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Tema 1 OcHOBHBIEC NOHATHUSA J1€JI0NPOU3BOACTBA U JOKYMEHT0000pOTA
1.1 ®yukuum 10KyMeHTa

B ocHoBe nesTenbHOCTH JIIOOOM OopraHu3anuu, Oyab TO MUHHCTEPCTBO, BEJOMCTBO HIIA
MaJioe MpeAnpUsITUES, HAXOSITCS:

* IIPOLIECCHI MOTy4YeHUs, 00paboTku nHbOpMaIny;

* IPUHATUE PEIICHUS, JOBEJAECHUE €T0 10 CBEJICHUS UCIIOTHUTENEH;

* OpraHu3alys UCIOJHEHUSI, KOHTPOJIb U MOJBEICHUE UTOTOB.

3adukcupoBaHHAas HAa MaTepUAbHOM HOCHUTeNe HMHQPOpMalus SBISETCS OCHOBHBIM
CPEIICTBOM JIEITEIbHOCTH PAaOOTHUKOB OPraHOB YINPABIEHUS M B TO K€ BpPEMsi €€ TJIaBHBIM
IPOJYKTOM, BBICTyHasi CIIOCOOOM pealih3allii CBSI3e MEXAy YNpaBIAIONICH U ympaBisieMon
cucteMaMu. OT ONEPaTUBHOCTH, YCTOMYMBOCTU U ONTUMAJILHOCTH UH(DOPMAIITMOHHBIX TOTOKOB
BO MHOTOM 3aBHUCSIT KaY€CTBO YIpaBlieHus, 3P(HEKTUBHOCTh BCEX €TI0 3BEHHEB.

YnpasjieHue JI00bIM HNpeANpUSTHEM - HHPOPMAIMOHHBIM MPOIECC, B KOTOPOM
nH(popMaIusi MpUHUMAaETCs, 00pabaThIBaeTCs, BRIPA0ATHIBACTCS PEIICHUE, PEIICHUE IOBOIUTCS
710 UCTIOJIHUTEJICH, IEUCTBUS KOTOPBIX KOHTPOJIUPYIOTCS.

Ha Bcex nsTamax HMH(pOPMAIMOHHOTO Mpollecca CO3JAI0TCS JOKYMEHTBI, B KOTOPBIX
bukcupyertcst pazHooOpa3Has uHpopmaIusi.

CocTaBHOM 4YacThIO YyHOpaBlIeHHS J000M OpPraHU3allMOHHONW CHUCTEMOM SIBJISETCS
JEJIOMPOU3BOACTBO.

TepMuH «Ie0MTpOU3BOACTBOY» TOsIBUIICS BO BTopoii nosioBune X VIII Bexa u o6o3navan
HE TOJBKO MaNKy C JIOKYMEHTaMH, HO U caM pellaeMblii Bonpoc. B HacTosiiee BpeMs TepMUuH
03HAYaeT OpraHU3aIMI0 HHPOPMAIIMOHHOTO CONTPOBOXKACHUS JIeTa, T.€. BeJIEHUE TOKYMEHTAIIUN.

Jlenonpouzeoocmeo — OOKYMEeHMAayUuoOHHOe obecneueHue ynpaeneHus,
CamMocmoamenvbHas ompacis AOMUHUCMPAMUBHO-YNPABIIEHYECKOU oesmenbHoCmu
opeaHuzayuu,  yupesicoeHus,  npeonpusmus, — obecneyusarowas — OOKYMEHMUpOosaHue
U opeanuzayuio pabomvl ¢ OYUYUATLHBIMU OOKYMEHMAaMu, co30aHue O0OKYMEeHMAYUOHHOU
uHgopmayuonHot 6a3zvl HA PA3IUYHLIX HOCUMENAX OJ UCHONb308AHUS  YNPABIEHYECKUM
annapamom 8 npoyecce peanusayuu e2o QyHKyu.

Baxueiien coCcTaBIsSIONIEN YaCThIO JIEJIONPOU3BOICTBA ABISETCS JOKYMEHTUPOBAHUE.

Jlokymenmupoeanue — pe2iamMeHmupo8antvlil npoyecc Qukcayuu Ha pasiudHblx
HOcumenax U OQOpMIeHUsi HA OCHOBAHUU YCMAHOBNEHHLIX Mpeb08aHUuli U HOpM  6cell
HeoOX00UMOU 011 OCYWeCmEIeHUs YIPABIIeHYeCKOL 0esimeNbHOCMU UHGOPpMayUul.

Jlokymenm —  3agpuxcuposannas — Ha HOcumene — UH@opmayus ¢ peKGUIUMAMU,
NO360NAIOUWUMU €€ UOeHMUPUYUPOBAMb.

JIoKyMeHTBI Kak croco0 OOmIeHWs W mepefadyn WH(OpMaIruu TOSIBUINCH BMECTE C
MUCbMEHHOCTHIO. [lonsTHe «qtokymeHT» (Jiar. documentum — cmoco0 0Ka3aTelbCTBa,
CBUJIETEIHCTBO) C CAMOTO CBOEr0 BOSHUKHOBEHU S HAIIOJTHEHO MTPABOBBIM COJICPKAaHUEM.

JIOKyMEHT CIy>)KUT OCHOBAaHMEM Il TPUHSTHS  YIPABICHUYECKUX  PEIICHUM,
CBUJIETEIHCTBOM M JIOKA3aTEIHCTBOM MPHUHSITHIX PEIICHUN U UX ucnoyineHus. OH oOecrieunBaeT
COXpaHEHHE, HAKOIICHHE, Tepe/iady U UCIIOIb30BaHuE YIIPaBIeHYECKON HH(OPMALIUU, CITYKUT
JUTSI HABEICHUS CIIPABOK, YTOUHEHUSI ADXUBHBIX JTAHHBIX.

COBOKYITHOCTh JIOKYMEHTOB Pa3JIMYHbIX BUJOB U Pa3HOBUAHOCTEN, B3aMMOCBSI3aHHBIX 110
pU3HAKaM MMPOUCXOXKICHHUSI, HA3HAUYCHHUS, BUA, CPepbl 1eATeTbHOCTH, €IUHBIM TPEOOBAHUSIM K
0(pOPMIIEHUIO, COCTABIISIET CUCTEMY JOKYMEHTAIUH.

JIOKyMEHT crnocoO€H BBI3bIBaTh OINpPEACIICHHbIE IOPUANYECKUE MOCHEACTBUS, €CIU OH
M37aH TIOJTHOMOYHBIM OpPraHOM, COJEpXKalllMecss B HEM TIOJIOKEHHS HE MPOTUBOpEYAT



JCUCTBYIOIEMY 3aKOHOAATENbCTBY, a O(opMieHHEe — MPUHATOMY HOPsAKY. Toibko mpH
COOJIFOJICHUH ATHX YCJIOBUI TOKYMEHT MPHOOpETAET IOPUINUYECKYIO CHITY.

FOpuouueckaa cuna 0oKymenma — c6oiicmeo oQuyuarbHo20 O0OKYMeHmda 6bl3bleamb
npagogvle nocieoCmasusl.

JIro60¥ JOKYMEHT NOoJau(yHKIIMOHAJICH, YTO MO3BOJIAET €My YIOBIETBOPATH Pa3IMYHBIC
collMajbHbIEe MOTPEOHOCTH U BBICTYIATh CPEICTBOM M CIIOCOOOM peau3allii BO3JIOKEHHBIX Ha
amnmapar yrpaBieHus QyHKIUH.

I'nagnasa, enuuast U1 BCeX JOKYMEHTOB (YHKUUS — XpaHeHue u nepeoayd
(pacnpocmpanenue) uHgopmayuu 60 6pemenu u 8 NPOCMpaHcmee.

@OyHKIMK JOKYMEHTA MOJApa3AesioTCs Ha J1Ba BUJIA, IPEACTABICHHbIE HA pucyHkKe 1.1.

Obuwue CneumnanbHble
(cBOMCTBEHHbIE NtOBOMY (mpucywme otaenbHbIM
[OKYMEHTY) BUAAM JOKYMEHTOB)

* MHOOPMaLMOHHASA ® OpraHu3aumsa CUCTEMbI
® couManbHas N NPOLLeccoB
° d)MKCMpyl'OLLI,aFI ynpasneHuA
* KOMMYHMKaTUBHaA * NNaHUpoBaHUA
o KyMYAATUBHAS ® NpaBoBaa GyHKLUUA

KY/IbTYpHaA ® Hay4YHO-UCTOpPUYECKas

Hnghopmayuonnasn gynkyus - 110601 TOKyMEHT SBISETCS HOCUTENEM HH(OpMaLUU, ero
1eJlb — YJIOBJIETBOPATH MOTPEOHOCTH 0O0IlIecTBa B MHGOpPMAIUU, T.€. CIY>KUTh UCTOYHUKOM
uH(pOpMalnu, 3HaHUH, COXpPaHATh 3Ty MH(POpPMALIHIO BO BPEMEHH U B IPOCTPAHCTBE.

Coyuanvnaa ¢yukyus - BCSIKAW TOKYMEHT SIBISE€TCS BBIDAXKEHHEM TOM WIM HMHON
COLIMAJIBHOM TOTPEOHOCTH.

Qukcupyrowas @Qynkyus - TOKYMEHT SBISETCS CPEACTBOM (uKcaruu MHPOPMAIUH O
NPUHATBIX YOPABJICHYECKUX PEHICHUSX W pe3yibTaTaXx (PYHKIMOHMPOBAHUSA CHUCTEMBbI
yIpaBJiIeHUS.

Kommynuxamusenas @ynxkyus - JTOKYMEHT sBIS€TCS HWH(POPMATUBHBIM CpPEJICTBOM
nepeaayd, oOMEHa, KOMMYHHUKAIMM, OOILIEHHWs, MPEeMCTBEHHOCTH, BBICTyNas CpPEICTBOM
npsiMOM M OOpaTHOW CBSA3M MEXAY YIPaBISIIOIIEH W YIPaBIIEMON CHCTEMaMH, MEXIY
rOCy/IapCTBEHHBIMU OpTaHU3alMSIMH, JODKHOCTHBIMU JMIamMu. JlokyMeHT oOecrednBaer
JOKYMEHTHYIO0 KOMMYHHUKaLIMI0, KOTOpasi 0e3 Hero Obljia Obl HEBO3MOXKHA.

Kymynamuenas ¢pynkyus - ¢ moMOUIbI0 JOKyMEHTa HHPOpMAIIHsI HE TOJIBKO Mepenaercs,
HO Y HAaKaIUIMBAETCs, COOMPACTCs, yHIOPSA0OUUBAETCS C LIETBIO €€ COXPAHEHHUS JUIsl HBIHELTHETO U
OyIyIIHX TTOKOJICHUH.

Kynemypuasa ¢ynkyua - AOKYMEHT — 3TO MUCHMEHHBIM HCTOPUYECKUI HCTOYHUK,
NaMATHUK HCTOPUM M KYJbTYpbI, BBICTYMAIOUIMI CPEACTBOM 3aKpeIJIeHUs M Tepenayu
KYJIbTYPHBIX TPaJAULIUM.

Oco0OeHHOCTH pa3nuuHbIX chep YNpaBlIEHYECKON IEATEIbHOCTH OOYCIIOBUIM HaIW4YUe
TaKkKe psAna crneuu@uueckux (QyHKUUN, KOTOPHIMU HAJIENSIOTCS JUIIbL HEKOTOpbIE TPYIMIbI
JIOKYMEHTOB.



OpnHa Y3 OCHOBHBIX (YHKLMHA YHpPABICHUS, PEAU3YEeMbIX B JEATEIbHOCTH BIACTHBIX
CTPYKTYD, — QDYHKYUS Opeanu3ayuy Cucmemsl U NPOYeccos8 Ynpaesietusi, HAX0AUT BbIPAKEHHE B
KOMILJIEKCE  OpPraHM3alMOHHBIX  JIOKYMEHTOB. OJTO  YCTaB, IIOJIOXKEHHUS, MPaBUIIA,
YCTaHABIIMBAIOIIME CTAaTyC, TPAHUIBl KOMIETEHLUH, (YHKIIMOHAIBHOE COACpKAHHE
NEATEIbHOCTH OpraHa yIpPaBJICHUs, €r0 CTPYKTYPY, IITATHYK) YHUCIEHHOCTb, JOJDKHOCTHOU
COCTaB U IPYTHUE ACIEKTHI.

DyHKyua niaHupoeanuss PEanu3yeTcss B PE3yIbTaTax IUIAHUPOBAHUS JEATEIBHOCTH
OpraHu3aIiu, KOTOphle (PUKCUPYIOTCS B IUTAHOBBIX JOKYMEHTaX. PenieHne aiMUHUCTPAaTUBHBIX
BOIIPOCOB, BOIPOCOB B3aMMOJICUCTBHUSA, 00ECIICUEHUS, PETYIMPOBAHUS JIEATEILHOCTH OPraHOB
BJIACTH, YUYPEXKACHUN, OPraHU3alMil W UX CTPYKTYPHBIX MOJPAa3ACICHUN, OTACIbHBIX
JOJDKHOCTHBIX JIMI[ HAaXOAUT OTPAKCHHE B PaCHOPAAUTEIbHBIX JOKyMeHTax. Co3naHuem
MH(OPMAIIMOHHO-CITPABOYHON U CIPABOYHO-aHATIMTUYECKON JOKYMEHTAIMU 3aBEepIIaeTCs
nporecc coopa u 00paboTKH 0OBEKTUBHOM U JOCTOBEPHOM MH(MOPMAIIMK, KOTOpasi COCTaBISET
BAXHBIA JJIEMEHT U YCIOBUE MPHUHATHS OOOCHOBAHHBIX, CBOEBPEMEHHBIX M pEaJIbHBIX
YIPABJICHYECKUX PEIICHUMN.

Ilpasosou ¢ynkyueti HaAENCHBI 3aKOHOJATEIbHBIE U TMPABOBBIE HOPMATHBHBIC
JOKYMEHTBI, (DUKCUPYIOIIME IPABOBbIE HOPMBI M MPABOOTHOIIECHHUS B OOILECTBE, WU
JOKYMEHTBI, KOTOpPbIE BPEMEHHO HCIOJHSIOT 3Ty (YHKUMIO (HAampumep, JI0OOH JOKYMEHT,
BBICTYNAIOUIMI B KayeCTBE CYyJEOHOT0 JI0Ka3aTelbCTBAa). Pe3ynbTarbl AESTENBHOCTH JIHOOOU
OpraHu3aluy GUKCUPYIOTCA B OTYETHOM JOKYMEHTAIMH, BBIOJIHAIOMICH pojab 00paTHOM CBS3U
u o0ecnieynBarollel HEOOXOAUMBIM M CBOEBPEMEHHBIH KOHTPOJb 33 BBINOJHEHUEM
IIPUHUMAEMBIX  PEIICHWI, YTO II03BOJISIET CONOCTABIATH pEajbHbIE PE3yNbTaThl C
3aIUIAaHAPOBAHHBIMU M HA OCHOBAHUU 3TOT0 KOPPEKTUPOBATH JESTEIIBHOCTD OPraHU3ALMH.

Hayuno-ucmopuuecxkyro ¢@ynxyuro WCTIONHSIOT JTOKYMEHTBI, PpEaJN30BaBIINE CBOU
OCHOBHbIE (YHKIMU U TMOCTYNMBIIME B apXuB. B o0mieM maccuBe IOKyMEHTAIlMM TaKue
JIOKYMEHTBI COCTaBIISIOT oKoj10 12—14%.

3HaHue QyHKIUN TOKyMEHTa MTO3BOJISET:

* ONpENEeNUTh IOJJIMHHYIO IEHHOCTh JIOKYMEHTa, COLMAJIbHYK 3HAYMMOCTb €r0
COJIEpKaHMS;

* POM3BECTH HAYYHYIO KJIACCU(UKAIMIO U TUIIOJIOTU3ALUIO0 TOKYMEHTA;

* ONTUMHU3UPOBATH IPOLECC €ETO CO3AAHUS, PACIIPOCTPAHEHUS, XPAHEHHS U HCTIOJIb30BAHHUS
B OMOJIMOTEKAX, apXUBAX, KHWKHBIX Mara3uHax M T.IL.;

* copMUPOBATH MOHATUNHBIN anmapaT AeJIONPOU3BOJICTRA.

B ympaBneHueckoM AEATENBHOCTH W JEJONPOU3BOACTBE OpPraHOB  yIPaBJIECHUS
UCIIOJIb3YIOTCS Pa3JIUYHbIE CUCTEMBI IOKYMEHTALIHH.

JIOKyMEHTBI, COCTAaBISIOIIME Ty WIM HHYK CHUCTEMY JOKYMEHTAllMM, B KOMILIEKCE
o0ecneunBaOT JIOKYMEHTHUPOBAHHE OIpPEIEICHHON YINpaBieHUYeCKOH (QYHKIUM WIM BHIA
NEATEIIBHOCTH.



CHCTEMBI JOKYMEHTAITHMH
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Pucynok 1.2 - Cuctemsl 10OKyMeHTallUN

Baxxnenmee MeCcTo B JIEJIONPOU3BOJACTBE U YIPABICHYECKON IEATEIBHOCTH BJIACTHBIX
CTPYKTYp 3aHMMAET CUCTEMA OpraHU3alMOHHO-pacnopsauTensHoi nokymentrauuu (OPJl). Ona
BKJIIOUYAET B c€0sl MATh OCHOBHBIX TPYII JOKYMEHTOB:

* OpraHu3allMOHHas JOKyMEHTanusi (IOJIO)KEHUE, YCTaB, HHCTPYKIMs, IIpaBuia,
ONPENEIIAIOIIME CTATyC YUPEKICHUA, OPraHU3alllM, €r0 CTPYKTYpPHBIEC 3BE€HbS U MOPALOK HX
padoThl);

* pacnopsauTenbHas (IOCTAHOBIICHUS, pAaCIOPSDKEHHUs, MPUKa3bl IO OCHOBHOU
NEeSATEeNbHOCTH, YKAa3aHUs, XapaKTePU3YIOIIUeE AEATEIbHOCTD YUPEKICHU);

. CIpaBOYHO-UH(GOPMALIIOHHAS Y MH(OPMAIMOHHO-aHATUTHYECKas (nuceMmo,
TeJerpaMMa, JOKJIaaHasi, OObsICHUTENbHAS, CIy)KeOHas WM aHAJIMTUYECKasl 3alKcKa, CBOJKA,
3anpoc, CnpaBKa, akT, IPOTOKOI U T.1.);

* IOKyMEHTalUs IO JIMYHOMY COCTaBy (MPHUKa3bl MO JUYHOMY COCTaBy, JJUYHbBIE Jelia U
KapTOUYKHU, XapaKTEPUCTUKH, yIOCTOBEPEHUS U T.1.);

* TOKYMEHTalUs IO 0OpaIeHUSIM TPaKIaH.

OpraHu3alMOHHO-PaCIOPSAUTEbHBIE JIOKYMEHTBI (GUKCHUPYIOT: peleHns
aIMUHHUCTPATUBHBIX U OPraHU3aLMOHHBIX BOIIPOCOB, BOIIPOCOB YIIPABIICHHUS, B3AUMOJIECUCTBHS,
o0OecrieueHrss M PEryJUpoBaHUs ACSITENbHOCTH (eAepalbHbIX U MYHHUIMNAIBHBIX OPraHoB
rOoCyJIapCTBEHHOM BJIACTH, OPTaHOB TOCYJApCTBEHHOW BJIacTU CyOBbeKTOB P®D, mpenmpusruii,
OpraHu3aluii U X 00ObETMHEHUH.

HopmatuBHo-1paBoBasi 1 MeToanueckas 0aza AEJOMPOU3BOACTBA — 3TO COBOKYITHOCTh
3aKOHOB, HOPMATUBHBIX MPABOBBIX AKTOB M METOJUYECKHX TOKYMEHTOB, COJIEpKAIIUX OOIIHe
MPUHIUIIBI OPraHr3aluy TOKYMEHTAMOHHOTO 00eCneyeH s YIpaBICHUs, PerJaMeHTUPYIOIIHNX
MpOLIECChl U TEXHOJIOTMM CO3JaHusi, 0OpabOTKH, XpAaHEHHs W WCIOJIb30BAaHUS JTOKYMEHTOB
B TEKYILEH JEATeIbHOCTH OpraHu3aliyd WKW YUYpPEeXKJCHHUs, a Takke padoThl CIIy»KObl
JOKYMEHTAIlMOHHOTO OOecleueHus, BKJIIOYas €€ CTPYKTYpYy, (QYHKIUH, MITaTbl U JIpyrHe
ACIIEKTHI.

HopmaTtuBHo-nipaBoBas 0a3a 1e10Mpon3BOCTBA BKIIOYAET B CeOs:

* Koncrurynuro PO;

* 3aKoHOAaTeNnbHbIe akThl PO B chepe nnpopmanuu u JOKyMeHTAIIH;

* yka3el H pacnopsbkeHus Ilpesupenta P®, mnocTaHOBIEHMS W PaCHOPSIKEHUS
IIpaButenscTBa PO, pernameHTHpyIOmue BOIPOCH! AEIONPOU3BOACTBA;

* [IPaBOBbIE aKThl (PpeIepaIbHBIX OPraHOB UCIIOJIHUTEIBLHON BIIACTH;



® [IPaBOBBLIC AKThI OPIraHOB BaKOHOHaTeﬂbHOﬁ 1 MCHIOJIHUTEJIBHOM BIACTH CY6’I)CKTOB P® n
X TCPPUTOPHUATIBbHBIX O6paBOBaHHﬁ, KacCaromuecst BOIIPpOCOB JOKYMCHTAIITMOHHOI'O o0OecreueHus

YIIPaBJICHHUS;
* JIOKaJIbHBIE HOPMATUBHBIE aKThI MO JEIONPOU3BOACTBY OpPraHU3ALUM, YUPEKICHUN U
IPEAIPUATHN;
e oOmepoccuiickne KIacCU(DUKATOPHI TEXHUKO-DKOHOMHUYECKOM ©  COIMAIBHOU
uHbOpMaIuy;

* HaIIMOHAJLHBIE CTAHIAPTHI B 00JIACTH JOKYMEHTAIITMOHHOTO 00ECTICUCHUS YIIPABJICHMS;

* IPaBOBbIE HOPMATHUBHBIC JOKYMEHTHI IO OpPraHU3allMM YIPaBICHYECKOTO TpyJa H
oXpaHe Tpy/a;

* IIpaBOBbIC HOPMATUBHBIC JOKYMEHTHI [0 OpraHU3alldd apXWBHOTO XpaHCHMsI
JIOKYMEHTAIINH.

1.2 Knaccuukanus J0KyMeHTOB

Bce wMHOroo0Opasue JOKYMEHTOB, OOCIYXMBAIOIIMX CcQepy YIpaBICHUS, MOXKHO
KJIACCU(PHUIIMPOBATH O PA3TUYHBIM OCHOBAHHUSIM.

Ilo cnocody 0oKymenmupoganus pa3iuiuaomcsa 0OKyMeHmul'

* PYKOIIUCHBIE MUCbMEHHBIE (TEKCTOBBIE);

* u300pa3uTeNbHbIE (JOKYMEHTBI, (UKCUPYIOIIHE HHPOPMALMIO MOCPEICTBOM
n300pakeHust OOBbEKTA);

* rpaduyeckre (JOKYMEHTHI, BBIMIOJHEHHBIE rpadUIecKUM CIIocoOoM);

* (OTOTOKYMEHTHI;

* (OHOTOKYMEHTHI (3BYKOBBIC JJOKYMEHTHI);

* KHHOJIOKYMEHTHI (IOKyMEHTBI, 3a()MKCUPOBAHHBIE C TIOMOIIHIO0 BUICOTEXHHUKH );

* IOKYMEHTBI, CO3IaHHBIE C MOMOILbI0 KOMITBIOTEPHON TEXHUKH.

B 3a6ucumocmu om ucmounuka noCmynjieHusa pa3indaroTcs T0KYMEHTHIL:

* BXOZsIIHE (TOCTYNUBIIKNE B OPTAHU3AIHUIO);

* UCXOJAIIKE (OTIPaBIsieMbIe U3 OpPTraHU3aIUN);

* BHYTPEHHHE (CO3/1aBacMbIe B JAaHHOW OpraHU3allid U HCIOJb3YEeMbI€ BO BHYTPEHHUX
CBSI34X).

Hcxopsue JOKYMEHTBI MOTYT TIPEACTaBISATh COOOM OTBETHI HA BXOJSIIHME JOKYMEHTHI
WJIM MHULIMATUBHBIC TOKYMEHTHI (ITMChMa, ITUPKYIISIPHBIC MUChMA, TeJIErPaMMBbl, CIIPABKH).

K BHYTpeHHUM JIOKYMEHTaM OTHOCSITCS OpPTaHU3AIIMOHHO-PACTIOPSAIUTENIbHbBIC (TTPUKA3HI,
pacCnopsDKEHHUsI), TEPENUCKa MEXIy YIPaBICHUSMH, CTPYKTYPHBIMHU TMOAPA3ICICHUSIMH,
UH()OPMAITMOHHO-aHATTUTUYECKUE CITY)KEOHBIC 3aTTUCKH U T.J.

Kak npaBwiio, mo KaXxaomy BHIY BEAETCS OTICIbHBIN PETHMCTPALMOHHBIN >KYpHAJI, B
KOTOpOM (DUKCUPYETCS HOMEP IO TOPSIKY, JaTa, HAMMEHOBAaHWE, OTKY/1a TTOCTYIIWJI WIIH KyJa
HampaBJeH JOKYMEHT, (aMuivus OTBETCTBEHHOTO. Eciam B IKypHaje perucTpupyroTcs
JIOKYMEHTBI, BbIJIaBAEMbIC HA PYKH COTPYIHUKAM, OCTABJISICTCS MOJIE JJIsI TOAMKUCH B TIOJTyYCHUMU.
Taxxke B XypHalle MOXET OBITh ClellaHa TOMETKAa, B KaKOE JEeJ0 COTJacHO HOMEHKJIAType
MOIINTA KOMUSI I XpaHeHus. B opraHuzanuu Takke MOTYT BECTHCH KypHaJIbl BHYTPEHHHUX
KOMaHJMPOBOK, YU€Ta C/lauu KJII0Uel, BpeMEeHH ITprxoja Ha pabouee MeCTo U Jlaxe TeaeOHHBIX
3BOHKOB. [10poii KOJIMYECTBO PErMCTPAIIMOHHBIX KHUT MPUBOAUT K 3aBEICHUIO JKypHAJla yyera
KypHajoB. Bce 3aBUCUT OT HEOOXOAMMOCTH U CJIOKUBILEWUCS HAa MPEINPUITHH MPAKTUKU.
XKypnanbl HY)XHO TPOHYMEPOBaTh, MPOILIUTH M OMNEYATaTh, 3TO JENAIOT JJI1 HUCKIIOYEHUS
BO3MOXHOCTH 3aM€Hbl JHMCTa. BeaeHue y4yeta — OCHOBBI JEJIONPOU3BOJACTBA U



nokymeHTooOopoTa. KoynuecTBo KypHajaoB M €Nl 3aBUCUT OT MOTPEOHOCTH KOMMAHUU M
KeJmaHusl GUKCUPOBATH BCE UMEIOIIMECS OyMaru.

Ilo Kpumepuio 2nachocmu JIOKYMEHTBI Pa3lEslOTCS Ha JOKYMEHTBI, COJEpKallne
OTKPBITYI0O MH(OpPMAILHMIO, U JOKYMEHTHPOBAHHYIO HMH(POPMAINIO, OTHECEHHYIO K KaTerOpuu
OTpaHUYEHHOTO JO0CTyna (MHQOpMAIMs, OTHECEHHAs K TOCYJapCTBEHHON WM CIYyXEOHOH
TaliHe, KOH(HUICHIIHATbHAS, TSI CITy>KEOHOTO TTOJIb30BAHU).

JIOKYMEHTBI OTPaHMYEHHOTO JOCTYyMa CHAOXAIOTCS COOTBETCTBYIOLIEH MOMETKOW WIIH
rpudom cekpeTHocTU. Mcmonb3oBaHue TaKuX JOKYMEHTOB U paboTa ¢ HUMH OCYIIECTBISIOTCS
0 0CO00M TEXHOJIOTUU U TPEOYIOT pa3penieHusi, 0OPMIICHHOTO CIICIIUATLHBIM aKTOM.

JIOKyMEHTBI JIs1 CITy>KE€OHOTO MOJIb30BaHUS, COJIEpKAIINE HECEKPETHBIE CBEJICHUS, MOTYT
UCIIOJI30BAThCSl PAOOTHUKAMU JAHHOTO yupexkaeHus. Takue TOKyMEHThI moMevaroTcs rpudom
«Jms1 cimy»eOHOT0 MOIb30BaAHUD.

Ilo xapaxmepy uznoscenusn cooeprcanus TOKYMEHTHI MOTYT ObITh UHJMBUTYyaTbHBIMH,
TpadapeTHBIMHU U TUIIOBBIMHU.

B uHauBUayalnbHBIX JOKYMEHTaX (Hampumep, MOKIAAHBIX, OOBSICHUTEIbHBIX 3alHCKaX,
3asBJICHUSIX ) COZIEp KaHUE U3JIaraeTcsi B CBOOOAHOM opme.

B TpadapeTHbIXx AOKYMEHTaxX CTPYKTypa H3J0KEHHS 3alporpaMMHUpPOBaHa, B HUX
UCIIOJIB3YIOTCS 3apaHee MOJArOTOBJIEHHBIE CTaHAAPTHBIE (Ppa3bl U OTIAEIbHBIE YAaCTH TEKCTA.
Takue NOKYMEHTBI, Kak MpaBUiIo, OBIBAIOT HAleYaTaHbl Ha OJIaHKE, COAEPKAIIEM IMOCTOSTHHYIO
uH(pOpMaIuIo, a IEpeMEHHAas BIIUCHIBAETCS OT PYKHU.

TunoBele AOKYMEHTHI MPEACTABISAIOT CO00l 00paslbl AKTOB, MpEAHA3HAYEHHBIC IS
MCIIOJIb30BAaHUsl OPraHU3alUsIMU C YUYE€TOM MX CHEHU(UKU B MPOLIECCE CO3JaHMsI KOHKPETHBIX
HOPMAaTUBHBIX aKTOB.

[Io cpokaMm XpaHEHHsS [IOKYMEHThl JEJATCS Ha JOKYMEHTBl IOCTOSIHHOTO,
nonroBpemeHHoro (cBoimie 10 ner) u BpemenHoro (10 10 net) XxpaHeHusl.

Cpokn XpaHEHMsI JOKYMEHTOB ONPENENAIOTCI Ha OCHOBaHUM llepeuHs TUMOBBIX
YOPaBJIEHYECKUX JTOKYMEHTOB, OOpa3yoLIUXCsl B JIEATEIbHOCTH OpraHu3alui, ¢ yKa3aHHEM
CPOKOB XpaHeHus, yTBepxkaeHHoro denepanbHbiM apxuBHbIM areHTcTBoM 06.10.2000.

B 3aeucumocmu om ypoensa wpuouueckoii pe2iamenmayuyu MOXHO BbIICIUTh:

* HalIMOHAJIbHBIE CTAHIAPTHI;

* CTaHJAPThl OPTaHU3ALIMNH.

Ilo codepirrcanutro pa3nuyarOT JOKYMEHTHI JIMUHOTO MPOUCXOXKACHUS U O(UIIHATbHBIE.

JIOKyMEHTBI JIMYHOTO MPOUCXOKIEHUS BKIIOYAIOT JUYHYIO MEPENUCKY, BOCIOMUHAHMS
JUYHOTO XapakTepa, AHEBHUKH. OHM CO37al0OTCA 3a TIpeaesiaMu CIy>KeOHOH JesTeNbHOCTU
YeJIOBEKa.

B ornnume oT AMYHOrO OQUIMATBHBIA JOKYMEHT CO3HAeTCS IOPUIWYECKUM WM
(bu3MYeCKUM JIMIOM C 00s3aTeNbHBIM O(OPMIICHHEM U YAOCTOBEPEHHEM B YCTAHOBJICHHOM
MOPSIZIKE.

[To dbopme mpencraBieHrs NTOKYMEHTHI ACNATCS Ha MOJJIUHHUKH, OPUTHHAIIBI, KOMTUU U
nyOonukatel. [ToJTMHHMKOM cUMTaeTCsA JOKYMEHT B OKOHYATEIIbHON peakinu, 0(OpMIICHHBIN 1
MO/IMICAHHBIA B COOTBETCTBUU C TPEOOBAHUSIMU CTAHIAPTA.

TepMUH «OpUTHHA» SIBIISIETCA CMHOHMMOM TE€PMHUHA «HOAJUHHUK». COCTaBIICHHBIE B
HECKOJIBKHUX DJK3EMIUIApaX OPHUTHMHANbBI HA3bIBAIOTCS YMHOXKEHHbIMU. Bce 3TH 3K3eMILIsphbl
00Ja1at0T 0IMHAKOBOU IOPUIMYECKON CUIION (HAapUMep, JOTOBOP).

Kormnuu MoryT BOCIIpOU3BOAMTH YAaCTh TEKCTA TOKYMEHTA (BBIMKUCKHU) UJIA BECh TOKYMEHT.

JyOnukar — 3To Konusi OQUIIMAIBHOTO JOKYMEHTa, UMEIOIAs IOPUIUYECKYIO CUITY U
COMpoBOXAaeMasi OTMETKOM «JlyOmukary.



Ha xomuu noxkymenta nenaetcs nometka «Konus». FOpuandeckyro cuiy UMEET JIMIIb Ta
KOMNUsS JOKYMEHTa, KOTOpasi 3aBepeHa KOMIETEHTHBIM JOJKHOCTHBIM JIULIOM, COITPOBOKIAETCS
MOANUCHI0 C YKa3aHUEM JOJDKHOCTH 3aBEPUBLIETO JIMIlA, JAATOW 3aBepeHuss W mevaThio. B
3aBUCUMOCTH OT OOCTYy>XMBaeMoW cdepsl ACSITCIBHOCTH O(UIMATBHBIE JOKYMEHTHI
MOApPA3JCISIOTCS HAa  yOpaBICHYECKHE, HAy4Hble, TEXHUYECKHE, TEXHOJOIMYECKUE,
MIPOU3BOJICTBEHHBIE U JP.

1.3. OpraHmaunﬂ ACJI0IIPOU3BOACTBA

Eciu roBoputh 00 opraHuzaiu JIeJIOMPOU3BOJCTBA KAaK O IOCIEA0BATEIIbHOCTH
JENUCTBUMN, KOTOPBIE IOJKHBI OBITH BHITIOJHEHBI B OPTraHU3AIlMH, TO TIEPBBIN 1IATr — 3TO CO3/1aHUE
OTZIETILHOTO MOJpa3zesieHus (Ha30BEM €ro OTIIEJIOM JEJIONPOU3BOACTBA) WU, IPU HEOOJIBIIIOM
o0beMe TOKyMEHTO000pOTa, Ha3HaUeHHe PabOTHUKA, B 00SI3aHHOCTU KOTOPOTO OyAET BXOJIUTH
opraHu3zaius paboTsl ¢ JOKyMeHTaMu. B HeOO0JIbIIION OpraHu3aliK 3TO MOXKET OBITh CEKpETaph
PYKOBOJMTENSA, HAa KOTOPOro Kpome (PYHKIUN HHPOPMAIMOHHOTO, JTOKYMEHTAIlMOHHOTO U
OpraHU3allMOHHO-TEXHUYECKOTO  OOCITY>KUBAHUS  PYKOBOAMUTENS  BO3JOXKEHBI  (DYHKIUU
OpraHu3aluu pabOThl C TOKYMEHTaMHU.

Co3naHne CHenuAIM3UPOBAHHOTO JIEJIONPOU3BOJICTBEHHOTO MOAPA3ACICHUS — OTIeNa
JIEJIONPOU3BOCTBA — COIPOBOKIACTCS PSAIOM MOCIEI0BATEIBHBIX JTCHUCTBUMN.

m [llar 1: pa3paboTka U yTBEpKJACHUE MOJOXEHUS 00 OTIeje AeIONpPOU3BOACTBA U
JOJKHOCTHBIX MHCTPYKIHMM paOOTHUKOB OT/IENA.

m [llar 2: na3HaueHue paOOTHUKOB, OTBETCTBEHHBIX 3a BEACHHUE JICIOMPOU3BOJICTBA B
CTPYKTYPHBIX TOJpa3AesieHusIXx opranu3anuu. Ha3HaueHue pabOOTHHUKOB, OTBEYAIOMIMX 3a
BEJICHUE JICJIONPOU3BOJICTBA B CTPYKTYPHBIX MOAPA3ACICHUSAX, OCYILIECTBISIETCS MPUKA30M
PYKOBOJUTENS OPraHU3ALIHH.

m [llar 3: paszpaboTka u yTBEpXKIEHHWE WHCTPYKIMU IO JOKYMEHTAIIHOHHOMY
obecrieueHuto (Aenonpor3BoaAcTBY) opranuzaiuu (qanee — Mucrpykius no 1I0Y). Unctpykius
no IOV sBisieTcss OCHOBHBIM HOPMATUBHBIM JOKYMEHTOM, PETNIAMEHTUPYIOLIUM MOPSI0K U
TEXHOJIOTHIO Pa0OTHI C JOKYMEHTAMH C MOMEHTA MX CO3JIaHUS WJIH MTOCTYIIJICHUS B OPTaHU3AIUIO
Y 10 OTIIPABKU KOPPECTIOHAEHTaM WK niepeaadn Ha XpaneHue. B Uactpykuuu no IOY nomkHbI
OBITH OMpeJeeHbl MPOLECChl W Mpoleaypbl O00pabOTKM JOKYMEHTOB Ha BCEX JTamax HuX
KU3HEHHOTO 1UKIa. WHCTpPyKIUS SIBIASETCS HOPMATUBHBIM JIOKYMEHTOM OpTraHU3allvu,
YTBEPIKIAeTCsl PYKOBOJUTENIEM OpPraHU3AINU U SIBJIIETCS 00s13aTeNIbHOM JIJIs1 BCEX PAaOOTHUKOB.

ens paszpabotku HucTpykiuu mno JOY — ycTaHOBUTH TEXHOJIOTHIO pPabOThI C
JOKyMEHTaMu B opranuzanuu. ColaepKaHH€ HWHCTPYKIIMU MOXKHO TIPEACTaBUTh B BHUJIE
CIEAYIOIIUX OCHOBHBIX Pa3/eoB:

° [TpaBumta JTOKYMEHTUPOBAHUS YIIPaBIEHYECKOM NEeATEbHOCTU
opraHu3anuu (COCTaBICHHE U O(POPMIICHHUE OCHOBHBIX KOMIUJIEKCOB  YIMPABIEHYECKUX
JIOKyMEHTOB, BKJIIO4asi TpeOOBaHUA K OJJaHKaM, COCTaBY PEKBU3HUTOB U UX OPOPMIIEHUIO);

e [IpaBuna opraHmuzanuu JOKyMEHTOOOOpOTa OpraHU3aIMH (IBMKCHHE TOKYMEHTOB B
MPOIECCEe WX CO3/IaHMsl M UCIIOJHEHUSA, MOJYyYeHHE M OTIpPaBKAa JIOKYMEHTOB, BKIJIOYas
pErucCTpaIuio JOKYMEHTOB, KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB, BEJIEHUE CITPAaBOYHON PabOThI
0 JIOKYMEHTaM);

e [IpaBuna opraHMzanuu XpaHEHUsS JOKYMEHTOB (CHCTeMaTH3allds HCIIOTHEHHBIX
JOKYMEHTOB B COOTBETCTBMM C HOMEHKIJIATypod Jen, (OpMHUpOBAaHME e, XpaHEHHUE e,
nepegaya JOKYMEHTOB HAa apXUMBHOE XPAHEHUE, YHHUTOXKEHUE IJOKYMEHTOB C HMCTEKIIMMH
CpPOKaMH XpaHEHUs).



m [llar 4: pa3paboTka HOMEHKJATYpbl JI€J, CIy)Kallleid OCHOBOM CHCTEMAaTHU3alluu
JOKYMEHTOB B Jieia, (OpMHUPOBAHUA JIeNl U BeleHUs] MH(OPMAIIMOHHO-TIOMCKOBOM pabOThI 1O
nokymeHTam. HomeHknarypa aen — 3TO CUCTEMAaTU3MPOBAaHHBINA IEPEYEHb 3arojOBKOB M,
dbopMHUpyeMBIX B OpraHU3AllMHM, C YKa3aHWEM CPOKOB WX XpaHeHus. HomeHkmatypa men
HeoOXoauMa Uil KaueCTBEHHOro (OPMHUPOBAHUSA TOKYMEHTAJIbHOTO (POHIA OpraHU3aIlMH.
JIOKyMeHTanbHbI (POHJ OpraHu3allid COCTaBISIOT JOKYMEHTHI, OOpa3oBaBIIMECS B €€
NEATEIbHOCTH, KaK CO3JaHHbIE B OpraHu3alliy, TaK W MOCTYIUBIINE U3 JPYTUX OpraHU3aLUi.
Homenknarypa nen mo3BoisieT ¢GopMUPOBAaTh JOKYMEHTHI B Jella TaKUM 00Opa3oM, 4TOObI B
JTaTbHEUIIIEM MOKHO OBIJIO OCYIIECTBIATh d((HEKTUBHBIN MOUCK JOKYMEHTOB, €CIIM BO3HHKAET
NOTPpeOHOCTh B UX HCIONb30BaHMU. Kpome Toro, HoMeHKIaTypa Jed BBINOJHSET elle OJHY
BaXHEHITYIO QYHKIIMIO — YCTAaHABIMBAET CPOKH XPaHEHUS JOKYMEHTOB.

Homenknatypy naen Jydiine BBOJIWTH B JeHCTBHE C | siHBaps HACTYNMBIIErO Toja,
MTOCKOJIBKY JIETTOMPOU3BOJICTBO B OpTraHU3AIIMAIX BEIETCS M0 TOaM.

HomMmenknaTypa Jien sSIBJIIeTCS OCHOBOM JJIsl CACTEMATH3allUK IOKYMEHTOB U OpTraHU3alliH
UX TMOCIEIYIOIIET0 XpaHEHUs IO MepeJayd B apXWMB OpPraHU3allMd WM YHUYTOXKEHHUS 10
HMCTEUCHUH YCTAHOBJICHHBIX CPOKOB XpaHEHUSI.

Tema 2 /lokyMeHTHPOBaHHE YIIPABJEHYECKOM 1eATEIbHOCTH
2.1 Opranu3auoHHbIE JOKYMEHTbI

Op2aHU3ayuUoHHO-pacnopaoumesbHslll O0OKYyMeHmM — BUA MUCbMEHHOrO AOKYMEHTa, B
KOTOPOM QUKCUPYHOT pelleHne agMUHUCTPATUBHbBIX M OpPraHn3aLMOHHbIX BOMPOCOB, a TaKXe
BOMPOCOB yMNpaB/ieHMA, B3aMMoAenCcTBuMA, obecneyeHMAa U peryanmpoBaHMA AeATeNbHOCTU
OpraHoB BAACTWU, Y4YpeXAeHUM, NpeanpuAaATMA WU OpraHM3aunin, ux NoApasaeneHun u
DOMKHOCTHbIX nny, (TOCT P 51141-98 [Jenonpou3BOoACTBO M apxXMBHOE Aeno. TepMuHbl U
onpeaeneHmn).

Kitaccudukatiys opraHnmsaijioHHO-
pacriopsaanTesbHbIX A0KyMeHToB (OP/I)

L OPII pensrcst Ha Tpy rpymme::

- OpraHu3aljMoHHbIe (YCTaBbl, TTONI0KEHUs], IPaBUIa,
WHCTPYKLMH, peryiaMeHThl, JUPEKTUBHI);

- pacniopsiiuTenbHbIe (yKasbl, IPUKa3bl, IOCTaHOBJIEHUS,
pellieHus], pacriopsbKeHUs], yKa3aHus, NIpericalus);

- CHPHBOQHO—HH(%OPM&LII/IOHHI:IG (TIpOTOKOJIBI, AKThI
MMCbMa, CJTy>KeOHbIe 3ariMCcKY, YO0CTOBepeHus, ap.).

OpraHu3anoHHbIE JOKYMEHTBI
OpraHu3aimoHHbIe JOKYMEHTBI-JOKYMEHTBI, OMPEISISIONINE CTaTyC (OpraHu3alioOHHO-
MPaBoOBYIO (OPMY) NPEANPUITHS U TIOPSIIOK €€ paboThI.



Opl'aHI/I3aLI,I/IOHHbIe AOKYMEHTbI

=

OTO KOMMMEKC AOKYMEHTOB, COAEPKalliux npasuna
CO3[,aHUs OpraHM3aLyn, B TOM YUCTIE:

BbIGOP €& opraHn3aLMoHHO-NPaBOBOW HOPMBI;

KOMMETEHLMIO, CTPYKTYPY, LUTATHYH YACIEHHOCTb,
COCTaB AOSMKHOCTEN (pyKoBOAUTENEW, CREeLManucToB,
TEXHUYECKUX UCMONHUTENEN);

¢hopMUpOBaHMEe CoBelLlaTeNbHbIX OPraHoB YrpaBneHnus;
yCTaHOBMEHWE pexuma paBoThl U CUCTEMbI OXPaHbI;
OpraHv3aLmio 1 OLeHKY TPYyAa;

MOpSAAOK PEOPraHN3aLn U NUKBUAALMN.

OpFaHI/I3aHHOHHO-HpaBOBI>Ie JOKYMCHTHBI pCaIN3YIOT HOPMbI aIMHUHUCTPATUBHOT'O IIpaBa
U ABJIAIOTCA HpaBOBOﬁ OCHOBOH ACATCIbHOCTH OpraHu3aluu.
OpFaHI/ISaI_II/IOHHBIe JOKYMCHTBI COACPIKAT IOJTOKCHUA, 00s13aTeNbHbBIE JJIA UCITOJTHCHUA.

0 OpranusaimoHHbIe OKYMEHTEI T10 CpaBHEHHIO C APYTUMM
rp amMH JIOKYMEHTOB SIB/IAFOTCS] OCHOBOTIO/Ar &0 LIUMH 1
00/1aJjatoT BBICIIEN IOPUANYEeCKON CUIOH, TaK KaK
pacriopsiiuT e/IbHbIe U mpaBOtmo-HHQ)opmauuom{ble
OOKYMEHTBI CO3/1atoTCs Ha X Oase.

K oprann3zanimoHHO-TIpaBOBBIM IOKyMEHTaM OTHOCSITCSI:

® yCTaB OpraHU3AINH;

® T0JIO)KCHUE 00 OpTraHHU3aIlvH;

® yUpEAUTEILHBINA JOTOBOD;

® IOJIOKCHUS O CTPYKTYPHBIX MOJIPA3ICICHHUIX, KOJUICTHAIBHBIX W COBEIIATEIbHBIX
opraHax;

® PErJIaMEHT;

® CTPYKTypa W IITaTHAS YACICHHOCTH;

® ITAaTHOE PACIMCAHUE;

® UHCTPYKIMH TI0 OTPECICHHBIM HAMIPABJICHUSM JACSITEIbHOCTH;

® JIOJDKHOCTHBIC HHCTPYKITUU paOOTHUKOB;

® [IpaBWJIa BHyTPEHHETO TPYA0BOTO pacnopsiaka (MoJoXKeHHe O IepcoHae) u ap.

YCTAB OPTAHU3AIIUMN.

Opunnyeckue  nuia, 3a  WCKIIOYEHHEM  XO3SHCTBEHHBIX  TOBAPUINECTB |
roCyJapCTBEHHBIX KOPITOPAIIHA, TEHCTBYIOT HA OCHOBAaHUH YCTAaBOB, KOTOPHIC YTBEPKAAIOTCS MX
yupeauTessiMu (YUaCTHUKAMM).

C 2009 roga naHHBIM JOKYMEHT CUMTAETCSl €IMHCTBEHHOW OyMaroii, HeOOXOIUMOMN st
peructpamnuu o0IIecTBa ¢ OTPAaHNYEHHON OTBETCTBEHHOCTHIO.

IOpuanueckne nua MOTYT JCHCTBOBaTh HAa  OCHOBAaHUM THIIOBOTO  YCTaBa,
YTBEP)KIACHHOTO YIIOJIHOMOUYEHHBIM TOCYJApCTBEHHBIM opraHoM. CBeIeHHUS O TOM, 4YTO
IOPUIMYECKOE JIMIIO JEHCTBYeT Ha OCHOBAaHMM THIIOBOTO YyCTaBa, YTBEPXKIECHHOTO
YIOJTHOMOYEHHBIM TOCYJaPCTBEHHBIM OPTraHOM, YKa3bIBAIOTCS B €IMHOM TOCYJapCTBEHHOM
peecTpe IPUINIECKUX JIHII.



TumnoBoil ycTaB, yTBEP)KICHHBIA YIOJIHOMOYECHHBIM TOCYJAapPCTBEHHBIM OpPraHOM, HE
COJICP)KUT CBEJCHUNA O HAaWMMEHOBaHWU, (PUPMEHHOM HAWMMEHOBAaHWM, MECTE HAXOXICHHS M
pasMepe yCTaBHOTO KanuTasa I0pUInuecKoro Juiia.

VYcraB mpeanpusiTus - CBOJI MPaBUJ, PETYIUPYIONIUX AEATEIbHOCTh OpraHU3aluid, HX
B3aMMOOTHOIIICHUS C APYTHMH OPTaHU3AIUSIMU U TPaKIaHaMHU, TIpaBa U 00S3aHHOCTH B chepe
rOCyJIapCTBEHHOW WJIM XO3SIMCTBEHHOM AEATEIBHOCTH.

CornacHo ®enepanbHomy 3akoHy 0T 08.02.1998 N 14-d3 "O6 obuiecTBax ¢ orpaHU4YeHHOM
OTBETCTBEHHOCTbIO" YCTaB obulecTBa C OrpaHMYeHHOM OTBETCTBEHHOCTbIO, YTBEPMKAEHHbLIN
yypeantenamm (y4acTHMKamm) obLLecTBa, A40IKEH COAEPKaTb:

® [IOJIHOE W COKpaIleHHOe (PMPMEHHOE HAMMEHOBaHUE O0IIECTBA;

® CBEJCHHS O MECTE HAXOXJACHUS OOIECTRA;

® CBEJICHUS O COCTAaBE U KOMIIETEHIIMU OPraHOB OOIECTBAa, B TOM YHUCJE O BOIMpOCax,
COCTABJISIFOIIUX UCKITIOUUTENIbHYI0 KOMIIETEHIIMIO OOIIEro coOpaHusi y4acTHUKOB OOIIECTBA, O
MOPSIIKE TIPUHSATUSL OpraHaMH OOIECTBa PEIIEHUH, B TOM YHCJIE O BONPOCAX, PEIICHUS IO
KOTOPBIM MIPUHUMAIOTCS €TMHOTIIACHO WJIA KBATHU(UIIUPOBAHHBIM OOJIBIIMHCTBOM T'OJIOCOB;

® CBEJCHHS O pa3Mepe YCTaBHOTO KamuTaia oOIIecTBa,

e mpaBa U 00S3aHHOCTH YYACTHHUKOB OOIIECTBA;

® CBEJICHUSA O MOPSIIKE U MOCJIEICTBUIX BbIXOJ1a YYaCTHUKA OOIIECTBA U3 OOIECTBA, €CIIU
MpaBO Ha BBIXOJI U3 OOIIECTBA MPEyCMOTPEHO YCTaBOM OOIIIECTBA;

® CBECHHS O MOPAIKE MEePexoaa MOJIU WM YaCTH JI0JIA B YCTAaBHOM KamuTalie o0IecTBa
K JIpyromy JIUILY;

® CBEIICHUS O MOPSIKE XpaHECHUS JOKYMEHTOB OOIIECTBA M O TOPSAKE MPEIOCTaBICHUS
o011ecTBOM MH(OPMALIMK YYaCTHUKAM OOIIECTBA U IPYTUM JIUIIAM;

® UHbBIC CBEACHUS, IPEAyCMOTpeHHBIE 14-D3.

CTPYKTYPA YCTABA IPEANIPUATHA

IIEB +)3)
OBIIAA HHOOPMAILMA
CTATYC HOPHIMYECKOT'O /NIl
COGPAHHE YYPEIUTE/NER
OUHAHCDI, [IPHEBIIb, AUBHAEH/Lb
PYKOBOZIAALILMA COCTAB

PEBH3UMM U [IPOBEPKH
PEOPTAHM3IALUS, THKBHOALUS

IMOJOXEHHE.

Ilonosicenue — 3TO TPaBOBOM AaKkT, OMPEICISIONIMNA TOPSAIOK 00pa3oBaHUs, 3aJayH,
00513aHHOCTH, 1IpaBa, OTBETCTBEHHOCTb U OPraHU3aLUI0 PA0OTHI NPEANPUATHS B LIETIOM UJIU €T0
CTPYKTYpHBIX nojpazaenenuii. (Hanpumep, O61ee nonoxxkenue o MuHUCTEpCTBaX, Ilonoxenune
o OyxrairepckoMm yuerte U T.1.) [lonoxkeHus Takxke BXOJAT B COCTaB YHU(PUIIUPOBAHHON CUCTEMBI
Y UMEIOT YCTAHOBJIEHHYIO CTPYKTYpPY TEKCTa.



[Tonoxenus: paspabaThIBalOTCd MO YKa3aHUIO PYKOBOAUTENEH MPEIIpHUSITHS, IO
WMHUIMATUBE PYKOBOJUTENEH CTPYKTYPHBIX MOIpa3/IeTICHUN.
[ToamuceiBaeT MOJIOKCHUE PYKOBOJIUTEITH CTPYKTYPHOTO Mo/Ipa3ieNIcHus,
COTJIACOBBIBACTCS C FOPUAMYECKUM OTIEIOM, YTBEPKIACTCS PYKOBOIUTEIEM TIPEIAIPUSITH.
[Tonoxenue odopmisiercss Ha oOmeM OJlaHKE OpTraHU3AIlMU W COJACPKUT CIICAYIOIIHC
PEKBU3UTHI:
1. HanmeHoBaHMe OpraHU3aIUu.
2. HanmmeHoBaHME CTPYKTYpHOTO MOAPA3ICICHUS.
3. HammeHnoBanme Buaa TOKyMEHTA.
4. Jlara.
5. I'pud yTBepkIeHUs TOKYMEHTA.
I'pud yrBepxaeHNss A0KYMEHTA

[Ipu yTBEep)KAECHUM JOKYMEHTa JOJDKHOCTHBIM JIMIIOM
rpud yTBep>KIeHUS JOKYMEHTA JO0JDKEH COCTOSATh M3 CJI0BA
YTBEPXJIAIO (6e3 KaBBIUEK), HAaWMMEHOBAHUS
JOJDKHOCTH  JIMIA, YTBEP)KIAIOIIEr0 JOKYMEHT, €ro
TIO/IITMCH, MHULIMAJIOB, ()aMUJIUU M TATHl YTBEPIKACHUS.

Hanpumep: YTBEPXJIAIO
I'enepanbubiii aupexTop 3A0 "Tepmuka'
JInyHas moanmuch A.T. IpousH
15.09.2004

[TonmoxeHue sBISETCS CIOXHBIM JOKyMeHTOM. CTpykTypa u cojaepxanue IlomoxeHus
ONpeesIOTCS, KakK MpaBuIIo, OopraHmu3alue-pazpadoTINKOM.
Tekct [TonoxkeHus BKIIOYAET CICAYIOIINE PA3/ICIIbl:

e OOIIME MMOJIOKEHUS.

OCHOBHBIC 3a/Ja4H.
GbyHKIUU.

mpaBa.

opranusanusi padoThI.

NHCTPYKIIUSL.

Hncmpykyus - NpaBOBOM aKT, U3/IaBa€MbI WJIM YTBEP)KIAEMBIN B IIEISX yCTAHOBJICHUS
MpaBWI, PETYIUPYIOINIMX OpPraHU3allMOHHbIC, HAyYHO-TEXHUYECKUE, (PUHAHCOBBIC U WHBIC
CTOPOHBI  JACSATEILHOCTH YUPEKJICHUM, OpraHu3aiuii, IOHKHOCTHBIX JIMIl. 3arojoBOK
WHCTPYKIIUU JOJDKEH COAEpKaTh KPYr BOIMPOCOB, OOBEKTOB U JIMI, HAa KOTOPBIX
pacnpoctpansitorcs ee Tpedoanus. (Hanpumep, MHCTpyKIHS 1O 1€710TIPOU3BOICTRY)

NHcTpyKIust SIBASIETCST JOKYMEHTOM IIOCTOSIHHOTO WJIM JJIMTENIBHOTO JEUCTBUS (Z10
3aMEHbI HOBOHA).

TeKCT MHCTPYKIMHU HOCUT YKa3YIOIINM XapaKkTep U COAEPKUT PacopsAUTEIbHBIE CIOBA!
JOJIDKXEH, CIEAVYET, HEOBXOJIMMO, u T.1.
HNHCTpyKIUS COAEPKUT CIIEIYIONINE PEKBU3UTHI:

® HAWMEHOBAHUE OpPraHU3aALINMY;
HaMEHOBAHUE BUA JTOKYMEHTA;
JiaTa;
MECTO M3JaHus;
3aroJIOBOK K TEKCTY;



e Tpud yTBEPKIACHUS;
® TEKCT;
® IIOJIHCH.

Ha kaxmoro paOOTHMKA MPEIIPHATHS COCTABJSACTCS JOJDKHOCTHAS WHCTPYKITUSA -
JOKYMEHT, B KOTOPOM OTPEICIAIOTCS 3a1aud, (QYHKIMH, IMpaBa U OOS3aHHOCTH COTPYIHHKA
npeanpustys. Ha ocHoBaHMH JOKHOCTHON MHCTPYKIIMH pa3padaThiBaeTCs TPYAOBOM KOHTPAKT
Cc paboTHHKOM. TpymoBOH KOHTPAKT M JOJDKHOCTHAS WHCTPYKIMS HCIIOJIB3YIOTCS IPHU
pa3penicHuu KOH(QIUKTHBIX CUTYaIlui MeX Iy padoToaaresieM U pabOTHUKOM.

JIoIDKHOCTHAST MHCTPYKIHS pa3pabaThIBacTCsl KaapOBOW CIY>KOOM, COTJIACOBBIBACTCS C
IOPHUCTOM M YTBEPKAACTCS TUPEKTOPOM MPEATIPUSTHSI.

OcHOBHBIE pa3/ieNbl TEKCTA TODKHOCTHON HHCTPYKITHH:

1. OOuue nosokKEeHUs: YKa3bIBAIOTCS 00JIACTh AEATEIBHOCTU CIICHMAINCTA; TTOPSIIOK €T0
Ha3HAYCHUS Ha JOHDKHOCTh M OCBOOOKICHHUS OT JOJKHOCTH; KBaTM(DUKAITMOHHBIC TPEOOBAHUS;
MMOTYMHEHHOCTH CIIEIUATNCTa; HOPMATUBHBIE JOKYMEHTEHI.

2. JIOJDKHOCTHBIE  OOS3aHHOCTH:  TMEPEUUCISIOTCS  KOHKPETHBIE  BUIBI  paboT,
BBIIIOJIHSAEMBIE CIEIIUAIMCTOM.

3. IlpaBa: ycraHaBIMBAa[OTCS MpaBa, HEOOXOJUMBIC CIHEIUAIUCTY JJIs BBITIOJHCHHS
BO3JIO’KEHHBIX Ha HETO 00SI3aHHOCTEH.

4. OTBETCTBEHHOCTBH. YKa3bIBaeTCsA, 3a YTO KOHKPETHO HECET OTBETCTBEHHOCTh

CIIELUAJIUCT.
IHITATHOE PACIIMCAHHUE.
LlImammnoe pacnucanue - TOKyMEHT, 3aKPEIUISIOIINNA TOJKHOCTHON U YUCIIEHHBIA COCTaB
MPEINPUITUS c yKa3aHUeM dbonma 3apaboTHOM TJIATHI.

[IItatHoe pacnucanue oQopMisSeTCs Ha ONaHKe TPEANPUATH, C YKa3aHHEM IepeyHs
JTOJDKHOCTEH, CBEJICHUI O KOJMYECTBE MTATHBIX SIWHUIIL, TOJDKHOCTHBIX OKJIAJ0B, U MECSTIHOM
(dhoHe 3apaboOTHOM TIIATHI.

[lITaTHOE pactiucaHue MOXKET OBITh MOJIE3HBIM JIJIS1 XO3SHCTBYIOIIETO CyOBhEKTa, BHITTOTHSIS
CIIeYIOIINE 3aJauH:

1. B HeM mpommcHIBAIOT CTPYKTYPY KOMITAHWH, OTHEJIbI, MOAPA3ICICHU. 3arsIHyB B
HET0, MOKHO Cpa3y MOJIY4YHUTh NPEACTABICHNUE O CUCTEME MOApa3eNeHI (UPMBI.
2. 3aktoyaeT B cede MHPOPMALMIO O MOJHOM YHMCIEHHOCTH COTPYJIHUKOB BO BCEH

KOMIIaHWH, B KAKIAOM IIOAPA3JACICHUHU, O TOM, CKOJIBKO COACPIKUTCA IITATHBIX CIWMHUIL Ka)KI[Oﬁ
JOJDKHOCTH.

3. JlaeT cBegeHuss 0 TOM, Kakasi cUCTeMa 3apa0OTHOM IUIaThl ObLIa MpPUHATA Y
IIEPCOHAJIAa KAKJOT0 OTIeNa U T. 1.

4, 3aKkperuisieT CyMMbI HaI0aBOK TIEPCOHAITY.

S. [TocpencTBoM 3TOM Oymard MOXHO JIETKO OTCIEAUTH KOJIMYECTBO BaKaHTHBIX
JOJKHOCTEH.

HITaTHOE pacnucaHue COAEPKUT CIETYIONINE PEKBUUTHI:
HAaMMEHOBaHME OpraHU3allny;

HAaUMEHOBAaHME BUJIA TOKYMEHTA,

aara;

MECTO M3JIaHUS;

rpud yTBEpKIACHHUS,

TEKCT;

BU3bI,

MOJITHUCH.



[ToanuchiBaeTcs MITATHOE PACIIMCAHUE 3aMECTUTENIEM PYKOBOJIUTENS, COTIIACOBBIBAETCS C
1. OyXrajaTepoM, YTBEpKAaeTcsl pyKoBouTeNeM npeanpustus. 'pud yTBepaeHus 3aBepsercs
revyaTbio opranu3anuu. MI3MeHeHus B IITATHOE pacliCaHue BHOCSTCS IPUKA30M PYKOBOUTES
MPEANPUSTHUS.

Vendmmpozsanmas dopua M T-3
Vreepznena locranosnesmen ocromcrara Pecem

o1 05.01.2004

Kog

Popua mo OKV ]| 0301017
000 «Pomamxa mo OKIIO
Homep goxymenta | [lata cocTapnenns
HITATHOE PACITHCAHHE 1 10.01.2020 YTBEP#JEHO
Ilpuzazos opragasamms ot | 10 " AHEAPH 200 20 ir e 2
Ha MepHOT c" 10 " AHEApA 200 20 ¢ IIITaT & KOJHTECTES 23 & HEEI

CTPYETYpHO® NoZpasieeHHe ) ToasnoCTE [T — Taprpraz Hagbasem, py0 Bcer?: pyo.

(coenmampHOCTE, CTaEKa ((rpS-rp.6 )

N g ITATHEIX R o " Tlpmueuamse
HEMMEHOBAHEE xo opodeccns). paspag, kmace (oxnag) v +1p.7+1p.8)
(EaTeropis) KEATHHE A AL mp. pyo. *rp.d)
1 2 3 4 5 6 7 8 9 10

TuperTop 50 000 10000 60000]

Cexperaps 20 000 2000

45 000 6000 51000,
30 000 2000 32000

[ nazmed Oysramrep

CHelHaTHCT I0 Kagpan

o | [ | o |

Hmxemep 33 000 175000

Hmzenep-reogesmet 3 35 000 105000

(=]

Hmxenep-xaprorpad 33000 70000

Texmmy 3 13 000 34000,

Onennps 3 33000 105000

TIoMOMEHE ONERITHES 3 20 000 60000

Hrorof 23 323000 20000 343000
PykoeoguTens KagpoEoi Cay&OR | ChenmatHeT mo xagpas Hzamosa BA

JDTCEEOCTE TIHTHAT TOITHCE pacmmbpoEsE mOImHeH

Tupextop Metpos AH

THTHEAT TOTTHCE pacmmbpona mOImHeH

Pucynok 2.1— ITpumep mTaTHOTO pacliMcaHus KaJlacTpOBOM OpraHu3aluu

CTPYKTYPA N IITATHAA YUCJIIEHHOCTD - opranu3aiimoHHblii JOKYMEHT, B
KOTOPOM YKa3bIBAIOTCS BCE CTPYKTYpHbIE NOJApA3JEICHUS NPEINpUsATUs, BBOAUMBIE Ha
NPEANPUATUA JTOJDKHOCTH M KOJMYECTBO INTATHBIX E€IMHHUIL MO KAXKIOM M3 JOJIKHOCTEH.
(cocraBinigercs U MOAMMUCHIBAETCS TAKKE KAaK U IITATHOE PACIIUCAHUE).

ITPABUJIA BHYTPEHHEI'O TPYJOBOI'O PACIIOPAAKA- opranu3anviOHHbIN
JOKYMEHT, B KOTOPOM OTPaKAOTCS CJIEIYIOIIME BOIIPOCHI:

e opraHuzaius padoThl MPEANPHUSITHS;

® B3aUMHbIE 00S3aHHOCTH PAOOTHUKOB U aIMUHUCTPALIUU;

® IIPEJOCTABJICHUE OTIYCKOB;

® KOMAaHJIMUPOBAaHUE COTPYIHHUKOB,;

® BHYTPHUOOBEKTHBIN PEKUM (TIOPSAIOK, 00ECIIEYMBAEMbIN COBOKYITHOCTHIO MEPOTIPUATUN
W TpaBuj, BBIMOJHSAEMBIX JIMLIAMU, Haxondmumucs Ha OObeKTax, B COOTBETCTBUU C
TpeOOBaHUSIMU BHYTPEHHETO TPYAOBOTO PACTIOPSIIKA U MOKAPHOU O€30MaCHOCTH).

[IpaBuna cocTaBisItOTCS Ha OJaHKEe MPEANPUATHS, COTJIACOBBIBAIOTCS TyTEM OOCYXKICHUS
Ha coOpaHuu paOOTHUKOB MPEANPUATHS, BUSUPYETCS FOPUCTOM (TPU HATUYHUH) U YTBEPKIACTCS
PYKOBOJUTENIEM MIPEATNPUATHS.

2.2 CucreMa pacnopsiiMTeJIbHONH JOKYMEHTALIMH.

PacnopsnurenbHble  NOKYMEHTBI HWIPalOT OYEHb BAXKHYK) pOJb B  YHPABICHUU
YUPEXKIACHUAMH, NPEAIPUATHIMHA U OPTaHU3ALNSIMHU.



Pacnopaoumenvuovle O00KyMeHmbL - OOKYMEHMbl, HOcAwUe AOMUHUCMPAMUBHDIL
xapakmep u 0OpaujeHHvle K HUNCeCMOAWUM UIU NOOYUHEHHLIM OP2AHU3AYUAM, SPYNNAM UIU
OMOeNbHbIM OONHCHOCTIHBIM TUYAM.

OCHOBHOE Ha3HAYEHUE PACTOPSIAUTENBHBIX JOKYMEHTOB - PETYJIUPOBAHUE JEATEIbHOCTH,
MO3BOJISIONIEE OpPTaHy YIIpaBiICHUS OOECTeUYMBATh PEANTHM3AIMI0 TIOCTABJICHHBIX TEpPEa HUM

3a]1a4, MOJy4aTh MaKCUMaJIbHBINA 3PPEKT OT CBOCH NEATETbHOCTH.
[
\

Craaum noAroroBKU pacnopsgurenibHoro
AOKYMeHTAa:

1. HULMMpOBaHWE peLueHns (06oCcHOBaHe
Heobxo4AMMOCTU n3gaHus PL);
. 2. cbop 1 aHanM3 MHopmMaLMmn no Bonpocy;
- 3 MofroToBka npoekTa P;

; 4. cornacoBaHue rnpoekTa AOKyMeHTa;

5. popaboTtka npoekTa P/ no 3aMeyaHusaM;
6. NPUHATUA peLleHns (mognucaHune
LOKYMEHTA);
7. [OBefEeHNe pacnopsgnTensHoro oKymMeHTa
[0 NCMOSHUTENEN.

|

Tekcr pacrnopsIUTENBHOIO JOKYMEHTa COCTOUT W3  B3aMMO3aBUCHUMBIX  JBYX
4acTe: KOHCTaTUPYIOLIEH U PACTIOPSAUTEIIBHOM.

KoHcraTupyromnias 4acTs sABISAETCS BBEIACHUEM B CYIIECTBO pacCMaTpUBAEMOro BOIPOCA,
MpU3BaHa OOBSICHUTH, YEM BbI3BaHbI pacnopsbkeHus. KoHcTaTupyromas 4yacTh HeoOs3aTeNbHa,
OHa MOET ¥ OTCYTCTBOBATh, €CJIM HET HEOOXOAMMOCTHU JaBaTh MOSICHEHUS.

OCHOBHYIO  Harpy3kKy HECET  paclopsIWTeNIbHAas  4acTe.  PacnopsiaurenbHas
YacTh U3JaraeTcs B OBEIUTENbHOU opMe. B 3aBHCMMOCTH OT BU1a IOKYMEHTA OHAa HAYMHAETCSA
cnoBamu: [IOCTAHOBMJI (nocranosnenus), PEIIAET (PELLIMJI) — pemenus,
ITPUKA3BIBAIO - MPUKA3bI.
I'OCT yka3bIBaeT: «B pacCHOPSOUTEIbHBIX JIOKYMEHTaX OpraHu3aluid, IEWCTBYIOIIUX Ha
MPUHLNNAX €IMHOHAYAIUS, a TAK)KE JTOKYMEHTaX, aApEeCOBAaHHBIX PYKOBOJICTBY OpraHU3aluu,
M3JI0)KEHHE TEKCTa JIOJHKHO HATH OT MEPBOrO JMIA E€IMHCTBEHHOrO 4ucia (MpUKa3bIBalo,
npejyiarato, mpoiy. .. )»

Buabl pacnopsiiuTeNbHbIX TOKYMEHTOB:

1. Ilocmanoenenue — 31O TIPABOBOM aKT, IPUHUMAEMBbIN BBICIIMM W HEKOTOPBIMU
LIEHTPAJIbHBIMA OpraHaMu KOJUIETHAJIBHOTO YIPABJICHHUS B LENSAX pas3pelieHus Hauboliee
BOXHBIX W NMPUHIMUIUAIBHBIX 3a7a4, CTOAIIMX IEpel AAaHHBIMU OpraHaMH, U yCTAHOBJICHUA
CTaOMJIBHBIX HOpPM MpaBuil noBefeHus. [locTaHOBIEHUS MPUHUMAIOTCS BBICIIMMH OpraHamMu
rOCyJIJapCTBEHHOM BJIACTU MO OPraHU3ALMOHHBIM, XO3SMCTBEHHBIM, IMOJUTUYECKUM U JAPYTUM
BOIIPOCaM, CBSI3aHHBIM c OCYILIECTBICHUEM 150. MTOJTHOMOYH.
@opMyJIsp MOCTAHOBIICHUS UMEET CIEAYIOINE PEKBU3UTHI:

e rep0 PO unu cyObekTa;

® HaWMEHOBAaHWE OPraHU3AIUU, U3/IaBIINI JOKYMEHT;

® HaWMEHOBAaHUE BUJA JOKYMEHTA;

® MECTO COCTaBJICHHS;



TEKCT;

TIOIITHCH;
BU3BI COTJIACOBAHUS.

JaTa JIOKYMEHTa, PEruCTPAMOHHBIA HOMED;
3aroJIOBOK K TEKCTY;

=)
AJIMUHUCTPALIMSI MYHULMIAJBHOTO PAOHA
«YAA — XOJbCKHI KOXKYYH PECIIYBJIMKU ThIBA»

TBIBA PECIIYBJIMKAHBIH «YAA-XOJI KOJXKYYH»
MYHHUIANAJIABIT PAHOH YATBIPT A3BI

INOCTAHOBJIEHHE

ot «{ » aBrycra 2019r. Ne 34’9
c. Yaa-Xoun

OO0 yrBepIIeHHH CXeMbl PACIHOJI0KEHHS 3eMeJIbHOI0 y4acTKa Ha
KaJacTPOBOM IIaHe TEPPUTOPHHU

PyKoBOACTBYSICH 3eMelnbHbIM KojekcoM Poccuiickoit  Pesepamun  OT
25.10.2001 Nel36-®3, @enmepansubiM 3akonoM or 25.10.2001 Nel37-d3 «O
BBeJleHUM B JielicTBHe 3eMmenbHOro kozpekca Poccuiickor —@Peaepanuuy,
DenepanpapiM  3akoHOM 0T 06.10.2003 Nel31-d3 «O6 oOwux NpHHIUIAX
OpraHM3alii MECTHOTO camoympasienus B Poccuiickoit @eneparmmy», IIpukazom
MunHucTepeTBa 9KOHOMUYecKoro passutust Poccuiickoit deneparnu ot 27 HOAOPS
2014r. Ne762  «O6 yTBEPKAEHUH TPeOOBarmMi K IOArOTOBKE CXEMBI
PACIIONOKEHUST 3eMEeIbHOr0 y4acTKa WM 3eMEJbHBIX y4acTKOB Ha KaJaCcTpOBOM
[UIaHE TePPUTOPUH U (OPMATy CXEMbI PACIOIOKEHMs 3EMEJIbHOrO y4acTKa HIH
3eMeNIbHBIX YYaCTKOB Ha KaJaCcTPOBOM ILIaHE TEPPUTOPHHU B (OpME 3JIEKTPOHHOTO
JOKYMEHTa, ()OPMBI CXEMBI PACIIONOKEHUS 3eMEJILHOr0 y9acTKa MM 3eMeNbHBIX
y4acTKOB ~ HA  KaIacTPOBOM  IUIAHE  TEPPUTOPUM  MOLAFOTOBKA  KOTOPOWH
ocyuiectsisercss B (Gopme JOKyMeHTa Ha OyMakHOM HOCHTENe», MPHUKa30M
MununcTepcTBa  9KOHOMHUYecKoro passutust  Poccmiickoit  ®enepauuu  OT
30.09.2015r. Ne 709 «O BHeceHHM W3MEHEHMH B KiacCU(PUKATOp BHUIOB
pa3peleHHOr0 UCIIOIB30BAHMS 3eMEIIbHBIX YYACTKOB, YTBEPIKICHHBIN IPHKa30M
Mumnskonompassutis Poccun ot 1 centsiopst 2014 r. Ne 540» u na ocHOBaHHH
sasenennss  rp.  Cypekeir  IllonbGana  Hukonaesuda, — aIMHHHCTpAIUs
MyHHLMIANLHoro  paiiona «Yaa-Xonsckuit  koxyyH Pecmy6mukxu — Teisay,
MMOCTAHOBJISIET:

1.VTBepAuTL CXeMy paCIIOJIOKEHMSI 3eMEJILHOro ydacTka, B TpaHHIEax
kamacTpoBoro kBaprana 17:14:0302001, reppuropuanbias 30Ha He YCTaHOBJICHA,

[IpoekTbl mOCTaHOBIEHUN 00S3aTENIbHO BU3UPYIOTCA IOPUCKOHCYJIbTOM. [loamuchiBaeTcs
IIOCTAHOBJICHHE PYKOBOJIUTEINIEM OpraHa, U31aBIIETO JaHHBIN JOKYMEHT.

2. Ilpuka3

(no ocnoenonl  OeamenvHocmu) - TPaBOBOU

aKT,

U3J1aBaEMbIN

PYKOBOJIHTENEM MPEANPUATHS, I pa3pelieHUs] OCHOBHBIX M ONEPATUBHBIX 33J1a4 CTOSIIHUX
nepen npeanpustueM. [lpukazamu opopmisitores:
® TOPSAJOK JEATENbHOCTH NPEAIPUATHUS;

pEIIeHNs ¥ TIOPYYCHHUS 110 OpTraHU3aIUK PaOOTHI;
OpraHU3AIMOHHBIE MEPOTIPHUSITHUS;

UTOTH pabOTHI;

PE3YJIbTAThI PEBU3HU.



HpI/IKaSBI N3Jar0TCA TOJIBKO Impu H€O6XO,Z[I/IMOCTI/I.
I/IBMCHeHI/IH, AOIMIOJIHCHMA, OTMCHA IMPHUKA30B IMPOU3BOAUTCA TOJIBKO ITPHUKA3aMU. HOI[III/ICBIBaeT
IMPpHUKa3 pyKOBOAUTCIIb OpraHUu3al NN €T0 3aMCCTHUTCIIb. HpI/II(aS BCTYINACT B CUJIy C MOMCHTA
noanrucanus, €CJIIn B TCKCTC HC YKa3aH I[perfI CPOK BBCACHH:A €I'0O B HeﬁCTBHe.

000 «Pomamgka»

TTPUKA3 Ned

05.02.2019 r. r. Mockga

«O6 yTBep:KIeHHH IITATHOTO PaCITHCAHH»

B CBA3H ¢ H3MEHEHHEM OPraHU3alMOHHO-IITATHOH CTPYKTYPhI IPENPUATHS
TTPUKA3LIBATO:

Vreepaute mratHoe pacnucanne 000 «Pomamkay B HoBo#t pepakunu ot 05.02.2019 1.
BeecTH wtaTHoe pacniucaHHe B HOBOi peakuuu ¢ 15.02.2019 .

KouTpono 3a MCIOJHEHHEM JaHHOTO NMpPHKa3a BO3I0KHTL HaualbHHKA OTJCNA KaJpoB
3eepuHueBy M.H.

Pl

JHupextop OO0 «Pomarika» A.H. Bacuneer

C MPHKa30M 03HAKOMIIEHBI:

I'nagHelil Oyxrantep 3aepaxuna C.B.
HauanbHHK oTfena KaapoB 3BepuHieBa M.H.
3. Pacnopsasicenue - 1paBoBOM aKT, U3AAaBAEMBIM [0 OIIEPATHUBHBIM BOIIPOCAM Ha

MPEANPUATUAX €AUHOIUYHO 3aMECTUTEISIMUA IIEPBOTO PYKOBOJIUTEIS, 3aMECTUTENSIMU TJIABHOTO
VH)XEHEPA, a TAKKE PYKOBOJAUTEISMU CTPYKTYPHBIX MOIPA3ACICHUN.

Kak mpaBuiio, pacnopsikeHHUE UMEET OTPAaHUYCHHBIN CPOK JEHUCTBHUS U KacaeTCs Y3KOro
Kpyra IoApasAesieHul, JOJDKHOCTHBIX JIMI] M Tpa)KaaH. TeKCT pacropshKeHUsT UMEET TE KE
paszensl, 4YTO W [pPUKa3, TOJBKO pACHOPSAWTENIbHAS YacTh HAYMHAETCA CJIOBAMH
«ITPEIIJIAT AIO» unu «OBA3BIBAIO».

[ToanuceiBaeTcsi pyKOBOAWTEIEM W COTJIACOBBIBACTCS C 3aMHTEPECOBAHHBIMU B 3TOM
JOKYMEHTE JIMIIAMHU.



3AKPBITOE AKIIMOHEPHOE OBIHECTBO
«KBAHTPA»
HAUMEHOBAHUWE OPTAHU3AIIMU
24.03.2005 Ne 45
PACITOPAXEHHUE Mocicsa
el e PACTIOPSKEHHE
3aronoBoK HauMHAETCs o
¢ npewiora <0 ..» NPOBE/ICHHH PEMOHTHBIX
pabor
TexkcT NOKYMEHTa HaUMHAeTCA ¢ KOHCTaTupylowei vacra (u3nara- . . .
€TCs LeNb WIM NPUYKHA HajaHus). KoHCTaTHpyouas YacTb MOXeT OT- B cBa3u ¢ HeyroBACTBOPHTEIIBHOI PAOOTOI OTOMHTENLHOI
CYTCTBOBATb. CHCTEMBI B 3uMHANHK meprof 2004-2005 rr.
PacnopsnTenbas 4acTh HaYHHAETCS CTIOBOM
OBA3bIBAIO:
1. PacnopsiauTebHble YHKTb CTPOSTCS 10 CXEME: NCTIONHUTENb — OBA3bIBAIO:
neHCTBHE — CPOK. 1. TipoBectn PEeMOHTHBIE ¥ npohunaxTMueckue  paborsl
2. Mocneannii NYHKT pacnopsokeHus GopMyaupyeTcsi B cienyio- BOJIOHATPEBATETEHEIX " PACHIPENENHTENBHbIX ycTpoiicTs
HRECAOBAN OTONMTEEHON CHCTCMBI B Beccmue-netnui nepuox 2005 rona.
KoHTpob 32 BHINOJHEHNEM PACTIOPSKEHMs BOJIOXUTD Ha (Npu-
BOIATCH HAUMEHOBaHHe JOJKHOCTH, MHUUMANB, (PaMuIHus). OTtBercTaeHnbiN — rIaBHbli MexaHuk BosoxoB A W., cpok okOHYaHus
pabor 31.08.2005 r.
Homkocs xuua, GRS S— 2. KoHTpONb 32 HMCNONHCHHEM PACHOPSKEHHS BOMIOKHTS HA
NOANMUCABLIErO JOKYMEHT TIOANMUCSH . 0.
" rnasnoro uikenepa 3A0 «kKBAHTPA» Pyjnaesa I1.C.
3amecTrens aupekropa 0o AXP  Juunax noonuce  JLJ1. Ilpoxopos
Ipud cornacoBanys UM BU3BI
C pacrniopskeHHeM O3HAKOMIIEH:
I'naBnbii Mexanux Jluunas nodnucs A.H. Bosnoxos
Wnentnduxarop 25.03.2005
INEKTPOHHON
B peno 00-00 (noanucs, gata) KOIHUH JOKYMEHTa
Ha ofiopomuoii cmopone npuxasa pasmewaiomes PeKeusumsl «ausbl
CO2NACOBANUA DOK] YMeEnRmay u comuemsa a6 ucnogpumenes
I"nasubii wikenep
Jluunaz noonuce Pynaes T1.C.
23.03.2005
Aramnna ILU. 483-58-92
4. y Ka3aHue - paCl'IOpHI[I/ITCJ'IBHBII/I I[OKYMGHT, n31aBacMbIn OpFaHaMI/I

rOCyJapCTBEHHOI'O  YIIPABJIEHUSl, MHWHHUCTEPCTBAMHU, BEAOMCTBAMH, MPEANPUATUIMUA U
OpraHu3alusIMH 10 BOIpocaM HHGPOPMAIIMOHHO-METOIUYECKOTO XapakTepa, a TakXkKe 10
BOIIPOCAaM, CBSI3aHHBIM C OPTraHU3alMENd UCIIOJHEHUS NPUKA30B, MHCTPYKUHUMN U JAPYTUX AKTOB
OpPraHoOB yIIPABJICHUS.

HAI/H\/IEHOBA‘HI/IE OPrAHHgAHI/M YMNPAB/IEHUE METPOMOJIUTEHA
VKA3AHUE O6wuit otgen
00.00.0000 Ne 00 YKA3AHVE
10.10.2007 Ne3

r.CankT-TMetepbypr
Mecto m3gaHma O nopsagke obopmaeHus

3aroI0BOK BBIPAKAcT KPaTKoe OpraHu3aLMOHHO-PacNoPAAUTENBHOM LOKYMEHTALLUN
COOEpPIKaHIIC, HAYITHACTCA

B cBa3u c s8Bogom MNOCT 6.30-2003 "Cuctema opraHM3aLMOHHO-pPacnopsauTeNbHOM
¢ mpeazora«O....»

AOKyMeHTauuu. OCHOBHbIE NON0KeHUa" 1 NoBbilweHMeM TpeboBaHUii K opopmneHunio
[LOKYMEHTOB, U3/4aBaeMbiX U MOANMUCHIBAEMBIX PYKOBOACTBOM METPONOAUTEHA

Konctatnpyromas gacts («B coorBeTeTnImI. .. », « B memsax...») Obd3bIBAIO;
1. Bce opraHv3aumoHHO-pacnopsaanTenbHble AOKYMEHTbI CAaBaTh Ha peakTupoBaHue
Pacnopsamutensaas gacts: OBSI3BIBATO nmn ITPEIJTATATO: i o Do aowy A pepaKmp
. VHCNeKTopy KaHuenspuun Kospuruxoit LA,

WcnonnnTens— neficte - CPOK HCIIO/THEHIIA 2. KOHTPOAb 3@ UCNONHEHNEM YKa3aHWUA BO3/IOKMTL Ha 3aBeyHOLLyto KaHUenapuei Ynpasnexus
KoHTpo:1b 3a IICTIOTHEHIIEM ... Anaputy /1. .

HauyanbHuk meTpononuTteHa Modnuce C. N. HukuTuH
Haivenosanue JOJIZKHO CTIIJIIIIA,
Ho;{mlcasmero JOKyMeHT IIOJITIICH I/IAO_CD Bu3bl: HA4YaNbHUKOB CYKE

B aeno 00-00
COITTACOBAHO Moanucs, pacwudposka nognmcu
Haivenopanue JOJIZKHOCTIT [ata
TToxmics 0.9
Jata o MyShgi

Pemenue -paCHOpﬂIII/ITeJIBHI:Jﬁ AOKYMCHT KOJUICTHAJIIBHOI'O oOpraHa YIIpaBJICHUA,
I/IB,Z[aBaeMHﬁ M0 BaXKHEMILIMM BOommpocaM HJIM OJIs1 BBCACHHA HOPM, MOJ0KEHUH. PenieHus



COCTaBJISIFOTCS 1O MPOU3BOJACTBEHHBIM BONPOCAM COBETaAMH JMPEKTOPOB, OOLIUM cOOpaHuEM
aKIIMOHEPOB U T.1.

TEeKCT COCTOMT M3 KOHCTAaTUPYIOLIEH M PACIOPSAMTENIBHON 4acTu. B KOHCTaTupyronien
YacTH W3JIararoTcs NMPUYMHBI M3aHUS JTOKyMeHTa. B pacnopsauTenbHOM 4acTH yKa3bIBarOT
HAaNMEHOBAaHHWE OpPraHa, IPUHHUMAIOLIETO pemeHue, 3ateM - cinoBo PEIINMJI Ha otmenbHOU
CTpPOKE.

PacnopsiautenbHas 4acTh AENUTCS HAa MyHKTHl. KaXAblid MyHKT CTPOUTCS IO CXEME:

I[eﬁCTBHe- HCIIOJIHUTCIIb - CPOK MCITOJIHCHHU .

AKLUHOHEepHoe 06l ecTBO <ABaHTa»
(AO <ABaHTa»)

PELLEHUE
3KCNEPTHOM KOMUCCUU
03.10.2016 Ne 7
MockBa

O nepegaye AOKYMEHTOB B rocyAapCTBEHHbLIN apxuB

B cBA3M ¢ OGHapyXeHuem BO BHOBb NPUOGpeTeHHbIX rnomeuleHnsx AO «ABaHTa» (aanee — O6LIECTBO) AOKYMEHTOB JIMK-
BMAMPOBAHHbLIX OpraHu3aumMin 3a 1993-1998 rr., He oTHocawumxca K doHaam ObulectBa (aKT 06 OGHapPYXEeHUU [JOKYMEHTOB
0oT1 23.09.2016 N2 1), aKcnepTHaa Komuccus ObulecTea

PELUUIIA:

1. MpoBecTy 3KcNepTU3y LEeHHOCTU OBGHAPYXEHHbIX JOKYMEHTOB.

2. OpraHusoBartb nepeady AOKYMEHTOB Mo IMYHOMY cocTaBy B 'BY «LleHTpanbHbli rocyiapCTBEHHbI apXuB TPYAOBLIX OT-
HOLIEeHUH ropoga MOCKBbI».

3. OpraHu3oBaTh YHUYTOXKEHWE MPOYUX JOKYMEHTOB.

4. OTBETCTBEHHOM 3a BbINONIHEHUE HACTOSILLEero pelleHna Ha3Ha4yuTb HavyanbHUKa KaHuenapum O6uectsa AxmegoBy H.9.

MNpeaceaatens 3KCNePTHON KOMUCCUU Poatanob M.C. PomaHoB -

Peuienre noAnNUChIBaIOT MpEICEIATENb U CEKPETAPh KOJUIETHAIBHOTO OpraHa.
2.3 CnipaBo4HO-UH(POPMAITMOHHBIE TOKYMEHTBI

BOBIIMHCTBO TOKYMEHTOB, M3/1aBa€MbIX B OPTaHMU3AIUAX, SBISIOTCS WHHOOPMAIMOHHO-
CIIPaBOYHBIMU.

Hngopmayuonno-cnpasounvie O0oKyMeHmsl — 3TO COBOKYIHOCTb JOKYMEHTOB,
conepxkammx UHGOpMaIMlo O (PaKTUYECKOM MOJIOKEHUH JIEJl, CIyKallluX OCHOBAHHMEM [IJIS
MIPUHATHS PEILICHUM.

Buowr unghopmayuonno-cnpasounvix 00KymMeHmos:

1. Akm - iHPOPMAITMOHHO-CIIPABOYHBINA JOKYMEHT, COCTABJISIIOIIMUCS TPYIION JIUIT JIs
MOATBEPKJEHUSI YCTAHOBIICHHBIX (DaKTOB, COOBITHH. AKT MOXKET COJEpXaTh BBIBOJIBI,
pPEKOMEHAAMU, TPEIVIOKEHHUSI €ro COCTaBUTENEH. AKT YTBEPKIAETCS PACHOPAIUTEIIbHBIM
JOKYMEHTOM WJIM PYKOBOAMUTEIIEM, IO YKA3aHUIO KOTOPOrO COCTABJIEH JTOKYMEHT. TEKCT akTa
COCTOMT W3 JABYX YacTEW: BBOJAHOM, KOHCTaTUpyroumen. Bo BBOJHOM 4YacTH TEKCTa akra
YKa3bIBAETCSI OCHOBAHUE MJII COCTABJIEHUS aKTa, MEPEUUCISAIOTCS JIMIA, COCTABUBILIHNE aKT U
MPUCYTCTBYIOLIME IIPU STOM. B KOHCTaTUPYIOILIEN YaCTH COAECPKUTCS OIKUCAHUE MPOAECITAHHOU
paboThl; PUKCUPYIOTCS (PaKThI, U3NIATAIOTCS BBIBOJBI, MPEIJIOKEHUSI COCTABUTENEH akTa. AKT
MOJMKUCHIBAETCS BCEMU JIUIIAMHU, IPUHUMABIINMHU y4aCTHUE B €M0 COCTABJICHUMU.



JakprIToe aKuHOHEpHOE 0DIECTBO YTBEPAIALO
"TEPMHKA® ["enepanbiblil AMpesTOp
3A0 JTEPMHEKA"
AKT | P
f AL Lnous
23.08.2004 No 5 231]3{2”(] g
Mocksa

MPOBEPKH COXPAHHOCTH JOKYMEHTOB

Ocnosanne: npukas redepansioro aupestopa ot 18 asryera 2004 . Ne 35
"0 npoBeleHHH NPOBEPKH COXPAHHOCTH JOKYMEHTOB" .

Cocrasinen Komuccueii:
[pencenarens — 3am. renepaibHoro aupextopa Apocnasuesa T.01.

Ynensl kommccuu: 3am. rnassoro Oyxrantepa Jlertaps BHO., 3am.  wauansHuka
Ynpasienus nponiBoACcTBA M BHeApeHHA HH(popMaunoHHbiXx cuctem JloGanos J1.B,
3aM. HavalkHHKa Ynpaeienus cOeita mHbopmaumoHHeX cuetem Nopikosa C. M.

Komucena 23 asrycra 2004 r. nposena NpoBepKy OPraHu3alMH H o YCIOBHSA
spanenns qokymertos B 3A0 "Tepmuka”.

JlOKYMEHTBI XPaHATCA B CTPYKTYPHBIX Nojpasjenenmsix, cpopMuposanHbie B ena,
B COOTBETCTBHH ¢ HOMEHKAATYPOii.

MakToB rudenH, YTpaTel, MOPYH HIH HEIAKOHHOID YHHUTCHEHHA AOKYMEHTOB HE
}'C'[ AHOBIEHO,

I{Oh!“l‘t}li{ FIL‘I\'UMUH,'L}'L"T llp(.','lﬂ'ﬂ'l'ilI!HTb CHEUHANLHOE MOMEINEHHE JINTH apXuBa,
0DOPYAORAR ET0 CTEIAKAMH.
CoctapneH B 3-X ax3eMnaspax:
1-it 3K3eMsp — GyxranTephs;
2-ii asemiuAp — YnpasieHHe NPoH3IBoACTEa ¥ BHEAPEHHS HHPOPMALIHOHHBIX CHETEM;
3-it axzemnanp — Ynpapietue cOpta HHGOPMALHOHHBIX CHCTEM.

[Tpencenarent KOMHCCHH %’ {E/ff' T.I1. Apocnasuesa
[y tf/ -

YaeHBl KOMHCCHH ? C.H. lNopukosa
/i
)

B.IO. Hertaps

yarils ,,4/7 JLB. Jlobaxos

2. Ilpomokon - NOKYMEHT, (DUKCHPYIOMIMHA XOA OOCYKICHHS BOMPOCOB W MPHUHSITHS
pelieHnii Ha coOpaHusAX, 3acCelaHusX, COBELIAHUSAX. TEeKCT MPOTOKOJA COCTOMT M3 JIBYX
yacTel: BBOJHOM M OCHOBHOM. BBOIHas 4acTh TEKCTa MNPOTOKOJIA HWMEET IOCTOSTHHYIO U
nepemeHnyto uH@opmauuto. Iloctossunas - cnoBa: «lIpeacemarensy, «Cekperapby,
«IIpucyrcTBoBanm» (muurytcs ot jeBoro mnois). IlepeMeHHass - MHMIMANBI U (aMHIAK
npenceaarens, cekperaps, NPUCyTCTBYIOUMX. [IMIIeTcss OT BTOPOTo MOJIOKEHUs TaOyisITopa.
OcHoBHast wyacTh mnpoTokona ctpoutcs 1o cxeme: CIIVIIAJIM - BBICTYIIMINA -
I[TOCTAHOBWJIA (PEIINJIN) no kakaoMy BOTPOCY OTIAEIBHO, OT JIEBOTO TOJIA 0€3 3HAKOB
npenuHanus. [lepen cmoBom CJIYIIIAJIM craButcs 1mudpa Bompoca MOBECTKH JHS, €CIIU
BOIPOCOB HECKOIbKO. C KpacHOW CTPOKH MHUINYT WHUIMAIB M (HaMIINIO JOKJIAI4uKa B
MMEHUTEIIbHOM TIaJIe’Ke, 3aTeM [edaTaloT cojepkaHue [aokiaaa, coobmenus. Ilocre
BBICTYIIMJIA ¢ kpacHOW CTPOKM MHINYT WHULMAIBI W (aMUJIUU BBICTYHAIOUIUX B
UMEHUTEIBLHOM MaJIeXke, 3aTeM IeYaTaloT COJAepKaHue JOKIa/na, COOOIIeHUs. 3aBepliaroias
4acTh TEKCTa MPOTOKOJAa — IIOCTAHOBJIEHHE IO Bompocy. HauuHaercs cioBoM
[TOCTAHOBMJIN. Ona cTpouTcsi MO CXeMe: ACHCTBUE - HCHOJHUTENb - Cpok. IIpoTokon
NOAMNMUCHIBAIOT TpeIcenareslb U cekperapb. JlaToil MmpoTokona SBIASETCS JaTa NPOBEACHUS
3aceaHusl.



2 Fopoacxoit oT3ex AtTICDOL
ARTOEOICKOTO pafioRa

MPOTOKON

15.03.2005 N 59
H Hozropox

Saceszmnex xorasccing

[Mpeacezsrens: A H Kanmanos
Casperaps: MLH. Heoftzoza.

IMpucyrersoramc 14 wezonex (cmucox npuzarsercs)

[Mosectra anx:

1. O6 mrorax padora 33 rexyvonmdt mecxn JOXIaswins — REMATRNIK OTIena
AT Cazox

CIIVIIIATDH

AH Kanoapoz = 33 Texymuuct Mecxt & 073230 PACIPMTO 7 OPECTVINIIIE 10 38~

ZaM HacopapmanmoneTHICk ¥ |0 MpAcTYITANMIT § CIAICTEAKMOM OTIATANOMN
BBICTYTIHUDH:

MB. Ocumoza, cTapmmmit C3e30RaTens — [IPaITOARTE HOEMCHTE PACKPARIAN0OCTS
yrozoxsax 283 8 oraens [LIH 30 10 npacrymaemet & Mecau, & CT2ICTEERROM OTI2THIO
20 15 mpecrynnanes & secen

TNTOCTAHOBIDL

[loEscHTS PACKPAISIMOCTS VT OZOENA 28 £ oTzexe [L1H 20 10 npecrvnnesoc =

MECHN B CTAICTEAMMOM OTIenesnnr 20 15 mpecrymesunt & Mecan

[Ipaacazarens Kamnuoos A H.

Caspersps Hszoitzoza M H
3. /loknaonasa 3anucka - TOKyMEHT, aJpECOBaHHBIA PYKOBOJIUTEIIO CBOEH WU
BBIIIECTOAIIEH OPTaHU3AIUU U COJEPKAIUN U3JI0KEHUE KaKoTo-1100 Borpoca win ¢akra. 1o
COAEPKAHUIO JIOKJIQJTHBIE 3aIllMCKHA OBIBAIOT: MH(pOpPMAIIMOHHBIE; OTYETHEIE.
B 3aBucumocTu OT ajapecarta: BHYTpeHHUE, BHEIIHUE. BHYTpeHHHE MOKJIAIHBIC 3aMUCKU
obopmisitorcst Ha Onanke Qopmarta A4, MOANMUCHIBAET WX aBTOP-COCTaBUTENL. BHelrHue
JOKJaHble 3amucku odopmiIsitoTcss Ha oOmieM Onanke (opmara A4, TOANMUCHIBAIOTCS
PYKOBOJUTENIEM OpraHu3aiuu. BeIBObI, TPEAJIOKEHUS OPTaHU3ALMH UK TOJIKHOCTHOTO JIUIIA.



OoOpa3sen
OTJEN HOBHIX IIPOEKTOB Sﬁa::ww mpexTpy B Hy T p eH H e i;i

JIOKIIAJHAA 3ATTHCKA r-xy Merpory HJL.

10032004 Ne3 HOKﬂaHHOﬁ

06 yremeraot LTAHOH

e 3AIINCKHU

Anx yerenooit paborar Kauero arewmTra Keofxomoo yremerae
Baznr paroor roTeramaGr: woreKkme. Omaeor 1¢ xarfonee peamm e Myl
€@ PACUOPEIIN XENALTCR TDCTOAKKED AHATIC CPEACTE MACO0BOH MKdopraInay
E YaCTHOCTH MPECCH

B crrox ¢ mem, w0 otAen ¥ ero Temepenmsen coctaze (S5 coTpymiaoo:)
He JOMRET EOINDMKOCTH OPralOOEaTs MOApoDNDe ICYYRHMe AHATGTHYECKI
ICRANIGL, COTAN LenecOCOPATHEDN EEECTH E IMTAT OTHENA 2 AOICKKOCTH
MEHSCKEPOE UK ICYYSA M AHAJUCA IPECCH € IEMBI0  ERELRENEHIA
MOTEHIGAMBHEY WMEKTOE, 3 TAXOKe NOANOTOEXH OTePaTHEHON Mxdopmalgat o
nonoxexat Ka pinoe CMH & dopme exexegemsiax orgez. Corpymano: xa
3TH ZOTCKMOCTH IDEeMNaral IoacbpaTs i€ wena cTypexm: 4-5 xypoor
daxymrera syprame o BI'Y rout Ulxom: pexmansr.

Pyxopomierens otaena TToorucy H.A Paercrax

Baenmuasas AokAaAHAS 3aITHCKA

0 Baemmsia joxiiajiHas 3armmcka opopmisiercs Ha o01ieM OaHKe U 10 IIHChIBaeTCs
PYKOBOIUTEIEM Opranm3ariy. [Ipu 5ToM IoiIHOE MK COKPAIIEHHOE
HAaMMEHOBAHUE BBIIIECTOSIIEN OpraHI3aluK UCIIONB3YETCs COIVIACHO YCTaBy
opranusaiuy. HarMeHoBaHue opraHu3alu-aBTopa pa3MenaeTcs: HUKe.

IMpasurenserso Mockebl Mpedexry CepepHoro
JlenapraMeHT HHBCCTHIHOHHBIX ANMHHECTPATHBHOTO OKpYTa
TIPOrPaMM CTPOHTCIIBCTBA M.M. MomoHoBY
JOKJTAIHAS 3ATIMCKA

27.02.2006 Ne 03-04/6

Mocksa

Jlosoxky 10 Bamero ceeeHus, uto npesacragurtens npedexrypst A.B. Cokanos, seissch
HA ©XKCHENCAbHbIC 3acenanns Paboueil rpynnel, NpUXOAUT HETOCTATOYHO NMOATOTOBACHHBIM,
MOCTABJICHHbIC NMOPYYCHHS BBINOAHACT HE B NoaHoM obbeme, a 22.02.2006 orcyTeTBoBan Ha
COBCUIAHHK,

Tponty NpUHATE COOTBCTCTBY HIIHE MCPBI,

PykoBoanTens nenapramMeHTa Cé’é A.B. Cancnuesa

4. Oo0vacnumenvnasa 3anucka - JOKYMEHT, MOSICHSAIOIIMA COAEP)KaHUE OTAEIbHBIX
MOJIO’KEHUH OCHOBHOTO JOKYMEHTA (TJIaHa, OTYETa) WM OOBSICHSIONINIA TPUYUHBI HAPYIICHUS
TPYAOBON AUCHMILTUHBL. OOBICHUTEIbHBIC 3aMUCKH, SABIISIOMINECS TPUIIOKEHUEM K OCHOBHOMY
JIOKYMEHTY, TMOSICHSIOIKME ero, ogopMistoTcs Ha oO0mmx Omankax. I[loamuceiBaeT ux
PYKOBOJMTEI.



MNpumep opopmMnenns 06BLACHNTENbHOK 3aNNUCKN

Byxraarepus

OBBACHUTEJIbHASA 3ATNUCKA Buue-npesnaenty AO «OHuKe»
30 .05.200] : 0.®. AA6nokosy
Mocksa

O uesbinare 3apnnarel

20.05.2001 ne Bhinnavena 3apruiata padotunkam AO. Tlpuuuna cocToMT B TOM, 4TO paboTHHK Oyx-
rantepun HMpanosa A.M. necsoespemenno odopmuia HeodXoaumbie A0kymeHTb. OTCyTCTBHE HajUle-
KAMIEro KOHTPOMA HE MO3BOAKUAO CROCBPEMEHHO BBIABHTH ITOT QAKT.

TMocsne npuusTHs cpouHbIX Mep 3apiuiata Obisa Biayena corpyannkam AO 22.05.200). Vimano-
Ba AWM. npeaynpexiaeHa o HEAONMYCTHMOCTH NOI00HON0 OTHOUICHHS K HIOPYUCHHbBIM 00S3aHHOCTAM.

[puHATHL MEPBI NO YCHACHHIO KONTPONA HANl ACATEIBHOCTHIO PAOOTHHKOB OyXranTepHy.

[napueifi Oyxranrep </luunan noonuce> B.B. Cuskos

OOBbsACHUTENbHBIE 3aMUCKU, OOBSACHSIOUIME NPUYMHBI HEBBINOJIHEHUS KaKOro-imbo
NOPYYEHUs, COCTABIAIOTCA paOOTHMKAaMHU Ha cTaHAapTHOM Jjucte Oymaru. IloamuceiBaercs
aBTOPOM- COCTABUTEJIEM.

4. Cnpagka - TOKyMEHT, TOJITBEpXKIAlOUMi Kakue-mu0o ¢GakTbl WU  COOBITHS.
B cmnpaBke He pgaroTcs BBIBOJABI M IpeasiokeHus. B cmpaBke (UKCUPYIOT CBEAEHUS
ONPENEIEHHOT0 neproaa BpeMeHn. CIpaBKU COCTABISIIOTCS AU YAOCTOBEPEHNUS FOPUINYECKUX
(aKTOB: MOATBEPKACHHE MeCTa pabOThl, yueObl, 3aHUMAeMOU 10KHOCTU. Ecian HeoOxoaumMo B
CIPaBKY BKJIIOYUTH CBEJICHUS 110 HECKOJILKIM BOIIPOCAM, TEKCT €€ JEIUTCS Ha pa3aeibl. Pa3aenbt
JOJKHBI UMETh 3aroJIOBOK M HyMepaluio apaOckumu uudpamu. TeKCT cnpaBKd, MUMEIOIIUANA
uM(ppoBbIe MOKa3aTeIN, MOKET ObITh O(OPMIIEH B BUJI€ TAOJIHIIBI.

OBUECTEO ¢ OrPAHNYEHHOW OTBETCTEEHHOCTLIO «M-TTankry (000 «M-/In3uHrs)
VIHH 2851110516, KNN 880704000, Or'PH 6540598685426654871

Agpec: 101000, r. Mockea, yn. Bocrosnas, A. 7

Ten. 8 (495) 600-11-11

CMPABKA
20 oxtabps 2015 . Ne 11
Mockea

Hacronuian cnpaeka BbigaHa Muxaiinosy Pomany Anexcaraposudy (1983 1. p.) o Tom, 4ro oH paboran
8 000 «M-/Tn3uHr» B AOMKHOCTH MEHEKEPa NO AN3uHry ¢ 11 aHeaps 2014 . no 25 ceHTRbpA 20151,

OcHOBaHue: NPUKa3 © npuemMe Ha paboty or 11 axeapa 2014 r. Na 18-k, Nnpuka3 ob yBonsHeHUH

o1 25 cenTAbpA 2015 1. Ne 26X,

v
/£

HadanbHuk otaena xaAp()p 'hibmaxoea 10.C. Yncrakosa
74

=

5. /loknao - nocnenoBareabHOE M3J0KEHHE HA COOpaHWM, 3acCeJaHuu... UHPOPMAIIUH,
Kacarolieicsi MpoAeNaHHON WM TUIAHUPYEeMOW pPaOOThl PYKOBOJIUTEIEM OpPraHU3aIlMU WU
APYTUM JOJKHOCTHBIM JIMLOM. YTOOBI COCTaBUTH XOPOLIWHM JTOKJIaA, HAIO0 OMPEICIUTDH IIe]b
JOKyMeHTa u mpaBuwia odopmienus. llenm pokmaga: mHPOpMUpOBaHHE U YOEKICHHE.
DneMeHThl JOKIana: BCTYIUIEHUE; OCHOBHAS 4YacTh; BBIBOJBI, PEKOMEHAALMH. TeKCT noKiiana
JOJHKEH COCTOSITh M3 KOPOTKUX MpeIoKeHHi. B pennosxenuu 1omxHO ObITh He 6osee 20 coB.



Tema 3 [lenosan npodeccmoHanbHan nepenncka

OmHHUM W3 TJIaBHBIX KaHAJIOB CBS3H MPEINPUITHNA, OpTaHU3AINH, yUPEIKICHUH C BHEITHUM
MHUPOM SIBJISIETCS J1e710BO€ MUCHhMO. C MOMOIIIBIO TUCEM BEIyTCS IPEIIOTOBOPHBIE MIEPETOBOPHI,
BBISICHSIFOTCSL OTHOIICHUS MEXIy TMPEANPUATHSIMH, B MHChMax W3JIaraloTcs TPETEH3UH,
BBIPAXKAIOTCSI MPOCHOBI, OPOPMIISIFOTCS TPUTIANICHUS TPHHATh ydacTHE B TEX WM HHBIX
MepornpusITHsX. [luchMa conpoBOXKIAIOT MaTepraTbHbIE IICHHOCTH, BAKHBIC TOKYMEHTHI.

Jlenoeoe nucomo — smo Kkpamkuil (kax npasuio, He bonee 1—2 cmpanuy) OOKymeHm,
Kacanowuiicsi 00H020 60NPOCA (UNU HECKONbKUX MECHO B3AUMOCBA3AHHBIX MeHcdy Ccoboll
80NPOCOB) U NPEOHAZHAUEHHBIU OISl OCYWeCMBIIeHUs] ONEPAMUBHO20 UHPOPMAYUOHHO20 0OMeHa
mexHcoy — npeonpusmusMu - (OpeAHU3AYUAMY,  YUPEHCOeHUAMU),  Ux  CMPYKMYPHbIMU
noopazoeneHusiMu (00JIHCHOCMHBIMU TUYAMU).

3.1. Buasbl 1eJ10BBIX IHCEM

ITo TeMmaTH4ecKOMY NPU3HAKY:

1. Kommepueckue — WCIONB3YIOTCA TPHU MOATOTOBKE K 3aKIIOYEHUIO KOMMEpPUYECKOU
CHEJIKH, a TAK)KE MPHU BBITIOJHEHUU YCIOBU TOTOBOPOB:

o odepra (MUCHMO-TIPEJIOKEHNUE) — 3asBIICHUE JIUIA O KEJTAHUH 3aKIIOYUTh CHCNKY C
yKa3aHUEM KOHKPETHBIX YCIOBUN CIIEIIKU;

e THCHMO-3aIIpOC - OOpalleHHe OJHOW CTOPOHBI K JIPYrod O >KEJaHWU 3aKIIIOUUTh
CHCINIKY, KaK MpaBUiio, O€3 yKa3aHWs YCIOBHHA CACIKH JIMOO YTOYHUTH KaKOW-TO BOMPOC TIPHU
OCYIIECTBJICHUH CICIKH;

e pexamarus (MMChbMO-TIPETEH3HSI ) - MPETEH3UH K CTOPOHE CIEITKH, KOTOpast HapyIIuia
MIPUHSATHIC Ha ce0s TTO IOTOBOPY 0053aTebCTBA, U TPEOOBAHNWE BO3MEIICHHUE YOBITKOB.

2. Hexommepueckue (COOCTBEHHO MENIOBBIC MHUCHMA) — HCIONB3YIOTCS TPH PEIICHUH
Pa3TUYHBIX OPTaHU3AIMOHHBIX, TPABOBBIX BOIIPOCOB, SKOHOMHYECKUX B3aUMOOTHOIIICHHUH:

o 0JIarOIapCTBEHHOE MHCHMO — COJIEPKUT BBIpAKEHUE OJIArOJIAPHOCTH MO KaKOMY-TO
MOBOJY;

e TapaHTUWHOE THCHMO — COJIEPKUT B ce0e TIOJATBEPKACHUE OIpPENeTIeHHBIX
00513aTENILCTB;

o UWH(MOPMAIIMOHHOE MHCHMO (MUCHbMO-U3BEIICHHE, MUCBMO-COOOIICHHE, MHCHhMO-
YBEJIOMJICHHE) - TIPe/IoiaraeT HHGOPMHUPOBAHNE O KAKUX-TO COOBITUSIX JTHOO0 (haKkTax, KOTOPHIE
COCTABJISIIOT MHTEPEC JTMOO MOTYT 3aMHTEPECOBATH apecara;

e TIMCHMO-HAIIOMHHAHHE - COACPKUT HAIIOMHUHAHUE O BBITTOJIHCHUH JTIOTOBOPCHHOCTEH,
00513aTEIBCTB U MEPBI, KOTOPBIC OyAyT NIPHHSATHI B CITydae WX HEBBITIOJHEHUS;

e TIMCHMO-TIOJITBEPXKICHHUE — COJICPKUT IOATBEPKICHUE TOJNYYCHHS KaKOTro-TOBapa,
corjiacusi ¢ YeM-JIM00, KaKoTro-To (pakTa M T.I.;

e  TIMCHMO-TIO3/IPABIICHUE — COJICPYKHT MO3/IpaBICHUE TI0 KAKOMY-TO TIOBOJTY;

e  TIHUCHMO-TIPHUTJIAIICHUE — COJICPIKUT MPUTIIANICHUE HAa KAKOS-TO MEPOIIPHUSATHEC;

e THCHBMO-TIPOCKOA — COJEPKUT TMPOCKOY COBEPIIUTH JUOO TMPEKPATUTh KaKOE-TO
nercTBue, MoOyIUTh K ICUCTBUIO | T.I1.;

e TIMCHMO-COOO0JIE3HOBAHUE — COACPKUT COUYBCTBHE IO KAKOMY-TO TIOBO/TY;

e  COTNPOBOAMTEIILHOE MIUCHMO — COCTABIISIETCS JIsl COOOIIEHUS aipecaTy O HalpaBJICHUH
KaKUX-TO COTIPOBOJAUTEIIBHBIX IOKYMEHTOB, MAaTEPHAJIbHBIX IICHHOCTEH U T.1I.

o pyHKIHOHAJIBLHOMY PU3HAKY:

¢ THCHMA-OTBETHI — OTBETHI HA MHUIIMATUBHBIC MTMCHMA;



e WHUIIMATUBHBIC MUChMA — COCTABJISIIOTCS 1O MHHUIIMATHBE aIpecaHTa C OINpeeIeHHON
1EJIBIO;

e MHUCHhMa, TpeOyrmme oTBeTa (MMCHhMO-3aMpoC, MUCHMO-TIPEIOKEHNE, MHUCHMO-
peKIIamaIys, MIChbMO-IPOCch0a, MIChMO-00paIeHue);

e MHCHhMa, He TpeOyromue oTBeTa (IMMChMO-HAITOMUHAHUE, MHCHMO-TIPEAYTIPEKICHHIE,
MACHMO-U3BEIICHHUE, COTPOBOAUTEIHHOE MTMCHMO, TTUCHMO-TIOITBEPIKICHHE).

ITo npu3HaKky moJryyarteJisi:

o IUPKYJSIPHBIC MHChbMAa — TMHChMA, aJAPECOBAHHBIE HECKOJBKUM  IOJyYaTeNIsIM
OJTHOBPEMEHHO;

o OOBIYHBIC MHChMA - AJPECOBAHHBIE OJTHOMY KOHKPETHOMY TOJIy4aTeIo.

I1o KOMIIO3UIITHOHHOMY NPHU3HAKY:

e OJIHOACIIEKTHBIE — pacCMaTPHUBAIOT OJIMH BOIIPOC;

e MHOTOACIIEKTHBIE — 3aTParuBalOT HECKOJHKO BOIIPOCOB OJTHOBPEMEHHO.

Ilo cTpykType:

¢ PETJIAMEHTUPOBAHHBIE — COCTABIISIIOTCS 110 OTPE/IEICHHOMY YCTaHOBJICHHOMY 00pasily;

« HCpETJIAMEHTHUPOBAHHBIC — COJIEPIKAT aBTOPCKUN TEKCT M COCTABJISIOTCS B CBOOOHOM
(dhopme, HE UMEIOT YCTaHOBJIEHHOTO 00pa3slia.

IIo popme oTnipaB/ieHust:

o KOHBEPTHBIE — OTIPABJICHHBIC C TTOMOIIBIO MIOYTHI B KOHBEPTE;

e DJICKTPOHHBIC — OTIPABJICHHBIC B JICKTPOHHOM BHJIC Ha e-mail;

o (bakcoBbIc — OTIIpaBIICHHBIE TIO (PaKCy

3.2 SI3bIK 1€J10BOM NMePenucKu

HopMmoii »3Tukera [Aen0BOM TNEPENHCKH CUHATAETCA ONPEACICHHBIM CTWIb sA3bIKa
W3J105KEHUSI, KOTOPBIN OTJIIMYAETCS:

1. Yacmoit noemopsemocmoio, eOUHO00Opazuem 000pomoe peyu.

Takoil BapuaHT U3BIACHEHHS TO3BOJISIET BBIpAXAThCs 00Jiee KOHKPETHO, MOHITHO. Tak
MCKIIIOYAeTCS pa3HOe TMOHMMAaHHE TeKCTa mMuchma. JKenmaTenbHO WUMETh TOJ PYKOW Habop
ompeeeHHbIX (Ppa3, YTO MO3BOJUT, BO-TIEPBBIX, HAMKCATh YETKOE JIEIIOBOE COOOIIEHNE, BO-
BTOPBIX, JKOHOMUTH BPEMS Ha MOATOTOBKY OYEPETHOI0, TaXKE MPOJAIOIIETO MUCHhMA.

2. Heumpanonocmoio mona.

BaxxHo nmorudecku mznarath nHGOpMaIKo0. IMOIMOHATIBHAS OLIEHKA (DAKTOB B JIEJTIOBOM
nepenucke HeymecTHa. HemomycTumMo ynmoMHMHATh MPOCTOPEYHBIE, NUAJEKTHBIE BBIPAKEHUS,
CJIOBa, KaKWe-TO MEXJIoMeTHs. BaxHo B mpoliecce Mepenucku 00ecreuyuTbh OObEKTUBHOCTh
n3JIaraeMbiX (DaKTOB, BBHICTPOUTH UX B YETKOW JIOTUUECKOM MOCIIEI0BATEIILHOCTH.

3. Cmbicnoeoii mounocmoio.

OcMBICIIEHHOE COJIepKaHUE JIEJIOBBIX MUCEM 00ECIIeUMBACT UX MPAKTUYECKYIO U JaXKe
IOPUIUYECKYIO IIEHHOCTh. [109TOMYy Ba)KHO MpaBUIILHO MOAOWpPATh CI0BA, YTOOKI ajpecaTr CMOT
MOHATH OTHpaBuTensi. CioBa ¢ JIBOSIKUM TOJIKOBAaHHMEM JIydllle HE BKJIIOYATh TEKCT. B sTom
CIIy4ae MOXKET IOJYyYUThCS TaK, YTO aApecar MOWMET COAECPKaHWE MHUCbMa MO-APYroMy, Io-
CBOEMY.

4, Omoopom pakmuueckozo mamepuana.

Jlanubie, ¢GakTbl B JIETOBOM IMHUCHbME JOJKHBI OBbITh MH(OPMATHUBHBIMH W, TJABHOE,
THIATENBHO MpOBEepeHHbIMU. [Ipu 3TOM (pakThI cienyeT TIaTeabHO 0TOMpaTh, yKa3bIBaTh TOJIBKO
T€, KOTOpbIE HMEIT OTHOILIEHHE K KOHKPETHOMY neily. HemomycTtumo mnepeuucieHue
OJIHOTUITHBIX JaHHBIX, YKa3aHUE MaJIOCYIIIECTBEHHbBIX (PAKTOB.



5. Ilpusemcmeue no umenu u omuecmsy.

[TpaBuiia BeleHHUs JCIOBOM MEPENUCKH MOAPAa3yMEBAIOT YBAKUTEIBHOE OTHOIICHHE K
co0eceIHUKY, BHUMAHUE U HHTEPEC K €ro MepcoHe. DTO MOBHIIIAET HHTEPEC OIMIIOHCHTA K BaM,
YBEJIMUMBACT IIIAHC HA €ro CHHUCXOJUTENBHOCTH. JKemaTeJIbHO 3HATh 3apaHee, KaK 30BYT
YeJIoBeKa, K KOTOPOMY BbI 0OpaIaeTech, a TakyKe ero MpeAoYTeHHS IT0 00paIeHHIO.

6. Omeem 6 meuenue 08yxX Cymox.

KoppekTHbIM SBIISIETCSI OTIpABICHHE OTBETa Ha COOOIICHHE B TEUCHHE HECKOJIBKUX
pabouux gHeil. MHade 3T0 cumTaeTcs HEyBakeHMeM. Eciu muchMo OBLIO OTIPaBICHO IEPEN
BBIXOIHBIMH HJIM OTITYCKOM, Ha HETO MO’KHO HE OTBEYATh, €CIIM OHO HeCpoyHoe. B mHOM cirydae
HEO0OXOMMO IIPEIyIPEIUTh COOECETHUKA O BPEMEHHOM OTCYTCTBHH Balllero OTBETA UJIH KPATKO
OTIHCATHCS TI0 IMTOBOAY COJACPIKUMOTO ITUChMA.

3.3 CtpyKkTypa 1eJ10BOro NMucbMa

Bce penoBble nocnaHWst OOMKHbI KacaTbCsl TONbKO AeSTENnbHOCTU UpMbl UM 0BCTOSTENLCTB, C HEW
CBsi3aHHbIX. [MpyM 3TOM, BHE 3aBUMCUMOCTM OT COAEpPXKaHUsl, OHW [OOSKHbl MOAYMHATBLCA HEKOTOPbIM
TpeboBaHMAM.

3TAII 1

* DaTa HamMCcaHu4g BaxHELi sTam, Tpebyer
COBNMIOMeH M MPaBMT i

*» PeXBM3IMTEL HopM. O6a3aTeneH.

OTAII 2

O6pamenue Tpebyert
cobnogeHHA YeTKHX
npaBMI. 3aTOMOBOK M
npuaMbyna - HeT. BaXXHO
AMIIL MepemaTs CYTE M
"MoOgBeCTH"” K YTEHHIO

BCT}']‘[J‘I&EH& B MHCEME:

« ObpaufeHue
* 3aroMoBOK

* MIpeambyna

OTAII 3

EAMHEIX NMPaBMT HET, BCa
3ABMCHMT OT TEMEL M 3aJauM
nceMa. [naBHOe: NepefaTs
uHGopMAIMI0 B YeTHOR
nmorxyeckoil dopme 1
Pe3XMMPOBATE CKAJAHHOE

* OCHOBHAaA YacThk

» JaKnwYeHHe

ITAIl 4. JonMOMHMTENLHEL

NopOoli M i TOHOM
cuutaerca HE

* [IpMIONREHMS HCIIONL30BATE aPXMBEI .rar

M .zip. IOCTCKPMIITYM
BO3MOMEH, HO He
oba3aTeneH

* [IOCTCKPHIITYM

Jdrtan 1. PekBU3UTHI aipecaHTa u ajpecara



Hanncanue nemoBoro mnucbMa HAUMHAETCS € YKa3aHUs  PEKBU3UTOB.  OJTO
UACHTU(UKAIIMOHHBIE AeMeHThl. Kak mpaBuiio, peKBU3UTHI pa3MElIAloTCs B CaMOM Haudale
MKUChbMa — B JIEBOM U IIPABOM BEPXHHUX yTJIaX JIUCTA.

PexBu3uThl oOTHpaBuTens (agpecaHTa) cOOOMIAIOT, M3 KaKOl KOMIAHUU MPUIILIO
coobmenue. Kak mpaBuio, cTaHAapTHBIA ONAaHK AJis JIEJOBBIX IMHCEM YXKE COJCPKHUT ITY
uH(bOpMaIHIO.

Vka3pIBaeTCs MOJHOE IOPUAMYECKOE HazBaHue ¢ (HOpMOKM COOCTBEHHOCTH, aJIpec,
tenedon, caiit, UHH 1 OI'PH. Yka3biBaroTcs B I€BOM BEPXHEM YIIIy.

PexBusuthl momydarens (aapecara) coaepikatr MeHbie nHpopmarmu. Kak mpasuio, 3To
JOJKHOCTB, Ha3BaHue ero pupmel, DO u anpec, kyna nucbMo OyeT ornpanieHo. [umrytcs B
IIPaBOM BEPXHEM YIJIy CTPOTO B JIaTEJIbHOM IAJIEKE.

JlaTa Hanucanusi HeoOXoauMa JIs pa3nuueHus nuceM. [lonesHa ajis OTYETHOCTH WM B
JUTATEIBHON JIENOBOM TMEpenucKe — MO JaTeé MOXKHO y3HaThb OYEpPEAHOCTh COOOIIECHUN H
CTPYKTYpPUPOBATh MX. YKa3bIBaeTCs TOT JACHB, KOT/Ia MUChbMO OyAeT oTnpasieHo. Kak nmpasuiio,
OH COBIIAJAET C JHEM HamucaHus. Jlata mumiercs mnepes 3arojoBKOM, OJMXKE K MPaBOMY Kparo
JUCTA.

PEKBU3UTDI
ALPECAHT ALIPECAT

POC3HEPIOATOM 0]

SNEKTPOSHEPTETUMECKUIA IMBM3VOH POCATOMA s TOET ¥ MCG 14001 Se07
AKIHOHepHOe 00mecTBO «POCCHICKHH KOHIEPH . e
10 IPOH3BOJCTBY IeKTPHYECKOH H TeII0BOH 3HEPruH CDI/I:II/IEI:I AO «ATOM? Hepr OpeI\IOHT
1a aTOMHBIX cTaHIHAX» (AO «KoHneps Pocaneproarom») <<KaJ1HHHHaTOI\I'3HeprOpeMOHT»
Punmmaa AO «Konnepu Pocyneproarom» T —
KaanHHHCKas AaTOMHAS CTAHITHS) ) B Iy py

ST —

Kaanauackas A9C) AlT. HaBpHHeHKO

. Vaomns, Teepckoit 06, 171841 /

'e1.: KoMMyTaTop(48255) 5-18-64, 5-43-74; a/s 14

paxc: (48255) 5-45-91

osenergoatom.ru, e-mail: knpp@knpp.ru L. y]_IO.\L'Iﬂ, 1_7 1 841

JKTIO 08614411 OTPH 5087746119951 e-mail: tkal@aer-rea.ru

THH 7721632827 KIIIT 691643001
Ne
Ha Ne oT

Jran 2. BerymieHue B nucbme

DTO caMo€ HaydaJlo, KOTOPOE SIBJISECTCS KIIOYEBBIM B CTPYKTYpe JEI0BOro nuchMa. Ero
MUIIYT MaKCUMaTbHO MH(popMaTuBHEIM. [IpounTaB «BBeICHHE, apecaT yKe JOJDKCH IOHSTh,
YTO OT HEr0 XOTST, U IPUMEPHO MPEACTABIATH OCHOBHOE COJIEpPKAHHUE.

Bcmynnenue cocmoum u3 HeCKONbKUX IJ1EMEHNO08:

1.3azon060k.

['1aBHBIN pasnaen, onpeaessonui TeMy nuchMa. MiIMeHHO OH ITO3BOJIAET ajpecaTy MOHSTh,
0 4eM OHO. M1 HACKOJIbKO JIJIsI HETO Ba)KHO MTPOUUTAThH ITO.



[Ipy HanucaHuu 3aroJioBKa HEOOXOJMMO: BBIAEPKATh JEJIOBOM CTUIIb; COXPaHUTh
3aroJOBOK KPaTKUM W TOHSTHBIM; BBIACIHTh OCHOBHYIO TEMY; MOKa3aTh aJpecary, 4TO ATO
BAXKHOE 17151 HETO MTUCHMO.

C moMmoIIpIo 3aroJioBKa OTIPABUTENH JCIOBOTO MUChMa OJHOBPEMEHHO HH(MOPMHUPYET U
npuBJiekaeT BHUMaHue. [IpuMep 3aroJoBKOB pa3HbIX BUOB JCIOBBIX MTHUCEM:

o OO0 oTrpy3ke HOBOM mapTHH MOOMIIBHBIX TEIS(HOHOB.

o Ilo3apaBisem co BCTYIUICHHEM B HOBYIO JOJKHOCTB!

o IIperensus no kauectBy npoaykuuu ot OO0 “DnenbBeiic’.

o IIpennoxenue o corpyaauyectse ot 3A0 “Jlec”. CUCOK OPEUMYIIIECTB KOMIAHUU.
2.06bpawenue.

OTO OuYeHb BaKHAs YacTh Ballero JeioBoro muchbma. OHa HE MPOCTO COOJIOIAET
(GhopMaIbHOCTH, HO M pacrioaraet Kk cebe uurarens, GUKCupyer ero BHuUManue. [loatomy emy
yJIEJIEHO CTOJBKO BPEMEHHU — BaXKHO HE OMMUOUTHCS B HAIIMCAHUH.

OOparnieHue MPaKTUUYECKH BCErja CTAaHOBUTCA HadaloM nuchMma. Kak mpaBuiio,
pa3Melnaercs B IIEHTPE CTPOKU U HAYMHAETCS C TMIPOMUCHON OYKBBI.

JIro6oe oOparieHue cieayeT HayMHAThL CO CJoBa «yBakaembli(asi)». OHO BBIpaXKaeT
HanOosee HEUTpaIbHYI0 (HOPMY BEKIMBOCTH, B OTIUYUE OT «IOOUMBII, «JIOPOTO» U MPOUHX,
HCTIOJB3YIOIIUXCS B IMYHOM NIEPEMUCKE.

BceTpeuarores Takke GOpMBI ClIOBa «yBa)KaeMblil» C MPUCTABKAMHU «MHOT0-», «TITyOOKO-
», KOTJ1a o0palieHue aJpecoBaHO K BBICIIEMY YMHY WJIH 3aCTyKEHHOMY JICSITENI0 B KaKOM-Tu00
chepe. C HUM MOKHO MCII0JIL30BATH cjeaylomue popMbl oOpanieHns:

1. «I'ocmoguH/rocnoxka». BkiiroyaeT He TOJIBKO 3TUKETHYIO cOCTaBiisitolyto. Oopaiiaet
BHUMaHUE Ha cTaTyc ajapecarta. Mcmosb3yercs ajisi OOIIEHHS C YEJIOBEKOM WM JIHOJbMH,
MMECIOLIMMH OTpeJieieHHbI Bec B oOmiectBe. [lumiercss BMecte ¢ (amunueit. Ilpumep:
«I'mybokoyBakaemas rocroxka I[lotankuna!».

2. Umsa m otuecTtBo. HambGomnee HeliTpanpHOe obOpamienue. [loapasymeBaeT AUCTaHIIUIO
MEXKy aapecaToM u aapecanToMm. [Ipumep: «YBaxaemsiii [letp BacunbeBuu!».

3. JokHocTh MM cTtatyc aapecara. [Ipumensercs B ciyyasix, Korja HEOOXOAMMO
MOJYEPKHYTh MMEHHO OJDKHOCTh, HAlpUMeEp, B cllydae OOpalieHusi K BOSCHHOCIYXKAIIeMy.
[Tpumep: «YBaxaeMmblil ToBapuill MOJKOBHUK!». Korga yenoBek paccmMaTpuBaeTCsi Kak CyOBheKT
IPaKJAHCKUX TTPABOOTHOIICHHH, YMECTHO O0paIlleHUE «TPaXKTaAHIH.

4. KosuliekTUBHOE o0pamienue. /[omycTumMo B TOM cilydae, KOrja ajpecaToM BBICTYIAeT
rpymnmna jgojed. B Takom ciydae HCHOJIb3yeTCs MMEHOBAHHWE TPYIIbl WM KaKOW-THOO ee
npusHak. [Ipumep: «YBakaeMble yUUTEIIsI/CTYACHThI/BOAUTEH ).

5. Eciii BbIACTHUTE MPU3HAK HEIb3s — MOXKHO HCIIOJB30BaTh CJIOBO «JaMbl/Tocriona». B
€IMHCTBEHHOM uuciie 6echaMmmiibHOE U O€3bIMSIHHOE OOpallleHue JOMYyCKaeTCsl, €CIU MUChMO
aJpECOBAHO IOPUIUYECKOMY JIMIY UJIU PACChLIAETCSI MAaCCOBO.

Coxkpartienust HenpuemsieMbl! HUKakux WHUAIMATIOB, HETIOTHBIX 3BAHUIN/TOJDKHOCTEH MU
«r-H/T-a» OBITh HE JOJDKHO. TO €CTh MUCATh «YBa)XKaeMbIA TOB. ITOJIKOBHUKY HEJIb34.

Takxe B J€10BOM MEPENUCKe, €CIM KOPPECTIOHICHIINSI UMEET KOHKPETHOTO ajpecara, B
3HAK YBOKCHUS IIPUHATO NMUCATh MecTOMMeHHe «Bbl» ¢ nponucHoi (00/1b1110#i) OYKBBI.

Ecnmu mucemo TpadaperHoe (OTmpaBisieTcsi cpa3y OOJBIIOMY KOJUYECTBY JIIOJEH W HE
MMeEET JINYHOTO OOpAIeHNs) WM MOCIAHO KOJUIEKTUBY, MECTOMMEHUE MUIIETCSI CO CTPOYHOM
(MaJieHbKO#) OYKBBI.

Heo0xoaumo He 3a0bIBAaTh HEKOTOPbIE BA'KHbIE ACMEKThI UCI0JIb30BAHMS 00palleHUs



https://petr-panda.ru/30-shablonov-prodayushhix-zagolovkov-dlya-e-mai/
https://petr-panda.ru/shpargalka-60-konkurentnyx-preimushhestv-dlya-tekstov-o-kompanii/

1. [IpuBeTcTBUE — TOJBKO «31paBCTBYMTE» uIU «J{oOpbiii aeHb». [pyrue dopmsl
OpUMEHSThH He cienyeT. Heo0xoMMo ucnoib30BaTh NMPUBETCTBUE ¢ UMEHEM: «JloOpbIii JeHb,
Aunekcanap!»;

2. ms1 — TONBKO B TIOJTHO# (0(UIIMaTBHOM WM TTOBCeTHEBHOM) (hopme. [1pu 3TOM umib k
caMbIM OJIM3KUM KOJUJIETaM M ImapTHEpaM JOIMYCTHUMO COKpalleHue, Harpumep, «Hacts» BMecto
«Amnacracus». Ho aukak ne «Hacte»;

3. Ecu mmst BOOOIIIE HEU3BECTHO, TO JIYUIIE UCIIOJIB30BaTh YTO-TO BPOIE «3IPaBCTBYHTE,
yBa)kaeMbIM KJIUCHT!»;

4. JKenarenbHO HE UCIOIB30BATH B MUCbME OOPAILIEHUE HA «ThI»;

5. Besne, rie BO3MOXKHO, JTydllle UCIOJIb30BaTh UMsI M OTYECTBO, €CJTU OHU U3BECTHBI.

Taxke HY)XHO TOMHUTH O _pa3HHUIIC B 3Hakax mpenuHaHus. B konue oOpamieHus
KEJATEIbHO CTAaBUTh BOCKIIMIATENBHBIM 3HAK, a HE 3alATyl0. OTO MOKAXET, KAK BAXKHO
OTOCJIaHHOE MUCHhMO. 3armsTas e NPUIACcT eMy OyJHUYHBIN XapakTep.

¢ TOYKA HE CTABUTCS BOOOIIIE;

e MOCJE BOCKIMIATEIHLHOTO 3HAKA IMpaBUJia MYyHKTyallud TPEOYIOT JaJIbHEHIIEro
HaIMKUCcaHus ¢ 3arjiaBHOMN OYKBBHI;

e TIOCJIE 3aIATON MOKHO MPOJOJIKATH TUCATh CO CTPOYHOM.

3.1lpeambyna.

DTa 4acTh JIEI0BOTO MUChMA COAEPIKUT CYTh MOCIAHUS. 3J€Ch aIpECAHT PACIIUCHIBACT
CBOU MOTUBBI U 11esid. Kak nmpaBuio, yka3pIlBatOTCSl BBOJHBIE TAHHbBIC, KACAIOIIUECS TEMBbI
MHUChMa U JOJDKEHCTBYIOIIME HAIIOMUHATD MOTY4YaTelNto O He:

o JIaThI;

(baKThI;

JTIOKYMEHTBI;

JIOTOBOPEHHOCTH;

YIIOMUHAHUS APYTUX JIUI] U TIPOYEE.

[IpeamOyna oOnekaeTcs B (QopMayibHBIM BHJ TPU TOMOIIM BBOJHBIX CJIOB U (pa3
«COTJIACHO», «B CBSI3U C...», «CUMTAEM HEOOXOJUMBIM YBEJAOMHUTH...», «CTaBUM Bac B
U3BECTHOCTb, YTO...», «JI0BOJUM A0 Baiero cBeaeHus . ..» U MPOUHM.

[IpeamOyna MoxkeT OBITh KpaTKOW (OyKBaJIbHO Mapa MPeIsIOKEHUN) WiIn JJIMHHOW (BIUIOTH J10
HECKOJIbKUX a03alleB). DTO OYEHb Ba)KHBIM JIEMEHT B I1a0JIOHE JEJIOBOr0 MHUChMa, KOTOPBIN
00s13aTEIHLHO CTOUT UCTIOJB30BATh.

Oo0pa3zen 4yacTu 1€J10BOT0 MUcbMa (npeamMoOyJia ¢ oOpaieHneM U 3aroJJI0BKOM):
O nocmaexe modounLHLIX Menephonos
Veaorcaemas eocnooica Ilomanxkuna!
Hacmoswum nucemom cuumaem neobxooumvim ygedomums Bac, umo, coeiacHo 002080py om

20.06.2020, Bwi o6s3anbl 3a0pams HOBYIO NApMur0 MOOUTLHLIX MeNeOHO8 CO CKIadd He
nosounee, yem 30 Ouell ¢ MoOMenma nocCmaesKu.


https://petr-panda.ru/10-znakov-prepinaniya-v-kopirajtinge/

Jdran 3. OCHOBHASI 4YaCTh MACbMA

B ocHOBHOI 9acTu J1€JI0BOr0 MUChbMa MOAPOOHO M apryMEHTHPOBAHHO PaCIHUCHIBACTCS
1enb Hanucanus. [Ipock0a, TpeOboBaHNe WK CBEACHUS MPHUBOASITCS B IIOJTHOM BHJIE TaK, UTOOBI
mepeaTh aapecary MaKCUMaJIbHOE KOJIMYECTBO HH(POPMAITUH.

Kak npaBuJio, B Tejie MUCbMA OTIPABUTEIb AHAJTU3UPYET CAyYUBIIEeCsd U NPUBOIUT
APryMeHTHI B M0JIb3y CBOEH TOYKH 3PEHMS.

Hanpumep, npu nHGopMHUpoOBaHUHU 0 KaKOM-JIMOO COOBITHUH (BBICTABKE, IIPE3CHTAIIUN U
POYUX) MOJYEPKUBACT, YTO MEPONPUITHE >KEJIATEIBHO IMOCETUTh IO TaKOH-TO M TaKOH-TO
MIPUYMHE.

B KoHIle OCHOBHOII 4YacTH MOABOASTCS HTOIHM BCEro MHUCbMA. DTO MOXET OBITh
HaJIe’K/1a, U3BUHEHUSA WM YBEPEHHOCTh B ckopoM otBere. [Ipumep: «Hameemcs na Bare
COJICHICTBHE I10 TaHHOM mpoOseme». TakKe 4acTo 37eCh MUIIYT MPEII0KSHUS U BOIIPOCH! K
azpecary.

3aKIroueHne B JEJIOBOM IUCHEME.

Tak e, kKak 1 oOpaIlleHHe, HECEeT MPEUMYIIECTBEHHO dTUKETHYIO (PYHKIHIO. ITO HEUYTO
BpOJIC¢ MPOIIAHUSA C aapecaToM, KOTOPOE TaKXKe JOKHO MOJACPKUBATh atMocdepy BCEro
MHCHMa.

BriOpanHas 3akimrounTenabHas gpa3a 3aBUCUT OT CTEMEHHM 3HAKOMCTBA ¢ aapecaTtoMm. B
JIETIOBOM TEPENUCKEe TMPEeUMYIeCTBEHHO ucnoyb3dyercsi «C yBaxeHuem». Ilocie dero
yKa3bIBa€TCs JJOJDKHOCTH oTnpaButens u ero ®HO.

[Tpumep: «C yBaxkeHUEM, NpeACcCeaTe]Ib OpraHM3alMOHHOr0 KoMmuTeTa MiBanoB JMutpuii
ITetpoBuu».

Itan 4. JlonoJHUTEe/IbHbIE 3JIEMEHTHI MAChbMA

CrtpykTypa AeJI0BOr0 MUChbMa MOXKET MOJIpa3yMeBaTh JOMOJHUTEIbHBIE YaCTH, KOTOPHIE
He 00s13aTeNIbHO UCIOIb30BaTh. OHU MOTYT MOHAIO0UTHCS JUIIL B peakux ciydasx. Ho u s
(haKyJIbTaTUBHBIX JIEMEHTOB €CTh CBOM MECTA.

Ipunooicenus k nucomy.

Ecau HeoOxomumMo BMecCTe ¢ JEJI0BOM KOPPECIOHICHIMEH MpPeIOCTaBUTh HEUTO
JOTIOJIHUTENIbHOE — (Daill, TOTOBOP, M300paKEHUE U TaK Jajee — UCIOJIb3YIOTCS MPUIIOKEHUS.
OHM IPUKPEIUISIOTCA K TUChbMY Ha OTJICJIbHBIX JINCTAX, HE 3aTparuBasi OCHOBHOM TEKCT.

Kaxnoe nmpuiokeHre MPUKPEIUISIETCS Ha OTACIBHOM JiMcTe. B cilydae 3JIeKTpOHHOTO
JIEJIOBOTO MUChMa MPUHSITO BBICHLIATh MPWIOKEHUS B BUJE OTIEIbHBIX (aiiioB. B HEKOTOPHIX
ClIy4asiX aJ[peCaHT yKa3bIBaeT HAIMUKE MPUIIOKEHUHN TIEpE]] 3aKITIOUYECHHUEM.

Tocmcxkpunmym.

[TocTCKpUNTYM B CTPYKTYpPE JI€TTOBOM KOPPECTIOHICHIINU HECET Cpa3y ABe PyHKITUU:

e COOOIIEHME O TOM, YTO TMPOM3OULIO TIOCIAE HAMWCaHWUS TMChbMAa UM HUMEET
HETIOCPEJICTBEHHOE OTHOIIEHUE K €r0 TEME;

e  JIONOJIHUTEJIbHASI MH(OPMAaILIKsI, KOCBEHHO Kacarolascs TeMbI MMChMa, HO UHTEPECHAas!
azpecary.

[TocTckpuNTYyM yKa3bIBaeTCsl TOCHE 3aKIIIOUeHUsT U ToAnucHu. [log HUM MPUHSTO MUCATh
WHUIMABl OTIPaBUTEN WM CTaBUTh JUYHYH moAnuch. Ha sToM cTpykTypa neoBoi
MEPENUCKU CUYUTACTCS 3aBEPIICHHON — 3TO (PMHAJILHBIN 3JIEMEHT.



CraHaoapTtbl 0POPMAIEHUSA AEMOBbIX NMUCEM

Jlorotun, Komy: [JO/MKHOCTb, Ha3BaHue
PEKBU3UTDI kKomnaHun, ©.1N.0.
KOMMNaHUn-

oTnpaBuTens Agpec:

PekBn3anTbl NUcbMa (I/lCXO.ClHLU,Mﬁ HOMEpP, AaTa Hal'chaHMﬂ)

O6paweHune!
TekcT nucbma
C yBaxeHuem,
AOMKHOCTb,
Ha3BaHWe KOMNaHUU-oTNpaBuTens, Moanwuck

®.1.0. pykoBoauTens

OcHoBHBIE TpeOOBaHUS, MPEAbIBIIEMbIC K 0(OPMICHUIO JISIOBOI0 IHChMa

« Hanuune gupmenHoro 61aHka ¢ HAUMEHOBAHUEM OPTaHU3alMU, aPECOM, JOTOTUIIOM
U TIeYaTH;

« O0s13aTeNIPHO HAIMYKE TTOJISH: clieBa - 3 ¢M, cripaBa —1,5 cm;

« B manke nemoBoro nucekMa o0s3aTeIbHO yKa3biBaeTcs moaydarens (PO, 10KHOCTD);

«B coorBeTcTBUM ¢ TpeOOBaHUSMH JCIONPOU3BOJACTBA, B JICBOM BEPXHEM YTIIy
YKa3bIBA€TCS JaTa OTIPABKH IHCbMa U €T0 PETUCTPALMOHHBIN HOMED;

o JlenoBoe nmucpmo noanuceiBaetcs ornpasureiem (GO, nomkHOCTS);

o TpamunuoHHO, AETOBOE MIUCHMO COCTABISACTCS ¢ MCIob30BaHueM mpudra Times New
Roman ¢ 12-m pazmepom u oAMHAPHBIM UHTEPBAJIOM.

9

3A0 “UMIIVIIBC?
CrpomtenbHas i, 1. 4, Mocksa, 117255
Ten./dpaxc: (095)141-80-41. E-mail: impuls@impuls.ru
OKIIO 04674803, OI'PH 1038800570680 MHH/KIIIT 7705022150/772002002

25.05.2004 Ne 132 lenepanbrOMY mupextopy OAQ “Kackan”
Ha Ne 01-03/256 ot 20,05.2004 r-ay J1.C. Bacunneny

O BO3MOXKHOCTH COTPYIHHYECTBA

Ypaxaempiil murpmit Cepreesus!

Baaronapio Bac 3a MHTEpeC, NPOABICHHbIA K HateR (pUpMe 1 BRIy CKAEMO# HAMMH [IPOAYKILHH.
Pacemarpisas OAO “Kackan” KaK NOCTOSHHOIO M HAJIeXKHOr 0 NAPTHEPA, CHENHATHCTLI HALIEH KOM-
HAHHH CO BCei OTBETCTBEHHOCTRIO HOACILTH K M3yuenmio Bamero npeuiosenns. PesyipTarst npo-
BeleHHBIX HAMH HCCIE0BAHMI TO3BOAIOT NOCTATOMHO YBEPEHHO KOHCTATHPOBATE: Peajuianus
NPOEKTA MMeeT cephe3Hble KoMMepueckue nepcrekTiBsl. K Moemy GoJIbILIOMY COKANCHHIO, Mbl He
CMOIKEM HAYaTh MOCTABKM Ipojiykium o mMapra 2004 ropa, MOCKONLKY /10 STOr0 CPOKA CBA3AHLI
Onpee/ICHHbIMH JIOrOBOPHBIMHI 06AsaTenberBaMi, Ouennb paccanTriBaio Ha Bawe normmarne gan-
HOI CHTYAILHI B HANCIOCh, YTO MBI CMOMEM BEPHYTBCS K IPOJOJGKEHIIO JIHAN0T4,

C ypaxenuem

JlispexTop Qefa/(/: AA. Tlerpos



3.4 lenoBas nepenucka No 3IeKTPOHHOM nourte

Pa3BuTre WHTEpHET-TEXHOJOTUHA BO MHOTOM YIPOCTHJIO pPabOTy ¢ KIUEHTAMU W
KOHTpPareHTaMM KOMIIAHWWA — TapTHEpaMd 10 OW3HECYy, IIOCTaBIIMKAMH, ONTOBBIMU
3aKa34YuKaMHu.

DNEeKTPOHHBIN SAIUK celYac CYIECTBYET Y KaKI0i KOMIIaHUH U MTO3BOJISIET IPAKTUYECKU
MTHOBEHHO OTIIPABJISITh KOMMEPYECKHUE MPEAJIOKEHUS], OTYETHOCTh TAPTHEPAM U BBIIIIECTOS UM
opraHam, 3asiBK{ U JOTOBOPBI.

K npeumywiecmeam 31eKmpoHHOU ROUMbL OMHOCAMCA Clledyloujue:

«OBICTpasi JOCTaBKa COOOIEHUN, YTO TIO3BOJSIET BO MHOIOM YCKOPUTBH MPOIIECC
COBEpUIEHUS CIIEJIOK U OIEpalnii;

eHU3KAsA CTOUMOCTh. [l0 CpaBHEHHIO ¢ OOBIYHOW IMOYTOM WIJIM KYypbEPCKOH JTOCTaBKOM
ANEKTPOHHAs IMOYTa CTOUT ropa3fno MeHsuie. [Ipu pacchbuike MOXKHO HCIOJIB30BATh CEPBUCHI,
KOTOpPbIE MOTYT OBITh a0COJIFOTHO OECIJIATHBIMHM M TO3BOJIST OCYIIECTBISATh PACCHUIKY ThICAY
IIACEM EXKEIHEBHO;

¢ COKpAILIEHUE YPOBHEW yIpaBJICHHUS B KOMIIAHUU — JIFOOOW COTPYAHUK KOMITAHUH MOYXKET
HanpsMyr OOpaTUTHCS K PYKOBOJUTENIO C MPEAJIOKEHUEM KaKUX-TUOO0 HeH. DJIEKTpOHHAs
1o4YTa, TAKUM 00pa3oM, CTUMYJIUPYET MHHOBALMM U IMO3BOJSET OpraHU3alUsM pa3BUBATHCS
obicTpee. Ho B JaHHOM ciy4yae HEOOXOOUMO CIEAMTH 3a TEM, YTOOBI 3JEKTPOHHAS IMOYTA HE
MPEBPATHIIACh B CBOCOOPA3HYIO «KHUTY kajno0», KOrJa COTPYAHUKHU 10 JH000MY MOBOAY OYyIyT
MMCATh MMCbMA PYKOBOJUTEIO KOMITAHUH, OTBJIEKAsl €0 IEHCTBUTEILHO BaXKHBIX BOIIPOCOB;

+BO3MOKHOCTh Tepefaud OosblIoro oObema JaHHBIX. Bce MoYTOBbIE CEPBHUCHI HMEIOT
oOJavyHbIe CIIykKObI, KOTOPbIE MOJECPKUBAIOT XPAHEHUE U UCIIOJIb30BaHUE OOJIBIIINX MAaCCUBOB
JaHHBIX, KOTOPbIE JIETKO U OECHpEensTCTBEHHO MEePEeAaroTCsl ¢ OAHOIO 3JIEKTPOHHOTO ajjpeca Ha
JpYTOH;

«Oe30macHas mnepejavya JaHHBIX ¥ BO3MOKHOCTh PE3EPBHOTO KOIMUPOBAHUS MH(GOPMAIIIH.
daxkchl WM 00bIYHAS TTOUTa 00JIee YSI3BUMBIL;

¢ BO3MOKHOCTH 00Jiee OBICTPOTO OTKIIMKA Ha TOTPEOHOCTH KIIMEHTOB — 3JIEKTPOHHAS MOYTa
MO3BOJISIET ONEPATUBHO PEarnpoBaTh Ha 3Kajo0bl WIH MPEIIOKEHUS TOTPEOUTENEH.

Tem He MeHee, TaKOU THUI CBA3WM UMEET U CBOM HEAOCTATKU. B mepByro ouepeib 3T0 MOXKET
OBITH CBSI3aHO C HEKOMIIETEHTHOCTBIO CIIELIMAIUCTOB, OCYIIECTRISIOIINX PACCHUIKY MUCEM U, KaK
CJIEICTBHE, HAPYLIEHUE KOOPAUHAIIMN MEXKy KOMITAHUEW U €€ KJIMEHTaMU. 3HAaHUE OCHOB 3TUKHU
JIEJI0BOT0 OOIIEHUSI — OCHOBHOE TPeOOBAaHME ISl TEX JIUL, KOTOPBIE OTBEYAIOT B OPTaHU3AIMH 32
MOYTOBBIE PACCHUIKU.

OOmenne ¢ Apy3psiMU M 3HAKOMBIMU TIO DJIEKTPOHHOM TOYTE CHIJIBHO OTJIMYACTCA OT
JICJIOBBIX THCEM, TJIe HEJOMyCTUMBI CJICHT, OOpaIlleHHe Ha «ThD», UCIOJIb30BAaHUE COKpAICHUN
(TOTBKO €cnu ATO HEe OOIIETPUHATHIE M MTOBCEMECTHO HCIOJIb3yeMble cokpaiieHus). OT Toro,
HACKOJILKO TPaMOTHO U TTPO(ECCHOHAIEHO COCTABIICHO MUCHhMO, 3aBUCUT PEITyTaIlvsl KOMITAHUH,
JIOSUTPHOCTD KJIMEHTOB K HEW 1 00N €e UMUK Ha PhIHKE, HA KOTOPOM OHa (DYHKITHOHHUPYET.

Paccmompum ocnosnvle npaguna, Komopwvie no360a:am co30a6amp KaueCmeeHHbvle U
coomeemcmeyroujue 0ey10601 IMuKe nucobma:

¢BCEI/Ia HY>KHO yKa3bIBaThb TEMY MUCbMa, KOTOpas Obl COOTBETCTBOBAJIA €T0 OCHOBHOMY
conepxkanuto. Hampumep, ecinu 3To npurianieHue Ha OaHKeT JJis MapTHEPOB, TO B TEME MUChMa
JOJIKHO 3HauuThCs «[Ipurnamenue st pyKoBOIUTEND (UM YKA3bIBAETCS €0 UMS U OTYECTBO).
BaxxHO moHUMaTh, YTO OpraHU3allUd MOJY4YaroT OOJBIIOE KOJIWYECTBO MUCEM, U €CIIM B TEME
NUChbMa yKa3aTh, JI1 KOTO OHO MpeJHAa3HAuYaeTCs, CEeKpeTaplo OpraHu3aiuu OyJeT mpolie ero
nepeaarh;



+OTBEYAs HAa MMUCbMO, 00513aTENBHO HYKHO COXPaHATh UCTOPUIO ITPEbIAYIIEH EPEUCKU —
TaK IO0JIydaTeidb CMOXET MPU HEOOXOIMMOCTH IEpEeunuTaTh T€ COOOILEHHUS, KOTOpbIE ObUIM
oTnpasiieHbl paHee. [IockoIbKy IuceM B AEIOBOM Cpelie NPUXOAUT U OTIPABISAETCS JOCTATOYHO
MHOT0, CJIOKHO JIEp>KaTh B TOJIOBE BCIO MH(GOPMAIIMIO OT MapTHEPOB, MOTOMY TaKOW OTBET Ha
MMCHMO MO3BOJIUT OCBEKUTH B IMAMSTH TO, O YEM IIJIa PEYb;

s00Opamienne Ha «BbD» - TIIaBHOE MPaBUIIO JEJIOBOM NEPENHCKH, KaK U TO, YTO JIt000e
MUCHMO JOJKHO HAYMHATHCS C IPUBETCTBUSA, a 3aKaHUMBaThes (pazoit «C yBakenuem, ®UO,
JOJKHOCTBY;

¢ OTBET JIOJDKEH OBITH KaK MOXHO 00Jiee OMEePaTUBHBIM, MOCKOJIBKY 3TO HEMOCPEICTBEHHO
CKa3bIBAa€TCsl Ha peryTalMd KOMIaHWM. B 11€J0BOM MHpe NpPUHATO OTBEYaTh HA IUChbMa B
TE€YEHHE HECKOJIBKUX YacOB U HE 3aTATUBATh C OTBETOM 00JI€€ OJHOTO JIHS.

JlenoBasi mepemnucka — 3TO LI€JI0€ UCKYCCTBO, KOTOPOMY Yy4yaTcsl FOJaMH, U TOJIBKO C
ONBITOM OOUIEHWsI C NapTHEpaMH BbIPAaOATHIBACTCS ONPEICICHHBIM CTUIb HAlKWCAHUS
COOOILIEHUH.

OTaenbHO ciexyeT OTMETUTh COJEP)KAHUE MUCEM: OHO HE JOJDKHO BBIXOAMTH 33 PaMKH
TEMATUKU COOOIEHUS, JOHKHO ObITh JIJAKOHUYHBIM. He cTOUT 10JIro moABOIUTh K OCHOBHOMY
BOIIPOCY, JydYllle cpa3y O0O3HAYUTh MpPOOJIEMYy, M3-32 KOTOPOH BO3HHMKAET HEOOXOIUMOCTh
HaIlMCaHUs MUChMA.

KimeHThl OMKHBI OBITH B Kypce€ TOrO, YTO MPOMCXOAMT B KOMIIAHMHM, HO HE CTOMT
3JI0yNOTPEOIATh UX BPEMEHEM M JENaTh YacTble PACCBUIKA — TaK MOXHO JIETKO IMONAacTh B
KAaTeropuIo CliaMa U BbI3BaTh HEJIOBEPUE CO CTOPOHBI KIIMEHTOB. PeryisipHble pacChUIKM MOTYT
OCYLIECTBIATBCA IO TaKUM II0BOAAM, KaK: HAllOMUHAHUE O KOMIIAHUHU, €€ aKIUAIX |
CHELUAIbHBIX MPEMIOKEHUAX, 3aIlyCKEe HOBBIX TOBAPOB, U3MEHEHUU KOOPIWHAT OpPraHU3aluu
(MecTa HaxOXAeHMsI, TenedOoHa, TTOYTHI).

Omuxa 0en106020 00ueHUA HE PEKOMEHOYem.:

¢3JI0yNOTPEOIATh BOCKJINLATENBHBIMU WJIM BOIPOCUTEIbHBIMU 3HAKAMU;

+ UpE3MEPHO UCMOJIb30BaTh pa3Hble I[BETa U MIPU(THI, a TAKXKE 3arjaBHble OyKBbI;

¢« BCTaBJIAATh B [INCbMa CMAMJIMKU WIA WHBIE BECENBIE KAPTUHKH.

[TucbMO OJIKHO OBITH TPAMOTHBIM, Kak ¢ opdorpaduueckoil, Tak U ¢ MyHKTYallMOHHON
TOYKH 3PEHUS.

[IpuMepsb! AEN0BOM MEPENUCKH 10 AJIEKTPOHHOM ITOYTE

Hujice npugedenvl npumepvl cpamomHo COCHAGIEHHBIX NUCEM, OMAPABNAEMBIX HO

9JIEKMPOHHOU TIOYTE!

«3npaBcTByiTE, MiBan MBanoBuu. B oTBeT Ha Bam 3anpoc, HanpasisieM Bam Bo BiokeHHH
Hale KoMmMmepueckoe mnpenjoxkeHue. 1lo Bcem Bompocam Bel mMoxeTe cBA3aTbCs C
MeHekepoM 1o poaykty: 500-50-50 (ITetp);

o JIoOps1it nensb, [lerp [erpouu. Kommanus «BaHOB 1 mapTHEPHD pasna cooOmuTh Bawm,
YTO Tereph Mbl HAXOAUMCS B CAMOM LIEHTPE TOpojia — B HOBOM COBPEMEHHOM oduce,
pacmnoiokeHHOM 110 ajapecy: ynuia Cunoposa, 1om 5, opuc 100. C yBaxenuem, MBaHoB
N.N., pykoBOaUTEIb KOMIIAHUH.

Tema 4 Cucrembl 3JIEKTPOHHOIO TI0OKYMEHT0000poTa
4.1 O0mue cBeIeHUsI 0 CHCTEMAX 3JIEKTPOHHOI0 JIOKYMEHT0000pOTA

B coBpemeHHOW OpraHuzaluu CHUCTEMbI 3JIEKTPOHHOTO JI0KyMeHTooOopoTa (CO/)
CTaHOBATCSA 00s3arenbHbIM 3eMeHToM WT-undpactpykrypbl. C MX HOMONIBIO MOBBIIIAIOT



3 (PEKTUBHOCTD NEATEILHOCTH KOMMEPUYECKNE KOMITAHUY U IIPEANPUATHS, & B TOCYJaPCTBEHHBIX
yUpexJACHUSIX Ha 0a3e TEXHOJOTHH 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa pemaroTcs 3ajadd
BHYTPEHHETO YNPAaBJICHUS, MEKBEIOMCTBEHHOIO B3aMMOJCHCTBUS W B3aUMOJACHUCTBUS C
HaceneHueMm. OoOmenpuHaTol abOpeBmarypoirn sBisiercss COJl, xoTs HapaBHE C HEH Takke
ucnons3ytorcs CAJl (cuctema aBTomaTuzamuu jAenonpousBojacTtBa), COO (cucrema
AEKTPOHHOTO JoKyMeHTooOopoTa) u CAJIO (cuctema aBTOMaTH3aIMy TOKYMEHTO000pOTa).

CucrtemMa 3JeKTpOHHOTO AoKymMeHToobopoTa (COJl) — opraHu3alroOHHO-TEXHUYECKas
cUCTeMa, O0eCIeunBaronasi Mpouecc CO3JaHusl, yNpaBICHHs AOCTYIIOM M PacCIpOCTPAHEHUs
ANIEKTPOHHBIX JOKYMEHTOB B KOMIIBIOTEPHBIX CETSX, a TaKKe oOecleunBaroniasi KOHTPOJIb HaJl
MOTOKaMH JIOKYMEHTOB B OpraHu3alliu.

M3HauyanbHO CHCTEMBI JTOr0 KJjacca pacCMaTPUBAIUCH JIUIIb KaK MHCTPYMEHT
aBTOMATHU3AIMK 33J1a4y KJIACCHYECKOTO JEIOMPOU3BOACTBA, HO CO BPEMEHEM CTalli OXBAThIBAThH
Bce OoJiee mMMpoKui crekTp 3aaad. Cerogns pazpadotunku CIJ] opueHTUPYIOT CBOU MPOIAYKThI
Ha paboTy He TOJbKO ¢ KoppecnoHaeHuue u OPJ/] (opraHuzaniioOHHO-pacnopsIUTEIbHBIMU
JOKYMEHTaMH), HO U C pa3JINYHbIMU BHYTPEHHUMH JOKYMEHTaMH (JI0rOBOpaMu, HOPMaTUBHOM,
CIIPAaBOYHOM M MPOEKTHOM JTOKYMEHTALMEW, JOKYMEHTaMH MO KaJIpOBOM NEATEIbHOCTH U Jp.).
CO/l Takke WHCHONB3YIOTCS JUISI PEIICHUS MPUKIAJHBIX 3a1a4, B KOTOPBIX BaXHOU
COCTABJISIIOLIEH  sIBIsIeTCsl  paboTa € DJIEKTPOHHBIMM ~ JOKYMEHTaMH:  YIpaBIIEHUE
B3aUMOJICHCTBUEM C KJIMEHTaMH, 00pabOTKa OOpallleHud Tpa)kaaH, aBTOMATHU3alUs paOOThI
CEPBUCHOM CITY>KObI, OpraHu3alMsI TPOCKTHOTO TIOKYMEHTO000pOoTa U Jip. PAaKTUUECKU CUCTEMOMN
ANEKTPOHHOIO  JTOKYMEHTOOOOpOTa  HA3bIBAIOT JIIOOYI0  HMH(GOPMAIMOHHYIO  CHCTEMY,
o0ecneunBaroIlyo padoTy € 3JEKTPOHHBIMHU JOKYMEHTaMHU.

[ToTpebuTtensiMu TEXHOIOTHIA 3JIEKTPOHHOTO IOKYMEHTO000POTA SIBISIOTCS pa3IMyuHbIE 110
MacmTady u cnerugpuke AeaTeIbHOCTH OpraHu3aluy. TpaJuIlMOHHO KIIFOUEBBIM MOTpEeOUTENEM
C3/]1 ocTtaeTcsi rocy1apCTBEHHBIN CEKTOP.

Ceronnst nesiTenbHOCTH pazpabotunkoB COJ] mpakTuuecku He perynupyercs. Pa3BuBas
POrpaMMHBIE MPOTYKTHI U Peasin3ys MPOEKTHI IO BHEIPEHUIO, pa3padOTUUKHU U MOCTABIINKHU B
TOM WJIM MTHOW CTENIEHU OPUEHTUPYIOTCS Ha CJIEyOIME HOPMATUBHBIE U TPABOBBIE JJOKYMEHTBI:

o« ['OCT P 51141-98. Jlenonpon3BOACTBO U apXUBHOE J€70. TepMHUHBI U ONPENEIICHUS
(y1B. noctanoBieHueM ['occtangapra PO ot 27 depaiist 1998 r. Ne 28);

o ®enepanbublii 3ak0H oT 10 suBaps 2002 r. No 1-@3 «OO6 »nekTpoHHON 1U(DPOBOI
noanucu» (B pex. ot 08.11.2007);

o I'OCT P 6.30-2003. YHuduuupoBaHHas cucTeMa OpraHu3allMOHHO-PACIOPAIUTEIbHOM
nokymeHTaluu. TpeboBanus K opopMIeHUIO TOKYMEHTOB (yTB. TOCTaHOBJIeHHEM ['occTanaapTa
P® ot 3 mapta 2003 r. N 65-cT1);

o [IlocranoBnenue [IpaButensctBa PD ot 22 centsopst 2009 1. Ne 754 «O06 yTBepkneHun
[TonoxxeHus o cucTeMe MeXXBEIOMCTBEHHOIO AJIEKTPOHHOTO JJOKYMEHTO000POTaY;

o ®Denepanbupii 3akoH oT 27 wmions 2006 1. No 149-®3 «O06 wunHbopmanmw,
MH(GOPMALIMOHHBIX TEXHOJIOTHSIX U O 3alUTe HHPOPMALIII.



OAHOKpaTHaA perucTpauma 4oOKyMeHTa, MO3BOIAOWAA O4HO3HAYHO M,ﬂ,eHTMd)MLI,MpOBaTb
AOKYMEHT

Bo3moxKHOCTb NapaniesnibHOro BbINOAHEHUA onepau,m‘/'l, Nno3B0O1IAKOLWAA COKPATUTb
Bpema ABUXEHUA AOKYMEHTOB U NOBbIWEHNA ONEPaTUBHOCTU UX UCMOSTHEHUA

HenpepbIBHOCTb ABUMKEHMUA [OKYMEHTA, NO3BOAIAOWAA MAEHTUGULMPOBATD
OTBETCTBEHHOIO 33 UCMOJIHEHWE [OKYMEHTA (334a4u) B KaXKAbli MOMEHT BPeMEHM
}KMU3HM AOKYMeHTa (npouecca)

EamHan (Mam cornacoBaHHan pacnpegenéHHan) 6asa 4OKYMeHTHOM nHbopmaumu,
MO3B0/IAKOLLAA UCKIYNTb BO3SMOXKHOCTb Ay6/MPOBaHNA LOKYMEHTOB

3¢bdeKTMBHO OpraHM30BaHHasA cUCTEMa NOUCKA AOKYMEHTA, MO3BOAAIOLLAA HAXOANUTb
DOKYMeHT, 06/1a4ada MUMHUMAIbHOW MHPOPMaLMEN O HEM

- PasBuTan cuctema OTYETHOCTM MO PA3/IMYHBIM CTaTycam M aTpubyTam LOKYMEHTOB,
NO3B0/IAOLLAA KOHTPOANPOBATL ABUKEHME AOKYMEHTOB MO NpoLeccam A0KYMeHToobopoTa
W NPUHMMATb YNpaB/JeHYeckne pelleHns, OCHOBbIBAACH HA AAHHbIX U3 OTYETOB

Pucynok 4.1 - OCHOBHBIE IPUHIIUIIBI AJIEKTPOHHOTO JOKYMEHTOO00pOTa

[Ipu peanuzanuu npoektoB no BHeApeHuo CIJI, B ciyyae pabOThI ¢ NepCOHATbHBIMU
JAHHBIMU HEOOXOJMMO PYKOBOJICTBOBATHCS TpeOoBaHUAMU DefepalibHbIX 3aKOHOB OT 27 WO
2006 . N 152-®3 «O nepcoHanbHbIX JaHHBIX» 1 OT 27 aexadbps 2009 r. N 363-D3 «O BHeceHuu
M3MEHEHH B cTtatbu 19 u 25 @enepanbHoro 3akoHa «O MepcoOHaIbHBIX TaHHBIX.

Tak kak I'OCTsI HOCAT peKOMEHIaTeTbHBIN XapaKkTep, TO Pa3pabOTYNKHU 3aKIabIBAIOT B
CBOM PEIICHUS] MAKCUMAJIbHYI0 THOKOCTh, YTOOBI Ha 6a3€ CUCTEMBbI MOYKHO OBLIIO, B 3aBUCUMOCTH
OT 3aKa3uuKa, peaqn30BaTh PA3IMYHbBIE CXEMbI pa0OTHI C JOKYMEHTaMU. 3a4acTyI0 apXUTEKTypa
U JIOTMKa pabOThl CUCTEMbI JOJKHBI 00€CIIeUnBaTh Pa3IMYHBIC U, TIOPOM, MPOTHUBOMOIOKHbBIS
MOAXOABl K aBTOMATH3allud JTOKyMeHTooOopoTa. OTCyTCTBHE OOIICHPUHSTHIX CTaHIAPTOB
SBJISICTCSI TIPOOJIEMON HE TOJBKO JIJISi pa3paOOTUYUKOB, HO M ISl 3aKa3YMKOB, TaK KaK BBIOOD
TpedoBanuii kK COJI CTaHOBUTCS CIUIIKOM CyOBEeKTUBHOM 3amaueit. [Ipeanpusitust 3a4acTyro He
MOTYT OPUEHTUPOBATHCS JaXKe HA OTPACIICBBIC MPAKTUKH.

K mnacrosimieMy BpeMeHH (PaKTHUECKUM CTaHIapTOM coBpeMeHHbIXx CDOJ[ sBsroTCS
cienyromue o0JacTH AeSITeIbHOCTH:

e oO0IIee eTOoNMPOU3BOJICTBO - 00padOTKa BXOIAIIEH KOPPECTIOHACHIIMN W 0OpaIieHui
rpaXklaH, MOJTOTOBKAa HUCXOASIIUX MUCEM U JOKYMEHTOB, BHYTPEHHSII U OPTraHU3allMOHHO-
pacropsiauTeNabHas TOKYMEHTAIMs, KOHTPOJIb UCIIOJHEHUS IOPYUYECHUH;

® KaJapoBOE€ JEJIONMPOMU3BOACTBO - MKECTKO perjaMeHTUpOBaHHas OOJacTh YaCTHOIO
JOKYMEHTO000pOTa, TO3BOJISIONIAs OCYIIECTBIIATH MOJACPKKY MPOLEAYp NprueMa Ha padoTy U
YBOJIbHEHHSI PAOOTHUKOB, HANpaBieHHs PAOOTHUKOB B KOMAaHAUPOBKY, MPEIOCTaBICHUS
IUTAHOBOT'O OTIYCKa W MHBIX BUJOB OTIYCKOB. Takue CUCTEMbI 00ECIEUMBAIOT BEICHHE BCEX
YTBEPKJIEHHBIX (DOPM KaJPOBOro AEIONPOU3BOJCTBA: MPHUKA3 O MpuéMe pabOTHUKA HA paboTy
(b. T-1), npuka3z o pactopkeHuu TpynaoBoro gorosopa (¢. T-8, T-8a), mpuka3z o mepeBoje



paboTHuKa Ha Apyryo padoty (Pp. T-5), nmunas kaptouka pabotHuka (. T-2, T-2I'C, T-2MC),
mratHoe pacrnucanue (¢. T-3), rpaduk otmyckos (¢p. T-7);

® apPXUWBHOE JCJIIONMPOU3BOJICTBO - 00JACTh YACTHOTO JEIOMPON3BOCTBA, 3aBEPIIAIOIIAS
KU3HCHHBIA IHUKJI JOKYMEHTOB OPTaHM3AIMU W TOAJACPKUBAIOIIAS CIICTYIONTUE MPOIEITYPHI:
dbopMHupOBaHHE OMHUCEH TIO YTBEPKICHHBIM (opmam, meperada /el Ha apXUBHOE XpaHEHUE,
AKCIIEPTH3a IICHHOCTH JJOKYMEHTOB U JIEN B IIEJIOM, YHUUITOKEHUE JJOKYMEHTOB | JIeJl, OoJiee He
MPEICTABIAIONINX [IEHHOCTU JJIsl OpraHU3alliM, €€ COTPYIHUKOB, TOCYJapCTBa M OOIIECTBA,
clada OTHENBHBIX JIeJ Ha XpaHEHUE B CTPYKTYphl (elepalibHOrO apXMBHOIO AareHTCTBa
(PocapxuBa);

e KoOJUIeTHaNbHAS paboTa - TO3BOJISIET aBTOMATU3UPOBATh IOKYMEHTHOE O0ECIICUeHUE
JESTETPHOCTH KOJUICTHAJIbHBIX OPTaHOB VIIPABJICHHUS - COBEIIAHWM, 3acedaHuii, COBETOB
JTUPEKTOPOB, COOpaHUN aKIWOHEPOB. Takke TO3BOJSET OCYIIECTBISTh TMOJATOTOBKY,
COTJIaCOBAaHWE W YTBEPXKACHUE IOBECTOK JHA (IUIAHOBOW JOKYMEHTAIlMW) WU TMPOTOKOJIOB
(pe3ynbTUpYyIONIEH JOKYMEHTAIINN);

® yINpaBlieHWE B3aUMOOTHOIICHUSAMHU C KiueHTamu - ¢yHkuuoHaa CRM (cunsumer
relationship management) ceiiyac B TO¥ WM HHOM CTENIEHU peali3oBaH BO Bcex COJI, nckmouas
caMble CTapble, Yy TIOJIb30BATEISIM KOTOPBIX, BIPOYEM, TaKoll (YHKIHOHAT HE 0c000
BOCTPEeOOBaH.

ILmrocsl u munycol CI/I.

Cucrema COJ] — 3T0 mo-HacTOAIIEMY MEPEIOBOE PEIICHUE, TAK KaK OHA 00J1a/1aeT 1EeIbIM
PSAZIOM JTOCTOMHCTB IO CPaBHEHHUIO C OYMa)KHBIM JJOKYMEHTOOOOPOTOM. B uucie 6e3ycnoHuix
NIOCOS:

e ABTOMATHYECKOE YIOPSAOYMBAHHUE — KaxaoMmy (aiily cpazy ke NpHCBauBaeTCs
YHUKAJIBHBIN HOMEp, YTO MO3BOJISAET N30eKaTh TOBTOPOB;

e YCKOpEHHE pabOTBhl — CIPABKy WM BBIMHCKY HE HYXHO JIMYHO HECTH B OTHCIH,
PaCIOJIOKCHHBIN MATHIO 3Ta)KaMH BBIIIE, HIIA OTIPABIIATH B (DUIIHAI B IPYTOM TOPOJIC;

e  OTCIIEKMBAHHE — B JIOOON MOMEHT HE MpoOIeMa MPOBEPUTH, TJI€ HAXOAUTCS TOT WU
WHOM OTYET, KTO €r0 CO3/1ajl, KTO BHEC B HETO MPABKU U TOMY MTOJI00HOE; KPOME TOTO, €T0 HEJIb35
MOTEPSTh UJIM UCTIOPTUTD, BEJIb NIPEAYCMOTPEHA (PYHKITHSI BOCCTAHOBJICHUS;

e TIONJIEPKKA HEOTPAHWYCHHOTO KOJMYECTBA PA3IMYHBIX BEPCUH C COXpaHECHUEM
KaXJI0M NpU peTaKTUPOBAHNH;

e TUIAHUPOBAHHUE — MOYXKHO 33JIaTh MOPSJAOK U CPOKH OTHPABKU/TIOCTYTUICHUS TEX HIIU
WHBIX (DaitsioB;

e yHIaJEHHBIN OCTYN €CTh KPYIJIOCYTOYHO — 00Jajas COOTBETCTBYIOIIMMHU IpaBaMu
JOCTyMa, HE COCTaBJISIET TPyJa OTKPBITH OpuU( WM MpE3eHTAIUI0 U3 JIF0OOW TOYKH 3€MHOTO
mapa;

e  MaKCHMAaJIbHO OBICTPBIN IMMOUCK — IO KJITFOYEBBIM CJIOBaM B 0a3e JaHHBIX;

e TIPAKTHUYHAS IKOHOMHMS — HE IPUXOIUTCS TPATUTHCS HA PacleyarKy.

Komrimaanm, KoTopble paboTarOT ¢ MapKHUPOBKOW TOBapOB (Hampumep, 00yBb, TabaK, alKOTOJb,
0JIeK]1a), TIO 3aKOHOJIaTENIbCTBY 00s3aHbl UCTIONB30BaTh D]]O.
Munycul, ckopee, ycio6Hble, HO OHU MOJICe eCMb, U 8 UX YUCTIE:

o HAYaJIbHBIC 3aTpPaThl HAa MOKYNKY CHCTEMBI, 3adactyro gocturatomue 80-100 Toicsu
pyOnei;

e BpeMsi, KOTOpoe TpebyeTcs Ha BHeapeHue u HacTpouky [10;

o 00s3aTenEHOE 00yUYCHUE 3a/ICCTBOBAHHBIX COTPYTHUKOB,;

e HaNWYME aJAMHUHHUCTPATOpPA, CIEASAIIETO 32 HOPMAIbHBIM (DYHKIIMOHHUPOBAHUEM,
BBITIOJIHAIOIIETO CEPBUCHOE 00CTYKMBAaHUE, OTBEYAIOIIETO Ha BO3HUKAIOIINE BOMPOCHI;



o obOecrnieueHre oOmIEH 0€30MacHOCTM — pasrpaHUYEeHHE TMpaB, 3allUTa  OT
HECAaHKIIMOHUPOBAHHOTO JIOCTYTAa U BUPYCHBIX aTakK, BBITYCK MOAMUCEH;

¢ HEOOXOAMMOCTH PETYISIPHOTO PE3EPBHOIO KOMUPOBAHHS;

o TMOJJACPXKKA ene U OyMaXHOW BEpCUU (ECIIU €€ 10 CUX MOP UCIIONb3YIOT KOHTPAreHThI).

4.2 Buabl cucTEM 3JIEKTPOHHOI0 JOKYMEHT0000pOTA

OnuH ee BUJI MOXKET COJIEP’KATh HECKOJBKO 3JIEMEHTOB WJIM MPU3HAKOB JIPYyroro, HO, B
MPUHLNINE, KaXJasi U3 HUX OPHUEHTUPOBaHA BIOJHE KOHKpeTHO. [loaToMy ynenuM BHUMaHUE
KQKJIOM M3 CYIIECTBYIOIIUX KATETOPUI:

1. DuaekrponHbie apxuBbl (JA). Bce UX BO3MOXHOCTH OPUEHTHUPOBAHBI HA XpaHEHUE
00JBIINX O0BEMOB JIAHHBIX M OBICTPBIM MOUCK HYXHOU MHMOpmaiuu. [Ipuyem OHU JOJKHBI
NO3BOJIATH 0€3 MpobsieM HaxoIuTh TpeOyemble (ailiibl Kak M0 Ha3BaHMIO, TaK M IO 3apaHee
3aJIaHHBIM KJIFOUEBBIM aTPUOyTaM.

2. C pasurbiMu workflow-cpeacrBamu (WF). JIoBOJIBHO CITOKHBI B OpraHU3aIMK U
MPEANOIaraloT KECTKYI MapHIpyTHU3alUI0 C MPUBS3KOW JOKYMEHTOB K COOTBETCTBYIOIIUM
oneparusiM. [Toap3ysich UMU, MOXKHO 3aJ1aBaTh IPOBEACHUE PAOOT MO KOHKPETHBIM AJITOPUTMaM
Y TaKUM 00pa3oM MpeAyNnpek1aTh 3HAUYUTEILHOE YUCIIO OLITUOOK.

3. HamejieHHble Ha MOMEPKKY YNPaBJieHHs] KOMIAHUEH U HA paciliupeHue 0a3bl
3HaHuil OOBIYHO OHU TUOPHUIHBIE, TO €CTh CIIOCOOHBIE MPUHHUMATh B KadecTBE 0a30BOro
AJIEeMEHTa Kak caM (hailJi, Tak ¥ CBA3aHHOE C HUM 3ajjaHue. bojee Toro, OHM MOTYT IIpeanoaraTh
KaK CTpPOTHMW, TaK W CBOOOJHBIM MOPSAOK JAecTBUU. WX aKTHMBHO WCHOJB3YIOT B
rOCYJIapCTBEHHBIX CTPYKTypaxX, Ha KpPYIHBIX NPEANPUITUSAX, B OpPraHU3alUiAX C YETKO
BBICTPOCHHOM HEPAPXUEUN U CBOAOM ITpaBWil. T0 €CTh B TE€X CIIy4asX, KOT1Aa KaKIbI COTPYIHUK
3HAET, KAK UMEHHO €MY CO3/1aTh OTYET, YTO B HEM yKa3aTh, KyJla €r0 HAlIPaBUTbh.

4, Cucrembl THIA KoJ1a0opanuii (collaboration). /locrarouHo HOBBIC, CO3/TAaHHBIC B
CBSI3U C M3MEHEHHMEM YCIIOBUM pPhIHKA WM TMOSABJICHUEM TPEHJA K 3aHATHUIO YETKO OYEPUYEHHOU
OuzHec-HUIIN. Y HUX OTCYTCTBYET hopManu3aius 3a1a4, UX CTPYKTypa He CTporasi, 3aT0 BCe UX
BO3MO>KHOCTH HalleJIeHbI Ha YJ100CTBO COBMECTHOM pabOThI. JIFOAM MOTYT peIaKTUPOBATh KaKOM -
TO (paiin, HaXOoISICh B Pa3HBIX CTPAHAX U YACOBBIX MOsICaX, TJIABHOE — YTOOBI UM ObLIO KOM(OPTHO
nenath 3T0. OOBIYHO ATO MOPTAIBI U CEPBUCHI MyOIUKAIIUU U XPAHEHUS JAHHBIX.

5. IIporpammsbl ¢ pa3BUTHIMH JONOJHUTEILHBIMUA HHCTPYMEHTAMU. DTO TIPOTYKTHI
¢ CRM-¢pyHkuusmu, ynpomarwomue o0paTHYI CBsS3b ¢ KiaueHTamu (customer relation
management). Ot1o 1O, npennararoiiee pacuiipeHHbIE BapyuaHThl UCIIOIb30BaHUS OWJUIMHTA.
[TakeTs! ycayT BechbMa pa3HOOOpa3HbI, HO BEHIOPAHHBIN BAMU JOJKEH OBITH TPOCTHIM B OCBOCHUH,
HaJIC’)KHBIM, 3alIUIIEHHBIM OT JEHCTBUI 3JI0YMBIIUICHHUKOB, COOTBETCTBYIOIIUM TapaMeTpam
HMeEIoIIerocss 000pyI0BaHUS.

Ecnu npoananu3upoBaTh HOBBIE BEPCUH CUCTEM, 3aHUMAIOLIUX JIUIUPYIOLIME TO3ULIUH Ha
PBIHKE, TO CTOUT OTMETUTD, YTO TIOCTISTHUE TPH TOJla UX pa3BUTHE ObLT HAITPABJICHO B OCHOBHOM
Ha COBEPIIICHCTBOBAHUE CEPBUCHBIX BO3MOXXKHOCTEH, TaK KaK 0a30BbIe BO3MOXKHOCTH B TOW WITU
uHOM (dopme yke ObUIM peann3oBaHbl paHee. Eciay TOBOPUTH O HOBBIX TEXHUYECKUX
BO3MOXXHOCTSIX, TO MOXXHO OTMETUTh MOoTeHuHan1 pa3Butuss COJl B CTOpPOHY yIpaBieHUS
Pa3IMYHOrO BUa KOHTEHTOM (MYJIbTUME/IMA), UCTIOJIb30BAaHUE TEXHOJIOT I aBTOMPOIECCUHTA U
paz0opa conepkanus qokymeHTa. Ho noka nogo0Has ¢pyHkimoHanbHOCTh At CO/I He siBnsieTcs
00s3aTeNbHOM, U caMoe IJIaBHOE — CIpoc Ha Hee B Poccuu 10 koHIa He chopMUpoBacs.

[Ipn cpaBHeHUM (QYHKIUMOHAIBbHBIX BO3MOXHOCTeH COJl NPUHATHI CIEaYyIONINe
0003HAYCHUS:

¢ «t» — BO3MOKHOCTh PEAJIN30BAHA;



¢ «+/—» — BO3MOXKHOCTbH JIOCTYITHA B paMKaX OTPaHUYEHHON (DYHKIIMOHATLHOCTH WIIH
Tpedyercs npuobdpeTeHue aononHutensuoro [10;
¢ «—» — BO3MOJKHOCTh HE peaJln30BaHAa.
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['mbkass B Bompocax WHAWBUAYATLHON
MOJACTpPOiikK, Tmpoctass B  ocBoeHuu, | 4900-5900 3a kaxmoe

Jloruka
OpUEHTHUPOBaHHBIE Ha (QUPMBI JIIOOBIX | pabodyee MeCTO
pa3mMepoB u cep 3aHATOCTH.
Kpymnnas " OYEHb W3BECTHad,

Jeo OTJIMYAIOIIASACS mpokuM | 11000-13500 3a kaxxmoe
(hyHKIIMOHATIOM u JIPYKEIIOOHBIM | pabodee MECTo
uHTepdencom.

CoBMecTuMa €O BCEMH (PUPMEHHBIMH
pEUIeHUsIMU, TIO3BOJISIET ~ XPaHUTh U
1C:ApxuB |UCHOJIb30BaTh (DASIbI KAKOrO yTOAHO
dbopmara — rpaduueckue, TEKCTOBBIE,
ayniuo, BUJEO.

12000-57000 3a
IPOrPaMMy ITOJTHOCTHIO




Ot 5000 npu
WCITOJIb30BAaHUHT Ha

o0opyoBaHUU (HUPMBI,
OT 10000 npu

[Ipoasunytas, c cooctBenHot CVYB/I,
EB(par OPUATHBIM W WHTYUTUBHO TMOHATHBIM
JU3aiiHOM U OOraThIMU BO3MOKHOCTSIMHU.

pa3BepThIBAHUU Ha
cepBepe pa3paboTunKa
HoBas M O4YeHb AKTUBHO Da3BUBAEMAs
OPTIMA- P | 55000-75000 3a
oOnajaromiasi  HaOOpPOM  YHHMKAJbHBIX
\WorkFlow . JIULEH3UIO
CHEIUATN3UPOBAHHBIX (DYHKITHA.
OpuEeHTHPOBAaHA Uil MAJIBIX U CPEIHUX
. p P a peAl 7000-2000000 3a
Directum  |koMmaHuii,  TO3BOJSIET  COBMELIATh
JULICH3UIO

udpoBbIe U PU3NYECKUE HOCUTEIH.

Bce xommanuu, BeiOuparomme CDOJI, CTaaKuMBarOTCS € OJHOM MPoOJIeMOM — J0/Iroe
00beAUHEHNE MPUOOPETECHHOM CUCTEMBI M CYIIECTBYIOIINX OM3HEC-TIPOIIECCOB opranu3anuu. He
MHOTHM YyAA€TCS C XOJy BCTPOHUTH IIPOIECCHI JIOKYMEHTOOOOpPOTa B CKBO3HBIC IPOIIECCHI
KOMMaHUU. OTO OYEHb TPYJAOEMKOE MepomnpusTue, Tpelyloliee BpEMEHH, 3HAHUU
1 HETIPEPHIBHOM KOMMYHHUKAIIMH BCEX COTPYIHUKOB, PAOOTAIOIINX C JOKYMEHTAMH.

4.3 MexBeOMCTBEHHbBIH 3JIEKTPOHHBINA TOKYMEHTO000POT

[Tonsitue «MeXBEOMCTBEHHBIN AJIEKTPOHHBIN JOKYMEHTOOOOPOT» MOSBUIIOCH B paMKaxX
rocyfapctBeHHoi mporpammbl «ubopmarmonnoe obmiectBo (2011-2020 romsr)». MDJIO
ABJIIETCS YACTHBIM CIIy4aeM KJIaCCHUYECKOTO AJIEKTPOHHOIO JOKYMEHTOOO0OpOTa, HO MPU 3TOM
OJIHUM W3 DTaloOB COBEPIICHCTBOBAHUS CHUCTEMBbI TOCYIPABIEHUS, NPEIOCTaBICHUS BCEX
roCyClyr B 3JIEKTPOHHOM Buie, Iudposusanuu Poccun. C KaXIbIM TOJIOM YBEJIWYUBAETCA
yucio yyacTHukoB MOJ1O, a denepanbHble M peruoHaIbHbIE OPraHbl BIACTU BHEAPSIIOT WUIIU
COBEPILIEHCTBYIOT CUCTEMBI JIEKTPOHHOTO JOKYMEHTO000POTA.

Ecnu npocTo, TO MEXBEJOMCTBEHHBIN 3JEKTPOHHBIN TOKyMeHTooOopoT (MO/0) — 3t0
CBSI3Ka CUCTEM JOKYMEHTOOOOpOTa BEIOMCTB, OpraHu3aiuii ajs oOmeHa uHOOpMaluei:
¢aiinamu, cooOIIEHUSIMUA U yBeJOMIICHUAMH. bosee cioxubiii BapuanT onpenenenus M3J10
npuBesieH B [losoxkeHun o cucreMe MEXBEJOMCTBEHHOTO AJIEKTPOHHOTO JOKYMEHTO00O0pOTa,
koTtopoe yTBepxkneHo I[loctanoBnenwem IlpaButensctBa P® ot 22.09.2009 Ne 754 «O6
YTBEPKICHUH [Tonoxenus 0 cUCTEME MEXBEJOMCTBEHHOTO IIEKTPOHHOTO
JIOKyMEHTOO000pOTaY.



HopMmaTtuBHblie AOKYMeHTbl MO0  Infodocum

n FOCTbi BREShon

,\/npasuna AenonpovussoAcTea B (heaepanbHbiX opraHax

. UCNOSTHUTENbHOWN BNacTu (yTeepxgensl
< Nocranosnenunem Mpasurenncrsa P® N2 477
\ ot 15 vwonn 2009 r.)
/ MonoxeHne o cucremMe MeXXBeJOMCTBEHHOro
> 3/IEKTPOHHOro foKyMeHToobopoTa (yTeepxaeHo
. Mocranosnenmnem MNpasurenscresa P® N 754
\\ oT 22 centabpsa 2009 r.)

TeXHMqueCKMe Tpeﬁosarwm K OpraHmsaumm
B3aMMOencTBMNA CUCTEMblI MEeXXBeOMCTBEHHOro

3NEeKTPOHHOro foKyMmeHToobopoTa c cuctemamm
. 3NEeKTPOHHOro fokymeHtooboporta dpeaepanbHbiX
[' OpPraHoB UCNONHUTENbHOW BnacTh (yTeepaeHsl
7 pacnopsxexunem MNMpasurtenncrsa P® N 1403-p

oT 2 okTabpsa 2009 r.

= / FOCT. Cucrtembl aNeKTPoOHHOro goKkymeHTtoobopora.
fe

. B3aumopgencTBme CUCTEM yNpaBNeHUss JOKYMEHTaMM.
v

peboBaHMAa K aNeKTPOHHbIM coobuwennam (pas U
\ <F'mnbguein», HTU «MPM» u 30C B pamkaX; M%hé

Utak, mernceedomcmeeHH LIl I1EKMPOHHBLIL 0OKYMEHMO000pom npedcmasisiem cooou
gzaumooelicmeue  UHDOPMAYUOHHLIX — CUCMEM  IIeKMPOHHO20  OOKYMEeHmoobopoma
GedepanbHblX 0Op2ano8 UCNOIHUMENbHOU 61ACMU, OP2AHO8 UCNOTHUMENbHOU 81acCmu CYObeKmos
Poccuiickoti @edepayuu u unvix 20CYO0apCMEEHHbIX OP2AHO8, A MAKH#Ce 20CYO0aApPCMBEHHbIX
BHEOI00JHCEMHbIX  (DOHO08, e0UHO20 UHCMUMYMA pa36Uumus 68 MICUTUWHOU chepe U
20Cy0apCmeeHHblX KOPRnopayui.

Mesiceedomcmeennviii INeKMpPOHHBIU OOKYMeHnmoobopom 00J1alaeT MPEeUMYIIEeCTBAMU,
TaK KaK 1n0360.isen.

® CO3JaTh €IMHYIO CUCTEMY JUIsl OTCIICKHUBAHMS IOJIb30BATEISIMUA MEXBEIOMCTBEHHBIX
CO/1 crarycoB co3iaHus, COINIACOBAHMSI, UCIIOJIHEHUS JOKYMEHTOB JPYTMX OPraHOB BJIACTH U
OpraHHU3aIn;

® COKpaTUTh BPEMS NEPEMEIICHHS IOKYMEHTOB MEXAY OpraHU3alMsIMu, BEJOMCTBAMU;

® TOBBICUTH dPHEKTUBHOCTH JIEATEILHOCTH OPTaHOB FOCYIaPCTBEHHOM BJIACTH;

® MUHHUMH3UPOBATh MaTePUAIILHBIE U TPYAOBBIC 3aTPATHI,

® OCYIIECTBIISATh KOHTPOJIb UCIIOJIHEHHS IOPYUYEHU.

Takum o6pazom, yuactHuku MOJ1O nonyyaroT ciienyroiire OOHYCHI:

® ONEPATUBHOE MOITYUYEHUE TOKYMEHTOB;

® MUHUMH3ALMIO BPEMEHU U TPyH03aTpaTr Ha oOpabOTKy M PETrMCTPALUI0 BXOISIICH U
JANbHENIIYIO MOATOTOBKY, PETUCTPALIMIO U OTIIPABKY UCXOMSIIENH JOKYMEHTAIUY;

¢ UH(POPMUPOBAHHUE O CTATyCE PACCMOTPEHUS JOKYMEHTOB B cucteMe MO J10;

® CO3[IaHUE CBA30K B3aMMO3aBUCHUMBIX IOKYMEHTOB Pa3HbIX BEIOMCTB;

¢ (opMHpoOBaHHE OTUETOB.

B M3JIO mnpoucxonuT OOMEH »3JIEKTPOHHBIMH JOKYMEHTAaMH M CTaTycaMu HX
paccMoTpeHus, wucnonHeHusa. Ecaum ke oOparutees Kk IlojoxeHuto o  cucreme
MEXBEJOMCTBEHHOTO  3JIEGKTPOHHOTO  JTOKyMEHTOOOOpOTa, TO TMOJA  B3aUMOJACHCTBHEM
uHpopmanmoHublx COJ] moHMMaeTcs OOMEH 5SJIEKTPOHHBIMH COOOILIEHUSIMU (BEACHHE
CI1y’ke0HOM MepenucKu B 3JIEKTPOHHON Qopme) Mexay yuacTHukamu MOJIO, B ToM yuce:

a) HaIpaBJICHUE U TIOJyYeHHUE B 3JIEKTPOHHOU (hopMe periernit u nopydenunii [lpesunenrta
Poccuiickon @enepannu u [IpaBurenscrBa Poccuiickon @enepanuu;



0) nosyyeHue MHPOPMALMK O XOAE PACCMOTPEHMS] YYACTHUKAMH MEKBEIOMCTBEHHOIO
AIIEKTPOHHOIO JIOKYMEHTOOOOpOTa 3JIEKTPOHHBIX COOONIEHU, B TOM YHCIIE MOPYYEHUU
IIpesnnenta Poccniickon ®@enepanuu u Ilpasurenscrea Poccuiickon denepanny;

B) HaIpaBJICHUE B AJIEKTPOHHOU dopme noknanoB Ilpesnnenty Poccuiickoit deneparnuu
u IIpaBurenscTBy Poccuniickon ®@enepanuu;

r) BHecenne B IIpaButennctBo Poccuiickoit ®dexnepanuu  (denepanbHbIMU OpraHaMu
VCIIOJIHUTEIILHOM BJIACTH POEKTOB HOPMATUBHBIX IPABOBBIX AKTOB, B TOM YHCJIE B 3JIEKTPOHHOU
dopme;

n) OCYILIECTBIICHUE y4aCTHUKaMU MEKBEJOMCTBEHHOTO AIEKTPOHHOTO
JOKYMEHTOOOO0POTa COTJIACUTENBHBIX MPOLIEAYP MO MPOEKTaM HOPMATHUBHBIX MPABOBBIX AKTOB B
AJIIEKTPOHHOM (hopMme;

€) HalpaBJieHUE B DJIEKTPOHHOW (popMe HOPMATHMBHBIX NMPABOBHIX AKTOB (peepaibHBIX
OpraHOB HCIIOJHUTEIbHOW BJIACTH HA TOCYJAPCTBEHHYIO PETHCTpalui0 B MUHUCTEPCTBO
roctumnu Poccurickon @enepanuu.

EpnvHoe B[]

ONEKTPOHHbIX JOKYMEHTOB
mTT T T I

LIeHTp MEeXXBEAOMCTBEHHOTO
3MEKTPOHHOrO
[nokymeHToobopoTa

Cucrema aneKTpoHHOro
apxvBa JOKYMEHTOB
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Moaynb Moayne
MHTerpauum WHTerpauum,
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®denepanbHas cnyx0a oxpanbl P®, kotopas sBisercs opranuzaropom MO0 B
cootBeTcTBUM ¢  [lonmokeHmeM 0O  CHCTeME  MEXBEIOMCTBEHHOTO  DJIEKTPOHHOTO
JOKyMEHTO000pOoTa, pazpaborana ¢opMar oOMeHa JOKyMEHTaMH B OpTaHaX T'OCYAapCTBEHHOMN
BJIaCTH JJIs1 oOecnieueHus B3aumoaercTus COJI ¢ enunoi cuctemoit MOJ10.

Tema 5 leonpousBoacTso B @enepaibHoil ciiyxde rocyJapcTBeHHOM perucTpanuu,
kagactpa u kaprorpaguu (Pocpeecrp)

HenonpousBoactBo B Pocpeectpe Benercs cornacHo [Ipukasy Pocpeectpa ot 15.09.2016
N I1/464 "O6 ytBepxknenun MHCTpyKIMM NO AEIONPOU3BOJACTBY B LEHTPAJIBHOM ammapare
denepanbHOM CITyKObl TOCYJAPCTBEHHOM pErucTpaluu, Kajgactpa v Kaprorpabuu" (nanee
Nuctpykius).

[Tonoxxenuss UTHCTpyKIIMU pacnpOCTpaHsIOTCA HAa OpraHu3alnio paboThl C JOKYMEHTaMHU
HE3aBUCUMO OT BHJA HOCUTENS, B TOM YHCIE C 3JEKTPOHHBIMH JOKYMEHTaMH, BKJIOYas
MOJFOTOBKY, 00pabOTKy, XpaHEHHE U HCIOJb30BaHHE JOKYMEHTOB C MPHUMEHEHHUEM
WH()OPMAITMOHHBIX TEXHOJIOTHH.

Jlenonpous3BoACTBO B ILEHTpaJIbHOM anmapare Pocpeectpa ocyliecTBIsIETCS  C
HCIIOJIb30BAaHUEM CHUCTEMBI 3JIEKTPOHHOIO JIOKYMEHTO000pOTa



Jlenonpou3BOACTBO B IIEHTpaJibHOM amnmapare PocpeecTtpa ocyliecTBisieTcsi ¢
MCIIOJIb30BAaHUEM CUCTEMBI 3JIEKTPOHHOTO TOKyMeHTooOopoTa (najnee - COJ] Pocpeectpa)

[ToaroToBKa MOKYMEHTOB B IIEHTpaJIbHOM ammapate Pocpeectpa ocymiecTBiseTcs Ha
MIEPCOHAIILHBIX KOMITBIOTEPAX B TEKCTOBOM peaakTope Word uiu B JpyroM COBMECTUMOM C HUM
dbopmare mpudroMm Times New Roman N 14.

Jlnst opopmiieHHsT HEKOTOPBIX PEKBU3UTOB JOKYMEHTOB JIOTYCKAETCS YMCHBIIICHHE
pasmepa mpudta 10 N 12, miusa odbopmienus tadaui - 10 N 10.

OTtnenbHBIE BHYTPEHHUE JOKYMEHTHI (3asBICHUS, OOBSICHUTEIBHBIC 3alMCKH W T.1.),
aBTOPAMH KOTOPBIX SBIISIOTCS TPAKIAHCKHE CITy’KaIle, MOTYT OBITh 0()OPMIICHBI PYKOITMCHBIM
CITIOCOOOM.

[IpoekThl JTOKYMEHTOB O(OPMIISIIOTCS Ha OJaHKaX YCTAaHOBJIEHHOro oOpasla u
CTaHAApTHBIX JucTax Oymaru gopmara A4.

OTtaenbHbIE BHUIIBI JOKYMEHTOB, COJEpKaTelbHas YacTh KOTOPBIX BKIIIOYAET TAOJHUIBI,
CMETHI U CXEMBI, MOTYT 0OpMIIATHCS Ha ucTax Oymaru gopmara A3.

TekcT MOKyMeHTa NedaTaeTcs yepe3 OJAMHAPHBIN-TIOYTOPHBIN MEXCTPOUYHBIA WHTEPBAI
0e3 MOMapoK 1 UCTIPABJICHUH.

KadecTBo nmevatn 70mKHO 00€cTIieunBaTh HOPMAIBHOE YTCHHE TEKCTA K BOZMOKHOCTD €0
BOCITPOM3BEICHUS CPEICTBAMHU KOMTUPOBAITBHO-MHOKHUTEIILHON TEXHHUKH.

JIokyMeHTBI Ha JBYX M 0o0Jiee CTpaHUIAX HyMEPYIOTCS B IIEHTPE BEPXHETO IMOJS JHCTa
apabckumu 1udpami (J1anee Takxke - HUpsl), Ha MEPBOM JINCTE HOMEP HE CTaBUTCS.

[Tpu 06paboTKe, paCCMOTPEHUH, COTJIACOBAHUHN M TTOATMMCAHUH YJICKTPOHHBIX TOKYMEHTOB
B COJI Pocpeectpa ncnosnb3yercs 3IeKTPOHHAs TOAIUCH.

AnekmpoHHaa NOORUCH - UHGDOPMaYUsL 8 JNEKMPOHHOU hopme, KOMOopasi NPUCOEOUHEHA
K Opyeol uHpopmayuu 6 31eKmpoHHOU ¢hopme (noonucwvléaemol urHgopmayuu) uiu UHbIM
00pazom cea3ana ¢ maxkou uHgopmayuel u KOmopas Ucnoib3yemcs 0 onpeoeneHus auyd,
NOONUCHLBAIOU 20 UHDOPMAYUTO.

[Ipu moxarotoBke, ogopmieHuu U 00paboTKe MoKymMeHTa Pocpeectpa HCHONB3yHOTCS
cieayromnme pekBU3UTH: ['ocymapcTBeHHbIt repd Poccmiickoit depeparuy; HauMEHOBaHUE
KYpPHUPYIOIIET0 MUHUCTEPCTBA; TIOJIHOE U COKPAIICHHOEC HaMMEHOBaHHUE (eepalbHOTO OpraHa
WCITOJTHUTEIILHON BJIACTH; HAUMEHOBAaHWE JTOJDKHOCTH, CIPABOYHBEIC JaHHBIC O (efepalbHOM
opraHe WCIOJHUTEILHOW BJIACTH, HAMMEHOBAaHWE BHJA JOKYMEHTA, JaTa JOKyMCHTa;
PETHCTPAMOHHBIA HOMEP JOKYMEHTA; CChIJIKA Ha PETUCTPAITMOHHBI HOMED ¥ 1aTy BXOJISIICTO
JOKYMEHTa; MECTO COCTaBJieHHUs (U3aHusA) JOKyMEHTa; Trpud OrpaHWyeHus JOCTyma K
JTOKYMEHTY; aapecar; Tpud yTBEp)KICHUS JTOKYMCHTA; YKa3aHHs 0 HCIIOJTHCHHUIO JIOKYMCHTa
(pe3odronysi); 3arojIOBOK K TEKCTy; TEKCT JTOKyMEHTAa; OTMETKa O KOHTPOJEe; OTMETKa O
MPWIOKEHUH; TTOAMKICH; OTMETKA 00 JIEKTPOHHOUW MOMNMUCH; TPU( COTIACOBAHUS JOKYMEHTA;
BM3a; TIeYaTh; OTMETKA O 3aBEPEHHUH KOIHMH; OTMETKA 00 MUCTIOJHUTENE; OTMETKA O IOCTYIIJICHUU
JIOKyMEHTA; CChIJIKA Ha JJOKYMEHT.

[ToMuMO TIEpEeUMCIECHHBIX MPU MOJATOTOBKE JOKYMEHTOB MOTYT MCIOJIB30BAaThCS APYTHE
peKBU3UTHI, Hanpumep: otMeTkH "Cpouno", "Onepatusno", "[loanexxurt Bo3Bpary" u ap.

[IpoxokeHne TOKYMEHTOB B IIEHTpajdbHOM anmapare Pocpeecmpa ¢ MOMEHTa WX
CO3JaHUs WM TOJYYCHHUS 10 3aBEPIICHUS UCIIOTHCHUS, IIOMEIICHUS B /IS0 U (WJIM) OTIPABKA
o0pazyeT 00KyMeHmoooopom, KOTOPLII cocmoum u3z mpex 00KyMeHnonomoKoe:

° MOCTYTAaroIast TOKyMEeHTaIs (BXOAIIas);
° OTIpaBJisieMast JOKyMEHTalUs (MCXOAs111as);
° BHYTPEHHSIS JOKYMEHTaIIHS.

Opzanuzayus 00OKyMeHmMO000poma 0CHOBbIEACHICA HA CT1e0YIOUAUX NPUHUUNAX:
o LEHTpaJIM3als olepalui Mo NpueMy U OTIPABKE JOKYMEHTOB;



o pacnpeaeneHre J0OKyMEHTOB Ha JJOKYMEHTOIIOTOKH;

o OpraHu3alys NpeIBapUTEIHLHOTO PACCMOTPEHUS MOCTYNAIOIINX JTOKYMEHTOB;

. UCKJIFOUEHHE BO3BPATHBIX JBMXKEHUU IOKYMEHTOB, HE OOYCJIOBIIEHHBIX JEJIOBOM
HE0OX0IUMOCTHIO;

J OJIHOKPATHOCTh PETUCTPALINU JOKYMEHTOB;

o YCTpaHEHHE HEOOOCHOBAHHBIX COTJIACOBAHHM MPOEKTOB JJOKYMEHTOB;

o periiaMeHTanusi ornepanuid 1Mo o0paboTKe, PACCMOTPEHHMIO U COTJIACOBAHUIO
JOKYMEHTOB.

Koppecnonneniuss B agpec IMEHTpaJbHOTO ammapara Pocpeectpa mocTymaer B
AJMUHHCTPATUBHOE YIIPABJICHUE MOCPEICTBOM TOYTOBOMW, (DETbABETrepCKON M CHEIHaTbHON
CBSI3M, a TaKXKe IO JJIEKTPOHHON TMouTe, MH(POPMAIMOHHO-TEICKOMMYHHUKAIIMOHHOW CETH
"NuTepHer", B TOM unciae Ha EquHBI mopTan rocyaapCcTBEHHBIX M MYHHUIIUTIAIBHBIX YCIIYT
(pynkuuit)  (www.gosuslugi.ru); 1O  cuUCTeME€  MEKBEIOMCTBEHHOTO  DJIEKTPOHHOTO
noKymMeHTooOopota (mamee - MDOJIO), CDOJI Pocpeectpa, cucTemMe 3ICKTPOHHOIO
TOKyMeHTo0O0opoTa MunskoHompazputusi Poccun (nanee - JlokcBukH), a Takxke JOCTaBISETCS
HEITOCPEICTBEHHO KyphepaMH CaMHUX aIpPECaHTOB WM JTMYHO.

KoHBepTHI OT TOCTYNMHMBIIMX JOKYMEHTOB OPraHOB TOCYJapCTBEHHOW BJIACTH,
TePPUTOPHATBHBIX OPTaHOB W TOJBEIOMCTBEHHBIX OopraHu3anmii PocpeecTpa, xak mpaBuio,
YHUYTOXKAIOTCSI. KOHBEPTBI COXPAHSIOTCSA, KOTJAa YCTAHOBUTH aJIpec OTHPABUTENS, JaTy
OTIPABKH U TIOCTYIJICHUS JOKYMEHTOB MOYKHO TOJIBKO TI0 KOHBEPTY.

B 006s13aTenbHOM TOpsI/IKE COXPAHSIOTCS KOHBEPTHI OT MOCTYIUBIINX

° oOparieHuii rpaxkian, OpraHu3aluii;

o JIOTOBOPOB;

o MCKOBBIX 3asIBJICHUH, IPETEH3UM, TOKYMEHTOB U3 cy10B Poccuiickont Penepanuu u
OpPraHOB CIIEJICTBUS;

o JOKYMEHTOB  KaJaCTPOBBIX HH)KEHEPOB UM  HEKOMMEPYECKHX IapTHEPCTB
(acconmaruii), ”THOCTPAHHBIX KOPPECIIOHICHTOB;

° 3as1BJICHUI O TOCYapCTBEHHOM PETUCTPALMU ITPaB, 3alIPOCOB CBEIeHUH U3 EquHOoro
rOCyJIapCTBEHHOTO PEECTPa MPAB HA HEABM)KMMOE UMYIIIECTBO U CAEIOK C HUM;

o JNOKYMEHTOB, MOJJIEkKAIIUX MEpeaIpecalnu.

KoHBepThI MPUKPETUISIOTCS K IOKYMEHTaM U B TaJIbHEHIIIEM MOMEIIat0TCsl BMECTe C HUMU
B HOMEHKJIATyPHOE JIEJIO.

AJIMUHUCTPATUBHBIM YMPABICHUEM MPOU3BOJUTCA MPEABAPUTEIBLHOE PACCMOTPEHUE
BXOJISIIIUX JIOKYMEHTOB B IIEJSX ONPENETCHUsT JOKYMEHTOB, TPEOYIOIMX 0053aTeIbHOTO
paccMoTpeHust pykoBoauteneM Pocpeectpa (JTUIIOM, HCTIOTHSIFOIIIMM €T0 O0S3aHHOCTH).

[Tocne mpenBapuUTEIBLHOTO PACCMOTPEHUS JOKYMEHTHI JIOJDKHBI OBITh HaIpaBJICHBI
pykoBoautento Pocpeectpa (Jvily, HUCTIOMHSIONEMY €T0 00sI3aHHOCTH) W MHBIM JIOJIKHOCTHBIM
JUI[aM B COOTBETCTBUU C UX KOMIIETEHITMEH U YCTAHOBIICHHBIM pacmpe/iejieHuEM 00s3aHHOCTEH
JUTSL IPUHSITUSI PEILICHUSI TIO UX UCTIOJTHEHHUIO.

Bxopsiyue TOKyMEeHTBI, HE TpeOyIOIHMe PacCMOTPEHUSI 3aMECTUTEIISIMU PYKOBOIUTEIS
PocpeecTpa, HanpaBIsItOTCS HEMTOCPEICTBEHHO B CTPYKTYPHBIE MOAPA3ACICHHUS.

OcHoBaHWEM Ui TPUHATUS PEHICHUS O Tepefade JIOKYMEHTa COOTBETCTBYIOIIEMY
JOJKHOCTHOMY JIMILY SIBJIIETCS COJIEp>KaHUE TOKYMEHTA, a HE aJpeCOBAHMUE.

Bce Bxopsime JOKYMEHTbl pacCMaTpUBAIOTCA B IEHb MOCTYIUICHHUS], B IEPBYIO OUepeb -
JIOKYMEHTBI C IOMETKaMU O CPOUYHOCTH.

B cinywae ecnu ampecatoM B JOKYMEHTE yKa3zaHbl PocpeecTp wiM JOMKHOCTHBIE JUIIA
Pocpeectpa, HO conepskamuecs B HEM BOIIPOCHI HE OTHOCATCS K KomiereHuuu Pocpeectpa,
JOKYMEHT PETUCTPUPYETCS U MO YKA3aHWIO0 HayajlbHUKA AJIMUHUCTPATUBHOTO YMNPABICHUS



NIEPEHAIIPABIIIETCS B COOTBETCTBYIOIIME OpraHbl IO HX KOMIIETEHIIMM C OJHOBPEMEHHBIM
YBEJOMJICHUEM aBTOpa OOpallleHuUs.

Cpok 00paboTKH TOCTynuBIIEH B PocpeecTp KOPpECHOHACHIIMU C IOCICAYIOMICH ce
perucTpanuen J0JKeH COCTaBIATh He Ooiee 3 pabounx JHEH.

Bxopsias KoppecnoHIeHIIMS, TOCTyUBILAsE HA OyMa)XHOM HOCHUTEIIE, PErUCTPUPYETCS
OT/ICJIOM BXOJSIIIECH KOPPECTIOHICHIIMN A IMUHUCTPATUBHOTO YIIPABIICHUS LIEHTPAIU30BAHHO B
C3B/J1 Pocpeectpa B 6a3e manHbix "KaHenspus sxcrneauiuun’ .

Peructpauust ~ BXOASIIMX  JIOKYMEHTOB  OCYILECTBIISIETCS ~ IMyTEeM  CO3JaHUs
PErHMCTPAallMOHHOM AJIEKTPOHHOM KapTouku JokyMeHta B COJI Pocpeectpa, kotopoi
ABTOMATHYECKHU MIPUCBAUBAETCS PETUCTPALIMOHHBIA HOMED .

[lepenaua 3aperucTpupoBaHHBIX JOKYMEHTOB Ha OyMa)KHbIX HOCHUTENSX MPOU3BOJIUTCS
AJIMMUHUCTPATUBHBIM YNPABICHUEM €XKEIHEBHO 0 PEECTPAM COOTBETCTBYIOIIUX CTPYKTYPHBIX
noJipa3/ieJICHU U MPUEMHBIX 3aMecTUTelNel pykoBoautensi Pocpeectpa Ha Tekyuiyto naty (s
JOKYMEHTOB OTPAaHMYEHHOTO pPACHpPOCTpPaHEHUs, a TakXKe HOCAIIUX KOH(PHUICHIIMAIbHBIN
XapakTep, Mo GpopMe coriacHo npuiiokeHuio N 42), B KOTOPBIX MOJIy4aTeslb YKa3bIBAET CBOIO
(hamunuto, 1aTy, BpeMsi MOTYUYECHUS U CTABUT JIMYHYIO MOJIUCH.

JIOKyMEHTBI, MOJIYyUYECHHBIE B AJICKTPOHHOM BUJIE€, WM SJEKTPOHHBIE KOMUHU JOKYMEHTOB
WCTIOJTHUTEIISIM MOCTYTAIOT B JIEHb UX PETUCTPALUH.

OTtmpaBka HMCXOIAIIUX JTOKYMEHTOB (CIIy>K€OHBIX IHCEM) OCYILECTBIISIETCS OTIEIOM
UCXOASIIEH KOPPECTOHACHIIMY U apX1UBa A IMUHUCTPATUBHOTO YIIPABJICHUS.

JIOKyMEHTBI MepechlIaloTcs (HampaBisiloTCsl ajpecaTaM) Ha OyMa)KHOM HOCHUTEJIC WJTU B
AJIIEKTPOHHOM (hopMme.

B anekTponHO# hopMe JOKYMEHTHI HAMpPAaBIAIOTCS B BUJE JIEKTPOHHOTO JOKYMEHTA -
¢aiina MOKyMEHTa, CO3JaHHOTO B AJICKTPOHHOU (opMme, W DJIEKTPOHHOM KOMUU JTOKYMEHTA,
MOJIYyYEHHOTO B PE3yJIbTaTe CKAHUPOBAHUS JOKYMEHTa, HW3TOTOBJIIEHHOTO Ha OyMaKHOM
HOCHUTENE. DJIEKTPOHHAs KOIHMS JIOKYMEHTa JOJKHA COAEpKaTh MOJMNKUCH JTOKHOCTHOTO JIMLA,
pErUCTpallMOHHBIE HOMED U JaTy. DJIIEKTpOHHAas Konus AokymeHTa D11 He moanuckIBaeTcs.

B pamkax ocyiiecTBiIeHHs TTOJTHOMOYHM 10 PefepanbHOMY TOCYAapCTBEHHOMY Ha/I30py
B 00JIaCTH T€0JIe3UU U KapTorpaduu, rocy1apcTBEHHOMY 3eMeIbHOMY Haj3opy Pocpeectpom
pa3palaThIBAlOTCS PACHOPSIKEHUS O TPOBEJCHUM IIJIAHOBBIX (BHEIUIAHOBBIX) BBIC3THBIX
(IOKyMEHTapHbIX) MPOBEPOK HOPUAMYECKUX JIUI U WUHAWUBUIYATbHBIX TpeArpUHUMATENCH, a
TaKKe PU3NYECKUX JIMII.

PacniopsbxeHue o npoBeIeHUH TIJIaHOBOM BBIE3THOM (JJOKYMEHTApHOMN ) MPOBEPKH U3AACTCS
B COOTBETCTBHUH C €XKETOJIHBIM TIJIAHOM MPOBEJACHUS TUIAHOBBIX MPOBEPOK OPUANIYCCKUX JIUI] U
WHJIUBUAYJIBHBIX MIPEAIPUHUMATEIICH LICHTPAJIbHBIM annapaToM Pocpeectpa.

PacnopsbkeHre O MpPOBENCHUM BHEIUIAHOBOM (BBIE3JHOM, JOKYMEHTAPHOW) MPOBEPKHU
M3aeTCs IPU HAIMYMKA OCHOBAHUM ISl €€ MPOBEICHHUS], IPETyCMOTPEHHBIX 3aKOHOAATEIHCTBOM
Poccuiickon denepanum.

VYKkazaHHble pacropsbKEHUs MOAMMUCHIBAIOTCS 3aMECTUTENEM pykoBoautens Pocpeectpa,
KYPHUPYIOIIKUM BOMPOCHI TOCYJAPCTBEHHOTO T'€0JIE3UUYECKOT0 U 3eMEJIbHOTO HA/130pa.

[TopyueHre HCHOTHUTEI0 O TMOATOTOBKE MPOEKTAa PACHOPSIKEHUS J1aeT 3aMECTUTEb
PYKOBOJUTENS, KYPUPYIOIIUA BOMPOCHI TOCYJIAPCTBEHHOTO TI'€O0JIE3UYECKOTr0 U 3€MEIbHOTO
HaA30pa, JMOO HAYANBbHUK YTpPaBiICHUS TOCYAapCTBEHHOTO T€O0AE3UYECKOr0 M 3E€MEIbHOTO
HaJ30pa UM €r0 3aMECTUTEITb.

HcnonnureneM npoekTa pacnopsbkeHuss PocpeecTpa Ha3HayaeTcs TpaKIaHCKUN
CIy’KalllMi YTpaBiI€HUs TOCYIapCTBEHHOTO T'€0I€3NYECKOT0 U 3€MEIBHOTO HAA30pa.

[IpoekT pacnopsikeHus JOKEH ObITh MOATOTOBJIEH HE MeHee ueM 3a 14 kaneHJapHbIX
JHEW 10 HavaJia MPOBEJICHUS TIPOBEPKHU.



Tema 6 AHaJu3 TOKYyMEHT0000pPOTA B MMpoLecce MOArOTOBKH KA/IaCTPOBOI TOKYMEHTAIUU

JIOKyMEHTOOOOPOT - IBIKEHUE IOKYMEHTOB B OPTaHU3AIMHA C MOMEHTA MX CO3/IaHUs UIIH
MIOJTyYeHUS JI0 3aBEPIICHHUS UCIIOJTHEHUS UM OTIIPaBKH. Bes qokyMeHTaIus 1r000ro mpoiecca
JCIIUTCS Ha TPU TIOKYMEHTOIIOTOKA: BXOISIINE, BHYyTPEHHUE W UCXOISIINE TOKYMEHTHI.

[lepeueHr BHUIOB JOKYMEHTOB, XapaKTepHBIX JUIS MpoIlecca KaJaacTPOBOTO yUeTa,
MPEJCTaBICH Ha pUCYHKE 6.1 (B COOTBETCTBMHM C 3aKOHOM O ['OCyJapCTBEHHOM KaJacTpe
HEIBIKUMOCTH).YacTh M3 HUX HE JOJDKHBI MPEAOCTABIATHCS 3asSBUTEISIMH, a 3alPalliBAIOTCS
coTpyaHukamu PocpeecTpa B mopsiike BHyTPUBEIOMCTBEHHOTO B3aUMOICHCTBHSI.
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ma OH. * KAZACTPOBBIC KAPTHL o
4 « xamactpossit nacnopr OH

HCXOAIHE
JOKYMEHTBI

BXOJIAIIHE TOKYMEHTBI BHYTPEHHHE

JAOKYMEHTBI

: * peectp obnexTon

HEABHAHMOCTH

* Mexepoft A
* TeXHMIeCKHil AN
* aKT obcaeROBAHNN

* KONHN JOKYMCHTa, Ha

* JOKYMEHT O NOTHOMOTHA

* KOMHA JOKYMEHTA O [paBe JASBHTEIX

Ha orpanirienne (obpemencrue)

* KOIHA NPOCKTA MEACBAHHA
ICMEIBHAIX YHACTKOS B oOmea0aes0f
cobcraennocTn 1 np

* KOMNA JOKYMEHTA O KATETOPHH
IeMeTs,

* xomus oxymesta o BPH

* KOIHA JOKYMEHTA 00 HIMCHCRMN
HAIHATCHHA LIARNA HUIH HOMCTICHIN.

* KOMHA JOKYMCHTA O NPHCBOCHHH HIH

JANPAITMBAIOTCE OPrasoNM
KAZACTPOBOTO YETa B NOPRIKE
MEABEIOMCTBEHHOTO
B3avoaeficTRRY

* KAZACTPOBLIN ILTAH
TEPPHTOPHH

* KAZACTPOBAN CIIPABKA O
xazactposoft cromocts OH.
* HHOM BRI, OnpeaeacHHNR
OPraHOM HOPMATHEHO-
NPABOBOFO PEryIHPOBAHMA B
cepe xazacTpORBIX
OTHOMEHHA

mnenenun azpeca OH

* KOIMMH PEMIEHRA O NPEAOCTABICHIG!
YHACTKA 1% CTPOHTEALCTEA HACMHOIO
JI0MA COLL HTH KOM. HCTIONBIOBAHKY,

* KAPTA-IUIAH TEPPHTOPHH

Pucynok 6.1 - [lepeduenb BUIOB JOKYMEHTOB, XapaKTEPHBIX JJIsI TPOIECCA KAIaCTPOBOTO yUeTa
00BEKTOB HEJIBIXKUMOCTHU

BxogsdmuMu  TOKyMEHTaMH TIpU  OCYIIECTBICHUM KaJaCcTPOBOTO y4éTa OOBEKTOB
HEJBUKUMOCTH SIBJISTFOTCS:

- 3a5BJICHUC;

- IOKYMEHT, YJIOCTOBEPSIOIIUNA JIUUHOCTH 3asBUTENS (ITacopT);

- MEXKCBOM IIJIaH, TEXHUYCCKUH TJIaH, aKT 00CICIOBAHHUS.

MexeBoi miIaH

CornacHo cratbe 22 @3 No 218 merncesoii nnan - JOKyMEHT, KOTOPBIM COCTaBJIEH Ha
OCHOBE KaJacTpOBOr0 IUIaHA COOTBETCTBYIOUIEW TeppuTtopun wiau Bbeimucku w3 EIPH o
COOTBETCTBYIOIIEM 3E€MEJIBHOM Y4YacTKE M B KOTOPOM BOCIPOM3BEICHBI OIPEACICHHBIE
cBeaenus, BHeceHHble B EI'PH, u yka3anbl cBeieHns 06 00pazyeMbIX 3eMeJIbHOM y4acTKe WU
3eMEeJIbHBIX yYacTKax, JUMO00 O YacTH WM YacTAX 3€MEJbHOTO Yy4acTKa, JIMOO HOBBIE
HeoOxoumMblie 11 BHeceHust B ' EPH cBenieHus 0 3eMeIbHOM y4acTKe WIIM 3€MENTbHBIX YUacTKaX.

Kaoacmpoeswiti nnan meppumopuu (KIIT) npeacrasiser coboil crnenuaibHyo (hopmy
BbIUCKH U3 rocpeectpa EI'PH, conepxkamryto cBepenusi 060 Bcex 00BbEKTaM HEIBHKUMOIO
MMYILECTBA B TPAHULIAX OJHOIO KaJIacTPOBOI'O KBapTasa.

I'ocynapcTBeHHass perucrpanus BO3HUKHOBEHMsS WIIA II€pEX0Ja IpaB HA HEIABMIKUMOE
UMYIIECTBO y1ocToBepsitoTcs Boinuckon u3 EI'PH (ipu aTom gvinucka uz EI'PH —3T0 TOKYMEHT,
YAOCTOBEPSIOLINI TOJIBKO (PaKT MPOBEACHUS TOCYJaPCTBEHHOMN PETUCTPALINY MPaBa, U B JAHHOM
JOKYMEHTE B YHCIIE WHBIX CBEIACHUM, YKA3aHHBIX B HEW, IMOATBEPKAAETCA, YTO Ha ATy,
YKa3aHHYIO B HEW B KQ4E€CTBE JIaThl BbIA4H, 3 ONPEIEICHHBIM B HEU JINLIOM 3aPETUCTPUPOBAHO



yKa3aHHOE€ B HEH MpPaBO HA OCHOBAaHWHM MOMMEHOBAHHBIX B HEW JIOKYMEHTOB Ha OINUCAHHBIN
00BEKT HEABWKUMOCTH, 0 yeM B EI'PH B cooTBeTCTBYIOIIMII I€HB CAENaHa peruCcTpaliiOHHAs
3aMuUCh MOJ] COOTBETCTBYIOIIMM HOMEPOM).

I'ocypapctBenHas  peructpanus npaBa B EI'PH  sBasercs € IMHCTBEHHBIM
JI0Ka3aTEILCTBOM CYIIECTBOBAHUS 3aPETUCTPUPOBAHHOTO IPaBa.

Bce MPOIIEAYPHI, CBSI3aHHBIC Cc dbopMupoBaHUEM MEKEBOT0 rJiaHa
pernamentupyiorcs OenepanbabiM 3akoHOM Ne 218-®3 ot 13.07.2015, a TpebGoBaHus K
MEXEBOMY TUIaHy oTpaxeHbl B [Ipukaze Munskonompasputus PO ot 08.12.2015 Ne 921 “O6
YTBEPKAECHUH (GOPMBI U COCTaBa CBEACHMI MEKEBOIO IUIaHA, TPeOOBAHMI K €ro IIOJTOTOBKE”.
OHu coaepxar:

e 00mme TpeOoBaHMS K IMOJATOTOBKE MEXKEBOTO IJIaHa;

e TpeOOBaHUS K MOATOTOBKE TEKCTOBOM M rpadyMuecKoi 4acTeit MEKeBOro riaHa;

e 0COOCHHOCTH TOATOTOBKH MEKEBOTO IIJJaHa B OTHOIICHHHM 3E€MEIbHBIX Y4YaCTKOB,
IPaHUIIBI KOTOPBIX MPEACTABISIOT COOOM COBOKYITHOCTh KOHTYPOB, OTJCICHHBIX JAPYT OT ApyTa
WHBIMU 3€MEJIbHBIMU YYaCTKAMM WJIU 3EMIISIMU;

e TaKXe YTBEPKJCHBI (POpMa U COCTAB CBEJICHUM MEXKEBOTO IJIaHA.

B MexeBOM I1aHe YKa3bIBAIOTCA:

1) cBeneHuss 00 0Opa3yeMbIX 3eMENIbHBIX yUacTKaxX;

2) cBegieHUs 00 00pa3yeMbIX YaCTH WJTM YacTAX 3€MEIbLHOTO yYacTKa;

3) HoBble HeoOxomumbie ais BHeceHuss B EI'PH cBeneHust o 3eMenbHOM yuacTke,
3eMEeJIbHBIX YYacTKaX, YaCTU WM YaCTAX 36MEIbHOTO y4acTKa;

4) cBeleHHS O 3€MENbHBIX YYacTKaX, KOTOpPbIE B COOTBETCTBHHM C 3€MEJIbHBIM
kojekcoM Poccuiickoit  ®eneparuu 1 apyrumMu  GeAepalbHBIMU  3aKOHAMH  TIOCIIE
npeoOpa30BaHUs COXPAHSIOTCS B U3MEHEHHBIX TPaHUIIaX (M3MEHEHHBIE 3eMEeTbHbIC YYaCTKH).

MexeBo#l TaH COCTOUT M3 TEKCTOBOW M Tpaduueckod ydacTed, KOTOpbIe NEJSTCS Ha
pasnenbl, 00s3aTeNbHbIE ISl BKJIIOYEHUSI B COCTaB MEXKEBOTrO IJIaHa, W Pa3/eiibl, BKIIOYCHHUE
KOTOPBIX B COCTaB MEKEBOTO IJIaHA 3aBUCHUT OT BUJA KaJJaCTPOBBIX padOT.

TecToBas yatb Ipadmyeckan yactb
e0bLLMe cBEAEHWNA O KaJacTPOBbIX paboTax eCXeMa reoZe3anyecknx NocTpoeHumn
*/CXOAHbIE AaHHbIEe ®CXEMA PACNOJIOKEHUA 3eEME/bHbIX Y4aCTKOB
®CBeZleHMA O BbIMOJIHEHHbIX U3MEPEHUAX U eyepTeXK 3eMe/IbHbIX YY4aCTKOB U UX YacTel (YepTex)
pacyeTax; *abpUChI Y3/10BbIX TOYEK FPAHULL 3€MEJIbHbIX
ecBegeHuA 06 06pasyembix 3eMe/IbHbIX YHaCTKaX; y4acTKoB

ecBeaeHunA 06 M3MEHEHHbIX 3eMeNbHbIX Y4acTKax;

ecBefeHus 06 obecneveHun goctyna (npoxoaa uam
npoesaa ot 3emesib 06Lero noabL30BaHUA,
3eMe/IbHbIX Y4acTKOB 06LLero noab3oBaHus,
TeppUTOpPUM 06LLErO NONL30BAHMA) K 0O6pa3yembim
VN U3MEHEHHBIM 3€Me/IbHbIM Y4aCcTKaMm;

ecBeaeHuna 06 YTOYHAEMbIX 3€MEJIbHbIX Y4aCTKax;
eCcBeAeHMNA O HacTAX 3emMe/IbHOro y4acTtKka,
®3aK/IlDYEHNE KaaacTpoBOro MH>xeHepa

®3KT COr/IacOBaHNA MECTOMO/IOKEHNA TPAHULL
3eMeNbHOro Y4acTKa (AKT coriiacoBaHumA)

O0s3aTenbHOMY BKJIFOYEHHUIO B COCTAB MEKEBOTO IJIaHA HE3aBUCHMO OT BUA
KaJIaCTPOBBIX palOT (32 HCKIIOYCHUEM CITydasi TIOJITOTOBKU MEXEBOTO TUIAHA B OTHOIICHHH
3eMEJIBHOTO y4acTKa, 00pa3yeMoro B pe3yJibTaTe 00beIUHEHUS 36MEJIbHBIX YYaCTKOB)
TOJIIeXKAT CIICTYIOIIUE pa3aeiibl:

1) oO1ue cBeAeHHs 0 KaAacTPOBBIX padboTax;

2) UCXO/IHBIC TaHHBIC;



3) cBeleHMs O BBHIMOJHCHHBIX U3MEPEHUSIX U pacueTax;
4) cxema pacroioKeHHUs 3eMEJIbHBIX YYaCTKOB;

5) UepTex.
MexeBoil TTaH MOATOTaBIUBAECTCS B (OpPME DIIEKTPOHHOTO JOKYMEHTa B Buae XML-
JTIOKYMEHTa, 3aBEPEHHOTO YCUJICHHOW KBAJIM(PUIIUPOBAHHON AIEKTPOHHOMN

MOJMKCHIO KaTaCTPOBOTO WHXKEHEPA, MOATOTOBHUBIIETO TAaKOW IUIaH, W O(POPMIISETCS B BHIE
¢aitoB B popmare XML (manmee - XML-mokyMeHT), CO3/TaHHBIX C UCIIOIB30BaHHEM XML-cxeMm
1 00€CTIeUYNBAIOIINX CYUTHIBAHNE U KOHTPOJIb MIPEACTABICHHBIX TaHHBIX.

B caydae oOpa3oBaHHMsT HOBOTO 3E€MEIBHOTO Yy4YacTKa, YTOYHEHHWS TPaHUIl YKe
CYIIECTBYIOIIETO y4acTKa WJIM PETUCTPAIMK MpaBa COOCTBEHHOCTH Ha JJABHO HMCIOJIb3YyEMbIN
3eMeJIbHBIN YUacTOK (Hampumep, Mo «JIa4HON aMHUCTHI» ) HE0OX0IUMOMN TIPOLIETypOH SBISIETCS
COTJIaCOBaHUE TPaHMI] TAKOTO y4acTKa ¢ MPaBoO00IalaTeNIIMU CMEKHBIX 3€MEJIbHBIX YYaCTKOB.
Pesynbrar qaHHoM npoieaypbl 0OTOOpakaeTcsl B aKTe COrJIACOBAHUS TPAHUIL

Otanbl TOArOTOBKM AKTa COIJIacOBaHMs rpaHul] 3Y

Jrtan 1. OnpeneneHue 3aNHTEPECOBAHHBIX JIHII

B nmepByro ouepeapr  yCTaHABIMBAEeTCS  NEpedYeHb  3aUHTEPECOBAHHBIX  JIUIL.
3aMHTEPECOBAHHBIMU JIUIIAMH MOTYT OBITh JIMIIb T€ COOCTBEHHUKH 3E€MEIBHBIX YYaCTKOB,
TPAaHMIBI KOTOPHIX OJHOBPEMEHHO SIBJISFOTCSI TPAHHWIIAMHU 3€MEJIBHOTO Y4YacTKa, B OTHOIIICHUU
KOTOPOTO BBITIOJTHSIETCS AKT COTJIAaCOBAHHUSI. CoOCTBEHHUKH
COCeHUX (CMEXHBIX ) 3eMEIbHBIX YUYaCTKOB HE B TIPABE BHIKA3IBATH BO3PAKECHHSI B OTHOIIICHUHT
TPAaHMIl 3E€MEIIbHOTO Yy4YacTKa, HE SBJSIONIUXCS OJHOBPEMEHHO YAaCTSIMH TPaHUI
MIPUHAIJICHKAIIETO JIUILY, B OTHOIIEHUU KOTOPOTO BBITIOJIHIAETCS AKT, 36MEJIbHOTO y4acTKa.

Jrtan 2. YcTaHOBJIeHHE OPAIKA MPOBEIeHUS COTJIACOBAHUS

KanactpoBslii MHKEHEp, TI0O CBOEMY BBIOOPY MPOBOJUT COTJIACOBAHUE T'PaHUI] JIMOO B
WHIMBUTy AIBHOM MOPSAKE, THO0 MpoBeAeHUuEM 00111ero coopanus. B ciydae, ecii HEBO3MOKHO
MOAMKUCATh C KaXIbIM 3aMHTEPECOBAHHBIM JUIIOM AKT B HWHIWBHIYyaJIbHOM TOPSIKE,
MIPOBEICHHUE 00IIET0 COOpaHus OyeT BEIHYKIECHHON HEOOXOIUMOCTHIO.

Jrtan 3. YBeoMJIeHUE 3aUHTEPECOBAHHBIX JIMII O MPOBEJAECHNH COOpaHusA

3auHTEpECOBAaHHBIC JIMIIA M3BEHIAIOTCS O TMPOBEACHUM OOIIero coOpaHust AJis
COTJIACOBAHMS TPAHUI] 36MEJILHOTO y4acTKa.

OnoBecTUTh, O TPOBEJACHUU OOIIEro coOpanusi HeoOXxoauMo 3a 1 MecsIy 10 €ro
MPOBEJICHUSI OJHUM U3 CIIOCOOOB: MepeaaTh YBEAOMIICHUE O MIPOBEACHUH JIMYHO B PYKHU U O]
PAcCIUCKy O TOJYYEHUU OTIPABHUTH IMOYTOBBIM OTIIPABICHUEM C YBEIOMIICHHEM O BPYYCHUU
OTIPABUTh Ha aJpec HJICKTPOHHON TMOYThI (C YBEJOMJICHMEM O TMOJYYCHUH aJpecaToM
AJIIEKTPOHHOTO MTMChMAa); OMyOJIMKOBATh U3BEIICHIE B MECTHOM ra3ere.

Jrtan 4. IIpoBenenune 061ero coopanus

[IpoBenenue 061IeTO COOPAHMS 3aNHTEPECOBAHHBIX JIMI] OCYIIECTBIIACTCS Ha TEPPUTOPHUH
HACEJICHHOTO TYHKTa, B TpaHUIaX KOTOPOTO PACIOJOXKEHBI 3EMENIbHBIE  YYaCTKU
3aMHTEPECOBAHHBIX JIUIl WM KOTOPBINA SBISICTCS OJIMKAWITUM HACEJIEHHBIM ITYHKTOM K MECTY
PACIOJIOKEHHUSI COOTBETCTBYIONIUX 3€MENIbHBIX yYaCTKOB, €CIIM WHOE MECTO HE OMpEeNesIeHO
KaJIaCTPOBBIM MHXKEHEPOM TIO COTJIACOBAHUIO C 3aMHTEPECOBAHHBIMU JTUIAMHU.

KamactpoBelii MH)KEHEp, WHUIMUPOBABIIUK 00IIee COOpaHHE, MPOU3BOIUT IPOBEPKY
MOJIHOMOYUN 3aMHTEPECOBAHHBIX JIMI] WM UX MpeACTaBUTENeH. 3aMHTEPECOBAHHBIM JIMIIAM
NOPECTaBIACTCS YK€  BBINOJIHEHHBIM  KaJaCcTPOBbIMH  HMH)KEHEpAMU  MEKEBOW  IJIaH.
VYTBepxkaeHHEe MEKEBOTO TJIaHa (PaBHO KaK U COIIACHE C TPAHUIIAMHU, YKa3aHHBIMH B MEKEBOM
I1aHe) PUKCUpyeTcsl 3aMHTEPECOBAHHBIMU JIMIIAMU B AKTE COIIACOBAHMSI TPAHUI] 3€MEIbHOTO
ydacTKa MyTeM €ro MoJANUCaHusl B COOTBETCTBYIONINX Ipadax.




B ciyuae, eciii KTO-TO U3 3aMHTEPECOBAHHBIX JIUI] HE COTJIACEH C TPAaHULIAMU, YKa3aHHBIMU
B MEKE€BOM IJIaHE, B COOTBETCTBYIOIIME Ipadbl AKTa COTJIaCOBAaHUS FPAHMI] 3€MEJILHOTO y4acTKa
BHOCSITCS CBEJICHUS O TAKOM BO3paXeHUU. B nanmpHelIeM Bo3pakeHHsI MOTYT OBITh CHSITBI JTHOO
B MHAMBUAYAJIHLHOM, JHOO B cymeOHOM mopsiake. CBEACHUS O CHATBIX BO3PAKCHHUSIX TaKKE
3aHOCATCA B AKT coryiacoBanus. [logaua MexxeBOro miaHa B perucCTpUPYIONIUI OpraH BO3MOXHA
JUIIb TIPU HaJW4YUU AKTa COTJIACOBAaHUSI CO BCEMM CHSITBHIMU 3aMEUaHUSIMU MO MUMEIOIIUMCS
pa3HOIIACUsM.

B ciygae HessBKM OHOTO MIJIM HECKOJIBKHUX 3aMHTEPECOBAHHBIX JIMI] HA 0011Iee coOpanHue,
WIM HE BBIPAKCHUS TAKUMHU JIMIIAMH CBOUX BO3PaXCHHWH B THCHhMEHHOW ¢opme, AKT
COTJIACOBAHMUSI TPAHUIl CUMUTACTCS COBEPIICHHBIM. B 3TOM ciiyyae K AKTy COTIJIaCOBAHUS
PUKJIAJIBIBAIOTCS JOKYMEHTBI, TOATBEPKAAOIINE YBEAOMIICHUE 3aMHTEPECOBAHHOTO JIUIIA.

Meoicesoti nnan noocomasnueaemcs maxxce 6 opme OOKYMeHmAa HA OYMAHNCHOM
Hocumejle, €CIU 3TO MPEAYCMOTPEHO JOTOBOPOM Moapsiaa. MexeBoi MiiaH, HOATOTOBIEHHBIN B
dbopme AOKyMeHTa Ha OyMa)KHOM HOCHTENE, U AKT COTJIaCOBAHMS 3aBEPSIOTCS MOJIUCHIO U
MeYaThl0 KaJacTPOBOIO WHXXEHEPa, MOJTOTOBUBIIETO TAKOM MEXKEBOM IUIAaH U AKT
COTJIACOBAHMSL.

TexHHYECKHUH IJIAH U AKT OﬁCJ’IeIIOBaHI/Iﬂ 3€MCJIBHOI'0 YYacCcTKa

Texnuueckuii na1an - JOKYMEHT, B KOTOPOM BOCITPOU3BEJICHBI OINPEICIICHHBIE CBEACHUS,
BHeceHHbIe B EI'PH, u yka3zaHbl cBeieHUS O 3JaHUH, COOPY>KEHUH, IOMEIIEHNH, MAILIMHO-MECTE,
00BEKTE HE3aBEPIIIEHHOTO CTPOUTEILCTBA MU €IMHOM HEJIBXKMMOM KOMIUIEKCE, HE0OXO0IUMbIE
JUTSI TOCYJapCTBEHHOTO KaIaCTPOBOTO YUeTa TAKOTO 0OBbEKTa HEIBIDKMMOCTH, a TAK)KE CBEJICHUS
0 YaCTH WJIN YaCTAX 3/1aHUsI, COOPYKEHU S, TOMEIIEHUS, €TUHOTO HEJIBIYKUMOTO KOMILJIEKCa MO0
HOBBIE HeoOxoaumble Jisi BHecenust B EI'PH cBenenust 06 o0bekTax HeBUKUMOCTH, KOTOPBIM
IIPUCBOEHBI KaJaCTPOBbIE HOMEPA.

B TexHMueckoM miaHe yka3blBarOTCH:

1) cBemeHuss O 3[aHWU, COOPYXKEHUHU, TOMEIIEHUH, MAIIMHO-MECTe, OOBEKTE
HE3aBEPIIICHHOTO CTPOUTENbCTBA, €AMHOM HEJABMKMMOM KOMILJIEKCE, HEOOXOIUMBIE JIS €T0
roCyJIapCTBEHHOTO KaJacTPOBOTO y4deTa, B CJydac BBIMIOJHEHUS KaJaCTPOBBIX paldoT, B
pe3yJibTaTe KOTOPBhIX OOECreynBaeTCsl MOATrOTOBKA JIOKYMEHTOB JJIS MPEICTABJICHUSI B OpraH
peructpanuu npas 3asBieHust o ' KY Ttakoro o0bekTa HeJBUKUMOCTH;

2) cBeAeHUS O 4YaCTH WM YacTAX 3JaHUs, COOPYXKEHHUs, TOMEIICHUS, €IUHOTO
HEJIBIDKMMOTO KOMIUIEKCA B CJIy4yae BBINMOJHEHUs KaJacTPOBBIX padOT, B PE3yIbTaTe KOTOPBIX
obecrieynBaeTCsl MOATrOTOBKA JOKYMEHTOB JJIsl MPEJCTABICHUS B OpPraH PETUCTpALMM TIpaB
3asgBiienusa o ' KY yvactu unm gyacreil Takux 0ObEKTOB HEABHKUMOCTH;

3) HoBeie HeoOxomumbie nisi BHecenuss B EI'PH cBemenust o 3manum, coopyKeHUH,
MOMEIICHUH, MAIIMHO-MeCTe, OOBEKTE HE3aBEPIICHHOTO CTPOUTENhCTBA WM CIMHOM
HEJIBM)KUMOM KOMIUIEKCE, KOTOPBIM IMPUCBOEH KAaJAaCTPOBBIA HOMEp, B CIIy4Yae BBINOJIHEHUS
KaJIaCTPOBBIX pabOT, B pe3yJibTaTe KOTOPHIX OOECMEeYMBACTCS TOJTOTOBKA JOKYMEHTOB JIJIS
MPEJICTABJICHHS B OPTraH PETUCTPALMU MPaB 3asBJIEHUS O TOCYIAPCTBEHHOM KaJaCTPOBOM YUE€Te
TaKoT0 0OBEKTa HEABUKUMOCTH.

TexHuueckuil an Tpedyercs B CASAYIOMINX CIydasx:

® ]ISl IEPBUYHOM TOCTAHOBKU OOBEKTA HA KaJIaCTPOBBINA yUeT

e IS y4eTa M3MEHEHU CBeIcHUI 00 00BheKTe

® TSl yueTa M3MEHEHUI CBEICHHUI O 9acTaX 00bekTa (00pa3oBaHNEe HOBOW YaCcTH )
e JUIs BBOJIAa OOBEKTA B AKCILTyaTaIUIO



[lepBuuHas mToOCTaHOBKAa TMOJipasymMeBaeT COOOM y4yeT BHOBb CO3JaHHOTO OOBEKTa
HEJIBIDKMMOCTH. YUeT HW3MEHEHUM CBEICHHUH OCYIIECTBIAETCS, KOTJla MEHSETCS OJHa U3
YHHKaJIbHBIX XapaKTePUCTHUK 00bEKTa (ILIONIA b, INTAHUPOBKA, HA3HAYCHUE U T.I1.).

CBencHus B TCXHHYCCKUU IUIAH, 3a HCKIIOYCHHEM CBEACHHII O MECTOIIOJOXKCHHUU Ha
3€MEJIbHOM Yy4YacTKe, YKa3bIBaIOTCS B TEXHMYECKOM IIJJaHE Ha OCHOBAHHUHU IPE/ICTaBICHHBIX
3aKa3YMKOM KaJacTPOBBIX pabOT IPOCKTHOM TOKYMEHTAIlMM 37aHUs, pa3pelICHHS Ha
CTPOUTEIIbCTBO, pa3peIIeHNs Ha BBOJ 3/1aHUS B OKCIUTyaTaIldIO UJIK U3TOTOBJIEHHOIO 10 1 sHBaps
2013 r. TeXHUYECKOTro MacmopTa 37aHHus.

dopma TexHMYecKoro njaHa yTeepxaeHa [puKkasom MUHUCTEPCTBA IKOHOMMUYECKOTO
pa3BuTma PO ot 18 aekabpa 2015 r. Ne 953 "O6 ytBepKaAeHNUM GOPMbl TEXHUYECKOrO NaaHa U
TpeboBaHMI K ero NoAroTOBKE, COCTaBa COAEPMHALUMXCA B HEM CBEAEHWMN, a TakKe GOpMbl
neknapaunm 06 obbekTe HeABUKMMOCTH, TPeDOOBaHNM K ee NOAroTOBKE, COCTaBa COAepPKallmxcs
B HEWM ceedeHun'.

. CraTtbna 24. TpeboBaHMA K TEXHMYECKOMY NAAHY
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[[ pacpnyeckan YacTb, B KOTOPOIA: ] [ TekcToBaA YacTb, B KOTOPOIA: ]
. Ka3bIBaETCA @
sl il yhebbdeen MECTOMNOM OXEHMNE “y IBAKTCSA HeoBXoaum |\
ceegeHna KT nan MECTOMNOA OXEHUE i LIS
NOMELL eHIA, ONs BHeceHws B EMPH
FUINERN 13 =TRLLD Jpanih Malll MHO-MECTa Ha CBEAEHWS, BKOYas CBeAeHnS
COOTBETCTBYHOL eV coopyxeHus, OHC €A : o
MnaHe 3Taxa (YacTu 06 NCMNoABL30BaHHOW NpK
3y n EHK Ha 3Y .
3Taxa) | NOATrOTOBKE TEXHWYECKOro
l nAaHa 34aHus, COOPYXEHUS,
: Z 06beKTa He3aBepL EHHOMo
( \ CTPOUTENLCTBA reo/1e3nyecKoll
N0 XEeNaHWto 3aKasunka e sl b
KaAacTpoBbX paboT MOXET 6bITb nyHKTax r‘ocygapCTBeHbe(
[OMNOAHUTENEHO YCTAHOBAEHO

NOCPEACTBOM MPOCTPaHCTBEHHOMo \ EoEEeciabtcaTey Wil
pea M NPOCTP \ OMOPHLIX MEXEBbLIX CETEl /.
OMUCaHUS KOHCTPYKTUBHLIX

3/1EMEHTOB, B TOM YMChe C y4eToMm
BbICOTbI WAW FAYEUHBI TaKuX .
\ KOHCTPYKTUBHbBIX 3N1EMEHTOB. /

TexHuuecKuil TIaH NOAroTaBIMBaeTcs B (hOpMe 3JIEKTPOHHOTO JOKYMeHTa B Bujae XML-
JIOKyMEHTa, 3aBEPEHHOT0 YCUJICHHOW KBadU(UIMPOBAHHOW DJIEKTPOHHOW  MOMAMHCHIO
KaJIaCTPOBOTO MHXKEHepa, u odopmisiercs B Buae (aitsioB B ¢dopmare XML (manmee - XML-
JIOKYMEHT), CO3JIJaHHBIX C HUCIOJb30BaHHEeM XML-cxeM U 00ecneyuBarONuX CUUTHIBAHUE U
KOHTPOJIb IPEACTABJIECHHBIX JaHHBIX.




AKT 00c/1e10BaHHS 3¢MeJIbHOI0 Y4aCTKA

AKT 00cienoBaHus MPEACTABISIET COOOM TOKYMEHT, B KOTOPOM KaJacTPOBBI MH)KEHED B
pe3yJIbTaTe OCMOTPA MECTA HAXOXKIAEHUS 3/IaHHs], COOPYKEHHUSI, TOMELIECHHUSI, MATMHO-MECTA UJIH
00BbEKTa HE3aBEPIICHHOTO0 CTPOUTENIbCTBA C YYETOM HMEIIMXcs cBeaeHuit Enunoro
rocyJapCTBEHHOTO peecTpa HEJBUKUMOCTH O TaKOM OOBEKTE HEJBIKUMOCTH, a TaKKe MHBIX
MPEAYCMOTPEHHBIX TpeOOBaHUSIMU K TOJTOTOBKE aKTa OO0CJIelIOBaHUS JIOKYMEHTOB
MOATBEPKIAET TMpPEKpAIllCHHEe CYIIECTBOBAHUSI  3[IaHUS, COOPYKEHUSI WU  OObEKTa
HE3aBEPIICHHOTO CTPOUTEIHLCTBA B CBS3M C THOENBIO WM YHUYTOXEHHUEM TaKOTO OOBEKTa
HEJBIDKUMOCTH JTHOO TIPEKpAICHUE CYIISCTBOBAHUS MOMEIIECHUS, MAlTHHO-MECTa B CBSI3U C
rUOENbI0 WM YHUYTOKCHUEM 3/IaHUS WM COOPYKEHUS, B KOTOPBIX OHU OBLIM PACITOIOXKEHBI,
rUOENbI0 WM YHUYTOKEHUEM YacTH 3JaHUs WIM COOPYXKEHHUsS, B MpeEesiaX KOTOpPOW Takoe
MOMEIIEHHUE WIIK TAKOE MAITUHO-MECTO OBLIO PACTIOJIOKEHO.

AKT o0OcnesioBaHUs MOATOTaBIMBAETCA B (hOpME AIEKTPOHHOTO JIOKYMEHTA U 3aBEpPSIETCS
YCUJICHHOW KBAIU(PUIIMPOBAHHONW DJIEKTPOHHOM TMOJAMKCHIO  KaJaCTPOBOTO  WHIKEHEPA,
MOJATOTOBUBIIIETO TAKOU aKT. AKT 00CJIeI0BaHHUs, €CIIA 3TO IPETYCMOTPEHO JOTOBOPOM MOPSIA,
TaKKe MOJIr0TaBIUBAETCS B hOpME TOKYMEHTa Ha OYMa>KHOM HOCHUTEJIE, 3aBEPEHHOTO MOAMICHIO
Y [E€YaThiO MOATOTOBUBIIETO TAKOM aKT KaJlaCTPOBOIO MHKEHEPA, I MEPENAUN €T0 3aKa3UUKy
10 IOTOBOPY MOApsiAa.

AKT 00CJI€10BaHHS

1. AkT 00c/1e10BAHHS TOATOTOBJIEH B pe3yJibTaTe BbINOJHEHHS KaJAacTPoOBbIX pador B
HesiX TPeICTABJEHHS B OpPraH KaJacTPOBOro y4Hera 3asiBJieHHss O CHSTHH C
rOCYAAPCTBEHHOr0 KAAACTPOBOIr0 y4eTa 3/1aHus C KanacTposbiv Ne 71 :23:000000:0
2. CeeieHHs 0 3aKA3YHKE KAJAACTPOBLIX padoT:
Wsanos Wau Mearosuy . 111-111-111 11
(pammnums, ums, oTUECTBO (MPH HANNYKK OTHYECTBA) (PU3NUECKOTO JIHLIA. CTPAXOBOIi HOMEp
MHAMBHAYAIbHOIO JINLIEBOrO cueTa (MpH Haau4YHH), MOJHOe HAaMMEHOBAHHE IOPUAHYECKOrO
NIHLA, OpraHa rocy/1lapCTBEHHOI BIACTH, OPraHa MECTHOIO CAMOYTIPaBIEHHUS, HHOCTPAHHOTO
HOPMAMYECKOro JINLA C YKa3aHHEM CTPaHbl €ro perucTpauiy (MHKOPIopaunn))
3. CegeHusi 0 KAACTPOBOM HHIKEHEpe H AaTe MOATOTOBKH AKTA 00C/IeI0BAHHS:

Damunus, UMs, 0T4ECTBO (Npu Hannuuu otyectsa) Houkos Anekcanap Cepreesuy

Ne kBannd)MKaLMOHHOrO aTTECTaTa KaJaCTPOBOro MHxeHepa 71-11-258

Konrakrblii Tenedon 8-920-788-18-91

[TouToBbIii agpec M azpec 3MEKTPOHHOH MOYTBI, MO KOTOPbIM OCYLUECTBIAETCS CBs3b C
KazacTpoBbiM HHkeHepoM Tyiabckas obmacte. r.SlcHoropek. yin.MamuHocTpouteneii. a.5. ks.1
vip7zem @ gmail.com

CokpallleHHOoe HaHMEHOBaHME IOPHAMYECKOro JHLA, €CN KaJacTPOBbI MHIKEHep SABIAETCS
pabOTHHKOM IOPMIMYECKOrO JIMLA, alApec MeCTOHAaXokaeHHs topuanyeckoro suua 000
"Wnl"eoTpact" Tysabckas 00a.. r. ScHoropcek. vi. 3aBozckast. . 8

Jlara noaroroBku Akta obcnenoBanus (unciao, mecsi, roa) 01.01.2015

4. TlepeueHb AOKYMEHTOB, HCHOJIb30BAHHBIX MNPH NOATOTOBKe AKTa 00CjIea0BaHHs
(HaMMEHOBAHHE M PEKBH3MTbI IOKYMEHTA)

CBHETENLCTBO O rOCYAAPCTBEHHOIH 71-AT" Ne 000000 or 01.01.2013

perucTpaLmMu npasa

Kanactposblii nacnopt 3naHus,

CoopyrKeHHsl, 00beKTa Ne 71/14-000000 ot 01.01.2014

HEe3aBepLIEHHOrO CTPOHTEIbLCTBA

5. 3aku0ueHHe KAIACTPOBOr0 HHKeHepa

Akt obcnenoBaHus MOATOTOBIEH B PE3yJIbTaTe BbINOJIHEHUS KAIACTPOBBIX PaboOT B LENAX
NPEeI0CTaBNEH!s B OPraH KaaCTPOBOrO yueTa 3asBJeHHs O CHATHH C rOCYapCTBEHHOrO
Ka/IaCTPOBOro yueTa 00beKTa HeIBHIKHMOCTH € KagacTpoBbiM HOMepom 71:23:000000:0
pacnonoxxenHoro: Tynbckas obnacte, ScHoropekuii paiioH. B pesyinbrare nonesoro
o0cnenoBaHmst 00bEKTA HEABHIKUMOCTH C KaaacTpoBbiM HOMepom 71:23:000000:0 Obuio
BbISIBJICHO, 4TO O0BEKT HEIBHIKMMOCTH ObLII CHECeH M MPeKPATIJI CBOE CYLIECTBOBAHHE.




