


IloHsATHE TOKYMEHTA

B pycCckui SI3BIK CJIOBO «JTOKYMEHT» IIPHIILIO BO
BpemeHa lletpa | u nepBoHaYaIbHO UMEIO 3HAYCHUE
IMUCBMEHHOTO CBUJIETEIIHLCTBA.

3BOJIIOHI/I}I IpcaACTaBBsICMOI0O JTOKYMCHTOBCICHUCM
ITOHATHUA « JOKYMCHT» .

0 IOKYMEHT — MaT€pHUaIbHBIA OOBEKT;
0 IOKYMEHT — HOCUTEIb HH(POpMAaLIHY;
0 IOKyMEHT — JOKYMEHTHPOBaHHAs HHMOpMaIysl.



Ilox mHpOpManMen TOHUMAKOTCA CBEACHUS O
IULax, npeaMeTax, (pakrax, COObITHUSX, IBIICHUSIX U
IpoIEeCcCax HE3aBUCUMO OT (POPMBI X
IIPEACTABJICHUS.

TepMUHBI « TOKYMEHTHPOBAHHAA UH(OPMALIAA»
1 «IOKyMeHT» B 3akoHe 1 B 'OCTe
pPAcCMaTpPUBAIOTCA KAaK CUHOHUMBL.

PeKkBM3MT — 00s3aTCIILHBIN SJIEMEHT O(POPMIICHHUS
o(pUILIMAILHOTO TOKYMEHTa («1aTa», «IOJAMUCH» U

T. II.)



JlIOKyMEHT cO3/1aeTCA B pE3YJIbTATE
NOKYMEHTHUPOBAHUS — 3alIMCH MH(OPMAIIUHU Ha
pPa3JIUYHBIX HOCUTEIISX 110 YCTaHOBICHHBIM
IIpaBHJIAM.

YupapjieHuecKasi JOKYMeHTAalUs IToApa3/IeiisaeTCs
Ha OTJICIbHBIC CUCTCMBL.

Ilox cucreMon JOKYMEHTAIMHA IIOHUMAECTCA
COBOKYHHOCTh JOKYMEHTOB, B3aUMOCBSI3aHHBIX I10
IpHU3HAKaM MPOUCXOXKICHUS, HAa3HAYCHHUS, BU]IA,
c(epnl JeATCILHOCTH, €AUHBIX TPEOOBAHUM K UX
0(hOPMIJICHHIO.



OyHKIIMA JOKYMEHTOB

DYHKIUA JOKYMEHTA €CTh €T0 IIEJIEBOE
Ha3HAYCHUE, IIPUCYIIEC EMY HE3aBUCUMO OT TOTO
OCO3HaHa 3Ta (DYHKIIHUS aBTOPOM HJIM HET.

JIOKyMEHT O (pYHKIIMOHAJICH
(MHOTO()YHKIIMOHAJIEH), T.€. COACPKUT B CeOe
pa3INYHbIC (PYHKILMH, KOTOPHIC C TCUCHUEM
BPEMEHM MEHSIOT CBOE JOMHHMPYIOIICE
3HAYCHHUE.



Beiaenstorcss QyHKIMM OOIIKNE U CHEHUATBHBIE.
Oo6uwue - 510 nHHOPMALIMOHHASI, COLIMAIbHAs,
KOMMYHUKATUBHAs, KYJIbTypHas;

cneyuaabHble — YIIPaBICHYCCKas, IPaBOBas,
(PYHKLMS HCTOPUYECKOIO UCTOUYHNKA, (PYHKIIMS
y4yeTa
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Hnopmayuonnaa gpynkuus

ONpPEHCIISACTCS NOTPECOHOCTBIO B
3alle4aTiCHUM  MHQOpPMALMH C  LENbIO
COXpaHCHHUS U IepeJlauM U IMPHUCYIla BceM 0e3
MCKJIIOUCHMS TOKYMEHTAaM.

[ IpyumrHa 1OSIBICHUS IH000T0 TOKYMEHTA —
HEOOXOAUMOCTh (PUKCUPOBATh UH(POPMALIUIO
0 dakTax, COOBITHUSX, ABIICHUAX,
IIPAKTUYECKON 51 MBICJIMTEIIbHOU
eI TCIILHOCTH.



Hugopmavuro, copepxKamyrcs B JOKYMEHTaX,
MO>KHO IOJIPA3CIIMTh Ha:

* pempocnekmueHyo (OTHOCSIIYIOCS K
IPOIILIOMY );

*onepamueHyio (TEKyIyI0);

*nepcnekmusuyto (OTHOCSIIYIOCS K
Oyny1iemy)

Tak xe nH(hOopMaLIHIO Pa3aC/IsaIOT Ha
IEPBUYHYIO 1 BTOPUYHYIO; I10 )KaHpaM; BUIAM;
HOCHTEJISIM 1 IIPOY.



0 Kaxnbli OOKYMEHT UMEET
HH(POPMAIMOHHYI0 eMKOCTb.

0 OHa XapakTepu3yeTCs TaKUMU

ITIOKA34aTCJIsIMU.

0 moJHOoTA,
00OBLEKTUBHOCTD,
IOCTOBEPHOCTD,
ONTUMAJILHOCTD,
aAKTyaJIbHOCTh MH(OPMAIIUH,
II0JIE3HOCTD
0 HOBH3HA.

YemMm BEBILlIE 3THU MOKa3arejiv, TEM IIEHHEE
JTOKYMEHT.

o O O OO



Coyuanvnasa @yukyusa nUpHCyIla MHOTHUM
OOKYMEHTaM, T.K. CO3JAKOTCSI OHM  JJId
YIOBJIIECTBOPEHMUS PA3INYHBIX MNOTPEOHOCTEH
KaK o0mIiecTBa B IIEJIOM, TaK U OTAEIILHBIX €T0
4JICHOB.

JIOKyMEHT Tak)Ke caM MOXET BIHSATh Ha HUX
COLIMAJIbHBIC OTHOIICHUS B 3aBUCUMOCTH OT
X Ha3HAYC€HUS U POJIM B JJAHHOM OOIIECTBE,
OpUYEM MOXKET HE TOJBKO CTHUMYJIMPOBAaTh
pa3BUTHE MX COIMAJIbHBIX MHPOLIECCOB, HO U
TOPMO3UTB.



Kommynukamuenas yukuus
BBIIIOJIHSICT  3aJa4dy  Iepeaadu
MHpOpManlMd BO BPEMCHH U
IPOCTPAHCTBE, HH(POPMALTOHHOU
CBSI3M MEXKJY 4YICHAMM OOIIECTBA.
bes oOMEHa CBEJICHUAMU,
MHCHHUSIMH, HJCIMH COILHUAJIbHBIC
CBSI3M HE MOT'YT IOJICPKUBAThCHL.



MOXHO BBIACIUTH ABE KATETOPUU
TTOKYMEHTOB, B KOTOPBIX SIPKO BBIPAKCHA
KOMMYHMKAaTUBHAs (DYHKIIHS:

0 HOKYMEHTBI, ODUCHTUPOBAHHBIC B OJJHOM
HampaBJICHUM (3aKOHBI, YKa3bl,
pPaCIOPSIKEHMS, IIPUKa3bl, UHCTPYKIIUH,
’KanoO0Bbl, JOKJIAJHbIC 3alIUCKU U AP. )

0 DOKYMEHTBI IByCTOPOHHETO JICHCTBUS
(menoBas v IMYHAs NEPEINCKa,
JOTOBOPHBIEC JOKYMEHTHI U T.1.).



Kynomypunasa ¢pynkuusn

CIIOCOOHOCTBH JIOKYMEHTa COXPaHSATh W
nepeJaBarb KyJIbTYpHBIE TpagulliH,
3CTCTUYECKUE  HOPMBI,  pUTYyaJHI,
NPUHATBHIE B 00IIECTBE (KMHODUIIBM,
dotorpadusi,  HAYYHO-TEXHUYECCKUU
OOKYMEHT U AP.).



Ynpaenenueckasn pynkuusn

OJOKYMEHTBHl  BBICTYIIAIOT KAaK  CPEACTBO
yIpaBJICHYECKON IEITEIIBHOCTH, OHU
CIICLMATIBHO CO3JIaHbI IJIS LEIECH YIIPABICHMUS
(3aKOHBI, IIOJOKEHHS, YCTaBbI, MPOTOKOJIbI,
pPEILICHUS, CBOAKH, OTYETHI U JIp. ).

OTH JOKYMEHTBI HTIpAarOT OONBIIYIO POJb B
MH(OPMAIIMOHHOM O0OECIICYEHUN YIIPABIICHUS,
OHHM MHOTI'OOOPA3HBI, OTPAKAIOT PaA3JIMNYHBIC
YPOBHU MIPUHATHSA PEILLICHUM.



Ilpasoeaa hynkuyus

[IpUCyIla JOKYMEHTaM, B KOTOPBIX
3aKPEIUIAIOTCS HW3MEHEHUA MPaBOBBIX
HOPM Y IIpaBOHAPYIIICHUM.

MOXHO BBIICIUTHL JIBE Kareropuu
NJOKYMEHTOB, HAJCIECHHBIX MPaBOBOU
(YHKIIUECH:

0 wu3HaAYaJILHO O0JIaJaIoIIHE

0 wu npuoOpeTaroIre €€ Ha BpeMmsl.



B nepeyro zpynny BXOOAT BCE JOKYMEHTHI,
YCTAHABJIUBAIOIIAE, 3AKPEIUIAIOIINE, U3MEHSIIOIINE
[IPABOBbIE HOPMbI M  IIPABOOTHOIIECHHUS  MJIU
[IPEKPAILAOIIME UX JICUCTBUE.

Croma omuocsamcesi BCE MPABOBBIE AKThl OPTaHOB
roCyIapCTBEHHOM BJIACTH (3aKOHBI, YKa3bl M AP.),
CyleOHBIC, IIPOKYPOPCKHE, HOTapHAIbHBIC U
apOUTpPaKHBIC aKThI, BCE JIOTOBOPHBIE,
yIOCTOBEPUTEIIBHBIE  JIOKYMEHTHI  (ITacIiopra,
NpoNycKa, M T.JO.) U OIpaBAaTeIbHO-(PUHAHCOBHIC
OOKYMEHTHI (HaKIaJHble, NPUXOAHBLIC OpAcpa, U T.

1.).



Ko emopou  kamezopuu  OTHOCATCA
TOKYMEHTHI, KOTOpbIE  Ha  BpeMms
OpHOOPETAIOT ATy (PYHKLUUIO, SBISSACH
OO0Ka3aTeJIbCTBOM KaKHUX-IU00 (pakTOB B
Cylle, OpraHax CJICICTBHS U IIPOKYypaType,
HOTapuare, apourpake. B nOpuHIuIe
000U JOKYMEHT MOYKET OBITh
I0Ka3aTeJIbCTBOM U TEM CaMbIM BPEMEHHO
OyHEeT HaAECJICH IPaBOBOM (PYHKIIMEH.



DyHKUUA UCMOPUUECKO20 UCMOUHUKA
M3y4acTCa UCTOPUUYECKOU HAYKOM.

CylIeCTBYET ABE TOUKH 3PECHUS:

0 mepBasi - JOKYMEHT CTAaHOBHUTCS
UCTOPUYECKAM UCTOYHUKOM C MOMEHTA
[IEPEIAYM €TI0 HA APXUBHOE XPAHECHUE;

0 BTOpas — JOKYMEHT HAAECIICTCS YTOM
(PyHKLIMEH C MOMEHTA €r0 BO3HUKHOBCHHUS,
HO OCO3HAETCs ATa (DYHKIHUS YCJIIOBEKOM
JIAIIb TOTJA, KOTIA JOKYMEHT IIOCTYHACT B
APXMUB.



DynKkuusa yuema 1acT HE KAUECTBEHHYIO, A
KOJIMYECTBCHHYIO XapaKTEPUCTUKY UH(pOpMaIIHHY,
CBS3aHHOU C XO3SMCTBCHHBIMY,
aeMorpapuuyeCKMMHA M UHBIMH COLIAAJIbHBIMU
IIPOLECCAMU C LIETBI0 UX aHAJIM3a XU KOHTPOJIA.

OCHOBHBIE BHIbI YY€TA — CTATUCTUYECKHUH,
OyXrajaTepCcKuil, OepaTUBHEIN, — OTPAKAIOTCS B
CTaTUCTUYECCKUX U (PUHAHCOBO-IKOHOMHYECKHUX
TOKYMEHTAX, INTAHOBOM, OTYETHOM JJOKYMEHTALUH.



CrocoObl JOKYMEHTUPOBAHUS

JIOKYMEHTHUPOBAaHUE — 3aII1Ch HH(POPMALTUN
Ha Pa3JIUYHbIX HOCUTEIISIX 110 YCTAHOBJICHHBIM
[IpaBUJIaM.

Hocureab TOKYMEHTUPOBAHHOU
nH$oOpMAaLIMU — MAaTCpHUAIIbLHBIA OOBEKT,
MCIIOJIb3YEMBIM JIJIS 3AKPEIUICHUA U XpAHECHUA
Ha HEM PEUYEBOM, 3BYKOBOU WJIU
M300pa3uTeIbHON HH(POPMAIINY, B TOM YMCIIC B
IpeoOpa30BaHHOM BHJIE.



CpeacrBa 10KYMEHTHPOBAHUSA —
OPYIHSI, UCIIOJIb3YEMBIEC YEJIOBEKOM IS
CO3JaHUS JOKYMEHTOB (IIPOCTEIE,
MEXaHHUYECKHUE,
aeKTpoMexanndeckue). K cpeacrpam
NOKYMEHTHUPOBAHMS OTHOCSTCS
NUITYIIAE MAIIMHBI, KOMObIOTEpHAs
T€XHHMKA, MAarHUTO(MPOHBI, TUKTO(OHBHI,
$OTO-, KWHO-, BUJICOTCXHUKA.



Croco0bl JOKYMEHTHPOBAHMUS

TexcToBOC TOKYMEHTHPOBAHME:

TexcroBoM  JOKYMEHT -  JIOKYMEHT,
COACpKAIMK  3BYKOBYKD  HMH()OPMAIIHIO,
3a(PUKCUPOBAHHYIO JTFOOBIM THUIIOM ITMChMa WJIH
000 CHUCTEMOM 3BYKO3alMCU. TEKCTOBOE
TOKYMEHTUPOBAHUE MOJYYHUIIO CAMOE IIUPOKOE
pacopoCTPaHCHHUE. C ero  IIOMOUIBIO
TOKYMEHTUPYETCS NEATCIBHOCTD
TOCYIapCTBEHHBIX YUPEKACHUU, IIPEAIIPUATUA
Y OTJICJbHbBIX JIUII.



TexHn4YecKoe JOKYMECHTHPOBAHME
(sBIIsIETCS CIOCOOOM 3alleyaTiICHUS
TEXHUYECKON MBICIIH ).

TexHn4yecKkne J10KyMEHThI —
0000IaI0II[ee HA3BAHUE JOKYMEHTOB,
OTPAKAIOIINUX PE3YIbTAT CTPOUTEIBHOIO 1
TEXHOJIOTHYECKOrO MPOCKTUPOBAHUS,
KOHCTPYUPOBAHUSI, MHAKCHEPHBIX
M3BICKAHUU U JPYTUX paOdoT.



Texunueckue T0KYMEHTAJIbHbIC
MaTepHuabl BEAYT 3allMCH IPOLECCOB
TPyAa, CPEICTB IIPOU3BOICTBA (UECPTEKH,
PHUCYHKH, paCUY€Thl, Tpa(P)UKH, TEXHUUECKHUE
ONYCaHUs U Ap.)

DTO TAKKE JOKYMCHTALIUSI, CBI3aHHAS C
reojie3uei, Kaprorpaduei,
TUJIPOMETEOCITYKOOM.



DoT10-, KHHO-,
BHUICOIOKYMECHTHPOBAHHE

DomoodoKymenm — N300pa3uTEIbHbIN JOKYMEHT, CO3JaHHbIM
(oTorpauuecKuM CoCoOOM.

Oco0eHHOCTh (DOTOJIOKYMEHTOB COCTOUT B TOM, UTO OHM
BO3HHUKAIOT B MOMEHT COBEPIIICHHUS COOBITHH, a OjTaroaapsi
TOYHOCTH U HATJISITHOCTU UMEIOT OOJIBITYIO IEHHOCTh U HAXOMST
IIMPOKOE MPUMEHEHHE B PA3JIMYHBIX 00JIACTAX JAESATEIbHOCTH
4eJI0BEKa: B MEAUIIMHE, HAYKE, UCKYCCTBE, B CYACOHOM MPAKTUKE,
B )KYPHAJIMCTUKE U T.1I.

C DoMOIIbI0 MUKPO(POTOKOIIMPOBAHUS ITOJTYYAKTCS KOITUU
JTOKYMEHTOB.



KHHOI0KYMEHT — N300pa3uTEIbHBIN U
ayIMOBU3YaJIbHBIN JIOKYMEHT, CO3JaHHbBIN
KMHEMaTorpapuieckum cnocooom. KHHOTOKYMEHT
OTpakaeT COOBITUA B IMHAMUKE, ABMKCHUH. Cerdac
OOJIBIIIOE PAaCOPOCTPAHCHUE NOTYUYMIN
BUJICOJIOKYMEHTHI, CHATBIC HA MArHUTHYIO IIJICHKY.

DOHOAOKYMEHT — JOKYMEHT, COAEPKAIIIUU
3BYKOBYI0 MH(POpMaL1IO, 3a()MKCUPOBAHHYIO JTHO00H
CHCTEMOM 3BYKO3alIUCH. AyTMOBU3YyaJIbHBIC
OOKYMEHTBI IIUPOKO NPUMEHSIOTCSI BO MHOTHX C(pepax
YKU3HEACITCIbHOCTHU JIFOACH.



ﬂOKYMEHTI)I Ha MAIIINHHBIX HOCUTCJIAX.

JIOKYMEHT HA MAIIIMHHOM HOCUTEJIE — 00OKYMEHM, CO30AHHbLI
C UCNO1b308AHUEM HOCUmMEICU U CNOCO006 3anuUcl,
obecnevyusarwux 00padbomkKy e2o unopmayuu 31eKMpPoOHHO-
BLIYUC/IUMETbHOU MAWUHOU.

DJIEKTPOHHOE TOKYMEeHTHPOBaHUe. C ITOMOIIIBIO
CIIeIIMaJIbHBIX MaTEPUAJIbHBIX HOCUTENECH, HA KOTOPBIX JIaHHBIC
(PUKCUPYIOTCS CIICLHAIbHBIMU YCIOBHBIMUA 0003HAYCHUSIMU,
CO3/IAI0TCS JOKYMEHTHI C HH(pOopMaluen B (hopMe, MOHITHOM
TOJIBKO MaIrHe. YToOBI 4EI0BEK MOT MPOYECTh HHPOPMALIHIO,
00pabOTaHHYIO MAIIMHOM, €€ HY>KHO IIpe0o0pa3oBarh B BU/I,
IIPUTOAHBIN JJ1 BU3YyaIbHOTO BOCIIPUSTHSL.



[losiBIIEHNE MAIIMHHOTIO
NOKYMEHTHPOBAHMSA HC OTMCHSIET
IPEAIICCTBYIOIIMX CIIOCOOOB 3allUCH
nH@popmanmu. Hapsany ¢
TpaJULIMOHHBIMM BUJAMH JOKYMEHTOB
[IOSIBJIAIOTCS BCe 00Jiee CI0KHBIC
HETPaJUIHOHHBIC BUJIbI JOKYMCHTOB
HAa HOBEUIIINX HOCUTEIISIX.



MarepuajbHbIC HOCUTEIH
HHpOpPMALIAH

JJ14 co3naHus JOKYMEHTOB UCIIOIb3YOTCS
pa3JIMYHBIC MAaTCpHAIIbHBIC OOBEKTHI
(Oymara, MarHuTHBIE€ M OIITUYECKHUE JIUCKH,
KMHOIUJICHKA U JIP.), KOTOPKIE CIyKaT 15
3aKPEMJICHUA U XpAaHECHUS Ha HUX PEUYEBOU,
3BYKOBOM HJIM M300pa3uTEIbHOU
MH(OPMAaLIUH.



OJHa U3 BO3MOXKHBIX KJIACCU(DMKALIUN HOCUTEIICH
MH(OPMAIIIM MOKET OBITh IIPEACTaBIICHA CICIYIOIIM
00pa3oM:

Obymadicuvile Hocumenu (HocUTEIN HHPOPMAIIMK HA Oymare
HECBETOYYBCTBUTEIbHBIC, HOCUTEIU JJIs penporpahuuecKux
IPOLIECCOB — TepMOOyMara, 1ua3zooymara, (POTOIJICHKA,
KaJbKa U T.JI.);

0 Mukponocumesnu BU3yajlbHOM HH()OPMAIINHY;
0 36ykonocumenu;

0 6uoeonocumenu;

0 maznummnsle HOCUmMeNu,;

0 nepghonocumenu MaraHuTHBIC IS 3AIIMCH KOJUPOBAHHOM
MH(OpPMAIAH U JP.



IloHsATHE «HOGCHMWIUI» N KHEMPAOUUUOHHDBLI» TOKYMEHT
BO MHOTI'OM YCJIOBHBI 1 CY>KaT JIJI1 HA3BAHUS TPYIIIIbI
TOKYMEHTOB, KOTOPBIC B OTJIHMYHE OT TPAJAULMOHHEIX, T.C.
OyMa’kHbIX, KaK IIpaBUJIO, TPEOYIOT JJISI BOCIPOU3BEACHUS
MHOOpPMALIMH UCHOJIb30BAHUE TEXHUUYECKUX CPEACTB.

K smoti epynne npunaonedcam JOKYMEHTHI B BUJI€ (PUIIBMOB,
MUKPO(HUIIL, 3BYKOBBIX MAarHUTHBIX 3aIIMCEH, a TAK)KE B BU/IC
IYCKETHBIX HOCHUTEIIEH 111 KOMIIbIOTEPHOTO UTCHHUS
(IuCKOB, JUCKET) U T.IL.



JIOKyMEHTHI Ha HOBEHNIIIUX HOCUTEJIAX HH(POPMALIUH ICIIAT Ha:

0 TOKYMEHTBHI Ha MAarHUTHBIX HOCUTEIISIX (MarHUTHBIE KapThl, JICHTHI,
IVCKEThI M )KECTKHUE JIUCKU);

0 TOKYMEHTBI Ha ONTUYECKUX HOCUTEIISIX MHPOopMaluy (ONTUYECKHE
TOKYMEHTBI) — MUKpOTpaduIecKue JOKYMEHThI (MUKPO(PHUIbMBI,
MUKPOIAMCKHA, MUKPOKAPTHI) U ONITHYECKUE JUCKH, HH(POpMAIHS, C
KOTOPBIX CUMTHIBACTCS C MOMOIIBIO J1azepHoro 1yda (CD u DVD-
IVICKH, ayTHOKOMITAKT-AUCKH, BUJICOINCKH, MATHUTOOIITHYECKHE
JUCKH );

0 mOKYMEHTBI Ha ro10TpaUIECKUX HOCUTEIAX NHPOPMAITAU
(ronorpammai).



CBoliCTBA TOKYMEHTA

Kak u BCAKMH Jpyroi OOBEKT, OOKYMEHm
00JIagaeT MHOXKECTBOM CBOMCTB (OTIMUHUTEIIBHBIX

KadecTB).  IIpuHATO  BBIAENSATH  HECKOJBKO
OCHOBHBIX  CBOMCTB  JOKYMEHTa,  KOTOPbIC
XapaKTepU3YHOTCS COOTBETCTBYIOIIUMHU
IpU3HAKAMU:

Oropuanyeckas cuia
0 OpUrMHAJILHOCTH
OnoIMHHOCTD

OKOIMUHUHOCTb.



JIOKyMEeHTHPOBAHHE IPEANOIAracT
COOIIOICHUE YCTAaHOBJICHHBIX IIPaBHUJI
3alIMCU MH(pOpMau. TH IPaBHUIa
CIICHU(pUYHBI JJIS Ka)KIO0ro THIIa
OOKYMEHTOB U PETIIAMECHTHPYIOTCS
['OCTamu 1 IpyriMH HOPMATHBHO-
METOAUYCCKUMM MaTepHaIaMHU.



IOpuau4yeckasi CHJIa JOKYMEHTA —
CBOUCMBO ODUUUATLHO20 OOKYMEHMA,
coobuiaemoe emy 0etucCmeyrouiuM
3AKOHOOAMENbCMBOM, KOMNEemeHyuell
U30ABULE20 €20 OP2aAHA U YCMAHOBIeHHbIM
NOpPsIOKOM €20 0hopMIeH .



Opuouueckan cuna NOKyMEHTa MOXET
OBITh 00OCCIICUCHA YCTAaHOBJICHHBIM JIJIS
Ka)XJI0U Pa3HOBUIHOCTH JOKYMEHTOB
KOMIIJIEKCOM PEKBU3HUTOB, T.€. 003aTEIIbHBIX
3JIEMEHTOB 0(hOPMIICHUS JOKYMEHTOB
(HamMeHOBaHMS OpraHM3allil — aBTOpa
NOKYMEHTA, IOAIMCHU UM Tpuda
YTBEPKJACHUS, PETUCTPALIMOHHOIO UHJIEKCa
U JaThl JOKYMEHTA, ICYaTH U JIp.).



OpUrMHaAJIbLHOCTDH JOKYMEHTA.

CJI0BO «OpHUTHHAII» MPOUCXOAUT OT JIATUHCKOTO CJIOBA
«originalis», 4To 03Ha4aeT — NepBOHAYaJIbHBIM,
CaMOOBITHBIH.

[Ipr3Hakom opurnHala sBIsIETCA €10 YHUKAIBHOCTb.
Hepenkun «yMHOKEHHBIE OPUTHHAJIBI», T.€. OPUTUHAIIHI,
COCTaBJISIEMbBIC B HECKOJIBKUX DK3EMILISAPAX.

Hampumep, 10roBop MEXY rocy1apCTBaMu ¢ APEBHEUIIINX
BPEMEH COCTABIISIETCS B KOJIMYECTBE IK3EMILIAPOB,
COOTBETCTBYIOIIUX YMCITY JIONOBAPUBAIOIIUXCS CTOPOH, IIPH
3TOM KaXKJIbIW SK3EMILIAP ABIIETCA OPUTUHAIIOM.



OpuruHaibl JOKyMEHTOB [10 CBOEMY BHEIIHEMY BUY MOTYT OBITh
O€JIOBUKAaMHU U YEPHOBHUKAMH.

0 Yepnosuk — 3T0 JOKYMEHT B IPEIBAPUTEIBHON PEIAKIIUH.
YepHOBOM TOKYMEHT — PYKOIMMCHBIW WUJIN MAILTMHOTIUCHBIN
JTOKYMEHT, OTPKAIOIIMK pad0Ty aBTOpa WA PEIaKTOpa HaJl €ro
TEKCTOM.

0 benoguk — 510 OCHEAHAS, IEPEUCAHHAS WU IIEpereuyaraHHas
Ha0€I0 peaaKkiys JOKyMeHTa. beloBOM TOKYMEHT — pYKOIIMCHBIN
WJIM MAIIUHOIIMCHBIN JIOKYMEHT, TEKCT KOTOPOTO IEPEIIMCAH C
YEpPHOBOT'O JJOKYMEHTA WJIM HalMCaH 0€3 NOMapOK M UCIIPABJICHUI.

0 BeraensroT TakKe agmozpaghvt — NOKYMEHTHI, IEPENIMCAHHBIE NN
IpaBJiCHbIE (ITOCIIEC MEPENEUATKHU WIIH TIEPENUCKH ) PYKOIO aBTOpaA.



IOAJIMHHOCTD TOKYMEHTA. Kak CHHOHUM
CII0Ba «OPUTHHAI» YIOTPEOISICTCS CIIOBO
«MOJTMHHUK», YTO B IIEPEBOJIE C JIATUHCKOTO
O3HAYaET «JOCTOBEPHBIMN».

Hoonunnotu 0oKymenm — NOKyYMEHT,
CBEICHHUS 00 aBTOPE, BPEMEHHU U MECTE CO3HaHUS
KOTOPOTO, COAEPKAIAECA B CAMOM JOKYMEHTE
WJIM BBISIBJICHHBIE UHBIM ITYTEM, HOATBEPKIAIOT
TOCTOBEPHOCTD €0 MPOUCXOKICHMSI.



JIOKyMEHT B OKOHYATEJIbHOM PEAAKIINH,
COOTBETCTBYIOIIMM 00pa3zoM 0(hOPMIICHHBIN U
MOJANCAHHBIN, HA3bIBACTCS HOOJTUHHUKOM
opuuuanbHo20 00OKymenma.

DTO MOKET ObITh NEPBBIM WX €IUHUYHBIN
IK3EMIUISIP OPUTUHAIIBHOTO JIOKYMEHTA.

Jlyonuxkam 0oKkymenma — NOBTOPHBIN SK3EMILIAP
MOJJIMHHUKA JIOKYMEHTA, UMEIOLIUN IOPUINYCCKYIO
CHITY.



KOIMUHOCTH TOKYMEHTOB

Konusa 0oxkymenma — 310 TOKYMEHT, ITOJIHOCTHIO
BOCIPOU3BOASIIMN HH()OPMALIMIO IIOIJIMHHOTO
TOKYMEHTA U BCE €r0 BHEIITHUE IIPU3HAKH UJIU YaCTh
UX, HE UMEIOIIUU IOPUINUYECKYIO CUITY.

IIoBTOpHOE, TOUHOE BOCIIPOU3BEACHUE
OJJIMHHUKOB (B LICJISIX Pa3MHOKCHMS ) SIBIISIETCS
konne. CaMo MOHSITHE KONHS CBA3aHO C
Pa3MHOXXEHHEM OpUTHHAJa JII00Oro BU/IA.



Cpeau KoMK Pa3jIMyaroTCs CICAYIOINE BAPUAHTHI:

0 Bvinucka — xOnus 4aCTHA JTOKYMEHTA. BhInmicka
HOJIKHA COJIEPAKATh BOCIPOU3BEICHUE YACTU TEKCA
TOKYMEHTA I10 ONPEECIICHHOMY BOIIPOCY.

0 OcoOsli1 BUJ — ghomo 1 ceemoxonuiu,
OTJIMYUTEIIBHOU YEPTOU KOTOPBIX ABJIACTCS TOUHOE
BOCIIPOU3BEICHUE OPUTUHAJIA.



Opuouueckasn cuna konuii 00€CIICUYNBACTCS
COOJIIOJICHUEM CIICAYIOIIMX YCIOBHM:

0 Komus A0JIKHA COAEPKATh TOYHBIM TEKCT NOAJTMHHHIKA
(BK;IrOUas v Oj1aHK, Ha KOTOPOM ITOJITOTOBJICH
JOKYMEHT ), pacIIu(ppOBKY mevyaTrei, MoAm1ucei
JOJIKHOCTHBIX JINLI;

0 10J15KHO OBITh CBUACTEIBCTBO FOPUINYECCKON CUJIBI
KON JIOKYMEHTA — OTMETKA O 3aBEPCHUM.



3aBEpPCHUE KOIMMM JIOJKHO HMPOU3BOAUTHCS CaMOM
OpPraHu3alMEN UJIK HOTAPUYCOM.

HortapuanbHOro 3aBepeHus OOBIYHO TPEOYIOT IJIs
KOIIMH YYPEIUTEIIbHBIX JTOKYMEHTOB OpraHu3alllH,
KOTOPHIC IpeICTABISIOTCS B pa3InYHbIC
FOCYI[)apCTBeHHble CTPYKTYPHI (CyACOHBIC, HAJTOTOBBIC
1 T.J1.).

Ho B mpunHuuie nro0as KoOImus JTOKYMEHTa, HE
IIPOTHBOPECYALLICTO 3aKOHY 5 MMETOIIETO
IOPUANYCCKOE 3HAUYCHHUE, MOXKET OBITh 3aBEpEHa
HOTapHaJILHO.

Horapuyc cavyaer MNOQJIUHHUK C KOIUEU U
3aBepseT  €€.  3anpelacTcs — HOTapUallbHOE
CBUJICTCIbCTBOBAHUE KOMUM IIaCIIOPTOB, BOCHHBIX
OMJIETOB, CIIY>KCOHBIX YIOCTOBEPEHUH.



Camu opraHd3alii UMEIOT IIPaBO 3aBEPECHUS
NOKYMEHTOB, CO3HAIOIIUXCS B ATUX OpraHU3aLIHUsIX.
Tak>xe opraHu3any MOT'YT 3aBEPATH JJOKYMEHTHI
rpakJaH Opyu OIpueMe Ha padoTy (AUIIOM, aTTECTAT,
yI0OCTOBEPEHUE Ha JILIOTHI U T.1I.).

Komnnu 3aBepsAt0TCA pyKOBOAUTEIEM OpraHU3aiu
WJIM YIIOJTHOMOYEHHBIM JOJIKHOCTHBIM JIMLIOM
(HampuMep, Ha4aIbHUKOM OT/I€ja KaJIpOB WU
3aBEAYIOIIUM KaHLECISIpHUEH ). 3aBEpEHHbBIC KO,
HaIpaBIISIEMbIC B HHBIC OpraHU3allNY,
YI0CTOBEPAIOTCA MEYATHIO.



Kinaccupuxkanmus 10KyMEHTOB

Bce 1okyMeHThI, 0Opalarmuecs Ha NPEANPUSITHH, MOTYT
KJIACCU(PUITUPOBATHCS M0 PA3IUNYHBIM IPU3HAKAM:

Ci1y:K€OHBIE JOKYMEHTBI 1O COOEPHCAHUIO MOTYT JCIIUTHCA
Ha CIEIYIOIINUE TPYIIIIHI:

¢/ 110 HANpaBJIEeHUSIM JIeITeJIbHOCTH:
0 agMHHUCTPATHBHBIM BOIIPOCAM;
0 MarepHalbHO-TEXHUUYECCKOMY CHA0KCHUIO;
0 mIaHMPOBAHUIO; ONIEPATUBHOMN ACATCIHPHOCTH;
0 OyxraaTepckoMy yyery;
0 MOATOTOBKE M pacCTaHOBKE KaJpOB;
0 ¢dbuHAHCOBO-KPEAUTHBIM M BHECITHETOPTOBEIM BOIIPOCAM U T.]I.



o naumenoeanuio:

Onpukassl,

0 pacnopsKeHUs,

O 11aHbBI ¥ OTYETHI,
0akThl,

OpOTOKOJIBI,

010TOBOPBKI, YCTABBI U T.1I.



v/ Ilo cnocooy ¢pukcauuu ungopmauuu:

Onucvmernble (PYKOIUCHBIC, MAIIMHOITMCHEIE,
TANIOrpa)CKUe, IIOJATOTOBICHHBIEC HA
MHOXXUTEJIBHBIX allliaparax, Hale4yaTaHHbIE Ha
IIEPCOHATBHBIX KOMIILIOTEPAX ),

Oepaghuueckue
0 pomo-, hono-, kunoookymenmeoi.

o’ Ilo cmenenu cnoxicnocmu:

Oua npocmuie (JOKYMEHTEHI, B KOTOPBIX
paccMaTpHUBACTCS OAWH BOMPOC)

Ocnooicuvie ( CTOKHBIX JOKYMEHTaX
OCBEIIACTCA HECKOJIBKO BOIIPOCOB).



v’ Ilo cmenenu 2nacnocmu:
OJomxpwimble (HECEKPETHEIC )

JookymeHmvl ¢ 02PAHUUEHHbIM
oocmynom. JIOKyMEHTHI €
OrPaHUYECHHBIM JOCTYIIOM OBIBAIOT
PA3HOU CTEIIEHU CEKPETHOCTH:
COBEPIICHHO CEKPETHBIC, CCKPETHEIE,
OOKYMEHTHI JIJIS1 CITY>K€OHOTO
noab3oBanus (CII), c rpudom
«KOH(DUICHIIHAILHO.



v’/ Ilo ropuouueckoiu cune:
0 noonunHbvle
0 oeucmeumenvHuwvle
0 medelicmeumenvuble.

HenencTBUTEILHBIM JJOKYMEHT CTAHOBUTCS B
pPE3YIIbTATE UCTEUECHU CPOKA AEUCTBUA HUIIU
OTMEHBI €TI0 JPYTUM JTOKYMEHTOM.

0 noosioacHble.



v/ Ilo cpoKy ucnonnenus:

0 cpounvie (CpoYHBIMU SIBIISIFOTCSL JOKYMEHTBI CO CPOKaMHU
MCIIOJIHEHUS, YCTAHOBJIEHHBIMU 3aKOHOM U1
COOTBETCTBYIOIIIMMHU ITPABOBBIMH AKTAMM, a TAKAKE
TeJIErpaMMBbl U JIPYTHE JOKYMEHTHI ¢ TPU(OM «CPOYHO». )

0 HecpouHbie.



/ Ilo npoucxoxcoenuro

0 CnyorcebHble (ITOATOTOBICHHBIC HA IPEAIIPUATHAX, B
OpraHHu3alusiIX )

0 suunble (MUCbMa IpaXKJIaH ¢ U3JIOKEHUEM Kajoo,
IPEIJIOKCHUM, ITPOCHO)
v/ Ilo cpokam xpanenus:
0 0oKymeHmwvl 8pEeEMEHHO2O:
0 - co CpOKOM XpaHeHus 0o 10 nem
0- ceviwe 10 nem.

0 nocmosinHo2co CPOKA XPAHEHUAL.



Ilo cmenenu ooa3amenvrHocmu:

Ounchopmayuonnsvie, COaEpIKaIINEC
CBEJACHHUS U (DAKThI O MIPOU3BOJICTBCHHOM
1 UHOM JICATEIbHOCTHA OpraHu3aliim

0 oupexmueHvie — 0013aTCIbHBIC IJIS
VCIIOJTHCHMS, HOCSIIAE XapaKTEP
IOPUIAYECKON HJIM TEXHUYECKOU HOPMBI.



Ilo cmenenu ynugukayuu:
0 UHOUBUOY ATIbHbBLE
0 munoguvie
0 mpaghapemuuvie
0 npumepHbvie

0 yrHuguyuposanuwvie 8 uUoe
aHKembvl U maoauybsi.



0 HnouesuoyanvHble TOKYMEHTHI pa3padaThIBalOTCS
KOHKPETHBIMH OPTraHU3ALMUAMMU JJIsI BHYTPEHHETO
10JIb30BAHMUS.

0 Tunoevimu SIBIAIOTCS JTOKYMEHTBI, CO3/IABAEMBbIC
BBIIIECTOALMMMA OpraHaMu JIJII OPTaHU3AIUH C
OJTHOPOIHBIMH (DYHKIIUSIMA K HOCSIT 00sI3aTeIIbHBIN
XapakTep.

0 Tpaghapemnwvie OKyMEHTBI HMCIOT 3apaHEe
Hare4YaTaHHbIM TEKCT ¢ MPOOEIaMu, KOTOPHIE 3aIOJIHSIIOTCSA
P OKOHYATEJILHOM O(DOPMJICHHUH TOKYMEHTA B
3aBUCUMOCTH OT KOHKPETHOM CUTyaluu. Takue
TOKYMEHTBI IEPCHECKTUBHEI, T.K. JKOHOMSAT BpeMs Ha
ITOJITOTOBKY.



Ollpumepnovie TOKYMEHTBI HOCAT
OPUEHTUPOBOYHBIN XapaKTep U UCTIOJIb3YIOTCSA
1 COCTABIICHUS U O(POPMIICHHUS IOKYMEHTOB I10
aHAJIOTUH,

0 Ankema — cioco0 IPEACTABICHUS
YHUPHUIIMPOBAHHOTO TEKCTA, P KOTOPOM
OCTOSIHHAS HMH(MOPMAIIHS paciojaraeTcs B JICBOM
4aCTH JIMCTA, a IEPEMEHHAs BHOCUTCS B
JOKYMEHT B IPOIIECCE €r0 COCTABIICHUS B TPABYIO
4acTh JIMCTA.



Tabauya — TOKyMEHT, B KOTOPOM ITOCTOSTHHASI HH(POpMAaIIHs
pa3MeIaeTcs B 3arojioBkax rpad u OOKOBHKA (3aroJIOBKU CTPOK), a
nepemMeHHas (B iM(pPOBOM UJIH CIOBECHOM BBIPAXKEHUM ) — Ha
MIePECEUCHUU COOTBETCTBYIOIIMX I'pad U CTPOK.

TekcT, mpeacTaBiaeHHBIN B BU/JI€ TaOIUIIBI, 00JIagaeT OOIbIION
MH(OPMAIIMOHHON €EMKOCTBIO, O3BOJISIET CTPOTrO KJIACCU(PUIIMPOBATH
1 KOAUPOBaTh HH(MOPMALIUIO U JIETKO CYMMHPOBATh AaHAJIOTUYHBIE
JaHHEIC.

B tabnuuHoi popme ohopMIISIOTCS IITaTHOE paclMCaHue, MIaH,
rpadUK OTIYCKOB U JPyTHE JOKYMEHTHI.



