PexkBU3UTHI U OJIAHKH
NTOKYMEHTOB

IlpaBuiia opopmiaeHus
PEKBU3HUTOB




CocTaB peKBHU3UTOB U MECTA UX
PACIIOJIOKEHU S

Kaxabii BU JOKYMEHTa YIIPABJIeHUA (AKT,
MPOTOKOJI, IACHMO U T.JI. ) MMeeT onpeaeeHHbIN
HA0OP PEKBU3UTOB.

PexBu3UT — 3TO OTACJIHLHBIA HH(POPMAIIMOHHBIN
JIEMEHT JOKYMEHTA, XapaKTePU3yIUIu caM
JTOKYMEHT, €ro 1ejieB0oe HA3HAYCHUE UJIA MECTO B
IPOCTPAHCTBE M BPEMEHHU.



PexkBHU3UTHI
TexcTOBBIC

| N

IIpocThie CJ10:)KHbBIE
* Tepo

° IeYaTh l
* 3M0JIeMA - Tpu( yTrBepKIACHUSA
e * rpud corinacoBanus
e aJipecar

° U JIp.



COBOKynHOCTb PEKBU3IUTOB, PAaCNOJ10XKEeHHbLIX B
AOKYMeHTe onpeagesyieHHbIM o6pa30M, cocCTaBIJisdeT ero

ghopmynsp.

dopmynsip-obpasey
pasmepbl nonen, pacSHaHRBMEBaGToctRARMBRHb!, 1
nepemMeHHbIX PeKBU3NTOB.

MakcuManbHbIn HAaOOpP PEeKBU3IUTOB, UCMOSb3yeMbIX
B [OOKYMeHTax YynpaBJfieHUs, COrfnacHo CcTaHOapTy
onpeaenserca uucnoMm 32. OgHakoO B AOOKYMeHTax
KOHKPETHOro BMaa NPUMEHAETCA He BeCb Habop, a
ropasgo MeHbluee YUCII0O HeOOX0AUMbIX PEKBU3UTOB.



CtaHpapTt CTb 6.38 — 2004

ycTaHaBNUBaeT crieayloLlmm cocTaB PeKBU3UTOB

01. FlocymaapcTBeHHbIU repb Pecnyonukun benapychb;

02

03.

04.

05.
06.
07.
08.

. 3Mbnema opraHusaumm nnm ToBapHbIN 3HaK;

koa opraHusaumm: kop OKOIY no

Ob6werocyaapcrtBeHHOMY Krnaccudgpukartopy Pecnyonumku
Benapycb 004-2001 "OpraHbl rocyaapcCTBEHHOU BNacTuU n
ynpaBreHma" ana MMHUCTEPCTB U APYrMxX opraHoB yrnpaBrieHus,
kon OKIOJIIN no O6werocyaapctBeHHOMY KnaccudukatTopy
Pecnyonuku benapyco 018-2003 "HOpuanyveckue nuua

U MHOuMBUAyarnbHble npeanpuHUMaTenn” onsa apyrux
opraHvusauuum;

Kon AoOKyMeHTa no O6werocygapcTBeHHOMY Krnaccudgpukatopy
Pecnyonukun benapychb “YHudumumpoBaHHble gokymMmeHTbl” (OKYA);

HaMMeHOBaHMe BbILLECTOoSLEeN OpraHn3auunu;
HaMMeHOBaHNe opraHu3auuu;

HaMMeHOBaHMe CTPYKTYPHOro noapasneneHus;
NOYTOBLIN aapec oTNpaBUTens;



09. KOMMYHMKaUMOHHbIe AaHHble (TenerpadHbIU
agpec, Homepa d¢akca, TtenedoHa, agpec
3neKkTpoHHoM nouTtbl, Web-cTtpaHuubl B UHTepHeTe
U T.0.) " KOMMep4Yeckue AaHHble (Ha3BaHUue
OaHKa n Homep cyeTa B OaHke);

10. HasBaHMe BUAa OOKYMEHTa;

11. AaTa AOKyMeHTa;

12. perucTpaumMoOHHbIU MHAEKC OOKYMEHTA;

13. cCcbifnka Ha MHAEKC U paTy BXoaslwero AOKYMEHTa;

14. MeCcTO cocTaBneHnsa Unu n3gaHus 4OKYyMeHTa;

15. rpud orpaHUYeHUss AocCcTyna K AOKYMEHTY;

16. agpecar;

17. rpudp yTBepXxXaeHUa AOKYMEHTa;

18. pesonouusa;

19. 3aronoBOK K TEKCTY;

20. oTMeTKa O KOHTpoOne;



21. TEKCT OOKYMEHTA;

22. OTMETKa O Hann4yumn npunoXxeHus;

23. noAanuncob;

24. rpnd npunoxeHus;

25. rpud cornacoBaHUA OOKYMEHTA;

26. BU3bl;

27. nevyaTb;

28. oTMeTKa 00 ucnonHutene;

29. OTMEeTKa O 3aBepeHUUn Konuu;

30. oTMeTKa 00 MCNONHEeHUN AOKYMEeHTa U HanpaBfieHUU
ero B Aeno;

31. oTMeTKa 0 NoCTynJsfieHMn AOKYMeHTa (permctpaumoH-
HbIU WITaMN BXOAALWNX OOKYMEHTOB);

32. OTMeTKa O nepeHoce AaHHbIX HA MALUUHHBLIU

HOCUTENb.




Crtporoe BbINOJIHEHHE eANHbIX TPEOOBAHUM U
npaBui oopMIIeHH A€eJOBBIX JOKYMEHTOB
o0ecnmeuYnBaeT:

- IOPUINYECKYI0 CUJy TOKYMEHTOB;
- OIEPATHMBHOE U KAY€CTBEHHOE COCTABJICHHE M
HCIOJIHEHHE IOKYMEHTOB;

- OPraHM3aNuI0 OBICTPOr0 MOUCKA JJOKYMEHTOB;

- OCYLIECTBJIEHHE KOMIIBIOTEPHOM 00pa00TKH J1€JI0BBIX
JTOKYMEHTOB /IJIfl COKpPAILlleHUS 3aTPaT TPYAa HA UX
00padoTKY.



bJIAHKHU 1OKYMEHTOB

b/IaHKOM IOKYMEHTA HA3bIBAETCH
CTAHAAPTHBIN JUCT OYyMaru CBETJIbIX
TOHOB C BOCIIPOU3BEICHHOU HA HEM
IOCTOSTHHOU MH(poOpMaIIMeH U MECTOM,
OTBEACHHBIM /IJIfl IEPEMEHHOU

HH(poOpMAaLIMH.




bJ/IaHK JOKYMEHTA J0/I’KeH MMETh:

* COBPEMECHHbBIU JIN3AUH 0(POPMJICHUS;

* CBOM (PMPMEHHBIN CTUIb;

* HCIOJHEHHME HA KAYeCTBEHHOU Oymare;

° MOJIHBIM HA0OP CBeACHU O NPEANPUATHM;
* IPAaBIWJIbHOE PACIIOJIOKEHHNE UX HA JIUCTE.




JlJ1s1 0OJIaHKOB HCIIOJb3YIOT OymMary
cjieayrmux ¢GopMaroB

Vv

A4 (210*297 mM) - OCHOBHOI opmar;

AS (210*148 MM) - nonyckaercs mis
o(opMIIeHHS HEOOJIBIINX TOKYMEHTOB,
HaIPUMEP, CIIPABOK, KOMaHIAPOBOYHBIX
YI0CTOBEPEHUU;

A3 (420%*297 MM) (115 mIaHOB,
rpa)uKOB).



Bce 0J1aHKH JOKYMEHTOB J0JIKHBI
HUMETh CJeAYIOIMe MOJIs:

Bepxnee — 20 Mm
Huxaee - 20 Mm
JleBoe — 30 mm

IlpaBoe — He meHee 10 MM



Buapl 0J1aHKOB

J 00l OJ1aHK (IJIS1 COCTaBJICHUS
TO0BIX BUAOB JJOKYMEHTOB, KPOME IIHCEM )

J 0JIAHK MHCHMA

J OJIaHKM KOHKPETHOI0 BH/A
TOKYMEHTA

Kaxabiil 0JIaHK MMeeT YCTAHOBJIEHHbIA HA00P PEKBU3UTOB U
onpeaeJJeHHbIM MOPAAOK UX PACIOJI0KEHUSA




PexkBM3UTHI 0JIAHKA

6/ MMOCTOSAHHBIE

(aMOsIeMa opraHu3anm, HAaUMEHOBaAHUE
OPraHU3aIMM, IOYTOBBIH aJpec OTIIPABUTEJIA,
KOMMYHHKAIIMOHHbIE 1 KOMMeEpP4YeCKHe JaHHbIE)

6/ nepeMeHHbIe (3amoIHsIeMbIe)

(Koabl, JaTa JOKYMEHTAa, HHAEKC JOKYMEHTA, CChLIIKA
HA ATy M HHAEKC BXOAAIIEro J0KyMeHTa,
HAMMEHOBAaHME BH/IA JOKYMEHTA, aJpecar U T.1.)



CrangapromM npeaycMOTpPeHO 1BAa BApUAHTA
PACIOJIOKEHUS PEKBU3UTOB HA OJIAHKAX

/ IIponoybHbIN (C HUEHTPOBKOU
PEKBU3HUTOB 3ar0JI0BOYHOM YaCTH

JOKYMCHTA B BGpXHCI/I qaCTHU JII/ICTa);

J YrioBou (pa3MeElIeHUE PEKBA3UTOR
3ar0JJ0BOYHOM YaCTH JIOKYMEHTA B
BEPXHEH JICBOM YaCTH JIUCTA).



PDopma 001Iero 0JaHKa

(c IIPOIOJIbHBIM PACIIOJIOKECHUEM PEKBU3HUTOB)

I'ep6 PecnyOsinku besapych
(mm 3MO0JIeMa OPraHu3aIuHn)
HaunMeHOBaHMEe MUHHUCTEPCTBA, BEIOMCTBA
HauMeHOBaHMe OpraHM3aluM, YYPeKICHUS, TPeANPUITH

Ha3Banue Bujga 10KyMeHTA
No




PDopma 001Iero 0JaHKa

(c YIJIOBBIM PACHOJI0KEHUEM PEKBU3UTOB)

ep6 Pecnybnuku beaapych
(wnn ambnema opraHnsauun)

HanmeHoBaHue MnHUCTEepcTBa, Be4OMCTBA
HavmeHoBaHMe opraHM3sauumn, yupexaeHus,
npeanpuaTUs

Ha3zBaHue BUOa oOKyMeHTa

Ne




PDopma 0JaHKA NMCbMA

(c IIPOIOJIbHBIM PACIIOJIOKECHUEM PEKBU3HUTOB)

epb Pecnyonuku beaapych
(wnn ambnema opraHunsauum)

HaumeHoBaHue BegoOMCTBa, yUpexaeHus,
opraHuvsauum, npeanpusaTus

NMouToBbLIN agpec opraHu3auum
KoMMyHUKaLUMOHHbIE U KOMMepYeCKkue AaHHble
—_ Ne
HaNe ot




PDopMma 0JaHKA IUCHbMA

(c YIJIOBBIM PACHOJI0KEHUEM PEKBU3UTOB)

I'ep06 Pecniy0siuku besiapych
(um 3mMOJIeMa opraHu3anmnm)

HanmeHoBaHue BeaOMCTBaA,
yupexneHusi, opraHmsauum,
npeanpuaTus

NMoutoBLIN appec
KoMMyHMKaLUMOHHbIe U KOMMepYeCKue AaHHbIe

Ne

HaNe _ ot




IlpuMep 0JIaHKA NHUCHLMA

(c IIPOJIOJILHBIM PACIIOJIOKECHUEM PEKBU3HUTOB)

YCTAHOBA AYKAIBII
PENSPANBII TP AP CAFO3AY BEJIAPYCI

MIZKHAPOJAHBI IHCTBITYT
MPAITOYHDBIX I CAIIBIAJIBHBIX
ATHOCIH

Byar. Kasimua, 21, k. 3, 220099, r. Mixck,
Taihake (017) 278 03 59,
E-raail ratso@iilsr rainsk by
P.p. Me 3012170211015
v Mixcxim amrsanerH 3 AAT «Bermrenokanams arscs
r. Mixcka, kom 217, ¥HH 100071672

Ne

Ha MNe OT

OKITO 02678580

YUPEXJEHHE OBP A30BAHHSA
PEIEPAIIHH IIP 0@ COHO30B BEIIAPY CH

MEKIYHAPOJHBIH HHCTHTYT
TPYJIOBBIX H COLHATIbHBIX
OTHOILEHHI

var. Kasremea, 21, k. 3, 220099, r. Iierk,
merviare (017) 278 03 59,
E-raail ratso@iilsr rainsk by
P.ou Mo 3012170211015
B Ixmcrom otoenerm 3 OAO ¢FempHe s Ko HOMD aHEH
r. IWurcka, xom 217, YHH 100071672




Ilpumep o01Iero 0JIaHKa
(C YIJIOBBIM PACIIOJIO)KEHUEM PEKBU3UTOB)

YUPEKJIEHHE OBPA30BAHHSA
$EJEPAITHH ITP O CORO30B BEITAPY CH

MEKIYHAPOJHBIA HHCTUTYT

TPYAOBBIX H COITHAJIBHBIX
OTHOIUEHHH

MNe




OdopmirteHre peKBU3UTOB

PEKBU3UTbI |




PacnoJjokeHue OCHOBHBIX

PEKBHU3UTOB JOKYMEHTOB
(corimacuo cranaapry CTb 6.38 — 2004)




02

3azonoeou-
lHas uvacmeo
lVoKymenma

20
K

02 ImOIEeMa
OpraHu3anum

03 Kox mo OKIIO
04 Kog mo OKY/1

06 HauMeHOBaHUE OPraHU3aUU
(07 HauMeHOBaHUE CTPYKTYPHOIO
noapasae/ieHus

|08 ITouToBBIN aapec
OTIIPABUTEJIA

(09 KoMmMyHUKAlIMOHHBIE

U KOMMepYecKue JaHHbIe

10 Bux tokyMeHTAa

11 Jara No 12
13 Ha Ne oT
14 MecTO coCTaBJIeHUA

19 3aroji0BOK K TEKCTY

OcHoeHas
yacmo

|001<ymeuma

21 TekeT

15 I'pud orpannyeHus

A0CTYNA K JOKYMEHTY
17 I'pud yrBep:xaeHus
16 Aapecar

18 Pe3oaronus




21 Teker

22 Ilpusoxkenue

23 J10/1KHOCTD JIMLIA, /—-—
MOAMUCABIICTO meyMelﬂf fmjmnm) N.0. ®amuaus

29 OTMeTKAa 0 \EJ /
3aBePeHUM KONUHU
25 I'pud corracopaHus

26 Busbl

Odopmns-
ouwan
yacmo
O0OKyMeHmd

28 @aMuJInudg UCHOJTHUTEJIA
31 OrMeTKa O

U Tejie(poH

MOCTYIJIEHUH
30 OrMeTKa 00 MCIIOJTHCHUH OKyMeHTA
JTOKYMEHTA U HANlpaBJICHUH
ero B J1eJI0

32 OTMeTKA 0 nepeHoce JAHHbIX HA MAIIMHHBIA HOCUTEJIb
(upeHTU(PUKATOP FIEKTPOHHOU KOIUM JTOKYMEHTA)




PacnoJjoxeHue 0CHOBHBIX PCKBU3UTOB JOKYMCHTOB
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O01ue npaBujia opopmMiIeHUS PEKBU3ZUTOB

5/ PeKkBU3UTHI OTACJASIOTCA APYI OT Apyra 2-3
MEKCTPOYHBIMHY MHTEPBAJIAMMU.
‘/ MHOroCTpoYHbI€ PEKBU3UTHI, KPOME TEKCTA,

MeYaTrarwTcs Yepe3 OJAUH HHTEPBaJI.

6/ MakcuMajibHasi IJIMHA CTPOKU MHOTOCTPOYHbIX
PEKBU3UTOB — 28 3HAKOB.

‘/ IIpu mMOATrOTOBKE JOKYMEHTOB HA NMEPCOHAJTBLHOM
KOMIIbIOTEpe PEKOMEHAYETCHA NPUMEHATh TEKCTOBBIH
npoueccop Word for Windows ¢ ucnoJjib30BaHuemM
mpugdra Times New Roman Cyr pazmepom 12 nyHKTOB
(s oopmiieHUs TAOJMUYHBIX MaTepuaJion), 13,14, 15
nyHKTOB (1myHkT =0,35MMm).



/ IIpu opopmiieHMM TOKYMEHTOB HA ABYX U 0oJiee
CTPAHMIAX BTOPAS M MOCJAEAYIOIHME CTPAHUIIbI J0JIKHbI
ObITH nponymepoeanvi. Homepa cTpaHuil J0JKHBI ObITh
MPOCTABJIEHBbI MOCEPeAMHE BEPXHEro MoJis JUCTa
apaOckumMu nudpamu 0e3 cjI0Ba CTPAHUIIA M 3HAKOB
NpenuHaAHUS.

JIEBOEC I10JI€C BCPXHCEC 110JI€ IPpaBoc€ I10JIC

Pabouee moJie JOKyMeHTA




KakabIi JOKYMEHT HMeeT TPHU YaCTH

3azonoeounan yacmo
00Kymenma

OcHoéHas yacmo
00KymMeHnma

Odopmnarwwan wacmo
00Kymenma

)

)

)

JTOKYMEHTA (TEKCT)
30 U NPUJIOKEHUA
MM |

PexBU3HUTHI,
PACIOJIOKEHHbIE
10 TEKCTAa

Nudpopmanus mo cyTu

PexBU3HUTHI,
PACIOJIOKEHHbIE
MOCJIe TEKCTA




Ipumepsbl opopmiteHus
PEKBU3UTOB




""Ham nyscna nezanbnocms - ckazan Ocman.

- Hysrcno emewmamoca ¢ 000pou maccou cyyncauwjux.
K momy sce 6 moem uemooanuuke umeromcsa 4yoHbvle
O1aHKU Ha 6ce CIyuau HCU3HU U KPYlaa MACMUYHAA

neuamo. "’

U . Unvgh u E.Ilempoe ""30onomou menenox"




01. I'ocynapcTrBeHHbIN rep0d Pecny0iauku
bemapych

IIpaBo Ha MCNOJIb30BaHUE U300pakeHus ['ocy1apCTBEHHOI 0
repda onpeaeasiercss pacCnopsaAuTeIbHbIMA JOKYMECHTAMH
BBICIIIMX OPIraHOB IOCYyIAPCTBCHHOM BJIACTH U YIIPABJICHUS
PecnyOoiuku benapycn (Yka3 Ipesuaenta Pb ot 28.06.2000 Ne
357, IllocranoBiaenue CM Pb ot 31.07.2000 Ne 1172).

N3o0paxenue I'ocynapcrBeHHoro repdoa Pb Ha 0i1anke ¢
YIJIOBBIM PACIOJIOKEHAEM PEKBU3MTOB MOMENIAIOT HA
BEpPXHEeM IoJie 0JIaHKA HAJl CepeauMHON CTPOK HAMMEHOBAHUSA
OPraHU3aluM, a HA OJIAaHKAaX C NMPOAO0JbHBIM PACIOJI0KEHHEM
PEKBU3UTOB — B LIeHTpe BepxHero nond. /lunamerp
U300pakeHus He 0oJiee 17 mm.




02. IMOIeMa opraHu3anuu

IMOJIeMy OpPraHU3aIMM WM TOBAPHBIM 3HAK (3HAK
00CTyKWBaHUs ) TOMENIAIOT HA OJaHKaX OpraHU3alli B
COOTBETCTBHUH C YCTABOM (IIOJI0KEHUEM 00 OpraHU3allin ).
N3o6paxeHue aMmbrieMbl opraHu3aiiun 2oCyoapCcmeeHHOu
(opMBI COOCTBEHHOCTH CJIEAYET pacioiaraTb Ha JEBOM I10JIe
OJlaHKa JJOKYMEHTA Ha YPOBHE PEKBU3UTA “HAUMEHOBAHUE
opeanuzayuy’ . OpraHuzalus He2o0cyoapcmeeHHou (HOPMBI
COOCTBEHHOCTH ITOMEIIIAeT 3MOJIEMY Ha JICBOM HJIU BEPXHEM
moJje OJIaHKa.

02 SmoemMa 03 Koxa mo OKIIO

OPraHH3AIHH 04 Koa mo OKY [
A 1
" e Hamiouas qraaer 17 Ipug yIsepRienmn
a NoAp a3AeJIeHH S S A e :
3azono6ou- | ARIA :
ras wacms VS 1104T OBBII aapec !
s o 1 ammmap oo g !




03. Kox opranusanuu (mpeanpusaTus)

Ilo Obwezocyoapcmeennomy knaccugpuxkamopy Pecnyonuku
benapycov «llpeonpuamus u opzanuzayuu» (OKIIO). I10
MOCTOSIHHBIN KO JIJIA OPraHU3aUH, II03TOMY OH MOKET
OBITH OTIEYATAH THNIOTPA(CKUM CIIOCO00M

y4

_ _ 4
02 ImoOIeMa 03 Koxa mo OKIIO
opraﬂmaulm 04 Kog mo OKY
_______________________________________ .
02 106 HaHMeHOBAHHE OPraHH3AIHH 17 Tpudp YTBePKIeHHST
:0. HaHMeHOBAHHE CTPYKTYPHOT'O 16 Aapecar
nojpa3jeieHHsA

3azono6o4- |
ras wacme 08 110YT OBBIH ajpec

I
Oorysmerme  OTHPABHTEIH




03. Kox opranusanuu (mpeanpusaTus)

Koa mo OKOI'Y - O0merocyrapcrBeHHOMY
kjaaccupurkaropy Pecnyosuku beaapycs 004-2001

«Opraspl rocy1apCTBEHHOU BJIACTH M YIIPABJICHU A
(ANs MMHUCTEPCTB U APYIrMX OPraHoOB ynpaBlieHusl);

Kog ana apyrux opranmsauun no OKIOJIII -
Oo6merocynapcreeHHomMy KJiaaccupukaropy Pecnyodinuku
beaapycs 018-2003 «HOpuauyeckue Juna u
UHAUBHAYAJbHbIC NMPEeANPUHUMATEIN.

Koo siBnsieTca anieMeHTOM 3NeKTPOHHOW naeHTudmnkaumm
AoKyMmeHTa. Koa opraHuMsauum npocrtaBnsieTcsi Ha 6naHkax
OOKYMEHTOB B COCTaBe CMpaBO4YHbIX AaHHbIX 006 opraHn3auum.



04. Koa n1okymeHnra

Onpeneasiercsa no QougezocyoapcmeeHHoMy Kaaccuguxamopy
Pecnyonuxku benapyco « Ynuguuuposannvie 0oKymenmul)

(OKYJD).
P
(02 ImbsIenma 03 Koa no OKl'[OL//
opram{zaunu 04 Koa mo OKY /]I
_______________________________________ *
02 |1l6 HanMeHOBaHHe OPTraHH3AIHH 17 T'pud YTBep:KIeH s
:U. HanMeHOBAHHE CTP YKTYP HOT'O -
noap azJAe IeHHA
3azono60u-

L S aC IS .1 )8 ITo4T OBBIN aapec
doxymersma,  OTUPABHT eIt




05. HanumMeHoBanue BbINIECTOAIIECH
OpraHu3anuu

Han HauMeHoBaHHMEM OpraHU3allii YKa3bIBatOT
COKpAlICHHOE, a IIPU €€ OTCYTCTBUM — ITOJTHOE
HANMEHOBAHUE 6bllecmosiieli OpTaHU3aIUH.

Hampumep:
I'OCKOMCBA3U Pb (&=

HAYYHO-TEXHUYECKHWU LHEHTP “OPUOH”

02 Smobmmera 03 Kox mo OKIIO
opranmaum{ 04 Kog mo OKY /[
02 |0‘§ HaunmMennoBaHHe BhIIECTONIeH 15 I'pu¢ orpanmryenmus _:
' opraHH3ANHH AOCTYMA K JOKYMEHTY
'06 AHMEHOBAHHE OPT AHH3 ALIHH 17 Tpud yIBep:reHus :
Buzonosou- g7 HanmeroBaHIe CIPYKTYPHOL 0 16 Anpecar |




06. HaumeHoBaHue OpraHu3anuu

HauMeHoBaHUe opraHmM3auunu, aBjsouleiics aBTOPoOM
AOKYME€HTAaA, 10/I?)KHO COOTBCTCTBOBATHD HAMUMCHOBAHHI1O,
3aKpPENJI€HHOMY B YUPEIUTEJIbHBIX JOKYMEHTAX.

Cokpawennoe naumenosarnue OPraHu3aluu J0JKHO ObITH
3aKPeNJICeHO B YUpPEAUTEJAbHbIX JOKYMEHTAX OPraHu3alu.
OHo nomemiaercsa (B CKOOKax) HUKe MOJHOI0 HAUMMEHOBAHMUS.
Hanpumep:

LIEHTPAJNIbHbIA HAYYHO-UCCINEOOBATEJIbCKUN

MHCTUTYT UHOOPMALUM
(LHUMUHDOPM)

Ha 1o0KkyMeHTax aKIMOHEPHBIX 001ECTB YKA3bIBAETCS 610 AKUUOHUPOBAHUA —
3aKPBbITOE WJIH OTKPbHITOE AKIHOHEPHOE 00IECTBO:

3A0 “IINJIOT” 0OAO “PEAJI”



07. HamMeHoOBaHHEe CTPYKTYPHOIO
[oJApas3aeJeHusi OpraHu3anum

YKka3pIBalOT B TOM CJIy4yae, eCJIM OHO SIBJISAETCS
ABTOPOM JOKYMEHTA U PACIoIaralT HUXKe
HAMMEHOBAHUA OPraHU3alMM, HANIPUMeEP:

3A0 “AKCOHT”
JNENAPTAMEHT MAPKETUHIA <

ABTOPOM MOKET OBITH JOJI2KHOCTHOE JIMIIO,
MpeacTaBJsAIoee OPraHu3anuiIo, HarmpuMmep:

T'EHEPAJIBHBIY JUPEKTOP
3A0 “KPOKYC”



08. IlouTOoBBIN aapec OTHPABUTEJISA

IlouToBBIM aJipec OTHIPABUTES OPOPMIISIOT B
COOTBETCTBHUH C “I104TOBBIMM IpaBUIIAMU
JNCHUCTBYIOIIMMHU Ha TeppuTopun Pecryonuku bemapyce.

Hampumep:

yii. Mononexuas, 37

220038, . Munck -38 -
PecnyOnuka benapyce




09. KoMMyHUKAIIMOHHBbIE
1 KOMMeEpUYeCKHe JaHHbIe

KomMmyHUKauMOHHbIE AaHHble - TernerpadHbIn  agpec,
HoMepa dakca, TenedoHa, agpec 3NIeKTPOHHOU NOYThI,
Web-cTtpaHuubl B UIHTepHeTe u T.A4.

KoMmmepyeckue gaHHble - HOMEp cyeTa, HaMMeHOBaHUe
0aHka, YHH v 1.A4.

Ten.: +375 (17) 222 44 33

dakc: +375 (17) 222 44 38

E-mail: tour@rest.spb.su

Internet: http://www.travel.ru

P/c 16539722 B CoBeTCKOM OTACJICHUH
beanpomcrpoundanka, koxa 217

YHH 100071672




KOMMYHVIKaLWIOHHbIe N KOMMep4YeCKune aaHHble Ha
OnaHKe nucbma cnegyrot 3a noYToBbIM aApecoM.

02 Smo0sema 03 Kox mo OKIIO
opraumaulm 04 Koa mo OKY [
_______________________________________ >
02 106 HanMeHOBAHHE OPTraHH3AIHH 17 Tpud YTRepIKICHHS
0"’
: )7 HaHMeHOBAHHEe CTPYKTYP HOT'O 16 Axpecar
noap azjaeJieHHA

3azonr060u- '
AR L ACIH 08 TTouT oBBIil azpec

Ookymenmaxl OrAPaBHLCIIH
09 KoMMyHHKAIHOHHbIE

I H ROMMEPUYECKHE JaHHDbIE 18 Pe3omon{usa

Ha o01mem 01aHKe Ha 5TOM MECTE PaCIOIAraloT PEKBU3UT
Ha3BaHHE BUJAA JOKYMEHTA




10. HammMeHnoBanue BUAA JOKYMEHTA
PexBu3ur HAMMEeHOBaHue BUAaa AOKYMEHTA neyaranT

IMTPOIIMCHBIMHU BYKBAMMU, BbIICJAAIOT NOJYKHUPHBIM
IPUEPTOM U PACOJIATAIT B IEHTPE CTPAHUIBI HA NMPOA0JIbHbIX
0JIaHKaX U OT rPAHMIbI JICBOI'0 MOJIA HA YIVIOBBIX OJIaHKAX.

ITOT PEKBU3UT IIPOCTAB/IACTCH HA BCCX TOKYMCHTAX, KPOMC€
mucem u paxcos (nckmodenne — TAPAHTUMHOE U CBMO).

Hanpumep,
NMPUKA3
NMPOTOKOIJI

PACMOPAXEHUE




11. /laTta fokymeHTa

[laTta - oauH U3 OCHOBHBLIX PEKBH3UTOB,
00ecCneYynBAKIINX IOPUOUUECKYIO CUTY OOKYMEHNLY.
JlaTou 1OKyMeHTA ABJIACTCH:

* JlaTa ero Inojnucanus (I IpHUKa30B, IIMCEM,
CIIPABOK);

° JIaTa €ro yTBEP KJACHU (1 INIAHOB, OTYETOB,
IIPaBUJI, HHCTPYKIIUH);

* Jara 3a()MKCUPOBAHHOTO COOBITHUS (IJI IIPOTOKOIA,
aKTa);

* JlaTa ONMyOJIMKOBAHMS,
* JlaTa BCTYILUICHMS JOKYMEHTA B CUIY.



J1aTbl B JTOKyMEHTE OQOpMIISIOTCS apadckumvu nudpamvu B
CIEIYIOLIEN TTOCIEIOBATEILHOCTH: JEHb MECALA, MECAIL, ToA. J[eHb
MecsIa U Mecsii opOpMIISIIOTCA ABYMs HapaMu apaOCKux nudp,
pa3AECIECHHBIMHA TOYKOW; TOJT - YETHIPbMS apaOCKUMHU I pamu.
Hanpuwmep, nary 7 aneaps 20072. cnenyet opopmirsats: 07.01.2007.
B nokyMeHTax, comepKalux CBEICHUS (PMHAHCOBOTO XapakTepa,
JOITYCKAETCS CIIOBECHO - MU(PPOBOM cTOCOO 0OPOPMIICHHS J1ATHI,
Hampumep,

5 noaopa 2007 2.

B0o3MOXHO Takxe 0OQOpMIICHUE TaThl B COOTBETCTBUU C
MEXKTYHAPOIHBIM CTAHJIAPTOM B CIIEAYIOIIEH MOCIEN0BATEIbHOCTH:
roji, Mecsll, AeHb Mecsna, Hanpumep: 2007.01.05. vim

@eppags 10, 2007, eciin JOKYMEHT UIET 3a TPAHULLY.



12. UHaexc 10KyMeHTAa
(MM perucTpanuoOHHbIN HOMEP)

ITO YCJ0BHOE 0003HAYEHHE JOKYMEHTA, NMOJ KOTOPbIM OH BBOJIHUTCH B
UH(OPMAUOHHO-TIOMCKOBY IO CUCTEMY OpraHM3amum. UHaekc
pacmoJiaraercsi psiioM ¢ JAaToli W NPUCBAUBAETCHA JAOKYMEHTY  MNpH
perucrpanun. BHYTpeHHUM JOKyMeHTaM (IPHKAa3bl, NMPOTOKOJIbI, AKThI,
CIPABKU H T.J1.) NMPHUCBAMBAETCSH TOJbKO MOPSAAKOBBIA HOMEpP ¢ Hayaja
KAJIEHAAPHOI0 roJia B BO3pacTalleH moc/jiex0BareJJbHOCTH.

Jist McXoasiux JOKYMEHTOB HMHJIEKC
COCTABJIACTCH N3 HECKOJLKHX YaACTel:

* MHJIEKCA CTPYKTYPHOIO
noapasaesieHus (MM J0JKHOCTHOTO

JIAIA),

° HOMepa Jejia 0 HOMEHKJIAType, e
OyzeT XpaHUTHCS KONUS
OTIPABJICHHOI0 IOKYMEHTA,

° MOPSAKOBOI0 HOMepa JOKYMEHTA.



Hanpumep:

Ne 01 — 04/73 (01 — HOMep CTPYKTYPHOro nogpasaeneHus,
04 — Homep Aena no HOMeHKNartype,
73 — nopssAKOBbIM HOMEpP AOKYMEHTA)

Ne OC — 05/73 (OC — oTtmen cHabXxeHwus,
05 — Homep Aaena no HOMeHKNartype,
73 — NnopAAKOBbLIN HOMEP OOKYMEHTA)

Ne 59/AJ1 - 02 (59 - nopaakoBbIN HOMEP AOKYMEHTa,
AJl — AHppewn JlanuH,

02 - Homep gerna No HOMeHKnaType)



13. Ccbliika HA HHAEKC U ATy
BXOAAIIEr0 JOKYMEHTA

IIpucyTCTBYET TOJILKO B OTBETHBLIX MUCbMAX, (pakcax. /lara u

HOMep OepyTCsl U3 UHUUUAMUBHO20 TIHCbMA, HA KOTOPbIH
HAeTCHA OTBET.

PeKBU3UT odopmisieTcsi CIeAyIOIUM 00pa3oMm:

Ha Ne 28/03-07 ot 08.12.2007

[l




14. MecTO cocTaBJeHUA

PexkBU3UT pacnoJsiaraor Ha o01emM 0JiaHKe MoJ peKBu3uTamMu “Jlara” u
“Unpexc noxkymenta”. Ha OjiaHkax nmucem 3TOT PEKBM3UT OTCYTCTBYeT. OH
00s13aTejIeH B TOM CJIy4ae , €CJId 3aTPYAHEHO ero onpeaejeHre 1o peKBU3UTy
“HauMeHOBaHHE OPraHU3aUU .

Ilesrecoo0pa3Ho MPOCTABJIATH HA BCEX JOKYMEHTAaX.

02 ImoIema (

Har[p HMCD. OPraHH3AIHH (

1 2 032007 N‘_’7 02 106 HauMeHOBAHHE OPTraHH3AIHH 171

:0’? HauMeHOBAHHE CTPYKTYPHOT'O 16 .
|

| moapasjeJieHHs
r.Bpecr iiaalf Y S
ran uacms aapec

I
ooxymerimeq  OTTIPABHT €I
'09 KoMMyHHKAIHOHHbIE

H KOMMEPYECKHE JTaHHbIC 18

I
I
I
:ll] Buja qjokymMeHT a

I 12
11 Jara Noe
13HaNe_ ot

20 '14 MecTo cocTaBJIeHHS

I
K :19 3aro/1oBOK K TeKCTY



15. I'pu¢ orpannyeHuss 10CTyna K J0KyMEHTY

* YKa3bIBAETCA HA JOKYMEHTAX, COACPKAIUX CEKPETHYIO WA
KOH(UACHIIUAIBHY HHPOPMAIIHUIO.

[ pu( npoCcTaBIAIOT 0e3 Kagvluek B IPABOM BEPXHEM YIITY
IIEPBOTO JIMCTA JOKYMEHTA.

* B 2ocyoapcmeennplx opranu3amnysx UCIOIb3YIOTCS TPUPEI
“JlJIst CJIy2KeOHOr0 HCI0JIb30BaHus”’, “CeKkpeTHO”,
“CoBepIlIeHHO CeKpeTHO”, “Oc0o00i Ba)KHOCTH .

* B nezocyoapcmeennuix opranvzamnysx UCIOIb3YIOTCS TPUPHI
“Konduaenuuaabno” wim “KT” (komMmepueckas TaiHa).

Hamnpumep:

""""""""""" 1 bt s e i ek s ¥
KoHdomaeHumanbHO : KT :
IK3. Ne__ : k3. Ne__

[\ : / :
I I
I I



16. Aapecar

B xauecTBe aapecara MOryT ObITh OpraHU3aIMH, UX CTPYKTYPHBIE
noApa3ACaCHUs, JOJKHOCTHBIC WM (DU3UYECKHUE JIUIIA.

MakcuManbHO JAaHHBIM PEKBU3UT COCTOUT U3 CIEIYIOLIUX
JacTeu:

HanMeHoBaHMe opraHusauumm (B UMEHUTENTbHOM
nagexe);

HaMMeHOBaHWe CTPYKTYPHOro noapasaerneHus (B
NUMEHUTENLHOM Nagexe);

OOJMKHOCTbL nosiy4vyarens (B AaTelNbHOM nagexe);
MHUUManbl, hamMmunua (B gateribHOM nagexe);
NoYTOBbLIN agpec.



16. Aapecar

Kaxgast cocTaBHas 4acTh II€4aTa€TCs C HOBOM CTPOKHU. B KOHIIE
CTPOK 3HAaK{ NPEHMHAHUS HE CTaBATCS (OTKpPhITAs IyHKTYyaIusl), B
CEPEAVHE CTPOK 3HAKHU MPEMUHAHUS COXPAHSIOTCS.

OOBIYHO PEKBU3UT a/IpecaT IeYaraeTcs B IPaBOM BEPXHEW 4aCcTH
JIUCTA JOKYMEHTA, B IIPEJIEIaX OrPaHUYATEIbHBIX OTMETOK HA
O1aHKax.

02 Imoema 03 Kox mo OKIIO

opramizaunu 04 Koa mo OKVY ]
L R e e T et s i T P R TP h s E
02 m6 HanMeHOBAHHE OPraHH3ALHH 17 I'pud YTRepKIeHHT |
: |
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00nymenmaxl OTHpPABHT A |
109 KoMMYyHHKAIHOHHbIE :
; H KoMMepYecKHe JaHHbIe 18 Pe3 0/H0I{HSA |




IIlpumMepnbl ohopMIIeHHS PEKBU3UTA
aapecar

1. JIOKyMEeHT HAIlPaBJIseTCsl B OPraHU3alNio, B CTPYKTYPHOe
mojapasaesieHue.

MuHuUcTepcTBO KYNbLTYpPbI
Pecnyonuku benapycb
Ooowumn otoen

Ui

MUHUCTEpPCTBO KYNbTYpbl
Pecnyonuku benapycb
HayanbHUKy obLwero otaena
B.N.AHTOHOBY

Ui

MNMpe3ngenty 3A0
“HemaHckuu chapdopoBbIn
3aBon’”

r-Hy lNetpoBy B.W.




2. JIOKYMEHT HANPABJIAKT B HECKOJIbKO OJHOPOIHBIX
OPraHM3alMil WM B HECKOJbKO CTPYKTYPHBIX MOAPAa3aeJIeHUH
OJIHOW OpraHM3aluu. AJpecar YKa3bIBalT 00001IEeHHO.

AgMuHUcCTpauuu
pauoHOB
Flomenbckon obnactu

niun

OunpekTopam Lwwikon,
nuuees U TMMHa3uu




DJIEMEHTHI MOYTOBOI0 A/IPeca HA KOHBEPTAX U
JTOKYMEHTAX YKA3bIBAIOT B MOCJIEA0BATEIbHOCTH,
ycTaHoBJeHHON “IlouToBbiMM npaBuiaamu” Pecny0Jiu
begapych:

° HAMMEHOBaHHUe ajpecara (OpraHum3anuu uin pamuius,
HMSH, OTYECTBO);

* yauua, Ne qoma, Ne KBapTHUPBI;

° HACeJICHHBbIN MYHKT (ropoj, MOCeJI0K);
* 00J1aCTh, KpaH, pecnyoIuKa;

° cTpaHa (Il MeXKAYHAPOAHBIX IMHACEM);
° MHJEKC.

1l
kg




IlouToBBIN aJpec MUILETCH MOCJI¢ HA3BAHUA OPraHU3alluU U
AOJHKHOCTHOrO  Juua. Hawubosiee pacnpocTpaHeHHBIM
SIBJISICTCS CJCAYIOIIUUA BAPUAHT a{PECOBAHUS:

OuvpekTopy HIMO “I'paHaTt”
B.A.PolwynkuHy

yn. CapgoBas, 27
217004, r. l'pogHo - 4
Pecnybonuka benapycb

Ha oagHOM J0KyMeHTe YKa3bIBaeTcsi He 0oJjiee 4YeThbIpex
aapecaroB. Ecim agpecaroB 00Jible, COCTABJIAETCHA CIIMCOK

PaACCbIVIKH, a4 Ha KaKIA0OM JOKYMCHTC HNpPOCTaABJIACTCH
TOJbKO OAMH aJaApccar.



Ilpu anpecoBaHuu TOKYMEHTA YACHHOMY JIUYY BHAYATIE
YKa3bIBAOT (DAMUJIMIO U MHUIIMAJIBI IIOJTy4YaTes, 3aTeM
IIOYTOBBIU aapeEC.

Hanpumep:

Muxaunnosy WU.M.

yn. KoBpoBas, A. 5, kB. 17
201204, r. CMmonsiHbI-4
lopeukun p-H

Butebckas oon.
Pecnybnuka benapycb




AZpEC B MEHCOYHAPOOHOU KOPPECHOHOECHUUU
0(OpMIISIETCS IO MEXKAyHAPOAHBIM CTaHJapTaM: CHadaila
uMs, (paMuIns agpecara, 3aTeM I0M, YJIMIa, [ITaT
(rpadcTBO) M B KOHIIE cTpaHa. Hampumep:

Mr. Harry Potter
4, Privet Drive
Whitley, Warrington

Cheshire, WA4 4ED
\/ ?‘J UK

Y




17. I'pud yrBepxIeHus

YTBepKIeHUE - OBTO OCOOBIM CIIOCOO BBEIACHHS JOKYMEHTA B
NEeUCTBUE. JIOKYMEHT YTBEPXKIAACTCI JAOJKHOCTHBIM JIMIOM WJIN
CHIeNHAIBHO M31aBA€MbIM JTOKYMEHTOM.

[Ipr yTBepXACHHM MJOKYMEHTA JOJDKHOCTHBIM JIHIIOM [PUMd
VTBEPKOEHUA NOKYMEHTA JOJKEH COCTOATh U3:

cioBa Y TBEPKJ/IAIO (0e3 KaBbIUEK);
HAaMMEHOBAHMS TOJKHOCTH JIMIIA,
YTBEPKIAIOIIETO JOKYMEHT;

€ro MOJIMKCH;

MHUIIMAIO0B, (DaMUJINM;

AN Q&K

JIaThl YTBEPKICHUS.



Hampumep:

YTBEPX/IAIO
I'enepanbHbIil JUPEKTOP

OAOQO “IImHcKHH TEKCTHIBL”
Jluunasa noonuce U.B. ComoBa

15.04.2007

[Ipn yTBEpPX)IECHUU HOKYMEHTAa HECKOJBbKHMHU ITOJKHOCTHBIMHU
JUAIAMU UX MOAIIMCHU PACOIararoT Ha OJJHOM YPOBHE.

YTBEPXJ/IAIO

I'eHepaabHBIN TUPEKTOP

3A0 “I'pang”

JInaHas moanucs, A.B. lamkoB
02.04.2007

YTBEPX/IAIO
I'enepanbHbIil JUPEKTOP

OAOQO “IImHcKHH TEKCTHJIBL”
Jluunasa noonuce U.B. ComoBa

02.04.2007




[Ipy yTBEPKIACHHWM JOKYMEHTA MOCTAHOBJICHHUEM, PeIeHHEM,
MPUKAa30M, IPOTOKOJOM TI'pud yrBep:kIaeHusi COCTOUT U3 CI0Ba
YTBEPXKIAEH (YTBEPXKXIEHA, YTBEPXJ/IEHbI wnmu
YTBEP/KJAEHO), HauMeHOBaHHA YTBEPXKAAOIIET0 JOKYMEHTA
B UMEHUTEIBHOM WJIM TBOPUTEIBHOM IIAJI€KE, €T0 AAThl U HOMEPA.

YTBEP/XKIAEHO YTBEP/KIEH
IIpoTokoJ 0011ero Pemenuem o01ero
COOpaHMs aKIIMOHEPOB COOpaHMs aKIIMOHEPOB

19.05.2007 Ne 14 19.05.2007 Ne 14



Pe3omonun HAYaJIbHAKA KOHIIEPHA
«I'epkyiaec» IlonbixaeBa

U Hnoep u E.Ilempog ""3onomoii menenox'

Hekxoropbie HanOos1€€ YIOTpeOUTEIbHbIE PE30JIIOLUM:

«He eo3paorcaro. Hlonvixaes.
«Coznacen. Ilonvixaees).
«lIpexkpacnasn moican. Honvixaes.
«lIposecmu ¢ >tcusnn. Ilonvixaesy.

Pe3oJironnu 00J1ee MHOTOCJIOBHBIE:

«0o0vasumb evicoeop ¢ npukasze. Ilonvixaesy.
«llocmaseums na euo. Ilonvixaesy.

«bpocumo na nepugpepuro. Ilonvixaees).
«Yeonumo 0e3 évixoonozo nocoousn. Ilonvixaees.



Pe30/10nun HAaYaIbHAKA KOHIIEPHA
«I'epkyaec» IloabixaeBa

bopb0a HaYaJIbHUKA C KOMYHOT/A€EJIOM - HOBBIE
CTAHAAPTHbIE TEKCThI PE30JIIOIMIA:

«HA Komynomoeny ne noouunen. Ilonvixaee.

«4mo onu mam, ¢ yma nocxoounu? Ilonvixaee).
«He mewmanme pabomameo. Ilonvixaees).

«A eéam He Hounou cmopooic. Ilonvixaes).
«l'ocmunuya npunaonexrcum Ham — u MOYKA.
Hoavixaee.

«3Haro a eawu wumyuku. Ilonvixaee.

«H kpoeameu ne oam u ymoieanvrnukos. Ilonvixaes.



Pe3omonun HAYAJIbHAKA KOHIIEPHA
«l'epkyiaec» IlonbixaeBa

HaGop pe30oaronui 1Jis1 BHYTHIE€PKYJIECOBCKHX
HYXK/:

«Cnpocume y Cepnvt Muxaunoenwi. Ilonvixaee.
«He mopouvme mne zonoey. Illonvixaees.
«Tuwe eoeutv — oanvuie oyoewn. Ilonvixaesy.
«A ny eac ecex! Ilonvixaee.




18. Pe3oaronusa

Briaoyaer (GaMuiIMM UCHOJHUTEIEH, COACPKAHUE IOPYYCHUS,
CPOK MCIOJIHEHHUS, MOANUCH PYKOBOJAUTEJSA M JAaTy.

02 Smobnema 03 Kox mo OKIIO
opraﬂmaulm 04 Koa mo OKY ]
02 ull6 HauMeHOEAHHE OPTaHH3AIHH 17 T'pu® YTRep:KIeHHSA |
- : I
:0 / HaHMeHOBAHHE CTP YKTYP HOT'O 16 Appecar :
Sazonoson-' noap az,ue.rieunﬂ i
T . :08 ITour oBBIH aapec |
ooxymertme  OTHPABHT &I !
109 KoMMyHHKAIHOHHBIE / :
| HKOMMepecKHe JaHHbIe 18 Pe3 o/roHSA :
;10 B 1o0KyYMeHT A !



Ipumep

(baMHJIMY UCIIOJIHUTEICH

A.B. Conoeéwvesoii

COIEPKAHUE TOPYUYECHUS M.IL. Apvrwesy

Ilpowy noozomoeums npoexkm

Konmpakma c ¢pupmou “Kackao”
k21.12.2007

CPOK MCITOJTHEHUS

MOJIITMUCH PYKOBOIUTENA

aara Juunas noonuce

05.11.2007

I/ /]

Eciin B pE30IIOLIMN YKA3bIBAECTCS HECKOJIbKO UCIIOJHUTEICH,
OMeEemcmeeHHbIM 32 UCTIOJIHEHUE NOKYMEHTA SIBJISIETCS NEPBoe
JIUYO B CITUCKE, OCTAJIbHBIC MPUBJICKAIOTCSA KaK COUCIIOJTHUTEIIMU.



Ecnau B pe30JioMu yKa3bIBA€TCA HECKOJIBLKO UCIIOJIHUTENEH,
OTBETCTBEHHBIM 32 UCIIOJIHEHUE TOKYMEHTA SIBIAETCS JIUIIO,
YKa3aHHOE B CIIMCKE MEPBBIM, OCTAIbHbBIE IPUBJICKAIOTCS KaK
COUCIIOJIHUTEIIH.

Pe3omionusi MUIIETCS OT PYKH U pa3MEIIaeTCsl B BEPXHEM MPaBOM
yIJ1y HaJ TEKCTOM JoKyMeHTa. IIpu HanmucaHuM Ha IOKyMEHTE
BTOPOM U MOCIECAYIOIMNX PE30JIIOIUMNA OHU pacHoiaraloTcs Ha
J1F000M CBOOOJHOM MECTE JIMIIEBOM CTOPOHBI JOKYMEHTA.
JlommyckaeTcs oopMIIEHHE PE30JIIOLMN Ha OTACILHOM JIUCTE-
nopydyeHuu. OiHaKO Takas (opma HeXelaTelbHa, TaK KaK MOYKET
IPUBECTH K OTEPE PE30IIOIUM JIM00 e€ 3aMeHe. [lopyuenue
MOJAIIMBAETCS B AEJI0 BMECTE C JIOKYMEHTOM, HO HE IIPUKPEILIACTCS
K HEMY.



19. 3aroj1oBoK K TEKCTY

BxiirouaeT kpaTkoe coaepKaHue JOKYMEHTA, JI0JKEH OBbITh
MaKCUMAJILHO KOPOTKUM M TOYHBbIM. OH HE0OXOauM AJ1s1
3((HEKTUBHOIO MOKCKA, PETUCTPAIIMU JOKYMEHTa 0€e3
peIBApUTEIBHOIO IPOYTECHUS BCErO TEKCTA.

ElO B 1oKyYMeHT A

! 12
11 Jlata  Ne
13HaNe ot

20 :14 MecTO CcOCTABJICHHSA /
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B oqHO# cTpOKe 3aro/i0BKa A0J2KHO ObITH He 00Jiee 28 3HAKOB.
B KkoHue 3arojioBka ToOYka He CTaBUTCHA. 3arojioBOK
PAMMAMUYECKU CO2NACYEMCSl C HAUMEHOBAHUEM 8UOA OOKYMEHMA,
OTBEYasi HA BONMPOCHI ‘0 yeM ?” vy “‘yero ?”

Hanpumep:

B nmuceme (ouem ?) O cpoxkax MOCTABKH NMPOAYKIHUH

B npuka3se (o0uem ?) O cO3IaHMHU IKCIIEPTHOM KOMHUCCUH
IIpaBuia (uero?) BHYTPEHHEI0 pacnopsijaka
IIpoToxoJ (uero?) 0011ero COOpaHus CTyAEeHTOB

AKT (uero?) CIIMCAHUS UMYLIECTBA

K TekcTy 10KyMeHTOB, 0(hopMIIeHHBIX HA OJ1aHKaX opmara AS,
3ar0JI0BOK MOKHO HE COCTABJISATD.



20. OT™MeTKAa 0 KOHTPOJIE

CraBurcs AOJIZKHOCTHBIM JIMIIOM WJIH MOAPA3ACIACHUEM,
OCYHICCTBJIAKIINM KOHTPOJb UCITIOJTHCEHHUA TOKYMCECHTOB. OTMeTKy
0 KOHTPOJIC ITPOCTABJIAIOT HA JICBOM I10JI€ TOKYMCHTA PSAA0OM C

3ar0JIOBKOM K TeKCTY B Bujae OykBbl K , c10BOM mim mrammom
“KOHTPOJIB”

:10 Bun moxymeHTa

[
11 Jara  Ne 12
:13 HaNe ot

20 14 MecTo cocTaB/IeHHA
[

E—— 19 3aroJI0BOK K TEKCTY

OcHoqiun
21 Teker

QOKYMeHIUE




21. Teker 1okyMeHTA

TekcT - OCHOBHOM M BAXKHEUIIIUY PEKBU3UT JOKYMEHTA. TE€KCTHI
JTOKYMEHTOB O()OPMIISIFOT B BUJIC AaHKETbI, TA0JIMIIbI, TEKCTA WU B
BUJIE COCIMHEHUS ITUX CTPYKTYD.

TexcT nokymeHTOB Ha Oj1aHkax hopmara A4 meyaTaroT C
MEKCTPOUYHBIM HHTEPBAJIOM I0JIYTOPHBIN, HA OJaHKax opMara AS
- ¢ MEKCTPOYHBIM UHTEPBAJIOM OJIMHAPHBIN.

Pexomenayercs npuMeHsaTh mpudT Times New Roman pazmepom
12 vy 14 myHKTOB.

Kak nmpaBuiio, TEKCT COCTOUT U3 JIByX YaCTEH:

= B HepBOﬁ JaCTH YKA3bIBAKOTCA IPUYNHbI, OCHOBAHHU, IIC/IN
CoCTaBJICHHUA JOKYMCHTA

= BO BTOPOW - BBIBOJbI, NPOCHOBI, MPEIJI0KEHUS,
pacnopsizkeHusi, peKOMEHIAUU.



Eciy TeKCT COAEPKUT HECKOJILKO PEIICHUM, BBIBOIOB U T.II.,
TO €ro CjaeayeT pa30OMBaTh Ha pasaesibl, MOAPAa3dAeJabl, IYHKTbI,
MOANYHKTBI, KOTOPbIE HYMEPYIOTCS apaOCKUMHM IHdpaMu

1. Pa3nen
1.1. Ioapa3zaea

1.1.1. IIyHKT
1.1.1.1. IMoanmyHkKT




22. OT™MeTKAa 0 HAJIMYUH NPUI0KECHUSA

Eciiv npujiokeHre Ha3BaHO B TEKCTE JIOKYMEHTa, TO 0TMETKA
odopMIIsieTCs MO PEKBU3UTOM TEKCT OT PAHUIBI JIEBOIO IOJISI
CJEAYIOIIUM 00pa3oMm :

IIpuiaoxkenue: Ha 3 J1. B 2 3K3.

Ecan IIPUJIOKCHHUEC HEC HA3BAHO B OCHOBHOM TCKCTC JOKYMCHTA,
TO B OTMETKE H606XOI[I/IMO YKa3aTb €10 HAUMCHOBAHHC,
KOJINYIECTBO JIMCTOB U KOJINYECTBO IK3.

Hanpumep:

Ipuioxenue: 1. Konrpakr or 20.07.2007 N21/3 na 5 a1. B 2 3K3.
2. Akt npuema paoort 0115.09.2007 N17 Ha 1 a1. B 4 3K3.




Ipuiio:xeHnuss HyMepyroTcs apadckumu nudpamu 0e3 3HaAKa
Ne (HampuMep: COrIacHO NpuJIoKeHuIo 2, Ipuiaoxkenue 3 K ....
IIpu HyMepauuy HECKOJbKUX NMPUJIOKEHUH CJIeyeT MUCATh:
COIVIACHO NMpuIoKeHusMm 1 - 4.

IIpu HAJIUYUHU NPUJIOKEHUH K JOKYMEHTaM
NH(POPMALMOHHOIO XapaKTepa (MucbMaM, A0KJIATHBIM
3alMCKaM, CIIPABKaM, aKTaM M T.IL.) IOJ TEKCTOM OCHOBHOI'0
JOKYMEHTA (10 peKBU3UTA ""moanmuch'') aemaerca orTMeTKa:
Ipuioxenue.

Ecin Kk JOKYMEHTY NPWIaralT ApPyrom 10KYMEHT, TAKKe
UMEIIMHA NPUJI0KEHHE, 0TMETKY 0 HAJUYUU NPUJIOKECHUS
ohopMIIAIOT CJIeaYIOIIUM 00pa3oM:

Ipuaoxenue: gorosop apenast ot 18.01.2007 Ne 3-25 u
NPUIOKEHNE K HemMy, Bcero Ha 16 J1.




23. Iloanuckw

B cocraB pekBU3UTA BXOAAT:

J HAMMCHOBAHHUC J0/I>KHOCTH JIMIHA, HOAIIMCABIICIO JOKYMCHT,

J JIMYHAA MOANMUCH U ee paciuudpoBka (MHUIMAIBI, (hamMuius).

' I

: 21 Texer :

I |

I I

l |

' |

:’2‘2 IIpunioxenue :

l |

123 JJOJKHOCTD JIHIA, / '

|

MOAMHCABIIIEr0 JOKYMe nuce H.O. PamMuIHA :
Oghropynsn- L |
rouan :-8 OTMeTKa O - :
HACHH 3B epeHHH KOIHH ~ !
ooxymerméi> TPHG coracopanus |
25 |

125 BH3BI I

l |

| |




Ilpumepni:
1)

HcnomHuTEIbHBIN
TTUPEKTOP Jluunas noonuce K.A JlaOyTun

Nau (ecam 1okyMeHT 0(popMJICH He Ha OJIaHKe)

HcnomHuTEIbHBIN
aupektop HIIO “Opa”  Jluunas noonuce K.A. JlaOyTuH

2) Ilpu moaAnMCaHMM JOKYMEHTA HECKOJIbKHUMM JT0JKHOCTHHIMH
JIUIAMH

['eHEepanbHBIN JUPEKTOP lloonucw A.Il. 3opun

[ maBHBIN OyXTanaTep lloonucw 1O.B. Kapnuk




3) [Ipumep noanmrcanuss JOKYMEHTA HECKOJIbKUMM JIMIIAMHU PABHBIX
JTOJKHOCTEU

3aMEeCTUTEIb MUHUCTPA 3aMECTUTEIIb MUHUCTPA
toctuiu Pecnnyonuku bemapycs  punancoB Pecniyonuku benapych

Jluunas noonucoe  B.M. Cunnae  Jluunas noonuce  A.ll. 3epHOB

4) IIpumep noanvcanus TOKyMEHTA KoMuccue,

IIpeacenarens komuccun Jluunas noonuce J{.B. JlopoHnH

YjieHbl KOMUCCUU Jluunas noonuce K.M. JlypoBa
Jluunas noonuce C.T. Hunbckas
Jluunasa noonuce B.A. SIkynuH




B cJiydac oTCyTCrBUA J0J’KHOCTHOI'O JIMIIA:

e2o
u.0. YHnpasJjasouu# pupmon

He nomyckaercs:

3@ YHupapjiadmoumuu pupMon  mOANKUCH
d.C.Iopues

/ Ynpapiadgwoumuin pupMonn  NOANKUCH
d.C.Iopues

@d.C.Iopuee
- P-CemeHoB—

N.®.CemeHoB

N.P.CemeHoB



24. ' pud npuiioxeHust

PekBuszur I'pud npuiaokeHHs COCTOUT U3 CJIOBA
"IlIpunoxxkenue", ero NopsAKOBOro HoMepa (Ipu
HEOOXOJIMMOCTH), Ha3BaHMS BHJA JOKYMEHTa B JaTeIbHOM
MaJIexKe, €ro JaTbl U HOMEpA.

[Ipunoxxenne JOKHO UMETh 3aroJI0OBOK U I'PU(, KOTOPBIE
CBA3BIBAIOT €r0 C OCHOBHBIM JIOKYMEHTOM. Ha nmepBom Jiucte
MIPUIOKEHUSA B IIPABOM BEPXHEM YITIY TIOMEIIACTCA OTMETKA,
YKa3bIBAKOIIAsA, K KAKOMY JJOKYMEHTY OTHOCUTCS NPUIIOKEHUE.

IIpuMep NPUIIOKEHUA K PACTIOPSAUTEIbHOMY JIOKYMEHTY:

[Tpunoxenue 2

K IIPUKa3y JAPEKTOPA UHCTUTYTA
ot 25.01.2007 Ne 19




25. I'pud coruracoBanus

CoriacoBaHue — 3TO OlleHKA MPOEeKTa JOKYMEHTA, TO €CTh
IIPOBEPKA 1E7€CO00Pa3HOCTH U CBOCBPEMEHHOCTH JOKYMEHTA,
COOTBETCTBHS €0 JICHCTBYIOIIMM HOPMAaTUBHBIM aKTaM,
PEAIbHOCTH BBITIOJHEHUSI MEPOIPHUITHUH.

Coriacoanue
BHEILHEe BHYTPEHHeEE
L//’\ opopmasiercs l\\\i
rpUPOM COIIACOBAHUS BH30M
WJIH NPOTOKOJIOM
COIJIACOBAHMSA

TOKYMEHTA



Bapuantsl rpuda coriiacoBaHus

v/ |oraenmeane CROHKPETHb
HOJIZAKHOCTHBIM

J COIJIAaCOBAHHUC C KONJICIHNAJIBHBIM OPraHoM




PexBu3uT rpud corjiacoBaHusi COCTOUT HU3:

e caoBa COIJTIACOBAHO

° HAMMEHOBAHMSA JOJKHOCTH JIMIIA, C KOTOPbIM COIVIACOBAH
JOKYMEHT (BKJIIOYasd HAMMEHOBAHUE OPTraHU3aIMH),

* JIMYHOM NMOANHUCH, €¢ pacIIn(pPpPOBKH
* 1AThI

COITTACOBAHO
PexTop UHKeHepHOU aKkaeMUHu
Juunas noonuce A.Jl. KopoJjies

18.01.2007




Ecan corytacoBaHue oCylIeCTBIACTCH NMUCbMOM, IIPOTOKOJIOM U
aAp., rpu@ coriracoBaHus opopMJasieTcs CJAeAYIUM 00pa3om:

COINTACOBAHO
IIucemo MuH3apaBa

PecnyOumkn beaapych
30.01.2007 Ne 45/02-08

HJIN

COITACOBAHO
IIporokoJ 3aceqanus
IIpaBJieHus CTpaxoBOH
komnanuu "'Ilinanera"

29.01.2007 Ne 10



OdopmnaeTca B HUXKHEU NIeBOM YAaCTU CTPaHULUbI OT rpaHULbI JIeBOro
nons noa pekBuautamm Tekct, OTMeTKa 0 HaNnU4Ynm NPUNOXeHUs "
NMNoanuckb.

21 Teker

22 TpujoxeHue

23 10J:KHOCTD JIMLA,
noanucasmero 1okymMeHtT Iloamucs  M.O. ®amuinusa

Ogopmns-
rowas 29 OTMeTKa 0
qacmo 3aBEPEHUU KONUHU

ooxymenma?> TP cornacosanus

26 Bu3bl




26. Bu3bl

ITO MOAMUCH CIICHMATUCTOB OPraHU3AIMH, KOTOPbIE Y4acCT-
BOBAJIM B COCTABJICHUU JOKYMEHTA WU MPOBOAUJIHA €r0 OLCHKY C
TOYKHU 3PEHUA NPABUJIBLHOCTH U3JI0KEHHON B HEM HH(OpPMALUH.
Ipumep

TOpHUCKOHCYJIbT
Ioonucw N.0. KpaBuos
05.02.2007

B ciiyyae HaIMuus 3aMeYaHUU:

TOpHUCKOHCYJIbT

Ioonucw N.0. KpaBuos
3amMeyaHusa NpUJIararTCcH
05.02.2007




Croco0bl1 y10cTOBEepEeHMA TOKYMEHTOB

6/ Ilognmucanue

v/  yrtBepxmeHume
v  TIpocraBieHue medaru

YaocToBepeHUue TOKYMEHTOB ABJISETCH (hopMoH
BbIPAKCHUA OTBETCTBEHHOCTH 32 UX COMCPKAHME U
3aKOHHOCTH



"Ona uzenexkna uz wikaga OJTUHHYIO 0ePeBAHHYIO
CMOEUKYy, Ha KOMOPOU NOKAYUBAIL0Ch MPUOUAMDb
uiecms wimemnesieil ¢ mojiCmeHbKUMU
JIAKOBBIMU 207106KAMU, U, NPOBGOPHO BbIHUMAA U3
2HEe30 HYXCHble neuamu, NPUHATAC
OMMUCKUBAMb UX HA Oymazax, He mepnAuuUx
omaazamenvcma. "

N.Uabd u E.IlleTpos "3os0T0M TE1eHOK"




27. Ileuarn

21 TekcT

22 TlpujioxxeHue

23 10/:KHOCTD JIMLIA,

MOANMCABIIET0 JOKYMEH )
Ogopmn- y @

owasn

uacmo
doxymenma?> TPU( cornacosanus

26 Bu3bl

MUCh N.0. ®amuans

OTTUCK NeyaTun crieayeT NPOCTABNATb TakK, YTOObLI OH
3axBaTblBas 4YacTb JIMYHOM NOAMNUCU HA PEeKBU3UTEe
Mognuck nuua, noanMcaBLUEro 4OKYMEHT.







FepﬁoBaﬂ nevars 3aBCpACT HOMJIMHHOCTD ITOAIINCHU JOJIDKHOCTHOI'O
JINIIA HAa JOKYMCHTAX:
* HIPCAYCMOTPCHHBLIX COOTBCTCTBYIOIIMMHU HOPMATUBHBIMHA

aKTaMU;
* YIOCTOBEPSIONINX ITpaBa (PU3NUECCKUX U FOPUIAYECCKUX JINLI;
* (DMKCHUPYIOIIUX (PAKThI, CBI3aHHBIE C (PUHAHCOBO-
XO3IMCTBEHHOU JIEATEIBHOCTHIO OpraHU3aIvuy 1 T.].

Ilpocras meyarb CTaBUTCA Ha
* KOIUAX JIOKYMEHTOB;
* PA3MHOXXEHHBIX IK3EMILIAPAX PACIIOPSIIAUTEIBHBIX

JIOKYMEHTOB; —
T
° COpaBKax M T.JI. D :



28. OT™MeTKa 00 HCITOJTHHUTEJIE

OTmeTKa 00 ucnonHurtene

BW“”(ﬂﬁ"ﬁnnnm (wau, GaMHUINI0, HMSI, 0TYECTBO)
MCIIOJTHUTE/ISI JOKYMEHTA

6/ HOMEP ero TejieoHa

OTMeTKY 00 UCIIOJTHUTEIE PACIIOJIATAI0T HA JULEBOH WU
000pPOTHOM CTOPOHE MOCJIEAHEr0 JUCTA JOKYMEHTA B
JIEBOM HHKHEM YIJIy, HAlIpMMep: ™~

IleTpos
924 45 67

HJIN

IlerpoB UBaH BacuibeBuu
924 45 67




29. OT™MeTKa 0 3aBepeHUHU KOIIUH

He00X0AMMa NPH 3aBEPEHUH COOTBETCTBHUA KOIUHU

NOKYMEHTA NMOAJIMHHUKY. OTMETKA COAEeP/KUT 3aBEPUTEIbHYIO
HAANMUCH BepHOo; T0IKHOCTD JIMIA, 3ABEPUBILET0 KOIMUIO;
MOANKCH; PACIIU(PPOBKY NOANMUCH; ATy 3aBEPEHUS,
HAIIpuMep:

BepHo

MeHemxep mo nepcoHay Hoanucek JI.LU. I'panos
23.01.2007

JIJ151 3aBepeHus HanboJlee BaKHBIX JOKYMEHTOB MPOCTABJIsSIETCS
neYarh.

OTmeTKa 0 3aBepPEeHUN KOMUU pacnioiaraercs HHxe
pexBuzuta lloanuce.




30. OT™MeTKa 00 UCIIOJTHEHUH JOKYMEHTA

1 HANIPABJIEHUH €r0 B J1€J10

BKJIIOYAET CJeAyIolHe JaHHbIe:
v cjoBa “B geno”; nomep jiesia, B KOTOPOM OyaeT Xpa-
HUTBLCS JOKYMEHT; IOANNCEH U ATy, HalpuMep:

v KPaTKue cBeleHHs 00 HCIOIHEHNH, €CIN OTCYTCTBYET
JTOKYMEHT, CBHIeTeJIbCTBYOIINI 00 UCTIOJTHEHUH, UJIU
MPY HAJTMYUHN TAKOT0 JOKYMEHTA, CCHLIJIKY HA ero Jaty U
HOMeEp;

B noeno 1-5.
OTtnpaBneH dakc ot 01.04.2007 Ne1297
NMNoanuce 00.00.0000




31. OT™MeTKA 0 NOCTYIVICHUHU JOKYMEHTA

(perucTpaliMOHHBIA IITAMII BXOAAIIUX JOKYMEHTOB)
Conepxur:
° COKpAalllecHHOe HAUMEHOBAHUE MPEeANPUATHS;
°* MOPSAKOBbLIA HOMEP;

° ATy NOCTYIJICHUS JOKYMEHTAa ( MPU HEOOXOAUMOCTH —
Yyacbl, MUHYTHI).

HMO «Mup»
Bx. Ne 0063
Hanpumep:
pUMEp 20.01.2007
30 OTMeTKa 00 MCIOJTHEHUN 31 OTMeTKa O
JAOKYMEHTA U HallpaBJICHUH MOCTYIJICHUH
ero B J1eJ10 HOKyMEHTa

32 OTMeTKa 0 MepeHoce JAHHBIX HA MAIIMHHBIA HOCUTE/Ib
(MaeHTU(PUKATOP FICKTPOHHOU KOMMM TOKYMEHTA)



32. OT™MeTKA 0 MepeHoce JAHHbIX HA
MAIIMHHBINA HOCUTEJID

PekBn3uT pacnonaraeTtcs Ha HWKHEM None nepBoro fMcTa
OOKYMeHTa.

PekBuU3nT BKrro4aeT 3anucb «MHopmMayus nepeHeceHa Ha
MaWUHHbIU HOCumesb», NOANUCH NMUAa, OTBETCTBEHHOrO 3a
nepeHoc, U aaty nepeHoca.

ITOT PEKBU3UT MOKHO O(DOPMUTH B HUIKHEM KOJIOHTUTYJIE
KQKJIOW CTPAHUIIbI JOKYMEHTA, TJI€ YKa3aTh HAMMEHOBAHUE
(haiiyia Ha MAIIMHHOM HOCHUTEJNE, (DAMUJIUIO ONIeparopa U Aary
[IEPEHOCA, HAIIPUMED: NG

C:\Documents\let29.doc







Koneu!




