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MHBeHTapVIBaLI,I/Iﬂ

NiHBeHTapu3auusa: [LOKYMeHTbl

JOKYMEeHTbI B UHBEHTApU3aL MU NCMOMb3YIOTCS ANS NPUBSA3KaM K Apyrum obbektam. Camu no cebe
OHM He 04eHb MoJie3Hbl, HO eCNIN NPUBS3aTb K paboyeMy MecTy CYeT, MO0 KOTOPOMY OHO NMpuobpeTeHo
1 TPAHCMOPTHYIO HAaKNaAHYIO, NN K BBOAY UHTEPHET NpuBsA3aTh AOroBop M 6naHK 3akasa Ha
NoAKYeHNe Tapuda - TO XKMN3Hb CUSIbHO YNPOLLAETCS.

NMpocMOTp cnUCKa AOKYMEHTOB, MOUCK

Cnuncok LOKYMeHTOB LOCTYMNeH Yyepe3 MeHi0 KOHTpareHTs! -
[okyMeHTbI B Llanke cnncka ecTb noJsie aas noucka
HY>XHOro AoKymeHTa CripaBa NpocTaBAeHbl Lndpbl,
NMoKa3blBalOLWME K CKONbKUM 06beKTaM NpuUBA3aH KaXKabln
HOKYMEHT:

e pyrue OKYMEHThI
e KOMMblOTepbl (paboyne mecTa/cepsepsbl)
e obopypoBaHue

* JINLLEH3MNN

e BBOJbl UHTEPHET

* NOAKJIIOYEHUSA TeneoHMM

KAVK Ha LOKYMEHT - nepexof K AeTasibHOMY NpoCcMoTpy
NOKYMeHTa KNvK Ha KapaHAall CnpaBga - peflakTMpoBaHue
JIOKYMEHTa

Nob6aBneHne HOBOro AOKyMeHTa

Hint: Nepen nobaeneHnem gokymeHTa 0bs3aTeslbHO NPOBEPLTE, YTO TAKON AOKYMEHT
elle He BHeceH. [Ind 3Toro Haflo caenaTb MOUCK Mo HOMepy AOoKyMeHTa (cyeTa,
HaknaZHOW, foroeopa, Tuketa, 3HM). Hint: Mepen nobasneHmem OOKyMeHTa NpoBepbTE,
4TO KOHTpAreHT yXe BHeceH. [pn HeobxoammMocTun BHecuTe, 370 04 BbICTpO. Hint: Mepen

] nobaBneHmeM CKaHa JOKyMeHTa NpoBepbTE, YTO BCe CTPaHULbI B HEM PACMO/I0XKeHbI B

. NPaBUbHOM MOJIOXKEHUN, YTOObI YATaA LOKYMEHT C CanTa He HaZo Bbl10 HaKNOHATb
ronosy. Hint: Eciv ecTb BapmaHT 0o6aBnTb CKaH C MOANUCAMU Y MOMETKaMU 1au
YUCTBIN - HAJO NPeAnoYecTb C MOMeTKaMu U NoANUCAMM, T.K. B HeM bosibLue
NHMOpMaLMN.

No6aBuTb OOKYMEHT MOXHO KHOMKON m06aBUTb 13 OKHa CMNKCKa OOKYMEHTOB. & '
BcnabiBeT nycTas hopma pefakTUpOBaHNA LOKYMeHTa.

HavaTb 3anofHATb opMy CTOUT C AobaBeHNs (aitna ckaHa B OKOLLEYKO As 3arpy3ku. MpocTo ans
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TOro 4106bl NOMNLITAaTLCA CIKOHOMUTL BPeEMS. Kak TONIbKO B hopMe NOSIBUTCA UMS 3arpy>Xaemoro
(hanna - ckpuNT NONbITaeTCA NPeA3anosHUTL Ha3BaHME AOKYMEHTa U AaTy HavYana ero Aencreuns
OCHOBbIBAsICb Ha MMeHU (halna CKaHa AOKYMeHTa. Xopollee nMs CKaHa Hanpumep: 2019-07-09 Cyet
Ne11000127212 - 3HI112588232 - KapTpuaxun Yen.PDF Konn4ecTBo haloB-CKaHOB HE OrpaHnNyeHo,
HO C YMa CXOOUTb He CTOWUT)

Pepaktu POBaHUe OOKYMEeHTa

Ha3BaHue pOKyMeHTa e

CTapanTecb faBaTb JOKYMEHTY MakCMMaJslbHO NOJIe3HOe
nms. B Hem 0b6s13aTeNIbHO A0JIKHO ObITh:

e HOMep AOKyMeHTa (cyeTa / gorosopa / 3akasa /
HaKnagHoW 1 T.n.)

e XXenaTenbHO A06aBNATb KpaTKOe NOACHEHME (KOMY, H
Kyda, 3a4eMm) po—

e €CNIN CYET BLINUCAH Ha OCHOBAHUM TUKETa - YKaXute  « =« -
€ro B Ha3BaHUM JOKYMeHTa ,

Y4T0 He Hy>XHO [06aBNATL B Ha3BaHWe AOKYMeHTa: o

® NaTy, T.K. OHa €CTb OTAEJIbHbIM NOJIEM N MPWN NMONCKe
OOKYMEHTa UCMNOJIb3yeTCA

® KOHTpareHTa, T.K. OH YKa3bIBa€TCA OTAEJIbHbIM MNONEM e
N TakK>XXe BbIBOONUTCA B CMUCOK N y4aCTBYET B NMONCKe

Mpumep xopowero nmeHun: Cyet Ne 127031 tenegpoH ANb
Mck (cnyxebka 3576)

CraTyc

BbicTaBnaeTca ognH 3 CtaTycCbl LOKYMEHTOB. OHM Y Hac
ChopMUpPOBaHbI TOJIbKO A1 CYETOB. Tak4To 414
OTC/IeXXMBAHMA COCTOAHUSA 3aKYMOK BMOJIHE MOXXHO
BbICTABNATb CTaTyCbl. AN gorosopos, TTH/YIMO/AKTOB,
nacnoptos APM 1 npo4ynx A cTaTycChbl He pucosan. Mpn
YKenaHum MOXXHO caenaTb.

[aTbl JOKYyMeHTa

[aTa noKkymeHTa 1 eCcTb gaTta. C4yeT, HaknafgHas, LOroBOp U
T.O. - TYT BCE NPOCTO Kak rpaban. [laTa OKOHYaHUS
CTaBUTCSA eCNn OHa eCTb. Hanpumep y fnorosopa, Tapuda,
JLeH3um 1 T.n.. Ecam npocTassieHa, TO TakXXe BbIBOAUTCS B
OCHOBHOM CMuNCKe OOKYMEHTOB.

OCHOBHOWU AOKYMEHT

30eCb YKa3blBaeTCs POAUTENLCKMIA LOKYMEHT. Hanpumep
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DNOKYMEHTBI

LOrOBOP AN15 MPUNOXKEHUS K LOrOBOPY, CHET AN HAaKNa4HOW
M T.N. Vian e 380eCb MOXKeT yKa3biBaTbCA NPeALleCTBEHHUK.
B TakoM cny4ae Hado BbICTaBUTh ranoyKy «3aMeHsAeT
OCHOBHOM O,0KYMeHT» Hanpumep, eciv OOKYMEHT
saBnseTca 61aHKOM 3aKa3a Ha CMeHy Tapuda. Torha MoXXHO
NOCTaBUTb NpeaLwecTBEHHMKOM 61aHK 3aKa3a Ha
npeabioywmnn Tapudg. B Takom criyvae, 1aTON OKOHYaHUS
npeablaywero AOKyMeHTa cYMTaeTcs aata Hosoro. Mpu
NPOCMOTPE OOKYMEHTa Takne cBA3n byayT oTobpa)keHbl B
BUAE AepeBa UAN LEMNOYKM

CyMmmMma

Ina cyeToB. MOXXHO HarnNA4HO BUAETb CKONbKO AeHer
YXOOWUT Ha cogepXaHune Ton UM NHON OPrTEXHUKMN.
BrnincoiBaeTcs cymma Bkatodaa HAC.

HAC
Ina cyeToB.

e Ecnm B cymmy BxoamuT 20% HAC, TO MOXKHO HaXxaTb
KHOMOYKY «20%» 1 Benn4nHa HOC nocymTaeTca u
3anOJIHNTCA.

e ECnn B CHETe HEeCKOJIbKO Mo3nLUNiA 1 He BCe cogepxaT
HOC, To yxxe 20% pOBHO He MoJIy4YnTCs U Hago
nepenucaTtb BennynHy HAC n3 cyeta

e Ecm HOC B cymme oTCyTCTBYET BOODLLE, TO HE HYXXHO
HWYero 3anoJiHATb. MOXXHO Ha)KaTb KHOMOYKY «HeT»
AN O4UCTKK nons

KoHTpareHTsl

B MHOXXECTBEHHOM 4ucne, T.K. B 06LLIEM C/ly4Yae UX MOXET
BbITb HECKOIbKO. OBbIYHO 0aNH. YT0bbI [06aBUTL
KOHTPareHToB, X HaJl0 CHaYasla 3aBeCTU B OTAENbHON
Tabnuue.

APMpbl

34€eCb HY>XHO BbibpaTb APMbI, K KOTOPbIM UMEET OTHOLLEHNE
3TOT AOKYMEHT. [TpoCcTO NoMckom Habupaem nms APM, nnm
MOXXHO Yepes noJib3oBaTens (HyXHO 4Tobbl OH K 3TOMY
MOMEHTY Yyxe bbln Ha3Ha4veH B APM) Takum obpa3om Mol
NpVBSA3bIBaEM AOKYMEHT K paboyemMy MecTy, YTO CUJIbHO
ynpoLaeT conpoBoXaeHne 60abLIOro napka paboynx mecr,
nobasnseT nopagka n cuctemaTusnpyet obopynosaHue.

Ob6opynoBaHue

To)e camoe 41O npuBsAska K APMaM, TONbKO TyT
npuBs3biBaeMcs K 060pya0BaHNI0. TakXe NONCKOM
BbibMpaeM K KakoMy 060py0BaHUNIO MEEeT OTHOLIEHME 3TOT
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06beKT. Takum 06pa3oM Mbl MPUBS3bIBAEM [OKYMEHT K
0b60opyA0BaHMIO, YTO CUIbHO YNPOLLAET CONPOBOXAEHME
6onbLoro napka obopygoBaHusa, gobasnseT nopsaaka u
cuctemaTusnpyet obopyaoBaHme.

JInueHsum

Ctofa npocTo A06aBNATCS Te IMLEH3UN, KOTOPbIE
YMOMUHAIOTCA B 3TOM JIoKyMeHTe. Takxe fobaBnstoTcs
yepes Nouck

Ecam y Hac ecTb LenoYyka JOKYMEHTOB
(Hanpumep Oorosop - Cyet - HaknapgHas),
TO HernpasWJIbHO NPUBA3bIBATL K
APM/06b0pyn0BaHUIO/NNLEH3NAM KaXKa bl

& LOKYMeHT. Jly4ywe BbibpaTb Kakon-To oauH. B
LaHHOM cniyvae HaknapHas nogonget 6onblie
BCEro, T.K. UMEHHO OHa NOATBEPXAAET, YTO 3TO
obopyaoBaHue y HaC eCTb

KoMmMeHTapu#u

Bce 4TO MoJsIe3HO 3HaTb MPO 3TOT AOKYMEHT, HO He
04eBUIHO U3 BCEX OCTasIbHbIX NONEN. Hanpumep

e [laTa onnaThl cYeTa.

e [laTa nepenayv B TPAHCMOPTHYO KOMMAHNA
e Tpek TPaHCNOPTHOWM KOMNaHWM

e NT.AO

NMpocMOTp AOKYMeHTa

Llanka Cuet Ne 167499 - APM MHXUHEBCKOI 4

Or: 2019-06-06

Comars:

B wanke npocMoTpa AOKYMEHTa BbIBOAWUTCA €ro umd, gata, ...
a TaKXe MKOHKWN pelakTUpoBaHUA N yaaneHns (KapaHgatl v = o s
KOpP3WuHa). B cnyyae, ecnm K fOKYMEHTY Y)Xe NpuBsa3aHbl
KaKneTo 06BbEeKThI, UKOHKa yaanieHnsa oTobpaxaTbCs He 7

byneT, a 6yfeT BbiBEAEHO COOTBETCTBYIOLLEe —n
npegynpexaeHue.

Fpnkpennen & APM,

/%

Koutparenrsi

Mok Ha3BaHMEM LOKYMEHTa UMeeTCs rpsfiKa CCbioK ans
CO3AaHMNs CBA3AHHbIX C 3TUM LOKYMEHTOM 06BHEKTOB.
Hanbonee nocnenoBaTeNbHbIN cnocob 3aBeaeHUs
obopynoBaHUS: CHaYala 3aBOAUTCSA JOKYMEHT, a NOTOM YXXe
Ha OCHOBAHWM [OKYMEHTa 3aBOAMTCS NepeyncIeHHbIe B HEM
06beKTbI: KOMNbIOTEP / NPUHTEP U T.MN.. Bce 3aBefeHHoe

KoMMeHTapiit

Crams
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TakmMm obpasom obopygoBaHme cpasy byaeT NpMBsA3aHo K
CBOEMY CYETY N BCEM MPMBSA3AHHBLIM K CYETY AOKYMEHTaM.

KapTa cBA3e#l B,OKyMEHTOB

OTobparkaeT NosiHOe AepeBo CBA3EN LJOKYMEHTOB MexXAy
cobon, TekylWniA LOKYMEHT BblAesIeH XUPHbIM. [JOKyMeHTHI,
KOTOpble Obl/IN 3aMeHeHbl APYrMU, N0 YMOAYaHUIO CKPbIThI
Nno4 MJIICUKOM.

MpukpennenHbie APMbl / O6opynoBaHue / JinueHsum /
MT.A.

OTobparkaloTcsa BCe NPUBSA3AHHbIE K 3TOMY LOKYMEHTY
06bekTbl. Eciv pagom ¢ 06bekToM 0TOBparkaeTcs KpecTuk,
TO Ha)KaB Ha HEro MOXKHO 0TBA3aTb 0OBLEKT OT AOKYMEHTA.
BynbTe KpallHe 0CTOPOXXHbI C 3TUM, T.K. BCS COMb
LLOKYMEHTOB B TOM, YTO OHU K YEMY-TO MPMBSA3aHbI.

YpaneHue poKyMeHTa

[lenaTb Hago C KpalHen OCTOPOXXHOCTbIO.

CobCcTBEHHO Hago CHaYana noayMaTh, a 3a4eM BoobLle yaansiercs LOKYMEHT?

[laBaniTe paCCMOTPUM HECKONbKO Cy4aes:

e [lokymeHT gobasneH ownboyHO. ITOT cHeT BoobLLE He onsiavynBann, JOrOBOP He NoANUCaNN.
Hy MOXXHO 1 OCTaBUTb TakON AOKYMEHT. KTO-TO ero BbIMUCbIBa, Y HEro Xe ecTb Npu4nHa
nosiBneHus. MoXeT NpUNUcaTb K HA3BaHUIO - He OrMJIavyeHo 1 BCe.

e [lOKyMeHT NoTepsn AencTBue, cenyac paboTaem nNo Apyromy Oorosopy, Tapudy u T.n.. - Hy
NPOCTO HaJo NpMBA3aTb K CTapOMYy OOKYMEHTY HOBbI U MOCTaBUTb rasoyky 3ameHsaT. CTapbi

TO NycTb ByneT Ans ucropuu

e [IOKyMeHT oLmnbo4yHO Ao6aBuan aBaxKabl. TYT HY)KHO BbiOpaTb TOT, B KOTOPOM 60JibLLE BCErO
nHgopmauun (bonee nosesHoe HAMMEHOBaHNE, KOMMEHTAPUN, KOHTPAreHThbl, MPUBS3aHHbIE
00BbEKTHI) M NepeHeCcT BCIO MH(OPMaLIMIO U3 ABYX LOKYMEHTOB B TOT, KOTOPbIN nosHee. Koraa
TpuxAabl 6y1eT NpoBEPEHO YTO BCS UH(popMaLmMs U3 fybankaTa yxe ecTb B OpuruHase -

yoanaeM OpurnHan
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