE NOTPEBHOCTM U LLEHHOCTHbLIE OPUEHTALNN, TEXHWUKY JIMYHOW paboThl;

— CBOW NepuenTuBHbIE YMEHUS, T.e. CMOCOBHOCTb BOCMpPMHMMATL OKpyXatollee 6e3
CYOBEKTUBHbBIX UCKaXKEHUIN, 6e3 NposiBNEeHNs CTOMKUX npeanybexxaeHnn B OTHOLLEHUN Tex
NN UHBIX NpobnemM, MMYHOCTEN, CoLManbHbIX rPynm;

— rOTOBHOCTb BOCMPMHMMAaTb HOBOE BO BHELLHEN Cpeae;

— CBOM BO3MOXHOCTM B MOHUMaHUM HOPM U LIEHHOCTEN APYrMx coumanbHbIX rpynn v
APYrUX KynbTyp;

— CBOW YyBCTBa M MNCUXUYECKME COCTOSIHUA B CBA3W C BO3gencTBueM (hakTopoB
BHeELUHen cpenpbl;

— CBOW Cnocobbl NepcoHanu3auun BHeELWLHEN cpedbl, T.€. OCHOBaHUSA U NPUYMHbI, MO
KOTOPbIM YTO-TO BO BHELUHEN cpefe paccMaTpuBaeTCs Kak CBOe, B OTHOLUEHUU KOTOPOro
NPOSIBNSETCH YYBCTBO XO35AMHA.
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[MoBbIWEHNE YPOBHS KOMMYHUKATUBHOM KynbTypbl OOSMKHO ObiTb HamnpaBreHo Ha
pasBuTME CNeayoLmMX CoOuNanbHO-NMCUXONOMMYECKUX YMEHWIA:

— MCUXONOMMYECKN BEPHO M CUTYaTUBHO OBYCNOBNEHHO BCTyNaTb B OOLLEHNE;

— noaaepXxuBatb 00LWEeHNe, CTUMYNMPOBAaTbL akTUBHOCTb NApPTHEPA;

— NCUXOSTOTMYECKN TOYHO OMNPEeAENnATb «TOUYKY» 3aBepLUEHUS OOLLEHNS;

— MakcuMmanbHO UCMonb30BaTb COLMASIbHO-NCUXOMNOIMYECKNEe XapaKTepPUCTUKM
KOMMYHWKaTUBHOW CUTyaL MK, B paMKax KOTOPOW pa3BopavmBaeTcst oOLeHne;

— MPOrHO3MpoBaTh peakunn NnapTHEPOB Ha COBCTBEHHbIE AENCTBUS;

— MCUXONOMMYECKN HAacCTpanmBaTbCA Ha AMOLIMOHANbHbIN TOH cOGeceaHuKa;

— OBnageBaTb N yaepXvmBaTb MHMLMATMBY B OOLLEHUN;

— MPOBOLUMPOBATL «OKeNaTerbHY peakLmio» napTHepa no obLieHunio;

— dopmMmnpoBaTb UM «YMpaBMsaTb» COLMANbHO-NCUXONOrMYECKUM HACTPOEHMEM
napTHepa no obLieHunio;

— npeoaoneBaTb ncuxonormyeckne 6apbepbl B 06LLEHNN;

— CHUMATb U3NULLIHEE HaNPSXKEHUE;

— MCUXONOMNYECKN N (PU3NYECKN «COOTBETCTBOBATbL» CODECEeaHNKY;

— afleKBaTHO cUTyaumu BblIbupaTb XXeCTbl, NO3bl, PUTM CBOETO NOBEAEHUS;

— MOBUNM30BbLIBATLCA HA AOCTMXKEHNE NOCTABNEHHON KOMMYHUKATUBHOW 3a4auMm.

He MeHee BaXHbIMW COCTaBAALWMMN KOMMYHUKATUBHOM KyIbTypbl SBNAKOTCA
3HaHUSA, YMEHUS N HaBbIKW, OTHOCSLLMECS K PEYEBON AEATENbHOCTH, T.€. KynbTypa peun. B
pevyeBon  OeATEeNbHOCTM  MOXHO  BblOENUTb  TPWU  CTOPOHbI:  COAepXaTesnbHYH,
Bblpa3uTenbHyo 1 nobyautensHyto. CoaepxaTtenbHas CTOpPOHa peyvn xapakTepusyeTcs
GoraTCcTBOM, 3HAYMTENBbHOCTBIO M [0KA3aTeNbHOCTbIO MbICNien. BbipasnTenbHOCTb peyn
CBsi3aHa C ee 3MOLMOHANbHOM OKPALLUEHHOCTbI: pevyb MOXET ObiTb ApKon, obpasHowu,
9HEeprnyHom unu, HaobopoT, Cyxoun, BANon, Tyckrnon. MNobyantenbHaa CTopoHa peYeBoOu
AEATEeNbHOCTM COCTOMT BO BIIMSIHUM Ce Ha MbICnW, 4yBCTBa M Bonto cnywatens. Ot
YPOBHA peyeBON KynbTypbl, OXBaTbiBAKOLIEN COOEPXATENbHYH0, BbIPA3UTENbHYIO U
nobyauTenbHY0 CTOPOHbI, 3aBUCUT CTEMNEHb BOCMPUATUSA peyn cnyLaTensamu.

K 4ncny OCHOBHbIX MoOKasaTenen KynbTypbl peyn B OefIOBOM OOLEHUU MOXHO
OTHECTMU:

— CNOBapHbI coCTaB (McKnyarTca ockopbnsawwme cnyx (HeueH3ypHble),
)XaproHHble CrnoBa, ANaneKkTu3mbl);

— CrnoBapHbI 3anac (4em OH Gorade, TeM spye, BblpasuTenoHee, pasHoobpasHee
peyb, TEM MeHbLUE OHa YTOMASET crnywarenen, Tem bonblie BneyaTnseT, 3anoMMHaeTcs
N yBrnekaer);

— MNPOU3HOLWEHMEe (HOPMOW COBPEMEHHOIO MPOU3HOLLEHUA B PYCCKOM S3blKe
SIBNAETCA CTapOMOCKOBCKUIN ANanNeKT);

— rpammaTuka (genoBas peyb TpebyeT cobnogeHus obwmx npaeBun rpaMmMmaTuky, a
Takke ydeTa HEeKOTOpbIX crneumuyeckux OTNNYMA, B YaCTHOCTW, LEeHTpanbHOe MecTo B
AENOBOW peyun AO0MKHO BbITb 3aHATO CyLLeCTBUTENbHLIMU, @ He rnaronamm);

— CTUNMCTMKa (K XopoLwlemy CTUM peyvn NpeabsBrsiTca Takue TpeboBaHus, Kak
HeJOonyCTUMOCTb JIMLIHMX CrOB, NPaBWsbHbIA NOPSOOK CMOB, OTCYTCTBUE CTaHAAPTHbIX,
N30MTLIX BbIPAXXEHNN).

Ocob6eHHOCTN PasBUTUSA KaKAOW JIMMHOCTW, YHUKANbHOCTb €€ BHYTPEHHEro mvpa u
AEenoBo  cpedbl MO3BONSAET TrOBOPUTb W 00  YHUKANbHOCTU  UHAWBUAYaIbHOW
KOMMYHUKaTUBHOW  KynbTypbl. BaXHO MNOMHUTb, 4YTO KOMMYHWKaTMBHAA KynbTypa
noggaeTcs pasBUTMIO B NpoLEcce CoLMarbHO-NCUXONOrMYecKoro obyyeHus.
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Il. MpakTn4yecknn 6NoK (3apaHunA)

3apaHue 1.

Mcnonb3yss AaHHble, npuBedeHHble HWXe, onpedenuTte, K Kakomy Tuny FUYHOCTU
OTHOCUTECH Bbl U BalLW COKYPCHUKM.

AmepukaHckne ncuxonorn Kperep n TbiOCOH, onnpascb B CBOUX UCCNeoBaHUSX Ha
TMnonoruio nuyHocten KOHra n pabotbl Manepc n bBpurrc, onybnukoBanu KHury «Tunbl
nogen n 6GusHec», B KOTOPOM CBsA3anuM Tunbl fogen un  gakTtopbl, U YCNoBuUS,
GnaronpuaTCTBYIOLLME AOCTWXKEHUIO ycnexa B paboTte. KniouyeBble crnoBa B onvcaHum
0CcOBeHHOCTEN NOBeAEHUS NIMYHOCTEN pasHbIX TUMNOB NpmBeaeHbl B Tabn. 1.

Tabnvua 1

KNIOYEBbIE CJIOBA B ONMUCAHUAX NOBEQEHUA TUMOB NIMYHOCTEWN

TUMN E — 3KCTPABEPCUA

Thn | — UHTPOBEPCUA

ObwmTenbHbIN

Baaumopgencreume

BHewHee nposiBneHve

LnpoTa

OKCTEHCMBHOE

O6LwupHbIe cBA3K

PacxogoBaHue aHeprum
BHelwuHee nposasneHne amounn
CHavana roBopsT, NOTOM AymatoT
He nob6at yeauHeHuns

No6aT nonyyaTb NyGRMYHYO Noxsany

3aMKHYTbIN
CocpenoToyeHHOCTb
BHYTPEHHASA XU3Hb
MMy6buHa

NHTeHcuBHOE
OrpaHun4eHHble CBA3N
CoxpaHeHwne aHeprum
BHyTpeHHAA peakuus
CHavana gymaroT, NOTOM roBOpPAT
Jlio6aT yegnHeHne
[MoxBana HacTopaxuvBaeT

TUN S — CEHCOPHbIW, PEAIIbHBLIN

TUN N - UHTYUTUBHbIN

3aKOHOMEpPHbI

Hacrtosee

PeanncTunyHbIn, KOHKPETHbIN
TpyaHas paboTta

daKTbl

3eMHoM

[MpakTn4YHbIN

TouYHbIN

EcTb peanbHble hakTbl —

ecTb NpegMeT Ans obcyxaeHus

CnyyanHbin

Bynyuiee
KoHuenTyanbHbIN,
rnobanbHbIN, 06N
BooxHoBeHune

Teopuu, B3anMocBs3un
Mapawwmn B obnakax
OpwuruHanbHbIv

O6uiee BneyaTneHune
Y10 Gbino Obl, ecnu Obl...

TWUN T — MbICTIUTENIbHbIN

Tun F — YYBCTBYIOLLUUN

OOGBbEKTUBHBIN
TBepabin

3aKOHbI

CTtoaTb Ha cBOEM
CnpaBegnusbin
YeTKOCTb
AHanuTU4ecknmn
YcTaHoBKa
BecnpucTpacTHbIv

CyObeKkTnBHbIN
MarkocepaeyHbIn
O6cToaTenbcTBa

Y6exaeHne

'yMaHHbIN

apMoOHus

UyTKuni

O6LeyenoBeyveckme LLEHHOCTHU
[MprnyacTHbIN

TWUN J — PELUAKOLLMA

TWUN P — BOCMPUHUMAIOLLNIA

YperynupoBaHue
PeweHo
HemeHsowmincs
YnpasnsTtb
3aKpbITOCTb

HepelueHHOCTb
«lMoxnBem-yBuanm»
MMbknn
ApanTtupoBaTbcs
OTKpPbITOCTb
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CnnaHnpoBaHHbIN HeokoHYaTeNbHbIN
CtpykTypa MoTok

OnpepneneHHbIn OpreHTUPOBOYHBIN
[MpenenbHbIN CPOK «4T0 eule 3a CPOK»

MpeacTaBuTENN KaKOro TMNa JIMYHOCTU UHTEPNPETUPYIOT 3TUKY, MOpasb, LEHHOCTA K
NX COBOKYMNHOCTb MO-CBOEMY:

Tun E wucCnbITbiIBa€T OrpOMHYH0 MNOTPEOHOCTb KOHTPONMpoOBaTb MNOBEAEHWE BCeEX
OKpY>KatoLmXx;

Tun | HenpecTtaHHO KOHTponupyeT ceba u OGnukanwmnx poaCTBEHHUKOB, ANd
npegcraBuTenen aToro Tmna aTndeckasi OTBETCTBEHHOCTb — BHYTPEHHWUI NpoLecc, AeBU3
— «bygb BepeH cebe»;

Ana Tvna S aTMka — ABNEHNe KOHKPETHOE, CUIOMUHYTHOE, NMeKoLee OTHOLUEHME K
KOHKPETHOMY COObITUIO N TpebytoLlee pelleHns B HaCTOSALWMN MOMEHT;

Tun N BUOUT B 3TUKE YacTb BOMbLION CUCTEMbI, CBA3AHHOW C NpeacTtaBreHnsamMmm ob
NUCTUMHE W NpUHUMNAax; 3TUKa OTHOCUTENbHA, MNobY CUTyaLMio HY>XHO paccMmaTpuBaTb B
KOHTEKCTE,

Tun T BUOUT B 3TUKE OOBEKTMBHbIE MPUHLMMbLI, 3@ HaPYLUEHME KOTOPbIX MOJIOXEHO
HaKka3aHue, a €CIiM KTO-TO HE MOXET XUTb MO NpaBuiam, C HUM HY>XHO pa3obpaTtbcs;

Tun F BMANT B 3TUKE pe3ynbTaT OTHOLUEHUA Mexay IoabMu, NMpaBUibHOE Wn
HenpaBuIbHOE MOBEAEHNE OAOIMKHO ObiTb M3MEPEHO C MOMOLB JIMYHOW CUCTEMBbI
ueHHocTen (CyObeKTUBHO);

Tun J BOCMPUMHUMAET 3TUKY B YepHO-OerioMm BapuaHTe: eCcnn OHa €eCTb, TO YXe
He4yero GonbLue obcyxaaTb;

Tun P Bceroa coMHeBaeTcs axe B TeX 3TUYECKMX BOMpocax, B KOTOPbIX paHblule
OblN yBEPEH: HOBbIE JA@HHbIE MOTYT NPUBECTM K MEPECMOTPY Aaxe ero dyHaaMmeHTanbHbIX
3TUYECKUX HOPM.

Hwxe npuBedeHbl HEKOTOpble pPeKoMeHOaunn no 3TUKE B3aUMOLEWCTBUSA JHOOEWN,
crnocobcCcTByOWME NyYLeMY NOHUMAHMIO APYr Apyra 1 pa3BuUTUIO COTPYAHNYECTBA.

PEKOMEHOALMM NO 3TUKE AENOBbLIX OTHOLUEHUA

TUN E

Ecnu Bbl — TN E, TO Hy>XHO BbICNyLlWaTb YenoBeka, He nepebnBatb, HE BBA3bIBATLCA
B CMOp, He CNeLnTb JaBaTb NOBEPXHOCTHbIE COBETHI.

Ecnn gpyron — tun E, nomornte emy onpeaenuTbCs, 3a4aB KOHKPETHbIE BOMPOCHI.

T]N |

Ecnu Bbl — TUN |, NposiBUTE BHMMaHWE K NEepexuBaHUsiM APYroro, nocovyBCTBYMNTE,
HO He yHocuTe Yyxue npobriembl ¢ cobon, He nepexnBanTe X HaeguHe.

Ecnu gpyron — Tun |, NOMHUTE, YTO eMy TPyAHO AenuTbca Mbicnamn. Cnegyet emy
MOMOYb PacKpbITbCS, CO34aTb COOTBETCTBYIOLLYIO aTtMocdepy. Ecnn akcTpaBepT CKMOHEH
K NpeyBennyeHnsaM, To UHTPOBEPT — K NPEYMEHbLUEHUSIM.

T™MN s

Ecnn Bbl — TUN S, He pgaBanTe [JpPYrMM OTKIOHATLCSH B CTOPOHY, TpebyiTe
nogpobHocTten, pakrtoB, ybeamtecb, 4YTO BOMPOC pellaem, a npobrnema — B Bawewn
KOMMeTEeHLNN.

Ecnn pgpyron — Tun S, TO OH MOXET BOCMPUHATb 3TUYECKYKD CUTyauuio BHe
KOHTEKCTa, He 3aMeTUTb BapuMaHTOB, NHTEPNpeTUpoBaTb CUTyaLM0 HeraTtuBHo. 3agadva —
nokasaTb, YTO He BCe MN0X0, BEPHYTb €ro Ha TBEpAYHo Mo4BYy.

TUN N

Ponb Tvna N — obpawaTb BHMMaHMe Ha MacwTabHble ABneHus, BuaeTb cyabby
KOMMaHuM B MNepCrnekTMBe U B CBA3W C 3TUM OBHapyXmBaTb BO3MOXHble BapWaHThbI.
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MpuHagnexawme K MHTYUTMBHOMY TUMy NoBedeHus — npeobpasoBaTeny Mupa, MoryT
yBUAETb BbIX0 B 6€3HaAEXHON (MO MHEHUIO APYTNX) CUTyauuun.

Ecnn gpyron — tvn N, TO, BEPOSATHO, OH YXX€ MHOro 4Yero HanpuaymbiBas BOKPYr
npobnembl, 1 HagoO aTb €My BO3MOXHOCTb pas3obpaTbCd, NOMy4YMTb LOMOMHUTENbHYO
MHdOpMaUUIo, CTaTb Ha pearibHy No4YBY, YNPOCTUTL CUTYaUMIo.

™mnT

Ecnm Bbl — tMn T, nomornte Apyrum pasobpartbCs, B YbeW KOMMETEeHUuM 3Ta
aTnyeckas npobnema, a TaKkke CoOXpaHUTb OOBEKTUBHOCTb, JIOTMYHOCTb, pearnm3m.

Ecnn gpyron — tun T, TO crnegyet emMy HanOMHWUTb, KakMMu NOcneacTBUsSIMU AOJ1S
APYrMx 4YpeBaTo €ro pelleHue, Kakme y Hero camoro 6binu owyuieHnss B nogobHoMm
nonoXxeHun, 4Tobbl OH Nyywe obaymbiBan NOCNeacTBUS.

TN F

Ecnn Bbl — TMN F, noctapantecb He cnacaTb APYroro OT 3TUYECKOW npobnemsbl, He
OGpaTb BCe Ha ceb4, He HaBsA3bIBaTb CBOEN CUCTEMbI LEHHOCTEN, HO U HE OTKa3blBaTbCs OT
Hee. CneayeT ocTtaTbCs OOBLEKTUBHLIM U OTCTPAHEHHbIM, HO BbiCKa3aB, Kak Obl Bbl cebs
YyBCTBOBAsIN Ha €ro MecTe, Bbl MOXETEe NMOMOYb APYromy.

Ecnu gpyron — tun F, TO B cuTyauum 3Tmyeckon npobnembl OH MOXeT ObiTb
NPOTMBOPEYNB, BHOCUTb MHOFO fIMYHOrO, crnegyet noMoyb emy pas3obpaTtbCd, C KeEM M3
6nn3KMX 3TO CBA3AHO, ObITb TAKTUYHbBIM, HO TBEPAbIM.

™R J

Ecnu Bbl — TN J, nsberante ctpeMnennsa pasgenaTbcs ¢ cutyaumen n ¢ BUHOBHbIMA
ObiCcTpo. Jlyywe npogymatb XOTst 6bl NPUGNN3UTENBHBIV NNaH.

Ecnu gpyron — tvn J, TO OH NpMAET C roTOBbIM MfaHOM, NakeTom peweHnin. Cnegyet
NOCNOpuUTb C HAM, PAaCCMOTPETb ApYyrne BapuaHTbl U 06CTOATENLCTBA.

T™™]N P.

Ecnn Bbl — TN P, He paBante ApyrMM pybuTb crineva, MOKaKuTe BO3MOXHbIe
anbTepHaTMBbl, HO yMeNTe BOBPEMS OCTAHOBUTbLCS, AaNTe BbiCKa3aTbCs U APYruM.

Ecnm gpyrom — tmn P, TO OH npenogHeceT 3TUYecKyld npobrnemy TyMaHHO,
BO3MOXHO, CMeLaB ¢ gpyrummn npobnemamun. Cnegyet noMoyb eMy COCPefOTOUUTBCH Ha
NUCTUHHON npobneme, GbITb onpedeneHHbIM M NocnegoBaTeflbHbIM, OOBECTU Aeno A0
KOHUA, NPOKOHTPONMPOBAaTb UCNOSNHUTENS.

3apaHue Ne 2.

C kakon Lenbio roBOpsLLMIN UCMOMb3YeT cneaytowme perynmpyoLimne
BbICKa3blBaHNA?

1) Ecnu Bbl He Bo3pakaeTe, Mbl MOrnu Bbl Ha4YaTb 06CyXaeHWe.

2) asante nonpobyem nogonTh K npodneme ¢ apyron CTOPOHBI.

3) A xopoLlo NoOHMMal BalLn 3aTpyaHEHUAS...

4) NoHumaeTe, Mbl O4EHb XOTMM HaWTK C BaMn 0OLLME MHTEPECHI N AOrOBOPUTBLCS MO
3TUM BOMpPOCaM...

5) Mbl noHMMaeMm BaLun TPYOHOCTU U FOTOBbI MATU HaBCTpeuy...

3apaHue Ne 3.

OTpepaktupynte pasbl, 06BACHUTE OLLIMOKY B MOCTPOEHUN NPELTIOKEHUS.

1) Betpeya npowna ¢ 60nbwWMM MHTEPECOM.

2) A1 3aMeTnn xapakTEPHY eMy OLLMOKY.

3) XoTtenock 6bl, YTOOLI Bbl MOCKOPEE OKa3anu BHUMaHME Hallen opraHnsaunu.

4) OH nonbITancs npeaocTepeyb HEBEPHBIN LAl ANpeKTopa.

5) Ha BcTpeye npucyTcTBOBasn v npeactaBuUTenNb C 3aBoja.

6) ObpaboTaB 3T AaHHbIE, BbIACHMNACHL NOSIHAsA KapTUHA COCTOAHMS Aen.

7) Moe MHeHMe K HEMY KaK K YeSTOBEKY HEerrmoxoe.

8) lNpountaB pekoMeHAOBaHHYK MpenogaBaTenieM nutepaTypy, CTydeHTam cTanu
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SICHbI MHOTME CII0XHbIe BOMpPOCHI.
9) Ha noBecTke OHA CTOSAS BOMPOC O pecypcax.
10) NogHMMasicb No necTHuue, B rna3a MHe 6pocunoch CTpaHHoe obbsBneHue.

3apaHue Ne 4.
[Mepeuncnute aTuMkeTHble OPMYIibl MPUBETCTBUSI.

3apaHue Ne 5.

«B cnope poxpgaetca nctuHa», «Cnopbl norybunu Puml» — yem, Ha Baw B3rnsg,
BbI3BAHO TakOe MPOTMBOPEYMBOE OTHOLUEHME K CMOpy? aprymeHTUpymTe CBOK TOYKY
3peHus.
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NMPAKTUYECKOE 3AHATUE Ne 1

3apaHne 1. Hamgute cny4yan HapylleHusi JEeKCUYECKOW co4YeTaeMoCTM B
YCTOMUYMBbLIX CJIOBOCOYETaHMAX U UCTIPaBbTE UX:

WrpaTb ponb, wurpaTb 3HayeHwe, pewwuTb npobnemy, paspelwuTb CUTyauuto,
paspeLlmnTb BOMPOC, pewwnTb 3agady; NpeactaBnATb UHTEpPecChl, NpeacTaBnATb upmy,
npeacTaBnATb UTOMN; pPacCMOTPETb BOMPOC, pacCMOTpeTb Aeno, pacCMOTPeTb Cryyau,
norawaTtb KpeauT, norawaTtb 3afO0rMKEeHHOCTb, norawaTb Ccydy; BHECTU npenrioxeHue,
BHECTW BOMPOC, BHECTM pe3onouuio; cobniogate npasuna, cobniogate OGrOXeT,
cobniogaTtb 3aKkoHbl; BO3MECTUTb yuiepb, BO3MECTUTb KpeawuT, BO3MECTUTb npeamer
apeHabl.

3apaHue 2. Packponte cko6Ku n BbIGepUTEe NpaBUIIbHOE CITOBO U3 NAapOHUMOB.

1. Bbl yxe 3HaKOMbl C Ka4yeCTBOM YCIyr, KOTopble Mbl (NpeacTaBnsem —
npepgocrtasnsem). 2. MNpowy (onnatuTe — 3annaTuTb) MHE pacxobl MO KOMaHOMPOBKe. 3.
dupma cTpout neun c (rapaHTUWHOM — TrapaHTMpPOBaHHOM) TennooTAadven. 4.
(KomaHampoBaHHbIE — KOMaHOVPOBOYHbIE) AOMMKHbI 3aperncTpupoBaTb CBOU AOKYMEHTHI.
5. CoBeT aupektopoB noTpeboBan (rapaHTUNHbIX — rapaHTUPOBaHHbLIX) 06A3aTENLCTB OT
KNMeHTOoB-HennaTenbLwmkoB. 6. HeobxogmMmo BeCTU XO3ANCTBOBAHWE (IKOHOMHbIMU —
9KOHOMWYHBIMU — SKOHOMUYECKMMM) METOAAMM.

3apaHue 3. Hamaute B npeanoXxeHuUsix fieKCUYeCcKue owmobKnN, ucnpaBbTe UX U
3anuwmTe npeanoXxeHus B oTpeaakTMpoBaHHOM Buae.

1. [lpeapnpustve onnadmBaeT ABTOLEHTPY CTOMMOCTb 3anacHbiX YacTen no
AENCTBYIOLWUM NpenckypaHTam.

2. Bolgenutb goTaumio Ha aBTOOYCHblEe MOE3AKM ANS NbrOTHOW KaTeropun rpakaaH
Ha gadHbii nepuog (¢ 10 mas no 12 ceHTtabpa 2013 r.).

3. [lokasaTtenem, xapakTepusylowum Keanudukaumio Ccnyxawero, sBrnsieTcs
CnoCcOBHOCTb afanTMpoBaTbCs K HOBOW CUTyauuMuM W NpUMHMMAaTb HOBblE NOAXOA4bl K
PEeLLEHMIO BO3HUKAOLWMX Npobnem.

4. lMpowy Bac BbICnaTb HaM ANA O3HAKOMIIEHMS OENCTBYHOLIME PaCLEHKN Ha
npunobpeteHne obopygoBaHus OJOATC «KeaHT» emkocTbto 240 m 480 HOMEPOB WM
OPMEHTUPOBOYHYKD CTOMMOCTb pabodven Bepcun nporpaMmmHoro obecneyeHus Ons
NPUBEAEHHbIX BbILLE EMKOCTEWN.

5. Hawa uenb — cosgaHwe 3KOHOMMYEecKOM 6asbl ANA MOBbLIWEHUS YPOBHS
aKcnnyaTaumMm n peMOoHTa XUnuHoro oHaa ropoaa.

6. LleHbl Ha ToBapbl AOrOBOPHbIE B COOTBETCTBMU C AENCTBYHOLUNM NPENCKYPAHTOM
LeH.

7. JoroBop Ha oxpaHy BC nogpasymeBaeT nepcoHanbHyto oxpaHy BC He3aBucnmo
OT MecCTa pacnosioKeHMs caMmorieTa Ha TeppUTopun aspoapoma.

3apgaHme 4 . OTpepakTupyuTe npeanoxeHwusi, YCTPaHUMB peyveByH
M30bITOYHOCTD.

1. Mbl MHTEepecyemc4, MoxeTe nn Bbl Ha3BaTb HaM agpec Apyroro nocTasLuka, unu,
B Cllydae HEeBO3MOXHOCTU, CMOXeTe N Bbl nponHgopmupoBath 0 Bawen BO3MOXHOCTU
NOCTaBUTb HAM HaNPSAMYIO.

2. Hapeemca Ha ganbHenwee COBMECTHOE COTpyaHUYecTBO ¢ Bawen hupmon.

3. NS NPUHATUS XMU3HEHHO BaXKHOrO pelleHus Ang Hawux ¢ Bamu paboTHWKOB
npeasiaraemMm opraHM3oBaTb BCTPEYy Ha ypOBHE PYKOBOAUTENEN.

4. OnToBble TOProBUbl AOSMKHbI CO3[4aBaTb XOpolMe [enoBble OTHOLWIEHUA C
PYKOBOACTBOM pPbIHKa, 4TOObI 06ecneynTb ycnewHyo paboTy pbiHKa ONTOBOW TOProBMu.

5. Pewwunu: npousBectM noaTanHoe odopMeHne 3eMenbHbIX OTBOL4OB C
ogopMreHnem npasa CO6CTBEHHOCTH.
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6. Ecnv B Bawewm pervoHe cnpoc Ha Bawy npoaykuuio yaoBreTBopeH v Bbl uwete
HOBble BO3MOXXHOCTW Ha HOBbIX PblHKaX, TO Mbl FOTOBbl Bam noMo4yb opraHm3oBaTtb CObIT
Bawen npogykumm B Halen cObITOBOM CETW.

3apaHue 5. BocnpousseauTte ycToMuMBbie CIIOBOCOYETAHUSA MO rNaBHOMY
yneHy — rnarony: Hanpumep, BHOCUTb (YTO?) NpeasioXXeHne, BONPOC, KaHauaaTypy.

pewatb — ..., OKa3aTb — ..., pa3pewatb —..., paCCMOTpPETb —..., NpeabAaABNATb —...,
yaooctounTtb —..., Oocturatb —..., BbiICTaBUTb — ..., NpegocCTaBlATb —..., 3aKIMO4YUTb —...,
npencrtaendTb — ..., JOCTUYb —..., NorawaTtb — ..., NIPUHATb —..., ONNaTUTb —..., PACTOPIrHyTb
— ..., BO3NOXNTb —....

3apaHmne 6. O6pasyute ¢opMy MMEHUTENbLHOro najexa MHOXeCTBEHHOro
yucna.

AunpekTop, apxuTeKkTop, KOMMNPeccop, COpT, panopT, criecapb, OTNYCK, opaep, CEKTop,
lwTeMnenb, BEKTOP, AUCNETYEp, OONYCK, pedakTop, Tabenb, Uex, KOpM, KBapTasn, OTryn,
wodep, Mecsu, MHCTPYKTOop, Byxrantep, 6pokep, aounep, pekTop, npodeccop, NoprT.

3apaHue 7. PackponTe CKOOKM U NocTaBbTe CrOBa B HY)XXHOM nagexe.

1. CornacHo (Hawa AOroBOPEHHOCTb) TOBapbl AOMKHbI ObITb OTrPY>XEeHbl HE No3gHee
2 ceHTAbpSs cero roga.

2. [Npowy onnaTtuTb ycrnyrn cornacHo (4oroeop).

3. CornacHo (NpunoXxeHue K NMUEeH3nn) paspeLleHbl crieaytowme Buabl pabor.

4. B cootBeTCTBUU C (MpUHATas paHee [OroBOPEHHOCTb) MPOLy BbiCNaTb B HaL
agpec obpasupbl ToBapa 1 yrnakoBKW.

5. CooTBeTCcTBEHHO (NpuHATbIE 0OCTOATENbLCTBA) OTNpaBnseM B Baw agpec
obpasubl Halewn NPoAYKLNN.

6. CormacHo (npunaraembli CNUCOK) Harpagutb paboTtHukoB 3AICa geHexHon
npemuen B pasmepe Meca4yHon 3apnnarbl.

7. CornacHo (Hactoswmm KOHTpakT) NMcnonHutenb onnavmBaeT paboTy AreHTcTBa B
CyMMe BOCEMbCOT ThiCAY pybnen.

8. lMpocum coobwnTb OONONMHUTENbHBIE CBEOEHUA OTHOCUTENBbHO (M3MEHEHUS B
oMHaHCUPOBaHUM) HaLLEero NpeanpuUsaTUS.
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NMPAKTUYECKOE 3AHATUE Ne 2

3apaHue 1. MNMpouutante AaHHble CnoBa M crioBocoYeTaHus. Bbinuwute Te,
KOTOpPble OTHOCATCA K ochuLimanbLHO-AeN0BOMY CTUNIO.

BosgaTb AomkHoe, HETPYA0CNOCOOHOCTh, XUMNULLHBLIN OOHA, U3BMEKaTb KBagpaTHbIN
KOpeHb, MPUHATbL K MWCMNOSIHEHMIO, CTPaxoBOW nonuc, ObICTpO, Hagnexaliun,
npeanucobiBatb, YyAEeCHbI CnyyanW, nNpoBOAUTb WCcregoBaHWe, XOo4aTancTBOBaTb,
OGBUHUTENBHbBIA NPUrOBOP, NOCTaBUTb Ha BWA, COLMONOMNA, YCTAHOBMEHHbIM NOPSAAOK,
eQMHOBpeMeHHoe nocobue, MoHeTusauusa NbroT, NOCOBETOBATb, MpsiMble 06A3aHHOCTW,
nporyrnka, cornaweHune, HecobniogeHve, aunnomHas paboTta, NPpocpoyKa, OTBETHMK.

3apaHue 2. I3 npeanoXxeHMn BbINULIMTE CNOBa, HasbiBawwme nrogen. [lante
3TUM crnoBam onpepgerneHue.

1. Oneka 1 nonNeYUTEenbCTBO YCTaHaABNUBAKTCA MO MECTYy XWUTenbCTBa nvua,
noanexawiero orneke Wnn nonevynuTenbcTBy, MO0 NO MeTy XWUTenbCTBa OMNeKyHa
(noneunTtens).

2. CBngeTensa MOXHO gonpawmneaTtb O pakTax, Kacatlmxca 4aHHOro Aena, a Takke
O JIMYHOCTM OBBUHAEMOrO NN NOTEPMEBLLETO.

3. B cocTtaB rocygapCTBEHHbIX MPUEMOYHbIX KOMUCCUIA NO NMPUEMKE B KCMyaTauuio
OOBHEKTOB MPOM3BOACTBEHHOIO HasHayYeHWs MoAnexaT BKIYEHUIO npeacraBuTenu
3aKas34yvka, reHepanbHOro nOApsiAYMKa, reHepanbHOro MPOEKTUPOBLUMKA, OpraHoB
CaHuUTapHOro Hag3opa.

4. B oTBeT Ha npeTeH3M0 OTBETYMK COrfnacusnics BO3MECTUTb Ham YObITKM MO
Tpygo3aTpatam no ncnpasneHuto bpaka.

5. MMocTtaBwurK npuHMMaeT Ha cebs o0b6a3aHHOCTM N0 NpodUnIaKkTU4eCcKomy
obcnyXmMBaHMIO, a Takke MO TeKyLeMy PEeMOHTY ra3oobopynoBaHud, NpuHaanexallero
3aKas4ymKam.

6. CBOOOAHbBIE OCTATKN CPEACTB Ha CHETE HA OCHOBAHUW 3asIBNEHUSA KIMEHTa MOryT
ObITb NO ero TpeboBaHMO NepeBeaeHbl HA AENO3UTHbIN BKNag C NocrneayoLwen BoinnaTon
YCTaHOBMNEHHbIX AOMOMHUTENbHBIM COrfalleHneM NpoLEeHTOB.

3apgaHme 3. B npuBeaeHHbIX nNpeanoXeHUAX HauauTe OTrnarosfibHble
cywecTBUTesNIbHbIe, XapaKTepHble Aans oduunanbHO-AENOBOro CTUNA peuMm.
O6BbACHUTE, YeM BbIpaXXeHO CKalyemoe B NpensioKeHUNAX.

1. B BblgeneHnn aononHUTEeNbHbIX (POHO0B TPECTY OTKa3aHo.

2. Onnara 3akasa rapaHTupyeTcsi.

3. Cneuunanuctamn otgena 6naroyCTponcTBa M pPavioOHHOrO X03AMCTBa NpoBeneHa
npoBepKa COCTOSIHUS CTOSIHOK NIMYHOrO TpaHcnopTa.

4. B pesynbTtate paccnefoBaHus YCTaHOBIIEHO, YTO MOXap BO3HWK BCreacTBuE
HencnpaBHOCTEN B CUCTEME 3NIEKTPONPOBOKM.

5. B YnpaeneHue BHyTpeHHUX pnen KpacHoresapgenckoro paroHa HanpasieHo
obpaweHne ¢ npocbbon ycTaHOBUTH BrafenbLeB HECAHKLUMOHMPOBAHHBLIX 3anvparomx
YCTPOWNCTB 1 0683aTb X BbINOHUTE AEMOHTaX.

3apaHme 4. Oxapaktepusynte C TOYKM 3PEHUS CTUIINCTUYECKOM OKpacKu
npeanorn N cor3bl B AaHHbIX NPeafoXeHUNAX.

1. Cyn npekpawaeT geno 3a NnpuMMpeHneM y4acTHUKOB criopa.

2. PebsaTa cHoBa urpatoT BMecTe, NOTOMY YTO OHM NOMUPUIUCS.

3. Ce30HHbIMM MpU3HalOTCA paboTbl, KOTOPbIE B CUNY NPUPOOHLIX U KNUMaTUYECKUX
YCITOBUI BbIMOMHAKTCS HE KPYIIbIN rof, a B TeYeHne onpeaeneHHoro nepmoaa.

4. Mbl He MOnN BbINTK Ha yNuuy M3-3a NPONMBHOIO SOXAS.

5. B uensx noarotoBkU HOHOLWIEN K BOEHHOW cnyxbe B LIKOMax OpraHuM3ylTcs
creumanbHble CeKLnn.

6. OH Hayan ycuneHHo 3aHMMaTbCs CNOPTOM, YTOObI MOArOTOBUTLCS K apMUMN.

7. CnocobHOCTb rpaxgaHMHa CBOMMM AENCTBMAMN NpuobpeTaTth rpaxkgaHckne npaesa
n cospgaBaTb Ansa cebs rpaxgaHckme 0653aHHOCTU BO3HMKAET B MOSIHOM obbeme C
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HacTynfeHMeM COBEpPLUEHHONETUA, TO €eCTb MO AOCTWXEHUW BOCeMHaguaTUneTHero
BO3pacTa.

8. Korga en ncnonHunock BoceMHaguaTth feT, OHN NOXEHUUCh.

3apaHue 5. OTMeTbTe XapaKTepHble OCOOEeHHOCTM oOcdUuLManbLHO-4ENTOBOro
CTMNA B obnactu nekcuku wu c¢paseonorum (Hanumume CcrnoB C OKpackom
odmumanbLHO-AENOBOro cTUNs, NnpodeccuoHarnbHbIX TEPMUHOB, hpa3eonoru3mMoB).

Bceobwas geknapauusa npae YenoBeka

Cratba 7

Bce noan paBHbl nepen 3akOHOM U MMEIT NpaBo 6e3 BCSKOro pasnnmymnsa Ha paBHYyHo
3awmTy 3akoHa. Bce nmogy umeroT npaBo Ha paBHYK 3alLMTy OT Kakon Obl TO HWU Bbino
ANCKPUMUHALMKW, HapyLlawen HacToswyto [eknapauumio, n oT Kakoro 6bl TO HU 6bIno
noacrpekaTesnibCTBa K Takon AUCKPUMUHALNW.

Cratbsa 8

Kaxagbln 4enoBek uMeeT npaBo Ha 3PdEKTMBHOE BOCCTaAHOBMEHME B MpaBax
KOMMNETEHTHbIMX HaUWOHamNbHLIMU CydaMu B CryyasX HapyLUeHUsi ero OCHOBHbIX Mpas,
npefocTaBfEHHbIX €MY KOHCTUTYLIMEN U 3aKOHOM.

Cratba 9

Hukto He MoxeT ObiTb NOABEPrHYT MPOM3BOSILHOMY apecTy, 3adepXaHuwo W
N3rHaHUIO.

Cratbsa 10

Kaxxgbin YenoBek, Ansa onpeaeneHnsa ero npae 1 06513aHHOCTEN M AN YCTaHOBEHUS
0B6OCHOBAHHOCTY NPEAbABIEHHOIO €My YrofloBHOro 06BMHEHMS, UMEET NpaBo, HA OCHOBE
MOMIHOMO paBeHCTBA, Ha TO, 4TOObl ero geno 6biNO pPacCMOTPEHO rMacHO U C
cobntogeHnem Bcex TpeboBaHui cnpaBennMBOCTM HE3aBUCMMbIM U 6eCnpucTpacTHbIM
CyOoM.
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NMPAKTUYECKOE 3AHATUE Ne 3

3apaHume 1. 3ameHuUTe CrfioBa M ClOBOCOYETaHUA, WUMelLlWMe OKpacKy
odmumManbLHO-AENO0BOro CTUMA, HENTPanbHbLIMN.

AHHynupoBaTb, BM3a, COAEWCTBOBATb, MPEBEHTUBHbIE MeEPbl, A4MWHUCTPAUUS,
nopvuaHve, yBeAOMUTb, B3UMaTb, XOOATANWCTBO, KOHCEHCYC, NpeporatvBa, anbsHC,
peknamaums, ceptudukat, pekomeHaauusi, KOHCTPYKTUBHbLIN Auanor, npeaoctaBuTb
CnoBo.

3apaHne 2. OTmeTbTe MOpPdONOrM4YecKkMe U CUHTaAKCUYeCKune OCOOEHHOCTU
TeKCcTa JOKYMeHTa.

Cuctema obpasoBaHusi cTpouTCcs WU (PYHKUMOHWMpPYET B COOTBETCTBUM C
rocyaapCTBEHHOW MOMMMTUKOW, HamnpaBreHHoNn Ha obecnevyeHne nNpeemMCcTBEHHOCTU U
BbINOMHEHWe 3a4ady rocygapcTea B obnactu obpasoBaHus. BaxHon cocTaBnsioLLen Takom
NONUTUKN SIBNSIETCS OOCTMXEHMEe eamHoobpasnsi B KOPEHHbIX BOMpocax obpa3oBaHnA B
CTpaHe B COYEeTaHMM C ero permoHanbHbIMU (HaunoHanbHbeIMK, geMmorpaduyeckumm n ap.)
YCOBUSAIMU, @ TaKKe UHTEHCUBHbLIM PasBUTUEM YacTHbIX hopm obpas3oBaHus.

OcHoBon rocypapctBeHHon nonutukn Poccunckon depepauum B obnactu
obpa3oBaHNa ABMSIETCA COrnacHo 3akoHy o6 obGpasoBaHun, degepanbHas nporpamma
pa3BuTUs 06pa3oBaHng, yTBepxxaaemas eaepanbHbiM 3aKOHOM.

B peanusauum eguvHOW rocyagapCTBEHHOW MOMUTUKA BaXkHAs MNOMMTUKA POSib
OTBOOUTCA rocydapCTBeHHbIM obpasoBaTefnibHbIM  CcTaHgapTaMm, obpasoBaTenbHbIM
nporpamMmam; JULUEH3UPOBAHUIO;, akkpeguTaumMm U aTTectaumm obpasoBaTtenbHbIX
yupexaeHuii He3aBnUcMmMo OT (oopM UX COBCTBEHHOCTM.

ocyoapCTBEHHblE  CTaHA4apTbl  BKMOYalT  dedepanbHbii M HAUMOHAaNbHO-
pernoHanbHbIN KOMMOHEHTbI. depnepaneHble KOMMOHEHTbI rocyaapCTBEHHbIX
obpasoBaTesnbHbiX CTaH4apTOB onpefensioT obasaTenbHbii MUHUMYM  coaepXaHus
OCHOBHbIX 0bfA3aTenbHbIX NporpamMMm, MakcumasribHbli 00beM y4yeBGHOM  Harpysku
obyuvatowmxcsa, TpeboBaHMs K yPOBHIO MOAFOTOBKM BblIMYCKHUKOB.

focynapcTBeHHble obpa3oBaTesibHble CTaHAapTbl OCHOBHOroO obuiero obpasoBaHus
yCTaHaBNMBaKTCS deneparnbHbIM 3aKOHOM. O6pasoBaTenbHble cTaHgapThbl
yCTaHaBNMBAKOTCA  NPUMEHUTENbHO K  Tunam  obpasoBaTenbHbIX  YYpeXaeHun
YNOAHOMOYEHHbIMW OpraHaMmn UCMNOMHUTENBHOW BacTu U ABNAOTCA 0bs3aTenbHbIMN 41K
yupexaeHui, OCyLLeCcTBAILWNX 06pa3oBaTenbHy0 AeATENBHOCTb MO COOTBETCTBYOLEMY
HanpaBneH1Io CneunanbHOCTMW.

depepanbHble KOMMOHEHTLI FOCYAAaPCTBEHHbIX 0Opa3oBaTenbHbIX CTaHAAPTOB MOTYT
AOMNONHATLCS HaLUNOHaNbHO-PErMoHanbHbIMMU, yCTaHaBNMBaeMbIMn cybbekTamu
Poccuinckon ®egepaunmn B nuue MX KOMNETEHTHbIX OPraHoB.

focynapcTBeHHble obpa3oBaTenbHble CTaHAAPTbl SABMASAOTCA OCHOBOW OOBHLEKTUBHOWM
OLEHKN YpPOBHSA 00pas3oBaHWs M KBanuduKkaumm BbIMYCKHUKOB He3aBUCUMO OT hopMm
nony4vyeHnsa obpasoBaHus.

3apgaHme 3. Wcnonb3yas pAaHHble OTbIMEHHble Mpeanoru, cocTtaBbTe
npeanoxeHus B ocuumanbHO-AENIOBOM CTUME: B LieNnsAX, B OTHOLWEHMU, B cnyvae,
BBMAY TOro 4YTo, B CYeT, B nopsiake, BCneacTtBMe TOro 4YTto, B CBA3U c, bnaropaps
TOMYy 4TO, B pe3ynbTate, BO usbexaHue, NO JIMHUKM, B COOTBETCTBUU, NO
OOCTMXXEHUN, Ha NpeaMeT, B CUNy, B 4YacTu, B Te4eHUe, Ha OCHOBaHUU, B nopsiake.

3apaHue 4. [lpoumTtante npeanoxeHusa. Hamgute B HUX 3NEeMEHTbI
ocdumumanbLHO-AENOBOrO CTUIS.

1. ApeHpaTop 06a3yeTcst HECTU MOMHY OTBETCTBEHHOCTb 3a BCe YObITKM, KOTOpbIe
OH MOXET MPUYUHUTBL apeHaoaaTernto BCNeACTBME NUCNONb30BaHUSA 3€MN HE MO NPAMOMY
Ha3Ha4YeHUIO B COOTBETCTBUM C HACTOAWMM [AOroBOpOM NunbO BCNeacTBMe CBOUX
HEeKOMMNETEHTHbIX OEeNCTBUN.
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2. 3a HeucnonHeHwe WM HeHagnexawiee WCNOSIHEHNE YCMOBUN HACTOALLEro
AOroBopa CTOPOHbI HECYT OTBETCTBEHHOCTb B COOTBETCTBUM C 3aKOHOAATENbCTBOM
Poccunckon pegepauun.

3. B cnyyae npuvHATUSA ydpeanTeneM peLLeHNss O peopraHusaumm Unn nMkeMaaumm
npeanpuatns (3a MCKMYEHUEM crny4daeB, Korga npeanpusitue npusHaHo 6GaHKpoToMm)
TPYLOBOW KONMEKTMB NpeanpusiTus BrpaBe noTpeboBaTb nepedayn npeanpusatus B
apeHay nnu npeobpasoBaHUs B MHYIO OpraHM3aLMOHHO-NPaBoBY OpMY.

4. Ha oCHOBaHMM BbILLEN3NOXEHHOIO Mbl, yypeautenu AO, npuHuMaem Ha cebs
oba3aTenbcTBa N0 opraHn3auun n pernctpaumm AO.

5. O6uwectBo ABNsSieTCa topuandeckum nuuom, obnagaetr 060cobneHHbIM
UMYLLLECTBOM, MMEET OCHOBHble M OBOpPOTHblE CpeAcTBa, CaMOCTOSATENbHbIN HanaHc,
pacyeTHble W [Opyrme cyeta B yvpexOaeHussXx OaHKOB, MOXET OT CBOEro WMEHMU
npuobpeTatb MMYLLECTBEHHbIE U JIMYHbIE HEUMYLLECTBEHHblE MpaBa, ObITb MCTLOM W
OTBETYMKOM B cyae, apbutpaxHoOM 1 TpeTENCKOM cyae.

3apaHue 5. OOpa3ynMTe ycCTOMYMBLIE CIOBOCOYETaHUSl, MMeloLWMe OKpacKy
ocdumumnanbLHO-AENOBOro CTUNSA, A06aBUB K CYLIEeCTBUTENIbHbIM COOTBETCTBYHOLUME
npunaraTtenbHbie. CocTaBbTe NpeanoXeHus.

[Mpurosop, CPoK, NMLO, AeTU, OTBETCTBEHHOCTb, AeNCTBUSA, 060pOHa, NOSTHOMOYNS,
obcTosATeNnbCTBa, MNpecTynreHne, HakasaHue, xanoba, nocobue, opraHbl, NOPSOOK,
paccMOTpeHue.
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NMPAKTUYECKOE 3AHATUE Ne 4
3apaHue 1. O6pa3ynTe ycTonumBbie CrIOBOCOYeTaHUsA ocuumanbHO-AeN0BOro
cTuna, pobaBuB K CcywecTBUTENbHbIM rnaronbl. CoctaBbTeé C HEKOTOPbIMM
npeanoxeHus.
Mpukas, KOHTPOMb, BbLIFOBOP, MNopuuaHne, owubka, coaencreme, nopsaok,
BbINOMTHEHME, HeAOo4eNnkn, AUCUUNIMHA, COBellaHue, nepecTponika, o06a3aHHOCTY,
obcneposaHne, Mepbl.

3apaHne 2. B npuBedeHHbIX nNpearioXeHMAX Hanaute YCTOM4YMBbLIE
cnoBocoYeTaHuA ouumanbHO-AeN0BOro ctTuns. 3ameHuTe UX, eCyiv 3To BO3MOXHO,
rnaronamm.

1. 3aBoA 3aBepLUaeT OCBOEHWE HOBOW MOLENN TpaKTopa.

2. Ocoboe BHMMaHMe Ha (habpuke yaenaeTcss HEO6XOANMMOCTU B KpaTyanLume CpoKu
NpoOn3BECTN OCBOEHME HOBOrO 060pya0BaHMS.

3. Pabouyne 3aBoga BblpaxaloT MOJSIHYK YBEPEHHOCTb, YTO MM ygactca [obutbes
CBOEBPEMEHHOIO BbINOSTHEHUSA 3aKas3a.

4. [Inga BKOYEHNS cUrHanuaaumnm HeobxogmMmo nNpom3BeCTM NOBEPThIBAHME pblyara.

5. 3a oT4yeTHbIN Nepuog Obino npoBeaeHo obcrnegoBaHne AeATENbHOCTM KOMOUHaTA.

3apaHne 3. Hamaute B AaHHbIX NpeanioXeHUAX nocnegoBaTeNibHOe
«HaHu3blBaHMe nagexen». TpaHchopMUpynUTe 3TU NpPeasioKeHUA AnA YCTHOro
BbICKa3bIBaHUS.

1. HanpaBnsiem akT NpOBEpKM MPUYUHBI MPOTEKAHUS MOMOB AYLIEBbIX NOMELLEHUN
ObITOBOK 3aroTOBUTENBLHOIO Liexa 3aBoja ANd NPUHATUS KOHKPETHbIX Mep Mo NUKBMaaumm
AedeKToB 1 caayn KoprnycoB B 3KCMnyaTaumio.

2. [Ins BbINONHEHUs TpeboBaHWA yCTpPaHEHWUs OTCTaBaHUSA NPOM3BOACTBA AeTanen
HamMeYeHbl KOHKPETHbIE MEpPONpPUATUA.

3. Mbl OOMmKHbI MOCTaBUTb BOMPOC O BOCMUTAHWM HAceneHus B Aene ynydlweHus
OTHOLLUEHNA K NPOBEAEHNIO MEPOMNPUATUIA NO O3ENEHEHMIO FOpoAaa.

4. ®akT yKIOHeHUs apeHgaTtopa OT BHECEHWs apeHOHOW nnaTtbl NOATBEpXKOaeTCs
pelueHnemM apbutpaxHoro cyaa.

3apaHue 4. CoctaBbTe CNIOBOCOYETaHUSA, CTaBA CIIOBO B HYXXHOM nagexe.
[MogroToBKa 1 pyKOBOACTBO (aCnupaHTbl)

MOMOLLb U COTPYAHNYECTBO (POLACTBEHHbIE NPEANPUATIS)

PYKOBOACTBO U KOHTPOSb (MECTHblE opraHusaummn)

HaZeATbCS N BepUTb (CBOW BbIMYCKHUKW)

NMOHATb U CMUPUTLCA (TPYAHOCTU XKN3HW)

nondop n HabnogeHue (dakTbl)

KOOPANHMPOBATb U PYKOBOAUTL (AeATENbHOCTL OpraHn3aunin)

3apaHue 5. NMpouuTtante npeanoxeHus. Ecnu ectb owmobKkn, cnpaBbTe UX.

1. MnaBa agMUHUCTpauuK pacnpegenseT v ynpasnseT UMyLLECTBOM N (hrHaHcamu.

2. YnTaTb 1 KOHCNEKTUPOBATL HAaYy4HYIO NiMTepaTypy ny4ylle BCEro rno yTpam.

3. HoBauua crtana OObBLEKTMBHO MONE3HOW, Tak Kak OHa pernameHTupoBana u
BHOCWUIIA HOBbIV NOPSOOK BO B3AaUMOOTHOLLEHMS BNACTHBIX CTPYKTYP.

4. YNOSTHOMOYEHHbIE MAPOM OpraHbl CaMOCTOATESNIbHO 06pa3yloT U pacnopsKatoTCs
BHEOOKETHBIMU hOoHOAMM.

5. PblHOYHblE OTHOLWIEHUS OPMUPYIOT Yy MNpPOM3BOAUTENEN U noTpedbutenen
CaMOCTOATENBHOCTb, 3aUHTEPECOBAHHOCTb M OTBETCTBEHHOCTb 3a KOHEYHbIE pe3yrbTaThl.

6. [Ona ycnewHom 3awmTbl guccepTtauum HeobxoouMO COCTaBUTb U U3YYUTb
6ubnuorpacwuto no ceoen Teme.
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7. JleBOLLEHTPUCTCKNIN BNOK NOKa HE UMEET N OYEHb HYXXAAaeTCH B NMAepe.

8. Mapkcuam yTBepxagan, 4to rocygapctBo Oyaetr oTmupatb C MCYE3HOBEHUEM
KnaccoB, MNOCKOSIbKYy OHO BO3HWKNO B CBA3W W B pe3ynbTaTe KNacCoBOro packona
obLecTBa.

9. HayyHaga pabota TpebyeT ymenoro nogdopa n nsy4yeHus haktos.

3apaHue 6. lNpouutanmte npepgnoxeHusa. UcnpaBbTe, rge 310 HeobGxoaMmo,
HaHu3biBaHMEe Magexew, He onpaBAaHHOE KOHTEKCTOM U  3aTpyaHsawouee
NOHUMaHMme.

1. Peub Gbina BCcTpeveHa genytatamm LWYMHbIMW anfiogucMeHTamu.

2. [loknagymk OCTAHOBWSICA Ha HEKOTOPbIX HOBEWMLUMX OLEHKax Haykm BANSHMSA Ha
npupoay XMMU4YeCKOro Npon3BoacTBa.

3. Haw npeacrtaButene BTOPMYHO BbIABMHYT genytatamy npegcegatenem
KOMUccun.

4. B pabote paetca KpaTkaa XapaKTepucTuka MeToauKW  onpeaeneHuvs
cebecToMMOCTM CENbCKOXO3SAMCTBEHHON NPOAYKLMNN.

6. B uensx panbHeMwero pacwmpeHust yv4acTusa CTYOEHTOB W NPUBMNEYEHUs K
akTMBHOM paboTe No aKkoHomuKe uyrneHoB Knyba meHeaxepoB MPOBOAATCS perynspHbie
BCTPEYM 3a KPYrfbiM CTOSIOM.

7. BegyTtca M3bICKaHUA BO3MOXHOCTU CO3[4aHUs CaMOCTOSITENbHbIX HE3aBUCUMbIX
n3gaTennbCcTB.

8. [ucceptaumsi cCOOepXWT aHanuM3 TeopuuM W NPaKkTUKM pelleHuss npobnembl
YKpEnneHnsi 3kKoOHOMMYeckon 6a3bl NpeanpuUsTUA Halero BpEMeEHN.

9. PabGota npeacrtaensieT cobow nonbiTky 0600LWeHns npouns3BoAcTBa TOBApOB
HapogHoro notpebnexHus.
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NMPAKTUYECKOE 3AHATUE Ne 5
3apaHue 1. MNoaGepuTte K AaHHbIM crioBaMm 6nu3kue no 3Ha4YeHur. CoctaBbTe
CnoBoCoOYeTaHUs C TEMU U APYTMMU, UCNONb3Yys NaaexHble PopMbl.
O6paseLl: yBepeHHOCTb — YBEPEHHOCTb B YCMNexe, Bepa B yCnex.
[MpeTBOpPEHNE, onNMpaTbCs, pPeueH3nd, NPeBOCXOACTBO, TOPMO3UTb, NpedocTepeYb,
WOEHTUYHbIN.

3apgaHue 2. B paHHbIX CNOBOCOYETaHMAX UCNpPaBbTe OLUMOKM.

O6ocHoBbIBaTh (hakTamu, NOTEpPNeTb NopaKeHne OT COMepHUKa, pasnuyatb Opy3en
N BparoB, ynnaTtuTb 3a NPOe3fd, paccepXeH Heyaayewn, yaAMBNATbCS CTOMKOCTU, OOMXKeH
6ecTaKkTHOCTbIO.

3apaHue 3. Packpounte CKOOKM, ynoTpebmuB crnoBa U3 CKOO6Ok B HyXkHou chopme;
ncnonb3ynte, rae HE06xXxoAMMO, COOTBETCTBYHOLUIA CMbICIY Npeasor.

1. CepbesHocTb U rybuHa oTnuyaeTt obcyxaaemyto paboTty (MHOrMe CTyaeHYeckue
paboTbl).

2. B MoHorpacun gaetca xapakrepuctuka (NonoxeHue gena B oTpacnu)

3. B HacTosee BpeMa ycunusa HanpasrieHbl (MOAepHU3aLms Npou3BOACTBA).

4. Mpovcwelee ¢ TpyaoM BNUCbIBaeTCH (paMKuM AeMOKpaTUYECKNX TpaanLuun.

5. OnybnukoBaHHas cTaTbs COOEPXKUT KpaTKMn 0630p (HayuHble JOCTUXKEHUS).

6. [ocTurHyTble ycnexu BCenaAwT YBEPEeHHOCTb (JarbHenwee noBbiLEHWE
pe3ynbTaTUBHOCTN).

7. CepbesHas Hay4Has paboTta TpebyeT (camooTaada).

3apaHue 4. WUcnpaBbTe OWMOKM B ynoTpebrneHun nagexHbix dopmMm wm
npeasioros.
. O6 3TOM Mbl MO3HAKOMUM Bac Mo3xe.
. Joknag4mk nog4yepkHyn o Heo6xo4MMOCTM CTPOUTENBLCTBA.
. BbiCckasbiBaeTCst KpUTMKA O TOM, YTO Mbl AENAEM.
. PelunmocTb napnameHTa ceenach nuviib B NPegoCTaBNEHNN NOTHOMOYNIA.
. MarasuH, opMeHTMpoOBaHHbIV cneumanbHO AN LUKONTbHUKOB.
. YBEPEHHOCTb Ka)X4oro 3a CBOW 3aBTpaLLUHUA OEHb.
. KoHTponupoBatb 3a xoqom neyeHus.
. O3abo4yeHHOCTb 3a 6e30MNacHOCTbL rPaHuL.
. YyacTtBoBaTb Ha BbiboOpax.
10. ®akTbl roBOPST 3@ BO3MOXHOCTb UCMOSfb30BaHUS PE3EPBOB.

O©COoO~NO O, WN B

3apaHue 5. B npuBeaeHHbIX NpeanoXeHusix ucnpaBbTe OLUNOKM.

1. CormacHo npwukasa [gupeKkTopa npeanpuaTve MNepeLunio Ha KpPYrroCyTOYHYHO
paboTy.

2. PaspyLueHns nponsownm 3a cyeT nnoxor paboTbl CMCTEMbI BOLOCHaOXEHNS.

3. bnarogaps Tomy, 4TO rpaduK HapylleH, CTpouTensam npuxoautcs pabotatb B
OYeHb TSHKENbIX YCIOBUSX.

4. B cuny HegoCTaTO4YHOCTU OCBELLEHNSI MHOTUE PACTEHUSA TMOHYT.

5. o okoH4aHuto paboTbl BCe AOMKHbI cobpaTbecA B 3ane.

6. Bonpekn ykasaHHbIX MOJNIOXEHUA Ha 3aBOAE NPOAOIPKAETCH HapyLUEHWE TEXHMKU
6esonacHoCTW.

7. Tlo NCTEYEHMIO HEKOTOPOro BPEMEHN MOXHO OydeT CHOBa BEPHYTLCHA K 3TOMY
BOMpOCY.

8. CnenctBue 3annaHUMpoBaHHOM paboTbl, HEKOTOopbIM npuageTca pabortatb
CBEPXYPOUHO.
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9. bnarogaps ycnewHoro cTedeHnst 06CTOATENLCTB, Mbl YCMENA BbINOMHUTL 3aaaHue
B CPOK.

3apaHue 6. UcnpaBbTe OWIMOKU B MICNONb30BaHUU AieenpuyacTHbIX 060pPOTOB.

1. O6bACHEHME ITUX ABMNEHUN MOXET ObITb HaNOEHO, B3SIB B KAYECTBE MUINKOCTpaLUm
nocrnegHue cobbITus.

2. Takmm o06pa3oM, paccMoTpeB YHKLMOHAINbHbIE XapPaKTEPUCTUKM CTPYKTYpP
MyHUUMNanuTeTa, npeanaraeTcsa creaytoLlee.

3. [nagsa Ha To, YTO NPOUCXOANT CErOOHS, Y MEHS PYKN pa3Bsi3aHbl.

4. ToproBbin 3an 6b11 OYNLLIEH OT NOAEN, OnacasiCb, YTO PyXHET NOTOSOK

5. TllogHuMmass UuUeHbl Ha MaluHbl, TOMMMBO, 3TO TMPAMO OTpaXaeTcs Ha
cebecToMMOCTM CENbCKOXO3SAMCTBEHHON NPOAYKLMN.

6. lNpoyntaB BTOPUYHO PYKOMUCb, MHE AyMaeTCs, OHa HyXAaeTcsd B Cepbe3HOM
aopaboTke.

7. MNpumeHasa Ty vnu uHyo ¢GopmMy opraHMsauuu Tpyda, B KaXgoM OTAENbHOM
crniyyae yuYnTbiBatOTCA MECTHbIE OCOBEHHOCTMW.

8. BbisiCHMB, 4YTO 06bEM NPOM3BOACTBA YMEHbBLUWICS, BO3HMKAET BONPOC O NpUYnHE
aTOoro.

9. MNpnaasas 6onbLIOE 3HAaYEHNE METOOONOMN NccneaoBaHns, Obin BbINOMHEH pPAg
3KCNEepPUMEHTOB.

10. Wsyuas npouecc pasrocygapcTBneHuns, obHapyxuBaeTca onpeneneHHas
3aKOHOMEPHOCTb.

11. Be3onacHOCTb NONETOB MOXET ObiTb MOBLILWIEHA, BbIMOMHAA NpeabsBrsiEMble K
nepeso3kam TpeboBaHuUS.

12. YuuTbiBas BO3pacTalollee KONMMYECTBO BbE3XKalLMX B CTpaHy TypucToB, Obin
ynpoLLeH Nopsaaok opopMIeHUs BU3.

13. Bble3xad 3a rpaHuuy, y TYPUCTOB 3a4acTyl0 OTCYTCTByeT MeauUUHCKas
CTpaxoBka.
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NMPAKTUYECKOE 3AHATUE Ne 6

3apaHue 1. NMepenuwmnTte cnoBoco4vYeTaHUA, pacKkpbiBasi CKOOKW.

I. Tlpuexatb no (OKOHYaHWE MWHCTUTYTA); BO3BPATUTLCA NO (3aBepLUeHune
CTPOMTENbCTBA); MNPUCTYNUTb K OBA3aHHOCTAM MO (UCTEYEHWE CpOKa CTaXMPOBKW);
pacnucaTbCs No (O3HaKOMMEHUE C peLleHWeM); NPUHATb pelleHne no (paccMoTpeHune
BOMpoca); HaBeCcTu cnpaBku No (MpubbITME HA MECTO); HanNMcaTb OTYET MO (OKOHYaHue
pabor).

. HencrtBoBaTb Bomnpekn (COBET); Yye3axaTb cornacHo (npegnucaHue);
COBepLUeHCTBOBaTb (OpMbl BeAeHUs XO03AWcTBa Mo Mepe (pa3BuUTue OeMOoKpaTum U
PbIHOYHbIX OTHOLLEHWI); OTNOXMUTb pelleHne Brpedb A0 (BbIICHEHME OOCTOATENbCTB
Aena); KOppekTMpoBaTh NiiaH B CTOPOHY (yMeHbLueHne o6bema paboThl); 4aTb AUPEKTUBHI
no NuHum (Npodcotos); MeponpuaTusa B Liensax (yBenuyeHms ToeapoobopoTa); MHTepecHoe
npeanoXxeHne Co CTOPOHbI (PUpMa-3aKkasyuk).

3apaHue 2. NMepenuwmnTte NpennoXeHUs, packpbiBas CKOOKM.

1. MNo BbicnaHHoMmy Bamu (cueT-chaktypa) 6Gbinm onnayeHbl TONbKO ABeHaguaTtb
NnyTEeBOK U3 LLeCTHaaLuaTu.

2. Hawwm oTHoweHus ¢ (pabpurka-nocTaBLLUMK) HA CErOAHALWHUA AeHb 3aLunn B TYMNuK

3. MIHHoBauum B obnacTtun (bnsHec-obpasoBaHMe) cTanm npegMeTom obCcyxaeHnsa Ha
cemuHape.

4. (baHk-rapaHT) B 9TOM caenke BbicTynaeT «lpuma-6aHk».

5. B kadecTBe (MHCTpPYKTOP-UCNbITaTENb) S NpUBRekanca ang paboTbl C HOBEALLNUMU
MapKaMuy camosieToB.

6. B (TaM-WIKNT) yKasaH pacyeT norpy3o4HO-pasrpy304HOro BpEMEHU CyHa BO BCEX
nopTax.

7. B kavecTtBe (hupma-areHT) BygeT BbiCTynaTh Hawe npeanpuatme.

8. PykoBoacTBo paccMoTpeno npeactaBneHHbl Bamu npeaBapuTenbHbIA BapuaHT
(bunsHec-nnaH).

3apaHme 3. CocTaBbTe C NPUBEAEHHbLIMUM HUXE CIIOBaMM NpeanoXeHus Tak,
4TOObI 3TU CnoBa ObINM UCNONb30BaHbl B (POpMe KOCBEHHbIX Nagexemn.

Tanm-vyaptep, cono-Bekcenb, 6aHK-UNoTeka, KpeauT-HOTa, KPOCC-4YeK, MUCbMO-
3anpoc, 6usHec-Kpym3, XONANHr-KOMNaHUS.

3apgaHne 4. Obpa3ynte C  HeCKJIOHSieMbIMU CyLeCTBUTENIbHbIMU
CNoOBOCOYeTaHUsA «npunaraTenibHoe + CyLeCTBUTENTbHOe».

Canbgo, Xtoopu, UHTEPBLIO, pe3tome, kode, hmacko, aocbe, npecc-atralle, aBu3o,
6lopo, peHome, umnpeccapuo, nobbu, paHTbe, dakcumune, peBl, KeHrypy, kade,
BypKya, naHu, ambapro.

3apaHue 5. Ynotpebute abbpeBuatypbl ¢ rnaronamm B dpopme npoluenLuero
BpemeHu, Hanpumep: TACC 3aaBun.

OOH, OPT, CHI', HOC, OMNEK, PO, N'P3C, P3Y, ®AO, dUIE, ©CB, AUC, MMBB,
ESC, MB®, @I, YO,

Ons cnpaBok: ®AO — NpoaoBONLCTBEHHAS CENbCKOXO3AMCTBEHHAA OpraHusauus
OOH; AUC - aBTomaTuyeckas uHdopmauuoHHass cuctema, EOC - EBponeinckoe
9KOHOMMYeckoe coobuectso; MB® — MexagyHapogHbi BanoTHbI  oHa, DI —
domHaHcoBO-NpoMbIweHHada rpynna; YA® — yekoBbI MHBECTULMOHHBIN OOHA,

3apaHue 6. CocTtaBbTe CIIOBOCOYETAHUA C rnaronamum u CylieCTBUTENNIbHbLIMMU,
ONN3KNMM NO 3HAYEHUI0, NO npeanoXxeHHbIM MoAenAMm.
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OcHoBbiBaTbCs (Ha 4em-nubo), onupatbca (Ha 4T0-NMBO); onnatutb (4TO-NMBO),
nnatute (3a 4To-NMBO); NPEBOCXOACTBO (Hag Yem-nnbo), npeummyllecTBo (nepeq vem-
nn6o); obpalwiate BHMMaHWe (Ha 4To-NnbO), yaenaTb BHUMaHWe (4emy-nmbo); oTumTaTbca
(B yem-nunbo), caenatb otyeT (0 YeM-nnbo); AOMUHMPOBATL (Hag Yem-nnbo), NnpeBbiwaTh
(4TOo-nNMBO); cocnaTtbea (Ha 4TO), UCXOOAUTb (M3 Yero); OTpasnTbCs (Ha Yem), NOBNUATb (Ha
4TO); MHOopMMpoBaThL (0 YEM), COOBOLLNTDL (YTO, O YEM).

3apaHue 7. CocTtaBbTe cnoBocoYeTaHusi B odmumanbHO-A4eN0BOM CTUNe, C
TeMU CNOBaMM, C KOTOPbIMUA 3TO BO3MOXHO.

MpenaTcTBOBaTh, TOPMO3WUTb, MelWaTb, COepXuBaTb OBWXKEHWe, nporpecc,
ybexxaeHHOCTb, Bepa, YBEPEeHHOCTb, NpaBoTa, nobeaa, OT3bIB, PELEH3NN, KHUra, PELLUTDb,
paspeLmnTb, BONpoc, Nnpobnema, CMUpUTLCSH, NPUMUPUTLCS, 0B6CTOATENBLCTBA, YAOCTOUTD,
HarpaguTb, NpeMMpoBaTb, 3BaHNe, OpPAEH, NyTEBKA.

3apaHue 8. CoctaBbTe NpeasioXXeHUsi, UCNOoNb3yA B HUX CIIOBOCOYETaHUs No
cneayrowmm Moaensim:

1. Cornacwue (c yem), cornaweHue (0 4em).

2. \oeHTn4YHbIN (Yemy), CXOOHbIN (C YeMm).

3. CoOTBETCTBEHHO (4EMY), B COOTBETCTBMUM (C YEM).

4. Pacnonaratb (4em), UMeTb (4TO).
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NMPAKTUYECKOE 3AHATUE Ne 7

3apaHue 1. CocTaBbTe CIIOBOCOYETaHUA, UCNOMb3yA B KayecTBe 3aBUCUMOIO
KOMMNOHEHTa pa3finyHble nagexHble (popMbl OAHOro crnoBa

Hanpumep:

peLlwmnTb BOMPOC — peLLeHne Bonpoca

N3roToBMUTb Obpasel, — N3roTOBIIEHME. ..

paccymMTaTb MPOEKTHYIO CMETY — pacyer...

noracuTb 3a0S/MKEHHOCTb — MOraLleHue. ..

oueHmBaTb paboTy — AaBaTb OLEHKY ...

YTOYHATb CTOMMOCTb — BHOCUTb YTOYHEHUS. ..

NPUMUPUTBCHA C HEN3BEXKHOCTBIO — CMUPUTBLCS ...

obpagoBaTbcA ycnexy — obpaZoBaH ...

3acnyxuBaTb 04006peHNsa — 3aCnyXuThb ...

3apaHue 2. YKaxuTe OoWMOKM B ynoTpebneHun npeanoXHbiX KOHCTPYKLUK U
3anuwmTe UX B UCnpaBrieHHOM Buae.

[lenapTameHT NO CTpouTenbCTBY, paboTa No pemMoHTy no wwudepy, peknama no
Poccun, goroBop no peanusauun nNpoaykumm, pelleHue no 3apnnarte, CBeAeHust no
TOHHaxy cygHa, gunep no Camape, BefeHue Oenonpou3BoAcTBa Mo JIMYHOMY COCTaBy,
npefocTaBfieHne ycnyr no OTONneHuo, ceeaeHns Ha 147 ¢mpm Hawero ropoga, 6asa
AAHHBIX MO KIMEeHTaM, ONUCb Ha U3genus 13 antoMMHMEBOrO NPoduns.

3apaHue 3. OTpegakTMpynTe npeanoxeHus.

1. lMpowy Bac BbiCNaTb HaM ANA O3HAKOMMIEHUSA pacLeHKM Ha npuobpeTeHue
obopyaoBaHus. 2. Pacxoabl Npon3BeCTH 3a CYET CPeacTB, NPeAyCMOTPEHHbIX BIOOKETOM.
3. MNpu HeobxoaumocTn NpoBepka NPOAYKUMM OO0SDKHA MPOBOAMTLCA B COOTBETCTBUM C
TEXHUYECKMMU YCNoBUAMW Ha npoaykuuio. 4. lepen cpaden obbekta nog OXpaHy
NpoBEpPATb, 3aKPbITbl NN OKHA, opToYvkM K ABepu. 5, MNokynaTtenb 06a3yeTca NPUHATb
NPOAYKUMIO NO KONMYECTBY M NO KayecTBYy B COOTBETCTBMM C TPeOOBAHUAMMU UHCTPYKLMMNA.
6. MNpn 3TOM TpaHCNOPTHbIE pacxodbl MO LEHTPanM3OBaHHOW [OCTaBKe OTHOCHATCH Ha
npegnpuatve. 7. ApenpaTtop o064A3yeTcs 3aknounMTb BCe Heobxogumble [oroBopa Ha
cTpaxoBaHue. 8. PaspaboTtaTb nporpammy yyeTta notpebnsembix cpeacts Ha obbekTax
3[paBoOOXpaHeHns1, HApoaHOro obpas3oBaHUA N Ha ObbeKTax KynbTypbl.

3apaHue 4. OTpenakTupyuTe npeafioXeHus, yCTpaHMB OLUMOKM B Nnopsiake CroB
npeanoxeHus.

1. MNpwn HEBBLINOSTHEHUN OAHHOTO NyHKTa AOroBOpa 3aka3ynk 06s3yeTcs BbINNaTuTb B
pasmepe 0,1% CTOMMOCTWN roTOBOM NPOAYKLUNN HEYCTOUKY 32 XpaHEeHMe NpoayKLumn.

2. B cBasn c nepepayen obvekta B BegeHne MI1 «Bonronpommaiu» u
npenoCTaBlIEHHbIX pacyeToB NpoLly Bbliaenuts 200 MnH. pybnen.

3. B cBow ouepenb [logpsagumk HeceT maTepuarnbHyld OTBETCTBEHHOCTb 3a
NOBpEXAEHNS SHEProcUCTEMbI, HAXOAALWENCs B BeAeHUn 3akas4yvka B NOSTHOM obbeme.

4. Bo Bpemsa paboTbl cneuuanucToB WCNOMHUTENS 3akas3uuk obecnednBaeT
paboynmmn mectamum B nomeLleHnax ATC n nameputenbHbiMn npnbopamm.

5. [laTton nepefayn coOBCTBEHHOCTM CHMTAETCA AaTa 3a4ncrneHnst AeHeXHbIX CpeacTB
3a BCIO MNapTUIO Ha pacyeTHbIN cYeT NoCTaBLUMKa.

6. Cpok rapaHTum HopManbHOM paboTbl NPOAYKUMM YCTaHaBnMBaeTCs C AaThbl
noanvcaHusa akta o NpuemMKe CTOpoHaMM 3aKOHYEHHbIX paboT B NOMHOM ob6beMme.

7. Kaxxgas u3 CTOpoH MMeEeT npasBo npekpatnTtb gencremne [lorosopa, yBeOMMB He
MeHee Yem 3a 20 paboumx gHen Opyryto CTOPOHY B MMCbMEHHOM BUAE.
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3apaHue 5. OTpeaakTupyuTe npeanoxeHUs C AeenpuyacTHbIMM obopoTamm,
roe HyXXHO 3aMeHfil WX NpuAaTOYHbIMU MNPeAsIoKeHUSIMM U YCTONYUBLIMU
ob6opoTtamm.

1. Ccbinasach Ha Hawly LOrOBOPEHHOCTb, NnaTtex byaeT NpounsBeaeH Yepes NHKACCO.

2. OtBevas Ha Bawe nMcbMO OTHOCUTENBLHO (PUHAHCOBOrO MOMOXEHUS KOMMaHUW,
Hamu Bbina cobpaHa crefytoias MHopmaLums.

3. lNpuHMMas BO BHWMaHWE Halwe ANUTENbHOE COTPYAHMYECTBO, ToBap Oyaer
noctasneH Bam co ckngkon 5%. 4. lNognuceiBas gorosopa, onnara rapaHTUpyeTcs.

5. HanpaBnasa Ha paccMoTpeHue [aHHbI BOMPOC, HaM HeobGXOAMMO yBenuveHve
rogoBoro boHaa MUHUMYM Ha COPOK TOHH.

6. OpgHaxgbl opeBwucb B «Pubok», Bam He 3axodeTcsa MnoKynaTtb CMOPTUMBHYHO
oaexay Apyrvx vpm.

7. 3anucbiBasiCb Ha NpuMeM B FOPOACKYH aAMWHUCTpauMIo, rpaxgaHam BblOaoTCs
nponycka.
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NMPAKTUYECKOE 3AHATUE Ne 8

3apaHne 2. MpupaymanTte npennoXeHuUs cCO cneaywwmmu aeenpuyacTHbIMU
o6opoTtamm.
. OTnpaBngasicb B 3arpaHKkOMaHAMpPOBKY, ...
. PaccuunTbiBas Ha cBou cunbl, ...
. MpnHMmasg Bo BHMMaHue Balwe MHeHMe nNo JaHHOMY BOMPOCY, ...
. MpuncTynasa kK paccMOTpeHUo cneayroLwero Bonpoca, ...
. OTmMevada oTaenbHble HeJOCTaTKY, ...
. MopgyepknBasi 3HAYNMMOCTb NPOEKTA, ...
. OTBevas Ha Baw 3anpoc ot 17.07.98 1., ...
. PaccmoTtpeB Balue npegnoxeHue o CokpalleHUn cpoka nocTaBok, ...

O~NOOTAWNPE

3apaHne 2. OTtpepaktMpyute npeanioXeHusa, uUcnpaBuB OWMUOKM B
ynotpeosieHMn OAHOPOAHbIX YSIeHOB.

1. Mpn obBHapyXeHMM MOBbLILEHHOMO YPOBHA paguaumm B paboymx MOMELLEHMUSIX
NPUOCTaHOBUTL paboTbl C UCTOYHUKAMM MOHU3UPYIOLLMX U3NTYYEHUI C dBaKyauunen niogen
1 JOKMagoM pyKOBOACTBY.

2. PasnuyHoro poaa BbIBECKM U pekriaMma apeH4aTopoB AOMMKHbI ObiTb COrnacoBaHbl
C PYKOBOACTBOM pblIHKA.

3. ApeHgaTtopbl WM uX nepcoHan o06a3aHbl cobnogaTb  CaHUTapHble U
NpOTMBONOXapHble TpeboBaHus.

4. B BbICTaBKe TMpUHANM Yy4vacTue KpyrHble UPMbI, NPeanpuaTna ropoaa,
aKUNOHepHble 00LLEeCTBa M YaCTHbIE NPeanpUATUS.

5. Ecnn BbI X0TUTE, YTOOLI Balle TOPXECTBO, OTAbIX KONMEKTMBa, ceagbba, tobunen
NPOLLAM NPa3gHNYHO M OCTaNUCb B NaMsTK, ClewnTe yxe cerogHs 3abpoHmpoBaTb MecTa
Ha Tennoxoge «llonuHa».

6. ns manoumyLimx, MHBanMAoOB U HETOPrylLWmMX OopraHusaumi npeaycMoTpeHbI
CKUAKMN.

7. MNocnegHee o3HayaeT He NPOCTO BEXMMBOCTb C MOKynaTtenamu, HO n 3aboTy o
HeMm.

3apaHue 3. YcTpaHuTe OWMOKN B KOHCTPYKLMAX C OAHOPOAHLIMM YfieHaMu.
Ob6paTtute BHUMaHME Ha TO, YeM BbipaKeHbl OAHOPOAHbLIE YNeHbl B NpeasioXXeHUAX.

1. Ecnn B nepmog rapaHTUAHOW 3Kcnyataumm obHapyxaTca aedekTbl, BO3HUKLINE
Nno BUHE NMOAPSAYMKA M KOTOPbIE HE NO3BOMSAIT NPOAOIHKATb HOPMAaribHY 3KCNyaTauuo
NPOAYKUMKN, TO rapaHTUNHbLIN CPOK NpoaieBaeTcs.

2. CnepyeT YeTKO onpenenuTb 3afayun, NOCTaBieHHblE aBTOPOM B AaHHOW paboTe u
Kakme MeToabl MCNONb30BaNUCh ANs AOCTUXKEHUS 3TON Lenu.

3. Mbl 6binK 661 pagbl, ecnun 6bl Bbl onnatnnm 6aHKOBCKMM BeEKcenem, nmbo OTKpbIB
6€e30T3bIBHbIN aKKpeaUTMB B HaLLy MOMb3y.

4. MNepen coavyen obbekTa Nog OXpaHy HYXHO MPOBEPUTb, YTOObI B OXpaHAEMOM
nomelleHnn B Hepaboyee BpeMsi He OCTaBanuCb MNOCTOPOHHWE nuua, BKNHOYEHHbIE
aneKkTponpmbopbl U Apyrne NCTOYHMKN OTHS.

5. CTopoHbl 0OCBOGOXOAKTCA OT OTBETCTBEHHOCTM, €CNU  HEeBbINOMHEHME
0BCTOATENBCTB  SABUNOCHL CNEACTBUMEM  HENPEeodONIMMON  CUMbl, BO3HUKLIEW Mocne
3aKNIYEHNA JOroBOpa M KOTOPYHO HENb3a HU NpeaBUAETb, HU NpeaoTBpaTUTb pa3yMHbIMU
MeToLaMMu.

6. Korga 6b1no npuHATO pelleHne O nepeHoce KOMMYHUKaUUin 1, npeasaputensHO
coobuwme 06 3TOM NoNb3oBaTENSAM, Mbl HA4ann padoThbl.

3apaHue 4. OTpepakTupynTe CrOXHble nNpeasioXXeHus, onpeaenvs
npeaBapuUTeNbHO TMN OIMOKN.
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1. Ham cerogHs MOXHO usbexaTb KpPynHbIX CNagoB NPOW3BOACTBA, €CMM Bbl
NOMOXeTe HaM KPYMNHbIMU BNBAHUAMU AEHEXHbIX CPeACTB.

2. He TOMbKO KpynHble W cpedHue npeanpuaTnua CTOAT CeroaHsa nepen yrposou
3aKpbITUS, a Takke Manbin 6usHec pacTBopsieTcs u3-3a 6pemMeHn Hanoros.

3. [okasaTtenbCcTBO, 4YTO coOOepXaHue KpyrnHOro poraToro ckota YyxyAlwaeTcs,
cerogHs Mbl UMeeM B BUe YMEHbLLEHUS MOrofioBbs Mo BCEM pPernoHam.

4. B cnyyae TOro, 4to cmeta He OygeTr Bamn yTBepxaeHa, TO pelleHue
NPUHUMAaeETCs Ha paclUMPEHHOM 3aceaHnn NPUEMHON KOMUCCUMN.

5. B cnyyae HeobxogumocTn, KoTopass MOXET HacTynuTb MO MNpUYMHe
HenpeaBuaeHHbIX OOCTOATENbCTB, KOTOpPble KBANUMUUMPYIOTCA Kak (opC-MaXKopHbIe,
KOTOpble He MO3BOMSAT CTOPOHAM BbINOMHUTL CBOMX 06s3aTENbCTB, TO CTOPOHDI
0CBOOOXAAKTCSA OT OTBETCTBEHHOCTUN HA COrfTaCOBaHHbIA MeXAY HUMWU CPOK.
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NMPAKTUYECKOE 3AHATUE Ne 9

3apaHue 1. UcnpaBbTe OWMOKM B AAHHOM NUCbMe.

FoctuHuua «MpuroT»

OupexTopy Metposy W. IN.

MBaH lNMeTpoBuny!

Bbl obewanun Ham 30 HOMeEpOB BO BBEPEHHOW BaM rOCTMHMLE AONS Y4aCTHUKOB
Hallero cemMuHapa cneumnanucToB coumanbHon cdrepbl Ha TeMy «llepcnekTuBbl pa3BUTUS
cepsuca B Poccum».

Kak Bbl 3HaeTe, cemuHap coctoutca ¢ 10 no 12 mas, a OO cux MNop HeT
noaTBepPXAeHUs, Kak JoroBapuBanuch, a npegonsaTty Mbl yXxe caenanm.

Mpowy cornacHo goroBopa CpPOYHO MOATBEPAUTb HaLUM MecTa M COOOLNTb, Kakue
UMEHHO.

Oupektop A. . MiBouknH. MaBbyx KodknHa A. B.

3apaHue 2. UcnpaBbTe nucbMo. NoarotoBbTe OTBET HA NMCbMO KNMEHTA.

YBakaeMbli rocnogvH gupektop!

Mo nyTteBke Bawen cdupmbl 9 oTabixana B Typuun ¢ 7 no 14 wionga 2012 roga. B
LenoM s octanacb JOBOSflbHa CBOWM OTAbIXOM, HO HacCTpOEeHWe WCnopTunm obuaHble
npoc4eTbl COTPYOHUKOB. Bo-nepBbiX, kKorga Mbl 06Cy>Kganu ¢ MeHeKepoM Agetanu Typa,
MEHS 3aBepunu, 4YTo HOMep B rOCTUHULE ByaeT ¢ KOHAMUMOHEPOM. HO KOHAMUMOHEpa He
okasanocb. Ha mMou npeTeH3unn, BbiCKasaHHble npeacTaButenito upmbl B Kemepe, ¢
nonyyuna rpybeii oteeT: «Bbl e obxogutecb y ceba B MarHutoropcke 6e3
KOHOMLUMOHEPA U HUYEro: XMBa-340poBa».

Bo-BTOpbIX, 3@ MHOW 3abbiniM NoAaTh TPAHCMOPT B FOCTUHULY, Kak NpegyCMOTPEHO
AOroBOPOM, U S BblHYXXAeHa bblna B3sTb Takcu, 4TOObl HE ONo34aTh K BbiNeTy. OTO CTOUNO
MHe 100 gonnapoB 1 HEPBHbIN CTpecC.

Mpowy Bac pasobpaTbCa ¢ HEOPraHM30BaHHOCTBIO N HEKOPPEKTHOCTBIO COTPYAHMKOB
dUpMbl 1 KOMMNEHCUPOBATbL HAHECEHHbI MHE MaTepuanbHbIi U MOpanbHbIA yuwepb B
cymme 200 gonnapos.

Mapusa AHgpeeBa

17.07. 2012 r. r. MarHuToropck, np. JledunHa, g. 46, ks. 12.

3apaHue 3. CoctaBbTe KOMMepYecKkoe NUCbLMO, B KOTOPOM coobwumTte, 4To Bhbi
yXKe nonyymnu obpasubl ToBapoB, nobnarogapute 3a CBOeBpeMEeHHbIN OTBeT Ha
Bawe nucbmo, nonpocute Bbicnatb Bam HOBbLIM npenckypaHT. B koHUe nucbma
Bbipa3uTe HageXxay Ha CKOpbIA OTBeT.

3apaHue 4. CoctaBbTe NUCbMO, OTBETOM Ha KOTOpOe MOrno 6bl ObiTb JaHHOe
NUCbMO.

YBaxaembinn Cepren NeTposuny!

C 6narogapHoCTbio noATBEPXAaeM nonyyeHve Balwwero nucbma ¢ NPUOXEHHbIMK
Katanoramm un coobwiaem, 4YTO 3TOT WMH(OPMAUMOHHBIA MaTepuan Mbl Hanpasunn Ha
pacCMOTPEHNE HALLMM 3aKa3uMKaM.

B cnyyae nposiBneHnsa nmu nHtepeca kK nsgenmsam Bawen dompmbl Mbl coobuwmm 06
9TOM [OMOSTHUTENBHO.

C yBaxeHunem KoHosarnos C. A.

3apaHue 5. 3ameHUTe cnoBa, He COOTBeTCTByKLWME oduunanbLHO-AENTOBOMY
CTUNIO.

1. HeunsBecTHble Nogun 3anesny B HEOXpaHAEeMyo KBapTupy.

2. [1o 3aKOHY MOXHO XeHuUTbCA B 18 ner.
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3. Wkona cmorna KynuTb HOBblE KOMMbKOTEPbLI, MOTOMY YTO NMOMOINN PyKOBOAUTENN
3aBoja.

4. abopaHTka 3abonena n He npuwina Ha paborTy.

5. ManbTo WwBenHon abpukun «Tpnymd» He NPUBE3NN B MarasvH BOBPEMSsI, NOTOMY
YTO He ObIfNo MaLUWHBbI.

6. B ByheTe npogatoTcs nMpoxkn n 6ynouku.

7. Npurosepckasa anekTpuyka BOT-BOT OTONAET OT BTOPOW NnaTdopMbl Criesa.

8. MpuageT HOA6pb — cpasy e noxonagaert.

9. Hawa koHTOpa onsiTb HAa Menu.

10. B aTenbe WbOT NanbTo U3 nx maTtepuana.

11. Pe3ko TOPMO3UTb Ha CKOSb3KUX A0POrax Hemb3sa — MOXeLLb OMPOKUHYTLCS.

12. bbinn crneposaTenu W cKasanu, 4YTO MoXap npousoweni u3-3za TOro, 4To
HeucnpasBHa 3r1eKkTponpoBoaKa.

3apaHue 6. MNopbGepuTte K AaHHbIM CYLWECTBUTENbHbLIM rNarosfibl, ¢ KOTOpbIMU
OHM COYeTalTCA B AEIOBOMN peyn.

[Mpukas, NMCbMO, BbIFOBOP, CYET, OKNag, nopuuaHue, cornalleHne, KOHTPOIb, akT,
GnarogapHoOCTb, YNbTUMATYM, anennsums, XoaaTtancTeo, 06513aHHOCTb.

CnoBa pns cnpaBoOK: nNpeagbsiBUTb, OCYLLECTBNATb, HanpasBuTb COCTaBUTD,
yCTaHaBNuBaTb, BO3MOXWUTb, OOBABUTb, BbIHECTW, U34aTb, NOAATb, NPEObABUTD,
nognucartb, paspaboTaTsb.

3apaHue 7. TlosicHUTe pasHULY B NEKCUYECKOM 3HaYeHUU CUHOHUMOB,
Nosb3ysCb TONIKOBbIMWA CNOBapAMM.

MeueHaT, CnoHcop, MOKPOBUTENb; KOMWUCCUOHEpP, nocpeaHuk, Bpokep, Maknep;
[I0roBOp, COrnalleHne, KOHTPaKT; peecTp, CMMUCOK, OMUCb, NepeYeHb; KOHLEPH, XONAWHT,
Kopriopauusi; MeHemxep, YynpaBrieHel, XO3SIMCTBEHHbIA PYKOBOAMTENb, peanusartop,
pacnpocTpaHnTerb, AMCTPUOLIOTOP; BEKCENb, YeK, 0brmrauusi, akuus.

177



TEKYLWMW KOHTPOJIb K CEMUHAPCKOMY 3AHATUIO Ne 1

1. Kakue ctuneBble 4epTbl Npucywm opmumanbHO-A45I0BOMY CTUIIO peyun?
a) JlormyHocTb, 06 BEKTMBHOCTL, 0006LWEHHOCTL, CMbICNIOBAs TOYHOCTb;

6) OMOUMNOHANbLHOCTb, KOHKPETHOCTb, MPOCTOTa peyu;

B) OUEeHOYHOCTb, 06pa3HOCTb, AMOLMOHANBHOCTb, MPU3bIBHOCTD;

r) O6pa3HOCTb, 3MOLMOHANBHOCTbL, KOHKPETHOCTb.

2. KakoBa uenb coo6LweHns TeKkcToB opuumanbHO-A4eN0BOro CTuna?
a) CospgaHue kapTuH n 06pasos;

6) HenocpencreseHHOe noBcegHEBHOE OOLLIEHNE;

B) Y6exxaeHve, BO3gencTBne Ha cnyliaTtens;

r) ToyHas nepegava nHopmaunm.

3. Kakme n3 xxaHpoB OTHOCATCSA K opuLumnanbLHO-AeN0OBOMY CTUIIO peyun?
a) lNucbmo, 6ecena, 3anucka;

6) Oucceptauns, KOHCNEKT, JoKNag;

B) Ouepk, benbLeToH, penopTax,;

r) Pesontouuns, 3assneHne, goknagHasa 3anucka.

4. Kakue A3bIKOBbIe CpeACcTBa XapakTepHbl Ans o¢puumanbHO-A4eN0BOro CTUNA?
a) Wtak, cnegoBaTenbHO, BO-NEPBbIX, HA0O6BOPOT;

6) ToncTeHHbIN, cecTpuua, NryHULLKa;

B) AKT Munocepaus, oemokpatmnsaunsa obuiecrtsa, HapogHble N3bpaHHUKMY;

r) lJoBoxy 00 Bawlero cBeAeHns, NPUHATL Mepbl.

5. KakoBa cMHTakcu4yeckasi 0CO6eHHOCTb TeKCTOB OhuLnanbLHO-AeNI0BOro CTunA?
a) Putopunyeckue BONpocChl;

6) HenonHble npeanoxeHus;

B) CnoxHble NpeanoXeHus:;

r) O6paLleHne K ymtatensm.

178



TEKYLWMW KOHTPOJIb K CEMUHAPCKOMY 3AHATUIO Ne 2

1. Kakon nepeBoa Ha PyCCKUM A3bIK NOMYYUN TEPMUH «OOKYMEHT»?
a) NPOTOKOIT;

6) NMMCbMeHHOe CBMAETENbCTBO;

B) 00Oy4eHue;

r) obpased.

2. YTo TaKkoe 3anucb B BUAe TeKCTOB-aHanoroB?

a) COBOKYMHOCTb [aHHbIX, NpeacTaBfeHHbIX B LMdPOBOM NN CroBeCHOM hopMme;

0) nepeyeHb 3apaHee NogobpaHHbIX BOMPOCOB;

B) 3anucb, obnajatolias CaMOCTOSATENbHOCTbIO B OOPMIIEHUN MbICAN, C MOSHOCTBIO
0POPMIIEHHBIMU NPEaNIOXKEHUSAMN;

r) 3anncb C coBnageHneM Lenoro paaa s3blKoBbIX U rpaddnyHeCcKUX KOMMNOHEHTOB.

3. YTto Takoe TpachapeT Kak TUN 3anucu AerioBoro AOKyMeHTa?

a) nepeveHb 3apaHee NogobpaHHbIX BONPOCOB;

6) COBOKYNHOCTb AaHHbIX, NPeACTaBeHHbIX B ULMAPOBOM NN CITIOBECHON hopMeE;

B) TpaguUMOHHAA IMHEeWHas 3anucb, HO C npobenamu, KOTOpble 3anofHSAKTCS
nepeMeHHon nHpopmaumen;

r) 3anucb B BMAE TEKCTOB-aHasIoros, oTnmyatolascs 6onblien cTaHgapTHOCTLIO.

4. Y10 TaKoe NIMHEeNHbIN TUN 3anNMCcKU AEerI0BOro AOKyMeHTa?

a) 3anucb, obnagatrowas CaMOCTOATENbHOCTLIO B OPOPMIIEHMM MbICIIN, C MOMHOCTbIO
0POPMIEHHBIMU NPEASIOKEHNAMM, KOTOPblE COOTBETCTBYIOT TpeboBaHMAM odumumansHo-
AerioBoro cTuns,;

6) COBOKYNHOCTb AaHHbIX, NPeACTaBMEeHHbIX B ULMAPOBOW NN CITIOBECHON hopMeE;

B) TpaguUMOHHAA IMHEeWHas 3anucb, HO C npobenamu, KOTOpble 3anofHSAKTCS
nepeMeHHon nHdopmaumen;

r) 3anucb B BMAE TEKCTOB-aHasIoros, oTnmyatowiascs 6onblien CTaHgapTHOCTLIO.

5. Kakoe n3 HanucaHumn ABNAeTCs BepPHbIM?

a) kogekc Poccunckon depepaumm 06 agMUHUCTPATUBHbBIX NPaBOHAPYLUEHNSNAX;
6) Kogekc Poccuinckon degepaumm 06 agMUHUCTPATUMBHBIX MPaBOHAPYLLIEHUSX;
B) Kogekc Poccunckon ®egepaumm 06 AGMUHUCTPATUBHbBIX NPaBOHAPYLUEHUSAX;
r) Kogekc Poccuiickon ®epepaunn o6 AgMmHucTpaTuBHbIX [paBoHapyLLeHnsX.
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TEKYLWMW KOHTPOJIb K CEMUHAPCKOMY 3AHATUIO Ne 3

1. Kakne AOKYMEHTbl OTHOCATCS K NMNYHbIM?

a) JOKYMEHTbI, CO3aHHble OTAENbHbIMU rpaXxaaHamu;

6) [AOKYMEHTbl, UCXOAsWMe OT WMEHW NpeanpuaTuii, OpraHnsaunn, yYpexneHun u
ncrnonb3yemMble B MPakTUYeCKon AeATeNbHOCTU OTAENbHbIX rpaxiaH;

B) AOKYMEHTbI, CO3[aHHble roCcyapCTBEHHbIMU YYPEXOEHUSAMU U BblJaBaeMble Ha PyKU
rpaxagaH;

r) OOKYMEHTbl, yCTaHaBnMBawoWMe pexmm paboTbl rpaxgaHuHa W OCYLLECTBASOLWMMA
opraHusaumio ero Tpyaa.

2. YTto Takoe pacnucka?

a) OOKYMEHT NIMYHOro xapakTtepa, KOTOpbl CO34aeTCHa YerNOBEKOM CaMOCTOATENbHO;

0) OOKYMEHT, KOTOPbIA COOAEPXUT OOBACHEHUS MPUYMHBI KAKOro-TO COObITUS, MOCTYMKA,
dakTa;

B) [OOKYMEHT JIMYHOrO XapakTepa, MOATBEPXOAlWmnM  Kakoe-TO  KOHKPETHoe
npousseneHHOe OeNCTBUE;

r) OOKYMEHT JIMYHOrO XapakTepa, KOTOpbI coaepXut B cebe nopyyvyeHnme KoMy—nmbo
onpeneneHHbIX 4ENCTBUN.

3. Yto Takoe AOBEPEHHOCTbL?

a) JOKYMEHT NMYHOro xapakTtepa, KOTOpbI CO34aeTCH YerOBEKOM CaMOCTOATENbHO;

6) AOKYMEHT, KOTOpPbIA COOEPXUT OOBACHEHUS NPUYMHBLI KaKoro-To CobbITUs, MOCTYNKa,
dakTa;

B) [AOKYMEHT JIMYHOrO  Xapakrtepa, MNoATBepXOawWmMi  Kakoe-TO  KOHKpeTHoe
nponsseneHHOe OeNCTBUE;

r) OOKYMEHT JIMYHOrO XapakTepa, KOTOpbli coaepxut B cebe nopyyeHnme KoMy—nmbo
onpeneneHHbIX 4ENCTBUN.

4. Yto Takoe aBTOOMOrpacduma?

a) OOKYMEHT JIMYHOro Xxapakrepa, KOTOpPbIN CO34aeTCs YerloBEKOM CaMOCTOSTENbHO;

6) OOKYMEHT, KOTOPbIA COOAEPXUT OOBACHEHUS MPUYMHBI KAKOro-TO COObLITUS, MOCTYMKA,
dakTa;

B) AOKYMEHT JIMYHOIO  XapakTtepa, MNOATBEPXKOAKLWMA  Kakoe-TO  KOHKPEeTHoe
npousBefeHHOe OENCTBUE;

r) OOKYMEHT JIMYHOrO XapakTepa, KOTOpbi coaepxuT B cebe nopyveHne Komy—nmnbo
onpeneneHHbIX 4ENCTBUN.

5. Yto Takoe 06 bACHMTENbHAasA 3anucka?

a) OOKYMEHT JIMYHOro xapakrepa, KOTOpPbIN CO34aeTCs YerlOBEKOM CaMOCTOSATENbHO;

6) oavH 13 BUOOB 4EM0BOW NEPENUCKM BHYTPU KOMMAHUW,

B) [OOKYMEHT JIMYHOrO XapakTepa, [MOATBEpPXOAaloWmnM  Kakoe-TO  KOHKpPEeTHoe
npousBeaeHHOe OAENCTBUE,

r) OOKYMEHT JIMYHOrO XapakTepa, KOTOpbii coaepxuT B cebe nopyveHne Komy—nmnbo
onpeneneHHbIX 4ENCTBUN.
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TEKYLLWIA KOHTPOJIb K CEMUHAPCKOMY 3AHATUIO Ne 4
1. Kakmne oOKYMEHTbI OTHOCATCSA K aAMUHUCTPATUBHO-OPraHM3aLuoOHHbIM?
a) JOKYMEHTbI, CO3aHHble OTAENbHbIMU rpaXxagaHamu;
6) OOKYMEHTbI, HOCALLME aAMUHUCTPATMBHbBIN XapakTep 1 obpalleHHble K HAXECTOSALWMM
U1 NOAYMHEHHBIM OpraHu3aunamMm;
B) [AOKYMEHTbl, MOMoralowue co3gaTb OpraHu3auuio, YCTaHOBUTb €€  CTPYKTYpY,
onpenenqTb WTaTHY YUCIIEHHOCTb U COCTaB PabOTHUKOB MO AOSMKHOCTAM, OnpeaenuTb
PYHKUNN CTPYKTYPHbIX NoApasaeneHnn,
r) OOKyMeHTbl, coobuwawwme cBefeHund, nobyxagawwme npuHUMaTb onpeaeneHHble
peLeHuns, T.e. MHALUUPYIOLLINE yNpaBlieHYeCKUe peLLEeHNs.
2. YTto TaKkoe namsaTKa?
a) OpraHu3aumoHHbIA OOKYMEHT, B KOTOPOM OTpaxaeTca opraHusaumsa paboTbl
npeanpuaTus, B3anMHble 0693aHHOCTM PabOTHUKOB M aAMUHUCTPaUUKN U Np.;
6) npaBoOBOM aKkT, M3gaBaeMbli UMK yTBEPXKOAEMbIA B LENsSX YCTAHOBMEHUS MNpaBum,
perynupyoLwmnx opraHM3aumnoHHble, Hay4YHO-TEXHUYecKue, PMHAHCOBbIE N NHbIE CTOPOHBI
AeATeNbHOCTU yUYpexaeHUn, opraHm3aunin, JOMKHOCTHbIX NUL;
B) AOKYMEHT, pernameHTUpyLWnin nopsaok paboTbl MO BblAENEHHOMY HanpaBlieHUHo
AeATerbHOCTU OpraHn3auumu;
r) NPaBOBOWM aKT, onpeensawwmnn nopagok obpasoBaHus, 3agaym, ob6a3aHHOCTH, NpaBsa,
OTBETCTBEHHOCTb W OpraHu3aumio paboTbl NPeanpuUsaTUS B LENOM WU ero CTPYKTYPHbIX
noapasgenieHni.
3. YTo Takoe MHCTPYKLUUA?
a) npaBOBOM akT, M3gaBaeMbld UNU yTBEPXAAeMbld B LENAX YCTaHOBMNEHUS npasusl,
perynupyoLwmnx opraHM3aumnoHHble, Hay4YHO-TEXHUYeCcKue, PMHAHCOBbIE N NHbIE CTOPOHBI
AEeATeNbHOCTU YUYpexaeHUn, opraHm3aunin, JOMKHOCTHbIX NUL;
6) [OOKYMEHT, 3aKpennsaAwwuni OOMKHOCTHOM W YUCHEHHbIA COCTaB MNpeanpuaTus C
yKaszaHuem ¢oHaa 3apaboTHoOM nnaTbl
B) AOKYMEHT, pernameHTUpylLWnin nopsaok paboTbl MO BblAENEHHOMY HanpaBfieHUHo
AeATerbHOCTU OpraHn3auumu;
r) OpraHU3aumoHHbIA [OKYMEHT, B KOTOPOM OTpaxaeTcsa opraHudaums paboThbl
npeanpuaTns, B3anMHble 0693aHHOCTM pabOTHUKOB 1 aAMUHUCTPaLUKU 1 np.
4. YTo Takoe npaBusia BHyTPEHHEro TpyaAoBoOro pacnopsaka?
a) npaBOBOM akT, M3gaBaemMbld UNU yTBEPXAAeMbld B LENAX yCTaHOBNEHUS npasusl,
perynupyoLwmnx opraHM3aumnoHHble, Hay4YHO-TEXHUYeCKue, (PMHaHCOBbIE N NHbIE CTOPOHBI
AEeATEeNbHOCTU YyYpexaeHUn, opraHm3aunin, JOMKHOCTHbIX NULL;
6) OOKYMEHT, 3aKpennsaAwwunh OOSMKHOCTHOM U YUCHEHHbIA COCTaB npeanpuaTus c
yKkaszaHuem ¢oHaa 3apaboTHom nnaTbl
B) OpraHuW3aLMOHHbIN [OOKYMEHT, B KOTOPOM OTpaxaeTcss opraHumsauuss paboThbl
npeanpusaTus, B3anMHble 0693aHHOCTM PabOTHUKOB Y aAMUHUCTPaUUKN U Np.;
r) cBOA4 npaBusl, Perynupyrowmux OedTeNbHOCTb OpraHu3auun, X B3auMOOTHOLLEHUSA C
OAPYrMMM  opraHuMsaumsMm 1 rpaxgaHamu, npaBa W 006s3aHHOCTM B cdepe
rocyapCTBEHHOM UIN XO3SIMCTBEHHOWN OEATESNTIbHOCTU
5. YTto TaKkoe WwTaTHOE pacnucaHue?
a) [OOKYMEHT, 3aKpennsiowmn LOMKHOCTHOM W YUCNEHHbIM COCTaB NpeanpuaTus C
ykasaHuem coHaa 3apaboTHOM nnaTbl;
6) cBoa npaBwn, perynupyrowmnx OeATenbHOCTb OpraHvM3auui, UX B3aMMOOTHOLUEHUSA C
OPYrMMM  OpraHuMsaumMsMm 1 rpaxgaHamu, npaBa W 00s3aHHOCTM B cdepe
rocyapCTBEHHOM UIN XO3SNCTBEHHOW OEATESTbHOCTH;
B) NpaBOBOW akT, u3gaBaemMbll UNU YTBEPXOAEMbI B LENSX YCTAHOBIIEHUA nNpaBuil,
perynupyoLwmnx opraHM3aumoHHble, Hay4YHO-TEXHUYeCKue, (PMHaHCOBbIE N UHbIE€ CTOPOHBI
AEATENbHOCTU YyUYpexaeHnn, opraHm3aunin, JOIMKHOCTHbIX NULL;
r) OOKYMEHT, pernaMmeHTUMpyloLwWmin nopsaok paboTbl NO BblAENEHHOMY HanpaBrieHuo
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AeATernbHOCTN OpraHn3aLmu.

6. Yto Takoe nonoxeHue?

a) OOKYMEHT, pernameHTupylowmin nopsgok paboTbl No BblAeNEeHHOMY HanpaBreHuto
AeATernbHOCTN OpraHn3auuu;

6) npaBoOBOM aKkT, onpeaenalwmi Nopsaok obpasoBaHus, 3agayn, o6sa3aHHOCTK, NpaBsa,
OTBETCTBEHHOCTb W OpraHuMsauuio paboTbl NPeanpuUaTUS B LENIOM WU ero CTPYKTYPHbIX
noapasgeneHnn,

B) CBOA MpaBun, perynupyrowmx OedTeNbHOCTb OpraHu3auuin, UX B3aMMOOTHOLLEHUS C
APYrMMKM  opraHuMsaumMsMm 1 rpaxgaHamu, npaBa W o00s3aHHOCTM B cdepe
rocygapCTBEHHOWN UM XO3ANCTBEHHOW AeATENbHOCTY;

r) NpaBOBOM akT, u3gaBaeMbli UMW yTBEPXOaeMbld B LEeNsSX YCTaHOBMEHWA npaBun,
perynupyoLwmnx opraHM3aumnoHHble, Hay4YHO-TEXHUYeCcKue, PMHaHCOBbIE N NHbIE CTOPOHBI
AeATeNbHOCTN yYpexaeHUn, opraHm3aunn, JOMKHOCTHBIX NULL.
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TEKYLWMW KOHTPOJIb K CEMUHAPCKOMY 3AHATUIO Ne 5

1. Kakne oOKYMEHTbI OTHOCATCA K pacnopsauTenbHbIM?

a) JOKYMEHTbI, CO3aHHble OTAENbHbIMU rpaXxaaHamu;

6) OOKYMEHTbI, HOCALLME aAMUHUCTPATMBHbBIA XapakTep 1 obpalleHHble K HXKECTOALWMM
NI NOAYMHEHHBIM OpraHu3aunam;

B) [AOKYMEHTbl, MOMoralowue co3gaTb OpraHu3auuio, YCTaHOBUTb €€  CTPYKTYpY,
onpegenuTb WTaTHY YUCIIEHHOCTb U COCTaB PabOTHUKOB MO AOIMKHOCTAM, OnpeaenuTb
PYHKUNN CTPYKTYPHbIX NoApasaeneHnn,

r) OOKyMeHTbl, coobuwawwme cBefeHund, nobyxagawwme npuHUMaTb onpeaeneHHble
peleHuns, T.e. MHULUUPYIOLLNE yNnpaBlieHYeCKUe peLLEeHns.

2. Y10 Takoe pelueHue KaK pacnopaauTenbHbIN AOKYMEHT?

a) [OOKYMEHT KosnmnernarbHOro opraHa ynpaBneHusi, u3gaBaeMblii N0 BaXKHEULWUM
BOMpoOCcaM unuv Arsi BBE4EHUS HOPM, NMOJIOXEHUN;

6) AOKYMEHT, n3gaBaemMblii OpraHaMmu rocyaapCTBEHHOrO ynpaBreHnst, MUMHUCTEPCTBAMMU,
BeJOMCTBaMW, MpeanpuaTMAMM M opraHmsauusiMm no BonpocaMm  MHAOPMaLMOHHO-
METOAMYECKOro Xxapakrepa;

B) MpaBOBOW akT, w3gaBaeMbli MO OrnepaTuMBHbLIM BOMpOCaM Ha nNpeanpuaTusax
€OVHOSIMYHO 3aMecTUTensiMu MNepBOro  pykoBOAUTENH, 3aMecTUTENAMU  [MaBHOro
WHXeHepa, a TakKe PyKOBOAUTENSAMU CTPYKTYPHbIX NogpasaeneHuni;

r) NpaBOBOW aKT, n3gaBaeMbll pyKOBOAUTENEM NPeanpuUaTUs, ANs paspeLleHnsi OCHOBHbIX
N onepaTuBHbIX 3aa4y CTOALWMX nepes npeanpuaTmuem.

3. Y10 Takoe ykasaHue KaK pacnopaauTesibHbIN AOKYMEHT?

a) NpaBOBOW aKkT, MPUHUMAaEMbIA BbICLUUM W HEKOTOPbIMWU LEeHTpanbHbIMU OpraHamu
KonnernanbHOro  ynpaefeHuss B UenaxX paspelweHns Haubonee  BaXHbIX W
NPUHUMNManbHbIX 3agav;

6) npaBoOBOM akT, u3gaBaeMbld MO OMNepaTMBHbIM BOMPOCaM Ha NpeanpuUsTUAX
€OVHONMYHO 3aMecTUTensiMu NepBOro  pykoBoAUTENs, 3aMecTUTeNndAMu rraBHOro
WHXeHepa, a TakKe PyKOBOAUTENSAMU CTPYKTYPHbIX nogpasaerieHni

B) MpaBOBOM akT, u3JaBaeMmbll pykoBoAUTENEM npeanpusaTud, Ona  paspeLlleHus
OCHOBHBbIX W OnepaTmMBHbIX 3a4a4 CTOALWMX Nepen npeanpuaTnem;

r) AOKYMEHT, nsgaBaeMbli opraHamu rocyapCTBEHHOro ynpasreHusd, MUHUCTePCTBaMU,
BEJOMCTBaMW, MpeanpuaTMAMM M opraHmsauusiMm no BorpocaMm  UHAOPMaLMOHHO-
MeTOANYECKOro Xxapakrepa.

4. YTo Takoe pacnopsixkeHue Kak pacnopsaauternbHbIA JOKYMEHT?

a) MpaBOBOM akT, u3gaBaeMbli pPyKOBOOUTENEM MpeanpuaTtus, Ana paspelleHus
OCHOBHbIX U OnepaTUBHbIX 3afay CTOALMUX Nepes NpeanpuaTmem;

6) npaBoBOW aKkT, uW3gaBaeMbid NO OMNepaTMBHbIM BOMPOCaM Ha NpeanpuaTUaX
€0MHOMNYHO 3aMecTUTEeNnsMM NEepBOro  PYKOBOAMUTENS, 3aMecTUTensMu  NaBHOro
NHXEeHepa, a TakKe PyKoOBOOUTENSMU CTPYKTYPHbIX NOApasaeneHni;

B) OOKYMEHT, nsgaBaeMbli opraHamMmn rocyfapCTBEHHOro yrnpaBreHusi, MUHUCTEPCTBaMMU,
BeAOMCTBaMW, NpeanpuatMsaSMmM W opraHmsaumsiMm no Bonpocam  WMHEPOPMAaLMOHHO-
METOLMYECKOrO XapaKkrepa;

r) [AOKYMEHT KonsiermanbHOro opraHa YynpaBrieHusl, u3gaBaemMbll N0 BaXHEWLWUM
BOMpocam unu Ansd BBEAEHUS HOPM, NOSNOXEHWUNA.

5. Y10 TaKoe npuKa3s Kak pacnopsaauTeribHbIA AOKYMEHT?
a) rnpaBOBOM akT, MNPUHUMAEMbIN BbICLUMM W HEKOTOPbIMU LEHTpasibHbIMKM OpraHamu
KonnernanbHOro  ynpaefeHuss B Uenax paspelweHns Haubonee BaXHbIX W
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NPUHUMNManbHbIX 3agav;

6) [OOKYMEHT KomnnernanbHOro opraHa ynpasfeHusi, u3gaBaeMbli MO  BaXHEWLLUM
BOMpoOCcaM unv Arsi BBEAEHUS HOPM, NMOJTOXEHUN;

B) OOKYMEHT, U3aBaeMbll OpraHamMmu rocygapCTBEHHOro ynpasrieHUsi, MUHUCTEPCTBaMU,
BeJOMCTBaMu, MpeanpuaTMAMM M opraHmsauusMm no BonpocaMm  UMHAOPMaLMOHHO-
METOAMYECKOro Xxapakrepa;

r) NpaBOBOW aKT, n3gaBaeMbll pyKOBOAUTENEM NPeanpuUaTus, A4S paspeLleHnsi OCHOBHbIX
1 onepaTuBHbIX 3aa4y CTOALWMX nepes npeanpudaTnem.
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TEKYLWMW KOHTPOJIb K CEMUHAPCKOMY 3AHATUIO Ne 6

1. Kakne oOKYMEHTbl OTHOCATCSA K MH(POPMaLMOHHO-CMPaBOYHbIM?

a) JOKYMEHTbI, CO3aHHble OTAENbHbIMU rpaXxaaHamu;

6) OOKYMEHTbI, HOCALLME aAMUHUCTPATMBHbBIA XapakTep 1 obpalleHHble K HXKECTOALWMM
NI NOAYMHEHHBIM OpraHu3aunam;

B) [AOKYMEHTbl, MOMoralowue co3gaTb OpraHu3auuio, YCTaHOBUTb €€  CTPYKTYpY,
onpegenuTb WTaTHY YUCIIEHHOCTb U COCTaB PabOTHUKOB MO AOIMKHOCTAM, OnpeaenuTb
PYHKUNN CTPYKTYPHbIX NoApasaeneHnn,

r) OOKyMeHTbl, coobuwawwme cBefeHund, nobyxagawwme npuHUMaTb onpeaeneHHble
peleHuns, T.e. MHULUUPYIOLLNE yNnpaBlieHYeCKUe peLLEeHns.

2. Y10 Takoe cnpaBKa Kak MH(POPMaLNOHHO-CMPaBOYHbIN JOKYMEHT?

a) [OOKYMEHT onepaTtuBHOM MHGOPMaLMKN, COCTaBASALWMNNACA C UENb onucaHna u
noaTBEPXOEHUS KakKnx-nmbo bakToB 1 coObITUN;

0) kpaTkoe MHGOpPMaLMOHHOE CcOoObLLEHNE, COCTaABNEHHOE MPECC-CIyX060M unm otTaenom
PR komMnaHuu 1 npegHasHayeHHoe Ans XXypHanucToB n pegakropos CMU;

B) MH(POPMAaLIMOHHO-CNPAaBOYHbIN JOKYMEHT BHYTPEHHEN Oer0BOM Nepenncku, NPUHATLINA B
KOMMNaHWK;

r) pacnopsguTenbHbid  OOKYMEHT, KOTOpbIi cogepkut B cebe 3anucb Bcero
NPOUNCXO4ALLEero Ha cobpaHum, 3acegaHuu.

3. YTto Takoe npoTtokon?

a) MHMOPMaUMOHHO-CMPaBOYHbIA [LOKYMEHT, COCTaBMSKOLWMNCA Ha UMS PYKOBOAMTENS
KOMMaHMM UMM BbILWWECTOSAWEN WHCTaHUMW C Uenbio MHOPMUPOBaTb PYKOBOLCTBO O
CNOXMBLLENCSA CUTyauun n nobyamTb K NPUHATUIO ONPEeAENEeHHOro peLleHns;

6) pacnopsaguTenbHble JOKYMEHTbI, KOTOPblE ABNAOTCA 00a3aTeNbHbIMU AN UCNOSTHEHNS
TEMU nMuamMu, KOMy OHN aapecoBaHbl;

B) MH(POPMAaLMOHHO-CNPaBOYHbIA JOKYMEHT BHYTPEHHEN Oer0BOM Nepenncku, NPUHATLIN B
KOMNaHuu;

r) pacnopaguTenbHbid  OOKYMEHT, KOTOpbI cooepXuT B cebe 3anucb BCero
NpoUCXo4sALLEero Ha cobpaHum, 3acegaHun.

4. YTto Takoe npecc-penus?

a) pacnopsaguTenbHble JOKYMEHTbI, KOTOpble ABNSATCA 0b6a3aTenbHbIMU 515 UCNONHEHNS
TeMU nuuamm, KOMy OHVM aipeCcoBaHbl;

6) [OOKYMEHT onepaTtMBHOW MHGOPMAaLMK, COCTaBMSWMACA C LENb ONUCaHuUs U
noaTBEPXAEHUS Kaknx-nmbo akToB 1 cobLITUN;

B) KpaTKoe MH(opMaUMOHHOEe COOOLLEHME, COCTABNEHHOE MPECC-CyX0on nnu otaenom
PR koMnaHuu 1 npegHasHavyeHHoe ANd XypHanucToB u pegaktopos CMU;

r) MHMOPMAUMOHHO-CMPABOYHbIA OOKYMEHT, COCTaBMAWMACA Ha WUMS pykoBOAUTENS
KOMMaHUM WNN BbIWECTOSAWEN WMHCTAHUMW C Lenbio MHGOPMUPOBATb PYKOBOACTBO O
CNOXMBLUENCSA cUTyauun n NnobyamTb K NPUHATUIO ONpeaeNeHHOro peLleHns.

5. YTto Takoe cnyxebHana 3anucka?

a) MHMOPMaUMOHHO-CMPaBOYHbIN [LOKYMEHT, COCTaBMISOWNNCA Ha MMS pyKoBoAUTENS
KOMMaHUM WNN BbIWECTOSAWEN WMHCTAHUUW C LUenbio MHGOPMUPOBATb PYKOBOACTBO O
CNOXMBLUENCSA cUTyauun n nobyamTb K NPUHATUIO ONPeAeNeHHOro peLleHns;

6) MHdOPMAaLMOHHO-CNPABOYHbIN AOKYMEHT BHYTPEHHEN OENOBOW NEPENUCKU, MPUHATLIN B
KOMMNaHWu;

B) AOKYMEHT onepaTMBHOWN WHAOPMAaLNK, COCTaBNSAKLWMNCA C Uernblo OnucaHus wu
noaTBEPXAEHUS Kaknx-nMbo akToB 1 COOLITUN,
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r) KpaTkoe MHOPMAaLMOHHOE COObLLEeHNe, COCTaBNEHHOE npecc-cryxbom nnn otaenom
PR komMnaHuu 1 npegHasHayeHHoe Ans XXypHanucTtoB n pegakropos CMU.
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TEKYLWMW KOHTPOJIb K CEMUHAPCKOMY 3AHATUIO Ne 7

1. KakoBbl oOwue TpeboBaHMA K AenoBbiM nucbmam? (Heckonbko BapuaHTOB
oTBeTa)

a) 6bymara gosmkHa 6bITb XOPOLUEro KayecTBa;

6) HWXKe, C Kpasd CTPOKM UMK B LLEHTPE NUCTa NULIETCSA BEXNUBOe obpalleHue;

B) ab3al HayMHaeTCsl C KpaCHOW CTPOKU C OTCTYMNSIEHMEM B NSATb UHTEPBAsrioB OT NIEBOro
Kpas;

r) Ha TenerpadHbIN 3anpoc cnefyet Aatb oTBeT B TedeHne 30 gHeN.

2. Kakve Bnabl nMcem nNULLyTCS TONbKO OT pykn? (HeckonbKko BapMaHTOB OTBeTa)
a) nucbmo-cobonesHoBaHue;

6) Nnncbmo-6narogapHOCTb:

B) MMCbMO-N034paBrieHne;

r) nucbMo-npocbba.

3. YTto TaKkoe genosoe NUCbMO?

a) Bblpa)KeHne yBaXXMTerlbHOro OTHOLLEHUS K APYTUM N0OAM;

6) AOKYMEHT, NPUMEHSEMbIN ANSA CBA3WN, nepefadn UHoOpMauun Ha paccTosHUE Mexay
ABYMS KOPPECMNOHAEHTaMMU;

B) MpoLecc B3aMMOCBSA3N W B3aMMOLEWCTBUSA, B XOA4E KOTOPOro npoucxoamt obmeH
MHdOpMauMen 1 onbITOM;

r) BbINOMHEHNE OaHHbIX 0beLlaHunii 1 B3aTbIX 0683aTensLCTB B Ntob6on dopme.

4. ABTOpOM cnyxeObHOro nMcbma AABNAeTCcA...

a) opraHusauust, dompma, OT UMEHM KOTOPOUW NOCbINaeTca NMCbMO;
0) OOMKHOCTHOE N0, KOTOPOE NOCbINaeT NUCbLMO;

B) UCMOSTHUTESb, KOTOPbIN rOTOBUT NUCbMO;

r) NMuo, oTnpaBmuBLLEE MUCbMO.

5. Y10 13 nepeuncneHHoro siBnsieTca popmamm AenoBOro ooLeHnAa?
a) coBellaHue;

6) pasroBop no TenedoHy;

B) KOHbepeHuuns;

r) genosoe nucbMo (HeBepbanbHas opma).
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TEKYLWMW KOHTPOJIb K CEMUHAPCKOMY 3AHATUIO Ne 8

1. B Kaknx gOKyMeHTax ynoTpeonsaeTcs rnaron-aemcTBme «npocutb»?
a) »xanoba;

6) cnyxebHasa 3anucka;

B) 3asBrieHue;

r) AOBEPEHHOCTb.

2. B kakux npumepax ynotpebrieHve npeanoroB B oduumManbHO-AENOBON peuu
ABNAETCA OWMNOGOYHbLIM?

a) oTumTaTbCA No paborTe;

6) noknag o6 utorax paboThl;

B) 6narogaps 6onesHu;

r) neperoBopbl MO HOBOW CAESIKE.

3. YcTaHOBUTe COOTBETCTBUE MeXAYy 3auMCTBOBaHHbIMWU CrIOBaMW, XapaKTepHbIMU
Ans ohuumnanbHO-AeN0OBOM peyu, U UX 3HaYEeHUSAMU:

1) anbgHC a) cornacve

2) KOHCEHCYC 6) BNoXxeHune

3) pecrnoHaeHT B) COIO3

4) kBOTa r) gons

5) uHBECTULNK [) NpeTeH3uns

6) peknamauyus €) onpalwvBaemMbiu

4. YctaHOBMTE COOTBETCTBME TUMNOB peydyeBbIX OEeUCTBMMA U KINKOYEBbIX CNOB
AOKYyMeHTa:

1) coobuieHne

a) obbaABnsSeEM

2) npeanoxeHve

0) HE MOXXEM BbIMONHUTb

3) TpeboBaHne

B) yBegomMnsem

4) 3asBrieHve

r) HacTaMBaem

5) obelwiaHne

A) obssyemcs

6) oTKas

€) npegnaraem

5. KakoBa cmbicnoBas
BONensbsaBreHua?

a) NpoCUTb;

6) npukasbiBaThb;

B) HacTauBaTb.

nocrnenoBaTeNibHOCTb no cTeneHun BblpaXeHus
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TEKYLWMW KOHTPOJIb K CEMUHAPCKOMY 3AHATUIO Ne 9

1. Yto Takoe ayTeHTUYHOCTbL?

a) yMeHue BUaeTb MMp rnasamu gpyrux, NoOHMMaTh ero Tak e, Kak OHMU;

6) cnocobHOCTb BbITb CamMnM COBON B KOHTaKTax ¢ ApYrMMn nNioabMu;

B) KOHKPETHOCTb — YMEHWEe TOBOPUTb O CBOMX KOHKPETHbIX MEPEXMBAHUSAX, MHEHMUSIX,
AENCTBUAX, FOTOBHOCTb OTBEYaTh OAHO3HAYHO Ha BOMPOCHI;

) MIHULUMATUBHOCTb — CMOCOBHOCTbL «MATU BNepea», yCTaHaBNMBaTb KOHTAKTbI, FOTOBHOCTb
BGpaTbCcs 3a Kakne-TO gena B cuTyauuu.

2. Yto Takoe amnaTtua?

a) yMeHue BuaeTb MUp rnasamm apyrmx, NOHMMaTh ero Tak e, Kak OHW;

6) cnocoBbHOCTb GbITb CamMMM COBON B KOHTaKTax C ApYrMMn NiogbMuU;

B) KOHKPETHOCTb — YMEHWE TFOBOPUTb O CBOMX KOHKPETHBLIX MEPEXMBAHUSAX, MHEHUSX,
AENCTBUAX, FOTOBHOCTbL OTBEYATb OAHO3HAYHO HA BOMPOCHI;

) MIHULMATUBHOCTb — CMOCOOHOCTb «MATW BNepea», yCTaHaBNMBaTb KOHTAKTbI, FOTOBHOCTb
OGpaTbCsa 3a Kakue-TO Aena B cUTyauuu.

3. Kakon n3 coBpeMeHHbIX 3TU4eCKMX NPUHLIMNOB AEeTI0BOro noBeAeHUss OCHOBaH Ha
3KoHomu4yeckoun Teopun A. Cmuta u yyeHun Bunbdpeno lNMapeto 06 ontumanbHoOn
caenke?

a) HuKorga He pJenam Toro, 4YTo npendatrcTBoBano Obl nNpaBy Apyroro 4enoBeka Ha
camMopasBuTME N camopeanun3auuio;

6) Bcerma nocTtynam TaK, 4YTOObl MakCUMM3MPOBaTb MNPUOLITb B paMKax 3akoHa,
TpebOoBaHUN pbiHKA U C NOSHLIM Y4E€TOM 3aTpar;

B) HMKOr4a He fenau Toro, YTo ylweMnisieT YyCTaHOBIEHHbIE NpaBa APYruX;

r) HAKOrga He genaw Toro, YTo Morno 6bl NoBpeauTb criaberwnm B Hawwem obuiecTse.

4. Y7o Takoe KopnopatuBHoe obLeHune?

a) YyBCTBO Mepbl rpaHuny, B 06LEHNM, NPeBbILLEHNE KOTOPbIX MOXeT 0buaeTb, NOCTaBUTb B
HEeNOBKOE MOMOXeHWE;

6) ymeHue pgepxaTb cebsa B pamkax npunumuma B NOObIX CUTyauusix, Npexae BCero B
KOH(NMKTAX;

B) Mpouecc B3aMMOCBSA3N W B3aMMOLEWCTBUSA, B XOA4E KOTOPOro npoucxoamt obmeH
MHdOpMaumren 1 onbITOM;

r) BbINOMNHEHWE AaHHbIX obellaHni 1 B3aTbix 0693aTenscTB B Ntobon dopme.

5. Kakoi n3 coBpeMeHHbIX 3TU4ECKUX MPUHLIMNOB AEeNI0BOro NoBeAeHUs OCHOBaH Ha
Teopumn PobGepTta Ho3uka o pacumpeHunm cteneHn cBob6oabl IMYHOCTU?

a) HuMKorga He [fernam Toro, YTO MPensTCTBOBanoO Obl npaBy OpYyroro 4erioBeka Ha
caMOopas3BuTME N cCamMmopeanun3auuio;

6) Bcerga noctynam Tak, 4TOObl MakCMMU3MpoBaTb MNpubLITL B paMKax 3aKoHa,
TpeboBaHUIN pbiHKA M C NOJTHBIM Y4ETOM 3aTpaT;

B) HMKOr4A He Aenaw Toro, YTo yLWeMISeT YCTaHOBIEHHbIE NpaBa ApYruX,;

r) HAKOr4a He genaw Toro, YTo Morno 6kl NnoBpeanTb cnabenwmm B Halwem odLiecTse.
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PYBEXHbIA KOHTPOJIb Ne 1
BAPUAHT Ne 1

1. OcbmumanbHO — AenNoBOW CTUINbL OGCNyXMBaeT...

a) cchepy OenoBbIX OTHOLLUEHUN;

6) obmnxogHo — BGbITOBOE O6OLLEHME;

B) obnactb npaBa 1 rocyaapCTBEHHON NOSIUTUKY;

r) ny6nu4yHble BbICTYNEHUS.

2. ®akTtopbl, cnocobcTBywwMe ¢GopMupoBaHUo oduunanbHO-AeN0BON
NUCbMEHHOW peyn:

a) pasBuTUE rocyaapCTBEHHOCTY;

6) Heo6X04MMOCTb AOKYMEHTASIbHO 3aKpensaTh NPaBOBble OTHOLLEHWS;

B) pa3BuTMe annapaTa ynpaBneHus;

r) pasBuTUE COBPEMEHHOIO PYCCKOro S3blKa.

3. Kpugnyeckaa cuna [OOKyMeHTa  obecneyuMBaeTCA  KOMMNJNEKCOM
ob6s3aTeNbHbIX 3NN1eMEeHTOB 0POpPMNeHUs AOKYMEHTOB.

a) 6naHk;

6) dhopmynap;

B) PEKBU3UTDI;

r) HOMeHKnaTtypa.

4. COBOKYNMHOCTb PEKBU3UTOB U CXeMa WX PacnosioXeHUs B [AOKYMEHTe
COCTaBnsOT AOKYMEHTa.

a) 6naHk;

6) dhopmynap;

B) KOMMO3ULUMUIO;

r) HOMeHKnaTypy.

5. [lokymeHT, copgepxawmuM nNpocbOy, Xanoby wnu npeanoxeHue nuua,
Ha3bIlBaeTcA...

a) KOMMep4YeCKoe NUCbMO;

0) peleHue;

B) 3asiBIieHUE;

r) pacnopsixkeHue.

6. 3aronoBoK B opmumanbLHO-AENOBOM CTUME onpeaenser...

a) Ha3HayYeHne JOKYMEeHTa;

6) nocnepoBaTeNbHOCTb PACMNONOXEHNA PEKBUSUTOB;

B) COCTaB PEKBU3UTOB;

r) CTPYKTYpYy TEeKcTa.

7. K A3bIKOBbIM YepTamM opMumnanbLHO-A4eN0BOro CTUNSA OTHOCATCS:

a) 9KCMNPECCUBHOCTD;

6) «CyXOCTb» U3NOXEHUS;

B) 9KOHOMHOCTb B UCMOSIb30BaHMUM A3bIKOBbIX CPELACTB;

r) OTBNEYEHHOCTb N 0006LLEHHOCTb.

8. flabIKkoBble YepThbl, XapaKTepHble AnA opuunanbHO-AeNOBON peyum:

a) cneyunarnbHble CNoBa U TEPMUHbI;

6) CNOXHOCOKpaLleHHblE HAMMEHOBaHWS;

B) YCTOMNYMBbIE CITOBOCOYETAHUS,

r) pa3roBOpHbIE CIOBa.

9. YcTtaHOBUTE COOTBETCTBME TUMOB YyNpaBfieHY€CKUX AOKYMEHTOB UX XXaHpaM:

1) OMPEKTUBHbIE a) cnyxxebHas 3annucka
2) opraHu3aumnoHHO-pacnopsanTenbHble 6) npukas
3) cnpaBoOYHO-UHGOOPMALNOHHbIE B) 3aKOH
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10. PasHoBugHoOCTAMMU CNpaBoOYHO-NH(POPMALIMOHHbIX AOKYMEHTOB
ABNSAIOTCA. ..

a) NOCTaHOBMEHME,;

6) nn4Hoe aeno;

B) Tenerpamma,

r) cnyxebHas 3anucka.
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PYBEXHbIA KOHTPOJIb Ne 1
BAPUAHT Ne 2
1. ®YHKUMOHANbHbLIA  CTUMb, ob6cnyxuBaroLwmn aAMMHUCTPATUBHO-
ynpaBrieH4ecKyr cdepy AeATeNbHOCTHU:
a) Ny6nmumMcTnyeckun;
6) Hay4HbIN;
B) odhmumnanbHO-4enoBoOw;
r) 3aKoHogaTeNbHbIA NOACTUNb.
2. OdmumanbHO-AENO0BOWN CTUNBL HE OGCNYXMUBAET...
a) NpaBOBble OTHOLLEHUS;
6) 0buxogHoO-ObITOBOE OOLLIEHME;
B) ny6nu4Hoe BbICTyNeHne;
r) NMNYHbIE OTHOLLEHUS.
3. KntoyeBble NOHATMA AeNnoBbIX bymar:
a) popmynsp;
0) agpecaHT;
B) PEKBU3UT;
r) KOMNO3numA.
4. PeKBU3UT, NO3BONAIOWMNN CyAUTb O Ha3Ha4YeHUM JOKYMEHTa, Ha3biBaeTcH. ..
a) neyartb;
0) agpecaHT;
B) Noanuch;
r) 3arofnioBOK.
5. AQDMUHUCTPaTUBHbIE NUCbMEHHbIE XaHpPbl — 3TO:
a) KBUTaAHUWS;
6) moroBop;
B) KOMMEpPYECKMe NMcbma,;
r) KOMMepYecKne neperoBopsbl.
6. XXaHpbl, cooTBeTCTBYIOLWME OPULMANbLHO-AENOBOMY CTUNIO:
a) aHHoTauus;
0) KOHTpaKT;
B) NpuKas;
r) Te3ancobl.
7. A13bIKOBbIMM YepTaMu opuLManbHO-AENOBON peyun ABNAKTCA. ..
a) oTrnarofbHble CyLECTBUTENbHbIE;
6) NUYHbIE MECTOUMEHUS;
B) CyLLEeCTBUTENbHbIE MYXXCKOro poa Ansi 0603Ha4YeHns OMKHOCTY;
r) MexgomeTus.
8. OchmumanbHO-AENOBOMY CTUIO CBOUCTBEHHO ynoTpebneHue...
a) opa3eonorn3mos;
6) KNMLWMPOBaHHbLIX 060OPOTOB;
B) NPOCTbIX NPEeATIOKEHNN;
) CNOXHbIX NPeASIOKEHNN.
9. Pa3HOBMAHOCTAMU AOKYMEHTOB MO JIMYHOMY COCTaBY SABINAIOTCS:
a) pacrnopsxeHue;
6) dakc;
B) 3asiBNeHue;
r) XapakTepucTuka.
10. XXaHpbl AUPEKTUBHbIX JOKYMEHTOB:
a) NOCTaHOBIEHME;
6) wTaTHOEe pacnucaHue;
B) TenedoHorpamma;
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r) 3aKOH.
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PYBEXHbIA KOHTPOJIb Ne 1
BAPUAHT Ne 3

1. Tun MmbiwneHns B ohmumanbHO-AESI0OBOM CTUNE. ..

a) abCTpaKTHbIN;

6) KOHKPETHBbIN;

B) obpasHbIn;

r) CUMBOSINYECKUIA.

2. MudbopmaumoHHoe cogepxaHue AOKyMeHTa npeagnonaraer...

a) uenecoobpasHoe KoNnM4ecTBo MHGOPMaL MK,

6) n36bITOYHOCTb NHpOPMaLUN;

B) pa3HOpPO4HOCTb MH(popMaLmu;

r) OQHOPOAHOCTb UHGYOPMaLUW.

3. PekBU3UT «agpecaT» pacrnosaraeTcsi, Kak npaBumno, B AOKYMEHTe...

a) BEpXHeM I1IeBOM Yrry;

6) BepxHeM NpaBoOM yrry;

B) B LIEHTpe NnCTa;

) B HXKHEM NEBOM YrIy.

4. Cnoco6bl naTMpoBaHNUA JOKYMEHTOB:

a) umdgposou;

6) 6yKBEHHbIN;

B) KOMOVHMPOBAHHbIN.

5. K opucaAnKLMOHHBbIM NUCbMEHHbLIM TEKCTaM OTHOCATCS:

a) Npurosop;

6) npoTokon;

B) cynebHas peub;

r) nocrtaHoBrneHue ob apecre.

6. XKaHpbl ohnumanbLHO-AEN0BOro CTUNA:

a) pedepar;

0) 3aaBneHue;

B) ycTas;

r) 3aKOH.

7. CUHTaKCUC KaHLeNnspCKUX AOKYMEHTOB OTNIMYaeT ynotpebneHue...

a) CNOXXHOMOAYMHEHHbIX NPeanoXeHUn,;

6) NpnyacTHbIX 1 geenpuyacTHbIX 060POTOB;

B) O4HOPOLHbIX YSIEHOB;

r) obpalyeHunin.

8. fAlabikoBble YepTbl ohuLManbHbIX JOKYMEHTOB:

a) TOYHOCTb CrOBOYNOTPEbneHus;

6) aKCNPEeCCUBHOCTb A3bIKOBbIX CPEACTB;

B) MHGOOpMAaTMBHAA 4OCTATOYHOCTb;

) HeMTparbHbIA TOH U3NOXEHUS.

9. Kakne fOKYMEHTbI OTHOCATCA K MH(pOPMaLMOHHO-CNPABOYHbLIM?

a) AOKYMEHTbI, CO3[aHHble OTAENbHbIMU FpaXaaHamu;

6) [OOKYMEHTbl, HOCAWME aOAMUHUCTPATMBHbBIA Xapaktep W obpalleHHble K
HWXKECTOSALLMM UM NOAYNHEHHBIM OpraHM3aumsaMm;

B) AOKYMEHTbI, MOMOrawLwmMe cos3gatb OpraHu3auuio, YCTaHOBUTb €e CTPYKTYpY,
onpefennTb LWITaTHY YUCMEHHOCTb M COCTaB PabOTHUKOB MO AOSMKHOCTSM, OnpeaenivTb
YHKUMM CTPYKTYPHbIX NogpasaeneHun;

r) AOKYMEeHTbI, coobLialolmne ceefgeHuns, nobyxaawowme npyuHuMmaTh onpeneneHHble
peLleHuns, T.e. UHULUUUPYoLLME yripaBneH4YeCckne peLleHuns.

10. Kakme nOKYMeHTbl OTHOCATCA K pacnopsaauTenbHbIM?

a) AOKYMEHTbI, CO3[aHHble OTAENbHBIMU FpaXaaHamu;
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6) [OOKYMEHTbl, HOCAWME agMUHUCTPATMBHBIA XapakTep W obOpalleHHble K
NO4YNHEHHbIM OpraHu3aumsmM;

B) OOKYMEHTbI, NoMorawline co3fgaTb OpraHu3aumto, YCTaHOBUTb €€ CTPYKTYpY,
onpenenuTb LWTAaTHY YNCIIEHHOCTb U COCTaB PabOTHUKOB MO AOIMKHOCTAM, OnpeaenuTb
PYHKUNN CTPYKTYPHbIX NoApasaeneHunn,

r) AOKYMeHTbI, coobLalolmne ceegeHunst, nobyxaarowme npyuHuMmaTb onpegeneHHble
peLeHuns, T.e. MHULUUPYIOLLNE yNpaBlieHYeCKne peLLEeHNs.
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PYBEXXHbIA KOHTPOIb Ne 1
BAPUAHT Ne 4
1. BaxHenwme pyHKUMMN opMumanbHO-AENOBOro CTUMA peanusyroTcs...

a) B 3aKOHax;

0) B NOCTAHOBMEHUSX;

B) B AOroBopax;

r) B YACTHbIX MMCbMaXx.

2. YcTtaHOBUTE cooTBeTCTBUE (hy

HKUWWA AOKYMEHTa UX 3HAYEeHUAM:

1) ynpaBrnieHyeckas

a) sIBNSieTcs CpeAcTBOM 3aKpensieHUs HOpM B
obulecTtBe

2) npaBoBagd

6) BbICTYNaeT B pOfv UCTOYHUKA CBEAEHUN

3) UICTOPUYECKOIO NCTOYHMKA

B) CITY>XUT OCHOBOW AN MPUHATUS peLueHnm

3. CraHpapTHbIW nUCT Oymarm C pekBU3MTaMK, UAEHTUDULUPYIOLWUMU
cocTaBuUTeNsA AOKYMeHTa, Ha3blBaeTcs AOKYMEeHTa.

a) GnaHk,;

6) dopmynsp;

B) PEKBU3UT;

r) HOMeHKnaTtypa.

4. YcTaHOBUTE COOTBETCTBUE KNKOYEBbIX MOHATUMN AOKYMeHTa UX 3HaAa4YeHUAM:

1) pekBusut

a) nony4varens

2) DOKYMEHT

6) obs3aTenbHbIE MPU3HAKN JOKYMEHTA

3) agpecat

B) cocTaBuTenb

4) agpecaHT

r) "HpopMaLMsA C pekBU3UTaMm

5. YctaHoBuUTe cooTBeTCcTBUE
CTUIIA N UX XKaHpaMM:

Mexay noacTunaAmMu Od)VI unanbHoO-4enoBoro

1) gunaoMaTU4eCcKum

a) XxapakTepucTtuka

2) 3aKoHOOATESbHbIN

0) cornaweHve

3) adMUHUCTPATUBHO-KaHLLENAPCKUI

B) KOHCTUTYLMSA

6. MucbMeHHble XaHpbl, COOTBETCTBYyHOLWMNE 3aKOHOAATeNIbHOMY NOACTUIIO!

a) 3aKOHbl;

6) ykasbl;

B) OMpoChI;

) NOCTaHOBIEHUSI.

7. OdbmumanbHO-A4€NOBOMN CTUIb
a) HeNTpanbHOWN NEKCUKMU;

0) ananekTHOW NEKCUKW;

B) pa3roBOPHOWN NEKCUKN;

He AonyCKaeT Ucnosfib3oBaHuA...

r) NpoeccnoHanbHO-XaproHHOM NEKCUKMU.
8. CMbicnoBasi TOMHOCTb NMUCbLMEHHOro BbiCKa3biBaHUA B AenoBou Oymare

obycnoBneHa...
a) TOYHOCTbIO CrioBOynoTpebneHns;
6) NAaKOHNYHOCTBIO U3NTOXEHUS;
B) HEUTpasribHbIM TOHOM U3MOXEHUS
) «CYXOCTbH» U3NOXEHUS.
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9. YctaHOBUTEe COOTBETCTBUE TUMNOB [OOKYMEHTOB OCHOBaHUSAM
Knaccudukaumm:

nx

1) opurnHan a) CPOKM UCMOJSTHEHUS

2) BHYTPEHHSAS nepenncka 6) cdhepa feaTenbHOCTH

3) ynpaBneH4yeckune B) pakTop agpecara

4) pacnopaguternbHble r) NepBUYHOCTL/BTOPUYHOCTb
5) cpoYHble [) cofepxaHue N HasHavyeHune

10. OcHoOBY cnyXe6HOW AOKyMeHTaLunu COCTaBMNAOT. ..
a) Hay4Hble JOKYMEHTHI;

6) ynpaBneH4yeckne AOKYMEHTHI;

B) TEXHMWYECKNE JOKYMEHTDI,

r) NPOM3BOACTBEHHbIE AOKYMEHTHI.
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PYBEXXHbIA KOHTPOJb Ne 2
BAPUAHT Ne 1
1. 3adwmkcupoBaHHasi Ha MaTepuanbHOM HocuTene WHcpopmauma
pPeKBM3MTaMM, NO3BONAKOLWMMN ee nAeHTUPMLUPOBaATb, Ha3biBaeTCH...
a) cBefeHus;
6) OOKYMEHT;
B) dbopmynsip;
r) 6naHx.
2. MocnepoBaTenbHOCTL cocTaBneHusi opuumnanbHO-AeNoBbIX Oymar:
a) YsICHEHNE KOMMO3MLUKN TEKCTa
6) nogbop xaHpa OOKYMEHTa
B) MCMNONb30BaHNE 00s13aTenbHbIX PEKBU3NTOB B CTPOron NocneaoBaTenbHOCTY
r) ocMmbicneHne oonunanbHO — 4efT0BON CUTyaumnm
3. O6sa3aTenbHbIMN PEKBU3NTAMM 3asABIIEHNA ABNAIOTCS:
a) HauMeHoBaHWe agpecara;
0) HaMMeHoBaHWE 3aABUTENS;
B) HAMMEHOBAHME OOKYMEHTA;
r) IMYHbIE JaHHbIE.
4. AprymeHTUpPYHOLanA YacTb OTCYTCTBYET B TEKCTE 3asiBJIEHUSA. ..
a) 0 NnepeBofe Ha Apyron akynbTeT;
6) 06 akagemMmn4ecKom OTMyCKe;
B) O npueme Ha paboTy;
r) O JOCPOYHOW cOaye aK3aMeHa.

5. UHdopMMpoBaHME AOMKHOCTHbLIM JIULIOM BbIWECTOALEro AOMKHOCTHOIO

naua — uenb 3anuncKu.

a) OOKNnagHowu;

6) cnyxebHoun;

B) 0OBbACHUTENBHOW;

r) NOSICHUTENBHOMN.

6. Y6eautenbHble apryMeHTbl AOJKHbI coaepxartbcs
TeKcTe 3anuncKu.

a) OOKNnagHowu;

6) cnyxebHoun;

B) OO BACHUTENBHOW;

) NOSICHUTENBHOMN.

7. K craHpapTHbIM acnekTaMm f3blka [0eNnoBOM MNUCbMEHHOW peuwu

OTHOCUTCAH COKpaLUEeHUN.
a) yHudvkaums;
6) ctaHgapTU3aums;
B) TpadhapeTnsauums,
r) TNu3auus.
8. MpaBuna n craHaapTbl rpadMyecKnUX CoOKpaLLeHUn NpuBeaeHsil. ..
a) B nocobusx;
6) B FOCTax;
B) B CrnoBapsix;
r) B CipaBOYHUKAX.

9. MHTepHauMoHanbHble  CBOMCTBA PYCCKOM  oduumanbHO-4EN0BOM

NUCbMEHHOMN peum:
a) OOCTOBEPHOCTD;
6) npocToTa;
B) aKTyanbHOCTb;
r) HeoOMUManNbHOCTb.
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10. Pe3ome no KOMMNO3MLUMM U WH(POPMALMOHHO-CMbLICIIOBOU MoAenu
aHanoru4Ho:

a) aBTobuorpaduu;

6) cny>xebHON aHkeTe;

B) cnyxebHoW 3anucke;

r) 3asiBEHUIO.
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PYBEXHbIA KOHTPOJIb Ne 2
BAPUAHT Ne 2

1. MNMpaBuna n TpeboBaHMA no pas3paboTke M oOcopMNEeHUI0 A[OKYMEHTOB
copeparcs...

a) B [OCTax;

6) B CnpaBOYHUKAX;

B) B CIioOBapsix;

r) B nocobusx.

2. KnwoyeBbIM CNOBOM Npu U3NMOXEHUU WHhpOpMaLUM B YynpaBreH4YeCKux
AOKYMEeHTax siBNAeTCcA...

a) rnaron-gencrseue;

6) oTrnaronbHOE CyLLEeCTBUTENBHOE;

B) KpaTKOe cTpagaTtenbHoe npu4acTue;

r) AeenpusyacTue.

3. ABTOoGMorpachmsa coctaBnsieTcs...

a) OT NepBoro nNuua;

0) oT TpeTbero nNuua;

B) B MPOM3BOSIbHOMN hopMe;

r) CO6CTBEHHOPY4HO.

4. 3asBneHue Kak Bug opmumanbHO-Aen0BOro AOKyMeHTa MOXeT coaepxath. ..

a) npocboy;

0) xxanooy;

B) NpeasioXeHue;

r) XXn3HeonucaHue.

5. [oKkymeHT, cogepxawmmn nHcopmauuio AOOMKHOCTHOro nvuua
BblLIeCTOALWEMY AOJIHKHOCTHOMY nuuy, Ha3biBaeTcsl 3anunCcKom.

a) OOKNnagHowu;

6) cnyxebHoun;

B) OO BbACHUTENBHOW;

) NOSICHUTENBHOMN.

6. MpuynHbI cocTaBNeHUss 06 bLACHUTENBLHOWN 3aNUCKMU:

a) HEBbINOSIHEHWNE 3aJaHNS;

6) HapyLleHe TpyaoBOM ANCUUNIINHBI;

B) MHGOpMUpPOBaHME 06 NTorax BbiNOSHEHUS;

r) n3noxeHue cobbiTui 1 PaKkToB.

7. NMocnepoBaTeNbHOCTbL OCHOBHbIX 3TarnoB HaMepPeHUs CocTaBUTENs AenoBbIX
Oymar no NnpuHUUNY OCO3HAHUA Lenu:

a) MHTepecC;

6) BHUMaHue;

B) peyeBoe AenCTBUeE.

8. Npumepamun TpachapeTHbIX GN1AaHKOB ABNAOTCA:

a) GnaHkM cnpaBok;

6) 6naHkn KOMaHANPOBOYHbIX YOOCTOBEPEHUN;

B) 611aHKn 4OroBOpPOB;

r) 6naHku cnyXebHbIX 3anmcok.

9. TpeboBaHus, NnpeabABNSAEMbIe K TEKCTY PeKlaMHbIX NMUCEeM:

a) 3arnoMMHaemMocCTb;

6) cnoCcoBHOCTb BbiI3BaTb KOMMEPYECKUIN MHTEPEC;

B) OO BEKTMBHOCTb U3NOXEHUS;

r) TBOPYECKNA NOAXOA.

10. TpeboBaHuA, NnpeabsBNAeMble K A3bIKYy peKNaMHbIX JOKYMEHTOB:
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a) ucnonb3oBaHWe CPeACTB BbIpa3UTESIbHOCTMU;
0) npssMOM NOPSAA0K CNOB;

B) BOMPOCHO-OTBETHbIV NPUEM,;

r) nobyauTenbHble NpeanoXeHus.
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PYBEXXHbIA KOHTPOIb Ne 2
BAPUAHT Ne 3
1. YcTaHOBMTE COOTBETCTBME TUMNA AOKYMEHTa sI3bIKOBOW MOAENMU:

1) 3asgBneHne

a) HasHa4YWTb paccrnegoBaHve no akTy...

2) cnyxebHasg 3anuncka

6) npoLy NpeaoCcTaBuTh...

3) npukas B) OaHa... B TOM, 4TO...OENCTBUTESILHO
pabortaer

4) cnpaBka r) npegnpusaTue HeceT OTBETCTBEHHOCTb...

5) gorosop A) coobuiaem, 4To...

2. CnyxebHas 3anMcka — obLwenpmMHATOe HauMeHOBaHuMe. ..
a) XapakTepPUCTUKN;

0) ooknagHoOW 3anucku;

B) 3asBreHUs;

r) 06 bACHUTENBHOW 3anUCKW.

3. TekcT aBTOOMOrpachum coaepXxnT crneayrolme cCBeAEHUA:
a) fgata n MecTo POXAEHUS;

6) hopmynmpoBka NpocuObI;

B) npebbiBaHMe B y4eOHbIX 3aBEAEHUSIX;
r) TpyaoBast AeATENbHOCTb.

4. UHdopmaumoHHO-CcMbICNIOBasA

mMopaesnb TeKCTa

dHarorn4yHa...

a) 3asiBNEHUIO;

0) pestome;

B) AOKNa4HOW 3anucke;

r) AOBEPEHHOCTH.

5. KoMMyHuKaTMBHas Lenb AOKNAagaHOMW 3anuCKMu:

a) NoByXaeHMe K MPUHATUIO PELLEHUS;

0) npegocTaBneHne npasa NpeanpuHATL Kakme-nmbo AencTBuS;
B) npeacTtaeneHne ceba Kak NMMYHOCTY;

r) pa3bsiCHEHME CITOXMBLUENCHA CUTYyaLuun.

6. CMbICNOBbIe YacTU OOKNaAHOM 3anNMCKN BKNOYaKT B cebs:
a) N3noxeHne cobbITUN N (PaKTOB;

0) BbIBOObI U NPEANOXEHWS;

B) NpMBReYeHNEe BHUMAHUS,

r) "HpopMMpoBaHMeE.

7. YHumKauma nOKyMeHTOB npeanonaraer...

a) yBennyeHne BNOOB JOKYMEHTOB;

0) cokpalleHne BUOOB OOKYMEHTOB,

B) pa3Hoobpasne hopm OJOKYMEHTOB;

r) eanHoobpasne bopM AOKYMEHTOB.

8. CooTHecuTe uenb AenoBOro ooLweHns ¢ TMNOM AOKYMeHTa:

aBTOOMOrpacumn

1) nHpopmupoBaHue a) cnyxebHaqa 3anucka
2) nobyxgeHue 0) goroBop

3) npuaaHune rpuanyeckoro crartyca B) peknamaumsa

4) BblpaxxeHue TpeboBaHNs r) npukas

9. lokyMeHTbl UHPOPMaLMOHHO-PEKITAMHOr0 XapakTrepa:
a) ToBapHoe npeasioxeHue;
6) coobLieHne o Bugax ycnyr;
B) pestome;
r) cnyxebHas 3anucka.
10. OcHOBY cny>Xe6HOW AOKYMEeHTaLUN COCTaBIAIOT. ..
a) Hay4Hble JOKYMEHTHI;
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6) ynpaBneH4Yeckme LOKYMEHTbI;
B) TEXHWYECKNE JOKYMEHTDI;
r) NPON3BOACTBEHHbIE JOKYMEHTI.
PYBEXHbIA KOHTPONb Ne 2
BAPUAHT Ne 4

1. UHdpopmMaTUBHO-CNPaABO4YHbIA AOKYMEHT, MH(hOpMUPYHOLUMIA O CUTyaLumn, ob

uTOorax BbINOJIHEHMA pPaboThbI, Ha3biBaeTcA 3anncKom.

a) cnyxebHowm;

0) noknagHowm;

B) MNOSICHUTESbHAS;

) TEXHOSTOrn4yeckas.

2. KommyHuKaTuBHas Lenb AOKNaAHOW 3anMUCKM:

a) NnobyxaeHne K NPUHATUIO peLUEHNS;

0) npegocTaBneHne npasa NpeanpuHATL Kakme-nmbo AencTBuS;
B) npeacTaBneHme ceba kak NMMYHOCTY;

r) NHpOpMMpPOBaHME O NPOUCXOOALLEM.

3. CocTtaBuTenb AOKYMEHTa — 3TO...

a) agpecar;

0) agpecaHT;

B) OTBETYUK;

r) uctedu.

4. JlnyHaa c¢opma rnaronoB M MeCTOMMeHUMW 1 nuua eAUMHCTBEHHOro 4yucna

ynoTtpebnsieTcs B cnefylowmx XaHpax:

a) 3asBneHue;

6) aBTOBMOrpadus;

B) yCTas,;

r) XapakTepucTuka.

5. CnyxebHas 3anMcka — ooLwenprMHATOe HaMMeHOBaHue.. ..

a) XxapakTepUCTUKN;

0) ooknagHoOW 3anucku;

B) 3asBreHus;

r) 0O bACHUTENBHOW 3aMUCKMW.

6. UHdopmaTMBHO-CNPaBOYHbLIN JOKYMEHT, MH(OPMUPYIOLMIA O cuTyauumn, o6

uTOrax BbINOJIHEHMA paboThbl, Ha3biBaeTcA 3annCcKom.

a) OOKNnagHowu;

6) cnyxebHoun;

B) OO bACHUTENBHOM;

r) NOSACHNTENBHOWN.

7. YHndmumpoBaHHbIM OobOpaseL, cocTaBneHus genoBon Oymarum obsisarteneH

ans...

a) JOBEPEHHOCTN;

0) 3asBneHus;

B) pestome;

r) crny>keBGHON 3anncku.

8. CBeaeHue AOKYMEHTOB K eAUHbIM chopmam U cTaHAapTam npeanonaraer. ..
a) eanHoobpasHoe pasmelLeHe PEKBU3UTOB,

6) yBenuyeHne popmMaTtoB PEKBU3NTOB,

B) obecneyeHne conocTaBUMOCTM MHGOPMaLMM BO B3aMMOCBA3AHHbIX TEKCTaX,;
r) NPUMeHeHne TpadapeTHbIX TEKCTOB.

9. loKyMeHTbI, B KOTOPbIX NpecneayTcA peKknaMHble Lenu:

a) 4oroBsop;
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0) obbsiBnEeHue;

B) pe3tome;

r) 3asiBfeHue.

10. Tun AOKyMeHTa, coaepxawmm npuemM camopeknambl, —
a) cnyxebHOM 3anucKku;

0) pestome;

B) 3asBreHus;

) XapaKTepuUCTUKMN.
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FMOCCAPUN

ABTOOMOrpachusa — OOKYMEHT, B KOTOPOM OMuCaHbl 3Tanbl XW3HW U TPyOoOBOW
AeatenbHocTn paboTHuMKa.

ABTOMaTU3NpPOBaAHHOE AENONPOU3BOACTBO — [AENONPOM3BOLACTBO C MPUMEHEHMEM
nporpammHoro  obecneyeHusi, aBTOMAaTM3WPYIOLLEro CorflacoBaHue, perncrpauuio,
KOHTPOJIb UCMOSTHEHUS, MOUCK 1 ApYrne nNpouecchl C JOKYMEHTaMM.

ABTOMaTU3NpOBaHHas UHPOPMaLMOHHasA cucTeMa — MHPOPMaLMOHHAA cUMCTeMa,
peanu3yemas C UCMNosib30BaHNEM CPEACTB BblYUCIUTESTbHOWN TEXHUKN N CBA3M.

ABTOp AOKYMeHTa — oM3MYeCcKoe UNu rpnandeckoe nNuuo, co3gasluee JOKYMEHT.

ABTOpPCKUM NPU3HaK — rpynnMpoBKa B Aene AOKYMEHTOB OOHOro aBTopa.

Appecat — nony4yarernb.

AppecaHT — oTnpasuTens.

AppecoBaHne p[OOKyMeHTa — YyKasaHue ronyyaTtens [OOKYMeHTa nyTem
NPOCTaBfEHNA PeKBM3NTA «afpecaT» B NPaBOM BEPXHEM YrNy nucTa.
AKT — [OKYMEHT, COCTaBfIEHHbIN HECKONbKAMM IUuaMu W NoLTBEPXKAAloLL M

YCTaHOBIIEHHbIE (PaKTbl UM CObbITUS.

AKuenT — cornacve Ha npegrioXeHue BCTYNUTb B COESKY, 3aKIOYUTbL JOrOBOP Ha
YCITOBUSIX, YKa3aHHbIX B MPEeASIOXEHNN.

AHKeTa—[JOKYMEHT, npeacTaBnalowmi cobon TpadapeTHbI TEKCT, coaepKalimi
BOMPOCLI NO ornpeaerieHHoON TeMe U MecTo 4S9 OTBETOB (MNM OTBETHI) HA HUX.

AHHOTaUMA — KpaTKOE U3IOXEHNE NEePBONCTOYHMKA.

ApxuB — opraHunsauunsa unmn CTpyKTypHoe nogpasgeneHune, ocyLecTBnsLme npmem
N XpaHeHne apXMBHbIX JOKYMEHTOB C LieNbi UCMNOMb30BaHUS.

ApxuBHasi BbINMCKa — [OCIIOBHOE BOCMPOU3BEOEeHMEe 4YacTu TeKCTa OOKYMEHTa,
XpaHsLLeroca B apxuse, 3aBepeHHOe B YCTaHOBNEHHOM MOpsiAKe.

ApxuBHas cnpaBKa — cripaBka 00 MMelWMXCs B AOKYMEHTanbHbIX Matepuanax
apxuBa cBefeHusX Mo onpeaeneHHoMy BOMpocy, Teme, npeamere unu buorpaduyeckmx
cBefleHNdAX, 3aBepeHHas B YCTaHOBINEHHOM MopsiaKe.

ApxuBHOe XxpaHeHue — XpaHeHwe OOKYMEHTOB B apxuBe, obecrneudvBaroliee ux
pauMoHansHoe pasmMeLleHne, COXPaHHOCTb U UCMNOJSIb30BaHUE.

AcnekT — TOYKa 3peHusl, C KOTOpPOM MNPOU3BOAUTCHA MNOUCK [AOKYMEeHTa Wnn
n3BrnevYeHne N3 Hero HeobxoaMMbIX CBEAEHW.

BanaHc npeanpuaAT™MA — QWHAHCOBbLIN [JOKYMEHT, OTpaKawwuh COCTOsSIHUE
AEHEeXHbIX N MaTepuanbHbIX CPeacTB NpeanpuaTna (pacxogoB 1 JOXOO0B).

BnaHk AOKymMeHTa — CTaHgapTHbIM  nuct  Oymarm C  pekBusntTamu,
naeHTuUnpyowmnmMm aBstTopa omymnanbHOro NMCbMEHHOIO AOKYMEHTA.

BepomocTb — nepeyeHb Kakmx-nnmbo AaHHbIX (CBEAEeHW), pacrnofioXeHHbIX B

onpegeneHHom nopsaake (nnatexHas B., obopoTtHada B. n 1.n.).

Busa — noanuch, noareepxaarowias akT O3HAKOMIEHUS AOMMKHOCTHOro nvua ¢
AOKYMEHTOM.

Busa ochmumanbHOro AoKymeHTa — pekBU3UT AOKYMEHTA, BblpaxarLlui cornacme
NN Hecornacue JOMMKHOCTHOrO Nnvua C CoaepXXaHMeM JOKYMEHTa.

Bnapeney ceptucdukaTta Knova 3aneKTpoHHOW noanucu — msnyeckoe nuuo, Ha
NMSI KOTOPOro YAOCTOBEPAOLLMM LEHTPOM BblgaH cepTUdmKaT Krntova NoanMcu n Kotopoe
BflageeT COOTBETCTBYHOLUMM 3aKPbITbIM KITHOYOM 3NIEKTPOHHOM LUMGPOBON  MOANUCH,
No3BONAOLLEN C MOMOLLBIO CPEACTB ANEKTPOHHOM N LMGPOBON NOANMUCK CO34aBaTb CBOKO
9NEKTPOHHYI0  UM(POBYIDO MOAMUCH B  3NEKTPOHHbIX AOKYMeHTax (nmoanucbiBaThb
9NEKTPOHHbIE JOKYMEHTbI).

BHeLWHMN [OKYMEHT — [JOKYMEHT, OTMpPaBIfiEHHbIN OPYrMM OpraHusauuam (nmuam)
NN NOMYYEHHbIN OT HUX (MCXOOSALUNN U BXOOALLNNR).
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BHyTpeHHU AOKYMEHT — OouLManbHbI JOKYMEHT, HE BbIXOOAWMA 3a npeaensl
NnoAroTOBMBLUEN €ro opraHM3auuu.

BHyTpeHHUI agpec NUCbMa — HAaMMEHOBaHNE N afgpec opraHm3auum unm ammnus
W agpec nvua, KoTopomy HanpasneHo NUCbMO.

BHYTpeHHAA OnNUCb — Y4YeTHbIN [AOKYMEHT, COAepXaliuMih nepeyeHb OOKYMEHTOB
jerna c ykasaHuWeM nopsiAKOBbIX HOMEPOB [AOKYMEHTOB, WX WHOEKCOB, Ha3BaHWW, Aar,
HOMEpPOB NUCTOB.

Bxoaawmmn AOKYMEHT — JOKYMEHT, MOCTYNUBLLMI Ha NpeanpusaTue.

Bbinncka 13 AoKyMeHTa — 3aBepeHHas Konusi YacTu JOKYMEHTA.

MNapaHTunHoe nucbMo — cnyxebHoe nUCbMO, NOoATBepXAatlee obellaHne
BbINOSTHUTb B3ATble 06A3aTenscTBa (Mo onnarte, NPegoCTaBNEHUIO YCyr 1 T.0.).

FocypapcTBeHHass cucteMa [OKYMEHTaLUMOHHOro obecne4vyeHus ynpaBneHus
(FrCAOY) — coBOKYMHOCTb NPUHLMMOB U MpaBusl, yCTaHaBNuBaoLWmx eanHble TpeboBaHus
K OOKYMEHTUPOBAHMIO YMpaBfeHYeCKONn [OeATenbHOCTU W opraHu3auum paboTbl C
AOKYMEHTaMM B OpraHax rocyAapCTBEHHOro ynpaBneHusd, Ha npeanpusatTuax mn B
yupexaeHusix.

Mpacdhmk — TEKCTOBOM [OOKYMEHT, OTpaKaloWWi, Kak npasurno, nnaH paboTbl C
TOYHbIMM MOKa3aTeNs MM HOPM Y BPEMEHW BbIMOTHEHMS.

Mpnudcd — nometka, ykasbiBawowas Ha o0cobbin xapakTep unuM ocobbit cnocob
Nnepecbifnikn  OEroBON  KOPPECMOHAEHUMN  (KCEKPETHO», «CPOYHO», «HE MOANEXUT
ornaLeHuno», «IMYHO»).

Fpud orpaHnyeHus aoctyna K AOKYMEHTY — PEKBU3UT OPpULManbHOro JOKyMeHTa,
ceugetenbcTBylowmMn 06 ocobom xapaktepe WHOpMauuK, OrpaHuMYMBalOLLMA  Kpyr
nonb3oBaTenen JOKyMeHTa.

Fpud cornacoBaHuss — pekBUM3UT OPUUMANBHOINO [AOKYMEHTA, BblpaXaroLun
cornacve ydpexaoeHus Unu ero opraHa, He SBNAOLWErocd aBTOPOM [JOKYMEHTa, C ero
cogepxaHuem.

Fpud yTBepxaeHUA — pPeEKBM3UT oOduUUManbHOro AOKYMEeHTa, npuaaroLlmin
HOPMAaTMBHbIN UM NPaBOBOW XapaKTepP ero CoAep>XXaHuio.

Hata odumumanbHOro p[OKYMeHTa — pPEeKBU3UT OdUUManbHOro [OOKYMEHTa,

cogepxawmn ykasaHHOe Ha [JOKYMeHTe BpeMda ero co3gaHua u (Mnu) noanuvcaHus,
YTBEPXAEHWUS, MPUHATUA, COrnacoBaHns, onyonmkoBaHus.

Herno — COBOKYNHOCTb JOKYMEHTOB UNU JOKYMEHT, OTHOCSALLMECHA K OQHOMY BOMPOCY
NN yYacTKy AeATENbHOCTU, NOMELLEHHbIE B OTAENbHYIO OBMOXKY.

HenoBoe NMUCbMO — JOKYMEHT, NPUMMEHAEMbIA NS CBA3WU, nepegayn MHgpopmMauum
Ha paccTosiHue Mexay OBYMS KOPpeCcnoHAEeHTaMu, KOTOPbIMU MOTYT ObiTb U lOpUaANYECKME,
n pusunyeckme nuua.

Hdenonpon3BoacTBoO (AOKYMEHTaLMOHHOE obecneyvyeHne ynpaBneHus) — oTpacsb
AedatenbHocTH, obecneynBarollas [OOKYMEHTMPOBaHME W oOpraHu3auuio paboTbl C
odomumarnbHbIMU JOKYMEHTaMMU.

OMpPEeKTUBHbIN  AOKYMEHT — [OOKYMEHT, MOCTYNMBLUMA U3  BbIWECTOSLEN
opraHusauum n cogepXxawmm ykasaHna K 4eNCTBULO.

[loBepeHHOCTb — [OOKYMEHT O npeaocTaBfeHun npaBa [LOBEPEHHOMY nuuy Ha
COBEpLUEHME Kakmx-Nnbo pgenctBun OT nuuya goseputens  (Mpeanpuatma  Unm
rpakgaHumHa).

OoroBop (KOHTPAKT) — [OOKYMEHT, (UKCMPYIOLWMIA COrnaweHne CcTopoH o6
YCTaHOBMNEHUN KaKUX-NMBO OTHOLLEHWI U YCITOBUN NX perynmpoBaHus.

[ OroBopeHHOCTb — JOKYMEHT, (PUKCUPYIOLWMIA COornalleHne ABYyX WS HEeCKOSTbKUX
CTOPOH.

[JoknagHaa 3anucka — [OOKYMEHT, agpecoBaHHbI PYKOBOACTBY W coAepiKalumii
N3NoXxeHne Kakoro-nnbo Bonpoca ¢ BbIBOAAMU N NPEANOXKEHNAMN COCTaBUTENS.
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HokymeHTaumMoHHoe obecne4vyeHne ynpaBneHna ([AOY) - [gedaTtenbHOCTb,
obGecneumnBaroliasi [OOKYMEHTMPOBaAHME W oOpraHu3auuio paboTbl C  oduumanbHbIMU
AokymeHTamMu. CUHOHUM TEPMMHA «AENONPON3BOACTBOY.

HokymeHTauma — opopmneHHas no eanHbIM NpaBunam COBOKYMHOCTb AOKYMEHTOB.

HoKkymeHTUpOBaHME — 3anucb WHQOPMaUMM Ha pPasfnUYHbLIX HOCUTENsX Mo
YCTaHOBIEHHbIM NpaBusiam.
HokymeHT (AOKyMeHTUpOBaHHaaA WHdopmMauma) — 3aduKCUpoBaHHas Ha

MaTepuanbHOM HocuTene uHoOpMauuMss C  pPekBM3UTaMi, MO3BONAOLWMMU €€
naeHTndnympoBaTb.

HOKYMEHTOO6OpPOT — [ABMXEHME [OOKYMEHTOB B OpraHusauum C MOMEHTa UX
CO34aHns UNn NonyYeHns 4O 3aBepLUEHUSI UCMOMHEHWS UK OTNPaBNEHNS.

HOKYMEHTbI NOCTOSIHHOrO XpaHeHUsi — [OOKYMEHTbl, KOTOPbIM YCTaHOBMEHO
BGeccpoyHoe (BeYHOE) XpaHeHNe.

HOMKHOCTHAA MHCTPYKUUA — HOPMATMBHbLIA AOKYMEHT, B KOTOPOM OnpeaesieHbl
dyHKUMK, NnpaBa, 06513aHHOCTM M OTBETCTBEHHOCTb COTPYAHMKA NpeanpuaTuS.

[ocbe — JOKYMEHThLI, OTHOCSALWMECS K KakoMy-nnbo aeny.

Ayo6nukat AOKYMeHTa — NOBTOPHbIN 3K3EMMASP NOANIMHHNKA JOKYMEHTA, MMEOLLNI
IOPUONYECKYHO CUNY NOASIMHHMKA.

XypHan yyeTta 4OKYMEHTOB — XypHarl, COCTaBEeHHbIN MO onpeaeneHHon opme n
coaepXxalumi cBeeHnsa 0 AOKyMEHTax 1 onepaumnsax ¢ HUMMW.

3aronoBok odwmuManbLHOro AOOKYMeHTa — pPEeKBU3UT [OOKYMEHTA, KpaTKo
n3nararLnm ero cogepxxaHue.

3aronoBoK pena — Kpatkoe obO3HaveHWe CBeAEHWN O COCTaBe W CoAepXaHuu
AOKYMEHTOB B Aene.

3aronoBo4YHasi 4YacTb [AOKYMEHTa — COBOKYMHOCTb PEKBM3UTOB: «3ambriema
opraHusauumn», «<HaMMeHoBaHMe opraHM3aLmmn», «CrnpaBOYHble AaHHble 00 opraHu3aunmn»,
«HaMMeHOoBaHWe BMaa [JOKYMeHTa», «daTta [OOKYMEHTa», «pPerncTtpaumoHHbI HOMep
AOKYMEHTa», «CCblflka Ha PErncTpauuoHHbIi HOMEP U AaTy OOKYMEHTa», «3arofioBOK K
TEKCTY».

3anpoc — AOKYMEHT, coaep kalymi npocbby npeaocTaBmuTb MHAOPMALMIO MO KAaKOMY-
nn6bo Bonpocy.

3asaBneHne — JOKYMEHT, coaepaLlmi npocbby nnm npeanoxeHue.

M3BeweHne — [OOKYMEHT, MWHMOPMUPYIOLWNA O TMPEeacToseM MeponpuUaTUm
(3acepaHun, cobpaHnn, KOHEPEHLMM) 1 coaepXKaLLnin NPeanoXeHne NpUHATL y4acTue.

MUHpekc (Homep) paena — umdpoBoe U (Mnu) GykBeHHO-LMdpoBOE 0B6O3HAYEeHue
Aena B HOMeHKnaType en opraHu3auun, HAaHOCUMOE Ha ero OBITOXKY.

MHaekcaumsa OOKYMEHTOB — MPUCBOEHME OOKyMEeHTaM MNOpsSAKOBbIX HOMEPOB WU
YCIOBHbIX 0603Ha4YeHWI Npu perncTpauuun.

MHMUMATUBHBLIN AOKYMEHT — [AOKYMEHT, MOCAYXMBLUMMN HadYanomMm pacCcMOTpPEeHUs
onpeaeneHHoro Boripoca.

MHCTpyKUMA —  HOPMAaTMBHbBIA  aKT,  Perynupylowmnn  opraHnsauuoHHble,
NPOV3BOACTBEHHbIE, (OUHAHCOBbBIE W WHbIE BOMPOCHI AEATENbHOCTU OpraHu3aLumn,
NpeanpusaTUA U AOMKHOCTHbIX JNL.

MHCTpyKUMAsT nNOo  AOKYMEHTauMOHHOMYy  obecne4vyeHuo  OeATesNIbHOCTU
npeanpuaTMa (No AenonpousBOACTBY) — [AOKYMEHT, perfameHTUpyowmnn npasvna,
npuembl U NPOLECChbl CO3OaHUA OOKYMEHTOB, a TaKke MNOopsiAoK paboTbl C HUMM Ha
npeanpusTum.

UckoBoe 3asiBneHne — 3asiBfieHne B Cyd, apObuTpax O NpeTeH3nsx K pusnyeckomy
NN PUANYECKOMY NULY, COCTaBNEHHOE MO onpeaeneHHon opme.

Mcxopawmn AOOKYMEHT — oduumanbHblii  OOKYMEHT, OTNpaBnsemMbin 13
opraHusauuu.
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KapTa-samectutenb — [OOKyYMEHT, MOMeLlaeMbli Ha MeCTO BblAAaHHOro gena u
cogepxalimin cBeleHns 0 TOM, KOMY U KOria OHO BblaHo.

KnaccudumkaumoHHbIN MHAEKC — yCcnoBHoe o603HayveHue (undpoBoe, ByKBEHHOE,
CMelLlaHHoe), npucBanBaemMoe KnaccudukaumoHHbIM AeneHneM Cxembl Knaccudukaumm u
NPOCTaBfseMOe Ha KapToykax CcucTeMatuyeckoro W Apyrux katanoroB. Moxet
NPOCTaBNATLCA U Ha AOKYMEHTax, U Ha Aenax.

Kommepuyeckasa TaMHa — KOH(maeHUnanbHOCTb MHGOPMaunMn, NO3BOMSAKOWAA ee
obnagartento Npu CyLLECTBYOLWNX UM BO3MOXHbIX 06CTOATENLCTBAX YBENUYNTE JOXOAbI,
nsbexaTb HeonpaBOaHHbIX PAacXOA0B, COXPAHUTb MOSIOXEHNE Ha pbiHKE TOBapoOB, paborT,
yCnyr unm Nony4nTb UHY0 KOMMEPYECKYHO BbIroay.

Kommepuyeckum akT — OOKYMEHT O HapyleHuax (HegocTade, nopye, XvLEHuM),
AONYLLEHHbIX MPU TPaHCNOPTUPOBKE rPy30B. KOMMeEpYeckun akT CryXuUT OCHOBaHUEM
nonyyaTtenio rpysa gns npegbsBneHns NpeTeH3un O BO3MeLLeHMM YObITKOB CTOPOHE,
AONyCTUBLLEN NOPYyY rpysa.

KoHcepBauusa pokymeHTa — npefoxpaHeHue [OOKyMeHTa OT paspyLuatoLllero
AEenCcTBUS BHELLHEN cpeapbl.

KoHTpareHT — olHa 13 CTOPOH KOHTpakTa, 4oroBopa.

KoHTtpakt — pgoroBop 06 yCTaHOBMNEHWW, W3MEHEHUM WM NpeKpaLeHun
NPaBOOTHOLLIEHWUM.

KoHTponb ncnonHeHusi LOKYMEHTOB — COBOKYMHOCTb AENCTBUIA, 0BecneymBaoLLmnx
CBOEBPEMEHHOE UCMNOJSTHEHMNE JOKYMEHTOB.

KOHTpONbHbLIN NUCT — TanoH ANd VHAMBUAYaNbHOW perncTpauun OOKYMEHTOB,
BKITHOYAOLLMIA Pe30nioumio 1 TeMy nucbma.

KoHdumaeHumanbHaa nHdopmauumsa — JOKyMeHTMpOBaHHas NHpopMauns, JOCTYn K
KOTOPOW orpaHn4nBaeTCcs B COOTBETCTBUN C 3aKOHOA4ATeNbCTBOM PO,

Konna pokKymeHTa — [OOKYMEHT, MOSIHOCTbIO BOCMPOU3BOAALWMKA  MHOpMaUUIO
NOANMMHHOINO OOKYMEHTa W BCEe €ero BHeLWHWe MPU3HaKM WM 4YacTb UX, HEe MMeLunn
OPUONYECKON CUTbI.

Konusa nokymeHTa: 3aBepeHHast — KOnus JOKYMeHTa, Ha KOTOPOW B COOTBETCTBUU C
YCTAHOBMNEHHbIM MOPSAAKOM MPOCTaBAST HeobxoauMble PeKBU3UTbI, npugatowme eun
IOPUANYECKYIO CUIy.

KoppecnoHaeHT — yypexaeHwe wnu OTAenbHOe Ivuo, C KOTOpPbIM BedeTcd
nepenucka.

KpeaunT — BKNOYeHHas B CMETY CyMMa, B npegenax KoTopou paspelleH pacxod Ha
onpeneneHHyo NoTpebHOCTb.

JInMUT — OOKYMEHT, onpenensowmnm npeaenbHbIi pasmep aCCUrHOBaHUM OEHEXHbIX
CpeacTB, OTNyCKa MatepuasnosB U T.4. U3 rocyaapCTBeHHbIX OHOO0B.

JNlnueBon cuet — OyxranTepCknin OOKYMEHT, OTpakaloluin nepenadvy kakoro-nmbo
KOHKpETHOro Bmaa cpencts (martepuanoB, WHCTPYMEHTOB, MPOAYKUMW, 30aHUA U T.A4.)
onpegeneHHon opraHM3aLmm Unu nNuuy U coaepXalmim AeHeXHble pacyeTbl C HUM.

JlnuHoe peno — pgeno, BKkMYawllee [OKYMEHTbl O Kakom-nubo nuue (0 ero
Guorpacun, obpasoBaHuu, TPYAOBOW UIM OOLLECTBEHHOW OEATENBHOCTM).

MawnHouMTaeMbi TEKCT — [JOKYMEHT, WCMNonb3oBaHWe KoToporo Tpebyer
NPUMEHEHNa cneumnanbHO NpegHasHaYeHHbIX TEXHUYECKUX CPEeACTB.

Hapaa — [OOKyMeHT, cogepXalwuin cBedeHuss O pacnpegerneHum paboT mexay
pabounmMm-caenbLunkamMmm, yyeT BbipaboTkM M pacyeT npuuntarowenca nm 3apaboTHown
nnarbl.

Hapsp-3akaz — nnaHoBoe 3ajaHue PyKOBOOAMTENSA YYpeXOaeHUs MNOAYUHEHHOMY
NpeanpuaTUIO UNU  pyKoBoaUTENS NPeanpuUsTUS LieXy O BbINOMHEHUMU ONpeaerieHHON
paboThbl.

HomeHKknaTtypa — nepevyeHb HaMMeHOBaHUN.
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HomeHknatypa pgen — cucTeMaTU3MpPOBaHHbIA MNepevYeHb HauMeHOBaHuW fen,
3aBOAMMbIX B OpraHuvsaumm, C YyKasaHMeM CPOKOB MX XpaHeHus, O(OpPMIIEHHbIN B
YyCTaHOBMNEHHOM MOpPSJKe.

Homep Bxoasiwero nucbmMa —  PernucTpaumMoHHbI  HOMEp  OOKYMEHTa,
npocTaBnseMbll agpecaToMm.

Homep ucxopswero gena — permcTpaumoHHbI HOMeEpP OOKYMEHTa, NpocTaBngeMbIn
oTnpaBuUTENeM.

HopMaTMBHbIN [OKYMEHT — [OOKYMEHT, M3L4aHHbI YNOSIHOMOYEHHbIM Ha TO
rocyJapCTBEHHbIM OpPraHoOM W YCTaHaBMMBAKLMA HOPMbI, MpaBusiia NOCTOAHHOIO WU
BPEMEHHOrO AENCTBUSA, paccynTaHHble Ha oba3aTenibHoOe NPUMEHEHKE.

HopmaTtuBbl — [OOKyMeHTbl, cogepXaliMe rokasatenu 3aTtpar BpeMeHu,
MaTtepuarnbHbIX WAN  [OEHEXHbIX pecypcoB, MNokKasaTenu W3roToBsieMon npoayKumu,
npuxoasLmecs Ha Kaky-nmbo eamHuuy (M3genve, onepaumio n T.4.).

HopMbl — JOKYMEHT, cogepXalumi ceegeHns 06 yCTaHOBMEHHbIX BENMYMHAX Yero-
nn6o (H. BbipaboTku, H. Bbigaum yero-nmbo).

Ob6bsAcHUTEeNbHasA 3anucka — 1) JOKYMEHT, NOSICHAIOLWNA coaepXaHne OTAENbHbIX
NOMOXEHUN OCHOBHOIO JOKyMeHTa (nriaHa, oT4yeTa, NpoeKkTa);

2) coolueHne [OOMKHOCTHOMO Nuua, MNOosICHAKLWEee Kakoe-nnbo gencreune, akT,
npoucLuecTene, NpeacraBnsieMoe BbllLeCTOAWEeMY A0SDKHOCTHOMY fnLy.

Onucb — IpUaMYECKn 0POPMIEHHbIN NepeveHb JOKYMEHTOB.

OpraHu3aumoHHoO-pacnopaanTeNbHbIA AOKYMEHT — BU NMUCbMEHHOIO JOKYMEHTA,
B KOTOPOM (PUKCUPYIOT pelleHne afMUHUCTPATUBHBIX U OpraHM3auuoHHbIX BOMPOCOB, a
Takke BOMPOCOB YyNpaBfieHusi, B3aMMOOENCTBUA, oObecneyeHns u perynmpoBaHus
AEeATEeNbHOCTU OpPraHoB BfiaCTW, Yy4ypexaeHun, npeanpuaTun, opraHuvsauun, ux
nogpasgernieHun n JOIMKHOCTHbIX N,

OpraHusauma paboTbl C [OKYMEHTaMM — oOpraHu3auus [OKYMeHToobopoTa,
XpaHEeHUs 1 UCMNOoJSIb30BaHUSA JOKYMEHTOB B TEKyLLEen AeATEeNbHOCTU yYpeXaeHus.

OpurmHan poKymeHTa — 1) nepBoHavarnbHbIN 3K3EeMNNAP OKYMEHTA; 2) aK3eMnnsp
AOKYMEHTa, ABNAILWNNCS UCXOOHbIM MaTepuarnom Ana KonmpoBaHUS.

Ocobble OTMeTKM — OTMETKM O CTEMEHW CEKPETHOCTM U CPOYHOCTU MCMOSTHEHUS
AOKYMEHTOB.

OTmMeTKa 0 NOCTynneHun AO0KYMeHTa — OTMeTKa, NpocTaBngemas Ha HXKHEM nosne
BXOOSALLEro AOKyMeHTa, COCTosIas U3 nopsaKkoBOro HoMmepa 1 Aatbl NOCTYMMEHNS.

OTyeT — OOKYMEHT, coaepXallmi cBefeHnst O NoAroToBKe M npoBegeHun pabot, ob
nTorax BbINOMHEHUS MNaHOB, 3afdaHWW, KOMaHOVMPOBOK W  APYrux MepOornpuaTumn,
npeacTaBnseMbl BbILLECTOALEMY YUPEXAEHMIO KaK LOIMKHOCTHOMY NnLLY.

Odrepta — NUCbMEHHOE MpeanoXeHne O 3akM4veHMM AoroBopa (KOHTpakTa) Ha
onpeneneHHbIX YCIOBUSX.

OdmumanbHbIN  OOKYMEHT — [JOKYMEHT, CO3[aHHblIl  HPUONYECKUM UK
dun3n4ecknmM nUUOM, OPOPMIIEHHBLIN U YOOCTOBEPEHHbIN B YCTAHOBMIEHHOM MOPSAKE.
AOKYMEHTbI, COCTaBIEHHbIE YYpEXOEHNEM UIU OOMKHOCTHBIM NNLUOM M OPOPMIIEHHBbIE B
YyCTaHOBIIEHHOM NOpSAKe.

OdopmneHne [OKYMeHTa — TNpPOCTaBrieHNe HeOoOXOAMMbIX  PEKBU3WTOB,
YCTaHOBJEHHbIX MpaBuiamMn JOKYMEHTUPOBaHMS.
OdopmneHne pena - noarotoBka Jena K XpaHEHUO B COOTBETCTBMM C

yCTaHOBMEHHbIMW NpaBuiamMu.
MeyaTb — 9NeMeHT yAOCTOBEPEHUSA NOANMHHOCTM MOAMUCU OOSMKHOCTHOrO nuua Ha
AOKYMEeHTax, NpeayCMOTPEHHbIX HOPMaTMBHbIMW akTamu, YAOCTOBEPSIOLWMX Npasa nu,
domkenpyrowmx ¢akTbl, CBA3aHHbIE C PUHAHCOBLIMU CPeaCTBaMM.
NMucbmo — 0600LWEHHOE HaMEeHOBaHME PasfUYHbIX MO COAEPXaHMIO LOKYMEHTOB,
Cry>KaLux CpeAcTBOM OBLLEHUS MEXAY YYPEXOEHNAMMU, YACTHBIMU NMLAMWN.
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MoBecTka — odpmumanbHoe coobLieHme YacTHOMY nuuy C NpeanoXeHmem Kyaa-nmbo
NPUNTU UNN YYPEXOEHUIO — BbICNATb CBOEro NpeacTaBUTEnNs.

MoanuHHMK AOKYyMeHTa — 1) [OOKYMEHT oduuManbHOro MpOUCXOXOEHNA B
OKOHYaTeNbHOM pefakunn, yoocToBePEHHbI COOTBETCTBYHOLWMM 06pasom;

2) pyKonuce.

NMoanucb Ha AOKYMeHTe — NoAnucb OOSMKHOCTHOrO fvua Unn aBTopa LOOKYMEHTa,
yaoCcToBepsoLas ero NognMHHOCTb WS 3aBepsaroLLas KOnu A0KYMeEHTa.

NMonoxeHne — 1) npaBOBOW akT, YCTaHaBNMBAKLLNUA OCHOBHble Mpasuna
opraHusaumm n OeaTenbHOCTUM rocydapCTBEHHbIX OpPraHoB, CTPYKTYPHbIX noAapasaeneHun
opraHa, a TaKkke HWKeCTOALWMX ydpexaeHun, opraHnsaumm n npeanpuaTiim;

2) cBOA4 npaBwusl, perynupyrolmx onpenerieHHyl oTpacriib  rocygapCTBEHHOro
ynpasneHusl, NofNTUYECKON, 0BLLECTBEHHON, KYNBTYPHOW UM XO3SNCTBEHHOW KU3HM.

NocTtaHoBRNEHMe — NPaBoOBOW aKT, U3AHHbLIA KOrnernasibHbIM OpraHoM yrnpasfeHus
B LieNnsax paspelleHnst Hanbornee BaXKHbIX 1 NPUHLMANANbHbIX 3a4au.

NMpaBuna A[OKyMeHTMpPOBaHUA — TpebOBaHWA M HOPMbI, YCTaHaBnuMBaroLiMe
[MopsgoK OOKYMEHTUPOBaHMS.

MNpeanoxeHne — NUCbMeHHOe 3asiBNEHWE OT UMEHU MPeanpuaTus, agpecoBaHHoe
ApyroMmy npeanpusTMio, O FOTOBHOCTWU 3aKMO4YUTb C HUM [OroBOp Ha onpeferieHHbIX
ycrosusx; odepTa.

NMpeameTHbIN KaTamor — Kartanor AOKYMEHTaslbHbIX MaTepuanoB, cogep’Kalimi
cBefeHusa o npegmertax (hakrax, cobbITUAX, reorpadmyeckux HaMMeHOBaHUAX) U Nuuax,
KOTOpble YNOMUHAKOTCA B JOKYMEHTaX, PacrnofioXXeHHbIX B andaBUTHOM NOPSIAKe.

NpeamMmeTHbIN yKasaTenb — YyKa3aTenb OCHOBHbIX MPEAMETHbIX (TeMaTUYeCcKunx)
0003Ha4YeHnI, pacnonoOXeHHbIX B andaBUTHOM Nopsake.

MpencraBneHue — [OOKYMEHT, coAepXalui npegrioxXeHne O HasHaydeHuw,
nepemMelleHn unu  noowpeHun JUYHOrO CcOocCTaBa, a TaKke pekoMeHZauuto
onpeaeneHHbIX 4eNCTBUN U MeponpuATUN No BONpocaM AesATEeNbHOCTU yYpexaeHus.

MpenckypaHT — nepedyeHb BMAOB paboT, ycnyr, NpoayKkumm TOBapoB M T.4. C
yKaszaHneM LieH 1 pacLEeHOK.

NpeTeH3MOHHOE NMUCBLMO — MUCbLMO, OTMpPaBfieHHOEe BMHOBHOW CTOPOHOW B Cry4yae
HEBbINOSTHEHNSA €10 3aKIMOYEHHbIX paHee AOroBOPOB M Pa3HOro Buaa o0bs3atenbCcTB.

Mpuka3 — 1) NpaBOBOW aKT, n3gaBaeMbli PyKOBOOUTENEM OpraHa rocygapCcTBeHHOro
ynpasneHns (ero  CTPYKTYPHOro nogpasgeneHuvsl), OEeNCTBYWLWMA Ha  OCHOBE
eVHOHa4Yanusa, B Lensx paspelleHns OCHOBHbIX U OnepaTuBHbIX 3ajad, CTOSAWnX nepean
AaHHbIM OpraHoM. B oTgenbHbIX cryyYasx MOXeT KacaTbCs LUMPOKOro Kpyra opraHusauum v
AOIMKHOCTHbIX NN, HE3aBUCUMO OT NOOYNHEHHOCTMU;

2) [OOKYMEHT, BblJaBaeMbli OpraHamMu roCygapCTBEHHONO UM BEeOOMCTBEHHOIO
apbutpaxa Ha obs13aTenbHOE MCNOMHEHNE E€ro peLleHus.

Mporpamma — [JOKYMEHT, u3narallWnini  OCHOBHble HanpasneHuss paboTbl
yupexaoeHus unv NpeanpusTua Ha onpedeneHHbIn nepuog BpemMeHun (Npovn3BOACTBEHHAS
I.) unu aTanbl N CPOKN OCYLLECTBINEHNSA KPYMHbIX PpaboT, NCNbITAHUNA.

MpoeKkT AOoKyMeHTa — npeaBapuTEnbHbIN BapnaHT LOKYMEHTa, npeaHasHavyeHHbIN
AN pacCMOTPEHUS.

MpoTokon — JOKYMEHT, coaepXalumi nocrnefoBaTtenbHy0 3anucb xoga obcyxaeHns
BOMPOCOB W TMPUHATUA peLleHnn Ha cobpaHusx, COBeLlaHusX, KOHepeHumsax W
3acefaHusIX KonnernanbHbIX OpraHoB.

PacnopsiautenbHble AOKYMEHTbI — JOKYMEHTbI, B KOTOPbIX (DUKCUPYETCA peLleHne
aAMUHNCTPATUBHBIX N OPraHN3aLMOHHbIX BONPOCOB.

PacnucaHune — o6baBneHMe 0 BpeMeHu, MecTe 1 NocneaoBaTernbHOCTU COBEPLLEHMS
yero-numbo.

PacnopsikeHue — npaBOBOW akT, W3gaBaeMbll €OUVHOSIMYHO PYKOBOAUTENEM,
rmaBHbIM 06pa3oM KomnnernanbHOro opraHa rocygapCTBEHHOrO ynpaBrieHusi, B Lensx
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paspeLLeHns onepaTuBHbIX BONPOCOoB. Kak npaBunio, UMeeT orpaHnYeHHbIN CPOK AENCTBUS
N KacaeTcs y3KOro Kpyra SOMKHOCTHbIX UL, U rpaxkaaH.

PeructpaunoHHo-koHTponbHasa kKaptouka (PKK) — «kapTtoyka, copepxawas
OCHOBHbIE CBEAEHUNSA O JOKYMEHTE, KOHTPOJIE €ro UCMOSTHEHMA U paboTe C HUM.

PernctpaumoHHbIn HOMep AOKyMeHTa — MOpsaKoBbIA HOMEP, MpUCBavMBaeMbli
BXOSALWEMY WUNU ucxogswemMy OOKYMEHTY Npu ero perncrpauuu, SBNSWUNCS YacTbio
Aenonpou3BoACTBEHHOIO MHAEKCA UMW 3aMEHSIOLLINIA ero.

PernctpaumoHHbIN WTamMn — WTaMn, COAEpXallMi HasBaHWe yupexaeHus, aarty
perncTpauum, peructpaumoHHbIN WHOEKC, HOMep [fena, B KoTopoe Oyaer nomeLlleH
OOKYMEHT.

Pernctpaumsa OOKYMEHTOB — 3arnucb B YYeETHbIX popMax (KypHamnax, kapToykax u
T.N.) KpaTKMX CBeJeHMW O [JOKYMeHTe U1 MpocTaBfeHMe Ha  [OOKyMeHTe
Aenonpou3BoACTBEHHOIO MHAEKCa U AaTbl perncrpaumm.

Peectp — nepeyeHb (CNUCOK) Yero-nmbo, NpUMeHsembI B ByxranTepckoM yyeTte U
aenonpowussogcTee (Hanpumep, P. onucen).

Pe3ontouusa — pelueHne, NpUHATOE COBELLaHNEM, Cbe310M, KOH(epeHUnen 1 T.n. rno
obcyxgaemomy BONpocy.

Pe3oniouua Ha JOKYMeHTe — MMCbMEHHOEe yKa3aHue pyKoBOAUTENS UCMONMHUTENIO O
Xapaktepe 1 Cpokax UCMOMNHEHUS JOKYMEHTa.

PekBU3UTbI — 06513aTeNbHbIE 3NIEMEHTbI CY>KeOHOro AOKyMeHTa.

PekBU3UT AoKyMeHTa — 065a3aTenbHbi MHOPMALNOHHbBIV aneMeHT (aBTop, Aata u
T.MN.), NPUCYLLNA TOMY UM MHOMY BUAOY MUCbMEHHOIO JOKYMEHTA.

PeknamaumoHHOe NUCbMO — 3asiBneHne o6 obHapyxeHun HegocTaun, aedekTos B
Nony4YeHHOW NPoaYKLMM UK B BbINOSTHEHHON paboTe.

PedpepaT — kKpaTKkoe NMCbMEHHOE U3NOXEHME NEPBOUCTOYHMKA.

PeweHue — 1) npaBoBOW akT, NpUHMMaeMbin ncnornkoMmamm COBETOB HapOAHbIX
AenyTaToB B KOMnerManbHOM NOpsAKe B LENsX paspelleHns Hanbonee BaXKHbIX BONPOCOB
UX KOMMNeTeHUMn. PelleHnsAMN WMEHYITCA Takke COBMECTHble aKkTbl, W3JaBaeMmble
HECKONbKMMN HEOOHOPOAHbIMU OpraHaMn — KonnernanbHbIMU U OEACTBYOWNMA Ha
OCHOBE eMHOHa4Yanus, rocyaapCTBEHHbIMW OpraHamun 1 0bLLEeCTBEHHBbIMW OpraHn3aunsMm
nTA.;

2) DOKYMEHT, coaepXalliuMi 3akfoyeHne cyga unm apbutpaxa no pesynsratam
pa3bopa rpaxgaHcKoro gena B Cyae unmn CnopHoro Bonpoca B apbutpaxe;

3) pesontoumsi cobpaHusi, CoOBELLLAHNA U T.4.

CBobGogHoe npepnoxeHune — npeanoxeHne 6e3 obssatenbcTB. Ecnn 3akasuumk
NPUMET YCIOBUS TAKOro NPEeASIOKEHUS, CAENKa CYNTAETCA 3aKITHOYEHHOMN.

CpatoyHasa onucb (pasr) — ONUCb AOKYMEHTarbHbIX MartepuanoB, COCTaBfEHHas
yupexaeHmeMm npuv nepegade aen B apxus.

CuctemMa AOOKYMEHTUPOBAHUA — MNPUHATBHIM B YYpexXOeHUn nopsiaoK COo3daHus,
0POPMIEHNS U UCMONMHEHUSA JOKYMEHTOB.

Cnyx6a menonpousBoacTBa — cekpeTapuar, KaHuenspus, ynpaBneHue aenamu,
obwun otgen, oTaoen LOKYMeHTauuMoHHoro obecneveHvss u apyrve noapasgeneHus,
OCHOBHOWN OYHKLIMEN KOTOPbIX ABNSieTCA paboTta ¢ AOKyMEHTaMM.

CnyxeOHbIn AOKYMEHT — oduumnanbHbli LOKYMEHT, UCMOMNb3yeMbI B TeKyLlen
AEeATEeNbHOCTU OpraHu3aumm.

CnyxebHasa 3anMckKa — 3anvcka o BbINOSIHEHUN Kakon-nMbo paboTbl, Hanpaensemas
AOMKHOCTHBIM JIMLIOM APYroMy AOSHKHOCTHOMY NULLy.

CocTaB yaoctoBepeHusi — Nognucb U neyatb.

Cneuundmkauma — OOKYMEHT, cogepxawun nogpobHoe nepeyvncrneHne y3nos WU
Aetanen Kakoro-nmbo u3genus, KOHCTPYKLUMM, YCTaHOBKM M T.N., BXOOSALWMX B COCTaB
CcHOPOYHOrO NN MOHTAXHOTO YepTexa.
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Cnucok — nepeuyncrieHne nuy unu nNpeameToB B OnpefdeneHHOM rnopsiake,
COCTaBIIEHHOE B Lensx MHopMauumn unm permctpauuu.

CnpaBka — 1) JOKyMEHT, cogepXalwun onucaHne 1 nogTBepXxaeHne Tex Unu UHbIX
dakToB M cobbITUA; 2) OOKYMEHT, noarBepxpatowmm ¢aktel Guorpadumyeckoro unm
cnyxebHoro xapakrepa.

CnpaBo4HO-UH(MDOPMALMOHHBLIA (POHA — COBOKYMHOCTb CUCTEMAaTU3NPOBAHHbIX
Npou3Be4eHUNn neyatu M HeonybrMKOBaHHOW Hay4yHOW M TEXHUYECKOW AOKYyMeHTauuw,
NCNONb3YIOLLMXCA B LIENAX OTpacneBoro MHOpMaLunoHHOrO 06CnyXnBaHus.

CpoOK UCNONHEHUA AOKYMEHTa — CpPOK, YCTaHOBJIEHHbIM HOPMAaTUBHO-MPAaBOBbLIM
aKTOM, OpraHu3aLMOHHO-pacnopaauTenbHbIM JOKYMEHTOM UMW pe3osiounen.

CTtaHaapT — HOPMATUBHO-TEXHUYECKUI JOKYMEHT, yCTaHaBnuearowmmn TpeboBaHuns K
rpynnam O4HOPOAHOM MPOAYKUUM U B HEOOXOOAUMbIX Cryvasix TpeboBaHUA K KOHKPETHON
npoaykuun, npaesuna, obecnevmBarLimne ee pa3paboTKy, NPOM3BOACTBO U NPUMEHEHME, a
Takke TpeboBaHMA K WHbIM OObekTaM  CTaHgapTusauuu, YyCcTaHaBnvMBaeMble
locctanpgaptom PO. CtaHgapTusaums JOKYMEHTOB, NPUMEHAEMbIX B OpraHn3aLMOHHOM U
9KOHOMMYECKOM YynpasfeHun, NpoBOAUTCA Ha OCHOBE crneuuanbHbIX MOCTaHOBIEHUN
Mpasutenscrtea PY.

CrtaHgapTusaumsa AOOKYMEHTOB — YCTaHOBIEHWE W MPpUMEHeHUe eauHbIX (opm
(oBbpasuoB) crnyKebHbIX JOKYMEHTOB.

CTeHorpamma — JOCMoOBHas 3anucCb [OKMNaAoB, peden u Apyrux BbICTYMMEHUN Ha
cobpaHusx, coBelaHnax W 3acedaHusax KonnernanbHbIX OpraHoB, OCYLLECTBIIEHHAs
METOLOM CTeHorpadum.

CTpyKkTypa M wraTHas YUCNEHHOCTb — [OKYMEHT, B KOTOPOM 3aKpenseHbl
HanmeHoBaHNA U obliee KONMMYEeCTBO CTPYKTYPHbIX MOAPa3deneHnin, HanmeHoBaHUS
AOJHKHOCTEN U KONMUYECTBO LUTATHLIX e4MHUL, B KaXXO0M nogpasgeneHnm npeanpusaTus.

CyeT — [OOKyMEHT, B KOTOPOM YyKasaHa npuumMtaroascs 3a 4to-nnbo aeHexHas
cymMmma.

Tabenb — nepeyeHb KakMx-nMboO nokasaTenen, COCTaBMEHHbIN B OMpeaerieHHOM
nopsiake (Hanpumep, T. oTy4eTHOCTU, T. ycneBaemMocTh).

Tabnuua - [JOKYMEHT, coaepXalimMi TeKCTOBble WU  UM@POBbIE CBEAEHMS,
pasMeLLeHHble Mo rpadam.
Tabynarpamma — T1abnuua, cocTtaBneHHass TabynaTtopoM Ha  OCHOBE

aBTOMAaTUYEeCKOro BOCMPUATUA AaHHbIX C nepdokapT, neponeHT u T.4.

TanoH oGpaTHOM CBA3N — [OOKYMEHT, YBEOOMMSIOWMUN O MNOAyYeHUU 4ero-nmbo
(vHOpMaumn, matepumanbHbIX LEHHOCTEN, JOKYMEHTOB).

TBeppoe npeanoxeHwe — npeanoxeHne, odopmngemMoe nuwb ANA OAHOMO
BO3MOXHOIO 3aKasdyumka (NoKynaTterns) ¢ ykasaHMem Cpoka, B TE4EHMEe KOTOPOro NoCTaBLUMK
CBSA3aH 3TUM NPESSIOKEHNEM.

Te3aypyc — crnoBapb-CNpaBOYHMK, B KOTOPOM MEPEYUCHSIOTCA BCE JeKCu4eckme
eQMHULbl MHOPMAaLMOHHO-MOUCKOBOIO fA3blka (4ECKPUNTOPbI) C UX CBA3AMU, a Takke
CMHOHMMWYECKME LEeCKPUNTOPbl U KIKYEBblE CrOBa M COBOCOYETAHUS €CTECTBEHHOro
A3bIKa.

Te3ucbl — KpaTKOe U3NOXEHME TEKCTa JOKYMEHTA UM BbICTYNNEHMUS.

Tenerpamma — 0606LleHHOE Ha3BaHWE pPasfnUYHbIX MO COOEPXKaHWIO AOKYMEHTOB,
nepegaHHbIX No Tenerpaqy.

Tenekc — Tenerpamma, nocriaHHas rno Tenetanny.

Tenetann — TenerpadHbIN annapart ¢ KnaBnaTtypon Tvuna nULyLLEA MaLLNHKMN.

TekcTOoBOM AOKYMEHT — [AOKYMEHT, COAepXaHue KOTOPOro U3NoXKeHO NocpencTBOM
nodoro Buaa nucbma.

TexHu4yeckaa AoKyMmeHTaums — obobLiatoLlee HazaBaHNe JOKYMEHTOB, OTpaXatoLwmx
pesynestaT CTPOUTENBbHOMO M TEXHOMOMMYECKOro MPOEKTUPOBaHUS, KOHCTPYMpPOBaHWUS,
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WHXXEHEPHbIX M3bICKaHWA M Opyrux paboT no CTPOUTENbCTBY 3OAaHUN N COOPYXEHUNA U
N3roTOBMEHNIO NPOMbILLIIEHHOrO NPON3BOACTBA.

TexHonorunyeckas AoOKyMeHTauuss — obobuwawoulee HasBaHWe [OOKYMEHTOB
(yepTexen, cneundukaLmn, KapT, UHCTPYKUUA N T.4.), NpegHa3Ha4YeHHbIX AN ONUcaHna u
0dPOPMIIEHUS TEXHONOMMYECKMX MPOLECCOB.

TunoBble AOOKYMeHTbl (TeKCTbl-aHanorn) — 1) [OOKYMeHTbl, OoTpaxawuime
OOHOPOAHbIE BOMPOCHI M COCTaBNsAeMble NO OAMHAKOBbIM obpasuam; 2) HopMaTUBHbIE U
pacnopsaauTernbHble JOKYMEHThI, onpeaensiowme nopsaok pabotel yupexaerHun (T. ycras,
T. cTpykTypa) unu otaeneHbix ee ctopoH (T. goroeop) un gasnswowmnecs obpasuyamu ans
COCTaBJIEHUS YYPEXOEHUSMU OOHOUMEHHbIX [OKYMEHTOB C Y4YeTOM crneundukn unx
AeATenbHOCTHU.

TpachapeTHbIn OOKYMEHT — [OOKYMEHT, MMEWLWNA 3apaHee oTnevyaTaHHbIn
CTaHOAPTHbIN TEKCT (YacTb TEKCTA) U AOMNOSHSOLLEE ero KOHKPETHOE CoaepKaHume.

YkasaHue — 1) NpaBOBOWN akT, n3gaBaeMbll OpPraHOM rocygapCTBEHHOrO yrnpaBfeHus
npenMyLecTBEHHO MO BONpocam MHPOPMaLMOHHO-METOANYECKOrO XapaKkTepa, a Takke no
BOMpOCaM, CBf3aHHbIM C OpraHusauuen WUCNOSIHEHUS MNPUKA30B, WUHCTPYKUUK U OpYyrnx
aKTOB JaHHOro OpraHa 1 BbIWECTOSALMNX OPraHOB ynpaBneHns; 2) JOKYMEHT, coaepXalluun
TpeboBaHNA N HeobxoaMMble pasbACHEHUSA MO OTAENbHBIM BOMPOCaM MPOEKTUPOBAHUS U
CTPOUTENbLCTBA.

Ykaszatenb — CUCTeMaTU3MPOBAHHOE MNepeynucneHMe HauMeHOBaHU, UMEH,
npegMeToB CO CrpPaBoYHbIMU JaHHBIMU O HUX.

YHudmuupoBaHHasa cuctema aokymeHTauum (YC[I) — cuctema AOKyMeEHTauum,
yCTaHaBnuMBawlwlas eauvHbli  KOMMMEeKC BWOOB  OOKYMEHTOB ANnA  CTaHOapTHbIX
ynpaBneH4Yeckux cuTyauun, cofepxalwiass npaBura CcocTaBrneHnd u 0oopMIIeHns
AOKYMEHTOB, 06pasubl 1 TpadapeTHbIe TEKCTbl JOKYMEHTOB.

YcTaB — NpaBoOBOW aKT, onpeaensiowunmn npasa, yHKUUKN, CTPYKTYPY OpraHu3aumm B
cchepe rocynapCTBEHHOM, KOMMEPYECKON U 0BLECTBEHHOWN OEATENBHOCTM.

dakcumune — 1) BocnpousBedeHVe TeXHUYEeCKUMU CcpeacTBaMu  TOYHOrO
n3obpaxeHnsa noanmcu, TekcTa, CAeNaHHOro OT PyKW, KOMUS AOKYMEHTOB, Nofyvaemblx rno
dakcy; 2) knvwe, nevyaTtka, NO3BOMfKOWAA  MHOMOKpaTHO  BOCMPOU3BOAUTb
CcOBCTBEHHOPYYHYIO NOANUCH HA 4ENOBOM JOKYMEHTE.

dusnyeckoe nULO — T[PaXdaHWH, HABMAAWUACA YYACTHUKOM  IPaKaaHCKUX
NPaBOOTHOLLEHMI (HOCUTENEM rpaXaaHCKUX npas 1 obsi3aHHOCTEN).

dopmupoBaHMe Aena — rpynnuMpoBaHMe MCMNOSHEHHbIX OOKYMEHTOB B [[en0 B
COOTBETCTBUN C HOMEHKIATYpOMn Aen 1 cucTteMaTmsaums JOKYMEHTOB BHYTpUY Aena.

dopmynsp A[OKyMeHTa — COBOKYMHOCTb pPacnOfOXeHHbIX B YCTaHOBIIEHHOM
nocrnegoBaTeNbHOCTU  PEKBU3UTOB  [AOKYMeHTa (aBTop, agpec, [garta, 3arofioBoK,
cogepxaHve v T.n.).

LupkynsapHoe NnUCbMO — NUCbMO, HanpaeBrneHHoe U3 OQHOIO NCTOYHUKA B HECKOMBKO
a[lpecoB.

LraTtHoe pacnucaHue — yHUPUUNPOBAHHbLIA OOKYMEHT, COAEPXKALLMA CBEAEHUS O
CTPYKTYPHbIX nogpasgeneHusax, AOMKHOCTAX paboTHMKOB, KONUYECTBE LUTATHbIX eAuHUL,
AOIMKHOCTHbIX OKnagax, Hagbaskax n Mecsa4yHoM poHae 3apaboTHOM NnaTthl NPeanpUATUA.

JKecneanMuma — CTPYKTYpHOe noApasferneHne opraHuvsauuu, ocyllecTBhnsouee
npuvem 1 oTNpaBKy KOPPECNOHOEHUUN.

JKcnepTM3a LEHHOCTU AOKYMEHTOB — OTOOp [AOKYMEHTOB Ha rocyaapCTBEHHOE
XpaHeHWEe NN yCTaHOBIIEHNE CPOKOB MX XPaHEHUS HA OCHOBE MPUHATLIX KpUTEPUEB.

AkcnepTtHaa komuccua (OK) — komuccusa, coctosiwasi U3 KeanupuuMpoBaHHbIX
paboOTHUKOB, CO34aHHAA [Ans NPOBEOEHUA eXerogHoro oTbopa [AOKYMEHTOB [Anis
AanbHeNLLEero XpaHeHNs 1 BblAeNeHNs K YHUUTOXEHUIO.

ONEeKTPOHHbIA AOKYMEHT — JOKYMEHT, B KOTOPOM WMHGOpMauna npeacraBneHa B
9NEKTPOHHOM dopMe, C pekBuM3MTamu, HeobxoauMMbIMM  ANA  MPU3HaAHUA  ero
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OEeNCTBUTENbHLIM (HAMMEHOBaHWE oOpraHu3aumn, pata, perncTpaunmoHHbIn HOMep,
AOIDKHOCTb M (pamunna nvua, NOANUCaBLUEro [OOKYMEHT, 3rieKTpoHHas uudposas
noanuce).

ANeKTpoHHasAa perucTpaunoHHas kKaptouyka (IDPK) — 3nekTpoHHbIM aHanor
TPaguUMOHHON  PEerncTpauuoOHHO-KOHTPOSIbHOW  KapTO4kW, coAepXawunh  OCHOBHbIE
cBedeHMst O OOKYMeHTe u paboTe C HUM W XpaHAawuncs B efuHonm 6ase AaHHbIX
npeanpusTus.

IOpuanyeckoe nuUO — yypexaeHwe, npegnpuaTve unM  opraHuMsauus,
BbICTynarwwlee B KayeCTBe CaMOCTOATENbHOINO HOCUTENS rpaXOaHCKUX npaB U
06a3aHHOCTEN.

lOpuanyeckass cuna p[OOKYMeHTa — CBOWCTBO OdUUMANbHOrO OOKYMEHTa,
coobLiaemoe eMy LEWCTBYIOLMM 3aKOHOAATENbCTBOM, KOMMNETEHUMEN W3OaBLUEro ero
opraHa 1 yCTaHOBSEHHbIM MOPSAKOM OPOPMIIEHUS.

A3bikoBas dopmyna (OOKyMeHTa) — CroBO, CIIOBOCOYETaAHWE, NPeasioXeHne Wnm
cBepxgpas3oBoe eguHCTBO, OpraHM3yoLllee OCHOBHOW TEKCT (OOKYMEHTA) U 3akpensieHHoe
32 KOHKPEeTHbIM BUOOM [AOKYMeHTa. HA3bIKOBOM (POPMYNON rapaHTUMHOIO MUCbMa CHYXUT
KOHCTpyKumna: «Onnata rapaHtupyetrcd. Haw pacyeTHbin cyeT Neo... B... OTAeneHum...
GaHka»; conpoBoguTENbHOro — «Hanpaensto...», «Bbicbinatw...» 1 T.4.
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NMPUNOXEHUE 1
ABTOBUOIPA®UA

A, CepreeBa EkatepnHa AHaTonbeBHa, poaunack 25 masa 1984 roga B r. Yexose
MockoBckomn obnacTu.

B 1991 rogy Obina 3audncrieHa B 1-bli knacc cpegHen obuieobpasoBaTenbHON
wkonbl Ne123 r. Mocksbl. B 2001 rogy okoH4Mna 3Ty LWKony ¢ cepebpsiHon mepansto. B
3TOM >Xe rogy noctynuna B MOCKOBCKUA rOCy4apCTBEHHbIN 0ONacTHOM yHMBEpPCUTET Ha
3KOHOMUYECKu dpakynbTeT, cneumanbHOCTb — «MeHemkmMeHT opranunsauum». B 2006 rogy
OKOH4YMIIa YHUBEPCUTET U NOoNy4yuna guniom cneumanucra.

Mocne okoH4YaHus yHuBepcuteta pabotana onepatopom B OAO «BbimnenKom». C
asrycta 2007 roga pabotato meHemxkepom no npogaxam B OO0 «[Quanors.

CemenHoe NONoXeHne — He 3aMyXeM.

Orteu, Cepree [eHnc Bnagummposud, poguncsa 19 uoHa 1960 roga B r. Mockse.
PaboTtaeTt rnmaBHbiM nHxeHepoMm B 3AO «CneudHeprollpoekT» B r. Mockse. MpoxunBaeT
no agpecy: r. Mocksa, yn. lNywknHa, 238, k8. 123.

MaTtb, CepreeBa Mapusa BacunbeBHa, poamnack 22 ceHTabpa 1963 roga B r. Yexose
MockoBckon obnactu. Pabortaetr ©Oyxrantepom-akoHomuctom B OOO «Odmc [lpuHT
Cepsuc» B 1. Mockse. lNpoxunBaeT no agpecy: r. Mocksa, yn. lNywkuHa, 238, kB.123.

Bpat, Ceprees MeaH [deHncosu4, poaunca 29 oktabpsa 1987 roga B r. Mockse. Ha
AaHHbIA MOMeHT oby4aeTcea Ha 3-em Kypce MOCKOBCKOro rocyaapCTBEHHOro o6nacTtHoro
yHuBepcuteTa. [NpoxusaeT no agpecy: r. Mocksa, yn. lNywknHa, 238, kB.123.

Hu 9, HM mom Onwxkamwme poaCTBEHHWKM nNog CyaOM WnM  CneacTBUMEM  He
Haxogunuck. 3a npegenamu CHIT poaCTBEHHMKOB HET.

24 dpespana 2012 . E.A. CepreeBa
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NMPUNOXEHUE 2

Yrnosow wtamn npeanpusaTus

« » 20 r.
OOBEPEHHOCTb
HacTtoswen JoBePEHHOCTBIO B nuue
(HanmeHoBaHMe yupexaeHus,
npeanpusaTus)

anpektopa (yypexaeHus, npeanpusitusl) AoBepsieT OPUCKOHCYMbTY
npeacTaBnAaTb WHTEpPEChbl NPeanpuaTUss BO BCEX FOCYOAPCTBEHHbIX YYPEXAEHUAX W
opraHusaumsx, coBepwaTb BCe Heobxoaumble AENCTBUA B MHTepecax npeanpusatus
(y4ypexaeHunsa, opraHmsaumm), NpeacTaBUTeENbCTBOBATbL BO BCEX CyAEOHbIX YUPEXAEHUSX U
Apbutpaxe co BcemMu npaBamu, Kakue NpeaocTaBrieHbl 3aKOHOM MCTLY, OTBETYUKY,
TPEeTbeEMY MLy, B TOM YUCE C NPABOM OKOHYaHUS Aena MUPOM, NMPU3HAHUA UK OTKasa
MOMHOCTbI0O UM YaCTUYHO OT WCKOBbIX TpebOoBaHUW, U3MEHEeHMs npegMeTa MCKa,
oGXxanoBaHusa pelleHnn cygebHblX OpraHoB 1 opraHoB ApGuTpaxa.

[loBepeHHOCTb AeNCTBUTENbHA TpW roaa.

PykoBoantens npeanpuaTtus (opraHusaumm, ydpexxaeHns) Mognuce
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NMPUNOXEHUE 3

"eHepanbHOMY OMpeKTOpY
kKomnaHum «Pora u konbiTa»
Cwnpoposy B.A.

OT MeHe[Xxepa

oTAena nocrtaBok

MeaHosa O.B.

3AABIIEHUNE

Mpowy Bac npepoctaButb MHe oOTnyck 6Ge3 coxpaHeHust 3apaboTHOM nnaTtbl Ha 7
KaneHgapHbix gHA ¢ 3 no 10 nona 2013 ropa.

25.06.2013 (Mognuce)
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NMPUNOXEHUE 4

OupekTopy
OAOQO «3HameHune»
MN.I. BeHtunb
OBBbACHUTEINBbHAA 3ATNMNCKA

07.10.2013 Ne 18
06 onosgaHum Ha paboTy

07.10.2013 a onosgana Ha paboTy Ha 2 Yaca no NpUYMHe TPaHCMNOPTHOW aBapum.
BblgaHHyt0 TpaHCNOPTHLIM NpeanpuaTneM crnpasKy npurarato.

MeHnepxep K.FO. XunaHeu
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NMPUNOXXEHUE 5
PACINCKA
A, NebeneB MBaH Butanbesuny, npoxusatowmim no agpecy: r. Mockea, yn. Teepckas, 345,
kB.87, nacnopt cepun 7505 Ne 552179, BbigaH 13 o/m r. Mocksbl 23.05.2013 r., nony4un
ot PagmnoHoBa Urops Bacunbesuya, npoxusatowero no agpecy: r. Mocksa, yn. 'opbkoro,
22, kB. 123, 25 000 (gBaguaTb nNATb TbicA4y) pybnen. Cymma 3avima [OSmkHa ObiTb
BO3BpallleHa B Te4YeHe 0QHOro Mecsila ¢ Aatbl COCTaBreHNA pacrmcKu.

25.02.2013 Mopgnuchk .B. Ilebenes
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NMPUNOXEHUE 6

YTBEpXOeH
O6wum cobpaHnem yupeauTenen

MpoTokon Ne
OT «__» 201 .

YCTAB
Accouunaunmn
« »
r.
1. OBWWME MNOJTOXEHUA
1.1. Accounauma « », panee uvMeHyemas
«Accoumaumns», ABNsieTCs HEKOMMeEpPYECKOMN opraHusaumen, yupexgeHHom

opuandeckKumMmM  nuuamMn  Ons  COAeUCTBUS  ee  uYneHam B OOCTUMXKEHUW Luenewn,
npesyCMOTPEHHbIX HACTOALMM Y CTaBOM.

1.2. Accoumaumsa oCyLLEeCTBISIET CBOK AeATeNlbHOCTb B COOTBETCTBUM C  KoHCTUTyUmen
Poccuinckon  ®epepaumn, [paxgaHckum  kogekcom Poccumnckon depepauum,
®epepanbHbiM 3akoHOM Poccuiickon ®epepaumm «O HEKOMMEPYECKMX — OpraHM3aumsax»
Ne 7-®3 o1 12.01.96 r., HacToAWMM YCTaBOM.

1.3. TllonHoe HasBaHme Accoumaumm Ha pPYCCKOM asblke — «Accoumauuns
». CoOKpalleHHOe Ha3BaHWe Ha pPYCCKOM £3blke —

Accounaums « ».
1.4. MecToHaxoXaeHue: .
1.5. Accoumauma npuobpeTaeT npaBa OPUANYECKONO nuua C MOMEHTa ee

rocyqapCTBEHHON perncTpaumm.

Accoumnauna obnagaet 060cobnNeHHbIM NMYLLLECTBOM, MMEET CaMOCTOSTENbHbIN BanaHc,
npaBo OTKPbIBaTb CYeTa, B TOM YMCMe BaniOTHbIM B BaHkax n ux otaeneHusax. Wmeer
Kpyrnyto ne4vatb, wTamn, ©OnaHKk CO CBOMM HaMMEHOBaAHMEM W Opyrne cpeacTtsa
BU3yaribHON naeHTUdMKauum.

1.6. Accoumaumsi OT CBOEro WMEHW, ANs OOCTUXKEHUS CBOMX LENerm MMeeT npasBo
3akno4aTtb AO0roBOpbl, a Takke npuobpeTtaTb MMYLLECTBEHHbIE U MHbIE NpaBa, N HECTU
0653aHHOCTU, ObITb UCTLOM N OTBETYMKOM B Cyaax.

1.7. Accoumauus Bnpase cosgaBaTb Ha TeppuTopumn Poccuiickon Pegepaumm, ctpad CHI
N Opyrmx rocygapCTB OOYepHMEe opraHusauuun, dunmansl M NpeacrtaBUTENbLCTBA, ObiTb
Yupeantenem (YneHom) XO3AMCTBEHHbIX TOBapuWECTB UM oOOWecTB, B TOM 4uUcne
npeanpusaTMi C MHOCTPAHHbIMU MHBECTULMAMM, BCTYNaTb B accoumaumm 1 COK3bl.

1.8. B Accoumaumm MOryT cosgaBaTbCA CTPYKTYPHble noapasfefieHns no BaXXHEeWWwum
HanpaBrieHNsIM OEATENBHOCTM.

1.9. dunmnanbl n npencraBUTENbLCTBA HE ABNANOTCA topugndeckummn nuuamun. OHu
HaQensawTCcs UMyWecTBOM 3a cyeT Accouvaummn, MMerT cobcTBeHHble GanaHchl,
BXOASLLME B KOHCONMANPOBAHHbIN GanaHc.

1.9.1. dunuansel n NpeacTaBUTENLCTBA AENCTBYHOT HA OCHOBaHMM yTBEpXXaaemoro O6Lwmm
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cobpannem  Accounauum  [lonoxewns o  unuane WM NpPeacTaBUTENLCTBE,
3akoHogaTenbcTBa PO 1 cTpaHbl MecTa HaxoxgeHus dounvana unm npeacraButTensCcTea.
1.10. BmewaTenbcTtBO B AeATenbHOCTb Accouunaumm rocygapCTBEHHbIX, 00 EeCTBEHHbIX
UM NHBIX OpPraHoB, KpOMeE crneuunarnbHO Ha TO  YMNONHOMOYEHHbIX 3aKOHOOAaTerNbCTBOM
OpraHoB, He JonycKaeTcs.

1.11. Accoumaumsi HeceT OTBETCTBEHHOCTb MO CBOUM 00sA3aTenbCTBaM BCEM CBOUM
NMYLLIECTBOM. NmyuiecTso, nepegaHHoe Accouvaumm ee UYneHamu, aBnseTcH
cobcTBeHHOCTbO Accoumaumn. YneHbl Accounauum He COXpaHsAT NpaB Ha MMYLLECTBO,
nepegaHHoe nMn B COGCTBEHHOCTb Accoumaumm.

1.12. YneHbl He oTBe4aloT No obsizatenscTBam Accoumaumm, a Accoumaumns He oTBeyaeT
no obasarenscresam YneHoB Accoumnaumm.

1.13. YneHbl Accoumaumm HecyT cybcnanapHyo OTBETCTBEHHOCTb MO ee 0b6s3aTenbLCcTBam
B pasmMepe WM nopsake, npeaycMOTPeHHbIM yYpeauTerbHbIM JOrOBOPOM.

2. YYHPEOAUTENN

2.1. Yupegntenamu siBfg0TCA OpManNYECcKue nuua:

— AKuMOHepHoe 0OWecTBO  3aKpbITOrO  TuUnNa  « »,

3aperucTpmpoBaHHoOe peLleHnem

oT «__» 201_roga, cBUMOETENLCTBO O peructpaumm N2, MecTto HaxoXaeHus:

— OTKpbITOE  aKuMoHepHoe  OOWecTBO  « »,

3aperucTpmupoBaHHoOe peLleHnem

oT «__» 201_ roga, cBuaetenbCTBO O pernctpaumm Ne_ , MecTo HaxoXOeHUs:

— 3akpblToe  aKkuMmoHepHoe  obwecTBo  « »,

3aperucTpmpoBaHHoOe peLleHnem

OT «__» 201_roga, cBUMOETENBLCTBO O perucTpaumm N2, MecTto HaxoXaeHus:

— CoBmecTHOe npegnpuatne  « »  TOBapuLLEeCcTBO C

orpaHn4yeHHou OTBETCTBEHHOCTbIO, 3aperucTpmpoBaHHoe peLleHnem
OoT «__» 201_ ropa, cBMAOETENbCTBO O perncrpayum

Ne | MeCcTo HaxoXaeHus:

3. UENU N SAOAYN

3.1. Accoumauma CcTaBuT CBOEW Lernbio nponaraHgy romeonaTM4eckoro Metoaa feyeHns
cpean HacenexHna P®, dopmupoBaHMe UMBUIIM30BAHHOIO pPblHKA romMeonaTuyeckunx
nekapcts u ycnyr B P®.

3.2. 3apaun Accoumaumm:

3.2.1. Copencrteue rocygapCTBEHHbIM N  WHbIM CTPYKTypaMm MO CO34aHuo
obuiepoccunckon nporpaMmmbl MO Pas3BUTUIO roMeonatum W peanusauun  OaHHOW
nporpaMmmel.

3.2.2. ObGecneyeHne MOCTOAHHOW CBA3NM UPM — ydpeauTernem co chneumanucTamu,
NCNonb3yLWUMN METOA rOMeonaTun.

3.2.3. O6obuieHne onbiTa OTAEMbHbLIX OpraHu3auMi no BoOMpocaM MPOU3BOACTBA U
peanu3auun roMeonaTtu4yecknx CpPeacTB, a TaKkke nNpPoBeAEHUS MAapPKETUHIOBbIX
nccnegoBaHun.

3.2.4. OcyuwlecTBrneHne COBMECTHON M3OATENbCKOW UMM HAYYHON AEATENbHOCTM.

3.2.5. OkasaHMe KOHCanTUMHIOBbIX YCINyr hupMam — Npon3BOAMTENAM  rOMeonaTU4eCKnx
NeKapcTB Ha POCCUNCKOM PbIHKE.
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3.2.6. KoopavHauusa npaktnydeckon gesaTenbHOCTU (oMpM — Npou3BoguTenen.
4. YJIEHCTBO

4.1. YneHamu Accounaunn moryT BbiTb topuandeckme nuua.

4.2. YUneHamn Accoumauuu €BRAOTCA Yypeautenu, a Takke BCTYNMBLUME HOBble
lopuanyeckne nuua, BHeCcWMe BCTYNUTENbHbIA TOAOBOM B3HOC W BbIMOMHAKOLWMNE
NoJIoXKeHNA HacTosLLero Ycrasa.

42.1. UYneHbl  Accouuaumm  COXPaHAKT  OPUOMYMECKYID UM 3KOHOMWYECKYHO
CaMOCTOATESIbHOCTb.

5. MPABA N OBA3AHHOCTW YJIEHOB

5.1. YneHbl Accoumaunm NMMeoT Npaeo:

5.1.1. YyactBoBaTb B yrnpasfeHnn genamm Accoumauum.

5.1.2. lNMonyyaTb nHopMauuio o geatensHocTn Accounaumum, ee NnaHax U1 nporpaMmmax.
5.1.3. BanpawmBaTtb y OpraHoB ynpasneHus Accounauum MHpopmauuio 0 COCTOSHUU
BbINONHeHus peweHnn Obwero cobpaHua Accoumauum u CBOUX  NPEeasIOKEHUN.

5.1.4. BHOCUTb NpeanoXxeHns B NoBeCTKy AHA Ha O6bwux cobpaHmsx uneHos Accounaunm.
5.1.5. O6pawartbca B pykoBoaswme opraHbl Accoumaumm no nobbiM  BonNpocam,
CBSI3aHHbLIM C €€ OeATENbHOCTbLIO.

5.1.6. lMonyyaTb oT Accoumaummn KOHCYSbTaTUBHYK, METOAUYECKYHD, HPUOMNYECKYIO U
WNHYIO MOMOLLb.

5.1.7. MNMonb3oBaTbCA NPUOPUTETHLIM MNPaBOM ObGCAYXMBaAHUA MHMOPMaUNOHHOW 6a3omn
Accouuvaunn, nponssoanMbiMmn Accounaumen Npoaykumen u ycriyramu, nepsoodepeaHbiM
npaBoM y4acTunsa B NpoBoAnMbIX Accouuaunen MeponpusaTUaX.

5.1.8. lNonb3oBatbCa cKkMAkamu, nbroTaMmm MU ycnyramu, onpeneneHHbiMu Ons 4neHoB
Accoumaunn O6wmnm cobpaHmem.

5.1.9. lNonb3oBaTbCsA Ha [OOroBOPHbIX Hayanax ycnyramu cosgaBaeMblX B pamMkax
Accounaummn npeanpusaTMm n opraHn3aunin.

5.1.10. MNepenaBaTb NMyLLECTBO B CO6CTBEHHOCTL Accounaumn.

5.1.11. lMNMony4aTtb B cryyae nukengauum Accoumarumm 4acTb €e UMyLLLeCTBa, OCTaBLLErocH
nocrie pacyeToB C KpeanuTopamm, B pasMepe CBOEro MMYLLECTBEHHOrO B3HOCA.

5.2. YneHbl Accoumnauum obsizaHbl;

5.2.1. Cobntogatb NonoxeHus Ycrasa n pernaMmeHToB.

5.2.2. NpuvHnMaTh yyacTue B gesaTtenbHOCTM Accounaunn.

5.2.3. CBOEBPEMEHHO BHOCUTb Nepuogudeckme (exerogHble) U LeneBble B3HOCHI,
pa3mep KoTopbix onpeaensetca O6wmm cobpaHnem YneHoB.

5.2.4. MNpepocTaBnaTb MHopMauno, HeobxoanMy Ansi peLleHns BONPOCOB, CBA3AHHbIX
C ee JeATenNbHOCTbIO.

5.3. Ywepb, npumumHeHHbIn Accoumaumen no BUHE €ro YneHoB, BO3MELLAEeTCss MU B
nosiHom obbeme no peweHuto obuiero cobpanms Accoumauun. Cymmbl, nognexawine K
BHECEHMIO B KA4ECTBE BO3MELLEHUS MPUYMHEHHOIO MMM yuiepba, BHOCATCS Ha pacYETHbIN
cyeT He nosgHee 10 gHeN Co OHA NPUHATUA PELLEHUS.

5.4. YneHn Accouuauun, cuctemMaTuveckm He BbIMONHAKLWMA WNU  HeHaanexawmm
obpa3omM  BbIMNONHAKLWMIA CBOM 0O0SA3aHHOCTU, NMUMOO HaPYLUMBLUMIA MNPUHATLIE Ha cebs
obsasarenbctBa nepea Accouunaumen, a Takke NPensaTCTBYHOLWNA CBOUMU AENCTBMEM UMK
Ge3pencrtemem HopmarnbHon paboTte Accoumaumm, MOXET ObiTb WCKIHOYEH M3 HEero no
peweHunto Obwero cobpaHus.
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6. NOPAOOK NMPUEMA U BbIXOOA YINEHOB

6.1. Accoumnaums oTKpbITa ANA BCTYMNEHUA HOBbIX YIIEHOB.

6.2. YUneHamun Accoumaumm MoryT ObiTb nobble opugnyeckne nuua, nNpusHaslINe ee
YcTtaB U CnocoBGHOCTM BHECTU BKMaA B peanusauuio Lenen n 3agad, CToAwmMx nepea
Accouuaupen.

6.3. lNpuem HoBoro uneHa Accouuauuen ocywectengetcs O6wmm cobpaHuem 4YneHoB
Accouyaumm Ha OCHOBaHUM nogaHHOro UM 3adBneHus Ha wumsa [lpencepartens
Accoumaumn, KOTOpbIN NpeAacTaBndeT 3asiBUTeNns Ha Onwxkanwem co AHA nogaydn
3aasneHunsa Obuwem cobpaHum YNeHoB.

6.4. 3asButenb o0643aH B TedyeHne 10-gHENM CO OHA MNPUHATUS peleHns obLum
cobpaHnem Accoumaumm O npueme B uYneHbl Accounauuun, BHECTUM BCTYNUTENbHbIN U
€XeroaHbl B3HOCHI.

6.5. KaHgmpaTt cuuTaeTca NpUHATBIM B YUCIIO YneHoB Accouuaumm nocrie BHeCeHUs
BCTYMUTENbHOIO U €XerogHoro B3HOCOB.

6.6. MNpaBa uneHa Accounauumn He MoryT ObITb NepefaHbl TPETbMM NnLaM.

6.7. Bbixog ureHa n3 coctasa Accoumauunmn ocyLecTBngeTcs nytTemM nogadym nMCbMEHHOro
3asBrneHunsa. He nosgHee Tpex MecsUeB Nocre rnogadv YreHoMm 3asiBfeHus O BbiXode U3
coctaBa Accoumaummn, Accoumaums obsizaHa:

6.7.1. Onpegenntb CpoOKM BO3BpaTa UMyLLECTBa, MNepeaaHHOro AaHHbIM YfeHOM B
onepaTtvBHOE Nonb3oBaHe Accoumaumn.

6.7.2. OnpegenuTb pasmep U CPOKM BO3BpaTa YNIEHOM UMYyLLECTBa, NPUODPETEHHOIO UM
3a cyet cpeacTs Accoumaumn.

6.7.3. [lpousBectTn (pUHAHCOBO-KpeaUTHble pacdeTbl C BblObIBAOWMM YNEHOM MO
Aorosopam, 3akroveHHbIX ¢ Accoumaumnen.

6.7.4. OnpegenuTb NOPSAOK BbINOSIHEHUS YNEHOM MPUHATBIX Ha ceba paHee
00653aTEeNbCTB MO OTHOLUEHMIO K APYrMM YneHam n Accouunaumm B LESTOM.

6.7.5. PelunTb UHbIE BOMPOCHI, CBA3aHHbIE C BbIXOAOM 4YrieHa 13 Accounaumu.

6.7.6. locne peleHMa nepedYncrieHHbIX Bbille BOMNPOCOB, Ha OGnuxavwem OO6wem
cobpaHuM 4UneHOB YyTBEPXOAeTCA pelleHMe O BbiBEAEeHUMM U3 coctaBa Accoumaumm
3asBuTens.

6.8. BctynutenbHble M nepuoauMyeckMe B3HOCblI  YNEHOB BO3BpaTy He noanexar.
LleneBble B3HOCbI BO3BpaLlalOTCA B TOM YacTu, KOTopas He Gbina mM3pacxogoBaHa Ha
BbIMOSIHEHME LIeNeBOWn NporpaMmmebl.

6.9. B Accoumnaummn [loyeTHOe 4YNEHCTBO ANs npeacTtaBUTeNen 3akoHoAaTeNlbHOW W
WCMONHUTENbHOMW BNAcTW, rOCYAAPCTBEHHbIX YYpexaeHun, npeacraBuTenen CcpeacTs
MaccoBOM WHoOpMaUUn MU OPYrnX POCCUMACKUX U 3apybeXHbIX OpraHvM3auun, BHECLUUX
Gonbwion BKNag B pasBuTuM  gestenbHoctn  Accouumaumn. [loyeTHble  YneHbl
0ocBOBOXOalTCA OT yNnaTbl BCTYNUTENbHbLIX U YNEHCKUX B3HOCOB.

7. NOPAQOK YTIPABJTIEHNA

7.1.Bbiclunm opraHom ynpaenenust Accounauum sensetca Obuwee cobpaHne  YneHoB
(nx npeactaBuTenen). Hopma npeactaBUTENbCTBA OT Kaagoro Ydpeautena — OAOWH
npeacTaBuTeNb C NPaBoOM OAHOrO rosoca.

7.1.1. O6wee cobpaHne wnsbupaet Npeacegarens CPOKOM Ha OLMH KBapTar.

7.1.2. K ucknoumtenbHom komneteHumm Obuiero cobpaHms Accounaumm OTHOCUTCA:

a) BHeceHWe nameHeHun n gononHeHnn B Ycrtas Accoumaunu;

6) OnpegeneHve  NPUOPUTETHBLIX  HaNpaBleHWA  OEeATEeNbHOCTW,  NPUHLMMNOB
POPMMPOBAHUSA N NCNOSTb30BaHUS €ro UMYLLECTBa;

B) Bbibopsbl MNMpencenatena Accoupanmm n 4OCPOYHOE NpeKpaLLeHme ero  nosIHOMOYNIA,
r) YTBepxaeHue roqoBoro ot4yeTa u rogqoBoro dyxrantepckoro 6anaHca;
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n) YTBepxaeHne (OMHaAHCOBOro nraHa WU BHECEHWE B HEr0 U3MEHEHWA Ha  OCHOBaHUU
nogasaemsblix [pencenarenem npoeKkTos,;

e) CosgaHve hunuanoB 1 OTKPbITUE NPeaCcTaBUTENLCTB;

X) YyacTtue B Apyrmx HEKOMMEPYECKMX OpraHn3aumnsax n XO3sIMCTBEHHbIX  obLlecTBax;

3) lNpuHATME pelleHns 0 peopraHnsauum nnbo NMKeMaauum,;

n) YTBepxxaeHue nukBngaumoHHoro 6anaHca.

7.2. Obwee cobpaHmne uneHoB Accoumauum NPaBOMOYHO, ECIN HA OKa3aHHOM CobpaHuu
npucyTcTByeT Bonee NosioBUHbI ero YneHoB. PeweHns Obwero cobpaHua Accoumaumm um
3acefaHui (BCTpeY) YNeHOB MpUHUMAKOTCA Mo NpuHumMny: 1 uneH — 1 ronoc npocTbiM
BGONbLNHCTBOM rOSIOCOB, NPUCYTCTBYIOLLMX Ha COBpaHuu.

PeweHuna Ob6uwiero cobpaHna no Bonpocam, NpeaycMOTpeHHbIM NyHKTamu a), 6), r), n),
3), W) HacTosWwen ctatbM YCTaBa NPUHUMAKOTCH KBaNMMUUMPOBaAHHbIM OOMbLIMHCTBOM
YIIEHOB.

7.3. OuepegHoe cobpaHmne uneHoB Accounaumm co3biBaeTca He pexe 1 pasa B KBapTan u
He nosgHee 2-X MecsueB MO OKOHYaHuM buHaHcoBoro roga. Obuwme cobpaHug,
OpraHn3yemble paHbLLe 3TOro CPoKa, ABMAKTCA BHEOYEPEOHbIMM.

7.4. BHeouepegHble OO6wue cobpaHus Accouunaumm  COo3biBalOTCA N0 Mepe
HeobxoaMMOCTK, @ Takke MO uHuuMaTtuMBe npeacegartens Accouvaumn, nboro um3
yneHoB Accounaunm — B Te4EHMe OLHOro Mecdua CO AHA yBeAOMMeHus npegcenatens
Accouvaumn. [JHeM yBeAOMNEHNSA CUYUTAETCH AEHb NONYyYEeHUsI MMCbMEHHOrO 3asiBNEHNs C
TpeboBaHnem o co3biBe BHeodepegHoro O6wero cobpaHus [Npeacepatenem (B ero
oTcyTCTBUM cekpeTapeM). C OTMETKOM Ha KOnuu 3asiBNeHust Aatbl NOMyYeHUs 1 NOANUCK
Mpeacepnatensa (cekpeTtaps).

7.5. VicnonHuutenbHbIM opraHom Accoumauum aensetcsa AMUHUCTpaUmA.

7.5.1. Bosrnaesnset AgMUHUCTpaunio — ICNonHUTENbHbIN ANPEKTOP.

7.5.2. K komneTeHuun NcnonHUTENbHOro AnpekTopa OTHOCUTCSH peLleHne BCeX BOMPOCOB,
KOTOpble HE COCTaBfAT WCKMYUTENbHYIO komneTeHumo Obuwero cobpaHus 4neHos
Accounaumn.

7.5.3. icnonHuTtenbHbI anpekTtop nsbunpaetca Obwmm cobpaHmem vyneHos Accoumaumn.
7.5.4. VcnonHutenbHbIN OUPEKTOp OocyllecTBndeT obuiee u onepaTtMBHOE ynpaBreHue
aeatenbHocTblo Accoumauuun, nogotyeteH OO6uiemy cobpaHuilo YNEHOB W OpraHu3yer
BbIMOSIHEHNE €ro peLeHun. ICNoNHNTENbHbIN OUPEKTOP HECET OTBETCTBEHHOCTbL Nepen
Accounaumen 3a pesynbTaTbl U 3aKOHHOCTb LEATESTbHOCTM.

7.5.5. WcnonHutenbHbin aupektop 6e3 OOBEPEHHOCTU  OEUCTBYET OT NMEHU
Accouunaumn n npeacraBnsieT ee UHTEPECHI.

7.5.6. VicnonHuTenbHbI OUPEKTOP NOSb3yeTCA NPaBOM PACMOPSXKEHUA  UMYLLECTBOM U
AEHEeXHbIMU cpeacTBamMu,  3akrf4yaeT AOroBopbl, B TOM 4ucne TpyaoBble, BblaaeT
AOBEPEHHOCTN, OTKPbIBAeT B OaHKax pacyeTHbI M Opyrve cyeTa, u3gaeT npukasbl u
pacrnopsbkeHusl, 4aeT ykasaHus, obsa3aTtenbHble ANns UCNOMTHEHNA BCEMU  COTPYAHUKAMMU
Nno BOMpPOCaM, OTHOCALLUMMCS K €r0 KOMMNETEHLUMN.

7.5.7. B komneTeHuuto MIcnonHMUTENbHOro AMpekTopa BXOAWT:

a) MatepuanbHo-TexHu4eckoe obecnedeHne pestenbHocTu Accoumauum B npeaenax
COBCTBEHHbIX CPEACTB;

6) [llpuBneyeHve AOns OCYLECTBMEHUS YCTABHOWM AEATENbHOCTU OOMNONHUTESNbHbIX
NMCTOYHMKOB (PMHAHCOBbLIX N MaTepuarnbHbIX CPEACTB;

B) lNpeactaBneHmne O6wemy cobpaHumio 4yneHoB Accoumaumm  eXerogHoro oryeTta o
NOCTYNNEHMM N pacXxo4oBaHUM CPEACTB;

r) OpraHusdaumsi npoBefeHUss odepedHbiX U BHeodepeaHbix CobpaHun 4neHos
Accounauuu;

n) YTBepXOeHne CTPYKTypbl YhpaBreHna aOeaTenbHOCTbio Accouuaumn, WwTaTHOro
pacnmcaHus 1 A0SMKHOCTHbIX 00513aHHOCTEN;

e) PeweHne kagpoBblX M OpYrnMx BOMNPOCOB, HE OTHOCALUMECH K MWCKNHOYUTEITbHOM
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komneTeHunn Obuiero cobpaHusa yneHoB Accouunauunu.

7.5.8. VcnonHutenbHbl AWPEKTOp BrnpaBe No COOCTBEHHOW wWHMUMaTMBe cobpaTtb
BHeouyepegHoe 3acepaHne O6uwero cobpaHus YnNeHoB ANA MNPUHATUA pelleHust no
HEeOTMOXHOMY BOMPOCY.

7.5.9. NcnonHuTenbHbIN ANPEKTOP MMEET NpaBo nepedaBaTb CBOW MOIHOMOYUSA, MBO UX
YacTb CBOMM 3aMeCTUTESAM.

7.5.10. B cnyyae HeBO3MOXHOCTU WCMOMHEHUA WCnofHUTENbHbIM AUPEKTOPOM CBOMUX
06a3aHHOCTEN, ero PYHKUUN BPEMEHHO, A0 HA3HAYeHMsi HOBOrO AMpeKTopa, NepexoasT K
3amecTuTerno.

8. CTPYKTYPA ®MHAHCOBOW 1 XO3ANCTBEHHOW AEATENBHOCTU

8.1. MmyuwiectBo Accouunaumm co3gaeTcs 3a CYeT:

8.1.1. BcTynuTenbHbIX, NEepuoaunyecKknx (exerogHblX) YNEHCKUX W UerneBblX B3HOCOB
YEeHOB.

8.1.2. bnarotBopuTenbHbIX B3HOCOB

8.1.3. baHKOBCKMX KpeanToB.

8.1.4. CpencTts, nonyyaembiX OT BbIMOMHEHUSA JOrOBOPOB MO YCTaBHbIM LIEMSM.

8.1.4. loxonoB OT COOCTBEHHOW XO3MCTBEHHOWN AEATENbHOCTH.

8.1.5. [ipyrnx nCTo4YHMKOB, HE NPOTMBOpPEYaLLMX AENCTBYIOWEMY 3aKOHOA4ATENbLCTBY.

8.2. Accoumaumnsa B OCHOBHOM oMHaHcupyeTcsa yneHamu Accoumnaumn. [NepBoHavanbHbIn
€XeroAHbI YNEeHCKNA B3HOC OnfladynmBaeTCs KaXabIM KaHOuAAToM B YreHbl Accoumauuu
OLOHOBPEMEHHO CO BCTYNUTENbHbIM B3HOCOM. BTOopon u nocnegywowime exerogHole
YNEeHCKMEe B3HOCbl OMavMBalOTCA KaXAdbiM 4neHoMm Accouuauun B TeyYeHue MepBoro
KaneHgapHoOro Mecsiua cregyrouwero 3a OTY4eTHbIM (PMHAHCOBLIM FO0M.

8.2.1. BaHOCbl MOryT onnayumBaTbCa [[eHbramu, UeHHbIMK Bymaramu, Opyrumu
UMYLLLECTBEHHBIMU N HEUMYLLLECTBEHHBIMU NpaBamn NGO UHbIMX NpaBamMu, UMEKLLUMM
AEHEXHY0 oueHKy. CTOMMOCTb BHOCMMOIO MMYyLLECTBA OLEHUBAETCHA MO COrfiaCoBaHUIO
mexagy uneHom Accounauumn n O6wmm cobpaHvem B pybnax. YneHol Accoumaumm
yTpadunBarT MNpaBO PacropsXXeHUs UMYLLEeCcTBOM, nepenaHHbIM B Ka4eCTBe B3HOCA.
8.2.2. Pa3mepbl B3HOCOB, a Takke W3MEHEHUs, CBS3aHHble CO CPOKOM U opmMamu
BHECEHMSI BCTYNUTENBbHOrO B3HOCA, yCcTaHaBnueaTca Obwmm cobpaHnem Accoumaumn.
8.3. BctynuteneHble n exerogHble YneHCKue B3HOCbl WUCMOMb3YHTCH Ha codepXaHue
annapata YnpaBneHus, KOHCYNbTaUMOHHOM Cnyxbbl M obecneyeHne OeATENbHOCTMU,
npeaycMOTPEHHON HACTOSAWMM YCTaBOM.

8.4. LleneBble B3HOCHI NpefHa3Ha4yeHbl ANA (OUHAHCUPOBAHUS KOHKPETHbIX MepPOnpUATUN
n nporpamm. Cpok, pasmep, n bopma BHeceHus yctaHaBnueatca OOwmm cobpaHnem
Accounauumu.

8.5. Accouuaums mcnosnb3dyeT nepedaHHoe uMyllecTsa YneHa Accouvaumm n - apeHgyet
MMYLLIECTBO ANA OpraHv3aunm n ocyLecTBNeHNa yCTaBHOW OeATEeNbHOCTH.

8.6. Accoumaumm  npuHagnexut npaBo COOCTBEHHOCTM Ha [eHeXHble CpeacTBa,
MMYLLLECTBO U WHble 0OBEKTbI COBCTBEHHOCTU, NepedaHHble PUaNYECKUMU nuuamm B
dopme B3HOCa, Japa, NOXepTBOBaHUS WU MO 3aBeLLaHuio.

8.7. Accouvauna BnpaBe rnpuvBrekatb B nopsgke, yCTaHOBNEHHOM 3aKoHOLaTeNnbCTBOM
Poccuinckon ®depepaunn, OonosiHATENbHblE (PMHAHCOBbIE, B TOM yncne BantoTHbIE
pecypcbl 3a cyeT npefocTaBrieHUs NNaTHbIX AOMNOSTHUTENbHbLIX YCyr, a Takke 3a cyeT
[06POBOSBbHbLIX NOXEPTBOBAHUN U LiENEBbIX B3HOCOB HOPUAMYECKUX N (PU3NYECKUX N,
B TOM YUCIE U MHOCTPaHHBbIX.

8.8. Accounauna mMoxeT WMeTb B COBCTBEHHOCTM WM B OnNepaTMBHOM ynpasrieHuu
3[aHus, COOopyxeHusi, obopyaoBaHMe, MHBEHTapb, AEHEeXHble cpeacTtBa B pybnax u
WHOCTpPaHHOW BanwTe, LUeHHble Oymarn, WHOEe WMYLLEeCTBO, OCHOBHble (POHAbI U
00OpOTHbIE CpeAcTBa, CTOMMOCTb KOTOPbIX OTpaXaeTcs B cCamMoCTosTeNnbHOM 6GanaHce
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Accoumnaumn. Accoumaumns MOXeT MMETb B COOCTBEHHOCTW 1N 6eccpqu0M nos1ib3oBaHUA
3E€MerlbHble Y4aCTKMN U gpyroe He 3anpeleHHoe 3aKOHOM MMYLLIECTBO.

9. KOHTPOIJIb 3A AEATEJIbBHOCTbLIO

9.1. byxrantepckunm  y4yeT U CTaTUCTUYECKYl0O OT4YeTHOCTb B Accouuauuu Bepet
ayauTopckasa pypma no 3aknoveHHoMy ¢ Accoumaunen JoroBopy.

9.2. Accouvauma  npeacTtaBnseTr WHQOpPMALMIO O CBOEN [OeATeNnbHOCTM OpraHam
rocyfapCTBEHHON CTaTUCTUKM U HAroroBblM oOpraHam, 4neHam Accouuauun 1 MHbIM
nMuaMm B COOTBETCTBMM C 3akoHoAdaTenbCcTBOM P® 1 HacToAwmM YCTaBoMm.

9.3. ®dyHKUMN KOHTPONSA 3a [OeATernbHOCTb Accounaumm B YacTu (PUHAHCOB, a Takxke
nposegeHne peBn3nmn PUHaHCOBOM OEATENbHOCTU OCYLLECTBNSAET ayautopckas ompma.
9.3.1. PeBu3un omHaHCOBOW AeATernbHOCTM Accoumaumy ocyLecTBNAeTCs ayanTopCcKon
doMpMON He pexxe 0OQHOro pasa B roj.

9.3.2. PesynbTatbl NpoBeAEeHHbIX MNPOBEPOK ayauTOPCKOW (upMOn NpencTtaBnsoTCs
O6wemy cobpaHuto yneHoB Accounaumn. Ayantopckas pypma cocTaBnseT 3aknoveHme
no rogoBbiM OT4eTOM M OGanaHcam. bes3 3aknwoueHnsa aygutopckon dupmbl Obliee
cobpaHve He Brnpase yTBepxaaTb GanaHc. AyauTop CTaBWUT CBOK NOAMUCHL HA rO4OBOM
oTyeTe B MNOATBEPXOEHWE ero COOTBETCTBUA MMelLWencs WHpopMaumm O pearnibHOM
NoSIOXeHUn gen.

10. MOPAOOK PEOPIAHU3ALNN U NTMKBUOALINA

10.1. PeopraHusauus Accouuaumm OCyLLeCTBMSIETCA B nopsagke, npeayCMOTPEHHOM
AEeNCTBYOLWKUM 3akoHogaTenbcTtBoM Poccuinckon depnepauumu.

PeopraHunsaumss mMoxeT OblTb oOcywecTBrneHa B (PoOpMe CRUSHUA, NPUCOEeANHEHMS,
pasgeneHus, BolaenexHus u npeobpasoBaHusa. Accoumaunsa MoxeT npeobpasoBaTbCca B
doHO, aBTOHOMHYID HEKOMMEPYECKYID OpraHu3auuio, XO3SNCTBEHHOe OOLecTBO unu
TOBapPULLLECTBO.

10.2. NukeBngaumsa Accouunaumm npomsBoautcsa no pewenunto Obuwero cobpaHnsa 4neHoB
Accoumnaummn, cyaebHbix, MMbO NHbIX, YNOSTHOMOYEHHbIX HA TO OPraHoB.

10.3. PykoBoactBo Accounaumm unu opraH, MNPUHABLUMKA pPeLleHne O JiMKBMAaaumm
HasHayaeT noO COrfacoBaHUKD C OpraHoM, OCYLUECTBIAKWUM OCygapCTBEHHYHO
perncTpauunio, JMKBUOAUMOHHYIO KOMUCCUIO W yCTaHaBnMBaeT MnopsaoK M CPOKM
NMKBUOALMN.

10.4. C MOMeHTa Ha3Ha4YeHUs NUKBUAALMOHHON KOMUCCUM K HEW NepexoaaT MOHOMOYUS
no ynpasreHuo genamu.

10.5. JlukBMgauuoHHast KOMMCCUSI MNOMELLAET B OpraHax nedatnm nybnukaumio o
nuksmgaumm Accoumaumum, nopsigke u cpoke 3assrieHns TpeboBaHui ee KpeguTopamu.
10.6. Tlo oOKOHYaHWM cpoka AOna npeobsBneHMss TpeboBaHUK  KpeguTopammu
NUKBMOALUMOHHAs KOMMUCCUSA COCTaBrisieT  NPOMEXYTOYHbIA NUKBMAAUMOHHBIM GanaHc.
JInkBnaaumoHHbIM NPOMEXYTOYHbIM GanaHc yTBepxaaetca O6wum cobpaHMeMm 4reHoB
Accoumaumm nnu opraHoMm, NPUHSABLLMM peELLUEHNE O ero NIMKBUAaunmn.

10.7. locne 3aBeplUeHUs  pacyeToB C KpeauTopamu JUMKBMOALMOHHAA KOMUCCUSA
COCTaBnsET NUKBMOAUMOHHBLIA GanaHc, koTopbin yTBepxaaetca O6wwmm cobpaHmem
yneHoB Accoumaumm UM OpraHoM, MPUHSBLLMM peLLEeHME O NMKBUAAUUN.

10.8. OcraBweecsa nocne yooBreTBOPEHUA TpeboBaHUI KPeauMTOpoB MMYLLECTBO Nnbo
CTOMMOCTb €ro noafexuT pacnpegeneHnio Mexay uneHamm Accounauum B npegenax
pasmepa WX WUMyLlecTBeHHOro B3Hoca. OcTanbHas 4acTb MMyLlecTBa, CTOMMOCTb
KOTOPOro npeBbllIaeT pas3Mep WMYLLECTBEHHbIX B3HOCOB 4neHoB Accouunauuu,
HanpaBnseTCca Ha uenun, B MHTepecax KoTopbix Accoumaumns bbina cosgaHa un (Mnm) Ha
BGnaroTBOpUTENbHbIE LENW.
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10.9. lNMpn peopraHusaumm  uNM  npekpaweHnn  OedTeflbHOCTU  BCe LOOKYMEHTbI
(ynpaBrneHyeckne, (pHAHCOBO-XO3SMCTBEHHbIE, N0 IMYHOMY COCTaBy U Ap.) nepenarTcs
B COOTBETCTBUW C YCTAHOBIIEHHbIMU NpaBuiiaMn ee NpPaBonNpPeeMHUKY.

Mpn oTcyTCTBMM npaBorpeemMHuKka [OOKYMEHTbl [MOCTOSHHOIO XpPaHEeHUs, umeroLiue
Hay4YHO-UCTOPUYECKOEe 3HaYeHne, NnepefarnTCs Ha rocydapCTBEHHOE XpaHeHWEe B apXuBbl
(«MocropapxuB»), OOKYMEHTbI MO NUYHOMY CcOCTaBy (MpuKasbl, JIMYHbIE AeNa, KapTOYKM
yyeTa, nuuesble cyeTa W T.M.) NpefarTCsa Ha XpaHeHue B apXuB agMUHUCTPATUBHOIO
OoKpyra, Ha TeppuTopuM KOoToporo Haxoautca Accoumauus. lNepepada v ynopsgoyveHue
AOKYMEHTOB OCYLLECTBISETCA curiaMmmn 1 3a cHeT cpeacts Accouunanmm, B COOTBETCTBUN C
TpebOoBaHNAMUN apXMBHbIX OPraHoB.

11. SAKNIOYUTENBbHbBIE NMONOXEHUA

11.1. OTHOWEHUSA, HE YyperynupoBaHHble HACTOSLWMM YCTaBOM, pernamMeHTupyloTca
AEeNnCTBYOLWWM 3akoHoaaTenbCcTBOM Poccuiickon ®enepauuu.

NOANMUCK YYPEOUTENEW:

OT AKUMOHEpHOro obLLecTBa 3aKpbITOro TMNa « »:

(BormKHOCTbL, haMUnNns, UMs, OTYECTBO, MOAMNUCH)

Ot  3akpblTOro  akumMoHepHoro  obuiecTBa « »:

(BoImKHOCTbL, haMUnNns, UMs, OTYECTBO, NOAMNUCH)
Ot CoBMECTHOro npegnpuaTnsa « », TOBapULLECTBA C OrpaHUYEeHHOWN
OTBETCTBEHHOCTbIO:

(BomKHOCTbL, haMUnNns, UMs, OTYECTBO, MOAMNUCH)
Ot  OTKpbITOrO  aKuMoHepHoro  obuiecTBa « »:

(BOImKHOCTbL, haMUnNnsA, UMs, OTYECTBO, MOAMNUCH)
NMPUNOXEHUE 7

YTBEPXOEHO
Mpukazom no OO0 «AC-KOMI1»
Ne 77 ot «02» oktabps 2013 .

NMONOXEHUE
O 3aWwmTe NepcoHanbHbIX AaHHbIX COTPYAHUKOB
O6LwecTBa C OrpaHU4eHHON OTBETCTBEHHOCTbLIO «AC-KOMI»

Hactoquwee MNonoxeHne paspabotaHo B cootBeTcTBUM € Nason 14 TpyaoBoro kogekca
Poccunckon ®epgepaunn «3awmTta nepcoHanbHbIX AaHHbIX paboTHMKa» n ®egepanbHOro
3akoHa Ne 152-d3 ot 27 nonsa 2006 r. «O nepcoHanbHbIX OaHHbIX>»

Ona uenen Hactoswero [lonoxeHUs nNpUMEHAOTCA cregylowme TepMuHbl U
onpeneneHus:

«lMepcoHanbHble AaHHble paboTHuka (coTpyaHuka OO0O «AC-KOMI»)» — nobas
nHdopMauus, OTHOCALLLAACA K onpeaenieHHOMY Uinn onpeaensemMomMy Ha OCHOBaHUM Takoun
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NHopMaLn usnyeckomy nuuy (CyGbEeKTy nepcoHanbHbIX AaHHbIX), B TOM 4uChe ero
amunnus, wuMs, OTYECTBO, rof, Mecsu, JaTta U MecCcTO POXAEHUHA, agpec, CeMeWHoe,
coumanbHoe, MMYLLECTBEHHOE MonoxeHue, obpasoBaHue, npodyeccusa,  OOX0oAbl,
apyrasa  unHdpopmauus, Heobxogmmas pabotogatento — OO0 «AC-KOMI» B cBA3W C
TPYAOBbIMW OTHOLLUEHUSIMM M Kacalwascs KOHKpeTHoOro paboTHuka (cotpygHuka OOO
«AC-KOMIM»);

«ObpaboTKka nepcoHanbHbIX AaHHbIX coTpyAHUKa (coTpyaHMka OO0 «AC-KOMI1»)»
— [JeuncTsus (onepauuu) € nepcoHanbHbIMX  OaHHbIMU, BKNtoYas cbop,
cucTemMaTU3auuilo, HakomnmeHue, XpaHeHue, YTOYHeHne (OBGHOBMEeHWe, W3MEeHeHue),
ncnonb3oBaHMe, pacnpocTpaHeHne (B TOM 4ucne nepegady), obesnuMyunBaHue,
GnokMpoBaHMe, YHUYTOXEHME NEePCOHarbHbIX AAaHHbIX COTPYAHWKA,;

OOLwecTBO C OrpaHNYeHHOM OTBeTCTBEHHOCTbI «AC-KOMI» — OO0 «AC-KOMI»
unu Pabotogartens - onepatop, OpraHuaylowmm n(unu) ocyulectenswowmm obpaboTky
nepcoHarnbHbIX AaHHbIX, @ Takke onpefensiowun uenu u  cogepxaHne o06paboTkm
nepcoHarbHbIX OAHHbIX;

HoKyMmeHTbl, coaepXawme nepcoHarnbHble CBeAEHUSA COTPYAHUKA — KOMUU NNYHbIX
AOKYMEHTOB (nNacnopT, [AMNIoM, BOEHHbIN 6uneT, BOAMTENbCKOE YOOCTOBEPEHUE,
3arpaHu4HbIA NacnopT, CBUAETENbCTBO O POXAEHUU, U T.N.), aBToBMorpadms, 3asasneHus,
TpyooBasa KHWXKKa, 3anofiHeHHast doopma T-2, ak3eMnnap TpyaoBoro gorosopa (9K3.
paboTogaTens), AOMMKHOCTHAA NHCTPYKLUMS, NPpUKa3 O npueme Ha paboTy 1 T.4.);
PacnpoctpaHeHMe nepcoHanbHbIX AaHHbIX — [OEWCTBUS, HarnpaBlieHHble Ha
nepegavy nepcoHanbHblX AaHHbIX OMpegeneHHoOMy  Kpyry — nvu (nepepava
nepcoHasnbHbIX AaHHbIX) WKW Ha O3HaKoOMMeHWe C NepcoHasnbHbIMM AaHHbIMU
HeOorpaHM4YeHHOro Kpyra nuu, B TOM 4ncre obHapogoBaHMe NepCcoHarnbHbIX AAHHbIX B
cpencTBax MaccoBoM NHdopMaLuu, pa3smeLleHune B MHOPMaLMOHHO-
TENEeKOMMYHUKALMOHHBIX CETSX WUnM  npefocTaBneHve [ocTyna K  nepcoHanbHbIM
AAHHBIM KakuM-1inbo MHbIM Cnocobom;

Ucnonb3oBaHue nepcoHarnbHbIX AaHHbIX — OEeNUCTBUS (onepauuun) ¢ nepcoHasnbHbIMK
AaHHbIMW, COBeEpLUaeMble ONepaTopoM B Lensax MNPUHATUS  peLleHnn UM COBepLUEeHUs
WHbIX AOEUCTBUWA, MOPOXAAKLWMX HOpUANYECKMEe  MOCNeaCcTBUS B OTHOLIEHUM CyObekTa
nepcoHarnbHbIX AaHHbIX AW Apyrnx nuy, Mo nHbiM  obpasom 3aTparveaoLmMx npasa u
cBobobl CyObeKTa NepCoHarnbHbIX AAHHbIX UMW OPYrUX Nnu;

BnokupoBaHue nepcoHanbHbIX AaHHbIX — BPEMEHHOE NpekpalleHne cbopa,
cucTemMaTM3aunn, HaKoMMeHWsi, WUCMONb30BaHUS, pPacnpoCTpaHeHus nepcoHarnbHbIX
[AaHHbIX, B TOM YKCrle UX nepeaayu;

YHUUYTOXEHMe nepcoHanbHbIX AaHHbIX — [OEWCTBUS, B pe3ynbTaTe KOTOpbIX

HEBO3MOXHO BOCCTAHOBUTb COAEPXaHWe NepCOHarbHbIX AAaHHbIX B MHGAOPMAaLMOHHON
cuCTeME nepcoHarnbHbIX [AaHHbIX WNW B pes3ynbTate KOTOpbIX  YHUYTOXaKTCHA
MaTepuarnbHble HOCUTENN NePCOHanbHbIX AaHHbIX;

Ob6e3nnumMBaHue nepcoHanbHbIX AaHHbIX — [JOEWCTBUS, B  pe3ynbTaTe KOTOpPbIX
HEBO3MOXHO onpeaenuTb MPUHAANEXHOCTb MEPCOHanbHbIX  AAHHbIX KOHKPETHOMY
CyOBbEKTY NepCoHanbHbIX AaHHbIX;

MUHdopmaLmMoHHana cuctema nepcoHaribHbIX AaHHbIX — WH(OPMaLMOHHAs cuUcTema,
npeAacTaBnsaowas cobo COBOKYNMHOCTb MEPCOHasNbHbIX  [AaHHbIX, COAEpXallMxca B
0ase [JaHHbIX, a TaKkKe WHPOPMALMOHHBLIX TEXHOMOMMA N  TEeXHUYECKUX  CPencCTB,
NO3BOMSAKOWMX OCYLLEeCTBNATL 00paboTky Takux NepcoHanbHbIX  OaHHbIX c
MCNonb3oBaHMEM CpeacTB aBToMatTmsaumm wnn 6e3 Ucnorb3oBaHUS TakMX CPencTB;
KoHdmaeHumanbHOCTL NepcoHanbHbIX AaHHbIX — obs3aTenbHoe Ans cobnioaeHus
onepaTtopoM WM MHbIM MOSTYYMBLUMM [OOCTYN K  MEepCOHasibHbIM AaHHbIM  NIULOM
TpeboBaHne He JonyckaTb UX pacnpocTpaHeHue 6e3 cornacus cybbekta nepcoHanbHbIX
AAHHbBIX NN HANUYUS MHOTO 3aKOHHOTO OCHOBAHUS;
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TpaHcrpaHu4yHasa nepegayda rnepcoHarbHbIX [AaHHbIX — Nepefada MnepcoHarnbHbIX
AaHHbIX onepaTtopom 4Yyepes ['ocygapcTBeHHyto rpaHugy Poccuinckon denepauumm opraHy
BNacTM  WMHOCTPAHHOrO  rocygapcrea,  (PU3MYECKOMY WM IOpUaUYecKoMy nuuy
WMHOCTPaHHOro rocyaapcrBaa;

ObwenocTynHble MNepcoHanbHble AaHHble — [MepcoHanbHble [JaHHble, [OCTyn
HEeorpaHM4YeHHOro Kpyra nuL K KOTOpbIM nNpedocTaBrieH C  cornacus cybbekTa
nepcoHanbHbIX JaHHbIX WX Ha KOTOpble B COOTBETCTBUMN C pefepanbHbiMU 3aKOHaAMU He
pacnpocTtpaHseTca TpeboBaHve cobniogeHus KOHPUAEHLMANbHOCTW.

Crtatbs 1.
O6wue TpeboBaHUA Npu 06paboTKe NEepPCOHaNbHbIX AaHHbIX COTPYAHUKA
000 «AC-KOMI» n rapaHTMm ux 3aWwmThbl

B uenax obecneyeHusa npas u cBobon yenoBeka M rpaxaaHnHa Pabotopatenes un ero
npeacrasutenu npm o6paboTke nepcoHanbHbIX AaHHbLIX COTPYAHMKa 0643aHbl cobntogatb
cnegytowme obwme TpeboBaHms:

1) o6paboTka nepcoHarnbHbIX [OaHHbIX COTPYAHMKA  MOXET  OCYLLEeCTBMASATbCS
UCKITIOYNTENBHO B Lensx obecnevyeHns coOMOOEHUA 3aKOHOB U WMHbIX HOPMAaTUBHbIX
NpaBOBbIX aKTOB, COLEWCTBMA COTPYOHMKaM B TPYyAOYCTPOMCTBE, OOy4YeHUM U
npoaBMXeHUN No cnyxbe, obecrneyeHns nNnYHorM 6e30MacHOCTU COTPYOHMKOB, KOHTPOIS
KONnn4ecTBa 1 Ka4yeCcTBa BbINOSIHAEMOWN paboTbl U 06ecnevyeHns COXpaHHOCTM UMYLLIECTBA;
2) npu onpegeneHnn obbema u cogepxaHusa obpabaTbiBaeMbiX NepCOHaNbHbIX AaHHbIX
coTpyaHuka PaboTtogatenb [ormkeH pykoBoacTtBoBatbeca KoHcTuTyuumen Poccunckon
depepaummn, TpyaoBbIM KOOEKCOM U MHbIMU beepanbHbIMU 3aKOHaMMU;

3) BCe nepcoHanbHble OaHHble COTPyAHMKA cnegyeTt nonyvatb Yy Hero camoro. Ecnm
nepcoHasnbHble AaHHble COTPYAHWKA BO3MOXHO MOSTYYUTb TOMBKO Y TPeTben CTOPOHbI, TO
COTPYOHUK JOMKeH BbITb yBeAOMIIEH 06 3TOM 3apaHee 1 OT Hero AOSMKHO BbITb NOMy4YeHO
nnucbmeHHoe cornacue. O3HakoMneHne ¢ HacToAwum [lonoxeHuem u  3anofHeHue
dopmbl T-2 cO CrnoB camoro coOTpygHuKa sBRAdeTcA rapaHtMen aTtoro. B cnyvae
HeobX0AMMOCTN NPOBEPKM NEepPCOHanbHbIX OaHHbIX COTpyaHuKa, PaboTogaTtens OormkeH
3abnaroBpeMeHHO COoOOWUTbL COTPYOHUKY O Uendax, npeanonaraeMblX WCTOYHUKAX W
cnocobax nonyyYyeHUs nepcoHarnbHbiX AaHHbIX, a@ Takke O XapakTepe noasnexalnx
MOMNyYEHU0 MepcoHarnbHbIX AaHHbIX W MOCNEeACTBUAX OTka3a CoTpygHuMKa AaTtb
NMMCbMEHHOE cornacme Ha ux NonyveHue.

O6paboTka nepcoHanbHbIX JaHHbIX OCYLLIECTBASIETCA HAa OCHOBE MPUHLMMNOB:

a) 3aKOHHOCTM Uenen w cnocoboB 006paboTkn nepcoHanbHbIX OaHHbIX U
Ao6pOCOBECTHOCTY;

6) cootBeTCcTBMA uUenen 00paboTkM nepcoHanbHbIX AaHHbIX  LUEensiM, 3apaHee
onpefeneHHbIM UM 3asBMEeHHbIM Npu cbope nepcoHanbHbiX AaHHbIX, a Takxke
nonHomounam PaboTtogaTtens-onepartopa;

B) COOTBETCTBUA o0Obema UM xapaktepa obpabaTbiBaeMbiXx NEPCOHAaNbHbLIX AaHHbIX,
cnocoboB 06paboTkM nepcoHanbHbIX  AaHHbIX  UenaM 006paboTkn nepcoHarnbHbIX
AAHHbIX;

r) AOCTOBEPHOCTWN MEPCOHArNbHbIX AAHHbIX, X [OCTAaTOMHOCTM Ana  uenen obpaboTku,
HeJonycTUMOCTU 06paboTKM NepcoHarnbHbIX AAHHbIX, M30bITOYHBIX MO OTHOLUEHUIO K
Lensam, 3asBneHHbIM Npy cbope nepcoHanbHbIX AaHHbIX;

[) HegonycTMMOCTU OO6beaMHEHUS CO3A4aHHbIX ANS  HEeCOBMECTUMbIX  Mexay cobown
uernen 6a3 gaHHbIX MTHPOPMALMOHHBLIX CUCTEM NEPCOHANbHbIX AAHHbIX.;

4) PaboTtogatenb He MMeeT npaBa nonydatb n obpabartbiBaTb NepcoHarnbHble AaHHbIE
COTPYOHUKA O ero MOMUTUYECKMX, PESTUTNO3HbBIX U UHbIX YOEXAEHUSX U YaCTHOW Xn3HW. B
cny4yasx, HenocpeacTBEHHO CBSA3aHHbIX C BOMpoOCamMu TPYAOBbLIX OTHOLUEHWA, B
cooTBeTCTBUM CcO cTatben 24 KoHctutyuum Poccuickon depepaumm paboTtogatenb
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Bnpase nony4atb u obpabaTbiBaTb AaHHblE O YACTHOMW XXU3HWU COTPYAHWMKA TOMNbKO C ero
NMUCbMEHHOI0 Cornacus;

5) PaboTtogatenb He umeeT npaBa nosnydatb U obpabaTtbiBaTb NepcoHaribHble AaHHbIe
COTPYOHUKA O ero 4rieHcTBe B OOLEeCTBEHHbIX 0ObEAUHEHNAX UNKU ero NPodCOH3HON
AeATerIbHOCTN, 3a UCKMIOYEHNEM ClyYaeB, NpeayCMOTPEHHbIX heaepanbHbIM 3aKOHOM,;

6) Npu NPUHATUM peELLUEeHUI, 3aTparnBaloWmx MHTEpPeChbl COTpyaHuka, Pabotogatenb He
MMeeT rMpaBa OCHOBLIBATbCA Ha MepCOHarbHbIX OaHHbIX COTPYAHMKA, MOMNYyYeHHbIX
NCKITIOYUTENBHO B pe3ynbTaTte MX aBTOMaTU3MPOBAHHOW 06pPaboTKM MM 3NEKTPOHHOIo
NnonyyYeHus;

7) 3awWwuTa nepcoHasnbHbIX OaHHbIX COTPYAHMKA OT HEernpaBOMEPHOro UX MCMOSib30BaHUSA
unu ytpatbl AomkHa 6biTb obecnedeHa Pabotogatenem 3a cyeT ero cpeacTts B Nopsiake,
yCTaHOBMNEHHOM beaepasibHbIM 3aKOHOM;

8) COTpyOHWKM W UX nNpeactaBUTENU AOSMKHbI OblTb O3HAKOMIEHbI MO PacrucKky C
AOKYMEeHTaMu OpraHu3auuu, yCTaHaBnmMBawoWwMMM MNOPsSAOK 0BpaboTkM nepcoHanbHbIX
AaHHbIX COTPYAHMKOB, a Takke 00 nx npaBax n 06513aHHOCTAX B 9TOM obnacTy;

9) coTpyaHWKM He OO0IKHbI OTKa3blBaTbCA OT CBOMX NpPaB Ha COXpaHeHue 1 3alnTy TavHbl
(YronosHbin kogekc P® o1 13 noHs 1996 r. Ne 63-$3

— Crartbs 137. «HapylweHne HeNPUKOCHOBEHHOCTN YaCTHOW XKU3HWN»,

— Cratba 138. «HapylweHne TanHbl Nepenuckun, TenedOoHHbIX NEePEroBOpPOB, MOYTOBbIX,
TenerpadHbIX UM UHbIX COOBLLIEHNIAY,

— CtaTb4a 140. «OTka3 B NpeaocTaBreHnn rpaxaaHuHy nHpopmaumnmns);

10) PaboTogaTenb, COTPYOHUKN U X NPeAcTaBUTENN AOSMKHbI COBMECTHO BbipabaTtbiBaTb
N COBEpPLLEHCTBOBATb MepbI 3alUMUTbl NePCOHarnbHbIX AaHHbLIX COTPYAHUKOB.

CraTba 2.
XpaHeHMe M ucnonb3oBaHME NepCOoHanNbHbIX AaHHbIX coTpyaHukoB 00O «AC-
KOMI»

MopagoK XpaHeHUs 1 MCNOSb30BaHUSA NepCcoHanbHbIX AaHHbIX coTpygHukoB OO0 «AC-
KOMI» yctaHoBneH PaboTtopgatenem ¢ cobniogeHvem TpeboBaHuin CT. CT. 86-89
Tpynosoro kogekca Poccuinckon ®egepaumm n n.2 ct.5 degepanbHoro 3akoHa Ne 152—d3
ot 27.07.2006 r. — XpaHeHne nepcoHarbHbiX [daHHbIX OOJSHKHO OCYLIECTBNATLCA B
dopme, no3sonstoLLen onpenenntb CybbekTa NnepcoHanbHbIX JaHHbIX — cOTpyAHnka OO0
«AC-KOMI», He pgonblie, 4yem 3TOoro TpebyrT uenu mx obpaboTku, U OHM noanexar
YHUUTOXEHUIO MO OOCTMXKEHUM Lienen obpaboTkn unm B cnydae ytpaTbl HEOOXOAMMOCTU B
NX OOCTUXKEHUMN.

Mopagok XpaHeHUs U UCNOMb30BaHUA NepCcoHanbHbIX AaHHbIX coTpygHukoB OO0 «AC-
KOMI»

2.1. Bce ookyMeHTbI, cogepkaliue nepcoHarnbHble CBeAEHNS COTPYaAHUKA (KOMUU NINYHBIX
AOKYMEHTOB (nacnopT, QAMNIoM, BOEHHbIN 6uneT, BOAMTENbCKOE YOOCTOBEPEHUE,
3arpaHn4HbIA NacnopT, CBUAETENLCTBO O POXAEHUN, U T.MN.), aBTobMorpadus, 3assneHus,
TpyooBasa KHWXKKa, 3anofiHeHHast doopma T-2, aK3eMmnnap TpyaoBoro gorosopa (9K3.
paboTogaTens), OOMKHOCTHAs UHCTPYKLUMS, NpUkas o npMeme Ha paboTy 1 T.4.) XpaHATCA
B OTaene kagpoB B cende.

2.2. OTBETCTBEHHOCTb 3a XpaHeHWe (COXPaHHOCTb) AOKYMEHTOB M Bblgady AOKYMEHTOB
HeceT nepcoHarnbHO HayanbHWK OTaena Kagpos.

2.3. Bblgaya [OOKYMEHTOB, coaepXaliMx nepcoHarnbHble AaHHble  pPabOTHUKOB
OCYLLIECTBNSAETCSA B COOTBETCTBUM CO CT. 62 Tpynosoro kogekca Poccuinckon ®epepaumm ¢
cobntogeHnem cnegytoLlen npouenypsbi:

— 3agdBfeHne COTPyAHMKa O Bbl4aye TOro UM MHOro AOKYMEHTa Ha MMS HadanbHuKa
Otpgena kagpos;
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— Bbljaya 3aBEepeHHON Konuu (B KONMUYECTBE 3K3EMMNNSpOB, HEOOXOAUMOM COTPYAHMKY)
3a8BNEHHOr0 [OKyMeHTa, nNnbo crpaBkM O 3asiBIEHHOM [OOKYMEHTE WM CBEAEHUSIX,
coAaepXallmxcs B HEM;

— BHECeHWA COOTBETCTBYHOLLMX 3anucen B XypHan yyeTa BblAaHHOW WHOpMaLuu
(MpunoxeHne Ne 1)

2.4. B cnyyvae obpaweHus B OO0 «AC-KOMI» nobbix TpeTbux nuy, 3a nHpopmaumen o
nepcoHarnbHbIX AaHHbIX COTPYAHWKA, Takaa WHgopmauus moxeT ObiTb nNpegocTtaBreHa
TONMbKO C cornacuss B MUCbMEHHOM popme cybbekTa nepcoHanbHbIX [OaHHbIX —
cotpyaHuka OO0 «AC-KOMI». [MucemeHHoe cornacue coTtpyaHuka OO0 «AC-KOMIT»
Ha o06paboTKy CBOMX MEPCOHanbHbIX AaHHbIX AOSMKHO (B BMAE POCNMUCK B XKypHane
yyeTa BblAaHHOM MHOpMaLunmn) BknovaThb B cebs:

1) hamunuio, nmMs, OTYECTBO, aapec CybbeKkTa NepcoHasnbHbIX 4aHHbIX, HOMEP OCHOBHOIO
AOKYMEHTa, yOOCTOBEPSIOLWEro ero NMYHOCTb, CBEAEHUS O faTe Bbl4ayn yKas3aHHOro
AOKYMEHTa W1 BblAaBLUEM €ro OpraHe;

2) HaummeHoBaHue (hamunuio, UMs, OTYECTBO) W agpec onepaTopa, nosyyaroLero
cornacue cybbekta nepcoHasnbHbIX AaHHbIX;

3) uenb 06paboTkM NepcoHarnbHbIX AHHbIX;

4) nepevyeHb MepCoHanbHbIX [AaHHbIX, Ha 00paboTKy KOTOpbLIX AaeTcs cornacue
cybbekTa nepcoHarnbHbIX OAHHbIX;

5) nepeyveHb OENCTBUA C NepcoHasrbHbIMU JAHHLIMWU, Ha COBEpPLUEHWE KOTOPbIX [daeTcs
cornacue, oOulee onucaHWe WCNosnb3yeMbIX OnMepaTtopoM cnocoboB 06paboTku
nepcoHarbHbIX OAHHbIX;

6) CpoK, B Te4YEHME KOTOPOro AEeNCTBYET cornacue, a Takke nopsgok ero oT3biBa.

[Ana o6paboTkM nepcoHanbHbIX AaHHbIX, COAEPXaLUMXCA B COrfacum B MUCbMEHHOW
dopme cybbekta Ha 006paboTKy ero nepcoHanbHbIX OaHHbIX, OOMOMHUTENbHOE
cornacue He TpebyeTcs.

2.5. lpaBomM o03HakoMneHWa C WHGOPMaumMen, copepXxallen nepcoHanbHble AaHHble
COTpyaHuKa, B nioboe Bpemsa obnagaeT Tonbko reHepanbHbin aupektop OO0 «AC-
KOMTI». JInyHOEe Aaeno coTpyaHuKa BblAAeTCs «Ha pyku» reHepanbHomy aupektopy OO0
«AC-KOMI» ans 03HAKOMIEHUSA TONbKO B TeYeHue paboyero OHS C COOTBETCTBYHOLLEN
OTMETKOW B XXypHane.

2.6. Bblgaua «nu4dHoro gena» cotpygHukoB OO0 «AC-KOMI» komy 6bl TO HM GbINO eLle
n3 cotpyaHmkos OO0 «AC-KOMI» npon3BoguTCs TONMbKO Ha OCHOBaHMM MUCbMEHHOIO
pacnopskeHna reHepanbHoro aupektopa OOO «AC-KOMI» ¢ COOTBETCTBYIOLLEN
OTMETKOW B XXypHarne.

2.7. Bcem cotpygHnkam OOO «AC-KOMI» cHumaTtb Kakue-nnbo konun, Aenartb
BbINMUCKN, M3bIMaTb OOKYMEHTbl (nMMbo MX KOMUWM) M3 «UYHOTO [ena» KaTeropuyecku
3anpeLueHo.

2.8. HavanbHuk OTtgena kagpoB — eOuHCTBEHHOE AofmkHOocTHoe nmuo OO0 «AC-
KOMI», KoTopoe MOXeT hopMMpoBaTh «NUYHbIE Aena», CHUMAaTb KOMUM C AOKYMEHTOB,
aenaTtb BbINUCKW, COCTaBMATb aHanuUTUYeckue CnpaBkM, M U3biMaTb (3aMEHSTb)
OOKYMEHTbI, XpaHSALWMECS B «MNYHbIX Aenax» COTpyAHWUKOB. Nepeaaya ykasaHHbIX Npas U
NONHOMOYMA HavanbHuka OTaena Kkagpos UHbIM Nuuam 6e3 cneumanbHO 0GOPMIAEHHOTO
npyKasa C ykasaHMeM Ha 37O, KaTeropu4vecku 3anpeLleHa.

CraTtbs 3.

MNMepenayva nepcoHanbHbIX AaHHbIX coTpyaHMka OO0 «AC-KOMI1»

Mpu nepepaye nepcoHanbHbIX AaHHbIX COTPyAHWKa paboToaatenb OOIMkeH cobnopaTb
cnegywouwme TpeboBaHus:

— He coobuwaTbh nepcoHarnbHble AaHHble COTPYAHMKA TPETbEWN CTOPOHE 6e3 MMCbMEHHOro
cornacus COTPYAHMKA, 3a WCKMIOYEHWEM CIlyyaeB, korga 3TO Heobxoaumo B Lensax
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npeaynpexneHns  yrposbl >KM3HW M 300POBbKD  COTPYAHWMKA, a Takke B Crydask,
YyCTaHOBNEHHbIX heaepanbHbiM 3aKOHOM;

— He coobuwaTtb nepcoHanbHble OaHHble COTPYAHMKA B KOMMEPYECKMX uensx 6e3 ero
NMMCbMEHHOrO cornacus;

— NpeaynpeauTb nuu, NonyyarLlwmx nepcoHanbHble AaHHble COTPYAHUKA, O TOM, YTO 3TH
AaHHble MOryT OblTb WMCNOSb30BaHbl NULWb B LENsX, ANs KOTOPbIX OHU COOOLLEHbI, U
TpeboBaTb OT 3TUX NUL NOATBEPXKAEHMS TOro, YTO 3TO npaBuno cobnwogeHo. Jluua,
nonyyawolme nepcoHasnbHble [AaHHble COTpyAHMKa, 00s3aHbl cobnogatb  pexum
cekpeTHOCTM (KOHdmAeHumanbHoCTH). [JaHHOe nonoXeHne He pacnpoCcTpaHseTCcs Ha
oOMeH nepcoHanbHbIMW  [aHHbIMW  COTPYOHMKOB B NOpsigke,  YCTaAHOBIIEHHOM
deaepanbHbIMU 3aKOHaMMU;

— OCYLLeCTBNATb nNepefady MNepcoHarnbHbIX AaHHbIX COTPyOHWKA B npedenax OOHOW
OopraHusauunm B COOTBETCTBUM C JlOKarlbHbIM HOPMAaTMBHbIM aKTOM OpraHu3auuu, C
KOTOPbIM COTPYAHMWK JOMKEH ObiTb O3HAKOMIEH MOA PaCnMCKy;

— paspewaTtb [OCTYN K MepcoHanbHbIM [aHHbIM COTPYAHUKOB TOSMBbKO CheumanbHO
YNOSTHOMOYEHHbIM NLAM, NPU 3TOM YyKas3aHHble Nnuua AOIMKHbI MMETb NpPaBoO Mosfy4vaTb
TONbKO T€ NepcoHarbHble AaHHble COTPYAHMKA, KOTOpble HEOOXOAUMbI AMS BbINOSIHEHNS
KOHKPETHbIX (OYHKLMN;

— He 3anpawmBaTb MHAPOPMALMIO O COCTOSHUM 300POBbS COTPYAHMKA, 3@ UCKIHOYEHUEM
TeX CBeAEHWIN, KOTOPble OTHOCATCH K BONPOCY O BO3MOXHOCTW BbINOSIHEHNSI COTPYAHUKOM
TPyOooBou yHKUUY,

— nepegaBaTb MNepcoHanbHble AaHHble COTPYAHWKA NpeAcTaBUTENaM COTPYAHWKOB B
nopsigke, YCTaHOBMEHHOM HacTodAwmMm Kogekcom, M orpaHuyvMBaTb 3Ty MHAOPMaLMIO
TONbKO TEMW TMEPCOHAlNbHLIMA AaHHbIMW COTPYAHMKA, KOTOpble Heobxoaumbl AOns
BbIMOSTHEHUS YKa3aHHbIMW NPEACTaBUTENSAMU NX PYHKLNNA.

CraTbAa 4.

NpaBa coTpyAHMKOB B LensAx obecneyeHus 3aWmTbl NEePCOHaNbHbIX AaHHbIX,
xpaHawmxca y Pa6otogarena — OO0 «AC-KOMI»

B uenax obecneyeHus 3awimTbl NepcoHanbHbIX AaHHbIX, XpaHsawmxca y Pabotogatens,
COTPYAHWKM MMEIOT NPaBo Ha:

— MOMHYI0 UHpopmaumnio 06 nx NnepcoHanbHbIX 4aHHbIX N 06paboTKe 3TUX AAHHbIX;

— cBobOOHbIN BecnnaTHbIn OOCTYN K CBOMM NEPCOHAarbHbIM JaHHbIM, BKMOYasi NpaBo Ha
nony4yeHne konum nobon 3anucu, cogepallen nepcoHanbHble OaHHble COTPYAHMKA, 3a
NCKITIOYEHNEM CryYaeB, NpeayCMOTPEHHbIX beaepanbHbiM 3aKOHOM;

— onpeaeneHne CBOMX NpeacTaBuTenen Ans 3awntbl CBOMX NEPCOHANbHbIX aHHbIX;

— [OCTYN K OTHOCALMMCS K HUM MEAUUMHCKMM [aHHbIM C MOMOLLbD MEAULUHCKOrO
crneumanuncTa no ux eoldopy;

— TpeboBaHne 06 UCKMIOYEHUN WAW  UCMPABMEHUN HEBEPHbIX WAN  HEMOSHbIX
nepcoHasnbHbIX AaHHbIX, a Takke AaHHbIX, 06paboTaHHbIX C HapyleHnem TpeboBaHUN
HacTosiwero Kopgekca. [Mpu oTkase paboTogatenss WCKAKYUMTbL WU UCNPaBUTb
nepcoHasnbHble AaHHble COTPYAHWKA OH MMeeT NpaBO 3asiBUTb B MUCbMEHHON dopme
paboTogaTentd O CBOEM HecorfacMm C COOTBETCTBYIOLWMM OOOCHOBaHMEM Takoro
Hecornacusa. epcoHanbHble AaHHble OLEHOYHOro XapakTtepa COTPYAHMK MMeeT Mnpaso
AOMNOMHUTE 3asiBNEHNEM, BbipaXkatoLwMM ero CO6CTBEHHYIO TOYKY 3pEeHUS;

— TpeboBaHne 06 wu3BeweHun paboTogartenemMm BCEX MU, KOTOpbIM paHee Obinu
coobLLeHbl HEBEpPHble UM HEMOMHble MepcoHarnbHble AaHHble COTpyAHuKa, 060 Bcex
NPOn3BEAEHHbIX B HUX UCKITIOYEHUSAX, UCMPaBNEHNAX U SONOSTHEHUSX;

— obxanoBaHne B cyg nwobbIX HenpaBOMEPHbIX OencTBun unn 6esgencTens
paboTtoaaTens npu o6paboTke n 3awmTe ero NnepcoHanbHbIX AaHHbIX.
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CraTtba 5. O0OWEenoCTYNHbIE UCTOYHUKN NePCOHaNbHbIX AaHHbIX

5.1. B uenax vHdopmaumoHHoro obecnedeHuss pabotogartenem MoOryT co3gaBaTbCs
o6LWenoCTyNHbIE UCTOYHMKU NEepPCOHanbHbIX AaHHbIX (B TOM 4uCne  CrlpaBOYHUKW,
agpecHble  KHurn). B obwenocTtynHble  UCTOYHMKM  NEPCOHanbHbIX  AaHHbIX C
NMMCbMEHHOTO cornacusa CoTpyaHuMka MOryT BKMAYaTbCA  ero pammnus, Umsi, OT4ECTBO,
rog n MecTto poXaeHus, agpec, abOHEHTCKMI HOMeEP, CBeAeHUs O npodeccn u UHbIe
nepcoHarnbHble AaHHble, NPeAoCTaBfIEHHbIE COTPYAHMKOM.

5.2. CBegeHna o coTpyaHuke MoryT 6bITb B Nito6oe BpeMsi UCKMNOYEHbl M3 06Lef0CTYNHbIX
WUCTOYHMKOB MEepCOHanbHbIX AaHHbIX Mo TpeboBaHMIO camMoro CcoTpygHuka nubo no
PeLLEHMIO CyAa Uiy MHbIX YNONTHOMOYEHHbIX rOCY4apCTBEHHbBIX OPraHoB.

5.3. O6aA3aHHOCTb NpeaoCcTaBuMTb [oKa3aTenbCTBO MOMYyYEHUs COrfiacust COTPyAHMKA Ha
006paboTKy ero nepcoHanbHbIX AaHHbIX, a B cny4ae 06paboTkm  06WwenoCTynHbIX
nepcoHarnbHbIX  [aHHbIX 00513aHHOCTb [OKasblBaHUs ToOro, 410 obpabaTbiBaeMbie
nepcoHanbHble AaHHble SABMSTCA 00WenoCcTynHbiMK, BO3naraeTcs Ha pabotogaTens.
5.4. B cny4vasdax, npegycmoTpeHHbix PepeparnbHbiM - 3akoHOM Ne 152-d3 ot 27.07.2006
r., obpaboTka nepcoHanbHbIX [OaHHbIX OCYLECTBNAETCA TOMbKO C corfacus B
nMCbMeHHON popme coTpyaHuka. [MMCbMEHHOe cornacve CcoTpydHuKa Ha o6paboTky
CBOMX MNEepCOHanbHbIX AaHHbIX OOMMKHO BKIlOYaTb B cebs:

1) damunuio, MM, OTYEeCTBO, agpec COTPYyAHUKa-CybbekTa NepCOoHasnbHbIX OaHHbIX,
HOMEpP OCHOBHOrO [AOKYMEHTa, YOOCTOBEpPSIoLEero €ero JMYHOCTb, CBedeHuUss O faTe
BbldayM YKa3aHHOro JOKYMEHTa U BblAaBLUEM ero opraHe;

2) HavmeHoBaHue (thamunuio, UmMs, OTYECTBO) M agpec onepaTopa (pabotogaTens),
nony4yaroLLEero cornacme CoTpyaHuKka-cybbekta nepcoHanbHbIX AAaHHbIX;

3) uenb 06paboTkM NepcoHarnbHbIX AHHbIX;

4) nepedyeHb MepCoHarnbHbIX AaHHbIX, Ha 00paboTKy KOTOpbIX AdaeTca cornacue
cybbekTa nepcoHarnbHbIX AAaHHbIX;

5) nepeyveHb OENCTBUA C NepcoHasnbHbIMU JAHHLIMW, Ha COBEpLUEHWE KOTOpbIX [daeTcs
cornacue, obuiee onucaHue MCnonb3yembiXx ornepaTtopom (pabotogaTenem) cnocobos
006paboTKkn NepcoHanbHbIX OaHHbIX;

6) CpoK, B Te4eHne KOTOPOro AeNCTBYET cornacue, a Takke nopsagok ero oT3biBa.

5.5. [Ina 06paboTkn nepcoHanbHbIX aHHbIX, COAEPXaLLMXCA B COrracuvm B MMCbMEHHOM
dopmMe coTpyaHuKa Ha o6paboTKy ero nepcoHanbHblX  AaHHbIX, AOMOMHUTENBHOE
cornacue He TpebyeTcs.

CraTtba 6. lpaBa COTPYAHUKOB-CYOHLEKTOB NEepPCOHaNbHbIX AaHHbIX MPUA NPUHATUU
peleHnM Ha OCHOBAHWUM MCKITIOYUTENIbHO aBTOMaTU3MPOBAHHOM OOpPabGOTKM KX
NnepcoHanbHbIX AAHHbIX

6.1. 3anpelaeTcs NPUHATHE Ha OCHOBaHun NCKITIOYNTENBHO
aBTOMAaTM3NMPOBAHHOW 0OPabOTKM MEepCOHarnbHbIX AaHHbIX PEeLleHUd, NOPOXAAoLLMX
lopuanyeckne nocneactBus B OTHOLWIEHUW COTPYAHWKA WA UHbIM obpasom

3aTparvBalomnx ero npaBa W 3aKOHHble WHTEpPEecbl, 3a  WUCKMYEHWEM Cryyaes,
NpeayCMOTPEHHbIX YaCTbio 2 HACTOSILLIEN CTaTbMy.

6.2. PelwleHune, nopoxaatoLee opunanyeckme nocrneacTBust B OTHOLWEHUN COTPYAHMKA U
MHbIM 0Opa3oM 3aTparvBarollee ero npaea U  3akoHHble WHTepecbl, MOXeT  ObiTb
MPUHSTO Ha OCHOBaHUWM WCKMIOYMTENBHO aBTOMAaTM3NpPOBaHHOW 06paboTkn ero
NepcoHanbHbIX AaHHbIX TOMbKO MPU  HanMuMM  cornacusi B NMUCbMEHHOW dopme
COTpyaHMKa unu B  cnyvasix, NpeaycMOTPeHHbIX  deaepanbHbIMU  3aKOHAMMU,
yCTaHaBnMBawLWMMM Takke Mepbl Mo obecrnedyeHuto cobniogeHnst npaB U 3aKOHHbIX
MHTEPECOB COTPYAHUKA.

6.3. Pabotoaatenb 06s13aH pa3bsCHUTb COTPYAHUKY MPUHSATUS PELLEHUSI HA OCHOBaHWUU
NCKMIOYNTENBHO aBTOMAaTU3MPOBaHHOM 06paboTkM  ero nepcoHarnbHbIX — AaHHbIX U
BO3MOXHbIE OpuanYeckme nocneacTBUS Takoro peLleHus, NpeaocTaBuTb BO3MOXHOCTb
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3asBUTb BO3paxeHuWe MpPOTUB TaKOro peLleHus], a Takke pasbsaCHUTb NOPSLOK 3alnThbI
COTPYAHWKOM CBOMX NpPaB N 3aKOHHbIX MHTEPECOB.

6.4. PaboTtogaTtenb 0b6s3aH pacCMOTPETb BO3paXeHue, yka3aHHoe B 4acTu 3 HacTosLLen
cTaTby, B Te4eHMe cemu paboumnx AHEM CO OHA ero noslyYeHus 1 NMCbMEHHO YBEAOMUTb
COTPYAHMKa O pe3yrnbTaTtax PaCCMOTPEHNSA TAKOrO0 BO3PaKEHUS.

CraTbsa 7. [paBo Ha obxanoBaHue AencTBUM Unn 6es3pencTeus padoroparens

7.1. Ecnn coTpyaHuk cuuTaeT, 4to pabortogartenb ocyuwectsnser obpaboTky ero
nepcoHarbHbIX JaHHbIX C HapyweHnem TpeboBaHun PepepanbHoro 3akoHa Ne 152-03
nUnu nHbiM obpa3omM HapylaeT ero npaea u csobofbl, COTPYOHUK BnpaBe obxanoBaTb
penctena unu 6esgenctene pabortogaTtens B YNONHOMOYEHHbIN OpraH no 3awurte npa.
CyObEKTOB nepcoHarnbHbiX AaHHbIX (beaepanbHbIi opraH  UCNOMHUTENBHOW  BacTw,
OCYLLEeCTBNAKLWMIA PYHKUMN MO KOHTPOMIO W Haasopy B cdepe  UHPOPMAUUOHHbIX
TEXHONOrMM 1 CBA3M) Unun B cyaebHom nopsake.

7.2. COTpyAHVK MMEET NpaBO Ha 3aluuTy CBOMX MpaB UM 3aKOHHbIX UHTEPECOB, B TOM
ynucne Ha Bo3melleHne YObITKOB 1 (M) KOMNEeHcaumMilo MoparbHOro Bpeada B cynebHom
nopsagke.

Ctatba 8. OTBETCTBEHHOCTb 3a HapylleHUEe HOPM, perynupyrowmx obpaboTky wm
3aWmTy nepcoHanbHbIX JaHHbIX COTPYAHUKA

JInua, BMHOBHbIE B HapyLUEHUN HOPM, PErynmpyroLmnx nonyyeHne, obpabotky m 3awmty
NepcoHanbHbIX [OaHHbIX COTPYAHWKA, HECyT AUCUMNINHAPHYK, agMWHUCTPaTUBHYIO,
rpaXkadaHCKo-NMpaBOBYID UMW  YrONMOBHYKD  OTBETCTBEHHOCTb B  COOTBETCTBUM  C
deaepanbHbIMN 3aKOHaMMU.

HavanbHuk OTgena kagpos Yynosa O.[.

Jlnct o3HakomMmneHus

JTnyHan
pocnucb Oarta lNoa
C lNonoxeHnem o 3awmnTe nepcoHanbHbIX
AaHHbIX coTpyaHukos OO0 «AC-KOMI»
O3HaKOMIEH 1 cornaceH
damunus, n.o.

C lNonoxeHnem o 3awwmnTe nepcoHanbHbIX
AaHHbIX coTpyaHnkos OO0 «AC-KOMI»
O3HaKOMIEH 1 cornaceH

damunus, n.o.

C lNonoxeHnem o 3awwmnTe nepcoHanbHbIX
AaHHbIX coTpyaHukos OO0 «AC-KOMI»
O3HaKOMIEH 1 cornaceH

damunus, n.o.
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MpunoxeHue Ne 1

MonoxeHuto o0 3awmTe NepcoHanbHbIX JaHHbIX
cotpyaHukoB «O00 «AC-KOMI»

XypHan y4yeTa nepcoHarnbHbIX AAaHHbIX, COrflacus COTPYAHMKA, 3anpocoB U 06paboTkmn uHcopmaumm

Ne | fata, | Qataun | Komy | OcHoBaH | Cogep | Kon- | Pocnuc | Cornacn | HaumeHo Lenb [MepeyeHb MepeveHb | ®amunusa
n/ | Nen | cpopma | Bblga ne XaHue | BO bB e BaHue 06paboTkn | NnepcoHanbH | AEUCTBUN C , ms,
n | peksu | (MMcem Ha Bbldaun | MHGOP | 9K3. | nony4ve | COTpyaHu | (pamunu | nepcoHanb | biX AaHHbIX, | NepPCOHarnbH | OTYECTBO
3uTbl | 0, (hakc | (p.n.0 | (3asBneH | maumm HUK Ka, B 0, UMs, HbIX Ha bIMN , agpec
3anpo | nrt.4a.) J) ne, OTHOLLEH | OTYECTBO | [aHHbIX obpaboTky AaHHbIMW, | COTPYOHM
ca BblAauu 3anpoc, nn ) un KOTOpPbIX Ha Ka,
NHJop NHoe) KOTOpOro agpec aaeTtca coBepLlueHne | Homep
Maumm noctynun | paéotoa cornacue KOTOpPbIX OCHOBHOT
3anpoc aTens- COTpYOHUKA paetca o]
onepaTop cornacue, | LOKYMEHT
a, A cpok, B obuiee a,
nony4yato TeyeHune onucaHve | yaocTtose
Lero KOTOporo ncnosnb3yemM | pstoLLero
cornacue nencTeyet bIX ero
COTPYOHM cornacwue, a cnocoboB | NIMYHOCTb
Ka Takxke 0bpaboTkn ,
NOpPsSiAOK ero | nepcoHanbH | cBegeHu
OT3blBa bIX JA@HHbIX | 9 0 gaTte
BblAauu
yKasaHHO
ro
AOKYMEHT
an
BblAaBLUe
M ero
opraHe
1 2 3 4 5 6 7 8 9 10 11 12 13 14
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NMPUNOXXEHUE 8
(HanmeHoBaHWe opraHusawmmn)
YTBEPXOAIO

PykoBoauTtensb « »

( )

(nognuce)  (©.1.0.)

« » r.

M.T1.

« » r. Ne

OOJPKHOCTHAA MHCTPYKUNA
nroTHuKa 2, 3, 4, 5, 6, 7 paspagos

(HanmeHoBaHMe nogpasgeneHus pabotogaTtens)
1. OBWME NMONOXXEHNA

1.1. MNMnoTHuK (ganee — PaboTHWMK) OTHOCUTCS K paboynm.
1.2. Hactoqwas gOomKHOCTHAs MHCTPYKUMS onpefensieT yHKUNOoHanbHble 0653aHHOCTH,
npaBa M OTBETCTBEHHOCTb PaboTHuKa npwu BbINOMHEHMM paboT Mo cneunanbHOCTU U
HenocpenCTBEHHO Ha paboyeM MecTe B « » (nanee — PaboTtogaTens).
1.3. PaboTHWK Ha3Ha4aeTca Ha LOSMKHOCTb U OCBOBOXOAeTCs OT OOSHKHOCTU MpUKa3om
PaboTtogatens B yCTaHOBMEHHOM [OEWCTBYIOLWWM TPYAOBbIM  3aKOHOOATENbCTBOM
nopsiake.
1.4. PaboTHMK Nog4YnHAETCS HEMNOCPEACTBEHHO
1.5. PaboTHUK gomKeH 3HaThb:
2-n paspsaga.
OcHoBHblIE BUObI NPUMEHSAEMbIX flecomaTepuanoB W CBOWCTBA APEBECHHbI; CNOCcobbl
rpybon obpaboTkm necomatepuanoB; npaBuna obpalleHust C aHTUCENTUYECKUMU U
OrHe3alnTHbIMWU COCTaBaMM W MNPUEMbl MOKPbITUS VMW  OEpeBSHHbIX AeTanen u
KOHCTPYKUUIN C NOMOLLBIO KMCTEN; CNOcoObl pa3bopkm NPOCTbIX AEPEBAHHBIX KOHCTPYKLMIA
N UX OYUCTKW; NpaBua nepemMeLLeHns U CKnagupoBaHWA rpy3oB Marnon macchbl; BuAbl
PYNMOHHBIX W LWTYYHbIX KPOBENbHbIX MarepuanoB; crnocobbl pas3bopkn NPOCTbIX
KpOBEMbHbIX NOKPbITUN U3 PYMOHHbIX U LUTYYHbIX MaTepuarnos.
3-1 paspsaga.
OcHoBHblE MOpOAbl M MNOPOKA APEBECUHbI; YCTPOWCTBO  3NEKTPUEPULMPOBAHHOIO
WHCTPYMEHTA U NpaBuna ero NpUMeEHEHUs; NpUeMbl YNCTOM OCTPOXKWU fiecomaTepunarnos;
npaeuna obTtecbiBaHMA OpeBeH, 3aroTOBKM OAMHOYHbLIX CBal M OLHOCTOEYHbIX OMop;
crnocobbl 3aroToBKM MPSAMOSIMHENHBIX LMTOB onanybkn 1 neperopofdoKk nog LWTYKaTypKy;
cnocobbl YCTPOMCTBA LOKOMEN, AOLATbIX HAaCTUOB, Neperopofok, YepHbiX OBLUMBOK U
3M1EMEHTOB KpbliLl; cnocobbl MPUroTOBAEHNSA aHTUCENTUYECKUX U OrHEe3aLUTHbBIX COCTaBOB;
YCTPOMCTBO MNpPUCNOCOBNEHNA ANs  HaHeCeHUs YMNNOTHUTENbHOW MaccCbl; Cnocobbl
HaHECEeHNA  aHTUCEeNTUYECKMX W  OrHe3allMTHbIX COCTaBOB KpackonynbTamu U
pacnbINUTENSMU; OCHOBHblE CBOWCTBA PYJIOHHbBIX WU LUTYYHbIX KPOBESbHbIX MaTepuaros;
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cnocobbl pa3meTKM MPOCTbIX KPbil W MOKPbITUS MX HACyXO PYSIOHHbIMW M LUTYYHbIMU
KpOBENbHbIMW MaTepuanamu.

4-n paspsa.

OCHOBHble 3reMeHTbl [OepeBAHHbIX YacTen 34aHUN N OepPeBAHHLIX KOHCTPYKUMA U
TpeboBaHUA, npeabsBnseMble K WX KayecTBy; cCnocobbl yCTPOMCTBA KapKacoB CTEH,
YNCTbIX OBLUMBOK M BPEMEHHbIX COOPYXEHWUW; CnocoObl 3aroTOBKW LUMYHTOBbLIX CBaW;
cnocobbl  coeguHeHWa  geTanen  npocTbiMu  Bpybkamu;  cnocobbl  Cyxoro
aHTUCENTUPOBaHUS; CMocobbl  NPOMUTKM  OEePEeBSAHHbIX  KOHCTPYKUMA W geTanen
aHTUCENTUYECKMMN WU OrHEe3aWMTHbIMXM COCTaBaMuM B BaHHax; Cnocobbl pasmeTkn U
MOKPbITUA KpbIWw; TpeboBaHWs, NpeabsBrseMble K KayecTBY LITYYHbIX KpPOBESbHbIX
MaTepuanoB 1 NOKPbITUNA; YCTPOUCTBO MOHTaXHbIX MOPLUHEBbLIX NMUCTOMNETOB U NpaBunia nx
aKcnnyaTaumm.

5-n paspsaga.

Cnocobbl pa3mMeTKn U U3roTOBMEHUS CIIOXHbIX AEPEBAHHBIX KOHCTPYKUUIN, COEANHEHUI U
BpyOOK; npaBuna 4TeHust paboymx 4YepTexem Ha YCTPOWCTBO AEPEBSAHHOM onanyobkw,
9M1IEMEHTOB N KOHCTPYKUMI COOPHbIX 34aHWI; YCTPOMUCTBO TaKenaXKHbIX NPUcnocobnenuni,
NpPUMEHSEMbIX NPU YCTaHOBKE AepPEBSAHHbIX KOHCTPYKLMIA; CNOCOBbI NPONUTKN AePEBSAHHbIX
KOHCTPYKUUN 1 geTanen aHTUCENTUYECKMMWN U OrHe3alUTHBIMU COCTaBamMu C MOMOLLbIO
KOMMNPECCOPHbIX YCTaHOBOK.

6-1 paspsaga.

Cnocobbl COOPKM W YCTAHOBKM CHOXHbIX AEPEBAHHbIX KOHCTPYKUWA  UHXEHEPHbIX
COOPYXXEHWUN; KOHCTPYKUMIO M CNOoCcobbl YCTPOMCTBA BbIMOMHSAEMbIX BMAOB onanybku;
cnocobbl  M3roTOBMEHUS WHBEHTaPHbIX LWAGMOHOB KPYMHOPA3MEpPHbIX 3MEMEHTOB
CTPOMTENBHbIX KOHCTPYKLUUA.

TpebyeTcs cpegHee npodeccunoHansHoe obpas3oBaHue.

7-n paspsaga.

Cnocobbl M3roTOBMEHUSI CIIOXHbIX MAOTHUYHBIX W3OENMA U 3NEMEHTOB KOHCTPYKLMWN;
cnocobbl BbINOMHEHNSA CITIOXHbIX COEANHEHWI 1 BPYOOK.

TpebyeTca cpeagHee npodeccuoHanbHoe obpa3oBaHue.

1.6. B nepuog BpemeHHOro otcytcTBus PaboTHuka ero o6s3aHHOCTM BO3naralTcs Ha
(oomKkHOCTD).

2. QYHKUMOHAIBbHBLIE OBA3AHHOCTU

2-1 paspsa.
BbInonHeHe MAOTHUYHBIX U onanybo4yHbix paboT. BeinonHeHne paboT npu ycTtponcTee
PYNOHHbIX KPOBESb HAaCyX0 C NPOLLUMBKOW FBO3ASAMM M KPOBESb M3 LUTYYHbIX MaTtepuaros.
O6paboTka necomatepmarnoB BpYYHYK: MOMEpPeYHoe nepenunmuBaHne,  OKOpPKa,
obTtecbiBaHMe. Cmas3ka HakatoB 1 onanybkn. Obmaska KACTbIo OEePEBAHHbIX KOHCTPYKLMIA
M pgetanen aHTUCENTUYECKMMW U OrHe3awmTHbiMM cocTaBamu. Ocmornka, obuBka
BOWSIOKOM W TONIEM 3fEMEHTOB [OEPEBSHHbLIX KOHCTPyKumin. Pasbopka onanybku
dyHOaMEHTOB, CTEH 1 neperopoaok. Pasbopka 3abopoB, MOCTUKOB 1 HAcTMnoB. Pasbopka
nonos, nogbopos n HakaToB. Paszbopka 3abopHbIXx cTeHOK. OuncTka onanybkmn ot 6eToHa U
pactBopa. OuucCTKa PYSOHHbIX KPOBEfMbHbIX MaTepuanoB OT nocbinku. CopTUpoBKa
LUTYYHbIX KPOBENbHbIX MaTtepranoB. KoHonaTka CTEH U OKOHHbIX NPOEMOB.
3-1 paspsa.
BbinonHeHve nNOTHMYHBIX M onanybo4yHbiXx paboT. [MOKpbITUE HACyxO KpbIW NPOCTOM
POPMbI PYFNIOHHBIMU W LUTYYHBIMU KPOBESTbHBIMW MaTepuanamu.
1. O6wecTponTenbHble paboTbl.
M3roTtoBneHne npocTbiX WMTOB [AN9 Meperopogok nog LwWTykKaTypky. YCTpPOWUCTBO
obpeweTkn. lNpogonbHoe pacnunuBaHme matepuanoB. Pasbopka BpEMEHHbIX 34aHUMN.
O6LwmBKa CTEH 1 NOTOSMKOB NOZ LUTYKATYPKy M 0BNMUOBKY. YCTPONCTBO HMXXHENO A0LATOro
HacTuna B AOBYXCMOWHbIX Mnofnax (YepHbliX MOMOB). YCTaHOBKa MIMHTYCOB W ranTtenemn.
YCTPONCTBO 3abUPKMU N PEMOHT LOKONEN. 3anofiHEHNE CTbIKOB YNIIOTHUTENBHON MacCOW.
238



YCTPONCTBO BPEMEHHbIX 3a60p0OB 1 BOPOT. HaHeceHne aHTUCENTUYECKMX N OTHE3ALUUTHbBIX
COCTaBOB Ha [OepeBsiHHble KOHCTPYKUMW W OeTanu KpackomnyrbTaMyv U pacnbiivTenamu.
YCTPOWCTBO AepeEBSHHbIX BOOOCOOPHbIX KONOALUEB, JTOTKOB U T.M. 3roToBneHne n pemMoHT
NpOCTOro CTpouUTenbHOro uHBeHTaps. O6TecbiBaHMe OpeBeH Ha KaHTbl W HaKpPyrno,
obGTecbiBaHME KPOMOK OOCOK M NnacTtuH. 3aTecka KOHLOB 6GpeBeH. Yuctasi ocTpoxka
necomartepuarnos, Bbibopka nasoB, rpebHen n yetsepten. Ob6paboTka necomaTtepuanos
ANEKTPUPULNPOBAHHBIM MHCTPYMEHTOM. Pasbopka obpelueTkn n OepeBAHHOM KPOBMW.
Yknagka nexxHen n gowatoro Hactuna. Marotoenenune nnaey4yero pewtoaHus. O6wmBka
CTEH psXXen 1 negopesoB AOoCKaMu. 3aroToBKa OAMHOYHBIX CBaW, HacaXuBaHWe Ha cBau
6yrenen n 6awmako. OTNMNMBaHME rOMOB CBaM M Bepxa LUMNYHTOBbIX pAOoB. 3aroToBka
OLHOCTOEYHbIX ONOpP NMHWUIA CBA3N K anekTponepegayn. OTaernka NOBEPXHOCTEN CyXOM
WITyKaTypkon. [lOKpbITUE WU PEMOHT OAHOCKAaTHbIX M LMMUOBbLIX KPblW PYOHHBIMU
MaTepuanaMmm Hacyxo C MNPULUMBKON rBO3ASIMW, acOGEeCTOLEMEHTHbIMW JIMCTaMn UK
nnuTkammn (LWmMdepom) N PEMOHT KPOBESIbHbBIX MOKPLITUN M3 3TMX MaTtepuanoB. Obaenka
CBECOB 1 NpuMbIKaHnin. Pazbopka nogMocTen.
2. Onany6o4Hble paboTbl.
N3rotoBneHne n peMoHT WNTOB onanyobkn NpsiMOIMHENHOrO odepTaHms (MPSIMOYrofbHbIe
N KOCOYroSibHbl€) W MPSAMOMMHENHbIX 3reMeHTOB onanybkm Bcex BMOOB. 3aroToBka
NPOCTbIX 3N1IEMEHTOB NECOB, NogaepXuBarowmx onanybky, 6e3 HapawwmBaHus. Pasbopka
onanybkn nepekpbiTMiA, 6anok, KOMOHH, negopes3oB, 06ano4YHOro npPOSIETHOrO U
HaapO4yHOro CTPOEHUsSI MOCTOB.
4-n paspsa.
BbinonHeHne NNOTHUMYHBIX U onanyboyHbix paboT. [MoKpbITME KpbilW  LUTYYHbIMU
KpOBENbHbIMW MaTepuanamu.
1. O6wecTpouternbHble paboThbl.
YCTpPONCTBO AepeBsiHHbIX neperopogok. Coopka M MOHTax M3 OEpeBSAHHbIX OeTanewn,
9NIEMEHTOB UM KOHCTPYKUUIN XWAbIX W MNPOMbIWMEHHbIX 34aHWA. 3arotoBka, cOopka,
yCTaHOBKa, pa3bopka M CMeHa MmayapnaTtoB u cTtponun. Pybka BHYTPEHHUX CTeH u3
OpeBeH. YCTPOMCTBO BPEMEHHbBIX COOPYXEHWUW: Teppac, BepaHa, TambypoB, Kpbineu, a
TaKke HaBecoOB, CapaeB, CTOPOXEBbIX OyAOK, KOHTOP, NMPOXOAHbIX, Ky6OBbIX, AyLIEBbIX,
ybOpHbIX. YCTPOMCTBO W CMEHa [OEepPeBSIHHbIX OCHOBAaHUM U CTynbeB. YCTPOWUCTBO
KapKacHblXx CTeH. Ymuctas obwmBka CTEH M MNOTOMKOB. YCTPOWCTBO, MEpecTunka wu
crnnaynBaHne BeEPXHUX [OOWATbIX MNOKPbITUMA (YUCTbIX MOMOB) U3 OTAENbHbIX [LOCOK.
YCTpOMCTBO NONOB U3 BpYCKOB, KNEEeHbIX LNTOB, A4PEBECHO-BOMOKHUCTLIX MANT, TOPLOBOWN
LWaLIKN, U3 LPEBECHO-CTPYXEYHbIX MAUT C 3afenkon CTbikoB. KpenneHue CTonsipHbIX
n3genum K xenesobeToHHbIM AeTansiM C MOMOLLbIO MOHTaXHbIX MOPLUHEBbLIX MUCTONETOB.
YcTaHoBKa OKOHHbIX U ABEPHbIX KOPOBOK, BOKOB M MOAOKOHHBLIX AOCOK, MMAAaCTUKOBLIX U
MaHcapAHbIX OKOH. YCTaHOBKa ABEpen NTaMUHUPOBAHHLIX C TENECKONNYECKON KOPOOKOW.
YCcTaHOBKa Meperopofok rUNCOKAPTOHHbLIX. YCTPOMCTBO 4MCTbIX 3abopoB. Cyxoe
aHTUcenTMpoBaHuWe. AHTUCENTMYEeCcKad W  OrHesawMTHas nponuTka AepeBAHHbIX
KOHCTPYKUMN W [eTanen B BaHHax. YCTaHOBKa OaHaaxenW Ha CTonbbl M CTynbs.
M3roToBneHue, yknagka, pasbopka n cmeHa nar, 6anok n nporoHoB. CMeHa MeXaTaXHbIX
N YepaayHbIX NEepPeKpbITUA. YCTPOMCTBO NOAMOCTEN, NECOB U 3cTakan 6e3 HapalwmBaHus
ctoek. MoHTax 65104HbIX MOAMOCTEN. PEMOHT KapKacCHbIX CTEH, NOJIOB M AO0LLATON KPOBIW.
YCTPONCTBO COMPSKEHWUIA MOA YrAOM C MOMOLLBbD BPYyOOK, NnacTMHYaTbIX Harenem wu
LLUMNOHOYHbIX COeQMHEHUN. YCTPONUCTBO AEPEBSHHbLIX NIEQ0PE30B U cTanesnen. YCTponcTeo
lWNanbHbIX KMEeTOK Nopg TSXKeNnoBeCHble KOHCTPYKUuuMM un obopyaoBaHue. BbinpaBka u
NOAKNUHMBAHME HaKaTOYHbIX MyTEeW NpU HaABWMXKKE MPOMETHbIX CTPOEHUA MOCTOB.
M3rotoBneHne M nocTaHOBKa CXBAaTOK MO CBasiM WM CTOMKaM, BKNagbllen U 3aTsXek,
NMOAKOCOB, PAacCKOCOB W CTponun nefopesoB. M3rotoBneHve purenen u  ycTaHoOBKa
LLUINOHOYHbIX BpyCcbeB MO CcBasM. YCTaHOBKa HOXa negopesa. Yknagka ynopHboix 6pycbeB C
3aKkpenneHnem ux Hacagkamu. M3rotoBrneHue u yknagka MayapnaTHbix OpycbeB Ha
Onopbl, MOMEpPeYnHbl N OXPaHHbIX, KONecoOoTOONHbIX OpycbeB. 3aroToBka AepeBAHHbIX
LUNYHTOBbLIX CBah W naketoB. M3rotoBneHme u noctaHoBka noababkoB (npupyoos).
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Yknagka Hacagok MO MasyHbIM CBasiM WM LWINYHTOBOMY psagy. 3arotoBka um cbopka A-
06pasHblX, TPEexXCToeyHblX U [1-06pasHbiX AEpeBSHHbIX OMOP fWMHUA  CBSA3U U
anektponepedayn. [loKpblITUE U  PEMOHT TpeX- U YeTblpexcKaTHbIX LUATPOBbIX,
MaHcapAHbIX, BanbMOBbIX, T- u [-06pa3Hbix B nnaHe Kpbiw acbecToueMeHTHbIMM
nuctamm n nnutkammn (wndgepom). Obgenka cBecos, NPUMbIKAHUIN, KOHbKOB, pebep wm
CNyXOBbIX OKOH. YCTPONCTBO AepeBAHHbIX KapkacoB 4151 NOABECHbIX NOTOSIKOB BCEX TUMNOB
N OBLLMBKM CTEH. YCTPONCTBO NOABECHbIX MOTOMKOB MO AEePEeBSHHbIM Kapkacam M3 NANTOK
«aKMurpaH», antoMmHneBbiX NnuT, namt AT n 1.n. O6wmBKa CTEH U NOTOMKOB APEBECHO-
BOSIOKHUCTBIMU U OPEBECHO-CTPYXEYHbIMU NnuTamu (Kpome AekopaTuBHbIX). YCTaHOBKa
ManbiX OPM, U3rOTOBIIEHHbIX B 3aBOACKNX YCINOBUSIX.
2. Onany6o4Hble paboTbl.
YCTpoMCTBO necos, nogaepxuearomnx onanybky. YcTtaHoBKa onanyOkm KOMOHH, Ganok,
NAUT NEPEKPbLITUN, CTEH U NePeropoaok, PyHAaMEHTOB, MAacCMBOB, CTOEK pam U NPOrOHOB.
N3roToBneHne n yCcTaHOBKa KpyXXan JOMKPATHbIX paMm, 3arfyLimvH, WMTOB AN CKONb3sLWen
onany6bkn n paboyero HacTuna. N3rotoBneHne n pEMOHT LWNTOB onanybkn Ans MaccrMeoB
MOPCKUX TMAPOTEXHUYECKUX COOPYXKEHUMA C MPOAOSIbHBIMA WM MOMEPEYHBbIMU JIHoKaMu U
KpynHONaHenbHbIX WMTOB onanybkn ¢ pebpamu. YCTPOMCTBO HACTUIOB B MTMOKMX LIBax 13
AO0COK 1 bpycbeB. Pasbopka onanybku apok, Kynonos, cBOA4OB, 060n04ek, pe3epByapos,
6akoB, ByHKepoB, CnMpanbHbIX Kamep, oTcacbiBalOWMUX M nogBogawmx Tpyd, a Takke
necos, NoggepXxmBaroLLmMx onanyoky. YCTpOMCTBO NogBECHON onanybku nepekpbiTUn.
5-1n paspsaga.
BbinonHeHne NAOTHUYHBIX 1 onanyboYHbIX paboT.
1. O6wecTpouternbHble paboThbl.
Pybka HapyxHbIXx CTeH M3 OpeBeH u cbopka OOMOB n3 GpeBeH, OpyCbeB WU LUUTOB.
N3roToBneHne KrneeHblX KOHCTPYKUMMA Ha Bpybkax, Harensix, rsosgesblX, ©60NTOBbIX M
LUMOHOYHbIX coefuHeHuax. Cbopka u ycTaHOBKa MOABECHbLIX CTPONUI M CTPOMUIbHbIX
depm, a Takke apok u 6anok nponetom Ao 15 M. YCTPOWCTBO CBETOBbIX (POHApPEWN.
YcTponcTeo u pasbopka NecoB 1 3cTakaj ¢ HapawmBaHmeM ctoek. CMeHa BEHLOB CTEH U3
O6peBeH n OpycbeB. [lpope3ka n 3agenka NPoOemMoB B CTeHax M3 OpeBeH u BGpycbes.
MponuTka gepeBAHHbIX KOHCTPYKUUM M AeTanen aHTUCENTUYECKUMMU U OrHe3alMTHbIMMI
cocTaBaMn C NOMOLLbIO KOMMPECCOPHbIX YCTAHOBOK. N3roToBrneHne 1 yCTaHOBKa paMHbIX
onop. N3rotoBneHne n cbopka NponeTHbiXx cTpoeHun 6anodHbix MocToB. CHopka psxken
n3 6pycbeB 1 pybka psxen ns 6peseH. N3rotoBneHne, yknagka 1 NoCTaHOBKA 3f1IEMEHTOB
KOHCTPYKLMIA MOCTOB-CTOEK, NOAKOCOB, pUrernien, nporoHoB, NOAKOCHbLIX NogyLlek, nepun u
NPOTMBONOXapHbIX Nnowanok. lNepeaBukka, CNycKk Ha BOAY M YCTaHOBKa pshKen B CTBOP
coopyxeHunsa. WarotoBneHne un cbopka [OepeBsHHbIX KonpoB. 3arotoBka M cbopka
AepeBsiHHbIX Al-06pa3sHbiX ONop NMHWUIA CBA3N N anekTponepeaayn.
2. Onany6o4Hble paboTsbl.
YcTponcTtBo onanybku ranepen, pesepsyapoB, 6akoB, OyHKEPOB, puUrenen, BbICOKMX Onop.
Cbopka M ycTaHOBKA Ha MeCTO Kpyxan MOCTOB npornetom o 50 M. YcTpoucTso
MHOrOrpaHHoOM N KPUBOJIMHEMHOW onanybkn. YCTPOMUCTBO onanybknm KONOHH NepeEMEHHOro
ceyeHus. YkpynHuTernbHast cbopka ONOpPHbIX KOHCTPYKUUI OTCaCbIBalOLWMX U NOABOASLLMX
Tpy6 M cnupanbHbIX kKamep. YCTaHOBKa WM KpenneHve 6ontamu v ynopHbeiMn Gpycbsimm
LWMTOB OOKOBLIX MOBEPXHOCTEN onanybku sikopen. M3rotoBneHne u yknagka KOCSIKOB B
onanybky apo4HbiXx MOCTOB. PeMOHT onanybo4HbIX KPUBOSIMHENHbIX, KPYNHOMAHENbHbIX
LLINTOB.
6-1 paspsa.
BbinonHeHne cnoxHbix onanybo4yHbix paboT. YCTponcTeo onanybkn ceogoB, 060104ek u
kynonos. C6Bopka M ycTaHOBKa Ha MEeCTO KpyXan MOCTOB MNpofieTom cBbiwe 50 M.
M3rotoBneHme wabnoHoB Onsi pasMeTKn KOcAKoB Kpyxkan. Cbopka kopoGoB onanybku
apok. Cbopka n yctaHoBKa CTpouTenbHbIX depm 1 6anok cebiwe 15 m.
[ormkeH 3HaTb: cnocobbl COOPKM W YCTAHOBKW CHOXHbBIX OEPEBSHHbLIX KOHCTPYKLMM
NHXXEHEPHbBIX COOPY>XEHUN; KOHCTPYKUMIO M Cnocobbl YCTPOMCTBA BbIMOMHAEMbIX BUOOB
onanybku; cnocobbl W3rOTOBMIEHUS MHBEHTAPHbIX LWABMOHOB  KpynHOpPa3MepHbIX
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SNEMEHTOB CTPOUTENBHbLIX KOHCTPYKLIIA.

TpebyeTca cpeagHee npodeccrnoHanbHoe obpasoBaHue.

7-n paspsaa.

BbinoNHEHME CNOXHbIX NNOTHUYHBLIX PAabOT B MaroaTaXXHOM KOTTEO)KHOM CTPOMTENbCTBE,
a Takke Npu pecrtaBpauMmM MNaMsTHUKOB [OEPEBSIHHOrO 3044ecTBa B CTPOUTENbLCTBE
YHMKanNbHbIX O00BEKTOB. WM3roToBneHne wu pecraBpaunsi AEPEBSIHHbIX KOKOLLHMKOB,
HaNM4YyHUKOB, NMOMOTEHEL, N APYTNX CIOXHbLIX 3NIEMEHTOB MO rOTOBLIM 0Opasuam, YepTexam
N 3CKn3am.

3. NMPABA

PaboTHUK nmeeT npaBo Ha:

— npegocTaeBneHne emy paboTbl, 06yCcnoBNeHHON TPYAOBLIM AOFOBOPOM;

— paboyee MecTO, COOTBETCTBYKOLLEE FOCYAAaPCTBEHHbIM HOPMAaTMBHbLIM TpebOBaHUAM
OXpaHbl TpyAa 1 yCroBusM, NPeayCMOTPEHHbBIM KOMNNEKTUBHbLIM AOrOBOPOM;

— MNOJIHYO JOCTOBEPHYHO MHPbopMaLmio 06 ycrnosusax Tpyaa u TpeboBaHMsX oxpaHbl Tpyaa
Ha paboyem mecTe;

— npodbeccrnoHarbHy NOArOTOBKY, NepenoaroToBKy U NOBbILLEHME CBOEW KBanudukaumm
B nopsagke, yCTaHOBIIEHHOM TpyaoBbiM KogekcoM PP, nHbiMn dheiepanbHbIMU 3aKOHaMK;
— Nony4YyeHve maTepuanoB 1 JOKYMEHTOB, OTHOCSLLMXCS K CBOEN AeATerNbHOCTY;

— B3aMMmogenctevme C Apyrumm nogpasgeneHuamum PabotogaTtensa nns  pelleHus
onepaTuBHbIX BOMPOCOB CBOEN NpoeccnoHansHom AeaTenbHOCTHU.

4. OTBETCTBEHHOCTb

PaboTHWK HeceT OTBETCTBEHHOCTb 3a:

4.1. HeBbINnonHeHne cBOMX PYHKLMOHANbHbIX 06S93aHHOCTEN.

4.2. HegocTtoBepHy0 MHGOPMAaLMIO O COCTOAHUM BbINONIHEHNS paboThbl.

4.3. HeBbINOMHEHWE NpUKa3oB, pacnopsKeHni n nopyveHnin Pabotogartens.

4.4. HapylweHve npaBus TeXHMKM 6e30nacHOCTM U MHCTPYKUMM MO OXpaHe Tpyaa.
HenpuHaTne Mep N0 nNpeceyeHuo BbISBNEHHbIX HapyLEeHUWW npaBun  TEXHUKK
6e3onacHOCTW, NPOTUBOMOXaPHbLIX M APYIMX NpaBui, CO3OalLWKUX Yrpo3y AeaTernbHOCTU
PaboTogaTens n ero paboTHuKam.

4.5. HecobnogeHne TpyaoBon ANCLUNIINHGI.

5. YCITIOBNA PABOTHI

5.1. Pexum pabotbl PaboTHuka onpegensietca B COOTBETCTBMM C NpaBuiiamu
BHYTPEHHErO TPYAOBOro pacnopsiaka, yctTaHoBneHHbiMu y PaboTogaTtens.

5.2. B cBsA3M C npom3BOACTBEHHOM HeobxoamMmocTbio PaboTHuK o06s3aH Bble3kaTb B
cnyxebHble KOMaHANPOBKK (B T.4. MECTHOIO 3HAYEHUS).

5.3. OueHka paboTbi:

— perynsdpHas — OCYyLWEeCTBNseTCA HEenoCpeacTBEHHbIM pPyKOBOAMUTENEM B MpoLecce
ncnonHeHns PaboTHNMKOM TpyaoBbIX QOYHKLNNA;

(yka3aTb nopsiaoK M OCHOBAHUS A4St UHbIX BUOOB OLEHKU paboThl)

[lomKHOCTHas MHCTPYKUMSA pa3paboTaHa Ha
OCHOBaHUM

(HaMmeHoBaHuWe, HOMEpP U AaTa LOKYMEHTA)

PykoBOAMTENb CTPYKTYPHOIO
nogpasaeneHus
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(MHMUMansl, amunus)

« » l.

CornacosaHo:
Opuandeckas cnyxba

(MHMUMansl, amunus)

& » I.

C WHCTPYyKUMEN O3HAKOMITEH:
(MnN: NHCTPYKUMIO NONYYNIT)

(MHMUMansl, amunus)

& » r.
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NMPUNOXEHMUE 9

YHudmumposaHHas ¢popma Ne T-3
YTBepxaeHa noctaHoBneHnem fockomctata PO
oT 5 aHBaps 2004 r. Ne 1

Kon
dopma no|
OKYLO 0301017
no
OKI10
HanmMeHoBaHWe opraHm3aLmm
Homep JaTta
OOKYMEHTa | CoCTaBneHns
LUTATHOE PACINMMNCAHUE YTBEPXOEHO
Mpukasom « w 20 r. Ne
opraHusauum ot T
Ha e 2 Wrat 8 eVHU
nepuoa 0 Konu4yecrtse AvHALY
C1pykTypHOE [omkHoCTb
Konuyects| TapudHas Hapn6asku, py6 Bcero, py6
nogpasgenexHuve (cneumanbHOCTb, o caa(l_fxa A Py (p. 5 + rp.p6y+ rp. | MpumeyaH
npocecens), paspan, WwTaTtHbIX |(oknag) v np., 7+ ne
HanMMeHoBaHue Kog Knacc (kateropus) R 6 . 8)
KBanudukaumm AvHAL Py -
1 2 3 4 5 6 7 8 9 10
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NToro

PykoBoauTtenb kagpoBom

CNyX0Obl
AOMKHOCTb NMYHas noanuch paclwmdpoBka
noanucu
naBHbIM Oyxrantep
NWYHas nognuch paclmdpoBKa NOANUCH
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NMPUNOXEHUE 10

YTBEPXOEHO YTBEP>XXOEHO

"eHepanbHbIM OUPEKTOPOM O6wwum cobpaHmem paboTHUKOB
3A0 «PycknumaT» 3A0 «PycknumaT»

npukas Ne 44 ot 24.07.2013 npotokon N 1 ot 24.07.2013

{A.T". BaHOB/

NPABUNA
BHYTPEHHEIO TPYJOBOIO PACIMOPAOKA
3AO0 «Pycknumar»

r. CapatoB
2013r.

1. O6wue nonoxeHusa

1.1. lNpaBuna BHYTpPeHHero TPyZOBOro pacnopsifika — JNoKanbHbIW HOPMATUBHbLIA aKT
O6wecTtBa, pernameHTUpyLWnn B COOTBETCTBUN C TpyaoBbIM KOAEKCOM P® u MHbIMU
denepanbHbIMU  3aKOHaMK  MOPSAOK NpYemMa U yBOMbHEHUS PabOTHUKOB, OCHOBHbIE
npaesa, 0693aHHOCTM M OTBETCTBEHHOCTb CTOPOH TPYAOBOro AOroBopa, pexum paboTbl,
BpeMs oTAbIxa, NpUMeHsieMble K paboTHMKaM Mepbl NMOOLUPEHUS M B3bICKaHUS, a Takke
WHble BOMPOCHI, CBA3aHHblE C perynupoBaHMeM TPYAOBbIX OTHOLIEHWA B aKUMOHEPHOM
obwecTse (aanee - Ob6wecTteo nnn PaboTtoaatens).

1.2. lpaBuna BHYTPEHHEro TPYAOBOro pacnopsgka WMET uenbko cnocobcTBoBaTb
YKpEenneHuto TpyaoBOW AUCUMMIWHBI, OpraHuM3aumm Tpyga Ha Hay4yHOM OCHOBE,
paunoHanbHOMY WCMOMb30BaHMIO paboyero BpemMeHu, BbICOKOMY KayecTBy paboTbl,
NOBbILLEHMIO MPON3BOAUTENBHOCTU Tpyaa U 3PEKTUBHOCTN NPOU3BOACTBA.

1.3. OucumnnuHa Tpyaa — 3TO HE TONMbKO CTporoe cobniogeHne npaBui BHYTPEHHEro
TPYAOBOrO pacnopsgka, HO U CO3HaTernbHOe, TBOpYECKOe OTHOLEeHME K cBoen pabore,
obecneyeHne ee BbICOKOrO KayecTBa, NPOU3BOAUTENbHOE WUCMONb3oBaHMe paboyero
BPEMEHMN.

Tpynosas aucuunnuHa obecnevvBaeTcs co3gaHMeM HeobXOo4MMbIX OpPraHU3auWOHHbIX U
9KOHOMWYECKMX  YCMOBUW ANS  HOPManbHOM  BbICOKOMPOM3BOAUTENBHOM  paboThl,
CO3HaTemNbHbIM OTHOLIEHMEM K Tpydy, MeTodamu yOexAeHus, BOCMUTaHUS, a Takke
noowlpeHmem 3a pobpocoBecTHbin Tpyd. K Hapywwutenam TpygoBOWM AUCUUNIIMHGI
NPUMEHSAOTCA MEPbI AUCUMMIMHAPHOIO U 0BLLECTBEHHOrO BO34ENCTBUS.

1.4. Bonpocsbl, CBS3aHHbIE C NPUMEHEHMEM MPaBUST BHYTPEHHEro Tpy4oBOro pacnopsiaka,
pewatotca Pabotogatenem B npegenax npedocTaBfeHHbIX eMy Mpas, a B Cry4as,
NpeayCMOTPEHHbIX OENCTBYHOLUM 3aKOHOO4ATENbCTBOM, — W NpaBuramMu BHYTPEHHEro
TPYAOBOro pacnopsiaka.

2. Mopsigok npuema 1 yBorbHEeHNsi paboTHUKOB

2.1. PaboTHMKM peanuayloT NpaBo Ha TPyA MyTEM 3aKMYEHUS] MUCbMEHHOrO TPyAOBOroO
A0rosopa.

2.2. lNMpw 3aknoyeHnn TpyaoBOro AOroBopa fnvuo, NocTynarllee Ha paboTy, NnpeabaBnseT
B otaen kagpos ObuiecTsa:

1) nacnopT WnM MHOW AOKYMEHT, Y4OCTOBEPSAIOLLNIA NMUYHOCTb;

2) TPyOOBYIO KHWXKY, 3a UCKMOYEHMEM CryyaeB, Korga paboTHMK nocTynaet Ha paboTty
BMNEepBbIE€ NN Ha YCIOBUSIX COBMECTUTENBCTBA;
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3) OokymeHT 06 obpasoBaHuK, KBanNnUMUKauMm UM Hanuumm cneumanbHbIX 3HaHWN Npu
nocTynneHMm Ha paboty, Tpebylouwyo cneumanbHbIX 3HaHWA UAWM  CcleumanbHON
NnoaroTOBKY;

4) cTpaxoBoe CBMAETENbCTBO rocy4apCTBEHHOINO NEHCUOHHOIO CTPaxoBaHUS;

5) AOKYMEHTbI BOMHCKOIO yvyeTa — Ansi BOEHHOODA3aHHbIX U NuL, NoAnexalimx npusbiBy
Ha BOEHHYIO CNyx0y.

Mpn 3aknw4eHn TPyOooBOro [JOroBopa BMepBble TpyaoBad KHUMXKA W CTpaxoBoe
CBMAETENbCTBO rOoCyAapCTBEHHOIO MEHCUOHHOrO CTpaxoBaHUs OGOPMIIAIOTCA OTAENOoM
kagpos ObuiecTBa.

Mprem Ha paboTy 6e3 NpeabsBreHns yka3aHHbIX AOKYMEHTOB HEe A0OMycKaeTcsl.
3anpewaetca TpeboBaTtb Npu npueme Ha paboTy AOKYMEHTbI, NpeacTaBreHne KOTOpbIX
He nNpeyCMOTPEHO 3aKoHOAAaTEelTbCTBOM.

Mpuem Ha paboTy odopMnsieTcss NpUKasoM (pacrnopsXeHnem) reHepanbHOro AnpekTopa
O6wecTBa, n3gaHHbIM Ha OCHOBaHMM 3aKMOYEHHOro TpyaoBoro gorosopa. CoaepxaHue
npukasa QOMMKHO COOTBETCTBOBATbL YCOBUAM TpyZAoBOro gorosopa. lNpukas o npueme Ha
paboTy 0bbsaBngeTca paboTHWMKY No4 pacnucky B 3-4HEBHbIA CPOK CO AHSA MOAMNMCaHUS
TpygoBoro pgorosopa. [lo TpeboBaHuio paboTHMKaA eMy MOXeT ObiTb BblgaHa Konus
npukasa (pacrnopsbkeHuns). Pasmep onnaTbl Tpyda yCTaHaBNMBAETCHA COrMacHO LWTaTHOMY
pacnucaHuio.

dakTnyeckm gonyck K paboTte cuuMTaeTca  3akf4vyeHMeM  TPyAoOBOro  Orosopa
He3aBMCUMO OT TOoro, Bbin Nu Npuem Ha paboTy ohopmneH Hagnexawmm obpasom.

2.3. lNMpun ycTaHoBneHun cpoka obydeHust Ha paboyemM mecTe ¢ pabOTHMKOM 3aKno4vaeTcs
YYEHNYECKNUIN OOroBop Ha npodeccmoHanbHoe obyyeHne B COOTBETCTBUM C TpyaoBbIM
kogekcom P®, [lonoxeHvem O nNOArOTOBKE rMepcoHana W ApYyruMu  foKanbHbIMU
HopMaTuBHbIMK akTamm ObLlecTea.

2.4. Mpun noctynneHun paboTHMKa Ha paboTy unu Npu NepeBoae ero B yCTaHOBIIEHHOM
nopsiake Ha apyryto paboTty Pabotogatenb 06a3aH:

1) o3HaKOMUTb paboTHMKa C NOpyYEHHOM PaboTon, YCNoBUAMKU Tpyaa, PEXMMOM Tpyaa u
oTAbIxa, cucTemMon 1 opMoK onnatbl TpyAa, PasbACHUTbL ero npasa 1 0693aHHOCTY;

2) o3HakoMuUTb paboTHMka C Hactoswumu [lpaBunamm U UHBIMU  NOKanNbHbIMU
HOpPMaTUBHbIMWU akTamu, gencteyrowmmm B OOWecTBe M OTHOCALMMUCS K TPYAOBbIM
dyHKUMAM paboTHUKA;

3) 03HaKOMUTb pabOTHMKA C NEPEYHEM CBEAEHWUN, COCTABMAOLINX KOMMEPYECKYHO TanHy
NGO OTHOCALLMXCA K MHOM KOHpuaeHumanbsHon nHgopmaumm Obuwectsa;

4) nNPOMHCTPYKTMpOBaTb MO TexXHWKe ©6e30nacHOCTM, MNPOM3BOLACTBEHHON CaHUTapuW,
rmrmeHe Tpyaa, NPoTMBOMNOXapHOW OXpaHe u ApyrM npasunam no oxpaHe Tpyaa;

5) o3HakoMuTb paboOTHWKA C MHLIMW OOKYMEHTaMu W CBEeAEHUSIMU B COOTBETCTBUWU C
MonoxeHnem 06 agantauumm paboTHukos ObwiecTea.

2.5. Ha Bcex paboTHMKOB, NPUHATBIX MO TPYAOBOMY [AOrOBOPY Ha OCHOBHYIO paboTy,
npopabotaBwmnx B ObwecTBe cBbile 5 AHeW, BeoyTCA TPyOOBble KHWKKA B MOpsaAKe,
YCTaHOBMNEHHOM [ENCTBYOLMM 3aKOHOO4ATENbCTBOM.

2.6. lMpekpalleHne TpyooBOro AOroBopa MOXET MMEeTb MECTO TOSMbKO MO OCHOBaHMUSAM,
npeayCMOTPEHHbBIM 3aKOHOL4ATENTbCTBOM.

PaboTHMKM MMEKT npaBoO pacTOpPrHyTb TPYAOBOW OOrOBOP, 3aK/IOYEHHbIN Ha
HeonpeaeneHHbl CPoK, npeaynpeams ob atom Pabotogarensa NnMCbMEHHO 3a 2 Hedenw,
€eCnn MHOW CPOK NpefnynpexneHus B OTHOLUEHUW OTAENbHbIX KaTeropui paboTHUKOB He
yCTaHOBIEH AENCTBYIOLNM 3aKOHOA4ATENBCTBOM.

PykoBoantens OOwecTBa, 4feHbl KonnernanbHOro opraHa ynpaeneHns o65a3aHbl
npegynpeauts Pabotogatena o AOCPOYHOM pacTOPXeHUW TpyaoBOro gorosopa 3a 1
mMecsL.

Mo poroBopeHHOCTM Mexay paboTHukom n PaboTtogatenem TpyooBOWM OOroBOP MOXKET
ObITb PaCTOPrHyT N A0 UCTEYEHUS CPOKa NpeaynpexaeHns o6 YBONbHEHWUN.
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B cnyyasx, koroa 3asBneHue paboTHuka o6 yBOMbHEHMM MO €ero uHuumatmee (No
CcOBCTBEHHOMY XeNnaHu) OBYyCNOBNEHO HEBO3MOXHOCTbIO MPOAOIMKEHNS UM paboTbl
(3auncneHne B obpasoBaTenbHOE yuYpexaeHue, BbIXO Ha MEHCUI0 U apyrue criyvyaum), a
TaKke B Chny4yasdx YCTaHOBIEHHOro HapyweHuss PaboTtopgatenem 3akOHOB U MHbIX
HOPMaTUBHbIX MPAaBOBbLIX aKTOB, COAEpXalux HOPMbl TPyZOBOro npasBa, YCNOBUW
KONMEKTUBHOIO AOroBopa, CorfaweHna unm Tpygosoro gorosopa Pabotopatens obs3aH
pacToOprHyTb TPY4OBOW JOMOBOP B CPOK, YKa3aHHbIN B 3asBreHun paboTHuMKa.

[lo ncreyeHns cpoka npegynpexaeHust 06 yBonbHeHUN paboTHWK MMeeT npaso B nioboe
BpeMsi 0TO3BaTb CBOE 3asBfieHMe. YBOSbHEHME B 3TOM Clyyae He NPOon3BOAUTCH, eCrnn Ha
ero MecTo He npurnaweH B MNUCbMeHHOW dopMe fApyron paboTHUK, KOTOPOMY B
cooTBeTCTBUU C TpyaoBbIM KogekcoM PO 1 nHbiMu doegeparnbHbIMU 3aKOHaMU HE MOXET
ObITb OTKa3aHO B 3aKIMOYEHUN TPY4OBOro JOroBopa.

Mo wucteyeHnn cpoka npegynpexaeHnss o6 yBOMNbHEHUM paboTHMK WMeeT npaBo
npekpatutb paboty, a Pabotogatenb 06s3aH BblgaTb pPabOTHMKY TPYAOBYK KHUXKY,
Apyrue OOKYMEHTbl, CBA3aHHble C paboTon, MO MMCbMEHHOMY 3asiBNEHM0 paboTHMKa u
NPOU3BECTUN C HUM OKOHYaTerbHbIA pacyerT.

Ecnu no ncreveHmmn cpoka npeagynpexaeHnsa o6 yBonbHEHUN TPyLOBOW OOroBOP He Obin
pPacToOprHyT U pabOTHUK HE HacTanBaeT Ha YBOSIbHEHUN, TO AENCTBUE TPY4OBOro OroBopa
npoaosmKaeTCs.

CpoyHbI TPyOoOBOM OOrOBOP pacTopraeTcd Mo UCTEYEHUM CpoKa ero OEenCTBUS, O YeM
paboTHWMK AosmkeH ObiTb NpeaynpexaeH B NMCbMEHHON (bopMe He MeHee YeM 3a 3 OHA 00
YBOJNbHEHUS.

TpyooBon [0OroBOp, 3akfOYEHHbIM Ha BPEMs BbINOSIHEHUA onpeaeneHHon paboTbl,
pacTopraeTcs No 3aBepLleHnn 3Ton paboTbl.

Tpyanoson [OroBop, 3akMOYEHHbIN HA BPEMS UCMONMHEHMS 00S3aHHOCTEN OTCYTCTBYIOLLLETO
paboTHMKA, pacTopraeTcs C BbIXOAOM 3TOro paboTHMKa Ha paboTy.

TpyaoBown 4OroBop, 3aKmnOYEHHbIN Ha BPEMS BbINONTHEHNSA CE30HHbIX paboT, pacTopraercs
Nno uctevyeHnn onpeneneHHoro cesoHa. [NpegynpexageHne o0 LOCPOYHOM pPaACTOPXKEHUN
CPOYHOro TPyAOBOro 4OroBopa ocyllectBnaeTcsa paboTHUKom n Pabotogatenem B CPOKW,
yCcTaHoBMeHHble TpyaoBbiM kogekcom Po.

[MpekpalleHne TpyooBOro A4oroBopa 0opMiseTcsl NPUkasom reHepanbHOro gmpekTopa.
TpygooBon p[oroBop MOXeT ObiTb npekpaweH no uHuumatuee Pabotopgatens Ha
OCHOBaHWK 1 B NopsaaKe, KOTopble nNpeaycMoTpeHbl TpyaoBbiM kogekcom PO.

2.7. B peHb yBonbHeHus PaboTogaTtens 06583aH BblaaTb paboOTHUKY €ro TpyaOBYHO KHUXKKY
C BHECEHHOWN B Hee 3anucbio 06 yBOMbHEHUW, ApYyrMe OOKYMEHTbI, CBA3aHHble C paboTown,
N0 MUCbMEHHOMY 3asiBNEHU0 paboTHUKA M MPOM3BECTU C HUM OKOHYaTerlbHbIA pacyer.
3anucn o0 NpuYMHax yBOSIbHEHUSI B TPYAOBYI KHWXKKY OOJTKHbI MPOU3BOAUTHCA B TOYHOM
COOTBETCTBUM C (POPMYNMPOBKaMN LENCTBYIOLLErO 3aKoHOAATENbCTBA U CO CCbISIKOW Ha
COOTBETCTBYIOLLYIO cTaTbto TpygoBoro kogekca P®. [JHeM yBONbHEHUSA CUYMTaETCS
nocrneaHu geHb paboTbl N NOCNEAHUN AeHb €XEerogHoro onna4YMBaeMoro oTnycka npu
YyBONbHEHUN paboTHMKa B COOTBETCTBUM CO CT. 127 TK P®.

3. OcHoBHble npaBa 1 06s13aHHOCTU paboTHNKOB

3.1. PaboTtHuku ObLiecTsa MMEOT NPaBo Ha:

1) 3aknoyeHne, M3MEHeHMEe W pacTOpXeHMe TpyaoBOro OoroBopa B Mopsiake U Ha
YCIOBUSIX, KOTOPbI€ YCTAHOBMEHbI TPYAOBbLIM 3aKOHO4ATENBCTBOM;

2) npepocTaBneHne paboTbl, 00yCNoBNEeHHON TPYAOBbIM JOrOBOPOM;

3) paboyee mMecTo, COOTBETCTBYIOLLIEE YCITOBUSAM, NPEeayCMOTPEHHbIM rocy4apCTBEHHLIMMU
cTaHgapTamMu opraHmM3aumm 1 6e3onacHoOCTM Tpyda U KONNEKTUBHbIM AOrOBOPOM;
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4) 15 uucna kaxgoro mecsua B MonHOM o6beme Bbinnaty 3apaboTHOM nnatbl B
COOTBETCTBUM CO CBOEN KBanudukaumemn, CrioXXHOCTbIO Tpyaa, KONMM4YeCTBOM U Ka4eCTBOM
BbIMOMTHEHHON PaboThI;

5) oTabIX, o6ecneynBaembln yCTaHOBIEHMEM HOPMaIibHOM NPOAOIKUTENBHOCTU paboyero
BPEMEHMU, COKpaLleHHOro pabovero BpemMeHu Ans OTAESNbHbIX NPOdEeCcCUin n KaTeropun
pabOTHUKOB, MpedoCTaBNEeHMEM  eXeHedernbHbIX  BbIXOOAHbIX  AHEW, Hepaboumnx
npasgHNYHbIX OHEN, onfnavyMBaeMbiX €XerogHbiX OTMYCKOB M3 pacyeTa 28 kaneHOapHbIX
OHen;

6) NONHy AOCTOBEPHYIO MHpopMaLmo 06 ycnoBusix Tpyaa u TpeboBaHNAX oxpaHbl Tpyaa
Ha paboyem mecTe;

7) npoheccrmoHanbHyto NOArOTOBKY, NEPENOArOTOBKY M MOBbILLEHNE CBOEN KBanudpukaumm
B NoOpsigke, YCTAHOBMEHHOM  TpyAOBbIM  3aKOHOAATENbCTBOM U NOKanbHbIMU
HopmaTuBHbIMK akTamm O6LecTBa;

8) obbeauHeHuwe, BKMAOYas nNpaBO Ha co3gaHue npodecCMoHarnbHbIX COK30B U
BCTYNSIEHME B HUX NS 3aUTbl CBOUX TPYAOBbLIX NpaB, cCBOO0OA 1 3aKOHHbIX UHTEPECOB;

9) yyactme B ynpaBneHun OO6LIECTBOM B NpeayCMOTPEHHbIX 3aKOHOAATENbCTBOM U
KONNEeKTUBHLIM AOrOBOPOM hopMaXx,;

10) BegeHMe KOMMEKTUBHbIX MEPErOBOPOB M 3aKMOYEHUE KOSNEKTUBHbLIX AOrOBOPOB U
COrnalleHun 4yepes CBOMX NpencTaBuTENen, a Takke Ha WH(OpMauuio O BbIMNOMHEHUM
KONNEeKTUBHOIo 4OroBopa, CornalleHni;

11) 3awmTy CBOMX TPYAOBbLIX MpaB, cBOGOO W 3aKOHHbIX WHTEPECOB BCEMU He
3anpeLleHHbIMM  3aKOHOM crnocobamun, B T.M. Ha paspelleHne WHAMBUAYalbHbIX U
KONNEKTUBHbIX TPYAOBbLIX CMOPOB, BKMNOYass npaBO Ha 3abacTtoBKy, B nNopsaake,
YCTaHOBNEHHOM TPYAOBbIM 3aKOHOAATENLCTBOM,;

12) Bo3mMelleHMe Bpeda, TMPUYUHEHHOTO B CBA3WM C  WUCMOSIHEHWMEM  TPyOOBbIX
0bsi3aHHOCTEN, M KOMMEHCaUuM0 MoparnbHOro Bpeda B Mopsgke, YCTaHOBMEHHOM
TPYAOBbIM 3aKOHO4ATENBbCTBOM,

13) ob6si3aTenbHOE couManbHOe CTpaxoBaHMe B Chnyyasx, nNpeayCMOTPEHHbIX
denepanbHbIMM 3aKOHAMWN.

3.2. PaboTHukn o653aHbl:

1) cobniopate [MpaBuna BHYTPEHHEro TPyAOBOro pacnopsgka M WHble NoKanbHble
HOPMaTUBHbIE aKTbl, NPUHATbLIE B O6LLEeCTBE B yCTAHOBEHHOM MOPSAOKE;

2) paboratb [obpocoBecTHO, cobniogatb AUCUMNIMHY Tpyda - OCHOBY Mopsigka Ha
NPOU3BOACTBE, CBOEBPEMEHHO W TOYHO WCMOMHATbL pacnopskeHus PaboTtogaTens,
ncnonb3oBaTtb Bce paboyee Bpemsa ANA NPOM3BOAUTENBHOIO TpyAa, BO3AEpXKMBaTbLCS OT
AENCTBUIA, MeLlaloLWmx apyrum paboTHMKaM BbINOMHATL CBOU TPyAOBble 0693aHHOCTY;

3) BbINOMNHATL YCTAHOBMEHHbIE HOPMbI TpyAa, NOBbIWATh NPOU3BOAUTENBHOCTL TPyAa,
AobuBasicb NepeBbINOMHEHNS 3TUX HOPM;

4) yny4qwaTb Ka4eCcTBO paboTbl U BbiNyCKaeMOW NPOAYKLMMU, HE OONYyCKaTb YNyLUEeHUA n
OGpaka B paboTte, cobniogatb TEXHONOIMYECKYHO ANCUNNINHY;

5) cobniogatb TpeboBaHMA MO oOxpaHe Tpyda M obecnedeHuto GesonacHocTM Tpyaa,
NPON3BOACTBEHHOM CaHUTapuu, rUrMeHe Tpyga W NPOTUBOMOXapPHOM  OXpaHe,
npeayCMOTPEHHbIE COOTBETCTBYHOLMMM NpaBunamMm U UHCTPyKUMsSMK, paboTaTb B
BblAaHHOM creuogexae, cneyobysBu, nonb3oBaTbCA HeobXoauUMbIMKM  CpeacTBamu
NHONBMAYanbHOW 3aLNTI;

6) NpMHUMaTb Mepbl K HeMeaNeHHOMY YCTPAHEHMIO MPUYUH N YCITIOBUA, NPENATCTBYHOLLNX
UM 3aTPyAHSAOWNX HOpManbHOe npoM3BOACTBO paboTbl (MpocTor, asapus), W
HemMeasnieHHo coobuwaTth o cnyymsemca PabotogaTento;

7) HesamennuTenbHO coobwaTtb HenocpeacTBEHHOMY PYKOBOAUTENO WU ApYruMm
npeactasutenam Pabotogartens o BO3HWKHOBEHUMM CUTyauuwn, NpeacTaBsioWeEn yrposy
XM3HWU 1 300POBbIO NIOAEN, COXPAaHHOCTM nmyLlecTa ObLiecTsa;
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8) copepxatb cBoe paboyee mecTo, obopyaoBaHuMe M npucrnocobneHns M nepegasaTb
CMeHgaLWwemMy paboTHUKY B nopsgke, YMCTOTE M MCMPaBHOM COCTOSHWW, cobntogaTb
ynctoty B uUexe (otaene) m Ha Tepputopum Ob6uwlectBa, a Takke cobnwogaTb
YCTaHOBINEHHbIV NMOPSAA0K XPaHEHUSA MaTepuanbHbIX LLEHHOCTEN N AOKYMEHTOB;

9) obecneunmBaTb COXPAHHOCTb BBEPEHHOrO0 WUMYyLLECTBA, 3PAEKTMBHO MCMNONb30BaTb
MalWHbl, CTaHkn wn apyroe obopygoBaHue, 6epexHO OTHOCUTLCS K MHCTPYMEHTam,
n3meputenbHblM npubopam, cneuogexge W ApyruM npegmetam, BblgaBaemMbiM B
nonb3oBaHne paboTHMKaM, 3KOHOMHO M paLMOHaNbHO pacxodoBaThb Cbipbe, MaTtepuansl,
9Hepruno, TONANBO U ApYyrne maTtepuarnbHble PeCcypchbl;

10) He pasrnawartb CBeAEeHMsl, COCTaBNAOLWME  KOMMEPYECKYID  TaulHy
KOH(MAEHUMAnNbHY0 WHGpopmaumio o geatenbHoctn OOwecTBa, nepeyeHb KOTOPO
yCTaHaBnueaeTca npvkasom no O6uiecTsy;

11) BecTn cebsa KOPPEKTHO, OOCTOMHO, HE Aonyckas OTKIOHEHUW OT MPU3HAHHbBIX HOPM
aenoBoro obuweHns, npuHATbIX B ObLiecTse.

MepeyveHb o0bGsizaHHOCTEN (paboT), KOTOpble BbIMOMHAET Kaxabll pabOTHWK MO CBOEW
AOIMPKHOCTK, creumanbHOCTK, npodeccun, onpeaensieTcs OOMKHOCTHBIMU MHCTPYKUMSIMA
(dbyHKUMOHANbHBIMN 06A3aHHOCTAMMU), COCTaBMEHHBIMW C YY4eTOM nonoxeHun EamHoro
TapuHO-KBaNMPUKALUMOHHOrO  CnpaBoYHMKa  paboTr u  npodeccun  paboumx,
KBanugukaunmoHHOro cnpaBoYvHMKa OOIMKHOCTEN pykoBOAUTENEN, CrneumnanmucToB u gpyrnx
Cry>KaLlux.

7
7

4. OcHoBHbIe npaBa un 06a3aHHocTM PaboTogatens

4.1. Pabotogatenb MMeET NpaBo:

1) 3akno4vaTtb, U3MEHATb U pacTopraTtb TPYAOBblE AOrOBOPbLI C paboTHMKaMN B NOpPsiAKE U
Ha YCNOBUSIX, KOTOPbIE YCTAaHOBMEHbI TPY40BbIM 3aKOHOAATENbCTBOM;

2) BECTW KONNEKTMBHbIE MEPEroBopbl U 3aKMo4YaTh KONNEKTUBHbIE LOrOBOPbI;

3) noowpaTb paboTHMKOB 3a 4O6POCOBECTHbIN 3PPEKTUBHBIN TPYA;

4) TpeboBaTb OT pPabOTHUKOB WMCNOSMIHEHUS UMW TPyAOBbIX 06A3aHHOCTEN U BepexHoro
OoTHOWeHUsA K wumyllectsy Ob6uwectBa u Apyrmx paboTHuKoB, cobnogeHusa [Npasun
BHYTPEHHero TpyaoBoro pacnopsigka Obuwiectsa;

5) npuBnekatb pabOTHMKOB K AWCUUNIIMHAPHOM U MaTepuanbHOW OTBETCTBEHHOCTU B
nopsgke, yCTaHOBIIEHHOM TPYAOBbIM 3aKOHOOATENbCTBOM;

6) NpUHMUMaTL B YCTAHOBINIEHHOM MOPSAKE NOKanbHbIE HOPMATUBHbIE aKThbl.

4.2. PaboTonaTenb 0b6sa3aH:

1) cobntogaTtb 3aKOHbI U MHblE HOPMATUBHbLIE MPABOBbLIE aKTbl, JIOKarlbHblE HOPMATUBHbIE
aKTbl, TPy4OBbIE 4OrOBOpbI;

2) BECTM KOMMEKTUBHbIE MEPEroBOpbl, @ TaKKe 3aKnyaTb KOJIEKTUBHbLIA [OroBOp B
nopsake, yCTaHOBNIEHHOM TPYAOBbIM 3aKOHOOATENbCTBOM;

3) NpegocTaBnAaATb NpeAcTaBUTENSIM PAabOTHUKOB MOSHYK U OOCTOBEPHYIO MHGOPMaLNO,
HeoOXoaMMyto ANst 3aKIYEHUS KONMEKTUBHOIO 4OroBOpa, COrnalleHns U KOHTPOns 3a KX
BbINOJSIHEHMEM;

4) opraHusoBaTb TPyA Kaxaoro paboTHMKA B COOTBETCTBUM C €ro CrneuuanbHOCTbIO U
KBanudukaumen, 3akpentb 3a paboTHMKOM paboyee MeCcTo, CBOEBPEMEHHO, A0 Havana
nopy4yaemon paboTbl, 03HAKOMUTb C YCTAHOBMEHHbIM 3agaHMeM 1 obecneuntb paboTon B
TeyeHne Bcero paboyero AgHA (CMeHbl); obecneunTb 300poBLIE M Be3onacHble yCcnoBus
Tpyda B npedenax YCTaHOBMEHHbIX HOPMATMBOB BO3OENCTBMS BPEAHbIX (PaKTOPOB,
NCNpaBHOE COCTOSIHNE MHCTPYMEHTA, MaLUWH, CTAHKOB M MpoYero o6opyaoBaHus, a Takke
HOPMaTMBHbIE 3anacbl Cblpbs, MaTepuarnioB M OpPYrnx PecypcoB, HEOOXOAMMbIX ANs
B6ecnepeboniHOn N pUTMNYHOM PaboTbl;

5) cospaBaTb YCrnoBus ONsi pocTa MPOU3BOAMTENBHOCTM Tpyda MNyTeEM BHEAPEHMUS
HOBENLMX AOCTMXKEHUN HAyKW, TEXHUKM M HAYYHOW OpraHvM3auun Tpyaa; OCyLLEeCTBRATb
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MEpPONPUATUSA MO MOBbIWEHNIO 3APPEKTUBHOCTU MNPOU3BOACTBA, kadecTBa paboTbl u
BbIMyCKaeMon NpoayKLMKn, COKpaLLEHNIO NPUMEHEHNST PYYHOIO MarioKBanmguLMpoBaHHOIro
N TSHKENoro uandeckoro Tpyaa, YNyyleHWto OpraHu3auum UM MOBbIWEHUIO KyNbTypbl
NpOun3BOACTBA;

6) cBOEBPEMEHHO AOBOANTL 4O NPON3BOACTBEHHLIX NOAPa3AeneHnii NnaHoBble 3aaHNS;

7) NOCTOSIHHO COBEpPLUEHCTBOBATb OpraHM3auuilo onnatbl U CTUMYNMPOBaHUA Tpyaa,
LUMPOKO NPUMEHSAS CUCTEMbI OnfaTthl NO KOHEYHbIM pe3ynbTataMm paboTbl; obecneymBaTtb
MaTepuanbHyl 3anHTEPECOBAHHOCTb PabOTHUKOB B pesyrnbTaTax MX JIMYHOro BKnaga B
obwue wntorn paboTbl; obecneunTb NpaBUNIbHOE MPUMEHEHME OENCTBYHOLUX YCNOBUN
onnaTbl; BbiNfla4MBaTb B MOSIHOM pasMepe npuyuTarollytocs paboTHMkam 3apaboTHYHO
nnaTty He no3gHee 15 yucna Kaxxgoro mecsua,

8) obecneuvBaTb ycnoBus Ana  cobnogeHus TpPyaoBOW  AUCLMNIIMHBI, MOCTOSHHO
OCYLLIECTBNASA ynpaBneH4yeckme (pyHKUMN, HanpaBreHHbIe Ha ee YKpenneHne, yCcTpaHeHne
notepb paboyero BpemMeHu, pauMoHanbHOE WCMNONb30BaHNE TPYAOBbIX PECYPCOB,
dopmupoBaHne CTabunbHbIX TPYAOBbLIX KOSINEKTUBOB; MPUMEHSTb Mepbl BO3AENCTBUA K
HapyLmMTeNam TPyAOBON AUCLMUMNINHBI;

9) cobniogaTb npaBuna OXpaHbl Tpyda; ynydwartb ycrnoBus Tpyaa, obecneuymBaTb
Hagnexawee TexHudeckoe obopyaoBaHuMe Bcex paboumx MecT U co3gaBaTb Ha HUX
ycrnosus paboTbl, COOTBETCTBYIOLME NpaBuiiamMm No oxpaHe Tpyaa (npasunam nNo TEXHUKE
6Ge3onacHOCTW, CaHUTapHbLIM HOpPMaMm 1 nNpaeunam u ap.);

10) npuvHMMaTb HeobxoguMMmble Mepbl N0 NPOdUIaKTUKE  NPOU3BOACTBEHHOIO
TpaBmaTuamMa, npodeccrmoHanbHbiXx U Apyrux 3aboneBaHwin pabOTHUKOB;, B Cry4vasix,
NpeayCMOTPEHHbIX 3aKOHOOATENbCTBOM, CBOEBPEMEHHO MNPefoCTaBnATb NbroTbl U
KOMMEeHcauun B CBS3M C BpeaHbiMW  (OMacHbIMW, TSXKENbIMKU)  yCNoBUSMWU  Tpyaa
(CokpalLeHHbI pabounii AeHb, AONOMHUTENbHbIE OTMNyCKa, nevyebHo-NpodmnakTnyeckoe
nutaHe u Ap.), obecneumBatb B COOTBETCTBMM C AEWCTBYIOLMMW HOpMamMu U
NMOSNTIOXXEHNAMM CneumanbHON OAEXOOW, creumanbHon oOyBbO U APYrMMKM CpencTBamu
NHOMBMAOYanbHOW 3alnTbl, OPraHN30BaTb HAANEeXalmnn yxo 3a 3TMMn cpeacTBamu;

11) NOCTOSIHHO KOHTpONMpoBaThb 3HaHWe n cobniogeHne paboTHMKamu Bcex TpeboBaHUN
WHCTPYKLUMIA MO OXpaHe Tpyda, NpPOM3BOACTBEHHOW CaHUTapum W TUrMeHe Tpyaa,
NPOTUBOMNOXapHOW OXpaHe;

12) pasBuBaTb TPyLOBOE COpPEBHOBaHME, CO34aBas YCNoBUS TPYOAOBOMY KONMEKTUBY ANS
BCEMEPHOro MOBLILIEHNS MPOM3BOAUTENBHOCTU Tpyaa, 3¢PEEeKTUBHOCTU MNPOU3BOACTBA,
ynydweHma kadectBa paboT, CHmxeHuMs cebeCTOMMOCTM BbINyCKAaeMoW MpOAyKUnN,
paunoHanbHOrO MCNONb30BaHUSA paboyero BPEMEHW, CbipbsA, MaTepuanos, 3JHEPruu,
OPYrMX pecypcoB, BbINOMHEHNS Ou3Hec-NnaHa noapasgenieHnsa, CBOEBPEMEHHOro
noaBedeHnsa NTOroB 1 onpeaeneHns nobeantenen TpygoBoro COpeBHOBaHUS, NOBbILEHMWS
PONN MOpPanbHOro U MaTepuasnbHOro CTUMYNMPOBaHUS BbICOKONMPOM3BOAUTENBHOMO TpyAa,
peLLeHnst BONPOCOB O NOOLLPEHUM NepeaoBbIX KONNEKTUBOB N pabOTHUKOB; obecneynBaTtb
pacnpocTpaHeHne nepenoBoro onbiTa U LeHHbIX UHULMATUB paboTHUKOB;

13) cBOeBpeMeHHO paccMaTpuBaTb UM BHeApsTb M306peTeHuss U paumoHanmns3aTopckue
npeasioxXeHns, nogaepXxvmeBaTb M MOOLPSATb HOBAaTOPOB MPOU3BOACTBA, COOENCTBOBATb
MacCOBOMY TEXHUYECKOMY TBOPYECTBY;

14) obecneumnBatb cMCTEMATUYECKOE MOBbIWEHME KBanudukaumm paboTHUKOB N YPOBHS
MX SKOHOMMYECKMX W TMpPaBOBbIX 3HAHWW, co34aBaTb HeoOXOoAMMble YCNOBUS AONS
coBMeLleHus paboTbl ¢ 06y4yeHMeM Ha NPOM3BOACTBE U B YY4EDOHbIX 3aBEAEHUSX;

15) obecneumBaTtbh 3aLUTY NEPCOHANbHbIX aHHbIX paboTHUKA.

PaboTtogatenb wucnomnHaer cBou 06s3aHHOCTM B criyvasix, NpenyCMOTPEHHbIX
3aKOHOOATENLCTBOM U KOSIEKTUBHLIM ~ JOFOBOPOM, C  Y4€TOM MHEHWa unv  no
cornacoBaHuto ¢ npodcoto3HbIM komuteToMm ObLecTBa.
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5. Paboyee Bpemsa 1 BpeMsi OTAbIXa

5.1. Bpema Havana wn OKOH4YaHMa paboTbl M nepepbiBa AN9 OTAblXa WM NUTaAHWUA
yCTaHaBNMBaETCA criegytoLlee.

ExepoHeBHas paboTa npu  naTugHeBHoW — paboden  Hegene € HOpPMarbHOM
NPOAOIPKUTENBHOCTLIO paboyero Bpemenu (40 4 B He4ento).

Hauyano pa6otbl — 09:00.

MepepbiB — ¢ 13:00 go 14:00.

OkoHyaHune paboTbl — 18:00.

BbixoaHble aHu: cy660Ta, BOCKpeceHbe.

5.2. Jlioboe oTcytcTBME Ha paboyem MecTe, KpOMe ClyyYyaeB HenpeogosiMuMOn CUnbl,
AonyckaeTcs TONbKO C NpeABapuUTENIbHOMO paspeLleHns pykoBOACTBa NEPCOHArIoM.
OtcyTcTBME Ha paboyem mecTe 6e3 paspelleHns cuMTaeTca HenpaBoMepHbIM. B cny4dae
MOBTOPEHMS HEMNpPaBOMEPHOrO OTCYTCTBMSA Ha paboyeM MecTe MPUMEHSAITCS
ANCLMNNMHAapHbIE MePbl B3bICKAHUS, NPeAyCMOTPEHHbIE HACTOALMMM NpaBunamu.
PaspelweHns Ha octaBneHue paboyero mecta MoryT ObiTb AaHbl, B 4acTHOCTWU, B
crneayroLwmnx cnyyasx:

1) 3aboneBwee Ha paboyem mecTe nuuo, paboTatoLlee No Hanmy, OOMKHO OTNPaBUTLCS
JOMOM;

2) HEOXNOAHHO BO3HMKLLEE CEPbE3HOE COObITUE B CEMbE;

3) ob6sa3aTenbHbIN BbI30B pabOTHUKOM agMUHUCTPaLUK;

4) BbI30B B LIEHTP coumnanbHoro obecnevyeHus;

5) nocelleHre no cneumanbHOMY BbI30BY Bpaya-cneumnanucTa;

6) nabopaTopHble 0bcrnenoBaHus;

7) peryndpHoe MeAWUMHCKOE feYeHne Mnpu Hanuuum npensaputenieHOro Cornacus
PYyKOBOACTBA;

8) ak3ameHbl NpodeccnoHarnbHOro xapakrepa;

9) OOCPO4YHbIA yx04 B CBA3M C HeOBXOOUMMOCTbIO OTbe3da Mnoe3goM B OTMYCK MO
ceMenHbIM 0b6CcToATENLCTBAM.

O BcAkoMm oOTCyTCTBMM Ha paboTe BcrneacTBue 3aboneBaHud, Kpome CrnyyaeB
HenpeoaoNMMOoNn cunbl, Heobxoammo coobLiaTtb PYKOBOACTBY MepcoHana B 24-4acoBoMu
CPOK, NO MCTEYEHUN KOTOPOro paboTaroee No Hammy NULO CYMTAEeTCA HernpaBOMEpPHO
OTCYTCTBYHOLLMM.

Uepes 48 4 nocne npekpaiwleHuss paboTbl nvuo, paboTawuiee Mo Havmy, LOMKHO
npeacTaBuUTb MEOULMHCKYKO CMpaBKy C yKa3aHMeM npegnosiaraemMoro cpoka OTCYTCTBUS
Ha pabore.

HenpencraBneHne MeguUMHCKOW CMpaBKM CYMTAETCS MPOCTYNKOM, BREKywuMm 3a cobown
HanpaBreHne pyKoBOACTBOM YKazaHHOMY NuLy npeaynpexaeHnsa 3akasHbiM NMCbMOM.

B cny4yae, korga otcyTcTBME Ha paboTe B TeyeHue 48 4 nocne Takoro npeaynpexaeHus
He nogkpensneHo CnpaBKOMW, NPU OTCYTCTBUM Crydad HENPeOoAOoNIMMON CUSlbl MOXeT BbITb
NpUMeHeHa Mepa B3bICKaHMS.

O nocnepoBaTenbHOM MPOANEHUM OTCYTCTBMS Ha paboTe, npegyCMOTPEHHOM B
npegbiaywem ab3aue, Heobxoanmo coobLaTb PYKOBOACTBY NPeanpuaTUS.

5.3. [Ona oTgenbHbix Kateropunh pabOTHMKOB, CBSA3aHHbIX C  0OOCNyXvBaHMEM
TEXHONornyeckoro obopyaoBaHUS, YCTaHaBMMBAKOTCA CMEHHbIN pexum paboyero
BPEMEHW N BbIXOAHbIE AHW COMflacHO rpadmKy CMEHHOCTMW.

MpogomknTenbHOCTb paboTbl MPU CMEHHOM pPeXMUME, B T.4. BPEMS Havana U OKOHYaHMUS
exegHeBHON paboTbl M nepepbiBa ANS OTAbIXa W NpuvemMa nuwuM, onpegenseTtcs
rpacpykamm  CMEHHOCTKW, YyTBepXgaembiMu Pabotogjatenem € y4eTOM  MHEHUS
NpoCcoO3HOr0 KoOMUTETA C CcOBnIOgEeHMEM  YCTAHOBMEHHOW  3aKOHOL4ATENbCTBOM
NPOAOIPKUTENBHOCTM paboyero BpeMeHu 3a MecsL, Unu Apyron y4eTHbINn nepuoa.
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Mpadmkn CMEHHOCTM OOBOAATCH A0 cBeAeHus paboTHMKOB He no3gHee 4yem 3a 1 mecsy,
[0 BBEAEHMSA UX B ENCTBMIE.

PaboTHUKM YepenytoTca No CMeHaM paBHOMEPHO.

5.4. Ha HenpepbiBHbIX paboTax 3anpelwiaetca ocCcTaBnaTb paboTy [0 npuxoda
CMeHsoLLero paboTHuka.

B cnyyae HesBKM cCMeHsiowero paboTHUK 3asBnseT 06 3TOM HenocpeacTBEHHOMY
PYKOBOOAUTENIO, KOTOPbIN 00s13aH HeMeOneHHO MNPUHATb Mepbl K 3aMeHe CMEeHLUMKa
Apyrum pabotHukoM. PaboTa B TeveHue ABYX CMeH noapsA 3anpeLtaeTcs.

5.5. PaboTta 3a npegenamum HOpMarbHOW MPOAOIPKUTENBHOCTU paboyero BpeMeHU
Npoun3BOAMTCA NO MHMUMaTMBe paboTHMKa (COBMECTUTENBLCTBO) WU MO WHULMATUBE
PaboTogaTens (cBepxypoyHas pabora).

5.6. Mo 3aaBneHuto pabotHuka PabotogaTtenb umeeT npaBo paspewnTtb emy paboTty no
Apyromy TpyAoBOMY AOrOBOPY MO MHOM npodeccun, cneumanbHOCTU UM OOMKHOCTU 3a
npegenaMmym  HopmarbHOW  MPOAOSPKUTENBHOCTM  pabodero BpeMeHW B Nopsgke
BHYTPEHHEr0 COBMECTUTESNLCTBA.

PaboTHUK umeeT NpaBoO 3akniuYUTb TPYAOBOW AoroeBop c apyrmm PaboTtopatenem ans
paboTbl Ha YCNOBMSIX BHELUHEro COBMECTUTENbCTBA, €CMM MHOE He NpeayCMOTPEHO
TpynosbiM kogekcom PO unu nHeimm doeepanbHbIMU 3aKOHaMW.

PaboTa 3a npegenamu HoOpManbHOW NPOAOIIKUTENBHOCTN pPaboyero BpEMEHN HE MOXET
npesbiwaTtb 4 4 B AeHb U 16 4 B Hegen\o.

5.7. CBepxypoyHble paboThl, Kak NpaBuso, He gonyckaTcs. [pumMmeHeHne cBepXypOoUHbIX
paboT PaboTogatenem MoXeT NPOU3BOAUTLCA B UCKITOUYUTESNbHbBIX Cyyasx, B NOpsiAKe U
npegenax, KoTopble NPeayCcMOTPEHbl TPYAOBbIM 3aKOHOAATENBCTBOM.

[MpuBneyeHne K CBepPXypoyHbiIM paboTam [onyckaetca C MNUCbMEHHOrO corfnacus
paboTHuka. CBepXxypo4dHble paboTbl HE OOMKHbI NPEBbIWATb ANS Kaxaoro paboTHuka 4 Y
B TeyeHue 2 gHen nogpsg n 120 4 B rog.

5.8. PaboTHuka, nosiBMBLLIErocst Ha paboTe B COCTOSIHUM anKorofibHOro, HapKoTUYECKOro
NN MHOFO TOKCMYECKOro onbsiHeHus, PabotogaTtene He gonyckaeT K paboTte (oTcTpaHseT
oT paboTbl) B 4aHHbIN paboynii AeHb (CMEHY).

PaboTogaTenb Takke 06s13aH OTCTpaHUTb OT paboThl (He gonyckaTb k paboTe) paboTHuKa:
1) He npowlewero B yCTaHOBMEHHOM Nopsiake 0by4yeHne n NPoBEPKY 3HAHWM U HaBbIKOB B
obnacTtu oxpaHbl TpyAa;

2) He npowewero B YCTaHOBMEHHOM nNopsiake obs3aTenbHbi NpeaBapuTenbHbI UK
nepmMoanyeckn MegnumMHCKUM OCMOTP;

3) Npu BbISABMNEHNN B COOTBETCTBUN C MEAULIMHCKUM 3aKnNio4YeHMeM NpOTMBOMNOKa3aHum Ansg
BbIMNOMNHEHMA paboTHNKOM paboTbl, 06yCnoBNEHHOM TPYAOBbLIM LOrOBOPOM;

4) no TpeboBaHUIO YNONIHOMOYEHHbIX oefieparibHbIMU 3aKOHaMW OPraHoB U OOMKHOCTHbIX
nmu,

5) B Apyrux crny4vasix, npeaycMOTPEHHbIX 3aKOHO4ATETbCTBOM.

5.9. Pabota B BbIxoAHble U Hepabo4yne Npa3gHUYHbIE AHW, KakK NpaBumo, He 4OnycKaeTcs.
MpuBnedeHne paboTHUKOB K paboTe B BbIXOAHbIE M Hepaboume npasgHUYHbIE OHU
NpouM3BOAMTCA B Chnyyadx W nopsake, KOTopble  NpedyCMOTPeHbl  TPYAOBbIM
3aKoHOOATENbCTBOM, C 06A3aTeNIbHOrO NMCbMEHHOIo cornacus paboTHuKa.

Bpemsa paboTbl B AeHb, NpeaLwecTByOWNA HepaboyemMy npasgHUYHOMY, COKpallaeTcsa Ha
1u.

5.10. ExerogHbih OCHOBHOW OMNfi@4MBaeMbii OTMYCK npenocTaBnsieTrca paboTHuKam
NPOAOITKNTENBHOCTBIO 28 KaneH4apHbIX AHEN.

5.11. O4yepenHOCTb M NOPAOOK MPEeAOCTaBMEHUs eXerofHblX OonfladYnMBaeMbiX OTMYCKOB
ycTaHaBnmBaeTca Pabotogarenem ¢ yueTtom HeobxoaumocTu obecneyeHmst HopmManbHOro
xona pabotbl ObuiectBa 1 BGnaronpusaTHbBIX YCNOBU ONst OTAbixa paboTHuKOB. Mpadmk
OTNYCKOB COCTaBNSAETCA Ha KaXObl KaneHAapHbIA rod He no3gHee 4yeMm 3a 2 Hedenu Ao
€ro Havana v JoBoANTCA O CBeAeHUs BCeX pabOTHUKOB.
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O BpemeHM Hayana oTtnycka paboTHWMK AOmKkeH ObiTb M3BELEH He no3gHee 4Yem 3a 2
Hegenu 4o ero Havana.

6. OTBETCTBEHHOCTb pabOTHMKOB 3a COBEpLLEHNE
ANCUMNIMHAPHBIX NPOCTYMNKOB

6.1. PaboTHukn O6uiectBa HECyT OTBETCTBEHHOCTb 3a COBEpPLUEHWE AUCLMMIMHAPHbIX
NMPOCTYMNKOB, T.€. HEUCMOSHEHME WNW HeHagnexaliee WUCNosiHeHne no BuHe paboTHuKa
BO3/OXEHHbIX Ha HEro TpyaoBbix 06s13aHHOCTEN.

6.2. 3a coBeplleHne AucuMNIMHApHOro npoctynka PabGoTogatens npuMeHsieT
crnegylowme gucumnianHapHble B3bICKaHUS:

1) 3ameyvaHue;

2) BbIrOBOP;

3) yBOSIbHEHME MO COOTBETCTBYHOLLUM OCHOBAHUAM.

HesaBucMmo OT nNpUMEHeHus Mep  AUCUMNIIMHAPHOIO  B3bICKaHMS  PabOTHUKY,
HapywmBLUEMY TPYOOBYHO OUCUMMAWHY, MOXET He BbiNfadMBaTbCa MNpeMus 3a
BbINOSTHEHME NPOW3BOACTBEHHbLIX NOKasaTernen MOMHOCTbIO UM YAaCTUYHO, a TakkKe emMy
MOXET OblTb YMEHbLUEHO BO3HarpaxaeHue no utoram pabotbl ObwiectBa 3a rog, ecnu
NpuYKasoM O Haka3aHun emy 06 bABIEHbI:

1) BbLIFOBOpP - YMEHbLUEHME npemMun MO pesynbrTatam paboTbl 3a COOTBETCTBYHOLLUN
nepvog NnpemMmpoBaHNAa 1 BO3HaArpaxageHus no utoram paboTbl 3a rog He Gonee 4yem Ha
50%;

2) 3amevaHue - yMeHblUueHue npemun no pesynbtatam paboTbl 3a COOTBETCTBYIOLLMM
nepvog NpemMmpoBaHNA 1 BO3HArpaxageHusa no utoram paboTbl 3a rog He Gonee 4yem Ha
10%.

Mpn yBonbHeHMn paboTHMka NO wuHUUMaTMBe PaboTogaTtensa 3a coBepLueHue
ANCLMNIMHAPHOro NpOCTynka npeMus no pesynbTaTtam paboTbl 3a COOTBETCTBYHOLLUN
nepvog NpeMUpoBaHNS 1 BO3HArpaxageHne no utoram paboTbl 3a rof He HAYMUCNATCS.
PaboTHuK, coBeplwmBLUIMN B TedeHue roga nBa n 6onee npaBoHapyLlEHWs, NULLAETCs
BO3HarpaxgeHuss no wutoram paboTbl 3a rog B pas3mepe COBOKYMHOrO MpPOLEHTa,
NCYNCNSAEMOro Kak CyMMa NPOLEHTOB 3a Kaxkgoe npaBoHapyLUeHne.

B cnyyae, ecnn paGoTHuK coBepwwwun rpyboe npaBoOHapylleHMe MpWU HanmMyuun B €ero
AENCTBUAX YMbICNa Ha €ro COBepLUEHME WNU ecnv OeWCTBUSMU paboTHMKa MPUYMHEH
cywiectBeHHbln  ywepb6 OO6wectBy, KOTOpblIM B COOTBETCTBMM C  TPYAOBbIM
3aKoHOA4ATENbCTBOM HE MOXET ObiTb BO3MELLEH B NOSTHOM 06beMe M3 3apaboTHOM nnaTthbl
paboTHUKA, NPUKA3OM O HaNOXeHUN OUCUMMNAMHAPHOIO B3bICKAHUA MOXeT ObITb
NpeayCMOTPEHO NULLEHNE UM YMEHbLUEHNE NpeMUarbHbIX BbiNfaT Ha NEPUOA OO0 CHATUS
ANCLMNIIMHAPHOIO B3bICKaHMUS B YCTAHOBIEHHOM nopsiake (Mo mucteveHun 1 roga wnm
AOCPOYHO MO MpuKasy reHepanbHOro AWPEKTopa B COOTBETCTBMM C ab63. 2 n. 6.9
HacToawmx MNpasun).

6.3. [Jo npuMMeHeHns [OUCUMNAMHAPHOIO B3bICKAHUS OT HapywuTensa TpyaoBOW
ANCUMUNIIMHBI AOSMKHbI ObITb 3aTpeboBaHbl 0OBbACHEHUS B NUCbMeHHoOW dopme. OTkas
paboTHMKa OaTb OOBbACHEHME He MOXET ChYXUTb MpPenAaTcTBUEM ANA MPUMEHEHMS
ANCLMNIMHapHOro B3biCKaHus. B cnyyae oTkasa paboTHuKa gatb 06bACHEHWe No dakTy
NPOCTYMKa B YCTAHOBIIEHHOM (pOpMe COCTaBNsSeTCA COOTBETCTBYHOLLNIA aKT.

6.4. OducumnnuHapHble B3bICKaHUSA npuMeHsoTcs PaboTtogatenem HenocpeacTBEHHO
nocre obHapyXeHus NPOCTynkKa, HO He no3gHee 1 Mecdua co OHA ero obHapyXeHus, He
cumTas BpeMmeHn 6onesHn mnu npebbiBaHns paboTHMKA B OTMYCKE, a TakkKe BPEMEHMW,
Heo6Xx0AMMOro Ha y4eT MHEHUS NpeaCcTaBUTESNbHOrO opraHa paboTHUKOB.
AuncumnnuHapHoe B3biCKaHWe He MOXeT ObITb NpUMEHEeHO no3gHee 6 MecsueB CO OHSA
COBeplUeHUss MNpOCTynka, a no pesynbTaTaM peBu3nMK, MNPOBEPKN (PUHAHCOBO-
XO3SIMCTBEHHON OEATENBbHOCTU UM ayanTOPCKOM NPOBEPKN — No3gHee 2 feT CO OHA ero
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coBepLlleHns. B ykasaHHble CpOKM He BKMYaeTCcs BpeMs MpoM3BOACTBA MO YrosIOBHOMY
aeny.

6.5. JucumnnunHapHble B3bICKaHUS MNPUMEHSAIOTCA MPUKa3oM reHepanbHOro AMpeKTopa
O6wecTtBa NoO NpeacTaBneHn0 HEMNOCPEACTBEHHOIO PyKOBOAMTENS PabOoTHMKA UIN UHbIX
AOIMKHOCTHBLIX nny, ObwecTtBa. K npukasdy [omkHbl ObiTb MPUNOXEHbl OOGBACHEHUS
paboTHUKa, akTbl, CMpaBkW, NogTBepXAalwolime akT npaBOHAPYLWIEHUS W BUHOBHOCTb
KOHKPETHOro paboTHuKa.

[MpuKkasbl O NPUMEHEHUU OUCUMMNIANHAPHBIX B3bICKAHWA OOSKHbI OblTb B 0Bsi3aTENbHOM
nopsiake corfacoBaHbl C OPUAMYECKOW Cry>XOoW.

6.6. 3a kaxxgoe HapyLleHne TpyaoBOM OUCLMNITMHBI MOXET ObITb MPUMEHEHO TONBKO OAHO
ANCLMNNMHapHOE B3bICKaHMe.

Mpn NpUMEHEeHUN B3bICKAHUS OOMKHbI YYNTbIBATbCA TSXKECTb COBEPLUEHHOrO MPOCTYMKA,
obcToATenbCcTBa, NPU KOTOPbIX OH COBEpLUEH, npejlwecTteylowas pabota u nosegeHue
paboTHuKa.

6.7. MNpukaz 0 NPUMEHEHUN LUCUUNIIMHAPHOIO B3bICKAHUSA C yKa3aHMEM MOTMBOB €ro
npumeHeHnsa obbsBnseTcs paboTHUKY, NOABEPrHYTOMY B3bICKaHWIO, NOA4 POCNUCL B
TeyeHne 3 paboumx OHen C MOMeHTa ero usgaHus. B cnyvae oTkasa paboTHuka
noanucaTb yKasdaHHbIN NPUKa3 COCTaBNAETCA COOTBETCTBYHOLLMIA aKT.

Mpukad B HeoOOXOAMMbIX Criydasix C LUenbl  OCYLEeCTBIIEHMS BOCMMTATENbHOMo
BO34ENCTBUA AOBOAUTCA 0 cBeaeHus apyrmx pabotHmukos ObLwecTsa.

6.8. [OucumnnuHapHoe B3biCKaHWMe MOXeT ObiTb o06xanoBaHO pabOTHMKOM B
rocyAapCTBEHHYIO MHCMNEKLMIO Tpyda UM opraHbl NO PacCMOTPEHMIO WUHOMBUAOYaNbHbIX
TPYAOBbIX CMOPOB.

6.9. Ecnu B TeyeHre 1 roga co gHA NpUMEHEHUS ANCLMMIMHAPHOIO B3bICKaHNSA paboTHMK
He OygeT nogBeprHyT HOBOMY AUCUMMNMHApPHOMY B3bICKaHWIO, TO OH CYMTaeTCs He
UMELUM ANCUMUNITMHAPHOMO B3bICKAHUS.

PaboTtogaten no cBoen wHUUMATMBE WM NO npocbbe paboTHMKa, XxopaTancTBy
PYKOBOAUTENSA CTPYKTYPHOro nogpasgeneHusi, NpogCor3HOro KomuteTa MoXeT msaaTb
npukas O CHATUM AUCUMNIMHAPHOIO B3bICKAHUSA, HE OXuaad WCTedeHus roga, ecnuv
paboTHUK He JONYCTUN HOBOrO HapyLUeHUs TPyLOBOW AUCUMUMNNHBI U NPU 3TOM NPOSIBUI
cebs kak [OOBPOCOBECTHbLIN YNeH TPyOOBOroO KOSNEeKTMBaA.

B TeyeHune cpoka oencTBna MCUUNIMHAPHOIO B3bICKAHUSA Mepbl MOOLWPEHNSA K pabOTHUKY
He NPUMEHSAIOTCS.

6.10. lMpaBuna BHYTPEHHEro TPyOOBOro pacnopsiaka HaxogsaTca B oTAene kagpos, a
TaKkKe BbIBELUMBAIOTCA B CTPYKTYPHbIX noapasgeneHunsax ObuiectBa Ha BUMOHOM MecCTe.
O3HakomneHune paboTHMKa npu npueme Ha paboTy c lNpaBunammn BHYTPEHHErO TPY4OBOro
pacnopsgka npoussBoguTcs B ob6a3aTtensHOM nopsigke.

7. TexHuka 6e30nacHOCTU M NPOM3BOACTBEHHAsA CaHUTapuUs

7.1. PaboTtHukn ObuwecTtBa 065a3aHbl cobntogaTb TpeboBaHMs MO TeXHMKE 6Ee30NacHOCTU U
NPOM3BOACTBEHHOW CaHUTapuu, MNPEeAYyCMOTPEHHbIE LEWCTBYOLUMMW  3aKOHaAMU U
NOA3aKOHHBIMM aKTamK, a TakKe peKoMeHOauuM KomuTeTa no TexHWke Ge3onacHocTu u
NPOM3BOACTBEHHOW CaHUTapUW, NpeanncaHnsi opraHoB TPYAOBON MEOULMHBI.
3anpellaeTcsa KypeHMe B MeCTax, rge no coobpaxeHnsm TexXHUKn ©e3onacHocTU U
NPOM3BOACTBEHHOW CaHUTapuUM OblN YCTaHOBIIEH TaKOW 3anper.

3anpelyaeTcs npMHUMaTh NULy Ha pabodem mecTe.

3anpelwjaetca yHocuTb C  CcOOOM  MMYyLWLECTBO, MpegMeTbl UM MmaTepuvansl,
npyvHagnexawme npegnpusatuo, 6e3 nonyyYeHns Ha To COOTBETCTBYIOLLETO pa3peLLeHms.
3anpeljaeTca npuHocUTb C coboW MpeameTbl MM TOBapbl, NpeAHasHayeHHble Ans
npogaxmu Ha paboyem mecTe.
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3anpewaeTcs BbiBeWMBaTb OObBABNEHMS BHE OTBEAEHHbIX ANns 3Toro mect 6e3
COOTBETCTBYHIOLLErO paspeLleHus.

Kaxgbin pabotHuk ObLectBa 0b6s13aH Ucnonb3oBaTb BCe CpeAcTBa MHAMBUAYANbHON UMx
KOMMEeKTUBHOM 3alUuuTbl, WMeEKLWMecs B €ro pacropsbkeHun, cTporo cobniogaTb
crneuvanbHble pacrnopshkeHusl, OTAaHHble Ha 3TOT cyeT. B uactHocTh, cHATME unu
BblBEEHME M3 CTPOS 3alUUTHOro YCTPOMCTBA MalMH uMnM 0BopyaoBaHWUS CUMTaETCs
0COBEHHO cepbe3HbIM NPOCTYMNKOM.

Ana npegynpexgeHust onacHOCTU NPOU3BOLACTBEHHONO TpaBMaTuM3Ma Kaxabld paboTHUMK
065a3aH cogepXaTb B XOpOLUEM COCTOSHUM CTaHKW, OBOpydoBaHWE, WMHCTPYMEHTbl U
BoOOLLE BCHO TEXHUKY, AOBEPEHHYDO €My AN BbINOfIHEHWUS cBOoen paboTel M Ans
TEXHNUYECKOro yxoa 3a Helo.

O nobon Henonaake He0BxoAMMO HeMeANeHHO coobLLaTh BbILLECTOALWEeMY HadanbHUKY.
Kaxgbin paboTHuk obsizaH ucnonb3oBaTb ntoboe BbigeneHHoe emy obopygoBaHue Mo
Ha3HayeHuIo: eMy 3arnpeLlaeTcs UCnonb3oBaTb 3TO 060pyaoBaHNE B NMYHBIX LEnsX.

B cnyyae npekpalleHus gencteus TpyOgoBOro AOroBopa kKaxaoe paboTtatowlee no Hammy
nMUO  AOMMKHO nepen  YXO4OM C  NpeanpusaTus BepHYTb CbipbeBble MaTepuansl,
WHCTPYMEHTbI, MalUnHbI U BOOGLLIE BCe 06opynOBaHNE M AOKYMEHTAUUIO, Haxoasawmecs B
ero pacrnopskeHun n NnpuHagnexawine npeanpusaTuio.

B cnyyae, korga Tekywas paboTta BKOYaeT TakKe TEXHUYECKUI yXO4 U OYMCTKY MaLUWH U
obopyooBaHusa, paboTawowee no HamMy nuuo o06s3aHO  BbIAENATb ANs  3TOro
Heobxoanmoe BpeMms.

3anpewaeTcs OCTaBNATb OAeXOy W JMYHble BewW BHE pas3geBanku U - MecT,
npegHasHa4YeHHbIX A5 UX XPaHEHUS.

lMepcoHan umeeT NnYHble WKadbl C BeLankamm n BUCAYMMUN 3aMKaMm, KIYM OT KOTOPbIX
HaxXoOATCs Y 3aMHTEPECOBaHHbIX NUL, BO BPeEMSA MOMb30BaHUA UMW, Oupekunsa moxeT
OTKpbIBaTb TakMe LKadbl AN NPOBEPKM MX COCTOSAHUSA U COOLEPXKMMOrO B NPUCYTCTBUMU
3aMHTEPECOBaHHbIX §nL, KPOME UCKMIYMTENbHbLIX CriyyaeB, Korga 970 caenatb
HEBO3MOXHO W Korga npoBepka Bbi3BaHa HEOOXOOMMOCTbIO COOMIOAEHUS TEXHUKU
6e3o0nacHOCTM 1 NPOM3BOACTBEHHOW CaHUTAPUMN.

B uenax HegonyweHMs onacHOro MOMOXEHUS UM ero HeMeaNeHHOW NIMKBUOAUUN MOXET
NPOMN3BOANTBLCS NPOBEPKA COAEPXaHWA ankoronis B KpoBu paboTHWKA, C Tem 4TOObI
onpeaennTb COCTOsIHME paboTalollero nNo HarMMy nuua U NpeaoTBpaTUTb BO3MOXKHbIN
PUCK.

PaboTtatowlee no Hanmy nuuo AOMKHO coobwaTtb npeanpuHUMaTento unm  ero
npeacrasBuTento o nbon paboyen cntyaumm, B OTHOLLEHUN KOTOPOW Yy HEro eCTb BecKas
NpyYMHa nonaratb, YTO OHa CO34aeT HEMoCPeACTBEHHYK CEPbE3HYK OMACHOCTb OIS ero
XM3HU unu 3gopoBbs. [NpegnpuHuMartens He MoOXeT TpeboBaTb OT paboTarowero no
HanMy numua BO30OHOBMNEHUS ero paboTbl B paboyen cuTyauum, korga npogosnkaeT
COXPaHATLCA HEMOCPEACTBEHHAsA Cepbe3Hasi ONacHOCTb.

Kpome Toro, 3anpeLiaeTtcsi NpUHOCUTL C COBOM Mnn ynoTpebnaTe ankoronbHbIe HaMUTKW,
NPOXOAMWTb Ha NPEeANpPUATUE UMM HAXOOUTBLCS Tam B HETPE3BOM COCTOSIHUMN.

O nobom TenecHoM NOBPEXAEHWUUN, KakOW Obl CTENEHU CEPBLE3HOCTM OHO HU ObINOo,
He3aMeanuTenbHO coo0LaeTcsa pyKOBOANTENIO NPEANpPUATHUS.

7.2. TpepynpexgeHne  OMNacHOCTM  BO3HMKHOBEHMS  HECYACTHbIX  ClyyYaeB U
npodgeccroHanbHbIX 3aboneBaHnii SBNAeTCsa 0b6A3aTernbHbIM Ha NPEeAnpPUATUN.

C aTOM Uenblo OOIMKHBbI CTPOro BLIMOSHATLCA OOLWME M crneuunanbHble npeanucaHnst no
TEXHUKe 6e30nacHOCTW, OENCTBYKOLME HA NPeanpuUATUN; UX HEBLINOSIHEHME BREYET 3a
cobon NpMMeHeHNe aNCUNNIIMHAPHBIX MEP B3bICKAHUS.

CnyxebHble MHCTPYKUUKM coaepaT NpeanucaHvst BCAKUMIM pas, Korga 370 Heobxoaumo;
OHW JOMNOSHSIOT B Crlydae HEOOXOAMMOCTM YKa3aHHbIE HXKE NpeannucaHnst, NPUMEHsIEMbIE
BO BCEX Cry4asx.
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Jluua HaemHoro Tpyaa A0SMKHbI, KPOME TOro, BbINOMHATL BCE crneumanbHble npeanncaHng,
KOTOpble [aeT MM pPyKOBOAALMN NepcoHan B OTHOLIEHUW BbINOSIHEHUA MMW CBOEN
paboTbl, U, B YACTHOCTK, NpeanucaHma no TexHuke 6e30MacHOCTU, KOTOpble SIBMAKTCS
cneumdunyeckumMmm Ans BbINONHEHNA AaHHOW paboThbl.

PykoBoadawwmin nepcoHan SOMKEH NOMNOMHATb ANS NOAYUHEHHBIX UM NNUL, MHAOPMALMIO C
npeanucaHnsaMmn no TexHnke 6e3o0MacHOCTU, OTHOCALLMMMUCSA K BbINONTHAEMON nmmn pabore,
N KOHTPONMPOBATb BbINOSIHEHWE TaKMUX NPeanucaHun.

O nobom HecHacTHOM cny4yae, npoucllewem Bo Bpems paboThbl, paboTatoLlee Nno Hanmy
nMUo OOMKHO cooblwaTtb B TOT e AeHb UNW He no3gHee 24-4acoBOro Cpoka COrfliacHo
TpeboBaHUAM, NPegyCMOTPEHHBIM B AOMKHOCTHON (Cry»KeBHOM) MHCTPYKLMW.

Mpn npueme Ha paboTy nvua HaeMHOro Tpyda AOSMKHbI coobwaTtb hamunuio U agpec
nmua, KoTopoe AOSMKHO ObITb M3BELLEHO NMPU HECHACTHOM Clyyae.

B cnyyae npou3BOACTBEHHOro TpaBMatTM3aMa WnM NpodeccuoHanbHoro 3aboneBaHus
paboTatoLlee No Hanmy fMLUO AOSHKHO NO BO3MOXHOCTU HEMEANEHHO (M BO BCAKOM criyyae
B TedeHMe 48 4) nocrne ocTaHOBKM paboTbl, ecnu TakoBas NpoMCXoauT, nepeaaTtb
npegnpuHumaTento (Mnu oTaeny Kagpos) NpedHasHayeHHbIW Ons nuua HaeMHoro Tpyaa
NNCTOK HEeTpyZoCMOCOBGHOCTN unvM  MeauuMHCKME CrpaBkv, MNOATBepxaawwme dakT
NPOM3BOACTBEHHOIrO TpaBMaTuama Wnu npodpeccuoHanbHOro 3aboneBaHud, B T.4. B
crnyvae peungusa.

7.3. CamMoxoaHylo Tenexky paspellaetca MWCcnonb3oBaTb paboTHMKaM nepcoHana,
UMELUM paspeLleHne Ha YyrnpaBneHne n CBUMAETENbCTBO 06 onpederieHHOM cTaxe
paboTbl B KayecTBe BOAUTENS ONS YNpPaBfEHUS CaMOXOOHbIMU Tenexkamu. Kaxgomy
paboOTHUKY, HEe WMeloWweMy Takoro paspelleHuss WNn CBUAETenbCTBa, 3anpeliaeTtcs
Mcnonb3oBaHWe Takoro BMAa TPaHCMNOPTHOro cpeactsa. Kpome ToOro, BoaAuTENAm
npeanpuaTs 3anpeLlaeTcs:

1) nepeBO3UTb Ha TaKMX TPaAHCMOPTHbIX CpeacTBax vy, He paboTarwmx Ha
npeanpusaTum;

2) ucnonb3oBaTb TPAHCNOPTHbIE CPeacTBa KOMMAHWW B WHbIX LENsiX, YeMm Te, KOTopble
onpegeneHbl NpeanpuaTuemM;

3) 6paTb ANdA Ucnonb3oBaHWs TPAHCNOPTHOE CPeaCcTBO KOMMNaHum 6e3 npeaBapuUTeENbHOro
Ha TO paspeLleHns;

4) oCTaBNATb CBOE TPAHCMNOPTHOE CPEeACTBO B HEOMPATHOM COCTOSIHUW.

256



NMPUNOXEHUE 11

NAMATKA MOTEPMEBLWENO MNP AT (OCAIO)

B uenax akoHomun Bawero BpemeHn, ana 6Gonee pauMoHanbHOrO M OBbICTPOro
pacCcMOTPeHUS 3adBNEHNN Ha BbIMmaTy CTPaxoBOro BO3MELLEHUSA Npu NPpUYMHEHUN Bpeaa
Bawemy TC B pesynbtate [OTI1, npocum BHMMATENIbHO O3HAKOMUTLCHA C HaCTOSLUEN
NAMATKOMN.

[ns ckopenwero oopMneHna CTpaxoBOro Criydasd U pelleHus Borpoca O Bbinsarte
pekoMmeHayem Bawm:

[MpepoctaBuTh criegyrowime AOKYMEHTbI B CTPaxXoOBYH KOMMNAaHUIO BUHOBHMKA:

1. Cnpaska o ATl dopmbl 12 (BblpaeTtcsa wuHcnektopom [UMBAL Ha wmecTe
NpouCLLECTBUS);

2. Cnpaeka o OTI dopmbl 31 (Bblgaetca COTPYOHUKOM aAMUHUCTPATUMBHOW MPaKTUKK
MMBAL no 3anpocy CTpaxoBOW KOMMNaHUK);

3. Konuu npoTtokono 06 agMUHUCTPATUBHOM MpPaBoOHapPYyLUEHNN B OTHOLLEHUN YY4ACTHUKOB
ATr;

4. Konumn nocTtaHoBneHu no pgeny o6 agMMHUCTPATMBHOM MpaBOHApPyLUEHUN B
OTHOwWeHun y4acTHukos OTTT;

5. 'paxkgaHcKkMi nacnopT noTeprnesLUEero;

6. CBuaeTtenbcTBo 0 peructpauum TC;

7. Boontenbckoe yaoCTOBEPEHME;

8. HoBepeHHOCTb Ha npaBo ynpaeneHuss TC u nonydyeHuss BO3MelleHuss Bpeda (npu
HanMuum);

9. 3anosiHeHHbIM 1 NOANUCAaHHLIA BCEMU y4acTHUKamu 6nank M3eewwernnsa o ATl

10. 3asBneHne Ha BbiNnaty  (3asBneHne 06  yObITKe) C ykasaHMeM OaHKOBCKMX
PEKBU3NTOB [ONA MNEepeyucrieHUss CyMMbl CTPaxoBOro BO3MELLEHUS.

Mocne odopmneHns 3aaBneHns Ha BbinnaTty B cooTBeTCcTBUM C n. 45 [pasun, Bam byget
npeanoXeHo NPOMUTU HE3ABMCUMYIO SKCNepTU3y.

PeweHne Bonpoca o BbiNnate CTPaxoBOro BO3MELLEHUS B COOTBETCTBMM C n.n. 70, 75
MpaBun npoucxoaut B TeyeHne 15 pabounmx OHEW C MOMeHTa npenoCTaBreHus
AOKYMEHTOB, noareepxaatowwmx obcrtoatensctea AT 1 pasamep npuymMHeHHoro yuiepba.
CornacHo n.75 [paBun cTpaxoBas Bbinnata npoumsBoanTca cobctBeHHuKy TC (unu
npeacraBuTento cCoOBCTBEHHMKA NPU HANUYNN HOTapuanbHO 3aBEPEHHOW AOBEPEHHOCTM Ha
nonyyYyeHne CTPaxoBOro BO3MeLLeHMs)) B TeveHuMe 3 paboumx AHEeW CO OHA NPUHATUS
pelueHnsi 06 OCyLLEeCTBIEHUN BbINaThbI.

B cnyyae BbinonHeHna BAMW Tlpasun  CrtpaxoBaHus ABTO [pakgaHckon
OTBETCTBEHHOCTU U peKoMeHAauui Hawmx CneunanucToB CPOKU BbinnaT u Bce Baiwwwm
3artparbl, CBA3aHHbIE CO CTpaxoBbiM cobbitnem 6yayt MAHUMAJIBHbI.
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NMPUNOXEHUE 12

YTBEPXOEHO
noctaHosneHnem [ TK
oT 28.11.2002 Ne 97

PykosoguTtento

(hamunus, nHnymansl)

(HanmeHoBaHME NPOBEPSIEMOro CybbeKTa, MECTO HaXOXAEHMS)

NOCTAHOBIJIEHME
O NMPOBEAEHNN MHBEHTAPU3ALINA

Hl

(dbamunus, HMUMansl pykoBoAMTENS,, HAMMEHOBaHWE TaMOXEHHOrOo

opraHa)
Ha ocHoBaHuM cTatbn 197 (234) TamoxeHHoro kogekca P® noctaHoBnsto:
1. B cBA3M C npoBefeHMEM MNPOBEPKM HA3HaAYUTb MHBEHTapm3auumio
TOBApPOB M TPAHCMNOPTHbLIX CPEACTB

(MecTo npoBeAeHUs MHBEHTapu3aLumm)
<« » 201 r.c YacoB.
2. PykoBogurento obecneynTb
(HanmeHoOBaHWe NpoBepsEMOro CcyobekTa)
npoBeaeHve nHBeHTapmsaumm B (6e3) npucyTcTBUU(S) AOIMKHOCTHBIX NUL
TaMOXXEHHOro opraHa, OCyLLeCTBMSAOLWNX NPOBEPKY.

PykoBoauTtens (3amecTuTtens pykoBoaUTENS)
TaMOXXEeHHOro opraHa

(nognuceb) (N.0.2amunus)

[MocTaHoBneHWe nonyyun

(mnognuck npegcraBuTens (N.0.2amunus)
npoBepseMoro cyobekTa)

(nara)

258



NMPUNOXEHUE 13

NMPUKAS
0 nepega4vm NOIHOMOYMIA
No
«« 20_ T

« « 20__ r. y6bIiBalo B CNy>KebHyt0 KOMaHAMPOBKY Ha CPOK [0 « «
20 T.

Ha Bpems Moero oTcyTCTBUSA NpUKasbiBato:
[MepepaTb NOMIHOMOYMSA Ha COBEpPLUEHWE BCEX OENCTBUM, BXOOALWMX B KOMMETEHUMIO
reHeparnbHOro avpekTopa

AOJTKHOCTb, paMuUnuns, UMs, OTYECTBO YNOSTHOMOYEHHOrO nuua
"eHepanbHbIN OUPEKTOP

noanunch pacLumncpoBka noanucu
M.M.
C npvka3om o3HaKoMIeH » « 20T,
noanucb  paclmdpoBka Noanucu
YNOMHOMOYEHHOTO NnLa
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NPUNOXEHUE 14
HanmeHoBaHue npeanpusaTms
PACNOPAXEHUE

00.00.0000
Ne

r. MarHuToropck

3arosioBoK K TEKCTY
C «O» UNnn «0b»

KoHcTaTupylowias yactb

MPEONATAKO (OBA3bLIBAIO):
1.

2.

3

PykoBoauTenb npeanpuaTus

unun nogpasgeneHus Jluynasi noonuck nN.0O. damunua

C pacnopsikeHneMm o3HakomneHsbl: 1. JomkHocTb JluyHas nodnucs N.0. damununa [daTta
2.
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NMPUNOXEHUE 15
epb PO

depeparbHbIN FOPHbLIW U MPOMBbILUNEHHbIN Haa3op Poccun
(CocropTexHansop Poccun)

YKASAHUE

MockBa

Bo wucnonHeHue [lpukasa [ocroptexHagsopa Poccum ot 05.04.2000 Ne 37 (n. 4)
npegnarato:

1. HanpaBute Ha y4eby B MOCKOBCKUA FOCYy4apCTBEHHbIN YHUBEPCUTET MHXEHEPHON
3KONMorMmM COTPYOHWKOB LeHTpanbHoro annapata [ocroptexHagsopa Poccun ¢ 20
deBpans no 3 anpensa 2012 roga cornacHo NpunoxeHuto
2. HavanbHykam ynpasneHun (otaenoB) obecneyunTb SABKY YKa3aHHbIX COTPYAHWKOB Ha
y4eby.

3. HazHaunTb cTapwmm notoka obyyeHus
4. CoTpygHuKaMm, 3akOHYMBLUMM OOyyYeHue, npencrtaBuTb B YNpaBreHue KagpoB U
cneupaboTbl KON COOTBETCTBYHOLLMX AOKYMEHTOB.

MpunoxeHne: Ha 1 n. B 1 3K3.
3amecTtutenb HavanbHuka
MocropTexHagsopa Poccum Moanuckb Pacwmdposka noanucu

WcnonHutenb n Bu3bl (Ha 060pOTHON CTOPOHE NOCneaHEro nucTa)
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NMPUNOXEHUE 16

PeweHnne OO0

Ne 1
06 y4ypexgeHun obuiecTBa C orpaHM4E€HHON OTBETCTBEHHOCThIO
«TEXCHAB»
A, rpaxpgaHnH Poccunckon depepaumm — dPamunua Mma OTyecTBO, nacrnopTHble
AaHHble
NMPUHUMAKO PELLEHWE
1. Co3pgatb OO0 « » B KOTOPOM Yy4dypeguTtenem sBndeTcs: nacnopr,
nacrnopTHble JaHHble
2. ObpasoBaTb YCTaBHbIN kanutan B pasmepe py6.). YcTaBHbIA KanuTan
BHECEH [EeHeXHbIMU cpeacTBaMu. YCTaBHbIM KanuTasm COCTOUT U3 aonuv
pasmepom 100%, HOMUHAITbHOM CTOMMOCTbLIO pyonen.

3. [lpvceonTb _yupexpgaemomy npeanpusatTio  HaumeHosaHnue: OBLWIECTBO C
OrPAHMYEHHOW OTBETCTBEHHOCTbBIO «TEXCHAB».

4. Ha pomkHOCTb reHepanbHOro aupektopa obuiectBa HasHadaetca Pamunua UNmsa
OTyecTBO,

5. YTBepauTb ackm3 nedatn. OTBETCTBEHHLIM 3a M3rOTOBIIEHWE MeYaTuM Ha3HavaeTcs
reHeparnbHbli  OUPEKTOP obwectea ®damumnua Wma OtyecTBO, NaCnopTHbIE
AaHHble

7. YTBEpauTb YcTaB 06LLecTBa 1 3aperncTpmpoBaTth B YCTAHOBIIEHHOM 3aKOHOM MOpPsiAKe.

Yupegutensb ®damunua LN.0.
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NMPUNOXEHWUE 17
OTAOEN SKCIINYATAUNN Aunpektopy OAO
NHO®OPMALNOHHBLIX CUCTEM «KyBbIpKOM>»
K.IN. EropbknHy
OOKNAOHAA 3AMNMNCKA

16.11.2013 Ne 08-18/93
O komaHaMpoBaHWUM CneLnanmMcToB Ha CeMMHap

B cBA3M cC npegcroswmMm  BHeApeHMEM nporpaMMHoro komnnekca «KanuvHga» wu
npurnawexHmem nocetntb nposogmmbii OO0 «llTtencenb» cemuHap no adpdekTuBHOMY
NCMONb30BaHMIO JaHHOrO KOMIMIeKca npowy KOMaHAMPOBaTb Ha CEMUHap cneunanncros
otaena Komapukosa W.[0. n TapaHga HO.b. B r. BopoHex ¢ 24.11.2011 no 27.11.2011.

HavanbHuk oTaena O.J1. bapabaHko
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NMPUNOXEHUE 18

HaumeHosaHue opzaaHu3zayuu

MPOTOKOI

<« » 20 T

Ne

r.

(3a20/1080K)
Mpeacepatens —
(pamunus, uHuyuarnsi)
CekpeTtapb —
(pamunus, uHuyuarnsi)
MpucyTcTBOBanu:
(GomkHOCMU, chamurnuu, UHUYUasbl 8 arngasumHoM ropsiOKe)
[MpurnaweHHsble:
(GomkHOoCcmuU, chamunuu, uHUYyUanbel 8 angasumHOM ropsoKe)

NMOBECTKA OHA:
1.
2.

CIYWANW:

(GormkHOoCMb, thamusius, UHUYUarsbl) (codepxxaHue doknada)

(GomkHOCMBb, ¢hamurius, uHUYyUarsnbl) (codepxaHue doknada)

(GomkHOCMb, Ghamunus, uHuUUUarssl) (codepxxaHue doknada)

(GomkHoCmb, hamunus, uHUyUarsl (codepxaHue doknada)

(GomkHOCMBb, Ghamunus, uHuUUUarssl) (codepxxkaHue 0oknada)
NMOCTAHOBUIIN:
1.
2.

Mpencepatens / /

(modnucs) (gpamunus, uHuyuarnsi)
CekpeTapb / /
(nodnuce) (gpamunus, uHuyuarnsi)
B neno Ne
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«

»

20

(nodnucek ucronHuUmMerns)
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NMPUNOXEHUE 19

HaumeHogaHue opeaHu3auuu

NMPUNKA3
(pacnopsipkeHue)
O HanpasneHun paboTHMKa B KOMaHOMPOBKY
Ne
« « 20 .

HanpaBuTb B KOMaHONPOBKY:

amurnusi, umsi, omyecmeo compyoHuUKa

HaumMeHo8aHuUe O0/MKHOCMU

HauMeHo8aHuUe cmpyKkmypHoz20 rnodpa3sdesieHusi

mecmo (cmpaHa, 20p00, op2aHu3ayusi)

CPOKOM Ha « « KaneHOapHbIX AHEN C « « 20 r.no «« 20

C uenbio

KomaHgupoBka 3a cyeT cpeacTs

OcHoBaHue:

cnyxebHas 3anucka, npodyee

PykoBoauTenb opraHvsauum

OO/mKHOCMb rnoonucek pacwugposka
nodnucu
C npukasom (pacnopsikeHnem) « «
[Modnucb  pacwugpposka rnodnucu
20 T
O3HAKOMJIEH
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NPUNOXEHUE 20
HavanbHuky otgena 6esonacHocTu
B.I'. Kypoenosy
CNY>XEBHAA 3AMNUCKA

14.10.2013 Ne 01-20/47
Ha Ne
O BbIxoge Ha paboTy B BbIXOOHOW AEHb
B c¢BsS3M C nNpou3BOACTBEHHOW HEOOXOAMMOCTbIO (MOArOTOBKOM K  MPOBEOEHUI0
pacwmpeHHoro cosewaHus 17.10.2012) npowy Bac paspewuTe BXO4 B 34aHue

15.10.2012 cneunanucty obuiero otaena 3axopxkesckon Jlngmum OnerosHe.

HavanbHuk oToena T.®. XnonyLwko

267



NMPUNOXEHUE 21
CrPABKA

AaHa MeaHoBy WN.W., CTyAeHTY ... rpynnbl oTAeneHna XXypHanucTukn TiomlY, B TOM, 4YTO OH
npoxoauri 03HaKOMUTENbHYIO (MPOM3BOACTBEHHYIO) NPAKTUKY B pefakumn ... ¢ ...(4ucro,
Mecsu) no ... (4Mcrno mecsy) ... roga.

3a o3Ha4eHHbIV nepuoa MeBaHoBbIM U.A. Bbinv noarotoBneHbl 1 onybnmnkoBaHb! (BbILWW B
adup) cnegyowne matepuarnsi:

(HasBaHue matepuana) (kaHp) (aata nyénukaumm nnu Boixoaa B achmp)

[(MaBHbIN pedakTop W.IN. Npoxopos
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NMPUNOXEHUE 22
NPECC-PEJINS3

7-r0 oKkTs6ps B MockBe OTKpbinacb 5-1 MexgyHapoaHasi BbiCTaBKa-KOHepeHums
Infosecurity Russia 2008. BbicTaBka Bbi3Bana 3HauMTENbHbIN WHTEPEC cpeaun
cneuwnanuctos IT — security Poccun n CHI'.

3A0 «/Hpo3awmTa» — oanvH N3 BeayLmx NocTaBLLMKOB peLleHnn U NpoayKToB B cdepe
MHopmaLmoHHON Ge3onacHOCTU — NpeAcTaBunia AoKnagbl MO OCHOBHBbIM MPOAYKTOBbIM
nuHenkam Secure Computing n Network Profi.

B noknage o nporpammHom npogykte LanAgent BHMMaHue ayanTtopum 6GbIno 3a0CTpeHo
Ha NoBbILWEHNN 3PPEKTUBHOCTU pabOoTbl COTPYAHMKOB B KOMMAHWM, @ TakKe BO3MOXHOCTM
npefoTBpaliatb YTeYKM WHGopMauunm Ha paHHen crtagun. LanAgent nossonser
KOHTPONMpOBaTb LEATENbHOCTb MepcoHana Ha paboymx mecTtax, BKA4Yasi KOHTPOSlb
Habopa Ha knaeBmaType, CO3[aHME CKPMHLUOTOB, 3anyCK WU 3aBepLUeHUEe MNPUIOXEHWUHN,
NOOKITIOYEHNE CbEMHbIX HakonuTernenh M 3Ha4uTeNnbHOE KONMYECTBO APYrux Morie3HbIX
dyHKunn.  Bca uvMHpoOpMaums XpaHUTbCA B UeHTpanbHOM 6a3e [aHHbIX M MOXEeT
aHanuanpoBaTbCa NpU NoMowM 3PPEKTUBHBIX CPEACTB MOCTPOEHUA OTYETOB. Takke
Oblna npeacraBneHa KopnopatuBHasa Bepcuda LanAgent Enterprise, npegHa3HavyeHHas ons
paboTbl B  KPYMHbIX KOPMOpaTMBHbIX CeTAX KW obnagawwasi  paclMpeHHON
dyHKUMOHANbLHOCTLIO, 1 Bepcus LanAgent Terminal ana paboTel B TepMyUHanbHON cpeae.
Kpome Toro, 6bin npeacraBneH OKMag NO O4HOMY M3 NYYLWMX PELleHUn Ha PbIHKE
nporpaMmmHo-annapatHon WEB-uneTpaumm — Secure Web (paHee — Webwasher)
komnaHum Secure Computing. Secure Web — nporpammHo-annapaTtHoe pelleHue all-in-
one Ans  KPynHbIX oOpraHu3auun, obecneuvBalollee nyuwyld B CBOEM Knacce
Ge3onacHOCTb B OTHOLWIEHMM BCEX acnektoB 6esonacHoctn WHTepHeT-Tpadmka u
coBmewawouiee @QyHkumm URL —unbTpauun, SSL ckaHMpoBaHWdA, aHTucnama Wu
aHTuBMpyca. 3anateHToBaHHasi TexHonorma TrustedSource, ucnonb3dyemas AaHHbIM
YCTPOMCTBOM, MO3BONHAET OMHAMUYECKM YyCTaHaBNMBaTb OLEHKY penyTauuuM TOro wunu
NHOro Beb-pecypca Ha OCHOBaHMM aHanu3a NoBeAeHUs 3TOro pecypca. Takmm obpasom,
Aaxe ecnv UCTOYHMK Bbin 3apaxkeH, HO B 6a3ax aTta uHgopmauus ewe He urypupyer,
AOCTYyN K Takomy pecypcy OyaeT Bce paBHO OrpaHUYeH. YCTPOMCTBO UMEET nyyline
pekoMeHJaLuun Ha pbiHKE Ha AaHHbIN MOMEHT.

3A0 «WMHo3awmTa» perynsapHoO MNpoOBOAMT AN CBOMX MOTEHUManbHbIX 3aKa3ynmkoB
CeMUHapbl U MNpe3eHTauMn C Uenbl MOBbICUTb BHUMaHWE KOHEYHbIX Mosib3oBaTenen K
npobneme 3awmnTbl HGPOPMaLNN B KOPNOPATUBHbBIX CETSAX.

O komnaHuun «NHdo3awmTa»

3akpblToe akumoHepHoe obuwecTBo «WMHo3awmTa» saBnseTcs cneynanm3mpoBaHHbIM
NOCTaBLMKOM peweHnn ansa obecneyeHns 3awMTbl KOPNOPATUBHOM W YaCTHOWM
nHdopmauunmn. KomnaHums paboTtaeT Ha pbiHke ¢ 2002 roga v npegnaraet CBOMM KIMeHTam
nporpammHoe obecneyeHne w©n obopyaoBaHME MUPOBbLIX NMAEPOB  MHAYCTPUM
MHdopMaumoHHon 6e3onacHocTu. «MHdo3awmuTa» NpegocTaBnsdeT CBOMM KIIMEHTaM Ha
BbIOOp pelueHns onst NPOEKTOB pasfnMYHOro macwTaba, TO €CTb aKTMBHO paboTaeT He
TONMbKO C KPYMHbIMW 3akaszynkamu, HO U C ManbiM U cpegHum BusHecom. [lapTHepbl
KomMnaHmm — Begyuwme mupoBble OpeHabl B cdpepe IT-security, a MMeHHO Secure
Computing, PGP, Securit, SafeNet, Watchguard, Aladdin v gp.
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NMPUNOXEHUE 23
NMMCbMO-TNPUTTIALLEHNE

[-xe BopoHuoson L.[.
117623, r. Mocksa,

yn. MNMywkuHa, a. 23, od. 15
24 cpeBpanga 2012 .

YBaxkaemasi rocrnoxa BopoHuosa!
Mpurnawaem Bac Ha koHuepT «Bce 3Bé3gbl ans Jlobumon», nocesweHHbIn [OH0 8
MapTta, kotopbin coctoutca 06 wmapta 2012 roga B 19.00 B [OCygapcTBEHHOM
Kpemnesckom [1BopLe.
Bbl MOXeTe npurrnacutb eLle ogHOro Yyernoseka.
Moxanyncrta, n3BecTtute Hac B Gnwxanwee Bpemsa, CMOXeTe N Bbl NPUCYTCTBOBATb,
MOCKOSbKY KONMYECTBO NpurnacuTernbHbIX GuneToB orpaHMYeHo.

C yBaxeHuem,

pykoBoautesnb komnaHmm OO0 «JlaBuHa»
Basunos Cepren ViBaHoBUY Basurnos C.N. BaBunos
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NMPUNOXEHUE 24

Nex. Ne

OOJIXHOCTb, Ha3BaHME opraHn3aunmn
OT « » 201 .

®UNO (komy agpecoBaHO NMUCbMO)

FAPAHTUWHOE NMCbMO

Mpowy Bac noctaBuTb NapTuio NPOAYKLMK, cornacHo 3asBke Ne  oT «_ » 201 .
Onnaty rapaHTMpyem ¢ pacyeTHoro cyeta Ne
B

(HanmeHoBaHWE N MecTopacrnonoXeHne GaHka, B KOTOPOM OTKPLIT CYET)

B CPOK 00 « » 201 .

B cnyyae HeynnaTtbl B YCTAHOBMNEHHbIA CPOK OyAeT ocyLecTBreHa BbinnaTa NPOoLEeHTOB U3
pacyeTa 1 % OT CyMMbl NMPOCPOYEHHbIX 06A3aTENbCTB, 3a KaXAbli AeHb NMPOCPOYKY.

JOIMKHOCTb noanunchb ®UNO (pykoBoaUTENS OpraHmM3auuu,
KOoTopada cocTaBuna rapaHTUMHOE NUCbMO)

"maBHbIN ByxranTep

noanuchb 0l%[e]
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NMPUNOXEHUE 25
NMMCbMO-TTPOCbBA

MaTtepu NpoOTMB HAPKOTUKOB
PernoHanbHasa 6narotBoputensHas opraHnsaumnsa «<MAPUHA»
Poccus, 190068 OAOBUTABAHK
Yn. Manas lNMogbsadeckadq, g. 34 kop/ c4. 301102010700000000357
Ten. /dakc: (812)234-07-68 p/c 407380100000000000054
e-mail: marina@hotmail.ru NHH 7814598566
NHK 044976675

"eHepanbHOMY OMpPeEKTOPY

3A0 «OMHW»

Cwnpoposy A. .

14 Hos16pst 2013 no Bonpocy: o 6bopbbe ¢ HapkoMaHuemn

YBaxaemblt AHaTonum NeTposuy!
KoopaunHaumnoHHbIn coBeT GnaroTBOpuUTenbHON opraHmsaumm «MapuHa» obpalaeTtcs K
Bam ¢ npocb6oii 0 BO3MOXHOCTU OKa3aHWUsi CMOHCOPCKOW MOAAEPXKKM B BuAe onnathbl
pacxogoB MO MNOAKMIOYEHUIO Hallen opraHu3aumm K cetu WHTepHeT M Nonb30BaHUIo
3MEKTPOHHOM MOYTOW. Takoe cornaweHuve xenaTtenbHO Obino 6bl 3akNYUTL Ha
A0nroBpeMeHHON OCHOBE.
HapkomaHus — npobrnema HOMeEp OAWH B COBPEMEHHOM MMUPE, HUKTO He [AOJSPKEeH
ocTaBaTbCA B CTOPOHe OT ee pelleHus. bnarotBoputenbHasa opraHusauus «MapuHa»,
cosgaHHas B 1994 r., yacTu4HO B3dAna Ha cebda pelweHne npobnem HapKO3aBUCALLMX U
BUY-nHpunLmMpoBaHHbIX rpynn HacerneHus, a Takke Nx cemeun.
Ha ©GecnnatHon ocHoBe «MapuHa» npoBOAUT TPEHUHNM W CEMMHapbl AN
Hapko3asucawmx un BUY-uHUUMPOBaHHLIX MOgen C NpuBIIEYEHUEM CneumanucTos-
HapKoJ10roB, NCUXoTepaneBToOB, COLNOIOroB U KOPUCTOB.
Hawa opraHusaumsa perynsapHo COTpyAHUYaeT C amepuKkaHCKuM [[arapuHCKMM OOoHOOM U
duHckon opraHmsauymnen «IRTI HUUMEISTA», paboTatowwmmmn B 3TOM Xe HanpasneHun. B
CBSA3N C pacTyWuMn MeXayHapoOHbIMK CBA3SMU M B LUenax o6beanHeHus yCUnum no
6opbbe ¢ HapkoMaHMen Mbl UCMbITLIBAEM PacTyLLyO NOTPEBHOCTL B perynspHon paboTte ¢
canTamum poACTBEHHbIX OpraHu3auuMi U OTKPbITUM HOBLIX €-mail agpecoB ans Gonblien
cneuvanmsaumm n aEKTMBHOCTN Halen paboTbl.
B cnyyae Bawero obuiero nonoxuTenbHOro OTHOLEHUSA K BOMPOCY O COTpyAHUYeCTBe C
Hawen opraHu3aumMen no 6opbbe C HapkomaHuen Bce HeobxoauMmble pacyeTbl W
AOKyMeHTbl 6yayT Bam npegcrasneHsl no nepsomy TpeboBaHuio.
3apaHee 6narogapum Bac oT wumeHu uneHoB KoopauHauUMOHHOIO coBeTa M He
COMHeBaeMcs, 4YTo Bawe yyactne B peweHun npobrnembl 60pbbbl C HapkoOMaHWen
npuHeceT CBOW NNoabl.

Mpencepatens KoopamMHaunoHHOro coBeTa .. CnnpmngoHoBa
McnonHUTenbHbIM ANpPEKTop C.M. Nluxauesa
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Wramn nnn
bUpMEHHbIN BraHk

B otBeT Ha Bawe nucbmo ot

NMPUNOXEHUE 26
NMMCbMO-OTBET

AunpexTopy

(HanmeHoBaHWe NpeanpUaTUs,
yypexaeHusi, opraHmsaumnm)

(®.1.0)

coobLlliaem, YToO BbicnaTtb Bam

He npencraBndeTcd BO3MOXHbIM MO NMpuynHe TOro, 4to

(pacwwmdposka nognucu)

PykosoauTtenb
npeanpusaTus
(moanwce)
WcnonHutens
(©.1.0.)
TenedoH
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NMPUNOXEHUE 27
BITArOJAPCTBEHHOE NMMCbMO
YBaxaembi Banepun Hukonaesuny!

Bolpaxaio Bam cnoBa wuckpeHHen 6narogapHOCTU 3a B3auUMHOE COTPYAHWYECTBO M
oKasaHHYI0 NoMoLb B obecneyeHnn Moen AeaTenbHOCTM Kak genyTata focyaapCTBEHHOM
Adymbl ®egepansHoro CobpaHuna Poccuiickon egepaumm IV cosbisa.

3akoHogaTernbHble MHUUWATUBbI, SKCNepTu3a 3aKOHOMPOEKTOB, COTHU OTBETOB U NMUCEM MO
peLLEeHMIO HacyLWHbIX NpobniemM rpaxgaH, BCTpeun ¢ npogeccnoHarnbHbiMn coobLiecTsamm
no o6CyXOEHN0 NpUHUMMManbHbIX BOMPOCOB — BCE 3TO ObiNo 6Gbl HEBO3MOXHO 6e3
Bawero geatenbHoOro n nogaepku co cTopoHsl Bawwero Mpodcorosa. Beicoko ueHo Balu
3HTY3Ma3M, OTBETCTBEHHOCTb U BbICOKMIW NPOdeCCUoHanmn3m.

XKenato Bam wn unenHam Bawero [Mpodcotws3a pganbHenwmx ycnexoe B paborte,
9KOHOMUYECKOMN CTabunNbHOCTN, yBEPEHHOCTU B CBOUX cunax!

Kpenkoro 3gopoBbs, 6narononyyns Bam n Bawum Bnunskmm!

HenyTtat NocygapctBeHHOM [ymbl
P.M. baganos
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NMPUNOXEHWUE 28
COnPOBOOUTEJIBHOE NMNCbMO
3apascTByinTe, TaTtbsHa!

Ha cante www.rabota.ru s y3Han, 4To B Bawen komnaHum oTKpbITa BakaHCUsE MeHexepa
no npojaxam HapyXHOW peknambl. Bbipaxai Hagexay, 4YTo B CBA3U C pa3sButueMm Bam
OyaeT nHTepecHa Mos KaHangaTypa Ha LaHHYH NO3ULMIO.

B HacToAwmMin MOMEHT s paboTald B MapKeTMHIOBOM M peKrnaMHOM noapasaefnieHum
XonanHra «COoSHbILKO» Ha No3uumu cneumanncta no peknamMHbIM NpoeKkTam.

MoumMu  OCHOBHbIMM  3aadamMu  4ABNAETCA MOUCK KIAMEHTOB [ONd  pa3MelleHus
KOMMepYeckon WHdopMauun Ha npegraraeMblX KOMMaHUWEW HOCUTESsX, COCTaBrieHue
npeanoXxeHuUn, BedeHWe CAerioK, B3auMOAEeNCTBME CO CMEXHbIMW noapasgeneHnsmu
KOMnaHun, paboTa C peknamMHbiMW areHTCTBamMu U nogpsgvvkaMmu, nogaepxaHue
NMEIOLLNNCS KIMEHTCKON 6asbl.

Mmetowminca onblT npe3eHTauun npoaykta, cbopa uHpopmMaumMm O MOTEeHUUanbHOM
KNMEHTE W HaBblkM OOLEHNs C MeHegXepamMmy BCEX YPOBHEW, NO3BONUNN [0OUTbCS
BbICOKMX pe3yribTaToB. A B OAHOW KOMMaHUU AOCTUYb 3BaHUSA «JTyYLLUA COTPYAHUK roga.

BHumMaTenbHO M3yumB Kpyr ob6s3aHHoOCTen uM TpeboBaHus, NpeabsBisieMble K NO3ULMK,
npegnonaratw, 4YTO MMeEKLWMACA OonbliT paboTbl U HaBbIKM, MO3BONAT OOCTUYb BbICOKUX
nokasaTtenen, npuHecTM npubbinb KOMMaHWW, a MHe npodo/mkaTb pactu B
npodgeccuoHanbHOM U (PMHAHCOBOM MrlaHax.

K nucbmy npunarato moe pestome. C yaoBonbCTBUEM NpUMY NpeanoXeHue BCTPETUTLCS C
BaMW U pacckasaTb HECKONbKO Bornblue 0 cebe 1 ToM, Kakyto Nonb3y, N0 MOEMY MHEHMIO, S
Mor 6bl NpuHecTn Bawen mpme.

C Haunny4vwmMmmn noxenaHnamu,

MBaHoB UN.W.
Ten. (111) 111-11-11
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NMPUNOXEHUE 29

NMMCbMO-TNPEAJIOXXEHNE

(HanmeHoBaHue top. nMua)

(®.1.0. nnn nogpaspenexue,
€CJIT1 OHU U3BECTHbI)

(nHpekc, ropog, ynuua,
Ne goma)

Beicbinaem B Baw agpec npoekt gorosopa Ne oT

(npegomeT gorosopa)

[loroBop nmpocum nognucatb, CKPenuTb nevaTbid U BEPHYTb B Hall aapec B TeyeHue

MpunoxeHus:
1) npoekT goroBopa (2 3K3.)
2)

AunpekTop
(MHOEe JOMKHOCTHOE NULO, noanuch ®.N.0.
obnapgatoLliee NnpaBom neyartb
3akno4aTb 4OroBopbl)

NcnonHutenb

(®.1.0)

(TenedoH (dakc))
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NMPUNOXEHUE 30

PE3IOME

.. (@.N.0)
[ata poxgeHus: .... (Yucro/mecsu/200) ®doTo
Afgpec npoxuBaHus: ... (2opod, ynuya, OoMm, Keapmupa)
TenedoH: mob. ..., gom. ...
e-mail: ...

Llenb: nonyyeHne paboThl ... (ykadbieaeme Q0/MKHOCMb, Ha KOMOPYHo rpemeHoyeme)
Oxnaaembin ypoBeHb 3apaboTHON nnaTthl (yka3blieaeme o xenaHur): oT $ ...

MpogeccnoHanbHaa 4eaTenbHOCTb:
... (chbepa dessmenbHOCMU):

- ...(GocmuxeHue);

- ...(GocmuxeHue);

- ...(GocmuxeHue);

... (chbepa dessmenbHOCMU):

- ...(GocmuxeHue);

- ...(GocmuxeHue);
...(ocmuxeHue);

OnbIT paboTbl:

... (Mecsay, 200) — ... (mecsy, 200) — ...(yka3bieaeme OO/KHOCMBb), ... (HauMeHo8aHue
KomnaHuu), ...(cpepa OesamenbHOCMU KOMnaHuu), ...(20p00 MecmopacriofoXeHust
KomraHuu)

... (Mecsay, 200) — ... (mecsy, 200) — ...(yka3bieaeme OO/KHOCMBb), ... (HauMeHo8aHue
KomnaHuu), ...(cpepa OesamenbHOCMU KOMaHuu), ...(20p00 MecmopacriofnoXeHuUst
KoMraHuu)

O6pasoBaHue:

... (nostHoe HaseaHue y4ebHo20 3a8e0eHUsl, haKyibmem, crieyuasibHOCMb)
... (MfpuceoeHHas keanuguKkayusi — yka3bleaeme r10 XeslaHuro)
... (Hagpadni)

HononHutenbHoe obpa3oBaHue:
... (Mecsiu/200 Ha4Yana — mecsiy/200 OKOHYaHUSsT)
... (HassaHue Kypcos, ceMuHapo8, MpPeHUH208, CMaXXuUpOBOK)

MpodeccnoHanbHble HaBbIKK:

... (cmeneHb enadeHus K: HOBUYOK, OrbIMHbIU 10/1b308aMesIb, CUCMEMHbIU,
rnpoegpammbi, ¢ KomopbiMu pabomaru)

... (3HaHUe UHOCMpaHHbIX A3bIKO8. Ha38aHUe 5i3blKa, yPOBEHb 3HaHUS)

JInyHble kavecTtBa: ... (5-10 wmyk)

HononHutenbHasa nHpopMauus (ykasbieaemcs ro mepe Heobxodumocmu):
— (cemeliHoe nonoxeHue, Hanu4due demel);

— (Hanu4ue 8odumernbCKo2o yo0ocmosepeHuUsi, cobcmeeHHo20 asmomoburss),
— (eomosHOCMb K KOMaHOUpOBKaM);

— (Hanu4ue 3azpaHnacrnopma);
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— (eomosHocMb K HEHOPMUpPOBaHHOMY paboyemy OHI);

— (omHoweHue K rnepee3dy 8 dpyeoul 2opo0);

— (Hanu4yue 8peldHbIX MpuBbIYeK — JlydwWe yKasblgamp, eCriu OHU Omcymcmaeym:
8PEOHbIX MPUBLIYEK HE UMEID);

— (x066u);

— (Hanu4ue pekomeHOayul).
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... (Address (Number of your house, Street, City, Region, Country))

PE3IOME HA AHITMMNCKOM A3bIKE
... (First Name, Surname)

... (Date of birth)

Cellular phone: ...(Number), Home phone: ... (Number)

OBJECTIVE

ACCOMPLISHMENTS

SKILLS

WORK EXPERIENCE
... (Dates)

.. (City)

Type of business - ...

Major Duties:

... (Dates)

... (City)

Type of business - ...

Major Duties:

EDUCATION

... (Dates)

... (Dates)
HONORS
PUBLICATIONS

PERSONAL

E-mail: ...

To obtain a position as ...
or

Apply my skills as ...
or

A careerin ...

... (sphere of action)

... (accomplishment);
... (accomplishment).
... (sphere of action)
... (accomplishment);
... (accomplishment).

Computer: ... (Name of program)

Languages: ... (Native and foreign)

... (Position)
... (Title of company)

... (Position)
... (Title of company)

... (Title of educational institution, Major, Degree)
... (Title of educational institution, Major, Degree)

... (Title, Awarding Organization, Date(s))

... (Title and Type, Title of Publication, Publisher, Date Published)

... (Hobby etc.)
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INFORMATION
REFERENCES Available upon request

MpumeyaHus K WaGNOHYy:

... (3HaK «MHOroToume») — BMECTO ... (3HaKa «MHOroToune») BctaBnseTe Baw Tekct
(mekcm) — B ckobkax M KypCcMBOM O6O3HaYeHbl MOSICHEHWUS K 3amnOfIHEHUIO, B KaKOM
nopsiake U YTO UMEHHO YKa3blBaTb BMECTO 3HAKa «MHOrOTOUYME.

Pasgensi HONORS, PUBLICATIONS, PERSONAL INFORMATION, REFERENCES
3anofHSATCA MO XeraHuo, Mo Mepe BO3MOXHOCTU M MO Hanuynilo COOTBETCTBYHOLLMX
AaHHbIX.

B pasgenax WORK EXPERIENCE/ EDUCATION onbIT paboTbl/o6pa3oBaHne ykasbiBanTe
B OOpaTHOM XpOHOMOrMYEecKOM nopsiake, T.e. HayMHag C MocrnegHero MecTa
paboTbl/y4ebsbl.
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YyebHOoe TEeKCTOBOE 3MEKTPOHHOE U3daHue

BonkoBa Buktopusa bopucosHa
KpuBownbikoBa MapuHa BnagumupoBHa

OCHOBbI AENONPOU3BOACTBA

Y4yebHoe nocobue

M3pnaeTcs NONHOCTLIO B aBTOPCKOM peaakunm
1,2 M6
1 5MeKTPOH. ONnT. AUCK

r. MarHmnToropck, 2013 rog
OreQy BroO «MIMy»
Appec: 455000, Poccusa, YensbuHckas obnactb, r. MarHMToropck,
np. JleHnHa 38

®IrbOY BIMNO «MarHMToropckuin rocyaapCTBeHHbIN
TexHMn4Yeckun yHusepcutet um. .. Hocosa»
Kadbegpa KynbTyponorum n pycckoro si3bika
LleHTp anekTpoHHbIX 06pa3oBaTenbHbIX PECYPCOB U
ANCTaHLUMOHHbIX 06pa3oBaTenbHbIX TEXHOOIMMM
e-mail: ceor_dot@mail.ru



