Munaxkosa K.C., I'aBpunona E.H.
SI3bIK 1eJI0BBIX JOKYMEHTOB B cepe IKOHOMHUUYECKOI 0€30IIaCHOCTH

JlenoBOM JTOKyMEHT SIBIISIETCS PA3HOBUIHOCTBIO HEMyOJIUKYyeMOro, T. €.
IpeIHAa3HAaYEHHOIO JJIs OAHOKPAaTHOrO MCHOJb30BaHus. Ero umemp — 2310
IPUHATHE WM UCIOJHEHHE HEMOCPEICTBEHHBIX YIpPaBJIEHYECKUX perieHuidl. OH
COJICP>KUT TEpPBOHAYAIBHBIE HUCXOAHbIE (DAKTHUECKHE CBEACHHUA, IOKa3aTelu,
napamMeTpbl U T. H. U SBJISETCS CPEACTBOM M PE3YyJbTaTOM YIPABIECHYECKOMN
JESITEIbHOCTH, TIOCKOJBKY yIpaBlI€HHUE OOIIECTBOM, OTPACIbi0 HAPOIHOTO
XO035MCTBA WM TPEANpUsATHEM (OpraHu3alueil, Y4YpeKIECHUEM) MpPEICTaBIISET
co0O0H C TOYKM 3pEHUSI TEXHOJOTHH IMPOIECC MOJydYeHHs], 0OOpabOTKHU U Mepeaadu
uH(popManuu.

[Tonapnstoiiee OOJMBIIMHCTBO HCIOJB3YEMOU B yHpaBiieHUM UHGOpMaluu
¢ukcupyercs. MarepuanbHbIM ~ HOCHUTEJIEM  (UKCHPOBAHHON  MHGpOpMaLUH
SBJIAETCS IOKYMEHT.

Cpenu 1ej10BbIX JOKYMEHTOB BbIACISIIOTCH

- UH()OPMALIMOHHBIE;

- JIOKyMEHTBI KOJUIETHAJIbHBIX OpraHOB (CIy>KE€OHbIE MUChbMA, TEJIErPAMMBI,
TeneOHOrpaMMBbl, CIIPABKH, TOKJIaIHbIE, TOSICHUTEIbHBIE U CITy>KEOHBIE 3aIIUCKH);

- pacnopsIUTeIbHbIE (IOCTAHOBJICHMS, PELICHUS, IPUKA3bl, PACTIOPSKEHUS );

- OpraHu3aloHHbIE (TIOJI0KEHHUSI, YCTaBbl, HHCTPYKLIHUHN);

- JIOKYMEHTBhl MO JMYHOMY COCTaBy (3asBJIEHUS O NpHUEME Ha padory,
XapaKTEPUCTUKH, TPUKA3bI 110 JUYHOMY COCTaBY, IO KOHTPAKTHOW CHCTEMeE Haiima
pabOTHHUKOB);

- JIOKYMEHTBHI 1O XO3SMCTBEHHO-IOTOBOPHOM JEATEIBHOCTU (IOTOBOP
IIOCTaBKH, MOAPSAA, O MaTepHaJbHOM OTBETCTBEHHOCTH, XO35HCTBEHHBIE
JIOTOBOPBI B IMOCPENHUYECKON JEATEIbHOCTH, KOMIUIEKT JOTOBOPOB IO CO3/IAHMIO
HOBBIX (OpPM XO35AHCTBOBaHMS, KOMIUIEKT JIOTOBOPOB O B3aMMOOTHOIICHUSAX
NpEeAnpuaATas U 0aHKa);

- TOKYMEHTBI M0 X035 CTBEHHO-ITPETEH3NOHHOM AEATEIbHOCTH (IIPOTOKOJIBI
pa3HoOIJIacuid K JOroBopaM, KOMMEPYECKHE AaKThl, NPETEH3HOHHBIE IUCHMA,
MCKOBBIE 3asBJICHUA);

- y4eTHO-(prHaHCOBBIE (OOpMIIEHUE OTKPBITUS cueTa B OaHKe, 3asBIICHHE-
0053aTeNbCTBO, OTKA3bl OT AKIEMNTA, aKThl, TPYIOBbIE COTJIAIICHHUS, TIOPYUYEHUS);

- JIOKYMEHTBI MO BHEIIHEIKOHOMUYECKON AESTENbHOCTU (IO OpraHu3aluu
BHEIITHEAKOHOMUYECKUX CBSI3€M U CO3/IaHNI0 COBMECTHBIX MPEIPUATHI ).

JlenoBbie JTOKYMEHTHI KJIACCU(PUIMPYIOTCS MO pPa3ju4HbIM MpU3HAKAM:
CTaIUsIM CO3/IaHUsl, CIOXHOCTH, CPOKAM HCIOJHEHUs, Ha3HAYEHMIO, TJIAaCHOCTH,
CpokamM  XpaHeHws, ¢GopMe, TIOCTYIUICHHIO  (CIy>)KeOHblE W  JIMYHBIC),
IPOUCXOXKJECHUIO  (BHYTPEHHHE U BHEIIHHE), HAIPaBICHUIO (BXOMSIIME U
UCXOJISIINE) U JIP.

['1aBHBIM 3JIEMEHTOM JOKYMEHTa SBJISIETCS TEKCT. TEKCT pacKpbIBaeT
OCHOBHOE COJIEpKaHUE JOKYMEHTA.



B n11000M [1€710BOM JOKYMEHTE OH COCTOMT M3 JIOTUYECKH BBICTPOEHHBIX
4acTel: BCTYIUICHHUs, 1OKA3aTeJIbCTBA, 3aKIIOUECHUS.

Tekcr nenoBOro MOKyMEHTa JOJDKEH OTBEYaTh CIEAYIOIIMM OCHOBHBIM
TpeOOBaHUAM: JOCTOBEPHOCTh M OOBEKTHUBHOCTH COJEPIKAHMS, HEUTPAIBHOCTH
TOHA, TMOJHOTAa MH(QOpMAIMM, MaKCUMajbHas KpaTKOCThb, yOeauTenbHOCTh. [lpu
oopmIIeHUN TEKCTa JENOBBIX JTOKYMEHTOB MOTYT HCIOJIB30BaThCS CIEAYIOLINE
TUIIBI 3aIIUCH:

JIuneiinas - 3amuch, 00JagaroNIasi CaMOCTOSITENIFHOCTHIO B O(OPMIICHUU
MBICITH, C TTOJIHOCTHIO O(POPMIICHHBIMH TPEIOKECHUSIMH, KOTOPbIE COOTBETCTBYIOT
TpeboBaHMSIM  ODUIINATHLHO-IETOBOTO  CTWIS  (aBTOOWOTpaduu, 3asBICHHS,
OOBSACHUTETBHBIE 3aITUCKH, JI€JI0BbIE TUCbMA, MHCTPYKIUN ).

3amuch B BHJEC TEKCTOB-aHAJIOTOB, OTIMYAIOIIASICS OT JUHCHHOM OOJbIICH
CTaHJAPTHOCTBIO, COBIIAJIEHUEM LEJOr0 psifa S3bIKOBBIX H TIpapUUYECKUX
KOMIIOHEHTOB (TIPUKa3bl, pELICHUS], TOCTAHOBJICHHUS).

Tpadaper - TpaguuuoHHas JMHEWHAs 3aMuch, HO ¢ MpPoOeTaMHu, KOTOpbIE
3aIlOJIHAIOTCS IEpEMEHHON HH(OpMAaLMel; UCIIONIb3YIOTCA B TUIIMUHBIX CUTYalUAX
(cripaBKH, KOHTPAKTBHI, TOTOBOPHI).

AHKeTa - TepeyeHb 3apaHee NoJ00paHHBIX BoOmpocoB. OTianyaercs OT
Tpadapera TeM, 4TO sBiseTca Oosiee APOOHOM, BONPOCH U OTBETHl MOTYT UMETh
KaK OJIMHAaKOBYIO, TaK U pa3Hyio (popMmy, BOIPOCH U OTBETHI PacIoyiaratoTcs Mo
BEPTUKAIN (JIMYHBIN JIUCTOK MO YUYETY KaJPOB).

Tadauua - COBOKYNMHOCTh JIaHHBIX, NPEJICTABICHHBIX B LHU(GPOBOW WIH
CIIOBECHOM (opMe M 3aHECEHHBIX B Tpadbl BEPTUKAIBHOW M TOPU3OHTAIBHOU
IJI0CKOCTEN (Tabenu, pacu€THbIE BEJOMOCTH, IITATHOE PACIUCAHUE U JIP.).

®opMa, B COOTBETCTBHH C KOTOPOH COCTaBIISICTCA JOKYMEHT, ONpeneseTcs
TpedoBanusiMu ['OCToB 1 JeHCTBYIOIIMMU MPaBUJIAMHA O(POPMIIEHUS] JOKYMEHTOB.
B ciywae OTCyTCTBHsSI 3aKOHOJATENBHO 3aKPEIUIEHHBIX PEKOMEHIAUUd 110
COCTaBJICHUIO IOKyMEHTA MPUOETAIOT K CIOKUBIICHCS MPAKTUKE UX 0POPMIICHHUS.

CocrtaBHble  4YacTH  JIOKyMEHTa  (€ro peKBU3UThI)  OIpPEIEISIIOTCS

pexomengarusimu [OCT P 6.30 - 2003. "VaudunmpoBaHHas cucreMa
OpPraHU3alMOHHO PACTIOPSAUTEILHON JOKyMeHTauu. TpedoBaHus K 0(hOPMIICHUIO
JIOKyMEHTOB".

JIJist KaK0¥ pa3HOBUIHOCTH JOKYMEHTOB HAOOP PEKBU3UTOB OIMPEACIIACTCS
OTHEIbHO B cooTBeTcTBUM ¢ TpeboBanusmMu ['OCTa, I'paxkmaHckoro uiamn
Hanoroporo kojekcoB P®, apyrumMu OpUAMYECKMMH aKTaMH, a TaKke
CIIOXUBIIEHCS  MPAKTUKOW  Jenonpou3BojcTBa. OTCYTCTBUE  00s13aTEIbHBIX
PEKBU3UTOB  JIOKYMEHTa MOKET TIIOBJieYb 3a COOOW MpHU3HAHUE  €ro
HEJCHCTBUTEIbHBIM, a 3HAYUT OCBOOOAUTH TapTHEPA OT 0O0S3aTEIBbCTB,
3a()MKCUPOBAHHBIX B TAKOM JJOKYMEHTE.

JIenoBOM JOKYMEHT HMMEET IOPUAMYECKYIO CHIIy, KOTJa €ro IpaBoBas
GyHKIUS  JOTMOJHSAETCS COOTBETCTBYIONIUM COCTaBOM M PACIHOJIOKECHHEM
PEKBU3UTOB, COOTBETCTBYIOIIMMHU BHEIIHUMH MPU3HAKAMU, BPEMEHHBIMU H
TEPPUTOPUATBHBIMU TPAHUIIAMHA U 0OBEKTAMU €T0 JCHCTBUS.

PexBu3ut (J1at. requisitum — tpedyemoe, HEOOXOAMMOE) — COBOKYITHOCTB
00s13aTENBHBIX JTAHHBIX, 0€3 KOTOPBIX JOKYMEHT HE MOXKET ObITh OCHOBAHHUEM LIS



yuyeTa U HE UMEeT IOPUAWYECKOM Cuibl. JT0 o00sA3aTenbHBIE JaHHBIE,
YCTAaHOBJICHHBIE 3aKOHOM WJIM IIOJIOKEHUSMH JUIsl  JIEJIOBBIX JIOKYMEHTOB.
OtcyrcTBHE XOTS OBl OJHOTO M3 PEKBU3UTOB JIMIIAET €ro JepKares
BO3MOKHOCTH HMCIIOJIb30BATh JOKYMEHT 110 HA3HAYECHHUIO.

Odopmienne JOKyMEHTa — 3TO IPOCTaBIEHNE HEOOXOAUMBIX PEKBU3HUTOB,
UX HallMCaHUE U PaCIIONOXKEHHE Ha OJIaHKeE.

Jig yHUPUUIMPOBAHHBIX (POPM TOKYMEHTOB IMPUMEHSIOT Oymary (popMaToB
A3, A4, A5 u A6.

JlenoBoil JOKYMEHT C HCIOJb30BAaHHEM PEKBU3UTOB OGOPMISIOT B
COOTBETCTBUH C (POPMYIISIPOM-00pa3oM, €IUHOW MOJAENBI0 MOCTPOCHUS (POPMBI
JIOKyMEHTA, yCTaHaBJIMBAIOIIEH 00JacTh MPUMEHEHU, (POPMATHI, pa3Mephl MOJIEH,
TpeOOBaHMSI K MOCTPOEHUIO KOHCTPYKLUHMOHHOW CETKM M OCHOBHBIE PEKBHU3UTHI.
JlenoBble JTOKYMEHTBI, KaK MpaBUJIO0, UMEIOT MOCTOSHHO ACHCTBYIONIMN OnaHK
JOKYMEHTa — CTaHJapTHBIM JIMCT OyMard C BOCHPOM3BEJECHHOM Ha HEM
NOCTOSSHHOW ~ MHpOpMalMe U MeCTOM, OTBEIEHHBIM Il [EPEMEHHOM.
[TocrossHHass uHpoOpManus cooOOIIAeT Ha3BaHUE OpraHu3aluu (y4peKIeHus,
OpeanpusThs), ee aapec, Homep TenedoHa win ¢gakca; nojJ NepeMeHHON UMEIOTCS
B BHJy JOKyMEHTHass HHQOpMAIMs, a TakKe DOJEMEHThl [paBOBOIO U
JEJIONPOU3BOACTBEHHOIO  OoQopMiIeHHsT  (MCXOOAUIMM  HOMEp,  IMOAINMUCH
JOJKHOCTHOTO JIUIIA, [1eYaTh).

Jns xaxgoro ¢opmata (A4 m AS) ycTaHaBIMBaKOTCS JBa BapuaHTa
pa3MENIEHUs] PEKBU3UTOB: YTIIOBOW U MPOAOJIBbHBIN.

IIpu coctaBieHun U 0HOPMIICHHH JOKYMEHTOB OOS3aTE€NIbHO YKAa3bIBAIOTCS
YUpEKJICHUE-aBTOp (Kak MpaBWIO, YKa3bIBaeTCs Ha OJIaHKe), BHUJ JOKYMEHTa
(kpoMe muceM), 3arojloBOK, aJpec M Jara, OTMETKa O COIJacOBaHUM TEKCTa,
YAOCTOBEpEHUE JIOKYMEHTa (MOJIMUCh, YUpPEXKICHHE, Te4yaTh), OTMETKAa O €ro
IIPOXO’KJIEHUN U UCIIOJIHEHUU.

B oTmenpHBIX AOKYMEHTaX MOKET OTCYTCTBOBaTh 4YacTbh PEKBHU3UTOB. K
YHUCITy 00513aTeNbHBIX OTHOCSTCS PEKBU3UTHI, JAIOIINE JOKYMEHTY HOPHINYECKYIO
CIJly ¥ TIOBBIIIAIOIIME ONEPAaTUBHOCTh €ro  MOJArOTOBKH, 00paboTKH,
UCITOJIb30BAHUSI.

JlenoBass MTOKyMEHTALUsl SABJISETCA Ba)XHOM COCTABIAIOLIEH ACATEIBHOCTH
CHELMATUCTa 10 IKOHOMHUYECKOW 0e30MacHOCTH. JTa mpodeccus I0CTaTOYHO
MOJIOJa W BBICOKO BocTpeOoBaHa. Cnenuaiuct B cdepe IKOHOMUYECKOU
0€30MacHOCTH BBITIOJIHSIET BaKHbIE (DYHKIMH HA peanpusITU. B ero o0s13anHOCTH
BXOJST CO3JaHHE HKOHOMHUYECKUX pAa3/eNiOB IUIAHOB 3JIaHUW M COOPY>KEHHUI,
pacyeT  HKOHOMHMYECKMX W  COLMAIbHO-3KOHOMHUYECKHX  IOKa3aTesei,
XapaKTEPU3YIOIINX JAEATEIBHOCTh CYOBEKTOB, pa3pabOTKa Pa3IMUHbIX MPOEKTHBIX
pEeILIeHUi, KOTOpble HEOOXOAUMBI AJIs BBOJAA 3/1aHUS B HKCILIyaTalHIO.

Crnenuanuctsl B chepe SKOHOMHUYECKON O0e30MacHOCTH MOTYT 3aHHMAThCS
pa3pabOTKON OIOKETHBIX CMET, MPOU3BOJCTBOM CYJICOHBIX AKOHOMHYECKUX
HKCIEPTHU3, SKOHOMHUYECKOM HKCIEPTU30d HOPMATHUBHBIX aKTOB, pPa3pabOTKOMH
pekomeHnanuii B chepe  obecreueHUss SKOHOMHYECKOM  Oe30macHOCTH
KOMMEPUYECKUX MPEANPUATHI, OLIEHKOW BO3MOXXHBIX (DMHAHCOBBIX MOTEPH U JP.
Bces sTa nesrenbHOCTh MpenoaaraeT COOTBETCTBYIoIIEE 0ohopmiIeHHEe MaTepuana.



bynymuM  cnemumanmcraM  BaXXHO ~— MOHWMAaTh, 4YTO  OoOecredeHue
HPKOHOMHUYECKON 0e30MmacHOCTH — cioxHasi chepa AesTenbHOCTU. YTOOBI cTaTh
OJIHUM U3 JIyYIlIUX, HYXHO OyJeT MNPUIIOKHUTh HeMalo ycuiuid. BaxHbl
ONpEICJICHHbIE KaUyeCTBa JUYHOCTHU: aHATUTUYECKHUI CKJIal yMa, HACTOWYMBOCTh U
TPYJ0JII00HE, CTPEMIIEHHE K OCBOEHHIO HOBBIX PA3HOIUIAHOBBIX TUCHHUILIUH. DTO
CBS3aHO C BO3MOXHOCTHIO TPHUMEHEHUS MOJYYEHHBIX 3HAHUKW B IPOEKTHO-
SKOHOMHYECKOH, pacueTHO-3KOHOMHYECKOM, IPABOOXPAHUTEIIBHOW, KOHTPOJIBHO-
PEBU3MOHHON, MH(POPMAITMOHHO-aHATUTUICCKON, IKCIIEPTHO-KOHCYIbTAIMOHHOM,
OpraHM3alMOHHO-YIIPABICHYECKOM, Hay4YHO-HMCCIIEI0BATEIbCKON "
MPET0/IaBATEIbCKON JIESITETbHOCTH.
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